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JIucr aktyanusanuu padoyeii nporpaMmbl

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanusarnuu B 2023 - 2024
yueOHOM roay Ha 3acenanuu kageapsl Ilenarormyeckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

IIporokomor 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogodpena st peanmsanuu B 2024 - 2025
y4eOHOM roy Ha 3acenanuu kageapsl Ilemarormueckoro o0Opa3oBaHus U JOKYMEHTOBEICHHS

[Ipotokom or 20 r. Ne

3aB. kadeapoii C.C. Bennkanosa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogqoopena st peamsanuu B 2025 - 2026
y4eOHOM roy Ha 3acenaHuu kageapsl Ilegarornueckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

IIporokomor 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas nporpamma nepecmotpeHa, o0cyxieHa u ogoopena st peanuszanuu B 2026 - 2027
yueOHOM roy Ha 3acenanuu kadeapsr Ilemarormueckoro o0pa3oBaHUs U JOKYMEHTOBEICHHS

[Iporokomn ot 20 1. Ne

3aB. kadenpoii C.C. Benukanosa

Pabouas mporpamma nepecmMoTpeHa, o0cyxieHa u oqoopena st peanuszanuu B 2027 - 2028
yueOHOM Toy Ha 3acefaHuu kageapsl [lemarormueckoro o0Opa3oBaHus U JOKYMEHTOBEICHUS

[Iporokom ot 20 . Ne

3aB. kadenpoii C.C. Bennkanosa




1 Iles1u ocBOEHUSI T CHMUTLTHHBI (MOLYJI51)

Henstmu ocBoeHust muctumuinHbl (Moxyisi) «KoHpuaeHIMaIbHOEe AETOMPOU3BOICTBOY
SBJISIFOTCS: HW3y4E€HHWE HOPM JCHCTBYIONIETO 3aKOHOJATEIhCTBA B 0o0OjacTu 00pabOoTKH
JIOKYMEHTOB, COJIEpIKAIINX CBEICHUS KOH(MUICHIMAIBLHOTO XapaKTepa, MPAKTUKUA MPUMEHEHHS
9TUX HOPM I WX TMOCJIEAYIOMEro KBATU(GUIMPOBAHHOTO NPUMEHEHHUS B TMPAKTHUCCKOMN

JACATCIIBHOCTH

2 MecTo THCHUIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30BaTe/JIbHOI MporpaMMal

Juctumumaa KonpuaeHnuansHoe 1eI0npor3BOJICTBO BXOAUT B YacTh Y4€OHOTO IJIaHa
dbopMupyeMyro ydacTHUKaMU 00pa30BaTeIbHbIX OTHOLICHHUI 00pa30BaTeIbHON MPOTrPaMMBbI.

JUis  w3ydeHus  JAWCHMUIUIMHBI  HEOOXOAWMBI  3HAHUS  (YMCHHS,  BJAJICHUSA),
c(hOpMHUPOBAHHBIE B Pe3yJIbTaTe U3yUCHUS TUCIUILINH/ MPAKTUK:

IIpoexkTrpoBaHue yrpaBlIeHUYECKON JOKYMEHTAalUU OpraHu3aluu

JlokyMeHTallMoHHOE 00ecliedeHre aIMUHUCTPATUBHBIX OTHOIIEHUH B PO

Opranu3anus 1 TEXHOJIOT U TOKYMEHTALMOHHOT0 00eCTIeYeHUs YIIPaBICHUs

O6paboTka ¥ 3anMTa JOKYMEHTHPOBAaHHON HH(pOpMaIUU

JIoKyMeHTallMOHHOE 00€ecIIedeHHEe TPYIOBbIX OTHOILLIEHUH B PO

JIoKyMeHTallMOHHOEe obecrieueHne IrpakIaHCKUX OTHOILEHH B PO

3nanus (YMEHHs, BIAJICHUS), IOJyYCHHbIE NMPH M3yYCHUU TAHHOM NUCIMILIMHBI OyIyT
HEO0XO0AUMBI JUIsl U3yYeHUS UCHUILINH/TIPAKTHK:

[IpakTHKyM IO COCTaBICHHIO U OPOPMIICHUIO CITY>KEOHBIX TOKYMEHTOB

[Ipon3BOACTBEHHAS — IPEAIUIIIIOMHAS IPAKTUKA

IlonroroBka k cade u cjadya rocyapCTBEHHOTO SK3aMEHa

3 Komnerenuun ody4aromierocs, popMupyembie B pe3y/ibTaTe 0CBOCHUS

AUCHUILIMHBI (MOAYJIS1) ¥ IJIAHUPYEMble Pe3yJIbTAThl 00yueHu st

B pesynbrare = OcBOEHMS ~ JUCHMIUIMHBI  (MOAYJIS) «Konpunenumnanpuoe
JIeNTOTIPOU3BOICTBOY» 00YYAOLIHICS T0JIKEH 00J1a1aTh CIeTYIOIMMH KOMITETCHIIUAMMU:

Kon nnnukaTtopa

I/IHI[I/IKaTOp JOCTHIXKXCHHA KOMIICTCHIIMH

YK-11 Cnoco6eH ¢popMupoBaTh HETEPIUMOE OTHOIICHHE K KOPPYIIIMOHHOMY TTOBEACHHUIO

YK-11.1 Omnpenensier Kpyr KOPpYNIHOHHBIX PUCKOB B paMKax IOCTAaBJIEHHON LENH U
npeajgaraeT  CrocoObl WX  YCTPaHEHHS, OLEHUBAaeT C  IO3ULUHU
AHTUMKOPPYINIIMOHHOIO 3aKOHOIATENILCTBA

YK-11.2 [Inanupyer peanuzanuio 3aJad B 30HE CBOEH OTBETCTBEHHOCTH C YYETOM

AMEIOIINXCSI PECYPCOB M OrPaHUYEHU, JEHCTBYIOIIMX IPaBOBBIX HOPM
AHTUKOPPYILIMOHHOI'O 3aKOHOIATEILCTBA

ITK-2 Crioco0eH 0CYIIECTBIATH JOKYMEHTAMOHHOE 00€CIICUeHHE YIIPABIICHHS OpraHu3auei

[K-2.1 Opranusyer M perjlaMeHTHpPYeT JOKYMEHTHPOBAHHUE YIPABICHYECKON
JIESITEJIBHOCTH B OpraHu3aluu

[1K-2.2 OpraHu3yeT U perIaMeHTHPYET TOKYMEHTOOOOPOT B OPTraHU3aIuy

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

JOKYMCHTOB B OpraHu3annn




4. CTpyKTYypa, 00bEM U coiepKaHue TUCUMTLTHHBI (MOIYJIs1)
OO0mmast Tpy1I0eMKOCTh AUCIMILIUHBI cOocTaBiseT 3 3aueTHbIX eauHui 108 akan. gacos, B TOM

HHUCJIC:

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

— BHeayIUTOpHas — 22,6 akaJl. 4acoB;

— camocrosTenpHas padora — 70,7 akaj. 4acos;
— B (hopMe nmpakTudeckoit moaroroBku — 0 akaj. yac;
— IMOATOTOBKA K 3K3aMeHy — 8,7 akajl. yac

dopma aTTecTaluy - SK3aMEH

AynutopHast g
KOHTaKTHas paborta E 3 ®dopma TeKyILero
Paznen/ Tema 2, (B axaz. acax) E E‘ Bux . KOHTpOJIA Kon
N — ﬁ? ) ; CaMOCTOSITCIBHOM ycneBaeMocrnff KOMITETEHIIHH
0 & padoThI TIPOMEKYTOUHOM
na6. | mpakr. [ € &
Jlek. = aTTecTaluu
3aH. 3aH. | O &
1. CymHocTh W 0COOECHHOCTH
KOH(HICHIIHATILHOTO
JIeJIOTIPOU3BOJICTBA
1.1  KoHu¢uneHuuaipHas TToaroroBka k VK-11.1,
uHpOpMaIKsl M €€ BUJBIL. JICKIIUH. VK-11.2,
Opranu3zanus 0,4 0,8 14,7 IToaroroska Omnpoc TIK-2.1,
KOH(HICHINATLHOTO BBICTYIUIEHUH TIO TIK-2.2,
JIEJIOTTPOU3BO/ICTBA BUIAM TalH TIK-2.3
IToaroroBka k
JICKIIHH.
Pa3paborka
1.2 Kowmmiuekc Mep 1o Ionoxenus o
3aInTe 5 cucreme noctyna k| CocraBlicHHE TTaKeTa VK-11.1
KOH(HICHIHAILHON KOH(QHICHINABH JIOKYMEHTOB T10 ‘YKEliZY
2,
HH(POPMAITHH. 0.4 0.8 14 | PIM IOKYMEHTaM. | pexuMy fOCTYmA. TK-2.1,
OTBETCTBEHHOCTh 3a Wzyuenue AHanus MK-2.2
pasriamieHue CBEJICHHI o0opynoBaHHs 3aKOHOIATEIbHEIX HK-Z. 3’
KOH(UJICHIIUATILHOTO HEo0X0JMMOT0 aKTOB. '
xXapakrepa IIs obecrieueHus
COXPaHHOCTHU
KOH(HICHIIHATBEH
BIX IOKYMEHTOB
Wroro no pazaeny 0,8 1,6 28,7
2. Opranuzanus
KOH(HICHIIHATEHOTO

JIOKYMEHT0000poTa




TloaroroBka k

JICKIUH.
Paspabotka u
3aM0JIHCHUE
2.1 Ha3HaueHue W BHIBI YUYETHBIX QOPM. [MoaroroBka
ydeTa KOHPHICHIMAIBHBIX Paspabotka YYETHBIX VK-11.1
JOKYMEHTOB. Vuer MapIpyra JIOKyMEHTOB. VK-1 1'2’
HOCHTEINeH BYDKCHHUS IoaroToBka makera .
N 0,4 08 | 14 o A MK-2.1,
KOH(UICHINATbHON KOH(UICHINATIEH JIOKyMEHTOB, K-2.2
uHopmaiuy. JIBUKEHUE BIX JOKYMEHTOB. YUYETHBIX K 2' 3’
KOH(HICHIIHAIBHBIX [MoaroroBka JIOKYMEHTOB, '
JIOKYMEHTOB U HX yYerT. raKera [ITaMITOB
JIOKyMEHTOB,
YYETHBIX
JIOKyMEHTOB,
[ITAMIIOB.
IloaroroBka k
2.2 Howmenkiarypa JICKIIHH.
KOH(MUICHIIUATIBHBIX eI Odopmnenne
puner n bop Odopmnenne
dopmupoBaHue u HOMEHKJIATYPBI YK-11.1,
HOMEHKJIATYPHI JE.
odopmiieHue nen. CocraBneHue YK-11.2,
. Odopmiienne makera
KOH(HICHIIUAIBHBIX  JICIL. 0,4 0,8 14 BHYTpEHHEH TIK-2.1,
JIOKYMEHTOB JIJISI
ITogroroBka OITMCH, JINCTA- TIK-2.2,
ApXUBHOTO
KOH(HICHIUAIBHBIX JICT W 3aBepuTeNs aena, TIK-2.3
XpaHEHHUs JelT.
JIOKyMEHTOB TSI aKkTa 00
ApXUBHOTO XPaHEHUSI. YHHUYTOXXEHUU
JIOKYMEHTOB H JIelT.
IToxroroBka odopmiieHue
nekuuu. Pabora OKYMEHTOB
2.3 HasnauecHue, BHUIBI U H AOKY i VK-11.1,
KOMHCCHH TIO COMPOBOKAAIOIINX
TPHHIIHTIBT TPOBCACHHA MPOBEJCHUIO a00Ty KOMHUCCHH T10 YK-11.2,
NPOBEpOK HaTHHs 04 08 | 14 P paboty TK-2.1,
MIPOBEPOK HATMYHS MIPOBEICHHIO
KOH(HICHIIHATBHBIX TIK-2.2,
KOH(QHICHIMAIBLH | MPOBEPOK HAINYHS
JIOKyMEHTOB TIK-2.3
BIX JOKyMEHTOB ¥ | KOHGHIEHIATEHBIX
Jedn. JOKYMEHTOB U JIell.
Hroro no pazneny 1,2 2,4 42
Hroro 3a cemectp 2 4 70,7 SK3aMeH
Wrtoro no nucuurinHe 2 4 70,7 JK3aMeH




5 Obpa3oBare/ibHbIE TEXHOJIOTHH

[Ipu mpoBeneHUM 3aHATUH W OPraHU3alUU CAMOCTOSTEIBHONH pPabOThI CTYACHTOB
UCTONB3YIOTCS:  TPAaAULIIMOHHbIE TEXHOJOIMHM OOydeHMs, IpeAloiararplie Inepenaqy
uHpopMaMu B TOTOBOM BHJAE, (opMupoBaHue ydeOHBIX yMEHHH 10 0O0pasiy:
JEKLUS-U3TI0KEHHE, JIEKIUA-00bICHEHHE, NPAaKTUUYEeCKUe paboThl, KOHTPOJIbHAs pabora U Ip.
Hcnonb30BaHue TPajWIMOHHBIX TEXHOJOTUH OOECleYnBaeT OPHEHTUPOBAHHE CTYICHTA B
OTOKE HMH(OpPMAIMM, CBS3aHHOM C pPa3IMYHBIMM IOAXOJAMU K OIPENEIEHUI0 CYIIHOCTH,
COJIepKaHuUs1, METOJI0B, (JOPM Pa3BUTHS U CAaMOPa3BUTHSI TMYHOCTH; CAMOOTIPEIEIeHNE B BEIOOpE
ONTUMAJILHOTO IYTH U CIOCOOOB JIMYHOCTHO-IIPO(PECCUOHATIBHOIO PA3BUTHS; CUCTEMATU3ALIUIO
3HAHUHM, TMONYYCHHBIX CTYACHTAMH B IPOIECCEe AyJUTOPHOM M CaMOCTOSATENBHOW pabOTHI.
[IpakTuyeckue 3aHATUS OOECHEUMBAIOT PpA3BUTHUE U 3aKpEIUICHME YMEHUH U HaBBIKOB
olpeneNieHusl LeJed M 3ajJad caMOpa3BUTHS, a TaKXKe MPUHATUS Haubosee 3((HEeKTUBHBIX
PEILIEHUN 110 UX PEAIU3aALNH.

Peanu3zanus KOMIIETEHTHOCTHOTO [10/IX0/1a PEAYCMATPUBAET UCIIOIb30BaHUE B y4EOHOM
npolecce AakTUBHBIX M HMHTEPAKTUBHBIX (OPM MPOBEIACHUSA 3aHATUH (KOMIIBIOTEPHBIX
CHUMYJISLIMK, JENIOBBIX W POJIEBBIX WIP, Pa300p KOHKPETHBIX CHUTYyalluid) B COYETAHUH C
BHEAYAUTOPHOU pabOTON C 1eabio GOPMHUPOBAHUS U PA3BUTUSA NPOPECCHOHATIBHBIX HABBIKOB
o0yJaroumxcs.

IIpy OCBOEGHMHM IUCHLHMIUIMHBI MCIOJIB3YOTCS CIEAYIOLIME COYETaHHs BUAOB Yy4eOHOMH
paboThl ¢ MeTogaMu U GOpPMaMHU aKTHBU3ALUHU MTO3HABATEIBHOM JEATEIEHOCTH OaKalaBpOB IS
JOCTH>KEHUS 3aIIAaHUPOBAHHBIX PE3yJIbTATOB 00y4eHUs U (POPMUPOBAHUS KOMIIETEHIIHIA:

1. NadopmMannoHHO-pa3BUBAIOIINE TEXHOIOTHH. V3ydeHne TeopeTuyecKoro MaTepraa
Ha JICKUUAX C MCIOJIb30BAHMEM KOMIIBIOTEPHBIX TEXHOJOIMi. CaMOCTOSATENBHOE H3y4YCHHE
CHeHaTbHON y4eOHOM 1 HAyIHOU JINTEPATYPhI, BKII0YAs SJICKTPOHHBIE CPeACTBA HH(OPMAIIHH.

2. Pa3zBuBaronye npo6sieMHO-OPHEHTUPOBAHHbIE TEXHOIOIUU. PaboTa Ha MpakTHYeCKUX
3aHATHSIX C AKTUBU3ALMEH MBICIUTEIbHOM AKTUBHOCTH, CHOCOOHOCTH BHJIETH MpoOieMy Hu
BbIOMpaTh CIIOCOOBI ee paspelieHus (o0mas qucKyccus, padbota B KOMaH/le M UHIUBUIYyalbHAsI
JESITEIIbHOCTD ).

3. JINYHOCTHO-OPHEHTUPOBAHHBIE TEXHOIOTUN OOydeHHs. YUeT YpOBHs CIIOCOOHOCTEH
o0yyaeMbIX M CO3JaHME YCIOBMM M pPa3BUTUA HMHIUBUAYAJIbHBIX CIIOCOOHOCTEH. OTO
JIOCTUTAaeTCs MyTeM I[0A00Opa WHAMBUAYAJIbHBIX 3aJaHUNl M OOILIEHUs MpenojaBareist co
CTYAEHTaMH B (hopMe HHAMBUTyaTbHBIX KOHCYIbTALIUH.

[Ipn npoBeaeHMH 3aHATHUM M OpraHU3allMd CaMOCTOSITEILHOM pabOThl CTYIEHTOB
UC-TIOJIB3YIOTCSI TAKXKE HHTEPAKTUBHBIEC TEXHOJIOTUN O0YUYEHUs, MPEAIOIIararoiie Opranu3auio
00y4eHHUs KaK MPOJYKTUBHOM TBOPUECKOH AESITEILHOCTU B PEKUME B3aUMO/IEUCTBUS CTYI€HTOB
JpYT C APYTOM U C IIPENOIaBaATEIEM.

JUis 1oCTHKEHUS TOCTaBICHHBIX IIeJIel MNpenoAaBaHMsl JUCHUUIUIMHBI PEATU3YIOTCS
CJIEAYIOIINE CPENICTBA, CIIOCOOBI M OPraHU3AIIMOHHBIE MEPOTIPUATHSL:

[J  caMOCTOSATENbHOE H3Y4YEHHE TEOPETUYECKOro MaTepuana JUCHUIUIMHBI  C
ucnonb3oBaHueM Internet-pecypcoB, HHQOpPMAIMOHHBIX 0a3, METOIMYECKHUX pPa3paboToOK,
CHeuaIbHON yueOHON 1 HayYHOU JINTepaTyphl;

(] BBIIOJTHEHUE MTPOOJIEMHO-OPHEHTUPOBAHHBIX, TIOMCKOBBIX, TBOPUECKUX 3aJaHUH.

OneHka 3HaHUI TpeacTaBisieT co00 COBOKYMHOCTh Pa3JIMYHBIX IMOKazarenel paboThbl
CTyJCHTa B TeueHHe Bcero mnporecca oOyudeHHs. [IpoMeXyTOUHBII KOHTPOJb IO HMTOTraM
OCBOCHHMS TUCIUILTHHBI BKITIOYaeT sk3ameH (5 Kypc).

6 YueOHO-MeTOqHUECKOE 00ecTIedeH e CAMOCTOSITeJILHOW PadoThl 00yYaOIIMXCS
IIpencraBneno B npuiioxeHu 1.



7 OueHOYHBIE CPeACTBA AJIsl IPOBeeHHs POMEKYTOUHOI aTTecCTAlMI
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYecKOEe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIITIUHBI (MOTYJIs1)

a) OcHoBHasl TUTEpaTYypa:

I'yryeBa, T. A. KoHduacHnuanpHOEe AEIONPOM3BOACTBO . yueOHOe mocobme / T.A.
['yryeBa. — 2-e u3n., nepepad. u gorn. — Mocksa : UTHOPA-M, 2020. — 199 c¢. — (Bsicmiee
obpasoBanue: bakamaBpuar). — Www.dx.doi.org/10.12737/23514. - ISBN 978-5-16-012525-1. -
Tekcr : anexkrponnsiid. - URL: https://znanium.com/catalog/product/1048497 (nata oOpaiieHus:
06.10.2020). — Pexxum g0CTyIIa: 10 MOAMUCKE.

JlokyMeHTamoHHOe obecrieyeHue ynpasienus : yaeonuk / A. C. I'punbepr u np. - M. :
IOHUTU-TAHA, 2011. - 1 snekrpon. ont. guck (CD-ROM). - 3aru. ¢ Turyi. skpana. - (YueOHas
auTepaTypa TUTST BBICIIL. u cpen. pod. obpas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427 .pdf&view=true (nara oopamenus: 25.09.2020). - MakpooObeKT. - TEKCT : 3IeKTPOHHBIH. -
Csenenus noctynusl Takxke Ha CD-ROM.

AnoxmHa C. A. KypcoBag pabora 1O [JOKYMEHTOBEICHHIO, apXHWBOBEICHMUIO,
OpraHu3aliil ¥ TEXHOJOTUU JOKYMEHTAI[MOHHOTO OOEeCHedeHHUs YHpaBleHUs [DIeKTPOHHBIN
pecype] : yuebHO-MeToanueckoe nmocodue / C. A. Anoxuna, A. K. Makaposa, 1. B. Camapokosa ;
MI'TY. - Marauroropck: MI'TY, 2016. - 1 anektpoH. onr. auck (CD-ROM). - Pexxum goc-tyma:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130
337/2535.pdf&view=true. — MakpooObeKT.

0) JlonosiHuTeIbHAS JIUTEPATYpA:

KanpoBoe 1e10nmpon3BOICTBO U apXUBBI JOKYMEHTOB II0 JIMYHOMY COCTaBY: JICKIUH :
yuebHoe mocobue [mis By3oB] / cocraBurenu: C. C. Benukanoa, M. B. Kamyba ;
Marnuroropckuii roc. rexunueckuit yH-T uM. ['. 1. Hocosa. - Maruuroropck : MI'TY nm. I'. U.
Hocoga, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1815-3. - 3arxn. ¢ tutyin. skpaHa. - URL :
https://magtu.informsystema.ru/uploader/fileUpload?name=4127 .pdf&show=dcatalogues/1/1535
270/4127 pdf&view=true (mara oOpamenus: 23.10.2020). - Makpooobekt. - Tekct
AIIEKTPOHHBIN. - CBefeHus noctynHel Takke Ha CD-ROM.

JlokyMeHTanoHHOe obecriedeHue yrnpasieHus : yaeonuk / A. C. I'punbepr u ap. - M. :
IOHUTU-IAHA, 2011. - 1 snekrpon. ont. guck (CD-ROM). - 3aru. ¢ Tutyi. skpana. - (YueOHas
JIuTeparypa JUIS BBICIIL " cpen. npod. o0pas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427 .pdf&view=true (nara oopamienus: 23.10.2020). - MakpooObeKT. - TEKCT : AIEKTPOHHBIH. -
Ceenenus noctynHbl Takke Ha CD-ROM.

Koxymkosa H. B. CtpykTypa nokymenTa. CucTeMbl JOKYMEHTAIMH. Y HU(DUIIUPOBaHHAS
CHUCTeMa OpraHWU3alMOHHO-PACIIOPSANTEIBHON JIOKYMEHTAllMH: O0mue TpeOoBaHUS K
COCTaB-JICHHIO U ohopMIIeHHIO [ DNEeKTPOHHBIHN pecypc] : yaeoHoe nmocodue / H. B. Koxyrkona ;
MI'TYVY. - Marauroropck : MI'TY, 2016. - 1 anextpon. ont. auck (CD-ROM). - Pexxum goc-tyma:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true. - MakpooOBEKT.

B) MeToauyeckue ykazaHus:
I[MPUJIOXEHUE 3



r) [Iporpammuoe odecnneuenne u UHTEpHET-pecypcehl:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalo
gues/1/1079440/427.pdf&view=true JJokyMmeHTallHOHHOE OOECIICUCHHE YIIPABICHHUS ;| YIEOHHK /
A. C.'punbepr u ap. - M. : KOHUTU-JAHA, 2011. - 1 anekrposn.onr. auck (CD-ROM). - 3aru. ¢
TUTYJL.OKpaHa. - (YueOHas iuTepaTypa s BBICII U cpea.nmpod. oopas.).

https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatal
ogues/1/1514334/3518.pdf&view=true BenukanoBa C. C. ApXuBbI 10 JHYHOMY COCTaBY
[DnekrponHnblid pecype] : yueOHo-meromuueckoe mocodue / C. C. BemukanoBa ; MI'TY. -
Marnutoropck : MI'TV, 2018. - 1 snextpon. onT. auck (CD-ROM)

IIporpammHoe o0ecnieueHue

HaumenoBanue .

1o Ne orosopa Cpoxk neiicTBUS TULEH3UH
MS Office 2007 |, 135 1 17.09.2007 GeccpoUHO
Professional
7Z1p CBOOOJIHO 0CCCPOUHO
FAR Manager |cBo6osiHO 06EeCCPOUHO
Adobe Reader |cBoOomHO 0eccpoUHO

IIpodeccnonanbubie 0a3bl JaAHHBIX U

HH(OPMANIMOHHBbIE CIIPABOYHbIE CHCTEMbI

HasBanue kypca

CchUIka

QHGKTpOHHa}I 6a3a HepI/IOL[I/I‘leCKI/IX I/I3,I[aHI/II71
East View Information Services, OOO

https://dlib.eastview.com/

Hanuonanpaas
WH(OPMAIIMOHHO-aHAIUTUYECKAs] CUCTEMA —
Poccuiickui HHJIEKC Hay4HOI'O

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

[TouckoBast cucrema Axagemus Google
(Google Scholar)

URL.: https://scholar.google.ru/

NudopmannonHas cuctema - Eaunoe okHo
JlocTyna K MHpOPMaIMOHHBIM pecypcaM

URL.: http://window.edu.ru/

Poccuiickas I'ocynapcTBeHHas 6ubimoreka.
Karasoru

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

DneKkTpoHHbIe pecypcebl oubmuorexku MI'TY
uM. I'.1. HocoBa

https://magtu.informsystema.ru/Marc.html?loca
le=ru

®denepanbHblii 00pa3oBaTeibHbIN MopTan —
OxoHomuka. Counosiorus. MeHeKMEHT

http://ecsocman.hse.ru/

YHuBepcurerckas nH(bOpMalMOHHAS
cucrema POCCUS

https://uisrussia.msu.ru

MexnyHaponHas pedepatuBHast )51
NOJTHOTEKCTOBAsl CIIpaBoyYHasi 0a3a JaHHBIX

http://scopus.com

Me)KIIYHapOILHaﬂ 68.38. ITOJTHOTECKCTOBBIX
ypHanoB Springer Journals

http://link.springer.com/

MexnyHnapoaHass — KOJUIEKIIMSI ~ HAy4YHBIX
MIPOTOKOJIOB MO  Pa3IUYHBIM  OTPACIISIM

http://www.springerprotocols.com/

MexnyHapoaHas Oasa CIIPABOYHBIX
W3TaHWii  TI0  BCEM OTpAciasIM 3HAHUHU

http://www.springer.com/references

MesxayHapoaHas pedepaTuBHas u
MOJTHOTEKCTOBAsT CIIpaBOYHas 0a3a JaHHBIX
HAay4YHBIX W3gaHuil «Springer Nature»

https://www.nature.com/siteindex




Apxus Hay4YHBIX JKypHaJI0B «HauunonanbHbIi
SIEKTPOHHO-MH(GOPMALMOHHEIM  koHmopuuym»  (HII|https://archive.neicon.ru/xmlui/
HOUKOH)

9 Marepua/ibHO-TeXHHYECKOE o0ecredyeHne TUCIHUTIUHDBI (MOLYJIs1)

MarepuanbHO-TEXHHUECKOE 00ecIieueHNe AUCIUTUINHBI BKITIOUACT:

VY4ueOHble ayAUTOPUH U MPOBEACHUS AMCTAHIMOHHBIX 3aHATHH JIEKIIMOHHOTO THIIA:
Crosl KOMIIBIOTEPHBIN, CTOJI MUCbMEHHBIH, CTYJT OUCHBIH, TOKyMeHT-KamMepa EpsSon, ucrounuk
6ecniepedoiinoro muranust POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelieHHs,
KOMITBIOTEP MEePCOHANbHBIN (TUI6), mpoektop ViewSonicPJD7526W, cnukepdoH HACTOIbHBIN
Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycThueckas HACTOJbHAs,
cTepeorapHuTypa (MUKpO(OH ¢ IIyMOIoAaBieHneM), skpan HacteHubiii Digis Optimal-C MW
DSOC-11032*2

VYdeOHblE ayIUTOPHHM JUIA TPOBEACHUS TPAKTHUYECKUX 3aHSATHH, TPYIIOBBIX U
WH/IMBUIYAJIHBIX KOHCYJBTAIMK, TEKYIIETO KOHTPOJII M MPOMEXKYTO4YHOH arrectaruu: Ctoi
KOMITBIOTEPHBIN, CTOJ THCBMEHHBIA, CTYNl O(HCHBIH, JOKyMEHT-Kamepa EpSOn, wmcTodHuk
6ecniepedoiinoro muranust POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pemieHHs,
KOMITBIOTEP MEPCOHAIbHBIN (TUI6), mpoektop ViewSonicPJD7526W, cnukepdoH HACTOIBHBIM
Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycThueckash HACTOJbHas,
crepeorapHuTypa (MUKpo(oH ¢ mIymMomnoaaBicHueM), kpan Hactenusiid Digis Optimal-C MW
DSOC-11032*2

[Tomemnienuss i caMoCTOSITENIbHOW — paboThl  oOywarommxcs:  [lepcoHaibHBIC
kommbioTepsl ¢ makerom MS Office, BeixozomM B MHTEpHET M ¢ JAOCTYyIIOM B 3JEKTPOHHYIO
UH(POPMAIIMOHHO-00pa30BaTEIbHYIO CPely YHUBEPCUTETA

[lomemenne st XpaHeHUs U NPOPUIAKTUUECKOTO OOCIY)KHBAaHUS  y4yeOHOIo
obopynoBanusi: CTeIuIaxu JJisl XpaHeHHsl y4eOHO-HATIISTHBIX TOCOOHH M y4eOHO-METOAMYECKON
JIOKYMEHTAITUH.



[NPMJIOXEHUE 1

Y4eOHO-MeTOAMYECKOE O0ecTIeYeHre CAMOCTOSITEIbHOM PadoThl 00y4ar0IUXCS

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

1.
2.
3.

Busl nHpOpMaLug B 3aBUCUMOCTH OT KaTETOPUH JJOCTYIA

Ilepedens cBeneHUM, COCTABIISIONIUX I'OCYJaPCTBEHHYIO TalHY

Ilepedyenp cBeneHui, HE MOMIEXKAIIMX OTHECEHUIO K TOCYJapCTBEHHOM TalHE U
3aCEKpEeUMBaHUIO

Ilepeuenp cBeneHUil KOH(MUACHIUAIBHOTO XapaKTepa

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

Bunsl nHpopmaium, He NoAIeKaIue OTHECEHUI0 K KOMMEpPYECKOoil TaiiHe

Mepsl 0 oxpaHe KOH(DHUISHITUATBHOCTH HH(OpMAIIUn

Tema 1.2. Opeanusayus KOHGUOEHYUATILHO20 0eONPOU3B00CMEA

1.
2.
3.

[Tpu3Haku KOH(GUICHINAIHLHOTO JISJIOPOU3BOJICTBA

CooTHolieHne KOHPUACHITHAIBHOTO B OTKPBITOTO JISJIOMPOU3BOICTBA

[lepeuenr HEOOXOAWMBIX HOPMATHUBHBIX JIOKYMEHTOB [UIisi  (DYHKIIMOHHPOBAHHS
KOH(HMICHIIMAIBHOTO JISJIOMPOU3BOJICTBA.

Tema 1.3. Komnaexc mep no 3auwume KoHGUOeHYuaibHou uHghopmayuu

1.
2.
3.

4.

CxeMbl CTPYKTYpPHO# OpraHu3aliy KOH(PHICHIIMATHHOTO AEJIOMPON3BOICTBA
Copepxanue nepeuHs: BUJ0B HHPOpMaIK KOH(DUIEHIINAIBHOTO XapaKTepa
ConepxaHue nepedHsi JOKYMEHTOB, COAepX alluX WH(OPMALUI0 KOH(PUACHIINAILHOTO
Xapakrepa

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

Tema 1.4. Cucmema oocmyna K KOHQUOEHYUATbHLIM OOKYMEHMAM

1

2
3
4

TpeboBanust Kk pa3pabOTKe CUCTEMBI IOCTYIA K KOH(OUIEHIIMATIBHBIM TOKYMEHTaM

JIOCTyn K MalllMHHBIM HOCUTEISIM KOH(HICHIIMATBHON HH(pOpMaInu

Odopmiienne pazpenieHus Ha JOCTYI K KOH(PUIEHIIMATBHBIM IOKYMEHTaM

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

ITonoxeHnue o cucreMe 10CTyna K KOHPHUAESHIIMATBHBIM IOKYMEHTaM

Tema 1.5. Pexcum coxpanHocmu KoOH@UOenyuaibHulx 00KYMeHMOo8

1.
2.

&

TpebGoBaHUs K TOMEIICHHUIO TTOIpa3ieTIeHUsT KOH(DHUICHIIMAIBHOTO JIETONPON3BO/ICTBA
TpeGoBaHus K OKHAM MTOMEMICHUN KOH(MUIECHIINATHFHOTO JCIIONPOU3BOACTBA, BXOTHBIM
JIBEPSIM TTOMEIIEHHUI U SK3EMILISIPAM KITFOUYE OT HUX

[Topsnox oOpateHus ¢ KOHPUIEHIUATBHBIMU TOKYMEHTaMU

VYyer XpaHUJIUI U KIIFOYEN OT HUX

VY4er HapyleHuid mopsaka oOpaiieHus ¢ KOHPUACHIINATHHBIMU JOKYMEHTAMH

Tema 1.6. Omeemcmeennocms 3a pazeiauienue ceedeHull KOHQUOCHYUATbHO20 Xapakmepa

1.

JlucrunamHapHas OTBETCTBEHHOCTh 3a pasIiiallleHue CBEACHUN KOH(HUIEHIINATIHLHOTO



Xapakrepa

2. MarepuanbHass OTBETCTBEHHOCTh 3a pasIJIallleHWE CBEICHHH KOH(HUACHIINATIHLHOTO

Xapakrepa

3. AZIMUHUCTpaTHBHAsI OTBETCTBEHHOCTH 32 pa3riallleHHe CBEICHUIH KOH(UACHIINAIBEHOTO
Xapakrepa

4. I'paxxaaHCKO-TIpaBoOBas OTBETCTBEHHOCTh 3a pasriamieHue CBEICHUU

KOH(UICHIIMATFHOTO XapaKTepa

5. YronoBHas OTBETCTBEHHOCTh 3a pasriamcHuc CBGI[CHI/Iﬁ KOH(l)I/I,I[eHI_II/IaJ'IBHOFO

xapakrepa

Tema 2.1. Haznauenue u 8uovi yuema KoOH@OUOEHYUATbHBIX OOKYMEHmMOo8. Yuem Hocumernetl
KOHUOeHyuanbHou ungopmayuu
1. TIponemypsbl, BBITOJHSIEMEBIC ITPU yIeTe KOH(DUICHITNAIBHBIX JOKYMEHTOB

2. CBeneHus, BKJIIOYaeMble B YYETHYIO ()OpMYy IMPU PErHUCTPAllUU KOH(PHUACHIHATbHBIX

JIOKyMEHTOB
3. 3amaum y4yera HocHUTeNeH KOHPUACHIIMATHLHONW HHPOPMAITUU
Bunbl OyMa)kHBIX U MAIIMHHBIX HOCUTENEH KOH(UIEHIIMATbHON nHpOopMau

e

5. PexBu3uThl, 0hopMIiIsieMble Ha HOCUTEISIX KOH(DHUICHINATBHON HHpOpMauu

Tema 2.2. J[gudicenue u30asaemvlx KOHPUOESHYUATbHLIX QOKYMEHMO8 U UX yiem
1. Opranuszanus KOHQUACHINATIBLHOTO TOKYMEHTOO00pOTa
Craguu KOH(PUICHIIUATBHOTO JOKYMEHTOO00POTa M UX JIOTHYECKOE 000CHOBAaHUE
OdopmneHre peKBU3UTOB M3/1aBa€MbIX KOH(MUICHIIMATBHBIX JOKYMEHTOB
I'pudbr orpannyenus qocTyna K TOKyMEHTaM
VY4er 4epHOBUKOB U MPOESKTOB KOH(PHICHIIUATBHBIX TOKYMEHTOB

ok~ wbd

Tema 2.3. Ilonyuenue u omnpasienue KOHGUOSHYUATILHBIX OOKYMEHMO8 U UX yuem
1. Tlomy4yeHue U BCKPBITHE IMAKETOB KOH(UICHIIMATHHBIX JOKYMEHTOB
2. OdopmiieHNEe PEKBU3UTOB MIPH IMOCTYIICHAH KOH(DUISHITMATBHBIX JOKYMEHTOB
3. OdopmiteHne peKBU3NUTOB MPHU OTIPABICHUN KOHPHUICHIIMATHHBIX JIOKYMCHTOB

Tema 2.4. Yuem xonguoenyuanbHvix 00KYMeEHMO8 8bl0eNeHHO20 XPAHEHUS.
1. Bunbl JOKYMEHTOB BBIJECIEHHOI'O XpaHEHUS
2. OdopmieHre y4eTHOTO HOMepa Ha JJOKYMEHTaX BbIJICJIEHHOI'O XpaHEHUs
3. CHsATHE TOKYMEHTOB C y4eTa BBIICJICHHOTO XPaHEHHSI
4. Kaprouka ydyera BpeMEHHOH BbIJIa4M IOKYMEHTa

Tema 2.5. Yuem xonuposanus KOHGUOEHYUATLHBIX OOKYMEHMOB

1. OcobenHoctu Y4€Ta U U3TOTOBJICHUA JOMMOJIHUTCIIBHBIX 9K3EMILISIPOB (TI/Ipa)KI/IpOBaHI/I}I)

KOH(I)I/I,Z[CHI_II/IEUIBHBIX JOKYMCHTOB
2. OcobennocTu Y4€Ta U CHATUA KOITHH C KOH(I)I/I,Z[CHI_[I/IEUIBHBIX JOKYMCHTOB

3. OcobenHOCTH Y4€Ta U IMMPOU3BOACTBA BBIIIUCOK U3 KOH(I)I/I,Z[CHLII/I&HLHBIX JAOKYMCHTOB

Tema 2.6. Homenxnamypa konguoenyuanbhuix oen. Popmuposanue u ogpopmienue
KOHMUOEeHYUAIbHBIX Oell
1. OcoOeHHOCTH COCTaBJICHHUS U BEICHHSI HOMEHKIIATYPhl KOH(UACHIIHATBHBIX JEIT

2. IlpuHnume! 1 0cOOeHHOCTH (OPMHUPOBAHUS KOHPHUACHITHATBHBIX JOKYMEHTOB B JIeJa



3.
4.
S.

Ocobennoctu ohopMIIeHHs 00T0KKH KOHPUIECHITUATHHOTO JIeJIa
OcobenHoctr 0OpMIICHUS BHYTPEHHEH ONMUCH KOH(PUACHIIMATBLHOTO JeNia
OcoGenHocTr 0QOPMIICHUS THCTA-3aBEPUTEIIS KOH(DUICHIINAILHOTO J1ea

Tema 2.7. I[lo0comoska KoH@UOEHYUATbHBIX Oell U OOKYMEHMO8 OJisl APXUBHO20 XPAHEHUs.

1.

9KCHCpTI/ISa OCHHOCTH KOH(bI/I,I[eHI_II/IaJ'IBHBIX A€ U JOKYMCHTOB

2. 9KCHCpTI/ISa HEHHOCTH IOKYMCHTOB BBIJICJICHHOI'O XpaHCHUA

IS

Kpurepun neHHOCTH JOKYMEHTOB

Pabota sxcnepTHON KOMHCCUH, TPOTOKOJ 3aCEAaHUs SKCIIEPTHON KOMUCCUU
CocraBieHue onuceil KOH(PHUISHIIMATBHBIX eI U Iepejaun Ha apXUBHOE XpaHEHUE
YHHUUTOXEHHE JOKYMEHTOB, €] U HOCUTeNel nH(pOopMaIiu

Tema 2.8. Haznauenue, 6u0bl u npuHyunsl NPoseoeHusi NPOBEPOK HAIUYUSA KOHPUOEHYUATbHBIX

O0OKYMeHmos

1.

2.

3.

IIpoBepku DPaBUIBHOCTH IPOCTABJIICHUS PErUCTPALMOHHBIX JAaHHBIX HOCHUTEIIEH,
JIOKYMEHTOB, JI€]l U YYETHBIX )KYPHAIIOB

[IpoBepku paBUIBLHOCTH IPOCTABICHUS OTMETOK O JIBUIKEHUH HOCUTENEH, TOKYMEHTOB
U JIeJI, HE3aBUCUMO OT BPEMEHH UX PETUCTPaLUU

[TpoBepkn (haKTUIECKOTO HAIWYHS BCEX HOCHUTENEH M BCEX HE MOJIIMTHIX B JIeja U HE
IIEPEBEJCHHBIX HAa YYeT BBIJCICHHOIO XPAaHEHWS W3JAHHBIX U  IOCTYNHMBIIMX
JIOKYMEHTOB, HE3aBUCUMO OT BPEMEHH MX PETUCTPaLlMU (KBapTaJIbHBIE IPOBEPKH)

4, HpOBepKa Q)aKTH‘leCKOFO HaJIM49ug BCCX ACJI, JOKYMCHTOB BBIACIICHHOI'O XpAaHCHUA U

YUYETHBIX ’KYPHAJIOB (T0/10Bast MPOBEPKA)

Memooduueckue pexomenoayuu 01 NOO20OMOBKU K CEMUHAPY

J71s MOATOTOBKY K CEMUHApPy HE0OXOAMMBI 3HAHUS JIEKIIMOHHOTO MaTepHaja U CaMOCTOsITeIbHAs
popaboTKa JOMOJHUTEIBHOM JINTEPAaTypbl U HOPMAaTUBHBIX UCTOUYHUKOB.

Ilpumepnulii nepeuens mem peghpepamos:

1. Kommepueckas matina

1.  Cayorcebnaa maiina

2. T'ocyoapcmeennas maiina

3. Taiina menegonnvix u menecpaguuvix coobujeruti

4. Tauna cneocmeus

5. Tauna cosewanus cyoeii

6. Taiina cosewjanus npucsdicHvlx 3acedamerell

7. Tauna ceedenuti o nomepnesuwiux, ceuoemenei U UHbIX YYACMHUKOB Y20T08HO20
cyoonpouszeoocmea

8. Aosoxamckas maiina

9. Homapuanvuas matina

10. Baukxoeckas maiina

11. Hanozcosas maiina

12. Bpauebnas maiina

13. Tatina nepenucxu

14. Ilepconanvruvle OanHvle

15. Boennasa maiina

16. Tauna xpeoummnoii ucmopuu



17. Cemetinas u nuunas matinel

18. Tatina ucnoseou

19. Taiina ycvinosnenus pebenka

20. JKypnanucmckas mavina

21. Cseoenus o cywynocmu uzobpemenus, NOJE3HOU MOOEIU UIU NPOMBIUIEHHO20 00pa3ya
00 opuyuanvHol nyoruKayuu uHpopmayuu 0 HuxX

Memoouueckue pekomenoayuu no HANUCAHUIO U 3auwjume peghepamos

B pedepare nomkHO ObITH NpeCTaBIEHO NOAPOOHOE OMMCAHUE BHIOPAHHOTO BUJIA TaliHbI
(kaTeropuu; 3aKOHOJATENbHbIE aKThl, PETYJINPYIOIINE OTHOLIEHUS, CBA3aHHbIE C BUJIOM TailHbI
OrpaHMUYEHUs Ha paCIpOCTPAaHEHUE, Ha NIepeady; IpUMEpPBI U Jp.).

TekcT noikeH coiepXaTh MOJCTPOYHBIE CCHUIKM Ha HCIOJIb30BAaHHBIE HCTOYHUKHU
uHpopmanuu, opopmiieHHsie B coorBerctBuu ¢ ['OCT P 7.0.5-2008 «bubnuorpapudeckas
cebuika. O01e TpeGoBaHus U MpaBUila COCTABICHUS.

Crpanunpsl pedepata HyMEpyrTcs apaOCKUMH LUppaMud € COOJIOJEHHEM CKBO3HOM
HyMepaluu 1o BceMy TekcTy. Homep crpaHMilbl IpOCTaBisieTcs MO LIEHTPY BEPXHEro MO
CTpaHUIIBI.

3amurta pedepara OCYIIECTBISETCS HAa MNPAKTHUECKOM 3aHATHH, BO3MOXKHO C
MCII0JIb30BaHUEM TPE3EHTALIUN.

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

1. Kakoii TOKyMeHT omnpesensieT nepeueHb CBEICHNH, COCTaBIAIONUX IOCY1apCTBEHHYIO
TalHy?

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

0) Yka3 IIpesunenta PO ot 30.11.1995 Ne 1203 «O06 yTBep:kKIeHUH MEPEUHs CBEACHUM,
OTHECEHHBIX K FT'OCYJapCTBEHHOMN TallHE;

B) [locranonenue IlpaBurensctBa P® ot 23.11.1996 Ne 18 «O06 yTBEepkA€HUU NEPEUHS
CBEJICHM, COCTABIISAIONINX IOCYAAPCTBEHHYIO TalHY»;

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

2. Kakue cBesieHUs COCTABISIOT IOCY1apCTBEHHYIO TaitHy?

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

0) cBelleHUsI B BOGHHOM 00J1acTH;

B) CBEICHUS B 00JIaCTH BHYTPUIKOHOMHYECKOH JESITEeIbHOCTH TOCY1apCTBa;

) CBelAeHHS B  00lacTH  pa3BeIbIBATEIbHOM,  KOHTPPA3BEAbIBATEIbHOW U
OTIepPaTUBHO-PO3BICKHOM 1A TEILHOCTH;

1) CBE/IEHUS B 00J1aCTH HAYKH, U300pETEHUH U MOJIE3HBIX 00pa3llOB TEXHUKH;

€) CBe/ICHUS B 00JIACTH BHEIIHEH MOJIUTUKU U SKOHOMUKH;

3. Kak ®epepanbubiii 3akoH oT 27.07.2006 Ne 149-®3 «O6 wuHpopmanmu,
WH(OOPMAIIMOHHBIX ~TEXHOJIOTHSIX M O 3amuTe WHOOpPMAIHUW»  ONpeNeNiseT TOHSATHE
«KOH(UICHIIUATILHOCTH HH(MOPMAITUN»?



a) 00s3aTeNIbHOE 1S COOJTIOZICHUS OTIEPAaTOPOM MITM WHBIM JIUIIOM, HOJTYYUBIINM JOCTYII K
uHpopmanuu, TpeOOBaHME HE JOMYCKaTh €€ pachpocTpaHeHus 0e3 corjacus CyObeKTa WIu
HAJIMYMS NHOTO 3aKOHHOTO OCHOBaHUS;

0) O3HAaKOMJIGHHE ONPEACICHHBIX JIUI C KOH(PHUACHIMATbHONH HH(OpMAIME, TOIBKO C
coryacusi ee oOjanmaTens WIM HAa WHOM 3aKOHHOM OCHOBAHHU TPU YCIOBUU COXpPAaHEHHUS
KOH(UACHIIMATBHOCTH 3TOM HHPOPMAIIH;

B) NPaBOBBIC, OPraHU3AIMOHHBIC, TEXHUYECKHE W HWHBIC MPUHUMaeMble oOJagaTenem
UH(pOpPMAIMU MEPHI IO €€ OXPaHe;

r) oO0s3aTenbHOE Ui BBINOJIHEHHS JIMIIOM, IOJYYHBIIUM JOCTYH K OIpPEAEICHHON
uHpopmanuu, TpeOboBaHNE HE MepeaaBaTh TaKylo HHHOPMAIMIO TPETHUM JIMIaM 0€3 COTJIacHs ee
oOnanarens.

4. Kakoil TOKyMEHT ormpeaessieT BUabl KOH(pUIeHINANbHO! nHpopMamn?

a) [locranonenue [IpaButensctBa PO ot 11.02.1997 No 118 «O06 yTBepKIaeHHH BUIOB
KOH(pHICHIIMAIbHON HH(pOpMaIuny;

0) Yka3 Ilpesugenta P® ot 06.03.1997 Ne 188 «O6 yrBepxknenuu Ilepeuns cBeneHuit
KOH(UICHIIMATEHOTO XapaKTepay;

B) [locranoenenne IlpaButensctBa PD or 11.02.2006 «O6 yrBepxknenuu Ilepeuns
CBE/ICHUI KOH(UACHIIMATLHOTO XapaKTepay;

r) Yka3 [lpesunenra P® or 23.11.2006 «O Bumax mHbopManuu KOHPHUACHIUATIHLHOTO
XapakTepay.

5. Kakas cocrapisomas 0TJIn4aeT KOH(UACHIIHAIBHOE 1€T0IPOU3BOJICTBO OT OTKPHITOTO
JIeIONPOU3BOJICTBA?

a) 3alIMTa cojiepkalieiics B KOHQHUISHIMAIbHBIX JOKYMEHTaX HH(OpMaIHH;

0) J1OKyMEHTHpOBaHKUE KOH(PHIEHIIMATBHON HH(OpMALIUH;

B) opraHu3aiusi paboThl ¢ KOHPUACHITHATHHBIMU JIOKYMEHTAMU,

I') perucTpanus KoHQUIESHINATbHBIX JOKYMEHTOB.

6. Kakme HOpMaTHBHBIE JOKYMEHTHl YCTAHaBIMBAIOT €IUHBIA MOPAJOK CO3JaHUSA,
00pabOTKH, XpaHEHUS U UCTIOJIb30BaHUS KOH(UIECHIINATBHBIX TOKYMEHTOB B OpraHu3aluu?

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

0) mepeueHb HEPETUCTPUPYEMBIX JOKYMEHTOB;

B) MHCTPYKIUS O MOPsAKE pabOThl C KOH(PHUIECHIIMAIBHBIMHU TOKYMEHTAMU;

T) IepevdeHb JOKYMEHTOB, COACpKaTuX HHGOPMAIHIO KOH(DUICHIINATIEHOTO XapaKTepa;

1) HHCTPYKIIHSI TIO JIETONPOU3BO/ICTBY;

€) nepeueHb BUJ0B HH(OpMaMK KOH(UIEHIIMATILHOTO XapaKTepa;

) epeveHb YHU(PUIIMPOBAHHBIX (OPM KOH(HUACHIIMATBHBIX TOKYMEHTOB.

7. B COOTBETCTBHHM C KaKUMH CHEIHAIbHBIMU JOKYMEHTaMH JEHCTBYeT cIiyx0a
KOH(UICHIIMATEHOTO JISIONPOU3BOICTBA?

a) TIOJIO’KEHHE O CITY)0e KOH(PUIEHITNATHLHOTO JASIOPOU3BOICTBA;

0) UHCTPYKITUSA O TIOPAJIKE padOTHI ¢ KOH(UICHIIMATEHBIMU JOKYMEHTAMHU;

B) JOJDKHOCTHBIC HHCTPYKITUN PAOOTHUKOB;

T') IpaBWJIa BHYTPEHHETO TPYIOBOTO PACIIOPSIKA.
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8. I'me 1oKHBI XpaHUTHCS 3alacHbIC OJK3EMIUIAPHl KJIOYEH OT MNOMENICHUN
KOH(UICHIIMATLHOTO JEJONPOU3BOJICTBA, PACIANIHBIX METAUTMYECKUX PEIIETOK Ha OKHAX,
ceiidoB u mkagpo?

a) B KaOMHETE y PyKOBOJAUTEIIS OPraHU3aI1u;

0) B OIlGYaTaHHBIX HOMEPHOHN TIeYaThl0 IEHAJaX WM KOHBEPTaxX MOJpa3iAciieHuUs
KOH(HICHIIHATHHOTO JICIOIPOU3BOJICTBA WIIH B CITY>KOE O€30MacHOCTH.

B) B OIICUATAHHBIX TICHAIAX M KOHBEPTaX Ha BaxTe,

T) B ceiidpe B Oyxrajrepum.

9. Kak odopmisercss paspelmieHre Ha JOCTYH K TOCTYNUBIIUM WA W3JaHHBIM
KOH(HICHIIMATBHBIM TOKyMEHTaM?

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

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

B) B BUJIE «IpH(a COTIIaCOBaHU»;

r) B popme pe3osonun Ha JOKYMEHTE.

Pazoen 2. Opzanuzayus KOHQUOEeHUUATLHO20 OOKYMEHMO0O0poma

1. KakoBa ocHOBHas 11€J1b yueTa KOH()UICHIIMAIBHBIX JIOKYMEHTOB?

a) peructpanusi KOHQHUICHITUATBHBIX TJOKYyMEHTOB;

0) obOecnieueHne (U3HYECKON COXPAHHOCTH, KOMIUIGKTHOCTH W  IEJIOCTHOCTH
KOH(UICHIIMATLHBIX JIOKYMCHTOB;

B) o0ecrieueHre NOTMHHOCTH KOH(PHUIEHITUAIBHBIX TOKYMEHTOB;

r) hopMupoBaHue KOH(PpUIEHITNAIBHBIX JOKYMEHTOB B JEa.

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

a) B BEpXHEM INIPaBOM YTJTy Ka)KJOT0 JIUCTa TOKYMEHTA;

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

B) B BEPXHEM IPaBOM YTy TOJIbKO MEPBOTO JIUCTA TOKYMEHTA;

') B BEPXHEM JIEBOM YTJIy TOJIBKO IEPBOIO JIMCTA JOKYMEHTA.

3. Kakas wundopmaius ykasplBaeTcsi Ha OOJIOKKax pabouyux M CTEHOrpaduuyecKux
TeTpaaei?

a) rpu¢ KOH(PUIEHINATBHOCTH, (aMUIIUS 1 MHULMAIIBI HCIIOTHUTEIS, CPOK XPaHEHUS;

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

B) BUJ HOCUTEIS, TpU( KOHPUICHIIMATBHOCTH, KOJIMYECTBO JIUCTOB;

I') BUJ HOCUTENS, TpU( KOHDUIECHIINAIBHOCTH, (haMUIHs U HHUIIAAIBI UCTIOTHUTEIS.

4. 1o Hayana COCTaBJIEHHs TeKCTa KOH(UACHIIUATBHOTO JOKYMEHTA POBOAUTCS
orepanus:

a) perucTpauuy KOHPpUICHIINATBHOTO TOKYMEHTA;

0) perucTpauuy HoCUTENs KOHPHUIEHINATbHON HHPOpMaIUY;

B) PETUCTPAIMH MTaKeTa MOCTYIHBIIETO TOKYMEHTA;

T') COTJIaCOBaHME TEKCTa KOH(UICHIINATHLHOTO JOKYMEHTA.



5. Ecnu KoHUIeHINATBHBIA JOKYMEHT IIeYaTaeTcsl C YePHOBHKA, KaKast HHPOPMAIHs
yKa3bIBA€TCS HAa TIEPBOM JICTE YEPHOBUKA?

a) KOJINYECTBO HEOOXOAMMBIX IK3EMIUIIPOB MPOEKTA JOKYMEHTA, KOJHUYECTBO JINCTOB
YEepPHOBHUKA;

0) KOJIMYECTBO JIMCTOB YSPHOBHKA, (DaMIIIUS HCIIOTHUTEIIS;

B) KOJINYECTBO HEOOXOIUMBIX SK3EMIUIIPOB IIPOCKTA TOKYMEHTA, (haMUIHS UCIIOTHUTEIS;

T') KOJIMYECTBO HEOOXOAMMBIX SK3EMILISPOB MIPOCKTA TOKYMEHTA, (haMUIHS UCTIOTHHUTEIS,
KOJIMYECTBO JIMCTOB YEPHOBHKA.

6. I'ne mpocTaBinsieTcs yueTHbIH HOMep U rpu() KOHPHUISHIMATHHOCTH Ha MTPOEKTE
KOH(HICHIIMATIHLHOTO JTOKyMeHTa?

a) Ha KaXXJIOM JIUCTE KaKA0T0 IK3EMILIAPA IPOEKTa JOKYMEHTA;

0) TOJIBKO Ha NEPBOM JINCTE IPOEKTa JOKYMEHTA B OIIPEAEICHHOM JUIS 3TOTO PEKBU3UTA
MecTe;

B) Ha BCEX JINCTAX MPOEKTA JOKYMEHTa B JIEBOM HU)KHEM YTIIy JTMLIEBOW CTOPOHBI;

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

7. C xakoii onepanuy HauuHAETCs paboTa ¢ TOCTYMUBIIMMHU B OPTaHU3AIHIO
KOH(HICHIINATHHBIMHI TOKYMEHTAMU ?

a) y4eT MaKeTOB MMOCTYNUBIIUX JOKYMEHTOB;

0) yder HocuTenei napopmanuu;

B) BBOJ] PETHCTPAILIMOHHBIX JaHHBIX B aBTOMATU3UPOBAHHYIO WM TPAIULIHUOHHYIO CHCTEMY

yuera;
I') IpOCTaBJIeHNE Ha JJOKYMEHTe Tpuda KOHPHUIESHINATBHOCTH.

8. I'1e mpocTaBIAIOTCS yUeTHbIE HOMEpA Ha TEKCTOBBIX JJOKYMEHTaX BbIJICJIEHHOTO
XpaHeHus?

a) B BEpXHEM IIPaBOM YTITy OOJI0KKH;

0) B BEpXHEM JIEBOM YTI1y OOJIOKKH;

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

I') B HJKHEM ITPaBOM YTy OOJIOXKKH.

9. I'ne mpocTaBinsieTcs yueTHbIH HOMep, IPUCBOEHHBIN KON KOH(UAECHIIUATEHOTO
JIOKymMeHTa?

a) Ha IEPBOM JIMNCTE KOMUH MOCepeIMHEe HIKHETO TOoJIs ¢ 100aBiieHneM ab0peBHaTypbl
rpuda KoH(pUIEHITNAIBHOCTH;

0) Ha epBOM JIUCTE KOIIMHU B MPAaBOM HIKHEM YTIIy ¢ Ao0aBieHreM abOpeBuaTypsl rpuda
KOH(DHICHIIMAIBHOCTH;

B) Ha BCEX JINCTaX KOMMHU B IIPABOM HIDKHEM YTy ¢ 00aBjieHrneM abOopeBuarypsl rpuga
KOH(HIEHIINATLHOCTH;

I') Ha BCEX JIMCTaX KOMUM MOCEepeIuHe HUKHETO OIS ¢ 100aBIeHreM ab0peBuaTypbl
rpucda KoH(pUIEHINATBHOCTH.

10. YkaxuTte MecTopacrnosoKeHue rpuda orpaHudeHust JoCTyna K J0KyMeHTY.
a) B HWYKHEM JIEBOM YTy TMIEPBOTO JIUCTA IOKYMEHTA,

0) B BEpXHEM JICBOM YTJIy IEPBOTO JUCTA JOKYMCHTA;

B) B HIDKHEM ITPABOM YTJIy IIEPBOTO JIMCTA JOKYMEHTA;



') B BEpXHEM IIPaBOM YTJIy MEPBOIO JUCTA JOKYMEHTA.

11. K kakoM JOKyMEHTE COJEP>KUTCS WH(POpMALUsS O TMOPSAOK MPUCBOCHUS U CHATHUS
rpuda orpaHUYeHUs JOCTYIA K KOH(DUISHIIMATLHBIM TOKyMEHTaM?

a) TOJIOKEHHE O CIIyKO0e KOH(UACHIMAIBHOTO JeTIONPON3BO/ICTBA;

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

B) JIOJUKHOCTHBIC HHCTPYKIIMU PaOOTHHKOB;

I') mepedyeHsb (CIUCOK) BUAOB HHPOPMAIMK KOHPHUICHIINATBLHOTO XapaKTepa.

12. Kakuwe pononaHHUTeNnbHbIE Tpadbl COACPKHUT TaONMYHAs YacTh HOMEHKIIATYPHI
KOH(HICHIIUATIBHBIX Je?

a) HOMEp 110 MOPSIIKY;

0) rpu¢ KOH(UICHINATLHOCTH JICIIa;

B) BHJI MHOPMALIUU OIPAaHHYCHHOTO JIOCTYIIA, COACPIKAIICHCS B JIENe;

') HAMMEHOBAHUE TOPA3JCIICHHsI, KOTOPOMY IPEAOCTABIISAETCS JEII0;

1) OTMETKHU O JIBXKCHUU Jiena (apXUBHBINA 1mdp, HOMEp U J1aTa akTa 00 YHHYTOXKCHHUH,
OTMETKH 00 OTIIPaBJICHUN);

€) KOJINYECTBO JICTOB B JIEIIE;

) CPOK XpaHEHUsI 1 HOMEpa CTaTeH 10 MepeyuHIo;

3) Iepuo]] KOH(UACHIUATLHOCTH JIea.

13. Crienmduyeckoit COCTaBIISIONICH KOH(UIESHIIMATLHOTO Aeia SBISICTCS:
a) BHYTPEHHSS OMTUCH IOKYMEHTOB;

0) CITUCOK COTPYAHHMKOB, OMYIIEHHBIX K JEIY;

B) 3aBepUTENIbHAS HAAMKCH JIENa;

T') CIIMCOK OTBETCTBEHHBIX MCITOTHUTEIICH.

14. I1pu BbIIaue KOHPUIACHITMATHHOTO JIeNIa COTPYIHUKY OpraHU3aIu JeNIaeTCs OTMETKA

a) KapTOYKe yueTa BBIauH JIeNa;

0) KapTOuKe y4yeTa pa3perieHui;

B) KapTOYKE y4eTa BblJJaul JIOKyMEHTOB;
') BHyTpEHHEH onucH Jena.

15. Kakum ngokymeHTOM odopmiisercss mpoleaypa yYHHUUTOKEHUs KOH(UIEHIMaIbHbBIX
JIOKYMEHTOB, JIeJ1 U HocuTesnei nudopmanuu?

a) CBUICTEIILCTBOM 00 YHHUTOKCHUH;

0) cpaBKoil 00 YHHUTOKEHHUU;

B) IIPOTOKOJIOM O XOJ/1€ YHUUTOKEHUS;

') aKTOM 00 YHUYTOKEHHH.

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

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

0) HE peke OJTHOTO pa3a B TOI;

B) HE peXe OJHOr0 pas3a B TPH I'ojia;

T') HE peXe OJJHOTO pa3a B IATh JIET.



17. B KakOoM JIOKyMEHTE OTPaXXatoTCsl Pe3yJIbTaThl MPOU3BEIEHHBIX TPOBEPOK
MPABIJILHOCTH MPOCTABIICHHSI OTMETOK O PETUCTPAIIUU ¥ IBIKEHUH KOH(DHICHIIUATBHBIX
JOKYMEHTOB, JIeJI, HOCUTENECH 1 X (PaKTUIECKOTO HATHYMS?

a) B aKTe;

0) B MPOTOKOJIC;

B) B PCIICHUH;

T') B IPUKa3e.
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OueHoYHBIE CpPeICTBA /5 NPOBe/IeHUs] POMEKYTOUHOI aTTecTalnu

a) [lnannpyembie pe3yabTaThl 00y4eHHUsI H OLICHOYHBIE CPEACTBA 1JIsl IPOBEACHHUS

MPOMEKYTOYHOM aTTeCTALMU:

Kon
WHJIUKAaTOpa

WNHnukaTop JOCTHKEHUS
KOMIIETEHIIUHU

OneHouHble CpeCcTBa

YK-11 Criocoben popmMupoBaTh HETEPIUMOE OTHOIIEHHUE K KOPPYIMIIMOHHOMY TIOBEICHHIO

VK-11.1

Omnpenensier Kpyr
KOPPYNLIMOHHBIX PUCKOB B
pamkax MOCTaBJICHHOMN
uenM W [peajaraer
CHOCOOBI UX YCTpaHEHUS,
OLICHMBAaET C MO3ULUHU
AHTUKOPPYILUOHHOTO

3aKOHOJAaTCJIbCTBA

Tecmot 013 camonposepku:

1. Kakoii mOKyMEHT ompeensieT MepeyeHb
CBEICHMM,  COCTaBISIIOUIMX  TOCYJapCTBEHHYIO
TaiHy?

a) Ilocranosnenue IlpaBurensctBa P® ot
11.02.2008 Ne 138 «O mnepe4yHe CBEICHUH,
OTHECEHHBIX K I'OCYJapCTBEHHOMN TalHE»;

0) Vka3 IIpesunenra PO ot 30.11.1995 Ne
1203 «O06 yTBepKICHHH TIEPEYHS CBEICHHIA,
OTHECEHHBIX K TOCYJapCTBEHHOM TailHE»;

B) Ilocranosnenue IlpaButensctBa PP ot
23.11.1996 Ne 18 «OO0 yTBepKIEHUHU IEpeuHs
CBEJCHMM,  COCTaBISIOLUIMX  T'OCYJapCTBEHHYIO
TalHY»;

r) Yka3 [Ipesunenta PO ot 11.02.2006 Ne 90

«O nepeyHe CBEJICHHH, OTHECEHHBIX K
rOCYIapCTBEHHOW TAHEY.
2. Kakne CBEICHUS COCTaBJISIOT

roCy/1apCTBEHHYIO TaliHy?

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

0) cBeJleHHsI B BOCHHOM 00J1acTH;

B) CBEICHMUS B obnactu
BHYTPUIKOHOMHUYECKOI JeSITebHOCTH
rOCyAapcCTBa;

I') CBEJICHUs B 00JacTU pa3BeAbIBaTEIbHOM,
KOHTPPa3BeIbIBATEIbHOMN U ONIEPAaTUBHO-PO3BICKHOMN
NeSITeTbHOCTH;

1) CBe/IeHUs B 00JIaCTH HayKH, N300peTeHH
U TIOJIE3HBIX 00Pa31I0B TEXHUKH,

€) CBeJIeHHsI B 00J1aCTH BHEIITHEH MTOJTUTHKH 1
HKOHOMHUKH;

3. Kak ®enepanbHblil 3akoH ot 27.07.2006
Ne 149-®3 «O6 unbpopmanuu, WHPOPMALMOHHBIX

TEXHOJOTHSX W O 3amuTe  WHPOPMAITUN)
ompefieNnseT  MOHITHE  «KOH(HUIACHIIUATHLHOCTH
uH(popManun»?

a)  o0s3arenbHOEe IS COOJIFOACHUS

OlepaTopoM WM HWHBIM JIMIIOM, MOJYYHBIIUM
nocTyn K uHpopmanuu, TpeOoBaHKE HE TOMYCKATh
ee pacmpocTpaHeHus 0e3 coracusi CyObeKTa WU




Kon
UHMKATOpa

Nupukarop qocTuxeHust
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

HAJINYHS MHOTO 3aKOHHOTO OCHOBaHUS;

0) O3HAKOMJICHHE OIpPEIENCHHBIX JHUI[ C
KOH(pHIECHIIMATBHOH HUHpOpPMaLueil, TOJIBKO C
corjacusi ee objamarenst Wi Ha WHOM 3aKOHHOM

OCHOBaHUU npu YCIIOBUH COXpaHEHMSI
KOH(UICHIIMATBEHOCTH ATON HHPOpMAIUY;
B) IIpaBOBBIE, OpraHU3alOHHBIE,

TEXHUYECKHE M HHble NPUHMMaeMble 00JaaareneM
uH(pOpPMALIUU MEPHI IO €€ 0XPaHe;

I') 00s13aTeNbHOE [JIs1 BBIIOJIHEHUS JIUIOM,
MOJTyYHBIIIAM J0CTyI K OIpeeIIEHHOM
uHpopmanuu, TpeOboBaHHE HE MepelaBaTh TaKYyHO
MH(pOpMaLIMIO TPEeThUM JHUIAM 0e3 corjacus ee
oOazares.

4. Kakoii JTOKYMEHT OIpeAessieT BHUIbI
KoH(puaeHIMaIbHON HHOpMaIun?

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

6) Vka3 IIpesunenra PO ot 06.03.1997 Ne
188 «OO06 yrBepxknenun Ilepeunss cBeneHwmit
KOH(HICHIIMATIBHOIO XapaKTepay;

B) IlocranoBnenue IlpaButensctBa PO ot
11.02.2006 «O6 ytBepxaenuu Ilepeunst cBeaeHuit
KOH(UIEHIIMATIBHOTO XapaKTepay;

r) Yka3 Ilpesunenta PO ot 23.11.2006 «O
BHJIaX uH(popMaluu KOH(UAEHIIMAILHOTO
XapakTepa.

5. Kakags  cocraBmsromas — OTIMYAeT
KOH(HIeHIIMATbHOE JEJIONPOU3BOJCTBO oT
OTKPBITOTO JIEJIONPOU3BOCTBA?

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

0) JOKYMEHTHPOBaHUE KOH(HJIECHIMATBHON
uH(popMaLnu;

B) OopraHu3anus paboThI c
KOH(HICHIIMATHHBIMH JIOKYMEHTAMU;

r) perucTparus KOH(HICHIINATIBHBIX
JOKYMCHTOB.

6. Kakume HOpMaTHBHbBIE  JOKYMEHTHI
YCTaHABIMBAIOT  €IUHBIA  TMOPSIOK  CO3JaHMS,
00paboTKH, XpaHEeHHUs U UCTIOJIb30BAHUS
KOH(HICHIIHATHHBIX JJOKYMEHTOB B OpraHNA3aInuU?

a) CHMCOK  paOOTHHKOB  OpraHu3allui,
UMEIOIINX TPaBO JOCTYMa K KOH(HUACHIHAIHHBIM
JIOKYMEHTaM;

0) nepeyeHb HEPETUCTPUPYEMBIX
JIOKYMEHTOB;

B) HWHCTPYKIIMA O TIOpsAJIKE paboThl C
KOH(HICHIIMATIHHBIMI TOKYMEHTAMU;
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Kon
UHMKATOpa

Nupukarop qocTuxeHust
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

I) TepedYeHb JOKYMEHTOB, COJEpKaIlIuX
UHPOPMAIIHIO KOHPHUICHIIHATHHOTO XapaKTepa;

1) MHCTPYKIIHS T10 JIeJIONPOU3BOJICTBY;

e) nepeUCHb BHJIOB nHpopmauu
KOH(UICHIIMATLHOTO XapaKTepa;

K) TepedeHb YHU(PUIHMPOBAHHBIX (GopM
KOH(UICHIIMATLHBIX JJOKYMEHTOB.

7. B COOTBETCTBUY C KAKUMU CIIEIIHATHHBIMH

JIOKyMEHTaMHU JIEeNCTByeT ciryx0a
KOH(HUACHIIMATBHOTO JAETOMPOU3BOICTBA?
a) MTOJIOKCHHE 0 ciryxoe

KOH(HIEHIIMAJILHOT'O IETIONPOU3BO/ICTBA;
0) UHCTpyKUUS O TOpsiAKe paboThl ¢
KOH(HIEHIIMATbHBIMU TOKYMEHTAMU;
B) JI0JDKHOCTHBIE MHCTPYKIIMU PaOOTHUKOB;
I) TMpaBWwia BHYTPEHHErO0  TPYIOBOIO

pacnopska.

8. I'le AOMKHBI XPaHUTHCS 3aIaCHBIE
3K3EMILISIPBI KIIFOYEH oT MMOMEILICHUI
KOH(UICHIINATEHOTO JIeJI0TPOU3BO/ICTBA,

pachamniHbIX METaUTMYeCKUX PEIIeTOK Ha OKHAaX,
cerihoB u mkadon?

a) B KkaOuHere y  PYKOBOIMTENs
OpraHu3aluy;

0) B omne4yaraHHbIX HOMEPHOM IeYyaTbio
NeHajlaX  WJIM  KOHBEpTax  MOJpa3JesIeHus
KOH(HICHIINATHFHOTO  JISJIONPOU3BOJICTBA WA B
ciyx0e 6e30MacHOCTH.

B) B ONCUATaHHBIX IMEHAJAX MJIM KOHBEPTAX
Ha BaxTe;

T) B celide B Oyxraiarepuu.

9. Kak oopmisiercs: pa3pelieHre Ha J0CTYII
K MOCTYUBIINM 17001 U3JJAaHHBIM
KOH(HIEHIIMATBHBIM TOKyMEHTaM?

a) Ha 00OPOTHOM CTOPOHE JOKYMEHTA B BUJIE
HITamIa,

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

B) B BUJIe «TpHu(a CoriacoBaHusm»;

T) B hopMe Pe30IIOINH Ha JIOKYMEHTE.
3aoanue

IIncbMEHHO OTBETUTH Ha CIEAYIOIINE BOIIPOCHI,
yKa3aB HaMMEHOBAaHHE HOPMATUBHOI'O JOKYMEHTA,
TOYHYIO (POPMYIUPOBKY, MOITBEPKIAIOLIYIO
BBICKA3bIBaHUE, HOMED IIYHKTA U HOMED CTAThU:

. PaccmaTpuBaercs 1M 4eloBEK B KayecTBE
HOCHUTCIIA CBGI[GHHﬁ, COCTAaBJIAOIINX
rOCyIapCTBEHHYIO TalHy?
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. Kakoii MAaKCHUMaJIbHbIN
pacceKpeynMBaHus  CBEACHUM,
roCy/1apCTBEHHYIO TaliHy?

. Kak wacrto HeobOXoaumo mepecMaTpuBaTh
MepEeYHU CBEJICHUH, MOJIeXKAIITNX
3aCEKpEeUYnBaHUIO?

. KTo HAJEJEH IPaBOM
MIEPBOHAYAIILHO YCTaHOBJICHHBIX CPOKOB
3aCEeKpEUYNBaHUSA HOCUTEIICH CBEJICHUH,
COCTABJISIFOLUX TOCYIapCTBEHHYIO TallHy?

. B kakux ciyyasgx HOCHUTEIIM CBEICHUM,
COCTABJISIFOLUX TOCYAAPCTBEHHYIO TailHy, MOTYT
OBITh PACCEKPEUEHBl JI0 MCTEUCHUS CPOKOB HX
3aceKpeunBaHus?

. Ha xakue oTHOIIEHUS HE pacIpOCTPaHIETCA
nericteue denepanbHoro 3akoHa «O MepCOHATBHBIX
TAHHBIX»?
. Ha
OCYILIECTBIISETCS
NAHHBIX?

. B kakux ciydasx cBeIEHUS O CYOBEKTe
MEPCOHANBHBIX TaHHBIX MOTYT OBITh B JIF000€ BpeMs
WCKIIFOYEHBl U3  OOIIEIOCTYMHBIX HCTOYHHUKOB
MEPCOHAIIbHBIX TAHHBIX?

o Yro MPEIOIaraT JNIEUCTBUS
00e3TMYMBaHUIO TIEPCOHABHBIX JaHHBIX?

o Kto sBnsiercss oGmanmareneM uHpOpMAILINH,
COCTaBIIAIOLIEN KOMMEPYECKYIO TaliHY?

. B kakux ciydasx u KoMy, oOinajzarenb
uH(pOpMAIIMK,  COCTABISIONIEH  KOMMEPUYECKYIO
TaliHy, 0053aH TPEAOCTAaBUTh 3Ty HH(POpPMAIUIO?
Kak 370 1omkHO OBITE 0pOpMIIEHO?

B xkakux cnydasx wuH(OpMaIusa, COCTaBJSIONIAs
KOMMEpUECKyl0 TaiHy, o0OiagaTeneM KOTOPOU
SBJISIETCSL JPYro€ JIMIO, CYUTACTCS TMOJYYECHHOMN
HE3aKOHHO?

CpOK
COCTABIISFOIIHX

MPOICHUS

OCHOBE KaKHUX
o0paboTka

IIPUHIUIIOB
NEPCOHAJIbHBIX

Io

YK-11.2

[Inanupyer peanusanuo

3a7a4 B 30HE CBOeH
OTBETCTBEHHOCTH C
y‘-IeTOM NMCHOIIINXCS

PECYPCOB U OTpaHUYCHUI,
JNEUCTBYIOIIUX IPABOBBIX
HOPM
AHTUKOPPYILHOHHOTO
3aKOHOJIaTEIbCTBA

HSy‘-II/ITI) CICOYIOUE HOPMATUBHBIC TOKYMCHTEI:

e 3akoH oT 21 wmoas 1993 1. Ne 5485-1 «O
rOCYJIapCTBEHHOM TaliHEY;

o VYka3 IIpesunenta Poccuiickoit denepanuu ot
11 despans 2006r. Ne 90 «O mnepeune
CBEJICHNWI, OTHECEHHBIX K TOCYJapCTBEHHOM
TalHe»;

o @enepanbublid 3ak0H OT 27 wmronsa 2006 r. Ne
152-®3 «O nepcoHaIbHBIX TaHHBIXY;

e @enepanbublii 3ak0H OT 29 wmronsa 2004 r. Ne
98-®3 «O kKomMMepUecKoil TaifHe».

o @enepanpHblii 3aKk0H oT 25.12.2008 N 273-D3
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«O IpOTUBOAEHCTBUN KOPPYIILIUN»

PaccMoTpeTh OCHOBHBIE MTOHSATHS, UCIIOJIB3YEMBIC B
HOPMAaTHBHBIX JJOKYMEHTaX; MOJHOMOYHUS OPTaHOB
roCyJIapCTBEHHOM BJIACTHU U JOJYKHOCTHBIX JIUI] B
00J1acCTH OTHECEHUS CBEJICHUN K TOCYIapCTBEHHON
TallHE W WX 3allUTHI; IEPEUYCHb CBEIICHU,
COCTaBJISIIOLIMX TOCY/IApCTBEHHYIO TAlHY;
PEKBU3UTHI HOCUTEIEH CBEACHUM, COCTABIISIIOIIAX
rOCYAapCTBEHHYIO TallHY; MPUHIIUIIBI U YCTIOBUS
00pabOTKM MEPCOHABHBIX JAHHBIX; ITPaBa CyObeKTa
MEPCOHAIIBHBIX JIAaHHBIX; 00S3aHHOCTH OIlepaTopa
pu cOOpe MEePCOHATBHBIX JaHHBIX; 0COOCHHOCTH
MpeA0CTaBICHUS HHPOPMAIIUH, COCTaBIISIOMICH
KOMMEPYECKYIO TaliHYy.

Yka3aTh INCbMECHHO Ha3HAYCHUE KaXxXJa0ro u3
YKa3aHHbIX HOPMATUBHBIX TOKYMCHTOB.

[IK-2 CnocobGeH  OCyLIECTBISTH

OopraHu3amuen

AOKYMCHTAIITMOHHOC obecreyeHue YIIPpaBJICHUA

[K-2.1

Opranusyer u
perilaMeHTHpYyeT
JOKYMEHTHPOBaHUE
YIPaBJIEHYECKOU
NEeATEIbHOCTH B
OpraHu3alNH

Tecm ona camonpogepku

1. KakoBa OCHOBHas Lenb ydera
KOH(UIEHIMATBHBIX JOKYMEHTOB?

a) peructpanus KoHQUISHINATbHBIX JOKYMEHTOB;
0) obecrnieueHne  (PU3MYECKOW  COXPaHHOCTH,
KOMILJIEKTHOCTH U LEJIOCTHOCTH
KOH(HICHIINATBHBIX JOKYMEHTOB;

B) o0ecreueHne MOATMHHOCTH KOH(UICHIIUAIBHBIX
JIOKYMEHTOB;

r) hopMupoBaHue KOH(PUIEHINATBHBIX JOKYMEHTOB
B Jlena.

2. T'me mnpocraBisercss IITamIl C YyKa3aHUEM
YY4ETHOTO  HOMEpa H  KOJHMYECTBa  JIUCTOB
KOH(HIEHIIMATBHBIX JJOKYMEHTOB?

a) B BEpXHEM IMPaBOM YTy KaXIOro JIHCTa

JIOKYMEHTA;
0) B BepxXHEM JIEBOM YINIy KaXJIOro JIMCTa
JIOKYMEHTA;
B) B BEpXHEM MPaBOM YTy TOJIbKO MEPBOTO JIUCTA
JIOKYMEHTA;

I') B BEpXHEM JIEBOM YTy TOJBbKO NEPBOrO JIHCTa
JOKYMEHTA.

3. Kakas unpopmarms yka3blBaeTcsl Ha 0OJOMXKKaxX
pabouunx u cTeHorpaduIeCcKux TeTpaaen?

a) rpud KoH(UAEHIMANBHOCTH, GaMUIUI U
VMHHIUAIIB! HCTIOJTHUTES,, CPOK XPaHEeHNUS;
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0) rpud KOHOUICHIMATHLHOCTH, KOJIUYECTBO
JUCTOB, (haMUJIHSI U MHUIUAIIBI HCTIOTHUTEIIS;

B) BUA HocuTens, rpud KoH(DUICHINATILHOCTH,
KOJIMYECTBO JIUCTOB;

r) BHI HoOcuUTeNs, Trpud KOHPHICHIUATHHOCTH,
dbaMuIMs 1 UHUIUAIIBI UCTIOJTHUTEJIS.

4. Jlo HaJajila COCTaBJIICHHUS TEKCTa
KOH(UICHIIMATBEHOTO IOKYMEHTa IPOBOJAUTCS
oreparus:

a) perucTpainuy KoOH(pUIESHIIHAIBHOTO T0KYMEHTA;
0) perucTpanuy HOCUTENSI KOH(PHUICHITUATBHON
nHpopManuu;

B) PErHCTpAIUH MTaKeTa MOCTYIHUBIIETO JJOKYMEHTA,
I') COrIacOBaHUE TEKCTa KOH(PHUACHIUATHHOTO
JIOKYMEHTA.

5. Ecnu koHbUACHIIMATBHBINA JOKYMEHT IeYaTaeTcs
C YepHOBHKA, KaKas H(POPMAITUs yKa3bIBacTCs Ha
MIEPBOM JINCTE YEPHOBHKA?

a) KOJIMIECTBO HEOOXOIUMBIX SK3EMILISIPOB MMPOEKTA
JIOKYMEHTa, KOJIMYECTBO JIMCTOB YEPHOBHKA,;

0) KOJTMYECTBO JINCTOB YEPHOBUKA, (haMIITUS
UCIIOJTHUTEIIS;

B) KOJIMYECTBO HEOOXOITUMBIX HK3EMIUISIPOB ITPOEKTA
JOKYMEHTa, (paMIIIHS UCTIOTHUTEIS,

') KOJTMYECTBO HEOOXOUMBIX IK3EMIUISIPOB MTPOCKTA
JOKYMEHTa, ()aMHIIMs UCTIONTHUTES, KOJTUYECTBO
JUCTOB YCPHOBUKA.

6. ['me mpocTaBinseTcs yueTHbI HOMEp U TpUd
KOH(UICHIIMAILHOCTH Ha TIPOCKTE
KOH(MUIEHIIMATBEHOTO TOKyMeHTa?

a) Ha KOKIOM JICTE KKOTO IK3EMIUISIpa MPOSKTa
JIOKYMEHTA;

0) TOJBPKO Ha MEPBOM JIUCTE MPOEKTA JTOKYMEHTA B
OTIpeIeIEHHOM JIJIsl 9TOTO PEKBU3UTA MECTE;

B) Ha BCEX JINCTaX IMPOCKTA IOKYMEHTA B JICBOM
HUKHEM YTJy JHUIIEBOW CTOPOHBI;

T') Ha BCEX JIUCTaX MPOEKTa JOKYMEHTA B IPAaBOM
BEPXHEM YTITY JIMIIEBON CTOPOHBI.

7. C xakol omepanuy HaunHaeTcs padoTa ¢
MOCTYHUBIIMMHU B OpTaHU3AIUIO
KOH(UICHIIMATLHBIMHA JOKYMEHTaMU?

a) y4eT MaKeTOB MOCTYMUBIIUX JTOKYMEHTOB;

0) yueT HOcuTenel nHpopMaluu;

B) BBOJI PETUCTPAIIMOHHBIX JIAHHBIX B
ABTOMATH3UPOBAHHYIO HITU TPATUIIHOHHYFO
CUCTEMY yUeTa,

T') MPOCTaBJIECHUE HA JOKYMEHTE rpuda
KOH(HICHIIMATHHOCTH.

8. I'me mpocTaBisiOTCSA yYETHBIE HOMEpA Ha
TEKCTOBBIX JOKYMEHTAX BBIICTICHHOTO XpaHEHUs?




Kon
UHMKATOpa

Nupukarop qocTuxeHust
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

a) B BEPXHEM IIPABOM YTITy OOJI0XKKH;

0) B BEpXHEM JICBOM YIJTy O0JIOKKH;

B) B BEPXHEM JIEBOM YIUIy Ka)XKJI0T'0 JINCTA
JIOKYMEHTA;

T') B HIDKHEM MIPaBOM YTITy OOJI0KKH.

9. I'ne mpocTaBisieTcsl y4eTHBIN HOMED,
MPUCBOCHHBIA KOMMH KOH(PHICHIIHATIHLHOTO
JIOKyMeHTa?

a) Ha MIEPBOM JIUCTE KOIIUU MOCEPEANHE HIKHETO
noJst ¢ 1o6aBeHreM abopeBuatypsl rpuda
KOH(UICHIIMATLHOCTH;

0) Ha IepPBOM JIUCTE KOIHMHU B IPAaBOM HUYKHEM YTy C
nobasiieHueM abOpeBHaTypsl Tpuda
KOH(HIEHIINATIbHOCTH;

B) Ha BCEX JINCTaX KOMHHU B TIPABOM HIDKHEM YTIIy C
nobaBieHreM abopeBuaTypsl rpuda
KOH(UICHIIMATTLHOCTH;

I') Ha BCEX JIMCTAaX KOIMHU OCEPEINHE HUYKHETO OIS
¢ nobaBieHneM abopeBuarypsl rpuda
KOH(HIEHIIMATBHOCTH.

10.  VYkaxure  MecTopacmoiioxkeHue  rpuda
OrPaHUYEHUS JIOCTYNA K JOKYMEHTY.

a) B HIDKHEM JICBOM YTITy TIEPBOTO JINCTA JIOKYMEHTA,
0) B BepxHEM JIEBOM YIJy IMEpPBOr0 JIUCTa
JOKYMEHTa;

B) B HIKHEM IIpaBOM yIJIy I[E€pPBOro JHCTa
JOKYMEHTa;

r) B BEpXHEM IpPaBOM YIJy IMEpPBOro JHCTa
JOKYMEHTA.

11. K kakoM TOKyMEHTEe COAEP>KUTCS HH(POpMAIUs O
MOPSIOK TIPUCBOCHUS U CHATHUS TpH]a OrpaHUICHUS
JIOCTyTa K KOH(PUIEHIIMATbHBIM JOKYMEHTaM?

a) TOJIOKEHHWE O CIyk0e KOH(PHUICHIIMAIBHOTO
JIeNIOTIPOU3BO/ICTBA;

0) HMHCTPYKUMS O  TMOpsaKe  paboThl  C
KOH(HICHIIMATBHBIMI JOKYMEHTAMHU;

B) JIOJKHOCTHBIE HHCTPYKIIMH PAaOOTHUKOB;

r) TmepeueHb (CNHUCOK) BUAOB  HH(pOpMAIMU
KOH(HMICHIIMAIIBHOTO XapaKTepa.

12. Kakue nomosHUTENbHBIE Tpadbl COACPKHUT
TaOIMIHas 4acThb HOMEHKJIATYPHI
KOH(HICHIIMATIBHBIX JeN?

a) HOMED IO MOPSIIKY;

0) rpud KOH(PUISHINATEHOCTH JENa;

B) BUJ UH(GOpMalMU OTPaHUUYEHHOTO JOCTYIIA,
COZEpIKAILENC B JIEIIE;

I) HauMCHOBaHHWE IOJPA3/CICHUS, KOTOPOMY
IPEOCTABIISCTCS JIEII0;

1) OTMETKHA O JIBWDKCHHMH Jeyia (apXUBHBIN mudp,
HOMEp M Jara akTta 00 YHMYTOXXEHUHU, OTMETKH 00
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OTIIPABJICHUHN);

€) KOJIMYECTBO JIUCTOB B JIEIIE;

’K) CPOK XpaHEHMsI 1 HOMepa cTaTel 0 EPEYHIO;

3) mepuoa KOH(DUIEHIINATBHOCTH Jea.

13. Crenuduueckoit COCTaBIISIONIEH
KOH(UCHIMAIBHOTO JIeNa SABIISETCS:

a) BHYTPEHHSAS ONHCH JTOKYMEHTOB;

0) CIIMCOK COTPYAHUKOB, JOMYIIEHHBIX K JEIY;

B) 3aBEpPUTEIIbHAS HAANUCH JIENIa;

I') CHUCOK OTBETCTBEHHBIX HCIIOTHUTENICH.

14. Tlpm BbBIZAaUYe KOHGHUACHIMAIBHOTO Jema
COTPYIHUKY OpPTaHU3AINH JIEIAeTCs OTMETKA B:

a) KapTOUKe y4eTa BblIauu JIefa;

0) KapTouKe yueTa pa3pelieHHit;

B) KQpTOYKE y4eTa BbIJJaud JTOKyMEHTOB;

') BHyTPEHHEH OIucH Aena.

15. Kakum 1OKyMEHTOM OQOpMIISIETCS IpoIeaypa
VHUUYTOXKEHUSA KOH(PHUACHIUATbHBIX JOKYMEHTOB,
Jien 1 Hocutenel nadopmarmn?

a) CBUJICTEJILCTBOM 00 YHUUYTOKEHUU;

0) cripaBKOif 00 YHUUYTOKECHHH;

B) IIPOTOKOJIOM O X0JI€ YHHUTOKEHUS;

') aKTOM 00 YHUYTOXEHHH.

16. KakoBa neproInyHOCTh MPOBEAEHUS TPOBEPOK
HaJIU4Hs KOH(UIEHIIUATBHBIX TOKYMEHTOB?

a) He peXke OJJHOTO pasa B MOJr0/1a;

0) HE pexke OJHOTO pasa B TOI;

B) HE peXe OJIHOr0 pa3a B TPH rojia;

T') HE pe’Ke OJJTHOTO pa3a B IATH JIET.

17. B xakoM JIOKyMEHTE OTPa)KaroTCsl pe3yabTaThl
MIPOM3BEACHHBIX MPOBEPOK MPABUIBLHOCTH
MPOCTABJICHUSI OTMETOK O PETUCTPAIIMU U ABHKEHUU
KOH(UICHIMATIBHBIX JOKYMEHTOB, /1€, HOCUTENEH
U X (DaKTUUECKOTO HAINYHS?

a) B aKTe;

0) B IpoOTOKOIIE;

B) B pELICHUH;

T) B IIPUKa3e.

[1K-2.2

Opranusyer u
periIaMeHTHpYyeT
JIOKYMEHTO0OO0pOT B
OpraHu3aIu

3ananue «Komnnekc mep no 3auwume
KoHuoenyuaibHou unghopmayuu.
Cmpykmypuasa opeanu3auus KOHQpuoeHuuaibHozo
0€eJI0NPOU3800CHEA) .

1. CopoektupoBath (CMOAECTUPOBATH) KPYITHYIO
OpTraHM3aIHIo, ONPENETUTh chepy AesITeNbHOCTH U
perraeMbie 3aa9H.

2. IlpencTaBUTh CBOM BapHaHT CTPYKTYpPHOU
OpraHu3aIy CIIy>KObl KOH()HICHIIMATIBHOTO
JIEIIONPOU3BOICTBA (pa3paboTaTh CTPYKTYPY
OpraHu3aIH ¥ MOKa3aTh MECTO CIIYKObI
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KOH(HICHIINATIHHOTO ISTTIONPOU3BOJICTBA B JJAHHOM
cTpyKType). OnucaTth CTeNeHb CaMOCTOSATEIbHOCTH
CITy>KOBI KOH(PHUICHIIMATBHOTO JIeIOIPOU3BO/ICTBA,
ee MOJAYNHEHHOCTb.

3. OnpenenuTth T0KHOCTHOM M YUCIIEHHBIN COCTaB
PabOTHHUKOB CITYObl KOH(PUACHIIMAITBHOTO
JIEJIONPOU3BO/ICTBA, C IEPEUNCICHUEM
JOJIKHOCTHBIX 00S3aHHOCTEH M0 Ka) 101
JIOJIKHOCTH.

4. OnpenenuTh HOPMATUBHbBIC aKThl, B TOM YHCIIE
JIOKaJIbHBIE, HA KOTOPBIX OCHOBBIBAETCS
opranu3anus padoThl C1ykObl KOHPHUISHIIUATBHOTO
JIeTIOTIPOU3BO/JICTBA).

5. Onpenenuts cojiepkaHue nepeyHs (CIucka)
BUI0B HH(POPMALIMU KOH(DUCHIINATBHOTO
XapakTtepa JiJIsl CIIPOSKTUPOBAHHOM OpraHU3aIiu.
[Tepeuenb opopMHUTh B BHJIE TAOIUIIBL.

6. Onpenenuts cojiepKaHue nepeyHs (CIucka)
JOKYMEHTOB, COJIEpKAIIUX UH(POPMAITHIO
KOH(UICHIIMATFHOTO XapaKTepa s
CIIPOEKTUPOBaHHOW opranusauuu. Ilepedens
0hOpPMHTH B BUIE TAOJIUIIBI.

7. OnpenenuThb CIUCOK paOOTHUKOB OpraHu3allii,
UMEIOIIUX MIPABO J10CTYINA K KOHPHIEHIIMATbHBIM
JIOKYMEHTaM.

8. CoctaButs u ohopmuTs [lonoxxenue o ciyxoe
KOH(UIEHIMATIBHOTO JIETO0NPOU3BO/ICTBA
3adanue «Homenxnamypa oeny:

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

2. CocTaBUTh 1 OPOPMUTH CIIEAYIOIINE TOKYMEHTHI
U3 CIIUCKa, HEOOXOAMMBIE Ha CTaJAUU OPOPMIICHUS U
MOJArOTOBKM KOH(PHIEHIIMATIBHBIX 1€ K Iepeiade
Ha apXHWBHOE XpaHEHUE U MIPH MTPOBEACHUHT
MPOBEPOK HATMUUS KOH(PUICHIUATBHBIX /e,
JIOKYMEHTOB M YUETHBIX KYPHAJIOB!

1) cpaBKa-3aMeCTUTENh JOKYMEHTOB JIeJIa;

2) 00J10KKa KOH(DUACHIIMATBHOTO JIeNa;

3) BHYTpEHHSISI OIIKCh JIOKYMEHTOB JIeJIa;

4) kapTOYKa y4eTa BbIIauid KOH()UICHIIMATEHOTO
Jena;

5) nmucT-3aBepuTENb JCIa;

6) aKT O BBIICTICHUH K YHUYTOKCHUIO
KOH(HICHIIMATHHBIX JIe]T H JOKYMEHTOB;

7) akT O TpoBepKe KOH(MUACHIMAIBHBIX JIEl,
JIOKYMEHTOB M YUETHBIX KYPHAIOB

[1K-2.3

Opranusyer,
peraaMeHTHpyeT
OTepaTUBHOE XpaHEHUE U

3aIIaHI/IC «Yuer KOHd)I/II[eHHI/IaHBHBIX JOKYMCHTOB».
1. OdopMuth OCHOBHBIE Y4YETHBICE (HOPMBI
KOH(I)I/I,Z[GHL[I/IEUIBHBIX JOKYMCHTOB, BCTPCUAIOIIUCCA
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HCII0JIb30BaHUE
JIOKYMEHTOB B
OpraHu3aluu

Ha BCEX CTausIX KOH(HICHIINATIHLHOTO
JIOKYMEHTO000pOTa, U3 CIEIYIOIIEro CIUCKA:

1) xypHain (xaprouka) ydera W3/1aHHBIX
KOH(UICHIIHATBHBIX pacnopsAUTEIbHBIX
JOKYMEHTOB U TPOTOKOJOB (IO KaXXIOMY BHIY
OTJICJIbHO);

2) )KypHaJI y4eTa M3JIaHHBIX KOH(PHICHINATbHBIX
JIOKYMEHTOB;

3) peecTp  ydera  BpPEMEHHO  IepelaBacMbIX
KOH(UICHIIMATBHBIX TOKYMEHTOB;

4) xxypHai ydeTa HOCTYIUBIINX
KOH(UICHIIMATBHBIX TOKYMEHTOB;

5) sxypHas yyera KOH(PHICHIIMAIbHBIX JOKYMEHTOB
BBIIETICHHOT'O XPaHEHUS;

6) kapTouka y4era BelJaud KOH(PHUICHIINATBHOTO

JIOKyMEHTa (z1e71a);

7) )KypHa ydera KOITUPOBAHUSA
KOH(UICHIIMATBHBIX TOKYMEHTOB;
8) mramn pa3pelieHus Ha KOMPOBaHUE

KOH(l)I/II[eHI_II/IaJ'IbeIX JAOKYMCHTOB;,

9) kapTouka KOHTPOJISI UCIIOJTHEHUS
KOH(HIEHIIMATIBHOTO IOKYMEHTA.
2. CocTaBuTh u opOopMUTH JIOKYMEHTBHI,

coJiepkaiiie KoH(pHIeHIIMANbHYI0 HHGOPMAIHUIO,
MOJIJIKANTUE KOMHMPOBAHUIO, C YKa3aHHEM BCEX
HEOOXOUMBIX PEKBU3UTOB U OTMETOK, HAHOCHMBIX
Ha JIOKYMEHT B IPOIIECCE M3TOTOBJICHUS KOTUH, U
CcaMH DK3EMIUISIPhl KOMUK OSTUX JIOKYMEHTOB, C
YKa3aHHEeM BCEX HEOOXOIMMBIX PEKBH3UTOB U
OTMETOK.

Kon¢unennuanbuple JOKYMEHTHl OQOPMUTH IS
CIIETYIOIINUX BUIOB KOIMPOBAHUS:

1) M3TOTOBIIEHUE MOIMOIHUTENBHBIX 3K3EMIUISPOB
(TUpaXKUpOBaHHE) KOH(UICHIIMATEHBIX
JIOKyMEHTOB;

2) cHATHE KOMHMH C  KOH(UIEHIMAIBHBIX
JIOKyMEHTOB;

3) IPOU3BOJCTBO BBHIMTUCOK U3 KOH(PHICHIIUATHHBIX
JIOKyMEHTOB.

Ilepeyensb TeM M 3aJaHUM AJI51 NOATOTOBKHU K

IK3aMeHYy:

1. [TonsiTne KOH(UACHIIUATIBLHOTO
JIeTTOTIPOU3BO/ICTBA.

2. [Tpuznaku KOH(HICHIIMATLHOTO
JIeNTOTIPOU3BOICTBA.

3. CooTHomieHne KOH(PUIACHIIMAIHHOTO |




Kon
UHMKATOpa

Nupukarop qocTuxeHust
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

OTKPBITOI'O ACIOIMMPOU3BOACTBA.

4, O6menocrymHas nHpopmanus u
uH(pOpMaIKs OTPAHHYEHHOTO JIOCTYTIA.
5. CooTHomieHue uHpopmaruu

OTPAaHUYEHHOTO JIOCTyHa ¢ TOCYAapCTBEHHOU
TalHOU.

6. Krnaccudukanus CBEICHUIA
KOH(HICHIIMATHHOTO XapaKTepa IO OCHOBAHHUSIM,
IPeyCMOTPEHHBIM JICUCTBYIOIIUM
3aKOHOJIATEIIHLCTBOM.

7. CBeneHusi, COCTaBIAIONINE CIIYKEOHYIO
TalHy.

8. [Topsimok oOparieHusi ¢ JOKyMEHTaMH,
COJICPKAIUMHU CITy’)KEOHYIO UHPOPMAILIHIO
OrPaHMYCHHOTO PACIIPOCTPAHCHHUSI.

9. CBeficHHsI,  KOTOpbIE  HE  MOTYT

OTHOCHUTBCSI K CIy)keOHo# TaitHe. ['pud «Jlms
CIIy’K€OHOT'O 10JIb30BAHUS.

10. Caenenus, COCTAaBJISIOIINC
KomMMepueckyto TaiiHy. I'pud «Kommepueckas
TalHa».

11. Meponpusatusi,  HampaBlIeHHbIE  Ha
3aIIATY KOMMEPYECKON TalHBbI.

12. [lepcoHanbHble naHHBIE (CBEAEHHS O
rpaxknanax). CocTaB IepCOHATBHBIX TAHHBIX.

13. Knaccudukanus NEPCOHAJIBHBIX
JTAHHBIX.

14. [Tony4yenue u 06paboTKa MEePCOHATBHBIX

nanHbix. OCHOBHBIE TpeOOBaHHUS TPU 00pabOTKe
NEPCOHANBHBIX JaHHBIX.

15. Ilepenaua  mepcOHANbHBIX  JIAHHBIX.
Onpeznenenue Kpyra Jmil, IMEIOLUX MPaBo JOCTYIa
K TIEPCOHATHHBIM JTAHHBIM.

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

npodeccCuoHaNbHON /1eATEIbHOCThIO (BpadeOHas,
HOTapuaJlbHasd,  aJBOKAaTCKas  TalHa,  TailHa
MEPCINCKH, TeJ'Ie(bOHHI)IX MEPETOBOPOB, MOYTOBBIX

OTIIpaBIICHUIH, TeserpapHbIX WIn WHBIX
COOOIIIEHUH).
18. CBefieHHsT O CYIIHOCTH M300peTeHHs,

MOJIE3HOW MOJIeNN WM NPOMBIIIIEHHOTO o0pasna
70 opunManbHON MyOIMKauu MHQOPMAIH O HUX.

19. BapraHTBl CTpyKTypHOM OpraHusanuu
KOH(HIEHIIMATIBLHOTO I€TTOIPOU3BOJICTBA.
20. 3amaun W GyHKOUM, TpaBa U

OTBETCTBEHHOCTb  CIYXObl KOH(HIECHIMATIHHOTO
JIeTIONPOU3BOICTBA.
21. JlokanpbHBIE ~ HOPMATHUBHBIE  AKTHI,




Kon WNupukaTop nocTuxkeHus
O1ieHOYHBIE CPENCTBA

WH/IKAaTOpa KOMIICTCHIHH
yCTaHaBJIMBAIOIIHE MOPSOK paboThI c
KOH(HICHIIHATHHBIMHU IOKYMEHTAMHU.
22. Pexxum COXPaHHOCTH

KOH(HUICHIIMAIBHBIX JJOKYMEHTOB.
OTBETCTBEHHOCTH 32 pa3rilallieHue CBEJCHUMN

KOH(UICHIIMATLHOTO XapaKTepa

Ilepeuens mem u 3a0anuii 07151 NOO20MOEKU K IKIAMEHY:

[TonsiTHE KOH(UACHIUAIBLHOTO AEJIONPOU3BO/ICTBA.

[TpusHaky KOHQUAEHIMATIBLHOTO JEIONPOU3BO/ICTBA.

CooTHoleHrne KOH(GUICHIUATBHOTO U OTKPBITOTO JAEJIONPOU3BOACTBA.
OobmenocrynHas nHGOpManus 1 HHHOPMAIIHs OTPAHUICHHOTO JTOCTYTIA.
CooTHoueHrne HHGOPMAIMK OTPAaHUYEHHOT0 JOCTYIIA C FOCY1apCTBEHHOM TaliHOM.
Knaccudukamus cBeneHuii KOHOHUIECHIMATBLHOIO XapakTepa I10 OCHOBAaHUSM,
IPEIYCMOTPEHHBIM JAEHCTBYIOIIUM 3aKOHO/1aTEIIbCTBOM.

7. CBeneHwusi, COCTABIAIONINE CIY>KEOHYIO TaliHY.

8. Ilopsnok oOpamieHuss ¢ AOKYMEHTaMM, COAEPXKALIMMU CIyKeOHYI0 HH(pOpMALHIO
OTrpaHUYEHHOTr'0 PaCIpPOCTPAaHEHUSI.

9. CseneHus, KOTOpble HE MOTYT OTHOCUTbCS K CiyxeOHoW TaitHe. ['pud «/ns
CITY>K€OHOTO TIOJIb30BAHUS».

10. Csenenus, cocTaBistone Kommepueckyto TaifHy. I'pud «Kommepueckas taitHa.

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

12. TlepcoHanbHble JaHHbIE (CBeeHUS O rpaxkaaHax). CocTaB MepCOHAIBHBIX TaHHBIX.

13. Knaccudukaius nmepcoHaTbHBIX TaHHBIX.

14. Tlonydyenue u 00OpabOTKa NEPCOHANbHBIX JaHHBIX. OCHOBHBIE TpPEOOBaHMS IPH
00paboTKe MEePCOHATBHBIX JIAHHBIX.

15. Ilepenaua mnepcoHanbHBIX JaHHBIX. OmnpeaereHue Kpyra JWL, MMEIOLIMX MPaBO
JI0CTyTa K MEPCOHATIbHBIM JJAaHHBIM.

16. Ceenenus, COCTaBIAIOUINE TalHy CIEICTBHUS U CYJONPOU3BOICTBA.

17. CBenenusi, cBs3aHHBIE C NPOPECCHOHANTBHON  JAESITENBbHOCTHIO  (BpaueOHasd,
HOTapuaibHas, a/JIBOKATCKas TalHa, TallHa MEpPEenHuCKH, Tele(OHHBIX MEPEroBOPOB, MOYTOBBIX
OTIIpaBJIEHUM, TeerpadHbIX UM UHBIX COOOIIEHUN).

18. CBeneHus O CyHIHOCTH H300peTeHHMs, IMOJIE3HOM MOJAENM WM HPOMBIIIJICHHOTO
obpasma 10 opuImaabHON MyOJIUKAIMy HH()OpMAIUK O HHX.

19. BapuaHTBI CTPYKTYpHOM OpraHu3alnu KOH(QUICHINAIBHOTO Je0NPOU3BO/ICTRA.

20. 3agaun W (QYHKIWH, TpaBa W OTBETCTBEHHOCTh CIY)KOBI KOH(DHICHITHAIBHOTO
JIEJI0NIPOU3BO/ICTBA.

21. JlokanpHBIE HOPMATHWBHBIC AaKTHl, YyCTAaHABIWBAIOIIME TOPSIOK pPabOTBI  C
KOH(pHICHIIMATIBLHBIMHU JOKYMEHTaMHU.

22. PexuM cOXpaHHOCTH KOH(MUACHIIMAIBHBIX IOKYMEHTOB.

23. OTBETCTBEHHOCTH 3a pa3rialleHne CBeACHNUH KOH(UICHIIMAIBHOTO XapaKTepa.

ogakrwdE

0) Ilopsiiok mpoBeaeHUS MPOMEKYTOUYHOM ATTECTAIUN, IOKA3ATEJIN U KPUTEPHH
OLlCHUBAHMUSL:




[TpomexyTouHas aTTectanus rno nucuuiuivie «KoHduneHnuanbHoe 1e10MPOU3BOICTBO»
BKIIIOUAET TEOPETUYCCKUE BOMPOCHI, MTO3BOJISIONINE OIICHUTHh YPOBEHb YCBOCHUS 00YUAIOITUMUCS
3HAHUU, ¥ IPAKTUYECKHUE 3a/1aHUS, BBISBIISIIOIINE CTENEHb CPOPMUPOBAHHOCTU YMEHUN U
BJIQJICHUH, TIPOBOAUTCS B (hOpMeE IK3aMeHa. JK3aMeH 110 JTaHHOU ITUCIUTUTMHE IPOBOJIUTCS B
ycTHOH opMme B 1o Borpocam. OlieHKa BBICTABIISIETCS C YYE€TOM PE3yJIbTaTOB BBITOJIHEHUS
3a/1laHuii Ha 00pa30BaTEILHOM MOpTAJIC.

Kpumepuu oyenku (¢ coomeemcmeuu ¢ popmupyemvimu KOMRemeHYUAMU U NAAHUDYEMbIMU
pe3yromamamu 00yueHus):
[Tpu cnave sx3amena 0OyUJaIOMIMNACS TOJDKEH MOKa3aTh CHOPMUPOBAHHOCTD CIIETYIOLTIX
KOMIIETECHIINH:

YK-11 Cnoco6en popMupoBaTh HETEPIUMOE OTHOLICHHE K KOPPYIIIHOHHOMY
MOBE/ICHUIO

- Onpesensier Kpyr KOPpYILMOHHBIX PUCKOB B paMKax IIOCTaBJICHHOM LIEJU U NIpesiaract
CIOCOOBI MX YCTPaHEHHMsI, OI[CHUBAET C MO3UIMH AaHTUKOPPYIIIMOHHOTO 3aKOHOIATEeNLCTBA

- [Inanupyet peann3anuio 3aa4 B 30HE CBOEH OTBETCTBEHHOCTH C YYETOM MMEIOLIUXCA
PECYPCOB U OTPaHUUYEHUH, IEHCTBYIOMIUX MPABOBBIX HOPM aHTHUKOPPYIIIHOHHOTO
3aKOHOJATEIbCTBA

[TK-2 Cnioco6eH ocyiecTBIATh JOKYMEHTAIMOHHOE 00eCTIeueHUE YIIPaBICHUS
OpraHu3aluen

- Opranusyer 1 periiaMeHTHUPYeT JOKYMEHTHPOBAHUE YIIPABICHUECKOH 1eATeIbHOCTH B
OpraHu3aluu

- Opranusyer 1 periiaMeHTHPYeT JOKYMEHTOOOOpOT B OpraHu3aluu

- Opranusyer, perjiaMeHTUpPYET OllepaTUBHOE XPAaHEHUE U HUCII0JIb30BAHNE JOKYMEHTOB
B OpraHHU3aIluu

— Ha OLIEHKY «OTJIMYHO» (5 6aJu10B) — 00y4aroLuiics JeMOHCTPUPYET BBICOKUI YPOBEHb
c(OpMHPOBAHHOCTU KOMITETEHIIUH, BIIaJIEeT KaTETOPHAIbHBIM alaparoM, yMeTh €ro
HCIIOJIb30BaTh B COOTBETCTBYIOIIEM KOHTEKCTE; YMETh TPOKOMMEHTHUPOBATh OIpe/IeTICHHE,
MOSICHUTb, IPUBECTH IPUMEPHI, WILTIOCTPUPYIOIINE OT/IeIbHbIE TIOJI0KEeHUA. CTYyIeHT U3/1aract
MH(}OpPMAaLIMIO JJOTUYHO, ITOCJIE0BATEIbHO, aPTYMEHTUPYS U KOMMEHTHPYS MOJI0KEHUS,
HCIIOJIb3YET PaCCyKAAIOIINNA CTUIIb, BHICKA3bIBAET CBOIO MO3ULINIO, (POPMYJIMPYET BHIBOJIBI B
KOHIIE BOIIPOCOB.

— Ha OIICHKY «Xopo1o» (4 6amia) — o0OyJaromuiicss JEMOHCTPUPYET CPEAHUN YPOBEHD
Cq)OpMHpOBaHHOCTI/I KOMHCTCHHI/If/'Il OCHOBHBIC 3HaHUWA, YMCHUSA OCBOCHLBI, HO JOITYCKAKOTCA
HE3HAYNTENbHbIE OMNOKH, HETOYHOCTH, 3aTPYAHEHHS MIPU aHATUTHUECKUX ONEPaIHIX, IepeHoCe
3HAaHUU U YMeHI/Iﬁ Ha HOBBIC, HCCTAHAAPTHBIC CUTyalluU.

— Ha OLIEHKY «Y/JA0BJIETBOPUTEJIBLHO» (3 Oauia) — 00yJarouuiicss JeMOHCTPUPYET MOPOTOBBIN
ypOBEHb C(HOPMHUPOBAHHOCTH KOMITETEHIIUN: B X0J1€ KOHTPOJIBHBIX MEPOIIPUITUIN TOMYCKAIOTCS
OLIMOKH, POSIBIIIETCS] OTCYTCTBUE OTAETBHBIX 3HAHUH, YMEHUI, HABBIKOB, 00yJatONUiiCs
UCTIBITHIBACT 3HAYUTEIbHbIE 3aTPYAHEHUS MIPU ONIEPUPOBAHUM 3HAHUSMH U YMEHUSAMU TPU X
NIEPEHOCE HAa HOBBIE CUTYAIUH.

— Ha OIIEHKY «HEeY/I0BJIETBOPUTEIbHOY» (2 O6amta) — 00yJaromuics JeMOHCTPUPYET 3HAHUS HE
6omnee 20% TeopeTUUYEeCKOro MaTepuana, JOMyCKaeT CYIIeCTBEeHHbIE OIIMOKH, HE MOXKET MOKa3aTh
MHTEJJIEKTYalIbHbIC HABBIKM PEIICHUS POCTHIX 3a/1a4.



— Ha OILICHKY «HeY/A0BJIeTBOPUTEIbHO» (1 Oain) — oOydJaromumiicss He MOXET MOKa3aTh 3HAHUS Ha
YPOBHEC BOCIIPOU3BCACHUS U OGT:SICHGHI/DI I/IH(bOpMaI_[I/II/I, HC MOJXKCT IOKa3aTbh MHTCIIJICKTYAaJIbHbIC
HaBBIKH PEUICHUS IPOCTHIX 3ajad.



[MPMJIOXEHME 3

MeToanuyeckue yKazaHus:

Memoouueckue pexomenoayuu 0Jisi LHOO20MOBKU K IKIAMEHY

[Ipu moxnroroBke K 3aueTy o0co00oe BHHMAaHHE CJIEIyeT OOpaTUTh Ha CIEAYIOIIHE
MOMEHTBI: COOTHOIICHHE KOH(UICHIMAIBHOTO W OTKPBHITOTO JEJONPOU3BOJICTBA; MECTO
KOH(QHIICHIIMATBHONH WHPOPMAIMM B CTPYKTYpe HWHPOPMALUU OTPAHUYCHHOTO JOCTYIIa,
KjIaccu(uKanusi CBEJACHUH KOH(QUACHIIMAILHOTO XapaKTepa; JIOKAIbHbIE HOPMATHBHBIC AKTHI,
YCTaHABJIMBAIONINE TOPSIOK pabOThl ¢ KOH(PHUICHIIMAIHHBIMU JTOKYMEHTAMHU, OTPAKAOIUMHU

Ppas3INIHbIC BHUABI TaﬁH; COXpPaHHOCTb KOH(l)I/II[CHHI/IaJ'IBHBIX JOKYMCHTOB, OTBCTCTBCHHOCTH 3a

pasrialieHne CBeCHUN KOH(PHUICHIIMAITBHOTO XapaKTepa.
Meroanyeckue peKOMEHIAIMNY 110 BBITOIHEHUIO 3afanus «Komnnaekc mep no 3awume

KOH@uoenuyuanibHoil uHpopmayuu.

0e10npou3600cmear:
[IpakTnueckoe 3amanue BeimosHseTcs B ¢opmare Microsoft Office Word 2003 ¢

YKa3aHnEeM HOMEpa IMyHKTaA.

Cmpykmyphas opzanuszayus KOHPUOCHYUATbHOZ0

B ITYHKTC 2 JOJDKHAa OBITE MpeACTaBJICHA CTPYKTYpa OpraHu3aniuu ¢ BbIACJICHUCM B Hel

CIIy’k0bI KOH(PHUIEHIINATHHOTO JeIONPONU3BOACTBA.

B mnynkre 3 JOKHOCTHOM COCTaB JIOJDKEH COOTBETCTBOBATH OOLIEpOCCHICKOMY
kinaccupukaropy npodeccuii pabounx, MOIDKHOCTEH ciykammx u TapudubXx paszpsgoB (OK

016-94).

B ITYHKTC 4 JOJI?KCH OLITH MMpEeaACTaBJICH CIIMCOK HOPMATUBHBIX AKTOB, IIPHU 3TOM CIICAYET

YUYUTBIBATh UX HOPUINYCCKYIO CUITY: OT Q)eﬂepaJ'ILHLIX A0 JIOKAJIbHBIX HOPMATHBHBIX aKTOB. HpI/I

paBHOM CTATYCC NOKYMCHTOB UX B3aUMHOC PACIIOJIOKCHUC OIIPCACIACTCA 110 XPOHOJIOT'UH.

B nyskre 5

PCKOMECHAYCTCA O(l)OpMJ'ISITB B CJIEAyrOomeM BU/JEC:

Ilepeyens BuA0B MH(pOpMaLUM KOH(PHIEHIMAJBLHOIO XapaKTepa

«IlepeyeHp BUAOB HMHPOPMALUK KOH(UAECHIUAIBLHOIO XapaKTepa»

JomxHocTHBIE Tuna (1moIpa3aeieHus),

No HamMenoBanue cBeneHmi, Cpok
UMEIOIIHE MTPABO PACTIOPSIKESHHS
T1/T1 [OTHOCAIIMXCS K KOH(PUICHI[UATILHBIM KOH(UICHIINATBHOCTH
CBEJICHUSIMU
1 2 3 4

B nynkre 6 «llepedeHb AOKYMEHTOB, coAepKalMX HH(POpPMAIMIO KOH(UACHIHAIEHOTO
XapakTepa» peKoMeHayeTcss opOpMIIATh B CIEAYIOLIEM BUJIE:

IlepeyeHb TOKYMEHTOB, coAep:KaluX HHPpopManNI0 KOHPUICHIHATBHOI0 XapaKTepa

/11
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IOKYMEHT
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Meronuyeckre PeKOMEH/IANUK T10 BBITOJHEHHIO 3a1aHusl «Y4eT KOH(MUICHIIMATbHBIX
IOKYMEHTOBY:

ITpakTryeckoe 3aaHKe BHIIOIHIETCS MuchbMeHHO B hopmate Microsoft Office Word 2003
C yKa3aHHeM HOMepa ITyHKTa.

B nynkre 1 nomxHO OBITE 0O)OPMIIEHO HE MEHEE IATH MOPSAIKOBHIX HOMEPOB B KaXKIOM
YYETHOM XKYpPHAJIe U PEECTPE U3 CIIUCKA C 3all0JHEHUEM BceX rpad, He MEHee TpeX KapTouek Ha
KaXX/IbIif BUJ] KAPTOYKHU M3 CIIMCKA M HE MEHEE TPeX IITaMIIOB Ul Pa3HbBIX BUJIOB JIOKYMEHTOB.

B mynkTe 2 Bce paspabaThiBaeMble KOH(GHUICHIUAIBHBIC JOKYMEHTBHI JOJDKHBI OBITh
opopmiensl cormacHo TpeboBanusiM ['OCT P 6.30-2003  «YuudunupoBaHHas cucrema
JIOKYMEHTAIUH. YuudunupoBanHas cucTema OpraHHU3aIlMOHHO-PACTIOPAIUTENLHOM
JNOKyMeHTanuu. TpeOoBaHuss K O(GOPMIICHUIO JIOKYMEHTOB», BKIlOYas HEOOXOIMMBbIC
JIOTIOTHATEIFHBIC PEKBU3UTHI, XapaKTePHBIC I KOHPUICHIIMATHHBIX JIOKYMEHTOB.

[To kaxaoMmy yKazaHHOMY BHUAY KONHMPOBAHUS JIOJDKEH OBITh OQOPMIICH OJHH
KOH(UICHIMAIBHBIA JOKYMEHT W HEOOXOJMMOE KOJIHMYECTBO JSK3EMIULIPOB Komui (1o
YCMOTPEHHIO) ¢ 0OPMIICHHEM BCEX HEOOXOAMMBIX PEKBH3UTOB U OTMETOK, KaK Ha JIMIICBOU, TaK
U Ha OOOpPOTHOW CTOpPOHE KOHQHUJACHIMAIBLHOIO JOKYMEHTa, HAHOCHUMBIX B IMpolecce
M3TOTOBJICHHSI KOTTUN HA IOKYMEHT U Ha CaMH KOIHUH.

MeTtoanueckre peKOMEHIAIMU 10 BEINOJHEHUIO 3aaaHus «HoMeHkaaTypa gen»:

ITpaktnyeckoe 3amanue «HomeHkiaTypa Jem» BBINOJHSAETCS NMHCbMEHHO B (opmare
Microsoft Office Word 2003 ¢ ykazanuem HOMepa ITyHKTA.

B nynkre 1 nomkHa ObITH odopmileHa HOMEHKJIATypa KOH(QHUACHLIHAIbHBIX el I10
YCTaHOBJIEHHON (opMe, C YKa3aHUEM HE MEHee JEeCITH KOH(UIEHIIMAIBHBIX e, C 3alI0JIHEHUEM
BCEX HEOOXOAMMBIX Tpad TAaOJMYHOM YacTU JIOKYMEHTa IO KaXAOMy JAeny (TOMy) M BCeX
HEOOXOMMBIX MOANUCEH U BU3.

PexkBU3UTBI HOMEHKIATYphl KOH(QUACHUUAIBHBIX JENl JOKHBI OBITh  O(GOpPMIICHBI
cornacHo TpeboBanusM ['OCT P 6.30-2003 «YuuduuupoBaHHas cucTeMa JIOKYMEHTAIUH.
YHUGHUIMpPOBaHHAs CUCTEMa OPraHU3allMOHHO-PACTIOPIIUTENFHON TOKyMeHTauuu. TpeGoBaHus
K OQOpPMIICHHIO JIOKYMEHTOBY», BKIIOYass HEOOXOIMMEBIE JOTOJHUTEIbHBIE PEKBHU3HTHI,
XapakTepHbIe 1151 0hOpMIIEHHUST KOH(DUICHIINATBHBIX JIOKYMEHTOB.

Homenknarypa KOH(MICHIMANBHBIX €N JIOJDKHA OBITh TpEICTaBICHAa KaK TOTOBBIN
JIOKYMEHT.

Homenknarypa KOH(UICHIUANIBHBIX JIe] MOXeET ObITh OpOpMIICHAa B BHJIE KapTHHKH C
yCIIOBHEM CBOOOJIHOTO M YETKOT'O MPOUYTEHHS BCEX PEKBU3UTOB M OTMETOK.

B nynxrte 2 Bce paspabaTbiBaeMble KOH(UICHLIUAIbHBIE JTOKYMEHTHI JOJKHBI OBITh
O0(OpPMIIEHBI COTJIACHO TUMOBBIM (hOpMaM.
JIOKHO OBITH 0(OPMIIEHO HE MEHEE OIHOTO YKa3aHHOIO JOKYMEHTA.




BuyTpeHHsis onuch JOKYMEHTOB Jejia JOJDKHA COAEpPKATh HE MeHee |5 pa3muyHbIX
KOH(UICHIIMATBHBIX JTOKYMEHTOB, KOTOPHIE 10 CBOEMY COACPKAHUIO MOTYT COCTaBJISATH OIHO
KOH(HICHIIMATIBHOE JIEJIO.

B nmcre-3aBeputene gena J0DKHO 0053aTeNbHO COAEPKATHCS yKa3aHHe Ha 0COOCHHOCTH
(U3HYECKOTO COCTOSHUS KOH(MUICHIMAIBHBIX JOKYMEHTOB Jella U OCOOCHHOCTH HUX
dhopMHUpOBaHHS.

AKT 0 BBIJICIICHUH K YHUYTOKCHUIO KOHQHUICHIMAIBHBIX JeJ M JOKYMEHTOB JIOJIKCH
CoJIepKaTh HE MEHEE CEMH MOPSIKOBBIX HOMEPOB C 3aI0JIHEHUEM BeeX rpad.

Bce MOKyMEHTBI M3 CITUCKA JIOJKHBI OBITH IMPEICTABICHBI KAaK T'OTOBBIC JIOKYMEHTHI C
o opMIICHHEM BCeX HEOOXOIUMBIX MOJIUCEN 1 BH3.

JIOKyMEHTBI MOTYT OBITH O(OPMIICHBI B BHJIE KapTHHOK C YCIOBHEM CBOOOJHOTO U
YETKOTO MPOUYTECHHS BCEX PEKBU3UTOB M OTMETOK.



	Учебно-методическое обеспечение самостоятельной работы обучающихся
	ПРИЛОЖЕНИЕ 2
	Оценочные средства для проведения промежуточной аттестации

