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1 OOEHOYHBIE CPEACTBA JJIAA TEKYIIETI'O KOHTPOJIA YCIIEBAEMOCTH
1.1 BOIIPOCHI /T KOHTPOJIBHOI O OIIPOCA

Tema 1. Ilpeamer, 3a1a4u U cucTeMAa IUCHUILTHHBI «/[eJI0MPOU3BOACTBO U peKUM
CEKPeTHOCTH»

1. OcHOBHBIE TOHATHUS JEIOMPOU3BOICTBA, €TO MPEAMET, 3aJa4H, CUCTEMA.

2. CTpyKTypa cofepkaHus yueOHOW AUCIUIUIHHBL: «J[eIOmpOn3BOACTBO U PEKUM CEKPETHOCTHY
U €€ B3aUMOCBSI3b C APYTUMH YU€OHBIMH JUCIUTUIMHAMH.

3. J1enonpou3BOACTBO B CHCTEME IMPABOOXPAHUTEIBHBIX OPTraHOB — CYIITHOCTh M 3HAYCHHE.

Tema 2. UcTopusi opranu3anum 1eJ0npousBoacresa B Poccun

1. OcymecTBinenue GpyHKIMH AETOMPOU3BOJICTBA B JONETPOBCKYIO IIIOXY.

2. Pedopmbl B opraHu3anuu AeI0IpOU3BOICTBA B IOCOBETCKOE BPEMSI.

3. OcHOBHBIE TEHACHLIUU U 0COOEHHOCTH opranuzaiuu aenonpouspojactsa B CCCP.

4. ®yHKIMYU U OpraHU3aLus AeJI0IPOn3BoCTBa B Poccun.

5 Ioapa3neneHus AeTOMPOU3BOICTBA B TPABOOXPAHUTEIBHBIX OPTaHax: 3ada4d U QYHKIHH.
6. MexyHapo/iHble CTaH1apThl B 00JIACTH OpraHU3aLUU JIeIOIPOU3BOACTBA U
JIOKYMEHTO000poTa.

7. YHuukanus Mex1yHapOAHbIX IPaBUIJI COCTABICHUS JOKYMEHTOB

Tema 3. IlonsitTHE W  BHABI  CIYXKeOHBIX JOKYMEHTOB, OOpasylOlIUXCi B
NPaBOOXPAHUTEIbHBIX OpraHax

1. ITonsTHs 1 0co6eHHOCTH O(hOPMIIEHUS: IPUKA3bl 10 OCHOBHOM JI€ATEILHOCTH U 110 JIUYHOMY
COCTaBYy, PaCHOPAKCHUSA; ITIOJIOKCHU, ITPpaBUJId, MHCTPYKIUH, HACTABJICHUA, IIPOTOKOJIBI; IJIAHBI,
OTYETHI, JOKJIA/Ibl, JOHECEHUS, aKThl, TOKJIQJHbIE 3aIIUCKU, 0030PbI, CIPABKH, 3aKIIFOUEHHS.

2. IlonsaTus 1 0cobeHHOCTH 0(hOPMIIEHUS: CITyKEeOHBIE TIChMA; CITyKEOHBIE 3aIHCKH;
TeJIerpaMMBbl, JIEKTPOHHBIE COOOIIEHUS, HallpaBJsieMble 110 BEIOMCTBEHHOM CBS3H,
TesneOHOrpaMMEI.

3. IloHsATUs 1 0cO6eHHOCTH O(OPMIIEHUS: PAllOPThI IUYHBIE U CITY)KEOHBIE.

Tema 4. IIpaBuina mnoaAroroBKH #  0GopMiIeHHS  OTACJBHBIX [JOKYMEHTOB B
MPaBOOXPAHUTENbHBIX OPraHax (JOKyMEHTHPOBaHME)

1. IpaBuna u nopsnok oQopmieHHs M yd€Ta: NPUKa3bl U PACHOPSDKEHUS; PErvIaMEHTHI,
MIOJIOKEHMSI, TIPABUIIA, UHCTPYKLIUH, MOPSAKH, HACTABJICHHUS U IPYrUe HOPMATHUBHBIC IIPABOBHIE
aKThl; MIPOTOKOJIBI; TUIAHBI, OTYETHI, JOKJIA/bl, JOHECEHHs, aKThl, JOKJIAJHbIE 3alUCKU, 0030pHl,
CIPaBKH, 3aKJIIOYEHMsSI, ParnopThl; CIY)KEOHbIE MHCHbMa; CIYXKEOHbIE 3alUCKU; TeJIerpamMbl,
ANIEKTPOHHBIE COOOIIEHHSI, HalpaBIisieMble 110 BEJOMCTBEHHOH CBA3H, TeNE(HOHOTPAMMBI.

2. IloHsTHS pa3NIUYHbBIX JOKYMEHTOB U OCOOEHHOCTH X OQOPMIICHUSI.

Tema S. Tlopsinoxk oOpameHusi [JOKYMEHTOB B NPaBOOXPAHUTEJBHBIX OpraHax
(10KYMeHT0000pOT)

1. Buasl JOKyMEHTOIIOTOKOB.

1.1. O6paboTka BXOAAIMINUX TOKYMEHTOB.

1.2. O6paboTka UCXOIAITUX TOKYMEHTOB.

1.3. O6paboTka BHyTPEHHUX IOKYMEHTOB.

1.4. O6paboTka opraHU3alMOHHO-PACTIOPATUTENBHBIX JOKYMEHTOB U JIOTOBOPOB (COTJIALICHHI).
2. Ilpuém u 06paboTKa TOKYMEHTOB, TOCTYMAIOUINX 110 BEJOMCTBEHHOW CEeTH CBs3H; 00paboTka
TejerpaMMm; MpueM U repenada TeneoHorpamm.

3. Ileyaranue u THpa)KUpOBaHHE JOKYMEHTOB.

4. CrenorpadupoBaHue.



Tema 6. KonTpoab wucnojgHeHusi AokyMeHToB. Ilopsinok paccmorpennsi oOpamieHuit
rpa:kaaH B NIPABOOXPAHUTEJbHBIX OPraHax

1. IToHsiTHsI ¥ Tanbl KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB.

1.1. lenTpann30BaHHBIN KOHTPOJIb.

1.2. IlpenBapuTesbHBIN KOHTPOJIb.

1.3. [IpenynpeauTenbHbIA KOHTPOJIb.

1.4. AHanuTUYECKUN KOHTPOIb.

1.5. CHsATHE TOKYMEHTOB C KOHTPOJIA.

1.6. Cpoky UCHIOJTHEHMSI KOHTPOJIBHBIX JJOKYMEHTOB.

2. Bupasl oOpaiieHuil TrpakgaH: MpPEAJOKEHUs, 3asBICHUS, KanoObl. MX cymHOCTHBIE
XapaKTEPUCTHUKHU.

2.1. Dranbl paccMOTpPEHUS UHIMBUIYATbHBIX M KOJUIEKTUBHBIX MPEAJIOKEHUM, 3asBICHUN U
Kano0 rpakaH B yUpexkKACHUAX IPAaBOOXPAHUTENIbHBIX OPTraHOB.

2.2. Komuccuu 1o paboTe ¢ MUCbMEHHBIMU U YCTHBIMH OOpAIICHUSIMU TPaXKAaH.

2.3. KoHTponb mopsiika paccCMOTpeHHUs] OOpalleHnii TpakJaH B CHCTEME MPAaBOOXPAHUTEIBHBIX
OpraHoB

Tema 7. Ilepenaya 1OKyMEHTOB B apXHMBbI. JKCIIEPTH3a H YHHUYTOKEHHUE J1eJ1

1. DKcrepTr3a MEHHOCTH W OTOOp TOKYMEHTOB ISl XpaHEHHS WM YHUUYTOXKEHHs. [lopsmok u
ocHoBaHuUs e€ nposeaeHus. OpopmieHne pe3yIbTaToB €€ IPOBEICHMS.

2. Onwuce nena. [lopsnok nepenadn JOKYMEHTOB B apxuB. [loAroToBka k nepenade TOKyMEHTOB B
apxuB.

3. YHuuroxxeHue aen. AKT 00 yHUUTOKEHUH.

Tema 8. OcymecTBiieHHe padoT ¢ JOKYMEHTAMH OTPAHUYEHHOI0 PACIIPOCTPAHEHUS
1. Tlonstue cnyxeOHON wuHPOPMALMM OTPAaHUYEHHOro pacmpocTpaneHnus. IIpucBoenue,
U3MEHEHHUE, CHATHE MMOMETKH «JlJ1s1 ciry»KeOHOTO TTOIb30BaHMS».
2. Ocobennoctu odopmieHus, yudéra, npuéma ciyxeOHON HHPOpMAIMK OrPaHUYCHHOTO
pacnpocTpaHeHHUsL.
3. Ilepenaya, mpoBepka HATUYUS U YHUUTOXKEHUE CITY>KeOHON MH(POpMAITIH OTPAaHUYEHHOTO
pacnpocTtpaHenus. JlefcTBUsI COTpyAHHUKA TPAaBOOXPAHUTEIbHBIX OPIaHOB B CIIy4ae yTpaThl
JOKYMEHTOB C MIOMETKOM «J1J1s1 city>keOHOTro MoJIb30BaHUs» JTMO0 pa3IIalleHus ciryKeOHON
nH(pOpMaIMU OTPAHUYEHHOTO PACIIPOCTPAHEHUSI.

Tema 9. IlonsiTMe, 3HAYeHHe W INPABOBOE pPeryJHMpPOBAHHE PeKUMA CEKPETHOCTH B
IOpHUCIIPYACHINH

1. TlonsThe, CYIIHOCTb M 3HAuU€HUE pEXKHUMa CEKpeTHOCTH. CBEIEHMs, COCTaBISIOLINE
TOCYAAPCTBEHHYIO TalHY.

2. OOs3aHHOCTH M OTrPaHUYEHUs JUJISl COTPYIHHUKOB, JOIMYILIEHHBIX K pabOTe C CEKPETHHIMHU
JIOKyMEHTaMH.

3. KoHTposb coOmoneHust pexxuma CEeKpeTHOCTH B MPaBOOXPAHUTENbHBIX OpraHax. MeTtoauka
OpraHM3alMil W TPOBEICHUS IPOBEPOK HAMWYMS, MOpsAAKAa y4€Ta U XPaHEHMsI CEKPETHBIX
JOKYMEHTOB.

4. IlpaBuia BBIMOJHEHUS CEKPETHHIX paObOT. OTBETCTBEHHOCTh PYKOBOJIUTENEH 3a o0ecrieueHune
HaJIJIEKAILEro peXuMa CEKpeTHOCTH TPOBOJUMBIX PAOOT.

IlIkana ouenusanun: 100 OananHas.

Kpumepuu oyenusanusn:

85-100 6anoB (MaH OIEHKA «OTJMYHO») BBICTABISIETCS OOydJaromieMycs, eCiii TeMa
pedepaTta packpbITa IOJTHO U TIYOOKO, TIPH STOM YOCIHMTEIFHO Y apryMEHTHPOBAHO HM3JI0KEHA
COOCTBEHHAs TIO3UIMS aBTOpa 10 pacCMaTPHUBAEMOMY BOIMPOCY; CTPYKTypa pedepara JOrHyHa;
U3y4eHO OOJBIIOE KOJMYECTBO aKTYaJIbHBIX MCTOYHUKOB, T'PAMOTHO CJIENIaHBI CCBUTKM Ha



UCTOYHUKH, CaMOCTOSTEILHO TOAO0OpaH SPKUH  WUIFOCTPATUBHBIA — MaTepHual; CHelaH
000CHOBaHHBIN yOEIUTEIBHBIN BBIBOI; OTCYTCTBYIOT 3aMeUaHus 1o oopMieHHUI0 pedepara.

70-80 6annoB (WM OLEHKA «XOPOIIO)») BBICTABISETCA OOYYalOIIEMYCs, €CIM TeMa
pedepara packpbiTa TOJHO M TJIYOOKO, CHETaHa IONBITKA CaMOCTOSTEIBHOTO OCMBICICHHS
TEMBI; CTPYKTYypa pedepara JOruyHa; H3y4eHO JOCTATOYHOE KOJMYECTBO UCTOYHUKOB, UMEIOTCA
CCBUIKM Ha UCTOYHHKH; IIPUBEICHBI YMECTHBIC IPUMEPHI; ClIeIaH 000CHOBAHHBIN BBIBOJI;, HMEIOT
MECTO HEe3HAYHUTEIbHbBIE HE0UETHI B COJIepKaHuu U (Wn) odopmiieHUH pedepara.

50 0an10B (MM OIICHKA «Y/AOBJIETBOPHUTEIbHO0») BHICTABIISICTCS 00YJarOMIEeMyCsl, €CITH
Tema pedepara pacKpbiTa HETIOJHO U (MJIM) B U3JI0KEHUN TEMBI HIMEIOTCSI HE0UETh M OLINOKH;
CTpyKTypa pedepara JIOTUYHA; KOJUYECTBO MU3YUYCHHBIX UCTOYHHKOB MEHEE PEKOMEHIYEMOTO,
C/IeNaHbl CCBUIKM Ha WCTOYHUKHU; TMPHBEIEHBI OOIIMEe MpPUMEPHI;, BBIBOJA CHEJNaH, HO HMEET
NPU3HAKH HEMOJHOTHI M HETOYHOCTH; WMEIOTCS 3aMEuaHus K COJCpXKaHWo U (WIH)
odopmiteHHIO pedepara.

1-40 6an0B (WM OIICHKA «HEYAOBJIETBOPHTEIbHO») BBICTABIISICTCS OOYYarOIIEMYCs,
ecliu coep)kaHue pedepaTa MMEET sSBHbIE NMPU3HAKM Iularuata u (Wwim) Ttema pedepara He
packpeiTa © (WJIM) B M3JIOKEHUH TEMbl HMMEIOTCS TpyOble OIMMOKH, MaTepual He
CTPYKTYPUPOBAH, H3JIaraeTcsi HEMOCIEOBATEeIbHO M COMBYMBO; KOJWYECTBO H3yYCHHBIX
UCTOYHHUKOB 3HAYMTEIBHO MEHEE PEKOMEHIYEMOro, HENpPaBUIIBHO CJICJaHbl CCBHUIKH Ha
WUCTOYHUKMA WM OHHU OTCYTCTBYIOT, HE TIPUBEICHBI NPUMEPHl WU IPHUBEIACHBI HEBEPHBIC
PUMEPBI; OTCYTCTBYET BBIBOJI MJIM BBIBOJ| PACIUIBIBYAT U HEKOHKPETEH; odopmiieHue pedepara
HE COOTBETCTBYET TPEOOBAHUSIM.

1.2 KEHC-3AJTAYH

Tema 3. IlonsitTHe HW BHABI CJOY:KeOHBIX JOKYMEHTOB, OOpa3yloummxcsi B

NPAaBOOXPAHUTEIbHBIX OPraHax
Keiic-3agaua Ne 1.

Odopmure NUCBMEHHO pamnopT 00 OOHAPY)KEHUH MPU3HAKOB MPECTYIUIEHUS B
cootBeTcTBUM €O cT. 143 VIIK P® u Ilpukazom Muntocra PO or 11.07.2006 N 250 «O6
yTBep)KIeHUH WHCTpYyKIMM O HpUeMe, PeruCTpali U MPOBEPKE B YUPESKICHHUSX U OpraHax
YTr0N0BHO-UCTIONHUTENBHON CUCTEMbI COOOLIEHHH O MPECTYMIIEHUAX U MTPOUCIIECTBUIX ).

Keiic-3agaua Ne 2
CocTaBuTh TUCHMEHHO MPOTOKOJ COOpaHus (3acedaHusi) OTIENa, CIY>KOBI.

Keiic-3amaua Ne 3
OdopmuTe MUCHMEHHO TUTaH PaObOTHI OT/AeNa (CITy>KOBI) HA KBapTal.

Keiic-3agaua Ne 4
OdopMuTe MUCHBMEHHO CcIyXeOHOe MHUChbMO (3ampoc B BBIMIECTOAIIYIO OPTraHU3AIMIO,
Harpumep B ['YOCUH, o mpenocraBieHnr MaTepUAIbHBIX WA JIFOACKUX PECYpCOB, CIIEIL.
CpeAcTB, MHGOPMAIMH U T.1. )

Keiic-3agaua Ne 5
OdopmMuTe TUCHMEHHO JOHKHOCTHYIO MHCTPYKIUIO B cooTBeTcTBUH ¢ [Ipukazom ®CHUH
P® ot 05.06.2008 Ne 379 «O6 yrBepxkaenun Ilopsiika MOATrOTOBKU JOMKHOCTHON MHCTPYKIIMU
pabOTHUKA YTOJIOBHO-HCITOTHUTEIBHON CHCTEMBIY.

Keiic-3agaua Ne 6
CocTaBUTHIIUCEMEHHO aKT IpUeMa-Tiepeadl CIy>KeOHbBIX JIeN, JOKYMEHTOB.



Tema 4. IlpaBuna mnoaroroBKu " O0QOPMJICHHSI OTAEJbHBIX JAOKYMEHTOB B
NMPAaBOOXPAHUTEIbHbIX OPraHax (JOKYMeHTHPOBAHHE)
\
Keiic-3agaua Ne 1.
CocTaBUTh MUCHMEHHO 3aKJIIOUCHHE 110 MaTepuaiaM CIy)XeOHOH MpoBepKH (Hampumep,
[0 HApYUICHUIO CIYyKeOHOW AMCUUIUIMHBI MM 4YpEe3BbIYAlfHOMY MPOMCUIECTBUIO IIPU HECEHUU

CILYKOBI).

Keiic-3agaua Ne 2.
OdopMuTh MUCHMEHHO CIYX)eOHOE MUChMO (OTBET Ha 3ampoc YBJI o mpemocraBieHun
CIIpaBKH 10 JUYHOMY JIeTTy OCYKJIeHHOTO MIBaHOBa).

Tema 5. Ilopsinok oOpaimieHusi JOKYMEHTOB B IPaBOOXPAHHUTEIbHBIX OpPraHax
(1I0OKyMeHT0000poT)

Keiic-3agaua Ne 1.
OdopmuTe THUCBMEHHO CIPABKY MO JIMYHOMY JIETYy OCYKICHHOTO (B CIpPaBKe MOJDKHA
COZIEPXKaThCsl COLMANIbHO-AEMOrpaduyeckasl XapaKTepHCTUKA OCY)XJIEHHOro, HHdopmaunus o
COBCPUICHHOM MNPCCTYIUICHUA 1 HaKa3aHWU, JUCHUIIIIMHE B UCIIPABUTCIIBHOM yLIpe)KI[eHI/II/I).

Keiic-3agaua Ne 2.
OdopmuTe MUCEMEHHO PANoOPT O BOSHUKHOBCHUU YPE3BbIUAHON CUTYaIlUU IPU HECCHUU
CITY>KOBI (TIOTIBITKA TIO0ETa 3aKITIOYEHHOTO, HAMTAJICHUE Ha MTOCT, HETIOBHHOBEHUE OCYKJICHHOTO U
T.IL.).

IlIkana ouenueanusn: 7 6ajmibHAas.

Kpumepuu oyenueanusa (nudxcecneoyrowue Kpumepuu OYyeHKU A61AI0Mcs NPUMEPHLIMU U
MO2Yym KOppeKmuposamvcsi).

6-7 6a1J10B (MK OLIEHKA «OTJMYHO») BBICTABIISIETCS] 00YJaIOMEMYCs, €CITH 33aa4a perieHa
MPAaBUJIbHO, B YCTAHOBJICHHOE MIPENOAaBaTeIeM BpeMs U C OTIEPeKEHHEM BPEMEHH, TPU 3TOM
oOydJaronMces MpeIoKEHO OPUTHHAIIBHOE (HECTaHAapTHOE) pellieHne, Wik Hanbosee

3 PeKTUBHOE pelIeHue, Wi HauboJiee pallMoHaIbHOE PeIIeHUEe, WM ONITUMAIIbHOE PEeLIeHuE.
4-5 6ay10B (UK OIIEHKA «XOPOII0») BHICTABIISIETCS] O0YUAIOIIEMYCsl, €CITH 3a/laya peleHa
IpaBUIbHO, B YCTaHOBJEHHOE IpPENoAaBaTeleM BpeMs, TUIOBBIM CIIOCOOOM; JOMYyCKaeTcs
HaJIN4He

HECYLIECTBEHHBIX HEJIOUETOB.

2-3 0a1J10B (MK OLIEHKA «YA0BJIETBOPUTEIbHO») BBICTABISIETCS] 00yUarOIEMYyCsl, €CITH MPH
pELICHUH 3aJ]auyl IOMYIEHbl OIMOKH HEKPUTUYECKOTO XapaKTepa U (UiIH) MPEBBIIEHO
YCTaHOBJIEHHOE IIPENOAaBaTEIeM BPEMSL.

0-1 6aaJ10B (MM OLIEHKA «HEY/10BJIeTBOPHUTEIbHO0») BHICTABIIETCS 00yUaIOIEMYyCsl, €CIIU
3a/1aya He pellleHa WK IPU €€ PEelIeHUH JOMYIIEHbI TpyOble OIINOKH.

1.2 BOITPOCHI H 34/ JAHHUA B TECTOBOH ®OPME

Tema 1. Ilpeamer, 3agauM M cucTeMa IMCUMIUVIMHBL: «/leIOMPOM3BOACTBO M PpeKUM
CEKPETHOCTHY.

1. Kakoii nmpaBoBOii aKT peryJupyer HOPSIAOK PAaCCMOTPEHHMsl OOpAllleHHWH IpaskiaH B
Poccuiickoit ®@exepanun:

a) Koncturymus P®d;

6) ®enepanbHblii 3akoH oT 2 Mast 2006 1. Ne 59-@3 «O nopsiike paccMOTpeHus: 00paIeHnit
rpaxnaaH Poccuiickoit @eaeparumy;

B) npuka3 MUHKynbeTypbl PD;



r) npuka3z MB/I[ Poccun.

2. Ha xakue kareropum Jinn pacnpocrpansiercs ®enepanbubiii 3akoH ot 2 Mast 2006 r. Ne

59-@3 «O nopsiake paccMoTpeHusi oopalenunii rpaxxnan Poccuiickoii @enepanum»:
a) U1 6e3 rpakIaHCTBa,

0) rpaxxnan P®;

B) rpakiad P®D, nHOCTpaHHBIX IpaXk/iaH U JIML 0€3 rpakJaHCTBa;

T') MHOCTPAHHBIX TPaX/IaH.

3. B mepByto ouepenb BCKPBHIBAIOTCS MAKETHI C TOMETKAMH

Tema 3. IloHssTMe HW  BHABI  CJIYKeOHBIX JIOKYMEHTOB, 0O0pa3yloIHXcs
NMPaBOOXPAHUTEJIbHBIX OPraHax

1. ITpaBo noJib30BaHNUs repOOBBLIMH MEYATSIMH MO AeiiCTBUTEILHBIM H YCJIOBHBIM
HAUMEHOBAHUSM IPUHA/JICKHUT:

a) PYKOBOJUTEJIEM OpraHU3alIlUu;

0) 3aMeCTUTENSIM PYKOBOJIUTEISI OpraHU3allHH;

B) HauaJIbHUKY CEKpeTapuara;

') HaYaJIbHUKY CTPYKTYPHOTO MOpa3IeICHHUS.

2. IIpaBo no/1b30BaHUs repOOBLIMM MEYATAMH MO A CTBUTEIbHBIM H YCJIOBHBIM
HAUMEHOBAHUSM MOKeT ObITh NPeJI0CTABJICHO:

a) IPUKA30M PYKOBOAMTEINSI OPraHU3ALUHU IPYTUM JOJKHOCTHBIM JIMI[AM 3TOM OpraHu3aluu;
0) HaYaNIbHUKY CEKpeTapuara;

B) HAaYaJIbHUKY CTPYKTYPHOTI'O MOApa3/ieeHUS;

') COTPYIHUKY CEKpeTapuara.

3. YuéT u BbI/1aya neyaTeil ¥ ITAMIIOB B OPraHU3alUN BO3JIAraeTcs Ha:
a) CeKpeTapHarhl;

0) CTpYKTYpHBIE TIOJIpa3/IeTICHUs;

B) COTPYJIHHUKA CTPYKTYPHOTO MOAPAa3/ICICHHUS;

T') MOJIpa3IeIeHUE ONPECIIIET PYKOBOAUTENb OPraHU3aIiH.

4. [IpoBepka HAIMYKS MeYaTel U MITAMIIOB B OPraHU3alMN MPOU3BOTUTCS:
a) OJIMH pa3 B TOJ;

0) Ba paza B roj;

B) OJIUH pa3 B TPH rojia;

') O/IUH pa3 B JiBa roja.

Tema 4. IlpaBuia mnoaroroBkH #  0GopMIIeHHS  OTACJBHBIX JOKYMEHTOB
MPaBOOXPAHUTENbHBIX OPraHax (JOKyMEHTHPOBaHME)

1. HomeHK1aTypa OpraHu3anuyu cOCTABJISACTCS:

a) Ha KaXJIbIH KaJieHJapHBIN TOJ;

0) Ha J1Ba roja;

B) Ha TPH roja;

T') Ha YeThIpe Toja.

2. HomeHKkJ1aTypa OpraHu3aiuu yTBep:KIaeTcs:
a) pyKOBOAUTENEM (Ha9aJIbHUKOM ) OpTaHU3aIINH,
0) HauaTHLHUKOM CTPYKTYPHOTO TOAPA3IEICHUS;

B) HAUYaJbHUKOM CEKpeTapuara;

T') HE yTBEpKIaeTCsl.

B

B



3. OTBeTCTBEHHOCTH 32 COXPAHHOCTH M NMPABWIbHOE MCNOJb30BaHHE TepOOBBIX MevaTei
B03JIaraeTcs HelmocCpeJICTBEHHO HA:

a) HayaJIbHUKa CeKpeTapuara;

0) cOTpyIHUKA CTPYKTYPHOTO MOIPa3ACICHHUS;

B) HauaJIbHUKA CTPYKTYPHOTO MOAPA3/ICICHHUS;

') pyKOBOJMTENS (HaualbHUKA) OpraHa 06e30MmacHOCTH.

4. ConpoBoauTe/IbHbIE MUCHMA COCTABJSIIOTCA TOJBKO K TOKYyMEHTaM:
a) TpEOYIOLIMM JIOTIOJIHUTENBHBIX YKa3aHUH WM TOSICHEHMIA;

0) TOJIBKO K paclopsiAUTENbHBIM JOKYMEHTAM;

B) KO BCEM HCXOJSIINM CEKPETHBIM IOKYMEHTaM;

T') HAPaBJIATh JOKYMEHTHI 0€3 COMPOBOAMTEIBHBIX IIHCEM 3aIPEIIAeTCsl.

5. Cnucok pacchblUIKH COCTABJsAETCA MPH HANPaBJEeHUH TOKYMeHTa 0oJiee yeM:
a) 4eTBIpEM aJpecaram;

0) TpéM aapecaram;

B) IBYM aJipecaTam;

T) IATH aJpecaTam.

6. I'pud cornacoBaHusi BKJIIOYAET B ce0s CJIeAyIOLIe JIeMeHThI:

a) CnoBo «CornacoBaHo», HAUMEHOBAHHE JJOKHOCTH, BOUHCKOE 3BaHUE, INYHYIO MOJIHUCH,
WUHUIIKAJIbI 1 q)aMHJII/IIO JIMIa, ¢ KOTOPBIM ITPOCKT JOKYMCHTA COINIaCOBBIBACTCA, AaTy
COTJIACOBAHUS;

6) CnoBo «CornacoBaHo», HAUMEHOBAHHUE I0JHDKHOCTH;

B) CitoBO «COriiacoBaHoy, MHUITUAIBI U (aMUJIHIO JIMIIA, C KOTOPBIM MPOEKT JOKYMEHTA
COTJIACOBBIBACTCS;

r) CioBo «CoriacoBaHo», BOMHCKOE 3BaHHE, JINYHYIO MTOJIIHUCH.

7. KoJin4ecTBO 0THEYATAHHBIX IK3EeMILISIPOB TOKYMEHTOB YKA3bIBAETCH:

a) Ha JIMIEBOW MJIM 0OOPOTHON CTOPOHE MOCIETHETO JIMCTa K3EMIUIIpa JOKYMEHTa,
OCTaIOIIErocs B JIeTe;

0) Ha MMOCJEIHEM JIUCTE TIEPBOTO HK3EMIUISIPA IOKYMEHTA;

B) Ha JTUIIEBOM CTOPOHE MOCIIETHETO JIMCTA MOCIETHEr0 IK3eMILIsIpa TOKYMEHTa;

') Ha 000POTHOH CTOPOHE TOCIIEHETO JIMCTA BCEX IK3EMILUISIPOB TOKYMEHTA.

Tema 5. Tlopsaok oOpaimieHusi JAOKYMEHTOB B IPAaBOOXPAHHMTEIbHBIX OpraHax
(10KYMeHT0000pOT)

1. Ha nokymeHTe, mojJie:kaiieM NpuoOOIIEeHHIO K ey, oTMeTKa «B nesio Ne ...» 3aBepsieTcs
MOANMUCHIO:

a) HETIOCPEJICTBEHHOT'0 HAaYaJIbHUKA UCITOJTHUTEIS

0) UCTIONTHUTENS TOKYMEHTA;

B) COTPYIHHKA, BEAYIIECTO JaHHOE JCIIO;

') HaYallbHUKA CeKpeTapuaTa oprana 6e30MmacHOCTH.

2. OTBeTCTBEHHBIN COTPYAHUK 32 Pa3MHOKeHHe JOKYMEHTOB ONpe/ae/sieTcs:
a) MPUKa30M PYKOBOJIUTENS (HaYaIbHUKA) opraHa 0€30MmacHOCTH;

0) HauUAIbHUKOM CEeKpeTapHara;

B) HAYaJIbHUKOM CTPYKTYPHOTO ITO/Ipa3AeICHHUS;

I') pyKoBoJHTEIEeM (Ha4YaJIbHUKOM) OpraHa 0€30MmacHOCTH.

3. IIpu cMeHe HAYAJIBLHUKA CEKPETApPHATA MPOBEPSIETCH:



a) HaJIM4KE BCEX CEKPETHBIX JOKYMEHTAJIBHBIX MAaTEPUAJIOB, YUCIAIMXCSA HA YUETE BO BCEX
CTPYKTYPHBIX IIOpa3CIICHUSX;

0) HalMuYMe CEKPETHBIX JOKYMEHTAJIbHBIX MAaTEPHUAJIOB, YUCIALIUXCSA B CEKpETapuare;

B) HaJIMYUE CEKPETHBIX JTOKYMEHTAIbHBIX MAaTEPUAIOB, YUCISAILUXCSA B CTPYKTYPHOM
IIOAPAa3/ICIICHUN;

I') HAJINYUE CEKPETHBIX JOKYMEHTAIbHBIX MAaTEPHAJIOB Ha OT/AEIbHOM Y4acCTKe.

4. B HepaOouee BpeMsi KOPPeCIOHIEHIIUSA IPUHUMAETCS:
a) IeKYPHBIM I10 T0JIpa3/IeJICHUIO;

0) COTPYTHUKOM CEKpeTapuara;

B) COTPYAHUKOM CTPYKTYPHOTO MO/Ipa3/IeIICHuUS;

') HAYaJIbHUKOM CTPYKTYPHOTO MOJpa3aeIeHHUS.

5. JIucThl BHYTPEHHEH ONUCH J1esia:

a) HyMEepYIOTCSl pUMCKHUMH IU(PaMHU B IIPAaBOM BEPXHEM YIIIy OTAEIBHO OT JIMCTOB JOKYMEHTOB,
HaXOJALIUXCS B JIEIIE;

0) MCTBI BHYTPEHHEHN ONMCH HYMEPYIOTCS apaOCKuMu udpamu;

B) BeJIETCS CKBO3HAsI HyMepalys JIUCTOB BHYTPEHHEH OMMCH U IOKYMEHTOB B JIEJIE;

T') JUCTBl BHYTPEHHEN ONUCH MOT'YT HE HyMEPOBaThCA.

6. Uto BJ1e4éT 32 c000ii NpexkpaieHue aesaTebHOCTH GoHT000pa3oBaTeA?

a) IEPEMMEHOBaHNE OPTaHU3alMU HITH YaCTUYHOE M3MCHEHUE €r0 Ha3BaHMSI,

0) mepedopMupoBaHue, CIUSHUE IBYX U OOJIee MOApa3IeICHII OpraHU3alluu B OJTUH;
B) M3MCHEHUE MMOYMHEHHOCTH B IPEJIENIaX CUCTEMbI OpPraHU3allii, MECTa JTUCIOKAIIHH,
CTPYKTYpbI 0€3 U3MEHEHHUsI OCHOBHBIX ()YHKIIHIA;

') ©3BMEHEHHE YCIIOBHOTO HAaMMEHOBaHUs (POHI000pa30BaTEIS.

7. BayTpu ¢oHAA CHCTEeMATH3AIUH /IeJ] IPOBOAUTCH € YYETOM CJIeIYHIIHMX NPU3HAKOB:
a) CTPYKTYPHOT'O WJIA XPOHOJIOTHYECKOTO;

0) OyHKIMOHAIBHOTO WJIM HOMUHAIHHOTO;

B) KOPPECTIOHIEHTCKOT0, T€OrpauIecKOro Uil aBTOPCKOTO;

T') BceX MepeUHCICHHBIX.

Tema 6. KonTpoabr wucnogHeHusi aAokyMeHToB. Ilopsinox paccMorpeHusi oOpameHui
rpakIaH B IPABOOXPAHUTEJbHBIX OPraHax

1. Jlesa, :KypHaJIbl 1 KAPTOTEKH, 3aKOHYCHHBbIE TPOU3BOJACTBOM, CPOK KOTOPBIX B
nojapasje/ieHusIX B COOTBETCTBHH € MepeYyHeM UCTEK, CIAIOTCH B APXHUB:

a) OJMH pa3 B TOJ;

0) Ba paza B roj;

B) TpH pasa B IoJ;

') OIMH pa3 B TPU roja.

2. ApXuBHbI€ U 3aKOHYEHHbIE POU3BOICTBOM HOMEHKJIATyPHbIe JeJ1a, 5 KyYPHAJIbI U
KAPTOTEKH YHHYTOKAIOTCH:

a) MOCJIe 3aKJIFOUEHUS IKCIIEPTHON KOMHUCCHU U TMOTYYEeHHsI pa3pelieHus pyKOBOAUTENS
OpraHM3aly, HA3HAYMBLIETO 3Ty KOMUCCHIO;

0) mociie moyYeHUs pa3pelieHns 3aMECTUTENS] PyKOBOIUTEIIS OpraHU3aluy;

B) MOCJIE NOJIYYEHUS pa3pellieHUs] PyKOBOAUTENS CTPYKTYPHOIO IOIPpa3AeIICHNUS;

T') [OCJIe OJTyYeHUs pa3pelieHrs] HayalbHHUKa CEeKpeTapHara.

3. K xpuTepusiM npoucxoxaeHus, NpuMeHsieMbIM MPH MPOBeIeHHH IKCIEPTH3bI IEHHOCTH
JOKYMEHTOB B OpraHU3alu, OTHOCUTCH:



a) (hyHKIIMOHAIBHO-1IeJIEBOE Ha3HAYECHUE OpraHa 0e30MacHOCTH;
0) MOMIMHHOCTD IOKYMEHTA;

B) TyOJIETHOCTH JOKYMEHTA,

r) (U3NYECKOE COCTOSIHHE JIOKYMEHTA.

4. BoiBepKa sKYpHAJIOB YYETA BbIAA4YH JIeJ] U3 APXUBOXPAHUIMINA U KOHTPOJIbHBIX
KAPTOY€EK MPOBOAUTCS:

a) OJIMH Pa3 B HEJEIIO;

0) onMH pa3 B MeCSIIL;

B) OZIMH pa3 B KBapTaJl WM B MOJIYTOUE;

I') OJIUH pa3 B Iof.

5. Cpok paccMOTpeHHs 3a1Ipoca 10 APXMBHOMY JOKYMEHTY:

a) He JTOJDKEH TnpeBbImarh 30 THEH ¢ JaThl €ro perucTpaluu;

0) He noskeH npesbiarh 30 THEH ¢ 1aThl €r0 PErucTpaliy, HO B UCKJIIOUUTEIBHOM CiIydae
MOJKET OBITh MPOJIEH He Oonee yem Ha 30 AHEH;

B) HE JIOJDKEH mpeBblarh 10 aHeH ¢ JaThl ero perucTpaiuu;

') HE JIOJDKEH MpeBbImmarh 60 qHEH ¢ 1aThl €ro perucTparyy.

6. Cpox mNOArOTOBKM ¥ HANPaBJIEHHS OTBETa HA MeEKBEJOMCTBEHHbIH 3ampoc o
NpeAcTABJICHUH JOKYMEHTOB M HH(OPMALMH IS NPEeJOCTABJICHUS] TOCYIaPCTBEHHOH WJIH
MYHHIUNAJIBHON YCJIYIH € MCHOJb30BAHMEM MeKBEeJOMCTBEHHOI0 HWH(pOPMALHOHHOIO
B3aUMO/IeliCTBHS He MOKeT NPeBbIIIATh:

a) 3 paboumnx AHEN CO JAHA MOCTYIUIEHUS] MEKBEAOMCTBEHHOIO 3alpoca B apXUBHOE
NoJpa3/ielieHle OpraHu3aluy;

0) 5 pabouux HEH co THA MOCTYIUIEHUS! MEXKBEIOMCTBEHHOI'O 3allpoca B apXHBHOE
NoJpa3/ieleHle OpraHu3aluy;

B) 5 pabouux JHEW co AHSA NOCTYIJICHUS MEXBEAOMCTBEHHOIO 3apoca B apXUBHOE
NOJpa3/ielIeHle OpraHu3aluy, €CJIM UHbIE CPOKU MOJTOTOBKU U HAIpaBJIEHUs OTBETA Ha
MEKBEZIOMCTBEHHBIN 3alIpOC HE YCTAaHOBJIEHBI 3aKkOHO1aTeNbCTBOM Poccuiickoit denepaunu;

r) 7 pabouux AHEW co IHS NOCTYIUIEHUS MEXBEIOMCTBEHHOTO 3alIpoca B apXUBHOE
NOJpa3/IeJICHNE OpraHU3aliy, €CIIM MHbIE CPOKU MTOJrOTOBKH U HAaIpaBJICHUs OTBETA HA
MEXBEJOMCTBEHHBIN 3aIIpOC HE YCTAHOBIJIEHBI 3aKOHOATENbCTBOM Poccuniickont Penepannu.
Tema 7. Ilepenaya 10KyMEHTOB B apXHUBbI. JKCIIEPTH3a H YHHYTOKECHHE eI

1. ApxusHoe aej10 B Poccuiickoii @enepauum peryjmpyercs:

a) @enepaibHBIM 3aKOHOM OT 22 okTa0ps 2004 . Ne 125-D3 «O06 apxuBHOoM Jene B Poccuiickoii
denepanuny;

6) ®enepanbHbM 3ak0HOM 0T 20 deBpanst 1995 1. Ne 15-03 «O6 undopmarnuu,
uH(pOopMaTU3aINK U 3alUTe HHPOpMaLIUN»;

B) ®enepanpubiM 3akoHOM 0T 27 utonst 2010 r. Ne 210-D3 «O06 opranuzaiiuu npeaocTaBIeHUs
rOCYAApCTBEHHBIX U MYHULIUIIAIBHBIX YCIYT»;

r) 3akoHoM Poccuiickoit deneparmu ot 21 uroist 1993 1. Ne 5485-1 «O rocynapcTBeHHOM
TaliHe».

2. ApXMBHBI# 1OKYMEHT — 3TO:

a) 110001 TOKYMEHT, 00pa3yroIuiics B IeTEIbHOCTH MOpa3ieneHus-poHa000pa3oBares;

0) 11000 JOKYMEHT MOCTOSHHOTO CPOKa XpaHEHUS;

B) JIOKYMEHT, TIOJIe)KAIIHNI BKIFOUEHHIO B cocTaB ApxuBHOTo ¢oHna Poccuiickoit deneparui;
I) MaTepuajbHBId HOCHUTENb C 3auUKCHUpOBaHHONM Ha HEM HHQOpMalMed, KOTOpBId HMeeT
PEKBU3UTHI, TO3BOJIAIONINE €0 UACHTU(DHUIIMPOBATH, U MOUIEKHUT XPAHEHUIO B CHITY 3HAYUMOCTH
YKa3aHHBIX HOCHUTENS M MHPOPMALIUU I FpaXkaaH, oOLIecTBa U roCcyAapcTBa.



3. ApxuBHasl ONINCH SABJISIETCH:

a) Y4ETHBIM IOKYMEHTOM;

0) 2JIEMEHTOM Hay4HO-CIIPAaBOYHOIO anmnapara apXxusa;

B) OZJTHOBPEMEHHO YYETHBIM JOKYMEHTOM M 3JIEMEHTOM Hay4YHO-CIIPABOYHOI'O ariapara apxuBa;
') TOKYMEHTOM, TOJICKAIIMM BKIFOUCHHIO B cocTaB ApxuBHOTO poHa Poccuiickoit
denepanuu.

4. ApXxuBHOE /1€J10 B OPraHN3alMU Peryjaupyercs:

a) Uuctpykuueit o nopsiake npuéma, yuéra, odecrneueHus COXpaHHOCTH U UCTIOJIb30BAHMS
apXMBHBIX JOKYMEHTOB B OPI'aHE UCIIOTHUTEIBHON BIIACTH;

0) UucTpykuueit mo Aeonpou3BOICTBY B OpraHe UCIOJHUTEIbLHOM BIACTH;

B) AJIMUHUCTPATUBHBIM PErIaAMEHTOM OpraHa MCIIOJIHUTEIbHON BIACTH MO MPEIOCTABICHUIO
rOCYIapCTBEHHOW YCIYTH MO OpraHU3alyy UCIIOJHEHHUS 3alPOCOB MO APXHUBHBIM JOKYMEHTAM;
T) paBuIaMu pabOThl BEIOMCTBEHHBIX apXHBOB.

5. Kakue 10KyMeHTbI, OTHOCATCS K apxuBHOMY (poHay Poccuiickoit @enepaunu:

a) BCE JIOKYMEHTHI TOCTOSIHHOTO CPOKa XPaHEHUS;

0) apXHBHBIE IOKyMEHTBI, TPOLIE/IIINE SKCIIEPTU3Y LICHHOCTH JTOKYMEHTOB, IOCTABJICHHBIC HA
rOCYAApCTBEHHBIN YUET U MOAJIEKALUE IOCTOSHHOMY XPAaHEHHIO; B) BCE JIOKYMEHTHI,
MPOLIE/IIINE SKCIIEPTU3Y [ICHHOCTH;

I') BCe IOKYMEHTBHI, 00pa3yrommecs B IpoIecce AeATeIbHOCTH (HOHI000pa3oBaTers.

6. B npenesax apxuBHOro (poHIa YUETHO-KJIACCU(PUKANMOHHON eTUHULIEN SBJIAETC:
a) eIUHUIA XPAHCHHUS,

0) onucCh;

B) JI€JIO;

') JOKYMEHT.

7. JoOKyMeHTBI JTUYHOT0 MPOUCXO0KIEHHS MPUHUMAIOTCS B APXUB M0:
a) I0rOBOPY JapeHusl, KyIUIM-TIPOIaXkKH, 110 3aBEIAaHUI0, 110 PEIICHHIO Cy/1a MJIM HOTapUAJIbHBIX
OpraHOB O MPU3HAHWUH JOKYMEHTOB OECXO3HBIMHU;

0) TOJBKO IO JJOTOBOPY KYIUIU-TIPOJIAXKH;

B) 10 3aBELIAHUIO WM JJOTOBOPY JapeHUs;

T') TOJIBKO IO PEIICHHUIO Cy/Ia.

8. IIpaBoBoii cTaryc apxuBa 3aKpenisiercs:

a) Muctpykuueit o6 apxuse;

6) [lonmoxxeHuem 06 apxuBe WM YCTAaBOM apXUBa;

B) AIMHUHHMCTPATUBHBIM PEIIaMEHTOM;

T') HE 3aKpeIUIsIeTCs.

9. llena, 3aKOHYeHHbIe NMPOM3BOACTBOM, CPOK XPAaHEHHSl KOTOPBIX B MOApa3/iesleHUsIX
UCTEK, CIAIOTCS B apXUB 110 rpaduky:

a) OJIMH pa3 B MECHIII;

0) oMH pa3 B KBapTal;

B) OIMH pa3 B MOJYTO/KE;

T') OJIUH pa3 B Iof.

10. PasHoBHAHOCTAMM apXHBHOTO )OH/IA SABJISIOTCH:

a) apXUBHBIN (POH]T OpraHU3aINH, COCTOSIINMI U3 TOKYMEHTOB, 00pa30BaBIIMXCS B MPOLIECCE €T
JESATENBHOCTH;

0) apxuBHBIN (HOHT TUIHOTO MPOUCXOKIACHUS, COCTOSIIUN U3 TOKYyMEHTOB, 00pa30BaBIINXCS B
IIPOLIECCE )KU3HU U JEATEIBHOCTH OTAEIBHOTO JINCTA;



B) 00beIMHEHHBIN apXUBHBIN (POH]I, COCTOALINH U3 JOKYMEHTOB, 00pa30BaBIINXCS B IIpoIIecce
JEeSITeTHHOCTH JIBYX WJIHM 00OJiee OPraHOB 0e30MaCHOCTH, UMEBIINX MEXITY COO0 HCTOPHUYECKHU H
(urH) JTOTUYEeCKH 00YCIOBICHHBIE CBSI3U — OJHOPOIHOCTD U MPEEMCTBEHHOCTH JIEATEILHOCTH,
NOAYMHEHHOCTD, MECTOHAXOXKICHHE U JIP.;

I') BCE IEPEYUCIICHHOE.

11. [Ipuém 1OKYMEHTOB B apXUB OCYLIECTBJISIETCS:

a) IO CAATOYHBIM OIHCSIM;

0) 1O apXHUBHBIM OIHCSM;

B) 110 COMPOBOAUTENILHBIM UCHMaM;

T') TI0 JTFOOOMY M3 MEePEYHCICHHBIX JOKYMEHTOB.

12. ApxuBHBI€ JOKYMEHTHI BbIIAKOTCS /1JIs1 IKCIIOHMPOBAHUSA JIOKYMEHTOB M 10 3ampocaM
Cyl1eOHbIX H MPABOOXPAHUTEIbHBIX OPraHOB HA CPOK:

a) 1 mecsa;

0) 3 mecsiia;

B) 6 MeEcCSIIEB;

r) 12 mecsues.

13. OcHoBHBIMH (OpPMAMH HCIIOIb30BAHUSA JOKYMEHTOB B ApXHBe ABJISIOTCH:
a) nuopmanmoHHoe obecreueHre moab30BaTeseil B COOTBETCTBUU C UX 3allPOCaMu
(3asBIIEHUSIMM), @ TAK)KE B IUTAHOBOM U MHUIIMATHBHOM IIOPSIJIKE;

0) SKCIOHMPOBAHKE JOKYMEHTOB Ha BBICTaBKaX, MyONUKalUs JOKYMEHTOB;

B) BblJlaua JJOKYMEHTOB BO BPEMEHHOE I10JIb30BAHNUE;

T') BCE MEPEYNCICHHOE.

14. IllupuHa npoxoaa MexAy pAJIaAMHU CTeJIasKeH B apXHBOXPAHHJIUIIE 10JKHA
COCTaBJISATD:

a) 100 cwm;

0) 120 cm;

B) 150 cm;

r) 200 cMm.

Tema 8. OcyecTBiieHue padoT ¢ JOKYMEHTAMH OTPAHUYEHHOI0 PACIIPOCTPAHEHUS
1. I'pud¢ cexperHocTH ycTaHABJIMBAEeTCH 1JIsl HOCHTeJeil, coaepKalMX cBeAeHusl,
COCTABJISAIOIIME FOCYIAPCTBEHHYIO TalHY:

a) 0c000i1 BAXKHOCTH, COBEPILIEHHO CEKPETHO, CEKPETHO;

0) 0c000ii BAXKHOCTH;

B) 0c000# BaYKHOCTH, COBEPILIEHHO CEKPETHO;

') 0c000i BaXKHOCTH, COBEPIIECHHO CEKPETHO, CEKPETHO, JIJISl CITYKEOHOTO MOJIH30BaHUS.

2. Ha pazMHoKeHUe CeKpeTHBIE JOKYMEHTHI Mepe1alTcs TOIbKO:

a) 3apEerUCTPUPOBAHHBIMU U O(POPMIIEHHBIMU B YCTAHOBJIEHHOM MOPSIJIKE;
0) 3aperucTpupoOBaHHBIMU B KypHaJe yuéTa pa3MHOKECHHUS,

B) I1OCJIE pa3pelleHus pyKOBOJICTBA;

r) mociie opOpMIIEHHUS 3aKa3a.

3. Ha kaaplii ceKpeTHBI JOKYMEHT, MOAJIeKAIMii pa3sMHOKeHHI0, 0opopmiisieTcs:
a) 3aKa3 WIK pa3pelleHuE;

0) 3aka3;

B) 3asIBKa;

T) pa3peleHue.



4. PykoBOaMTE/H OPraHU3AUMU U UX CEKPETAPUATHI OCYIIECTBJIAIOT MPOBEPKU CEKPETHOTO
JeJIONPOU3BOACTBA B CTPYKTYPHBIX MOApa3dejeHUsIX OPraHU3alid U B MOTYMHEHHBIX
noapasaejeHHusIX:

a) HE peKe OIHOTO pa3a B TOI;

0) He pexe OJHOTO pa3a B JIBa roja;

B) HE peXe OJJHOTO pa3a B TPH rojia;

T') HE pEeKe OIHOTO pas3a B YEThIPE rofa.

5. HenocpeacTBeHHbIe HAYAJIBHUK 0013aHbI IEPHOIMYECKH MPOBEPSTH MOPSI0K XPAHEHHUS
CEeKPEeTHBIX JOKYMEHTAJbHBIX MATEPUAJIOB Y MOAYNHEHHBIX COTPYITHHKOB:

a) He PeKe OHOTO pas3a B MECHIII,

0) HE peke OIHOTO pa3a B Ioj;

B) HE peXe OJJHOTO pa3a B KBapTall;

T') HE PEeKe OTHOTO pa3a B MOJTOAA.

6. YcTaHOBHUTE COOTBETCTBHE:

1) Ilpu cMeHe HauanbHHUKA cekpeTapuara | A)  Hamumume — CEKpeTHBIX  JIOKYMEHTaJbHBIX
IIPOBEPSIETCS MaTepuaJIoB, YUCISIINXCS B apXUBE
2) Ilpu CMEHE pykoBoautens | b) Hanuune cekpeTHbIX TOKyMEHTaIbHBIX
(HadabHMKA) CTPYKTYPHOI'O | MaT€pHajioB, YUCIAILIMXCS BO BCEM OpraHe
NIOJPA3AEICHHS IPOBEPACTCS
3) Ilpu cMeHe pyKOBOAUTEIS apXUBa B) Hanuume  cekpeTHBIX  JJOKYMEHTAJIbHBIX
MaTepUaJioB, YUCISIIUXCS B CEKpeTapuare
4) Tlpu cMeHe HavyaJlbHUKA OpraHa I') Hanuume Bcex CEKpETHBIX JOKYMEHTAJIbHBIX
MaTepHUaloB, YUCIAUIMXCSA HA YUETE B CTPYKTYPHOM
IOJPA3/IEICHUN
Tema 9. IlonsiTe, 3HAYeHHe W INPaBOBOE peryJHMpPOBAaHHE PeKUMA CEKPETHOCTH B
IOpHUCIIPYACHINH
1. O dakrax yrparbl ceKpeTHbIX HOcHTeJell HHGOopMaluu AOKJIAIbIBAeTCH PYKOBOACTBY
noapasaeIeHus:

a) He3aMeJIUTENIHHO;

0) He mo3/1Hee 24 YacoB ¢ MOMEHTa OOHAPYKEHUS YTPAThI;
B) HE MMO37HEE TPEX THEH ¢ MOMEHTa OOHAPYKCHHUS YTPATHI;
T') HE TI03/IHEee ABYX JHEH ¢ MOMEHTa 0OHAPYKEHUSI YTPAaTHI.

2. Be3B03BpaTHOE U3BSITHE CEKPETHOIO IOKYMEHTA 3 /iesia J0IMyCKaeTCs TOIbKO:

a) C pa3pelieHns Ha4aJIbHUKA CTPYKTYPHOTO TTOJIPa3/IeICHHs], B KOTOPOM HaXOnUTCs (BeIETCs)
3TO A€, C 00s3aTeNIbHBIM OCTaBICHHEM B HEM KOIHUU U3BSATOTO JOKYMEHTA WJIH CIIPaBKH-
3aMECTHUTENS HA U3BSATHIN IOKYMEHT;

0) ¢ pa3pelieHns HaYaabHUKA CTPYKTYPHOTO TOApPa3IeIeHNUS;

B) C OCTaBJICHHUEM CIIPABKH-3aMECTUTENISI HA U3BATHIN JTOKYMEHT;

T') C OCTaBIIEHUEM KOIUHU U3BATOTO JTOKYMEHTA.

3. ITo pa3MHOKeHHIO CEKPETHBIX IOKYMEHTOB U31aéTCs:
a) MpUKas;

0) yka3aHue;

B) MTaMSTKa;

T') pacropsKEHHUE.

4. Ilpu cMeHe pyKoBoAUTE/IsI (HAYAJIBHIKA) CTPYKTYPHOTI'O NOJApa3/ie/ieHus MpoBepsieTcs:
a) HaJIM4Me BCEX CEKPETHBIX JOKYMEHTAJIbHBIX MaTepUaioB, YUCIAIIMXCS HA yuéTe B
CTPYKTYpPHOM IOJpAa3/IEICHNH;

0) HaJM4YKe CEKPETHBIX IOKYMEHTAIbHBIX MaTepUajIOB, YUCIALIUXCS B CEKpeTapuare;



B) HaJIN4YNUC CCKPCTHLIX JOKYMCHTAJIbHBIX MAaTCPHUAIOB, YUCIIAIIUXCA 3a PYKOBOAUTCIICM
(HaYaTbHUKOM) CTPYKTYPHOTO TOAPA3ICICHNUS;
I‘) HaJINYNEC CCKPCTHLIX JOKYMCHTAJIbHBIX MAaTCPHUAIOB HA OTACJIbHOM YYaCTKE.

5. CexkpeTHble JOKYMEHTHI MOAILIMUBAIOTCA B J1€JI0 He MO3/IHee:
a) 10 gHE# co AHS UX UCIIOTHEHUS;

0) 15 nHeii co AHS UX UCTIOHEHHUS;

B) 45 nHEW co THSA UX UCTIOJHCHUS,

r) 30 qHEH CO THS X UCTIOTHCHHUS.

6. YcTaHOBHTE COOTBETCTBHE:

1) ITo pa3sMHOKEHHIO CEKPETHBIX TOKYMEHTOB A) mamsTka
n31aéres
2) Ha KK JIbI 1 CEKpETHBIN JIOKYMEHT, | b) 3aka3 wim paspemnienue
MIOJICIKAIIHNIA PA3MHOXKEHHIO, 0(DOPMIISETCS
3) Ha COTPYAHUKA, OTBETCTBEHHOI'O 3a | B) mpukas
pa3MHOXKEHUE CEKPETHBIXIOKYMEHTOB
n3aércs

HIxaJja oneHuBaHuA: S 0aJJILHAA.

Kpurepun oneHuBanus:

Kaxxnprit Bonpoc (3aganue) B TeCTOBOM (popMe OIIEHUBACTCS 110 TUXOTOMHYECKOM IIKaJIe:
BBINTOJIHEHO — 1 0aj, He BeIoMHeHOo — () 0ajuIoB.

[TpumensieTcs cienyromias 1kaja nepeBoia 6aioB B OIIEHKY 0 5-0alIbHON HIKae:

4-5 6aJ110B COOTBETCTBYIOT OILIEHKE «OTJIIMYHOY;

3-4 6aJ1J10B — OIICHKE «XOPOIIIOY;

2-3 0aJ1710B — OIICHKE «YJJOBJICTBOPHUTEIBHOY;

1 6a/1s1 M MeHee — OIICHKE «HEYIO0BICTBOPUTEIILHO.

2 OLEHOYHBIE CPEJACTBA JJ51 MNPOMEXYTOUYHOH ATTECTALUU
OBYYAIOLIUXCS

BAHK BOITPOCOB 1 3AJTAHWI B TECTOBOM ®OPME
1 Bonipochl B OTKPBITOI (hopMme.

1.1. Kakoii mpaBOBOil aKkT perynupyer HOpsI0K pacCCMOTPEHHs 0OpallleH rpaxk/iaH B
Poccuiickoit @enepanuu:

a) Koncrurynus PO;

0) ®enepanbublil 3ak0H 0T 2 Mast 2006 1. Ne 59-@3 «O nopsiake paccMOTpeHUs 00paleHHUH
rpaxnaan Poccuiickoit @eneparum»;

B) npuka3 MUHKYIbTYpbl PO;

r) npuka3 MBJI Poccuu.

1.2. Ha kakue kareropuu nui pacnpoctpanserca PenepanbHblii 3akoH oT 2 mMast 2006 1. Ne 59-
®3 «O nopsike paccMOTpeHus oOpareHuit rpaxaad Poccuiickont @enaepannumy»:

a) M1l 6e3 rpaXkIaHCTBa;

0) rpaxnan PO;

B) rpaxaaH P®, HHOCTpaHHBIX Ipax/1aH U JUIl 0e3 rpa)/1aHCTBa;

') MHOCTPAHHBIX I'PaX/IaH.

1.3. ApxuBHoe neno B Poccniickoit @enepannn peryiupyercs:
a) @enepaiabHBIM 3aKOHOM OT 22 okTa0ps 2004 . Ne 125-D3 «O06 apxuBHOM J1eine B Poccuiickoii
Denepanuny;



0) ®enepanbHbiM 3ak0HOM OT 20 deBpanst 1995 1. Ne 15-03 «O6 undopmaryu,
nH(popMaTHU3aIuu U 3auTe HHHOPMALTHH,;

B) ®enepanbubiM 3ak0HOM OT 27 utois 2010 r. Ne 210-D3 «O6 opranuzanuu npeaoCTaBICHU
rOCYAapCTBEHHBIX M MYHUIIUIIAIBHBIX YCIYTY;

r) 3akoHoM Poccuiickoit ®enepannu ot 21 uronst 1993 . Ne 5485-1 «O rocynapcTBeHHOM
TaifHe.

1.4. ApXUBHBIN JOKYMEHT — 3TO:

a) 11000 TOKYMEHT, 00pa3yroIUiics B IEATEILHOCTH MOpa3ieneHus-poHa000pa3oBares;

0) mM000¥ JOKYMEHT MTOCTOSTHHOTO CPOKa XpaHEHUS;

B) JIOKYMEHT, TIOJIC)KAIIHIA BKIFOUEHHIO B cocTaB ApxuBHOTo doHna Poccuiickoit eneparum;
I) MaTepuajbHBI HOCUTENb C 3apUKCUPOBAHHOW Ha HEM HHQOpMalMel, KOTOPHIH HMeeT
PEKBHU3UTHI, TTO3BOJISIONINE €r0 UACHTU(UIIMPOBATh, U TIOMAJICKHUT XPAHCHHUIO B CHUITY 3HAYMMOCTH
yKa3aHHBIX HOCHUTENS M HHPOPMALIUU Ui FpaXKaaH, oOLIecTBa U rOCyAapCcTBa.

1.5. ApxuBHasi ONUCH SIBISETCS:

a) YYETHBIM JIOKYMEHTOM;

0) AIIeMEHTOM Hay4HO-CIIPABOYHOTO arnmnapara apXxuBa;

B) OZJTHOBPEMEHHO YYETHBIM JOKYMEHTOM M 3JIEMEHTOM Hay4HO-CIIPABOYHOIO aIapara apxuBa;
') TOKYMEHTOM, MOAJIEKAIIMM BKIFOUEHHIO B cocTaB ApxuBHOTO poHna Poccuiickoit
denepanuu.

1.6. ApxuBHOE J1€JI0 B OPTaHHU3ALIMU PETYIUPYETCS:

a) MHcTpykuueit o nopsiike npuéma, yuéra, o0ecredeHuss COXpaHHOCTH U MCIIOJIb30BAHUS
apXUBHBIX JJOKYMEHTOB B OPTaHE MCIIOJHUTEIBHOMN BIACTH;

6) UHcTpykuuel o 1e10npou3BOACTBY B OpraHe MCIOJHUTEIbHOMN BIACTH;

B) AIMHUHHCTPATUBHBIM PETIAMEHTOM OpPIaHa MCIIOJHUTEIBHON BIACTH MO PEAO0CTABICHUIO
roCy/1apCTBEHHOM YCIIYTH IO OPraHU3aLMK UCIIOJIHEHUS 3alpOCOB 110 apXUBHBIM JJOKYMEHTaM;
I) IpaBUJIaMy pabOThl BEIOMCTBEHHBIX apXHBOB.

1.7. Kakue noKkyMeHTbI, OTHOCATCS K apxuBHOMY (oHay Poccuiickoit denepanuu:

a) BCE JIOKyMEHTBI IIOCTOSSHHOTO CPOKa XpaHEHHUS;

0) apXUBHBIE IOKyMEHTBI, TPOLIE/IIINE SKCIIEPTU3Y LIEHHOCTHU JTOKYMEHTOB, IOCTAaBJICHHbIE Ha
rOCY/IapCTBEHHBIN YUET M MOJyIeXkallie MOCTOTHHOMY XPaHEHHIO; B) BCE IOKYMEHTHI,
MIPOLIEIINE SKCIEPTU3Y HEHHOCTH;

I') BCe JOKYMEHTBI, 00pa3yroIuecs B IpoLecce AesaTelbHOCTH (HoHI000pazoBaTens.

1.8. Kaxxplii BUJ JOKYyMEHTa JOKEH UMETh YCTAaHOBIIEHHBIE PEKBU3UTHI U OTPEAeIEHHBIH
MOPSITIOK WX PACIIONIOKEHUS B COOTBETCTBHH C:

a) UHCTPYKIIMEH MO0 CEKPETHOMY JIeTIONPOU3BOACTRY;

0) l'ocynapctBennbIM cTangaptom Poccuiickoit deneparnmi;

B) MeToau4ecKuMu peKOMEHIAIUSIMU 110 TTOJTOTOBKE, O(POPMIICHUIO U HAMPABICHUIO
nokymeHToB B ®Ch Poccun;

r) UHCTpyKIIMEH TT0 HECEKPETHOMY JIETIONPOU3BOJICTRY.

1.9. Homenknarypa opraHu3amnuy COCTaBIIACTCS:
a) Ha Ka)KJIbIH KaJeHJapHBINA TOJ;

0) Ha J1Ba roja;

B) Ha TPH roja;

I') Ha YEeThIpe To/a.

1.10. HoMeHKk1aTypa opraHu3aluy yTBEpKIaeTCs:



a) pyKOBOJUTENEM (Ha4aJIbHUKOM) OPTaHU3alNH;
0) HAYATPHUKOM CTPYKTYPHOTO TIOAPa3/ICIICHNUS,
B) HAUYaJIbHUKOM CEKpeTapuara;

T') HE YTBEP>K1aeTCsl.

1.11. OTBETCTBEHHOCTH 33 COXPAaHHOCTh U MPABUIILHOE UCIIOIh30BaHUE TepOOBBIX TIeUaTe
BO3JIaraeTcsi HEMOCPEICTBEHHO Ha:

a) HaYaJbHHUKA CEKpPEeTapHara;

0) cOTpyIHUKA CTPYKTYPHOTO MOPa3ICICHHUS;

B) HaYaJIbHUKA CTPYKTYPHOTO TIOpa3 ICIICHUS;

') pyKOBOAMTENS (HaualbHUKA) OpraHa 0e30MmacHOCTH.

1.12. ConpoBoaUTEIbHBIE TMCbMA COCTABIIAIOTCS TOJIBKO K TOKYMEHTaM:
a) TpeOYIOUIMM JONOJHUTEIbHBIX YKa3aHUH WIIN TOSCHEHUH;

0) TOJIBKO K paclopsiAUTENbHBIM TOKYMEHTAM;

B) KO BCEM HUCXOMSIIUM CEKPETHBIM JJOKYMEHTaM;

I') HaIlpaBJIATh JOKYMEHThI 0€3 COMPOBOIUTENBHBIX [TUCEM 3aIPELIACTCS.

1.13. Criucok pacchbUIKM COCTABIISIETCS IIPU HAIIPABJIEHUH JOKYMEHTa 0oJiee 4eM:
a) 4eThIpEM ajjpecaTam;

0) TpéM aapecaram;

B) JIByM ajipecaTam;

T) IATU aJpecaTam.

1.14. T'puc cormacoBaHus BKIIOYAET B CEOS CIEAYIONINE FIEMEHTHI:

a) CnoBo «CoriacoBaHO», HAUMEHOBAHUE JI0JKHOCTH, BOMHCKOE 3BaHHE, JINYHYIO ITOAIHUCH,
WHHUIKAJIBI U (1)aMI/IJII/IIO JiMia, ¢ KOTOPBIM IMPOCKT JOKYMCHTA COIJIaCOBBIBACTCA, ATy
COIJIACOBAHUS;

6) CnoBo «CornacoBaHo», HAUMEHOBAHHUE JI0JDKHOCTH;

B) CiioBo «CornacoBaHo», HHUIIUAIBI U (PaMUJIMIO JIMIA, C KOTOPBIM MPOEKT JOKYMEHTA
COTJIACOBBIBAETCS;

r) Cnoso «CormiacoBaHo», BOMHCKOE 3BaHUE, JINYHYIO TOATHUCH.

1.15. KonuuecTBO OTHeUaTaHHBIX IK3EMIUISIPOB JOKYMEHTOB YKA3bIBAETCS:

a) Ha JIMIEBOW MJIM 0OOPOTHON CTOPOHE MOCIETHETO JIMCTa K3EMIUISIpa JOKYMEHTa,
OCTaIOIIErocs B JIeTe;

0) Ha MMOCJEHEM JIUCTE MIEPBOTO HK3EMIUISIPA IOKYMEHTA;

B) Ha JTUIIEBOM CTOPOHE MOCJIETHETO JIMCTA MOCIEIHEr0 IK3EMILISApa TOKyMEHTa;

') Ha 000POTHOH CTOPOHE TOCIIEHETO JIMCTA BCEX IK3EMILISPOB TOKYMEHTA.

1.16. Ha noxymeHnTe, noJuiesxamieM nNpuoOLIeHHIo K Aeny, oTMeTKa «B gemo Ne ...» 3aBepsercs
MOJIHUCBIO:

a) HEMOCPEJCTBEHHOI'0 HaYaJIbHUKA UCIIOJIHUTEIS;

0) UCTIOTHUTENS TOKYMEHTA;

B) COTpYJHHKA, BEAYIIEro JaHHOE JEJ0;

I') HauYaJIbHUKA CeKpeTapuaTa opraHa 6€30nacHOCTH.

1.17. OTBETCTBEHHBIH COTPYAHUK 3a PA3MHOKEHUE JOKYMEHTOB OIIPEIeNIETCs:
a) MPUKA30M PYKOBOJIUTENS (HaYaJIbHUKA) opraHa 0€30MacHOCTH;

0) HauUAIbHUKOM CEKpeTapHara;

B) HAYaJIbHUKOM CTPYKTYPHOTO ITO/Ipa3AeICHNUS;

I') pyKoBoJHTEIEeM (Ha4YaJIbHUKOM) OpraHa 0€301MacHOCTH.



1.18. IIpu cMeHe HayalbHUKA CeKpeTapuaTa MpoBEPsETCs:

a) HAJINMYHUEC BCCX CCKPCTHBIX NOKYMCHTAJIIBHBIX MATCPUAJIOB, YUCIAIIUXCA HA yqéTe BO BCEX
CTPYKTYPHBIX MOJIpa3/IeJICHUsX;

0) HalIMuYMe CEKPETHBIX JOKYMEHTAJIbHBIX MaTEPHUAJIOB, YUCIALIUXCSA B CEKpETapuare;

B) HAJIMYKME CEKPETHBIX JOKYMEHTAJIBHBIX MAaTEPUAIIOB, YUCISIIUXCS B CTPYKTYPHOM
N0JIpa3/IeJICHUN;

T') HaJIM4Ke CEKPETHBIX JOKYMEHTAIbHBIX MaTEPHAJIOB HA OT/IEJIHLHOM y4acTKe.

1.19. B Hepabouee BpeMsi KOPPECITOHACHITUS TPUHUMAETCSI:
a) IeKYPHBIM I10 T0JIpa3/IeJICHUIO;

0) COTPYIHUKOM CEKpeTapuara;

B) COTPYAHUKOM CTPYKTYPHOTO MO/Ipa3/IeIICHNUS;

') HAYaJIbHUKOM CTPYKTYPHOTO MOJpa3ieieHHUs.

1.20. JIucTel BHYTpEHHEH ONKCH Aea:

a) HyMEpYIOTCS pPUMCKUMH LIM(PpaMy B IPABOM BEPXHEM YTy OTJEJIBHO OT JIMCTOB JOKYMEHTOB,
HaXOJALIMXCS B JIEIE;

0) AMCTHI BHYTPEHHEN ONMCH HYMEPYIOTCS apaOCKUMu U pamu;

B) BeJIETCS CKBO3HAs HyMepalys JUCTOB BHYTPEHHEH OMUCH U JOKYMEHTOB B JIEIIE;

T') JUCTBl BHYTPEHHEN OUCH MOT'YT HE HyMEPOBAaThCA.

1.21. Yro Breuér 3a cob0¥ mpekpanieHune aesTenbHoct hormoodpazoBaTes?

a) IEPEMMEHOBaHNE OPTaHU3alMU HITH YaCTUYHOE M3MCHEHUE €r0 Ha3BaHMSI,

0) nepedopmupoBaHue, CIUSIHAE ABYX U O0Jiee moapa3ieNieHHi OpraHu3allui B O/IHH;
B) M3MCHEHUE MMOMYMHEHHOCTH B MPEJIENIaX CUCTEMbI OpPraHU3allu|, MECTa JUCIOKAIINH,
CTPYKTYpbI 0€3 U3MEHEHHUsI OCHOBHBIX ()YHKIIHIA;

') ©3BMEHEHHE YCIIOBHOTO HAaMMEHOBaHUs (POHI000pa30BaTEIS.

1.22. BHyTpu ¢oHIa cucTeMaTru3aiy Ae MPOBOAUTCS € YIETOM CICAYIOUIUX TPU3HAKOB:
a) CTPYKTYPHOTO HITH XPOHOJIOTHYECKOTO;

0) GYyHKIIMOHAIBHOTO WJIM HOMHUHAJIBHOT'O;

B) KOPPECHOHAEHTCKOT0, Te0orpauecKoro Wi aBTOPCKOTO;

I') BCEX NEPEUHCICHHBIX.

1.23. B mpenenax apxuBHOTO (OH/A YIETHO-KIACCU(PUKAITMOHHON eTUHUIIEH SIBISIETCS:
a) eIMHHIIA XPAHEHNS,

0) omuCh;

B) JICJIO;

') TOKYMEHT.

1.24. JIokyMEeHTBI TUYHOTO MTPOUCXOKIACHUS IPUHUMAIOTCS B apXUB 10:

a) IOTOBOPY JapeHusl, KYIUTH-TIPOIaXKH, TI0 3aBEIIaHUI0, 110 PEIICHHUIO Cy/la WM HOTapUATbHBIX
OpPraHOB O MPU3HAHUU JOKYMEHTOB OECXO3HBIMHU;

0) TOJILKO MO JJOTOBOPY KYIUIU-TIPOJIAXKH;

B) 10 3aBEIAHUIO UJIH IOTOBOPY JapeHUs;

T') TOJIBKO IO PEHICHHUIO Cy/Ia.

1.25. IIpaBo nmosb30BaHus TepOOBBIMU MEUATIMU MO JEHCTBUTENBHBIM U YCIOBHBIM
HAauMEHOBAHUSAM MTPUHAJICHKNUT:

a) pYKOBOJUTEIEM OpPTaHU3alINN;

0) 3aMeCTUTENISIM PYKOBOJHUTENSI OpraHU3allny;



B) HAUAIBHUKY CEKpeTapuara;
') HAYaJIbHUKY CTPYKTYPHOTO MOpa3ieIeHHUS.

1.26. IIpaBo mosib30BaHus repOOBBIMU MIEYATSAMH IO ICUCTBUTEIBHBIM U YCIIOBHBIM
HAaNMEHOBAHUSAM MOXET OBITh NMPEIOCTABICHO:

a) MPUKa30M PYKOBOJAUTENSI OPraHU3alUU JPYTUM JOHKHOCTHBIM JIMIIAM 3TOW OpraHu3aIiiy;
0) HaYaJIbHUKY CEKpeTapuara;

B) HAUAIbHUKY CTPYKTYPHOT'O MOJIpa3iesiCHus;

') COTPYIHUKY CEKpeTapuara.

1.27. Yuér u BbI1aua neyaTeil v MITaMIioB B OPraHU3alliy BO3JIaraeTcs Ha:
a) CeKpeTapHarhbl;

0) CTpYKTYpHBIE TIOJIpa3/IeJICHUs;

B) COTPYJIHHUKA CTPYKTYPHOTO MOAPA3/ICICHHUS;

I') IO/Ipa3IeJIEHUE ONPEAEIAET PyKOBOIUTEND OpraHU3aluy.

1.28. IIpoBepka HaM4Ks MeyaTeil ¥ TaMIIOB B OpraHU3al[uy POU3BOIUTCS:
a) OJIMH pa3 B IO,

0) Ba pasa B roj;

B) O/IUH Pa3 B TPU I'0j1a;

') O/IUH pa3 B JiBa roja.

1.29. Jlena, )xypHaibl 1 KApTOTEKH, 3aKOHUEHHBIE IIPOU3BOJICTBOM, CPOK KOTOPBIX B
HOJPa3/IeIEHUsIX B COOTBETCTBUH C IIEpEUYHEM UCTEK, CIAIOTCS B APXUB!

a) OJIMH pa3 B IO,

0) 1Ba pasa B roj;

B) TPU pasa B roJ;

I') OJIMH pa3 B TPH roja.

1.30. ApxuBHbIE U 3aKOHYEHHBIE TPOU3BOJICTBOM HOMEHKJIATYPHBIE JIeNa, dKYpPHAIIbI 1
KapTOTEKH YHUUTOKAIOTCS:

a) MocJie 3aKJIFOYSHHS SIKCIIEPTHON KOMUCCHH U TIOYYEHUS pa3peleHus pyKOBOIUTENS
OpraHu3aly, HA3HAYUBIIETO 3Ty KOMUCCHIO;

0) moce moay4YeHus pa3pelIeHHus 3aMECTUTENSI PyKOBOIUTEIS OpTaHU3aIiH;

B) MOCJI€ MOJIY4YEHUSI pa3pelieHuss pyKOBOAUTENS CTPYKTYPHOIO MOIPa3AeIeHHUS;

T') IOCJie IOyYeHUs pa3pelieH s HaYalbHHUKa CeKpeTapHara.

1.31. K kpuTepHsiM MpOUCXOKICHHS, IPUMEHIEMbIM ITPU MIPOBEIEHUH SKCIEPTU3BI LIEHHOCTH
JOKYMEHTOB B OpTaHU3aIlMU, OTHOCHTCS:

a) (yHKIIMOHAIBHO-1IeJIeBOE Ha3HaYeHUEe opraHa 0e30MacHOCTH;

0) MOJIMHHOCTh JOKYMEHTA,

B) IyOJI€THOCTh IOKYMEHTA;

r) usnveckoe COCTOSIHUE JOKYMEHTA.

1.32. BriBepKa KypHaJIOB y4€Ta BBIIA4M JI€] U3 apXUBOXPAHWINIIA U KOHTPOJIBHBIX KapTOUEK
IIPOBOJIUTCS:

a) OJMH pa3 B HEJIEIIO;

0) oIMH pa3 B MECHII,

B) OZIMH pa3 B KBapTaJl WK B MOJYTOHE;

I') OJIMH pa3 B rOfl.

1.33. IIpaBoBoii cTaTyc apXuBa 3aKpeIISETCS:



a) Muctpykuueit 06 apxuse;

0) IlonoxxenneM 00 apXHBe WJIM YCTAaBOM apXHBa;
B) AIMHUHHCTPATUBHBIM PEIIIAMEHTOM;

T') HE 3aKpeIuIsieTCsl.

1.34. Jlenna, 3aKoHUYEHHBIE IPOU3BOICTBOM, CPOK XPaHEHHsI KOTOPBIX B MOJPA3ACICHUIX UCTEK,
C/IaIOTCS B apXUB MO TpaduKy:

a) OJIMH pa3 B MecALL;

0) oauH pa3 B KBapTal;

B) OJIMH pa3 B IOJYTOHE;

I') OJIUH pa3 B Iof.

1.35. Pa3HOBUAHOCTSIMH apXUBHOTO (POH/IA SBISIOTCS:

a) apXMBHBIN (OH]T OPTraHU3AIMH, COCTOAIINN 13 JOKYMEHTOB, 00pa30BaBIINXCS B IIPOLIECCE ETO
NeSITeTbHOCTH;

0) apXuBHBII (HOH] TMYHOTO MIPOUCXOXKICHHUS, COCTOSAIINHI U3 JOKYMEHTOB, 00pa30BaBIINXCS B
IPOLIECCEe KU3HU U JEATEIbHOCTH OTAEIBHOTO JINCTA;

B) 00beAMHEHHBIN apXUBHBIN (POH[I, COCTOSIINI U3 JOKYMEHTOB, 00pa30BaBIIMXCS B POLIECCe
JIeATEIbHOCTH JIBYX HJIM O0Jiee OpraHoB 0€30IacHOCTH, MIMEBIINX MEXIY cO0O0M HCTOPHUIECKH U
(nn) moruyecku 00yCIOBIEHHBIE CBSA3U — OIHOPOIHOCTh M PEEMCTBEHHOCTD JICSITEINbHOCTH,
NOAYMHEHHOCTD, MECTOHAXOKICHHE U JIP.;

I') BCE IEpEYHCICHHOE.

1.36. IIpuém TOKYyMEHTOB B ApXUB OCYILIECTBIIACTCS:
a) MO CATOYHBIM OTHUCSIM;

0) 1O apXHUBHBIM OIHCSM;

B) TIO COIIPOBOJUTEIHHBIM IMHUChMaM;

T) [0 JII0OOMY M3 TIEPEUHUCICHHBIX IOKyMEHTOB.

1.37. ApxuBHbIE TOKyMEHTHI BBLAAIOTCS JIJIs1 SKCTIOHUPOBAHUS JIOKYMEHTOB H I10 3aIIpocaM
CyeOHBIX ¥ MPABOOXPAHUTEILHBIX OPTaHOB Ha CPOK:

a) 1 mecsa;

0) 3 mecsiia;

B) 6 MecsIIeB;

r) 12 mecsues.

1.38. OcHOBHBIMU (hOpMaMH HCIIONB30BAHUS JOKYMEHTOB B apXUBE SBIISIOTCS:

a) nH(pOpPMaLIMOHHOE 0OecreueHHEe MOIb30BaTeNe B COOTBETCTBUH € UX 3aIIPOCaAMHU
(3asIBICHUSIMH), a TAK)KE B TUIAHOBOM W MHUIIMATUBHOM TOPSI/IKE;

0) PKCIIOHMPOBAaHUE JOKYMEHTOB Ha BBICTABKaX, MyOJIMKalHUs JOKYMEHTOB;

B) BbIjIa4a JJOKYMEHTOB BO BPEMEHHOE IOJIb30BAHNUE;

I') BCE MEepEeYrCIeHHOE.

1.39. Hupuna npoxosia MeXIYy PSAAMU CTEIIAXKEH B apXUBOXPAHIIIUIIE TOHKHA COCTABIIATD:
a) 100 cwm;
0) 120 cm;
B) 150 cMm;
r) 200 cMm.

1.40. B 3anpoce 1o apXMBHOMY JIOKyMEHTY 0053aTeJIbHO YKa3bIBAIOTCS:
a) pamunus, UMsl, 0OTYECTBO (MIPU HAJIMYHMH) 3asIBUTENS, PEKBU3UTHI OJlaHKa MUChbMa — JJIs OopraHa
Y OpraHu3allly, IOYTOBbIM aapec U (MIIN) afpec 3JIEKTPOHHOM MOYTHI 3asIBUTENS, CYTh 3apoca,



UHBIE CBEJICHHUS, TIO3BOJISAIONINE OCYIIECTBUTH MOMCK TOKYMEHTOB, HEOOXOIUMBIX IS
UCIIOJIHEHUS 3a11poca, JIMYHAs MOANUCH (U1 MMCbMEHHBIX 3allpOCOB) U /1aTa;

0) dbamunus, UMs, OTYECTBO (TIPU HAJTMYWH) 3asIBUTEIISA, PEKBU3HUTHI OJIaHKA MUChMa — JUIsl OpraHa
U OpraHu3aluy, MOYTOBbIM aapec U (WIn) agpec IEKTPOHHOM MOUTHI 3asBUTENS, CyTh 3alpoca,
JUYHAas TOANUCH (AJ11 MUCbMEHHBIX 3alPOCOB) U J1aTa;

B) (hamMumnust, UMs1, 0TYECTBO (IIPU HAIIMYKMHK) 3asIBUTENIS], PEKBU3UTHI OJaHKa MCbMa — JUIs OpraHa
Y OpraHM3alliy, CYTh 3aIIpOca, UHbIE CBEIECHNUS, IO3BOJISAIONIME OCYIIECTBUTD IIOMCK
JIOKYMEHTOB, HEOOXOIUMBIX Ul UCIIOJIHEHHS 3a11pOCa, JIMUHAs MOANUCH (IJ1 TMCbMEHHBIX
3amnpocoB) U J1aTa;

r) amMuiIus, UM, OTYECTBO (MPU HAJIMYUH) 3asBUTEIISA, PEKBU3UTHI OJIaHKA IMMChbMA — JUIsl OpraHa
Y OpraHM3aliy, HOYTOBBIN aapec U (WIN) afpec 3JIEKTPOHHOM MOYTHI 3asBUTENS, CYTh 3aIllpoca,
UHBIE CBEJICHHUS, TI03BOJIAIOLINE OCYILECTBUTh MOMCK JTOKYMEHTOB, HEOOXOAUMBIX JUISI
MCIIOJIHEHMS 3a1poca.

1.41. Cpok paccMOTpeHHUs 3arpoca 110 apXUBHOMY JI0KYMEHTY:

a) He JTOJDKEH npeBbImarh 30 THel ¢ JaThl €ro perucTpaluu;

0) He noskeH npesbliarh 30 1HEH ¢ 1aThl €r0 PErucTpaly, HO B UCKIIIOUUTEILHOM CiIydae
MOJKET OBITh MPOJIEH He Oonee yem Ha 30 AHEH;

B) HE JOJDKEH MpeBblarh 10 aHeH ¢ JaThl ero perucTpaiuu;

T') HE JIOJDKEH MpeBbImmaTh 60 qHEH ¢ 1aThl €ro perucTparyy.

1.42. I1pu nOCTYIUIEHUH 3aMIPOCOB, KOTOPbIE HE MOTYT OBITh MCIIOTHEHBI 0€3 MPEA0CTaBICHUS
JIOTIOTHATEIHHBIX CBEJICHUH MM YTOYHCHHA, apXUBHBIC MTOJIPA3ACIICHUS 3alPalInBaIOT Y
3asgBUTENST HEOOXOAUMYIO HH(OPMAITHIO:

a) B Teuenue 10 nHei;

0) B TeueHUe 7 JTHEH;

B) B TEUCHHE 5 AHEH;

') B TeUeHHUE 3 THEH.

1.43. Cpok moJAroTOBKHY M HaIpaBJICHHUS] OTBETA Ha MEXBEJOMCTBEHHBIN 3a11poc 0O
MIPEICTABICHUH IOKYMEHTOB M HH(POPMAIIUHU TSl IPEOCTABICHUS TOCYIapCTBEHHOM WITH
MYHHIIUTIATIEHOM YCIYTH C UCTIOIh30BAHUEM MEXBEIOMCTBEHHOTO HH(POPMAIIMOHHOTO
B3aUMOJICHCTBHS HE MOXET MPEBHIIIATh:

a) 3 pabounx JHEH co IHS MOCTYIUICHUS MEXBEIOMCTBEHHOTO 3apoca B apXUBHOE
noJipa3eieHIe OpraHu3allni;

0) 5 pabouux AHEN co THS MOCTYIUIEHUSI MEXBEIOMCTBEHHOTO 3apoca B apXUBHOE
noJipa3eieHIe OpraHu3allnu;

B) 5 pabouux IHEH cO AHS MOCTYIUICHHS] MEKBEIOMCTBEHHOTO 3allpoca B apXUBHOE
noJipa3eieHue OpraHu3alliy, €CIIM UHbIE CPOKU MOATOTOBKH M HANPABJIECHUS OTBETA Ha
MEXBEJOMCTBEHHBIH 3aIIpOC HE YCTAHOBIJIEHBI 3aKOHOIaTeNbCTBOM Poccuiickoit @enepanuu;
r) 7 pabounx JHEHN CO THS MOCTYIUICHUS] MEKBEIOMCTBEHHOTO 3allpoca B apXUBHOE
MoJipa3eeHue OpraHu3allii, €CIIM UHbIE CPOKH MOATOTOBKH M HAIPABJIEHUS OTBETA Ha
MEKBEIOMCTBEHHBIN 3aIIPOC HE YCTAHOBJIEHBI 3aKOHOATENBCTBOM Poccuiickoit denepanuu.

1.44. T'pud cexkpeTHOCTH yCTaHABIMBACTCS JUTsl HOCUTENICH, COIeP KAINX CBEICHUS,
COCTABIIAIOIINE TOCYIaPCTBECHHYIO TalHHY:

a) 0co00# BAXKHOCTH, COBEPIIIEHHO CEKPETHO, CEKPETHO;

0) 0c000ii BAXKHOCTH;

B) 0000 BaKHOCTH, COBEPIIIEHHO CEKPETHO;

') 0c000i1 BAXKHOCTH, COBEPIIIEHHO CEKPETHO, CEKPETHO, JIJISI CITY)KEOHOTO TOJIh30BAHMS.

1.45. Ha Pa3MHOXECHUE CEKPETHBIC NTOKYMEHTHI IEPEIAIOTCS TOJIBKO.



a) 3aperuCTPUPOBAHHBIMU U O(OPMIICHHBIMH B YCTAaHOBICHHOM TOPSIJIKE;
0) 3aperuCcTpUPOBAHHBIMHE B JKypHaJIEC YUETa pa3MHOKEHNS,

B) IIOCJIE pa3peIeHusi pyKOBOJICTBA,

r) mociie opopMIICHHUS 3aKa3a.

1.46. Ha kaxip1ii CEKpeTHBIN JOKYMEHT, TTOJICKAIINA Pa3MHOXKEHHIO, O(OPMIISETCS:
a) 3aKa3 WIK pa3pelieHue;

0) 3aka3;

B) 3asIBKa;

T') pa3pelieHue.

1.47. PyKOBOIUTEIIM OPTraHU3AIlMU M UX CEKPEeTapHaThl OCYIIECTBISIOT IPOBEPKH CEKPETHOTO
JIEJIONIPOU3BOJICTBA B CTPYKTYPHBIX TOAPA3ICICHUSX OPTaHU3AIUN U B TIOAYNHEHHBIX
MOIPA3ICTICHHSIX

a) He peke OJHOTO pasa B rof;

0) He pexe OHOTO pasa B JIBa rojia;

B) HE peKe OJJHOTO pa3a B TP TOJIa;

') HE PEXKe OJIHOI0 pasa B YEThIPE rojia.

1.48. HenocpencTBeHHbIE HAYANBbHUK 00s13aHbI IEPUOTUUYECKHU POBEPATH MOPSIOK XPAHEHHS
CCKPCTHLIX JOKYMCHTAJIbHBIX MaTCpPpHUAJIOB Y HOII‘-II/IHéHHI)IX COTPYAHHKOB!

a) He peke OIHOTO pa3a B MECHIII,

0) HE pexe OIHOTO pa3a B rof;

B) HE peke OJJHOTO pa3a B KBapTall;

I') HE PEXKe OIHOT0 pasa B MOJITOAA.

1.49. O ¢axrax yTparhl CEKpETHBIX HOCUTENEH NH(OPMALIUU T0KJIAbIBACTCS] PYKOBOJCTBY
HOApa3AeICHUS:

a) He3aMeJIUTENIbHO;

0) He mo3/1Hee 24 yacoB ¢ MOMEHTa OOHAPYKEHUsI yTpaThl;

B) HE MO37{HEee TPEX JHEH ¢ MOMEHTa OOHAPYKEHHUS YTPaThl;

T') HE M03/IHEee JIBYX JIHEH ¢ MOMEHTa OOHapyXEeHHUS yTParThl.

1.50. be3Bo3BpaTHOE U3BATHE CEKPETHOTO TOKYMEHTA U3 JIeNa JOMYyCKAeTCs TOJIBKO:

a) C paspenieHns HadYaJIbHUKaA CTPYKTYPHOTO TTOJIpa3/IeIeHHs], B KOTOPOM HaXOAUTCs (BeIETCs)
3TO AEJ0, C 00s3aTeNIbHBIM OCTaBICHHEM B HEM KOIHUU U3BSATOTO JOKYMEHTA WJIH CIIPaBKH-
3aMECTHUTENS Ha U3bATHIA JOKYMEHT;

0) ¢ pa3pelieHus HaYaabHUKA CTPYKTYPHOTO TOAPA3IeICHNUS;

B) C OCTaBJICHHUEM CIIPABKH-3aMECTUTENISI HA U3BATHIN JTOKYMEHT;

T') C OCTaBIIEHUEM KOIUHU U3BATOTO JTOKYMEHTA.

1.51. ITo pa3MHOXEHUIO CEKPETHBIX JOKYMEHTOB U3JAETCSL:
a) MpUKa3;

0) ykasaHue;

B) MTaMSTKa;

T') pacropsbKEeHHe.

1.52. ITpu cMeHe pykoBoauTeNs (HadyalbHUKA) CTPYKTYPHOTO MOApa3AeIeHUs IPOBEPSIETCS:
a) HaJIM4YMe BCEX CEKPETHBIX JOKYMEHTAJIbHBIX MaTepUaoB, YUCISAIIMXCS HA yuéTe B
CTPYKTYpPHOM IOJpAa3/IEICHNH;

0) HaJIM4YKe CEKPETHBIX TOKYMEHTAIbHBIX MaTepUasoB, YUCIALUIUXCS B CEKpeTapuare;



B) HaJINYUC CCKPCTHLIX JOKYMCHTAJIbHBIX MAaTCPHUAJIOB, YUCIIAINUXCA 3a PYKOBOAUTCIIEM
(HaYaTbHUKOM) CTPYKTYPHOTO TOAPA3ICICHNUS;
I') HaJIM4KUE CEKPETHBIX TOKYMEHTAIbHBIX MAaTEPHAJIOB HA OTJEIBHOM Y4acTKe.

1.53. CexkpeTrHble JOKYMEHTBI TOIIMBAIOTCS B JIEJI0 HE IMO3HEE:
a) 10 gHe# co AHS UX UCIIOTHEHUS;
0) 15 nHeii co AHS UX UCTIOTHEHUS;
B) 45 nHEW co THSA UX UCTIOJHCHUS,
r) 30 nHEeH co AHS UX UCTIOTHEHUSI.
2 Bonpochl B 3aKkpbITOi (hopme

2.1 Kakoit opunranbHbIil JOKYMEHT U3AAE€TCS MO PA3MHOKEHHUIO CEKPETHBIX JOKYMEHTOB
2.2 B nepBy10 ouepesb BCKPBIBAIOTCS IMTAKETHI C IOMETKAMHU
2.3 Tlopyuenust 6e3 ykazaHusi KOHKPETHOW JaThl UCTIOJIHEHUS MOJIJIeKaT UCTIOIHEHUIO B CPOK
IoHen

2.4 Kax eIl TOM JieJia JODKEH cofiepKarh He Ooiee JINCTOB.

2.5 O (dakrax yrparbl CEKpPEeTHBIX HOCHUTENEH WH(OPMAIMK TOKIABIBACTCS PYKOBOJICTBY
MOJpa3IeICHU
2.6 Tlpu mocTyIIeHUH 3alpoCOB, KOTOPHIE HE MOTYT OBITh HCIOJHEHBI 03 IMPeIOCTaBICHUS
JOTIONIHUTEBHBIX CBEIEHUH WM YTOYHEHUW, apXUBHBIC TMOAPA3JCICHUs 3alpalluBaOT Y

3asBUTENSI HEOOXOAUMYI0 HH(POPMALIUIO B TEUCHUE JHEW
2.7 ApxuBHBIE JTOKYMEHTBHI BBIJAIOTCS MAJIA SKCIIOHUPOBaHHUS JOKYMEHTOB U IO 3ampocam
CyIeOHBIX ¥ MPABOOXPAHUTEIBLHBIX OPraHOB HA CPOK MeCAIIeB

2.8 OTBETCTBEHHOCTb 3a COXPAaHHOCTh M MPaBHJIBHOE MCIIOJIb30BaHUE TIepOOBBIX Ieyareit

BO3JIAraeTCsl HETTOCPEACTBEHHO Ha

2.9 B Hepabouee BpeMsI KOpPpECIOHICHIIUS PUHUMACTCS COTPYAHUKOM
HOApa3ACICHHS

2.10 IMTopyueHus 6e3 yka3aHHs KOHKPETHOH JaThl MCIOJHEHUS MOAJEKAT MCIIOJHEHUIO B CPOK

n0 JHEN

2.11 [opyuenus 0e3 ykazaHUsi KOHKPETHOH JaThl UCIIOJHEHNUs, COAEpIKale B TEKCTEe YKa3aHHUe

«Cpo4HO», TIOJIEKAT UCTIOTHEHUIO B CpOK

2.12 3a ucnonHeHUeM MOpPYYEHMH, He MOCTABIEHHBIX Ha KOHTPOJIb, OCYIIECTBISETCS OOIIUi

KOHTPOJIb TyTEM MTEPUOTNIECKON TPOBEPKH, HE PEIKE

2.13 TlepronM4YHOCTb MPEACTABICHUS CIIPABOK O XOJE HCIOJIHEHUS MOPYYEHHH oIpeessercs

PYKOBOIUTENIEM OpPTaHU3AINU, HO HE PEXe

2.14 HomeHknaTypa opraHu3aly CoCTaBIseTcs (YKaXKUTe, Ha Kakoil cpok)

2.15 CekpeTHbIe JOKYMEHTHI TIOAIIMBAIOTCS B JIETI0 HE MO3/IHEE CO JIHS UX UCTIOJTHEHUS

2.16 Ceiippl M KIIOUM OT HUX, a TaKXKe KIOYM OT PEKHMMHBIX IOMENIeHUH OepyTcs Ha

LEHTPAJIN30BaHHbIN YUET B

2.17 Kaxxaplii TOM Jiea TOJKEeH coliepKaTh He Oosee JINCTOB

2.18 B mnpexenax apxuBHOTO (OHAA YUYETHO-KIACCUPUKAIMOHHON EIMHUIECH SBISETCS

2.19 Kaxkoii mpaBOBOl aKT pETyIHPYEeT MOPSAJOK PACCMOTPEHHsS OOpalleHHi TrpaxaaH B
Poccuiickont ®@enepanuu
2.20 OTBeTCTBEHHOCTh 3a COXPAHHOCTh W TPABHIBHOE WCIIOJIB30BAHUE TepOOBBIX II€daTei
BO3J1araeTcsl HEMOCPEICTBEHHO Ha

2.21 Kaxnaplii BUJA JTOKYMEHTa JOKEH MMETh YCTAHOBIICHHBIE PEKBU3UTHI W OMPEIEIIEHHBIN
MOPSZIOK MX PACIIOIOKEHUS B COOTBETCTBUH C

2.22 OTBETCTBEHHBIN COTPYAHUK 32 Pa3MHOKEHUE JOKYMEHTOB ONPEAEISAETCS:

2.23 T1o pa3MHOXEHUIO CEKPETHBIX TOKYMEHTOB U3JaETCs
2.24 CnmcOK pacCBUIKH COCTaBISIETCS TPH HANpaBICHWW JIOKYMEHTa Ooliee dYeM
azpecaram.




2.25 KeM BCKpBIBAIOTCS MAKETHl C OTPAHUYUTEIBHOM MOMETKOH «JIMIHO»

3 Bonpochl Ha YCTAHOBJIEHUH MOCJI€I0BATEIbHOCTH
3.1 YcraHoBUTE NPABWIbHYIO MOCJI€EI0BATEIbHOCTD MOJYYeHUS BXOASAIEH JOKYMEHTAIIUN
B YUpe:KIeHUHU

a) HEMOCPEACTBEHHBIN UCTIOJHUTENb JOKYMEHTa

0) UHBIC JIHIIA

B) PYKOBOJIUTENb MMOAPA3/ICICHHUS

I') ceKpeTapuaT
3.2 YcTaHOBHUTE MPABUJIBHYIO NOC/I€10BaTEJILHOCTH PeryJIMpoBaHus apXuBHoro jaena ®3
M0 MepapxXnuuyecKoi 3 HAYNMOCTH:
a) ®enepanbHbIM 3aKOHOM OT 22 OKTsI0pst 2004 . Ne 125-D3 «O6 apxuBHOM Jene B Poccuiickoi
Denepauuny;
0) ®enepanbabIM 3aKk0HOM OT 20 derpans 1995 1. Ne 15-D3 «O6 undopmanuu,
UH(POPMaTH3AIMY U 3aIUTe HHPOPMALIUN;
B) ®enepanbHbiM 3ak0HOM OT 27 utoist 2010 . Ne 210-d3 «O06 opranuzanuu nNpeaoCcTaBICHHIS
TOCYAapCTBEHHBIX M MYHUITUTIATBHBIX YCIIYTY;
r) 3akonom Poccuiickoit @enepanuu ot 21 utons 1993 . Ne 5485-1 «O rocynapcTBeHHOM
TaHEY.
3.3 YcTraHOBUTE NPABUIBHYIO M0CJI€10BATEIbHOCTD NMOJY4eHHS BXOASIIEH JOKyMEeHTAIuN
B YUpeKIeHU U
a) HETIOCPEJICTBEHHBIN UCTIOTHUTENb JOKYMEHTA
0) uHbIe THLA
B) PYKOBOJIUTEINb MOAPA3ICICHUS
I') cekpeTapuar
3.4 YcTraHOBUTE NPABUJIBHYIO NOC/I€10BATEIbHOCTD YYETHO-KJIACCH(PUKATMOHHBIX €IMHUIL
B APXMBHOM (pOH/I€ SIBJISIETCH:
a) eMHUIA XPAHEHUS;
0) onucCh;
B) JICJIO;
') JOKYMEHT.
3.5 YcraHoBuTte MNPaBWIBHYI0  MOC/JAEI0BATE]BLHOCTh:  NPOHYyMepyiiTe  3J1eMeHTbI
aJMUHUCTPATHBHOIO TIPUHY:KIeHUs] B cdepe JAOKYMEHTO000pPOTa MO OYepPeIHOCTH
BO3HMKHOBEHMSI:
a) aIMUHUCTPATUBHAS OTBETCTBEHHOCTb;
0) aAMUHUCTPATUBHOE MIPECEUCHNE;
B) aIMUHUCTPATUBHOE MPEIYyIPEKICHNE

4 Bonpochl Ha yCTAHOBJIEHHE COOTBETCTBHUS

4.1 YcTraHOBHTE COOTBETCTBHE:

1. ITo pa3MHOXEHHIO CEKPETHBIX TOKYMEHTOB A) namsTKa

n3nacres

2. Ha KaK 1IN CEKPETHBIN JOKYMEHT, | b) 3aka3 win paspemienue
TTO/IJICKAIIMI pa3MHOXKEHUI0, 0OPMIIIETCS

3. Ha COTPY/IHUKA, OTBETCTBEHHOI'O 3a | B) mpukas

Pa3MHOKEHHUE CEKPETHBIXJOKYMEHTOB U3HAETCs

4.2 YCTAaHOBHUTE COOTBETCTBHE:

1. XKanoba A) Od¢unmansHoe BBICKa3bIBaHHE, COOOIIEHHE B YCTHOW WIH
MACBMEHHOW (POpME C HM3JI0KECHHEM TOYKH 3PCHHS 10 KaKOMY-JIHOO
BOIIPOCY.

2. 3asBIIeHUE b) [TucemenHoe TpeOoBaHUE (JIOKYMEHT), oOparieHHoe K
YIIOJTHOMOYEHHOMY TOCYAapCTBEHHOMY OpraHy o0 ycTpaHeHHH
HapYIICHHUI MTPaB ¥ 3aKOHHBIX HHTEPECOB




3. [Iperen3us

B) HampasieHHnsie B TOCYIapCTBEHHBIH OpraH, OpraH MECTHOTO
CaMOYMpPAaBIEHUSI WM JIOJDKHOCTHOMY JHIy B TMHCBMEHHOH (hopme
Wi B popMe 3JIEKTPOHHOTO IOKYMEHTA MPeII0KEHUE, 3asIBJICHUE WU
Kano0a, a TaKKe yCTHOE 0OpalleHne TpaKAaHuHa B TOCYIapCTBEHHBIN
Opras, OpraH MECTHOTO CaMOYIIPaBJICHHUS

4. O6pameHue

I') TTucekmeHHOE M3NIOXKEHHE TPEOOBAHUI MOTPEOUTENsT K MPOAABILY
(M3rOTOBUTENO, MHCIOJHUTENI0) B CBSI3W C  OOHapyXeHHeM
HEJOCTaTKOB B ToBape (pabore, yclyre) WIH HEHAICKAIIIM
WCIIOJIHEHUEM NPOAABIOM (M3TOTOBUTEIEM, MHCIIOJIHUTEIEM) CBOUX
00513aTENILCTB 110 IOTOBOPY..

4.3 YcranoBurTe COOTBETCTBHE:

1. [Mopyuenus 6e3 ykazaHHsI KOHKPETHOM J1aThl
VICIIOJIHEHMSI TTOJIJIEXKAT MCIIOJIHEHUIO B CPOK

A) He pexe IBYX pa3 B MECsII]

2. [Topyuenus
UCITIOJTHEHUS, COAEpJKalle B TEKCTe YykaszaHue «CpodHO»,
HO/JIEkKAT UCIOTHEHHIO

0e3  ykazaHHMs  KOHKpETHOW  jarel | b)3a 3 mHs 710 ero ucTedeHus

IIpUYMHAM

CpoKa

3. Ecnu ucnonnenust mopydeHus B Cpok o oObeKTUBHBIM | B) B 3-mHEBHBIN cpok
HEBO3MOKHO, NoJpa3ieNICHHE-UCTIOHUTEIh
00513aHO 00paTUTHCSA K PYKOBOJIUTENIO OpraHHU3aIlH, JaBIIEro
NOpYYEHHUE, 32 Pa3pelIeHuEM Ha TPOIJICHHE yCTaHOBJICHHOTO

4. 3a uCHOJHEHHEM Nopy4yeHHil, He mnocTaBieHHbIX Ha | ') mo 30 gueit
KOHTPOJIb,  OCYLIECTBISETCS  OOIMH  KOHTPOJIb  MYTEM
IIEPUOJINYECKON IPOBEPKH

4.4 YcTaHoBHUTE COOTBETCTBHE:

MIPEIOCTaBICHUs] JOIMOJHUTENIbHBIX CBEICHUN
WIM YTOYHEHUH, apXWBHbIE IOAPA3ICICHUS
3ampamuBalOT Y  3asgBUTENS]  HEOOXOTUMYIO
HH(pOpMaLINIO

1. Cpok paccMoTpeHus 3anpoca 1o A) B TeueHue 7 nHen

apXUBHOMY JIOKYMEHTY

2. [Ipu moctymieHuu 3arnpocoB, KoTopsle | b) 5 pabounx aHeil co THS MOCTYIICHUS
HC MOr'yT OBITH HCITOTHCHBI 0€3 | MexBeTOMCTBEHHOTO 3aIpoca B apXUBHOE

IIO/Ipa3/CIICHUEe OPraHU3allvuu, €CIU UHbIE
CPOKH IMOATOTOBKU U HAIIPABJICHUA OTBCTA
Ha MG)KBCI[OMCTBGHHBII\/'I 3aIrpocC HE
YCTaHOBJICHBI 3aKOHOIATENLCTBOM PD

3. [Ipy mocTyrmieHuu 3ampocoB, KOTOpBIE
HE MOTYT OBITh HCIIOJTHEHBI 0e3
NPEIOCTABIECHUST JOTOJHUTEIbHBIX CBEJCHUN
WIA YTOYHEHHWH, AapXWBHBIC TIOAPa3/ICICHUS
3alpallMBalOT Yy 3asgBUTENS]  HEOOXOIUMYIO
MH(}OpMaIUIO

B) ne momxen npebimars 30 AHEH ¢ naThl
€ro perucTpanuud, HO B HCKIIOUYUTEIHLHOM
cllydae MOXKeT ObITh IPOAJNIEH HEe OoJiee 4yem
Ha 30 gueit

4.5 YcraHoBuTe COOTBETCTBHE:

1. IIpn CMEHE HayanpHUKa | A)  Hanuume — CekpeTHBIX  JOKYMEHTAJIbHBIX
CeKpeTapuara npoBepsercs MaTepHaJIoB, YUCIISIIUXCS B apXUBE

2. IIpn CMEHE pykoBoautens | b) Hanuune cekpeTHbIX JOKyMEHTaIbHBIX
(HaYasbHUKA) CTPYKTYPHOTO | MaTepuajoB, YUCISALINXCSA BO BCEM OpraHe

oApa3aCJICHUA TPOBEPSACTCA

3.1Ipu cMeHe pyKOBOJIMTEIS apXHBa B) Hammume  cekpeTHBIX  JOKYMEHTAJIbHBIX

MaTCpuajioB, YUCIANIUXCA B CCKPECTAPHUATEC

4HpI/I CMCHC HaYaJIbHUKA OpraHa F) Hanuume Bcex CCKPCTHBIX JOKYMCHTAJIbHBIX




MaTepuasioB, YUCIAIIUXCA Ha YYETE B CTPYKTYPHOM
MOJIpa3IeICHU

5. KoMneTeHTHOCTHO-OPHEHTHPOBAHHbIE 3214
Komnemenmuocmuo-opuenmuposannasn 3aoaua Ne 1
OdopmuTe panopt 060 0OHAPYKEHUU MPUZHAKOB MPECTYIUICHHUSI B COOTBETCTBHH CO CT.
143 VIIK P® wu Ilpukazom Muntocta P® ot 11.07.2006 Ne 250 «OO6 yTBepkIeHUU
WHCTpyKIIMKM O TIpUEMe, PETUCTPAIMH W MPOBEPKE B YUPEKICHUSX M OpPraHaxX YTOJIOBHO-
HCIIOJIHUTENIbHON CUCTEMbI COOOIIEHUN O MPECTYIJICHUSIX U MPOUCIIECTBUIX ).

Komnemenmuocmuo-opuenmuposannas zaoaua Ne 2
OdopMuTe MUCHMEHHO IPOTOKOJ COOpaHus (3aceIaHusi) OTIEINA, CIIY>KOBI.

Komnemenmnocmno-opuenmuposannasn 3aoaua Ne 3
Odopmute nucbMeHHO MUIaH pabOTHI OTHENA (CIIYKOBI) Ha KBapTal.

Komnemenmnocmno-opuenmupoeannasn 3aoaua Ne 4
Od¢opmuTe NUCBMEHHO CIIY’KEOHO€ MUCHMO (3alpoC B BBIMIECTOSIIYI0 OpraHU3alINIo,
Hanipumep B ['YOCHUH, o npegocraBieHHM  MaTepUalibHBIX WM JIOACKHX PECYpPCOB,
CHEIUAIILHBIX CPEJICTB, HHPOPMAIIUU U T.1I. )

Komnemenmnocmno-opuenmupoeannasn 3aoaua No 5
OdopmuTe NUCEMEHHO [OJDKHOCTHYIO HHCTPYKIIHMIO B COOTBETCTBUM ¢ [Ipukazom
OCHUH PO ot 05.06.2008 Ne 379 «O0 yrBepxkaeHuu llopsigka mOATrOTOBKHM JIOTKHOCTHOU
UHCTPYKIUU PaOOTHUKA YTOJOBHO-UCIIOJIHUTEIBHOW CUCTEMBIY.

Komnemenmnocmno-opuenmupoeannasn 3aoaua Ne 6
CocTaBUTh aKT IpUEMa-Tiepeadn CIyKEOHBIX /1], TOKYMEHTOB.

Komnemenmnocmno-opuenmuposannasn 3aoaua Ne 7
CocraBuTh 3akilOYEHHWE IO MarepuajgaM CIyKeOHOW MpOBEepKH
(HampuMep, O HAPYIIEHUIO CIIY)KEOHOW AMCUUIUIMHBI WIW YPE3BBIYANHOMY MPOHUCIIECTBUIO
pU HECEHUHU CIYKOBI).
Komnemenmnocmno-opuenmuposannasn 3aoaua Ne 8
Odopmuts crnyxebnoe nucemo (OTBer Ha 3ampoc YBJ[ o mpemocraBieHuun
CIIPaBKH MO TUYHOMY JIeTy OCYKJIeHHOTro VBaHOBa).

Komnemenmnocmno-opuenmuposannasn 3aoaua Ne 9
Odopmure cripaBKy 1o JUYHOMY Ty OCYXKJIEHHOTO (B CIIPAaBKE JTOTKHA
COJIEpKaThCsl COLMANIbHO-AeMorpaduueckas XapakTepUCTUKa OCYKJIEHHOro, MHpopManus o
COBCPIICHHOM NPECTYIJICHUH U HAKa3aHUU, JUCHUIIIIMHEC B UCITPABUTCIbHOM yqpemz[eHHH).

Komnemenmnocmno-opuenmuposannasn 3aoaua Ne 10
OdopMuTe MUCHMEHHO PANIOPT O BOSHUKHOBEHUHU YPE3BBIYAHON CUTYAIIMU MPU HECEHUU
CITyOBI (IOMBITKA MOOETa 3aKIFOYEHHOT0, HalaIeHne Ha TTOCT, HETIOBUHOBEHHE OCYXKJCHHOTO U
T.IL.).

IIIkana oueHMBAHHUA PpeElIeHHS KOMIIETEHTHOCTHO-OPMEHTHPOBAHHON 3aJayM: B
COOTBETCTBUU C JCHCTBYIOIIEH B YHHBEPCHUTETE OAJUTbHO-PEHTUHTOBOW CHCTEMOW OIICHHUBAaHUE
pe3yJbTaTOB IMPOMEXKYTOUHON aTTecTaluu OO0ydJaroluxcs ocyulecTBisercs B pamkax 100-
OaIbHOW  IIKaNbl, TpPU O3TOM MaKCUMaJbHBIA Oaul MO MPOMEXKYTOUYHOM aTTecTaluu



oOyJaromuxcsi o oyHoi Gopme oOydeHus: cocTaBisieT 36 6AIIIOB, M0 OYHO-3a0YHON U 3a09HOMN
dbopmam o6yuenust — 60 (ycranosieno nosnoxenuem I102.016).

MaxkcumanbHOe KOJUYECTBO OaUIOB 32 pEIIeHHE KOMIIETEHTHOCTHO-OPUEHTHPOBAHHON
3agjaun — 6 OamnoB. bamn, momydeHHBIM oOydaromuMmcsi 3a pelieHHe KOMIETEHTHOCTHO-
OPUEHTHPOBAHHOM 33/a4, CyMMHUpYyeTCs C OajuioM, BBICTABICHHBIM €My IO pe3yJbTaTraM
TECTUPOBAHUSI.

OOmwmii Oanm MPOMEXYTOYHOM aTTecTallMd CyMMHUpYyeTcs ¢ OajulaMu, HOJTYyYeHHBIMU
00y4aromuMcs Mo pe3yinbTaTaM TEKYIIEro KOHTPOJIS YCIIeBaeMOCTH B TE€UCHHE CEMECTpPa; CyMMa
0aJJIOB MEPEBOUTCS B OLICHKY MO 5 0a/IbHOM IIKaJe CIeAYIONUM 00pa3oM:

Cymma OamtoB mo 100-6ammpHoi | OrieHka 1o S-0ayuibHON IIKaje
IKaJIe

100-85 OTJIUYHO

84-70 XOPOIIO

69-50 YIOBJIETBOPUTEIIHHO

49 u menee HEYJOBJIETBOPUTEIIBHO

Kpumepuu ouyenusanusa peuwienus KOMnemeHmMHOCHIHO-OPUEHMUPOBAHHON 3a0auu
(HMXKecTeIyIoIue KPUTEPUH OLCHKH SBIISIOTCS IPUMEPHBIMH U MOTYT KOPPEKTHPOBATHCS):

6-5 0anuoB BbICTaBIsieTcd OOyyaroleMycs, €CIM pelleHHe 3aJaud JIEMOHCTPUpPYET
riryOOKoe TOHHMMaHHWe OOydYalomMMCs MPEUIOKEHHOW MpoOJeMbl M pPa3HOCTOPOHHEE ee
paccMoTpeHue; CBOOOIHO KOHCTpyupyemas paboTa npecTaBisieT co0oi JOrMYHOE, SICHOE U IIPU
9TOM KpaTKoe, TOYHOE OINMCAHHWE XOJa peuleHus 3afaud (IOCIeI0BaTEIIbHOCTH (MU
BBIIIOJIHEHUS]) HEOOXOIUMBIX  TPYHOBBIX JeHCTBUH) U (GOPMYIMPOBKY JOKa3aHHOIO,
IIPaBUJIBHOTO BBIBOJA (OTBETA); IPU ATOM OOYyYaIOLIMMCS MPEUIOKEHO HECKOJIbKO BapUaHTOB
pelIeHsT WM OpPUTMHAbHOE, HEeCTaHAapTHOe pelleHue (Win Haumbosee 3¢ ¢eKTuBHOE, WU
Haubosee palMoHaNIbHOE, UM ONTUMAJIBHOE, WM €JUHCTBEHHO IPAaBUJIBHOE PELIEHUE); 3a7a4a
pelleHa B yCTaHOBJIEHHOE IIPETo1aBaTesIeM BpeMs WU C OIepEeKEHUEM BPEMEHHU.

4-3 Oana BbICTaBISIETCS OOYYAIOIIEMYCs, €CIM pelIeHHE 3aJaud JAEMOHCTPUPYET
[OHUMaHHe O0YYaroLMMCs NPEAJIOKEHHOM MpOoOIeMbl; 3a/laya pelleHa TUIOBBIM CIOCOOOM B
YCTaHOBJIEHHOE IIpernojjaBaTesieM BpeMs; UMEIOT MECTO o0IIKe Gppasbl U (WIM) HECYLLIECTBEHHbIE
HE/I0YEeThl B ONTMCAHUU X0J1a peIIeHus U (WIn) BbIBOJA (OTBETA).

2-1 6anna BBICTABISIETCS OOYYAIOMIEMYCS, €CJIHM pEIICHUE 3aJadd JIEMOHCTPUPYET
MOBEPXHOCTHOE MOHUMaHKHE 00y4aroIUMCs MPEATIOKEHHOM MPOOIEMBI; OCYILIECTBIICHA MOMBITKA
11a0JI0HHOTO PEIlIeHus 3a/1a4, HO MPU €€ PEeUIeHUH AOMYIIEHbl OIIMOKU U (MJIM) MPEBBIILIEHO
YCTAQHOBJICHHOE IpernojaBaTeneM Bpemsa. (0 OauloB BBICTaBIsETCS OOydYaroleMycs, €eciu
pelIeHre 3aJaud JEMOHCTPUPYET HEMOHMMAaHHE OOydarolUMCs MPEIOKEHHOW MpoOJIeMbl, U
(MnM) 3HAYMTENBHOE MECTO 3aHUMAIOT oOure (pasbl U TOJOCIOBHBIE pacCyXAeHUs, U (WIH)
3a/laya He pelleHa.







