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Pazpabotan Pacnonosa H. 1.
(crenens, 3Banue, M.O.Damuns)

Z[eJ'IOHpOI/I?)BOI[CTBO B IOpHHquCKOﬁ JCATCIIBHOCTH
(HaMeHOBaHME UCIUIUTIHEL)

OneHouyHble MaTepuanbl MO AUCHUILIMHE «Jlemonpou3BOACTBO B HOPUINYECKOU
nesitenbHOCTHY criermanbHocTH 40.05.04 CynebHast 1 mpoKypopcKast IesTebHOCTh / Pacmomnosa
H. 1. — CII6.: AHO BO CIOA, 2025.

OueHouHble MaTepuaibl MO AUCHUIUIMHE «Jlenonpou3BOJACTBO B IOPUIUUYECKOM
NEATETbHOCTHY»  TOATOTOBJIEHBI B COOTBETCTBHM ¢  TpeOoBaHusmu  DenepanbHOro
rocy/1apcTBEHHOro0 00pa30BaTeNIbHOTO CTaHJapTa BhIcHIEro oOpazoBaHusa CrneuuaiuTer Mo
cneruansHocT 40.05.04 CynebHas u POKypOPCKasi IEATEIbHOCTh, YTBEPIKICHHOTO MPUKA30M
MuHucTepcTBa HayKH | BhIciiero oopasoanust oT 18 aBrycrta 2020 r. Ne 1058 u ompenensitot
CTPYKTYpPY U COJEpKaHHE TEKYILEro KOHTPOJIS 3HAHUN U TPOMEKYTOUHON aTTECTaIUH.

© Pacnomnoa H. U., 2025.
© AHO BO CIOA, 2025.

Bepcus 1.0 om 04.2025 200a



ABTOHOMHAs HCKOMMCPpUYCCKAad OpraHu3anus BbICHICTO O6pa3OBaHI/I$I

«Cankr-IlerepOyprekas opuanyecKas aKaxeMus»

Crpanuua 3 u3 24

Cern\\baseserver\SharedDocs\2017\uch met YUEBHO-METO/ OTAEJ\!OITOI(cnem) Habop 2022

PaGouei

1.Komnerenuuu odyuarwiuerocsi, opMmupyembie B pe3yJbTarte

OCBOCHHUSA NUCHHUILINHDBI

1.1. CocTaB KOMIETEHIIMA

IIPOrpamMmoin

IMUCHUIIIINHEI

«Jlemonpons3BoOACTBO B

JESATEIIbHOCTHY MPEyCMOTPEHO (POPMUPOBAHUE CIEAYIOIINX KOMIIETCHIIUH:

FOPUANYECKON

NHunexc

DopMynHUpoBKa

OIIK-8

CIIOCOOHOCTBIO MPABUIIBHO U TMOJHO OTPaKaTh PE3YNbTaThl MPOGECCHOHATIBHOMN JEATCIHHOCTH B
FOpUJIMYECKON ¥ MHOM JTOKYMEHTAIlu!

1.2. Hepeqeﬂb IJIAHUPYEMBIX PE3YyJbTaTOB oﬁyqe}mﬂ o TMCHMIIVIMHE, COOTHECCHHBIX C

IUIAHMPYEeMbIMH Pe3yJibTaTaMH 0CBOEHUsI 00pa30BaTe/bLHON MPOrpaMMbl

Kon u [lepeueHb 271€eMEHTOB KOMIIETEHIMH TexHonorun Cpencrsa u

HauMMCHOBAHHC HaumenoBanue HUHIUKaTOpa (bOpMI/IpOBaHI/ISI TCXHOJIOTUN
KOHTPOJIUPYEMO JOCTHXXCHHS KOMIICTCHIIUH KOMIICTCHIINH OLCHKHU

1 KOMIICTCHIIMN

OIIK-8. M1 3HaeT OCHOBBI 3naer: BansTust VeTHbli
Criocoben | rocymapCcTBEeHHON OCHOBBI I'OCYJAPCTBEHHOMN JICKIMOHHOTO THMA, | OIPOC
IeJieHanpa | TOJUTHKH B 00JIacTH MOJUTUKH B 00JIaCTH SanATua Tecruposanne
BIEHHO H MH(OPMATHKH MH(OPMATHKH ceMuHapckoro tuna, | KoHTpoibHble
a¢pdextuBr | U/1.2 YMmeeT npuMeHATH YmeeT: npumeHATb S:gg OTZTOHTeHbHaH gziizm

0 I10JIy4YaThb COBPEMCHHBIC COBpeMeHHble

IOpUIUYecK | MHQOpMaIIMOHHEIE NHGOPMALMOHHbBIE

u TEXHOJIOTHH /UL [IOMCKA H | 1exHONOMW ANA NOUCKA U

3HaYUMYI0 | 00pabOTKHU mpaBOBOU 06pabOTKM NPaBOBOI

uHdopmar | nHpopmanuu, opopmIeHu | |, bopMaLyn, obopMAEHHS

W10 U3 IOPHANECKUX IOKYMEHTOB | o1 0140 ckix AOKYMEHTOB M

Pa3NUYHBIX | U IPOBEACHUS

HCTOMHUKO | CTATHCTHYECKOTO aHammsa | oo oot A CTaTNCTMEECKOTO

B, BKJIIOUas | MH(popMammu; aHaN13a MHGopmauny;

IIPaBOBbBIE HN/1.3 Brageet HaBBIKaMH Buaiajeer: nasbikamu c6opa n

0a3sI cbopa 1 06paboTKH 06pa6OTKUH nHpopmanyH,

JAHHBIX, uHbopMArHH, MMeIoLIel 3HaueHue I

pemartp MMeIolIel 3HaYeHue s pealusalliil IpaBOBRIX HOPM B

3aauu peanu3anyy IpaBOBbIX COOTBeTCTByIOmHXvC(bean

npodeccuo | HOPM B COOTBETCTBYOLINX npoceccHoHabHOM

HANBHOR chepax NesITeIbHOCTH.

NesiTeNnbHOC | podeccHoHaNBHOM

TH C NesITEIbHOCTH.

MPUMEHEHU

eM

nHpopmar

HMOHHBIX

TEXHOJIOTH

Huc

y4eToOM

TpeboBaHU

i

uHbpopmar

HOHHOU

be3omacHoC
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Konun

HepequL OJICMCHTOB KOMIICTCHIIUN

HaMMEHOBaHHE
KOHTPOJIHUPYEMO
¥ KOMIIETEHIINHU

HaumenoBanue nugukartopa
JOCTIKEHUS] KOMITETEHIIH

TexHonoruun Cpencrsa u
(hopMupoBaHus TEXHOJIOTHU
KOMIIETEHI[H OLIEHKH

TH

OIIK-7.
ICriocoben
[y4acTBOBATH B
[MOJrOTOBKE
POEKTOB
[PaBOBBIX aKTOB
M MHBIX
FOPUINYECKUX
ITOKYMEHTOB

NJ1.1 3na

lOCOOEHHO

AHAJIUTHY

[HOPMATHUBHBIX IPABOBBIX aKTOB U

FOPUIMYECKUX TOKYMEHTOB
INJI.2 YMeeT ocyniecTBIsATh
[MOJITOTOBKY CIIPABOYHBIX U

pa3paboTKu HOPMATHBHBIX
[IPaBOBBIX aKTOB U OATOTOBKU
MHBIX IOPUANYECKUX JOKYMEHTOB;
IN]1.3 BrianeeT HaBpIKaMu aHaJIA3a
M pa3pabOTKH HOPMATHBHBIX
[MPaBOBBIX aKTOB, & TAKKE
MOJITOTOBKH WHBIX IOPUIMICCKUX
[TOKYMEHTOB;

€T MOPSIOK pa3paboTKH

CTHU IOATOTOBKHU
MCIIOJTHCHU A

BHaeT: nopaI0K pa3paboOTKH,
l0COOEHHOCTH TMOATOTOBKH U
[PETHCTpAINK TOKyMEHTOB, KOHTPOJISI MX

BaHATHUS JCKIIUMOHHOTO

€CKHX MaTepuaoB JJIs
lcutyaruei

|YMeet: ompenensiTe 0COOEHHOCTH
MOJATOTOBKH OIPE/ICICHHOT0 BUIa
ITOKyMeHTa, c000pa3ysich ¢ MPaBOBOM

runa, TecTupoBaHue
BansaTus cemuHapckoro  [KoHTposbHBIE
ruma, BagaHus
CamocrosiTensHas pabora [3ader

IBaageeT: HaBBIKAMH HCIIOIB30BAHHS
[KOHKPETHBIX HOPMATHUBHBIX [IPABOBBIX H
[HOPMaTHBHO-METOJHYECKUX aKTOB IIPU
[paboTe ¢ JOKyMeHTaIHeH.

1.3. llepeyeHb MJIAHMPYEMbIX Pe3yJbTATOB 00yUeHHs M0 JUCHUILINHE, (POPMUPYEMBIX B
pe3yJbTaTe 0CBOEHMS AUCIHUNIHHBI

Kon u conepxanue

I/IHZ[I/IKaTOpLI JOCTHXKCHUA KOMHCTGHL{I/IfI

ITnarupyemble pe3yIbTaThl OCBOCHHS AUCIUTIINHBI

BKITFOYAst IPABOBBIC
0a3sl JaHHBIX,
[peraTh 3a1a4u
MpogeCCHOHATBHOM]
e TEIILHOCTH C
MpUMEHCHHEM
MH(POPMAIIMOHHBIX
[TEXHOJIOTHI U C
[yaeTOM
rpeboBaHUit
mH(pOpMaMOHHOMH
0€30MacHOCTH

MMerolel 3HaueHHe JUId pealn3aliy IpaBOBbIX
HOPM B COOTBETCTBYIOIINX chepax
MpogecCHOHaTBHON A TENFHOCTH.

KOMIIETEeHIUH 110 3J€MEHTaM KOMIIETeHIUH
OIIK-8. Cnioco6en | W/.1 3HaeT OCHOBBI TOCY 1apCTBEHHON OIIK-8 31 3uath - OCHOBBHI
Le/CHANPABICHHO | NIOTHTHKH B 0G/1aCTH HHOPMATHK rOCyIapCTBEHHO} IIONUTHKH B 001acT!

HJI.2 YMeeT IpUMEHATh COBPEMEHHBIE

1 3bpexTHBHO UHQOPMATHKH
nonyyats HUHPOPMAIHOHHBIE TEXHOJIOTHH JUIS TIOUCKA 1
I — 06paboTKH TIPaBoBOi HH(OPMAIHH, OIIK-8 ¥1 YMersb - IPUMCHATH
SHI;‘{I/IM . 0(hOpPMIICHHS FOPUINYECKHX JTOKYMEHTOB M COBpeMeHHbIE HH(POPMAIINOHHEIE

Yy MPOBEACHUA CTATUCTUYECCKOTO aHaIu3a TEXHOJIOTHH ISl ITIOMCKa U 06pa6OTKI/I
HE(OPMAIIO H3 | wixopman; NpaBoBoii MHPpOpMAIKH, 0OYOPMIECHHS
[Pa3IMYHBIX N .3 Biageer HaBsikamMu cOopa U 06paboTKu p pMalHy, p
MCTOYHUKOB, I/IHd)OpMaLII/II/I, HOPUINYCCKUX NJOKYMCHTOB U IIPOBCACHUS

CTaTUCTUYECKOTO aHalIn3a HH(OpMAIINK;

OIIK-8 B1 Biagern - HaBbIKaMH cOopa U
00pabotku nH(popMaIuy,

MMeEIONIeH 3HAUCHHE JUTs peaTH3alliu
NPaBOBBIX HOPM B COOTBETCTBYOIINX
cdepax npodeccnoHaTbHON 1S TETBHOCTH.

Bepcus 1.0 om 04.2025 200a
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2. HaCl'IOPT OHCHOYHBIX MaTCPHAJIOB IJISl IPOBEACHUSA TEKYLICI0 KOHTPOJISA yCIEBAEMOCTH U HpOMe)l(yTO‘lHOﬁ aTrreCTanuu

HaumenoBanune
TEMBI

Kontponupyemas
KOMITETCHITHS

Tun xoHTpOIISA

Bun xonTpons

HaumenoBanune
OIIGHOYHOTO CPEACTBA

[Inanupyemsle pe3yabTaTbl OCBOCHHUS
JHCIUIUTHHBI 110 3JIEMEHTaM KOMIIETeHIIN

Tema 1. OcHOBHBIE TEPMUHBI U NMOHATUSA. CUCTEMBI JOKYMEHTALUN

[Tema 2. [IpaBoBast OCHOBa IOPHIUUECKOTO JIEIONPOU3BOICcTBA B PD

OIIK-8. Criocoben

[Tema 3. CocTaB U 0(OpMIICHUE PEKBU3UTOB, 00CCIICUYMBAIOIIINX
FOPUIIHYCCKYIO CHITY, 3HAYUMOCTh JIOKYMEHTOB B JICIIONTPOU3BOICTBE

[eJIeHANPaBICHHO U
P dhexTHBHO
MoJTy4YaThb
FOPUANIECKU
BHAYNMYIO
mHpopManuio u3
[Pa3ITMYHBIX

Tema 4. OhopmiteHHE 1 COCTABIICHNE OPTaHU3AIMOHHO-
[PACIIOPSIUTENBHBIX JOKYMEHTOB

MCTOYHHKOB,
BKJTFOUAst IPABOBbIE
0a3bl JaHHBIX,
[pelaTh 3a1a4u
mpodeccroHabHOM
IeATEeILHOCTH C
MPUMEHEHHUEM

Tema 5. OopmiteHre u cocTaBieHne HHPOPMALTUOHHO-CIIPABOYHBIX
ITOKYMEHTOB

MHPOPMALTMOHHBIX
[TEXHOJIOTUH U ¢
lygeToM TpeOoBaHMiA
MHPOPMALTMOHHON

[Tema 6. OCHOBBI KaJpOBOTO JEJIONPOU3BOJICTBA

0e30macHOCTH

TeKyLIUH

YCTHBIH;
MMICHbMCHHBIA

VYcrHbli onpoc
TectupoBanue

OIIK-8 31 3naTh - OCHOBEI
TOCYapCTBEHHOH MOJIUTHKH B
o0nacTi HHPOPMATHKH

TEKyIUH

MMMCHbMEHHBIA

VYerHslit onpoc
TectupoBanue

OIIK-8 31 3naTh - OCHOBBI
TOCY/IapCTBEHHOM IMOIIMTHUKHU B
00J1aCTH HHPOPMATHKHI

TEKyIUH

MMMCHbMEHHBIA

YcrHBIi onpoc

OIIK-8 ¥1 Ymers - IPUMEHATH
COBpeMeHHbIE HH(OPMAIIMOHHBIE
TEXHOJIOTHH ISl IOUCKa U 00paboTKH
paBoBo¥ nHpOpMaKH, 0hOpMIICHHS
IOPUIANYCCKUX JOKYMCHTOB U
IIPOBEICHUS CTATUCTUYECKOTO
aHaiM3a uHpopMaLuu

TeKyIUH

YCTHBIH;
MHChMEHHBIA

YcrHBIi onpoc
TectupoBanue

OIIK-8 B1 Baaners - HaBBIKAMUA
cbopa 1 00paboTkn HHpOpMAIINH,
HMEIOIIEeH 3HAYCHHUE TS PeaTu3alluu
MPABOBBIX HOPM B COOTBETCTBYIOIIUX
chepax npodeccruoHaTbHON
JICSITEIIBHOCTH

TeKyIUH

YCTHBII

VerHslit onpoc
KontponbHsie 3a1aHust

OIIK-8 31 3naTh - OCHOBBI
rOCy/IapCTBEHHOM MOJIUTUKH B
oOnacTi HHPOPMATHKH

TeKyIIUH

YCTHBIN

VYerHbli onpoc
KoHtponeHble 3a1aHmsa

OIIK-8 ¥1 Ymers - IPUMEHATH
COBpEeMeHHbIE HH(POPMAIIMOHHEIE
TEXHOJIOTHH JUISI TIONCKA 1 00pabOTKH
paBoBoi uH(popManuu, ohopMICHHS
FOPUANYECKUX JOKYMEHTOB U
MIPOBEJICHUS CTATUCTHYECKOTO
aHanm3a uHhopMaIuu
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HaumenoBanune
TEMBI

Kontpomnupyemas
KOMITETCHITHS

Tun xoHTpOIISA

Bun xoutpons

HaumenoBanune
OILIEHOYHOTO CPEACTBA

[Inanupyemsle pe3yabTaTbl OCBOCHUS
JHCIUIUTHHBI 110 3JIEMEHTaM KOMIIETeHIIN

IPerucrpanus, yder, XpaHeHHE el

[Tema 7. OcHOBHbIE IPUHLUIIBI OPTaHU3ALHU JOKyMEHT0000pOTa.

IBce TeMBbI TUCIUILTHHEI

TEKyIUH

YCTHBII

VYeTHbll onpoc

OIIK-8 B1 Baagers - HABBIKaMU
cbopa m 06padboTku HHDOPMAITHH,
HUMEIOIIeH 3HAUCHHE TSI pealn3aluu

KoHTposbHbie 3a/@Hns | [TpaBOBBIX HOPM B COOTBETCTBYIOIINX
chepax mpodeccuoHATEHOM
JIEATEIbHOCTH
OIIK-8 31 3naTh - OCHOBBI
TIPOMEKY- Y CTHEIH 3aver rOCyAapCTBEHHOM IOJIINTUKHU B

TOYHBIN

obxactu HHPOPMATHKHI
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3. OueHouyHbIe CpeaCcTBA JJIM MPOBeeHNsI TEKYIIero KOHTPOJIS € OIMCAHMEM NOKa3aTeJieil,

KPUTEPUEB U LIKAJIbI OCHUBAHUSA

K ouieHouHBIM cpeacTBaM TEKYILIETO KOHTPOJISI OTHOCSITCS:
- YCTHBIN 01poc;

- TECTUPOBAHUE;

- BBIIIOJIHEHUE KOHTPOJIBHBIX 3aJJaHHH.

Kputepuu onenuBanus:

- IIOJIHOTA OTBETOB;

- CTeneHb 0OCO3HAHHOCTHU, TOHUMAaHUS U3YUYEHHOTO;

- I3BIKOBOE O(hOpMIIEHHE OTBETA — YETKOCTh U MPABHIIBHOCTH PEYH;
- CTENEeHb CAaMOCTOSITEIbHOCTH BBITIOJTHEHUS IEUCTBUS;

- OCO3HAHHOCTD BBITIOJIHEHUS ACHCTBUS;

- BBINOJHEHHUE JIEHCTBUN B HE3HAKOMOW CHUTYyallH (BBIIIOJIHEHUE 3a/laHUN TBOPUYECKOTO

YPOBH3);

- KpCaTUBHOCTb, KOMMYHUKATUBHOCTH, KOMIICTCHTHOCTD.

ypOBeHL OCBOCHUA KOMHCT@HHI/Iﬁ OIIpCACIIsACTCA B

3aBUCUMOCTH OT KpUTCpUA

OLCHUBAaHWA PC3yJIbTAaTOB O6y‘-IeHI/I$I U JEMOHCTPUPYET YCIICITHOCTh OCBOCHHA KOMIICTCHIIMU.

YpoBHHU cHOPpMHPOBAHHOCTH KOMIIETEH NI

. N N Henonyctumsiit
[oBrITIEHHBIH YPOBEHB BazoBerii ypoBeHB [ToporoBerit ypoBeHB
YPOBEHB

Komnerennus Komnerenuust Komnerenuus KoMmnerennus ue
chopMHIpOBaHa. chopMHIpOBaHa. chopMupoBaHa. chopMHUpOBaHa.
JemoHcTpupyercs JlemoHcTpupyercs JeMoHcTpupyercs YpoBeHb
BBICOKHI YPOBEHb | JOCTATOUYHBIN YPOBEHb | HEJJOCTATOYHBI YPOBEHb | CAMOCTOATEIHHOCTH
CaMOCTOSITEILHOCTH, CaMOCTOSITEIbHOCTH CaMOCTOSITENILHOCTH MPAKTUYECKOTO HaBBIKA
BBICOKasl  aJalTHBHOCTh | YCTOHYHMBOTO MPAKTUUECKOTO HaBBIKA. HE JIEMOHCTPUPYETCSI.
MPAKTUYECKOTO HABBIKA. MPAKTUYECKOTO HABBIKA.

IIIxana oneHUBaHUs U OIIMCAHUE TOKA3aTeJICH OIlCHUBAHUS AJISl TECTOBLIX 3aJaHUM C

olpeielieHueM ypoBHeH c(OpMUPOBAHHOCTH

banpHas mkana
OLIEHHBAHHUS

OnucaHue Moka3aTeyei OleHUBaHUS

YpoBeHb
c(hOpPMHUPOBAHHOCTH
KOMITETEHIIUH

«OTIIMYHO»

OTBET ITOKA3bIBAECT IIyOOKOE M CHCTEMAaTHYECKOe 3HAHHWE BCEro IPOrPaMMHOTO
MaTepHana ¥ CTPYKTYPbl KOHKPETHOTO BOTIPOCA. A TakKe OCHOBHOTO COJICPKaHUS H
HOBallMi{ JIEKMOHHOTO Kypca IO CpPaBHEHHIO C YYEOHOH JHTEepaTypoi.
OOyuaromuiics ~ JeMOHCTPUpYeT  OTYEeTIMBO€ W CBOOOJHOE  BIajIeHUE
KOHIICTITYaJbHO-TIOHSATUHHBIM ~ alnapaTtoM, HAayYHBIM S3BIKOM HTEPMHHOJIOTHEH
COOTBETCTBYIONIEH Hay4HOU 00yacTH. 3HAaHUE OCHOBHOM JIUTEpaTyphl U 3HAKOMCTBO
C JIOTIOJNHMTENBFHO PEKOMEHJOBAaHHON nuTepaTypoild. Jlormdyecku KOppeKTHOEe H
yOeIuTeIbHOE H3TI0)KEHHE OTBETOB.

IloBBIIICHHBII

«XOPOIIO»

3HAHHE Y3JIOBBIX IPOOJIEM MPOrpaMMbl W OCHOBHOTO COJEPKaHUS JEKI[MOHHOTO
Kypca; yMEHHe MOJIb30BaThCsl KOHIENTYaIbHO-TIOHITHIHHBIM alllapaToM B IpoIecce
aHaJIM3a OCHOBHBIX NMPOOJIEM B paMKax JaHHOW TeMbl, 3HaHHWE BAKHEHIINX paboT u3
CIMCKAa PEKOMEHIIOBAaHHOM JHMTEpaTyphl. B IleloM JIOTMUeCKH KOPPEKTHOE, HO He
BCEr/la TOYHOE M apIYMEHTHPOBAHHOE U3JI0XKEHHUE OTBETA.

0a30BEIi1

«YHAOBJICTBOPUTE
JIBHO»

3HAHWE OCHOBHBIX U BAKHEHIIMX pa3lenoB MPOrpaMMbl, (parMeHTapHEIE,
MIOBEPXHOCTHBIE 3HAHUS MAaTEPUANIOB IIPOIPaMMBl M COLEPXKAHMA JIEKHHOHHOIO
Kypca; 3aTpyJHEHHUS C HCIOJIb30BAHUEM HAY4YHO-NOHATUIHOrO amnmapara u
TEPMHHOJIOTHH Y4eOHOH TUCIHMIUIMHBI; HEMOJHOe 3HAKOMCTBO C PEKOMEHOBaHHOI
JIUTEPaTypod; 4YacTUYHbIC 3aTPYJHEHUS C  BBINOJHEHUEM IPEAYCMOTPEHHBIX

[ToporoBslii
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HpOl"paMMOI‘/‘I 3aI[aHHfI; CTPEMIJICHUE JIOTUYECKU OHNPEJCIICHHO W IOCICA0BATCIIBHO
H3JI0XKHUTh OTBET.

«HEYIOBIETBOPU | HE3HaHUe, TMO0 OTPHIBOYHOE MPEACTABICHNE O JaHHOH MpobiieMe B paMKax y4eOHO- | HEIOITyCTHMBIi
TENBHO» NpOrpaMMHOTO MaTepHana; HEyMEHHE MWCIIONb30BaTh IOHATHHHBIA ammapar; | (KOMIETEeHLUs He
OTCYTCTBHE JIOTHUECKOH CBS3U B OTBETE. OCBOCHA)

[ITkayia oleHMBaHMS U ONMCAHKE MOKA3aTEIEH OLEHUBAHUS IJIsl YCTHOI'O OIPOCA C

orpezieNieHueM YpOBHEH c(hOpMUPOBAHHOCTH

BbanpHas mkana OmnucaHue nokasaTeyieii OIcHUBaHUS YpoBeHb
OLICHUBAHHUS c(hOpMHPOBAHHOCT
¥ KOMIICTCHIIUN

- OTBEThl Ha IIOCTaBJICHHbIC IIPENOJaBaTeeM BOIPOCH W3JIAraloTcsl JIOTHYHO,

MOCIIEA0BATEIbHO U HE TPEOYIOT TOTOTHUTEIBHBIX OSCHEHUIA;

- TIOJIHOCTBIO PACKPHIBAETCS CyTh MOCTABICHHOTO BOIPOCA; AENAIOTCS 000CHOBAHHBIC
«OTIHIHOY BBIBOJIEL; [ToBbIIEeHHBII

- JIEMOHCTPHPYIOTCS TIyOOKHE 3HAHUS W CBOOOJHOC BIAJCHUC TEOPETUUICCKUM

MaTepuaiom;

- MaTepHall U3JIaraeTcsi TPAMOTHBIM SI3bIKOM, TOUHO MCIIOJIb3YETCS TEPMUHOJIOTHUS

- OTBETHl Ha TIOCTAaBJCHHBIE BOMNPOCHI H3JATAIOTCS CHCTEMAaTH3MPOBAHO |

II0CJIeI0BATEILHO;

- y4eOHBII MaTepHan U3jIaraeTcs yBEepeHHO, HO HE B MOJHOM 00BbEME pacKpBIBAIOTCS

MIPUYUHHO-CIICICTBEHHBIC CBSI3HU;

- IEMOHCTPUPYETCSl YMEHHE aHAJIM3UPOBaTh MaTepUall, OJJHAKO HE BCE BBIBOJBI HOCST .
«Xoporuo» apryMeHTUPOBaHHbBIN U JOKa3aTeIbHBIN XapakTep; Gasosbifi

- JIONMYCKAaeT HETOYHOCTH IPH OCBEIICHWH OCHOBHOIO COJIEp)KaHHsS OTBETa, HO

UCTIpaBIsieT NX 0e3 HaBOISAIINX BOIIPOCOB MPETIOIABATEIIS;

- Ha BOIPOCHI JaeT TOYHBIE U 0OOCHOBAHHBIE OTBETHI C HEOOJIBIIUMH MOMIPABKAMH

IpenoaaBaTesns

- IOITyCKAIOTCS HApYLICHHUS B OTBETAaX Ha BOIPOCHI IPEIOAaBaTEIS;

- HE TIOJTHOCTBIO PACKPHIBAIOTCS IPHYMHHO-CIICACTBCHHBIC CBS3H;
«YIOBJIETBOPHUT | - IEMOHCTPHUPYIOTCS MOBEPXHOCTHBIC 3HAHHUS MPOUIIEHHOIO MaTepuaia; UCIbITHIBACT Toporosiii
€JILHO» 3aTpyIHEHUsI C BHIBOJAMH;

- TpU HEIOCTaTOYHOM 3HAHUU TEOPETHYECKOro MaTepuaya JIeMOHCTPUPYETCS

c(hOPMHUPOBAHHOCTh MPAKTUICCKUX HABBIKOB M YMCHHIA

- OTBEYAET HEIMOCIIEAOBATEIEHO U COMBUHBO;

- TIPU U3JIOKEHWH TPOUAEHHOTO MaTephaja HeT JIOTHYEeCKOW CHCTeMaTH3alWuu U He

PacKpBIBAIOTCS IPUINHHO-CIICICTBEHHEIE CBSI3H; .

HEZOIMyCTUMBIiH

«HEYIIOBJIETBOP | - HE MOXET CIeNaTh BBIBOJBI 110 H3YYEHHOMY MaTepHay; (KoMMIeTeHIHS He
HUTEJIBHOY - JIEMOHCTPUPYET IOJHOEC HE3HAHHE TEOPETHUECKOT0 MaTepualia; JIOIMyCKaeT rpyobie ocBoeHa)

OIIMOKY B ONPE/ICNICHUSIX U TEPMHUHAX;

- IOTyCKaeT rpyOble OMMOKK MPH OTBETaX Ha MOCTABICHHBIC BOMPOCHI WK BOBCE HE

OTBEYAET HA HUX

Illkama oreHMBaHUA U OIMCaHUE IOKa3aTele OIlCHUBAaHUS IJIS KOHTPOJBbHBIX 3az[anm”l, C

OIIpeIeIEHuEM yPOBHEHN C(HOPMUPOBAHHOCTH

Banpnas mkana OmnncaHue MoKa3aTeei OIcHUBaHUS YpoBeHb
OILICHUBAHUSA c(OpPMHUPOBAHHOCTH
KOMIIETEHIINH
COTJIUYHOY - 3aJaHde BBHIIONHCHO TPAaBWIFHO H B TIOJHOM o00BeMe, coriacHo | [TOBBIIIEHHBIN
NPEABABIACMbIM Tp66OBaHI/IHM;
- CACJIaHbl apryMEHTHPOBAHHBIC BbIBOBI;
- HPOSABJICH TBOp‘IeCKI/Iﬁ noaxoa M AEMOHCTpalus paluOHAJIbHBIX CHOCO6OB
KOHerTHOﬁ MOCTaBJICHHON 3aga4u,
- CAMOCTOATCIBbHO MW IIOCJIICAOBATCIIBHO JacT OTBETHI Ha MJOIIOJIHUTCIBHBIC
BOIPOCHI.
«XOpOLLO» - 3aJaHue BBIIOJHEHO TPAaBMJIBHO W B TOJHOM O0BbEME, COTJIaCHO | 0a30BBIN
NPEABABIACMbIM Tp66OBaHI/IHM;
- CACJIIaHBbI cna60 ApPryMEHTUPOBAHHBIC BBIBOJBI]
- [I0OKa3aHbl 3HaHUA B IIpE€AcIax I/I3y‘IaeM0ﬁ JAUCHUIIINHBI;
- IONMYUIEHbI HEJJOYETHI.
«yJIOBJICTBOPUT | - 3a/laHH€ BBIIIOIIHEHO HE B IOJHOM o0beMe, COTJIaCHO TPEAbsBISIEMbIM IToporoserit
TpeOOBaHUSIM;
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CJIIBHO» - ¢A€JIaHbl HE TOCTAaTOYHO apryMCHTUPOBAHHBIC U ITOJIHBIC BLIBOJABI;
- HApYLICHA JIOTUKA BBINOJHEHUS 3a1aHUA;

- IIOKa3aHbI HE NJOCTATOYHBIC 3HAHUA H3yqaeMoﬁ JUCHHUITIIMHBI

- JONYIIEHbI CAMHUYHBIC CYIICCTBECHHBIC OIITHOKH.

«HEYNOBIIETBOP | - 3aJjaHHC HE BEHIIIOIHEHO; HEJONYCTUMBIN

UTEIBHO» - BBINIOJIHCHO HE BEPHO, (KoMmeTeHIINS He
- JOIIYIICHHBIC HEIIOCPEACTBCHHBIC OIIMOKH C HeHOCpeI[CTBeHHOfI IIOMOIIBIO OCBOeHa)
MpernoaaBaTelis.

CojaepixkaHue OLEHOYHBIX CPEJICTB JIsl TEKYIIero KOHTPOJISl yCleBaeMoCTH
Ilepeuens BONpocoB /i YCTHOT'O 01poca

[TonsiTve «1E€TONPOU3BOJICTBOY.
[ToHsITHS «XOpUANYECKAs CHIIa», KIOPUANYECKAs 3HAYMMOCTD JOKYMEHTa
[ToHsiTHE «IOKYMEHT» U «IOPUIUYECKHI «TOKYMEHT).

4. TloHsATHA «IOKYMEHTAI[MOHHOE OOECIeueHHe YIpPaBICHUS» U «HH(OPMAIIMOHHOE
o0ecrieueHre yrnpaBICHU

5. Cucrtemsl JOKyMEHTAIUH.

6. Pa3BuTHe TEpMUHOIOTUYECKOTO ammapara JAelI0NpONU3BOICTBA.

7. 3nadenue ['ocynapCTBEHHBIX CTaHIAPTOB AJISl FOPUAUYECKOTO JI€TIONPOU3BOJICTBA.

8. Cranmaptmzamuss MCO wu cucrema MeEHEI)KMEHTAa KayecTBa B IOPHAMYECKOM
JIEJIONIPOU3BO/ICTBE.

9. BenoMcTBeHHBIE HOPMAaTUBHBIE aKTHI B IOPUAUYECKOM JIEJIONPOU3BOJICTBE.

10. IIpoGnembl TIOKaTBLHOTO PErJIAMEHTUPOBAHUS FOPUIUUECKOTO JEIOMPOU3BOICTRA.

11. 3nauenne 3akoHa «OO0 apxuBHOM Jene B P®DO» jmud  HOpHIAYECKOTO
JIeJIONPOU3BO/ICTBA.

12. 3apyOexHbIil ONBIT MPAaBOBOK 00ECIIEYEHHOCTH IOPUINYECKOTO ASTOMPON3BOICTBA.

13. TIpaBoBas periiaMeHTaus JIEKTPOHHOTO JOKYMEHTO000POTA.

14. KonnyecTBeHHbIN M KaU€CTBEHHBIN COCTaB PEKBU3UTOB JOKYMEHTOB.

15. TpeboBanus Kk 0HOPMIIEHUIO PEKBU3UTOB MPOTOKOJIA.

16. I'pynmibl  pexkBU3UTOB,  HeoOxoaumble Uit  3()PEKTUBHOM  OpraHu3aluu
JIOKYMEHTO000pOTa.

17. PekBU3UTBI Kak CpEJICTBO OOECTCUECHHS] IOPUIUYECKON CHIBI U OPUIAHMYECKOM
3HAYUMOCTHIOKYMEHTA.

18. BaXHOCTh PEKBU3UTOB JJISl CO3/1aHUs €AMHOI0 UH(POPMAIIMOHHOTO IIPOCTPAHCTBA.

19. Odopmienue 61aHKOB OpraHU3AINH.

20. IToHsaTHe mpaBOBBIX JOKYMEHTOB.

21. XapakTepuCTHKa HOPMAaTUBHBIX MPABOBBIX AKTOB OPTaHOB rOCYAAPCTBEHHOW BIacTH
MMYHMIIMIIATIbHBIX MPABOBBIX aKTOB.

22. PacnopsauTenpHble JOKYMEHTBI: IOCTAHOBJIEHHE, NIPUKA3, PACIIOPSDKEHUE, PEIICHNE
— HOpSAA0K 0()OpMIICHHS U BBEJICHUS B ICHCTBHUE.

23. Bunsl oOpaiieHuii rpax/jaH.

24. TpeboBanus Kk 0OPMIICHHUIO U TI0JIa4ue OOpAIIeHUH TpakIaH.

25. Tlopsnok moAroToBKH, OpOpPMIICHHS OTBETOB Ha OOpAIlleHUs TPaKIaH.

26. Cocraiienne 1 0QOPMIICHHE CITy)KEOHBIX TTHCEM.

27. OdopmieHus aKTa.

28. OdopmieHus MPOTOKOJIOB.

29. Bunsl 3asBieHu#, ux opopmiieHuE.

30. OdopmieHust TPOTOKOJIOB.

31. O6paboTka BXOIAMIMX U UCXOIAIINX TOKYMEHTOB.

32. ®opmupoBaHue U 0popMIIEHUE AT

W=




ABTOHOMHAS1 HEKOMMEPUECKasi OpraHu3alys BBICIIET0 00pa30BaHuUs Crpanuna 10 u3 24
«Cankr-IlerepOyprekas opuanyecKas aKaxeMus»

Cern\\baseserver\SharedDocs\2017\uch met YUEBHO-METO/ OTAEJ\!OITOI(cnem) Habop 2022

33. XpaHenue, nepegaya U yHUUTOKEHUE JIETT.

34. IloaroToBka JOKYMEHTOB K II€PEIAYE B ApXUB.

35. JlokanbHas perjaMeHTaIus JOKyMEHTO000poTa.

36. TexHuueckue cpecTBa YIPaBICHUS B OPraHU3AIMH JOKYMEHTO000POTA.
37. OnepaTuBHOE XpaHEHUE JOKYMEHTOB.

38. Ilopsimok MpoOXOXKACHUS BXOIAIIUX U UCXOISIINX JOKYMEHTOB

Hep €4CHb KOHTPOJbHBIX 3aJaHui

3aganue 1. CocraButh MHGOPMAIMOHHOE MHCHMO. {11 TIOATOTOBKM MUChMa BBIOPATH
OpraHH3aIHIo, ONPEIEINTh €€ OPraHU3alOHHO-TIPAaBOBYIO QopMy, ropuandeckuit aapec, ®DUO
pykoBoautens, OI'PH, OKITIO, MTHH/KIIIT

3apanme 2.CocTaBUTh MNHUCBMO-TIpOochOy. JImsi  TMOATOTOBKM THChMa  BBIOpaTh
OpTaHM3AIHIO0, ONPEICIUTh €€ OPTaHU3AIMOHHO-TIPABOBYIO opMy, ropuamdeckuii aapec, PO
pyxoBoautens, OI'PH, OKITIO, MTHH/KIIII

3apnanue 3.CocTaBUTh MUCHMO-TIpeAyINpexaAcHue. JlJis MOATOTOBKM MHChMa BBIOpaTh
OpTraHH3aIHIo0, ONPEIEIUTh €€ OPraHU3alMOHHO-TIPAaBOBYIO QopMy, ropuanueckuit aapec, DO
pykxoBoautens, OI'PH, OKITO, MHH/KTITT

3aganue 4.CocTaBuTh NHCbMO-TpUriamieHue. J[ns MOAroTOBKM NHChbMa BBHIOPATH
OpraHU3aIIo, OMPEIEIUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuit aapec, PO
pyxosoautens, OI'PH, OKITIO, MHH/KIIII.

3apanue S5.CocTaBUTh pEKJIAaMHOE TMHUCHMO. [l TMOArOTOBKM THChMa BBIOpaTh
OpTraHHU3aIHIo0, ONPEIEIUTh €€ OPraHU3aMOHHO-TIPABOBYIO QopMy, ropuanudeckuit aapec, DUO
pykxoBoautenss, OI'PH, OKITO, MHH/KTIITT

3aganue 6.CocTaBUTh MUCHMO-TIOATBEpXkKACHUE. [[1s1 MOATOTOBKM MHCbMa BBIOPATH
OpraHu3aIIo, OMPEEIUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuit aapec, PO
pyxosoautens, OI'PH, OKITIO, MHH/KIIII.

3apnanue 7.CocTtaBUTh NHChMO-HamloMHHaHWE. [l TMOATOTOBKM THMChMa BBIOpaTh
OpTraHM3aIHIo, OMPEIEIUTh €€ OPraHU3aIMOHHO-TIPAaBOBYIO QopMy, ropuandeckuit aapec, DO
pyxoBoautens, OI'PH, OKIIO, MHH/KIIII.

3aganue 8.CocTaBUTh NHCHMO-TIpEeTEH3UIO. J[Is TOArOTOBKM THChMa BHIOpAThH
OpraHU3aII0, OMPEETUTh €€ OPraHN3alMOHHO-TIPAaBOBYIO (opMy, ropuandeckuit aapec, PO
pyxoBoautens, OI'PH, OKITO, MTHH/KITIII.

3aganue 9. CocraBuTh IpHUKa3 O NpueMe Ha paboTy COTpyAHHKA.[[Is MOATrOTOBKH
MpHuKa3a BBIOpPAaTh OpraHU3alldio, OMNPEAETUTh €€ OpraHu3alMOHHO-TPaBOBYIO  (opmy,
topunuyeckuii  aapec, D®UO pykoBoauTeNs, KIOYEBBbIE JJOHKHOCTH U TOJpa3eieHus
OpraHu3aIu.

3aganue 10.CocTtaButh npHka3 o0 YBOJIBHEHUU COTpYyAHHKA.JlJI1 MOArOTOBKHU MpHUKa3a
BBIOpaTh OPraHU3AlMI0, OMPEJEIUTh €€ OPraHU3aIOHHO-TIPABOBYIO (GOpMY, HOPUIHMYECKUN
aapec, ®UO pykoBoauTens, KIOYEBbIE JOKHOCTH U MOIPa3/IesIeHUs] OpraHU3aliH.

3apanme 11.CoctaBUTh NpUKa3 O TPEMUPOBAHUM COTPYAHUKA. /[ MOATOTOBKY MpUKa3a
BbIOpaTh OpraHU3allIo, ONPENEIUTh €€ OPraHHU3alMOHHO-TIPaBOBYIO (QOpMY, IOPUAMYECKUN
aapec, ®UO pykoBoAUTENS, KIIFOUEBBIE JOJKHOCTH U MOApa3AeIeHUs] OpraHU3aluU.

3aganue 12.CoctaBuTh NpUKa3 O B3bICKaHMM./|JII TOArOTOBKM TpUKa3a BHIOpaTh
OpTraHM3aIHIo0, ONPEIEINTh €€ OPraHU3aIMOHHO-TIPABOBYIO GopMy, ropuanueckuit aapec, DO
PYKOBOJUTENS, KJIFOUYEBbIE JOKHOCTH U MOJIPa3/IeNIeHUs] OpraHu3aliH.

3apnanme 13.CocraBUTh MNpUKa3 O KOMaHIUPOBAHUM COTPYIHUKA.J[JI1 TOATOTOBKHU
IpHUKa3a BbIOpAaTh OpraHU3alldio, OINpPEAETUTh €€ OpraHu3aluOHHO-TPAaBOBYIO  (opmy,
opuauyeckud  aapec, OUO pykoBoauTens, KIIOYEBbIE JOHKHOCTU U MOJpa3jeieHus
OpraHu3aIiHy.
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3apnanue 14.CocraButh Tmpuka3z o0 ormycke. /i1 MOAroTOBKM TIpuKa3a BBIOpaTh
OpTaHM3AIHIO0, ONPEICIUTh €€ OPraHU3AIMOHHO-TIPABOBYIO GopMy, ropuamdeckuii aapec, PO
PYKOBOJUTEIS, KJIFOUEBbIE JOKHOCTH U MOAPa3/IesIeHUs] OpraHU3aIiH.

3aganue 15.CoctaBuTh akT peBu3uH. [ MOATOTOBKU aKTa BBHIOPATh OPTraHHU3AIIHIO,
OTIpEe/IeNIUTh €€ OPraHu3alOHHO-IPaBOBYIO GopMy, ropunndeckuii aapec, ®UO pykoBoguTens,
KJIOUEBBIE JJOJDKHOCTH U ITOAPA3IEIEHNs OpraHU3aiy.

3aganue 16.CoctaBuTh akT cnucaHus. [[i1s mOAroTOBKM akTa BHIOpaTh OpPraHU3AIMIo,
OTIPE/ICIIUTh €€ OPraHNu3alMOHHO-TIPABOBYIO GopMy, ropunndeckuii aapec, DO pykoBoguTens,
KITFOYEBBIE JJOJHDKHOCTH U MOAPA3ICICHUS OpraHU3aIiu.

3aganmne 17.CocTaBuTh aKT mepenayd mMarepuaioB M oOopynoBanus. s MOArOTOBKU
aKTa BHIOpaTh OPraHMU3AIINIO, ONIPEACTUThH €€ OPraHu3alluOHHO-TIPaBOBYIO (POpPMY, IOPUANYECKUN
aapec, @O pykoBoauTens, KIOYEBbIE JOKHOCTH U MTOPA3/EIICHUs] OpraHU3aliH.

3apanue 18.CoctaButh aKT ciauu padbot. JJig MOAroTOBKM aKTa BRIOpaTh OpraHU3aIluio,
OTIPEICIIUTh €€ OPraHU3alMOHHO-TIPABOBYIO GopMy, ropunudeckuii aapec, DO pykoBoguTens,
KITFOUYEBBIE JOHKHOCTH U MOAPA3ICICHUS OpraHU3aIiu.

3aganue 19. CocraBuTh akT YHHYTOXKEHHS. JIJI1 TIONTOTOBKM aKTa BBIOpATh
OpraHMU3aIHIo, ONPEIEINTh €€ OPraHU3alMOHHO-TIPAaBOBYIO QopMy, ropuanudeckuit aapec, DUO
PYKOBOJUTES, KIIFOUEBBIE JOJHDKHOCTH U MOAPA3JIEICHUs OpraHU3aluy.

3aganue 20.CoctaBuTh CrpaBKy 0 MecTe paboThL./[yisi MOATOTOBKH JOKYMEHTa BHIOpATh
OpraHU3aIIo, OMPEIEIUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuit aapec, PO
PYKOBOJUTES, KJIFOUYEBbIE JOKHOCTH U MOIPA3/IeNIeHUs] OpraHU3aI[1H.

3aganue 21.CocTaBUTh JOKJIAAHYIO 3amUCKY.[[1s MOATOTOBKM JOKyMEHTa BbIOpaTh
OpTraHHU3aIHIo0, ONPEIEIUTh €€ OPraHU3aMOHHO-TIPABOBYIO QopMy, ropuanudeckuit aapec, DUO
PYKOBOJUTES, KIIFOUEBBIE JOJDKHOCTH U MOAPA3JIEICHUs OpraHU3aluu.

3aganue 22.CoctaBUTh CilyxeOHYIO 3amucky./lJis MOArOTOBKM JOKyMEHTa BBIOpATh
OpraHu3aIIo, OMPEEIUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuit aapec, PO
PYKOBOJUTES, KJIFOUYEBbIE JOKHOCTH U MOIPA3/IeNIeHUs] OpraHU3aI[1H.

3aganue 23.CocTaBUTh 3asBICHHE O MpueMe Ha padoTy./[ns moAroTOBKH OKyMEHTa
BBIOpaTh OpraHU3AlMI0, OMPEEIUTh €€ OPraHU3aIMOHHO-TIPABOBYIO (GOpMY, HOPUIHMYECKUN
aapec, ®UO pykoBoauTens, KIOYEBbIE JOKHOCTH U MOIPa3/IesIeHUs] OpraHU3aliH.

3aganue 24.CoctaBuTh 3asBiieHHE 00 YBOJBHEHUU MO COOCTBEHHOMY XenaHuto.llis
MOATOTOBKUA JOKYMEHTa BBIOpAaTh OpraHU3aIMio, OMPEAEIUTh €€ OpPraHW3aIl[MOHHO-IIPABOBYIO
dopmy, opunnueckuii agpec, @O pykoBoaUTENS, KIIOUYEBbIE TOMKHOCTH M TMOJPA3ACICHUS
OpraHH3aIiHy.

3apanme 25. CocTaBUTh MPUKA3 O CO3/IaHUU SKCHEPTHOW KOMHUCCUHU ISl IPOBEICHMS
AKCTIEPTU3HI IEHHOCTH JOKYMEHTOB OpTraHHU3al1H.

Jlis MOATOTOBKM TpHKa3a BHIOpATh OpPTaHH3AIUI0, OMPENEIUTh €€ OpraHU3aI[MOHHO-
npaBoBylo (opmy, ropunuyeckuit anpec, ®UO pykoBoauTens, KIIOUEBbIE JOJKHOCTU U
Mo/Ipa3/iesieHNs OpraHu3aluy.

3aganue 26.CoctaBuTh mnHCbMO-U3BenleHHE. [l MOATOTOBKM NMChbMa BBIOpATh
OpTraHM3aIHIo0, OMPEIEINTh €€ OPraHU3aMOHHO-TIPAaBOBYIO GopMy, ropuanueckuit aapec, DO
pykosoautens, OI'PH, OKITIO, MTHH/KTIII.

3aganue 27.CocTaBUTh COMPOBOIUTENHHOE MUCHMO. [IJIsi MOATOTOBKU MHChMa BHIOPATH
OpTaHU3aINI0, OMPEETUTh €€ OPraHN3alMOHHO-TIPAaBOBYIO (opMy, ropuandeckuit aapec, PO
pyxoBogutens, OI'PH, OKITO, MHH/KITIII.

3ananme 28.3aperucTpupoBaTh B KypHAJIE WM Ha KOMIIBIOTEPE HECKOJIBKO Pa3IMYHbIX
MIPUKA30B.

3aganue 29.3aperucTpupoBath B KypHaJIe UM Ha KOMIIbIOTEPE HECKOJIBKO Pa3IMYHbIX
MIACEM.



ABTOHOMHAS1 HEKOMMEPUECKasi OpraHu3alys BBICIIET0 00pa30BaHuUs Crpanuna 12 u3 24
«Cankr-IlerepOyprekas opuanyecKas aKaxeMus»

Cern\\baseserver\SharedDocs\2017\uch met YUEBHO-METO/ OTAEJ\!OITOI(cnem) Habop 2022

3ananme 30. [ToaroroBbTe JTUCT coryiacoBaHMs Mpukaza. J[Jisi MOATOTOBKH JOKYMEHTa
BEIOpaTh OPTaHU3AIMIO, ONPEICIUTh €€ OPTraHU3AMMOHHO-TIPABOBYIO (GOpMY, FOPUAMUYECKUN
anpec, DUO pykoBOAMTEIS, KIIFOUEBBIC TOJDKHOCTH U TIOJIpa3/IeIICHUS] OpraHU3alliH.

3apanue 31.CocrtaBuTh mnpoTokosl 3acemanuss CoBeTa JHUPEKTOPOB aKIIMOHEPHOTO
obmecTBa. [ MOATOTOBKHM MPOTOKOJA BHIOPATh OPTaHHU3AIIMIO, ONPEIACIUTh €€ FOPUINISCKUNA
anpec, ®UO pykoBoAUTEIS, KIIFOUEBBIE JOJDKHOCTH U MOApa3IeiICHUs] OpraHU3aluU.

TecToBblE 3aJaHUA

1. lokymeHT — 3T0:

A) IlucbMeHHOE CBUIETEIBCTBO, JOKA3aTEbCTBO;

b) CocraBneHHblli B MNOpsAJKE, NPETyCMOTPEHHOM 3aKOHOM, AaKT, YJOCTOBEPSAIOIINI
opuaudeckuid GpakT (poXKaeHue, BCTYIUICHUE B OpaK) WiIM IMPEACTaBIISIONINI TpaBo Ha YTO-TH00
(muruiom, 3aBellaHue);

B) 3adukcupoBanHas Ha MaTepuaIbHOM HOcCUTeNe HHPOpPMAIMs C PEKBU3UTAMU,
MIO3BOJISIOIIMMU €€ UJIEHTU(UIIUPOBATS.

2. Jle10IpOU3BOACTBO — 3TO:

A) Ortpacib JeATenbHOCTH, OOecredyrBaromas JTOKYMEHTUPOBAHUE U OpPraHU3alUIo
paboThl ¢ opUIIMATEHBIMU JOKYMEHTAMU;

b) Benenune kaHUENsApPCKUX JI€J, COBOKYINHOCTb pabOT MO0 JOKYMEHTHPOBAHUIO
JESTEIIbHOCTH YUPEXKICHUS U TI0 OpTraHU3aIMK TOKYMEHTOB B HEM;

B) CoBokynHOCTh pabOT MO JOKYMEHTHPOBAHHUIO YIPABICHUYECKOW EATETbHOCTH
YUPEXKJIEHUH U 110 OpraHu3auy paboThl C JOKYMEHTAMHU B 3THUX YUPEKICHUSX.

3. JaToii npuka3oB, nuceM, GakcoB, CIPABOK, SIBJISIETCS:

A) Jlata coObITHSI, KOTOPOE B HEM 3a(DUKCHPOBAHO;

b) lara nonnucanus.

4. Eciii cipaBKa HOCUT (pUHAHCOBBIN XapaKkTep, TO NOANUCHIBAIOT ee:

A) PykoBoauTens;

b) PykoBonutens u Oyxranrep;

B) byxranrep.

5. Pe3omronuio Ha cayke0HOM MUCbMe MOKHO NUCATh:

A) Ilo Tekcry;

b) Ha otnensHOM nucte Oymaru;

B) Ha cBoOo/1HOM OT TEKCTE MecTe.

6. Kakoe ciyxe0HOe MMCbMO HMeeT OTMETKY 0 HATHYHH NPHJIOKECHHS :

A) 3anpoc;

b) NndopmarmonHoe;

B) ConpoBoaurensHoE;

I') Bee ciyxeOHble MUChbMa.

7. KTo noanucesiBaeT NpoToKo.?

A) PykoBoauTens opraHu3aluy;

b) [Ipencenarens cobpanus;

B) Ilpencenarens u cekperapb COOpaHHUsL.

8. IoKyMeHTBI 110 JINYHOMY COCTABY XPAHATCH:

A) 10 ner;

b) 50 ner;

B) 75 ner;

I') [locTosiHHO.

9. BiIaHK 10KYMEHTa — 3T0:
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A) CrangapTHBIH JUCT OyMaru ¢ BOCIIPOU3BEICHHON Ha HEM MOCTOSIHHOW MH(pOpMaIeit

AOKYMCHTA U MCCTOM, OTBCACHHOM JJI1 HepeMeHHOfI;

b) benplif nuct OGyMaru ¢ 4acTUYHO Hale4yaTaHHBIM TEKCTOM M MIpobenamMu, KOTOpbIe

3aIOJIHAIOTCS aKTyallbHOW MH(pOpMannel (Hanpumep, aHKeTHBINA OJIaHK);

B) Jluct 6ymaru ¢ HareyaTaHHBIM Ha3BaHHEM YUPEKICHUS, TPEIIPUITUS, OPraHUu3alun

WM C YaCTUYHO Hame4yaTaHHBIM TEKCTOM, IIPEIHA3HAYCHHBIM ISl COCTABICHUS JOKYMEHTOB IO
omnpezeneHHou popme;

I') HaGop pekBU3HUTOB, WACHTH(PHUUIUPYIOIIMX aBTOpa OQHUIMAIBLHOIO MHChMEHHOTO

JAOKYMCHTA.

3TO:

10. HomeHK1aTypBI €] COCTABJISIIOT B BUJE:

A) Tabmupr;

b) Tekcra;

B) Tekcra u mudp.

11. Kakue pacnopsauTe/IbHbIe JOKYMEHTBI H3/1aI0TCSl HA OCHOBE eIMHOHAYAJINS:
A) Yka3zsl,

b) Ykazanus;

B) IIpuka3ssr;

I') Pemenus;

J1) TloctaHoBNEHUS.

12. ABTOpPOM ¢J1yKeOHOI0 MUCbMA SIBJISIETCSH:

A) Opranuzanusi, ¢pupma, OT UMEHU KOTOPOH MOCBHIIAETCS TUCHMO;

b) lomxHOCTHOE JIN1I0, KOTOPOE MOAMUCHIBAET MUCHMO;

B) UcnonnuTens, KOTOPbIA TOTOBUT TEKCT MMUCHMa;

I') ®uznyeckoe UM IOPUINUECKOE JIULIO, CO3aBIIEE JOKYMEHT.

13.Ecau pacnopsiiuTe/ibHAsI YaCTh TEKCTA HAYMHAETCH CJI0BaAMHU “00M13bIBal0”, TO

A) mpukas

b) 3asBnenue

B) pacniopsbxenue

I') ykazanue

14. Aab00M (pOPM JOKYMEHTOB OPraHH3ALUH — ITO:

A) COOpHUK STalOHHBIX YHU(PUIMPOBAHHBIX (QOPM JOKYMEHTOB, NMPUMEHSIEMBIX IS

JOKYMCHTHPOBAHUS ACATCIBbHOCTH OPraHU3alUU;

b) CoopHuK BCeX BHIOB TOKYMEHTOB;

B) CoopHuk popm TOKyMEHTOB, pa3pabOTaHHBIX B IaHHOM OpraHU3aluy.

15. FOpuau4yeckyio cujIy J0KYMEHTa COCTABJSIET:

A) CgoiictBo oduIHMaTBLHOTO JOKYMEHTa, COOO0IIaeMoe eMy JeHCTBYIOIIUM

3aKOHO/IATEeIbCTBOM, KOMITCTCHI[MEH W3/aBIIEr0 €ro OpraHa M yCTAHOBJICHHBIM IOPSAKOM
oopmieHus;

b) [TonnucaHHbIN IOPUCTOM JOKYMEHT;

B) [lonnucanHblil BceMU pyKOBOAUTEISIMH IOKYMEHT.

16. PekBU3UT 10KyMEHTA — ITO:

A) OOGs3aTenbHBIN 371eMeHT 0pOpMIICHHUS OPUIIMAIBHOTO JOKYMEHTA;
b) Ero oTnenbHbIN 21eMEHT;

B) Yactsb city:xeOHOTO nHChbMa;

I') ®upmenHsbli OnaHK.

17. lenoBble NUCbMA 00BIYHO 3aKAHYUBAIOT QpazamMu:
A) B cootBetctBHM ¢ Bameit npocs00ii ...

b) C yBaxxeHuem ...

B) Hamu paccmotpens! Bamu npeioxenus . ..
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I') B cBsizm ...

18. I'apanTHiiHOE MMCBMO — 3TO:

A) JloKkyMeHT, cooOwalomuil o0 NpUOJMKEHUH, YCKOPEHUHM, HCTEYEHUU CpOKa
UCTIOJTHEHUS KaKOT0-TH00 AeHCTBUS;

b) lokymMeHT, cofepiKaiinii MpUIIaeHne Ha MepOTPUSITHE;

B) JlokymMeHT, B KOTOPOM TapaHTUpPyeTCS OIUIaTa BBIMOJHEHHONW paboThl WK
MIPEeA0CTaBICHUE YeT0-T100 (PabOThI, TOMEIICHUS U T.J1.);

I') lokyMeHT, IOATBEPKAAIOIINN [T0JTyYE€HUE LIEHHOCTEH.

19.11pumenenne Tadeass u Anb00ma Gopm JOKYMEHTOB 00ecrieYuBaeT:

A) Yuudukanuo GopMm JOKYMEHTOB;

b) IOpuanueckyro cuiry JOKyMEHTOB;

B) OnepatuBHOCTD peanu3anuu yrnpaBieHUeCKOW QyHKIMIA OpraHn3aium.

20. [Jaiite onpenesenne popmyJasipa-oopasna:

A) CoBOKYIIHOCTh PEKBU3UTOB JI€JI0BOT0 IIMChMa;

b) CoBOKyIHOCTh pacrloI0KEHHBIX B OIpPEAeIEHHON MOCIEeI0BATEIbHOCTH PEKBU3UTOB,
IPUCYILIMX BCEM JTIOKYMEHTAM OIPEJEICHHON CUCTEMbI TOKYMEHTALUN;

B) CoBOKyIHOCTb PEKBU3UTOB IIPUKA3a;

I') CoBOKyHOCTh PEKBU3UTOB aKTa.

21. ApxuB —3T0:

A) Opranuzauus Wil €e CTPYKTypHOE MOJpa3felieHue, OCYLIECTBISAIONIEE MPUEM U
XpaHEHHE apXUBHBIX JOKYMEHTOB C II€JIbI0 UCIIOIb30BaHUS *

b) xHuroxpanunmiie

B) crioco6 xpaHeHus: JOKYMEHTOB

22. JIOKyMeHT, 3aKp eI IO J0KHOCTHOH M YMCJIEHHBIH COCTAB NMPeINPUsITUS C
ykazanueMm ¢GoHaa 3apadoTHOM IJIATHI — ITO:

A) 10JKHOCTHAS HHCTPYKLIUS

b) ycras

B) nonoxxenune

I') wtaTHOE pacniucaHue

23. Ha ocHOBaHMM KaKHX JOKYMEHTOB MOKeT ObITh M31aH NPHUKa3 MO JUYHOMY
cocraBy?

A) Ha ocHOBaHMM 3asiBIEHUS

b) Ha ocHOBaHMHM TpyI0BOTO JOrOBOpa

B) Ha ocHoBaHuM 10KIa1HOM 3alMCKU

I') Ha ocHOBaHMU cripaBKU

J1) Ha ocHoBaHuu akra

E) Ha ocHOBaHuM 11000T0 M3 MEPEUNCIEHHBIX JOKYMEHTOB

24. OxapakTtepu3yliTe ¢ TOYKH 3peHUS] NPUHALJIEKHOCTH K PeKBU3MTAM
caenyromuii pparment: YTBEPK/IAIO dupexrop a/n 1.0.P. 13.02.2020

A) rpud yTBEpKIEHUS

B) 3aronoBok

C) pe3omrorus

D) noanuck

25. ®opmupoBaHue aeja - 3TO:

A) [TI'pynnupoBaHME€ HCIIOJIHEHHBIX JOKYMEHTOB B J€JI0 B COOTBETCTBHUM C
HOMEHKJIATypOl Ie] U cucTeMaTH3alus JOKyMEHTOB BHYTpHU Jena™

b) Peructpanus 10KyMEHTOB [TOCIIE UX UCIIOJHEHUS.

26. JlokymeHT, QUKCHPYIOLIHH X0/ 00CYK/I€HHUsI BOIIPOCOB M NPUHATHS PelIeHU Ha
co0paHuAX, 3aCeJaHUAX, COBCIIAHUAX H T.IL.:

A) oObsicHUTEIbHAS 3aICKa
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b) noknagHas 3anucka

B) akt

I') mpoTokon

27. lokyMeHT, coaep:kamuii uHGopManuio, He NMPeJIHA3HAYECHHYIO /ISl IIMPOKOI0
pacnpocTpaHeHHs:

A) HeomyOJIMKOBaHHBIH;

b) Taiinbrii;

B) HenyOnukyemblii;

I') HemepuoaMYeCcKui.

28. UTo oTHOCHTCS K PU3HAKAM /IOKYMeHTA:

A) GyHKIMOHAIBHOCTH HH(OpPMAIUK;

b) ToxxnecTBeHHOCTE camoMy ce0e;

B) 3akoHHOCTB;

I') 3aBepIIeHHOCTH COOOIICHUS

29. Ecain BaMm Heo0X01uMO 1aTh ONUCAHME PEKJIAMHUPYEeMbIX yCayr, Bel cocraBuTe:

A) 10rOBOpHOE MUCHMO

b) pexnamHoe nucsmMo

B) conmpoBoauTensHOE MHUCHMO

I') nuceMo-nipuriamnienme

30. Ecau Bam Heo0xoaumMo npeabsBUTH NPeTeH3UN NapTHEPY, Bbl cocTaBure:

A) 10roBOpHOE MUCHMO

b) unpopmanmonsoe nucbMo

B) conpoBoauTensHOE TMCHMO

I') nuceMo-1nipeTeHsuto

31. YkaxkuTte OTJIHYUTEIbHOE CBOWICTBO IOKYMEHTA:

A) KOIMIHOCTB;

b) ropununueckas cuna;

B) MHO€eCTBEHHOCTb;

I') TouHoCTSD.

32. Eciin Bam Heo0XoauMo0 NPUIVIACUTH OPraHU3alMI0 WM J0JKHOCTHOE JIMIO Ha
coBellaHue, BCTpe4y, Bel coctaBure:

A) nuCcbMO-TIpUTIIaLICHUE

b) conpoBoauTensHOE MUCHEMO

B) nuceMo-noarBepxaeHne

I') noroBopHO€ MUCHEMO

33. Ecau Bam Heo0xoaumMo coo01IMTH 0 NPOBeieHUN MeponpusaTus, Bl coctaBure

A) conpoBoaAUTENBHOE MUCHEMO

b) nucemo-nonTeepkieHue

B) norosopHoe nucbMo

I') undopmanmonHoe NUCbLMO

34. Ecim Bam He0o0X0auMMoO COCTaBUTHh NHCbMO, HH(oOpMupYMOlIee aapecara o
HaNlpaBJIeHMHU K HeMY NPUCHLJIaeMbIX JOKYMeHTOB, Bbl cocTaBuTte

A) cONpOBOAUTENBHOE MUCEMO

b) nucemo-yBenomienue

B) nuceMo-noaTBepxkaeHne

I') noroBopHoe nucerMo

35. Ecain Bam Heo0X0AMMO yBeIOMHUTH OTIIPABHUTE/ISI O MOJTy4eHHH JOKYMEHTOB, Bbl
cocTaBMTe

A) nH(opMaIMOHHOE THCHMO

b) noroBopnoe nucsmo
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B) conpoBoauTensHOE TMCHMO
I') nuceMo-noaTBEpKIEHUE

J171s1 BBIMOSTHEH WS 3aIaHUM BBIJIEISETCS 3 MUHYTHI Ha OJIMH BOIIPOC.

Kimroun IMpaBUJIbHBIX OTBCTOB

Ne Bepusiit Ne Bepnsbiit Ne Bepusbiit

BOIpoOCa OTBET BOIpoca OTBET BOIpOCa OTBET
l. B 13. B 25. A
2. A 14. A 26. I
3. b 15. A 27. B
4. b 16. A 28. I
3. b,B 17. b 29. b
6. B 18. B 30. I
7. B 19. b 31. b
8. B 20. b 32. A
9. I 21. A 33. I
10. B 22. r 34. A
11. A,b,B 23. E 35. I
12. r 24. A

4. OueHoO4YHbIE CPeICTBA VISl IPOBEICHUS IPOMEKYTOYHOM aTTeCTAlMU ¢ ONMCAHUEM
nokasareJieil, KpuTepueB M IIKAJIbI OLIEHUBAHUSA

K omeHounelM cpeacrtsaM — NPOMEXKYTOYHOM — arTecTalliM  OTHOCUTCA — 3a4eT,
Ipeoiaraloluil BOCIpOU3BeieHUE (M3TI0KEHNE) TEOPETUYECKOr0 MaTepuaa o JUCLUIUIMHE.

Kputepuu onieHnBaHus:

- IOJIHOTA OTBETOB;

- CTENEHb OCO3HAHHOCTHU, IOHUMAaHUs U3y4YE€HHOT0;

- 3BIKOBOE O(pOpPMIIEHHE OTBETA — YETKOCTh U MIPABUIIBHOCTh PEYH;

- CTENEHb CAMOCTOATEIbHOCTH BBIIIOJHEHUS IEHCTBUS;

- OCO3HaHHOCTH BBITMOJIHEHUS IEHCTBUS;

- BBINIOJTHEHHE JIEMCTBUI B HE3HAKOMOM CUTyalMM (BBIMOJHEHUE 33JaHUN TBOPUECKOTO

ypoBHs);
- eraTI/IBHOCTB, KOMMYHI/IKaTI/IBHOCTL, KOMIICTCHTHOCTb.

YPOBGHL OCBOCHUA KOMHCTGHHI/Iﬁ OIPEACIICTCA B 3aBUCHUMOCTU OT KpPUTCPUSA
OLCHUBAaHWA PE3yJIbTAaTOB 06yquI/1$[ U JEMOHCTPUPYET YCICITHOCTh OCBOCHHA KOMIICTCHIIMU.

TTokazaremn
OreHuBaeMas
(hopmupoBaHus HaumeHoBaHue TeMbl [Tepeyenb BONpOCOB K 3a4ETy
KOMIIETEHLIUS o
KOMIETCHIU I
OIIK-8 31 Tema 1. OcHOBHBIE 1. OcHoBHBIE ATanbl Pa3BUTHS ACIONPOU3BOJACTBA B Poccun
[TEPMHHBI U TIOHATHS. 2. HopMaTHBHO-METOANYECKOE PEryJIUpOBaHUE AEIONPOU3BOACTBA
OIK-8 - Cuctembr nokymenTanun| 3. [loHATHE U BHIBI TOKYMEHTOB.
CIOCOBHOCTEIO 4.  J10KyMEHTOOOOPOT U JTIOKYMEHTOITOTOKH.
5. Opranmzanus JTOKYMEHTO000pOTa B COBPEMEHHBIX
IpaBUILHO U
OopraHu3anusix.
MOJHO i
6. Peructpanusi TOKyMEHTOB COBPEMEHHBIX OpraHU3alNH.
OTpaxaThb 7. Hogeiimme MH(GOPMAIMOHHBIE TEXHOJIOTHH B
[PE3yJIbTAThI JIEJIONPOU3BOJICTBE.
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mpodeccronan
IbHOU
nesiTeIbHOCTU
B
FOpUINYECKOU
1 MTHOM
MOKyMEHTAIHH

8. CtpykTypa U comep:kaHue JOKYMEHTA.
9. CTpyKTypa 1 XapaKTepUCTHKA TOKYMEHTOIIOTOKOB.
10. DTanbl NPOXOXKICHUS JOKYMEHTOB B OpTaHU3aIUH.
11. TexHonorus 00paboTKH MOCTYHAIOIINX (BXOIAIIHNX),
OTHPABISIEMBIX (MCXOASIINX) U BHYTPEHHUX JOKYMEHTOB.
OIIK-8 31 [Tema 2. IIpaBoBas 12. Ilonsatne wuH(opManyy, HHGOPMAIUS KaK OOBEKT IIPaBOBHIX
OIIK-8 V1 lOCHOBA IOPUANYECKOTO | OTHOLICHHH.
ImeonpomnsBozctea B PO| 13. INpaBoBas mHbOpManus u ee CTPyKTypa.
14. 3akoHOAATeNBCTBO 00 MH(OPMALINH, TPABOBOE PETYINPOBAHUE
JETIOTPOU3BOACTBA.
OIIK-8 31 Tema 3. CocraB u 15. TpebOoBaHMsI K TEKCTY TOKYMEHTA.
OIIK-8 V1 lodopmienue 16. Drambl MOATOTOBKH JOKYMEHTOB.
OIIK-8 Bl [PEKBU3HTOB, 17. OcobeHHOCTH S3bIKa U CTHIIS CIIY’K€OHBIX IOKyMEHTOB.
loGecrieynBaronux 18. IlepeyHn [MOKyMEHTOB C THIIOBHIMH CpPOKaMH XpaHEHHS.
FOPUINYECKYIO CHILY, 3HaueHHWe  TepedyHed W MOPSJOK WX  NPUMEHEHHs B
BHAYMMOCTb JOKYMEHTOB| JIEJIONPONU3BOJICTBE.
B IIETIOIPOU3BOACTBE 19. Dranbl pabOTHl HMCIOJHUTENS C AOKYMEHTOM. TpeOoBaHHs K
00paboTKe MCXOAIIUX TOKYMEHTOB.
OIIK-8 31 Tema 4. Opopmirenne u | 20. OpraHU3allMOHHO-PACTIOPSITUTEIBHBIE JOKYMEHTHI: IOHATHE,
OIIK-8 V1 cocTaBiIeHNE COCTaB, IOpUINUECKast CUIIa.
OIIK-8 Bl lOpraHM3aMOHHO- 21. OcHoBHBIe TpeOoOBaHHS K O(GOPMIICHHIO PACIIOPSIUTEIBHBIX
[pacIIops ANTENBHBIX JTIOKyMEHTOB.
[TOKYMEHTOB 22. TloHsATHe N HAa3HAYEHHE OPTaHU3AINOHHEIX JTOKYMEHTOB.
OIIK-8 31 Tema 5. Opopmmenne u | 23. MHPOPMAITMOHHO-CIIPAaBOYHBIE  JOKYMEHTBHL:  ONpEACICHHE,
OIIK-8 V1 cocTaBieHHE BUJIBI, QYHKIINY.
OIIK-8 Bl mH(pOpMAIOHHO- 24. Cmyxe0OHble THChMa
CIIpaBOYHBIX 25. CrpykTypa, coiep>KaHne U BUIBI IIPOTOKOJIOB.
[TOKyMEHTOB
OIIK-8 31 Tema 6. OCHOBBI 26. ITonsTre n KiaccupuKaius J0KyMEHTOB 110 JITYHOMY COCTaBy.
OIIK-8 V1 [KaJpOBOTO 27. YHu(pUUupoBaHHbIE hopmbl TIePBUYHOM YYETHOM
OIIK-8 Bl IMeTOIPON3BOACTBA JOKyMEHTALlUH TI0 TPYIy H €T0 OIIaTe.
28. OcoOEeHHOCTH TOKYMEHTUPOBAHHUS TPYIOBBIX OTHOIICHHH.
29. OdopmieHHe el MOCTOSIHHOTO, TOJTOBPEMEHHOTO XPAaHCHUS U
0 JINYHOMY COCTaBY
OIIK-8 31 [Tema 7. OcHOBHBIE 30. Peructpauuss u yuyer AOKYMEHTOB. CHUCTEMBI 3JIEKTPOHHOIO
OIIK-8 V1 MPUHIIUITEI OPTaHM3AINK | TOKyMEHT0000poTA.
OITK-8 B1 ITOKyMEHTO000pOTA. 31. ®opmupoBanue aen. Homenknarypa e

IPeructpanus, yuer,
XpaHeHHEe Je

32. [MpuHOATBI
JTIOKyMEHTOB.
33. OpraHusanys perucTpaniy J0KyMEHTOB U ITONCKa HHOPMaIUU
B YCIOBUSX  TpPUMEHEHHs  HOBeHmMX  MHOOPMAIMOHHBIX
TEXHOJIOTHH.

34. OcHoBHBIE TpeOOBaHWS K MOATOTOBKE HeN A INeperadd Ha
apXMBHOE XPAHEHUE

35. OpraHuzanus JTOKYMEHTOOOOpOTa B YCIOBHAX IPUMEHEHHS
HOBEHIINX MH()OPMAIMOHHBIX TEXHOIOTHI.

36. [lopsimok ~ oopmIteHHsI,  COTJIACOBAHMS,
BHEJIPEHUsI HOMEHKJIATyp Jel.

37. OcHoBHBIE TIpaBuiia GOPMUPOBAHUS JICII.
38. XpaHeHHe TOKyMEHTOB B CTPYKTYPHBIX T10JIpa3/IelICHHUSIX.

39. Ilopsiiok cpadu A€l B apXUB CTPYKTYPHBIMU MOJAPA3JCICHUIMUI
YIpeXKIeHHSI.

W TpaBWIa PETUCTPAlMd ¥ HHAEKCHPOBAHHS

YTBEpXKICHUI U

YpoBHHU chOPMHPOBAHHOCTH KOMIIETEH Ui
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[ToBbI1ICHHBINA YPOBEHB

ba3oBelil ypoBeHb

[ToporoBslii ypoBeHb

Henonycrumslii
YPOBEHb

Kommerenmus
cthopmupoBaHa.
HeMoHcTpupyercs
BBICOKHIA YpOBEHb
CaMOCTOSITEIbHOCTH,
BBICOKAst aJlallTHBHOCTh
MPAKTHYECKOTO HABBIKA.

Kommerenmus
cthopmupoBaHa.
HemMoHcTpupyercs
JIOCTAaTOYHBIM  YPOBEHb
CaMOCTOSITETEHOCTH
YCTOMYMBOTO
MPAKTUYECKOTO HABBIKA.

Kommerenmus
chopMupoBaHa.
HeMoHcTpUpyercs
HEJIOCTATOYHBIHN
YPOBEHb
CaMOCTOSTEILHOCTH
MPAKTUYECKOT'0 HABHIKA.

KommereHmus ue
cthopmupoBaHa.
YpoBeHb
CaMOCTOSTEIbLHOCTH
MPaKTUYECKOTO HaBBIKA
HE IEMOHCTPUPYETCH.

[IIkana olleHWBaHUS U ONMCAHKE TIOKA3aTesIei OIICHUBAHMYSI JJIsl 324eTa, C OTIpeACIICHIEM
ypoBHEl CHOPMUPOBAHHOCTH

bunapnas
IIKana
OLIGHUBAHU

Omnucanue Mmoka3aTeNei OleHUBaHUS

YpoBeHb
c(OpPMHPOBAaHHOCTH
KOMITETEHIINH

«3a4YTCHO»

- B TIOJTHOM 00beMe H3JIaraeT y4eOHbIH MaTepHa;

- JIOIyCKaeT HEeCYyNIeCTBEHHbIC OIMIMOKM M HCIPABISIET UX CAMOCTOSATENHHO WM II0CIe
yKa3aHUs Ha HAX IPeroaBaTesieM;

- TPH W3IO0KEHWH TPOHICHHBIX pPa3JeloB IOAYEPKUBAET CYIIECTBEHHBIE IPU3HAKU
H3y4YEHHOTO TPEMeTa;

- BBLICNSIET NPUYHHHO-CIEACTBEHHBIE CBS3H; (OpMyIHpyeT BBIBOJBI M 0000Imaer
MaTepHall.

TToBEIICHHEII

«HE
3a4TCHO»

- HE MOXKET BBIACIUTH CYIIECTBEHHBIE TPU3HAKN H3yYSHHOT'O MPEeIMeTa;

- 3aTpyAHSETCS IPH BBUIBICHHM INPUYNHHO-CIECICTBEHHBIX CBsI3eH M (HOPMYIHMpPOBKE
BEIBOJIOB;

- IpU OTBETaX Ha BOMPOCHI MpENoJaBaTeNs AOMyCKaeT rpyOble OMMOKH MM BOBCE HE
OTBEUAET Ha HHX;

- IEMOHCTPHUPYET HOJIHOE He3HAHNE NPONICHHOTO MaTepHaa.

Henomycrumerit
(KOMITETEHIIUS HE
OCBOCHA)

PN RN

9.
10.
1.

IlepeyeHnb BONIPOCOB K 3a4eTy
OcHOBHBIE 3TaIlbl pa3BUTHS IEIONIPON3BOACTBA B Poccun
HopmartuBHO-MeTOAMUECKOE PEryIMPOBaHUE I€TIONPOU3BOICTBA
[TonsiTHE U BUIIBI TOKYMEHTOB.
JIoKyMeHTOOO0POT U JOKYMEHTOIIOTOKH.
Opranu3zanys JOKyMEHTO000pOTa B COBPEMEHHBIX OpraHU3alHsIX.
Perucrpanus 10KyMEHTOB COBPEMEHHBIX OPraHU3ALHMN.
Hogeiimume nndopmaniioHHble TEXHOJIOTUU B JIEJIONPOU3BOICTBE.
CrtpyKTypa 1 coiepKaHue JOKYMEHTA.
CTpyKTypa 1 XapaKTepUCTHKA TOKYMEHTOIIOTOKOB.
OTansl NPOXOKAEHHS TOKyMEHTOB B OpraHU3al1H.
TexHonorust 06pabOTKN NOCTYNAOMINX (BXOISAIINX ), OTHPABIAEMBIX (MCXOASIINX) U

BHYTPCHHUX NOKYMCHTOB.

12.
13.
14.
15.
16.
17.
18.

[HonsTne nudopmannu, nHGopMalus Kak 00bEKT IPABOBBIX OTHOLICHHI.

[TpaBoBast nH(pOpMaLMS U €€ CTPYKTYpa.

3aKOHOATEIbCTBO 00 MH(OPMAILIMH, IIPABOBOE PErYJINPOBAHUE JEIONPOU3BOICTBA.
TpeboBaHMs K TEKCTY JOKYMEHTA.

Otarnbl NOATOTOBKH JIOKYyMEHTOB.

OCOOEHHOCTH S3bIKa U CTHJIIS CITYKEOHBIX IOKYMEHTOB.

IlepeyHr JOKYMEHTOB C THUIIOBBIMM CPOKAMHM XpAaHEHMsS. 3HAUCHHUE IEepeYHEN H

MOPAAOK UX ITPUMCHCHUS B ACIIONIPONU3BOJACTBE.

19.

Otanbl pabOThl UCIOIHUTENS ¢ JOKYMeHTOM. TpeboBanust k 00paboTKe MCXOAAIIUX

JAOKYMCHTOB.
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cuJia.

20.

21.
22.
23.
24.
25.
26.
27.

CiyxeOHble TUCbMa

oIuIaTe.
28. OcoOeHHOCTH TOKYMEHTUPOBAHUS TPYIOBBIX OTHOIIICHHM.

29. OdopmieHrue pen MOCTOSHHOTO, JOJTOBPEMEHHOTO XPaHEHUS M 10 JUYHOMY
COCTaBy
30. Perucrpanus u yu4er 10KyMeHTOB. CHCTEMBI JIEKTPOHHOTO JJOKYyMEHT0000pOTa.

31. ®opmuposanue nen. Homenknarypa nein.

32. IlpuHOMTBI ¥ IPaBHJIA PETUCTPALIMH U UHJICKCUPOBAHHS JOKYMEHTOB.

33. Opranuszanus perucTpanyu JOKYMEHTOB M IOMCKAa HH(QOpPMALUU B YCIOBHUSIX
NPUMEHEHHS HOBEUIINX HH()OPMAITMOHHBIX TEXHOJIOTHIA.

34. OcHoBHbIE TpeOOBaHUS K MOATOTOBKE /1€ [Vl Iepeiadl Ha apXUBHOE XpaHEHHE

35. Opranuzanus

UH(POPMALIMOHHBIX TEXHOJIOTUH.
36. Topsimok odopmieHHs, COTIACOBAHMS, YTBEPKICHHUS W BHEIPEHUS HOMEHKIATYD

JACII.

JOKYMEHTO000poTa B

OpFaHI/I3aI_[I/IOHHO-paCHOpHI[I/ITCJ'IBHHC JOKYMCEHTBI: IMIOHATHUEC, COCTaB, IOPUIAUYCCKAA

OcHoBHbIe TpeOoBaHUS K 0QOPMIICHUIO PACTIOPSIUTENBHBIX TOKYMEHTOB.
[TonsiTMe M HA3HAUEHUE OPTaHU3AIIMOHHBIX JIOKYMEHTOB.
HudopMalinoHHO-CIIPaBOYHbIE TOKYMEHTBI: ONpeesieHUue, BUIbI, (PYHKIINU.

CrtpykTypa, copepkaHue U BUIbI TPOTOKOJIOB.
[TonsTHe 1 KIaccuuKaus T0KyMEHTOB MO JUYHOMY COCTaBY.
YaubunupoBanueie GOpMbI MEPBUYHON yUETHOM JOKYMEHTALMHU MO TPYAY U €ro

YCIIOBUAX IIPUMCHCHU A HOBEHIITNX

37. OcHOBHBIC MTpaBUIa (HGOPMHUPOBAHHUS JICI.
38. XpaHeHHE JOKYMEHTOB B CTPYKTYPHBIX IO/IPa3/ICIICHUSX.
39. Ilopsaok caauu A€l B apXUB CTPYKTYPHBIMH MOAPA3JIEICHUSIMH YUPEXKICHUS.

3AJAHUA OTKPBITOI'O THIIA, IPEAY CMATPUBAIOIIUE
PA3BEPHYTBIM OTBET OBYUYAIOIIEI'OCA

Bomnpoc

IIpuMepHBIH 0TBET

OcHOBHBIE 3Talbl  pa3BUTHUSA
Jienornpoun3BozicTBa B Poccun

JIBa mepuozaa: 1OpEBOIIOLUOHHBIN U coBeTckuil (1917-
1991). lopeBOMIOLIMOHHBIN: TpU 3Tana — a) MpuKa3zHoe
JIEIOTIPON3BOJICTBO (0) KOJUIEKCKOE JIETOTPOU3BOICTBO
B) MUHUCTEPCKOE JEJIOMPOU3BOICTBO.

2. | HopmaruBHO npaBoBoe | COBOKYIHOCTh 3aKOHOB, HOPMaTUBHO-TIPABOBBIX AKTOB
peryJIupoBaHue U METOJMYECKUX JOKYMEHTOB, PpErNIaMEHTUPYIOIUX
JIEJIONPOU3BO/ICTBA co3iaHue, oOpabOTKy, XpaHEHHS U HCIIOJIb30BAHUSA

JJOKYMEHTOB

3. | Ilonstue u BUABl JOKYMEHTOB | 3adUKcHUpOBaHHass Ha HocuTelne uHpopMalus C
PEKBU3UTAMHU, TIO3BOJISIIOIMME €€ UIEHTH(PHULIUPOBATD.
PykonucHble,  MalIMHONMUCHBIE U  DJIEKTPOHHBIE,
IIPOCTBIE U CJIOXKHBIE, BHEIIHUE U BHYTPEHHHE

4. | IlonsiTue AOKyMEHTOOOOPOT M | JIBI)KEHHE TOKYMEHTOB B OpPraHM3allid C MOMEHTa HX

JOKYMCHTOIIOTOKH.

CO3JaHUs WIIU IOJIYYEHUS 1O 3aBEPLICHUS HUCIIOIHEHUS
WJIY OTIIPABKHU.

COBOKYNHOCTb ~ JTOKyMEHTOB  OJHOTO
Ha3HA4YCHMS, UMEIOIIUX €INHBIA MapIIpyT.

BHUa nimn
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5. | Opranuszanus PazpaGoTka  mpaBwi  JBMXKEHUST M 00pabOTKH
JOKYMEHTO000poTa B | IOKyMEHTOB, B TOM YHCJI€ IOJIy4Y€HHUS, PETUCTpALUHU,
COBPEMEHHBIX OPraHM3alMsIX. | OPraHU3aLUU UCIIOJTHECHHUS.

6. | Perucrpanus nOoKyMeHTOB | IIprcBoeHnEe NOKYMEHTY pPErMCTpAllMOHHOIO HOMEpa |
COBpeMeHHBIX OpraHI/ISaHI/Iﬁ. BHECCHUEC NAaHHBIX O JOKYMEHTC B PETUCTPALIMOHHO-YYCTHYIO

dhopmy.

7. | HoBeilme wuH(popmannoHnuslie | Peanusyrorcs B BUAE MCIOJIB30BaHUS 3JIEKTPOHHOIO
TEXHOJIOTHUH B | TOKyMEHTOO0O0pOTA.

JEJIONPOU3BOJCTBE

8. | Crpykrypa u coxepkaHue | TekcT [OKyMEHTa OTpakaeT OCHOBHOE CMBICIOBOE
JIOKYMEHTA. COJIEp’KaHuE TIOKYMEHTA - YIIPABICHYECKOE PEIICHHUE.

B koHcTaTtHpyromei 4acTh - OCHOBAHHUSI COCTaBJIEHUSA
JOKYMEHTA, BO BTOPOH YacCTH - PEIIEHUS, IPEUI0KCHHUSI

9. | CrpykTypa u XapakTepuctuka | Buyrpu OpraHu3aluu BBIJICIISIIOT BXOJISIIMNN

JIOKYMEHTOIIOTOKOB. JOKYMEHTOIIOTOK, MCXOJAIIMM  JOKYMEHTOIIOTOK H
BHYTpPEHHUH JIOKYMEHTOIIOTOK. O6bem
JIOKYMEHTO000pOTa;
BpeMs IBI)KEHUS JOKYMEHTOB

10. | Dramnbl npoxoxaenus | 1 CocraBnenue u odpopmieHue 10KyMeHTOB. 2 [Ipuem u
JIOKYMEHTOB B OpraHU3allUH. peructpauus. 3 KonTposb 3a ucnoiaHeHueM. 4

[lepenaya B apxus.

11. | Texnonorus obpabotku | [lpuem, perucrpanusi, pacupeieNeHHe BXOISAIINX

HOCTYMAaoUMX  (BXOJAIIUX), | JOKYMEHTOB.

OTIpaBIsieMbIX (MCXOAMX) U | Mcxondiue u BHyTpEHHUE JOKYMEHTBI:

BHYTPEHHUX JJOKYMEHTOB. l. mOAroTOBKA M COIIACOBAaHUE MPOEKTA JOKYMEHTA;
2. MOJMMCAHUE TIPOCKTA;
3. perucrtpanus  JOKyMEHTa M  OTIpaBKa U3
OpraHu3aIyH.

12. | IlonsTue uHpopmanuy, | Madopmarus - cBeneHUs HE3aBUCUMO OT (HOPMBI UX
uHpopMalusgs  Kak  OOBEKT | MpeAcTaBICHUS.

IIPABOBBIX OTHOLICHUH. WNudopmanys MoXKeT SBIATHCS OOBEKTOM MyOIUYHBIX,
I'PaXIaHCKUX U UHBIX MPAaBOBBIX OTHOLLIEHUH.
13. | IlpaBoBas uHpopmamus u ee | [lompaszgensercs  Ha  HOPMATHBHYIO  IPaBOBYIO
CTPYKTYypa. nHOpPMALIMIO W HMHYIO O(UIMAIBHYIO IPaBOBYIO
uHpopmanuto. HopmaTuBHBII  mpaBOBOM  akT -
MMUCbMEHHBIA  O(UIUANbHBIA  JOKYMEHT, IPUHATHIN
[IPaBOTBOPYECKUM OpPraHOM M HalpaBICHHBIA Ha
YCTaHOBJICHUE, U3MEHEHNE WIH OTMEHY IIPaBOBBIX HOPM

14. | 3akOHOIaTEIBCTBO 00 | - @3 «O06 apxuBHOM nene B Poccuiickoii deneparumny;
uHopManuy, npaBoBoe | - @3 «O0 »1eKTPOHHON MOIIMHUCHY;
peryaupoBaHue - ®3 «O6 wuHbopmauuu, UHPOPMALUOHHBIX
JIEJIONPOU3BO/ICTBA. TEXHOJIOTUSX U O 3aIIUTE HHHOPMAIINY;

- @3 «O nepcoOHAIbHBIX JaHHBIXY.

15. | TpeboBanus K TeKCTy | TeKCT JOKyMEHTa OTpa)xacT OCHOBHOE CMBICIOBOE
JTIOKYMEHTA. coJiep’KaHue IOKYMEHTA - YIIPaBJICHYECKOE PEeIICHHUE.

16. | Oramnsl noarotoBku | Pa3paboTka npoekrTa JTOKyMeHTa; COTIacoBaHHe
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JAOKYMCHTOB

IIPOEKTa JOKYMEHTA; IOANUCAHUE TOKYMEHTA;
perucTpanus 10KyMeHTa.

17. HeitTtpaiibHblil TOH, SICHOCTh M TOYHOCTbH H3JI0KCHUS,
OcoOeHHOCTH $3bIKa M CTHJIA | JAKOHUYHOCTh, KPATKOCTh TEKCTA.

CJIy’K€OHBIX JOKYMEHTOB.

18. | Ilepeunu JIOKYMEHTOB ¢ | Onpenensitorcsi Ha ocHoBe llpukasa PocapxuBa «O0
TUIIOBBIMM CPOKaMH XpaHEHM. | yTBepKIAeHUNn IlepeyHs TUNOBBIX yNpaBIEHYECKUX
3HavyeHre TIepevHel U MOPSIOK | apXUBHBIX JIOKYMEHTOB, OOpa3yIOLIMXCS B Ipolecce
ux IIPUMEHEHUS B | J€SITEIbHOCTH T'OCYJAapCTBEHHBIX OpPraHOB, OpPraHoOB
JIEJIONIPOU3BO/ICTBE. MECTHOTO  CaMOYIpaBJIEHWS W  OpraHu3auui, c

YKa3aHHEM CPOKOB MX XPaHEHMsD)

19. | Dramnbl paboThl UCTIONHUTENS € | 1. MOATOTOBKA MPOEKTA JOKYMEHTA,
nokymeHToM. TpebGoBanust K | 2. odopmieHue ©  cOIIacoBaHWE (BU3WPOBAHUE)
obpaboTke UCXOJSIINX | TPOCKTA;

JIOKYMEHTOB. 3. moanMcaHue MpoeKTa;
4. peructpanus JOKyMEHTa;
5. oTHpaBKa U3 OpraHU3alMH.

20. | Opranu3anoHHO- Opranu3alvoOHHO-PACIIOPAIUTENbHBIE JOKYMEHTHl — B
pacropsauTeIbHbIe KOTOPBIX (PUKCUPYIOT pElIeHHs] aJMUHHCTPATUBHBIX U
JIOKYMEHTBI: TOHSATHE, COCTaB, | OPraHU3alMOHHBIX BOIPOCOB.

FOpUIAYECKAs CUJIA. I'pynmier OP/I:
1. Opranun3anuoHHbI€ (YCTaBbl, T0JI0KEHNS);
2. PacnopsinutenbHble (IPUKa3bl, PACIOPSKEHMS);
3. nH}OPMALMOHHO-CIIPABOYHbIE (THChMA, IPOTOKOJIbI)
4. NOKYMEHTBI 10 JUYHOMY COCTaBY MPEIIPUSATHUS;
5. JOKYMEHTBI IPEeNPUHUMATEIBCKOM 1€TENbHOCTH.

21. | OcHoBHble  TpeOoBanust K | OcHoBHble TpebGoBaHuss — B [OCT «Cucrema
0 OpMIIEHHIO CTaHIapTOB 10 uHpopManuu, OUOIMOTEYHOMY H
pacopsAUTEIbHBIX U3/1aTENbCKOMY Jely. OpranuzannoHHO-
JIOKYMEHTOB. pacnopsauTenpHas  JOKyMeHTanus. TpeOoBaHus K

0(hOpMIICHHIO TOKYMEHTOBY

22. | llousitue u Ha3zHayeHue | JJoKkyMeHTHI, CO3/1aBacMbIe B npouecce
OpraHU3alMOHHBIX OpraHHU3alMOHHON JESITEIBHOCTH OpraHM3allH,
JIOKYMEHTOB. oTpeesone coJiep)KaHue JeSITeIbHOCTH

OpraHM3allMM W €€ CTPYKTYPHBIX MOApPa3AeIcHUMH,
CTPYKTYpPY, IUTATHYIO YUCIEHHOCTh PAOOTHUKOB.

23. | UudopmannonHo-cipaBouHble | JIOKyMEeHTBI,  INpeAHa3HAuY€HHble s [epeaayvu
JIOKYMEHTBI: orpejiesieHue, | HH(popMaIMK OT OJHOTO ajpecara K Apyromy Jubo s
BUJIbI, QYHKIUH. ¢ukcauun Kakux-1M00 cBeneHUud. AKT, 3asBICHHE,

3anucku, CiryskebHble mucbma, [IpoTokod.
24. | Cny>xe0HbIE TUCbMa JIOKYMEHTBI, CITy)Kallli€ CPEeICTBOM OOILEHUS MEXIY
opraHMsanusamMu, dacTHbiMM  Jjunamu.  Copepxar
KpaTKyI0 UCTOPHUIO BOMPOCA, 3aTEM CYILECTBO BOIPOCa,
JI0Ka3aTeNbCcTBA, 00OCHOBAHUS, TPEVIOKEHUSI.

25. | Ctpyktypa, conaepxkanue U | OTpaxkaeT IEATEIbHOCTh MO COBMECTHOMY HPUHSTHIO

BHUJBI ITPOTOKOJIOB.

pCIICHUI KOJUICTHAJIbHBIM OpPraHOM WJIM  TPYIION
PabOTHHKOB.
O0s3arenbHOE

IIPOTOKOJIMPOBAHUC 3aCCaaHusA
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IIOCTOAHHO ,I[CI\/'ICTBYIOH_[I/IX n
KOJUICTUAJIBHBIX OPraHOB.

BPEMCHHBIX

26. | Ilonstne w xnaccudukanus | Kinaccudumupyror Ha 4eThIpe TPYIIIbL:
JOKYMEHTOB 10  JIMYHOMY | - 10 KOMIIJIEKTOBAaHUIO IIEPCOHANIA;
COCTaBy. - 10 MTPOJBM>KEHUIO ITEPCOHAIA 110 CIIykKO0e;
- 110 BBIMIOJHEHUIO TPeOOBaHUH TPYAOBON TUCHUILINHEI,
- 10 NPEKPAILEHUIO TPYJOBOIO JOr0OBOpa.
27. | YaudumupoBauusie  (opmel | K ocHOBHBIM (hopmam OTHOCSTCS:
MIePBUYHOM yuetHol | [Ipukas o mpueme Ha paboTy
JOKYMEHTAIlUH 10 Tpyny U ero | JInunas kaprouka pabOTHUKA
oIuIaTe. [raTHOE pacnucanue
IIpukasel no kagpam
TaGenp yuera paGouero BpeMEHM M pacyeTa OILIaThl
TpyJa U Ipyrue.

28. | Ocobennoctu JIOKyMEHTBl CO3/1al0TCsi NpU  O(OPMIIEHUH TIpHEMA,
JIOKYMEHTHUPOBAHUS TPYAOBBIX | YBOJIbHEHMsI, IEPEMEIICHMS, TIPEOCTABICHUS OTIIYCKa,
OTHOLICHUH. OoUpeHus. JJOKyMEHTHI 10 TMYHOMY COCTaBYy BEXYTCA

C MOMEHTA NOCTYIUIEHUs paOOTHUKA HA MpPENNpUITHE U
XPaHATCS OCJIE YBOJIBHEHUsSI YCTAHOBJICHHBIN CPOK.

29. | Odopmiienue Jen | Drtarnbl MOJATOTOBKHU JIET: CHUCTeMaTH3alus JOKYMEHTOB
IIOCTOSIHHOTO, II0 JaTe MOAIMCAHMS, CKBO3HAs HYMEpalMIO JIMCTOB
JIOJITOBPEMEHHOI'O XpAaHEHUS U | ena; OQOpMIICHHE JIMCTa-3aBEPUTENS; COCTABIICHUE
110 IMYHOMY COCTaBY BHYTpPEHHEHN ONucH Jiei1a; ohopMiieHUe 00JI0KKHU Aea.

30. | Perucrpanus u yuer | Peructpanuss 1oKymMeHTa — 3TO 3alMCh YYETHBIX
JIOKYMEHTOB. CucteMmsl | 1aHHBIX O JOKyMEHTE€ II0 YCTaHOBJIEHHOH (opme,
AIIEKTPOHHOTO ¢bukcupyromas ¢GakT MONy4YeHHs. TakuMm oOpa3oMm
JIOKYMEHTO000pOTa. ¢bukcupyercs GakT co3qaHus AOKYMEHTA, OTIIPaBICHUS

WIM TOJIyYEHUs, YTO U MPHUAAET €My HOPUIUYECKYIO
CHILy.

31. | ®opmupoBanue nen. | I'pynnupoBaHne MCIIONHEHHBIX JTOKYMEHTOB B JIENIO B

Howmenknarypa aei. COOTBETCTBUM C HOMEHKJIATYpOU J1€]1 U CUCTEMaTU3aLNs
JIOKYMEHTOB BHYTpH Ji€jIa.
CucreMaTU3MPOBAHHBIN NEpEUYeHb HAaUMEHOBAHWN [El,
3aBOJUMBIX B OpraHM3alllM, C yKa3aHUEM CPOKOB HX
XpaHeHUs, 0hOPMIICHHBIN B YCTAaHOBJICHHOM IMOPSKE.

32. | IlpuHuMIIEI " npaswia | [IpuHIUIBL OJHOKPAaTHOCTh, MHIEKCALUS TOKYMEHTOB,
peructpauu U | pa3fesieHue perucTpalvy Ha TPYIIbl, HCIOIb30BaHHE
WHJCKCUPOBAaHU JOKYMEHTOB. | CIIPAaBOYHBIX MaTEPUAsOB.

WNHpekc TOKyMEeHTa COCTOMT M3 IOPSIIKOBOIO HOMEpa
JNOKYMEHTA, KOTOPBII [JOMOJNHSIETCS HWHAEKCAMH 110
HOMEHKJIAType Jell.

33. | Opranuzanus peructpaumu | Peructpauna gokymentoB B COJl  mpoucxoaut
JIOKYMEHTOB U MOMCKA | MO3TAMHO: JIOKYMEHT IOCTymaeT B 0a3y JaHHBIX,
uHpOpMallUM B YCJOBHAX | BBIOMpaeTcs HYXHbBIM IIa0JIOH  perucTpalioOHHOM
IIPUMEHEHUS HOBEHIIMX | KAPTOYKHU; IPOBEpPKa NpaBWIbHOCTH 3anoiaHeHus PKK
UH(POPMALIMOHHBIX U KOPPEKTHOCTH DJEKTPOHHOW TIOANMCH; IPOBEpKA
TEXHOJIOTHH. HOMepa M JIaThl.

34. | OcHoBHble  TpeOoBaHMA K | 3aBepeHHbIE Jeja TMOCTOSHHOTO M JIOJTOBPEMEHHOTO,
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MOATOTOBKE JIeJ JUISI TIepeadun
Ha apXUBHOE XpPAHEHUE

cepime 10 jer, XpaHeHHs NOAJEKAT 00S3aTEILHOMY
JOTIOTHUTEIBHOMY O(OPMJICHHIO U  ONHCAHUIO B
CIIeUaTbHBIX YYEeTHBIX (popMax B COOTBETCTBUHU C
TpeOoBaHUSIMU APXUBHOMU CITy:KObI PD.

35. | Opranuzauus Haunbonee  mepcrneKTUBHOW  SIBISETCA  CHCTEMa
JIOKyMEHTO000pOTa B | DJIGKTPOHHOTO JIOKyMEHTOO0O0pOTa (CO1) —
YCIIOBHSIX MIPUMEHEHHUS | aBTOMaTU3UPOBAHHAS MHOT'OII0JIb30BaTENbCKAS
HOBEHIINX WHGOPMAIIMOHHBIX | CUCTEMa, COINPOBOXK/AAIOMIAs IPOLECC YNpaBICHUS
TEXHOJIOTH. paboToif MepapXWYEeCKOW OpraHM3alMd C  IENBI0

oOecrieyeHrsl BBIMIOJHEHHUS ATOM OpraHM3alueil CBOUX
GhyHKIMA.

36. | [lopsook opopmiieHus, | PazpabaTeiBacTCs Ha OCHOBE THITOBBIX WJIM TPUMEPHBIX
COIJIACOBAHUS, YTBEPIKJACHUS U | HOMEHKIATYD; ONpPENENAeTCs CTPyKTypa (pasiensl) U
BHEIAPEHNUSA HOMEHKIATYp JEIl. NnepeUYCHb €I B HOMEHKIIATYpE, HUX HHIACKCHI U CPOKHU

XpaHCHHA; YTBCPKACHUC HOMCHKIIATYPhI.

37. | OcHOBHBIE npaBwia | OCHOBHBIC TpeOOBaHUS K ()OPMUPOBAHUIO JIEIT:

dbopMupoBaHUs Il - JIOKYMEHTBI TOCTOSIHHOTO M BPEMEHHOTO XpaHEHUS
TPYIIUPYIOT B OT/ACIBHBIC JIETIa;
- B JIel0 BKJIIOYAETCA OJUH OK3EMIUIApP KaXIOoro
JIOKYMEHTA;
- IOKyMEHTBI OJJHOTO KaJICHAAPHOTO rojia

38. | XpaneHue  JOKyMEHTOB B | [lenonpou3BoacTBEHHOE XpaHeHue JIOKyMEHTOB
CTPYKTYPHBIX OpraHM3alliil HayMHAeTCs C MOMEHTa 3aBepIICHUS
MoApa3ieICHUsIX. paboTel ¢ HEMH. JJOKYMEHT ¢ OTMETKOM 00 UCTIOTHEHUH

Y HampaBleHUH B J€J0 MOJIIMBAIOT B JIEJNO, IOCIe
OKOHYAHMS CPOKA XPaHEHUS] — YHUUTOXKAIOT
39. | [lopsamox cmaum nen B apxuB | OcymiecTBisieTcss MO TrpapuKy W MPOBOJUTCS IO

CTPYKTYPHBIMHU
NOpa3AeICHUAMU
YUPEKICHUS.

OIIHCAM, COCTaBJICHHBIM B
noaApa3ACIICHUAX.

CTPYKTYPHBIX
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JIMCT y4yeTa u3MeHeHuil

HwxHMIT KOIOHTHTYJI OIEHOYHBIX MATEPUATIOB COJACPKHUT YKa3aHHs HA HOMEpP U JaTy
Bepcuu gokymenTa (Hampumep, Bepcus 1.0 ot 12.2020 1.).

AxTyanuzanusi (HENOCPEICTBEHHOE BHECEHHWE M3MEHEHMI) TeKCcTa (Y4acTh TEeKCTa) Ha
10001 M3 CTpPaHMIl OLIEHOYHBIX MaTEpPHaOB OCYLIECTBIIETCS IyTEM 3aMEHbI BCEU CTpPaHUIIBL.
COOTBETCTBEHHO U3MEHSETCS HOMEP U J]aTa BEPCUU COOTBETCTBYIOIIEH CTPAHUIIBI.

Nudopmanusi BHECEHMM HW3MEHEHUH (3aMeHEe JIMCTOB) BHOcHUTCS B Tabnuiy yuera
u3MeHeHuH. JlaTa mocnenHel Bepcun XapakTepu3yeT COBPEMEHHOCTh BCETO IOKYMEHTA.

Boimyck HOBOM penakiuMu [JOKYMEHTa B3aMeH MpeAblAyLIeHl OCyIIecTBIsSeTCs Mpu
HaKOIUIeHUU u3MeHeHu# 6omee 20 % ot oObemMa 00IIero coepKaHus JOKyMEHTA.

Tabuuna yyera u3aMeHeHU

Crp. Hara Ne u nata noxymeHrTa, [ara [Monnuce
MOCJIETHEN | PEerIaMeHTUPYIOIIETO BHECEHUE BHECEHMS VCITOJIHUTEJIS
BEPCUU W3MEHEHUH W3MEHEHUH




