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[IporpaMmma rocyaapcTBEHHOTO 3K3aMEHa COCTAaBJICHA B COOTBETCTBUHU C TPEeOOBAHUSIMU
®I'OC BO o Hanpasiennto noarotoBku 46.03.02. JlokymeHTOBEICHUE U apXUBOBEICHHE.

Astopsi-coctaButenu: H. O. AnekcanapoBa, KaHA. UCT. HAYK, IOIIEHT KadeIpsl HCTOPHH,
MY3€0JIOTUU U JOKyMeHTOBeneHus; H.A. AHTUTINH, MOUEHT Kadeapbl UCTOPHH, MY3€OJOTHH U
JIOKYMEHTOBE/ICHUS, KaHJ. UCT. HAyK, 3aMECTUTENb JUPEKTOpa ['0CyIapCTBEHHOTO YUPEKICHHS
«O0beIMHEeHHBIN TOCYTaPCTBEHHBIN apXuB YensiOuHCKON o0macTuy.

[IporpaMma rocynapCTBEHHOIO JK3aME€Ha II0 HalpaBlIeHHI0 noarotoBku 46.03.02.
JlokymeHTOBeIeHHE U apXHBoBeneHHe kak coctaBHas yacTh OITOII pexomennoBaHa Ha 3acena-
HHUM COBETa (PaKyJIbTeTa JOKYMEHTAIbHBIX KOMMYHHUKAIIUI U Typu3Ma K PaCCMOTPEHUIO KCIEPT-
HOM KoMuccueit, mpotokoa Ne 7 ot 17.04.2023.

Okcneprusa nposeaeHa 15.05.2023, akr Ne 2023//10V.

ITporpamma rocyaapcTBeHHOro 5k3aMeHa kak cocraBHas yactb OIIOII yrBepxeHa Ha 3a-
ceaHuu YdeHoro coBera HHCTUTYTa 29.05.2023, mpotokon Ne 8 ot 29.05.2023.

Cpoxk aeiicTBusl paboueld MporpaMMbl rOCYJIapCTBEHHOTO 3K3aMeHa TPOJJICH Ha 3aceia-
HUHU Y4YEHOT'O COBETA HUHCTUTYTA Ha:

Y4eOHblii roa Ne npoTokoJia, 1aTa yrBep:K/ieHus

2024/25 npotokoa Ne 11 ot 27.05.2024

2025/26 npoTokos Ne 8 ot 26.05.2025

2026/27

2027/28

I'74 l'ocynmapcTBeHHBIN 5K3aMeH TO TMporpaMMe OakamaBpuaTa «/loKymeHTalmoHHOe

o0ecricyeHre yIpaBICHUs» 110 HANPaBJICHUIO MOATr0ToBKH 46.04.02 JlokyMeHTOBeIeHUE
W apXWMBOBeJAeHHWe, KBanudukauus : OakajmaBp: mporpamMmma /  aBT.-COCT:

H. O. AnekcanngpoBa, H. A. Antunun ; YenssOuHCKUl rocyAapCTBEHHBIH MHCTUTYT
KynbTypbl. — Yensounck, 2023. — 38 ¢. — (PI'OC BO Bepcus 3++). — TekcT : Heno-
CpPEICTBEHHBII.

IIpoepamma cocyoapcmeennozo sK3amena eKuouaem: oHo OYeHOUHbIX CPEeOCmE;
pexomenoayuu 0oy4arouumMcst 0Jisk ROO2OMOBKU K 20CYOAPCMBEHHOMY IK3AMEHY, nepe-
YeHb PeKOMEeHOYeMOoll TUmepamypul, HeoOX00UMOoU 011 NOO2OMOBKU K 20CYO0apCmMeEeH -
HOMY 9K3aMeHy, NnepeueHv pecypcos UHGOPMAayuoHHO-MeNeKOMMYHUKAYUOHHOU cemu
«Hnmepnemy, HeobX00UMbIX 0151 NOO2OMOBKU K 20CYOAPCMBEHHOM)Y IK3AMEHY, nepe-
YeHb UHGOPMAYUOHHBIX MEXHONO02UM, UCNOTb3YeMbIX NPU NOO20MOBKe U NPOBeOeHUU
20CY0apcmeeHno20 JIK3AMEHA, GKII0YAs NepPeyeHb NPOSPAMMHO20 oObecnedeHus u
UHDOPMAYUOHHBIX CHPABOUHBIX CUCHEM, ONUCAHUE MAMEPUATbHO-MEXHUYECKOU 0a3bl,
HeoOX00uUMOll 011 NOO2OMOBKU U NPOBEOEHUsL 20CYOAPCMBEEHHO20 IK3AMEHA.

© YensOMHCKHIA TOCYIaPCTBEHHBII
HWHCTUTYT KyJIbTYypsl, 2023
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AHHOTAL A

q)opMa TOCYydapCTBEHHOI'O 3K3aMe-
Ha

YcTHas (OTBETHI Ha BOMIPOCHI OnieTa)

HeJ’IL rocy1apCTBCHHOI'O 9K3aMCHa

OnpeneneHne  COOTBETCTBHUS  PE3YJIbTATOB
OCBOCHHSI OOYYalOIMMHUCS OCHOBHOW TMpodec-
CHOHAJIbHOW 00pa30BaTEeNbHOM MPOrPaMMBI CO-
OTBETCTBYIOLIUM TpeOoBaHUAM (heaepasbHOro
roCyJJapCTBEHHOTO 00pa3oBaTeNbHOTO
CTaHJapTa BBICIIETO0 00Opa30BaHUs 110 HAIIpaBJie-
HUIO noArotoBku 46.03.02 JoxkymeHTOBeAeHUE
Y apXUBOBEICHUE

[Inanupyemble pe3yabTaThl OCBOE-
HUS

VK-1; YK-2; VK-3; YK-4; YK-5; VK-6; YK-7;
VK-8; YK-9; YVK-10; YK-11; OIIK-1; OIIK-2;
OIIK-3; OIIK-4; OIIK-5; IIK-1; IIK-2; I1K-3;
I1K-4; T11K-5; IT1K-6; T1IK-7

IlogrotoBka K cmaue ©W chada
rOCyIapCTBEHHOIO 3K3aMEHa

B 3a4E€THBIX €QUHULAX — 3
B akaJeMHuUYecKkux Jacax — 108
B HEJEIAX — 2

PazpaboTunku

H. O. AnekcannpoBa, KaHJl. UCT. HayK, JOLICHT
Kadenpsl HCTOPUU, MY3€OJIOTMH W JOKYMEH-
toBeneHus; H. A. AHTUNHH, TONEHT Kadeapbl
HUCTOPHUH, MY3€O0JOTUU U JOKYMEHTOBEICHMUS,
KaHA. HWCT. HayK, 3aMECTHTENIb JTUPEKTOpa
locynapctBenHoro yupexaenuss «O0beaUHEH-
HBIi TOCYIAapCTBEHHBIH apxuB YemsiOMHCKOM
00J1acTu.




1. ®OH/], OLLEHOYHBIX CPEACTB

1.1. NepeyeHb KOMNETEHLMIA, KOTOPbIMU A0/KHbI OBNIAAETb
obyualoLimecs B pe3y/ibTaTe 0CBOEHNS OCHOBHOW Npo¢eccrMoHaNbHOW
o6pasoBaTe/ibHOW NPOrpaMmmbl

Yuueepcanvnvie komnemenyuu:

— CnocobeH oCymIEeCTBIATh MOUCK, KPUTHUECKUN aHAJIN3 M CUHTE3 MH(OpMaLUH, MpH-
MEHSATHh CHCTEMHBIN MOAXO/ IJIsl PelIeH s mocTaBleHHbIX 3a1a4d (YK-1);

— CnocobeH ompenensarts Kpyr 3ajad B paMKax IOCTaBJICHHOW IeMH W BBIOMPATH
ONTHUMAJIbHBIE CHOCOOBI UX PEIICHHs, UCXOAS M3 JAEUCTBYIONIMX IPABOBBIX HOPM,
uMmeroumxcs pecypcos u orpannuenuit (YK-2);

— CnocoOeH OCyIIeCTBIATh COLIMAIbHOE B3aUMOICHCTBUE U PEATU30BbIBaTh CBOIO POJIb
B komanze (YK-3);

— Cmoco0eH OCyIIeCTBIIAThH JCIOBYI0 KOMMYHHKAIIMIO B YCTHOW M TUCBMEHHON (popmax
Ha rocyJapCcTBEHHOM si3blke Poccuiickoil denepanyii 1 THOCTPAaHHOM(BIX) s3bIKe(ax)
(YK-4);

— CnocobOeH BOCHIPUHUMATH MEXKYJIbTYPHOE pa3sHOOOpa3ue OoOIIecTBa B COLMAIBHO-
HUCTOPUYECKOM, dTHYECKOM U puocodckom koHTeKeTax (YK-5);

— Cnoco0eH ympaBisiTh CBOMM BpPEMEHEM, BBICTPAUBATh M PEAIM30BLIBATH TPACKTOPHUIO
CaMOpa3BUTHS Ha OCHOBE IPHUHIIUIIOB 00pa30BaHus B TeueHue Bcer xu3Hu (YK-6);

— CnocobeH moaaepKUBaTh JTOJHKHBIM YpOBEHb (PU3MUYECKOW MOATOTOBICHHOCTH TS
obecrieueHnsl TOTHOIIEHHON CONMAIbHOW M mpodeccuoHanbHou nesrenbHocTr (YK-
7);

— Crnoco0OeH co3/1aBaTh U NOJJEPKUBATH B TIOBCETHEBHOM KU3HU U B MPOdeCCHOHANb-
HOW JIeSITeTIbHOCTH O€301acHbIe YCIOBUS KU3HEACATEILHOCTH ISl COXPAaHEHUS TPH-
pOIHOM cpeapbl, o0ecnevyeHrs yCTOWYMBOTO pa3BUTHUs OOILECTBA, B TOM YHCIE MpHU
yIpo3€ ¥ BOSHUKHOBEHHUH YPE3BBIYANHBIX CUTYyAlMii U BOCHHBIX KOH(DIUKTOB (YK-8);

— CmocoOeH ucmnoib30BaTh 0a30BbIe AehEKTOTOTUYECKUE 3HAHUS B COIMATILHON U TIPO-
deccuonanbHoit chepax (YK-9);

— CnocoOeH npuHUMAaTh 00OOCHOBAHHBIC SKOHOMUYECKHUE PEIICHUSI B Pa3IMYHBIX 00JIa-
cTax xuzHeaesTenbHoctr (YK-10);

— CnocoOeH (opmHpoBaTh HETEPIIMMOE OTHOIIEHHWE K KOPPYNLIHOHHOMY MOBEACHHUIO
(YK-11).

Oobwenpogeccuonanvnovie Komnemenyuu:

— CnocoOeH npUMeHATh Ha 0a30BOM YPOBHE 3HaHMs HCTOPUYECKUX HAYK MPH PELICHUU
3a7au B cpepe cBoeit mpodeccruonansHol aesrensHocty (OITK-1);

— Cnoco0OeH HaxOQUTh OPraHU3aLOHHO-YIIPABICHUECKUE PEIeHHs] IIPU PELICHUH 3a-
nau B cepe cBoeil npopeccruonansHoi aesrenbHoctd (OIIK-2);

— Cnoco0OeH MpUMEHATh TEOPETUUECKUE 3HAHUS JIs PEeLICHMs MOCTABJIEHHbBIX 3a/1a4 B
obnactu nokyMeHToBeaeHus u apxuBoseneHus (OI1K-3);

— Cnoco0OeH MOHMMATh NMPUHLMIIEI PaOOThl COBPEMEHHBIX HH()OPMAIMOHHBIX TEXHO-
JIOTHHA M MCIIONB30BaTh MX Ui pEIIeHHs 3ahad NpoeCcCHOHAIBHON IesTeIbHOCTH
(OIIK-4);

— CnocobeH caMOCTOSTENbHO paboTaTh C Pa3IMYHBIMM MCTOYHHKAMU MH(OpMAIMH U
IPUMEHATh OCHOBBI MH(OPMAILIMOHHO-AHATUTUYECKON IESITEeIbHOCTH NPHU PELICHUH
npodeccuonanbHbIX 3a1a4 (OIIK-5).



Hpod)eccuonaﬂbubw KomnemeHuyuu.

Tun 3a0au npogheccuonanvhoil 0eamenbHOCMU: HAYYHO-UCCAE08AMETbCKUL
CrnocoOeH MNPHUMEHATh HAYyYHO-METOAWYECKHE OCHOBBI JIOKYMEHTOBEACHUS H
apxuBoBeneHus B mpodeccronansHoit cepe (ITK-1);

CrnocoOeH COBEpIIEHCTBOBATh JIOKYMEHTALIMOHHBIE NPOLECCHl B YIPABICHUU B
COOTBETCTBUU C TpeOOBaHUSIMU HOPMATHBHO-IIPABOBOIO pETyIUpOBaHUs B cdepe
uHpopmanuu u fokymenrtarun (I1K-2).

Tun 3a0au npogheccuonanbHoll 0eamenbHOCHU: MexXHON02UYECKUTL

Crnioco0OeH oCyIIecTBIATh OPraHU3alMOHHOE, JOKYMEHTAIIHOHHOE H HH(POPMAIIMOHHOE
obecrneyeHne aesTenbHOCTH pykoBoauTens opranmzanuu (I[1K-3);
CrocoOeH OpraHu3oBaTh W OCYIIECTBIATH JIOKYMCHTHPOBAHHE
opraamsanuu (I1K-4).

JACATCIIBHOCTH

Tun 3a0au npogpeccuonanbHoll 0eamenbHOCHU: OPZAHU3AUUOHHO-YNPABICHYECKILTL
CnocoOeH co3maBaTh U BECTH CHCTEMBl JIOKYMEHTAIIMOHHOTO OOeCreueHHs
yIpaBleHUs U apXUBHOTIO Jiesia Ha 0a3ze HoBeimux TexHonoruit (11K-5);

Crnoco0OeH ocymecTBIATh pa3paboTKy M BHEIPEHHUE JIOKAJIbHBIX HOPMAaTHBHBIX AKTOB
10 TOKYMEHTallMOHHOMY o0OecrieueHuto yrpanienus opranuzanueii (I1K-6);
CrnocoOeH pyKOBOAMTH MOJpPA3JCIIEHUEM apXUBa, OCYILIECTBIATH AESITEIbHOCTH IO
apXUBHOMY XPAHEHHUIO JIOKYMEHTOB, UX Yy4Y€Ty M HCIOJb30BaHUIO, O0ECHEUYEHHUIO
COXPAaHHOCTH, MOCTPOCHHIO U KOHTPOJIO CIPABOYHO-MH(OPMAIIMOHHBIX CPEICTB K
apxuBHbIM JokyMmeHTaM (I1K-7).

1.2. OnncaHMe nokasartenem n Kpuntepues oLueHNBaHUA KOMHETEHLI,I/IVI, a

TakKoKe LUKasa oueHnBaHusd

1.2.1. Onucanue noxazameneii u Kpumepuee OUeHUBAHUA KOMNEMEHYUTL

Taomauma 1
Pe3yabTaThl 0CBOEHUS IHoxka3zarean Kpurepuu
onolIl c¢()OpMHPOBAHHOCTH OlleHUBAHUS YPOBHS
(conep:xkanmue KOMITeTeHIUH chopMHpPOBAHHOCTH
KOMIIeTeHIHIl ¥ KOJIbI) KOMIIeTeHIuii

Ynusepcaﬂbnbte Komnemenuuu

Cnocoben OCYIIECTBIIATh
HOWCK, KPUTHYECKUH aHAIHN3 U
CHUHTE3 HWH(OpMaINH, TpUMe-
HSTh CHUCTEMHBIN MOIXOA AJS
pelIeHNs TOCTABJICHHBIX 33134
(YK-1)

yYMeEeT OCYIIECTBIISTh TTOHCK,
KPUTHYECKUI aHAIN3 U CHH-
Te3 WHPOpPMalH, MpUMe-
HATb CHUCTEMHBIH TOIXOX
IVl pelIeHHs II0CTaBIICH-
HBIX 33]a4

B BKP cogmepxxarcs o600menmus,
aHajgu3 TIPOIECCOB B  00JacTH
AOY u apxuBHOTO Jena Ha
OCHOBE CHUCTEMHOTO IOJAXO[a,
MPUCYTCTBYIOT HEOOXOJAUMBIE BBI-
BOJIBI

CriocobeH  ompenensaTb Kpyr
3aJa4 B paMKax MOCTaBJIEHHOHN
1end W BbIOMPATh ONTHMAJb-
HBIE CITIOCOOBI UX PEIICHHUs, UC-
XOJs U3 JEMCTBYIOIIMX IPaBO-
BBIX HOPM, UMEIOLIUXCS pecyp-
coB u orpanndyernii (YK-2)

yMeEeT OINpeaessaTh KpyT 3a-
Jlad B paMKaXx MOCTAaBIECHHON
eI u BBIOWpATh
ONTUMAJIbHBIE CHOCOOBI HX
pelIeHus, UCXond W3 JeH-
CTBYIOIIMX MPABOBBIX HOPM,
UMEIOIINXCST  PEeCcypcoB H
OTpaHUYCHUI

B BKP pemarorcss 3amaun B pam-
Kax TOCTaBJICHHOW LENU W BHIOH-
paroTCs ONTHUMAJIbHBIE CITIOCOOBI
UX pELIEHUs, UCXOAS U3 IEUCTBY-
FOLLUX IIPaBOBBIX HOPM,
UMEIOIINXCSl PECYPCOB U OrpaHU-
YEHUU

Crocoben
COLIMAJIBHOE

OCYIICCTBJIATD
BSaHMOHeﬁCTBHe

YMEET OCYHICCTBIIATH COLU-
aJIbHOC BSaHMOHCﬁCTBHC n

B BKP mnpu BbeImOSHEHUM npak-
THUKO-OPHEHTHPOBAHHOTO  HCCIIE-

8




U PeaIM30BbIBATh CBOIO POJIb B
komanze (YK-3)

PCAIM30BBIBATH CBOXO POJIb
B KOMaHIEC

JIOBaHUSI  IPOJAEMOHCTPUPOBAHO
YMEHUE OCYIIECTBIATh COLMAIIb-
HOE B3aMMOJEHCTBUE U pEan30-
BBIBAaTh CBOIO POJIb B KOMAHJE

CrocoOeH OCYIICCTBIATh Jie-
JIOBYI0O KOMMYHHUKAIIMIO B yCT-
HOW M MMUChMEHHOH (hopMax Ha
roCyJapCcTBEHHOM s3blke Poc-
cuiickoi dPenepaliui U UHO-

yMEeT OCYIIECTBISATH Jie-
JOBYI0 KOMMYHHKAIMIO B
YCTHOM W NUCbMEHHOU
(dopMax Ha TOCYIapCTBEH-
HOM s13bIke Poccuiickoit @e-

B BKP conepxarca cBeaeHus o
MPUMEHEHUN JEJIOBBIX KOMMYHH-
Kalun

ctpanHOM(BIX) s3bike(ax) (YK- | mepammn "
4) HHOCTPAHHOM(BIX)

si3bIKe(ax)
Criocoben BOCIIPUHUMATH | yMeeT BocnpuHuMarh Mex- | B BKP yurena undopmarms mex-
MEXKYJIBTYpHOE pazHooOpasue | KyJbTypHOE pa3HoOOpa3we | KyJIbTYpPHOM pa3HOOOpa3uu oOIe-
o0IIecTBa B CONMALHO-KCTO- | OOIECTBA B CONMAILHO- | CTBA B PA3JIMYHBIX KOHTEKCTaX
pUYECKOM, 3TUYECKOM U (PH- | HCTOPUYECKOM, ASTHUYECKOM

nmocodpckom koHTekcrax (YK-
5)

u ¢unocockoM KOHTEKCTax

Crioco0GeH yIpaBiATh CBOUM
BpEMEHEM, BBICTpanBaTh U pea-
JIM30BBIBATH TPaeKTOPHIO
CcaMoOpa3BUTHsI Ha  OCHOBE
MPUHIMIIOB 00pa3oBaHMs B Te-
yeHue Beel sxm3an (YK-6)

yMEET YIpPaBIIATH CBOUM
BpEMEHEM, BBICTPaWBaTh U
peaM30BLIBATH TPACKTOPHIO
CaMOpa3BUTHS Ha OCHOBE
MPUHIIMIIOB 00pa30BaHUs B
TEeUEHHE BCEH KU3HU

B BKP cryneHT npoaeMoHCTpUpO-
BaJl YMEHUE YIPAaBIATh CBOUM
BPEMEHEM, BBICTPAUBATh U peallu-
30BBIBATH TPACKTOPHUIO CaMOpa3-
BUTHSI Ha OCHOBE MPHUHLMUIIOB
00pa3zoBaHus

Criocoben MOITIePKUBATh
JOJDKHBIA  YPOBEHb  (pHU3MUe-
CKOM IOATOTOBJIEHHOCTH IS
obecriedeHusT  TIOJTHOIEHHOMH
comMalbHON W Tpodeccro-
HabHOU nesitenbHocTH (YK-7)

yMEET MOAJIEPKUBATH JOJDK-
HBIH YpOBEHb (PU3NUECKON
MOATOTOBJICHHOCTH JUTSt
obecrieueHus TTOJTHOIICHHOM
COIMAJIGHON M Tpodeccuo-
HaJIbHOM JIeATEIbHOCTH

B BKP cryzneHTt npogeMoHCTpUpoO-
BaJI YMECHHUE TIOJJIEPKUBATH JIOJK-
HBIN YpOBEHb ¢duznueckon
MIOJITOTOBJIGHHOCTH 1151 o0ecriede-
HUS TIOJHOLICHHOM COIMAIbHOU U
npOo(ECCHOHAILHOW  JIeATENIBHO-
CTH

CrocobeH co3maBaTh W TIOJ-
JIEp>KUBaTh B TIOBCEIHEBHOM
JKU3HU U B PO(EeCCUOHATBHOMN
JIeATEIBHOCTU Oe3omacHbIC
YCIIOBHSI  YKU3HEACATSIIBHOCTH
JUIL COXPaHEHUs NPUPOJHOMN
cpensl, o0ecredeHusl yCTonIun-
BOTO pa3BUTHSA 0OIIecTBa, B
TOM 4YHCIIe TP YIpO3€ U BO3-
HUKHOBEHMM  YPE3BBIYANHBIX
CUTyaIui u BOEHHBIX
koH(pKTOB (YK-8)

yMeeT co3laBaTh M TOJ-
JICP)KUBaTh B MOBCEAHEBHOMN
KHU3HH U B TPO(HECCHOHATb-
HOW JEeSITENbHOCTH Oe30rmac-
HBIE YCJIOBHS JKHU3HEIES-
TENLHOCTH JUISI COXPaHCHHMS
MPUPOIHON cpensl, obecre-
YEeHHUSI YCTOWYHMBOTO pa3BU-
THs OOIECTBa, B TOM YHUCIIE
Opy yTpo3e W BO3HUKHOBE-
HUM YpE3BBIYANHBIX CHUTYya-
UMA M BOCGHHBIX KOH(DIHK-
TOB

B BKP cryaeHT npoaeMoHcTpupo-
BaJ YMEHHE CO34aBaTh M IOJ-
Jep)KUBaTh B MIOBCEIHEBHOM JKU3-
HU U B IpodecCHOHAIBLHON Jesi-
TETBHOCTH O€30MacHBIE YCIIOBHS
KHU3HCACATCIBHOCTH

CriocobeH ucnoiabp3oBaTh 0a3o-
BbIe JIe()CKTOJIOTHUCCKUE 3HA-
HUS B COIMAJIBHOM M Tpodec-
cuoHansHOH chepax (YK-9)

yMEeT HCIOoIb30BaTh 0a3o-
BBIC  JE(PEKTOJIOTHUCCKHEC
3HaHUS B COLUMAIBHOH U
npodeccuoHanbHOU chepax

B BKP ctynenT npogemoHcTpupo-
BaJ yMEHHE HCIOJIb30BaTh 0a30-
Bble €(EKTOIOINYECKUEe 3HAHUS
B COLMANBHOW U MpodeccHoHallb-
HOW chepax

Cnocoben mpuHUMATh 000CHO-
BaHHBIC YKOHOMHYECKHUE Pellie-
HUS B Pa3IMYHBIX 00JaCTAX
x)usHenesrenbHocTH (YK-10)

yMEeT TPUHUMATH 000CHO-
BAaHHBIC SKOHOMHYCCKUC
pelieHusT B Pa3IHYHBIX
00JacTAX KU3HEACATEIBHO-
CTH

B BKP cryneHT npoaeMoHCcTpupo-
BaJ yMEHHE NPUHUMATh O0OOCHO-
BaHHBIC IKOHOMHYECKUE PELICHHS
B npodecCHOHATIBHON AEATEeNbHO-
CTH




Crnocoben QopmupoBath He-
TEpIIMMOE OTHOIICHHE K KOp-
PYILIMOHHOMY TIOBEICHUIO
(YK-11)

(hopMupyeT HETEPITUMOE OT-
HOIICHHE K KOPPYIIHOH-
HOMY MOBEJICHUIO

B BKP cryneHT npoaeMoHCTpUpO-
Baj 3HaHHE poccuiickoro
3aKOHOAATEJILCTBA, a TAKXKe aHTH-
KOPpYIIIMOHHEIX CTaHAAPTOB IIO-
BEICHUs, YBaXEHHE K IpaBy U
3aKOHY

Oowenpogheccuonanvhvle KOMnemeHyuu

CriocobeH TpuMeHsITh Ha 0a-
30BOM YPOBHE 3HAHUS HCTOPH-
YEeCKHX HAyK NPU pellieHUH 3a-
nau B cepe cBoeit mpodeccuo-
HajpHOU nesrensHOocTH (OIIK-

1)

yMeeT NpUMEHSITh Ha 0a-
30BOM ypOBHE 3HAHHS MCTO-
pUYECKHX HayK IpU pere-
HUM 3a71a4 B cdepe cBoeit
npodeccHoHabHOW  Jiesi-
TEITLHOCTH

B BKP cryneHT npoaeMoHCTpUpO-
BaJ 3HAHWS UCTOPHYECKUX HAyYK,
MPUMEHEHUSI  METOJOB  HCTO-
puorpadguyeckoro ¥ UCTOYHH-
KOBETYECKOTO aHaIu3a MpHU pelie-
HHM 337134 B chepe cBoeit mpodec-
CHUOHAJIBHOH €S TEIbHOCTH

Croco0eH HaxOIUTh OpraHu3a-
HUOHHO-YIPaBICHUYECKUE
pelIeHus] Tpy pemIeHN: 3a1ad
B cdepe cBoeit mpodeccuo-
HanbHOU nestenpHocTH (OITK-
2)

HaxXoauT OpraHu3aliMoOHHO-
VIPaBICHUSCKUE  PEIICHUS
TP pEIICHUH 3a7a9 B cepe
cBoeit mpodeccrnoHaTbHON
JESTEITLHOCTH

B BKP ctynenT npogemoHcTpupo-
BaJ YMEHHE HaXOIUTh OpraHu3a-
[MOHHO-YIIPABJICHYECKUE  pele-
HUS TIPY pelIeHun 3a7ad B chepe
CBOCH TPO(ECCHOHAIBHOW Jes-
TEJILHOCTH

CriocobeH MpHUMEHSTh Teope-
TUYECKUE 3HAHUS JUIS PEIICHHUS
MOCTaBJICHHBIX 3a1a4 B
001acTH AOKYMEHTOBENCHHUS U
apxuBoBenenus (OI1K-3)

YMEET NPUMEHATH TCOPECTU-
YCCKUC 3HaHuA I pelic-
HUA IIOCTABJICHHBIX 3aJa4 B
obnactu AOKYMCHTOBCACHHUA
1 apXHUBOBCIACHUA

B BKP cryneHT npoaeMoHCTpUpO-
BaJl YMCHUC IIPUMCHATH TCOPCTHU-
YECKHUE 3HAHMS Ul pEUICHUs I10-
CTaBJICHHBIX 3a7ad B 00JacTH
JOKYMCHTOBCACHHA H apXHBOBE-
NEeHUsA

CriocoOeH MOHUMATH MPUHIIH-
mel  paboOThl  COBPEMEHHBIX
WHQOPMAIIOHHBIX TEXHO-
JIOTUM M MCHOJb30BaTh MX JJIA
pemeHus 3amad  mpodeccro-
HajgpHOU nmestenpbHOCcTH (OITK-
4)

IIOHUMAEeT IPUHLUIBL pa-
00TBI COBPEMEHHBIX
UH(QOPMAIIMOHHBIX ~ TEXHO-

HOFHﬁ N HUCIIOJIB30BaTh HX
IUTSL peIIeHUs 3a1a4 mpodec-
CHOHAJBbHOM IeSTEIbHOCTH

npu BeinonHeHun BKP crygent
peman 3amadd  Mpod)ecCuoHaNb-
HOW JIeATENIbHOCTH C TpUMEHe-
HHEM COBpPEMEHHBIX HMH(pOpPMaLH-
OHHBIX TEXHOJIOIHH

CriocobeH caMOCTOATENBHO pa-
00TaTh ¢ pa3sTMYHBIMH HCTOY-
HUKaMu WHGOpPMAIMH | TIPH-
MEHSTh OCHOBBI HH(OpMaIu-
OHHO-aHAJIUTUYECKOH JIeSTelb-
HOCTH TIpH pemIeHuu mpodec-
cuoHabHEBIX 3a1a4 (OIIK-5)

yMEET CaMOCTOSTEIBHO pa-
0oTaTh C pa3TUIYHBIMH HC-
TOYHUKAMU HHQOpPMAAN U
MIPUMEHSTh OCHOBBI
“H(OPMAITUOHHO-aHAIUTH -
YECKOM JesTeIbHOCTU IpHU
peuieHuu  podheCCUOHANb-
HBIX 33724

npu BeinonHenun BKP crynent
CaMOCTOATEILHO paboTaer c pas-
JINYHBIMU HCTOYHUKAMH
uHpOpPMAIMH ¥ TPUMEHSIET OCHO-
BBl MH(OPMAIMOHHO-aHAIUTHYE-
CKOM JIEATEIbHOCTU MPU PEIICHUN
npodecCHOHATBHBIX 3314

IIpogpeccuonanvnvie Komnemenyuu

Tun 3a0au npogheccuonanvnoil deamenpHOCHU: HAYYHO-UCCAEO08AMENbCKUIL

Crioco0OeH MpUMEHSTh Hay4HO-
METOINYECKUE OCHOBEI
JNIOKYMECHTOBEJICHUSI W  apXu-
BOBe/IeHHs B MpodeccroHalb-
Hoii cdepe (I1K-1)

BJIaJiceT 3HAHUSIMU Hay4HO-
METOANYECCKUX OCHOB
JOKYMEHTOBEJICHUSI U apXH-
BOBeZIeHHS B mpodeccuo-
HaJIBHOH cdepe

B BKP cryneHT mpumensier 3Ha-
HUSI HAYYHO-METOANYCCKUX OCHOB
JOKYMEHTOBEJICHUSI M apXUBOBE-
JIeHHsI B TIPOeCCHOHANBHON ce-
P€; OCHOBHBIX METOJIOB JOKYMEH-
TOBEJUECKOI0 UCCIIEIOBAHUS, JKC-
HepTHU3bl HEHHOCTH JOKYMEHTOB

Crioco0OeH CcOoBepIIEHCTBOBATh
JIOKYMEHTAIIHOHHBIE MPOIECCHI
B YIIPaBJICHUH B COOTBETCTBHUU
¢ TpeOOBaHUSIMH HOPMATHBHO-

HCHOJIB3YCT

COBCPIICHCTBOBaHUA
JAOKYMCHTAIITMOHHBIX
MIpOLCCCOB B YINPABJICHUU B

METOJIBI

B BKP ecTp pekoMenaamnuu no pa-
[IHOHAIHM3AIIMA U COBEPIICHCTBO-
BaHMIO JIOKyMEHTAIIHIOHHOT O
oOecricueHUs]  yNpaBJICHUS W
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MPaBOBOTO PETYJIMPOBAaHUS B
chepe MHPOPMaLIH u
nmokymenTarmu (I1K-2)

COOTBETCTBHU C TpeOOBaHM-
SIMA HOPMAaTHUBHO-TIPa-
BOBOI'O pETyJUpPOBaHUS B
chepe  uHpOpPMALMU  H
JOKYMCHTAIMU

JIOKYMEHTAIIMOHHBIX TPOIIECCOB B
COOTBETCTBHU C TpeOOBaHUAMH
HOPMAaTUBHO-TIPABOBOTO  PETYJIH-
poBanus B cepe mHbOpMAIUU U
JIOKYMEHTAIUU

Tun 3a0au npogheccuonanvhoil desmeabHOCMU

: MexXHOI02uYecKull

Crioco0eH oCyIIeCTBISTh Opra-

OCYIIECTBIISIET OpraHM3alN-
OHHOE, JOKyMEHTAallMOHHOE
u wuHpopMaIMOHHOEe obec-
NeueHue JCATENIbHOCTH Py-
KOBOJIMTEJISI OPTaHU3aIuU

B BKP cryneHT npoaeMoHCTpUpO-
BaJ YMEHHE OCYILIECTBJIATH Opra-
HHU3ALMOHHOE, JOKYMEHTallMOH-
HOe ¥ HMH(pOpPMaLMOHHOEe obecre-
YCHHUEC NCATCIBHOCTU PYKOBOAUTEC-
JIs1 OpraHu3alyy

HU3AIMOHHOE, JTOKYMCHTAI[H-
OHHOC ¥ HH(OPMAIUOHHOE
obecrieyeHne  JIeSATEIHLHOCTH
PYKOBOIUTENSA  OpraHU3aluu
(TIK-3)

CrnocobeH  opraHu3oBath H

OCYIIECTBJISATh JIOKYMEHTHUPO-
BaHUC [CATCIILHOCTU OpraHu-
sammw (I11K-4)

yMeeT OpraHu30BaTh M OCY-
HICCTBIISITh JTOKYMEHTHPOBA-
HHUE JESITEIbHOCTH OpraHu-
3aLMU

B BKP cryaenT npoaeMoHCcTpupo-
BaJl yMEHUE OpraHu30BaThb U OCY-
IIECTBIATh  JIOKYMEHTHUpPOBaHUE
JESITeNbHOCTH OpraHu3aliy

Tun 3a0au npogheccuonanbHoll OeAMENbHOCHU: OP2AHUIAUUOHHO-YRPAGIEHYECKUT

CnocobeH co3maBaTb W BECTH
CHUCTEMBI JOKYMEHTAIIMOHHOIO
obOecriedyeHus: ynpaBIeHHS U
apxXuBHOrO Jena Ha 0ase
HoBe#mmx Texnonoruit (I1IK-5)

yMEET CO3/1aBaTh M BECTH
CUCTCMBI I[OKyMeHTaHI/IOH-
HOTO 00ECTIeUCHHUs yrpaBJie-
HUS W apXWUBHOTO Jeja Ha
0a3e HOBEHIINX TEXHOJIOT Ui

B BKP cryneHT npoaeMoHCTpUpO-
BaJl YMEHME CO3/1aBaTb U BECTH
CUCTEMBI JOKYMEHTALIMOHHOTO
oOecrieueHus] ympaBlieHUS U ap-
XUBHOTO Jiena Ha 0aze HOBEHIINX
TEXHOJIOTUI

CriocoOeH OCYINECTBIATh Pa3-
pabOTKy W BHEIpPEHHE JIOKAIb-
HbIX HOPMATHUBHBIX A4KTOB IIO
JIOKYMEHTAIIMOHHOMY ~0o0ecrie-
YCHUIO YIIPABJICHUSI OpraHu3a-
nmeit (11K-6)

yMmeeT pazpabaTbiBaTh H
BHEAPSTH JIOKaJIbHbIC
HOpMaTHBHBIE  aKThl IO

JIOKYMEHTAIIMOHHOMY 00ec-
MEYCHUIO YIPABJICHUS Opra-
HHU3aLMen

B BKP wumerorcs pexomeHaanuu
mo paszpaboTKke ¥ BHEAPECHHIO
JIOKQJIbHBIX HOPMATHUBHBIX aKTOB
10 JOKYMEHTAllHOHHOMY o0ecIie-
YEHHWIO YIIPaBIICHUS OpTaHW3aIlf-
e

CrocoOeH pyKOBOAMTH IMOJI-

pa3ielieHueEM  apXWBa, OCY-
LIECTBIATh JEATEIBHOCTH II0
apXUBHOMY XPaHEHUIO

JOKYMEHTOB, UX y4YeTy W HC-
MOJIb30BAHUIO, O00ECICUCHUIO
COXPaHHOCTH, TOCTPOCHUIO H
KOHTPOJTIO CIPaBOYHO-
MHQOPMAIIMOHHBIX CPEICTB K
apxuBHbIM JokyMeHTam (I1K-
7)

y4aCTBYE€T B PYKOBOACTBE
MOpa3JciCHNEM  apXuBa,
OCYIIECTBIISIET JeATENb-
HOCTB I10 ApXUBHOMY XpaHeE-
HUIO JIOKYMEHTOB, HX YYETY
M HCIIOIL30BaHUIO, oOecIe-
YEHHIO COXPAHHOCTH, IIO-
CTPOEHHIO W  KOHTPOIIIO
CTPaBOYHO-UH(POPMAITHOH-
HBIX CPEICTB K apXHBHBIM
JIOKYMEHTaM

B BKP wumerorcs csemeHus o0
YyYacTHUHU CTyJEHTa B PYKOBOJACTBE
MOJpa3/ieNiecHneM apxHBa, OCy-
HIECTBIICHHHU JEATEILHOCTH IO ap-
XMBHOMY XpPaHEHHUIO JOKYMEHTOB,
HX Y4YeTy M HCIOJIb30BaHUIO,
o0ecrieueHnI0 COXPAaHHOCTH, IIO-
CTPOCHHIO ¥ KOHTpOJIO CIpa-
BOYHO-MH()OPMAIIOHHBIX CPE/ICTB
K apXUBHBIM JIOKYMEHTaM

1.2.2. lIxana ouenueanus (Kpumepuu oyeHKU pe3yibmamos coauu 20cyoapcmeeHHozo

IK3aAMeHa)
Taoauna 2
Ounenka no
HOMMHAJIbHOMU Kpurepuu oneHky pe3yjibTaToOB CAa4U rOCYyJaPCTBEHHOI0 3K3aMeHa
HIKaJje
OtanvHo — TIOKa3aH BBICOKMM YpPOBEHb KOMIIETEHTHOCTH. YPOBEHb CIOXKHOCTH

pOrpaMMBbl COOTBETCTBYET BBICOKOMY, B IIPOrPaMMe MPHUCYTCTBYIOT Pa3HO00-
pasHbIe UCIIONHUTEIBCKHE 3a1a4H (TEXHUIECKUE, CTHIIEBEIE, JKaHPOBEIE);
— MY3BIKAIbHBIA MaTepHaa KOHIIEPTHOW MPOrpaMMbl TIOATOTOBJICH M OCBOCH B
IIOJIHOM O0BEME;
— KOHIIEPTHAs MpOrpaMMa HCIOJHEHa HAW3yCTh, KAYECTBEHHO, OCMBICIEHHO
MepeJaHbl CYIIHOCTHBIE YePThl My3bIKAJILHOTO 00pasa;
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— TIOKa3aHO BIIAJCHHE MY3BIKAJIFHBIM MaTEpHAIOM Pa3HBIX CTUJIEH, KaHPOB,
3MOX, KyJIbTYp;

— IIPOJIEMOHCTPHUPOBAH BBICOKHH YPOBEHD NCIIOTHUTEIBCKON TEXHUKH,

— B KOHTEKCTE XYJ0KECTBCHHOW MHTEpPIIpEeTallud 0003HAYEHO CBOE MCIIOJIHU -
TEJIHCKOE MPOUTEHHE MY3bIKAJIbHBIX POU3BEACHUI

Xopomuio — TOKa3aH JO0CTATOYHBIH YPOBEHb KOMIIETEHTHOCTH; MPOrpaMma HCIOTHEHA
JOCTATOYHO POBHO, YBEPECHHO;

— MY3BIKQJIBHBIN MaTepuanl KOHUEPTHON IPOrpaMMBbI IIOATOTOBIIEH U OCBOEH B
ITOJIHOM 00BEME;

— KOHIIEPTHasi MPOrpaMma HCIOJHEHa Hau3yCTh, KAYECTBEHHO, OCMBICIEHHO
Hepeanbl CYIHOCTHBIC YePThI My3bIKAILHOTO 00pasa;

— IIOKa3aHO BJIaJACHUC My3I:IKaJ'IBHI71M MaTepI/IaJIOM pa3HI)IX CTHHeﬁ, )KaHpOB,
3MOX, KYJIBTYP;

— MIPOJEMOHCTPHUPOBAH XOPOIIUH YPOBEHD MCIIOIHUTENBCKONU TEXHUKH,

— IpPHU HCIOJHEHWH KOHLEPTHOHW IPOrpaMMbl AOMYILEHBI PsAJl HETOYHOCTEU
JIOKAJIBHOTO XapakTepa B 00JaCTH TEXHUYECKUX CPEICTB U (WIM) B mepeaaue
CMBICJIOBBIX OTTCHKOB MY3bIKAJIBHBIX 00pa30B

YaoBiieTBOpUTEIb- | — TIOKa3aH MOPOTOBBIN YPOBEHb KOMIIETEHTHOCTH;
HO — TPOJIEMOHCTPHPOBAHO BIaJicHHE 0a30BHIMH OCHOBAMH HCIIOIHHUTEIbCKOM
TEXHHKH;

— MPOAEMOHCTPUPOBAHA CIIOCOOHOCTH BOIIOLIATH Pa3HOXKAHPOBBIA U pa3HO-
CTHJIEBOM MY3bIKAIbHBIM Marepuaj, MpH 3TOM JOMYIIEH P 3HAYUTETbHBIX
omrOOK B TEXHWKE WCIONHEHHsS W (WIM) B mepenadye 0O0pa3zHO-CMBICIOBBIX
KOMIIOHEHTOB MY3bIKaJIbHOH peuu

HeynosiierBopu- | — KOMIETEHIUH HE c(HOPMHUPOBAHBL;

TeJbHO — HU3KUH YPOBEHb UCIIOJIHEHUS IIPOTPAMMBI;

— HM3KO€ BIIAQJICHUE IPUEMAMH UCIOJHUTENBCKOM TEXHUKU, UCKaXXECHUSI HOT-
HOT'O TEKCTA.

— OTCYTCTBHE BBIPA3UTEIbHOCTU U HEIOHUMAaHHE XYA0)KECTBEHHO-00Pa3HbIX U
CTHJIMCTUYECKUX OCOOCHHOCTEH MPOHU3BeIeHHS

1.3. TUNoBble KOHTPOJIbHbIE 3a4aHNA NIV NHbIe MaTepuansl,
Heo6xoANMble AN OLLeHKN pe3y/ibTaTOB 0CBOEHUSI OCHOBHOWM
npo¢eccmoHanbHoii 06pasoBaTe/ibHOV NporpamMmbi

1.3.1. Ilepeuens 60npocos, 6b1HOCUMBIX HA 20CYOAPCHIBEHHBLIL IK3AMEH

Taoauma 3
Ne
Ilepeyenn

n/ DopMyTHPOBKH BONIPOCOB .
- KOMIIETeH i
1. | HoxymeHt, ero pyHKIHH, CITOCOOBI TOKYyMEHTHPOBAHUSI. OIIK-3; IIK-1; ITIK-4
2. [Ipu3Haku u CBOMCTBA JOKYMEHTA. OIIK-3; TIK-1; TTIK-4
3 Bui0BO# COCTaB yNpaBIeHYSCKUX TJOKYMEHTOB OpraHu3a- OITK-3: TTK-1: TTK-4

LUAH.
4 ®dopmysp JOKYMEHTa: CTPYKTypa, COBpEeMEHHbBIC TpeOoBa- OITK-3: TTK-1: TTK-4

HUSL.
5 PexBU3UTHI OpPraHU3aIHOHHO-PACTIOPSAUTEILHON TOKYMCH- OTTK-3: TTK-1: TTK-4

TaIUH.

Pa3paboTka 1 BHepEeHHUE JIOKAIbHBIX HOPMATHBHBIX aKTOB
6. | MO IOKyMEHTalMOHHOMY o0ecreueHuto ynpasienus B opra- | OIIK-2; I1K-2; TIK-5; ITK-6

HU3aluu.
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HopwmaruBHO-TIpaBoBas 6a3a JOKyMEHTAIMOHHOTO obectede-

7. OIIK-2; TTIK-2; TIK-5; TTIK-6
HUSl YIIPaBIICHUSL.
2. Oprasusanus ciyx0bl ZIOKYMEHTALOHHOTO obecrnieueHus OTIK-2; TIK-2; TIK-5; TTK-6
YIpaBJICHHs OpraHu3alen.
9. | Opranu3anus JOKyMeHT0000poTa. OIIK-2; [1K-2; [IK-5; TTK-6
10, Oprasuzanys perucTpanui 1 HHHOPMAIOHHO-CIPAaBOYHOM OTTK-2: TTK-2; TIK-5: TTK-6
paboThI C TOKYMEHTaMH OpraHH3allHy.
11. | Meroauka cocTaBlIeHUs HOMCHKJIATYPHI JEIT. OIIK-2; ITK-2; TIK-5; IIK-6
12, Opranuzaiys onepaTHBHOTO XpaHEHHUS JOKYMEHTOB B Opra- OTTK-2: TIK-2; TTK-5: TTK-6
HU3aIUHU M TIEpeayuu e JUIsl TOCISAYIONIer0 XpaHeHHsI.
13. | DKkcrepTusa HEHHOCTH JIOKYMEHTOB B JIEJIONPOM3BOJICTBE. OIIK-2; [1K-2; [IK-5; TIK-6
14, KaznpoBoe nenornpou3Bo/ICTBO: 00MIas XapakKTepUCTHKA U TK-2; TIK-5
0c0OEHHOCTH.
15 IIpaBoBas 6asza ¥ HopMaTHBHO-MeToxHueckue ocHoshl opra- | OIIK-1; OIIK-3; ITK-1; TTK-
" | Hu3auuu apxuBHoro gena Poccuiickoit denepanun. 5; TIK-7
Opraumsanus 10kymMeHToB ApxusHoro donzaa Poccniickoir | OIK-1; OIIK-3; TTIK-1; TIK-
16. )
®depnepanuu. 5; TIK-7
17 KommnekroBanne ApxuBHoro gonna Poccuiickoii ®enepa- OIIK-1; OTIK-3; TIK-1; TIK-
" | MM ¥ OKCIEPTU3a LIEHHOCTU APXUBHBIX JOKYMEHTOB. 5; IK-7
Yuer u obecneuenne coxpanHocTu gokymenTos Apxusnoro | OIK-1; OIIK-3; IIK-1; IIK-
18. N .
¢donna Poccuiickoii denepanuu. 5; TIK-7
Cucrema Hay4HO-CIIPaBOYHOrO anmapara K gfokymentam Ap- | OIIK-1; OIIK-3; ITK-1; TIK-
19. oo
xuBHOTO (hoHna Poccuiickoit denepanmn. 5; TIK-7
" OIIK-1; OIIK-3; IIK-1; ITK-
20. CIIOJIb30BaHKE APXUBHBIX JIOKYMEHTOB. 5: TIK-7
21. | 3amuTa nepcoHaIbHBIX JAHHBIX B OPraHU3alMH. OIIK-4; OIIK-5
. Opranuzaiys paboTsl C TOKYMEHTaMH, COJEPKAIUMHU OITK-4: OIIK-5
KOH(UICHIIHAIBHYIO HHPOPMAIIHUIO.
’. COBpeMeHHag CHUCTEMa OPT'aHOB TOCYJIapCTBEHHON U MY- VK-1: TTK-2
HUIMITATFHON BIIACTH.
4. HNudopmarmonHoe obecrieueHue ynpaBiIeHHs: CyIIHOCTb, TIK-3: TIK-5
opraHu3anusi.
25. | Ponb cekperapst B cucteMe yIpaBJ€HHUs. I1K-3; T1K-4
2. CTpyKTypa JOKYMEHTAIBHBIX ITyOIUKAINIA, METOIIKA OIIK-5
MOJIFOTOBKH.
27. | Opranuszanus Tpyaa cekperapsi. [K-3; TTK-4
73, O;)ranmaum Y TEXHOJIOTHS paboTHI C 0OpaIIEHUSIMU TPAXK- VK-11: TIK-3; TIK-4
JIaH.
29. | HenoBoe NMCHbMO: Pa3HOBUAHOCTH, SI3bIK U CTUJIb. YK-4; YK-5
30. | [TIpOTOKOI ¥ ATHUKET AUIIOMATHIECKOH MEPEUCKH. VK-4; YK-5

1.3.2. Aunomayuu K 6onpocam, bIHOCUMbBIM HA 20CYOAPCHIBEHH LI IK3IAMEH

Bonpoc 1. JlokymeHT, ero (pyHKIuH, Coco0bl TOKYMEHTHUPOBAHUS

Annomayus. OCHOBHBIE TOHSATHS JTOKyMEHTOBEACHHs: HH(OpMamms, IJOKYMEHT,
JIOKYMEHTUPOBAaHHAsE HWH(OPMAIWs, JEJIOMPOU3BOJICTBO, JOKYMEHTAIIMOHHOE OO0CCIICUCHUU
yOpaBleHus, TOKyMEHTOBEICHHE, TOKYMEHTOJIOTHs, JJIEKTPOHHBIN T0OKyMeHT. [ 'eHe3uc u pas-
BUTHE TIOHSTHUS «JIOKYMEHT». BO3HUKHOBEHHE NOKyMEHTa, ero Ha3HaueHue. JIOKyMeHT Kak
CUCTEMHBI OOBEKT U OOBEKT UCCIICIOBAHUS MHOTHUX HAYUYHBIX TUCIUIUIMH. JIOKYyMEHT Kak
00BEKT IOKYMEHTOBEAUYECKHUX UCCIICIOBAaHUN. PacimperHne NOHATHS «JOKYMEHT» C Pa3BUTH -
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€M HAay4YyHO-TEXHUYECKOro mporpecca. HMcropuyeckuil, NpaBOBOW, YIPaBICHYECKUH,
MH(POPMALMOHHBINA aCHEKThI B ONPEAEICHUN T0KYMEHTA.

CooTHOIIEHNE MTOHATUH «IOKYMEHT», «I0KyMEHTUpOBaHHas HHpopmMarusy. Onperne-
JICHUE MTOHATHS «IJOKYMEHT» B 3aKOHOJATEIbHBIX 1 HOPMATUBHBIX JOKYMEHTaX.

OyHKIMA Kak HaydHas kareropus. JJOKyMEeHT Kak MOJu(pYHKIMOHAJIBHBIA OOBEKT.
BceoOmme ¢yHkiun mokymeHnta. YacTHele (omepaTWBHBIC, CHEIUATIbHBIC) (YHKIHH
JIOKyMEHTA.

[Tonsatne «crnocod6 AOKyMEeHTHUpOBaHMs». Mcrtopuyeckuili Xxapakrtep crnocoOoB
JIOKYMEHTHUPOBaHUA. TEKCTOBOE NOKYMEHTHPOBAaHME (IBOJIOLHMS IHUCbMA). TexHuueckoe
JIOKYMEHTHpOBaHUE (00JacCTH NPUMEHEHHUs, TPYNIbl U BUABI TEXHUYECKUX JOKYMEHTOB).
doronokymeHnTupoBanue. KnHonokymentuposanue. @OHOLOKyMEHTUPOBAHUE. JIOKYMEHTH-
pOBaHUE MOCPEICTBOM MH(POPMALMOHHO-IOIMYECKUX MalnH. HoBble TEXHOIOTMH JOKyMEH-
TUPOBAHUS.

Bonpoc 2. IIpu3Haku U cBolicTBa JOKYMEHTA

Aunnomayus. Ilpu3Hak Kak Hay4Has karteropus. lIpusHaku noxymenra. Bemiecten-
HOCTh (cTaOmibHas BEIIECTBEHHAs (opma) IOKyMEHTa. 3HAKOBOCTh JTOKYMEHTa, HalU4ue
CMBICJIOBOI'O CEMaHTHYECKOIO conepkaHus. IIperHa3HadYeHHOCTh JOKYMEHTa ISl MCIOJIb30-
BaHUS B MPOLIECCaX COIMATIbHON KOMMYHHUKAIMH. 3aBEPUICHHOCTh coo0meHus. OTHOCHTEINb-
HOCTB ITOCJIEHETO NIPU3HAKA JOKYMEHTA.

CBoiicTBO Kak Hay4Hasi kateropus. CBONCTBa, OTIIMYUTENIbHbIE KaueCTBA JOKYMEHTA.
ATpUOYTUBHOCTb JIOKyMEHTa KaK OCHOBHOE €ro CBOWCTBO. DYHKIMOHAIBHOCTh JOKYMEHTA.
CTpyKTYpHOCTH JOKyMeHTa. [IoHSITHE «THUIIOBOI» CTPYKTYpHI JOKyMEHTa. TpaHCchopMaTuB-
HOCTh nokymeHTa. CpoiictBa nokymenTa B ['[OCT P 7.0.8-2025. CUBU /L. denonpou3BoicTBO
U apXUBHOE J1€J10. TepMUHBI U OIIPEICIECHHUS.

IOpuanueckas 3HAaYMMOCTb M HOPUIMYECKAss CHJIAa JOKYMEHTa. AYTEHTUYHOCTH, J10-
CTOBEPHOCTD, LIEJIOCTHOCTb, MPUTOJHOCTD JIJISl UCIIOJI30BAHUS KaK CBOMCTBA AJIEKTPOHHOI'O
JIOKYMEHTA.

Bomnpoc 3. BugoBoii coctaB ynpaBjeHYeCKHX JOKYMEHTOB OPraHu3aluu

Annomayus. TIOHATUS «TUTIOJIOTHS», «KIACCU(PUKALUL», «BUI TOKyMEeHTa». Kpwure-
pUM KJIacCU(PHUKAIMU YyNpaBieHUYECKUX AOKyMeHTOB. ColepikaHue WIH pOJ JIeATEIbHOCTH:
OpraHHU3AIMOHHO-PACTIOPSIUTEIbHBIC, TUIAHOBBIC, OyxranTepckue u T. M. [IpoucxoxmeHue:
nu4aHble, oduuuanbHeie. Crnoco0 TOKyMEHTHPOBAHMS: PYKOIHCHBIE, H300pa3uTebHbIC,
rpapuueckue, (Goto-, (HOHO-, KUHOIOKYMEHTHI, JTOKYMEHTHI, CO3JaHHBIE C TOMOIIBIO
KOMIBIOTEPHONH TeXxHHKH. OTHOLIEHHE K ammapary yHpaBlIeHHs: BXOJAIINE, HCXOJAIINE,
BHyTpeHHHUE. KonnuecTBO 3aTpOHYTBHIX BONPOCOB: MPOCTHIC, CIOXKHbIE. OrpaHuyeHue Io-
CTyIla: CEKPETHBIE, JIJIS CITy>KeOHOTO0 MOJIb30BaHUsl, HeceKpeTHbIe. CIoco0 U3I0KEHHS TEKCTa:
WHIWMBUyalbHbIe, TpadapeTHsie, TunoBble. Cpoku xpaHeHus. Croco0 nepenavm.

[ToHATHS «TIOATUHHBIA TOKYMEHT», «IIOMJMHHUK JIOKyMEHTa», «IyOJuKaT JOKYMEH-
tay. [loHATHE «OpUTHMHAN JOKYMEHTa», NPU3HAKH OpPUTHHAJIA. YMHOXCHHBIE OPHUTHUHAIIBI.
YepHOBUKM U OETOBUKM TEKCTOBBIX JIOKyMEHTOB. ABTOrpadbl. Paznmuunble penakiuu
nokymeHTa. [loHsITHE «KOMHs TOKYMEHTay, «3JIEKTPOHHAs Konus JokyMeHTay. FOpunnueckas
cuiia konuu. Busl konuit o crnoco0y ux ynoctoBepeHus. Beimucka. @oto-cBeTokonuu. da-
KcuMmIbHas konus. Konust ¢ konuu. 3aBepeHHast Konus TIoKyMeHTa. 3aBepenue konuu. [Ipa-
BO 3aBepeHus konuil. HotapuanbHoe 3aBepeHre KOmui.

Bomnpoc 4. ®opmyJisip 1I0KyMeHTAa: CTPYKTYPa, COBpeMeHHbIe TPpeOOBaHMSI

Annomayus. Tlonatus «hopMmyJsip TOKyMEHTa», «(hopMyJsip-o0paser T0KyMEHTay,
«PEKBU3UT JOKyMEHTa». BoIpockl 1OKYMEHTHpPOBAHHUS, COCTaBIEHUS U O(OpPMIICHUS
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JIOKYMEHTOB B 3aKOHO/IATC/IbHBIX 1 HOPMATHUBHBIX aKTaX.

®opmMyIsip COBPEMEHHOTO YIIPABICHUECKOTO JOKyMeHTa. Hasnauenwe dopmyisipa
nokymeHTa. CTpyKTypa B COCTaBHBIC YacTH Gopmylisipa fokymMeHTa. OcoOeHHOCTH odopmite-
HUSI OpTaHU3allMOHHO-PACTIOPSAUTEIBHBIX IOKYMEHTOB. PEKBU3UTHI, perilaMeHTUPYEMbIC Ha-
MOHAIBHBIM rocynapctBeHHbM crangaptom — 'OCT P 7.0.97-2016. CUBU /. Opranu3zanu-
OHHO-pACIIOPSANTENbHAS TOKyMeHTanus. TpeboBanust k odopmieHuto nokymeHToB. Chepa
pacTlpoCcTpaHeHHUs] CTaHIapTa — OPraHU3alUOHHO-PACIIOPSIUTENBHBIE TOKYMEHTHI: YCTaBBI,
MIOJIOXKCHHUS, TTPABHJIA, MHCTPYKIIUH, PETJIAMEHTHI, TIOCTAHOBJICHUS, PACIIOPSKCHUS, TPHUKA3HI,
pelieHu s, IPOTOKOJIbI, IOTOBOPHI, aKThI, TUChbMa, CIIPABKU H JIp.

Yuaudukanus opopmIIeHHs TOKYMEHTOB U €IMHBII MOPSIOK JCIOMPOU3BOJICTBA B (he-
JIEpaTbHBIX OpPTaHax HMCIIOJHUTEIHHOW BJIACTH B COOTBETCTBUU C «[IpaBmiiamu pemompons-
BOJICTBA B (peZiepaibHbIX OpraHax UCIIOJIHUTEIILHOW BIIACTHY.

bnank moxymenrta. Bunbsl 6mankoB. CocTaB OllaHKa, MOPSIOK PACTIONOKEHUS PEKBU-
3UTOB B OyiaHke. bilaHKW ¢ yriioBBIM M IICHTPOBAHHBIM PACIIOJIOKEHHEM PEeKBH3HUTOB. [IpaBu-
Ja KOHCTpyupoBaHus OnaHka. bmankm ¢ m3o0paxkenuem [ocymapctBenHoro repba Poc-
cuiickort Deaepanuu u repdba cyobekTa dheneparuu.

Bomnpoc 5. PekBU3UTHI OPraHu3allMOHHO-PACIIOPSAANTEILHOMH JOKYMEHTAIUU

Annomayusa. TOCT P 7.0.97-2016. CUUBU/I. Opranu3anioHHO-paciopsiAUuTEIbHAas
nokymeHTanus. TpeboBanus k ohopmiieHnro 1okyMeHToB. Cdepa pacnpocrpanenus 'OCTa
—  OpraHM3alMOHHO-PACTIOPAJUTEIbHBIE JOKYMEHTBI: yCTaBbl, TIOJOXKEHHUsS, IpaBHJa,
MHCTPYKLWH, PETIIAMEHTBI, IOCTAHOBJICHUS, PACTIOPSKEHUS, IPUKA3bl, PEIICHUS, IPOTOKOJIBI,
JIOTOBOPBI, aKThI, TUCbMA, CITPABKH U JIP.

PekBu3uTHI, permaMeHTHpyeMble HAIMOHATIBHBIM cTaHgapToM. HopMatuBHbie Tpebo-
BaHUs K COCTaBy, CTPYKTypeE, CXEMe PacIoyIOKeHUs, 0(POPMIICHUIO PEKBH3UTOB OpraHU3allt-
OHHO-PACIIOPSATUTENbHBIX JOKYMEHTOB.

HaunmenoBanue opranuzanuu. CripaBoYHbIE JaHHBIE 00 aBTOpE, UX COCTaB, pa3Melle-
Hue Ha OaHke. ABTOPBI JINYHBIX TOKyMEeHTOB. [loanucek, neyaTs Kak mpu3HaKu aBTOpa.

HanmenoBanue Buaa JOKYMEHTA, Pa3BUTHE JAHHOTO PEKBU3UTA. BHUIBI TOKYMEHTOB,
ompezenseMble 3aKOHOAATEIbHBIMA M HOPMAaTUBHBIMH aKTaMHU. 3aBUCHUMOCTb (OPMBI
JOKYMEHTa OT €T0 BHJA.

JaTta noxymeHnrta. 3HaueHHE NAaTUPOBAaHUS JOKYMEHTa. ABTOpPCKHE JaThl (COCTaBiie-
HUE, TOMUCAHNE), TAThl, OTHOCSIINECS K COlepKaHuI0. /laThl, XapakTepU3yIOIHe IeMEHTHI
dbopmysipa. Jlater o6paboTku 1okyMeHTOB. [Topsimok odhopmieHus aar.

Anpecar nokymenta. [IpaBuia HamucaHus ajpecara M MECTO YKa3aHHUs ajpecara B
dbopmynsape nokymeHta. OtpaxkeHue cdepbl AecTBUA JOKYMEHTa B ero aapecate. [lopsmok
oopmieHnsT TOKYMEHTa ¢ HECKOJIbKMMU anapecaTaMu. [Topsgok odopmiieHUs: TOYTOBOTO aji-
peca.

I'pud yrBepkaenus nokymenra. CoctaB ynoCTOBepeHHs JOKyMeHTOB. HazHaueHue
MOJAMUCAaHUSI TOKyMEHTOB. [IpaBuia moamucu JOKYMEHTOB pa3iM4YHBIX KaTeropuil. Mecto
NOJNKCH B GOPMYIISIpe TOKYMEHTa. DJISKTPOHHAS MMOAIHUCH.

OtmeTKH Ha AoKyMeHTax. X poiib B MPOXOXKACHUH U UCTIOIHEHUH JTOKYMEHTa, MECTO
B (hopmymsipe nokymenta. Ocoboe Ha3HauUCHHE Pe30IIONHUH. TpeboBaHNEe K ee CONEPIKAHHIO U
opopmiennto. OTMETKH O B3SITHH JOKYMEHTa Ha KOHTPOJb, UCIIOJHEHUH JOKYMEHTa U JIp.
Otmetka 00 3nekTpoHHOM noamucu. OTMETKa O HaNpaBJICHUU JOKYMEHTA B JIEJ0 U ApYTHe
OTMETKH.

[ToHsATHE «TEKCT JOKYMEHTa» MPU Pa3IMUHBIX crioco0ax AOKyMeHTupoBaHus. CrieHa-
puil moaroToBku aAokymeHTa. CojepkaHue MPOCTHIX U CIOXKHBIX JOKyMeHTOB. [lopsamok u3z-
JIOKEHHUsI TEKCTa JOKyMeHTa. TpeOoBaHMs YETKOCTH M SICHOCTH TEKCTa JOKyMmeHTa. Jlormue-
CKasi CTPYKTypa TeKkcTa. B3aumocBs3b conepikanus u (Gopmbl JokymeHTa. Dopmanusarus

15



TEeKCTa JOKYMEHTa. JieMeHThl TekcrTa. [loHsTHe «3aronoBok aokymeHTa». [Ipunokenus k
TEKCTYy U MOPAIOK UX OPOPMIICHHUS.

I'pud orpanmuenus nocrtyna K qokymeHTy. CormacoBanue nokyMeHTa. llopspok u
BUJBI corylacoBaHus. Busbl u rpud cormacoBanus, ux odopmieHHe, MecTo B (opmyrsipe
nokymenTa. Iledatn u ux HazHauenue. OTTuck mevatu. Buasl meuateit. ['ocynapcTBeHHas
repOoBast eyaTb. 3aKOHOJATEILCTBO 00 M3rOTOBJIEHUH U IMOJIb30BaHUU NedaTsaMu. [lopsaok
MPOCTABJICHUS NI€YaTH HA IOKYMEHTaX.

Bonpoc 6. Pa3paGorka M BHeApeHHe JIOKAJLHBIX HOPMATHMBHBLIX aKTOB IO
AOKYMEHTAIIMOHHOMY 00eclieYeHUI0 YIIPABJIEH!s B OPraHU3alul

Annomayus. IloHsTre, coCTaB U Ha3HAYEHHUE JIOKAJIBHBIX HOpMaTUBHBIX akToB (JIHA)
M0 IOKyMEHTallMOHHOMY O0ecreueHuIo ynpasieHuo. Heo6XxoauMocTh periiaMeHTallu BCero
KOMIUIEKCA BBIIIOJIHAEMBIX JE€JIONPON3BOACTBEHHBIX ITPOLIEAYP.

HopMmaTtuBHO-11paBOBBIE aKThl, YCTaHABJIMBAIOIINE TPeOOBaHMS K MOJITOTOBKE U 00pa-
00TKe ynpaBJIeHYECKON TOKYMEHTAIIMN ¥ HAIMOHAIbHBIE CTAHAPTHI.

NHCcTpyKusa 1o nenonpou3BojACTBY Kak ocHoBHOM JIHA opranuzanuu. OCHOBHBIE
pazznensl MHCTpyKIuu (00IIMe MOJOXKEHHS; COCTaB JOKYMEHTOB OpraHM3alluH; MOArOTOBKA
JIOKYMEHTOB, OpTaHU3alMs TOKyMEHTOO000pOTa; HHPOPMAIIMIOHHO-TIOMCKOBAsi CUCTEMa Opra-
HU3aLMU; KOHTPOJIb HUCIIOJIHEHUS TOKYMEHTOB; OpPraHU3allUs JOKYMEHTOB B JIE€IONPOU3BO/I-
CTBE; Mepeaaya JOKYMEHTOB Ha apXUBHOE XpaHEHHUE).

TaGenb ¢hopM TOKYMEHTOB OpraHU3alMK: LEIU CO3aHus M MPUHLIUIBI 0()OPMIICHUSI.
Homenknarypa gen opranmszanuu: mopsaok paspadorku. Wueie JIHA, paspabaTeiBacMmbie
OpraHu3aluei.

IMopsimok coriacoBaHus, yTBEPIKICHHS, BBEICHHE B JICHCTBHE M BHECEHHE M3MEHEHUI
B JIHA.

Bonpoc 7. HopmaruBHo-nmpaBoBasi 0a3a JAOKYMEHTALMOHHOIO o0ecre4YeHHs
ylpaBJeHHs

Annomayus. TloHaTHe «HOPMATHBHO-TIPaBOBasi 0a3a JOKYMEHTAI[HOHHOTO obecreue-
Hus ynpasienus (JIOY)». Ctpykrypa HOpMaTUBHO-TIpaBoBoi 0a3bl JJOY. 3akoHOmaTEIbHBIC
axkThl B cepe napopmanuu u nokymentanuu (Koncruryuus Poccuiickoit ®denepanuu, OK3
«O T'ocynapctBenHoMm repbe Poccuiickoit deneparuny, O3 «O6 undopmaruu, naGopmam-
OHHBIX TEXHOJIOTHSX U 3amuTte uHpopmamumy», «O rocynapcTBeHHON TaiiHey, «O KoMMmepde-
CKoM TaiiHe», «O mepCOHANbHBIX AaHHBIX», «O0 3IeKTpoHHOW momanucu», «O0 apXWBHOM
nene B Poccuiickoit @enepannny», «O rocyaapcTBeHHOM si3bike Poccuiickoit @enepanumy, «O
MOPSIIKE pacCMOTPEeHMS oOpaieHuid rpaxaan Poccuiickoit @eneparumny, 3akodH PO «O s3bi-
Kax HapoJoB Poccuiickoit deneparum»; TpeOOBaHUS K JOKYMEHTUPOBaHHIO B [ paskjaHCcKOM,
TpynoBom, YToJIOBHO-IIpOIECCYaTbHOM, AJAMUHUCTPATUBHOM M Jp. Kojaekcax Poccuiickoit
@enepaunn; Ykasel [Ipesunenta, noctanosinenus IIpaBurenbcTBa; HOpMaTUBHBIE NIPaBOBBIE
aKThl (herepabHBIX OPraHOB UCTIOJIHUTENbHOM BracTH. PenepanbHOE apXUBHOE ar€HTCTBO.

HopMmaTtuBHo-TexHnueckue JAOKyMeHTHl B chepe IOV (HanumoHanmbHBIC CTaHIAPTEHI,
obmiepoccuiickue KinaccuuKaTopbl TEXHUKO-DKOHOMUYECKOW U COLMANIbHON HH(pOpMAINH,
YHUPUITUPOBAHHBIC CUCTEMBI JOKYMEHTaIK ). HopMaTUBHBIC JOKYMEHTHI [0 TPYLy B OXpaHe
TpyJa.

[lepeynn NOKYMEHTOB CO CpOKaMH XpaHEHHUs. THIMOBbIE MHCTPYKIIMH, HOPMATUBBI
BpEeMEHH Ha paboTy ¢ JOKyMEHTaMH (TpaJUuIIMOHHbIE U aBTOMATHU3UPOBAHHBIE TEXHOIOTHH).

Bonpoc 8. Opranusanusi cjiayk0bl JOKYMEHTAIIMOHHOI0 o0ecrneyeHHusl ynpaBJie-

HHUA OpraHm3anuu
Aﬂnomauuﬂ. ITousTue «OpraHusanusa CJ'Iy>K6I)I JOKYMCHTALITUOHHOI'O obOecrieyeHus
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ynpasienus (JJOY)». OcHoBHbIe 11enH, 3a1aun 1 pyHKIMH cayx0b1 IOY. Tunossie cTpyKTy-
PBI ACIONPON3BOACTBEHHOM CITy>KOBI B OpraHU3alUsAX pa3INuHbIX YPOBHEH yIIpaBICHUS.

CTpyKTypa opraHu3alyy U HOPSIOK pacmpeneseHus MOJHOMOYMN B 00JacTH co3a-
HUSL JOKYMEHTOB MEXAY €€ CTPYKTYPHBIMHU IOJPA3JEICHUSMU U JOJKHOCTHBIMM JIMLIAMH.
Jl0JKHOCTHOM M yMCIeHHBIN cocTaB ciyk0b1 JJOY.

ACIIeKTbl OpraHu3aluu CIIy>KObl JEIOMPOU3BOJACTBA (FOPUANUECKUA, OpraHU3aIHOH -
HBII, TEXHHYECKUH, TICuXodu3nonorndeckuii). Opranu3zannoHHble (HOPMBI TOCTPOCHUS JIEIT0-
MIPOMU3BOJCTBA: LEHTPAIM30BaHHAsA, ACLEHTpAIN30BaHHas, cMmemanHas. dakrtopsl, omnpexne-
JSIOIIKE BHIOOpP OPraHM3alMOHHONW (DOPMBI MOCTPOEHUS AEIONPOU3BOJICTBA B KOHKPETHOU
OpraHu3aluu.

HopmatuBHBIE JOKYMEHTBI, PETJIaMEHTUPYIOLIHNE ACITEIbHOCTD CiIyX0b1 JJOY.

Bonpoc 9. Opranusanusi 10KyMeHT0000pOTa

Annomayus. llonarue «10KkyMmeHT0000poT». PernamenTanus nokymenroodopota. [lo-
HATHE «JOKYMEHTOIOTOK», HallpaBJI€HNUE JOKYMEHTOIIOTOKOB (TOPU30HTAIbHBIN, BEPTUKAIIb-
HBII: HUCXOSIINN, BOCXOISIINN) CTPYKTYpa U 00MIasi XapaKTePUCTUKA BXOJISIIETO, HCXO s -
IIEr0 W BHYTPEHHEro JOKYMEHTONOTOKOB. OpraHu3anys panyoOHAJIbHOIO JIBUKEHUS
JIOKYMEHTOB BHYTPU OpraHU3alluy, YUPEKICHUS, NPEIIpUATUs. YUET U 00bEM JTOKyMEHTO-
o0oporta. Besenune peructpaiiuoHHbIX U YYETHBIX (POPM JOKYMEHTOB OpraHU3aluu.

[Topsimok 06pabOTKK MOCTYNAIOIIKX JOKYMEHTOB M Iepe/iaya UX Ha MCIOJIHEHHE. Xa-
pPaKTEpUCTHKA ITANOB M omnepanuil 00paboTKHU BXOIAIIMX JOKYMEHTOB: IPUEM U NEpBUYHAS
00paboTKa TOKYMEHTOB, IMPEIBAPUTEIBHOE PACCMOTPEHUE W paCHpe/eiCHUE JOKYMEHTOB,
perucTpanus, pacCMOTpEHHE JOKYMEHTOB PYKOBOJCTBOM, IlepeAaya JJOKyMEHTOB Ha HMCIIOJI-
Herue. [lopsanok oOpabOTKM HCXOIAIMIMX IOKYMEHTOB (COCTaBIIEHHE MPOEKTa IOKYMEHTa,
COIJIaCOBaHUE U BU3MPOBAHUE, IOJNMCAHUE, YTBEPKACHUE, PErUCTpaLlus, OTIIPaBKa U3 opra-
HU3AIIAHN).

Bonpoc 10. Oprann3anus perucTpanuyu 1 HHGOPMALMOHHO-CIIPABOYHOI PadoThI
¢ JOKYMEHTAMH OPraHU3aluH

Annomayus. IloHsiTue «peructpanus JOKYMEHTa», Liedb U 3afaud. Perucrpanus kak
cocTaBHas yacTk TexHosioruu JJOY. O6mue npaBuiia perucTpalnuy J10KyMEHTOB.

CoBpeMeHHbIE perucTpaloHHbIe GOpMbI (KypHaJIbHAsA, KapTOUHAs, aBTOMAaTHU3UPO-
BaHHasl, JEKTPOHHAs), UX CPaBHUTENbHAs XapaKTEePUCTHKA, 3all0JIHEHUE U BelieHue. Bzaumo-
CBSI3b PETUCTpAIMH JIOKYMEHTOB C OpraHM3aluell CHpaBOYHO-WH(POPMALMOHHON pPabOTHI.
ITpaBuiia nHAEKCALIMM JOKYMEHTOB.

WNudopmannonHo-crpaBodHas padorta ¢ JokyMmeHTamu u ee Mecto B JIOY. [Ipuniumnst
U METOJIbl CO3/1aHUs CIPAaBOYHO-MH(DOPMAILMOHHBIX CPEACTB K AOKyMeHTaM. [IpuHuuns! no-
CTpoeHUs] WH(POPMAIIMOHHO-TIOMCKOBBIX CUCTEM IO JOKYMEHTaM, WX BUJbI, OCHOBHBIC IPH-
3HaKM IIOCTPOCHMs CIPaBOYHBIX KapTOTeK. [IpuMeHeHue aBTOMATHU3UPOBAHHBIX CHCTEM
PETUCTPALMH.

Bonpoc 11. MeToanka cocTaBjieHHs] HOMEHKJIATYPBI eI

Annomayus. Ilonstue «HOMEeHKIaTypa aAem». Llens u 3agaun BeieHUs HOMEHKIIATYPBI
nen. O0mue TpeboBaHUs K HOMEHKIIAType Jiesl. Buapl HOMEHKIATyphl e (TUIOBasi, IpuMep -
Hasl, UHIUBUyallbHasl, CBOJHAsA), UX Ha3HaueHue. TuroBas HOMEHKIATypa Jel Kak HopMa-
TUBHBIA TOKyMeHT. TpeOoBaHUsI K COCTaBJICHUIO HOMEHKIIATYpPHI Jell, UX periiaMeHTalus B
HOPMAaTUBHO-METOIMYECKUX Marepuanax. lIpuMmepHas HOMEHKiaTypa 1€l H €€ pe-
KOMEH/IaTeJIbHBIN XapakTep, Ha3HaueHue. Mcnonb30BaHue TUIIOBOM U IPUMEPHONW HOMEHKIIA-
TYPBI 1€ UIsl COCTaBJICHUs NHANBUAYAIbHON HOMEHKIIATYPBI.
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DTanbl COCTaBJICHUS HOMCHKIJIATYPhbI JCJI. OHpGIICHCHI/IH JOKYMCHTOB IJi1 BKJIFOYCHUA
B HoMmeHkinarypy nen. CocraBieHne HauMeHOBaHUU (3arojoBkoB) nen. Paspabotka
KJ1acCUpUKaIMOHHON cxeMmbl. Cxema cucTeMaTHu3allu Jiejl, 3aKpeIuieHHas B HOMEHKJIAType.
Onpe,ueneHHe CUCTCMbI MHACKCAIIMU U YCTAHOBJICHHUC HWHICKCOB [CJI, O(bOpMJIeHI/Ie H yao-
ctoBepenue. OmnpeneneHre CPOKOB XpaHEHUs Jell.

Hcnonbs30BaHrEe HOMEHKIIATYPBI JEJ1 B ONIEPATUBHOM XPaHEHUH.

Pa3paboTka HOBOW HOMEHKJIATYpHI JCNI B Clydae KOPEHHOTO M3MEHEHHs (YHKIHH U
CTPYKTYPBI OpraHU3aIuH.

Bonpoc 12. Oprann3anus onepaTUBHOI0 XpAHEHHsI JOKYMEHTOB B OPraHU3aluH
U nepegayvu e 1Jisl MocJaeAyonero XpaHeHus

Annomayus. I1oHATHSI «XpaHEHUE JOKYMEHTOBY, «OIEPATUBHOE XPAaHEHUE JOKYMEH-
TOB», «TEKyIlee XpaHEHUE JIOKyMEHTOB», «OIHUCH», «aeno». OrnepaTUBHOE XpaHEHHE
nokymeHToB. [lonste «popmupoBanue nem». HopmaruBHo-MeToauyeckast 60asa, periamMeH-
TUpPYIOLAsl OPraHU3aIMI0 ONEPAaTHUBHOIO XpaHEHUs AOKYMEHTOB B JieiornpousBojicTse. [lo-
PAOOK U COIEpIKaHUE IPOUENYyp OpraHM3aluy OIIEPATUBHOIO XpaHEHUS JOKYMEHTOB H HX
MOJIFOTOBKH K Mepe/iaye B apXUB OpPraHU3alINH.

Onepanuu o popmupoBanuto Aen. [IpuHIUNBI cHcTeMaTU3allii TOKyMEHTOB B Jieia
(BOTIPOCHO-JTIOTHYECKHUI, XPOHOJOTHUECKUH andaBUTHBINA, HyMepalmoHHbIl). CuctremaTn3a-
us pa3jInYHbIX KaTCFOpI/Iﬁ JOKYMCHTOB. OcCHOBHBIE npaBujia CUCTEMATU3allU JOKYMCHTOB
pu GOPMHUPOBAHUH JIEN.

XpaHeHHE JOKYMEHTOB B CTPYKTYPHBIX ITOAPA3ACICHUSIX OpraHU3aLuu.

[TonsTe W XapakTepuCTHMKa BHYTPEHHEW OMHMCH JOKYMEHTOB Jena, ohopmiieHHe
ATOrOBOM 3amucu. CocTaBlIEHHE OIKUCHU AL, MOATr0OTOBKA ACJ K IE€peaavc B apXyUB OpraHu3sa-
I[UH, TOCYAAPCTBEHHBIN WM MyHUIIUTATbHBIN apXUB.

Opranuzanus cnpaBOYHON paboOTHl M MOPSIOK BBIJAYU TOKYMEHTOB JJISI BPEMEHHOTO
M0JIb30BaHUS MIPU XPaHEHUU UX B CTPYKTYPHBIX MOJIpa3AeICHUsX.

Bomnpoc 13. DxkcnepTu3a HeHHOCTH JOKYMEHTOB B J1€J10NPOU3BOICTBE

Annomayus. 1loHsaTHE «IKCIEPTU3a LIEHHOCTU AOKYMEHTOB». Llenp u 3amaun skcrep-
TU3bl LEHHOCTH JOKYMEHTOB. I[IpMHIMNBI 3KCIepTU3bl LEHHOCTH AOKYMEHTOB: HUCTOPH3M,
BCECTOPOHHOCTh, KOMIIJIEKCHOCTb.

HopmaTuBHO-METOAMUYECKHE OCHOBBI, 3Tambl MPOBEIEHHsI SKCIEPTU3bl LEHHOCTH
JOKyMeHTOB. Kpurepuu olieHKH TOKYMEHTOB (IIPOUCXOXKACHUE, COAEPKAHUE, BHELITHUE OCO-
OCHHOCTH).

OkcneptHas komuccus (OK) yupexxnenus: menu, GyHKIUH, 3a7a4d, periaMeHTaIus
JESTETbHOCTH.

JIoKyMEHTHPOBaHUE PE3yIbTaTOB SKCIEPTU3bl HEHHOCTU JOKYMEHTOB: OIUCH JEJ I0-
CTOSTHHOT'O CPOKa XpaHEHUsI, OUCh /€] BpeMeHHOro (cBelme 10 jeT) XxpaHeHHus, akT O Bbljie-
JIEHUM K YHUUTOXXEHMIO JI€]1, HE TIOJUIEKALINX XPAaHEHHUIO.

Bonpoc 14. KagpoBoe 1e101pon3BOACTBO: 00IIasi XapaKTePUCTHKA U 0COOEHHO-
CTH

Annomayus. HaznaueHue KaJpoBbIX JOKyMEHTOB. HopmaTHBHO-IIpaBOBast U METOIU-
yeckas 0a3a opraHu3aluu paboThl C JOKYMEHTaMH 110 JJUYHOMY COCTaBYy: TpynoBOH KOJIEKC
Poccuiickoit @enepanuu, [TocranoBnenne IlpaBurensctBa Poccuiickoit ®enepanun «O Tpy-
JIOBBIX KHIDKKax», IlepeueHb TUMOBBIX YNPaBIEHUYECKUX APXMUBHBIX JIOKYMEHTOB, 00pa3y-
IOLUXCA B IPOLECCE ACSITEIBHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMO-
YIPAaBIIEHUS U OPraHU3alnl, C YKa3aHUEM CPOKOB XPaHEHUS U JIp.
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CocTtaB 1 opsIOK 0POPMIICHHUST JOKYMEHTOB, COMIPOBOXKIAIONINX KaIPOBEIE MPOIICITY -
pbl. JlokyMeHTasnbHOEe oopmileHne pueMa Ha padoTy (TpyAoBOil 1OTOBOp, MpHKa3, TPYAO-
Basl KHIDKKA, JIMYHAsI KapToukKa), repeBojaa (IOI. corjamieHue, MpuKas3, TPYy/10Bas KHIKKA),
MIPEIOCTaBIICHUS OTITyCKa (rpaduK OTIYCKOB, YBEIOMJICHHE, ITPUKA3).

[Topsinok HanmoxeHust, 00KanoBaHuUsl, CHATUS TUCHUILUIMHAPHOTO B3bIicKaHus. OcHOBa-
HUS YBOJIbHEHUS paOOTHUKOB, TOKYMEHTAJIbHOE 0(OpMIICHHE.

Bomnpoc 15. IIpaBoBasi 6a3a 1 HOPMATUBHO-METOAUYECKHE OCHOBbI OPraHU3AIUU

apxuBHOI0 aeja Poccuiickoii @enepaunu

Annomayus. COBpeMEHHBIE 3aKOHOAATENIbHBIE M IOA3AKOHHBIE AKTHI M0 apXUBHOMY
neny. Ilonoxenust 06 ApxuBHoMm ¢oune PO u denepanbhoil apxuBHOU cimyxbe Poccun.
«Ilonoxxenne o denepalbHOM apXHWBHOM areHTCTBe». DenepanbHbiii 3aK0H «O0 apXUBHOM
nene B POy, perynupytomuii OTHOIEHHS B c(hepe OpraHnu3allui XpaHeHHsl, KOMIUIEKTOBAHNUS,
y4eTa M UCIOJIb30BaHMs JOKYMEHTOB ApxuBHOTO (hoHIa Poccuiickoit denepanuu u Ipyrux
apXMBHBIX JOKYMEHTOB HE3aBHCHUMO OT UX ()OPM COOCTBEHHOCTH, a TAK)KE OTHOLICHHUS B Ce-
pe yIpaBlieHUsI apXUBHBIM JieiioM B PO B nHTEpecax rpaxaaH, o0IIecTBa U rOCy1apcTBa.

XapaKkTepuCcTUKa HOPMATUBHO-TIPABOBOM M METOIMYECKOM 0a3bl apXUBHOTO Jiena (poJib
U 3HaUYEHUE COBPEMEHHOW 3aKOHOJATENIbHON M HOPMATUBHO-IIPABOBOI 0a3bl MpH CO3JaHUU
apxuBa npeanpusaTus). «[lpaBuna opraHuzanuu XpaHeHHs, KOMIUIEKTOBaHMsS, y4éTa M HC-
MOJIb30BaHUs JOKYMeHTOB ApxuBHoro ¢ouaa Poccuiickoit denepauuu u Apyrux apXuBHBIX
JIOKYMEHTOB B OpraHax IOCyJapCTBEHHOH BIJIaCTH, OpraHaX MECTHOIO CaMOYIIpaBJICHUS U
opranm3anusax» «llpaBuna opraHuzanuu XpaHeHHs, KOMIJIEKTOBAHMSI, Y4€Ta U UCIOJIb30Ba-
HUS TOKyMEeHTOB ApxuBHOTO (oHaa Poccuiickoit @enepannu u Apyrux apXuBHBIX JOKYMEH-
TOB B FOCYJapCTBEHHBIX U MyHHUIIMITAJILHBIX apXUBax, My3esX U OUOIMOTeKaX, OpraHu3alusix
Poccuiickoii akageMun HayK» ¢ TOCIEIYIOIUMHI U3MEHEHUSIMU: cepa peryIupoBaHusl.

Bonpoc 16. Opranusanusi 10KyMeHTOB ApxuBHOro ¢ponaa Poccuiickoii ®enepa-
M

Annomayus. TIOHATHS «apXUBHBIA JOKYMEHT», «apXuB» U «ApxuBHBIN ¢oHa Poc-
cutickuiit ®exneparuny. @3 «O06 apxuBHOM nenie B POy 00 oTHECeHHH apXUBHBIX JIOKYMEH -
TOB K (eiepanbHOl, rOCyAapCTBEHHOW, MyHUIIUTIATBHON M YaCTHONH COOCTBEHHOCTH.

Opranuszanus ApxuBHoro ¢onzna P® kak npouecc pacnpeneneHus JOKYMEHTOB
MEXAY apXUBaMH U yHOPSAJOUYEHUS JOKYMEHTAIbHBIX KOMIUIEKCOB BHYTPU OTJEIBHOTO ap-
XMBA.

XapakTepucTuKa OpraHU3alUK JOKYMEHTOB U Aen ApxuBHOro ¢onma Poccuiickoit
@enepaunn Mexay apxuBamu (IepBblii ypoBeHb opranuszanuu). CeTb rocyJapCTBEHHBIX U
MYHHLUNATBHBIX apxuBoB P®. BenoMmcrBeHHble apXxuBbl. bubnmorekum u My3eu, ocy-
HIECTBJISAIONIME XpaHEeHUE TOKyMEHTOB AD PO.

Opranu3anus JOKyMEHTOB B IIpeliejax apXUBOB (BTOPOM ypOBEHb OpPraHM3alUN).
ApxuBHbI (POoHI Kak KiaccudukanmoHHas enuHuiia ApxuBHoro ¢onaa Poccuiickoit de-
nepaunu. ApXuBHBINA (OHJ yupeKaeHHus, 0ObeAMHEHHBI apXUBHBIN (OHM, apXHUBHAS KO-
JeKUus, POHJbI TUUYHOTO MPOUCXOKACHHUS.

Opranuzanus JOKYMEHTOB B Ipejaenax apXuBHOro GoHa (TpeTuil ypoBEHb OpraHH -
3anun). @oHaMpoBaHME apXUBHBIX TOKYMEHTOB. OmpesesieHne IrpaHul] apXUBHOrO (QoHIA.
[TpuHLIMIIBI CTPYKTYPUPOBAHUS ApPXUBHBIX (POHIOB (CTPYKTYPHBIH, XPOHOJIOTHMUECKUN H
Ip.). ApXUBHAs KOJUIEKIIMSL.

['ocynapcTBeHHOE yIpaBieHHE apXWBHBIM JenoM B PD Ha (enepanbHOM, peruo-
HaJIbHOM M MYHULIUIIAJILHOM YPOBHSX, UX ITOJIHOMOYHS.
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Bonpoc 17. KomniektoBanue ApxuBHoro ¢ponaa Poccuiickoit @egepanum u 3Kc-
NePTU3a HEHHOCTH APXMBHBIX JOKYMEHTOB

Annomayus. Ilonstue o komiuiektoBanun A® P®. CoBpemeHHas npaBoBas U
HOpPMAaTHBHO-MeTOMuecKas 06a3a, periaMeHTHPYOIas OpraHu3alUio U HOPsI0K KOMIUIEKTO-
BaHUs IOCYJapCTBEHHBIX, MyHUIUNAIbHBIX U BEJOMCTBEHHBIX apXUBOB JOKYMEHTaMU. 3a1a-
Yy ¥ OCHOBHBIEC HAIIPABJICHMS NEATEIBHOCTU IO KOMIUIEKTOBAHUIO FOCYJAPCTBEHHBIX U MY-
HULUIAJIBHBIX aPXUBOB.

IIponecc KOMIUIEKTOBAaHUS ApXMBOB: ONPEIECICHHE HCTOYHMKOB KOMILICKTOBaHMS;
ONpENIEIICHUE COCTaBa JAOKYMEHTOB, IOMJIEKAIIUX XPAaHECHHUIO; OpPraHM3alys KOMILJIEKTOBA-
HUS.

Hcroynukn KOMIUIEKTOBaHUS apXuBOB. Kpurepum ompeneneHus rocyJapCTBEHHBIX
OpraHu3alui-HCTOYHNKOB KOMILIEKTOBaHMs. [IopsAnoK OTHECEHHSI HETOCYJapCTBEHHBIX Opra-
HU3AlU1 K YACITy HCTOYHUKOB KOMIUIEKTOBAHUS IOCYJAapCTBEHHBIX U MYHHUIMIIAIBHBIX apXH-
BOB. [IpuMepHbIE CIMCKU y4pEXKIACHUN, OPTaHUu3alni U NPEANPUATUN, JOKYMEHTBI KOTOPBIX
IIOJJIEXKAT WM HE IIOJUIEKAT IIPUEMY Ha I'OCYIapCTBEHHOE XpPaHECHHUE.

OKcnepTu3a NUEHHOCTU apXUBHBIX JOKYMEHTOB: CYHIHOCTH, 3a1a4d, IPUHLUIBLI U Me-
TOZBI.

Kpurepun s3kcnepTusbl IEHHOCTH apXUBHBIX JOKyMEHTOB. Kputepuu ycTaHOBICHUS
HAayYHOH M TNPAKTUYECKOH ILIEHHOCTH JOKyMEHTOB. OcoOEHHOCTH OTOOpa Ha XpaHEHHUE
JOKYMEHTOB C MOBTOpsitomeiicss uHpopMmanueid. Kpurepun rpynmel MDpPOUCXOKIACHUSA
JOKYMEHTOB. 3HaueHHe, MacIuTad, XapakTep AEATEIbHOCTH yupexaeHus-poHmooopazoBare-
1. Kateropun yupexaeHuii, JOKYMEHTbl KOTOPBIX IIOJUIEKAT Iepefade B TOCY1apCTBCHHbIE
apxuBbl. KpuTepun OIleHKH BHEIIHUX 0COOEHHOCTEH TOKYMEHTOB.

Oransl 1 METOAUKA IIPOBEJCHMSI KCIIEPTU3bI LIECHHOCTH JOKYMEHTOB.

Cucrema skcneptHbix opraHos. LIDIIK, OIIK u OK apxuBHbIX yupexnenuil. 1x 3ana-
4H, GYHKINH, IPABOBOE M10JIOKEHHE U OpraHu3alus paboThl.

[Tonstue ontumuzanuu coctaBa AQ P®. 3HaueHne s3kcnepTr3bl HEHHOCTH TOKYMEH-
TOB B ONTHMMH3ALMU COCTaBa APXUBHBIX (POHIOB U UX KOMIUIEKCOB, €0 KOMIUICKTOBAHUU
IIOJIHOLICHHBIMU JOKYMEHTAJIBHBIMA HCTOYHHMKAaMHU. B3auMOCBSA3b 3KCIEPTU3bl LIEHHOCTH
JIOKYMEHTOB 1 UX (DOHIMPOBAHMUSL.

Bomnpoc 18. Yuer u o0ecnieueHne COXpAaHHOCTH TOKYMEHTOB ApXuUBHOTro ¢oHaa
Poccuiickoi ®enepauuu

Annomayus. Tlonstue o0 ydere ApxuBHoro ¢onma Poccuiickoit deneparumu.
[TpuHIMITBI ¥ TIOJIXO/IBI K TIOCTPOSHUIO [IEHTPATM30BAHHOW CUCTEMBI Y4eTa apXUBHOTO (poHIa
Poccuiickoit ®enepanyu. CucteMa JOKYMEHTOB LIEHTPAIN30BaHHON CUCTEMBI yUeTa.

Breminue 10KyMEHTHI LIEHTPATM30BaHHOM CUCTEMBI yUeTa.

BHyTpeHHHE HOKYMEHTBI LIEHTPAJIN30BaHHOW cucTeMbl yuyeTa. COoCTaB BHYTPEHHHX
VYETHBIX IOKYMEHTOB: KHUTA y4eTa MOCTYIUICHUH U BBIOBITUS JTOKYMEHTOB, CIIUCOK ()OHJIOB,
mucT (oHAA, aKThl IpUeMa, ONUCH e, aeio ¢ouna u Ap. Onucu Aemn: 3JeMEeHTHl OIUCaHMUS,
METOJIMKa cocTaBiieHus onuceil. CocTaBleHUE ONMMCHU JieNa, MOATOTOBKA Jieja K Iepeaaye B
apXWB OpraHU3allMM, TOCYJAPCTBEHHbIM WM MYHULIMNAIbHbIA apxuB. OpraHuzanus ydera
0c000 LIEHHBIX JOKYMEHTOB.

ObecnieueHue COXpaHHOCTH JOKYMEHTOB B apxuBax. OCHOBHbIE TpeOOBaHUS K opra-
HU3alUKu 00eCTeYeHHUsT COXPAaHHOCTH JOKYMEHTOB B apxXuBaX. TpeOoBaHHs K OpraHHU3AINH
XPAaHEHMsS] APXUBHBIX JOKYMEHTOB: IOMEIIECHHMS, TEMIIEpaTypHO-BIAKHOCTHBIM, CBETOBO,
OMOJIOTUYECKUH, OXPaHHBIM PEXUMBI, IIAHUPOBKA U o0opyaoBanue xpanwmmil. [IpoBepka
HAJIMYUS U COCTOSHUS JOKYMEHTOB B apxuBax. CTpaxoBoil poHI: HCTOpUS, OpraHU3aIHsl.

[TpuHIMITE OpraHu3anuu U GYHKIIMOHUPOBAHUS apXUBHOTO ayTcopcHuHra. Vcmoib30-
BaHUE ayTCOPCHHTra — Mepefayu JOKYMEHTOB Ha BHEO(PHCHOE XpaHEHHUE CIIeHUaTU3UPOBAH-
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HOM opraHu3al — COBpCMCHHBIMHA YUPCIKACHUAMU, OpraHUu3allusIMU.

Bonpoc 19. CucreMa Hay4YHO-CIPABOYHOI0 anmnapara K J0KyMeHTaM APXHBHOIO
¢onna Poccuiickoii ®egepanun

Annomayus. Ilonstue «cuctema Hay4yHo-cnpaBouHoro annapara (CHCA) k nokymeH-
tam ApxusHoro ¢onaay. Ctpykrypa CHCA. IIpunnumnset u noaxoasl k opranuzanuu CHCA.
Oynukiuun CHCA. B3auMoCBs3b U IIPEEMCTBEHHOCTh YUYETHO-CIIPABOYHOTO ammapara Jejo-
npousBojacTBa U CHCA. OcHoBHble fokyMeHTsl CHCA.

BuyTpennss ydyernas noxkymentauuu apxuBa 1 CHCA. Hcrtopuueckas crnpaBka: Ha-
3HaYeHHUE, CTPYKTYpa, METOAMKA cocTaBieHus. Onuch Jieia Kak OCHOBHOW Hay4YHO-CITPaBOY-
HBINM ToKyMeHT. [loHsATHE 0 KaTajlorax M Karajaoru3aluuu JOKyMeHTOB. CHCTEMBbl KaTaJloroB U
kapTorek. OOs3aTenbHble U HeoOs3aTeNnbHbIe KaTajgord apxuBa. O030pbl: 1eeBoe Ha3Haue-
HUE U MECTO B cucTeMe apxuBa. [lyTeBoauTenu: xapakTepHble 0COOEHHOCTH.

Hcnonp30BaHue apXUBHBIX JTOKyMEHTOB. DOpMBI HCIOIb30BaHMS. 3ampoChl COLU-
aJIbHO-TIPABOBOTO Xapakrepa. Pabora umTanmpHOro 3ama apxuBa. BBICTaBKH JOKYMEHTOB.
[ToaroToBka crateit u apyrux marepuaioB. Pabora co CMU. IloaroroBka MatepuasioB K Iie-
yatu. Pabora ¢ uznarenscTBoM. Karanoru apXuBHBIX OPraHOB, UX 330a9d M (PYHKITUH.

Pa3paboTka ¥ BHeApeHUE aBTOMATHU3HPOBAHHOW HMH(POPMAIIMOHHO-IIOMCKOBOW CH-
CTEMBI.

Bonpoc 20. Ucnosib30BaHue apXHUBHBIX IOKYMEHTOB

Annomayus. Vicionp30BaHNe apXWBHBIX JOKYMEHTOB KaK COCTaBHAs 4acTh HAy4YHO-
MH(POPMALIMOHHON NEesTeILHOCTH apXUBOB. Vconp30Banue apXuBHOM HHPOPMALIUU B YIIPAB-
JICHYECKOM, 3KOHOMHYECKOM, MOJIUTHYECKOM, HAYYHOM, COLHAIbHO-KYJIBTYPHOM M COILH-
aJIbHO-IIPAaBOBOM HalpaBJICHUH.

Knaccudukanus norpedureneii perpocnekrnBHol nHGopmanuu. CriocoOsI onpenene-
HUSI TIOTPEOHOCTH OOIIECTBA B PETPOCIIEKTUBHON TOKYMEHTHON HH(OpMAIUH.

[TonsiTre 00 opraHM3anMyU WCIONB30BaHUS apXUBHBIX JOKYMEHTOB. CTpyKTypa opra-
HU3AIMHM UCTOJIb30BaHUs. DYHKIMU: 3ampoc, MOUCK, OTBET, HHUIIMATUBHOE MH(POPMHPOBA-
Hue. [lepBuynHas W BTOpHWYHAs JOKyMEHTHas MH(MOpMAalus KaK CPEACTBO HCIIOJIb30BAHUS
JIOKYMEHTOB.

Hcnionnenne 3ampocoB B IEJsIX 00ECIeYeHus MPpaB M 3aKOHHBIX MHTEPECOB IPaXkIaH.
Cpoky HCTIONIHEHHS 3alPOCOB COLIMAIBHO-TIPABOBOrO XapakTtepa. OdopmiieHue apXuBHBIX
CIIPAaBOK, BBIMCOK M KOMUH. Bbliava Mo UIMHHBIX JIUMYHBIX JOKYMEHTOB TpaKAaHaM U3 apXu-
BOB.

Opranusanusi BBICTaBOK JJOKYMEHTOB. Busl BeICTaBOK M X Ha3HaueHue. OOecrieyde-
HUE COXPAHHOCTU JIOKYMEHTOB IIpH SKCHOHUpOBaHMH. I[IpakTWka TOCYJapCTBEHHBIX,
HEroCyJapCTBEHHBIX M BEAOMCTBEHHBIX aPXUBOB 110 OPraHNU3aI[MH BBICTABOK.

[MonroroBka TeMaTHYECKUX MOAOOPOK: BUABI M IIENH UX HMCIOIB30BaHMUA. MeToauka
COCTaBJICHUS] TEMAaTHUECKHUX MOJOOPOK (KOMIUIEKTOB, aJb0OMOB, IJIAKaTOB, AUATIO3UTHBOB U
Ip.).

[ToaroroBka TeMaTHYECKHMX, HAYYHBIX, HAYYHO-TIOMYJISIPHBIX, PEKIaMHO-HH(pOPMAIH-
OHHBIX CTaTel, JOKYMEHTAJIbHBIX OYEPKOB U JIPYTHMX MATEPUAJIOB Ul MEPUOJHMUECKON Teya-
TH, CIICHApUEB, PAHO- ¥ TEIICBU3HOHHBIX Iepeay, KHHO(QUIEMOB.

Opranuzanusi BCTped ¢ OOIIECTBEHHOCTHIO, SKCKYPCUH, JIEKIUH, TOKIAJ0B, YPOKOB
JUISL CTYJICHTOB U IIIKOJIbHUKOB.

[IpenocraBienue TOKYMEHTOB JJIsl H3yYCHHS B YMTAIBHOM 3alie apxuBa. Opranuzanus
paboThl YnTaIBHOTO 3aia. [IpaBuia monb30BaHUS TOKYMEHTAMH B YHTAILHOM 3aJi¢ apXHBa,
OTBETCTBEHHOCTb UCCIIEIOBATENICH 3a MOJyUYCHHbIE BO BPEMEHHOE I10JIb30BAHUE JIETIa.

Bbimaua nen Bo BpeMeHHOE MOJIb30BaHME. YCIOBHS Bbiaun jen. OpraHusanus pa-
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OO0TBHI 1O BBIJaUE JOKYMEHTOB BO BPEMEHHOE IOJIb30BaHHUE.

Opranu3zanus myOIuKauOHHOMN AeATeIbHOCTH apXuBa. Turbl, BUABI U GOPMBI ITyOIIH -
Kaluil apXWBHBIX TOKYMEHTOB U COCTaB padOT MO UX MOJATOTOBKE.

VY4er ucnonb30BaHus TOKYMEHTOB. YUeT BceX (hOpM HCIIONIb30BaHMS KaK JIE€MEHT Ha-
YYHOI OpraHu3aliy UCIOJIb30BaHUs JOKYMEHTOB B apXUBaX.

Bonpoc 21. 3amuTa nepcoHAJbHBIX JAHHBIX B OPraHU3aLNHU

Annomayus. TloHsiTHe «mepcoHanbHbIe NaHHbIE». OCHOBHBIEC II€JIM 3aIIUTHI MEPCO-
HAJIBHBIX JaHHBIX. HopmaTtuBHO-MeTOaMueckas 0aza paOOThl C MEPCOHAIBHBIMU JaHHBIMU.
®enepanbHblil 3aK0H «O MEPCOHANBHBIX JAHHBIX» U PEryJIMPOBAHUE OTHOIICHUMN, CBSA3aHHBIX
¢ 00paboTKOW MEPCOHATIBHBIX JAHHBIX, OCYLIECTBISIEMOH (eiepaabHBIMU OpraHaMu Tocyaap-
CTBEHHOH BJIACTH, OpraHaMHu TOCyJapCTBEHHOM BiacTH cyOnekToB Poccuiickoit denepanuu,
UHBIMU TOCYAAPCTBEHHBIMU OpraHaMH, OpraHaMd MECTHOI'O CaMOYIIPABJICHUS, UHBIMU MY-
HUIUNAIBHBIMU OpraHaMU, IOPUINYECKUMH U (PU3MYECKUMU JIUIIAMHU.

Obecnieuenye 3amuThl IpaB U CBOOOJ TpakaaH Ipu 00pabOTKe MX MEPCOHATBHBIX
JAHHBIX, B TOM YHCJI€ 3alIUTHl MPaB Ha HEMPHUKOCHOBEHHOCTb YACTHOM JKU3HH, JIUYHYIO U
CEMEHHYIO TalHy.

OcHoBHBIE TpeOOBaHHA K TOJYYEHUI0O MU 00pabOTKE MEepPCOHANBHBIX JIAHHBIX.
Kontpomns u Ham30p 32 00paboTKOM MepcoHaNbHBIX JaHHBIX. Mephl 0 00eCTIeYeHNI0 KOHTPO-
75, y4eTa W 3allUThl MePCOHANBHBIX AaHHBIX. OTBETCTBEHHOCTDh 3a HapyllleHue TpeOOBaHUI
O3 «O nepcoHaNbHBIX JAHHBIX.

[Topsimox 0OpabOTKM JOKYMEHTOB, COJEpKaIlUX NepcoHaIbHbIE AaHHble. OCOOEHHO-
CTH XPAaHEHHUs JOKYMEHTOB, CO/IEpKalllUX I1€PCOHAIbHBIC JaHHBIE.

Bonpoc 22. Opranuzanusi padoThl ¢ JOKYMEHTAMH, COJIePKAIIUMH KOH(HIeHIH -
AJbHYI0 MH(OPMAIHIO

Annomayus. Kputepun OTHECEHUS HOKYMEHTOB K KaTETOPHHM KOH(UICHIUAIbHBIX.
IlepeueHbp KOH(UIEHLUANBHBIX OKYMEHTOB, COJEpKalllUX CBEAEHUS, IPEICTaBISAIOIINE
NpeANpUHIMATENbCKYIO TaiiHy. Ha3HaueHue, cocTaBiieHle U BeICHHS epeyHs] KOH(PHUICHIIN-
aJIbHBIX JJOKYMEHTOB (pUpMbl. 3aKOHOJATEILHOE PEryJMpPOBaHUE OTHOLLEHHH, CBSI3aHHBIX C
YCTaHOBJICHHEM, W3MEHEHHEM M TpPEKpalleHHeM peXrMa KOMMEpPYECKOH TailHbI B OTHOIIE-
HUM HHpOpMALUU, UMEIOUIeHd AeHCTBUTEIbHYIO WM MOTEHLUHUAIBHYI0 KOMMEPYECKYIO IICH-
HOCTb.

VYrpo3sl uHOpManMK MpU JOKYMEHTHPOBAHUM U 3afaud e€ 3amuthl. [IpuHnumne
JOKYMEHTHPOBaHUS KoH(puAeHuuanbHoi nHpopmanuu. OcobeHHOCTH O0(POpMIICHHS PEKBH-
3UTOB KOH(HIEHIMAJIbHBIX JOKYMEHTOB (TpH( OrpaHMYEHHUs OCTyNa, HOMEP SK3eMILIIpa,
azipecar, perucTPallMOHHBI HOMEp JOKYMEHTa, OTMETKA O HAJMYUHU MPUIOKEHUS, OTMETKA
00 UCTIOJTHUTENE).

[TonsiTre, eI ¥ 3a/1a4U CUCTEMBI 3alUTHl KOHPUACHIIMATbHOW nHbopMaruu. Llenn
W 33J1a4¥l pa3peluTebHON CUCTEMBI JOCTYIIA IIEPCOHANA U UHBIX JIUI] K KOH(DUICHIIUATbHBIM
CBEJICHUSM, TOKYMEHTaM, 0a3aM JaHHbIX U nponykiuu. [lonsarue noctyna. HecaHKmonupo-
BaHHbIN JocTymn. Ilopsaok fgoctyna K KOH(UAECHUUAIBHBIM CBEJIEHHSIM HpeICTaBUTENIEH
IpyTux (GUPM U CITy’KaIllMX rOCyIapCTBEHHBIX yupexxaeHunil. KonTpons 3a noctymnom.

[Tonatne wu knaccupukanuss HCTOYHUKOB KOH(UIEHLIMANBbHOM HHpOpMaLuu.
Knaccudukanus xaHamoB 0ObEKTUBHOTO PACIpOCTpaHEHHs KOH(HUACHIHATLHOW HUH(OpMa-
uu. [lonsTre yrpo3sl nHopMauy, BUIbl yrpo3. [loHATHE HECAHKLIMOHUPOBAHHOIO KaHajla
yTpaTsl KOHpuIeHIHaIbHOH uHpopManuu. CiydaiiHple W TpeAHaMEpEeHHBIE YCIOBHS BO3-
HUKHOBEHUS 3TOro KaHania. [IoHATHs pa3rialieHus 1 yTeuky HH(GOpMaluy, UX OTJINYHE.

Bonpoc 23. CoBpeMeHHasi cucTeMa OPraHoOB roCyJapCTBEHHOW M MYHHUIIUIIAIb-

22



HOM BJIACTH

Annomayus. NactutyT npesuaeHTcTBa Poccuiickoit denepanvii: KOHCTUTYLMOHHBIN
craryc; nosHomouns [Ipesunenra Poccuiickoit @enepanny U1 0COOEHHOCTH UX peaM3aLUH.
®denepalibHbIE OpraHbl 3aKkoHOAaTeNbHOM BiacTu Poccuiickoit denepanuu. @eaepanbHoe Co-
Opanue. CoBer Denepanuu — BepxHssl nanara [lapiamMenrta: mOJTHOMOYHUS, NE€ATEIbHOCTh.
I'ocynapctBeHHas [[yma: KOHCTUTYLIMOHHBIM CTAaTyC; MEXaHH3M (DOPMHUPOBAHUS, OCHOBHBIC
3JIEMEHTHl OPTaHU3aAMMOHHOTO YCTPOWCTBA, HOPMATHBHAS 0a3a JESTeITbHOCTH; MECTO B CH-
CTEME BBICIIMX MOJIUTHYECKUX MHCTUTYTOB Poccuiickoit denepanuu.

[TpaButenscTBo Poccuiickoit denepanuu: HOpMaTUBHAS 0a3a OpraHU3aUH U ACATEINb-
HOCTH; 00II1asi XapaKTePUCTHUKA COCTABOB MPABUTEILCTBA; KaIpOBasi HECTAOMIBHOCTh; OCHOB-
HbIE HAMPABJICHUS U PE3YJIbTAThI JIEATEIIbHOCTH.

Cynebnas cuctema Poccuiickoit @enepanuu: ol1as XapakKTepUCTHKA; OCHOBHBIE HO-
Barmu. O0mas XapakTepUCTUKA CUCTEMbI OPTaHOB BIIACTH CYyOBEKTOB (hefepallid U OPraHoB
MECTHOTO camoymnpasieHus. OpraHbl 3aKOHOJATEIbLHOM, WCIOJHUTEIBHON, CyaeOHON
BIIacTH CyOBeKTOB denepanun. [Ipe3naeHTsl, ry0epHATOPHI, TJIaBbl aIMUHUCTPAIUH.

Bonpoc 24. UndopmannonHoe odecriedyeHne ynpaBJjeHUs: CyIIHOCTh, OPraHn3a-
uus

Annomayus. Pons undopmanmu B ynpasieann. Oenepanbhbiii 3akoH «O0 uHpopma-
1Y, THPOPMAIIMOHHBIX TEXHOJOTHSIX W O 3amure uHpopmauuu. CTpyKTypa ympaBiieHYe-
CKOW MH(OpMaIK: PEKBU3UT, MOKa3aTeNb, HHHOPMAIIMOHHBIE COOOLIECHHS, HH(OPMAIHOH -
HBIM MaccuB, HHGOPMALIMOHHBIN MMOTOK, HHPOpMaIMoHHas cucteMa. [lonsTue «uHpopmaim-
OHHOe oOecneueHue ynpasieHus». Llenb, HazHaueHue HH(YOPMAIIMOHHOTO OOecTeueHHs
yIpaBiieHus, TpEOOBaHUS, IPEIBIBISIEMbIC K HEMY.

Crpykrypa WH(QOPMAIIMOHHOTO OOECIICUYCHHUs YIpPAaBICHUS: BHEMAIIMHHOE W BHYT-
pumamuaHoe MO. HaznaueHnne u 0COOEHHOCTH OT/IEIbHBIX COCTaBHBIX YacTed NOY.

BuemammnHnoe nadopmanuonnoe odbecneueHrne. CuctemMa TEXHUKO-9KOHOMHUYECKUX U
colMaibHBIX TokKa3zaTeneil kak ocHoBa MOVY. Cucrtembl kiaccuuKanuu U KOJUPOBAHUS
TOCH. NupopmanioHHbIe TTOTOKH B CUCTEME yIpaBieHHus. TpebGoBaHMs K TOKYMEHTHPOBA-
Hutro TOCH.

Brytpumammanoe nnpopmaironHoe obecrnedenue. [lonstue u cocraB nadopmarm-
OoHHOTro obOecrieueHusi aBToMaTu3upoBaHHbIX cucteM (MO AC) o6pabotku maHHbIX. Dopmbl
opranm3anuu BHyTpuMamuHHoro MOY. MHpopmanmonnsie 0a3bl 1 0aHKHA JaHHBIX: MOJCIN
BJl, cucrembr ympaBienuss bJl. Xpanunuia maHHbpIX W 0a3bl 3HAHWW. BiusHHE HOBBIX
MH(POPMALIMOHHBIX TEXHOJIOTUH Ha cocTaB U npoueccs MOY.

NudopmanmonHas cucreMa Kak opraHu3amnronHas ¢popma peanuzanuu MOV,

Bomnpoc 25. Posib cexperapsi B cucTeMe yrnpaBJieHUs

Annomayus. Uenb, 3agaun, GyHKIHUU NESTETBHOCTH cekperaps. HopmaTtuBHO-MeTO-
JUYECKHE U JOKAJbHBIC aKThI, pEriIaMEHTHPYIOIINE OpraHU3aIUI0 AeSITeIbHOCTH CEKpeTapsl.

3HaHus, yMEHUS U poQecCuoHaNbHbIe HABBIKUA ceKpeTaps. TpeGoBaHus, MPeabsBIIs-
emble cekperapro. JlemoBble KauecTBa cekperapsi: HHUIMATUBHOCTh, OPraHU30BaHHOCTH, OT-
BETCTBEHHOCTh, ITyHKTYyaJIbHOCTh, WH(MOPMHPOBAHHOCTh. JIMUHOCTHBIE KauyecTBa, HEOOXO-
IuMble B paboTe cekperaps: 100pOoKeIaTenbHOCTh, CKPOMHOCTh, aKKypaTHOCTb, TPYAOIIO-
Oue, YMOLIMOHANIbHASL YPABHOBEIICHHOCTD.

Opranuzanusa npueMa noceTureneil (mpueM COTPYIHHKOB IO TEKYIIMM BOMPOCAM;
IIPUEM IO JIMYHBIM BOIIPOCAM; IIPUEM IIOCETUTENIEH U3 JPYTUX OpraHU3alMi; IpUeM KOMaH-
JTUPOBOYHBIX paboTHUKOB). [IpaBuia BeneHus: TeneQoOHHBIX MeperoBopoB. JJOKyMEHTHpPOBa-
HHUE Tele(OHHBIX cOO0IeHNH, TenedonorpaMmm. OCOOEHHOCTH TOATOTOBKHU JICTIOBBIX BCTPEY
U TIeperoBopoB pykoBoAuTens. [loaroToBka 1eI0BbIX MOE3J0K PyKOBOIUTEIS.
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Bomnpoc 26. CTpykTypa 10KYMeHTAJbHBIX My0JHMKALMA, METOANUKA MOATOTOBKH

JIOKyMeHT Kak 0OBEKT IyOJIMKATOPCKOM IEATEIbHOCTH, CYIIHOCTh M 3HAYCHHE Ty 0T -
Kallul UCTOPUYECKUX JOKYMEHTOB B cOBpeMeHHOW Poccuu. BripaboTka Monenu HOKyMeH-
TaTbHON MyOIMKAIMK KaK BaXKHEHUIIINI 3TaIl €€ TOArOTOBKHU: BBIOOp TUIA, BUJA, (OPMBL.

Tumnbl JOKyMEHTaNbHBIX MTyOIMKaLMN 110 CTENIEHU yTpaThl JOKYMEHTOM CBOEH MEpBO-
HAyYaJIbHOM 1eNIeBOM (PYHKLMH, N0 IETH BKIIOYEHUS JOKYMEHTA B ITyOJIMKAIHUIO, IO CIIOCO0Y
BOCIIPOU3BEICHUS JOKYMEHTOB.

Cnenuduka 1 0COOEHHOCTH OCHOBHBIX BHJIOB M3JaHHI UCTOPUUYECKUX HCTOYHUKOB M
OIEPATUBHBIX JOKYMEHTOB: MO(OHIOBBIX, TEMATHYECKUX, IIOBUAOBBIX U JOKYMEHTOB OJJHOI'O
muna. TpanguuoHHbIe 1 COBpeMeHHbIE (POPMBI U3aHHST JOKYMEHTOB.

[TpuHIMIBI BBIABIEHHUS U OTOOpA JOKYMEHTOB JJIsl M3/1aHUM pa3HbIX TUIIOB U BUOB,
KPUTEPHH BBHIOOpA TEKCTa JOKyMeHTa ais myOsmkanuu. OcoOEeHHOCTH Tepenadyd TeKcTa
JIOKYMEHTOB, IPUHLIUIIBI CUCTEMAaTH3allu1 JOKYMEHTOB B ITyOIMKaLIUK.

Apxeorpadpudeckoe opopmiIeHHE JOKYMEHTOB. 3arojOBOK M OCOOCHHOCTH O(hopmiIe-
HUS €r0 3JIEMEHTOB: Pa3HOBUJHOCTh JOKYMEHTa, aBTOpP U ajgpecaT JOKyMEHTa, 0003HaueHue
COZIepKaHUsl JTOKYMEHTa, JaTHPOBKA JOKYMEHTa, MECTO HaluCaHWs AOKyMeHTa. JIereHIsl
(KOHTPOJIBHO-CIIPAaBOUYHBIE CBE/IEHU ), GDYHKIIMOHAIBHBIN COCTaB.

3HayeHWE W POJIb HAYYHO-CIPABOYHOIO ammapara JOKYMEHTAJIbHOH IyOiHMKaiuu.
CocraB Hay4HO-CIIPABOYHOIO alnapaTa Ui U3JaHui pa3IMuHbIX TUIIOB U BUJIOB.

Bomnpoc 27. Opranmuszanusi Tpyaa ceKperaps

Annomayus. HopMaTUBHO-METOAMYECKUE U JIOKAJIBHBIE AKThI, PErJIAMEHTUPYIOIINE
OpraHH3aIUI0 JIeATeIbHOCTH cekpeTapsa. Opranuzanusi paboyero BpeMeHu cekperaps. [lna-
HUpoBaHue pabodero Bpemenu. Hopmuposanue Tpyaa. [IpumepHas cxema pabo4ero JHs CEK-
peTaps: mepBas MOJIOBHHA pabodero AHs; BTOpas MOJIOBMHA JHS; KOHel pabouero aHs. Pe-
KOMCHIAIMU 110 OpraHn3aliui BpCMCHHU.

PabGouee MmecTto cekperapsi: OCHOBHAas 30HA, 30HA OOCIYKHMBaHUS IOCETHUTENECH;
BCIIOMOTaTellbHAs 30HA. XapaKTepUCTHKA MeOen U 000pyI0BaHUS, HEOOXOANMBIX TEXHUYE-
CKUX CPEJCTB, KAHLIETSPCKUX MPUHAIICKHOCTEH, OPITEXHUKHU.

HeoOxomumasi crnenmanpHasi JIMTEpaTypa: HOPMATUBHO-METOAMYECKAs IUTEpaTypa,
CIPAaBOYHHKH, CIIOBAPHU.

Bomnpoc 28. Opranuszaunusi 1 TEXHOJOTHS PA00THI ¢ O0pPAllEeHUSIMH TPAKIAH

Annomayus. TIoHATHS «OOpalllcHHE TIpa)KIaHHHA», IPEIOKCHHE», «3asIBICHHEY,
«Kano0ay, «J0HKHOCTHOE JTUIION.

3aKOHO/IATEIBHOE PETYIMPOBAHKUE PAOOTHI C OOpAIlCHUSAMH TpaXKiaH. PermamenTanus
paboThl ¢ OOpalICHUSMHU TPaKJaH B OPraHU3ALUAX, HA MPEINPUATHIX, TOCYIAPCTBEHHBIX
YUpSKACHUAK. BiusHHE xapakTepa yIpaBiICHUs, MPUHIMIIOB MPUHATHS YIPaBICHYCCKUX
peIICHHIA Ha OPTaHU3AIINIO U TEXHOJIOTHIO PA0OTHI C OOPAIICHUSIMH TPaX/IaH.

Oco0eHHOCTH BEJEHHS JICTIOMPOU3BOJICTBA IO OOPAIICHHSIM TPaKIaH OT OOIIEro Je-
JIOTIPOU3BOJICTBA. 3aBUCHMOCTH CTPYKTYpbl Ciy’k0bl JIOY 0T KOJIHMYECTBa IMOCTYMAKOIIUX
oOpareHuit B opranu3aiuio (0ropo, CEKTop, OTneNn, cekperapsb). Knaccudukanus odparieHmii
(BU, KOIMYECTBO OOpaTUBIIUXCS, opMa).

OpraHu3anus nmpueMa moceTuTesIe. JTuka nmpuema. [apanTiu 0€30MacHOCTH Tpak-
JTAHWHA B CBSI3H ¢ ero oOpamierneM. [1opsiiok npuema u nmepBUYHON 00pabOTKH TOKYMEHTOB.
Peructpaiuss  oOpamienuii rpaxkaaH. [lopsaok 3amoiHEHUS KYPHAJIOB PErHCTpAlldd U
PETUCTPAIIMOHHO-KOHTPOJIBHBIX KApPTOYCK.

Cpoku paccMoTpeHusi obpanieHuid rpaxiaad. Hampasinenune oOpamieHusi Ha UCTIOTHE-
Hue. PerieHre BOMpocoB, MOMHATHIX B OOpallleHUsIX TpaxkaaH. TpeOoBaHUs, PEIbsIBIIsEMbIE
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K pereHnio. KOHTpoIb 32 UCTIOTHEHHEM OOpaIleHUH, peruCTPAIlMOHHO-KOHTPOJIBHBIC KapTO-
Teku. OpraHu3anus KOHTPOJSI MUCTIOJIHEHUS TOKYMEHTOB C HCIIOJIb30BAaHHUEM CpEICTB BBI-
YHUCIUTEILHON TEXHUKH.

Opranmzanyst “HOOPMAIMOHHO-CIIPABOYHON pabOTHI MO0 OOpalieHUusM. ABTOMAaTH3a-
11t “HQOPMAIIMOHHO-CIIPAaBOYHON pabOTHI IO OOPAIICHUSIM.

Ananm3 u 00001IeHre paboOThl C TPEATIOKCHUSIMH, 3asSBICHUSIMHU M KAI00aMU TpaK-
JMaH. 3HauCHUE AHATUTHYECKOH paboThl ¢ OOpalieHUsSMHU TpaxkiaaH. MeToauka aHamusa u
0006mmenus. opmupoBaHue aeil.

DKcnepTu3a EHHOCTH JOKYMEHTOB. [10AroTOBKa TOKYMEHTOB K MOCIEAYIOMEMY ap-
XMBHOMY XPaHEHUIO ¥ UCIOIb30BaHNI0. CPOKM XpaHEHUs 0OpalleHUi.

Bomnpoc 29. /le10Boe nucbMO0: pa3HOBHIHOCTH, SI3bIK U CTHJIb

Annomayus. XapakTepUCTHKA JEJIOBBIX TUCEM IO CTENIEHU JOCTYIHOCTH COJEpIKaIle-
csl B HUX MH(OPMAIIIH, TI0 CPOKaM UCIIOJIHEHUS, 110 00beMy, Mo BUAY UH(OpPMALIUHU, 110 CTH -
JIFO M3JI0KEHUS, IO KOMIUIEKTHOCTH, 110 KOMITO3UIIHH, 0 CIIOCO0Y aapecoBaHus u T. 1. Yact-
HBIE U O(UIHAIBHO-]IE0BbIe MHchbMa. O01mue TpeOoBaHUS K CTPYKTYpe, CTHIIIO U3JI0KEHUS U
odopmiieHust nenoBeix muceM. Cpokd MOATOTOBKH U 00BEM JAeNoBBIX mHceM. [loaroroBka
MHUIMATUBHBIX JEJIOBBIX TUCEM, OTBETHBIX JICTIOBBIX MTHUCEM.

SA3bIKk W cTWIBh JenoBOrO muchMa. OOmas XapakTepHCTUKA CTHISL OQUITHAIBHOMN
JTOKyMeHTanuu. YepTel OQUIMAIBHO-IEIOBOr0 CTWISA. Pa3HOBUAHOCTH  o¢uUIUANIBbHO-
JIEJIOBOTO CTHJISl. MECTO B CUCTEME CTHJIEH PYCCKOTO JIUTepaTypHOro s3bika. Knaccugukarms
OIMOOK, pacpOCTpaHEHHBIX B O(pUIIMATIBLHO-AEIOBOM JIUTEpaTypeE.

SI3bIKOBBIC U CTHIIMCTUYECKHE OCOOCHHOCTH JICIOBOTO MUCHhMA. TUMHYHBIC OIIMOKH MTPU
MOJIFOTOBKE JIENIOBBIX MUCEM (JIEKCHUECKUEe, TpaMMaTHYeCKHe, CTUINCTUYECKUE, (Ppa3eoIoru-
gyeckue, opdorpaduueckue, MyHKTyallMOHHBIE). [IpaBuia CKIOHEHUS HEKOTOPBHIX HUMEH H
baMuuii. DTUKET IeJT0BOM nepenucku. GopMyIibl MPUBETCTBUS, OOpaIlEHUs. 3aKITFOYUTEIIb-
HbIe (HOpMYITBI BeXKIMBOCTH. CTPYKTypa AETOBOTO MUCHMA.

Bomnpoc 30. IIpoToko. u 3THKET AUNJIOMATHYECKON MePenncKu

Annomayus. 1lonaTue TO0KyMeHTa B AUIIOMaTHYECKOW nepenucke. yHKIUUA JUILIO-
MAaTHYECKUX JOKYMEHTOB M HX pOJb B JUINIOMATHYECKOM MpPAKTHUKE. JAIIoMarndeckuit
SI3bIK: (DYHKIIMOHAJILHOE Ha3HAUYCHUE, JTUTEPATYPHO-TUHTBUCTUUYECKHUE, CTUITMCTHYECKUE OCO-
OCHHOCTH.

OCHOBHBIE BUJIbI TUINIOMATHYECKUX JOKYMEHTOB. JJOKYMEHTHI BHEIIHEW TUTIOMATH -
YECKOM IepenucKu. JIOKyMEHTbl BHYTPHUBEAOMCTBEHHOM JIMINIOMAaTUYECKOM IIEPEIIUCKH.
TpeboBanus K AUTUIOMATUYECKUM JIOKYMEHTAM.

[MoaroroBka AMIIIOMATHYECKOTO JOKYMeHTa. DOpMBI U OCOOECHHOCTH OGMOPMIICHUS
Pa3IMYHBIX BUJIOB JUIUIOMAaTHYECKUX JOKYMEHTOB. BbiObop Buaa u popmbl 1okymMeHnTa. MeTo-
JIMKa OIpeeNICHNs] BUA JIOKYMEHTA. DJIEMEHThI TeKCTa. BCTyNUTENBHBIN U 3aKITI0OYUTEIbHBIN
BEOXKJIMBBIE KOMIUTUMEHTHI. OOpaiieHus W THUTYJIOBaHHUS. Pacchbuika JUIIOMAaTHYECKHX
JIOKYMEHTOB.

1.3.3. Tunogvie npakmuko-opueHmupoeantvle 3a0aHus,
8bIHOCUMDBLE HA 20CYOAPCHEEHHbLIL IK3AMEH

3adanue 1. Onpenenute BUA AEIOBOTO MHUChMa MO (YHKIMOHAIHLHOMY Ha3HAYEHHIO,
[0 CTENEHM JOCTYIHOCTH COJEpKalleiicss B HeM uHpopMalnuu, 1Mo o0beMy, IO BHUIY
uH(popManny, Mo KOMIIO3ULIUH, TIO CTHITIO U3JIOKCHHUSI.

3aoanue 2. YxaxuTe HETOYHOCTH B O(OPMIICHUH MH(OPMAIIMOHHOW M CITy>KEOHOM
YaCTH JICJIOBOTO ITUCHMA.
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3aoanue 3. OTpenakTupyite BpICKa3bIBaHUS O(PUIIMATBLHO-ACIIOBOTO CTHIISA. Y KOXKHUTE
BU/JI pEYEBOM OINOKH.

3aoanue 4. Onummre CTPYKTYpY (KOMIIO3UIIMIO) JE€JIOBOrO0 TMHChMA, BBIJCIHUTE
cocTaBJstonIe UHPOPMAILIMOHHOM U CITyKeOHOM YacTH.

3aoanue 5. Packpoiite abOpeBUATYpy M YKKUTE TOJTHOEC HaUMEHOBaHHE (eaepaib-
HBIX OPT'aHOB UCTIOJHUTEIHHOM BIACTH.

3aoanue 6. Haiinute ommOKku B 3amucu o0 YBOJILHEHHMH, BHECEHHBIE B mpyodosyio
KHUJCKY paOOTHHKA, YBOJICHHOTO 3a MOSBICHHE Ha PabOTe B COCTOSTHUM AJKOTOJILHOTO OTIbSI-
HEHUS.

3aoanue 7. Halimute ommOKH B TOKJIATHOW 3alUCKe O TIEPEBOIe PaOOTHHUKA C OJTHOM
JIOJKHOCTH Ha IPYTYIO U BHECEHUH U3MEHEHUI B IITATHOE pPACIIHCaHUE.

3aoanue 8. Ohopmure HeoOXOUMBIE JOKYMEHTHI Ha OT3BIB 3asBJICHUS 00 YBOJIbHE-
HUWU.

3aoanue 9. Haiinure ommbKu, TOMyIIeHHbIE TP O(OPMIIEHUU YBEIOMIICHUS padoT-
HUKa O BpPEMEHHU Hayaja OTITyCKa.

3aoanue 10. Hatimute ommOKH, TOMYIIEHHBIE MMPH COCTABICHUH CITYKEOHOTO MHChMa
YBOJICHHOMY COTPYIHHUKY O BbIJIa4€ TPYAOBOU KHUKKHU.

3aoanue 11. Haiinure ommOKu mpu opOpMIICHUH 3asBJIICHHS O TIEPEHOCE OTIyCKa Ha
JIPYyTOU CPOK.

3aoanue 12. Yxaxute, Kakue OMMOKH ObUIM TOMYIIEHBI MPH O(POPMIIEHUHU MPHKa3a
00 yBOJIbHEHUH paOOTHUKA B CBSI3U C COKPAIICHUEM IIITATOB.

3aoanue 13. Yxaxure, Kakue HEOOXOIMMBbIE DPEKBU3UTHI OBUIM MPOMYIIEHBI MpU
otopmiieHnu perieHus 001ero coopanus opraHu3auy (YUpexKIeHus ).

3aoanue 14. Yxaxute, Kakue 13 MEPESUUCICHHBIX COOpaHUH, COBEIIAHNMA, 3aceTaHUIA
MOJITIEKAT 00s3aTeTLHOMY TTIPOTOKOJIHUPOBAHUIO.

3aoanue 15. Haiinute omuOKy, TOMYILIEHHBIE TPU COCTABICHUH TeleQOHOTPAMMBI,
HE0OX0MMON B KOHKPETHON yNpaBIC€HUYECKON CUTYalUH.

1.4. MeToamuyeckne maTtepuarbl, onpegensiouime npoueaypy oueHMBaHUA
pe3y/sibTaTOB 0CBOEHMSI OCHOBHOI NpogeccroHasbHOW o6pa3oBaTe/IbHOM
nporpaMmmbil

1.4.1.HopmaTuBHO-MeTOANYECKOEe 00ecledeHHe rocy/IapCcTBeHHOH UTOT0OBOM aT-
TeCTAMM OOYYaIOLIMXCs, BKIIIOYAsl MPOLEAYpYy MOJa4d U PacCMOTPEHHs aleJIsuU, OCy-
LIECTBJISAETCA B COOTBETCTBUU C «llopsAnkoM mpoBeneHMs] rocyJapCTBEHHOM WTOTOBOM at-
TeCTallMu 1Mo 00pa30BaTENIbHBIM MpPOrpaMMaM BBICIIEr0 00pa30BaHUS — MporpammamM Oaka-
JaBpuara, nmporpaMmamM CIeqUaluTeTa U IporpaMmMaM MarucTpartypsl (YTB. mpukazom Mu-
HUcTepcTBa oOpa3zoBanus U Hayku PD Ne 636 ot 29.06.2015 ¢ u3m. u gom. ot 09.02.2016) u
JIOKQJIbHBIM aKTOM (mosoxeHueMm) «O Mmopske NpoBeIeHUs] rOCyJapCTBEHHON UTOrOBOM aT-
tectarum» (yTB. 30.05.2016).

AHanu3 U MOHUTOPHHI T'OCYAApCTBEHHOW MTOTOBOM aTTecTalluu MpPEICTaBI€H B
€XKErolHOM COOPHUKE CTaTUCTUYECKMX MaTepuasioB: «l ocyaapcTBeHHass UTOroBas aTTecTa-
LS.

1.4.2. ®oH OLEHOYHBIX CPEACTB I MOATOTOBKHM U OLCHUBAHUS Pe3y/bTaTOB
roCyAapCcTBEHHOI0 IK3aMeHa

B nepuon noaroToBku K rocyapCTBEHHON MTOrOBOM aTTECTalluM U €€ MPOBEACHUS
HE00XO0JMMO HCIOJIb30BaTh (POH/I OLIECHOUYHBIX CPE/ICTB:

— TepeuyeHb KOMIIETCHIMH, KOTOPhIMU JOJDKEH OBJaJeTh OOydaromuiics B
pe3yJbTaTe OCBOSHHUS OCHOBHOHW MPO(ECCHOHATLHOW 00pa3oBaTeNbHON MPOTpaMMbl (CM. II.
1.1);
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— OINKCAHME TOKa3aTelel U KpUTEPUEB OIICHUBAHUS KOMIICTCHIIMM, a TakXKe IIKajl
OILICHUBAHUSI (KPUTEPUH OLIEHKHU PE3YyJIbTaTOB CJaul FOCYIAPCTBEHHOIO SK3amMeHa) (cM. 1. 1.2);

— TUTIOBbIE KOHTPOJIbHBIC 3aJJaHUsI WM MHBIC MaTepUalibl, HEOOXOIUMBIE IJIsi OLEHKH
PE3yIIBTAaTOB OCBOSHUSI OCHOBHOM MPO(ECCHOHAIBHON 00pa30BaTeIbHOM MporpaMmel (cM. 11. 1.3).

1.4.3. lonyck K caave rocyiapcTBeHHOr0 IK3aMeHa.

K rocymapcTBeHHOM WTOTOBOM aTTECTAllMU JOMYCKAeTCs OOyYaloluics, He
UMEIOIIMH aKaJIeMUYEeCKON 3aJ0JDKEHHOCTH U B IOJHOM OOBEME BBIOJHHUBIIUN Yy4eOHBIN
IUIAaH WIM UHAUBUAYaIbHbIH Y4eOHBIM IUIaH MO COOTBETCTBYIOIIEH 0Opa3oBaTeNbHOM
porpaMMe BBICIIIETO 00pa30BaHMsL.

1.4.4. Ilpouenypa npoBejaeHusi roCyJIapCTBEHHOI0 IK3aMeHa.

Js mpoBenenus A co3naercst rocyapCTBEHHbIE SK3aMEHAIIMOHHBIE KOMUCCUU
(manee — I'DK). 3acenanus ['OK npoBoasTcs npencenaTeasiMi KOMACCHIA.

Bo Bpems rocynapcrsenHoro 3k3amena I'OK ucnonb3yer:

— KOTIHMH BCEX MPUKA30B, CBSI3aHHBIX C FOCYAaPCTBEHHOW UTOTOBOW aTTeCTallueH;

— TMaNKy Ha KKJI0T0 00Yy4aronierocs, JOMyIeHHOTO K TOCYapCTBEHHOMY dK3aMEHY,
COJIEP>KalIYI0 3aYETHYI0 KHUXKKY, TUUHYIO U YUYEOHYIO KapTOUYKH, MaTepHUalbl U3 MOPTQOINO
UT. I.);

— IporpamMMy rocyAapCTBEHHOIO HK3aMEHa;

— JIBa KOMIUIEKTa OJIAHKOB OMIJIETOB TOCYAapCTBEHHOI'O dK3aMeHa (YCTaHOBICHHOTO
o0pas1a) u MPUIOKEHNUS,

— OMHCaHUE IIKaJIbl OIICHUBAHUS,

— 9K3aMEHAIlMOHHYIO BEJJOMOCTh IOCYJapCTBEHHOT0 9K3aMEHa;

— ONaHKU AJI yCTHOTO OTBETA.

— CIPaBOYHbIC, METOIMYECKUE U UHBIE MATEPHAIIBI.

Pe3ynbrathl TOCyZapCTBEHHOTO HK3aMEHA ONPEAEISIOTCS OLCHKAMHU «OTIMYHOY,
«XOpOILIO», «YAOBICTBOPUTEILHO», «HEYAOBICTBOPUTENHbHO». OIECHKU «OTIUYHO», «XO-
POILIO», «yIOBIETBOPUTEIILHO» O3HAYAIOT YCIIEUIHOE MPOXO0KACHUE IOCYIapCTBEHHOTO IK3a-
MeHa u jomyck K 3amure BKP. PesynpTaThl rocynapcTBEHHOTO sK3aMeHa OOBSBISIOTCSA B
JIEHb €ro MpoBeeHUs (3aBepIICHNUS).

1.4.5. JIns oOy4aromuxcs U3 Yncia MHBAIWJOB TOCYIapCTBEHHAs. UTOrOBas aTTecTa-
I[Usl TIPOBOJIUTCSL OpPraHU3aluell ¢ y4eTOM OCOOCHHOCTEH MX MCUXO(HU3UYECKOTO Pa3BUTHS,
WHAUBHUAYAIbHBIX BO3MOXXHOCTEH U COCTOSTHUS 3[I0POBBS (ajiee — MHAUBUAYaJIbHbIE OCOOCH-
HoctH). [Ipu mpoBeneHnn TOCyIapCTBEHHONW UTOTOBOW aTTECTAIIMM OOECIIEYUBACTCSI COOIIO-
JIeHne o0ImMX U crerupuyecKknx (B 3aBUCUMOCTH OT MHAMBHUIYAJIBHBIX OCOOEHHOCTEH 00Y-
YaOLIMXCs) TPEOOBAHUH.

2. PEKOMEHAAL W OBYYAKOLLMMCSA MO NOANrOTOBKE K TOCYAAPCTBEHHOMY
9K3AMEHY

Ilenp rocCynmapcTBEHHOM MTOTOBOM AaTTECTAlMM — OMPEIEIECHUE COOTBETCTBUS
pe3yJabTaTOB OCBOEHMsI OOYy4arOIIMMUCS OCHOBHOW NpodeccuoHanbHOM 00pa3oBaTeNbHON
IIporpaMMbl TpeOOBAaHUAM (PelepalIbHOTO T'OCYIapCTBEHHOIO 00pa30BaTEIbHOTO CTaHAapTa
BBICLIIET0 00pa30BaHMs MO HANpaBlieHHIO NoAroToBKU 46.03.02. JlokyMEeHTOBEICHHE U apXH-
BOBEJICHHUE.

I'ocynapcTBeHHast uToroBast arTecTalys IPOBOAUTCA B CPOKH, YCTaHOBJICHHBIE Ka-
JI€HapHBIM Y4eOHBIM IpaHKOM, [0 HampaBieHUIO MoAroToBku 46.03.02. JlokyMeHTOBeIE-
HUE U apXUBOBEJICHUE.

B rocynapcTBeHHYI0 HTOTrOBYIO AaTTECTAl[MI0 OOYyYarolIMXCS I10 HAalpaBICHUIO
noaroroBku 46.03.02. JIokyMeHTOBEICHUE U apXUBOBEAECHNUE BXOJIAT:
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— MOJITOTOBKA K CJIaye M c/laya TOCyAapCTBEHHOTO K3aMEHa;

— IIOJITOTOBKA K MPOIIEAYPE 3alTUThI U 3aIIUTA BHITYCKHONW KBATU(PUKAIIMOHHON pa-
OOTBHL.

lNocynapcTBeHHBIN 3K3aMEH TO3BOJISET BBIIBUTH C(HOPMHPOBAHHOCTH BCEX KOMIIC-
TEHIIUH, ONPECIICHHBIX B YUeOHOM IUTaHE IS TOCYAaPCTBEHHOIO IK3aMEHa, TEOPETUUYECKYIO
Y IPAKTUYECKYIO IMOJTOTOBKY BBIITYCKHHUKA K PEIICHHUIO TPO(ECCHOHANIBHBIX 3a1a4. B OueTs
rocyJIapCTBEHHOTO SK3aMEHa BKJIFOUEHBI BOMIPOCH! U MPAKTUKOOPUEHTUPOBAHHBIE 3a/IaHUSI TIO
JTUCIUTIIIMHAM 00513aTeJIbHOM YacTu IporpamMMbl OakanaBpuata «JlokyMmeHToBenenuey, «Kam-
pPOBOE JENOMPOM3BOACTBOY» W JUCIUIUIMHAM YacTH, (HOPMUPYEMOH ydacTHHKaMH 00pazo-
BaTeJIbHBIX OTHOIICHUH «/lemoBas mepenucka», «IIpakTHKyM Mo opraHu3armOHHO-PaCIOps-
JUTEIBHON TOKYMEHTALIUM.

['ocynapcTBeHHBINM 9K3aMEH MPOBOJAUTCS YCTHO.

JlJis OATOTOBKM YCTHOTO OTBETAa MO OWJIETy TOCYIapCTBEHHOTO SK3aMeHa o00y-
YaroueMycsi OTBOJIUTCA He Oosiee 1 vaca, Ha oTBET mo Omiety — 10 30 MUHYT.

Pe3ynbrathl TOCyJapCTBEHHOTO HK3aMEHA ONPEAEISIOTCS OLCHKAMHU «OTIMYHOY,
«XOPOIIOY», «YIOBJICTBOPUTEIBHO», «HEYIOBICTBOPUTEIHLHO». OIEHKH «OTIUYHO», «XO-
pOILIO», «yIOBIETBOPUTEIILHO» O3HAYAIOT YCIIEHUIHOE MPOXOKACHUE IOCYIapCTBEHHOIO IK3a-
MEHA W SIBJIAFOTCS OCHOBAHUEM JIJISl IOIyCKa 00YYaroIIerocs K 3alluTe BBITYCKHOW KBaTU(u-
kanuoHHOU paboTel. Illkana oneHuBaHUs (KPUTEPUHU OIEHKU PE3yJbTAaTOB CHAYM TOCYAap-
CTBEHHOT'O PK3aME€Ha) MpeICTaBlIeHa B I1. 1.2.2 HaCTOAIIETO U3/IaHMS.

Jlyis ycnemHo# cliadu rocyJapCTBEHHOTO JK3aMeHa O0ydYaroIuiics JOJDKEeH Ioce-
TUTH TPEIIK3AMEHAIMOHHYI0 KOHCYJIBTAIMIO IO BOIPOCaM IMPOTPAMMBI TOCYAapCTBEHHOTO
sk3ameHa. [Ipemadk3aMeHaMoHHasi KOHCYJIbTAlMs BKIFOUAETCS B PACIHCAHUE TOCYAapCTBEH-
HOM UTOTOBOM aTTecTaluy, KOTOPOE yTBEPKIACTCS HE Mo3aHee yeM 3a 30 KajdeHJapHbIX THEH
JIO THSI TIPOBEJICHUS TOCYJaPCTBEHHOTO IK3aMEHa.

[ToAaroToBKY K rocyaapcTBEHHOMY 3K3aMEHY CIIeIyeT HauWHATh C O3HAKOMJICHHUS C
MPOrPaMMOIl TOCYJapPCTBEHHOTO 3K3aMEHa, KOTopasi JOBOAMTCS IO CBEIEHHUS 00yJarOmInuXCst
HE TIO3THEE YeM 3a 6 MECSIIEB 0 Hayala rocy1apCTBEHHONW UTOTOBOM aTTeCTAIUH.

Ocobenno cieayer 00paTuTh BHUMaHUE Ha 1. 1.3.2 «AHHOTalMK K BOMPOCaM, BBIHO-
CHUMBIM Ha TOCYJIapCTBEHHBIN dk3aMen» M. 1.3.3 «TumoBbie NMpakTHKO-OPUEHTUPOBAHHBIC 3a-
JaHWs, BBIHOCHMBIE HAa TOCYIAApCTBEHHBIA dK3aMeH». TeKCT aHHOTanmuu (PaKTHYECKU TIPEe.I-
CTaBJIsIeT COOOH coepKaTeNbHYIO CTPYKTYPY OTBeTa. B oMok 17151 MOArOTOBKHU K TOCYyAap-
CTBEHHOMY S5K3aMEHY NMPUBOJUTCS CHUCOK JIUTEpaTyphl (CM. M. 3) U MHTEPHET-UCTOUHUKOB
(cm. 1. 4).

[Ipu mOArOTOBKE K OTBETY HA BOIIPOCKHI OMJIETa rOCYapCTBEHHOTO 3K3aMeHa B OJaH-
K€ JUIsl YCTHOTO OTBETa HEOOXOAMMO COCTAaBUTh Pa3BEPHYTHIN IJIaH, OPUCHTHPYSICh HA MaTe-
puasibl mporpammel. [Ipu HE0OXOIUMOCTH OTAETbHBIC (PPAarMEHTHI OTBETa MOXHO MPUBECTH
MOJIHOCTHIO (HAmpuUMep, OINPEeICHUS MCIOJIb3yeMbIX MOHATHI). OTBET Ha BOmMpoc Owiiera
HY>KHO HaYMHATh C OOLIUX MOJOKEHUM U MOCTENEHHO MEPEXOAUTh K 3HAYUMBIM JCTAJISAM.

BaxapIMu TIOKa3aTeNsIMH TPAMOTHOTO OTBETa HAa TOCYJAApPCTBEHHOM JK3aMEHE SIB-
JISIIOTCSI: CTPYKTYPUPOBAHHOE U YETKOE M3JIOKEHUE TEOPETUYECKOI0 MaTeprana, BhIpaKeHHas
aBTOPCKasl TO3UIIUs, JIEMOHCTPAIUS TIOMCKA PEIIeHUH B HECTAHAPTHBIX MPAKTUKO-OPUECHTH-
POBAHHBIX CHUTYalUSIX, JIOTUYHOCTh, YETKOCTh IMPHU ONPEAEICHUU HCIOJIb3YEeMbIX MOHSITHUH,
YMEHHE JIeNaTh BBIBOJIbI; CTHUIMCTHYECKH TPaMOTHAs PeUb.

3. NEPEYEHb NEYATHbIX N SNTEKTPOHHbIX OBPA3OBATEJIbHbIX N
NMHOPOPMALMOHHbIX PECYPOCOB, HEOBXOAWUMDbIX ANA NOAroTOBKU K

28



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

roCYAAPCTBEHHOMY 3K3AMEHY'

3.1. MeyaTHbIe N (UNN) 3NEKTPOHHbIe 06pa3oBaTesibHble pecypcbl
Hopmamueno-npaeosbze UCMOYHUKU

Koncturymus Poccuiickoit denepanuu (mpuHSITa Ha BCEHAPOIHOM TOJOCOBaHMM 12
nexabps 1993 r.).

I'paxxnanckuii konekc Poccuiickoit deneparuu (dacts nepsas) ot 30.11.1994 Ne 51-
@3 (B mocienHen peJakium).

Konmekc Poccuiickoit ®eneparun 00 aJIMUHUCTPATHBHBIX IPABOHAPYIICHUSX OT
30.12.2001 Ne 195-®3 (B mocneaHe peaakiim).

Tpynosoit koaekc Poccuiickoit @enepanun ot 30.12.2001 Ne 197-®3 (B nocnennei
pEeIaKIun).

3akoH Poccuiickoit ®enepaunn ot 21.07.1993 Ne 5485-1 «O rocynapcTBeHHOH Taii-
Hey (B OCTeAHeN pelakiuin).

®enepanbHblil 3akoH «O cranpaptuzanuu B Poccuiickoit denepaunn» ot 29.06.2015,
Ne 162-@3 (B mocnenHen peakiium).

®enepanbhblil 3ak0H 0T 08.02.1998 Ne 14-d3 «OO0 obuiecTBax ¢ OrpaHU4YEHHON OT-
BETCTBEHHOCTHIOY (B MOCJEIHEH peJaKinn).

denepalbHbIM KOHCTUTYIIMOHHBIN 3ak0H OT 25.12.2000 Ne 2-®K3 «O I'ocynapcTBeH-
HoM repOe Poccuiickoit denepanum (B mocieIHel peqakinm).

@enepanbhblii 3akoH 0T 29.07.2004 Ne 98-®3 «O xommepueckoil TaiiHe» (B MO-
CIIeJTHEN peaKIum).

®enepanpublil 3ak0H 0T 22.10.2004 No 125-®3 «O6 apxuBHOM nene B Poccuiickoi
®denepannny» (B MOCIETHEN peIaKIIUN).

®enepanpubiii 3akoH 0T 01.06.2005 Ne 53-03 «O rocymapcTBeHHOM si3blke Poc-
cuiickoit deaeparnumy (B mOCIEAHEH pelaKIIiN).

®enepanbasiii 3akoH 0T 02.05.2006 Ne 59-D3 «O nopsiike paccMOTpeHHs 00pameHui
rpaxnaan Poccuiickoii @enepanumny (B mociaeaHen peJakium).

®enepanbHblil 3ak0oH 0T 27 uronst 2006 1. Ne 152-D3 «O nepcoHanbHBIX TaHHBIX» (B
MoCIeaHeH peaaKIIim).

®enepanbHebiii 3akoH 0T 27.07.2006 Ne 149-03 «O6 nrpop™Mariu, nHPOPMAITMOHHBIX
TEXHOJIOTHSX U O 3a1uTe HHPopMalum» (B MocieIHeN peJakinm).

®enepanbubiii 3akoH oT 6 ampens 2011 1. Ne 63-D3 «O6 31eKTpoHHON ToanHCKH» (B
MoCNeAHeH peaaKIIig).

Vka3 Ilpe3unenta Poccuiickoit @eneparyu ot 30.11.1995 Ne 1203 «OO0 yTBepxkaeHun
MepeyHsl CBEJCHHI, OTHECEHHBIX K TOCYJapCTBEHHOH TaifHe» (B mocienHed pe-
JTAKITIH).

Va3 [Ipesunenta Poccuiickoit denepanuu ot 06.03.1997 Ne 188 «O06 yTBepx)aeHun
NepeyHs CBEACHUN KOH(UICHIIMAIBHOTO XapaKkTepay (B MOCIEAHEH PeIaKIig).

Vka3 Ilpesunenra Poccuiickoit ®enepanuun ot 22 utons 2016 r., Ne 293 «Bomnpocsl
denepanbHOTO APXUBHOTO ar€HTCTBA» (B MOCIEIHEN PEIAKIIUN).

Pacnopsikenne Aamunuctpauuu Ilpesuaenta Poccuiickoit denepanun u Anmnapara
npaBuTenscTBa Poccniickoit ®enepanum ot 16.07.2008 Ne 943/788 [O mepeune mon-
HBIX M COKpAIICHHBIX HAUMEHOBAHUU (pelepalbHbIX OPraHOB HCIOJIHUTEIHHON
BNIacTH | (B MOCTIEHEN PEeIaKIuN).

' OGecnieuenne 00yYArOIIMXCS MHBAIMIOB U JIUIl ¢ OTPAHUYEHHBIMA BO3MOKHOCTSIMH 3/I0POBbSl [IEUATHBIMU U
AIIEKTPOHHBIMH 00Pa30BaTENILHBIMU PECYpCaMU OCYHIECTBISIETCSl B (hopMax, aanTHPOBAHHBIX K OIPaHUYCHHUSIM
UX 3JI0POBBSL.
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20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

[TocranoBnenue I'ocygapctBenHoro komurera Poccuiickoi denepaunu no CTaTUCTH -
ke oT 05.01.2004 Ne 1 «O06 yTBepx)aeHUN YHU(PHUITUPOBAHHBIX (DOPM NIEPBUUHOM YUET-
HOM TOKYMEHTAllMU 110 yYeTy TpyJa U €ro OIIaTh».

[ToctanoBnenne Muntpyna P® ot 10.09.1993 Ne 152 «O6 ytBepkaennn Hopwm
BpPEMEHHU Ha pabOTHl O aBTOMATU3UPOBAHHOW apXMBHOM TEXHOJOTHHM U JIOKYMEHTa-
IMOHHOMY 00€CIIeYeHUIO OPTaHOB yIpaBieHUs (B MOCIeIHEN peJaKlnn).
[TocranoBnenne Muntpyna P® ot 26 mapta 2002 r. Ne 23 «O06 ytBepxaenun Hopm
BpEMEHH Ha pabOThl IO JOKYMEHTAIIHOHHOMY OOECIEUEHUIO YIIPaBICHYECKUX CTPYK-
Typ (heaepalibHBIX OPraHOB MCIIOJHUTENBHON BiacTu» // bromnerenr MuHUCTEpCTBA
TpyzAa u coruanbHoro pa3sutus Poccuiickort @enepannu, 2002.

ITocranoBnenue IlpaBurensctBa Poccuiickoit ®enepaunn ot 16.04.2003 Ne 225 «O
TPYJOBBIX KHIDKKaX» (B IMOCIEIHEN peIaKIun).

[Tocranosnenue IlpaButenscrBa Poccuiickoit ®@eneparun ot 15.09.2008 Ne 687 «O6
yrBepxkaeHuu [lonoxenust 06 0coOeHHOCTAX 00padOTKHU MEPCOHANBHBIX JAHHBIX, OCY-
IECTBIISIEMOM 0e3 MCIOIb30BaHMS CPEJICTB ABTOMATH3ALHI.

[Toctanosnenue [IpaButenbcTBa Poccuiickoit @enepanuu ot 15.06.2009 Ne 477 «O6
yTBepkIeHNH [IpaBuin 1enonpon3BoACcTBa B (peepaibHbIX OpraHax WCHOIHUTEIbHOM
BJIACTH.

[TonoxxeHne o mopsAKe AOCTyINA K MaTepuaiaM, XpaHsAIUMCs B TOCYAapCTBEHHBIX ap-
XMBaxX M apXuBax roCylapCTBEHHbIX opraHoB Poccuiickoit denepainuu, mpexkpaiieH-
HBIX YTOJIOBHBIX W aJMUHUCTPAaTUBHBIX [J€J B OTHOIIEHHUU JHL], MOJABEPrLUIMXCS
MOJIMTUYECKUM PEIIPECCHSIM, a TAKKe (PUIbTPALIMOHHO-IIPOBEPOUHBIX Jei : (YTB. MpU-
Ka30oM M-Ba KyJIbTYpbl U MacCOBbIX KOMMyHHKauui P®, M-Ba BHyTpeHHuX aein PO,
denepanpHOil caykba OezomacHoctd PO ot 25.07.2006 roma Ne 375/584/352, 3a-
peructpupoBad B Muntocte Poccum 15.09.2006, perucrpanuonnsiii Ne 8296). —
Pexxum nmoctyma: http://www.rusarchives.ru/lows/access  repressions.shtml.

Enuupiii kBaM(UKAMOHHBIA CIIPABOYHUK JOJDKHOCTEH PYyKOBOAMTENEH, CHCIMAIH-
CTOB U CIyKalux, pasnen «KBanupukalnuoHHbIE XapaKTEpUCTUKU JTOJDKHOCTEH pa-
OOTHHMKOB TOCYJapCTBEHHBIX apXHBOB, IICHTPOB XPAHEHUS JOKYMEHTAIUH, apXUBOB
MYHHIIMINIATIBHBIX 00pa30BaHUi, BEIOMCTB, OpraHU3alnii, 1abopaTopuii odecrnedeHus
COXPAaHHOCTH apXMUBHBIX TJOKYMEHTOB» (yTB. IpUKa30M MUHHUCTEPCTBA 3JpaBOOXpaHe-
HUSA U colanbHOro pa3Butus Poccutickoit @eneparuu ot 11.04.2011, Ne 338H).
[Topsaiok MCHONB30BaHUS APXMBHBIX JTOKYMEHTOB B TOCYJAapCTBEHHBIX U MYHMIIH-
najgpHeIX apxuBax Poccwiickoit ®enepanum (yTB. mnpukazoM PacapxuBa OT
01.09.2017, Ne 143).

[IpaBuia opraHuzalu XpaHEHUS, KOMIUJICKTOBaHMs, ydeTa M HCIOJb30BaHUS
nokyMeHTOB ApxuBHOro ¢onga Poccuiickoii denepanyn u ApYrux apXUBHBIX
JIOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYMpaBICHHUS U
opranu3zauusx (yrB. npuka3zom Pocapxusa ot 31 urons 2023 r. Ne 77).

[IpaBuia opraHu3alu XpaHEHUs, KOMIUJICKTOBaHMs, ydeTa M HCIOJb30BaHUS
nokyMeHTOB ApxuBHOro ¢onga Poccuiickoii denepanyu W ApYyrux apxXUBHBIX
JIOKYMEHTOB B T'OCYJapCTBEHHBIX M MYHULMIAIbHBIX apXUBaX, My3eix U Oubiuore-
Kax, HAy4HbIX opranu3anusax» (yTB. npuka3zoMm Pocapxusa ot 02.03.2020 r., Ne 24).
[IpaBuiia opranu3anuy XpaHeHHsI, KOMIJICKTOBaHMSI, y4eTa U UCIOJIb30BaHUS HAYYHO-
TEXHUUYECKON JOKYMEHTAIMU B OpraHax rocyJapCTBEHHOM BJIaCTH, OPraHaX MECTHOIO
caMOyMpaBleHUs, TOCYJaPCTBEHHBIX U MYHHUIMIAIbHBIX OpraHu3anusax (yTB. IpHKa-
30M Pocapxusa ot 09.12.2020, Ne 155).

[TpaBuiia nenonpou3BOACTBa B TOCYJaPCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMo-
ynpasiieHus (yTBepkaeHbl Ipuka3zom Pocapxusa ot 22.05.2019 Ne 71).
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TumnoBsie HOPMBI BpEMEHH U BBIPAOOTKH Ha PabOTHI (YCIIyTH), BHIIOJIHIEMbIE (OKa3bI-
BaeMbI€) TOCY/IapCTBEHHBIMU M MYyHUIMNAIbHBIMU apXxuBaMu (yTB. mpuka3zom Pocap-
xuBa oT 8 aBrycra 2022 r., Ne 111).

I'OCT P 53898-2010 «CucreMbl 2JIEKTPOHHOTO JOKYMEHTO000poTa. B3anmoelicTBre
CHCTEM yTpaBJIeHUs JOKyMeHTaMu. TpeOoBaHMS K JIIEKTPOHHOMY COOOIIeHUI0. — M.,
2010.

I'OCT P 53898-2013. Cucrema 31eKTPOHHOTO TOKYyMEHTO000OpoTa. B3anmopeiicTeue
CUCTEM YyMpaBIEHUs TOKyMEHTaMU. TexHuueckue TpeOOBaHUS K DJIEKTPOHHOMY CO-
obmenuro. — M., 2013.

I'OCT P 54471-2011/ISO/TR15801:2009 «CucTtembl 3J1EKTPOHHOTO JOKYMEHTO000-
pora. YmpaBieHue nokyMmeHTauued. Wubpopmamnms, coxpaHsemas B 3JICKTPOHHOM
Buje. PexoMeHnganum no o0ecnedyeHuto JOCTOBEPHOCTH U HAJEKHOCTI.

I'OCT P 7.0.109-2024 CUBUA. Wuadopmamnmst ¥ AOKyMEHTanws. YIpaBICHHE
JTOKyMeHTaMu. Jloruyeckasi CTpyKTypa, COCTaB METaJJaHHBIX JTOKYMEHTOB U TpeboBa-
HUS K UX cozepxkanuio. — M., 2024.

I'OCT P 7.0.8-2025 «Cucrema ctaHaapToB no WHGOpMANHUK, OMOINOTCUHOMY U H3-
JIaTEeJIbCKOMY Jely. /{enonpon3BoaCTBO U apXUBHOE J1€10. TEepMUHBI U ONpEACICHUS
(yTB. M BBeeH B neicTBue mpukazom denepanbHOro areHTCTBAa MO TEXHUYECKOMY
pEryJIMpoBaHMIo U MeTposoruu ot 28 stuBaps 2025 r.). — M., 2025.

I'OCT P 7.0.95-2015. Cuctema cranmapToB no nHpopmaiuu, OMOIUOTCUHOMY U HU3-
JATEJIbCKOMY JIeNly. DJIEKTPOHHBIE JOKYMEHThl. OCHOBHBIE BM/JIbI, BBIXO/JHBIE CBEJE-
HUSI, TEXHOJIOTMYECKHUE XapaKTEepUCTUku. — M., 2015.

I'OCT P 7.0.97-2016 «Cucrema ctaHaapToB 1o nHpopmanuu, 6HOIMOTEUHOMY U U3-
JnaTenbckoMy Jeny. OpraHu3allMoOHHO-PAaclopsIUTeNbHAs AOKyMeHTalus. TpebGoBa-
HUS K 0)OPMIICHHUIO TOKYMEHTOBY (YTB. prka3oM DeaepanbHOro areHTCTBa Mo TEXH.
peryaupoBaHuio W Metposioruu ot 8 gek. 2016 1. Ne 2004-ct). — M.
Crangaptundopm, 2016. — 30 c.

I'OCT P UCO 15489-1-2019. Mudopmarus u TOKyMeHTalusl. Y IPaBJICHHE TOKYMEH-
tamu. Yacts 1. [lonsaTus u npuniuns! u apyrue. — M., 2019.

I'OCT P HMCO 30300-2015. CUBU. Nudopmanus u mokymeHtamus. CHUCTEMBI
ynpaBiieHus JoKyMeHTaMu. OCHOBHBIE TIOJIOKEHUS U ciioBapb — M., 2016.

HNCO 15489-1-2001. «Madopmanus u JOKyMEeHTAIMsA. YTIpaBieHUe 3anucsaMu. YacThb
1. O6ume TpedoBanus». — M., 2001.

OK 011-93. O6mepoccuiickuii Kiaaccu(GUKaTOp yIpPaBICHUYSCKOW JOKYMEHTAIUH.
Meroauueckue pexkomenjanuu no npumenenuto 'OCT P 7.0.97-2016 «CHUBU/.
OpraHu3almoOHHO-pACIIOpAIUTENIbHAS TOKyMeHTauusd. TpeboBaHus K 0OGOpMICHUIO
JIOKyMEHTOB». — M., 2019.

MeTtoauueckie peKoMeHAaluU Mo pa3paboTKe MHCTPYKLIMN MO JETONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOIO caMoOyIpaBiieHus (yTB. MPUKA30M
PocapxuBa ot 25.12.2020 1., Ne 199).

IlepeueHp TUIOBBIX APXMBHBIX JOKYMEHTOB, 00pa3yIOUIMXCs B HAYYHO-TEXHUYECKOU
U TMPOU3BOJICTBEHHOM JAEATEIbHOCTH OpraHu3allui, ¢ yKa3aHHEM CPOKOB XpaHEHUs
(yTB. Ilpukazom Pocapxusa ot 28.12.2021, Ne 142).

[lepeueHp TUIOBBIX YIPABJICHYECKUX APXUBHBIX JIOKYMEHTOB, OOpa3yOLIUXCS B
IIPOLIECCE AESTEIbHOCTU I'OCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYyIIpaB-
JICHUs ¥ OpraHM3allli, ¢ yka3aHueM cpokoB ux xpanenus (yTB. [Ipukazom Pocapxusa
ot 20 nexadps 2019 r, Ne 236.).

[TpumepHas HHCTPYKLUS O IETIONPOU3BOJICTBY B TOCYIaPCTBEHHBIX OpPraHU3alUsiX. —
M., 2018.
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55.

[IprMmepHOE TONOKEHUE O MOCTOSHHO AEHCTBYIOLIEH 3KCIEPTHOM KOMHCCUU Yyupe-
KJICHUA, OpraHu3aluy, NpeanpuaTus (yTBepKAeHO Mpuka3oM ['ocynapcTBeHHOH ap-
XUBHOM ciryk0b1 Poccun ot 19.01.1995, Ne 2).

[Ipumepnoe mnonoxxkenue o LlentpanpHoit skcneptHOl Komuccun (L[OK) wmwu-
HUCTEpCTBa, BegoMcTBa Poccuiickoit denepanuu (yrBepxkaeHo npukazom denepanib-
HOI apxuBHOU ci1y»K0b1 Poccun ot 17.03.1998, Ne 19).

[Tpumepnoe monoxxenue o0 apxuBe opranm3anuu (ytB. Ilpukasom PocapxuBa ot
11.04.2018 ., Ne 42).

[TpumepHoe mosokeHHE 00 SKCHEpTHONH KomuccuHM opranuzauuu (yTB. Ilpmkazom
PocapxuBa ot 11.04.2018, Ne 43).

[TpumepHoe monokeHne 00 KCIEPTHO-MPOBEPOUHON KOMUCCHHM HAYYHOW OpraHu3a-
LIUM, BKJIIOUYEHHOW B MEpEeYeHb, YTBEPXKAAeMbI MpaBUTEIbCTBOM Poccuiickon Pe-
nepanuu (yTB. mpukaszom Pocapxusa ot 13.06.2018, Ne 61).

[TpumepHOe MoOJ0XKEHHE 00 3KCHEPTHO-MIPOBEPOYHOM KOMHCCHU YIOJIHOMOYEHHOTO
opraHa HMCIIOJHUTEIbHON BiacTH cyobekta Poccuiickoit @enepanun B cepe apXxuB-
Horo zaena (yTB. mpuka3zoM Pocapxusa ot 13.06.2018, Ne 63).

Yueonan, memoouuecxkan u nayunas rumepamypa

. AQMuHHCTpaTUBHOE MpaBo : y4eOHHWK / moj pemakumen JI. M. Pabmesa, O. .

Yynpuc. — Munck : Bemmitmas mkona, 2024, — 558 c. — Teker : 31meKTpoHHBIH //
Jlanp : anexTpoHHO-OMOMMOTeuHass cuctema. — URL: https://e.lanbook.com/book/
432356 (mata obOpamenusi: 26.11.2024). — Pexxum gocTymna: i aBTOPU3. MOJB30-
BaTeJICH.

banamosa, 1. H. [IpaBoBble OCHOBBI pacCMOTpPEHUSI OOpAIEHUI IPaXKAaH : CIPaBOY-
nuk / Y. H. bamamosa, C. H. 3aiikoBa, A. C. KyckoB. — Mocksa : IIpocrekT, 2020. —
167 c. — Tekcr : anekTpoHHbIH // JlaHb : anekTpoHHO-O0nbnuoreunas cucrema. — URL:
https://e.lanbook.com/book/181173 (mara oOpamenus: 26.11.2024). — Pexum m0-
cTyna: Juis aBTOPH3. MTOJIb30BATENCH.

bproxanosa, E. A. Ynpasnenue nokymeHTamu : yaeoHoe nocodue / E. A. bproxanosa.
— 2-e u3x., nom. — bapnayn : Antl'Y, 2020. — 172 c¢. — Tekcr : anexTpoHHbI // JIans :
ANEKTPOHHO-OMOMMoTeuHass cucrema. — URL: https://e.lanbook.com/book/194866
(mara obpamenus: 26.11.2024). — Pexxum noctymna: i1t aBTOPH3. MOJIb30BaTEIICH.
I"amycrora, O. B. Cekperapckoe neno. Koncnekr nekmuii : yaebnoe nocodue / O. B.
I"amyctoBa. — Mocksa : A-Ilpuop, 2012. — 128 c. — Teker : snexkTpoHHbIi // JlaHs :
ANEKTPOHHO-O0MOMMoTeuHas cuctema. — URL: https://e.lanbook.com/book/10827 (nata
obpamenus: 27.11.2024). — Pexxum goctyma: Juisi aBTOPH3. IIOJIH30BATEICH.

. mutpuera, JI. Y. lludpoBuszanus 10KyMEHTUPOBAHHBIX cep yIpaBICHYCCKOMN J1es-

TeNbHOCTH : yuebnoe nocobue / JI. U. JImurpuena. — HoBocubupck : HI'TY, 2021. —
92 c. — Tekct : anextpoHHbl // JIaHb : 31eKTpoHHO-OMOMIMOTeYHas cuctema. — URL:
https://e.lanbook.com/book/306383(nara obpamenus: 10.06.2023). — Pexxum gocrymna:
JUTSL aBTOPH3. MTOJIb30BATEIICH.

Eropos, B. I1. Jlenonpou3BoICTBO ¥ PEKUM CEKPETHOCTH : yaeOHUK i By30B / B. I1.
Eropog, A. B. CiiuabkoB. — 4-¢ usn., crep. — Cankr-IletepOypr : Jlans, 2023. — 312 c.
— Texcr : snexkrponnslii // Jlanp : snekTpoHHO-OMONMMOTEeyHast cuctema. — URL:
https://e.lanbook.com/book/295961 (mara obOpamenus: 10.06.2023). — Pexum no-
cTyna: Ui aBTOPH3. MOJIb30BATENCH.

Eropos, B. I1. JlokymMeHTOBeIcHHE U JOKYMEHTAIIHOHHOE 00ECIICUCHHE YIIPABJICHUS B
YCIIOBUSAX MU(PPOBOA SKOHOMHKH : yuyebHoe mocodbue s cro / B. I1. Eropos, A. B.
CnunbkoB. — 4-¢ u3n., crep. — Cankr-IlerepOypr : Jlans, 2024. — 372 c. — Tekcr :
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10.

11.

12.

13.

14.

15.

16.

ANEeKTpOoHHBIN // JlaHb : 31MeKkTpoHHO-OMOMMoTeuHass cucrema. — URL: https://
e.lanbook.com/book/405590 (mata o6pamenus: 26.11.2024). — Pexum moctyma: s
aBTOPH3. I0JIb30BATEIICH.

WNudopmanronnas 0e30MacHOCTh M 3allUTa MEPCOHAJBHBIX JAHHBIX COTPYIHUKOB :
monorpadus / M. A. IlonyroBa, O. B. Crensmamenko, H. A. Anekcannposa, B. C.
AntonoBa. — Yurta : 3a6l'Y, 2022. — 250 c. — Tekct : anekTpoHHbI# // JlaHb : 37ek-
TpoHHO-OnOMmoreunass cucrema. — URL: https://e.lanbook.com/book/363386 (nata
obparmenus: 26.11.2024). — Pexxum noctyma: Jjisi aBTOpU3. MOJIb30BaTEIIEeH.
WNudopManoHHbIE TEXHOJIOTHH B JTOKYMEHTAIIMOHHOM O0ECIEUEHUH YINpPaBICHUS U
apxuBHOM zeine : yueonuk / H. H. Kynses, T. B. Koungpamosa, E. B. Tepentbena, A.
I'. ®abpuynos ; nox obm. pea. H. H. Kynse. — Mocksa : Jloroc, 2018. — 408 c. —
Tekct : anexTpoHHbIl // JIaHb : anekTpoHHO-OMOMMOTeuHast cucrema. — URL: https:/
e.lanbook.com/book/126122 (mara obpamenus: 10.06.2023). — Pexxum moctyna: ais
aBTOPU3. MOJIb30BaTEIICH.

Kab6amos, C. 0. Opranuzanus paboThl ¢ 0OpaIieHUsIMU TpaxaaH B uCTopuu Poccuu:
ydyeObHoe mocobue : yueOHoe mocobue / C. FO. KabamoB. — 4-¢ uzn. — Mocksa :
@®JIMHTA, 2021. — 312 c¢. — Tekcr : 2nekTpoHHbIH // JIaHb : 37IeKTPOHHO-OMOIHOTEY -
Hasg cuctema. — URL: https://e.lanbook.com/book/166553 (mata oOpamieHus:
26.11.2024). — Pexxum noctyna: 1uist aBTOpPU3. 10JIb30BaTENEH.

Ka6amos, C. I0. Ynpapnenne nokyMeHTaMH M O(PUCOM MECTHOM aJIMHUHHCTPAIIUU:
nmocodue JUIsl ympaBisromero aenamu : yuebnoe mocodbue / C. FHO. KabamoB. —
Mocksa : ®JIMHTA, 2017. — 205 c. — Teker : aneKkTpoHHBIN // JIaHb : 3JE€KTPOHHO-
oubnmoreunas cucrema. — URL: https://e.lanbook.com/book/92923 (maTa oOpamieHus:
26.11.2024). — PexxuMm goctyma: Jyisi aBTOPU3. IMOJIb30BaTEIIECH.

KopuunoBa, A. A. 3ammra nepcoHaJbHBIX TaHHBIX : ydeOHOe mocobue / A. A.
Kopnunosa, J[. C. IOnycoBa, A. C. Ucmarmnosa. — Ya : baml'y, 2020. — 120 c. —
Texct : anexTponnslii // Jlanp : anexTpoHHO-0MOMMOTeYHast cuctema. — URL: https://
e.lanbook.com/book/179914 (nmata o6pamenus: 26.11.2024). — Pexum moctyma: s
aBTOPH3. I10JIb30BATEIICH.

Kyrymesa, T. B. JlokymenTanronHoe obecrneueHue ynpasieHus : yuedHoe nmocodue /
T. B. Kyrymesa. — PoctoB-na-/lony : ®@enukc, 2023. — 238 ¢. — TekcT : 3IeKTpPOH-
Helil // Jlanp : snmekTpoHHO-OMOMoTeuHas cucrema. — URL: https://e.lanbook.com/
book/318845 (mara obpamenus: 26.11.2024). — Pexxum noctymna: ist aBTOPHU3. MOJIb-
30BaTesIeH.

Kynsies, H. H. loxymenroBenenue : yueOnuk / H. H. Kynsies ; non penaxmueii H. H.
KynseBa. — 2-e u31. — Mocksa : Jloroc, 2020. — 352 c. — Tekcr : anextponHsii // Jlanb
. 9NeKTpoHHO-OmMOmmoreunast cuctema. — URL: https://e.lanbook.com/book/163044
(mara obpamenus: 26.11.2024). — Pexxum mocTyma: i1t aBTOPH3. TOJIb30BaTEIICH.
KynsieB, H. H. KondunenuunaapHoe IeI0NpOU3BOACTBO U 3AIIUIIEHHBIA 3JIEKTPOH-
HBII 1oKyMeHTooOopoT : yueObnuk / H. H. Kynses ; mon pemaknueri H. H. Kynsesa.
— 2-e u3n., nepepad. u gom. — Mocksa : Jloroc, 2020. — 500 c. — TeKcT : 371€KTPOH -
Hblil // Jlanp : snexTpoHHO-OMOMMoTeuyHas cuctema. — URL: https://e.lanbook.com/
book/163041 (mara obpamenus: 26.11.2024). — Pexxum noctyma: st aBTOPHU3. MOJIb-
30Barenen

Jlapun, M. B. Nadopmanmonnoe odecnieuenue ynpapienus : 2019-12-06 / M. B. Jla-
puH. — 2-¢ u3a. (A1.). — Mocksa : PITY, 2019. — 280 c. — Tekcr : 2JIeKTpOHHBIH //
Jlanp : snexTpoHHO-OMOnMoTeuHas cuctema. — URL: https://e.lanbook.com/book/
129792 (nata oOpamenus: 26.11.2024). — Pexxum nmoctyna: il aBTOPHU3. TOJIB30-
BaTeJICH.
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23.

24.

25.

26.

Jlapekos, H. C. JlokymentoBenenue : yaeonuk / H. C. JlapbpkoB. — 3-¢ u3a. — Mockaa :
[Tpocnexr, 2016. — 412 ¢. — TekcT : 3meKTpoHHBIN // JlaHb : 3JEKTPOHHO-OMOIMOTEY -
Has cucrema. — URL: https://e.lanbook.com/book/149964 (mata oOpaieHus:
26.11.2024). — PexxuMm noctyna: Jyisi aBTOPU3. MOJIb30BaTEIIEH.

Mansuesa, 1. @. Meroauueckue peKOMEHIALMK 110 BBIIIOJHEHHUIO BBIITYCKHOW KBa-
TU(UKAITMOHHOW PabOTHI A1 HampaBiaeHUs moArotoBku 46.04.02 "JlokyMeHTOBeIE-
HHUE U apxuBoBeaeHue" : meronunueckue ykaszanus / M. ®@. Manbuesa, O. I'. Cagka, C.
B. T'opkym. — Mocka : PTY MUPDA, 2022. — 120 ¢. — Tekcr : anekTpoHHbii // Jlanb
. 2NeKTpoHHO-OmOmmoreunast cuctema. — URL: https://e.lanbook.com/book/256829
(mara obpamenus: 26.11.2024). — Pexxum mocTyma: i1t aBTOPH3. TIOJIb30BaTEIICH.
Huxudopos, C. H. Merons! 3amuTsl nHpopmanuu. [laponu, ckpeitue, mudpoBaHue /
C. H. Hukudopos. — 5-¢ uzn., crep. — Cankr-IletepOypr : Jlans, 2023. — 124 c. —
Texct : anexTponHslii // Jlanp : anexTpoHHO-0MOIMOTeYHast cuctema. — URL: https://
e.lanbook.com/book/338018 (mara obpamenus: 26.11.2024). — Pexum moctyma: s
aBTOPH3. I0JIb30BATEIICH.

[TaBnoBa, P. C. JlokyMeHTanimoHHOE oOecrieueHne ynpapiieHus. JlemoBas nepenucka /
P. C. ITaBnoBa. — 2-e u3n., crep. — Cankr-IlerepOypr : Jlans, 2023. — 152 ¢. — Tekcr :
anekTpoHHbI // JlaHb : 3nexkTpoHHO-OMOMMOTe4yHass cucrema. — URL: https:/
e.lanbook.com/book/288977 (nmata obpamenus: 27.11.2024). — Pexxum mocrtymna: uis
aBTOPU3. MOJIb30BaTEIICH.

[TaBnoBa, P. C. [Ienonpou3BoACTBO 1O MUCEMEHHBIM U YCTHBIM OOpPAIICHUSAM TpaKaaH
/ P. C. IlaBnoBa. — Cankt-IlerepOypr : JIanb, 2022. — 324 ¢. — TekcT : 37EKTPOHHBIN //

Jlanp : snexTpoHHO-OMOIMOTeuHas cuctema. — URL: https://e.lanbook.com/book/
247352 (mata oOpamenus: 26.11.2024). — Pexxum poctyna: ajisi aBTOpU3. TOJIB30-
BaTeJICH.

[TaBnoga, P. C. [lenonpon3BoAcTBO 1O 00pameHusIM rpax/iaH : yueOHoe mocodue s
By30B / P. C. [TaBnoBa. — Cankt-IlerepOypr : Jlanp, 2021. — 280 c. — TekcT : 3mek-
TpoHHBIW // JlaHb : DdNEKTpOHHO-OMOMMoOTeuHass cuctema. — URL: https:/
e.lanbook.com/book/169796 (nmata obpamenus: 26.11.2024). — Pexxum pocrtymna: uis
aBTOPH3. MOJIb30BaTENCH

[TaBnoBa, P. C. JlokymeHTaIMOHHOE OOecrieueHrne paboThl KaapOBOM CITyKObI : yueo-
Hoe mocobue it By30B / P. C. I1aBnoBa. — Cankr-IlerepOypr : Jlans, 2021. — 328 c. —
Texct : anexTponHslii // Jlanb : anexTpoHHO-0MOIMOTeYHast cuctema. — URL: https://
e.lanbook.com/book/173090 (nmata obpamenus: 26.11.2024). — Pexum moctyma: s
aBTOPH3. I0JIb30BATEIICH.

[TaBnoBa, P. C. [lokymenTtanmonHoe odecrieuenue ympasienus / P. C. I1aBnoBa. — 2-¢
usn., crep. — Cankr-IletepOypr : Jlans, 2023. — 608 ¢. — Teker : anekrponHsblit // Jlanb
. 2JIeKTpoHHO-OMOmoTeunas cuctema. — URL: https://e.lanbook.com/book/310175
(mara obpamenus: 26.11.2024). — Pexxum noctymna: i1t aBTOPH3. MOJIb30BaTEIICH.
[Terpenko, B. WM. 3ammra mepcoHaTbHBIX JAHHBIX B MH(DOPMAIMOHHBIX CHUCTEMaX.
[Tpaktukym : yaebHoe nocobue s By3oB / B. . Ilerpenko, U. B. Mannpuna. — 6-¢
u3n., crep. — Cankr-IletepOypr : Jlans, 2025. — 108 c. — Tekcr : anexkTpoHHbIH // JIaHb
. 2NEKTpOHHO-OmMOMmoreunas cuctema. — URL: https://e.lanbook.com/book/437192
(mara obpamenus: 26.11.2024). — Pexxum mocTyma: i1t aBTOPH3. TIOJIb30BaTEIICH.
[Terymko, H. E. JlokymMeHTanoHHOe OOecredeHrne ynpaBlIeHUs : y4e0.-MeToMA. To-
cooue / H. E. Ilerymko. — Munck : BI'VKU, 2020. — 165 c¢. — TekcT : 37eKTpOHHBIH //
Jlanp : snexTpoHHO-OMONMoTeuHass cuctema. — URL: https:/e.lanbook.com/book/
176019 (mata obOpamenus: 10.05.2023). — Pexxum moctyna: il aBTOPHU3. TOJIB30-
BaTeJICH.
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27.

28

29.

30.

31.

32.

33.

34.

35.

36.

[Temkosa, I'. JI. Cexperapckoe aemno : yuebnoe mocodue / I'. [I. I[Temkosa. — 3-e u3f,
ucrp. u jgon. — Musck : Bemmiimas mkomna, 2014. — 318 ¢. — Teker : 25eKTpoHHBI#H //
Jlanp : snexTpoHHO-OMONMOoTeuHast cuctema. — URL: https://e.lanbook.com/book/
65310 (mata oOpamenus: 26.11.2024). — Pexxum poctyma: Jyisi aBTOPH3. IOJIB30-
BaTeJICH.

. [Ipaktrkym 1o paboTe ¢ oOpalieHUusIMU rpak/iaH U OpTaHu3alui : yaeOHoe mocooue /

orBeTcTBeHHBIN penakrop JI. B. Cranasons. — Mocksa : Ilpocnekr, 2022. — 320 c. —
Tekct : anexTpoHHbI# // JIanb : anekTpoHHO-OMOMMOTeuHast cucrema. — URL: https://
e.lanbook.com/book/298229 (nmata obpamenus: 26.11.2024). — Pexxum pocrtymna: uis
aBTOPU3. MOJIb30BaTEIICH.

[Tyrekuna, JI. B. YrnpaBnenue 3JeKTPOHHBIM JTOKYMEHTOOOOPOTOM B BBICHIEM y4eO-
HOM 3aBejieHHM : yueOHoe mocoOue / JI. B. Ilyrekuna, B. FO. Moxkpsiii. — CaHKT-
[TetepOypr : CIIOI'YIL, 2020. — 65 c. — Tekcr : anekTpoHHbIH // JIaHb : 3JIEKTPOHHO-
oubnmuoteunas cucrema. — URL: https://e.lanbook.com/book/215444 (nmata obparie-
Hus: 10.06.2023). — Pesxxum noctymna: 71t aBTOpU3. MOJIb30BaTEIICH.

Pomammn, W. E. Ynpasnenue u skOHOMHKa apXuBHOTo jena B Poccuiickoit denepa-
nuu : yuebnoe mocobue / U. E. Pomammu. — 2-e usn., 1. — Mocksa : PITY (UH-
tepmeauaTop), 2022. — 155 c. — Tekcr : snexkTpoHHbIHA / JIaHb : 37I€KTPOHHO-OMO-
muorednast cucremMa. — URL: https://e.lanbook.com/book/350954 (mara obGpamienus:
26.11.2024). — PexxuMm nocrtyna: Jyisi aBTOPU3. MOJIb30BaTEIICH.

Ps6oBa, C. B. JlokymeHTanmoHHOE OOECIICYEHUE YIIPABICHUYECKON AEATEIbHOCTH !
ydyebnoe nocodbue / C. B. Ps6oBa. — YaesHoBck : Yal'TVY, 2021. — 340 c. — Teker :
ANEeKTpOHHBIH // JlaHb : 31MeKkTpoHHO-OMOMMoTeuHass cucrema. — URL: https://
e.lanbook.com/book/259769 (nara o6pamenus: 26.11.2024). — Pexum moctyma: s
aBTOPH3. I0JIb30BATEIICH.

Camxuna, O. II. T'ocymapcTBeHHOE YyIpaBieHHUE: TEXHOJOTUU W IU(GpOBas TpaHC-
dopmarus : yaebnoe nocobue / O. I1. Camxuna, b. b. Camwxun, O. H. Monrym. — Kei-
3pi1 : TyBI'Y, 2022. — 108 c. — Tekcr : anekTpoHHBINA // JIaHb : 3IEKTPOHHO-OMO-
muorednast cucremMa. — URL: https://e.lanbook.com/book/339617 (mara obGpamienus:
26.11.2024). — PexxuMm goctyma: Jyisi aBTOPU3. MOJIb30BaTEIICH.

Capamynosa, JI. H. JlokymeHTanimoHHOE 00ecrieueHrne yIpaBIeHISCKON IeITeIbHOCTH
: yuebnoe nocodue / JI. H. Capamnynosa, H. B. I'punikux. — Upkytck : UT'Y, 2023. —
124 ¢. — Tekcr : anexTpoHHbIH // Jlanb : anekTpoHHO-O0ubnmoreunas cucrema. — URL:
https://e.lanbook.com/book/343130 (mara oOpamenus: 26.11.2024). — Pexum m0-
cTyna: Juis aBTOPH3. MTOJIb30BATENCH.

Tenwpuapos, A. JI. ApxuBoBenenue : yueoHnoe nocooue / A. JI. Tenpuapos. — 5-¢ u3m. —
Mockaa : [lamkoB u K, 2022. — 184 c. — TekcT : anexkTpoHHbIH // JIaHb : 371€KTPOHHO-
oubnuoteunas cucrema. — URL: https://e.lanbook.com/book/277184 (mata oGparie-
Hus: 26.11.2024). — Pexxum noctymna: i1t aBTOpU3. MOJIb30BaTEIICH.

TexHomorus coruaabHOM padoThl : yueOHuK / mox penakmueit E. Y. XomocTtopoid, JI.
N. KononoBoii. — 5-e uzn., crep. — Mocksa : JlamkoB u K, 2022. — 478 c. — Tekcr :
anekTpoHHbId // JlaHb : 3nexTpoHHO-OMONMOTe4yHass cuctema. — URL: https:/
e.lanbook.com/book/277592 (nmata obpamenus: 26.11.2024). — Pexxum mocrtymna: uis
aBTOPU3. MOJIb30BaTEIICH.

TymbOunckas, M. B. 3amura nHpopmanuu Ha OpeAnpusITur : yaedHoe nocodue / M.
B. TymOunckas, M. B. IlerpoBckuii. — Bonorna : Undpa-Unxkenepus, 2024. — 144 c.
— Texcr : snexkrponnslii // Jlanp : snekTpoHHO-OMONMMOTEeyHast cuctema. — URL:
https://e.lanbook.com/book/427820 (mara oOpamenus: 26.11.2024). — Pexum 10-
CTyna: Juis aBTOPH3. MOJIb30BaTENeH

35


https://e.lanbook.com/book/215444

37.

38.

39.

40.

9]

Sl

13.
14.

15.
16.

17.
18.

VYnpasienue JOKyMeHTaMH B IH(poBoii 3koHOMUKe. Opranusanusi, perjiaMeHTarus,
peanu3anus : moHorpadus / M. B. Jlapun, H. I'. CypoBuera, E. B. Tepentsena, B. ©.
SlukoBas ; nmox penakuueit M. B. Jlapuna. — 2-e u3z., 1. — Mocksa : PITY (Un-
tepmeauatop), 2022. — 247 c. — Tekcr : anekTpoHHBIN // JIaHb : 37IEKTPOHHO-OMO -
muorednast cucreMa. — URL: https://e.lanbook.com/book/268037 (mara obOpamienus:
26.11.2024). — PexxuMm noctyna: Jyisi aBTOPU3. MOJIb30BaTEIIEH.

®dwuonoBa, JI. P. Otuka nenosoro obuieHus : yuebnoe nmocoodue / JI. P. ®uonosa. — 2-¢
u3 ., nepepad. u gom. — [lensa : [IT'Y, 2020. — 112 c. — Tekcr : snexkTpoHHbIH // JIaHb :
ANIeKTpOHHO-Onbmmoreunass cuctema. — URL: https://e.Janbook.com/book/162302
(mata obpamenus: 27.11.2024). — Pexxum mocTyma: i1t aBTOPH3. TOJIb30BaTEIICH.
Yynpun, K. II. Teoperuueckoe nokymeHroBeneHue : yuebHoe mocobue / K. II.
Uynpun. — Ilepms : TII'UK, 2019. — 96 c. — Tekct : anmekTpoHHBIN // JlaHb @ 37eK -
TpoHHO-OMONMMoTeunas cuctema. — URL: https://e.lanbook.com/book/155791 (mata
obparmenus: 26.11.2024). — Pexxum noctyma: Jjisi aBTOpU3. TOJIb30BaTEIEH.
yneruna, M. B. ApxuBoBenenue : yuebnoe mocobue / M. B. Illynsruna. — Ap-
xaHrenbek : CADY, 2014. — 232 c. — Teker : anekTpoHHbIN // JIaHb : 3JE€KTPOHHO-
oubnmoreunas cucrema. — URL: https://e.lanbook.com/book/96617 (maTa oOpamieHus:
26.11.2024). — PexxuMm goctyma: Jyisi aBTOPU3. TMOJIb30BaTENEH.

Jlokymenmogseodueckue u apxusosedueckue nepuooudeckue uz0anus
«Bectauk apxuBucta.RU»: Poc. ucropuko-apxuBoBeaueckuid xypHai. — U3a. ¢ 2012

TI.
Jenmonpoun3BoacTBo: u3a. 2 pa3a B nosyroaue. — M3a. ¢ 2011 r.

. Jlenonpou3BoACTBO M JOKYMEHTOOOOPOT Ha MPEANPHUATUH: €KEMECIUHBIN KypHaI. —

WN3n. ¢ 2002 1.

JIMpeKTop 10 NepCoHAIly: €KEMECIYHbIN TPAKTUYECKUN Ky PHAIL

Kanposas ciyx0a u ynpaBlieHHE MEPCOHATIOM MPEANPHUITH: €KEMECSIUHbIN KypHa.
—W3n. ¢ 2002 r.

Kagposuk: exxemecsunbliii )xypHai. — U3a. ¢ 2002 r.

KanpoBoe nemno: exxemecsiuHblid pakTuueckuii xxypHai. — M3a. ¢ 2003 r.

KaapoBsliii Bompoc: exXeMeCsIUHbIN KypHal.

Kanpossiit menemxment: M31.10 Beim. B rog. — Uza. ¢ 2002 r.

. Kagpsl npenanpusatus: exxeMecauHblid KypHaJ.
1.
12.

OTteuecTBEHHBIE apXUBBI: HAYYHO-IIPAaKTHUECKUM KypHal. — M3, ¢ 1991 r.
CekperapuaT B BONPOCAX W OTBETAX: €KEMECSUHBIN KypHaJl B ¢dopMaTe «BOIPOC-
orBeT». — M3a. ¢ 2009 1.

CekpeTtapckoe Jeo: exxeMecsuHbIi podeccruonanbHbli xxypHal. — M3, ¢ 2001 T.
CoBpeMeHHbIE TEXHOJIOTUH JIETONPOU3BOJICTBA U JJOKYMEHTOO00POTA: €KEMECTUHBIN
xypHai. — U3g. ¢ 2011 r.

CrnpaBOYHUK KaJpOBHKA: €XEMECIYHBIHN KypHaJl pyKOBOAUTEINS KaJPOBOU CITYKOBI.
CripaBoYHUK ceKpeTapst U opucC-MEHEKepa: KEMECSIHBINA MPAKTHUECKUI KypHaAJ. —
N3n. ¢ 2002 r.

VYnpaneHue nepcoHanaom: uzi. 2 pasza B mecsil. — M3a. ¢ 1996 r.

IOpuanueckuii cipaBOYHUK PyKOBOAUTENS: €keMec. )KypHai. — 13xa. ¢ 2002 r.

3.2. UHpopMaLOHHbIe pecypchbl

3.2.1. Ilpogpeccuonanvnvie 6a3zpl OAHHBIX U UHPOPMAYUOHHBIE CHPABOYHBIE CUCHIEMDbL
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ba3pl JaHHBIX:

bubnuoteka guccepranmii u pedpepatoB Poccuu. — Pesxxum moctyma: http://
www.dslib.net

Ennnoe oxHO poctyna kK mHGOPMAIMOHHBIM pecypcaM. — Pexxum pocrtyma: http://
window.edu.ru

«Kubepnennnka» Hayunas snextponnas oubaunoreka. — Pexxum moctyma: https:/

cyberleninka.ru
Hayunas snektponnas 6udimoreka E-library.— Pexxum noctymna: https://elibrary.ru/

defaultx.asp

HanmonanwsHas anekTpoHHas Oubnuoreka. — Pexxum moctyma:http:/xn--90ax2¢.xn--
plai/

HannoHanbHBIN OTKPBITHIA yHUBEpCUTET.— Peskum moctyma :http:/ www.intuit.ru/
9BC «Jlanby. — Pesxxum noctyma:http://e.lanbook.com

OBC «IIpodu-JIndx». — Pexxum moctyna: https:/biblio.profy-lib.ru/

OBC «PykonT». — Pexxum nocryna: http://rucont.ru

DnexktpoHHas onbauoTeka qucceptanuii PI'b. — Pexxum noctyma:http://www.dslib.net;
Web of Sciense. — Pesxxum noctyna: https://webofscience.com.

I/IH(l)OpMaIII/IOHHbIe CIIPaAaBOYHBIC CUCTEMBI:

l"apanr,
Koncynbprant+

3.2.2. Pecypcwot unghopmayuonno-meneKomMmynuxayuonnou cemu Humepnem

http://archives.rumethodics/ — caiit @enepaabHOro apXUBHOTO areHTCTBA.
http://www.kadrovik-praktik.ru — caliT MarepuanoB MO KaJpOBOMY IEIOMPOU3BO/I-
CTBY.

http://cyberleninka.ru/ — Hayunas snextponnas 6udianoreka «KubepieHuHKay.
http://elibrary.ru — Hayunas snextponHas 6ubnuoreka e-LIBRARY .ru.
http://www.rusarchives.ru/ — ITopran «Apxussl Poccuny.

http://www.scholar.ru/ — ITouck Hay4HbIX MyOJUKaIUI.

http://e.sekretariat.ru/ — cailiT 3;1eKTpOHHOI Bepcuu xypHaia «CrnpaBoOYHUK CeKpeTaps
U o(uc-MEHeIKEPay.

http://www.delo-press.ru — calT xxypHayia «/leIompon3BoaCTBO U JOKYMEHTOOOOPOT
Ha MPeIIPUATHI.

http://www.funnycong.ru/ — Jlenonpou3BoACTBO (CaAUT MaTEpPUAIOB).
http://www.kdelo.ru/ — caiit )xypHana «KagpoBoe neio».

http://www.profiz.ru/st/ — caitT xxypHana «Cexperapb-pedepeHt».
http://www.sekretariat.ru/forum/forum1/topic781/messages — PRO-/lenonpoussos-
ctBo 1 CO/JI.

http://www.sekretarskoe-delo.ru — caiit xypHana «Cekperapckoe J1enom.
http://www.top-personal.ru — caiiT >xypHaia «YTpaBieHUE TIEPCOHATIOM.
http://www.top-personal.ru/officeworks — caiit xypHana «/lenonponsBoacTBo».

4. ONNCAHUE MATEPUA/TIbHO-TEXHVNYECKOW BA3bl, HEOBXOAUMOW AN

noaAroToBkm 1 NPOBEAEHNA TOCYAAPCTBEHHOIO 3K3SAMEHA

I[J'ISI MNOATOTOBKHU K T'OCYyAApCTBCHHOMY OJ5K3aMCHY HCIOJIb3YIOTCA ayAUTOPUHN IJIA
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CaMOCTOSITENILHON pabOThl, OCHAILIICHHbIE KOMITBIOTEPHON TEXHUKOH C BO3MOKHOCTBIO TMOJI-
KItoUeHus K cetd "MHTepHeT" u oOecnieueHHbIe TOCTYIIOM B 3JIEKTPOHHYIO HH(DOPMAIMOHHO-
00pa3zoBaTEeNbHYIO CPEIy OpraHU3aIUH.

l'ocynapcTBeHHBIN SK3aMEeH MPOXOAUT B YUYEOHBIX AyIUTOPHUSIX, OCHALEHHBIX JIH-
[EH3UOHHBIM M CBOOOJHO pPAaCIpOCTpaHsIeMbIM IpOrpaMMHBIM obecnieueHreMm: Microsoft
Windows, Microsoft Office 2007, Google Chrome, Internet Explorer, Kasperskyendpointse-
curity 10.
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NUCT N3MEHEHWIA B MPOrPAMME rOCYAAPCTBEHHOIO 3K3AMEHA

B nmporpamMmy rocyapcTBEHHOr0 9K3aM€Ha BHECEHBI CIIEAYIOIINE U3MEHEHU:

Y4eOHbli PexBu3uthI Homep 1 HaumeHOBaHHE Copepxxanue u3MeHeHMIt
roj NMPOTOKOJIA paszjaena, noapasaea 1 10TIOJIHEH U1
2024/25 IIpotokon Ne 11 | 3. Tlepeduenp pexkOMEHIyEeMOM

ot 27.05.2024

JTUTEpaATyphl, HEOOXOTUMOM IS
noarorosku BKP

OOGHOBJIEHUE U IOMOJHE-
HHE CIIUCKa PEKOMEHIY-

2025/26 IIporokon Ne 8 | 3 1 [leqarnsie n (unmun) srek- eﬁggﬁ;ﬁﬁ?ﬁiiﬁ?ﬁ

ot 26.05.2025 TPOHHBIE 00pa30BaTENbHBIC pe- Y . 8 N
HAY4HOU JINTepaTypon
CYpChI

2026/27 [Tpotokom Ne
JUL.MM.ITIT

2027/28 [Tpotokom Ne
JUL.MM.ITIT
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Yuebnoe uzoanue

ABTOpBI-COCTaBUTEIU:
Haranbs OneroBHa AjiekcaHapoBa
Hukonait AnexkcanipoBud AHTUIIUH

FocyaapCcTBEHHbIW 3K3aMeH o nporpamMme GakjiaBpuaTa

«JlokyMeHTallMOHHOE O0ecneuyeHue YIpaBJIeHUs»
10 HANIPABJICHUIO MOATOTOBKHU

46.03.02. flokymeHTOBeAeHUe N apXnBoBeaeHne

kBasMpukanus: 6akajaBp

IIporpamma

[TeuaraeTcst B aBTOPCKOM peAaKIuu

[lodnucaHo k neuamu
®opmam 60x84/16 O6wvem 2,4n. 2.
3aka3 Tupasic 100 3K3.

YensOuHCKUM TOCYTapCTBEHHBIA HHCTUTYT KYJIBTYPBI
454091, Yensabunck, yin. Opmxonukunze, 36 A
Otneuarano B Tunorpadpuu YI'MK. Puzorpad
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