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PABOYASA ITIPOTPAMMA JTUCLUILINHBI (MOZYJLS)

KOH®HJEHIIHA/IbHOE JIEJIOITPOH3BOJCTBO

Harpagiienue moaroToBky (crienuamsHoCTs)
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JIdcT akTyajm3anuu padoueil mporpamMmbl

Pabouast mporpamMma nepecMoTpeHa, 00CykaeHa 1 o100peHa s peanmsaruu B 2026 - 2027
y4eOHOM rojy Ha 3acefnanuu Kadeapsl [lemarornyeckoro oopa3oBaHus U

ITporokon ot 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouast mporpamMma nepecMoTpeHa, 00CykaeHa 1 o00peHa s peanusaruu B 2027 - 2028
y4eOHOM rojy Ha 3acefnanuu Kadeapsl [lemarornyeckoro oopa3oBaHus U

IIporokonm ot 20 r. Ne
3aB. kadenpoii C.C. Benukanona

Pabouas mporpamma nepecMoTpeHa, o0cyxieHa u oqoopena s peanusanuu B 2028 - 2029
yueOHOM roy Ha 3acenanuu kadenpsl [legarorndeckoro o0pa3oBaHus u

[Iporokon ot 20 . Ne
3aB. xadenpoit C.C. BenukanoBa

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2029 - 2030
y4eOHOM rojy Ha 3acenanuu Kadeapsl [lemarornyeckoro oopa3oBaHusi U

[Iporokonm ot 20 r. No
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, o0cyxieHa u ogoopena s peanusanuu B 2030 - 2031
yueOHOM Toy Ha 3acenanuu kaenpel [legarormueckoro o0pa3oBaHus 1

[Iporokon o 20 . Ne
3aB. xadenpoit C.C. BenukanoBa




1 lesin ocBOCHUSA TUCHUTIIMHBI (MOYJIA)

[ensimu ocBOCHHSI TUCTUTUTMHEI (MOayIist) «KoHpuaeHIInanpHOe ASTOMPOU3BOICTBOY
SIBJITFOTCSI: M3yYCHHE HOPM JIECHCTBYIOINIETO 3aKOHOIATEIhCTBA B 00JIACTH 00pabOTKH
JOKYMEHTOB, COJICPIKAIINX CBEICHUS KOH(PUICHIIMATBLHOTO XapaKTepa, MPaKTUKH
MPUMEHEHHS TUX HOPM JJIS UX MOCIICTYIONIEro KBaTu(UIIMPOBAHHOTO TIPUMEHEHUS B
IIPAKTUYECKOU IeATEIbHOCTH

2 MecTo JTUCUMILIMHBI (MOAYJIsl) B CTPYKTYpe 00pa30oBaTeibHOI MPOrpaMMbl

Jucunmmna KonduaeHumansHoe AeI0MpOru3BOACTBO BXOIUT B YacTh y4eOHOTO
1aHa GOpPMHUPYEMYIO0 YUaCTHUKaMU 00pa30BaTebHBIX OTHOIICHUH 00pa3oBaTeIbHOM
IIPOrPaMMBlI.

Jis n3y4eHust JUCUUIUTMHBI HE0OXO0AUMBI 3HaHUS (YMEHUS, BIAJCHNUA),
c(OpMHPOBAHHBIC B PE3yJIbTATe U3YUCHUS TUCIUILIHNH/ PAKTUK:

[TpoexTrpoBaHue ypaBIeHUYECKON JOKYMEHTAIMU OpraHu3aliuu

JlokyMeHTalmoHHOE o0ecrneueHue aIMUHUCTPATUBHBIX OTHOLIEHUH B PD

Opranuzanys 1 TEXHOJIOTUs TOKyMEHTAllMOHHOTO 00ecrieueH s YIpaBiIeHUs

O06paboTka 1 3amuTa J0KyMEHTUPOBAHHOW HHPOpPMALIUU

JlokyMeHTalmoHHOE o0ecrieueHue TPy10BbIX OTHOIIEHUH B PO

JlokyMeHTalMoHHOEe o0ecneyeHne rpaKIaHCKUX oTHolIeHui B PO

3HaHus (YMEHUs, BIa/IeHNUs ), IOTYYECHHbIE IPY U3yYEHUU JTaHHOM UCIUIUINHBI
OyayT HeOOXOAUMBI [T U3Y4EHHSI TUCIUILINH/TIPAKTHK:

[TpakTUKyM 10 COCTaBICHUIO U O)OPMIICHHUIO CIIYKEOHBIX JOKYMEHTOB

[TpousBoacTBEHHAs — NPEIAUILIOMHAs PAKTUKA

[ToaroToBka k caaye u cjada rocyJapCTBEHHOIO 3K3aMeHa

3 Komnerenuun ody4aromerocsi, popmupyemsbie B pe3y/ibTaTe 0CBOCHHUS

AUCHUILUIMHBI (MOYJIs) M INIAHMPYeMble pe3yJibTaThbl 00y4eHust

B pesynbrare ocBoenus aucuuiuinabl (Moaynst) «KondunenuuanbHoe
JeJI0TIPOU3BOACTBOY» O0YUArOIIUICS JODKEH 00J1afaTh CIEAYOIMMU KOMIIETCHIIUSMU:

KO)I HHAUKaTOopa I/IHI[I/IKaTOp JOCTHXKCHUS KOMIICTCHIIN

VYK-11 Cnocoben popMupoBaTh HETEPIUMOE OTHOLIEHUE K MPOSIBICHUSM SKCTpPEMHU3Ma,
TeppOpHU3Ma, KOPPYINIIMOHHOMY HOBEJICHUIO U IPOTHUBOIEHCTBOBATh UM B
poheCCHOHATILHOM 1€ TEIbHOCTH

YK-11.1 Omnpenensier Kpyr pucKOB 3KCTPEMUCTCKOM, TEPPOPUCTUUECKON,
KOPPYNIIMOHHOW aKTUBHOCTH B paMKax IIOCTABIECHHOW LENH U
IpeJylaraeT crnocoObl MX YCTPAHEHHUS, OLIEHUBAET C MO3UIUH
3aKOHOZATEIbCTBA

YK-11.2 [Inanupyer peanu3anuio 3a1a4 B 30HE CBOEH OTBETCTBEHHOCTHU C YYETOM
MMEIOLINXCS PECYPCOB U OTPAHUUYEHUH, NENCTBYIOIUX IPABOBBIX HOPM
3aKOHOAATEIbCTBA

[TK-2 Crioco6eH ocymiecTBIsATh JOKYMEHTAITHOHHOE 00ECTICUCHHE YITPaBICHUS
OpraHu3anuen

[1K-2.1 Oprasu3syeT u periiaMeHTUPYET JOKYMEHTUPOBAHUE YIIPABICHUECKOU
JeSITETTLHOCTH B OpTaHU3aIluI

I1K-2.2 OpraHusyeT U peryiaMeHTUPYET JOKYMEHTOOOOPOT B OpraHU3aIiu

IK-2.3 Opraau3yeT, perjiaMeHTHPYET OlepaTUBHOE XPAHCHHE U
WCTIOJIF30BaHUE TOKYMEHTOB B OpraHH3aIiN




4. CTpykTypa, 00b€M U copepkaHue JUCHUILIMHBI (MOTYJISA)
OO01mmas Tpy10eMKOCTh TUCIUIUIHHBI COCTABISIeT 3 3a4eTHbIX eauHull 108 akan. 4acoB, B TOM

YHUCIIC:

— KOHTaKTHast pabora — 28,6 akaj. 4acos:
— ayauTopHas — 6 akaj. 4acos;

— BHeayAUTOpHas — 22,6 akaj. 4acos;

— caMmocTosATenbHas padora — 70,7 akaja. 4acos;
— B (popme npakTuueckoit moaroroBku — 0 akaj. Jac;
— OJITOTOBKA K 9K3aMeHy — 8,7 akaj. yac

<DopMa aTrecrauu - 5K3aMCH

AynutopHas 3 =
KOHTaKTHasi pabota | 3 £ dopma TeKyImero
o =
B aKaJl. yacax 3 Bun KOHTPOJIS
Pasnen/ Tema 3 (B axan ) En . P Kon
> & © | caMoCTOATENBHON | yCIeBaeMOCTH U
JTACIUTUTAHBI = £ = . | kommereHuuu
g 5 paboThI MIPOMEKYTOUHOM
Tex nab. | mpaxT. 'S aTTecTalluu
3aH. 3aH. | O &
1. CynHoCTh U 0OCOOCHHOCTH
KOH(UIEHIIUATIBHOTO
JeTOTPOU3BOACTBA
1.1 KondunenuunansHast ITogroroBka k VK-11.1. YK
HHPOPMAITUS U €€ BUIBI. TIEKIUH. )
11.2, TIK-2.1,
Opranuzanus 0,4 0,8 14,7 [ToaroroBka Omnpoc K22, TIK
KOH(QHICHIIUAILHOTO BBICTYIUIEHUH TIO 2 é
JIETI0NIPOU3BO/ICTBA BUJIaM TaltH '
IToaroroBka k
JIEKLIH.
Pazpabotka
[Tonoxxenus o
1.2 Kommieke mep 1o
5 CHUCTEME JJOCTyINa CocraBnenue
SaLHTe K IaKera
KOH(QUICHIIUAIEHON e —— OKYMEHTOB VK-11.1, VK-
HEQOpMAIH. 0,4 0,8 14 | vIM HOKyMEHTaM o ye)KI/IM 11.2, IIK-2.1,
OTBETCTBEHHOCTh 3a ! ' M ’ P Y I1K-2.2, TIK-
N U3zydenue JOCTyTa. AHaIN3
pasriaiieHue CBeIeHUI 2.3
o0opynoBaHHA | 3aKOHOAATEIILHBIX
KOH(UICHINATHEHOTO
HEOOXO0JMMOTO aKTOB.
Xapakrepa
Ui oOecrieueH st
COXpPaHHOCTH
KOH(HICHIIHATBH
BIX JOKyMEHTOB
Uroro no pazneny 0,8 1,6 28,7
2. Opranu3zanus
KOH(UIAECHINATIBHOTO
JOKyMEHT0000poTa
2.1 HasHaueHHe 1 BHIBI IloaroToBka k Ioaroroska
y4aera JIEKIIHH. YUETHBIX
KOHQU/ICHUNATBHBIX PaspaboTka u JIOKYMEHTOB. VK-11.1, YK-
AOKYMEHTOB. Yuer 5 | 04 0.8 14 3aI0JIHEHUE IMoaroToBka 11.2, TIK-2.1,
HOCHTETICH . ' : YUETHBIX HOPM. nakera IK-2.2, TIK-
KOH(bUIeHIHATbHOMH Pazpa6otka JIOKYMEHTOB, 2.3
uHpopmarmu. J[BuxeHue MapuipyTa VYETHBIX
KOH(HICHIMANBHBIX ITBIDKEHUS JOKYMEHTOB,
OOYAETAD U Uy vmeT




KOH(QHICHIIUAIbH
BIX IOKYMEHTOB.

IloaroroBka
makera
[ITaMIIOB
JIOKyMEHTOB,
YYETHBIX
JIOKyMEHTOB,
IITaMIIOB.

IMonroroBka
2.2 HomenknaTypa JIEKIUH.
KOH(HICHIIUAIBHBIX JEI. OdopmiieHne
dopMupoBaHue U HOMEHKJIaTypbl Odopmnenue VK-11.1,
odopmieHue nen. CocTaBieHHe | HOMEHKIIATYPHI . VK-
KOH(UIEHIUAIBHBIX JET. 04 08 14 BHYTPEHHEN Odopmnenue 11.2, TIK-
IToaroroBska ! ! OIIMCH, JINCTa- MakeTa JOKYMEHTOB 2.1,
KOH(QHICHIIUAIBHBIX JeT 1 3aBepuTeNs Jena, IUTSL apXUBHOTO TIK-2.2, TIK-
JIOKYMEHTOB VIS akTa 00 XpaHEeHHUs /eI, 2.3
apXHUBHOTO YHUUYTO)KEHHU
XpaHEHHUSI. JIOKyMEHTOB H

Jei.
IMoaroToBka k odopmienue
nekuun. Pabota JOKyMEHTOB, VK-11.1
2.3 Ha3nauenue, BUABI U KOMHCCHH I10 COTIPOBOXKIAFOIIINX YK-. !
TIPUHLUITE] TPOBEICHHS MIPOBEIECHHIO paboTy KoMHCCHU 11.2. TIK-
MIPOBEPOK HATHYHS 0,4 0,8 14 MPOBEPOK 0 TIPOBEICHUIO '2’1
KOH(UIEHIUATIBHBIX HaJIN4us NPOBEPOK HATMMAS | 10 o 2 ’HK-
JIOKyMEHTOB KOHGHUICHIUATBH | KOHDUICHIHATbHBI 2 3;
BIX IOKYMEHTOB M | X JOKyMEHTOB U
Jei. Jien.

HUroro no pazzaerny 1,2 2,4 42
Hroro 3a cemectp 2 4 70,7 SK3aMeH
Uroro o gucuumiiiae 2 4 70,7 SK3aMeH




5 Ob6pa3oBaTe/ibHbIE TEXHOJIOTHH

[Tpu npoBeeHNM 3aHATUI U OpraHU3aLMK CAMOCTOATENIBHOM paboThI CTYJ€HTOB
UCIOJIb3YIOTCS: TPAJAULMOHHBIE TEXHOJOTUH 00yUeHUsl, IpeIoaratoliye nepeiaqy
uHpopMalKu B TOTOBOM Buje, GOpMUPOBaHUE YUEOHBIX YMEHUH 110 00pa3ily: JEKIUs -
U3JI0KEHHUE, JIEKIUA-00bACHEHHE, IPAKTHUECKUe paboThl, KOHTPOJIbHAs padoTa u JIp.
Vcnonb30BaHue TpaJuIMOHHBIX TEXHOJIIOTUI 00eCcrieunBaeT OpUEHTHUPOBAHUE CTY/ICHTA B
MOTOKE MH(OPMAIMH, CBI3aHHOMN C Pa3IMYHBIMU MTOJXOAAMHU K ONPEIEJIEHUIO CYIIHOCTH,
COJIepKaHuUs, METOJI0B, (POPM Pa3BUTHUS M CAMOPA3BUTHSI JMUHOCTH; CAMOOIIPE/IEIICHHE B
BbIOOpE ONTUMAJIBHOIO IyTH U CIIOCOOOB JIMYHOCTHO-IIPO(PECCHOHATBHOIO Pa3BUTHS;
CUCTEMATH3alMI0 3HAHUM, [T0JIyUEHHBIX CTYJEHTAMH B IIPOLIECCe ayJUTOPHON U
caMOCTOSTeNbHON paboThL. [IpakTHueckue 3aHATHA 00ECTIeYNBAIOT Pa3BUTHE U 3aKPEIIICHHUE
YMEHUI 1 HAaBBIKOB OIIPEJEICHUS LIETIEH U 3a]1a4 CaMOpPa3BUTHS, a TAKKE MPUHATUS
HauOosee YO PEKTUBHBIX PEIICHUI 110 UX peaTn3aluu.

Peanu3zanus KOMIETEHTHOCTHOTO IOJIX0/1a PEAYCMATPUBAET UCIIOJIb30BaHUE B
y4eOHOM IPOLIeCCe AKTUBHBIX U MHTEPAKTHUBHBIX ()OPM MPOBECHHS 3aHATUI
(KOMIBIOTEPHBIX CUMYJISILIUH, I€JOBBIX U POJIEBBIX UIP, pa300p KOHKPETHBIX CUTYalUil) B
COYETaHUM C BHEAYIUTOPHOI paboTOM ¢ 11enb0 (OPMUPOBAHUS U PAZBUTHS
poeCCHOHATLHBIX HABBIKOB 00YJarOIINXCS.

[Tpu ocBOEHMM JUCIUILIMHBI UCIIOJIB3YIOTCS CIIEIYIOIINE COUETaHUS BUAOB yueOHOU
paboThI ¢ MeToaMu M (popMaMH AKTHBH3ALIMH TTO3HABATEILHON JEATEIBHOCTH OaKaIaBpoB
IUISL TOCTHIKEHHS 3aIUTAaHUPOBAHHBIX PE3Y/IbTaTOB 00ydeHUs 1 (YOPMUPOBAHHS
KOMITETCHIIMMN:

1. UndopmMalinoHHO-pa3BUBAIOLIME TEXHOJIOTUH. V3yueHne TeopeTnyeckoro
MaTepuasa Ha JEKIUAX C UCI0JIb30BaHUEM KOMIIBIOTEPHBIX TEXHOIOIHH. CaMOCTOATEIbHOE
M3YYCHHE CIICIUAIBHON YIeOHOW M HAyYHOU JIMTEPaTyphl, BKIIOYAs dJICKTPOHHBIE CPEACTBA
uHpOpMannu.

2. Pa3BuBaroiue npo0aeMHO-OpUEHTUPOBAaHHbIE TeXHOIOrMH. PaboTa Ha
MPAKTUYECKHUX 3aHATUSAX C AKTUBHU3AL[EN MBICIUTEIbHON aKTUBHOCTH, CHIOCOOHOCTH BUJIEThH
npoOeMy 1 BIOMpaTh CIIOCOOKI €€ paspereHus (o0mas Juckyccus, paboTa B KOMaHe U
UHIUBUAYaAJIbHAS JESTEIBHOCTD).

3. JINYHOCTHO-OPUEHTUPOBAHHBIE TEXHOJIOTUN O0yUYEHHS. YUeT YPOBHS
CHOCOOHOCTEN 00yJaeMbIX U CO3JJaHUE YCIOBU /IS pa3BUTHS UHIUBUIYaTIbHBIX
CHOCOOHOCTEHN. DTO JOCTUraeTcs MyTeM NoJ00pa UHIMBUYaIbHBIX 3aJaHUN U OOIIEHUS
IpernojaBaTesis Co CTy/IeHTaMu B (opMe MHANBUIYaIbHBIX KOHCYIbTAIIUM.

[Tpu npoBeneHNN 3aHATUI U OpraHU3alluu CaMOCTOSTEIbHON pabOThl CTYJEHTOB HC-
MOJIb3YIOTCS TAK)K€ MHTEPAKTUBHBIE TEXHOJIOTUU 00yUYEHUS, MPEANOIaraloue OpraHu3alnio
00y4eHHs KaK IPOTYKTUBHON TBOPUECKOU JIEATETLHOCTH B PEKUME B3aUMOICHCTBHS
CTYJIEHTOB JPYT C IPYTrOM U C IPENOgaBaTEIeM.

Jlns nocTrkKeHUs MOCTaBICHHBIX Lieel MpenojaBaHus AUCUUIUIMHBI PEaTU3yI0TCs
CIIEyIOIHE CPEJCTBA, CIIOCOOBI U OpraHU3al[MOHHbBIE MEPOTIPUSATHS:

[] caMOCTOATENIBHOE U3yUEHUE TEOPETUYECKOT0 MaTepralla AUCIUILIINHBI C
ucnoib3oBanueM Internet-pecypcos, HHPOPMALMOHHBIX 0a3, METOANYECKUX pa3paboToK,
CrelManbHON yueOHOM U Hay4YHOH TUTEepaTyphl;

[] BBINOJIHEHHE TPOOIEMHO-OPUEHTHPOBAHHBIX, TOMCKOBBIX, TBOPYECKUX
3aJaHuH.

OrneHka 3HaHUHM TMPEACTaBIsAET CO0OM COBOKYITHOCTh Pa3IMYHbIX MOKa3aTenen
paboThI cTyIeHTa B T€UEHHE BCEro npouecca o0yueHus. [IpomMexyTouHblii KOHTPOJIb MO
UTOraM OCBOEHMSI JUCHMIUIMHBI BKIIOYAeT 3K3aMeH (5 Kypc).



6 YueOHO-MeTOAHYECKOe o0eceyeHrne CaMOCTOATEIbHOI padoThl 00y4aloIUXCsH

[IpencrapieHo B mpuioxeHuu 1.

7 OueHO4YHbIE CPEICTBA VIl IPOBEIeHUsI POMEKYTOYHOM aTTeCTAlIUN
[IpencraBieHsl B TPUIOKEHUU 2.

8 YueOHO-MeTOAMYECKOE U MH(POPMAIIMOHHOE o0ecTeyeHHne TUCIIMITHHbI

a) OcHoBHas JUTEpPaTypa:

I'yryeBa, T. A. KondunennuansHoe AEIONPOU3BOACTBO : yueOHOe mocobue / T. A.
I'yryeBa. — 2-e uzn., nepepad. u gon. — Mocksa : UHOPA-M, 2023. — 199 c. — (Cpennee
npodeccuonansHoe oopazoBanue). - ISBN 978-5-16-016585-1. - Tekct : anexrponHsii. - URL:
https://znanium.ru/catalog/product/1986679 (nara obpamenus: 30.03.2025). — Pexxum pocryna:
IO TOJIIHCKE.

Kondunenmuaipaoe JIEITOTIPOU3BOJICTBO u 3alUIICHHBIH AIIEKTPOHHBIH
nokymentooboport : yueObnuk / H. H. Kynses, A. C. démymxkun, T. B. Konngpamonsa, A. T.
®abpuunoB ; nox obm. pea. H. H. Kynsesa. - 2-e u3a., nepepab. u non. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas ynuBepcurerckas 6ubmuoreka). - ISBN 978-5-98704-711-8. - Teker :
anekTpoHHbld. - URL: https://znanium.com/catalog/product/1212394 (nata oOpamienus:
29.03.2025). — Pesxum qocTyIa: mo MOANUCKE.

0) lono/iHUTeILHAS JIUTEpPAaTypa:

3BepeBa, B. II. Opranumszauus u TexHoiorus paboTbl C KOHOUAECHIUAIbLHBIMU
JIoKkymMeHTamu : yyeOHoe mocobue / B. II. 3BepeBa, A. B. HazapoB. — MockBa : KYPC :
NHOPA-M, 2023. — 320 c. — (Cpennee npodeccuonansuoe odpazosanue). - ISBN 978-5-
906818-96-6. - Tekcr : smekrponnsii. - URL: https://znanium.ru/catalog/product/1095176
(marta obpamenus: 30.03.2025). — Pexxum gocTymna: 1o moJmimcke.

Benukanosa, C. C. KagpoBoe 1enonpon3BoJCTBO U apXUBbI JOKYMEHTOB IO JUYHOMY
cOCTaBy: TpakTHKyM : mpaktukyM [ans By3oB] / C. C. BemnukanoBa, U. B. Kamy0ba ;
Marnuroropckuii roc. Texuuueckuilt yH-T uM. I'. 1. HocoBa. - Marnurtoropck : MI'TY um. I
. Hocosa, 2020. - 1 CD-ROM. - 3arn. c¢ Turya. oskpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2716 (aata obpamienus: 14.02.2025).
- MakpooOBbeKT. - TeKCT : aneKTpoHHBIN. - CBefieHus AocTynHbI Takke Ha CD-ROM.

KoxymkoBa, H. B. Crpykrypa gokymenta. CucTeMbl  JIOKyMEHTAllUH.
YHupUUUpOBaHHAs CcHCTEMa OpraHU3allMOHHO-PACHOPSAUTENILHOW JIOKYMEHTaluu: oO0Iue
TpeOOBaHUS K COCTaBIEHHIO U opopmiieHHIo : yuebHoe nocobue / H. B. Koxxymkosa ; MI'TYV. -
Maruurtoropek : MI'TVY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ TUTYI. 3KpaHa. -
URL: https://host.megaprolib.net/MP0109/Download/MObject/20594 (mata oOparmieHus:
14.08.2023). - MakpooObeKT. - TekcT : amekTpoHHbIH. - CBeieHHsT AOCTYIHbI Takke Ha CD-
ROM.

B) MeToanuyeckne yKa3anus:
[MTPUJIOXEHME 3

r) [IlporpammHuoe odecnieuenne u UHTEepHeT-pecypcehl:

IIporpammHoe o0ecnieuenune

Haunmenosanue .
10 Ne norosopa CpoKk JeiicTBUS JIUIICH3UH
7Zip cB00OOHO pactpocTtpansemoe [10 6eccpouHo
FAR Manager cB0OOHO pactpoctpansemoe [10 06eccpouHo




]IiFr Eggip Mozilla cB0OOIHO pacnipocTpansemoe [10 0eccpovHO
Bpaysep Yandex |[cBoOGomno pactpoctpansemoe [10 0eccpouHo

Ipodeccnonanbubie 0a3bl JAHHBIX M HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMBI

HasBanwne kypca CchluIKa

Mexaynapoanast peepaTuBHasi ¥ MOJTHOTEKCTOBAsS
crpaBoYHas 0a3a JaHHBIX HAYYHBIX U3JAHUN «Springer
Naturey

https://www.nature.com/sitein
dex

®denepanbHbIi 00pa30BaTEIbHBIN OPTAT — DKOHOMHUKA.

http://ecsocman.hse.ru/
Conmonorusa. MeHemKMEHT

DiekTpoHHbIe pecypchl oubimmorekn MI'TY um. I'.1. https://host.megaprolib.net/M
Hocosa P0109/Web

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

Poccwuiickas 'ocynapcrBennas 6ubnuoreka. Karamoru
/catalogues/

Hanmonanenas nHGOpManmoHHO-aHATTUTHYECKAsT URL:
cucrema — Poccuiickuii nuaekc HayuHoro nurtupoBanust | https://elibrary.ru/project_risc.
(PUHLY) asp

DjekTpoHHas 0a3a mepruoIuUecKuX u3nanuii East View

Information Services, OO0 «MBHUC» https:/fdlib.eastview.com/

9 MaTtepuajJbHO-TEXHHYECKOE o0ecreyeHne TUCUUIINHbI (MOILYJIs1)

MarepuanbHO-TEXHHUECKOE 00ECIICYCHHUE IUCITUTUINHBI BKIIFOYACT:

Y4eOHbIe ayIMTOPHH ISl TIPOBEIICHHS TUCTAHIIMOHHBIX 3aHATUH JICKIIMOHHOTO THIIA:
CToJ KOMITBIOTEPHBIN, CTOJI TUCBMEHHBIHN, CTYJ1 O(UCHBIH, TOKYMEHT-Kamepa Epson,
ncrounuk o6ecrnepedoitnoro nutanuss POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelieHs, KOMIIBIOTEP EPCOHANIbHBIN (THI6), mpoekTop ViewSonicPJD7526W,
cimkepdon HacronbHbli Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHYeCKasl HaCTOJIbHAs, CTepeorapHUTYpa (MUKPOQOH C IIyMONOAABICHUEM), SKpaH
Hactennslii Digis Optimal-C MW DSOC-11032*2

VY4eOHbIe ayIMTOPUU JUTS POBEICHUS MIPAKTUYECKUX 3aHITHH, TPYIIIOBBIX U
WH/MBUYAJIbHBIX KOHCYJbTAIUN, TEKYILEro KOHTPOJIS U MPOMEXYTOUHOM arrectauuu: CTon
KOMITBIOTEPHBIH, CTOJI TUCHMEHHBIH, CTYN O(UCHBIH, TOKYMEHT-Kamepa Epson, ncrounuk
6ecnepeboitHoro nuranusi POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3peleHus,
KOMITBIOTEP MEepCOHabHBIN (THIO), TipoekTop ViewSonicPJD7526W, crinkephon
HactonbHbIH Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akyctuueckas
HACTOJIbHAS, CTEPEOrapHUTYpa (MUKPO(OH C IIYMOIOIABICHUEM), KpaH HaCTeHHbIH Digis
Optimal-C MW DSOC-11032*2

[Tomerienus 1715t camocToSTENbHOM paboThl oO0ydaromuxcs: IlepconanbHble
koMmbroTepsl ¢ nakeroM MS Office, Bbixoqom B IHTEpHET U ¢ IOCTYIIOM B 3JIEKTPOHHYIO
MH(POPMAIMOHHO-00pa30BaTENbHYIO CpEly YHUBEPCUTETA

[Tomerienue Juist XpaHeHUS U TPOPUIAKTHUECKOT0 00CITy)KUBaHUS Y4eOHOTO
obopynoBanus: CTerutaxu Uit XpaHeHus yuyeOHO-HarIsAHbIX TocoOuit 1 yueOHo-
METOAMYECKON JOKYMEHTAIUH.



[MPUJIOXXEHHUE 1

YueOHO-MeTOAMYECKOE O0ecTIeYeHre CAMOCTOSITEIbHOM PadoThl 00y4ar0IUXCs

Ilepeuens mem 0151 ROO20MOBKU K CEMUHAPCKUM 3AHAMUAM:
Tema 1.1. Kongpuoenyuanonas unghopmayus u ee uovl

1.
2.
3.

Busl nHpOpMauM B 3aBUCUMOCTH OT KaTETOPUH JJOCTYIA

Ilepedens cBeneHUM, COCTABIISIONIUX I'OCYJaPCTBEHHYIO TalHY

IlepedyeHp cBeneHUl, HE NOMIEXKAIIMX OTHECEHUIO K TOCYJapCTBEHHOW TalHE H
3aCEKpEeYMBaHUIO

Ilepeuenp cBeneHuil KOH(MUACHIUAIBHOTO XapaKTepa

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

Buasl nHpoOpManum, He MoANIeKaIue OTHECEHUI0 K KOMMEpPYECKOoil TaiiHe

Mepsl 0 0xXpaHe KOH(DHIESHITUATBHOCTH HHPOpMAIHH

Tema 1.2. Opeanusayus KOHGUOEHYUATLHO20 0eIONPOU3E00CMEA

1.
2.
3.

[Tpu3Haky KOH(DHUACHIIHATIBHOTO JIEJIONPON3BO/ICTBA

CooTHolieHre KOHPHUACHIIMAIBHOTO H OTKPBITOTO JISJIONPOU3BOJICTBA

[lepeuenr HEOOXOAWMBIX HOPMATHUBHBIX JIOKYMEHTOB [Uisi  (YHKIIMOHHPOBAHHS
KOH(HICHIIMAIBHOTO JISJOPOU3BOJICTBA.

Tema 1.3. Komnaexc mep no 3auwume KOHGUOeHYuaibHou uHghopmayuu

1.
2.
3.

4.

CxeMbl CTPYKTYpHOH OpraHU3aliy KOH(PHUISHIIHAIHLHOTO JAEI0MPON3BOICTBA
Coneprxanue nepevHs BUA0B HHPOPMALUU KOHDUICHIINAIBHOTO XapaKTepa
CopneprxaHue mepeyHsl JOKYMEHTOB, COJAEpKAIMX MHGPOPMAaLNI0 KOH(UICHIUAIBHOTO
Xapakrepa

Crniucok paOOTHMKOB OpraHU3alMM, UMEIOIIUX MpaBO JOCTyNa K KOH(UIEHIUAIbHBIM
JOKyMEHTaM

Tema 1.4. Cucmema oocmyna K KOHQUOEHYUATbHLIM OOKYMEHMAM

1

2
3
4

TpeboBanust kK pa3pabOTKe CUCTEMBI IOCTYIA K KOH(OUIEHIIMAIBHBIM TOKYMEHTaM

JIOCTyn K MalllMHHBIM HOCHUTEISIM KOH(PHICHIIMATBHON HH(pOpMaInu

Odopmiienne paspelieHus Ha JOCTYI K KOH(PUIEHIIMATBHBIM IOKYMEHTaM

[TomrHOMOYMS AOIKHOCTHBIX JIMI[ IO pa3pelieHHI0 JI0CTyNa K KOH(UIEHIHATbHBIM
JIOKYMEHTaM

[TonoxeHnue o cucreMe 10CTyna K KOHPHUAESHIIMATBHBIM IOKYMEHTaM

Tema 1.5. Pexxcum coxpannocmu KOHGUOSHYUATIbHBIX OOKYMEHMO8

1.
2.

&

TpebGoBaHUs K TOMEIICHHUIO TTO/Ipa3ieTIeHUsT KOH(DHUICHIIMAIBHOTO JIETONPON3BOICTBA
TpeboBaHUs K OKHAM TTOMEMICHUH KOH(MUIECHIINATHLHOTO JCIONPOU3BOACTBA, BXOTHBIM
JIBEPSIM TTOMEIIEHHUI U DK3EMIUISIPAM KITFOUYE OT HUX

[Topsmox oOpaiieHus: ¢ KOHPHUICHITUATBHBIMU TOKYMEHTaMU

VYyer XpaHUJIUI U KIIFOYEN OT HUX

VY4er HapyleHuid mopsaka oOpaiieHus ¢ KOHPUACHIINATHHBIMU JOKYMEHTAMH

Tema 1.6. OmeemcmeeHHOCMb 3a pazeiauieHue c8e0eHUll KOHPUOEHYUATbHO20 Xapakmepa



1. JlucumnimHapHas OTBETCTBEHHOCTh 3a pasIJIallleHUEe CBEACHUH KOH(HUICHIIMAIHLHOTO
Xapakrepa

2. MarepuanbHass OTBETCTBCHHOCTh 3a paslJIalllCcHUE CBEICHHH KOH(HUICHIINATHLHOTO
Xapakrepa

3. AI[MI/IHI/ICTpaTI/IBHaﬂ OTBCTCTBCHHOCTD 3a pas3rjialliCHUC CBCIIGHI/If/’I KOH(bI/II[eHI_[I/IaJIbHOFO
Xapakrepa

4. T'paxmaHCKO-TIpaBOBas OTBETCTBEHHOCTh 3a pasriameHue CBEJICHUI
KOH(UICHIIMATLHOTO XapaKTepa

5. YromoBHass OTBETCTBEHHOCTh 3a pas3rjiallieHue CBEICHHH KOH(UICHIIMAIBHOTO
Xapakrepa

Tema 2.1. Haznauenue u 6uovl yuema KOHGUOEHYUATbHBIX OOKYMEHMOo8. Yuem Hocumenel
KOHUOeHyuanbHou ungopmayuu
1. TIponemypsbl, BBITOJHIEMEIC PU y4eTe KOH(DHUICHITUATBHBIX TOKYMEHTOB
2. CBeneHus, BKJIIOYacMble B YYCTHYIO ()OpPMY IMPHU PETUCTPAIUU KOH(PHUICHINATHHBIX
JIOKYMEHTOB
3. 3agaum ydyera HOCUTENEH KOH(UACHIINATEHOW HHPOPMALTUT
Bupl OyMaKHBIX M MAIIMHHBIX HOCUTEINEH KOH(MUACHIIMAILHOW HHPOPMAILIUU
5. PexBusuthl, opopmisieMbie Ha HOCUTEISIX KOHPHICHIIMATBHOM HH(MOpMAIK

e

Tema 2.2. J[sudicenue uzoasaemvix KOHGUOCHYUATbHBIX OOKYMEHMO8 U UX YUem
1. Opranuzanus KOHQUACHINATILHOTO JOKYMEHTO000pOTa
Craauu KOH(PUICHINATBHOTO JOKYMEHTOO00POTa U UX JIOTHYeCKOe 000CHOBaHUE
OdopMieHre peKBU3UTOB U3/1aBAEMBIX KOHPUICHIIMATHHBIX JOKYMCHTOB
I'pudbl orpannyenus goctyna K JOKyMEHTaM
VYdeTr 4epHOBUKOB U IPOEKTOB KOH(PUICHIIMATIbHBIX JOKYMEHTOB

o owd

Tema 2.3. Ilonyuenue u omnpagnenue KOHGYUOEHYUATLHBIX OOKYMEHMOG U UX Yuem
1. TTonyueHue U BCKpHITHE MAKETOB KOH(PHUICHIIMATIBHBIX JJOKYMEHTOB
2. OdopmiieHre peKBU3UTOB IPU TOCTYIUIEHUH KOH(PUACHIIHATBHBIX TOKYMEHTOB
3. OdopmiteHre peKBU3UTOB MIPU OTIPABICHUH KOH(PHICHIIMATHHBIX JOKYMEHTOB

Tema 2.4. Yuem xonghuoenyuanohvix 00KymMenmos 8bl0eIeHHO020 XPAHEeHUs
1. Buasl JOKYMEHTOB BBIJICIIEHHOTO XPaHEHHUSI
2. OdopmieHne y4eTHOrO HoMepa Ha JOKYMEHTaX BBIJEIIEHHOTO XPaHSHHUS
3. CHsTHE TOKYMEHTOB C Y4eTa BbIICTICHHOTO XpaHEHUs
4. Kaprouka ydera BpeMEHHOM BbIIa4M IOKYMEHTa

Tema 2.5. Yuem xonuposanus KOHGUOEHYUATLHBIX OOKYMEHMO8
1. OcobGenHoctn  y4era M HW3TOTOBJEHHUS  JOMOJIHUTEIBHBIX  AIK3EMILISPOB
(TUpaxkupoBaHusl) KOH(PUIEHIINATBHBIX JOKYMEHTOB
2. OcoOeHHOCTH y4eTa H CHATHS KOMUH ¢ KOH(QHICHIINATBHBIX JOKYMEHTOB
3. OcobeHHOCTH y4eTa M MPOU3BOCTBA BBIITUCOK U3 KOH(PHUIECHIIMAIBHBIX JOKYMEHTOB

Tema 2.6. Homenxnamypa konguoenyuanonuix oen. Popmuposanue u oghopmuenue
KOH@UOEHYUATbHBIX Oell
1. OcobeHHOCTH COCTaBIEHUS U BEJICHUSI HOMEHKJIATYPhl KOH(DUICHIIMATBHBIX JIEIT



2. IlpuHnumbe 1 0cOO0eHHOCTH (OPMHUPOBAHUS KOHPHUIACHIIMAIBHBIX JOKYMEHTOB B JIejia
3. OcobennocTtu opopmiieHUsT 00JI0KKHA KOHPUICHIIMAIBHOTO JIeja

4. OcobenHocTH oopMIICHUSI BHYTPEHHEH ONMUCH KOH(PUIACHITUATBHOTO J1eJia

5. OcobGeHHocTu oopMIICHUS JTUCTA-3aBEPUTENS KOH(DHUICHIIMAILHOTO Jeia

Tema 2.7. I[loocomoska Kon@UOeHYUATbHBIX Oel U OOKYMEHMO8 OJisl APXUBHO20 XPAHEHUs.

1. DkcnepTH3a MEeHHOCTH KOH(PUACHIIHAIBHBIX JIE)T U TOKYMEHTOB
DKcIepTr3a IEHHOCTH JJOKYMEHTOB BbIJICJICHHOTO XpaHCHHUS
Kpurtepuu 1ieHHOCTH TOKYMEHTOB
Pabota 3kcriepTHON KOMHCCHH, IIPOTOKOJT 3aCEaHUs IKCIIEPTHON KOMUCCHH
CocrainieHue onuceil KOHPHUICHITUATBHBIX ST ISl Iepe/iavyn Ha apXUBHOE XPAHCHUE
VHHUYTOKEHHE TOKYMEHTOB, JIeJI U HOCUTeNeH nHdopManuu

oM wLN

Tema 2.8. Haznauenue, 6uovl u npuHyunvl Npo8edeHUsi Npo8epoK HAIUYUL KOHDUOEHYUATbHBIX
O0OKYMEeHmMO8
1. TlpoBepku MPaBUIBHOCTH MPOCTABJICHUS PETUCTPANMOHHBIX JTaHHBIX HOCHTEJICH,
JIOKYMEHTOB, JIeJI M YYETHBIX )KYPHAJIOB
2. IlpoBepku MPaBWIBHOCTH TPOCTABICHHUS OTMETOK O JIBMDKCHHUH HOCHTEJICH,
JIOKYMEHTOB H JIeJ, HE3aBUCUMO OT BPEMEHU MX PErHCTpaIlluu
3. IlpoBepku (HaKTUYECKOTO HAIWYHSI BCEX HOCUTEINCH M BCEX HE MOJIIUTHIX B Jieja U HE
NEPEBEICHHBIX HA Yy4YeT BBIICJICHHOTO XPAaHCHHWS W3JaHHBIX M TOCTYIMHUBIIMX
JIOKYMEHTOB, HE3aBUCHMO OT BPEMEHH MX PETUCTPAIINH (KBAPTAILHBIC TPOBEPKHU)
4. TlpoBepka (HaKTHUECKOTO HAIWYHS BCEX JCI, JOKYMEHTOB BBIICICHHOTO XPAaHCHUS U
YUETHBIX )KYPHAJIOB (FOJI0Bas IIPOBEPKA)

Memoouueckue pexomenoayuu 01 NLOO2OMOBKU K CEMUHAPY
JI1s HOATOTOBKM K CEeMHUHApy HEOOXOJMMbI 3HaHUS JIEKIIMOHHOTO MaTepuana u
caMOoCTOsITeNIbHas MpopadoTKa JOMOJHUTEIBHOM TUTEpaTypbl U HOPMATUBHBIX HCTOUHUKOB.

Ilpumepnulii nepeuens mem peghpepamos:
1. Kommepueckas matina
Cryarcebnas maiina
Tocyoapcmeennas maiina
Tatina menegonuvix u menecpaguwvix coooujerHut
Tatina cnedcmeus
Tatina cosewjanus cyoeiti

o0k wnhE

Tatina cosewjanus npuUCsAHCHLIX 3acedameinei

7. Tatina ceedenuti o nomepnesuiux, ceuoemeneti U UHLIX VUACMHUKOB Y20JI08HO20
cyoonpouszeo0cmea

8. Aosoxamckas maiina

9. Homapuanvuas matina

10. hawnkosckas maiina

11. Hanoeosas matina

12. Bpauebnas maiina

13. Tatina nepenucxu

14. Ilepconanvusie oannvle

15. Boennas maiina



16. Tauna xpeoumnoii ucmopuu

17. Cemetinas u nuunas matinsl

18. Tatina ucnoseou

19. Taiina ycvinoenenus pebenka

20. JKypnanucmckas mavina

21. Cseodenus o cywHocmu u300pemenusi, NOAE3HOU MOOeIU Ul NPOMBIULIEHHO20
obpazya 00 oguyuarbHol nyoIuKayuu uHGopmayuu 0 Hux

Memoouueckue pekomenoayuu no HANUCAHUIO U 3awjume peghepamos

B pedepare nomxHO ObITH NpEACTaBIEHO NOIPOOHOE OMMCAHUE BHIOPAHHOTO BU/JIA TaliHbI
(KaTeropuu; 3aKOHOJATENIbHBIEC aKThl, PETYIUPYIOIIUE OTHOLIEHHUS, CBA3aHHBIE C BUIOM TaiHbI
OrpaHUYEHUs Ha PAcIpOCTpaHEeHUE, Ha Iiepeiady; IpUMEpHI U p.).

TekcT noikeH coiepXaThb MOJCTPOYHBIE CCHUIKM Ha HCIOJIb30BAaHHBIE HCTOUYHUKH
uHpopmanuu, opopmiieHHsie B coorBerctBuu ¢ ['OCT P 7.0.5-2008 «bubnuorpapudeckas
ccputka. O0me TpeGOBaHUs U MPABHIIA COCTABIICHHS.

Crpanuiel pedepara HyMepylooTCs apaOCKUMHU IUdpamMu ¢ COOIIONEHHEM CKBO3HOM
HyMepaluu 1o BceMy TeKcTy. Homep cTpaHulbl NMpOCTaBISETCS MO LEHTPY BEPXHErO IOJIs
CTpaHUIIBI.

3amura pedepara OCYIIECTBIAETCS Ha MPAKTUUYECKOM 3aHATHH, BO3MOXHO C
UCIIO0JIb30BaHUEM ITPE3EHTALMH.

Tecmut 013 camonpoegepku:
Pazoen 1. Cywgnocmo u ocob6enHocmu KOHQUOCHUUATbHO20 0e10NPOU3BO0CHIEA

1. Kakoii 1OKyMeHT oIpesesnseT NepeueHb CBEACHHM, COCTaBISIONINX IOCYAapCTBEHHYIO
Tainy?

a) ITocranosnenue IlpaButensctBa P® ot 11.02.2008 Ne 138 «O mepeuHe cBeAeHHUH,
OTHECEHHBIX K FOCYIapCTBEHHON TaillHEY;

6) Yka3 [Ipe3unenta PO ot 30.11.1995 Ne 1203 «O0 yTBepKIeHUNU MEPEUHs CBEIACHUH,
OTHECEHHBIX K FOCYIapCTBEHHON TalHEY;

B) [locranoBnenue IlpaBurensctBa PO o1 23.11.1996 Ne 18 «O06 yTBEepkaA€HUU NEPEUHS
CBEJICHH, COCTABIISAIOLIUX IOCYAAPCTBEHHYIO TalHY»;

r) Yka3 Ilpesuaenta PO or 11.02.2006 Ne 90 «O mepeuHe cBeneHU, OTHECEHHBIX K
rOCYJapCTBEHHOM TailHEY.

2. Kakue cBeieHns COCTaBIISAIOT FOCYyIapCTBEHHYIO TaliHy?

a) CBe/IEHUS B 00JIaCTH HYKOHOMHKH, HAYKHU U TEXHUKH;

0) cBeJICHHsI B BOCHHOM 00J1acTH;

B) CBEICHUS B 00JIaCTH BHYTPUIKOHOMHYECKOH JESITEIbHOCTH TOCY1apCTBa;

I) CBEJCHHUS B 00JIaCTH pa3BenbIBAaTENIbHOM, KOHTPpa3BeAbIBATEIILHOW M OINEpPaTUBHO-
PO3BICKHOM JEATEIbHOCTH;

1) CBEJICHUS B 00JIaCTU HAYKH, N300peTEeHUI U MOJIE3HBIX 00pa3lloB TEXHUKH;

€) CBeJIeHUs B 00J1aCTH BHEIIHEH MOJUTUKUA U IKOHOMUKH;

3. Kax ®enpepanbublit 3akoH or 27.07.2006 Ne 149-®3 «O6 wuHpopmanuy,
UHPOPMALIMOHHBIX TEXHOJOTHSX M O 3aluTe HHpOpManum» OmpeAessieT IMOHSATHE
«KOH(UACHIMAIBHOCTh HHPOPMALIUN»?



a) 00s13aTeNbHOE TSI COOJIOACHUS OTIEPATOPOM WIIM WHBIM JTUIIOM, TTOJTYYHBIITUM JOCTYII
K uHpopManuu, TpeOOBaHHE HE JOMYCKAaTh €€ pacHpocTpaHeHHUs Oe3 corjacusi cyObeKTa Wiu
HAJIMYHS THOT'O 3aKOHHOTO OCHOBaHUS;

0) O3HAaKOMJICHHE ONPEACICHHBIX JIUI ¢ KOH(PHICHIIMAIbHONH HH(OpMAIHEl, TOJIBKO C
corimacus ee oOlajgaTens WM HAa WHOM 3aKOHHOM OCHOBAaHHMH IPU YCIOBHH COXPaHEHUS
KOH(UICHIIMATLHOCTU YTON MHPOpMAIUH;

B) TPaBOBBIC, OPraHMU3AIMOHHBIC, TEXHWYECKHE W WHBIC NPUHUMAaeMbIe OoO0amaTeieM
uHOpPMALIUU MEPHI TI0 €€ 0XPaHE;

r) o0s3arenbHOE ISl BBIMOJHEHHS JIUIIOM, IOJIYYUBIIMM JOCTYIl K OINpPEIeICHHON
uHpopManuu, TpeOOBaHUE HE MepeaBaTh TaKyr HHOOPMAIHIO TPETHUM JIMIIaM 03 COTJIacHs ee
oOJazareis.

4. Kakoil TOKyMEHT orpeensieT BUabl KOH(QUICHINANbHOW nHpopManun?

a) [locranoBnenue [IpaButenbcrBa PO ot 11.02.1997 Ne 118 «O0 yrBepkKaeHUH BUIOB
KOH(HICHIIMATHHON HH()OpMAINY;

0) Yxa3 [Ipesunenta P® ot 06.03.1997 Ne 188 «O0 yrBepknenun Ilepeuns: cBeneHmit
KOH(HICHIIMATHHOTO XapaKTepay;

B) [locranosnenue IlpaButennctBa P® ot 11.02.2006 «OO6 yrtBepxknenuu Ilepeuns
CBeJICHHI KOH(UIEHIINATIEHOTO XapaKTepay;

r) Yka3 Ilpesunenta P® ot 23.11.2006 «O Bumax wHbOpManuy KOHPHUIACHIUATHLHOTO
XapaxkTepay.

5. Kakas cocraBusromasi OTAMYaeT KOH(MUACHIUMAIBHOE JEJIONPOU3BOACTBO  OT
OTKPBITOT'O JIEJI0IPOU3BOCTBA?

a) 3aIUTa coJiepKaiencst B KOH(QUIEHIIMATbHBIX TOKYMEHTaX HH(GOPMAIIIH;

0) J1OKyMEHTHpPOBaHKUE KOH(PUIEHIIMATBHON HH(OpMALIUH;

B) opraHusanus paboThl ¢ KOH(PUIEHIINATbHBIMUA JJOKYMEHTAMU;

I') perucTpanus KOHQUIeHINATbHBIX JOKYMEHTOB.

6. Kakue HOpMaTHBHBIE JOKYMEHTHl YCTAHABIMBAIOT €IUHBIA MOPAJOK CO3JAHUA,
00paboTKH, XpaHEHHsI U UCII0JIb30BaHUsI KOH(QUACHIIMATBHBIX TOKYMEHTOB B OpraHU3aluu?

a) CIIMCOK PaOOTHUKOB OpPTaHM3alluM, UMEIOLUX MPaBoO JIOCTyNa K KOH(UIEHIIUAIbHBIM
JIOKYMEHTaM;

0) mepedeHb HEPETUCTPUPYEMBIX JOKYMEHTOB;

B) MHCTPYKIHS O MOPsJIKE pabOThl C KOH(UACHIUATBHBIMU TIOKYMEHTAMU;

I') IepeveHb TOKyMEHTOB, COJIepKALINX HHPOPMALIMIO KOHPUICHIIMATBHOTO XapaKTepa;

1) THCTPYKLIKSA 10 JI€J0NPOU3BOJICTBY;

€) nepeueHb BUJ0B HH(POpMaMK KOH(UIEHIIHAIBHOTO XapaKTepa;

) MepeueHb YHU(PUIIMPOBAHHBIX POPM KOHPHIEHIIUATBHBIX TOKYMEHTOB.

7. B COOTBETCTBHMM € KakUMH CHEIHAIbHBIMU JOKYMEHTaMH JeHCTByeT ciyx0a
KOH(pHICHIIMAIBHOTO JIETIONPON3BOICTBA?

a) MOJIOXKEHHE O CIIyKO0e KOH(UACHIIMAIBHOTO JeTI0NPON3BO/ICTBA;

0) MHCTPYKLUS O TOPsiIKE PabOThI ¢ KOH(DUICHIIMANBHBIMU JOKYMEHTaMH;

B) JIOJKHOCTHbIE HHCTPYKIIMU PaOOTHHKOB;

I') IpaBWJIa BHYTPEHHETO TPYI0BOIO paclopsaKa.


http://lms.masu.ru/TEST/mod/glossary/showentry.php?courseid=671&eid=15295&displayformat=dictionary
http://lms.masu.ru/TEST/mod/glossary/showentry.php?courseid=671&eid=15303&displayformat=dictionary
http://lms.masu.ru/TEST/mod/glossary/showentry.php?courseid=671&eid=15295&displayformat=dictionary
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8. I'me 1oKHBI XpaHUTHCS 3alacHbIC HK3EMIUIAPHI KIOYEH OT MNOMENICHUN
KOH(UICHIIMATBFHOTO JEJONPOU3BOICTBA, PACHAlllHBIX METaJUIMYECKUX PEUIeTOK Ha OKHax,
cerioB u mkadon?

a) B KaOuWHeTe y pYKOBOAUTENS OPraHU3allHH;

0) B OIlGYaTaHHBIX HOMEPHOHN TIeYaThl0 IEHAJaX WM KOHBEPTaxX MOJpa3iacieHuUs
KOH(UICHIIMATLHOTO JISTIOMPOU3BO/ICTBA HIIU B CITy)k0e O€30IMacHOCTH.

B) B OICYATAHHBIX MEHATAX WJIA KOHBEPTAX HA BaXTeE;

r) B celihe B Oyxranrepuu.

9. Kak odopmusercs paspemieHHe Ha JOCTYN K IOCTYNUBIIUM WM HW3AaHHBIM
KOH(UACHIIMATBHBIM TOKYMEHTaM?

a) Ha 00OPOTHOM CTOPOHE TOKYMEHTA B BUJIE IITAMIIA,;

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

B) B BHJIE «TpHUda COTITaCOBAHUSIY;

r) B (hopMe pe30JIIOLUY Ha TOKYMEHTE.

Pazoen 2. Opzanuzayus KOHGUOEeHUUATbHO20 OOKYMEHMO0bopoma

1. KakoBa ocHOBHasl Lie/lb yueTa KOH(GUAECHIIUAIBHBIX TOKYMEHTOB?

a) perucrpauus KOHQHUIECHINAIbHbIX JOKYMEHTOB;

0) obecreyeHue (U3MYECKOH COXPAHHOCTH, KOMIUIEKTHOCTH M II€JIOCTHOCTHU
KOH(HIEHIIMATBHBIX JOKYMEHTOB;

B) oOecrieueHune MoATMHHOCTH KOH(PHICHIINATbHBIX JOKYMEHTOB;

r) hopMHUpOBaHHE KOHPHUICHIINATHHBIX JOKYMEHTOB B JIeTIa.

2. I'me mpocrtaBisieTcsl mTaMil ¢ yKa3aHHEM YYE€THOTO HOMEpPa U KOJIMYECTBA JIMCTOB
KOH(UICHIIMATBHBIX TOKYMEHTOB?

a) B BEpXHEM MPaBOM YTy KaKJOTO JTUCTA TOKYMEHTA;

0) B BEpXHEM JIEBOM YTy KaXXAOTO JIHCTa JOKYMEHTA;

B) B BEPXHEM MPABOM YTy TOJIBKO MEPBOTO JIUCTA TOKYMEHTA,

T') B BEpXHEM JIEBOM YTy TOJBKO MEPBOTO JIUCTA JOKYMEHTA.

3. Kakasg wuH@opmanus ykas3bIBaeTcsi Ha O00JIOkKKax padouyux M CTeHOTrpaduyYecKuX
TeTpaaei?

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

6) rpu¢ KOHOQUAECHIMATBLHOCTH, KOJMYECTBO JIMCTOB, GaMMIUS ¥ HHHULIHAIbBI
UCTIOJTHUTEJIS;

B) BHJI HOCUTENS, IrpU() KOHPHUIEHIIMATLHOCTH, KOJTUYECTBO JIUCTOB;

I') BUJ HOCUTENS, rpru( KOH(DUIECHIINATBHOCTH, (PaMUIIHs U MHULUAJIBI UCTIOJTHUTEJIS.

4. Jlo Havanma cOCTaBJICHUS TEKCTa KOHPUACHIIMAIBHOTO IOKYMEHTA ITPOBOIUTCS
oTIepaIus:

a) perucTpauuy KoHOUICHIINAIbHOTO IOKYMEHTA;

0) perucTpanuu HOCUTENS KOHPHUACHIIMATHHONH NHPOpMAIUY;

B) PErUCTpallMHU MaKeTa MOCTYNUBIIErO JOKYMEHTA;

T') COTJIacOBaHUE TEKCTa KOHPHUACHIUATHHOTO JOKYMEHTA.



5. Ecnu KoHUICHINATBHBIA JOKYMEHT IIeYaTaeTcsl C YePHOBHKA, KaKast HHPOPMAIHS
yKa3bIBaeTCs Ha MIEPBOM JIHCTE YEPHOBUKA?

a) KOJIMYECTBO HEOOXOMMBIX SK3EMIUIIPOB ITPOCKTA JTOKYMEHTA, KOJIMYECTBO JINCTOB
YEepPHOBUKA,

0) KOJTMYECTBO JIMCTOB YSPHOBHKA, (DaMIIIUS HCIIOTHUTEIIS;

B) KOJIMYECTBO HEOOXOIMMBIX SK3EMILISIPOB MPOEKTA TOKYMEHTA, (haMHITHs
UCTIOJTHUTEIIS;

I') KOJINYECTBO HEOOXOAUMBIX 3K3EMILISIPOB MPOEKTA JOKYMEHTA, (haMIIINs UCTIOHUTEIIS,
KOJIMYECTBO JIMCTOB YEPHOBHKA.

6. ['ie mpocTaBiisercs yueTHbI HOMEp U TpuQ KOHPHUACHIUATHHOCTH HA MIPOEKTE
KOH(UICHIIMATBEHOTO IOKyMeHTa?

a) Ha KaXKJI0M JINCTE KaXJ0r0 FK3EMILIpa IPOEKTa TOKYMEHTA;

0) TOJIBKO Ha MEPBOM JIUCTE MPOEKTA JOKYMEHTA B ONPEICIIEHHOM /ISl 3TOTO PEKBU3UTA
MECTE;

B) Ha BCEX JIUCTAX MPOEKTA JOKYMEHTA B JIEBOM HUKHEM YIJIy JTUIEBOU CTOPOHBIL;

I') Ha BCEX JIMCTAX IPOEKTa JOKYMEHTA B IPABOM BEPXHEM YIJy JIULIEBOM CTOPOHBI.

7. C xakoil onepanuu HauuHaeTcst paboTa ¢ MOCTYNUBIIMMYU B OPraHU3aLHIO
KOH(HIEHIIMATbHBIMU JOKYMEHTaMU?

a) y4yeT MaKeTOB MOCTYNUBIIUX JOKYMEHTOB;

0) yder HocuTenei nupopmanuu;

B) BBO/J] PETUCTPAIIMOHHBIX JTAHHBIX B aBTOMATH3HUPOBAHHYIO WIH TPATUIIMOHHYIO
CHCTEMY yUeTa;

I') IPOCTaBJI€HHE HA JOKYMEHTE rpruda KOHPHUIECHINATbHOCTH.

8. I'1e mpocTaBiAIOTCS yUeTHbIE HOMEpa Ha TEKCTOBBIX JOKYMEHTaX BbIJIEJIEHHOTO
XpaHeHus?

a) B BEpXHEM IIPaBOM YTy OOJI0XKKH;

0) B BEpXHEM JIEBOM YTJIy OOJIOKKH;

B) B BEPXHEM JIEBOM YTy Ka)KJOTO JINCTA JOKYMEHTA;

') B HUKHEM IIPAaBOM YTJTy OOJIOKKH.

9. I'ne mpocTaBinsieTcs yueTHbIH HOMep, IPUCBOEHHBIN KOMUHM KOH(UAESHIIUATEHOTO
JIOKymMeHTa?

a) Ha MEePBOM JIUCTE KOMUH MTOCEPEeIMHE HUKHETO OIS ¢ Jo0aBIeHreM ab0peBruaTyphbl
rpuda KoH(pUIEHINAIBHOCTH;

0) Ha MIEpBOM JIMCTE KOMHH B IPAaBOM HUYKHEM YTITy ¢ Jo0aBiIeHHeM ab0OpeBUaTyphl
rpuda KoHpUIEHITNAIBHOCTH;

B) Ha BCEX JINCTAaX KOIUH B MPABOM HIKHEM YTITy C T00aBiIeHHEM ab0OpeBHaTyphl rpuda
KOH(DHICHIIMAIBHOCTH;

I') Ha BCEX JIMCTAaX KOMHUH MOCepeIMHE HUXKHETo ToJIs ¢ To0aBieHneM ab0peBHaTypbl
rpuda KoH(pUIEHIINATBHOCTH.

10. Ykaxute MecTopacnookeHne rpuda orpaHiIeHus J0CTyNa K JOKYMEHTY.
a) B HIDKHEM JIEBOM YTUIy IIEPBOTO JIUCTA IOKYMEHTA;
0) B BEpXHEM JIEBOM YTy IEPBOIO JIMCTA JOKYMEHTA;



B) B HIDKHEM ITPABOM YTJIy IIEPBOTO JIMUCTA JOKYMEHTA;
') B BEpXHEM IIPaBOM YTJIy EPBOIO JUCTA JOKYMEHTA.

11. K xakoM JOKyMEHTE COICPKHUTCS MHPOPMAIHUs O MOPSIAOK MPUCBOCHUS U CHATHUS
rpuda orpaHHYEHHS TOCTYIA K KOH(PUICHINATBHBIM JOKYMEHTaM?

a) TOJIOXKEHHE O CIIy)K0e KOH(UACHIMAIBHOTO JeTIONPON3BO/ICTBA;

0) MHCTPYKITUS O MOPSJIKE pabOThl C KOHPHUACHIINATHHBIMU JOKYMEHTAMH,

B) JIOJKHOCTHBIE HHCTPYKIIMU PaOOTHHKOB;

I') mepedeHsb (CIUCOK) BUAOB HHGOPMAIMK KOHPHUICHIIMATBLHOTO XapaKTepa.

12. Kakwe ponoigHHUTENbHBIE Tpadbl COACPKHUT TAONMYHAS YaCTh HOMEHKIIATYPHI
KOH(HICHIIHATBHBIX JeIT?

a) HOMEp 110 MOPSIIKY;

0) rpu( KOH(UICHINATLHOCTH JICIIa;

B) BHJI HTHPOPMALIMU OTPAHUYCHHOTO JIOCTYIIA, COICPIKAIICHCS B JIee;

') HANMEHOBAHUE TOAPA3/ICICHHsI, KOTOPOMY IPEAOCTABIISETCS JEII0;

1) OTMETKH O JIBWXKCHUU Jiena (apXuBHBIA mmdp, HOMEp W JaTa akTa 00 YHHYTOXKECHHUH,
OTMETKH 00 OTIIPaBJICHUN);

€) KOJIMYECTBO JIMCTOB B JICIIE;

) CPOK XpaHEHUsI K1 HOMEpa CTaTeH 10 MEePEUHIO;

3) Iepuo]] KOH(UACHIIUAILHOCTH JIeIa.

13. Cneungudeckoil coctapisromieil KOH(PUICHINAIBHOTO Jelia SIBISETCS:
a) BHYTPEHHSS ONUCH JIOKyMEHTOB;

0) CIUCOK COTPYTHUKOB, TOMYIIEHHBIX K JCIY;

B) 3aBepUTENIbHAs HAJIKCh JeTa;

I') CIMCOK OTBETCTBEHHBIX HCIIOJHUTEICH.

14. HpI/I BbIAa4eC KOH(l)I/I,Z[eHI_II/IaJ'IBHOFO AcJIa COTPYAHUKY OpraHu3anuu ACJIacTCd OTMETKaA

a) KapTOYKe yueTa BBIIa4yH JeNa;

0) KapTOUKe yueTa pa3pelieHHui;

B) KapTOYKe y4yeTa Bblauu JOKYMEHTOB;
') BHYTpPEHHEH onucH jena.

15. Kakum gokymMeHTOM O¢hOopMIISeTCsl Mpoleaypa YHHUTOXKEHHUS KOH(UIACHIMAIBHBIX
JIOKYMEHTOB, JIeJl 1 HocuTelned nHpopManuu?

a) CBUJICTEIILCTBOM 00 YHHUTOKCHUH;

0) cripaBKOi 00 YHUUYTOXKCHUH;

B) IIPOTOKOJIOM O X0/1€ YHUUTOKEHUS;

') aKTOM 00 YHUUTOXKEHHH.

16. KakoBa meproAMYHOCTh MTPOBEICHUS TIPOBEPOK HATHUNS KOH(PUICHIINATHHBIX
JIOKYMEHTOB?

a) He peKe OJTHOTO pa3a B MOJT0/a;

0) He pexe OJHOTO pas3a B TOJ;

B) HE peke OJIHOTO pas3a B TPH T'0J1a;



T') HE peXe OJJHOTO pa3a B IATh JIET.

17. B KakoM IOKyMEHTE OTPaXKatoTCsl Pe3yJIbTaThl IPOU3BEIEHHBIX IIPOBEPOK
IPaBUIBHOCTH IIPOCTABICHUS OTMETOK O PETUCTPALMM U IBUKECHUN KOH(DU IEHIIMATIBHBIX
JOKYMEHTOB, JIeJl, HOCUTEJIEH U X (PaKTHUECKOTO HATNIHs?

a) B aKTe;

0) B IPOTOKOJIE;

B) B PELLIEHUM;

T) B [IPUKa3e.



[NPMJIOXEHUE 2

OueHoYHBIE CpeICTBA /s NPOBe/IeHUs] IPOMEKYTOUHOI aTTecTaluu
a) [lnanupyemble pe3yabTaThbl 00y4eHHs U OLIEHOYHbIE CPeICTBA 1JIfl NPOBEACHHS
MPOMEKYTOYHOM aTTeCTALMU:

Kon
WHIUKAaTOpa

Nuaukatop 10CTHXXEHUS
KOMIIETEHITNH

O1neHOYHBIC CPEACTBA

YK-11 Cniocoben popMupoBaTh HETEPIUMOE OTHOLICHHE K KOPPYNIIMOHHOMY TTOBEJICHHIO

VK-11.1

Onpenenser Kpyr
KOPPYILHUOHHBIX PHUCKOB
B paMKax IOCTaBJICHHON
uenM M Ipeasaraer
CHOCOOBI UX YCTpaHEHUs,
OIICHUBAET C TO3UIUHU
AHTUKOPPYIIIUOHHOTO
3aKOHOJATEIbCTBA

Tecmot 013 camonposepku:

1. Kakoil JOKyMEHT ompenessieT MnepeyeHb
CBEJICHUW,  COCTABJISIIOIIMX  TOCYIAapCTBEHHYIO
Tainy?

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

0) Yka3 IIpesunenta PO ot 30.11.1995 Ne
1203 «O6 yTBepkAECHUU TEpEUHs CBEACHMUIA,
OTHECEHHBIX K I'OCYJapCTBEHHOMN TalHE;

B) Ilocranosnenue IlpaBurensctBa P® ot
23.11.1996 Ne 18 «OO0 yTBepKIEHUHU IEpeuHs
CBEICHMM,  COCTaBISIOLIUMX  TOCYJAapPCTBEHHYIO
TalHYy»;

r) Yka3 Ilpesunenta P® ot 11.02.2006 Ne

90 «O mnepedyHe CBEICHUM, OTHECEHHBIX K
rOCyJ1JapCTBEHHOM TalHE».
2. Kaxkue CBEIICHUS COCTaBJISIIOT

roCy/1apCTBEHHYIO TaliHy?

a) cBeJIeHUsI B 00JIaCTH YKOHOMUKH, HAYKU U
TEXHUKH,

0) cBeJIeHHsI B BOCHHOM 00J1acTH;

B) CBEICHMUS B obnactu
BHYTPUIKOHOMHUYECKOI JeSITebHOCTH
rOCyAapcCTBa;

I') CBeJIeHUs B 00JacTU pa3BeAbIBaTEIbHOM,
KOHTppPa3BeIbIBATEIbHOMN 51 OIIEpaTUBHO-

PO3BICKHOMN AESITENbHOCTH;

1) CBeJIeHUsI B 00JIaCTH HAayKu, U300peTeHni
Y TIOJIE3HBIX 00Pa3I[0B TEXHUKU;

€) CBeJICHUS B OOJIACTH BHEIIHEH MOJUTUKA
Y DKOHOMUKH;

3. Kak ®enepanbHblil 3akoH ot 27.07.2006
Ne 149-®3 «O6 unbpopmanuu, WHPOPMALMOHHBIX
TEXHOJOTHSX W O 3amuTe  WHPOPMAITUN
ompeseNsieT ~ MOHIATHE  «KOH(PHUACHIHUATHHOCTh
uH(popManun»?

a)  o0s3arenbHOEe IS COOJIFOACHUS
OIepaToOpoOM WJIM HWHBIM JIUIIOM, TOJYYHUBITUM
IocTyn K uHpopManuu, TpeOoBaHUE HE JTOMYCKATh
ee pacmpocTpaHeHus 0e3 cormacus CyObeKTa WIn
HAIMYUSI THOTO 3aKOHHOTO OCHOBAHMS;

0) O3HAKOMJICHHWE OIpPEACIECHHBIX JIUI[ C




Kon
WHAUKATOpPa

Nuaukatop qocTrxReHUst
KOMIICTCHIINN

O1ieHOYHBIE CPENCTBA

KOH(pHIECHIIMATBHONH HMHPOpPMaLUel, TOJIBKO C
corjacusi ee obiajmarens WiIM HA MHOM 3aKOHHOM

OCHOBaHUU npu YCIIOBUH COXpaHEHMSI
KOH(UICHIIMATBEHOCTH ATON UHPOpMAIUY;
B) IIpaBOBBIE, OpraHU3allOHHBIE,

TEXHUUYECKHE M HMHbIE NMPUHUMAaeMble oOyiagaTesieM
uH(pOpPMALIUK MEPHI TI0 €€ 0XPaHe;

r) o0s3aTenbHOe JUIsl BBIOJHEHUS JIMILIOM,
MOJIYYUBIIUM JOCTYT K OTpeeNIeHHOM
uHpopManuu, TpeOOBaHHE HE MepeaaBaTh TaKYIO
uH(pOpMaLIMI0O TPEeThUM JHUIAM 0e3 corjacus ee
oOnanarens.

4. Kakoil JOKYMEHT OIpeneisieT BHIbI
KOH(UICHIMATBEHOM nH)OopManun?

a) Ilocranosnenue IlpaButenbctBa PD ot
11.02.1997 Ne 118 «OO0 yTBepKIE€HUU BHJIOB
KOH(pHICHIMAIbHON HH(DOpMAITUN»;

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

B) IlocranoBnenne IlpaButensctBa PD ot
11.02.2006 «O6 ytBepxaenuu Ilepeuns cBeneHwuit
KOH(UICHIINAEHOTO XapaKTepay;

r) Yka3 Ilpesunenta PO or 23.11.2006 «O
BUJIAX uH(bopMauu KOH(UICHIIMATEHOTO
XapakTepay.

5. Kakas  cocraBustomas — OTIMYaeT
KOH(HICHIIHATHHOE JIeTTOTIPOU3BOICTBO oT
OTKPBITOT'O JEJIONPOU3BOACTBA?

a) 3aIuTa coJiepxKariencs B
KOH(UICHIIMATBHBIX JOKYMEHTaX WH(POpMAIUY;

0) IOKYMEHTHpOBaHUE KOH(UIAECHIIMAIHLHON
uHpOpMaINH;

B) OopraHu3anus paboThI c
KOH(UICHIIMATbHBIMHA JOKYMEHTAMU;

r) perucTpanus KOH(UICHITNAIbHBIX
JIOKYMEHTOB.

6. Kakme HOpMaTHBHBIE  JOKYMEHTHI
YCTAQHABJIMBAIOT  €IWHBIA  TOPSIIOK  CO3JaHMA,
00paboTKH, XpaHESHUS u HCIIOJTh30BaHUS
KOH(HICHIIMATIBHBIX JJOKYMEHTOB B OpraHNU3aluu?

a) CMUCOK  pabOTHUKOB OpraHu3aIui,
UMEIOIIUX NpPaBO JOCTYNa K KOH(HUIECHIHAIbHBIM
JOKYMEHTaM;

0) nepevyeHb HEPEruCTPUPYEMBIX
JIOKYMEHTOB;

B) HHCTPYKIMS O TOpsijAKe paboThl C
KOH(HICHIIHATHHBIMHI TOKYMEHTAMHU;

I) TMepeyeHb JAOKYMEHTOB, COJAEpKaIIUX
nH(pOpMaLKIO0 KOH(UIESHIIMATBHOTO XapaKTepa;

1) MHCTPYKIIUS IO AETIONPOU3BOJICTBY;
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e) IepeveHb BUJIOB uHpOopMauu
KOH(HIEHIIMATILHOTO XapaKTepa;

K) TepeueHb YHU(PUUIUPOBAHHBIX (HOpM
KOH(HIEHIIMATIbHBIX JOKYMEHTOB.

7. B COOTBETCTBUU c KaKUMHU
CHelHalbHBIMM JOKYMEHTaMM JAEHCTBYeT Ciryx0a
KOH(HICHIIMATIHHOTO IETOIPOU3BOICTBA?

a) MOJIOXKEHHUE 0 ciyxoe
KOH(HIEHIIMATIBHOI'O 1€I0IPOU3BO/ICTBA;

0) HMHCTPYKIHMS O TOpsaKe paboTel ¢
KOH(pHICHIIMATbHBIMU JOKYMEHTAMU;

B) IOJKHOCTHBIE HHCTPYKIIMU PAaOOTHHKOB;

I) TMpaBWwia BHYTPEHHETO0  TPYJOBOIO

pacnopska.

8. I'le AOMKHBI XPaHUTHCS 3aIaCHbIE
3K3EMILISIPBI KIIFOYEeH oT MMOMEILICHUI
KOH(UIEHIINATEHOTO JIeJI0NPOU3BO/ICTBA,

pachamniHbIX METaUTMYeCKUX PEIIeTOK Ha OKHAaX,
cerihoB u mkadon?

a) B kabuHere y  PYKOBOJMTENs
OpraHu3aluy;

0) B oOmne4yaTaHHbIX HOMEPHOM IeYaTblo
NeHajaX  WJIM  KOHBEpTax  MOJpa3JesIeHus
KOH(HIECHIIMATIHHOTO JICJIONPOU3BOJCTBA WA B
ciyx0e 6e30MacHOCTH.

B) B ONCUATAHHBIX IMEHAJaX WM KOHBEPTAX
Ha BaxTe;

T) B celide B Oyxraiarepuu.

9. Kak odopmisercs paspemieHue Ha
JNOCTYIl K  TOCTYNHMBIIUM WU HM3JIaHHBIM
KOH(HIEHIIMATIBHBIM JIOKyMEHTaM?

a) Ha OOOpOTHOM CTOpPOHE JIOKyMEHTa B
BUJIE IITAMIIa;

0) B BHIE «OTMETKH O JOCTyHe K
JIOKYMEHTY»;

B) B BUJIe «TpHua CorinacoBaHusm»;

T) B opMe Pe30IIOINH Ha IOKYMEHTE.
3aoanue
[TucbMEHHO OTBETUTH Ha CJIEAYIOIINE BOIIPOCHI,
yKa3aB HAMMEHOBaHNE HOPMAaTHBHOTO JIOKYMEHTA,
TOYHYIO (POPMYIHPOBKY, OATBEPIKIAIOIIYIO
BBICKa3bIBaHUE, HOMEP MTyHKTa U HOMEp CTaThH:

. PaccmaTpuBaercs 1M 4YelIOBEK B KayecTBE
HOCHTEJISI CBEJICHUM, COCTABJISIFOLIUX
rOCy/IapCTBEHHYIO TaliHy?

. Kakoii MAaKCHUMaJIbHBIN CpOK
pacCEeKpeYnuBaHUs  CBEACHUM,  COCTABJIAIOLIUX
roCy/1apCTBEHHYIO TalHy?

. Kak wyacro HeoOXoquMO mepecMaTpuBaTh
IIEPEYHH CBEJICHUM, MTOJIEXKAIINX

3aCEKpEUMBAHUIO?
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. Ko HAJIEJEH MIPaBOM
MepPBOHAYAIIEHO YCTaHOBJICHHBIX CPOKOB
3aCEKpEUNBaHUSA HOCUTEJICH CBEJICHUH,
COCTaBJISIFOLIUX FOCY/IapCTBEHHYIO TaltHy?

. B kakux ciy4dasgx HOCHUTENIHM CBEICHHI,
COCTaBIISIIOIIUX TOCYAApCTBEHHYIO TaifHy, MOTYT
OBITh PACCEKPEUEHBl JI0 MCTEUCHUS] CPOKOB HX
3aceKpeyrBaHUsI?

. Ha xakue oTHOLIEHHS HE paclpoOCTpaHsIETCs
neiicreue denepanbHoro 3akoHa «O MepCOHATBHBIX
JAHHBIX»?

. Ha OCHOBE KaKHX
OCYIIIECTBIISETCS obpaboTka
TAHHBIX?

. B kakux ciydasx cBeleHUS O CYObBEKTe
MEPCOHAJIBHBIX JAHHBIX MOTYT OBITb B JIHO0OE
BpeMsi UCKITIOYCHBI u3 00IIeTOCTYITHBIX
HMCTOYHHKOB NIEPCOHAIILHBIX JIAaHHBIX ?

. Yro MIpPeIoNaratoT NercTBUS
00€3TMYNBAHUIO NTEPCOHAIIBHBIX TAHHBIX?

. Krto sBnsercs obnamarenem uHpopMaiuu,
COCTABJISIONIEH KOMMEPYECKYIO TalHy?

. B kakux cinydasx u KoMy, oOiamarenb
uH(pOpMaIIMK,  COCTABJISIIONIEH  KOMMEPYECKYIO
TaiiHy, 0053aH NpPeNoCTaBUTh 3Ty HHGOpMaLN0?
Kax 310 m0o/mkHO ObITE 0pOopMITIEHO?

B kakux cnyyasx wuHpoOpmanus, COCTaBISIONIAS
KOMMEpPUYECKYI0 TailHy, oOyajgareneM KOTOpoun
ABJISIETCSL APYro€ JIMLO, CYUTAETCS MOJIYYEHHOUN
HE3aKOHHO?

IIPOJIICHUS

MNPHUHOHUIIOB
IEPpCOHAJIBHBIX

10

YK-11.2

[Inanupyer peanusamuro

331ad B 30HE CBOEU
OTBCTCTBCHHOCTH C
y4eToM UMEIOIINXCS

PECYpPCOB M OTpaHUYCHMUIA,
JNEUCTBYIOINUX IPABOBBIX
HOPM
AHTUKOPPYIILIMOHHOTO
3aKOHO/JIaTEIbCTBA

N3yuuTs cienyrone HOPMaTUBHBIE TOKYMEHTHI:

. 3akoH oT 21 wmrona 1993 r. Ne 5485-1 «O
rOCyJIapCTBEHHOM TailHEY;

. Vka3 Ilpesunenra Poccuiickonn @enepannu
or 11 ¢epans 2006r. Ne 90 «O mnepeune

CBEJICHHI, OTHECEHHBIX K TOCYIapCTBEHHOI
TalHEY;

o ®enepanbHblil 3aK0H OT 27 utons 2006 1. Ne
152-®3 «O mepcoHaTbHBIX JTaHHBIXY;

. ®enepanbHblil 3aK0H OT 29 urons 2004 r. Ne

98-®3 «O KoMMepUYeCKOH TaiHEeY.
. ®denepanbHbIil 3ak0H oT 25.12.2008 N 273-

@3 «O npOoTHBOEHCTBUM KOPPYIILIIN»
PaccMoTpeTh OCHOBHBIE IOHSATHS, HCHIOTIb3yEeMbIE B
HOPMATHBHBIX JIOKyMEHTAX; TIOJTHOMOYHSI OPTaHOB
roCyJapCTBEHHOM BJIACTH U JOJDKHOCTHBIX JIMIL B
00JacTi OTHECEHUS CBEIEHUI K TOCYapCTBEHHOM
TailHe U MX 3aIlUTHI; IepeueHb CBEICHUH,
COCTABIISIIONINX TOCYAAPCTBEHHYIO TalHY;
PEKBU3UTHI HOCUTENEH CBEACHUH, COCTABIISIOMINX
roCyJapCTBEHHYIO TaliHY; NIPUHLUIIBI U YCIOBHSI
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00pabOTKM NEPCOHANBHBIX JIaHHBIX; TIPaBa
CyObeKTa epCOHANIBHBIX JaHHBIX; 00s13aHHOCTH
orneparopa npu cOope MepcoHANbHBIX TaHHbIX;
0COOEHHOCTH NpeI0CTaBICHNUs HHPOPMALINHY,
COCTABJIAIOLIEH KOMMEPYECKYIO TalHY.

VYKa3aTh NMCbMEHHO Ha3HAaYEHUE KaXJI0T0 U3
YKa3aHHbIX HOPMATUBHBIX TOKYMCHTOB.

[IK-2 CmocobGeH  OCyIIECTBISTH

Opra"u3amuen

JOKYMEHTAllHOHHOE  00€CHeueHUe  YIpPaBICHUS

[1K-2.1

OpranuzyeTt u
peraaMeHTHpyeT
JOKYMEHTHUPOBaHUE
YIIPaBJICHYECKOU
JeSITEIbHOCTH B
OpraHu3aluu

Tecm ona camonposepku

1. KakoBa ocHOBHas 1eJlb  yyeTa
KOH(UICHIIMATBHBIX JOKYMEHTOB?

a) perucTpanus KOH(PUACHITUATBHBIX

JIOKYMCHTOB;
0) obecrnieuenne (GpU3NIECKON COXPAHHOCTH,
KOMIUIEKTHOCTH u LIEJIOCTHOCTH
KOH(UICHIIMATLHBIX JIOKYMCHTOB;
B) obecreyeHne MOJIMHHOCTH

KOH(UICHIIMATLHBIX JIOKYMCHTOB;

r) dopMmupoBaHHE  KOH(HUICHIUATbHBIX
JIOKYMEHTOB B JieJIa.

2. 'me mpocTtapnsieTcsl mTamn ¢ yKa3aHHEM
YY4E€THOTO  HOMEpa M  KOJMYeCTBAa  JIMCTOB
KOH(UICHIIMATBHBIX JOKYMEHTOB?

a) B BEpXHEM MPABOM YTy KaKIOTO JIHCTa
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YTy KaXKJIOTo JIHCTa
JIOKYMEHTA;

B) B BEpXHEM IPaBOM YTy TOJIBKO MEPBOTO
JUCTa TOKYMEHTA;

T') B BEpXHEM JICBOM YTIy TOJILKO TMEPBOTO
JUCTA JOKYMEHTA.

3. Kakas wundopmanmst ykaspiBaeTcs Ha
0o0n0)kKax  paboyux W CTEHOrpapUYecKux
TeTpaaein?

a) rpud KoH(pHUACHIIMATLHOCTH, DaMHIIIUsS U
WHUIUAIB] HCTIOTHUTES, CPOK XPAHCHHUS,

0) rpu KOHPUACHINATBHOCTH, KOJIMYECTBO
JTUCTOB, (DaMUITHSI U MHUITUAIBI HCTIOTHUTEIS;

B) BH/]I HOCUTENS, rpud
KOH(HIEHIIMATIBHOCTH, KOJIMYECTBO JIHCTOB;
r) BH/]I HOCUTENS, rpud

KOH(MUICHIMATEHOCTH, (aMUIUS W HMHUIIHAAIBI
WCTIOTHUTEIIA.

4. Jlo Havana cocTaBlI€HUS TEKCTA
KOH(PHICHIIMAIBHOTO IOKYMEHTA TTPOBOIUTCS
onepanus:

a) perucTpauy KOHOUISHIIUATEHOTO
JIOKYMEHTA;
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0) perucTpanuu HOCUTENS
KOH(pUICHIMAIbHON HH(OpMAIUu;

B) PETUCTPAIMH MTaKeTa MOCTYITHBIIETO
JIOKYMEHTA;

I') COTJIacOBaHUE TEKCTA
KOH(HIEHIIMATIBHOI'O IOKYMEHTA.

5. Eciu KoHOUASHINATBHBINA TOKYMEHT
[IeYaTaeTCsl C YepHOBUKA, Kakas HHpopMaLus
yKa3bIBAETCs] HA IEPBOM JIMCTE YEPHOBUKA?

a) KOJIM4YECTBO HEOOXOAMMBIX SK3EMILISIPOB
IIPOEKTa JOKYMEHTa, KOJIMYECTBO JIUCTOB
YEepPHOBHUKA;

0) KOJIMYECTBO JINCTOB YEPHOBUKA, (haMUITUS
WCTIOTHUTEIIS;

B) KOJIMYECTBO HEOOXOUMBIX IK3EMILISIPOB
MPOEKTa JOKYMEHTa, ()aMHJIIHS HCTIOTHUTEIIS,

I') KOJINYECTBO HEOOXOAMMBIX 3K3EMIUIIPOB
MPOEKTa JOKYMEHTa, (haMUIIHS HCIIOTHUTEIIA,
KOJINYECTBO JIMCTOB YEPHOBHKA.

6. I'te npocTaBisercss yueTHbI HOMEP U
rpu¢ KOH(UIEHINAIBHOCTH HA IPOCKTE
KOH(HICHIINATIHLHOTO JTOKyMEHTa?

a) Ha Ka)KJIOM JINCTE KaXKA0I'0 3K3eMILIpa
MPOEKTa JOKYMEHTA;

0) TOJBKO Ha IEPBOM JIUCTE IPOEKTA
JIOKYMEHTa B OIMPEeIEHHOM JIJIsl 9TOTO PEKBU3UTA
MecTe;

B) Ha BCEX JINCTaX MPOEKTA JOKYMEHTa B
JIEBOM HMKHEM YTIY JIMIIEBON CTOPOHBI;

T') Ha BCEX JIMCTaxX MPOEKTa JIOKyMEHTa B
IIPaBOM BEPXHEM YTy JIMLIEBOH CTOPOHBI.

7. C kaxoii onepanuy HauuHaeTcs paborta ¢
MOCTYNUBIIMMU B OPraHU3ALHIO
KOH(PHUICHIIMAIIbHBIMUA TOKYMEHTaMU ?

a) y4eT MaKeTOB MOCTYNUBIINX
JIOKYMEHTOB;

0) ydet HocuTenei uHdopmarmu;

B) BBO/JI PETUCTPAIIMOHHBIX JTAHHBIX B
ABTOMATH3UPOBAHHYIO MM TPAIUILIMOHHYIO
CHCTEMY yUeTa;

I') IpOCTaBJIeHNE Ha JOKYMEHTE Tprda
KOH(UIEHIIMATBHOCTH.

8. I'ie mpocTaBisAtOTCS yueTHbIE HOMepa Ha
TEKCTOBBIX JOKYMEHTaX BBIJICIIEHHOTO XpaHECHHUS?

a) B BEPXHEM IIPaBOM YTy OOJI0XKKH;

0) B BEpXHEM JIEBOM YTy OOJIOKKH;

B) B BEpPXHEM JIEBOM YTy KaXJOT0 JIUCTa
JOKYMEHTA;

T') B HIDKHEM IIPaBOM YTy OOJI0XKKH.

9. I'me npocTaBnseTcss y4eTHbIN HOMED,
NPUCBOCHHBIM KOMMH KOH(HICHIIHAIHLHOTO
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JIOKymMeHTa?

a) Ha TIEPBOM JIUCTE KOITUH ITOCEPEINHE
HIDKHETO 1oJIA ¢ 1o0aBiIeHneM ab0opeBHaTyphl
rpuda KOH(UIESHIIUATEHOCTH;

0) Ha EPBOM JIUCTE KOIIMH B IIPABOM
HIDKHEM YTy ¢ 100aBiieHreM ab0peBUaTyphl
rpuda KoH(pUIEHINAITBHOCTH;

B) Ha BCEX JINCTAaX KOMUU B MPABOM HIKHEM
yri1y ¢ no6aBiaeHrueM ab0OpeBHaTypsl rpuda
KOH(UICHIIMATEHOCTH;

T') Ha BCEX JIMCTaX KOMUH MTOCEePEIUHE
HUKHETO TOJIS ¢ J00aBJIeHHEM a00peBUaTyphI
rpuda KOHPUIECHITUATLHOCTH.

10. Vkaxure MecTopacmojoxeHue rpuda
OTPaHUYCHUS JIOCTYIA K JOKYMCHTY.

a) B HIDKHEM JIEBOM YTJIy TIEPBOTO JIHCTa
JIOKYMCHTA,;

0) B BEpXHEM JIEBOM YIJIy IEPBOro JIMCTa
JIOKYMCHTA,;

B) B HIDKHEM IIPAaBOM YIJIy MEPBOTO JIUCTA
JIOKYMCHTA,;

I') B BEpXHEM IPAaBOM YTy IEPBOTO JIUCTA
JIOKYMEHTA.

11. K kakoM JOKyYMEHTE COJIEpKUTCA
uHpOpMALUA O TOPSJAOK IPHCBOCHHUS M CHATHUS

rpuda OrpaHUYECHUS Jocryma K
KOH(HIEHIINATIBHBIM TOKyMEHTaM?
a) MOJIOKEHHE 0 ciyxo0e

KOH(HIEHIIMATIBHOT'O 1eT0NPOU3BO/ICTBA;

0) WuHCTpyKUUS O THopsake paboTel ¢
KOH(pHIEHIIMATbHBIMU JOKYMEHTAMU;

B) JIOJDKHOCTHBIE MHCTPYKIIUM paOOTHUKOB;

I') MepeyeHb (CIUCOK) BHJIOB MH(POpPMALUU
KOH(PHUICHIIMAIIBHOTO XapaKTepa.

12.  Kakme pomnonHuTenbHble — rpadbl
COJIEP)KUT  TabJMyHAas  4acThb  HOMEHKJIATYpbl
KOH(HIEHIIMATIBHBIX JeN?

a) HOMep IO MOPSIIKY;

0) rpu¢ KoH(MUISHIINATEHOCTH JIeNa;

B) BuA UHDOpMaLUM  OTPaAaHHUUYEHHOTO
JI0CTyTIa, COZIEpKALLEICs B IETIE;

r) HaVMEHOBAaHUE MOAPA3ACIICHHUS],
KOTOpOMY IIPEOCTABIISAETCS JIETI0;

J) OTMETKH O JBIKEHUU Jieia (apXUBHBIM
mudp, HOMEp W Jara akra 00 YHMUYTOXKEHHUH,
OTMETKH 00 OTIpaBJIECHUHN);

€) KOJIM4YECTBO JINCTOB B JIEJIE;

) CpPOK XpaHEHHs M HOMepa cTared o
MIEPEYHIO;

3) mepruoa KOHPUACHITUATHHOCTH JIeIa.

13. Crenuduueckoit COCTAaBJISIFOIIEH
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KOH(HICHIIMATIHHOTO JIeNa SBISETCS:

a) BHYTPEHHSAA OIUCH TI0KYMEHTOB;

0) CHHCOK COTPYIHHMKOB, IOIMYIIEHHBIX K
Jeny;

B) 3aBEpUTEIIbHAS HAAMMCH JIEJIa;

I') CHMCOK OTBETCTBEHHBIX MCIIOJIHUTENEH.

14. Ilpu BeIgaue KOH(HUICHIMAIBHOTO Aea
COTPYAHUKY OpraHu3aluy JAeJaeTcsi OTMETKA B:

a) KapTOYKe yyeTa BblIauM JIela;

0) KapTOUKe y4yeTa pa3pelieHui;

B) KapTOYKe y4eTa BbIIAuU JOKYMEHTOB;

I') BHYTPEHHEH OIHCH Jena.

15. Kakum pgokymeHTtom odopmisercs
nporenypa YHUYTOXKCHHS  KOH(UICHIMATBHBIX
JIOKYMEHTOB, JIeJl 1 HocUTenel nHpopmanuu?

a) CBUJIETEJIbCTBOM 00 YHUUYTOKEHUH;

0) cpaBKOl 00 YHUUTOXKEHUH;

B) IMMPOTOKOJIOM O XO/I€ YHUUYTOKCHUS;

') aKTOM 00 YHUYTOXKCHHH.

16. KakoBa nepuoAM4HOCTb IIPOBEICHUS
IPOBEPOK HATMYUS KOH(DUIEHIIMATbHbBIX
JIOKYMEHTOB?

a) HE pexe OJJHOTO pasa B MOJIr0J1a;

0) HE pexe OJJHOTO pas3a B TOJI;

B) HE pexe OJIHOro pa3a B TpH rojia;

T') HE peXe OJJTHOTO pa3a B IATh JIET.

17. B kakoM TOKyMEHTE OTPaXaroTCs
pe3ybTaThl TPOU3BEICHHBIX IIPOBEPOK
MPaBUIBHOCTU MPOCTABIEHUS OTMETOK O
pETUCTpAINH U IBHKCHUN KOH(PHICHIINATBHBIX
JIOKYMEHTOB, JIeJl, HOCUTEIEeH U UX (PaKTHYECKOTrO
HaJTU4Hs?

a) B aKTe;

0) B MPOTOKOJIE;

B) B PEILLICHUH;

T') B [IPUKa3e.

[1K-2.2

Opranusyer u
perJamMeHTHpyeT
JIOKYMEHTO000pOT B
OpraHu3aIu

3ananue «Komnaekc mep no 3auume
KoH@uoenyuanvnou ungopmauuu.
Cmpykmypuas opzanuzayus
KOHPUOCHUUATIbHO20 0e/IONPOU3E00CHIEA) '

1. CipoekTHpoBaTh (CMOAETUPOBATE) KPYITHYIO
OpraHu3aIIo, OMPEETUTh Chepy AEATETHHOCTH U
peliaemMsble 3a1a4u.

2. [IpencTaBuTh CBOM BapUaHT CTPYKTYPHOMH
OpTraHHU3aINH CIYKOBI KOH(UIESHITHAIEHOTO
JIeIONPOU3BOJICTBA (pa3padoTaTh CTPYKTYpPY
OpTraHMU3aIH U MMOKa3aTh MECTO CITYKObI
KOH(PHICHIIMAIIBHOTO JISTIONPON3BO/ICTBA B TAHHOM
cTpykType). Onucarh CTENEHb CAMOCTOSTEIBHOCTH
CITY>KOBI KOH(PUIACHITMATBLHOTO IEJIONPON3BOJICTBA,
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€€ MOJAYNHEHHOCTb.
3. OnpeaenuTs JOJKHOCTHOM M YUCIICHHBIN COCTaB
pabOTHUKOB CITY>KOBI KOH(DHUICHITHAIIEHOTO
JIEJIONPOU3BO/ICTBA, C IEPEUUCICHUEM
JIOJIKHOCTHBIX 00s13aHHOCTEH 110 KaX 101
JOJIKHOCTH.

4. OnpenenuTh HOPMATUBHbBIE aKThl, B TOM YHCIIE
JIOKaJIbHBIE, Ha KOTOPBIX OCHOBBIBAETCS
opraHu3arys padboThl CITyKOBI
KOH(HICHIIMATILHOTO JICTIONPOU3BOJICTBA).

5. Onpenenutsb copeprkaHue mepeyHs (Crucka)
BUI0B HH(POPMALIMU KOH(DUICHINAIBHOTO
XapakTepa JiJIsl CIIPOSKTUPOBAHHOM OpraHU3aliu.
[lepeuens opopMHUTh B BHJIE TAOIHUIIBL.

6. Onpenenutsb copep kanue nepeyHs (Crucka)
JOKYMEHTOB, COJIEpKAIIUX HH(OPMAITHIO
KOH(UICHIIMATFHOTO XapaKTepa s
CIIPOEKTUPOBaHHOW opranusanuu. Ilepedens
0hOpMHTH B BUJIE TAOJIHUIIBI.

7. OnpenenuTh CUCOK paOOTHUKOB OpTaHHU3aIlHH,
MMEIOIIUX MPaBO JOCTYIAa K KOH(PUIEHIINATIbHBIM
JIOKYMEHTaM.

8. CocraButhb u opopmuTth [lonoxenue o cyxde
KOH(HICHIIMATIHLHOTO JeTONPON3BOICTBA
3adanue «Homenknamypa deny:

1. CoctaBuTh 1 0()OPMUTH HOMEHKIIATYPY
KOH(HIEHIIMATBHBIX JIeJT 1151 KOHKPETHOM
OpraHH3aIiy.

2. CoctaBUTh ¥ 0OPMHTH CIIEAYIOIINE
JIOKYMEHTBI U3 CIIHCKa, HEOOXOIMMbIE Ha CTaluU
o(opMIIeHHs U TOATOTOBKU KOH(UACHIIMAIBHBIX
JIeJ1 K Tepeiaye Ha apXUBHOE XpaHEHHUE U IIpU
IPOBE/ICHUH ITPOBEPOK HATUYHUS
KOH(HICHIIMATBHBIX JeJl, TOKYMEHTOB H YUETHBIX
JKYpPHAJIOB:

1) cipaBKa-3aMeCcTUTENh JOKYMEHTOB JIeJIa;

2) 00710KKa KOH(DUACHIIMATBHOTO Jea;

3) BHYTPEHHSISI OMKCH IOKYMEHTOB JIeJa;

4) xapTOUKa y4yeTa BblJIaul KOH(PHUICHIIUATLHOTO
nena;

5) nucT-3aBepuTeINb JIeNa;

6) aKT O BBIJICJICHUH K YHUYTOKCHUIO
KOH(HICHIIMATIBHBIX JIe]l U JOKYMEHTOB;

7) akT O TpoBepKe KOH(DUACHIMAIBHBIX JIel,
JJOKYMEHTOB M YYETHBIX KYPHAJIOB

[1K-2.3

Opranusyer,
peraamMeHTHpyeT
OIIEpaTUBHOE XPAaHEHUE U
UCIOJIb30BaHUE
JOKYMEHTOB B
OpraHu3aluu

3ananue «Y4er KOHQUIEHIIMATbHbIX JJOKYMEHTOBY:
1. OdopMuth OCHOBHBIE Y4€THblE  (HOPMBI
KOH(HICHIIMATIBHBIX JJOKYMEHTOB, BCTPEYAIOIINECs
Ha BCEX CTaIusIX KOH(HICHIIHATHHOTO
JIOKYMEHTO000pOTa, U3 CIEAYIOUIEro CIUCKA!

1) sxypHan (kapTouKa) ydera W3IaHHBIX




Kon
WHAUKATOpPa

Nuaukatop qocTrxReHUst
KOMIICTCHIINN

O1ieHOYHBIE CPENCTBA

KOH(bI/II[GHLII/IaJIbeIX pacniopAIUTCIIbHBIX
JOKYMEHTOB U TMPOTOKOJOB (MO KaXIAOMYy BHUAY
OT/IEJIbHO);

2) )KypHaJI y4eTa M3JIaHHbIX KOH(PHICHIHATbHBIX
JIOKYMEHTOB;

3) peectp  yuyera  BPEMEHHO  MEpeIaBACMBbIX
KOH(UICHIIMATLHBIX JJOKYMCHTOB;

4) xxypHaT yuera MOCTYITUBIITHX
KOH(HICHIIHATBHBIX JOKYMECHTOB;

5) sxypHas yyera KOH(PHICHIIMAIbHBIX JOKYMCHTOB
BBIJICJICHHOTO XPaHCHUS;

6) kapTouka y4era BblJaud KOH(PHUICHIINATBHOTO
JIOKYMEHTa (11ena);

7) *KypHa ydeTa KOTIIMPOBAHUS
KOH(HICHIIMATBHBIX JJOKYMEHTOB;

8) mTamr pa3perieHuss Ha KOIMPOBaHUE
KOH(HICHIIMATBHBIX JOKYMCHTOB;

9) kapTouka KOHTPOJIS UCTIOTHEHUS
KOH(UAECHIIMATBHOTO JTOKYMEHTA.
2. CocTaBuTh u oopmMuth JIOKYMEHTHI,

cojepxalie KOHQHUAECHIHAIbHYIO HH(pOpMAaIHIO,
MOJUIeXKAIME KOMUPOBAHHUIO, C YKa3aHHEM BCEX
HEOOXO/UMBIX PEKBU3UTOB U OTMETOK, HAHOCHMBIX
Ha JOKYMEHT B TIPOIIECCE M3TOTOBJICHUS KOMHUH, U
caMM DJK3eMIUIpbl KONUH 3THUX JIOKYMEHTOB, C
yKa3aHHEM BCeX HEOOXOJWMBIX PpEKBU3UTOB U
OTMETOK.

Konduaenmnuanbapie JOKyMEHTbI OGOPMHUTH IS
CJIEAYIOIIMX BUJIOB KOITUPOBAHMS:

1) W3roTOBIEHHWE OMOIHUTEIBHBIX SK3EMIUISPOB
(THpaXKupOBaHME) KOH(HIEHIIMATbHBIX
JIOKYMEHTOB;

2) cHatTMe KomUH ¢ KOH(UIEHIMAIbHBIX
JIOKYMEHTOB;

3) npou3BOJCTBO BBHITUCOK U3 KOH(PHICHIIMATBHBIX
JIOKYMEHTOB.

Hepeqeﬂb TEeM U 3aJlaHMil 1JIsl OATOTOBKH K

IK3aMeEHY:

1. [TonsiTne KOH(UACHIINATIHLHOTO
JEIIONPOU3BOICTBA.

2. [Tpu3naku KOH(UACHIINATIBLHOTO
JEIIONPOU3BOICTBA.

3. CooTHouieHne KOH(GUICHIHAIBLHOTO H
OTKPBITOTO JIEJIONPOU3BOCTBA.

4. ObmenoctynHas  uHpopmauus U
uHpOpMaIKs OTPaHUYEHHOTO I0CTYIIA.

S. CooTHo1ieHne uH(popMalun

OTPaHMYEHHOTO JOCTyma C TOCYIapCTBEHHOU
TalHOM.
6. Krnaccudukanus CBEICHUN




Kon
WHAUKATOpPa

Nuaukatop qocTrxReHUst
KOMIICTCHIINN

O1ieHOYHBIE CPENCTBA

KOH(HISHIIMATHLHOTO XapaKTepa MO OCHOBAHUSM,

IPEAYCMOTPEHHBIM JIEHCTBYIOIIUM
3aKOHO/IaTEILCTBOM.

7. CBesieHHS, COCTaBIIAIONINE CITY)KEOHYIO
TalHYy.

8. [Topsimok oOpaiieHusi ¢ JOKyMEHTaMH,
COJIepKAMH CITy)KeOHYIO uH(OPMAIIHIO
OTPAaHUYEHHOTO PACTIPOCTPAHCHHUSI.

9. CBeneHusi,  KOTOpbIE  HE  MOTYT

OTHOCHUTBCSL K cIykeOHo# Taiine. ['pud «lms
CJIy’K€OHOT'O 10JIb30BAHUS.

10. Caencnus, COCTAaBJISIOIINC
KomMMmepueckyto TaiiHy. I'pud «Kommepueckas
TalHa».

11. Meponpusatusi,  HampaBlIeHHbIE  Ha
3aIIATY KOMMEPYECKON TalHBbI.

12. [TepconanbHble JaHHBIC (CBEACHHUS O
rpaxkaanax). CocTtaB nepcoHaIbHBIX JaHHBIX.

13. Knaccudukamms MIEPCOHAIIbHBIX
JAHHBIX.

14. [Tomyuenue u obOpaboTka

MEPCOHANIbHBIX JIaHHBIX. (OCHOBHBIE TpPeOOBAHUS
pu 00pabOTKE MEPCOHATBHBIX JaHHBIX.

15. Ilepenaua  mepcOHANbHBIX  JIAHHBIX.
Onpenenenne Kpyra JHI, HUMEIOMIUX IPaBO
JIOCTYTIA K TIEPCOHATBHBIM JIaHHBIM.

16. Csenenusl, COCTAaBIISIIOIINE TaliHy
CJICJICTBUS U CYJOIPOU3BOJICTBA.
17. Csenenus, CBSI3aHHbBIC c

poecCHOHANBHON /1€ATEIbHOCThIO  (BpadeOHas,
HOTapUaJbHasA,  aJBOKATCKas  TalHa,  TalHa
MNEPCINCKH, TCJ'IC(l)OHHI)IX MEPETrOBOPOB, MOYTOBBIX

OTIIpaBIICHUH, TesierpapHbIX WIN WHBIX
COOOIIIEeHUT).
18. CBefieHHsT O CYIIHOCTH M300peTeHMs,

HOJIE3HOW MOJIeNN WM NPOMBIIIIEHHOTO o0pasna
710 opunManbHOM MyOIMKanuu UHGOPMAIK O HUX.

19. BapuaHTBl CTpyKTypHOM OpraHu3anuu
KOH(HIEHIIMATIBHOTO I€TIOIPOU3BOJICTBA.
20. 3amaun W (QyHKOUM, TpaBa U

OTBETCTBEHHOCTh  CIYXObl KOH(HICHIIUATHHOTO
JIETIOTIPOU3BOJICTBA.

21. JloxanbHbIe HOpPMaTUBHBIE aKThI,
YCTaHaBJIMBAOIINE MTOPSIA0K paboThI c
KOH(UICHIIMATEHBIMHA JOKYMEHTaMHU.

22. Pexxum COXPaHHOCTH
KOH(UICHIIMATBHBIX JOKYMEHTOB.
OTBETCTBEHHOCTb 3a pa3JallleHuEe CBEICHUIN
KOH(UICHIIMATFHOTO XapaKTepa




Ilepeuenv mem u 3a0anuit 0141 NOO20MOBKU K IK3AMEHY:

1. TlonsATHEe KOH(UACHIUAIBLHOTO ASTONPOU3BOICTBA.

2. IlpusHaky KOHPUAESHIUAIBHOTO ASTOMPOU3BOICTBA.

3. CootHomeHne KOHPHUICHIUATHHOTO U OTKPBITOTO JAETIONPOU3BOICTBA.

4. OO6menocrynHas nHopmaius 1 nHGoOpMaIrs OrpaHHYEHHOTO JOCTYTIA.

5. CootHomeHre HHPOPMALUU OTPAHUYSHHOTO JIOCTYIIA C TOCY1apPCTBEHHON TaliHOM.

6. Knaccuduxanus cBeaeHuii KOH(PUIESHIIMAIBHOTO XapakTepa IO OCHOBAHUAM,
IPEIYCMOTPEHHBIM JACHCTBYIOIIUM 3aKOHO/IaTEILCTBOM.

7. CBeneHusi, COCTaBIAIOIINE CIYKEOHYIO TaliHy.

8. Tlopsmok oOpalieHuss C JTOKYMEHTaMH, COACPXKAIIUMU CIIYKEOHYIO HH(OpMAIHIO
OTPaHUYEHHOTO PACIPOCTPAHEHHUSI.

9. CseneHus, KOTOpblE HE MOTYT OTHOCHUTBbCS K CiykeOHOW TaitHe. ['pud «Jlns
CIIy’keOHOTO MOJIb30BAHUS.

10. Ceenenus, cocTaBisonre Kommepueckyro taiiny. I'pud «Kommepueckas taiiHay.

11. MepornpusTus, HallpaBJICHHbIE Ha 3alIUTY KOMMEPUYECKOMN TalHBI.

12. TlepconanbHble qaHHbIE (CBeNEHUS O rpakaanax). CocTaB MepCOHANBHBIX JaHHBIX.

13. Knaccudukanus rnepcoHabHBIX JTaHHbBIX.

14. Tlonyyenne u 00paboTkKa MepCOHANBHBIX HaHHBIX. OCHOBHBIE TpeOOBaHUS MPU
00paboTKe ePCOHABHBIX JaHHBIX.

15. Tlepemaua mnepcoHanbHBIX HaHHBIX. OmnpeaeneHUe Kpyra JHI, UMEIOIIUX IMPaBO
JIOCTYTIA K TIEPCOHAIbHBIM JTaHHBIM.

16. CaeneHus, COCTABISIONIUE TalHY CIEACTBUS U CyIOIPOU3BOICTBA.

17. CBenenus, cBsi3aHHBIE C TPO(ECCHOHANBHON  JESATEeIBHOCThIO  (BpaueOHas,
HOTapUallbHAsA, aJJBOKATCKasl TaliHa, TailHa MEPEenuCKHU, Tele(OHHBIX MEPEeroBOPOB, MOYTOBBIX
OTHpaBJICHHIA, TelerpadHbIX UM UHBIX COOOIICHUH).

18. CBegenust O CyIIHOCTH HU300peTEHHS, IMOJIE3HOW MOJEIH WM IPOMBIIUIEHHOTO
oOpa3siia 10 opuIHraTsLHON MyOIHMKAIUU HHPOPMAITH O HUX.

19. BapuaHThl CTPYKTYpHOI1 Opranu3anuu KOHQUIACHIIMATLHOTO JEIOMPOU3BOICTBA.

20. Bagaun W (QYHKIMH, TpaBa W OTBETCTBEHHOCTh CIIYKObl KOH(DHICHIIMATBHOTO
JIeNTOTIPOU3BO/ICTBA.

21. JlokanpHBIE HOPMATHBHBIC AaKThl, YCTAHABIWBAIONIME TIOPSIOK pPabOTHI  C
KOH(HIEHIIMATIBHBIMHU JOKYMEHTAMHU.

22. PexuM cOXpaHHOCTH KOH(MHUACHIIUAIBHBIX TOKYMEHTOB.

23. OTBETCTBEHHOCTh 3a pa3rialleHue CBeACHNH KOH(DUIEHIIMAIBHOTO XapaKkTepa.

0) Ilopsanox mnpoBegeHMs TNPOMEXKYTOYHOH AaTTeCTAllMH, IOKa3aTeJd M KPHUTEPHH
OlLICHUBAHMSA:

[Tpomexxyrounas arrtecranuss no jaucuuminHe «KoHduaeHIMaIbHOE AETONPOU3BOICTBOY
BKJIIOYAET  TEOPETUYECKHE  BONPOCHL,  IO3BOJSIOUIME  OLIEHUTh  YPOBEHb  YCBOEHUS
00y4aromyMuUCs 3HaHUHM, U MPAKTHYECKUE 3aJJaHMs, BBIABISAIOIINE CTENeHb c(hOPMUPOBAHHOCTH
YMEHMM W BIaJ€HUN, NPOBOAUTCA B (opMe 3K3aMeHa. DK3aMEeH M0 JaHHON IUCHUIUIMHE
IPOBOJIUTCS B yCTHOH ¢opme B mo BompocaM. OlLeHKa BBICTABISETCS C yYETOM pe3yJIbTaToOB
BBINOJIHEHUS 3aJJaHUH Ha 00pa30BaTEIbHOM MOpTAJIE.

Kpumepuu ouenku (6 coomeemcmeuu c opmupyemvimu KOMREMEHUUAMU U
nAGHUpYeMbIMU PE3YIbMAMAMU 00YHEeHU):
[Ipu cpaye osk3amena oOydarOmMicA [OJDKEH IOKa3aTh C(HOPMHPOBAHHOCTH CJEIYIOIIMX
KOMIIETECHIINN:

VYK-11 Cnocoben ¢opmMupoBaTh HETEpPNHMOE OTHONIEHHE K KOPPYNIHMOHHOMY
MIOBE/ICHUIO

- OmnpenenseT Kpyr KOpPPYILUMOHHBIX PHUCKOB B paMKax IIOCTABICHHOW LEMH U
npe/ylaraeT  CrnocoObl  HMX  YCTPaHEHUs, OLEHHBAET C TMO3UIHMH AHTUKOPPYHIIMOHHOTO
3aKOHOJATEIbCTBA



- [Inanupyer peanuzanuio 3aja4 B 30HE CBOCH OTBETCTBEHHOCTH C YUETOM MMEIOIIUXCS
pecypcoB ¥ OrpaHMYEHUM, JCHUCTBYIONIMX IMPABOBBIX HOPM  AHTHUKOPPYHIIMOHHOTO
3aKOHOJATEIbCTBA

[IK-2 CnocobGeH OCyIeCTBIATh JOKYMEHTAlMOHHOE OOeCIeueHHe yIpaBJICHUS
Oopranu3amuen

- Opranusyer U periiaMeHTHPYET JOKYMEHTHUPOBAHUE YIIPABICHUYECKOU JESITEIIbHOCTU B
OpraHu3auu

- Opranusyer u periiaMeHTHUPYET JOKyMEHTOOOOpOT B OpraHu3aluu

- Opranusyer, perjaMeHTHPYeT ONepaTUBHOE XPaHEHUE U UCIIOJIb30BAHUE JOKYMEHTOB
B OpraHu3aiuu

— Ha OLEHKY «OTJHYHO» (5 OamnoB) — oOyyarouuiicss JEMOHCTPUPYET BBICOKUN YPOBEHb
c(OpPMUPOBAHHOCTH KOMIIETCHIIMM, BiIaJeeT KaTeropHalbHBIM alllapatoM, YMETb €ro
UCITIOJIb30BaTh B COOTBETCTBYIOIIEM KOHTEKCTE; yYMETh MPOKOMMEHTHPOBATH OIpeesieHHE,
MOSICHUTD, MPUBECTH MPUMEPHI, WLTIOCTPUPYIOIINE OTAeNbHbIe MojoxkeHus. CTyIeHT u3aaraer
UHPOPMALIMIO JIOTUYHO, TIOCIEAOBATEIFHO, ApPTyMEHTHPYS M KOMMEHTHUDPYS TOJOXCHHUS,
UCIIONIB3YET PACCYXAAIOIIUNA CTHIIb, BBICKA3bIBAET CBOKO IMO3ULIMIO, (GOPMYITUPYET BBHIBOABI B
KOHIIE BOIIPOCOB.

— Ha OLIEHKY «Xxopomo» (4 Oamna) — oOOydYaroIIMIICS JEMOHCTPUPYET CPEIHUM YpPOBEHb
c(OpPMUPOBAHHOCTH KOMIIETEHIMI: OCHOBHBIC 3HAHUS, YMEHHS OCBOCHBI, HO JIOMYCKAIOTCS
HE3HAUMTENIbHbIC OINMOKH, HETOYHOCTH, 3aTPyIHEHHs TpH aHAJUTUYECKUX OIEpalusx,
NepeHoce 3HaHUI U YMEHHI Ha HOBbIE, HECTAHIAPTHBIE CUTYALIUU.

— Ha OLIEHKY «YyI0BJIETBOPHMTEJBbHO» (3 Oayia) — oOyyarouuiicss J€MOHCTPUPYET MOPOTOBBIH
ypoBeHb C(HOPMUPOBAHHOCTH KOMITETEHIIUI: B X0/I¢ KOHTPOJIBHBIX MEPOIPHUITHIA JOMYCKAIOTCS
OIIMOKH, TPOSBISIETCS OTCYTCTBUE OTACIBHBIX 3HAHWN, YMEHHH, HAaBBIKOB, OOyYaromIMKCS
WCIBITHIBACT 3HAYUTENIbHbIC 3aTPYJHEHHS MPH ONEPUPOBAHUU 3HAHUSAMHU U YMEHUSIMU NPU UX
NepeHOCe Ha HOBBIE CUTYAIIHH.

— Ha OLEHKY «HEeY/0BJIeTBOPUTEILHO» (2 Oamia) — oOydJaromuiicss JeMOHCTPUPYET 3HAHUS HE
o6omee 20% TeOpeTHUECKOTO MaTrepuaia, JOMYCKaeT CYIIECTBEHHbIE OIIMOKH, HE MOXKET
NOKa3aTh MHTEJUIEKTYaJIbHbIC HABBIKU PEIIEHUs MPOCTHIX 3a/1ay.

— Ha OIICHKY «HEeYyI0BJIETBOPUTEAbHO» (1 Oamt) — oOydaromuiicss He MOXKET MOKa3aTh 3HAHUS
Ha YpOBHE BOCIPOU3BEACHHS U OO0bACHEHHs UHPOpMalMM, HE MOXET I0Ka3aTh
MHTEJUICKTYaJIbHbIE HaBBIKU PEIICHUS MPOCTHIX 3aj1ad.



I[MTPUJIOXXEHUE 3

MeToauuecKkue YKazanus:

Memoouueckue pekomenoayuu 0 NOO2OMOBKU K IK3AMEHY

[Ipu moxmroroBke K 3aueTy 0co00e BHHMaHHUE CcCJeIyeT OOpaTUTh Ha CIEIYIOIIUE
MOMEHTBI: COOTHOILICHHE KOH(MUACHIMAILHOTO ¥ OTKPBITOTO JEJIONPOU3BOJICTBA; MECTO
KOH(QHICHIIMATBHOH HWHPOpMAMKM B CTPYKTYpe HHPOPMALUU OTPAHUYCHHOTO JOCTYIa,
KjIaccu(uKanusi CBEACHUN KOH(UACHIIMAIBLHOTO XapaKTepa; JIOKAIbHbIE HOPMATHBHBIC AKTHI,
YCTaHABJIMBAIOUINE MOPSAO0K pabOThl ¢ KOH(PHUICHIHATHHBIMH JOKYMEHTAMH, OTPa’KaloIIMMU
pa3MYHbIe BUIBI TallH; COXPAaHHOCTh KOH(HUICHIMATBHBIX JOKYMEHTOB; OTBETCTBEHHOCTH 32

pasriameHue CBeIeHui KOH(UACHIIMAIBHOTO XapaKTepa.

Meroanueckre peKOMEHIAINY 110 BBIMOIHECHHIO 3a/iaHus «Komniaexkc mep no 3aujume
KOH@uoenyuanonoit unghopmayuu.
0e10npPou3800Cmear .

[IpakTrueckoe 3amanue BeimosHseTcs B ¢opmare Microsoft Office Word 2003 ¢

Cmpykmypnaa opzanuszayus KOHPUOEHUUATbHO20

yKa3zaHHEeM HOMEpa MyHKTa.

B mynkTe 2 nomkHa OBITh MPEACTaBICHA CTPYKTYPa OpPraHU3ally C BBIICJICHUEM B HEl
CITy’KOBI KOH(PHUICHIIMATBHOTO JICIOTPOU3BO/ICTBA.

B myHkTe 3 MOKHOCTHOM COCTaB JOJDKEH COOTBETCTBOBATH (0IIEpoCCHUCKOMY
Kiaccudukaropy npodeccuit pabouux, AODKHOCTEH ciyxamux U TapudHbeix paspsgo (OK
016-94).

B mynkte 4 nmomkeH OBITH MPENCTaBICH CHUCOK HOPMATHBHBIX aKTOB, MPU 3TOM
ClIelyeT YYHUTHIBATh MUX IOPUIUYECKYIO CUITY: OT (efepanbHBIX A0 JOKATbHBIX HOPMATHUBHBIX
aktoB. [lpm paBHOM cTaTyce TOKYMEHTOB HMX B3aWMHOE DACIOJIOXECHHE OIPENENeTCs I10
XPOHOJIOTHH.

B nynkre 5 «llepeuenr BuaoB uHpoOpManuu KOHQUIACHIMAIBLHOTO XapakKTepar
peKOMEHAYeTCS OPOPMIISATE B CICIYIOIIEM BHJIE:

Ilepeyenb BuI0B HH(poOpManu KOHPUACHIHAIBHOIO XapaKTepa

JomxkHocTHBIE TUIa (TT0Ipa3IeTeHHs),

No HanmMeHnoBaHue cBeieHUH, Cpox
HMMEIOIIHE [TPABO PACTIOPSKCHHS
T1/T1 (OTHOCATINXCS K KOHDUICHITUATLHBIM| KOH(UICHIIHATLHOCTH
CBEJICHUSIMH
1 2 3 4

B mynkte 6 «llepedenp MOKYMEHTOB, cojaep X amux HWHPOPMAIMIO KOH(UICHIIMATEHOTO
XapakTepay peKOMEHIyeTCsl OPOPMIISTh B CIEAYIOIIEM BHUJIC:

Ilepeyenb NOKYMEHTOB, coAep:KalIUX HHPOpMANNI0 KOHPUICHIHATBHOI0 XapaKTepa

n/m

Josx- ITepuo-
OCHOBa- ITonpas- IToapas p
Haume- Hue IS JIEIICHUS WU NEJIEHNUS U
KOH(DU- Jinna YeCTB -| HOCTB
HOBaHHE KOHbU- o JIOJDKHOCTHEIE JIOJDKHOCTHEIE ’ ecTBo | Anpe oc
JNEHIINATIb- YTBEPXK- | nk3eMII- | caThl | U3MAHUS
JIOKyYMEHTA |IeHUHAIIb- Jjna, OTBETCT- Jmna,
HOCTH JAaromye | ggpos JIOKY-
HOCTH BCHHEIC 3a COTJIaCYIOIIHE
(moamu- MEHTa
MMOATOTOBKY JIOKY-
ChIBa-




JOKyMEHTa MEHT FOIIHE)
TIOKyMEHT

2 3 4 5 6 7 8 9

10

MeTtoanyeckie PEeKOMEHAAMU IO BBINOJIHCHUIO 3aJaHusd «YdeT KOHd)I/II[eHHI/IaJIBHBIX

IOKYMEHTOBY:
[TpakTuyeckoe 3amaHue BBINOJHIECTCS NMUChbMEeHHO B (opmarte Microsoft Office Word

2003 ¢ yka3zaHMEM HOMEPA ITyHKTA.

B nynkre 1 1omxHO OBITE 0O)OPMIIEHO HE MEHEE IATH MOPSAIKOBBIX HOMEPOB B KAXKIOM
YYETHOM XKYpPHAJIE U PEECTPE U3 CIIUCKA C 3all0JHEHUEM BceX rpad, He MEHee TpeX KapTouek Ha
Ka)XJIbI{ BUJ] KAPTOUKHU M3 CIIMCKA U HE MEHEE TPeX IITAaMITOB Ul PAa3HBIX BUJIOB IOKYMEHTOB.

B mynkTe 2 Bce paspabaTbhiBaeMble KOH(GUIACHIUAIBHBIC JOKYMEHTHI JOJDKHBI OBITH
opopmiensl cormacHo TpeboBanusiMm ['OCT P 6.30-2003  «YuudunupoBaHHas cucrema
JIOKYMEHTAIUH. YuudunupoBanHas cucTema OpraHHU3aIMOHHO-PACTIOPAIUTENLHOM
JTOoKyMeHTaruu. TpeOoBaHus K OGOPMIICHHIO JOKYMEHTOB», BKIIOYas HEOOXOIUMBIC
JIOTIOTHATEIFHBIC PEKBU3UTHI, XapaKTePHBIC I KOHPUICHIIMATHHBIX JJOKYMCHTOB.

[To kaxaoMy yKazaHHOMY BHUAY KONHPOBAHUS JIOJDKEH OBITh OQOPMIICH OJHH
KOH(UICHIMAIBHBIA JOKYMEHT W HEOOXOJUMOE KOJUYECTBO JK3EMIUISIPOB Komui (10
YCMOTPEHHIO) ¢ 0(hOpMIICHHEM BCEX HEOOXOUMBIX PEKBU3UTOB U OTMETOK, KaK Ha JIUICBOM, TaK
U Ha OOOpPOTHOW CTOpPOHE KOHQHUJACHIMAIBHOIO JOKYMEHTa, HAHOCHUMBIX B Ipolecce
M3TOTOBJICHHSI KOTTUW HA IOKYMEHT U Ha CaMH KOIIHUH.

MeTtoanueckue peKOMESHAAIIMN 10 BRINOJTHEHMIO 3aganus «HoMeHKIaTypa gemy:

[Ipaktuueckoe 3amanue «HomeHkmarypa nem» BBITIOJNHIETCS MHCHbMEHHO B (opmare
Microsoft Office Word 2003 ¢ ykazanuem HOMepa ITyHKTA.

B nynkre 1 nomkHa ObITH OodopmileHa HOMEHKJIATypa KOH(QHUACHLIHAIbHBIX el I10
YCTAHOBJIEHHOM (QopMe, ¢ YyKa3aHMEM HE MEHee JeCATH KOH(QUACHIHUAIbHBIX Jel, ¢
3aM0JIHEHUEM BCEeX HEOOXOIUMBIX Tpad TaOIMYHON 4acTH JOKYMEHTa MO KaKIOMYy Jiely (Tomy)
U BCEX HEOOXOUMBIX MOJNHICEN U BU3.

PexkBM3UTBI HOMEHKIATYpbhl KOH(QUACHUUAIBHBIX JENl JOKHBI OBITh  O(GOPMIICHBI
cornmacHo TtpeboBanmsimM ['OCT P 6.30-2003 «YuuduuupoBaHHas cHcTeMa IOKYMEHTAIUH.
YHuUIMpoBaHHas CUCTEMa OPTaHU3allMOHHO-PACTIOPSIIUTEIFHON TOKyMeHTauu. TpeOoBaHMs
K OQOpPMIICHHIO JIOKYMEHTOB», BKIOYass HEOOXOIMMEIE JOMONHUTEIbHBIE PEKBHU3HTHI,
XapakTepHbIe 1151 0hOpMIIEHHUST KOH(PHICHIINATBHBIX TOKYMEHTOB.

Homenknarypa KOH(MICHIMANBHBIX €N JIOJDKHA OBITh TpPEICTaBICHAa KaK TOTOBBIN
JTIOKYMEHT.

Homenknarypa KOH(UICHIHUANIBHBIX JIe] MOXeET ObITh OpOpMIICHAa B BHJIE KapTHHKH C
YCIIOBHEM CBOOOJIHOTO M YETKOT'O IPOUTEHHS BCEX PEKBU3UTOB U OTMETOK.

B nynkre 2 Bce pa3pabarbiBaeMble KOH(QHIECHUUATbHBIE JOKYMEHTHI IOJDKHBI OBITH
O0(OPMIIEHBI COTJIACHO TUMIOBBIM (hOpMaM.
JlomkHO ObITH 0O(hOPMIIEHO HE MEHEE OHOI0 YKa3aHHOTO IOKYMEHTA.




BuyTpenHsiss onuch AOKYMEHTOB Jejla JOJDKHA COJAEpPKAaTh HE MeHee |5 pa3muyHbIX
KOH(HICHIIMATIBHBIX JTOKYMEHTOB, KOTOPBIE TI0 CBOEMY COAEPIKAHUIO MOTYT COCTAaBJIATH OIHO
KOH(HICHIIHATIBHOE JIEJIO.

B nucre-3aBeputenie gena J0JDKHO 0053aTEbHO COJCPKATHCS yKa3aHHe Ha 0COOCHHOCTH
(U3HYECKOTO COCTOSHUS KOH(MUICHIMAIBHBIX JOKYMEHTOB Jella U OCOOCHHOCTH HUX
dbopmupoBaHUs.

AKT O BBIJICJIICHUHM K YHHUYTOXXCHUIO KOH(PHICHIUAIBHBIX JET U JOKYMEHTOB JOJDKCH
COJIepKaTh HE MEHEE CEMU TMOPSAKOBBIX HOMEPOB C 3aMOJIHEHUEM BceX rpad.

Bce MOKyMEHTBI M3 CITUCKA JIOJKHBI OBITH IMPEJICTABICHBI KaK T'OTOBBIC JIOKYMEHTHI C
odopmieHHEM BCeX HEOOXOIUMBIX MOJIITUCEH U BU3.

I[OKYMGHTI)I MOr'yT OBITh O(bOpMJ'ICHBI B BUJIC KAPTHUHOK C YCIIOBUCM CBO6OI[HOFO " YE€TKOI'O
IMPOYTCHUA BCCX PCKBU3UTOB U OTMCTOK.



