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1 OEHOYHBIE CPEACTBA JJISA TEKYIIEI'O KOHTPOJIA YCIIEBAEMOCTHU
1.1 BOIIPOCHI JlVI1 KOHTPOJIBHOI O OITPOCA

Tema 1. Ilpeamer, 3agaunm W cHcCTeMa JUCHHUILVIMHBI «/le10ONPOM3BOACTBO M PEKUM
CEKPETHOCTH B A IMUHUCTPATHBHOM JeSATEJbHOCTH MOJTHIIHI»

1. OcHOBHBIE TOHATHUS JEIONPOU3BOICTBA, €TO MPEAMET, 3aa4H, CHCTEMA.

2. CTpyKTypa cofep>kaHus yueOHOW AUCITUIUTHHBIL: «JleIOPON3BOACTBO U PEKUM CEKPETHOCTH
U €€ B3aUMOCBSI3b C JPYTUMH YI€OHBIMH JUCIUIIIIMHAMHU.

3. J1enonpou3BOACTBO B CUCTEME MPABOOXPAHUTEIBHBIX OPraHOB — CYIIIHOCTh M 3HAYEHHE.

Tema 2. UcTopusi opranu3aunum 1eJonpousBoacresa B Poccun

1. OcymecTBienue pyHKIMH JeTONPOU3BOJICTBA B JOMETPOBCKYIO AOXY.

2. Pechopmbl B opranuzanuu JelI0npoOru3BOICTBA B JOCOBETCKOE BpEMSI.

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

4. OyHKIMYU ¥ OpraHU3alus Je10nponu3BoAcTBa B Poccun.

5 Ioxpa3znenenus AETONPOU3BOJICTBA B IPABOOXPAHUTEIBHBIX OpraHax: 3a4a4i U QYHKIUH.
6. MexxayHapoaHble CTaHAapThl B 00JIaCTH OpraHU3alMK JeJIONPOU3BOACTBA U
JIOKYMEHT0000poTa.

7. YHuUKaus MEXIyHAPOJHBIX MPAaBUI COCTABICHUS TOKYMEHTOB

Tema 3. IlonsTMe ¥  BHABI  CJIYKEeOHBIX JIOKYMEHTOB, OOpasylIIMXCA B
NMPaBOOXPAHUTEJbHBIX OPraHax

1. [TonsiTust U 0COOEHHOCTH OPOPMIICHHUS: TPUKA3bl IO OCHOBHOM NEATENILHOCTH U 10 JINYHOMY
COCTaBY; PACIOPSKEHUS; TIOJIOKEHUS, TIPABUIIA, HHCTPYKIMH, HACTABJICHUS; TPOTOKOJIBI; IJIaHBI,
OTYETHI, TOKJIA/Ibl, TOHECEHUS, aKThl, IOKJIa/IHbIE 3alIUCKH, 0030pbI, CIPABKH, 3aKIIOUEHUS.

2. IlousaTus 1 0cobeHHOCTH O(hOPMIIEHUS: CITyKEeOHBIE TTCbMA; CITyKeOHbIE 3aIHCKH;
TeJeTrpaMMBbl, 3JIEKTPOHHBIE COOOIIIEHNS, HapaBisieMble IO BEJJOMCTBEHHOM CBSI3H,
Tesie(hOHOTpaMMBI.

3. [lonsaTus 1 0cobeHHOCTH O(DOPMIICHHSI: PAIIOPTHI JIMYHBIE U CITY)KEOHBIE.

Tema 4. IlpaBuia mnoAroToBKM W O(OPMIIEHUSI OTHAEJbHBIX [OKYMEHTOB B
NPaBOOXPAHUTEJbHBIX OPraHax (10KyMeHTHPOBAaHME)

1. TlpaBuna u mopsinok odopMieHHs W ydéra: MPUKa3bl U PACHOPSIKEHUS; PETIaMEHTHI,
MOJIOXKEHUS, NIPpaBUJIa, HHCTPYKLUWH, MOPSAKY, HACTABICHUS U APYTHe HOPMATUBHBIE IIPABOBLIE
aKThl; TIPOTOKOJIBL; MJIAHbI, OTYETHI, JOKIIAIbl, JOHECEHUS, aKThl, JOKIAJHbIC 3alIUCKHU, 0030pHI,
CHpPaBKH, 3aKIIOUEHUS, PAroOpThl; CIY)KEOHbIE MHUChbMA; CIyXKeOHbIE 3alUCKH; TeJerpaMMBl,
AIIEKTPOHHBIE COOOIIEHUS, HAIIPABISIEMbIE 110 BEIOMCTBEHHOU CBS3H, TEIE(POHOTPAMMBI.

2. IloHATHS pa3IMYHBIX JOKYMEHTOB U 0COOEHHOCTH UX 0(OpPMIICHHUSL.

Tema 5. Ilopsagoxk oOpameHuss JAOKYMEHTOB B IIPABOOXPAHMTEJIbHBIX OpraHax
(IOKyMeHT0000pOT)

1. Buapl JOKyMEHTOIIOTOKOB.

1.1. O6paboTka BXOASIIUX JOKYMEHTOB.

1.2. O6paboTKa UCXOAAILIMX JOKYMEHTOB.

1.3. O6paboTKka BHYTPEHHUX TOKYMEHTOB.

1.4. O6paboTka OpraHMu3aMOHHO-PACTIOPSAUTENIBHBIX JOKYMEHTOB M JJOTOBOPOB (COINIALICHUN ).
2. [Ipuém m 06paboTka JOKYMEHTOB, MOCTYIAIOMIUX 10 BEJOMCTBEHHOW CETH CBS3U; 00paboTKa
TeJIerpamMm; MpUEM U repeaya tenedoHorpamm.

3. Iledyaranue U THPAXKUPOBAHUE IOKYMEHTOB.

4. CreHorpagupoBaHue.



Tema 6. KonTpoub wucnojgHeHusi AoxkyMeHTOB. Ilopsinok paccMoTpeHusi oOpamieHui
rpakJIaH B IPaBOOXPAHUTEJbHBIX OPraHax

1. IToHsiTHS ¥ STanBl KOHTPOJIS UCIIOIHEHUS JJOKYMEHTOB.

1.1. leHTpann30BaHHBIN KOHTPOJIb.

1.2. IlpenBapuTeNbHBIN KOHTPOJIb.

1.3. [IpenynpeauTeabHbIA KOHTPOJIb.

1.4. AHaITUTUYECKUI KOHTPOJIb.

1.5. CHsATHE TOKYMEHTOB C KOHTPOJIA.

1.6. Cpoky UCHIOJTHEHMS] KOHTPOJIBHBIX JOKYMEHTOB.

2. Buael oOpamieHu#l TpakaaH: NPEUIOKCHHS, 3asiBICHUSA, KaloObl. X CyIIHOCTHBIC
XapaKTEPUCTHUKH.

2.1. Dranbl pacCMOTPEHUS WHIAWBHAYAJbHBIX MU KOJJIEKTHBHBIX MPEIJIOKEHUM, 3aiBICHUNA U
Xaso0 TpakKaaH B yUPEKICHUSIX TPABOOXPAHUTEIBHBIX OPTraHOB.

2.2. Komuccun mo paboTe ¢ MICbMEHHBIMU U YCTHBIMU OOPaIEHUsSIMH TPaKIaH.

2.3. KoHTposb mOpsiika pacCMOTPEHUsT 0OpaleHuii TpaXkaaH B CUCTEME MPaBOOXPAHUTEIbHBIX
OpraHoB

Tema 7. [lepenaya JOKYMEHTOB B apXUBbI. JKCIEPTU3a U YHHUYTOKEHHE /1

1. DkcnepTr3a HEHHOCTH U OTOOp TOKYMEHTOB Il XpaHEHHs WM yHUUYTOXeHUs. Ilopsnok u
ocHoBaHus e€ nposeaeHus. OdopmieHre pe3yabTaToB €€ IPOBEACHHUS.

2. Onuce gena. Ilopsaok nepenaun T0KyMeHTOB B apxuB. IloAroroska k nepegaue J0KyMEHTOB B
apXuB.

3. YHuutoxxeHue aen. AKT 00 YHUUTOKEHUH.

Tema 8. OcymecTBi/ieHHe padoT ¢ JOKYMEHTAMM OTPAHUYEHHOT0 PACTIPOCTPAHEHUS
1. Tlomsarme ciuyxeOHONH uH(pOpPMAIMKU OTPaHUYEHHOTO pacmnpocTpaHeHus. [IpucBoeHue,
HU3MCHCHUC, CHATHUC IIOMCTKHU «I[.HSI CJ'Iy)I(€6HOFO II0JIb30BaHUA.
2. Ocobennoctu odopmienus, yudéra, mnpuéma cCiyxkeOHOW HHPOPMAIUM OTPAHUYCHHOTO
pacupoCTpaHeHHUs.
3. [lepemava, mpoBepKka HATUYKSA U YHUUTOKEHUE CITYKEOHOU MH(POpPMAITUU OTPAaHUICHHOTO
pacrpocTpaHeHus. J[elcTBUs COTPyAHUKA ITPAaBOOXPAHUTEIIBHBIX OPraHOB B CIIy4ae yTparbl
JOKYMEHTOB ¢ TIOMeTKOU «/[11s1 ciry>keOHOro Moab30BaHus» IM00 pa3yialleHus CIyXeOHOM
MH(pOpPMALIMU OTPAaHUYEHHOTO PacIpOCTPaHEHUSI.

Tema 9. IlonsiTMe, 3HaYeHHMe W IPABOBOE pPeryJMpPOBaHMEe pPeKMMAa CEKPeTHOCTH B
aAMMHHUCTPATUBHOI 1eSITeJIbHOCTH MOJULINHU

1. TlonsATme, CymIHOCTb M 3HAauY€HUE pEKHUMa CEKpeTHOCTH. CBeeHMs, COCTaBISIOLIUE
rOCyIapCTBEHHYIO TalHY.

2. OOsA3aHHOCTH W OTPAaHUYEHHUS JJSI COTPYIHHUKOB, JOMYIIEHHBIX K pabdoOTe ¢ CEKPETHBIMU
JIOKyMEHTaMHU.

3. KoHTponb coOmofeHusi pexxuMa CEKpeTHOCTH B MPABOOXPAHHUTEIBHBIX OpraHax. MeToanka
OpraHM3alMiy U TPOBENIEHUS TMPOBEPOK HAIWYMUS, MOpAAKAa y4€Ta M XpaHEHUS CEKPETHBIX
JIOKYMEHTOB.

4. TlpaBwia BBITTOTHEHUSI CEKPETHBIX pab0T. OTBETCTBEHHOCTh PYKOBOAUTENEH 32 0OCCIIEUCHNE
Ha/IJIeKAILETr0 PeKUMa CEKPETHOCTH MPOBOTUMBIX PaloT.

IlIkana ouenusanun: 100 GamanHas.

Kpumepuu oyenueanus:

85-100 6anaoB (MM OLEHKA «OTJMYHO») BBICTABIAETCS OOydaromeMycs, €Cld TeMa
pedepaTa packphiTa MOJTHO W TITyOOKO, IPH 3TOM YOCAMTEIbHO W apryMEHTHUPOBAHO H3JIOKEHA
COOCTBEHHAs! MO3MIIMsSI aBTOpa M0 pacCMaTpPUBAEMOMY BOIIPOCY; CTPYKTypa pedepara JIOTHUHA;
U3Y4EeHO OOJIbIIOE KOJMYECTBO AaKTyaJdbHBIX HCTOYHUKOB, TPAaMOTHO CJEJaHbl CCHUIKM Ha



UCTOYHUKH; CAMOCTOSATENIbHO TMOA0OpaH SpKUH HWJUTIOCTPATUBHBIA ~ MaTepual; CHelaH
000CHOBaHHBIN yOEIUTEIBHBIN BBIBOI; OTCYTCTBYIOT 3aMeUaHus 1o oopmieHuto pedepara.

70-80 GannoB (WIM OLEHKA «XOPOILIO») BBHICTABISETCA OOYYaroLIEMyCs, €ClId TeMma
pedepara packpbiTa TOJHO U TIIYOOKO, CHelaHa MOMbITKA CAMOCTOATEIHLHOTO OCMBICICHHUS
TEMBI; CTPYKTYypa pedepara JOruyHa; U3y4eHO JOCTATOYHOE KOJIMYECTBO UCTOYHUKOB, UMEIOTCS
CCBUJIKM Ha UCTOYHUKH; MPUBEJCHBI YMECTHBIE IPUMEPHI; ClieJJaH 00OCHOBAHHBIN BBIBOJ]; UMEIOT
MECTO HEe3HAYUTEIbHbIC HE0UETHI B COJepKaHUU U (WIK) ohopMIIEHUH pedepara.

50 6assnoB (MM OLEHKAa «yAO0BJIETBOPUTEIbHO)») BBICTABIIAETCS 00YyYarOMIEMYCs, €clin
Tema pedepara pacKpbiTa HETIOJIHO U (MIIM) B U3JIOKEHUH TEMbI UIMEIOTCS HEZIOYEThI ¥ OIINOKH;
CTpYKTypa pedepaTta JOrHYHA; KOJUYECTBO M3YUYEHHBIX MCTOYHHKOB MEHEE PEKOMEHIYEeMOTo,
C/IeNaHbl CCBUIKM Ha HWCTOYHUKH; NPHUBENEHBI OOLIME NPUMEpBI, BBIBOJ CHEIaH, HO HMEET
NpPU3HAKA HEMOJHOTHl M HETOYHOCTH; MMEIOTCS 3aMeuaHuss K COAEpKaHUIO U (WJIH)
odopmienuro pedepara.

1-40 6ans0B (WM OIICHKA «HEYAOBJIETBOPHUTENbHO») BBICTABIISCTCS OOyJarOIIEMYCs,
€Cliu cofep)kaHue pedepaTa MMEET sSBHbIE NMPHU3HAKHM Ilaruara ¥ (WwiM) tema pedepara He
packpeiTa ¥ (WJIM) B H3JIOKEHHH TEMBl UMEIOTCS TpyOble OmuOKW; MaTepuanl He
CTPYKTYPHUPOBAH, H3J1araeTcs HEIMOCIeOBaTeIbHO U COWMBYMBO; KOJIMYECTBO H3YyUEHHBIX
UCTOYHUKOB 3HAUMUTEIbHO MEHEE PEKOMEHAYEMOro, HEMpPaBUJIbHO CHAENaHbl CCHUIKM Ha
UCTOYHHKA MJIM OHU OTCYTCTBYIOT, HE NpPUBEACHbI NpPUMEpPbl WM MPUBEICHBI HEBEPHBIC
IIPUMEpPBI; OTCYTCTBYET BBIBOJ MJIM BBIBOJI PaCIUIbIBYAT U HEKOHKpETEH; odopmiieHre pedepara
HE COOTBETCTBYET TPEOOBAHUSIM.

1.2 KEHC-34TA9H

Tema 3. IlonsitTHe HW BHABI CJIY:KeOHBIX JOKYMEHTOB, OOpa3ylommxcsi B

NPAaBOOXPAHUTEIbHBIX OPraHax
Keiic-3amaua Ne 1.

OdopmuTe NHUCBMEHHO pamopT o0 OOHAPYKEHUHW MPHU3HAKOB TMPECTYIUICHUS B
coorBercTBUM co cT. 143 YIIK P® u [Ipukazom Muntocra P® or 11.07.2006 N 250 «O06
yTBEp)KIeHUH WHCTpyKIMM O IpHUeMe, PEerucTpalud M MPOBEPKE B YUPEKACHUSAX U OpraHax
VYT010BHO-UCTIOTHUTEIBHON CUCTEMbI COOOIIEHHH O MPECTYIIICHUSIX U TPOUCILIECTBHUIX .

Keiic-3agaua Ne 2
CocTaBUTh TUCHMEHHO MTPOTOKOJ COOpaHus (3aceqaHus1) OTaena, CIyKObI.

Keiic-3amgaua Ne 3
OdopmMuTe MUCHBMEHHO TIaH PaboTHI OT/AeNa (CITyKObl) Ha KBapTall.

Keiic-3amaua Ne 4
OdopmuTe MUCBMEHHO CIy)XeOHOE MUCHMO (3ampoc B BBIMICCTOSIIYI0 OpraHU3AIMIO,
HanpuMmep B ['YOCHH, o mpenocraBieHMM MaTepUalIbHBIX WM JIIOACKHX PECYpPCOB, CIIEL.
cpencTB, H(pOpMAIUHY U T.1. )

Keiic-3agaua Ne 5
OdopmuTe TUCBMEHHO JOKHOCTHYIO HHCTPYKIUIO B cooTBeTcTBUU ¢ IIpukazom ®CHUH
P® ot 05.06.2008 Ne 379 «O6 yrBepxxknennn [lopsiaka mMOATOTOBKH JOMKHOCTHOW MHCTPYKIIUU
paboOTHUKA YTOJIOBHO-UCIIOTHUTEIHLHONU CUCTEMBDY.

Keiic-3agaua Ne 6
CoCTaBUTHITUCBMEHHO aKT MPUEMa-TIiepeiaun CIy>KeOHBIX J1e]1, TOKYMEHTOB.



Tema 4. IlpaBuna mnoaroroBKM M OQOPMJICHHSI OTAEJBHBIX JAOKYMEHTOB B
NMPaBOOXPAHUTEJIbHBIX OPraHax (I0KyMeHTHPOBaHME)
\
Keiic-3agaua Ne 1.
CocTaBuUTh NMUCHMEHHO 3aKJIIOUEHHE 110 MarepuajiaM CiayxkeOHOW MpOBEpKH (Hampumep,
[0 HApYUICHUIO CIIyK€OHOM AMCHUUIUIMHBI WM YPE3BbIYalHOMY IPOMCIIECTBHIO MPH HECEHHUH
CITY>KOBI).

Keiic-3amaua Ne 2.
OdopmuTh MUCHMEHHO CTyX)XeOHOE MHUCHbMO (0TBeT Ha 3ampoc YBJI o mpepocraBieHnn
CIIPABKH 110 JUYHOMY JI€Ty OCYyXAeHHOro liBaHoBa).

Tema 5. Ilopsinoxk oOpameHHsi JOKYMEHTOB B IPAaBOOXPAHHMTEIbHBIX OpraHax
(IOKyMeHT0000pOT)

Keiic-3agaua Ne 1.
OdopmuTe THUCHBMEHHO CIPAaBKY MO JUYHOMY JIEIy OCYKICHHOTO (B CIpPaBKE MOJDKHA
CONIEPXKaThbCsl  COIMaIbHO-IeMoTrpadrueckas XapaKTepUCTHKAa OCYXIACHHOTO, WHMOpmarus o
COBepI_HeHHOM HpeCTYH.HeHI/II/I W HaKa3aHuHM, JTUCHUIIIIMHE B I/ICHpaBI/ITeJII:HOM y‘-IpC)KI[eHI/II/I).

Keiic-3agaua Ne 2.
OdopmuTe MUCEMEHHO PAOPT O BOSHUKHOBEHUH YPE3BBIYAHON CUTYAIIUU MPU HECCHUH
CITY>KOBI (TOMBITKA TIO0ETa 3aKII0YEHHOTO0, HAMaeHNE Ha MOCT, HEIOBHHOBEHUE OCYXJICHHOTO U
T.IL.).

IlIkana ouenueanus: 7 6annbpHas.

Kpumepuu oyenusanusa (Husicecnedyrowue Kpumepuu OYeHKU AGNAI0MCA NPUMEPHbIMU U
MO2ym KOPpeKmupo8amvcsi):

6-7 6a1J10B (MM OLIEHKA «OTJMYHO») BBICTABISIETCSA 00yYaromeMycs, €Cii 3a/1a4a pelieHa
IPaBUIBHO, B YCTAHOBJICHHOE MPENOAABATENIEM BPEMS WU C ONIEPEKEHUEM BPEMEHH, IIPU 3TOM
00y4aromuMcs MpeAokKEeHO OPUTHHATIbHOE (HECTaHJapTHOE) pelleHue, Wi Hanbomee

s pexTUBHOE perIeHNe, WM HanboJiee palmOHAIBHOE PEIICHHE, UITH ONITHMAIIBHOE PEIICHHE.
4-5 6aaJ10B (WM OLIEHKA «XOPOI0») BBICTABIISIETCS 00YJaIOIEMyCsl, €CIIH 3a/1a4a perieHa
IPaBUIbHO, B YCTaHOBJIEHHOE IpENoJaBaTeleM BpeMs, THUIIOBBIM CIOCOOOM; JOIyCKaeTcs
HaJIN4Yue

HECYILECTBEHHBIX HEI0UETOB.

2-3 6aaJ10B (WM OLIEHKA «Y0BJIETBOPHUTEIbHO0») BBICTABISICTCA 00yUaroIeMycs, €CIIU IPU
pELICHUH 3ajauyl IOMYILEHbl OIIMOKM HEKPUTUYECKOTO XapaKTepa U (UiIH) IPEBbILIEHO
YCTaHOBJIEHHOE IIPETIOAABATEIEM BPEMSI.

0-1 6a10B (UK OTICHKA «HEYA0BJIETBOPHUTEIbHO») BBICTABIIACTCS 00yJarOIIeMYyCsl, €CITH
3ajaua He pelIeHa WIK NpY ee PeLICHUH JOMYIICHbI IpyOble OMMOKH.

1.2 BOITPOCHI H 3AJAHHUA B TECTOBOH ®OPME

Tema 1. Ilpeamer, 3agauMm M cHCTeMa AWUCHHMILVIMHBI: «/le1ONPOM3BOACTBO M PEKHM
CEKPETHOCTH B A IMUHUCTPATHBHOM 1eATEJbHOCTH MOJTHIMI».

1. Kakoii nmpaBoBoii aKT peryjupyer NOpPSiIOK PACCMOTPeHHsI OOpallleHHH rpakIaH B
Poccuiickoii ®enepanumn:

a) Koncturynus P®;

0) ®enepanbubiii 3aKkoH 0T 2 Mast 2006 . Ne 59-D3 «O mopsiike pacCMOTpEHUsT 00palieHui
rpaxnaan Poccuiickoit @enepanumny;

B) mpuka3 MuHKynsTypbl PO;



r) npuka3z MBIl Poccun.

2. Ha xakue kareropuu Jimn pacnpocrpansiercs ®enepanbHbiii 3akoH ot 2 Mast 2006 r. Ne

59-®3 «O nopsiake paccMoTpeHus odpamenuii rpaxxnad Poccuniickoit @enepanumn»:
a) U1y 6e3 rpakJaHCTBa,

0) rpaxxnan P®;

B) rpakiad PD, "HOCTpaHHBIX Tpa)/IaH U JIUIl 03 TPakIaHCTBA;

T') FHOCTPAHHBIX TPaXKIaH.

3. B nepByto ouepeb BCKPbIBAIOTCS MAKEThI C TOMETKaMU

Tema 3. IlomaTMe ®  BHABI  CIYXKeOHBIX JIOKYMEHTOB, 00pa3ylommxcs
NPAaBOOXPAHUTEIbHBIX OPraHax

1. IIpaBo noJib30BaHus repOOBBLIMH NMEYATSIMH MO AeiiCTBUTENBLHBIM H YCIOBHBIM
HANMEHOBAHUSAM NPUHALJICKHUT:

a) pyKOBOJUTENIEM OpraHU3alUy;

0) 3aMeCTUTEISIM PYKOBOIUTENSI OpraHU3AIINH;

B) HaYaJIbHUKY CEKpeTapuara,

I') HAYaJIbHUKY CTPYKTYpPHOTO MOJIPa3/IeIeHUsl.

2. IIpaBo noJib30BaHUSA repOOBbBIMHU MEYATIMHU 110 AeHCTBUTEJIbHBIM M YCJIOBHBIM
HAMMEHOBAHUAM MOKeT ObITh NMPEI0CTABICHO:

a) MPUKa30M PYKOBOJUTENS OPTaHU3AMH IPYTUM JOJKHOCTHBIM JIMIIAM 3TOM OpraHu3aluu;
0) HAaYaNTbHUKY CEKpeTapuara,

B) HAUAJIbHUKY CTPYKTYPHOIO MOIPA3/ICIICHNUS;

') COTPYJIHUKY CEKpeTapuara.

3. YuéT n BbI/1a4a nevyaTeil 1 ITAMIIOB B OPraHU3alMU BO3JIaraeTcs Ha:
a) CeKpeTapuarhl;

0) CTpYKTYpHBIE MTOJIpA3/ICICHUS;

B) COTPYAHHUKA CTPYKTYPHOTO MOAPA3ACICHHUS;

T') OJpa3IeieHUE ONPEIEIISIET PYKOBOAUTENb OPraHU3aIUH.

4. IlpoBepka HAIMYMA MeYaTeHd U IITAMIIOB B OPraHU3alMU MPOU3BOIUTCS:
a) OJIMH pa3 B IO,

0) 1Ba pasa B rof;

B) OJIUH pa3 B TPH T'OJIa;

') OJUH pa3 B JBa roja.

Tema 4. IlpaBuwia mnoAroroBKM W 0(QOpPMIIEHHSI OTAEJbHBLIX JOKYMEHTOB
NPaBOOXPAHUTEJbHBIX OPraHax (10KyMeHTHPOBAaHHe)

1. HomeHk/1aTypa opranu3amum cOCTaABJISIETCS:

a) Ha KaX/IbI{ KaJIeHJapHbINA TOf;

0) Ha 11Ba rof1a;

B) Ha TPH roja;

T') Ha YeThIpe TO/1a.

2. HomeHKJ1aTypa OpraHu3auyu yTBepKIaeTCs:
a) pyKOBOJUTENEM (Ha4aJIbHUKOM) OpTaHU3alHH;
0) HAYATPHUKOM CTPYKTYPHOTO MOAPA3ACICHNUS;

B) HAYAJILHUKOM CEKpeTapHuara;

T') HE YTBEPKIaeTCsl.

B

B



3. OTBeTCTBEHHOCTH 32 COXPAHHOCTHh M NMPABHJIbHOE HCIOJb30BAHUE IepOOBBIX Medareil
B03JIaraeTcs HeMmoCpPeACTBEHHO Ha:

a) HayaJlbHUKa CeKpeTapuara;

0) COTpyHUKA CTPYKTYPHOT'O MOAPA3/ICICHHS;

B) HauaJIbHUKA CTPYKTYPHOTO MOAPA3/ICICHHUS;

') pyKOBOJUTENS (HayalbHHUKA) OpraHa 0€30MacHOCTH.

4. ConpoBoauTe/IbHbIC MUCBMA COCTABJISIOTCH TOJIbKO K JOKYMEHTAM:
a) TpeOYIOIINM JTOTIOJHUTENbHBIX YKa3aHUM WK MOSICHEHU;

0) TOJBKO K pacropsAAUTEIbHBIM JOKYMEHTAM;

B) KO BCEM HCXOJSIINM CEKPETHBIM JJOKYMEHTaM;

T') HAMpaBJIATh JOKYMEHTHI 0€3 COIPOBOJUTEIBHBIX TUCEM 3aIlpeaeTcs.

5. Cnucok pacchblUIKH COCTABJsAETCA MPU HANPABJEeHUH JTOKYMeHTa 0oJiee yeM:
a) 4eThIpEM azipecaTam;

0) Tpém agpecaTtam;

B) ABYM ajJipecaram;

T) IATH aapecaTaMm.

6. I'pud cornacoBanusi BKJIKYAET B ce0sl caeqyIONIHE 3JIEMEHThI:

a) CinoBo «CornacoBaHo», HAMMEHOBaHHE OJKHOCTH, BOMHCKOE 3BaHUE, JIMYHYIO MOAMKCH,
WHUIUATB] ¥ (DAMUITUIO JIUIIA, C KOTOPBIM MPOEKT JOKYMEHTA COTJIACOBBIBACTCS, 1Ty
COTJIACOBaHUS;

0) CnoBo «CornacoBaHo», HAUMECHOBaHHUE JIOHKHOCTH;

B) CioBo «CoriacoBaHo», HHUIHABI U (PaMUJIHIO JIMLA, C KOTOPBIM MPOEKT TOKYMEHTa
COTJIAaCOBBIBAETCS;

r) CrnoBo «CornacoBaHo», BOMHCKOE 3BaHUE, TINYHYIO MTOIHUCH.

7. Konu4vecTBO O0TIEYaTaAHHBIX IK3eMILISIPOB JOKYMEHTOB YKA3bIBAaeTCH:

a) Ha JTUIEBON WJIM OOOPOTHON CTOPOHE MOCTEIHET0 JUCTA YK3EMIUIApa JOKYMEHTA,
OCTaloIEerocs B Jee;

0) Ha MoCIIeTHEM JIUCTE MEPBOTO IK3EMILIIPA JOKYMEHTA,

B) Ha JIUIIEBOM CTOPOHE MOCJIETHETO JINCTA MOCIEIHEr0 AK3EMILISApa TOKYMEHTA;

') Ha 000POTHOM CTOPOHE MOCIIEHETO JHUCTA BCEX IK3EMIUIIPOB JOKYMEHTA.

Tema 5. Ilopsagoxk oOpameHuss JAOKYMEHTOB B IPABOOXPAHMTEJIbHBIX OpraHax
(IOKyMeHT0000pOT)

1. Ha noxymeHnTe, moaJieskamemM NpuoOIIEeHNIO K ey, oTMeTKa «B neso Ne ...» 3aBepsiercs
NOANKCHIO:

a) HCMMOCPCACTBCHHOI'O HAYAJIbHUKA UCITOJIHUTCIIA,

0) UCTIOTHUTENS TOKYMEHTA,

B) COTPYAHMKA, BEAYIIET0 JAHHOE JEII0;

I') HauaJbHUKA CEKpeTapuara oprana 0€30macHOCTH.

2. OTBeTCTBEHHbIN COTPYAHHUK 32 pa3MHOKeHHe JIOKYMEHTOB OINpeaeseTcs:
a) MPUKA30M PYKOBOAUTENS (HaYaJIbHUKA) OpraHa 0€30MmacHOCTH;

0) HauaJTbHUKOM CEKpeTapuara;

B) HAUaJIbHUKOM CTPYKTYPHOI'O IIOJIpa3/IeIICHUS;

T') pyKoBoAHTENIeM (HavyaIbHUKOM) opraHa 0€301acHOCTH.

3. Ilpu cMeHe HAYAJILHUKA CEKPeTapuaTa NnpoBepsieTcs:



a) HAJIMYME BCEX CEKPETHBIX IOKYMEHTAIbHBIX MAaTEPUAJIOB, YUCIISIINXCS Ha YUETE BO BCEX
CTPYKTYPHBIX MOJIpa3IeICHUSAX;

0) HaTM4YMe CEKPETHBIX JOKYMEHTAIBHBIX MaTEPHATIOB, YUCIIAIIUXCS B CEKpeTapHuare;

B) HAJIMYKME CEKPETHBIX JOKYMEHTAIBbHBIX MaTePUAIOB, YUCISIIUXCSA B CTPYKTYPHOM
No/pa3/iesieHUN;

T') HaJIM4Ke CEKPETHBIX TOKYMEHTAIbHBIX MaTepHAJIOB Ha OTAEIBHOM Y4acTKe.

4. B HepaOouee BpeMsi KOPPeCHOHAEHIIUS IPUHUMAETCS:
a) JeXKYPHBIM 110 MTOAPA3/IEIECHHUIO;

0) COTPYTHUKOM CEKpeTapuara;

B) COTPYIHUKOM CTPYKTYPHOTO MO/Apa3ACICHHUS;

') HAYaJIbHUKOM CTPYKTYPHOTO TOpa3AeiCHUS.

5. JIucThl BHYTPEHHEH ONMUCH J1eJia:

a) HyMepYIOTCSl pUMCKUMH LU(paMy B TIPAaBOM BEPXHEM YIITy OTAEIBHO OT JIUCTOB JJOKYMEHTOB,
HaXOJISIIINXCS B JETIC;

0) TUCTHI BHYTPEHHEH ONKCcH HyMEpYIOTCsS apaOCKuMH nudpamu;

B) BEAETCS CKBO3HASI HyMEpAaIHs JINCTOB BHYTPEHHEH ONMCH U IOKYMEHTOB B JIEIIE;

I') JIUCTHI BHYTPEHHEH OMICH MOTYT HE HyMEPOBAaThCSL.

6. Yto BJie4éT 32 c000¥ NMpeKkpanieHne aessTeIbHOCTH GoHr000pa3oBarTens?

a) IepEeMMEHOBaHNE OPraHU3aALUU WM YaCTUYHOE U3MEHEHHUE €ro Ha3BaHMUs,

0) nepedopmupoBaHue, CIUSHUE ABYX U OoJiee moapa3ieNeHHi OpraHu3aliy B OJIH;
B) U3MEHEHHUE NTOAYMHEHHOCTH B IIPEJIeNIaX CUCTEMbI OPraHU3aLUU, MECTa JUCIOKAIHY,
CTPYKTYpBI 0€3 U3MEHEHHS OCHOBHBIX (DYHKIIHIA;

I') ©'3MEHEHHE YCIIOBHOTO HAaMMEHOBaHUs (poHI000pa3zoBaTes.

7. BuyTpu ¢poHIa cucTeMaTU3alUM JeJI IPOBOAUTCH € Y4ETOM CJIeXYIOIIUX NPU3HAKOB:
a) CTPYKTYPHOTO WJIH XPOHOJIOTUYECKOTO;

0) pyHKIIMOHATBHOTO WJIM HOMHUHAJIBHOTO;

B) KOPPECIIOHECHTCKOTO, TeOrpa)uuecKoro ik aBTOPCKOTO;

T') BCEX MEPEUNCIICHHBIX.

Tema 6. KounTpoab ucnoJHeHusi JA0KyMeHTOB. I[lopsimoxk paccMoTpeHusi oOpamieHui
rpaJIaH B MPaBOOXPAHUTEJbHBIX OPraHax

1. Jesa, :KypHaJIbl H KAPTOTEKH, 3aKOHYEHHbIE POU3BOICTBOM, CPOK KOTOPBIX B
nojpa3jaeieHUuAX B COOTBETCTBHH C NMepeYHeM HCTEK, CIAI0TCHA B APXHUB:

a) OJIMH pa3 B IO,

0) 1Ba pasa B rof;

B) TPH pasa B TOf;

') OAMH pa3 B TPU roja.

2. ApXuBHbBI€ H 3aKOHYEHHBbIE POU3BOICTBOM HOMEHKJIATYPHbIE [1€J1a, ;KYPHAJIbI U
KAPTOTeKH YHHYTOXKAKTCH:

a) M0CJIE 3aKJIFOUEHUS DIKCIEPTHON KOMHUCCHUHU U TIOTYUYEHUS pa3pelIeHNs] pyKOBOAUTENS
OpraHM3alH, HA3HAYMBLIETO 3Ty KOMHCCHIO;

0) mocIe moJy4eHus pa3pelieHus 3aMeCTUTENS PyKOBOAUTEIS OpraHU3alluY;

B) I1OCJIE MOJIyYEHUS pa3pelieHus pyKOBOJUTENS CTPYKTYPHOIO IOJpa3IeIeHuUs;

I') [IOCJIE TIOJyYEHUS Pa3pelIeHNs] HaualbHUKA CEKpeTapHuara.

3.K KPUTEPUAM NMPOUCXO0XKTCHUA, IPUMECHACMBIM IIPHU MPOBCACHUH IKCIIEPTU3BI HCHHOCTH
AOKYMEHTOB B OpraHm3anuu, OTHOCUTCH:



a) (yHKIIMOHAJILHO-IIEJIEBOE Ha3HAYCHHE OpraHa 0e30MacHOCTH;
0) MOTMHHOCTD JIOKYMEHTA,;

B) NyOJIETHOCTH JOKYMEHTA;

) pu3HIeCcKoe COCTOSHHUE TOKYMEHTA.

4. BoiBepKa KYpPHAJIOB YYETA BbIIAYH J1eJ] U3 APXUBOXPAHUIHUINA U KOHTPOJIbHBIX
KAPTOY€EK NPOBOAUTCS:

a) OIMH pa3 B HEJECIIO;

0) OIMH pa3 B MECHIII,

B) OZIMH pa3 B KBapTaJl WM B MOIYTOJUE;

I') OJIMH pa3 B Iof.

5. Cpok paccMOTpeHHs 3aNPOCa M0 APXUBHOMY TOKYMEHTY:

a) He JTIOJDKEH TpeBbImarh 30 THEH ¢ JaThl €r0 perucTpaluu;

0) He noJrKeH npeBbiaTh 30 JHEH ¢ 1aThl €0 PErUCTPALui, HO B UCKITIOYUTEIHHOM CIydae
MOJKET OBITh MPOJIEH He Oonee yem Ha 30 AHEH;

B) HE JIOJDKEH npeBblarh 10 AHeH ¢ JaThl €ro perucTpanuu;

T') HE TOJDKEH TpeBbImarh 60 qHEH ¢ AaThl €r0 perucTpary.

6. Cpox mnoAroToBKM H HANpaBJeHUS OTBeTa HA MeKBEIOMCTBEHHbIH 3ampoc o
NPeICTABJICHUH JOKYMEHTOB M UH(OpMALMU 1JISl NMPeI0CTABIEHHUS TOCYIAPCTBEHHOH WIN
MYHMIMNAJIbHON YCJAYIrH € HCIOJb30BAHHEM MeKBEJOMCTBEHHOI0 HH(OPMAIHOHHOTO
B3aMMO/IeiiCTBHUS He MOKeT NMPeBbIIATD:

a) 3 pabo4ux JHEH co IHSA NOCTYIUICHHUS MEXBEIOMCTBEHHOTO 3aIIpoca B apXHUBHOE
noJipa3JeieHue OpraHu3allui;

0) 5 pabouux gHEH CO JTHS MOCTYIUICHUSI MEKBEIOMCTBEHHOTO 3alIpOCa B apXHUBHOE
noJipa3JeieHue OpraHu3alui;

B) 5 pabouux THEH cO AHS MOCTYIUICHHS MEKBEIOMCTBEHHOTO 3allpoca B apXUBHOE
noJipa3eieHue OPraHu3allii, €CJIM UHbIE CPOKU MOATOTOBKH M HAMPABJIECHUSI OTBETA Ha
MEKBEIOMCTBEHHBIN 3aIIPOC HE YCTAHOBJICHBI 3aKOHOATENLCTBOM Poccuiickoit denepanuu;

r) 7 pabounx AHEH O THS MOCTYIUICHUS MEXBEIOMCTBEHHOTO 3aIIpoca B apXHUBHOE
MoJpa3/ielieHle OpraHu3aluu, €Clii HHbIe CPOKU MOJTOTOBKH U HAPaBJICHUs OTBETa HA
MEXBEJOMCTBEHHBIN 3aIIpOC HE YCTAHOBJICHBI 3aKOHOAATENbCTBOM Poccuiickon denepanuu.
Tema 7. [lepenaya JOKYMEHTOB B aPXUBbI. JKCIEPTU3a U YHHUUTOKEHHE J1eJ

1. ApxuBHoe 1es0 B Poccuiickoii @enepanum peryjiupyercs:

a) ®enepanbHbIM 3aKOHOM OT 22 OKTsI0pst 2004 1. Ne 125-D3 «O6 apxuBHOM aene B Poccuiickoii
Denepanuny;

0) ®enepanbabIM 3aKk0HOM OT 20 derpans 1995 1. Ne 15-D3 «O6 undopmanuu,
UH(pOpPMaTH3AIMY U 3aIUTe HHPOPMALIUNY;

B) ®enepanbHbiM 3ak0HOM OT 27 utoist 2010 . Ne 210-D3 «O06 opranu3anuu npeaoCTaBICHUS
rOCYIapCTBEHHBIX U MYHULIUNIAJIbHBIX YCIIYT;

r) 3akoHoM Poccuiickoit @eneparnun ot 21 urons 1993 1. Ne 5485-1 «O rocymapcTBeHHOH
TalHe».

2. ApXUBHBIH JOKYMEHT — 3TO:

a) 000 JOKYMEHT, 00pa3yIOIIHICs B ACITEIHPHOCTH MOApa3aeieHus-GpoH1000pa3oBarens;

0) 1100011 JOKYMEHT IMOCTOSHHOTO CPOKA XPaHEHUS;

B) JOKYMEHT, MTO/JICKAIINI BKIIIOUEHHUIO B cocTaB ApxuBHoro (onaa Poccutickoit deneparuu;
I') MarepuajbHBIl HOCUTENb C 3aUKCHpPOBAaHHONM Ha HEM HH(}OpManuen, KOTOPbIi HMeeT
PEKBU3UTHI, TO3BOJISIONINE €r0 UACHTU(OULINPOBATH, U MOUIEKUT XPAHEHHUIO B CUITy 3HAYUMOCTH
yKa3aHHBIX HOCUTENS U HH(OpMAIMK IS TPaskIaH, 00IIeCTBa U TOCYIapCTBa.



3. ApXUBHasl ONIUCH SIBJISIETCSH:

a) Y4ETHBIM IOKYMEHTOM;

0) AIIEeMEHTOM HAy4YHO-CIIPABOYHOTO anmapara apXxuBa;

B) OTHOBPEMEHHO YUETHBIM JIOKYMEHTOM U JIEMEHTOM HayYHO-CIIPABOYHOTO amapara apXxuBa;
') TOKYMEHTOM, TIOJIeKAIIMM BKIIFOYCHHIO B cOCTaB ApXuUBHOTO QoHa Poccuiickoii
denepanuu.

4. ApxuBHOeE J1€J10 B OPraHN3alMU PeryjJiupyercs:

a) Muctpykuumeit o nopsiake npuéma, yuéra, o0ecriedeHns: COXpaHHOCTH U MCTIOJIb30BaHUS
ApPXUBHBIX JJOKYMEHTOB B OpraHe HCIIOJIHUTEIBHOMN BIIACTH;

0) UucTpykuuei o 1enonpou3BOACTBY B OpraHe HCIIOTHUTEIBHOM BIACTH;

B) AIMHHHUCTPATUBHBIM PEIIAMEHTOM OpPIraHa UCIIOJIHUTEIBbHON BIACTH IO MPEJOCTABIECHUIO
rOCYAApCTBEHHON yCIYTH IO OpraHU3alliy UCIIOJIHEHHUS 3alIpOCOB 10 ApXUBHBIM JOKYMEHTAM,;
T') MpaBWJIaMHA paOOTHI BEJOMCTBEHHBIX apXHUBOB.

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

a) BCE JIOKYMEHTBI MIOCTOSTHHOTO CPOKA XPaHCHUS;

0) apXWBHBIC TOKYMEHTBI, IPOILEAIINE IKCIIEPTH3Y IEHHOCTH JIOKyMEHTOB, IIOCTABJICHHBIE Ha
TOCYapCTBEHHBIN YUET U MOJyIeKAIME TOCTOSHHOMY XPaHEHHUIO; B) BCE JOKYMEHTHI,
MPOIIEAIINE SKCIIEPTH3Y IIEHHOCTH;

T') Bce JOKYMEHTBI, 00pa3yIoluecs B mpolecce AesTensHOCTH (poHm000pazoBares.

6. B npenesax apxuBHOT0 (poHIa YUETHO-KJIACCU(PUKAIMOHHON eTUHUIIEH SIBJISIETCH:
a) eIMHHIIA XPAHEHUS,

0) omuCh;

B) JICIIO;

I') JOKYMEHT.

7. JJIoKyMeHTBI TUYHOT0 MPOUCXO0KIEHUs MPUHUMAIOTCS B APXMB 110:
a) I0rOBOPY JapeHusl, KyIUIN-IPOJIaKH, 110 3aBEIAHUI0, 110 PEIIEHHIO Cy/1a WIIM HOTapUaJIbHBIX
OpraHoOB O MPU3HAHUU JOKYMEHTOB O€CXO3HBIMU;

0) TOBKO IO IOTOBOPY KYILITU-TIPOIAXKH;

B) 10 3aBEIAHUIO UJIM OTOBOPY JapeHUs;

T') TOJBKO IO PEUISHUIO Cy/Ia.

8. IIpaBoBoii cTaryc apxuBa 3aKpenisiercs:

a) UucTpykmueit o0 apxuBe;

0) ITonoxxennem 00 apXxuBe WIN YCTAaBOM apXHBa;

B) AIMHUHHMCTPATUBHBIM PEIIAMEHTOM,;

T') HE 3aKpEIUISIETCS.

9. llena, 3aKOHYEHHBbIE MPOM3BOACTBOM, CPOK XPaHEHHsS KOTOPHIX B MOAPa3/ieeHUsIX
HCTEK, CAAKTCA B apXHUB 10 rpaduky:

a) OJIMH pa3 B MECHLI;

0) onmMH pa3 B KBapTa;

B) OJIMH pa3 B MOIYTOAUE;

') OMH pa3 B TO/I.

10. Pa3HOBUAHOCTSIMM APXUBHOIO (POH/IA ABJISAIOTCS:

a) apXuBHBIN (DOH]T OpPTaHU3AINH, COCTOSIINI U3 TOKYyMEHTOB, 00Pa30BaBIIMXCS B IPOIECCE €TO
NeSITeTTHHOCTH;

0) apXUBHBIN (POH] JIMYHOTO TIPOUCXOKIACHUS, COCTOSIINUN U3 JOKYMEHTOB, 00pPa30BaBIIUXCS B
npoIiecce )KU3HH U ACATEIIbHOCTH OTACIHHOTO JIHCTA;



B) 00bEIMHEHHBIN apXUBHBIN (DOH]I, COCTOSIINHI U3 JOKYMEHTOB, 00pa30BaBIINXCS B IIpoIIecce
NEeSITEIbHOCTH JIBYX WM OoJiee OpraHoB 0€30MacHOCTH, UMEBIINX MEXIY COOON HCTOPHUUECKH U
(uH) TOTUYeCcKH 00yCIOBICHHBIE CBSA3U — OMHOPOIHOCTD U IMPEEMCTBEHHOCTD JI€ATEIbHOCTH,
MOJYUHEHHOCTh, MECTOHAXOXACHUE U JIP.;

I') BCE IEPEYUCIIEHHOE.

11. IIpuém 1OKYMEHTOB B apXUB OCYLIECTBJISIETCH:

a) IO CAATOYHBIM OITHCSM;

0) 1O apXUBHBIM OIHCSM;

B) 10 COMPOBOIUTENILHBIM MTHCbMaM;

T) 1O JTI000MY U3 MEPEUYHCICHHBIX TOKYMEHTOB.

12. ApxuBHBbI€ JOKYMEHTHI BbIIAKTCS /51 IKCIIOHHPOBAHUS JTOKYMEHTOB M MO 3ampocam
cyle0HbIX H MPABOOXPAHUTEIbHBIX OPTaHOB HA CPOK:

a) 1 mecsa;

0) 3 mecsa;

B) 6 MeECSIIEB;

r) 12 mecsiues.

13. OcHoBHBIMH (OPMAMH HCIIOTb30BAHUS JOKYMEHTOB B apXUBe SABJISIOTCH:
a) nHGOpMaMOHHOE 0OecTieueHre TT0JIb30BaTeIeH B COOTBETCTBUH C MX 3aPOCaAMHU
(BaHBHCHI/IHMH), a TaK’>KC B IMJIaHOBOM U MHUIITUATHUBHOM MMOPAIKE,

0) SKCIIOHUPOBaHUE JOKYMEHTOB Ha BBICTABKaX, MyOIMKaIIAs IOKYMEHTOB;

B) BbLJa4a JOKYMCHTOB BO BPCMCHHOC IOJIL30BAHHUC,

T') BCE TIEPEUUCIICHHOE.

14. lllupuna npoxoaa Me:k1y pAAaMM CTeJJIazKeld B apXMBOXPAHUJIMIIE 10JIKHA
COCTABJISAITh:

a) 100 cm;

0) 120 cm;

B) 150 cm;

r) 200 cMm.

Tema 8. OcyiiecTBiieHHE PadoOT ¢ JTOKYMEHTAMH OTPAHHYEHHOT0 PACTIPOCTPAHEHUSA
1. I'pu¢ cexkpeTHOCTH yCTAHABJIUBAETCH 1JIsl HOCHTEJIEH, COlePKAIUX CBeIeHUs,
COCTABJIAIONIME TOCYIAPCTBEHHYIO TalHY:

a) 0co00#1 BaAXKHOCTH, COBEPIICHHO CEKPETHO, CEKPETHO;

0) 0c000ii BAXKHOCTH,

B) 0000 BaKHOCTH, COBEPIIIEHHO CEKPETHO;

') 0c000¥ BaKHOCTH, COBEPIIIEHHO CEKPETHO, CEKPETHO, /ISl CITY>KEOHOTO MOJIE30BaHUSI.

2. Ha pa3MHoskeHHe ceKpPeTHbIe JOKYMEHTHI NepeialTcs TOAbKO:

a) 3aperuCTPUPOBAHHBIMH U O(OPMIICHHBIMH B YCTAHOBJICHHOM TTOPSIKE;
0) 3aperuCTpUPOBAHHBIMHU B )KypHaJe yuéTa pa3sMHOKEHUS;

B) [IOCJIE PA3pEIICHUs PyKOBOJICTBA,;

r) ociue opopMIICHHs 3aKa3a.

3. Ha kaaplil CeKpeTHBIN JOKYMEHT, NOAJIesKAlHil PA3MHOKEeHHIO0, 0opMJIsieTcs:
a) 3aKa3 WM pa3pelIeHue;

0) 3aka3;

B) 3asIBKa;

I') pa3pelleHue.



4. PyxkoBoaMTe/ 1M OPTraHU3alMH M UX CeKPEeTAPUATHI OCYIIECTBJSIIOT POBEPKH CEKPETHOIO
JAeJONPOU3BOACTBA B CTPYKTYPHBIX MNOApa3le/IeHUsIX OPraHM3alM¥ M B TMOIYMHEHHBIX
noapasaejeHusaX:

a) He peke OHOro pasa B rof;

0) He peke OHOTO pa3a B JBa ToJa;

B) HE peXke OJJHOTO pa3a B TP Iroja;

I') HE peKe OTHOTO pa3a B YEThIPE rofa.

5. HenocpencTBeHHbIE HAYATBHUK 00SI3aHBI MEPUOTUYECKH MPOBEPATH MOPSIAOK XPaHEHUs!
CEeKPEeTHBIX JOKYMEHTAJIbHBIX MATEPHAJIOB Y MOAYNHEHHBIX COTPYIHHUKOB:

a) He pexe OJHOTrOo pasza B MECHI,

0) HE peke OTHOTO pa3a B Iof;

B) HE peke OJJHOTO pa3a B KBapTall;

T') HE peXe OTHOTO pa3a B MOJTOAA.

6. YcTaHOBHUTE COOTBETCTBHE:

1) Ilpu cmeHe HauanpHUKa cekperapuara | A)  Hanmuume — CEKpeTHbIX  JTOKyMEHTAJIbHBIX
MIPOBEPSIETCS MaTepUasoB, YUCISIINXCS B apXUBE
2) llpu CMEHe pykoBoautens | b) Hannuume cekpeTHBIX JOKYMEHTaJIbHBIX
(HaYaNbHUKA) CTPYKTYPHOTO | MaT€pHasOB, YUCISAIINXCS BO BCEM OpraHe
NIOJpa3/IeICHNs] IPOBEPSETCS
3) Ilpu cMeHe pyKOBOIUTENS apXHUBa B) Hammume  cekpeTHBIX  JTOKYMEHTaJIbHBIX
MaTepuaJIoB, YUCISIINXCS B CEKpeTapuare
4) Ilpu cmeHe HaYaJIbHUKA OpraHa I') Hanmume BceX CEKPETHBIX JAOKYMEHTaJIbHBIX
MaTepHualoB, YUCIALIMXCSA HA YUETE B CTPYKTYPHOM
MOJIpa3/ieJICHUH

Tema 9. IlonsATHe, 3HAYeHHEe W MNPABOBOE PeryJiMPOBAHHE PeKUMA CEKPETHOCTH B
aAMHHHMCTPATUBHOI 1esITeIbHOCTH MOJULIHNHU

1. O dakrax yTparsl CeKpeTHbIX HOCHTeJeil mHpOpMAIIUN JOKIAIBIBAETCS PYKOBOICTBY
noapazaeaeHus:

a) He3aMeTUTEILHO;

0) He mo3Hee 24 YacoB C MOMEHTA OOHAPY)KCHHS YTPaThI,

B) HE MO3Hee TPEX THEH ¢ MOMEHTa OOHApyXEHUS yTPaThl;

T') HE MO3/IHEE IBYX JHEH C MOMEHTA OOHAPY)KCHUS yTPATHI.

2. Be3B03BpaTHOE U3bATHE CEKPETHOIO0 TOKYMEHTA U3 J1eJIa JOMYyCKAeTCsl TOIbKO:

a) ¢ pa3pelIeHus] Ha4YaJlbHUKA CTPYKTYPHOTO MOIPa3AeNieHus, B KOTOPOM HaXOAUTCs (BEAETCsI)
9TO JIeJ10, ¢ 00513aTeTTHHBIM OCTABIICHUEM B HEM KOITHH U3BSITOTO JOKYMEHTA HITH CITPABKH-
3aMECTHUTEIISI Ha U3BATHIN AOKYMCHT,

0) ¢ paspenieHus1 HauaJlbHUKA CTPYKTYPHOTO TIOJIPa3/ICIICHHS;

B) C OCTAaBJICHUCM CIIPABKH-3aMCCTUTCIIA HA U3bIATHIN AOKYMCHT,

T') C OCTaBJIICHUEM KOIIHU U3BSITOTO JOKYMEHTA.

3. I1o pa3MHOKEHUIO CEKPETHBIX JOKYMEHTOB U31a€ETCS:
a) MpUKa3;

0) ykazaHue;

B) MMaMsTKa;

T') pacropsbKeHHE.

4. IIpu cMeHe pyKoBOAUTEISA (HAYAJbHUKA) CTPYKTYPHOIO MOAPa3ieJIeHUsl PoBepPsieTcs:
a) HAJINYHC BCCX CCKPCTHLIX JOKYMCHTAJIBHBIX MATCPUAJIOB, YUCIAIUXCA HaA yqéTe B
CTPYKTYpPHOM MOJpPAa3/ICICHNH;

6) HaJINYNC CCKPCTHBIX JOKYMCHTAJIbHBIX MAaTCPUAJIOB, YUCIIAIIUXCS B CCKPETAPUATE,



B) HaJINYNC CCKPCTHBIX JOKYMCHTAJIBHBIX MaTCPpUAJIOB, YUCIAIIUXCA 3a PYKOBOAUTCIICM
(HaYaTbHUKOM) CTPYKTYPHOTO TOAPA3/ICIICHNUS,
I‘) HaJINYNUC CCKPCTHBIX JOKYMCHTAJIbHBIX MAaTCpUaAJIOB HA OTACIIBHOM YYaCTKC.

5. CexkpeTHble JOKYMEHTHI MOALIMBAIOTCA B [1€J10 He MO3/1Hee:
a) 10 mHEe# co AHS UX UCIIOTHEHUS;

0) 15 mHeli co THS UX UCIIOTHCHUS;

B) 45 mHEH co THA UX UCIIOJIHCHHUS;

r) 30 qHEH CO THS UX UCTIOTHECHHUS.

6. YcTaHOBHTE COOTBETCTBHE:

1) ITo pa3MHOXXEHUIO CEKPETHBIX JOKYMEHTOB A) mamsaTKa
n3gaércs
2) Ha Ka KBTI CEKPETHBIN JIOKYMEHT, | b) 3aka3 wnu pazpemnienue
MOJICIKAIIHNIA PA3MHOXKEHHIO, 0()OPMIISIETCS
3) Ha COTPYIHUKA, OTBETCTBEHHOTO 3a | B) npukas
Pa3MHOKCHHUC CCKPCTHLBIXTOKYMCHTORB
n3aércs

HIxajna oneHuBaHuA: 5 0aJILHASA.

Kpurepun oneHuBanus:

Kaxxnprit Bompoc (3aganue) B TECTOBOU (popMe OIIEHUBAETCS 110 JUXOTOMHUYECKOM IIKaJIe:
BBIIIOJIHEHO — 1 0ai, He BeIoMHEHO — 0 0ajuIoB.

[IpumensieTcs crneayromnias mKajia nepeBojia 0aijioB B OIIEHKY MO S-0alTbHOM IIKaJe:
4-5 0a/1710B COOTBETCTBYIOT OLICHKE «OTIUYHOY;

3-4 0aJU10B — OLIEHKE «XOPOLIOY;

2-3 0a/1710B — OLIEHKE «YJIOBJIIETBOPUTEIBHOY;

1 0a/1s1 1 MeHee — OLICHKE «HEYOBJIECTBOPUTEIIHHO.

2 OLEHOYHBIE CPEJACTBA IS MNPOMEXYTOUYHONH ATTECTALUU
OBYYAIOILMXCSA

BAHK BOITPOCOB 1 3AJJTAHUM B TECTOBOM ®OPME
1 Bonipochl B 0OTKpPBITOI hopme.

1.1. Kakoit mpaBoBO# aKT PEryIMpyeT MOPSA0K paCCMOTPEHUsT 00OpaIlieHui TpaXkaaH B
Poccuiickoit @enepannu:

a) Koncrurymus PO;

0) ®enepanbHblii 3akoH 0T 2 Mast 2006 1. Ne 59-03 «O nopsiike paccMoTpeHus o0paleHui
rpaxaan Poccuiickoit @enepanuny;

B) npuka3 MUHKYIbTYypsl PO;

r) mpuka3z MBJI Poccum.

1.2. Ha kakue kareropuu Juil pacnpoctpansercs @eaepanbHblil 3akoH oT 2 mast 2006 1. Ne 59-
@3 «O nopsike paccMOTpeHus oOpaieHuii rpaxnan Poccuiickoit @eneparum»:

a) il 0e3 rpak/1aHCTBa,

0) rpaxnan PO;

B) rpaxaaH P®, HHOCTpaHHBIX IpaX/1aH U JHI O3 IPaXk1aHCTBa;

I') HHOCTPAHHBIX I'PaX/I1aH.

1.3. ApxuBHoe aeno B Poccuiickoii @enepanyu peryaupyercs:
a) ®enepanbHbIM 3aK0OHOM OT 22 OKTsI0pst 2004 1. Ne 125-D3 «O6 apxuBHOM aene B Poccuiickoii
Denepanuny;



0) ®enepanbubiM 3ak0HOM OT 20 deBpanst 1995 1. Ne 15-03 «O6 undopmaruu,
nH(pOpMaTU3aIK U 3a1TUTe HHHOPMALTHI,

B) ®enepanbubiM 3ak0HOM OT 27 utonst 2010 r. Ne 210-D3 «O6 opraHu3anuu npeaocTaBIcHUs
rOCYAapCTBEHHBIX U MYHUIIMTIAIBHBIX YCIIYT»;

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

1.4. ApXUBHBII JOKYMEHT — 3TO:

a) Mo00ii TOKYMEHT, 00pa3yIOLIUiics B NeATEeIHbHOCTH Toapa3aencHus-GpoHgoo0pazoBares;

0) m000¥ JOKYMEHT MTOCTOSTHHOTO CPOKa XPaHEHHS,;

B) JIOKYMEHT, TIOJJIC)KAIIHIA BKIFOUEHUIO B cocTaB ApxuBHoro ¢onaa Poccuiickoit deneparuu;
I) MarepuagbHbI HOCHUTEIh C 3apUKCHUPOBAHHOW Ha HEM HHQOpMAIMeld, KOTOPBIA HMEET
PEKBU3UTHI, TTO3BOJISIONINE €r0 UACHTU(UIIMPOBATH, U TIOUICKUT XPAHEHUIO B CUITy 3HAYUMOCTH
yKa3aHHBIX HOCHUTENS U HHPOPMALIUK JUIsl TPpaXKaaH, 00LIeCTBa U rOCyAapCTBa.

1.5. ApxuBHasi ONUCH SIBISETCS:

a) Y4ETHBIM JIOKYMEHTOM,;

0) 2IIeMEHTOM HAayYHO-CIIPABOYHOTO arapara apxuBa;

B) OJTHOBPEMEHHO YUYETHBIM JIOKYMEHTOM U 3JIEMEHTOM HAayYHO-CIIPABOYHOIO amnmapara apXxuBa;
T') TIOKYMEHTOM, TTOJIJISKAIINM BKIIFOYCHHUIO B cocTaB ApxuBHOTO (hoHa Poccuiickoit
®denepanuu.

1.6. ApxuBHOE J1€JI0 B OPraHU3aLUU PETYIUPYETCS:

a) MHcTpykuueii o nopsiake npuéma, yuéra, odecredyeHus: COXpaHHOCTH U UCTIOIb30BAHUS
ApXMBHBIX JJOKYMEHTOB B OPTraHE UCTIOTHUTEIbHON BIIACTH;

0) MHCTpyKIIHMEH 1O JeIOPOU3BOICTBY B OpraHe UCIIOJIHUTEIbHON BIACTH;

B) AIMUHUCTPATUBHBIM PETJIAMEHTOM OpraHa UCIOJHUTEIBHOM BIACTH MO MPEIOCTABICHUIO
rOCyAapCTBEHHOM YCIYTH MO OpraHU3alliy UCIIOTHEHUS 3alIPOCOB M0 APXUBHBIM JOKYMEHTAM;
T') paBUWIaMH PabOThl BEIOMCTBEHHBIX apXHBOB.

1.7. Kakue 10KyMEHTBI, OTHOCSTCS K apxuBHOMY (hoHny Poccuiickoit @enepariyu:

a) BCE JOKYMEHTHI TOCTOSSHHOTO CPOKA XPaHEHUS;

0) apXUBHBIC JOKYMEHTBI, IPOILEAIINE SKCIIEPTU3Y LIEHHOCTHU JTIOKYMEHTOB, IOCTABICHHBIE HA
rOCyAapCTBEHHBIN YUET U MOAJIeKAIME TTOCTOSTHHOMY XpaHEHUIO; B) BCE TOKYMEHTHI,
IPOLIEIINE SKCIIEPTU3Y LIEHHOCTH;

T') BCE JIOKYMEHTBI, 00pa3yoIIrecs B MpoIiecce AesATeIbHOCTH (HOHA000pa3oBaTers.

1.8. Kaxkplii BUJ JOKyMEHTA JTOJKEH UMETh YCTAHOBJIEHHBIE PEKBU3UTHI M ONIPEICTIEHHBIN
MOPSIIOK UX PACIOJI0KEHUSI B COOTBETCTBUU C:

a) MHCTPYKIIMEH MO0 CEKPETHOMY JIETIOTIPOH3BOICTBY;

0) ['ocynapcTBennbiM ctangapToM Poccuiickoit deneparuu;

B) MeToanvyeckumMu peKOMEHIAIMSAMU 110 TIOATOTOBKE, 0()OPMIICHUIO M HAIPABIICHUIO
nokymeHToB B ®Ch Poccuu;

r) MHCTpyKIIHMEH 0 HECEKPETHOMY JEIONPON3BOICTRY.

1.9. HoMeHknaTypa opranusaiuy COCTaBIISIETCS:
a) Ha KaXX/IbI{ KaJeHJapHbINA TOf;

0) Ha 11Ba rofIa;

B) Ha TPH roja;

') Ha YeThIpe TO/1a.

1.10. HomeHknarypa opraHu3aiu yTBEPKAaeTCA:



a) pyKOBOJUTENEM (Ha4aJIbHUKOM) OpTaHU3alHH;
0) HAYATPHUKOM CTPYKTYPHOTO MOAPA3ACICHNUS;
B) HauaJIbHUKOM CEKpeTapuara,

T') HE YTBEPXKIaeTCsl.

1.11. OTBETCTBEHHOCTH 32 COXPAHHOCTh U IIPABUIILHOE MCIIOIB30BaHKE TepOOBBIX TMeUaTeH
BO3JIaraeTCsi HEMOCPEICTBEHHO Ha:

a) HayaJIbHUKa CeKpeTapuara;

0) COTpyAHUKA CTPYKTYPHOTO MOAPA3/IeICHHUS;

B) HauaJIbHUKA CTPYKTYPHOTO MOAPAa3/IEICHHUS;

') pyKOBOJMTENS (HadyalbHHUKA) OpraHa 0€301MacHOCTH.

1.12. ConpoBoauTeNbHBIE MUCbMA COCTABISAIOTCS TOJIBKO K JIOKYMEHTAM:
a) TpeOYIOIIMM JOTOTHUTENBHBIX YKA3aHUH WIIH TTOSICHCHUI,

0) TOJILKO K PacoOpsIAUTEIHHBIM JOKYMEHTAM;

B) KO BCEM HCXOJISIIIIMM CEKPETHBIM IOKYMEHTaM;

T') HaIlPaBJIATh JOKYMEHTHI 0€3 COMPOBOIUTENBHBIX IMHCEM 3aIPEIaeTCsl.

1.13. CnMcoK pacCchUIKM COCTABIISIETCS IIPU HANIPABJICHUH JJOKYMEHTa OoJiee uem:
a) 4eThIpEM azipecaTam;

0) Tpém agpecaTam;

B) IBYM ajipecaram;

T) IATH aapecaTaMm.

1.14. I'pud cormacoBaHus BKIIOYAET B C€0S CIEAYIOIINE DIIEMEHTBI:

a) CinoBo «CornacoBaHo», HAMMEHOBAaHHE JOJKHOCTH, BOMHCKOE 3BaHUE, JIMYHYIO MOATMNCH,
WHUIUATB] ¥ (DAMUITUIO JIUIIA, C KOTOPBIM MPOEKT JOKYMEHTA COTJIACOBBIBACTCS, 1Ty
COTJIACOBaHUS;

0) CnoBo «CoriacoBaHo», HAUMECHOBaHHUE JIOKHOCTH,

B) CioBo «CornacoBaHo», HHUIHAIGI U (PaMUJIHIO JIMLA, C KOTOPBIM MPOEKT TOKYMEHTa
COTJIACOBBIBACTCS,

r) CrnoBo «CoriacoBaHo», BOUHCKOE 3BaHUE, INYHYIO MTOJIHUCH.

1.15. KonnuecTBO OTIEYAaTaHHBIX 3K3EMIUISIPOB JOKYMEHTOB YKa3bIBAETCA:

a) Ha JINIEBOU WJIH 0OOPOTHOM CTOPOHE MOCIIETHETO JIMCTA IK3EMIUIIpa JOKYMEHTA,
OCTalOIEerocs B Jene;

0) Ha TIOCTIETHEM JICTE TIEPBOTO AK3EMILISAPA TIOKYMEHTA;

B) Ha JIUIIEBOM CTOPOHE MOCJIETHETO JINCTA MOCIEIHEr0 AK3EMILISApa TOKYMEHTA;

r') Ha 000POTHOW CTOPOHE MOCIEAHETO JTUCTA BCEX IK3EMILISIPOB JOKYMEHTA.

1.16. Ha noxymeHTe, mosesaiieM NpruoOIIeHHUIo K ey, oTMeTKa «B nemo Ne ...» 3aBepsercs
MOJIIUCKIO:

a) HEMOCPEJCTBEHHOT0 HAaYaIbHUKA NCTIOJTHUTEIIS;

0) UCTIOTHUTENS TOKYMEHTA,

B) COTPYIHHKA, BEAYIIETO JaHHOE JIEII0;

I') HauaJbHUKA CEKpeTapuaTa oprana 6€30macHOCTH.

1.17. OTBETCTBEHHBIN COTPYIHUK 32 PA3MHOKEHHE TOKYMEHTOB OINPEIETACTC:
a) MPUKa30M PYKOBOAUTENS (HaYaJIbHUKA) OpraHa 0€30MmacHOCTH;

0) HauYaJTLHUKOM CEKpeTapuara;

B) HAUAJIbHUKOM CTPYKTYPHOI'O IIOJIpa3/IeIICHU;

T') pyKoOBOAHTENIeM (HavyaIbHUKOM) opraHa 0€301acHOCTH.



1.18. IIpu cMeHe HayalbHUKA CeKpeTapuaTa MpoBepAeTCs:

a) HAJINYHUC BCCX CCKPCTHBIX NOKYMCHTAJIIbHBIX MATCPUAJIOB, YUCIAINIUXCA HA yqéTe BO BCEX
CTPYKTYPHBIX MOJIpa3IeICHUSAX;

6) HAJIMYNUC CCKPCTHBIX NTOKYMCHTAJIIbHBIX MAaTCPUAJIOB, YHUCIIAIUXCA B CCKPECTAPHUATEC,

B) HAJIMYKME CEKPETHBIX JOKYMEHTAIbHBIX MaTEPUAIOB, YUCISAIINXCSA B CTPYKTYPHOM
No/pa3/iesICHUN;

T') HaJIM4Ke CEKPETHBIX TOKYMEHTAIbHBIX MaTepHAlIOB Ha OTACIBHOM Y4acTKe.

1.19. B Hepabouee BpeMsi KOPPECTIOHACHITUS TPUHUMACTCS
a) JeXKYpPHBIM 110 MTOAPA3/IENECHHUIO;

0) COTPYTHUKOM CEKpeTapuara;

B) COTPYIHUKOM CTPYKTYPHOTO MO/Apa3ACICHHUS;

') HAYaJIbHUKOM CTPYKTYPHOTO MOpa3AesiCHUsI.

1.20. JIucThl BHYTpEHHEW OMKCH JeIa:

a) HyMEpYIOTCSl pUMCKUMH LU(paMy B TIPAaBOM BEPXHEM YIITy OTAEIBHO OT JIUCTOB JJOKYMEHTOB,
HaXOJISIIIUXCS B JETIC;

0) TUCTHI BHYTPEHHEH ONKCcH HyMEpYIOTCsS apaOCKuMH nudpamu;

B) BEAETCS CKBO3HASI HyMEpAIHs JINCTOB BHYTPEHHEH ONMCH U IOKYMEHTOB B JIEIIE;

I') JIUCTHI BHYTPEHHEH OMICH MOTYT HE HyMEpOBAaThCSI.

1.21. Yro Breuér 3a coboit mpekpalieHue aearenbHoctu ponaoodpasoparens?

a) IeperMEHOBaHNE OPTaHN3alN MM YaCTHYHOE H3MEHEHNE €r0 Ha3BaHUS,

0) nepedopmupoBaHue, CIUSHUE ABYX U OoJiee moapa3ieNeHHi OpraHu3aliy B OJIH;
B) U3MEHEHHUE MTOJUNHEHHOCTH B TIPE/iesIaX CHCTEMbI OpraHU3aliy, MECTa TUCIOKALIUH,
CTPYKTYpBI 0€3 U3MEHEHHS OCHOBHBIX (DYHKIIHIA;

I') '3MEHEHHE YCIIOBHOTO HaMMEHOBaHUs (poHI000pa3zoBaTes.

1.22. Baytpu (hoHga cucTeMaTU3AIMK A€ TPOBOJUTCS C YUETOM CIIEIYIOMNUX TPU3HAKOB!
a) CTPYKTYPHOTO WJIH XPOHOJIOTUYECKOTO;

0) pyHKIIMOHATBHOTO WJIM HOMHUHAJIBHOTO;

B) KOPPECIIOHCHTCKOTO, TeOrpa)uuecKoro Uik aBTOPCKOTO;

T') BCEX MEPEYNCIICHHBIX.

1.23. B npenenax apxuBHOTO (hoHIA YIETHO-KIACCU(DUKAITMOHHON STUHUTICH SBIISICTCSI:
a) eIMHUIIA XPAHEHUS,

0) omuce;

B) JI€JI0;

') TOKYMEHT.

1.24. JIOKyMEHTBI JTUYHOTO MPOUCXOKACHUS MPUHUMAIOTCSI B ApXHUB T10:

a) 0roBOpY JapeHMUsl, KYIUIM-IIPOJIAXH, [0 3aBEIIAHUIO, 10 PEIICHUIO Cy/la NN HOTapHUaJIbHBIX
OpraHoOB O NMPU3HAHUU JOKYMEHTOB O€CXO3HBIMU;

0) TOJILKO IO JOTOBOPY KYIUTH-TIPOJIAXKH;

B) 10 3aBELIAHUIO WK IOTOBOPY JapeHUS;

') TOJBKO MO PELICHUIO Cy/a.

1.25. TIpaBo nosap30BaHus TepOOBBIMH MEYATAMU O ACHCTBUTEIBHBIM U YCIOBHBIM
HaMMEHOBAHUSM TPUHAUTICIKHT:

a) pyKOBOJUTEJIEM OpraHU3aLUy;

0) 3aMeCTUTEISIM PYKOBOIUTENSI OpraHU3AIINH;



B) HAUAIBHHUKY CEKpeTapHara;
') HAYaJIbHUKY CTPYKTYPHOTO MOApPa3/IeIeHHUS.

1.26. IIpaBo mosib30BaHus TepOOBBIMU TIEYATSIMU IO ICUCTBUTEIBHBIM U YCIIOBHBIM
HaAauMCHOBAHUAM MOXET GBITB MpeaoOCTaBJICHO:

a) MPUKa30M PYKOBOJUTENS OPTaHU3AMH IPYTUM JOJKHOCTHBIM JIUIIAM 3TOM OpraHu3aluu;
0) HAaYaNTLHUKY CEKpeTapuara,

B) HAUAJIbHUKY CTPYKTYPHOIO MOIPA3/ICIICHNUS;

') COTPYJIHUKY CEKpeTapuara.

1.27. Yuér u BbI1aua nevyaTeil ¥ mITaMIoB B OpPraHU3alliy BO3JIaraeTcs Ha:
a) CeKpeTapuarhl;

0) CTPYKTYpHBIE MOpa3ICICHIS;

B) COTPYAHHUKA CTPYKTYPHOTO MOPA3ACICHHUSI;

T') OJpa3eIeHUE ONPEICIISIET PYKOBOAUTENb OPraHU3aIUU.

1.28. IlpoBepka Hamu4us meyaTei v MITAMIIOB B OPraHU3alUU TPOU3BOIUTCS:
a) OJIMH pa3 B IO,

0) 1Ba pasa B rof;

B) OJIUH pa3 B TPH T'OJIa;

') OJUH pa3 B JBa roja.

1.29. Jlena, )xypHaibl 1 KapTOTEKH, 3aKOHUYEHHBIE IPOU3BO/ICTBOM, CPOK KOTOPBIX B
NOJPa3/IeIEHUSIX B COOTBETCTBUH C IIEPEYHEM MCTEK, CLAIOTCS B apXUB!

a) OJIMH pa3 B roJ;

0) nBa paza B ro;

B) TPU pasa B IroJ;

T') OJIMH pa3 B TPH Toja.

1.30. ApxuBHBIEC 1 3aKOHUYEHHBIE ITPOU3BOICTBOM HOMEHKJIATYPHBIE JI€J1a, dKYPHAJIbI U
KapTOTEKHU YHUUTOXKAIOTCS:

a) MOCJIe 3aKJIIOUEHUS HKCIIEPTHON KOMHUCCHUHU U TIOTYYEHUS pa3pelieHnsl pyKOBOAUTENS
OopraHu3al, HA3HAYUBIICTO 3TY KOMHCCHUILO,

0) rmocie moy4eHus pa3pelieHns 3aMeCTUTENS] PyKOBOJIUTEINSI OpraHU3aluu;

B) MOCJIE MOJIY4YEHUsI pa3pellieHUs] PYKOBOAUTENS CTPYKTYPHOTO MTOAPA3AEIICHHUS;

T') [OCJIe OJyYeHUs pa3pelieHNs] HayalbHUKA CEeKpeTapHuara.

1.31. K kpuTepusM OpOUCXOKICHHS, TPUMEHSIEMbIM IIPU MTPOBEAECHUH KCIIEPTU3BI LIECHHOCTH
JOKYMEHTOB B OpraHU3aI[i1, OTHOCUTCS:

a) GyHKIIMOHAIBHO-1IEJIEBOE HA3HAYCHUE OpraHa 0€30MacHOCTH;

0) IOATMHHOCTH IOKYMEHTA;

B) AyOJIETHOCTh JOKYMEHTA;

T) pu3uvecKoe COCTOSIHUE TOKYMEHTA.

1.32. BeiBepka KypHajIoB yuéTa Bbllauu JeJ1 U3 apXUBOXPAHWIUIIA U KOHTPOJIbHBIX KapTOYEK
IIPOBOJIUTCSI:

a) OJIMH Pa3 B HEJEIIO;

0) OmMH pa3 B MECHII;

B) OAIMH pa3 B KBapTaJl UM B MOJIYTOJUE;

T') OWH pa3 B TO/I.

1.33. IIpaBoBOIi cTaryc apxuBa 3aKperuIsieTcs:



a) Muctpykuueit 06 apxuse;

0) [TonoxenneM 00 apXHBe WJIM YCTAaBOM apXHBa,
B) AZIMUHUCTPAaTUBHBIM PEITIAMEHTOM,;

T') HE 3aKperIsSeTCsl.

1.34. Jlena, 3aKOHYEHHbBIE POU3BOICTBOM, CPOK XPAHEHUS KOTOPHIX B MOAPA3ACICHUAX UCTEK,
C/IAIOTCS B apXUB MO TpaduKy:

a) OIH pa3 B MECHII;

0) omMH pa3 B KBapTal;

B) OJIMH pa3 B MMOIYTOME;

I') OJIUH pa3 B Iof.

1.35. Pa3HOBUAHOCTSIMU apXUBHOTO (POH/IA SBISIOTCS:

a) apXUBHBIN (HDOH]] OPraHU3aINH, COCTOSAIINNA U3 IOKYMEHTOB, 00Pa30BaBIINXCS B TIPOIECCE €T0
NesITeTIbHOCTH;

0) apXuBHBIN (HOH JIUYHOTO MPOUCXOKIEHHUS, COCTOSAIINN U3 TOKYMEHTOB, 00pa30BaBIIINXCS B
npoliecce )XKU3HH U AATEIIbHOCTH OTAEIBHOTO JIMCTA;

B) 00BeAMHEHHBIN apXUBHBIN (OH/I, COCTOSIIINA U3 JOKYMEHTOB, 00Pa30BaBIINXCS B IIPOIIECCE
JeSITeIbHOCTH IBYX MJIH O0jiee OpraHoB 0e30MacHOCTH, UMEBIIUX MEXIY CO00I HCTOPUUYECKH U
(unum) noruvyecku o0yCIOBICHHBIE CBSA3U — OTHOPOIHOCTh U MPEEMCTBEHHOCTD AESITEIbHOCTH,
NOAYMHEHHOCTh, MECTOHAXOXKICHHUE U JIP.;

T') BCE MEPEUYHCIICHHOE.

1.36. IIpuém TOKYMEHTOB B apXUB OCYIIECTBIISIETCA:
a) IO CAATOYHBIM OITHUCSM;

0) 1O apXUBHBIM OIHCSM;

B) 1O CONPOBOAUTEIHHBIM MUCHMAM;

T) 1O JTI00OMY U3 MEPEUYHCICHHBIX TOKYMEHTOB.

1.37. ApxuBHbBIE IOKYMEHTHI BBIIAIOTCA 111 SKCIOHUPOBAHUS IOKYMEHTOB U 110 3alIpOCaM
CyIeOHBIX ¥ MPABOOXPAHUTEIBHBIX OPTaHOB HA CPOK:

a) 1 mecsa;

0) 3 mecsa;

B) 6 MecCSIIEB;

r) 12 mecsues.

1.38. OcHoBHBIMH (hOpMaMH UCTIOIB30BAHUS IOKYMEHTOB B aPXUBE SBISIOTCS:

a) nHGOpMaIMOHHOE 0OecTieueHre TT0JIb30BaTelIeH B COOTBETCTBUH C MX 3aPOCaAMHU
(3asBICHUSIMH ), @ TAK)KE B TUTAHOBOM U WHUITUATUBHOM TOPSIJIKE;

0) SKCIIOHUPOBaHUE JOKYMEHTOB Ha BBICTABKaX, MyOIMKaIlUAsI IOKYMEHTOB;

B) BbI1a4a JJOKYMEHTOB BO BPEMEHHOE IOJIb30BAHNUE;

T') BCE TIEPEUNCIICHHOE.

1.39. lllupunHa mpoxoja MEXIy psiAaMu CTEIJIaXKEH B ApXUBOXPAHWIIUIIE JOJIKHA COCTABIIATh:
a) 100 cm;
6) 120 cm;
B) 150 cm;
r) 200 cMm.

1.40. B 3ampoce nmo apxuBHOMY JOKYMEHTY 00s13aT€JIbHO YKa3bIBAIOTCSI:
a) (hammInst, UM, OTYECTBO (IIPU HAJIMYMH) 3asIBUTENS], PEKBU3UTHI OJ1aHKa MICbMa — JIJIs OpraHa
Y OpraHu3alliy, TOYTOBBIN aapec U (WIK) afpec 3IEeKTPOHHOM MOUTHI 3asBUTEN, CYTh 3alpoca,



UHBIE CBEJICHHUS, TIO3BOJIAIONINE OCYIIECTBUTh MIOUCK JTOKYMEHTOB, HEOOXOAMMBIX IS
MCIIOJTHEHHUS 3aMpoca, TMYHAs MOAMUCH (/17151 MMCbMEHHBIX 3allpOCOB) U J1aTa;

0) dbamunus, UMs, OTYECTBO (TIPU HATTMYUMH) 3aABUTEIS, PEKBU3HUTHI OJIaHKa MHUChMa — JUIsl OpraHa
U OpraHu3alliy, TOYTOBBIN aapec u (WIK) afpec 3IEeKTPOHHOM MOUTHI 3asBUTENS, CYTh 3allpoca,
JUYHAS TTOMUCH (ISl MUCbMEHHBIX 3allPOCOB) H J1aTa;

B) (haMHITHS, UMSI, OTYECTBO (IIPU HATMYHH ) 3asIBUTENIS, PEKBU3UTHI OJIaHKa MUChMa — JJIsl OpraHa
U OpraHu3alyy, CyTh 3alpoca, UHbIE CBEIEHUS, MO3BOJISAIONINE OCYIIECTBUTH MMOUCK
JIOKYMEHTOB, HEOOXOIMMBIX JIJIsl UCTIOHEHHUS 3allpoca, JTMYHAs TOAMUCH (ISl MUChbMEHHBIX
3ampocoB) U /1aTa;

) pamMunus, uMs1, OTYECTBO (MPU HAJTMYUH) 3aSBUTEIISA, PEKBU3UTHI OJaHKa TUChMa — JIJIsi OpraHa
Y OpTaHU3AIMH, TOYTOBEIN aapec U (WIK) apec MEKTPOHHOM MOYTHI 3asBUTENS, CYTh 3allpoca,
WHBIE CBEICHMUSI, TO3BOJISAIONINE OCYIIECTBUTDH MOUCK JOKYMEHTOB, HEOOXOAUMBIX IS
UCTIOJIHEHHSI 3a1poca.

1.41. Cpok paccMOoTpeHHs 3a1poca 0 apXUBHOMY JOKYMEHTY:

a) He JIOJDKEH mpeBbImarh 30 THEH ¢ JaThl €r0 perucTpaluu;

0) He noJrKeH npeBbiaTh 30 JHEH ¢ 1aThl €0 PErUCTPALuH, HO B UCKITIOYUTEIHHOM CIydae
MOJKET OBITh MPOJIEH He Oonee yem Ha 30 AHEH;

B) HE JIOJDKEH MpeBblarh 10 AHeH ¢ 1aThl €ro perucTpanuu;

T') HE TIOJDKEH TpeBbImaTh 60 qHEH ¢ AaThl €T0 perucTpariy.

1.42. Tlpu mocTyIIeHUH 3apOCOB, KOTOPBIE HE MOTYT OBITh UCIIOTHEHBI 0€3 MPEA0CTaBICHHS
JIOTIOTHUTEHHBIX CBEJICHUH WM YTOYHCHH, apXUBHBIC MOJIPA3ACICHUS 3aPaAlINBAIOT Y
3asIBUTENST HEOOXOIMMYIO HH(POPMAITHIO:

a) B Teuenue 10 nuei;

0) B TeueHue 7 JTHEH;

B) B TCUCHHE S5 JTHEH;

') B TeueHue 3 THEH.

1.43. Cpok moAroTOBKY M HANPABIICHUSI OTBETA HA MEXBEIOMCTBEHHBIN 3apocC O
MPEICTaBICHUH JOKYMEHTOB U HH(GOPMAITUH JIJIS IPEAO0CTABICHHS TOCYIapCTBEHHOMN HITH
MYHUILIMIIAIEHOM YCIIYTH € UCTIOJIb30BaHHEM MEXBEIOMCTBEHHOTO HH(GOPMAIIMOHHOTO
B3aUMOJICHCTBHS HE MOXET MPEBHILIATD:

a) 3 pabounx JHEH co IHSA MOCTYIUIEHHUS MEXBEIOMCTBEHHOTO 3aIIpoca B apXHUBHOE
noJipa3JeieHue OpraHu3alui;

0) 5 pabouux gHEH CO JTHS MOCTYIUICHUSI MEKBEIOMCTBEHHOTO 3alIpOCa B apXHUBHOE
noJipa3JeieHue OpraHu3aluu;

B) 5 pabouux HEH co AHS MOCTYIUICHHS MEKBEIOMCTBEHHOTO 3allpoca B apXUBHOE
noJipa3eieHue OpraHu3allii, €CJIM UHbIE CPOKU MOATOTOBKH M HAMPABIECHUSI OTBETA Ha
MEKBEIOMCTBEHHBIN 3aITPOC HE YCTAHOBJICHBI 3aKOHOATENLCTBOM Poccuiickoit denepanuu;
r) 7 pabounx AHEH CO JTHS MOCTYIUICHUS MEXBEIOMCTBEHHOTO 3aIIpoca B apXHUBHOE
MOJIpa3eIeHUE OPraHU3alllH, €CJIM UHBIE CPOKH MTOATOTOBKH M HAIIPABJIECHUS OTBETA HA
MEXBEJOMCTBEHHBIN 3aIIpOC HE YCTAHOBJICHBI 3aKOHOAATENLCTBOM Poccuiickon denepanuu.

1.44. Tpud cekpeTHOCTH yCTaHABIUBACTCS JJIs HOCUTENEH, CONEpIKaIINX CBEACHMS,
COCTABIIAIOIINE TOCYIaPCTBEHHYIO TalHY:

a) 0cOo0OM Ba)KHOCTHU, COBEPIICHHO CEKPETHO, CEKPETHO;

0) 0c000if BAXKHOCTH,

B) 0c000¥ B)KHOCTH, COBEPILICHHO CEKPETHO;

') 0c000i BaXKHOCTH, COBEPIIICHHO CEKPETHO, CEKPETHO, JJIsl CITYKEOHOTO MOJIh30BaHUS.

1.45. Ha pa3aMHOXKE€HHE CEKPETHBIE TOKYMEHThI IEPEAAIOTCS TOJBKO:



a) 3apEeTUCTPUPOBAHHBIMH U O(POPMIICHHBIMU B YCTAHOBJICHHOM TOPSIJIKE;
0) 3aperucTpUPOBAHHBIMHU B JKypHaJIE YUETa pa3MHOKEHUS,

B) TOCTIE pa3perieHus PyKOBOJICTBA,

r) mociie opopMIICHHUS 3aKaza.

1.46. Ha xaxx1p1it CEKpeTHBIN JOKYMEHT, TTOJISKAIINN pa3MHOXKEHHUIO, 0OPMIISETCS:
a) 3aKa3 WIK pa3pelleHuE;

0) 3aka3;

B) 3asIBKa;

T') pa3pelieHue.

1.47. PykoBOIMTENHN OpraHU3alUK U UX CEKPETAPUATHI OCYIIECTBIAIOT TPOBEPKH CEKPETHOTO
ACJIOMPOU3BOACTBA B CTPYKTYPHBIX NOAPA3ACIICHUAX OPraHnu3alui U B HO,Z[‘II/IHéHHBIX
MOJpAa3IeICHUIX:

a) HE pexe OAHOTO pasa B rof;

0) He pexe OHOTO pa3a B JIBa rofia;

B) HE PEKE OJTHOTO pa3a B TPU roja;

T') HE peXe OIHOTO pasa B YEThIPE roja.

1.48. HemmocpeacTBeHHbIE HAYaIbHUK 00s13aHBI IEPUOANYECKU MTPOBEPSTH MOPSIOK XPAHCHHS
CEKPETHBIX JTOKYMEHTAJIbHBIX MATEPUAJIOB Y IIOJYMHEHHBIX COTPYIHUKOB:

a) He peke OIHOTO pa3a B MECHILI,

0) He pexe OTHOTO pasa B TOf;

B) HE peXe OJJHOTO pa3a B KBapTall;

') HE peXe OAHOTO pasa B MOJIT0/a.

1.49. O ¢akrax yrparhl CEKpETHBIX HOCUTENEH HH(OpMAIIUK JOKIIAIbIBAECTCS PYKOBOICTBY
HOApa3ACICHUS:

a) He3aMeTUTEILHO;

0) He mo3Hee 24 YacoB C MOMEHTA OOHAPYKCHHS YTPaThI,

B) HE MO3Hee TPEX JTHEH ¢ MOMEHTa OOHApyXEHUS yTPaThl;

T') HE MO3/IHEE IBYX JHEH C MOMEHTA OOHAPY)KCHUS yTPATHI.

1.50. be3Bo3BpaTHOE U3BATHUE CEKPETHOTO TOKYMEHTA U3 JieJla JOIYCKAETCs TOJIBKO:

a) ¢ pa3pelIeHus] Ha4yaJlbHUKA CTPYKTYPHOTO MOIPa3AeNieHus, B KOTOPOM HaXOAUTCs (BEAETCsI)
3TO JIe0, ¢ 0053aTeNbHBIM OCTABJIEHUEM B HEM KOIMH U3BSTOTO JOKYMEHTA WIIM CIIPABKU-
3aMECTUTEIISI Ha U3BATHIN AOKYMCHT,

0) ¢ paspernieHus1 HauaJlbHUKA CTPYKTYPHOTO TIOJIPa3/ICIICHHS;

B) C OCTAaBJICHUCM CIIPABKH-3aMCCTUTCIIA HA U3BIATHIN AOKYMCHT;,

T') C OCTaBJIEHUEM KOIUHU U3BSATOTO JOKYMEHTA.

1.51. I1o pa3MHOXKEHUIO CEKPETHBIX IOKYMEHTOB U31aETCS:
a) MpUKa3;

0) ykazaHue;

B) MMaMsTKa;

T') pacropsiKeHHE.

1.52. Tlpu cMeHe pykoBoauTeNs (HauadbHUKA) CTPYKTYPHOTO MOAPA3ACICHUS MPOBEPSIETCS:
a) HaJINMYHC BCCX CCKPCTHBIX JOKYMCHTAJIBHBIX MATCPUAJIOB, YUCIAIUXCA HA yqéTe B
CTPYKTYpPHOM MOJpPAa3/ICICHNH;

6) HaJINYNEC CCKPCTHBIX JOKYMCHTAJIbHBIX MAaTCPHUAJIOB, YUCIAIIUXCS B CCKPETAPUATE;



B) HaJINYNC CCKPCTHBIX JOKYMCHTAJIBHBIX MaTCPpUAJIOB, YUCIAIIUXCA 3a PYKOBOAUTCIICM
(HaYaTbHUKOM) CTPYKTYPHOTO TOAPA3/ICIICHNUS,
I‘) HaJINYNUC CCKPCTHBIX JOKYMCHTAJIbHBIX MAaTCpUaAJIOB HA OTACIIBHOM YYaCTKC.

1.53. CexkpeTHble JOKYMEHTHI TOALIMBAOTCS B 1€J10 HE TIO3/IHEE:!
a) 10 mHEe# co AHS UX UCIIOTHEHUS;
0) 15 mHeli co THS UX UCIIOTHCHUS;
B) 45 mHEH co THA UX UCIIOJIHCHHUS;
r) 30 qHEH CO THS UX UCTIOTHECHHUS.
2 Bonpocsl B 3aKkpbITOi hopMme

2.1 Kako#t ouImanbHbIN JOKYMEHT U3AACTCS IO PA3MHOKEHUIO CEKPETHBIX TJOKYMEHTOB
2.2 B nepByto o4epenb BCKPHIBAIOTCS NAKEThI C IOMETKAMU
2.3 [lopyuenus 6e3 ykazaHusl KOHKPETHON JaThl UCIIOJIHEHHMSI TIOJJIC)KAT UCIIOJTHEHUIO B CPOK
ITHEeN

2.4 Kax eIl TOM Jiena JOJHKEeH cojiepKarh He Ooee JIMCTOB.

2.5 O dakrax yTparbl CEKpETHBIX HOCUTENEeW HHPOPMAIMH JOKIAJABIBAETCS PYKOBOICTBY
NoJIpa3eeHus
2.6 Ilpu moOCTyIJIEHUU 3alPOCOB, KOTOPBIE HE MOTYT OBITh HCIIOJHEHBI 0€3 MPeaoCTaBIICHUS
JIOTIOJTHUTENBHBIX CBEICHUM WJIM YTOYHEHWW, APXUBHBIC IOAPA3JECICHUS 3alpalluBaOT Yy

3asBUTENS HEOOXOAUMYIO HH(OPMALIMIO B TCUYCHHE THEH
2.7 ApxuBHBIE JOKYMEHTHI BBIIAIOTCS JUIS SKCIIOHUPOBAHHUS JOKYMEHTOB M IO 3ampocam
CyIeOHBIX M NMPaBOOXPAHUTEIHHBIX OPraHOB HA CPOK MecCsIIEB

2.8 OTBETCTBEHHOCTh 3a COXPAHHOCTh M TPABHIBHOE HCIOJb30BaHUE T'epOOBBIX Iedarei

BO3JIaraeTcsi HEMOCPEICTBEHHO Ha

2.9 B Hepabouee BpeMs KOPPECIIOHICHIIS MIPUHUMAETCSA COTPYIHUKOM
NOJPA3IEICHUS

2.10 ITopydyeHust 6e3 ykazaHHsi KOHKPETHOW AaThl MCIIOJHEHHS IOAJICkKAT UCIOJHEHUIO B CPOK

o THel

2.11 Tlopyuenus 6e3 yka3zaHWs KOHKPETHOW JaThl UCIIOTHEHUS, COIEpPKAIINE B TEKCTE YKa3aHUe

«CpouyHOY, OJIeKAT UCIIOIHEHHUIO B CPOK

2.12 3a ucnosHEHHEM TMOPYYEHUM, HE TMOCTABICHHBIX HAa KOHTPOJb, OCYIIECTBIISICTCS OOIINIA

KOHTPOJIb IIyTEM MIEPUOJUYECKON IIPOBEPKH, HE PEXKE

2.13 IlepuognYHOCTh MPEACTABICHUS CIPABOK O XOJI€ MCIOJHEHHS MOPYYEHUU ONpENeisieTcs

PYKOBOJIUTENIEM OpraHU3AINK, HO HE PEXKe

2.14 HomeHKIaTypa opraHu3aiii COCTaBseTcs (YKaXUTe, Ha KAaKOW CPOK)

2.15 CekperHble JOKYMEHTHI MOJIINBAIOTCS B I€JIO HE MO3/IHEE CO JHS UX UCIIOJTHEHUS

2.16 Ceiippl 1 KIIOUM OT HHUX, a TaKKE KIIOUA OT PEKHUMHBIX TIOMEIIEHUW OepyTcs Ha

LIEHTPAJIN30BaHHbIN YUYET B

2.17 Kaxnaplii TOM J1ea T0JDKEH coepkarb He 0olee JINCTOB

2.18 B mpenenax apxuBHOrO (oHma y4ETHO-KIACCU(PUKAIIMOHHONW EIUHULIEH SBISCTCS

2.19 Kakoif mnpaBOBOM aKkT perylmupyeT MOPSJOK PpacCMOTpPEHHsI OOpallleHHil rpaxaaH B
Poccuiickoit @enepanuu
2.20 OTBETCTBEHHOCTb 3a COXPAaHHOCTh M NPABMIIBHOE HCIOJb30BaHHE TepOOBBIX Iedaren
BO3JIaraeTcsl HEMOCPEACTBEHHO Ha

2.21 Kaxzaplii BUI JAOKYMEHTA JOJKEH MMETh YCTAHOBJIEHHBIE PEKBU3MTHI U OINpPENEIEHHBIN
HOPSIOK X PACHOI0KEHHUS B COOTBETCTBUU C

2.22 OTBETCTBEHHBIN COTPYIHHUK 32 Pa3MHOKEHUE TOKYMEHTOB OIIPENEISAETCS:

2.23 1o pa3aMHOKEHHIO CEKPETHBIX JOKYMEHTOB M3AETCS
2.24 CHomucok pacChUIKM COCTaBIsieTCS NpPU HAlpaBlICHUM JOKyMEHTa Ooiee uem
ajzipecaram.




2.25 KeM BCKpBIBAaIOTCSI MAKETHI C OTPAaHUYUTENBHON TOMETKON «JInuHO»

3 Bonpockl Ha YCTAHOBJICHUH MOCJI€10BATEIbHOCTH
3.1 YcraHoBUTE NPABUWIbHYIO MOCJI€I0BATEIbHOCTD MOJYYeHUS BXOASALIEH JOKYMEHTAIIUN
B YUpe:KIeHUH

a) HEMOCPEACTBEHHbBIN UCTIOIHUTENb JOKYMEHTa

0) UHBIC JIHIIa

B) PYKOBOJIUTENb MOAPA3IEICHUS

I') CeKpeTapuaT
3.2 YcTraHoBUTE NPAaBWIBHYIO NOCJI€10BATENbHOCTH PeryJIMpOBAHUA APXUBHOIO aeja ®3
10 HePAPXNUYECKOI 3HAYUMOCTH:
a) ®enepanbHbIM 3aK0OHOM OT 22 OKTs10pst 2004 1. Ne 125-D3 «O6 apxuBHOM aene B Poccuiickoit
denepanuny;
0) ®enepanbabIM 3aK0HOM OT 20 derpans 1995 1. Ne 15-D3 «O6 undopmanuu,
UH(OpPMaTH3AIMY U 3aIUTe HHPOPMALIUN»;
B) ®enepanbHbiM 3ak0HOM OT 27 utoist 2010 . Ne 210-D3 «O06 opranu3anuu npeaoCTaBICHUS
TOCYIaPCTBEHHBIX U MYHULIUNIAJIbHBIX YCIYT;
r) 3akoHoM Poccuiickoit @enepariun ot 21 urons 1993 1. Ne 5485-1 «O rocymapcTBeHHOH
TalHe».
3.3 YcTaHoBHTE NPABWIBHYIO NOCJI€A0BATEIbHOCTD MOJY4YeHHUs BXOASAIIEH JOKYMEeHTAIluU
B YUYpe:KIeHUH
a) HEMOCPEJCTBEHHBIN UCTIOTHUTEINb JOKYMEHTA
0) MHBIC JIUIIa
B) PYKOBOJIUTEINb MOAPA3ICICHUS
I') cekpeTapuar
3.4 YcTaHoBHTE NPABWIBHYIO OC/IEA0BATEIBHOCTD Y46THO-KJIACCU(PUKAIMOHHBIX €IMHUIL
B APXMBHOM (pOH/I€ SIBJISETCH:
a) eIMHUIIA XPaHEHUS;
0) omuCH;
B) JICJIO;
') TOKYMEHT.
3.5 YcraHoBuTe  NPAaBWIBHYI0  MNOCJIEA0BATENbHOCTH:  NPOHYMepyiiTe  3JIeMEHTbI
aIMUHUCTPATHBHOIO TIPUHY:KIeHUs1 B cdepe TOKYMEHTOOO0pPOTa 1O O4YepPeTHOCTH
BO3HUKHOBEHMS:
a) aIMUHUCTPATUBHASI OTBETCTBEHHOCTh;
0) aIMUHHUCTPATUBHOE MIPECEUCHHE;
B) aAMUHUCTPATUBHOE MPEIYIPEKICHUE

4 Bonipochbl HA YCTAHOBJIEHHE COOTBETCTBUS

4.1 YcTaHOBHTE COOTBETCTBHE:

1. ITo pa3sMHOXKEHUIO CEKPETHBIX IOKYMEHTOB A) mamsTKa

u3ngaéres

2. Ha KaKIbIN CEKpPETHBIN JIOKYMEHT, | b) 3aka3 wiu paspeiieHue
MOJISKAIINI Pa3MHOKEHHIO, 0hopMIIsieTCs

3.Ha COTPYIHUKA, OTBETCTBEHHOI'0 3a | B) mpukas

Pa3MHOKEHHE CEKPETHBIXJOKYMEHTOB U3AAETCs

4.2 YcTaHOBHUTE COOTBETCTBHE:

1. XKamoba A) OdunmanbHOe BBICKA3bIBAHWE, COOOIIEHWE B YCTHOH WIH
MUCHbMEHHONU (popMe C HM3JI0KEHHEM TOUKH 3PEHHs 10 KaKOMY-JTHOO
BOTIPOCY.

2. 3asiBiieHUE b) [MuceMenHOe TpeboBaHUE (JIOKYMEHT), oOparieHHOe K
VIIOJTHOMOYEHHOMY TOCYAapCTBEHHOMY OpraHy o0 YCTpaHCHHHU
HAPYIICHUI MTPaB ¥ 3aKOHHBIX HHTEPECOB




3. Ilperen3us

B) HampasieHHnsie B TOCYyIapCTBEHHBIA OpraH, OpraH MECTHOTO
CaMOYMpaBlieHUs] WM JIOJDKHOCTHOMY IUIly B THUCBMEHHOU (opme
WK B popMe 3JEKTPOHHOTO TOKYMEHTa MPeIoKEHNE, 3asiBICHUE WU
xanoba, a TakKe YCTHOE oOpallieHue rpakJjaHuHa B TOCYIapCTBEHHBIH
Opras, OpraH MECTHOTO CaMOYIIPaBJICHHUS

4. O6pameHue

I') TluckmeHHOE U3NOXKEHUE TPeOOBAaHUN MOTPEOUTEN K MPOIABILY
(M3rOTOBUTENIO, HCIOJMHUTEIIO) B CBSI3UW C  OOHapyKEHHUEM
HEJOCTaTKOB B ToBape (paboTe, yciyre) Wi HEHAJICKAIIIM
UCIOJIHEHUEM NPOAABIIOM (M3TOTOBUTENEM, HCIIOJIHUTEIEM) CBOHUX
00513aTeILCTB IO JJOTOBOPY..

4.3 YcTranoBuTe COOTBETCTBHE:

l. [Topyuenus 6e3 ykazaHHsI KOHKPETHOMN /J1aThl
VICTIOJTHEHUSI ITOJJICIKAT MCIIOTHEHHUIO B CPOK

A) He pexe JBYX pa3 B MeCsII]

2. ITopyuenus
UCTIONTHEHUS, COAEpKallie B TeKCTe YykazaHue «CpodHO»,
HOJIC)KAT UCIIOJTHEHUIO

0e3  ykazaHMs  KOHKpeTHOW  jarel | B)3a 3 mHS 10 ero HCTeYeHHs

IpUYMHAM

3. Ecnm ucnomaenus mopy4eHust B CpoK 1Mo oObeKTUBHBIM | B) B 3-aHEBHBIN CpOK
HEBO3MOXHO,
00s13aHO OOpaTUTHCS K PYKOBOJIUTEIIO OPTaHHU3AIIMHU, JIABIIETO
MOPYYCHHE, 3a PA3pelICHHEM Ha MPOAJIEHHE YCTAaHOBJIEHHOTO

nmoapasacjICHUC-UCIIOJIHUTCIIb

CpoKa
4. 3a WCNOJIHEHUEM MOopydeHU, He mnocraBieHHbIX Ha | ') mo 30 aueit
KOHTPOJIb,  OCYIIECTBISIETCS  OOHIMII  KOHTPOJIb  MYTEM
MIEPUOTUYECKON TPOBEPKU

4.4 YcTaHOBHTE COOTBETCTBHE:

I. Cpoxk paccMOTpeHHs 3arpoca 1o A) B Teuenue 7 qHen

apXUBHOMY JIOKYMEHTY

2. [Ipu moctymnenuu 3ampocoB, Kotopble | b) 5 pabounx gHE# co qHS MOCTYIIICHUS
HE MOoryT OBITH HCIIOJHEHBI 0e3 | MexBeTOMCTBEHHOTO 3aImpoca B apXUBHOE

npeaoCTaBJICHUSA OOMOJIHUTCIbHBIX CBGI[GHPII’I
WIA YTOYHEHWH, AapXWBHBIC TIOApa3/ICICHUS
3aMpalIiBalOT Y 3asgBUTEIS]  HEOOXOIUMYIO
nHpopMaInio

MOo/Ipa3IelIeHUe OpraHu3aluy, €ClIM UHbIE
CPOKH IOATOTOBKH U HAIlPaBJIECHHUS OTBETA
Ha MEKBEJOMCTBEHHBIN 3alpoOC HE
YCTAHOBJIEHBI 3aKOHOAATENHCTBOM PO

3. [Ipy mocTymjieHHH 3ampocoB, KOTOPBIE
HE MOT'YT OBITH HCIIOJTHEHBI 6e3
MPEOCTaBICHUs JOIOJHUTENbHBIX CBEACHUM
WU YTOYHEHWUM, apXUBHBIE MOAPA3ACICHUS
3aMpalmyBalOT y 3asgBUTENs  HEOOXOAUMYIO
nH(pOPMALINIO

B) ne momxken mpebimarh 30 gHEH ¢ Aarhl
cro peI‘I/ICTpaI_II/II/I, HO B HCKJIHOYUTCIBbHOM
cirydae MOXKET OBITh MPOMJIEH HEe Oojiee YeM
Ha 30 guen

4.5 YcTaHOBHUTE COOTBETCTBHE:

1. [Tpu CMEHe HavaJIbHUKA | A)
CEKpeTapuara nmpoBepseTcs

Hannune
MaTepI/Ia.HOB, YUCIIAIINUXCS B apane

CCKPETHBIX AOKYMCHTaAJIbHBIX

2. [Ipu CMEHE

(HavanpHUKA)

TOJIPA3ICIICHHSI TPOBEPSETCS

pykoBoautens | b) Hanuuue cekpeTHBIX JOKYMEHTaNbHbBIX
CTPYKTYPHOTO | MarepuasoB, YACISAILIUXCS BO BCEM OpraHe

3.Ilpu cMeHe pyKOBOAMTEIIS apXuBa B)

Hanwume ~ cekpeTHBIX  JIOKYMEHTaIbHBIX
MaTepHaJioB, YUCIISIINXCS B CEKpeTapuare

4.ITpu cMeHe HaYaJlbHUKA OpraHa

I') Hanwume BceX CEKPETHBIX JTOKYMEHTAJIbHBIX




MaTepHasioB, YUCIAIIUXCA Ha y4ETe B CTPYKTYPHOM
NOJIpa3IeICHU I

5. KoMneTeHTHOCTHO-OPUEHTHPOBAHHbIE 32/1a4M:
Komnemenmuocmno-opuenmuposannas 3aoaua Ne 1
OdopmuTte panopt 06 oOHAPYKEHUH MPU3HAKOB MPECTYIUICHUS B COOTBETCTBUU CO CT.
143 VIIK P® wu Ilpukazom Muntocta P® ot 11.07.2006 Ne 250 «OO6 yTBepxkIeHUU
WNHcTpykmu 0 mpueme, perucTpaiydyd U MPOBEPKE B YUPEKICHUSX M OpPraHax YTOJIOBHO-
UCIIOJIHUTENIbHONW CHUCTEMBbI COOOIIEHUH O MPECTYIICHUAX U IPOUCIIECTBUAX Y.

Komnemenmunocmuo-opuenmuposannasn zaoaua Ne 2
OdopMuTe MUCHMEHHO IPOTOKOJ COOpaHus (3aceTaHusi) OTIEINA, CIIYKOBI.

Komnemenmuocmno-opuenmupoeannasn 3aoaua Ne 3
Odopmute nucbMeHHO MU1aH paboThI oT/eNa (CIIykObI) Ha KBapTal.

Komnemenmunocmno-opuenmuposannasn 3aoaua Ne 4
OdopmuTe TUCBMEHHO CIIYKEOHOE MUCHMO (3aMpOC B BBIMIECTOSIINYI0 OpraHU3AIMIO,
HanpuMmep B ['YOCHUH, o mnpenocrtaBieHUM  MaT€pUATBHBIX WM JIIOACKUX PECYpPCOB,
CIEIUANIBHBIX CPENCTB, HHPOPMAILIUH H T.]I. )

Komnemenmuocmno-opuenmupoeannasn 3aoaua Ne 5
OdopmuTe NMUCBMEHHO MOJDKHOCTHYIO HHCTPYKLHMIO B COOTBETCTBUM C [Ipukazom
OCHH P® ot 05.06.2008 Ne 379 «O6 yrBepxnaenun [lopsiika MOATOTOBKH JTOJKHOCTHOU
MHCTPYKIUU PaOOTHHUKA YTOJIOBHO-UCIIOJIHUTEIBHOW CUCTEMBIY.

Komnemenmunocmuo-opuenmuposannasn 3aoaua Ne 6
CocTaBuTh aKT MpueMa-rnepesadn CIyKeOHbIX J1e]l, JOKYMEHTOB.

Komnemenmuocmno-opuenmupoeannasn 3aoaua Ne 7
CocTaBuTh 3aKiIIOYEHHE TI0 MarepwangaM CIyXeOHOH TPOBEPKH
(HampuMep, MO HApPYIICHUIO CIYXEOHOM AMCIUIUIMHBI WIH YPE3BbIYaiHOMY MPOHMCIIECTBHIO
NP HECEHUM CITY>KOBI).
Komnemenmuocmno-opuenmupoeannasn 3aoaua Ne 8
Odopmuts cinyxkednoe muceMo (OTBeT Ha 3ampoc YBJl o mpemocraBieHun
CIPaBKH MO JIUYHOMY JIeTy OCyXJAeHHoro VBaHoBa).

Komnemenmnocmno-opuenmuposannasn 3aoaua Ne 9
OdopmuTe cripaBKy M0 TUYHOMY JETy OCYKICHHOTO (B CIIpaBKe TOJDKHA
collepKaThCsl COLMalibHO-AeMoTpaduuecKas XapaKTepucTUKa OCYKJIEHHOro, uHbopMauus o
COBEPIICHHOM MPECTYIJICHUH U HaKa3aHUH, TUCLHUIIIMHE B UCIIPABUTEILHOM YUPEKICHUH ).

Komnemenmnocmno-opuenmuposannasn 3aoaua Ne 10
OdopmuTe MHCEMEHHO PANOPT O BOSHUKHOBEHUH YPE3BBIUaHON CUTYAIllUU TP HECCHUU
CHy)I(6BI (HOHBITKa H06€Fa 3aKIIFOYCHHOTI'0, HAITAACHUEC HAa MMOCT, HCIIOBUHOBCHUC OCYKIACHHOTO U
T.IL.).

IIIkaja OLEHUBAHHMHA PpeLIeHUA KOMIIETEHTHOCTHO-OPHEHTHPOBAHHOM  3aja4W: B
COOTBETCTBUH C JCHUCTBYIOIIEH B YHMBEPCHUTETE OAJUIbHO-PEUTHHTOBONM CHCTEMOH OLIEHWBaHHE
pPEe3yIbTAaTOB TPOMEKYTOUHON aTTeCTallud OO0ydYaroIuXcs OCylecTBisieTcss B pamkax 100-
O0aJUTbHOM IIKajJbl, HPU OSTOM MAaKCHUMAJIbHBIA Oami 1O NPOMEXKYTOYHOH aTTecTalllH



oOyJaromuxcs Mo oyHoi Gopme o0ydeHus cocTaisier 36 OaIOB, MO OYHO-320YHOM U 3a09HOMN
dbopmam obyuenus — 60 (ycranosieno nonoxenuem I102.016).

MaxkcumanbHOe KOJUYECTBO 0ajuIOB 3a pEIIeHHE KOMIIETEHTHOCTHO-OPUEHTUPOBAHHON
3amaun — 6 OamioB. bamn, momydeHHBIH OOydYarOIIMMCS 3a PEHICHHUE KOMIETEHTHOCTHO-
OPUEHTHPOBAHHOW 3aJayl, CyMMHUpPYETCS C 0ajuloM, BBICTaBICHHBIM €My IO pe3yJibTaTam
TECTUPOBAHUS.

OOmmii Oannm MpOMEXYTOYHOH aTTeCTallMd CyMMHUpYeTcs ¢ OajuiaMu, MOJTY4eHHBIMU
o0y4aromuMcs Mo pe3yibTaTaM TEKYIIET0 KOHTPOJISl YCIIEBAeMOCTH B TEUEHHE CEMECTPa; CyMMa
0aJUIOB MEPEBOAMTCS B OLIEHKY IO 5 OAJIIbHOM IIKae CIEAYIOUMM 00pa3oM:

Cymma OamnoB mo 100-6ammpHoit | OteHka 1o S-0ayibHON IIKaje
IKaJIe

100-85 OTJINYHO

84-70 XOpOUIO

69-50 YAOBJIETBOPUTEIHLHO

49 n menee HEYJIOBJIETBOPUTEIBHO

Kpumepuu ouenueanusa peuwienus KomnemeHmMHOCHHO-OPUEHMUPOBAHHOU 3a0auu
(HIDKECIeTyIOIINe KPUTEPUU OIICHKH SIBIISIFOTCS] IPUMEPHBIMHU M MOTYT KOPPEKTUPOBATHCS ):

6-5 06as0B BBICTABISETCS OOYyYAIOMIEMYCs, €CJIM PEIICHHUE 3aJaud JEMOHCTPHPYET
riyOOKoe TOHHMMaHHe OOydYaroUMMCs MPEUIOKEHHOW MpoOJeMbl M Pa3HOCTOPOHHEE e
paccMoTpeHHe; cBOOOIHO KOHCTpyHpyeMas paboTa MpecTaBiseT co0o0il JIOTUYHOE, ICHOE U MPH
3TOM KpaTKoe, TOYHOE OIMCaHMe XOAa peleHus 3agaud (MOClIeA0BaTeNbHOCTH (WK
BBITIOJIHCHHS]) HEOOXOJUMBIX  TPYIOBBIX JEUCTBUI) W  (HOPMYIUPOBKY JOKA3aHHOTO,
MPAaBIJILHOTO BBIBOJA (OTBETA); MPH 3TOM OOYYAIOIIUMCS MPEIIOKEHO HECKOJIBKO BapHAHTOB
pelieHusT WIM OpUTHHAIbHOE, HECTaHAapTHOe perieHue (wiu Haubosiee 3P GEeKTUBHOE, WU
HanboJsee palroHAIbHOE, I ONTUMAIBHOE, UM €IUHCTBEHHO MPABHIILHOE PEIlIeHUe); 3a1a4a
pelleHa B yCTaHOBJIEHHOE MPEMNo/iaBaTeeM BpeMs WM C OTIEpEKEHUEM BPEMEHH.

4-3 Ganna BbICTaBIseTCd OOyYaroIEMyCs, €CIM pELICHHE 33Jayd JeMOHCTPHPYET
MOHUMaHWEe OOYYArOIIMMCS TIPEIJIOKEHHOW MPOOIeMBI; 3a/1ada pelieHa TUIIOBBIM CIIOCOOOM B
YCTAHOBJICHHOE TIPENoaBaTeieM BpeMsi; UMEIOT MecTo oOuire (Gpasbl U (MIK) HECYILIECTBEHHbIE
HEJI0YETHI B ONMMCAHUH XOa penieHus 1 (W) BbIBOJA (OTBETA).

2-1 6anna BbICTaBIseTcd OOyYaroIEMyCs, €CIM pELICHHE 33Jayd JeMOHCTPHPYET
MOBEPXHOCTHOE MOHUMaHUE 00yJaroIMMCsl IPEAJIOKEHHON MPOoOIeMbl; OCYIIECTBIICHA MOMbBITKA
1a0JIOHHOTO PEIIeHUs 3a/Ja4d, HO TIPHU €€ PEIICHUU JOMYIICHbI OMMUOKUA U (WJIK) MPEBBIIICHO
yCTaHOBJIEHHOE TmpernojaBareneM Bpems. (0 OamnoB BbICTaBiseTcs oOOydaroleMycs, eclid
peleHre 3aJaun IEMOHCTPUPYET HEMOHMMaHHe OOydYaloIMMCs MPEeAsIOKEHHON MpoOIeMbl, U
(WnH) 3HAYMTENIPHOE MECTO 3aHMMAIOT 00IMe (pa3bl M TOJIOCIOBHBIC PACCYXKACHUS, U (WIIH)
3aJaua He pelleHa.







