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1. OPTAHU3AIIMOHHO-METOANYECKUE I1OJOKEHUSA

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 TOJpa3felicHusx oOecmeueHus O€30MacHOCTH B YrOJOBHO-
HCIIOJIHUTEIIbHON CUCTEME.

1.2 3apaum u3y4yeHusi JUCHUTLIMHbI

1. ®opmupoBanrue 3HAaHWW O TMpaBWIaX pa3pabOTKu W
ohOopMIICHUS IOPUAUYECKUX U CITYKEOHBIX IOKYMEHTOB.

2. ®opMupoBaHue 3HaHUH O cHocob0ax JIOKYMEHTAIMOHHOTO
COITPOBOX/ICHUS BBISIBJICHUS KOHTHHI€HTA, B npeaenax
TEPPUTOPHUATBLHBIX MOJTHOMOUYUM OTJIeNIa TIOJIMIIUHU, B LEAX BBISBICHUS
JIUI, BEAYLIUX aMOpaJibHbIM 00pa3 >KM3HU, CKJIOHHBIX K COBEPIICHUIO
MPOTUBONPABHBIX JICSTHUM, BOBJICKAIONIMX HECOBEPILICHHOJIETHUX B
MPECTYNHYIO U UHYIO TPOTUBOIPABHYIO JIEITEIBHOCTb.

3. ®opMHUpPOBAHUE HaBBIKOB MIPUMEHEHUSA TpeOOBaHU I
HOPMATHUBHBIX IIPABOBBIX aKTOB B OOJIACTH 3aIIUTHI TOCYIapPCTBEHHOM
TallHbl 1 UHPOPMAIIMOHHOW 0€30MaCHOCTH.

4. ®opMHUpPOBAHNE HABHIKOB 00ECIICUEHHSI COOTIOACHHS PEXKUMA

CEKPETHOCTH.
5. TlogrotoBKa K  OCYHIECTBICHHIO  MpodeCCHOHATBLHOU
NEATEIbHOCTH o npouIaKTUKE aIMHUHUCTPATUBHBIX

MPAaBOHAPYIICHUN U MIPECTYIIIICHUM.

IIepeyeHnb KOMIIETEHI MU, KOTOPbIEe (OPMUPYET AUCUMIIJINHA:

[IK-7.1 - aHanu3upyeT KOHTUHIEHT, B MIPEAEIaX TEPPUTOPUAIIBHBIX
MOJITHOMOYMHM OTJEJIa IOJWLMUA, B LEIAX BBIABICHUSA JIML, BEAYIIUX
aMOpaJIbHBIM ~ 00pa3  JKW3HHU,  CKJIOHHBIX K  COBEPILICHUIO
MPOTUBOIIPABHBIX JACAHUM, BOBJIEKAIOIIMX HECOBEPILICHHOJIECTHUX B
MPECTYIHYIO U UHYIO IIPOTUBOIPABHYIO AEATEIbHOCTD;

[IK-7.2 - OCymecTBISIET OpraHu3alui0 JESITEIIbHOCTA IO
npoduIakTuke aIMUHHUCTPATUBHBIX MpaBOHAPYIICHUH u
MPECTYIUIEHUM;

[IK-7.3 - mnpumeHsieT aAMHHUCTPATUBHO-IIPABOBBIE CPEACTBA,



HAIPABJICHHbBIC Ha pOo(QUIAKTUKY aIMUHUCTPATUBHBIX
MPABOHAPYIIEHUN U TPECTYIUICHUM;

2. O0beM IMCHUIIMHBI U BUABI y4eOHOM padoThI

OO0beM JHUCIUIUIMHBI M BHUALI y4eOHOM pabOThI OMpPEACIICHBI
y4eOHBIM IJIAHOM HaIlpaBJICHUs! MOATOTOBKU (cneruanbHocTr) 40.05.02
[IpaBooxpaHuTeIbHAS JIEATEILHOCTh, HAMPABICHHOCTh (MPODHIIb,
cnenmnanu3amnusa)  «OOecneyenne  0€30MaCHOCTH B YTOJIOBHO-
HCIIOJIHUTEILHOU CUCTEMEY.

Pacnipenenenne 4acoB 1o TeMaM JIEKIIMOHHBIX (MPAKTHYCCKHX,
CeMHHAPCKUX, Ja00paTOPHBIX) 3aHATUM W CAMOCTOATEIHHON pPalOOThI
CTYJICHTOB IIpeJICTaBJIeHO B Tabuie 1.

Tabmuna 1 — CoaepkaHue TUCIUILUIMHBI U €€ TPYyT0EMKOCTh (1
Oo4HOU (pOpMBI 0O0yUEHUST)

CamocTrosTeabHa
Bun nmposoumoro 4 0aGoTa
No 3aHATUSI P
HanmMmenoBanne TeMbl CTyJEHTa
/1 (KOTMYECTBO YacoOB) (06bem B wacax)
JICK. 71ab6. | mp.
[Ipenmer, 3agaum u cucrema 6
NUCHUIIJINHBI:
«J1eIonpon3BOACTBO U PEKUM
l | CEeKpeTHOCTH B MOJAPA3ICICHUIX 2 0 4

o0OecrieueHrsa 0e30MaCHOCTH B
YTOJIOBHO-UCIIOJIHUTEIbHOU
CHUCTEME

Uctopus oprannzanuu 5.9
JeJIONPOU3BOACTBA B Poccum

[ToHsiTHE ¥ BUABI CITYKEOHBIX 6
3 | IOKyMEHTOB B OpraHax 2 0 4
BHYTPEHHUX JIEJI

[IpaBuiia NOATOTOBKYU U 6
o opMJIICHHUS OTAECITBHBIX

JIOKYMEHTOB B TIOJIpA3/EICHUAX
MOJINIUHU (TOKYMEHTUPOBAHUE)

[Topsimok oOpalieHus: JOKyMEHTOB 6
S | B OpraHax BHyYTPEHHUX JEIl 4 0 8
(IOKyMEHTOOOOPOT)




KoHnTtposb ucrionnenus 6
TOKyMeHTOB. [lopsmok
6 | pacCMOTpEHHS B OpraHax 2 0 4
BHYTPEHHUX JIeJI OOpalieHuit
rpaxkaaH

Ilepenada 1OKyMEHTOB B ApXUBBL. 6
DKCIEPTU3a U YHUUTOKEHUE JIE

OcymecTBiaeHue padbor ¢ 6
8 | JOKYMEHTaMHU OTPAaHUYEHHOTO 2 0 4
pPacpoCTPAHEHUS

ITonsTHE, 3HAYEHKE U TPABOBOE 6
peryIupoBaHHUE PeKUMa
CEKPETHOCTHU B IOAPA3ICICHUIX

9 2 0 4
oOecrieueHHs1 OE€30IIaCHOCTH B
YTOJIOBHO-UCIIOTHUTEIbHOM
CHUCTEME)
NUTOTI'O 3a cemecTp 18 0 | 36 53,9
dopma KOHTPOJIA 3auer
BCEI'O no nucouiuinae 108 yaca / 33E

3. MeToau4yecKkue peKOMeH AU
10 OPraHU3ANMU U3YYEeHUS TN CUUIIIHMHbBI

B pamMkax m3ydeHUs TUCIUTLINHBI «/J]eI0Mpon3BOACTBO U PEIKUM
CEKpPETHOCTH B TIOApa3JeleHusX oOecredeHrus O0e30MacHOCTH B
YIOJIOBHO-UCTIOJTHUTEJILHON CHUCTEME» padoTa CTYJICHTOB OpPraHU3yeTCs
B ClIeyIOIuX Gopmax:

- paboTa ¢ KOHCTIEKTOM JICKIIMI 1 JIOTIOJHUTEIBHON JTUTEpaTy POt
110 TeMaM Kypca;

- I3y4YEHHUE BOIPOCOB, BBIHOCHUMBIX 32 PaMKU JEKIIMOHHBIX
3aHATUM (IMCKYCCHOHHBIE BOIIPOCHI IJIS IOTIOJHUTEIIBHOTO U3yYCHU);

- MOJITOTOBKA K MPAKTHYECKOMY 3aHSATHIO;

- BBIMIOJIHCHHE TPYNIOBBIX W HWHAUBUAYAJIbHBIX JTOMAIIHUX
3aJlaHU, B TOM YHCJE: TIPOBEICHNE COOECEeIOBaHUs MO TeME JICKIIUH;
IIOJICOTOBKA KPaTKOTO JOKJajaa (pe3toMe, ACCe) IO TeMe 3aHATUS M
pa3paboTka MyJIbTUMEAUNWHONW TIPE3EHTAlMM K HEMY; BBIOJHECHUE




MpaKTUYECKUX  3aJaHuil  (pelleHwe  3ajad); MOATOTOBKA K
TECTUPOBAHUIO;

- CAMOKOHTOPOJIb.

PexoMeHyeMblil HUXKE PEXHM CaMOCTOSITEIbHOW PpaldOThI
MO3BOJIUT CTYJEHTaM TJyOOKO pa3o0paTbCsi BO BCEX H3Y4YaeMbIX
BOIPOCAaX, AKTUBHO YyYacTBOBaTh B JHUCKYCCHSX Ha MPAKTUYECKHUX
3aHATUSAX U B KOHEYHOM UTOIE YCIIEIIHO C/IaTh SK3aMEH MO AUCHUILIAHE
«/J1emonpon3BOACTBO M PEXKUM CEKPETHOCTH B NOAPA3ICICHUIX
obOecrieueHrst 0€30MaCHOCTH B YTOJIOBHO-UCIIOJIHUTEILHOM CUCTEMEY.

Jlexyus aBnsiercss (yHIaMEHTAIbHBIM HCTOYHUKOM 3HAaHUU U
JOJDKHA ~ CIIOCOOCTBOBAaThH  TJIYOOKOMY  YCBOGHHUIO  MaTepuala,
AKTUBU3UPOBATH UHTEPEC CTYJICHTA K U3y4aEMOW TUCHUIIINHE.

PaboTy ¢ KOHCHEKTOM JIEKIIMI 1eIecO000pa3HO MPOBOJIUTH
HEMOCPEJICTBEHHO Tocie €€ mpociymmBanus. OHa MOpearnoiaraet
MEPEUNTHIBAHUE KOHCIIEKTa, BHECEHHME B HEro, Mo HEO0OXOJIUMOCTH,
YTOYHEHUH, IOMOJHEHUW, pA3bSICHEHUN U U3MEeHEHN. O3HAKOMIICHUE C
JTOTIOJTHUTEILHON JIUTEpaTypoil Mo Teme, IpoBeeHre 0030pa MHEHUM
JIPYTUX YYEHHBIX N0 u3ydyaemoil Tteme. HeoOXoaumbiM sBisIETCS
ryOOKO€ OCBOCHUE COJIEpKaHUs JIEKIIMU U CBOOOJHOE BJIAJECHUE UM, B
TOM YHMCJI€ WCIOJb30BAaHHOM B HEW TEPMHUHOJOTUMU (MOHATHI),
KaTeropuid M 3aKOHOB (TJIOCCapHil K KaXJIOM TeMe COJECpPKHUTCS B
HACTOSAIINX METOAWYECKUX yKa3zaHusax). CTylIeHTy pEeKOMEHAYETCS HE
OTPaHUYMBATHCS PU U3YUYEHHH TEMBI TOJBKO KOHCIIEKTOM JIEKIIUI HIIH
OJIHUM y4€OHUKOM; HEOOXOJIUMO HE TOJHKO KOHCIEKTUPOBATH JICKIIHH,
HO W YWTaTh JOIMOJHUTEIBbHYIO JIUTEPATYPY, M3ydaTb METOJIHYECKHE
PEKOMEHIaINH, U3JjaBaeMbie Kadeapoil.

B cBsa3u ¢ OonpliiM  00BEMOM HM3y4aeMOro MaTepuala,
MHTEPECOM  KOTOPBIA OH  NPEACTaBISIET JJs  COBPEMEHHOIO
00pa3oBaHHOTO YeJOBEKa, HEKOTOPhIE BOMPOCHI BBIHOCATCS 3a PaMKH
NeKuun. HM3zyuenue 60npocos, BbIHOCUMBIX 34 PAMKU JEKYUOHHBIX
3anamuyl (AUCKYCCUOHHBIX BOIPOCOB), MPEANOJIAraeT CAMOCTOATENBHOE
W3yUYCHUE  CTYACHTaMH JIOTNOJHHUTENBHOM  JUTEpaTypbl H €€
KOHCIIEKTUPOBAHHE II0 3TUM BOIIPOCAM.

B xome npakmuueckux 3auamuu TPOBOJUTCS pPa3bICHEHUE
TEOPETUYECKHUX TMOJOKEHUN Kypca, YTOYHEHHS] MEXIUCLUIIIMHAPHBIX
CBSI3EM.



lloocomoska « npakmuuyeckomy 3auamulo TPEANoJiaraet
OOJIBIIIYIO CAMOCTOATENIbHYIO Pa0OTy M BKIIIOUAET B CEO:

- 3HAKOMCTBO C TUJIAHOM 3aHSTUA W NOAOOp Marepualia K HEMy IO
yKa3aHHBIM UCTOYHHMKAM (KOHCIIEKT JICKIIMH, OCHOBHAs, CIIPABOYHAS U
JOTIOJTHUTEIbHAS JINTEPATypa, dJIEKTPOHHBIEC U HTEpHET-PECypChI);

- 3alIOMUHAHKE MOI00PAHHOrO 10 TUIaHy MaTepuala;

- OCBOCHUE TEPMHUHOB, MIEPEUNCICHHBIX B TJIOCCAPUH;

- OTBETHI Ha BOIIPOCHI, IPUBEICHHBIE K KAXKIOH TEME;

- 00lyMbIBaHME  BONPOCOB  JJIsI  OOCYXKJICHUS;  BBIABUXKCHUE
COOCTBEHHBIX BAPUAHTOB OTBETA;

- BBITIOJIHEHUE 3aJJaHUN MPETo1aBaTelIs.

- MOJICOTOBKA (BBIOOPOYHO) MHUBUIYATbHBIX 3aJIaHUM.

3agaHus, TPUBEJCHHBIC B IUIAHAX 3aHSATHM, BBIMOJHSIOTCS BCEMHU
CTyJCHTaMH B 0053aTEILHOM IMOPSJIKE.

Boinonnenue epynnosoix u uHOUBUOYAIbHBIX OOMAWHUX 3A0AHUL
ABJISIETCS 00s13aTeIbHON (DOPMOM CaMOCTOSITETLHOW PA0OThI CTY/ICHTOB.
I[To gucuunmHe «Jlenonpon3BOACTBO MU PEKUM CEKPETHOCTH B
nojApazfeieHusax  obecrneueHuss  OE30MacHOCTM B YTOJOBHO-
UCIIOJHUTEIIBHOM  CHUCTEME» OHa  IpearoJiaraet MOJTOTOBKY
WHIUBUYaTbHBIX WM TPYNIOBLIX (Ha YCMOTpPEHHE MpPEIoiaBaTesis)
TOKJIaJ0B (cooOuieHuit, pedeparoB, 3cce, TBOPUYECKUX 3aJlaHUi) Ha
CEeMHHAPCKUX 3aHATUAX U Pa3pabOTKy MYIBTUMEIUMHON MPE3CHTAIIUN
K HEMY.

Jloxnad — TPOAYKT CaMOCTOSITENbHOW palbOThl CTYACHTA,
MPEACTABIISIIOMNN COO0M MyOIMYHOE BHICTYIUJICHHE IO MPECTABICHUIO
MOJYYCHHBIX  pPEe3yJAbTaTOB  pEHIeHHWS  ONpeAciIeHHOW  y4ueOHo-
MPAKTUYECKON, YIEOHO-UCCIIEA0BATEIHCKON UM HAYyYHOU TEMBI.

Occe  —  CpPEACTBO,  TIO3BOJISIIONIEE  OLICHUTH  YMEHHE
oOydJaromerocss MUCbMEHHO H3JaraTh CYTh IMOCTaBJICHHOW MPOOJIEMBI,
CaMOCTOSITEJIbHO TPOBOAUTH aHAIN3 MPOOJIEMBbl C UCIIOJIb30BaHUEM
KOHIICTIIIUH W aHAJUTUYECKOTO HWHCTPYMEHTApHsS COOTBETCTBYIOIICH
TUCLUIUIMHBI, JAeNaTh BBIBOJbBI, 0000IIAIOIINE aBTOPCKYIO MO3UIIHIO TIO
MIOCTaBJICHHON MpoobJieMe.

Pegepam — mpomykT camoCTOSTEIBLHONW pabOThI CTYACHTA,
MPEACTABIISIIOMNN CO00M KpaTKoe H3J0KeHHE B IHCHbMEHHOM BHJIC
MOJIYYCHHBIX PE3YJIbTaTOB TEOPETUUYECKOIO aHaIN3a OINpeeICHHOU
Hay4yHOU (Y4eOHO-HCCIIeIOBATEILCKOM) TEMBI, TJI€ aBTOP PacKphIBACT



CYTh HCCIeAyeMOU MpoOIeMbl, TPUBOAUT Pa3IMYHbIE TOYKH 3PEHUS, a
TaK)Xe COOCTBEHHBIE B3IVISAIbI HA HEE, MPUBOJUT CIUCOK MCIOJIb3yEeMbIX
HMCTOYHHUKOB.,

Teopueckoe 3a0anue — YaCTUIHO PETIIAMEHTUPOBAHHOE 3ajaHue,
MMEIOIIIee HECTAHIAPTHOE PEIICHUE U MO3BOJISIONIEE TUAarHOCTUPOBATh
yMEHMUS, WHTETPUPOBATH 3HAHUS pa3IUYHBIX obnacrei,
apryMEHTHUPOBaTh COOCTBEHHYIO TOUKY 3peHMs. MOXKET BBIMOIHATHCS B
WHJMBUIYaJIbHOM TIOPSIIKE WIIM TPYIION 00yYaromuxcs.

[IpenomaBatens caMm GopMHUpPYET 3aaHUE WU CTYACHTHI UMEIOT
BO3MOKHOCTh CaMOCTOSITEIbHO BBIOpaTh OJHY U3 MPEATOoiaraeMbIX
MpEnoaaBaTeIeM TEM U BBICTYIIUTh HA CEMUHAPCKOM 3aHATUH. [[okian
(pe3toMe, dcce W T.J0.) Kak (popma CaMOCTOSITECIBLHOM ydeOHOM
JESATEILHOCTH CTYJAEHTOB TMPEICTABISIET COOOM pacCyKIeHHue Ha
OMpEeNIETICHHYI0 TEMY Ha OCHOBE 0030pa HECKOJbKMX HCTOYHHMKOB B
HEeIIX JOKa3aTelbCTBAa WM OMNPOBEPKECHHMsSI KaKOTo-IuOO0 Te3uca.
Nudopmanmisi HMCTOYHUKOB  HMCIOJIB3YETCS Il apryMEHTAIluH,
WUIIOCTpalud W T.J. CBOMX Mbicined. llenp HammcaHusi Takoro
paccyXJIeHHs He TyOIupoBaHNE UMEIOIICHCS JTUTEPATypPhl HA 3Ty TEMY,
a TOATOTOBKA CTYJIEHTOB K IIPOBEIACHUIO COOCTBEHHOTO HAyYHOTO
UCCJIEAOBaHUsA, K MpPaBUILHOMY O(OpPMIIEHHUIO €ro OINHUCAHUS B
COOTBETCTBUU C TPEOOBAHUSAMU.

Pabota cTymeHTOB 10 TOATOTOBKE JOKiada (CcooOIeHus,
pedeparoB, 3cce, TBOPUECKUX 3aJaHUM) 3aKIIOYaeTCs B CICAYIOIIEM:
no00p HAy4YHOM JuTepaTryphl 1O BBIOpaHHON Teme; pabora cC
auTeparypoi, orbop uHPOpPMAIUKM, KOTOpas COOTBETCTBYET TeME U
MOMOTAeT JO0Ka3aTh TE3UChI; aHalnU3 MpoOJieMbl, (PAKTOB, SIBICHUII;
cucTeMaTusalus U 0000IIeHUE JaHHBIX, (OPMYJIUPOBKA BHIBOJIOB;
OIICHKA TEOPETUYECKOTO U MPAKTUUYECKOTO 3HAYCHUS pacCMaTpUBAEMOM
npoOJieMbl; apryMeHTallds CBOEr0 MHEHHS, OIICHOK, BBIBOJIOB,
NpEeAJIOKEHNN;  BBICTpAWBaHWUE  JIOTUKM  M3JIOKCHHS;  yKa3aHUE
UCTOYHUKOB HH(OpMAIMK, aBTOPOB U3JIara€MbIX TOYEK 3pPECHHUS;
npaBuiibHOE OopmiieHre padoThl (CCHUIKH, CIHMCOK HCIOIb30BaHHOMN
JUTEpaTyphl, pPUCYHKH, TAOJIUIIBI) 10 CTAHIAPTY.

CaMOCTOATENbHOCTh  CTYJIGHTa MpH TOATOTOBKE JIOKJIaJa
(cooOmieHne, dcce) MPOSIBISETCS B BBIOOpE TEMBI, pakypca €€
pPacCMOTPEHUS, HWCTOYHUKOB JJII  PACKPBITUS TEMbI, TE3HUCOB,
apryMEHTOB IJi1 MX JI0Ka3aTelbCTBAa, KOHKPETHOW HMH(pOpMAIUU U3
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HMCTOYHHUKOB, CIOCO0a CTPYKTYpUpPOBaHUS U 00001IeHUsT UHPOPMALINH,
CTPYKTYpbl M3JIOKEHUS, a Takke B OOOCHOBAaHMHM BBHIOOpa TEMBI, B
OIIEHKE €€ aKTyaJdbHOCTH, TPAKTUYECKOTO U TEOPETUUECKOT0 3HAYCHUSI,
B BBIBOJ/IaX.

BricTynnenne ¢ goknagom (pe3roMe, 3CCE€) Ha CEMHUHApe He
TOJKHO mpeBbiath 7-10 MunyT. Ilocne ycTHOro BBICTYIUICHUSI aBTOP
OTBEYAET Ha BOIMPOCHI ayJUTOPUH (CTYJEHTOB, IPENoAaBaTelis) o TeMe
U COJIEP>KaHUIO CBOETO BBICTYILJICHUSL.

[lenb ¥ 3amauyd JaHHOTO BHUJA CaAMOCTOSITEIBHONW PabOTHI
CTYJICHTOB ONPEACIISIIOT TPeOOBaHUS, MNPEAbIBIAEMbIE K JOKJIady
(pe3oMe, 93cce), U KPUTEPHUU ero OIeHKU: 1) Jsorudeckas
MOCJIE0BATEIIBHOCTh U3JIOKEHHUS; 2) apryMEHTUPOBAHHOCTh OIEHOK U
BBIBOJIOB, JIOKa3aHHOCTh TE3UCA; 3) SICHOCTh M MPOCTOTA W3JI0KECHUS
MbIcTiel (OTCYTCTBHE MHOTOCJIOBHSI W H3JIMIITHETO HaykooOpasus);, 4)
CaMOCTOATEJIbHOCTh  M3JIOKEHUSI ~ Marepuaja  HUCTOYHUKOB,  5)
KOPPEKTHOE YKa3aHUE B TEKCTE JOKJIaJa HCTOYHUKOB HH(POPMAIINH,
aBTOPOB MIPOBOJIUMBIX TOUEK 3pEHHUS; 6) CTHIIUCTHUYECKAs MMPABUIBHOCTD
U BBIPA3UTEIBHOCTh (BBIOOD SI3BIKOBBIX CPEJACTB, COOTBETCTBYIOIIMX
HAay4yHOMY  CTWJIO  peuH); 7)  yYMECTHOE  UCIOJb30BaHUE
WUTIOCTPaTUBHBIX ~ CPEACTB  (IIUTaT, CHOCOK, PHUCYHKOB, TaOJull,
CJIaJIOB).

W3noxenne MarepuagoB JOKJIaJa MOXET COMPOBOXKIATHCS
MyTomumeOutiHou  npezeumayueti. Pa3paboTka MyJIbTUMEIUNHON
MPE3EHTALMKN BBIMOJHIETCS 1O TPEOOBAHUIO MPENOAABATEINSI WU IO
KEJAHUIO CTYJCHTA.

[Ipe3enTanmss mOKHA OBITH BBHITIOJHEHAa B Mporpamme Power
Point u BKJIIO4YaTh TaKO€ KOJIUYECTBO CIANJIOB, KAKOE€ HEOOXOUMO JJIsI
WUTIOCTPUPOBAHUS MaTepralia JOKIaaa B MOJHOM 00beME.

OcCHOBHBIE METOJMYECKHE TpeOOBaHUs, TPEAbIBISEMbIE K
MpE3EHTAlMU: JIOTUYHOCTh  MPEJCTABICHUS C  COIVIACOBAHHOCTH
TEKCTOBOTO M BHU3YaJbHOI'O MaTepuala; COOTBETCTBHUE COACPKAHUS
Mpe3eHTAllMN BHIOpAHHOW TeMe M BBIOPAHHOTO MPUHITUIIA U3JI0KEHUS /
pyopukanuu uHpoOpMauu (XpOHOJOTHYECKHUH, KiIacCuDUKAIMOHHBIN,
(yHKITMOHAJILHO-IEJICBOM W [Ip.); COpa3MEepHOCTh (HeoOXoaumas u
J0CTaTOYHAs MPOMOPIUOHATBLHOCTh) TEKCTa W BU3YaJbHOI'O psijla Ha
kaxaoM crnaiae (He menee 50% - 50%, unu Ha 10-20% Oonee B
CTOPOHY BH3YaJIbHOTO psifia); KOMGOPTHOCTh BOCHPHUSTHUS C OJKpaHa
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(uBeT ¢oHa; pazMep U YETKOCTh MIpUQTA); 3CTETUYHOCTHh OPOopMIICHUS
(BHYTpEHHEE €IMHCTBO MCIOJb3yEMbIX IIA0JIOHOB MpPEIbSBICHUS
uHpOopMaIuK; yHOPSJOYECHHOCTh M BBIPA3UTEIBHOCTh IpaUUeCcKuX M
M300pa3UTENbHBIX AJIEMEHTOB); JIOMYCKAETCS] HAIMYME aHUMAIIMOHHBIX
1 3BYKOBBIX 3(P(hEeKTOB.

Ouenka jgokiaga (pe3roMe, 3cce) MPOM3BOIAUTCS B paMKax
O0a/IbHOTO TBOpPYECKOro peiTuHra aeicryromeir B FHO3I'Y GanbHO -
PEUTHHTOBOM OIICHKM YCIIEBAEMOCTH M Kade€CTBa 3HAHWM CTYJICHTOB.
HUtoroBast oOlleHKAa SBJISIETCSI CYMMOM  0ajyioB, BBICTaBIISIEMBIX
MpernojiaBaTeieM ¢ y4€TOM MHEHUS JPYTUX CTYJICHTOB MO KaXKJIOMY W3
MEPEUYUCIICHHBIX BBIILIE METOJWYECKUX TpeOOBaHUN K JOKIALy U
MpE3EHTALIUH.

[To mucuumniuHe «Jlenonpou3BoACTBO U PEKUM CEKPETHOCTH B
MOopa3IeICHUSIX oOecrieueHus 0€30MaCHOCTH B yTOJIOBHO-
UCIIOJTHUTEJILHON CUCTEeME» Takke (POPMOl CaMOCTOSITEILHONW PabOTHI
CTY/JICHTOB SIBJISIETCSI GbINOJHEHUE NPAKMUYECKUX 3A0aHUl (peuleHusl
3a0au), coJiepKaHue KOTOPBIX OMPENeIeTCs COAEPKAaHUEM HACTOSIIINX
METOAUYECKUX YKA3aHUMU.

YacTe mNOpakTUYECKUX 3aJ]aHUN  MOXET OBITh  BBITIOJIHEHA
CTyJA€HTaMM Ha  ayJAUTOPHBIX MPAKTHUYECKHUX  3aHATHSAX  TOA
PYKOBOACTBOM TipenonaBarens. llocme Toro, kak mpernojaBaTesiemMm
OOBSBJICHO, UTO PACCMOTPEHHUE JAHHOW TEMbl Ha ayIUTOPHBIX 3aHIATHUSX
3aBEpILICHO, CTYJIEHT MEPEXOJUT K CAMOCTOATEIBHOMY BBINOJIHEHUIO
MPAKTUYECKUX 3aJlaHUil, MOJIb3YSACh HACTOSIIUMH METOJUYECKUMHU
YKa3aHUSAMH, KOHCIIEKTOM JIEKIMH TI0 COOTBETCTBYIOUIEW TEME,
3aMUCAMU, CACTAHHBIMU HA MPAKTUYECKUX 3AHATHUSX, TOMOJIHUTEIBHOM
auTepatypoil 1mo Teme. Bce  mpakTuueckue — 3ajaHus IS
CAMOCTOATEJIBHOTO  BBIMIOJIHEHHS]  CTYJE€HTaMH, MNPHUBEICHHBIE B
HACTOSIIIUX METOAUYECKUX YKa3aHUSIX 00A3aTEIbHBI JJIs1 BHITOJHEHUS B
MOJTHOM 00bEME.

lloocomoska k mecmuposanuio TPEeTyCMATPUBAET MOBTOPEHUE
JEKIIMOHHOIO Marepuajia MW OCHOBHBIX TEPMHHOB, a TaKxke
CaMOCTOATEJILbHOE BBINIOJHEHUE 3aJaHuil B  TEKCTOBOM  (popme,
MPUBEACHHBIX B HACTOSIINX METOAUYECKUX YKA3aHUAX.

Camoxkoumpons SBJISIETCSA 00s13aTeTbHBIM AIIEMEHTOM
CaMOCTOSITEIIbHOU paboTHI CTy/ICHTa 1o JTUCHUTUIMHE
«J1emonpon3BOACTBO M PEXKUM CEKPETHOCTH B NOAPA3IEICHUIX
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obOecrieueHrsi 0€30MaCHOCTH B YIOJOBHO-MCIIOJHUTEIBHOM CHCTEMEY.
OH no3BoJiieT GOpMHUPOBATH YMEHUSI CAMOCTOSATEILHO KOHTPOJIUPOBATh
U aJICKBaTHO OILICHUBATh PE3YJbTAaThl CBOCH y4EOHOU JEATEIHbHOCTH U
Ha JTOM OCHOBE YNPABIATH MPOIECCOM OBJIAJICHUS 3HAHUSIMM.
OBnageHve  yMEHUSIMU  CaMOKOHTPOJIE  (OPMHUPYET  HaBBIKU
IJIAHUPOBAHUS Y4eOHOTO TPy/Jla, CHOCOOCTBYET yIiIyOJICHHIO BHUMAHUSI,
MaMsITH U BBICTYNAET KaK BaXHbIH (PaKTOp pa3BUTHUSI MMO3HABATEIHHBIX
CITIOCOOHOCTEH.

Camoxonmpons exaoyaem:

1.OTBeT Ha BOMPOCHI MISI CAMOKOHTPOJIS JJIi CaMOaHalu3a
ITyOWHBI U POYHOCTH 3HAHWKM M YMEHUM O TUCITUTIIIUHE.

2.Kputndeckyro OIIEHKY pe3yJabTaTOB CBOEW ITO3HABATEIILHOU
NEATETbHOCTH.

CaMOKOHTpOJb YYHT LIEHUTH CBOE BPEMS, IMO3BOJSET BOBPEMS
3aMEHUTH U UCIIPABJISTH CBOU OIIMOKHU.

Dopmbl CAMOKOHMPOJISL MO2YM ObIMb CEOVIOUSUMUL:

- YCTHBIM TEPECKA3 TEKCTA JIEKUMU U CPABHEHHUE €ro C
COJEPKAHUEM KOHCIIEKTA JICKIIHH;

- OTBET Ha BOIPOCHI, MPUBEICHHBIEC K KAXKJIOW TEME;

- COCTaBJIEHWE TIIaHA, TE3UCOB, (OPMYIHUPOBOK KITIOUEBBIX
MOJOKCHUN TEKCTA 110 MaMSsITH;

- OTBETBl HAa BOIPOCHI W  BBINIOJHEHHWE  3aJaHAN  JUIA
CaMOMNPOBEPKH (HACTOAIIME METOAWYECKHE YyKa3aHUs IPENoJiarator
BOIIPOCHI JIJIsI CAMOKOHTPOJIA MO KaX0l n3ydyaemMoil TeMe);

- CAMOCTOSTEIIPHOE  TECTUPOBAHUE II0  TPEIJIOKEHHBIM B
HACTOAIIUX METOJUYECKUX YKAa3aHUAX TECTOBBIX 3aIAHUM.

CaMOKOHTpPOJIb Y4E€OHOW JEATEIbHOCTH TIO3BOJISIET CTYJICHTY
orieHUBaTh 3O (PEKTUBHOCTH U PAIMOHATIBHOCTh MPUMEHSIEMBIX METOJIOB
1 GOopM YMCTBEHHOTO TpyJa, HaXOAUTh JOMYyCKaeMble HEAOUETHl U Ha
9TOM  OCHOBE IMPOBOJUTH HEOOXOAUMYIO  KOPPEKIHMIO  CBOEH
MO3HABATEIbHOM JIEATEIBLHOCTH.

IIpy BO3BHUKHOBEHHUM CJIOKHOCTEM IO YCBOEHHUIO MPOTPAMMHOIO
Mareprasia HEOOXOJAMMO TMOCEIaTh KOHCYJIbTAlMM MO JAUCIUILIUHE,
3aJlaBaTh YTOYHSIOIIAE BOMPOCHI Ha JEKOUSAX M IPAKTUYECKHUX
3aHATHUAX, YJEJSATh BpPEMs CaMOCTOSITEIIbHOM MOATOTOBKE (Yackl Ha
CaMOCTOSITEIIbHOE U3y4CHUE), OCYIIECTBIISATh BCE bopMbI
CaMOKOHTPOJIA.
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4. COAEP KXAHME JUCIHUIIJINHBI

Tema 1. Ilpeamer, 3amauun MW CcHUCTeMa JTUCHUILIMHBI
«/J1eJIONMPOU3BOACTBO M PEKUM CEKPETHOCTH B IOAPAa3JeJeHUNAX
odecneyeHusi 0€30MACHOCTH B YIOJIOBHO-MCIIOJHUTEJILHON CHCTEME)
(4 uac.)

I. OcHOBHBIC NOHSITHS JEJIONMPOU3BOJCTBA, €r0 MNPEAMET, 3aJayH,
cUCTEMA.
2. Crpykrypa coaepkaHust yueOHOU TUCITUILIMHBL: «J[eI0nponu3BOACTBO
U PEKUM CEKPETHOCTH B MOJPA3JICIICHUSX 00€CleueHus] 0€30MacHOCTH
B YI'OJIOBHO-UCIIOJIHUTEIBHOW CUCTEME» U €€ B3aMMOCBA3b C APYTUMHU
y4€OHBIMU JUCHUILTMHAMH.
3. Jlenompou3BOACTBO B CHUCTEME IPABOOXPAHUTEIBHBIX OpPraHOB —
CYIIHOCTb Y 3HAYEHHUE.

TecToBbIC 31aHUA
1. Kakoii mnpaBoBOil aKT peryjuapyer NOPHAA0OK PaCCMOTPEHUS
oOpamenuii rpaxxaan B Poccuiickoii @enepanumn:
a) Koncturynus PO;
0) denepanbhbiil 3ak0H OT 2 Mas 2006 1. Ne 59-D3 «O nopsiake
paccMoTpeHust ooparieHuii rpaxaan Poccutickoit deneparumy;
B) mpuka3 MuHkynsTypsl PO;
r) npuka3 MB/] Poccun.
2. Ha kakue kareropum Jjiui pacnpocrpansiercs @enepajbHbli
3aKkoH OT 2 Mast 2006 . Ne 59-@3 «O nmopsiaike paccMOTpeHUSA
oOpamenuii rpaxxaan Poccuiickoit @enepanmm»:
a) uI] 0€3 rpakJaHCTBa,;
0) rpaxaan P®;
B) rpakaaH P®, MHOCTpaHHBIX TpaXK/IaH U JIUI] 6€3 TpakJaHCTBA;
I') MTHOCTPAHHBIX T'PaXKIaH.
3. B nepByto ouepeib BCKPBIBAKOTCS MAKETHI C TOMETKAMHU

Tema 2. UcTopusi opranusanuu aejaonpousBoacrsa B Poccun
(4 uac.)
1. OcyuiectBieHne PyHKIUU JEIOMPOU3BOJICTBA B IOMETPOBCKYIO
BIIOXY.
2. PechopMbl B opraHuzaiiuu J1eJI0NPOU3BOICTBA B IOCOBETCKOE BPEMHI.
3. OCHOBHBIE TEHJICHIIMM 1 OCOOEHHOCTH OpPTaHU3alNH
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nenonpousBojacTea B CCCP.
4. ®yHKIUM ¥ OpraHu3alus JeJI0Nponu3BojIcTBa B Poccum.
5 Ilonpa3znenenus 1eJIONMPOU3BOJICTBA B TPABOOXPAHUTEIbHBIX OPraHaX:
3a7a49M ¥ (DYHKIIHH.
6. MexayHapoaHble CTaHAAPTHI B 00JaCTH OpraHUu3aliu
JIEI0NPOU3BOJICTBA U IOKYMEHTOOOOPOTA.
7. YHuukanus MeXIyHApOIHBIX MTPABUJI COCTABIICHUS TOKYMEHTOB

Tema 3. IlonsitTMe ®W BHABI CJIOYXKEOHBIX TOKYMEHTOB,
00pa3yomuXxcs B NIPaBOOXPAHUTEIbHBIX Opranax (4 yac.)
1. IlousiTuss U ocobeHHOCTU OGMOPMIICHMS: TPHUKA3bl IO OCHOBHOM
NEATEIbHOCTA W MO JUYHOMY COCTaBy; PACIOPSIKEHUS; IMOJIOXKEHUS,
MpaBujia, WHCTPYKLIHMH, HACTABJIECHHS; MPOTOKOJBI; IUIAHBL, OTYETHI,
JOKJIJIbl, JTOHECEHUS, aKThl, JOKJAJHbIC 3alUCKU, 0030PbI, CIIPABKH,
3aKITFOYCHMUS.
2. Ilonsatus U ocoOeHHOCTH OQopMIICHUS: CIyKeOHbIE IIHChMA;
CIy>KeOHbIC  3alHMCKH; TeJIeTpaMMbl, JJICKTPOHHBIE  COOOIIEHUS,
HarpasJjsieMble 10 BEJOMCTBEHHOM CBA3H, TeIe(HOHOTPAMMBI.
3. IloHsiTus u 0COOEHHOCTHM OQOPMIICHUS: paANOPThl JIMYHbIC U
CIyKCOHBIE.

TecToBbIC 3a1aHUA

1. IIpaBo moJIb30BaHUS repOOBLIMH MEYATAMH IO A CTBUTEIbHBIM
U YCJOBHBIM HAMMEHOBAHUSAM NPHUHA/IJICHKUT:
a) pyKOBOAUTEJIEM OpraHU3alllH;
0) 3aMeCTUTENISAM PYKOBOJAUTENIS OpraHu3alliu;
B) HaYaJIbHUKY CEKpETapuara;
') HAYQJIbHUKY CTPYKTYPHOTO MOAPA3AECICHUS.
2. IIpaBo mosib30BaHusl repOOBBLIMH MEYATIAMHU 10 AeHCTBUTEIbHBIM
U YCJIOBHBIM HAMMEHOBAHUSAM MOKET ObITh MPEI0CTABJICHO:
a) IPUKa30M PYKOBOAUTENSI OPraHU3alud IPYyTUM JOJKHOCTHBIM
JIMLAM 3TOM OpraHu3aluy;
0) HaYaJIbHUKY CEKpeTapuara;
B) HAYaJIbHUKY CTPYKTYPHOTO MOJPA3ICIICHUS;
I') COTPYJHUKY CEKpeTapuara.
3. YuéT u BbIgaya nevyared U IITAMIIOB B OPraHM3aluu
B03J1araercs Ha:
a) CeKpeTapuaThl;
0) CTPYKTYpHBIE TTO/Ipa3/IeJICHUS;
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B) COTPYAHUKA CTPYKTYPHOIO MOJpa3IeICHHUS;
I') NOAPA3JICICHUE ONPENEIISIET PYKOBOAUTEb OPraHU3ALUH.
4. IlpoBepka HAJUYMS MeYaTeH U IITAMIIOB B OPraHU3AIUU
NMPOU3BOANTCS:
a) OJIVH pa3 B I'OI;
0) 1Ba pasa B roj;
B) OJIUH pa3 B TPU roja;
r') OJIUH pa3 B JiBa roja.
Keiic-3agaga Ne 1.

OdopMutre nUCBMEHHO panopT 00 OOHAPYKEHUU TPUIHAKOB
npectymieHus: B cootBeTcTBUM co CT. 143 VIIK P® u I[lpuxazom
Muntocta PO ot 11.07.2006 N 250 «O06 yTtBepxkaenun MHCTpyKUMHU 0O
MpUeMe, PETUCTpAllMd UM TIPOBEPKE B YUPEKICHUSX U OpraHax
VYTro10BHO-UCTIOTHUTEIBLHON CUCTEMBI COOOIICHUN O MPECTYIUICHUSIX U
MPOUCHIECTBUSIX).

Keiic-3amaua Ne 2

CocTaBHUTh THCHMEHHO MPOTOKOJ COOpaHus (3acelaHmsl) OTIena,
CITYKOBI.

Keiic-3amaua Ne 3

OdopmuTe TUCHMEHHO IJIaH pabOTHI OTIENA (CIIYKObI) Ha
KBapTal.

Keiic-3agaua Ne 4

Odopmute nNUCBMEHHO caykeOHoe mucbMo (3ampoc B
BBIIIECTOSIIYO ~ Opranu3anuiro, Hanpumep B [ YOCHUH, o
MPEJOCTABICHUA  MATEPUAIBHBIX WM JIFOICKAX PECYpPCOB, CIIEL.
CpeAcTB, UH(POPMAIIUU U T.1. )

Keiic-3amaua Ne S

Odopmute  NUCBMEHHO  JOJDKHOCTHYIO  MHCTPYKIIMIO B
coorBercTBUU C [lpukazom ®CHUH PD ot 05.06.2008 Ne 379 «O6
yTBepxkaeHun [lopsiika MOATOTOBKM  JOMKHOCTHOM  HMHCTPYKIUU
pabOTHHKA YTOJIOBHO-UCIIOJIHUTEIILHON CUCTEMBIY.

Keiic-3amaua Ne 6

CoCTaBUTBHIIUCHMEHHO aKT MpUeMa-nepeaaun CIyKeOHbIX JIell,

JOKYMEHTOB.

Tema 4. IlpaBuia nmoAroroBKH M O(GoOpMJIeHHUS OTAEIbHBIX
JTOKYMEHTOB B NMPAaBOOXPAHUTEIbHBIX opraHax
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(nokymenTrpoBanmue) (4 yac.)

1. IlpaBuna u mnoOpsAIOK oOQopMiieHHUS W YuéTa: MpPHUKa3bl U
PaCIOPSDKEHUS; PEIIaMEHThI, TIOJIOKEHHUsI, TMPaBUJIA, WHCTPYKIIUH,
IOPSIAKK, HACTaBJIEHUA M Jpyrde€ HOPMATHBHBIE IIPABOBBIE aKTHI;
MPOTOKOJIBI; TJIAHBI, OTYETHI, JTOKJIAaAbl, JIOHECEHHS, AKThI, JTOKJIAJIHBIC
3alUCKH, OO030pbl, CIPaBKU, 3aKJIIOUCHUS, ParopThl; CIyKEOHBIC
MKACHhMA; CIY>)KEOHBIE 3alUCKU; TEJIETPAMMBI, JIEKTPOHHBIE COOOIICHHUS,
HarpasJjsieMble TT0 BEJOMCTBEHHOM CBA3H, TeIe(HOHOTPAMMBI.

2. TloHsTusT pa3aUYHBIX JOKYMEHTOB H OCOOCHHOCTH UX
ohopMIICHMUS.

TecToBbIC 3a1aHUA
1. HomeHk1aTypa OpraHu3aumm COCTaABJIACTCS:
a) Ha KaXXJbIl KaJeHIapHBIN TOT;
0) Ha ABa rojua;
B) Ha TPU rojia;
') Ha YEeThIPE roja.
2. HoMeHKJIaTypa OpraHu3anuy yTBEP:KIaeTcs:
a) pyKOBOJAMUTEIEM (HA4aIbHUKOM) OpTraHU3alluM;
0) HAYaJTLHUKOM CTPYKTYPHOTO MOJIpa3/ICJICHMUS;
B) HaYaJIbHUKOM CEKpeTapuara;
') HE YTBEPKIACTCS.
3.  OTBeTCTBEHHOCTHL 32  COXPAHHOCTHP W  MPABUJIbHOE
HCIO0JIb30BaHNe repOoOBbIX Me4vaTeil BO3J1araercsi HemocpeACTBEHHO
Ha:
a) Ha4YaJIbHUKA CEKpETapuara;
0) COTpyIHUKA CTPYKTYPHOTO TOJIpa3ICICHUS;
B) Ha4aJIbHUKA CTPYKTYPHOTO MOAPA3ICICHUS;
') pyKoBOAUTENS (Ha4albHUKA) OopraHa 0€301macHOCTH.
4. ConpoBoauTesibHble MUCbMA COCTABJISIOTCH TOJbKO K
TOKYMEHTaM:
a) TpeOyIOIIUM JOTOJHUTEIbHBIX YKa3aHUM WU MOSICHEHU;
0) TOJILKO K pacropsiAuTEIbHbIM JOKYMEHTaM;
B) KO BCEM UCXOSIIUM CEKPETHBIM JOKYMEHTAM;
I') HalpaBJATh JIOKYMEHTBI 0€3 CONTPOBOIUTEIBHBIX MTUCEM
3anperaeTcs.
5. CiMcoK pacchblIKM COCTABJISIETCS NMPH HANIPABJIEHUH TIOKYMEHTA
0oJiee yem:
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a) 4YETBIPEM ajJpecaram;
0) Tpém aapecaram;
B) JIByM ajipecaram;
I) MSTU aJipecaram.
6. I'pud cormracoBanus BKJIKYAET B ce0s1 CJIeayIOLIUe 3JIeMEeHThI:
a) CioBo «CoritacoBaHo», HAUMEHOBAHHUE JIOJKHOCTH, BOMHCKOE
3BaHUE, TUYHYIO TOJNKUCH, UHUIUATBI U (PaMUJTUIO JIUIIA, C KOTOPHIM
MIPOEKT IOKYMEHTA COITIACOBBIBAETCS, 1ATy COTIAaCOBAHMS;
0) CnoBo «CornacoBaHO», HAUMEHOBAHUE JOJKHOCTH;
B) CioBo «CornacoBaHoy, MHUIMAJLI U (PaMUJIUIO JIUIIA, C KOTOPHIM
MIPOEKT IOKYMEHTA COITIACOBBIBAETCS;
r) CnoBo «CornacoBaHo», BOMHCKOE 3BaHUE, JIMYHYIO TTOMUCH.
7. Koin4ecTBO OTIEYATAHHBIX IK3eMILIAPOB JOKYMEHTOB
yKa3bIBAaeTCH:
a) Ha JIMIEBOU WJIM OOOPOTHOM CTOPOHE MOCIEAHETO JUCTA IK3EMILISIpa
JTIOKYMEHTA, OCTAIOIIETOCs B JIEJI€;
0) Ha MOCNeAHEM JUCTE NIEPBOTO FK3EMILISApA JOKYMEHTA,;
B) Ha JIMIIEBOM CTOPOHE MOCIEAHETO JIMCTA MOCAEIHETO IK3EMILISIpa
JIOKYMEHTA;
') Ha 000POTHOI CTOPOHE MOCIEIHETO JINCTA BCEX IK3EMIUISIPOB
JTIOKyMEHTA.

Keiic-3agaua Ne 1.

CocTaBuTh MUCHbMEHHO 3aKIIOYEHHE MO MarepualiaM CliyKeOHOU
MPOBEPKU (HAMpUMEp, MO HAPYIICHUIO CIY>KEOHOW TUCIUIUIMHBI WIH
Ype3BbIYaHHOMY MPOUCIIECTBUIO P HECEHUU CITYKOBI).

Keiic-3agaua Ne 2.

OdopMuth NMHUCHMEHHO CIYK€OHOE€ THUCHMO (OTBET Ha 3ampoc
VYBJl 0 mpenoctaBieHHHM CHPaBKU MO JIMYHOMY JAENY OCYKIAEHHOTO
HBaHoBa).

Tema 5. Hopsaok oOpameHus JOKYMEHTOB B
NMPABOOXPAHUTEIbHBIX OPraHax (10KyMeHT0000poT) (4 yac.)
1. Buasl TOKyMEHTOOTOKOB.
1.1. OGpaboTKa BXOAAIINX TOKYMEHTOB.
1.2. O6paboTKa UCXOSIINX TOKYMEHTOB.
1.3. OOpaboTKka BHYTPEHHUX JIOKYMEHTOB.
1.4. ObOpaboTka OpraHU3aIMOHHO-PACTIOPSATUTEIBHBIX JOKYMEHTOB H
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JIOTOBOPOB (COTJIAIIECHU ).
2. IIpuém n 00paboTka JOKYMEHTOB, TOCTYIAIOIIUX 110 BEJOMCTBEHHOM
cetd  cBsa3M; o0OpaboTka  TejmerpamMM; OpuéM W Tepeaada
TenepoHOrpaMm.
3. Ileyaranue ¥ TUPA)KUPOBAHUE TOKYMEHTOB.
4. CrenorpadupoBaHue.
TecToBbIC 3a1aHUA
1. Ha noxkymeHTe, moaJieskamiemM nNpuoOIeHnIo K ey, oTMeTKka «B
nesio Ne ...» 3aBepsieTcsl NOANUCHIO:
a) HEMOCPEICTBEHHOTO HaYaJlbHUKA UCTIOJTHUTEIS;
0) UCTIOJTHUTEINS JOKYMEHTA;
B) COTPY/AHUKA, BEAYIIETr0 JaHHOE JIENI0;
') HaYaJIbHUKA CeKpeTapuara opraHa 0€301macHOCTH.
2. OTBeTCTBEHHbII COTPYAHUK 32 PA3MHOKEHHUE IOKYMECHTOB
omnpeessieTcs:
a) IpHUKa30M PYKOBOJUTENS (HayajbHUKA) OpraHa 0€30MacHOCTH;
0) HaYaJIbHUKOM CEKpeTapuara;
B) Ha4aJIbHUKOM CTPYKTYPHOTO MOAPA3/CICHUSI;
') pyKOBOAUTENEM (Ha4aIbHUKOM) OpTraHa 0€30MacHOCTH.
3. IIpu cMeHe HAYAJIbHUKA CEKPeTAPHUaTa NMPOBEPSIeTCH:
a) HAJIMYUE BCEX CEKPETHBIX IOKYMEHTAJIbHBIX MAaTEPUAJIOB,
YUCISIIUXCS HA YYETE BO BCEX CTPYKTYPHBIX MOAPA3ICICHUSIX;
0) HalTM4Yue CEKPETHBIX JOKYMEHTAJIbHBIX MaTepUATIOB, YUCIISAIIUXCS B
CeKpeTapuare;
B) HAJINYHUE CEKPETHBIX TOKYMEHTAJIbHBIX MAaTEPUAIIOB, YHCIISIIIIUXCS B
CTPYKTYPHOM MOJPa3/ICIICHUH;
') HAJIMYUE CEKPETHBIX JOKYMEHTAIbHBIX MaTepHuaIoB Ha OTACIbHOM
y4acTKe.
4. B Hepa®ouee BpeMsi KOPPEeCIOHACHIIUS MIPUHUMACTCH:
a) ACKYPHBIM MO0 MOAPA3/ICICHUIO;
0) COTPYIHUKOM CEKpeTapuara;
B) COTPYAHUKOM CTPYKTYPHOT'O TIOJIPa3/ICICHUS;
') HAYQJIbHUKOM CTPYKTYPHOTO TIOJIpa3/ieiCHUsI.
5. JIucThl BHYTPEHHEHN ONUCH JeJia:
a) HyMepYyIOTCsl pUMCKUMHU IIUppaMU B MPABOM BEPXHEM YITTy OTACIbHO
OT JIUCTOB JIOKYMEHTOB, HaXOIAIIUXCA B JICJIE;
0) TUCTHI BHYTPEHHEH OMKMCU HYyMEPYIOTCS apaOCKUMU UG paMH;
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B) BEJIETCSl CKBO3HASI HyMEpaIlysi JUCTOB BHYTPEHHEW OMUCH U
JOKYMEHTOB B JICJIE;
I') JIUCThl BHYTPEHHEHN OMUCU MOTYT HE HyMEpPOBAThCSI.
6. Uro Baeuér 3a co00M mMpekpanleHHe AeSATEJbHOCTH
dbonxoodpaszoBareis?
a) TEpPEMMEHOBAHWE OPraHU3alMU WM YaCTUYHOE HW3MEHEHHUE €ro
Ha3BaHMUS;
0) mnepedbopMuUpOBaHHWE, CIHSHHE JABYX U Oojee Toapas3AeieHui
OpraHu3aluu B OJINH;
B) W3MEHEHUE MOJYMHEHHOCTU B TMpejesiaX CUCTEMbl OpraHHU3allNH,
MecTa IUCIIOKAIINHU, CTPYKTYPhI 0€3 U3MEHEHUSI OCHOBHBIX (DYHKIIUA;
') UI3BMEHEHUE YCIIOBHOTO HAMMEHOBaHUs (P OHI000pa30BaTesI.
7. Buyrpu ¢oHaa cucreMaTu3auuM AeJ NPOBOAUTCHA € Y4ETOM
CJIeAYHIINX NMPU3HAKOB:
a) CTPYKTYPHOTO WJIM XPOHOJIOTUYECKOTO;
0) PyHKIIMOHAILHOTO WM HOMUHAJIBHOTO;
B) KOPPECTIOHIEHTCKOT0, reorpaduueckoro Ui aBTOPCKOro;
I') BCEX NEPEUUCIICHHBIX.
Keiic-3agaga Ne 1.

OdopmuTe NUCHMEHHO CIPABKY MO JUYHOMY JI€NTy OCY>KJIEHHOTO
(B chOpaBKe JOJDKHA COAEPXKaTbCAd COIMalIbHO-JIeMorpaduyeckas
XapaKTEepPUCTUKA  OCYXKJEHHOro, MWHpOpManus O  COBEPUICHHOM
NPECTYyIUICHUH W HaKa3aHUM, JAUCHUIUIMHE B  HUCIPABUTEIHLHOM
YUPEKICHUN).

Keiic-3amaua Ne 2.

Odopmute NUCHMEHHO PANOPT O BOZHUKHOBEHUM YPE3BBIUAMHON
CUTyalldd TPU HECEHUHU CIIyXObl (MOMBITKA TOOEra 3aKiIOYEHHOTO,
HarnaJieHre Ha MOCT, HETIOBUHOBEHUE OCYKJICHHOTO U T.II.).

Tema 6. KoHTpouab wucHo/JHeHUs JAO0KyMeHTOB. Ilopsgox
paccMOTpeHusi OOpallleHUil TPaxIaH B NPABOOXPAHUTEIbHBIX
oprasnax (4 4ac.)

1. IToHATHSA 1 3TABI KOHTPOJIA UCIIOJHEHUS IOKYMEHTOB.
1.1. IlenTpann3oBaHHbBI KOHTPOJIb.

1.2. IlpenBapuTenbHbIA KOHTPOIb.

1.3. IlpenynpeauTenbHbI KOHTPOJIb.

1.4. AHanmuTUYECKHUI KOHTPOJIb.
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1.5. CHsTHE TOKYMEHTOB C KOHTPOJI.
1.6. Cpoku UCTIOTHEHHSI KOHTPOJIBHBIX JIOKYMEHTOB.
2. Bunapl oOpaliieHuil rpaxjian: NpeajoxKeHus1, 3asiBICHUsI, )Kano0bl. x
CYIIHOCTHBIE XapaKTePUCTUKH.
2.1. Drambl paccCMOTPEHUS HWHAUBUIYAJIbHBIX U  KOJUIEKTUBHBIX
NPEVIOKEHUM, 3asBICHUNM M JKAI00 TPpaXJaH B  YUPEKICHUSIX
MPABOOXPAHUTEIBHBIX OPTaHOB.
2.2. Komuccuu nmo pabore ¢ MUCbMEHHBIMU M YCTHBIMU OOpaIllCHUSIMHU
rpakaaH.
2.3. KoHTpoJib Nops/iKa pacCMOTPEHHUs 00pallleHul TpaXkJiaH B CUCTEME
MIPABOOXPAHUTEIBHBIX OPTaHOB

TecToBbIC 3a1aHUA
1. lesia, sKypHaJIbl 1 KAPTOTEKH, 3AaKOHYECHHbIE MIPOU3BOIACTBOM,
CPOK KOTOPBIX B MOJAPa3/ieJieHUsIX B COOTBETCTBUM C NepedHeEM
HUCTEK, CAATCH B aPXMB:
a) OJINH pa3 B I'OI;
0) nBa pasa B rof;
B) TPH pasa B r'oj;
') OJIMH pa3 B TPU roja.
2. ApXUBHbIE ¥ 3aKOHYEHHbIE POU3BOJICTBOM HOMEHKJIATYPHbIE
JeJia, 5)KYPHAJIbl H KAPTOTEKH YHUYTOKAKOTCH:
a) MOCJIE 3aKIFOYEHHS IKCIIEPTHOW KOMHUCCUU U MOJYYEHUS Pa3peieHUs
PYKOBOJIUTEIISI OPraHU3aLNH, HA3HAYUBIIETO 3Ty KOMUCCHIO;
0) mocJje MoJay4eHus pa3perieHus: 3aMeCTUTENST PyKOBOIUTEIIS
OpraHHu3alNy;
B) MOCJIE MOJTYYEHUS PA3PEIICHUS PyKOBOAUTENS CTPYKTYPHOTO
MOApPa3ICIICHUS;
I') OCJIE MOJIYYEHHUS pa3pelICHNs] HayalbHUKa CEKpeTapuara.
3. K kpuTepusiM MpoOUCX0XKAEHNUs, IPUMEHsSIeMbIM IIPH NMPOBEJICHNH
IKCHEPTHU3HI HEHHOCTH JOKYMEHTOB B OPraHU3AUN, OTHOCUTCH:
a) pyHKIIMOHAJLHO-1IEJIEBOE Ha3HAUYCHHUE OpraHa 0€30MacHOCTH;
0) MOMTMHHOCTH JOKYMEHTA;
B) 1yOJETHOCTh JOKYMEHTA;
) pu3nyuecKkoe coCTOsTHHUE TOKYMEHTA.
4. BbiBepKa KYPHAJIOB Y4€Ta BbIIAYM eI U3 APXUBOXPAHUININA U
KOHTPOJBbHBIX KAPTOYEK NMPOBOAUTCSH:
a) OJIMH Pa3 B HEJIEIIIO;
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0) ouH pa3 B MECHIIL;

B) OJIMH pa3 B KBAPTAJI WJIK B NIOJIYTOJIHE;

') OJIUH pa3 B T'OJI.

5. Cpok paccMOTpeHHs 3a1POCa M0 APXMBHOMY JOKYMEHTY:

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

0) He TokeH npeBbiiiath 30 JHEH ¢ 1aThl €ro PerucTpaiuu, HO B
UCKJTIOYUTEILHOM CITy4ae MOXKET OBbITh TPOJIJIEH HE Oosiee yeMm Ha 30
JHEH;

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

') HE JIOJIKEH MpeBbIIaTh 60 JHEN ¢ 1aThl €ro PerucTpaiuu.

6. Cpox mNOArOTOBKM M  HANPABJEHUHA  OTBETAa  HA
MEKBEIOMCTBEHHBbIN 3aMpoCc O MPeICTABJICHUM [TOKYMEHTOB U
uHGopManuM JAJs1  NPEJOCTABJIEHUS] TOCYIAPCTBEHHOM  WJIH
MYHMIUNAJIBHOM YCJIYIM C MCIOJIb30BAHHEM MEKBEIOMCTBEHHOIO
HH(GOPMALMOHHOTO B3aMMOJEICTBUS HE MOKET NMPEBbIIIATD:

a) 3 pabouux JIHEH co AHS MOCTYIJICHUS] MEKBEJIOMCTBEHHOTO 3aMpoca
B apXMBHOE NOJIpa3ieICHUE OPraHU3aluY;

0) 5 pa®ouux JgHEN COo AHS MOCTYIJICHUS MEXBEIOMCTBEHHOIO 3apoca
B apXMBHOE MOJIpa3/ieiCHUE OpraHu3aluu;

B) 5 pabouux AHEH CO JIHS MOCTYIICHUS] MEXBEIOMCTBEHHOT'O 3aMpoca
B apXMBHOE MOJIpa3/icICHUE OpraHU3aIuu, €CJIM UHBIE CPOKHU
MOJATOTOBKY Y HAITPABIICHHS OTBETA HAa MEXBEIOMCTBEHHBIN 3aITPOC HE
YCTaHOBJIEHBI 3aKOHOAATENIBCTBOM Poccuiickont denepanuu;

r) 7 pabounx HEW cO JIHS MOCTYIJICHUS] MEKBEJIOMCTBEHHOTO 3a1poca
B apXMBHOE MOJIPa3/ICIICHUE OPraHU3AIUU, ECIIH HHBIE CPOKHU
MOJATOTOBKY Y HAITPABJICHHS OTBETA HAa MEXBEIOMCTBEHHBIN 3aITPOC HE
YCTaHOBJIEHBI 3aKOHOAATENLCTBOM Poccuiickoint denepanumu.

Tema 7. Ilepemaua JHOKYMEHTOB B apXUBbl. JKCIEpPTH3a U
YHUUTOXKEeHHE e (4 yac.)
1. DOxcrepTr3a IIEHHOCTH M OTOOP JOKYMEHTOB JJi XPaHEHUS WIIH
yanutoxkeHus. Ilopsmok m ocHoBanus e€ mpoBeneHus. OdopmiieHue
pPE3YJIbTATOB €€ MPOBEIICHUS.
2. Onuck aena. [opsgok nepegayn JOKyMEHTOB B apxuB. [loaroroBka k
rnepeaavye JOKyMEHTOB B apXHB.
3. YHuuTOXKEHUE Jiesl. AKT 00 YHUUYTOXKEHUH.

TecToBbIC 3a1aHUA
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1. ApxuBHoe aes10 B Poccuiickoii @enepanun peryjaupyercs:

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

0) denepanbHbiM 3ak0HOM OT 20 deBpainsg 1995 . Ne 15-d3 «O6
nHpopmaruy, HHGOPMATU3AIUH 1 3aITUTe HHPOPMAITUN;

B) @enepanbHbiM 3akoHOM OT 27 utonst 2010 . Ne 210-D3 «O6
OpraHU3aly MPEAOCTABICHUS TOCYAIaPCTBEHHBIX U MYHUIIUTIATBHBIX
YCIyT»;

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

2. ApXMBHBI# JOKYMEHT — 3TO:

a) J000# TOKYMEHT, 00pa3yIoIIUiCs B JICATEIbHOCTH IOApa3IeICHHUs-
dboH000pazoBaress;

0) 10001 TOKYMEHT ITOCTOSTHHOTO CPOKa XpaHEHNS,;

B) JIOKYMEHT, MOJICKAIIUi BKIIOUEHUIO B COCTaB ApxuBHOro (onaa
Poccutickou @enepamuu;

r) MaTepuajJbHBIM HOCUTENb C 3aUKCUPOBAHHOW Ha  HEM
uHpopmaluend, KOTOPbIH HUMEET PEKBU3UTHI, IMO3BOJISIIOIINE €T0
UJICHTU(UIIMPOBATh, W TMOJJICKUT XPAHEHUIO B CHUJIY 3HAYMMOCTH
yKa3aHHbIX HOCHUTENS W HWHpOpManuM g rpaxiaaH, oOllecTBa U
roCy/apcTBa.

3. ApXuBHas ONKUCH ABJISAECTCH:

a) YYETHBIM IOKYMEHTOM;

0) 2JIeMEHTOM Hay4YHO-CIIPABOYHOTIO arrapara apXuBa;

B) OZTHOBPEMEHHO YUYETHBIM JIOKYMEHTOM M 3JIEMEHTOM HAy4HO-
CIIPABOYHOTO aIrapara apXxuBa;

') IOKYMEHTOM, MOJIJICKAIUM BKJIFOUEHUIO B COCTaB ApXUBHOTO (HOH 1A
Poccuiickoit @enepannm.

4. ApxrBHOE€ J1eJ10 B OPraHU3AIUU PeryJIUpPyeTcs:

a) MHCTpyKIuen o nmopsake npuéMa, yuéra, 00ecredeHusi COXpaHHOCTH
Y VCTIOJb30BAaHUS apPXUBHBIX JOKYMEHTOB B OPTraHe UCIOJIHUTEIbHON
BJIACTH;

0) MHcTpyK1KeH 1Mo 1eJI0MpOou3BOJICTBY B OpraHe UCIIOTHUTEIHLHOM
BJIACTH;

B) AJIMUHUCTPATUBHBIM PEINIAMEHTOM OpraHa UCIOJIHUTEIbHON BIIACTH
M0 TIPEAOCTABICHUIO TOCYJAPCTBEHHON YCIYTH MO OpraHUu3alluu
VCIIOJTHEHHMS 3aPOCOB IO apPXUBHBIM IOKYMEHTAaM;
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I) NpaBuiiaMy pabOTHI BEIOMCTBEHHBIX apXHUBOB.

5. Kakue 10KyMeHTbI, OTHOCATCH K apxuBHoOMY ¢oHay Poccuiickoit
Degepanuu:

a) BCE JIOKYMEHTHI TOCTOSTHHOTO CPOKa XPaHEHUS,

0) apXUBHBIE JOKYMEHTBI, IPOIIEIIINE IKCIIEPTU3Y IEHHOCTH
JIOKYMEHTOB, IIOCTABJICHHBIE HA TOCY/IAPCTBEHHBIN YUYET U MOJIJICIKAIIUE
MIOCTOSIHHOMY XPaHEHMIO; B) BCE JIOKYMEHTHI, MPOIIE/IINE SKCIIEPTU3Y
LEHHOCTHU;

I') BCE JJOKYMEHTBI, 00pa3yromrecs B Mpolecce AesITeIbHOCTH
dboHmo00pazoBarers.

6. B mpemesnax apxuBHOro (PoHAA YUYETHO-KJIACCH(PUKANUOHHOU
eIMHMILICH ABJIACTCH:

a) €IMHULIA XPAHCHUS;

0) onuce;

B) J1€J10;

') TIOKYMEHT.

7. JOKYMEHTBI IMYHOT0 NMPOUCXOKACHUS MPUHUMAKTCH B APXHUB
no:

a) 1OTOBOPY JapEHUs], KYILIU-TIPOJIaXKH, MO 3aBEIIAHUIO, TI0 PEIICHUIO
CyZJa WM HOTapUaJIbHBIX OPraHOB O MIPU3HAHUU JOKYMEHTOB
OCCXO3HBIMH;

0) TOJILKO TIO IOTOBOPY KYTUIU-TIPOJIAXKU;

B) 110 3aBEIIAHUIO WIIH JIOTOBOPY JapEHUS;

I') TOJABKO IO PEIICHUIO CY/a.

8. IIpaBoBoi cTaTyc apxuBa 3aKpenJiseTcs:

a) Uuctpykimeir 00 apxuBse;

0) I[TonoxxenueM 00 apXxuBe UJIM YCTABOM apXUBa;

B) AJIMUHUCTPATUBHBIM PEINIAMEHTOM;

I') HE 3aKpEeIIseTCA.

9. les1a, 3aKOHYECHHBIE IPOU3BOACTBOM, CPOK XPAHEHHSI KOTOPBHIX B
noapasaejeHus X UCTEK, CAATCHA B apXUB 10 rpauky:

a) OJIMH Pa3 B MECHII;

0) OZMH pa3 B KBapTal;

B) OJMH pa3 B MOJIYTOJIHE;

') OJIUH pa3 B TOJI.

10. Pa3HOBMAHOCTSIMHU apPXMBHOTIO (POHIA ABJISIIOTCSH:

a) apXWBHBIN (POHT OpraHU3aALNH, COCTOSIITUN U3 TOKYMEHTOB,
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00pa30BaBIIMXCS B MPOIECCE €0 JIESITEIbHOCTH;

0) apxuBHBIN (HOH]I TUIHOTO MPOUCXOKIESHUSI, COCTOSIIITUHN U3
JTIOKYMEHTOB, 00pa30BaBIIUXCS B MPOIIECCE KU3HU U ICSTEIbHOCTU
OTJICJIBHOTO JINCTA;

B) 00beIMHEHHBIN apXUBHBIN (DOH/I, COCTOSIINN U3 JOKYMEHTOB,
00pa30BaBIIMXCS B MPOIECCE ACATEIBHOCTHU JIBYX WU 00Jiee OPraHOB
0€30IMacHOCTH, UMEBIIUX MEXK]ly CO00I UCTOPUYECKH U (UIIN)
JIOTUYECKU 00YCIIOBIIEHHBIE CBSI3U — OJTHOPOJHOCTD U MTPEEMCTBEHHOCTh
NEATEeIbHOCTHU, TOAYMHEHHOCTh, MECTOHAX0XKICHUE U JIP.;

I') BCE MEPEYUCIICHHOE.

11. IIpuém 1OKYMEHTOB B apXHB OCYIIECTBJISACTCSH:

a) IO CJaTOYHBIM OITUCSIM;

0) MO apXUBHBIM OMUCSIM;

B) IO COITPOBOJIUTENBHBIM ITUCbMaM;

I) 1O JIIOOOMY U3 MEPEUUCICHHBIX JOKYMEHTOB.

12. ApxuMBHBIE [OKYMEHTbI BBIJATCHA [JI 3IKCIOHHPOBAHUS
JTOKYMEHTOB H MO0 3ampocaM CyIeOHbIX U NPABOOXPAHHUTEIbLHBIX
OPraHoOB HA CPOK:

a) 1 mecsa;

0) 3 mecsa;

B) 6 MECHIICB;

r) 12 Mecsies.

13. OcHOBHBIMU (POPMAMHU UCIIOJIb30BAHNS TOKYMEHTOB B apXUBe
SIBJISIFOTCH

a) uHGOpPMaIIMOHHOE O0eCTIeueHNE MOIb30BaTeIe B COOTBETCTBUH C UX
3anpocaMi (3asBJICHUSIMH), 4 TAK)KE B IJIJAHOBOM U HHUIIUATUBHOM
MOPSIIKE;

0) PKCIIOHUPOBAHUE IOKYMEHTOB Ha BBHICTABKAX, MyOIMKAIIHS
JOKYMEHTOB;

B) BblJlaya JJOKYMEHTOB BO BPEMEHHOE T0JIb30BAHUE;

') BCE EPEUUCIICHHOE.

14. lllupuHa npoxoga Me:RIy PsiIaMH CTeJLIaKel B
apXUBOXPAHWIHILE JOJKHA COCTABJIATD:

a) 100 cm;

0) 120 cMm;

B) 150 cwm;

r) 200 cm.
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Tema 8. OcymecrBieHue pador ¢  JOKyYMEHTaMH
OTrPAHUYEHHOI0 pacnpocTrpanenus (4 yac.)
1. [TonsiTue CIIy>keOHOM uHpopmMaIuu OTPAHUYECHHOTO
pacnpocTtpanenus. [IpucBoeHue, W3MEHEHUE, CHATUE TMOMETKH « /st
CIY’KEOHOTO MOJIb30BaAHUSI.
2. Ocobennoctu opopmiieHus, yuéTa, puéma ciyke0Hoi nHdopmMauu
OTPaHUYEHHOTO PACIIPOCTPAHECHUSI.
3. [Ilepenmaua, mnpoBepka HaIW4YUsg U YHHUYTOKECHHE CIyXKCOHOM
MH(pOpMAITUK OrPAaHUYEHHOTO PACIPOCTPAHCHHUS.
4. JleucTBUsl COTPYOHHMKA TPABOOXPAHUTEIBHBIX OPraHOB B Cllyyae
yTpaTbl JOKYMEHTOB C IOMETKOW «/[1d ciy’keOHOro mOJIb30BaHUS»
aub0  pasmialieHus — CAy>KeOHOM  uH(OpMaIuM  OTPaHUYECHHOTO
pacnpocTpaHEHUS.

TecToBbIC 3a1aHUA

1. I'pud cexkperHOCTM YCTAHABJUBACTCA JJIS HOCHTEJIEMH,
COlepPKAIIMUX CBEeHUS], COCTABJISIIONIHE TOCYIAPCTBEHHYIO TAliHY:
a) 0c000M BaXKHOCTH, COBEPIIICHHO CEKPETHO, CEKPETHO;
0) 0c000i1 BAXKHOCTH;
B) 0C000M Ba’)KHOCTH, COBEPILIEHHO CEKPETHO;
r) 0co00i BaXXHOCTH, COBEPIIIEHHO CEKPETHO, CEKPETHO, JJIS
CITy>k€0HOTO MMOJIE30BaHUSI.
2. Ha pa3MHOXkeHHe CeKpeTHbIE JOKYMEHTHI NepealoTcs TOJbKO:
a) 3apEeTUCTPUPOBAHHBIMU U O(POPMIICHHBIMU B YCTAaHOBJIEHHOM
MOPSI/IKE;
0) 3aperucTpupOBaHHBIMU B KypHaJie yu€Ta pa3MHOXKEHUS;
B) MOCJIC Pa3pelIeHUs PyKOBOJICTBA;
r) nociie 0ohopMIICHUS 3aKa3a.
3. Ha kakaplid CeKpPeTHbIN JOKYMEHT, MOAJIeKAINNI Pa3MHOKEHUI0,
odpopmisieTcs:
a) 3aKa3 WM pa3pelicHue;
0) 3aKkas;
B) 3a51BKa;
I') pa3pelicHue.
4. PyKoBOAUTEIH OPraHU3AMUN U UX CEKPETAPUATHI OCYIIECTBIISIIOT
NPOBEPKH  CEKPETHOr0 /eJONMPOU3BOACTBA B  CTPYKTYPHBIX
noapasaeJJeHusAX OPraHnu3aliy U B NOAYUHEHHBIX MOAPA3IeIeHUsIX:



a) HEe peKe OJIHOTO pa3a B IO
0) He pexke OAHOTO pas3a B JBa TO/a;
B) HE PEKe OJTHOTO pasa B TPH rojia;
T') HE PeXe OJTHOTO pa3a B YEThIPE roja.

S.

HenocpeacrBeHHble

HavaJbHUK
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00513aHbI  NMEPUOTUYECCKU

NpoBePAThL MNOPSAOK XPAHEHHUS] CEKPETHbIX [O0KYMEHTAJbHBIX
MATEPUAJIOB Y OXYUHEHHBIX COTPYIHUKOB:

a) HE peKe OJIHOTO pa3a B MECHILI;

0) HEe pexe OJHOTO pasa B Ioj;
B) HE peke OJTHOTO pa3a B KBapTau,
') HE peXe OHOTO pasa B MOATo/a.
6. YcTaHOBHTE COOTBETCTBHE:

Y

[Ipu cMeHe HaYaJIbHUKA
CeKpeTapuara npoBepsaeTCs

A) Hanuune cekpeTHbIX
JIOKyMEHTAJIbHBIX MaTepUalioB,
YUCJISIIUXCS B apXUBE

2)

[Ipu cmeHe pPyKOBOAUTEIA
(Ha4aIbHHMKA) CTPYKTYPHOIO
nopa3AeeHUs
poBEPSAETCS

b) Hanuuue cekpeTHbIX
JIOKyMEHTAJIbHBIX MaTepUalioB,
YUCJISIIIUXCS BO BCEM OpraHe

3)

[Ipy cmeHe PyKOBOAMUTEIA
apxuBa

B) Hanuuue cexpeTHbIX
JIOKyMEHTAJIbHBIX MaTepUalioB,
YUCJISIIMXCS] B CEKpeTapuare

4) Ilpu cmene HadanbHUKa | [') Hanuune Bcex cekpeTHBIX
opraHa JOKYMEHTaJIbHbBIX MaTEpPUAJIOB,
YUCIAIIUXCS HA YUETE B CTPYKTYPHOM
NO/Ipa3ACICHUN
Tema 9. IlonsiTHe, 3HAYeHMe U NPaBOBOE PperyJaMpoOBaHUE
pe:xXuMa  CeKPeTHOCTH B NOApPAa3JdeJiecHHsiX  odecrneYeHus

0€30IaCHOCTH B YIOJIOBHO-HCIIOJIHUTEJIbHOM cucTeme (4 yac.)

1. IloHaTtue, CymHOCTh U 3HAYECHUE PEKHUMaA CEKpeTHOCTH. CBeneHUs,
COCTAaBIIAIOIINE TOCYIAPCTBEHHYIO TalHY.

2. OOs3aHHOCTH W OTPAHWYCHHUSA JJISI COTPYIHUKOB, JOMYMICHHBIX K
paboTe C CEKPETHBIMU IOKYMEHTAMH.

3. KonTpons COOTIOEeHUS pexuMa CEKPETHOCTH B
MPAaBOOXPAHUTEIBHBIX OpraHax. MeToguka OpraHu3aliu U MPOBEICHUS
MPOBEPOK HAIMYUA, MNOpsSAKa Yyd€Ta © XPAHEHHS CEKPETHBIX
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JIOKYMEHTOB.
4. TlpaBuna BBINOJHEHHUS CEKPETHBIX pPaboT. OTBETCTBEHHOCTH
PYKOBOJIUTEINICH 3a OOEcCIieueHHE HaJIeXKaIlero pexuMa CEKPETHOCTHU
MPOBOAUMBIX PalOT.

TecToBbIC 3a1aHUA
1. O d¢akrax yrparbl CeKpPeTHbIX HOCHTeJed WHPOPMaALNH
TOKJIAAbIBAETCH PYKOBOACTBY NOAPA3/IeIeHUA:
a) He3aMeIJIMTEIIbHO;
0) He nmo3aHee 24 4acoB ¢ MOMEHTa OOHAPYKEHUS yTPaThl;
B) HE MO3/HEE TPEX JHENU C MOMEHTA OOHAPYKEHUS YTPaTh;
I') HE MO3/IHEE JIByX JIHEW C MOMEHTa OOHAPY>KEHHUS YTPaTHI.
2. be3B0o3BpaTHOE U3bSITHE CEKPETHOIO JOKYMEHTA U3 Jeja
JAOMYCKAETCHA TOJIbKO:
a) C pa3pellieHHs HauallbHUKA CTPYKTYPHOTO MOJIpa3/iesieHus], B KOTOPOM
HaxoauTcs (BEAETCs) ATO A0, C 00s13aTeIbHBIM OCTAaBICHUEM B HEM
KOIIMU U3BSTOTO JOKYMEHTA UJIU CIIPABKU-3aMECTUTEIISI HA U3bATHIN
JOKYMEHT;
0) ¢ pa3pelieHrs HauaJlbHUKA CTPYKTYPHOTO MOJIPa3/ICJICHMUS;
B) C OCTABJICHUEM CIIPABKH-3aMECTUTENSI HA U3BATHIA IOKYMEHT;
I') C OCTABJIICHUEM KOMUHU U3BATOTO JOKYMEHTA.
3. 1o pa3MHOKEeHHUI0 CEKPETHBIX JOKYMEHTOB U3/1aETCH:
a) IpHUKas;
0) yka3aHwue;
B) IaMATKa;
I') paclopsbKEHUE.
4. Ilpu cMeHe pykoBoAuTEIs1 (HAYAJIBbHUKA) CTPYKTYPHOIO
nojapasieeHusi NpoBepsaeTCs:
a) HAUIMYHE BCEX CEKPETHBIX IOKYMEHTAJIbHBIX MaTEPHUAaJOB,
YUCISIIIUXCA Ha YUETE B CTPYKTYPHOM MOJIpa3ICTICHUN;
0) HaJIMYKME CEKPETHBIX IOKYMEHTAJIbHBIX MATEPUAJIOB, YUCIISIIUXCS B
CeKpeTapuare;
B) HAJIMYHME CEKPETHBIX JOKYMEHTAIbHBIX MaTePUAJIOB, YUCIISIIIINXCS 3a
PYKOBOJIUTEIIEM (HAUAJIbHUKOM) CTPYKTYPHOTO TIOJIpa3/ICIICHUS;
I') HAJIMYME CEKPETHBIX JOKYMEHTAJIbHBIX MaTepUalioB Ha OT/ACIIBHOM
y4acTKe.
5. CexkpeTHble JOKYMEHTHI MOAIIMBAKOTCS B 1€JI0 He N03/Hee:
a) 10 gHelt co THS UX UCTIOJTHEHUS,
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0) 15 nHeit co qHS UX UCIIOJHEHUS,
B) 45 qHEW CO AHS UX UCIIOJTHCHUS;
r) 30 1HEH co JHS UX UCTIOJHEHUS.
6. YcTaHOBHMTE COOTBETCTBHE:

1)ITo pa3MHOKEHHUIO CEKPETHBIX A) mamsarTka
JOKYMEHTOB U3J1AETCA

2)Ha xkaxaplii CeKpeTHBbI HOKyMeEHT, | b) 3aka3 unu paspernieHue
HOJIEKAITUUN Pa3MHOXXEHHIO,
ohopmIsieTCs

3)Ha corpynHuka, oTBeTCTBEHHOro 3a |B) npukas
Pa3MHOXXEHHUE CEKPETHBIXIOKYMEHTOB
U3aeTcsa

5. MEPEYEHB BOITPOCOB JIJISI CAMOCTOSITEJBHOM
MOATOTOBKH

1. IIpenmer, 3agauu U cUCTEMa JUCIUILUIMHBI «/[e0npon3BoaICTBO
U PEXKUM CEKPETHOCTU B TMOJpa3JeieHUsIX oOecreueHus: 0e30macHOCTH
B YTOJIOBHO-UCIIOJIHUTEIIBHON CUCTEMEY.

2. VcTopus pa3BUTHUSI OTE€YECTBEHHOTO JICJIONPOU3BOCTBA.

3. HopmaruBHO-TIpaBOBas 6a3a J1eI0MpOr3BOICTRA.

4. OpraHu3anys 1 BEICHUE JCIONPOU3BOACTBA B YUPEKICHUAX U
OpraHu3aIusX.

5. Ilonstue «aokyMeHT». Buasl qokyMeHToB. FOpuandueckas cuia
JIOKyMEHTA.

6. ®yHKIIMH TOKYMEHTOB.

7. O0uue mpaBuiia MOATOTOBKU U O(POPMIICHHUSI TOKYMEHTOB.

8. [loHsTHE «PEKBUBUT JOKYMEHTA», COCTAB PEKBU3UTOB.

9. IlpaBuna odopmieHUs PEKBU3UTOB (TOCYIApCTBEHHBIH Tepo
P®, nazBanue opranuzaiuu, CripaBO4YHbIC JJaHHbIE 00 OpTaHU3ALINH).

10. ITpaBusia oopmiieHUsT PEKBU3UTOB (J1aTa IOKYMEHTA, aipecar,
rpud yTBEPKICHUS JOKYMEHTA).

11. IlpaBuna odopmiieHHsT PEKBU3UTOB (MOAMHUCH, OTMETKa 00
UCIIOJTHUTEJIC, OTMETKA O HAJTUYUU MPUIIOKEHUS ).

12. TlpaBuna odopmiieHHs PEKBU3UTOB (PE3OIOLHS, OTMETKA O
3aBEPEHUU KOIMUU, OTMETKA 00 HMCIIOJHEHUHU JOKYMEHTA U HalpaBICHUU
€ro B JEJ10).
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13. Bunbel ciayxeOHbIX  JOKYMEHTOB, HCIOJIb3YIOIINXCS B
NEATENBHOCTU MPABOOXPAHUTEIIBHBIX OPTaHOB.
14. TloHATHEe «IPOTOKOI» MU OCOOCHHOCTU €ro MOJrOTOBKU U

ohopMIICHMUS.

15. Tlousitme «akT» W OCOOEHHOCTA €ro TMOATOTOBKU U
ohopMIICHMUS.

16. IloHsTHS «TIAHY, «PAOPT» U OCOOCHHOCTH MX IMOJATOTOBKH M
ohopMIICHUS.

17.1lonsitTue  «IOKYMEHTOOOOPOTa» U  €ro  COCTaBJISIOINIME.
[Ipo6siemMbl €ro COBEPIIICHCTBOBAHUSL.

18.0Opranuzanus J0CTaBKU JIOKyMEHTOB.

19.11IpaBuna 06pabOTKK MOCTYNUBIICH TOKYMEHTAIIUH.

20. IIpaBuna 06pabOTKK OTIPABISIEMBIX IOKYMEHTOB.

21. Ilopsimok POXOXKIEHUSI BHYTPEHHUX JOKYMEHTOB.

22. KOHTpOIb HWCHOJHEHHUS JOKYMEHTOB B IMPABOOXPAHUTEIbHBIX
OpraHax.

23. CpoKH UCIIOJIHEHUS IOKYMEHTOB.

24. Peructpanysi JOKyMEHTOB, €€ BU/IBI.

25.1lepenaya 31€KTPOHHOTO COOOIIICHUS.

26. ®akCUMMIIbHAS CBSI3b.

27. Ilpuém u 06padboTka TenedoHOorpaMm.

28. IIpuém 1 06paboTKa TeaeTaumorpaMmm.

29. Hasnauenme W (PyHKIIMM CeKpeTapuaToB (KaHIEISApUi) B
YUPEKICHUSAX U OpTaHU3aIUsiX.

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

31. [IpaBuna obopmieHus aena.

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

33. Ilonarme «rocymapcTBeHHasi TauiHa». llepeyeHb CBeneHHM,
COCTABJISIIOIIMX TOCYJapCTBEHHYIO TaiHy B 0O0JIACTH OIEpPaTUBHO-
PO3BICKHOW AEATEIBHOCTH.

34. IIpuHIMIIBI OTHECEHUS CBECHUH K TOCY1apCTBEHHOW TalHE.

35. CBeneHus, HE MOJJICKAIIME OTHECEHUIO K TOCYIapCTBEHHOU
TalHe.

36.Crenenn CEKPETHOCTH CBCICHHM, COCTAaBJIAFOIINX
rOCYIApCTBEHHYIO TallHy U TpU(]PbI CEKPETHOCTU ITUX HOCHUTENEH.

37. Ilopsimok  3aceKpeuyMBaHUs  CBEIACHUW, COCTABJISIOIINX
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TOCYJIApCTBEHHYIO TaKHY.

38. Ilopssaok nomycka K roCy1lapCTBEHHOM TalHE.

39. OcHoBaHus AJ1s OTKA3a B JOMYCKE K TOCY/IApCTBEHHOW TalHE.

40.  OrpanwyeHuss  nOpaB  TpaxJaH, JONYUIEHHBIX K
rOCyJIapCTBEHHOM TaWHE.

41. OTBETCTBEHHOCTh 3a HapylIICHHWE  3aKOHOJATEJIbCTBA
Poccuiickoit @enepaunu 0 rocy1apCTBEHHON TalHE.

42. CouuajbHble TapaHTUH, YCTAHOBIECHHBIE JOJKHOCTHBIM
JIMIIAM U TPa)KIaHaM, IOMYIIEHHBIM K TOCYJIapCTBEHHOM TallHE.

43. JlomyCck mOpeanpuaTHW, YUYPEKICHUW W OpraHu3aludil K
MpPOBEACHUIO paboT, CBSI3aHHBIX C KCIOJb30BAaHUEM CBEACHUMH,
COCTAaBIIAIOIINX I'OCYIAPCTBEHHYIO TAMHY.

44. YcnoBusi NpekpalieHus JI0NycKa JOJHDKHOCTHOTO JIHIAa WU
rpakJIaHWHA K TOCYIAPCTBEHHOM TaWHE.

45. OpraHsbl 3alIUTHI TOCYITAPCTBECHHOMN TANHBI.

46. OOs3arenbcTBa paOOTHUKA, JOMYIIEHHOTO K CBEACHUSIM,
COCTABJISIFOIIMX FOCYJapCTBEHHYIO TalHY.

47. TpeboBaHUsl, MPEABSIBISIEMbIE K PEKUMHOMY IMOMEIIICHUIO.

48. HopmaTuBHBIE JOKYMEHTBHI, PENIAMEHTUPYIOIIHE PEXKUM
CEKPETHOCTH.

49. OO6s3aHHOCTH PAOOTHUKA, TPU MOJIYYEHUU OTIEUATAHHOTO
CEKPETHOTO IOKYMEHTA.

50.ITpaBrsia ymakoBKM CEKPETHBIX JOKYMEHTOB B IMAKET IS
OTIPABKH.

51.3ampeTsl, CBA3aHHBIC C MPOBEICHUEM CEKPETHBIX PadoT.

52. OdopmiieHrE CEKPETHBIX TOKYMEHTOB.

53. TlopsAmoK MNOJIydYeHUsI CEKPETHBIX JOKYMEHTOB B PEKHMHO-
CEKPETHOM TOJIPa3ACICHUMN.

54. JlocTaBKa CEKPETHBIX JOKYMEHTOB.

55.TToHSTHSL «PEKUM CEKPETHOCTUY, KCEKPETHBIE padOThI».
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6. BAHK BOITPOCOB UM 3AJJAHUM B TECTOBOM ®OPME
1 Bopocsl B oTKpbITOM (popme.

1.1. Kakoii npaBoBoil aKT peryJupyer NOpsA0K pacCMOTPEeHH
oOpamenuii rpaxxaan B Poccuiickoii @enepanumn:

a) Koncturynus PO;

0) ®enepanbHbIii 3akoH OT 2 Mast 2006 1. Ne 59-D3 «O nopsake
paccMoTpeHust ooparenuii rpaxaan Poccutickoit deneparumy;

B) mpuka3 MuHkynsTypsl PO;

r) npuka3 MB/] Poccun.

1.2. Ha kakue KaTeropum Jiui pacunpocrpansiercs @enepaiabHblil
3aKkoH OT 2 Mast 2006 . Ne 59-@3 «O nmopsiaike pacCMOTpPEeHUSA
oOpamenuii rpaxxaan Poccuiickoit @enepanmm»:

a) uI] 0e3 rpakJaHCTBA,;

0) rpaxaan P®;

B) rpakaaH P®, MHOCTpaHHBIX TPaXK/IaH | JIUI] 0€3 TpakJaHCTBA;

I') MTHOCTPAHHBIX T'PaXKIaH.

1.3. ApxuBHoe aes10 B Poccuiickoii @enepanuu peryjaiupyercs:

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

0) denepanbHbiM 3ak0HOM OT 20 deBpainsg 1995 . Ne 15-d3 «O06
nHpopmaruy, THPOPMATU3AINHU 1 3aITUTe HHPOPMAITUN;

B) @enepanbubiM 3akoHOM OT 27 utonst 2010 . Ne 210-D3 «O6
OpraHU3aly MPEAOCTABICHUS TOCYIaPCTBEHHBIX U MYHUIIUTTATBHBIX
YCIyT»;

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

1.4. ApXUBHBIU JOKYMEHT — 3TO:

a) J000# TOKYMEHT, 00pa3yIoIIUiCs B JICATEIbHOCTH IOApa3aeICHuUs-
dboH000pazoBaress;

0) 10001 TOKYMEHT MTOCTOSSHHOTO CPOKa XpaHEHNS,;

B) JIOKYMEHT, MOJICKAlIui BKIIOUEHUIO B COCTaB ApxuBHOro (onaa
Poccuiickon @enepanuu;

r) MaTepuadbHBIM HOCUTENb C 3aUKCUPOBAHHOW Ha  HEM
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uHpopmaluend, KOTOPbIH HUMEET PEKBU3UTHI, I[O3BOJISIIOIIUE €T0
UICHTU(DUIIUPOBATh, W TMOJICKUT XPAaHEHUIO B CUIy 3HAUYUMOCTH
yKa3aHHBIX HOCUTENIS W UH(OpMaluu [Js rpaxjaaH, oOIlecTBa MU
roCyJapcTBa.

1.5. ApxuBHasi ONMUCH SABJISIETCS:

a) YUETHBIM JIOKYMEHTOM;

0) 2JIeMEHTOM Hay4YHO-CIIPABOYHOTI'O arrapaTra apXuBa;

B) OZTHOBPEMEHHO YUYETHBIM JIOKYMEHTOM U 3JIEMEHTOM HAy4HO-
CIIPABOYHOTO arrnapara apXxuvBa;

') IOKYMEHTOM, MOJIJICKAIUM BKJIIOUEHUIO B COCTaB ApXUBHOTO (DOH 1A
Poccuiickont @enepannm.

1.6. ApxuBHOE [1€JI0 B OPraHU3alUuU Peryjaupyercs:

a) MHCTpyKIuel o nmopsake npuéMa, yuéra, 00ecrnedeHusi COXpaHHOCTH
Y VCTOJIb30BaHUS apPXUBHBIX JOKYMEHTOB B OPTraHe UCIOJIHUTEIbHON
BJIACTH;

0) MHcTpyKIMeH 1Mo 1eJI0NpOU3BOJICTBY B OpraHe UCIIOTHUTEIBHOM
BJIACTH;

B) AJIMUHUCTPATUBHBIM PEIJIAMEHTOM OpraHa UCIIOJIHUTEILHON BIIACTH
IO MPEI0CTABICHUIO TOCYJAPCTBEHHOM YCIYTH MO OPTaHU3alu
VCIIOJIHEHHMS 3aPOCOB MO aPXUBHBIM IOKYMEHTAaM;

I') IpaBuiiaMyi pabOTHI BEIOMCTBEHHBIX apXHUBOB.

1.7. Kaxkue JI0OKyMEHTbI, OTHOCATCH K AapXuBHOMY (oHIY
Poccuiickoin @enepanuu:

a) BCE JIOKYMEHTHI TOCTOSTHHOTO CPOKa XPaHEHUS;

0) apXUBHBIE JOKYMEHTBI, IPOIIEIIINE IKCIIEPTU3Y LIEHHOCTH
JOKYMEHTOB, IOCTABJICHHBIE HA TOCYAAPCTBEHHBIN YUET U MOJJIEKALINE
MIOCTOSIHHOMY XPaHEHMIO; B) BCE IOKYMEHTHI, MPOIIE/IINE SKCIIEPTU3Y
LEHHOCTHU;

I') BCE JIOKYMEHTBI, 00pa3yromiecs B mpoliecce AesTeIbHOCTH
dboHmoo00pazoBarers.

1.8. Kaxnapiii BUI JAOKYMEHTA [0JI)KEH HMMeThb YCTAHOBJICHHBIE
PEKBM3UTHI M ONPEACJCHHbIA MOPAXOK HX PACHOJIOKEHUS B
COOTBETCTBHH C:

a) UHCTPYKIIMEHN 110 CEKPETHOMY AEIONPOU3BOACTRY;

0) l'ocymapctBenHbIM cTanaapToM Poccutickont denepanumy;

B) MeToan4ecKuMu peKOMEHAAIMSIMU 110 TOATOTOBKE, 0(DOPMIICHUIO U
HarpaBiieHut0 10KyMeHTOB B ®Ch Poccuu;
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r) MHCTpyKIIMEHN 110 HECEKPETHOMY JI€JIONPOU3BOICTBY.

1.9. HomeHnkaTypa opraHu3anmm COCTaABJISETCS:

a) Ha KaXXJbI KaJeHIapHBIN TOT;

0) Ha JBa roja;

B) Ha TPH r'OJ1a;

') Ha YEeThIPE roja.

1.10. HomeHkyaTypa OpraHu3auim YTBEepP:KI1aeTCH:

a) PYKOBOJAMUTEEM (HAYaIbHUKOM) OpTraHU3alluM;

0) HAYaJTLHUKOM CTPYKTYPHOTO MOJIpa3/ICJICHHUS;

B) HAYaJIbHUKOM CEKpeTapuara;

') HE YTBEPKIACTCHI.

1.11. OTBeTCTBEHHOCTH 32 COXPAHHOCTH U  MNPABWIbHOE
HCI0JIb30BaHNEe TepOoOBbIX MevaTeid BO3JIaraercsi HemoCpeACTBEHHO
Ha:

a) HaYaJbHUKA CeKpeTapuara;

0) coTpyIHHUKA CTPYKTYPHOTO TTOApa3IeIICHNUS;

B) HaYaJIbHUKA CTPYKTYPHOTO MOAPA3IAECIECHUS;

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

1.12. ComnpoBoauTe/ibHbIe MNHCHMA COCTABJIAKTCA TOJABKO K
JTOKYMEHTAaM:

a) TpeOyIOMMUM JOIMOJHUTEIBHBIX YKa3aHUM WIIH TTOSICHEHMUI;

0) TOJILKO K pacropsiAuTeIbHbIM JOKYMEHTaM;

B) KO BCEM UCXOASIIUM CEKPETHBIM JOKYMEHTAM;

') HAPaBJISATh JIOKYMEHTHI 0€3 CONMPOBOAUTEIbHBIX MUCEM
3alperaeTcs.

1.13. Chnucoxk paccbUIKM COCTABJSETCS I[PH  HANPABJICHUH
AOKyMEHTA 0oJiee yeM:

a) 4YETBIPEM ajJpecaram;

0) Tpém aapecaram;

B) JIByM ajipecaram;

T) ISTH ajpecaTam.

1.14. I'pu¢ cornmacoBaHus BKJIKYAET B ce0s1 CAeYIOIIHNE JIEMEHTDI:
a) CioBo «CoritacoBaHoy, HAUMEHOBAHHUE JIOJKHOCTH, BOMHCKOE
3BaHUE, JIMYHYIO MOJNUCh, MHUIMAIBI U (DAMUIIUIO JUIIA, C KOTOPBIM
MIPOEKT JIOKYMEHTA COITIACOBBIBAETCS, 1aTy COTIAaCOBAHMS;

0) CnoBo «CornacoBaHO», HAMMEHOBAHHUE JOJKHOCTH;

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

r) CnoBo «CormacoBaHo», BOMHCKOE 3BaHHE, JINYHYIO MOANUCH.

1.15. Koimu4ecTBO OTHMEYATAHHBIX JK3EMILISIPOB IOKYMEHTOB
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
JTIOKYMEHTA;

') Ha 00OPOTHOM CTOPOHE MOCJIEAHETO JTUCTA BCEX IK3EMILISIPOB
JOKYMEHTA.

1.16. Ha noxkymenTe, momjiexamniemM NpUOOIIEHUIO K ey, 0TMETKA
«B nesi0 Ne ...» 3aBepsieTcsi MOANNCHIO:

a) HEMIOCPEICTBEHHOTO HauyaJIbHUKA UCIIOJTHUTEIIS;

0) UCTIOJIHUTEJSI JOKYMEHTA;

B) COTPY/AHUKA, BEAYIIETO JaHHOE JIENI0;

I') HaYaJIbHUKA CEeKpeTapuaTa opraHa 0€30MacHOCTH.

1.17. OTBeTCTBEHHBIA COTPYAHMK 32 Pa3MHOKEHHE JOKYMEHTOB
onpeneJsieTcs:

a) IPUKa30M PYKOBOAUTENS (HadaIbHHUKA) OpraHa 0€30MacHOCTH;

0) HaYaJIbHUKOM CeKpeTapuara;

B) HAUQJIbLHUKOM CTPYKTYPHOTO MOAPa3/IeIICHHUS;

') pyKoBOAHUTENEM (Ha4aIbHUKOM) OpTraHa 0€301MacHOCTH.

1.18. IIpu cMeHe HAYAJBHUKA CEKPeTapuara npoBepsercs:

a) HAUJIMYKE BCEX CEKPETHBIX IOKYMEHTAJIbHBIX MaTEPHAJOB,
YUCIISIIIUXCA HAa YUETE BO BCEX CTPYKTYPHBIX MOAPA3ACICHUSX;

0) HaJIMYKME CEKPETHBIX TOKYMEHTAJIbHBIX MATEPUAJIOB, YUCIISIIUXCS B
CeKpeTapuare;

B) HAJIMYHME CEKPETHBIX JOKYMEHTAIbHBIX MaTEPUAJIOB, YUCIISIINXCS B
CTPYKTYPHOM MOJPa3/ICIICHUH;

I') HAJIMYME CEKPETHBIX JOKYMEHTAJIbHBIX MaTepUalioB HAa OTACIIBHOM
y4acTKe.

1.19. B Hepaboyee BpeMsi KOPpPeCHOHACHIMS IPUHUMACTCH:

a) IeKYPHBIM IO MOAPA3ACIICHUIO;

0) COTPYIHUKOM CEKpeTapuara;

B) COTPYAHUKOM CTPYKTYPHOTO TOJIpa3/IeICHUs;

I') HAYaJIbHUKOM CTPYKTYPHOTO MOJpa3aeacHUSI.
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1.20. JIucThl BHYyTPEHHEH OMMCH J1eJia:

a) HyMEPYIOTCSI pUMCKUMU IU(GPaMH B TIPABOM BEPXHEM YTy OTIAEIBLHO
OT JINCTOB JIOKYMEHTOB, HaXOIAIIUXCA B JICJIC;

0) TUCTHI BHYTPEHHEH ONMKUCU HYMEPYIOTCS apaOCKuMu nudpamu;

B) BeIETCSl CKBO3HASI HyMEpaIls JUCTOB BHYTPEHHEHW OMUCH U
JIOKYMEHTOB B JI€JI€;

I') JIUCTHl BHYTPEHHEHN OMUCU MOTYT HE HyMEpPOBAaThCSI.

1.21. Yto Biae4ér 3a Cc000M mpeKpalleHue AeATeJbHOCTH
dbonxoodpazoBaresisn’?

a) IEPEMMEHOBAHUE OPraHU3aAlUK I YAaCTUYHOE U3MEHEHUE €ro
Ha3BaHMUS;

0) nepedopmupoBaHue, CIUIHUE ABYX U OoJiee oaApa3IeIeHui
OpraHu3alvuu B OJINH;

B) M3MEHCHHE TMTOAUMHEHHOCTH B TIpeJieiaX CUCTEMbI OpraHU3alliH,
MeCTa JUCIOKAIIMU, CTPYKTYPhl 0€3 U3MEHEHHUSI OCHOBHBIX (DYyHKITHH;

') I3BMEHEHUE YCIOBHOTO HAMMEHOBaHUsI (P OHI000pa30BaTesl.

1.22. Buyrpu ¢onHaa cucreMaTu3anuu Jes NMPOBOAUTCH € Y4ETOM
CJIeAYIOIIMX IPU3HAKOB:

a) CTPYKTYPHOTO WJIM XPOHOJIOTHYECKOTO;

0) PyHKIIMOHAILHOTO WM HOMUHAJIBHOTO;

B) KOPPECTIOHIEHTCKOT0, reorpaduueckoro uir aBTOPCKOro;

') BCEX MEPEUMNCIICHHBIX.

1.23. B npeaesax apxuBHOro GoHAA Y4YE€THO-KJIACCUPUKANUOHHOMN
eIMHUIEN ABJISAETCH:

a) €AUHUIA XPAHCHUS;

0) ONuUCH;

B) JIEJIO;

') JOKYMEHT.

1.24. JlIokyMeHTbI JIUYHOTO MPOUCXOKACHUS MIPUHUMAIOTCHA B ApXHUB
no:

a) 1OTOBOPY JapEHHUs], KyIUIU-ITPOJIaKH, MO 3aBEIIAHUIO, IO PELICHUIO
Cylla WJIA HOTApUAJIbHBIX OPTaHOB O NMPU3HAHWUH JTOKYMEHTOB
OECXO3HBIMHU;

0) TOJILKO TIO IOTOBOPY KYTUIU-TIPOJIAXKU;

B) 110 3aBEILIAHUIO WU JIOTOBOPY JapEHUS;

I') TOJIBKO MO PEIIEHUIO CY/Ia.
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1.25. IlpaBo moab30BaHMsi  repOOBbLIMH  NEYATAMH 110
NeMCTBUTEJIbHBIM U YCJIOBHBIM HAMMEHOBAHUSAM NPHUHA/IJICHKHT:

a) pyKOBOAUTEJIEM OpraHU3alluu;

0) 3aMEeCTUTENIAM PYKOBOJAUTENIS OpraHu3alliu;

B) HaYaJIbHUKY CEKpETapuara;

') HAYQJIbHUKY CTPYKTYPHOTO MO/APA3/CICHUS.

1.26. IlpaBo nmoab30BaHMsi  repOOBbLIMH  MEYATAMH 110
NeMCTBUTEJbHBIM M YCJOBHBIM HAUMEHOBAHHUSIM MOKeT OBITh
MPeIOCTABJICHO:

a) IPUKa30M PYKOBOJUTENSI OpraHU3aluu IPyTUM JOJKHOCTHBIM
JIAIIAM 3TOM OpraHu3aluy;

0) HaYaJbHUKY CEKpEeTapuara;

B) HaYaJIbHUKY CTPYKTYPHOTO MOJIPa3/ICIICHUS;

I') COTPYAHUKY CEKpeTapuara.

1.27. Yuyér um BblAa4Ya Neyared M WITAMIOB B OpPraHU3alMH
B03JIaraeTcs Ha:

a) CeKpeTapuaThl;

0) CTPYKTypHBIE MOJIpa3ACICHUS;

B) COTPYAHUKA CTPYKTYPHOIO MOJpa3IeICHHUS;

I') NOAPA3JICIICHUE ONPENEIISIET PYKOBOAUTED OPraHU3ALUH.

1.28. IIpoBepka HaJuuMs NeYyaTed M WITAMIIOB B OPraHU3aLUH
MPOU3BOANTCH:

a) OJIVH pa3 B I'OI;

0) 1Ba pasa B roj;

B) OJIMH pa3 B TPH T'OJa;

r') OJIUH pa3 B JBa roja.

1.29. [Jena, ;kypHaJIbl U KAPTOTEKH, 3AKOHYCHHbIE MPOU3BOIACTBOM,
CPOK KOTOPbIX B IOAPAa3le/JIeHUAX B COOTBETCTBUHM C NepeYHeM
HUCTEK, CAAKOTCSH B ApPXUB:

a) OJINH pa3 B I'O/I;

0) nBa pasa B rof;

B) TPH pa3a B IO

') OJIMH pa3 B TPU roja.

1.30. ApxuBHBI€ U 3aKOHYECHHbIE NMPOU3BOACTBOM HOMEHKJIATYPHbIE
JeJia, :KYPHAJIbI U KAPTOTEKH YHUYTOKAKTCH:

a) MOCJIE 3aKJIFOYEHUS IKCIIEPTHOM KOMUCCUU U MOTYyUYECHUS pa3periecHus
PYKOBOJIUTEIISI OPraHU3alNH, HA3HAYUBIIETO 3Ty KOMHUCCHIO;
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0) mocJe MoJay4eHus pa3perieHus: 3aMeCTUTENST PyKOBOIUTEIIS
OpraHu3alluy;

B) MOCJIC MOJIYYECHUS Pa3peIICHUs PyKOBOAUTENSI CTPYKTYPHOTO
MO/IPA3/IEICHUS;

I') MOcJie MOJIyYeHHUs pa3pellieHns] HauallbHUKa CeKpeTapuara.

1.31. K kpurepusiMm mNpPOMCXOKICHHUS, MPUMEHAECMbIM MpPH
NPOBEJEeHNH IKCNEPTU3bl IEHHOCTH JOKYMEHTOB B OpPraHM3aIluM,
OTHOCHUTCS:

a) (yHKIIMOHAJIBbHO-IIEJIEBOEC Ha3HAYCHUE OpraHa 0e30I1acHOCTH;

0) NOJJIMHHOCTh JOKYMEHTA;

B) 1yOJETHOCTh JOKYMEHTA;

r) PU3NYECKOE COCTOSIHUE JJOKYMEHTA.

1.32. BoiBepKa :KYpPHAJIOB YUY€Ta BbIJIAa4H /1€ U3 aPXHMBOXPAHUIUIIA
U KOHTPOJIbHBIX KAPTOYEK MPOBOAUTCS:

a) OJIMH Pa3 B HEJICIIIO;

0) ouH pa3 B MECHIIL;

B) OJIMH pa3 B KBapTaJl UJIM B MOJIYTOIUE;

') OJIUH pa3 B TOJI.

1.33. IIpaBoBoii cTaTyc apXuBa 3aKpenJisieTCs:

a) Uuctpykimei 00 apxuBse;

0) I[TonoxxenueM 00 apXxuBe UJIK YCTABOM apXUBa;

B) AIMUHUCTPATUBHBIM PETIIAMEHTOM;

I') HE 3aKpEeIIseTCH.

1.34. Jlenra, 3aKOH4YEHHbIC MPOU3BOACTBOM, CPOK XPaHEHUS
KOTOPBIX B NOAPA3IeJIeHUIX UCTEK, CIAITCH B ApXUB 10 rpaguky:
a) OJIMH pa3 B MECHII;

0) OZMH pa3 B KBapTal;

B) OJWH pa3 B MOJIYTOJIHE;

') OJIUH pa3 B TOJI.

1.35. Pa3HOBUAHOCTSAMHU aPXUBHOTI0 (DOH/IA ABJISIIOTCS:

a) apXWBHBIN (POHT OpraHU3aLNH, COCTOSIIUN U3 TOKYMEHTOB,
00pa3oBaBIIMXCS B MPOLIECCE €ro AEATEIbHOCTH;

0) apXuBHBIN (HOHJI IMYHOTO MPOUCXOXKIACHUS, COCTOSAIINN U3
JOKYMEHTOB, 00pa30BaBIIMXCS B MPOLECCE )KU3HU U JIEATSIbHOCTH
OTJEIBHOTO JINCTA;

B) 00bEIMHEHHBINA apXUBHBIN (DOH/I, COCTOSIIUN U3 JOKYMEHTOB,
0o0pa3oBaBIIMXCS B IIpoliecce ASSTEILHOCTH JIByX WK 00Jiee OPraHoB
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0€30IMacHOCTH, UMEBIIUX MEXK]1y CO00I UCTOPUYECKHU U (KJIN)
JIOTUYECKU 00YCIIOBIIEHHBIE CBSI3U — OJTHOPOJHOCTD U MTPEEMCTBEHHOCTh
NEeATEeIbHOCTHU, TOAYMHEHHOCTh, MECTOHAXOXKICHUE U JIP.;

I') BCE MEPEYUCIICHHOE.

1.36. IIpuém 10KYyMEHTOB B apXUB OCYIECTBJIACTCH:

a) IO CJaTOYHBIM OITHUCSIM;

0) MO apXUBHBIM OMUCSIM;

B) IO CONTPOBOJIUTENBHBIM MTHUCbMaM;

I) MO JIIOOOMY U3 MEPEYUCTCHHBIX JOKYMEHTOB.

1.37. ApxuBHBIC JOKYMEHTHI BBIIAKOTCH s IKCIOHHUPOBAHUS
JTOKYMEHTOB H M0 3ampocaM CyIeOHbIX U NPABOOXPAHHUTEIbLHBIX
OPraHoOB HA CPOK:

a) 1 mecsa;

0) 3 Mmecsa;

B) 6 MECHIICB;

r) 12 Mecsites.

1.38. OcHOBHBIMH (pOPMAMHU HCIOJIH30BAHUS JOKYMEHTOB B apXHBe
SIBJISIFOTCSH

a) nH(pOpPMALIMOHHOE 00ECIIEUYeHHE TT0Ib30BaTeIe B COOTBETCTBUHU C UX
3anpocaMi (3asBIICHUSIMH), 4 TAK)KE B IJIJAHOBOM U HHUIIUATUBHOM
MOPSIIKE;

0) PKCIIOHUPOBAHUE JOKYMEHTOB Ha BBHICTABKAX, MyOIMKAIIHS
JOKYMEHTOB;

B) BblJlaya JOKYMEHTOB BO BPEMEHHOE T0JIb30BAHUE;

I') BCE EPEUUCIICHHOE.

1.39. Illupuna mnpoxoga MeKAYy PpSAaMH  CTeJLIaKed B
apXUBOXPAHWIHILE J0JZKHA COCTABJIATD:

a) 100 cm;

0) 120 cwMm;

B) 150 cwm;

r) 200 cm.

1.40. B 3ampoce mnO AapXUBHOMY [IOKYMEHTY 00s13aTeJIbHO
YKa3bIBAKOTCH:

a) pamMunus, UM, OT4eCTBO (MPU HAIMYHMH) 3aSIBUTENSA, PEKBU3UTHI
OnaHKa MUChbMa — JUIsl OpraHa U OpraHu3alliK, TOYTOBBIN ajgpec U (Uin)
aZpec DJICKTPOHHOMN MOYTHI 3asBUTENSA, CYTh 3alpoca, UHbBIEC CBEICHUS,
MO3BOJISIIOIINE OCYIIECTBUTh TMOUCK JOKYMEHTOB, HEOOXOIUMBIX [IJIst
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WCIIOJIHEHMS 3arpoca, JIMYHAsT MOANUCH (JJ1s1 TUCbMEHHBIX 3alpOCOB) U
nara;

0) damunus, uMs, OTYECTBO (MPU HAIUYMUM) 3asIBUTENSI, PEKBU3UTHI
OnaHKa MUChMa — JIJIs OpraHa U OpraHu3alliy, TOYTOBBIN ajpec U (UJIn)
aZpec AIEKTPOHHOU MOYTHI 3asBUTEINS, CYTh 3alpoca, JUYHas MOAMKCH
(1711 MUChMEHHBIX 3alPOCOB) U J1aTa;

B) amwmiusi, UMs, OTYECTBO (MPU HAIMYMHU) 3aABUTENS, PEKBUZUTHI
OnaHka muchbMa — JJii OpraHa M OpraHu3alH, CyTh 3ampoca, HHbIC
CBEJICHUS,  MO3BOJISIONIME  OCYHIECTBUTh  IOUCK  JIOKYMEHTOB,
HEOOXOIMMBIX JJISi UCIOJHEHMs 3amnpoca, JW4YHAsS TOANKUCH (IS
MMCbMEHHBIX 3alPOCOB) U J1aTa;

r) (amunus, uMms, OTYECTBO (MPU HAIUYMUM) 3aABUTENSL, PEKBUZUTHI
OnaHka MUChMa — JIJIs OpraHa U OpraHu3alliy, TOUYTOBBIN ajpec U (UJIn)
aZpec ANEKTPOHHOM MOUTHI 3asBUTEIISI, CYyTh 3alpoca, UHbIE CBEIICHMUS,
MO3BOJISIIOIIAE OCYIIECTBUTh TMOUCK JOKYMEHTOB, HEOOXOIUMBIX JIJIsI
WCITOJIHEHUS 3a1poca.

1.41. Cpok paccMOTpeHHs 3aIPOCA 10 APXMBHOMY JTOKYMEHTY:

a) He JOJKEH npeBbimarh 30 THEH ¢ AaThl €r0 perucTpaluu;

0) He momkeH mpeBbImarh 30 gHEH ¢ 1aThl €ro PEerucTpaIyu, HO B
UCKJTIOYUTEILHOM CITy4ae MOXKET OBITh TPOJIJIEH HE Oosiee yeM Ha 30
JHEH;

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

') HE IOJIKEH TpeBbIIaTh 60 JHEN ¢ 1aThl €r0 PerucTpaiuu.

1.42. Ilpu mnoCTyIUIEHHMH 3ampoCOB, KOTOpbIe He MOIYT OBITh
HCIOJIHEHbI 0€3 MpPeIoCTABJIEHUs TONMOJHUTEIbHBIX CBEIeHUN WU
YTOUHEHHUI, apXUBHbIC MOAPA3ACJICHUS 3aANPANIMBAIOT y 3asiBUTEJIA
He00X0UMYI0 HH(pOPMALHIO:

a) B TeueHue 10 nHel;

0) B TeueHue 7 THEH;

B) B TEUCHUE 5 THEH;

I') B TCUCHUE 3 THEH.

1.43. Cpoxk 1noaroToBKM ¥  HANpaBJIeHWsl OTBeTa  Ha
MEKBEJIOMCTBEHHBbII 3ampoc O MNPeICTABJIEHUM [OKYMEHTOB U
uHGopManuM JJIs1  TPEIOCTABJIEHUS] TOCYIAPCTBEHHOM  WJIH
MYHMIHUNAJIBHOM YCJIYIHM C HMCIOJb30BAHHEM MEKBEIOMCTBEHHOIO
HH(POPMANMOHHOTO B3aMMO/€iiCTBUS He MOKET NMPEeBbIIIATh:
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a) 3 pabouux JIHEH co AHS MOCTYIJICHUS] MEKBEJIOMCTBEHHOTO 3a1poca
B apXMBHOE NOJIpa3/ieICHUE OpPraHU3aluY;

0) 5 pabouux JHEN Co AHS MOCTYIJICHUS MEXBEIOMCTBEHHOTO 3apoca
B apXMBHOE MOJIpa3/ieiCHuE OpraHu3aluy;

B) 5 pabouux AHEH CO JIHS MOCTYIICHUS] MEXBEIOMCTBEHHOTO 3apoca
B apXMBHOE MOJIpa3/icICHUE OpraHU3alluu, €CJIM UHBIE CPOKHU
MOJTOTOBKY Y HAIIPaBJICHUS OTBETA HAa MEXBEIOMCTBEHHBIN 3aMIpOC HE
YCTaHOBJIEHBI 3aKOHOAATEIBCTBOM Poccuiickont Denepanuu;

r) 7 pabounx JTHEU cO IHS MOCTYIJICHUS] MEKBEIOMCTBEHHOTO 3a1poca
B apXMBHOE MOJIpa3/ICICHUE OpPraHU3aIluu, €CJIM UHBIE CPOKHU
MOATOTOBKY W HAIIPABIICHHS OTBETA HAa MEXBEIOMCTBEHHBIN 3aITPOC HE
YCTaHOBJIEHBI 3aKOHOAATENLCTBOM Poccuiickoit Denepanumu.

1.44. I'pud cexkpeTHOCTHM YCTAHABJUBACTCA /JA HOCHTEJIECH,
COlepKAIIUX CBEJeHUS], COCTABJISIIONIHE TOCYIAPCTBEHHYIO TAliHY:
a) 0c000l BaXKHOCTH, COBEPIIICHHO CEKPETHO, CEKPETHO;

0) 0co00i1 BAXXHOCTH;

B) 0C000M Ba)KHOCTH, COBEPILIEHHO CEKPETHO;

r) 0co00i BaXXHOCTH, COBEPIIIEHHO CEKPETHO, CEKPETHO, IS
CJIy’KEOHOTO MOJIb30BaHUSI.

1.45. Ha pa3MHOKeHH e CeKPEeTHbIE JOKYMEHThI MepPeaarTCs
TOJIBKO:

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

0) 3aperucTpUpPOBAHHBIMU B KypHaJie yUETa Pa3MHOXKCHUS;

B) MOCJIE Pa3pEIICHUs PyKOBOJICTBA;

r) nociyie ohopMIICHHS 3aKa3a.

1.46. Ha kamxablii CeKpPeTHBIM  JOKYMEHT, IOAJIeKAIINI
PAa3MHOKEHUI0, 0POPMJISIETCH:

a) 3aKa3 WM pa3pelICHHUE;

0) 3akas3;

B) 3a5BKa;

I') pa3pelicHue.

1.47. PykoBoauTeJ ¥ OpPraHuM3alMu W HUX CEKpeTapuarbl
OCYIIECTBJISIIOT TPOBEPKH CEKPETHOr0 J1eJONPOU3BOACTBA B
CTPYKTYPHBIX NOApPa3eJeHUSIX OPraHu3aluv W B MOAYNHEHHBIX
NMoApAa3eJeHUAX:

a) HE PEXkE OJTHOTO pasa B IOl
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0) He peXe OJHOTO pas3a B JBa roja;

B) HE PEXKE OJTHOTO pa3a B TPH roaa;

') HE pEXEe OJHOTO pasa B YEThIPE roja.

1.48. HemocpeacTBeHHble HAYAJIbHUK O00fI3aHbI NEPHOAMYECKH
NPOBEPATH MOPSJA0OK XPAHEHHUS] CEKPETHBIX JOKYMEHTAJIbHBIX
MAaTepHuaJioB Y NOAYMHEHHBIX COTPYIHUKOB:

a) HE peke OJTHOTO pas3a B MECHII;

0) He pexxe OAHOTrOo pasa B TOj;

B) HE PEXKe OJIHOTO pa3a B KBapTa;

') HE pEXe OJHOTO pa3a B MOJITo/a.

1.49. O d¢axkrax yTparbl CeKpPeTHbIX HOCUTeJdell HHpopMaUuH
TOKJIAILIBAETCH PYKOBOICTBY MOApPAa3IeIeHUs:

a) He3aMeIJIUTEIIbHO;

0) He mo3aHee 24 9acoB ¢ MOMEHTa OOHAPYKEHUS yTPaThI;

B) HE MO3/HEE TPEX AHEHU C MOMEHTA OOHAPYKEHUS yTPaTh;

') HE TI03/THEE JIBYX JHEH C MOMEHTA OOHAPY>KEHUS yTPaThl.

1.50. be3Bo3BparHOe H3bATHE CEKPETHOI0 JAOKYMEHTa H3 jJeJa
JAOMYCKAETCHA TOJIbKO:

a) C pa3pellieHus HauallbHUKA CTPYKTYPHOTO MOJIpa3/iesieHus], B KOTOPOM
HaxoauTcs (BEAETCS) ATO A0, C 00s13aTeIbHBIM OCTAaBICHUEM B HEM
KOTIMHU U3BATOTO JOKYMEHTA UJIM CIIPaBKU-3aMECTUTENS HA U3bITHIN
JOKYMEHT;

0) ¢ pa3pelnieHrs HauaJlbHUKA CTPYKTYPHOTO MOJIPa3/ICJICHHUS;

B) C OCTaBJICHHUEM CIPABKU-3aMECTUTEIISI HA U3BSATHIN JOKYMEHT;

') C OCTABJICHUEM KOMUHU U3BATOTO JOKYMEHTA.

1.51. ITo pa3MHOKEHHNIO CEKPETHBIX TOKYMEHTOB U31AETCS:

a) IpHUKas3;

0) yka3aHue;

B) aMATKa;

I') pacropsKEHUE.

1.52. Ilpu cmeHe pykoBoauTEAs1 (HAYAJIBHUKA) CTPYKTYPHOIO
nojapasaeeHusi NpoBepseTCs:

a) HAUJIMYHE BCEX CEKPETHBIX IOKYMEHTAJIbHBIX MaTEPHUAJIOB,
YUCIISIIIUXCA HAa YUETE B CTPYKTYPHOM MOJIPa3ICTICHUN;

0) HaJIMYKME CEKPETHBIX IOKYMEHTAJIbHBIX MATEPUAIOB, YUCIISIIUXCS B
CeKpeTapuare;



42

B) HAJIMYME CEKPETHBIX JOKYMEHTAIBHBIX MAaTEPHUAJIOB, YUCIISAIIUXCS 32
PYKOBOJUTEINIEM (HAYaJIbHUKOM) CTPYKTYPHOTO TIOJIpa3ICIICHUS;

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

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

a) 10 nHel co IHS UX UCTIOJTHEHUS;

0) 15 nHeit co qHS UX UCIIONHEHUS,

B) 45 qHEU Co AHS UX UCITOJTHCHUS;

r) 30 1HEH co JHS UX UCTIOJIHEHUS.

2 Bonpocsl B 3akpbITOi hopMe

2.1 Kako#i oduuuanbHBIi JOKYMEHT U3Aa€TCS MO Pa3MHOXKEHUIO
CEKPETHBIX IOKYMEHTOB

2.2 B niepBy10 ouepeap BCKPBIBAIOTCA MAKETHI C TOMETKAMHU

2.3 Tlopyuenus: 0e3 ykazaHusi KOHKPETHOM JaThl UCTIOJHEHUS MOJJIEHKAT
WCIIOJITHEHUIO B CPOK _ JTHEM

2.4 Kaxnaeii TOM 1ena AOJDKEH coiep)kaTh He Oojee
JIMCTOB.

2.5 O ddakrax yTpaThl CEKPETHbIX HOcHUTeled uHboOpMalUU
JOKJIaJIBIBAETCSI PYKOBOJICTBY MOAPA3IAECIEHUS
2.6 Ilpu mocTyIiIeHuH 3arpocoB, KOTOPhIE HE MOTYT OBITh MCIIOJHCHBI
0e3 MpeAoCTaBlCHUS JOMOIHUTEIbHBIX CBEACHUW WM YTOUYHEHUH,
apXUBHBIC TMOAPA3ACICHUS 3aMPAIIMBAIOT Y 3asSBUTENISI HEOOXOIUMYIO
MH(pOpMAIIUIO B TEUCHUE JTHEN

2.7 ApxuBHBIE JOKYMEHTBHI BBIIAKOTCA JUII  DKCIOHHUPOBAHUSA
JOKYMEHTOB M IO 3ampocaM CyIAeOHBIX M TPaBOOXPAHUTEIIbHBIX
OPTraHOB Ha CPOK MECHIIEB

2.8 OTBETCTBEHHOCTh 32 COXPAHHOCTb M NPABWJIBHOE HCMOJb30BAHHE
repOOBBIX MeYaTell BO3JIaraeTcsa HEMOCPEICTBEHHO HA

2.9 B Hepabouee BpeMsi KOPPECIOHACHIINS MPUHUMAETCS COTPYIHUKOM

MO/Ipa3ACICHUs
2.10 Tlopyuenuss 0e3 yKa3aHHS KOHKPETHOM J1aThl MCIIOJHEHUS
ITOJIJIEKAT UCTIOJIHEHUIO B CPOK 10 THEW

2.11 Tlopyuenus ©0e3 ykazaHus KOHKPETHOM JaThl MCIIOJTHEHUSI,

coJiepKalllie B TEeKCTe ykKazaHue «CpouHO», MOJJIEKAT UCHOJHEHUIO B
CPOK

2.12 3a UCNONTHEHHEM IMOPYYEHUMN, HE IOCTABICHHBIX HAa KOHTPOJIb,
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OCYIIECTBISCTCS OOIIMK KOHTPOJIb MYTEM IEPHOJUYECKOM IMPOBEPKH,
HE pEXKe
2.13 Ilepuoau4HOCTh MNPEACTABICHUS CHOPABOK O XOJI€ HCIOJTHCHUS
MIOPYYCHUN OIPEACISACTCS PYKOBOJMTEIEM OpPraHU3aIMh, HO HE PEKE

2.14 HomeHknaTypa OpraHM3allMi COCTaBISIETCA (YKaKUTE, Ha KaKOU
CPOK)

2.15 CekpeTHble JOKYMEHTHI MOAIIMBAIOTCA B JIEJO HE MO3/IHEE

CO JIHA MX UCITOJHCHUS

2.16 Ceitdhbpl M KJIIOUM OT HHUX, a TaKXKe KIOYU OT PEKUMHBIX
MTOMEIIECHHUI OepyTCs Ha IEHTPATN30BaHHBIN YUET B
2.17 Kaxaplii TOM jena JOJDKEH coepkaTh He OoJiee JINCTOB
2.18 B mpenenax apxuBHOro ¢oHAa Y4ETHO-KIACCU(PUKATMOHHOU
€OIUHULIEN SIBIIIETCS

2.19 Kakoii mnpaBOBOM AaKT PEryJHpPYyeT TMOPAIOK PACCMOTPEHUS
oOpareHnuit rpaxkaan B Poccutickoit denepanuu
2.20 OTBETCTBEHHOCTh 3a COXPAHHOCTh U MPABWIIBHOE HMCHOJIb30BAHHE
repOOBBIX MeyaTell BO3IaracTcs HEMOCPEACTBEHHO Ha
2.21 Kaxnaplii BUA JOKYMEHTA JOJDKEH MMETh YCTAHOBJICHHBIC
PEKBU3UTBl W  ONPENCIIEHHBI TMOPSAJOK WX PACIOJIOXKEHHUS B
COOTBETCTBUHU C

2.22  OTBETCTBEHHBI COTPYOAHHUK 3a PA3MHOXKEHHE JOKYMEHTOB
ONpeneIIsIETCS

2.23 1o pa3MHOKEHUIO CEKPETHBIX JOKYMEHTOB U30aETCa

2.24 Crnucok pacChbUIKH COCTAaBIISIETCS NPU HAMpaBICHUM JOKYMEHTa
Oonee yeM  ajapecaTam.

2.25 Kem e6ckpvisaromcsi nakeTbl C OTPAHUYUTEIBHOW TMOMETKOU
«JImanO»

3 Bonpochl Ha YCTAHOBJICHUM MOCJIEA0BATEIbHOCTH

3.1 YcTraHOBUTE NPABUJILHYIO MOCJIE0BATEIbHOCTD MOJIY4YeHUSA
BXO/sIIIEl JOKYMEHTAIIUU B YUPEKICHUN

a) HEMOCPEICTBEHHBIN UCTIOHUTENb JOKYMEHTA

0) MHBIC TUIIA

B) PYKOBOJUTEIb MMOAPA3ICICHUS

') ceKpeTrapuar

3.2 YcTaHOBUTE NPABUJIBLHYIO MOCJIEI0BATEIbHOCTD
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peryJIMpoBaHuMs apXUBHOTO Aejia O3 no nepapxuveckoun
3HAYMMOCTH:
a) @enepaibHBIM 3aKOHOM OT 22 oKTsA0ps 2004 1. Ne 125-d3 «O06
apxuBHOM zesie B Poccuiickont @enepauumy;
0) ®eaepanbHbIM 3ak0HOM OT 20 deBpains 1995 r. Ne 15-03 «O6
uHpopmaIuu, HHPOPMATU3AIUU U 3alIUTE UHPOPMAIUN;
B) @enepanbHbiM 3akoHOM OT 27 utoinst 2010 . Ne 210-D3 «O6
OpraHu3alu MPEAOCTABICHUS TOCYAAPCTBEHHBIX U MYHUIIUIIATbHBIX
yCIyT»;
r) 3akoHoM Poccutickoit ®enepainuu ot 21 uronst 1993 1. Ne 5485-1 «O
TrOCYJIapCTBEHHOMN TANHEY.
3.3 YeraHOBUTE NPABUJIBHYIO MOCJIEI0BATEIbHOCTD MMOJIYYCHUSA
BXOASIIEH JOKYMEHTALIMH B yUpPeKICHUN
a) HEMOCPECTBEHHBIN NCIOIHUTENb JOKYMEHTA
0) UHBIE JUIIA
B) PYKOBOAUTEIb MOAPA3/ICICHUS
') ceKpeTapuar
3.4 YeTraHOBUTE NPABUJIBLHYIO MOCJIEI0BATEIbHOCTD YUYETHO-
KJIACCH(PUKANMOHHBIX ¢IUHUI B APXUBHOM (POH/IE ABJISACTCH:
a) €AUHUIA XPAHCHUS;
0) ONuCH;
B) JI€JI0;
') JOKYMEHT.
3.5 YeraHoBUTE NPABUWIBHYIO MOCJIAEA0BATEIbHOCTh: IPOHYMEpYyHTe
3JIEeMEHTbl  AIMMHUCTPATUBHOIO  MNPHUHYXKIeHHUsT B  cdepe
TOKYMEHT0000pOoTa 0 04ePeJHOCTH BOSHUKHOBEHMS:
a) aAIMUHUCTpaTUBHAsI OTBETCTBEHHOCTD;
0) aIMUHHUCTPATUBHOE TIPECECUCHUE;
B) aAIMHUHUCTPATUBHOE MPEAYIIPEKACHUE

4 Bonpochl HA YCTAHOBJICHHE COOTBETCTBUS

4.1 YcraHoBHuTE COOTBETCTBHE:

1. ITo pa3aMHOXXEHUIO CEKPETHBIX A) mamsTka
JIOKYMEHTOB U3AETCSA

2. Ha kaxJiplif CeKpeTHBIM JOKYMEHT, | b) 3aKka3 uiu paspelieHue
HOJJIEKAIITU U Pa3MHOXKEHUIO,
obopMIIIeTCS

3. Ha corpyanuka, orBeTcTBeHHOro | B) mpukas
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3a

CEKPETHBIXJIOKYMEHTOB M3JIAETCS

pa3sMHOXKEHHUE

4.2 YCTAHOBUTE COOTBETCTBHE:

1. XKamno0Oa

A) Od¢unuanbHoe BbICKa3bIBaHHWE, COOOIICHUE B
YCTHOM WM MUCBMEHHOU (opMEe C HU3JIOKEHHUEM
TOYKH 3PEHUS 110 KaKOMY-JIHO0 BOIIPOCY.

2. 3asgBiecHUE

b) [TuceMeHnHoe TpeboBaHUE (IOKYMEHT),
oOpailleHHOE K YIOJIHOMOYEHHOMY
rOCyJapCTBEHHOMY  OpraHy o0  yCTpaHEHHUHU
HapyIICHU MPAB U 3aKOHHBIX HHTEPECOB

3. IlpereH3us

B) Hampapiennble B TOCYAapCTBEHHBIM Opra,
Oopras MECTHOTO CaMOYIIPABJICHUS 17810
JTOJKHOCTHOMY JIMIY B MUCBMEHHOW (popMe Wi B
(opMe BIIEKTPOHHOTO JOKYMEHTa MPEJIOKEHUE,

3asBJICHUE WU x)ajnoba, a TaKKe
YCTHOE 0oOpallleHHe IpakJaHuHA B
TOCYTapCTBEHHBIM  OpraH, OpraH  MECTHOIO
CaMOYIIpaBIICHUS

4. O6pamenue |I") ITucemeHHOE U3JI0KEHUE TpeOOBaHUM

noTpedoutenss K OpojaBlly  (M3TOTOBUTEIIO,
WCIIOJHUTENII0) B  CBI3M C  OOHapy)XeHUEM
HEJIOCTaTKOB B ToBape (paboTe, ycayre) uiu
HEHAIJISKAIIUM UCIIOJTHEHUEM MPOJIaBIIOM
(M3TOTOBUTEIIEM, HCIIOJTHUTEIIEM ) CBOMX
00s13aTeNBLCTB 110 JOTOBODY..

4.3 YeTaHOBHUTE COOTBETCTBHE:

CPOK

1. Ilopydenus 6e3 yka3zaHUsI KOHKPETHOM
JaThl HICTIOJIHEHUS MOJJIEkKAT UCIIOTHEHHIO B MecsIl

A) He pexe IByX pa3 B

2. Tlopyyenuss 0e3 yka3zaHusi KOHKpeTHOU | b)3a 3 mHs no ero
JaTbl HWCIOJHEHUS, COJEpX allue B TEKCTE UCTEUYCHUS
ykazanue «CpouHOy, MOJICKAT UCTIOJIHEHUIO

3. Ecnu ucnonaHeHHs MOpyYEHHUS B CPOK IO
00OBEKTUBHBIM
MOApa3AcICHUS-UCTIOTHUTEIb 00s13aHO
00paTUTBhCA K PYKOBOAUTEIIO OpraHHU3aIlHH,
JaBIIETO IOPYYCHHEe, 3a pa3pelicHHEeM Ha

B) B 3-HEeBHBI CPOK
npUYrHAM HEBO3MOKHO,
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MNPpOAJICHUC YCTAHOBJICHHOI'O CPOKaA

4. 3a HUCIIOJTHEHHUEM

o001
IIPOBEPKH

KOHTPOJIb  IIYTEM

MIOPYYCHU,
MOCTABJICHHBIX HA KOHTPOJIb, OCYIIECTBISECTCA
MEPUOINYECKON

He | I') no 30 nuei

4.4 YCTAHOBUTE COOTBETCTBHE:

1. Cpok paccmoTpeHus 3anpoca
110 apXUBHOMY JJOKYMEHTY

A) B TeueHue 7 nHeH

2. Ilpum moctymieHun 3ampocos,
KOTOpbIE HE MOTYT OBITH
UCIIOJHEHbl 0€3 MpeaoCTaBICHUS
JOTIOTHUTEIBHBIX ~ CBEICHUM WU

YTOYHEHUH, apXUBHBIC
MOAPA3JICIICHUS  3alpAlIUBAOT Y
3asBUTEISA HEOOXOIUMYTO
uH(opMaIuio

b) 5 pabouux gHel co qHS
TOCTYILICHHUS
MEKBEJIOMCTBEHHOTO 3alpoca B
apXHUBHOE MOPA3CICHHUC
OpraHM3aIlfH, €CJIU UHBIC CPOKHU
MIOATOTOBKH M HAIIpaBJICHHS
OTBETA HAa MEXBEIOMCTBEHHBII
3aMpoc HE YCTaHOBIICHBI
3aKOHOJIaTeJILCTBOM PO

3. Ilpu nmocTtymieHun 3ampocoB,
KOTOpbIE HE MOTYT OBITH
UCIIOJTHEHbl 0€3 MpeaoCTaBICHUS
JOTIOTHUTEIBHBIX CBEICHUM WU

YTOYHEHUH, apXUBHBIC
MOAPA3JICIICHUS  3alpAlIUBAOT Y
3asBUTEISA HEOOXOIUMYTO
uH(opMaIuio

B) ne nomken npesbimars 30
JTHEH ¢ JIaThl €r0 PerucTpaIum,
HO B UCKJIFOUYUTEIILHOM Clly4ae
MOXXET OBITh MPOIEH HE OoJiee
yeM Ha 30 gHen

4.5 YcTaHOBHTE COOTBETCTBHE:

1. ITpu cMeHe HavallbHUKA
CeKpeTapuara npoBepseTcs

A) Hanuuue cekpeTHbIX
JOKYMEHTaJIbHBIX MaT€pUaJIOB,
YUCIISIIUXCS B ApXUBE

2. Ilpu cMeHe PyKOBOAUTEIS
(Ha4aIbHHMKA) CTPYKTYPHOTO
NoJIpa3JIeJICHUs IPOBEPSAETCS

b) Hanuuue cekpeTHbIX
JOKYMEHTaJIbHBIX MaT€pUaJIOB,
YUCJISIIUXCS BO BCEM OpraHe

3.1Ipu cMmeHe pyKOBOIUTEINS
apxuvBa

B) Hanuuue cexpeTHbIX
JOKYMEHTaJIbHBIX MaT€pUaJIOB,
YUCJISIIIUXCS B CEKpeTapuare

4.I1pu
opraHa

CMCHEC Ha4dYaJIbHHKaA

I') Hanuuue Bcex CeKpeTHBIX
JOKYMEHTaJIbHbBIX MAaTEpPUAJIOB,
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YUCIAIIUXCS HA YUETE B CTPYKTYPHOM
MOAPa3ICIICHUN

7. KOMIIETEHTHOCTHO-OPMEHTHUPOBAHHBIC 32/1a4M:

Komnemenmnocmmuo-opuenmupoeannasn zaoaua Ne 1
OdopmuTte panopt 006 0OHAPYKEHUHU MPU3HAKOB MPECTYIICHUS B
coorBeTrcTBUU CcO CT. 143 VYIIK P® u Ilpukazom Munrocra PO or
11.07.2006 Ne 250 «OO0 ytBepxkaeHun WHCTpYKIHH O TIpUEME,
perucTpallii U TPOBEPKE B YUPEKICHUSX U OpraHax YroJIOBHO-
UCIIOJHUTEJILHON  CUCTEMBbl COOONIEHHWH O TMPECTYIUICHUSIX U
MPOUCIIECTBUIX.
Komnemenmuocmno-opuenmuposeannan 3aoaua Ne 2
OdopmuTe NUCbMEHHO MPOTOKOJ coOpaHus (3aceqanus) oTena,
CITY>KOBI.
Komnemenmnuocmmno-opuenmuposeannasn 3aoaua Ne 3
OdopMute NUCBMEHHO IJIaH paboThl oTaena (ciayxObl) Ha
KBapTal.
Komnemenmuocmno-opuenmupoeannasn 3aoaua Ne 4
OdopMutre NHUCHMEHHO CIyKeOHO€ TMHCHhMO (3ampoc B
BBIIECTOSIIYO ~ opraHu3zanuto, Hanpumep B [ YOCHH, o
MPE0CTABICHUN MarepuadbHBIX WJIM  JIIOACKUX  PECYpCOB,
CrelMaIbHbIX CPEACTB, HH(OOPMALIMU U T.II. )
Komnemenmnocmmno-opuenmuposeannasn 3aoaua Ne 5
Odopmute NUCHBMEHHO  JOJDKHOCTHYIO  HMHCTPYKIHMIO B
coorBercTBUn ¢ Ilpukazom ®CHUH P®D ot 05.06.2008 Ne 379 «O6
yTBepxkaeHun [lopsigka TOATOTOBKM JOJDKHOCTHOM HMHCTPYKIUH
pabOTHHUKA YTOJIOBHO-UCIIOJHUTEIBHON CUCTEMBIY.
Komnemenmunocmuo-opuenmuposannas zaoaua Ne 6
CocTaBUTh aKkT MOpUEMa-Tepeauynd CIyKEOHBIX eI,
JIOKYMEHTOB.
Komnemenmnocmmuo-opuenmupoeaunnasn 3aoaua Ne 7
CocTaBUTh 3aKIIOUEHUE MO MaTepuaiaM CIyxKeOHOU
MPOBEPKU (HAIPUMEP, MO HAPYIICHUIO CIYKEOHOW AUCIUIUIUHBI WU
Ype3BbIYaiHOMY MPOUCIIECTBUIO IPU HECEHUU CITYKOBI).
Komnemenmuocmno-opuenmupoeannasn 3aoaua Ne 8
Odopmuth ciyxkebHoe nmucbMo (OTBeT Ha 3anpoc YBJI o
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MPEIOCTABJICHUM CIIPABKY IO JIMYHOMY JeNy OCYyXJIeHHOTro BaHOBA).
Komnemenmnocmmuo-opuenmupoeannasn 3aoaua Ne 9
Odopmute cnpaBKy IO JUYHOMY JI€NIY OCYKJIEHHOIO
(B cmpaBKe [IOJKHA COJEPKaThbCsl COILMalIbHO-AeMorpaduueckas
XapaKTepUCTUKA OCYXKICHHOro, HWHPOpMaIUs O COBEPIICHHOM
NPECTYIJICHUM W HAKa3aHWM, JAUCHUIJIMHE B HCIPABUTEILHOM
YUPEKICHUN).
Komnemenmnocmmuo-opuenmupoeannasn 3aoaua Ne 10
OdopMute NMUCHbMEHHO PanopT O BO3HUKHOBEHUHU UPE3BbIYAMHON
CUTyalldd TPU HECEHUHU CIIyXObl (MOMBITKA TOOEra 3aKIIOUYEHHOTO,
HarnaJieHrue Ha MOCT, HETIOBUHOBEHUE OCYKJICHHOTO 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. J1emonmpou3BOJICTBO U PEKUM CEKPETHOCTH B IMOAPa3ICICHUIX
obecrieyeHrsi O€30MaCHOCTH B YTOJIOBHO-UCIOJIHUTEIBHOW CHUCTEME:
[ DneKTpOHHBIN pecypc] : METOAMYECKUE yKa3aHUs JJI MOATOTOBKU K
MPAKTUYCCKUM  3aHATHSAM JJISI CTYICHTOB HAIMPAaBJICHUS IOATOTOBKH
(cneumanbHocTH) 40.05.02  IlpaBooxpaHuTenbHaAs  JEATEILHOCTD,
HaIPaBJICHHOCTD (mpoduib, crienrannu3amnus) «ObecnieueHue
0e30ImacHOCTH B YTOJIOBHO-UCIIOJTHUTEILHOM CHCTEMEY /
Oro-3amn. roc. yu-T ; coct. H. C. Pakmia. — D1IeKTpOH. TEKCTOBBIE JIaH. —
Kypck : FO3IY, 2022. — 40 c.

2. J1enornpou3BOJICTBO U PEKUM CEKPETHOCTH B MOAPA3IACIICHUSIX
obecrieyeHrsi O€30MaCHOCTH B YTOJIOBHO-UCIOJIHUTEIBHOW CHUCTEME:
[DneKTpoHHBIH  pecypc] :  METOAMYECKHE  yKa3zaHusd s
CaMOCTOSATENBHONH pPaOOTHl CTYACHTOB HAIPaBJICHUS IOATOTOBKH
(cneumanbHOocTH)  40.05.02  IlpaBooxpaHuTenbHaAs  JEATEILHOCTD,
HaIlPaBJICHHOCTD (mpodup, crienrannu3amnus) «ObecnieueHue
0€30IacHOCTH B YTOJOBHO-UCIIOIHUTENIBHOM cucteme» / FOro-3ar. roc.
yH-T ; cocT. H.C. Pakmia. — DnekrpoH. TekcToBbie AaH. - Kypck : FO3IY,
2022. - 56 c.

JApyrue yueOHO-MeTOAMYECKHE MATEPHUAJIbI

OTtpacnieBble  HAay4YHO-TEXHMUYECKHE JKypHaJlbl B  OUOIMOTEKE
YHHUBEPCUTETA:
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Kypuan Mctopus rocynapcTsa u rpana.

Kypnan Opucr.
N3Bectus FOro-3amaaHoro rocygapCcTBEHHOIO YHUBEPCUTETA
Ilepeyennb pecypcoB HH(OPMAIMOHHO-

TeJIeKOMMYHUKALMOHHOI ceTn «UHTepHeT», HEOOXOAMMBIX IS
O0CBOEHMSI M CIUIIUHBI

1. www.elibrary.ru - DnekTpoHHas OubOIHOTEeKa

2. http://www.consultant.ru - Od¢uruanbHblii caliT KOMIIaHHUH
«Koncynprantl Lirocy

3. http://www.garant.ru - OH-n1aliH BepcHs CIIPaBOYHO-IIPABOBOI
cuctembl «l'apaHT» - HOpPMaTHMBHBIC aKThl, CyaeOHas TMpaKTHKa,
KOMMEHTapHH K 3aKOHOJIaTEIbCTBY, HAyUYHbIE CTaThU

4. http:// www.gov.ru - CepBep OpraHoB ToCyIapCTBEHHOM BJIACTH
Poccuiickoit @enepannun

5. https://biblioclub.ru/ - 39BC «VYHuBepcutrerckas OuOIMOTEKA
OHJIANHY

6. lib.swsu.ru/ - Dnexrponnas 6ubnuoreka FO3['Y

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

AHKeTa — cmoco0 mpeacTtaBieHHs  YHU(PUIIHMPOBAHHOTO
JOKYMEHTa WU TEKCTa, IMPU KOTOPOM TOCTOsIHHAs UHGpOpMAaIUs
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;

Jlata 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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