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aKkTyaru3anus yaeGHO-MEeTOIMIECKOro 1
HH(OPMAIOHHOTO 0becreYeH s
JUACIAILIHHEIL,

aKTyaJIn3alisi MaTepHAIbHO-
TEXHHYECKOr0 00ecreyeH s
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23.10.2017, Ne 2

P

—
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m.8,

n.9.

aKTyaaH3anus y4eOHO-MeTOIHYECKOro 1
| HH(OPMAIIHOHHOTO 0becTIeYeH s
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01.10.2018, Ne2
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TEXHHYECKOTO obecreyeH s
JUACLIMILIHHBL

03.09.2020, Ne 1
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1 Heau ocBOCHNS AUCHUNIMHBI (MOAYJIs)

IenssmMu ocBoeHUst AUCIUIUIMHBI (Moayisi) «KoHuaeHIHaIbHOE ACIONPOU3BOACTBOY
SBIISIIOTCS.: U3YYCHHE HOPM JEHCTBYIOIMIErO 3aKOHOMATENBCTBA B 00JIaCTH OOpaOOTKH JOKY-
MEHTOB, COJICpXAaIMX CBEACHHUS KOH(DHICHIIMAIBLHOTO XapakTepa, MPAaKTUKH NMPUMEHEHUS
9THX HOPM JIJISl UX TIOCTEAYIONIETO KBATM(UIIMPOBAHHOTO MPUMEHEHHS B IPAKTUICCKON [T sI-
TENLHOCTH.

2 MecTo TUCHUILTHHBI (MOYJIsl) B CTPYKTYpe 00pa30BaTeIbHON NMPOrpaMMbl
MOJAroTOBKH 0akaJjiaBpa (Marucrpa, creuuasamcra)

Hucunnuna «KondpuaenmansHoe aenonpoussoactso» (b1.5.27) Bxoaut B 6a30Byt0
4acTh 00pa3oBaTeIbHOM MporpamMmel 1o HampasieHuto 46.03.02 JlokymeHTOBeIeHHE U apXH-
BoBeneHHe (poduiib «JlOKyMEHTOBEIEHHE U JOKYMEHTAIIMOHHOE O0ECleueHHUe yIpaBiie-
HUS).

Jnst u3ydeHus: AMCHUILIMHBI HEOOXOIMMBbI 3HAHUS (YMEHUS, BIIaJCHUs), CHOPMUPOBAH-
HBIE B pe3yibTaTe U3y4eHHs AUCUUILINH. BBenenue B nmpodeccuto, ['ocynapcrBeHHble, MyHU-
LUIAIbHBIE U BEIOMCTBEHHbIE apXuBbl, [leJIONPOU3BOJACTBO KOMMEPUYECKUX MPEIIPUATHH,
Jlenonpou3BOACTBO MYHUIIMIAIBHBIX YUpexAeHUN, JJOKyMeHTallMOHHOE 0OecTieYeHHe aJMHU-
HUCTPATUBHBIX OTHOIIEHUN B P®, JlokyMeHTallMOHHOE 00ecneueHne apXUBHOIO Jieja U UH-
dbopmarmonnoit cepsl B PO, JlokyMeHTaIIMIOHHOE 00ecledeHne TOCYJapCTBEHHOTO YCTPOM-
ctBa B P®, JlokyMeHTallMOHHOE 0OecreueHre IrpaXaaHCcKuX oTHoIIeHul B PO, JlokymeHTa-
MOHHOE o0OecrneueHre TpyAoBbix oTHomeHui B PD, Nnnekcanus u kogudukamus uapopma-
M B npodeccuoHanbHOi aestensHocTH, MHpOpMaTuka, KaapoBoe aenonpou3BOACTBO H
apXMBBI JJOKYMEHTOB 10 JINTUHOMY COCTaBy, MoJienupoBaHuE CUCTEM JJOKYMEHTALIMU OpTraHU-
3anmu, Opraiuzanys U TEXHOJIOTHSI IOKYMEHTAallMOHHOT0 o0ecrieueHus yrnpasieHus, OCHOBBI
apxuBoBeJieHHs, OCHOBBI ceKpeTapckoro oociyxkuanus, [IpoaBukeHre HaydHOH NpoOIyK-
1y, [IpoexTHast 1eATeNnbHOCTb.

3HaHus (yMEHUs, BIIAJICHUs), TOJYYEHHbIE IPU U3yYeHUU JaHHOW JUCHUILIUHBI OyIyT
HEOOXOIUMBI Ul W3Y4YEHHUS ITUCHUIUIMH: JIOKyMEHTHpOBaHHE J€ATEIbHOCTH Herocyaap-
CTBEHHBIX opranum3ainuii, JlokyMeHTalMoHHOe OOecleyeHne yIpaBlIeHUs] Ha MpeInpUsTHIX
Pa3IUYHBIX OpPraHU3allMOHHO-TIPaBOBBIX (opM, JIOKyMEHTHI U JOKYMEHTOOOOPOT B Oyxrai-
TEPCKOM yueTe, MeKyHapoIHble CTaHJapThl YIPaBICHUS JOKyMEHTaMu, MeToIbl palioHa-
mu3anuu JIOY, O6paboTku M 3amuTa JOKYMEHTHPOBAaHHON uH(opmanuu, OpraHuzanus u
TEXHOJIOTUS TOKyMEHTALIMOHHOTO obOecreueHus ynpasieHusi, [lepcoHanbHble JaHHBIE U HUX
JIOKYMEHTUPOBaHUE, YTIpaBiieHue MHPOPMAIMOHHBIMHU pecypcamu B Poccun u 3a py0Oexom,
CoBpeMeHHbIe TPOOIEMbI JOKYMEHTOBEICHHS M apXUBOBeAeHus, [Ipon3BoICTBEHHAS - MTPaK-
THKA 10 MOJYyYEHHUIO Mpo(decCnoHaNbHBIX YMEHHUM U OMbITa NMPO(PEeCcCCHOHAIBHON AESTEeIbHO-
ctH, [Ipon3BoAcTBEHHAs — NpeIIUIUIOMHAs NPAaKTHKa, ['ocyjapcTBEHHAs UTOroBasi aTTecTa-
IS

[Ipyu ocBoeHMM AAHHOW AMCUUIUIMHBI HEOOXOIUMBI 3HAHMS, YMEHUS M HaBbIKH B
O(QOpPMIICHUH M COCTaBJICHUU JIOKYMEHTOB; 3HAHHE 3aKOHOJATEJIbHBIX M HOPMAaTHBHO-
METOAMYECKHX JOKYMEHTOB B cepe nH(pOpMAMKU U TOKYMEHTHPOBAHUS; 3HAHUE TPABOBBIX
HOPM, MpPeyCMaTPUBAIOIINX OTBETCTBEHHOCTD 3a ONPEIEICHHBIN BU ICTHUM.

3 Komnerenunu odyyawuerocsi, GopMupyembie B pe3yJibTaTe 0CBOCHHS
AUCHUILUIMHBI (MOAYJIs) M INIAHMPYeMblIe pe3yJbTaThbl 00y4eHust

B pesynbrare ocBoeHus nucuuriuiiHbl (Moayns) «KoHbuaeHMaapHOe ASIONPOU3BO/I-
CTBO» O0OYUaIOIIUICS TOKEH 001a/1aTh CIEYIOIIMMHA KOMITETECHITHSMHU:



CTpyKTypHBI
JJIEMEHT

KOMIICTCHII N

[Tnaaupyemblie pe3yiabTaThl O0yUeHUS

OIIK-1 cmoco0HOCTBIO HCIIOJIL30BATH TCOPETHYCCKUEC SHAHUA U METOAbI UCCTICT0BAHUSA

HA MPaKTHKeE

3HaTh

OCHOBHBIC ONIPECACIICHUA W NOHATHA, OCHOBHBLIC MCTObI PICCJICI[OBaHHﬁ,
OnmpeACIICHUA IMPOLUECCOB HCIIOJB30BaHUA TCOPETHUYCCKUX 3HAaHUU U Me-
TOOOB UCCIICAOBAHW HA IPAKTHUKE

YmMmets pacrnio3HaBath 3G GeKTUBHOE pelieHrne 0T HedP(HEKTUBHOTO,
MPUMEHSTh TCOPETHYECKUE 3HAHUS U METOJbl MCCIEAOBAHUS 3HAHUS B
poECCUOHATIBHOMN JICATEIIbHOCTH; UCIIOJIb30BaTh UX HAa MEXKIUCIUILIHU-
HAapHOM ypOBHE;
KOPPEKTHO BBIPAKATh M apTyMEHTUPOBAHHO OOOCHOBBIBATH TEOpPETHYE-
CKHE 3HAHUS U METOJIbI UCCIICIOBAHNSI HA TPAKTUKE

Brnanets NPaKTUYCCKHUMHU HaBBIKAMU, CITIOCOOAMU OICHUBAHUS 3HAYUMOCTH U

HpaKTH‘{eCKOfI IMPUTOJHOCTHU HUCIIOJIL30BAHHA TCOPETHUICCKUX 3HAHUH U
MCTOH0B HUCCJICAOBAaHUS HA ITPAKTHKEC, OCHOBHBIMH MCTOAAMH PCIICHUA
3aJa4 B 00J1aCTH UCIIOJIH30BaTh TCOPCTUUCCKHUEC 3HAHUA U MCTO/AbI
HCCIICNOBAHUS HA ITPAKTHUKC,

IIK-5 BiaageHneM TeHACHUUSAMHM Pa3BUTHA HHGOPMANUOHHO-IOKYMEHTAMOHHOIO
o0ecrnieyeHusi YIPaBJIeHUs U APXUBHOIO JeJia

3HaTh

oOmienpogeccuoHalbHble TEOPETUYECKHE U METOAMUYECKUE OCHOBBI pa3-
BUTHSI WHPOPMALMOHHO-TOKYMEHTAIMOHHOTO O0ECTICYeHHS YIPABICHUS
Y apXHUBHOIO Jeja

VYmMmern

IPUMEHSTh Ha MpaKTUKe oOuienpodeccuoHaibHble TEOPETUYECKUE U Me-
TOJIMYECKHE OCHOBBI DPAa3BUTHUA HH(POPMAIMOHHO-TOKYMEHTAIIMOHHOTO
o0OecrnieyeHys ynpapiaeHUsl U apXUBHOTO JeNIa

Bnanets

crocob6aMu OlIEHWBaHHUs 3HAUMMOCTH M TPAKTHUECKOM MPUTOTHOCTH pa3-
BUTHSI UH(POPMAITMOHHO-TOKYMEHTAIIMOHHOTO O0ECIIeUeHUs yIpaBIeHUS
Y apXUBHOIO JeNa

IIK-12 c¢noco0HOCTBLIO BBISIBJIATHL U OTﬁl/IpaTl) HOKYMEHTHBI JIdA pa3sHbIX TUIIOB U BH/0B

nyoJauKanun

3HaTh IIpaBWJia U1 METOJIMKY BBISIBJICHHUS U 0TOOpA JOKYMEHTOB JJISl pa3HbIX TH-
NIOB U BUJIOB MMYOJUKAIUI

YmeTh MPUMEHSTh BbIOpAHHBIE JOKYMEHTHI JUISl pa3HbIX THUIIOB M BUAOB MyOIH-
Kalui B MpoQecCHOHAIbHON JesITeIbHOCTH; UCIONb30BaTh UX HAa MEX-
JUCIUIIMHAPHOM YPOBHE

Brnanets MPAKTUYECKUMH HABbIKAMU BBISBIEHUS M OTOOpa JOKYMEHTOB JUIs pas-

HBIX THUIIOB U BUI0B Hyﬁ]’[HK&HHﬁ 1 HaBBIKaMM UX HCIIOJIB30BaHUA

ITK-17 BiaageHuem MetoaamMu 3amThl HHGOpMAUUK

3HaTh oOmienpogeccuoHaNbHbIe TEOPETUUYECKUE M METOJNYECKHE OCHOBBI MH-
(dbopMaImoHHON 6€30MaCHOCTH U 3alTUTHl HHOPMAUU

YmMmeth pacrio3HaBaTh 3(p(EeKTUBHOE NpPUMEHEHHE B MNPOQPECCHOHATIBHON jes-
TEJIbHOCTU METOJIOB 3aIlMThl HH(OpMalUK 0T HeAP(HEKTUBHOTO

Brnaners NPAaKTUYECKMMU HABBIKAMU 3alllUThl MHPOPMALMU U HaBBIKAMH HX HC-

IIOJIB30BaHUA

ITK-20 coco0HOCTHIO HCNOJIb30BATH MPABUJIA OPraHU3aALMHU BCeX ITanoB padoThl ¢ J10-
KYMEHTAMH, B TOM YHCJIe APXMBHBIMHU IOKYMEHTAMH

3HaTh o0riernpogeccuoHaNbHbIe TEOPETUYECKHE U METOIMYECKUE OCHOBBI Opra-
HHU3allUU BCEX 3TAroB PabOTHI ¢ JOKYMEHTAMH, B TOM YHCJIE apXWBHBIMH
JOKYMEHTaMH

YMmeTh pacrio3HaBath 3¢ (EeKTUBHOE NpPUMEHEHHE B NPOPECCHOHATIHHOM jes-

5




CTpyKTypHBI

JJIEMEHT [Tnanupyemble pe3yabTaTbl 00y4eHUs
KOMIIETEHIIUHU
TEJILHOCTHU TPaBUJIa OPraHMU3aLUHU BCEX 3TANOB pabOThI C JOKYMEHTaMHU, B
TOM YMCJI€ APXUBHBIMU IOKYMEHTaMHU OT HE3(PPEKTUBHOTO
Buaners IIPAaKTUYECKMMHU HAaBBIKAMHU MCIIOJb30BaHUSA HA MEXKIUCLUUIIIIMHAPHOM

YPOBHE ITpaBUJI OpraHu3anuu BCEX 3TaIllOB pa6OTI>I C IOKYMCHTaMH, B TOM

YHUCJIC apXUBHBIMU JOKYMCHTAMU

IIK-26 BiageHneM HaBbIKAMHU 00Pa00OTKH JOKYMEHTOB HA BCeX ITamax JOKyMeHT0000-

poTra, CuCreMaTus

AllUHu, COCTABJICHUA HOMCHKJIATYPbI J1€J1

3HaTh

OCO6CHHOCTI/I, [MpaBujia WU IPUHIHAIIBL O6pa6OTKI/I JOKYMCHTOB Ha BCCX
oTalax I[OKYMGHTOO60p0Ta, cucremMaru3sanmum, COCTAaBJICHHMA HOMCHKIIA-

TYPBI OCJI

YmeTh

06pa6aTBIBaTB JOKYMCHTBI Ha BCEX dTallaX )IOKYMGHTOO6OPOT8., CHUCTEMaA-
TU3UPOBATHL HUX, COCTABJIATL HOMCHKIIATYPBI ACJI; MCIIOJb30BATh JAHHBLIC
SHAHUS Ha MCKANCIUIVIMHAPHOM YPOBHC

Brnaners

BO3MOXHOCTBIO MCKIAUCHUIITIMHAPHOTO IMPHUMCHCHUA HABBIKOB o6pa60T-
KN JOKYMCHTOB Ha BCCX 3Tallax I[OKYMCHTOO60pOTa, CUCTEMAaTHU3aluu,

COCTaBJICHUS] HOMEHKJIATyphl Jell

JIIK-2 cnoco0H

OCTHI0O OPHUEHTHPOBATHLCSI B 3aKOHOJATEIbHOWH M HOPMATHBHO-

MeToau4ecKoi 0a3e MHGPOPMAIHOHHO-TOKYMEHTALIMOHHOTO 00ecTeyeHusl YNPaBJIeHus: u
APXUBHOTIO /IeJIa U CMEKHBIX 00J1acTei

3HaTh

3aKOHOJATEIBHYI0 U HOPMAaTHBHO-METOINYECKYI0 0a3y HHPOPMAIMOHHO-
JIOKYMEHTAITMOHHOTO O0ECIICYCHHUsI YIIPABICHHSI U apXUBHOTO JIEIIa; Mpa-
BOBYIO 0a3y CMeXHBIX obOnactelt B chepe KOHPUIESHIIUATBLHOTO JIETI0MPO-
W3BOJICTBA

VYmMmern

MNPUMCHATH n ONCprUpoOBaThH SaKOHOI[aTeJ'IBHOI\/JI n HOPMATUBHO-
MeToAnYecKor 0a30il JOKYMEHTAI[MOHHOIO OOecleueHUs! yIpaBlIeHus U
apXMBHOTO JieJa, a TaK)Ke€ CMEKHBIX obnactell B cpepe KOHPUIAEHIINATb-
HOTO JIeJIONPOU3BOJICTBA

BrnaneTs

crocob6aMy OIEHUBAHUS 3HAUMMOCTH M MPAKTUYECKOW MPUTOAHOCTU HUC-
MOJIb30BaHUs 3aKOHOJATEIbHOH M HOPMAaTMBHO-METOJIMYECKOH 0a3oif
MH(OPMaLMOHHO-A0KYMEHTAIIMOHHOTO O0OEeCIeueHusl YIpaBiIeHUs U ap-
XMBHOTO JieJla U CMEXHbIX o0JacTelt B chepe KOH(PUACHIUAIBHOTO JIEJI0-

IIPOU3BOJICTBA

JIIK-6 cnocoGHOCTHI0O OPraHu30BaTh padoTy C AOKYMEHTaMH, COJepsKaluMu UHpop-
MALMI0 OTPAHUYEHHOI0 10CTyNa

3HaTh oOuienpodeccuoHaibHble TEOPETUUECKHE U METOAMYECKHE OCHOBBI pado-
Thl C JIOKYMEHTaMH, COAEpXallUM{U HH(POPMAIUI0 OrPaHUYEHHOIO J10-
cTyna

Ymerb OCYILIECTBIISATh U OPTaHU30BBIBATh pabOTy Ha NMPo(hecCHOHAIBHOM YPOBHE
C IOKyMEHTaMH, COAEP KalIMMHA HHPOPMAIIUIO OTPAaHUIEHHOTO JOCTYIa

Brnaners HaBBIKAMU T10 OCYIIECTBJICHUIO M OpraHM3aluu paboThl Ha MpodeccHo-

HAJIbHOM YPOBHE C JIOKYMEHTaMHM, COJepKallMMHU HUH(OPMAILIUIO OTpaHu-

YCHHOI'O JOCTYyIla

4 CTpyKTYpa U colepkaHue IMCUUILIUHBI (MO1YJIs1)

OO6mias TpyA0eMKOCTh AUCIUIUTHHBI cocTaBisieT 3 eauaun] 108 wdacos:
— KOHTakTHas pabota — 6,7 aKaj. 4acoB:

— ayauTo

pHas — 6 aKaj. 4acoB;




— BHeayautopHas — 0,7 akaj. 4acoB

— camocTosTenbHas padora — 97,4 akaj. 4acos;

— TOJrOTOBKA K 3a4ery — 3,9 akaj. yaca.
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1. Pazpen. CymHocTs 1 3
0Cc00EeHHOCTH KOH(DUICH-
[IAAJILHOTO JCIIONPOU3BO/I-
cTBa
1.1. Tema. Kordumenmu- 0,25/] 0,5/ 5 |IloarotoBka k|Ompoc TIK-12
anbpHas nHpOpMaIus u ee 0,25| 0,5 snekuuu. [lon- —3y8
BUJIBI FOTOBKA  BEI- CK-2 -
CTYIUICHHH 110 3y8
BHJIaM TallH
1.2. Tema. Opranu3zanus 0,5/ 5 [|IloaroroBka k|Ompoc TIK-5 —
KOH(HUICHIIHATILHOTO JIe- 0,25/ 0,5 JIEKIUH. 38
JIOTIPOU3BOJICTBA 0,25 [K-12
—3)8
IICK-2
—3)8
TICK-6
—3)8
1.3. Tema. Komnuiexc mep 0,25/ 6 [|[TomgroroBka k|Ilomroroska |I1IK-12
10 3aIIUTe KOHPHUICHIIN- 0,25 nekiuu.  Pa3-|BBICTYIUICHHS |— 3y8
aJIbHOM MHpOpManun pabotka  10-|c mpe3eHrtauu- |I1T1K-
KYMEHTOB He-|el 17 -
00XOIMMBIX 3)8
st paboThI [1CK-6
CIIy’)KOBl  KOH- — 38
buneHnnamb-
HOT'0 JIeJo-
IIPOU3BOJICTBA
1.4. Tema. Cucrema no- 0,25/ 5 |IToagroroBka k|CoctaBienue |ITK-17
cTyna K KOoH(pHIeHIIHAIb- 0,25 nexknuu. Pa3-|makera qoky- |- 3y8
HBIM JJOKyMEHTaM pabotka Ilo-|MeHTOB MO [ICK-6
JIOKEHHUS O|peXHuMYy 10-  |— 318
CHUCTEME  JI0-|CTyma
cTynma K KOH-
buaeHIMAaTb-
HBIM JIOKYMECH-
TaMm
1.5. Tema. Pexxum coxpasn- 0,5/ 5 [|IloaroroBka x|Ompoc [1K-17
HOCTH KOH(UCHIHAIb- 0,5 nexkuun. U3y- —3)8




. dopMbI TeKy- ’E §
AynutopHas § E; Bt camocTo- IIEro u g GEJ
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HBIX IOKYMEHTOB yeHue 00opy- [1CK-2
JIOBaHUS  He- —3)8
00X0IMMOT0 TICK-6
It obecrieye- —3)8
HUS ~ COXpaH-
HOCTH KOH(pH-
JICHIIMATbHBIX
JIOKYMEHTOB
1.6. Tema. OTBEeTCTBEH- 0,5/ 5,4 |IlogroroBka k|Amnanus 3axo- [I1K-17
HOCTb 32 pa3riialicHue 0,5 JICKITUH. HOJIATEIBHBIX |— 3V6
CBEJICHHUI KOH(HICHITH- aKTOB [1CK-2
QIBHOTO XapaKTepa —3)8
[1CK-6
—3)8
HToro mo pazaeny 212 | 1/1 31,4
2. Paznen. Opranuzamms
KOH(UICHIIMATHEHOTO J10-
KyMEHTO000pOTa
2.1. Tema. Haznauenue u 0,25/| 0,5/ 6 |[loaroroBka k|Ompoc TIK-17
BU/IbI yueTa KOHPUACHIIN- 0,25]| 0,5 nekuuu. Pas- — 38
AJIbHBIX JOKyMEHTOB. YUeT paboTka u 3a- I1K-26
HOCHTEJICH KOH(pHIeHIH- TIOJTHEHUE —3)8
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5 Obpa3oBaTesibHble  HHPOPMAIIHOHHbIE TEXHOJIOTHH

[Tpu npoBeneHUM 3aHATUN M OPraHU3ALUU CAMOCTOSITEIbHON paboThl CTYIEHTOB HC-
MOJIB3YIOTCS: MPAOUYUOHHbIE MEXHOI02UuU 00yYeHus, IPeIoaraplue nepeaayy nipopma-
MM B TOTOBOM BHJIE, (OpPMUpOBaHUE Y4YEOHBIX YMEHHMH MO 00paslly: JEKIUs-U3T0XKEHUE,
JEKIHSA-00BsICHEHNE, MpaKTUUeCKre padoThl, KOHTpOJbHas pabota u ap. Mcmonmb3oBaHue
TPaJUIMOHHBIX TEXHOJIOTUN 00ecreunBaeT OPUEHTUPOBAHHUE CTy/EHTa B MOTOKE MH(pOpMa-
IIUH, CBSI3aHHOW C PAa3IMYHBIMH TIOJXO/AaMHU K ONPEAETICHUIO CYITHOCTH, COJCPKaHUs, METO-
JI0B, (hOpM Pa3BUTHUS U CAMOPA3BUTHUS JIMYHOCTH; CaMOONPEEICHHE B BEIOOPE ONTUMAIILHOTO
NyTH U CIIOCOOOB JIMYHOCTHO-TIPO(ECCHOHAIBHOTO Pa3BUTHS, CUCTEMATH3AIMIO 3HAHUH, T10-
JYYEHHBIX CTYACHTaMH B Ipoliecce ayJUTOPHOM U caMocToATeNbHOM paboThl. [lpakTnueckue
3aHATHUS 00ECNIEUNBAIOT Pa3BUTHE W 3aKPEIVICHHE YMEHHUN M HAaBBIKOB OIPEICIICHHs [eNIel
3aJa4 CaMOpPa3BUTHUS, a TaKXKe NPUHATHS Haubosee 3()(PEeKTUBHBIX pelIeHUl 10 UX peann3a-
107078

Peanuzanus KOMIIETEHTHOCTHOIO MOAXOJ]A MpeayCMaTpUBAeT MCIOJIb30BaHUE B yueO-
HOM TIPOIeCCEe aKTUBHBIX W WHTEPAKTHUBHBIX (OPM TMPOBENEHUS 3aHATHH (KOMITBIOTEPHBIX
CUMYJISALIMHI, JIEJIOBBIX U POJIEBBIX M, pa300p KOHKPETHBIX CHTYyalluil) B COUETaHWU C BHea-
YIUTOPHOI paboToH ¢ 1enbio (OPMUPOBAHUS U Pa3BUTHS MPO(HECCHOHATBHBIX HAaBBIKOB 00Y-
YAFOLINXCS.

[lpr ocBOEHWH IUCIMILIMHBI HCIIONB3YIOTCS CIEAYIOIINE COYETaHUS BUIOB YUeOHOMH
paboThI ¢ Memodamu u popmamu axkmusuzayuu NO3HABAMENbHOU desimelbHocmy 0aKaIaBpoOB
JUTSL TOCTYDKEHHSI 3aIJITAHPOBAHHBIX PE3yJIbTaTOB 00ydeHUs i (POPMUPOBAHHS KOMIIETEHITHIA:

1. HMudopmanmoHHO-pa3BUBAIOIIUE TEXHOIOTHH. M3ydeHne TeopeTHuecKoro MaTepu-
aJla Ha JIEKIHUAX C UCTOJIh30BAHUEM KOMITBIOTEPHBIX TeXHOJOrHid. CaMOCTOATENbHOE H3yde-
HHUE CIeUUAIbHONW yueOHON M Hay4yHOM JIMTepaTypbl, BKJIIOYAsl AJIEKTPOHHBIE CPEICTBA MH-
dbopmarium.

2. PaszBuBatomue npoOieMHO-OPHEHTUPOBAHHbIE TeXHOJoruu. Pabora Ha mpakTuye-
CKHX 3aHATHUSAX C aKTUBU3ALIMEN MBICIUTEIHHON aKTUBHOCTH, CIIOCOOHOCTH BUJIETH MPOOIEMY
U BBIOMPATH CIIOCOOBI €€ pasperieHus (00Imas AUCKyccHs, paboTa B KOMaHIEC U WHIWUBUIY-
ajbHas JCSATEIHHOCTD).
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3. JIMYHOCTHO-OPHEHTHUPOBAHHBIC TEXHOJOTMH OOYy4YEeHHs. YYeT YpOBHS CIIOCOOHO-
cTeil 00yyaeMbIX U CO3/IaHUE YCIIOBHM Ul pa3BUTUS MHIMBUAYAIBHBIX CIIOCOOHOCTEH. DTO
JOCTUTAeTCs MyTeM MOI00pa MHIMBUAYAIBHBIX 3aJaHUid M OOLICHUS MPEToaaBaTelis co CTy-
JIeHTaMH B (popMe MHIMBUAYAIbHBIX KOHCYIbTALUH.

[Ipu mpoBeneHUM 3aHATUN M OPraHU3ALUU CAMOCTOSITEIBHON pabOTHl CTYIEHTOB HC-
HOJIB3YIOTCS TAKXKE UHMEPAKMUBHbIE MEXHONI02UY 00YUenUs, TIPEATIONIAralolue OpraHu3aluio
00y4eHHUsl KaKk INPOAYKTHMBHOW TBOPUYECKOH AEATEIbHOCTU B PEKHUME B3aUMOJECHCTBUS CTY-
JEHTOB JPYT € APYTOM H € IIPENoAaBaTeiieM.

Jns sddextuBHOTO (HOPMUPOBAHMS 3aIJIAHUPOBAHHBIX KOMIIETCHLIUH CTYIEHTOB HC-
HOJIB3YIOTCS CIEAYIOIIME COYEeTaHUsl BUJOB yuyeOHOM paboThl ¢ MeToaMHu U (OpMaMu aKTH-
BU3AIIMU 00pa30BaTEIbHOM JEATEIbHOCTH:

Metoabl u popMbI Buabl yueOHoii 1eATEIbHOCTH
AKTHBHU3ALMHU Jesi- JIK Cemunap CPC
TeJbHOCTH

Juckyccus X X

IT-meToBI X X

Komannnas pabora

Pazbop keiico

Onepexatomass CPC X

[Ipo6nemHoe o6yueHune

b

R R H I
bl

OO0yueHue Ha OCHOBE
OTIbITa

Hanucanue cratbu

Jenosas urpa X

Meroza npoekToB X X

I[J'IS[ JOCTHIXCHHA IOCTABJICHHBIX ueneﬁ npenoaaBaHvd JUCHUIITIMHBI PCAJIU3YHOTCA CIIC-
Ayromue CpeaCTBa, CIocoObI U OpraHu3alilMOHHBIC MCPOIIPUATH:

CaMOCTOATCIIBHOC U3YUYCHUEC TCOPECTHUYCCKOr0 MaTrcpuraia AUCHUILTIMHBI C MCIIOJIb30-

BanueM Internet-pecypcos, nunpopmarmoHHbIX 0a3, METOJUYECKUX PA3paOb0TOK, CIICIIHAIEHOMN
y4eOHO 1 Hay4yHOH JIUTepaTyphl;
— BBIIIOJIHEHUE TPOOJIEMHO-OpPUEHTUPOBAHHBIX, TOUCKOBBIX, TBOPUECKUX 3a/IaHUM.

6 YuedHo-MeTOIMYEeCKOE 00ecrevYeHne CaMOCTOSITeIbHOM PadoThl 00yYaIOLIUXCS

Ilepeuens mem 013 n0020MOBKU K CEMUHAPCKUM 3AHAMUAM:
Tema 1.1. Konghuoenyuanvras ungopmayus u ee uobl

1.
2.
3.

o

6.
7.

Buner nuadopmanyy B 3aBUCHIMOCTH OT KaTETOPHH JOCTYyIa

[Iepedens cBeneHUM, COCTABIISIFONINX F'OCYJaPCTBEHHYIO TallHY

Ilepeuens cBeneHMI, HE MOANEKAUX OTHECEHUIO K IOCYIapCTBEHHOM TailHE W 3a-
CEKPEUHBAHUIO

Ilepeuens cBeneHuil KOHUACHIMAIBHOTO XapakTepa

[lepedens cBeneHmit, He TOAJIEKAIINX OTHECEHUIO K CITYXKeOHOM MH(pOpMAITIU OTpa-
HUYEHHOT'O PAaCIpOCTPAHEHHUS

Buapl undopmaruu, He mojiexanye OTHECEHUI0 K KOMMEPYECKOH TaitHe

MepslI 110 0XpaHe KOH(PUACHIMATBHOCTH HHPOPMALIUU

Tema 1.2. Opeanuzayus KOHGUOEHYUATLHO20 0eIONPOU3BOOCTEA

1.
2.

[Tpu3Haky KOHPUACHIHMATIBHOTO JIEJIOMPON3BO/ICTBA
CootHomieHre KOHUACHIIMATHEHOTO U OTKPBITOTO JEIONPOU3BOICTBA
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3. IlepeueHp HEOOXOIUMBIX HOPMATHUBHBIX JTOKYMEHTOB JJIsi ()YHKIIMOHUPOBAHHS KOH-
(buaeHIMATBHOTO 1EJI0IPOU3BOJICTBA.

Tema 1.3. Komnaexc mep no 3awume KoHghuoenyuaivHou uHgpopmayuu

1. CxeMBbI CTPYKTYPHO OpraHu3alny KOHQUIACHINAIBHOTO JeONPOU3BOACTBA

2. ConepraHue epedHs BUAO0B HHPOPMALUHU KOH(UACHIMAIBHOTO XapaKTepa

3. Coxepxanue mepeyHsi JOKYMEHTOB, COJAEPKAIIMX HMHPOPMALHUIO KOH(HUIACHIUATb-
HOT'0 XapakTepa

4. Criucok paOOTHHKOB OpraHU3allM, UMEIOIIUX MPaBO JOCTyNa K KOH(HUIACHIHATb-
HBIM JIOKyMEHTaM

Tema 1.4. Cucmema oocmyna K KOHQUOEHYUANbHBIM OOKYMEHMAaM

1. TpeGoBanus K pa3pabOTKE CUCTEMBI TOCTYTA K KOH(PHICHIIMATHHBIM TOKYMEHTaM

2. JlocTyn K MalIMHHBIM HOCUTEISIM KOH(UICHIIMAILHOW HHPOPMALIUU

3. OdopmiteHne pa3penieHus Ha JOCTYH K KOH(PHICHIIMATbHBIM JOKYMEHTaM

4. TTomHOMOYMS JOJDKHOCTHBIX JIMIL 10 PA3pPEIICHUI0 JOCTYMa K KOH(PHIACHIIMATbHBIM
JOKYMEHTaM

5. INonoxeHue o cucTeMe IOCTyNa K KOH(PHUACHIIHATBHBIM JIOKyMEHTaM

Tema 1.5. Pexcum coxpannocmu KonguoenyuaibHuix O0KYMeHmMo8
1. TpeGoBaHusI K MOMEUICHUIO TOJpa3eseHus] KOH(PHISHINATBHOTO IEIONPONU3BO/I-
CTBa

2. TpeGoBanus K OKHAM TOMEIICHUH KOH(HICHIMAIHHOTO IEIONPOU3BOACTBA, BXO-
HBIM JBEPSIM IIOMEIIECHNUN U DK3EMILISPAM KIIFOUEH OT HUX

[Topsnox oOpatieHus: ¢ KOHPUIECHIUATbHBIMU JOKYMEHTAMU

VYyer XpaHUIUIL U KIIF0YEH OT HUX

5. Vuer HapymieHui nopsaka oOpalieHus ¢ KOHPUACHINATbHBIMU JOKYMEHTaAMH

»ow

Tema 1.6. Omseemcmeennocmo 3a paseiauieHue c6e0eHUll KOHPUOEHYUATbHO2O0 XAPAK-
mepa

1. JIucuurimHapHas OTBETCTBEHHOCTH 3a pasrIallieHUe CBEICHUN KOH(PHUICHIINATHHOTO
xXapakTepa

2. MatepuanbHasi OTBETCTBEHHOCTh 32 pasIIallicHUue CBEACHHWHA KOHQHUICHIMATHLHOTO
xXapakTepa

3. AIMUHUCTpATUBHAS OTBETCTBCHHOCTH 3a pasrJjallleHue CBEICHUN KOH(MUICHIINATb-
HOTO XapakTepa

4. I'paxTaHCKO-TIPaBOBas OTBETCTBCHHOCTh 3a pa3TJIallicHUe CBEACHHWA KOH(HICHIN-
AIBHOTO XapakTepa

5. YronoBHas OTBETCTBEHHOCTh 3a pasIJIallicHWE CBEJICHUH KOH(MHUICHIIMAILHOTO Xa-
pakTepa

Tema 2.1. Haznauenue u 6uovl yuema KOHQUOEHYUATbHBIX OOKYMEHMO8. Yuem HoCu-
meineti KOHQUOeHYUANbHOU UHDOpMayUU

1. Tlpouenypsbl, BBIOJHIEMbIE IPU yYeTe KOH(PUICHITUATBHBIX TOKYMEHTOB

2. CeneHus, BKIIIOYaEMbIC B YUETHYIO (OPMY TIPH PETHCTPAI KOH(DHICHITHATBHBIX

JIOKYMEHTOB

3. 3agaum ydera HOCHTENEeH KOHGUACHIIMATFHON HHPOPMAITUU

4. Bunbl OyMaXHBIX U MAIIMHHBIX HOCHTENEH KOH(PHUICHIIUATBHON HHPOPMAITUT

5. PexBu3uThl, ohopmirsieMble Ha HOCUTEISIX KOHPUACHITMATHHOU HHPOpMaIIUN

Tema 2.2. Jlgudscenue uzoasaemvix KOHQGUOEHYUANbHBIX OOKYMEHMO8 U UX YUem
1. Opranu3zanus KOH(UACHIMAIEHOTO JOKYMEHTO000pOTa
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2.
3.
4.
S.

Cranuu KOH(PUICHINATBHOTO TOKYMEHTOO000POTa M UX JIOTHUECKOEe 000CHOBaHUE
Odopmienre peKBU3UTOB U3/1aBaEMbIX KOH(MUICHIIMATBHBIX JOKYMEHTOB

I'pudsl orpanudeHus 10CTyna K JOKyMEHTaM

VY4er 4epHOBUKOB U MPOEKTOB KOH(PHICHIIUAIBHBIX JTOKYMEHTOB

Tema 2.3. Ilonyuenue u omnpasienue KOHGUOEHYUAILHBIX OOKYMEHMO8 U UX Yiem

1.
2.
3.

[Tonmy4yeHue M BCKpHITHE MAKETOB KOH(PUICHIINAIBHBIX TOKYyMEHTOB
OdopmieHre peKBU3UTOB MIPU MOCTYIUIEHUH KOH(UIECHIIMATBHBIX JOKYMEHTOB
OdopmiieHre peKBU3UTOB IPU OTHPABICHUN KOH(DUCHINAIBHBIX TOKYMEHTOB

Tema 2.4. Yuem koHuoenyuanbHvix 00KyMeHmo8 8bl0eieHHO20 XPAHEHUS

1.
2.
3.
4.

Bubl 1OKyMEHTOB BBIJIEJICHHOIO XpaHEHUS

OdopmiieHre yueTHOro HoMepa Ha JJOKYMEHTAX BBIICJICHHOTO XPaHEHHS
CHATHE JOKYMEHTOB C y4eTa BBIJIEJICHHOIO XpPaHEHUS

Kaprouka yuera BpeMEHHON BbIJa4M JIOKYMEHTA

Tema 2.5. Yuem xonuposanus KOHPUOEHYUATLHBIX OOKYMEHMO8

1.

2.
3.

Oco6eHHOCTH yueTa U U3TOTOBIIEHUS JOMOJHUTENbHBIX 3K3EMILIIPOB (TUpaKUpOBa-
HUS) KOHPHUICHIINATBHBIX JJOKYMEHTOB

Oco6eHHOCTH y4eTa M CHATHUS KOIUM ¢ KOH(PHIEHIIMATIbHBIX JJOKYMEHTOB
OcoOeHHOCTH y4eTa U MPOU3BOACTBA BBIITMCOK U3 KOHPUACHIIHATBHBIX TOKYMEHTOB

Tema 2.6. Homenxnamypa xongpuoenyuanvuwvix oein. DPopmuposanue u ogopmienue
KOHMUOEHYUAIbHBIX Oell

1.

Oco0eHHOCTH COCTaBJICHUS U BEJEHUS HOMEHKIIATYpbl KOH(UICHIIUATBHBIX JIE]

2. IlpuHmnsl 1 0co6eHHOCTH (OpMUPOBaHUS KOH(PUAESHIMATBHBIX JOKYMEHTOB B JleNa
3. Ocobennoctr oopmieHUsT 00I0KKH KOHPUACHITHATFHOTO JeTa

4.

5. OcoOeHHOCTH 0OPMIIEHHUS JTUCTA-3aBEPUTENSI KOH(PUIEHIIUAIBHOTO e1a

Ocob6enHoctu ohopMIIeHUs! BHYTPEHHEH onMcH KOH(PUIEHIIUAIBHOTO e

Tema 2.7. Iloocomoska koughuoenyuanohvix 0el U OOKYMeHmMOo8 OJisi ApXUBHO20 XPaHe-

HUA

asrLONE

6.

DKcnepTu3a HEHHOCTH KOHPUACHIIUAIbHBIX /1€ U JOKYMEHTOB

OKcnepTu3a HEHHOCTH IOKYMEHTOB BBIIEJICHHOTO XPaHEHUS

Kputepun ieHHOCTH JOKYMEHTOB

Pabota skcnepTHOM KOMHCCUH, TPOTOKOJ 3aCeAaHUs IKCIIEPTHON KOMUCCUU
CocraBnenue onucel KOHQUACHIMAIBHBIX € AJIs Mepelayll Ha apXUBHOE XpaHe-
HUE

YHUYTOKEHHE JOKYMEHTOB, JIe]l U HocuTeneil nupopmanuu

Tema 2.8. Hasnauenue, 8u0bl u npuHyunvl Npo8eoeHUsi NPOBEPOK HANUYUSL KOHPUOeH-
YUATbHBIX OOKYMEHMO8

1.

2.

3.

4.

[IpoBepkyn nMpaBUIBHOCTH NMPOCTABIEHUS PETMCTPALMOHHBIX JAHHBIX HOCUTENEH, J10-
KYMEHTOB, JIe]l U YUETHBIX KypHAIOB

HpOBepKI/I MPaBHUJIIBHOCTU IPOCTABJICHUA OTMETOK O ABHXKXCHUH HOCI/ITGJ'IGfI, AOKY-
MEHTOB U JIeJl, HE3aBUCUMO OT BPEMEHU MX PETUCTPALIUU

[TpoBepkn (HakTUIECKOTO HATMYMS BCEX HOCUTEIEH M BCEX HE MOJIIUTHIX B Jieia U
HC NCPCBCACHHLIX HAa YUCT BBIACIICHHOI'O XpAaHCHUA U3JaHHBIX U MOCTYIMUBIIHUX 1O-
KYMEHTOB, HE3aBUCHMO OT BPEMEHH WX PETUCTpAIMU (KBAPTAIbHBIC TPOBEPKH)
HpOBepKa (baKTI/ILIeCKOI‘O HaJIn4ud BCCX ACII, JOKYMCHTOB BBIACJICHHOT'O XPpaHCHUSA U
YYETHBIX )KYypHAJIOB (T0JI0Bast MPOBEPKA)

13



Memoouueckue pekomenoayuu 0 HOO20MOBKU K CEMUHADY
JlJ1si MOArOTOBKU K CEMHHApPY HEOOXOIMMBI 3HAHMSI JICKIIMOHHOTO MaTepuana U camo-
CTOsITeNIbHAS MPOopabOTKa JOMOIHUTEIBHOMN TUTEPaTyphl U HOPMAaTUBHBIX HCTOYHHUKOB.

Ilpumepnuoiii nepeuens mem peghpepamos:
Kommepueckas maiina
Cnyoicebnas matina
Tocyoapcmeennas maiina
Taiina menegonnvix u menecpapuwvix cooouerHut
Tatina cnedcmeus
Tatina cosewanus cyoeti
Taiina cosewjanus npucsAHCHvIX 3acedamenell

7. Tauna ceedenuii 0 nomepnesuwiux, ceuoemenel U UHbIX Y4ACMHUKO8 Y20I08HO20 C)-
oonpouszeoocmea

8. Aosoxamckas maiina

9. Homapuanvhas maiina

10. Baukxosckas matina

11. Hanoeosas maiina

12. Bpauebnas matina

13. Tauina nepenucku

14. Ilepconanvruvle oanHvle

15. Boeunas maiina

16. Tatina xpeoummnoii ucmopuu

17. Cemeiinas u nuunas maiinvl

18. Taiina ucnogeou

19. Taiina ycvinosnenus pebenka

20. JKypnanucmckas mavina

21. Ceeodenus o cywnocmu u3obpemenus, noae3HoU MOOeIU U NPOMbIUIEHHO20 006-
pasya 00 opuyuanrbHoU nYOIUKAYUY UHDOPMAYUU O HUX

ook wdPEE

Memoouueckue pekomenoayuu no HANUCAHUIO U 3awume peghepamos

B pedepare nomkHO OBITH MPENCTaBICHO MOAPOOHOE OMUCAHUE BHIOPAHHOTO BHUAA
TalHBI (KaTETOPUU; 3aKOHOJIATEIIBHBIC aKThI, PEryJIHUPYIONINEe OTHOIICHHS, CBI3aHHBIC C BH-
JIOM TaiiHbI OTpaHUYCHHS Ha PACIPOCTPAHEHHUE, Ha TIepeiady; MPUMEPHI U Ip.).

TekcT MoJDKeH CcoJep)KaTh MOJCTPOYHBIE CCBUIKM Ha WCIIOIB30BAaHHBIC HCTOYHHKHU
unpopmanuu, opopmieHusie B cootBeTcTBuM ¢ [OCT P 7.0.5-2008 «bubnuorpadpudeckas
ccpuika. OOmue TpeOOBaHMS U MPABHIIa COCTABICHUSY.

Crpanunbl pedepata HyMepyrOTCs apaOCKUMU IUppamMu ¢ COOIMIOACHHEM CKBO3HOU
HyMepaIly 1o BceMy TeKcTy. Homep cTpaHUIBI MPOCTABIISETCS MO MEHTPY BEPXHErO MO
CTpaHUIIBI.

3ammTa pedepara OCyIIECTBISIETCS HA TIPAKTUIECKOM 3aHATHH, BO3MOXKHO C MUCTIONb-
30BaHHUEM MPE3CHTAIINN.

Tecmui 0na camonposepku:
Pazoen 1. Cywgnocmo u 0cob6eHHOCMU KOHPUOCHUUATIbHO20 0eI0NPOU3BO0CHIBA
1. Kakoii TOKyMeHT omnpeeisieT nepedeHb CBEICHUH, COCTABISAIOMINX TOCY1apCTBEH-
HYIO TaliHy?
a) ITocranoBnenue IlpaBurensctBa PO ot 11.02.2008 Ne 138 «O nepeune ceneHui,
OTHECEHHBIX K TOCYJapCTBEHHOU TallHEY;
6) Yka3 Ilpesunenra PO ot 30.11.1995 Ne 1203 «O6 yTBep>KAE€HUU TEpEUHs CBele-
HUM, OTHECEHHBIX K TOCYJaPCTBEHHOM TallHE»;
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B) [locranoBnenue IlpaBurensctBa PO oT 23.11.1996 Ne 18 «O06 yTBepxkaeHUU Iie-
pEUHs CBEJCHHI, COCTABIAIONINX TOCYIAPCTBEHHYIO TalHY»;

r) Yka3 IIpesunenta PO ot 11.02.2006 Ne 90 «O nepeune cBeneHM, OTHECEHHBIX K
rOCyJIapCTBEHHOM TaHEY.

2. Kakue cBefieHUs COCTABJISIOT TOCYAapCTBEHHYIO TallHy?

a) CBEJICHUS B 00JIACTH YKOHOMUKH, HAYKH U TEXHHUKH;

0) cBelleHMsI B BOCHHOM 00J1acTH;

B) CBEJICHUS B 00J1aCTH BHYTPUIKOHOMUYECKOMN JEATEIHLHOCTH TOCYIapCTBa;

') CBeJICHUS B 00JacTU pa3BeAbIBaTEIbHON, KOHTPPa3BEIbIBATEIHLHONW U ONEpPaTUBHO-
PO3BICKHOM JEATEIbHOCTH;

1) CBeJICHUS B 00JIaCTU HAYKH, U300pETEHUH U MOJIE3HBIX 00Pa3I0B TEXHUKH;

€) CBEJICHUS B 00JIACTH BHEIIHEH MOJIMTUKHA U IKOHOMUKU;

3. Kak ®enepanphsiii 3akoH o1 27.07.2006 Ne 149-D3 «O6 unpopmaruu, nHGopma-
IIUOHHBIX TEXHOJIOTUAX M O 3alIuTe MHPOpMALUN» ONpEAesseT MOHATHE «KOH(UIEHIUAIb-
HOCTB HH(opMarm»?

a) o0s13aTesbHOE 1J1s1 COOJIIOJICHHS ONEePaTOpOM WM MHBIM JIMIIOM, ITOJYYUBUIUM J0-
CTyH K MHpOpManuu, TpeOoBaHKE HE OMYCKATh €€ pacipoCTpaHeHus 06e3 coriacus CyObeKTa
WIN HaJIM4Msl MTHOT'O 3aKOHHOTO OCHOBAHMS;

0) 0O3HAKOMJICHHE OTIPENIEIICHHBIX JIAI ¢ KOH(PHUISHIIMATbHON HHPOpMAaNnei, TOIBKO ¢
coryiacusi ee o0yajaresst WK Ha MHOM 3aKOHHOM OCHOBAHMU TP YCIOBUU COXPaHEHHs KOH-
(buIeHIIMaTBFHOCTH 3TON HH(MOpPMAIUY;

B) IIPaBOBbIE, OPTaHU3ALMOHHbIC, TEXHUUECKUE M MHbIC IPUHHUMAaeMble 00JasaTenemM
MH(pOpPMaLIUU MEPHI 110 €€ OXPaHE;

I') 00s3aTenbHOE IS BBITOJHEHHS JIMIIOM, OJTYYMBIIUM JOCTYII K ONpPEAEICHHON UH-
dopmanuu, TpebOBaHHE HE MEpeAaBaTh TaKyl HMH()OPMALHIO TPETHUM JIMIAM 0e3 coriacus
ee obnanaTens.

4. Kakoil ToOKyMeHT omnpeenseT Buabl KOHQUISHIMaIbHOW HHpopMauu?

a) [locranoBnenue [lpaButensctBa PO ot 11.02.1997 Ne 118 «OO0 yTBepkaeHUN BU-
JI0B KOH(HUIEHIIMATbHON HH(pOpMaIUm»;

0) Yka3 IIpesunenta PO ot 06.03.1997 Ne 188 «O06 yrBepxkaenuu Ilepeuns cenenuit
KOH(HJICHIIMATIBHOTO XapaKTepay;

B) Ilocranosnenue IlpaButensctBa PO ot 11.02.2006 «O6 yrBepxnaenun Ilepeuns
CBe/IeHUI KOH(UACHIMATBEHOTO XapaKTepay;

r) Yka3 [Ipesunenta PO ot 23.11.2006 «O Buaax nndopmanuy KOHPUACHINATIHLHOTO
XapakTepay.

5. Kakas cocraBisiomasi oTianyaeT KoH(QUASHIMATBLHOE AET0MPOU3BOACTBO OT OTKPHI-
TOTO JIeJIONPOU3BOICTBA?

a) 3alMTa cojiepkaiieiics B KOHQHISHIMAIbHBIX JOKYMEHTaX HH(OpMAIIH;

0) JOKyMeHTUpOBaHUE KOHPUACHIINATbHOW HH(OpMAIUY;

B) opraHusanus paboThl ¢ KOH(PUIECHINATBHBIMHA JJOKYMEHTAMHU;

T') perucTpanus KoHQUIECHIHATbHBIX JOKYMEHTOB.

6. Kakrie HopMaTHUBHBIE JOKYMEHTHl YCTAaHABIMBAIOT €IUHBIA MOPSAAOK CO3AaHUS, 00-
pa6OTKI/I, XpaHCHUA U UCTIOJIb30BAHUA KOH(l)I/II[eHI_II/IaHLHBIX AOKYMCHTOB B OpFaHI/I3aI_II/II/I?

a) CHMCOK pa0OTHUKOB OpraHU3aIMK, UMEIOIIHUX TPABO JOCTyIa K KOH(HICHIHATIb-
HBIM JOKYMCHTAaM;

0) mepevyeHb HEPETUCTPUPYEMBIX IOKYMEHTOB;

B) MHCTPYKIHS O MOPSAIKE pabOThl C KOH(PUACHIUATEHBIMU TOKyMEHTaMH;
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I') IepeyeHb JOKYMEHTOB, COAEPKAIINX WH(POPMALNIO KOH(DUIESHIIMAIBHOTO XapaKTe-
pa;

1) MHCTPYKLIHUS IO JAETOMPOU3BOJICTBY;

€) mepeyeHb BUI0B HHPOPMAIMK KOH(UACHIIMATEHOTO XapaKTepa;

) IepeveHb YHU(PUIIMPOBAHHBIX (GOPM KOH(PHICHIINATBHBIX JOKYMEHTOB.

7. B COOTBETCTBUH C KaKMMHU CIIEHUAIBHBIMU JOKYMEHTAMHU JCHCTBYET CIIy)K0a KOH-
(bueHIMaTBHOTO AEJI0IPON3BOICTBA?

a) TOJIOKEHHE O CIIYK0e KOH(UACHIMAIBHOTO JIeTIONPON3BO/ICTBA;

0) MHCTPYKIIUSA O TIOPSAJIKE padOThI C KOH(MUICHIIUATLHBIMU JOKYMEHTAMU;

B) JIOJUKHOCTHBIE HHCTPYKIIMU PaOOTHHKOB;

I') IpaBUJIa BHYTPEHHET 0 TPYJOBOI'O paclopsiIKa.

8. I'me MoyKHBI XpaHUTHCS 3allaCHbIE K3EMIUIIPhI KIH0UeH OT MOMEUIeHUH KOH(pHU-
JICHIIMATBHOTO JIEJIOTNIPOU3BOICTBA, PACTIAIIHBIX METAIUTMUECKUX PEHIETOK Ha OKHax, cei(oB
u mmkados?

a) B KaOMHETEe y PyKOBOJUTEIIS OPraHU3aluu;

0) B oreyaTaHHBIX HOMEPHOM IeuyaThio NeHaJaxX UM KOHBEpTax MOJpa3/eieHus: KOH-
(GuaeHIMATBLHOTO JEJI0NPOU3BO/ICTBA WU B CIIy’KO€ 0€3011aCHOCTH.

B) B OIleYaTaHHBIX IEHATaX UM KOHBEpTaxX Ha BaxTe;

r) B celie B Oyxrainrepuu.

9. Kak odopmisieTcs pa3penieHre Ha JOCTYI K MOCTYIHUBIIUM WM HU3JaHHBIM KOH(D Y-
JICHIIMATIbHBIM JJOKyMEHTaM?

a) Ha 00OpOTHOM CTOPOHE JOKYMEHTA B BUJE LITAMIIA;

0) B BHJIe «OTMETKHU O JOCTYIE K TOKYMEHTY»;

B) B BUJIe «TpHua CoriacoBaHus»;

T) B popMe Pe30IIOLUH Ha JIOKYMEHTE.

Pa3zoen 2. Opzanuzayus KonguoenyuanbHo20 00KymMenmoooopoma
1. KakoBa ocHOBHas 11€J1b y4eTa KOH(UICHIIMATBHBIX JOKYMEHTOB?
a) perucrpanus KOHQHUICHIHAIbHBIX JOKYMEHTOB;
0) oOecrieueHne PU3NIECKONW COXPAHHOCTH, KOMIUIEKTHOCTH U IIEJIOCTHOCTH KOH(DU-
JICHIIUAIbHBIX JIOKYMEHTOB;
B) oOecrieueHune MoATTMHHOCTH KOH(PHICHIINATBHBIX JOKYMEHTOB;
r) hopMHpOBaHHUE KOH(PUICHIIMATBHBIX JOKYMEHTOB B JIefa.

2. I'ne mpocraBiiseTcs WTaMI C yKa3aHUEM YYETHOTO HOMEpa M KOJIMYECTBA JINCTOB
KOH()HICHIIMAIBHBIX TOKYMEHTOB?

a) B BEpXHEM IIPABOM YTJIy Ka)JI0To JHCTa JTIOKYMEHTa,

0) B BEpXHEM JIEBOM YTy KaXJ0r0 JIMCTa JOKYMEHTA;

B) B BEPXHEM IIPaBOM YTy TOJIBKO MEPBOTO JINCTA TIOKYMEHTA;

') B BEPXHEM JIEBOM YTJIy TOJILKO MEPBOIO JUCTA JOKYMEHTA.

3. Kakas nnpopmanus ykasbiBaeTcsi Ha 00J10%KKax pabounx U CTeHOrpaduyecKux TeT-
panei?

a) rpu¢ KOHPUACHIHATBHOCTH, (DaMUITUS U WHUIIAAJIBI UCTIOTHUTEISI, CPOK XPaHECHHUS;

0) rpud KOH(PUIESHITMAITLHOCTH, KOJIMYECTBO JIUCTOB, (aMWIHS W WHHUIIAATBI HCIION-
HUTEIS;

B) BUJ HOCUTEIIS, TpU( KOHPUICHIIMATEHOCTH, KOIMYECTBO JINCTOB;

T') BUI HOCUTENS, TpU( KOHPUACHINATBHOCTH, (DaMUIIAS U MHULIMAITBI HCTIOTHUTEIIS.

16



4. Jlo Ha4yana coCcTaBleHUs TeKCTa KOH(PHUICHIIMAIIBHOTO JOKYMEHTA MTPOBOIUTCS OTIe-
panus:

a) perucTpanuu KOH(QUICHIINAIEHOTO TOKYMCHTA;

0) perucTpanuu HOCUTENS KOH(UICHIINATLHON HHPOPMAIINH;

B) PETUCTpAIU TTAKEeTa MOCTYITUBIIETO TOKYMEHTA,

T') COTrJIACOBaHUE TEKCTa KOH(DUICHIIMAIBHOTO JOKYMCHTA.

5. Ecnu koH(uIeHInaIbHBIA JOKYMEHT [le4aTaeTcs ¢ YepHOBUKA, Kakasg HH(pOpMaus
YKa3bIBAa€TCs Ha [IEPBOM JIUCTE YEPHOBUKA?

a) KOJIMYECTBO HEOOXOIMMBIX IK3EMIUIIPOB IPOEKTa JOKYMEHTA, KOJIMYECTBO JIMCTOB
YEpHOBUKA;

0) KOJIMYECTBO JIMCTOB YEPHOBUKA, (PaMHIIUS UCIIOJHUTES;

B) KOJIMYECTBO HEOOXOMMBIX 3K3EMIUIIPOB MPOEKTA TOKyMEHTa, ()aMUIIUs UCIIOTHH-
Tes,

I') KOJIMYECTBO HEOOXOAMMBIX SK3EMIUISIPOB MPOEKTa TOKYMEHTA, (haMHIIUS HCIIOTHU-
TeJsl, KOJIMYECTBO JIMCTOB YEPHOBUKA.

6. I'me mpocraBiseTcs y4eTHbIH HOMep U Tpu( KOH(UACHIMATBHOCTH HAa MPOEKTE
KOH(HICHIIMATIHLHOTO JTOKyMeHTa?

a) Ha Ka)XJIOM JIUCTE KKIO0TO FK3EMILISIPa MPOEKTa JOKYMEHTA;

0) TOJBKO Ha TIEPBOM JIMCTE MPOEKTA JOKYMEHTA B ONPEIACICHHOM JIJIsl 3TOTO PEKBU3H-
Ta MECTe;

B) Ha BCEX JINCTaX MPOEKTA JOKYMEHTA B JIECBOM HH)KHEM YTITy JIMIIEBOI CTOPOHBI,

I') Ha BCEX JICTaX MPOEKTa JOKYMEHTA B IIPABOM BEPXHEM YTITy JIULEBOH CTOPOHBI.

7. C xakoii omnepanuu Ha4YMHAETCsl paboTa ¢ MOCTYNMUBIIMMH B OPTaHU3ALNI0 KOH(DU-
JCHIIUAaJIbHBIMH JIOKYMGHTEIMI/I?

a) y4yeT MaKeTOB MOCTYNUBIIUX JOKYMEHTOB;

0) yueT HocuTenel nHpopManuu;

B) BBOJ| PETUCTPAIIMOHHBIX JAHHBIX B aBTOMAaTHU3UPOBAHHYIO WM TPAJUIMOHHYIO CH-
CTeMy y4era;

I') IpOCTaBJIeHNE Ha JOKYMeHTe Tprda KOHPUAESHINATBHOCTH.

8. I'me mpocTaBiAOTCs yuyeTHbIE HOMEpa Ha TEKCTOBBIX JOKYMEHTaX BbIAEICHHOTO
XpaHeHus?

a) B BEpXHEM IIPaBOM YTy OOJI0XKKH;

0) B BEpXHEM JIEBOM YTJIy OOJIOKKH;

B) B BEpXHEM JIEBOM YTy KaKJOT0 JINCTA JOKYMEHTA;

') B HWKHEM MIPaBOM YTy OOJIOKKH.

9. I'me mpocTaBisieTcs y4eTHbI HOMEp, MPUCBOCHHBIM KOMUU KOH(MUIEHIIHMATIBEHOTO
JIOKymMeHTa?

a) Ha MIEpPBOM JIMCTE KOIMU MOCEPEANHE HUKHETO MOJIs ¢ ToOaBIeHneM a00peBUaTyphl
rpuda KoH(pUIEHINAIBHOCTH;

0) Ha MepBOM JIMCTE KOMHMM B MPABOM HMKHEM YTy c JoOaBieHHeM abOpeBHaTypbl
rpuda KoH(pUIEHINAIBHOCTH;

B) Ha BCEX JIMCTaX KONMWW B MPAaBOM HIDKHEM YTy ¢ JoOaBieHHEeM abO0peBHATyphI
rpuda KoH(pUICHINAIBHOCTH;

T') Ha BCEX JINCTaX KOIMH MOCEPEANHE HIDKHETO IMOJIs ¢ 100aBiIeHuEM abOpeBHaTyphl
rpuda KoOH(pUICHINATBHOCTH.

10. Ykaxure MecTopacroyiokeHue rpuda orpaHIueHHs JOCTYIa K TOKYMEHTY.
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a) B HUYKHEM JIEBOM YUy IIEPBOTO JINCTA TOKYMEHTA,
0) B BEpXHEM JIEBOM YTy IEPBOIO JIMCTA JOKYMEHTA;
B) B HIDKHEM IIPaBOM YTJIy IIEPBOIO JIMCTA JOKYMEHTA;
') B BEpXHEM IIPaBOM YTy MEPBOIO JUCTA JOKYMEHTA.

11. K xakoM JOKyMEHTe COAEP>KUTCS MH(pOpMALUs O OPSIO0K NPUCBOSHUS U CHATUS
rpuda orpaHHYEHHS JOCTYyNa K KOH()UICHIMAIBHBIM JOKYMEHTaM?

a) NOJIOXKEHHE O CIIyK0e KOH(UACHIMAIBHOTO JeJI0NPON3BOICTBA;

0) MHCTPYKLUS O TOPsIIKE PabOThI ¢ KOH(DUCHINAIBHBIMUA JOKYMEHTAMHU;

B) JIOJKHOCTHBIE HHCTPYKIIMU PaOOTHHUKOB;

T') IepeueHsb (CMUCOK) BUAO0B HH(OpMANIUK KOHPUACHIIMATEHOTO XapaKTepa.

12. Kakue nomnonHuTeNnbHbIE rpadbl COACPKUT TAOINYHAS YaCTh HOMEHKJIATYpPhl KOH-
buaeHIManbHbIX €517

a) HOMep 110 MOPSJIKY;

0) rpud KOH(DUICHIIMATLHOCTH JICIIa;

B) BHJI MTH(POPMALIMU OTPAaHMYEHHOTO JIOCTYIIA, COACPIKAIICHCS B JIeNe;

I') HAMMEHOBaHUE MOAPa3ieNeHHsI, KOTOPOMY IPEAOCTaBIAETCS JEI0;

1) OTMETKHU O JIBUJKEHUU Jena (apXUBHBIM mU(p, HOMEP U JaTa akTa 00 yHHUYTOXKe-
HUU, OTMETKH 00 OTIPABJICHHH ),

€) KOJIMYECTBO JIUCTOB B JIEJIE;

) CPOK XpaHEHHUsI U1 HOMepa CTaTel 10 MEepeyHIo;

3) Iepuo]] KOH(UACHIIUATLHOCTH JIeJa.

13. Cnenududeckoii cocTapistonell KOHPUASHINATLHOTO JeJ1a IBISETCS:
a) BHYTPEHHSS ONUCH JIOKyMEHTOB;

0) CIUCOK COTPYAHMKOB, JJOTYILIEHHBIX K JIEIY;

B) 3aBepUTENIbHAs HAJIKCh J€eTa;

I') CIIUCOK OTBETCTBEHHBIX MCIIOHUTEIICH.

14. Tlpu BbImavye KOH(QUACHIIMAIBLHOTO JIeNla COTPYAHUKY OpPTaHW3alUHU JeIaeTcs OT-
METKa B:

a) KapTOYKe yueTa BBIIa4yH JIeNa;

0) KapTOuKe y4yeTa pa3perieHui;

B) KapTOYKE y4eTa BbIJJaul JIOKyMEHTOB;

') BHyTpEeHHEH onucH Jena.

15. Kakum 1oKkyMeHTOM oopMIIsieTcs MpoLeaypa YHUUTOXKEHUST KOHPHICHIIMATbHBIX
JIOKYMEHTOB, JIe]1 U HocuTesei nudopmarun?

a) CBUJIETEIIbCTBOM 00 YHUUTOXKEHUH,

0) cpaBKoOif 00 YHUUTOKEHUU;

B) IIPOTOKOJIOM O XOJ1€ YHUUTOKEHUS;

') aKTOM 00 YHUYTOXKEHHH.

16. KakoBa nepruoJuaHOCTh MTPOBEACHHUS MTPOBEPOK HATMUUS KOHPHUIACHIIHATHHBIX J10-
KYMEHTOB?

a) HEe peKe OJJHOTO pasa B TMOJT0/1a;

0) He pexe OJHOTO pas3a B TOf;

B) HE peKe OTHOTO pa3a B TPH TOJ1a;

I') HE peXe OJJHOTO pa3a B IATh JIET.

17. B KakoM JOKYMEHTE OTpa)kaloTCs pe3yNbTaTbl IPOU3BEIEHHBIX IPOBEPOK Ipa-
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BIWJIBHOCTU IPOCTABJICHUS OTMETOK O PErMCTPAllMd M JBM)KEHUH KOH(UACHIUAIBHBIX JTOKY-
MEHTOB, JIeJI, HOCUTENeH U uX (PaKTHUeCKOro HaIu4yus?
a) B aKTe;
0) B MPOTOKOJIC;
B) B PELLIEHUM;
T') B IPUKa3e.

7 OuneHOYHbIE CPeICTBA ISl POBeIeHHsI POMEKYTOYHOM aTTecTAlluN

a) [lnanupyembie pe3ybTaTbl 00y4eHHs M OLIEHOYHbIE CPEACTBA /IJIsl IPOBEAEeHUS
MPOMEKYTOYHOM aTTECTALMU:

CrpyKTypHBIT

PYKTYP IInanupyemsle pe3yJibTa-

AJIEMEHT OneHouHbIE CpECTBA

ThI 00Y4YEeHUS

KOMIIETEHINH
OIIK-1 cnocoGHOCTBIO MCIIOIB30BaTh TEOPETUYECKHE 3HAHUS U METO/IbI UCCIIEIOBAHUS HA
PaKTHUKE
3HaTh OCHOBHBIE OIIpEJIeJIEHUS Tecmut Ona camonposepku:

A TIOHATHS, OCHOBHBIC
METOJBI HCCIICIOBaHMH,
ONPEAEIICHUs TPOLECCOB
WCIIOJIb30BAHUS  Teope-
TUYECKNX 3HAHUU U Me-
TOJOB HCCJIENOBaHUS Ha
MPaKTUKE

1. Kakoil JOKyMEHT OIpeAeIiIeT nepeueHb
CBEICHMM, COCTABIMIOIIUX TIOCYIAPCTBEHHYIO
TaitHy?

a) [Tocranosnenne IlpaBurenncTtBa PO ot
11.02.2008 Ne 138 «O mepeuHe CBeJIEHUI, OTHE-
CEHHBIX K TOCYJapCTBEHHOH TaliHEY;

0) Yka3 [Ipesunenta PO ot 30.11.1995 Ne
1203 «OO0 yTBep)KIeHUU MepeuHsl CBEJIEHHH, OT-
HECEHHBIX K TOCY/IapCTBEHHOU TallHEeY;

B) IlocranoBnenue IlpaButensctBa PO ot
23.11.1996 Ne 18 «O06 yTBepKIeHUU NEPEUHS
CBEICHMM, COCTABIIIOIIUX TIOCYHApCTBEHHYIO
TalHYy»;

r) Yka3 [Ipesunenta PO ot 11.02.2006 Ne
90 «O mepeuyHe CBEIEHMI, OTHECEHHBIX K TOCY-
JTapCTBEHHOM TalHEY.

2. Kakue cBeneHusi cOCTaBISAIOT rocyaap-
CTBEHHYIO TaliHYy?

a) CBEJICHHs B 00J1aCTH YKOHOMHKH, HAYKH
Y TEXHUKH;

0) cBeleHHsI B BOGHHOM 00J1acTH;

B) CBEJCHUS B OOJACTH BHYTPHUIKOHOMH-
YECKOM e TEIbHOCTH TOCY1apCTBa;

I) CBeleHUS B 00JacTU pa3Be]bIBATEINb-
HOW, KOHTPPa3BEIbIBATEIbHOM M OINEpPaTUBHO-
PO3BICKHOM AESITEIBHOCTH;

1) CBEICHMsI B 00J1acTH HAyKH, U300pere-
HUI 1 TI0JIe3HBIX 00pa3I0B TEXHUKHY;

€) CBeJIeHUsI B 00OJACTH BHEIIHEW MOJUTH-
KW U SKOHOMUKHY;

3. Kak ®enepanbubiii 3akoH ot 27.07.2006
Ne 149-03 «O6 undpopmanuu, HHPOPMALMOHHBIX
TEXHOJIOTUSAX U O 3aluTe MHPOpMalUN» Ompese-
JSIeT MOHSTHE «KOH(UACHIUAIBHOCTh HH(pOpMa-
UAn»?
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CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemblie pe3yibTa-
TBI O0yUYCHHS

OneHouHble CpeCTBa

a) obs13aTenbHOE IS COONIOJICHUST OTepa-
TOPOM WJIM MHBIM JIUI[OM, TTOJYYUBIIUM JIOCTYI K
uH(popmMaluu, TpeOoOBaHUE HE JOMYCKaTh €€ pac-
MPOCTPaHEHUs 0e3 coryiacusi CyObheKTa MM HaIH-
YKl THOT'O 3aKOHHOTO OCHOBAHHMS;

0) O3HAKOMJICHHE OTMPEICIICHHBIX JIHI[ C
KOH(UICHIMATBbHON UH(OpMaLMel, TOIBKO C CO-
racus ee oOyiamaTens WM Ha WHOM 3aKOHHOM
OCHOBaHUU TPU YCJIOBUH COXpPAaHEHUS KOH(HICH-
[MUATBHOCTH 3TOW HH(OpMALINH;

B) IpaBOBbIC, OpraHU3AlMOHHbBIC, TEXHH-
YeCKUe W WHBbIC TIPUHUMaeMble 00JajaTeieM WH-
dbopMaruu Mephbl 1o ee 0XpaHe;

') 00s13aTeJIbHOE /JIs1 BBIIIOJHEHUS JIULIOM,
MOJIYYUBIIUM JIOCTYI K OInpeaeNeHHoW nHpopMa-
1uu, TpeboBaHHE HE MepelaBaTh TaKylo HHGOpP-
MAaIMIo0 TPETBUM JUIaM Oe3 coryiacusi ee o0aa-
TeJsl.

4. Kakoli JOKYMEHT OIpENeNsieT BUJIbI
KoH(puaeHIMaIbHON nHpOopManuu?

a) Ilocranosnenue I[lpaButensctea PO ot
11.02.1997 Ne 118 «OO06 yTBepKIEeHUU BUIOB
KOH(pHACHIIMAIILHON HH(DOpMAITUN»,

0) Yka3 [Ipesunenta PO ot 06.03.1997 Ne
188 «O0 yrBepxknenun [lepeuns cBeaeHUN KOH-
(bUICHIIMATBEHOTO XapaKTepay;

B) [locranoBnenue IlpaBurenscrea PO ot
11.02.2006 «O6 yrtBepxaenun Ilepeuns csene-
HUN KOHPUACHIIMAIBHOTO XapaKTepay,

r) Yka3 [Ipesunenra PO ot 23.11.2006 «O
BHUJIax UHPOpMaNUU KOH(MUICHIIUATEHOTO Xapak-
Tepay.

5. Kakas cocrapnsmomas ominyaeT KoHpuU-
JEHITMAIBHOE JIEIIONPOU3BOJICTBO OT OTKPBITOTO
JIETTONTPOU3BOICTBA?

a) 3aImuTa cojepxkaiencs B KOHGUICHIIH-
TBHBIX JIOKYMEHTaX HH(OPMAITIH;

0) JOKYMEHTHpPOBaHUE KOH(HICHIINATb-
HOU nHpopmanuy;

B) opraHu3anusi paboThl ¢ KOH(HUICHIIH-
ATBHBIMU JIOKYMEHTaMH;

I') perucrpanus KOH(UICHIMAIbHBIX J0-
KYMEHTOB.

6. Kakue HopMaTUBHBIE IOKYMEHTHI yCTa-
HaBJIMBAIOT €IMHBIN MOPSAIOK CO3/1aHUsI, 00padboT-
KW, XpaHCHHsSI U MCIIOIb30BaHMs KOH(UICHITHAb-
HBIX JOKYMEHTOB B OpraHu3aiuu?

a) CIUCOK  PaOOTHHKOB  OpTaHU3AINH,
MMEIOLINX MPaBO JOCTYyNa K KOH(UIESHIIMAIbHBIM
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JIOKyMEHTaM;

0) TepedYeHb HEPETUCTPUPYEMBIX JOKY-
MEHTOB;

B) MHCTPYKIHS O TIOpsAKE pabOThI ¢ KOH-
buaeHIMATEHBIMUA JOKYMEHTAMU;

I') MEepeYeHb JTOKYMEHTOB, COJEpPKaIINX
uH(pOopMaLK0 KOH(DUIECHIIMATEHOTO XapaKTepa;

1) MHCTPYKIIHS T10 JIeJIONIPOU3BOJICTBY;

€) mepedeHbp BUIOB MH(OpManuu KoH(U-
JEHITMAIEHOTO XapaKTepa;

) TepedeHb YHUDUIMPOBAHHBIX (HOpM
KOH(UICHIIMATBHBIX JOKYMEHTOB.

7. B COOTBETCTBHM C KaKMMH CIEIHAIb-
HBIMH JIOKYMEHTaMH JCHCTBYET CIyx)0a KOH(HU-
JEHIMAIBHOTO JIeJIONPOU3BOICTBA?

a) MOJIOKEHHE O CcIy)0e KOH(UIeHIIHAIb-
HOTO JICJIONTPOU3BO/ICTRA;

0) MHCTPYKLHS O MOpSAKE pabOThl ¢ KOH-
(bUICHIMATEHBIMHA JOKYMEHTAMHU;

B) JOJDKHOCTHBIE HHCTPYKIMH PaOOTHH-
KOB;

I') MpaBuja BHYTPEHHETO TPYAOBOTO pac-
TOPSIIKA.

8. 'me MOMKHBI XpaHUThCS 3aMacHbIE K-
3eMIUISIPBI KJIFOYEeH OT TOMEIIeHU KOH(UIeHIIH-
AIBHOTO JIEIOMPOU3BOJICTBA, PACIAIIHBIX METall-
JUYECKUX PEIIETOK Ha OKHAX, ceiidoB u mKado?

a) B KaOMHETe y PYKOBOJUTENSI OpTaHu3a-
LHH;

0) B oreyaTaHHBIX HOMEPHOM MeUYaThIo Tie-
HaJlaX WM KOHBEPTaX MOJpa3IeicHus] KOH(pHU-
JEHITMAIBHOTO JIEIOMPOU3BOJICTBA WIH B CITy:KOe
0€301acHOCTH.

B) B ONEUaTaHHBIX MEHAJIaX WM KOHBEPTaxX
Ha BaxTe;

r) B celipe B Oyxranrepuu.

9. Kak odopmusieTcst pa3penieHne Ha J10-
CTYI K MOCTYNUBIINM WU H3AAHHBIM KOH(HICH-
IHUATBHBIM JIOKyMEHTaM?

a) Ha OOOpPOTHOM CTOPOHE JOKyMEHTa B
BHJIC IITAMIIA;

0) B BHJIE «OTMETKH O JOCTyNe K JOKY-
MEHTY»;

B) B BUJIe «TpH(a COrIacoBaHUsY;

) B opMe PE30TIOIUNA HAa JOKYMEHTE.

YmMmern

pacrio3HaBath 3¢ dek-
THUBHOE pEIICHHE OT He-
3¢ PEKTUBHOTO,

N3yuuth crnenyromue HOPMAaTUBHBIE IOKY-
MEHTBI:
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NPUMEHSTh  TeopeThuye-
p p . 3akoH oT 21 uronst 1993 r. Ne 5485-1 «O
CKHE 3HAHUSA U METOMbI o
roCy/IapCTBEHHOH TailHe»;
UCCJICIOBaHMsI 3HAHUS B
npo(eccHOHANbHON fes- | Vka3 Ilpesumenra Poccuiickoit ®enepa-
TEIbHOCTH;  HCIOJb30-
’ un ot 11 ¢espamns 2006 r. Ne 90 «O nepeune
BaTh WX HA MEXKIUCIIH- . N
CBEJICHHM, OTHECEHHBIX K TOCYAapCTBEHHOM
IUTMHAPHOM YPOBHE; .
KOPPEKTHO BbIpaXaThb M TaHe,
apryMEeHTHPOBAHHO .
pry p o ®enepanbHblid 3aKk0H OT 27 wurons 2006 r.
000CHOBBIBAaTb TEOPETH-
Ne 152-@3 «O nepcoHanbHBIX TaHHBIX»;
YeCcKUe 3HaHUSA U METObI
UCCICIOBAHWA Ha MpaK- | o denepanbHblii 3ak0H oT 29 urons 2004 r.
TuKe No 98-03 «O koMMepuecKou TaliHe».
PaccMoTpeTh OCHOBHBIE HOHSTHSI, UCHOJIb-
3yeMble B HOPMATUBHBIX JOKYMEHTAX; MOJHOMO-
YMsl OPraHOB TOCYAApCTBEHHOM BJIAcCTU U JIOJIK-
HOCTHBIX JIMI] B OOJIACTH OTHECEHMsI CBEICHUH K
rOCyJIapCTBEHHOM TallHE W MX 3alUThI; MIEPEYEHb
CBEICHHM, COCTABISIOIIUX TOCYIapCTBEHHYIO
TaliHy; PEKBU3HUTBI HOCUTEJIEH CBEIECHHUN, COCTaB-
JSIOUINX TOCYIAapCTBEHHYIO TalHY; MPUHIUIBI U
yCIIOBUSL 00pabOTKH MEPCOHATBHBIX JaHHBIX; IIpa-
Ba CyObEKTa MEpPCOHANBHBIX JAaHHBIX; 00SI3aHHO-
CTH olepaTopa NHpu cOope NEepCOHAIbHBIX JlaH-
HBIX; OCOOCHHOCTH TMIpeloCTaBlieHuss WHopMa-
LIUH, COCTABJISIIOIIEH KOMMEPUECKYIO TailHy.
VYka3aTh NMHCbMEHHO Ha3HAYEHUE KaXKJIO0To
W3 YKa3aHHBIX HOPMATUBHBIX JIOKYMEHTOB.
Brnanets MPAKTUYECKIUMHU Ilepeyennb TeM M 3alaHMii JJIs1 MOATOTOBKH K

HaBBIKAMH, CIIOCOOAMU
OLIEHUBAHHUS 3HAYUMOCTH
Y IPaKTUYECKON
MPUTOTHOCTH
HCIIOJIb30BaHUS
TEOPETUUECKUX 3HAHUU U
METO/IOB MCCJIEIOBAHUS
Ha MPaKTUKE;
OCHOBHBIMHM METOJaMHU
peleHus 3aaa4d B
00/1aCTH UCIIOJIH30BaTh
TEOPETUUECKHE 3HAHUS U
METObI UCCIICTOBAHMS
Ha TMPaKTHKE,

3ay4eTy:

1. ITonsTue KOH(HICHIIMATBHOTO
JIeITOTIPON3BOICTBA.

2. ITpusnaku KOH(HICHIINATILHOTO
JIeTTOTIPON3BOICTBA.

3. CooTHolieHne KOH(GHUIESHIIMATBLHOTO U
OTKPBITOTO JIEJIOTIPON3BOICTBA.

4, ObmenoctynHas  wHpOpMAIUS U
WHpOpMaIUs OTPaHUYEHHOTO JIOCTYIIA.

5. CooTHolieHue uH(popMaIu

OTPAaHWYEHHOTO JIOCTYNla C TOCYIapCTBEHHON
TallHOM.

6. Knaccudukamms CBeIECHUI
KOH(UICHIIMALHOTO XapaKTepa M0 OCHOBaHUSIM,
PETyCMOTPEHHBIM JNCHCTBYIOINAM
3aKOHOJATEIHLCTBOM.

7. Csenenus, COCTAaBIISAIOLIIE
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CITY)KEOHYIO TalHy.

8. [Topsimox oOparieHus ¢ JOKYMEHTaMH,
coJIeprKalIuMHU CIIy>)keOHYI0 nH(pOpPMaLIHIO
OTPAHUYEHHOTO PACTIPOCTPAHCHUSI.

9. CBeneHusi, KOTOpble HE  MOTYT
OTHOCHUTBCS K CiyxeOHoi Taiine. I'pud «Jlms
CITy’)KeOHOTO TIOJTB30BaAHUS.

10. Csenenus, COCTAaBIISAIOLIE
KomMMmepueckyro TaiiHy. I'pud «Kommepueckas
TalHa.

11. Meponpusatus, HanpaBJI€HHbIE Ha
3alIUTYy KOMMEpPYECKON TalHBI.

12. [lepconanbHble JaHHBIE (CBEACHUS O
rpaxaanax). CoctaB NepCOHaNbHbIX JIaHHBIX.

13. Knaccudpukanus [IEPCOHAIbHBIX
JTAaHHBIX.

14. [Tony4yenune " o0paboTka

NEepCOHANbHBIX JaHHbIX. OCHOBHBIE TpeOOBaHUS
npu 00pabOTKe MePCOHANBHBIX JTaHHBIX.

15. [lepenaya nepcOHaNbHBIX JIaHHBIX.
Onpenenenue Kpyra Jul, HMEIOIIUX IIPaBO
JI0CTyTa K MIEPCOHATILHBIM JaHHBIM.

16. CBeneHus, COCTaBIAIONINE  TallHYy
CJEICTBUS U CyJIONIPOU3BOICTBA.
17. Caenenus, CBSI3aHHBIC c

MpoECCHOHAIBHON JESATENHHOCTHIO (BpaueOHas,
HOTapuaJibHasl, aJBOKaTCKas  TailHa, TaliHa
NEPCINCKH, TCJ'IC(l)OHHI)IX NEPETOBOPOB, MTOYTOBBIX

OTIpaBleHUH,  TenerpadHbIX  WJIH  HHBIX
COOOIIIEeHUT).
18. CBefieHHsI O CYIIHOCTH HM300peTeHHs,

MIOJIE3HON MOJISIIA WJIH MTPOMBIIIJICHHOTO 00pasia
no odunmanpHOW MybnuKanud WHDOpPMALUUA O
HUX.

19. BapuaHThl CTpyKTypHOU OpraHu3aiuu
KOH(HICHIIMATHHOTO JISTIONPON3BOJICTBA.
20. 3amaun W QyHKUMHM, TpaBa WU

OTBETCTBEHHOCTh CIY>KObI KOH(HIEHIIHAILHOTO
JIeTIOTIPON3BO/ICTBA.

21. JlokanbHble ~ HOpPMAaTHBHBIE  aAKTHI,
yCTaHaBIUBAOIIIHE MOPSIIOK paboThl c
KOH(UICHIIMATEHBIMHA JOKYMEHTaMHU.

22. Pexxum COXpPaHHOCTH
KOH(UICHIIMATBHBIX JOKYMEHTOB.
OTBETCTBEHHOCTh 3a pa3MallleHue CBEICHMI
KOH(UICHIIMATLHOTO XapaKTepa

[1K-5 BrnageHueM TEHIECHLUMSIMHU Pa3BUTHS

YEHHs! YIPaBJIEHUs] apXUBHOTO JIeJia

MH(POPMALMOHHO-T0KYMEHTALIMOHHOTO U obecre-
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pasBuTHI  HH(MOpMAIH-
OHHO-

JOKYMEHTAIlMOHHOTO U
obecrieueHus  ympaBiie-

HUS apXHUBHOI'O ACJ1a

1. KakoBa ocHOBHas Lenb ydera KOHQU-
JICHIIMATBHBIX JJOKYMEHTOB?

a) perucrpanus KOH(UICHIMAIBHBIX J0-
KYMCHTOB;

0) oOecrieueHre (PUINIECKONW COXpPAHHO-
CTH, KOMIUIEKTHOCTH M IIEJIOCTHOCTH KOH(MUICH-
[IUATBHBIX JOKYyMEHTOB;

B) oOecreYeHre MOMIMHHOCTH KOH(HUIEH-
[IUATBHBIX JOKYMEHTOB;

r) dopmupoBaHue
JIOKYMEHTOB B JIeJIa.

KOH(pHUICHIIMATBHBIX

2. I'ne npocTaBisieTcst MITaMII ¢ YKa3aHUEM
YYETHOTO HOMEpa U KOJUYECTBa JIUCTOB KOH(U-
JICHLIUAIbHBIX JTOKYMEHTOB?

a) B BEpPXHEM IIPAaBOM YTy Ka)KJOTro JINCTa
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YTy KaKJIOro JINCTa
JIOKYMEHTA;

B) B BEPXHEM IIPABOM YIJIy TOJIBKO MEPBO-
IO JINCTa JOKYMEHTAa;

I') B BEPXHEM JIEBOM YIJIy TOJIBKO IIEPBOIO
JUCTA JOKYMEHTA.

3. Kakas wun(opmamus yka3bBaeTcs Ha
00J10’%kKax pabouux M CTEHOrpapUUecKUX TEeTpa-
nen?

a) Tpu¢ KOH(DUIEHIMATIBHOCTH, (QaMHUIns
Y MHUIHAIBI UCTIOJIHUTEINS, CPOK XPAHEHUS;

06) rpu¢d KOHOUACHIHMATBLHOCTH, KOJIUYE-
CTBO JIUCTOB, (haMUJIMSI U MHHUIIMATBI HCIIOTHUTE-
TS,

B) BHJ HOCHUTENs, Tpu( KOH(HIECHIIUATH-
HOCTH, KOJIMYECTBO JINCTOB;

r) BUA HoOcUTeNs, Tpud KOH(HUICHIHUATH-
HOCTH, (haMWJTHSI 1 MHUITUATBI HCTIOJTHUTEIIS.

4. 1o Hayaja COCTaBJIEHUS TeKCTa KOH(DU-
JICHIIMATBHOTO JOKYMEHTa IPOBOJUTCS OTlEepalts:

a) perucTpanuu KOHQHUAESHIUAIbHOTO J0-
KYMEHTa;

0) perucrtpaniid HOCHUTENST KOH(PHUICHITU-
aTbHOU MH(POPMAITUH;

B) pETUCTpallMy TaKeTa MOCTYNUBILIEro
JOKYMEHTA;

I') COTVIACOBAaHHME TEKCTa KOH(UIEHIINAb-
HOTO JOKYMEHTA.
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5. Ecnm xoHuIeHIMATbHBIA JTOKYMEHT
MeYaTraeTcs C YEPHOBUKA, Kakas HWHQOpMAaIUsI
YKa3bIBa€TCS Ha TIEPBOM JINCTE YCPHOBHUKA?

a) KOJIMYECTBO HEOOXOIWMBIX HK3EMILIS-
POB TpOEKTa JTOKYMEHTa, KOJIMYECTBO JIUCTOB
YePHOBUKA;

0) KOJIMYECTBO JINCTOB YEPHOBHKA, (pamu-
JIUST UCTIOTHUTETIS;

B) KOJIMYECTBO HEOOXOIUMBIX DK3EMILIS-
POB MPOEKTA IOKYMEHTA, ()aMUJIHsI HCTIOJTHUTEIIS;

I') KOJUYECTBO HEOOXOIUMBIX SK3EMILIs-
POB MPOEKTa JOKYMEHTa, (paMIIINsT UCTIOTHUTEIIS,
KOJIMYECTBO JINCTOB YEPHOBHUKA.

6. ['me mpocraBisieTcsi y4eTHbI HOMEp H
rpud KOH(DUICHIIUATLHOCTH Ha MPOEKTe KOH(DH-
JIEHIIUATBHOTO JOKYMEHTAa?

a) Ha KQXKJIOM JIUCTE KAXKIOT0 dK3EMILIIpa
MPOEKTa JOKYMEHTA;

0) TOJBKO Ha MEPBOM JIUCTE MPOCKTA JO-
KyMEHTa B OMPEICIICHHOM JIJIsi 9TOTO PEKBU3HTA
MECTe;

B) Ha BCEX JIHCTaxX MPOCKTa JIOKYMCHTa B
JIEBOM HIKHEM YTIy JTUIIEBOI CTOPOHBI;

I') Ha BCEX JIMCTaX MPOEKTa JIOKyMEHTa B
MIPABOM BEPXHEM YTy JIMIIEBOU CTOPOHBI.

7. C kakoil omepalny HauMHaeTcs padoTa
C MOCTYNMBIIMMH B OpPTraHM3alUI0 KOH(PHUACHIIH-
IbHBIMU JOKYMEHTaMH?

a) y4eT NaKeTOB MOCTYMUBIIUX JIOKYMEH-
TOB;

0) yueT HocuTenel nHdopManuu;

B) BBOJI PErMCTPALMOHHBIX JaHHBIX B aB-
TOMAaTU3UPOBAHHYIO WIN TPAJAUIIMOHHYIO CUCTEMY
yueTa,

I) MpOCTaBJeHHE Ha JOKyMeHTe Tpuda
KOH(HIEHIIMATBHOCTH.

8. I'’me mpocTaBisIOTCS y4eTHble HOMeEpa
Ha TEKCTOBBIX JOKYMEHTaX BBIJICJIEHHOTO XpaHe-
Hus?

a) B BEPXHEM IIPaBOM YTITy OOJI0XKKH;

0) B BEpXHEM JIEBOM YTJIy OOJIOXKKH;

B) B BEPXHEM JICBOM YTy KaXKJOTO JINCTA
JOKYMEHTA;

T') B HIDKHEM TIPABOM YTy OOJIOKKH.

9. I'me mpocTaBiseTcsi Y4YETHBIH HOMED,
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MPUCBOCHHBIA KON KOH(MUICHIIUAIBHOTO JTOKY-
MeHTa?

a) Ha TICPBOM JIMCTE KOIHMH IMOCEPEIUHE
HIDKHErO TMoJigi C jo0aBieHHeM ab0peBuaTypbl
rpuda KoHUIESHIIUATEHOCTH;

0) Ha TEpPBOM JIUCTE KOMUU B IIPaBOM
HIDKHEM yriay ¢ go0aBieHreM abO0peBUaTypbl
rpuda KoH(pUIEHINATBHOCTH;

B) Ha BCEX JIMCTaX KOIMHUH B NPAaBOM HHXK-
HEM yriy ¢ nobOaBiieHHeM a0OpeBuaTypnl rpuda
KOH(HICHIIMATLHOCTH,

I) Ha BCEX JIMCTaxX KOMHHU IIOCEpEeINHE
HUKHETrOo TMoyisi ¢ jJoOaBiieHHeM ab0peBHATYpPbI
rpuda KoH(UACHITUATEHOCTH.

10. Ykaxure mMecropacrnonoxeHnue rpuda
OTpaHHYEHUS AOCTYIA K JJOKYMEHTY.

a) B HWDKHEM JIEBOM YTIIy NEPBOTO JIUCTa
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YTy MEPBOrO JIMCTa
JIOKYMEHTA;

B) B HWJKHEM IPAaBOM YIIIy NEPBOTO JIUCTA
JTIOKYMEHTA;

I') B BEpXHEM IIPaBOM YTy IEPBOIO JIUCTa
JIOKYMEHTA.

11. K xakoM TOKyMEHTE COIEpPKUTCS WUH-
dopmanus o MOPsJIOK MPUCBOCHUS U CHATHS T'pU-
¢da orpaHuueHusl J0cTyna K KOH(UIEHIUAIbHBIM
JIOKyMEHTaM?

a) TMOJIOKEHHE O CITYX)0e KOH(PUIEHINAIb-
HOTO JIeJI0IIPON3BO/ICTBA;

0) MHCTPYKIHS O MOPSAKE padOThl ¢ KOH-
¢bueHIaTbHBIMU TOKYMEHTAMU;

B) JOJDKHOCTHBIE HMHCTPYKIMH pPaOOTHH-
KOB;

') nepeyeHb (COUCOK) BUIOB MH(OpMaLUn
KOH(HICHIIMATIBHOTO XapaKTepa.

12. Kakue nomomHHUTENnbHBIE Tpadbl co-
JEP>KUT TaOJIMYHAas 4acTh HOMEHKJIATypbl KOHPU-
JEHITUABHBIX Aen?

a) HOMep IO MOPSIIKY;

0) rpu¢ KOoH(MUISHIINATEHOCTH JIeNa;

B) BUJ WHGPOPMAIMK OTPAHUYEHHOTO JI0-
CTyma, CoAepKalIeics B JIee;

I') HAaUMEHOBAaHUE TMOJpPa3/eieHUs, KOTO-
pOMY MIPEAOCTABIISIETCS JIETIO;

1) OTMETKH O JBYDKCHHH Jesia (apXUBHBIN
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mudp, HoMep U Aara akTa 00 YHHUYTOXKEHHMH, OT-
METKH 00 OTIIpaBJICHUH);

€) KOJINYECTBO JIUCTOB B JIEIIE;

) CPOK XpaHEHMs U HOMepa cTaredl Imo
HEPEYHIO;

3) nepuoJi KOH(GUIEHINAIBHOCTH Aea.

13. Cnenududeckold COCTaBISIONICH KOH-
(bHICHIINAIBLHOTO [IeJia SBISCTCS:

a) BHYTPEHHSIS ONKCH JIOKYMEHTOB;

0) CIHMCOK COTPYIHHMKOB, JOMYIICHHBIX K
zeny;

B) 3aBEpUTEIIbHAS HAIIKCh JICIa;

F) CIIMCOK OTBETCTBCHHLIX HCIIOJIHUTCIIEH.

14. TIpu BblAaYe KOH(UIEHLIUAIBHOTO Jie-
Ja COTPYIHHUKY OpTaHU3aIUHU IENaeTCsl OTMETKA B!

a) KapTOYKe yueTa BbLIauM JeNa;

0) KapTOUKe yuyeTa pa3pelIeHHUI;

B) KapTOYKE y4eTa BbIAAYHU JOKYMEHTOB;

') BHYTpPEHHEH ONUCH Jena.

15. Kakum noxkymeHTOM odopmisercs
npolenypa YHUYTOXKEHHsS KOH(UIEHIHATbHbBIX
JIOKYMEHTOB, JIe]1 U HocuTesnei nupopmanun?

a) CBUJIETENIbCTBOM 00 YHUUTOXKEHUH;

0) cripaBKO¥ 00 YHUUTOXXCHUU;

B) IPOTOKOJIOM O XO/i€ YHUUTOKEHUS;

') aKTOM 00 YHUUTOXKEHHH.

16. KakoBa mneproJu4HOCTh IMPOBEIEHUS
NPOBEPOK HAIMYMA KOHOQUACHIHAIBHBIX JIOKY-
MEHTOB?

a) HE peke OJJHOTO pasa B MOJIroJ1a;

0) HE pexe OJTHOTO pa3a B TOI;

B) HE pPeXe OJIHOT0 pas3a B TpH rojia;

T') HE peKe OJHOTO pasa B IISTH JIeT.

17. B KakoM JOKYMEHTE OTpa)arTcsl pe-
3yJbTaThl POU3BEAEHHBIX MPOBEPOK MPABUIBHO-
CTH TIPOCTaBJIEHUS OTMETOK O pPErUCTpallid |
JIBUKEHUH  KOH(MUICHIMAIBHBIX  JTOKYMEHTOB,
JIeJ, HocuTeNel 1 uX (PaKTUIECKOTO HATHIHS?

a) B aKTe;

0) B MPOTOKOJIE;

B) B PELLEHUY;

T') B TIPUKa3e.
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Ymerb BBIJICJIATE  TEHJEHIMH, | 1. Beimummure TepMHUHBI M OIpeleseHHS,
OOBACHATH (BBIABIATH U | ONMCBHIBAIOIINE IIPOLECC BIAJECHUS TEHACHLUIMU
CTPOUTBH) TUIIMYHBIE MO- | pa3BUTHS HH(POPMALMOHHO-JOKYMEHTAHOHHOTO
JieNd, KOPPEKTHO BBIpa- (M oOecredeHus: YMpaBleHHs apXWBHOTO JIea.
*KaTb M apryMeHTHpO- [ JlaTb cpaBHUTENIbHBINA aHATIN3 TOHATHM.

BaHHO 00OCHOBBIBATS | 2. IIpoananusupyiite HOpMaTuUBHbBIE TpeOoO-
HOJIOKEHHUS ~ TEHJCHLMH | BAHUS K OpraHU3alMy Mpolecca BIIAJEHUEM TEH-
pasBuTHI  HMH(OpPMAIH- | IEHIUSIMU pa3BUTHA nH(POPMAIMOHHO-
OHHO- JIOKYMEHTALMOHHOT'O U 00ecreueHus ynpaBieHus
JOKYMEHTAllMOHHOTO U | apXUBHOTO Jieja.
o0ecrieyeHus  ympasie- | 3. [Tpoananu3upyiite HOpMaTUBHBIE TPEOO-
HUS apXUBHOTO Jiena. BaHUs K OpraHu3aluy npoliecca BjIaJeHUeM TeH-
JEHLUAMHU pa3BUTUS UHOOPMAIIMOHHO-
JIOKYMEHTAIlMOHHOT'O ¥ 00eCTIeueHus YIIpaBJIeHUs
ApXUBHOI'O JeJIa.

Bnaners crocobamu [IuceMeHHO OTBETHTH Ha CIIEAYIOLIUE BONPOCHI,
JIEMOHCTpallMi YMEHUs | yKa3aB HaUMEHOBaHME HOPMATUBHOTO IOKYMEHTA,
AHAJIN3UPOBATh TOYHYIO (HOPMYITHPOBKY, MOJITBEPKAAIOUIYIO BBI-
CUTYAIHIO, CKa3bIBaHHME, HOMEP IIYHKTa U HOMEp CTaTbH:
BO3MO>KHOCTBIO . PaccmaTpuBaercs 1M 4elloBEK B KayecTBE
MEXIUCLUIUIMHAPHOTO | HOCUTENS CBEACHUHM, COCTaBJSIOIIMX Trocynap-
PUMEHEHHUS, CTBEHHYIO TaliHYy?
npodeccunoHaIbHBIM . Kakoli MakCUMaJIbHBIM CPOK pacceKpedu-
A3BIKOM B 00J1acTH BaHUsl CBEJCHUN, COCTABIISIIOIIMX TOCYAApCTBEH-
TEHJECHUUN pa3BUTHUA HYIO TalHy?

MH(OPMaLIMOHHO- . Kak yacTto HeoOXoaumo mnepecMaTpHuBaTh
JOKYMEHTAllMOHHOTO IIEPEYHU CBEJIEHUM, MOAJIEKAIUX 3aCEKpEeunBa-
o0ecrieueHus HUIO?

yIpaBJICHUS] APXUBHOTO
nena;

. KTo HajeneH mpaBoMm NIpOUIEHUS TEPBO-
HAYaJIbHO YCTAHOBJIEHHBIX CPOKOB 3aCEeKpeuyuBa-
HUSl HOCHUTEJEH CBEAECHMH, COCTaBIAIOIIUX IOCY-
JAPCTBEHHYIO TalHYy?

. B kakux ciy4yasx HOCHUTENH CBEIECHUH, CO-
CTaBJISIIOIIMX TOCYJAapCTBEHHYIO TalHy, MOTYT
OBITh PacCEeKpeyeHbl JO UCTEUECHUsI CPOKOB UX 3a-
CEeKpeurBaHUs?

. Ha xaxue oTHOIIEHUsI HE pacpoCTpaHsET-
ca percteue denepanbHOro 3akoHa «O mepco-
HaJbHBIX JAHHBIX)»?

. Ha ocHOBe KakuX NPUHIUIIOB OCYIIECTB-
asieTcst 00paboTKa MePCOHANBHBIX TaHHBIX?
. B kakux ciydasx cBeIEHHS O CyObEKTe

NEPCOHANIBHBIX IOaHHBIX MOTYT ObITh B JIHO0OC
BpEMA UCKIIKOYCHBI 13 O6HI€,Z[OCTYHHBIX UCTOYHH-
KOB IICPCOHAJIbHBIX l[aHHI:IX?

. Uto mpeamnonararoT ACUCTBUS 1O 00€37H-
YUBAHHUIO HepCOHaJIBHLIX I[aHHLIX?
. Kto sBmsiercst obnanarenemM uHpopMaIum,

COCTaBJIAIOLIEN KOMMEPYECKYIO TaliHY?
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. B kakux cimy4asx u KoMy, 00J1agaTenb HH-
dopmaruu, COCTaBISIOIIEH KOMMEPYECKYIO Taii-
HY, 00s13aH MpenocTaBuTh Ty nHpopmarmi? Kak
3TO JOIHKHO OBITH 0hopmIteHO?

B kakux ciygasx uH(pOpMAaIHs, COCTaBIISIONIAS
KOMMEPUYECKYIO TaiiHy, o0agaTesneM KOTOpOil sAB-
JSIETCsL IPYroe JIUIO, CUUTACTCS MOTyYCHHOH He-
3aKOHHO?

[TK-12 criocoGHOCTBIO BBIABIATH U OTOMPATh JOKYMEHTHI JUIsl pa3HbIX THIIOB U BUIOB IyOIU-

Kanui

3HaTh

MpaBWwjia ©  METOJIUKY
BBISIBJICHUS M OTOOpa J0-
KYMEHTOB JUISl pPa3HbIX
TUTIOB W BHUJIOB ITyOJIMKa-
V7051

Tecm 0na camonpogepku

1. KakoBa ocHOBHas 1ie/b y4yeTa KOHQU-
JCHIIUATBHBIX JTOKYMEHTOB?

a) peructpanus KOH(MUICHIHAIBHBIX J0-
KYMEHTOB;

0) oOecreyeHue (HU3NYECKON COXpPaHHO-
CTH, KOMIUIEKTHOCTH M ILEJIOCTHOCTH KOH(UICH-
[UATBbHBIX TOKYMEHTOB;

B) oOecIieueHHEe MOUTMHHOCTH KOH(PUICH-
[UATBbHBIX JOKYMEHTOB;

r) ¢dopmupoBaHue KOH(MUICHINAITBHBIX
JIOKYMEHTOB B JIeJia.

2. I'me mpocTaBisieTcst TaMI ¢ yKa3aHuEM
YY4ETHOTO HOMEpa U KOJUYECTBa JIUCTOB KOH(U-
JCHIIMATBHBIX JJOKYMEHTOB?

a) B BEpXHEM IIPaBOM YTy KaXJI0To JIUCTa
JOKYMEHTa;

0) B BEpXHEM JIEBOM YIJIy KaXJOTO JIUCTa
JOKYMEHTa;

B) B BEpPXHEM IPABOM YIJIy TOJIBKO MEPBO-
O JINCTA TOKYMEHTA;

I') B BEpXHEM JIEBOM YTy TOJBKO HEPBOTO
JMCTa TIOKYMEHTA.

3. Kakas wunHbpopmamms yKa3bIBaeTCs Ha
0010KKaxX pabo4ynx M cTeHorpauyecKux TeTpa-
neun?

a) rpu KoH(UAECHIUAIBHOCTH, (aMHUIUSL
Y MHUIIAAITBI UCTIOJHUTEIIS, CPOK XPAHEHHS,

6) rpud KOHPHUIESHIMATHHOCTH, KOJIHYe-
CTBO JIUCTOB, ()aMIJIUSI W WHUITHAIBI HCIIOTHUTE-
Tst;

B) BMJl HOCHUTENs, Ipu( KOH(PUIEHIUAIb-
HOCTH, KOJIMYECTBO JIUCTOB;

T) BUJ HOCUTENs, Tpu( KOH(GUICHIIUATb-
HOCTH, (paMUIIMs ¥ MHUIHAIIBI UCTIOTHUTEIIS.

4. Jlo Hauana cocTaBlIeHUs TeKCTa KOH(U-
JCHIMATBHOTO JOKYMEHTA IPOBOJUTCS OTIEPAIIHs:

a) peructpanuu KOH(PHUICHIIMAIBHOTO J10-
KYMEHTa;
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0) perucrpanud HOCHUTENS KOH(PHUIACHITU-
IBbHOM MH(pOpMaNNu;

B) perucTpanuu MaKeTa IOCTYIMUBIIETO
JOKYMEHTa;

I') COrjacoBaHHE TEKCTa KOH(HICHUIUAb-
HOTO JOKYMEHTA.

5. Ecnm xoHuIeHIMATbHBIA JTOKYMEHT
revaTaeTcss ¢ YepHOBMKA, Kakas HH(opMarus
YKa3bIBAETCS Ha IIEPBOM JIUCTE YEPHOBUKA?

a) KOJMYECTBO HEOOXOIMMBIX 3K3EMILIs-
pPOB TMpOEKTa JOKYMEHTa, KOJMYECTBO JIMCTOB
YEepPHOBUKA;

0) KOJIMYECTBO JINCTOB YEPHOBHKA, (haMu-
JIVSI ICTIOJTHHUTEIIS,

B) KOJHMYECTBO HEOOXOTUMBIX SK3EMILIS-
POB MPOEKTa TOKyMEHTa, (haMUIIHSI UCTIOJIHUTEJIS;

I') KOJMYECTBO HEOOXOJUMBIX JK3EMILIS-
POB MPOEKTa JOKYMEHTa, (paMUIINs UCTIOTHUTEIS,
KOJINYECTBO JIMCTOB YEPHOBHKA.

6. I'me mpocraBnsieTcst y4yeTHBIH HOMEp U
rpud KOH(PUICHINATBHOCTH Ha MPOEKTe KOH(pH-
JEHITMAIBHOTO TIOKyMeHTa?

a) Ha KaXKJIOM JIUCTE KaXOTO IK3EMILIIpa
MPOEKTa JOKYMEHTA;

0) TOJBKO Ha MEPBOM JIMCTE MPOEKTa J0-
KyMEHTa B OMpEIENIEHHOM JJisi 3TOTO PEKBH3UTA
MecCTe;

B) Ha BCEX JIUCTaxX MPOEKTa JOKyMEHTa B
JICBOM HIDKHEM YTITY JIMIIEBOW CTOPOHBHI;

T') Ha BCEX JIMCTaxX MPOEKTa TOKyMEHTa B
MIPaBOM BEPXHEM YTJIy JIMIIEBOH CTOPOHBI.

7. C xakoi omepalnuy HaunHaeTcs paboTa
C TIOCTYNHBIIMMH B OPTaHU3AIMIO KOH(HUICHIIH-
ATBHBIMU JTOKYMEHTaM#?

a) y4eT MaKeTOB MOCTYMUBIINX JTOKyMEH-
TOB;

0) yueT HocuTenel nHpopMaluu;

B) BBOJ PETHCTPAIIMOHHBIX JTAHHBIX B aB-
TOMAaTHU3UPOBAHHYIO WIIH TPAIUIIHOHHYIO CHCTEMY
yuera;

I) TpPOCTaBJIe€HHWE Ha JOKyMeHTe Tpuda
KOH(UICHIIMATEHOCTH.

8. I'me mpocTaBiSItOTCST yYETHBIE HOMEpaA
HA TEKCTOBBIX JOKYMEHTAaX BBIACIEHHOTO XpaHe-
HuA?

a) B BEpXHEM MPABOM YTy OOJIOKKH;

0) B BEpXHEM JICBOM yTJIy OOJIOKKH;

B) B BEpXHEM JICBOM YTy KaXKJIOTO JINCTA
JIOKYMEHTAa;
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') B HIDKHEM TIPABOM YTy OOJIOKKH.

9. I'me mpocraBisercss y4YeTHBIH HOMED,
MPUCBOEHHBIM KOMUU KOH(UIEHIINAIBHOTO JO0KY-
MeHTa?

a) Ha IMEpPBOM JIUCTE KOMHHM IOCepenrHe
HIDKHETO TMoJii ¢ Jo00aBieHHEeM a0OpeBUaTypbl
rpuda KoH(UIESHITUATEHOCTH;

0) Ha TEpPBOM JIUCTE KOMUU B TIPaBOM
HIDKHEM yriay ¢ go0aBieHreM abO0peBUaTyphl
rpuda KoOHOUACHINATEHOCTH;

B) Ha BCEX JINCTAaX KONUHU B MPABOM HHUXK-
HEM yriy ¢ nobOaBiieHHeM a0OpeBuaTypnl rpuda
KOH(UICHIIMATBHOCTH;

I) Ha BCEX JIMCTAaX KOIWUU IIOCEpenrHE
HUKHETO TMoyisi ¢ jJoOaBiieHHeM ab0peBHATYpPbI
rpuda KoHPUIESHITUATLHOCTH.

10. Ykaxute MecropacrnoiyiokeHue rpuda
OTpaHHYEHUS JOCTYIA K JOKYMEHTY.

a) B HIDKHEM JICBOM YIUIy TIEPBOTO JIUCTA
JTIOKYMEHTAa;

0) B BEpXHEM JIEBOM YIJIy IIEPBOIO JIUCTA
JIOKYMEHTA;

B) B HIDKHEM IIPABOM YTJIy TIEPBOTO JIUCTA
JIOKYMEHTA;

I') B BEpXHEM MPaBOM YIJy IEPBOIO JIUCTA
JIOKYMEHTA.

11. K xakoM TOKyMEHTE COIEpPKUTCS WUH-
dbopMarus 0 OPSAAOK MPUCBOCHUS U CHATUS TPU-
¢da orpaHWYEHUS TOCTyNa K KOH(DHICHITUATEHBIM
JIOKyMmeHTaMm?

a) TMOJIOKEHHE O CITYX)0e KOH(PUIEHINATb-
HOTO JIeJI0IIPON3BO/ICTBA;

0) MHCTPYKIHS O MOPSAKE padOThl ¢ KOH-
buaeHIMATFHBIMHA JOKYMEHTAMHU;

B) JOJDKHOCTHBIE HMHCTPYKIMH pPaOOTHH-
KOB;

') nepeyeHb (COUCOK) BUIOB MH(OpMaLUn
KOH(UICHIIMATFHOTO XapaKTepa.

12. Kakue nomosHHUTENbHBIE Tpadbl CO-
JEP>KUT TaOJIMYHAs 4acTh HOMEHKJIATYphl KOH(DU-
JNEHITNAJIBHBIX JAeI1?

a) HOMEp IO MOPSIIKY;

0) rpud KOHDUICHIIMATBEHOCTH JIEIIa;

B) BUJA MHGOpPMAIUU OTPAHUYEHHOTO J0-
CTyna, COIEpIKaIlleiiCcs B JIeTiE;

I') HAUMEHOBAaHUE TOJPA3JCICHUs, KOTO-
pPOMY MPEAOCTaBISAETCS J1E110;

1) OTMETKU O JBW)XCHHUU Jiesia (apXUBHBIN
mudp, HOMEp W Jara aKTa 00 YHUUTOXXCHHH, OT-

31




CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemblie pe3yibTa-
TBI O0yUYCHHS

OneHouHble CpeCTBa

METKH 00 OTIPAaBIICHUN);

€) KOJIMYECTBO JIUCTOB B JICJIE;

) CPOK XpaHEHHUs W HOMepa cTaTedl Mo
NEPEYHIO;

3) mepuoa KOHPUACHITUATBHOCTH JIeIa.

13. Cnenududeckold COCTaBISIONICH KOH-
buIeHIMATBEHOTO JIeNa SABISETCS:

a) BHYTPEHHSAS OIUCH JIOKyMEHTOB;

0) CIHMCOK COTPYIHHKOB, JOMYIIEHHBIX K
Aeny;

B) 3aBEpUTEIbHAS HAJIMUCH JETa;

I') CHHCOK OTBETCTBEHHBIX MCIIOHUTEIICH.

14. Ilpu BbiAaue KOHGUACHIIMATBLHOTO JIe-
Ja COTPYAHHUKY OPTaHU3AINH JIeNIAeTCs OTMETKA B!

a) KapTOUKe y4eTa BblIayu JIefa;

0) KapTOUKe yueTa pa3pelieHHit;

B) KapTOYKE y4eTa BbIAAYN IOKYMEHTOB;

') BHYTPEHHEH OMUCH Jiena.

15. Kakum JoxkymeHTOM odopmisercs
npoueaypa YHUYTOXKEHHUS KOHOUIACHIIHMATbHBIX
JIOKYMEHTOB, JIe]1 U HocuTese nupopmanuu?

a) CBUJIETENIbCTBOM 00 YHUUTOXKEHUH;

0) cripaBKO¥ 00 YHUUTOXXCHUU;

B) MPOTOKOJIOM O XO/I€ YHUUTOKEHUS;

') aKTOM 00 YHUYTOXEHHH.

16. KakoBa nepHoaMYHOCTb IPOBEIACHUS
MPOBEPOK HAIMYUS KOH(PUICHIIMAIBHBIX JOKY-
MEHTOB?

a) He peke OJJTHOTO pa3a B MOJIr0/1a;

0) He pexe OHOro pas3a B TOJ;

B) HE pPeXe OJIHOTO pa3a B TPH rofia;

I') HE peke OJJHOTO pa3a B ISATH JeT.

17. B kakoM JOKYMEHTE OTpa)arTcsl pe-
3YNbTAThl IPOU3BEIEHHBIX MPOBEPOK MPABUIHHO-
CTH TIPOCTaBJICHHS OTMETOK O PErHCTpalud |
JIBUKEHUH  KOH(MUICHIMATBHBIX  JOKYMEHTOB,
JIeJ, HocuTeNel 1 uX (PaKTUIECKOTO HATHIHS?

a) B aKTe;

0) B MPOTOKOJIE;

B) B peILICHUH;

T') B IIpUKa3e.

YmMmern

NPUMEHSTh BHIOpaHHBIC
JIOKYMEHTBI ISl pa3HbIX
TUTIOB W BHJIOB ITyOJIMKa-
M B TpodecCHoHAb-
HOM JOeITENLHOCTH, WC-
MOJIb30BaTh WX Ha MEXK-
JTUCHUTIITUHAPHOM

3aganue «Komniekc mep no sauwume KoHpuoeH-
yuanvrou ungopmayuu. CmpykmypHas _op2anu-
3aUYUsL KOHGUOECHYUATILHO20 0IONPOU3EO0CIEAN.
1. CopoekTupoBath (CMOACIUPOBATH) KPYITHYIO
OpraHu3aInio, ONMPEICIIUTh Chepy MeATSIbHOCTH
U peliacMble 3aJ1a4u.

2. IlpencraBuTh CBOM BapHaHT CTPYKTYPHOH oOp-
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yYpOBHE

raHu3aluu CiayO0bl KOH(HIEHIUAIBHOTO J€J]0-
POM3BOJICTBA (pa3paboTaTh CTPYKTYpPYy OpraHHU-
3allUMd U TO0Ka3aTb MECTO CIY:KObl KOH(HIECHIIU-
AJIBHOTO JIEJIONPOU3BOACTBA B JTAHHOM CTPYKTY-
pe). Onucarb cTeneHb CaMOCTOATEILHOCTH CITYXK-
Obl KOH(HICHIIMAIBHOTO IEJONPOU3BOJICTBA, €€
MOTYUHEHHOCTb.

3. OnpenenuTh TOJKHOCTHOM W YUCICHHBIA CO-
CcTaB paOOTHUKOB CIYXObl KOH(MUICHIIUATIHEHOTO
JIEJIONPOU3BO/ICTBA, C NEPEUUCIIEHUEM JIOJKHOCT-
HBIX 00S3aHHOCTEH M0 KaXI0M TOMKHOCTH.

4. OnpenenuTh HOPMATUBHbBIE aKThl, B TOM YHCIIE
JIOKaJIbHbIE, Ha KOTOPBIX OCHOBBLIBAETCSI OpPraHH-
3anust paboThl CIIy’)KObI KOH(DHUIECHITHATLHOTO JIe-
JIOTIPOU3BOJICTBA).

5. Ompenenuth coaepkKaHue IepeuHs (CIHICKA)
BUIOB MH(pOpMAIMKA KOHPUACHIIMAIBEHOTO XapaK-
Tepa Uis CHPOEKTUPOBAHHOM opranuzauuu. [le-
pedeHb 0(OPMHUTH B BUJE TAOIHIIBI.

6. Ompenenuth coaep:KaHWe IepeuHs (CIHCKaA)
JOKYMEHTOB, COJICPKAIINX MHPOPMALUIO KOH(U-
JIEHIIMAJIBHOTO XapakTepa AJis CIPOEKTUPOBAHHOM
opranuszaiuu. Ilepeuenp odpopmuth B Buae Tad-
JUIIBL.

7. OnpenenuTh CIUCOK PA0OTHUKOB OpPTaHMU3aIlnH,
UMEIOIIUX MPABO JIOCTYNa K KOH(PHICHINAIbHBIM
JIOKYMEHTaM.

8. CoctaButh u opopmuth Ilonoxenue o ciayxode
KOH(UICHIIMAILHOTO JIET0NPOU3BOJICTBA

Bnanertn

MPAKTUYICCKUMU HaBBbI-
KaMU BBISBICHUS U OT-
Oopa JOKYMEHTOB JJisi
pa3HbIX THIIOB W BHUOB
nyOnuKanuii U HaBbIKa-
MU UX UCIOJIb30BAHUS

Hepeqeﬂb TeM M 3aJaHMil JJs MOArOTOBKH K

3a4ery:

1. ITonsiTne KOH(UIEHIINATIBHOTO
J€IIONIPOU3BOICTBA.

2. [Mpu3naku KOH(UIEHIIHABHOTO
J€IIONIPOU3BOICTBA.

3. CooTHolleHrne KOH(PUIEHITUAIBHOTO U
OTKPBITOTO JIEJIONPOU3BOCTBA.

4. ObmenoctynHas  uHpoOpMaAUs U
uHpOpMalKs OTPaHUUYEHHOTO I0CTYIIA.

5. CooTHo1ieHne uHpopManuu

OTPAaHMYEHHOTO JIOCTYlla C TOCYJIapCTBEHHOM
TaliHOMH.

6. Knaccudukanus CBeICHUI
KOH(HJICHIIMAIBHOTO XapaKTepa MO0 OCHOBAHUSM,
PEeyCMOTPEHHBIM JEHCTBYIOIIUM
3aKOHOJATEJILCTBOM.

1. Caencnus, COCTaBJISIONINE
CITY)KeOHYIO TalHy.

8. [Topsimox oOparieHus ¢ JOKyMEHTaMH,
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9.

10.

TarHa.

11.
12.
13.

JAaHHBIX.
14.

15.

16.

17.

HHX.

19.

20.

21.

22.

coJleprKalIuMHU ClIy’)keOHYI0 uH(pOpMaLIHIO
OTrPaHUYEHHOr0 PaCIpPOCTPAHEHUS.

CBCI[CHI/U{, KOTOPELIC HE MOI'yT

OTHOCHUTBCSI K ciy)keOHO#l Taitne. ['pud «Jlns
CITy’KeOHOTO MOJIb30BAHU.

Csenenus, COCTAaBIISIONINE

KomMMepueckyro TaiiHy. I'pud «Kommepueckas

Meponpusatus, HanpaBlICHHbIE Ha

34Ty KOMMep‘leCKOﬁ TaMHBbI.

[lepconanbHble JaHHbIE (CBEACHUS O

rpamﬂaHaX). Cocras MNEPpCOHAJIbHBIX JTaHHbIX.

Knaccudpukanus MePCOHATBHBIX

[Tony4yenune " o0paboTka

NEepCOHANbHBIX JaHHbIX. OCHOBHBIE TpeOOBaHUS
npu 00pabOTKe MePCOHANBHBIX JTaHHBIX.

Hepeﬂaqa INCPCOHAJIIBHBIX  JTaHHBIX.

OnpeneneHue Kpyra JMll, HMEOIUX IPaBO
JIOCTYIIA K MIEPCOHAIbHBIM JaHHBIM.

CBeneHusi, COCTaBIAIOIIME  TaiHY

CJICACTBUA U CyJOIIPONU3BOJACTBA.

Csenenus, CBSI3aHHBIE C

npoecCHOHANBFHOM JesSTeNbHOCThIO (BpaueOHas,
HOTapUalbHas, aJBOKaTCKas TaifHa, TaiiHa
MEePENUCKH, TeIe(OHHBIX MTEPETOBOPOB, MOYTOBBIX

OTIIpaBleHUH,  TenerpadHbIX  WJIH  HHBIX
COOOIIIEeHUT).
18. CBefieHHsI O CYLIHOCTH HM300peTeHHs,

MOJIE3HOW MOJAENTH WU MPOMBIIUIEHHOTO 00pasna
10 opUIMATbHON NyOnuKauu HH(oOpMamuu o

BapuaHTbl CTpyKTypHOU OpraHu3anuu

KOH(PHICHIIMAIBHOTO JIEJIOTPOU3BO/ICTBA.

3amaun W (QyHKOMM, TpaBa U

OTBETCTBEHHOCTh CIIY>KObl KOH(HIEHIIHAIBHOTO
J€IIONIPOU3BOICTBA.

JlokannHBIC HOPMAaTUBHBIC aKThlI,

YCTaHaBJIMBAOMIUC opAI0K pa6 OThBI C
KOHCbI/I,HeHHI/IaJ'H)HI)IMI/I JOKYMCHTaMH.

Pexum COXPaHHOCTHU

KOHCbI/I)]eHHI/IaJ'II)HI)IX JOKYMCHTOB.
OTBETCTBEHHOCTh 3a pasrjalleHhe CBEACHUM
KOH(PHICHIIMAIBHOTO XapaKkTepa

[1K-17 BnageHreM METOaMH 3alIUTH HHPOpPMAIHH

3HaTh oOuienpodeccruoHaabHbIe Tecm ona camonposepku

TEOPETUUYECKUE U METO- 1. KakoBa ocHOBHas 1ienb ydera KoH(DU-
JUYCECKHUE OCHOBBI HWH- | ACHIHAJIBHBIX I[OKyMeHTOB?
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dhopmarmoHHOU 0e3-
OMMACHOCTH U  3aIlUTHI
uHpopmaruu

a) peructpanusi KOH(UICHLIUAIBHBIX 10-
KYMEHTOB;

0) oOecreueHue (HU3NYECKON COXpPAaHHO-
CTH, KOMIUIEKTHOCTH M ILEJIOCTHOCTH KOH(UICH-
LUAJIbHBIX JOKYMEHTOB;

B) obOecrieueHne MOUIMHHOCTH KOH(PUICH-
LUAJIbHBIX JOKYMEHTOB;

r) ¢dopmupoBaHue KOH(MUICHINAIBHBIX
JIOKYMEHTOB B JIeJIa.

2. I'me mpocTaBisiercst mTaMI ¢ yKa3aHueM
YYETHOIO HOMEpa U KOJUYECTBa JIUCTOB KOH(U-
JCHIIMATBHBIX JTOKYMEHTOB?

a) B BEpXHEM IIPaBOM YIJIy Ka)J10To0 JIUCTa
JOKYMEHTA;

0) B BEpXHEM JIEBOM YIJIy KaXJOToO JIUCTa
JIOKYMEHTA;

B) B BEPXHEM IPABOM YTIIy TOJBKO MEPBO-
Io JINCTA JOKYMEHTA;

T') B BEpPXHEM JIEBOM YTIIy TOJBKO HEPBOTO
JMCTa IOKYMEHTA.

3. Kakas wnH(oOpmamms yka3bBacTcs Ha
00J10kKaxX pabo4yMx M CcTeHOrpauyecKux TeTpa-
neu’?

a) rpu¢d KoH(UAESHIUATBHOCTH, (aMUIH
Y MHUALIUAITBI UCTIOJHUTEIIS, CPOK XPaHEHHS,

6) rpud KOHPUIEHIMATBHOCTH, KOJIHYe-
CTBO JIUCTOB, ()aMIJIUSI W WHUIHAIBI HCIIOTHUTE-
T,

B) BMJI HOCHUTENs, Ipu( KOHPUIEHIUAIb-
HOCTH, KOJIMYECTBO JIUCTOB;

r) BUA HocuTens, Tpu¢ KOHPHUIAEHIHATb-
HOCTH, (paMuIIMs ¥ MHUIMAIIBI UCTIOHUTEIS.

4. 1o Hayaja cOCTaBJIEHUs TEKCTa KOHDU-
JICHIIMATBHOTO JOKYMEHTa IPOBOJUTCS OTlEepalts:

a) perucTpanuu KOH(PHUICHIIMAIBHOTO J10-
KYMEHTa;

0) perucrtpaniid HOCHUTENST KOH(PHUICHITU-
IbHOM nHpOpManuu;

B) PpETUCTpaliil TMakKeTa IOCTYIHBIIETO
JIOKYMEHTA;

') COTJIaCOBaHWE TEKCTa KOH(UICHIIMAIb-
HOTO JJOKYMEHTA.

5. Ecnm xonbumeHIMambHBI JTOKYMEHT
neyaTaeTcss ¢ YepHOBMKA, Kakas HH(opMarus
yKa3bIBAETCs HAa IEPBOM JIMCTE YEPHOBUKA?

a) KOJMYECTBO HEOOXOIMMBIX 3K3EMILIs-
pPOB TpPOEKTAa JIOKYMEHTa, KOJUYECTBO JIUCTOB
YEepPHOBHUKA;

0) KOJIMYECTBO JINCTOB YEPHOBHKA, (pamu-
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TSI UCTIOJTHUTEIS,

B) KOJUYECTBO HEOOXOIUMBIX SK3EMILISI-
POB IIPOEKTa JOKYMEHTA, (paMUIIHsI HCIIOTHUTEIS;

I') KOJHMYECTBO HEOOXOIUMBIX IK3EMILISI-
POB IIPOEKTa JOKYMEHTa, (paMUiIns UCIOIHUTEINS,
KOJINYECTBO JIMCTOB YEPHOBHKA.

6. I'me mpocraBisieTcsl yYeTHBI HOMEp U
rpu¢ KOHPHUIESHIHMATIHHOCTH HAa MPOEKTE KOH(U-
JCHIIMAIBbHOTO IOKyMeHTa?

a) Ha KaXKIOM JIUCTE KaXIOTO AK3EMILIIpa
IPOEKTa JOKYMEHTA;

0) TOJBKO Ha MEPBOM JIMCTE MPOEKTA J0-
KyMEHTa B OINpPE/IEICHHOM JUIsl 3TOTO0 PEKBU3MTA
MECTe;

B) Ha BCEX JIUCTAaX NPOEKTa JIOKyMEHTa B
JIEBOM HMKHEM YTIY JIMLIEBON CTOPOHBI;

I) Ha BCEX JIUCTAaX IMPOEKTa JOKYMEHTa B
IIPaBOM BEPXHEM YIJIy JIMLIEBOM CTOPOHBI.

7. C xakoi omepanuu HauMHaercs padboTa
C TMOCTYNUBIIMMHU B OpPraHU3alUi0 KOH(UIEHIIH-
QIBHBIMU JOKYMEHTaMH?

a) y4yeT MaKeTOB MOCTYNHBLIMX JOKYyMEH-
TOB;

0) ydet HocuTeneil nuudopmanuu;

B) BBOJI PErHCTPALMOHHBIX JaHHBIX B aB-
TOMAaTU3UPOBAHHYIO WM TPAJULIMOHHYIO CUCTEMY
yueTa,

I) IpOCTaBJI€HHE Ha JOKyMEHTe TpHda
KOH(UIEHIIMATBHOCTH.

8. I'’me mpocTaBisIOTCS y4eTHble HOMepa
Ha TEKCTOBBIX JOKYMEHTAaX BBIJIEJICHHOTO XpaHe-
HuA?

a) B BEPXHEM IIPABOM YTITy OOJI0XKKH;

0) B BEpXHEM JIEBOM YTJIy OOJIOXKKH;

B) B BEPXHEM JIEBOM YTJIy KaXIOTO JIUCTA
JIOKYMEHTA;

') B HUKHEM IPAaBOM YTy OOJIOKKH.

9. I'le mpocraBisercss y4YeTHBIH HOMep,
MPUCBOCHHBIA KON KOH(MUICHIIMAIBHOTO JTOKY-
MeHTa?

a) Ha TIEPBOM JIMCTE KOMHH IMOCEpEIuHE
HIDKHEro Mo c jJo0aBieHHeM aOOpeBUaTypbl
rpuda KoH(pUIEHIINAIBHOCTH;

0) Ha MNEpBOM JIHUCTE KOMHMU B IPABOM
HIDKHEM yriay ¢ go0aBieHreM abO0peBUaTypbl
rpuda KoH(pUIEHIINAIBHOCTH;

B) Ha BCEX JIMCTaX KOIUHU B MPABOM HMXK-
HeM yriy ¢ noOaBieHueM abOpeBuaTypsl rpuda
KOH()HICHIIMAIBHOCTH;
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I) Ha BCEeX JIMCTaX KOMWUU TOCepenuHe
HIOKHETO TOJIE ¢ J00aBiieHueM a00peBHATYpHI
rpuda KoHPUIECHITUATEHOCTH.

10. YkaxuTe MecTopacnojoxeHue rpuda
OTpaHHYEHUS JOCTYIA K JOKYMEHTY.

a) B HI)KHEM JIEBOM YIUIy HEPBOrO JIUCTA
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YTJIy TEPBOTO JIUCTA
JIOKYMEHTA;

B) B HW)KHEM TIPAaBOM YIIIy MEPBOTO JIUCTA
JIOKYMEHTa;

I') B BEpXHEM IIPAaBOM YIJy IIE€PBOIO JIUCTA
JIOKYMEHTA.

11. K xakoM TOKyMEHTE COIEpPKUTCS WUH-
dbopMarus 0 IOPSAIAOK MPUCBOCHUS U CHATUS TPU-
¢da orpaHuueHusl JOCTyNa K KOH(UIECHIIUAIbHBIM
JIOKyMeHTam?

a) MOJIOKEHHE O CcIy)0e KOH(UIeHIIHAb-
HOTO JIeJI0IIPOU3BO/ICTBA;

0) MHCTPYKIHS O MOpSAKE pabOThl ¢ KOH-
(bUICHIMATEHBIMHA JJOKYMEHTAMHU;

B) JOJDKHOCTHBIE WHCTPYKLUUH pPaOOTHU-
KOB;

I') epeyeHb (CMMCOK) BUIOB MHPOPMALIUU
KOH(PHUICHIIMAIBHOTO XapaKkTepa.

12. Kakue nomonHUTENbHBIE Tpadbl CO-
JEp>KUT TaOJIMYHAs 4acTh HOMEHKJIATYpbl KOH(DU-
JEHITUABHBIX Aen?

a) HOMep IO MOPSIIKY;

0) rpu¢ KoH(UIEHINATEHOCTH JIeNa;

B) BUJA MH(POpPMAIMU OTPaHUYEHHOTO J0-
CTyna, coJep arieiics B Jene;

I') HaWMEHOBaHWE IMOJIPA3/ENeHus, KOTO-
pPOMY IIPEOCTABIIAETCS JIEN0;

J1) OTMETKU O JIBMKEHHH Jeja (apXUBHBIN
mudp, HOMEp U JaTa akTa 00 YHHUUYTOKEHUH, OT-
MeTKU 00 OTTpPaBJICHUH);

€) KOJINYECTBO JIUCTOB B JIEJIE;

) CPOK XpaHEHHUs W HOMepa cTaredl Mo
MEPEYHIO;

3) meproa KOHPUACHITUATHHOCTH JIeIa.

13. Crnemududeckoil COCTaBISAIONIEH KOH-
(buIEeHIINATBFHOTO Jelia SBIISIETCS:

a) BHYTPEHHSAA OIUCH JIOKyMEHTOB;

0) CIUCOK COTPYIHHMKOB, IOMYIIEHHBIX K
Aeny;

B) 3aBepUTENIbHAS HAAMMKCH JIEIIa;

I') CHMCOK OTBETCTBEHHBIX HCIIOIHUTEIICH.

14. Tlpu BbIgaYe KOHMUICHIINAILHOTO Jie-
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Jla COTPYAHUKY OpTaHU3aIUH JIeJaeTcs OTMETKA B:

a) KapTOUYKe y4eTa BbllauM JIe1a;

0) KapTOYKe y4eTa pa3penicHui;

B) KapTOYKE y4yeTa BblJJaul JOKYMEHTOB;

') BHYTpEHHEH OINUCH Jena.

15. Kakum JOKyMEHTOM OQopMIIseTcs
npoueaypa YHUYTOXKEHHS KOHGUIACHIIMATIbHBIX
JIOKYMEHTOB, JIe]l 1 HOCUTENeH HHpopMauu?

a) CBUJCTEIILCTBOM 00 YHHUYTOXEHUH;

0) cripaBKoOil 00 YHUUTOXCHUU;

B) MMPOTOKOJIOM O XOJI¢ YHUUYTOXKEHHUS;

') aKTOM 00 YHUUTOXEHHH.

16. KakoBa mepHoJMYHOCTh MPOBEACHUS
NPOBEPOK HAIMYHA KOHPHUACHIHAIBHBIX JIOKY-
MEHTOB?

a) He peke OJTHOTO pa3a B MOJT0/a;

0) HE pexxe OJJHOTO pas3a B IOl

B) HE PEXKEe OJIHOTO pasa B TPH rojia;

I') HE peXe OJJHOrO pa3a B IATh JIET.

17. B kakoM JOKYMEHTE OTpPa)KaloTcs pe-
3yJIbTaThl IPOU3BEIEHHBIX NPOBEPOK MPABUIBHO-
CTH IPOCTaBJICHHUS OTMETOK O pErucTpanuvv u
JBUKEHUM  KOH(QUICHIMAIBHBIX  JIOKYMEHTOB,
Jiel1, HOCUTeNeH U UX (pakTUYECKOro Haln4us?

a) B aKTe;

0) B IPOTOKOJIE;

B) B pPEILLIEHUUY;

I') B IIpUKa3e.

YmeTh pacno3HaBatb 3¢ ¢dek- | 1. CnpoekTupoBaTh (CMOAEIUPOBATH) KPYIHYIO
TUBHOE MpPHUMEHEHHE B |OpraHu3aluio, ONpeAeanTb chepy AesaTeaIbHOCTH,
npoecCuOHANIBHON Jies- | pelaeMble 3a/1a4u.

TEJIBHOCTU METO/IOB 3a- [ 2. Pa3paboTaTh CTpyKTypy OpraHM3allud M IMOKa-
OIMTEl  UHPOPMAITUU  OT [ 3aTh MecTo ciy:k0bl JIOY B nmaHHO# cTpyKType
Hea(pPeKTUBHOTO (Mozens).
3. [IpeacraBuTh CBOW BapHaHT CTPYKTYpPHOH Op-
ranuzanuu cinyxO0bl JIOY (pa3zpaboTarh CTPyKTY-
py cnyx6s1 JIOY).
4. OnpenenuTh PYHKIINH TOIpa3IeICHUIN CITYKOBI
JOV.
5. OnpenenuTh AOKHOCTHOW M YUCIECHHBIA CO-
cTaB paboTHHKOB cinyxO0bl JIOY (ans kaxmoro
MO/Ipa3IeIICHNUs ).
6. Onpenenuth JIOKAIbHBIE HOPMATHUBHBIEC aKThI,
Ha KOTOPBIX OCHOBBIBAETCS OpraHM3anus paboThl
cyx6s1 JIOY.
Brnanets MpaKTUYEeCKUMH  HaBbl- | 3aganue «Kowmnnexc mep no 3awume KoHguoen-

KaMH 3aIIuThl UHPOpMa-
IIMM ¥ HAaBBIKAMU WX HC-

yuanonou undopmauuu. CmpykmypHas op2aHu-
3auusl KOHPUOCHYUAILHO20 0CAONPOU3E00CINEAY:
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IIOJIB30BaHU A

1. CnpoexkTupoBaTh (CMOAEIUPOBATH) KPYMHYIO
OpraHu3aIfIo, OMpPEICIUTh cepy AesATeTbHOCTH
U peliaeMble 3aJ1auu.

2. [IpencraBuTh CBOM BapuaHT CTPYKTYpHOU Op-
raHu3aluu CiaykO0bl KOH(HIEHIUAIBHOTO J€J]0-
POM3BOJICTBA (pa3paboTaTh CTPYKTYpYy OpraHu-
3allUd U TO0Ka3aTb MECTO CIY:KObl KOH(HIECHIIU-
aJIBHOTO JEJIONPOU3BOJACTBA B JAHHOM CTPYKTY-
pe). Onucarb cTeneHb CaMOCTOATEILHOCTH CITYXK-
Obl KOH(UJIEHIIMAIBHOTO [JEeJIONPOU3BOJICTBA, €€
MOYUHEHHOCTb.

3. OnpenenuTs TOJDKHOCTHOM W YUCICHHBIA CO-
cTaB pabOTHUKOB CIYXObl KOH(HIECHIIUAIBHOTO
JIEJIONPOU3BO/ICTBA, C NEPEUNCIIEHUEM JIOJKHOCT-
HBIX 00S3aHHOCTEH M0 KaX10# TOJKHOCTH.

4. OnpenenuTh HOPMATUBHBIC aKThl, B TOM YHCIIE
JIOKAJIbHBIE, HA KOTOPBIX OCHOBBIBACTCSI OpPTaHM-
3anus paboThl CIIyKObl KOH(DUIEHIIMAIBHOTO Jie-
JIOTIPOM3BO/ICTBA).

5. Omnpenenuth coaep:KaHWe IepeuHs (CIHCKaA)
BUJI0B MH(GOpMAIUU KOH(PUICHIIMAILHOTO XapakK-
Tepa IS CHPOEKTUPOBAaHHOM opranuzanuu. [le-
pedyeHb OPOPMUTH B BUE TAOTHUIIBI.

6. Ompenenuth coAepxkKaHHe MepedHs (CIHUCKaA)
JIOKYMEHTOB, COJepKaluxX MH(pOpMaLno KOH)U-
JEHITMAIBHOTO XapakTepa AJisl CIPOSKTHPOBAaHHON
opranuszaiuu. Ilepeuenp odpopmuth B Buae Tad-
JUIIBL.

7. OnpenenuTh CIUCOK PA0OTHUKOB OpPTaHMU3aInH,
MMEIOIINX MPaBO JOCTYyNa K KOH(UIEHIIUATBHBIM
JIOKYMEHTaM.

8. CocraButh u opopmuth Ilonoxenue o ciyxode
KOH(PHICHITMAIBHOTO JIeJIOMPOU3BOJICTBA.

[TK-20 crnocoOHOCTBIO MCTIOIB30BaTh MPABHJIA OPTAHU3AIIMN BCEX ITANOB PA0OTHI C JOKYMEH-
TaMH, B TOM YHCJI€ apXUBHBIMHU TOKYMEHTAMHU

3HaTh

OCHOBHBIE OIIPEAECICHUS
Y IIOHATHS, OCHOBHEIE
METOJIBI MCCIIEOBAHMIA,
ONPEAEIICHUS ITPOLIECCOB
OpraHU3aIyu BCEX ATa-
OB pabOThI ¢ JOKYMEH-
TaMmH, B TOM YHUCJIE ap-
XUBHBIMU JOKYMEHTAMU,

1. U3yuuts ciexyromye HOPMaTHBHBIE TOKYMEH-
THI:

. 3akoH ot 21 uronst 1993 r. Ne 5485-1 «O
rOCYIapCTBEHHOW TaHEY;

. Vka3 [Ipesunenrta Poccutickoit denepa-
un oT 11 ¢esparst 2006 1. Ne 90 «O nepeune
CBEJICHN, OTHECEHHBIX K FOCYJapCTBEHHOMN
TalHe»;

. ®enepanbHbii 3aKk0H OT 27 utonst 2006 r.
Ne 152-@3 «O nepcoHanbHBIX 1aHHBIX»;
. ®denepanbHbId 3aK0H OT 29 urons 2004 r.

Ne 98-®3 «O xommepuecKoil TaiiHe».
PaccmoTpeTs OCHOBHBIC MOHSTHS, HUCIIOJIB3yEeMbIC
B HOPMATHBHBIX JOKYMEHTaX; MMOJHOMOYHUS Opra-
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HOB TOCYJapCTBEHHOH BIAacTU M JOJDKHOCTHBIX
Ul B 00JIaCTH OTHECEHHS! CBEJEHUM K rocynap-
CTBEHHOH TallHe M MX 3alllUThl; IIEPEUCHb CBEJe-
HUW, COCTABJIIOIIMX TIOCYJapCTBEHHYIO TalHY;
PEKBU3UTHI HOCUTENEH CBEJCHUH, COCTABIIAIOLINX
rOCYJapCTBEHHYIO TaiiHy; NPUHIUIBI U YCIOBUS
00pabOTKM NEPCOHANIBHBIX JAaHHBIX; MpaBa CyOb-
eKTa MEePCOHAIBHBIX JAHHBIX; 00S3aHHOCTH OIle-
paropa npu cOope NepCOHaNbHBIX JAHHBIX; OCO-
OEHHOCTH TIPEOCTaBICHUS WHPOPMALIUHU, COCTaB-
JSOIIEH KOMMEPUYECKYIO TalHY.

VYka3aTh NHCHPMEHHO HA3HAUYCHUE KaXJAOTO U3
yKa3aHHBIX HOPMATHBHBIX JIOKYMEHTOB.

YMethb OpUMeHATh mpaBuia op-| 1. CropoekTupoBaTh (CMOAEIMPOBATH) KPYIHYIO
TaHW3alliyd BCEX JTAIOB | OpraHU3alHrIo, OMPEACTHUTh chepy AesITeTbHOCTH,
paboThl C JTIOKyMEHTaMH, | pelaemMble 3a1a4H.

B TOM 4YHCJIe apXuBHBIMHU | 2. Pa3paboTarh CTpyKTypy OpraHM3aluy M IMOKa-

JOKyMeHTaMH B npodec- [ 3aTb MecTo ciayxkObl IOY B paHHON CTpyKType

CHUOHAJILHOW JIeATEIbHO- | (MOMIENB).

CTH; UCTIOJIb30BaTh UX Ha | 3. [IpencTaBuTh CBOIl BapuaHT CTPYKTYpHOU Op-

MEXIUCHUTUTMHAPHOM ranuzanuu ciyxosl JIOY (pazpabotare CTpyKTY-

YPOBHE; npuobperats | py ciayxost JJOY).

3HaHUST B oOmactu wuc- [ 4. Onpenenuts GyHKINU NOAPA3IEICHUN CITy>KObI

noJjb30BaHus npasuia op- | JOVY.

raHW3aluu BcexX dTanoB | 5. Onpenenuts JOKHOCTHOW M YMCIECHHBIA CO-

paboThl ¢ TOKyMEHTaMu, | cTaB paboTHUKOB ciyxObl JIOY (s kaxkaoro

B TOM YHCJI€ apXUBHBIMH | IOJIPA3/ICICHUA).

JIOKyMEHTaMU; 6. OnpenenuTs JIOKalbHbIE HOPMAaTUBHBIE AKTHI,
Ha KOTOPBIX OCHOBBIBA€TCS OpraHM3alus paboThl
cyx0b1 JIOVY.

Brnanets PaKTUYECKUMHU 3aganve «YueT KOHGUIECHIMAIbHBIX JOKYMEH-

HaBBIKAMH, CTIOCOOaMH
OIICHUBAHMSI 3HAUMMOCTH
Y IPaKTUYECKON
MIPUTOTHOCTH,
OCHOBHBIMH METO/IaMH
peleHus 3aaa4d B
00J1aCTH UCITOTH30BAHUS
MIPaBUJI OpTaHU3AIIH
BCEX 3TaIoB pabOTHI €
JIOKyMEHTaMH, B TOM
YHCIIe apXUBHBIMHU
JIOKyMEHTaMHU;

TOBY:

1. OpopMuTh OCHOBHBIE yueTHBIE (POPMBI KOH(DHU-
JCHIIMATBHBIX JTIOKYMEHTOB, BCTpEUaroIIuecs Ha
BCEX CTaAUAX KOH(PUICHIMATBHOTO JTOKYMEHTO-
000poTa, U3 CIEIYIOMEro CIHUCKA:

1) xypHan (kapTouka) ydera W3AaHHBIX KOH(DU-
JCHIIMATBHBIX PACIOPSIUTEIBHBIX TOKYMEHTOB U
MPOTOKOJIOB (IO KaXK10MY BHY OT/EIBHO);

2) )KypHaJI y4era W3JaHHBIX KOH(HUICHIMATbHBIX
JIOKYMEHTOB;

3) peecTp ydera BPEMEHHO IMepeIaBacMbIX KOH-
bueHIaTBHBIX TOKYMEHTOB,;

4) skypHaJI ydeTa MOCTYMUBIINX KOH()UICHIIHATb-
HBIX IOKyMEHTOB;

5) )kypHal ydeta KOH(HICHIMAIBHBIX JTOKyMEH-
TOB BBIJIEJICHHOTO XPaHEHHS,

6) kapTouka y4yeTa BbIIaYM KOH(DUICHINAILHOTO
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JIOKyMeHTa (z1e71a);

7) )KypHaJI y4era KOIMHMPOBAHHS KOH(UICHIINAIb-
HBIX JIOKyMEHTOB;

8) mramn paspelieHuss Ha KOMHUpOBaHHWE KOH(DU-
JICHIIMAIbHBIX JOKYMEHTOB;

9) kapTouKa KOHTPOJISI HCHIOJHEHHS KOH(PHICHIIH-
QJIBHOT'O JOKYMEHTA.

2. CoctaButh M O(OPMUTH JOKYMEHTHI, COIEP-
Kalue KOHQUACHIUAIbHYI0 UHPOPMALHUIO, MOJ-
JeKalye KONMPOBaHMIO, C YKa3aHHEM BCeX HeoO-
XOAMMBIX PEKBU3HTOB M OTMETOK, HAHOCUMBIX Ha
JOKYMEHT B MpPOIECCE€ H3TOTOBJICHUS KOMHMA, U
CaMM HK3EMIUIApPbl KOMUH 3TUX JOKYMEHTOB, C
yKa3aHHEM BCeX HEOOXOIUMBIX PEKBU3UTOB U OT-
METOK.

Kondunennuanbuble JOKYyMEHTbl O0QOPMUTH s
CJICAYIOUINX BUIOB KOTTMPOBAHHMS:

1) U3roTOBJIEHUE IOMOJHUTENBHBIX JK3EMILISIPOB
(TMpaxupoBaHHEe) KOH(PHICHIIMAIBHBIX TOKYMEH-
TOB;

2) cHATHE KOMHH C KOH(HUICHIMATBHBIX OKY-
MEHTOB;

3) NpPOM3BOJCTBO BHITUCOK W3 KOH(PHIACHIIMAIb-
HBIX JIOKYMEHTOB.

[1K-26 BnageHneM HaBbIKaMH 00pabOTKU
CHUCTEMATH3alMH, COCTABJICHUSI HOMEHKJIATypBI eIl

JIOKYMEHTOB Ha BCEX 3Tamax J0KyMEHTO000poTa,

3HaTh

OCHOBHBIE OTIPE/ICIICHHSI
U ITOHATHUSA, OCHOBHBIC
METO/IbI MICCIIEIOBAHHH,
OTIpeIeNIeHUS TIPOIIECCOB
00pabOTKH JOKYMEHTOB
Ha BCEX JTarax JIoKy-
MEHT0000pOTa, CUCTEMA-
THU3AIIMHU, COCTABIICHUS
HOMEHKJIATYPBI JICIT;

N3yuuts craenyronyie HOpMAaTUBHBIE JOKYMEHTBHI:
. 3axoH oT 21 urons 1993 r. Ne 5485-1 «O
rOCyJIapCTBEHHOM TaliHEY;

. Vka3 [Ipesunenra Poccutickoit denepa-
un ot 11 ¢espanst 2006 r. Ne 90 «O nepeune
CBEJICHM, OTHECEHHBIX K TOCY1apCTBEHHON
TalHEY;

o ®denepanbHblil 3akoH OT 27 utosist 2006 r.
Ne 152-®@3 «O nepcoHanbHbBIX JaHHBIX;
. ®denepanbHblil 3akoH 0T 29 utons 2004 r.

No 98-D3 «O koMMepUEeCKOl TaliHEe».

PaccMOTpeTh OCHOBHBIE MOHATHS, UCIOJIb3yEMbIE
B HOPMATUBHBIX JOKYMEHTAX; MOJHOMOYHUS Opra-
HOB TOCYAApCTBEHHOM BIJIACTU U JOJKHOCTHBIX
JUIl B 00J1aCTH OTHECEHHS! CBEJEHWUW K rocyaap-
CTBEHHOW TailHE M WX 3alIUThl; NIEPEUYECHb CBEJIE-
HUM, COCTAaBJISIONIMX TOCYAAapCTBEHHYIO TalHY;
PEKBU3UTHI HOCUTEJIEW CBEICHHM, COCTABIIIOLIUX
FOCYJapCTBEHHYIO TalHY; MPUHLMIBI U YCIOBUSA
00pabOTKM MEePCOHANBHBIX JaHHBIX; IpaBa CyOb-
€KTa MEePCOHANbHBIX JAHHBIX; OOS3aHHOCTH OIle-
patopa mpu cOOpe MEepCOHATBHBIX TAHHBIX; OCO-
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CTpyKTypHBII

[Inanupyemblie pe3yibTa-

JJIEMEHT OneHouHble CpeCTBa
KOMIIETEHIINHU Th1 00yHeHus
OCHHOCTH Ipel0CTaBlIeHUsI HHPOPMAIIIH, COCTaB-
JSIOUIER KOMMEPYECKYIO TalHY.
Vka3aTb NUCBMEHHO Ha3HAYEHUE KaXKIOro U3
YKa3aHHBIX HOPMATHUBHBIX JOKYMEHTOB
YmMmers OO0BSACHATH (BBIABIATH U 4. Beinumure TepMHHBI M ONPEAENICHUS,
CTPOUTH) TUIUYHBIE MO- [ ONTMCHIBAIOIINE MPOIIECC BJIAJICHUSI HABBIKAMH 00-
nend  o0paboOTKH JIOKY- | paOOTKHM JAOKYMEHTOB Ha BCEX 3Tamax JAOKyMeH-
MEHTOB Ha BCEX JTamax [ Too0opoTa, CHUCTEMAaTH3alUMd, COCTAaBJICHHUS HO-
JOKYMEHTO000pOTa, CH- | MEHKJIATyphl Aed. JlaTh CpaBHUTEIbHBIA aHAIN3
CTeMaTHU3allih, COCTaB- | TOHSITHUH.
JeHUsT ~ HOMEHKIIATYpHI | S. [Ipoananusupyiite HOpMaTUBHBIE TpebO-
JIe]; KOPPEKTHO BbIpa- | BAHUSI K OpPraHM3alMu MPOLECcca BIaJACHUS HABbI-
’KaTb W apryMEHTHPO- | KaMu 00pabOTKH JOKYMEHTOB Ha BCEX dTamax Jo-
BAaHHO 000CHOBBIBATh | KYMEHTOO00OPOTa, CUCTEMAaTH3AIMH, COCTABICHUS
MOJIOKEHU  00pabOTKU | HOMEHKIIATYpPHI Aedl.
JOKYMEHTOB Ha  BceX | 6. [Ipoananu3upyiiTe HOpMAaTUBHBIE TPeOO-
JTamax JOKYMEHTOO0O0O- | BaHMS K OpraHu3alliu IMpolecca BiIaJeHUs] HaBbI-
poTa, cHUCTEeMaTH3aluH, | KaMH 00paOOTKM TOKYMEHTOB Ha BCEX dTamax J0-
COCTaBIICHUS HOMEHKJIA- [ KyMEHTOO0OpOTa, CUCTEMATH3AI[UH, COCTABJICHUS
TYpHI €I, HOMEHKJIATYpHI eIl
Brnaners METOaMu 00pabOTKH

JIOKYMEHTOB Ha BCeX
JTanax
JIOKYMEHTO0000pOTa,
CHCTEMaTH3aIlHlH,
COCTaBJICHUS
HOMEHKJIATYPHI JeTT;
croco0amu OLIEHUBAaHUS
3HAYMMOCTH U
[IPaKTUYECKON
MPUTOTHOCTH 00pabOTKH
JIOKYMEHTOB Ha BCeX
JTanax
JIOKyMEHT0000poTa,
cUCTeMaTH3alllH,
COCTaBIICHUS
HOMEHKJIATypHI Je7;
OCHOBHBIMH METOJIaMH
peleHus 3a1a4 B
obmactu 06paboTKH
JIOKYMEHTOB Ha BCeX
JTamax
JIOKYMEHTO0000pOTa,
CHCTeMaTH3allNY,
COCTaBJICHUS
HOMEHKJIATYPHI JICII.

3ananne «HomeHkaTypa Jen»:

1. CoctaButh U 0GOPMUTHL HOMEHKJIATypy KOH-
buneHIMaTbHBIX /1€ ISl KOHKPEeTHON opraHu3a-
U,

2. CocTaBUTh U OPOPMUTH CIIEAYIOIINE JOKYMEH-
THI M3 CIHUCKA, HEOOXOIUMBIE HA CTaIUU OPOpPM-
JIEHHUs U TOATOTOBKM KOH(UAECHIHMAIBHBIX JeN K
nepeaaye Ha apXMBHOE XpaHEHHE W TP MPOBEJIE-
HUM IPOBEPOK HAINYMSI KOH(PUIEHINANBHBIX Jel,
JIOKYMEHTOB M YUETHBIX KYPHAJIOB:

1) cipaBKa-3aMeCTUTEh JOKYMEHTOB JIeJia;

2) 00J105KKa KOH(PUICHIIMATBHOTO JIEJIa;

3) BHYTPEHHSISI OMKCH IOKYMEHTOB JIeJa;

4) kapTOYKa ydeTa BbIJaud KOH(UIECHIIHATLHOTO
Jena;

5) nucr-3aBepuTens Jena,

6) aKkT O BBIZICJICHUU K YHHUYTOXKEHHIO KOH(UICH-
[UAJIBHBIX JIEJI U IOKYyMEHTOB;

7) aKT 0 MpoBepKe KOHMUACHIIMATBHBIX T, 710~
KYMEHTOB U YYETHBIX )KYPHAJIOB

JIIK-2 criocoOHOCTBIO OPHUEHTHUPOBATHCS B 3aKOHOJAATEIIHHOM U HOPMATHBHO-METOMYECKOM
6&36 I/IH(l)OpMaI_II/IOHHO'ILOKYMGHTEU_[I/IOHHOFO OGGCHG‘-IGHI/IH YIIpaBJICHUA U apXHUBHOT'O ACJIa U
CMEXHBIX 00J1acTeit
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JJIEMEHT OneHouHble CpeCTBa
TBI O0yUYCHHS
KOMIIETEHIINH
3HaTh 3aKOHOJATEIbHYIO u | U3yuuTs crnenyronmue HOpMaTUBHbIE JOKYMEHTHI:
HOpPMaTUBHO- . 3axoH o1 21 nrons 1993 r. Ne 5485-1 «O
METOJMYECKYI0 0a3y WH- [ TOCYAapCTBEHHOM TaliHe»;
(dbopMaImoHHO- . Vka3 IIpe3unenta Poccuiickoii denepa-
JIOKYMEHTAIlHOHHOTO uu ot 11 deBpans 2006 r. Ne 90 «O nepeune
oOecnieueHus  yIpaBlie- | CBEJIEHUM, OTHECEHHBIX K IOCYAapCTBEHHOM
HUSL U apXUBHOTO Jena; | TaiiHey;
NpaBoOBYl0 0a3y CMex- |e ®enepanbHblil 3aKoH oT 27 utost 2006 r.
HbIX oOmacteir B cdepe | Ne 152-D3 «O nepcoHAIBHBIX TaHHBIX,
KOH(HICHIIMATIBHOTO JIe- | o ®enepanbHblil 3aK0H OT 29 utons 2004 r.
JIOIIPOU3BOJICTBA No 98-03 «O koMMepuecKou TaliHe».
PaccMoTpeTh OCHOBHBIE MOHSTHSI, UCHOJIb3yEMbIE
B HOPMAaTUBHBIX IOKyMEHTaX; MOJTHOMOYHS Opra-
HOB TOCYJAApCTBEHHOM BIACTH U JOJKHOCTHBIX
JUI B 00JIaCTH OTHECEHHs CBEJIEHUH K Tocynap-
CTBEHHOMW TailHe W WX 3alllUThI, MIEPeUeHb CBEJIEe-
HUW, COCTABJIIOIIMX TIOCYJapCTBEHHYIO TalHY;
PEKBU3UTHI HOCUTEJECH CBEIEHUMN, COCTABISIOIINX
rOCy/lapCTBEHHYIO TaliHy; IPUHLMUIIBI U YCIOBUS
00paboTKK NEPCOHANBHBIX JAaHHBIX; MpaBa CyOb-
€KTa MEPCOHAIbHBIX JAHHBIX; OOS3aHHOCTH OIle-
paropa npu cOope MepCOHANbHBIX JAHHBIX; OCO-
OEHHOCTH IPEeIOCTaBIIEHUSI UHPOPMAIIIH, COCTaB-
JAOIIEH KOMMEPUYECKYIO TaliHYy.
VYka3aTh NMCbMEHHO Ha3HAUYEHUE KaX10T0 U3
YKa3aHHBIX HOPMaTUBHBIX JOKYMEHTOB
YmeTh npuMeHsITh U omepupo- | 1. CrnpoekTupoBaTh (CMOAEIMPOBATH) KPYINHYIO
BaTh 3aKOHOJIATEJIbHOM U [ OpraHu3alnio, ONpPeNeIuTh chepy AESITeNbHOCTH,
HOPMaTUBHO- pelaeMble 3a1auu.
METOIMYEeCKOl 0a30i 1o- [ 2. Pa3paboTath CTPYKTypy OpraHM3alMH U TIOKa-
KyMEHTAIlMOHHOTO o0ec- [ 3aTh MecTo ciaykO0bl JIOY B maHHOW CTpyKType
NIeUeHUs] yNpaBieHUs U | (MOJENb).
apXUBHOTO Jena, a Takke | 3. [IpencTaBuTh CBOI BapuaHT CTPYKTYpHOU Op-
CMEeXHBIX obOmacteld B |ranuzauuu ciyxosl JIOY (pa3paboTarb CTpyKTY-
chepe koHpuaeHIMAND- | py c1yxk0b1 JJOY).
HOTO JeNonpon3BoicTBa | 4. OnpenenuTs GYHKIUH 0Apa3AeIeHUN CIIy>KObI
JOV.
5. Omnpenenuts AOHKHOCTHOW M YUCIIEHHBIM CO-
ctaB paboTHUKOB ciyxO0el JIOY (st kaxmoro
Mo/Apa3ieyCHus ).
6. OnpeaennuTh JOKaJIbHbIE HOPMATHUBHBIE aKThI,
Ha KOTOPBIX OCHOBBIBAETCS OpraHU3anus padoThl
cyx6os1 JIOY.
Buianers crniocobamu  oueHuBanus | IlIpumepnuvie onpocel K 3auemy

3HAYUMOCTH U NpaKTUYe-
CKOM TPUTOJHOCTU HC-
IIOJIb30BAHMSA  3aKOHOZA-
TEJIbHON U HOPMAaTUBHO-
METOINYECKON 0azoii

1. [TonsiTre KOH(DUACHIHATILHOTO JEIOPO-
M3BOJCTBA.

2. [TpusHaku KOHDHUIACHIMAILHOTO JAEIOPO-
M3BOJCTBA.

3. CooTHomIeHrne KOHPUICHIIMAILHOTO U OT-
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nH(pOpMaIMOHHO-
JIOKYMEHTAIMOHHOTO
oOecrieyeHns  yrpasiie-
HUS U apXWUBHOTO Jielia U
CMEXKHBIX oOnactedi B
chepe KoH(pHUIEHITUATH-
HOTO JICTIONPOU3BO/ICTBA

KPBITOT'O JIETIONPOU3BO/ICTBA.

4. Oo6menocrynnas nHGpoOpMalus u nHPop-
MaIusi OrpaHUYEHHOI0 JJOCTYTIA.

S. CootHotienne nH(popMaIu OrpaHuveH-
HOTI'0 JIOCTyIa C TOCY/IapCTBEHHOW TaltHOM.

6. Knaccudukanus cBeneHuit KonpuaeHu-
aIBHOTO XapaKTepa 110 OCHOBAaHUSM, IPEAYCMOT-
PEHHBIM JICHCTBYIOIUM 3aKOHOAATEIHCTBOM.

7. CBenieHus, COCTaBIISIONINE CITYKEOHYIO
TalHYy.
8. [Topsimox oOpaileHus ¢ TOKyMEHTaMH, CO-

JeprKalMMHU CIyKeOHYI0 HH(OPMALIKIO OTpaHu-
YEHHOT'0 PAaCIPOCTPAHEHHUS.

9. CBezieHUs1, KOTOPBIE HE MOTYT OTHOCHTBCS
K ciyxeOHoi Taitne. ['pud «/lns ciayxedbHoro
HOJIb30BaHUAY.

10. CBenieHus1, COCTaBIISAIONINE KOMMEPUECKYIO
TalHy.
11. MeponpusATysi, HalpaBJIECHHBIE HA 3aLIUTY

KOMMEpUYECKOH TaliHbI.

12. IlepconanbHbIE 1aHHBIE (CBEACHUS O
rpaxaaHax). CocTaB NepCcOHaNbHbIX JaHHBIX.

13.  Knaccudukanus nepcoHaNbHBIX TaHHBIX.
14. [Tony4yenue u 06paboTKa MEPCOHATBHBIX
naHHbIX. OCHOBHBIE TpeOOBaHUS MPU 00pabOTKE
NEPCOHAIbHBIX JAHHBIX.

15. Ilepenava nepcoHanbHBIX TaHHBIX. Omnpe-
JiefieHHe Kpyra JIIl, UMEIOIUX MPaBo JI0CTyIa K
MEPCOHATBHBIM JIAHHBIM.

16. CBezieHHUs1, COCTABIIAIOIINE TalHY Cle/-
CTBHSI U CYZIONTPOU3BOJICTBA.

17. CBezieHus, CBsI3aHHbIE € TPO(ECCHOHATb-
HOM JIesATEeNbHOCTBIO (BpaueOHas, HoTapuallbHasl,
a/IBOKaTCKas TaifHa, TailHa mepenucKy, TenedoH-
HBIX ITIEPETOBOPOB, MMOYTOBBIX OTIIPABIICHHM, TEJIe-
rpadHBIX UM UHBIX COOOIEHUI).

18. CBeieHHs 0 CYIIHOCTH W300pETEHUS, TT0-
JIe3HON MOJIeNTH MJTH MTPOMBILIIEHHOT0 00pasiia /10
opuIMaTbHON MyOIuKaluyu HHGOPMALIUY O HUX.
19.  BapuaHThl CTpYKTYpHOH OpraHu3aiuu
KOH(PHUICHIIMAIBHOTO JIEJIOMPOU3BOJICTBA.

20. 3agauu ¥ QyHKIMH, IpaBa U OTBETCTBEH-
HOCTB CITYObI KOH(PHICHITHAITBHOTO JISJIOTPOH3-
BOJICTBA.

21. JloxanbHbIC HOPMATUBHBIE aKThI, YCTaHAB-
JTUBAIOIINE MOPSIIOK PabOThI C KOH(PHUICHIIUATH-
HBIMH JIOKyMEHTaMHU.

22. Pexum coxpaHHOCTH KOH(UICHITHATLHBIX
JJOKYMEHTOB.
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[Inanupyemblie pe3yibTa-
TBI O0yUYCHHS
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23. Ha3nauenwue u Buabl yueta KOHPUICHIIH-
AITBHBIX IOKYMEHTOB.

24, VYyet HOCUTENEH KOH(DHUICHIIMATIBLHON UH-
dbopmaruu.

JIIK-6 criocoOHOCTRI0 OpraHU30BaTh padOTy ¢ JOKYMEHTaMH, COACPKAIIUMU WH(OPMAIIUIO

OI'PAHUYCHHOI'O JOCTYIIA

3HaTh obmenpodeccuoHaIbHbIC
TEOPETUYECKHE U METO-
JIMYECKUE OCHOBBHI pabo-
Thl C JIOKyMEHTaMH, CO-
JepxkamuMu - uHpopMa-
U0 OTPAHHYEHHOTO J0-
cTyna

Tecmot 013 camonposepku:

1. Kakoil JOKYMEHT OIpeAelisieT nepeyeHb
CBEICHHI, COCTaBISIONIUX TOCYAAPCTBEHHYIO
Tainy?

a) [Tocranosnenne IlpaBurenncTtBa PO ot
11.02.2008 Ne 138 «O mepeuHe CBeJIEHU, OTHE-
CEHHBIX K TOCYJapCTBEHHOMH TaiiHey;

0) Yka3 [Ipesunenta PO ot 30.11.1995 Ne
1203 «OO0 yTBepkKIEeHUU TEpeyHs CBEIEHUH, OT-
HECEHHBIX K TOCYIapCTBEHHOW TallHEY;

B) [loctanosnenue IlpaBurensctBa PO ot
23.11.1996 Ne 18 «OO06 yTBepKIE€HUU NEPEUHS
CBEICHHM, COCTABISIOIIUX TOCYIapCTBEHHYIO
TalHYy»;

r) Yka3 [Ipesugentra PO ot 11.02.2006 Ne
90 «O mepeuyHe cBeJCHUMN, OTHECEHHBIX K TOCY-
JTapCTBEHHOM TalHEY.

2. Kakue cBeneHHs] COCTaBIAIOT TOCyaap-
CTBEHHYIO TaliHYy?

a) CBeZICHMsI B 00J1aCTH SKOHOMHUKH, HayKU
U TEXHUKU;

0) cBeeHMsI B BOGHHOM 00J1acTH;

B) CBeJleHUS B OOJACTH BHYTPUIKOHOMH-
YECKOM JeATETPHOCTH TOCYapCTBa;

T') CBeJeHUS B O0JIACTH pa3BeAbIBATEINb-
HOH, KOHTppa3BeIbIBATEIbHON M OMNEPATHBHO-
PO3BICKHOM J€ATEIIbHOCTH;

1) CBeACHHs B 00JIacTH HAayKd, U300peTe-
HUW ¥ TIOJIE3HBIX 00pa3IoB TEXHUKH;

€) CBeJieHUs B 00JIaCTH BHEIIHEH MOJUTH-
KH ¥ 5KOHOMUKH;

3. Kak ®enepanbublii 3akoH ot 27.07.2006
Ne 149-@3 «O6 nndopmannu, HHPOPMAITMOHHBIX
TEXHOJIOTHSIX U O 3alluTe WHpopManum» onpejae-
JISIeT TOHATHE «KOH(PUACHIIMATHHOCTh MHGpOpPMa-
UN»?

a) o0s13aTenbHOE ISl COONIOJICHUST OTepa-
TOPOM WJIM MHBIM JIUIOM, MMOJYYUBIIUM JOCTYI K
nHpopmaruu, TpeboBaHUE HE JOIMYCKATh €€ pac-
MPOCTpaHeHUs 0e3 coryiacusi CyObheKTa WM HalH-
YUl THOT'O 3aKOHHOTO OCHOBAHMS;

0) O3HAKOMJICHHE OMPEICIICHHBIX JIHIl C
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KOH(pUICHIMATBHOW HH(OpMaLUel, TOJBKO C CO-
riacus ee oOyiajaTeNiss WM Ha WHOM 3aKOHHOM
OCHOBaHUU TPU YCJIOBUH COXpPAaHEHHS KOH(HICH-
[MUATBHOCTH 3TOW HH(OpMAINY;

B) IpaBOBbIC, OpraHU3ALMOHHbIC, TEXHHU-
YECKHUE W WHBbIC NMPUHUMaeMble oOJajaresieM WH-
dbopMaruu Mephl 10 ee OXpaHe;

') 00s13aTEIIbHOE JIJIsi BBITIOJTHEHHUSI JIUIIOM,
MOJIYYMBIIUM JIOCTYI K OInpeaeneHHoW uHpopMma-
uY, TpeOOBaHHWE HE TEpelaBaTh TaKyl HHQOP-
MAaIUIo TPeTbUM JuIlaM Oe3 cornacusi ee o0nana-
TeJIsl.

4. Kakoil JOKyMEHT oOIpenenseT BUIb
KoH(UICHIMATEHOW nHpOopMarmm?

a) [Tocranosnenne IlpaBurenncTtBa PO ot
11.02.1997 Ne 118 «OO0 yTBepkIEHUU BHUJOB
KOH(HICHIIMATHHON HHDOpMAIN»;

0) Yka3 IIpesunenta PO ot 06.03.1997 Neo
188 «OO0 yrBepxknenun [lepeuns cBeaeHU KOH-
(buICHIIMATBEHOTO XapaKTepay;

B) IlocranoBnenue [IpaButenscrea PO ot
11.02.2006 «O6 yrBepxiaeHun Ilepeuns csene-
HUN KOHPUACHIIMAIBHOTO XapaKkTepay,

r) Yka3 [Ipesunenra PO ot 23.11.2006 «O
BHUJIax UHPOpMaIUU KOH(MUICHIIUATEHOTO Xapak-
Tepay.

5. Kakas cocrapnsmomas oTinyaeT KoHpuU-
JIEHLIUATIBHOE JIETIONPOU3BOJICTBO OT OTKPBITOTO
JIeTIOTPOU3BOICTBA?

a) 3aluTa cojepxaiiencs B KOHQUICHIIH-
aJBHBIX TOKYMEHTaX HHPOPMAIIHH;

0) JOKYMEHTHpPOBAaHUE KOH(HICHIINATb-
HOU nHpopmanuy;

B) opraHu3anusi paboThl ¢ KOH(HUICHIIH-
ATBHBIMU JIOKYMEHTaMH;

I') perucrpanus KOH(UICHIHATBHBIX J0-
KYMEHTOB.

6. Kakue HOpMaTHBHBIE TOKYMEHTHI YCTa-
HAaBJIMBAIOT €IMHBIN MOPSAIOK CO3/MaHUsI, 00padboT-
KW, XpaHEHHsI U MCIIOIb30BaHMs KOH(DUICHIIHATb-
HBIX IOKYMEHTOB B OpraHU3aI1u?

a) CIMCOK  PaOOTHHKOB  OpTaHU3aINH,
MMEIONIMX TMPaBO JOCTyNa K KOH()HUICHIINATbHBIM
JIOKyMEHTaM;

0) TmepedyeHb HEPETUCTPUPYEMBIX TOKY-
MEHTOB;

B) MHCTPYKIIHS O TMOPSAKE pabOThl ¢ KOH-
buIeHIMATEHBIMHA JOKYMEHTAMU;

I') MepeuyeHb JOKYMEHTOB, COJEp>KaIlIuX
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uH(pOopMaLK0 KOH(DUIECHIIMATLHOTO XapaKTepa;

1) MHCTPYKIIHS T10 JIeJIONIPOU3BOJICTBY;

€) mepedeHb BUIOB MH(OpManuu KoH(U-
JEHIMAJIBHOTO XapaKTepa;

K) TepedyeHb YHUGUIMPOBAHHBIX (HOpM
KOH(UICHIIMATLHBIX JOKYMEHTOB.

7. B COOTBETCTBUU C KAaKUMHU CHELHUATb-
HBIMH JOKYMEHTaMHU JeHCTBYET ciayx0a KoH(pH-
JEHIMAIBHOTO JIeJIONPOU3BOICTBA?

a) TIOJIOKEHHE O CIIY)KOEe KOH(HICHIIHAIb-
HOTO JIeJIONIPOU3BO/ICTBA;

0) MHCTPYKIHS O MOPSAKE pabOThl ¢ KOH-
buaeHIMaTFHBIMA JOKYMEHTAMU;

B) JOJDKHOCTHBIE HMHCTPYKIMH pPaOOTHU-
KOB;

') MpaBuja BHYTPEHHETO TPYAOBOTO pac-
HOpsIKa.

8. 'me HOMmKHBI XpaHUThCS 3alacHbIE K-
3eMILISIPBI KIIFOUEH OT TIOMENICHWH KOH(UICHIIH-
ANbHOTO JIETOMPOU3BOJICTBA, PACIAIIHBIX METall-
JUYECKHUX PEIICTOK Ha OKHaX, cei(oB U mkadoB?

a) B KaOMHETe y PYKOBOJUTENS OpraHu3a-
LHn;

0) B ormeyaTaHHBIX HOMEPHOM MeuaThIo Te-
HaJlax WU KOHBEPTAaX MOJpa3IeiCHus] KOH(pHU-
JEHITMAIBHOTO JIEIOMPOU3BOJICTBA WIH B CITyKOe
0€30MacHOCTH.

B) B ONlEYaTaHHBIX MEHATaX WM KOHBEPTaX
Ha BaXTe;

r) B celipe B Oyxranrepunu.

9. Kak odopmsieTcst pa3pelnieHre Ha J10-
CTYI K MOCTYNUBIINM WU H3AAHHBIM KOH(HICH-
IHATBHBIM JIOKYyMEHTaM?

a) Ha OOOpPOTHOM CTOPOHE JOKyMEHTa B
BHJIC IITAMIIA;

0) B BHJIE «OTMETKH O JOCTyNe K JOKY-
MEHTY»;

B) B BUJIe «TpH(a COrIacoBaHUsY;

r) B hopme pe30tolK Ha JOKYMEHTE.

YmMmern

OCYILECTBIISATh U OpraHU-
30BbIBaTh  paboTy Ha
npohecCuOHaTEHOM
YPOBHE C JOKYMEHTaMH,
cojepxamMu  UHpOP-
Maluio  OTPaHMYEHHOTO
JoCTyma

[TuceMEHHO OTBETUTH Ha CIEAYIOLIME BOIIPOCHI,
yKa3aB HAMMEHOBaHUE HOPMATUBHOTO IOKYMEHTA,
TOYHYIO (HOPMYIUPOBKY, MOJATBEPHKIAIOLIYIO BbI-
CKa3bIBaHUE, HOMEp IYHKTa U HOMEp CTaThU:

. PaccmaTpuBaercs 1M 4ellOBEK B KayeCTBE
HOCHUTEJISI CBEACHUN, COCTaBISIOUIUX TOCyAap-
CTBEHHYIO TaliHYy?

. Kakoif MakCUMaJIbHBII CPOK pacCceKpeyu-
BaHUsl CBEJCHUMN, COCTABIISIIOIIMX TOCYAAPCTBEH-
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CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemblie pe3yibTa-
TBI O0yUYCHHS

OneHouHble CpeCTBa

HYIO TailHy?

. Kak yacto HEoO0X0auMO nepecMaTpuBaTh
MEPEYHU CBEJICHUH, MOAJIEKAIIUX 3acCeKpeyuBa-
HUIO?

. Kto HajeneHn mpaBoM mIpoJUIeHHS MEpPBO-
HAYyaJIbHO YCTAHOBJIEHHBIX CPOKOB 3aCEKpeuyuBa-
HUSL HOCHUTEJCH CBEJACHUN, COCTABISIOLUIUX TOCY-
JAPCTBEHHYIO TaliHY?

. B kakux ciy4yasx HOCHUTENU CBEICHUH, CO-
CTaBJSIIOIIMX TOCYJAapCTBEHHYIO TalHYy, MOTYT
OBITh pacCeKpeueHbl O UCTEUYEHUsI CPOKOB X 3a-
CeKpeYuBaHUs?

. Ha kakue oTHOIIIEHUS HE pacpoCTpaHseT-
csa neiictBue @DenepanbHoro 3akoHa «O mepco-
HAIbHBIX JAHHBIX)»?

. Ha ocHOBe KakuX MPHUHIMIIOB OCYIIECTB-
asieTcs 00paboTKa MePCOHANBHBIX TaHHBIX?

. B kakux ciydasx cBeIEHHS O CYObBEKTe
NEPCOHANBHBIX JAHHBIX MOTYT OBITH B JI000€
BpEMsI HCKJIFOUEHBI U3 OOIIEOCTYIMHBIX UCTOUYHU-
KOB [I€PCOHANIbHBIX JaHHBIX?

. Yro mpennonararoT AeWCTBUS MO 00e3u-
YUBAHUIO IEPCOHATIBHBIX TAHHBIX?

. Kto sBnsercst obnanarenem mHbopMaium,
COCTABJISIONIEH KOMMEPUYECKYIO TaliHy?

. B kakux crmyyasx u KoMy, o0nanaTenb UH-
dbopMaruy, COCTaBIAIONIEH KOMMEPYECKYIO Tai-
Hy, 00513aH MpeAoCTaBUTh 3Ty HHpopmanuio? Kak
ATO JTOJDKHO OBITH 0OPMIIEHO?

B kakux crnyudasx uHbopMaius, COCTaBISIONIAs
KOMMEpYECKYIO TaliHy, 00J1ajaTeieM KOTOPOU SiB-
JSIETCSl APYTO€ JINLO, CUUTAETCS TIOJyYEHHOU He-
3aKOHHO?

Bnanern

HaBbIKaMHW IO OCYIICCTB-
JEHUI0O M OpraHu3aluu
paboTel Ha mpodeccuo-
HAJIbLHOM YpPOBHE C JI0-
KyMEHTaMH, coJiepxa-
HIUMH UHPOPMALIUIO
OTPAaHMYEHHOTO JI0CTYIIA

IIpumepnuie éonpocwt K 3auemy

1. [TonsTHE KOH(UACHIUAIBEHOTO AETIONPO-
M3BOJICTBA.

2. [Tpu3HakM KOH(PHUAESHIIMATIHHOTO AETI0NPO-
M3BOJICTBA.

3. CooTHoleHne KOH(UACHIIMAIBHOTO U OT-
KPBITOTO JIETIOTIPON3BOICTBA.

4. Oo6menocrynHas nHGpopmalus 1 nHpop-
Marysi OrpaHUICHHOTO JIOCTYTIA.

5. CooTtHorienne nH(opMaI OrpaHuveH-
HOT'0 JIOCTyNa ¢ TOCY/TapCTBEHHOW TalHOM.

6. Knaccudukanus cseneHuii KoHQHUICHITH-
JIBHOT'O XapakTepa M0 OCHOBAHUSAM, IIPETyCMOT-
PEHHBIM JICHCTBYIOIUM 3aKOHOAATEIbCTBOM.

7. CBeneHus1, COCTaBIISIONINE CITYKEOHYIO
TalHy.
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CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemblie pe3yibTa-
TBI O0yUYCHHS

OneHouHble CpeCTBa

8. [Topsiiox oOpamieHus ¢ TOKyMEHTaMH, CO-
JepKaIMMH CTy)eOHYI0 HH(OPMAIIHIO OTpaHU-
YEHHOT'O PACIPOCTPAHCHHUSI.

9. CBeneHus1, KOTOPBIE HE MOTYT OTHOCUTBHCS
K ciyskeOHou TaitHe. ['pud «/lns cimyxe6HOTO
MOJIb30BAHUS.

10. CBeieHHs, COCTaBIIAIONINE KOMMEPUECKYO
TalHY.

11. MeponpusTusi, HalpaBJIeHHBIE Ha 3aITUTY
KOMMEPYECKOU TAHBI.

12. [TepconasibHBIC JaHHBIC (CBEICHUS O
rpaxkaanax). CocTaB nepCcoHaIbHBIX JaHHBIX.

13. Kiaccudukanms nepcoHanbHbIX JaHHBIX.
14. [TonyueHnue u 06paboTKa NepCOHaIbHBIX

naHHbIX. OCHOBHBIE TpeOOBaHUS Mpu 00paboTKe

NIEPCOHABHBIX JaHHBIX.

15. Ilepenaya nepcoHanbHbIX TaHHBIX. Omnpe-
JICNICHUE KPyTa JIUII, UMCIOIUX MPaBO JIOCTYIA K

NEPCOHATIBHBIM JIAHHBIM.

16.  Csenenus, cocTaBisiolue TaliHy clel-
CTBHSI U CYZOIIPOU3BOJICTBA.
17. CBezieHus, CBsI3aHHbIE € PO(ECCHOHATb-

HOM JIeATeNbHOCTBIO (BpaueOHas, HoTapuallbHasl,
a/IBOKaTCKas TaifHa, TailHa mepenucky, TenedoH-
HBIX IIEPETOBOPOB, MMOYTOBBIX OTIIPABIICHHH, TEJIe-
rpadHbIX WIK UHBIX COOOLICHUH).

18. CBezieHHs O CYIIHOCTU W300pETEHUs, TTO-
JIe3HON MOJIeNT MJTH MTPOMBILIIEHHOT0 00pasiua a0
opuIMaTbHON MyOIuKaluyu HHGOPMALIUY O HUX.

19.  BapuaHThl CTpYKTYpHOH OpraHu3anuu
KOH(UIEHIIMATIBHOTO JI€I0NPOU3BO/ICTBA.
20. 3agaun ¥ QyHKIMH, IpaBa U OTBETCTBEH-

HOCTB CITYObI KOH(PHICHIIHAITBHOTO JIEJIOTPOH3-
BOJICTBA.

21. JlokaJibHbIC HOPMATHBHBIE AKThI, yCTAHAB-
JTUBAIOIINE MOPSIIOK PabOThI C KOH(PHUICHIINATb-
HBIMH JJOKyMEHTaMH.

22. Pexum coxpaHHOCTH KOH(UIEHIIHATBEHBIX
JIOKYMEHTOB.

23. Haznauenue u BUbI yueTa KOHGUACHIIH-
AITBHBIX IOKYMEHTORB.

24. Yder HocuTenel KoH(UIeHITHAIBHON HH-
dbopmarum.

Ilepeuenv mem u 3a0anuit 0141 NOO20MOBKU K 3auenty:
1. Iouamue KoHuOeHyuaIbHO20 0eTONPOU3800CMaa.
2. [Ilpusnaku KOHGUOeHYUATLHO2O0 0eI0NPOU3BOOCEA.
3. Coomnowenue KOHGUOCHYUAILHO20 U OMKPBINO20 0eNONPOU3B00CMEA.
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4. Obweoocmynnas ungopmayus u uHGopmayus 02panuteHHo20 0OCMyna.

5. Coommnowenue ungopmayuu 02paHuyeHHo20 00Cmyna ¢ 20cy0apCmeeHHOuU
MAUHOL.

6. Knaccuguxayus ceedenull KOHDUOEHYUANbHOZO Xapakmepa No OCHOBAHUSM,
npeodyCMOMPEHHBIM OCUCMBYIOWUM 3AKOHOOAMENbCIBOM.

7. Ceedenust, cocmasnsaroujue Cirylceonyo maimy.

8. Ilopsook obpawenus ¢ OOKyMeHmMaMU, COOEPAHCAUUMU CLYHCEOHYTIO UHDOPMAYUIO
02PAHUYEeHHO020 PACNPOCMPAHEHUS].

9. (seodenus, komopvie He MO2ym OMHOCUMbCA K cayaceOnot maune. I pug «/ns
CIYIHCEOHO20 NONL30BAHULY.

10. Cseoenus, cocmasnsowue xrommepueckyro matny. Ipugp «Kommepueckas
MauHay.

11. Meponpusamus, nanpasnenuvie Ha 3aUWUMY KOMMeEPHUEeCKoU MAauHbl.

12. Ilepconanvuvie Oamnnvle (ceedenus o epaxcoanax). Cocmag nepcoHANIbHLIX
OAHHUIX.

13. Knaccugurayus nepconanbHbvix OAHHbBIX.

14. Ilonyyenue u obpabomka nepcouanvHuvix OanHwvlx. OcCHOBHble MpebO8aHUs Npu
0Opabomke nepcoHaIbHLIX OAHHBIX.

15. Ilepeoaua nepconanvuvix Oaumvix. OnpedeieHue Kpyea Uy, UMEOWUX NPABO
0oCcmyna K nepcoHanbHbiM OAHHLIM.

16. Cseoenus, cocmasnsiowue maiiny ciedcmaus u cyoonpou3s00cmad.

17. Csedenus, ceasannvie ¢ NpogheccuoHanvbHol OesamerbHOCmbio (8payedHas,
HOMAapUuanvbHas, a0B0KAMCKASA MAlHA, MAUHA NePenucKy, mene@oHHbIX Nepec08opos,
HOYMOBbIX OMAPABIEHUL, MeNe2PAPHBIX UAU UHBIX COOOWEHULL).

18. Cseoenus o cywnocmu uzobpemenus, nONE3HOU MOOENU UNU NPOMbBIULEHHO2O0
obpasya 00 ohuyuanrbHoU NYOAUKAYUU UHDOPMAYUU O HUX.

19. Bapuaumei cmpyxmypHoil opeanuzayuu KOHGYUOEHYUATbHO2O 0eJlIONPOU3B00CEA.

20. 3adauu u gynkyuu, npasa u omeemMcmMEeHHOCMb CAYHCObL KOHOUOCHYUATbHO2O
0e10npou3800Ccmaa.

21. Jlokanvuvie HOpMamugHvie aKkmul, YCMAHABIUGAIOWUE NOPAOOK pabomvl ¢
KOHQUOEHYUATTbHBIMU OOKYMEHMAMU.

22. Peostcum coxpaHHoCmu KOHQUOEHYUATbHBIX OOKYMEHMO8.

23. OmeemcmeenHocmyb 3a pasanauienue ce0eHuli KOHQYUOeHYUATbHO20 XapaKmepa.

0) Ilopsinox mpoBeneHHUs] MPOMEKYTOYHOH ATTECTAIMM, NOKA3ATEJN M KPUTEPUH
OLICHUBAHMUS:

[Tpomexxyrounas arrectauus no auctuiinHe «KoHduaeHnmanbHOe IEIONpPOU3BO/I-
CTBO» BKJIFOUAET TEOPETHUYECKUE BOINPOCHI, NO3BOJISIIOIINE OLEHUTh YPOBEHb YCBOEHUS 00Y-
YAIOUIMMHCS 3HAHUH, U NMPAKTHUECKUE 3a/aHUsl, BBIABISIONINE CTENEHb C(HOPMUPOBAHHOCTH
YMEHMH U BIIaJIeHUH, MPOBOJIUTCS B (pOopMe 3a4eTa ¢ OLEeHKON. 3a4eT Mo JTaHHOW ITUCIUIUINHE
IPOBOJUTCS B yCTHOU (opme B (hopMe KOJUTOKBUYMA T10 BOIIPOCAM.

Kpumepuu oyenxu (6 coomeemcmeuu ¢ hopmupyemvlmu KOMReMeHYUsIMU U NIaHUpye-
MbLMU pe3yibmamamu 00yuenus,):

[Ipu cmade 3auema c oyenxou OOYYAIOIMIMIACS JOHKEH TOKa3aTh CPOPMUPOBAHHOCTH
CJEYIOIINX KOMITETEHIIUMN:

CIOCOOHOCTH MCIOJIB30BaTh TEOPETUUECKUE 3HAHUS U METOJIBI MCCIICIOBAHUS Ha TIPaK-
TUKE;

BJIa/ICHUE TeHACHUUAMHU Pa3BUTUS HHPOPMAITMOHHO-TOKYMEHTAIIMOHHOTO 00ecTieueHus
YIpaBJICHUS U apXUBHOTO JIENa;

CIIOCOOHOCTH BBISBIIATH U OTOMPATh TOKYMEHTHI JUIsl pa3HBIX THIIOB U BUAOB IyOJIHKa-
L]
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BJIQJICHHE METOJJaMH 3aIIUTH HHPOPMAIIHH;

CIIOCOOHOCTH MCIOJIB30BATh MPAaBHUIa OPTaHU3AIMH BCEX ITAIOB PAOOTHI C TOKYMEHTa-
MM, B TOM YHUCJIC apXHBHBIMU JOKYMCHTAMU,

BJIaZICHUE HaBBIKAaMH OOPaOOTKHM JOKYMEHTOB Ha BCEX dTanax JOKyMEHTO00OpoTa, CH-
CTeMaTH3aI1H, COCTaBICHUSI HOMEHKJIATYPHI JIEIT;

CIIOCOOHOCTH OPUEHTUPOBATHCS B 3aKOHOIATEIBHOW M HOPMAaTUBHO-METOJMUECKOM Oase
I/IH(1)OpMaL[I/IOHHO-I[OKYMGHTaI_II/IOHHOI‘O oOecrieyeHus YIIpaBJICHUA MW QApPXHUBHOI'0 ACJa H
CMEXHBIX 00JIacTeid;

CHOCOOHOCTh OPraHM30BaTh pabOTy € JOKYMEHTaMH, COACpPKAUIMMHU HH(POPMALUIO
OTPAaHMYECHHOTO JI0CTYTIA,;

— Ha OIICHKY «OTJHYHO» (5 0aJIoB) — 00yJarouuiics TEMOHCTPUPYET BBICOKHHA ypoO-
BEHb C(POPMUPOBAHHOCTH KOMIICTECHIIMH, BIAJICET KAaTErOPHAJIbHBIM ammapaTtoM, yMETh €ro
UCIIONIb30BaTh B COOTBETCTBYIOIEM KOHTEKCTE; YMETh MPOKOMMEHTHPOBATH OIpEICICHHE,
MOSICHUTb, IPUBECTH PUMEPHI, WILTIOCTPUPYIOIINE OTIACIbHBIC MooKeHust. CTyIeHT u3Jara-
eT MH(POPMAIMIO JIOTUYHO, MOCIEI0BATEIbHO, apTyMEHTUPYSd U KOMMEHTHUPYS MOJOKEHUS,
UCTIONB3YEeT PaCcCYKIAIOMIMKA CTHIIb, BHICKA3bIBAECT CBOIO MO3UIHIO, (POPMYyITHpPYET BHIBOIBI B
KOHIIE BOIIPOCOB.

— Ha OLIEHKY «X0pomo» (4 6amna) — o0ydJaromuiicss 1eMOHCTPUPYET CPEIHUM YPOBEHb
c(OpPMUPOBAHHOCTH KOMIIETEHIMI: OCHOBHBIC 3HAHUS, YMEHHUS OCBOEHBI, HO JOMYCKAOTCS
HE3HAYUTEIIbHBIC ONMIMOKH, HETOYHOCTH, 3aTPYAHCHUS TIPU aHATUTHYSCKUX OTIepPaIUsiX, Iepe-
HOCE 3HAHWUW U yMEHUU Ha HOBbIC, HECTaHAAPTHBIC CUTYAIUH.

— Ha OIICHKY «YJA0BJETBOPUTEILHO» (3 Oamia) — oOyJarouuiics 1eMOHCTPUPYET OPO-
TOBBIH YPOBEHb C(HOPMHUPOBAHHOCTH KOMIIETEHIIMI: B X0JI€¢ KOHTPOJIbHBIX MEPOMPUSIITHI J0-
MyCKAIOTCS OIIMOKH, TPOSBIISICTCS OTCYTCTBHE OTICIBHBIX 3HAHHA, YMCHHM, HABBIKOB, 00Y-
YAIOIIUNCSA UCTIBITHIBAET 3HAYUTENbHBIE 3aTPYAHECHUS MPU OTMEPUPOBAHUU 3HAHUSMU U yMe-
HUSMU TIPU UX TTIEPEHOCE HA HOBBIC CUTYAIINH.

— Ha OIICHKY «HeYAOBJIETBOPUTEJbHO» (2 Oamia) — o0ydarouiuiicss AeMOHCTPUPYET
3HaHus He Oosee 20% TeopeTudyeckoro marepuana, JIOMyCKaeT CYIIECTBEHHbIE OLIMOKHU, HE
MOJKET TOKa3aTh MHTEJUICKTYaIbHbIE HABBIKH PEIICHUS MTPOCTHIX 3a7au.

— Ha OLIEHKY «HEeYyJ0BJIETBOPUTEJabHO» (1 Oamr) — oOyJaronuiicss He MOXKET TOKa3aTh
3HaHMS Ha YPOBHE BOCIPOM3BEACHHS M 00BsSCHEHUS WH(POpPMAIlMU, HE MOXKET MOKa3aTh WH-
TEJUIEKTYyaJIbHbIC HABBIKH PEIICHHUS IPOCTHIX 3a/1a4.

8 YueOHo-MeTOqMYeCcKOe U HHPOPMALHOHHOE o0ecTieyeHre TUCHUILTHHBI (MOTYJIs1)

a) OcHoBHas JMTEpaTypa:

AnoxuHna C. A. KypcoBas paboTa mo JOKYMEHTOBEEHUIO, apXUBOBECHUIO, OpraHu3a-
MY ¥ TEXHOJOTUU JTOKYMEHTAIIMOHHOTO O0eCIeUeHus YIpaBiaeHus [ DIeKTPOHHBIN pecypc] :
yuebHOo-MeTomdeckoe mocodue / C. A. Anoxuna, A. K. MakapoBa, 1. B. Camapokosa ;
MI'TVY. - Maraurtoropck: MI'TVY, 2016. - 1 snektposn. ont. auck (CD-ROM). - Pexxum no-
CTyma:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1
130337/2535.pdf&view=true. — MakpoOOBEKT.

JoxymenTanmonHoe obecriedeHue ynpapienus : yaeoHuk / A. C. I'punGepr u ap. - M. :
IOHUTU-AAHA, 2011. - 1 snekrpon. ont. muck (CD-ROM). - 3arn. ¢ tutyn. skpaHa. -
(Yuebnass  numTeparypa s Bbicm. W cpea.  mpod.  ob6pa3.). -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10
79440/427 .pdf&view=true (marta obpamenus: 25.08.2020). - MakpooObeKT. - TekcT : 31ek-
TPOHHBIN. - CBeneHus nocTynHbl Takke Ha CD-ROM.

Kynses, H.H. KondbunennuansHoe AeI0MPOU3BOACTBO W 3ANTUIIICHHBIA 3JICKTPOHHBIN
JTOKyMEeHT000opoT [Dnekrponnbiii pecype]| : yueOnuk / A.C. demymkuH, A.I'. ®abpuvHOB,
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https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true

H.H. KynsieB .— M. : Jloroc, 2011 .— 452 ¢. — (HoBas yHuBepcuTeTcKass OMOJIMOTEKA) .—
ITonq o6m. pen. H.H. KynseBa .— ISBN 978-5-98704-541-1 .— Pexum pocryna:
https://rucont.ru/efd/178080

0) JonosHuTebHAs JJUTEpaATypa:

BenukanoBa C. C. ApXHBBI 110 JTMYHOMY COCTaBY [DJIEKTPOHHBIA pecypc] : yueOHO-
meroandeckoe nocodue / C. C. Benukanosa ; MI'TY. - Marautoropck : MI'TVY, 2018. - 1
DIIEKTPOH. OIIT. JICK (CD-ROM). - Pexum JOCTyTA:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1
514334/3518.pdf&view=true. - MakpooObekT. - ISBN 978-5-9967-1154-3.

Ka6amos, C. KO. DinekTpoHHOE MPaBHUTEIbCTBO. DJIEKTPOHHBIN JTOKYMEHTOOOOPOT.
Tepmunsb! u onpenenenus: YueoHnoe nmocodue / C.FO. Kabamos. - Mocksa : HUL] UHOPA-M,
2013. - 320 c. (Beiciee o6pazoBanue: bakamaBpuar). ISBN 978-5-16-006835-0. - Tekcr :
anekTponHbii. - URL: https://znanium.com/catalog/product/410730  (mara oOpamieHus:
16.08.2020). — Pexxim gocTyma: 1Mo Mo ImkicKe.

KoxymkoBa H. B. Crpykrypa nokymenra. CucTeMbl JOKyMEHTaUMU. YHUUIUPO-
BaHHAsl CHCTEMa OPraHU3alMOHHO-PACIIOPATUTEILHON TOKYMEHTAMU: o0IIre TpeOoBaHus K
COCTaBIICHUIO U 0OPMIICHHIO [ DIEKTPOHHBIN pecypc] : yuebHoe mocoome / H. B. Koxymiko-
Ba ; MI'TVY. - Maruutoropck : MI'TY, 2016. - 1 snekrpon. ont. guck (CD-ROM). - Pexum
JIOCTYTIA:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1
129973/2334.pdf&view=true. - MakpooOBEKT.

B) MeToanuyecKkue yKa3aHus:

Memooduueckue pexomenoayuu 0 NOO20MOBKU K 3A4enty

[Ipu moaroToBKe K 3aueTy 0co00e BHUMaHHE CIEIyeT OOpaTUTh Ha CIEAYIONIHNEe MOMEH-
ThI: COOTHOILIEHHE KOH(PUICHIIMATBHOIO U OTKPBITOIO JIETONPOU3BOJICTBA; MECTO KOH(DUICH-
UaTbHONW MH(OPMAIUK B CTPYKType MH(POPMAIMK OrpaHMYSHHOTO JOCTYIA, KJIacCU(pHUKa-
1S CBe/IEHUI KOH(PUICHIIMATBHOTO XapaKTepa, JOKaJIbHbIe HOPMATUBHBIE aKThl, YCTAHABIIH-
BaIOMIME TOPSIOK paboThl ¢ KOH(PHUACHIIMATBHBIMI JOKYMEHTAMH, OTPAKAIOUIMMU Pa3uy-
HbI€ BHJIbl TaliH; COXPAaHHOCTb KOH(HICHIMAIbHBIX JTOKYMEHTOB; OTBETCTBEHHOCTb 3a pas3-
TJIAIIeHUE CBEJCHUH KOH(DHUICHIIMATBHOTO XapakTepa.
Mertoanyeckre peKOMEHIAlMHY 110 BHIMOIHEHUIO 3aJ1aHusl «Komnneke mep no 3aujume Kow-
Quoenyuanvnoii ungpopmayuu. Cmpykmypnas op2anu3zayus KOHQPUOEHUUANbHO20 0e/10-
npouU3800cmeay.
[TpakTrueckoe 3afganue BbinoaHsAeTcs B popmate Microsoft Office Word 2003 ¢ ykazanuem
HOMeEpa MyHKTA.
B myHkTe 2 momkHa OBITH MpENCTaBlieHa CTPYKTypa OpraHHW3allMd C BBIJCICHHEM B HEH
CITY>KOBI KOH(PUICHIIMATBHOTO JIEIIONPOU3BO/ICTBA.
B myHkTe 3 MOKHOCTHOM COCTaB JOJIKEH COOTBETCTBOBATH OOIIEpPOCCHICKOMY KiTacCH(pU-
KaTopy mpodeccuii pabovnx, JOIDKHOCTEH cirykamux 1 Tapudubix paspsnos (OK 016-94).
B nmyHKkTe 4 noymKeH ObITh MPECTaBlIeH CTMCOK HOPMATHBHBIX aKTOB, IIPH ATOM CIIEAYET YIH-
TBIBATh MX IOPUAMUYECKYIO CHITY: OT (heAepalibHBIX JI0 JIOKAIbHBIX HOPMAaTHUBHBIX akToB. Ilpn
PaBHOM CTaTyce IOKyMEHTOB WX B3aMMHOE PACIIOJIOKEHHE OTIPENENSIETCS 10 XPOHOJIOTHH.
B nynkre 5 «Ilepeyens Bu10B MH(OpMAIMK KOH(MUAESHINATBEHOTO XapaKkTepay» PeKOMEHYeT-
cs1 0hOPMIIATE B CIIETYIOIIEM BHJIE:

[lepeyenp BU0B HHPOPMALIMU KOH(UICHIIMAIBHOTO XapakTepa

HanmMmeHnoBaHMe cBeIeHNH, JomkHOCTHBIE NTUTIa (TI0Ipas- Cpox KonducH
OTHOCSIIIMXCS K KOHQUICHIIN- | JETCHUS ), UMEIOIIUE MPABO PACIIO- p
/1 MAAJIBHOCTHA
ATLHBIM PSUKEHUS CBEICHUSMU
2 3 4
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B nynkTte 6 «IlepeueHb JOKyMEHTOB, COJepXKaIuX HHHOPMAIHIO KOH(PUICHINATBHOTO
XapakTepay peKoMeH1yeTcss 0hopMIISTh B CIEAYIOLIEM BUJIE:

[lepedeHb JOKYMEHTOB, COAEPKALINX HHPOPMALUIO KOHPHISHIIMATHHOTO XapaKkTepa

Homx-
ITonpas- HOCTHEBIE
AP ITonpas [Iepuo-
OcHoBa- JIEJICHHUS UJIN JINIIA,
Cpok NEJIEHUST WU Konu- Y-
Haunme- HHE IS JOJDKHOCTHEBIE YTBEPK-
KOH(pU- JIOJDKHOCTHBIE YeCTBO |AJlpe-| HOCTh
HOBaHUE | KOH(HU- JM1a, OTBETCT- Jlaroniye
/i eHIHAJIb- JIU1IA, CoTyacy- DK3EMII-| CaThl | U3JaHUs
JIOKYMEHTA |IeHIIUAJb- BEHHEIE 3a MO/~ (moamnu-
HOCTH IOIIIKE JTOKY- JISIPOB JIOKY-
HOCTH TOTOBKY JIOKY- ChIBa-
MEHT MEHTa
MEHTa IOIIKE)
JIOKYMEHT
2 3 4 5 6 7 8 ¢ 10

MeTtoanyeckie peKOMEHJIAIMH 110 BBIIOIHEHUIO 3aJaHus «YYeT KOH(MOUIACHIIMAIBHBIX
JIOKYMEHTOBY:

[TpakTHdeckoe 3aJaHue BBHIMONHICTCS MUChMEHHO B Gopmare Microsoft Office Word
2003 ¢ yka3zaHMEM HOMEPA ITyHKTA.

B mynkTe 1 10/mKHO OBITE OQOPMIIEHO HE MEHEE TISITH TMOPSIKOBBIX HOMEPOB B KaXKIOM
YUETHOM KYypHaJe M peecTpe U3 CIUCKa C 3aloJIHEHHEM BcexX Ipad), He MeHee TpeX KapTodek
Ha KaXJIbIH BUJI KAPTOUKH M3 CITUCKA M HE MEHEE TPEeX IITaMIIOB JUIsl Pa3HBIX BHJIOB IOKYMEH-
TOB.

B nynxTte 2 Bce paspalaThiBaeMble KOH(MIEHIMAIbHBIE JOKYMEHTHI JOJKHBI OBITH
odopmiens! cornacHo TpeboBanusM ['OCT P 6.30-2003 «YHuduuupoanHas cucrema Jo-
KyMEHTAIH. Y HU(QUIIMPOBAHHAS CUCTEMa OpraHU3aIllMOHHO-PACTIOPSINTENEHON JTOKyMEHTa-
un. TpeboBaHus K 0(hOPMIIEHUIO JOKYMEHTOBY, BKIIIOYass HEOOXOIUMBIE JOMOIHUTENIbHBIE
PEKBU3UTHI, XapaKTEePHBIE I KOHPHUIESHIIHATBHBIX JOKYMEHTOB.

[To xaxxaOMy yKa3aHHOMY BHJly KOIIMPOBAHUS JOJDKEH ObITh O(OpMIIEH OJMH KOH(U-
JICHIIMATBHBIA TOKYMEHT U HE0OXO0ANMOE KOJIHMYECTBO IK3EMIUISIPOB KOMHA (110 YCMOTPEHHIO)
¢ opopmIIeHHEM BceX HEOOXOIUMBIX PEKBH3HTOB U OTMETOK, KaK Ha JIMIIEBOM, Tak 1 Ha 000-
POTHOW CTOpPOHE KOH(PHICHIMATHHOTO JOKYMEHTAa, HAHOCUMBIX B TPOIECCE M3TOTOBIICHUS
KOIHIA Ha IOKyMEHT U Ha CaMH KOIUH.

MeTtoanyeckre peKOMEeH/IalluH 110 BHINOIHEHUIO 3a1aHusl «HoMeHKkIaTypa aem»:

[TpakTnueckoe 3amanve «HomeHkmnarypa aenm» BBIIOJHSETCS MHUCBMEHHO B (opmarte
Microsoft Office Word 2003 ¢ ykazaHuem HOMepa MyHKTA.

B nynkre 1 nomkHa ObIThb OdopMiIeHa HOMEHKIATypa KOHQUACHLIHAIbHBIX el IO
YCTaHOBJICHHOH (hopMme, C yKazaHHEM He MeHee JecATH KOH(UACHIUAIBHBIX JeJ, C 3aroHe-
HUEM BCeX HEOOXOIMMBIX rpad TaObIMYHON YacTH JOKYMEHTa MO KaXIOMY Jeny (TomMy) U
BCEX HEOOXOIMMBIX MOJANHUCEH U BU3.

PexBHU3UTBl HOMEHKJIATYPbl KOH(PUICHIMANIBHBIX JE] JOJKHBI ObITh O(OPMIIEHBI CO-
rnacHo TpeboBanusM ['OCT P 6.30-2003 «YHudunupoBanHas cucTeMa TOKYMEHTAlLUU.
YHudumpoBaHHas CUCTeMa OpPraHU3aIMOHHO-PACTIOPSINTEIILHON JOKYMEHTauu. TpeboBa-
HUSL K OQOPMIICHHIO JIOKYMEHTOBY», BKJIIOYash HEOOXOAMMBIEC JIOTIOJHUTEIbHBIC PEKBU3UTHI,
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XapaKTepHbIC I 0POPMIICHHUS KOH(DUIECHITHAIBHBIX JOKYMEHTOB.

Homenknarypa koH(UIeHIIMANBHBIX J1e] T0JKHA OBITh Mpe/ICTaBlIeHa KaKk TOTOBBIM /10-
KYMEHT.

Homenknarypa koH(MUIESHIMATBHBIX AT MOXKET ObITh opopmileHa B BUJE KAPTUHKH C
YCJIOBHEM CBOOOJHOTO M YETKOTO MPOYTEHUS BCEX PEKBU3UTOB U OTMETOK.

B nynkre 2 Bce paspabaTbiBaeMble KOH(HUACHIMATbHBIE JOKYMEHTBHI JOJDKHBI OBITH
O0(OpPMIIEHBI COTJIACHO TUMIOBBIM (hOpMaM.

JlomxHO OBITH 0()OPMIIEHO HE MEHEE OHOTO YKa3aHHOTO JJOKYMEHTA.

BHyTpeHHsis onmuCh TOKyMEHTOB JieNa JOJDKHA coJepaTh HEe MeHee 15 pa3nyHbIX
KOH(HICHIIMATBHBIX JOKYMEHTOB, KOTOPBIE TI0 CBOEMY COAEP)KaHUIO MOTYT COCTABIISATH OJTHO
KOH(UICHIIMATEHOE JEII0.

B nmcre-3aBepuTene nena JOKHO 003aTENbHO COEPKAThCS YKazaHHE HA OCOOCHHO-
CTH (U3UYECKOTO COCTOSHUS KOH(MUICHIMAIBHBIX TOKYMEHTOB Jella U OCOOECHHOCTHU HX
(dbopMupoBaHUsL.

AKT 0 BBIICTICHUM K YHHUYTOKEHUIO KOH(PUACHIUATIBHBIX JE1 U JOKYMEHTOB JIOJKEH
coJiepKaTh HE MEHEee CEMH MOPSIKOBBIX HOMEPOB C 3aI0JIHEHUEM BceX rpad.

Bce moxkymMeHTBI U3 CHUCKA JOJKHBI ObITh MPEICTaBICHBI KaK FOTOBBIE JOKYMEHTHI C
o opMIICHHEM BCeX HEOOXOIUMBIX TIOJIITUCEH 1 BH3.

JIoKyMeHTBI MOT'YT OBITH 0()OPMIICHBI B BU/I€ KAPTUHOK C YCIIOBUEM CBOOOIHOTO U YeT-
KOTO MPOYTEHHUS BCEX PEKBU3UTOB H OTMETOK.

r) Ilporpammuoe o6ecneuenue u UHTepHeT-pecypcehi:

Haumenoanue [10 Ne norosopa Cpoxk 1eficTBUS TUIICH3UH
MS Windows 7 J1-1227 ot 08.10.2018 11.10.2021
MS Office 2007 Ne 135 ot 17.09.2007 0eccpouHo
FAR Manager cBOOOIHO pacrmpocTpaHsemMoe | 6eccpoyHo
7Zip CBOOOJTHO pacrpocTpaHsemMoe | 0eccpouHO

1. HammonanbHas wHGOPMAIIMOHHO-aHATUTHYECKass cucTteMa — Poccuiickuii WH-
nexc HayyHoro rutuposanus (PMHLY) URL:
https://elibrary.ru/project_risc.asp

2. DnexTtpoHHas 0Oaza mepuoanueckux uznanuil East View Information Services,
000 «MBUC» https://dlib.eastview.com/

3. TlouckoBas cucrema Axagemuss Google (Google Scholar) URL:
https://scholar.google.ru/

4. WndopmarmonHas cucreMa - EnnHoe OKHO J0OCTyna K MH()OPMAIMOHHBIM pe-
cypcam URL: http://window.edu.ru/

5. Poccuiickas I'ocynapcrBennas o6ubnuoTeka. Karanoru
https://www.rsl.ru/ru/4readers/catalogues/

6. OnextpoHHble  pecypchl  Oubmmoreku MITY wum. I'.M. Hocosa
http://magtu.ru:8085/marcweb2/Default.asp

7. Yuusepcurerckas uHdopmannonHnas cucrema POCCHS https://uisrussia.msu.ru

8. MexnayHaponHasi HaykoMeTpHueckash pedepaTnBHass W TOJHOTEKCTOBas 0Oa3a
JIAHHBIX Hay4HBIX u3aanui «Web of science» http://webofscience.com

9. MexnyHaponHas pedepaTHBHAs M IMOJTHOTEKCTOBAs CIpaBOYHAs 0as3a JTaHHBIX
HaY4HBIX U3ganuil «Scopusy  http://scopus.com

10. MexnyHapogHass 0aza TIOJHOTEKCTOBBIX O KypHaJoB  Springer Journals
http://link.springer.com/
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11.

12.
13.

14.
15.
16.
17.

18.

MexnayHnapoaHass 0a3a CIpaBOYHBIX M3JaHUM IO BCEM OTpPACisAM 3HAHUH
SpringerReference http://www.springer.com/references

Wudopmarmonno — npasooit moptain ['apant.Py.- URL: http://www.garant.ru/
CnpaBouHas MpaBoBast cucremMa KoncymnbTant [Tmroc.- URL:
http://www.consultant.ru/

[Topran «Apxussl Poccum».- URL: http://www.rusarchives.ru/

denepanbroe apxuBHOe areHTcTBO PD.- URL: http://archives.ru/

XPOHOC. Bcemupnas ucropus B Matepuere.- URL: http://www.hrono.ru/
O0606mmEHHbIH neKkTpoHHbIH OaHk gaHHbIX (OBJ), comepxamuii uHGpOpMAIIIO
0 COBETCKMX BOMHAX, MOTMOIIMX, YMEpPUIMX U MPOMaBIIUX Oe3 BECTH B To-
16l Bennkoit OTeyecTBEHHON BOMHBI, @ Takke B MocieBoeHHbIA niepuon OBbJ]
«Memopuan».- URL: https://obd-memorial.ru/html/

DNEKTPOHHBIA apXWB: pecTaBpals U ONU(PPOBKA APXUBHBIX JIOKYMEHTOB,

yenyru u obopynosanue.- URL: https://www.elar.ru/

9 MaTtepHaJbHO-TeXHHYECKOEe ofecriedyeHrue TUCHHILITHHbBI (MOITYJIsl)

MaTepI/IaJII)HO-TCXHI/ILICCKOG obOecreucHue JUCHHUIIIIMHBI BKIIIOYACT:

Tun u Ha3BaHUE ayJUTOPHUH

OcHallleHue ayuTopun

YueOHbIE ayIUTOPUH IS
MIPOBEICHUS JMCTAHIIMOHHBIX 3a-
HATHUH JEKIIMOHHOTO THUIIA

Cron KOMIBIOTEPHBIM, CTOJ MHCbMEHHBIH, CTYJ
oucHBIN, TOKyMeHT-kKamepa Epson, ncrounuk Oecre-
peboitnoro mutanus POWERCOMIMD-1500AP , xa-
Mepa BBICOKOTO pa3pelIeHHs, KOMIBIOTEp MEPCOHAIb-
HBI (THN6), npoextop ViewSonicPJD7526W, cnukep-
¢don nactompHbd Calisto-620 Plantronics, Be6-kamepa
LogiteachC920, cuctema akycTuueckasi HacTOJbHAas,
cTepeorapHutypa (MUKpPOGOH € HIYMOMOJABICHHEM),
skpaH HacteHHblii Digis Optimal-C MW DSOC-
11032*2

Y4eOHble aynuTOpuu  JUIsS
NPOBE/ICHUS TMPAKTUYECKUX 3aHs-
TUH, TPYITIOBBIX M WHAWBHIYaTh-
HBIX KOHCYJIbTallUMil, TEKYIIEero
KOHTPOJISI U TPOMEXYTOYHOH at-
TeCTaluu

Cron KOMITBIOTEPHBIM, CTOJI NMHUCBMEHHBIH, CTYI
oducHbI, TokymMeHT-kamepa Epson, mctounuk Oecrie-
peboitnoro mutanusi POWERCOMIMD-1500AP , ka-
Mepa BBICOKOTO pPa3pelIeHusi, KOMIBIOTEp IMepPCOHAIb-
HbI (THN6), npoextop ViewSonicPJD7526W, cnukep-
¢on nactompHbI Calisto-620 Plantronics, Be6-kamepa
LogiteachC920, cuctema akyctuueckass HaCTOJbHAs,
cTepeorapHutrypa (MHUKpO(QOH C IIYMOIIO/ABICHUEM),
skpaH HacteHHblii Digis Optimal-C MW DSOC-
11032*2

[Tomemenus st camocTosi-
TeIbHOU paboThl O0yUaroIIMXCs

IlepcoHanbHble KOMMBIOTEPHI C MakeToM MS
Office, BrixomoM B MHTEpHET M C IOCTYIIOM B JJICK-
TPOHHYIO HMH(OPMAIIMOHHO-00Pa30BaTENBHYIO  CPEIy
YHUBEpPCUTETA

[Tomerienne It XpaHeHUS
U TPOPUIAKTHYECKOTO OOCITYKH-
BaHUs y4eOHOT0 000pYAOBaHUS

Cremnaxu Il XpaHEHUs y4eOHO-HArIsIHBIX I10-
cobuit 1 y4eOHO-METOIMYECKON TOKYMEHTAITUH.
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