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1. OPTAHU3AIIMOHHO-METOANYECKHUE IMOJIOKEHUSA

1.1 leas npenogaBaHust AU CHMIIJINHbI

dopMUpoBaHHE y OOYYarOIIMXCS 3HAHUM, YMEHHM, HABBIKOB U
KOMITETEHIIMH, HEOOXOAUMBIX IS YCHEHHOW mpodeCcCHOHATbLHOM
MOATOTOBKH CIICIIUAJIUCTOB, OTBEYAIOIIUX COBPEMEHHBIM
KBaJIM(UKALIMOHHBIM TpeOOBaHUAM, 00JIaar0uX 0a30BbIMU 3HAHUSIMHU
o crnenuduke IeT0MPOU3BOICTBA U 00ECIICUEHUS PEKUMA CEKPETHOCTH
B ONEPATUBHO-PO3BICKHOM JIESITEIbHOCTH.

1.2 3apaum u3y4yeHusi JUCHUTLIMHbBI

1. ®opmupoBanue 3HaHUK O TMpaBWwiIax pa3pabOTKu U
ohOopMIICHHUS IOPUAUIECKUX U CIYKEOHBIX TOKYMEHTOB.

2. ®opMupoBaHue 3HaHUN O cHocob0ax JIOKYMEHTAIlMOHHOTO
CONIPOBOXKJICHUS BBISIBIICHUS KOHTHUHIEHTA, B npeaenax
TEPPUTOPUAIBHBIX MOJHOMOYUM OT/ENa MOJULMU, B LEISAX BBISBICHUS
JIUI, BEAYLIUX aMOpaJibHbIM 00pa3 >KM3HMU, CKJIOHHBIX K COBEPIICHUIO
MPOTUBOIPABHBIX JIEIHUH, BOBJICKAIOUIUX HECOBEPIICHHOIETHUX B
MPECTYIHYIO U UHYIO MPOTUBOIPABHYIO AEATEILHOCTD.

3. ®opMHUpPOBAHUE HaBBIKOB MIPUMEHEHUSA TpeOOBaHU I
HOPMATUBHBIX MPABOBBIX aKTOB B OOJIACTH 3aAIUTHI TOCYIApPCTBEHHOM
TafHbI 1 UHHOPMAITMOHHON 0€30MacHOCTH.

4. ®opMHUpOBaHUE HABBIKOB 00ECTeUEeHUS COOJIIOJCHUS peKUMa

CEKPETHOCTH.
5. logroToBKa K  OCYHIIECTBIACHHIO  MIPodeCCHOHATBLHOU
NEeATEIbHOCTH o npodunakTuKe aIMUHHUCTPATUBHBIX

MPAaBOHAPYIICHUN U MIPECTYIIICHUM.

Ilepeyenb KOMIIETEHI MU, KOTOPbIEe (OPMUPYET AUCHMIIJINHA:

IIK-7.1 - aHanu3upyeT KOHTUHIEHT, B MPEAeIax TEPPUTOPUATIbHBIX
MMOJTHOMOYMK OTAENa MOJUIMK, B LENAX BBISBICHUS JIMI, BEIYIIUX
aMopajbHbIA ~ 00pa3  KU3HU,  CKIOHHBIX K  COBEPILICHUIO
MPOTUBOIIPABHBIX JESIHUM, BOBJIEKAIONIUX HECOBEPIICHHOIETHUX B
MPECTYIHYIO U UHYIO0 IPOTUBOIPABHYIO JEATEIbHOCTb;

[IK-7.2 - oOCylmecTBAsieT OpPraHU3alHi0 JACATEIBHOCTH MO
npoQuIaKTUKE aAMUHHUCTPATUBHBIX PAaBOHAPYIIECHUM "
MPECTYIUIEHUM;

[IK-7.3 - mnpuMeHseT aIMHUHUCTPATUBHO-IIPABOBBIE CPEACTBA,

HaIIPABJICHHbBIC Ha npopUIaKTUKY aIMUHUCTPATUBHBIX



MIPABOHAPYIIEHUN U IPECTYILICHUM;

2. O0beM IMCHUIIMHBI U BUBI y4eOHOM padoThI

OO0beM JUCIUIUIMHBL M BUALI y4€OHOU pabOThl OMpPEACIICHBI
y4eOHBIM TJIAHOM HaIlpaBJICHUS MOATOTOBKH (cneruanbHocTh) 40.05.02
[IpaBooxpaHuTeNnbHasT JI€SITEILHOCTh, HAMNPABICHHOCTh (MPOdUIib,
crenunanuzamus) «OneparuBHO-PO3bICKHAS JEITEILHOCTDY.

Pacnipenenenue 4acoB mo TemMaM JIEKIHMOHHBIX (MIPAKTHUYECKHUX,
CEeMHUHAPCKHUX, Ja00pPaTOPHBIX) 3aHITUH M CaMOCTOSTEIHHONW PaOOTHI
CTYJEHTOB MpeCTaBICHO B Tabmule 1.

Tabmuna 1 — ConepxaHue TUCHMIUIMHBL U €€ TPYAOEMKOCTD (11
O4YHOU (POpMBI 0OyUEHUSI)

BI1 POBOIMOTO CamocrosdrenbHa
Ne 3aHITHS % paboTa
/o HanmMmenoBanue TeMbl (KOJII/I‘-ICCTBO ‘—IaCOB) CTyaACHTa
(oOBeM B yacax)
JICK. 71a6. | mp.
IIpeamer, 3anaum u cucrema 6
JTUCITUTIINHBI:
1 | «/leaonpou3BOACTBO U PEKUM 2 0 4
CEKPETHOCTHU B ONIEPATUBHO-
PO3BICKHOU AEATEILHOCTH
5 HcTopust opranuzanuu 5 0 4 5.9
JEeJIONPOU3BOACTBA B Poccum
[ToHsiTHE ¥ BUABI CITyKEOHBIX 6
3 | IOKYMEHTOB B OpraHax 2 0 4
BHYTPEHHUX JIEJ
[IpaBuna moaAroToBKH 1 6
4 ohopMIICHUS OTJASIbHBIX ) 0 4
JIOKYMEHTOB B TTOAPa3ICICHUSIX
MOTUINH (JOKYMEHTUPOBAHUE)
[Topsimok oOpalieHust JOKyMEHTOB 6
S | B OpraHax BHYTPEHHUX JEIT 4 0 8
(TOKyMEHTOOOOPOT)
KoHnTtposb ucrionnenus 6
6 TOKyMeHTOB. [lopsmok 5 0 4
PacCMOTPEHUS B OpraHax
BHYTPEHHUX JIeJI OOpalieHuit




rpaxkjaaH
7 Ilepenada TOKyMEHTOB B apXUBBI. ) 0 4 6
DKCIepTU3a U YHUUTOKEHUE I
OcyecTBiieHne padoT ¢ 6
8 | IOKyMEHTaMH OTPAHUYEHHOTO 2 0 4
pacnopoCTpaHEHUs
ITonsTHe, 3HaYEHKE U TPABOBOE 6
g | PeryMpoBanue pexunma ) 0 4
CEKPETHOCTHU B ONIEPATUBHO-
PO3BICKHOU AEATEILHOCTH
HNUTOTI'O 3a cemecTp 18 0 | 36 53,9
dopma KOHTPOJIA 3auer
BCEI'O no nucouiuinae 108 yaca / 33E

3. MeToau4yecKkue peKOMeHIaluu
10 OPraHU3ANMU U3YYEeHUS T CUUIIIHHbBI

B pamkax u3ydeHus JUCIUILINHBI «/[eI0npOon3BOACTBO U PEXKUM
CEKPETHOCTH B  OINEPATUBHO-PO3BICKHOW  NESITENBHOCTH»  paboTa
CTYJICHTOB OpPraHU3yeTCs B clienyronmx GopMmax:

- paboTa ¢ KOHCIEKTOM JICKIIUI U JIOTIOJHUTEIBHON TUTEpaTypoit
10 TEMaM Kypca;

- UI3y4YE€HUE BOIMPOCOB, BBIHOCUMBIX 34 PaMKH JICKIIMOHHBIX
3aHATUN (JIUCKYCCUOHHBIE BOIIPOCHI JIJIS JIOMIOJHUTEIIBHOTO U3yUYCHUS);

- MOJIFOTOBKA K MPAKTUYECKOMY 3aHSTHIO;

- BBIMIOJIHEHUE TPYNIOBBIX W HUHAUBUAYAJIbHBIX JIOMAIIHUX
3aJlaHU, B TOM YHCJIE: TTPOBEJCHUE COOECEIOBAHUS MO TEME JICKIUH;
MOATrOTOBKA KPAaTKOro JOKjIana (pe3roMe, 3Cce) MO TEeME 3aHATHS U
pa3paboTka MyJIbTUMEAUNHONW TMPE3EHTAlMM K HEMY; BBINOJHEHUE
MPAaKTUYECKUX  3aJaHui  (pelmieHue  3ajad);  MOArOTOBKAa K
TECTUPOBAHUIO;

- CAMOKOHTOPOJIb.

PexoMeHIyeMbIii HWIKE PEXKHM CaMOCTOSTEILHOW PpaldOThI
MO3BOJIUT CTYJIEHTaM TJyOOKO pa3o0paTbCsi BO BCEX H3YYaeMbIX
BOIPOCAaX, AKTUBHO YyYacTBOBaTh B JHUCKYCCHSX Ha MPAKTUYECKHUX
3aHATHSX U B KOHEYHOM UTOIE YCIEIIHO CIaTh 3K3aMEH MO JUCIUILIAHE




«/J1enonpon3BOJCTBO U PEKUM CEKPETHOCTH B ONEPATUBHO-PO3BICKHOM
TESTETbHOCTI.

Jlexyus aBnsiercss (QyHIaMEHTAIbHBIM HCTOYHUKOM 3HAHUN U
JOJKHA ~ CIOCOOCTBOBaTh  INTyOOKOMY — YCBOCHHIO — MaTepuana,
aKTUBU3UPOBATH MHTEPEC CTYJICHTA K U3y4aeMOM AUCIUTIIINHE.

PaboTy ¢ KOHCHEKTOM JIEKIMI 1eIecO000pa3HO MPOBOJIUTH
HEMOCPEJICTBEHHO Tocie e€ mnpociaymuBanuss. OHa mpeamnosaraet
NepeYnThIBAHNE KOHCIIEKTAa, BHECEHHWE B HEro, Mo He0OXOIUMOCTH,
YTOYHEHUH, IONOJHEHUW, PA3bSICHEHUN U U3MEHEHN. O3HAKOMIICHUE C
JOTMOJHUTEILHOM JIUTEPATypol 10 TeMme, IpoBeaeHue 0030pa MHEHUM
APYTUX YYEHHBIX MO wu3ydaemor TeMe. HeoOxoaumbiM sBIsSIETCS
ryOOKO€ OCBOCHUE COJIEpKaHUs JIEKI[MU U CBOOOJHOE BJIAJCHUE UM, B
TOM 4YHCJI€ WCIOJIb30BAHHOW B HEH TEPMHHOJIOTUU (TIOHSTHUI),
KaTeropuid M 3aKOHOB (TJIOCCApUl K KaXKJIOW TEME COJECPKHUTCA B
HACTOSIINX METOJUYECKUX yKazaHusx). CTylIeHTy pEeKOMEHAYETCsl He
OTPAaHUYMBATHCS TPU U3YUYEHUH TEMBbI TOJBKO KOHCIIEKTOM JICKIIUHI WU
OJIHUM YYEOHUKOM; HEOOXOJIUMO HE TOJbKO KOHCIEKTUPOBATH JICKIIHUH,
HO W YWUTaTh JOMOJHUTEIbHYIO JIUTEPATYpPy, M3ydaTh METOJMYECKUE
pEKOMEHIalNM, U3/1aBaeMble Kadeapon.

B cBsa3um ¢ OonpliiM  00bEMOM HM3y4aeMoOro MaTepuala,
MHTEPECOM  KOTOPBII OH  TPEJCTaBIsieT JJIsi  COBPEMEHHOIO
00pa30BaHHOTO YeJOBEKa, HEKOTOPhIE BOMPOCHI BBIHOCATCS 3a PaMKH
Jexkuuil. U3zyuenue 6onpocos, BbIHOCUMBIX 34 PAMKU JIeKYUOHHbLIX
3anamuti (IUCKYCCUOHHBIX BOIPOCOB), MPEANOJIAraeT CaMOCTOSTEIHHOE
U3yYeHUE  CTyJACHTaMU  JOMOJHUTEILHOM  JHUTEpaTypel U €€
KOHCTIEKTHPOBAHHUE 110 ATUM BOIIPOCaM.

B xonme npakmuueckux 3amamui TPOBOJUTCS PpPa3bICHEHUE
TEOPETUUYECKUX TMOJIOKEHUN Kypca, YTOUHEHMS] MEXIAUCIUIUTMHAPHBIX
CBSI3EH.

Iloocomosxka K  npakmuyeckomy 3aHAmMul0  TPEAINoJiaraet
OOJIBIIIYIO CAMOCTOATENIbHYIO Pa0OTy M BKIIIOUAET B CEO:

- 3HAKOMCTBO C IUIAHOM 3aHATUS M MOJA0Op MaTepuana K HeMy IO
yKa3aHHBIM UCTOYHMKAM (KOHCIIEKT JICKIIMH, OCHOBHAs, CIIPABOYHAS U
JOTOJHUTENbHAS IUTEpaTypa, dIEKTPOHHbIE U HTepHET-pecypchl);

- 3alIOMUHAHKE MOJOOPAHHOTO MO MJIaHy MaTepuaa;

- OCBOCHUE TEPMHUHOB, MIEPEUNCIICHHBIX B TJIOCCAPUH;

- OTBETHI Ha BOIPOCHI, TPUBEJICHHBIC K KAXK0N TEME;



- 00lyMbIBaHME  BOMPOCOB ISl  OOCYXKJICHHUS;  BBIABUKCHUE
COOCTBEHHBIX BapHaHTOB OTBETA;

- BBITIOJIHECHUE 3aJ]aHU MPETOo1aBaTelI .

- MOJICOTOBKA (BBIOOPOYHO) MHUBUYATbHBIX 3aJIaHUM.

3amanus, NPUBEICHHBIC B TUIAHAX 3aHSITUH, BBHIMOJIHSAIOTCS BCEMU
CTyJICHTaMH B 00513aTEILHOM MOPSJIKE.

Boinonnenue epynnosoix u uHOUBUOYAIbHBIX OOMAWHUX 3A0AHUL
ABISIETCS 00s3aTeIbHONM (DOPMO CaMOCTOSTETLHONW PAa0OThI CTYICHTOB.
[To nuctunauHe «Jlenonpou3BOACTBO U PEXKUM CEKPETHOCTU B
OTEPaTUBHO-PO3BICKHOM NEATEIIbHOCTH OHa npeamnoiaraet
MOJIFOTOBKY MHAWBUIYAIbHBIX WJIM TPYNNOBBIX (Ha YCMOTPEHHE
MpernojiaBaTesis) JA0KIaa0B (cooOIiieHuii, pedeparoB, Icce, TBOPUESCKHUX
3a/1aHU) HA CEMUHAPCKUX 3aHITUAX U Pa3pabOTKy MYIbTUMEIUNHON
MPE3CHTAIMU K HEMY.

Jloxna0 — TPOAYKT CaMOCTOSTENBbHOW palbOThl CTYACHTA,
MPEACTABIISIIONINN COO0M MyOJIMYHOE BHICTYIJIEHUE IO MPEICTABICHUIO
MOJIYYEHHBIX ~ PE3YJIbTaTOB  PEIICHUS  OMNpeJeJeHHOM  ydeOHo-
MPAKTUYECKON, YUEOHO-UCCIEA0BATEIHCKON UM HAYyYHOUM TEMBI.

Jcce  —  CpPENCTBO,  MO3BOJSIIONICE  OLICEHUTh  YMEHUE
oOydaronierocs MUCbMEHHO H3JIarath CyTh IMOCTABJICHHOW MPOOIEMBI,
CaMOCTOSITEIbHO TPOBOAUTH aAHAIN3 MPOOJIEMBbl C UCIIOJIb30BaHUEM
KOHIENIUA MU aHAIUTHYECKOTO HHCTPYMEHTAapHsi COOTBETCTBYIOIICH
JTUCUUILIMHBI, JAeNaTh BBIBOJbI, 0000IIAIONIE aBTOPCKYIO MO3UIIUIO TI0
MIOCTaBJICHHON MpoobJieMe.

Pegepam — mnpomykT camoCTOSTEIBLHONW pabOThI CTYACHTA,
MPEACTABISIIOMNN CO00N KpaTKoe H3JI0KeHHE B IHCHbMEHHOM BHJIC
MOJIYYCHHBIX PE3YJIbTaTOB TEOPETUUYECKOIO aHaIu3a OINpeeICHHOU
HayyHOU (y4eOHO-UCCIIEI0BATENbCKON) TEMBbI, TJ€ aBTOP PACKPHIBACT
CYThb HCCIeAyeMoi mpoOIeMbl, MPUBOAUT Pa3IMYHbIE TOUKU 3PEHUS, a
TaKXe COOCTBEHHBIC B3IVISA/Ibl HA HEE, MPUBOJUT CIIUCOK MCIOJIb3YEMbBIX
HMCTOYHHUKOB.

Tsopueckoe 3a0aHue — YaCTUYHO PEIJIaMEHTHPOBAHHOE 3a/IaHHUE,
MMEIOIee HECTAHAAPTHOE PEIICHUE U MO3BOJISIONIEE JUArHOCTUPOBATh
yYMEHUA, UHTErpUpPOBATH 3HAHUS pa3IUYHBIX oOnacTei,
apryMEHTHUPOBaTh COOCTBEHHYIO TOUKY 3peHUsl. MOXKET BBIMOIHATHCS B
WHJIUBUyaTbHOM MOPSJIKE I TPYIIION 00yUYaronuxcs.



[IpenonaBatens cam (GopMUpYET 3aJJaHUE WU CTYJCHTHl UMEIOT
BO3MOKHOCTh CaMOCTOSITEIbHO BBIOpaTh OJHY U3 MPEANoiaraeMbIX
MpernojiaBaTeieM TEM U BBICTYIIUTh HA CEMUHAPCKOM 3aHsATUM. Jloknan
(pe3toMe, Bcce M TA.) Kak ¢opMa CcaMOCTOSTEIbHOM ydeOHOMH
JESTEILHOCTH CTYJIEHTOB TMPEJCTaBISIET COOOM pacCyKIeHue Ha
ONPECICHHYI0O TEMY Ha OCHOBE 0030pa HECKOJBbKHUX HMCTOYHUKOB B
HEeNsAX JI0Ka3aTeJbCTBA WM OIMPOBEPKEHUS KAKOro-aubo Te3uca.
Nudopmanisi MCTOYHUKOB  HMCHOJIB3YETCS Il apryMeHTalluH,
WUIIOCTPAlMM M T.J. CBOMX MbICiHen. llenp Hamucanuss Takoro
paccyxJeHus He AyOJIMpoBaHUE UMEIOIIEHCS JTUTEPATyPhl HA 3TY TEMY,
a TOArOTOBKA CTYJIEHTOB K IPOBEACHUIO COOCTBEHHOTO HAy4YHOTO
UCCIIC/IOBAHUSA, K TMPABUIBHOMY OG(OPMIICHHIO €ro OINHCaHus B
COOTBETCTBUU C TPEOOBAHUSAMU.

PaGota cTymeHTOB 10 TIOATOTOBKE JOKiama (cooOIeHus,
pedepaToB, 3cce, TBOPUECKUX 3aJaHUM) 3aKIIOYACTCA B CICAYIOLIEM:
no00p HAy4YHOU JuTepaTryphl 1O BBIOpaHHON Teme; pabora cC
auTeparypoi, otrbop uHPOpPMALUKM, KOTOpas COOTBETCTBYET TeME U
IIOMOTaeT JIoKa3aTh TE3MChI; aHalU3 MPoOJeMbl, (HAKTOB, SBIICHUN;
cucTeMaTusalus U 0000IIeHHE JaHHBIX, (OPMYJIUPOBKA BHIBOJIOB;
OIICHKA TEOPETUYECKOTO U MPAKTUUYECKOTO 3HAYCHUS pacCMaTpUBAEMOM
Mpo0JIEeMbl; apryMEHTAIlMs CBOETO MHEHHsS, OIIEHOK, BBIBOJOB,
NpEeAJIOKEHN;  BBICTpAWBaHUE  JIOTUKM  M3JIOKEHMS;  yKa3aHUe
UCTOYHUKOB HWH(OpMAIMK, aBTOPOB U3JIara€MbIX TOYEK 3pPECHHUS;
npaBwibHOE O(opmiieHHE padOThl (CCHUIKH, CIUCOK HCIOJIb30BAHHOU
JUTEPATyphl, PUCYHKH, TAOJIUIIBI) IO CTAaHAAPTY.

CaMOCTOATENbHOCTh  CTYJIGHTa MpH TOATOTOBKE JIOKJIaza
(cooOmienue, acce) MpoSBIIETCS B BBIOOpE TEMbI, pakypca eé
pacCMOTPEHUSI, HWCTOYHUKOB JJi1 PACKPBITUS TEMbl, TE3HUCOB,
apryMEHTOB IJi1 MX JI0Ka3aTeIbCTBAa, KOHKPETHOW HH(pOpMAIUU U3
HMCTOYHUKOB, CIIOCO0a CTPYKTYpUpPOBaHUS U 00001IeHUsT UHPOPMALIHH,
CTPYKTYpbl M3JIOKEHUS, a Takke B OOOCHOBAaHMHM BBHIOOpa TEMBI, B
OILICHKE €€ aKTyaJbHOCTH, MMPAKTHUYECKOTO U TEOPETUUECKOTO 3HAUCHHS,
B BBIBOJIaX.

BricTynnenne ¢ gokinagom (pe3roMe, 3CCE€) Ha CEMHHApe He
JIOJKHO TipeBbIaTh 7-10 MunyT. Ilocine yCTHOTO BBICTYIUIEHUSI aBTOP
OTBEYAET Ha BOIMPOCHI ayJUTOPUU (CTYJEHTOB, IPENoAaBaTelisl) 0 TEME
U COJIEP’KAHUIO CBOETO BBICTYILJICHUSL.
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[lenb ¥ 3amauyd JaHHOTO BHUJA CaMOCTOSITEIBHONW PabOTHI
CTYJICHTOB ONPEACNAIOT TpPeOOBaHUS, NPEAbSIBISIEMbIE K JIOKJIATy
(pe3oMe, 93cce), U KpUTEpHUU ero OIleHKU: 1) sorudeckas
MOCJIE0BATEIIBHOCTh U3JIOKEHHUS; 2) apryMEHTUPOBAHHOCTh OIEHOK U
BBIBOJIOB, JIOKa3aHHOCTb Te€3HUCa; 3) SCHOCTb U MPOCTOTA H3JIOKEHUS
MbICTIel (OTCYTCTBHE MHOTOCJIOBUSI U M3JIMIIHETO HaykooOpasus); 4)
CaMOCTOATEJIbHOCTh  M3JIOKEHUSI ~ Marepuana  HUCTOYHUKOB,  5)
KOPPEKTHOE YKa3aHHE B TEKCTE JOKJIaJla MCTOYHMKOB HH(OpMAIUH,
aBTOPOB MPOBOJIMMBIX TOUEK 3pEHUS; 6) CTHIIMCTUYECKAS MPABUILHOCTD
U BBIPA3UTEIBHOCTH (BBIOOD SI3BIKOBBIX CPEACTB, COOTBETCTBYIOIIMX

HAay4YHOMY  CTWJIK  PEYH); 7)  yMECTHOE  HCIOJb30BaHUE
WUTIOCTPATUBHBIX  CPEACTB  (IIMTAT, CHOCOK, PHUCYHKOB, TaOMII,
CJaMJIOB).

W3noxenne MarepuagoB JOKJIaJa MOXET COMPOBOXKIATHCS
MYyIbmMumMeoutiHou  npeseumayuei. Pa3paboTka MyJbTUMEIUNHHOM
MPE3EHTALMMU BBIMOJHIETCS 1O TPEOOBAHUIO MPENOAABATEINSI WU IO
KEJAHUIO CTYJCHTA.

[Ipe3eHTanusi nOJMKHA OBITH BBHINIOJIHEHA B mporpamme Power
Point u BKJIIO4YaTh TaKOE KOJIUYECTBO CIANJIOB, KAKOE€ HEOOXOUMO JJIsI
WJUTIOCTPUPOBAHUS MaTepralia JOKIaaa B MOJHOM o0beMe.

OCHOBHBIE METOAMYECKHE TpeOOBaHUSA, TMPEABSIBISIEMbIE K
MPE3CHTAIIMU: JIOTUYHOCTh MPEACTAaBICHUS C  COINIACOBAHHOCTh
TEKCTOBOTO M BHU3YaJbHOI'O MaTepuala; COOTBETCTBHUE COACPKAHUS
MpEe3EHTAlU BHIOPAHHOW TeMe U BBIOPAHHOTO MPUHIIUIIA U3JI0KEHUS /
pyopukamuu uHOpMaIuy (XpOHOJIOTHUECKUM, KIIacCU(DUKAITMOHHBIH,
(YyHKITMOHAJILHO-TIEJICBOM W [Ip.); COpa3MepHOCTh (HeoOXoaumas u
J0OCTATOYHAsl MPOMOPIIMOHANIBHOCTh) TEKCTAa W BU3YAJIBHOTO psija Ha
kaxgoM crhaige (He menee 50% - 50%, mmu Ha 10-20% Oomee B
CTOPOHY BH3YaJIbHOTO psifia); KOMGOPTHOCTh BOCHPHUSITUS C JKpaHa
(uBeT ¢oHa; pazMep U YETKOCTh MIpUPTA); 3CTETUYHOCTHh OPOpMIICHUS
(BHYTpEHHEE €IMHCTBO MCIOJIb3yEMbIX IIA0JIOHOB MPEIbSBICHUS
uH(popMaluK; yHopsSI0YEHHOCTh U BBIPA3UTEIBHOCTh TpadUuecKuX u
M300pa3UTENbHBIX AJIEMEHTOB); JIOMYCKAETCSl HAIMYME aHUMAIIMOHHBIX
1 3BYKOBBIX 3(P(EeKTOB.

Ouenka jgokiaga (pe3roMe, 3CCe) MPOU3BOAUTCS B paMKax
O0a/IbHOTO TBOpPYECKOro peiTuHra aeicryromeir B FO3I'Y GanbHO -
PEUTHHTOBOM OICHKM YCIIEBAEMOCTH M Kade€CTBa 3HAHWM CTYJICHTOB.
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HUtoroBast oOlleHKAa SBJISIETCSI CYMMOM  0ajyioB, BBICTaBIISIEMBIX
MPENOAABATENEM C YUETOM MHEHUS APYTUX CTYAECHTOB IO KAXKIOMY W3
MIEPEUYUCIICHHBIX BBIIIE METOJIUYECKUX TpeOOBaHUW K JIOKJIAAy H

MIPE3EHTALUH.
[To pucuurmuimHe «Jlemonpou3BOJICTBO U PEKUM CEKPETHOCTH B
OIIEPATUBHO-PO3BICKHOMN NESATEIbHOCTI TaKXKe dbopmoit

CaMOCTOATEJIbHONM  pabOThl  CTYJICHTOB  SIBIISIETCA  GbINOJHEHUE
npakmudeckux 3a0aHuti (pewenus 3adav), COAEpKaHUE KOTOPBIX
ONPEACISIETCS COJIEPKAHUEM HACTOSIIIIUX METOJUYECKUX YKa3aHUM.

YacTe mnOpakTUYECKUX 3aJ]aHUN  MOXKET OBbITh  BBINIOJIHEHA
CTyJICHTAMH Ha  ayJUTOPHBIX  NPAKTUYECKUX  3aHATUSIX MO
pykoBojicTBOM TipenogaBarens. [lociie Toro, kak mpenojaBateiemM
O0OBSIBIICHO, YTO PACCMOTPEHUE JIAHHOM TEMbl HA ayJIUTOPHBIX 3aHATUIX
3aBEPIICHO, CTYJCHT MEPEXOJUT K CaMOCTOSATEIbHOMY BBIMOJHEHUIO
MPAKTUYECKUX 3aJlaHHil, MOJIb3YSACh HACTOSIIUMH METOJUYECKUMHU
yKa3aHUSIMU, KOHCIEKTOM JIEKIIUM 1O COOTBETCTBYIOIEH TEME,
3aMUCSIMHU, CACTAHHBIMU Ha MPAKTUYECKUX 3aHSATHUSAX, JOMOJHUTEIHLHON
auTepatypoil 1mo Teme. Bce  mpakTuueckue — 3ajaHus IS
CaMOCTOATEJILHOTO  BBIMIOJHEHUS]  CTYJCGHTaMHU, M[PUBEJICHHBIE B
HACTOSIIIUX METOAUYECKUX YKa3aHUSIX 00A3aTEIbHBI JJIs1 BHITTOJHEHUS B
MOJIHOM 00BEME.

Ilooecomosxka k mecmuposanuio TPEAyCMaTPUBAET MOBTOPEHUE
JEKIIMOHHOTO ~ MaTepuajla M  OCHOBHBIX TEPMHHOB, a TaKXke
CaMOCTOATEJILbHOE  BBINIOJHEHUE 3aJlaHUid B  TEKCTOBOM  (popme,
MPUBEJICHHBIX B HACTOSIIIUX METOJIMYECKUX YKA3aHUSIX.

Camokoumpons SBJISIETCSA 00s13aTebHBIM JIEMEHTOM
CaMOCTOATEJILHOMN paboThI CTy/ICHTa 1o JTUCHUTUTIHE
«/1emonpou3BOJACTBO U PEKUM CEKPETHOCTH B ONEPATUBHO-PO3BICKHOM
aesteabHoCTH». OH Mo3BoIsieT GOPMUPOBATH YMEHUSI CAMOCTOSITEIBHO
KOHTPOJIMPOBATH U aJICKBATHO OILIEHUBATH PE3yJIbTaThl CBOEH yueOHOM
JESATEILHOCTH U Ha 3TOM OCHOBE YMPABJIATH MPOILECCOM OBJIAJICHUS
3HaHUsMU. OBJIaJICHHE YMEHHUSIMU CaMOKOHTPOJS (OPMUPYET HABBIKU
IJIAHUPOBAaHUS Y4eOHOTO TPYy/ia, CHOCOOCTBYET yIiIyOJICHHIO BHUMAHUS,
NaMATH W BBICTYMAET KaK Ba)XHbIM (PaKTOp pa3BUTHUS MO3HABATEIIbHBIX
CIIOCOOHOCTEH.

CamoKkoHmpob 8KI0OYAEm:
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1.OTBeT Ha BOMPOCHI MISI CAMOKOHTPOJIS JJI1 CaMOaHalu3a
IJIyOUMHBI U MPOYHOCTH 3HAHUM M YMEHUI 10 TUCIUILIMHE.

2.Kputndeckyro OIIEHKY pe3yJabTaTOB CBOEW IT03HABATEIILHOU
NEATETbHOCTH.

CaMOKOHTpOJb YUYHT LIEHUTHh CBOE BPEMS, IMO3BOJSET BOBPEMS
3aMEHUTh U UCIIPABJISTH CBOU OIIMOKHU.

Dopmbl cCAMOKOHMPOIL MO2Ym ObIMb CLEOYVIOUUMU.

- YCTHBIM TIEpPECKa3 TEKCTa JIEKIMM W CPaBHEHHE €ro ¢
COJEPKAHUEM KOHCIIEKTA JICKIIHH;

- OTBET Ha BOIPOCHI, MPUBEICHHBIC K KAXKJIOU TEME;

- COCTaBJICHHE TIUIaHa, TE3UCOB, (POPMYIUPOBOK KIHOUEBBIX
MOJO0KCHUU TEKCTA IO MaMSsITH;

- OTBETBl HA BONPOCHI M  BBINOJHEHHUE  33aJaHAN IS
CaMOIIPOBEPKU (HACTOSIIIME METOJMYECKHE YKa3aHHUsS MPEAIonararoT
BOIIPOCHI JIJIsI CAMOKOHTPOJIA 1O KaX0l n3ydaemMoil TeMe);

- CAMOCTOSITEJIBHOE ~ TECTUPOBAHHUE IO  NPEIJIOKECHHBIM B
HACTOSIIUX METOANYECKUX YKA3aHHUAX TECTOBBIX 3aJaHUM.

CaMOKOHTpOJIb Y4E€OHOW JEATEIbHOCTH TIO3BOJISIET CTYJICHTY
o1ieHHUBaTh 3Q(PEKTUBHOCTH U PAIMOHATIBHOCTh MPUMEHSIEMBIX METOJIOB
U GOopM YMCTBEHHOTO TPy/a, HAXOJIUTh JOMyCKaeMble HEJIOYEThl U Ha
9TO  OCHOBE IMPOBOJUTH  HEOOXOAUMYIO  KOPPEKIHMIO  CBOEH
ITI03HABATEIIbHOM AEATEIBHOCTH.

IIpy BO3BHUKHOBEHHUM CJIOKHOCTEM IO YCBOEHHUIO IMPOTPAMMHOIO
Marepraia HEOOXOJAMMO TMOCEIaTh KOHCYJIbTALMU MO JAUCIUILIUHE,
3a7aBaTh YTOYHSIOIIME BOMNPOCHI HA JEKUUSIX M IPAKTAYECKHUX
3aHATUSX, YAENISITh BPEMS CaMOCTOSTENBHOM MOJATOTOBKE (Yachl Ha
CaMOCTOSITEIIbHOE U3y4CHUE), OCYIIECTBIISATh BCE bopMbI
CaMOKOHTPOJIS.

4. COAEP KXAHUE JUCIHUIIJINHBI

Tema 1. Ilpeamer, 3amauyum W CcHCTeMAa JUCHUILIMHBbI
«/1eJIONPOU3BOJACTBO M PEXKMM CEKPETHOCTH B ONEPATHBHO-
PO3BbICKHOM JIesiTeJIbHOCTI (4 vac.)

1. OcHOBHBIE MOHSTHUS JEIONPOM3BOJACTBA, €ro MPEAMET, 3ajayu,
cucTeMa.
2. CTpyKTypa conepaHus yueOHON AUCIUIIIUHBL: «/J]eI0npon3BoICTBO
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U PEXKUM CEKPETHOCTH B ONEPATUBHO-PO3BICKHOU JESITEIBHOCTH» U €€
B3aUMOCBSI3b C IPYTUMU YYCOHBIMU AUCITUTIIIMHAMH.
3. Jlenompou3BOACTBO B CHUCTEME ITPABOOXPAHUTEIBHBIX OPraHOB —
CYIIHOCTh Y 3HAYECHHUE.

TecToBbIC 31aHUSA
1. Kakoii mnpaBoBOil aKT peryjuapyer NOPHAA0OK PaCCMOTPEHUs
oOpamenuii rpa:xxaan B Poccuiickoii @enepanumn:
a) Konctutynus P®;
0) denepanbhbiil 3ak0H OT 2 Mas 2006 1. Ne 59-@3 «O nopsiake
paccMOTpeHus oOpaleHuii rpaxaan Poccuiickoit deneparumy;
B) npuka3 MUHKYIbTYpbl PD;
r) npuka3z MB/I Poccuu.
2. Ha kakue kareropuu Juil pacnpocrpansiercsa @egepajbHbIi
3aKko0H 0T 2 Mas 2006 . Ne 59-®3 «O nopsake paccMOTpPeHH
oOpawmenuii rpaxxaan Poccuiickoit @enepauumn»:
a) nu1; 0e3 rpakJ1aHCTBa;
0) rpaxaan P®;
B) rpakaH P®, MHOCTpaHHBIX TPaXK/IaH U JIUI] 0€3 rpakJaHCTBA;
I') THOCTPAHHBIX TPaXkJaH.
3. B iepBy1o ouepeap BCKPBIBAIOTCSA NAKETHI C IOMETKAMHU

Tema 2. UcTopusi opranusanuu aejaonpousBoacrsa B Poccun
(4 gac.)
1. OcymiectBienue GyHKIUU JETONPOU3BOJICTBA B JONIETPOBCKYIO
BIIOXY.
2. Pedopmbl B OpraHu3aiiviu AeJI0MPOU3BOACTBA B JOCOBETCKOE BpeMs.
3. OCHOBHBIE TEHJICHIIMU U OCOOCHHOCTH OpTraHu3aIuu
nenonpounsBoacTBa B CCCP.
4. OyHKIIMHA U OpraHu3alus JIeJ0npor3BoIcTBA B Poccum.
5 Ilonpa3znenenus 1eJIOMPOU3BOJICTBA B TPABOOXPAHUTEIBbHBIX OPraHaX:
3a1a41 U (PYHKITUH.
6. Mexx1yHapoaHbIe CTaHIapThl B 00JaCTH OpTraHU3aIliu
JIE0NPOU3BOJICTBA U IOKYMEHTOOOOPOTA.
7. Yaudukanus MexayHApOAHBIX TPaBUII COCTABIICHUS TOKYMEHTOB
Tema 3. IlonssiTMe ®W BHABI CIOYXKEOHBIX [TOKYMEHTOB,
00pa3yromuxcs B IPaBOOXPAHUTEJIbHBIX Opranax (4 yac.)
1. Ilonstus m ocobeHHOCTH OGMOPMIICHMS: TPHUKAa3bl IO OCHOBHOM



14

NEATEeIbHOCTA W MO JUYHOMY COCTaBy; PACIOPSIKEHUS; TMOJIOXKEHUS,
npaBujia, WHCTPYKIMHM, HACTaBJICHMS; MPOTOKOJIbI; IUIaHbI, OTYETHI,
JOKJIJIbl, JTOHECEHUS, aKThl, JOKJAJHbIC 3alUCKU, 0030PbI, CIPABKH,
3aKJIFOUCHMUSI.
2. llomstns u ocoOGeHHOCTH OQOPMIICHHUSA: CIy>KEOHbIE MHChMA;
CIy>KeOHbIC  3alMHUCKH; TeJIeTpaMMbl, JJICKTPOHHBIE  COOOIIEHUS,
HaIlpaBJIsiEMbIE 110 BEIOMCTBEHHOM CBSI3U, T€JI€(HOHOTPAMMBL.
3. IlonsiTus ¥ 0OCOOEHHOCTHM O(OpPMIIEHUSA: pPaANOPThl JIUYHBIE W
CIy>KCOHBIE.
TecToBbIC 321aHUA
1. IIpaBo M0JIb30BaAHUA TepOOBBLIMU MEYATIMH 10 J€eliCTBUTEIbHBIM
U YCJIOBHBIM HAMMEHOBAHUSAM NMPUHA/IJIEKUT:
a) pyKOBOAUTEJIEM OpraHU3alluu;
0) 3aMeCTUTEIAM PYKOBOJUTENSI OpTaHU3allnu;
B) HaYaJIbHUKY CEKpeTapuara;
') HAYQJIbHUKY CTPYKTYPHOTO MOAPA3ACICHUS.
2. IIpaBo nmosib30BaHMsl repOOBBLIMH MEYATAMHU M0 TEHCTBUTEIbHBIM
U YCJIOBHBIM HAMMEHOBAHHUSAM MOKET ObITH MPEI0CTABJIEHO:
a) IPUKa30M PYKOBOJUTENSI OpraHU3aluu JPyTUM JOJKHOCTHBIM
JIALIAM 3TOW OpraHu3aluy;
0) HaYaJbHUKY CEKpEeTapuara;
B) HAUQJIbHUKY CTPYKTYPHOTO MOAPA3ACICHHUS;
') COTPYIHHUKY CEKpeTapuara.
3. YuéT u BbIgaua nevyared U IITAMIIOB B OPraHU3aluu
B03JI1araeTcs Ha:
a) CeKpeTapuaThl;
0) CTPYKTypHBIE MOJIpa3ACICHUS;
B) COTPYJIHUKA CTPYKTYPHOTO MOAPA3ACICHHUS;
I') IO/Ipa3/ielICHUE ONPEALISIET PyKOBOIUTENb OpraHU3allUH.
4. IlpoBepka HAJIUYHUA NTeYaTe U ITAMIIOB B OPraHU3aAl MU
NMPOU3BOANTCS:
a) OJIVH pa3 B I'OI;
0) 1Ba pasa B roj;
B) OJIMH pa3 B TPH T'OJa;
') OJIUH pa3 B JiBa roja.
Keiic-3amaua Ne 1.
Odopmute NUCBMEHHO panopr 00 OOHApYXEHUH MPU3HAKOB
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npectymieHus: B cootBeTcTBUU co CT. 143 VIIK P® u Ilpukazom
Muntocta PO ot 11.07.2006 N 250 «O6 ytBepxkaenun MucTpykiuu o
MpUeMe, PETUCTpPAllMd UM TPOBEPKE B YUPEKICHUSAX U OpraHax
VYTron0BHO-UCTIONHUTEILHON CUCTEMbI COOOIIIEHUN O MPECTYIUICHUSX U
MIPOMCIIIECTBUIX.
Keiic-3agaua Ne 2
CocTaBUTh MHUCHMEHHO ITPOTOKOJI COOpaHus (3aceqaHus) oTaena,
CITY>KOBI.
Keiic-3apaua Ne 3
OdopMuTe NTUCbMEHHO TJ1aH paboThI OoTAeNa (CIyKO0bl) Ha
KBapTall.
Keiic-3amaua Ne 4
Odopmute mnUCBMEHHO ClykeOHoe TmuchMo  (3ampoc B
BBIIECTOSAIYIO  OopraHuszanuio, Hanpumep B [ YOCHUH, o
MPEJOCTABICHUA  MAaTePUAIBHBIX WM JIIOJICKUX PECYpCOB, CIIell.
CpeACTB, HHPOPMALIMH U T.]I. )
Keiic-3agaua Ne 5
OdopMutre  NUCBMEHHO  JOJDKHOCTHYIO  MHCTPYKIMIO B
cootBercTBUU C IIpukazom ®CHUH P® or 05.06.2008 Ne 379 «OO06
yTBepxXAeHnu llopsaka TOATOTOBKM —JOJDKHOCTHOM — MHCTPYKLIHMHU
pabOTHUKA YTOJIOBHO-UCTIOJIHUTEILHOU CUCTEMBDY.
Keiic-3agaua Ne 6
CoCTaBUTBHIIUCHMEHHO aKT MpHUeMa-Tiepeaadn CIyKeOHbIX JIelI,
JIOKYMEHTOB.

Tema 4. IlpaBuia nmoAroroBKku U 0O(GopMiIeHHUS OTAEJIbHBIX
JOKYMEHTOB B NPAaBOOXPAHUTEIbHBIX opraHax
(moxkymeHnTupoBanue) (4 yac.)

1. IlpaBuna w mopsaok oQopmiIeHHS W yuéTa: NpPHUKa3bl H
PaCHOpPSIKEHHS; PEIIAMEHTBI, TIOJIOKEHHUS, NpPaBWiIa, HWHCTPYKIHH,
MOPSAIKHA, HACTABJICHUS W JPYTrM€ HOPMATUMBHBIE IPABOBBIE AaKTHI;
IPOTOKOJIBL; TIJIAHBI, OTYETHI, NOKJAJbI, TOHECEHUS, aKThl, JOKJIAIHbIC
3alUCKH, OO030pbl, CIPaBKU, 3aKIIOUCHUS, ParopThl; CIyKCOHBIC
MMCbMa; CIIy>KEOHBIC 3alMCKU; TEJErpaMMbl, SJIEKTPOHHBIE COOOIICHMUS,
HarpasJjsieMble 10 BEJOMCTBEHHOM CBA3H, TeIe(hOHOTPAMMBI.

2. ITloHsTusT pa3aUYHBIX JOKYMEHTOB H OCOOCHHOCTH UX
odopMIICHUS.
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TecToBbIC 3a1aHUA
1. HomeHKIaTYypa OpraHu3anuu COCTABJIAETCS:
a) Ha KaXXJbI KaJeHIapHBIN TOT;
0) Ha JBa roja;
B) Ha TPH r'oJ1a;
') Ha YEeThIPE roja.
2. HoMeHKJ/IaTypa OPraHn3anuu yTBEPKIAAeTCH:
a) PYKOBOAMUTEIEM (HAYaIbHUKOM) OpTraHU3alluM;
0) HAYaJTLHUKOM CTPYKTYPHOTO MOJIpa3/ICJICHHUS;
B) HaYaJIbHUKOM CEKpeTapuara;
') HE YTBEPKIACTCHI.
3. OTBeTCTBEHHOCTHL 32  COXPAHHOCTH W  NPaBHJIbHOE
HCNO0JIb30BaHNE TepOOBBIX Mevyareil BO3Jaraercss HemoCpeACTBEHHO
Ha:
a) HaYaJbHUKA CeKpeTapuara;
0) coTpyIHHUKA CTPYKTYPHOTO TTOApa3Ie/ICHNUS;
B) HauYaJIbHUKA CTPYKTYPHOTO MOJIpa3ICICHUS;
') pyKOBOAUTENS (HaYaibHUKA) Oprana 0€30MacHOCTH.
4. ConpoBoauTe/bHbIE MNCHMA COCTABJISIIOTCS TOJBKO K
JTOKYMEHTAaM:
a) TpeOyIOIMMUM JOMOJHUTEIBHBIX YKa3aHUM WIIU TTOSCHEHMUI;
0) TOJILKO K pacropsiAuTeIbHbIM JOKYMEHTaM;
B) KO BCEM UCXOJSIINM CEKPETHBIM IOKYMEHTAM;
') HAPaBJISATh JIOKYMEHTHI 0€3 CONMPOBOJUTEIbHBIX MUCEM
3anperaercs.
5. CiMcok pacchlIKM COCTABJISIETCS NMPH HANPABJIEHUH IOKYMEHTA
0oJiee yeMm:
a) 4YETBIPEM aJpecaram;
0) Tpém aapecaram;
B) JIByM ajipecaram;
T) ST ajpecaTam.
6. I'pud cormtacoBanus BKJIKYAET B ce0s1 CJIeayIOLIUE 3JIeMEHThI:
a) CioBo «CoritacoBaHoy, HAUMEHOBAHHUE JIOJKHOCTH, BOMHCKOE
3BaHUE, JIMYHYIO MOJNUCh, MHUIMAIBI U (DAMUIIUIO JTUIIA, C KOTOPBHIM
MPOEKT JOKYMEHTA COTIACOBBIBAECTCS, ATy COIIaCOBAHUS;
0) CnoBo «CornacoBaHO», HAUMEHOBAHHUE JOJKHOCTH;
B) CnoBo «CornacoBaHo», MHULMANBI U (DAMIIIHIO JTUIA, C KOTOPBIM
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MPOEKT JIOKYMEHTa COIIACOBBIBAETCS;
r) CnoBo «CormacoBaHo», BOMHCKOE 3BaHHE, JINYHYIO MOANUCH.
7. Kosin4ecTBO OTHEYATAHHBIX IK3eMILISIPOB I0KYMEHTOB
yKa3bIBaeTCsl:
a) Ha JIULIEBOW WJIM OOOPOTHOM CTOPOHE MOCIEAHETO JINCTA IK3EMILISIpa
JTIOKYMEHTA, OCTAIOIIETOCs B JIEJI€;
0) Ha TOCJIETHEM JINCTE MEPBOT0 IK3EMILISIpPA JOKYMEHTA;
B) Ha JIMIIEBOM CTOPOHE MOCJIEAHETO JIMCTA MOCIEIHETO SK3EMILISIpa
JTOKYMEHTA,;
') Ha 00OPOTHOM CTOPOHE MOCJIEAHETO JTUCTA BCEX IK3EMILISIPOB
JOKYMEHTA.

Keiic-3agaga Ne 1.

CocTaBUTh NMHUCHMEHHO 3aKJIIOYEHUE MO MarepuanaM CiyKeOHOM
MPOBEPKU (HAMPUMEP, MO HAPYLICHUIO CIY>KEOHOW MUCIUIUIMHBI WU
YpE3BbIYATHOMY ITPOUCHIECTBUIO ITPU HECEHUHU CITYKOBI).

Keiic-3amaua Ne 2.

OdopMuTh NMHUCHMEHHO CIYyXeOHOE MHUCHMO (OTBET Ha 3ampoc
YBJl 0 mpenoCTaBiI€HUU CIPABKU [0 JIMYHOMY JIEIY OCYXKIECHHOIO
NBaHoBa).

Tema 5. HHopsinok oOpalueHus JTOKYMEHTOB B
NMPABOOXPAHUTEIbHBIX OPraHax (10KyMeHT0000poT) (4 yac.)
1. Buabl 1TOKyMEHTOIIOTOKOB.
1.1. OOpaboTKa BXOASIINX TOKYMEHTOB.
1.2. O6paboTKa UCXOSIIINX TOKYMEHTOB.
1.3. O6paboTka BHYTPEHHUX TOKYMEHTOB.
1.4. Ob6paboTka OpraHU3alMOHHO-PACTIOPSAIUTEIBHBIX JOKYMEHTOB U
JIOTOBOPOB (COITIAIICHUN).
2. Ilpuém n 00paboTKa JOKYMEHTOB, TOCTYMAIOIIUX 110 BEJOMCTBEHHOM
cetd  CBsa3M; o0OpaboTka  TejmerpamMMm; nOpuéM U Tepeaada
TenepoHOTpaMM.
3. Ileyaranue ¥ TUPA)KUPOBAHUE TOKYMEHTOB.
4. CrenorpadupoBaHue.

TecToBbIC 3a1aHUA

1. Ha noxkymeHTe, moaJieskaiiemM nNpuoOIeHNIO K J1elLy, oTMeTKa «B
nesio Ne ...» 3aBepsieTcsl NOANUCHIO:
a) HEMOCPEICTBEHHOTO HauyaJIbHUKA UCIIOJIHUTEIIS;
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0) UCTIOJIHUTEJS] JOKYMEHTA;

B) COTPYJIHHUKA, BEAYLIETO JaHHOE JEJO;

') HaYaJIbHUKA CeKpeTapuara opraHa 0€30MacHOCTH.

2. OTBeTCTBEHHBbI COTPYAHUK 32 PA3MHOKEHUE IOKYMECHTOB
omnpeessieTca:

a) IPHUKa30M PYKOBOJUTENS (HayaJlbHUKA) OopraHa 0€30MacHOCTH;

0) HaYaJIbHUKOM CeKpeTapuara;

B) HAUaJIbLHUKOM CTPYKTYPHOTO MOAPa3/IeIICHHUS;

') pyKoBOAUTENEM (Ha4aIbHUKOM) OpTraHa 0€30MacHOCTH.

3. IIpu cMeHe HAaYAJIbHUKA CEeKPeTapuara npoBepsaercs:

a) HAUIMYHE BCEX CEKPETHBIX IOKYMEHTAJIbHBIX MaTEPHUAJIOB,
YUCIISIIUXCS HA YYETE BO BCEX CTPYKTYPHBIX MOAPa3ICICHUSIX;

0) HaJIMYKME CEKPETHBIX TOKYMEHTAJIbHBIX MATEPUAIOB, YUCIISIUXCS B
CeKpeTapuare;

B) HAJINUUE CEKPETHBIX JOKYMEHTAJIbHBIX MAaTEPUAJIOB, YUCIISIIIIUXCS B
CTPYKTYPHOM MOJPa3/ICJICHUH;

I') HAJIMYME CEKPETHBIX JOKYMEHTAJbHBIX MaTepUalioB Ha OTACIIBHOM
y4acTKe.

4. B Hepa®o4ee BpeMsi KOPPeCNOHACHIIUS MPUHUMAETCS:

a) IKYPHBIM 10 MOAPA3ACIICHUIO;

0) COTPYITHUKOM CEKpeTapuara;

B) COTPYIHUKOM CTPYKTYPHOTO MOJpa3IeICHUs;

I') HAYaJIbHUKOM CTPYKTYPHOTO MOApa3eiacHUSI.

S. JIucThl BHYTPEHHEH ONUCH JeJia:

a) HyMEpYyIOTCSl pUMCKUMHU [IUGpaMU B PABOM BEPXHEM YIJTy OTACIHHO
OT JIUCTOB JOKYMEHTOB, HAXOJIAILIUXCS B JIEJIE;

0) TUCTHI BHYTPEHHEU ONMKUCU HYMEPYIOTCS apaOCKuMu nudpamu;

B) BEAETCA CKBO3HAS HyMeEpallys JIMCTOB BHYTPEHHEN OMUCH U
JOKYMEHTOB B JIEJIC;

I') JIUCTHl BHYTPEHHEHN OMUCU MOTYT HE HyMEpPOBAaThCSI.

6. Uro Biaeuér 3a Cco00M mMpeKpalleHHE [eATEJbHOCTH
dbonxoodpazoBaresis?

a) TEpPEeMMEHOBAHWE OPraHU3alMu WA YaCTUYHOE HW3MEHEHHUE €ro
Ha3BaHUS;

0) mnepedbopMuUpOBaHHE, CIHSHHE JABYX W Oojiee ToApa3AcieHUui
OpraHu3aluu B OJINH;

B) U3MEHEHHE MOAYMHEHHOCTH B TMpeEeiaX CHUCTEMbl OpraHu3allu,
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MeCTa JUCIOKAIIMU, CTPYKTYPhl 0€3 M3MEHEHHUSI OCHOBHBIX (DYyHKIIHH;
') I3MEHEHHE YCIOBHOTO HAMMEHOBaHUsI (hOHI000pa30oBaTers.
7. Buyrpu ¢oHaa cucreMaTu3auuM AeJ NPOBOAUTCHA € Y4ETOM
CJIeAYIONIUX MPU3HAKOB:
a) CTPYKTYPHOTO WJIK XPOHOJIOTUYECKOTO;
0) PyHKIIMOHAILHOTO WM HOMUHAJIBHOTO;
B) KOPPECIIOHICHTCKOTO, Teorpa(uuecKoro Uik aBTOPCKOro;
') BCEX MEPEUMNCIICHHBIX.
Keiic-3agaga Ne 1.
OdopMuTe MUCHLMEHHO CIPABKY IO JIMYHOMY JIEJTY OCYKJIEHHOTO
(B cmpaBKe JOJDKHA COAEPXKAThbCs  COIMANbHO-AeMOTpaduueckas
XapakTepUCTUKa  OCYXKIEHHOro, HH(pOpMalus O COBEPIICHHOM
NPECTYIUICHUM W HaKa3aHWW, JUCIUIUIMHE B HCOPABUTEIHHOM
YUPEKICHUN ).
Keiic-3amaua Ne 2.
OdopMute NMUCHbMEHHO PanopT O BO3HUKHOBEHUHU UPE3BbIYANHON
CUTyallU TIPU HECEHUHU CIIYyKObl (MOMbITKAa Mo0era 3aKIOYeHHOTO,
HallaJICHUE Ha MOCT, HEIIOBUHOBEHHUE OCYKJICHHOTO U T.IL.).

Tema 6. KoHTpoab wucnojiHeHuss A0KymMeHTOB. Ilopsimok
paccMOTpeHUuss O0palleHHil TPakKIaH B IPABOOXPAHHUTEIbHBIX
oprasnax (4 gac.)

1. IToHATHSA 1 3TAIIBI KOHTPOJIA UCIIOJTHEHUS TOKYMEHTOB.

1.1. IlenTpann3oBaHHbBI KOHTPOJIb.

1.2. IlpenBapuTenbHBIA KOHTPOIIb.

1.3. IlpenynpeautenbHbIN KOHTPOIIb.

1.4. AHaTUTUYECKUI KOHTPOJIb.

1.5. CHsiTHE TOKYMEHTOB C KOHTPOJISI.

1.6. Cpoku UCTIOTHEHHSI KOHTPOJIBHBIX JIOKYMEHTOB.

2. Buasl oOpalieHuii rpaxaaH: OpeaioKeHus, 3asBiIeHus, kano0nl. Mx
CYIIHOCTHBIE XapaKTEPUCTUKH.

2.1. Drambl paccCMOTPEHUS] HWHAUBUIYAJIbHBIX U  KOJUIEKTUBHBIX
NPEVIOKEHUM, 3asBICHUNH M JKAI00 TPaXJaH B  YUPEKICHUSIX
IIPAaBOOXPAHUTEIIbHBIX OPTraHOB.

2.2. Komuccuu mo pabote ¢ MUCbMEHHBIMU M YCTHBIMU OOpaIlleHUSIMHU
rpaXkJaH.

2.3. KoHTposb mopsiika pacCMOTPEHHS OOpaIeHui TpaXkaaH B CUCTEME
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IIPaBOOXPAHUTEIbHBIX OPTraHOB
TecToBBIE 3a7aHUA

1. Mena, »KypHaJabl 1 KAPTOTEKH, 3aKOHYEHHbIE IPOU3BOJACTBOM,

CPOK KOTOPBIX B MOAPAa3/ieJeHUNAX B COOTBETCTBHH C MePedHEM

HUCTEK, CAAOTCSH B ApPXUB:

a) OJINH pa3 B I'OI;

0) 1Ba pasa B roj;

B) TPH pa3a B IO

') OJIMH pa3 B TPU roja.

2. ApxuBHBbIE U 3aKOHYE€HHbIE MIPOU3BOICTBOM HOMEHKJIATYPHbIE

aeJia, )KYPHAJIbl H KAPTOTEKH YHUUYTOKAKOTCS:

a) TOCJIC 3aKJIOUCHUS SKCIIEPTHON KOMUCCUHU U TIOJTYUYCHHUS pa3peleHus

PYKOBOAUTENIS OpraHu3alliy, HA3HAYUBIIIETO 3Ty KOMUCCHIO;

0) mocJie moay4deHUsl pa3peieHNs 3aMECTUTENS PYKOBOIUTEIIS

OpraHu3alllM;

B) MOCJIC TTOIYYCHUS Pa3peIICHUS] PYKOBOJAUTENS CTPYKTYPHOIO

MoApa3IeJICHuUS;

I') OCJIe MOJIyYeHUs pa3pelleHus] HadallbHUKaA CEeKpeTapurara.

3. K kpuTepusiM NponCcxXo:KaeHUsA, MPUMeHsieMbIM IPH NMPOBeAeHUHU

IKCIEPTU3BI IEHHOCTH IOKYMEHTOB B OPraHU3allMu, OTHOCUTCSI:

a) (yHKIIMOHAJIBbHO-IIEJIEBOEC Ha3HAYCHUE OpraHa 0e€30I1acHOCTH;

0) MOMTMHHOCTH JOKYMEHTA;

B) 1yOJETHOCTh JOKYMEHTA;

r) (U3NYECKOE COCTOSIHUE JJOKYMEHTA.

4. BoiBepka ;KypHAJIOB Y4€Ta BbIAAUM JeJ1 U3 ApXUBOXPAHUIUINA U

KOHTPOJbHBIX KAPTOYEK MPOBOANTCS:

a) OJIMH Pa3 B HEJIEIIIO;

0) oauH pa3 B MECHIL;

B) OJIMH pa3 B KBapTaj UJIU B OJTYTOAUE;

') OJIUH pa3 B TOJI.

5. Cpok paccMoTpeHus 3alpoca Mo ApXUBHOMY JIOKYMEHTY:

a) HE JTOJKEH npeBbiarh 30 THEN ¢ 1aThl €r0 PErUCTPAIUH;

0) He TokeH npeBbiiiath 30 JHEH ¢ 1aThl €ro perucTpaiuu, Ho B

HCKJTIOYUTEILHOM CITydae MOXKET OBITh TPOJJIEH HE Oonee vem Ha 30

JHEH;

B) HE JIOJDKEH mpeBblmarh 10 qHEN ¢ 1aThl €ro perucTpaluu;

I') HE JOJKEH MpeBbiaTh 60 qHEH ¢ 1aThl €ro perucTparuu.
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6. Cpoxk mOArOTOBKM W  HaNpaBJeHUs  OTBeTa  HA
MEKBEJOMCTBEHHBbII 3amMpoc O MNPeICTABJIEHUN [OKYMEHTOB W
uHGopManuM s NPEJOCTABJEHUS TOCYIAPCTBEHHOM  WJIH
MYHMIUNAJIBHOM YCJIYIHM C HMCIOJb30BAHHEM MEKBEIOMCTBEHHOIO
HH(GOPMANMOHHOTO B3aMMO/€iiCTBUS He MOKET NMPEeBbIIIATh:

a) 3 pabouux JIHEH co AHS MOCTYIJICHUS MEKBEJIOMCTBEHHOTO 3aMpoca
B APXHUBHOE MOJIPA3JAECICHUE OPTaHU3ALINY;

0) 5 paGounx qHEN CO AHS MOCTYIUICHHUS MEXBEIOMCTBEHHOIO 3apoca
B APXHUBHOE MOJIPA3AECICHUE OPTaHU3aLINY;

B) 5 pabouux AHEHN CO JHS MOCTYIUICHUSI MEXBEJOMCTBEHHOTO 3apoca
B apXMBHOE MOJIPa3/ICIICHUE OPraHU3AIUH, ECIIH HHBIE CPOKHU
MOJITOTOBKY Y HAIIPABJICHUS OTBETA Ha MEXBEIOMCTBEHHBIN 3aMIPOC HE
YCTaHOBJIEHBI 3aKOHOAATENbCTBOM Poccuiickont denepanuu;

r) 7 pabo4mux JHEH cO JHS MOCTYIUICHUSI MEKBEIOMCTBEHHOTO 3arpoca
B APXHMBHOE MOJPA3ACICHUE OPTaHU3AINH, €CJIU UHBIE CPOKH
MOTOTOBKY Y HAIIPABJICHUS OTBETA Ha MEXBEIOMCTBEHHBIN 3aMIpOC HE
YCTaHOBJIEHBI 3aKOHOAATEIBCTBOM Poccuiickont denepanumu.

Tema 7. Ilepemaua JOKYMEHTOB B apXuBbI. JKCIIEPTH3A H
YHUUTOXKEeHHE e (4 gac.)
1. Dxcneprrza IIEHHOCTH M OTOOpP JOKYMEHTOB JJii XPaHEHUS WIH
yHuuToxkeHus. [lopsgoxk u ocHoBanus e€ mposeaeHus. OdopmieHue
PE3YIBTATOB €€ MPOBEACHUS.
2. Onucek pena. [opsgok nepenaum JOKyMEHTOB B apxuB. [loaroroBka k
nepeadye JT0KyMEHTOB B ApXUB.
3. YHUUTOX)EHUE J1e]l. AKT 00 YHUUYTOKESHUH.

TecToBbIC 3a1aHUA

1. ApxuBHoe aes10 B Poccuiickoii @enepanum peryjaupyercs:
a) ®enepanbHbIM 3aKOHOM OT 22 okTs0pst 2004 1. No 125-D3 «O06
apxuBHOM zesie B Poccuiickont @enepauumy;
0) ®eaepanbHbIM 3ak0HOM OT 20 deBpains 1995 r. Ne 15-03 «O6
nHpopmaruy, THGOPMATU3AINH 1 3aITUTe HHPOPMAITUN;
B) @enepanbHbiM 3akoHOM OT 27 utonst 2010 . Ne 210-D3 «O6
OpraHu3alu MPEAOCTABICHUS TOCYAAPCTBEHHBIX U MYHUIIUITATbHBIX
YCIyT»;
r) 3akoHoM Poccutickoii ®eneparuu ot 21 uronst 1993 1. Ne 5485-1 «O
TrOCYJIApCTBEHHOMN TANHEY.
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2. ApXUBHBIN JOKYMEHT — 3TO:

a) M000M TOKYMEHT, 00pa3yIoIuiics B I€ATEILHOCTH MOApa3IeIeHUsI-
dboH000pazoBaress;

0) mM:000M IOKYMEHT MTOCTOSIHHOTO CPOKa XpaHEHUS;

B) JOKYMEHT, MOMJICkKAIIUN BKJIIOYEHUIO B cOocTaB ApXUBHOro ¢GoHaa
Poccuiickon @enepanuu;

r) MaTepuajbHbIi HOCUTENIb C 3a(UKCUPOBAHHOW Ha HEM
nHpopmarmed, KOTOPBIH HWMEET PEKBU3HUTHI, ITO3BOJISIIONINE €T0
UJICHTU(UIIMPOBATh, W TMOJJICKUT XPAHEHUIO B CHUJIY 3HAYUMOCTH
yKa3aHHBIX HOCUTENIS W UH(OpMaluu [Js rpaxjaaH, oOIlecTBa U
roCy/1apCTBa.

3. ApXx¥BHAas ONUCH SABJISACTCSH:

a) Y4ETHBIM JIOKYMEHTOM;

0) AJIEeMEHTOM HAay4YHO-CIIPABOYHOTO alllapara apXxuna;

B) OJTHOBPEMEHHO YUYETHBIM JIOKYMEHTOM M 3JIEMEHTOM HAy4HO-
CIIPABOYHOTO arirnapara apxuvBa;

I') TOKYMEHTOM, MOJICKAIIUM BKJIIOUEHUIO B COCTaB ApXUBHOTO (oHIA
Poccutickon @enepanuu.

4. ApXxuBHOe€ /1eJ10 B OPraHU3alMH PeryJTupyercs:

a) Uuctpykmueit o mopsiake mpuéma, yaéra, ooecredeHusi COXpaHHOCTH
Y ACTIOJIb30BAHUS APXUBHBIX JOKYMEHTOB B OPTaHE UCIIOJTHUTEIIBHON
BJIACTH;

0) MaCTpYyKIIMEH TI0 AETOMPOU3BOACTBY B OpPTaHE UCIIOIHUTEIBHOM
BJIACTH;

B) AJIMUHUCTPATUBHBIM PEINIAMEHTOM OpraHa UCIOJIHUTEIbHOW BIIACTH
10 TPEAOCTABICHUIO TOCYJaPCTBEHHON YCIYTH MO OPraHu3aluu
WCTIOJIHEHUSI 3alPOCOB MO APXUBHBIM JOKYMEHTAM;

I') IpaBWJIaMH paOOThl BEIOMCTBEHHBIX apXHUBOB.

5. Kakue 10KyMeHTbI, OTHOCATCH K apxuBHOMY ¢oHay Poccuiickoii
Degepanuu:

a) BCE JIOKYMEHTHI TOCTOSTHHOTO CPOKa XPAHEHUS;

0) apXUBHBIE JOKYMEHTBI, IPOIIEIIINE IKCIIEPTU3Y IEHHOCTH
JOKYMEHTOB, IIOCTABJICHHBIE HA TOCY/IAPCTBEHHBIN YUYET U MOJIJICKAIIUE
MMOCTOSSHHOMY XPaHEHHIO; B) BCE JIOKYMEHTBI, MPOILIEIIINE SKCIEPTUIY
LEHHOCTHU;

I') BCE JOKYMEHTBI, 00pa3yromrecs B Mpolecce AesITeIbHOCTH
dbonT000pazoBaTes.
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6. B mnpenenax apxuBHOro (poHaa YUYETHO-KJIACCHPUKANMOHHOU
eIMHUIEN ABJISAETCH:

a) €IMHUIIA XPAHCHUS;

0) omnucCk;

B) JI€J10;

') TOKYMEHT.

7. JOKyMEeHTBI JTMYHOI0 MPOUCXO0KICHUS MPUHUMAKTCHA B APXUB
no:

a) 1I0TOBOPY JapEHUs], KYILIU-IIPOJIaXKH, O 3aBEIIAHUIO, TI0 PEIICHUIO
Cy/la WM HOTapUaJbHBIX OPTaHOB O MPU3HAHUU JJOKYMEHTOB
OECXO3HBIMHU;

0) TOJILKO MO JIOTOBOPY KYILTHA-NPOAAXKHU;

B) 110 3aBEIIAHUIO WJIH JIOTOBOPY JapEHUS;

I') TOJIBKO MO PEIICHUIO CY/Ia.

8. IIpaBoBOM cTAaTyC apXMBa 3aKpenJiseTcs:

a) Uuctpykiueil 00 apxuse;

0) [TonoxxeHneM 00 apXuBe UJIM YCTaBOM apXHUBa;

B) AJIMUHUCTPATUBHBIM PEIJIAMEHTOM;

I') HE 3aKperIsieTcsl.

9. les1a, 3aKOHYEHHbIE IPOU3BOJACTBOM, CPOK XPaHEHHsI KOTOPBHIX B
MoJApa3ae/IeHUAX UCTEK, CIAOTCH B ApXMB 110 rpauky:

a) OJIMH pa3 B MECHII;

0) onuH pa3 B KBapTa;

B) OJIMH pa3 B MOJIYTOJIHE;

') OJIUH pa3 B TOJI.

10. Pa3HOBHAHOCTAMHU apXUBHOIO (POHIA SAABJIAKOTCH:

a) apXUBHBIN (POH/ OpraHU3alUK, COCTOSIIIIUN U3 TOKYMEHTOB,
00pa3oBaBIIMXCS B MPOLIECCE €ro AEATEIbHOCTH;

0) apxuBHBIN (HOH] TUIHOTO MPOUCXOKIECHUSI, COCTOSIIITUHN U3
JIOKYMEHTOB, 00pa30BaBIIUXCS B MPOIIECCE KU3HU U ICSTEIbHOCTU
OTJIENILHOTO JINCTA;

B) 00beIMHEHHBIN apXUBHBIN (DOH/I, COCTOSIINN U3 JOKYMEHTOB,
00pa30BaBIIMXCS B MPOIECCE ACATECIBHOCTHU JIBYX WU 00Jiee OPraHOB
0€301acCHOCTH, UMEBIITHUX MEXKIy COO0 MCTOPUIECKHU U (KN )
JIOTUYECKU 00YCIIOBIIEHHBIE CBSI3U — OJTHOPOJHOCTD U MIPEEMCTBEHHOCTh
NEeATEeIbHOCTH, TOAYMHEHHOCTh, MECTOHAXOXKICHUE U JIP.;

') BCE MEPEYUCIICHHOE.
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11. IlpuémM 1OKYMEHTOB B apXHB OCYLIECTBJIACTCS:

a) IO CJATOYHBIM OITHUCSIM;

0) MO apXUBHBIM OMUCSIM;

B) 110 COITPOBOJIUTENIHLHBIM MTUChMaM;

T') 110 JTIOOOMY U3 IEPEUUCIICHHBIX TOKYMEHTOB.

12. ApxuMBHBIE [OKYMEHTbI BBIJAWTCHA [JIA 3IKCIOHHPOBAHUS
JOKYMEHTOB H IO 3ampocaM CyIeOHbIX W NPAaBOOXPAHHMTEIbHbBIX
OPraHoOB HA CPOK:

a) 1 mecsua;

0) 3 Mmecsa;

B) 6 MecHIIEB;

r) 12 Mecsites.

13. OcHOBHBIMHU (pOPMAMU UCIIOJIb30BAHMS JOKYMEHTOB B apXUBe
SIBJISIFOTCSH S

a) nHpOpPMaALIMOHHOE 00ECIIEUYeHHE TT0Ib30BaTeIe B COOTBETCTBUHU C UX
3ampocaMu (3asBJICHUSIMH), a TAKXKE B IIJIAHOBOM U UHUIIUATUBHOM
MOPSIKE;

0) SKCIOHUPOBAHKE JIOKYMEHTOB Ha BBICTABKAX, yOIUKAIIUS
JIOKYMEHTOB;

B) BblJlaya JOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE;

I') BCE MEPEYUCITICHHOE.

14. lllupuHa npoxoga Me:RIy PsiIaMH CTeJLIaKeld B
ApPXUBOXPAHWIHIIE JOJZKHA COCTABJIATD:

a) 100 cm;

0) 120 cwMm;

B) 150 cmM;

r) 200 cm.

Tema 8. OcymecrBieHue pador ¢  JOKyYMEHTaMH
OTrPAHUYEHHOI0 pacnpocrpanenus (4 yac.)
1. [TonsTue CITykeOHOM nHpopMaIu OTPaHUYECHHOTO
pacnpoctpanenus. [IpucBoeHue, U3MEHEHUE, CHATUE TMOMETKH « /st
CIY>KEOHOTO MOJIb30BaAHUSI.
2. OcobenHnoctu opopmieHus, yuéra, npuéma ciryxeoHoil nHdopmaimu
OTPaHUYEHHOTO PACIPOCTPAHECHUS.
3. [Ilepenmaua, mnpoBepka HaIW4YUsg U YHHUYTOKECHHE CIyXKCOHOM
nH(}OpMaIUK OTPAaHUYEHHOTO PACTIPOCTPAHCHUS.
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4. JIelicTBUSL COTPYJHHUKA MPABOOXPAHUTEIIBHBIX OpPraHOB B Ciydae
yTparbl JOKYMEHTOB C MOMETKOM «Jljisi Ciy’KeOHOTO TMOJIb30BAHUS
aubo0  pasmialieHus — CIy>KeOHOM  uH(OpMaluu  OrPaHUUYECHHOTO
pacnpoCTpaHEHUs.

TecToBbBIC 3a1aHUA
1. I'pud cexkperHOCTM YCTAHABJUBACTCHA JJIS HOCHTEJIECMH,
co/lepsKAlIUX CBedeHNsl, COCTABJISIOIINE FOCYIAPCTBEHHYIO TAHY:
a) 0co00# BaXKHOCTH, COBEPIIIEHHO CEKPETHO, CEKPETHO;
0) 0c000i1 BAXXHOCTH;
B) 0c000M BaKHOCTH, COBEPIIICHHO CEKPETHO;
') 0c000i1 BaXKHOCTH, COBEPIIIEHHO CEKPETHO, CEKPETHO, IS
CIy’KEOHOTO MOJIb30BaHUSI.
2. Ha pa3MHOkeHHEe CeKpeTHbIE JOKYMEHThI NepPeaaloTcs TOJAbKO:
a) 3apErUCTPUPOBAHHBIMU U O(POPMIICHHBIMU B YCTAHOBJIEHHOM
MOPSIIKE;
0) 3aperucTpUpPOBAHHBIMU B KypHaJie YUETa Pa3MHOXKECHUS;
B) TIOCJI€ pa3pelIeHus] PyKOBOJICTBA;
r) nocjie opopmIIeHUA 3aKa3a.
3. Ha kamxabIid CeKPeTHbIN JOKYMEHT, MOIJIeKANMH Pa3MHOKEHUI0,
odopmisierca:
a) 3aKa3 WK pa3pelieHue;
0) 3aKkas;
B) 3a5BKa;
I') pa3pelieHue.
4. PykoBOaMTEIH OPraHU3AIUN U UX CEKPETAPHAThl OCYIECTBJISAIOT
NMPOBEPKH CEKPETHOI0 /eJONPOU3BOACTBA B  CTPYKTYPHBIX
Noapa3/iejIeHUAX OPraHu3aliy U B MOMYMHEHHBIX MOAPAa3AeJeHusX:
a) HE peke OJIHOTO pa3a B rof;
0) He pexxe OAHOTOo pas3a B JBa rofia;
B) HE PEXe OJIHOTO pa3a B TPU roja;
I') HE peXe OJTHOTO pa3a B YEThIPE roja.
5. HemnocpeacTrBeHHble HAYAJbHMK O00sI3aHbl NEPHOAUYECKH
NpPoOBEPATHL MNOPSJAO0K XPAHEHHUS CEKPETHBIX [JOKYMEHTAJbHBbIX
MATEPHAJIOB Y OTYUHEHHBIX COTPYIHUKOB:
a) HE peKe OJIHOTO pa3a B MECHILI;
0) HEe peXxe OHOTO pasa B Ioj;
B) HE pPeXKe OJIHOTO pasa B KBapTall;
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') HE pEXe OJHOTO pasa B MOJITo/a.
6. YCTaHOBUTE COOTBETCTBHE:

1) IIpu cMeHe HavyalIbHUKA A) Hanuuue cekpeTHBIX
CeKpeTapuara MpoBepsieTCa | JOKYMEHTAJIbHBIX MAaTEPUAJIOB,
YUCIISIIIUXCS B apXUBE

2) Ilpu cmene pyxoBoauTens | b) Hanuuue cekpeTHbIx
(HauaJIbHUKA) CTPYKTYPHOIO | IOKYMEHTAJIbHBIX MAaTEPUAJIOB,

nojpa3aciaeHus YUCTISAIINXCS BO BCEM OpraHe
IPOBEPSCTCS

3) Ilpu cmene pykoBoautens | B) Hanuuue cexpeTHbIX
apxuBa JTOKYMEHTaJIbHBIX MaTEpPHaJIOB,

YUCIIIMXCS B CEKpeTapuare

4) Ilpu cmene HavanbHuka | ') Hanuuue Bcex ceKpeTHBIX

opraHa JIOKYMEHTaJIbHBIX MaTEpPUAJIOB,
YUCIISIIUXCS HA YUETE B CTPYKTYPHOM
noJIpa3/ieJICHUN

Tema 9. IlonsiTue, 3HAYeHHe M IMPABOBOE peryJupoBaHHe
PeXKUMAa CEeKPETHOCTH B ONEPATHBHO-PO3BICKHOM JeATeabHOCTH (4
yac.)

1. IlonsiTHe, CymIHOCTh M 3HAYEHHE PEXUMa CEKpeTHOCTH. CBeneHus,
COCTAaBIIAIOIINE TOCYAAPCTBEHHYIO TANHY.
2. OOs3aHHOCTH U OTPAHUYECHUSA JJIsI COTPYAHUKOB, JOMYIICHHBIX K
paboTe ¢ CEeKPETHBIMU JTOKYMEHTaMHU.
3. Koutpob COOIOICHUSI pexnma CEKPETHOCTHU B
MPaBOOXPAHUTEIBHBIX OpraHax. MeTroanka OpraHu3anvu U MPOBEICHUS
MPOBEPOK HAIMYMS, TOpSAKa Yy4YETa W XPAHEHHUS CEKPETHBIX
JOKYMEHTOB.
4. TlpaBuia BBINIOTHEHUS CEKPETHBIX paboT. (OTBETCTBEHHOCTH
pYKOBOAMTENEH 3a oOecreueHrue HaJJIeKallero pekuMa CEeKPEeTHOCTH
MPOBOAUMBIX PalOT.

TecToBbIC 3a1aHUA
1. O d¢akrax yrparbl CeKpPeTHbIX HOCHTeJed UHpopMaANUH
TOKJIAIBIBAETCH PYKOBOICTBY MOAPAa3IeIeHUs:
a) He3aMEeJTUTEIIbHO;
0) He mo3aHee 24 YacoB ¢ MOMEHTA OOHAPYKCHHS yTPaThi;
B) HE MO3/JHEE TPEX JHENU C MOMEHTA OOHAPYKEHUS yTPaThI;
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I') He T03Hee JIBYX JHEH ¢ MOMEHTa OOHApYKeHUs YTPATHI.

2. be3B0o3BpaTHOE U3BATHE CEKPETHOIO JOKYMEHTA U3 Jejia
TOIMYCKAETCHA TOJbKO:

a) C pa3pelIeHNs HayalbHUKa CTPYKTYPHOTO TO/Ipa3AesieHus, B KOTOPOM
HaxouTCs (BeAETCs) 3TO JeT10, C 00s3aTeIbHBIM OCTaBJICHUEM B HEM
KOITMM U3bATOTO JIOKYMEHTA UJIM CIPAaBKU-3aMECTUTENS HA U3BATHIN
JIOKYMEHT;

0) ¢ pa3pernieHrs HauaJlbHUKA CTPYKTYPHOTO MOJIPa3ICIICHHUS;

B) C OCTABJICHHEM CIIPABKH-3aMECTUTENS Ha U3bITHIN JOKYMEHT;

') C OCTaBJICHUEM KOMHUHU U3BATOTO JOKYMEHTA.

3. Ilo pa3MHOKEHNIO CEKPETHBIX JOKYMEHTOB U31aéTCs:

a) mpuKas;

0) yKazaHue;

B) MMaMSTKQ;

I') pacnopsiKeHue.

4. Ilpm cMeHe PpPYyKOBOAMTEJNS (HAYAJIBHMKA) CTPYKTYPHOIO
nojapasjaejeHus NPoBepsieTcs:

a) HaJIMYME BCEX CEKPETHBIX JIOKYMEHTAIbHBIX MaTEPHAJIOB,
YUCIIAIIUXCS Ha YUETE B CTPYKTYPHOM IOpa3CICHUM;

0) HaJIM4YKME CEKPETHBIX TOKYMEHTAIBHBIX MAaTEPHUAJIOB, YUCIISAIIUXCS B
CEeKpeTapuare;

B) HAJIMYUE CEKPETHBIX JOKYMEHTAIBHBIX MATEPUAIOB, YUCIISIIUXCS 32
pyKoBoAuTENEM (Ha4yaIbHUKOM) CTPYKTYPHOTO TTOApa3Ie/ICHuUS;

I') HAJIMYUE CEKPETHBIX IOKYMEHTAIbHBIX MaTE€PUAJIOB HA OTACILHOM
y4acTKe.

5. CekpeTHble JOKYMEHTHI MOAINBAIOTCS B J1€J10 HE MO3/Hee:

a) 10 nHel co IHS UX UCTIOJTHEHUS;

0) 15 mHeit co gHA UX UCIIOTHECHUS,

B) 45 qHEU CO AHS UX UCITOJTHCHUS;

r) 30 1HEH co JHS UX UCTIOJIHEHUS.

6. YcTaHOBUTE COOTBETCTBHE:

1)ITo pa3MHOKEHHUIO CEKPETHBIX A) mamsaTka
JIOKYMEHTOB U31aETCsA

2)Ha xkaxaplii CeKpeTHBbI HOKyMeHT, | b) 3aka3 unu paspernieHue
HOJIEKAITUHN Pa3MHOXXEHHIO,
ohopMIIsIeTCS

3)Ha corpynHuka, oTBeTCTBEHHOro 3a |B) npukas
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PA3MHOXXEHHUE CEKPETHBIXIOKYMEHTOB
U3NaeTcsa

5. MEPEYEHB BOITPOCOB JIJISI CAMOCTOSITEJBHOM
MOATOTOBKH

1. IIpenMer, 3agauu U cUCTEMa JUCIUIUIMHBI «/[e10npon3BOACTBO
U PEXKUM CEKPETHOCTHU B ONEPATHBHO-PO3BICKHOMN AEATEIBHOCTI.

2. UcTtopus pa3BUTHS OTEYECTBEHHOTO JEJIONPOU3BOACTBA.

3. HopMaruBHO-TIpaBOBas 6a3a J1eJI0MPOU3BOICTRA.

4. Opranuzanus 1 BEIACHUE IEJIONPOU3BOJICTBA B YUPEKICHHUIX U
OpraHu3aIUsIX.

5. Ilonstue «gokyMeHT». Bunsl nokymeHToB. FOpuanyueckas cuna
JOKYMEHTA.

6. ®yHKIIMU TOKYMEHTOB.

7. O01Me npaBuiia MOArOTOBKU U 0()OPMIIEHUS TOKYMEHTOB.

8. [loHsATHE «PEKBU3UT JOKYMEHTa», COCTAB PEKBU3UTOB.

9. IlpaBuna odopmieHHUs PEKBU3UTOB (TOCYIApCTBEHHBIM Tepo
P®, na3zBanue opranuzaiuu, ClipaBoYHbIC JJAHHbIE 00 OpraHu3aIuu).

10. IlpaBuna opopmiieHUsT peKBU3UTOB (aTa JOKYMEHTa, ajapecar,
rpud yTBEPKJICHUS JOKYMEHTA).

11. IlpaBuna odopmiieHUST PEKBU3UTOB (MOANUCH, OTMETKa 00
WCIIOJIHUTEIIE, OTMETKA O HAJTUYUU MMPUIIOKEHUSA ).

12. IlpaBuna odopmiieHUST PEKBU3UTOB (PE3OIIOLMS, OTMETKA O
3aBEPEHUM KOIMUM, OTMETKA 00 MCTIOJHEHUHU IOKYMEHTA U HapaBJICHUU
€ro B JIEJI0).

13. Buabl ciayxeOHbIX  JOKYMEHTOB, HCIOJIb3YIOIINXCS B
JEATEIbHOCTH TPABOOXPAHUTEIbHBIX OPTAHOB.

14. TloHsiTHE «IIPOTOKOM» M OCOOCHHOCTH €r0 IOJATOTOBKH H
ohopMIICHMUS.

15. Tlonatne «akT» ©W OCOOECHHOCTHM €ro TMOJATOTOBKU U
odopMIICHUS.

16. [ToHaTus «miany», «panopT» U 0COOEHHOCTU UX MOJTOTOBKU U
ohopMIICHMUS.

17.IlonsiTHE <« JIOKyMEHTOOOOpPOTa» M €r0  COCTaBJISIIOIIHE.
[Tpo6siemMbl €ro COBEPIICHCTBOBAHUS.

18.0Opranu3anus 10CTaBKU JOKYMEHTOB.
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19.1IpaBuna 06pabOTKK MOCTYNUBIIEH IOKYMEHTAIIUH.

20. IIpaBuna 06pabOTKH OTIPABIIEMBIX TOKYMEHTOB.

21. ITopssmok mpOXOXKAEHUSI BHYTPEHHUX JTOKYMEHTOB.

22. KOHTpOJb HWCHOJHEHHS JOKYMEHTOB B IMPABOOXPAHUTEIbHBIX
OpraHax.

23. CpOKM UCTHIOJIHEHUS] JOKYMEHTOB.

24. Peructpanysi JOKyMEHTOB, €€ BU/IBL.

25.Ilepenayua 3MEKTPOHHOTO COOOIIEHHUS.

26. ®akCUMHIIbHAS CBSI3b.

27. Ilpuém u 06padboTka TenedoHOorpaMm.

28. IIpuém 1 06paboTKa TeIeTaumorpaMmm.

29. HaznaueHwe W (PyHKUIHUM CEKpeTapuaToB (KaHIESpU) B
YUPEKICHUSAX U OPraHU3AUAIX.

30. [TonsiTue «aenoy», mpaBuia ero popMupoBaHusI.

31. IlpaBuna odhopMiieHus Jiena.

32. IlpaBuna noAroToBKU U 0(hOPMIICHHUSI HOPMATUBHBIX MPABOBBIX
aKTOB (0OIITHE TTOHSTHS).

33. Ilonarue «rocymapcTBeHHasi TaiiHa». llepedeHb CBeneHHI,
COCTABJISIFOIINX TOCYJapCTBEHHYIO TaiHy B 0O0JIACTH OIEpPaTUBHO-
PO3BICKHOW AEATEIbHOCTH.

34. IIpuHIMITBI OTHECEHUS CBECHUM K TOCYIapPCTBEHHOW TalHE.

35. CBeneHus, HE MOJJICKAIIME OTHECEHUIO K TOCYIapCTBEHHOMU
TalHe.

36.Crenenp CEKPETHOCTH CBEICHUH, COCTaBJISFOIIAX
rOCYJIapCTBEHHYIO TallHy U TpU(]BI CEKPETHOCTU ITUX HOCUTENCH.

37. Ilopsimok 3aceKpeuMBaHUs  CBEIACHUW, COCTABJISIOIINX
TOCYJIapCTBEHHYIO TaKHY.

38. Ilopssaok nomycka K roCylapCTBEHHOM TalHE.

39. OcHoBaHus AJ1s1 OTKa3a B JOMYCKE K rOCY/IapCTBEHHOW TalHE.

40.  OrpanuyeHuss  nOpaB  TpaxJaH, JONYUIEHHBIX K
rOCyJIapCTBEHHOM TaWHE.

41. OTBETCTBEHHOCTh 3a HapyUIECHUWE  3aKOHOJATENIbCTBA
Poccuiickoit @enepaunu 0 rocy1apCTBEHHON TalHE.

42. CouuajbHble TapaHTUH, YCTAHOBIEHHBIE JOJKHOCTHBIM
JULAaM U TpaKJ1aHaM, JOMYIIEHHBIM K TOCYyJJapCTBEHHOMN TallHE.

43. JlomyCck mnOpeanpuaATHW, YUYPEKICHUW ¢ OpraHu3aldil K
MpPOBEACHUIO pabOT, CBSI3aHHBIX C KCIOJb30BAaHUEM CBEACHUMH,
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COCTAaBIIAIOIINX I'OCYIAPCTBEHHYIO TAMHY.

44. VYcnoBus TPEKpaIleHUs 0MyCKa JOJLDKHOCTHOTO JIMIA WIIH
rpakJlaHWHA K TOCYIapCTBEHHOM TalHE.

45. OpraHsl 3alIUTHI TOCYITAPCTBECHHON TANHBI.

46. OOs3arenbcTBa pabOTHUKA, JOMYIIEHHOTO K CBEACHUSIM,
COCTAaBIIAIOIINX I'OCYIAPCTBEHHYIO TaMHY.

47. TpeboBaHUsl, MPEABSIBISIEMbIE K PEKUMHOMY IMOMEIIICHUIO.

48. HopmaTuBHBIE JOKYMEHTBI, PEINIAMEHTUPYIOIIHE PEXKUM
CEKPETHOCTH.

49. OO6s3aHHOCTH PAOOTHUKA, TPHU MOJYYEHUU OTIEUATAHHOTO
CEKPETHOTO IOKYMEHTA.

50.IIpaBuna ymakoBKH CEKPETHBIX JOKYMEHTOB B IMAKET JJIs
OTIPABKH.

51.3ampeTsl, CBA3aHHBIC C MMPOBEICHUEM CEKPETHBIX PadoT.

52. OdopmiieHrE CEKPETHBIX TOKYMEHTOB.

53. TlopsAmoK MOJIydYeHUsI CEKPETHBIX JOKYMEHTOB B PEKHMHO-
CEKPETHOM OJIPa3ACICHUMN.

54. JlocTaBKa CEKPETHBIX JOKYMEHTOB.

55.TToHSTHSL «PEKUM CEKPETHOCTUY, KCEKPETHBIE padOThI».

6. BAHK BOITPOCOB UM 3AJJAHUM B TECTOBOM ®OPME
1 Bopocsl B oTKpbITOM (popme.

1.1. Kakoii npaBoBOM aKT peryjaupyer NOPSIA0K PacCMOTPEHUs
oOpamenuii rpaxxaan B Poccuiickoii @enepanumn:

a) Koncturynus PO;

0) denepanbhbiil 3ak0H OT 2 Mas 2006 1. Ne 59-D3 «O nopsake
paccMoTpeHust ooparieHuii rpaxaan Poccutickoit deneparumy;
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B) mpuka3 MuHkynsTypsl PO;

r) npuka3 MB/] Poccun.

1.2. Ha kakue kareropuu Jiuu pacrnpocrpansercs ®eaepajibHbIi
3aKkoH OT 2 Mast 2006 . Ne 59-@3 «O nmopsiaike paccCMOTpeHUs
oOpamenuii rpaxxaan Poccuiickoit denepanmm»:

a) nu1l 0e3 rpakJ1aHCTBa;

0) rpaxnan P®;

B) rpakaaH P®, HHOCTpaHHBIX TPaXKJIaH U JIUI] 0€3 TpakJaHCTBA;

I') THOCTPAHHBIX TPpaXkiaH.

1.3. ApxuBHoe aes10 B Poccuiickoii @enepanuu peryjaupyercs:

a) ®enepanbHbIM 3aKOHOM OT 22 okTs0pst 2004 1. No 125-D3 «O06
apxuBHOM zese B Poccuiickont Denepauum;

0) denepanbHbiM 3ak0HOM OT 20 deBpansg 1995 . Ne 15-d3 «O06
nHpopMaruy, THGOPMATU3AINH 1 3aIUTe HHPOPMAITUN;

B) @enepanbHbiM 3akoHOM OT 27 utonst 2010 . Ne 210-D3 «O6
OpraHU3alK MPEAOCTABICHUS TOCYAaPCTBEHHBIX U MYHUIIUITATBHBIX
YCIyT»;

r) 3akoHoM Poccutickoii ®enepaiuu ot 21 uronst 1993 1. Ne 5485-1 «O
TOCYIapCTBECHHOM TalHE».

1.4. ApXUBHBIU JOKYMEHT — 3TO:

a) M000# TOKYMEHT, 00pa3yIoIIUiCs B JICATEIbHOCTH IOApa3aeICHNUs-
dbonm000pazoBaTeNs;

0) 10001 TOKYMEHT ITOCTOSTHHOTO CPOKa XpaHEHNS,;

B) JIOKYMEHT, MOJICKAlIUi BKIIOUEHUIO B COCTaB ApxuBHOro (onaa
Poccuiickont @enepannu;

r) MaTepuajdbHBIM HOCUTENb C 3aUKCUPOBAHHOM Ha  HEM
uHpopmaIuend, KOTOPbIH HUMEET PEKBU3UTHI, IMO3BOJISIIOIIUE €T0
UICHTU(DUIIUPOBATh, W TMOJICKHUT XPAHEHUIO B CUJIy 3HAUYUMOCTH
yKa3aHHBIX HOCHUTENS W HWHpOpManuM g TrpaxiaaH, oOllecTBa U
roCyJapcTBa.

1.5. ApxuBHasi ONMUCH SABJISIETCS:

a) YYETHBIM IOKYMEHTOM;

0) 2JIeMEHTOM Hay4YHO-CIPAaBOYHOTIO arrapara apXuBa;

B) OZTHOBPEMEHHO YUYETHBIM JIOKYMEHTOM U 3JIEMEHTOM HAy4HO-
CIIPABOYHOTO arapara apXxuBa;

') IOKYMEHTOM, MOJIJICKAIUM BKJIFOUEHHUIO B COCTaB ApXUBHOTO (HOH 1A
Poccuiickoit @enepannm.
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1.6. ApxuBHOE [1€J10 B OPraHU3alUu PeryjJupyercs:

a) Uuctpykmueit o mopsiake mpuéma, yaéra, ooecrnedeHusi COXpaHHOCTH
Y ACTIOJIb30BAHUS APXUBHBIX JOKYMEHTOB B OPTaHE UCIIOJTHUTEIIBHON
BJIACTH;

0) MaCcTpyKIIMEH 110 AETOMPOU3BOACTBY B OpPTaHE UCIIOIHUTEIBHOM
BJIACTH;

B) AJIMUHUCTPATUBHBIM PEIJIAMEHTOM OpraHa UCIIOJIHUTEILHON BIIACTH
10 TPEAOCTABIICHUIO TOCYJaPCTBEHHON YCIYTH MO OpraHu3aluu
WCTIOJIHEHUS 3alPOCOB MO APXUBHBIM JOKYMEHTAM;

I) NpaBuiiaMy pabOTHI BEIOMCTBEHHBIX apXHUBOB.

1.7. Kaxkue JI0OKyMEHTbI, OTHOCATCH K AapXuBHOMY (OoHIY
Poccuiickon Dexepanuu:

a) BCE JIOKYMEHTHI TOCTOSTHHOTO CPOKa XPAaHEHUS;

0) apXUBHBIE JOKYMEHTBI, IPOIIEIIINE IKCIIEPTU3Y IEHHOCTH
JIOKYMEHTOB, IIOCTABJICHHBIE HA TOCY/IAPCTBEHHBIN YUYET U MOJIJICIKAIIUE
MOCTOSIHHOMY XPaHEHHUIO; B) BCE IOKYMEHTHI, MPOIIEIINE SKCIIEPTU3Y
LEHHOCTH;

') BCE JOKYMEHTBI, 00pa3yromrecs B Mpolecce AesITeIbHOCTH
dboHmo00pazoBares.

1.8. Kaxnapiii BUI JOKYMEHTAa [0JI)KEH HMMeThb YCTAHOBJICHHBIE
PEKBH3UTBI M ONPENEJEHHbIA TMOPAJAOK HMX PACHOJI0KEHUS B
COOTBETCTBHH C:

a) UHCTPYKIIMEHN 110 CEKPETHOMY AEIONPOU3BOICTRY;

0) I'ocymapcTtBeHHbIM cTanaapToM Poccuiickoit denepanmu;

B) MeToauyeckuMu peKOMEeHAAIUSIMH 110 MOATOTOBKE, OPOPMIICHHUIO U
HarpaBiieHut0 10KyMeHTOB B @Ch Poccuu;

r) MHCTpyKIIMEHN 110 HECEKPETHOMY JI€JIONPOU3BOICTBY.

1.9. HomeHnkaTypa opraHu3anum COCTaABJISETCS:

a) Ha KaXJbIi KaJeHIapHBIN TOT;

0) Ha JBa roja;

B) Ha TPH r'OJ1a;

') Ha YeThIpE roja.

1.10. HomeHkyaTypa OpraHu3auum yTBEepP:KI1aeTCH:

a) PYKOBOAMUTEIEM (HAYaIbHUKOM) OpTraHU3alluM;

0) HaYaJIbHUKOM CTPYKTYPHOTO MOAPA3/ACIICHHUS;

B) HaYaJIbHUKOM CEKpeTapuara;

') HE YTBEPKIACTCHI.
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1.11. OTBeTCTBEHHOCTH 32 COXPAHHOCTH U  MNPABWIbHOE
HCIO0JIb30BaHNe repOoOBbIX MevaTeil BO3J1araercsi HemocpeACTBEHHO
Ha:

a) HaYaJbHUKA CeKpeTapuara;

0) COTpyIHUKA CTPYKTYPHOTO TOJIpa3ICICHUS;

B) HaYaJIbHUKA CTPYKTYPHOTO MOAPA3ICICHUS;

') pyKoBOAUTENS (Ha4aibHUKA) OpraHa 0€30MacHOCTH.

1.12. ConpoBoaurte/ibHble MHCbMA COCTABJIAKTCA TOJbKO K
JTOKYMEHTaM:

a) TpeOyIOMMUM JOIMOJHUTEIBHBIX YKa3aHUM WIIH TTOSICHEHMUI;

0) TOJILKO K pacropsiAuTeIbHbIM JOKYMEHTaM;

B) KO BCEM UCXOSIIUM CEKPETHBIM JOKYMEHTAM;

') HAPaBJISATh JIOKYMEHTHI 0€3 CONMPOBOJUTEIbHBIX MUCEM
3anpenaercs.

1.13. Chnmcoxk pacCcbUIKH COCTABJACTCS NPH HANPaBJICHUU
JOKyMEHTA 0oJiee yeMm:

a) 4YETBIPEM ajJpecaram;

0) TpéM azpecaram;

B) JIByM ajipecaram;

T) ST ajpecaTam.

1.14. I'pud cornmacoBaHus BKJIKOYAET B Ce0H CJACAYIOUIME JJIeMEHThI:
a) CioBo «CortacoBaHo», HAMUMEHOBAHUE JIOJKHOCTH, BOMHCKOE
3BaHUE, JIMYHYIO MOJNUCH, MHUIUAIBI U (DAMUIIUIO JTUIIA, C KOTOPBIM
MPOEKT JIOKYMEHTA COITIACOBBIBAETCS, 1aTy COTIIAaCOBAHMS;

0) CnoBo «CornacoBaHOY, HAHMMEHOBAHHUE JOJKHOCTH;

B) CnoBo «CornacoBaHo», MHULMANBI U (DAMIIIHIO JTUIA, C KOTOPBIM
MPOEKT JIOKYMEHTA COIIACOBBIBAETCS;

r) CnoBo «CormacoBaH0», BOMHCKOE 3BaHHE, INYHYIO MTOAMUCH.

1.15. Kouu4ecTBO OTHEYATAHHBIX 3JK3EMILIAPOB JOKYMEHTOB
yKa3bIBaeTcs:

a) Ha JIULIEBOUW WJIM OOOPOTHOM CTOPOHE MOCIEAHETO JINCTA IK3EMILISIpa
JOKYMEHTA, OCTAIOIIETOCs B JIETIE;

0) Ha TOCJIETHEM JINCTE MEPBOI0O IK3EMILISIpPa JOKYMEHTA;

B) Ha JIMIIEBON CTOPOHE MOCJIEAHETO JIMCTA MOCIEIHETO IK3EMILISIpa
JOKYMEHTA,;

') Ha 00OPOTHOM CTOPOHE MOCJIEAHETO JTUCTA BCEX IKIEMILISIPOB
JOKYMEHTA.
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1.16. Ha noxkymeHTe, mojjiexamniemM NpUOOIIEHUIO K eIy, OTMETKA
«B neso Ne ...» 3aBepsieTcsi HOANMUCHIO:

a) HEMOCPEICTBEHHOTO HaYyaJlbHUKA UCTIOJTHUTEIS;

0) UCTIOJIHUTEISI JOKYMEHTA;

B) COTPYJIHHUKA, BEAYLIETO JaHHOE JEJO;

') HaYaJIbHUKA CeKpeTapuara oprana 0€30MacHOCTH.

1.17. OTBeTCTBEHHBIA COTPYAHMK 32 Pa3MHOKEHHE JOKYMEHTOB
omnpeessieTca:

a) IPHUKa30M PYKOBOJUTENS (HayaJbHUKA) OpraHa 0€30MacHOCTH;

0) HaYaJIbHUKOM CeKpeTapuara;

B) HAUQJIbLHUKOM CTPYKTYPHOTO MOAPa3/IeIICHHUS;

') pyKOBOAUTENEM (Ha4aIbHUKOM) OpTraHa 0€30MacHOCTH.

1.18. IIpu cMeHe HAYAJBHUKA CEKPeTapuaTa NpoBepseTcs:

a) HAUJIMYKE BCEX CEKPETHBIX IOKYMEHTAJIbHBIX MaTEPHUAJOB,
YUCIISIIUXCS HA YUETE BO BCEX CTPYKTYPHBIX MOAPA3ICICHUSIX;

0) HaJIMYKME CEKPETHBIX IOKYMEHTAJIbHBIX MATEPUAIOB, YUCIISIUXCS B
CeKpeTapuare;

B) HAJINUUE CEKPETHBIX TOKYMEHTAJIbHBIX MAaTEPUAJIOB, YUCIISIIIIUXCS B
CTPYKTYPHOM MOJPa3/ICJICHUH;

I') HAJIMYME CEKPETHBIX JOKYMEHTAJIbHBIX MaTepUalioB Ha OTACIIBHOM
y4acTKe.

1.19. B HepaOo4yee BpeMsi KOPPEeCIOH/ACHIIMSI IPUHUMACTCS:

a) IKYPHBIM IO MOAPA3ACICHUIO;

0) COTpYITHUKOM CEKpeTapuara;

B) COTPYIHUKOM CTPYKTYPHOTO MOJpa3IeICHUs;

I') HAYaJIbHUKOM CTPYKTYPHOTO MOApa3eacHUsI.

1.20. JIucThl BHYyTPEHHEH OMMCH J1eJia:

a) HyMEpYyIOTCSl pUMCKUMHU IIUppaMU B MPABOM BEPXHEM YITTy OTACIHHO
OT JIUCTOB JOKYMEHTOB, HAXOJIAIIUXCS B JIEJIE;

0) TUCTHI BHYTPEHHEU ONMKUCU HYMEPYIOTCS apaOCKuMu nudpamu;

B) BEAETCA CKBO3HAs HyMepallys JIMCTOB BHYTPEHHEN OMTUCH U
JOKYMEHTOB B JIEJIE;

I') JIUCThl BHYTPEHHEHN OMUCU MOTYT HE HyMEpPOBAThCSI.

1.21. Ytro Bieyér 3a c000M mpeKpalleHue AeATeJbHOCTH
¢pongoodpasoBaresn?

a) IEPEMMEHOBAHUE OPraHU3AlUK VI YACTUYHOE U3MEHEHUE €ro
Ha3BaHUS;
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0) nepedopmupoBaHue, CIUIHUE ABYX U OoJiee oaApa3IeIeHu
OpraHu3alyu B OJINH;

B) U3MECHEHUE TTOMUYMHEHHOCTH B TIPEJIesiax CUCTEMbl OpTraHU3allniH,
MeCTa JUCIOKAIUU, CTPYKTYPhI 0€3 U3MEHEHUSI OCHOBHBIX (DYHKIIUI;
') I3MEHEHHE YCIOBHOTO HAMMEHOBaHUsI (hOHI000pa3oBaTes.

1.22. Buyrpu ¢onHaa cucreMaru3anuu Aesl MPOBOAUTCH € YYETOM
CJIeAYIOIIHNX MPU3HAKOB:

a) CTPYKTYPHOTO WJIM XPOHOJIOTUUECKOTO;

0) PyHKIIMOHAILHOTO WM HOMUHAJIBHOTO;

B) KOPPECTIOHIEHTCKOT0, reorpaduueckoro uiv aBTOPCKOro;

I') BCEX NEPEUYUCICHHBIX.

1.23. B npeaesax apxuBHOro GoHAA Y4ETHO-KJIACCUPUKANUOHHOMN
eIMHUIEN ABJISAETCH:

a) €IMHULIA XPAHCHUS;

0) OMNuCH;

B) JIEJIO;

') TIOKYMEHT.

1.24. IoKyMEHTbI JJUYHOI0 IPOMCXO0KICHUS IPUHUMAKTCS B apXUB
no:

a) 1OTOBOPY JapEHUs], KYILIU-TIPOJIAXKH, O 3aBEIIAHUIO, IO PEIICHUIO
Cy[la WJIA HOTApUAJIbHBIX OPTaHOB O NMPU3HAHUH JTOKYMEHTOB
OECXO3HBIMHU;

0) TOJILKO MO JIOTOBOPY KYILTHA-NPOJAAXKHU;

B) 110 3aBELIAHUIO WJIH JIOTOBOPY JapPEHUS;

I') TOJIBKO MO PEIICHUIO CY/Ia.

1.25. IlpaBo moab30BaHMsl  repO0OBbLIMH  NEYATAMH 110
AeCTBUTEJbHBIM U YCJIOBHBIM HAMMEHOBAHUSAM IPHUHA/IJICHKHT:

a) pyKOBOAUTEJIEM OpraHU3alllH;

0) 3aMeCTUTENIAM PYKOBOJAUTENIS OpraHu3alliu;

B) HaYaJIbHUKY CEKpETapuara;

') HAYAJIbHUKY CTPYKTYPHOTO MOAPA3AECICHUS.

1.26. IlpaBo moab30BaHMsi  repOOBbLIMH  MEYATAMH 110
NEeMCTBUTEJbHBIM M YCJOBHBIM HAUMEHOBAHHUSM MOKeT OBITH
NMPeI0CTABJICHO:

a) IPUKa30M PYKOBOJUTENSI OpraHU3aliu IPyTUM JOKHOCTHBIM
JIAIaM 3TOM OpraHu3aluy;
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0) HaYaJbHUKY CEKpEeTapuara;

B) HaYaJIbHUKY CTPYKTYPHOTO MOJPA3/ICIICHUS;

') COTPYJHUKY CEKpeTapuara.

1.27. Yuyér um BblZa4a Neyared M IITAMIOB B OpPraHU3alMH
B03JI1araeTcs Ha:

a) CeKpeTapuaThl;

0) CTPYKTypHBIE MOJIpa3ACICHUS;

B) COTPYAHUKA CTPYKTYPHOIO MOAPA3ICICHHUS;

I') OJpa3/ieJICHUE OMPEeIISIET PYKOBOAUTEIb OPTaHU3aIUH.

1.28. IIpoBepka HaJuuMs Neyared M WITAMIIOB B OPraHU3aALMUH
NMPOU3BOANTCS:

a) OJINH pa3 B I'OJI;

0) 1Ba pasa B roj;

B) OJIMH pa3 B TPH T'OJa;

') OJIMH pa3 B J[Ba roja.

1.29. [Jena, ;kypHaJbl U KAPTOTEKH, 3AKOHYCHHbIE MPOU3BOIACTBOM,
CPOK KOTOPBLIX B MOApPa3/lejJieHHsIX B COOTBETCTBHH C IepeYHeEM
HUCTEK, CAATCH B APXMB:

a) OJINH pa3 B I'OI;

0) nBa pasa B rof;

B) TPH pasa B I'oj;

') OJIUH pa3 B TPH roja.

1.30. ApxuBHBI€ U 3aKOHYECHHbIE MPOU3BOACTBOM HOMEHKJIATYPHbIE
JeJia, 5KYPHAJIbl 1 KAPTOTEKH YHUYTOKAKOTCH:

a) MOCJIE 3aKIFOYEHHS IKCIIEPTHOW KOMHUCCUU U MOJYYEHUS Pa3peieHUs
PYKOBOJIUTEIISI OPraHU3aLNH, HA3HAYUBIIETO 3Ty KOMUCCHIO;

0) mocJe MoJay4eHHs pa3perieHus: 3aMEeCTUTENST PyKOBOIUTEIIS
OpraHHu3alNy;

B) MTOCJIE MOJTYYEHUS PA3PEIICHUS PyKOBOAUTENS CTPYKTYPHOTO
MO/IPA3/IEICHUSI;

I') OCJIE€ MOJIYYEHHUS pa3pelICHNs] HayalbHUKa CEKpeTapuara.

1.31. K KpuTepusiM HNPOUCXO0KICHUHA, MNPUMEHSAEMbIM MpPH
NMPOBeICHNH 3KCNEPTU3bI HEHHOCTH JOKYMEHTOB B OPraHU3alNH,
OTHOCHUTCS:

a) pyHKIIMOHAJIBLHO-1IEJIEBOE HA3HAUYCHHUE OpraHa 0€30MacHOCTH;

0) NOJJTMHHOCTh JOKYMEHTA;

B) 1yOJETHOCTh JOKYMEHTA;
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r) (U3NYECKOE COCTOSIHUE JJOKYMEHTA.

1.32. BoiBepKa KypPHAJIOB YU€Ta BbLIAYH /IeJ1 U3 apXMBOXPAHUJINIIA
1 KOHTPOJIbHBIX KAPTOY€K MPOBOAUTCS:

a) OJIMH Pa3 B HEJICIIIO;

0) oauH pa3 B MECHIL;

B) OJIMH pa3 B KBapTaJl WK B TIOJIYTOJIUE;

') OJIUH pa3 B T'OJI.

1.33. IIpaBoBoii cTaTyc apXuBa 3aKpeIIseTCH:

a) Uuctpykiueii 00 apxuse;

0) [TonoxxeHueM 00 apXxuBe UJIM YCTABOM apXUBa;

B) AJIMUHUCTPATUBHBIM PEINIAMEHTOM;

I') HE 3aKperIsieTcsl.

1.34. J[lena, 3aKoHYeHHbIe TMPOM3BOJACTBOM, CPOK XpPaHEHUS
KOTOPBIX B NOAPA3AeJIeHUIX UCTEK, CIAITCH B ApXHUB 10 rpadguky:
a) OJIMH pa3 B MECHII;

0) OJIMH pa3 B KBapTal;

B) OJWH pa3 B MOJIYTOJIHE;

') OJIUH pa3 B TOJI.

1.35. Pa3HOBUAHOCTSAMHU aPXUBHOT0 (DOHIA ABJISIOTCS:

a) apXWBHBIN (POHT OpraHU3aLNH, COCTOSIITUN U3 TOKYMEHTOB,
00pa30BaBIIMXCS B MPOIECCE €0 JIESITEIbHOCTH;

0) apxuBHBIN (HOH]T TUIHOTO MPOUCXOKISHUSI, COCTOSIIITUHN U3
JOKYMEHTOB, 00pa30BaBIIMXCS B MPOIECCE )KU3HU U JIEATCIbHOCTH
OTJICJIBHOTO JINCTA;

B) 00beIMHEHHBIN apXUBHBIN (DOH/I, COCTOSAIINN U3 JOKYMEHTOB,
o0pa3oBaBIIMXCS B IIpoliecce ASSATEILHOCTH JIByX WK 00Jiee OPraHoB
0€30IMacCHOCTH, UMEBIINX MEXK]Iy CO00I UCTOPUYECKHU U (UJIN)
JIOTUYECKU 00YCIIOBIIEHHBIE CBSI3U — OJTHOPOJHOCTD U MTPEEMCTBEHHOCTh
NEATEIbHOCTHU, MOAYMHEHHOCTh, MECTOHAX0XKIECHUE U JIP.;

I') BCE MEPEYUCIICHHOE.

1.36. IIlprém 10KYMEHTOB B apXUB OCYIECTBJIACTCH:

a) IO CIATOYHBIM OIHUCSIM;

0) MO apXUBHBIM OMUCSIM;

B) IO COITPOBOJIUTENBHBIM MTUCbMaM;

I') 110 JIIOOOMY U3 IEPEUUCIICHHBIX TOKYMEHTOB.

1.37. ApxuBHBIC JOKYMEHTHI BBIIAKTCH IS IKCIOHUPOBAHUS
JOKYMEHTOB H IO 3ampocaM CyIeOHbIX U NPABOOXPAHHUTEIbLHBIX
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OPraHoOB HA CPOK:

a) 1 mecsua;

0) 3 Mmecsa;

B) 6 MecCHIICB;

r) 12 mecsues.

1.38. OcHOBHBIMH (pOPMAMHU MCIOJIB30BAHUSA JOKYMEHTOB B apXHBe
SIBJIAIIOTCS:

a) uHGoOpMaIIMOHHOE O0ecTIeueHre MOIb30BaTeIe B COOTBETCTBUM C UX
3ampocaMu (3asBJICHUSIMH), a TAKXKE B IIJIAHOBOM U UHUIIUATUBHOM
MOPSIIKE;

0) PKCIIOHUPOBAHUE IOKYMEHTOB Ha BBHICTABKAX, MyOIMKaIIHS
JIOKYMEHTOB;

B) BblJlaya JJOKYMEHTOB BO BPEMEHHOE T0JIb30BAHUE;

') BCE IEPEUUCIICHHOE.

1.39. UlupunHa mpoxoga MexaAy PpPsSgaMud  CTeJUIaxed B
apXMBOXPAaHUJIHUIIE JOJIKHA COCTABJIATD:

a) 100 cm;

0) 120 cwm;

B) 150 cwm;

r) 200 cm.

1.40. B 3ampoce mo apxXMBHOMY [JOKYMEHTY 00s13aTeJIbHO
YKa3bIBAKOTCH:

a) pamMunus, UM, OT4eCTBO (MPU HAIWYHMH) 3aSABUTENSA, PEKBU3UTHI
OnmaHka MUChMa — JIJIsl OpraHa U OpraHu3alliy, TOUYTOBBIM ajpec U (UJIn)
aZpec ANEKTPOHHOM MOUTHI 3asBUTEIISI, CYyTh 3alpoca, UHBIE CBEIICHMUS,
MO3BOJISIIOIINE OCYIIECTBUTh TMOUCK JOKYMEHTOB, HEOOXOIUMBIX [IJIsi
UCIIOJTHEHHUS 3arpoca, JIMYHAsT MOANUCH (JJ1s1 TUCbMEHHBIX 3alpPOCOB) U
nara;

0) damunaus, UMs, OTYECTBO (MPH HAIWYHUM) 3aSBUTEIS, PEKBU3UTHI
OnaHka MUChMa — JIJIsi OpraHa U OpraHu3alliy, TOYTOBBIN ajpec U (UJIn)
aZpec AIEKTPOHHOU MOYTHI 3asSBUTEINS, CYTh 3alpoca, JUYHas MOAMNKCH
(U1 TUCbMEHHBIX 3alIPOCOB) U JaTa;

B) ¢amuiusi, UMs, OTYECTBO (MPU HAIMYMHU) 3aABUTENS, PEKBUZUTHI
OnaHka muchbMa — JJii OpraHa M OpraHu3aluH, CyTh 3ampoca, HHbIC
CBEJICHUSA,  TMO3BOJIAIONIME  OCYIIECTBUTH  IMOUCK  JOKYMEHTOB,
HEOOXOIMMBIX JJIi HUCIOJIHEHMsS 3amnpoca, JW4YHAS TOANKUCH (IS
MMCbMEHHBIX 3alPOCOB) U J1aTa;
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r) (amunus, uMms, OTYECTBO (MPU HAIUYMUM) 3aABUTENS, PEKBUZUTHI
OnaHKa MUChbMa — JUIsl OpraHa U OpraHu3alliy, TOYTOBBIN ajgpec U (Uin)
aZpec dJICKTPOHHOMN MOYTHI 3asBUTENSA, CYTh 3alpoca, UHBIE CBEICHUS,
MO3BOJISIIOIIUE OCYIIECTBUTh TMOUCK JOKYMEHTOB, HEOOXOIUMBIX JIJIsI
WCIIOJIHEHUS 3a1poca.

1.41. Cpok paccMOTpeHHs 3aIPOCA M0 APXUBHOMY JTOKYMEHTY:

a) He JTOJKEH npeBbiarh 30 THEN ¢ 1aThl €r0 PErUCTPAlIUH;

0) He okeH npeBbiiath 30 JHEN ¢ 1aThl €ro PEerucTpaium, Ho B
UCKJTIOYUTEILHOM CITy4ae MOXKET OBITh TPOJIJIEH He Oosiee yeM Ha 30
JHEH;

B) HE JIOJKEH mpeBblaTh 10 qHEl ¢ JaThl €ro perucTpaium;

') HE JIOJKEH TpeBbIIaTh 60 JHEN ¢ 1aThl €0 PerucTpaiuu.

1.42. Ilpun mnoCTyIUIEeHMH 3ampoCoOB, KOTOPbIe He MOIrYT OBITh
HCIOJIHEHbI 0e3 MpeIoCTABJICHUS] NONOJHUTEIbHBIX CBEACHUN WIH
YTOUHEHHUI, apXUBHbIE MOAPA3ACJICHUS 3aANPANIMBAIOT y 3asABUTEJIA
He00X0UMY 0 HH(pOPMALMIO:

a) B TeueHue 10 gHeir;

0) B TeueHue 7 THEH;

B) B TEUCHUE 5 THEH;

') B TeUeHUE 3 THEN.

1.43. Cpoxk mNOArOTOBKM W  HANpPaBJEeHUS  OTBETAa  HAa
MEKBEJIOMCTBEHHBbII 3ampoc O MNPeICTABJIEHUM [OKYMEHTOB U
uHGopManuM s NPEJOCTABJIEHUS TOCYIAPCTBEHHOM  WJIH
MYHMIUNAJIBHOM YCJIYIM C MCIOJIb30BAHHEM MEKBEIOMCTBEHHOIO
HH(GOPMALNMOHHOTO B3aMMO/I€iiCTBUS HE MOKET NMPEeBbIIIATh:

a) 3 pabouux JIHEH co AHS MOCTYIICHUS] MEKBEJIOMCTBEHHOTO 3aMpoca
B apXMBHOE NOJIpa3/ieICHUE OPraHU3aluy;

0) 5 paGouux qHEN O AHS MOCTYIUICHHUS MEXBEIOMCTBEHHOIO 3ampoca
B apXMBHOE MOJIpa3/ieiCHue OpraHu3aluy;

B) 5 pabouux AHEH CO JIHS MOCTYIICHUS] MEXBEIOMCTBEHHOTO 3apoca
B apXMBHOE MOJIPA3/ICIICHUE OPraHU3AIUH, ECIIH HHBIE CPOKHU
MOATOTOBKY Y HAIIPABJICHUS OTBETA Ha MEXBEIOMCTBEHHBIN 3aMIpOC HE
YCTaHOBJIEHBI 3aKOHOAATEIBCTBOM Poccuiickont denepanuu;

r) 7 pabo4ymux HEW cO JHS MOCTYIUICHUSI MEKBEIOMCTBEHHOTO 3arpoca
B apXMBHOE NOJIpa3/ICICHUE OPraHU3aIluu, €CJIM UHBIE CPOKHU
MTOJATOTOBKY W HAITPABJICHHS OTBETA HAa MEXBEIOMCTBEHHBIN 3aITPOC HE
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YCTaHOBJIEHBI 3aKOHOAATENLCTBOM Poccuiickoint Denepanumu.

1.44. I'pud cekpeTHOCTHM YCTAHABJUBACTCHA JJIS HOCHTEJIEH,
Co/IepsKAlIUX CBeAeHNsl, COCTABJISIOIINE FOCYIAPCTBEHHYIO TAHY:
a) 0c000l BaXKHOCTH, COBEPIIICHHO CEKPETHO, CEKPETHO;

0) 0c000i1 BAXKHOCTH;

B) 0c000M BaKHOCTH, COBEPIIIEHHO CEKPETHO;

r) 0co00i BaXXHOCTH, COBEPIIIEHHO CEKPETHO, CEKPETHO, JIJIS
CITy>k€0HOTO MOJIE30BaHMUSI.

1.45. Ha pa3MHOKeHHEe CeKPeTHbIE JOKYMEHTBI MepeaarTcs
TOJIBKO:

a) 3apErUCTPUPOBAHHBIMU U O(POPMIICHHBIMU B YCTAHOBJIEHHOM
MOPSIIKE;

0) 3aperucTpUpPOBAHHBIMU B KypHaJie yUETa Pa3MHOXKECHUS;

B) TIOCJI€ pa3pelIeHs] PyKOBOJICTBA;

r) nocjie opopmIIeHUA 3aKa3a.

1.46. Ha kaxablidi CeKPeTHbBIH  JOKYMEHT, MOJIeKAINH
PAa3MHOKEHUI0, 0POPMJISIETCH:

a) 3aKa3 WK pa3pelieHue;

0) 3akas3;

B) 3a5BKa;

I') pa3pelieHue.

1.47. PyxkoBoauTe/im OpraHu3alMu HM HUX CEKPeTAPHUATHI
OCYIIECTBJISIIOT TPOBEPKH CEKPETHOr0 J1eJONPOU3BOACTBA B
CTPYKTYPHBIX NOAPAa3JeJIeHUSIX OPraHu3auuM M B NOAYMHEHHBIX
noapasaeJeHusAx:

a) HE peke OJIHOTO pa3a B rof;

0) He peXe OJHOTO pas3a B JBa roja;

B) HE PEKe OJIHOTO pasa B TPU rojia;

I') HE peXe OJTHOTO pa3a B YEThIPE roja.

1.48. HemnocpeacTBeHHble HAYAJIBHUK O0fI3aHbI MNEPHOAMYECKH
NMPOBEPATH MOPSJA0OK XPAHEHHMSI CEKPETHBIX JOKYMEHTAJIbHBIX
MaTepuaJioB Y NOAYMHEHHBIX COTPYIHUKOB:

a) HE peke OJTHOTO pas3a B MECHII;

0) He pexxe OAHOTro pasa B TOj;

B) HE pPeXKe OJIHOTO pasa B KBapTall;

') HE pEKe OJHOTO pasa B MOJIroja.

1.49. O d¢axkrax yTparbl CeKpPeTHbIX HOCUTeJdell HHpopMaUuH
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TOKJIAAbIBAETCH PYKOBOACTBY NOAPA3/IeIeHUA:

a) He3aMEeJTUTEIIbHO;

0) He nmo3aHee 24 4acoB ¢ MOMEHTa OOHAPYKEHUS yTPaThl;
B) HE TO37{HEE TPEX THEW ¢ MOMEHTa OOHAPYKEHUSI YTPAThI;
I') HE MO3/IHEE JIByX IHEW C MOMEHTa OOHAPY>KEHHUS YTPaTHl.

1.50. be3Bo3BparHOe H3bATHE CEKPETHOI0 JAOKYMEHTa H3 jeJa
TOMYCKAETCHA TOJBKO:

a) C pa3pelIeHNs HayalbHUKA CTPYKTYPHOTO TO/Ipa3AesieHus, B KOTOPOM
HaxoauTcs (BEAETCS) ATO A0, C 00s13aTeIbHBIM OCTAaBICHUEM B HEM
KOIIMU U3BSATOTO JTOKYMEHTA UJIU CIIPABKU-3aMECTUTEIS] HA U3bSATHIN
JIOKYMEHT;

0) ¢ pa3pelnieHrs HauaJlbHUKA CTPYKTYPHOTO MOJIPa3/IeJICHMUS;

B) C OCTABJIEHUEM CIIPABKM-3aMECTUTENSI HA U3BATHIN JIOKYMEHT;

') C OCTaBJICHUEM KOIUU U3BATOTO IOKYMEHTA.

1.51. 1o pa3MHOKEeHHU IO CEKPETHBIX JOKYMEHTOB M31Aa€TCH:

a) IpHUKas;

0) yKazaHue;

B) aMATKa;

I') pacropsbKeHUE.

1.52. Ilpu cmeHe pykoBoauTeasl (HAYAJIBHUKA) CTPYKTYPHOIO
nojapasjaejeHus MPoBepsieTcs:

a) HAJIMYME BCEX CEKPETHBIX JIOKYMEHTAJIbHBIX MAaTEPHUAIIOB,
YUCIISIIUXCS HA YUETE B CTPYKTYPHOM MOJpa3/IeICHUY;

0) HalTMYue CEKPETHBIX JOKYMEHTAJIbHBIX MaTepUATIOB, YUCIISIIUXCS B
CEeKpeTapuare;

B) HAJIMUYUE CEKPETHBIX TOKYMEHTAJIbHBIX MAaTEPUAIIOB, YUCIISIIIIUXCS 32
PYKOBOJUTEIIEM (HAYAJIbBHUKOM) CTPYKTYPHOTO TIOJIPa3/ICIICHUS;

') HAJIMYUE CEKPETHBIX JOKYMEHTAIbHBIX MaT€pUaIOB HAa OTACIBHOM
y4acTKe.

1.53. CexpeTHble JOKYMEHTbHI MOAIIMBAKTCH B /1€JI0 He MO3/IHee:

a) 10 nHel co IHS UX UCTIOJITHEHHUS;

0) 15 nHeit co qHS UX UCIIOJHEHUS,

B) 45 qHEU Co AHS UX UCITOJTHCHUS;

r) 30 1HEH co JHS UX UCTIOJIHEHUS.

2 Bonpocsl B 3akpbITOi hopMe
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2.1 Kako#i oduuuanbHbBIl JOKYMEHT U3Aa€TCS MO Pa3MHOXKEHUIO
CEKPETHBIX IOKYMEHTOB

2.2 B nepBy1o ouepeap BCKPBIBAIOTCA MAKETHI C TOMETKAMHU

2.3 Tlopyuenust 0e3 ykazaHusi KOHKPETHOUW JaThl UCIIOJHEHUS MOJJIEHKAT
VCTIOJTHCHUIO B CPOK _ JTHEM

2.4 Kaxnaplii TOM Jena J0JDKeH cojepkaTh He 0osee
JIMCTOB.

2.5 O dakrax yTpaThl CEKPETHBIX HOcUTelel uHOpMaIUU
JOKJIAIBIBACTCS PYKOBOACTBY MOAPA3ICIICHUS
2.6 Ilpu mocTyIiIeHuH 3arpocoB, KOTOPhIE HE MOTYT OBITh MCIIOJHEHBI
0e3 mMpenoCTaBICHHS JOIMOJMHUTEIbHBIX CBEACHUM WM YTOYHEHUH,
apXUBHbBIC MOAPA3JCIACHUS 3aNpaIUBAIOT Yy 3asBUTES HEOOXOAUMYIO
MH(pOpMAIIUIO B TEUCHUE JTHEN

2.7 ApxXuBHBIE JOKYMEHTBHI BBIIAKOTCA JUIS  DKCIOHHUPOBAHUSA
JOKYMEHTOB M IO 3ampocaM CyAeOHbIX UM MPaBOOXPAHUTEIbHBIX
OPTaHOB Ha CPOK MECHILIEB

2.8 OTBETCTBEHHOCTh 3a COXPAHHOCTh U MPABUIHLHOE HCHOJIb30BAaHUE
repOOBBIX MeUaTel BO3JaraeTcst HEMOCPEJACTBEHHO HA

2.9 B Hepabouee BpeMsi KOPPECIOHACHIINS MPUHUMAETCS COTPYIHUKOM

noApas3/IeJICHUs
2.10 TIlopyuenus 0e3 yKa3aHUS KOHKPETHOM JaThl HCIIOJHECHUS
MOJIEKAT UCHOJIHEHUIO B CPOK 10 TTHEH

2.11 Tlopyuenus ©0e3 ykazaHus KOHKPETHOM JaThl MCIIOJTHEHUSI,
colepKalre B TEKCTe ykazaHue «CpoyHO», MOMJICKAT UCTIOJHEHHUIO B
CPOK
2.12 3a UCNONTHEHHEM IMOPYYEHUN, HE IOCTABICHHBIX HAa KOHTPOJIb,
OCYIIECTBIISIETCA OOIIMN KOHTPOJb MYyTEM MEPUOAMYECKONM MPOBEPKH,
HE pexe
2.13 Ilepruogu4HOCTH MPEACTABICHUS CHOPABOK O XOJI€ HCIOJHECHUS
MOPYYEHUN OMPEIEISIETCS] PYKOBOAUTEIIEM OpPraHU3allih, HO HE PEXKe

2.14 HomeHknaTypa OpraHM3aiidd COCTAaBIISIETCS (YKAXKUTE, HA KaKOU
CPOK)

2.15 CekpeTHble JOKYMEHTHI MOAIIMBAIOTCA B JIEJO HE MO3/IHEE

CO JIHSl UX UCITOJTHEHUS

2.16 Ceithbpl M KJIIOUM OT HHUX, a TaKXKe KIOYU OT PEKUMHBIX
MTOMEIIECHHUI OepyTCs Ha IEHTPATN30BaHHBIN YUET B
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2.17 Kaxnaplii TOM jena JOJDKEH coepkaTh He OoJjiee JINCTOB
2.18 B mpenenax apxuBHOTO (oHAA YUIETHO-KIACCUPUKAITMOHHOM
CIUHULICU ABIISIETCSA

2.19 Kakoii mnpaBOBOM AaKT PEryJHpPYyeT IMOPAIOK PACCMOTPEHUS
obpamenuit rpaxaan B Poccuiickoit denepaimu
2.20 OTBETCTBEHHOCTh 32 COXPAHHOCTh W MPABUIBHOE HCIOJIb30BAHUE
repOOBBIX MeyaTel BO3IaracTcs HEMOCPEACTBEHHO Ha
2.21 Kaxaplii BuJ JOKYMEHTa JOJDKEH HWMETh YCTAHOBJICHHBIC
PEKBU3UTBI W  OMNPEACIEHHBIA TOPSJOK KX PACHOJIOXKECHUS B
COOTBETCTBUHU C

2.22  OTBETCTBEHHBI COTPYOAHHUK 3a pPA3MHOXKEHHE JOKYMEHTOB
ONpeaesAeTCA

2.23 1o pa3MHOXKEHHIO CEKPETHBIX JOKYMEHTOB U30a€TCA

2.24 Crnucok pacChbUIKH COCTAaBIISIETCS NPU HAMpaBICHUM JOKYMEHTa
Oonee yeM  ajpecaTam.

2.25 Kem e6ckpvisaromcsi nakeTbl C OTPAHUYUTEIBHOW TMOMETKOU
«JImanO»

3 Bonpochl Ha YCTAHOBJICHUM MOCIEA0BATEIbHOCTH

3.1 YcraHoBUTE NPABWIBHYIO MOCJIEA0BATEIbHOCTD MOJTYyYeHU S
BXOASIEH JOKYMEHTALIMH B yYPeKACHUN

a) HEMOCPECTBEHHBIN NUCIOIHUTENb JOKYMEHTA

0) MHBIC IUIIA

B) PYKOBOAUTEIb MOAPA3/ICICHUS

') ceKpeTapuar

3.2 YcTaHOBUTE NPABUJIBLHYIO MOC/IEI0BATEIbHOCTD
peryJIMpoBaHus apXUBHOTO Aejia @3 nmo nepapxuveckou
3HAYMMOCTH:

a) denepanbHbIM 3aKOHOM OT 22 okTs0pst 2004 1. No 125-D3 «O06
apxuBHOM zese B Poccuiickont @enepauumy;

0) ®eaepanbHbIM 3ak0HOM OT 20 deBpans 1995 r. Ne 15-03 «O6
nHpopmaruy, THGOPMATU3AIUH 1 3aIUTe HHPOPMAITUN;

B) @enepanbHbiM 3akoHOM OT 27 utonst 2010 . Ne 210-D3 «O6
OpraHu3alu MPEAOCTABICHUS TOCYAaPCTBEHHBIX U MYHUIIUIATBHBIX
YCIyT»;

r) 3akoHoM Poccutickoii ®eneparuu ot 21 uronst 1993 1. Ne 5485-1 «O
rOCYJIapCTBEHHOMN TANHEY.
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3.3 YeraHOBUTE NPABUJIBHYIO MOCJIEI0BATEIbHOCTD MOJTYYCHUSA
BXO/sIIel JOKYMEHTAIUU B YUPeKICHUN
a) HEMOCPEICTBEHHbBIN UCTIOMHUTENb JOKYMEHTA
0) UHBIE JUIIa
B) PYKOBOJUTEIb MOAPA3ICICHUS
') ceKpeTapuar
3.4 YcTaHOBUTE NPABWIBHYIO IOCJIEA0BATEIbHOCTh YYETHO-
KJIACCU(PUKANMOHHBIX eIUHUI] B APXUBHOM (oH/1Ie ABJISIETCH:
a) €IMHUIIA XPAHCHUS;
0) OMNuCH;
B) JI€J10;
') TIOKYMEHT.
3.5 YeraHoBUTE NPABUWIBHYIO MOCJIEA0BATEIbHOCTh: IPOHYMEpYyHTe
3JIEeMEHTbl  AIMHMHUCTPATUBHOIO  MNPHUHYXKIeHHUsT B  cdepe
TOKYMEHTO000POTA 10 0YePeTHOCTH BOSHUKHOBEHUS:
a) aIMUHUCTpATUBHAs! OTBETCTBEHHOCTD;
0) aIMUHHUCTPATUBHOE TIPECECUCHUE;
B) a/IMUHUCTPATUBHOE MIPEAYIPEKICHUE
4 Bonipochbl HA YCTAHOBJIEHHE COOTBETCTBUS
4.1 YcraHoBHTE COOTBETCTBHE:

1. ITo pa3aMHOKEHHUIO CEKPETHBIX A) mamsiTka
JIOKYMEHTOB U3aETCA

2. Ha kaxxJiplii CEeKpeTHBIM JOKYMEHT, | b) 3aka3 unu paspeiieHue

TIOJIJIC KA A PA3MHOKEHHUIO,
obopMIIsIeTCs

3. Ha corpynHuka, OTBETCTBEHHOrO | B) mpukas
3a Pa3MHOKECHUE

CCKPCTHBIXIOKYMCHTOB N3IaETCS

4.2 YCTAHOBUTE COOTBETCTBHE:

1. JKano0Oa A) OdunmanbHOE BBICKa3bIBaHHE, COOOIICHUE B
YCTHOM WJIM NHCBMEHHOU (QopMe ¢ U3JI0KEHUEM
TOYKH 3PEHUS 10 KAaKOMY-JTHOO0 BOIIPOCY.

2. 3asBlICHUE b) [InceMeHnHOE TpeOoBaHUE (IOKYMEHT),
oOpailieHHOE K YIOJIHOMOYEHHOMY
rOCYIapCTBEHHOMY  Oprany o0  yCTpaHEHHUH
HapyIICHUN MPaB U 3aKOHHBIX HHTEPECOB

3. IIperensus B) Hampapiennble B TOCYAapCTBEHHBIM Opra,
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oprad MECTHOTO caMOyTpaBJICHUSI W
JOJIKHOCTHOMY JIMIly B MHUCbMEHHOW (opMe WU B
dopMe DIEKTPOHHOTO JOKYMEHTa MpEIoKEHUE,

3asIBIICHUE WIH xanoba, a TaKKe
YCTHOE OOpalieHue Tpax aHrnHa B
rOCyJapCTBEHHBIH  OpraH, OpraH  MECTHOTO
CaMOYIPABJICHHUSI

4. Obpamenue |1I) [TuceMeHHOE U3JI0KEHNE TpeOoBaHMI

norpeburens K  NOpoiaaBlly  (M3rOTOBUTEIIO,
UCIIOJHUTENII0) B CBS3M C  OOHapyXeHUEM
HEJOCTaTKOB B ToBape (pabore, yciayre) WIH
HEHaJJIeKAITIM UCIIOJIHEHUEM MPOJIaBIIOM
(M3rOTOBUTEJIEM, UCIIOJTHUTEIIEM ) CBOHUX
00513aTeILCTB 10 IOTOBODY..

4.3 YCTAHOBUTE COOTBETCTBHE:

CPOK

1. TlopydeHnus 0e3 yka3zaHUs] KOHKPETHOU
JaThl UICTIOJIHEHUS MOJJIEKAT UCIIOTHEHUIO B MecsIl

2. Tlopyuenuss 0e3 yka3zaHusi KOHKpeTHOU | b)3a 3 mHs no ero
JaThl WCIIOJIHEHUSI, COJEpXkKaIlUE€ B TEKCTE MCTEUYCHUSI
ykazaHue «CpodHO», MOMJIEKAT HCTIOJIHEHUIO

00BbEKTUBHBIM

3. Ecnm ucnoimHeHus MOpPYyYEHHUS B CPOK IO

MoApa3/IeICHUE-UCIIOTHUTEb 00s13aHO
00paTUTbCS K PYKOBOAMUTEIIO OpTraHU3allMH,
JABIIEr0 MOPYYECHHUE, 3a pa3peluicHUEM Ha
MPOJJICHNE YCTAHOBJICHHOTO CPOKa

B) B 3-HEeBHBI CPOK
pUYUHAM HEBO3MOKHO,

MPOBEPKHU

4. 3a ucnonHeHneM  nopydeHui, He | [') mo 30 nHew
MIOCTABJICHHBIX Ha KOHTPOJIb, OCYIIECTBISACTCS
OoOmM  KOHTPOJIb MNYTEM MEPUOIANYECKOMN

4.4 YCTAaHOBHUTE COOTBETCTBHE:

1. Cpok paccmoTpeHus 3anpoca | A) B TeueHue 7 nHEH

110 ApXUBHOMY JOKYMEHTY

2. llpu moctymieHuH 3ampocoB, | b) 5 pabouux gHe co aHs

KOTOpbIE HE

MOI'YT OBITB | IO CTYIIJICHHUA

HCIIOJHEHBI 0¢3 npeaoCTaBJICHUS | MCKBCIJOMCTBCHHOI'O 3aIlpOCa B

A) He pexe IByX pa3 B
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JIOMOJHUTEIBHBIX CBEACHUM HWIN APXHUBHOC MMOAPA3ACICHUC

YTOUYHEHHUM, apXUBHBIE | OPraHU3ALINM, ECIIU UHBIE CPOKH
MOAPA3EIICHUs 3alpAllIMBAKOT Y | IOATOTOBKH U HAIIPABJIEHHUS
3asBUTENS HEOOXOJIUMYIO | OTBETA HA MEKBEIOMCTBECHHBIM
uH(dopMaIuio 3aIpOC HE YCTAHOBJIEHBI

3aKoHOOaTeILCTBOM PO

B) He nomxen npesbimath 30
JTHEH C JaThl €ro perucTpalum,
HO B UCKJIFOUUTEIHLHOM CIIy4ae
MOXET ObITh MPOJIEH HE OoJiee

3. Ilpu mocTymjieHWH 3ampocoB,
KOTOpbIE HE MOTYT OBITH
UCIIOJHEHBl 0€3 TMpeaoCTaBICHUS
JIOTIOJIHUTEIBHBIX CBEJCHUN WU

YTOYHCHUH, apxuBHbIC | YeM Ha 30 nTHEU
NOAPA3ACICHUS 3alpaliuBalOT y

3asIBUTEJS HEOOXOJIUMYIO

uH(opMaIuio

4.5 YCTAHOBUTE COOTBETCTBHE:

1. Ilpu cMeHe HayaJIbHUKA
CeKpeTapuara npoBepseTCs

A) Hanuume cekpeTHbIX
JOKYMEHTaJIbHBIX MaTEpPUAJIOB,
YUCJISIIINXCS B apXUBE

2. Ilpu cMeHe pyKOBOAUTEIS
(HauaJIbHUKA) CTPYKTYPHOTO
NO/IPA3AEIEHUS IPOBEPSIETCS

b) Hanuuue cekpeTHbIX
JTOKYMEHTaJIbHBIX MaTEpPUAJIOB,
YUCJISIIIMXCS BO BCEM OpraHe

3.1Ipu cmeHe pyKOBOIUTENS
apxuBa

B) Hanuuue cexpeTHbIX
JTIOKYMEHTaJIbHbIX MaTEpPUAJIOB,
YUCJISIIIMXCS B CEKpeTapuare

4.Ilpu
oprasa

CMCHC Ha4YaJIbHHKaA

I') Hanmnume Bcex CEKpPETHBIX

JOKYMEHTaJIbHBIX MaTEpPUAJIOB,
YUCIISIIIUXCA HAa YUETE B CTPYKTYPHOM
noJipas/ieJIeHun

7. KoOMIIeTEeHTHOCTHO-OPMEHTUPOBAHHBIEC 32/1a4H:

Komnemenmuocmno-opuenmupoeannasn 3aoaua Ne 1

Odopmure panopT 06 0OHaApYKEHUU MPUIHAKOB MPECTYIIIICHUS B
coorBercTBUU cO cT. 143 VIIK P® wu Ilpukazom Muniocta PO or
11.07.2006 Ne 250 «OO6 ytBepxkaeHun WHCTPYKIIUU O MOpUEME,
pPErUCTpallMi M TPOBEPKE B YUPEKICHUSAX M OpraHax YTOJOBHO-
UCIIOJHUTEJILHON CUCTEMBbl COOONIEHHWH O TMPECTYIUICHUSIX |
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MPOUCIIIECTBUSIX.
Komnemenmunocmuo-opuenmuposannas zaoaua Ne 2
OdopmuTe NTUCHMEHHO ITPOTOKOJI COOpaHus (3aceaaHus ) oT/iela,
CITYKOBI.
Komnemenmnocmmuo-opuenmupoeannasn 3aoaua Ne 3
Odopmute nucbMEeHHO TJaH paboOThl OTAeNa (CIy>KObl) Ha
KBapTal.
Komnemenmnocmmuo-opuenmupoeannasn 3aoaua Ne 4
OdopMuTe MNUCHBMEHHO CiHy)XeOHOE TIHChbMO (3ampoc B
BBIIECTOSIIYO ~ OopraHu3zanuto, Hanpumep B [ YOCHH, o
MPEI0CTABICHUH MarepuajJbHbIX HJIM JIIOACKUX  PECYPCOB,
CIIeIMaIbHBIX CPEICTB, MHQOPMALIMHU U T.1. )
Komnemenmuocmmuo-opuenmupoeannasn 3aoaua Ne 5
OdopMutre  NUCBMEHHO  JOKHOCTHYIO  HMHCTPYKLUHIO B
coorBercTBUU ¢ Ilpukazom ®CHUH PP ot 05.06.2008 Ne 379 «OO06
yTBepxkaeHun [lopsigka TOATOTOBKM JOJDKHOCTHOM HMHCTPYKIUU
pabOTHUKA YTOJOBHO-UCIIOTHUTEIHHON CUCTEMBIY.
Komnemenmuocmmno-opuenmuposannasn 3aoaua Ne 6
CocTaBUTh aKT MOpUEMa-Tepeadynd CIyKEOHBIX eI,
JOKYMEHTOB.
Komnemenmuocmno-opuenmuposannan 3aoaua Ne 7
CocTaBUTh 3aKJIIOYEHHE MO MarepuanaMm CilayKeOHOU
NpPOBEPKHU (HAmpuMep, MO0 HAPYUICHUIO CIY>KEOHOM JUCIUIUIUHBI WU
Ype3BbIUYANTHOMY MPOUCHIECTBUIO IPU HECEHUU CITYKOBbI).
Komnemenmnocmmuo-opuenmupoeannasn 3aoaua Ne 8
Odopmuts ciyxkedHoe nuceMo (OTBeT Ha 3ampoc YBJI o
MPEOCTABJICHUM CIIPABKY IO JIMYHOMY JIeNy OCYyXJIeHHOTro BaHOBA).
Komnemenmnocmmuo-opuenmupoeannasn 3aoaua Ne 9
OdopMmure cnpaBky Mo JUYHOMY JAEIY OCYXIECHHOTO
(B cmpaBkKe [IOJKHA COJEPXKaThbCs COILMAlIbHO-JAeMorpaduueckas
XapaKTepUCTUKA OCYXKIECHHOro, HWHPOpMaIUs O COBEPIICHHOM
NPECTYIJICHUM W HAKa3aHWM, JUCHHUIJIMHE B MCIPABUTEILHOM
YUPEKICHUN).
Komnemenmnocmmuo-opuenmupoeannas 3aoaua Ne 10
Odopmute NUCHMEHHO PANOPT O BOZHUKHOBEHUM UPE3BBIUAMHON
CUTyalldd TPU HECEHUHU CIIyk Obl (MOMBITKA TOOEra 3aKIIOYEHHOTO,
HaIlaJICHUE Ha MOCT, HEIIOBUHOBEHHUE OCYKJIEHHOTO U T.II.).
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8. YA EBHO-METOJNYECKOE U THO®OOPMAIIMOHHOE
OBECIIEYHEHUE JUCLHUII/IMHbI

OcHoBHas yueOHas1 iuTepaTYpa

1. BacakoB, M. W. JlokyMeHTallMOHHOE 00€CIICYECHUE YIPABICHUS:
(HdemonpounsBoacteo) / M. U. bacakos. — 2-e u3a., uc. u gomn. — Poctos-
Ha-Jlony : ®enukc, 2013. — 352 c. : un. — Pexum pocryma: mo
MO/IITUCKE. —
URL.: https://biblioclub.ru/index.php?page=book&1d=271490 (nara
ooparmenus: 25.08.2021). — TekcT : 2JI€KTPOHHBIA.

2. XKarmun, A. B. OcHOBBI yIpaBieHUs U JEIONPOU3BOJCTBA B
opraHax BHYTPEHHHX Jel. AlpOOM cxeM : ydeOHoe mocooue /
A. B. Xarmun, A. /. YnesaHoB. — Mocksa : HOuutu-/lana : 3akoH u
npaBo, 2014. — 191 c. : un. — Pexum noctynma: mo MHOANMMUCKE. —
URL: https://biblioclub.ru/ index.php?page=book&1d=447945 (nara
ooparmenus: 25.08.2021). —TekcT : 2JIEKTPOHHBIIA.

3. Ky3uenoB, M. H. JlexonmpousBoACTBO : ydeOHOe IocoOue :
[16+] / W. H. Ky3nenoB. — 9-e u3zn., nepepad. — Mockga : JlamkoB u K°,
2020. — 406 c. : wmn. — Pexum pgocTtyna: Mo MNOAMNUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=572967 (nara
obpamenus: 25.08.2021). —TekcT : 37EKTPOHHBI. .

JlonoJiHUTeIbHAS yUeOHAas IuTepaTypa

4. ApacnanoBa, B. A. CunyxeOHble HOKYMEHTHI: (HOPMYJISIpbl U
npuMepbl  odopmieHUs. AJNBOOM: Y4eOHO-TIPAKTHYECKOE IMOCOOHe :
[12+] / B. A. ApacnanoBa, E. C. BypmuctpoBa. — Mocksa ; bepnun :
Hupexr-Menna, 2020. — 108 ¢. — Pexxum nocTymna: 1Mo MOJMMCKE. —
URL.: https://biblioclub.ru/index.php?page=book&1d=578396 (nara
ooparenus: 07.09.2021). — TekcT : 2JIEKTPOHHBIA.

5.I'BaeBa, M. B. JlenonmpousBoACTBO : copaBoyHMK : [16+] /
. B. I'BaeBa, C. B. CobaneBckuii. — MuHck : Terpanur, 2014. — 224 c. :
cxem., rpad., wmia. — Pexum Jgocryma: 1O  TOANMCKE. —
URL: https://biblioclub.ru/index.php?page=book&i1d=78519 (nara
obpamenus: 25.08.2021). — TekcT : 37EKTPOHHBIM.

6. EropoBa, JI. b. Ucrtopuss nenomnpousBojactBa B Poccun
y4eOHuk : B 2 dactax : [16+] / JI. b. Eroposa, H. A. PoroxoBa. —
Mocksa ; bepnun : Jlupekr-Menua, 2021. — Y. 1 (konen [X — Hagamno
XX B.). — 333 c. : w1, Tabn. — PexuMm pocTyna: mo MHOJNUCKE. —
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URL: https://biblioclub.ru/index.php?page=book&id=602451 (nara
obpamenus: 25.08.2021). — TekcT : 37EKTPOHHBIM.

7. UHcTpyKMs mo paboTe ¢ oOpallleHUs MU T'paXkJaH B CHUCTEME
MBJI Poccun. — HoBocubupck : CubOupckoe yHHBEPCHUTETCKOE
m3aarensctBo, 2007. — 48 c. — Pexkum pocryma: MO MOJMHMCKE. —
URL: https://biblioclub.ru/index.php?page=book&i1d=57480 (nara
ooparenus: 25.08.2021). — TekcT : 2JIEKTPOHHBIA.

8. KonduaennuanpbHoe JIeTONPOU3BOJACTBO M 3alUIICHHBIN
ANEKTPOHHBIA JTOKyMEHTOOOOpoT : yueObHuk / A.I. ®abpuyHos,
A. C. Iémymkun, T. B. Kongpamosa, H. H. Kynses. — Mocksa : Jloroc,
2011. — 452 c. — (HoBas ynuBepcuteTckass Oubanoreka). — Pexum
J0CTyTa: 1o MO/ITTUCKE. —
URL: https://biblioclub.ru/index.php?page=book&1d=84996 (nara
obpamenus: 25.08.2021).— TekcT : 37EKTPOHHBIM.

4.2 IlepeyeHb MeTOAMYECKUX YKA3aHUM

1. 1enmonpou3BOJICTBO M PEXUM CEKPETHOCTH B OIEPATHBHO-
PO3BICKHOM JEATENbHOCTU: [DIEKTPOHHBIM pecypc]| : METOAUYECKHE
yKa3aHus U1l MOJTOTOBKU K MPAKTUYECKUM 3aHSATHUSAM ISl CTYIACHTOB

HarpaBJICHUS MOATOTOBKH (CrierManbHOCTH) 40.05.02
IIpaBooxpaHuTenbHass JESITEIbHOCTh, HANpPaBJICHHOCTh (MPOQUIIb,
CIieraar3arus) «OrnepaTuBHO-PO3BICKHAS ESITEIbHOCTD) /

FOro-3amn. roc. yu-T ; coct. H. C. Pakmia. — DJeKTpOH. TEKCTOBBIE JIaH. —
Kypck : FO3IY, 2022. — 40 c.

2. J1enonpou3BOACTBO M PEKUM CEKPETHOCTH B OIEPATUBHO-
PO3BICKHON JEATEIBLHOCTH: [DJIEKTPOHHBIM pecypc]| : METOAMYECKUE
yKa3aHusl JJisl CaMOCTOSITEIbHONW palbOThl CTYACHTOB HAMpaBICHUS
noaroroBku  (cnenuansHoct)  40.05.02  IIpaBooxpaHuTenbHas
NEATEIbHOCTb, HaIlPaBJIEHHOCTh (npoduib, crielraInu3anus)
«OnepaTuBHO-PO3BICKHAS JedaTenbHOCThY / FOro-3arm. roc. yH-T ; COCT.
H.C. Pakma. — DnektpoH. TekcroBble naH. - Kypck : IO3IY, 2022. —
56 c.

Jlpyrue yueOHO-MeTOANYECKHE MATEPHAJIbI

OTtpacieBble  HAaydyHO-TEXHMYECKHE O KypHalbl B  OUOIHOTEKe
YHUBEPCUTETA:

XKypuan Mctopus rocynapcTsa u mpana.

Kypnan IOpucr.



50

N3Bectus FOro-3amagHoro rocygapCcTBEHHOIO YHUBEPCUTETA
Ilepeyenn pecypcoB UH(OPMAIIUOHHO-
TEJIEKOMMYHUKAIMOHHOU ceTH «HMHTEepHET», HEOOXOAUMBIX IJIA
O0CBOEHMSI M CIUIIUHBI

1. www.elibrary.ru - DnexkrponHast OubdiaoTexa

2. http://www.consultant.ru - OduumnaapbHbpli CalT KOMIIAHUU
«Koncynbrantl Lirocy»

3. http://www.garant.ru - OH-JailH BepcHsl CIPaBOYHO-TIPABOBOM
cucteMbl «['apaHT» - HOpPMaTHBHBIE aKThl, CyneOHas IpPaKTHKa,
KOMMEHTApHUH K 3aKOHOJIaTEIbCTBY, HAyUYHbIE CTAThU

4. http:// www.gov.ru - CepBep OpraHoB rocyaapCTBEHHOM BJIACTH
Poccuiickoii @enepaunun

5. https://biblioclub.ru/ - 3BC «YHuBepcurerckas OuOIMOTEKA
OHJIAH»

6. lib.swsu.ru/ - DnexkrponHas oubnuoreka FO3I'Y

7. https://e.lanbook.com / - OBC «JIanb»
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9. OCHOBHBIE TEPMHUHBI 1 ONPEAEJEHUSA

AHKeTa — cmoco0 mpeacTtaBieHHs  YHU(PUIIHMPOBAHHOTO
JOKYMEHTa WU TEKCTa, MPU KOTOPOM TIOCTOSIHHAs UHGpOpMaIUs
pacrnosiaraeTcs B JIEBOM YacTH JIMCTA, CTPOKAMU APYT IO APYroM, a
IIEpEMEHHAas BHOCUTCSA B JIOKYMEHT B IIPOLIECCE €r0 COCTABJIECHUS B
MPAaBYIO YacTh JUCTA. AHKETAa PEKOMEHIYETCS ISl UCTIOJIb30BAHUS B TEX
CITy4asiX, KOrjJla XapaKTepU3yeTCs OJMH OOBEKT 10 POy ITapaMeTPOB.

ApXHUBHOE [eJI0 - JEATEJIbHOCTh II0 OPTraHU3alUU XPaHECHUSA
JIOKYMEHTOB, 00JaJarolnX 3HAYMMOCTBIO I OOIIECTBA U MMEIOIINX
LIEHHOCTH 11 COOCTBEHHUKA.

BJIaHKOM [OKyMeHTAa Ha3bIBalOT JIUCT OyMaru pa3peméHHOro
dbopmata ¢ HAHECEHHBIMM Ha HEM MOCTOSIHHBIMU DPEKBU3UTAMHU B
coorBercTBUU ¢ ['OCTom.

BocnurareabHass (pPyHKUUA JOKYMEHTA 3aKJII0YAETCSA B TOM, YTO
JOKYMEHT JUCHUIUIMHUPYET HWCIOJHUTENS, TPeOyeT IMOBBIIICHHOTO
YpOBHSI  00pa3oBaTelibHOM MOATOTOBKH. XOPOIIO  O()OPMIICHHBIM
JOKYMEHT BOCITUTBIBAET 3CTETUUYECKUU BKYC YIIPABICHUYECKUX KAAPOB,
MOBBIIAET MPECTUK YUPEKIAECHUN U OPraHU3ALUNA.

Beinucka W3 [JOKYMEHTa — 3aBEpPEHHas 4YacTh TEKCTa
MTOJIMHHHUKA.
TocynapcrBeHHass TailHa - 3allUIIaeMble TOCYAApPCTBOM

CBeIeHUsd B 00JaCTM €ro BOCHHOM, BHEIIHENOJIUTHYECKOM,
DKOHOMHUYECKOW, Pa3BEIbIBATCIIbHOW, KOHTPPA3BEIABIBATEIBHON W
OIEPATUBHO-PO3BICKHONW JICATEIBHOCTH, PACHpPOCTPAHEHUE KOTOPBIX
MOKET HaHecTH y1iepo 0e3onacHocTu Poccuiickoit denepaniuu;

I'pud cexperHOCTM - PEKBU3UTHI, CBUICTEIBCTBYIOIIAE O
CTENICHU CEKPETHOCTU CBEICHHM, COACpKAIIUXCSI B HMX HOCHUTEIE,
MPOCTAaBIIIEMbIE HAa CaMOM HocuTeNle W (W) B CONPOBOJMTEIHLHOU
JTOKYMEHTAIUX Ha HETO;

Jlatra moKymMeHTa TMPOCTABIACTCS  JOJDKHOCTHBIM  JIMIIOM,
MOANMCHIBAIOIIMM WM YTBEPKAAIOIUM JTOKYMEHT.

Jdaron  gokymMeHTa  SBISIETCA  Jlata  €r0  MOAINKUCAHUA

(pacnopsiIUTEIbLHbBIC JIOKYMEHTHI, MUChMA) WA COOBITHS,
3a()UKCUPOBAHHOTO B JOKYMEHTE (IIPOTOKOJI, akT). [l yTBepKaaemMoro
NOKyMeHTa (IU1aH, WHCTPYKIMS, IIOJIO)KEHHUE, OT4YeT) - Jara
YTBEP:KICHMUS.

Jeqionpou3BOACTBO — 9STO crnenuduueckoe  HampaBICHUE
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NeSATEILHOCTH, KOTOPOE€ 3aKJIFOYaeTCs B COCTaBJICHUM, O(OpMIICHUU
JTIOKYMEHTOB, NX 00pa0OTKe U XpaHCHHH.

Jlesonpon3BOACTBOM Ha3bIBAIOT Takxke cdepy JesTeIbHOCTH
YeJI0BeKa 10 pa3padoTke M opOpMIICHHIO O(PHUIMAIBLHBIX JTOKYMEHTOB,
OpraHu3alliM UX JBMKEHUS, yUETA U XPAHEHHUS.

JIoKyMeHT — MaTepUaIbHBIH OOBEKT C 3aKpEIUIEHHOW B HEM
nHpopManmend sl mepenadyd €€ BO BPEMEHHM U IPOCTPAHCTBE.
JIOKyMEHT BBICTyIIa€T OJHOBPEMEHHO M KaKk MNOpeAMET Tpyaa
yIPaBJIEHYECKOTO Pa0OTHUKA, U KaK €ro pe3yJibTar.

JIOKyMEHT HECET HPUANYECKYI0 (QYHKIHIO, ITOCKOIBKY €ro
COIEp)XaHWE  UCMOJIB3YeTCs B  Ka4eCTBE  JIOKa3aTelIbCTBA  IPH
PACCMOTPEHHUHU CIOPHBIX BOIMPOCOB CTOPOHAMM OTHOIIEHHUI, HE TOBOPS
y)Ke 00 opraHax CJIEACTBHUA, Cyla U IPOKYyparyphl. Psji JTOKyMEHTOB
W3HAYAJIbHO  HaAelnEH  ropuandeckod  (yHKIuMew  (IoroBopHas
JOKYMEHTAIMsl, HOTApUAJIbHO 3aBEPECHHBIC JTOKYMEHTHI, ITPABOBBIC AKThI
OpraHoOB roCyJIapCTBEHHOTO YIIPaBJICHUS U T. 11.).

JJOKyMEeHTO000pOT - JBWXKECHHE JOKYMEHTOB MEXAY HX
COCTABUTEIIMU W HUCIOJHUTEISIMA 1O  HMH(POPMAIMOHHBIM
TEXHOJIOTUYECKUM LETIOYKaM, Jarolee BO3MOYKHOCTh

nporuHGOPMHUPOBATH BCEX 3aWHTEPECOBAHHBIX JUI[ JOBECTH JI0 HHUX
MIPUHSATHIC PEUICHUS, OCYIIECTBIATh YYET U KOHTPOJIb UCITOJTHEHMUS.

HyOamkar — BTOPOH SK3EMIUISIP 3aBEPEHHOrO JIOKYMEHTA,
MMEIOILETO OJUHAKOBYIO CUJTY C HOJJIMHHUKOM.

NuauBuayajbHble JTOKYMEHTBI 10 COACPKAHUIO SIBISIOTCA
cnenuPUUecKkuMu, HOCAIIMMHM  XapaKTep pa3oBOro JOKYMEHTa,
M3JIAraeéMoTO JEJI0BBIM S3bIKOM.

Konmmusi noKyMeHTa — WJIECHTUYHOE, 3aBEPEHHOE JOJKHOCTHBIM
JIMIIOM BOCIIPOU3BEACHUE MOATMHHUKA.

JIaKOHMYHOCTH M3JI0KEHUHA TEKCTa MUChbMa JOCTHUIaeTCs
SKOHOMHBIM  MCIIOJIb30BAHUEM  S3BIKOBBIX CPEJICTB, HMCKIIOUYCHUEM
pevYeBOi N30BITOYHOCTH.

HeliTpajbHbIi TOH U3JI0KCHUS SBISECTCS HOPMOH O(HUITHATBHOTO
JIEJIOBOTO  sI3bIKA,  TIOCKOJIBKY  yIpaBiieHYeckas  uHdopMaius,
opunManbHas 1O CBOEMY  XapakTepy, CBOAUT CyOBEKTUBHBIM
(JINYHOCTHBIN) MOMEHT B TEKCTaX JIOKYMEHTOB K MUHUMYMY.

Opranuzanuonnast QyHKIMS JOYMEHTA 3aKJII04aeTCs B TOM, UTO
C MOMOIIBIO JOKYMEHTa 00ECIEeUMBAETCSl BO3/ICUCTBUE HA KOJIJICKTHUBBI
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JFONICH ISl OpraHu3alliid U KOOPAWHAIUKM WX JIESITEIbHOCTH. BHemHue
CBSI3U MPEANPUITUN U OpraHu3alnii o0ecreurnBacT KOMMYHUKATHBHAS
GYHKIIMS TOKYMEHTOB.

OCHOBHBIMH  YepTaMu 0(pULHMAIBHO-1€J10BOI0 CTUJIA
CUMTAKTCH: HEUTPAIBHBIN TOH U3JIOKEHUS], JAKOHUYHOCTh U KPATKOCTh
TEKCTA, TOYHOCTh U SICHOCTh BBIPAXKEHHUS MBICIIH.

OcoOble TpeOOBaHUS TPHU H3JIO0KEHUU TEKCTa MPEIbSIBISIOTCS B
OTHOILIEHUY TOYHOCTH M SICHOCTH BbIPA’KEeHHUS MbICJIN.

Odopmiienue gea — 53TO TOATOTOBKA JI€I K XPAHCHUIO B
COOTBETCTBUU C YCTAHOBJIICHHBIMU ITPAaBUJIAMMU.

Ilo mNpPOUCXOKAEHUIO JOKYMEHTHl  KJIacCU(UIMPYIOT  Ha:
CIy)XeOHbIE (JC€I0BbBIC); IOJATOTOBIICHHBICE B OpraHMU3alUsaX; JHUYHbBIC
MHUChMa TPaXKAaH ¢ U3JI0KECHUEM KaJI00, MPEIJIOKEHUM, TTPOCHO.

Ilo cpoxkaM XpaHeHHUS [IOKYMEHTBHI JEJIATCS Ha JOKYMEHTHI
MOCTOSIHHOTO W JOKYMEHTBI BPEMEHHOIO XpaHEHHs. J{OKyMEHTHI
BPEMEHHOIO XPAHEHHS, B CBOK OYEpElb, MOAPA3ICISIIOTCA Ha
JIOKYMEHTBI CO CpOoKOM xpaHeHus 10 10 jet u cBoime 10 jer.

IIo crenenu 00513aTEJILHOCTH: HHOPMAIMOHHBIE, COJICPKAIIINE
CBeJICHUSI U (PaKThl O JEATEIBHOCTA OPraHU3alNU, U JUPEKTHBHbIE —
o0s13aTeNIbHBIC JJISI UCTIOJTHEHHUS, HOCAIIME XapaKTep IOpUINYECKON WU
TEXHUYECKOU HOPMBI.

IIo CTENeHHU yHUupUKaUun pa3InvaroT JIOKYMEHTBI
WHJMBHUyaJbHbBIE, TUIIOBBIC, TpadapeTHble, MpUMEpHbIE (00pa3loBbHIC)
Y YHU(PUIIUPOBAHHBIE B BUJIC AHKETHI WJIA TAOJIHUIIBI.

Ilo xapakTepy coaep:KaHUsl TOKYMEHTHI ObIBAIOT MEPBUYHBIE U
BropuuHbie.  IlepBHYHBIA  JOKYMEHT  COJEPKUT  HMCXOJHYIO
uHpOpMaIMIO, KOTOpasi CYMMHpYETCs, 0000IIaeTCs BO BTOPHYHBIX
JOKYMEHTaXx.

IIpumepHbIe TOKYMEHTBbI (00pa3ubl) HOCIT OPUECHTHUPOBOUYHBIN
XapakTep M HUCMOJB3YIOTCA JJIsl COCTaBlieHHS U 0QOpMIICHUS
JOKYMEHTOB MO aHAJIOTHH.

PexkBu3uT - 53TO COCTaBHAas YacTh JIOKyMEHTa. Paznmuyaror
PEKBU3UTHI TOCTOSAHHBICE W TiepeMeHHbIC. II0CTOSIHHBIE PEKBUHUTHI
MOBTOPAIOTCS B 00s3aTEIbBHOM TMOPSJKE BO BCEX JOKYMEHTax JaHHOTO
HanMeHOoBaHMs. llepeMeHHBbIe — HAHOCATCA HENOCPEACTBEHHO MpH
MMOATOTOBKE KOHKPETHOTO JOKYMEHTA.

CucrtemMa [JOKYMEHTAMOHHOIO o0OecrneYyeHHs YIpPaBJIeHHUS
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(cucrtema [1eJ10MPOM3BOACTBA) - COBOKYIHOCTh MpaBWJl PabOThl C
JOKYMEHTaMU B OpPraHW3aliH, TOJKPEIUIEHHBIX COOTBETCTBYIOIIUM
HOPMAaTUBHO-NIPABOBBIM, MaT€pUAJIbHBIM U KaJIPOBBIM 00€CIICUCHUEM.

CayxeOHast uHGopManKsi OTPAHUYCHHOI0 PACIIPOCTPAHEHMS -
HECeKpeTHasi UH(pOpMaIusl, Kacarolascsi NeATeIbHOCTH OpraHu3alui,
OTPAaHUYCHUSI HA PACIPOCTPAHEHUE KOTOPOM AUKTYIOTCS CIIY>KEOHOM
HE00XOUMOCTBIO.

CiykeOHBbIH AOKYMEHT JAOJIKEH COOTBETCTBOBATH
JEUCTBYIOIIIEMY 3aKOHOJATEIbCTBY W JPYTUM HOPMATHUBHBIM aKTaM
(mpukazaM, JAUPEKTHUBAM, yKa3aHUSIM  BBIIIECTOSIIETO  OpraHa
yopaBieHus1); OQOpMIIATHCS B COOTBETCTBUU C CYIIECTBYIOIIMMU
['OCTamu u TpeboBanusiMmu MHCTpyKIUii; OCHOBBIBATHCSl Ha (DaKTax U
COJIEpKaTh KOHKPETHBIE U pEaJIbHbIC MPEIJIOKECHUS WM YKa3aHUSs;
HCKITIOYaTh JIyONupoBaHHE TpeOOBaHUM, COIEpXKAIIUXCS B paHee
MPUHSITBHIX JTOKYMEHTAaX, a MPU HEOOXOAMMOCTU UMETh CChUIKM HA HUX;
COCTaBIISATbCS, KaK MpaBUJIO, MO OAHOMY BOIPOCY, MOCIEI0BAaTEIbHO,
KpaTko, dYE€TKo, ©0e3 TMmoMapok U ynorpebiaeHus (OPMYIUPOBOK,
MOPOXKJIAIOIIUX PA3JIMUHbIC TOJKOBAaHMS; COAEPXKaTh O00s3aTelIbHbIC
PEKBU3ZUTHI.

CpencrBa 3allMThI uHopmManuu - TEXHUYECKHE,
Kpunrtorpaduyeckue, MPOrpaMMHBIE 151 IpyTHe CpEACTBa,
NpEAHA3HAYEHHbIE  JUISI  3allATBl  CBEICHUM,  COCTABISIOIINX

rOCyJlapCTBEHHYIO TailHy, CpPEACTBa, B KOTOPHIX OHHM peaM30BaHbI, a
TaKXKe CPeACTBA KOHTPOJIsi 3PPEKTUBHOCTH 3alIUTHI MH(DOpMAIIIH.

CyTb  cTanjapTM3alldM  3aKjo4aeTcsi B pa3paboTke
ONTUMAaJbHBIX MPaBWI U TPEeOOBAHUM MO MOATOTOBKE, OPOPMIIEHUIO,
y4€Ty M XPAHECHUIO JCJOBOUM pernyTaluu, MPUHSATHIX B YCTAHOBJICHHOM
MOPSIIKE M PEKOMEHJIOBAHHBIX ISl BCEOOIIET0 M MHOTOKPATHOTO HX
NPUMEHEHHUS] B JIEJONPOU3BOJACTBE. Pe3ynbraThl paOOThl MpPU 3TOM
0hOpMIISIIOTCS. B BUJIE HAIIMOHAJIBHBIX CTAH/IAPTOB.

CyTb yHU(UMKAIUM CBOJUTCS K COKPAICHUIO HEOMPABIAHHOTO
MHOT000pa3us JTOKYMEHTOB, MPUBEACHHUIO K €IMHO00pa3nio ux ¢Gopm,
CTPYKTYPBbI, SA3bIKOBBIX KOHCTPYKIIMIA U Omepaiuii mo o0padoTke, yueTy
U XpaHECHHUIO.

Tabauma — ¢opma mnogaun Marepuana, Korjga MOCTOSTHHAs
rH(pOopMaIMs pa3MeIIaeTcs B 3arojioBkax rpag u 00KOBUKE (3aroJIOBKH
CTPOK), a IepeMeHHas (B U(PPOBOM MM CIOBECHOM BBIPKCHHH) — Ha
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MepEeCeUeHUN COOTBETCTBYIOIIUX I'pad U CTPOK.

TunmoBbIMHU SBIISIOTCS JOKYMEHTBI, PACCHUTAHHBIC HA W3JI0KCHUE
OIHOPOJHBIX MPOLECCOB M SBJICHUW: THUIIOBOM TEXHOJOTUYECKUAMN
MPOLIECC, TUTIOBBIC MPaBUJIa BHYTPEHHETO PACHOPSIAKA U T.II.

TouHOCTH M3J105KEHUS TIPENOaracT OAHO3HAYHOCTh IOHUMAaHUS
COZECp>KaHUs, TPUBEAEHHOTO B JOKYMEHTE, U aBTOPOM TEKCTA, U €ro
azpecaTomM.

TpadaperHble JOKYMEHTbI UMEIOT 3apaHEE HANICUYATAHHBIN TEKCT
C npoOeIamMu, KOTOPbIE 3aMOTHAIOTCA IPU OKOHYATEIbHOM 0()OPMIICHUU
JOKYMEHTA B 3aBUCUMOCTH OT KOHKPETHOM CUTYaIUH.

Yuudukanuss B JCTONPOU3BOJICTBE MOXET OBITh  Kak
CaMOCTOSATENIbHOM  paboToOM, Tak MW J3TamoM B  paboTe 1o
CTaHJapTU3ALINH.

IKCNePTU3a HEHHOCTH JOKYMEHTOB — 3TO OTOOP JTOKYMEHTOB Ha
rOCYJapCTBEHHOE XPAaHCHUE WIIH YCTAHOBJIICHUE CPOKOB UX XPAHCHUS.
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