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JIner akryaamzanuu padodeil mporpaMmsl

PaGouas mporpamma nepecMoTpeHa, 00cyxieHa u ogo0pena uist peanmsarmu B 2022 - 2023
yueOHOM roty Ha 3aceqanuu kKadeapsl llemarornyeckoro o0pazoBaHus U TOKYMEHTOBEICHUS

[Iporokosn ot 20 . Ne
3aB. kadenpoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, o0CcykieHa 1 oo0penHa uist peanm3armn B 2023 - 2024
yueOHOM rony Ha 3aceqanuu Kadeapsl Ilemarornyeckoro o0pazoBaHHs U TOKyMEHTOBEICHUS

[Iporokom ot 20 1. Ne
3aB. kadenpoit C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa u oo0pena uist peanm3armu B 2024 - 2025
yueOHOM rony Ha 3aceqanuu Kadeapsl Ilemarornyeckoro oOpazoBaHHs U TOKyMEHTOBEICHUS

[IpoTokomor 20 r. Ne
3aB. kadenpoit C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa 1 ojo0penHa it peanm3armu B 2025 - 2026
y4eOHOM TO/ly Ha 3acenaHuu kKadeapsl Ilegarormdeckoro 00pa3oBaHus U TOKYMEHTOBEICHHSI

[IpoTtokonm oT 20 1. No
3aB. kadenpoit C.C. BenukanoBa

Paboyas nmporpamma nepecMoTpeHa, 00CyxieHa 1 o100peHa s peanusaruu B 2026 - 2027
y4eOHOM roay Ha 3aceqanuu Kadeapsl [lemarorudaeckoro oopa3oBaHus M TOKYMEHTOBEICHUS

[Ipotokom ot 20 r. Ne
3aB. xadenpoit C.C. BennkaHnoBa




1 eyt 0CBOEHUSI AUCHUILITAHBI (MOTYJI51)

HenssmMu ocBoeHust aucuUIIuHbl (Moayisi) «KoHpuaeHansHOE eI0MPOU3BOCTBOY
SBJISIFOTCS: W3YYCHHE HOpPM JICHCTBYIOIIETO 3aKOHOJATelNhCTBA B oOjacTu 0OpabOTKU
JOKYMEHTOB, COJIEP)KALIUX CBEJICHHUS KOH(PUICHIUATBHOTO XapaKTepa, NPAKTUKUA MPUMEHEHHS
OTUX HOPM I HX IOCICAYIOLICTO KBaJII/I(I)I/IIII/IPOBaHHOFO MNPpUMCHCHHUSA B HpaKTPI‘-IeCKOfI

JACATCIBHOCTH

2 MecTo THCHMILIMHBI (MOYJIs1) B CTPYKTYpe 00pa3oBaTe/ibHOI MPorpaMmsl

Huctumumaa KonpuaeHmansHoe 1e10npoU3BOICTBO BXOAUT B YacTh Y4€OHOTO TIaHa
(bopmMupyeMyro y4aCTHUKaMHU 00pa30BaTeIbHBIX OTHOMICHNH 00pa30BaTEIbHON MPOTPAMMBI.

JUia  u3ydeHus  JUCUUIUIMHBI  HEOOXOAMMbI  3HaHMS  (YMEHHUs,  BIJIAJCHUS),
c(OpMUPOBaHHBIE B PE3YJIbTATE U3YUEHUSI JUCIUILINH/ IPAKTUK:

[IpoexTrpoBaHue ynpaBieHYECKOM JOKYMEHTAMN OpraHUu3aluy

JlokyMeHTallMoOHHOE 0OecrieyeHre aIMUHUCTPATUBHBIX OTHOIIEHN B PD

Opranu3zaiys 1 TEXHOJIOTHsS IOKYMEHTALMOHHOTO 00ecneYeH s yIpaBJIeHUs

O06paboTka ¥ 3auuTa JOKYMEHTUPOBAHHOM HH(pOpMaluu

JlokyMeHTaloHHOE 00ecriedeHre TPYIOBbIX OTHOLIEHUH B PO

JlokyMeHTaImoOHHOE 00eCTICUeHNE TPAXKIAHCKUX OTHOIICHHUH B PD

3HaHus (YMEHHUS, BJIQJICHUs ), TIOJTYYECHHbIE TIPU U3YyYEHUH JaHHOM JAUCUHUILUINHBI OyIyT
HE0OXO0IUMBI JJ1s1 U3YyYEHUS] AUCIUTLITUH/TIPAKTHK:

[IpakTiKyMm 110 COCTaBIEHUIO U OPOPMIIEHHUIO CITY>KEOHBIX JOKYMEHTOB

IIpousBoacTBEHHAS — MPENIUILUIOMHAS IPAKTUKA

IToaroroBka K crade U caada rocyAapCTBEHHOIO SK3aMEHa

3 Komnerenuuu odyuyamwierocsi, opMupyembie B pe3yJibTaTe 0CBOCHUS

AMCUUIIMHBI (MOIYJISA) M IIJIAHUPYeEMbIe pe3yJbTaThl 00yUeHUus

B pesynpTate = OCBOGHMS ~ JTUCHUIUIMHBI  (MOMIYJIS) «KondunenmnuaipHoe
JIeIOIIPOU3BOICTBOY» 00OYUaOIIUIACS TOJKEH 00J1aAaTh CIEAYIOUUMU KOMIIETEHIUSIMU:

Koxa unnukaropa

I/IH,Z[I/IKaTOp JOCTHXXCHHUA KOMIICTCHII U

YK-11 Cnocoben hopMUpOBaTh HETEPIUMOE OTHOIIEHUE K KOPPYINIIMOHHOMY NOBEACHUIO

YK-11.1 Onpenensier Kpyr KOPPYNIMOHHBIX PUCKOB B paMKaX MOCTAaBJICHHOM LIENU U
npeiaraeT  cnocoObl  MX — YCTpaHEHUs, OICHMBAeT C  MO3UIUHU
AHTUKOPPYIIIMOHHOTO 3aKOHOIaTENIbCTBA

YK-11.2 [Inanupyer peanu3ainuio 3ajady B 30HE CBOEM OTBETCTBEHHOCTU C YYETOM

HMCIOIIUXCA PECYPCOB U OFpaHquHHﬁ, HeﬁCTBYIOHIHX IIpaBOBBIX HOPM
AHTHKOPPYINIHMOHHOI'O 3aKOHOAATCJIbCTBA

IT1K-2 Crioco6eH OCYIIECTBISATh TIOKYMEHTAIIMOHHOE 00CCIICUCHHE YITPABJICHHS OpTraHu3aIien

IK-2.1 Opranuszyer u periiaMeHTUPYEeT JOKYMEHTHPOBAHUE YIIPABJICHYECKOMN
JIESITEJIbBHOCTH B OpraHu3aluu

I1K-2.2 OpraHu3yer 1 perjiaMeHTUPYeT JOKYMEHTOOOOPOT B OpraHu3aluu

IK-2.3 Opranuzyer, perilaMeHTUPYET ONEPAaTUBHOE XPAaHEHUE M MCIOJIb30BAaHUE

JOKYMCHTOB B OpraHM3allin




4. CTpyKTypa, 00b€M U coep:KaHue T CHUIIJIMHBI (MOYJIs1)
OO0mast TpyI0eMKOCTh AMCIUILTUHBI COCTaBlsieT 3 3a4eTHhIX eaunuil 108 akaja. dacoB, B TOM
qucie:
— KOHTaKTHas paborta — 28,6 akaj. 9acos:
— aynuTopHas — 6 akaJl. 9acos;
— BHeayIuTOpHas — 22,6 akaJ1. 4acoB
— camocTosTenbHas padbora — 70,7 akaJ. 9acos;
— IMOATOTOBKA K dK3aMeHy — 8,7 akaj. gaca

dopma aTTecTaluy - SK3aMEH

AynuropHast S =
KOHTaKTHas paboTta E E dopma TeKyILEero
s X By, KOHTPOJIS
Paznen/ Tema 2 (B axaz. yacax) E R A . P Kon
> 3 ©| caMOCTOATENBHOM |  yCrieBaeMOCTH U
JIACIUTUTAHBI < E = . | koMnereHIUH
o & paboThI MPOMEKYTOTHON
nab. | mpakr. | € 8
Jlek. = aTTecTaluu
3aH. | 3aH. | QU &
1. CymHOCTh M OCOOCHHOCTH
KOH(HIECHIINAILHOTO
JIeTIONPON3BOACTBA
1.1  KoudwuneHunanbHas TTonroroBka k
Punern A VK-11.1, VK-
nHdopmalss U ee BHIBL. JIEKLUH.
11.2, TIK-2.1,
Opranuzanus 0,4 0,8 14,7 TToaroroska Ompoc K-2.2 TIK-
KOH(HICHIINAIEHOTO BBICTYIUICHUH 110 2 3;
JIeJTIONPON3BOACTBA BUJIaM TaiH )
IloaroroBka k
JIEKLIIH.
Pazpaborka
Tlonoxenus o
1.2 Kommnekc wep 1o
5 cHCTEME JOCTyTa
3aIUTe . CocrasiieHue nakeTa
KOH(HIEHIINAIbHON nokymenroB mo | YK-11.1, VK-
KOH(UCHIIMATBH
HHPOPMALIUH. 04 08 14 | v nokymenTay, | PERAMY AocTyna. 11.2, TIK-2.1,
OTBETCTBEHHOCTH 3a ! ! Y ) Amnanus [1K-2.2, TIK-
o Nzyuenue
pasriaiieHue CBEIECHUN 3aKOHOJATEIBHBIX 2.3
0o0opynoBaHHs
KOH(UIEHIINATILHOTO AKTOB.
HEOOXOIUMOTI0O
Xapakrepa
U1 00ecIIeueHus
COXPaHHOCTH
KOH(UICHIIMATBH
BIX JOKYMEHTOB
HWroro no pasaeny 0,8 1,6 28,7
2. Opranuzanus
KOH(HIECHIIHAILHOTO
JIOKYMEHT0000poTa




IloaroroBka K

JICKIUH.
Pa3pabotka u
3aI0JTHEHNE
2.1 Ha3HaueHne W BUJBI YUYETHBIX (POpM. IMoaroroBka
ydeta KOH(UIECHIUATbHBIX Paspabotka YYETHBIX
JOKYMEHTOB. VYyer Mapupyra JIOKYMEHTOB. VK-11.1, VK-
HOCHTENEN 04 08 14 JIBHOKEHHS ITogroroska makera | 11.2, T1IK-2.1,
KOH(pHACHIIAIEHOH ' ' KOH(UICHITHAIBH JIOKyMEHTOB, I1K-2.2, I1K-
nHpopmanyu. J[BrkeHue BIX JJOKYMEHTOB. YUETHBIX 2.3
KOH(UICHIINATBHBIX IMoaroroBka JIOKYMEHTOB,
JIOKyMEHTOB M UX y4ET. maKera [ITaMITOB
JIOKYMEHTOB,
YUYETHBIX
JIOKYMEHTOB,
ITaMIIOB.
[loaroroska k
JICKIIHH.
2.2 Homenknarypa »
OdopmiieHne
KOH(GUIICHITHATIBHBIX e
HOMEHKJIATYpPbI OdopmiieHne
®dopmupoBanue u
nen. CocraBienue | HomeHknaryps! gein. | YK-11.1, VK-
odopmiieHne .
BHyTpeHHel  |Odopmienne makera| 11.2, [TIK-2.1,
KOH(GUICHITNATIBHBIX e 0,4 0,8 14
OIIMCH, JINCTa- JIOKYMEHTOB JIJIst I1IK-2.2, TIK-
IToaroroBka
3aBepuTens ena, APXUBHOTO 2.3
KOH(MUICHITNATBHBIX JIeN U
aKkTa oo XpaHEHHUs JIel.
JIOKYMEHTOB JULST
YHUUTOKECHUU
APXUBHOTO XPaHCHHSI.
JIOKYyMEHTOB H
Jien.
TTonroroBka k oopmiieHue
nexkuuu. PaGota OKYMEHTOB
2.3 Hasnauenue, BUIBI H 1 HAOKY ’
KOMHCCHH 110 compoBoxaaromux | YK-11.1, VK-
[PUHLHUNBL  [IPOBEICHUS
npoBefeHu0  [paboty komuccuu no| 11.2, TIK-2.1,
TIPOBEPOK HaJINYHS 0,4 0,8 14
MPOBEPOK HATUYHS MIPOBEICHHIO [K-2.2, TIK-
KOH(HISHIINAIEHBIX
KOH(UICHIIMAIILH | IPOBEPOK HATUYHUS 2.3
JOKYMEHTOB
BIX JJOKYMEHTOB U | KOH(pUAECHINATBHBIX
Jeq. JIOKyMEHTOB U JIeJl.
Wroro no pazaeny 1,2 2,4 42
HUroro 3a cemectp 2 4 70,7 3K3aMEH
Uroro o aucuuiuinye 2 4 70,7 3K3aMEH




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

[Ipu npoBeeHWM 3aHATHH W OpraHU3alUMd CAMOCTOSTEILHOW pPabOTHI CTYIACHTOB
UCIOJIb3YIOTCS:  TPAAMLIMOHHBIE TEXHOJIOTMM OOydeHMs, IMpelroJiaraloniie nepenady
uHbOpMaMM B TOTOBOM BHJE, (OPMHpPOBAHWE YYEOHBIX YMEHHMHA TO OO0pasiy: JEKIus-
U3JI0KEHUE, JIEKIUSA-00bsICHEHHE, IpaKTU4YeCKHEe paboThl, KOHTpOJIbHAs paboTa u Jp.
Hcnonp30BaHue TpaJuLMOHHBIX TEXHOJOTHUH OOECIeuynBaeT OpPUEHTUPOBAHUE CTYICHTA B
noToke HWH(OPMAIUK, CBS3aHHOW C PAa3JIMYHBIMH IOAXOJAMH K OIPENEIICHUI0 CYIIHOCTH,
COJIepKaHUsA, METOJIOB, (OPM Pa3BUTHS U CAMOPA3BUTHS TMYHOCTH; CAMOOTIPE/ICTICHNE B BEIOOpE
ONTUMAIILHOTO MYTH U CIIOCOOOB JTMYHOCTHO-TIPO(ECCHOHATBHOTO Pa3BUTHS; CUCTEMATH3AIHIO
3HAHWUM, TOJIyYEHHBIX CTYIEHTaMH B MPOIECCE ayAUTOPHONM M CAMOCTOSITEIbHOW pabOTHI.
[IpakTueckue 3aHATHS O0O0ECIEUMBAIOT pPa3BUTHE M 3aKPEIUIEHHE YMEHHIl U HaBBIKOB
ompejieNieHusl Lefedl M 3aJad caMOpa3BUTHs, a TaKKe NPUHATHUS HaubOosee 3(P(PEeKTHBHBIX
peuIeHui 1o X peanu3anni.

Peanu3anus KOMIETEHTHOCTHOTO MOAX0/1a TPEyCMaTpUBAET UCIOIb30BaHUE B Y4EOHOM
IpoLecce aKTUBHBIX M HWHTEPAKTUBHBIX (OpPM MpOBENEHUS 3aHATHUH (KOMIIBIOTEPHBIX
CUMYJISIIUM, NENOBBIX M POJIEBBIX HIp, pa300p KOHKPETHBIX CHUTYyalui) B COYETAHUU C
BHEAYJUTOPHON paboTO¥ C 1menbio (GOpMHUPOBAHUS U Pa3BUTHS MPO(PECCHOHATBHBIX HAaBBIKOB
00yJaronuxcs.

[Ipy ocBOEHMH NUCHUIUIMHBI KCIOJIB3YIOTCS CIEYIOIIUE COYETaHHs BUIOB y4eOHOM
paboTel ¢ MeToaMu U (hopMaMK aKTUBU3ALMK TO3HABATENbHOM AESITeIbHOCTH OaKaJaBpoOB AJIs
JOCTHKEHUS 3aIlJIAHUPOBAHHBIX PE3YAbTATOB 00ydeHUsI U GOPMUPOBAHUS KOMIIETEHIINMI:

1. UndopmanmoHHO-pa3BUBaOIIME TEXHOIOTUH. V3yueHne TeopeTniueckoro MaTepuania
Ha JIEKIMAX C HCIOJIb30BAaHMEM KOMIIBIOTEPHBIX TeXHoJoruil. CamocTosTeNbHOE H3ydeHUe
CreLMaIbHOM y4eOHOM ¥ HaydHOU IMTepaTyphl, BKIIOUYas AEKTPOHHBIE CPEICTBA HHPOPMALIHH.

2. PazBuBaromue npo0JIeMHO-OPUEHTHPOBAHHBIE TEXHOJIOTHU. PaboTa Ha MPaKTUYECKUX
3aHATUSAX C AKTUBU3ALMEH MBICIUTENbHON aKTUBHOCTH, CIIOCOOHOCTH BHIETh NHpoOIEMy M
BBIOMpATh CTIOCOOBI €e pa3pemieHus (001mas JUCKyccHs, padoTa B KOMaHJE U WHIWBHIyaIbHAS
NESITEHHOCTB ).

3. JINYHOCTHO-OPUEHTUPOBAHHbIE TEXHOJIOTUU O0y4YeHMs. Y4eT ypOBHs CIIOCOOHOCTEH
oOy4aeMbIX M CO3JaHHME YCIOBUHM M pa3sBUTHUS HMHIUMBUAYaJIbHBIX CIIOCOOHOCTEH. OTO
JOCTUTaeTcsl MyTeM Moa00pa WHAMBUIYAJIBHBIX 3aJaHUuil U OOLIeHHs MpernojaBatress Cco
CTyZIeHTaMH B (hOpMe HHAUBUTyaJIbHBIX KOHCY/IbTALUH.

[Ipu mpoBeneHMU 3aHATUM M OpraHM3allMd CaMOCTOSATEJIBHOW pabOThl CTYIEHTOB HC-
IOJIb3YIOTCS TaKXKe MHTEPAKTUBHbIE TEXHOJIOTMU OOy4YeHHMs, IMpeoJarariiie OpraHu3aluio
00y4yeHHUs KaKk IPOAYKTUBHONW TBOPUECKOH NESITEIBHOCTH B PEXKUME B3aUMOICHCTBHSI CTYZCHTOB
JPYT € JPYTOM U C IIPEIo1aBaTelieM.

JUis TOCTHKEHMsI TOCTaBJICHHBIX IeJed IpenojaBaHus AUCLUILIMHBI PEaTU3yHOTCs
CIIEYIOIINE CPEJICTBA, CIIOCOOBI M OPraHU3allMIOHHbIE MEPOTIPUATHSL:

[]  caMOCTOATENbHOE H3Yy4eHHE TEOPETMYECKOro MaTepuala JUCHMIUIMHBL ¢
ucrnojb3oBaHueM Internet-pecypcoB, HMHPOPMALMOHHBIX 0a3, METOAMYECKUX pa3pabOToK,
CreMaNbHOM y4eOHON U HayYHOU TUTEepaTyphl;

(] BBITIOJTHEHHE NTPOOJIEMHO-OPHEHTUPOBAHHBIX, TIOMCKOBBIX, TBOPUECKUX 3a1aHHH.

OneHka 3HaHUN TNPeNCTaBIsAeT COOOW COBOKYIMHOCTh PA3IMYHBIX MOKa3aTesed paboThl
CTy/IeHTa B TeueHHe Bcero Imporecca oOyueHus. [IpoMexyTOUHBII KOHTPOJb IO HTOTaM
OCBOCHHSI AUCLHUILTHHBI BKIFOUaeT 3k3aMeH (5 Kypc).

6 YueOHO-MeTOAHYeCKOe 00eciedeHre CAaMOCTOSITeIbHOI PadoThl 00yUYaroLIUXCst
[IpencraBneno B npunoxxenuu 1.



7 OueHOYHbIE CPEACTBA /ISl IPOBEACHUS IPOMEKYTOYHOM aTTecTaluu
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOIMYecKOe U HH(OPMANIMOHHOE 00ecTiedeHue TUCIIUIITHHBI (MOTYJIs1)

a) OcHoBHas1 IMTEpPaTypA:

I'yryeBa, T. A. KouduneHuuampHOe IeIONPOU3BOJACTBO : yueOHoe mocodue / T.A.
I'yryeBa. — 2-e u3n., nmepepad. u gorn. — Mocksa : UHOPA-M, 2020. — 199 c. — (Bsicmiee
oOpaszoBanue: bakanaBpuar). — Www.dx.doi.org/10.12737/23514. - ISBN 978-5-16-012525-1. -
Tekcr : anexkrponnsriit. - URL: https://znanium.com/catalog/product/1048497 (nata oOpareHwust:
06.10.2020). — Pesxum foCTyMa: MO MOIUCKE.

JloxymeHTalMoHHOE obecnieueHue ynpasienus | yueOnuk / A. C. ['punbepr u ap. - M. :
IOHUTU-TAHA, 2011. - 1 snektpon. ont. auck (CD-ROM). - 3ari. ¢ tutyi. skpana. - (YueOHas
nuTeparypa TUTSt BBICIII. u cpen. pod. o0pas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427 .pdf&view=true (nara oopamienus: 25.09.2020). - MakpooObeKT. - TEKCT : 37eKTPOHHBIH. -
Csenenus nocrynusl Takke Ha CD-ROM.

Anoxmaa C. A. KypcoBas paboTa MO JTOKYMEHTOBEICHUIO, aPXHBOBEICHHIO,
OpraHM3alMi M TEXHOJIOTUU JOKYMEHTAIIMOHHOTO OOecnedeHus YynpaBieHHUs [DIeKTPOHHBIN
pecypc] : yuebHo-MeToqrueckoe mocodue / C. A. Anoxuna, A. K. Makaposa, 1. B. CamapokoBa ;
MI'TYVY. - Maruutoropck: MI'TY, 2016. - 1 snekrpon. onT. auck (CD-ROM). - Pesxxum moc-Tyma:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130
337/2535.pdf&view=true. — MakpooOBEKT.

0) lonoJiHMTEILHAS JIUTEpaTypa:

KanpoBoe aenonpou3BoACTBO M apXUBHI JOKYMEHTOB IO JIMYHOMY COCTaBY: JIEKIIUH :
yuebnoe mocobme [mis By3oB] / cocraBurenmn: C. C. Benmkanosa, M. B. Kamyba ;|
Maruutoropckuii roc. Texundeckuii yu-T um. I'. . HocoBa. - Marnuroropck : MI'TY um. I'. W.
Hocora, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1815-3. - 3aru. ¢ tutyn. skpana. - URL :
https://magtu.informsystema.ru/uploader/fileUpload?name=4127.pdf&show=dcatalogues/1/1535
270/4127 .pdf&view=true (mara ooOpamenus: 23.10.2020). - MakpooObekr. - TekcT
ANEeKTPOHHBIN. - CBeneHus aoctynHbl Takke Ha CD-ROM.

JlokyMeHTalMoOHHOe oOecrieueHue ynpasienus ;| yucouuk / A. C. I'punbepr u ap. - M. :
IOHUTU-TAHA, 2011. - 1 snekrpon. ont. auck (CD-ROM). - 3ari. ¢ tutyi. skpana. - (YueOHas
IuTeparypa TUTS BBICIII. u cpen. pod. o0pa3.). - URL.:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427 .pdf&view=true (mara oopamenus: 23.10.2020). - MakpooObeKT. - TEKCT : 2IIEKTPOHHBIM. -
Ceenenus noctynssl Takke Ha CD-ROM.

Koxymkosa H. B. Ctpykrypa nokymenTa. CucreMbl TOKyMEHTalWU. Y HUpUIIMpOBaHHAS
CHUCTeMa OpPraHU3aIMOHHO-PACTIOPATUTEIILHON MOKYMEHTAIlMU: OO0IHre TpeOOBaHHUS K COCTaB-
JeHuo 1 odopmieHuto [ DneKTpoHHBIH pecypc] : yuebHoe nocobue / H. B. Koxymikosa ; MI'TY.
- Marunutoropek : MI'TY, 2016. - 1 anektpoHn. onr. auck (CD-ROM). - Pexxum noc-tyma:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true. - MakpooOBEKT.

B) Meroauyeckue yka3anus:
I[MPUJIOXKEHUE 3



r) [IporpamMuoe o6ecnneuenue u UHTepHeT-pecypcen:

https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalo
gues/1/1079440/427 .pdf&view=true [lokyMeHTallMOHHOE 0OECIICYCHUE YIIPABJICHUS ;| YIeOHUK /
A. C.T'punbepr u ap. - M. : IOHUTU-JAHA, 2011. - 1 snexrpon.ont. auck (CD-ROM). - 3ari. ¢

TUTYJ.3KpaHa. - (YueOHas TuTepaTypa Ui BBICII. | cpe.mpod. oopas.).

https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatal
ogues/1/1514334/3518.pdf&view=true BemukanoBa C. C. ApXuBBI [0 JIMYHOMY COCTaBY
[DnexTpoHHBIH pecypc] : yueOHO-MeToauueckoe mocodue / C. C. BemukanoBa ; MI'TVY. -

Marunutoropck : MI'TV, 2018. - 1 sanektpoH. ont. auck (CD-ROM)

IIporpammHoe obecneueHne

HaunmenoBanme o
10 Ne norosopa Cpok AeicTBUS IUIIEH3UN

MS Windows 7
Professional(ms  |[A-1227-18 ot 08.10.2018 11.10.2021
KJIACCOB)
MS Windows 7
Professional (ans |[-757-17 ot 27.06.2017 27.07.2018
KJ14CCOB)
MS Oﬁ.lce 2007 Ne 135 o1 17.09.2007 0eccpouHO
Professional
7Zip cBO0OOTHO 0eccpoUHO
FAR Manager CBOOOJTHO 0eCcCpOovHO
Adobe Reader CBOOOIHO 0eccpoUYHO

IIpodeccuonanbHblie 0a3bl JaHHBIX U HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

Hassanue xypca

CcrlIKa

DneKkTpoHHas 0a3a MEepUOJAMYECKHX HW3JIaHUN

https://dlib.eastview.com/

East View Information Services, OOO
HanuonanbHast MUHPOPMALIMOHHO-
aHaiuTHYeckas cuctemMa —  Poccuiickuii|URL: https://elibrary.ru/project_risc.asp

nHaekc Haygnoro nuruposanus (PUHIL)

ITouckoBass cucrema Axagemus Google
(Google Scholar)

URL.: https://scholar.google.ru/

Nudopmanmonnas cucrema - EmuHoe OKHO
JIOCTYIIa K MHGOPMAIMOHHBIM PeCypcam

URL.: http://window.edu.ru/

Poccuiickas T'ocymapcTBeHHass OuOInMoTeKa.
Karanorun

https://www.rsl.ru/ru/4readers/catalogues/

DOnexTpoHHbIe pecypebl Ombnuotexku MITY
uM. I'.1. HocoBa

http://magtu.ru:8085/marcweb2/Default.asp

@enepanbHblii  00pa3oBaTeNbHBIN MOpTAT
OxoHomuka. Connosiorus. MeHePKMEHT

~ [http://ecsocman.hse.ru/

VYHuBepcuTeTcKas HHPOPMAalMOHHAs CUCTEMA
POCCHA

https://uisrussia.msu.ru

MexayHapoaHas HayKOMETpUYecKas
pedepatuBHass U TOJHOTEKCTOBass  0asa
JIAHHBIX Hay4HbIX n3ganui «Web of science»

http://webofscience.com

Me:xnyHapoaHas pedeparuBHas U
MIOJIHOTEKCTOBAsl _CIIpaBOYHas 0a3a JaHHBIX

http://scopus.com




MexnynapoaHas 0a3a TOJHOTEKCTOBBIX JKYPHAJIOB
Springer Journals
MexayHapoaHasi KOJUICKIMSI HAyYHBIX MPOTOKOJIOB
110 pa3IMYHBIM OTpacisiM 3HaHui Springer Protocols
MexnaynapoaHas 6a3a CpaBOYHBIX U3JIAaHUN IO BCEM
oTpaciisiM 3Hanui SpringerReference
MexnyHapoaHas pedepaTuBHAs M IOJHOTEKCTOBAS
cpaBouHas 0asa JaHHBIX HaydHbIX — u3zaHwmii|https://www.nature.com/siteindex
«Springer Nature»
ApxuB  Hay4yHbIX KypHalIoB  «HanuonanbHbIN
3IIEKTPOHHO-UH(OPMAIMOHHEIM  KoHuopuym» (HIT|https://archive.neicon.ru/xmlui/
HOHUKOH)
9 MaTepuajbHO-TeXHHYeCKOe o0ecnedeHue TUCIHIIHHBI (MOIYJIs1)

http://link.springer.com/

http://www.springerprotocols.com/

http://www.springer.com/references

MarepuanbHO-TEXHHYECKOE 00ecTIeYeHNE JUCIUTUINHBI BKITFOUALT:

VYueOHble ayTUTOPUU JUIS IPOBEICHUS JUCTAHIIMOHHBIX 3aHATHI JEKIMOHHOTO THUIIA:
Cros KOMIBIOTEPHBIH, CTOJ MUCHMEHHBIN, CTY OUCHBIN, TOKyMeHT-Kamepa Epson, ucrounuk
oecnepeboitHoro mmranuss POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pemieHus,
KOMITBIOTEP MEPCOHATIBHBIN (TUIO), poekTop ViewSonicPJD7526W, crirkephoH HACTONBHBIN
Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycTuueckass HaCTOJbHas,
crepeorapHutypa (MUKpo(dOH C IIYMOIOIaBiIeHneM), skpaH HacteHHbIH Digis Optimal-C MW
DSOC-11032*2

VYueOHbIe ayaUTOpPUH Ui TMPOBEACHUS NPAKTHUSCKUX 3aHSATHH, TPYIIOBBIX U
WHIWBHIYAIBHBIX KOHCYJIbTAIMH, TEKYIIEro KOHTPOJS M MPOMEXYTOYHOU arrectamuu: CTom
KOMIBIOTEPHBIH, CTOJI NMUCHMEHHBIA, CTYN OQHCHBIH, NOKYMEHT-Kamepa EpSOn, wucToyHmk
oecniepedoitnoro nutanus POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3peuieHus,
KOMIIBIOTEP MepPCOHaNbHBIN (THI6), mpoekTop ViewSonicPJD7526W, criimkepdoH HACTONbHBIH
Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycThueckass HACTOJbHas,
crepeorapuutypa (MUKpodoH C IIyMOIOAaBjiIeHHEM), SkpaH HacTteHHbIH Digis Optimal-C MW
DSOC-11032*2

[Momemennss i CaMOCTOSATENILHOW — paboOThl  oOywarommxcs:  [lepcoHalibHBIC
kommbioTepsl ¢ makerom MS Office, Beixogom B MHTEpHET M C JOCTYIIOM B 3JEKTPOHHYFO
MHGPOPMAIIMOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA

[lomemenne Ui XpaHeHHs H  NPOPHUIAKTHYECKOTO OOCTY)KMBAaHUS Y4EeOHOTO
obopynoBanus: CTeIuaxu 1Jisl XpaHeHHs y4eOHO-HArJISITHBIX TOCOOUN B y4eOHO-METOMYECKON
JOKYMCHTAIHH.



I[MTPUJIOXXEHUE 1

YueGHO-MeToguUecKOe 00ecredeHre CAaMOCTOATEITbHOM PaGoThI 06yIarOIIMX s

Ilepeuens mem 013 nOO20MOBKU K CEMUHAPCKUM 3AHAMUAM:
Tema 1.1. Kongpuoenyuanonas ungopmayus u ee uovl

1.
2.
3.

Busl uHGOpManuy B 3aBHCUMOCTH OT KaTETOPHH JOCTYIIa

[Iepedens cBeneHUM, COCTABIISIOMMUX FOCYJAPCTBEHHYIO TalHY

[lepedyensr cBeneHui, He NOMJIEKAUMX OTHECEHUIO K TIOCYJAapCTBEHHOW TalHE H
3aCEKPEYMBAHUIO

[lepeuens cBeeHN KOH(DUICHIIMATIBLHOTO XapaKTepa

[lepeuens cBeneHM, He MOAJEXKAIIUX OTHECEHHUIO K CIY)KeOHOM HHpOpMauu
OTPAaHNYEHHOTO PACIIPOCTPAHEHUS

Bunel undopmanyu, He nojyiexanivie OTHECEHNIO K KOMMEpUEeCKoM TaliHe

Meps! 10 0xXpaHe KOHPHIEHIMAIBHOCTH HHPOpMALIUU

Tema 1.2. Opeanusayus KOHGUOEHYUATILHO2O 0elONPOU3B00CMEA

1.
2.
3.

[Ipu3Haky KOHPUACHIIMAIBHOTO JIEJIONPON3BO/ICTBA

CooTHoieHrne KOH(GUACHIIMATIBHOTO U OTKPBITOTO JAETOIPOU3BOIACTBA

[lepeueHr HEOOXOAMMBIX HOPMATHUBHBIX JIOKYMEHTOB Uil (YHKIIMOHUPOBAHMS
KOH(PUACHITUATHHOTO JTOTIPOU3BOJICTBA.

Tema 1.3. Komnnexc mep no 3awume KoHghudeHyuanoHou uHgphopmayuu

1.
2.
3.

4.

CxeMbl CTPYKTYpHOI Oprann3zanuy KOH(GUACHINAILHOTO EI0MPOU3BOICTBA
Copepxanue nepedHs BUI0B HHPOpMAIK KOH(DUICHIIMATBFHOTO XapaKTepa
CopepxaHue mepedyHsl JOKYMEHTOB, COJIEpKalluX WHPOPMAIHIO KOH(UICHIIMATBHOTO
Xapakrepa

Crincok paOOTHUKOB OpraHM3allii, UMEIOIIUX MPaBO JIOCTyNa K KOH(HUACHUIHATbHBIM
JOKyMEHTaM

Tema 1.4. Cucmema oocmyna Kk KOHQUOEHYUATbHLIM OOKYMEHMAM

1.
2.
3.
4.

5.

TpeGoBanus k pa3paboTKe CUCTEMBI AOCTYIA K KOH(MUICHIIMATBEHBIM JTOKYMEHTaM

JlocTym K MalllMHHBIM HOCHUTENSM KOH(PHUACHIUATbHON UHPOpMAITUT

Odopmienue paspelieHus Ha J0CTY K KOHOUACHIIMATbHBIM JOKYMEHTaM

[TonHOMOYHMST NOJKHOCTHBIX JUI] MO Pa3peHIeHUI0 JOCTyNa K KOH(HIECHIUAIbHBIM
JOKyMEHTaM

[Tonoxenue o cucreme A0CTyNa K KOHQUACHIINATbLHBIM JOKYMEHTaM

Tema 1.5. Pexcum coxpannocmu KOHGUOEHYUANbHBIX OOKYMEHMO8

1.
2.

&

TpeGoBaHus K MOMEIICHUIO TOAPA3IeNeHNs KOH(DUICHIINATLHOTO IETONPOU3BOICTBA
TpeGoBaHus K OKHaM MOMEIICHUH KOH(PHUACHIIUAIBHOTO JeTOMPOU3BOICTBA, BXOIHBIM
JBEPSIM ITOMELLEHUHN U DK3EMIUIAPAM KIFOUE OT HUX

[Topsinok oOpaiiieHust ¢ KOHPHUISHIIUATBHBIMU JOKyMEHTAMU

VYyer XxpaHuiauil U KIKYER OT HUX

VYder HapylIeHHI TOpsIka 0OpalieHrs ¢ KOHGUACHIIMATHHBIMU TOKYMEHTaMU

Tema 1.6. Omeemcmeennocmyo 3a paszenauieHue c6e0eHuli KOHGYUOEHYUATbHO20 XapaKkmepa

1.

I[I/ICI_[I/IHJ]I/IHapHaﬂ OTBCTCTBCHHOCTL 3a Ppas3rjialliCHUC CBEJICHUI KOH(I)I/II[CHI_II/IaHLHOFO



Xapakrepa
2. MarepuanbHasi OTBETCTBEHHOCTh 3a pa3IJIallieHHe CBEICHUH KOHQUACHIINATHEHOTO

Xapakrepa

3. AIMUHHUCTpaTHBHAs OTBETCTBEHHOCTh 32 pas3rjalleHue CBEJCHUN KOH(QHUACHIINATBHOTO
XapakTepa

4. I'paxJaHCKO-TIPaBOBAs OTBETCTBEHHOCTD 3a pasriameHue CBEJIeHUM

KOH(DHICHITMAIEHOTO XapakTepa
5. YronoBHas OTBETCTBEHHOCTh 3a pasrylallieHue CBEICHUH KOH(UICHITMAIEHOTO
XapakTepa

Tema 2.1. Haznauenue u 6uovl yuema KOHGUOEHYUANbHBIX OOKYMEeHmOo8. Yuem Hocumenetl
KOH@UOeHYUuaibHo uHgopmayuu
1. TIpoueaypsl, BEIOTHIEMBIC IPU Y4eTe KOH(DUICHINATHHBIX JOKYMEHTOB
2. CeneHus, BKIIOYAaEMbIE B YYETHYIO (OpPMY INpH perucTpanuy KOH(PHICHIIHATBHBIX
JTOKYMEHTOB
3. 3agaum ydera HOCUTENEH KOHGHUACHIIMATFHON HHPOPMAIIUN

B

Bupl OyMa)KHBIX M MAlIMHHBIX HOCHUTENEH KOH(UACHIINAIbHOU HH(OpMaLun
5. PexkBu3nThl, 0opMIIsieMble Ha HOCUTENAX KOH(PHUAEHIUATbHON HHGOpMaIUN

Tema 2.2. Jlgudsicenue uz0asaemuvlx KOHGUOEHYUANbHBIX OOKYMEHMO8 U UX YUem
1. Opranmsanus KOHPUIACHIINAIBHOTO TIOKYMEHTOO00POTa
2. Craguu KOH(GUIEHIIUATHLHOTO JOKYMEHTO000POTa U UX JIOTHIECKOE 000CHOBaHUE
3. OdopmiieHre PeKBU3UTOB U3/1aBAEMBIX KOH(DHICHITNATbHBIX TOKYMEHTOB
4. T'pudbl orpaHUYEHHS JOCTYIA K TOKYMEHTaM
5. Y4er 4epHOBHUKOB U MPOCKTOB KOH(MUACHIIMAIBHBIX TOKYMEHTOB

Tema 2.3. Ilonyuenue u omnpasierue KOHGOUOSHYUATbHBIX OOKYMEHMO8 U UX yuem
1. Tlony4yeHue U BCKpPBITHE MaKETOB KOHPUACHIIUATIBHBIX TOKYMEHTOB
2. OdopmiieHne peKBU3UTOB MPU MOCTYIJICHUH KOH(PUIECHIINAIBHBIX JOKYMEHTOB
3. OdopmiieHue peKBU3UTOB MIPH OTIPABICHUN KOH(PUICHIIUAIBHBIX JOKYMEHTOB

Tema 2.4. Yuem koHghuoenyuanvrvix 00KyMeHmos 6b10e1eHHO20 XPAHEH s
1. Buzsl JOKYMEHTOB BBIJICIICHHOTO XPaHCHHUSI
2. OdopmiieHue y4eTHOTO HOMepa Ha JOKYMEHTAaX BBIJCIIEHHOTO XPaHEHUS
3. CHATHE TOKYMEHTOB C y4eTa BBIICJICHHOTO XpaHEHUS
4. Kaprouka y4eTa BpeMEHHOM BbIIa4d JOKYMEHTA

Tema 2.5. Yuem xonuposanus KOHGUOEHYUATbHBIX OOKYMEHMO8
1. OcobenHocT  ydyeta M U3TOTOBJCHMS  JIOTIOJIHUTENBHBIX  JK3EMIUISIPOB
(THpaXkupoBaHUs) KOH(PUICHIUATIBHBIX JOKYMEHTOB
2. OcoOeHHOCTH ydeTa U CHATHS KOMUM ¢ KOH(HIEHIIUATbHbBIX JOKYMEHTOB
3. OcobeHHOoCTH ydeTa U MPOU3BOCTBA BBITUCOK U3 KOH(PHICHIIMAIBHBIX JOKYMEHTOB

Tema 2.6. Homenknamypa konguoenyuanvhvix oen. Popmuposanue u ogpopmienue
KOHQUOeHYUATbHBIX Oell

1. OcoOeHHOCTH COCTaBICHHUS U BEJICHHs] HOMEHKIIATyphl KOH(UACHIINATBHBIX JETT

2. IlpuHiunsl 1 0co0eHHOCTH (GOpMUPOBaHMS KOH(PHUICHIIMATLHBIX JOKYMEHTOB B JI€/ia



3. Ocobennoctu oopmieHus: 00JI0)KKH KOHPUICHIUATBHOTO JIeNa
4. Ocobennoctr opopMIICHUSI BHYTPEHHEH oNMcH KOH(DUICHIIUAIBHOTO Jeia
5. Ocobennoctu oopMieHHUs THUCTa-3aBEPUTENS KOHPHUICHIIMATBHOTO Aea

Tema 2.7. Iloocomoska konghuoenyuanohvix 0ei u 00OKYMeHmMOo8 0l APXUBHO20 XPAHEHUs
1. DkcnepTy3a EHHOCTH KOH(DUIEHIIUAIBHBIX JI€]1 U IOKYMEHTOB
DKcrnepTr3a HEHHOCTH JOKYMEHTOB BBIJICIICHHOTO XPaHEHUS
Kpurepnn neHHOCTH JOKYMEHTOB
PaboTa sKcrepTHOM KOMHCCHH, TPOTOKOJ 3aCeAaHuUs SKCIIEPTHON KOMUCCHH
CocraBnenne onucei KoHQUACHITNATBHBIX JeT TSl Iepejadun Ha apXUBHOE XpaHEHHE

o gk wnN

YHUUTOKEHHE TOKYMEHTOB, /1€ U HocuTesel nadopmanmu

Tema 2.8. Haznauenue, 6uovl u npuHyunsl npo8eoeHUst NPOBePOK HAIUYUSL KOHPUOSHYUATbHBIX
O0OKYMEHMO8
1. TlpoBepkr MPaBUIBHOCTH MPOCTABICHHUSI PETUCTPAIMOHHBIX JTAHHBIX HOCHUTEIICH,
JOKYMEHTOB, JIeJI M YYETHBIX JKYPHAJIOB
2. IIpoBepkr TPAaBWILHOCTH TIPOCTABJICHUS OTMETOK O JIBIDKCHHH HOCHUTEIICH,
JOKYMEHTOB | JIeJI, HE3aBHCHMO OT BPEMECHH WX PETHCTPAIIUN
3. IIpoBepku (hakTHUECKOTO HAIWYHS BCEX HOCUTEIICH M BCEX HE TMOIIUTHIX B JIea U HE
MEPEeBEICHHBIX HA YyYeT BBIICICHHOTO XPAaHCHHWS W3JAAHHBIX M IMOCTYMHUBIINX
JOKYMEHTOB, HE3aBUCUMO OT BPEMEHH UX PETUCTpaIy (KBapTAIbHbBIC TPOBEPKH)
4. TlpoBepka (hakTUUECKOTO HAJIMYUS BCEX JIEIN, JOKYMEHTOB BBIJICJICHHOTO XPAHEHUS W
YYETHBIX JKYpPHAJIOB (T0/I0Bast MPOBEPKa)

Memoouueckue pekomernoayuu 0isi NOO2OMOBKU K CEMUHADY
J1J1s1 IOArOTOBKM K CEMHHAPY HEOOXOAMMBI 3HAHUS JICKIIMOHHOTO MaTepuaiia 1
CaMOCTOSTENIbHAS TPOPA0OTKA JOMOJHUTEIBHOM JIMTEPaTyphl U HOPMATUBHBIX HCTOYHUKOB.

Ilpumepnutii nepeuens mem pegpepamos:
1. Kommepueckas matina
Cnyocebnas matina
T'ocyoapcmeennasn maiina
Taiina menegonnvlx u menecpaghuvix coooueHull
Tatina cnedcmeus
Taiina cosewanus cyoeti

S A

Tatina cosewjanusi nNPUCSHCHBIX 3acedameneil

7. Tauna ceedeHuii 0 nomepnesuiux, ceuoemenell U UHLIX VUACMHUKOE Y2O0I08HO20
Cy0onpou3800cmea

8. Aosoxamckas maiina

9. Homapuanvhas maiina

10. BPawnxoeckas maiina

11. Hanoeosas maiina

12. Bpauebnas maiina

13. Tatina nepenucku

14. IlepconanvHule dannvie

15. Boennas maiina

16. Tatina xpeoummoti ucmopuu



17. Cemeiinas u nuunas mavinsl

18. Tatina ucnoseou

19. Tatina ycvinosnenus pebenka

20. JKypuanucmckas matina

21. Cseodenus o cywHocmu u300pemenuss, NOAE3HOU MOOeIU UIU NPOMBIULTIEHHO2O
0bpazya 00 opuyuarbHOU NYOIUKAYUU UHDOPMAYUU O HUX

Memoouueckue pekomenoayuu no HanuUCanuo U 3awume peghepamos

B pedepare 10mKHO OBITH MPEACTABICHO MOIPOOHOE ONIMCAHUE BEIOPAHHOTO BHJIA TAWHBI
(kaTeropuu; 3aKOHOIATEIFHBIC aKThI, PETYIUPYIOIINE OTHOIICHHUS, CBSI3aHHBIC C BUIOM TaiHBI
OTpaHUYEHUS Ha PACIpOCTpaHEHHE, Ha TIepeiavy; IPUMEPHI U Jp.).

Tekct momKeH conxepKaTh MOJICTPOYHBIE CCHUIKM Ha WCIOJNB30BAHHBIE HMCTOYHUKH
nHpopmanmu, odopmienHasie B coorBerctBuu ¢ ['OCT P 7.0.5-2008 «bubmmorpadudeckas
ceblka. OOmme TpeboBaHus U PaBUIIa COCTABICHUSY.

Crpanuubsl pedepara HymepyroTcs apaOckumu Ludpamu ¢ coONIOJEHHEM CKBO3HOM
HyMEpaluu 10 BceMy TeKcTy. Homep cTpaHUIBI MPOCTAaBISETCS MO HEHTPY BEPXHErO IOJIS
CTpaHHMIIBI.

3ammra pedepara OCYMIECTBISETCS HAa MPAKTHYECKOM 3aHSITHH, BO3MOXHO C
WCTIOJIb30BAHUEM TIPE3CHTAIUH.

Tecmut 0na camonpogepku:
Pazoen 1. Cyugnocme u ocodennocmu KOHQUOEHUUATLHO20 0eIONPOU3B00CMEA

1. Kakoit mOKyMEeHT OmpeeseT nmepeyeHb CBEACHUM, COCTABIISIONINX TOCYAAPCTBEHHYIO
Taitny?

a) Ilocranosnenue IlpaButensctBa PO ot 11.02.2008 Ne 138 «O mepeduHe cBeneHHIA,
OTHECEHHBIX K FOCYJapCTBEHHOM TalHE»;

0) Yka3 Ilpesunenta PO ot 30.11.1995 Ne 1203 «OO6 yTBepkIeHUH TIEPEYHS CBEICHUIM,
OTHECEHHBIX K TOCYJapCTBEHHOM TailHE;

B) Ilocranosnenue IlpaButenpctBa PO ot 23.11.1996 Ne 18 «O06 yTBepKIeHUH TIepEUHS
CBEJICHUH, COCTABJISAIOIIUX F'OCYJaPCTBEHHYIO TallHY»;

r) Vka3 IIpesugenta PO ot 11.02.2006 Ne 90 «O mepeuHe cBeneHHI, OTHECEHHBIX K
rOCyIapCTBEHHOW TAHEY.

2. Kakue cBeieHus COCTABIISIOT rOCYIaPCTBEHHYIO TaiHy?

a) CBEJICHUS B 00JIACTH SKOHOMHKH, HAYKU ¥ TEXHUKH;

0) cBe/IcHHs B BOCHHOM 001acTH;

B) CBEJICHHS B 00JIACTH BHYTPUIKOHOMHUYECKOU AEITETLHOCTH TOCYIapCTBa;

T') CBeleHHUs B O0JIaCTH pa3BeAbIBATEIBHOMN, KOHTPPA3BEABIBATEIBHON H ONEpaTUBHO-
PO3BICKHOM JESITeTbHOCTH;

1) CBeJIeHUs B 00JIaCTH HAYKU, N300pETEHUH 1 MOJIE3HBIX 00pa3lloB TEXHHUKHU;

€) CBEJICHUS B 00JIACTH BHEIIIHEH IMOJTUTHKH U SKOHOMHUKH;

3. Kak ®epepanbubiit 3akoH oT 27.07.2006 Ne 149-®3 «O6 wuHbopmarmu,
MHOOPMALIMOHHBIX TEXHOJOTHSX UM O 3amure HWHPOPMAIMK» OMNpeaeiseT MOHSITHE
«KOH(UIEHITHATBHOCTH UHGOPMAITII»?



a) o0s13aTeNnbHOE I COOIOICHUS OTIEPATOPOM WM WHBIM JIMIIOM, TTOJYYUBIINM JIO CTYI
K MHpopManuu, TpeOOBaHUE HE JIOMYCKATh €€ PacHpocTpaHeHHs 0e3 coriacusi cyObeKTa WIn
HAJIMYHS HHOTO 3aKOHHOTO OCHOBAHUS;

0) O3HAKOMJIGHHE OMNpPEICNCHHBIX JIUL C KOH(HUACHIMATbHOW HHpOpMAanuen, TOJIbKO ¢
coriacusi ee oOnamaTenss WIM HAa MHOM 3aKOHHOM OCHOBAaHUM TPH YCIOBHUH COXPAaHEHUS
KOH(UICHIIMATFHOCTH 3TOW HHPOPMALINH;

B) IMPaBOBBIC, OPraHHU3AlIMOHHBLIC, TCXHHUYCCKHUC W HHBIC IMPUHHUMACMBIC O6HaIIaTCJIeM
nH(OpMAIIUY MEPHI TI0 €€ 0XPaHe;

F) 00s13aTeNBHOE IJId  BBIIIOJIHCHUA JIMOOM, IIOJNYYUMBIIUM JOCTYII K OHPCHCHCHHOﬁ
nHpopmanuy, TpeboBaHNE HE NIepeIaBaTh TaKyl0 HH(QOpPMAIIMIO TPEThUM JIMlaM 0€e3 coracus ee
oOmnagarens.

4. Kakoil TOKyMeHT omnpezaenseT BuAbl KoHPUACHInaIbHOU nHopManun?

a) Ilocranosnenue IIpaBurensctBa P® ot 11.02.1997 Ne 118 «O06 yTBep>KIeHUH BUJIOB
KOHPUACHITUATHHON HHPOPMAITUNY;

6) Yka3 Ilpesugenta P® ot 06.03.1997 Ne 188 «O6 yrBepxaenuun [lepeuns: cBeneHuit
KOH(PHUACHITHATHHOTO XapaKTepay;

B) Ilocranosnenue IlpaButensctBa P® ot 11.02.2006 «OO6 yrBepxkaenuun Ilepeuns
CBEICHUI KOH(UICHIINATLHOTO XapaKTepay;

r) Yka3 [Ipesunenta P® ot 23.11.2006 «O Bumax mHpopManmu KOH(PUIESHIIUATEHOTO
Xapakrepay.

5. Kakas cocraBusromass oTIHYaeT KOHQPHICHIMAIbHOE AEJIOMPOU3BOJICTBO OT
OTKPBITOTO JIEJIOTIPOU3BOICTBA?

a) 3aluTa CoJIepKaleicst B KOH(UISHIINATBHBIX JTOKYMEHTaX HHPOPMAITUH;

0) IOKyMEHTUPOBaHHE KOH(DUICHIIMATILHON WH(OPMAIIIH;

B) opranusaius padoTsl ¢ KOHOUACHIUAILHBIMUA JOKYMEHTAMU;
I') peructpanusi KOHQUICHIIMATBHBIX JOKYMEHTOB.

6. Kakme HOpMaTHBHBIE MOKYMEHTHl YCTaHABIMBAIOT €IMHBIA MOPSJIOK CO3JIaHuS,
00pabOTKH, XpaHEHHUS U UCTIOJIL30BAHUS KOH(PUICHIIMATIBHBIX TOKYMEHTOB B O praHU3alum?

a) CIHCOK pabOTHUKOB OpPraHU3alliH, UMEIOUIMX MPAaBO JOCTYNA K KOH(HUICHINAIbHBIM
JTOKYMEHTaM,

0) mepeYeHb HEPETHCTPUPYEMBIX JOKYMEHTOB;

B) HHCTPYKIHS O MOPsAKE paObOThI ¢ KOH(PHUICHINAIEHBIMHA JJOKYMEHTaMU;

T') IepeYeHb JJOKYMEHTOB, COAEpKaIUX HHYOPMAIIIO KOHPHICHIINATBHOTO XapaKTepa;

1) MHCTPYKLUS 10 JeJIONPOU3BOJICTBY;

€) nepevyeHb BUA0B MHPOPMALMU KOH(UAESHIIMAIBHOTO XapaKTepa;

) nepevyeHb YHU(PHUIUPOBAHHBIX (POPM KOHPHICHIIMATIBHBIX JOKYMEHTOB.

7. B COOTBETCTBHM € KakUMH CHELUAIbHBIMU JIOKyMEHTaMHU JIeHCTByeT ciyxo0a
KOH(HUIECHIIMATBHOTO AEJIONPOU3BOICTBA?

a) MOJIO’KEHHE O CITy)K0e KOH(UASHINAIBHOTO JIeIONPOU3BOICTBA;

0) MHCTPYKIUS O NopsiAKe paboThl ¢ KOH(PUIEHIINATBHBIMU JOKYMEHTAMU;

B) JI0JDKHOCTHBIE HHCTPYKLIUU PaOOTHHUKOB;

I') IpaBUJIa BHYTPEHHETO TPYLOBOTO PACIOPSIKA.
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8. I'me 1OJDKHBI XpaHUTHCS 3alacHble HSK3EMIUIAPHl  KIOYEH OT IMOMEUIeHUN
KOH(DUICHITMAILHOTO JIEIOTIPOU3BOICTBA, PACHAIIHBIX METAJUIMYeCKUX PEIIETOK Ha OKHAaX,
ceiipoB u mkagpos?

a) B KaOWHETEe y PYKOBOJUTEISI OpraHU3allHH;

0) B omneyaTaHHBIX HOMEPHOM TIeYaThIO TMEHalaX WIM KOHBEpPTax IMOApa3ieieHus
KOH(HICHITMAIEHOTO JISTIONPOU3BOJICTBA WIIH B CITy’k0e 0€301MacHOCTH.

B) B OIl€YaTaHHBIX NIEHATIaX UM KOHBEPTaX HA BaXTeE,

T) B ceiide B OyXranTepum.

9. Kak odopmisercs paspelieHHe Ha JOCTYl K TOCTYNHBIIAM WM HW3JaHHBIM
KOH(UIEHIINAIbHBIM TOKyMEHTaM ?

a) Ha 000POTHON CTOPOHE JOKYMEHTA B BUJIE LITAMIIA;

0) B BUJIE «OTMETKH O JOCTYIE K JOKYMEHTY»;

B) B BUJIE «TpHu(a COrIacoBaHUsm»;

) B popmMe pe30JIolUU Ha JOKYMEHTE.

Pa3zoen 2. Opzanuzayusa KoHQUOEeHYUANbHO20 OOKYMEHM0000poma

1. KakoBa ocHOBHas 11€7Tb yueTa KOH(PHICHIIMATBHBIX TOKYMEHTOB?

a) perucrparus KoH(OUISHIIUATBEHBIX JOKYMEHTOB;

0) oOecneyeHne (UBMYECKON COXPAHHOCTH, KOMIUIGKTHOCTH W  IIEJIOCTHOCTH
KOH(UIEHITNATBHBIX JOKYMEHTOB;

B) 0OeCTICUeHHE MO UTMHHOCTH KOH(PUACHITHAIBHBIX IOKYMEHTOB;

r) dopMupoBaHUEe KOH(PHUICHIIMATBHBIX JIOKYMEHTOB B JIeJa.

2. I'me mpocraBnsercs mWTaMI C YKa3aHHEM Y4YETHOTO HOMeEpa M KOJIMYECTBA JIUCTOB
KOH(UIECHITNATBHBIX TOKYMEHTOB?

a) B BEpXHEM MPABOM YTJTy KaXKJOT0 JIUCTA TOKYMEHTa;

0) B BEpXHEM JICBOM Iy KaXJI0T0 JUCTA JOKYMEHTA;

B) B BEpXHEM IIPABOM YTy TOJIBKO MEPBOTO JIUCTA IOKYMEHTA;

T') B BEpXHEM JIEBOM YTy TOJIBKO MEPBOIO JUCTA JOKYMEHTA.

3. Kakas unbopmarusi ykaspiBaeTCsi Ha OOJ0XKKaX pabouux M CTeHOTrpaduyecKux
TeTpaaei?

a) rpu¢ KOHPHUIAESHIIUATBHOCTH, (DaMUIIUS U MHUIUAIIBI HCTIOJTHUTENS, CPOK XpaHEHUS;

0) rpud KOHPUIACHIIUATBLHOCTH, KOJUYECTBO JIUCTOB, (aMWIMI W HHUIHAAIBI
WCIIOJIHUTEIS,

B) BUJ HOCUTEINS, TpU( KOHPUACHIINATLHOCTH, KOTUYECTBO JIUCTOB;

T') BUJI HOCUTENs, Tpu KOHPUIESHITNATBHOCTH, (PaMUITHS U WHUIIUAIBI HCTIOJTHUTEISL.

4. Jlo Hayasia COCTaBJIEHUs TeKCTa KOH(UACHIMAILHOTO JOKYMEHTA MPOBOUTCS
onepanus:

a) perucTpalyy KOHQHUICHIIMAIBHOTO TOKYMEHTA;

0) perucrpanuu HOCUTENS KOH(UACHIIUAIEHOW HHPOpMALINY;

B) PETUCTPALMU NTaKeTa MOCTYIUBILIEr0 JOKYMEHTA,

I') COIJIACOBAHUE TEKCTa KOH(PUICHIMAIBHOTO JOKYMEHTA.



5. Ecnu koHUAESHIINATBHBIN TOKYMEHT MI€4aTaeTcs ¢ YepHOBUKA, Kakas HHPpOpMaIus
YKa3bIBa€TCs HAa IIEPBOM JIUCTE YEPHOBUKA?

a) KOJIMYECTBO HEOOXOAMMBIX SK3EMILISIPOB MPOEKTA JOKYMEHTA, KOJMYECTBO JINCTOB
YEPHOBHUKA;

0) KOJIMYECTBO JIMCTOB YEPHOBUKA, (haMUIINS UCIIOJTHUTEIS;

B) KOJIMYECTBO HEOOXOIUMBIX IK3EMIUISIPOB MTPOEKTA TIOKYMEHTA, (haMHITHs
VCIIOJTHUTEIS;

I') KOJIMYECTBO HEOOXOAUMBIX SK3EMILUISIPOB MPOEKTA JOKYMEHTA, (haMUIIns UCTIOTHHUTEII,
KOJIMYECTBO JINCTOB YEPHOBUKA.

6. ['ne mpocTaBisieTcst yueTHbIH HOMEp U rpu( KOHPHUIEHIMAIBHOCTH Ha IPOEKTE
KOH(PHUACHIIMAIBHOTO TIOKyMEeHTa?

a) Ha KaKJIOM JIMCTE Ka)KJ0T0 SK3EMILIApa MPOEeKTa TOKYMEHTA;

0) TOJILKO Ha MEPBOM JIUCTE MPOEKTa TOKYyMEHTA B ONPEEIEHHOM JUIsl 3TOTO0 PEKBU3UTA
MECTE;

B) Ha BCEX JIMCTAX MPOEKTa IOKYMEHTA B JIEBOM HM)KHEM Y1y JIMIIEBOW CTOPOHBI;

I') Ha BCEX JIUCTaX MpPOeKTa JOKYMEHTa B IPAaBOM BEPXHEM YTy JIMLIEBOW CTOPOHBI.

7. C xakoii onepanuy HaunHaeTcsl paboTa ¢ MOCTYNUBIIMMHU B OPTaHU3AIIHIO
KOH(QUICHITUATEHBIMU TOKyMEHTaMU ?

a) yueT NaKkeTOB MOCTYMUBIIUX TOKYMEHTOB;

0) ydet HocuTenel nHpopMaIuy;

B) BBOJ] PErHCTPAIIIOHHBIX JJaHHBIX B @aBTOMAaTU3UPOBAHHYIO WU TPAJUIIMOHHYIO
CUCTEMY y4eTa;

T') MPOCTaBJIeHUE HA JOKYMEHTe rprda KOHOUISHIIUATEHOCTH.

8. I'te mpocCTaBIISIIOTCS yUeTHBIE HOMEPA Ha TEKCTOBBIX JOKYMEHTAX BBIJICJICHHOTO
XpaHeHus ?

a) B BEPXHEM MPABOM YTy OOJIOKKH;

0) B BEpXHEM JICBOM YITy OOJIOKKH;

B) B BEPXHEM JIEBOM YTy Ka)/I0TO JHCTA JOKYMEHTA;

') B HI)KHEM TPABOM YTy OOJIOKKH.

9. I'ne nmpocTaiisieTcst y4eTHbII HOMEp, IPUCBOEHHBIN KOIMKM KOH(UAESHIIMATBEHOTO
JNOKymMeHTa?

a) Ha MepBOM JIUCTE KOIUH MOCEPEIMHE HUKHET0 MOJIs ¢ J00aBiIeHreM ab0peBUaTyphl
rpuda KoH(UAECHINAIBHOCTH;

0) Ha MepBOM JIUCTE KOIMH B IIPAaBOM HM)KHEM YTy ¢ 100aBiIeHneM ab0peBuaTypbl
rpu¢a KoH(UAESHIUAIBHOCTH;

B) Ha BCeX JIMCTaX KOMHMM B IIPaBOM HIDKHEM YTy ¢ 100aBieHneM ab0peBuarypsl rpuda
KOH(UIEHIINATIBHOCTH;

I') Ha BCEX JIUCTaX KOMUU MOCEepeIMHEe HUKHETO NOJIs ¢ JoOaBiieHrneM ab0peBUaTyphl
rpuda KoHQUACHINATBHOCTH.

10. YkaxxuTe MecTopacnosokeHue rpuda orpaHi4eHus 0CTyNa K JOKYMEHTY.
a) B HIDKHEM JIEBOM YIJIy [IEPBOTO JINCTA IOKYMEHTA;
0) B BEpXHEM JIEBOM YTy IIEPBOTO JIMCTA TIOKyMEHTA;



B) B HIDKHEM IIPaBOM YIJIy IIEPBOTO JIMCTA JOKYMEHTA;
I') B BEpXHEM IIPaBOM YTy IIEPBOIO JUCTA JOKYMEHTA.

11. K xakoM JOKyMEHTE COJEpXKHUTCA MHPOpPMALUs O MOPSAAOK INPUCBOCHUS U CHATHUS
rpuda orpaHUYEHHsI JOCTyNa K KOH(DUICHIIMAIBHBIM JJOKYMEHTaM ?

a) MOJIOKEHHE O CIykOe KOHPUIEHIIMAIBHOTO AEIONPOU3BOICTBA;

0) MHCTPYKIUS O MOPSIIKE pabOThI ¢ KOHPHUICHIINATHHBIMU JOKYMCHTAMU;

B) JOJDKHOCTHBIE MHCTPYKIIMH paOOTHUKOB;

I') IepeveHb (CIUCOK) BUAOB HHPOPMAITUHN KOH(UIESHIINATIFHOTO XapaKTepa.

12. Kakue pomnonHuTenbHbIE Tpadbl COAEPKUT TaOMUYHAS YacTb HOMEHKJIATYphI
KOH(UIEHIIMAIBHBIX Aem?

a) HOMep 10 MOPSIIKY;

0) rpud KOH(PUIASHIIMATEHOCTH JeTa;

B) BUJ MH(POPMAIMKM OTPAaHUYEHHOTO J0CTYIa, COJepKallencs B Jele;

I') HAMMEHOBAHKE MOAPA3ICIICHUs, KOTOPOMY MPEAOCTABISAETCS JIEN0;

J1) OTMETKHU O ABM)KEHUU Jeia (apXuBHBIN mKdp, HOMEp U Jara aKkTa 00 YHHUYTOXKEHUH,
OTMETKH 00 OTHPAaBICHUH);

€) KOJIMYECTBO JINCTOB B JIEIE;

) CPOK XpaHEHHs U HOMepa CTaTel o NMepeyHIo;

3) mepuo KOHGUACHITMATHHOCTH JIeNa.

13. Cnemuduueckoit cocTapstoneld KOH(QpUICHIINATLHOTO JeNa SIBISETCS:
a) BHYTPEHHSSI ONHUCh IOKYMEHTOB;

0) CIMCOK COTPYTHUKOB, TOMYIIEHHBIX K JIETY;

B) 3aBEpUTEIIbHAS HA/IMKUCH JICTIa;

T') CIIMCOK OTBETCTBEHHBIX UCITOTHUTEIICH.

14. I1pu BBIAaYe KOHPUACHITMATBHOTO Jiejia COTPYAHUKY OpraHU3aIMH JICTIAaeTCsl OTMETKA

a) KapTOYKE y4eTa BbIIavyH JIeNia;

0) KapTOUKe yyeTa pa3pelieHu;

B) KapTOUKE y4eTa BbIJIaud JOKYMEHTOB;
') BHyTPEHHEH ONMUCH JIeria.

15. Kakum moxymMeHTOM OQOpMIISIETCS Mpolenypa YHUYTOXXKEHHS KOH(HICHIIMATBHBIX
JTOKYMEHTOB, JIeNl © HOCUTeNel nHpopmarn?

a) CBUJICTEIBCTBOM 00 YHUUTOXCHUH;

0) cripaBKOif 00 YHUUTOXKEHUH;

B) MIPOTOKOJIOM O XOJI€ YHUUTOXKCHUS;

') aKTOM 00 YHUUYTOKEHUH.

16. KakoBa nepuoIM4HOCTb IPOBEICHUS MPOBEPOK HATNYHS KOH(PHUICHIIMATBHBIX
JIOKYMEHTOB?

a) HE peXe OJTHOTO pasa B MOJT0/1a;

0) He pexe 0JJHOTO pa3a B TOf;

B) HE PEIKE OJJHOTO pasa B TPH roja,



T') HE peXe OJTHOTO pa3a B IISITh JIET.

17. B kakoM JOKYMEHTE OTPa)KaroTCs Pe3yIbTaThl IPOU3BEIEHHBIX IIPOBEPOK
MPABUILHOCTH MTPOCTABICHUS OTMETOK O PETHCTPALUH U ABIKECHUH KOH(PHICHIIMATHHBIX
JOKYMEHTOB, J1€]1, HOCUTENEH U uX (PaKTUUeCKOTro HaJIn4us?

a) B aKTe;

0) B MPOTOKOJIE;

B) B pPELLECHUH;

I') B IPHKAa3e.
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Kon
HHOUKATOpa

Nuaukatop 10CTUXEHUS
KOMIIETEHIINU

OneHouHbIE CpeICTBA

YK-11 Cnoco6en popMupoBaTh HETEPIUMOE OTHOIICHNE K KOPPYINIIUOHHOMY ITOBEJCHUIO

YK-11.1

Omnpenensietr Kpyr
KOPPYNIIMOHHBIX PUCKOB
B paMKax IIOCTaBJICHHOMN
LeNTU U TIpeiiaraer
CHOCOOBI UX YCTpaHEHMUS,
OIICHUBAET C TTO3UIHH
AHTUKOPPYIITHOHHOTO
3aKOHO/IATEIbCTBA

Tecmuil Ona camonposepxu:

1. Kako#t MOKyMEHT oOIpesenseT MepeueHb
CBEJICHWN,  COCTABJISIONIMX  TOCYJapCTBEHHYIO
TalHy?

a) Ilocranosnenue IlpaButensctBa P® ot
11.02.2008 Ne 138 «O mepeuHe CBEACHUH,
OTHECEHHBIX K TOCYJJapCTBEHHOM TailHe,;

0) Yka3 IIpesunenta PO ot 30.11.1995 Ne
1203 «OO6 yTBepKIEHUM TIEPEUHsS] CBEICHUM,
OTHECEHHBIX K TOCYJJapCTBEHHOM TailtHE,;

B) IlocranoBnenue IlpaButensctBa P® ot
23.11.1996 Ne 18 «OO0 yTBepXICHUH IEpeyHs
CBEJICHWN,  COCTABJISIONIMX  TOCYJapCTBEHHYIO
TalHY»;

r) Yka3 IIpesuaenta P ot 11.02.2006 Neo
90 «O nmepeyHe CBeACHUN, OTHECEHHBIX K
rOCy/IapCTBEHHOW TailHE.

2. Kakue CBEIICHUS COCTAaBJISIIOT
roCyIapCTBEHHYIO TalHy?

a) CBeICHUA B 00J1aCTH SKOHOMUKH, HAYKU U
TEXHUKY;

0) cBeIcHHS B BOGHHOM 001acTH;

B) CBEIECHUS B oOnactu
BHYTPUIKOHOMHYECKOM JEATETBHOCTH
roCy/IapcTBa;

I') CBEJCHHS B 00JacTH pa3Be/IbIBATCIIBHOM,
KOHTpPpa3BeIbIBaTCIbHOM u OTICPATUBHO-

PO3BICKHOH JCSATEIBHOCTH;

Il) CBE/ICHUA B 00JIaCTU HAayKH, N300pETeHHI
Y TI0JIE3HBIX 00PA3IOB TEXHUKH;

€) cBelieHUs B 00JaCTH BHEUIHEH IMOJMTHKU
U DKOHOMUKH;

3. Kax ®enepanbhbiil 3akoH ot 27.07.2006
Ne 149-03 «O06 unbpopmaimu, MHPOPMATMOHHBIX
TEXHOJOTUSIX ©U O 3amure  UHOOpMAIU)
ompenenseT  MOHATHE  «KOH(PHUACHIUATHHOCTh
uHpopManun»?

a)  oOs3aTenpbHOE  JUI  COONFOACHMS
OTIEpaTOPOM WIU UWHBIM JIUIOM, TOJYYHUBIIUM
nocTyn K uHpopmanuu, TpeOoBaHUE HE JOMYCKATh
ee pacmpocTpaHeHUs: 0e3 coriacusi cyObeKTa WU
HAJIMYUSI UHOTO 3aKOHHOTO OCHOBAHMS;

0) O3HAKOMJICHHE OIpPEACTCHHBIX JHI[ C




Kon
UHOUKATOpa

Nupukatop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

KOHQHUICHIIMATBHONH WH(POpPMALUMEH, TOJIBKO C
corylacus ee obnajgarens WIM Ha MHOM 3aKOHHOM

OCHOBaHHU npu YCIIOBHH COXpaHEHHUs
KOH(HUISHIINATLHOCTH 3TOH HHPOpPMAINH;
B) IPaBOBBIEC, OpraHu3alMOHHBIE,

TEXHUYECKHUE U WHBIC NMPUHUMAEMbIe 00JagaTesieM
MH(OpPMALIUU MEPHI 110 €€ OXPaHE;

r) 00s13aTesIbHOE ISl BBIIIOJIHEHUS JIULIOM,
MOJY4YMBIIUM JOCTYI K OIIPEIETICHHOMN
uHpopmaluu, TpeOoBaHHE HE MepelaBaTh TaKyHO
uH(popMaIMi0 TPETHhUM JMIlaM O€3 corjacus ee
oOamares.

4. Kakoifi JOKyMEHT OIpeaeNsieT  BHJIbI
KOH(puAeHIManbHOU nHpopmannn?

a) Ilocranosnenue IlpaButensctBa P® ot
11.02.1997 Ne 118 «OO0 yTBepKIEeHUH BHUIOB
KOH(UIeHIIHaTbHOM HHpOpMaLUny;

0) Yka3 IIpesunenta PO ot 06.03.1997 Ne
188 «O6 yrBepxaenuu Ilepeuns cBemeHui
KOH(PHUICHIIMAIBHOTO XapaKTepay;

B) IlocranoBnenue IlpaButennctBa PD ot
11.02.2006 «O6 yrBepxacHuu llepeuns cBeneHMiA
KOH(UIEHIIMAILHOTO XapaKTepay;

r) Yka3 Ilpesuaenra PO ot 23.11.2006 «O
BHIAX nHpOpMaITIH KOH(pHICHIIMATEHOTO
XapakTepay.

5. Kakag  cocraBusomas — OTJIAYAET
KOH(UICHIIMATEHOE JeNIOTPOU3BOACTBO oT
OTKPBITOTO JIETIOMPOU3BOICTBA?

a) 3anuTa coJieprkanieucs B
KOH(MUIEHIINATBHBIX JOKYMEHTaX HH(POPMAIINH;

0) JOKYMEHTHpPOBAaHHWE KOH(PHIACHIIMAIbHOU
nHpopMmanuu;

B) OopraHu3arys paboThI c
KOH(UICHIINATBHBIMH JOKYMEHTAMU;

r) perucTpanus KOH(UICHIINATBHBIX
JIOKYMEHTOB.

6. Kakue HOpMaTuBHBIE  JIOKYMEHTBI
YCTaHABIMBAIOT  €IUHBIM  MOPSAOK  CO3JaHus,
00paboTkHy, XpaHEHHS u UCIOJIb30BaHUS
KOH(UICHIINATBHBIX TOKYMEHTOB B OpraHu3anun?

a) CMUCOK  PAaOOTHUKOB  OpraHM3allHH,
UMEIOIIUX TPaBO JOCTyNa K KOH(HUACHIHUATHLHBIM
JOKYMEHTaM;

0) nepeveHb HEPETUCTPUPYEMBIX
JIOKYMEHTOB;

B) UHCTPYKIMSI O TIOpsAAKE paboThl ¢
KOH(UICHIINATLHBIMH JOKYMEHTAMU;

I) TMepeyeHb JOKYMEHTOB, COJAEpMaIINX
nHGOPMAIIHIO0 KOH(DUICHITMAILHOTO XapaKTepa;
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UHOUKATOpa

Nupukatop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

1) MHCTPYKLUS IO JIETIONIPOU3BOICTBY;

e) nepeyeHb BUJIOB uHpOpMAaUn
KOH(UICHITMAILHOTO XapaKTepa;

XK) TepedyeHb YHH(PUUIUPOBAHHBIX (HopM
KOH(HICHIINATBHBIX JOKYMEHTOB.

7. B COOTBETCTBUU c KaKUMH
CHEeUHATbHBIMA JOKyMEHTAMHU JIEHCTBYET CIIy)K0a
KOH(HUISHIINATHLHOTO JICTONPOU3BOJICTBA?

a) MOJIO’KEHUE 0 ciyx0e
KOH(UJIEHIIMAIBHOTO J1€J0IIPOU3BO/ICTBA;

0) UWHCTpyKUMS O TOpsAIKe paboThl ¢
KOH(UICHIINATEHBIMHA JJOKYMEHTAMU;

B) JOJKHOCTHBIE HHCTPYKIIMU PAaOOTHUKOB;

I) T[paBWjia BHYTPEHHETO0  TPYIOBOIO
pacnopsiaka.

8. TI'me JOMKHBI XpaHUTHCS 3aracHbIe
3K3EMILISIPBI KJIFOYen oT MOMEIIEHUI
KOH(HICHIIHATHLHOTO JIeNIOTIPOU3BOICTBA,
pacmanrHpIX METAJUIMYECKHX PEIIeTOK Ha OKHaX,
ceiipoB u mkados?

a) B  KkabuHeTe y  PYKOBOJHUTENS
OpraHu3aluy;

0) B oOIeyaTaHHBIX HOMEPHOW TIEYaThIO
NeHajlax ~ WJIM  KOHBEpTax  Mojpa3fesieHus
KOH(UIEHIIMAILHOTO JIeJONPOU3BOJICTBA WM B
cimyx0e 6e30macHOCTH.

B) B ONEYaTaHHbBIX MEHaJaX WJIM KOHBEpTax
Ha BaxTe;

r) B ceiide B Oyxrantepum.

9. Kak odopmusercs paspelieHue Ha
NOCTYyNl K  TMOCTYNUBIIUM  WJIU  W3JaHHBIM
KOH(MUICHIIMATBHBIM JOKyMEHTaM ?

a) Ha OOOpOTHOM CTOpPOHE JOKYMEHTa B
BU/JIC ILITAMIIA;

0) B BHJE «OTMETKH O JOCTylme K
JOKYMEHTY»;

B) B BUJIe «TpHuda COrIacoBaHUNY;

) B popMe pe30IIOHH Ha JOKYMEHTE.
3aoanue
[TucbMEHHO OTBETUTH Ha CIIEAYIOIINE BOTIPOCHI,
yKa3aB HaMMEHOBaHUE HOPMATUBHOTO JOKYMEHTA,
TOUYHYIO (POPMYIUPOBKY, OATBEPKAAIOIIYIO
BBICKa3bIBaHUE, HOMEP IMyHKTa U HOMEP CTaThH:

. PaccmarpuBaeTcs 1M 4ellOBEK B KadyeCTBE
HOCHTEIIS CBEJICHUM, COCTaBJIAFOLIUX
roCyJapCTBEHHYIO TaliHy?

. Kakoit MAaKCHUMAaJIbHBII CpPOK
pacCeKpEeurBaHUsl  CBEICHHUM,  COCTABJISIOLINX
roCyJapCTBEHHYIO TaliHy?

. Kak dacto HeoOXoaMMO MepecMaTpuBaTh
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TIEpEYHU CBEICHUM,
3aCeKpPEUMBAHUIO?

. Ko HAJICJIEH MPaBoOM
NepBOHAYAIILHO YCTaHOBJICHHBIX CPOKOB
3aCEKpECUYNBAHUSA HOCHUTEJIEH CBEJICHHIA,
COCTAaBJISIIOIIUX TOCYIaPCTBEHHYIO TaliHYy?

. B kakux ciaydasx HOCHUTENM CBEIICHHIA,
COCTaBJISIIOIIUX TOCYIAPCTBEHHYIO TalHYy, MOTYT
OBITh PACCEKPEUYEHBl JO0 HCTEYCHHUS CPOKOB WX
3aCeKpeUrBaAHUS?

. Ha xakue oTHOIIEHHS HE pacTpOCTPAHSIETCS
neiicreue denepanbHoro 3akoHa «O mepcoHaIbHbBIX
TAHHBIX»?
. Ha
OCYIIECTBIISIETCS
JTAQHHBIX ?

. B kakux cnyuyasx cBeleHUS O CYObEKTe
MEePCOHAIBHBIX JIAHHBIX MOTYT OBITH B JIHOOOE
BpeMs HCKITFOYCHBI u3 001IeTOCTYITHBIX
HMCTOYHHUKOB TTEPCOHAIBHBIX TAHHBIX?

. Yro MpeanoaaratoT NEUCTBUS
00€3IMYMBaHUIO IEPCOHANIBHBIX JAHHBIX?

. Kto sBnsercs oGmamarenem wuHGOpMAIINH,
COCTaBJISIIOIIECH KOMMEPUYECKYIO TaliHy?

. B kakux cnydagx u KoMy, oOjazarenb
uH(GOpMAIlMK,  COCTABIISIIOIIEH  KOMMEpPUYECKYIO
TaliHy, 00fi3aH NPEeAOCTaBUTh 3Ty HHPOpMaLUIO?
Kak 310 10J5KHO OBITH OOopMIIEHO?

B kakux caywasx wuHoOpmamus, COCTaBIISAIOMIAS
KOMMEpUYECKYI0 TaiHy, oOnagaTeneM KOTOPOMH
ABJISIETCSL PYrO€ JIMLO, CYUTAETCS IOJIYyYEHHOU
HE3aKOHHO?

IO AJIC)KAIINX

MPOUICHUS

OCHOBE KaKHMX
00paboTka

IIPHUHIMAIIOB
IEPCOHAIBHBIX

110

YK-11.2

[Mnanupyer peanuszanuio

3aJa4 B 30HC cBoci
OTBCTCTBCHHOCTH C
y4aeToOM HMCIOIIMXCA

PECYPCOB U OTpaHUYCHUN,
JNEUCTBYIOUIUX TPABOBBIX
HOPM
AHTUKOPPYILUOHHOTO
3aKOHO/IATENbCTBA

I/I3y‘lI/ITL CJICAYIOIUMC HOPMATHUBHBIC JOKYMCHTHI:

. 3akoH oT 21 mrona 1993 r. Ne 5485-1 «O
roCyJapCTBEHHOU TaliHey;

. VYka3 Ilpesugentra Poccuiickonn denepanmu
ot 11 depana 2006r. Ne 90 «O mepeune

CBEJICHUN, OTHECEHHBIX K TOCYIapCTBEHHOM
TaliHEe»;

. ®enepanbHblil 3akoH oT 27 urons 2006 r. Ne
152-®3 «O nepcoHaIbHBIX TaHHBIXY;

. ®enepanbHbli 3ak0H OT 29 utons 2004 r. Ne

98-®3 «O koMMepUecKoi TaifHey.
. OenepanbHblil 3akoH oT 25.12.2008 N 273-

@3 «O npoTUBOIEHCTBUHN KOPPYILIUI
PaccMoTpeTh OCHOBHBIE TOHATHS, UCIIOJIB3YEMBIE B

HOPMATUBHBIX JOKYMCHTAX; IIOJIHOMOYHUA OpPraHOB
FOCYI[apCTBGHHOﬁ BJIAaCTH U JOJDKHOCTHBIX JIUII B
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0011acTH OTHECEHUS CBEJICHU K TOCY/IapCTBEHHOM
TaHE W WX 3allUTHI; IEPEYEHb CBEICHHUI,
COCTaBJISIIOIIUX TOCYIAPCTBEHHYIO TalHY;
PEKBHU3UTBI HOCUTEIIEW CBEJCHUI, COCTABIISIOIINX
rOCyJIapCTBEHHYIO TallHY; MPUHIIUIIBI U YCTIOBUS
00pabOTKM NMEPCOHANIBHBIX JIAHHBIX; PaBa
CcyOBeKTa MepCcoHaIbHBIX JaHHBIX; 00513aHHOCTH
omeparopa npu cOope MepcoHaIbHBIX TaHHBIX;
0COOEHHOCTH MpeAocTaBIeHUs UH(popMaLuH,
COCTAaBJISIIOIIECH KOMMEPUECKYIO TaliHYy.

VYka3aTh MUCbMEHHO Ha3HAYCHHUE KAXKIO0TO U3
YKa3aHHBIX HOPMATHBHBIX TOKYMEHTOB.

[TK-2 CrniocoGeH oCymecTBIsATh JOKYMEHTAIIMOHHOE 00ECTICUCHHE YIIPABJICHHS OpraHU3aIuen

[K-2.1

Opranusyer u
periaMeHTHpyeT
JOKYMECHTHUPOBAHUC
yIpaBJICHYECKON
JeSITEIbHOCTH B
OpraHu3anun

Tecm ona camonposepku

1. KakoBa  ocHoBHasx meap  ydera
KOH(UICHITHATBHBIX JOKYMEHTOB?

a) perucTpanms KOH(HICHIIMATBHBIX
JIOKYMEHTOB;

0) oOecrieueHne (pU3NUECKON COXPAHHOCTH,

KOMILUIEKTHOCTH " LIEJIOCTHOCTH
KOH(UICHITMATBHBIX JOKYMEHTOB;
B) obOecnieueHue IO UTMHHOCTH

KOH(UICHIINAIBHBIX JOKYMEHTOB;

r) ¢dopmupoBaHne  KOH(MUICHIIUATBHBIX
JOKYMEHTOB B Jiefia.

2. I'me mpocTtaBiseTcsl MTaMIl C yKa3aHUEM
YY4ETHOTO  HOMEpa M  KOJMYECTBA  JICTOB
KOH(UICHIINATBHBIX JOKYMEHTOB?

a) B BEPXHEM IIPaBOM YIIIy KaXKIOTO JHCTa
JOKYMEHTA;

0) B BEpXHEM JIEBOM YIIIy KaXKIOTO JIMCTa
JOKYMEHTA;

B) B BEPXHEM MPABOM YTy TOJBKO MEPBOTO
JUCTa IOKyMEHTA;

I') B BEPXHEM JIEBOM YIJIy TOJBKO MEPBOTO
JMCTa TOKyMEHTA.

3. Kakas wuHdpopmanus yka3blBaeTCsl Ha
o0noxkax  paboumx M cTeHOrpadUYEecKUx
Terpaaeit?

a) rpud KOHMUAECHIMAIBHOCTH, haMUIUS U
MHUIIMAJIBI HCTIOJHUTENS, CPOK XPAHEHUS;

0) rpud KOHPUIESHITUATBHOCTH, KOJIUYECTBO
JUCTOB, (paMUIIKS M MHUITUAIIBI UCTIOJTHUTEIIS;

B) BUJ HOCHUTEI, rpud
KOH(HICHIIMATbHOCTH, KOJIMYECTBO JHCTOB;

r) BUJ] HOCHUTEJ, rpud
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KOH(OUICHIMATBHOCTH, (QaMHUIIUS W  HWHHIMAAIBI
HACITOJIHUTEA.
4. Jlo Ha4asia COCTaBJICHUS TEKCTa

KOH(UICHIIMATLHOTO IOKYMEHTA TIPOBOUTCS
onepanus:

a) perucTpaniy KOHPHUICHIHATIHHOTO
JIOKYMEHTA;

0) perucTpaiy HOCUTES
KOH(PHUACHIINATHHON HHPOpPMAITUH;

B) PETUCTPAIIU TTAKETA IMOCTYITUBIIIETO
JTIOKYMEHTA;

') COTJIacOBaHME TEKCTa
KOH(PHUACHIINAITHHOTO TOKYMEHTA.

5. Ecnn xoHbUIEHITHATBHBIN JOKYMEHT
TeYaTaeTcs C YePHOBHKA, Kakasi HHPOPMAITHs
YKa3bIBACTCS HA IIEPBOM JIUCTE YSPHOBUKA?

a) KOJIMYECTBO HEOOXOMMBIX IK3EMILISIPOB
MPOEKTa JOKYMEHTA, KOJUYECTBO JINCTOB
YEpHOBUKA;

0) KOJIMYECTBO JIMCTOB YEPHOBUKA, (DaMuHst
UCIIOJIHUTEIS;

B) KOJIMYECTBO HEOOXOUMBIX IK3EMILIIPOB
MPOEKTa JOKYMEHTa, paMUIIUs UCTIOTHUTEIIS;

') KOJTMYECTBO HEOOXOAUMBIX HK3EMILISPOB
IPOEKTa JOKYMEHTa, (haMUIus UCTIOTHUTES,
KOJIMUYECTBO JIUCTOB YEPHOBUKA.

6. ['ie mpocTaBIIsSIETCsl y4ETHBIN HOMEDP U
rpud KOHOUIESHIIUATLHOCTH Ha MPOEKTE
KOH(UIEHIINATBLHOTO TOKyMeHTa?

a) Ha KaXJOM JIMCTE KaXKJOT0 SK3eMILIApa
MPOEKTa JOKYMEHTA;

0) TOJIKO Ha MEPBOM JIUCTE MPOEKTa
JOKYMEHTA B OMPeAeNIEHHOM JUIS STOTO PEKBU3UTA
MECTe;

B) Ha BCEX JINCTaX MPOEKTa IOKyMEHTa B
JIEBOM HIDKHEM YTITy JIMIIEBOM CTOPOHBIL;

') Ha BCEX JIUCTaX MPOeKTa JOKYMEHTa B
MIPaBOM BEPXHEM YTITY JIMLIEBOH CTOPOHHI.

7. C kaxoii onepaliiu HaunHaeTcst paboTa ¢
MOCTYIHUBIINMH B OPTaHU3AIUIO
KOH(UICHIINATEHBIMHA JOKYMEHTaMU?

a) y4eT MakeTOB MOCTYMUBIINUX
JOKYMEHTOB;

0) ydet HocuTenell HH(popMaIuy;
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B) BBOJ PETUCTPAIIMOHHBIX TAHHBIX B
ABTOMAaTH3UPOBAHHYIO WJIH TPAIUIIHOHHYIO
CHCTEMY y4eTa,

') IpOCTaBJieHNE Ha JOKyMEHTe rpuda
KOH(HICHIINATHHOCTH.

8. I'’1e mpoCTaBIsAIOTCS yUeTHBIE HOMepa Ha
TEKCTOBBIX JOKYMEHTaX BBIJICIICHHOTO XpaHECHUs?

a) B BEpXHEM IIPABOM YTITy OOJIOKKH;

0) B BEpXHEM JIEBOM YTy OOJI0KKH;

B) B BEpXHEM JIEBOM YTIIy KaKIOTO JIHCTA
JOKYMEHTa;

') B HYKHEM MPaBOM YTy O0JIOKKH.

9. I'me npocTaBnsieTcss y4eTHBIN HOMED,
MIPUCBOCHHBIA KOITMU KOH(PHUACHIIHATHEHOTO
JOKymeHTa?

a) Ha TIEPBOM JIMCTE KOITUH ITOCEPEINHE
HIDKHETO T0JIs ¢ T00aBIeHnEM ab0peBrUaTyphl
rpuda KoHOUISHIIUATEHOCTH;

0) Ha MIEPBOM JICTE KOTIMHU B TIPABOM
HIDKHEM YTy ¢ Jo0aBiieHrneM ab0peBHUaTyphl
rpuda KoHOUISHIIUATEHOCTH;

B) Ha BCEX JINCTaX KOMHUHU B IPABOM HUKHEM
yriy ¢ 1o0aBieHneM ab0peBuaTypsl rpuda
KOH(UICHIINABHOCTH;

') Ha BCEX JIUCTaX KOMHUU MOCEpeTuHE
HIDKHETO T0JIs ¢ T00aBIeHuEM ab0peBHUaTyphl
rpuda KoH)HUISHINATLHOCTH.

10. VkaxuTe MecTopacnoJiokeHHe TIpuda
OTpaHHYEHUs JOCTYMa K JOKYMEHTY.

a) B HIDKHEM JIEBOM YTy IMEPBOTO JIHCTa
JOKYMEHTA;

0) B BEpXHEM JIEBOM YIJy MNEPBOIO JIHCTa
JOKYMEHTA;

B) B HIDKHEM IMPABOM YTy MEPBOTO JIMCTA
JIOKYMEHTA;

I') B BEPXHEM IPaBOM YTy MEPBOro JHUCTa
JOKYMEHTA.

11. K KakoM JOKyMEHTE COIEPKUTCS
uHpOpMaLUs O TOPSJAOK HPUCBOCHUS U CHATHS

rpucda OTPaHUYCHUS J0CTyTa K
KOH(HICHIIMATHHBIM TOKYMEHTaM ?
a) MOJIOKEHUE 0 ciyx0e

KOH(HIEHIIMATIBHOTO J1eJI0NPOU3BO/ICTBA;

0) MHCTPYKIHMS O TopsaKe paboThl C
KOH(HICHIINATIBHBIMHI JOKYMEHTaMU;

B) JIOJDKHOCTHBIE HHCTPYKIIMU paOOTHUKOB,
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I') mepedeHb (CIHUCOK) BUIOB MH(POpPMALUU
KOH(UICHIIMALHOTO XapaKTepa.

12.  Kakme  pmononHHUTENbHBIE  Trpadbl
COJIEP)KUT  TabiiMyHash  4acTb  HOMEHKJIATypbl
KOH(HICHIINATBHBIX e’

a) HOMep M0 MOPSIKY;

0) rpud KoHDHUIECHITMAIIEHOCTH JIeNa;

B) BHI UHPOPMALUU  OTPAHUYCHHOTO
JIOCTYTIA, COJIEpIKALLEICs B AETIE;

T) HanuMEHOBaHHE Mo JIpa3/ieJICHHUS,
KOTOPOMY NPE0CTaBIsETCs JIEN0;

) OTMETKU O JABIKEHUHU Jeja (apXUBHBIM
mudp, HOMEp M Jara akTa 00 YHHUYTOXXEHMH,
OTMETKH 00 OTIPABIICHUN);

€) KOJIMYECTBO JIUCTOB B JIETIE;

) CpOK XpaHEHHsl M HOMepa crared Io
MEPEYHIO;

3) meproa KOHPUACHITNATBHOCTH JIea.

13. Crnenududeckoit COCTAaBIIAIOILIENA
KOH(PHUACHIIMAIBHOTO JIejIa SBIISETCS:

a) BHYTPEHHSSI ONTUCH JOKYMEHTOB;

0) CHUCOK COTPYTHUKOB, JIOMYIICHHBIX K
Aciy;

B) 3aBepUTEIbHAs HAAMUCH JIeNIa;

T') CIMCOK OTBETCTBEHHBIX UCTIOJTHUTENEH.

14. Tlpu BBIgaYe KOH(DHUACHIIMAIBLHOTO Jeja
COTPYIHHUKY OpPTaHU3AIUU JIEJIaeTCsl OTMETKA B:

a) KapTOYKe y4eTa BblIa4yH Jiena;

0) KapTOUKe y4eTa pa3pericHui;

B) KapTOYKe y4yeTa BblJJauu JOKYMEHTOB;

') BHYTpEHHEH onucu jena.

15. Kakum nmokymeHToM odopmisiercs
npoleaypa YHHUYTOXXKEHHUS  KOH(UICHIIMAIBHBIX
JTOKYMEHTOB, Jie]1 1 HocuTeneil undopmarmu?

a) CBUJIETEIHCTBOM 00 YHUUTOKEHUH;

0) cripaBKoOil 00 YHUUTOKEHHH;

B) IIPOTOKOJIOM O XOJI€ YHUUTOXKEHUS;

') aKTOM 00 YHUYTOXEHUH.

16. KakoBa nepruoIMyHOCTh MPOBEICHUS

IPOBEPOK HAMUUs KOH(DUIEHIINAIBHBIX
JIOKYMEHTOB?

a) He pexe OJTHOTO pa3a B MOJr0/1a;

0) He peke OJTHOTO pasa B TOJI;

B) HE peXe OJHOTO pa3a B TP rojia;

') HE PEKE OJIHOTO pa3a B IIATH JIET.

17. B xakoM JOKYMEHTE OTPa’KarOTCs
pe3yabpTaThl IPOU3BENEHHBIX IIPOBEPOK
IIPABWJIBHOCTH IPOCTABIIEHUS! OTMETOK O
pEruCTpalyy U ABUKEHUN KOH(PUICHIINATbHBIX
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JOKYMEHTOB, JIeJI, HOCUTENEeH U NX (PaKTUYECKOTO
HaTU4us?

a) B aKTe;

0) B MPOTOKOJIE;

B) B PELLEHUM;

I') B IPUKa3e.

[1K-2.2

Opranusyer u
periJaMeHTHpyeT
JIOKyMEHTOO0O0pOT B
OpraHu3aIuu

3aganue «Komnaekc mep no 3auiume

Konguoenuuaivnou ungopmayuu.
CmpyKkmyphasa opzanu3zauus

KOH@UuoeHuuaibno2o 0eJ10npou3600Cmea) .
1. CipoeKTupoBaTh (CMOJIEIUPOBATH) KPYITHYIO
OpraHu3aIuIo, OTMIPENIETUTE ChEPy ACSITEIHPHOCTH U

pelraembie 3a1a4m.

2. IlpeacraBuTh CBOI BApHAHT CTPYKTYPHOU
OpraHu3aIuy CIy>k0bl KOH(PHUICHIIHAITHHOTO
JIeJIONPOU3BOICTBA (pa3paboTaTh CTPYKTYpPY
OpraHu3aIiH U MMOKa3aTh MECTO CITY>KOBbI
KOH(UICHIINAILHOTO JI€J0MPOU3BO/ICTBA B JaHHOM
CTpyKType). Onucath CTENeHb CAaMOCTOSTEIBHOCTH
CITy)O0bI KOHPUIACHITUATHHOTO ICTOTPOU3BOJICTBA,
€€ MOJYMHEHHOCTb.

3. OnpeaenuTs JOJKHOCTHOM M YMCIICHHBIN COCTaB
PaOOTHHUKOB CITY>KObI KOH(DHICHIIMATIEHOTO
JIEJIONPOU3BO/ICTBA, C IEPEUUCIICHUEM
JOJIKHOCTHBIX 00S3aHHOCTEH 10 KaX 10
JOJIKHOCTH.

4. OnpenenuTh HOPMATUBHbBIE AKThI, B TOM YHCIIE
JIOKaJIbHBIE, HA KOTOPBIX OCHOBBIBAETCS
opranu3anus paboThl CIIyKObI
KOH(UICHIIMATBEHOTO JIeJIO0MPOU3BO/ICTBA).

5. Onpenenutsb coaep kaHue MepeyHs (CIucKa)
BUJI0B HH(OpMaK KOH(UICHIIMATEHOTO
XapakTepa JUIsl CIPOEKTUPOBAHHOM OpraHU3aIiH.
[TepeueHb 0POpPMUTH B BHJIE€ TAOIHUIIBL.

6. OnpenenuTh coaep kaHue mepeyHs (CrucKa)
JOKYMEHTOB, COJepKAIINX NH(POPMAITHIO
KOH(UICHIIMATFHOTO XapaKTepa Jls
CIPOEKTUPOBAHHOM opranuzanuu. [lepedeHp
0(hOpMUTH B BUI€ TAOJIHUIIBI.

7. OnpenenuTh CIUCOK pabOTHUKOB OpraHH3aIlHH,
UMEIOIIUX MPAaBO JOCTYIAa K KOH(PUIEHITUATbHBIM
JTOKYMEHTaM.

8. CoctaButh u opopmuTth [lonoxkenue o ciyxde
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KOH(UICHIIMAILHOTO JISTOMPOU3BOICTBA
3aoanue «Homenxknamypa oeny:

1. CoctaBuTh 1 OPOPMUTH HOMEHKIIATYPY
KOH(HISHIINATBHBIX A€ JUISI KOHKPETHOM
OpraHu3aIuu.

2. CoctaBuTh 1 OPOPMHUTH CIIEAYIOIINE
JOKYMEHTHI U3 CITUCKA, HEOOXOAUMBIC Ha CTaIUU
0OpMIICHHS U TIOATOTOBKY KOH(DUICHIINAIBHBIX
JIeTT K Tiepe/iadye Ha apXuBHOE XpaHEHHE U MPH
MIPOBE/ICHUH TPOBEPOK HATNIHS
KOH(HICHIINATBHBIX €], JOKYMEHTOB H YYETHBIX
KYpHAJIOB:

1) cnpaBKa-3aMeCTHUTENh IOKYMEHTOB JIelia;

2) 005105%KKa KOH(HICHIIMATBHOTO JIENa;

3) BHYTpEHHSIS OIIKCh JJOKYMEHTOB JIefIa;

4) xapToYKa y4dera BbAaYl KOH(PUICHI[UATBHOTO
nena;

5) nucr-3aBepuTEnb A,

6) aKT 0 BBIJCICHHH K YHUUTOXKCHHIO
KOH(HIEHIINATIBHBIX A€] U JOKYMEHTOB;

7) aKT 0 MpOBepKe KOHDUIACHIIHATBHBIX JC],
JOKYMEHTOB M YYETHBIX )KYPHAJIOB

I1K-2.3

Opranusyer,
periaMmeHTHpyeT
OTIEpaTUBHOE XpaHEHUE U
UCIIOJIb30BaHUE
JOKYMEHTOB B
OpraHu3anuu

3ananne «Y4er KOHQHICHIIMATbHBIX JIOKYMEHTOBY:
1.  OdopMuTh OCHOBHBIE y4eTHbIC  (OPMEI
KOH(HICHIINATBHBIX JOKYMEHTOB, BCTPECUYAFOIIUECS
Ha BCEX CTasIX KOH(UICHITNATEHOTO
JOKYMEHTO000pOTa, U3 CIEIYIONIETO CITUCKA!

1) sxypHan (kapTouka) ydeTa W3IaHHBIX
KOH(HICHITNATLHBIX pacropsIUTEeIbHBIX
JOKYMEHTOB U MPOTOKOJOB (IO KaXJIOMY BUIY
OT/ICJIBHO);

2) J)KypHaJI y4eTa U3JaHHBIX KOHPHUICHIIHATbHbBIX

JIOKYMEHTOB;

3) peectp  ydera  BPEMEHHO  IEpPEIaBACMBIX
KOH(UIEHIINAIBHBIX JOKYMEHTOB;

4) KypHaT yueTa MOCTYMUBIINX
KOH(UICHIINATBHBIX JOKYMEHTOB;

5) sxypHan ydera KOHQHICHIHAIBHBIX JOKYMEHTOB
BBIICTICHHOTO XpaHEHMUS;

6) kapToUKa y4eTa BbIIaud KOH(MHUICHIIHAILHOTO
JTOKyMEHTa (J1ena);

7) sxypHa ydeTa KOMTMPOBAHUS
KOH(UICHIINATBHBIX TOKYMEHTOB;

8) mramn pasperieHus Ha KOMUPOBAHKE

KOH(i)I/II[eHL[I/IaJ'IBHBIX JAOKYMCHTOB;
9) KapTO4Ka KOHTPOJIA HCIIOJTHCHU A
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KOH(HICHIINATLHOTO JOKYMEHTA.

2. CocTaBuTh u opopMHUTH JNOKYMEHTBHI,
coJiepxamue KOHQUACHIHATBHYIO HH()OpMALHIO,
NO/JISKAIUME KONMMPOBAHHUIO, C YKa3aHHEM BCEX
HEOOXOIUMBIX PEKBU3UTOB U OTMETOK, HAHOCHUMBIX
Ha JIOKYMEHT B IpOLIECCE M3TOTOBJIEHUS KOMH, U
caMHU DK3EMIUIIPbl KOMUH OSTHUX JOKYMEHTOB, C
yKa3aHHEM BCEX HEOOXOIUMBIX PEKBU3UTOB U
OTMETOK.

Kondunennuanbupie TOKyMEHTHl OG(OPMUTH ISt
CJIEYIOIIMX BUI0B KOITMPOBAHUSA:

1) u3roToBIEHUE MAOMOJHUTENBHBIX 3K3EMIUIIPOB
(THpaXkupoBaHUE) KOH(HIEeHIIMAIbHBIX
JIOKYMEHTOB;

2) cHATHE KONMM ¢  KOH(UIEHIMAIbHBIX
JIOKYMEHTOB;

3) MPOU3BOJCTBO BBHIMMCOK M3 KOH(DHUICHIIMATBHBIX

JIOKYMEHTOB.

IlepeyeHb TeM M 3aJaHUIi 1J151 MOATOTOBKH K

IK3aMeHYy:

1. IMousarue KOH(PHUACHIINAITBHOTO
JICIIOTIPOU3BO/ICTBA.

2. [Tpusnaku KOH(HICHIIMATIBHOTO
JICIIOTIPOU3BOICTBA.

3. CooTHolleHre KOH(MUIESHIIUATEHOTO U
OTKPBITOTO JICIIONIPOU3BOICTBA.

4, OO6menocrymHas nHopManus u
uH(GOpPMAIIUs OTPAHHYECHHOTO JIOCTYIIA.

5. CooTHoIlIeHHE uHbopMaIuu

OTPAaHWYEHHOTO JIOCTyNla C TOCYAapCTBEHHOU
TalHOM.

6. Knaccudukanus CBEICHUIL
KOH(HIEHIIMATIBHOIO XapakTepa IO OCHOBAaHMUSM,
PEIyCMOTPEHHBIM JeWCTBYIOLIUM
3aKOHOIaTEILCTBOM.

7. CBenieHUs, COCTaBIISIIONIUE CIY)KEOHYIO
TalHy.

8. [Topsimok oOparieHusi ¢ JOKyMEHTaMH,
coJiepKaluMu CITyXeOHYI0 UH(pOpMAIIHIO
OTPaHUYEHHOTO PACIPOCTPAHEHUSI.

9. CBeneHus,  KOTOpble  HE  MOTYT

OTHOCHUTBCSL K ciyxkeOHo#l TaifHe. I'pud «lns
CIIy’K€OHOTO TOJIb30BAHUS.

10. CaencHus, COCTAaBJISIOIINC
Kommepueckyto TaiiHy. I'pu¢p «Kommepueckas
TaiHay.

11. MeponpusaTis,  HanpaBJIEHHbIE  Ha
3aIIUTY KOMMEPYECKON TalHBI.

12. [lepconanbHble naHHBIE (CBEIEHUS O




Kon

Nupukatop 10CTUXEHUS

WHJMKATOpa KOMIIETEHIIUH

OneHouHbIE CpeCTBA

rpaxaanax). CocraB NepCOHaJIbHBIX JAHHBIX.

13. Krnaccudukanms NEPCOHAIBHBIX
JTAHHBIX.
14. [Tonyuenue U 00paboTka

MEePCOHAIBHBIX JaHHBIX. (OCHOBHBIE TpeOOBaHUS
npu 00paboTKe MePCOHATBHBIX JAHHBIX.

15. [lepenaua  mepcOHANbHBIX  JaHHBIX.
Ompenenenue Kpyra JIMI, HWMEIONUX TPaBO
JOCTYTIA K MIEPCOHATBHBIM JIaHHBIM.

16. CBeneHHs,  COCTaBIISIONIME  TalHY
CJIEJICTBUS U CYJOTPOU3BOJICTBA.

17. Caenenus, CBSI3aHHBIC c
poeCCHOHAIBHONW  JIeATENIbHOCTRIO  (BpadyeOHas,
HOTapualibHas,  aJIBOKaTCcKas  TailHa,  TailHa
MEePENUCKH, TEIEPOHHBIX MEPETOBOPOB, MOYTOBBIX
OTIPaBJICHUH, TenerpadHbIx W WHBIX
cOOOIIeHN ).

18. CeneHusi 0 CYIIHOCTH H300peTeHus,

NIOJIE3HOW MOJENIM WM NPOMBIIUIEHHOrO o0pasina
10 o¢huIuanbHON MyOIuKaluyu HHGOPMALIUU O HUX.

19. BapuaHTbl CTpyKTYypHOW OpraHu3aiuu
KOH(HICHIINATHHOTO JETONPOU3BOJICTBA.

20. 3amaun  w  (QyHKOMM, TpaBa U
OTBETCTBEHHOCTb  CIIYXObl ~KOH(PHICHIIMAIBHOTO
JIeTIOTIPOU3BO/ICTBA.

21. JlokanbHbIC HOPMAaTHBHBIC aKTHI,
yCTaHaBJIMBAIOIIHEC MOPSIIOK paboTHI C
KOH(HICHIINATLHBIMU TOKYMEHTAMHU.

22. Pexxum COXPaHHOCTH

KOH(HICHIIMAIBHBIX TOKYMEHTOB.
OTBETCTBEHHOCTH 3a pa3riiallieHue CBEJICHUN

KOH(UIEHIINAILHOTO XapaKTepa

Ilepeuens mem u 3a0anuii 0131 NOO20MOEKU K IKIAMEHY:

[TonsiTue KOH(UAECHIMAIBHOTO JEIONPOU3BO/ICTBA.
[Ipu3Haku KOHOUAESHIMATBLHOTO AEI0IPOU3BOJICTBA.
CooTHolleHne KOH(PUIEHIINAIBHOTO U OTKPBITOTO JIEIONPOU3BOJICTBRA.
OObmenoctynHas HHPOpMaLus U HHPOpPMaIKs OTPAHUUEHHOTO JOCTYIIA.
CooTHouleHrne HH(popMaIi OTPaHUYEHHOTO JJOCTYIa ¢ TOCYIapCTBEHHON TaliHOM.
Knaccugukanus cBeneHMi! KOH(MUACHIIMAIBHOIO XapakTepa II0 OCHOBAHHUSM,
MIPEAYCMOTPEHHBIM JIEHCTBYIOLIUM 3aKOHOAATEIbCTBOM.
7. CBeneHHUs, COCTABIIAIOLINE CITY)KEOHYIO TalHY.
8. ITlopsnok oOparieHuss ¢ JOKYMEHTaMH, COJEpXKAllUMM CIIyXKeOHYI0 HWH(POpMAIHIO
OTPAaHUYEHHOTO PACIIPOCTPAHCHUS.
9. CseneHus, KOTOpble HE MOTYT OTHOCUTbCA K CiykeOHOM TaitHe. ['pud «/Insa
CITy’K€OHOTO TOJIb30BaHUS.
10. Caenenus, cocrapisiomue KomMmepueckyro Taiiny. I'pud «Kommepueckas taitHay.
11. MeponpusTusi, HalpaBJIeHHbIE Ha 3AIUTY KOMMEPUYECKOM TalHbI.
12. TlepconanbHble JaHHBIE (CBeeHHs O rpaxkaaHax). CocTaB NepcoOHAIbHBIX JaHHBIX.

1.
2
3.
4.
5

6.




13. Knaccudukanus nepcoHaaIbHbIX JAHHBIX.

14. Tlonyuenne u 00paOOTKa MEPCOHAIBHBIX NaHHBIX. OCHOBHBIE TpeOOBaHUS NpPU
00paboTKe MEePCOHANBHBIX JAHHBIX.

15. Ilepenaua mnepcoHanpHBIX AaHHBIX. OmpeneneHue Kpyra JML, HMMEIOLIUX IPaBO
JI0CTyIIa K IEPCOHAIbHBIM JAHHBIM.

16. CeeneHusi, COCTaBISIONINE TAHY CICICTBUS U CYyJOTIPOM3BOICTBA.

17. Ceenenusi, cBs3aHHBIE C TNPO(ECCHOHANBHOW JIEATENFHOCTBIO  (BpaueOHasd,
HOTapHalbHAsA, aJBOKATCKas TaiiHa, TailHAa MEPENHCKH, TeJe(HOHHBIX NMEPEroBOPOB, MOYTOBHIX
OTIIPaBIICHHH, TeJlerpadHbIX WK UHBIX COOOIICHNH).

18. CBenenusi 0 CYIIHOCTH H300pPETCHHUS, IOJIG3HON MOJEIN WM IMPOMBIILICHHOTO
oOpa3sia 10 opuIraIbHON MyOIHKAIY HHPOPMAIIMH O HHX.

19. BapuaHTBI CTPYKTYpHOU OpraHn3aIliui KOH(PHUIESHIINATHFHOTO JAEJI0MPOU3BO/ICTRA.

20. 3agaun W QyHKOUHA, TpaBa W OTBETCTBEHHOCTh CIYKOBI KOH(HICHIIMATHHOTO
JIeIOIIPOU3BOCTBA.

21. JlokanpHbIE HOPMATHUBHBIC AaKTHl, YCTAHABIHMBAIOIIME TOPSIOK pPabOTBI  C
KOH(HUICHIINATEHBIMU IOKYMEHTAMHU.

22. PexuM COXpaHHOCTH KOH(UACHIIHAIBHBIX JOKYMEHTOB.

23. OTBETCTBEHHOCTH 3a pasrilallieHue CBEJCHNH KOH(DUICHIINAIBHOTO XapaKkTepa.

0) Ilopsiiok MpoBeAeHUS MPOMEKYTOYHON ATTECTALNM, MOKA3ATEJH U KPUTEPUHU
OLICHUBAHMS:

[TpomexxyTounast arrectamnus o qucturinae «KoHbuaeHmaaIpHOE IeT0TPOU3BOICTBOY
BKJIFOYAET TEOPETUYECKHUE BOMIPOCHI, TO3BOJISIONINE OLICHUTh YPOBEHb YCBOCHHUS
00yJaroIMMUCS 3HAHUH, ¥ IPAKTUICCKUE 3a/IaHUsI, BBISBIISIONINE CTEMEHb C(HOPMUPOBAHHOCTH
YMEHUU U BIIAJICHUH, TPOBOIUTCS B (popme IK3aMeHa. IK3aMEeH IO TaHHOW JUCITUTUTHHE
MIPOBOUTCS B YCTHOH (hopme B 1o Borpocam. OIeHKa BBICTABIISCTCS C yYETOM PE3yJIbTaTOB
BBITIOJTHEHUS 33JIaHUK Ha 00pa30BaTEeIbHOM TOpTaJe.

Kpumepuu ouyenku (6 coomeemcmeuu c popmupyemvimu KomnemeHyuamu u
NAAHUPyemMvIMuU pe3yibmamamu 00yuenus):
[Ipu cnaue sx3amena 0OydaroMUics JOHKEH MOKa3aTh COPMUPOBAHHOCTD CIEAYIOIINX
KOMIIETEHIIUH:

VYK-11 Criocoben ¢popMupoBaTh HETEPIIHUMOE OTHOIICHUE K KOPPYIIIHOHHOMY
MTOBEJICHUIO

- OnpenensieT Kpyr KOPPYIMUHUOHHBIX PUCKOB B paMKaxX MOCTaBJIECHHOM 1IEJIN U
npeyiaraeT CrocoObl MX YCTPAHEHHUS, OLICHUBAET C MO3UIIMHU aHTUKOPPYIIIUOHHOTO
3aKOHO/IaTEIbCTBA

- [Inanupyer peanuzanuio 3a1a4 B 30HE CBOEH OTBETCTBEHHOCTH C YUETOM HUMEKOLIUXCS
PECYPCOB U OTPaHUYEHUN, AEHCTBYIOIIMX MPAaBOBBIX HOPM aHTUKOPPYHIITHOHHOTO
3aKOHO/IaTEIbCTBA

[TK-2 CniocoGeH ocyIiecTBIATh JOKYMEHTAIIMOHHOE O0eCTieueHUE YIpaBIeHUs
Opra"u3anuen

- OpranusyeT u perjaaMeHTUpPYeT JOKYMEHTUPOBAHHUE YIIPABIEHUYECKOM AEITEIbHOCTH B
OpraHu3aluu

- OpranusyeTt u periiaMeHTUPYeT JOKYyMEHTOO000OpOT B OpraHu3aluu

- Opranusyet, perjaMeHTUPYET ONEPAaTUBHOE XpaHEHUE U UCIOJIb30BaHUE JOKYMEHTOB
B OpraHu3aluu



— Ha OILICHKY «OTJINYHO» (5 6aJu10B) — 00ydaIOIHiics JEeMOHCTPUPYET BBICOKUI YPOBEHb
c(OpPMHUPOBAHHOCTH KOMITETCHIINH, BIIa/ICET KaTETOPUAILHBIM ariapaTtoM, yMETh €ro
HCII0JIb30BATh B COOTBETCTBYIOLEM KOHTEKCTE; YMETh IPOKOMMEHTUPOBATH ONPEACICHUE,
MIOSICHUTb, IPUBECTH IIPUMEPBI, NIUIIOCTPUPYIOIIHNE OTAEIbHBIE 110JI0KeHN. CTyIeHT U3j1araer
MHGOPMAIIHIO JJOTHYHO, TIOCIIEAOBATENIFHO, ApTYMEHTUPYSI © KOMMEHTHPYS TTOJIOKEHHS,
HCIIOJIb3YET PaCCyX AN CTUIIb, BBICKA3bIBAET CBOIO MO3UIINIO, (DOPMYIHPYET BHIBO/IbI B
KOHLIE BOTIPOCOB.

— Ha OLIEHKY «X0po1o» (4 Oaiia) — oOyJaromuiicst 1IeMOHCTPUPYET CPEAHUN YPOBEHD
c(OPMHUPOBAHHOCTH KOMITETCHIIUI: OCHOBHBIEC 3HAHHSI, yMEHHSI OCBOCHBI, HO O YCKAIOTCS
HE3HAYUTENIbHbIE OMIMOKH, HETOYHOCTH, 3aTPyIHEHHUS [TPH aHATUTUYECKUX ONEpaALIUsX,
MepeHoce 3HaHUM U YMEHUI Ha HOBbIE, HECTAaHJAPTHBIE CUTYaLIUH.

— Ha OIICHKY «Y/I0BJIETBOPUTENbHO» (3 Oayia) — 00yJaronuiicss IEMOHCTPUPYET MOPOTOBBII
ypOBeHb C(hOPMHUPOBAHHOCTH KOMIIETEHIIUI: B X0/I€ KOHTPOJbHBIX MEPOTIPUATUH JT0IYCKAIOTCS
OLLIMOKY, MPOSIBIISIETCS OTCYTCTBUE OT/ENIbHBIX 3HaHUH, yMEHUI, HAaBBIKOB, 00y4aromuncs
WCIBITHIBAET 3HAUUTEIbHBIC 3aTPYAHEHUS [IPH ONEPUPOBAHUY 3HAHUSIMH U YMEHHUSIMU IPU UX
[epeHoce Ha HOBBIE CUTYaIUH.

— Ha OIICHKY «HEeY/A0BJEeTBOPUTEILHOY» (2 6amia) — oOydaromuiicss AEeMOHCTPUPYET 3HAHUS HE
6osee 20% TEOPETUIECKOTO MaTepHaia, JOMYCKaeT CYIIECTBEHHBIE OIMTNOKU, HE MOXKET
M0Ka3aTh MHTEJJIEKTyalIbHbI€ HABBIKW PELICHUS MPOCTHIX 3a/1a4.

— Ha OIICHKY «HEeYA0BJEeTBOPUTEIBLHO» (1 6amT) — 00yJarommuiicss He MOXKET MOKa3aTh 3HAHUS
Ha YpOBHE BOCIIPOM3BEICHUS U 00bsICHEHUS HH(OpMaLlMK, HE MOKET M0Ka3aTh
MHTEJUIEKTyaJIbHbIE HaBBIKH PEIIEHUs IPOCTHIX 3a/1a4.



I[MTPUJIOXXEHME 3

MeToanueckue YKa3aHus:

Memoouueckue pexomenoayuu 015 NOO2OMOBKU K IKIAMEHY

Ilpu moaroToBke K 3adeTy 0co0O€ BHHMAaHHME CJCAyeT OOpaTUTh Ha CICIAYHOLIUE
MOMEHTBI: COOTHOIICHHE KOH(MUIACHIIMAILHOTO W OTKPBITOTO JEJIONPOU3BOJCTBA; MECTO
KOHQUACHIIMATLHOW HHpOpMAIMK B CTPYKType HHGOpPMAIMKA OrPAHHYECHHOTO JIOCTYIIa;
Kiaaccu(uKanus CBEJACHUN KOH(MUICHIIMAIBHOTO XapakTepa; JIOKaJIbHbIE HOPMATHBHBIC aKThI,
YCTaHABJIMBAOIIUE MOPSIOK PabOThI ¢ KOH(MUACHIIMAIBHBIMU JOKYMEHTAMH, OTPaXKArOIUMHU
pa3uyHble BUABI TalH; COXPAaHHOCTh KOH(HICHIHAIBHBIX JOKYMEHTOB; OTBETCTBEHHOCTH 3a
pasriaiieHue CBeJACHNH KOH(DUICHIINAIBHOTO XapaKTepa.

Mertoanyeckue PEeKOMEHIAIIMH 0 BHIIONHESHUIO 3aaanus «Komnnexc Mmep no 3auiume

KOH@uOeHyuaibHou uHpopmayuu.
0e10npou3600cmear .

[MpakTuyeckoe 3amanue BoinosHseTcss B (opmare Microsoft Office Word 2003 ¢
yKa3aHWEeM HOMepa IMyHKTA.

Cmpykmypunaa opeanu3zayus KOHQUOEHUUANbHO20

B nynkre 2 nomxHa ObITh IPEJICTaBICHA CTPYKTYpa OpraHU3aliy C BbIJIECJICHUEM B HEl
CITy)0bl KOH(PHUACHITHATHHOTO JIETOTPOU3BOJICTBA.

B mynkre 3 JOKHOCTHOM COCTaB MOJDKEH COOTBETCTBOBATh (OIIEpOCCHICKOMY
Kjaccugukatopy mnpodeccuil pabouux, AOHKHOCTEH ciyxamux U TapudHbx paspsaos (OK
016-94).

B nynkrte 4 nokeH OBITH MPEACTaBICH CIHUCOK HOPMATUBHBIX aKTOB, MPU 3TOM
ClIeyeT YYUTHIBaTh UX IOPUIMYECKYIO CHIY: OT (eAepalbHbIX 10 JOKAJIbHBIX HOPMATHUBHBIX
aktoB. Ilpu paBHOM craTyce AOKYMEHTOB HMX B3aHMHOE pACIOJIOKEHHE OMPENeNseTcs IIo
XPOHOJIOTUH.

B nynkre 5 «llepeyeHr BumoB wuHPOpMAIMK KOH(DHUICHIIMAIBLHOTO XapaKTepay
pexomenayeTcst 0popMIIATh B CIIEIYIONIEM BU/IE:

Ilepeyenb Bu10B HHPOpMAIMU KOHPHAEHINATBLHOI0 XapaKTepa

JomxHocTHBIE TUTIA (TTOIpa3aeicHus),

Ne HawnmeHoBaHME CBEICHMIH, Cpox
HMMEIOIIKE TIPAaBO PACIIOPSKCHUS
I1/T1 |OTHOCSIIIIUXCSL K KOH(DHICHITHATEHBIM KOH(HICHIIHATEHOCTH
CBENECHUAMU
1 2 3 4

B nynkte 6 «llepedyeHp IOKYMEHTOB, coepKamux HHpopManuio KoH(PUIECHIINAILHOTO
XapakTepa» peKoMeHIyeTcss 0(OPMIISThH B CIEAYIONIEM BUJE:

Ilepeyenb JOKYMEHTOB, coaep:KaluX HHpopManuo KOHPHUICHIHATLHOI0 XapaKTepa

n/m

ITonpas- [onpas Homx- n
epHro-
OcHoBa- JeNeHUs NI IeeHus I HOCTHBIC p
Cpok Komu- oAY-
Hauwme- HUE 119 JOJDKHOCTHEIE JOJDKHOCTHEIE Jinna,
KOH(}U- 4ecTBO [Azpe-| HOCTb
HOBaHUE KOH(}U- JIM1a, OTBETCT- Jmna, YTBEPK-
JICHIINAJTb- SK3EMII- | CaThl | U3MaHUSA
JIOKYMEHTa |eHIHAb- BEHHEIC 3a corjacympolme Aaromue
HOCTH JISIPOB JIOKY-
HOCTH IIOATOTOBKY JIOKY- (moztu-
MEHTa
JIOKyMEHTa MEHT ChIBA-
12001117 (5)]




JIOKYMEHT
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MeTtoamueckiie PEKOMEHJIAIMK 110 BBINOJHEHHUIO 3aJaHusd «YdeT KOHd)I/IIICHIII/IaJII)HI)IX

IOKYMEHTOBY:
[IpakTuyeckoe 3amaHKe BBIMOJHSICTCS MuchbMeHHO B (opmarte Microsoft Office Word

2003 ¢ ykazaHueM HOMepa MyHKTa.

B nynkre 1 nomkHO OBITH 0OPMIIEHO HE MEHEE MATHU MOPSAJKOBBIX HOMEPOB B KaXIOM
YUYETHOM JKypHAJIe U PEEeCTpe M3 CIUCKA C 3aI0JIHEHHEM BcexX rpad, He MeHee TpeX KapToueK Ha
Ka)K)IBIﬁ BH/J] KaAPTOYKH M3 CIIMCKAa U HE MCHEC TPCX MITAMIIOB JIA PA3HLIX BUJOB IOKYMCHTOB.

B nynkre 2 Bce paspabarbiBaeMmble KOH(PHIACHIIMATBHBIE JOKYMEHTBHI JOJDKHBI OBITh
opopmiierbl  cormacHo TpeboBanusM ['OCT P 6.30-2003 «YHu}UIMpoBaHHAsS CHCTEMa
JTOKYMEHTAITUH. YuudunmpoBanHas cucreMa OpraHU3aIMOHHO-PACTIOPIUTETLHO M
JTOKyMeHTanuu. TpeboBaHuss K O(QOPMIICHUIO JOKYMEHTOB», BKIIOYas HEOOXOJUMBbIC
JIOTIOJTHATEIbHBIC PEKBU3HUTHI, XapaKTEPHBIE JIJIsT KOHPUACHIIMATBHBIX JIOKYMEHTOB.

[To kaxmomMy yKka3aHHOMY BHAY KOIHUPOBAHUS JOJDKEH OBITH OG(OPMIICH OIMH
KOH(UICHIIMAIBHBIN JTOKYMEHT U HE0OXOJUMOE KOJMYECTBO OJK3EMIUIIPOB Komuil (1o
YCMOTPEHUIO) ¢ 0(OPMIICHHEM BCEX HEOOXOAMMBIX PEKBU3UTOB U OTMETOK, KaK Ha JIMIIEBOM, TaK
u Ha OOOpOTHOH CTOpOHE KOH(MUICHIMAIBLHOTO JOKYMEHTa, HAHOCHMBIX B Ipoliecce
M3TOTOBJICHUS KOMUI Ha TOKYMEHT U Ha CaMH KOTIHU.

MeTtoandyeckue peKOMEHIAIMHN 110 BRIIOTHEHMIO 3aganns « HoMeHKIaTypa aemy»:

[IpakTnueckoe 3amanne «HomeHknatypa nen» BBINOJIHSACTCS HMUCBMEHHO B (opmare
Microsoft Office Word 2003 ¢ ykazanuem HOMepa ITyHKTA.

B nynkre 1 momkHa OBITH O(QOpPMIICHA HOMEHKJIATYpa KOH(MUICHIMAIBHBIX N II0
YCTaHOBJICHHOW (opMe, C YyKa3aHHMEM HE MeHee JeCATH KOHOUIACHIHUAIbHBIX JIEN, C
3aI0JHCHHEM BCEX HEOOXOJUMBIX rpad) TaOJUYHON YacTH JOKYMEHTA IO KaXJI0My Jieny (ToMy)
M BCEX HEOOXOIMMBIX ITOAIUCEH U BU3.

PexkBH3UTBI HOMEHKJIATYPHl KOH(QUACHIMAIBHBIX JIeNT JOJDKHBI OBITh  O(OPMIICHBI
cormacio TtpeboBanusM ['OCT P 6.30-2003 «YuudumupoBanHas cucreMa JIOKyMEHTAIUU.
YHudUIUpOBaHHAs CUCTEMa OPraHU3alMOHHO-PACTIOPIUTEIBHON JOKyMeHTalu. TpeboBaHus
K OQOpPMIICHUIO JIOKyMEHTOB», BKIIIOYasi HEOOXOJMMbIC JIOTIOJIHUTEIbHBIC PEKBH3HTHI,
XapakTepHble s 0opMIIeHHUS KOH(DUIEHITNAIBHBIX JOKYMEHTOB.

Homenknatypa koHOGUACHIMATBHBIX el JOJKHA OBITH MPEJCTaBIeHAa KaK TOTOBBIN
JTOKYMEHT.

Homenknarypa KoHOUACHIIMATBHBIX JIET MOXKET ObITh OQOpMIIEHA B BHJE KApTUHKH C
yCIOBUEM CBOOOJIHOTO M YETKOTO MPOUYTEHUS BCEX PEKBU3UTOB U OTMETOK.

B ITYHKTC 2 Bce pa3p3.63.TBIBaCMBIC KOH(I)I/II[CHI_II/IB.HLHLIC JAOKYMCHTBI IOJIKHBI OBITh
O(bOpMJ'ICHLI COriaaCHO THIIOBBIM (bOpMaM.
I[OJ'DKHO OBITh O(bOpMJ'IeHO HC MCHCC OAHOI'0 YKAa3aHHOT'O NOKYMCHTA.




BHyTpeHHS omHCh JTOKYMEHTOB Jiefla JIOJDKHA COJIepXKaThb HE MeHee 15 pasindHbIX
KOH(UIECHIINATBHBIX JOKYMEHTOB, KOTOPbIE TI0 CBOEMY COJAEP)KaHUIO MOTYT COCTABJIATH OIHO
KOH(HUICHIIHATIEHOE JIEIO.

B nmcre-3aBepurene nena J0JHKHO 00s3aTENIBHO COJEPIKAThCs yKa3aHUE Ha 0COOEHHOCTH
(U3NIECKOTO COCTOSIHUSI KOH(PHUICHIMANBHBIX JOKYMEHTOB Jiella H OCOOEGHHOCTH WX
(dbopMupoBaHUS.

AKT O BBIJICIICHUM K YHHYTOXXKCHUIO KOH(QUIACHIMAJIBHBIX NIl U JIOKYMEHTOB JOJDKEH
coJiepKaTh He MEHEe CEMH MOPSIKOBBIX HOMEPOB C 3aI0JIHEHUEM BceX rpad.

Bce MOKyMEHTBI M3 CIMCKA JIOJDKHBI OBITH NPENCTABICHBI KaK TOTOBBIE JOKYMEHTHI C
odopmIIeHHEM BCEX HEOOXOMMBIX TOIMUCEH U BU3.

JIOKyMEHTBI MOTYT OBITH O(OPMIICHBI B BHJIE€ KapTHHOK C YCJIOBHEM CBOOOJHOTO W
9YEeTKOTO MPOUYTEHHS BCEX PEKBU3UTOB M OTMETOK.
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