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@DoH/1 OLICHOYHBIX CPEJICTB MO AUCIUIUIMHE «KaJIPOBOE ACIOMPOU3BOACTBO» COCTAB-
neH B cooTBercTBUHM ¢ TpeboBanusmu PI'OCBO mo nHampaBieHuto moarotoBku 46.03.02
«JlokyMeHTOBeIeHHE U apXHUBOBEICHUE.

ABtop(b1)-coctaButens(u): H.C. MantypoBa, 101IeHT Kadeapbl UCTOPUHU, My3€OJIOTHH
U IOKyMEHTOBEJICHUS, KaHANWAAT NelarOrHYeCKUX HayK.

@DOH/ OLIEHOYHBIX CPEJCTB M0 AUCUUILIUHE « AIMUHUCTPATUBHOE MPABO» KaK COCTAB-
Hast yacth OIIOII Ha 3aceqanuu coBera (akynpTeTa JJOKyMEHTaIbHBIX KOMMYHUKAIIUHN U TY -
pU3Ma PEKOMEHJIOBaH K pAacCMOTPEHMIO 3KCIEPTHOM KoMuccued, mnportokon Ne 7 ot
24.05.2021.

Oxkcneptu3a nmposeaena 27.05.2021, akr Ne 2021/ 10V ().

@DOH/J1 OLIEHOUHBIX CPeACTB 10 Kak coctaBHas yacTh OIIOIT yTBepxieH Ha 3acenaHuun
VYuyeHoro coBeta nHCTUTYTa MpoTOKoJ Ne 9 ot 31.05.2021.

Cpok neiictBust GoHIA OIEHOYHBIX CPEACTB MO aucuuiuinHe «KampoBoe aenmornpouns-
BOJICTBOY» IPOJUIEH HA 3aCEAaHUU YUYEHOI'0 COBETa HHCTUTYTA!

YueOHblIi roj Ne mporokoJia, 1aTa yTBepKACHUA
2022/23 npoTtokoa Ne 8 ot 30.06.2022
2023/24 npoTokos Ne 8 ot 29.05.2023
2024/25 npotokoia Ne 11ot 27.05.2024
2025/26 npotokon Ne 8 ot 26.05.2025
2026/27 npotokos Ne 10 ot 25.05.2026




1. COCTABHBIE YACTHU ®OH/IA OITEHOYHBIX CPEACTB I10 AUCITUILITHE

®don oreHouHBIX cpeacTs (nanee — ®OC) mpencTaBiieH:

— ®OC B cocraBe paboueii mporpaMMbl AUCHUILTUHBI;

— KOMIUIEKTOM aTTEeCTAIMOHHBIX MeAarorndecKuX H3MEPUTEIbHBIX MaTEPHAJIOB;

—MaTepuaiamMu, HeoOXOTUMBIMU IS OIICHKU YMEHUW M BJIAJeHUH (IPaKTUKO-OPHUEH-
THPOBAHHBIC 3a/IaHUS, UCTIOJIL3yEMbIC B TICPHUO/I IIPOBEICHHUS IPOMEKYTOUHOM aTTECTALIMH).

2. ®OC B COCTABE PABOYEM ITIPOI'PAMMBI JUCLHUIIJINHBI
@®OC B cootBerctBumn c llonoxenuem «O mnopsiake pa3paOOTKH U yTBEPKICHUH
OCHOBHBIX MPO(eCCHOHATBHBIX 00pa30BaTEIbHBIX NPOrpaMM — MporpaMM OakaiaBpHaTa,
CHELUAINTETa U MaruCTPaTyphl» (YTB. YUeHBIM coBETOM, IpoTokoia Ne 7 0122.04.2019, npu-
ka3 83-m ot 24.04.2019) BxoauT B cocTaB pabouel nmporpaMMbl AUCIUIUTHHBI (pa3aen Ne 6) u
BKJIFOYAET CJICYIOUINE MYHKTHI U MOAITYHKTHI:
6. ®OH/I OLIEHOYHBIX CPEACTB /ISl IPOBeeHHsI MPOMEKYTOUHOM aTTecTaluu 00y-
YAKIIMXCA M0 JUCHUILINHE.
6.1. IlepeueHb KOMIETEHIIMI C yKa3aHHEM ATamoB MX (HOPMHUPOBAHHS B Ipoliecce
0cBOCHHS 00pa30BaTesIbHOM porpamMmMsbl. Tabmauuna 6, 7.
6.2. Onucanue noka3areyieil 1 KpUTEpUEB OIEHUBAHUS KOMIIETEHIIUM HA pa3IMYHBIX
sTamax ux (OPMHUPOBAHMS, OTTMCAHHE IITKAT OI[CHUBAHUSI.
6.2.1. Iloxazamenu u xpumepuu OyeHUBAHUs KOMNEMEeHYUL HA PA3TUYHbIX SManax
ux ghopmuposarus Tabmuer 8, 9
6.2.2.Onucanue wxai OyeHUBaAHUsL.
6.2.2.1. Onucanue mKaibl OIICHUBAHKS OTBETA Ha 3K3aMeHe (3auere) (MATHOaIh-
Has cuctema). Tabmumal(.
6.2.2.2. Onucanue mKaisl oneHuBanusa Taomuna 11.
6.3. TunoBble KOHTPOJIbHBIE 3a/IaHUS WM UHBIE MaTepuaibl, HEOOXOAUMbIE I OLEH-
KW 3HaAHWHA, YMEHHUI U BIIAJICHUH, XapaKTepU3yIOIUX ATaIbl (HOPMUPOBAHUS KOMIIETCHIIMNA B
IIPOLIECCE OCBOEHUS 00pa30BaTEIbHON IPOrPAMMBI.
6.3.1. Mamepuanwsi 0151 noocomosxu K skzameny. Tabmuna 12, 13.
6.3.2. Tembl u MemoouyecKkue ykazaHus no no02omoske pegepamos, scce u meopue-
CKUX 3a0anuUil N0 OUCYUNTIUHE.
6.3.3. Memoouueckue ykazanus no 8bINOJIHEHUIO KYPCOBOU pabombi.
6.3.4. Tunosvie 3a0anus Ons NPoGeOeHUs MeKYuwe20 KOHMPOIA QOPpMUPOBAHUS]
KOMNnemeHyuu.
6.3.4.1. IInanbl cCEeMMHAapCKUX 3aHATHH.
6.3.4.2. 3aganus Al OPAKTUYECKUX 3aHSATUMN.
6.3.4.3. Tembl u 3aJaHUS] JIsI METTKOTPYTIITOBBIX/ UHIUBUAYaTbHBIX 3aHATHIA.
6.3.4.4. TunoBbIe TEMBI U 33J]aHUSI KOHTPOJBHBIX pabOT (KOHTPOJIBHOTO YPOKA).
6.3.4.5. TectoBble 3a1aHUs.
6.4. Meroauueckue Marepualibl, ONPENeAIoIUe MPOLEAypbl OICHWBAHUSA 3HAHUM,
YMEHUH UBIIAJICHUH, XapaKTePU3YIOMIUX Tarbl (OPMUPOBAHUS KOMIIETECHIIUH.

3. KOMIUIEKT ATTECTAITHUOHHEBIX IEJATOTHYECKUX U3SMEPHUTEJIBLHBIX

MATEPHAJIOB
Cneyugpuxayus AITUM
Iems AITUM OreHka y4eOHBIX JOCTIKEHUHN
Oynkmus AITUM KonTtpons, quarnocTuka
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Bun koHTpOIA

Texymuii KOHTpOJIb 3HAHMI OOyuaromuxcsi. Bo3amMoxxHO mpuMeHe-
HUE B paMKaxX NMPOMEXYTOUYHOW aTTeCTallud U MPOBEPKH OCTaTOY-
HBIX 3HaHUU

Monens AITUM

YpoBHeBasi MOIeJIb TIPEACTABIICHA B TPEX B3aUMOCBSI3AHHBIX 0JI0-
Kax 3aJlaHUM:

— bnox 1. 3ananus Ha ypoBHe «3HATBH» B OpMe «BHIOOP OIHOTO,
IBYX U Ooyiee TPaBUIBHBIX OTBETOB U3 MPEIJI0KEHHBIX)» BBIABISIOT
B OCHOBHOM 3HAaHUEBBIA KOMIIOHEHT I10 JTUCIUIUIMHE U OLIEHUBAIOT-
cs1 10 OMHAPHOM MIKaJIe «IPaBHIbHO-HENPABUILHO;

— brnok 2. 3amaHus Ha ypoBHe <«3GHAThb» U «yMeTb» B (opme
«yCTaHOBJICHHE COOTBETCTBUS (IIOCIIENOBATEIFHOCTH)», B KOTOPBIX
HET SIBHOI'O yKa3aHUS Ha CIIOCOO BBIMOJHEHMS, U1 UX PEIICHUS
00yJaloIuiicss CaMOCTOSTENBHO BHIOWpAaeT OIMH W3 H3YYECHHBIX
Cr0co00B. 3aaHusl TaHHOTO OJIOKA MO3BOJISIIOT OLICHUTH HE TOJIBKO
3HAHUS M0 JUCIUIUIMHE, HO M YMEHHs IOJb30BAaTbCi UMHU TpPHU
pELIeHNH CTaHAApPTHBIX, TUIIOBBIX 3ajad.

— bnok 3. 3amaHus Ha ypOBHe «3HATBY», «KYMeTb», «BJIAJAETb)»
MpeJcTaBiIeHbl B (opMe Kelc-3a/laHus, COJIEpKaHUE KOTOPOTO
MpenoaraeT UCIoIb30BaHUE KOMIUIEKCA YMEHHUM 1 HaBBIKOB, AJIS
TOT0 YTOOBI 00YYAIOITUIICS MOT CAMOCTOSITETFHO CKOHCTPYHPOBATh
CIOCO0 peImIeHnss, KOMOUHUPYS HW3BECTHBIC €My CITOCOOBI M TIPH-
BJIeKas MeXIUCUUIUIMHapHbIe 3HaHus. Kelic-3agaHue mpescTaBis-
eT co0oil ydeOHOe 3a/JaHue, COCTOSINee W3 OMNHCAHUS pPeabHOMN
CUTYaIlll ¥ COBOKYITHOCTH C(HOPMYJIMPOBAHHBIX K HEH BOIPOCOB.
Brimonaenne obydaromuMes Keic-3a7aHuil TpeOyeT penieHus mo-
CTaBJICHHOW MPOOIEeMBbI (CUTYaIlMK) B LIEJIOM U MPOSIBICHUS YMEHHUS
AHAIM3UPOBATh KOHKPETHYH HH(OpMAIMIO, MPOCIEKUBATH TPHU-
YUHHO-CJIC/ICTBEHHBIE CBS3W, BBIACIATH KIFOYEBHIE MPOOIEMBI U
METO/JIbl UX PEILeHUs.

— bnox 4. 3agaHud Ha YpOBHe «3HATB», «YMeTb», «BJIALEThb)»
MIPENICTaBICHH B ()OpME OTKPBITBIX BOMPOCOB, IMPEOIATAIOTIX
KpaTKuii cBOOOAHBIN OTBeT.

KonnuecTBO TECTOBBIX 32.I[aHPII>i

He kxaxayr0 KOMITETEHITHIO JODKHO OBITh pa3paboTtaHo 40 3aaHuUM,
BT. 4.

Baok 1 — 10 TecTOBBIX 3aaHUI;

Baok 2 — 10 TecTOBBIX 3aaHUl;

Bbiok 3 — 4 xetica

biiok 4 — 16 OTKpBITHIX BOIIPOCOB

Bpewms rectupoBanus (MUH) 90 mMuH.

ITnanupyemsble pesynbratsl | I1K-2; I[1IK-5

OCBOEHHS

[lepeuenr gokymentoB, wuc- | ®I'OC BO no nHampaBieHuto noarotoBku 46.03.02 «JloxymeHn-

IMMOJIB3YEMBIX TIIpU IIJIAHUPOBA-
HUHW COACPIKAHUSA TCCTA

TOBCIACHNE U apXHUBOBECIACHUC), pa60qa51 mporpaMma JUCHUILIMHBI

Pa3paboTunku

H.C. ManrypoBa, noueHt kadeapsl HCTOPUH, MY3E€OJOTHH H
JOKYMEHTOBEICHUS], KAHAMJAT IeJarOTHYECKUX HayK

DKCIepTH3a TECTOBBIX 38 IaHHM

[IpoBenena B pamkax o6rei sxcneptussl OIOI

bank 3aoanui c omeemamu

IIK-2. Cnoco0eH coBepHIeHCTBOBATH JOKYMEHTAIIMOHHBbIE MPOLECCHl B YNPABJIEHNUH B
COOTBETCTBHM ¢ TPeOOBAHUSIMM HOPMATHBHO-NPABOBOr0 peryjupoBaHusi B cdepe
HHPOPMALIMHU U JOKYMEHTAIUH




Kop 3a-
TaHud

3amanue

Kuto4 npaBWIbHOTO
0TBETa

baok 1

Bui6epuTe npaBubLHBINA 0TBET(bI)

1.1

Kakoit ToKyMeHT SBJsieTCSl OCHOBHBIM JIOKaJIbHBIM HOPMATUBHBIM
aKTOM, PEeTIAMEHTHPYIOIINM KaJpOBOE JAEIOMPOU3BOJICTBO B Opra-
HU3aIUn?

1) HlTatHoe pacnucanue

2) [IpaBuia BHYTPEHHETO TPYIOBOTO PACIIOPSIKA

3) MHCTpYKITHS IO KaIPOBOMY ACIIOTPONU3BOJICTBY

4) KonnekTUBHBIN 10TOBOP

1.2

Kakwne pexBu3nTHI 00513aTENBHBI IS PUKa3a 10 JIMYHOMY COCTaBY?
1) HaumeHoBaHue opraHu3aliiy, 1ata, HOMep, 3arojIOBOK, TEKCT,
MOJIHCH

2) I'pud yTBepkaeHUS, BU3EI, IT€9aTh

3) Ccpika Ha 3aKOH, OTMETKa 00 MCIIOTHUTEIS

4) Bce nepeuricieHHbIE

1.3

B kaxoMm paznerne TpyIoBoil KHIKKH (DUKCUPYIOTCS CBEICHUS O
HarpaxaeHusx?

1) Paznen «CBenenust o pabote»

2) Paznen «CBeaeHUs 0 HArpaXkISHUSIX)

3) Pazmen «CBeneHUs O MOOMPEHISIX)

4) OtnenbHBIA BKIIABIII

1.4

KakyuM HOpMaTHBHO-IIPaBOBBIM aKTOM PETYIHPYETCs BEACHUE TPY-
JIOBBIX KHIMKEK B PD?

1) TpynoBoii kogexc PD

2) Ilocranosnenue IIpasurensctea PO Ne 225

3)T'OCT P 7.0.8-2013

4) Ilpuxa3z Muntpyzaa Ne 320u

1.5

Kakoit 1okyMeHT oITBEpIKAAET HATMIHE TPYAOBOTO CTaXka paboT-
HUKA?

1) TpynoBoit goroBop

2) Cnpaska 2-H/IDJI

3) TpynoBas KHMXKa WK BeITTicka u3 UJIC

4) JInunas xaprouka T-2

1.6

B kakoii cpok paboroznaTtens 00s3aH 03HAKOMUTH paOOTHHUKA C TIPH-
Ka30M O TIpreMe Ha paboTy?

1) B nenp noanucanus TpyA0BOro J0TOBOpa

2) B Tedenue 3 pabounx aHen

3) B Teuenue 5 pabounx gHEH

4) B Teuenue mecsua

1.7

Kto nmoanuceiBaeT npukas o mpexpameHuy TpyJ0BOro Jorosopa?
1) PaboTanK

2) PyxoBoauTens opraHu3aun

3) I'maBHbIit OyxTanTtep

4) HauanpHUK OTHETIa KaJapoB




Kop 3a-

Kuto4 npaBWIbHOTO

3aganue
JaHus 0TBeTa
Yuaudunuposannas ¢popma T-1 ucnons3yercs 1t opopmIeHUS:
1) Ileperona Ha ApyTyIO paboTy
1.8 2) Ilpuema Ha paboTy 2
3) YBoNbHEHHS
4) Ortmycka
XpaHeHHe JINYHBIX JIeJl pAOOTHUKOB B OpraHU3alMy OOBIYHO OCY-
IIECTBIISAETCA:
1) B 6yxranrepun
1.9 3
2) B otnene xagpoB
3) B apxuBe opranuzanuu
4) Y pyKOBOIUTEIS
B kakom ciryuae opopmIisieTcst aKT 0 HECHYaCTHOM Cllydyae Ha Mpou3-
BOJICTBE?
1.10 1) ITpu m060M TOBPEKICHUH 3T0POBHS 2
' 2) Ilpu mpoucmiecTBuy, ykazaHHoM B cT. 227 TK P®
3) IIpu ATII no nmytu Ha paboTy
4) Bo Bcex epeuncIICHHBIX
YcranoBute coorBeTcTBHE. Kamaomy 3/ieMeHTY J1€BOro €T0J101a
COOTBETCTBYET TOJbKO OJMH 3JI€eMEHT MPaBOro. YYTuTe, 4T0
Buaok 2 OIMH M3 3JIEMEHTOB MPaBOro CTOA01IA JUIIHUI. OTBeT K 3aJaHH-
SIM 3aNMIINTe B BU/e coueTaHusA Hudp u 0yks, codironas mocJie-
AOBATEJBHOCTH JIEBOT0 CT0JI0ONA, 0e3 MP0o0eIoB M 3HAKOB NpPenu-
Hanus. Hanpumep, 1A253B
YcTaHOBUTE COOTBETCTBUE
1) [Tpuka3 o npueme A) ®ukcHupyeT CTPYKTYpy U YUCIICH-
HOCTb
71 2) TpymoBoii 1oroBop b) OcHoBanue st BOSHMKHOBEHH 1B 2E 3A
TPYOBBIX OTHOLICHUH
3) llraraoe pacnucanne | B) U3maeTcs Ha ocHOBaHWU AOTOBO-
pa
I") ComeprkuT CBEICHHUS O 3apIuiaTe
Y CTaHOBUTE COOTBETCTBUE
1) JInuHast kapTOUKa A) OCHOBHOW JOKYMEHT O CTaxe
2) TpynoBasi KHIKKa b) [InarupoBaHue €KETOTHBIX
2.2 OTIYCKOB 1B 2A 3b
3) 'pacduk oTmyckos B) Cucremarusanus gaHHbIX O pa-
0OTHHKE
I') Yuer pabodero BpeMeHH
YCcTaHOBUTE COOTBETCTBUE
1) INoanucs A) ObecnieunBacT IOPUANICCKYIO
2.3 CUITY 1A 2B 3b
2) data b) MHmuBH Iy TH3UpyEeT TOKYMEHT
3) Homep B) ®ukcupyeT BpeMs co3IaHus




Kop 3a-
TaHud

3amanue

Kuto4 npaBWIbHOTO
0TBETa

| | I') Mecto cocTaBieHust |

2.4

YcTaHOBUTE COOTBETCTBHE

1) ITocrostaHOE A) Cspiue 10 yet
2) Bpemennoe b) o 10 net

3) JonroBpeMeHHOE B) INocTostHHO

I') 5 ner

1B 2b 3A

2.5

YcTaHOBUTE COOTBETCTBUE
1) Opurunan A) IlonHoe Bocipou3BeieHNE
JIOKYMEHTa

2) Konnst b) YacTp TekcTa JOKyMEHTA
3) Brimucka B) IepBrrit ax3eMITISIP

I') YepHoBuk

1B 2A 3b

Pacnono:xure caenywuiue coobITHs (ABJIeHHS, NPOLECCHI U T.11.)
B IPAaBUJIbHOM Moc/Ie0BaTeIbHOCTH. OTBeT K 3aJaHUSAM 3a-
NMUIIUTE B BU/AE COYeTaHUS NUPP, KOTOPHIMU 0003HAYEHBI CO-
ObITUS (SIBJIEHUS, POIECCHI U T.I.) B NPABWILHOI NmocJien0-
BaTeJIbHOCTH, 0e3 npode/10B 1 3HaKoB npenuHanus. Hampumep,
3421

2.6

Pacnonosxute aTans paboThl ¢ BXOAALIMM KaJAPOBBIM JOKYMEHTOM B
MPaBUIIbHON TOCIIEA0BATEIBHOCTH:

1) Ilepenada qoxyMeHTa Ha UCIIOJTHCHUE

2) IIpuém u peructpanus J0KyMeHTa

3) PaccmoTpenne 1oKyMeHTa pyKOBOAUTENEM

4) NcnonHeHne TOKyMeHTa U MIOATOTOBKA OTBETA

5) [TocraHOBKA TOKyMEHTa Ha KOHTPOJIb (TIPH HEOOXOTUMOCTH)

21354

2.7

Pacnionosxute sTamsl pa3paboTKH U BBEJISHHS B ISHCTBHE JIOKAJh-
HOTO HOPMAaTHUBHOTO akTa (Hampumep, [lomoxxenus 06 orurare Tpyna)
B TIPAaBUJILHOM TTOCIIE/IOBATEIBHOCTH:

1) M3y4yeHnue TUMOBBIX U IPUMEPHBIX TOJOKEHHMH, 1EHCTBYIOIINX
OpTraHU3aIHOHHO-TIPABOBBIX TOKYMEHTOB KOMIIAaHUH

2) CocTaBreHue MPOeKTa JOKYMEHTA U OMPEIEIIEHUE €TO CTPYKTYPHI
3) OOcyx/eHIEe MPOEKTa C PYKOBOJACTBOM KOMITAHUH

4) CornacoBaHue MPOEKTA C 3aNHTEPECOBAHHBIMUA CTOPOHAMU
(Hammpumep, ¢ MPOQPCOI030M) B BH3UPOBAHKE

5) Y1BepxkeHue TOKyMeHTa pyKOBOAUTEIEM OpraHu3aluu

6) O3HaKOMJICHHE COTPYIHUKOB C JOKYMEHTOM IO/ MOJIKCH U BBE-
JIEHUE €ro B AeiicTBue

123456

2.8

Pacrnonoxute mocie0BaTeIbHOCTh ACHCTBUMN TPU YBOJIBHEHUHU
COTPY/IHUKA MO COOCTBEHHOMY KEJAHUIO:

1) 3manne mpukasa o mpeKkpamnieHuu TPyA0BOTo JoroBopa (popma
T-8)

2) [omyuenue 3asiBIeHUs OT paOOTHUKA 00 YBOJILHEHHUH I10 COO-
CTBCHHOMY JKCIIAaHHIO

21345




Kop 3a-

Kuto4 npaBWIbHOTO

3aganue
JaHus 0TBeTa
3) O3nakomiieHHe pabOTHHUKA C IPUKA30M IO/ TIOATHCH
4) BHecenue 3anmicu 00 YBOJbHEHUH B TPYIOBYIO KHIKKY U JTHU-
HYI0 KapTouky (popma T-2)
5) llpousBeaeHre NOTHOTO pacyéra ¢ pabOTHUKOM (BbIIa4a TPY-
JIOBOM KHIDKKH M 3apabOTHOM ITJIaThI)
Keiic-3a0anusa npeononazaiom pabomy ¢ npeonoHceHHbIM MeK-
Baok 3 cmom. Ilocne e2o npoumenus Heo0dx00uMo omeemums Ha No-
cmaeneHHble 60NPOCHL WU GbINOJIHUMD 3A0AHUA
IIpukas o npueme
(T-1), TpymoBoit
JIOTOBOD, JTMYHAS
31 B opranmzanuro npuHAT HOBBIN COTpyAHUK. Kakue JOKyMEHTHI kaptouka (T-2),
) HY>KHO O()OPMUTH B MEPBBIH I€HB? 3aIHCh B TPYAOBOM
KHW)KKE, 03HAKOM-
JICHUE C JIOKaJIb-
HBIMU aKTaMH.
1) 3agBnenue pa-
6otnuka; 2) [Ipu-
Ka3 00 YBOJIbHEHHUH
39 CoTpyIHUK YBOJBHSIETCS IO COOCTBEHHOMY JKelaHuio. Kakoa 1mo- (T-8); 3) O3nakoM-
’ CJIeIOBATEIBHOCTh NIEHCTBUM KaIPpOBO# CITyKObI? nenue; 4) 3anuce B
TPYAOBON KHIKKE;
5) Pacuert; 6) BuI-
Jla4ya JOKYMEHTOB.
Co31aTh KOMUC-
CHIO, COCTaBHUTH aKT|
00 yTpare, BbIIaTh
33 PaboTonarens TepseT TpyAOBYIO KHIKKY paboTHuKa. UTo aenats? IyOImKaT ¢ ykasa-
HHUEM 001Iero cTa-
’Ka, BO3MECTHUTH
yiep6 (Ipu BUHE).
Hcnons3oBats OII,
CUCTEMY 3JIEKTPOH-
HOT'O JOKYMEHTO-
34 Kak npaBmiibHO opraHu30BaTh XpaHeHHE KaJpOBBIX IOKyMEHTOB B obopoTa, obecrme-
' 3JIEKTPOHHOM BHJE? YHTH 3aIIUTY, Pe-
3epBHOE KOIIMPOBa-
HUE U pa3rpaHnye-
HHUE JIOCTyTA.
Baox 4
Cpok XpaHeHHUs IPUKa30B M0 JUIYHOMY COCTaBy (0 mpreme 75 zier (pu cos3a-
4.1 ’ Huu nocie 2003 r.

YBOJIbHCHUU, HCpCMeHICHI/II/I) COCTaBJIACT:

— 50 7ner)




Kop 3a-

Kuto4 npaBWIbHOTO

3aganne
JaHus oTBeTa

VYyera pabouero

4.2 ®opma T-12 u T-13 npegHazHaueHbI IS BPEMEHU U pacyeTa
OIJIaThl TPy A
[loanuceto u neya-

4.3 OtMeTKa 00 UCIIPABIICHUH B TPYAOBOM KHIKKE 3aBEPSCTCS: ThIO OpraHu3alyu
(pu HATMYUN)

4.4 HomenkmaTtypa aenm B KaIpoBOH CIIy»KO€ COCTaBIISAETCS Ha: 1 KaneHmapHBIHA IO/

4.5 [Ipukas o HampaBieHUH B KOMaHIUPOBKY odopmiseTcs o gpopme: T-9
IIpu npueme Ha

4.6 JIMYHBII TUCTOK IO yUYETY KaJIpOB 3aIOJIHIETCS: paboty (cobcTBeH-
HOPYYHO)

N JomxHocTHas

4.7 JloxymeHT, QuKCHPYIOMUNA JOIKHOCTHEIE 00sS3aHHOCTH paOOTHHKA!
WHCTPYKIUS

4.8 O0s13aTeNbHBINA PEKBU3UT ISl BCEX KaJPOBBIX MPUKA30B! Hara u HOMep
Hanorossim u

4.9 CapaBka o noxonaax ¢usmdeckoro jurna (2-HJIDJI) otHOCHTCS K: Y4ETHBIM JOKYMEH-
Tam
OmnpeneneHus cpo-

4.10 DKcIepTu3a HEHHOCTH JOKYMEHTOB MPOBOIUTCS AJIS:

KOB XpaHCHUMA

IIK-5. CnocofeH co31aBaTb M BeCTH CHCTEMbl JOKYMEHTAIMOHHOIO oO0ecneyeHust
yIIpaBJIeHUS] 1 APXUBHOIO JeJia HA 0a3e HOBEHIIUX TeXHOJIOTI i

Kon 3a- K104 npaBHiIbHOTO
3amanme
HaHMs oTBeTa
baok 1 Bbi0epuTe npaBuJbLHbINA 0TBeT(bI)
Kakas cucrema ncnonbp3yercs A1 aBTOMaTH3aIMH KaIpOBOTO J1E10-
MIPOU3BOACTBA?
1.1 1 €91 2
’ 2) 1C:3apmuiata u ynpaBjIeHHE TIEpCOHATIOM
3) MS Excel
4) Bce nepeuriciieHHBIE
ONeKTpOHHAS MOAMUCH B KaJPOBBIX JOKYMEHTAX MO3BOJISIET:
12 1) YckopuTh noanucaHue 4

2) IlpunaTh FOPUAMYECKYIO CHITY
3) CHu3uTh pacxoipl Oymaru
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Kopn 3a-

Kuto4 npaBWIbHOTO

3aganue
AaHusA oTBeTa
4) Bce BapuaHTHI
Kakoit hopmar npeamnouTuTeneH Ui JOITOCPOYHOTO XPaHSHHS
3JIEKTPOHHBIX IOKYMEHTOB?
13 1) .doc )
’ 2) .pdf/A
3) xIs
4) .txt
UYro BKITIOYaET B ceOsl MOHITHE «CHCTEMA DIIEKTPOHHOTO JOKYMEHTO-
oboporta» (CO/1)?
1.4 1) ToxpKO perucTpamuio JT0KyMeHTOB >
) 2) Co3manue, corIacoBaHue, MOANMMCAHNUE, OTIIPABKY, XpaHECHUE
3) TonpKO OTIIPABKY IO MOYTE
4) TonbKO CKaHUPOBAaHUE
B 4eMm npenmMytiecTBo 0071a4HOT0 XpaHeHUsT KaJIPOBBIX JOKYMEHTOB?
1) JocTymHOCTH € J1I000T0 YCTPOHCTBA
1.5 2) ABTOMaTHYECKOE pe3ePBUPOBAHNC 4
3) CHmxeHue 3aTpat Ha cepBephl
4) Bce nepednciieHHbIe
Kaxoit HOpMaTHUBHBIN TOKyMEHT peryaupyeT ucnoib3oBanue D11 B
PO?
1.6 1) ®enepanbublil 3akoH Ne 63-D3 1
’ 2) TK P®
3)TOCT P 7.0.8
4) INpuka3z ®HC
[Ipu mepeBoge OyMaXHBIX TOKYMEHTOB B JIEKTPOHHBIN BHJ] HEOOXO-
JIIMO:
17 1) IIpocTo OTCKaHUPOBATH >
’ 2) Ob6ecrieunTh IOPUANIECKYIO CHITY, HHACKCAIHIO U TIOUCK
3) YHUUYTOXUTH OyMa)KHbIE OPUTHHAJIBI
4) 3aBepsATh y HOTapHuyca
YcranoBute coorBeTcTBHE. KaskaoMy 3j1eMeHTY JIeBOT0 cTOJI01A
COOTBETCTBYET TOJILKO OIMH 3JIEMEHT MPaBoOro. Y4YTUTE, 4YTO
Buok 2 OJMH M3 3JIeMEHTOB NPAaBoro croyadna JuimHui. OTBeT K 3a1aHH-
SIM 3aNMIIMTe B BU/e coueTaHus nudp u 6yks, cod.iionas mocie-
A0BATEJBHOCTH JI€BOI'0 CT0JI0ONA, 0e3 MP0o0eOB M 3HAKOB NMpenu-
Hanus. Hanpumep, 1A2B63B
Y cTaHOBUTE COOTBETCTBUE
1) CxanupoBanue A) Cosznanue oOpa3a JOKyMeH-
Ta
2.1 2) Pacrio3naBanmue b) [Ilpucoenme xwiroueBbix | [lA 2B 3b
CIIOB
3) UunexcupoBanue B) IIpeoOpa3oBanue B TEKCTO-
BBl hopmar
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Kopn 3a-
IAaHUuA

3aganne

Kuto4 npaBWIbHOTO
0TBETa

I') YauuToxeHue

2.2

YcTaHOBUTE COOTBETCTBUE

1) 211 A) OOecrieunBaeT rOpUIUYC-
CKYIO CHITY

2) BpemenHast MeTKa b) 3ammTa 0T HECAHKITHOHHPO-
BaHHOT'O JIOCTYTIA

3) lIudposanue B) Ilonrsepxxnenne BpeMeHH
MOJITUCAaHUS

I") OnruMuzanmst

1A 2B 3b

2.3

YcTaHoOBUTE COOTBETCTBUE

1) CMS A) VYmpaBneHne KOHTEHTOM
IPEaNPHUITUS

2) Co b) JlokymeHTOOOOpPOT B oOpra-
HU3AIHN

3) ECM B) VYmpasnenue BeO-comepixka-
HUEM

I') Byxrantepckuit yuet

1B 26 3A

Pacnono:xure ciaenyomue coObITUS (SBJIEHHUS, TPOLECCHl U T.I1.)
B NPaBWIbHOH mnocjegoBaTebHOCTH. OTBeT K 3aJaHUsIM 3a-
NUIINTEe B BHAE COYETAHHA HHU(PP, KOTOPLIMH 0003HAYEHBI CO-
ObITUSl (SIBJIEHMS, MPOLECCHl M T.N.) B NMPaBWJILHOH MOCJe10-
BaTeJIbHOCTH, 0e3 npodeoB U 3HaKkoB npenuHanus. Hanpumep,
3421

2.4

Pacrnionoxxure 3Tamnsl nepeBoAa KaJpoBOro J0KYMEHTOOOOpoTa B
3JIEKTPOHHBIN BUJ] B IPABWIIBHOW MOCJIEIOBATEILHOCTH

1) Pa3zpaboTka pernmamenTa U HHCTPYKIUHU 1o padote B COJI s
KaJJpOBOM CITyKOBI

2) BbiOop W BHEIpEHUE CHCTEMBI AJIEKTPOHHOTO JOKYMEHTO00O0-
pota (CB/)

3) OuudpoBka (ckaHupoBaHUEe) OyMa)KHBIX JOKYMEHTOB C CO3/a-
HHUEM 3JICKTPOHHBIX 00pa30B

4) TlpucBoeHHE 3JEKTPOHHBIM JOKYMEHTaM IOPHINYECKON CHIIBI
(Mcnonb30BaHUE KBATU(UIIMPOBAHHOHN 3JICKTPOHHON TIOATHCH )

5) O6y4enue coTpyTHUKOB paboTe B HOBOH crcTeMe

21435

25

Pacronoxkure aTambl KU3HEHHOTO ITUKJA 3JICKTPOHHOTO Kaj-
POBOTO JJOKYMEHTA B CUCTEME apXHBa:

1) YHUYTOKCHHE TOKYMEHTA 110 UCTEYCHUH CPOKA XPaHCHHS WIIH
nepeaava Ha MOCTOSTHHOS XPaHEeHUE

2) Co3ganue TOKyMEHTa B CUCTEME ¢ UcTofib3oBanueM DI

3) Ha3znaueHue cpoka XpaHEHHsI U KaTErOPHH JJOCTYTa

4) Ilomemenne JOKyMEHTA B SJIEKTPOHHBIN apXuB

23451
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Kon 3a- Kuto4 npaBWIbHOTO
3aganue
AaHusA oTBeTa
5) IIpoBeneHne 3KCIepTU3BI IECHHOCTH U OTOOP Ha XpaHEHUE
Pacnonoxunre nopsaok nNpeaocTaBieHns JIEKTPOHHBIX KaJpPOBBIX
JOKYMEHTOB T10 3ampocy (Hampumep, i MPOBEPKU TPYHOBOM
WHCTIEKIIUH) B MTPABUIILHOM MMOCIIE0BATEIHHOCTH:
1) Ilouck m w3BIEUEeHNE HEOOXOTUMBIX SIEKTPOHHBIX JOKYMEH-
TOB U3 apXUBa
2.6 2) Ilonyuenue 3anmpoca OT KOHTPOIUPYIOIIETO OpraHa 24135
3) IloaroroBka OTBETa W HAIpaBlIEHUE JOKYMEHTOB (MO 3alu-
HIEHHBIM KaHayiaM CcBsi3u win ¢ D)
4) Peructpanus 3ampoca u MpoBepKa IMOJHOMOYHI oprana
5) IlpoBepka HOPUIUYECKON CHUIIBI U aKTYallbHOCTH HaWJIEHHBIX
JIOKYMEHTOB
Keiic-3a0anun npednonazarom padomy c npeoiodsHceHHbIM meK-
Bbuiok 3 cmom. Ilocne e2o npoumenus Heodx00uMoO omeemums Ha NOCMAG-
JICHHbIE 60NPOCHL UNU 6HINOTHUMb 3A0AHUA
YBenomMieHue
COTPYIHUKOB, TI0-
31 Opranu3zanys NepexoIuT Ha SIEKTPOHHbIE TPYI0Bble KHMKKH. Ka- Jy4EeHHUE COTIacHs,
’ KHe IIard He00XOIUMBI? ojiaya CBEICHUN B
COP, BeneHue
CTA-P.
Perynsapnoe pe-
3epBHOE KOTIMPOBa-
HHE, UCIIOJIb30Ba-
39 Kak obecrieunth COXpaHHOCTB ANIEKTPOHHBIX IOKYMEHTOB IIpH cOoe trie RAID-Macci-
cepsepa?
BOB, 00JauHOE Ty0-
JUPOBaHUE, TUIaH
BOCCTaHOBJICHHSL.
udposanue,
pasrpaHuyueHue
33 Kakue TpeGoBanus npeabaBISIOTCA K CHCTEMaM XPaHEHHS [Iepco- IpaB 0CTYTIA,
’ HaJbHBIX JAHHBIX pAOOTHUKOB? KypHAIHPOBAHUE,
cooTBeTcTBHE 152-
3.
AHanmu3 mpoIeccos,
BBIOOD pelIeHus,
34 Bueapenne CO/] B KapoByIO CIIy:K0y — KaKUe STaIlbl? THAOTHBIN 3aTYCI,
o0ydeHwue, MmoTHoe
BHEJIPCHUE,
COIIPOBOYK/ICHHE.
baok 4

13



Kon 3a- 3ananue Kuto4 npaBWIbHOTO
JaHus 0TBETa

Honrocpounoro
4.1 ®opmar PDF/A ucnione3yercs mms: ApXHUBHOI'O XpaHe-
HUS

(CchlTKyY Ha DJIEKTPOH-
4.2 QR-koJ1 HA KaJPOBOM JTOKYMEHTE MOXKET CONECPKATh: HYIO KOO WJIA PEK-
BU3UTHI

O3HaKOMIIEHHE U
4.3 MobunpHOE TPUIIOKEHUE AT KaIPOBBIX TOKYMEHTOB MO3BOJISCT: MOAIIMCAaHue
COTPYTHUKAMU

WNHcTpyKuto 1o

4.4 [Ipu Baeapennn CHOJ1 HEOOXOAMMO pa3padoTaTh: paboTe B CHCTeMe

ITouck, copTUpoB-
4.5 OJNEeKTPOHHBII apXUB JOKEH 00eCcTIeYnBaTh: Ky, (OUIbTpanuio,
IpOCMOTP

YV OyMakHBIX

4.6 Cpok xpaHEHHUsI SJIEKTPOHHBIX ITPUKA30B TAKOU JKe, KaK:
OpUTMHAJIOB

Brrnarorcst Ha Oy-
Mmare mwiu B Jl1-
¢dopmare 1o 3a-

npocy

4.7 [Ipu yBOMPHEHNH PAaOOTHHKA DIIEKTPOHHBIE JOKYMEHTHI:

4. MATEPUAJIBI, HEOBXOUMBIE /IJIS1 OIIEHKH YMEHWIA U BJAAJIEHUI

(IIPAKTUKO-OPUEHTHPOBAHHBIE 3AJAHUA, WCHOJIB3YEMBIE B TIEPUOJ
MPOBEJIEHUSA MIPOMEXKYTOYHOM ATTECTALIAN)

3ananme 1. [Ipuem Ha paboty: opopmiieHHE JOKYMEHTOB

Curyanusa: B kxommanuto OOO «BekTop» Ha AOMKHOCTH MEHEIKepa MO Mpoja-
*aMm npuHuMaroT MBanosa MBana MBanoBuua. OH ycTpanBaeTcss Ha OCHOBHOE MECTO pabOTHI
C MCTIBITAaTeNbHBIM CpOKOM 3 Mecsa. C 1-ro JHs OH BBIXOJUT HAa CMEHHBIHN rpaduk paOoThI.

Bomnpocsr:

1. [Tepeunciure Bce MOKyMeHTHI, KoTopbie MiBanoB 1.1. 00s13aH nipe1bsIBUTH pa-
00TOIATEIIO MPU 3AKITIOYCHUH TPYI0BOTO Joroopa (corimacHo TK PD).

2. Kaxoit mpuka3s sBisieTcs OCHOBHBIM IIPH 0(OPMJIICHUHU €T0 Ha paboTy? YKaxu-
T€ YHU(PHUIHUPOBAHHYIO (HOPMY MIIM PEKBU3UTHI IPHKA3a.

3. Kaxkue 3anucu v B Kakue JOKYMEHTHI HY’)KHO BHECTH B IEPBBIN JI€Hb paOOTHI?

3aganue 2. [lepeBos Ha Ipyryio paboTy: TOKyMEHTaIbHOE O(POpPMIICHHE

Curyanus: B OOO «BekTop» ocBo6oanIaCh JOKHOCTS HAYaIbHUKA OTAETa MPOIaK.
PykoBoacTBO pemraeT nepeBectd Ha 3Ty AokHOCTh IlerpoBa Iletpa IlerpoBuya, KOTOpBIH
paGoTaeT crapmuM MEHEKEpOM B TOM ke oTaene. llepeBon ocymiecTBisieTcs ¢ €ro
MUCHbMEHHOTO COTJIacHs.
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Bomnpocsr:

1. Kaxoit Bug nepeBoaa Oyaet oopmiieH (MMOCTOSTHHBIN HIIM BpeMeHHbIN)? OTBET
o0ocHyHTE.

2. [Tepeunciure mocien0BaTEILHOCTD JEHCTBUM KaIPOBOM CITY)KOBI TIPH MEPEBO-
Jle, HAauMHas1 OT MOJIYYEHUs COTIIacusl COTPYIHUKA /10 BHECEHUS 3alUCH B TPYJIOBYIO KHUKKY.

3. VYkaxxkure natel B JOKYMEHTaX: €ClIM coryiacue noiiydeHo 10 siHBaps, Korna

JIOJKCH OBITh M3JIaH MPUKA3 M KOT/Ia JOJKHA OBITh BHECEHA 3aMUCh B TPYIOBYIO KHUKKY?

3ananue 3. [Ipexpaiienue TpyI0BOTO TOTOBOPA IO HHUITUATHBE pAaOOTHUKA

Curyanus: Corpyaauna CugopoBa Cpetiiana CepreeBHa Hamucasnga 3asiBlieHHE 00
YBOJILHEHUU 110 COOCTBEHHOMY >keslaHuto 15 maprta. OHa npocut yBoauTh €€ ¢ 22 mapra. Pa-
O6oTo/aTeNb HE UMEET MPETEH3UN U TOTOB YAOBIETBOPUTH 3asiBJIeHHE. B oTaene kaapoB Bo3-
HUK CIIOP: MOYHO JIM yBOJIUTh CUIOpOBY 22 MapTa, €CIi OHA MEPEAyMaeT U OT30BET 3asiBJe-
Hue 21 mapra?

Bomnpocsr:

l. Omnpenenure AaTy YBOJIbHEHUS, KOTOpas JOJKHA ObITh YKa3aHa B MPUKa3e, MPU
YCIJIOBUH, UTO pabOTOIaTENb COTIaCEH Ha YBOJIbHEHHE 22 MapTa.

2. KakoBbl mpaBuia oT3bIBa 3asBJICHHSI 00 YBOJBLHEHUH 110 COOCTBEHHOMY >KeJa-
Huto? Moxet u CujopoBa 0To3BaTh 3asBieHue 21 mapra?

3. Kakue 10KyMeHTBI BBIJAIOTCS COTPYIHUKY B JI€Hb YBOJIbHEHHUS?

3ananne 4. OpopMieHUe OTITyCKa B paCYET OTITYCKHBIX

Curyanus: Pabotnuk OOO «Bekrop» CmupHoB Anekceil AnexceeBuu paboraet ¢ 1
ceHTs0pst 2024 roma. OH XOYET YUTH B €XKETOJHBIN OIuiayuBaeMblii oTHyck ¢ 1 utonsa 2025
roga. [IpoomxuTenbHOCTh OTIYCKa — 28 KaleHAapHbIX AHel. 3apruiata CMUPHOBA 3a MEpU-
0J1 ¢ ceHTsA0ps 1o uroHb cocTaBmiaa 600 000 pyOaeit (3a 10 mecsieB paboThI).

Bomnpocsr:

1. Nmeetr nu npaBo CmupHOB notH B oTmyck ¢ 1 utonsa 2025 rona, yuyuThiBas,
9TO0 OH O0TpaboTas MeHee 6 MecsIeB (10 cOCcTOsIHMIO Ha 1 uromnst on oTpadoraer 10 mecsien)?
OO0ocHyliTe OTBET.

2. Paccuuraiite cpenHuil 1HEBHOM 3apa0OTOK JUIsl OIUIaThl OTIycka (3a 12 me-
CSIIEB, HO B JaHHOM citydae 10 mecsieB oTpaboTaHO MOJHOCTHIO).
3. Kakumu nokymeHntamu odopmisiercs npeaoctasienue ormycka? (I[lepeuncnum-

TE€ JOKYMCHTBI U UX HOCJICI[OB&TCJ'IBHOCTB).

3ananmue 5. Mcnpapinenue ommOOK B TPYA0BON KHIKKE

Curyanust: [Ipu mpoBepke TpyI0BOM KHMKKUA paOOTHHUKA BBISICHWIOCH, YTO B HEH He-
MpaBUJILHO YKa3aHa Jara npuemMa Ha padborty: Bmecto 05.03.2020 ykazana 05.04.2020. Omu6-
Ka ObLIa JOMyIeHa KaJAPOBUKOM TpU IpueMe Ha padory. PaboTHHK TpeOyeT MCIpaBUThH 3a-
IUCh.

Bomnpocsr:

l. Ha xakoM oCHOBaHMU NMPOU3BOJUTCS WCIIPABICHUE HENPABUIIbHBIX 3aIIMCEH B
TpyZoBol KHHkKe? Ha30BUTE HOPMATUBHBIN TOKYMEHT.

2. OnummTe npoueaypy MCHPABICHUS: UTO HYXKHO CHIE€NIaTh C HEINPABUIBLHOU 3a-
IIMCBIO U KAaKyIO HOBYIO 3allCh BHECTH.

3. Kakue HOKyMEHTBI TOJKHBI ObITh MPEICTaBICHbl B KAYECTBE OCHOBAHUS IS
UCIpaBJICHUsA?
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JINCT USMEHEHHH B ®OC 110 JUCHUILJIUHE

B ®OC no nucuuruiiHe BHECEHBI CIEIyIONINe N3MEHEHUS:

PexBu3uTHI Homep
YueOHblid MPOTOKOJIA pasneJa, . .
Conep:xkaHue U3MeHeHHIi U IOTIOJTHEHHIt
roj YuyeHoro coBe- | moapasje-
Ta Ja

2022/23 npotokos Ne 8 be3 usmenenuit

ot 30.06.2022
2023/24 npotokos Ne 8 be3 usmenenuit

ot 29.05.2023
2024/25 npotokon  Ne be3 nzmenenui

Ilor

27.05.2024
2025/26 npotokon No 8 JlopaboTka TeCTOBBIX 3alaHUt

ot 26.05.2025
2026/27 npoTokon  No JlopaboTKa TeCTOBBIX 3aJlaHUIt

10 oT
25.05.2026
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