MUHUCTEPCTBO HAVKU 1 BBICHIETO OBPA30OBAHIA
POCCUMCKOU ®EJIEPALIMA '

degepanbHOE TOCYIaPCTBEHHOE GI0DKETHOE 06pa3oBaTelbHOE YUPEKICHHE
BBICLICTO 0Opa3OBaHHA
«MarsuToropeKuit rocy[apcTBEH b TexHmdeckuit yrupepentet uM. 1.
) Hocosa»

~ YTBEPXJIAIO
* Mupextop UT'O
JI.H. CanHukoBa

W T
VAN APIHOTO

pEPORIIN /83 02.02.2026 1.

PABOYAS ITPOT'PAMMA JUCIHUATIJIMHBI (MO JLAT)

KOH®HJEHIIHAJIbHOE JAEJIOITPOU3BO/ICTBO

HarnpasiieHre IOArOTOBKH (CHENHaTbHOCTD)
46.03.02 JIoKyMEHTOBEICHHUE U apXHUBOBEICHHE.

HamnpasierrocTs (poduis/crieManu3anysa) IporpaMMb
JToKyMEHTOBEIEHHE | JIOKYMEHTAIOHHOE 00eCTIedeHUe YIPaBISHHA

VpoBeHb BEICLIEr0 00pa3oBaHus - akanaBpuar

®opma o0ydeHwHs
3a04YHas

Wnuctutyt/ Gakynbrer VIHCTHTYT IyMaHHTapHOTO 0OpasoBaHUs

Kadenpa ITeqarornyeckoro 00pa3oBaHus ¥ JOKYMEHTOBCIACHH

Kypc 5

MarHuToropck
2026 rox



PaGouas mporpamMma COCTaBJIeHa Ha OCHOBE ®I'0C BO - 6axanaBpuar 1o
HanpaBJIeHHIO OATOTOBKH 46.03.02 JIoxyMeHTOBEIEHHE U apXHBOBESJICHHE (mpuxas
Muno6prayxu Poccuu ot 29.10.2020 1. Ne 1343)

PaGouas nporpaMma pacCMOTPEHa U omobpeHa Ha 3ace/laHAu Kapeapel
TTenaroradeckoro 00pa3oBaHus i JOKyMEHTOBCACHHA
01.02.2026, mpotoxon Ne 7 ﬁ

3aB. kadenpoi .C. Benukanosa

Pa6ouas mporpamma ogoOpeHa merommaeckoit komuccueit VIO
02.02.2026, ipoToxon Ne 6 Q =
" Ilpencenarens g JL.H. CanHEKOBa

J

Pa6ouast mporpamMma COCTaBJIeHA: / '
nonent kadenpst [10u]], Kanz. e Hayk ; — - N.B.Camapoxoa

rg

PerieH3eHT:
WOmena o6ecneuenns nestensoct, 000 "Pocatom MetamiTex" ,
. C.A.Beno6oponosa .

e




JIner akTyanusanuu padoyeil nporpaMmsl

PaGouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2027 - 2028
y4eOHOM rojy Ha 3aceqanuu kadeapsl [legarormyeckoro oOpazoBaHus U

[Iporokom ot 20 . Ne
3aB. kadenpoii C.C. Benukanona

Pabouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2028 - 2029
y4eOHOM rojy Ha 3acenanuu kadeapsl [legarormyeckoro oOpazoBaHus U

[Iporokonm ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2029 - 2030
y4eOHOM rojly Ha 3acefanuu kadeapsl [lemarormueckoro ooOpasoBaHus U

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2030 - 2031
yueOHOM ro1y Ha 3acenanuu kagenpel Ilemaroruueckoro oOpa3oBaHus 1

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena s peanuzanuu B 2031 - 2032
yueOHOM Tojy Ha 3acefannu kagenpsl [legarornueckoro o6pa3oBanus u

[Iporokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

[ensimu ocBoeHUst qucHUIUIUHEI (Moayist) «KoHduaeHnanbHOe AETOMPOU3BOACTBOY
SIBJIAIOTCS: U3yYEHHE HOPM JICHCTBYIONIEr0 3aKOHOAATEIbCTBA B 00JIaCTH 00padOTKH
JOKYMEHTOB, COJIEp KAlllUX CBe/leHUsI KOH(GUACHIINAILHOTO XapaKTepa, MPaKTUKU
MPUMEHEHUS STUX HOPM JJIS UX MOCIEIYIOIIEro KBaIU()UIMPOBAHHOTO IPUMEHEHUS B
MIPAKTUYECKON JESITeIbHOCTU

2 MecTo JTUCUMILIMHBI (MOXYJIs]) B CTPYKTYpe 00pa3oBaTeibHOI MPOrpaMMbl

Jucunmmna KonduaeHmansHoe AeI0MpOn3BOACTBO BXOIUT B YacTh y4eOHOTO
1aHa GOpMHUPYEMYIO0 YUaCTHUKaMU 00pa30BaTeIbHBIX OTHOLICHUH 00pa30oBaTeIbHOM
IIPOrPaMMBlI.

Jis u3ydeHus TMCHUIUIMHBI HEOOXOAUMBI 3HAHUS (YMEHHUS, BIAICHHUS),
chOpMUPOBAHHBIE B pE3yJIbTaTe U3YUEHUS AUCIUILUINH/ MPAKTUK:

IIpoexkTupoBaHue ynpaBJICHUECKON JOKYMEHTAlMHA OpraHU3aluu

JlokyMeHTaImoHHOE o0ecrieueHue aIMUHUCTPATUBHBIX OTHOLIEHUH B PD

Opranu3zanys 1 TEXHOJIOTHS JJOKYMEHTAIMOHHOTO 00ECIIeUeHUs! yIIpaBIeHUs

OO6paboTka 1 3a1uUTa TOKyMEHTUPOBAHHON HH(POPMAIIHH

JlokyMeHTaIlMoOHHOE 00ecTieueHue TPYIOBBIX OTHOIIEHU B PD

JlokyMeHTalMoHHOE 00ecreueHue rpak JaHCKUX OTHOLIeHuil B PO

3uanus (yMEHUs, BIaJICHNUs ), TOTYYCHHbIE IPU U3yYEHUU JaHHOM IUCIUTUINHBI
OyayT HEOOXOAMMBI AJI U3YYECHUS JUCIUILTAH/TIPAKTHK:

[TpakTHUKyM O COCTaBICHHUIO U OOPMIICHHIO CITYKEOHBIX TOKYMEHTOB

[Ipou3BOACTBEHHAA — IPEAIUIITIOMHAs IPAKTUKA

IToaroToBka K ciaye u caada rocyJapCcTBEHHOT0 IK3aMeHa

3 Komnerenuuu o0y4aromerocsi, popmupyemsbie B pe3y/ibTaTe 0CBOCHHUS

AUCHUILIMHBI (MOYJIS1) M IVIAHMPYeMble pe3yJIbTaThl 00yUeHHus

B pe3ynbrate ocBoeHus quctuiinHbl (Moayist) «KonguaeHumansHoe
JIeTIOTIPOU3BOCTBO» 00yUarOIUICS TOJDKEH 00J1afaTh CIEeYIOUMMHA KOMIIETEHIUSIMMU:

KO,[[ HHAUKATOpa I/IHI[I/IKaTop JOCTHIKCHUA KOMIICTCHIINN

YK-11 CnocoGeH ¢popMupoBaTh HETEPIIUMOE OTHOLIEHHUE K MPOSIBICHUSIM SKCTPEMHU3MA,
TeppopU3Ma, KOPPYNIIHOHHOMY MOBEJICHUIO U TPOTUBOIEHCTBOBATH UM B
poheCCUOHATBHON IEATETbHOCTH

YK-11.1 Omnpenensier Kpyr puCKOB KCTPEMHUCTCKOU, TEPPOPUCTHUECKOH,
KOPPYNIIMOHHOW aKTUBHOCTH B paMKax IOCTaBJICHHOMU L€ U
IpeJylaraeT crnocoObl UX YCTPAHEHHUs, OLIEHUBAET C MO3UIUH
3aKOHOJATEIbCTBA

YK-11.2 [Inanupyer peasn3anuio 3a7a4 B 30HE CBOEH OTBETCTBEHHOCTH C YYETOM
MUMEIOLINXCS PECYPCOB U OTPAHUUYEHUH, NEHCTBYIOMIMX MMPABOBBIX HOPM
3aKOHOJATEIbCTBA

I1K-2 CriocobeH ocymecTBIATh TOKyMEHTAllMOHHOE 00ecrieueHIe yIpaBIeHus
OpraHu3anuen

[1K-2.1 OpraHuzyeT U perasaMeHTHpPYyeT JOKYMEHTUPOBAaHUE YIIPaBIEHUECKON
JIESITEJIBHOCTH B OpraHU3aluu

I1K-2.2 OpraHusyeT U perjiaMeHTUPYET JOKYMEHTOOOOPOT B OpraHu3aluu

[1K-2.3 Opranusyer, peraaMeHTHpPYeT ONEPAaTUBHOE XPAHEHUE U

HCIIOJIb30BAHUEC JOKYMCHTOB B OpraHu3alun




4. CTpykTypa, 00b€M U copepkaHue JUCUUIIIMHBI (MOTYJISA)

OO6mias TpyA0€MKOCTh JUCIUILUIMHBI COCTABIISIET 3 3aueTHbIX eaunul] 108 akaa. yacoB, B TOM

HHUCJIIC:

— KOHTaKTHas pabora — 28,6 akaj. 4acos:
— ayuTopHas — 6 akaJl. 4acos;
— BHeayauTopHas — 22,6 akaJl. 4acos;

— camocTosTenpHas padora — 70,7 akaj. 4acos;
— B (popme npakTudeckoil moaroToBku — 0 akai. vac;
— MO/ATOTOBKA K 3K3aMeHy — 8,7 akaj. Jac

<DopMa aTTeCTaluu - 3K3aMEH

AynuropHas = o
KOHTaKTHas paboTa E z dopma TeKyIero
X B
B aKaJ. yacax 3] U KOHTPOJIS
Paznen/ Tema 2 (B axan ) EB A y P Kox
> 3 O | caMOCTOSITENBHON |  yCIIeBaeMOCTH U
JUCIIUILIAHB = [~ N KOMIIETEHIIMH
O & paboThI TIPOMEKYTOYHOMH
0 mpakt. | €8
Tex. | 8% paKt. | = aTTeCTaluu
3aH. 3aH. O &
1. CymHocTh U 0COOEHHOCTH
KOH(MUICHITUATEHOTO
JIEJIOTIPOU3BOJICTBA
1.1 KonduaeHnuuanpHas IToaroroBka x
puer A VK-11.1, VK-
uHGOPMALIUS U €€ BUIBI. JIEKIIHH.
11.2, TIK-2.1,
Opranu3zanus 0,4 0,8 14,7 IToaroroska Omnpoc K22 TIK-
KOH(HICHIUATILHOTO BBICTYIUIEHUH TIO 2 é
JIETIONPOU3BOJICTBA BUJIAM TaltH '
IlogroroBka Kk
JIEKIIVMH.
Pa3paborka
ITonmoxenust o
1.2 Komruiekc mep 1o CUCTEME JI0CTyIa
3anmTe KOHpYU eg HaJbHOM > 1<Zl Y Cocrarnerue
o AeHI makera gokymenToB | YK-11.1, VK-
uH(pOopMaIHH. KOH(UICHIIUATIbH
10 PEXKUMY 11.2,1IK-2.1,
OTBETCTBEHHOCTH 3a 0,4 0,8 14 BIM JIOKYMEHTAaM.
N Jnoctyna. AHanu3 TIK-2.2, TIK-
pasriaiieHue CBeCHNH Nzyuenue
3aKOHOIaTEIbHBIX 2.3
KOH(HIEHIIATLHOTO 00opyHoBaHHS AKTOB
Xapakrepa HEOOX0IUMOTO ’
I71s1 o0ecrieyeHus
COXPaHHOCTHU
KOH(HICHINABH
BIX TOKYMCHTOB
Hroro o pazneny 0,8 1,6 28,7
2. Opranmzanus
KOH(UICHIINATILHOTO
JIOKYMEHT0000poTa
2.1 Ha3nauenue u BUALI ITogroroBka K
TToaroroska
yueTa KOHPHICHIHATBHBIX JIEKIIVH. CTHBIX
JIOKyMEHTOB. Y4eT Pazpabotka u Y YK-11.1, VK-
N JIOKYMEHTOB.
HOCHTEIIEH 3aII0THEHHAE 11.2, TIK-2.1,
Ny 5 0,4 0,8 14 TToaroroBska nmakera
KOH(HICHIIUATLHON YUYETHBIX QOpPM. TK-2.2, TIK-
JIOKYMEHTOB,
uHpopmaruu. J[BrmkeHue Pazpaborka CTHBIX 2.3
KOH(UACHINATBHBIX Mapupyra ya
JIOKYMEHTOB,
JIOKyMEHTOB M X Y4eT. JIBUKEHHSI




KOH(HICHINATBLH
BIX JIOKYMEHTOB.

ITogroroBka
Iakera
[ITAMITOB
JIOKYMEHTOB,
YUYETHBIX
JIOKYMEHTOB,
IITaMIIOB.
TToaroroBka k
JICKIIHH.
2.2 Homenkinarypa 1
Odopmienne
KOH(MUIICHIIUATIBHBIX JCI.
HOMEHKJIATYPBI OdopmiieHne
dopMupoBaHue U
nen. CocraBnenue | Homenknatypst gen. | YK-11.1, VK-
odopmiieHue .
BHYTPEHHEM Odopmnenue 11.2, TIK-2.1,
KOH(HICHIIUATBHBIX JET. 0,4 0,8 14
OIMCH, JINCTA- nakera fokymenroB | I1K-2.2, TIK-
IToaroroska
3aBepuTens Aena, JUI apXUBHOTO 2.3
KOH(UICHINATBHBIX eI U
akra 00 XpaHEHUs [l
JIOKYMEHTOB JIJIsl apXUBHOTO
YHHYTOXKECHUH
XpaHeHUSI.
JIOKYMEHTOB 1
Zel.
IMoaroroBka k odopmnenue
nexuuu. Pabora JOKyMEHTOB,
2.3 Hasnauenue, BUABI U KOMMCCHH TIO CONPOBOMKMAIOMMX | e 11 1 v
TIPUHITUITBI TPOBEICHHS MIPOBE/ICHHIO paboTy KOMHCCHH 2
11.2, TIK-2.1,
TIPOBEPOK HATHYHS 0,4 0,8 14 MIPOBEPOK 0 TIPOBEICHUIO K22 TIK
KOH(HICHIIHATBHBIX HaJTHIHs TIPOBEPOK HATMYHS 2 ?:
JIOKyMEHTOB KOH(QUICHIHAIBH | KOH(pUICHINATBHBI ’
BIX JOKYMEHTOB U X JOKYMEHTOB U
ACH. Je.
Hroro no pazaeny 1,2 2,4 42
HWroro 3a cemectp 2 4 70,7 SK3aMeH
Uroro no aucuuruinae 2 4 70,7 SK3aMeH




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

[Tpu mpoBeieHNH 3aHATUI U OPraHU3AIMH CAMOCTOATEIBHOM paboThI CTYICHTOB
MCTOJIB3YIOTCS: TPAJAUIIMOHHBIE TEXHOJIOTHH 00yYSHHSI, IPEAOIaraoIue nepeaady
uHpOpMaIUU B TOTOBOM BuUje, GOpMHUpPOBaHKE YIEOHBIX YMEHUN IO 00pa3Ily: JEKIUs-
U3II0KEHUE, JIEKIHUSI-00bICHEHUE, MPAKTUICCKUE paOO0ThI, KOHTPOIbHAS paboTa u Jp.
Vcnonp3oBanue TpaguIIMOHHBIX TEXHOJIOTHI 00ecrieunBaeT OpUEHTUPOBAHUE CTY/ICHTA B
MOTOKE MH(OpPMAINH, CBI3aHHOHN C Pa3IMYHBIMU MTOJX0JAMHU K ONPEIEICHUIO CYIIIHOCTH,
CoJIep KaHusl, METOJIOB, (hOPM pa3BUTHUS M CAMOPA3BUTHS JMYHOCTH; CAMOOIPECIICHHE B
BbIOOpE ONTHUMAJIBHOTO IYTH U CIIOCOOO0B JIMYHOCTHO-TIPO(PECCHOHATBHOTO PAa3BUTHS;
CHCTEMaTHU3alMI0 3HAHUH, TOJYYEHHBIX CTYJICHTAMHU B MPOLIECCE aAYAUTOPHON U
caMoCTOsITeNNbHON paboThL. [IpakTHueckne 3aHsATHA 00ECTIEYMBAIOT Pa3BUTHE U 3aKPETLJICHHUE
YMEHUH 1 HAaBBIKOB OIIPEJICJICHUS 1IeJIeH 1 33/1a4 CaMOpa3BUTHS, a TAK)KE PUHATHS
HauOosee 3O PEKTUBHBIX PEIICHUI 110 UX peaTH3aIiu.

Peanuzanus KOMIIETEHTHOCTHOTO TIOJIX0/1a IPEAyCMaTPUBAET UCTIONH30BAHHUE B
y4eOHOM IpoLecce aKTUBHBIX U MHTEPAKTUBHBIX (POPM ITPOBEACHUS 3aHATHH
(KOMITBIOTEPHBIX CUMYJISILIU, JE€TOBBIX U POJIEBBIX UIP, pa300p KOHKPETHBIX CUTYyalUil) B
COYETaHUH C BHEAYAUTOPHOU paboTOM ¢ 11eTb0 (POPMUPOBAHUS U Pa3BUTHS
po¢eCCHOHATILHBIX HAaBBIKOB 00YYarOIUXCH.

[Tpu ocBOEHMH AMCLUIUIMHBI UCTIONIB3YIOTCS CIEIYIOLIUE COUeTaHNUs BUIOB y4eOHOM
paloThI ¢ MeTOAaMHU U (pOpMaMH AKTUBU3ALIMHU T03HABATEIbHON JEATEIIbHOCTH O0aKaaaBpoB
JUIsL JOCTHXKEHMS 3aIlJIaHUPOBAHHBIX PE3Y/IbTaTOB 00yueHUs U (POPMUPOBAHUS
KOMITETECHIINH:

1. UudopmaninoHHO-pa3BUBAIOIINE TEXHOJIOIHHU. VI3ydeHne TeopeTuuecKoro
MaTepHala Ha JIEKIIUAX C UCIOJIb30BAaHUEM KOMIIBIOTEPHBIX TeXHOJIOTui. CaMOCTOsTEIbHOE
U3yueHHe CHelHMaIbHON yueOHON U HaydHOH JIUTepaTyphbl, BKIIOYasl JIEKTPOHHBIE CPEICTBA
uHpopMalnu.

2. Pa3BuBaromiyie npobJeMHO-OpUEHTHPOBaHHbIE TeXHOIorHH. PaboTa Ha
MPAKTUYECKHX 3aHATUAX C aKTUBU3AIMENH MBICIUTEIbHOW aKTUBHOCTH, CHOCOOHOCTH BUJIETh
npobieMy 1 BEIOUpaTh COCOOBI ee pa3perieHus (oo1as Tuckyccus, paboTa B KOMaH/Ie U
UH/IMBUyaJIbHAS I€ATEIIHOCTB).

3. JINYHOCTHO-OPHUEHTUPOBAHHBIE TEXHOJIOTHH O0yUYeHHs. YUeT YpOBHS
COcOoOHOCTEeH 00yuaeMbIX U CO3/IaHHE YCIOBUHN /ISl pa3BUTHUS MHMBHU Y aIbHBIX
CIOCOOHOCTEH. DTO AOCTUraeTcs MyTeM Mo100pa HHANBUYalbHbIX 3aaHUi 1 OOLIeHUs
IIperoiaBaTesis Co CTyIeHTaMU B ()OpMe MHMBHIyaTbHBIX KOHCYJIbTAIUMH.

[Tpu npoBeieHNH 3aHATUI U OpraHU3aMK CAMOCTOATEIbHOM PabOoThI CTYJEHTOB HC-
MOJIB3YIOTCS TaK)XKe MHTEPAKTHUBHBIC TEXHOJIOTUU 00y4EHUs, ITpeIoJIararoiine oOpraHu3aluio
00y4eHMs KaK MPOAYKTUBHON TBOPUECKOM JeSITEIbHOCTH B PEKUME B3aUMOJIEHCTBUS
CTY/IEHTOB JIPYT C IPYT'OM U C MpernojaBaTeseM.

JUist moCTHXKEeHHs TOCTaBIEHHBIX LieJlel MpenoJaBaHus AUCUUIUINHBI PEATU3YIOTCS
CIIEYIOIINE CPEACTBA, CIIOCOOBI M OPraHU3allMOHHbBIE MEPOTIPUATHSL:

[ caMoCTOsITENbHOE U3yUEHHE TEOPETUUECKOT0 MaTepraia JUCIUIUIMHBL C
ucnosib3oBanueM Internet-pecypcos, HHPOPMALMOHHBIX 0a3, METOAMYECKHX pa3paboToK,
CrelManbHOM yueOHOM U Hay4YHOH TUTEepaTyphl;

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

OrneHka 3HaHUH TpesCcTaBIIsAeT cO00I COBOKYMHOCTh pa3IMYHBIX MTOKa3aTese
paboTHI CTyIeHTa B TEUSHHE BCETO Mpoliecca o0yueHus. [IpoMexyTOUHBIH KOHTPOIB 110
WTOTaM OCBOSHUS JUCIUIUIMHBI BKIIIOYAE€T 9K3aMeH (5 Kypc).



6 Y4eOHO-MeTOqMYECKOE 0OOecTIedeHHe CAMOCTOATEILHOM padoThl 00y4YarommXxcst

[TpencraBieHo B npuioxeHuu 1.

7 OneHo4YHble CpeACcTBA 1JIsl IPOBeAeHHUS IIPOMEKYTOYHON aTTeCcTalun
[TpencraBieHbl B IPUIOKEHUU 2.

8 YuebOHo-MeToqu4ecKkoe U MHGOPMALHMOHHOE O0ecTieYeHUe TN CHUTLIMHBI

a) OcHoBHas JIMTepaTypa:

I'yryeBa, T. A. KondunennuaibHoe ASIONPOU3BOACTRO : yueOHoe mocodue / T.A.
I'yryeBa. — 2-e uz ., nepepad. u gorn. — Mocksa : UHOPA-M, 2020. — 199 c. — (Bricuee
obpasoBanmue: bakamaspuar). — Www.dx.doi.org/10.12737/23514. - ISBN 978-5-16-012525-
1. - Tekcr : anextponnsiii. - URL: https://znanium.com/catalog/product/1048497 (nara
obpanienus: 06.10.2025). — Pexxum q0CTyma: 1O MOIIHKCKE.

JlokymeHTarmoHHoe ooecnieueHue ynpasiaeHus : yueOHuk / A. C. I'punbepr u ap. -
M. : IOHUTU-JAHA, 2011. - 1 sanektpoHn. ont. auck (CD-ROM). - 3ari. ¢ TUTYI1. 9KpaHa. -
(Yuebnas mutepaTypa A BeICII. U cpell. ipod. o6pas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true (mara oOpaieHus:
25.09.2025). - MakpooObeKT. - TekcT : aeKTpoHHbIH. - CBeieHHs 10CTYHBI Takke Ha CD-
ROM.

AnoxuHa, C. A. KypcoBast paboTa o J0KyMEHTOBEIEHUIO, apXUBOBEICHHUIO,
OpTraHHU3AINH U TEXHOJIOTHH JOKYMEHTAITMOHHOTO O0SCIICUCHUS YIIPABICHHS : YIeOHO-
Metonmdeckoe mocodue / C. A. Anoxuna, A. K. Makaposa, 1. B. Camapokosa ; MI'TV. -
Marunutoropek : MI'TV, 2016. - 1 anextpos. ont. guck (CD-ROM). - 3ari1. ¢ TuTyi1. sKpaHa.
- URL: https://host.megaprolib.net/MP0109/Download/MObject/20341 (nata oOparieHwus:
30.01.2026). - MakpooOBeKT. - TekcT : aneKTpoHHbIN. - CBeeHHs 0CTYyHBI Takke Ha CD-
ROM.

0) /lomoJiHUTE IbHAA JIUTEpaTypa:

KanpoBoe 1e1onpon3BoICTBO ¥ apXUBBI JOKYMEHTOB T10 JITYHOMY COCTaBY: JICKIIUH :
yaebHoe nmocodue [ By30B| / coctaBurenu: C. C. Benukanosa, U. B. Kamy6a ;
Marnurtoropckuii roc. Texuudaeckuid yH-T uM. I'. M. HocoBa. - Marauroropck : MI'TY um. I
W. Hocoga, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1815-3. - 3aru. ¢ TMTYII. dKpaHa. -

URL : https://magtu.informsystema.ru/uploader/fileUpload?
name=4127.pdf&show=dcatalogues/1/1535270/4127 .pdf&view=true (nata obpareHus:
23.01.2026). - MakpooOBeKT. - TekcT : anekTpoHHbIN. - CBeleHHs 0CTYMHBI Takke Ha CD-
ROM.

JoxymeHTanmoHHoe ooecnieueHue ynpasieHus : yaueOHuk / A. C. I'punbepr u ap. -
M. : IOHUTU-AAHA, 2011. - 1 anexrpon. onT. auck (CD-ROM). - 3ari. ¢ TuTy:1. 9KpaHa. -
(YaeOnas nuteparypa ajis BeICHI. U cpef. pod. obpas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true (mara oOpareHus:
23.01.2026). - MakpooOBeKT. - TekcT : aeKTpoHHbIN. - CBeleHHs OCTYMHBI Takke Ha CD-
ROM.

Koxymkosa H. B. Ctpykrypa nokymenTta. CucreMsl JOKYMEHTALMH.
YHuGHUIUpoBaHHAs CHCTEMa OpPraHU3AIMOHHO-PACTIOPSIUTEIEHON JOKYMEHTAINH: O0IIIHe
TpeOOBaHUs K COCTaB-JICHUIO U 0(OPMIICHUIO [ DIEKTPOHHBIN pecypc] : yauebHoe mocodue /
H. B. Koxymkosa ; MI'TY. - Marautoropck : MI'TY, 2016. - 1 sanekrpon. ont. auck (CD-
ROM). - Pesxum oc-tyma: https://magtu.informsystema.ru/uploader/fileUpload?
name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true. - MakpooOBEKT.



B) MeTonnueckne yKazaHus:
IMTPUJIOXEHUE 3

r) [Iporpammuoe obecneuenue u UHTepHeT-pecypcebi:

https://magtu.informsystema.ru/uploader/fileUpload?

name=427.pdf&show=dcatalogues/1/1079440/427 .pdf&view=t
obecnieuenue ynpasienus : yaeOHuk / A. C. I'punGepr u np. - M. : OHUTU-JAAHA, 2011. -
1 anexrpon.ont. auck (CD-ROM). - 3aru. ¢ Tutyn.okpana. - (YueOHas aurepatypa Jjis

BBICIIL. ¥ cpeA.mpod. obpas.).

https://magtu.informsystema.ru/uploader/fileUpload?

rue JloKkyMeHTauMOHHOE

name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true Benukanosa C. C.
APXUBBI 10 JUYHOMY COCTaBY [ DJIEKTPOHHBIN pecypc] : yaeOHOo-MeToanueckoe mocodue / C.
C. Benukanona ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 anektpos. ont. auck (CD-

ROM)

IIporpammuoe obecnevyenne
HaunmenoBanue .
10 Ne norosopa Cpoxk nelicTBUS TUIICH3UH

7Zip cB00OoaHO pactpocTpansemoe [10 6eccpouHO
FAR Manager cB0OoaHO pactpocTpansemoe [10 6eccpoyHO
bpayzep Mozilla

Eirefox cB00OOIHO pacnipocTpansemoe [10 0eccpouHO
Bbpaysep Yandex |cBoOoano pacnpocrtpansiemoe [10 OeccpouHo

IIpodeccnonanbubie 6a3bl JAHHBIX U HH(POPMALIOH

HbIC CIIPABOYHBIC CUCTEMBI

Hazsanwne kypca

Cchuika

OnexTpoHHas 6a3a nepuoarUYecKux u3nanuii East View
Information Services, OO0 «MIBHUC»

https://dlib.eastview.com/

HanmonaneHas nHpoOpManmoHHO-aHATUTHYECKAST
cucreMa — Poccuiicknii HHIEKC HAyYHOTO [IUTUPOBAHMS
(PUHLI)

URL:
https://elibrary.ru/project_risc.
asp

Poccuiickas ['ocynapcrBennas 6ubanoreka. Karanoru

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

OnexTpoHHbIe pecypcsl oubnmoreku MI'TY um. I'.1.
Hocosa

https://host.megaprolib.net/M
P0109/Web

®denepanbHbIil 00pa3oBaTeNbHbIN TOPTAT — DKOHOMHKA.
Conuosiorusi. MeHeKMEHT

http://ecsocman.hse.ru/

MexnyHnapoanas pedepaTuBHasi ¥ TOJTHOTEKCTOBAS
cripaBoyHas 6a3a JaHHBIX HAyYHBIX U3IaHHE «Springer
Nature»

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

9 MaTepuajabHO-TeXHHYECKOE o0ecredeHue U CIUIIMHBI (MOTYJIsl)

MaTepI/IaJILHO-TeXHI/I‘-ICCKOC obecrneucHue JUCIHUIIIIMHBI BKIIIOYACT:




Y4eOHble ayAUTOPUH [T IPOBEACHUS TUCTAHIMOHHBIX 3aHATUHN JIGKLIMOHHOTO TUIIA:
CTon KOMITBIOTEPHBIN, CTOJI MUCbMEHHBIH, CTYJ 1 O(UCHBIH, TOKYMEHT-Kamepa Epson,
uctoynuk 6ecniepedoiinoro nutanuss POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspeleHus, KOMIbIOTEp epCOHabHBIH (TUTO), ipoekTop ViewSonicPJID7526W,
cniukepdon HactonbHbI Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHYeCKasl HaCTOJIbHAs, CTepeorapHUTYpa (MUKPO(OH C IIyMOIMOAABICHHEM ), SKPaH
Hactennslii Digis Optimal-C MW DSOC-11032*2

VY4eOHble ayAUTOPUH [T IPOBEICHUS MPAKTHUECKUX 3aHATHIA, TPYNIIOBBIX U
WHIMBUYAIBHBIX KOHCYJIBTAIIUN, TEKYIIET0 KOHTPOJIS ¥ IPOMEXyTOouHOU aTTectanuu: CTom
KOMIIBIOTEPHBIH, CTOJ MUCbMEHHBIH, CTYJ OPHUCHBIH, JOKyMEeHT-Kamepa Epson, nctounuk
6ecniepeboitnoro nuranusi POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelieHus,
KOMITBIOTEp MePCOHANBHBIN (THIIO), poekTop ViewSonicPJD7526W, criukepdon
nacrosbHbIi Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycTrueckas
HACTOJIbHAS, CTepeorapHuTypa (MUKPOQOH C MIyMOIOAaBICHHEM ), SKpaH HacTeHHbIN DIigis
Optimal-C MW DSOC-11032*2

[Tomernienus 11t caMoOCTOATENBHOM paboThl 0Oydaronuxcs: [lepconanbHbie
komIbloTepsl ¢ makerom MS Office, BbixooM B IHTEpHET U € IOCTYIIOM B 3JIEKTPOHHYIO
MH(POPMAIIMOHHO-00pa30BATENBHYIO Cpely YHHBEPCUTETA

[Tomemienue U1t XpaHEeHHUS U TPOPHUIAKTHUECKOTO 00CITy’)KUBaHUSI Y4€OHOTO
obopynoBanusi: CTerutaxu Uit XpaHeHus y4eOHO-HarISAHBIX TocoOuit u yueOHo-
METOAMYECKON JOKYMEHTAINH.



[NPMJIOXEHUE 1

Y4eGHO-MeToANYecKoe 0GecedyeHrne CAMOCTOATEIbHOM Pa0OThI 00yIaI0IUXCA

Ilepeuens mem 011 NOO20MOBKU K CEMUHAPCKUM 3AHAMUAM:
Tema 1.1. Konguoenyuanovuas unghopmayus u ee 8uovl

1.
2.
3.

Buasl nHpOpMaLuy B 3aBUCUMOCTH OT KaTETOPUH JOCTYIa

IlepeueHs cBenECHUIN, COCTABIAIOIUX FOCYIaPCTBEHHYIO TallHY

Ilepedyenp cBeneHui, HE MOMIEXKAIIMX OTHECEHUIO K TOCYJAapCTBEHHOM TalHE U
3aCEKPEYNBaHUIO

[lepeuens cBeneHuil KOHUACHIMAIBHOTO XapaKTepa

[lepeuenp cBeneHUil, HE TOJICKANIMX OTHECEHUIO K CIY)XeOHOH HHpOpMaUH
OTrPaHUYEHHOI'0 PaCIpPOCTPAHEHUS

Bunsl nHpopmaiuy, He NoAIexalue OTHECEHUI0 K KOMMEpPYECKoil TaiiHe

Mepsl 110 0XpaHe KOH(PUICHIIMATbHOCTH HHPOPMALIUU

Tema 1.2. Opeanuzayus KOHGUOESHYUATLHO20 0eLONPOU3B00CMEA

1.
2.
3.

[Tpu3Haku KOHPUAESHIINATHLHOTO AETIONPON3BOICTBA

CooTHollIeHnE KOH(i)I/II[eHHI/IaJII)HOFO N OTKPBITOI'O ACIOIIPOU3BOACTBA

IlepeueHp HEOOXONMMBIX HOPMATHUBHBIX JIOKYMEHTOB [UIsl (YyHKIMOHUPOBAHMSI
KOH(HICHIINATIHHOTO ICTTONPOU3BOJICTBA.

Tema 1.3. Komnaexc mep no 3awume KoHghuoeHyuaivHou uHgpopmayuu

1.
2.
3.

4.

CxeMbl CTPYKTYpPHOM OpraHu3aliy KOH(PHIEHIMAIBHOIO 1€I0IPOU3BOJICTBA
ConeprxaHue nepevHs BUA0B HHPOPMALUU KOH(DUICHIINAIBHOTO XapakTepa
ConepxaHue nepedHsi JOKYMEHTOB, COAepX alluX WH(OPMALUI0 KOHPUACHIINAILHOTO
Xapaxkrepa

Crnrcok paOOTHUKOB OpPraHM3allii, UMEIOIIUX MPaBO JOCTyNa K KOH(UICHIUATbHBIM
JIOKyMEHTaM

Tema 1.4. Cucmema docmyna K KOHQUOEHYUATbHBIM OOKYMEHmam

1

2
3
4

TpeboBanus k pazpaboTke CUCTEMBI 10CTyNa K KOH(PUACHIUATBHBIM JTI0KyMEHTaM

JIOCTyN K MallIMHHBIM HOCUTEINISIM KOH(UICHIIMATbHOM HH(pOopMauu

Odopmiienne paspelieHus Ha JOCTYI K KOHPUICHITHATBHBIM JIOKYMEHTaM
[TorHOMOYHMST AOIDKHOCTHBIX JIMI] TIO Pa3pelieHHI0 JIOCTyNa K KOH(UICHIIHaTbHBIM
JOKYMEHTaM

[TonoxxeHue o cucreme 1ocTymna K KOHQUACHIMATbLHBIM JJOKYMEHTaM

Tema 1.5. Pexcum coxpanHocmu KoOHpuoenyuaibHulx 00KYMeHMOo8

1.
2.

B

TpeboBaHus K MOMELICHUIO MOJIpa3/ieNeHus] KOH(PUICHIINATBHOTO JeIONPOU3BOICTBA
TpeboBanust kK OKHaM MOMENICHUH KOH(DUIEHIIMAIBHOTO JIeONPOU3BOICTBA, BXOIHBIM
JBEPSIM MMOMEIIEHUH U K3EMILISIPAM KIIFOUEH OT HUX

[Topsnox obpateHus ¢ KOHPUIEHIUATBHBIMU TOKYMEHTaMU

VYyeT XpaHuIuI U KJIF0Yer OT HUX

VY4er HapylIeHHi nopsiika oOpaieHus ¢ KOHQUACHINAIbHBIMU JOKYMEHTaMHI

Tema 1.6. Omeemcmeennocms 3a pazenauienue c8edeHull KOHGUOCHYUATbHO20 Xapakmepa

1.

I[I/ICL[I/IHJII/IHapHaSI OTBCTCTBCHHOCTL 3a pPa3rjlalliICHUC CBC,Z[GHI/If/'I KOH(l)I/II[eHI_[I/IaJIBHOl"O



Xapakrepa

2. MarepuanbHass OTBETCTBEHHOCTh 3a pasIJIallicHWE CBEICHHH KOH(MUICHIIMAIEHOTO
Xapakrepa

3. AZIMUHUCTpaTHBHAsI OTBETCTBEHHOCTh 3a Pa3rJallleHHe CBEJICHUN KOH(QUICHIIUAILHOTO
Xapakrepa

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

5. YronoBHas OTBETCTBEHHOCTh 3a pasMIallieHUe CBEACHUH KOH(MUICHIIMAIEHOTO
Xapakrepa

Tema 2.1. Haznauenue u 6uovl yuema KOHGUOEHYUATbHBIX OOKYMEHMOo8. Yuem Hocumenel
KOHPUOeHYUaIbHOU uHGopmayuu
1. TIponemypsbl, BHITOJHIEMEBIC ITPU yIeTe KOH(DUICHITUAIBHBIX JOKYMEHTOB
2. CBeneHus, BKIIOYacMble B YYCTHYIO ()OpPMY IMPHU PETUCTPAIUU KOH(PHUICHIIUATHHBIX
JIOKYMEHTOB
3. 3agaum ydyera HOCUTENEH KOH(PUACHIIMATEHOW HHPOPMALTUT

&

Buibl OyMa)KHBIX U MAIIMHHBIX HOCUTENCH KOH(DUICHIIMATLHON HHDOpMaim
5. PexBusuthl, oopMisieMble Ha HOCUTENAX KOHPHUASHIMATbHONH HHOpMaLIUN

Tema 2.2. J[sudsicenue uzoasaemvix KOHGUOCHYUANbHBIX OOKYMEHMO8 U UX YUem
1. Opranunzanust KOHQUICHIHAIBHOTO JOKYyMEHTO000pOTa
2. Cranuu KOH(UICHINAIBHOTO JOKYMEHTOO00POTa U UX JIOTHYeCKoe 000CHOBaHUE

w

OdopMieHe pEKBH3UTOB W3/1aBaEMbIX KOH(HUICHIIMATHHBIX JOKYMEHTOB

B

I'pudbl orpannyenus goctyna K JOKyMEHTaM
VY4er 4epHOBUKOB U MPOEKTOB KOH(PUIEHIIMAIBHBIX JOKYMEHTOB

o

Tema 2.3. Ilonyuenue u omnpagnenue KOHQYUOEHYUATILHBIX OOKYMEHMO8 U UX Yuem
1. TTonyueHue U BCKpHITHE MAKETOB KOH(PHUIECHIIMATIBHBIX JJOKYMEHTOB
2. OdopmieHre peKBU3UTOB IPU MOCTYIUIEHUN KOH(UICHIUAIBHBIX TOKYMEHTOB
3. OdopmiteHre peKBU3UTOB MIPU OTIPABICHUH KOH(PHICHIIMATHHBIX JOKYMEHTOB

Tema 2.4. Yuem xonghuoenyuanohvix 00KyMenmos 6bl0eIeHHO020 XPAHEeHUs
1. Buasl JOKYMEHTOB BBIJICIICHHOTO XPaHCHHS
2. OdopmieHre y4eTHOTO HOMepa Ha JOKYMEHTaX BBIICTICHHOTO XpaHEHUS
3. CHsTHE TOKYMEHTOB C Y4eTa BbIICICHHOTO XpaHEHUs
4. Kaprouka ydera BpeMEHHOM BbIJIa4M IOKYMEHTa

Tema 2.5. Yuem xonuposanus KOHGUOEHYUATLHBIX OOKYMEHMO8
1. OcoGenHocTH yyeTa v U3TOTOBJIEHHUS IOTIOTHUTEIbHBIX 3K3EMIUISIPOB (TUPA)KUPOBAHMS)
KOH(UICHIMATBHBIX JOKYMEHTOB
2. OcoOeHHOCTH y4eTa H CHATHS KOMUI ¢ KOH(QHIEHIIHATbHBIX JOKYMEHTOB
3. OcobeHHOCTH ydeTa M MPOU3BOCTBA BBITUCOK U3 KOH(PHICHIINATBHBIX JOKYMEHTOB

Tema 2.6. Homenxknamypa konguoenyuanonuix oen. Popmuposanue u oghpopmienue
KOHQUOEHYUATTbHBIX el

1. OcoGeHHOCTH COCTaBICHHS U BeICHUSI HOMEHKIIATYPhI KOH(DUIEHIINAIBHBIX JelT

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



3. OcobenHocTu opopmiieHUsT 00JI0KKHA KOHPHUICHIIMAIBHOTO JIejia
4. OcobenHocTH oopMIICHUSI BHYTPEHHEH ONMUCH KOHPUIACHITUATBHOTO J1eTia
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(PUACHIIHAIBLHBIX JIE]T U TOKYMEHTOB
DKcrepTr3a IEHHOCTH JIOKYMEHTOB BbIJICJICHHOTO XpaHCHHUS
Kputepuu 11ieHHOCTH JOKYMEHTOB
Pabota 3kcrepTHON KOMHCCHH, TIPOTOKOJT 3aCEIaHUs IKCIICPTHON KOMUCCHH
Cocrapnenue onuceil KOHPHUICHIUATBHBIX T sl Iepe/iavyn Ha apXUBHOE XPAHCHUE

oM wN

VHnuTOXCEHNE JOKYMCHTOB, IS U HOCUTENCH I/IH(bOpMaI_[I/II/I

Tema 2.8. Haznauenue, 6u0bl 4 npuHyunsl NPo8edeHUsi NPOBEPOK HANUYUSA KOHPUOCHYUATbHBIX
O0OKYMEHmMO8
1. TlpoBepku MPaBUIBHOCTH MPOCTABJICHUS PETUCTPANMOHHBIX JaHHBIX HOCHTEJICH,
JIOKYMEHTOB, JIeJT U YYETHBIX )KYPHAJIOB
2. IIpoBepku MPaBHIILHOCTH MPOCTABICHUS OTMETOK O JIBM)KCHUU HOCHUTENICH, JOKYMEHTOB
U JIe)T, HE3aBUCHMO OT BPEMEHHU MX PErHCTpalun
3. IpoBepku (HaKTUYECKOTO HAIWYMSI BCEX HOCUTEINCH M BCEX HE MOJIIUTHIX B Jieja U HE
NEPEBEICHHBIX HA Yy4YeT BBIICJICHHOTO XPAaHCHHWS W3JIaHHBIX M TOCTYIHUBIIHX
JIOKYMEHTOB, HE3aBUCUMO OT BPEMEHH UX PETUCTPAIiK (KBapTaJIbHBIC POBEPKH )
4. TlpoBepka (HaKTHUECKOTO HAIWYHS BCEX JCJ, JOKYMEHTOB BBIICICHHOTO XPAHCHUS U
YUETHBIX )KYPHAJIOB (FOJI0Basl IPOBEPKA)

Memoouueckue pexomenoayuu 01 NOO2OMOBKU K CEMUHAPY
J1J1st MOATOTOBKH K CEMUHAPY HEOOXOAUMBI 3HAHUS JIEKIIMOHHOTO MaTepuaia U CaMOCTOSITeNbHAS
npopaboTKa JOMOTHUTENBHOMN TMTEPATyphl U HOPMATUBHBIX UCTOUYHUKOB.

Ilpumepnuoiii nepeuens mem peghepamos:
1. Kommepueckas matina
Cryoarcebnas maiina
Tocyoapcmeennas maiina
Taiina menegonnvix u menecpaghuvix cooouyeHul
Tatina cneocmeus
Tatina cosewanus cyoeiti

ook whE

Tatina cosewjanus npuUcsAHCHLIX 3acedameinei

7. Tauna ceedenuti o nomepnesuwiux, ceuoemeneu U UHbIX YYACMHUKOE Y20JI08HO20
cyoonpouszeo0cmea

8. Aosoxamckas maiina

9. Homapuanvuas matina

10. hawnkosckas maiina

11. Hanoeosas maiina

12. Bpauebnas maiina

13. Tatina nepenucxu

14. Ilepconanvusie dannvle

15. Boennas matina

16. Tauna xpeoumnoii ucmopuu



17. Cemetinas u nuunas matinsl

18. Taiina ucnoseou

19. Taiina ycvinoenenus pebenka

20. Kypranucmckas mavina

21. Cseodenus o cywnocmu uzobpemenus, NOAE3HOU MOOEIU UIU NPOMBIUIEHHO20 00pa3ya
00 ouyuanvHoU nyoOIUKAYUY UHGOPMAYUU O HUX

Memoouueckue pexomenoayuu no HANUCAHUIO U 3awume peghepamos

B pedepare nosmkHO ObITH IPeCTaBIEHO NOAPOOHOE ONKMCAaHUE BEHIOPAHHOTO BUJIa TalHBI
(KaTeropuu; 3aKOHOJATENIbHbIE AKThl, PETYIMPYIOIIUE OTHOLICHUS, CBA3aHHBIE C BUJOM TailHbI
OrpaHUYEHUS Ha PAclpOCTpaHEeHUeE, Ha Iiepeady; IpUMEpHI U p.).

Texkcr pomkeH colepxaTbh HOJICTPOYHBIE CCBUIKM Ha HCIOJIB30BAaHHBIE HCTOYHHMKH
uHpopmanuu, opopmiieHHsie B coorBerctBuu ¢ ['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 cTpaHHIBI MpOCTaBISETCS MO HEHTPY BEPXHETO IO
CTpaHUIIBI.

3ammra pedepara OCYIIECTBIAETCS Ha MPAKTUUYECKOM 3aHATHUH, BO3MOXKHO C
UCIIO0JIb30BAaHUEM ITPE3EHTALMH.

Tecmut Ona camonposepku:
Pazoen 1. Cywgnocmo u ocobenHocmu KOHQUOCHUUATbHO20 0e10NPOU3BO0CHIBA

1. Kakoii TOKyMeHT olpesenseT NepeueHb CBEACHHM, COCTAaBISIONINX IOCYAapCTBEHHYIO
Talny?

a) Ilocranosnenue [IpaBurensctBa PO ot 11.02.2008 Ne 138 «O mepeuHe cBeneHMHI,
OTHECEHHBIX K FOCYIapCTBEHHO! TaillHEY;

6) Yka3 [Ipe3unenta PO ot 30.11.1995 Ne 1203 «O0 yTBepkIeHUNU MEpEeUHs CBEACHUH,
OTHECEHHBIX K FOCYIapCTBEHHON TalHEY;

B) [TocranoBnenue IIpaBurenscrsa PO ot 23.11.1996 Ne 18 «OO0 yTBep:kIeHUH MEepeuHs
CBEJICHM, COCTABIISAIONIUX IOCYAAPCTBEHHYIO TalHY;

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

2. Kakue cBeieHUs COCTABISAIOT TOCYIapCTBEHHYIO TaltHy?

a) CBeJIeHUS B 00JIACTH YKOHOMUKH, HAYKH U TEXHUKH;

0) cBeJICHHsI B BOCHHOM 00J1acTH;

B) CBEJICHUS B 00JIACTH BHYTPUIKOHOMHYECKOH JEeITeTbHOCTH TOCY1apCTBa;

) CBeAGHHA B  00JacTM  pa3BeIbIBATEIbHOW,  KOHTPpPA3BEAbIBATEIILHON U
OHepaTI/IBHO-pOSLICKHOI\/'I JCATCIIBHOCTH,

1) CBEJICHUS B 00JIACTH HAYKH, N300pETEHUH | ITOJIC3HBIX 00pa3IOB TEXHUKH,

€) CBeJICHHS B 00JIACTH BHEIITHEH TTOJIMTHKU U DKOHOMHUKHU;

3. Kak ®epepanpubiii 3akoH oT 27.07.2006 Ne 149-®3 «O6 wunHpopmanmu,
UHPOPMALIMOHHBIX TEXHOJOTHSX M O 3aluTe HHQOpManum» ONpeAessieT IMOHSATHE
«KOH(UACHIMAIBHOCTH HHPOPMALIUN»?



a) 00s13aTeNBFHOE TSI COOJTIOJICHHSI OTIEPATOPOM HITH WHBIM JIUIIOM, TTOTYIHBIIUM JJOCTYI K
nHpopmaruu, TpeOOBaHHE HE JOMYyCKaTh €€ PaclpOCTpaHEeHHs Oe3 corjacusi CyObeKTa WIn
HAJIMYHS THOTO 3aKOHHOTO OCHOBaHUS;

0) O3HAaKOMJICHHE ONPEACICHHBIX JIUI ¢ KOH(PHICHIIMATbHONH HH(OpMAIHEl, TOJIBKO C
corimacus ee oOlajarens WIM HAa WHOM 3aKOHHOM OCHOBAaHHWU IPH YCJIOBHH COXPaHEHUS
KOH(UICHIIMATLHOCTU YTON MHPOpMAIUH;

B) TPaBOBBIC, OPraHMU3AIMOHHBIC, TEXHWYECKHE W WHBIC NPUHUMAaeMbie OO0JamaTeneM
uH(OpPMALIUU MEPHI TI0 €€ OXPaHE;

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

4. Kakoil TOKyMEHT orpeeisieT BUAbl KOHQUICHINAIBHON nHbopManun?

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

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

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

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

5. Kakas cocraBisromas OTIn4aeT KOH(UACHIHATHLHOE ISIOIPOU3BOJCTBO OT OTKPHITOTO
JIeTIOTPOU3BOICTBA?

a) 3aIUTa cojJiepKaiencst B KOH(GUICHIIMATbHbBIX TOKYMEHTaxX HHGOpMAIIIH;

0) J1OKyMEHTHpPOBaHKUE KOH(PUIEHIIMATBHON HH(OpMALIUH;

B) opraHusanus paboThl ¢ KOH(PUIEHIIUATbHBIMUA JJOKYMEHTAMU;

I') perucTpanus KOHQUIeHIHATbHBIX JOKYMEHTOB.

6. Kakue HOpMaTHBHBIE JOKYMEHTHl YCTAaHABIMBAIOT €IUHBIA MOPAJOK CO3JaHUS,
00paboTKH, XpaHEHHsI U UCII0JIb30BaHUsI KOH(QUACHIIMATBHBIX TOKYMEHTOB B OpraHU3aluu?

a) CIIMCOK PaOOTHMKOB OpPTraHM3allMM, UMEIOIUX MPaBO JOCTYyNa K KOHPHUACHINAIbHBIM
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(PUIIMPOBAHHBIX POPM KOHPHIEHIUATBHBIX TOKYMEHTOB.

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

a) MOJIOXKEHHE O CIIy)K0e KOH(UICHIIUAIBHOTO JIEIONPOU3BOICTBA;

0) MHCTPYKLUS O TOPsiIKE PabOThI ¢ KOH(DUICHIIMANBHBIMUA JOKYMEHTAMH;

B) IOJKHOCTHBIE HHCTPYKIIMU PaOOTHHKOB;

I') IpaBWJIa BHYTPEHHETO TPYAOBOI0O paclopsIKa.
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8. I'me 1oKHBI XpaHUTHCS 3alacHbIC HK3EMIUIAPHI KIOYEH OT MNOMENICHUN
KOH(UICHIIMATBFHOTO JENONMPOU3BOICTBA, pAaCHAlllHbIX METaUVIMYECKUX PEeIIeTOK Ha OKHax,
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 ONICYATAHHBIX MEHATAX WM KOHBEPTAX Ha BAXTe;

r) B celihe B Oyxranrepuu.

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

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

0) B BIJIE «OTMETKH O JOCTYIE K JTIOKyMEHTY»;

B) B BHJIE «TpHUda COTITaCOBAHUSI;

r) B (hopMe pe30JIIOLIUY Ha TOKYMEHTE.

Pazoen 2. Opzanuzayus KOHGUOEeHUUATbHO20 OOKYMEHMO0bopoma

1. KakoBa ocHOBHasl LieJlb yueTa KOH(GUAECHIUAIBHBIX TOKYMEHTOB?

a) perucrpauus KOHQHUICHIMAIbHbIX JOKYMEHTOB;

0) obecreueHue (pu3MUECKOW COXPAHHOCTH, KOMIUIEKTHOCTH M II€JIOCTHOCTH
KOH(HIEHIIMATIBHBIX JJOKYMEHTOB;

B) oOecrieueHune MOoATMHHOCTH KOH(PHICHIINATBHBIX JOKYMEHTOB;

r) hopMHUpOBaHHUE KOHPHUICHIINATHHBIX JOKYMEHTOB B JIeTIa.

2. I'me mpocrtaBisieTcsl mTaMIl C yKa3aHHEM Y4YE€THOTO HOMEpa M KOJIMYECTBA JIUCTOB
KOH(UICHIIMATBHBIX TOKYMEHTOB?

a) B BEpXHEM MPaBOM YTy KaKJOTO JTUCTA TOKYMEHTA;

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@opmainus ykaszbIBaeTCsi Ha O00JI0)KKaX pabouyux U CTEHOrpapUUeCKUX
TeTpaaei?

a) rpu¢ KOH(PUIEHINATBHOCTH, (PaMUIHSI U MTHULIUAIIBI HCIIOJTHUTEINS, CPOK XPaHEHUS;

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

B) BHJI HOCUTENS, rpu() KOHPHUIESHIIMATBHOCTH, KOJIUYECTBO JIMCTOB;

I') BUJ HOcUTENsI, rpu( KOH(UASHIINATbHOCTH, (PaMUIIHS U MHUIHAIIBI UCTIOJIHUTES.

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

a) perucTpanuy KoH(QUICHIIMAIBHOTO IOKYMEHTA;

0) peructpanuu HOCUTENS KOH(UACHIMAIBHOW HHPOPMALIUY;

B) PErUCTpALMU MaKeTa MOCTYIUBIIETO T0KYMEHTA;

I') COIJIaCOBaHUE 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, (DaMIITUS HCIIOTHUTEIIS;

B) KOJIMYECTBO HEOOXOUMBIX IK3EMIUIIPOB NPOEKTA JOKYMEHTA, (haMIIINS HCTIOTHUTEIS;

I') KOJINYECTBO HEOOXOAUMBIX 3K3EMILISIPOB MPOEKTA JOKYMEHTA, (DaMUIIKs UCTIOTHUTEIIS,
KOJIMYECTBO JICTOB YEPHOBHKA.

6. ['ie mpocTaBiisercss yueTHbI HOMEp U IpUQ KOHPHUAESHIUATHHOCTH HA MIPOEKTE
KOH(UICHIIMATBEHOTO IOKyMEHTa?

a) Ha KaXXJOM JINCTE KaXJA0Tr0 AK3EMILISpa MPOEKTa TOKYMEHTa;

0) TOJIBKO Ha MEPBOM JIUCTE MPOEKTA TJOKYMEHTA B ONPENEICHHOM JJIsl 3TOTO PEKBU3UTA
MECTE;

B) Ha BCEX JINCTAX MPOEKTA JOKYMEHTA B JIEBOM HUKHEM YIJIy JTULEBOM CTOPOHBIL;

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

7. C xakoil onepanuy HaunHaeTcs paboTa ¢ NOCTYINUBIIMMU B OPraHU3ALUI0
KOH(HICHIIMATbHBIMU JOKYMEHTaMU?

a) y4yeT MaKeTOB MOCTYNUBIINX JOKYMEHTOB;

0) yueT HocuTenel nHpopMaluu;

B) BBOJI PErHCTPALMOHHBIX JAHHBIX B aBTOMATH3HUPOBAHHYIO WM TPATUIIMOHHYIO CUCTEMY
yuera;

T') IPOCTaBJIEHHUE HA JOKYMEHTE rpuda KOHPHUIECHINATbHOCTH.

8. I'ie mpocTaBIAIOTCS yUeTHbIE HOMEpPA Ha TEKCTOBBIX JOKYMEHTaX BbIJICIIEHHOT'O
XpaHeHus?

a) B BEpXHEM IIPaBOM YTy OOJI0XKKH;

0) B BEpXHEM JIEBOM Y1y OOJIOKKH;

B) B BEPXHEM JIEBOM YTIIy KaKJOTO JINCTA JOKYMEHTA;

') B HUKHEM IIPAaBOM YTJTy OOJIOKKH.

9. I'ne mpocTaBisieTcs y4eTHBIH HOMEp, MPUCBOSHHBIN KO KOH(UACHITUATIEHOTO
JIOKymMeHTa?

a) Ha MEePBOM JIUCTE KOMUH ITOCEpEeIMHE HUKHETO TOJIs ¢ J00aBIeHrneM ab0peBUaTyphbl
rpuda KoH(pUIEHINAIBHOCTH;

0) Ha IEpBOM JIMCTE KOIIMH B IIPABOM HHMXKHEM YTIIy ¢ toOaBieHneM abopeBuarypsl rpuda
KOH()HICHIIMAIBHOCTH;

B) Ha BCEX JINCTAX KOIUU B MMPABOM HWKHEM YTy ¢ 1o0aBieHneM ab0peBuarypsl rpuda
KOH(DHICHIIMAIBHOCTH;

I') Ha BCEX JIMCTAaX KOMHUH MOCepeHe HUXKHETo MoJs ¢ To0aBneHneM ab0peBHaTyphl
rpuda KoHUIECHITNATBHOCTH.

10. Ykaxute MecTopacrnoiaokeHue rpuda orpaHndeHus 10CTymna K JOKYMEHTY.
a) B HUYKHEM JIEBOM YUy IIEPBOTO JIUCTA TOKYMEHTA,

0) B BEpXHEM JIEBOM YTy IIEPBOTO JIMCTA JIOKYMEHTA;

B) B HWXKHEM IIPaBOM YTJIy IIEPBOTO JIMCTA JIOKYMEHTAa,



') B BEpXHEM IIPaBOM YTy MEPBOIO JUCTa JOKYMEHTA.

11. K kakoM JOKyMEHTE COJep>KUTCS MHGOpMAaLUsS O MOPSAIOK MPUCBOCHUSI U CHATHUS
rpuda orpaHuYeHUs JOCTYIA K KOH(PHUIEHIUAIBHBIM IOKyMeHTaM?

a) TOJIOKEHHE O CIIYK0e KOH(UACHIMAIBHOTO JIeTIONPOU3BO/ICTBA;

0) MHCTPYKITUS O MOPSIKE pabOThl C KOHPHUACHIINATHHBIMU JOKYMEHTAMH,

B) JIOJUKHOCTHBIE HHCTPYKIIMU PaOOTHHKOB;

T') IepeueHb (CIMUCOK) BUAOB WH(MOpMAIIUK KOHPUACHIIMATBFHOTO XapaKTepa.

12. Kakue ponojgHuTeNnbHble TIpadbl COACPKUT TaOIMYHAS 4YacTh HOMEHKJIATYpbI
KOH(HICHIIUATbHBIX Jei?

a) HOMep I10 MOPAIKY;

0) rpud KOH(DUISHITNATEHOCTH JIEJIa;

B) BHJI MHPOPMALIMU OTPAHUYCHHOTO JIOCTYIIA, COIEPIKAIICHCs B JIeNe;

I') HAUMEHOBAaHME MO/IPA3/ICIICHUs, KOTOPOMY IPEAOCTaBISAETCS JIEN0;

1) OTMETKH O JIBWXKCHUU Jiena (apXUBHBIA mmdp, HOMEp U JaTa akta 00 YHHUYTOXKCHUH,
OTMETKH 00 OTIIPaBIICHUH);

€) KOJINYECTBO JIMCTOB B JIEIIE;

) CPOK XpaHEHHUsI U HOMepa CTaTel 10 MepeyHIo;

3) epuo]] KOH(UACHIUAIBHOCTH JIea.

13. Cneungudeckoil coctapisromieil KOH(PUICHINAIBHOTO JeIia SIBISETCS:
a) BHYTPEHHSS OIUCH JIOKyMEHTOB;

0) CIUCOK COTPYTHUKOB, TOMYIIEHHBIX K JCIY;

B) 3aBepUTENIbHAS HAIIKCH JIeTIa;

I') CIIMCOK OTBETCTBEHHBIX MCIIOJHUTEIEH.

14. HpI/I BbIJa4uc KOH(I)I/II[CHI_II/IaHLHOFO AcJIa COTPYAHUKY OpraHu3anuu ACjJIacTCd OTMETKaA

a) KapTOYKe yueTa BBIIa4yH JeNa;

0) KapTOUKe yueTa pa3pelieHHui;

B) KQpTOYKE y4eTa BbIJJaul JIOKyMEHTOB;
') BHYTPEHHEH OINUCH Jena.

15. Kakum gokymMeHTOM o¢hopMIIeTcsl Mpoleaypa YHHUTOXKEHHUS KOH(UACHIIMATbHBIX
JIOKYMEHTOB, JIe]l 1 HocUTelnel nHpopMauuu?

a) CBUJIETEJIbCTBOM 00 YHUUTOXKEHUH,

0) cripaBKOi 00 YHUUYTOXKCHUH;

B) IPOTOKOJIOM O X0/I€ YHUUTOKEHUS;

') aKTOM 00 YHUYTOXKEHHH.

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

a) HE peKe OJJHOTO pa3a B MOJIr0/a;

0) He pexe OHOrO pas3a B TOf;

B) HE peXXe OJHOI0 pa3a B TPH Ioja;

I') HE peke OJHOI0 pasa B IISATH JET.



17. B xakoM JJOKYMEHTE OTPAKAIOTCA PE3yJIbTaThl MPOU3BEICHHBIX MPOBEPOK
MPABUJIBHOCTH MIPOCTABJIICHHS OTMETOK O PETHUCTPAIlMHU U JIBUKEHUH KOH(DUIESHIIMATbHBIX
JIOKYMEHTOB, JIeJI, HOCUTENEH U UX (PaKTUUECKOr0 HaIuuus?

a) B aKTe;

0) B IPOTOKOJIE;

B) B pELLIEHUM;

I') B [IPUKAa3e.



TIPUJIOXKEHUE 2

OneHOYHBIE CPEACTBA JIA MIPOBEAEHHUS IIPOMEKYTOUHOM aTTeCTAIHI
a) Ilnanupyemsle pe3yibTaThl 00y4eHHs U OLICHOYHBbIE CPEACTBA I IPOBEACHHUS
NMPOMEKYTOYHOM aTTeCTAlluM:

Kon
WHJUKaTOpa

WNHnukaTop AOCTHIKEHUS
KOMIIETEHIINHU

OneHouHble CpeICTBA

YK-11 Criocoben popmMupoBaTh HETEPIUMOE OTHOIICHHUE K KOPPYIIIMOHHOMY TIOBEICHHIO

YK-11.1

Omnpenensier KpyT
KOPPYILIMOHHBIX PUCKOB B
pamkax MOCTaBJIICHHOMN
nend W Tpemiaraer
CIOCOOBl MX YCTpaHEHUS,
OLICHMBACT C  IO3HMIUH
AHTUKOPPYIIIHOHHOTO
3aKOHO/IaTeNIbCTBA

Tecmui 0na camonposepku:

1. Kakoil JOKyMEHT ompenessieT MepeueHb
CBEJCHUM,  COCTaBISAIOLUIMX  T'OCYJapCTBEHHYIO
TalHy?

a) Ilocranosnenue IlpaBurensctBa P® ot
11.02.2008 Ne 138 «O mnepedyHe CBeICHUH,
OTHECEHHBIX K I'OCYJJapCTBEHHOMN TalHE;

0) Vka3 IIpesunenra PO ot 30.11.1995 Ne
1203 «O06 yTBepKICHHH TIepeyHsl CBEACHUM,
OTHECEHHBIX K TOCYJJapCTBEHHOM TailHE»;

B) Ilocranosnenue IlpaBurensctBa PO ot
23.11.1996 Ne 18 «OO0 yTBepKIEHUHU IEpeUHs
CBEJCHHMM,  COCTaBJISIOLIMX  T'OCYJapCTBEHHYIO
TalHY»;

r) Yka3 [Ipesunenra PO ot 11.02.2006 Ne 90

«O MepeyHe CBEJICHHH, OTHECEHHBIX K
rOCyJ1IapCTBEHHOM TaliHE».
2. Kakne CBEICHUS COCTaBJISIIOT

roCyJapCTBEHHYIO TaliHy?

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

0) cBeleHUsI B BOGHHOM 001acTH;

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

T') CBEJICHHS B 00JacTH pa3BeAbIBATEIbHOM,
KOHTPPa3BeIbIBATEIbHOM U ONepaTHBHO-PO3BICKHON
NeSITeTTHHOCTH;

1) CBEZIeHUs B 00J1aCTH HAayKH, H300peTeHni
¥ TIOJIE3HBIX 00PA3IOB TEXHHUKH,

€) CBeJICHUS B 00J1aCTH BHEIITHEH MOJUTUKH U
HYKOHOMHUKH;

3. Kak ®enepanbnbiii 3akoH ot 27.07.2006
Ne 149-®3 «O6 undpopmanuu, HHGOPMALMOHHBIX

TEXHOJIOTHUSIX M O  3amure  HHQOpMarum»
ompenenseT  TOHATHE  «KOH(PHUICHIHMAIHLHOCTD
uHpopMaun»?

a)  o0s3arenbHOEe IS COONIFOACHUS

OTepaTopoOM WM HWHBIM JUIOM, [OJYYHUBIIUM
JOCTYTl K mH(popMmaluu, TpeboBaHUE HE JOMYCKATh
ee pacmpocTpaHeHHsi 0e3 corjacusi CyObeKTa WU
HAJTMYUS UHOTO 3aKOHHOTO OCHOBAHMS;

0) O3HAKOMJICHHE OIPEIEICHHBIX JHI[ C
KOHpUACHIMAIbHOW  WH(pOpMAIeli, TOIBKO C
coriacusi ee oOnamaTeNss WIM Ha WHOM 3aKOHHOM
OCHOBaHUU npu YCIIOBUH COXpaHEeHHUSI




Kon
UHMKATOpa

Nuaukatop TO0CTHXXEHUS
KOMIIETEHITNH

OneHouHble CpeacTBa

KOH(MUIEHIIMATBHOCTU ATON HHGOpMAIUY;

B) MIPaBOBBIE, OpraHU3aIMOHHBIE,
TEXHUYECKHE U WHbIE NMPUHUMAaeMble oOsagaTesieM
uHpOpPMALIUU MEPHI IO €€ 0XPaHE;

r) o0s3aTenbHOE Uil BBIOJHEHUS JIUIOM,
MOJTYYHBIITUM JOCTYTI K OIpeieIEHHON
uHpopmanuu, TpeOoBaHHE HE IepeaaBaTh TaKyIO
UHPOPMALIMIO TPETbUM JIMIIaM Oe3 Coryiacusi ee
oOamares.

4, Kakoli JOKYMEHT OIpeaeisieT BUIbI
KOH(UICHIMATBHOU nHDopManuu?

a) Ilocranosnenue IlpaButenbctBa PD ot
11.02.1997 Ne 118 «OO06 yTBEepX ACHHUU BHUIOB
KOH(pHUICHIMAIIBHON HH(DOpMaIun»,

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

B) IlocranoBnenue IIpaButensctBa PD ot
11.02.2006 «O6 ytBepxkaenuu Ilepeunst cBeneHwuit
KOH(UICHINAIBLHOTO XapaKTepay;

r) Yka3 Ilpesunenta PO ot 23.11.2006 «O
BUJAX uH(popMauu KOH(UICHIIMATEHOTO
XapakTepay.

5. Kakas  cocraBusiomias — OTJIMYaeT
KOH(HICHITHATHHOE JIEJIONIPOU3BOJICTBO oT
OTKPBITOT'O JIEJIONPOU3BOACTBA?

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

0) IOKyMEHTHpOBaHHE KOH(UIACHIIMAIBLHON
uHpOpMaINH;

B) OopraHu3anus paboThI c
KOH(UICHIIMATbHBIMH JOKYMEHTAMU;

r) perucTpanus KOH(UICHIMATIBHBIX
TOKYMEHTOB.

6. Kakme HOpMaTHBHBIE JOKYMEHTHI
YCTaHABIMBAIOT  €IUHBIA  TMOPSIOK  CO3JaHMS,
00paboTKH, XpaHEeHUS u WCTIOIh30BaHUS
KOH(UICHIIMATBHBIX JOKYMEHTOB B OpTaHHU3aI[UH?

a) CMUCOK  pabOTHUKOB OpraHu3aIui,
UMEIONINX TPaBO JOCTYMa K KOH(UIACHIHUATHHBIM
JOKYMEHTaM;

0) nepevyeHb HEPEruCTPUPYEMBIX
JIOKYMEHTOB;

B) HHCTPYKIHMS O TOpsiKe paboThl C
KOH(UICHIIMATLHBIMHA JOKYMEHTAMHU;

I) TMepeyeHb JOKYMEHTOB, COJEpIKaIIUX
nH(pOpMaLKIo0 KOH(UIECHIIMATBHOTO XapaKTepa;

1) MHCTPYKIIUS IO JAETIONPOU3BOJICTBY;

e) nepevYcHb BHJIOB nHpopManuu
KOH(UICHIINATLHOTO XapaKTepa;

K) TepeueHb YHUMUIMPOBAHHBIX (OopM
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Kon
UHMKATOpa

Nuaukatop TO0CTHXXEHUS
KOMIIETEHITNH

OneHouHble CpeacTBa

KOH(HICHIIMAIBHBIX JOKYMEHTOB.
7. B COOTBETCTBUHU C KAKUMMU CIIEIUAIbHBIMUA

JIOKYMEHTaMH JeHCTBYET ciryx0a
KOH(HICHIIMATIHHOTO ICTONPOU3BOICTBA?
a) TTOJIOXKEHHUE 0 ciyxoe

KOH(HICHIIMATIHHOTO JIeTIONPON3BOJICTBA;

0) HHCTPYKIIUS O TOpsAaKe pabdoThl C
KOH(HICHIIMATIHLHBIMI JOKYMEHTAMHU;

B) IOJDKHOCTHBIE MHCTPYKIIMU PaOOTHHUKOB;

I) TMpaBWwia BHYTPEHHErO0  TPYIOBOIO
pacnopsaka.

8. I'le MJOMWKHBI XpaHUTbCA 3alacHble
JK3EMILISIPBI KIIFOYEH oT MTOMEILICHUI
KOH(HIEHIIMATBHOTO JIeJIOTIPOU3BOICTBA,
pachamiHbIX METaUTMYeCKUX PEIIeTOK Ha OKHAaX,
cerioB u mkago?

a) B KkabuHere y  PYKOBOJMTENS
OpraHu3aluy;

0) B oOmne4yaTaHHbIX HOMEPHON IeYaTblo
NeHajlaX  WJIM  KOHBEpTax  IOJpa3/eseHus
KOH(HIECHIIMATHHOTO JICJIONPOU3BOJICTBA WA B
ciyx0e 6e30MacHOCTH.

B) B ONEYAaTaHHBIX NEHAJaX WM KOHBEPTax
Ha BaxTe;

T) B celide B Oyxraiarepuu.

9. Kak oopmisiercs: pa3pelieHre Ha 10CTyII
K MOCTYMUBIINM 17001 U3JJAaHHBIM
KOH(HIEHIIMATBHBIM JJOKyMEHTaM?

a) Ha 00OPOTHOM CTOPOHE JOKYMEHTA B BUJIE
HITamIa,

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

B) B BUJIe «rpHua CoriacoBaHuUsm»;

T) B opMe Pe30IOIIH Ha IOKYMEHTE.
3aoanue
[TucbMEHHO OTBETUTH Ha CIIEAYIOIINE BOIIPOCHI,
yKa3aB HaMMEHOBaHHE HOPMATHBHOI'O JJOKYMEHTA,
TOYHYIO (POPMYIHPOBKY, OATBEPIKIAIOIIYIO
BBICKa3bIBaHUE, HOMEP ITyHKTa U HOMEp CTaThH:

. PaccmarpuBaercsi M 4YelOBEeK B KayecTBe
HOCHUTES CBEJICHHUIA, COCTaBJISIOLINX
rOCyJapCTBEHHYIO TaliHy?

. Kakoii MaKCHUMaJIbHBIN CpOK
paccekpeumBaHUs ~ CBEACHUH,  COCTaBIISIOLIMX
roCyZapCTBEHHYIO TailHy?

. Kak wyacro HeoOXoquMMO mepecMaTpuBaTh
MePEeYHA CBEJICHHUI, MOITIEKALIIX
3aCEKpEeUMBaHUIO?

. Kro  HameneH  mpaBoM  NpoJUIeHHUA
NEPBOHAYAIIEHO YCTAHOBJICHHBIX CPOKOB
3aCeKpeUNBaHUS HOCHUTEIIEN CBEJICHUH,
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COCTaBIISIFOLIUX FOCYIapCTBEHHYIO TaliHy?

. B kakux ciyyasx HOCHUTENIM CBEICHUM,
COCTaBISIIOLIUX TOCYAAPCTBEHHYIO TaifHy, MOTYT
OBITh PACCEKpEUEHBI JI0 HCTEYCHUS CPOKOB HX
3aceKpeyrBaHUs?

. Ha xakue oTHOIIEHUS HE pacCIpOCTPaAHAETCS
neiictBue denepanbHOro 3akoHa «O MepcoHalIbHBIX
TAHHBIX»?
. Ha
OCYIIECTBIISIETCS
JTAHHBIX?

. B kakux ciydasx cBeleHUS O CYOBEKTe
MIEPCOHAIBHBIX TAHHBIX MOTYT OBITh B JIF000E BpeMs
UCKITIOYEHBl M3  OOIIEJOCTYMHBIX HCTOYHUKOB
MIEPCOHAIIBHBIX JTAHHBIX ?

. Yro MIpPeIoiaratoT JercTBUS
00€3TMYMBAHUIO NTEPCOHAIBHBIX TAHHBIX?

. Krto sBnsercs obnamarenem uHbopMmaiuw,
COCTAaBJISIONIEH KOMMEPUYECKYIO TaliHy?

. B kakux ciydasx u KoMy, oOiazarenb
nH(pOpMalLlMK,  COCTAaBISIIOIIEH  KOMMEPUYECKYIO
TaiiHy, 00s3aH MpPeNoCTaBUTh 3Ty HHMOpMaluio?
Kak 310 100KHO OBITE 0OPOPMIIEHO?

B kakux cnyyasx wuH}opmanus, COCTaBISIONIAS
KOMMEpPUECKYI0 TaiHy, oOyiagaTeneM KOTOpon
SABJISIETCSL APYro€ JIMLO, CYUTAETCS MOJIYYEHHOU
HE3aKOHHO?

OCHOBE KaKHUX
obpaboTka

IIPUHLIUIIOB
IEPCOHATIBbHBIX

10
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[Inanupyer peanusanuro

331ad B 30HE CBOEU
OTBCTCTBCHHOCTH C
y4eToM UMEIOIIUXCS

PECYpPCOB M OTpaHUYECHMUIA,
JNEUCTBYIOIUX IPABOBBIX
HOPM
AHTUKOPPYIILIMOHHOT'O
3aKOHO/JIaTEIbCTBA

W3yuuts ciaenyromnyie HOpMaTUBHbIE JOKYMEHTBI:

e 3akoH or 21 wmroma 1993 r. Ne 5485-1
roCyZapCTBEHHOU TalHE»;

e Vka3 IIpesunenrta Poccuiickoit denepanuu ot
11 d¢eBpans 2006r. Ne 90 «O mnepeune
CBEICHMM, OTHECEHHBIX K TOCYJapCTBEHHOMN
TalHEY;

o @enepanbHblii 3akoH OT 27 uronst 2006 r. Ne
152-®3 «O mepcoHaTbHBIX JaHHBIX)Y;

o @enepanbHblii 3akoH oT 29 wurons 2004 r. Ne
98-®3 «O KoMMepUeCKOH TaHEeY.

o denepanpHbiii 3ak0H OT 25.12.2008 N 273-03
«O mpOTUBOAECUCTBUN KOPPYIILIUU»

PaccMoTpeTh OCHOBHBIE IOHSTHSI, UCIIOJIb3YEMBIE B

HOPMAaTUBHBIX JOKYMEHTaX; MOJIHOMOYHS OPTaHOB

rOCyJapCTBEHHOM BIACTH U JIOJKHOCTHBIX JIUI B

00JacTH OTHECEHUS CBEJICHUI K TOCYapCTBEHHOM

TaiiHe U MX 3aIIUTHI; IepeueHb CBECHUMH,

COCTaBIISIFOLIUX FOCYAAPCTBEHHYIO TaliHY;

PEKBU3UTHI HOCUTENEN CBEIEHUM, COCTABIISAIOINX

rOCyJapCTBEHHYIO TaliHy; IPUHIUIIBI U YCIOBHUS

00paboTKM MEePCOHANIBHBIX JAHHBIX; IPaBa CyObEKTa

NEPCOHANBHBIX JAHHBIX; 00SI3aHHOCTH OllepaTopa

npu c6ope NepCOHANBHBIX IaHHBIX; 0COOCHHOCTH

«O




Kon
UHMKATOpa

Nuaukatop TO0CTHXXEHUS
KOMIIETEHITNH

OneHouHble CpeacTBa

MpelocTaBleHus: HGOPMAIUH, COCTABIISIOIIEH
KOMMEPYECKYIO TalHY.

VYka3arh NMCbMEHHO Ha3HAYEHUE KaXKI0TO U3
YKa3aHHBIX HOPMATUBHBIX TOKYMEHTOB.

[IK-2 CmocobGeH  OCyIIECTBISThH

Opra"u3amuen

JOKYMEHTAllMOHHOE  OOecreueHue  yrpaBlICHUS

[1K-2.1

OpranuzyeTt u
peraaMeHTHpyeT
JOKYMEHTHUPOBaHUE
YIPABJICHYECKOU
JeSITENIbHOCTH B
OpraHu3aluu

Tecm ona camonpogepku

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

a) perucTpanus KOH(UICHITNATEHBIX

JIOKYMEHTOB;
0) obecrnieuenne GpU3NIECKON COXPAHHOCTH,
KOMIUJIEKTHOCTH u LEJIOCTHOCTH
KOH(UICHIIMATBLHBIX JIOKYMCHTOB;
B) obecreyeHne MOJIMHHOCTH

KOH(HICHIINATBHBIX JJOKYMEHTOB;

r) dopMmupoBaHHE  KOH(HUICHIUATBHBIX
JOKYMEHTOB B JI€JIa.

2. I'’me mpocraBisieTcsi MTaMIl ¢ YKa3aHUEM
YY4ETHOTO  HOMEpa H  KOJHMYECTBa  JIUCTOB
KOH(HICHIIMATbHBIX JOKYMEHTOB?

a) B BEPXHEM MPAaBOM YIIIy KaXKJIOTO JIUCTA
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YTy KaKJIOro JIHMCTa
JIOKYMEHTA;

B) B BEPXHEM IIPABOM YTJIy TOJIBKO IEPBOTO
JIMCTa IOKyMEHTA,

I') B BEpXHEM JIEBOM YTy TOJBKO MEPBOI0
JMCTa JIOKyMEHTA.

3. Kakas wundopmanms ykaspiBaeTcs Ha
00J10’kKax paboUYuX U CTEHOTpaPUIECKUX TeTpaaeu?

a) rpu¢d KOH(UACHIMAIBHOCTH, GaMUIUS U
WHUIAATBI HCTIOTHUTEIS, CPOK XPAHEHUS;

0) rpud KoH(UIESHITNATEHOCTH, KOTUYECTBO
JMCTOB, (DaMUIIHST M HHUITHAITBI UCTIOTHUATEIIS;

B) BUJ HOCHTEIS, rpud
KOH(HICHIIHATHHOCTH, KOTUIECTBO JINCTOB;
r) BU/J HOCHTEIS, rpud

KOHPUACHIMAIBHOCTH, (QaMuiIusd ¢ WHUIHAAJIBI
HCIIOJTHUTEIIS.

4. JTo Hayajia COCTaBJICHUS TEKCTa
KOH(UICHIIMATFHOTO TIOKYMEHTa IPOBOIUTCS
oTIeparus:

a) peructpanuu KoH(pUIAESHIIHAIEHOTO
JIOKYMEHTA,;

0) perucTpanuu HOCUTENS
KOH(pUACHIIMAIBHON HH(OpMAITUK;

B) PETUCTpAIIUU TTAKETa MOCTYIHUBIIETO
JIOKYMEHTA,;
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I') COIJIaCOBAHUE TEKCTA
KOH(HICHIIMATHHOTO JIOKYMEHTA.

5. Ecnu koHbUaeHITMATBHBIA TOKYMEHT
[IeYaTaeTcsl C YepHOBHKA, Kakas HHPOpMaLus
yKa3bIBAETCs Ha IEPBOM JIMCTE YEPHOBUKA?

a) KOJIM4YECTBO HEOOXOAMMBIX SK3EMIUISIPOB
IIPOEKTa JOKYMEHTa, KOJMYECTBO JIUCTOB
YEepPHOBHUKA;

0) KOJIMYECTBO JINCTOB YEPHOBUKA, (haMUITUS
UCTIOJTHUTEJIS;

B) KOJIMYECTBO HEOOXOIUMBIX IK3EMILISIPOB
IPOEKTa JOKYMEHTa, (paMUIIUs UCIIOTHUTEIS,

T') KOJINYECTBO HEOOXOAMMBIX IK3EMILIIPOB
IIPOEKTa JOKYMEHTA, (paMUIIHMsI UCIIOTHUTENS,
KOJINYECTBO JIMCTOB YEPHOBHKA.

6. I'e mpocTaBisieTcs yuyeTHbII HoMep U
rpud KOH(OUICHINATBHOCTH HA IPOCKTE
KOH(HIEHIIMATIBHOI0 IOKyMeHTa?

a) Ha KaXKJIOM JINCTE KaXKIO0T0 SK3EMILISPa
IIPOEKTa JOKYMEHTA;

0) TOJIBKO Ha TIEPBOM JIUCTE MTPOEKTA
JIOKYMEHTa B OIIPEJEIEHHOM JIJIsl 3TOTO PEKBU3UTA
MeECTe;

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

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

7. C xakoil onepanuy HaunHaeTcs paboTa ¢
MOCTYMUBIIMMHU B OPTaHU3AIHIO
KOH(HICHIIMATIBbHBIMU JOKYMEHTaMU?

a) y4eT MakeTOB MOCTYNUBIINX JOKYMEHTOB;

0) ydet HocuTeneil nadopmanmu;

B) BBO/JI PETUCTPAIIMOHHBIX JTAHHBIX B
aBTOMAaTU3MPOBAHHYIO UM TPATUILIMOHHYIO
CHCTEMY yUeTa;

I') IpOCTaBJIeHNUE Ha JOKYMEHTE Tprda
KOH(UIEHIIMATBHOCTH.

8. I'ie mpocTaBiAIOTCS yUeTHbIE HOMepa Ha
TEKCTOBBIX JOKYMEHTaX BBIJICIIEHHOTO XPaHECHUS?

a) B BEPXHEM IIPaBOM YTy OOJI0XKKH;

0) B BEpXHEM JIEBOM Y1y OOJIOKKH;

B) B BEPXHEM JIEBOM YTy KaXXJIOTI0 JIUCTa
JIOKYMEHTa,;

T') B HIDKHEM IIPaBOM YTy OOJI0XKKH.

9. I'me nmpocTaBisieTcss y4eTHbIN HOMED,
MPUCBOCHHBIM KOMMH KOH(PHIEHIINATIHLHOTO
JIOKyMeHTa?

a) Ha MEPBOM JIUCTE KOMUU MOCEPE/IUHE
HIDKHETO TOJIs ¢ TI00aBieHneM ab0OpeBuaTyphl
rpuda KoH(UICHINAITBHOCTH;

0) Ha MEPBOM JICTE KOTTMHU B IPABOM
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HIDKHEM YTy ¢ 1o0aBieHrueM abopeBuarypsl rpuda
KOH(UICHIIMATEHOCTH;

B) Ha BCEX JINCTaX KOIUHU B IPABOM HIKHEM
yriay ¢ gobasieHueM abOpeBuaTypsl rpuda
KOH(UICHIIMATBHOCTH;

I') Ha BCEX JIMCTAaX KOMHUU ITOCEPEANHE
HIDKHETO TOJIs ¢ Io0aBieHrueM ab0OpeBUaTypbl
rpuda KoH(PUACHITUATEHOCTH.

10. VkaxuTe MecTopacmojioKeHue rpuda
OTpaHHYEHUs JOCTYIa K JOKYMEHTY.

a) B HW)KHEM JIEBOM YIJIy MEPBOTO JIUCTA
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YIJIy IEPBOrO JIMCTa
JIOKYMEHTA;

B) B HIDKHEM IPAaBOM YIJIy MEPBOTO JIUCTA
JIOKYMEHTA;

I') B BEpXHEM IPAaBOM YTy IEPBOTO JIUCTA
JIOKYMEHTA.

11. K kakoM JOKyMEHTE COJEpKUTCS
uH(popMallUg O TOPSAOK MPUCBOCHHUS U CHATHUSA

rpuda OTrpaHUYEHUs JocTyna K
KOH(UACHIIMATBHBIM JIOKyMEHTaM?
a) MTOJIOKCHHE 0 ciryxoe

KOH(HIEHIIMATIBHOT'O IeT0ONPOU3BO/ICTBA;

0) UHCTpYyKUUS O TOpsiAKe paboThl ¢
KOH(HIEHIIMATIBHBIMU JOKYMEHTAMU;

B) JIOJKHOCTHBIE MHCTPYKIIUM PAaOOTHUKOB;

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

12.  Kakme pomnonHuTenbHble — Irpadbl
COJIEP’)KUT  TabJMyHAash 4acTb  HOMEHKJATYpbl
KOH(HIEHIIMATIBHBIX Je?

a) HOMep IO MOPSIIKY;

0) rpu¢ KoH(UIEHINATEHOCTH JIeNa;

B) BuA UHQOpPMALMM  OTPaHUUYEHHOTO
JI0CTyIa, COZIEpKALLENCS B IETIE;

') HANMEHOBaHUE Mo/Ipa3/iesIeHus], KOTOPOMY
IIPEIOCTABIIAETCS AEIIO;

J) OTMETKH O JBMKEHUHW Jelia (apXWBHBIN
mmdp, HOMEp W Jara akra 00 YHMUYTOXKEHUH,
OTMETKH 00 OTIpaBIIEHUHN);

€) KOJIM4ECTBO JINCTOB B JIEJIE;

) CpPOK XpaHEHUS U HoMepa cTared Io

MIEPEYHIO;
3) meproa KOHPUACHITUATHHOCTH JIeIa.
13. Creuunduueckoit COCTaBJISIFOLIEH

KOH(UIEHIMAIBHOTO JIeNa SABJISETCS:

a) BHYTPEHHSSI OIIUCh IOKYMEHTOB;

0) CHUCOK COTPYIHUKOB, MIOIMYIICHHBIX K
Aeny;

B) 3aBepUTEIbHAS HAAMMKCH JIEIIa;
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T') CIUCOK OTBETCTBEHHBIX MUCIOJIHUTENCH.

14. Ilpu BeIgaue KOH(HUICHIIMAIBHOTO Aea
COTPYJIHUKY OpPTaHU3AINH JIEIAeTCs OTMETKA B:

a) KapTOYKe y4eTa BbIIauyM JeNa;

0) KapTOYKe y4eTa pa3penicHui;

B) KQpTOYKE y4eTa BbIJauu JJOKYMEHTOB;

') BHYTPEHHEH OIMUCH Jiena.

15. Kakum J0OKyMEHTOM OQOpMIIseTCS
mpoueaypa YHUYTOXKEHHS — KOH(UIEHIMAIbHBIX
JIOKYMEHTOB, JIe]1 U HocuTenei nudopmarmu?

a) CBUIETEIILCTBOM 00 YHUYTOXXEHUH;

0) cpaBKOl 00 YHUUTOXKEHUH;

B) MMPOTOKOJIOM O XO/I€ YHUUTOKCHUS;

') aKTOM 00 YHUYTOKCHHH.

16. KakoBa neproAMYHOCTb TPOBEACHUS
MIPOBEPOK HANMYMsI KOH(PUIESHIINATBHBIX
JIOKYMEHTOB?

a) He peke OJTHOTO pa3a B MOJT0/a;

0) HE pexxe OJTHOTO pas3a B IOl

B) HE pEXe OJIHOTO pasa B TPH rojia;

T') HE peke OJHOTO pasa B IISTH JIET.

17. B kakoM JOKYMEHTE OTpakaroTCs
pe3ybTaThl TPOU3BEICHHBIX IIPOBEPOK
NPaBUIBHOCTU MPOCTABIEHUS OTMETOK O
PETUCTpAINH U IBHKCHUN KOH(PHICHIINATBHBIX
JIOKYMEHTOB, JIeJl, HOCUTEIEeH U UX (PaKTHYECKOTrO
HaJTU4Hs?

a) B aKTe;

0) B MPOTOKOJIE;

B) B PELLICHUH;

T') B [IPUKa3e.

[1K-2.2

Opranusyer u
peraamMeHTHpyeT
JIOKYMEHTO000pOT B
OpraHu3aIu

3ananue «Komnaekc mep no 3auume
KoH@uoenyuanvnou ungopmauuu.
Cmpykmypuas opzanu3ayus KOHQUOEHUUAIbHO20
0€CJIONPOU3800CHEA) .

1. CipoekTHpoBaTh (CMOAETUPOBATH) KPYITHYIO
OpraHu3aIIo, OMPENETUTh Chepy ACATETHHOCTH U
peliaemMbie 3aa4H.

2. [IpencTaBuTh CBOM BapUaHT CTPYKTYPHOH
OpTaHHU3aINH CIYKObI KOH(UIECHIIHATEHOTO
JIeIIONPOU3BOJICTBA (pa3padoTaTh CTPYKTYpPY
OpTraHM3aIH U MMOKa3aTh MECTO CITYKObI
KOH(HUICHIIMAIIBHOTO JIETIONPON3BO/ICTBA B TAHHOM
cTpykType). Onucarh CTENEHb CAMOCTOSTEIBHOCTH
CITY>KOBI KOH(PUICHITUATHFHOTO JACJIONPOU3BOICTRA,
€€ IMOJUMHECHHOCTb.

3. OnpeaenuTs JOJKHOCTHOM M YUCIIEHHBIN COCTaB
pabOTHUKOB CITyXObl KOH(UACHIIUAIEHOTO
JIeTIOTIPOM3BO/ICTBA, C TIEPEUNCIICHUEM
JNOJDKHOCTHBIX O0SI3aHHOCTEN 10 KaXKI0H
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JTOJIKHOCTH.

4. OnpenenuTh HOPMATUBHBIC AKTHI, B TOM YHCIIE
JIOKaJIbHBIE, Ha KOTOPBIX OCHOBBIBAETCS
opranu3zaius paboThl cIy>KObl KOH(PHICHIIHATHLHOTO
JIEIIONPOU3BOJICTBA).

5. OnpenenuTts coaepkaHue nepeyHs (CIucka)
BUJI0B UHQOpMAIMK KOH(DUIECHIINATIBHOTO
Xapakrepa JUIsl CIIPOEKTUPOBAHHOM OpraHu3aliy.
[Tepedyerr opopMUTD B BHJIEC TAOTHIIBI.

6. Onpenenutsb coeprkaHue nepeyHs (Crucka)
JOKYMEHTOB, COJIEpKaIIUX UH(POPMAIIHIO
KOH(UICHIIMATFHOTO XapaKTepa s
CIIPOEKTUPOBaHHOW opranusauuu. Ilepedens
0hOpMHTH B BUJIE TAOJIHUIIBI.

7. OnpenenuTh CIUCOK paOOTHUKOB OpTaHHU3aIHH,
MMEIOIIUX MPaBO JOCTYIAa K KOH(PUIEHIIUAIbHBIM
JIOKYMEHTaM.

8. CoctaButhb u opopmuTth llonoxkenue o ciyxoe
KOH(HICHIINATIHLHOTO JICTONPOU3BOJICTBA
3adanue «Homenknamypa deny:

1. CoctaBuTh ¥ 0()OPMUTH HOMEHKIIATYPY
KOH(UICHIMATBHBIX JeT 1715 KOHKPETHON
OpraHu3anuy.

2. CocTaBUTh U OPOPMUTH CIIEAYIOIINE TOKYMEHTHI
U3 CIIUCKa, HEOOXOAUMBIE HAa CTaANHU OOPMIIEHUS U
MOJrOTOBKM KOH(PHICHIIMATIBHBIX 1€ K Iepeiade
Ha apXMBHOE XpaHEHUE U MIPH MPOBEACHUN
IPOBEPOK HAMUUS KOH(PUICHINATBHBIX /1€,
JIOKYMEHTOB M YYETHBIX KYpPHAJIOB:

1) cripaBka-3aMecTHTENb JOKYMEHTOB JIelia;

2) 00710’kKa KOH(DUACHIIMATBHOTO JIeNa,;

3) BHYTPCHHSISI OMTUCH JIOKYMEHTOB JIeJa;

4) kapTOYKa y4eTa BbIIaud KOH(UICHIIMATEHOTO
Jena;

5) nmucT-3aBepuTeb JICIa;

6) aKT O BBIICJICHUH K YHUYTOKCHHUIO
KOH(UIEHIHABHBIX €N U IOKYMEHTOB;

7) akT O TpoBepKe KOH(MUACHIMAIBHBIX JIEl,
JIOKYMEHTOB UM YYETHBIX )KYPHAJIOB

[1K-2.3

Opranusyer,
perIaMeHTHpYyET
OIICPaTUBHOC XpPaHCHHUEC U
HCII0JIb30BaHNE
JIOKYMEHTOB B
OpraHM3aIuu

3aganue «Yder KOHOUICHIHAILHBIX JOKYMEHTOBY:
1. OdopMuTh OCHOBHBIE y4YeTHbIE  (POPMBI
KOH(UICHIIMATBHBIX JOKYMEHTOB, BCTPEUAOIIHAECS
Ha BCEX CTaIusIX KOH(UICHIIMATHEHOTO
JIOKyMEHTOO00pOTa, U3 CIICIYIOIIETO CITUCKA:

1) sxxypHan (xapTouKa) yuera HM3IaHHBIX
KOH(UICHITHATEHBIX pactopsANTEITLHBIX
JOKYMEHTOB W TIPOTOKOJOB (MO KaXIOMYy BHUIY
OT/ICJIbHO);

2) )KypHaJl y4eTa U3JaHHbIX KOH(DUICHIINAIBHBIX
JIOKYMEHTOB;

3) peectp  yd4era  BPEMEHHO  IEpEIaBaCMBIX
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KOH(HICHIIMATBHBIX JJOKYMEHTOB;

4) sxypHa yueTa HOCTYIMUBIINX
KOH(HICHIIMATBHBIX JJOKYMEHTOB;

5) sxypHall yyera KOH(PHICHIIMATbHBIX JOKYMCHTOB
BBIJICJICHHOTO XPaHCHUS;

6) kapTouka y4era Bblaud KOH(PUICHIINATBHOTO
JIOKyMEHTa (Z1e71a);

7) )KypHa ydeTa KOITMPOBAHUS
KOH(HICHIIHATBHBIX TOKYMEHTOB;

8) mTami paspelicHus Ha KOMHPOBaHUE
KOH(HICHIINATIBHBIX JOKYMEHTOB;

9) kapTouka KOHTPOJIS UCTIOTHEHUS
KOH(UICHIIMAILHOTO JIOKYMEHTA.
2. CocTaBUTH u opopMHTH JIOKYMEHTHI,

cojepxaniie KOH(pUIECHIUATBLHYIO HWH(OpMaIuio,
HOJyIeXkAale KOIMUPOBAaHHUIO, C YKa3aHUEM BCEX
HEOOXO/MMBIX PEKBU3UTOB U OTMETOK, HAHOCUMBIX
Ha JJOKYMEHT B IPOLIECCE M3TrOTOBJICHUS KOINUM, U
CaMHM DSK3eMIUISPhl KOMUH JTHUX JIOKyMEHTOB, C
yKa3aHUEM BCeX HEOOXOAUMBIX PpEKBU3UTOB U
OTMETOK.

Kondunennuanbuble JOKYMEHTbI OQOPMHTbH IS
CJICAYIOIINX BUIOB KOTTMPOBAHHMS:

1) m3roToBiieHHE OMOJHUTENBHBIX SK3EMIUIIPOB
(TUpaxxupoBaHUE) KOH(UICHIIMATbHBIX
JIOKYMEHTOB;

2) cHATHME KOMMM C  KOH(UIEHIMAJIbHBIX
JIOKYMEHTOB;

3) MpOU3BOJCTBO BHIMUCOK M3 KOH(PHUICHIIMAIBHBIX
JIOKYMEHTOB.

Ilepeyensb TeM M 3aJaHUM 1JI51 NOATOTOBKHU K
IK3aMeEHY:

1. ITonstue KOH(HJICHIIMATIBLHOT O
JIeITOTIPOU3BO/ICTBA.

2. ITpusnaku KOH(HICHIIMATBHOTO
JIeITOTIPOU3BO/ICTBA.

3. CooTHolleHne KOH(UIEHIUANBHOTO U
OTKPBITOTO JIEJIOTIPOU3BOICTBA.

4, OobmenocTymnHas nHpopManus Hu
nHpOpPMAaIUs OTPAaHUYEHHOTO JIOCTYIIA.

5. CooTHolieHue uHpopMauu

OTPAHWYEHHOTO JIOCTyHma C TOCYIapCTBEHHOM
TallHOMH.

6. Knaccudukanus CBEICHHIA
KOH(MUICHIIMATFHOTO XapaKTepa MO OCHOBaHUSIM,
MIPETyCMOTPEHHBIM JEHCTBYIOIIAM
3aKOHOJIaTEIbCTBOM.

7. CBenieHHs, COCTaBIISIONINE CITYKEOHYIO
TalHy.

8. [Topsimok oOpamieHusi ¢ JOKyMEHTaMH,
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coJiepKalIuMHU CIIykeOHYyI0 uH(pOpMaLIHIO
OTrPaHUYEHHOr'0 PaCIPOCTPAHEHUS.
9. CBeneHusi,  KOTOpble  HE  MOTYT

OTHOCHUTBCSI K CcIykeOHo# TaitHe. ['pud «lms
CIIy’keOHOTO MOJIb30BaAHUS.

10. Caencnus, COCTAaBJISIOIINC
KoMMepueckyto TaiHy. I'pud «Kommepueckas
TaiiHaY.

11. Meponpustusi,  HampaBlIeHHbIE  Ha
3alIUTy KOMMEpPUYECKOM TalHBbI.

12. IlepconanbHble JaHHBIE (CBEACHHUS O
rpaxaaHax). CoctaB NepCOHANbHbIX JaHHBIX.

13. Knaccudukanus HEPCOHAJIbHBIX
JTAaHHBIX.

14. [Tony4yenne u 06pabOTKa MEPCOHATHHBIX

naHHbix. OcHOBHBIE TpeOoBaHUS Hpu 00paboOTKe
MEPCOHATBHBIX JaHHBIX.

15. [lepenaya  mEepCOHANBHBIX  JIaHHBIX.
Omnpenenenne Kpyra JIMl, UIMEIOIINX MPaBoO AOCTyIa
K TIEPCOHAJIbHBIM JTAHHBIM.

16. CBeneHusi,  COCTaBISIIOIIME  TaWHY
CJIEJICTBUS U CYJOIPOU3BOJICTBA.
17. Caenenus, CBSI3aHHBIC c

npodecCHOHANBFHON /IeATeIbHOCThI0  (BpadeOHas,
HOTapuajbHasi,  aJBOKaTCKas  TailHa,  TailHa
MEPenucKy, TeneOHHBIX MEePEeroBOPOB, MOYTOBBIX

OTIIPaBJICHU, TenerpapHbIX 170131 WHBIX
COOOIIIECHUH).
18. CBeneHuss 0 CYyIIHOCTH H300peTeHus,

MOJIE3HONW MOJENIM WJIM NPOMBIIUIEHHOIO 0o0pasia
J10 opuIMaNbHON MyOIMKalMi HHQOPMALIUK O HUX.

19. BapuaHThl CTpyKTYpHOH OpraHuzanuu
KOH(UIEHIIMAIBHOTO J1€T0IPOU3BO/ICTBA.

20. 3amaun W QYHKUMM, TpaBa U
OTBETCTBEHHOCTb  CIYXObl KOH(HIEHIMAIBHOTO
JIeNTOTIPOU3BO/ICTBA.

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

22. Pexxum COXPaHHOCTH

KOH(bI/I)IeHHI/IaJ'IBHI)IX JOKYMCHTOB.
OTBETCTBEHHOCTH 3a pa3rialieHUue CBEACHUMN
KOH(PHUICHIIMAIIBHOTO XapaKkTepa

Ilepeuenv mem u 3a0anuii 014 n0O20MOGKU K IK3AMEHY:

[ToHsATHE KOHPUACHITHATEHOTO JAETONPONU3BOJICTBA.

[Tpu3Haku KOHPHUIESHIIMATHHOTO 1EIOIPOU3BOJICTBA.

CooTHoleHrne KOH(PpUIECHIINAIBHOTO U OTKPBITOTO AEJIONPOU3BOACTBA.
ObmenocrynHas HHGopManus 1 UHGOPMAIIHs OTPAHUYSHHOTO JOCTYTIA.
CooTHotrenre nHPOpMaIUi OTPaHUUEHHOTO JOCTYIA C TOCYIapCTBEHHON TalHOM.

1.

2
3.
4.
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6. Knaccudukanus cBeneHuil KOH(QUACHIMAIBLHOIO XapakTepa [0 OCHOBAHUSM,
MPElyCMOTPEHHBIM IEUCTBYIOIINM 3aKOHOJATEILCTBOM.

7. CaeneHusi, COCTABISIONINE CITY)KEOHYIO TaliHY.

8. Tlopsmok oOpaiieHuss ¢ JOKyMEHTaMH, COAEpXKAIIMMHU CIyXeOHYI0 HH(pOpMaIHio
OTPAaHUYEHHOTO PACTIPOCTPAHEHHUSI.

9. CgeneHusi, KOTOpPbIE HE MOTYT OTHOCHTBCS K clyxeOHou TaitHe. ['pud «Jlnsa
CITy’)kKeOHOTO TOJTB30BAHUS.

10. Csenenusi, cocTaBisOMME KoMMepUueckyto TaiHy. ['pud «Kommepueckast TaitHay.

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

12. TlepconanbHble AJaHHBIE (CBeAEHUS O rpaxkaaHax). CocTaB NepCOHANBHBIX JaHHbBIX.

13. Knaccudukaius nepcoHaqbHbIX TaHHBIX.

14. Tlonmydyenne u 00pabOTKa MEpPCOHAIBHBIX JaHHBIX. OCHOBHBIC TpeOOBaHUS IPHU
00paboTKe epCOHANBHBIX JaHHBIX.

15. Ilepenmaua mnepcoHanbHBIX HaHHBIX. OmnpeaeneHUe Kpyra JHI, UMEIOIIUX MPaBO
JOCTYTIA K IIEPCOHATBLHBIM JJAHHBIM.

16. CaeneHus, COCTaBISIONIUE TalHY CIEACTBUS U CyIOIPOU3BOICTBA.

17. CBenenus, cCBsi3aHHBIE C TNPO(PECCHOHANBHOW JEATENbHOCTBIO  (BpaueOHas,
HOTapUaJIbHAsA, aJBOKATCKas TaiiHa, TaiiHa MEpPEeNHCKH, Tele(hOHHBIX MEPEroBOPOB, MOUTOBBIX
OTIPABJICHHUH, TeJerpadHBIX WIIM UHBIX COOOIICHHMIA ).

18. CeeneHust O CYNIHOCTH HW300pETEHHS, IMOJIC3HOW MOJEIH WM TPOMBIIUICHHOTO
oOpa3ua 10 opunHranbHON MyOIHKAUU HHPOPMAIIH O HUX.

19. BapuaHThI CTPYKTYpPHOI Opranu3anuu KOHQUIACHIIMATBLHOTO JEIOPOU3BOICTBA.

20. Bagaun u (QYHKIUHM, [paBa U OTBETCTBEHHOCTh CIYKObl KOH(HIEHIIMATHLHOTO
JIeTTOTIPOU3BOICTBA.

21. JlokanpHble HOPMATHBHBIC AaKThl, YCTaHABIMBAIOIIME TMOPAJOK pabOThl C
KOH(UICHIIMATLHBIMHA JJOKYMEHTAMHU.

22. PexxuM COXpaHHOCTH KOH(PHUACHIIUATHHBIX TOKYMEHTOB.

23. OTBETCTBEHHOCTH 3a pasriallieHue CBeICHNH KOHPUACHIIMATHLHOTO XapaKTepa.

0) Ilopsnok mpoBedeHHs] TPOMEKYTOUYHOI AaTTECTAIlUM, TMOKA3aTeJd M KPUTEPHUU
OLIeHUBAHUA:

[Ipomexxyrounast arrecrauust 1o aucHuruimHe «KoHduaeHManibHOe AeTOmPOU3BOJACTBOY
BKIIIOUAET TEOPETUYECKUE BOMPOCHI, MTO3BOJISIONINE OIICHUTh YPOBEHb YCBOCHUS 00YUAIOLTUMUCS
3HAHUW, W TPAKTHYECKUE 3a/J[aHMs, BBISBISIONINE CTENEHb CPOPMUPOBAHHOCTH YMEHUU H
BJIIQJICHUN, TIPOBOAMUTCA B (popMme dKk3aMeHa. DK3aMEH MO JAaHHOW AMCLUIUIMHE MPOBOIUTCS B
ycTHOM (hopme B mo BompocaM. OrieHKa BBICTABISIETCS C YYETOM PE3YJIbTAaTOB BBIMOTHEHUS
3a/laHuii Ha 00pa3oBaTEIbHOM MOpTAIE.

Kpumepuu ouenxu (¢ coomeemcmeuu c hopmupyemvimu KOMnemeHUUAMU U RIAAHUPYEMbIMU
pesynomamamu 00yuenus):
[lpu cpaue ox3amena oOyuaroOmMHCA JODKEH TOKa3aTh C(HOPMHUPOBAHHOCTD CIETYIOLINX
KOMIIETECHITAH:

VYK-11 CnocobGeH ¢opmMupoBaTh HETEPHHMMOE OTHOLIEHHE K KOPPYHNIIHOHHOMY
MIOBEJICHHIO

- OnpenenseT Kpyr KOPPYNIMOHHBIX PUCKOB B paMKaX MOCTaBJIEHHOHU IIEJIH U Tpeasiaraet
CTIOCOOBI UX YCTPaHEHHUs, OIIEHUBAET C TIO3UIIUH aHTUKOPPYIIIMOHHOTO 3aKOHOIaTENILCTBA

- [Inanupyer peanusanuio 3agad B 30HE CBOEH OTBETCTBEHHOCTH C YYETOM HUMEIOIINUXCS
peCypcoB W  OTpaHWUYEHHH, JEHCTBYIOIIMX TMPABOBBIX HOPM  aHTHKOPPYIIIHOHHOTO
3aKOHOJIaTeNLCTBA

I[IK-2 CnocobeH OCyHIeCTBISATh JOKYMEHTAIIMOHHOE OOECIEYCHHUE  YIPABICHHS
OpraHu3aluen

- Opranusyer 1 periaMeHTUpPYET JOKYMEHTHUPOBAHME YIPABICHUYECKON NEATEIbHOCTH B
OpraHu3aIu

- Opranusyer 1 periaMeHTHpYyeT TOKyMEHTO000pOT B OpraHU3aliu



- Opranusyer, perjlaMeHTUPYET ONIEPATUBHOE XPAaHEHHUE U UCIIOJIb30BAHUE IOKYMEHTOB
B OpraHH3aluu

— Ha OLEHKY «OTJHYHO» (5 OamnoB) — oOydaroluiicss JEMOHCTPHUPYET BBICOKUN YPOBEHb
C(bOpMI/IpOBaHHOCTI/I KOMHGTGHL{Hﬁ, BJIAACCT KaTCropuaJibHbBIM  ammnaparomM, YMCTb €TI0
UCIIOJIb30BaTh B COOTBETCTBYIOIIEM KOHTEKCTE, yYMETb IPOKOMMEHTHPOBATh OIMpeelieHue,
HOSICHUTD, NPUBECTH IPUMEPHI, WLTIOCTPUPYIOIINE OTACNIbHBIC MoNoKeHus. CTyIeHT u3iaraer
MH(GOpPMALIMIO JIOTMYHO, TOCIEI0BAaTEIbHO, apryMEHTHPYS W KOMMEHTHUPYS MOJIOKEHUS,
UCTIONB3YeT PACCYKIAIOIIUN CTHIIb, BBHICKA3bIBAET CBOIO TMO3UIHIO, (POPMYIHPYET BBHIBOJBI B
KOHIIE BOIIPOCOB.

— Ha OIEHKY «xopomo» (4 Oamna) — oOydaromuics IEMOHCTPUPYET CPEIHUN YPOBEHB
c(OpMHUPOBAHHOCTH KOMIIETEHIMI: OCHOBHBbIE 3HAHUS, YMEHHS OCBOCHBI, HO JOIMYCKAIOTCS
HE3HAYUTCIIbHbBIC OH_II/I6KI/I, HCTOYHOCTH, 3aTPYAHCHUA IPHU aHAJIMTUYCCKUX OIICpalusix, IICPCHOCC
3HAHUU U YMEHUU Ha HOBbIE, HECTAHIAPTHBIE CUTYAI[HH.

— Ha OLIEHKY «YyIOBJIETBOPHMTEJbHO» (3 Oayia) — oOyyarouuiicss J€MOHCTPUPYET MOPOTOBBIH
ypoBeHb CHOPMUPOBAHHOCTH KOMIIETEHIIHI: B X0/1€ KOHTPOJIbHBIX MEPOIPHUSITHI JOMYCKAIOTCS
OIIMOKH, TPOSBISIETCS OTCYTCTBUE OTACIBHBIX 3HAHWN, YMEHHH, HAaBBIKOB, OOyYaromIMKCs
WCIBITHIBACT 3HAYUTENbHBIC 3aTPYAHEHHS MPH OMEPUPOBAHUU 3HAHUSAMHU U YMEHUSIMU IMPU UX
MEPEeHOCE Ha HOBBIE CUTYaIIUU.

— Ha OIICHKY «HeYI0BJIEeTBOPUTEJbHO» (2 Oamia) — oOydaroUIMiics JEMOHCTPUPYET 3HAHUS HE
6onee 20% TeopeTUUecKoro MaTepuaa, JOMyCKaeT CyIlleCTBEHHbIE OINOKH, HE MOXKET ITOKa3aTh
HHTCJUICKTYAJIbHBIC HABBIKW PCIICHUA ITPOCTHIX 3a1a4.

— Ha OIICHKY «Hey/10BJIeTBOPUTeIbHO» (1 6ain) — oOydaromuiics He MOKET MOKa3aTh 3HAHUS Ha
YPOBHEC BOCIIPOU3BCACHUA U 00BSICHEHHS I/IH(1)OpMaIII/II/I, HC MOXKCT IMOKa3aTbh MHTCJUICKTYAJIbHBIC
HABBIKU PEUICHHS MPOCTHIX 33]1a4.



[MTPUJIOXEHUE 3

Metoanueckune YKa3aHusA:

Memoouueckue pexomenoayuu 0/ HOO2OMOBKU K IKIAMEHY

[Ipu monroroBke K 3aueTy o0co0oe BHHMaHHE CJIEIyeT OOpaTUTh Ha CIEAYIOIIHNE
MOMEHTBI: COOTHOLICHHE KOH(UACHIUAILHOTO M OTKPBITOTO JEJIONPOM3BOJCTBA; MECTO
KOH(QHICHIIMATIBHOH HWHpOpPMAMM B CTPYKTYpe HMHPOPMALUU OTPAHUYCHHOTO JOCTYIa,
KJIacCU(UKalus CBEACHUN KOH(PHUACHUUAIBHOTO XapaKTepa; JOKalbHble HOPMATHUBHBIE aKThI,
yCTaHaBIMBAIOLIUE MOPSAOK paboThl ¢ KOH(UIEHIUANBHBIMU JTIOKYMEHTAMHU, OTPa’KaIOLUMU
pa3iuyHble BUABI TailH; COXPAHHOCTh KOH(UIACHIIMAIbHBIX JOKYMEHTOB; OTBETCTBEHHOCTH 3a
pasriaiieHyue CBeJeHU KOHPUIEHIIUAIBHOTIO XapaKTepa.

Metoanyeckre peKOMEHIAINH 10 BHIMOIHECHUIO 3a/1anust «Komniexc mep no 3auwume
KoHguoenyuanvnoit ungopmayuu. Cmpykmypnas opeaHu3auus KOHPUOEHUUATbHO20
0e10npPou3600cmear:

[IpakTuyeckoe 3amanue BeImosHsAeTCs B ¢opmare Microsoft Office Word 2003 ¢

yKa3aHHEM HOMEpa MyHKTA.

B nmynkTe 2 nomkHa OBITh MPEJICTaBICHA CTPYKTYpa OPraHU3alluu C BBIJICICHUEM B HEl
CITY>KOBI KOH(DHUICHIIMATBHOTO JISIONPOU3BO/ICTBA.

B myHkTe 3 JOMKHOCTHOM COCTaB JOJDKEH COOTBETCTBOBATh (0IIepoccuiickoMy
Kiaccudukaropy mpodeccuii pabouux, JODKHOCTEH CIyKamux W TapuHbIx paspsaoB (OK
016-94).

B ITYHKTC 4 JOJIZKCH OBITH IpeaACTaBJICH CIIMCOK HOPMATUBHLBIX aKTOB, IIPHU 3TOM CJIICAYCT
YUUTBIBaTh UX IOPUAUYECKYIO CHILY: OT (peiepalibHbIX J10 JIOKAJbHBIX HOPMaTUBHBIX akToB. [Ipu
paBHOM CTaTyce JOKYMEHTOB MX B3aMMHOE PACIIONIOKEHUE OMPEAETISETCS IO XPOHOIOTHH.

B nynkre 5 «llepeuenr BuaoB uHbopmanuu KOH(GUICHIHAILHOTO XapakTepay»

PCKOMEHAYCTCA O(l)OpMJ'ISITB B CJICAYyromieM BUIC:

Ilepeyenb BuI0B HH(poOpManu KOHPUACHIHAIBHOIO XapaKTepa

JomxHocTHBIE MUIa (TToApa3AeeHus),

No HanmMeHnoBaHue cBeieHUH, Cpox
HUMEIOIIUE MTPABO PACTIOPSIKCHHUS
T1/T1 (OTHOCATINXCS K KOHDUICHITUATLHBIM| KOH(UICHIINATEHOCTH
CBEJICHUSIMH
1 2 3 4

B mynkte 6 «llepedeHp MOKYMEHTOB, cojaepXamux HHPOPMAIHUIO KOH(UICHIIMATEHOTO

XapakTepay peKoMeH1yeTcs 0hOpMIISTh B CIEAYIOLIEM BUE:

IlepeyeHb TOKYMEHTOB, coAep:KaluX HHpopManNI0 KOH(PHUICHIHUAIBHOI0 XapaKTepa

11/11

Jlomxk-
Ilonpas- [Mogpas HOCTHEBIE
P P ITepuo-
JEIICHUS WK | IEJICHHUS WIM | JINIQ,
Cpok Komn- Y-
OcHoBa- JIOJDKHOCTHBIE | JOJDKHOCTHBIE | YTBEPK-
o |Hanme-noBaHue KOH(U- YeCTBO HOCTb
HUE 7151 KOH(H- ML, OTBETCT- JINILIA, JIaroIue |Atpe-catsbl
JIOKYMGHTa JICHIOIUAJIb- DK3CMII- n3gaHuA
ITeHIINAIB-HOCTH BEHHBIC 32 | coryiacyrommue | (Tmoamu-
HOCTH JISIPOB JIOKY-
ITOATOTOBKY JTOKY- CBIBa-
MEHTa
JIOKyMEHTa MEHT TOIIIKE)
TIOKYMEHT
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MeTtoanyeckie PEKOMEHAAMH IO BBINOIHECHUIO 3aJaHusd «YdeT KOHd)I/II[eHHI/IaJ'IBHBIX

IOKYMEHTOBY:
[MpakTrueckoe 3a1anue BBIONHsACTCS TUcbMeHHO B hopmare Microsoft Office Word 2003

C YKa3aHMEM HOMEPA IIyHKTa.

B nynkre 1 nomxHo OBITE 0O)OPMIIEHO HE MEHEE ISATH MOPSAIKOBBIX HOMEPOB B KaXKIOM
YUYETHOM XKYpPHaJIe U PEECTpe U3 CIIUCKA C 3all0JHEHUEM Bcex rpad, He MEeHee TpeX KapTodek Ha
KaQ)KJIbIM BUJ| KAPTOUKH U3 CIIMCKA U HE MEHEE TPEX IUTAaMIIOB Ul Pa3HBIX BUJIOB JJOKYMEHTOB.

B mynkTe 2 Bce paspabaTbhiBaeMble KOH(GUICHIHAIBHBIC JOKYMEHTHI JIOJDKHBI OBITh
opopmiensl cormacHo TpeboBanusiM ['OCT P 6.30-2003 «YuHudummpoBanHas cucreMa
JIOKYMEHTAIUH. YuudunupoBanHas cucTema OpraHU3aIMOHHO-PACTIOPAIUTENLHOM
JTOoKyMeHTaruu. TpeboBaHus K OGOPMIICHHIO JOKYMEHTOB», BKJIIOYas HEOOXOIMMBIC
JIOTIOTHATEIIFHBIC PEKBU3UTHI, XapaKTepHBIC Il KOHPHUICHIIMATHHBIX JIOKYMEHTOB.

[To kaxgoMmy yKazaHHOMY BHUIY KOIHUPOBAaHUS JIOJDKEH OBITH OGOpMIICH OIWH
KOH(UICHIIMATBHBIA JOKYMEHT W HEOOXOJUMOE KOJIMYECTBO JSK3EeMIULIPOB KOomui (1o
YCMOTPEHHIO) ¢ 0(hOpMIICHHEM BCEX HEOOXOUMBIX PEKBU3UTOB U OTMETOK, KaK Ha JIUICBOM, TaK
U Ha OOOpPOTHOW CTOpPOHE KOHQUACHIMAIBLHOIO JOKYMEHTa, HAHOCHMBIX B IIPOIECCE
U3rOTOBJICHHSI KOIIMI HA IOKYMEHT U Ha CaMH KOITHH.

MGTOI[I/ILIGCKI/IG PEKOMCHAIINH 10 BBITTOJTHCHHIO 3a/1aHUA «HOMGHKJ’I&TVDa ACTD).

[Ipaktuueckoe 3amanue «HoMmeHkmatypa nem» BBITIOJHIETCS MHCHbMEHHO B (opmate
Microsoft Office Word 2003 ¢ ykazanuem HOMepa IyHKTAa.

B nynkre 1 nomkHa ObITH OopmileHa HOMEHKJIATypa KOH(QHUACHLIHAIbHBIX IEN I10
YCTAHOBJICHHOH (popMe, C yKazaHHEM He MeHee JecaTH KOH(PUISHIINATbHBIX JIEN, C 3all0JIHEHUEM
BCEX HEOOXOAMMBIX Ipad TaOIMYHOM YacTH JIOKYMEHTa IO KaXJIOMy Jeny (ToMy) M BCex
HEOOXOIMMBIX MOANHUCEHN U BU3.

PexkBU3UTBI HOMEHKIATYphl KOH(QUACHUUAIBHBIX JENl JOKHBI OBITh  O(QOPMIIECHBI
cornmacHo TtpeboBanmsimM ['OCT P 6.30-2003 «YuuduuupoBaHHas cHcTeMa IOKYMEHTAIUH.
YHuUIMpoBaHHas CUCTEMa OPTaHU3alMOHHO-PACTIOPSIIUTEIFHON TOKyMeHTauu. TpeGoBaHMs
K OQOpPMIICHHIO JIOKYMEHTOB», BKIIOYass HEOOXOIAMMBIC [OMOJHUTEIbHBIE PEKBU3UTHI,
XapakTepHbIe 1151 0hOpMIIeHUST KOH(DUICHIINATBHBIX JIOKyMEHTOB.

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

Homenknarypa KOH(UICHIMANBHBIX JIe] MOXeT ObIThb o(opMiIeHa B BHJIE KapTUHKHU C
YCIIOBHEM CBOOOJIHOTO M YETKOT'O MPOUTEHUS BCEX PEKBU3UTOB U OTMETOK.

B nynkre 2 Bce pa3pabarbiBaeMble KOH(HIECHIMANIbHBIE JOKYMEHTHI JOJKHBI OBITH
0(OPMIIEHBI COTJIACHO TUMOBBIM (hOpMaM.

JlomkHO ObITH 0O(hOpPMIIEHO HE MEHEE OHOI0 YKAa3aHHOTO IOKYMEHTA.

BuyTpenHsiss onuch JOKYMEHTOB Jejia JOJDKHA COAEpKaTh HE MeHee 15 pa3nmuyHbIX
KOH(I)I/I,Z[CHI_II/IEUILHBIX JAOKYMCHTOB, KOTOPBIC IO CBOCMY COJACPKAaHHUIO MOI'YT COCTAaBJIATH OIHO
KOH(HICHIIMATIBHOE JIEJIO.




B mcre-3aBepuTene aena J0DKHO 0053aTENbHO COACPKATHCS yKa3aHHe Ha 0COOCHHOCTH
(GU3NIECKOTO COCTOSIHUS KOH(DHMICHIMANBHBIX JOKYMEHTOB Jiela W OCOOCHHOCTH WX
dhopMHUpOBaHHS.

AKT 0 BBIJICICHUH K YHUYTOXKCHUIO KOH(PHUICHIMAIBHBIX NI U JTOKYMEHTOB JOJDKEH
COJIepKaTh HE MEHEE CEMU TMOPSAKOBBIX HOMEPOB C 3aMOJIHEHUEM BCeX rpad.

Bce mOKyMEHTHI M3 CHUCKA JOJDKHBI OBITH MPEICTaBICHBI KaK TOTOBBIC JOKYMEHTHI C
oopMIICHHEM BCeX HEOOXOIUMBIX TOJIITUCEN U BH3.

I[OKYMGHTBI MOI'yT OBITh O(l)OpMJ'IeHI)I B BUJC€ KapTUHOK C YCIIOBUEM CBO6OI[HOFO " 4YE€TKOI'O
IMPOYTCHUA BCCX PCKBU3UTOB U OTMCTOK.



