[loKyMeHT noanucaH NpocToi 31eKTPOHHOM NOANUCHIO
NHdopmaumsa o Bnagenbue:
®WNO: EmenbsHos Cepreii [eHHabesuy

JlomKHOCTb: peKTop :N.[HHOBPHJ&YKH POCCI/II/I
[ata nognucanus: 07.06.2022 12:32:18 e i
YHUKaNbHbII MPOrPaMMHBIiA KNioY: IOI‘O'B&H&I[HBIH FOC}’I[BPCTBCHHBIH YHHBepCHTeT

9ba7d3e34c012eba476ffd2d064cf2781953be730df2374d16f3c0ce536f0fco

VTBEPX]IAIO:
3aB. kadenpsl aAIMUHACTPATUBHOTO
U TPYZOBOTrO IIpaBa "

(HaupmeHosanue xageopsl NOTHOCMBIO)
%gﬂi E.B. Ilo3nHsxoBa
7 {ndonuce, unuyuansl, pamunus)

« 28 (06 20 2/T.

OLIEHOYHLIE CPEJICTBA
JUIS TEKYIIEro KOHTPOJIS yCIIEBAEMOCTH
¥ IPOME)XXYTOYHOH aTTecTalnuy 00yJaroIuxcs
110 JUCLUIIINHE

Jlenonpou3BOJICTBO U PEKHUM CEKPETHOCTHU B IESTEIbHOCTH
IOJpa3/ieJIeHUid OpraHOB BHYTPEHHHX JIe] 10 JIeliaM
HECOBEPIIEHHOJIETHUX

(naumernosanue yuebHOU OUCYunIUHbL)

OITIOIT BO — 40.05.02 IIpaBooxpaHuTeNnpHas AESITEIbHOCTD
BocnurarensHO-paBoBas AesITeIbHOCTD

(KOO U HAUMEHOBAHUE CNEYUATLHOCMU)

Kypck — 20 2/



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 /eAATEJIbHOCTH IOApPa3JeJIeHHH OpPraHoB BHYTPEHHHMX [JeJ M0 JejJam
HECOBEPIIECHHOJIETHUX)

1. OcHOBHBIE OHATHSA AEIIONPOU3BOICTBA, €TO MPEAMET, 3a1a4H, CUCTEMA.

2. CtpyKTypa coaepxaHus yueOHOH IUCIUIUTUHBL: «/lelonpon3BOACTBO U PEKUM CEKPETHOCTH
U €€ B3aUMOCBSI3b C JPYTUMH YY€OHBIMU JUCLUITIIMHAMHU.

3. Jlenonpou3BOJCTBO B CUCTEME MPABOOXPAHNUTENBHBIX OPraHOB — CYIIIHOCTh U 3HAUYEHUE.

Tema 2. UcTopusi opraHu3anmu JeJIonpou3BoacTea B Poccun

1. OcymecTBnenue GyHKIMH JeT0NPOU3BOICTBA B JONETPOBCKYIO AOXY.

2. Pedopmbl B Opranu3anuu AeJI0MPON3BOJCTBA B TOCOBETCKOE BPEMSI.

3. OcHOBHBIE TEHACHIIUU U OCOOEHHOCTH opraHu3anuu jaeaonpousBoactsa B CCCP.

4. @yHKIMYU ¥ OpraHu3alus JeJ10npon3BoacTBa B Poccnn.

5 Iloapa3znenenus AeIONPOU3BOJICTBA B IPABOOXPAHUTENIBHBIX OpraHax: 3aa4u U QyHKIUH.
6. Mex1yHapoIHbIe CTaHAaPThI B 00JIACTH OpraHU3alUH JIETONPOU3BOACTBA U
JTIOKYMEHTO000poTa.

7. YHuuKkamums MexX1yHapOAHbIX IPAaBUJI COCTABICHUS JOKYMEHTOB

Tema 3. IlomaTMe ®  BHABI  CIOYXKeOHBIX JOKYMEHTOB, oOpasylommuxcsi B
NPAaBOOXPAHUTEIbHBIX OPraHax

1. ITonsTHs 1 0cOOEHHOCTH O(hOPMIIEHUS: TPUKA3bl IO OCHOBHOM JEATENBHOCTH U 110 JINYHOMY
COCTaBYy; PACHOPSKEHUS; MIOJIOKEHMS], TIPABUIIA, MHCTPYKLUH, HACTABICHUS; IPOTOKOJIbI; IJIaHBbI,
OTYETHI, JOKJIA/Ibl, JOHECCHHS, aKThl, IOKJIAHbIEC 3alIUCKU, 0030PHI, CIIPABKH, 3aKIIIOYECHUSI.

2. Ionsatust 1 0coOeHHOCTH OPOpPMIICHHUS: CITYKEOHBIC TTHChMA; CITY>KeOHBIC 3aITiCKH;
TeJIErpPaMMBl, IEKTPOHHBIE COOOIIEHUS, HAlIPpaBJsieMble TIO0 BEJIOMCTBEHHOM CBSI3H,
TenedOHOTPaMMBEI.

3. IonsaTHs 1 0cOOEHHOCTH O(OPMIICHUS: PATIOPTHI JIMYHBIE U CITY>KEOHBIE.

Tema 4. IlpaBuiaa mnoaroroBkH #  oGOpMJICEHHS OTAEJBHBIX JOKYMEHTOB B
NMPAaBOOXPAHUTEJIbHBIX OPraHax (I0KyMeHTHPOBaHME)

1. IpaBuna u moOpsAOK OQOpMICHHS M Y4€Ta: MPHUKa3bl U PACIOPSIKECHUS; PETNIAMEHTHI,
IIOJIOXKCHM S, TIPABUJIA, MHCTPYKIMH, MOPSAKH, HACTABICHUS U JPYTHE€ HOPMAaTHBHBIC IIPaBOBBIC
aKThI; TIPOTOKOJIBL; IJIAHBI, OTYETHI, JOKIIAJbI, TOHECCHHUS, aKThI, JOKIAJIHBIE 3aMUCKHU, 0030PHI,
CIPABKH, 3aKJIIOUYEHUS, ParopThl; CIY)KEOHblE MHUCbMA; CIYXKEOHbIE 3allUCKH; TeJIerpaMMBl,
ANIEKTPOHHBIE COOOILIECHHSI, HAlpaBIIsieMbIe 110 BEJOMCTBEHHOH CBS3H, Tee(OHOTPAMMBI.

2. IloHATHS pa3aUYHBIX JOKYMEHTOB U OCOOEHHOCTH UX 0(OPMIICHHUS.

Tema 5. Ilopsaok oOpameHusi JOKYMEHTOB B INPAaBOOXPAHUTEJbHBIX OpraHax
(10KyMeHT0000pOT)

1. Buabl JOKyMEHTONIOTOKOB.

1.1. O6paboTKa BXOIAMIMX TOKYMEHTOB.

1.2. O6paboTKa UCXOIAITUX TOKYMEHTOB.

1.3. O6paboTKa BHyTPEHHUX JIOKYMEHTOB.

1.4. O6paboTKa OpraHU3alMOHHO-PACTIOPSIUTENHHBIX JOKYMEHTOB U JJOTOBOPOB (COTJIAIICHHUH).
2. Ilpuém u 006paboTKa JOKYMEHTOB, IMOCTYMAIONIUX MO BEJJOMCTBEHHOM CETH CBS3HU; 00paboTKa
TeJlerpaMm; MpuéM U repenada TeneoHorpamm.

3. Ileuaranvie U TUPAKUPOBAHUE TOKYMEHTOB.

4. CrenorpadupoBaHue.



Tema 6. KoHTpoab ucnoJHeHus JA0KyMeHTOB. I[lopsimoxk paccMoTpeHusi oOpamieHuit
rPakIaH B IPaBOOXPAHUTEJbHBIX OPraHax

1. IToHATHS U1 3TAIBI KOHTPOJIS UCIIOJHEHHS TOKYMEHTOB.

1.1. LleHTpann30BaHHbII KOHTPOJIb.

1.2. IIpenBapuTenbHBIN KOHTPOIIb.

1.3. IlpenynpeauTenbHblil KOHTPOJb.

1.4. AHATUTUYECKU KOHTPOJIb.

1.5. CHsATHE TOKYMEHTOB C KOHTPOJIS.

1.6. Cpoku UCTIOTHEHHS] KOHTPOJIbHBIX JOKYMEHTOB.

2. Bunel oOpameHuil rpaxaaH: MpeUIOKeHUS, 3asBICHHs, >kaio0bl. MX cymHOCTHBIE
XapaKTEPUCTHUKHU.

2.1. Dranbl pacCMOTPEHMsI MHIMBUIYaJdbHBIX M KOJUIEKTHBHBIX IPEAJIOKEHHUM, 3asBICHUN U
XKanob rpakaaH B YUpexKJICHUIX MPaBOOXPAHUTEIBHBIX OPraHOB.

2.2. Komuccuu 1o paboTte ¢ TUCbMEHHBIMU M YCTHBIMU OOPAICHUSMU TPaXKIaH.

2.3. KonTpons mopsigka paccCMOTpeHHsI oOpallieHui IrpakJlaH B CUCTEME MPaBOOXPAHUTEIbHBIX
OpraHoB

Tema 7. Ilepenaya T0KyMEHTOB B apXHUBbI. JKCIIEPTH3a H YHHYTOKEHHUE J1eJI

1. DkcnepTr3a MEHHOCTH U OTOOp JOKYMEHTOB JIJISi XpaHEHUs WM YHUYTOKEeHHs. [lopsaok u
ocHoBaHus e€ nmposeaeHus. OhopMieHHe Pe3yIbTaTOB €€ MPOBEACHHUS.

2. Onuce aena. [opsinok nepenaun 1OKyMEHTOB B apxuB. [1oaroroBka k nepemaye JOKyMEHTOB B
apXWuB.

3. YHuuTOXKEHUE AeN. AKT 00 YHUUYTOKEHUH.

Tema 8. OcymecTBiieHHe PadOT ¢ JOKYMEHTAMHU OTPAHUYEHHOT0 PACIIPOCTPAHEHUS
1. TlonstHe ciyxeOHON wuH(pOPMAMKU OrpaHUYEHHOrO pacmnpocTpaHeHus. lIpucBoenmue,
U3MEHEHHUE, CHATUE TOMETKHU «JlJ1s1 ci1yKeOHOTrO MOIb30BaHUS.
2. OcobenHoctu odopmieHus, yuéra, npuéMa CiIyxeOHOH HHpoOpMAIM OTpaHUYEHHOTO
pacpoCTpaHEHUH.
3. Ilepenaua, mpoBepKa HANWYHS U YHUUTOXKCHUE CITyKeOHOW MH(POPMALIMN OTPaHUYCHHOTO
pacnpocTpaHeHus. JIeCTBYs COTPyAHHMKA IPAaBOOXPAHUTENIBHBIX OPraHOB B CIy4Yac yTPAaThl
JOKYMEHTOB C TIOMETKOU «J1J1s1 Ciry>keOHOT0 MOIB30BaHUs» IO pa3IIalleHus CIyKeOHOH
MH(OpPMAaLMU OIPaHUYEHHOI'O PpaclpOCTPaHEHUsI.

Tema 9. IlonsiTMe, 3HAYeHHMe U MNPaBOBOe PeryJMpoOBaHHE PeKUMA CEKPETHOCTH B
JAesITeJIbHOCTH MOJApa3/ieieHNii OPraHoB BHYTPEHHMX JIeJI 110 JeJIaM HeCOBepPIIeHHOJIeTHUX
1. TloHsThe, CymIHOCTh M 3HAUYEHUE pPEKHMa CEKPEeTHOCTU. CBENEeHUs, COCTaBISIOLINE
TrOCYapCTBEHHYIO TalHY.

2. OOs3aHHOCTH M OTrpaHUYEHHs AJIsi COTPYIHUKOB, JOMYIIEHHBIX K paboTe ¢ CEeKpeTHBIMU
JIOKYyMEHTaMH.

3. KoHTpoas coOmroneHus pekuma CEKPETHOCTH B MPABOOXPAHMTENBHBIX OpraHax. MeToaunka
OpraHu3allii U TPOBEJICHUS MPOBEPOK HAIWYMUsA, MOPSAAKAa y4y€Ta M XPaHEHUS CEKPETHBIX
JIOKYMEHTOB.

4. IlpaBuia BBIMOJHEHUS CEKPETHBIX paboT. OTBETCTBEHHOCTh PYKOBOIUTENEH 3a obecrieueHue
Ha/JIeXKAILEr0 peXrUMa CEKPETHOCTH MPOBOAUMBIX PadoOT.

HlIxana ouenusanusn: 100 GannbHas.

Kpumepuu oyenuganusa:

85-100 6ansioB (MM OIIEHKA «OTJMYHO)») BBICTABIACTCS OOyJaromeMycsi, eciiu Tema
pedepara packppiTa MOJTHO U IIIyOOKO, IPU 3TOM yOEIUTENBHO U apryMEHTHPOBAHO M3JI0KEHA
coOCTBEHHAasl MO3UIMS aBTOpa MO paccCMaTpMBaeMOMY BOIPOCY; CTPYKTypa pedepaTa JIOTUYHA;



U3y4yeHO OOJBIIOe KOJMYECTBO AKTYAIBHBIX HCTOYHHMKOB, I'PAMOTHO CJINaHbl CCBUIKM Ha
UCTOYHUKH; CaMOCTOSATEIbHO TMOAOOpaH SApKUNM WJUIIOCTPATUBHBIM  Marepual; CcJeslaH
000CHOBaHHBIN yOeIUTEIbHBIN BHIBOJ; OTCYTCTBYIOT 3aMeuaHus 1o opopMIIeHHIO pedepaTa.

70-80 6asioB (MM OILIGHKA «XOPOIN0Y») BBICTABISIETCS OOYdYaAOIIEMYCs, €CIU Tema
pedepara packpbiTa HOJHO M TIYOOKO, CHENaHA IONBITKA CAaMOCTOATEIBHOTO OCMBICICHHS
TEMBI; CTPYKTypa pedepara JOTUYHA; U3Y4EHO JOCTATOYHOE KOJUYECTBO UCTOUYHUKOB, UMEIOTCS
CCBUIKM Ha UCTOYHHKH; TIPUBEICHBI YMECTHBIEC TPUMEPHI; CAeTaH 0O0CHOBAHHBIN BBIBOJ]; UMEIOT
MECTO HE3HAYUTEIbHBIC HEIOUYETHI B cojiepKaHnuu U (min) ohopmiieHnn pedepara.

50 6ann0B (WK OLIEHKA «YAOBJETBOPUTEIbHO)») BBICTABIISCTCS 00y4aromEeMycs, €Cliu
TeMa pedepara pacKpbITa HEMOJIHO U (MJIM) B U3JIOKCHUH TEMbl HMEIOTCS HEAOUYETHI U OINOKH;
CTpYKTypa pedepara JIOTUYHA; KOJIMYECTBO M3YUYEHHBIX MCTOYHMKOB MEHEE PEKOMEHIyeMOro,
CIeNaHbl CChUIKM HAa HWCTOYHHUKHU; MPUBEICHBI OOIIME MpPUMEpHI; BBIBOJ CIENaH, HO HMMEET
NpPU3HAKU HEMOJHOTHl M HETOYHOCTH; HMMEIOTCA 3aMeuaHus K COJIEpXKaHWI0O U (WJIH)
odopmiieHuto pedepara.

1-40 6an/10B (MU OLIEHKA «HEYI0BJETBOPHUTEIbLHO») BBICTABISICTCS O00ydJaroIeMycs,
eclM colepkaHue pedepara MMEeT SBHbIE NPH3HAKW Tutarvata W (wiM) Tema pedepara He
packpeiTa M (MJIM) B M3JIOKEHHHM TEMBbl HMMEIOTCA TpyOble OIIMOKH; MaTepuanl He
CTPYKTYpUPOBaH, H3JIaraeTcsi HEMOCJeI0BaTeIbHO U COMBYMBO; KOJIMYECTBO HW3YYEHHBIX
UCTOYHHKOB 3HAYUTEIBHO MEHEEe PEKOMEHAYEMOIro, HEMpPAaBMIIBHO CJENaHbl CCHUIKM Ha
UCTOYHUKMA WM OHU OTCYTCTBYIOT; HE€ IPHUBEICHBI MPUMEPbl WU TPHUBEACHBI HEBEPHBIC
IPUMEPBI; OTCYTCTBYET BBIBOJ MJIM BBIBOJ] PACIUIBIBYAT U HEKOHKpETEH; oopmieHue pedepara
HE COOTBETCTBYET TPEOOBAHUSIM.

1.2 KEHC-34)TAYH

Tema 3. IlonsiTve W BUABI CIYXKeOHBIX [JOKYMEHTOB, O00pa3ylOIMXCAd B

NMPABOOXPAHUTEIBHBIX OPraHax
Keiic-3agaua Ne 1.

Odopmute MNUCBMEHHO pamopT 00 OOHAPY)KEHUH MPHU3HAKOB MPECTYIUICHUS B
cootBeTcTBUU cO CT. 143 VIIK P® u Ilpukazom Muntocra PO ot 11.07.2006 N 250 «O06
YTBEPXKACHUM VHCTPYKIIMM O MpUeMe, PEerucTpalliid U MPOBEPKE B YUPEKACHUSIX U OpraHax
YToN0BHO-UCTIONHUTENBHON CHCTEMBI COOOLIEHHM 0 MPECTYIJICHUSX U MTPOUCIIECTBHUIX ).

Keiic-3agaua Ne 2
CocTaBUTh TUCHBMEHHO MIPOTOKOJI COOpaHus (3aceqanusi) OTAeNa, CIIyKOBI.

Keiic-3agaua Ne 3
OdopmuTe MUCHMEHHO TUTaH PpaboTHI OTAeNa (CITy»KOBI) Ha KBapTaJ.

Keiic-3agaua Ne 4
OdopMuTe MUCBMEHHO CIyX)eOHOe MHUCHMO (3ampoc B BBIMIECTOSIIYIO OPraHU3AIMIO,
Hanpumep B ['YOCHH, o mpenocraBieHWM MAaT€pUANIbHBIX WU JIIOJCKUX PECYpPCOB, CIIEIl.
CpencTB, MHPOPMALIUU U T.1. )

Keiic-3amaua Ne §
OdopmuTe THCEMEHHO TOJDKHOCTHYIO HHCTPYKITHIO B cOOTBeTCTBUH C [Ipnkazom ®CUH
PO ot 05.06.2008 Ne 379 «O6 yrBepkaenuu Ilopsiika MOATOTOBKU JOMKHOCTHON MHCTPYKIIHH
pabOTHUKA YrOJIOBHO-UCTIOIHUTEIBHONU CUCTEMBIY.

Keiic-3agaua Ne 6
CoCTaBUTBIIUCHMEHHO aKT MpUEMa-TIepeiau CIyKeOHBIX J1eN, JOKyMEHTOB.



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 /IeATEJbHOCTH IOApPa3JeJIeHHH OPraHoB BHYTPEHHHMX [JeJ M0 JejJam
HECOBEePLICHHOJIETHHX.

1. Kakoii mpaBoBOii aKT peryjupyer NOPSIOK PACCMOTPeHHs] OOpalleHWil Ipa)aaH B
Poccuiickoit ®exepanun:

a) Koncruryrmus PO;

0) ®enepanbHblii 3akoH 0T 2 Mast 2006 . Ne 59-03 «O nopsiike paccMOTpeHHs 00paleHui
rpaxaaH Poccuiickoit @enepanumy;



B) npuka3 MUHKYIbTYypsl PO;
r) mpuka3z MBJI Poccum.

2. Ha kakue kareropum Juu pacnpocrpansierca @enepajibHbiid 3aKoH oT 2 masi 2006 1. Ne

59-®3 «O nopsiake paccMoTpeHus oOpameHuii rpaxkaad Poccniickoit Penepanmnm»:
a) i 0e3 rpak/1IaHCTBa,

0) rpaxnan PO;

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

I') HHOCTPAHHBIX I'PaX/IaH.

3. B nepByto ouepenb BCKPHIBAIOTCS MTAKEThI C MTOMETKaMU

Tema 3. IlonsitTHe ¥  BHABI  CJIYKeOHBIX JOKYMEHTOB, OOpa3ylOLIUXCS
NMPABOOXPAHUTEIBLHBIX OPraHax

1. [IpaBo nmosib30BaHKs repOOBBIMY NEYATAMU MO JAeliCTBUTEIbLHBIM U YCJIOBHBIM
HAMMEHOBAHUAM NMPHUHAIJIEKHUT:

a) pyKOBOJUTEJIEM OpraHU3alUy;

0) 3aMeCTUTENAM PYKOBOJUTENS OpraHU3allu;

B) HAYAJILHUKY CEKpEeTapHara,

') HAYaJbHUKY CTPYKTYPHOT'O MOAPA3/ACIICHHUS.

2. lIpaBo no/ib30BaHusl repOOBBLIMH NMEYATSIMH M0 /IeiiCTBUTEIBHBIM U YCJIOBHBIM
HANMEHOBAHUSAM MOKeT ObITh MPEI0CTABJIEHO:

a) IPUKa30M PYKOBOJUTENS OPraHU3alMK IPYTUM JOJKHOCTHBIM JIMIIaM 3TOM OpraHu3aluu;
0) HauaJIBLHUKY CEKpeTapuara;

B) HAUaJIbHUKY CTPYKTYPHOI'O ITOIPA3AEIICHUS;

T') COTPYIHUKY CeKpeTapuara.

3. YuéT 1 BbI1aya nevyarTeid M ITAMIIOB B OPraHM3allMi BO3JIaraeTcs Ha:
a) CeKpeTapHarhbl;

0) CTpYKTYpHBIE TIO/Ipa3/IeTICHNUS;

B) COTPYAHUKA CTPYKTYPHOTO MOAPA3ACICHHUS;

T') MOJIpa3IeICHUE ONPECIISIET PYKOBOAUTENb OPTaHU3aIUH.

4. IIpoBepka HAJIMYHUA MeYaTeil U IUTAMIIOB B OPraHU3alUM MPOU3BOAUTCS:
a) OJIMH pa3 B roJ;

0) nBa pasa B ro;

B) OJIUH pa3 B TPU roJia;

') OZWH pa3 B JBa roja.

Tema 4. IlpaBuia mnoAroroBKH #  oGopMJIeHHS  OTAEJBHBIX [OKYMEHTOB
NMPaBOOXPAHUTEJbHBIX OPraHax (I0KyMeHTHPOBaHME)

1. HomeHK1aTypa OpraHu3anuy cOCTABJISACTCS:

a) Ha Ka)XJIbIH KaJIeHJapHBINA TOJ;

0) Ha J1Ba roja;

B) Ha TPH Toja;

I') Ha YeThIpe Toja.

2. HoMeHKJ1aTypa OpraHu3aiu YTBEPKIA€TCs:
a) pyKoBoOAHUTENIeM (Ha4aJIbHUKOM ) OpTaHU3allNH;
0) HAYaJIbHUKOM CTPYKTYPHOTO MOJpa3/Ie/ICHHS;

B) HauaJIbHUKOM CEKpeTapHara,

B

B



T') HE YTBEP)K1aeTCsl.

3. OTBeTCTBEHHOCTb 32 COXPAHHOCTH M NPABHJIbHOE HCNOJb30BaHHe repOOBBIX Nedarteil
B03J1araeTcsi HeMmocpeJACTBEHHO Ha:

a) Ha4YaJIbHMUKA CEKpeTapHara;

0) cOTpyaHUKA CTPYKTYPHOTO TOIpa3ICICHUS;

B) HaYaJIbHUKA CTPYKTYPHOTO MOIPA3/ICICHUS;

T') pyKOBOAUTEINS (HaYaIbHUKA) OpraHa 0e30macHOCTH.

4. ConpoBoaUTEe/IbHBIE MACHMA COCTABJSIIOTCA TOJBKO K TOKYyMEHTaM:
a) TpeOYIOIINM TOTIOTHUTENbHBIX YKa3aHUH W TIOSICHEHU;

0) TONBKO K PaCOPSIUTEIBLHBIM TOKYMEHTAM;

B) KO BCEM HCXOJSIINM CEKPETHBIM JOKYMEHTaM;

T') HAMPaBJIATh JOKYMEHTHI 0€3 COIPOBOUTEIHHBIX MTUCEM 3aIlpenaeTcsl.

5. Cnncok pacchblJIKM COCTABJISIETCS] IPH HANIPABJIEHHH IOKYMEHTA 0oJiee YyeMm:
a) 4eTBIPEM aJpecaraM;

0) TpéM aapecaram;

B) ABYM ajipecaram;

T) ISITH aipecaTaM.

6. I'pud coritacoBanusi BKJIKYAET B ce0s CJIeyIOIIME 3JIEMEHThI:

a) CnoBo «CoriiacoBaHo», HAUMEHOBaHUE JOKHOCTH, BOUHCKOE 3BaHUE, TUUYHYIO MMOIHUCH,
MHUIMAIBI U (PaMUITUIO JIULIA, C KOTOPBIM MPOEKT JOKYMEHTA COTJIaCOBBIBAETCS, 1aTy
COTJIaCOBAHUS;

6) CnoBo «CornacoBaHo», HAUMEHOBaHUE JIOHKHOCTH;

B) CiioBo «CornacoBaHo», HHUIHABI U (PaMUIIHIO JIUIIA, C KOTOPBIM MPOEKT JOKYMEHTA
COTJIACOBBIBAETCS,

r) CnoBo «CoryiacoBaHO», BOMHCKOE 3BaHHE, TUYHYIO MOJIIUCH.

7. Kontu4ecTBO 0TIEYATAHHBIX IK3EMILISIPOB TOKYMEHTOB YKA3bIBAETCS:

a) Ha JIUIEBOW MJIM 0OOOPOTHON CTOPOHE MOCIIETHETO JMCTa IK3EMILIIpa JOKYMEHTA,
OCTAIOIIEToCs B JIEIIE;

0) Ha MMOCJIEHEM JIUCTE MTEPBOTO PK3EMILISIPA TOKYMEHTA;

B) Ha JIUIIEBOU CTOPOHE MOCJICTHETO JIUCTA MOCIEIHEr0 AK3EMILISAPa TOKYMEHTA;

') Ha 000POTHOM CTOPOHE TIOCIIETHETO JIMCTA BCEX IK3EMILISIPOB JTOKYMEHTA.

Tema S. Ilopsaok oOpameHusi JOKYMEHTOB B INPAaBOOXPAHUTEJbHBIX OpraHax
(10KyMeHT0000pOT)

1. Ha noxkyMeHTe, MojJiexkaneM NpruodIeHUI0 K ey, oTMeTKa «B mesno Ne ...» 3aBepsiercs
NOANNCHIO:

a) HEMOCPEJCTBEHHOI0 HayaJlbHUKA UCIIOJIHUTES,

0) UCTIONHUTENS JOKYMEHTA,;

B) COTpYJHHKA, BEAYIIETO JaHHOE JIEJI0;

') HaYaJlbHUKA CeKpeTapuara oprana 0e30macHOCTH.

2. OTBeTCTBEHHBI COTPYAHUK 32 Pa3MHOKEHHUE JOKYMEHTOB ONpeaesieTcs:
a) MPUKa30M PYKOBOJIUTENs (Ha4aJIbHUKA) opraHa 0€30MMacHOCTH;

0) HauUAIbHUKOM CEKpeTapHuara;

B) HAYaJIbHUKOM CTPYKTYPHOTO IO/IPa3/ICICHUS;

I') pyKOBOJMTEIEM (Ha4yaJIbHUKOM) OpraHa 0e30macHOCTH.



3. IIpu cMeHe HAYATbHHUKA CEKPETAPUATA NMPOBEPSAETC:

a) HaJIM4Ke BCEX CEKPETHBIX JOKYMEHTAIbHBIX MAaTEPUAaJIOB, YUCIALIMXCA HA YUETE BO BCEX
CTPYKTYPHBIX IIOJIpa3JeIICHUSAX;

0) HaTM4YMe CEKPETHBIX JOKYMEHTAIbHBIX MAaTEPHAIOB, YUCIIAIIUXCS B CEKpEeTapuare;

B) HAJIMYME CEKPETHBIX JOKYMEHTAIBHBIX MAaTEPUAIIOB, YUCIAIIMXCS B CTPYKTYPHOM
MOJIpa3/IesIeHUN;

I') HAJIMYNE CEKPETHBIX JOKYMEHTAIbHBIX MaTEpHAJIOB Ha OTAEIBHOM Y4aCTKE.

4. B Hepa0oyee BpeMsi KOPppPeCOHACHIIUSI IPUHUMACTCH:
a) JeKYPHBIM 10 MOAPA3JEIICHHIO;

0) COTPYHUKOM CEKpeTapuara;

B) COTPYIHUKOM CTPYKTYPHOT'O MOApa3ACICHHUS;

') HAYaJIbBHUKOM CTPYKTYPHOT'O IIOApa3AeICHUS.

5. JIucThl BHYTpPEHHEH ONKUCH Aejia:

a) HyMepYyIOTCS pPUMCKUMH LU(PpaMy B TPAaBOM BEPXHEM YTy OTJIEIbHO OT JUCTOB JJOKYMEHTOB,
HaXOIIIUXCS B ICIIC;

0) TUCTHI BHYTPEHHEH OMUCH HYMEPYIOTCS apaOCKUMU Iudpamu;

B) BEETCS CKBO3HAsI HyMEpALKs JIUCTOB BHYTPEHHEN OIUCHU U IOKYMEHTOB B JIEIIE;

T') JUCTHI BHYTPEHHEH OMUCH MOTYT HE HyMEpOBaThCA.

6. Uto Bie4éT 3a co00ii npekpaiieHue aesTejibHOCTH GoHI000pazoBarTesis?

a) MeperMEHOBAaHNE OPTAHU3AIMH WM YaCTUYHOE N3MEHEHUE €T0 Ha3BaHUS;

0) mepedopmupoBaHue, CIUSHHUE IBYX U Oojiee moapa3ieiicHui OpraHu3aliy B OJTUH;
B) U3MEHEHUE MOJYMHEHHOCTH B TIpeie]aX CUCTEMbl OPTaHU3AINH, MECTa TUCIOKAIIHH,
CTPYKTYpPHI 0€3 H3MEHEHHSI OCHOBHBIX (DYHKITU;

T') I3MEHEHHE YCIIOBHOTO HAUMEHOBaHUS (POHI000pa3oBaTesl.

7. BHyTpH )oHAA CHCTEMATH3ALUH /1e]1 IPOBOAUTCH € YYETOM CJeYIOIIHUX NPU3HAKOB:
a) CTPYKTYPHOT'O MJIU XPOHOJIOIMUYECKOTO;

0) GyHKIMOHATBFHOTO WJIM HOMHUHAIIBHOTO;

B) KOPPECIIOHIEHTCKOT0, TeorpauuecKoro Uiu aBTOPCKOTo;

I') BCEX MEPEUHUCIECHHBIX.

Tema 6. KonTpoub wucnojgHeHusi aAoxkyMeHToB. Ilopsinok paccMoTpeHusi oOpamieHHi
rpakiaH B IPABOOXPAHUTEIbHBIX OPraHax

1. lena, :KypHAaJIbl H KAPTOTEKH, 3aKOHYEHHbIE IPONU3BOICTBOM, CPOK KOTOPBIX B
NoJApa3/ieIeHUsIX B COOTBETCTBUM C NlepeYHeM HCTEK, CAAIOTCH B APXUB:

a) OJIMH pa3 B roJi;

0) nBa pasa B ro;

B) TPU pasa B IroJ;

T') OJIMH pa3 B TPH Toja.

2. ApXuBHbI€ U 3aKOHYEHHbIE POU3BOICTBOM HOMEHKJ/JIATYPHbIE [1eJ1a, ;KYPHAJIbI U
KAPTOTEKH YHHUYTOXKAIOTCH:

a) MOCJIe 3aKJIIOUEHUS HIKCIIEPTHON KOMUCCHUHU U TIOTYYEHUS pa3pelieHns] pyKOBOAUTENS
OpraHu3ali, HA3HAYUBIIETO 3Ty KOMHUCCHIO;

0) mocie moy4eHus pa3pelieHns 3aMeCTUTENS] PYKOBOJIUTEINSI OpraHU3aluu;

B) MOCJIE MOJIY4EHUsI pa3pellieHUs] PYKOBOAUTENS CTPYKTYPHOTO MTOAPA3AEIICHHUS;

T') [OCJIe OJyYeHUs pa3pelieHNs] HadyalbHUKA CEeKpeTapHuara.



3. K kpuTepusiM NpouCXoK1eHNsl, TPUMEHsIeMbIM NPH NMPOBeIeHNHU IKCIEPTH3bI HIEHHOCTH
JAOKYMEHTOB B OPTaHH3AIH, OTHOCUTCH:

a) (yHKIIMOHAJILHO-IIENIEBOE Ha3HAYCHHE OpraHa 0e30MacHOCTH;

0) MOIMHHOCTD IOKYMEHTA,;

B) NyOJIETHOCTH JOKYMEHTA;

) puU3HUECcKOe COCTOSHHUE TOKYMEHTA.

4. BoiBepKa KYpHAJIOB YYETA BbIIAYH J1eJ] U3 APXUBOXPAHUIHUINA U KOHTPOJIbHBIX
KAPTOY€K NPOBOAUTCS:

a) OINH pa3 B HEJECIIO;

0) oIH pa3 B MECHIII,

B) OZIMH pa3 B KBapTaJl WM B MOIYTOJUE;

I') OJIMH pa3 B Iof.

5. Cpok paccMOTpeHHs 3aNIPOCa M0 APXUBHOMY TOKYMEHTY:

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

0) He nospKeH npeBbimaTh 30 JHEH ¢ 1aThl €0 PErUCTPALui, HO B UCKITIOYUTEIHHOM CIydae
MOKET OBITh MPOJIEH He Oonee yem Ha 30 AHEH;

B) HE JIOJDKEH MpeBblarh 10 AHeH ¢ J1aThl €ro perucTpaluu;

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

6. Cpox moAroToOBKM M HANpaBJeHUS OTBeTa HA MeKBEIOMCTBEHHbIH 3ampoc o
NMPeICTABJICHUH JOKYMEHTOB M UH(OpMALMHU 1JIS NPeI0CTABIEHHUS TOCYIaAPCTBEHHON WIHN
MYHMIMNAJIbHON YCJAYIH € HCIOJb30BAHHEM MeKBEOMCTBEHHOI0 HH(OPMAIMOHHOTO
B3aMMO/IeiiCTBHUSI He MOKET NMPEeBbIIATh:

a) 3 pabo4ux JHEH co IHSA NOCTYIUICHHUS MEXBEIOMCTBEHHOTO 3aIIpOca B apXHUBHOE
noJipa3JeieHue OpraHu3aluu;

0) 5 pabouux gHEH CO JTHS MOCTYIUICHHUSI MEKBEIOMCTBEHHOTO 3alIpOCa B apXHUBHOE
noJipa3JeieHue OpraHu3aluy;

B) 5 pabouux HEH cO AHS MOCTYIUICHHS MEKBEIOMCTBEHHOTO 3allpoca B apXUBHOE
noJipa3eieHNe OpraHu3allii, €CJIM UHbIE CPOKU MOATOTOBKH M HAMPABIECHUSI OTBETA Ha
MEKBEIOMCTBEHHBIN 3aIIPOC HE YCTAHOBJICHBI 3aKOHOAaTENLCTBOM Poccuiickoit denepanuu;

r) 7 pabo4nx AHEH CO THS MOCTYIUICHUS MEXBEIOMCTBEHHOTO 3aIIpoca B apXHUBHOE
MoJpa3/ieleHle OpraHu3aluu, €Clii HHbIe CPOKU MOJTOTOBKH U HAIPaBJICHUs OTBETa HA
MEXBEJOMCTBEHHBIN 3aIIPOC HE YCTAHOBJICHBI 3aKOHOAATENLCTBOM Poccuiickon denepanuu.
Tema 7. [lepenaua JOKYMEHTOB B apXUBbI. JKCIEPTU3a U YHHUUTOKEHHE /1]

1. ApxuBHoe 1es0 B Poccuiickoii @enepanum peryjupyercs:

a) ®enepanbHbIM 3aK0OHOM OT 22 OKTsI0pst 2004 1. Ne 125-D3 «O6 apxuBHOM aene B Poccuiickoit
denepanuny;

0) ®enepanbabIM 3aK0HOM OT 20 erpasis 1995 1. Ne 15-D3 «O6 undopmanuu,
UH(OpPMaTH3AIMY U 3aIUTe HHPOPMALIUNY;

B) ®enepanbHbiM 3ak0HOM OT 27 utoist 2010 . Ne 210-D3 «O06 opranu3anuu npeaoCcTaBICHUS
rOCYIapCTBEHHBIX U MYHULIUNIAJIBHBIX YCITYT;

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-GpoH1000pazoBarens;

0) 110001 JOKYMEHT IMOCTOSHHOTO CPOKA XPaHEHUS;

B) JOKYMEHT, MOJJICKAIINI BKIIOUEHHUIO B cocTaB ApxuBHoro (onaa Poccutickoit deneparuu;



I') MarepuajbHbIl HOCUTENb C 3a(UKCHpPOBAaHHONM Ha HEM HH(QOpManuen, KOTOPbIi HMeeT
PEKBU3UTHI, TIO3BOJIAIONINE €0 UACHTU(DHUIMPOBATH, U MOUIEKUT XPAaHEHHUIO B CHITy 3HAYMMOCTH
yKa3aHHbBIX HOCUTENS U HH(OpMAIMK IS TPaskIaH, 00IIeCTBa U TOCYIapCTBa.

3. ApXUBHasl ONIUCH SIBJISIETCSH:

a) Y4ETHBIM JIOKYMEHTOM;

0) IIeMEHTOM Hay4HO-CIIPABOYHOTO amnmapara apXxuBa;

B) OTHOBPEMEHHO YUYETHBIM JIOKYMEHTOM U JIEMEHTOM HAayYHO-CIIPABOYHOTO amapara apXxuBa;
') TOKYMEHTOM, TIOJIeKAIIUM BKIIFOYCHHIO B cOCTaB ApXuUBHOTO QoHa Poccuiickoii
denepanuu.

4. ApXxuBHOeE J1€J10 B OPraHN3alMU Peryjiupyercs:

a) Muctpykuumeit o nopsiake npuéma, yuéra, 00ecriedeHns: COXpaHHOCTH U HCIIOJIb30BaHUS
ApPXUBHBIX JJOKYMEHTOB B OpraHe MCIIOJIHUTEIBHON BIIACTH;

0) UHcTpyKuumei o 1elnonpou3BOACTBY 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, OTHOCATCH K apxuBHOMY (ponay Poccuiickoit @enepaunu:

a) BCE JIOKYMEHTBI MIOCTOSTHHOTO CPOKA XPaHCHUS;

0) apXWBHBIE TOKYMEHTBI, IPOILE/AIINE SKCIIEPTH3Y IEHHOCTH JIOKyMEHTOB, IOCTABIICHHBIE HA
TOCYIaPCTBEHHBIN YUET U MOJyIeKAIME TOCTOSHHOMY XPaHEHHUIO; B) BCE JOKYMEHTHI,
MPOIIEAIINE SKCIIEPTH3Y IICHHOCTH;

T') Bce JOKYMEHTBI, 00pa3yIoIuecs B mpolecce AesTensHOCTH (PoHm000pazoBares.

6. B npenenax apxuBHoOro ¢gonaa y4étHo-kiaaccuGuKanuoHHONH eJUHULCH ABJIACTCS:
a) eIMHMIIA XPAHEHNS,

0) omuCH;

B) JICIIO;

I') JOKYMEHT.

7. JoKyMeHTBI TUYHOT0 MPOUCXO0KIEHUs MPUHUMAIOTCS B APXMB 110:
a) I0rOBOPY JapeHusl, KyIUIN-TPOJIaXKH, 110 3aBEIAaHUI0, 110 PEIIEHHIO Cy/1a WIIM HOTapUaJIbHBIX
OpraHoOB O MPU3HAHUU JOKYMEHTOB O€CXO3HBIMU;

0) TOBKO IO IOTOBOPY KYILIU-TIPOIAXKH;

B) 110 3aBEIAHHIO UM JOTOBOPY JapeHUs;

T') TOJBKO IO PEUISHUIO Cy/Ia.

8. IIpaBoBoii cTaryc apxuBa 3aKpenisiercs:

a) UucTpykmueit o0 apxuBe;

0) ITonoxxennem 00 apxuBe WIN YCTAaBOM apXHBa;

B) AIMHUHHUCTPATUBHBIM PEIIAMEHTOM,;

T') HE 3aKpEIUISETCS.

9. llena, 3aKOHYEHHBbIE MPOU3BOACTBOM, CPOK XPaHEHHS] KOTOPBHIX B MOAPa3/ieeHUsIX
HUCTEK, CAAKTCA B apXHUB N0 rpaduky:

a) OJIMH pa3 B MECHLI;

0) onmMH pa3 B KBapTa;

B) OJIMH pa3 B MOJYTOAUE;

T') OMH pa3 B TO/I.

10. Pa3HOBUAHOCTSIMM APXUBHOIO (POH/IA ABJISAIOTCS:



a) apXUBHBIN (OHI OpraHU3alllH, COCTOSIINI U3 JOKYMEHTOB, 00pa30BaBIINXCS B IPOLIECCE €T0
NEeSITeNIbHOCTH;

0) apXUBHBIN (POH]] JIMYHOTO TIPOUCXOKIACHUS, COCTOSIINUN U3 JOKYMEHTOB, 00pPa30BaBIINXCS B
nporuecce )XKU3HU U JIeATEIbHOCTH OTAEIBHOIO JINCTA;

B) 00beIMHEHHBIN apXUBHBIN (DOH], COCTOSIINHI U3 JOKYMEHTOB, 00pa30BaBIINXCS B IIpoIiecce
JeSITEIbHOCTH JIBYX WM OoJiee OpraHoB 0€30MacHOCTH, UMEBIINX MEXKIY COOON HCTOPHUUECKH U
(uH) TorUYecKu 00yCIOBICHHBIE CBSA3U — OMHOPOIHOCTD U MPEEMCTBEHHOCTD JIEATEIbHOCTH,
MOJYUHEHHOCTh, MECTOHAXOXACHUE U JIP.;

I') BCE IEPEYUCIIEHHOE.

11. [Ipuém 1OKYMEHTOB B apXUB OCYLIECTBJISIETCH:

a) IO CAATOYHBIM OITHCSM;

0) 1O apXUBHBIM OIHCSM;

B) 1O CONPOBOAUTEIHHBIM MTUCHMAM;

T) 1O JTI00O0MY U3 MEPEUYHCICHHBIX TOKYMEHTOB.

12. ApxuBHBbI€ JOKYMEHTHI BbIIAKTCS /51 IKCIIOHNPOBAHUS JOKYMEHTOB M MO 3ampocam
cyl1e0HbIX U MPABOOXPAHUTEIbHBIX OPraHOB HA CPOK:

a) 1 mecsa;

0) 3 mecsa;

B) 6 MECSIIEB;

r) 12 mecsues.

13. OcHoBHBIMH (OPMAMH HCIIOTb30BAHUS JOKYMEHTOB B apXUBe SABJISIOTCH:
a) nHGOpMaIMOHHOE 00ecTIeueHre TT0JIb30BaTeNIeH B COOTBETCTBUH C MX 3aPOCaAMHU
(BaHBHCHI/IHMH), a TaK’>KC B IMJIAHOBOM U MHUIIUATHUBHOM MOPAIAKE,

0) SKCIIOHUPOBaHUE JOKYMEHTOB Ha BBICTABKaX, MyOIMKaIINs IOKYMEHTOB;

B) BbLa4a JOKYMCHTOB BO BPCMCHHOC IOJIL30BAHNC,

T') BCE TIEPEUUCIICHHOE.

14. lllupuna npoxoaa Me:k1y pAIaMM CTeJJIaKeld B apXMBOXPAHUJIMIIE 10JIKHA
COCTABJISITh:

a) 100 cm;

0) 120 cm;

B) 150 cm;

r) 200 cMm.

Tema 8. OcyiecTBiieHHE PadoOT ¢ JTOKYMEHTAMH OTPAHHUYEHHOT0 PACTIPOCTPAHEHUSA
1. I'pu¢ cexkpeTHOCTH yCTAHABJIUBAETCH 1JIsl HOCUTEJIEH, COlePKAIMUX CBeIeHUs,
COCTABJIAIONIME TOCYIAPCTBEHHYIO TalHY:

a) 0co00i1 BaAXKHOCTH, COBEPIICHHO CEKPETHO, CEKPETHO;

0) 0c000ii BAXKHOCTH,

B) 0000 BaKHOCTH, COBEPIIIEHHO CEKPETHO;

') 0c000¥1 BaXKHOCTH, COBEPIIIEHHO CEKPETHO, CEKPETHO, /ISl CITY>KEOHOTO MOJE30BaHUSI.

2. Ha pa3MHoKeHHe ceKpPeTHbIe JOKYMEHTHI NepeialTcs TOAbKO:

a) 3aperuCTPUPOBAHHBIMH U O(OPMIICHHBIMH B YCTAHOBJICHHOM TTOPSIKE;
0) 3aperuCTpUPOBAHHBIMHU B )KypHaJe yuéTa pa3MHOKEHUS;

B) IIOCTIE PA3pEIICHUs PyKOBOJICTBA;

r) mocie opopMIICHHS 3aKa3a.

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



0) 3aka3;
B) 3asIBKa;
I') pa3pelleHue.

4. PykoBoaMTe/ I OPTraHU3alMH M UX CeKPEeTAPUATHI OCYIIECTBJSIIOT POBEPKH CEKPETHOIO
JAeJONPOU3BOACTBA B CTPYKTYPHBIX MNOApa3ie/IeHUsIX OPraHM3alM¥ M B TNOIYUHEHHBIX
noapasaejeHHusIX:

a) He peke OHOro pasa B rof;

0) He peke OIHOTO pa3a B JBa TOJa;

B) HE peXke OJJHOTO pa3a B TPU Iroja;

I') HE peKe OIHOTO pasa B YEThIpE rofa.

5. HenocpencTBeHHbIE HAYAJTBHUK 00SI3aHBI MEPUOTUYECKH MPOBEPATH MOPSIAOK XPaHEHUsI
CEeKPEeTHBIX JOKYMEHTAJbHBIX MATEPHAJIOB Y MOAYHHEHHBIX COTPYIHHUKOB:

a) He pexe OJHOTrOo pasza B MECHI,

0) HE peke OTHOTO pa3a B Tof;

B) HE peke OJTHOTO pa3a B KBapTall;

T') HE peXe OTHOTO pa3a B MOJTOAA.

6. YcTaHOBHUTE COOTBETCTBHE:

1) Ilpu cmeHe HauanbHUKA cekperapuara | A)  Hamuume — ceKpeTHBIX  JTOKyMEHTaJIbHBIX
IIPOBEPSIETCS MaTepHUaJIOB, YUCIISIIIUXCS B apPXHUBE
2) llpu CMEHe pykoBoautens | b) Hannuume cekpeTHBIX JOKYMEHTaJIbHBIX
(HayaMbHUKA) CTPYKTYPHOTO | MaT€pHaJOB, YUCISAIIUXCS BO BCEM OpraHe
NIOJpa3/IeTICHNs] IPOBEPSETCS
3) Ilpu cMeHe pyKOBOIUTENS apXHUBa B) Hammume  cekpeTHBIX  JTOKYMEHTaJIbHBIX
MaTepHuaJioB, YUCIISIIIUXCSL B CEKpeTapuare
4) Ilpu cmeHe HaYaJIbHUKA OpraHa I') Hanmmume BceX CEKPETHBIX JAOKYMEHTaJIbHBIX
MaTepUalioB, YUCISIINXCSA HA YUETE B CTPYKTYPHOM
MOJpa3/ieJICHUH

Tema 9. IlonsiTHe, 3HA4YeHHWe W MNPaBOBOE pPeryJlMpoOBaHUHE PeKHMA CEKPeTHOCTH B
AesITeJIbHOCTH NMOAPa3/ieJieHuil OpraHoB BHYTPEHHHUX JieJI 110 /ieJIaM HecOBepIIeHHOJJIeTHUX
1. O dakrax yTparsl CeKPeTHbIX HOCHTeJeil mHpOopMAIUH JOKIAIBIBAETCS PYKOBOICTBY
noapasaeaeHus:

a) He3aMeIJINTENbHO;

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

B) HE MIO3Hee TPEX JTHEH ¢ 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 MOPa3AeiieHus, B KOTOPOM HaXOAUTCs (BEAETCsI)
9TO JIeJ10, ¢ 0053aTeTHHBIM OCTABIICHUEM B HEM KOITHH U3BSITOTO JOKYMEHTA HITH CITPABKH-
3aMECTUTEIISI Ha U3bATHIN AOKYMCHT,

0) ¢ paspernieHus1 HauaJlbHUKA CTPYKTYPHOTO TIOJIPa3/ICIICHHS;

B) C OCTAaBJICHUCM CIIPABKH-3aMCCTUTCIIS HA U3BIATHIN AOKYMCHT,

T') C OCTaBJICHUEM KOIIHU U3BSITOTO JOKYMEHTA.

3. I1o pa3MHOKEHUIO CEKPETHBIX JOKYMEHTOB U31a€ETCS:
a) NpUKa3;

0) ykazaHue;

B) MMaMsTKa;

T') pacropsiKeHHE.



4. Ilpu cMeHe pykoBoanTes (HA4YaJIbHUKA) CTPYKTYPHOTIO IOAPA3eJIeHUsI POBePseTCs:
a) HAJIMYKE BCEX CEKPETHBIX JOKYMEHTAIbHBIX MAaTepHAIOB, YUCIAILUXCS HA YUETE B
CTPYKTYpPHOM HOJpPA3/IEICHNH;

0) HaJIM4YMe CEKPETHBIX TIOKYMEHTAJIbHBIX MaTepHUajIOB, YUCISIUXCS B CEKpETapHuare;

B) HaJINYNC CCKPCTHBIX JOKYMCHTAJIBHBIX MaTCPpUAJIOB, YUCIAIIUXCA 3a PYKOBOOAUTCIIEM
(HaYaTbHUKOM) CTPYKTYPHOTO TOAPA3/ICIICHNUS,

I‘) HaJINYUC CCKPCTHBIX JOKYMCHTAJIbHBIX MAaTCpUaJIOB HA OTACIIBHOM YYaCTKC.

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

0) 15 mHeii co THS UX UCIIOTHCHUS;

B) 45 mHEl co THA UX UCIIOJIHCHHUS;

r) 30 qHEH CO THS UX UCTIOJTHECHHUS.

6. YcTaHOBHTE COOTBETCTBHE:

1) ITo pa3MHOXKEHUIO CEKPETHBIX JOKYMEHTOB A) mamsaTKa
n3gaércs
2) Ha KaKJTbIi CEKPETHBIN TIOKYMEHT, | b) 3aka3 unu pazpemnieHue
MOJICIKAIIHNIA PA3MHOXKEHHIO, 0(DOPMIISETCS
3) Ha COTPYIHUKA, OTBETCTBEHHOTO 3a | B) npukas
Pa3MHOKCHHUC CCKPCTHLIXJOKYMCHTORB
n3IaéTcs

HIxaja oneHuBaHuA: 5 0aJILHASA.

Kpurepun oneHuBanus:

Kaxxnprit Bompoc (3amanue) B TECTOBOU (popMe OIIEHUBACTCS 110 JUXOTOMHYECKON MIKaJIe:
BBIIIOJIHEHO — 1 0ai, He BeIoMHeHOo — 0 0asuioB.

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

3-4 0aJU10B — OLIEHKE «XOPOLIOY;

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

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

2 OLEHOYHBIE CPEJICTBA JJISI MNPOMEXYTOUYHONH ATTECTALMU
OBYYAIOILMXCS

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

1.1. Kakoit mpaBoBO# aKT PEryIMpyeT MOPSA0K paCCMOTPEHUsT 00OpaIlieHu i TpaKaaH B
Poccuiickoit @enepannu:

a) Koncrurymus PO;

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

B) npuka3 MUHKYIbTYpsl PO;

r) mpuka3z MBJI Poccun.

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

a) nu1 0e3 rpak/1aHCTBa,

0) rpaxnan PO;

B) rpaxaaH P®, HHOCTpaHHBIX IpaX/1aH U JHI O3 rPaXk1aHCTBa;

I') HHOCTPAHHBIX I'PaX/1aH.



1.3. ApxuBHoe aeno B Poccutickoii denepannn peryaupyeTcs:

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

0) ®enepanbubiM 3ak0HOM 0T 20 deBpanst 1995 1. Ne 15-03 «O6 undopmaruu,
nH(popMaTU3aIuy U 3a1uTe HHHOPMALTHI,;

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

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

1.4. ApXUBHBIN JOKYMEHT — 3TO:

a) Mo00ii TOKYMEHT, 00pa3yIOUIUiics B IeATEeIbHOCTH Toapa3aencHus-GpoHgoo0pazoBares;

0) m000¥ JOKYMEHT MTOCTOSTHHOTO CPOKa XPaHEHUS,;

B) JIOKYMEHT, TIOJJIC)KAIIHIA BKIFOUEHUIO B cocTaB ApxuBHoro ¢onna Poccuiickoit deneparuu;
I) MarepuajgbHbIi HOCUTEIh C 3apUKCHUPOBAHHOW Ha HEM HHQOpMAIMel, KOTOPBIA HMEET
PEKBU3UTHI, TTO3BOJISIONIUE €r0 UACHTU(UIIMPOBATE, U TOUICKUT XPAHEHUIO B CUITy 3HAYUMOCTH
yKa3aHHBIX HOCHUTENS U HHPOPMALIUK JUIsl TPpaXKaaH, 00LIEeCTBa U rOCyAapCTBa.

1.5. ApxuBHasi ONUCH SIBISETCS:

a) Y4ETHBIM JIOKYMEHTOM,;

0) 2IIeMEHTOM Hay4YHO-CIIPABOYHOTO arapara apXxuBa;

B) OJHOBPEMEHHO YUYETHBIM JIOKYMEHTOM U 3JIEMEHTOM HayYHO-CIIPABOYHOIO amnmapara apXxuBa;
T') TIOKYMEHTOM, TTOJIJICKAIINM BKIIIOUYCHHUIO B cocTaB ApxuBHOTO (hoHa Poccuiickoit
denepanuu.

1.6. ApxuBHOE J1€J10 B OPraHU3aLUU PETYIUPYETCS:

a) MHcTpykuumeii o nopsiake npuéma, yuéra, odecredeHus: COXpaHHOCTH U UCTIOIb30BaAHUS
ApPXMBHBIX JJOKYMEHTOB B OPTraHE UCTIOTHUTEIbHON BIIACTH;

0) MHCTpyKIIHMEH 1O JeIOPOU3BOICTBY B OpraHe UCIIOJIHUTEIbHON BIACTH;

B) AZIMUHUCTPATUBHBIM PETJIAMEHTOM OpraHa UCIIOJHUTEIBLHOM BJIACTU MO MPEIOCTABICHUIO
rOCyAapCTBEHHOM YCIyTH MO OpraHU3alliy UCIIOIHEHUS 3alIPOCOB MO0 APXUBHBIM JOKYMEHTAM;
T') MpaBUWJIaMH pabOThl BEIOMCTBEHHBIX apXHBOB.

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

a) BCE JOKYMEHTHI TOCTOSSHHOTO CPOKA XPaHEHUS;

0) apXMBHBIC JOKYMEHTBI, IPOILEAIINE SKCIIEPTU3Y LIEHHOCTHU JTOKYMEHTOB, IOCTaBICHHBIC HA
rOCyAapCTBEHHBIN YUET U MOAJIeKAIMe TOCTOTHHOMY XpaHEHUIO; B) BCE TOKYMEHTHI,
IPOLIEIINE SKCIIEPTU3Y LIEHHOCTH;

T') BCE JIOKYMEHTBI, 00pa3yoIIrecs B MpoIecce AesATeIbHOCTH (HOHA000pa3oBaTersl.

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

a) MHCTPYKIIMEH MO0 CEKPETHOMY JIeTIOTIPOH3BOICTBY;

0) ['ocynapcTBennbsiM ctangapToM Poccuiickoit deneparuu;

B) MeToanvyeckuMu peKOMEHIAUSAMU T10 TIOATOTOBKE, 0()OPMIICHUIO M HAIPABIECHUIO
nokymeHToB B ®Ch Poccuu;

r) MHCTpyKIIHEH 0 HECEKPETHOMY JEIONPOU3BOICTRY.

1.9. HoMeHknaTypa opranusaiuy COCTaBIISIETCS:
a) Ha KaX/IbI{ KaJIeHJapHbINA IO
0) Ha ;1Ba rofIa;



B) Ha TPH roja;
') Ha YeThIpe TO/1a.

1.10. HomeHknarypa opraHu3aiu yTBEPKAaeTCA:
a) pyKOBOJUTENEM (Ha4aJIbHUKOM) OpraHU3alHH;
0) HAYATPHUKOM CTPYKTYPHOTO MOAPA3ACICHNUS;
B) HAYAJILHUKOM CEKpeTapHara;

T') HE YTBEPKIaeTCsl.

1.11. OTBETCTBEHHOCTH 32 COXPAHHOCTh U IIPABUIILHOE MCIIOIB30BaHKE TepOOBBIX TMeUaTeH
BO3JIaraeTcsi HEMOCPEICTBEHHO Ha:

a) HayaJlbHUKa CeKpeTapuara;

0) COTpyAHUKA CTPYKTYPHOTO TMOAPA3/IeICHHS;

B) HauaJIbHUKA CTPYKTYPHOTO MOAPAa3/ICICHHUS;

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

1.12. ConpoBoauTeNbHBIE MUCbMA COCTABISAIOTCS TOJIBKO K JIOKYMEHTAM:
a) TpeOYIOITMM JOTOTHUTENBHBIX YKA3aHUH WIIH TTOSICHEHUIH,

0) TOJILKO K PacIoOpsIAUTEIHHBIM JOKYMEHTAM;

B) KO BCEM HCXOJISIIIIMM CEKPETHBIM IOKYMEHTaM;

T') HAIlPaBJIATh JOKYMEHTHI 0€3 COMPOBOIUTEIBHBIX IMHCEM 3aIPEIaeTCsl.

1.13. CiMcoK pacCchUIKM COCTABIISIETCS IPU HANIPABICHUH JJOKYMEHTa OoJiee uem:
a) 4eThIpEM azipecaTam;

0) Tpém agpecaTam;

B) ABYM ajipecaram;

T) IATH aapecaTaMm.

1.14. T'pud cormimacoBaHus BKIIOYAET B C0S CIEAYIOIINE DIIEMEHTBI:

a) CinoBo «CornacoBaHo», HAMMEHOBaHHE OJKHOCTH, BOMHCKOE 3BaHUE, JIMYHYIO MOAMNCH,
WHUIUAIB] ¥ (DAMUTTUIO JIUIIA, C KOTOPBIM MPOEKT JOKYMEHTA COTJIACOBBIBACTCS, 1Ty
COTJIACOBAHUS;

0) CnoBo «CoriacoBaHo», HAUMEHOBaHHUE JTOHKHOCTH,

B) CioBo «CoriacoBaHo», HHUIHAGI U ()aMUJIHIO JIMLA, C KOTOPBIM MPOEKT TOKYMEHTa
COTJIACOBBIBACTCS,

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

1.15. KonnuuecTBO OTIEYATAaHHBIX 3K3EMIUISPOB JOKYMEHTOB YKa3bIBAETCA:

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

0) Ha TIOCTIETHEM JIUCTE TIEPBOTO AK3EMILISAPA TIOKYMEHTA;

B) Ha JIUIIEBOM CTOPOHE MOCJIETHETO JINCTA MOCIEIHEr0 HK3EMILISApa 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) HEMOCPECTBEHHOT0 HAa4YalbHUKA UCTIOJTHUTEIIS;

0) UCTIOTHUTENS TOKYMEHTA,

B) COTPYIHHKA, BEAYIIETO JaHHOE JIEII0;

I') HauaJbHUKA CEKpeTapuara oprana 0€30macHOCTH.

1.17. OTBETCTBEHHBII COTPYIHUK 32 PA3MHOKEHHE TOKYMEHTOB OINPEIECTC:



a) MPUKa30M PYKOBOAUTENS (HaYaJIbHUKA) OpraHa 0€30MmacHOCTH;
0) HauYaJIbHUKOM CEKpeTapuara;

B) HAUaJIbHUKOM CTPYKTYPHOI'O IIOJIpa3/IeIICHUS;

T') pyKoBoAHTENIeM (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 NOKYMCHTAJIIbHBIX MAaTCPUAJIOB, YUCIIAIIUXCA B CCKPECTAPHUATEC,

B) HAJIMYKME CEKPETHBIX JOKYMEHTAIBHBIX MaTePUAIOB, YUCISAIIUXCSA B CTPYKTYPHOM
No/Apa3/iesICHUN;

T') HaJIM4Ke CEKPETHBIX TOKYMEHTAIbHBIX MaTepHalIOB Ha OTAEIBHOM Y4acTKe.

1.19. B Hepabouee BpeMsi KOPPECTIOHACHITUS TPUHUMACTCS
a) J1eXKYPHBIM 110 N1OAPA3/IEIECHHUIO;

0) COTPYTHUKOM CEKpeTapuara;

B) COTPYIHUKOM CTPYKTYPHOTO MO/Apa3ACICHHUS;

') HAYaJIbHUKOM CTPYKTYPHOTO TOJpa3AeICHUSI.

1.20. JIucThl BHYTpEHHEU OMKUCH JeJa:

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

0) TMCTHI BHYTPEHHEH ONKCcH HyMEpYIOTCsS apaOCKuMH nudpamu;

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

I') JIUCTHI BHYTPEHHEH OMMCH MOTYT HE HyMEPOBAaThCHI.

1.21. Yro Breuér 3a coboit mpekpaiieHue aesarenbHoctu ponaoodpasoparens?

a) IeperMEHOBaHNE OPTaHN3alY MM YaCTHYHOE H3MEHEHNE €r0 Ha3BaHUS,

0) nepedopmupoBaHue, CIUSHUE ABYX U OoJiee moapa3ieNeHHii OpraHu3aliy B OJIUH;
B) N3MEHEHUE MTOJUNHEHHOCTH B TIpE/iesIaX CHCTEMbI OpraHU3aliy, MECTa TUCIOKALIUH,
CTPYKTYpBI 0€3 U3MEHEHHS OCHOBHBIX (DYHKIIHIA;

I') ©'3MEHEHHE YCIIOBHOTO HaMMEHOBaHUs (POHI000pa3zoBaTes.

1.22. Baytpu (hoHga cucTeMaTHU3AIMH €T TPOBOJUTCS C yUETOM CIIEIYIOMNUX TPU3HAKOB!
a) CTPYKTYPHOTO WJIH XPOHOJIOTUYECKOTO;

0) pyHKIIMOHATBHOTO WJIM HOMHUHAJIBHOTO;

B) KOPPECTIOHECHTCKOTO, TeOrpad)uuecKoro ik aBTOPCKOTO;

T') BCEX MEPEYNCICHHBIX.

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

0) omuce;

B) JI€JI0;

') TOKYMEHT.

1.24. JIOKyMEHTBI JTUYHOTO MPOUCXOKACHUS MPUHUMAIOTCSI B APXUB T10:

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

0) TOJILKO IO JOTOBOPY KYIUTH-TIPOJIAXKH;

B) 10 3aBELLIAHUIO WK IOTOBOPY JapeHUS;

') TOJBKO MO PELIEHUIO Cy/Ia.



1.25. TIpaBo nosabp30BaHus TepOOBBIMH MEYATAMU IO ACHCTBUTEIBHBIM U YCIOBHBIM
HaMMEHOBAHUSM TPUHAUICHKHT:

a) pyKOBOJUTEJIEM OpraHU3aluy;

0) 3aMeCTUTEISIM PYKOBOIUTENSI OpraHU3AIINH;

B) HAUAIBHUKY CEKpeTapHara;

I') HAaYIBHUKY CTPYKTYPHOTO TIOIPa3/ICICHUSI.

1.26. IIpaBo mosib30BaHus TepOOBBIMU NIEYATSIMU IO TCUCTBUTEIBHBIM U YCIIOBHBIM
HaAauMCHOBAHUAM MOXET GBITB MpeaOCTaBJICHO:

a) MPUKa30M PYKOBOJUTENS OPTaHU3AIMH IPYTUM JOJKHOCTHBIM JIMIIAM 3TOM OpraHu3aluu;
0) HAaYaNTbHUKY CEKpeTapuara,

B) HAUAJIbHUKY CTPYKTYPHOIO MOIPA3/ICIICHUS;

') COTPYJIHUKY CEKpeTapuara.

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

0) CTPYKTYpHBIE MOpa3ICICHIS;

B) COTPYAHHUKA CTPYKTYPHOTO MOAPA3ACIICHHUSI;

T') OJpa3IeeHUE ONPEICIISIET PYKOBOAUTENb OPraHU3aIUH.

1.28. IIpoBepka Hamu4us eYaTei v MITAMIIOB B OPraHU3aLUK 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, 3aKOHUEHHBIE 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 TPOU3BOICTBOM HOMEHKJIATYPHBIE JIeJ1a, dKYPHAJIbI U
KapTOTEKHU YHUUTOXKAIOTCS:

a) MocJIe 3aKJIIOUEHUS HIKCIIEPTHON KOMHUCCHUHU U TIOJTYYEHUS pa3pelieHns] pyKOBOAUTENS
OopraHu3al, HA3HAYUBIICTO 3TY KOMHCCHUILO,

0) rmocie moy4eHus pa3pelieHns 3aMeCTUTENS] PyKOBOIUTEINSI OpraHU3aluu;

B) MOCJI€ MOJIY4EHUsI pa3pellieHUs] PYKOBOAUTENS CTPYKTYPHOTO MTOAPA3EIICHHUS;

T') [OCJIe OJyYeHUs pa3pelieHNs] HayalbHUKA CEeKpeTapHuara.

1.31. K kpuTepusM OpoOUCXOKICHHS, TPUMEHSIEMbIM IIPU MTPOBEAECHUH SKCIEPTU3BI IECHHOCTH
JOKYMEHTOB B OpraHU3aI[i1, OTHOCUTCS:

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

0) HOATMHHOCTH IOKYMEHTA;

B) AyOJIETHOCTh JOKYMEHTA;

T) pu3uvecKoe COCTOSIHIE TOKYMEHTA.

1.32. BeiBepka KypHaI0B yuéTa Bbllau J€J1 U3 apXUBOXPAHWIUIIA U KOHTPOJIbHBIX KapTOYEK
IIPOBOJIUTCS:

a) OJIMH Pa3 B HEJEIIO;

0) OMH pa3 B MECHIL;



B) OAIMH pa3 B KBapTaJl UM B MOJIYTOJHE;
') OMH pa3 B TO/I.

1.33. IIpaBoBOIi cTaryc apxuBa 3aKperuIsieTcs:

a) Muctpykuueit 06 apxuse;

0) ITonoxxenneM 00 apXHBe WIJIM YCTAaBOM apXHBa,
B) AZIMUHHCTPAaTUBHBIM PEITIAMEHTOM,;

T') HE 3aKpeIIsSeTCs.

1.34. Jlena, 3aKOHYEHHBIE MPOU3BOICTBOM, CPOK XPAHEHUS KOTOPHIX B MOAPA3ACICHUAX UCTEK,
C/IAIOTCS B apXUB MO TpaduKy:

a) OIH pa3 B MECHIII;

0) omMH pa3 B KBapTal;

B) OJIMH pa3 B MMOJYTOAME;

I') OJIMH pa3 B Iof.

1.35. Pa3HOBUAHOCTSIMU apXUBHOTO (POH/IA SBISIOTCS:

a) apXUBHBIN (HOH]] OPraHU3aIUH, COCTOSAIINN U3 IOKYMEHTOB, 00Pa30BaBIINXCS B TIPOIECCE €T0
NeSITeTbHOCTH;

0) apXuBHBIN (HOH JIUIYHOTO MPOUCXOKIEHHUS, COCTOSAIINN U3 TOKYMEHTOB, 00pa30BaBIINXCS B
npoliecce )XKU3HH U AEATEIIbHOCTH OTAEIBHOIO JINCTA;

B) 00BbeAMHEHHBIN apXUBHBIN (DOHJI, COCTOSIIIINA U3 JOKYMEHTOB, 00pa30BaBIINXCS B IIPOIIECCE
JeSITeIbHOCTH IBYX I O0jiee OpraHoB 0e30MacHOCTH, UMEBIIUX MEXIY CO00i HCTOPUUYECKHU U
(unu) noruvyecku o0yCIOBICHHBIE CBS3U — OTHOPOIHOCTh U MPEEMCTBEHHOCTD JESITEIbHOCTH,
NOAYMHEHHOCTD, MECTOHAXOXKJICHHUE U JIP.;

T') BCE MEPEUYHCIICHHOE.

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

0) 1O apXUBHBIM OIHCSM;

B) 10 CONPOBOAUTEIHHBIM MTUCHMAM;

T) 1O JTI00O0MY U3 MEPEUYHCICHHBIX TOKYMEHTOB.

1.37. ApxuBHbBIE IOKYMEHTBI BBIIAIOTCA 111 SKCIOHUPOBAHUS TOKYMEHTOB U 110 3alpOCaM
CyeOHBIX ¥ MPABOOXPAHUTEIBHBIX OPTaHOB HA CPOK:

a) 1 mecsa;

0) 3 mecsa,

B) 6 MeCSIIEB;

r) 12 mecsues.

1.38. OcHoBHBIMH (hOpMaMH UCTIOIH30BAHUS IOKYMEHTOB B aPXUBE SBISIOTCS:

a) nHGOpMaMOHHOE 00ecTieueHre TT0JIb30BaTeNIeH B COOTBETCTBUH C MX 3aPOCaAMHU
(3asBICHUSIMH ), @ TAK)KE B TUTAHOBOM U MHUITUATUBHOM TOPSIJIKE;

0) SKCIIOHUPOBaHUE JOKYMEHTOB Ha BBICTABKaX, MyOIMKaIlUs IOKYMEHTOB;

B) BbI1a4a JJOKYMEHTOB BO BPEMEHHOE IOJIb30BAHNUE;

T') BCE TIEPEUNCIICHHOE.

1.39. lllupunHa mpoxoja MEXIy psiAaMu CTEIJIaXKENH B ApXUBOXPAHWJIUIIE 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) ammuus, UMs, 0TYECTBO (MPU HATWYUH ) 3asIBUTEIIS, PEKBU3UTHI OJIaHKA TUChMa — JJIsi OpraHa
U OpraHu3alliy, TOYTOBBIN aapec U (WIK) afpec 3JIEeKTPOHHOM MOUTHI 3asBUTEN, CYTh 3allpoca,
UHBIE CBEJICHHUS, TIO3BOJIAIONINE OCYIIECTBUTh MIOUCK JTOKYMEHTOB, HEOOXOAMMBIX IS
MCIIOJTHEHHUS 3aMpoca, TMYHAs MOAMUCH (/17151 MUCbMEHHBIX 3allpOCOB) U J1aTa;

0) dbamunus, UMs, 0TYECTBO (TIPU HATTMYWH) 3asABUTEIS, PEKBU3UTHI OJIaHKa MHUChMa — JUIsl OpraHa
U OpraHu3alliy, TOYTOBBIN aapec U (WIK) afpec 3IEeKTPOHHOM MOYTHI 3asBUTENS, CYTh 3alpoca,
JUYHAS TTOAMUCH (ISl MUCbMEHHBIX 3allPOCOB) U J1aTa;

B) (haMHITHS, UMSI, OTYECTBO (IIPU HATMYHH ) 3asIBUTENIS, PEKBU3UTHI OJIaHKa MUChMa — JJIsl OpraHa
U OpraHu3ally, CyTh 3alpoca, UHbIE CBEICHUS, MO3BOJISAIONINE OCYIIECTBUTH MMOUCK
JIOKYMEHTOB, HEOOXOIMMBIX JIJIsl UCTIOHEHHUS 3a1poca, JTMYHas TOANUCH (U1l MUChbMEHHBIX
3ampocoB) U /1aTa;

) pamMunus, uMs1, OTYECTBO (MPU HAJTMYUH) 3asBUTEIISA, PEKBU3UTHI OJlaHKa TUChMa — JIJIsl OpraHa
Y OpTaHU3AIMH, TOYTOBEINA aapec U (WIK) afpec 3MEKTPOHHOM MOYTHI 3asBUTENS, CYTh 3allpoca,
WHBIE CBEICHMUSI, TO3BOJIAIONINE OCYIIECTBUTD MMOUCK JOKYMEHTOB, HEOOXOAUMBIX IS
UCTIOJIHEHHSI 3a1poca.

1.41. Cpok paccMOTpeHHs 3apoca 0 apXUBHOMY JOKYMEHTY:

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

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

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

T') HE TOJDKEH TpeBbImarh 60 qHEH ¢ AaThl €T0 perucTparuy.

1.42. Tlpu mocTyIIeHUH 3apOCOB, KOTOPBIE HE MOTYT OBITh UCTIOTHEHBI 0€3 MPEA0CTABICHHS
JOTIOTHUTEIHHBIX CBEJICHUH WM YTOYHCHH, apXUBHBIC MTOIPA3ACICHUS 3aPalINBAIOT Y
3asIBUTENST HEOOXOIMMYIO HH(POPMAITHIO:

a) B Teuenue 10 nuei;

0) B TeueHue 7 JTHEH;

B) B TCUCHHE S5 JTHEH;

') B TeUueHue 3 THEH.

1.43. Cpok moAroTOBKHM M HAINPABIICHUSI OTBETA HA MEXBEIOMCTBEHHBIN 3apocC O
MPECTaBICHUH JOKYMEHTOB U HH(GOPMAITUH JIJIS IPEA0CTABICHIS TOCYIapCTBEHHOMN HITH
MYHUIIMIIAIEHOM YCIIYTH € UCTIOJIb30BaHHEM MEXBEIOMCTBEHHOTO HH(GOPMAIIMOHHOTO
B3aUMOJICHCTBHS HE MOXET MPEBHILIATD:

a) 3 pabounx JHEH co IHSA NOCTYIUIEHHUS MEXBEIOMCTBEHHOTO 3aIIpOca B apXHUBHOE
noJipa3JeieHue OpraHu3aluu;

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

B) 5 pabouux HEH cO AHS MOCTYIUICHHS MEKBEIOMCTBEHHOTO 3allpoca B apXUBHOE
noJipa3eieHue OPraHu3allii, €CJIM UHbIE CPOKU MOATOTOBKH M HAMPABIIECHUSI OTBETA Ha
MEKBEIOMCTBEHHBIN 3aITPOC HE YCTAHOBJICHBI 3aKOHOATENLCTBOM Poccuiickoit denepanuu;
r) 7 pabounx AHEH CO JTHS MOCTYIUICHUS MEXBEIOMCTBEHHOTO 3aIIpOca B apXHUBHOE
NOJIpa3JeIeHUE OPraHU3alllH, €CJIM UHBIE CPOKH MTOATOTOBKH M HAIIPABJIECHUS OTBETA HA
MEXBEJOMCTBEHHBIN 3aIIpOC HE YCTAHOBJICHBI 3aKOHOAATENLCTBOM Poccuiickon denepanuu.

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

a) 0co00M BaKHOCTH, COBEPIICHHO CEKPETHO, CEKPETHO;

0) 0c000i1 BAXKHOCTH,



B) 0c000¥ B)KHOCTH, COBEPILICHHO CEKPETHO;
T') 0c000# BaXKHOCTH, COBEPIIICHHO CEKPETHO, CEKPETHO, JIJIsl CITYKEOHOTO MOTh30BaHUS.

1.45. Ha pa3aMHOXKE€HHE CEKPETHBIE TOKYMEHTBI IEPEAAIOTCS TOIBKO:

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

B) TOCTIE pa3peIieHus PyKOBOJICTBA,

r) mociie opopMIICHHUS 3aKa3a.

1.46. Ha xaxpIii 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
ACJIOMPONU3BOACTBA B CTPYKTYPHBIX NOAPA3ACIICHUAX OPraHUu3alui U B HO,Z[‘II/IHéHHBIX
MOJpAa3IeICHUIX:

a) He pexe OAHOTO pasa B rof;

0) He pexe OHOTO pasa B JIBa rofia;

B) HE PEKE OJTHOTO pas3a B TPU roja;

T') HE PeXe OIHOTO pasa B YETHIPE roja.

1.48. HemmocpeacTBeHHbIE HAYaIbHUK 00s13aHBI IEPHOANYECKU MTPOBEPSTH MOPSIOK XPAHCHHS
CEKPETHBIX JTOKYMEHTAJIbHBIX MAaTEPUAJIOB Y IIOJYMHEHHBIX COTPYIHUKOB:

a) He peke OIHOTO pa3a B MECHILI,

0) He pexe OTHOTO pasa B IO,

B) HE peXe OJJHOTO pa3a B KBapTall;

') HE peXe OAHOTrO pasa B MOJIT0/a.

1.49. O ¢akrax yrparhl CEKpETHBIX HOCUTENEH HH(OpMAIMK JOKIIAIbIBACTCS PYKOBOICTBY
HOApa3ACICHUS:

a) He3aMeIJIUTENbHO;

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

B) HE MO3Hee TPEX JTHEH ¢ MOMEHTa OOHApyXEHUS yTParThl;

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

1.50. be3Bo3BpaTHOE U3BATHUE CEKPETHOTO TOKYMEHTA U3 JieJla JOMYCKAETCs TOJIBKO:

a) ¢ pa3pelIeHus] Ha4yaJlbHUKA CTPYKTYPHOTO MOIPa3AeiieHus, B KOTOPOM HaXOAUTCs (BEIETCsI)
3TO JIeI10, ¢ 0053aTeNbHBIM OCTABJIEHUEM B HEM KOMMH U3BSTOTO JOKYMEHTA WIIM CIIPABKU-
3aMECTUTEIISI Ha U3BATHIN AOKYMCHT,

0) ¢ paspenieHus1 HauaJlbHUKA CTPYKTYPHOTO TIOJIpa3/ICIICHHS;

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

T') C OCTaBJIEHUEM KOIUHU U3BSATOTO JOKYMEHTA.

1.51. I1o pa3MHOEHUIO CEKPETHBIX IOKYMEHTOB U31aETCS:
a) MpHUKa3;

0) ykazaHue;

B) MMaMsTKa;

T') pacropspKeHHE.

1.52. Tlpu cMeHe pykoBoauTeNs (HauadbHUKA) CTPYKTYPHOTO MOAPA3ACICHUS TPOBEPSIETCS:



a) HAJIMUKE BCEX CEKPETHBIX JIOKYMEHTAJIbHBIX MAaTEPUAJIOB, YUCIISIINXCS HA yUETE B
CTPYKTYpPHOM MOJpPAa3/ICICHHH;

0) HaJIM4YMe CEKPETHBIX IOKYMEHTAJIbHBIX MAaTEPHUAITIOB, YUCISIIUXCS B CEKpETapHaTe;
B) HAJINYME CEKPETHBIX JOKYMEHTAIBHBIX MaTepUaIOB, YUCISAIINXCS 32 PYKOBOIUTEIEM
(Ha4aTbHUKOM) CTPYKTYPHOTO TIOJIpa3/ICICHHUS,

T') HaJIM4Ke CEKPETHBIX TOKYMEHTAJIbHBIX MaTepHAalIOB Ha OT/AEIbHOM y4acTKe.

1.53. CekpeTHble TOKYMEHTHI MOAIIMBAIOTCA B I€JI0 HE MO3/IHEE:
a) 10 qHei co HS UX UCTIOTHEHMUS;
0) 15 mHeii co THS MX UCTIOTHEHUS;
B) 45 nHEH co THS WX UCIIOTHEHUS;
r) 30 mHEH co AHS UX UCTIOTHEHUSI.
2 Bonpocsl B 3aKkpbITO# (popme

2.1 Kaxkoii opunnaabHbli JOKYMEHT U3aeTCs M0 Pa3MHOKEHHUIO CEKPETHBIX JOKYMEHTOB

2.2 B nepBy1o odepeib BCKPBIBAIOTCA MAKEThI C TOMETKAMH
2.3 [lopyuenust 6e3 ykazaHusi KOHKPETHOM JaThl UCTIOJHEHUS MOJUIekKAT UCTIOIIHEHHIO B CPOK
THENU

2.4 Kaxzplil TOM ena JOIDKEH coaepKarh He Oonee JIUCTOB.
2.5 O ¢dakrax yTparbl CEKpPETHBIX HOCHTENEH HWH(OpPMAIMU OKIIAIBIBACTCS PYKOBOICTBY
NOJPA3IETICHUS

2.6 Ilpu mocTymieHHu 3ampocoB, KOTOpPbIE HE MOTYT ObITh HMCIIOJHEHBI 0€3 MpeloCTaBICHUS
JIOTIOJIHUTENBHBIX CBEICHUN WM YTOYHEHWM, apXMBHbIE NOJPA3AEICHMS 3alpallUuBalOT Yy

3asIBUTENST HEOOXOMUMYIO0 HH(POPMAITHIO B TCUCHHE HEH
2.7 ApxXuBHBIE IOKYMEHTBHI BBIJAIOTCSA JUIs SKCIIOHUPOBAaHUS JOKYMEHTOB U IO 3ampocam
CyeOHBIX M MPABOOXPAHUTEILHBIX OPIaHOB HA CPOK MECSIEB

2.8 OTBETCTBEHHOCTh 33 COXPAHHOCTb M TIPABMJIBHOE HCIIOJIb30BaHHE TIepOOBBIX IedaTen

BO3JIaraeTcsl HEMOCPEACTBEHHO Ha

2.9 B Hepabouee BpeMs KOpPECIIOHAEHIUS IPUHUMAETCS COTPYHUKOM
HOApa3AeICHUs

2.10 Iopyuenus Oe3 ykazaHHsI KOHKPETHOW JaThl MCIIOJHEHMS IOJUIEkKAT WCIOIHEHHUIO B CPOK

o THen

2.11 Tlopyuenust 6e3 yka3aHUsi KOHKPETHOW JIaThl UCIIOJIHEHHS, COIEpKaIllie B TEKCTE yKa3aHHE

«Cpo4yHO», TOAJIEKAT UCIIOTHEHUIO B CPOK

2.12 3a UCHOJHEHUEM IMOPYYEHHH, HE MOCTABICHHBIX Ha KOHTPOJb, OCYIIECTBISETCS OOLIHIA

KOHTPOJIb ITyTEM MEPUOINYECKON TPOBEPKH, HE PEKe

2.13 IlepuoaMYHOCTH MPENCTABICHMS CIIPABOK O XOJE MCIIOJIHEHUS MOPYYEHHH ompernensercs

PYKOBOJUTEIIEM OPraHU3aLUH, HO HE pexe

2.14 HomeHKI1aTypa OpraHu3aliiy cOCTaBiseTcs (YKaXUTe, Ha KaKOW CPOK)

2.15 CekpeTHble TOKYMEHTHI OJIIIMBAIOTCS B J€JI0 HE MO3HEE CO JIHS UX UCIOJHEHUI

2.16 Celippl M KIIOYM OT HHUX, a TaKKe KIIOYM OT PEKUMHBIX TOMEIIEHHH OepyTrcs Ha

LICHTPAJIN30BaHHbIN yUéT B

2.17 Kaxxaplit TOM Jenia I0JKEH CofiepikaTh He Ooree JIUCTOB

2.18 B mpenmenax apxuBHOTO (oHAa YUETHO-KIACCH(UKAIMOHHONW EAWMHUIEH SBIISETCA

2.19 Kakoii mpaBOBOW aKT pETyIUPYET IMOPSJAOK PACCMOTPEHHUs OOpalleHu TpaxiaaH B
Poccuiickont @enepannn
2.20 OTBETCTBEHHOCTHh 3a COXPAHHOCTh M TPABHIIBHOE HCIIONB30BAaHUE TEPOOBBIX IedaTei
BO3JIaraeTcsi HEMOCPEICTBEHHO Ha

2.21 Kaxnaplii BUJA JTOKYMEHTa IOJKEH MMETh YCTAHOBJICHHBIE PEKBH3UTHI W OMPEICTIEHHBIN
MOPAAOK UX PACIIOJIOKCHUA B COOTBCTCTBUU C

2.22 OTBETCTBEHHBIN COTPYIHUK 32 PA3MHOKEHHE TOKYMEHTOB OMPEIEIISICTCSA:




2.23 1o pa3MHOXXEHUIO CEKPETHBIX TOKYMEHTOB M31aETCs
2.24 Cnucok pacChUIKHM COCTAaBJISIETCS TpW HaAMpaBICHUH JOKyMEHTa Oojiee dYem
azpecaram.

2.25 KeM BCKpBIBAOTCS MAKETHI C OTPAHUYUTEILHOM MOMETKON «JIM4HOY

3 Bonipochbl Ha YCTAHOBJIEHUH MOCJI€A0BATEIbHOCTH
3.1 YcraHoBHTe NPABHJIBHYIO NOCIEA0BATEIBLHOCTD NMOJYYeHHS BXOASAIEH JOKYMEHTANMHT
B YUpe:KIeHUHU

a) HEIOCPEACTBEHHBIN UCIIOJIHUTEND JOKYMEHTA

0) uHbBIC THIIa

B) PYKOBOJUTENb MOAPA3IEICHUS

') CeKpeTapuar
3.2 YcraHOBHTE NPABUJIBHYIO NOCJIEA0BATEJBHOCTD PeryJIMpOBaHUsl apXUBHOTO aena @3
10 MepapxXnuyecKoil 3HAYMMOCTH:
a) @enepaiabHBIM 3aKOHOM OT 22 okTa0ps 2004 1. Ne 125-D3 «O06 apxuBHOM aene B Poccuiickoii
denepanuny;
0) ®enepanbubiM 3ak0HOM 0T 20 deBpanst 1995 1. Ne 15-03 «O6 undopmaruu,
nH(pOpMaTU3aIMK U 3a1TUTe UHHOPMALTHI,;
B) ®enepanbubiM 3akoHOM OT 27 utonst 2010 r. Ne 210-D3 «O06 opraHu3anuu npeaocTaBIecHUs
rOCYAapCTBEHHBIX U MYHUIIMTIAIBHBIX YCIIYT»;
r) 3akoHoM Poccuiickoit @enepanun ot 21 utons 1993 1. Ne 5485-1 «O rocynapcTBeHHOM
TalHe».
3.3 YcTraHOBUTE NPABUJIBHYIO II0CJIE0BATEIbHOCTD MOJTy4eHHsI BXOASIIECH JOKYMEHTAlul
B YUpe:KIeHUHU
a) HEIIOCPECTBEHHBIN UCTIOJHUTEIND JOKYMEHTA
0) uHbBIC U
B) PYKOBOJUTEIND MOAPA3IEICHHUS
') CeKpeTapuar
3.4 YcTaHOBUTE NPABUIBHYIO MI0CJIEI0BATEIbHOCTh Y4ETHO-KJIACCH(PUKANMOHHBIX eANHHIL
B apXuBHOM ¢GoH 1€ sIBJIsIeTCH:
a) eMHUIA XPAHEHUS;
0) omuch;
B) JI€JI0;
T') IOKYMEHT.
3.5 YcraHoBuTe  NPaBHIBHYI0  IOCJIEJ0BATEJIbHOCTb:  NPOHYMepyHTe  3JIeMEeHTBhI
aAMMHUCTPATUBHOIO NPHUHYXKIeHHS B cdepe AOKYMEeHTO0000pOTa MO O4YepPeIHOCTH
BO3HMKHOBCHMS:
a) aIMUHUCTPATUBHAsL OTBETCTBEHHOCT;
0) aAMHUHUCTPATUBHOE MTPECCUCHUE;
B) a/IMUHUCTPATUBHOE MPEAYIPEKICHUE

4 Bonpochl Ha YyCTaHOBJICHHE COOTBETCTBHA

4.1 YcraHOBHTE COOTBETCTBHE:

1. ITo pa3MHOXXEHHIO CEKPETHBIX IOKYMEHTOB A) mamsTka

n3maércs

2. Ha KaK 1IN CEKPETHBIN JIOKYMEHT, | b) 3aka3 wnm paszpemnieHue
MOJISKAIINI pa3MHOXKEHHIO, 0hopMIIsieTCs

3.Ha COTPYIIHUKA, OTBETCTBEHHOT'O 3a | B) mpukas

Pa3MHOKEHHUE CEKPETHBIXJOKYMEHTOB U3AAETCs

4.2 YcTaHoBHTE COOTBETCTBHE:

1. XKamoba A) OdunmanpHOoe BBICKa3bIBaHUE, COOOIICHWE B YCTHOW WJIH
MACBMEHHOW (POpME C HM3JI0KCHHEM TOYKH 3pEHHS 0 KaKOMY-JIHOO
BOTIPOCY.




2. 3asgBieHue

b) [TucemenHOe TpeOoBaHUE (JIOKYMEHT), oOparieHHoe K
YIIOJITHOMOYEHHOMY TOCYAapCTBEHHOMY Oprany o0 YCTpaHEHHUHU
HapYIICHUH MTPaB U 3aKOHHBIX HHTEPECOB

3. [Iperen3us

B) HampaBiennsie B TOCyIapCTBEHHBIA OpraH, OpraH MECTHOTO
CaMOyMpaBleHUs! WM JOJDKHOCTHOMY JIUMIy B HUChbMEHHOU (opme
win B popMe IJIEKTPOHHOTO TOKYMEHTA MPEJIOKEHHUE, 3asIBICHUE UITH
xayoba, a Takke yCTHOEe oOpallleHue rpakJaHuHa B TOCYAapCTBEHHBIH
OpraH, OpraH MECTHOT'O CaMOYIPaBJICHHUS

4. O6parmieHue

I') [IucemenHoe u3nOXKeHUE TPeOOBaHMM MOTPEOUTENST K IMPOMAABIY
(M3rOTOBUTENO, HWCIOJHUTENIO) B CBSI3U C  OOHApYKCHHEM
HEJIOCTAaTKOB B TOBape (paboTte, ycayre) WM HEHAIJIEKAIIUM
WCIIOJTHEHUEM TIPOAABIIOM (M3TOTOBUTENEM, HCIIOJIHUTEIEM) CBOUX
00s13aTEILCTB IO JIOTOBOPY..

4.3 YcTaHOBHUTE COOTBETCTBHE:

l. [Topydenus 6e3 ykazaHusi KOHKPETHOU JIaThl A) He pexe IBYX pa3 B MECsII]
HCITOJIHCHUA TTOJICKAT UCITOJIHCHUIO B CPOK

2. [Topyuenus

0e3  ykazaHWs ~ KOHKpPETHOW  narel | b)3a 3 gHs 10 ero ucreyeHus
WCIIOJIHEHMSI, COJEpKalllue B TeKcTe ykazaHue «CpodyHoy,
[IOJIJIEXKAT UCITOTHEHUIO

IpUYUHAM

3. Ecnu ucnonHeHus nopy4eHusi B CpoK 1Mo 0ObeKTUBHBIM | B) B 3-IHEBHBIN Cpok
HEBO3MOJKHO, HoApa3AeIeHUEe-UCIIOTHUTEND
00513aHO 00paTUTHCS K PYKOBOAMTENIO OpPraHU3AIMH, JAaBILIETO
HOpYYEHHUE, 3a Pa3pelIeHueM Ha MPOUIEHUE YCTaHOBIECHHOIO

NEPUONYECKON TPOBEPKU

CpoKa
4. 3a WCNOJIHEHUEM MOopydeHU, He mnocraBieHHbIX Ha | ') mo 30 aueit
KOHTPOJb, OCYIIECTBIACTCS  OOMUKA  KOHTPOJb  ITYTEM

4.4 YcTaHOBHTE COOTBETCTBHE:

WU  yTOYHEHHH,

1. Cpok paccMOTpeHus 3ampoca 1o A) B Teuenue 7 qHEH

apXUBHOMY JIOKYMEHTY

2. [Tpu mocTyrmeHuun 3amnpocoB, KoTopelie | b) 5 pabouux mHEl co THS MOCTYIUICHUS
HE MOTYT ObITH HCIIOTHCHBI 0€3 | MeKBETOMCTBEHHOTO 3aIIPOCa B APXUBHOE

MPEIOCTABIICHUS] JIOMOJIHUTEIBHBIX CBEICHUN
apXUBHBIE MOApaA3JIEICHUs

rozipas/ielIiCHUEe OpraHu3alliy, €CIIh HHbIE
CPOKH TIOATOTOBKHM M HAIIPABJICHHS OTBETA

3arpanmBaroT
nH(pOpMaITHIO

WA YTOYHECHUH,

3alpalliBalOT Yy 3asBUTENS]  HEOOXOIUMYIO .

HH(OPMAITHTO Ha MEXBEJOMCTBEHHBII 3a11poc He
YCTAHOBJICHBI 3aKOHOIATENHECTBOM PO

3. [Ipn nocrtynnenun 3amnpocoB, kotopble | B) He nomkeH mpesbimiate 30 AHEH C AaThl

HE MOTYT OBIThH UCIIOJTHEHBI 0€e3 | ero perucTpanuu, HO B HCKJIIOUUTEIBHOM

MPEIOCTABICHUS JOIOJIHUTENBHBIX CBEACHUI | ClIydae MOXeET ObITh MPOMJIEH HE Oollee YeM
apxuBHbIe mnoapazaeneHus | Ha 30 nHei
y 3asgBUTENA  HEOOXOIUMYIO

4.5 YcranoBurTe COOTBETCTBHE:

1. IIpu

CMCHC

CeKpeTapuara npoBepsercs MaTepHaJioB, YUCISIINXCS B apXUBE

HauajabHUKa | A)  Hanmume ~— CEKpeTHBIX  JTOKYMEHTaJIbHBIX

2. IIpu
(HauaIBLHUKA)

CMCHC

NIOJpa3/IeTICHNs] IPOBEPSETCS

pykoBoautens | b) Hanuune cekpeTHbIX JOKYMEHTAIbHBIX
CTPYKTYPHOIO | MarepuasoB, YACISAIIUXCS BO BCEM OpraHe




3.1Ipu cMeHe pyKOBOJMTEINS apXHBa B) Hammuume  cekpeTHBIX  JTOKyMEHTAJIbHBIX
MaTCpuajioB, YUCIANIUXCA B CCKPECTApHUATC

4.ITpu cMeHe HaYaJlbHUKA OpraHa ') Hanwume BceX CEKPETHBIX JTOKYMEHTAIbHBIX
MaTepuasoB, YUCISIIIUXCSI HA YYETE B CTPYKTYPHOM
NOJpa3/IeJIeHUN

5. KoMIeTeHTHOCTHO-OPMEeHTHPOBAHHbIE 32/1a4 U
Komnemenmnocmmuo-opuenmuposannasn zaoaua Ne 1
Odopmure parnopt 00 0OHaApYKEHHH MPU3HAKOB MPECTYIJICHUS B COOTBETCTBUU CO CT.
143 VIIK P® wu Ilpukazom Muniocta P® or 11.07.2006 Ne 250 «OO0 yTBepkIeHUU
WucTpykuuyu o MpueMe, perucTpaliyd U MpOBEpKe B YUPEXKACHHUSIX U OpraHax YTOJIOBHO-
UCIIOJTHUTEJIbHON CUCTEMBI COOOIIEHUH O MPECTYIICHUAX U MPOUCIIECTBUIX.

Komnemenmuocmno-opuenmupoeannasn 3aoaua Ne 2
OdopmuTe MUCEMEHHO TIPOTOKOJ COOpaHMs (3aceaaHus1) OTAeNa, CITYKOBI.

Komnemenmunocmno-opuenmuposannasn 3aoaua Ne 3
OdopmuTe TUCEMEHHO IJIaH PaboTHI OTAeNa (CIIyk0bl) Ha KBapTal.

Komnemenmuocmno-opuenmupoeannas 3aoaua Ne 4
Odopmute MUCHMEHHO CIYK€OHOE MUCHMO (3aIPOC B BBIMIECTOSAIIYIO OpPTaHU3AIUIO,
Hanpumep B ['YOCHMH, o npenocraBieHMM  MaTrepUajbHBIX WIHM JIIOJCKMX PECYpPCOB,
CIIeIIMAIBLHBIX CPEACTB, HH(DOPMALIMH U T.1I. )

Komnemenmuocmuo-opuenmuposannasn 3aoaua Ne 5
OdopmuTe TUCBMEHHO TOJDKHOCTHYIO HHCTPYKIMIO B COOTBETCTBHHM C [Ipukazom
OCHUH PD ot 05.06.2008 Ne 379 «O6 yrBepxaenun Ilopsiaka MOATOTOBKH JOJDKHOCTHOM
WHCTPYKIIUU PAOOTHHUKA YTOJIOBHO-UCIIOJIHAUTEIIbHOW CHCTEMBIY.

Komnemenmuocmno-opuenmupoeannasn 3aoaua Ne 6
CocCTaBUTh aKT NpHeMa-TepeIadn CIy>KeOHBIX J1eT, TOKYMECHTOB.

Komnemenmuocmuo-opuenmuposannasn 3aoaua Ne 7
CocraBuTh 3aKiOYEHHWE IO MarepuazaM CIyKeOHOU MpOBEpKH
(HampuMep, O HAPYLIEHUIO CIY:KEOHON NUCUMIUIMHBI WM YPEe3BbIYAaHHOMY IPOUCIIECTBUIO
IPU HECEHUH CITY>KOBI).
Komnemenmunocmno-opuenmuposannasn 3aoaua Ne 8
Odopmuts ciyxedbnoe nmucemo (OTBer Ha 3ampoc YBJl o mpemocrtaBieHun
CIPaBKH MO JIMYHOMY JIe]y OCyXJAeHHoro VBaHoBa).

Komnemenmnocmno-opuenmuposannasn 3aoaua Ne 9
OdopmuTe cripaBKy M0 TUYHOMY JETy OCYKICHHOTO (B CIIPaBKe TOJDKHA
coliepKaThbCsl COlMalibHO-AeMoTpaduueckas XapaKTepucTUKa OCYKJIEHHOro, MHGopMauus o
COBEPIICHHOM MPECTYIJICHUHN U HaKa3aHUU, TUCLHUIIMHE B UCIIPABUTEILHOM YUPEKICHUH ).

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

IlIkana ouneHUBAHUS PpelIeHUS KOMIIETEHTHOCTHO-OPMEHTHPOBAHHON  3aJa4yM: B
COOTBETCTBUU C JICHCTBYIOIICH B YHHBEPCUTETE OAITbHO-PEUTHUHIOBON CHCTEMOW OIICHWBAaHUE



pe3yJbTaTOB TMPOMEXKYTOYHOM aTTecTaluu oOy4aroIuxcs ocyllecTBisercss B pamkax 100-
OaJNTbHOM IKadbl, TPU OTOM MAKCHMAJIbHBIM Oaul MO0 MPOMEXYTOYHOW aTTecTaluu
oOyJaromuxcs mo oyHoi Gopme o0ydeHus cocTarisier 36 OaJIOB, MO OYHO-320YHOM U 3a09HOMN
dbopmam o6yuenus — 60 (ycranosieno nonoxenuem I102.016).

MakcumanbHOe KOJUYECTBO 0ajUIOB 32 pEIIeHHE KOMIIETEHTHOCTHO-OPUEHTUPOBAHHON
3amaun — 6 OamioB. bamn, momydeHHBIH OOydYarOIIMMCS 3a PEIICHHE KOMIETEHTHOCTHO-
OPUEHTHPOBAHHOW 3a7ayl, CyMMHUpPYETCS C 0ajuloM, BBICTaBICHHBIM €My IO pe3yJibTaTaMm
TECTUPOBAHUS.

OOmmii Oann MpOMEXYTOYHOH aTTeCTallMd CyMMHUpYyeTcs ¢ OajuiaMu, MOJTY4eHHBIMU
00y4aromuMcs Mo pe3yibTaTaM TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH B TEUEHHE CEMECTPa; CyMMa
0aJUIOB MEPEBOAMUTCS B OLIEHKY IO 5 OAJIIbHOM IIKae CIEAYIOUMM 00pa3oM:

Cymma OamnoB mo 100-6ammpHoi | OreHka 1o S-0ayuibHON IIKaje
IKaJIe

100-85 OTJINYHO

84-70 XOpOUIO

69-50 YAOBJIETBOPUTEIHLHO

49 u menee HEYJIOBJIETBOPUTEIBHO

Kpumepuu ouenusanusa pewienus KomnemeHmMHOCHHO-OPUEHMUPOBAHHOU 3a0auu
(HIDKECIeTyIOIINe KPUTEPUN OIICHKH SIBIISIFOTCS] IPUMEPHBIMHU M MOTYT KOPPEKTUPOBATHCS):

6-5 0as0B BBICTABISETCS OOYYAIOMIEMYCS, €CJIM PEIICHHUE 3aJaud JEMOHCTPHPYET
riyOOKOoe TOHHMMaHHe OOydYaloUMMCs MPEUIOKEHHOW MpoOJeMbl M Pa3HOCTOPOHHEE e
paccMoTpeHHe; cBOOOIHO KOHCTpyHpyeMas paboTa MpecTaBiseT co0o0il JIOTUYHOE, ICHOE U MTPH
3TOM KpaTKoe, TOYHOE OIMCaHHe XOAa peleHus 3agaud (TOoCIeA0BaTeNbHOCTH (WK
BBITIOJIHCHHSI) HEOOXOJUMBIX  TPYIOBBIX JEUCTBUI) W  (HOPMYIUPOBKY JOKA3aHHOTO,
MPAaBUJILHOTO BBIBOJA (OTBETA); MPHU TOM OOYYAIOIIUMCS MPEIIOKEHO HECKOJIBKO BapHAHTOB
pelieHusT WM OpUTHHAIbHOE, HECTaHAapTHOe perieHue (wiu Haubosiee 3(PGEeKTUBHOE, WU
HanboJsee palroHATbHOE, I ONTUMAIBHOE, WU €IUHCTBEHHO MPABIIIBHOE PEIIeHUE); 3a/1a4a
pelleHa B yCTaHOBJIEHHOE MPEMNo/iaBaTeIeM BpeMs WIH C OTIEPEKEHUEM BPEMEHH.

4-3 Ganna BbICTaBIseTCd OOyYaroOIIEMyCs, €CIM pELICHHE 33Jayd JeMOHCTPHPYET
MOHUMaHWEe OOYYArOIIMMCS TIPEIJIOKEHHOW MPOOJIeMBI; 3a/1ada pelieHa TUIIOBBIM CIIOCOOOM B
YCTAHOBJICHHOE TPEnoaBaTeieM BpeMsi; UMEIOT MecTo oOmire (Gppa3bl U (MIK) HECYILIECTBEHHbIE
HEJI0YETHI B ONMMCAHUH XOa penieHus 1 (W) BbIBOJA (OTBETA).

2-1 6anna BbICTaBIseTCd OOyYaroOIEMyCs, €CIM pELICHHE 3aJayl JeMOHCTPHPYET
MOBEPXHOCTHOE MOHUMaHUE 00y4aroIIMMCsl IPEAJIOKEHHON MPoOJIeMbl; OCYIIIECTBIIEHA MOMbBITKA
1a0JIOHHOTO PEIIeHUs 3a/Ja4d, HO TP €€ PEIICHUU JOMYIICHbI OMMUOKUA U (WJIK) MPEBBIIICHO
yCTaHOBJIEHHOE TMpernojaBareneM Bpems. (0 OamoB BbICTaBiseTCs oOOydaroleMycs, €clid
peleHre 3aJaun IEMOHCTPUPYET HEMOHMMaHHe OOydYalolMMCs MPEeAsIOKEHHON MpoOIeMbl, U
(MnH) 3HAYMTENIPHOE MECTO 3aHMMAIOT 00IMe (pa3bl M TOJIOCIOBHBIC PACCYXKACHUS, U (WIIH)
3aJaua He pelleHa.







