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PaGouvas nporpamma cocrasnena Ha ocHoBe ®I'OC BO - GakaiaBpuar 110 HAIIPaBJIEHHIO
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JIner akryaauszanuu padoueil mporpaMmbl

PaGouast mporpamMmma repecMoTpeHa, 00CykaeHa u 0100peHa s peanusamnuu B 2024 - 2025
yueOHOM rofy Ha 3acefnanuu Kadeapsl llemarornueckoro oopa3oBaHus U TOKyMEHTOBEACHUS

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzamnuu B 2025 - 2026
yueOHOM rofy Ha 3acenanuu kadeapsl llemarornyeckoro oopa3oBaHus U TOKyMEHTOBEACHUS

[IpoTokom o 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peanmszanuu B 2026 - 2027
y4eOHOM roy Ha 3acenanuu Kadeapsl [lemarornyeckoro o0pa3oBaHus U JIOKyMEHTOBEICHHUSI

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2027 - 2028
y4eOHOM roy Ha 3acenanuu kadeapsl Ilegarorndeckoro o0pa3oBaHus U JOKYMEHTOBEICHHUS

[IpoTtokom oT 20 . Ne
3aB. kadenpoii C.C. Benukanona

Pabouas mporpamma nepecmMoTpeHa, o0cyxaeHa u ogoopena st peanusanuu B 2028 - 2029
y4eOHOM roy Ha 3acenannu kadeapsr Ilemarornyeckoro o0pazoBaHus U JOKYMEHTOBEICHHS

[Iporokon ot 20 1. Ne
3aB. kadenpoii C.C. Benukanosa




1 Iles1u ocBOEHUS TN CUMILTHHBI (MOYJI51)

Henstmu ocBoeHust muctumuinHbl (Moxynsi) «KoHpuaeHMaIbHOE AESTOMPOU3BOICTBOY
ABIIAIOTCA: HW3Y4YEHHE HOPM JEHCTBYIOIIErO 3aKOHOJATelNbCcTBAa B o0MacTh 00paboTKU
JIOKYMEHTOB, COJIEPIKAIINX CBEICHUS KOH(MUICHIIMAILHOTO XapaKkTepa, MPaKTUKH MPUMEHEHUS
STUX HOPM [UIS UX TMOCIEAYIOUIEro KBaJU(UIMPOBAHHOTO NPUMEHEHHS B MPAKTHUYECKOM
JIeATEIbHOCTH

2 MecTo THCHHMIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30oBaTe/IbHOI MporpaMMal

Hucuumumaa KoHpuaeHmansHoe 1eI0npor3BOICTBO BXOAUT B YacTh Y4€OHOTO IIaHa
dbopMupyeMyro ydacTHUKaMU 00pa30BaTeIbHbIX OTHOLICHHUI 00pa30BaTeIbHON MPOTrPaMMBbI.

JUis  w3ydeHus  JAWCHUIUIMHBI  HEOOXOAWMBI  3HAHUS  (YMCHHs,  BJAJICHUSA),
c(hOpMHUPOBAHHBIE B pe3yJIbTaTe U3yUEHUS TUCIUILINH/ MPAKTUK:

[IpoekTupoBaHue ynpaBiI€HYECKON JOKYMEHTAUA OpPTraHU3ali1

JloKkyMeHTalMoHHOE 00€ecledeHne aIMUHUCTPATUBHBIX OTHOIIEHUH B PO

Opranu3zanys 1 TEXHOJIOTHS TOKYMEHTAllMOHHOTO O0ECIeUeHus YIIPpaBIeHUs

O06paboTka 1 3anMTa JOKYMEHTHPOBAaHHOK HH(pOpMaIuu

JlokyMeHTaIlMOHHOE 00ecliedeHre TPYIOBbIX OTHOIIIEHU B PO

JlokyMeHTaIMoHHOE 00ecredeHne IrpakJaHCKUX OTHOIIeHHid B PD

3Hanus (YMEHUS, BIaJICHUs), MOTYICHHBIC TIPH M3yYECHUHW TAHHOW IUCIUILIMHBI OyIyT
HEOOXOIUMBI IJIS1 U3YUCHUSI JUCIUILITNH/TIPAKTHK:

[IpakTuKyM MO COCTABIEHUIO U OPOPMIICHHUIO CITYKEOHBIX TOKYMEHTOB

[IpousBoacTBEHHAS — MPEAAUIIIIOMHAS TPAKTUKA

[ToaroroBka k caaue v ca4ya rocy1apCTBEHHOI0 SK3aMeHa

3 Komnerenuun ody4aromierocsi, popMupyembie B pe3y/ibTaTe 0CBOCHUS

AUCHUILIMHBI (MOAYJIS) ¥ IJIAHUPYEMble Pe3yJIbTAThl 00y4eHust

B pesynbrare = OCBOEHMS ~ JUCHMIUIMHBI  (MOAYJS) «Kon¢punenuunanpsuoe
JIeNTOTIPOU3BOICTBO» 00YYAOLIUICS T0JKEeH 00J1a1aTh CIeTYIOIMMH KOMIIETCHIIUAMMU:

KO,[[ HHJAUKATOpa I/IHI[I/IKaTOp JOCTHIXKCHHA KOMIICTCHIIMH

VYK-11 CnocoGen ¢opMupoBaTh HETEPIIUMOE OTHOLIEHHE K MPOSBICHUSIM 3SKCTPEMHU3MA,
Teppopr3Ma, KOPPYNLUHUOHHOMY MOBEACHUIO U MPOTHUBOJEHCTBOBaThH UM B MPO(ECCHOHAIBHON
JESATEIILHOCTH

YK-11.1 Omnpenensier  Kpyr  PHCKOB  OKCTPEMHUCTCKOW,  TEPpPOPUCTHYECKOM,
KOPPYNIMOHHOM aKTMBHOCTH B paMKaX MOCTaBJI€HHOW L€ U Ipejasiaraer
CMOCOOBI UX YCTPAHEHUs, OLIEHUBAET C MO3UIMH 3aKOHOAATENbCTBA

YK-11.2 [Inanupyer peann3anuro 3a1ad B 30HE CBOEH OTBETCTBEHHOCTH C Y4YETOM
HUMEIOIUXCS PECYPCOB M OIPaHWYEHMM, NEHCTBYIOIIMX NPABOBBIX HOPM
3aKOHOAATEIbCTBA

ITK-2 Crioco0eH OCYIIECTBIATH JOKYMEHTAIMOHHOE 00€CIICUeHHE YIIPABIICHHS OpraHu3aluei

[K-2.1 Opranu3yer M perjlaMeHTHPYeT JOKYMEHTHPOBAHHUE YIPABICHYECKON
JIESITEJIBHOCTH B OPraHu3aluu

[1K-2.2 OpraHu3yeT U perIaMeHTHPYET TOKYMEHTOOOOPOT B OPraHU3aIuu

[1K-2.3 Opranusyer, perJsaMeHTHPYET ONEPATHBHOE XPaHEHUE WM HCIIOJIb30BaHUE

JOKYMCHTOB B OpraHu3annn




4. CTpyKTypa, 00bEéM U coep:KkaHue TUCHUIIMHBI (MOAYJIS)
OO0mmast TpyTI0eMKOCTh AUCIHILTUHBI cocTaBiseT 3 3aueTHbIX eauaui 108 akan. dacoB, B ToM

HHUCJIC:

— KOHTaKTHas pabora — 28,6 akaj. 4acoB:
— ayIuTOpHas — 6 akaJi. 4acoB;

— BHEayIUTOpHas — 22,6 akaJl. 4acoB;

— camocrosTenabHas padorta — 70,7 akaj. 4acos;
— B (hopMe npakTudeckoit moaroroBku — 0 akaj. yac;
— IMOATOTOBKA K 3K3aMeHy — 8,7 akajl. yac

®dopma aTTecTaluu - SK3aMEH

AynutopHast ) =
KOHTaKTHast pabora E = ®dopma TexyIero
=
B aKajl. 9acax 3 Bun KOHTPOJIS
Paznen/ Tema 2 (B akan ) £ B . P Kon
> 8 © | camocTosTenbHON | ycrieBaeMOCTH U
JIACIIATIIAHEL < g o . | xommeTeHmu
o = paboTbI TPOMEKYTOUHOM
1a6. | mpakr. | € 3
Jlex. - | PAKT. | = o aTTeCTaLHH
3aH. 3aH. | QO &
1. CymHOCTh M OCOOCHHOCTH
KOH(UICHITUATEHOTO
JICJIOTTPOU3BOJICTBA
1.1  KonduneHnuaisHast IToaroroBka k
(unern A VK-11.1, VK-
uHoOpMaIsT U ee BHIbL JIEKIUY.
11.2, TIK-2.1,
Opranu3zanus 0,4 0,8 14,7 TToaroroska Omnpoc K-2.2. TIK
KOH(HICHINATLHOTO BBICTYIUICHUII 10 2 3:
JIEJIOTTPOU3BO/ICTBA BHJIaM TaliH '
IlogroroBka Kk
JIEKIUY.
Pa3pabotka
TTonoxenwus o
1.2 Kommiekc wmep 10
5 cUcTEMe JJOCTyIa
3alIUTE ] CocTaBlicHHE TTaKeTa
KOH(HICHIIHATLHON JIOKyMEHTOB TIO VK-11.1, VK-
KOH(HICHIIUATbH
uH(popMaIuy. 04 08 14 | v noKyMerTaM pexumy pocryma. | 11.2, ITK-2.1,
OTBETCTBEHHOCTH 3a ! ! Y ) Awnanus I1K-2.2, TIK-
o N3ydenne
pasriamieHue CBEJICHUM 3aKOHO/IATEIbHBIX 2.3
000pyn0BaHHS
KOH(HICHIIHATIEHOTO aKTOB.
HEOOXOAUMOTIO
Xapakrepa
st obecreueHus
COXPaHHOCTH
KOH(HUACHIINATIBH
BIX JIOKYMEHTOB
Wroro no pazneny 0,8 1,6 28,7
2. Opranuzanus

KOH(UICHIINAILHOTO
JOKyMEHT0000poTa




IToaroroBka k

JICKIUH.
Pazpaborka u
3aI0JIHCHUE
2.1 Ha3HaueHue W BHIBI YUETHBIX OPM. IToxroroska
ydeTa KOH(UICHIUATBHBIX PaspaboTtka YYETHBIX
JIOKYMEHTOB. VYuer Mapuipyra JIOKYMEHTOB. VYK-11.1, VK-
HOCHUTEIICH 04 08 14 JBYDKCHHUS TToaroroska nmakera | 11.2, TIK-2.1,
KOH(HICHIIHATLHON ! ! KOH(pHICHIIUAIbH JIOKYMEHTOB, [K-2.2, TIK-
undopmarmu. JIBIDKeHHE BIX JOKyMEHTOB. YYETHBIX 2.3
KOH(UIICHINATBHBIX Ioaroroska JIOKyMEHTOB,
JIOKYMEHTOB U HX yYerT. makera HITAMITOB
JOKyMEHTOB,
YUYETHBIX
JOKyMEHTOB,
HITaMIIOB.
[loaroroska k
JIEKIUH.
2.2 Homenkmnatypa !
Odopmienne
KOH(MUICHIIUATIBHBIX TSI
HOMEHKJIATypPbI Odopmierne
dopmupoBanue u
nen. Cocrapienue | HomeHkiIaTypsl aeil. | YK-11.1, VK-
odopmiieHue .
BHYTPCHHEH Odopmnenne nakera| 11.2, IIK-2.1,
KOH(HICHIIMATBHBIX  JICIL. 0,4 0,8 14
OITHCH, JIUCTA- JIOKyMEHTOB JJIs1 I1K-2.2, TIK-
IToaroroBka
3aBEpUTEIS JIeNa, ApXUBHOTO 2.3
KOHOUIICHINATIBHBIX JIeN U
akra 00 XpaHEHUs Je.
JIOKyMEHTOB TSt
YHUUYTOKEHHH
ApXUBHOTO XPaHEHUSI.
JIOKYMEHTOB U
Jed.
IMoaroroBka odopmIiieHue
nekuuu. PaGora OKYMEHTOB
2.3 HasnaucHue, BUIBI H 1 AOKY >
KOMHCCHH 110 conpoBoxkgaromux | YK-11.1, VK-
TIPUHIIIBI MPOBEACHHS
npoBeneHu0  [paboty komuccuu no| 11.2, TIK-2.1,
MIPOBEPOK HaJIA4Yns 0,4 0,8 14
MPOBEPOK HATNYHS MIPOBEICHHIO I1K-2.2, TIK-
KOH(MUICHINATBHBIX
KOH(GUICHIMATBH | MPOBEPOK HAIUYUS 2.3
JIOKYMEHTOB
BIX JOKYMEHTOB H | KOH(QHICHIIHATEHBIX
i JOKYMEHTOB U JIell.
Hroro no pazneny 1,2 2,4 42
Hroro 3a cemectp 2 4 70,7 SK3aMeH
Wroro no nucuumnune 2 4 70,7 3K3aMeH




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

[Ipu mnpoBeneHUM 3aHATUH W OPraHU3alUU CAMOCTOSTEIHHONW pabOThl CTYACHTOB
UCTONB3YIOTCS:  TPAAUIIMOHHBIE TEXHOJOIMHM OOydeHMs, MpeAlnoJlaralpue neperaqy
uHpOpMaLlMM B TOTOBOM BHUZE, (OPMHPOBAHME YUEOHBIX YMEHHH N0 0O0pasily: JeKIHs-
U3JI0KEHUE, JIeKUUA-00bACHEHHE, IpaKTU4YeCKue pabdoThl, KOHTpOJbHas paboTa u Ap.
Hcnonb30BaHue TPaJWIMOHHBIX TEXHOJOTUH OOecleYnBaeT OPHEHTUPOBAHHE CTYICHTA B
NOTOKE MH(OpPMAIMM, CBS3aHHOM C pPa3IMYHBIMM IOAXOJAMU K OIPENENIEHUI0 CYIIHOCTH,
COJIepKaHUs1, METOJIOB, (OPM Pa3BUTHS U CaMOPa3BUTHSI TMYHOCTH; CAMOOIIPEIEIICeHNE B BEIOOpE
ONTUMAJILHOTO MYTH U CHOCOOOB JIMYHOCTHO-NIPOPECCUOHATIBHOIO PAa3BUTHS; CUCTEMATU3ALIUIO
3HAHUH, TMONYYCHHBIX CTYACHTAMH B IPOLECCE AyJUTOPHOM M CaMOCTOSATENBbHOW pabOTHI.
[IpakTnyeckue 3aHATUA OOECHEUMBAIOT PpA3BUTUE U 3aKpEIUICHME YMEHUH U HaBBIKOB
ompeneNieHusl LeJed M 3ajJad caMOpa3BUTHS, a TaKXKe MPUHATUS Haubosee 3((HEeKTUBHBIX
pEILIECHUN 110 UX PEAIU3aALNH.

Peanm3anus KOMIETEHTHOCTHOTO ITOIX0/1a IPEAYCMATPUBACT HCIIOJIE30BAHKE B YUCOHOM
nporecce akTUBHBIX M HMHTEPAaKTUBHBIX (QOPM MPOBEIACHUSA 3aHATUH (KOMIIBIOTEPHBIX
CUMYJISIUM, JI€JOBBIX M POJIEBBIX HUIP, pa300p KOHKPETHBIX CUTYyallUi) B COYETAaHUU C
BHEAYAUTOPHOW pabOTON ¢ 1eabio GOPMHUPOBAHUS U PA3BUTUSA NPOPECCUOHATIBHBIX HABBIKOB
o0yyJaroumxcsi.

IIpy OCBOEHMHM IUCLHMIUIMHBI MCIIOJIB3YOTCS CIEAYIOLIME COYETaHWs BUAOB Y4eOHOMH
paboThl ¢ MeTogaMu U GOpPMaMHU aKTHBU3ALWHU MTO3HABATEIBHON JEATEIBHOCTH OaKalaBpOB IS
JOCTH)KEHUS 3aIIAaHUPOBAHHBIX PE3yJIbTaTOB 00yueHus U GopMUPOBaHUS KOMIIETECHIIMHA:

1. NadopmMannoHHO-pa3BUBAIOIINE TEXHOIOTHH. V3ydeHne TeopeTuyecKoro MaTepuaa
Ha JICKUUAX C MCIOJIb30BAHMEM KOMIIBIOTEPHBIX TEXHOJOIMi. (CaMOCTOSATENBbHOE H3y4YCHHE
CHeNHUaTbHON y4eOHOM 1 HAyIHOU JINTEPATyPhl, BKIIOYAs 3JICKTPOHHBIE CPeACTBA HH(OPMAIIHH.

2. Pa3zBuBaronyie npo0ieMHO-OPHEHTUPOBAHHbIE TEXHOIOIUU. PaboTa Ha MpaKTHYECKUX
3aHATHSIX C aKTUBU3ALMEH MBICIMTEIbHOM aKTUBHOCTH, CIOCOOHOCTH BHJIETH HpoOieMy u
BBIOMPATh CIIOCOOBI ee paspeleHus (00mas JUcKyccus, padboTa B KOMaH/1€ U UHAWBUIYyaJIbHAS
JIeSATETLHOCTB ).

3. JINYHOCTHO-OPHEHTUPOBAHHBIE TEXHOJIOTUU OOyUYeHHs. YUeT YpOBHs CIIOCOOHOCTEH
oOydyaeMbIX M CO3JaHME YCIOBHM U1 pa3BUTHS WHIUBUAYAIbHBIX CHOCOOHOCTEH. OTO
JOCTUraeTcs MyTeM IMoa0opa WHAMBHUIYANbHBIX 33JaHUil M OOIIEHUs IpernojaBaTess Cco
CTyJEHTaMH B pOpMe UHANBUAYAIbHBIX KOHCYIbTAIIHH.

IIpu mpoBeAeHUHU 3aHATHH M OpraHM3alUU CaMOCTOSITENbHOW pabOThl CTYJIEHTOB HC-
MOJIB3YIOTCS TAaK)K€ MHTEPAKTHUBHBIE TEXHOJOTUMH OOydYeHUs, Mpearoiararolifie OpraHu3alinio
00y4YeHMsI KaK MPOJYKTUBHONW TBOPUECKOH IEATETLHOCTH B PEKUME B3aMMO/IEHCTBHSI CTYJJCHTOB
JPYT C APYTOM U C IIPEMIOABATEIEM.

JUig TOCTHKEHUS TOCTaBIEHHBIX II€JIeH NPENoAaBaHMsl JUCLUIUIMHBL PEATU3YHOTCS
CJIeIyIOIlIKe CPEACTBa, CIIOCOOBI M OPraHU3alMOHHbBIE MEPOIIPHUATHS:

[]  caMOCTOATENbHOE H3Y4YEHHME TEOPETUYECKOTrO0 MaTepuaja JUCLUIUIMHBI  C
ucnoip3oBaHueM Internet-pecypcoB, uHGOpMaMOHHBIX 0a3, METOJUYECKHX pa3pabOToK,
CrielManbHOM y4eOHOM 1 Hay4dHOM JINTepaTyphl;

(] BBINMOTHEHNE MPOOIEMHO-OpPUEHTUPOBAHHBIX, TOMCKOBBIX, TBOPYECKUX 3aJaHHM.

OreHka 3HaHMN MpeNCTaBiIsAeT COOOW COBOKYIMHOCTh Pa3IMYHBIX MOKazaTesed padoThl
CTyJIEHTa B TEYEeHHE Bcero mporecca oOyuyeHus. IIpoMexyTOuHBIM KOHTpOJb IO HUTOTaM
OCBOGHUS IUCIMIUTMHBI BKITIOYaeT 3k3aMeH (5 Kypc).

6 YueOHO-MeTOUYeCKOe 00eclieueHHe CaMOCTOSITeIbHOM padoThI 00ydyaloummxcst
IIpencrasneno B npuioxenuu 1.



7 OneHOYHBIE CPeACTBA AJIsl IPOBeICHHS POMEKYTOYHOM aTTeCTALMI
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAHYecKOe M MHPOPMAIMOHHOE 00ecnedyeHue JUCITUIITIMHBI (MOYJIs1)

a) OcHoBHas JUTEpaTypa:

I'yryeBa, T. A. KondunaeHuuampHoe IeIONPOU3BOACTBO : yueOHoe mocodue / T.A.
I'yryeBa. — 2-e u3n., mepepad. u gomn. — Mockpa : UTHOPA-M, 2020. — 199 c. — (Bsicmiee
obpasoBanue: bakamaBpuar). — www.dx.doi.org/10.12737/23514. - ISBN 978-5-16-012525-1. -
Tekcr : anexrponnsiid. - URL: https://znanium.com/catalog/product/1048497 (nata oOpamieHus:
06.10.2022). — Pexxum A0CTyIIA: 10 MOAMUCKE.

JlokyMeHTalmoHHOe obecrieyeHue ynpasienus ;| yueonuk / A. C. ['punbepr u ap. - M. :
IOHUTU-TAHA, 2011. - 1 snekrpon. ont. guck (CD-ROM). - 3aru. ¢ Turyi. skpana. - (YueOHas
auTepaTypa TUTST BBICIIL. u cpen. pod. o0pa3s.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427.pdf&view=true (nara obpamienus: 25.09.2022). - MakpooObeKT. - TEKCT : 371eKTPOHHBIH. -
Csenenus noctynusl Takxke Ha CD-ROM.

Anoxmna C. A. KypcoBag pabora 10 JIOKyYMEHTOBEICHHIO, apXHWBOBEICHMUIO,
OpraHu3alliil M TEXHOJIOTUH JIOKYMEHTAIIMOHHOTO OOCCIICYCHUsS YIpaBJICHUS [DICKTPOHHBIH
pecypce] : yuebHo-MeToanueckoe nmocodue / C. A. Anoxuna, A. K. Makaposa, 1. B. Camapokosa ;
MI'TY. - Marautoropck: MI'TVY, 2016. - 1 snektpoH. onr. auck (CD-ROM). - Pexxum foc-tyma:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130
337/2535.pdf&view=true. — MakpooObEKT.

0) JlonosiHuTebHAS JIUTEPATYpA:

KanpoBoe nenonpous3BoACTBO M apXMBbI JTOKYMEHTOB IO JIMYHOMY COCTaBY: JIEKLUH :
yuebHoe mocobue [mams By3oB] / cocraButenu: C. C. Bemukanosa, W. B. Kamyba ;
MarnuTtoropckuit roc. Texunyeckuii yH-T uM. I'. 1. Hocosa. - Maraurtoropck : MI'TY um. I'. 1.
Hocogra, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1815-3. - 3arn. ¢ turyn. skpana. - URL :
https://magtu.informsystema.ru/uploader/fileUpload?name=4127.pdf&show=dcatalogues/1/1535
270/4127 pdf&view=true (mara ooOpamenus: 23.10.2022). - MakpoobdbekT. - Tekcr
ANIEKTPOHHBIN. - CBefieHus 1ocTynHbl Takke Ha CD-ROM.

JlokyMeHTalmoHHOe obecrieueHue ynpasienus : yueonuk / A. C. 'punbepr u ap. - M. :
FOHUTU-TAHA, 2011. - 1 snektpon. ont. auck (CD-ROM). - 3aru. ¢ Tutyin. skpana. - (YueOHast
JauTepaTrypa JUISE BBICIIL u cpen. npod. o0pa3.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427.pdf&view=true (nara ooparenus: 23.10.2022). - MakpooObeKT. - TEKCT : 37€KTPOHHBIIH. -
Ceenenus noctynssl Takke Ha CD-ROM.

Koxymxosa H. B. Ctpyktypa nokymenrta. Cuctemsl JOKyMEHTAMH. Y HUPUITUPOBaHHAS
cucTeMa OpPraHMU3alMOHHO-PACTIOPAIUTEIBHON JOKYMEHTAluu: oOuie TpeOoBaHHS K COCTaB-
JeHnto U oopMITeHHIO [ DIeKTpOHHBIH pecypc] @ yueonoe mocodue / H. B. Kokymkosa ; MI'TV.
- Maruaurtoropck : MI'TY, 2016. - 1 snektpon. ont. muck (CD-ROM). - Pexum moc-tyma:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true. - MakpooOBbEKT.

B) MeTonuyeckue ykazaHus:
IMPNJIOXKEHUE 3



r) [Iporpammuoe obecneuenue u UaTepHeT-pecypcebl:

https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalo
gues/1/1079440/427.pdf&view=true JJokymeHTaInOHHOE 0OECIIEYCHHE YITPABICHHS ;| YICOHHUK /
A. C.T'punbepr u ap. - M. : OHUTU-JAHA, 2011. - 1 anekrpon.ont. quck (CD-ROM). - 3aru. ¢
TUTYJL.OKpaHa. - (YueOHas qutepaTypa s BhICIIL U cpea.nmpod. oopas.).

https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatal
0gues/1/1514334/3518.pdf&view=true BemukanoBa C. C. ApXHBBI 10 JIMYHOMY COCTaBYy
[DnexTponnbIii pecype] : yuebHO-Meroanyeckoe mocobue / C. C. Bemukanosa ; MI'TVY. -
Maruutoropck : MI'TVY, 2018. - 1 aniektpoH. ont. auck (CD-ROM)

IIporpammHoe o0ecnieueHue
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Y4eOHble ayAUTOpPUH ISl TIPOBEACHUS NUCTAHIIMOHHBIX 3aHSATUN JICKIIMOHHOTO THUIA!
CTos1 KOMIIBIOTEPHBIN, CTOJ TUCBMEHHBIHN, CTYJI O(DUCHBIN, JOKYMEHT-Kamepa Epson, uctouHuk
6ecniepedoiinoro nuranusi POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelIeHus,
KOMITBIOTEP MepCOoHaNbHBIN (THI6), mpoekrop ViewSonicPJD7526W, criukepdoH HACTOIBHBIN
Calisto-620 Plantronics, Be06-xamepa LogiteachC920, cucrema akycrtuyeckas HaCTOJIbHAS,
crepeorapauTypa (MEUKpoQOH C MIyMOIOAaBICHHEM), SKpaH HacTeHHblid Digis Optimal-C MW
DSOC-11032*2

Yd4eOHbIE ayAUTOPUHM [UISI TPOBEACHUS NPAKTUYCCKUX 3aHATHHA, TPYNIOBBIX U
WHAWBUIYAILHBIX KOHCYJIBTAIlUH, TEKYIIEro KOHTPOIS W MPOMEXyTouHOW arrectammu: CTomn
KOMITBIOTEPHBIN, CTOJI MUCHMEHHBIA, CTYJN OQHUCHBIN, JOKyMeHT-Kamepa EpPSOn, wmcrouyHuk
6ecniepedoiinoro nuranusi POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelIeHus,
KOMITBIOTEP MepCOHaNbHBIN (THI6), mpoekrop ViewSonicPJD7526W, crimkepdoH HACTOIBHBIN
Calisto-620 Plantronics, Be0-xamepa LogiteachC920, cucrema akycrtuyeckas HaCTOJIbHAS,
crepeorapHuTypa (MHKpO(OH ¢ IIyMOMoaBIeHHEM), 3KpaH HacTeHHbIH Digis Optimal-C MW
DSOC-11032*2

[Tomenienuss s cCaMOCTOSATENIbHOW  paboThl  oOywaromuxcs:  [lepcoHanbHbIE
kommbioTepsl ¢ makerom MS Office, Beixomom B MHTEpHET M C JAOCTYIIOM B 3JCKTPOHHYIO
UH(POPMAIMOHHO-00pa30BaTEIBHYIO CPEly YHUBEPCUTETA

[lomemenne [Is1 XpaHeHUs M NPO(UIAKTUYECKOrOo OOCIYXUBaHUS Y4eOHOro
obopynoBanus: CTeIUIaxu i XpaHeHUs y4eOHO-HATJISAIHBIX TOCOOMI U yueOHO-METOIUYECKOM
JIOKYMCHTAIUH.



[MPUJIOXEHMUE 1

Y4eOHO-MeTOAMYECKOE O0ecTIeYeHre CAMOCTOSITEIbHOM PadoThl 00y4ar0IUXCS

Ilepeuens mem 0151 OO20MOGKU K CEMUHAPCKUM 3AHAMUAM:
Tema 1.1. Kongpuoenyuanonas unghopmayus u ee uovl

1.
2.
3.

Busl nHpOpMauM B 3aBHCHMOCTH OT KaTETOPHH JOCTYIa

IIepedyens cBeneHUM, COCTABIISIONIUX I'OCYJaPCTBEHHYIO TalHY

IlepedyeHp cBeneHuUl, HE NOMIEXKAIIMX OTHECEHUIO K TOCYJAapCTBEHHOW TaliHE H
3aCEKpEeUMBaHUIO

Ilepeuenp cBeneHUil KOH(MUACHIUAIBHOTO XapaKTepa

Ilepeuenp cBeneHuil, He MOMJIEKAIIMX OTHECEHUIO K Ciy)KeOHOM wuHpopManyu
OTrPaHUYEHHOI'0 PaCIpPOCTPAHEHUS

Bunsl nHpopmaiuy, He NoAIeKaIue OTHECEHUI0 K KOMMEpPYECKOil TaiiHe

Meps 110 0XpaHe KOH(PpHUICHINATHHOCTH HHPOPMALIUU

Tema 1.2. Opeanusayus KOHGUOEHYUATILHO20 0eONPOU3B00CMEA

1.
2.
3.

[Tpu3Haku KOH(GUICHINAIHLHOTO JISJIOPOU3BOJICTBA

CooTHoleHre KOHPUACHIIMAIBHOTO U OTKPBITOTO JISJIOMPOU3BOJICTBA

[lepeuenr HEOOXONMMBIX HOPMATHUBHBIX JIOKYMEHTOB Uil (yHKIIHOHUPOBAHMUS
KOH(HMICHIIMAIBHOTO JISJIOMPOU3BOJICTBA.

Tema 1.3. Komnaexc mep no 3auwume KoHGUOeHYuaibHou uHghopmayuu

1.
2.
3.

4.

CxeMbl CTPYKTYpHOH OpraHU3aliy KOH(PHUIESHIIMAIHHOTO IEJI0MPON3BOICTBA
CopepxaHue nepeuHs: BUJ0B HHPOpMaIK KOH(DUIEHIINAIBHOTO XapaKTepa
CopepxaHue nepedHsi JOKYMEHTOB, COJEpKaluX MH(pOpMalnio KOH(QUICHIMAIBHOTO
XapakTepa

Crniucok paGOTHMKOB OpraHU3alMy, UMEIOIIUX MpaBO JOCTyNa K KOH(UIEHLIUAIbHBIM
JOKyMEHTaM

Tema 1.4. Cucmema oocmyna K KOHQUOEHYUATbHLIM OOKYMEHMAM

1

2
3
4

TpeboBanust k pa3paboOTKe CUCTEMBI 1OCTYIA K KOH(UICHIIMATIBbHBIM JOKYMEHTaM

JIOCTyn K MalllMHHBIM HOCUTEISIM KOH(HICHIIMATBHON HH(pOpMAIHN

Odopmiienne pazpenieHus Ha JOCTYI K KOH(PUIEHIIMATBHBIM IOKYMEHTaM

[TorHOMOYMST JAOIDKHOCTHBIX JIMI] TIO Pa3pelieHHI0 JIOCTyNa K KOH(UICHIHaTbHBIM
JIOKYMEHTaM

ITonoxenue o cucreMe 10CcTyna K KOHPHUAESHIIMATBHBIM JOKYMEHTaM

Tema 1.5. Pexcum coxpanHocmu KoOH@UOenyuaibHulx 00KYMeHMOo8

1.
2.

&

TpebGoBaHUs K TOMEIICHHUIO TTOIpa3ieJIeHUsT KOH(DHUICHIIMAIBHOTO JIETIONPON3BO/ICTBA
TpeboBaHus K OKHAM MTOMEMICHUH KOH(MUIECHIINATHLHOTO JCIONPOU3BOACTBA, BXOTHBIM
JIBEPSIM TTOMEIIEHHUI U DK3EMILISIPAM KITFOUYE OT HUX

[Topsnox oOpateHus: ¢ KOHPUIEHIUATBHBIMU T0KYMEHTaMU

VYyer XpaHUIUII ¥ KIIFOYEN OT HUX

Y4er HapylieHuii mopsaka odpaiieHus ¢ KOHPUACHIINATHHBIMU JOKYMEHTaAMH

Tema 1.6. Omeemcmeennocms 3a pazeiauienue ceedeHull KOHGUOCHYUATbHO20 Xapakmepa

1.

JlucrunamHapHas OTBETCTBEHHOCTh 3a pasIJIallieHHe CBEIECHWN KOH(HICHIIMAIBHOTO



Xapakrepa
2. MarepuanbHass OTBETCTBEHHOCTh 3a pasIJIAllIeHWE CBEACHHH KOH(HUIACHIIMAIHLHOTO

Xapakrepa

3. AI[MI/IHI/ICTpaTI/IBHaSI OTBCTCTBCHHOCTD 3a pa3rjialliCHUC CBCI[CHI/Iﬁ KOH(bI/II[eHL[I/Ia.HBHOFO
Xapakrepa

4. I'paXIaHCKO-TIPaBOBast OTBETCTBEHHOCTh 3a pasriamieHue CBEJICHUI

KOH(UICHIIMATFHOTO XapaKTepa
5. YrojoBHass OTBETCTBEHHOCTb 3a pasrjalleHue CBEAEHUN KOH(UICHIIMATIBLHOTO
xXapakTepa

Tema 2.1. Haznauenue u 8uovi yuema KOH@OUOESHYUATbHBIX OOKYMEHMOo8. Yuem Hocumernell
KOHUOeHyuanbHou ungopmayuu
1. TIponemypsbl, BBITOJHIEMEIC PU yIeTe KOH(DHUICHITUATBHBIX TOKYMEHTOB
2. CBejieHUs, BKJIIOYAEMbIC B YYETHYIO (DOpMy MpH perucTpanud KOH(UICHIHUATBHBIX
JIOKYMEHTOB
3. 3ajgaum ydyera HOCUTENCH KOH(QUACHIIMATLHONU HHPOPMAITUT
Bupl OyMaKHBIX M MAIIMHHBIX HOCUTEINEH KOH(MUACHIIMATILHOW HHPOPMAITUU

e

5. PexBu3uThI, 0hopMIiIsieMble Ha HOCUTENSIX KOH(PHUICHINATBHON HH(pOpMaIu

Tema 2.2. J[gudicenue u30asaemvlx KOHPUOESHYUATbHLIX QOKYMEHMO8 U UX Yiem
1. Opranuzanus KOHQUAECHINATIBLHOTO JOKYMEHTO000pOTa
Craauu KOH(PUICHIIUATBHOTO JOKYMEHTOO00POTA U UX JIOTHYECKOE 000CHOBaHUE
Odopmrnenre peKBU3UTOB U3/1aBaEMBIX KOH(MUICHIIMATBHBIX JOKYMEHTOB
I'pudbl orpanndenus qocTyna K JOKyMEHTaM
VY4er 4epHOBUKOB U MPOEKTOB KOH(PHICHIIUATBHBIX TOKYMEHTOB

ok~ wbd

Tema 2.3. Ilonyuenue u omnpasieHue KOHGYUOSHYUATILHBIX OOKYMEHMO8 U UX Yuem
1. Tlomy4yeHue U BCKPBITHE IMAKETOB KOH(UICHIIMATHHBIX JOKYMCHTOB
2. OdopmiieHre PEKBU3UTOB MPH IMOCTYIICHAH KOH(DUICHITHATBHBIX JOKYMEHTOB
3. OdopmiteHne peKBU3NUTOB MPH OTIIPABICHUN KOHPHUICHIIMATHHBIX JIOKYMCHTOB

Tema 2.4. Yuem xonguoenyuanbHvix 00KyMeHMO8 8bl0eNeHHO20 XPAHEHUS.
1. Bunbl JOKYMEHTOB BBIAECIEHHOIO XpaHEHUS
2. OdopmiieHre y4eTHOTO HOMepa Ha JOKYMEHTaX BbIJICJIEHHOTO XpaHEeHHUs
3. CHsATHE TOKYMEHTOB C y4eTa BBICJICHHOTO XPaHEHHSI
4. Kaprouka yuyera BpeMEHHOH BbIJIa4M IOKyMEHTa

Tema 2.5. Yuem xonuposanus KOHGUOEHYUATLHBIX OOKYMEHMO8
1. OcobenHocT  y4era W UW3TOTOBJIEHHMS  JIOTIOJIHUTENBHBIX  JK3EMIUISIPOB
(TUpaXUpoBaHUA) KOH(DUICHIIUAIBHBIX JIOKyMEHTOB
2. OcobeHHOCTH y4eTa U CHATHS KOMUH ¢ KOH(QHIEHIIMAIbHBIX JOKYMEHTOB
3. OcobeHHOoCTH y4eTa U MPOU3BOCTBA BHIITUCOK U3 KOH(PHIEHIIMATIBHBIX JOKYMEHTOB

Tema 2.6. Homenxnamypa konguoenyuaibhuix oen. Popmuposanue u ogpopmierue
KOHMUOEeHYUAIbHBIX Oell

1. OcoOeHHOCTH COCTaBJICHHUS U BEICHHSI HOMEHKIIATYPhl KOH(PUACHITHATBHBIX JEIT

2. IlpuHnumbe 1 0co0eHHOCTH (OPMUPOBAHUS KOHPHUICHIIMAIBHBIX JOKYMEHTOB B JIejia



3. OcobenHnocTtu opopmiieHUs: 00JI0KKHU KOHPHUICHIIMAIBHOTO JIejia
4. Ocobennoctu opopmieHrs: BHYTPEHHEH onrcH KOH(PHUICHIIMATIBHOTO J1ea
5. Ocobennoctu 0(hopMIICHUS JIMCTA-3aBEPUTENS KOH(PUACHIIMATBEHOTO JeTa

Tema 2.7. I[loocomoska Kon@UOeHYUATbHBIX Oel U OOKYMEHMO8 OJisl APXUBHO20 XPAHEHUs.
1. DkcnepTu3a HEHHOCTH KOH(PHICHIIMATBHBIX e U JOKYMEHTOB
2. DKcrepTu3a [EHHOCTH TIOKYMEHTOB BBIZCJICHHOTO XPaHCHHUS
Kpurepuu ieHHOCTH TOKYMEHTOB
Pabota 3kcriepTHON KOMHCCHH, IIPOTOKOJT 3aCEIaHus IKCIIEPTHON KOMUCCHU
CocraBjicHUE ONUCEH KOH(PHUICHIIMATbHBIX JACJ JUTS [Iepeaud Ha apXUBHOE XPAHCHHUE

IS

YHUYTOKCHHE JOKYMEHTOB, JIeJI U HOCUTENeH nHpopMaruu

Tema 2.8. Haznauenue, 6uovl u npuHyunvl Npo8ederusi Npo8epoK HAIUYUsL KOHDUOEHYUATbHBIX
O0OKYMeHmos
1. TlpoBepku TPAaBUIBHOCTH IPOCTABJICHUS PETUCTPAIIMOHHBIX JIAHHBIX HOCHTEJICH,
JIOKYMEHTOB, JIC]l M YUETHBIX JKYPHAJIOB
2. IlpoBepku MPaBWIBHOCTH TPOCTABICHHUS OTMETOK O JBM)KCHUM HOCHUTEICH,
JIOKYMEHTOB | JIeJI, HE3aBHCHMO OT BPEMEHH HX PETHUCTPAIlUU
3. IIpoBepku (HaKTHUECKOTO HATWUYHSI BCEX HOCUTEIICH M BCEX HE IMOJMIUTHIX B JIEa U HE
MEPEeBEICHHBIX HA YyYeT BBIICICHHOTO XpPaHEHUS W3JaHHBIX W TOCTYIHBIIAX
JIOKYMEHTOB, HE3aBUCHMO OT BPEMEHH MX PETUCTPAINH (KBAPTAILHBIC TPOBEPKHU)
4. TlpoBepka (haKTUYECKOTO HAJIMYUS BCEX JIEJ, JIOKYMEHTOB BBIJICIICHHOIO XPAaHCHUS W
YUETHBIX )KYPHAJIOB (rO10Bas MPOBEPKA)

Memoouueckue pexomenoayuu 01 NOO2OMOBKU K CEMUHAPY
JIJ1s TOATOTOBKM K CEeMHUHApy HEOOXOJMMbI 3HaHUS JIEKIIMOHHOTO MaTepuana u
caMoCTOsITeNIbHAs MPOpadOTKa JOMOIHUTEIBHON TUTEPaTyPhl © HOPMATUBHBIX HCTOUHUKOB.

Ilpumepnuwiii nepeuens mem peghpepamos:
1. Kommepueckas matina
Cnyorcebnas mavina
Tocyoapcmeennas maiina
Tatina menegonuvix u menecpaguwvix coooujeHut
Tatina cneocmeus
Tatina cosewanus cyoetl

ok wbhE

Taiina cosewjanus npucsadicHvix 3acedamenell

7. Tatina ceedenuti o nomepnesuiux, ceuoemeneti U UHLIX VUACMHUKOSB Y20JI08HO20
cyoonpouszeoocmea

8. Aosoxamckas matina

9. Homapuanvuas matina

10. Fhawukosckas maiina

11. Hanoeosas matina

12. Bpauebnas maiina

13. Tauina nepenucku

14. Ilepconanvruvle OanHvle

15. Boennasa maiina

16. Tauna xpeoummnoii ucmopuu



17. Cemetinas u nuunas matinel

18. Tatina ucnoseou

19. Taiina ycvinosnenus pebenka

20. JKypnanucmckas mavina

21. Cseodenus o cywHocmu u300pemenusi, NOAE3HOU MOOeIU Ul NPOMBIULIEHHO20
obpasya 00 ohuyuanbHol nYoIUKAYUU UHGOPMAYUU O HUX

Memoouueckue pekomenoayuu no HANUCAHUIO U 3auwjume peghepamos

B pedepare nomxHO ObITH NpeCTaBIEHO NOIPOOHOE OMMCAHUE BHIOPAHHOTO BU/J1A TaliHbI
(kaTeropuu; 3aKOHOJATENbHBIE aKThl, PETYJINPYIOIINE OTHOLIEHUS, CBA3aHHbBIE C BUIOM TalHBI
OrpaHMUYEHUs Ha paCIpOCTPAHEHUE, Ha NIepeady; IpUMEpPHI U Jp.).

TekcT noikeH coiepX aTh MOJCTPOYHBIE CCBUIKM Ha HCIOJIb30BAHHBIE HCTOUYHUKH
uHpopmanuu, opopmiieHHsie B coorBerctBuu ¢ ['OCT P 7.0.5-2008 «bubnuorpapudeckas
ccbuika. Ob1re TpeGoBaHUs U ITPaBUila COCTABICHUSD.

Crpanunpsl pedepata HyMEpyrTcs apaOCKUMH LU(ppaMu € COOJIOJCHHEM CKBO3HOM
HyMepaluu 1o BceMy TekcTy. Homep crpaHMibl mpoOCTaBisieTCsl MO LEHTPY BEPXHEro IoJis
CTpaHUIIBI.

3amurta pedepara OCYIIECTBISETCS Ha NPAKTHUYECKOM 3aHATHH, BO3MOXKHO C
MCII0JIb30BaHUEM NPE3EHTALIUU.

Tecmut 013 camonpogepku:
Pazoen 1. Cywgnocmo u ocobennocmu KOHQUOEHUUATbHO20 0e10NPOU3BO0CHEA

1. Kakoii 1OKyMeHT omnpesessieT nepeueHb CBEACHNUN, COCTABISIIOIMX TOCY1apCTBEHHYIO
TaliHy?

a) ITocranosnenue IlpaButensctBa P® ot 11.02.2008 Ne 138 «O mepeuHe cBeaeHHUH,
OTHECEHHBIX K FOCYIapCTBEHHO! TaillHEY;

0) Yka3 IIpesunenta PO ot 30.11.1995 Ne 1203 «O06 yTBep:kKIeHUH ME€PEUHs CBEACHUM,
OTHECEHHBIX K T'OCYJapCTBEHHOMN TaillHE;

B) [locranoBnenue IlpaBurensctBa PO ot 23.11.1996 Ne 18 «O0 yTBEp:k/I€HNHU NEpEUHs
CBEJICHM, COCTABIISAIOLIUX IOCYAAPCTBEHHYIO TalHY»;

r) Yka3 Ilpesunenta PO ot 11.02.2006 Ne 90 «O mepeuHe cBeaeHHH, OTHECEHHBIX K
rOCYIapCTBEHHOW TAHEY.

2. Kakue cBesieHUs COCTABISAIOT IOCYIapCTBEHHYIO TaitHy?

a) CBeJIeHUS B 00J1aCTH HIKOHOMUKH, HAYKH U TEXHUKHU;

0) cBelleHUsI B BOGHHOM 00J1acTH;

B) CBEICHUS B 00JIaCTH BHYTPUIKOHOMHYECKOH JEATEeIbHOCTH TOCY1apCTBa;

I) CBEJCHHUS B 00JIaCTH pa3BelbIBaTENIbHOM, KOHTPpPa3BeAbIBATEIbHON M OINEPATUBHO-
PO3BICKHOM AESTEIBbHOCTH;

1) CBE/IEHUS B 00J1aCTH HAYKH, U300pETEeHUH U MOJIE3HBIX 00pa3LlOB TEXHUKH;

€) CBe/IeHUS B 00JIaCTH BHEIIHEH MOJMTUKU U SKOHOMHKH;

3. Kak ®epepanbubiii 3akoH oT 27.07.2006 Ne 149-®3 «O6 wunHopmamu,
WH(OOPMAIIMOHHBIX ~TEXHOJIOTHSX M O 3aluTe HHQOpMamuM» ONpeneNsieT IOHSTHE
«KOH(UICHIIUATILHOCTH HH(MOPMAITUN»?



a) o0s3aTenbHOE TSI COOIOIEHHS ONIEPATOPOM WIIM MHBIM JIUIIOM, TTOJTyIHBIIHM JOCTYII
K MHpOpManuu, TpeOOBaHHE HE JOIYCKAaTh €€ pacHpocTpaHeHus 0e3 coriacus CyObeKTa iU
HAJIMYMS UHOTO 3aKOHHOT'O OCHOBAHUS;

0) O3HAaKOMJIGHHE ONPEACICHHBIX JIUI C KOH(QHUACHIMATbHONH HH(OpMAIME, TOIBKO C
coryacusi ee oOjanmaTens WIM HAa MHOM 3aKOHHOM OCHOBAaHUHM TPH YCJIOBUH COXPaHEHUS
KOH(UACHIIMATBHOCTH 3TOM HHPOPMAIIH;

B) NPaBOBBIC, OPraHU3AIIMOHHBIC, TEXHUYECKHE W HMHbIC MPUHUMAaeMble obOiazareneMm
uH(pOpPMAIMU MEPEHI IO €€ OXPaHe;

r) oO0s3aTenbHOE JUIS BBINOJIHEHHS JIMIIOM, IOJYYUBIIUM JOCTYI K OIpPEAEICHHON
uHpopmanuu, TpeOOBaHNE HE MepeaBaTh TaKylo HH(GOPMAIMIO TPETHUM JIUIaM 0e3 Coryiacus ee
oOnagarens.

4. Kakoil TOKyMEHT orpeaeisieT BUaAbl KOHQHICHINATbHOW nHpopManun?

a) [locranoBnenue [IpaButensctBa PO ot 11.02.1997 No 118 «O06 yTrBepKIaeHUH BUIOB
KOH(pHICHIIMAIbHON HH(DOpMaIUn»;

0) Yka3 Ilpesugenta PO ot 06.03.1997 Ne 188 «O6 yrBepknenuu Ilepeuns cBeneHuit
KOH(UICHIIMATLHOTO XapaKTepay;

B) Ilocranosnenue IlpaButensctBa P® or 11.02.2006 «OO6 yrBepkaenuu Ilepeuns
CBe/ICHUI KOH(UACHIIMATLHOTO XapaKTepay;

r) Yka3 IIpesunenta PO ot 23.11.2006 «O Bumax mHpopManmu KOHPHICHIMATIHLHOTO
XapakTepay.

5. Kakasg cocrapismomas OTIMYaeT KOH(UACHIUAIBLHOE JeNONPOU3BOACTBO  OT
OTKPBITOT'O JIEJIONPOU3BOACTBA?

a) 3alIMTa cojiepkaiieiics B KOHQHUISHIMAIbHBIX JOKYMEHTaX HH(OpMAIUH;

0) J1OKyMEHTHpPOBaHKUE KOH(PHIEHIIMATBHON HH(OpMALIUH;

B) opraHu3aiusi paboThl ¢ KOHPUACHITHATHHBIMU JIOKYMEHTAMU,
T') perucTpanusi KOHQUIECHIIUATBHBIX JTJOKYMEHTOB.

6. Kakume HOpMaTHBHBIE JOKYMEHTHl YCTAaHABIMBAIOT E€IUHBIA MOPAJOK CO3/JaHUS,
00pabOTKH, XpaHEHUS U UCTIOJIb30BaHUS KOH(UIEHIINAIBHBIX TOKYMEHTOB B OpraHU3auu?

a) CIMCOK pabOTHUKOB OpraHU3alMy, UMEIOIUX MPaBO JOCTyNa K KOH(UIEHIHATbHBIM
JIOKyMEHTaM;

0) mepedeHb HEPETUCTPUPYEMBIX JOKYMEHTOB;

B) MHCTPYKIIUS O MOpsAIKE pabOThI C KOH(PUIEHIUAIBHBIMHI IOKYMEHTAMU;

T) IepevdeHb JOKYMEHTOB, COAepKaIuX HHGOPMAIHIO KOH(DUICHIIUATEHOTO XapaKTepa;

1) HHCTPYKIIHSI TIO JIETONPOU3BO/ICTBY;

€) nepeueHb BUJ0B HH(OpMaK KOH(DUIEHIINAILHOTO XapaKTepa;

) IepeveHb YHU(PHUIIMPOBAHHBIX POPM KOHPHIEHIIMATIBHBIX JJOKYMEHTOB.

7. B COOTBETCTBHHM C KaKUMH CHEIHAIbHBIMU JOKYMEHTaMH JEHCTBYeT ciyx0a
KOH(UICHIIMATEHOTO JISIONPOU3BOICTBA?

a) TIOJIO’KEHHE O CITY)0e KOH(UIECHITNATHLHOTO JASIONPOU3BOICTBRA;

0) UHCTPYKITUS O TIOPAJIKE pabOThI ¢ KOH(UICHIIMATLHBIMU JOKYMEHTAMHU;

B) JOJDKHOCTHBIC HHCTPYKITUN PAOOTHUKOB;

T') IpaBUJIa BHYTPEHHETO TPYOBOTO PACTIOPSIKA.
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8. I'me 1oKHBI XpaHUTHCS 3alacHbIC OJK3EMIUIAPHl KJIOYEH OT MNOMENICHUN
KOH(UICHIIMATLHOTO JCJONMPOU3BOJICTBA, PACIANIHBIX METAJUIMYECKUX PEHIeTOK Ha OKHaXx,
ceiidoB u mkagpo?

a) B KaOMHETE y PYKOBOJUTEIIS OPraHU3aluu;

0) B OIlEYaTaHHBIX HOMEPHOH TIeYaThI0 MEHAJaX WM KOHBEPTax TNOJpa3aCICHUS
KOH(HICHIIHATHHOTO JISIOIPOU3BOJICTBA WIIH B CITY)KOE O€30MaCHOCTH.

B) B OIICUATAHHBIX TICHAJIAaX MM KOHBEPTaX Ha BaxTe;

T) B ceiidpe B Oyxrajrepum.

9. Kak odopmisercss paspemieHne Ha JOCTyH K IOCTYNMUBIIUM WM HW3JaHHBIM
KOH(HICHIIMATBHBIM TOKyMEHTaM?

a) Ha 00OPOTHOM CTOPOHE JOKYMEHTA B BUJIE€ LITAMIIA;

0) B BHJIE «OTMETKH O JOCTYIE K TOKYMEHTY»;

B) B BUJIE «IpH(a COTTIaCOBAHUSY;

r) B popme pe3osonun Ha JOKYMEHTE.

Pazoen 2. Opzanuzayus KOHQUOEeHUUATLHO20 OOKYMEHMO0O0poma

1. KakoBa ocHOBHasl Li€JIb y4eTa KOH(UICHIIMAIBHBIX JOKYMEHTOB?

a) perucrpanus KOHQHUIECHIHAIbHBIX JOKYMEHTOB;

0) obOecrieueHne (DU3MUECKON COXPAHHOCTH, KOMIUIGKTHOCTH ¥ II€JIOCTHOCTH
KOH(UICHIIMATLHBIX JIOKYMCHTOB;

B) o0ecrieueHre NOIMHHOCTH KOH(PHUIEHITUAIBHBIX TJOKYMEHTOB;

r) hopMupoBaHue KOH(PUIEHITNATBHBIX JOKYMEHTOB B JIeJa.

2. I'me mpocraBisieTcsl WTaMIl ¢ yKa3aHMEM Y4YETHOIO HOMEpa M KOJMYECTBA JINCTOB
KOH(HIEHIIUATBHBIX JJOKYMEHTOB?

a) B BEpXHEM IIPaBOM YTJy KaKJOT0 JIUCTa TOKYMEHTA;

0) B BEpXHEM JIEBOM YTy KaXJ0I'0 JIMCTa JOKYMEHTA;

B) B BEPXHEM IPaBOM YTy TOJIbKO MEPBOTO JIUCTA TOKYMEHTA;

') B BEPXHEM JIEBOM YTy TOJBKO IEPBOIO JIMCTA JOKYMEHTA.

3. Kakas wundopmaius yka3plBaeTcsi Ha OO0JIOKKaxX pabodmx U CTEHOrpaduyecKux
TeTpaaeu?

a) rpu¢ KOH(PUIEHINATBHOCTH, (PaMUIHS U MTHULUAIIBI HCIIOTHUTEINS, CPOK XPaHEHUS;

0) rtpud KOHPUIACHIUATHLHOCTH, KOJUYECTBO JIUCTOB, (amMuwinsd ¢ WHUALHAAIBI
WCIIOJTHUTEIIS;

B) BUJ HOCUTENS, TpU( KOHGUICHIMATEHOCTH, KOJIMYECTBO JIUCTOB;

I') BUJ HOcUTENsI, rpu( KOH(UISHIINATbHOCTH, (PaMUIIHS U MHUIHAIBI UCTIOJIHUTESL.

4. 1o Hayasa COCTaBJIEHHsI TeKCTa KOH(UACHIINATLHOTO JOKYMEHTA TPOBOJAUTCS
orepanus:

a) perucTpanuu KOH(QpUICHINATBHOTO TOKYMEHTA;

0) perucTpaluy HOCUTENS KOHPUIEHIMATbHON NH(POpMAIUY;

B) PETHCTpPAIMH MAKeTa MMOCTYIUBIIETO JOKYMEHTA;

T') COTJIaCOBaHME TEKCTa KOH(UICHIINATHLHOTO JOKYMEHTA.



5. Ecnu KoHUIeHINATBHBIA JOKYMEHT IIeYaTaeTcsl C YePHOBHKA, Kakast HHPOPMAIH
yKa3bIBAETCs HAa TIEPBOM JIHCTE YEPHOBUKA?

a) KOJINYECTBO HEOOXOAMMBIX 3K3EMIUIIPOB MPOEKTA JOKYMEHTA, KOJHMYECTBO JINCTOB
YEepPHOBHUKA;

0) KOJIMYECTBO JIMCTOB YSPHOBHKA, (DaMIIIUS HCIIOTHUTEIIS;

B) KOJIMYECTBO HEOOXOANMBIX IK3EMILISIPOB IPOEKTA TOKYMEHTA, (haMUIns
UCTIOJTHUTEJIS;

T') KOJIMYECTBO HEOOXOAMMBIX HK3EMILISIPOB MIPOEKTA TOKYMEHTA, (haMHIHS UCTIOTHHUTES,
KOJIMYECTBO JIMCTOB YEPHOBHKA.

6. I'ne mpocTaBinsieTcs yueTHbIH HoMep U Ipu¢ KOH(DUICHINATBHOCTH Ha MIPOCKTE
KOH(HICHIIMATIHLHOTO JTIOKyMeHTa?

a) Ha Ka)XX/JIOM JIICTE KaKIO0TO IK3EMILIIPA MPOEKTa JOKYMEHTA;

0) TOJILKO Ha MEPBOM JIUCTE POEKTA JOKYMEHTA B ONPEACICHHOM JUIS 3TOTO PEKBU3HUTA
MecTe;

B) Ha BCEX JIUCTAX MPOEKTA JOKYMEHTa B JIEBOM HM)KHEM YTIIy JIMLIEBOW CTOPOHBI;

T') Ha BCEX JICTaX MPOEKTa JOKYMEHTA B IIPABOM BEPXHEM YTITy JIULEBOH CTOPOHBI.

7. C xakoii onepanuy HauuHAETCsl paboTa ¢ TOCTYMUBIIMMHU B OPTaHU3AIHIO
KOH(HICHIIMATHHBIMHI JOKYMEHTAMU ?

a) y4eT MaKeTOB MMOCTYNUBIINX JOKYMEHTOB;

0) yueT HocuTenel nHpopMaluu;

B) BBO/J] PETUCTPALIMOHHBIX JAHHBIX B aBTOMATU3MPOBAHHYIO WIH TPAJUIIMOHHYIO
CHCTEMY yUeTa;

I') IpOCTaBJIeHNE HA JJOKYMEHTE Ipuda KOHPHUIESHINATLHOCTH.

8. I'’1e mpocTaBIAIOTCS yIeTHBIE HOMEpa Ha TeKCTOBBIX JOKYMEHTaX BBIJICIIEHHOTO
XpaHeHus?

a) B BEpXHEM IIPaBOM YTITy OOJI0XKKH;

0) B BEpXHEM JIEBOM YTIIy OOJIOKKH;

B) B BEPXHEM JIEBOM YTIIy Ka)KJOT'0 JINCTA JOKYMEHTA;

I') B HDKHEM ITPaBOM YTy OOJIOXKKH.

9. I'ne mpocTaBinsieTcs yueTHbIH HOMep, IPUCBOSHHBIN KON KOH(UACHIIUATBEHOTO
JIOKyMeHTa?

a) Ha IEPBOM JINCTE KOITUH MOCepeIMHE HIKHETO ToJIs ¢ 100aBiieHneM ab0peBHaTypbl
rpuda KoHpUIEHIINAIBHOCTH;

0) Ha MIEpBOM JIMCTE KOMHH B MPAaBOM HUYKHEM YTITy ¢ Jo0aBiIeHreM ab0peBUaTypsl
rpuda KoH(pUIEHINAIBHOCTH;

B) Ha BCEX JINCTaX KOMMHU B MIPABOM HIDKHEM YTy ¢ 1o0aBieHrneM abOpeBuarypsl rpuga
KOH(HIEHIIMATLHOCTH;

I') Ha BCEX JIMCTaX KOMUH MOCEepeIuHe HUKHETO OIS ¢ 100aBIeHneM ab0peBuaTypbl
rpuda KoHUIECHITNATBHOCTH.

10. Ykaxxute MecTopacmnoioxkeHue rpruda orpaHuueHus JOCTYIa K TOKYMEHTY.
a) B HWYKHEM JIEBOM YTy TMIEPBOTO JIUCTA IOKYMEHTA,
0) B BEpXHEM JIEBOM YTJy MEPBOTO JUCTA TOKYMEHTA,



B) B HIDKHEM ITPABOM YTJIy IIEPBOTO JIMCTA JOKYMEHTA;
') B BEpXHEM IIPaBOM YTJIy IEPBOIO JUCTA JOKYMEHTA.

11. K kakoM JOKyMEHTE CONEPKUTCS WH(GOpMANUS O MOPSJOK MPUCBOCHUS M CHITHS
rpuda orpaHUYEHUS JOCTYIA K KOH(PHISHITUAIBHBIM IOKyMEHTaM?

a) TIOJIOXKEHHE O CITYy)KOe KOH(DUACHIIMAILHOTO JIEJIONPOU3BO/ICTBA;

0) UHCTPYKIIUS O TIOPSAJIKE pabOThl C KOH(UICHIIMATLHBIMU JOKYMEHTAMHU;

B) JIOJUKHOCTHBIC HHCTPYKIIMU PaOOTHHKOB;

I') mepedyeHsb (CIUCOK) BUAOB HHGOPMAIMKM KOHPUICHIINAILHOTO XapaKTepa.

12. Kakuwe ponoigHHUTENbHbIE Tpadbl COACPKUT TAaONWYHAS YaCTh HOMEHKJIATYPbI
KOH(HICHIIMATIBHBIX Je?

a) HOMep 110 MOPSJIKY;

0) rpud KOH(DUICHIIMATILHOCTH JICIIa;

B) BUJ MH(GOPMAIMK OTPAaHUYEHHOTO JIOCTYIA, COAEpIKaIlecs B Iele;

') HAMMEHOBAHUE MOPA3ACICHUS, KOTOPOMY IPEIOCTABISACTCS AE0;

1) OTMETKHU O JIBMKEHHU Jienia (apXHUBHBIN mudp, HOMEp | jJaTa akTa 00 YHUYTOKCHHH,
OTMETKH 00 OTIIPaBIICHUH);

€) KOJIMYECTBO JICTOB B JIEJIE;

) CPOK XpaHEHUSI 1 HOMEpa CTaTeH 10 MepPeyuHIo;

3) Iepuo]] KOH(OUACHINAILHOCTH JIea.

13. Cneunguueckoil cocrapisromeil KOH(QUIEHINAIBHOTO Jeia SIBIISETCS:
a) BHYTPEHHSS ONUCH JIOKyMEHTOB;

0) CIMCOK COTPYIHUKOB, IOMYLICHHBIX K JEIy;

B) 3aBepUTENIbHAs HAJIKCh JeTa;

I') CIUCOK OTBETCTBEHHBIX MCIIOTHUTENEH.

14. I1pu BbIIaue KOHPUIAEHIIMATBLHOTO JeJia COTPYIHUKY OpraHu3alluu JeIaeTcsa OTMETKa

a) KapTOYKe yueTa BbIIauM JIeNa;

0) KapTOuKe y4yeTa pa3perieHui;

B) KapTOUKe y4eTa BblJJaul JIOKyMEHTOB;
') BHyTpEeHHEH onucH Jena.

15. Kakum gokymeHTOM oopmiisieTcss mpoleaypa yHUYTOXKEHHUS KOH(UISHIMATbHBIX
JIOKYMEHTOB, JIe]1 U HocuTesnei nudopmanun?

a) CBUJICTEIILCTBOM 00 YHHUTOKCHUH;

0) cripaBKoif 00 YHUUTOXKEHUH;

B) IIPOTOKOJIOM O XOJ1€ YHUUTOKEHUS;

I') aKTOM 00 YHUYTOKEHHH.

16. KakoBa neproAMYHOCTb MTPOBEECHUS IPOBEPOK HATHUNS KOH(PUACHINATbHBIX
JIOKYMEHTOB?

a) HE pexe OJJHOTO pasa B MOJIroJ1a;

0) HE peXe OJTHOTO pa3a B TOI;

B) HE peXe OIHOrO pa3a B TpH rofia;



T') HE peXe OJJHOTO pa3a B IATh JIET.

17. B KxakoM JOKYMEHTE OTPAXKAIOTCS PEe3yIbTaThl IPOU3BEICHHBIX MPOBEPOK
MPABUJILHOCTH MIPOCTABJICHHSI OTMETOK O PETHCTPAINH U JBUKCHUH KOH(U ICHITUATBHBIX
JIOKYMEHTOB, JIeJI, HOCUTENECH 1 X (PaKTUIECKOTO HATHYIHs?

a) B aKTe;

0) B MPOTOKOJIC;

B) B PCIICHUH;

T') B IPUKa3e.



I[MPUJIOXXEHUE 2

OIIeHO‘lHLIe cpeacrea Jid MpoOBEACHUSA l'[pOMe)KyTO‘lHOﬁ aTTeCTallumn

a) Ilnannpyembie pe3yibTaThl 00y4eHHUs] M OLlCHOYHbIE CPEACTBA [JIsl IPOBeeHHUS
NPOMEKYTOYHOM aTTecTALMHU:

Kon
WHIUKAaTOpa

WNHnukaTop AOCTHKEHUS
KOMIIETEHIINHA

O1neHOYHBIC CPEACTBA

YK-11 Cniocoben popmMupoBaTh HETEPIUMOE OTHOIIIEHHUE K KOPPYIIIMOHHOMY TIOBEICHHUIO

YK-11.1

Onpenensier KpyT
KOPPYIIIMOHHBIX PUCKOB
B paMKax IIOCTABJIICHHOU
ueJd M Ipejlaraer
CIOCOOBl UX YCTpaHEHUs,
OLIEHUBAET C IO3ULUH
AHTUKOPPYIILIUOHHOTO

3aKOHOJaTC/IbCTBA

Tecmut 0nsa camonposepku:

1. Kakoil JOKyMEHT OmpenessieT MepeueHb
CBEJICHUW,  COCTABJISIIOLIMX  T'OCYIAapCTBEHHYIO
Tainy?

a) Ilocranosnenue IlpaButenbctBa PD ot
11.02.2008 Ne 138 «O mepeuHe CBEACHUH,
OTHECEHHBIX K TOCYJapCTBEHHOM TaillHE»;

0) Yka3 IIpesunenta PO ot 30.11.1995 Ne
1203 «O6 yTBepkAECHUM TEpPEUHs CBEACHMUIA,
OTHECEHHBIX K I'OCYJJapCTBEHHOHN TalHE;

B) IlocranoBnenne IlpaButensctBa PD ot

23.11.1996 Ne 18 «OO yTBepKIEHUH IEpPEeUHs
CBE/IEHUH,  COCTaBISIOUIMX  TOCYIApCTBEHHYIO
TalHYy»;

r) Yka3 Ilpesunenta P® ot 11.02.2006 Ne

90 «O mepeyHe CBeIEHUN, OTHECEHHBIX K
roCyAapCTBEHHOU TaliHE».
2. Kaxkne CBEJICHUS COCTAaBJISIFOT

rOCyJapCTBEHHYIO TaliHy?

a) CBeJIeHUs B 00J1aCTH IKOHOMUKH, HAYKU U
TEXHUKH;

0) cBeleHMsI B BOGHHOM 001acTH;

B) CBEJICHUS B obnactu
BHYTPHUIKOHOMHYECKOM JEATEeIbHOCTH
rocy/1apcTBa;

') CBEJICHHUS B 00JIACTH pa3BeJIbIBATCIHLHOM,
KOHTpPpa3BeIbIBaTeIbHOM u OTepaTHBHO-

PO3BICKHOM JEATEIbHOCTH;

1) CBEZICHUs B 00J1aCTH HAyKH, H300peTeHUI
¥ TIOJIE3HBIX 00PA3IOB TEXHHUKH,

€) CBEJCHUS B 00JIACTH BHENTHEH MOJIMTUKH
Y SKOHOMUKH;

3. Kak ®enepanbnblil 3akoH ot 27.07.2006
Ne 149-®3 «O6 undpopmanuu, “HGOPMAITMOHHBIX
TEXHOJIOTHUSIX M O  3amure  HHQOpMaIum»
ompenensieT  TOHATHE  «KOH(PHUICHIHMAIHLHOCTD
uHpopManun»?

a) o0s13arenpHOE TUTS COOIrOIeHUSA
OMepaTopoM WM WHBIM JIMIOM, MOJYyYUBIIUM
JOCTYIl K mH(popMmaluu, TpeboBaHUE HE JOMYCKATh
ee pacmpocTpaHeHusi 0e3 corjacusi CyObeKTa WU




Kon
WHAUKATOpPa

Nuaukarop qocTHxReHUst
KOMIIETEHIINU

OneHouHble CpecTBa

HAJIMYHUS MHOT'O 3aKOHHOT'O OCHOBAHUS;

0) O3HAKOMJICHHE OIPEIEICHHBIX JIHI[ C
KOH(UACHIMATbHOW HWHpOpMAIMEH, TOJBKO C
corjacusi ee obnajmarens WM HAa WHOM 3aKOHHOM

OCHOBaHUH npH YCIIOBHH COXpaHCHHMS
KOH(UICHIIMATLHOCTH YTOH MHPOpMAITUH;
B) IIPaBOBBHIC, OpraHHM3aIMOHHBIC,

TEXHUYECKHE M WHBbIC NPUHUMAaeMble 00JagaTeneM
nH(pOpPMaLIUU MEPHI 110 €€ OXPaHE;

r) 00s3aTeNbHOE JJIsl BBINOJIHEHUS JIUIIOM,
MOJIYYHBIIUM JOCTYI K orpeaeNneHHON
uH(popmanuu, TpeOOBaHME HE IEpeaaBaTh TaKYIO
uH(pOpMaLIMIO TPEeThUM JHUIAM 0e3 corjacus ee
obnanares.

4. Kakoil JOKYMEHT OIpeneisieT BUIBI
KOH(UICHIMATBEHOW nH)OopMannun?

a) Ilocranosnenue IlpaButenbctBa PD ot
11.02.1997 Ne 118 «OO06 yTBEepX IACHUU BHUIOB
KOH(pUICHIMAIbHON HH(DOpMAITUNY;

0) Yka3 IIpesunenta PO ot 06.03.1997 Ne
188 «O6 yrBepxknenun llepeunss cBeneHuit
KOH(HICHIIMATHHOTO XapaKTepay;

B) Ilocranosnenue IlpaBurensctBa PO ot
11.02.2006 «O6 ytBepxkaenuu Ilepeuns cBeneHwmit
KOH(HIEHIIMATIBHOTO XapaKTepay;

r) Yka3 Ilpesunenta PO or 23.11.2006 «O
BUJAX uH(popMaIuu KOH(HIEHIIMATIBLHOTO
XapakTepay.

5. Kakas  cocraBustomas — OTIMYaeT
KOH(UICHIIMATIBHOE JIEJIONIPOU3BOJICTBO oT
OTKPBITOT'O JEJIONPOU3BOACTBA?

a) 3aIuTa coJiepxKaIiencs B
KOH(HIEHIIMATIbHBIX JOKYMEHTaX HH(pOpMalny;

0) IOKYMEHTHpOBaHUE KOH(UIAECHIIMAIBLHON
uHpOpMaINH;

B) OpraHu3anus paboThI c
KOH(HICHIINATIbHBIMHU JIOKYMEHTAMU;

r) perucTpanus KOH(UIEHIINATBbHBIX
JIOKYMEHTOB.

6. Kakume HOpMAaTWBHBIE  JTOKYMEHTBI
YCTAQHABIMBAIOT  €IWHBIA  TIOPSIIOK  CO3JaHMA,
00paboTKH, XpaHESHUS u WCTIOJTb30BAHMS
KOH(HICHIIMATBHBIX JJOKYMEHTOB B OpraHU3aluu?

a) CMUCOK  pabOTHUKOB OpraHu3aIui,
UMEIOIIMX TPaBO JOCTYMa K KOH(HUIECHIHAIbHBIM
JIOKyMEHTaM;

0) nepevyeHb HEPEruCTPUPYEMBIX
JIOKYMEHTOB;

B) HHCTPYKIHS O TOpsiAKe paboThl C
KOH(UJCHIIMATBHBIMA JOKYMEHTaMU;
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Kon
WHAUKATOpPa

Nuaukarop qocTHxReHUst
KOMIIETEHIINU

OneHouHble CpecTBa

I) MepeyeHb JOKYMEHTOB, COJAEpIKaIIUX
uHpOpMaLKIO KOHPHUISHIIMATHHOTO XapaKTepa;

1) MHCTPYKLIUS IO AETIONPOU3BOJICTBY;

e) IepeueHb BUJIOB uHpOopMauu
KOH(HIEHIIMATILHOI'O XapaKTepa;

K) TepedeHb YHU(PUUIUPOBAHHBIX (HOpM
KOH(HIEHIIMATIBHBIX JOKYMEHTOB.

7. B COOTBETCTBUU c KaKUMH
CHelMalbHBIMM JOKYMEHTaMM JAEHCTBYeT Ciryx0a
KOH(HICHIIMATIBHOTO ICTONPOU3BOICTBA?

a) MOJIOKEHUE 0 ciyxoe
KOH(HICHIINATIHHOTO JISTOIPOU3BO/ICTBA;

0) UHCTpYKIUS O TOpsAKe paboTel C
KOH(HICHIINATHHBIMHI TOKYMEHTAMHU;

B) IOJDKHOCTHBIE HHCTPYKIIMU PaOOTHHKOB;

I) IpaBWwia BHYTPEHHET0  TPYJIOBOTrO
pacropsiaka.

8. I'me MHOWKHBI XpaHUTHCA 3aracHbIC
HK3EMILISIPBI KITIH04en oT HOMEIIIEHU
KOH(HICHIINATHHOTO JIeTIOTIPOU3BO/ICTBA,
pachamiHblX METaUIMYEeCKUX pEIIeTOK Ha OKHaXx,
ceiipoB u mkados?

a) B KaOuHeTe y  PYKOBOAMTEINS
OpraHu3aImy,

0) B oOIEYaTaHHbBIX HOMEPHOW IeYaThio
neHajmax  WIM  KOHBEpTax  IMOJpa3JeieHust
KOH(HIEHIIMATIBHOTO  JIeJIONPOU3BOJCTBA WM B
ciry0e 6€30macHOCTH.

B) B ONEYaTaHHBIX MEHaJIaxX WM KOHBEpTax
Ha BaxTe;

r) B celipe B Oyxranrepuu.

9. Kak odopmusercs paspelieHue Ha
JOCTYIl K  MOCTYNMBIIUM MM  HM3JaHHBIM
KOH(HUICHIIMAIBHBIM JOKYMEHTaM?

a) Ha OOOpOTHOW CTOpPOHE JOKyMEHTa B
BUJIC IITAMIIa;

0) B BHIE «OTMETKH O JOCTyle K
JOKYMEHTY;

B) B BHJIE «TpHUda COTIacoBaHUI;

) B (hopme pe30ItoluU Ha TOKYMEHTE.
3aoanue

IIncbMEHHO OTBETUTH Ha CIEAYIOIINE BOIIPOCHI,
yKa3aB HaMMEHOBAHHE HOPMATUBHOI'O JOKYMEHTA,
TOYHYIO (POPMYIUPOBKY, MOITBEPKIAIOLIYIO
BBICKA3bIBAaHUE, HOMEP ITYHKTA U HOMEP CTATHHU:

. PaccmaTpuBaercs JIn 4YelIOBEK B KayecTBE
HOCHUTEJIA CBEJICHUH, COCTaBJISIOLINX
roCyJ1IapCTBEHHYIO TaiiHy?
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. Kaxoit MaKCHMaJTbHBII
paccekpeunBaHus CBEJICHUM,
roCyJ1IapCTBEHHYIO TaillHy?

. Kak wyacTto HeoOxoaMMmo mnepecMaTpuBaTh
MepeYHU CBEJICHHH, MO AJISKAIIX
3aCeKpeunBaHuIO?

. Kto HaJelIeH MpaBoOM
MepBOHAYAIILHO YCTaHOBJICHHBIX CPOKOB
3aCeKpeUrnBaHUs HOCHUTENCH CBEJICHUH,
COCTABJISIIOLIUX TOCY/IapCTBEHHYIO TaliHy?

. B kakux ciydasx HOCUTENIM CBEIECHUH,
COCTaBJISIIONIMX TOCYAApCTBEHHYIO TailHy, MOTYT
OBITh PACCEKPEYCHBI JI0 KMCTEUCHHUS CPOKOB HX
3aceKpeunBaHus?

. Ha xakue oTHOIIEHUS HE pacIpOCTpaHIETCA
neiictBue denepanbHoro 3akoHa «O MepCOHATBHBIX
HOAHHBIX»?

. Ha OCHOBE KaKuXx
OCYIIIECTBIISETCS o0paboTka
TAHHBIX?

. B kakux ciydasx cBeleHUS O CYOBEKTe
MEPCOHAJIBHBIX JAaHHBIX MOTYT OBITb B JIHO0OE
BpeMs HCKITFOYCHBI u3 00IIeTOCTYITHBIX
HMCTOYHHKOB MIEPCOHAIILHBIX JIAaHHBIX ?

. Yro MPEAnOonararoT JIEHCTBUS
00€3TMYMBAHUIO TTEPCOHAIBHBIX TAHHBIX ?

. Kto sBnsercs obnamarenem uHbopMaiuy,
COCTABJISIONIEH KOMMEPUYECKYIO TalHy?

. B kakux cinydasx u KoMy, oOiamarenb
uH(pOpMaIUK,  COCTABIISIONIEH  KOMMEPYECKYIO
TaifHy, 0053aH MPeNoCTaBUTh 3Ty HWHMOpMaluio?
Kax »T0 momkHO 66T 0popMITIEHO?

B kakux cnyyasx wuHpopmanus, COCTaBISIONIAS
KOMMEpPUYECKYI0 TailHy, oOyajgateneM KOTOpoi
SABJISIETCSL JPYro€ JIMLO, CYUTAETCS MOJIYYEHHOM
HE3aKOHHO?

CpPOK
COCTAaBJISIFOLIIUX

IMPpOJICHUA

IIPUHIUIIOB
IEpCOHAJIbHBIX

Io

YK-11.2

[Inanupyer peanusanuto

3a1ad B 30HE CBOEU
OTBECTCTBCHHOCTHU C
y4eToM UMEIOIINXCS

PECYpPCOB M OTPaHUYECHMUIA,
JEUCTBYIOLUX TPABOBBIX
HOPM
AHTUKOPPYIILIMOHHOTO
3aKOHO/IaTEIbCTBA

I/I3y‘-II/ITL CICAYIOIUC HOPMATUBHBIC JOKYMCHTBI:

. 3akoH oT 21 wurons 1993 r. Ne 5485-1 «O
rOCYJIapCTBEHHOM TaliHEY;

. Vka3 Ilpesunenta Poccuiickont @enepanuu
or 11 d¢espans 2006 . Ne 90 «O mnepeune

CBEJICHNI, OTHECEHHBIX K TOCYJapCTBEHHOM
TalHe»;

. ®enepanbHblil 3aK0H OT 27 nrons 2006 r. Ne
152-®3 «O nepcoHaTbHBIX TaHHBIXY;

o ®enepanbHbid 3ak0oH OT 29 urons 2004 r. No

98-®3 «O kKomMMepUecKoil TaifHe».
®denepanbHblil 3ak0oH oT 25.12.2008 N 273-
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@3 «O npoTUBOACHCTBUU KOPPYIILIUU»

PaccMoTpeTh OCHOBHBIE MTOHSTHS, UCIIOJIB3YEMBIC B
HOPMAaTUBHBIX JJOKYMEHTAX; MOJHOMOYHUS OPTaHOB
roCyJIapCTBEHHOM BJIACTH U JOJIKHOCTHBIX JIUI] B
00J1acTH OTHECEHUS CBEJICHUN K TOCYIapCTBEHHON
TalHE W WX 3aIUTHI; IEPEUYCHb CBEJCHUI,
COCTaBIISIFOLIMX TOCY/IapCTBEHHYIO TAMHY;
PEKBU3UTHI HOCUTEJIEH CBEICHUM, COCTABIISIOIINX
rOCyAapCTBEHHYIO TaillHY; MPUHIIUIIBI U YCIOBUS
00pabOTKM NEPCOHANIbHBIX JaHHBIX; paBa
CcyOBbeKTa MepCOHATBHBIX JAHHBIX; 00S3aHHOCTH
orieparopa npu cOope MepCOHAbHBIX TaHHBIX;
0COOEHHOCTH TIIPeIoCTaBIeHUs HHpOopMaIuu,
COCTABJISIOIIEH KOMMEPYECKYIO TaliHY.

Yka3zaTh IHNCHbMECHHO Ha3HAYCHUC KaXxXja0ro u3
YKa3aHHbIX HOPMATHUBHBIX TOKYMCHTOB.

[IK-2 CnocobGeH  OCyIIECTBIATH

OpraHu3auen

AOKYMCHTAITUOHHOC obecnieyeHne YIIpaBJICHUA

[K-2.1

Opranusyer u
perilaMeHTHpYyeT
JOKYMEHTHPOBaHUE
YIPaBJIEHYECKOU
NEeATEIbHOCTH B
OpraHu3alyu

Tecm ona camonposepku

1. KakoBa OCHOBHAast LIETb y4era
KOH(MUICHINATBHBIX JOKYMEHTOB?

a) perucTpaius KOHOUISHIIUATBHBIX TOKYMEHTOB;
0) oOecnieueHne  (PU3MUECKOW  COXPAHHOCTH,
KOMIUICKTHOCTH u L[EJIOCTHOCTHU
KOH(UICHIIMATBHBIX JOKYMEHTOB;

B) o0ecrnieyeHue MoUIMHHOCTU KOH(UICHIIMATbHBIX
JIOKYMEHTOB;

T) dhopmupoBanme KOH(PUACHITUATBHBIX
JIOKYMEHTOB B JiejIa.

2. TI'me mnpocraBisieTcs wmTamn C YyKa3aHHEM
YU4EeTHOTO  HOMEepa ©  KOJMYECTBA  JIUCTOB
KOH(UICHITMAEHBIX JOKYMEHTOB?

a) B BEpXHEM TMPaBOM YIIy KakIOro JKCTa
JIOKYMEHTA,;

0) B BepxXHEM JIEBOM YLy KaXJIOTro JIKCTa
JIOKYMEHTA,;

B) B BEpXHEM MPaBOM YTy TOJBKO MEPBOTO JIUCTA
JIOKYMEHTA,;

r) B BEpPXHEM JICBOM YTy TOJIKO MEPBOTO JIMCTa
JIOKYMEHTA.

3. Kakas nHpopmaius yka3pIBaeTCsl Ha 00JIOKKAX
pabouux u creHorpauIeckux Terpaaei?

a) rpud KOHPUIACHIUATBLHOCTH, (ammwms u
WHUIUMAB] HCTIOJTHUTEIS,, CPOK XPAHCHHUS,
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0) rpud KOHPUACHIMATHHOCTH, KOJIHYECTBO
JMCTOB, (DaMUIIKSL ¥ MHUIHAIIBI UCTIOJHUTEIS;

B) BHUJ HOCHUTENA, TI'pud KOHPUIECHIINATHLHOCTH,
KOJINYECTBO JIUCTOB;

r) BUA HOcUTeNs, Tpud KOHPUIECHIIUATHLHOCTH,
(dbaMuIHs 1 MHUITUATBI HCTIOJTHUTEIIS.

4. Jlo Hauana cOCTaBJICHUS TEKCTa
KOH(HICHIIMATHHOTO TOKyMEHTa MTPOBOIUTCS
orepanusi:

a) perucTpanuy KOH(PpUICHINATBHOTO TOKYMEHTA;
0) perucTpanuu HOCUTENSA KOH(MUICHIINATBLHON
uH(popMaLuu;

B) pEeruCTpaIiy MaKeTa MOCTYMUBIIETO T0KYMEHTA;
I') COTJIACOBaHUE TEKCTa KOH(UICHINAIBHOTO
JIOKYMEHTA.

5. Ecnu koHOUASHIIMATBHBIN TOKYMEHT Me4aTaeTcs
C YepHOBHKA, KaKkasi ”HGopMaIus yKa3blBaeTCs Ha
[IEPBOM JIMCTE YEPHOBHUKA?

a) KOJIMYECTBO HEOOXOAUMBIX IK3EMILISIPOB
MIPOEKTa JOKYMEHTa, KOJIMYECTBO JINCTOB
YEepHOBUKA;

0) KOJTMYECTBO JIMCTOB YEPHOBUKA, (haMIITUS
WCIIOJTHUTEIS,

B) KOJJMYECTBO HEOOXOIUMBIX IK3EMILISIPOB
MPOEKTa JOKYMEHTa, (paMUIus UCTIOTHUTEIS;

I') KOJIMYECTBO HEOOXOIUMBIX IK3EMILISIPOB
MpOeKTa JOKYMEeHTa, (paMuITusl UCTIOTHUTETS,
KOJIMYECTBO JIMCTOB YEPHOBHKA.

6. ['e mpocTaBnsercs yueTHbI HOMep U TpUd
KOH(HICHIIMATHHOCTH Ha MPOEKTE
KOH(MUIEHIINATBFHOTO TOKyMeHTa?

a) Ha KOKIOM JIMCTE KaXI0TO dK3eMILIIpa IPOEKTa
JIOKYMEHTA;

0) TOJIBKO Ha MEPBOM JIUCTE MPOEKTa JOKYMEHTA B
OTIPENIETIEHHOM JIJIsl 3TOTO PEKBU3UTA MECTE;

B) Ha BCEX JINCTaX MPOEKTa JOKYMEHTA B JIEBOM
HUKHEM YTJTy JUIIEBOW CTOPOHBI;

T') Ha BCEX JIMCTaX MPOEKTa JTOKYMEHTa B TIPAaBOM
BEPXHEM YTy JIMIEBOW CTOPOHBHI.

7. C kaxoii onepanuy HaunHaeTcs paboTta ¢
MOCTYHUBIIMMHU B OpTaHU3AIUIO
KOH(UICHIIMATLHBIMHA JOKYMEHTaMU?

a) y4eT MaKeTOB MOCTYMUBIINX JTOKYMEHTOB;

0) yueT HOcuTenel nHpopMaluu;

B) BBOJI PETUCTPALIMOHHBIX IAHHBIX B
ABTOMATH3MPOBAHHYIO WJIH TPATUIIHOHHYIO
CHCTEMY yUeTa;

I') MPOCTaBJICHUE Ha IOKYMEHTE rpuda
KOH(HICHIIMATHHOCTH.

8. I'me mpocTaBisitOTCS yYETHBIE HOMEpA Ha
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TEKCTOBBIX JOKYMEHTaX BbIJICJIEHHOI'O XpaHEHU?
a) B BEpXHEM IIPABOM YTy OOJIOKKH;

0) B BEpXHEM JICBOM YTJ1y OOJIOKKH;

B) B BEPXHEM JIEBOM YIUIy KaXJI0T'0 JINCTA
JIOKYMEHTa;

I') B HIDKHEM IIPABOM YTIIy OOJIOKKH.

9. I'ne mpocTaBiseTcsl y4eTHBIM HOMED,
MPUCBOCHHBIM KOIMH KOH(PHICHIIHATIHLHOTO
JIOKyMeHTa?

a) Ha MEePBOM JINCTE KOIHUH MTOCEPEIUHE HUKHETO
noJisi ¢ 1o6aBieHneM abOpeBuarypsl rpuda
KOH(UICHIIMATLHOCTH;

0) Ha EpPBOM JIUCTE KOMMU B IPABOM HUKHEM YTITy
¢ nobGaBieHnemM abopeBuarypsl rpuga
KOH(HIEHIIMATIbHOCTH;

B) Ha BCEX JINCTaX KOMHHU B TIPABOM HIKHEM YTITy C
nobaBneHneM abOopeBUaTypsbl rpuda
KOH(UICHIIMATLHOCTH;

I') Ha BCEX JIMCTaX KOIMHUM OCEPEIUHE HUKHETO
noJisi ¢ JobaBneHrneM abopeBuaTypsl rpuda
KOH(HIEHIIUATBHOCTH.

10.  Vkaxurte  MecTopacmnosioxxeHue  rpuda
OTPaHUYEHUs JI0CTYNA K JOKYMEHTY.

a) B HIDKHEM JIeBOM yIJy IIepBOro JIKCTa
JIOKYMEHTA;

0) B BepxHEM JIEBOM yIjiy [EpBOro JIKCTa
JIOKYMEHTA;

B) B HIKHEM TIIpaBOM yIJIy T[IE€PBOTO JIHCTa
JIOKYMEHTA;

r) B BEpPXHEM I[IpaBOM YLy [EpPBOro JIHCTa
JIOKYMEHTA.

11. K xkakoM JOKyMEHTE COJEep>KUTCS MHPOpMaus
O TOpSIOK TMPHUCBOGHHA U CHATUS TIpuda
OTpPaHWYEHHUSI JOCTyMa K KOHQHUIACHINAIHHBIM
JIOKyMeHTaMm?

a) TIOJIOKEHUE O CIyxk0e KOH(HICHIINAIBHOTO
JIeNIOTIPOU3BO/ICTBA;

0) HMHCTPYKUMS O  TMOpsaKe  paboTbl  C
KOH(HICHIIMATIBHBIMU JOKYMEHTAMU;

B) JIOJDKHOCTHBIE HHCTPYKIIMM paOOTHUKOB;

r) T1epeyeHb (CIUCOK) BHJIOB HHGPOpPMALUU
KOH(HICHIIMAIBHOTO XapaKTepa.

12. Kakue pomnoiHuTeNnbHBIE Tpadbl CONEPKUT
TabIMIHas 9acTh HOMEHKJIATYPHI
KOH(HICHIIMATIBHBIX JeJ1?

a) HOMep IO MOPAJIKY;

0) rpud KOH(PUICHIINATEHOCTH JIENa;

B) BHUA UWH(MOpPMAIMKU OTrPAaHUYCHHOTO JIOCTYIIA,
CcoEpKaIIEncs B JICIIE;

I) HauMMEHOBAHME MOJPA3JENEHUsl, KOTOPOMY
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MIPEIOCTABIIACTCS AETI0;

J) OTMETKH O JBWXCHHH Jefa (apXuBHBIA mudp,
HOMEp U JlaTa aKTa 00 YHHYTOKEHUHU, OTMETKH 00
OTIIPABJICHUH);

€) KOJIMYECTBO JIUCTOB B JIEJIE;

’K) CPOK XpaHEHUsI U HOMEpA CTaTel Mo NEPEUHIO;

3) nepuoa KOH(PUIEHIIMATBHOCTH Jea.

13. Creuuduueckoit COCTaBJISIONICH
KOH(UICHIMABHOTO JIeNa SABIISETCS:

a) BHYTPEHHSS OIUCH JIOKYMEHTOB;

0) CIIUCOK COTPYAHUKOB, JOMYIIEHHBIX K JEIY;

B) 3aBEpUTEIIbHAS HAJIIIUCH J1EN1a;

I') CIUCOK OTBETCTBEHHBIX MCIIOTHUTENEH.

14. Ilpm Bblmaye KOH(QUIACHIMAIBHOIO Jeia
COTPYIHUKY OPTaHU3AINH JIEIAeTCs OTMETKA B:

a) KapTOYKEe y4eTa BbIJJauM JIeNIa;

0) KapTOuKe yueTa pa3pelieHHit;

B) KapTOYKE y4eTa BBIAAUU JOKYMEHTOB;

') BHyTpEHHEH OIucH ena.

15. KakuMm 1OKyMEHTOM OQOpMIISIETCS IpoIeaypa
VHUUTOXKEHUSA KOH(PHUACHUIUATBHBIX JOKYMEHTOB,
Jien 1 Hocurened nadopmarumn?

a) CBUJIETENICTBOM 00 YHUUTOXKECHHH;

0) cripaBKOif 00 YHUUYTOKECHHH;

B) IPOTOKOJIOM O XO0J/i€¢ YHHUTOKEHUS;

') aKTOM 00 YHUUTOXEHHH.

16. KakoBa neproJuyHOCTh MPOBEAEHUS TPOBEPOK
HaJTU4Hs KOH(UIEHIIUATBHBIX TOKYMEHTOB?

a) He pexe OJJHOTO pa3a B MOJTO/a;

0) He peke OJTHOTO pasa B TOI;

B) HE PE’KEe OJHOIO pasa B TPU rOJia;

') HE peXe OJTHOTO pa3a B IATH JIET.

17. B xakoM IOKyMEHTE OTPaXKaloTCs pe3yabTaThl
MIPOU3BEICHHBIX MPOBEPOK MPABUIHLHOCTH
MIPOCTABJICHUSI OTMETOK O PETHCTPAINH U
JIBIYKCHUH KOH(DHICHITUATBHBIX JJOKYMEHTOB, T,
HOCHUTENEH U X (PAKTUIECKOTO HATTHYHS?

a) B aKTe;

0) B IpOTOKOIIE;

B) B pELICHUH;

I') B IPUKa3e.

[1K-2.2

Opranuzyer u
perIaMeHTHpYyET
JIOKYMEHTO000pOT B
OpraHu3aluu

3ananue «Komnnekc mep no 3auume
KoHuoenyuaivhou ungopmauuu.
Cmpykmypuasa opzanu3ayus
KOHQUOCHUUATIbHO20 0e]I0NPOU3B00CHIEA) '

1. CipoeKkTupoBaTh (CMOACIUPOBATH) KPYITHYIO
OpTraHM3aIHIo, ONPENCTUTh chepy AeATeNbHOCTH U
peraeMbie 3aa49H.

2. IlpencTaBuTh CBOM BapHaHT CTPYKTYPHOU
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OpraHu3aIiH CIy>KObl KOH(UIECHIINATBHOTO
JIeJIONPOU3BOJCTBA (pa3padoTaTh CTPYKTYpPY
OpraHU3alH U MM0Ka3aTh MECTO CITYkKObI
KOH(HICHIINATIHHOTO ICTONPOU3BOJICTBA B JAHHOM
cTpyKType). OnucaTth CTeeHb CaMOCTOSTEIIbHOCTH
CITyObI KOH(PHUICHIINATHHOTO JEIOTMPON3BOICTBA,
ee MOAYNHEHHOCTb.

3. OnpenenuTts T0MKHOCTHON M YUCIIEHHBIN COCTaB
PaOOTHHUKOB CITYObl KOH(PUACHIINATHHOTO
JIeJIOTIPOU3BO/ICTBA, C IEPEUUCICHUEM
JOJIKHOCTHBIX 00S3aHHOCTEH M0 Ka)10i
JOJDKHOCTH.

4. OnpenenuTh HOPMATUBHBIE AKThI, B TOM YHCIIE
JIOKaJIbHBIE, HA KOTOPHIX OCHOBBIBAETCS
opraHu3anus paboThl CIyKObI
KOH(HUICHIIMAILHOTO JISTIONPOU3BOJICTBA).

5. Onpenenutsb copeprkaHue mepeyHs (Crnucka)
BUI0B HH(POPMALIMU KOH(DUICHINAIBHOTO
XapakTtepa JiJIsl CIIPOSKTUPOBAHHOM OpraHU3aIiu.
[Tepeuenb opopMUTE B BHJIE TAOIHUIIHL.

6. Onpenenutsb copeprkaHue mepeyHs (Crucka)
JOKYMEHTOB, COJIEPKAIINUX UH(POPMAIIHIO
KOH(UICHIIMATBFHOTO XapaKTepa AJs
CIIPOEKTUPOBaHHOW opranusauuu. Ilepedens
0(pOpPMUTH B BUE TAOJIHUIIBI.

7. OnpenenuTh CIUCOK paOOTHUKOB OpraHu3allii,
MMEIOIIUX MPaBO JOCTYMAa K KOH(PUIEHITUATbHBIM
JOKYMEHTaM.

8. CocraButb u opopmuTts [lonoxxenue o ciayxoe
KOH(HICHIIHATIHFHOTO JIeTONPON3BOICTBA
3adanue «Homenxknamypa oeny:

1. CoctaBuTh 1 0()OPMUTH HOMEHKIIATYPY
KOH(MUICHIIMATBHBIX JeT A5 KOHKPETHON
OpraHu3aIny.

2. CocTaBUTh ¥ 0OPMHTH CIICAYIOIINE
JIOKYMEHTHI U3 CITUCKA, HEOOXOAMMBIEC Ha CTAIHU
0o(pOpMIICHHS U TIOJITOTOBKY KOH(MUACHIIUATHHBIX
JIeNT K Tiepeiade Ha apXUBHOE XpaHEHHE U TIPH
MIPOBE/ICHUH ITPOBEPOK HATUYHS
KOH(HICHIIMATBHBIX JeJT, TOKYMEHTOB M YUETHBIX
JKYpPHAIIOB:

1) cipaBKa-3aMeCTUTEh JOKYMEHTOB JIeJia;

2) 00105KKa KOH(PUICHIIMATBHOTO JIEIa;

3) BHYTPEHHSISI OMUCH TOKYMEHTOB JIeJa;

4) xapTouKa y4eTa BblJIaud KOH(PHUICHIIUATEHOTO
nena;

5) nmucT-3aBepuTeb JENa;

6) aKT O BBIJICTICHUH K YHUYTOKCHHUIO
KOH(MUICHIMATBHBIX e U IOKYMEHTOB;
7)akT O TpOBepKe KOH(DUIACHIMAIBHBIX eI,
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WHUKATOpa KOMITETCHITHH
JIOKYMEHTOB M YYETHBIX KYPHAJIOB
[1K-2.3 Opranusyer, 3ananue «Y4er KOH(DUICHITMATLHBIX JOKYMEHTOBY:
periiaMeHTUpyeT 1. O(l)OpMI/ITB OCHOBHBIC YUCTHBIC (bOpMI)I

ONEpPAaTUBHOE XPAHEHUE U
HCIIOJIb30BAaHUE
JIOKYMEHTOB B
OpraHu3alu

KOH(bI/II[eHLII/IaJIBHBIX JOKYMCHTOB, BCTPCUAIOIIUCCA

Ha BCEX CTaIusIX KOH(HICHIIHATHLHOTO
JOKYMEHTO000pOTa, U3 CIEAYIOUIETO CITUCKA!

1) sxypHan (kapTOuKa) ydera W3IaHHBIX
KOH(UICHITMATLHBIX pacnopsaAUTEeIbHBIX

JIOKYMEHTOB M TIPOTOKOJIOB (IO KaXJIOMYy BHIY
OT/IEIIBHO);

2) )KypHaJI y4eTa M3IaHHbIX KOH(PHICHIHATbHBIX
JIOKYMEHTOB;

3) peecTp  ydera  BPEMEHHO  IepeIaBaeMbIX
KOH(bI/II[CHIII/IaJH)HI)IX JOKYMCHTOB;,

4) xypHAT ydeTa HOCTYITUBIIIHX
KOH(UICHIIMALHBIX JOKYMEHTOB;

5) sxypHaJ ydera KOHPHICHIHAIBHBIX JTOKYMEHTOB
BBIACIICHHOI'O XpaHCHUS

6) kapTouka y4era BeIIaud KOH(PHUICHIINATBHOTO

JIOKyMEHTa (z1e71a);

7) xKypHa ydera KOIUPOBAHUSA
KOH(HUICHIIMAIBHBIX JTOKYMEHTOB;
8) mrTamr pa3perieHus Ha KOIMPOBaHUE

KOH(bI/IIleHHI/IaJ'IBHI)IX JOKYMECHTOB,;

9) kapTouka KOHTPOJIS UCIIOJTHEHUS
KOH(HIEHIIMATIBHOTO IOKYMEHTA.
2. CocTaBUTH u opopMUTH JIOKYMEHTBHI,

coJepxaiie KOHQHUAECHIMAIbHYI0 HH()OpMAIHIO,
MOJJIeKALIUE KOMMPOBAHUIO, C YKa3aHHEM BCEX
HEOOXO/MMBIX PEKBU3UTOB U OTMETOK, HAHOCHMBIX
Ha JIOKYMEHT B IPOLIECCe U3TOTOBJICHUS KONU, U
CcaMH DK3EMIULIPBl KONUN O3TUX JIOKYMEHTOB, C
YKa3aHHEeM BCEX HEOOXOAMMBIX pEKBU3UTOB U
OTMETOK.

Kondunennuanpupie JOKYMEHTH OGOPMUTH IS
CJIEIYIOIINX BUOB KOIIMPOBAHHUS:

1) W3roTOBIEHHE MAOMOJHUTENBHBIX 3K3EMIUISPOB
(THpaXkupoBaHME) KOH(HICHIIHATbHBIX
JIOKYMEHTOB;

2) cHatTME KONMUH C  KOH(UIEHIMAIbHBIX
JIOKYMEHTOB;

3) MpOM3BOJCTBO BBHIMHCOK M3 KOH(PHUICHIIMATBHBIX

JIOKYMEHTOB.

Ilepeyenb TeM M 3aJaHUI 1JI51 MOATOTOBKH K
IK3aMeHy:
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1. [Tousarue KOH(HICHIIMATTLHOTO
JIEIONTPOU3BOICTRA.

2. [Tpusnaku KOH(HICHIIMATTLHOTO
JIEJIONIPOU3BOICTRA.

3. CooTHomieHne KOH(PUIACHIIMAIBHOTO |
OTKPBITOTO JISIIOMPOU3BOICTBA.

4, O6menocrymnHas nHpopmanus u
nH(pOpMAIIKS OTPAHHYEHHOTO JTOCTYTIA.

5. CooTHoleHue uHpopmarun

OTPAaHUYEHHOTO JIOCTyla ¢ TOCYAapCTBEHHOM
TalHOM.

6. Knaccudukanus CBEJICHUI
KOH(HICHIIMATHLHOTO XapaKTepa IO OCHOBAHHUSM,
peyCMOTPEHHBIM JICUCTBYIOIIUM
3aKOHOJIATEIIHCTBOM.

7. CBeneHusi, COCTaBISAIONINE CIIYKEOHYIO
TalHYy.

8. [Topsimox oOparieHusi ¢ JOKyMEHTaMH,
COJIECpKAIUMHU CITy’)KEOHYIO UHpOPMAIIHIO
OrPaHUYCHHOTO PACIIPOCTPAHCHHUSI.

9. CBeicHHsI,  KOTOpPbIE  HE  MOTYT

OTHOCHUTBCSI K cCIy)keOHO# Taiine. ['pud «lms
CIIy’K€OHOT'0 MOJIb30BAHUS.

10. Csenenus, COCTAaBIISIOIIIE
KomMMepueckyto TaiiHy. I'pud «Kommepueckas
TalHa».

11. Meponpustus,  HanpaBlI€HHbIE  Ha
3aIIATY KOMMEPYECKON TalHBbI.

12. [lepcoHanbHble naHHBIE (CBEIEHHS O
rpaxaanax). CocTaB mepCcoOHaIbHBIX JaHHBIX.

13. Knaccudukanus NEPCOHAJIBHBIX
JTAaHHBIX.

14. ITomryuenune U obpaboTka

MEePCOHANIbHBIX JTaHHBIX. (OCHOBHBIE TpPeOOBaAHUS
pu 00paboTKe MEePCOHATBHBIX TAHHBIX.

15. [lepenaya  mepcOHANBHBIX  JAHHBIX.
Onpenenenue Kpyra JHI, HMMEIOUUX IPaBO
JIOCTYTIA K TIEPCOHATBHBIM JIaHHBIM.

16. CseneHus, COCTAaBIISIIOIINE TaliHy
CJICJICTBUS U CYJOIPOU3BOJICTBA.
17. Csenenus, CBSI3aHHBIC c

npodeccuoHaNbHON /1eATEeIbHOCThIO (BpayeOHas,
HOTapuaJlbHasA,  aJBOKATCKas  TalHa,  TalHa
MEPCINCKH, TeJ'Ie(i)OHHI)IX MEPETOBOPOB, MOYTOBBIX

OTIIpaBIICHUIH, TeserpapHbIX Win WHBIX
COOOIIIEHUT).
18. CBefieHHsT O CYIIHOCTH H300peTeHHS,

MOJIE3HOW MOJIENN WIM NPOMBIIIIEHHOTO o0Opasna
10 opunManbHOM MyONIrMKanuy HHQOPMAIHH O HUX.
19. BapuaHTBl CTpyKTypHOW OpraHu3anuu




Kon WNHpukaTop gocTukeHus
OneHouHble CpecTBa
WH/IMKAaTOpa KOMIIETEHIIH

KOH(HICHIIMAIBHOTO JISJIOMPOU3BOJICTBA.

20. 3amaun W QyHKUOMW, TpaBa U
OTBETCTBEHHOCTb  CIYXObl ~KOH(HICHIIMATHHOTO
JIeTTOTIPOU3BO/ICTBA.

21. JlokanpHblE ~ HOpPMAaTHBHBIC aKTHhI,
yCTaHaBJIMBAIOIIE HOPSIIOK paboThI c
KOH(HICHIIHATHHBIMHU IOKYMEHTAMHU.

22. Pexxum COXPaHHOCTH

KOH(HICHIIMAIBHBIX JJOKYMEHTOB.
OTBETCTBEHHOCTH 3a pa3TilallicHUue CBEACHUMN

KOH(UICHIIMATLHOTO XapaKTepa

Ilepeuens mem u 3a0anuii 0151 NOO20MOBKU K IKIAMEHY:

[ToHsiTHE KOH(UAECHIUAIBHOTO AEIONPOU3BOICTBA.

[TpusHaky KOHQUAEHIMATIBLHOTO JEIONPOU3BO/ICTBA.

CooTHoleHrne KOH(PUIECHIIUATBHOTO U OTKPBITOTO JAEJIONPOU3BOICTBA.
OobmenocrynHas nHGOpManus 1 HHGHOPMAIIHs OTPAHUICHHOTO JOCTYTIA.
CooTHoleHrne HHPOPMAILUN OTPaHUYEHHOTO JIOCTYIA C FOCYJapCTBEHHOM TaliHOM.
Knaccudpukanusa cBeneHul KOHQHUACHLIMAILHOIO XapakTepa II0 OCHOBAHMSM,
IIPEyCMOTPEHHBIM JIEHCTBYIOIINM 3aKOHOJATEIECTBOM.

7. CseneHwusi, COCTaBISAIONINE CIY>KEOHYIO TaliHY.

8. Ilopsaok oOpamieHuss ¢ AOKYMEHTaMM, COAEPXKALIMMU CIYKeOHYI0 HMH(pOpMAaINIO
OTPaHUYEHHOT0 PAaCIPOCTPaHEHUSI.

9. CseneHusi, KOTOpble HE MOTYT OTHOCUTBbCS K cCiyxeOHoW TaitHe. ['pud «/lns
CITY»K€OHOTO TIOJIb30BAHUS».

10. Csenenus, cocTaBistone kommepueckyto Tailny. I'pud «Kommepueckas taitHay.

11. MepornpusTHs, HallpaBJI€HHbIE HA 3aLIUTY KOMMEPUYECKOMN TalHBbI.

12. TlepconanbHble JaHHbIE (CBeEeHUS O rpaxkaaHax). CocTtaB NepCOHANbHBIX JaHHBIX.

13. Knaccudukaius nmepcoHaTbHBIX TaHHBIX.

14. Tlonydyenue u 0OpabOTKa NEPCOHANBHBIX JaHHBIX. OCHOBHBIE TpPEOOBaHMS IPH
00paboTKe EPCOHATBHBIX JTAHHBIX.

15. Ilepenaua mnepcoHalmbHBIX JaHHBIX. OmnpeneneHue Kpyra JHML, MMEIOUIMX MPaBoO
JOCTyTa K MePCOHATBHBIM JaHHBIM.

16. Ceenenus, COCTaBISIONINE TalHY CIEICTBHUS U CYJOIPOU3BO/ICTBA.

17. CBeneHusi, cBs3aHHBIE C TNPOPECCHOHANBHON JAESITEIbHOCTHIO (BpaueOHas,
HOTapuaibHas, aJBOKATCKas TallHa, TaifHa MEpenucKy, TeIepOHHBIX MEPEroBOPOB, MOYTOBBIX
OTIIpaBJICHUM, TeerpadHbIX UM UHBIX COOOIIEHUN).

18. CBeneHus O CyHIIHOCTH M300peTeHHMs, IMOJIE3HOM MOJENM WIM HPOMBIIIJICHHOTO
obpasma 10 opuImaabHON MyOJIUKaAIMy HH()OpMAITUU O HHX.

19. BapuaHThI CTPYKTYpHOM OpraHu3aluy KOH(QUACHINAIBHOTO Je0NPOU3BOICTBA.

20. 3agaun W (QYHKIWHM, TpaBa W OTBETCTBCHHOCTH CIY>KOBI KOH(M)HICHITHAIEHOTO
JIEJIONIPOU3BO/ICTBA.

21. JlokanpHbIE HOPMATHUBHBIC AaKThl, YCTAaHABIWBAIOIIME TOPSIOK PAOOTBI ¢
KOH(HICHIIMATIHHBIMHI TJOKYMEHTAMHU.

22. PexuM coXpaHHOCTH KOH(UICHIIUATBHBIX TOKYMEHTOB.

ogakrwdE




23. OTBETCTBEHHOCTH 3a pa3rialieHue CBeACHNH KOH(DUICHIIMAIBHOTO XapaKTepa.

6) HOpﬂ)IOK MMpoBEACHUA HpOMe)l(yTO'lHOﬁ aTTeCTallui, NNOKa3aTe/Jim 1 KPpUTEPpUU
OICHUBaAHUA:

[TpomexyTounas aTTectanus rno qucuuiuinae «KonduaennuanbHoe 1e710IPOU3BOICTBO»
BKJIIOUAET TEOPETUYECKUE BOIIPOCHI, I03BOJISIOLINE OLIEHUTh YPOBEHb YCBOEHUS
00y4aroMMuUCs 3HaHUH, U IPAKTUYECKHE 3a/1aHus, BBIABIIAIONINE CTEIEHb CPOPMUPOBAHHOCTHU
YMEHUH U BIaJIeHUH, TPOBOIUTCA B (hOpMe SK3aMeHa. DK3aMeH I10 TaHHOH TUCIHUILIINHE
MIPOBOAMTCS B YCTHOM opMme B 10 BompocaM. OLieHKa BBICTABISIETCS C YYETOM Pe3yJIbTaTOB
BBITNIOJIHEHMS 33/1aHUH HAa 00pa30BaTeIbHOM IOpTAJIE.

Kpumepuu ouenxu (¢ coomeemcmeuu c popmupyemvimu KOMnemeHyuaMu u
naAaHupyemviMu pe3yibmamamu 00yuenus):
[Tpu cnave sx3amena 0OydAIOIMIMNACS JTOJDKEH MOKa3aTh CHOPMUPOBAHHOCTD CIIETYIOLTIX
KOMIIETCHIINN:

YK-11 CnocoOeH ¢popMupoBaTh HETEPIIUMOE OTHOLIEHUE K KOPPYILIUOHHOMY
HIOBE/ICHUIO

- OnpenenseT Kpyr KOPPYNIIMOHHBIX PUCKOB B paMKaX MMOCTABICHHOW IENU 1
npejaaraeT crnocoObl MX YCTPaHEHHS, OLCHUBACT C MMO3ULIUN aHTHKOPPYIILIUOHHOTO
3aKOHOJIATENLCTBA

- [Inanupyer peanuzanuro 3aJa4d B 30HE CBOCI OTBETCTBEHHOCTH C Y4ETOM UMEIOLITHXCSI
PECYPCOB M OTPAaHUYCHUH, EHCTBYIOIINX MTPABOBBIX HOPM aHTHKOPPYIIIMOHHOTO
3aKOHO/IaTEIILCTBA

[1K-2 CriocobeH ocymecTBISATh TOKyMEHTAIMOHHOE 00ecTieueHIe YIpaBICHUs
Opra"u3aluen

- Opranusyer u perIaMeHTHPYEeT TOKYyMEHTHPOBAHNE YIIPABICHYECKON JICATEIHHOCTH B
OpraHu3aIuu

- Opranusyer u periaMeHTHPYeT TOKYMEHTOOOOPOT B OpTaHU3aIIH

- Opranusyer, perjlaMeHTHpYeT OllepaTUBHOE XpaHEHHE U HCII0JIb30BaHHE JOKYMEHTOB
B OpTaHU3aIIH

— Ha OLIEHKY «OTJINYHO» (5 6aju10B) — 00y4aroLuiics JeMOHCTPUPYET BBICOKUI YPOBEHb
c(OpMHPOBAHHOCTU KOMITETEHIIMH, BIIa/IeeT KaTeropHaIbHbIM alllapaToM, YMETh €ro
HCIIOJIb30BaTh B COOTBETCTBYIOLEM KOHTEKCTE; YMETh IPOKOMMEHTHPOBATh OIIPEIEIICHUE,
MOSICHUTD, IPUBECTU IPUMEPBI, WILTIOCTPUPYIOIINE OTAEIbHBIE NOJ0KEHUA. CTyEHT U3J1aract
MH(}OpPMAaILIMIO JJOTUYHO, ITOCJIE0BATEIbHO, aPTYMEHTUPYS U KOMMEHTHPYSI MOJIO0KEHUS,
HCIOJIB3YET PacCy KON CTUIIb, BBICKAa3bIBAET CBOIO MO3UIINIO, (DOPMYIHPYET BBIBOJII B
KOHIIE BOIIPOCOB.

— Ha OLIEHKY «Xopo1o» (4 6anna) — o0yyaronuiicst 1eMOHCTPUPYET CPEAHUN YPOBEHD
c(OPMHUPOBAHHOCTH KOMITETEHIINI: OCHOBHBIE 3HAHUS, YMEHHUSI OCBOCHBI, HO JIOITYCKAIOTCS
HE3HAYNTENbHBIC ONIMOKH, HETOYHOCTH, 3aTPY/AHEHUS TPH aHATUTHYECKUX OTIEPAIIHsX,
nepeHoce 3HaHUK M YMEHUH Ha HOBBIE, HECTaHIAPTHBIC CUTYAITHH.

— Ha OLIEHKY «yA0BJeTBOPUTEIbLHO» (3 Oaia) — 00yJyarouuiicss 1eMOHCTPUPYET MOPOTOBBIT
ypOBeHb CHOPMUPOBAHHOCTH KOMITETEHIINI: B X0/1€ KOHTPOJIBHBIX MEPOIIPUATUH JTOMYCKAIOTCS
OLIMOKH, IPOSIBIIAETCS] OTCYTCTBUE OT/AEIbHBIX 3HaHUM, YMEHUI, HaBBIKOB, 00y4aroLuiics
VCIBITHIBAECT 3HAUNUTENbHbIE 3aTPYAHEHUS [IPU ONIEPUPOBAHUM 3HAHUAMU U YMEHUSIMU IIPU UX
IIEPEHOCE HAa HOBBIE CUTYaLlUU.



— Ha OIICHKY «HeY/0BJIeTBOPUTEJIbHO» (2 6aiia) — o0yJaromuiicss JeMOHCTPUPYET 3HAHUS HE
6onee 20% TeopeTUIeCKOro MaTepuana, TOMyCcKaeT CyIeCTBEHHBIC OMNOKH, HE MOXKET
MOKa3aTb MHTCJUICKTYAJIbHBIC HABBIKU PCIICHUA ITPOCTHIX 3a1a4.

— Ha OIEHKY «HEeY/I0BJIeTBOPUTEIbHO» (1 Oarn) — 00yJarommiicss He MOKET MOKa3aTh 3HAHUS
Ha YPOBHE BOCIIPOU3BEICHUS U O0BSICHEHHUS NH(DOPMAIIUU, HE MOXKET MTOKa3aTh
WHTEJUICKTYaJIbHbIE HABBIKU PEIICHUS TPOCTHIX 3a/1a4.



I[MPUJIOXEHUE 3

MeToauuyecKkue YKazanus:

Memoouueckue pexomenoayuu 0Jisi LHOO20MOBKU K IKIAMEHY

[Ipu moxnroroBke K 3aueTy ocoboe BHHMMaHHE CcJeIyeT OOpaTUTh Ha CIEYIOIIUe
MOMEHTBI: COOTHOILICHHE KOH(MUACHIUAILHOTO ¥ OTKPBITOTO JEJIONPOU3BOJICTBA; MECTO
KOH(QHICHIIMATBHONH WHPOPMAIMA B CTPYKTYpe HWHPOPMALUU OTPAHUYCHHOTO JOCTYIIa,
KjIaccu(uKanusi CBEACHUH KOH(QUACHIIMAILHOTO XapaKTepa; JIOKAIbHbIE HOPMATHBHBIC AKTHI,
YCTaHABJIMBAIOUINE TOPSIOK pabOThl ¢ KOH(PHUIACHIHAIBLHBIMU JOKYMEHTAMH, OTPa)KaAIOIIMMU
pa3InYHbIe BHUJBI TallH; COXPAaHHOCTh KOH(DHICHIIMATBHBIX IOKYMEHTOB; OTBETCTBEHHOCTH 32
pasrialieHne CBeCHUN KOH(PHUICHITMAITBHOTO XapaKTepa.

MeTtoanueckue peKOMEHIAIIMH 10 BEIIOJHEHUIO 3aanns «Komnaekc Mmep no 3auiume

KOH@uoenuyuaibHol uHpopmayuu.
0e10npPou3600Cmear:

Cmpykmyphasa opzanuszayua KOHQPUOEHUUATLHO20

[IpakTnyeckoe 3amanue BeimosHseTcs B ¢opmare Microsoft Office Word 2003 ¢
yKa3aHHEM HOMEpa MyHKTA.

B mynkTe 2 nomkHA OBITh MPEICTaBICHA CTPYKTYPa OpraHU3alliy C BbIICIICHUEM B HEl
CITY>KOBI KOH(DHUICHIIMATBHOTO JIEIOTPOU3BO/ICTBA.

B nynkre 3 mD0/KHOCTHOM COCTaB JOJDKEH COOTBETCTBOBATh (OIIepoCcCHiiCKOMY
kinaccupukaropy npodeccuii pabounx, MOIDKHOCTEH ciykammx u TapudHbX paspsgoB (OK
016-94).

B nynkre 4 nomkeH OBITH TPEACTABICH CIMCOK HOPMATHBHBIX AaKTOB, NPH 3TOM
CJIEZIyeT YYHUTBHIBATh UX HOPUAUYCCKYIO CHIIY: OT (pellepaibHBIX JO JOKaIbHBIX HOPMATHUBHBIX
aktoB. Ilpu paBHOM craTyce NOKYMEHTOB HMX B3aUMHOE DACIOJOXKEHHE OIpeNeNnsercs I0
XPOHOJIOTUH.

B nynkre 5 «llepeyenr BumoB uHpopManuu KOHOUICHIMAIBFHOTO XapaKTepar
peKOMeHAyeTCS OPOPMIISATE B CICIYIOIIEM BH/IE:

IMepeuens BUA0B HHGOpMANMU KOH(PHUIEHIINAIBLHOIO XapaKTepa

JomxHocTHBIE Tuna (1oIpa3aeieHus),

No HamMenoBanue cBeneHmi, Cpok
MMEIOIIHE TIPaBO PACIOPSIKEHUS
T1/T1 [OTHOCSTIMXCS K KOHPHUISHITUATEHBIM KOH(UICHIINATHHOCTH
CBEICHUSIMU
1 2 3 4

B nynkte 6 «llepeyeHp TOKYMEHTOB, COAEpXAIUX HHPOPMAIHMIO KOH(PHUIACHIHUATHHOTO
XapakTepay peKoMeH1yeTcs 0hOpMIISTh B CIEAYIOLIEM BUE:

Ilepeyenb NOKYMEHTOB, coAep:KalIUX HHPOpMANNI0 KOHPUICHIHATBHOI0 XapaKTepa

/1

ITonpas- ITonpas Homxk- 0
epuo-
OcHoBa- IeJICHUS WIN IeJICHUS WIN HOCTHBIC p
Cpox Komu- JT4-
Hauwme- HUE 171 JIOKHOCTHBIE JIOKHOCTHBIE Jinna,
KOH(U- 4ecTBO |Anpe-| HOCTb
HOBaHHEC KOH(U- JIU1a, OTBETCT- JIMIa, YTBCPXK-
JIEHIIHAIb- DK3EMII- | CaThl | U3MAHUS
JIOKyMEHTA |JCHIAIb- BCHHEIC 3a COTJIACYIOIIHE Aaromue
HOCTH _ | mapoB JIOKY-
HOCTHU MOJTOTOBKY JIOKY- (moarmu
MEHTa
JIOKyMEHTA MEHT ChlBa-
FOIITHUE)




JOKYMEHT

2 3 4 5 6 7 8 9

10

Meroauueckre PEeKOMEHIAIMU [0 BBIMOJHEHUIO 3a1aHus «Y4eT KOH(HICHIIMATbHBIX
IOKYMEHTOBY:

[IpakTryeckoe 3amaHMe BBINOJHIETCS MUchbMeHHO B (hopmare Microsoft Office Word
2003 ¢ ykazaHueM HoMepa IyHKTA.

B nynkre 1 nomxHO OBITE 0O)OPMIIEHO HE MEHEE ISATH MOPSAIKOBBIX HOMEPOB B KaXKIOM
YYETHOM XKYpPHAJIe U PEECTPE U3 CIIUCKA C 3all0JHEHUEM BceX rpad, He MEHee TpeX KapTouek Ha
KaQKJIbIM BUJ| KAPTOUKH M3 CIIMCKA U HE MEHEE TPEX IITAMIIOB Ul Pa3HBIX BUJIOB JJOKYMEHTOB.

B mynkTe 2 Bce paspabaTbhiBaeMble KOHOUICHIHAIBHBIC JOKYMEHTBHI JIOJDKHBI OBITh
opopmiensl cormacHo TpeboBanusiMm ['OCT P 6.30-2003  «YuudunupoBaHHas cucrema
JIOKYMEHTAIUH. YuudunupoBanHas cucTema OpraHHU3aIMOHHO-PACTIOPAIUTEILHON
JNOKyMeHTanuu. TpeOoBaHus K OQOPMIICHUIO JIOKYMEHTOB», BKIIOYas HEOOXOIMMBIC
JIOTIOTHATEIIFHBIC PEKBU3UTHI, XapaKTepPHbBIC I KOHPUICHIIMATBHBIX JIOKYMCHTOB.

[To kaxaoMmy yKazaHHOMY BHUAY KONHMPOBAHUS JIOJDKEH OBITh OQOPMIICH OJHH
KOH(UICHIMAIBHBIA JOKYMEHT W HEOOXOJUMOE KOJUYECTBO JK3EMIUISIPOB Komui (10
YCMOTPEHHIO) ¢ 0OPMIICHHEM BCEX HEOOXOAMMBIX PEKBH3UTOB U OTMETOK, KaK Ha JIMIICBOMU, TaK
U Ha OOOpOTHON cCTOpOoHE KOH(QUACHIIMATHLHOTO [OKYMEHTa, HAHOCHMBIX B IIpoliecce
M3TOTOBJICHHSI KOTIUN HA IOKYMEHT U Ha CaMU KOIIHH.

Metoanyeckre peKOMEH/Ialluy 110 BHINOJIHEHNUIO 3a1anus «HoMeHknaTypa gen»:

[TpakTuyeckoe 3amanue «HomeHknaTypa 1em» BBINOJHAETCS NMHCBMEHHO B dopmare
Microsoft Office Word 2003 ¢ ykazanuem HOMepa IyHKTA.

B nynkre 1 nomkHa ObITH OopmileHa HOMEHKJIATypa KOH(QHUACHLIHAIbHBIX IEN I10

YCTAaHOBJICHHOM (QopMe, C yKa3aHHEM HE MEHee JeCATH KOHPUACHIMAIBHBIX Jel, C
3aroJIHEHUEM BCeX HEOOXOAMMBIX rpad TaOJIMYHON YacTH JOKYMEHTa MO KaXI0oMy Jeny (Tomy)
U BCEX HEOOXOUMBIX MOJNHCEN U BU3.

PexBU3UTBI HOMEHKIATYpbhl KOH(QUACHUHUAIBHBIX JENl JOJKHBl OBITh O(QOPMIICHBI
cornacHo TpeboBanusM ['OCT P 6.30-2003 «YuuduuupoBaHHas cucTeMa JIOKYMEHTAIUH.
YHUGHUIMpPOBaHHAs CUCTEMa OPraHU3allMOHHO-PACTIOPIIUTENFHON JOKyMeHTauuu. TpeGoBaHus
K OQOpPMIICHHIO JIOKYMEHTOB», BKIIOYass HEOOXOIMMEBIE [OTOJHUTEIbHBIE PEKBU3HTHI,
XapakTepHbIe 1151 0hOpMIIEHUS] KOH(DUICHIINATBHBIX JIOKyMEHTOB.

Homenknarypa KOH(MICHIMANIBHBIX [eJI JIOJDKHA OBITh TpPEICTaBICHAa KaK TOTOBBIN
JIOKYMEHT.

Homenknarypa KOH(UICHIUANBHBIX JIe] MOXET ObITh OpOpMIICHAa B BHJIE KApTHHKH C
YCIIOBHEM CBOOOJIHOTO M YETKOT'O MPOUTEHHS BCEX PEKBU3UTOB U OTMETOK.

B nynkte 2 Bce paspabarbiBacMble KOH(HUACHIHMATbHBIE TOKYMEHTHI JOJKHBI OBITH
0 OpMIIEHBI COTJIACHO THUITOBBIM (hopMam.
JIoIDKHO OBITH 0(OPMIIEHO HE MEHEE OJIHOTO YKa3aHHOTO JOKYMEHTA.




BuyTpenHsis onuch JOKYMEHTOB Jiella JOJDKHA COJAEpPKAaTh HE MeHee |5 pa3numyHbIX
KOH(HUICHIIMATBHBIX JTOKYMEHTOB, KOTOPBIE IO CBOEMY COACPKAHHIO MOTYT COCTAaBIISITh OJHO
KOH(HICHIIMATIBHOE JIEJIO.

B nmcre-3aBeputene gena J0DKHO 0053aTeNbHO COAECPIKATHCS yKa3aHHe Ha 0COOEHHOCTH
(U3HYECKOTO COCTOSHUS KOH(MUICHIMAIBHBIX JOKYMEHTOB Jella U OCOOEGHHOCTH UX
dhopMHUpOBaHHS.

AKT 0 BBIJICIICHHH K YHMYTOXKCHUIO KOHQUICHIMAIBHBIX JIe]T M JIOKYMEHTOB JIOJDKCH
COJIepKaTh HE MEHEEe CEMH MOPSIKOBBIX HOMEPOB C 3aI0JIHEHUEM BeeX rpad.

Bce JMOKyMEHTBI M3 CIUCKA JIOJKHBI OBITH MPEJICTABICHBI KAaK TOTOBBIC JIOKYMEHTHI C
o opMIICHHEM BCeX HEOOXOIUMBIX MOJIUCEN 1 BH3.

JIOKyMeHTBI MOTYT OBITH O(OPMIICHBI B BH/I€ KAPTUHOK C YCIOBUEM CBOOOIHOTO U YETKOTO
MPOYTECHUS BCEX PEKBU3UTOB M OTMETOK.



