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JIdcT akTyajm3anuu padoueil mporpamMmbl

Pabouas mporpamMma rnepecMoTpeHa, 00CykaeHa u 0100peHa s peanusaruu B 2026 - 2027
y4eOHOM rojy Ha 3acefnanuu Kadeapsl [lemarornyeckoro oopa3oBaHus U

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

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

IIporokonm ot 20 r. No
3aB. kadenpoii C.C. Benukanona

Pabouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2028 - 2029
yueOHOM roy Ha 3acenanuu kadenpel [legarorndeckoro o0pa3oBaHus U

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

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2029 - 2030
y4eOHOM roj1y Ha 3acenanuu Kadeapsl [lemarornyeckoro oopa3oBaHus U

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




1 lesin ocBOCHUSA TUCHUTIIMHBI (MOYJIA)

[ensimu ocBOCHHSI TUCTUTUTMHEI (MOoayIis) «KoH(puaeHIInanpHOe ASTOMPOU3BOJICTBOY
SIBJITFOTCSI: M3y4YCHHE HOPM JICHCTBYIOIIErO 3aKOHOIATEIhCTBA B 00JIACTH 00pabOTKH
JOKYMEHTOB, COJICPIKAIINX CBEICHUS KOH(PUIACHIIMATHLHOTO XapaKTepa, MPaKTUKH
MPUMEHECHHS TUX HOPM JJIS UX MOCIICTYIONIEro KBaTU(UIIMPOBAHHOTO MIPUMEHEHUS B
IIPAKTUYECKOU JeATEIbHOCTH

2 MecTo JUCUMILIMHBI (MOIYJIsS]) B CTPYKTYpe 00pa3oBaTe/ibHOI MPOrpaMMbl

Jucunmmna KonduaeHnumansHoe AeI0MpOru3BOACTBO BXOIUT B YacTh y4eOHOTO
1aHa GOpMHUPYEMYI0 YYaCTHHUKaMH 00pa30BaTeNIbHBIX OTHOIIEHUI 00pa30BaTeIbHOM
IIPOrPaMMBlI.

Jis n3y4eHus JUCUUIUTMHBI HEOOXO0IMMBI 3HAHUS (YMEHUS, BIIaICHUS),
c(OpMHPOBAHHBIC B PE3yJIbTATEe U3YUCHUS TUCIMUILIHH/ IPAKTUK:

[TpoexTrpoBaHue ynpaBIeHYECKON JOKYMEHTAIIMU OpraHUu3aluH

JlokyMeHTalmoHHOE oOecreueHue aIMUHUCTPATUBHBIX OTHOLIEHHH B PD

Opranu3anys 1 TEXHOJIOTUs TOKyMEHTAllMOHHOTO 00ecrieueH sl yIpaBiIeHUs

OO6paboTka 1 3amMTa J0KyMEHTUPOBAHHOM HH(pOopMauu

JlokyMeHTalMoHHOE 00ecreueHue TPy10BbIX OTHOIIEHU B PD

JlokyMeHTalMoHHOe o0ecneyeHre rpakIaHCKUX OTHoIIeHui B PO

3HaHus (YMEHUs, BIa/IeHNUs ), IOTYYECHHbIE IPY U3yYEHUU JTaHHOM UCIUIUINHBI
OyayT HeOOXOAUMBI [T U3YUSHHSI JUCIUTUTHH/TIPAKTHK:

[TpakTHKyM 110 COCTaBICHUIO U O)OPMIICHHUIO CIIYKEOHBIX JOKYMEHTOB

[TpousBoacTBEHHAs — NPEIAUILIOMHAs PAKTUKA

[ToaroToBka k caaye u cjada rocyJapCTBEHHOI'O 3K3aMeHa

3 Komnerenuuu odyyaromerocsi, popmupyemsbie B pe3y/ibTaTe 0CBOCHHUS

AUCHUILUINHBI (MOYJIS1) M IJIAHMPYeMble pe3yJibTaThl 00y4eHust

B pesynbrare ocBoeHus aucuuIuinebl (Moayns) «KonduaeHuuaibHoe
JeJI0TIPOU3BOACTBOY» O0YUArOIUICS JODKEH 00J1afaTh CIEAYOMMMU KOMIIETCHIIUSAMU:

KO)I HHAUKaTopa I/IHI[I/IKaTop JOCTHXKECHUS KOMIICTCHIIN

VYK-11 Cnocoben popMupoBaTh HETEpIUMOE OTHOIIEHUE K MPOSIBICHUSIM SKCTPEMHU3Ma,
TeppOpHU3Ma, KOPPYIIIMOHHOMY TOBEJICHUIO U IPOTHBOIEHCTBOBATh UM B
poeCCHOHATILHOMN 1€ TEIbHOCTH

YK-11.1 Omnpenensier Kpyr puCKOB dKCTPEMHUCTCKOM, TEPPOPUCTHUECKOH,
KOPPYNIIMOHHOW aKTUBHOCTH B paMKax IOCTaBJICHHOMN L€ U
IpeJylaraeT crocoObl MX YCTPAaHEHUs, OLIEHUBAET C MO3UIUH
3aKOHOZATEIbCTBA

YK-11.2 [Tnanupyer peanuzanuio 3a1a4 B 30HE CBOE OTBETCTBEHHOCTHU C YYETOM
MMEIOLINXCS PECYPCOB U OTPAHUUYEHUH, NEHCTBYIOIUX IPABOBBIX HOPM
3aKOHOAATEIbCTBA

[TK-2 Crioco6eH ocymiecTBIsATh JOKYMEHTAITMOHHOE 00€CTICUCHHE YITPaBICHUS
OpraHu3anuen

[1K-2.1 Oprasu3syeT 1 periiaMeHTUPYET JOKYMEHTUPOBAaHUE YIPABICHYECKOU
JeSITETIHbHOCTH B OpTaHU3aIIH

I1K-2.2 OpraHusyeT U perjiaMeHTUPYET JOKYMEHTOOOOPOT B OpraHu3aliu

IK-2.3 Opraau3yeT, periaMeHTHPYET ONePaTUBHOE XPAHCHHE U
WCTIOJIh30BaHUE TOKYMEHTOB B OpraHU3aIiN




4. CTpykTypa, 00b€M U copepkaHue JUCHUILIMHBI (MOTYJISA)
OO01mmas Tpy10eMKOCTh TUCIUIUTHHBI COCTaBISIeT 3 3adeTHbIX eauHull 108 akan. 4acos, B TOM

YHUCIIC:

— KOHTaKTHas pabota — 59,1 akan. 4acos:
— ayauTopHas — 48 akaj. 4acos;

— BHeayauTopHas — 11,1 akap. yacos;

— caMmocTosATenbHas padota — 13,2 akaja. 4acos;
— B (popme mpakTuueckoit moaroroBku — 0 akaj. yac;
— MOJATOTOBKA K 9K3aMeHy — 35,7 akajl. yac

<DopMa aTrecraguu - 5K3aMCH

AynutopHas ) =
KOHTakTHas pabota | 3 & dopma TeKyImero
o 5 X
5 B aKaJl. yacax 3 Bu KOHTPOJIS
Pasnen/ Tema 3 (B axan ) E R A . p Kon
g & © | camocTosTENBHON | yCIIEBaeMOCTH U
JTACIUTUTAHBI 3 e = . | xoMmereniu
O g g paboThI MIPOMEKYTOUHOM
Tex nab. | mpaxT. Z'S aTTecTalluu
3aH. 3aH. | O &
1. CymHocTh U 0COOCHHOCTH
KOH(UIEHIIUATIBHOTO
JeTOTPOU3BOACTBA
1.1 KondunenuunansHast ITogroroBka k
VK-11.1, VK-
nH(OpMaLys U ee BUIBIL. JIEKLIH.
4 2 11.2, TIK-2.1,
Opranuzanus 8 IMonroroska Omnpoc K2 2. TIK-
KOH(QHICHIIUAILHOTO BBICTYIUIEHUH TIO 2 3:
JIETI0NIPOU3BO/ICTBA BUJIaM TaltH '
IToaroroBka k
JIEKLIH.
Pazpabotka
[Tonoxxenus o
1.2 Kommieke mep 1o
7 CHUCTEME JJOCTyINa CocraBnenue
SaLHTe K TaKera
KOH(QUICHIIUAITbHON e —— OKVMCHTOR VK-11.1, VK-
MH(OPMALIH. 3 6 3 BIM JIOKYMEHTaM HHo ye)KI/IM 11.2, TIK-2.1,
OTBETCTBEHHOCTh 3a AOKYM ’ P Y I1K-2.2, TIK-
N U3zydenue JOCTyTa. AHaIN3
pasriaiieHue CBeIeHUI 2.3
o0opynoBaHHuS | 3aKOHOAATEIBHBIX
KOH(UICHINATHEHOTO
HEOOXOJMMOTO AKTOB.
Xapakrepa
Ui oOecTieueHHst
COXPaHHOCTH
KOH(UICHINATBH
BIX JOKyMEHTOB
Uroro no pazneny 7 14 5
2. Opranu3zanus
KOH(UIAECHINATIBHOTO
JOKyMEHT0000poTa
2.1 HasHaueHHe 1 BHIBI IloaroToBka k Ioxaroroska
y4aera JIEKIIHH. YYETHBIX
KOHQU/ICHUNATBHEIX PaspaboTka u JIOKYMEHTOB. VK-11.1, YK-
AOKYMCHTOB. Yuer 7 3 5 3 3aI0JIHEHUE IMoaroToBka 11.2, TIK-2.1,
HOCHTETICH . YUETHBIX HOPM. nakera TK-2.2, TIK-
KOH(HCHIHATBHOH PaspaGotka JIOKYMEHTOB, 2.3
nHdopmaru. [IBmxenue MapIpyTa yVETHBIX
KOH(HICHIHATBHBIX IIBIDKEHUS JIOKYMEHTOB,
NOL\AEITITAD U uy sureT




KOH(HICHIIMABH
BIX IOKYMEHTOB.

[ToaroroBka
makera
LITaMIIOB
JIOKyMEHTOB,
YYEeTHBIX
JIOKyMEHTOB,
LITaMIIOB.

INonroroska
2.2 HomenknaTypa TIEKIUH.
KOH(QHICHIIUAIBHBIX JEI. Odopmienue
dopMupoBaHue U HOMEHKJIATypbl Odopmnenue VK-11.1,
odopmieHue nen. CocTaBieHne | HOMEHKIATYPHI JIeT. VK-
KOH(UIEHIUAIBHBIX JET. 3 6 2 BHYTPEHHEN Odopmnenue 11.2, IIK-
IToaroroska OIIMCH, JINCTa- MakeTa JOKYMEHTOB 2.1,
KOH(QHICHIUAIBHBIX e 1 3aBepuUTeIN Jena, IUISL apXUBHOTO [IK-2.2, TIK-
JIOKYMEHTOB VIS akTa 00 XpaHEHUs Je. 2.3
apXHUBHOTO YHUUTOKEHHH
XpaHEHHUSI. JIOKyMEHTOB H

Jei.
IMoaroToBka k odopmnenue
nekuun. PaGota JOKyMEHTOB, VK-11.1
2.3 Ha3nauenue, BUABI U KOMHCCHH I10 COTIPOBOKIAFOIIINX YK-. '
TIPUHLUITE] TPOBEICHHS MPOBEIECHHIO paboTy KOMHCCHU 11.2. TIK-
MIPOBEPOK HATHYHS 3 6 3,2 MIPOBEPOK 0 MIPOBEIICHUIO '2’1
KOH(UIEHIUATIBHBIX HaJIN4Hs NPOBEPOK HAMUS | 1y o '2 ' K-
JIOKyMEHTOB KOH(MUICHIIUATBH | KOHMHUICHIIHATbHBI 2 é
BIX JOKYMEHTOB M | X JOKYMEHTOB H
Jei. Jen.

HWroro no pazaerny 9 18 8,2
Hroro 3a cemectp 16 32 13,2 SK3aMeH
Uroro o gucuumiiiae 16 32 13,2 SK3aMeH




5 Ob6pa3oBaTe/ibHbIE TEXHOJIOTHH

[Tpu npoBeneHNH 3aHATUI U OpraHU3alUU CAMOCTOATEIbHONU PaboThl CTYJCHTOB
UCIOJIb3YIOTCS: TPAJUIIMOHHBIE TEXHOJIOTUU O0yUYEHUS, MPEANOaralue nepeaady
nH(pOpMalUY B TOTOBOM BUJE, POpMUpPOBaHUE YUEOHBIX YMEHUI [0 00pa3ily: JIEKIIHsI-
U3JI0KEHUE, JIEKIUSI-00bsICHEHUE, TPAKTUYECKUE pabOThl, KOHTPOJIbHAS paboTa U Jp.
Hcnonb30BaHue TpaJuIIMOHHBIX TEXHOJIOTHH 00ecreunBaeT OpUEHTUPOBAHUE CTYICHTA B
MOTOKE MH(OPMALIUH, CBI3aHHOMN C Pa3IMYHbIMH ITOAXO01aMHU K ONPEIEIICHUIO CYIIIHOCTH,
coJiep>KaHusi, METOAOB, (hOpPM pPa3BUTHUS U CAMOPA3BUTHUS JINYHOCTHU; CAMOOIPE/IEICHIE B
BBIOOPE ONTUMAIILHOTO IMMYTH U CIIOCOOOB TMYHOCTHO-TIPO(ECCHOHAIBHOTO Pa3BUTHS;
CUCTEMATU3aLMIO 3HAHUM, [TOJIyYEHHBIX CTYAEHTaMHU B IIPOLIECCE ayJUTOPHOU U
caMoCTOSITeNNbHON paboThL. [IpakTHueckue 3aHsATHA 00ECIIEYNBAIOT Pa3BUTHE U 3aKPEILJICHHE
YMEHUI 1 HAaBBIKOB OIIPEJIEICHUS LIETIEH U 3a]1a4 CaMOpPa3BUTHS, a TAKKE IPUHATUS
HauOosee 3O PEKTUBHBIX PEIICHUI 1T0 UX PeaTH3aIiu.

Peanu3zanus KOMIETEHTHOCTHOIO OJIX0/1a IIPEyCMaTPUBAET UCIIOJI30BAHUE B
y4eOHOM TMPOLIECCEe AKTUBHBIX U MHTEPAKTHBHBIX ()OPM MPOBEICHHS 3aHATHI
(KOMIBIOTEPHBIX CUMYJISILIUH, I€JOBBIX U POJIEBBIX UIP, Pa300p KOHKPETHBIX CUTYyaIUi) B
COYETaHUM C BHEAYAUTOPHOU PabOTOM C eTbI0 (OPMHUPOBAHUS M PA3BUTHS
poeCCHOHATBHBIX HABBIKOB 00YYarOIINXCS.

[Tpu ocBOEHMM JUCIUILIMHBI UCIIOJIB3YIOTCS CIEIYIOIINE COUETaHUS BUAOB yueOHOU
paboTeI ¢ MeToaMu 1 (popMaMK aKTHBH3AINH TO3HABATEIHLHON JCSITEILHOCTH OaKaIaBpOB
IUISL TOCTHIKEHHS 3aIJTAaHMPOBAHHBIX PE3YJIHTaTOB 00ydeHUs 1 (HOPMUPOBAHHS
KOMIIETECHIIN:

1. lnpopmanimoHHO-pa3BUBAIOIINE TEXHOJIOTUH. V3ydeHne TeopeTHuecKoro
MaTepuasa Ha JEKIUAX C UCIOJIb30BaHUEM KOMIIBIOTEPHBIX TEXHOIOIHH. CaMOoCTOATEIbHOE
W3YYCHHE CIICIUAIBHON YIeOHOW M HAyYHOU JHTEepaTyphl, BKIIOYAs 3JICKTPOHHBIC CPEICTBA
nH(pOpMaLIHH.

2. Pa3BuBaroiue npo0aeMHO-OpUEHTUPOBAaHHbIE TeXHOIOIHH. PaboTa Ha
MPAKTUYECKHUX 3aHATUSAX C AKTUBU3AIMEN MBICIUTENbHON aKTUBHOCTH, CHOCOOHOCTH BUJIETH
npoOyieMy 1 BBIOUpaTh CIIOCOOBI €€ paspereHus (o0mas Juckyccus, paboTa B KOMaHe U
WUHIUBUAYaJIbHAS ESTEbHOCTD).

3. JINYHOCTHO-OPUEHTUPOBAHHBIE TEXHOJIOTUN O0yUYEHHS. YUeT YPOBHS
CHOCOOHOCTEN 00yyaeMbIX U CO3JaHHE YCIOBUI /ISl pa3BUTHS UHIUBUIYaTIbHBIX
CIOCOOHOCTEH. DTO TOCTUraeTcs MyTeM MoJ00pa UHIAUBUYATbHBIX 33JaHUN U OOIIEHUS
MpenojaBaTesis Co CTyIeHTaMH B (popMe UHIUBUYyaJIbHBIX KOHCYIbTALINUM.

[Tpu npoBeneHNN 3aHATUI U OpraHU3alluu CaMOCTOSITETbHON paboThl CTYJIEHTOB HC-
MOJIb3YIOTCS TAaKXKE MHTEPAKTUBHbIE TEXHOJIOTUH 00YUYEHHUs, TPEATONAraroiie OpraHu3aluio
00y4eHHs KaK IPOTYKTUBHON TBOPUECKOU JIEATEILHOCTH B PEKUME B3aUMOCHCTBUSA
CTYZEHTOB JIPYT C APYTOM U C IIpernogaBaTeieM.

Jlist nocTryKeHs TOCTaBJICHHBIX Lieel MpenojaBaHus JUCHUIUIMHBI PeaTn3yI0TCs
CJIEYIOIINE CPECTBA, CIIOCOOBI U OpPraHU3al[MOHHBIE MEPOIIPUATHS:

[] caMOCTOSTENIBHOE U3yUEHUE TEOPETUYECKOT0 MaTepralla AUCLUILIINHBI C
ucnoib3oBanueM Internet-pecypcos, HHPOPMALMOHHBIX 0a3, METOAMYECKHX pa3paboOToK,
CrelManbHOM yueOHOM U Hay4YHOH TUTEepaTypsl;

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

OreHka 3HaHUH TPECTaBIsET COOON COBOKYITHOCTD PA3JIMYHBIX MOKa3aTenei
paboThI cTyIeHTa B T€UEHHE BCEro npouecca o0yueHus. [IpomexyTouHblii KOHTPOJIb 1O
UTOraM OCBOEHMSI TUCHMIUIMHBI BKIIOYAeT 3K3aMeH (5 Kypc).



6 YueOHO-MeTOAHYECKOe o0ecneyeHne cCaMOCTOATeIbHOI padoThl 00y4alIUXCs

[IpencrapieHo B mpuioxeHuu 1.

7 OueHO4YHbIE CPEICTBA ISl POBEeHUs POMEKYTOYHON aTTecTaAllun
[IpencraBieHbl B IPUIOKEHUH 2.

8 YueOHo-MeTOAMUYECKOe U MH(POPMAIIMOHHOE o0ecTieYeHre TUCIUIITUHBI

a) OcHoBHas JIUTEpPaTypa:

['yryeBa, T. A. KondunennuansHoe AEIONPOU3BOACTBO : yueOHOe mocobue / T. A.
I'yryeBa. — 2-e u3zn., nepepad. u gon. — Mocksa : UHOPA-M, 2023. — 199 c. — (Cpennee
npodeccuonansHoe oopazoBanue). - ISBN 978-5-16-016585-1. - Tekcr : anexrponHsii. - URL:
https://znanium.ru/catalog/product/1986679 (nara oopamenus: 30.03.2025). — Pexxum mocrymna:
IO TOJIIHCKE.

KondunenmuaipHoe JIEITOTIPOU3BOJICTBO u 3alUIIECHHBIN AJIEKTPOHHBIN
nokymentooboport : yuebnuk / H. H. Kynses, A. C. Aémymxkun, T. B. Konngpamona, A. T.
®abpuunoB ; nox obmr. pea. H. H. Kynsesa. - 2-e u3a., nepepab. u non. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas ynuBepcurerckas o6ubmuoreka). - ISBN 978-5-98704-711-8. - Teker :
anekTpoHHbld. - URL: https://znanium.com/catalog/product/1212394 (nata oOpamienus:
29.03.2025). — Pesxum qocTyra: mo MOANUCKe.

0) lono/IHUTeILHAS JIUTEpPaTypa:

3BepeBa, B. II. Opranusaunus U TexHONOTUs pabOThl € KOH(HUAECHIHAIbHBIMU
JnokymMeHTamu : yyeOHoe mocobue / B. II. 3BepeBa, A. B. HazapoB. — MockBa : KYPC :
NHOPA-M, 2023. — 320 c. — (Cpennee nmpodeccuonansuoe odpasonanue). - ISBN 978-5-
906818-96-6. - Tekcr : smekrponnsii. - URL: https://znanium.ru/catalog/product/1095176
(mara oopamienus: 30.03.2025). — Peskum 0CTyMa: O MOAMUCKE.

Benukanosa, C. C. KagpoBoe 1enonpon3BoJCTBO U apXUBbI JOKYMEHTOB O JUYHOMY
COCTaBy: HpPaKTUKyM : mpakTukyMm [ans By3oB] / C. C. Benukanosa, M. B. Kamyb6a ;
Marnuroropckuii roc. TexHuueckuit yH-T um. I'. 1. HocoBa. - Marnurtoropck : MI'TY um. I
. Hocosa, 2020. - 1 CD-ROM. - 3arn. ¢ Tutya. odkpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2716 (nata obpamienus: 14.02.2025).
- MakpooOBbeKT. - TeKCT : a1neKTpoHHBIN. - CBefieHus JocTynHbI Takke Ha CD-ROM.

KoxymkoBa, H. B. Crpykrypa gokymenra. Cucrembl  JIOKyMEHTallUH.
YHupUUUpOBaHHAs CcHCTEMa OpraHU3allMOHHO-PACHOPSAUTENILHOW JIOKYMEHTaluu: oO0Iue
TpeOOBaHUS K COCTaBIEHHIO U opopmiieHHIO : yuebHoe nocodue / H. B. Koxxymikosa ; 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 oOparieHus:
14.08.2023). - MakpooObeKT. - TeKcT : 3MeKTpoHHbIA. - CBeeHns1 AOCTynHBI Takke Ha CD-
ROM.

B) MeToauyecKkue yKa3aHus:
ITPUJTOXXEHMUE 3

r) [IlporpammHuoe odecnieuenne u UHTEepHeT-pecypcebl:

IIporpamMmmHuoe o0ecnieuenune

Haunmenosanue .
o Neo norosopa CpoK AeiCTBUS TUIEH3UN
7Zip cB00OOHO pactpocTpansemoe [10 0eccpouHO
FAR Manager cB0OOHO pactpocTtpansemoe [10 06eccpouHO
Bpayzep Yandex |cBoOonHo pacmpoctpansemoe [10 6eccpodHo




Bpayzep Mozilla

Firefox cB00OoaHO pactpocTpansemoe [10 0eccpovHO

HpO(l)CCCHOHaJILHBIe 0a3bl JaHHbIX U I/IH(l)OpMaIII/IOHHI)Ie CIIPaBOYHBLIC CUCTEMbI

HasBanme kypca CchlIKa

MexnyHaponHas pedepaTuBHas U MOJHOTEKCTOBAS
crpaBoyHas 6a3a JaHHBIX Hay4HBIX H3IaHHM «Springer
Nature»

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

®denepanbHbIi 00pa30BaTEIbHBIN OPTAT — DKOHOMHUKA.

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

OnekrponHbie pecypebl oubmmorexk MI'TY um. .. https://host.megaprolib.net/M
Hocosa P0109/Web

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

Poccuiickas ['ocynapctBennas oubnuoreka. Karamoru
/catalogues/

HannonansHas nHGOpMamoHHO-aHATUTHYECKAS URL:
cuctema — Poccuiickuii nueke HaydHoro nutupoBanus | https://elibrary.ru/project_risc.
(PUHII) asp

DjekTpoHHas 0a3a nepuoIuUecKuX u3nanuii East View

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

9 MaTepuajibHO-TeXHHYeCKOe o0ecneyeHue JUCHUIIMHBI (MO1YJIs1)

MarepuanbHO-TeXHHYECKOe 00ecTieueHre JUCIUIUINHBI BKITIOYAET:
VYueOHbIe ayIUTOPUH LTS IPOBEACHUS TUCTAaHIMOHHBIX 3aHATHH JICKIIMOHHOTO THIIA:
CTOJ KOMITBIOTEPHBIH, CTOJ MMCHMEHHBIH, CTYN O(UCHBIN, TOKYMEHT-Kamepa Epson,
ncrounuk o6ecnepedoitnoro nutanuss POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelieHs, KOMIIBIOTEP EPCOHANBHBIN (THIIO), ipoekTop ViewSonicPJD7526W,
crimkepdoH HactonbHbIH Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHYeCKasl HaCTOJIbHAs!, CTepeorapHUTYpa (MUKPOGOH C IIyMOINOAABICHUEM), SKpaH
Hacrennsnii Digis Optimal-C MW DSOC-11032*2

VY4eOHble ayAUTOPUH [T IPOBEACHUS MPAKTHUECKUX 3aHATHH, TPYNIOBBIX U
WH/MBUYAJIbHBIX KOHCYJbTAIUN, TEKYILEro KOHTPOJIA U MPOMEXYTOUHOM artectauuu: CTon
KOMIIBIOTEPHBIH, CTOJ MUCbMEHHBIH, CTYJ 0QUCHBIN, JOKyMEHT-Kamepa Epson, ncrounux
6ecniepeboitHoro nuranusi POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3peleHus,
KOMITBIOTEP MEepCOHAbHBIN (THIO), TipoekTop ViewSonicPJD7526W, crinkephon
HactonpHbIH Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akyctuueckas
HACTOJIbHASI, CTEPEOrapHUTYpa (MUKPO(OH C IIYMOIOIABICHHEM), SKpaH HacTeHHbIN Digis
Optimal-C MW DSOC-11032*2

[Tomerienus 1715t caMmocTosSITeNbHOM paboThl oO0ydaronuxcs: Ilepconanbhble
KomIbioTepsl ¢ akeroM MS Office, Berxoom B IHTEpHET M ¢ TOCTYIIOM B 3JIEKTPOHHYIO
nH(pOPMAITMOHHO-00Pa30BATENHHYIO CPEly YHUBEPCUTETA

[Tomenienue Tt XpaHEHHUS U TIPOPHUIAKTHUECKOTO 00CITY)KUBaHUSI YI€OHOTO
obopynoBanus: CTeITaxu I XpaHEHUsT yueOHO-HATJISTHBIX TOCOOUi U yaeOHO-
METOAMYECKON JOKYMEHTAIIH.



[NPMJIOXEHUE 1

Y4yeOHO-MeTOoAUYEeCKOe 00ecTieYeHrne CAMOCTOSITeIbHOI padoThl 00y4yaromuxcs

Ilepeuens mem 015 nOO20MOBKU K CEMUHAPCKUM 3AHAMUAM:
Tema 1.1. Kongpuoenyuanonas unghopmayus u ee uovl

1.
2.
3.

Bunel undopmanyu B 3aBUCUMOCTH OT KaTErOPUH TOCTyTa

[lepeuens cBeneHUM, COCTABIISIIONIMX FOCYJaPCTBEHHYIO TallHY

[lepeuenb cBeneHWd, HE MOJJIEKANMX OTHECEHHIO K TOCYJApCTBEHHOM TailHE |
3aCEKpPEUYNBAHUIO

[lepeuens cBeaeHM KOHDUIECHIIMATIBHOTO XapaKTepa

[lepeuenp cBeneHUil, HE TOMJIEKANIMX OTHECEHUIO K CIy)KeOHOH wuHbopMamu
OTPAHUYEHHOTO PACTIPOCTPAHCHUS

Bus! nHpOpManum, He MoANIeKaIe OTHECEHUI0 K KOMMEPYECKOi TaiiHe

Mepsbl o oxpaHe KOH(DHUISHITUATBHOCTH HH(DOpMAIIUN

Tema 1.2. Opeanuzayusi KOHGUOECHYUATLHO2O OEIONPOU3BOOCNEA

1.
2.
3.

[Tpu3Haky KOHPHUICHIUATBHOTO JEIONPOU3BOACTBA

CooTHomeHne KOHPHUICHIUATBHOTO U OTKPHITOTO JICIONPON3BOJICTBA

IlepeueHp HEOOXOAMMBIX HOPMATHUBHBIX JIOKYMEHTOB Uil (YyHKIMOHUPOBAHMSI
KOH(HICHIINATIHHOTO ICTTONPOU3BOJICTBA.

Tema 1.3. Komnnexc mep no 3awume KoHghuoeHyuanoHou uHgpopmayuu

1.
2.
3.

4.

CxeMbl CTPYKTYpHOIH OpraHu3aliy KOH(QHIESHIIMAIBHOTO 1EJI0NPOH3BOICTBA
ConeprxaHue nepevHs BUJ0B HHPOPMALUU KOH(DUICHIINAIBHOTO XapakTepa
ConeprxaHue mepeuyHsi JOKYMEHTOB, COAEp)KAIIMX MH(POPMALNI0 KOH(UIACHIUAIBHOTO
Xapakrepa

Crnncok paOOTHUKOB OpraHU3allii, UMEIOLIMX MPaBO J0CTyna K KOH(UIEHIMATbHBIM
JIOKyMEHTaM

Tema 1.4. Cucmema oocmyna K KOHQUOEHYUATbHLIM OOKYMEHMAM

1

2
3
4

TpeboBanust k pa3pabOTKe CUCTEMBI IOCTYIA K KOH(OUIEHIIMATIBHBIM TOKYMEHTaM

JIOCTyN K MalIMHHBIM HOCUTENISIM KOH(pHIEHIIMATbHON HH(pOpMaIu

Odopmiienne pasperieHus: Ha JO0CTYH K KOH(DUEHIMAIbHBIM JOKYMEHTaM

[TorHOMOYHMS JOJDKHOCTHBIX JIMI] TO pa3pelleHUI0 JIOCTyNa K KOH(UIEHIHATbHBIM
JIOKyMEHTaM

[TonoxxeHue o cucreme 1ocTyrna K KOHQUACHIMATbLHBIM JJOKYMEHTaM

Tema 1.5. Pesxcum coxpannocmu KOHGUOSHYUATIbHBIX OOKYMEHMO8

1.
2.

&

TpeboBaHMsI K MOMELIEHUIO MOIPA3/IeIeHUs] KOH(UIECHIMAIBHOIO JEeI0NPON3BOICTBA
TpeboBanust kK OKHaAM MOMENICHUH KOH(DUIEHIUAIBHOTO JIeTONPOU3BOICTBA, BXOIHBIM
JBEPSIM MTOMELICHUH U DK3EMIUIIPaM KJIFOYEH OT HUX

[Topsimok oOparenus ¢ KOHQUACHIUAIBHBIMU T0KyMEHTaMU

VYyer XpaHUIUI U KJIIF0YEeH OT HUX

VYder HapylieHni nopsiika oOpalieHus ¢ KOH(UASHIUAIbHBIMU TOKyMEHTaMU

Tema 1.6. OmeemcmeeHHoCmb 3a pazeiauierue c8e0eHUll KOHPUOEHYUATbHO20 Xapakmepa



1. JlucumnnuHapHas OTBETCTBEHHOCTh 3a pasIJIalliecHUEe CBEIACHUH KOH(HICHIIMATIHLHOTO
Xapakrepa

2. MarepuanbHass OTBETCTBEHHOCTh 3a pasJIallICHUE CBEICHHH KOH(PHUICHIIMAIHLHOTO
Xapakrepa

3. AI[MI/IHI/ICTpaTI/IBHaﬁ OTBCTCTBCHHOCTD 3a pa3rjialliICHUC CBGI[CHI/Iﬁ KOH(l)I/II[eHLII/IaJ'IBHOFO
Xapakrepa

4. T'paxmaHCKO-TIpaBOBas OTBETCTBEHHOCTh 3a pasriameHue CBE/ICHUI
KOH(UICHIIMATLHOTO XapaKTepa

5. YromoBHass OTBETCTBEHHOCTh 3a pas3rJiallieHUe CBEICHHH KOH(MUICHIIMAIEHOTO
Xapakrepa

Tema 2.1. Haznauenue u 6uovl yuema KOHGUOESHYUATbHBIX OOKYMEHMOo8. Yuem Hocumenel
KOHUOenyuanbHou ungopmayuu
1. TIponemypsbl, BHITOJHIEMEBIC ITPU yIeTe KOH(DUICHITUAIBHBIX JOKYMEHTOB
2. CBeneHus, BKIIOYacMble B YYCTHYIO (OpPMY IMPHU PETHCTPAIUU KOH(HICHIIUATBHBIX
JIOKYMEHTOB
3. 3agaum ydyera HOCUTENECH KOH(QUACHIIMATEHOW HHPOPMALTUU
Bunbl OyMa)kHBIX U MAIlIMHHBIX HOCUTENEH KOH(UIEHIIMATIBbHON nHpOopMau
5. PexBusuthl, oopmisieMble Ha HOCUTENAX KOHPHUISHIIUATbHON HH(POPMAITIT

e

Tema 2.2. J[sudicenue uz0asaemvix KOHGUOCHYUANbHBIX OOKYMEHMO8 U UX YUem
1. Opranuzanust KOHQUACHIIUATHHOTO TOKYMEHTO000pOTa
Cranun KOH(PUICHINATBHOTO JOKYMEHTOO00POTa U UX JIOTHYeCKoe 000CHOBaHUE
OdopmiieHre peKBU3UTOB U3AaBAEMbIX KOHPHUACHIINAIBHBIX JOKYMEHTOB
I'pudbl orpannyenus foctyna K J0KyMeHTaM

o~ owd

Yyer YCPHOBUKOB U IIPOCKTOB KOHq)HHeHHHaHBHBIX JAOKYMCHTOB

Tema 2.3. Ilonyyenue u omnpagnenue KOHQYUOEHYUATLHBIX OOKYMEHMO8 U UX Yuem
1. TTonyueHue U BCKpHITHE MAKETOB KOH(PHUICHIIMATIBHBIX JOKYMEHTOB
2. OdopmiieHre PEeKBU3UTOB TP TOCTYIUICHUH KOHPHUICHIIMATBHBIX IOKYMEHTOB
3. OdopmiteHre peKBU3UTOB MIPU OTIPABICHUH KOH(PHICHIIMATHHBIX JOKYMEHTOB

Tema 2.4. Yuem xonghuoenyuanohvix 00KymMenmos 8bl0eIeHHO020 XPAHEeHUs
1. Buasl JOKYMEHTOB BBIJICIICHHOTO XPaHECHHUS
2. OdopmieHne y4eTHOTO HoOMepa Ha JOKYMEHTaX BBIACIEHHOTO XPaHEeHUS
3. CHsTHE TOKYMEHTOB C Y4€Ta BbIICJICHHOTO XpaHEHUS
4. Kaprouka ydera BpeMEHHOH BbIJIa4M JOKYMEHTa

Tema 2.5. Yuem xonuposanus KOHGUOEHYUATLHBIX OOKYMEHMO8
1. OcobenHoctn  ydyera M HU3TOTOBJEHMS]  JOIMOJHUTENBHBIX  JK3EMILISIPOB
(TUpaxkupoBaHusl) KOHQUIEHIINAIBHBIX JOKYMEHTOB
2. OcoOeHHOCTH y4eTa U CHATHS KOIUH ¢ KOH(PHICHIIHATBHBIX JOKYMEHTOB
3. OcobeHHOoCTH y4eTa U MPOU3BOCTBA BHIITUCOK U3 KOH(PHIEHIIMATIBHBIX JOKYMEHTOB

Tema 2.6. Homenxknamypa konguoenyuanonuix oen. Popmuposanue u oghopmienue
KOHQUOEHYUATbHBIX Oell
1. OcoOeHHOCTH COCTaBJICHHUS U BEJICHHSI HOMEHKIIATYPbl KOH(OUICHIIMAIBHBIX JIET



2. IlpuHnumbe 1 0co0eHHOCTH (GOPMUPOBAHUS KOHPHUACHIIMAIBHBIX JOKYMEHTOB B JIejia
3. OcobenHocTtu oopmieHUsT 00JI0KKHU KOHPHUICHIIMAIBHOTO JIejia

4. OcobenHocTu oopMyICHUSI BHYTPEHHEH OIMUCH KOH(PUIACHITUAIBHOTO JIeyia

5. OcobGeHHocTu oopMIICHUS JTUCTa-3aBEpUTENS KOH(DHUICHIIMAIBHOTO Jieia

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

1. DkcnepTH3a MEeHHOCTH KOH(PUACHIIHAIBHBIX JIE]T U TOKYMEHTOB
DKcIepTr3a IEHHOCTH JIOKYMEHTOB BbIJICJICHHOTO XpaHCHHUS
Kpurepuu 1ieHHOCTH TOKYMEHTOB
Pabota 3kcriepTHON KOMHCCHH, TIPOTOKOJT 3aCEIaHUs IKCIICPTHON KOMUCCHU
Cocrapnenue onuceil KOHPHUICHITUATBHBIX JIEJT ISl Iepeiavyn Ha apXUBHOE XPAHCHUE
YHHUYTOKEHHUE TOKYMEHTOB, JIeJ1 K HOCUTe el HH(OpMaIuu

oM wLN

Tema 2.8. Haznauenue, 6u0bl u npuHyunsl NPoseoeHus: NPOBEPOK HAIUYUSA KOHPUOEHYUATbHBIX
O0OKYMEeHmMO8
1. TlpoBepku MPaBUIBHOCTH MPOCTABJICHHS PETUCTPANMOHHBIX JaHHBIX HOCHTEJICH,
JIOKYMEHTOB, JIeJI ¥ YYETHBIX )KYPHAJIOB
2. IlpoBepku MPaBWIBHOCTH TPOCTABICHHUS OTMETOK O JBM)KCHUM HOCHUTEICH,
JIOKYMEHTOB H JIeJ, HE3aBUCUMO OT BPEMEHH MX PErHCTPaIlluu
3. IpoBepku (HaKTUUECKOTO HAIUYHUS BCEX HOCHUTENICH M BCEX HE MOJIIUTHIX B Jelia U HE
NEPEBEICHHBIX HA Yy4YeT BBIICJICHHOTO XPAaHCHHWS W3JIaHHBIX M TOCTYIHUBIIHX
JIOKYMEHTOB, HE3aBUCHMO OT BPEMEHH MX PETUCTPAINH (KBAPTAILHBIC TPOBEPKH)
4. TlpoBepka (HhaKTHUECKOTO HAIMYHUS BCEX JCI, JJOKYMCHTOB BBIICJICHHOTO XPAaHCHUS U
YUETHBIX )KYPHAJIOB (TOI0Bas IPOBEPKA)

Memoouueckue pexomenoayuu 01 NLOO2OMOBKU K CEMUHAPY
JIJ1s TOATOTOBKM K CEeMHUHApy HEOOXOJMMbI 3HaHUS JIEKIIMOHHOTO MaTepuana u
CaMOCTOsITeNIbHas MPopadoTKa JOMOJIHUTEIBHON IUTEpaTypbl U HOPMATUBHBIX HCTOUHUKOB.

Ilpumepnuwiii nepeuens mem peghpepamos:
1. Kommepueckas matina
Cryarcebnas maiina
Tocyoapcmeennas maiina
Tatina meneghonuvix u menecpaguwvix coooujerHutl
Tatina cneocmeus
Tatina cosewjanus cyoeiti

o0k whE

Tatina cosewjanus npuUCsAHCHLIX 3acedameinei

7. Tatina ceedenuti o nomepnesuwiux, ceuoemeneil U UHbIX YUACMHUKOB Y20JI08HO20
cyoonpouszeo0cmea

8. Aosoxamckas maiina

9. Homapuanvuas matina

10. hawnkosckas maiina

11. Hanoeosas matina

12. Bpauebnas maiina

13. Tatina nepenucxu

14. Ilepconanvusie dannvle

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 IpeCTaBIEHO NOAPOOHOE ONKUCAHUE BEIOPAHHOTO BUJIA TaliHbI
(KaTeropuy; 3aKOHOJATENbHbIC AKThl, PETYIMPYIOIIUE OTHOLICHUS, CBA3aHHBIE C BUJOM TailHbI
OrpaHUYEHUs Ha PAcIpOCTpaHEeHUe, Ha Iiepeiady; IpUMEpHI U p.).

Tekct pomkeH conep aTh MOJICTPOYHBIC CCHUIKM Ha WCIOJNB30BAaHHBIE HCTOYHHKH
uHpopmanuu, opopmiieHHsie B coorBercTBHH ¢ ['OCT P 7.0.5-2008 «bubnuorpapudeckas
ccputka. O0me TpeOOBaHUs U MIPABHIIA COCTABIICHHS.

Crpanunbl pedepara HyMepyroTcs apabckumu nudpamMu ¢ COONIOJACHHEM CKBO3HOMN
HyMEpaluu Mo BceMy TeKcTy. Homep cTpaHMIIBI MPOCTaBISETCS 1O LEHTPY BEPXHETO MO
CTpaHUIIBI.

3ammra pedepara OCYIIECTBIAETCS Ha MPAKTUUYECKOM 3aHATHH, BO3MOXKHO C
UCIIO0JIb30BaHUEM ITPE3EHTALIH.

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

1. Kakoii TOKyMeHT oIpe/eNnsieT NepeueHb CBEIEHUH, COCTABIISIOIINX FOCY/1apCTBEHHYIO
Talny?

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 yTBepkIAeHUHU MEepeUHs CBEACHUH,
OTHECEHHBIX K FOCYIapCTBEHHO! TaillHEY;

B) [locranoBnenue IlpaBurensctBa P® otr 23.11.1996 Ne 18 «O06 yTBEepkKACHUU MEPEUHS
CBEJICHH, COCTABIISAIOLIUX IOCYAAPCTBEHHYIO TalHY;

r) Yka3 Ilpesuaenta PO or 11.02.2006 Ne 90 «O mepeuHe cBeaeHU, OTHECEHHBIX K
rOCYIapCTBEHHOW TAHEY.

2. Kakue cBeieHns COCTaBIIAIOT FOCY1apCTBEHHYIO TaliHY?

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

0) cBeJICHHsI B BOCHHOM 00J1acTH;

B) CBEICHUS B 00JIaCTH BHYTPUIKOHOMHYECKOH JESITEeIbHOCTH TOCY1apCTBa;

I) CBEJCHHUS B 00JIaCTH pa3BelbIBaTENIbHOM, KOHTPpPa3BeAbIBATEIIbHON M ONEPaTUBHO-
PO3BICKHOM JEATEIIbHOCTH;

1) CBEJICHUS B 00JIaCTH HAYKH, N300peTEeHU U MOJIE3HBIX 00pa3lloB TEXHUKH;

€) CBeJIeHUS B 00JIaCTH BHEIIHEH MOJIMTUKUA U DIKOHOMUKU;

3. Kax ®epepanpubiii 3akoH ot 27.07.2006 Ne 149-®3 «O6 wuHpopmanmu,
UHPOPMALIMOHHBIX TEXHOJOTHSX M O 3ammre HHGOpMAIMU»  OINpeneNnseT IOHITHE
«KOH(UACHIMAIBHOCTh HHPOPMALIUN»?



a) 00s13aTeNIbHOE TSI COOJIOACHUS OTIEPATOPOM WIIM WHBIM JTUIIOM, TIOJTYYHBIITUM JOCTYII
K uHpopManuu, TpeOOBaHHE HE JOMYCKATh €€ pacHpocTpaHeHHUs Oe3 corjacusi CyObeKTa Win
HAJIMYHSI THOTO 3aKOHHOTO OCHOBaHWUS;

0) O3HAaKOMJICHHE ONPEACICHHBIX JIUIl C KOHMUIACHIMATBLHOW HH(OpMAIMEd, TOIBKO C
corimacus ee oOlajarens WIM HAa WHOM 3aKOHHOM OCHOBAaHHWU IPH YCJIOBHH COXPaHEHUS
KOH(UICHIIMATLHOCTU YTON MHPOpMAIUH;

B) TPaBOBbBIC, OPraHMU3AIMOHHBIC, TEXHUYECKHE M WHBIE NPUHUMAaeMbIe OO0JamaTesieM
uHOpPMALIUU MEPHI TI0 €€ 0XPaHE;

r) o0s3arenbHOE JJIsl BBIMOJHEHHS JIMIIOM, IOJIYYUBIIMM JOCTYIl K ONpPEIeICHHON
uHpopManuu, TpeOOBaHNE HE MepeIaBaTh TaKy HHGOPMAIIMIO TPETHUM JIUIaM 0e3 COTJIacHs ee
oOJazarers.

4. Kakoil TOKyMEHT ompeaessieT BUabl KoH(pUIeHInaNbHO| nHpopManun?

a) [locranoBnenue [IpaButensctBa P® ot 11.02.1997 Ne 118 «O0 yTBep>KIeHUHN BUJIOB
KOH(HICHIIMATHHON HH()OpMAINY;

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

B) [locranoBnenue IIpaButensctBa PO ot 11.02.2006 «O6 yrBepxkaeHun Ilepeuns
CBEJICHHUI KOH(UIEHIINATIEHOTO XapaKTepay;

r) Yka3 Ilpesunenra P® ot 23.11.2006 «O Bumax wHbOpManuK KOHPHUIACHIIUATHLHOTO
XapaxkTepay.

5. Kakasg cocraBusromasi OTAHYaeT KOH(QUACHIMAIBLHOE JENONPOU3BOACTBO  OT
OTKPBITOTO JIEJIONPON3BOCTBA?

a) 3aIUTa cojJiepKaiencst B KOHQUICHIIUATBHBIX TOKYMEHTaxX HHGOpMAIIIH;

0) J1OKyMEHTHpPOBaHKUE KOH(PUIEHIIMATBHON HH(OpMALIUH;

B) opraHusanus paboThl ¢ KOH(PUIEHIIUATbHBIMUA JJOKYMEHTAMU;

I') perucTpanus KOHQUIeHIHATbHBIX JOKYMEHTOB.

6. Kakume HOpMaTUBHBIE JOKYMEHTHl YCTAaHABIMBAIOT E€IUHBIA MOPSAIOK CO3/aHUs,
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) MHCTPYKIIHS O MOPSIKE pabOThl C KOH(UACHIUATBHBIMU JTIOKYMEHTaMU;

T') IepeveHb JTOKYMEHTOB, COJIepKALINX HHPOPMALIMIO KOH(PUICHIIMATBHOTO XapaKTepa;

1) THCTPYKLIKSA 10 J1€J0IIPOU3BOJICTBY;

€) rnepeueHb BU0B HH(POpMaMK KOH(DUIEHIINAIBHOTO XapaKTepa;

) MepeueHb YHU(DUIMPOBAHHBIX POPM KOHPHIEHIIUAIBHBIX JTOKYMEHTOB.

7. B COOTBETCTBHM € KakUMU CHEIHMAIbHBIMU JOKYMEHTaMH JeHCTByeT ciyx0a
KOH(PHICHIIMAIBHOTO JIETIONPON3BOICTBA?

a) MOJIOXKEHHE O CIIy)K0e KOH(UACHIIMAIBHOTO JIeTIONPOU3BO/ICTBA;

0) MHCTPYKIUS O TOpsiIKEe pabOThI ¢ KOH(UICHIMAIBHBIMU JOKYMEHTAMH;

B) IOJKHOCTHBIE HHCTPYKIIMU PaOOTHHKOB;

I') IpaBWJIa BHYTPEHHETO TPYAOBOI0O paclopsIKa.


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
http://lms.masu.ru/TEST/mod/glossary/showentry.php?courseid=671&eid=15295&displayformat=dictionary

8. I'me 1oKHBI XpaHUTHCS 3alacHbIC HK3EMIUIAPHI KIOYEH OT MNOMENICHUN
KOH(UICHIIMATLHOTO JAEJIONPOU3BOICTBA, PACIAIIHBIX METANIMYECKUX pEIIETOK Ha OKHAaX,
cerioB u mkadon?

a) B KaOWHeTe y PyKOBOAUTENS OPraHU3allNH;

0) B OIlGYaTaHHBIX HOMEPHOH TIeYaThi0 MEHAJaX WM KOHBEPTax TNOJApa3ACICHUS
KOH(UICHIIMATLHOTO JISTIOMPOU3BO/ICTBA HIIH B CIIy)k0e O€30IMacHOCTH.

B) B ONCYATAHHBIX MEHATAX WM KOHBEPTaX Ha BAXTe;

r) B celihe B Oyxranrepuu.

9. Kak odopmusercs paspemieHHe Ha JOCTYN K IIOCTYNUBIIUM MM HW3AaHHBIM
KOH(UACHIIMATBHBIM TOKYMEHTaM?

a) Ha 0OOPOTHOM CTOPOHE TOKYMEHTA B BUJIE ILTAMIIA,;

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

B) B BHJIE «TpHUda COTITaCOBAHUSI;

r) B (hopMe pe30JIIOLIUY Ha TOKYMEHTE.

Pazoen 2. Opzanuzayus KOHPUOEeHUUATLHO20 OOKYMEHMO0bopoma

1. KakoBa ocHOBHasl LieJlb yueTa KOH(GUAECHIUAIBHBIX TOKYMEHTOB?

a) perucrpauus KOHQHUICHIMAIbHbIX JOKYMEHTOB;

06) obecrieueHue (U3MYECKOH COXPAHHOCTH, KOMIUIEKTHOCTH U LIEJIOCTHOCTH
KOH(HIEHIIMATIBHBIX JJOKYMEHTOB;

B) oOecrieueHune MOoATMHHOCTH KOH(PHICHIINATBHBIX JOKYMEHTOB;

r) hopMHUpOBaHHUE KOHPHUICHIINATHHBIX JOKYMEHTOB B JIeTIa.

2. I'me mpocrtapisieTcsl mTaMIl ¢ yKa3aHHEM YYE€THOTO HOMEpa M KOJIMYECTBA JIMCTOB
KOH(UICHIIMATBHBIX TOKYMEHTOB?

a) B BEpXHEM IPaBOM YTy KaXKIOTO JUCTA JOKYMEHTa;

0) B BEpXHEM JIEBOM YTy KaXKJOTO JIHCTa JOKYMEHTA;

B) B BEPXHEM MPABOM YTy TOJIBKO MEPBOTO JIUCTA TOKYMEHTA,

') B BEpPXHEM JIEBOM YTy TOJIBKO MIEPBOTO JINCTA JOKYMEHTA.

3. Kakasg wun@opmaius ykaszbIBaeTcsi Ha 00JI0)KKaX pabouyux U CTEHOTpapUUECKHUX
TeTpaaei?

a) rpu¢ KOH(PUIEHINATBHOCTH, (PaMUIHS 1 MTHULHAIIBI HCIIOJTHUTEIS, CPOK XPAaHEHUS;

6) rpu¢p KOHOPUAESHIMATBLHOCTH, KOJMYECTBO JIMCTOB, (aMMIUS W WHHUIIHAAIbI
VCIIOJIHUTEIS;

B) BHJI HOCUTENS, rpru() KOHPHUIEHIIMATBLHOCTH, KOTUYECTBO JIUCTOB;

I') BUJ HOCUTENSI, Ipru( KOH(DUIECHIINATBHOCTH, (PaMUIIUS U MHULUAJBI UCTIOTHUTEIIS.

4. 1o Hayana coCTaBJIeHHs TEKCTa KOH(DUIEHIINATBHOTO T0KYMEHTa IPOBOIUTCS
olepanus:

a) perucTpanuy KoH(QUICHIIMAIBHOTO IOKYMEHTA;

0) perucTpanuy HOCUTEN KOH(UACHIIMAIbHOW HHPOPMALIUY;

B) PErUCTpALMU MaKeTa MOCTYIUBIIETO T0KYMEHTA;

I') COTJIACOBaHUE TEKCTa KOH(UICHIIMAIBHOTO JOKYMEHTA.



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

a) KOJIMYECTBO HEOOXOJMMBIX SK3EMIUIIPOB ITPOEKTA JOKYMEHTA, KOJIMYECTBO JINCTOB
YEepPHOBUKA,

0) KOJIMYECTBO JIMCTOB YSPHOBHKA, (DaMIIIUS HCIIOTHUTEIIS;

B) KOJIMYECTBO HEOOXOIMMBIX SK3EMIUISIPOB MPOEKTA TOKYMEHTA, (haMHITHs
UCTIOJTHUTEIIS;

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

6. ['ie mpocTaBiisercs yueTHbIM HOMep U Tpud KOHPUACHIINAILHOCTH Ha IPOEKTE
KOH(UICHIIMATBEHOTO IOKyMEHTa?

a) Ha KaXKJI0M JIUCTE KaXJ0r0 IK3EMILIspa MPOEKTa JOKYMEHTA;

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

B) Ha BCEX JINCTAX MPOEKTa JOKYMEHTA B JIEBOM HUKHEM YIJIy JTULEBOU CTOPOHBI;

I') Ha BCEX JIMCTAaX IIPOEKTa JJOKYMEHTA B IPAaBOM BEPXHEM YIJIy JIULIEBOM CTOPOHBI.

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

a) y4yeT MaKeTOB MOCTYNUBIIUX JOKYMEHTOB;

0) yder HocuTenei nHpopmanuu;

B) BBO/J] PETUCTPAIIMOHHBIX JAHHBIX B aBTOMATH3HUPOBAHHYIO WIH TPAIUIIMOHHYIO
CHCTEMY yUeTa;

I') IPOCTaBJIEHHUE HA JOKYMEHTE rpuda KOHPHUIEHINATbHOCTH.

8. I'’ie mpocTaBIAIOTCS yUeTHbIE HOMEpa Ha TEKCTOBBIX JIOKYMEHTaX BBIJIEIEHHOTO
XpaHeHus?

a) B BEpXHEM IIPaBOM YTy OOJI0XKKH;

0) B BEpXHEM JIEBOM YTJIy OOJIOKKH;

B) B BEPXHEM JIEBOM YTy KaKJOTO JINCTA JOKYMEHTA;

') B HUKHEM IIPAaBOM YTJTy OOJIOKKH.

9. I'ne mpocTaBinsieTcs yueTHbIH HOMep, IPUCBOEHHBIN KOMTUM KOH(HUAESHIIUATEHOTO
JIOKymMeHTa?

a) Ha MEePBOM JINCTE KOIUH ITOCEepPeIMHE HUKHETO MO ¢ J00aBIeHreM ab0peBUuaTypbl
rpuda KoH(pUIEHINAIBHOCTH;

0) Ha MIEpBOM JIMCTE KOMMH B MPAaBOM HUYKHEM YTITy ¢ Jo0aBieHreM ab0peBUaTypsl
rpuda KoHpUIEHIINAIBHOCTH;

B) Ha BCEX JINCTAaX KOIUU B MMPABOM HWIKHEM YTy ¢ ToOaBieHneM ab0peBuarypsl rpuda
KOH(DHICHIIMAIBHOCTH;

I') Ha BCEX JIMCTAaX KOMHUH MOCepeHe HUXKHETo MoJs ¢ To0aBneHneM ab0peBUaTyphl
rpuda KoH(pUIEHIINATBHOCTH.

10. Ykaxute MecTopacrnoiaoKeHue rpruda orpaHuIeHHs JOCTyNa K TOKYMEHTY.
a) B HUYKHEM JIEBOM YTy IIEPBOTO JINCTA TOKYMEHTA,
0) B BEpXHEM JIEBOM YTJIy MEPBOTO JUCTA JOKYMCHTA;



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

11. K xakoM JOKyMEHTE COICPKHUTCS MH(POPMAIUs O MOPSAOK MPUCBOCHUS U CHATHUS
rpuda orpaHHYEHHS JOCTYyNAa K KOH()UICHINAIBHBIM JOKYMEHTaM?

a) OJIOXKEHHE O CIIy)KO0e KOH(UACHIUAIBHOTO JeTIONPON3BO/ICTBA;

0) MHCTPYKITUS O MOPSJIKEe pabOThl C KOHPHUICHIINATHHBIMU JOKYMEHTAMH,

B) JIOJKHOCTHBIE HHCTPYKIIMU PaOOTHHKOB;

I') mepedyeHsb (CMUCOK) BUAOB HHPOPMAIMK KOHPHUIACHIIMATBLHOTO XapaKTepa.

12. Kakue gomnonHuTenbHbIE Tpadbl COACPKHUT TaOIWYHAS YaCTh HOMEHKIATYpPhI
KOH(UICHIIMATBHBIX €77

a) HOMep 10 MOPSJIKY;

0) rpu¢ KOH(DUICHITNATEHOCTH JIEJIa;

B) BHJI HTHPOPMALIMU OIrPAaHMYSHHOTO JIOCTYIIA, COACPIKAIICHCS B JIENe;

') HANMEHOBAHUE TOAPA3/CICHHSI, KOTOPOMY IPEAOCTABIISETCS JETI0;

1) OTMETKHU O JIBWKCHUU Jiena (apXUBHBIA mmdp, HOMEp W JaTa akta 00 YHHUYTOXXCHUH,
OTMETKH 00 OTIIPaBJICHUN);

€) KOJIM4eCTBO JIUCTOB B JIEJIE;

) CPOK XpaHEHUS U HOMEpa cTaTeil Mo NepeyHio;

3) mepuo KOH(PpHUIEHITNAIBHOCTH JIeNa.

13. Cneungudeckoil coctapisromeil KOH(PUICHINAIBHOTO JIeNIa SBISIETCS:
a) BHYTPEHHSS OIUCH JIOKyMEHTOB;

0) CIUCOK COTPYTHUKOB, TOMYIIEHHBIX K JCIY;

B) 3aBepUTENIbHAs HAJIKCh JeNa;

I') CIIMCOK OTBETCTBEHHBIX MCIIOJHUTEIEH.

14. HpI/I BbIAa4eC KOH(l)I/I,Z[eHHI/IaJ'ILHOFO AcJia COTPYAHUKY OpraHU3alnuy ACJIacTCd OTMCTKaA

a) KapTOYKe yueTa BBIa4yM JIeNa;

0) KapTOUKe yueTa pa3pelieHHui;

B) KapTOYKe y4yeTa Bblauu JOKYMEHTOB;
') BHyTpEHHEH onucH Jena.

15. Kakum gokymMeHTOM O¢opMIISeTCsl Mpoleaypa YHHUTOXKEHUS KOH(UACHIUATIBHBIX
JIOKYMEHTOB, JIeJl 1 HocUTelnel nHpopMauuu?

a) CBUJICTEIILCTBOM 00 YHHUTOXKEHUH;

0) cripaBKOI 00 YHUUYTOXKCHUH;

B) IPOTOKOJIOM O X0/I€ YHUUTOKEHUS;

') aKTOM 00 YHUUTOXKEHHH.

16. KakoBa nepruoIu4HOCTh MPOBEICHUS MPOBEPOK HATNYHS KOH(PHICHIIHATBHBIX
JIOKYMEHTOB?

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

0) He pexe OJHOTO pas3a B TOf;

B) HE pPeXe OJHOTO pa3a B TPH rojia;



T') HE peXe OJJHOTO pa3a B ISATh JIET.

17. B KakoM JOKYMEHTE OTPaXKal0TCs Pe3yIbTaThl IPOU3BEICHHBIX MPOBEPOK
MPABUJIBHOCTH MPOCTABJICHHS OTMETOK O PETHUCTPAIlMU U IBUKEHUH KOH(DUIECHIIMATbHBIX
JOKYMEHTOB, JIeJl, HOCUTEIEH U X (PaKTHYECKOTO HATNIHs?

a) B aKTe;

0) B IPOTOKOJIE;

B) B PELLIEHUM;

') B IIPUKa3e.



I[MTPUJIOXEHUE 2

OueHovHbIe CpeACTBA /1Jis1 MPOBeIeHHUS IPOMEKYTOUHOI aTTeCTALNHU
a) [lnanupyembie pe3yabTaThl 00y4eHHUSs] H OLIEHOUYHbIE CPeJACTBA /1JIsl IPOBeAeHHUS
NMPOMEKYTOYHOM aTTeCTAlluM:

Kon
WHJUKaTOpa

WNHnukaTop AOCTHIKEHUS
KOMIIETEHIINHU

OneHouHble CpeICTBA

YK-11 Criocoben popmMupoBaTh HETEPIUMOE OTHOIIIEHHUE K KOPPYIIIHOHHOMY TIOBEICHHUIO

YK-11.1

Omnpenensier KpyT
KOPPYILMOHHBIX PUCKOB
B pPaMKax IIOCTABJICHHOU
HeJd M Ipeasaraer
CTIOCOOBI MX YCTpaHEHUS,
OLIEHUBAET C IO3ULUH
AHTUKOPPYIIIHOHHOTO
3aKOHOJATEIbCTBA

Tecmui 0na camonposepku:

1. Kakoil JOKyMEHT ompenessieT MepeueHb
CBEJCHMM,  COCTaBISIOLUIMX  T'OCYJapCTBEHHYIO
TaiHy?

a) Ilocranosnenue IlpaBurensctBa PO ot
11.02.2008 Ne 138 «O mnepe4yHe CBeICHUH,
OTHECEHHBIX K I'OCYJJapCTBEHHOMN TalHE;

0) Vka3 [Ipesunenta PO ot 30.11.1995 Neo
1203 «OO06 yTBepKIECHHHM TIEPEYHS CBEJICHHIA,
OTHECEHHBIX K FTOCYJJapCTBEHHOM TaillHE»;

B) Ilocranosnenue IlpaBurensctBa PO ot

23.11.1996 Ne 18 «OO yTBepKIEHUH IEpEeUHs
CBEJIEHUH,  COCTaBISIOUIMX  T'OCYIApCTBEHHYIO
TalHYy»;

r) Yka3 Ilpesunenta P® ot 11.02.2006 Ne

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

roCyJapCTBEHHYIO TaliHy?

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

0) cBeleHMsI B BOGHHOM 00J1acTH;

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

') CBEJICHHUS B 00JIACTH Pa3BEbIBATCILHOM,
KOHTpPpa3BeIbIBATENLHOM u OTepaTHUBHO-

PO3BICKHOM JEATEIbHOCTH;

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

€) CBEJCHUS B 00JIACTH BHENTHEH MOJIMTUKH
Y SKOHOMUKH;

3. Kak ®enepanbubliii 3akoH ot 27.07.2006
Ne 149-®3 «O6 undpopmanuu, “HGOPMAITMOHHBIX

TEXHOJIOTHUSIX M O  3ammre  HHQOpMarum»
ompenenseT  TOHATHE  «KOH(PHUIACHIHMAIHLHOCTD
uHpopManun»?

a)  o0s3arenbHOEe IS COONIFOACHUS

OTepaTopoM WM HWHBIM JUIOM, [OJYYHUBIIUM
JOCTYIl K mH(popMmaluu, TpeboBaHUE HE JOMYCKATh
ee pacrpocTpaHeHusi 0e3 corjacusi CyObeKTa WU
HAJINYHSI THOTO 3aKOHHOTO OCHOBaHUS;

0) O3HAKOMJICHHE OIPENCICHHBIX JIHI[ C




Kon
UHMKATOpa

Nuaukatop 1O0CTHXEHUS
KOMIIETEHITNH

OneHouHble CpeacTBa

KOHpUACHIMAIbHOW  WH(pOpMAIMel, TOIBKO C
corjlacus ee obOnamareiss WIM Ha MHOM 3aKOHHOM

OCHOBaHUH npH YCIIOBHH COXpaHCHHS
KOH(UICHIIMATLHOCTH dTON WH(OPMAIINH;
B) IIPaBOBBHIC, OpraHHM3alMOHHBIC,

TEXHUYECKHE M WHBbIC NPUHHMAaeMble 00JagaTeneM
nH(OpPMaLIUU MEPHI 110 €€ OXPaHE;

r) 00s3aTeNbHOE JJIsl BBINOJIHEHUS JIUIIOM,
MOJIYYHBIIUM JOCTYI K orpeeNIeHHON
uHpopmanuu, TpeOoBaHHE HE IepenaBaTh TaKYIO
uHPOpPMALIMIO TPETbUM JIHMIIaM 0e3 coriacusi ee
oOazares.

4. Kakoii JOKYMEHT OIpeAessieT BB
KoH(puaeHIMaIbHON HHpOpMaIun?

a) Ilocranosnenue IlpaBurensctBa P® ot
11.02.1997 Ne 118 «OO0 yTBepKIE€HUU BHJIOB
KOH(HISHIIMATHHON HH(DOpMAIN»;

0) Vka3 [Ipesunenra PO ot 06.03.1997 Ne
188 «O06 yrBepxkaenun Ilepeunss cBeneHuit
KOH(UICHINAIBLHOTO XapaKTepay;

B) Ilocranosnenue IlpaBurensctBa PO ot
11.02.2006 «O6 yrBepxaenuu Ilepeuns ceneHuit
KOH(HICHIIMATHHOTO XapaKTepay;

r) Yka3 Ilpesunenta PO ot 23.11.2006 «O
BHJIaX uH(popMaluu KOH(UIEHIIMATILHOTO
XapakTepay.

5. Kakags  cocraBisomas — OTIMYAET
KOH(HIEHIIMATbHOE JIEJIONIPOU3BOJCTBO oT
OTKPBITOTO JIEJIOTPON3BOICTBA?

a) 3aImTa cozepxarieics B
KOH(PHUICHIIMAIBHBIX JOKYMEHTaX WH(OpMaIuu;

0) JOKYMEHTHPOBaHUE KOH(HJIECHIMATbHON
uH(popMaLnu;

B) OopraHu3anus paboThI c
KOH(HICHIINATHLHBIMHU JIOKYMEHTAMU;

r) perucTparus KOH(HICHIINATIBHBIX
JOKYMCHTOB.

6. Kakme HOpMaTHBHbIE  JOKYMEHTHI
YCTQHABJIMBAIOT  €IWHBIA  TIOPSIIOK  CO3JaHMSA,
00paboTkH, XpaHEeHHUs U UCTOJIb30BAHUS
KOH(HICHIIMATHHBIX JJOKYMEHTOB B OpraHN3aIuu?

a) CHMCOK  paOOTHMKOB  OpraHM3allUH,
UMEIOIINX TPaBO JOCTYMa K KOH(PHUICHIHATHLHBIM
JIOKYMEHTaM;

0) nepeyeHb HEPETUCTPUPYEMBIX
JIOKYMEHTOB;

B) MHCTPYKIUS O TOpsSAKe paboThl ¢
KOH(HICHIIMATIBHBIMU TOKYMEHTAMU;

I) TepedyeHb JOKYMEHTOB, COJEpKalluX
uHpOpMaLKIO KOHPHUISHIIMATBHOTO XapaKTepa;

1) MHCTPYKIIUS 110 JI€JIONPOU3BOJICTBY;
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UHMKATOpa

Nuaukatop 1O0CTHXEHUS
KOMIIETEHITNH

OneHouHble CpeacTBa

e) nepevYcHb BHJIOB nHpopmaruu
KOH(UICHIIMATILHOTO XapaKTepa;

K) TepedeHb YHU(PUIHMPOBAHHBIX (GopM
KOH(UICHIIMALHBIX JOKYMEHTOB.

7. B COOTBETCTBUU c KaKuMU
CHEeNHaTbHBIMH JOKYMEHTaMH JCHCTBYET Ciryx0a
KOH(UIEHIMATBHOTO JIETOMPOU3BOICTBA?

a) MOJIOKCHUE 0 ciyxo0e
KOH(UIEHIIMATBEHOTO JIEIOMPOU3BO/ICTBA;

0) HHCTPYKIIUS O TOpsAaKe paboThl C
KOH(MUICHIIMATEHBIMHA JJOKYMEHTAMU;

B) IOJDKHOCTHBIE HHCTPYKIIMU PAOOTHHKOB;

I) IpaBWwia BHYTPEHHET0  TPYIOBOIO
pacropsika.

8. I'me MHOWKHBI XpaHUTHCA 3aracHbIC
HK3EMILISPHI KITFouei oT MOMeIleHU I
KOH(UICHIMATIEHOTO JIeTIOTIPOU3BO/ICTBA,
pacmamHbX METAIMYECKHX PElIeTOK Ha OKHax,
ceiipoB u mkados?

a) B kabuHere y  PYKOBOIMTENs
OpraHu3aIum,

0) B oOmne4yaTaHHBIX HOMEPHOH IeYaThio
neHajax  WIM  KOHBEpTax TIOpa3IeIICHHSI
KOH(MUICHIIMATFHOTO  JIEIONPOU3BOJCTBA WA B
ciry0e 6€30macHOCTH.

B) B OMEYAaTaHHBIX MEHajlaX WU KOHBEpPTax
Ha BaxTe;

r) B celipe B Oyxranrepuu.

9. Kak odopmisercs paspelieHue Ha
JOCTYyH K  TOCTYNUBIIUM WM U3JaHHBIM
KOH(HUICHIIMATIBHBIM JJOKYMEHTaM?

a) Ha OOOpOTHOW CTOpPOHE JOKyMEHTa B
BHUJIC IITAMIIA;

0) B BHIE «OTMETKH O JOCTyne K
JOKYMEHTYY;

B) B BUIe «TpH(ha COrIacoBaHUsY;

) B (hopme pe30ItoluH Ha TOKYMEHTE.
3aoanue
[TucbMEHHO OTBETUTH Ha CIIEAYIOIINE BOIIPOCHI,
yKa3aB HaMMEHOBaHNE HOPMATUBHOTO JOKYMEHTA,
TOYHYIO ()OPMYITHPOBKY, TIOTBEPIKIAOIIYIO
BBICKA3bIBAaHUE, HOMED MTyHKTa K HOMEP CTaThH:

. PaccmarpuBaercss nm 4enoBeK B KayecTBE
HOCHTEJIS CBEJICHUM, COCTAaBJISIOLIUX
rOCyJIapCTBEHHYIO TallHYy?

. Kaxoit MAaKCHUMaJIbHbIN CpOK
pacCEeKpEeUMBaHUs  CBEIACHUN,  COCTaBJISAIOLINX
roCyJ1apCTBEHHYIO TaiiHy?

. Kak dacrto HeobOXoaumo mnepecMaTpuBaTh
IIEPEYHHU CBEJICHUM, MOJJIEAKALTUX

3aCEKpEUYMBAHUIO?
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. Kto Hazaenex IpaBoOM
MepBOHAYAIILHO YCTaHOBJICHHBIX CPOKOB
3aCeKpeUrnBaHUs HOCHUTENCH CBEJICHUH,
COCTABJISIIOLIUX TOCY/IapCTBEHHYIO TaliHy?

. B kakux ciydasgx HOCUTEIIM CBEICHUM,
COCTaBJISIIOLIMX TOCYAAPCTBEHHYIO TailHy, MOTYT
OBITh PACCEKPEUYCHBI JI0 KMCTCUYCHHS CPOKOB HX
3aceKpeunBaHus?

. Ha xakue oTHOIIGHHS HE PacIpOCTPaHICTCS
neiictBue denepanbHOro 3akoHa «O MepcoHamIbHBIX
TAHHBIX»?
. Ha
OCYIIECTBIISETCS
HOAHHBIX?

. B kakux ciydasx cBeIEHUS O CYObBEKTe
MEPCOHANBHBIX JAHHBIX MOTYT OBITh B JH00OE
BpeMs HCKITFOYCHBI u3 001EeTOCTYITHBIX
HMCTOYHHKOB IIEPCOHAIILHBIX JIAHHBIX ?

o Yro MPEIOIaraT JNIEUCTBUS
00€3TMYMBAHUIO NTEPCOHAIBHBIX JTAHHBIX ?

. Krto sBnsercs obnamarenem wHOpMAIUH,
COCTaBJISIIOLLEH KOMMEPYECKYIO TaliHy?

. B kakux ciydasx u KoMy, oOiajzarenb
nH(OpMAIIUK,  COCTABISIIONICH  KOMMEPUYECKYIO
TaliHy, 0053aH TPEAOCTAaBUTh 3Ty HHQOpMAaIUIO?
Kak 310 10mKkHO OBITE 0QOpMIIEHO?

B xkakux cnydasx wuH(OpMaiusa, COCTaBISIOMIAS
KOMMEpUECKyl0 TaiHy, o0iagaTeneM KOTOPOH
SBJSIETCSL JIPYro€ JIMIO, CYUTACTCS TMOJYYECHHOMN
HE3aKOHHO?

IMPpOJICHUA

OCHOBE KaKHUX
o0paboTka

IIPUHIUIIOB
MEPCOHATTBbHBIX

Io

YK-11.2

[Inanupyer peanusanuio

3aa4 B 30HE CBOeH
OTBETCTBEHHOCTHU C
y‘leTOM UMCHOIIINXCS

peCypcoB U OrpaHUYCHMUH,
JNEUCTBYIOIIUX IPABOBBIX
HOPM
AHTUKOPPYILHOHHOTO
3aKOHOJIaTEIbCTBA

N3y4uTh ciaenyromye HOpMaTUBHBIE TOKYMEHTBI:

. 3akoH ot 21 wmronsa 1993 r. Ne 5485-1 «O
rOCyJIapCTBEHHOM TaliHE;

. Vka3 Ilpesunenra Poccuiickoit denepanumn
or 11 ¢espans 2006 . Ne 90 «O mnepeune

CBEJICHNI, OTHECEHHBIX K TOCYJapCTBEHHOM
TalHe»;

. ®enepanbHbid 3ak0oH OT 27 urons 2006 r. No
152-®3 «O nepcoHaIbHBIX TaHHBIXY;

. ®enepanbHbId 3aKk0oH OT 29 urons 2004 r. No

98-®3 «O kKomMMepUecKoit TaifHe».
. denepanbHbIi 3akoH 0T 25.12.2008 N 273-

@3 «O npoTUBOJECHCTBUH KOPPYIILITI
PaccMoTpeTs OCHOBHBIC TTOHSTHS, UCTIOH3YEMBIC B
HOPMAaTUBHBIX JOKYMEHTaX; MOJHOMOYHUS OPTaHOB
rOCyJapCTBEHHOM BJIACTH M JIOJDKHOCTHBIX JIUIT B
00nacTv OTHECEHHUS CBEJICHUI K TOCYAapCTBEHHOM
TalHE U WX 3aIUTHI; IEPEUYCHb CBEICHUI,
COCTABJISIIOLIUX TOCYIapCTBEHHYIO TaliHY;
PEKBU3UTHI HOCUTENEH CBEICHUM, COCTABIISIIOLINX
roCyJAapCTBEHHYIO TailHY; MPUHIIUIIBI U YCIOBUS
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KOMIIETEHITNH

OneHouHble CpeacTBa

00paboTKH NEePCOHANIBHBIX JaHHbBIX; IpaBa
CyOBEeKTa MePCOHANBHBIX JAHHBIX; 00sI3aHHOCTH
orepaTopa npu coope nepcoHanbHbIX TaHHBIX;
O0COOCHHOCTH TPE0CTaBICHUS HHPOPMAIIHH,
COCTaBIISIOLIEH KOMMEPUYECKYIO TalHy.

VYka3aTh NMCbMEHHO Ha3HAUYEHUE KaX/10I0 U3
YKa3aHHbBIX HOPMATHUBHBIX JOKYMEHTOB.

IIK-2 CmocobeH  OCyIIEeCTBISITh

OpraHu3aluen

JOKYMCHTAIITMUOHHOC obOecrieyeHue YHpPaBJICHUA

[1K-2.1

Opranusyer u
perIaMeHTHpyeT
JOKYMEHTUPOBAHUE
YIIPaBIECHYECKON
NEeATEIbHOCTH B
OpraHu3alnuu

Tecm ona camonposepku

1. KakoBa ocHOBHas  Ledb  yyeTa
KOH(UICHIMALHBIX JOKYMEHTOB?

a) perucTpanms KOH(pUACHITUATBHBIX

JIOKYMEHTOB;
0) obecrieueHne (HU3NIECKON COXPAHHOCTH,
KOMIUIEKTHOCTH u [EIOCTHOCTH
KOH(HICHIIMATBHBIX JJOKYMEHTOB;
B) obecrieueHue MOJTMHHOCTHU

KOH(HIEHIIMATIBHBIX JJOKYMEHTOB;

r) ¢opmupoBaHHE  KOH(MUIACHIMAIBHBIX
JIOKYMEHTOB B JIeJIa.

2. I'me mpocraBisieTcsi MTaMIl ¢ yKa3aHUEM
YYETHOIO  HOMEpa M  KOJHMYeCTBa  JIUCTOB
KOH(UIEHIMATBHBIX JOKYMEHTOB?

a) B BEPXHEM MPAaBOM YIJIy KaXJOro JINCTa
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YTy KaXKJIOro JIHMCTa
JIOKYMEHTA;

B) B BEPXHEM IIPABOM YTJTy TOJBKO MEPBOTO
JIMCTa IOKYMEHTA;

T') B BEpPXHEM JIEBOM YTy TOJBKO MEPBOTO
JMCTa IOKyMEHTA.

3. Kakas wHpopmamms yka3pIBaeTcsi Ha
o0noxkax  pabounx M cTeHorpaduyecKux
TeTpajeu?

a) rpu¢d KOH(MUACHIMAIBHOCTH, GaMUIUS U
WHUIIAATB] HCTIOTHUTEIS, CPOK XPAHEHUS;

0) rpud KOoH(DUIESHITNAIEHOCTH, KOTUYECTBO
JMCTOB, (DaMWIIHST M HHUIHAIIBI UCTIOTHUTEIIS;

B) BUJ HOCHTEIS, rpud
KOH(HICHIIHATHHOCTH, KOJTUIECTBO JIMCTOB;
r) BUJ HOCHTEIS, rpud

KOHPUACHIMAIBHOCTH, (QaMuiIusd ¢ WHUIHAAJIBI
HUCIIOJIHUTENS.

4. JTo Hayaja COCTaBJICHUS TEKCTa
KOH(UICHIIMATFHOTO IOKYMEHTa IPOBOIUTCS
oTiepaIus:

a) perucTpanuu KoH(OUICHIINATEHOTO
JIOKYMEHTA,;
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0) perucTpamnuy HOCUTES
KOH(HIEHIIMATBHON HH(OpMAaIH;

B) pEerucTpaliy makeTa nocTynuBIIEro
JOKYMEHTA;

I') COTJIacOBaHUE TEKCTa
KOH(HICHIIMATHHOTO JIOKYMEHTA.

5. Ecnu koHbUaeHITMATBHBIA TOKYMEHT
[IeYaTaeTCsl C YepHOBHKA, KaKkas HHPOpMaLus
YKa3bIBAETCS Ha IIEPBOM JIUCTE YEPHOBUKA?

a) KOJIMYEeCTBO HEOOXOANMBIX SK3EMILISIPOB
MIPOEKTa JOKYMEHTa, KOJIMYECTBO JIUCTOB
YEepHOBUKA;

0) KOJIMYECTBO JIMCTOB YSPHOBHKA, (haMIIIUS
UCIIOJTHUTEIIS;

B) KOJIMYECTBO HEOOXOUMBIX IK3EMILISIPOB
MPOEKTa JOKYMEHTa, (paMUIns UCTIOTHUTEIS;

T') KOJINYECTBO HEOOXOAMMBIX IK3EMILIIPOB
MPOEKTa JOKYMEHTa, (paMHIIns UCTIOTHUTEIS,
KOJINYECTBO JIMCTOB YEPHOBHKA.

6. I'te mpocTaBisercs yueTHbI HOMEp U
rpud KOH(OUICHINATBHOCTH Ha IPOCKTE
KOH(UIEHINAIBHOTO T0KyMeHTa?

a) Ha KaXXJIOM JINCTE KaXKIO0TO SK3EMILISPa
MIPOEKTa JOKYMEHTA;

0) TOJILKO Ha TIEPBOM JIUCTE MTPOEKTA
JIOKYMEHTA B OIPEJICIEHHOM JIJIsl 3TOT0 PEeKBU3UTA
MECTe;

B) Ha BCEX JINCTAaX MPOEKTa JOKYMEHTA B
JIEBOM HIDKHEM YTITY JIMIIEBOW CTOPOHBHI;

I') Ha BCEX JIMCTaxX MPOEKTa JOKyMEHTa B
MIPaBOM BEPXHEM YTy JIMIIEBOH CTOPOHBI.

7. C xakoil onepanuu HaunHaeTcs paboTa ¢
MOCTYMUBIIMMHU B OPTaHU3AIHIO
KOH(HIEHIIMATIbHBIMHU TOKYMEHTaMuU ?

a) y4eT MaKeTOB MOCTYMHUBIINX
JIOKYMEHTOB;

0) yueT HocuTenel nHdopManuu;

B) BBOJI PETUCTPAIIMOHHBIX JIAHHBIX B
ABTOMATH3MPOBAHHYIO WJIH TPATUIIHOHHYIO
CHCTEMY yUeTa;

T') MPOCTaBJIEHUE Ha TOKYMEHTE Tpuda
KOH(HICHIIMATBHOCTH.

8. I'me mpocTaBisAOTCA y4eTHBIE HOMEpa Ha
TEKCTOBBIX JOKYMEHTaX BBIJICIIEHHOT'O XPaHEHUs?

a) B BEPXHEM IIPABOM YTITy OOJI0XKKH;

0) B BEpXHEM JIEBOM YTy OOJIOXKKH;

B) B BEpPXHEM JIEBOM YTITy KaKJIOTO JINCTA
JOKYMEHTa;

T') B HIDKHEM TIPABOM YTy OOJIOKKH.

9. I'ne mpocTaBinsieTcs yueTHBIH HOMep,
MPUCBOEHHBIN KON KOHPUACHIIMAIBEHOTO
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JIOKyMeHTa?

a) Ha TIEPBOM JIUCTE KOMUH IOCEpEeInHE
HIDKHETO TOJIs ¢ Io0aBieHrueM abOpeBUaTypbl
rpuda KoH(OUICHINATBHOCTH;

0) Ha MMEPBOM JICTE KOTIMHU B IPABOM
HIDKHEM YTI1y ¢ o0aBieHrneM abOpeBUaTyphbl
rpuda KoH(UISHITUATEHOCTH;

B) Ha BCEX JIMCTAX KOIHH B IPABOM HIKHEM
yriy ¢ no6aBiaeHueM abOpeBuaTypsl rpuda
KOH(UICHIIMATBHOCTH;

I') Ha BCEX JIMCTAaX KOMHUU ITOCEPEANHE
HUKHETO OIS ¢ Jo0aBiIeHreM abOopeBUuaTypsl
rpuda KoH(OUACHITUATEHOCTH.

10. VYkaxuTte MecTopacmnonoxeHue rpuda
OTPaHUYEHUS JIOCTYNA K JOKYMEHTY.

a) B HIDKHEM JIEBOM YTy TEPBOTO JIHCTa
JOKYMEHTA;

0) B BEpXHEM JIEBOM YIJy MEPBOrO JIMCTa
JOKYMEHTA;

B) B HI)KHEM IPaBOM YIIIy MEpPBOTO JIMCTA
JOKYMEHTA;

I') B BEpXHEM IPaBOM YTy NEPBOrO JIHCTA
JOKYMEHTA.

11. K KkakoM JOKyMEHTE COIEPKUTCS
uH(pOpMaNUS O TOPSJIOK TPUCBOCHUS W CHATHUS

rpuda OTpaHUYEHUs JocTyna K
KOH(UIEHIIMATBHBIM JOKYMEHTaM?
a) MOJIOKEHUE 0 ciyxoe

KOH(UIEHIIMATIBHOTO JIEI0NPOU3BO/ICTBA;

0) MHCTPYKLHMS O TOpsaKke paboTel ¢
KOH(UIEHIIMATBHBIMA JOKYMEHTaMU;

B) IOJDKHOCTHBIE MHCTPYKIIMU PaOOTHHKOB;

I) mepedyeHb (CIHCOK) BUAOB MH(OpPMAIMU
KOH(HIEHIIMATIBHOTO XapaKTepa.

12.  Kakue  nomoiHUTENnbHBIE  Tpadbl
CONCpXHUT  TabJIMuYHAs YacTb  HOMEHKJATYpPbI
KOH(UICHIMATBHBIX €77

a) HOMEp IO MOPSIIKY;

0) rpud KOHDUICHIIMATIEHOCTH JIeIa;

B) BHUI uHGbOpMAIMK  OrPaHHUYEHHOTO
JIOCTYIIA, COZIEPIKAILIEHCs B JIEIE;

r) HauMEHOBaHHE M0/Ipa3eJIeHNH,
KOTOPOMY IPEIOCTaBISAETCS JIETIO0;

J) OTMETKH O JBM)KEHUH Jena (apXUBHBIN
mudp, HOMEp M Jara akTa o0 YHHUYTOXEHHUH,
OTMETKH 00 OTIpaBIICHUH);

€) KOJIMYECTBO JINCTOB B JIEJIE;

) CpPOK XpaHEHHs M HOMepa cTared IIo
HEPEYHIO;

3) epuo]] KOH(UACHIUAILHOCTH JIea.

13. Cnemmduyeckoin COCTAaBIIAIOIIEN
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KOH(UICHIIMAIBHOTO JIeNa SABIISETCS:

a) BHYTPEHHSIS ONKUCH JIOKYMEHTOB;

0) CIHCOK COTPYAHUKOB, JOMYIICHHBIX K
Aeiy;

B) 3aBEpUTEIbHAS HAJMUCH JETa;

T') CIIMCOK OTBETCTBEHHBIX UCIIOTHUTEIICH.

14. IIpu BBImAYe KOH(MHUICHIIMAIBHOTO Jeja
COTPYAHUKY OpraHU3alMU JIETAETCS OTMETKA B:

a) KapTOUYKe y4eTa BblayH Jiena;

0) KapTOYKe y4eTa pa3penicHui;

B) KQpPTOUKE y4ueTa BbIAaul JOKYMEHTOB;

') BHYTPEHHEH OMUCH Jena.

15. Kakum goxkymeHTOM odopmisercs
mpoueaypa YHUYTOXKEHHS — KOH(UIEHIMAIbHBIX
JIOKYMEHTOB, JIeJI U HOCUTEJICH HHpOpMAaIin?

a) CBUJICTEIILCTBOM 00 YHUUYTOKEHUH;

0) cripaBKoO¥ 00 YHUUTOXCHUU;

B) MPOTOKOJIOM O XOJI¢ YHUUYTOXKEHUS;

') aKTOM 00 YHUUTOXEHHH.

16. KakoBa nepuoAM4HOCTh TPOBEACHUS
MIPOBEPOK HATWYHSI KOH(DHUICHITHATEHBIX
JIOKYMEHTOB?

a) HEe pexe OJIHOTO pa3a B MOJIToa;

0) He pexe OJHOTO pa3a B TOJ;

B) HE pPEXKe OJHOTO pasza B TPU roja;

T') HE peXe OJJHOTO pa3a B MSATh JIET.

17. B KakoM JOKYMEHTE OTpa’KaroTcs
pe3ynbTaThl MPOU3BEICHHBIX POBEPOK
MPaBUILHOCTH MPOCTABIIEHUS OTMETOK O
pPETUCTpalMK U ABMKEHUN KOHPUACHIINATBHBIX
JIOKYMEHTOB, JIeJl, HOCUTENeH U UX (GaKTUIeCKOro
HaJIn4us?

a) B aKTe;

0) B IPOTOKOJIE;

B) B PEILLEHUU;

I') B IIpUKase.

[1K-2.2

Opraausyet u
periaMeHTHpYyeT
JIOKYMEHTOO0O0POT B
OpraHu3aIu

3ananue «Komnjiekc mep no 3auiume
KoHguoenyuanpHou ungopmayuu.
Cmpykmyphas opzanu3zayus
KOHuOeHuuanbHo20 0e10npou3600Ccmea) .

1. CipoekTupoBaTh (CMOACIUPOBATH) KPYITHYIO
OpTraHM3aIHIo, ONPENCTUTh chepy AesITeNbHOCTH U
perraemMbie 3aa9H.

2. IlpencTaBUTh CBOM BapHaHT CTPYKTYpPHOU
OpraHu3aIy CIIy>KObl KOH()HICHIIHATIBEHOTO
JIEIIONPOU3BOJICTBA (pa3paboTaTh CTPYKTYPY
OpraHHu3aIy U MOKa3aTh MECTO CITYKObI
KOH(UICHIIMATEHOTO JISIONPOU3BOJICTBA B TAHHOM
cTpyKType). OnucaTth CTENeHb CaMOCTOSATEIbHOCTH
CITyObI KOHQUICHIINATHHOTO JEIOMPON3BOICTBA,
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ee MOAYNHEHHOCTb.

3. OnpenenuTts T0MKHOCTHOM M YUCIIEHHBIN COCTaB
PaOOTHHUKOB CITYObI KOH(PUACHIIMATHHOTO
JIeTIOTIPOU3BO/ICTBA, C MIEPEUHCICHUEM
JOJIKHOCTHBIX 00SI3aHHOCTEH M0 Ka) 101
JOJDKHOCTH.

4. OnpenenuTb HOPMATUBHBIE AKThI, B TOM YHCIIE
JIOKaJIbHBIE, HA KOTOPBIX OCHOBBIBAETCS
opraHu3arys paboThl CITYKOBI
KOH(UCHIIMAIBHOTO JI€0IPOU3BOJICTBA).

5. OnpenenuTts coaepkaHue nepeyHs (CIucka)
BUJI0B HH(OpMAIK KOH(DUIECHIINAIEHOTO
XapaxTepa JUIsl CIPOSKTUPOBAHHOM OpraHU3allny.
[lepeuens opopMUTH B BUJIE TAOTHUIIBL.

6. Onpenenuthb coep KkaHue epeyHs (CruckKa)
JIOKYMEHTOB, COJIepKAIIUX HHPOPMAIIHIO
KOH(UICHIIMAILHOTO XapaKTepa Jis
CIIPOEKTUPOBAHHOM opranuzauuu. [lepeueHn
0hOpMHTH B BUJIE TAOJIHUIIBI.

7. OnpenenuTth CUCOK paOOTHUKOB OpraHU3aIHH,
UMEIOIIUX MPABO JOCTYIA K KOHPHUIECHIHATHHBIM
JIOKYMEHTaM.

8. CocraButsb 1 opopmuTth [lonoxenue o cioyxoe
KOH(HIEHIIMATIBHOTO I€T0ONPOU3BOJICTBA
3adanue «Homenxnamypa oeny:

1. CoctaBuTh ¥ 0HOPMUTH HOMEHKJIATYPY
KOH(UICHIMALHBIX JIIT 111 KOHKPETHOH
OpraHHU3aIy.

2. CoctaBuTh U 0)OPMHUTH CIIETYIOIINE
TOKYMEHTBI U3 CIIHCKa, HEOOXOIMMBbIE Ha CTaIUU
0 OpPMIICHHS ¥ TIOJITOTOBKY KOH(PHUACHIINATHHBIX
JIeJT K Tepe/iaye Ha apXUBHOE XpaHEHHUE U TIPU
MIPOBEJICHUH IMPOBEPOK HATAIHS
KOH(MUICHIMATBHBIX JeJ, TOKYMEHTOB U YYETHBIX
KYpHAJIOB:

1) cripaBKa-3aMecTUTENb JOKYMEHTOB JIeIa;

2) 00J10KKa KOH(DUACHIIMATBHOTO JIeNa;

3) BHYTpEHHSISI OITUCh JOKYMECHTOB JICIIa;

4) kapTOYKa y4eTa BbIIa4i KOH(UICHIIMATEHOTO
nena;

5) nmucT-3aBepuTEb JCIa;

6) aKT O BBIICJICHUU K YHUUTOXCHUIO
KOH(UICHIMATBHBIX JeJ U JIOKYMCHTOB;
7)akT O TpOBepKe KOH(DUICHIMAIBHBIX eI,
JIOKYMEHTOB M YYCTHBIX KYPHAJIOB

[1K-2.3

Opranusyer,
perIaMeHTHpYyET
OIIEPaTUBHOE XPaHEHUE U
HUCIIOJIB30BaHUC
JOKYMEHTOB B
OpraHu3amnuu

3ananue «Y4er KOHQUIEHITUAIbHBIX JOKYMEHTOBY:
1. OdopMuTh OCHOBHBIE y4YeTHbIE  (POPMBI
KOH(QHIEHIIMATIBHBIX JOKYMEHTOB, BCTPEUAIOIINECs
Ha BCEX CTausIX KOH(HICHIINATIHLHOTO
JIOKYMEHTO000pOTa, U3 CIEAYIOLIETo CIUCKA:

1) xypHau (kapTouka) ydera U3IAHHBIX
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KOH(HICHIINATTLHBIX pacropsAUTEIbHBIX
JOKYMEHTOB W TPOTOKOJOB (MO0 KaXXIOMY BHUIY
OTJICJIbHO);

2) )KypHaJI y4eTa M3JIaHHBIX KOH(pHICHINATbHBIX
JIOKYMEHTOB;

3) peecTp  ydera  BpPEMEHHO  IepellaBaeMbIX
KOH(HICHIIMATBHBIX JJOKYMEHTOB;

4) sxypHa yueTa HOCTYIMUBIIUX
KOH(HICHIIMATBHBIX JJOKYMEHTOB;

5) xKypHaJ ydera KOHPHICHIHAIbHBIX JTOKYMEHTOB
BBIJICJIEHHOTO XPaHECHHUS;

6) kapTouka y4era BblIa4d KOH(UIACHIIUATLHOTO
JIOKyMEHTa (z1e71a);

7) )KypHa ydeTa KOIIMPOBAHUS
KOH(HICHIINATBHBIX JJOKYMEHTOB;

8) miTami paspelieHus Ha KOHPOBaHUE
KOH(HICHIINATBHBIX JJOKYMEHTOB;

9) kapTouka KOHTPOJIS UCTIOJTHCHUS
KOH(HICHIIMATHHOTO JTOKYMEHTA.

2. CocTaBUTH u opopMHTH JIOKYMEHTHI,
cojepxanie KOH(pUIECHIUATBLHYIO HUH(OpMaIuio,
MOJUIeXKAIUE KOIMUPOBAHHUIO, C YKa3aHUEM BCEX
HEOOXO/MMBIX PEKBU3UTOB U OTMETOK, HAHOCUMBIX
Ha JOKYMEHT B IPOLIECCe M3TOTOBJIEHUS KOMUM, U
CaMHM DSK3eMIUISIPhl KOMUH JTHUX JIOKYMEHTOB, C
yKa3aHHEM BCeX HEOOXOAUMBIX PEKBU3UTOB U
OTMETOK.

Kondunennuanbaple JOKYMEHTBI OQOPMHTBH IS
CJICIYIOIINX BUIOB KOTTMPOBAHHMS:

1) M3roToBiEHHE JOMOJHUTEIBHBIX SK3EMILISPOB

(THpaXkupOBaHUE) KOH()HICHIIMATTbHBIX
JIOKYMEHTOB;
2) cHATHME KOMMM C  KOH(QUIEHIMAJIbHBIX
JIOKYMEHTOB;

3) MpOU3BOJCTBO BHIMUCOK U3 KOHPHUICHIIMATBHBIX
JIOKYMEHTOB.

Ilepeyenb TeM M 3aJaHUM /151 NOATOTOBKHU K

IK3aMeHy:

1. ITonstue KOH(HICHIIMATHHOTO
JIeTIONIPOU3BOICTBA.

2. ITpusnaku KOH(HICHIIMATBHOTO
JIeTIONIPOU3BOICTBA.

3. CooTHolleHne KOH(UIEHIUANBHOTO U
OTKPBITOTO JETIONPOU3BOACTBA.

4. OOmenocrynHas uHpopMaLus |
uHpOpMaIUs OTPAaHUYEHHOTO JIOCTYIIA.

S. CootHomieHne uHpopMaun

OTPAaHWYEHHOTO JIOCTyla ¢ TOCYAapCTBEHHOM
TaluHOH.
6. Knaccudukanms CBEICHUI
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KOH(bI/II[eHI_II/IaJ'IBHOFO XapaKTepa II0 OCHOBAHHUAM,

IPeyCMOTPEHHBIM JICUCTBYIOIIUM
3aKOHOJIATEIIHCTBOM.

7. CBenieHUs, COCTABIISIFOIINE CITYKEOHYIO
TaiHy.

8. [Topsimox oOparieHusi ¢ JOKyMEHTaMH,
COJICPKAIUMHU CITy’)KEOHYIO UHPOPMAIIHIO
OrPaHHYCHHOTO PACIIPOCTPAHCHHUSL.

0. CBeficHHsI,  KOTOpbIE  HE  MOTYT

OTHOCHUTBCS K CIIy)keOHOU TaitHe. ['pud «Jlus
CITy’KeOHOTO TIOJTB30BaAHUS.

10. Csenenusl, COCTAaBIISIIOIIINE
KomMMepueckyro Taiiny. ['pud «Kommepueckas
TalHay.

11. MeponpusAtusi,  HampaBJIEHHBIE  Ha
3alIUTYy KOMMEPYECKOM TalHBI.

12. [lepconanbHble JaHHbIE (CBEACHUS O
rpaxaaHax). CocTaB NepCOHANbHbIX JaHHBIX.

13. Knaccudpukanus HEPCOHAJIbHBIX
JTAaHHBIX.

14. [Tony4yenune u obpaboTka

NEpCOHANbHBIX JaHHBIX. OCHOBHbIE TpPeOOBaHUS
pu 00pabOTKe MEPCOHANbHBIX JTAHHBIX.

15. [lepenaya  mepCOHAIBHBIX  JAHHBIX.
Ompenenenue Kpyra JHUI, HMEIONMX IPaBO
JIOCTYTIA K TIEPCOHAJIbHBIM JaHHBIM.

16. CBeneHusi,  COCTaBISIIOIIME  TaWHY
CJIEICTBUS U CyJIONIPOU3BOICTBA.
17. Caenenus, CBSI3aHHBIC c

npodecCHOHANBFHON /IeATeIbHOCThIO (BpadeOHas,
HOTapuajbHasi,  aJBOKAaTCKas  TailHa,  TailHa
MEPenucKy, TeneOHHBIX MEePEeroBOPOB, MOYTOBBIX

OTIIPaBJICHUH, TenerpapHbIX Wi WHBIX
COOOIIIECHUT).
18. CBeneHus 0 CYIIHOCTH H300peTeHus,

MOJIE3HONW MOJENIM WJIM NPOMBILIUIEHHOTO 00pasia
110 oduIaNbHON MyOIMKalui HHQOPMALIUY O HUX.

19. BapuaHTbhl CTpYKTYpHOI OpraHuzanuu
KOH(UIEHIMAIBHOTO JI€T0MPOU3BO/ICTBA.

20. 3amaun W QYHKUMH, TpaBa U
OTBETCTBEHHOCTh  CIYXObl KOH(HIEHIIMAIBHOTO
JIeNTOTIPOU3BO/ICTBA.

21. JlokanpHBIE ~ HOPMATHWBHBIE  aKTHI,
yCTaHaBJIMBAIOLIIE HOPSI/IOK paboThI c
KOH(HICHIIHATHLHBIMHU TOKYMEHTAMHU.

22. Pexxum COXPaHHOCTH

KOH(HUICHITMAIBHBIX JOKYMEHTOB.
OTBETCTBEHHOCTD 3a pa3rilallieHue CBEACHUMN
KOH(HICHIIMAIIBHOTO XapaKkTepa




Ilepeuenv mem u 3a0anuii 014 n0O20MOGKU K IKIAMEHY:

1. TlonsTne KOH(MUICHIIUATHLHOTO JAEIONPOU3BOCTRA.

2. IlpusHaku KOHGUAESHIUATHLHOTO AETIONPON3BOICTBA.

3. CooTHouleHne KOHPHUACHIUATBHOTO U OTKPBITOTO JETIONPOU3BO/ICTBA.

4. OOGmenoctynHast nH(popMaIHs U HHPOPMALUS OTPAaHHYEHHOTO JIOCTYIIA.

5. CoorHouleHue HHPOPMAIMKU OIPAaHUYEHHOTO JI0CTYIIA C TOCYAapCTBEHHOM TalHOM.

6. Knaccudukanus cBeneHuil KOH(QUACHIMAIBLHOIO XapakTepa TII0 OCHOBAHUSM,
MPElyCMOTPEHHBIM JIEUCTBYIOIINM 3aKOHOJATEICTBOM.

7. CaeneHwusi, COCTABISIONINE CITY)KEOHYIO TaliHY.

8. Tlopsmok oOpalieHuss ¢ JOKYMEHTaMH, COAEpXKAIIMMU CIYyXeOHYI0 HH(pOpMaIHio
OTPaHUYEHHOTO PACIPOCTPAHECHUSI.

9. Cgenenusi, KOTOpPbIE HE MOTYT OTHOCHTBhCS K clyxeOHoW TaitHe. ['pud «Jlms
CITy’)keOHOTO TOJB30BAHUS.

10. Csenenusi, cocTaBisOMMEe KoMmMepueckyro TaHy. ['pud «Kommepueckast TaitHay.

11. MepornpusTus, HallpaBJIE€HHbIE HA 3aLUTY KOMMEPUYECKOMN TaliHBI.

12. TlepconanbHble AJaHHBIE (CBEAEHUS O rpaxaaHax). CocTaB MepCOHANBHBIX JAHHBIX.

13. Knaccudukaius nepcoHaTbHBIX TaHHBIX.

14. Tlonyuenne u 00pabOTKa MEpPCOHANBHBIX HaHHBIX. OCHOBHBIE TpPEOOBaHUS MPHU
00paboTKe NepCOHANBHBIX JaHHbIX.

15. Ilepenaua nepcoHanbHBIX JaHHBIX. OmnpeaeneHue Kpyra Jull, UMEIOIIUX [PaBo
JOCTYTA K MEPCOHATBHBIM JaHHBIM.

16. CeeneHusi, COCTABISIONINE TAWHY CIEACTBHSI U CyIOTIPOU3BOCTBA.

17. CBenenusi, cBs3aHHbIe C TNPOPECCHOHANBHONW ACSITENBbHOCThIO  (BpaueOHas,
HOTapuaibHas, aJBOKATCKas TallHa, TalfHA TEPENHCKH, TeIE(POHHBIX IEPETOBOPOB, MOYTOBBIX
OTIPABJICHHUH, TeJerpadHBIX WJIM UHBIX COOOICHHU).

18. CeepeHust O CYNIHOCTH HW300pETEHHS, IOJIC3HOW MOJETH WM IPOMBIIUICHHOTO
oOpa3ua a0 oduruansHON NyOoaIuKaui HH(GOPMAIUK O HUX.

19. BapuaHTBI CTPYKTYPHOU OpraHU3aluu KOHQUACHIINAIBHOTO JeTONPONU3BO/ICTBA.

20. 3amaun u (QyHKIMM, TpaBa U OTBETCTBEHHOCTb CIIYKObI KOH(UIEHINAIBHOTO
JIeJIONPOU3BO/ICTBA.

21. JlokanbHble HOpPMATHBHBIE aKThl, YCTaHABIMBAIOIIME TMOPSIOK pabOThl C
KOH(HICHIINATHLHBIMHI TOKYMEHTAMHU.

22. PexuM coXpaHHOCTH KOH(UACHIIUAIBHBIX TOKYMEHTOB.

23. OTBETCTBEHHOCTH 32 pas3rialieHie CBeJACHNH KOH(DUICHIIMAIBHOTO XapaKTepa.

0) Ilopsanoxk mnpoBeaeHMs TMPOMEKYTOYHOH AaTTeCTALUMHU, MOKA3aTeJM W KPUTEPUH
OLICHMBAHMSA:

[TIpomexyrounass arrecrauus no aucuuiuiiHe «KoHduneHnuanbHOe O€I10IPOU3BOJACTBOY
BKJIIOYAET  TEOPETHYECKHE  BONPOCHI,  IO3BOJISIONIME  OLIEHUTh  YPOBEHb  YCBOEHUS
o0OyJaromuMucs 3HaHUH, U TPaKTHYECKUe 3aJaHtsl, BBISBISIIOIIME CTENeHb CHOPMUPOBAHHOCTH
YMEHUH M BJIaJeHHH, MPOBOAUTCA B (QopMe 3K3aMeHa. DK3aMeH IO JaHHOW JMCIUILINHE
POBOAMUTCA B YCTHOM ¢opMme B mo BompocaMm. OlleHKa BBICTaBIISIETCS C YYETOM PE3yJbTaTOB
BBITOJIHEHUS 3aJIJaHUI Ha 00pa30BaTEIbHOM MOpTAaIe.

Kpumepuu ouyenku (6 coomeemcmeuu ¢ QopmMupyemMviMu  KOMHEMEHUUAMU U
RAGHUPYeMbIMU PE3YIbMAMAMU 00YUEHU):
[lpu cpaue ox3amena oOyuaroOmMHCA JODKEH TOKa3aTh C(HOPMHUPOBAHHOCTD CIETYIOLINX
KOMIIETECHITAH:

VYK-11 CnocobGeH ¢opmHupoBaTh HETEPHUMOE OTHOUIEHHE K KOPPYHMIHOHHOMY
MIOBEJICHHIO

- Omnpenenser Kpyr KOPPYNUMOHHBIX PUCKOB B pPaMKax IIOCTAaBJICHHOM LEMH H
npe/ylaraeT  cnocoO0bl  MX  YCTPAHEHUsS, OLEHUBAeT C MO3UIUM AHTUKOPPYILIMOHHOIO
3aKOHOJIaTEeNBCTBA



- [Inanupyer peanuzanuio 3a7a4d B 30HE CBOEH OTBETCTBEHHOCTH C YYETOM HMMEIOIINXCSA
pecypcoB M OrpaHMuYEHUM, JEHCTBYIOUIMX TMPAaBOBBIX HOPM  aHTHUKOPPYIMLIHUOHHOIO
3aKOHOJATEIbCTBA

IIK-2 CnocobeH OCYIIECTBIATh JOKYMEHTAIIMOHHOE OOCCIEYCHHE  YIPABIICHHS
OpraHu3aluen

- Opranusyer U periiaMeHTUPYeT JOKYMEHTHPOBAHUE YIPABIEHYECKOU NEATEIbHOCTH B
OpraHu3aIu

- Opranusyert 1 perilaMeHTHUpPYeT JOKYMEHTOOOOpOT B OpraHu3aluu

- Opranusyer, perjiaMmeHTHUPYET ONepaTUBHOE XPAaHEHUE U UCIOJb30BaHUE IOKYMEHTOB
B OpraHu3aluu

— Ha OILEHKY «OTJHYHO» (5 OaiioB) — oOyyaromMics JEeMOHCTPHUPYET BBICOKHU YPOBEHb
c()OPMUPOBAHHOCTH KOMIICTCHIIMI, BJIAJ€ET KATCTOPUAIBHBIM allllapaToM, yMETh €ro
UCIIOJIB30BaTh B COOTBETCTBYIONIEM KOHTEKCTE, yMETh HPOKOMMEHTHPOBATH OIPEIEIICHUE,
MOSICHUTD, MPUBECTH MPUMEPHI, WLTIOCTPUPYIOIINE OTACIbHBIC MOoI0XKeHUs. CTyIeHT u3Iaraet
UHPOPMALIMIO JIOTUYHO, TIOCIEA0BATEIbHO, apryMEHTHPYS KM KOMMEHTHUPYS TIOJOXKCHUS,
UCIIONIB3YET PACCYXIAIOIINN CTHIIb, BBICKA3bIBACT CBOKO IMO3UIIMIO, (POPMYIUPYET BBHIBOJIBI B
KOHIIC BOTIPOCOB.

— Ha OILIEHKY «xopomo» (4 Oamna) — oOyyaroluiics IEMOHCTPUPYET CpEeIHUN YPOBEHb
c()OPMUPOBAHHOCTH KOMITCTEHII: OCHOBHBIC 3HAHHS, YMCHHS OCBOCHBI, HO JIOIYCKAIOTCS
HE3HAYUTENIbHBIC OIMMOKH, HETOYHOCTH, 3aTPyIHEHHs TpPH aHAJUTUYCCKUX OICPaIUsX,
MepPEeHOCE 3HAaHUI M YMCHHI Ha HOBBIC, HECTAHIAPTHBIC CUTYAIIHH.

— Ha OIICHKY «YyJIOBJIETBOPUTEJIBLHO» (3 Oayuia) — oOydJarouuiics TEMOHCTPUPYET MOPOTOBBIM
YpOBEHBb CHOPMUPOBAHHOCTH KOMITETEHITHI: B X0JI¢ KOHTPOJILHBIX MEPONPHUITUN JOMYCKAIOTCS
OLIMOKH, TPOSBISICTCS OTCYTCTBUE OTACIbHBIX 3HAHWW, YMEHHWH, HABBIKOB, OOY4YarOLIHICS
WCTIBITBIBACT 3HAYUTEIILHBIC 3aTPYAHCHUS MPH OMECPUPOBAHUN 3HAHUSAMHU U YMEHUSIMU TPU UX
MEePEeHOCE Ha HOBBIE CUTYAIIUU.

— Ha OLIEHKY «HEeYyJ0BJIeTBOPUTEJbHO» (2 Oamuia) — oOydaroluiicss 1eMOHCTPUPYET 3HAHUS HE
O6onee 20% TeopeTHUECKOTO MaTepHala, JOMyCKaeT CYIIECTBEHHbIE OIIMOKH, HE MOXKET
MOKA3aTh UHTEIUICKTyaIbHbIC HABBIKU PEIICHHS MPOCTHIX 3a]1a4.

— Ha OLIEHKY «HeYAO0BJIeTBOPUTEAbHO» (1 Gamn) — oOyuaronuiicss He MOXET MOKa3aTh 3HAHUS
HAa YPOBHE BOCHPOW3BEICHUS W OOBSACHEHHS HWHPOpPMAIMK, HE MOXET TI0Ka3aTh
MHTEIJIEKTyaTbHbIe HABBIKU PELICHUS MPOCTHIX 3a/1a4.



[NPMJIOXEHME 3

MeToanuyeckue yKazaHus:

Memoouueckue pekomenoayuu 0 NOO2OMOBKU K IK3AMEHY

[Ipu monmroroBke K 3aueTy 0co00¢ BHHMaHHE CJEIyeT OOpaTUTh Ha CICAYIOIIHE
MOMEHTBI: COOTHOILICHHE KOH(MUACHIMAILHOTO ¥ OTKPBITOTO JEJONPOU3BOJICTBA; MECTO
KOH(QHICHIIMATIbHOH WHPOpPMAMM B CTPYKTYpe HHPOPMALUU OTPAHUYCHHOTO JOCTYIa;
KJIaccu(uKanusi CBEACHUN KOH(QUACHIIMAIBLHOTO XapaKTepa; JIOKAIbHbIE HOPMAaTHBHBIC AKTHI,
YCTaHABJIMBAIOUINE TOPSIAOK pabOThl ¢ KOH(PHICHIMAIBHBIMU JOKYMEHTAMH, OTPaKAIOIIMMU
pa3NWYHbIe BUBI TallH; COXPAaHHOCTh KOH(HMICHIMATBHBIX JOKYMEHTOB; OTBETCTBEHHOCThH 32
pasriameHue CBeIeHui KOH(DUACHIIMAIBHOTO XapaKTepa.

MeTtoanyeckre peKOMEHIAIINM 110 BHITIOJHEHUIO 3ajanus «Komnaekc mep no auiume

KOH@uoenyuanonoit unghopmayuu.
0e10npPou3800cmear .
[IpakTryeckoe 3amanue BeimonHseTcs B ¢opmare Microsoft Office Word 2003 ¢

Cmpykmyphaa opeanuszayus KOHPUOEHUUATbHO20

YKa3aHWEM HOMEpa MMyHKTA.

B mynkTe 2 nomkHa OBITh MpEICTaBIeHA CTPYKTYpa OPraHU3aluH C BBIICICHUEM B HEl
CILy>kObI KOH(QUIEHLINATBHOIO JEJIONPOU3BOCTBA.

B myskTe 3 MOKHOCTHOW COCTaB JOJDKEH COOTBETCTBOBAaTH (OIIepoCcCHUCKOMY
Kiaccudukaropy mpodeccuil pabouyux, AODKHOCTEH ciyxamux U TapudHbix paspsgoB (OK
016-94).

B nynkre 4 nomkxeH OBITh NpPEACTaBIEH CIUMCOK HOPMATHBHBIX aKTOB, MPU 3TOM
clleflyeT YUYMTBHIBATh UX IOPUAMYECKYIO CHIIy: OT (efepalbHBIX JI0 JIOKAJbHBIX HOPMAaTHBHBIX
akTtoB. [lpu paBHOM craTyce JOKYMEHTOB MX B3alMHOE DACIIOJIOKEHHE ONPENeNsercs IIOo
XPOHOJIOTHH.

B nynkre 5 «llepeuenr BuaoB uHbopmanuyu KOH(QUICHIMAIBHOTO XapakTepa»
pexomeHnayeTcst 0QOpMIISATh B CIEIYIOIIEM BUJE:

Ilepeyenb BUA0B HH(poOpManuy KOHPUICHIHATBHOIO XapaKTepa

JomxkHocTHBIE TUIa (TT0Ipa3IeTeHHs),

No HanmMeHnoBaHue cBeieHUH, Cpox
HMMEIOIIHE [TPABO PACIIOPSKCHHS
T1/T1 [OTHOCAIIMXCS K KOH(PUICHI[UATIbHBIM KOH(UICHIINATBHOCTH
CBEJIEHUSIMU
1 2 3 4

B mynkre 6 «llepedyeHp mOKyMEHTOB, coiaepxkamux HWHPOPMAHMIO KOH(DHUICHIIMATIEHOTO
XapakTepay peKoMeHIyeTcs 0GOpMIIATh B CIEAYIONIEM BUJIE:

IlepeyeHb TOKYMEHTOB, coAep:KaluX HHPpopManI0 KOHPUICHIMATBHOI0 XapaKTepa

n/n

Hosx- ITepuo-
OCHOBa- ITonpas- IToapas p
Haume- HHE JUIS JIEIICHUS WU JIeIIeHUS UIn
KOH(DU- Jimna 4ecTBO |Anpe-| HOCTH
HOBaHHE KOH]H- o JIOJKHOCTHEIE JIOJKHOCTHEIE ’ CCTBO | AAPC oc
JIEHIIAAJIb- YTBEPK- | 3k3eMII- | caThl | M3MaHUA
JOKYMEHTA |IeHUHAIIb- Jana, OTBCTCT- Jmna,
HOCTH JAaromue | pgpos JOKY-
HOCTH BCHHEIE 3a COTJIaCYIOIIHE
(moamu- MEHTa
MOJTOTOBKY JIOKY-
CBIBa-




JIOKyMEHTA MEHT 1201117 (5)]
JIOKYMEHT

2 3 4 5 6 7 8 9

10

MeTtoanyeckie PEeKOMEHAAMH IO BBINOIHECHUIO 3aJaHusd «YdeT KOHd)I/II[eHHI/IaJIBHBIX

IOKYMEHTOBY:
[TpakTryeckoe 3amaHue BBINOJHIECTCS mUchbMeHHO B (opmare Microsoft Office Word

2003 ¢ yka3zaHMEM HOMEPA ITyHKTA.

B nynkre 1 nomxHO OBITE 0O)OPMIIEHO HE MEHEE IMATH MOPSAIKOBBIX HOMEPOB B KAXKIOM
YYETHOM XKYpPHAJIE U PEECTPE U3 CIIUCKA C 3all0JHEHUEM BceX rpad, He MEHee TpeX KapToueK Ha
Ka)XJIbIi BUJ] KAPTOUKHU M3 CIIMCKA U HE MEHEe TPEX IITaMITOB Ul PAa3HBIX BUJIOB IOKYMEHTOB.

B mynkre 2 Bce paspabarhiBaeMbie KOH(UICHIIMAIBHBIC TOKYMEHTBI IOJKHBI OBITh
opopmiensl cormacHo TpeboBanusiM ['OCT P 6.30-2003  «YuaudunupoBaHHas cucrema
JIOKYMEHTAIUH. YuudunupoBanHas cucTema OpraHHU3aIMOHHO-PACTIOPAIUTENLHOM
JTOKyMeHTaruu. TpeOoBaHus K OGOPMIICHUIO JOKYMEHTOB», BKIIOUYash HEOOXOJIHUMBIC
JIOTIOTHATEIIFHBIC PEKBU3UTHI, XapaKTepHbBIC I KOHPUICHIIMATLHBIX JIOKYMCHTOB.

[To kaxaoMy yKazaHHOMY BHUAY KONHPOBAHUS JIOJDKEH OBITh OQOPMIICH OJHH
KOH(UICHIIMATBHBIA JOKYMEHT W HEOO0XOJUMOE KOJIMYECTBO JSK3EeMIULIPOB KOomui (1o
YCMOTPEHHIO) ¢ 0(POPMIICHHEM BCEX HEOOXOJIMMBIX PEKBU3UTOB U OTMETOK, KaK Ha JIUIICBOM, TaK
U Ha OOOpOTHON cTOpoHE KOH(QUACHIIMATHLHOTO [OKYMEHTa, HAHOCHMBIX B IIpoliecce
M3TOTOBJICHHSI KOTIUK HA IOKYMEHT U Ha CaMU KOIIHH.

MeTOI[I/ILIGCKI/Ie PEKOMCHAIINH 10 BBITTOJTHCHHIO 3a/IaHUA «HOMGHKJ’I&TVDa ACTD).

[Mpaktrueckoe 3amanue «HoMeHKaTypa jaen» BBIMOJIHIETCS MHCBMEHHO B Qopmare
Microsoft Office Word 2003 ¢ ykazanuem HOMepa IyHKTA.

B nynkre 1 nomkHa ObITH OoOpmileHa HOMEHKJIATypa KOH(QHUACHLIHAIbHBIX IEN I10
YCTaHOBIIEHHOH (opme, ¢ YyKazaHHMEM HE MeEHee [eCATH KOH(PHUICHIMAIbHBIX Jel, C
3aM0JTHEHUEM BCeX HEOOXOIUMBIX rpad) TaOIUYHON YacTH TOKYMEHTA 10 KaXIOMY JeTy (ToMYy)
¥ BCEX HEOOXOIMMBIX MOIHCEH U BH3.

PexBU3UTHI HOMEHKIATYphl KOH(MUACHIMATBHBIX JEN JODKHBI OBITh  O(QOPMIICHBI
cormacHo TtpeboBarmsmM ['OCT P 6.30-2003 «YuaudunupoBaHHas cucTeMa JIOKYMEHTAIIHH.
YHaudumpoBaHHas cucTeMa OpraHu3alMOHHO-PACTIOPAAUTEIFHON JOKyMeHTaluu. TpeOboBaHus
K O(OpMIICHHIO JOKYMEHTOB», BKJIIOYas HEOOXOMUMBIC JOMOJIHUTEIbHBIC pPEKBU3UTHI,
XapakTepHbIe 1715l 0popMIIeHHS KOH(DUICHIIMATBHBIX TOKYMEHTOB.

Homenknatypa KOH(pUICHIIMATBHBIX €7 JOJDKHA OBITh IMpEJCTaBICHA KaK TOTOBBIN
JOKYMEHT.

Homenknarypa KOHQHICHIMATBHBIX NIl MOKET ObITh O(OpPMIICHA B BUJE KAPTUHKHU C
YCJIOBUEM CBOOOIHOTO ¥ YETKOTO MTPOUTEHHUS BCEX PEKBH3HTOB U OTMETOK.

B nynkre 2 Bce pa3pabarbiBaeMble KOH(PHIAECHIUANbHBIE JOKYMEHTHI JOJKHBI OBITH
0 OpMIIEHBI COTJIACHO THUITOBBIM (hopMam.
JIoIDKHO OBITH 0(OPMIIEHO HE MEHEE OJIHOTO YKa3aHHOTO JOKYMEHTA.




BuyTpeHHsis onuch JAOKYMEHTOB Jella JOJDKHA COJAEpPKAaTh HE MeHee |5 pa3amyHbIX
KOH(HICHIIHATBHBIX JOKYMEHTOB, KOTOPBIC TI0 CBOEMY COAEP)KaHUIO MOTYT COCTAaBJIATH OIHO
KOH(HICHIIHATHHOE JIEIO.

B nucre-3aBeputene gena J0DKHO 0053aTENbHO COACPKATHCS yKa3aHHe Ha 0COOCHHOCTH
(U3HYECKOTO COCTOSHUS KOH(MUICHIMAIBHBIX JOKYMEHTOB Jella U OCOOEHHOCTH UX
dbopmupoBaHUs.

AKT 0 BBIJICJICHUH K YHHUYTOXXCHUIO KOH(PHUICHIMATHHBIX JENT U JOKYMEHTOB IOJIKCH
COJIepKaTh HE MEHEE CEMU TMOPSAKOBBIX HOMEPOB C 3aMOJIHEHUEM BceX rpad.

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

JIOKyMEHTBI MOTYT OBITh O(OPMIICHBI B BHJIE KAPTUHOK C YCIOBUEM CBOOOIHOTO U YETKOTO
MPOYTEHHSI BCEX PEKBU3UTOB U OTMETOK.



