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[IporpaMmmMa rocyaapcTBEHHOTO 3K3aMEHa COCTaBJI€HA B COOTBETCTBUHU C TpeOOBaHMU-
svu @I'OC BO no nanpasienuto noarotoBku 46.03.02. JIokyMeHTOBEIEHUE U apXHUBOBEJIE -
HIUE.

ABtopsi-coctaButenu: H. O. AnekcanapoBa, KaH/A. UCT. HAYK, JTOICHT Kadeaphl UCTO-
pHUH, My3€0JIOTUU U JTOKyMeHToBeneHus; H.A. AHTUNNH, JOUEHT Kadeapbl UCTOPUU, MY3€0-
JIOTUUA U JIOKYMEHTOBEJICHUS, KaHJ. UCT. HAyK, 3aMECTUTENb JupeKTopa ['ocyaapcTBeHHOTO
yupexaenus: «O0beIMHEHHBIN rocyAapCcTBEHHBIN apXuB YensiOuHcKon o01acTuy.

[Iporpamma rocyaapCTBEHHOTO SK3aMeHa MO HaIpaBlIeHUI0 NoATroToBKU 46.03.02.
JlokyMeHTOBeiIeHHE U apXHUBOBeJieHHe Kak cocTtaBHas yacTb OIIOII pexomennoBana Ha 3ace-
JaHUM coBeTa (akyiIbTeTa JOKYMEHTAJIbHBIX KOMMYHHUKALUH U TypuU3Ma K PacCMOTPEHHIO
AKCIIEPTHOM KoMmHccuel, mpoTokoi Ne 6 ot 22.03.2022.

Okcneptu3za nmposeaeHa 22.04.2022, akt Ne 2022/710V.

[IporpamMma rocynapcTBeHHOro 3k3aMeHa Kak coctaBHas 4acTb OIIOII ytBepxkieHa
Ha 3aceJlaHUM Y4YEHOro coBeTa MHCTUTYyTa poTokosa Ne 6 ot 30.05.2022.

Cpoxk neiicTBusi paboueii mporpaMmbl TOCYIapCTBEHHOTO 3K3aMeHa MPOJJIEH Ha 3ace-
JIaHUW YYEHOTO COBETa MHCTUTYTA Ha!

YueOHbIii roja Ne mpoToK0.J1a, 1aTA YTBEPKIACHHUS
Y4eOHblii rog Ne mpoTokosa, 1aTa yrBep:KIeHHs
2023/24 npotokoi Ne 8 ot 29.05.2023
2024/25 nportokoi Ne 11 ot 27.05.2024
2025/26 npoTokoa Ne 8 ot 26.05.2025
2026/27 npoTokoa Ne 10 ot 25.05.2026
I'74 lNocynapcTBeHHBIN 9K3aMeH 10 MporpamMme OakayaBpuara «JloOKyMeHTaIMoH-

HOe o0ecreyeHre ynpaBieHus» M0 HampaBiIeHUI0 NoAroToBku 46.04.02 JlokymeH-
TOBEJICHWE U apXWBOBENICHUE, KBanudukaus : 6akagaBp: mporpamma / aBT.-COCT:
H. O. Anekcanzaposa, H. A. Autunus ; YensOuHCKHIA rocy1apcTBEHHBI HHCTUTYT
KyJnbTypbl. — Yensaounck, 2022. — 38 c. — (®I'OC BO Bepcust 3++). — TekcT : Heno-
CPEACTBEHHBIM.

IIpoepamma 2ocyoapcmeennoco 5K3ameHa GKIouaem: (POHO OYEHOUHBIX CPeOCms;
pexomenoayuu ooy4aruuMcs 0ia NOO2OMOBKU K 20CY0apCmMEeHHOMY K3AMeHy, nepeyetd
PeKOMeHOYeMOU Tumepamypbl, Heooxo0UMoul 011 NOO2OMOBKU K 20CYOAPCMBEHHOMY 9K3d-
MeHy, nepeueHnb pecypcos UHGOPMAYUOHHO-MeENEKOMMYHUKAYUOHHOU cemu « UnmepHemy,
HeOOX0OUMBIX OJI51 NOO2OMOBKU K 20CYOUPCMBEHHOMY IK3AMEHY, nepeuenb UHDOPpMayuoH-
HBIX MEXHON02UM, UCNONb3YEMbIX NPU NOO2OMOBKE U NPOBEOEHUU 20CYOAPCMEEHHO20 IK3A -
MeHQ, BKNIOUAs. NepeyeHb NPOSPAMMHO20 0becnedeHus U UHGOPMAYUOHHBIX CHPABOUHBIX
cucmem, onucamue MamepuarbHO-MexHuUueckol 06asvl, HeoOX00UMOoU 071 NOO20MOBKU U
npoeedenus 20Cy0apCmeenHo20 IK3AMEHA.

© YensOMHCKHIA TOCYJapCTBEHHBIH
UHCTUTYT KyJIbTYphl, 2022
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1. ®oHJ OLLeHOYHBIX CPE/CTB

1.1. IlepeyeHb KOMIIETEHI[UI1, KOTOPHIMHU [I0/DKHBI OBJIaJleTh
oOyuaroruecs B pe3yJbTaTe 0CBO€HHUS OCHOBHOM NpodeCcCuOHaIbHOMI
oO0pa3oBaTe/JIbHOM NIPOrpaMMbI

Yuueepcanvnvie komnemenyuu:

— CnocobeH OCymIECTBIISATh TOUCK, KPUTHUECKUIN aHAIN3 M CUHTE3 MH(OpMaIUH, MpH-
MEHSTh CUCTEMHBII MOAXO0/ Ui pelleHus moctapieHHbIx 3aaa4 (YK-1);

— CnocobeH ormpenenars Kpyr 3aJad B paMKax ITOCTABICHHOW LENH W BBIOUPATH
ONTUMAJIbHBIE CIHOCOOBI UX PEIIeHHUs, MUCXOAS M3 JIEUCTBYIOIIMX IPABOBBIX HOPM,
umeroumxcs pecypcos u orpannuenuit (YK-2);

— Cnoco0eH OCyNIECTBIATh COLMATFHOE B3aUMOJACHCTBHE U PEaIn30BbIBATh CBOIO POJIb
B komanze (YK-3);

— Cnoco0eH OCyIIeCTBIAThH JEIOBYI0 KOMMYHHKAIIMIO B YCTHOM U MUCbMEHHOU (popmax
Ha rocyJapcTBeHHOM s3bike Poccuiickoil @enepanun U HHOCTpaHHOM(BIX) sA3bIKE(AX)
(YK-4);

— CnocobOeH BOCIPUHUMATH MEXKYJIBTYpPHOE pa3HOOOpa3uwe OOMmecCTBa B COIMAILHO-
HUCTOPUYECKOM, dTHYECKOM U puinocodckom koHTeKeTax (YK-5);

— CnocobeH ynpasisiTh CBOUM BPEMEHEM, BBICTPAUBATh U PEATM30BBIBATH TPACKTOPHUIO
camMOpa3BUTHS HA OCHOBE MPUHIIUIIOB 00pa3oBaHus B TeueHue Beel xu3uu (YK-6);

— CnocobeH monnepKuBaTh TOJKHBIM YPOBEHb (PH3MUECKOW MOATOTOBICHHOCTH IS
oOecrieyeHHs] TOJHOLEHHOW COIUAIbHON UM MpodeCcCHOHAIBHONW JeSTENIbHOCTH
(YK-7);

— Cnoco0eH co3/1aBaTh U MOJJACPKUBATH B TTOBCETHEBHOM KU3HU U B MPOGECCHOHATb-
HOM J1eATEIbHOCTU O€30MaCHbIE YCIOBUS )KU3HEAEATEIbHOCTH I COXPAaHEHUsS MpH-
pOIIHOM cperpl, 00ecreYeHus YCTOMYMBOTO pa3BUTHs OOIIECTBAa, B TOM 4YHCIE IPH
yIpo3€ U BOSHUKHOBEHUHU YpPE3BbIYANHBIX CUTyallMid U BOEHHbIX KOH(IUKTOB (YK-8);

— Cnoco0eH Hcmonb30BaTh 6a30BbIe 1e(DEKTOIOTHYECKHE 3HAHUS B COIIMAILHOM U MPo-
deccuonanpHOl chepax (YK-9);

— Cnoco0eH nmpuHUMaTh 000CHOBAHHBIE SKOHOMHYECKHE PEIICHUs B pa3iMuHbIX 00ja-
ctax xxuzHeaesTenbHocTu (YK-10);

— Cnocoben (opmupoBaTh HETEPIIUMOE OTHOIIEHHE K KOPPYMLUHUOHHOMY MOBEICHUIO
(YK-11).

Oobwenpogeccuonanvhvle Komnemenyuu:

— CnocoOeH mpUMeHSITh Ha 0a30BOM YPOBHE 3HAHHSI HCTOPUYECKUX HAYK MPH PEHICHUU
3ama4d B cepe cBoeii mpodeccuonansHom nestenpaocT (OITK-1);

— CnocoOeH HaxOIWTh OPraHU3aIMOHHO-YIIPABICHUECKUE PEIICHHs MPU PEIICHUU 3a-
nad B chepe cBoelt mpodeccuonanpHoi aestensHoctr (OITK-2);

— CnocoOeH MPUMEHATh TCOPETUUCCKUE 3HAHUS IS PEIICHHs TIOCTABICHHBIX 3a/1a4 B
obnactu nokyMeHToBeaeHus u apxuBoseaeHus (OI1K-3);

— CnocoOeH MOHMMATH TPUHIMIIBEI PA0OTHI COBPEMEHHBIX HH()OPMAIMOHHBIX TEXHO-
JOTHHA W WCIIONB30BaTh MX JUIA pEIIeHUs 3afad MpoeCCHOHATBLHON NesITeIbHOCTH
(OIIK-4);

— CnocobeH caMOCTOSITETbHO paboTaTh C Pa3IMYHBIMA MCTOYHUKAMU HH(OpMAIH U
NPUMEHSITh OCHOBBI MH(OPMAIIMOHHO-aHATMTUYCCKON JCSITEIBHOCTH TPU PEUIICHUU
npodeccuonanpHbix 3a1a4 (OIIK-5).



HpOd)eCClIOHaJleble Komnemenuuu.

Tun 3a0au npogheccuonanvhoil 0eamenbHOCMU: HAYYHO-UCCAE0068AMETbCKUIL
CriocobeH TNPUMEHATh HAYYHO-METOIAMYECKHE OCHOBBI JIOKYMEHTOBEICHHUS U
apxuBoBeeHus B mpodeccronansuoi chepe (I11K-1);

CriocobeH COBEpUICHCTBOBATh JIOKYMEHTAIIMOHHBIE MPOIECCH B YIPABICHUU B
COOTBETCTBUU C TpeOOBaHUSIMU HOPMATHBHO-IIPABOBOI'O pETyJIUpOBaHUs B cdepe
uHpopmanuu u fokymenrtanun (I1K-2).

Tun 3a0au npogpeccuonanvHoii desmenbHOCMU: MEXHON0ZUYECKUTL

CriocobeH oCymecTBIsATh OPraHU3alMOHHOE, JOKYMEHTAIIMOHHOE ¥ HH(OPMAIIMOHHOE
obecrieueHne AesTeIbHOCTH pyKoBoauTesst opranuzanun (I1K-3);
Cnoco0OeH OpraHuM3oBaTb W  OCYIIECTBISATh JOKYMEHTHPOBAaHUE
opranuzanuu (I1K-4).

JACATCIIBHOCTH

Tun 3a0au npogpeccuonanbHoll 0eamenbHOCHU: OPZAHU3AUUOHHO-YRPABIEHYECKUTL
CrocobeH co3maBaTh M BECTM CHUCTEMbI JIOKYMEHTAIIMOHHOTO OOecreueHHs
yIOpaBieHUs U apXUBHOTIO Jiesia Ha 0a3ze HoBelmux texHosoruit (I1K-5);

CriocobeH ocymiecTBIsATh pa3pabOTKy M BHEIPEHHUE JIOKAJIBbHBIX HOPMAaTHBHBIX aKTOB
0 JOKYMEHTAIlMOHHOMY obOecrieueHuIo yrpasieHnus opranuszamnueit (I1K-6);
CriocobeH pyKOBOJMTH MOJPA3JEIEHUEM apXUBa, OCYLIECTBIATH JESATEIBHOCTH IO
ApXMBHOMY XpPaHEHUIO JOKYMEHTOB, UX YY€Ty M HCIOJIb30BaHHIO, 00ECHEUYEeHUIO
COXPAaHHOCTH, MOCTPOCHHUIO U KOHTPOJIO CIPABOYHO-UH(OPMAILMOHHBIX CPEICTB K

apxuBHbIM IokymeHTaMm (I1K-7).

1.2. OnucaHue noKa3aTeJed U KpUTepueB OlleHNBaHUSA KOMIIEeTEeHI Ui, a
TaKoKe IIKaJI OlleHUBaHUA

1.2.1. Onucanue noxazameneil u Kpumepues OUeHUGAHUA KOMNEMEeH YUl

Taouauna 1
Pe3yabTaThl 0CBOCHUA Iloka3zaTesn Kpurepun
o1on copMupoBaHHOCTH OLICHMBAHUS YPOBHS
(conep:xanme KOMIIeTeH Uil chopMupoBaHHOCTH
KOMIIeTeHIMii M KO/JbI) KOMIIeTeHI i

Ynueepcaﬂbnbte Komnemenuuu

Criocoben OCYIIECTBIISTh
MOWCK, KPUTHYECKUI aHAIN3 U
CHHTE3 WH(OpMaNH, TpUMe-
HSTh CHUCTEMHBIM MOIXOA st
pelIeHus MOCTaBICHHBIX 3a1a4
(YK-1)

YMEET OCYUIECTBISITh IOKUCK,
KPUTUYECKUM aHAIU3 U CUHTE3
uHpOpMAIMK, TPUMEHITh CH-
CTEMHBIM MOAXOJ AJIS1 PELICHUs
TMOCTaBJICHHEIX 33724

B BKP conepxarcs 00600mme-
HUS, aHajJu3 IPOIECCOB B
obmactu JJOY wu apxuBHOTO
Jela HAa OCHOBE CHCTEMHOIrO
MOJX0/1a, MPUCYTCTBYIOT HEOO-
XOIMMBIE BBIBOBI

CriocobeH  ompenensiTb Kpyr
3a/1a4 B paMKax MOCTABJICHHOM
eI W BHIOMpATh ONTHMAJIb-
HBIE CIIOCOOBI WX peIleHHUS,
UCXOMs U3 JCHCTBYIOIINX Mpa-
BOBBIX HOPM, MMEIONIUXCS pe-
cypcos u orpannuenuii (YK-2)

yMEEeT OMpEeIesaTh KPyr 3a7ad
B paMKax IMOCTaBJICHHON IeNn
U BBIOMpaTh  ONTHMAJIbHBIC
CHOCOOBI MX PELICHUS, UCXOMS
U3 JICHCTBYIOIIUX TMPABOBBIX
HOPM, UMEIOIIUXCS PECYPCOB U
OTpaHUYCHUI

B BKP pematorcs 3amaun B
pamMKax MOCTaBJICHHON LEIN U
BEIOWpArOTCA ONITHMAaJTbHBIE
CIIOCOOBI UX PELICHHS, UCXOIS
M3 JCHCTBYIOIIMX TIPAaBOBBIX
HOPM, UMEIOIINIXCSI PECypCOB U
OrpaHUYECHUI

Criocoben OCYILECTBIISTh
COIIMAIEHOE  B3aUMOJICHCTBHE
U peajM30BbIBATh CBOIO POJIb B

YMEET OCYHICCTBJIATH COLIMAIb-

B BKP npu BeImonHeHnu npax-




komange (YK-3)

HOE B3aMMOJIEMCTBUE U peau-
30BBIBATH CBOIO POJb B KO-
MaH/Ie

TUKO-OPUEHTUPOBAHHOTO  HC-
CIEOBaHUs MPOJEMOHCTPUPO-
BAHO YMEHHUE OCYILUECTBISATh
COIIMAJIbHOE B3aMMOJCHCTBHE
U PEaN30BbIBATH CBOIO POJIb B
KOMaHJIe

CnocobeH OCyIIeCTBIIATh JIe-
JIOBYI0O KOMMYHHUKAIIHIO B yCT-
HOU M mMUChbMEHHOU (opMax Ha
rOCyJlapCTBEHHOM si3bIke Poc-
cuiickoit deaepaluu U HUHO-

YMEET OCYIIECTBISATH IEIOBYIO
KOMMYHUKALlMI0 B YCTHOW U
IIACbMEHHOU ¢dbopmax  Ha
rocyapcTBeHHOM s3bIke Poc-
cuiickoit denepauuu U HHO-

B BKP conepxarcs cBenenus o
MPUMEHEHUH JIETOBBIX KOMMY-
HUKAIHAH

CTpaHHOM(BIX) a3bIKe(ax) | ctpaHHOM(BIX) s3bIKe(ax)

(YK-4)

Crnocoben BOCIIPUHUMATH | yMeeT BocnpuHHMarh Mex- | B BKP yurena wnrdopmanms
MEXKYJIBTYpHOE pazHooOpasue | KylbTypHOe pasHoobOpasre | MeXKYIbTYPHOM pa3Hoo006-

o0miecTBa B COIMAIBLHO-UCTO-
pHUYECKOM, 3THYECKOM U (u-
smocopckom KOHTEKCTax
(YK-5)

o0IecTBa B COLIMAILHO-UCTO-
PHYECKOM, STHYECKOM H (H-
710c0()CKOM KOHTEKCTax

pa3un 06H.[€CTBa B Pa3JIN4YHBIX
KOHTCKCTax

CrocoOeH yIpaBlIAITh  CBOUM
BpEMEHEM, BBICTPaUBaTh U pea-
JIN30BBIBATH TPAaeKTOPHIO
CaMOpa3BUTHsI Ha  OCHOBE
NPUHIMIIOB  00pa3oBaHUS B
TeueHue Beel xxm3au (YK-6)

yMeeT YIPABISTh CBOUM
BpEMCEHEM, BBICTpaMBaTh U pea-
JTU30BBIBATH TPACKTOPHUIO CaMO-
pa3BUTHS Ha OCHOBE MPHUHIU-
moB 00pa3oBaHUs B TeUEHHE
BCEH KU3HU

B BKP crymenr mnpone-
MOHCTPHPOBAJl YMEHHUE yIpPaB-
JITh CBOUM BPEMCHEM,
BBICTPauBaTh U PEaTU30BLIBAThH
TPACKTOPHIO CAMOPa3BUTHS Ha
OCHOBE TIPUHITAIIOB 00pa3oBa-
HHS

Criocoben MOJ/ICPKUBATH
JIOJDKHBIA  YPOBEHb  (pU3HUe-
CKOM IOATOTOBJIEHHOCTH IS
obOecrieueHus  TOJHOIICHHOM
conuansHOH W mpodeccuo-
HaJgpHOU nestenpHocTh (YK-7)

yMeeT MOAJCPKUBATh JIOJIXK-
HBIH  ypOBeHb  (PH3MUECKOM
MTOATOTOBIIEHHOCTH It o0ec-
IEeYCHUs MOJHOIEHHOU COIH-
ATBHON W TPO¢eCCHOHAIBHOM
JESTETIbHOCTH

B BKP crynenr mnpone-
MOHCTPUPOBANl yMEHHE TOJ-
JIep>)KUBaTh JIOJDKHBIA YPOBEHb
¢U3NUECKOH TMOATOTOBJIEHHO-
cTi sl oOecrieueHus TIOJ-
HOIIEHHOW COIIMaJIbHON U Mpo-
(hecCHOHAIBHOM e TeILHOCTH

CrocobeH co3maBaTh W MOJ-
JIEp)KUBaTh B TOBCEIHEBHOM
KHU3HU U B MPO(hecCHOHATHHOMN
JIESITEIbHOCTH Oe3omacHbIC
YCIIOBUSL  KU3HEACATEILHOCTH
JUIE  COXPAaHEHUS TPUPOIHOMN
cpenpl, 00ecreueHnsl yCTOWYH-
BOTO pa3BuTHs 00IIecTBa, B
TOM YHCJIE TIPH yTPO3e U BO3-

yMeeT co3daBaTb M IIOA-
Jep)KUBaTh B TOBCEIHEBHON
KU3HU U B TIPO(ECCHOHAITBHOM
JeSTeIbHOCTH Oe3omnacHble
YCIOBUS  KU3HEIEATEIBHOCTH
JUIL  COXpaHEHUs] MPUPOJTHOU
cpenbl, obecriedeHusT yCToHIu-
BOTO pa3BUTHS OOILECTBA, B
TOM 4YHCJE MPU yrpo3e M BO3-

HAKHOBCHHHM  YPE3BBIYAMHBIX | HHKHOBEHUH  YPE3BBIYANHBIX
CUTyaluui u BOCHHBIX | CUTyalMi u BOCHHBIX
koH}KTOB (YK-8) KOH(JIMKTOB

B BKP crymenr mnpone-
MOHCTPUPOBAJ YMECHHE CO3J1a-
BaTh U MOJICPKUBATH B MMOBCE-
JTHEBHOMW HU3HU U B TIPOQeccu-
OHAJILHOM JeaTenbHOCTH 0e3-
OMAacCHBbIC YCJIOBHS JKH3HEIEs-
TENBHOCTH

Crioco0eH ucnoiabp3oBaTh 0a30-
BbIe JIe)CKTOJIOTUUECKUE 3HA-
HUSl B COLMAIILHON W mpodec-
cuoHanbpHOU cdepax (YK-9)

YMEET WCIIONhb30BaTh 0a30BbIE
JNe(EKTOJOTHUECKUE 3HAHUS B
COITHATTBHOM 1 TPO(ECCHOHAITE-
HOM chepax

B BKP crymenr mpoge-
MOHCTPHPOBAJI yMEHHE WHC-
MOJIb30BaTh 0a30BbIe AedeKTo-
JIOTHYECKHE 3HAHMS B COLUAIIb-
HOW ®  mpodecCHOHATBHOMN

chepax

CrocobeH mpuHUMAaTh 000CHO-
BaHHbIE YIKOHOMUYECKUE pelle-
HUSL B Pa3NWYHBIX 00JacTiX

YMECT NMPUHUMATH 000CHOBaH-
HBIC 3KOHOMHUYECCKHUE PEHICHUA

B BKP crynenr mnpone-
MOHCTPHPOBAJI yYMEHHE TIpH-
HUMATD 000CHOBaHHbBIE




x)usHenestenpHocty (YK-10)

B PAa3JIMYHBIX 00IacTaX KU3HE-
JACATCIBbHOCTH

DKOHOMHYECKHE pPEIICHHS B
Mpo(heCCUOHANBHON  JIesTelb-
HOCTH

Crnocoben QopmupoBatb He-
TEpIUMOE OTHOIIEHHE K KOp-
PYILHOHHOMY TIOBEJICHUIO
(YK-11)

dbopMuEpyeT HETEepIUMOE OT-
HOIIICHHE K KOPPYHIIHOHHOMY
MOBEJCHUIO

B BKP crymenr mpoge-
MOHCTPHpOBAJl 3HAHHUE POC-
CHICKOr0 3aKOHOJAATENbCTBA, a
TaKK€  AHTUKOPPYNIHUOHHBIX
CTaHIapTOB MIOBECHMUS,
YBaXCHUE K IIPABY U 3aKOHY

Oobwenpogheccuonanvhvie KOMnemeHyuu

CriocobeH TmpuMeHATh Ha Oa-
30BOM YPOBHE 3HAHUS HCTOPU-
YeCKMX HayK MpH peIIeHUH
3amad B cepe cBoeit mpodec-
CHOHAJIbHOM JICSITEIbHOCTH

(OTIK-1)

yMEET MPUMEHAThH Ha 0a30BOM
YPOBHE 3HaHUS HCTOPUYECKUX
HayK TpH pEIIeHUH 3a1ad B
cthepe cBoelr mpodeccrnoHaTb-
HOH JIeATeIbHOCTH

B BKP crymenr mpoge-
MOHCTPHPOBAJ 3HAHUS UCTOPHU-
YeCKUX HayK, IPUMEHEHHS Me-
TOJAOB HUCTOPHUOTPAdUIECKOTO
U HMCTOYHUKOBEIYECKOTO aHa-
W33 TPH pelIeHUH 3a7ad B
cthepe cBoeil mpodecCHOHATE-
HOHU JIeATEILHOCTH

Crioco0eH HaxoIUTh OpraHu3a-
[IMOHHO-YTIPaBICHYECKUE
pCIIeHHUs] IPU PEIICHUH 337124
B cdepe cBoeil mnpodeccuo-
HaJIbHOU JeSATEIBHOCTH
(OIIK-2)

Haxogurt OpraHu3alMoOHHO-
YIPaBICHYECKUE PELICHHS MPH
pelieHun 3a1a4 B cdepe cBoeit
npodecCHOHATBHON  AesTelb-
HOCTH

B BKP crymenr npone-
MOHCTPUpPOBaJl yMEHHE Ha-
XOAUTh OpraHU3allOHHO-

YIpaBJICHUECKUE PEIICHUS TIPU
peleHuu 3a1a4 B cdepe cBoei
mpodecCHOHATBEHON — TeATelhb-
HOCTH

CriocobeH TNpPUMEHATH Teope-
THYECKUE 3HAHUS ISl PELICHUS
TIOCTaBJICHHBIX 3amadq B
00J1acTH JTOKYMEHTOBEACHUS U
apxusoBeaeHus (OITK-3)

yYMEET NPUMEHSTh TEOpeTHye-
CKHE 3HAHUA JUJI PELICHUA I10-
CTaBJICHHBIX 337ad B 00nacTH
JIOKyMEHTOBEJICHUSI U  apXu-
BOBEJICHUS

B BKP crymenr npone-
MOHCTPHpOBAJl YMEHHE IIPUMeE-
HATh TEOPETHUYECKHE 3HAHUS
IJid peIICHUSA TMOCTAaBJICHHBIX
3a7a4 B 00J1aCTH TOKYMEHTOBE-
JICHUS ¥ aPXHBOBEACHUS

CnocobeH TMOHMUMATh TPUHITH-

[MOHMMAET TPHHIUIE PaOOTHI

npu BbeinosiHeHUn BKP cry-

mbl  pa0OTBI  COBPEMEHHBIX | COBPEMEHHBIX HMH(DOPMAIMOH- | JCHT pelran 3aaaun npodeccu-
MH(POPMAITMOHHBIX TEXHO- | HBIX TEXHOJIOTHH W WCIIONB30- | OHAJTBHOH  JCSITEIBHOCTH C
JIOTHI M WCITIONB30BaTh WX JJIS | BaTh WX JUIA pEIIeHUs 3ajad | MPUMEHEHHEM  COBPEMEHHBIX
pemieHust 3amad  npodeccuo- | npoeCCHOHANBHOW  AeATeb- | HH)OPMAITHOHHBIX TEXHO-
HAJIBHOUN JESTETLHOCTH | HOCTH JIOTHit

(OIIK-4)

Cnocoben CaMOCTOATENIBHO | YMEET CaMOCTOSITeNIbHO pa- | mpu BbinosiHeHun BKP cry-

paboraTh C pa3NUYHBIMUA HC-
TOYHUKaMU UWHPOpPMAMA U
MIPUMEHATH OCHOBBI MH(OpMa-
[MAOHHO-AaHAJIUTUYECKOU  Jies-
TETFHOCTH TPH PEIICHUH IPO-
(heccHOHAIBHBIX 3amaq
(OIIK-5)

00TaTh C pa3lU4YHBIMH HCTOY-
HUKaMHU HHPOPMALIUH U TIPUME-
HSTh OCHOBBI HH()OPMAIIMOHHO-
AQHAIMTUYICCKON JIeSITEIbHOCTH
NpU pelIeHUH podeccuoHab-
HBIX 33]1a4

JICHT CaMOCTOSTENIbHO paboTa-
€T C pa3IuYHBIMH HMCTOYHH-
KaMd HMH(oOpManmMm W HpuMe-
HSET OCHOBHI HMH(pOpMaNHU-
OHHO-aHAJTUTUYECKOU JIesTeNb-
HOCTH TIPHU peLIeHHH mpodec-
CHOHAJIbHBIX 33134

Hp0¢eccu0ﬂaﬂbﬂbl€ Komnemenuuu

Tun 3a0au npogheccuonanvHoll 0essmenbHOCMU: HAyYHO-UCCAe006AmMeNbCKUL

Crioco0eH MpUMEHSATh Hay4YHO-
METOANYECKHE OCHOBEI
JOKYMEHTOBEJCHUS U apXu-
BOBEJICHUS B TPOQECCHOHATE-
Hoti cdepe (ITK-1)

BiIaagceeT 3HAHUAMU Hay4YHO-
MCTOAUYCCKUX OCHOB JOKYMCH-
TOBEJICHUSI U apXUBOBEJICHUS B
npodeccuoHaasHOM cepe

B BKP cryaeHT npumenser
3HaHUS HAayYHO-METOJUYECKHUX
OCHOB JOKYMEHTOBEACHUSA U
apXHWBOBENICHUA B TIpodeccHo-
HaJILHOH  cdepe; OCHOBHBIX




METOJI0B JIOKYMEHTOBEIUE-
CKOr'0 HCCIIEIOBAHMS, JKCIIEp-
TU3bI IECHHOCTH TOKYMEHTOB

CnocobeH COBEpIIICHCTBOBATH
JOKYMCHTAIIMOHHBIC IMPOLICCCHI
B yNpPaBJICHUH B COOTBETCTBUHU
¢ TpeOOBaHUSIMH HOPMATHBHO-
[IPaBOBOI'0 PETyJIUMPOBAHUA B
chepe MHPOPMaITUH u
nmoxymenTarmn (11K-2)

UCIIOJIB3YET METOABI
COBCPIICHCTBOBAHUA JOKYMCH-

TallMOHHBIX  TPOLECCOB B
YIIPaBJIEHUH B COOTBETCTBHU C
TpeOOBaHUSAMH  HOPMATHUBHO-
MPaBOBOTO DPETYJIMPOBAaHHUS B
chepe nH(pOpMAITIH "
JOKYMEHTAIN!

B BKP ecth pexoMeHanuu mo
panoHaIn3aIuu u
COBEPIICHCTBOBAHHIO

IOKyMEHTAITMOHHOTO  obecrre-
YEHUS YIPABICHUS U TOKyMEH-
TallMOHHBIX MPOIECCOB B COOT-
BETCTBHM C TpeOOBaHUSMHU
HOPMATHBHO-TIPABOBOTO PETY-
mupoBaHus B chepe uHPOpma-
1MUY ¥ JOKYMEHTAIUH

Tun 3a0au npogheccuonanbHoll desasmenbHOCHU: MEXHO102UYeCKUTL

Crioco0eH oCyIIeCTBISAT Opra-

OCYHICCTBIACT OpraHU3alrOH-

B BKP crynenr mnpone-

HU3AIIMOHHOE, JIOKYMEHTAIM- | HOe, JOKyMEHTAlMOHHOE ¥ | MOHCTPUPOBANl YMEHHE OCY-

oHHOe ® wuH(popManHoHHOE | MHQOpMAIIMOHHOE  obecreue- | MIECTBISATh OpPraHU3AIMOHHOE,

O6eCHe‘ICHI/IC ACATCIIBHOCTU | HUC HACATCIBHOCTU PYKOBOAU- | JOKYMCHTAIIMOHHOC u

PYKOBOJWUTENS ~ OPTaHU3aIMH | TS OpPraHU3aIluu HHPOPMAIIHOHHOE — obecreye-

(ITIK-3) HUC NEATeILHOCTH PYKOBOIH-
TEJIsl OpraHU3aI|u

CrnocobeH  opraHu3oBaTh U | yMeeT opraHu3zoBaTh u ocy- | B BKP  crtymentr mnpone-

OCYILECTBIISITh  JOKYMEHTHPO-
BaHUE JESITEITHHOCTH OpraHu-
3auuu (I1K-4)

IECTBIATE JOKYMCHTUPOBAHUC
ACATCIIBHOCTH OpraHU3alunu

MOHCTPUPOBaJl YMEHHE Opra-
HU30BaTh H  OCYIIECTBISTH
JIOKYMEHTHPOBAHHE JI€ATeNb-
HOCTHU OpraHu3aluu

Tun 3a0au npogheccuonanbHOIl OeasmeabHOCHU: OPZAHUIAYUOHHO-YRDAGIEHYECKUT

CriocobeH co3/maBaTh W BECTH
CUCTEMBI JOKYMEHTAIIMOHHOTO
obecrieueHus] yIpaBJICHUS U
apXMBHOTO Jena Ha 0Oase
HOBeHmMX TexHojorui (I1K-5)

yMeeT CO03/1aBaTh M BECTU CH-
CTEMBI JIOKyMEHTAITMOHHOTO
oOecrieueHus] YIpaBiIeHUS |
apxXuBHOTO Jiena Ha  Oase
HOBEHIIHNX TEXHOJIOTHI

B BKP crymenr mpoge-
MOHCTPHUpPOBAJl YMEHHUE CO3ja-
BaTb WM  BECTH  CHCTEMEI
JIOKYMEHTAIIHOHHOTO ~ o0ecte-
YEHUS YIIPaBJICHUS U apXUBHO-
ro Jeja Ha 0a3e HOBEHIIHX
TEXHOJIOT U

CriocoOeH OCyIIecTBIATh pa3-
paboOTKy W BHEIPECHHE JOKAIb-
HbIX HOPMATHMBHBIX A4KTOB IIO
JOKYMEHTAIllMOHHOMY o0ecIie-
YCHUIO YIPABJICHUS OpraHu3a-
et (I1K-6)

yMeeT pa3padaThiBaTh W BHE-
PATH JIOKAJIBbHBIC HOPMAaTHUBHEIE
AKTBI 110 AJOKYMCHTAlIlMOHHOMY
o0ecreyeHuIo yIpaBJICHUS
opraHuzaiyen

B BKP umerorcs pekomenna-
MY 10 pa3paboTke M BHeIpe-
HUIO JIOKAJIbHBIX HOPMATHBHBIX
aKTOB TIO JTOKYMEHTAI[HOHHOMY
obecniedeHuIo yIpaBJIeHUS
OpraHu3anmen

Crnoco0eH pyKOBOAMTH MOJI-

pa3ielieHuEM  apXuBa, OCYy-
IIECTBIATh JEATEIBHOCTh 110
apXUBHOMY XPaHEHUIO

JAOKYMCHTOB, UX YYCTy U HC-

Y4acTBY€T B PyKOBOJCTBE IOJ-

pa3dcieHueM — apxmBa, OCy-
IIECTBIIIET JEATEIBHOCTh II0
apXUBHOMY XpaHEHUIO

AOKYMCHTOB, HUX YUYCTYy M HUC-

B BKP wnmerorcs csemenus o0
YYaCTHH CTyIEHTa B PYKOBO/I-
CTBE TOJpas3JelIcHHEM apXHBa,
OCYIIECTBICHUU JEATETBHOCTH
MO0  apXUBHOMY  XPaHCHHUIO

MOJIb30BAHUIO, OOECIECUYEHHUIO | TIONIb30BAaHNUIO,  OOECHECUEHHIO | JOKYMEHTOB, MX YYeTy U HC-
COXPAHHOCTH, IIOCTPOCHHIO M | COXPAaHHOCTH, IIOCTPOCHHMIO U | MOJB30BAHUIO, O0OECICUCHUIO
KOHTPOJIIO CIIPaBOYHO- | KOHTPOJIIO CIIPaBOYHO- | COXPAaHHOCTH, IOCTPOEHHMIO W
MHQOPMAMOHHBIX CPEICTB K | MH()POPMAIIMOHHBIX CPEACTB K | KOHTPOJIO CIPaBOYHO-
ApPXHUBHBIM JOKYMEHTaM | apXUBHBIM JOKyMEHTaM UH(QOPMAIMOHHBIX CPEICTB K
(IIK-7) ApPXUBHBIM JOKYMEHTaM

1.2.2. lllkana ouenueanus (Kpumepuu oyeHKU pe3yibmamos coauu 20cyoapcmeeHHo20

IK3AMEHa)
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Taoaumna 2

Ounenka no
HOMMHAJLHOM Kputepuu oueHku pe3yjbTaToB ¢Aa44 rocy1apCTBEHHOI0 IK3aMeHa
mKaJe
OT1an4uHO — TOKa3aH BBICOKUA YpPOBEHb KOMIIETEHTHOCTH. YPOBEHb CIIOXHOCTU

MPOrpaMMBbl COOTBETCTBYET BBICOKOMY, B MPOrpaMMe MPHUCYTCTBYIOT Pa3HO00-
pa3HbIe UCTIOJIHUTEIBCKHUE 3a/1a4n (TEXHUUECKUE, CTUIICBBIC, JKaHPOBBIC);

— MY3BIKQJIBHBIN MaTepuall KOHIIEPTHOM MPOrpaMMBbI OATOTOBJICH U OCBOCH B
IMOJIHOM OOBEME;

— KOHIIEpTHAsi MPOrpaMMa HCIOJIHEHA HAM3yCTh, KAYECTBEHHO, OCMBICIICHHO
nepealbl CYIIHOCTHBIE YE€PThI My3bIKAJILHOTO 00pasa;

— TOKa3aHO BJIAJICHHE MY3bIKAILHBIM MAaTEPUAIIOM Pa3HBIX CTHJICH, aHPOB,
3MOX, KYJIBTYP;

— IPOJICMOHCTPUPOBAH BBHICOKHI YPOBCHD UCIIOJHUTEIBCKOW TEXHUKH,

— B KOHTEKCTE XYJI0’)KECTBCHHON MHTEpIpETAIlMi 0003HAYEHO CBOE MCIOIHH-
TEJIHCKOE IPOYTEHUE MY3bIKAIbHBIX IPOU3BEACHUI

Xopomuio — TIOKa3aH JOCTATOYHBI YPOBEHb KOMIIETEHTHOCTH; MpOrpaMMa HCIOIHEHA
JIOCTaTOYHO POBHO, YBEPEHHO;

— MY3BIKQIBHBIN MaTepuall KOHIIEPTHOH MPOrpaMMBbl IOATOTOBJICH U OCBOCH B
IOJIHOM O00BEME;

— KOHIIEpTHasl MPOrpaMMa HUCIIOJIHEHA HAM3yCTh, KAYECTBEHHO, OCMBICIICHHO
nepeIaHbl CYIIHOCTHBIE YEPThI My3bIKAILHOTO 00pasa;

— MOKAa3aHO BIIQJICHUE MY3BIKAILHBIM MATEPUAIIOM PAa3HBIX CTHICH, KaHPOB,
3MOX, KYJIBTYP;

— IPOJEMOHCTPUPOBAH XOPOLINM YPOBEHb UCIIOIHUTEIBCKON TEXHUKH,

— TIPU WCIIOJIHEHUHM KOHIEPTHOW MpPOTPaMMbl JOMYIICHBI P HETOYHOCTEH
JIOKAJIBFHOTO XapaKTepa B 00JIaCTH TEXHHYCCKHX CPEACTB W (WJIHM) B Teperaayve
CMBICJIOBBIX OTTCHKOB MY3BIKAJIBHBIX 06pa3013

YnoBieTBopuTeIb- | — IIOKa3aH MOPOTOBBI YPOBEHb KOMIIETEHTHOCTH;
HO — TPOJEMOHCTPHPOBAHO BJaJeHHE O0a30BBIMH OCHOBAMHU HCIIOJIHUTEIbCKOM
TEXHUKH;

— MPOAEMOHCTPUPOBAHA CIIOCOOHOCTH BOILIONIATH Pa3HOKAHPOBBIA U pa3HO-
CTHIJICBOM MY3BIKAIBHBI MaTepHal, MPU 3TOM JOMYIICH Psijl 3HAYUTEIBHBIX
omMOOK B TEXHHWKE HCIIOJIHCHHWS W (W) B Tepenade oOpa3HO-CMBICIOBBIX
KOMIIOHEHTOB MY3bIKAJIbHOM peuu

HeynoBierBopu- | — KOMIETCHIUHN HE CHOPMHUPOBAHBL;

TeJbHO — HU3KHUH YPOBEHb UCTIOIHEHHS NPOTrPaMMBL;
— HU3KO€ BJIAZICHUE NPUEMaMHU HCIIOJHUTEIBCKON TEXHHKH, UCKaXEHUS HOT-
HOI'O TEeKCTa.
— OTCYTCTBHE BBIPa3UTEIbHOCTH U HETIOHHMAaHHUE XYA0KECTBEHHO-00Pa3HBIX
CTHIIMCTUYECKUX OCOOCHHOCTEH MPOM3BEICHUS

1.3. TunmoBbpIe KOHTPOJIbHEBIE 3aJaHMsI WIN HHbIe MaTepuaJbl,
Heo0X0uMBbIe /IS OIeHKH pe3y/IbTaTOB OCBOEHMS OCHOBHOM
npodeccuOHAIBHOM 00pa3oBaTe/IbHON IPOrpaMMBbI

1.3.1. Ilepeuenv 60npocoe, 6bIHOCUMBIX HA 20CYOAPCHEEHH LI IK3AMEH

Tabanna 3
Ne
Ilepeyenn
n/ DopMyTHPOBKH BOIIPOCOB .
11 KOMIIETEeH M i
1. | JlokyMmeHT, ero QYHKIHH, CIOCOOBI JOKYMEHTHPOBAHHSL. OIIK-3; TIK-1; TTK-4
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2. [Ipu3Haku u CBOMCTBA JOKYMEHTA. OIIK-3; IIK-1; ITK-4
3. BuoBoii coctaB ynpaBieHYeCKUX JOKYMEHTOB OpraHu3a- OTIK-3; TIK-1; TIK-4
IIUH.
4 DopMyIsip AOKyMEHTa: CTPYKTypa, COBpeMEHHbIE TpeOoBa- OTIK-3; TIK-1; TTK-4
HUSL.
5. PexkBHU3NTHI OpraHU3aIMOHHO-PACTIOPATUTEFHON JOKYMEH- OTIK-3: TIK-1: TIK-4
TaIuu.
Pa3paboTka 1 BHEIpeHUE JTOKAIbHBIX HOPMATHBHBIX aKTOB
6. | 10 IOKyMeHTaMOHHOMY obecreuenuo ynpasienus B opra- | OIIK-2; IIK-2; TIK-5; TTK-6
HU3aINH.
7 HopmarusHo-nipaBoBasi 6a3a TOKYMEHTAIIHOHHOTO obecriede- OTTK-2: TIK-2; TTK-5: TTK-6
HUSsl YIIPaBIICHUS.
2. Oprasusanus ciyx0bl ZIOKYMEHTaLHOHHOTO obecrnieueHus OTTK-2: TIK-2: TIK-5: TTK-6
YIpaBJIeHHs OpraHU3aIHeH.
9. | Opraamzanus JOKyMeHTOO0OpOTA. OIIK-2; [1K-2; [IK-5; TIK-6
10, Opraau3anys perucTpanuy U HHHOPMAITHOHHO-CIIPABOTHOM OTTK-2: TIK-2: TIK-5: TTK-6
paboThI C IOKYMEHTAMH OpTraHU3aIIHH.
11. | Metoauka cocTaBIeHUS HOMEHKIIATYPhI J1E1. OIIK-2; I1K-2; TIK-5; IIK-6
1. Oprasu3aiys onepaTiBHOTO XpaHEHHs JOKYMEHTOB B Opra- OIK-2: TIK-2; TIK-5: [TK-6
HU3ALMU ¥ Iepeadn Aes Uil OCIEAYIOIEro XpaHeHusl.
13. | DKkcrepTu3a HEHHOCTH JIOKYMEHTOB B JIEJIONPOM3BOICTBE. OIIK-2; ITK-2; T1K-5; TIK-6
14, KaznpoBoe nenornpou3BoCTBO: 001Iast XapaKTepUCTHKA U TK-2; TTK-5
0c0OEHHOCTH.
[IpaBoBas 6a3a U HOPMATHBHO-METOAHMYECKUE OCHOBHI Opra- OIIK-1; OIIK-3; TIK-1;
15. NI
HU3aIWK apXuBHOTO neja Poccuiickoit deaepanun. [IK-5; TIK-7
L6, | Oprammsais toxymentos ApxubHoro dona Poccuiickoit OIIK-1; OIIK-3; TTK-1;
" | ®enepanuu. IIK-5; TIK-7
17 KommuiekroBanmne ApxusHoro (ponma Poccuiickoit deaepa- OIIK-1; OTIK-3; ITK-1;
" | MM ¥ OKCIIEPTU3A LIEHHOCTH APXUBHBIX JOKYMEHTOB. [IK-5; TIK-7
|8, | YueT u obecnieueHue COXpaHHOCTH 10KYMEHTOB APXHBHOTO OIIK-1; OIIK-3; ITK-1;
" | donma Poccuiickoit dexepanu. [IK-5; TIK-7
19 Cucrema Hay4HO-CIIPaBOYHOrO anmapara K gfokymenTtam Ap- | OHK-1; OIIK-3; 1IK-1;
" | xuBHOTO (poHIa Poccmiickoit denepanum. [IK-5; TIK-7
" OIIK-1; OIIK-3; IIK-1;
20. CIOJIb30BaHNE APXUBHBIX JIOKYMEHTOB. T1K-5: TIK-7
21. | 3amuTa MepCOHAIBHBIX JAHHBIX B OpraHU3aIlNN. OIIK-4; OIIK-5
. Opranuzanus paboTsl C TOKYMEHTaMH, COJIEPKAIIUMU OITK-4: OTIK-5
KOHPHICHIHATBFHYIO HHQOPMAIIHIO.
7. COBpCMeHHail crcTeMa OpraHOB TOCYAapCTBEHHOM U My- VK-1; TTK-2
HUIUITAIHON BJIACTH.
24, HNudopmarmonHoe obecniedeHue ypapiIeHHs: CYIITHOCTD, TK-3; TIK-5
opraHu3anysi.
25. | Ponb cekperapst B cucteMe yrpaBieHHUs . ITK-3; TIK-4
2. CTpyKTypa JOKYMEHTAIBHBIX ITyOIHUKAIII, METOIIKA OIIK-5
IIOATOTOBKH.
27. | Opranuzanus Tpyaa cekpeTaps. [IK-3; TIK-4
73, O;)raHmaum M TEXHOJIOTHA PabOThI C OOPAICHUAMHU IPAXK- | ype | 1 TIK-3; TTK-4
IaH.
29. | JenoBoe NMCbMO: Pa3HOBUAHOCTH, SI3bIK U CTHUJIb. VK-4; VYK-5
30. | IIpOTOKOJ U 3TUKET JUIIOMATUYECKOM MEPENUCKH. YK-4; YK-5
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1.3.2. Annomayuu K 6onpocam, 6bIHOCUMBIM HA 20CYOAPCHIBEHHBLIL IK3AMEH

Bomnpoc 1. JIokymeHT, ero (pyHKIu#, cnoco0bl JOKYMEeHTHUPOBAHUS

Annomayus. OCHOBHBIE TOHSATHS JOKYMEHTOBEACHUS: WH(pOpMAIHs, JIOKYMEHT,
JIOKYMEHTHpOBaHHasi MH(OpMaIus, IeJIO0NpOU3BOJCTBO, JOKYMEHTAIMOHHOE OOeCleYeHUn
yIpaBlieHus], TOKyMEHTOBEICHUE, JOKYMEHTOJIOTHs, JJIEKTPOHHBII T0KyMeHT. ['ene3uc u pas-
BUTHUE TOHATUS «IOKYMEHT». BO3HUMKHOBEHHE NOKYMEHTa, €ro HazHaueHHE. JJOKyMEHT Kak
CUCTEMHBII 00BEKT U OOBEKT MCCIEA0BAaHUS MHOTMX HAy4YHBIX AUCUMIUIMH. JIOKYMEHT Kak
00BEKT JTOKyMEHTOBEJUECKUX HcciaeloBaHui. Paciiupenue NoHATHS «JOKYMEHT» C Pa3BUTHU-
€M HAay4YHO-TEXHMYECKOro mporpecca. Jcropudecknid, NpaBOBOW, YIPaBICHYECKUH,
MH(POPMALIMOHHBINA aCMEKThI B ONPEAETICHUN T0KYMEHTA.

CooTHoIIeHNE TOHATUN «JOKYMEHT», «JIOKyMEHTHpOBaHHas nHpopManus». Onpene-
JIEHUE MOHATHS «IJOKYMEHT» B 3aKOHOJATEJIbHBIX 1 HOPMATUBHBIX JOKYMEHTaX.

QOyHKIMS KaK HaydHas KaTteropus. JJOKyMeHT Kak MOoMH(yHKIMOHAIBHBIA OOBEKT.
Bceobmme ¢ynkuun noxymenta. YacTHele (OmepaTHBHbBIE, CHEIHANbHBIE) (DYHKIHH
JIOKYMEHTA.

[TonsiTne «crmocod AOKyMEeHTHpoBaHMsA». Mcropudeckuil Xxapakrep cHocoOoB
JIOKYMEHTHUPOBaHUA. TEKCTOBOE JOKYMEHTHPOBAaHME (IBOJIOLUS MHUCbMA). TeXHHUYECKoe
JIOKYMEHTHpOBaHUE (007acCTH NMPUMEHEHUs, TPYNIbl U BUAbI TEXHUYECKHX JOKYMEHTOB).
doronokymeHnTupoBanre. KnHogokymentupoanve. @OHOJOKyMEHTUPOBaHKE. JJOKYMEHTH-
pOBaHUE MMOCPEACTBOM MH(POPMALMOHHO-IOIMYECKUX MaliH. HoBble TEXHOIOTUH JOKYMEH-
TUPOBAHUS.

Bomnpoc 2. [Ipu3Haku 4 CBOMCTBA IOKYMeHTAa

Annomayus. 1lpusHak kak HaywyHas kareropus. [Ipusnaku nokymeHnta. BemjecTBeH-
HOCTH (CTaOWibHAsl BEIIeCTBEHHAs (GopMma) TOKYMEHTa. 3HAKOBOCTHh JTOKYMEHTAa, HAINYHE
CMBICIIOBOTO CEMAaHTUUYECKOTO cojepkanus. [IpenHasHaueHHOCTh TOKYMEHTa JUIsl MCIOJIb30-
BaHUS B MPOIECCaX COMMATHLHOW KOMMYHHUKAIMU. 3aBEPIICHHOCTh COO0mEeHusI. OTHOCHUTEb-
HOCTb MOCJIETHETO MTPU3HAKA JOKYMEHTA.

CBoiicTBO Kak Hay4Has Kareropus. CBOMCTBa, OTJIMYHUTENIbHBIE KaueCTBA JOKYMEHTA.
ATpuOYTHUBHOCTh TOKYMEHTa KaK OCHOBHOE €ro CBOMCTBO. DYHKIIMOHATHHOCTH JOKYMEHTA.
CtpyKkTypHOCTh IOKyMeHTa. [loHsATHE «TUIIOBOI» CTPYKTYpHI JOKyMeHTa. TpaHnchopmaTus-
HOCTh AokymeHTa. CBolictBa fokymenta B [OCT P 7.0.8-2025. CUBU /. Jlenonpoun3BoacTBo
Y apXUBHOE J1e710. TepMUHBI U OTIPEIeTICHUSI.

FOpunnueckass 3HaYUMOCTh U IOPUIMYECKAS] CUJIA JOKYMEHTAa. AYTEHTUYHOCTb, JO-
CTOBEPHOCTD, IIEJIOCTHOCTH, MIPUTOJHOCTH ISl UCTIOJIB30BAHMS KaK CBOMCTBA 3JIEKTPOHHOTO
JIOKYMEHTA.

Bonpoc 3. BuaoBoii cocTaB ynpasJieHYeCKHX JOKYMEHTOB OPraHUu3aluu

Annomayus. TIOHSITHS «TUTIOJIOTHS», «KIACCUPUKAIMS», «BUA JOKyMeHTa». Kpure-
puM KJIacCU(UKALMU YTpaBIeHUYECKUX JOKyMeHTOB. ConepkaHHe WM pOJ AEATENbHOCTU:
OpraHU3al[MOHHO-PACHIOPSAAUTENbHBIE, [IIaHOBbIE, OyXxranrepckue u T. 1. IIpoucxoxaeHue:
au4Hble, oduuManibHble. Crnoco0 MOKYMEHTHPOBAHUSA: PYKOIHUCHBIE, H300pa3sUTesIbHbIC,
rpapuueckue, (GoTto-, (HOHO-, KHHOIOKYMEHTHI, TOKYMEHTHI, CO3aHHBIE C TIOMOUIBIO
KOMIIBIOTEPHOM TeXHMKH. OTHOLIEHHME K ammapary yHNpaBI€HHs: BXOIALIME, MCXOJISLINE,
BHyTpeHHue. KommdecTBO 3aTpOHYTHIX BOIIPOCOB: HPOCTHIE, CIIOKHBbIE. OrpaHUyYeHHE [10-
CTyHa: CEeKpPEeTHBIE, AJIS CIY>KEOHOTO0 MOJIb30BaHMs, HeceKpeTHbIe. CIIoco0 M3NI0KEHUS TEKCTa:
WHIMBUyaNbHbIE, TpadapeTHsie, TuNoBble. Cpoku xpaHeHus. Crioco0 nepenayvm.
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[oHATHS «IIOATMHHBIA TOKYMEHT», IIOJJHMHHUK TOKYMEHTa», «IyOJIMKaT JOKyMEH-
Tay. [loHATHE «OpUTHMHAN NOKYMEHTa», NPU3HAKH OPUTMHAJIA. YMHO)XCHHBIE OPUTMHAJIBI.
YepHOBUKM U OCJIOBUKM TEKCTOBBIX JOKYMEHTOB. ABTorpadsl. Pasnuunbie pemakuuu
JoKyMeHTa. [IoHATHE «KONUs JOKYMEHTay, «3JEKTPOHHAs KON ToKyMeHTa». fOpunndeckas
cuiia Konuu. Buzbl konuit mo cnoco0y ux yaoctoBepenus. Beimucka. @oto-cBerokonuu. Da-
KcuMuibHas konus. Konus ¢ xonuu. 3aBepeHHast KOIMs JOKyMeHTa. 3aBepeHue konuu. [Ipa-
BO 3aBepeHMs Konuil. HorapuanbHOE 3aBepeHue KOIUM.

Bonpoc 4. @®opMyJisip 10KyMEHTA: CTPYKTYpa, COBpeMeHHbIe TPeOOBaHUS

Annomayus. Tloustus «hopMmyisip AOKyMeHTa», «hopmyisp-oOpaszer T0KyMEeHTay,
«PEKBH3UT JOKYMEHTa». BONpOChl JTOKYMEHTHPOBAHUS, COCTAaBICHUS H OQPOPMIICHHS
JIOKYMEHTOB B 3aKOHOJIATEJIbHBIX 1 HOPMATUBHBIX aKTaX.

@opMyIip COBPEMEHHOTO YIIPaBJIEHUECKOTo J0KymeHTa. Hasnauenuwe ¢opmysipa
nokyMmeHTta. CTpyKTypa U cOCTaBHBIE YyacTH GopMmyJisipa fokymMeHTa. OcoOeHHoCcTH 0dopmite-
HUSI OPTaHU3AIMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB. PEeKBU3UTHI, perIaMeHTUPYEMbIC Ha-
HUOHAJIBHBIM TocyapcTBeHHbIM ctanaapToMm — [[OCT P 7.0.97-2016. CUBU 1. Opranuzanu-
OHHO-pactopsiAuTeNbHast ToKyMeHTanus. TpeboBanus k odopmieHuto nokymeHToB. Chepa
pacrnpocTpaHeHHUs] CTaHAapTa — OPraHU3alMOHHO-PACIIOPAIUTENIbHbIE JOKYMEHTHI: yCTaBbl,
MIOJIO’KEHUSI, PaBUiIa, MHCTPYKIIUH, PETIIAMEHTHI, TOCTAHOBJICHUS, PACTIOPSHKEHUS, TTPUKA3HI,
pelIeHus, IPOTOKOJIbI, I0rOBOPHI, aKThl, MUCbMa, CIIPABKHU U JIp.

Yuudukanus ohopmieHUs JOKYMEHTOB U €AWHBIN MOPSIOK ACIOMPON3BOICTBA B (he-
JIEpajbHBIX OpraHax MCIOJHUTEIBHON BJacTU B cooTBeTCTBUU C «[IpaBmiamu gemomnpous-
BOJICTBA B (pe/iepalibHBIX OPraHax MCIIOJTHUTEIHHON BIACTHY.

bnank noxymenrta. Bunel 6mankoB. CocTtaB OiaHKa, MOPSIOK PACHOIOKEHUS PEKBU-
3UTOB B OJIaHKE. BJIaHKM ¢ YTIIOBBIM M IIEHTPOBAHHBIM PACIIOJIOKEHHEM PEeKBU3UTOB. [IpaBu-
Ja KOHCTpyupoBaHus Onanka. bmanku ¢ m3oOpaxenueM ['ocynapcrtBennoro repba Poc-
cuiickoit @eaeparuu u repda cyobekTa (eaeparim.

Bonpoc 5. PeKBU3UTHI OPraHU3alMOHHO-PACTIOPSIIUTEIHHON JOKYMEHTANM U

Annomayusn. TOCT P 7.0.97-2016. CUBUJl. OpranuzanmoHHO-pacnopsaAuTeIbHAs
nokymeHranus. TpeboBanus k odpopmieHuto nokymeHToB. Cepa pacnpoctpanenust [OCTa
—  OpraHMU3allMOHHO-PACIOPSAUTEIbHBIE JOKYMEHTBI: yCTaBbl, IOJOXECHHs, IpaBUia,
WHCTPYKIIUHU, PETIIAMEHTHI, IIOCTAaHOBIICHUS, PACTIOPSHKEHUS, IPUKA3bI, PEIICHUS, IPOTOKOJIHI,
JIOTOBOPBI, aKThI, MMCbMA, CIIPABKH U JP.

PexBU3HTHI, peraaMeHTHpyEeMble HallMOHAIBHBIM cTaHaapToM. HopmaruBHbie Tpebo-
BaHUS K COCTaBy, CTPYKType, CXeME paclojoKeHus, 0hOPMIICHUIO PEKBU3UTOB OpraHHU3aIlH -
OHHO-PACIIOPSAUTEIBHBIX TOKYMEHTOB.

HaumenoBanue opranmzanuu. I[lopsgok o0o3HayeHHs] HaUMEHOBAHMs OpraHU3alUU
Kak aBTopa JokymeHTta. CrpaBouHbIE JaHHBIE 00 aBTOpE, UX COCTaB, pa3MeIICHHE Ha OJIaHKe.
ABTOPBI JINYHBIX TOKyMEeHTOB. [lonuce, neyaTs Kak MpuU3HaKy aBTOpa.

HaumeHnoBanue Buja TOKYMEHTa, pa3BUTHE JAHHOTO PEKBU3UTA. BUIBI TOKYMEHTOB,
ompezenseMble 3aKOHOIaTEIbHBIMU U HOPMAaTUBHBIMU akTamMH. CBs3b BUJOB JOKYMEHTOB U
byHKUMH yrpaBiaeHus. 3aBUCUMOCTH (POPMBI TOKYMEHTa OT €r0 BHJA.

Jlata noxymeHTta. 3HaueHHE NAaTUPOBaHUS JOKyMEHTa. ABTOPCKHE JaThl (COCTaBlie-
HUe, MOMUCAHNE), TaThl, OTHOCSIINECS K COJepKaHMI0. [laThl, XapaKTepU3yIOIHe FIEMEHTHI
dbopmyisipa. Jlater 06paboTku 1okyMeHTOB. [Topsimok odhopmiieHus aar.

Anpecar nokymenra. [IpaBuia HamucaHus ajpecara M MECTO YKa3aHHUsS ajpecarta B
bopmynape nokymeHta. OtpaxkeHue cdepbl AelcTBUS JOKYMEHTa B ero aapecate. [lopsamox
oopMieHHsT TOKYMEHTa ¢ HECKOJIBKUMU anapecaTaMu. [Topsgok odopmiieHUs] TOYTOBOTO aji-
peca.
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I'pud yrBepxaenus nokymenra. CoctaB yaocTOBepeHHUs JAOKyMeHTOB. HasHaueHue
HOANUCAHUS AOKyMEHTOB. [IpaBuia moamucu JOKyMEHTOB Pa3IHUYHBIX KaTeropuii. Mecrto
NONKCH B GOPMYJISIpe TOKYMEHTA. DJIEKTPOHHAS MOAIHUCH.

OTMeTKH Ha TOKyMeHTax. X poib B IPOXOXKIEHUH U UCIIOTHEHUN JOKYMEHTa, MECTO
B (hopmymsipe nokymenta. Ocoboe Ha3HauUCHHE Pe30IOHH. TpeboBaHNe K ee COACPIKAHUIO U
oopmiiennto. OTMETKH O B3STHH JOKyMEHTAa Ha KOHTPOJIb, UCIIOJHEHUH JOKYMEHTA U Jp.
Otmetka 00 3neKTpoHHOM moamucu. OTMETKa O HANpaBJICHUU JOKYMEHTA B JI€JIO U JAPYTHe
OTMETKH.

[lonATHe «TEKCT NOKYMEHTa» MPH Pa3IUYHBIX criocobax nqokyMmeHTupoBanus. CueHa-
puii TOATOTOBKU J0KyMeHTa. CosepKaHue MPOCTHIX U CIOXKHBIX JOKyMEHTOB. [lopsiiok m3-
JIOXKEHHUsI TeKCTa JOKyMeHTa. TpeOoBaHMS YETKOCTH M SCHOCTH TEKCTa JOKymeHTa. Jlormue-
CKasl CTPYKTypa TeKcTa. B3amMocBs3b coxepxanus M (GopMbl nokyMmeHTa. Dopmanmzarus
TEKCTa JOKyMEHTa. DJIeMeHTHI TekcTa. [IoHsATHe «3aroJoBoK JokyMeHTa». HasHaueHue 3aro-
JIOBKa, €r0 MecTO B (hopmyrsipe mokyMeHTa. [IpuioskeHns K TEeKCTy M MOPSI0K UX opopmite-
HHUSL.

I'pu¢ orpanndenus qoctyna K JOKyMEHTY.

CornacoBanue nokymenTa. Ilopsiiok u BuabI coriacoBanus. Bussl u rpud coriacosa-
HUS, MX 0(OPMIICHHE, MECTO B GOPMYJISIpe TOKYMEHTA.

[Tewatn n nx HazHadenune. OTTHCK meuaTH. Bunel nevareii. 'ocynapcTBenHas rep6o-
Basl Me4aTh. 3aKOHOAATENHCTBO 00 M3TOTOBJICHUU M IOJIb30BaHMM nedarsMu. [lopsiiok mpo-
CTaBJICHUS NI€YaTH Ha JIOKyMEHTaX.

Bonpoc 6. Pa3paGorka M BHeJApeHHe JIOKAJLHBIX HOPMATHBHBLIX AKTOB IO
AOKYMEHTAIIMOHHOMY 00eclieYeHUI0 YIIPABJIEHUS B OPraHU3alul

Annomayus. IloHsiTHe, COCTaB U Ha3HAYEHHE JIOKAJIbHBIX HOPMATUBHBIX akToB (JIHA)
M0 TOKyMEHTAallMOHHOMY O0ecreueHHIo yrpaBieHuo. HeodxoanuMocTh perasaMeHTaluyd BCero
KOMIUIEKCA BBIIIOJIHAEMBIX JEJIONPOU3BOACTBEHHBIX ITPOLIEYP.

HopMmaTtuBHO-1IpaBOBBIE aKThl, YCTaHABJIMBAIOIIKE TPeOOBaHUS K MMOATOTOBKE U 00pa-
00TKe ynpaBJIeHYECKON TOKyMEHTAIIMY U HAllMOHAIBHBIE CTAHIAPTHI.

NHCTpyKIusa 10 1eJ10npou3BOACTBY Kak ocHOBHOW JIHA opranuzanuu. OCHOBHbIE
paznensl UHcTpykiuu (0OIIMe MOJ0KEHUs; COCTaB JOKYMEHTOB OpraHM3alliy; MOJAr0oTOBKa
JIOKYMEHTOB, OpTaHU3alMs TOKyMEHTO000poTa; HHPOPMAIIMOHHO-TIOUCKOBAsi CUCTEMa Opra-
HU3aLMU; KOHTPOJIb HCIIOJHEHUS JTOKYMEHTOB; OpraHu3alus JOKyMEHTOB B JEJIONPOU3BO-
CTBE; Mepeaya JOKYMEHTOB Ha apXMBHOE XpPaHEHHUE).

TaGenb popM TOKYMEHTOB OpraHH3alMU: IeTU CO3AaHUs M MPUHIUIBI 0()OPMIICHUS.
Homenknarypa aen opranm3zanuu: mopsgok paspadotrku. Mueie JIHA, paspabaTtwsiBacmbie
OpraHHu3aLuei.

IMopsmok coriacoBaHus, yTBEPIKIACHHS, BBEICHNE B JICHCTBHE M BHECEHHE M3MEHEHUI
B JIHA.

Bonpoc 7. HopmatuBHO-mpaBoBasi 0a3a JOKYMEHTAIIHOHHOIO o0ecriedeHust
ylpaBJeHHs

Annomayus. TloHATHE «HOPMATHBHO-TIPaBOBasi 0a3a JOKYMEHTAIMOHHOTO obecriede-
Hus ynpasienus (JIOY)». CtpykTypa HOpMaTUBHO-TIpaBoBoi 0a3bl JIOY. 3akoHOmaTEIbHBIC
akThl B chepe napopmanuu u nokymentanuu (Koncruryuus Poccuiickoit ®denepanuu, PK3
«O T'ocynapctBenHoM repbe Poccuiickoit @eneparnumny, @3 «O6 undopmaruu, nHGopmarm-
OHHBIX TEXHOJIOTUSX U 3amuTte uHpopmamum», «O rocynapcTBeHHON TaliHey, «O KoMMmepde-
cKkoi TaiiHe», «O MepCOHANBHBIX JaHHBIX», «O0 AIEKTpOoHHONU momnuckh», «O0 apXUBHOM
nene B Poccuiickoit @eaepannny», «O rocynapctBeHHOM si3bike Poccuiickoit deaepannmny», «O
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MOPSIZIKE pacCMOTpeHUs oOparnieHuii rpaxkaan Poccuiickoit @enepanumn», 3akoH PO «O s3b1-
Kax HapooB Poccuiickoit @eneparum»; TpebOBaHUs K JOKYMEHTHPOBAHUIO B ['pask1aHCKOM,
TpyaoBoMm, YTrojloBHO-IIpOLIECCYalbHOM, AJIMUHUCTPATUBHOM M Jp. Kojekcax Poccuiickoit
®enepaunn; Ykassl [Ipesunenra, noctanoienus [IpaBurenscTsa; HOpMaTUBHbBIE MIPABOBbHIE
aKThl (peiepaTbHBIX OPraHOB HCIIOTHUTENBHOM BiacTu. denepanbHoe apXUBHOE areHTCTBO.

HopmaTtuBHo-TexHuueckue aAokyMeHTHl B cdepe JJOVY (HaumoHanpHbIE CTaHIAPTHI,
olb1mepoccuiickue Kiaccu(puKaTOpbl TEXHUKO-3KOHOMUYECKOH M COLMANbHOW MH(pOopManuu,
YHUGPUIIMPOBAHHBIE CUCTEMBI JOKYMEHTaI). HopMaTUBHBIE TOKYMEHTHI 110 TPYAY U OXpaHe
TpyJa.

[lepeyHn TOKYMEHTOB CO CPOKAMHM XpaHEHUs. THIOBblIE MWHCTPYKLHMH, HOPMATUBBI
BpPEMEHH Ha pabOTy € JOKyMEHTaMH (TpaJAULMOHHBIC U ABTOMATU3UPOBAHHBIC TEXHOJIOTUH).

Bonpoc 8. Opranuszanusi ciayk0bl JOKYMEHTALMOHHOIO o0ecrie4eHUs1 ynpasJie-
HHS OPTraHU3AIUH

Annomayus. TloHATHE «OpraHM3ANMs CIYKOBI JTOKYMEHTAIMOHHOTO OOECIeYeHIUs
yrpasieHus (JJOY)». OcHoBHbIe 1enu, 3an1auu U GyHKun ciyx0b1 JIOY. Tumosbeie CTpyKTYy-
pBl JI€JONPOU3BOJICTBEHHOW CIIy>)KObl B OpraHM3allUsAX pPAa3IMYHBIX YPOBHEH YyIpaBlICHUS.
CrpykTypa opraHu3alil W MOPSA0K paclpeneseHus] MOJHOMOYUN B 00JacTH CO3JaHUA
JIOKYMEHTOB MEX/y €€ CTPYKTYPHBIMH NOJIpa3AeICHUsIMU U JOJKHOCTHBIMU JMLamMu. Jlomxk-
HOCTHOM M YUCJICHHBINA cocTaB ciyk0b1 JJOY.

ACHEKTBl OpraHu3alMy CIIy>KObl JEJIONPOU3BOJCTBA (IOPUIUYECKUH, OpraHU3aluOH-
HBII, TEXHUYECKUH, Icuxopusnonoruueckuii). OprannzanuoHubie (OpMbl IOCTPOSHUS JEJI0-
IIPOM3BOJICTBA: LIEHTPAJIM30BAaHHAsA, JCLEHTPAIN30BaHHAas, cMellaHHas. PakTophl, ompese-
JSIOUIMe BHIOOP OpraHu3allMOHHON (DOPMBI MOCTPOECHMS AETIONPOU3BOJICTBA B KOHKPETHOM
OpraHM3aIH.

HopmaTuBHBIE TOKYMEHTHI, pEeTIaMEHTUPYIOIINE IeATeIbHOCTH CiIy k061 JIOY.

Bonpoc 9. Opranusanusi 10KyMeHT0000pOTa

Annomayus. TlonsTae «10KyMeHTO000pOT». Pernamenranus nokymenToobopora. Ilo-
HATHE «JOKYMEHTOIOTOK», HAallpaBJIeHHUE IOKYMEHTOIOTOKOB (TOPU30HTANIbHBIN, BEPTUKAIIb-
HBII: HUCXOSIIUHN, BOCXOSIINN) CTPYKTYpa U 00IIasi XapaKTePUCTHKA BXOJSIIETO, UCXOS-
IIEr0 W BHYTPEHHEI0 JOKYMEHTONOTOKOB. OpraHuzanus pallOHAJIbHOIO JBU)KEHUS
JOKYMEHTOB BHYTPH OPraHH3allud, YUPEKIACHUs, MPEANPUATHS. YUeT U 00beM JOKyMEHTO-
o0oporta. Besenue peructpaliuoHHbIX U YYE€THBIX (POPM JOKYMEHTOB OpraHU3alLly.

[opsimox 06paboOTKM MOCTYMAIOMIMX JOKYMEHTOB M Ilepe/iada uX Ha UCTIOJHEHHue. Xa-
pPaKTEpUCTHKA ITANOB U omepanuil 00paboTKKU BXOIAIMMX JOKYMEHTOB: NPUEM U IEpBUYHAS
00paboTKa TOKYMEHTOB, IMPEIBAPUTEIBHOE PACCMOTPEHUE U pacCIpe/ieieHUue JOKYMEHTOB,
perucrpanus, pacCMOTpeHHEe JOKYMEHTOB PyKOBOACTBOM, Ilepejaya JOKYMEHTOB Ha HCIOJ-
Herue. [lopsanok o0OpabOTKM MCXOMAMIMX JOKYMEHTOB (COCTaBJIICGHHE IMPOEKTa JOKYMEHTa,
COIJIACOBaHUE U BU3MPOBAHUE, NOJMNMCAHUE, YTBEPKACHUE, PErUCTpaLus, OTIIpaBKa U3 opra-
HU3AIIHUHN).

Bonpoc 10. Opranuzanus perucrpanyu 1 HHGOPMALMOHHO-CIIPABOYHOMH PadoThI
¢ JOKYMEHTAMHU OPraHU3aluu

Annomayus. IloHsaTue «peructpanus JOKyMEHTa», Ledb U 3aAaud. Perucrpanus kak
cocTaBHas 4acTh TexHosioruu JJOY. O6mue npaBuiia perucTpaluy J0KyMEHTOB.

CoBpeMeHHbBIE perucTparoHHbIe (GOPMBI (KypHaJIbHAst, KapTOUHAsi, aBTOMATU3UPO-
BaHHasl, JIEKTPOHHAs), UX CPaBHUTEIbHAs XapaKTePUCTHKA, 3all0JIHEHUE U BelieHne. Bzaumo-
CBSI3b PETUCTpAIMM JIOKYMEHTOB C OpraHM3aluedl CHpaBOYHO-UH(POPMALMOHHOW pPabOTHI.
ITpaBuiia nHAEKCALIMA JOKYMEHTOB.
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WNndopmannonno-crnpaBoynas padora ¢ fokyMmeHTamu U ee mecto B JJOY. [Tpuniunst
U METOJIbl CO3aHUs CIPaBOYHO-MH(POPMALMOHHBIX CPEACTB K AoKyMeHTaM. [IpuHuuns! no-
CTpOeHUSI WH(POPMAIIMOHHO-TIOMCKOBBIX CUCTEM IO JIOKYMEHTaM, WX BUIbI, OCHOBHBIC MpPHU-
3HaKM IIOCTPOCHMs CIPABOYHBIX KapTOTeK. [IpuMeHeHue aBTOMATHU3MPOBAHHBIX CHCTEM
pPErucCTpaLym.

Bonpoc 11. MeToanka cocraBjieHHs] HOMEHKJIATYPBI el

Annomayus. Ilonstue «HOMeHKIaTypa Aei». Llenb u 3anaun BeAeHUsT HOMEHKIIATYphI
nen. O0mme TpeboBaHUs K HOMEHKIAType Jiei. Buasl HOMEHKIAaTyphl [l (TUIToBast, puMep-
Hasl, MHIUBUyallbHasl, CBOJHAsA), UX Ha3HaueHue. TumoBas HOMEHK/IATypa el Kak HopMa-
TUBHBIA TOKyMeHT. TpeOoBaHUS K COCTABJICHUIO HOMEHKIATYpPHI 1€, UX perjaMeHTalus B
HOPMAaTUBHO-METOINYECKUX Marepuanax. llpuMepHas HOMEHKiIaTypa Jel U €€ pe-
KOMEH/IaTeJIbHBIN XapakTep, Ha3HadyeHue. Vcnonp30BaHue TUIIOBOM U IPUMEPHOM HOMEHKIIA-
TYPBI 1€ JUIsl COCTaBJICHUS NHIMBUAYaIbHON HOMEHKIIATYPHI.

Oranbl COCTaBIEHUSI HOMEHKIATYpbI Jien. OnpeesieHus 10KyMEHTOB /ISl BKIOUEHUS
B HOMeHKi1atypy Jein. CocraBieHue HaMMEHOBAaHMM (3arosoBkoB) Jen. Paspabotka
KJIaccU(pUKAIMOHHOM cxeMbl. CxeMa cuCTeMaTH3aluu JieJl, 3aKpeIUIeHHas B HOMEHKJIAType.
OmnpeneneHue cUCTEMbl MHAEKCALUMM U YCTAHOBJICHHME MHJEKCOB i€, OQOpMIICHHE U YIO-
croBepeHue. OnpeeneHue CPOKOB XpPaHEHHs JEIl.

Hcnonb30BaHue HOMEHKJIATYpBl A€l B ONEPAaTUBHOM XpaHeHHHU. Pa3paboTka HOBOM
HOMEHKJIATYPHI JIeJT B ClTydae KOPEHHOTO U3MEHEHHS (DYHKIMHA U CTPYKTYpBI OpPraHU3aIUH.

Bomnpoc 12. Opranu3anusi onepaTuBHOI0 XpaHeHHUs JOKYMEHTOB B OpPraHU3aluu
U nepeaayvu e 1Jisl MocJaeayoero XpaHeHus

Annomayus. TloHsATHA «XpaHEHHE JOKYMEHTOBY, «OMEPATUBHOE XPAaHEHUE JTIOKYMEH-
TOB», «TEKyIIee XpPaHEHHE JOKYMEHTOB», «OIHCH», «Aeno». OnepaTUBHOE XpaHEHUE
nokyMmeHTOB. [lonstue «hopmupoBanue nem». HopmaTuBHO-MeTOMMYEeCKas: 0a3a, periiaMeH-
TUPYIOLAsl OPraHMU3AIMI0 ONEPAaTHUBHOIO XpaHEHUs JOKYMEHTOB B JeinornpousBojacTse. [lo-
PAIIOK U COZAEpKaHUE MPOIEAYP OpraHU3AIMKU ONEPATUBHOTO XPAaHEHHUS JIOKYMEHTOB M HX
MOJIFOTOBKH K Iepe/iaye B apXHUB OPraHu3alllu.

Omnepanuu o popmupoBanuto aein. [IpuHIHIBI cucTeMaTH3aluu TOKYMEHTOB B JeNa
(BOTIPOCHO-JIOTMYECKHI, XPOHOJOTHUECKUI ajndaBUTHBINA, HyMepalmoHHbIl). CucTemaTn3a-
[Ms Pa3JIMYHBIX KaTeropuil JokymMeHTOB. OCHOBHBIC MpPaBWJIa CUCTEMAaTH3alUU JIOKYMEHTOB
npu popMUpOBaHUH JIE.

XpaHeHUE JOKYMEHTOB B CTPYKTYPHBIX MOAPA3ACIICHUSIX OpraHu3aIiu.

[TonsiTe M XapaKTepUCTHKAa BHYTPEHHEW OMHUCH JOKYMEHTOB Jena, ohopMIeHHE
uTorooi 3anucu. CocTaBieHHUE ONUCHU JIEJ, TOArTOTOBKA €N K Iepeaaye B apXuUB OpraHu3a-
[[UU, TOCYAAPCTBEHHBIN WM MyHUIIUTIAIbHBIN apXUB.

Opranuzanus CripaBOYHONW pabOThI U MOPSAOK BbIJIAYU JOKYMEHTOB JJIsl BpEMEHHOTO
M0JIb30BaHUs IIPU XPaHEHUU UX B CTPYKTYPHBIX MOJIpa3Ae/ICHUsX.

Bomnpoc 13. DxkcnepTu3a HeHHOCTH JOKYMEHTOB B [1€JI0NPON3BOICTBE

Annomayus. 1loHATHE «IKCIIEPTHU3Aa LIEHHOCTU AOKYMEHTOB». Llenp u 3amaum skcnep-
TU3bl LEHHOCTH JOKYMEHTOB. IIpMHIMMBI 3KCIepTU3bl LEHHOCTH JOKYMEHTOB: HCTOPH3M,
BCECTOPOHHOCTh, KOMIIJIEKCHOCTb.

HopmaTuBHO-METOAMUYECKUE OCHOBBI, 3Talbl MPOBEACHHS SKCIEPTU3bl LIEHHOCTH
JIOKyMeHTOB. Kpurepuu OoLleHKM JOKYMEHTOB (IIPOUCXOXACHUE, COAEPKaHUE, BHEIIIHUE OCO-
OCHHOCTH).

OkcneptHas komuccus (OK) yupexxnenus: menu, QyHKUUH, 3a74a4H, perijaMeHTaIHs
JeSITETbHOCTH.
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JIoKyMeHTUpOBaHUE PE3yJIbTaTOB IKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB: OIMCH €I 10-
CTOSIHHOTO CpOKa XpaHEHUs, OMUCH Jie] BpeMeHHoro (cBbiiie 10 eT) XpaHeHus, akT O Bble-
JIEHUU K YHUUTOXKEHUIO JIE]1, HE TIOJUIeKAINX XPAHEHUIO.

Bonpoc 14. KagpoBoe 1e101pon3BOACTBO: 001Iasi XapaKTePUCTHKA U 0COOEHHO-
CTH

Annomayus. HaznaueHne kaapoBbIX JOKyMeHTOB. HopmaTuBHO-IpaBoBasi U METOIM-
yeckas 0a3a opraHu3anuy paboThl ¢ JOKYMEHTaMH I10 JUYHOMY COCTaBy: TpynoBOH KOJIEKC
Poccuiickoit @enepanuu, [locranoBnenue IlpaBurensctBa Poccuiickoit ®enepanun «O Tpy-
JIOBBIX KHIDKKax», llepeueHb TUIOBBIX YNPaBICHUECKUX ApXMBHBIX JIOKYMEHTOB, 00pa3y-
IOLUXCA B IPOLECCE AEATEIbHOCTU I'OCYAAPCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O CaMoO-
yIpaBJIEHUs U OpPraHU3aLui, ¢ YKa3aHUEM CPOKOB XpaHEHHUS U JIp.

CoctaB u mopsi 1ok 0(hOPMIICHHUS TOKYMEHTOB, COITPOBOKAAIONINX KaIPOBBIE MPOLIEY -
pbl. JlokyMeHTanbHOe oopMieHre npuema Ha paboTy (TpyHOBOH JOroBOp, MpHUKa3, TPYJIO-
Basl KHIDKKA, JIMYHAsI KapToukKa), mepeBojaa (IOI. corjalieHue, MpuKa3, TPyJ10Bas KHIKKA),
NPEOCTaBIIEHUS OTIyCKa (IpauK OTIIYCKOB, YBEAOMIIEHUE, [TPUKA3).

[lopsnox HanmoxeHus, 00’KanoBaHus, CHATHUS AUCLUIUIMHAPHOTO B3bIcKaHUA. OCHOBa-
HUSl YBOJIbHEHUS PAOOTHUKOB, JOKYMEHTAIbHOE O(POPMIICHHE.

Bomnpoc 15. IIpaBoBasi 6a3a 1 HOPMATHBHO-METOANYECKHE OCHOBbI OPTraHU3AIUU

apxuBHOro aeja Poccuiickoii @enepaunu

Annomayusi. COBpEMEHHBIE 3aKOHOJATENbHBIE U IOJ3aKOHHBIE aKThl IO apXUBHOMY
neny. Ilonoxxenust 06 ApxuBHoMm ¢oune PO u denepanbHoil apxuBHOM cimyxbe Poccun.
«Ilonoxxenne o denepalbHOM apXUBHOM areHTCTBe». DenepanbHbiii 3akoH «O0 apXWBHOM
nene B POy, perynupyromumii OTHOIEHHS B chepe OpraHu3aluy XpaHEeHUs, KOMIUIEKTOBaHHUS,
y4eTa W MCIOJIb30BaHMs JTOKYMEHTOB ApxuBHOTO (oHAa Poccuiickoit denepanuu U Apyrux
apXHMBHBIX JOKYMEHTOB HE3aBHCHUMO OT UX ()OPM COOCTBEHHOCTH, a TAK)KE OTHOILICHUSA B c(e-
pe yIpaBJieHUs1 apXUBHBIM JieiioM B PO B nHTEpecax rpaxiaH, o0IIecTBa U TOCy1apCcTBa.

XapakTepucTuKka HOpMaTUBHO-IIPaBOBOM U METOINYECKON 0a3bl apXUBHOIO Jiena (poJib
U 3HaUYEHUE COBPEMEHHOW 3aKOHOJATENIbHOM M HOPMATUBHO-IPAaBOBOI 0a3bl MpH CO3AaHUU
apxuBa npeanpusatus). «[lpaBuna opraHuzanuy XpaHeHHs, KOMILIEKTOBaHMS, y4yéTa U HUC-
MOJI30BaHUs TOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit denepanuu u Apyrux apXuBHBIX
JIOKYMEHTOB B OpraHax IOCyJapCTBEHHOH BJIaCTH, OpraHaxX MECTHOI'O CaMOYIIPaBJICHUS U
opranm3anusax» «llpaBuna opranuzanuu XpaHeHUs, KOMIUIEKTOBAHMS, y4€Ta MU MCIOJIb30Ba-
HUS TOKyMEeHTOB ApxuBHOTO (onaa Poccuiickoit @enepanuu U APYyrux apXUBHBIX JTOKYMEH-
TOB B FOCYJapCTBEHHBIX U MyHHUIIUIAIBHBIX apXUBaX, My3esX U OUOINOTEKaX, OpraHu3alusix
Poccuiickoii akageMun HayK» ¢ TOCIEIYIOIUMH U3MEHEHUSAMU: cepa peryIupoBaHusl.

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

Annomayus. TIOHATHS «apXUBHBIA JOKYMEHT», «apXuB» U «ApxuBHBIN (oI Poc-
cutickuit ®enepanumny. @3 «O6 apxuBHOM aeie B POy 06 oTHeceHUHM apXHBHBIX JOKYMEH -
TOB K (eiepanbHOM, rocyapCTBEHHOW, MyHUIIUTIATBHON M YaCTHONH COOCTBEHHOCTH.

Opranuszanus ApxuBHoro ¢onzna P® kak mpouecc pacnpeneneHus JOKYMEHTOB
MEXAY apXUBaMH U yIOPSAJOUYECHUS JOKYMEHTAIbHBIX KOMIUIEKCOB BHYTPU OTJEIBHOTO ap-
XUBA.

XapakTepucTuKa OpraHU3aluy JOKYMEHTOB U Aen ApxuBHoro ¢onma Poccuiickoit
@enepaunn Mexay apxuBamu (IepBblid ypoBeHb opranuzauuu). CeTb rocyJapCTBEHHBIX U
MYHHULUNATBHBIX apxuBoB P®. BenoMmcrBeHHbIe apxXxuBbl. bubnmorekum u My3eu, ocy-
HIECTBJISAIONIME XpaHeHHuEe T0OKyMeHTOB AD PO.
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OpraHu3anus JOKyMEHTOB B Ipeliejax apXUBOB (BTOPOM YpOBEHb OpPraHM3alUu).
ApxuBHbI (pOHI Kak KiaccupukanmoHHas eauHuiia ApxuBHoro ¢onaa Poccuiickoit de-
nepauuu. ApXuBHBIA (QOHIT yUpEKICHHs, 00ObEIMHEHHbBIN apXUBHBIN (OHJ, apXUBHAs KOJI-
JeKUus, POHJBI TUYHOTO MPOUCXOKACHHUS.

Opranuzamus JOKYMEHTOB B Mpezeniax apXuBHOro (oHnaa (TpeTuil ypoBeHb OpTaHu -
3anun). GonaupoBaHUe apXUBHBIX JTOKYMEHTOB. OmpesesieHue IrpaHul] apXUBHOro (GoHIa.
[TpUHLIUIIBI CTPYKTYPUPOBAHUS apXUBHBIX (OHIOB (CTPYKTYPHBIH, XPOHOJOTHUECKHUA H
Ip.). ApXUBHAs KOJUIEKIIMSL.

['ocynapcTBeHHOE yrpaBieHHE apXWBHBIM AenoM B PD Ha QenepanbHOM, peruo-
HaJIbHOM M MYHULIUIIAJILHOM YPOBHSX, UX ITOJITHOMOYHS.

Bomnpoc 17. Kommiiekropanue ApxuBHoro ¢onaa Poccuiickoii @enepaumnu u IKC-
NepTU3a HeHHOCTH APXMBHBIX J0KYMEHTOB

Annomayus. Ilonatue o komriuiektoBaHun A® P®. CoBpeMeHHass mnpaBoBas U
HOPMaTUBHO-METOINYECKas 0a3a, periaMeHTUPYIOIas OPraHUu3aluio U MOPSIA0K KOMIUIEKTO-
BAaHMSI FOCYJapPCTBEHHBIX, MyHUIIMIAJIIbHBIX U BEJOMCTBEHHBIX apXMBOB JOKYMEHTaMH. 3a/a-
Y¥ ¥ OCHOBHBIE HAIIPABJIECHUS JEATEIBHOCTU IO KOMIUIEKTOBAHUIO FOCYAAPCTBEHHBIX U MY-
HULIUIAJIBHBIX apXUBOB.

IIponiecc KOMIUIEKTOBAaHUS apXWBOB: OINPEIEICHUE HCTOYHUKOB KOMIUIEKTOBAHUS;
ONpEeNIEJIEHUE COCTaBa JOKYMEHTOB, IMOJICKAIIUX XPAHEHHUIO; OpraHU3alMs KOMILIEKTOBA-
HUS.

Hcrounukn KoMIuleKTOBaHUS apXuBOB. Kpurepum ompeneneHus rocyIapCTBEHHBIX
OpraHu3alMi-HCTOYHUKOB KOMIUIEKTOBaHUsA. [10psA0K OTHECEHUS HErOCYJapCTBEHHBIX Opra-
HU3alMI K YUCITy NCTOYHUKOB KOMIUIEKTOBAHUS FOCYJaPCTBEHHBIX U MyHULMIIATBHBIX apXHU-
BOB. [IpuMepHBIe CIIUCKU YUPEKACHUM, OpraHU3aluil U NPEIIPUATUN, TOKYMEHTBI KOTOPBIX
MO/JIEXKAT WIM HE MOJUIEKAT IPUEMY Ha FOCYIapCTBEHHOE XPaHEHHUE.

DKcnepTu3a HEHHOCTU apXUBHBIX JOKYMEHTOB: CYLIHOCTb, 3aJau, IPUHLHUIIBL U Me-
toabl. Kpurepuu skcriepTu3bl HEHHOCTH APXUBHBIX JTOKYMEHTOB. KpuTepuu ycTaHOBIIEHUS
HAayYHOH M TNPAKTUYECKOM ILEHHOCTH AOKyMEeHTOB. OcoOeHHOCTH OTOOpa Ha XpaHEHHUE
JIOKYMEHTOB C ToBTOpsitonieiics wuHpopmanueir. Kpurepun rpynnsl MNpOUCXOXKICHUS
JOKYMEHTOB. 3HaueHHe, MacITad, XxapakTep ACATEIbHOCTH yupexaeHus-PpoHmoo0pa3oBaTe-
ns1. Kareropun yupexaeHuil, TOKyMEHTbl KOTOPBIX MOAJIEkKAT Nepeiade B rocyJapCTBEHHbIE
apxuBbl. KpuTepun OIleHKH BHEIIHUX 0COOEHHOCTEH TOKYMEHTOB.

Otanbl 1 METOAUKA IPOBEACHMS SKCIEPTU3bl LEHHOCTH JTOKYMEHTOB. Cucrema sKc-
neptHbXx opranoB. LIDIIK, DIIK u DK apxuBHbIX yupexxaenuil. Mx 3amaun, QyHKIMHU, Tpa-
BOBOE IOJIOKEHHUE U OpraHu3alus paboThlI.

[Tonsitue ontumuzanuu coctaBa AQ P®. 3HaueHue skcnepTusbl HEHHOCTH TOKYMEH-
TOB B ONTHUMM3AIMH COCTaBa apXUBHBIX (DOHIOB U UX KOMIUIEKCOB, €0 KOMILJICKTOBAHUH
IIOJIHOLICHHBIMH JTOKyMEHTaJbHBIMU HCTOYHMKAaMHU. B3auMoOCBsI3b 3KCHEPTU3bI LIEHHOCTH
JIOKYMEHTOB M UX (POHIUPOBAHUSI.

Bonpoc 18. Yuer u obecneyeHue COXPAHHOCTH JOKYMEHTOB APXMBHOro (poHaa
Poccuiickoii Penepauuu

Annomayusn. Tlonstue 00 ydere ApxuBHOro ¢onna Poccuiickoit deneparumn.
[TpyHIMITBI ¥ TIOXOBI K TIOCTPOSHUIO IEHTPATU30BAHHOM CHCTEMBI Y4eTa apXuBHOTO (poHIa
Poccuiickoit ®enepanuu. CucteMa JOKYMEHTOB IIEHTPAJIU30BaHHON CUCTEMBI YUeTa.

Bueninne 10KkyMeHTHI IECHTPATU30BAHHOM CUCTEMBI yUeTa.

BHyTpeHHue OKyMEHTHI LIEHTPAJIM30BaHHOW cucTembl ydyeTa. COCTaB BHYTPEHHHUX
VYETHBIX IOKyMEHTOB: KHUTA y4eTa NMOCTYIUICHUH U BBIOBITHS JTOKYMEHTOB, CIIUCOK ()OHJIOB,
mucT (oHAa, aKThl IpUeMa, OIUCH e, eio ¢onna u aAp. Onucu Aemn: 3JeMEeHTHl OUCaHMUS,
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METOAMKA cocTaBleHUs onuceld. CocTaBiaeHUE ONUCHU Jeja, MOArOTOBKA JieNa K Iepenade B
apXuB OpraHU3aluy, TOCYJAapCTBEHHBIM WIM MyHUUMNAJIbHBIM apxuB. OpraHusanus ydera
0c000 LIEHHBIX JOKYMEHTOB.

ObecnieueHne COXpaHHOCTU JOKYMEHTOB B apxuBax. OCHOBHbIE TpeOOBaHMs K Opra-
HU3aIMU 00eCTieueHHsI COXPAHHOCTH JIOKYMEHTOB B apxuBax. TpeOoBaHMSA K OpraHU3aLUuU
XpaHEHUs! APXMBHBIX JOKYMEHTOB: IIOMEUICHMs, TEMIIEPaTypHO-BJIAXKHOCTHBIA, CBETOBOM,
OMOJIOTUYECKUH, OXpaHHBIM PEXUMBI, TUIAHUPOBKA M 000pynoBanue Xpanwiuiml. [IpoBepka
HAJINYMS U COCTOSIHUS JOKYMEHTOB B apxuBax. CTpaxoBoi (OHA: UCTOPUS, OpraHU3aLHsL.

[pununs! opranu3annu U GyHKIMOHUPOBAHHS apXUBHOTO ayTcopcuHra. Mcmomnb3o-
BaHUE ayTCOPCHUHIA — IEepefayd JOKYMEHTOB Ha BHEO(DHCHOE XpaHEHUE CIELHATU3UPOBAH-
HOM OpraHu3alliyd — COBPEMEHHBIMU YUPEKACHUAMHU, OPraHU3aLUSAMU.

Bomnpoc 19. Cuctema HayYHO-CIIPABOYHOI'0 aNNAPaTa K JOKYMEHTaM APXMBHOIO
¢onna Poccuiickoii ®enepanun

Annomayus. Ilonsarue «cucrema HayuHo-cripaBouHoro anmnapara (CHCA) k nokymeH-
tam ApxuHoro ¢oumay. Ctpykrypa CHCA. IIpunuuns! u noaxonasl k opranuzanuu CHCA.
Oyukiuun CHCA. B3auMoCBsA3b U NPEEMCTBEHHOCTh YUYETHO-CIIPABOYHOIO ammapara Jeno-
npousBojacTBa U CHCA. OcHoBHble fokymMeHThl CHCA.

Buytpennsas yuernass nokymentanuu apxuBa 1 CHCA. Hcropuyeckas crpaBka: Ha-
3Ha4YeHHe, CTPYKTypa, METOAMKA cocTaBieHus. Onuch Jiena Kak OCHOBHOM HAay4YHO-CIPaBOY-
HBII JokyMeHT. [loHsTHE 0 KaTaorax u Karajaoru3auu JoOKyMeHToB. CHUCTEMbl KaTaJloroB 1
kapTorek. OOs3aTenbHble U HEOOs3aTeNbHbIE KaTaioru apxuBa. OO30phl: 1e/ieBOe Ha3Haye-
HHUE U MECTO B cUCTeMe apxuBa. [lyTeBoauTenu: xapakTepHble 0COOEHHOCTH.

Hcnonp30BaHue apXUBHBIX JTOKyMEHTOB. DOpMBI HCIOIB30BaHMS. 3ampoCchl COLM-
aJIbHO-IIPABOBOTO Xapakrepa. Pabora umTanmpHOro 3aya apxuBa. BBICTaBKM JOKYMEHTOB.
[ToaroToBka crateit u apyrux marepuanoB. Pabora co CMU. IloaroroBka MarepuasoB K Ie-
garu. Pabora ¢ m3narenscTBoM. Karanoru apXuBHBIX OPraHOB, UX 3a/1a4U ¥ (PYHKIIHH.

Pa3paboTka u BHeapeHHE aBTOMATHU3MPOBAHHOW HH(OPMAILIMOHHO-MIOMCKOBOW CH-
CTEMBI.

Bonpoc 20. Ucnosib30BaHue apXMBHBIX JOKYMEHTOB

Annomayus. Vicnonp3oBaHuEe apXMBHBIX JIOKYMEHTOB KaK COCTAaBHAs 4acTh HAay4HO-
MH(POPMALIMOHHOM JesITeIbHOCTH apXUBOB. Mcronb30Banne apXxuBHOW HHPOPMALIUHU B YIIPaB-
JIEHYECKOM, HSKOHOMHUYECKOM, IMOJIUTHUYECKOM, HAYYHOM, COLHMAIBHO-KYJIBTYPHOM U COLU-
aJIbHO-IIPAaBOBOM HaIIpaBJICHUU.

Knaccudukanus norpedureneit perpocrnekTuBHoi nHbopmanuu. Criocodbl onpeene-
HUS TIOTPEOHOCTH OOIECTBA B PETPOCHEKTUBHOM TOKYMEHTHON MH()OPMAIIHH.

[TonsiTre 06 opraHu3anuy UCHOJIL30BAHUS APXUBHBIX JOKyMeHTOB. CTpyKTypa opra-
HU3AIMH UCTIONb30BaHus. DYHKIMU: 3a1poc, MOMCK, OTBET, NHUIIMATUBHOE MH(YOPMUPOBa-
Hue. [lepBuyHas ¥ BTOpUYHAs JAOKyMEHTHass MH(OpMAIMs Kak CPEICTBO HCIIOJIb30BAHUS
JIOKYMEHTOB.

Hcnonnenue 3anpocoB B HeNsIX oOecrieueHus NpaB U 3aKOHHBIX UHTEPECOB TPakIaH.
Cpokr HCTIONHEHHS 3alPOCOB COLMAIBHO-TIPABOBOrO XapakTepa. OdopmiieHHe apXUBHBIX
CIPABOK, BBIIUCOK M KONHW. BbIiaya NOJIMHHBIX JIUYHBIX JOKYMEHTOB IPaXkJaHaM U3 apXu-
BOB.

Opranu3zanuys BbICTaBOK JIOKyMEHTOB. Bubpl BHICTaBOK M MX HaszHadyeHue. Obecreue-
HUE COXPAaHHOCTH JIOKYMEHTOB IIpM O3KCHOHHMpOBAaHMU. IIpakThMka TroCynapCTBEHHBIX,
HEroCcyJJapCTBEHHBIX U BEIOMCTBEHHBIX APXUBOB 10 OPraHU3alluH BbICTABOK.

[MonroroBka TeMaTHUECKUX MOAOOPOK: BUABI U LEJIU WX HCIOJIB30BaHU. MeToauka
COCTaBJICHUS] TEMAaTUYECKUX MOJ00POK (KOMILJIEKTOB, albOOMOB, IJIAKATOB, TUANIO3UTHBOB U
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7p.).

IlonroroBka TeMaTUYeCKHX, HAyYHBIX, HAyYHO-IOMYJISPHBIX, PEKIaMHO-UH(pOpMaIU-
OHHBIX CTaTefI, AOKYMCHTAJIBHBIX OYCPKOB U APYIUX MATCPUAJIOB IJIA HepI/IOI[I/I‘IeCKOf/'I reya-
TH, CLEHApUEB, PaIu0O- U TEJIEBU3UOHHBIX Ilepeaay, KHHO(PHUIbMOB.

Opranuzanusi BcTped ¢ OOLIECTBEHHOCTBIO, IKCKYPCHM, JEKIUH, T0KIal0B, YPOKOB
JUIS CTYZICHTOB U IIKOJIbHUKOB.

HpeI[OCTaBJIeHI/Ie AOKYMCHTOB JJId U3YUCHUA B YUTAJIbHOM 3aJIC apXHBa. OpraHmaumI
paboThl unTanpHOro 3ana. [IpaBuia monb30BaHUS AOKYMEHTAaMH B YHUTAJILHOM 3ajie apXHBa,
OTBETCTBEHHOCTb MCCIIEI0BATEIEeH 3a IOIYYEHHbIE BO BDEMEHHOE 10JIb30BaHUE JACTIa.

Bbinaya nen Bo BpeMeHHOE MOJIb30BaHUE. YCIOBMs Bbliauu jaen. OpraHuszaunus pa-
OO0TBHI 1O BBIZAYE TOKYMEHTOB BO BPEMEHHOE MOJIb30BAHNE.

Opranuzanus nyOJIMKalMOHHON AEATeNbHOCTH apXuBa. THIIbL, BUJbI U POPMBI ITyOJIH -
Kalluil apXWBHBIX IOKYMEHTOB U COCTaB padOT MO UX MOJATOTOBKE.

VYder ucnonb30BaHUs TOKyMEHTOB. Y4eT BceX (hOpM UCIOIb30BaHUS KaK JIEMEHT Ha-
y‘IHOfI opraHuzalyii UCII0JIb30BaHUA JOKYMCHTOB B apXHUBax.

Bonpoc 21. 3amuTa nepcoHAJBHBIX JAHHBIX B OPraHU3aHI

Annomayus. TloHsiTHE «ImepcoHanbHbIe NaHHBIE». OCHOBHBIC LIENU 3alIUTHI MEPCO-
HAJIBHBIX JaHHBIX. HopmaTtuBHO-MeTOMueckas 6aza paboThl ¢ NMEPCOHAIBHBIMH JAaHHBIMH.
®enepanbHblil 3ak0H «O MEpCOHANBHBIX JaHHBIX» U PErYJIUPOBAHUE OTHOIICHUN, CBSI3aHHBIX
¢ 00paboTKOM NMEPCOHATBHBIX JAHHBIX, OCYLIECTBIISIEMOH (eepaabHBIMI OpraHaMu Trocyaap-
CTBEHHOH BJIACTH, OpraHaMHu TOCYJapCTBEHHOM BiacTH cyObekToB Poccmiickoit denepanuu,
MHBIMU TOCYAAPCTBEHHBIMU OpraHamMH, OpraHaMd MECTHOI'O CaMOYIIPABJICHUS, UHBIMU MYy-
HUIUNAIBHBIMU OpraHaMU, IOPUIUYECKUMH U (PU3UYECKUMU JIMLIAMHU.

Obecnieuenue 3amuUThl IpaB U CBOOOJ TpaKAaH MpH 00pabOTKe MX MEPCOHAIBHBIX
JAHHBIX, B TOM YHCIIe 3aIUTHI NPaB Ha HEMPUKOCHOBEHHOCTh YACTHOM >KW3HHU, JIMYHYIO U
CEMEHHYIO TalHy.

OcHoBHblE TpeOOBaHUSA K TOJIYYEHHI0O U 0OpabOTKE TMEepPCOHATbHBIX JAHHBIX.
Kontposns u Ham30p 3a 00paboTKOI epcoHaNbHBIX JaHHBIX. Mepbl 0 00eCcTIeYeHnI0 KOHTPO-
75, y4eTa W 3allUThl MePCOHANBHBIX AaHHBIX. OTBETCTBEHHOCTh 3a HapyllleHue TpeOOBaHHI
O3 «O nepcoHaNbHBIX JAHHBIX.

[Topsimox 00pabOTKM JOKYMEHTOB, COJAEpPIKAIIMX MEepCcOHaNbHbIE AaHHbIE. OCOOEHHO-
CTH XpaHEHUs JOKYMEHTOB, COJIEPKAILMX [1€PCOHAIbHBIE JAHHBIE.

Bonpoc 22. Opranu3anusi padoTsl ¢ JOKYMEHTAMM, COJEePKAIUMHA KOH(HIeHIIU-
AJbHYI0 MH(OPMAIHIO

Annomayus. Kputepun OTHECEHHS JOKYMEHTOB K KaTeropuu KOH(UICHIIMATHHBIX.
[lepeuenp KOH(PHUIECHUIUANBHBIX JOKYMEHTOB, COJAEP)KAILUX CBEICHHS, IPEACTaBISIOLINE
NpeANpPUHIMATENBCKYIO TaiiHy. Ha3Hauenue, cocTaBiieHHe U BeJICHHs IepeyHs] KOH(PHICHIIN-
QJIBHBIX JOKYMEHTOB (pupMbl. 3aKOHOAATEIHHOE PETYIUPOBAHUE OTHOIICHUH, CBSI3aHHBIX C
YCTAaHOBJICHUECM, USMCHCHUCM W NPCKPAILICHHUEM PCKHUMaA KOMMCp‘-IGCKOfI TaHBl B OTHOIIIE-
HUU HUHQOpPMAIK, UMEIOLICH EeHCTBUTENbHYIO WIM MOTEHUUATbHYI0O KOMMEPUECKYIO IEH-
HOCTb.
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Yrpo3sl uHpOpMaIHK TP TOKYMEHTUPOBAHHUHU U 33724 €€ 3aiuThl. [[pUHIUIBI JOKYMEHTH-
poBaHus KOH(MUACHIIMAIbHOW HHPopManuu. OcoOeHHOCTH 0POPMIICHHSI PEKBU3UTOB
KOH(UICHIIMATBHBIX JOKYMEHTOB (Tpr() OrpaHUUYEHUS TOCTYIa, HOMEp IK3EMIUISIpa, aipecar,
pETrUCTpaIMOHHBIN HOMEp JIOKYMEHTa, OTMETKA O HAJIMYUU TPUIIOKEHUS, OTMETKA 00 HCIIOI-
HUTEJIEC).

[ToHsiTHE, TIETU U 3324l CUCTEMBbI 3alIUThl KOHPUICHIMATbHON nHpopmarmu. Llemn
W 33J]a4d pa3pelInTeIbHON CUCTEMBI JOCTYIA TIEPCOHAIA U UHBIX JIUIl K KOH(PUACHIINATHHBIM
CBEJICHUSM, IOKYMEHTaM, 0a3aM JaHHBIX U npoaykiuu. [lonstue nocryna. HecankumnoHupo-
BaHHBIM noctyn. [lopsmok mocTyna K KOHGUACHIHMAILHBIM CBEIACHHSM IPEJACTaBUTEICH
Ipyrux (GUPM U CITy’)KallluX TOCYIapCTBEHHBIX yupexaeHuil. KoHTpoib 3a 1ocTymnom.

[MonsTne wu kiIaccupuKanus HUCTOYHUKOB KOHPUACHIMATLHOW HWH(MOpMAIIUY.
Knaccugukanus kaHaioB OOBEKTUBHOTO PACIPOCTPAHEHUs KOH(PHUICHIMATBLHONH HMH(pOpMa-
ruu. [lonstre yrpossl nuHpopmammu, BUAB yrpo3. [IoHATHE HECAaHKITMOHUPOBAHHOTO KaHAJIa
yTpaThl KOHpuIeHIHaIbHOH MHpOopMaruu. CiydaiiHble W TpeJHaMEPEHHBIC YCIOBHS BO3-
HUKHOBEHUS 3TOTO KaHana. [ToHsITHS pa3riamieHus 1 yTeukd HH(HOPMAIIUU, UX OTIUYHE.

Bonpoc 23. CoBpeMeHHasi cHCTeMa OPraHOB IOCYJAPCTBEHHON M MYHUIMNAJb-
HOH BJIACTH

Annomayus. VInctutyT npesuaentctBa Poccuiickoit denepauyn: KOHCTUTYLIMOHHBIN
craryc; nosiHomouus [Ipesuaenta Poccuiickoit @denepanuyn 1 0COOCHHOCTH UX peaTH3alliu.
®enepanpHble OpraHbl 3aKoHOAaTeNbHOM BiaacTu Poccuiickoit ®enepauuu. denepansoe Co-
Opanue. Coer denepanuu — BepxHas nanara [lapiamenTa: 1OJTHOMOYHUS, AESITEIbHOCTD.
I'ocynapctBenHas Jlyma: KOHCTUTYLMOHHBIA CTaTyC; MEXaHU3M (DOPMHPOBAHUS; OCHOBHBIC
3JIEMEHThl OPraHU3allMOHHOI0 YCTPONHCTBA; HOPMATUBHAs 0a3a AEATeNbHOCTU; MECTO B CH-
CTEME BBICIIMX IIOJUTHYECKUX UHCTUTYTOB Poccuiickoit denepanumu.

[TpaButenscTBOo Poccutickoit denepannn: HopMaTuBHAsE 0a3a OpraHU3aIuy U JACSITEIb-
HOCTH; 00IIasi XapaKTepUCTHKA COCTABOB MPABUTENIBCTBA; KaJpOBasi HECTAOMIBHOCTD; OCHOB-
HBIE HAIIPABJICHUS U PE3YJIbTATHI IEATEIbHOCTH.

Cynebnas cucrema Poccuiickoit ®deneparyn: o0mias XxapakTepUCTHKA; OCHOBHBIE HO-
BallWU.

OOmuras XxapakTepHCTHKa CHCTEMbI OPraHOB BJIACTH CYOBEKTOB (eliepaliii U OpraHoB
MECTHOIr0 camoymnpasieHus. OpraHbl 3aKOHOJATEIbHOM, HCIOIHUTENbHOW, CyneOHOMN
BJIACTU CyOBbeKTOB (henepanuu. [Ipesunentsl, rybepHaTOphl, TIaBbl aIMUHUCTPALIUN.

Bonpoc 24. UadopmanmoHHoe ol0ecrieyeHne yNpaBJIeHHUsA: CYIIHOCTh, OPraHu3a-
uus

Annomayus. Ponp nadopmanun B ynpasinennn. degepanbupiii 3akoH «O06 nHpopma-
MU, THPOPMAIIMOHHBIX TEXHOJIOTHSX W O 3amure mHpopmauuu. CTpyKTypa ympaBiieHYe-
CKOW MH(OpMaIN: PEeKBU3UT, MOKa3aTelb, HHOOPMAIIMOHHBIE COOOIEHHs, NHPOPMALIMOH-
HBII MaccuB, HH(GOPMALMOHHBIN MOTOK, HHGOpMaMoHHas cuctema. [lonstue «uHpopmanu-
OHHOe oOecrneueHue ynpasieHus». Llenb, HazHaueHue HH(DOPMAITMOHHOTO OOeCTeUeHHS
yIOpaBiieHus, TpeOOBaHUs, IPEIbIBISIEMbIE K HEMY.

Crpykrypa uH(pOpPMAIIMOHHOTO OOECHeueHHsI YIpPaBJICHUS: BHEMAIIMHHOE M BHYT-
pumamunaHoe MO. HazHauenne 1 0COOEHHOCTH OT/EIbHBIX COCTaBHBIX yacTed OY.

BuemamumnHnoe nadopmanuonHoe odecneueHne. CuctemMa TeXHUKO-9KOHOMHUECKUX U
coluaibHbIX Toka3zaTenell kak ocHoBa MOVY. Cucremsl kiaccuukaluu U KOJIUPOBAHUS
TOCHU. NupopmanoHHbIe TOTOKH B CUCTEME yIpaBieHHus. TpeOGoBaHHs K JOKYMEHTHPOBA-
Huto TOCH.

BuyTtpumammaaoe nHpopMaimonHoe obecneuenue. [lonstue u cocraB napopmarm-
oHHOro obecrnieueHusi aBToMaTu3upoBaHHbIX cucteM (MO AC) oOpaboTku maHHBIX. DopmbI
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opranuszaiuu BHyTpuMamuaaoro MOY. Undpopmanmonnsie 6a3pl 1 OaHKU JaHHBIX: MOJEIH
BbJl, cucrembr ynpasnenuss bJl. Xpanunuiia naHHbpIX M 0a3bl 3HAHWW. BiusHHE HOBBIX
MH(POPMALIMOHHBIX TEXHOJIOTUN Ha cocTaB U npoueccs MOY.

HNudopmanimonnas cuctema Kak opranusanuonsas gopma peanuzanuu 1OY.

Bomnpoc 25. Posib cexkperapsi B cucTteMe yIpaBJeHUs

Annomayusn. Uenb, 3amaun, GyHKIUU IESTETBHOCTH cekperaps. HopmaTuBHO-MeTO-
JUYECKHE U JTOKAJIbHBIE aKThI, PErJIaMEHTHPYIOIINE OPTraHU3aIHIO0 AeITeIbHOCTH CEKpPeTapsl.

3HaHUs, YMEHUsS U NMPo(ecCHOHABHBIC HABBIKU cekpeTaps. TpeOoBaHUs, MPEIbsBIs -
emble cekperapro. JlenoBble KauecTBa CeKpeTapsi: MHUIUMATUBHOCTb, OPraHU30BaHHOCTb, OT-
BETCTBEHHOCTh, MYHKTYaJIBHOCTh, WH()OPMUPOBAHHOCTh. JIMUHOCTHBIE KadecTBa, HEOOXO-
IuMble B paboTe cekperaps: 100poKeIaTeNbHOCTh, CKPOMHOCTh, aKKypaTHOCTb, TPYAOIIO-
Oue, YMOLIMOHAIIbHASL YPABHOBEIICHHOCTD.

Opranuzanus npueMa noceTureneil (mpueM COTPYJHUKOB IO TEKYIIMM BOIPOCaM;
MIPUEM TIO JIMYHBIM BOIMPOCAM; MPUEM MOCETUTENICH U3 JIPYTUX OpraHu3alluii; MpueM KOMaH-
JTUPOBOYHBIX paboTHUKOB). [IpaBuna BeneHus: TeineOHHBIX MEePEroBopoB. JloKyMeHTHUpOBa-
HUE TeleOHHBIX cOo00IeHuH, Tenedonorpamm. OCOOCHHOCTH MOJATOTOBKH JCIIOBBIX BCTPEY
U TIeperoBopoB pykoBoauTens. [loaroToBka 1e10BbIX MOE30K PYKOBOIUTEIS.

Bomnpoc 26. CTpykTypa 10KYMEHTAJbHBIX MY0JMKAIMA, METOAMKA MOATOTOBKH

JIoKyMeHT Kak 00BEKT IyOJIMKATOPCKOM eATeIbHOCTH, CYIIHOCTh M 3HAYCHUE ITyOJIH -
Kallil MCTOPHYECKUX JIOKYMEHTOB B COBpeMeHHOW Poccum. BripaboTka Monenu JTOKyMeH-
TaTbHON MyOIMKAIMK KaK BaXKHEHUIIINH 3Tall €€ MOArOTOBKHU: BRIOOP THUIA, BUIA, POPMBL.

Turbl JOKyMEHTAIBHBIX TyOIMKAIUK 1O CTETIEHH yTPaThl JOKYMEHTOM CBOEH MEpBO-
HAYaIbHOM 1eNIeBOM (PYHKLMH, N0 IETH BKIIOYEHUS JOKYMEHTa B MyOJIMKALHUIO, IO CIIOCO0Y
BOCIIPOU3BEICHHS JOKYMECHTOB.

Crenduka 1 0COOEHHOCTH OCHOBHBIX BHJIOB M3JaHUH UCTOPUUYECKUX HCTOYHUKOB M
OIEPATUBHBIX JOKYMEHTOB: TO(OHIOBBIX, TEMATUIECKHX, TIOBUIOBBIX U JOKYMEHTOB OJTHOTO
muna. TpanunuoHHbIe U COBpeMEHHbIE (POPMBI U3JaHHS JOKYMEHTOB.

[TpuHIMIBI BBISBICHUS U OTOOpa JOKYMEHTOB JIJISl M3/IaHUI pa3HBIX THUIIOB U BUJIOB,
KPUTEPHH BBHIOOpA TEKCTa JOKyMeHTa ais myOnukauumu. OcoOeHHOCTH Nepenadd TeKcTa
JIOKYMEHTOB, PUHIIAIIBI CHCTEMATH3AIMN JIOKYMEHTOB B Iy OJIMKAIINH.

Apxeorpadpuueckoe opopmIIeHHE JOKYMEHTOB. 3arojOBOK M OCOOCHHOCTH Ohopmiie-
HUS €r0 3JIEMEHTOB: Pa3HOBHIHOCTh JOKYMEHTA, aBTOpP W ajpecaT JOKyMEHTa, 0003HAYCHUE
COZIepKaHUsl JTOKYMEHTa, JAaTUPOBKA JTOKYMEHTa, MECTO HalMCaHUs JOKyMeHTa. JlereHubl
(KOHTPOJILHO-CIIPABOYHBIC CBEJICHUS ), PYHKIIMOHAIBHBII COCTaB.

3HayeHHWEe W POJIb HAYYHO-CIPABOYHOIO ammapara JOKYMEHTaJIbHOH IyOIMKanuu.
CocraB Hay4YHO-CITPABOYHOTO alnapaTa Juis U3JJaHUi pa3IUYHbIX TUTIOB U BUJIOB.

Bomnpoc 27. Opranuszaunusi Tpyaa cekperaps

Annomayusn. HopMaTUBHO-METOAMYECKUE UM JIOKAJIBHBIE aKThI, PErJIAMEHTUPYIOLIUE
OpraHH3aII0 JIeATENbHOCTH cekpeTapsa. Opranuzanus pabodyero BpeMeHH cekpetaps. [lma-
HUpoBaHue pabodero Bpemenu. Hopmuposanue tpynaa. [IpumepHas cxema pabodero JTHS CEK-
peTapsi: mepBas MOJOBHHA paboyero JHs; BTOpas MOJOBHHA JHA; KOHel pabouero nus. Pe-
KOMCHIOAIWU MO0 OpraHu3anuu BpCMCHU.

PaGouee mecTto cekperapsi: OCHOBHAas 30HAa, 30HAa OOCIY>KMBaHUS IOCETUTENEH;
BCIIOMOTaTellbHas 30HA. XapaKTepUCTHKA MeOen U 000pyJ0BaHUS, HEOOXOAMMBIX TEXHUYE-
CKUX CPEJICTB, KAHLIEIAPCKUX MPUHAICKHOCTEH, OPITEXHUKHU.

HeoOxonumas crnenuaiibHasi JuTepaTypa: HOPMATUBHO-METOJMYECKAs JIMTEpPATypa,
CIPAaBOYHHKH, CIIOBAPHU.
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Bomnpoc 28. Opranuszauus 1 TEXHOJIOTHs Pad0THI ¢ 00pPALIEeHUSIMH TPAKIAH

Annomayus. TloHATHS «oOpaleHHe TpaXXIaHUHA», IPEUIOKEHUE», «3asBICHHEY,
«Kanoba», «I0JKHOCTHOE JIUIIO.

3aKoHOIaTEIbHOE PETYIUPOBAHUE PA0OTHI C OOpallleHUsIMU TpaxaaH. PeriiaMmenramus
paboThl ¢ oOpallleHUsIMU TpaKIaH B OpPraHU3alUsAX, Ha MPEINPUITHIX, FOCYAapCTBEHHBIX
VUpeXKICHUAX. BiusiHEe XapakTepa yHpaBlieHUs, MPHUHIUIIOB MPHHITHS YIPABICHUECKUX
pelIeHni Ha OPraHu3alrIo U TEXHOJIOTHUIO pabOThI ¢ OOpAIlIEHUSIMU TPaXK/IaH.

OcobeHHOCTH BEeICHUS JIIONPOM3BOJICTBA 110 OOpAIICHUSIM TPaKAaH OT o0mIero je-
JIOTIPOU3BOJICTBA. 3aBUCHUMOCTh CTPYKTYpbl ciykObl JIOY 0T KoinyecTBa MOCTYMAIOIIUX
oOpareHuil B opranu3aiuio (0ropo, CeKTop, oTaen, cekperaps). Kinaccudukanus odpamieHnii
(BU, KOJIMYECTBO OOpaTUBIIUXCS, (GOpMa).

Opranuzanusi mpuemMa noceTuTenei. ITuka npuema. ['apanTun 0€30MacHOCTH Tpax-
JTAaHUHA B CBSI3U C €T0 0OpaIICHUEM.

[Mopsimox mpriemMa u MEepBUYHON 0OpaOOTKHM TOKYMEHTOB. Perwmcrparus oOparmieHuit
rpaxaal. [Topsnok 3amofiHEeHUs )KypHAJIOB PErHMCTPAllMU M PErHCTPAllMOHHO-KOHTPOJIbHBIX
KapTOYeK.

Cpoku paccMoTpeHus oOpamieHuil rpaxaan. Hanpasnenue oOpallleHuss Ha MCIIOJIHE-
Hue. Pemenue BOpocoB, MOAHSITHIX B OOpalleHusx rpaxaaH. TpeOoBaHUs, MPEAbIBIIEMbIC
K peuieHnto. KoHTpoIib 3a UCIIOTTHEHHEM OOpallleHul, peruCTPalluOHHO-KOHTPOJILHBIE KapTO-
Teku. OpraHuzanys KOHTPOJS WCHOJIHEHHUS JOKYMEHTOB C HCIIOJIb30BAaHHUEM CpPEJICTB BHI-
YHCIUTEIBHON TEXHUKU.

Opranuzanust “HOOPMAIIOHHO-CIIPABOYHON paboTHI M0 0OpamieHusM. ABTOMATH3a-
st ”HGOPMAITMOHHO-CIIPABOYHOI pabOThI 110 0OpaICHUSIM.

AHanu3 u 00001IeHre padOTHl ¢ MPEAIOKECHUSIMH, 3asIBICHUSIMHU U KAI00aMU Tpax-
JaH. 3HaueHUE AHAJTUTHUYECKON paboThl ¢ OOpalleHUsMH rpaxiaaH. MeToauka aHanmuza U
0000meHus. DopMUpOBaHKE JCII.

DKcnepTu3a HEHHOCTU AOKYMeHTOB. [IoAroToBKa TIOKyMEHTOB K IMOCIEIYIOIIEMY ap-
XUBHOMY XPaHCHHIO M UCIOJIb30BaHNI0. CPOKU XpaHCHHS OOpaICHHIA.

OcoOenHocTy opraHu3alys padoThl ¢ 00palleHUus MU Ay TaToB.

Bomnpoc 29. /le1oBoe nucbM0: pa3HOBHIHOCTH, SI3bIK U CTWIb

Annomayus. XapakTepUCTHKA JEJIOBBIX TUCEM IO CTENEHU JOCTYIHOCTH COJIEpIKalleii-
csl B HUX MH(pOpMAIUH, IO CPOKaM HCIIOIHEHHUS, 10 00beMy, [0 BULY MHPOpPMAIUH, IO CTH-
JII0 U3JI0’KEHUS, 110 KOMIUIEKTHOCTH, 110 KOMITO3UIUH, 110 CIIOCO0Y ajfpecoBaHus U T. 1. Yact-
HBIE U OUIMAIBHO-IT0BbIE MHchbMa. O01mue TpeOoBaHUS K CTPYKTYpe, CTHIIIO U3JI0KEHUS U
odopmiteHust nenoBeix muceM. Cpokd MOATOTOBKH U 00BEM JAeNoBBIX muceM. [loaroroBka
WHUIMATUBHBIX [IEJIOBBIX TUCEM, OTBETHBIX JICJIOBBIX MHUCEM.

A3k W cTWIb JenoBOro muchMa. OOmas XapakTepHCTUKA CTWIS OQUITHAIBHON
JokyMmeHTanuu. YepTel o0¢UIUANIBHO-IEIOBOrO CTHIA. PasHoBUAHOCTH oduuMaIbHO-
JIEJIOBOTO CTHJISI. MeCTO B CUCTEME CTHJICH PYCCKOTO JIMTepaTypHOro s3bika. Knaccnpukarus
OIIMOOK, pacpOCTpaHEHHBIX B O(ULIMATBHO-AETIOBON JIUTEPATYpE.

SI3bIKOBBIC U CTHIIMCTUYECKHE OCOOCHHOCTH JEIOBOTO MUChMa. THITMYHBIC OMIUOKY TIPH
MOJIFOTOBKE JIEJIOBBIX MHCEM (JIEKCHYECKHEe, TpaMMaTHYeCKHe, CTUINCTUYECKUE, Ppa3eooru-
gyeckue, opdorpaduueckue, MyHKTyallnoHHBIE). [IpaBuia CKJIOHEHHS HEKOTOPBIX HMEH H
dbaMuuii. DTUKET Ie0BOM nepenucku. @opMyIibl MPUBETCTBUS, OOpaIeHUs. 3aKITFOYUTEIb-
HbIe (HopMyITBI BeXKIMBOCTH. CTPYKTypa JAETOBOrO MUCHMA.

Bomnpoc 30. IIpoToko. U 3 TUKET JUNJIOMATHYECKOH MePeNnuCcKu
Annomayus. TloHsiTHE TOKYMEHTa B JUILUIOMAaTHYECKOH nepenucke. OyHKIMH JUIIIO-
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MAaTHUYECKUX JOKYMEHTOB M HX pOJb B JUINIOMAaTHYECKOM MpAKTUKE. [[ururoMarnyeckuii
S3bIK: (DYHKIIMOHAJILHOE HAa3HAYCHUE, JIUTEPATYPHO-IMHIBUCTUYECKHE, CTUIIUCTHIECKHUE 0CO-
OCHHOCTH.

OCHOBHBIE BUJIbI TUIIOMATHYECKUX JOKYMEHTOB. JJOKYyMEHTHI BHEIIHEW ITUIIOMATH-
YECKOM Iepenucku. JIOKyMEHTbl BHYTPUBEIOMCTBEHHOM JUIUIOMAaTUYECKON IIEPEIUCKHU.
TpeboBanus K AUTUIOMATUYECKUM JIOKYMEHTAM.

[ToaroToBKa AMIIIOMATHYECKOTO MOKyMeHTa. DopMbl U ocobeHHOCTH OdopMmIIeHUs
Pa3IMYHBIX BUJIOB JUIUIOMAaTHYECKUX JOKYMEHTOB. Bb1OOp Buaa u popmMbl JoKymMeHTa. MeTo-
JIMKa OIpeeNIeHUs] BUa IOKYMEHTa. DJIEMEHTHI TeKCTa. BCTyNUTENbHBIN U 3aKITI0OUYUTEIbHBIN
BOXKJIMBBIE KOMIUTUMEHTHI. OOpaieHuss W THUTyJIoBaHUS. Pacchulka TUIIIOMAaTHYECKHX
JIOKYMEHTOB.

1.3.3. Tunogvie npakmuko-opueHmupoeanuvle 3a0anus,
8bIHOCUMBLE HA 20CYOAPCHEEHHbLIL IK3AMEH

3aoanue 1. Onpenenute BUJ ACTOBOrO MUChMa MO (PYHKIIMOHAIBHOMY Ha3HAYEHUIO,
[0 CTENEeHM JIOCTYNHOCTH COJEp’Kalleiicsi B HeM HHopMaluuu, 1o o0beMy, MO BHIY
MH(POPMAIINH, TT0 KOMITO3HIINH, TT0 CTUITIO U3TIOKCHHS.

3aoanue 2. Yxaxute HETOYHOCTH B O(POpPMIICHUHM MH(DOPMAIMOHHOW M CIyxKeOHOU
YacTH JIEJIOBOTO TIHCHMA.

3aoanue 3. OTpenakTUPyITE BBICKA3bIBAHHS OPUITMATEHO-EIOBOTO CTUIIS. YKaXKHUTE
BU/J] peYEBOM OIINOKHU.

3aoanue 4. Onummte CTPYKTYpy (KOMIO3UIMIO) J€JI0OBOTO MHUCHbMA, BBIICIHUTE
COCTaBJISTIONITHE MH(GOPMAITMOHHON U CITY)KEOHOM JacTu.

3aoanue 5. Packpoiite abOpeBUaTypy M yKaKUTe MOJHOE HaMMEHOBaHUE (eepab-
HBIX OPTaHOB MCIIOJIHUTEIFHON BIIACTH.

3aoanue 6. Haiinute ommoOKu B 3amucy 00 yBOJIbHEHUH, BHECEHHbIE B MPyd08YI0 KHUNCKY
pabOTHHUKA, YBOJIEHHOTI'O 3a MOSIBJIEHUE Ha pPa0OTEe B COCTOSIHUM AJIKOTOJIBHOT'O ONbSIHEHUSI.

3aoanue 7. Haiinute ommOKH B JOKJIAJAHOM 3aMMCKe O IepeBoJie pabOTHHUKA C OJJHOM JIOJIXK-
HOCTH Ha JIPYT'YIO U BHECEHUU U3MEHEHHH B IITATHOE pacCaHue.

3aoanue 8. Opopmute HE0OXOAUMBIE JOKYMEHTHI HA OT3bIB 3asBJICHUS 00 YBOJIbHE-
HUM.

3aoanue 9. Haiinute ommOKy, JONMyIIEHHbIE IPU 0(QOPMIICHUN YBEIOMIICHUS paboT-
HHUKa O BPEMEHM Haydaja OTIIyCKa.

3aoanue 10. Haiinute ommoOKy, JOMYIICHHBIE IPH COCTaBJICHUH CITy>KEOHOTO MUChbMa
YBOJIEHHOMY COTPYIHUKY O BblIaue TPYJOBON KHUKKH.

3aoanue 11. Haiinute ommbOku npu ohOpMIICHUH 3asBICHHS O MEPEHOCE OTIyCKa Ha
JIPYyTOU CPOK.

3aoanue 12. Yxaxure, Kakue OMMOKH ObUIM JOMYIICHBI NPU 0)OPMIICHUU IpUKa3a
00 yBOTbHEHUHU PaOOTHUKA B CBSI3HM C COKPAIICHUEM IIITATOB.

3aoanue 13. Yxaxute, Kakue HEOOXOIUMBIE PEKBU3UTHI OBUIM MPOITYIIECHBI IPH
ohOopMIICHUN PEIICHHS O0IIET0 cOOpaHus OpraHu3aIuu (YUpeKIeHus).

3aoanue 14. Yxaxure, Kakue U3 IEPEUNCICHHBIX COOpaHUH, COBEIIAaHUMN, 3aceJaHuN
noJyIexar 00s3aTeJIbHOMY IPOTOKOJIMPOBAHUIO.

3aoanue 15. Haiinute ommOKM, AOMYUICHHbIE IPU COCTABICHUU TeIE(POHOTPAMMBL,
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HE00X0UMON B KOHKPETHON yNpaBIE€HUYECKON CUTYalUH.

1.4. MeTogu4yecKHe MaTepHaJbl, OIIpee Igrolnie IIporeaypy OlleHUBaHUSI
pe3y/IbTaTOB OCBOEHMsI OCHOBHOM NIpodecCuOHaJIbHOM 00pa3oBaTe/IbHOMI
IporpaMmel

1.4.1.HopmaTuBHO-MeTOIMYeCKOe OOecriedeHHe roCcy/IapcTBEHHOH NTOTOBOM aT-
TeCTAMM OOY4YarOUIMXCs, BKIIOYasl MPOLEeNypy MOJaud UM PacCMOTPEHMS amleuIsluu, OCy-
LIECTBJISAETCA B COOTBETCTBUU C «llopsnkoM IpoBeneHHs] roCyJapCTBEHHOM WTOTOBOM ar-
TecTaluyu 1Mo o0pa30BaTEeNIbHBIM MPOrpaMMaM BBICIIEr0 0Opa3oBaHUs — Mporpammam Oaka-
JaBpuara, nmporpaMmamM ClenualuTeTa U IporpaMmaM MarucTparypsl (yTB. mpuxkazom Mu-
HUCTepcTBa 00pa3oBanus 1 Hayku PD Ne 636 ot 29.06.2015 ¢ uzm. u gom. ot 09.02.2016) u
JIOKAJIbHBIM aKTOM (mosoxeHueMm) «O Mmopsaake NpoBeIeHHUs roCyJapCTBEHHOM UTOTOBOM aT-
tectarum» (yTB. 30.05.2016).

AHanmu3 ¥ MOHHUTOPHMHI TOCYJAapCTBEHHONW WMTOrOBOM aTTECTAlUMU IPEICTABICH B
€XKEroJJHOM COOPHUKE CTaTUCTUYECKMX MaTepuasioB: «l'ocyaapcTBeHHass UTOroBas aTTecTa-
LS.

1.4.2. ®oH OLEHOYHBIX CPEICTB JJIsl MOATOTOBKH U OLCHMBAHUS Pe3yJbTaTOB
rocy/1apcTBEHHOI0 K3aMeHa

B nepuoj noAaroToBku K rocyJapCTBEHHON MTOTOBOM aTTECTallMM U €€ MPOBEACHUS
HE00XO0IUMO UCIOJIb30BaTh (DOH/T OLICHOUYHBIX CPE/ICTB:

— TIepeueHb KOMIIETCHLMH, KOTOPBIMU JOJDKEH OBJaJeTh OOydarouuiics B
pe3ysibTaTe OCBOEHMSI OCHOBHOM IpodeccnoHanbHOM 00pa3oBaTeNbHOM MporpaMMsbl (CM. II.
1.1);

— OINMCaHHWE IOKa3zaTeled W KpUTEPUEB OLEHUBAHUS KOMIIETEHLMH, a TaKXKe IHIKal
OLIEHUBaHMS (KPUTEPUH OLIEHKH PE3YJIbTaTOB CaYM TOCYJapCTBEHHOr0 K3aMeHa) (cM. 1. 1.2);

— TUIOBbIE KOHTPOJIbHBIE 3a/1aHUs WM UHbIE MaTepUallbl, HEOOXOIUMBIE JIJIsl OLIEHKH
PEe3yJIbTaTOB OCBOSHHUS] OCHOBHOM MPOo(hecCHOHAIbHON 00pa30BaTenbHOM nporpamMMsl (cM. 1. 1.3).

1.4.3. Jlonmyck K cjaayve rocyapcTBEHHOI0 IK3aMeHa.

K rocynmapcTBeHHOH MTOroBOM arTecTallud JOMyCKaeTcs OOydaroluiics, He
MMCIOIIMA aKaJeMUYECKON 3aJ0JKEHHOCTH M B TIOJHOM OOBEME BBHITIOJHUBIIUNA YUEOHBINA
IUIaH WM WHAMBUAYAJIbHBIA Y4eOHBI IJJaH 1O COOTBETCTBYIOLIEH 0Opa3oBaTeIbHOM
IIporpaMMe BbICIIEro o0pa3oBaHUsl.

1.4.4. Ilpouenypa npoBeeHNs TOCyIapCTBEHHOI0 IK3aMeHa.

Jis nposenenust ' MA co3maercs rocyiapcTBEHHbIE 9K3aMEHAIIMOHHbIE KOMUCCUU
(manee — I'OK). 3acenanus I'OK npoBonsrcs npenceaarensiMu KOMUCCHH.

Bo Bpewms rocynapcrBenHoro sk3amena ['OK ucnons3yer:

— KOIIMH BCEX MPUKA30B, CBA3aHHBIX C FOCYIapCTBEHHON UTOINOBOM aTTeCTallMEN;

— ManKy Ha KakKJ0ro 00y4aroIierocs, JOMyIIeHHOTO K FoCy1apCTBEHHOMY 3K3aMEHY,
COZIEPKALIYIO 3aUETHYIO KHIDKKY, JUYHYIO M Y4eOHYI0 KapTOUKH, MaTepuaibl U3 nopTdhoauo
UT. I.);

— IIporpamMMy rocyAapCTBEHHOIO SK3aMEHa;

— JIBa KOMIUIEKTa OJIaHKOB OWJIETOB rOCYAapCTBEHHOTO 3K3aMeHa (YCTaHOBJIEHHOTO
o0pa3ua) ¥ NpUI0KEHHUS;

— OIMCAHUE MIKAJIbI OLICHUBAHMUS;

— 3K3aMEHAIMOHHYIO BEJJOMOCTb I'OCYJapCTBEHHOT'0 3K3aMEHa;

— OJIaHKU 1711 yCTHOTO OTBETA.

— CIIPAaBOYHBIE, METOIUYECKUE U UHBIE MAaTEPHUAIIBI.
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Pe3ynbpTaThl TOCYIAapCTBEHHOTO AK3aMEHA OMNPEICISIFOTCS OLIGHKAMH «OTIUYHOY,
«XOPOIIOY», «YIOBJICTBOPUTEIBHO», «HEYIOBICTBOPUTEIHLHO». OIEHKH «OTIMYHO», «XO-
POIIIOY, «yIOBICTBOPUTEIHLHO» O3HAYAIOT YCIEUTHOE MPOXOKICHUE TOCYIapPCTBEHHOTO dK3a-
MeHa U gomyck K 3amure BKP. Pe3ynbrathl rocyaapcTBEHHOrO 3K3aMeHa OOBSABISIOTCS B
JIEHb €ro MpoBeeHUs (3aBepIICHNU).

1.4.5. [Ins oOyyaromuxcst U3 4uciia MHBAJIUIOB TOCYAapCTBEHHAs! UTOTOBas aTTecTa-
[[Usl TIPOBOJIUTCS OpPraHU3allMel ¢ y4eTOM OCOOCHHOCTEH MX MCUXO(DH3UIECKOTO Pa3BUTHS,
WHIVUBUTyJIbHBIX BO3MOYKHOCTEH U COCTOSIHHS 3I0POBbs (1ajiee — MHIUBUIyaIbHBIE OCOOCH-
HoctH). [lpu mpoBeneHnu TOCYIapCTBEHHONH UTOTOBOW aTTECTAllMUA 00ECIICYMBACTCSI COOIIIO-
JIeHne o0muX U cnenuduueckux (B 3aBUCHMOCTH OT WHIWBUIYAIBHBIX OCOOCHHOCTEH 00Yy-
YarOIIMXCs) TpeOOBaHUH.

2. PekoMeHAAL MU 00Y4YaIOLIUMCA M0 MOATOTOBKE K IroCcyJapCTBEHHOMY
3K3aMeHy

lenp rocynapCTBEHHOM MTOrOBOM AaTTECTALMM — OIPEAEIEHUE COOTBETCTBUS
pe3yIbTaTOB OCBOCHMS OOYYaIOIIMMHKCSI OCHOBHOM NpodeccrHoHambHON 00pa3oBaTeIbHOM
porpaMMbl TpeOOBaHUAM (elepalbHOTO TOCYIapPCTBEHHOTO 00pa30BaTENLHOTO CTaHAapTa
BBICITIIETO 00pa30BaHus MO HarpasieHuto moaroToBku 46.03.02. JlokyMeHTOBeIeHHE U apXH-
BOBEJICHUE.

l'ocynapcTBeHHast uToroBasi aTTecTalds MPOBOAUTCA B CPOKH, YCTAHOBJICHHBIE Ka-
JICHJApHBIM y4eOHBIM rpaduKoM, 1Mo HampaBieHuto noarotoBku 46.03.02. JlokymeHnToBee-
HUE U apXUBOBEJICHUE.

B rocynmapcTBEeHHYIO WTOTOBYIO AaTTECTAllMI0 OOYYArOIIMXCS [0 HAIMPaBJICHUIO
noarotoBku 46.03.02. JIokyMeHTOBEICHUE U apXUBOBEICHUE BXOJIST:

— IOJITOTOBKA K CJIaye U cJlaya TOCyAapCTBEHHOIO 9K3aMEHa;

— MOJTrOTOBKA K MPOLEAYPE 3alIUThI U 3alIUTa BHITYCKHOW KBaTM(UKAIIMOHHOMN pa-
OOTBI.

l'ocynapcTBeHHBIN 3K3aMEH IMO3BOJISIET BBIIBUTH C(HOPMHUPOBAHHOCTH BCEX KOMIIE-
TEHIUH, ONpeIeTICHHBIX B YI€OHOM TIIaHE JUIS TOCYJapPCTBEHHOTO YK3aMEHa, TEOPETUICCKYIO
Y TPAKTUYECKYIO TOJTOTOBKY BBIITYCKHUKA K PEIIEHUIO MPO(ecCHOHANBHBIX 3a7a4. B OuneTsl
rocyJapCTBEHHOTO SK3aMEHa BKJIFOUEHBI BOIIPOCH! U MPAKTUKOOPUEHTUPOBAHHBIE 3a/1aHUSI TIO
JTUCIUILIMHAM 00s3aTeNIbHOM YacTu mporpaMMel OakanaBpuata «JlokymenroBeaenuey, «Kanu-
pPOBOE JIETIOMPOU3BOJICTBO» M AUCIUILIMHBIM 4YacTH, (OPMUPYEMOI ydacTHUKaMU 00pa3o-
BaTebHBIX OTHOLIEHUH «/lenoBas nmepenucka», «lIpakTukyMm 1o opraHu3aliiOHHO-pacHopsi-
JTUTEIBHON TOKYMEHTALIUW.

l'ocynapcTBeHHBIN SK3aME€H IPOBOJAMUTCS YCTHO.

JlJis MOATOTOBKM YCTHOTO OTBETa MO OWJIETy TOCYIapCTBEHHOTO SK3aMeHa o0y-
YaroneMycsi OTBOJIUTCA He Oosiee 1 vaca, Ha oTBeT mo Omiety — 10 30 MUHYT.

Pe3ynbrathl rocygapCTBEHHOTO HK3aMEHA OMPEAEISIOTCS OIEHKAMH «OTIMYHO,
«XOpOILIO», «YAOBIETBOPUTEIILHO», «HEYAOBICTBOPUTENHbHO». OIEHKU «OTIUYHO», «XO-
POILIO», «yIOBIETBOPUTEIILHO» O3HAYAIOT YCIIEIIHOE MPOXOXKIECHUE TOCYAapCTBEHHOTO JK3a-
MEHa U SABJIAIOTCS OCHOBaHUEM JJIsl IOMyCKa 00yYaroerocs K 3alluTe BHITYCKHONW KBaTH(H-
KannoHHOW pabotel. Illkana oneHuBaHUS (KPUTEPUH OIEHKU PE3yJbTaTOB CHA4d TOCyAap-
CTBEHHOT'0 9K3aMEHa) IIPE/ICTaBJICHA B 11. 1.2.2 HACTOSIIEro U3AaHHUS.

Jlyisg ycnemHo# cayu rocyJapCTBEHHOTO 3K3aMeHa OOydaroluiics JOJDKEH moce-
TUTh TPEIIK3aMEHALMOHHYI0 KOHCYJIBTAIMIO MO0 BOMPOCAM IMPOrpPaMMbI TOCYJapCTBEHHOTO
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sk3ameHa. [Ipemadk3aMeHalMoHHasi KOHCYJIbTAlMs BKIIOUAETCS B paclUCaHUE TOCYAapCTBEH-
HOM UTOTOBOM arTecTaluy, KOTOpOe yTBEPKIAETCs He To31Hee yeM 3a 30 KajleHJapHbIX THEH
JIO THSI TIPOBEJICHUS TOCYJaPCTBEHHOTO K3aMEHa.

[ToaroToBKY K rocyJapCTBEHHOMY 3K3aMEHY CIIeIyeT HauyWHATh C O3HAKOMJICHHUS C
MPOrPaMMOIl TOCYJapPCTBEHHOTO 3K3aMEHa, KOTOpasi JOBOAMUTCS IO CBEIEHUS OOyJarOIIUXCs
HE TIO3THEE YeM 3a 6 MECsIIeB 0 Hayaia rocy1IapCTBEHHONH UTOTOBOM aTTeCTAIIMH.

Oco0OenHo cienyeT oOpaTuTh BHUMaHKE Ha 1. 1.3.2 « AHHOTaIlMU K BOIPOCaM, BBIHO-
CHMBIM Ha TrOCYJIapCTBEHHBIN 3k3aMen» 1. 1.3.3 «TUIOBbIE MPAKTHUKO-OPUEHTUPOBAHHBIC 3a-
JaHWs, BBIHOCHMBIE HAa TOCYIApCTBEHHBIM dK3aMeH». TeKCT aHHOTanMHU (HaKTHUECKU TPE.l-
CTaBJIsIET COOOM COJIEP)KATEIBHYIO CTPYKTYpPY OTBETa. B oMo 1j1s MOATOTOBKH K TOCyAap-
CTBEHHOMY 3K3aMEHY MPUBOJIUTCA CIHUCOK JIUTEPATYphl (CM. M. 3) U UHTEPHET-UCTOYHUKOB
(cm. 1. 4).

[Tpu MOATOTOBKE K OTBETY HA BOIPOCKHI OMJIETa rOCYAapCTBEHHOTO dK3aMeHa B OJlaH-
K€ JUIsl YCTHOTO OTBETa HEOOXOAMMO COCTaBUTh Pa3BEPHYTHIN IUIaH, OPUCHTHPYSCh Ha MaTe-
puasibl iporpammel. [Ipu HE0OXOIUMOCTH OTAETbHBIC (PPAarMEHTHI OTBETa MOXHO MPUBECTH
MMOJIHOCTHIO (HampuMep, OINpEeICHUS MCIOJb3yeMbIX MOHATHI). OTBET Ha BOMpoC Owiera
HY>KHO HaYMHATh C OOILIUX MOJOKEHUM U MOCTENEHHO MEPEXOAUTh K 3HAYUMBIM JICTAJISM.

BakapIMH TIOKa3aTeNs MM TPaMOTHOTO OTBETa Ha TOCYJAAPCTBEHHOM JK3aMEHE SIB-
JISIIOTCSI: CTPYKTYPUPOBAHHOE U YETKOE U3JIOKEHUE TEOPETUUECKOr0 MaTepuana, BEIpaKeHHAs
aBTOPCKasl TO3UITUs, IEMOHCTpAIUs TIOUCKA PEIICHUH B HECTAHIAPTHBIX MPAKTUKO-OPHUEHTH -
POBAHHBIX CHUTYalUsIX, JJOTUYHOCTh, YETKOCTh MPHU ONPEICICHUN HCIOJIb3YEMbIX MOHSITHUH,
YMEHHE JIeNaTh BBIBOJIbI; CTHUIMCTHYECKH TPaMOTHAs PEUb.

3. [lepeyeHb MeYaTHBIX M 3JIEKTPOHHBIX 06pPa30BaTe/IbHbIX U
HWHPOPMALMOHHBIX PECYPOCOB, HEOGXOAUMBIX JJis MOATOTOBKH K
rocy/lapCTBeHHOMY 3K3aMeHy'

3.1. ITeyaTHbIe U (WIH) IJIEKTPOHHBIE 00pa3oBaTe/IbHbIEe PeCypChl
Hopmammmo-npaeoebte UCMOYHUKU

1. Koncrutymust Poccuiickoit deneparnuu (mpuHATa HA BCEHAPOIHOM TOJOCOBaHMM 12
nexabps 1993 r.).

2. I'paxnanckmii konekc Poccuiickoit deneparuu (dacth nepsas) ot 30.11.1994 Ne 51-
@3 (B mocienHen pegakiun).

3. Kogmekc Poccuiickoit ®enepanun 00 aJIMHHHCTPATUBHBIX IPABOHAPYIICHUSAX OT
30.12.2001 Ne 195-®3 (B mocneqHel peaaKkum).

4. Tpynosoit koaekc Poccuiickoit @eaepammu ot 30.12.2001 Ne 197-D3 (B mocnennei
peIaKinm).

5. 3akon Poccuiickoit ®@enepaunu ot 21.07.1993 Ne 5485-1 «O rocymapCTBEHHOM Tai-
He» (B MOCIeAHEN pelaKIim).

6. ®Denepanbublii 3ak0H «O crangaptuzanuu B Poccuiickoit @eaeparum» ot 29.06.2015,
No 162-®3 (B mocnenHe pegakuun).

7. ®enepanpublii 3ak0oH 0T 08.02.1998 No 14-D3 «O06 olmiecTBax ¢ OrpaHUYEHHOMN OT-
BETCTBEHHOCTBIO» (B MOCJEIHEN pEeJaKIIUn).

' OGecnieuenue 00yJArOIMXCS MHBAIMIOB U JIUIl ¢ OTPAHUYEHHBIMA BO3MOKHOCTSIMH 3/I0POBbSl [IEUATHBIMU U
AJIEKTPOHHBIMH 00pa30BaTENIbHBIMU PECYpPCaMU OCYLIECTBISIETCS B (hOpMax, aalTUPOBAHHBIX K OIpPaHUYECHHSIM
UX 3JI0OPOBBS.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

®enepalibHbI KOHCTUTYIIMOHHBIN 3ak0H 0T 25.12.2000 Ne 2-®K3 «O I'ocynapcTBeH-
HOM TepOe Poccuiickoit denepanumy» (B ocieHeld peaaKkium).

®enepanpubiii 3akoH 0T 29.07.2004 No 98-®03 «O kommepueckod TaiHe» (B MO-
CIIeTHEH peaKIum).

®enepanbhblii 3akoH oT 22.10.2004 Ne 125-®3 «O06 apxuBHOM faene B Poccuiickoit
denepanuny» (B OCICIHEH PEIAKITUN).

®enepanpubiii 3akoH oT 01.06.2005 Ne 53-03 «O rocynapcTBeHHOM si3bike Poc-
cuiickoii Deaepanumy» (B MOCICIHEH PEAAKIINN).

®enepanbusiii 3akoH 0T 02.05.2006 Ne 59-03 «O nopsiike paccMOTpeHHs 00paleHui
rpaxknaan Poccuiickoit Deaepanumy (B MOCIeIHEH PEAAKIINAHN).

®enepanbublil 3akoH oT 27 utong 2006 r. Ne 152-03 «O nepcoHadbHBIX JaHHBIX» (B
MOCIEAHEH peIaKIIH).

®enepanbhsiii 3akoH 0T 27.07.2006 Ne 149-03 «O6 unpopmaruu, nHPOPMALIMOHHBIX
TEXHOJIOTHX U O 3a1uTe HHpopMaum» (B MOCIeTHEN peaaKun).

®enepanbhblii 3akoH oT 6 anpenst 2011 1. Ne 63-D3 «O6 31eKTpoHHON noAIHCKH» (B
MOCTEAHEH peIaKIIH).

Va3 [pesunenta Poccuiickoit @enepannu ot 30.11.1995 Ne 1203 «O06 yTBepkIeHUH
MepeyHsl CBEJCHHI, OTHECEHHBIX K TOCYJapCTBEHHOH TaiiHe» (B mocienHed pe-
JTAKITIH).

VYka3 IIpe3unenta Poccuiickoit @eneparuu ot 06.03.1997 Ne 188 «O06 yTBepkaeHUH
MepeyHs CBEACHUN KOH(MUICHIIMATLHOTO XapaKkTepay (B MOCIEAHEH PeIaKIIHHT).

Vka3 Ilpesuaenta Poccuiickoit ®@enepanuu ot 22 utons 2016 r., Ne 293 «Bomnpocsl
®enepalibHOT0 ApXUBHOTO areHTCTBA» (B MOCIEHEN peaaKun).

Pacnopsiokenne Anmunuctpauuu [Ipesunenta Poccuiickoit @enepanuu U Anmapara
npasutenscTBa Poccuiickoit denepanuu ot 16.07.2008 Ne 943/788 [O mepeune mon-
HBIX M COKpAalICHHBbIX HAUMEHOBaHWUN (eAepaltbHbIX OpPraHOB HCHOIHUTEIbHOM
BJIacTH | (B MOCIEIHEN pelaKIun).

[TocTanosnenue ['ocynapcrBeHHOro komurera Poccuiickoii denepannu no cTaTUCTH-
ke oT 05.01.2004 Ne 1 «O0 yTBepkaeHUN YHU(DUIIMPOBAHHBIX (OPM MIEPBUYHON yUeT-
HOM TOKYMEHTAIMU 10 yYeTy TpyJa U €ro OIIaTh».

ITocranoBinenne Muntpyna P® ot 10.09.1993 Ne 152 «O06 yrBepxkaenun Hopwm
BpEMEHH Ha palOThI MO aBTOMATU3UPOBAHHOW apXWBHON TEXHOJIOTMH M JOKyMEHTa-
[IMOHHOMY 00€CIICYCHHUIO OPTAHOB YIIPABICHUS» (B IMOCIECTHEH PEIaKIIUN).
[TocTanonenne Muntpyaa P® ot 26 mapta 2002 1. Ne 23 «O6 yrBepx)aeauu Hopm
BPEMEHH Ha pabOThI IO JOKYMEHTAIIHOHHOMY OOECIICUCHHUIO YIIPABICHYECKUX CTPYK-
Typ (enepaibHbIX OPraHoOB HCIOJHUTENIbHON BiacTw» // bromierenp MunucrepcTsa
TpyZa U colanbHoro passutus Poccuiickoit @enepanuu, 2002.

[TocranoBnenue IlpaBurennsctBa Poccuiickoin @enepanuu ot 16.04.2003 Ne 225 «O
TPYIOBBIX KHUKKAX» (B MOCICAHEH peaKIIIM).

[Toctanosnenue IIpaButenbcTBa Poccuiickoit deneparuu ot 15.09.2008 Ne 687 «O06
yrBepkacHuH [lonoxennst 00 0COOEHHOCTAX 00pPaOOTKH MEPCOHANBHBIX JaHHBIX, OCY-
HIECTBIIIEMOI 0€3 NCIOJIb30BaHUS CPEJICTB aBTOMATU3ALIMI.

[Tocranosnenue IIpaButenscrBa Poccuiickoii ®@eneparyu ot 15.06.2009 Ne 477 «O6
yTBepkaeHuu [IpaBuit nenonpousBoicTBa B (peaepanbHbIX OpraHax UCHOTHUTEIbHOM
BIIACTH».

[TonoxxeHue o MoOpsAKE AOCTYyIA K MaTepuaiaM, XpaHsaIUMCs B TOCYy1apCTBEHHBIX ap-
XMBax M apXuBax roOCyJIapCTBEHHBIX opraHoB Poccuiickoil ®denepanuu, npeKpamieH-
HBIX YTOJIOBHBIX W AJMUHUCTPATUBHBIX J€J B OTHOIICHWU JIMI[, MOJBEPTIINXCS
MOJIMTUYECKUM PEIIPECCHSIM, a TAKKE (PHIBTPAIIHOHHO-ITPOBEPOYHBIX Jei : (YTB. MPH-
Ka3oM M-Ba KyJbTypbl U MacCcoBbIXx KOMMYHUKaiuii P®D, M-Ba BHyTpeHHUX fen PD,
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34.
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36.
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38.

39.

®enepanbHoil cimyx)6a OezomacHoctd PO ot 25.07.2006 roma Ne 375/584/352, 3a-
peructpupoBan B Muntocte Poccun 15.09.2006, peructpammonusiii Ne 8296). —
Pexxum nocryna: http://www.rusarchives.ru/lows/access  repressions.shtml.

Enunbnii kBanupUKaMOHHBIA CHPAaBOYHUK JTOJDKHOCTEH PYKOBOIUTEIICH, CIEIIAATH-
CTOB W CIyKalux, pasnen «KBamupukalmoHHbIE XapaKTEPUCTUKU JOJDKHOCTEH pa-
OOTHUKOB TOCYJIapCTBEHHBIX apXHUBOB, LIEHTPOB XpPaHEHHs JIOKyMEHTAllUU, apXUBOB
MYHUIIUNATBHBIX 00pa30BaHui, BEJOMCTB, OpraHu3anuii, 1abopaTopuii odecreueHus
COXPAHHOCTH apXHUBHBIX TOKYMEHTOB» (yTB. puKa3oM MUHHUCTEpPCTBA 3JpaBOOXpaHe-
HUS U couuanbHoro passutus Poccuiickoit @enepaunn ot 11.04.2011, Ne 338H).
[Topsimok HMCTONB30BaHUS APXHUBHBIX JTIOKYMEHTOB B TOCYJAapCTBEHHBIX U MYHHIIH-
najgbHeIX apxuBax Poccuiickoit ®enepanum (yrB. mnpuxazoMm PacapxuBa oT
01.09.2017, Ne 143).

[IpaBuna opraHuzanuu XpaHEHUs, KOMIUICKTOBAHHUSA, Yy4e€Ta W HCIOJIb30BaAHUSA
TOKyMeHTOB ApxuBHOrO (onma Poccuiickoit Denepanmmu ¥ APYrUX apXUBHBIX
JIOKYMEHTOB B TOCYJApCTBEHHBIX OpraHax, OpraHaXx MECTHOI'O CaMOYIpPABJICHHUS M
opranuzanusax (yTB. mpukazoM Pocapxusa ot 31 uromnst 2023 1. Ne 77).

[IpaBuna opraHuzanuu XpaHEHUs, KOMIUICKTOBAaHHUSA, Yy4€Ta W HCIOJIb30BaAHUSA
TOKyMeHTOB ApxuBHOro (onma Poccuiickoit Denepanmmu ¥ APYrUX apXUBHBIX
JIOKYMEHTOB B TOCYJIaPCTBCHHBIX M MYHHIIUIIATIBHBIX apXUBaX, My3esX u OHOIHOTE-
KaX, HAy4HBIX OpraHu3anusax» (yTB. mpukaszoMm Pocapxusa ot 02.03.2020 r., Ne 24).
[IpaBuna opranuzamnuu XpaHeHus, KOMIUIEKTOBaHUS, yueTa U UCIOIb30BaHUs HAYYHO-
TEXHUYECKON JOKYMEHTAIMH B OpraHax rocyJapCTBEHHOU BJIAacTH, OpraHax MECTHOTO
CaMOYTIPaBJICHHUS, TOCYJAPCTBEHHBIX U MYHHUIIMIAIbHBIX OpraHu3aiusax (yTB. IpHKa-
30M PocapxmuBa ot 09.12.2020, Ne 155).

[IpaBmiia nenonpon3BoOACTBa B FOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O caMo-
yrpasieHus (YTBepKIAeHBI mpruka3zoMm Pocapxusa ot 22.05.2019 Ne 71).

TumnoBbie HOPMBI BPEMEHH U BBIPAOOTKH Ha PabOTHI (YCIyTH), BBIMOIHIEMBIE (OKa3bI-
BaeMbI€) TOCYIapCTBEHHBIMU M MyHUIIMNAIbHBIMHU apxuBaMu (yTB. mpuka3zom Pocap-
xuBa oT 8 aBrycra 2022 r., Ne 111).

I'OCT P 53898-2010 «CucreMbl 3JIEKTPOHHOTO JOKYMEHTO000poTa. B3anmoeiicteue
CHCTEM yTpaBlIeHUs JOKyMeHTaMu. TpeOoBaHMS K JIEKTPOHHOMY COOOIIeHU 0. — M.,
2010.

I'OCT P 53898-2013. Cuctema 37eKTPOHHOTO IOKYyMEHTO000poTa. B3anmojeiicTBre
CUCTEM YNpaBICHUS TOKyMEHTaMU. TexHuueckue TpeOOBaHUS K JIEKTPOHHOMY CO-
obmenuro. — M., 2013.

I'OCT P 54471-2011/ISO/TR15801:2009 «Cuctembl 3J1EKTPOHHOTO JOKYMEHTO000-
pora. YmpaBienue nokymeHTauueid. Mudopmanus, coxpaHsemas B 3JICKTPOHHOM
Buje. PexomeHnganmm no o0ecneueHuto JOCTOBEPHOCTH U HAICKHOCTIY.

I'OCT P 7.0.109-2024 CUBUA. Huadopmamus W AOKyMEHTAIMs. YTpaBICHHE
JOKyMeHTaMu. Jloruyeckasi CTpyKTypa, COCTaB METa/laHHBIX JOKYMEHTOB U TpeOoBa-
HUS K UX cozepkanuio. — M., 2024.

I'OCT P 7.0.8-2025 «Cucrema cTtaHAapTOB MO WHPOPMAIMH, OMOIUOTECUHOMY U H3-
JaTeNIbCKOMY Jeiy. /{enonpon3BoACTBO U apXUBHOE J1€10. TepMUHBI U ONIpEAEICHUS
(yTB. M BBeZeH B neicTBue mpukazom denepanbHOro areHTCTBAa MO TEXHUYECKOMY
peryIupoBaHMIo U MeTposioruu ot 28 siuBaps 2025 r.). — M., 2025.

I'OCT P 7.0.95-2015. Cuctema cranmapToB no uHdopmaiuu, OMOIHOTEUHOMY U U3-
JIaTeIbCKOMY JIeTy. DJIEKTPOHHBIE TOKYMEHThl. OCHOBHBIE BUbI, BHIXOJHBIE CBEJIEC-
HUSI, TEXHOJIOTMYECKHUE XapaKTEepUCTUKu. — M., 2015.
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I'OCT P 7.0.97-2016 «Cuctema ctaHaapToB 1o uHpopmanuu, OUOIMOTEUHOMY U H3-
JnaTenbckoMy nenny. OpraHu3allMoOHHO-pacopsiAUTeNbHAs JOKyMeHTanus. TpeboBa-
HUS K 0QOPMIICHHUIO JOKYMEHTOBY (YTB. puka3oM denepanbHOro areHTCTBa 10 TEXH.
peryaupoBaHuio W Metposiorud oTr 8 gek. 2016 1. Ne 2004-ct). — M.
Crangaptundopm, 2016. — 30 c.

I'OCT P UCO 15489-1-2019. Undopmanus 1 JOKyMEHTAIMA. Y IpaBICHUE JOKYMEH-
tamu. Yacts 1. [lonsaTus u npununs u apyrue. — M., 2019.

I'OCT P HMCO 30300-2015. CUBUA. Nudopmanus u aokymeHtamuss. CuCTEMbI
ynpaBiieHus 1oKkyMeHTaMu. OCHOBHBIE TIOJI0KEHUS U cioBapb — M., 2016.

HNCO 15489-1-2001. «Madopmarus u JOKyMEHTAIMA. YTIpaBieHUe 3anucsaMu. YacThb
1. Obume TpedoBanus». — M., 2001.

OK 011-93. O6mepoccuiickuii KiaaccuUKaTop ypaBJICHUYSCKOW JOKyMEHTAIHH.
Meroaunueckue pexkomenngauuu mno npumeHenuto 'OCT P 7.0.97-2016 «CUBU/.
OpraHu3almoOHHO-paCOpsAIUTENbHAS TOKyMeHTauusd. TpeboBaHus K O(OpMIICHUIO
JIOKyMEHTOB». — M., 2019.

MeTtoauueckre peKoMEHAAlUU M0 pa3paboTKe MHCTPYKLIUN IO JEJIONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOIO caMOyIlpaBieHUs (yTB. IPUKa30M
PocapxuBa ot 25.12.2020 1., Ne 199).

IlepeueHp THUIOBBIX APXMBHBIX JOKYMEHTOB, 00pa3yIOLIUXCs B HAYyYHO-TEXHUYECKOU
U MPOU3BOJICTBEHHOU AESITEILHOCTH OpPraHu3allii, ¢ YKa3aHHEM CPOKOB XpaHEHHS
(yTB. Ilpukazom Pocapxusa ot 28.12.2021, Ne 142).

[lepeueHb TUIOBBIX YIPABJICHYECKUX APXUBHBIX JOKYMEHTOB, OOpPa3yIOIIMUXCS B
IIPOLIECCE AEATEIBbHOCTU I'OCYAaPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYyIIpaB-
JICHUs ¥ OpraHM3allMii, ¢ yka3aHueM cpokoB ux xpanenus (yTB. [Ipukazom Pocapxusa
ot 20 nexadps 2019 r, Ne 236.).

[TpumepHast HHCTPYKLUS MO IEJIONPOU3BOJICTBY B TOCY/IAPCTBEHHBIX OpPraHU3alUsiX. —
M., 2018.

[IpumepHOE MOJOXKEHHE O MOCTOSHHO ACHCTBYIOLIEH AKCIEPTHON KOMHUCCHH Yyupe-
JKACHUSI, OpraHu3aluu, OpeanpusITus (yTBEpKIEHO npuka3oM ['ocynapcTBeHHOU ap-
XUBHOM ciry k061 Poccun ot 19.01.1995, Ne 2).

IIpumepHoe mnonoxxeHue o lLlentpanbHoil skcneptHoi komuccun (LIDK) wmu-
HHUCTEpCTBA, BeaoMcTBa Poccuiickoit denepanuu (yrBepkaeHo npukazom denepaib-
HOU apxuBHOH ciyx0b1 Poccun ot 17.03.1998, Ne 19).

[TpumepHoe mosoxenue o0 apxuBe opranumszauuu (yTB. Ilpuxazom PocapxuBa ot
11.04.2018 ., Ne 42).

. [IpumepHoe monoxeHue o0 3KcHepTHOM Komuccuu opraHuzanuu (ytB. IlpHukazom

Pocapxusa ot 11.04.2018, Ne 43).

[TpumepHOe moOJ0KeHUE 00 SKCHEPTHO-IIPOBEPOUYHON KOMUCCHHM HayYHOW OpraHusa-
LMY, BKJIIOYEHHOM B IIEPEUYEHb, YTBEP)KAAEMBbI NpaBUTEIbCTBOM Pocculickonn Pe-
neparuu (yTB. mpuka3oMm Pocapxusa ot 13.06.2018, Ne 61).

[IpumepHOE MOJI0XKEHUE 00 SKCIEPTHO-IIPOBEPOUYHON KOMHMCCHU YIIOJHOMOYEHHOI'O
opraHa HCIIOJTHUTEJIBHON BJIacTU cyObekTa Poccuiickoit denepanuu B chepe apXuB-
Horo jeina (yTB. nmpuka3zoMm Pocapxusa ot 13.06.2018, Ne 63).

Yueonan, memoouueckas u nayunaa numepamypa
AIIMMHUCTpaTHUBHOE TpaBo : y4eOHHMK / moxa pemakumedr JI. M. Psbuesa, O. U.

Uynpuc. — Munck : Bemmiimas mikona, 2024. — 558 ¢. — Teker : a1neKTpoHHBIA //
Jlann : AJIEKTPOHHO-OUOIHOTEUHAS cucTema. — URL:
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26.11.2024). — Pexxum noctyna: JUisi aBTOPHU3. MOJIb30BaTENEH.
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https://e.lanbook.com/book/169796 (mara oOpamenus: 26.11.2024). — Pexum 10-
cTyna: Juis aBTOPH3. MOJIb30BaTeNeH

[TaBnoBa, P. C. JlokymMeHTaIIMOHHOE o0ecreueHrue paboThl KaapOBOW CIIYkKObI : yueO-
Hoe rmocobue ais By30B / P. C. [TaBnoBa. — Cankr-IletepOypr : Jlans, 2021. — 328 c. —
Tekct : anmekTponHblt // JlaHb : snekTpoHHO-OMONMHMOTeyHass cuctema. — URL:
https://e.lanbook.com/book/173090 (mara oOpamenus: 26.11.2024). — Pexum mo-
CTyIa: AJis aBTOPU3. MOJIb30BATENCH.

[TaBnoBa, P. C. JlokymenTanuonnoe ooecrnieuenue ynpasienus / P. C. IlaBnosa. — 2-¢
u3., crep. — Cankr-IlerepOypr : Jlans, 2023. — 608 c. — Teker : anexTponHsli // Jlanb
. 2NeKTpOHHO-OmOMmoreunas cuctema. — URL: https://e.lanbook.com/book/310175
(mara obpamenus: 26.11.2024). — Pexxum mocTyma: 1 aBTOpH3. TOJIb30BaTEIICH.
[Terpenxo, B. WM. 3ammra mepcoHaqbHBIX JAHHBIX B HMH()OPMAIIMOHHBIX CHCTEMAaX.
[Tpaktukym : yuebHOE Tmocodue mist By30B / B. W. Ilerpenko, Y. B. Manapumna. — 6-¢
usn., crep. — Cankr-IlerepOypr : Jlans, 2025. — 108 ¢. — Tekcr : anexkTpoHHsIii // Jlanb
. 2JIeKTpoHHO-OMOMoTeunas cuctema. — URL: https://e.lanbook.com/book/437192
(mata obpamenus: 26.11.2024). — PexxuM gocTyma: Uit aBTOPU3. MOJIb30BATEIICH.
[Terymko, H. E. JlokyMeHTanimoHHOE OOecredeHue yIpaBieHUs : y4e0.-MEeTOoJI. T0-
cobue / H. E. Ilerymko. — Munck : BI'VKH, 2020. — 165 c¢. — Tekcr : 3neKTpOHHBIH //
Jlanb : 3JICKTPOHHO-OMOJIMOTEYHAS cucrema. - URL:
https://e.lanbook.com/book/176019 (mara obpamenusi: 10.05.2023). — Pexum mo-
CTyIa: AJis aBTOPU3. MOJIb30BATENCH.

[Temkoga, I'. JI. Cexperapckoe neno : yueoHoe mocobue / I'. JI. Ilemkosa. — 3-¢ uzn,
ucrp. u jgomn. — MuHck : Bemmiimas mkona, 2014. — 318 ¢. — Teker : 25eKTpoHHBIH //
Jlann : AJIEKTPOHHO-OUOIHOTEUHAS cucTema. — URL:
https://e.lanbook.com/book/65310 (mara obOpamenus: 26.11.2024). — Pexxum goctyma:
JUISL aBTOPH3. T0JIb30BATEIICH.

[TpakTukym 1o paboTe ¢ oOpalieHUsIMHU IPaKIaH U OpraHu3aIui . yaeoHoe rmocooue /
orBeTcTBeHHBIN penakrop JI. B. Cranazons. — Mocksa : IIpocnekr, 2022. — 320 c. —
Tekct : amekTponHbll // Jlanb : 3nekTpoHHO-OMOMHMOTEeyHass cuctema. — URL:
https://e.lanbook.com/book/298229 (mara oOpamenus: 26.11.2024). — Pexum mo-
CTyIa: AJis aBTOPU3. MOJIb30BATENCH.

[Tyrekuna, JI. B. YnpaBienue 3JeKTPOHHBIM JTOKYMEHTOOOOPOTOM B BBICIIEM yuel-
HOM 3aBejieHHM : yueOHoe mocoOue / JI. B. Ilyrtekuna, B. FO. Mokpsiii. — CaHKT-
[TetepOypr : CIIGI'YIIL, 2020. — 65 c. — Teker : anekTpoHHBIN // JIaHb : AIEKTPOHHO-
oubnuoteunas cucrema. — URL: https://e.lanbook.com/book/215444 (mara oOpare-
Hus: 10.06.2023). — Pexxum noctymna: i1 aBTOpU3. MOJIb30BaTEICH.

Pomammn, U. E. Yopasnenue u s5koHOMHUKa apXuUBHOTO Jeina B Poccuiickoin denepa-
1y : yuebnoe mocobue / U. E. Pomamun. — 2-¢ u3n., 1. — Mocksa : PITY (Uu-
tepmeauaTop), 2022. — 155 c. — Tekcr : anekTpoHHbIHA // JlaHb : AJIEKTPOHHO-OHMO-
munoreuynast cucremMa. — URL: https://e.lanbook.com/book/350954 (mara obGparmieHus:
26.11.2024). — PexxuM goctyma: Juisi aBTOPHU3. MOIb30BaTEIICH.

Ps6oBa, C. B. JlokyMeHTalmOHHOE OOECIIEYEeHUE YIPABICHUYECKON AEATEILHOCTH :
ydyeonoe nocodbue / C. B. PaboBa. — YaesHoBck : Yal'TVY, 2021. — 340 c. — Teker :
anekTpoHHbd //  JlaHp : 3NeKTpoHHO-OMOnmWoTewHas cuctema. — URL:
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33.

34.

35.

36.

37.

38.

39.

40.

https://e.lanbook.com/book/259769 (mara oOpamenus: 26.11.2024). — Pexum mo-
cTyna: JUisi aBTOPH3. MOJIb30BATEIICH.

Camxuna, O. II. ['ocymapcTBeHHOE ympaBieHUE: TEXHOJIOTMU U IMppoBas TpaHC-
dbopmarus : yue6Hnoe nmocoodue / O. I1. Camxkuna, b. b. Camwxkun, O. H. Monrymr. — Kbi-
3pu1 : TyBl'Y, 2022. — 108 c. — Tekct : anekTpoHHBIH // JlaHb : 37IEKTPOHHO-OMO-
muoteuHas cuctema. — URL: https://e.lanbook.com/book/339617 (mara oGpaienus:
26.11.2024). — Pexxum noctyna: JUisl aBTOPHU3. OJIb30BaTENEH.

Capamynosa, JI. H. JlJokymeHTaIimoHHOE 00ECIICYCHHE YIIPABICHYSCKOMN JACSITSIBHOCTH
: yae6Hoe mocoowme / JI. H. Capamynosa, H. B. I'punkux. — Upkytck : UT'Y, 2023. —
124 c. — Tekcr : anekTpoHHbIH // JIanb : a5ekTpoHHO-OubMoTeunas cuctema. — URL:
https://e.lanbook.com/book/343130 (mara oOpamenus: 26.11.2024). — Pexum mo-
CTyna: JyUisi aBTOPH3. MOJIb30BATEIICH.

Tenbuapos, A. [I. ApxuBoBenenue : yuebnoe nocodue / A. JI. TenpuapoB. — 5-e uzn. —
Mocksa : [lamkoB u K, 2022. — 184 ¢. — Tekct : anexkTpoHHbIi // JIaHb : 37I€KTPOHHO-
oubnmoreunas cuctema. — URL: https://e.lanbook.com/book/277184 (nmara obGparie-
Hus: 26.11.2024). — Pexxum mocTyma: 1 aBTOpH3. TOJIb30BaTEIICH.

TexHosorust conuansHOU padoThl : yueOHuk / mox pemakiueit E. M. Xonocroroit, JI.
N. KononoBoii. — 5-e u3a., crep. — Mocksa : JlamkoB u K, 2022, — 478 c. — Tekcr :
anekTpoHHb //  JlaHp : 3NeKTpoHHO-OMOnmWoTewHas cuctema. — URL:
https://e.lanbook.com/book/277592 (matra oOpamenus: 26.11.2024). — Pexum 10-
cTyna: Juis aBTOPH3. MOJIb30BATEICH.

TymbOunckas, M. B. 3amura nandopmauu Ha IpeanpusaTud : yueoHoe mocooue / M.
B. Tymbunckas, M. B. IletpoBckuii. — Bonorna : Uadpa-Unxenepus, 2024. — 144 c.
— Tekct : snexkrponHsnid // Jlawe : 3nekTpoHHO-OMOIMOTEUHas cuctema. — URL:
https://e.lanbook.com/book/427820 (mara oOpamenus: 26.11.2024). — Pexum mo-
CTyna: Juisi aBTOPH3. MOJIb30BaTeleH

VYrpasieHue JOKyMEeHTaMu B 1U(GPOBO dKOHOMHUKe. OpraHu3amus, perJjaMeHTaIus,
peanu3anus : moHorpadus / M. B. Jlapun, H. I'. CypoBuesa, E. B. Tepentsena, B. ©.
SlukoBas ; mon penakuueit M. B. Jlapuna. — 2-e u3n., 1. — Mocksa : PITY (Un-
tepmeauatop), 2022. — 247 c. — Tekcr : anekTpoHHbIN // JIaHb : 37EKTPOHHO-OMO -
munoredyHast cucremMa. — URL: https://e.lanbook.com/book/268037 (mara obOparmieHus:
26.11.2024). — PexxuM goctyma: Juisi aBTOPHU3. MOJIb30BaTEIICH.

®dwuonoBa, JI. P. Otuka nenosoro obuieHus : yueoHoe mocodue / JI. P. ®uonosa. — 2-¢
u3 ., nepepad. u gom. — [lensa : [IT'Y, 2020. — 112 ¢. — Tekcr : anexTponHsii // JlaHs :
ANIeKTpOHHO-Onbmmoreuynass cuctema. — URL: https://e.Janbook.com/book/162302
(mata obpamenus: 27.11.2024). — Pexxum mocTyma: jisi aBTOpH3. TOJIB30BaTEIICH.
Yynpun, K. II. Teopernueckoe nokymeHToBeneHue : yudebHoe mocobume / K. II.
Uynpun. — Ilepms : [IT'HK, 2019. — 96 c. — Tekct : snexrponHsiii // Jlanp : dyek-
TpoHHO-OMOMMoTeunas cuctema. — URL: https://e.lanbook.com/book/155791 (nmata
obparmenus: 26.11.2024). — Pexxum noctyma: Jjisi aBTOpU3. MOJIb30BaTEIEH.
ynsruna, M. B. ApxuBoBenenue : yuyeOnoe mocodue / M. B. Illynbruna. — Ap-
xaHrenbek : CADY, 2014. — 232 c¢. — Tekcr : anekTpoHHbIN // JIaHb : 3JE€KTPOHHO-
oubnmoreunas cucrema. — URL: https://e.lanbook.com/book/96617 (mata obpamieHwus:
26.11.2024). — PexxuM goctyma: Juisi aBTOPHU3. MOIB30BaTEIEH.

Jlokymenmoseodueckue u apxueosedueckue nepuooudeckue uz0anuag
«Bectauk apxuBucta.RU»: Poc. ucropuko-apxuBoBenueckuid xypaai. — U3g. ¢ 2012

TI.
Jenmonpoun3BoacTBo: u3a. 2 pa3a B nosayroaue. — M3a. ¢ 2011 r.
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13.
14.

15.
16.

17.
18.

Jlenonpou3BoACTBO U TIOKyMEHTOOOOPOT HAa NPEANPUITUU: €KEMECSIUHBIN KypHaIL. —
WN3n. ¢ 2002 1.

JIupeKxTop 1o nepcoHally: €KeMECIYHbIN IPAKTUYECKUN Ky pHAIL.

Kanposas ciyx0a u ynpaBlieHuEe MEPCOHATIOM MPEINPHUITHS: €KEMECSIUHbIN KypHa.
—U3n. ¢ 2002 .

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

KanpoBoe neno: exemecsiuHbli npakTuiaeckuil xxypHai. — M3a. ¢ 2003 r.

KaapoBsliii Bompoc: exXeMeCsIuHbIN Ky pHal.

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

. Kanmpsl npennpusitus: exxeMecsiuHblil )KypHa.
1.
12.

OTteuecTBEHHBIE apXUBbI: HAYYHO-IIPaKTUUECKUH KypHail. — M3a. ¢ 1991 r.
CekperapuaT B BOIPOCAX W OTBETAX: €KEMECSUHBIN *KypHaJl B dopMaTe «BOIPOC-
otBeT». — 131. ¢ 2009 1.

CekpeTtapckoe J1er10: exxeMecsIHbIi npodeccruonanbhblil xxypHan. — M3, ¢ 2001 r.
CoBpeMeHHbIE TEXHOJIOTUH JICTOMPOU3BOJICTBA M TJOKYMEHTOOOOPOTA: €KEMECSIUHBIN
xypHai. — U3a. ¢ 2011 r.

CrnipaBOYHUK KaJpOBHKA: €KEMECIYHBIHN KypHaJl pyKOBOAUTEINS KaJpPOBON CITy>KOBI.
CrpaBouHUK cekpeTaps 1 ouc-MeHeIKepa: eKeMeCIYHbIN MPaKTUUYECKHUM KypHa. —
Nzn. ¢ 2002 r.

VYnpasieHue nepcoHangom: uza. 2 pasza B mecsil. — M3a. ¢ 1996 1.

IOpuanueckuii cipaBOYHUK pyKOBOJUTENS: €xkeMec. )KypHai. — M3a. ¢ 2002 r.

3.2. THdpopManuoOHHEIE PeCcypChl

3.2.1. Ilpogpeccuonanvnuvie 6a3vl 0anHBIX U UHPOPMAYUOHHBIE CRPABOUHbBIE CUCHIEMbL

Ba3el naHHbIX:

bubnuoreka auccepranmii u pedeparos Poccun. — Pexxum nocryna:
http://www.dslib.net

Enunoe okHO pgocTyma K HMH(QOPMAalMOHHBIM pecypcaM. — Pexum pocryna:
http://window.edu.ru

«Kubepnennnka» HayuyHas snekrponHas Oubnuoreka. — Pexxum nocryma:
https://cyberleninka.ru

Hayunast snexkrponnas 6ubnunoreka E-library.— Pexxum nocryna:
https://elibrary.ru/defaultx.asp
HanmonaneHas anektponHas 6ubnuoreka. — Pesxxum gocryma:http://xn--90ax2c.xn--
plai/
HanonaneHbli OTKpBITEIN YHUBEpcUTeT.— Pexxum goctyna :http:/www.intuit.ru/
OBC «Jlanwy. — Pexxum gocryna:http://e.lanbook.com

OBC «IIpodu-JInby. — Pexxum noctyna: https://biblio.profy-lib.ru/

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

DOnekrponHas obubnumoreka aucceptranuii PI'b. — Pexxum noctyma:http://www.dslib.net;
Web of Sciense. — Pexxum noctyma: https://webofscience.com.

NupopMmanmoHHbIe CIPABOYHbIE CUCTEMBbI:

l'apanr,
Koncynbrant+

3.2.2. Pecypcot unghopmayuonno-meneKomMmynukayuonuou cemu Humepnem
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— http://archives.rumethodics/ — caiit @enepanbHOTO aApXUBHOTO areHTCTBA.

— http://www kadrovik-praktik.ru — caiiT marepuasoB Mo KaJpOBOMY JEJIOTPOU3BO/I-
CTBY.

— http://cyberleninka.ru/ — Hayunas snexktponHas ounbauoreka « KubepieHnHKa.

—  http://elibrary.ru — Hayunas snexrponnast Oubmuoreka e-LIBRARY .ru.

— http://www.rusarchives.ru/ — [Toptan «Apxussl Poccumy.

—  http://www.scholar.ru/ — ITouck Hay49HBIX ITyOTUKAIIUH.

— http://e.sekretariat.ru/ — caldT 3JEKTPOHHOM BepcuU KypHaia « CIipaBOYHUK CEKpeTaps
1 o(uC-MEHEKEPAY.

— http://www.delo-press.ru — caift xypHana «Jleronpou3BoACTBO U JIOKYMEHTOOOOPOT
Ha TPEIIPUATANY.

— http://www.funnycong.ru/ — Jlenonpou3BoACTBO (CAUT MaTeprajoB).

—  http://www.kdelo.ru/ — caiit xxypHana «KaapoBoe aemno».

—  http://www.profiz.ru/st/ — caiiT xxypHana «CexpeTapb-pedepeHT.

—  http://www.sekretariat.ru/forum/forum1/topic781/messages — PRO-/lenonpousBou-
ctBo u COJI.

—  http://www.sekretarskoe-delo.ru — caiit )xypHana «CekpeTapckoe Aeoy.

— http://www.top-personal.ru — callT )xypHaia «YIpaBieHHUE IEPCOHATIOM.

—  http://www.top-personal.ru/officeworks — caiiT )xypHana «leI0mnpon3BoacTBOY.

4. OnucaHue MaTepuaIbHO-TEXHUYECKOM 6a3bl, HEOOXOAUMOM A1
NOATOTOBKHU U POBeAeHUA rocyapCTBEHHOr0 3K3aMeHa

JlJis MOATOTOBKM K TOCYAApCTBEHHOMY 3K3aMEHY MCIIONIB3YIOTCS ayAUTOpUU IS
CaMOCTOSITEIILHON pabOThI, OCHAIIICHHBIE KOMIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO TOI-
KItoUeHus K cetd "MHTepHeT" u oOecnieueHHbIe TOCTYIIOM B 3JIEKTPOHHYIO HH()OPMAIMOHHO-
00pa3oBaTeNbHYIO CpPEey OpraHU3aIUH.

['ocynapcTBeHHBIH 5K3aMeH IPOXOAUT B YU€OHBIX ayJUTOPHIX, OCHAIICHHBIX JTUIICH-
3MOHHBIM U CBOOOIHO pacmpoCTpaHsIEMbIM MPOrpaMMHBIM oOecrniedueHueM: Microsoft Win-
dows, Microsoft Office 2007, Google Chrome, Internet Explorer, Kasperskyendpointsecurity
10.
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JIUCT U3BMEHEHUH B MpPorpaMMe rocyapcTBeHHOro 3K3aMeHa

B nporpammy rocyJapCTBCHHOTO 3K3aMCHAa BHCCCHBI CIICAYIOIMHNEC NU3MCHCHUS:

Y4eOHbIi PexBu3uTHI Homep 1 HaumMeHOBaHue Coaepxxanue u3MeHeHHI
roj MPOTOKO0JIAa pasjena, moapasjaea 1 10TIOJIHEH Ui

2023/24 HpOTOKOH Ne & 3. Hepequb peKOMeHHyeMOﬁ OGHOBHGHH@ U JOOIIOJIHC-

ot 29.05.2023 auTepaTypel, HeoOxoaumon st | HUE€  CIIMCKAa  PCKOMEHIY-

2024/25 | Ipotoxon Ne 11 | moarorosku BKP CMOH  JINTCPATYpPBl  HOBOH

ot 27.05.2024

3.1. IleuaTHple U (UIU) DJEK-

y4eOHOU, METOUICCKON U
Hay4HOU JIUTEPATYPOU

2025/26 ITpotokon Ne 8 | TPOHHBIE 00pa3oBaTelIbHbIE pe-
oT 26.05.2025 CypChI
2026/27 ITporokom Ne 10 | P.1 m. p. 1.3.1 TlepepaboTan

ot 25.05.2026
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Yuebnoe uzoanue

ABTOpBI-COCTaBUTEIU:
Haranbs OneroBHa AjiekcaHapoBa
Hukonait AnexkcanipoBud AHTUIIUH

T'ocymapCcTBeHHBIN 3K3aMEeH no nporpaMme 0akjiaBpuara

«JlokymMeHTalIMOHHOE O0ecneyeHue YIpaBJIeHUs»
10 HANIPABJICHUIO MOATOTOBKH

46.03.02. loKkyMeHTOBeleHue U apXHuBOBeJeHHe

kBasMukanus: 6akajiaBp

IIporpamma

[TeuaraeTcst B aBTOPCKOM peaaKIuu

IlodnucaHo k neuamu
®opmam 60x84/16 O6weMm 2,4n. 1.
3aka3s Tupaosic 100 3K3.

UensOMHCKUH TOCYJapCTBEHHBIN HHCTUTYT KYJIbTYPBI
454091, Yensabunck, yi. OpmkoHukumse, 36 A
Otneuarano B tTunorpadun YI'MK. Puzorpad
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