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[Tporpamma rocynapcTBEHHOTO SK3aMEHa COCTaBJI€HA B COOTBETCTBHH C TPEOOBAHUSMH
®I'OC BO no nampasnenuto noaroroku 46.03.02. JlokyMeHTOBeIeHHE U apXUBOBE/ICHUE.

Astopsi-coctaButenu: H. O. Anekcannposa, KaHJ. UCT. HAyK, JOUEHT Kadeapbl UCTOPHH,
MY3€0JIOTUM U AoKyMeHToBeneHusi; H.A. AHTUNMH, AOUEHT Kadeapsl UCTOPUU, MY3E€OJOTHH U
JIOKYMEHTOBEACHMS, KaH/A. UCT. HAyK, 3aMECTUTENIb AUpPeKTopa ['ocyaapCTBEHHOTO YUpeXACHUS
«O0BbeTMHEHHBIN TOCYIapCTBEHHBIN apxuB YenssOMHCKON 001acTy.

[Tporpamma rocynapcTBEHHOTO dK3aMeHa Mo HampasieHuto moarotoBku 46.03.02. Jloky-
MEHTOBE/IEHHE U apXuBoBeJeHHEe Kak cocTaBHas yacTh OITOII pexomennoBaHa Ha 3aceaHUU CO-
BeTa (axyibpTeTa JOKYMEHTAIBHBIX KOMMYHHUKALUUH M TypU3Ma K PacCMOTPEHHUIO SKCHEPTHON
Komuccueit, mpotokoa Ne 7 ot 17.04.2023.

Okcnepru3za nposenena 15.05.2023, akr Ne 2023//10V.

[Iporpamma rocyaapcTBeHHOro 3k3aMeHa Kak cocraBHas 4yactb OIIOII yrBepkiaeHa Ha
3aceaHuM Y4eHoro cosera uHcturyra 29.05.2023, nporokoun Ne 8 ot 29.05.2023.

Cpok neiictBusi paboueit mMporpaMMbl TOCYIapCTBEHHOTO dK3aMEHa MpPOJIEH Ha 3acena-
HUM YUYEHOr0 COBETa MHCTUTYTA Ha:

YueoHblii roa Ne mpoTokoJia, JaTa YTBEPKIeHUS

2024/25 npotokos Ne 11 ot 27.05.2024

2025/26 nporokost Ne 8 ot 26.05.2025

2026/27 nportokoa NelO or 25.05.2026

2027/28

I'74 l'ocynapcTBeHHbI 3K3aMeH MO mporpamMme OakanaBpuara «J/oOKyMeHTallMOHHOE

o0ecrieueHre yrpaBieHus» M0 HaNpaBJICHUIO MoAroToBkH 46.04.02 JlokymeHTOBEICHHE
U apxuMBOBeleHHMe, KBanupukamus : OakamaBp: mOporpaMma /  aBT.-COCT:

H. O. Anekcanaposa, H. A. Autunun ; YensOMHCKUN TOCYAapCTBEHHBIH HMHCTUTYT
KynbTypbl. — YensiOunck, 2023. — 38 c¢. — (PI'OC BO Bepcus 3++). — Teker : Heno-
CpEICTBEHHBIN.

[IporpamMmMa rocyaapcTBEHHOTIO 3K3aMeHa BKJIIOYAET: (POHJI OLEHOYHBIX CPECTB;
peKoMeHauuu 00y4darouMCes Ui MOArOTOBKH K TOCYAapCTBEHHOMY IK3aMEHY; mepe-
YeHb PEKOMEHYEeMOH JTUTEepaTypbl, HEOOXOAMMOM AJIsi MOATOTOBKH K TOCYAAapCTBEH-
HOMY 2K3aMeHy; IepeueHb PecypcoB MHPOPMALMOHHO-TEIEKOMMYHHKAIIMOHHOW CETH
«MHTEpHET», HEOOXOIUMBIX AJIi MOJArOTOBKM K TOCYJapCTBEHHOMY JK3aMEHY; Iepe-
YeHb MH()OPMAIIMOHHBIX TEXHOJOTHH, MCIIOIh3yEMbIX MPHU TOJATOTOBKE M MPOBEIACHUN
rOCyIapCTBEHHOTO JK3aMeHa, BKJIIOYasi NMepedeHb MPOTpaMMHOTO OOECTICUeHHUS U WH-
(OpMaIMOHHBIX CHPABOYHBIX CHUCTEM; ONMHCAHHE MaTepUaTbHO-TEXHUYECKOW Oa3bl,
HEO0OXOIMMOM TS TTOITOTOBKH M IMPOBENIEHUS TOCYaPCTBEHHOTO dK3aMeHa.

© YensOMHCKHI roCcy1apCTBEHHbIIN
HWHCTHUTYT KyJIbTypsl, 2023
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JApCTBEHHBIN apxuB YenssOnHCcKo 001acTy.




1. POHA OHEHOYHBIX CPEACTB

1.1. Ilepeyenb KOMIETEHIUI1, KOTOPLIMH J0JKHBI OBJIA/IETH 00y4YaloIuecs: B
pe3yJibTaTe 0CBOCHHSI OCHOBHOI pogecCHOHAIBHON 00pa30BaTe/IbHON NPOrPaMMbl

Yuueepcanvnvie komnemenyuu:

— CnocobeH OCyIIECTBIATh MOUCK, KPUTUUECKUN aHAJM3 U CHUHTE3 MH(POPMALUU, MIPH-
MEHSTh CUCTEMHBIH MOXO0/ TS PEIIeHusI MocTaBieHHbIX 3a1a4 (YK-1);

— CnocoOeH omnpenensTh Kpyr 3ajad B paMKaX MOCTABICHHOW LEIH U BEIOUPATh OMNTH-
MaJIbHbIE CIIOCOOBI MX PELIeHMs], UCXOASl U3 JCUCTBYIOIIUX MPABOBBIX HOPM, HUMEIO-
muxcst pecypco u orpanndenuit (YK-2);

— Cnoco0eH OCyIIECTBISTh COLIMATFHOE B3aUMOJCHCTBUE U PEATU30BbIBATH CBOIO POJIb
B komanze (YK-3);

— CnocoOeH OCYIIECTBIATh JIEIOBYI0 KOMMYHHUKAIMIO B YCTHOM U MUCbMEHHOM (popmax
Ha rocyaapcTBeHHOM s3blke Poccuiickoil denepanuu U HHOCTpaHHOM(BIX) SI3bIKE(aX)
(YK-4);

— CnocobeH BOCHpHHUMATh MEXKYJIbTYpHOE pa3zHooOpa3ue oOIiecTBa B COLMAIBHO-
HUCTOPHYECKOM, dTHUECKOM U prtocopckom kouTekcrax (YK-5);

— CnocoOeH ymnpaBisiTh CBOUM BPEMEHEM, BBICTPANBATh U PEATHM30BBIBATH TPAEKTOPHUIO
CaMOpa3BUTHs Ha OCHOBE MPHHITUIIOB 00pa3oBaHus B TeueHue Beeit xu3uu (YK-6);

— CnocobeH moanepXuBaTh IOJKHBIA ypOBEHb (PH3MUECKOW MOATOTOBICHHOCTH IS
oOecrnieueHrs MOJTHOIICHHON COIMalbHON U mpodeccroHanbHol aearenbHocTH (YK-
7);

— Cnoco0eH co3/1aBaTh U MOJJACPKUBATh B TIOBCETHEBHOM KU3HU U B MPOPECCHOHAb-
HOM N1eATeIbHOCTU OE€30MACHbIE YCIOBUS )KU3HEAEATEIbHOCTU ISl COXPAaHEHUs MpH-
pPOIHOM cperpl, o0ecredeHrus YCTOWYMBOTO Pa3BUTHs OOIIECTBAa, B TOM YHCIE MPH
yrpo3¢ U BOSHUKHOBEHHUHU YPE3BBIUAHBIX CUTYaIlMi 1 BOCHHBIX KOHDMKTOB (YK-8);

— Cnoco0eH HCnonb30BaTh 6a30BbIE 1e(DEKTOIOTHUECKIE 3HAHUS B COLUAIBHON U TIPO-
dbeccuonanbHoi chepax (YK-9);

— CnocobeH MpuHUMAaTh 0OOCHOBAHHBIE IKOHOMHUYECKHE PELICHHs B Pa3InYHbIX 00ja-
ctsx sxusHenesreaproctr (YK-10);

— CnocobeH (opMUpOBaTh HETEPIIUMOE OTHOILEHHE K KOPPYHIIMOHHOMY IOBEIECHUIO
(YK-11).

Oobwenpogpeccuonanvnvie Komnemenyuu:

— CnocobeH mpUMeHSATh Ha 0a30BOM YPOBHE 3HAHUS UCTOPUYECKUX HAYK MPHU PELICHUN
3a1a4 B cdepe cBoeit npodeccronanshoi aesreapaoctr (OITK-1);

— CnocobOeH HaxOAUTh OpPraHU3alMOHHO-YIPABICHUECKUE PELICHHs MPU PELICHUHU 3a-
nad B cepe cBoeit npodeccronanphoi aesreabaoctu (OITK-2);

— Cnoco0OeH MPUMEHSITh TEOPETHUECKHUE 3HAHUS ISl PEUICHHS MOCTABIEHHBIX 3a/1a4 B
obJyiacTu TIoKyMeHToBeieHus 1 apxuBoBeenus (OI1K-3);

— Cnoco0eH MOHUMATh MPUHIIMIIBI Pa0OTHl COBPEMEHHBIX MH()OPMAIIMOHHBIX TEXHOIIO-
THA W HCIONB30BaTh WX IS pEIIeHUs 3aaad MpodeCCHOHATBLHON eSTebHOCTH
(OIIK-4);

— CnocobeH caMOCTOSITETbHO paboTaTh C pa3IMYHBIMH WCTOYHHKAMH WH(DOpMAIUN U
MPUMEHSTh OCHOBBI MH()OPMAIMOHHO-aHATUTUYECKOW AESITENbHOCTU TPU PEIICHUH
npodeccronanphbix 3ama4 (OITK-5).



HPOd)eCCMOHaﬂbele KomnemeHuuu.:

Tun 3a0au npogheccuonanvnoii deamenbHOCHMU: HAYYHO-UCC/1€008AMEIbCKULL
CriocoOeH MPUMEHSTh HaAy9HO-METOJJUYECKUE OCHOBBI JOKYMEHTOBEICHUS M apXUBO-
BezieHus B ipodeccuonanbhoit chepe (ITK-1);

CriocoOeH COBEpIICHCTBOBATh JOKYMEHTAIMOHHBIC TIPOIIECCHI B YIIPABJICHUU B COOT-
BETCTBUU C TPeOOBAaHUSAMH HOPMATHBHO-IIPABOBOTO peryiupoBanus B chepe uadop-
Mmarwu 1 gokymenTanuu (ITK-2).

Tun 3a0au npogheccuonanvHoil OeamenbHOCMu: MeXHON02UYeCKUTL

Croco0eH OCyIIeCTBIATh OPraHU3alMOHHOE, JOKYMEHTAIIHOHHOE U HH(OPMAIIMOHHOE
oOecrieueHne esTeIbHOCTH pyKkoBoauTels opranu3aiuu (I1K-3);

CrocoOeH OpraHu30BaTh M OCYIIECTBISATh JOKYMEHTHPOBAHUE JIESTEILHOCTH Opra-
uuzanun (I1K-4).

Tun 3a0au npogheccuonanvnoil deamenbHOCMU: OPZAHUIAUUOHHO-YRPAGIEHYUECKUTL
CrnocoOeH co3/1aBaTh U BECTU CHUCTEMbBI JOKYMEHTAIMOHHOTO 00eCreYeHus ympasie-
HUS ¥ apXUBHOTO Jiejia Ha Oa3e HoBelmx texuosoruit (I1K-5);

Crnoco0eH OocCyIecTBIATh pa3padOTKy U BHEAPEHUE JIOKATbHBIX HOPMATHBHBIX aKTOB
0 JOKYMEHTAIIMOHHOMY 00ecIieueH 0 yrpasieHus opranusamueii ([1K-6);
Crnoco0eH pyKOBOAUTH MOAPA3IEICHUEM apXUBa, OCYIIECTBIATh AEATEIBHOCTH 1O ap-
XUBHOMY XPAaHEHHIO JIOKYMEHTOB, UX YYETy M HCIOJIb30BaHUIO, OOECIEUEHUIO CO-
XPaHHOCTH, TIOCTPOEHUIO M KOHTPOJIO CIPAaBOYHO-MH(POPMAIIMOHHBIX CPEACTB K ap-
xuBHBIM JTokyMeHTam (ITK-7).

1.2. Onucanue noka3zaresjed 1 KpUTEepHeB OLCHMBAHUSA KOMIICTEHIUH, a4 TAKKe HIKAJI

OICHUBAHUA

1.2.1. Onucanue noxazameneil u Kpumepues OUeHUBAHUA KOMHEMEeH YU

Tab6auna 1
Pe3ysabTaThl 0CBOCHHS IHoka3zaTesn Kputepun
o1oIl copmMupoBaHHOCTH OLCHUBAHMS YPOBHS
(copep:xkanue KOMIIeTeHI U chopMupoBaHHOCTH
KOMIIeTeHIM i U KOJIbI) KOMIIeTeHIM i

YHueepcaJlbnble Komnemenyuu

Croco0eH OCyIIECTBISTh I10-
UCK, KPUTHYECKUH aHauu3 Hu
CHHTe3 HH(OpMaIMH, NpHUMe-
HATh CUCTEMHBIM MOAXOX VIS
pelIeHnsl TOCTaBIEHHBIX 337134

(VK-1)

YMEET OCYILECTBIATH IIOUCK,
KpPUTHYECKUM aHAIU3 U CHUH-
Te3 uH(OpMALMU, TpPHUMe-
HATb CUCTEMHBIN MOAXO A
peleHusl NOCTaBJICHHBIX 3a-
Jayg

CTyneHT JEeMOHCTPUPYET 3HaHUs
OCHOB CHCTEMHOIrO I0JXOJa, Me-
TOJBI TIOMCKA, aHaIW3a W CHHTE3a
nH(pOpMaIUU

CriocoOeH  ompememsiTb  Kpyr
3a71a4 B paMKax IOCTaBJICHHOU
1ENU ¥ BEIOUPaTh ONTHUMAIILHBIE
CHOCOOBI MX PEUICHHUs, UCXOIs
U3 JCHUCTBYIOIIMX IPaBOBBIX
HOpPM, WMEIOIINXCS PECYPCOB H
orpannyenmii (YK-2)

YMEET OMNpENENsTh Kpyr 3a-
Jlad B paMKax IOCTaBJIEHHOU
[IeTT! W BEIOWPATH ONTHMAITh-
HbIE CIIOCOOBI WX PEUICHHUS,
Ucxons U3 JICUCTBYIOIIMX
MPaBOBBIX HOPM, MMEIOIIIHIX-
Csl PECYPCOB U OIpaHUYECHUIN

CTyZneHT HEeMOHCTPUPYET 3HaAHHS
OCHOB JISMCTBYIOIIMX IPAaBOBBIX
HOpM, HWMEIOIINXCS PECYpPCOB B
obmactu JJOY, ymeHue BbIOMpaTh
CHOCOOBl  PELICHUs]  MPaKTHKO-
OpVEHTHPOBAHHBIX 3314

Crioco0eH OCYIIEeCTBISATh COIH-
albHOE B3aMMOJIEMCTBUE U pea-
JIN30BBIBATH CBOIO POJb B KO-

YMEET OCYLIECTBIATH COLM-
aJIbHOE B3aMMOJEHUCTBUE U
peau30BbIBATh CBOIO POJIb B

CTygeHT AeMOHCTPUPYET 3HAHUE
MpaBWI U HOPM COLIMAJIBHOTO B3a-
HMOJICHCTBHS, a TaKKe METOHO0B




manze (YK-3)

KOMaHIe

noctpoenus 3¢pdexkTuBHON paboTHI
B KOMaH[Ie

Crioco0eH oCymIecTBIATh JIENO0-
BYI0 KOMMYHHKAIIHIO B yCTHOH
Y THCbMEHHOH (opMax Ha roc-
yAApCTBEHHOM si3blke Poccuii-
ckoil denepanii U1 MHOCTPaH-
HoM(bIX) si3bike(ax) (YK-4)

YMEET OCYIIECTBIATh JEJI0-
BYI0O KOMMYHMKAaIMIO B YCT-
HOM M TMHCBMEHHOW (opmax
Ha TOCYJAapCTBEHHOM SI3bIKE
Poccuiickoit ®Denepanuun 1
HWHOCTpaHHOM(BIX) s3bIKe(aX)

CTy#eHT IEeMOHCTPHPYET 3HAaHUS
OCHOB JICJIOBOM KOMMYHHKAIIHH,
HOPM, TpaBHJ U OCOOCHHOCTEH ee
OCYIIECTBIICHUSI B YCTHOW W IHCH-
MeHHOW (opMax Ha pPYCCKOM U
MHOCTPAaHHOM SI3bIKE

Crioco0eH BOCTIPUHUMATH MEXK-
KyJIbTypHOE pazHoOOpaszme 00-

IeCTBa B COLMAITBHO-
UCTOPUYECKOM, 3TUYCCKOM H
¢dbumocodhckom KOHTEKCTax
(YK-5)

yMEET BOCIPHHUMATH MEXK-
KyJIbTYpHOE  pa3zHOOOpasue
oOmiecTBa B COIMAIBHO-
HMCTOPUYECKOM, 3TUYCCKOM U
(humococKkoM KOHTEKCTax

CTyaeHT JEeMOHCTPUPYET 3HAHUS
COIIOKYJTbTYPHOU crierudukn
PasIUYHBIX OOINECTB M TPYMN B
paMKax KyJbTypHOTO MHOr000pa-
3Us1; OCHOBHBIC TOJIXOJbI K U3y4e-
HHUIO M OCMBICJICHHIO KYJIBTYPHOTO
MHOr000pasus B pamkax (UiIoco-
bun, conMaTbHBIX M TyMaHHTap-
HBIX HayK, YMEHHE CaMOCTOSTEIIb-
HO aHAJIM3UPOBATL W OLCHHUBATH
COIHATEHO-MCTOPHUCCKHUE SIBIICHHS
U [IPOIIECCHI

Croco0eH  yIpaBIATh  CBOWM
BPEMCHEM, BBICTpauMBaTh U pca-
JHM30BBIBATH TPACKTOPHIO CaMO-
pa3BUTHA HAa OCHOBE MPHUHIM-
MOB 00pa3oBaHUsI B TE4YeHHE
Beeit xm3an (YK-6)

yMEET YHpaBIATH CBOUM
BpEMEHEM, BBICTPaMBaTh U
peanu30BbIBaTh TPACKTOPHUIO
CaMOpa3BUTHsI Ha OCHOBE
MPUHIUIIOB 00pa3oBaHUs B
TEYEHUE BCEH )KU3HU

CTygeHT AEeMOHCTPUPYET 3HAHUS
MPUHLIMIIOB CaMOMECHCI>KMEHTA,
YOPABICHUSI CBOMM  BPEMEHEM,
IJJAHUPOBAHUS U peaau3aluu Tpa-
€KTOpPUM CaMOPA3BUTHUSI B TE€UEHUE
BCeH KU3HU

Criocoben MOJIEPKUBATH
JTOJKHBIN YPOBEHBb (PU3NIECKON
MOJTrOTOBICHHOCTH UIsl  o0ec-
NEYCHUSI TOJHOLCHHOW COIM-
aTbHOH W TIPO¢eCCHOHANBHOMN
nesrenbHocTH (YK-7)

yMeeT MOANEPKUBATH JTOTIK-
HBI{ ypPOBEHb (PUINIECKON
IIOATOTOBJICHHOCTHU JJIA
oOecrieueHUs MOJHOLCHHOU
conuaibHOH W Tpodeccho-
HaJILHOM JTeITEIbHOCTH

CTyIeHT JeMOHCTPHPYET 3HaHUS
OCHOB W TIPaBUJI 37I0POBOIO 00pasza
KU3HU, MOAJNCPKAHUS (PU3NIECKO-
rO TOHYCa ¥ YKPEIUICHHS 370POBbsI
YenoBeKa cpelicTBaMU (pU3MIECKOI
KYJIbTYpPbI

CroocobeH cos3maBaTh U IOA-
JIepKUBaTh B  TOBCEIHEBHOMN
JKU3HU U B TPO(ecCHOHATBEHON
EITENHHOCTH Oe3omacHbIe
YCIIOBUSL  JKU3HEICATEILHOCTH
JUIS  COXPaHCHUS TPUPOTHON
cpepl, o0ecredeHust yCcToM4u-
BOT'O Pa3BUTHS OOIIECTBA, B TOM
YHCIie MPH YIPo3e U BO3SHUKHO-
BEHUHM 4YPE3BBIYAMHBIX CHTYa-
U W BOEHHBIX KOH(MIMKTOB

(VK-8)

yMeeT co3/laBaTh U TOAJEp-
JKUBaTh B  TIOBCETHEBHOMN
KU3HU U B TIPO(hecCHOHab-
HOM JesiTenpHOCTH Oe3omac-
Hble YCIIOBHS  JKU3HEHes-
TENBHOCTH ISl COXPaHEHUS
MPUPOTHON cpensl, obecrie-
YEHUsl YCTOWYMBOTO pPAa3BU-
THSl OOIIECTBA, B TOM YHCIIC
IIpH yTpo3€ W BO3HUKHOBE-
HUU Ype3BbIUAHHBIX CHTya-
[IUH ¥ BOSHHBIX KOH(MDINKTOB

CTyneHT JEeMOHCTPUPYET 3HaHUS
OCHOB JKOJIOTMH, IIPAaBUI M HOPM
0e30macHOCTH B IOBCEIHEBHOII
KU3HH WM B Tpo(deccHOHaTbHOM
JEeSTEeIbHOCTH,  KJIacCHU(PUKALIUIO
OMacHBIX M BpeIHBIX (PAKTOPOB
OKpYyXalolllell cpeabl, JAeUCTBUI
npu Yrpo3e W BO3HUKHOBEHUH
Ype3BbIUaHBIX CUTYal[UI

CriocobeH wmcmons3oBaTh 0azo-
Bble JIePEKTOIOTHUECKUE 3Ha-
HUS B COLMANBHON M mpodec-
croHanbHOU cepax (YK-9)

yMEeT HCHOIb30BaTh 0a3o-
BbIE nedekronornueckue
3HAaHUSI B COIMAJIbHOW W
npodeccnoHanbHON cdepax

CTyIeHT JEeMOHCTPUPYET 3HaHUE
0a30BBIX JACPEKTOIOrMUCCKUX 3HA-
HUH B colMaIbHOH W TPOodeccHo-
HaJILHOH cepax

CrocobeH mpuHUMaTh 0OOCHO-
BaHHBbIC 3KOHOMHYECKHE pellie-
HUSI B Pa3IM4YHBIX OOJIACTSIX
xusHenesteapbaoctr (YK-10)

yMeeT NpUHUMATh OOOCHO-
BaHHbIE YKOHOMHYECKHE pe-
EeHUsT B Pa3IWYHBIX 00ma-
CTSIX JKU3HEIESITeIbHOCTU

CTygeHT AeMOHCTPUPYET 3HAHUE
OCHOB J>KOHOMHYCCKHX 3HAHUM U
UX ajgantanud B HpodheCCHOHAIb-
HOM IeSATEIIbHOCTU

Criocoben  ¢QopmupoBath He-
TCPIIMMOC OTHOHICHHUE K KOP-

(dhopMupyeT HeTepnumoe OT-
HOIICHUE K KOPPYIITMOHHO-

CTyneHT JEMOHCTpHUPYET HeTep-
MMMIMOE OTHOIIEHHE K KOPPYIIHOH-




PYIIHOHHOMY
(YK-11)

IMOBCACHUTIO

MYy NOBCACHHUIO

HOMY IMOBCACHUTIO

Oowy

enpoqbeccuouwlbubte Komnemenuyuu

CriocobeH mpuMeHsTh Ha 0a30-
BOM YPOBHE 3HaHHs HCTOpHYEC-
CKHX HayK IPH PEIICHHUH 3a1ad
B cdepe cBoell mpodeccuo-
HajgpHOU nesrensHOCcTH (OIIK-
1)

yMeeT TPUMEHAThL Ha 0a3o0-
BOM YPOBHE 3HAHUS HUCTOPH-
YEeCKUX HAayK TMPH PEIICHUU
3a1a4 B cdepe cBoel IMpo-
(hecCMOHANBHON JEATEIBHO-
CTH

CTyleHT JCMOHCTPUPYET 3HAHUS
OCHOB HCTOPHYCCKHUX HAyK, TpHU-
MEHEHHUSI METOJIOB HCTOpHOTpadu-
YECKOT0 M HMCTOYHHUKOBEIYSCKOTO
aHaNIM3a TNpU PEUICHHH 33a1ad B
chepe 10V

CnocobeH HaxXOAWTh OpPraHH3a-
UOHHO-YIIpaBICHYECKUE  pe-
HICHUS] TPH pEIIeHUH 3ajad B
cthepe cBoeit mpodeccroHaTh-
Ho#t nesrenbHocTH (OI1K-2)

HAaXOJUT OpPraHU3aIMOHHO-
yIpaBJICHUECKHE  PEIICHHS
MIPU pelIeHUH 3a1a4 B cdepe
cBoeH  MpodeCCHOHATBEHOM
JeATSIILHOCTH

CTyoeHT AEMOHCTPUPYET yMEHHE

HaxO0JIUTh OpraHU3alMOHHO-
YIPaBJICHUYECKHE,  TEXHOJIOTHYE-
CKHE pelIeHWs TpU peleHUun

MPAaKTHKO-OPHUCHTUPOBAHHBIX
nau B chepe 1OY

3a-

CrocobeH IPUMEHSITh TCOPETH-
YecKWe 3HAHHS ISl PEHICHUS
MOCTaBJICHHBIX 33]a4 B 00JacTn
JOKYMCHTOBCACHUA U aApPXUBO-
Bepenus (OITK-3)

yMEET MPUMEHSTh TEOPETH-
YEeCKUE 3HAHUS ISl PEIICHUS
IIOCTABJIEHHBIX 3a1a4 B 00-
JIaCTu }IOKyMeHTOBC[ICHI/IH nu
apXHUBOBEICHHS

CTyIoeHT JeMOHCTPUPYET TEOpeTu-
YyecKHe 3HaHuSA B OOJIACTH IOKY-
MCHTOBCACHHA U aApPXHUBOBCIACHUA,
peraer MIPAKTHKO-
OpUEHTUPOBAHHBIC 3a7aydl B 00Ja-
ctu IOV u apxuBHOro nena

CriocobeH TOHUMATH TPUHIIH-
bl pabOThl COBPEMECHHBIX HH-
(bOpMaIMOHHBIX TEXHOJOTHH H
UCIIOJIb30BaTh UX JUISl PEICHHUS
3aa4 npodecCUOHATbHON Jes-
tenpaoctd (OITK-4)

MMOHUMACT MPUHIUIIBI pa6o-
ThI COBPEMCHHBIX HH(pOpMa-
[HOHHBIX TEXHOJIOTHH M HC-
MOJIB30BAaTh UX JJISA PCHICHHUA
3ama4  MPOQeCCHOHATLHOM
JIeSITEIIbHOCTH

CTyneHT JeMOHCTpUpYeT 3HaHue
COBPEMEHHBIX HH(OPMATMOHHBIX
TexHojgoruii B obmactu JIOY wm
peaet NPaKTHUKO-
OpPUCHTUPOBAHHBLIC 3aJa4yu IIPoO-
(hecCHOHATPHOH NIeATENbHOCTH

Crioco0eH caMOCTOSITENBHO pa-
00TaTh C Pa3sNTUYHBIMU HCTOY-
HUKaM{ UH)OPMAIIUK U MTPUMe-
HSTh OCHOBBI MH()OPMALMOHHO-
AQHAJIUTHYCCKOW  JIeSITeIbHOCTH
NpY pEUIeHUuH MPOogeCcCHOHANb-
HbIx 3a1a49 (OITK-5)

YMEET CaMOCTOSITENIbHO pa-
00TaTh C pPa3TUYHBIMH HC-
TOYHUKAaMU HHOOpMAIUU W
MIPUMEHATH OCHOBBI HHQOP-
MAaIMOHHO-aHAJIMTHYECKOM

JIESATEILHOCTH TPU PEIICHUU
po(hecCHOHAIBHBIX 33124

CTy#eHT JEeMOHCTPHPYET 3HaHUE
Pa3NUYHBIX HCTOYHUKOB HWH()OP-
Maluy, MPUMEHSET OCHOBHI HH-
(hopMaImOHHO-aHATUTHIECKON
JEeSITEIbHOCTU IIPH PELIEHUN IIpaK-
TUKO-OPHUEHTHUPOBAHHBIX ~ TIpodec-
CHOHAJIBHBIX 33124

Ilpogheccuonanvuvie komnemen

uuu

Tun 3a0au npogheccuonanvnoil deameabHOCMU: HAYYHO-UCCTIE0068AMETbCKUL

CnocobeH NpUMEHSTh HAy4HO-
METOJAMYECKHE OCHOBHI JIOKY-
MEHTOBEJICHUSI W apXUBOBEe-
HUS B MIpo(hecCHOHaNbHOHU cde-
pe (TIK-1)

BJIaJleeT 3HAHUAMHU HAYYHO-
METOJINYECKHX OCHOB JIOKY-
MEHTOBEJIEHUSI M apXUBOBE-
JeHus: B npodeccHoHaIbHOM

chepe

CTyoeHT JEeMOHCTPUPYET 3HaHUs
HaYYHO-METOJMYECKHX OCHOB JO-
KYMEHTOBE/ICHUS H ApXHBOBEICHHSI
B TpodeccCHOHAIBHON cdepe; oc-
HOBHBIX METOJIOB JIOKYMEHTOBEI-
4eCKOr0 HCCIIEJOBaHUS, SKCIEPTHU-
36l IIEHHOCTH M apXUBHOTO XpaHe-
HHS JIOKYMEHTOB

Croco0eH  COBEpPIIICHCTBOBATh
JOKYMCHTAIIMOHHBIE ITPOLCCCHI
B YIPABJICHHU B COOTBETCTBHUHU
¢ TpeOOBaHHMSMH HOPMATHBHO-
IIPaBOBOIO PEryJUPOBAHMS B
chepe uMHPOPMAIMH H JIOKY-
menTanun (I1K-2)

UCTIONB3YeT METOIBI COBEp-
IICHCTBOBaHUS  JIOKYMEHTa-
LHUOHHBIX  HPOLECCOB B
yIpaBJIeHUH B COOTBETCTBUHU
C TpeOOBaHUSMHU HOPMATHB-
HO-TIPAaBOBOTO  PETYJIMPOBa-
HUs B cepe uHPOpMALUHU H
JOKYMEHTAIHN

CTyneHT JeMOHCTpUpYET 3HaHUs
OCHOBHBIX HAaIIpaBJICHUI COBeEp-
HIEHCTBOBAaHUS  JIOKyMEHTAllMOH-
HOro o0ecIieueHHs yNpaBieHUs H
JIOKyMEHTAIIIOHHBIX  TPOIIECCOB,
WX pPAalMOHAIU3ALUU B COOTBET-
CTBHH C TpeOOBaHUSIMH HOPMATHB-
HO-TIPABOBOTO PETYJHPOBaHUSI B
cthepe nabopmary U TOKyMEHTa-
U1




Tun 3ad0au npogheccuonanvnoii OeamenbHOCmMU: MEXHOT0ZUUECKUT

Crioco0eH oCyIecTBIsATh Opra-

OCYIIECTBIISIET OpTraHHU3aIln-

CTyneHT IeMOHCTpUPYET 3HaHWe

HU3AIMOHHOE, JOKYMEHTAalll- | OHHOE, JOKYMEHTAIMOHHOE U | OPraHMW3allMOHHOTO,  JOKyMEHTa-
OHHOe ¥ uWHPOPMaUUOHHOE | HHPOPMALMOHHOE o0ecre- | HMOHHOTO M HH()OPMAIMOHHOTO-
obecrieueHne JeATEIbHOCTH | YCHHE JEATeIbHOCTH PYKO- | 00ECHeUeHUs! NeSATENbHOCTH PYyKO-
PYKOBOAMTENS  OpraHU3allld | BOAMTEIST OpraHU3aluu BOJIUTENS OpPraHu3aluH

(TIK-3)

CrocobeH  opraHm3oBaTh ¥ | YMEET OpPTraHM30BaTh U ocCy- | CTy/IleHT AEMOHCTPUpPYET 3HaHHE

OCYIIECTBISITh  JOKYMEHTHPO-
BaHUE JCATCIBHOCTH OpraHH3a-
un (TTK-4)

IIECTBJIATE AOKYMEHTHUPOBA-
HHUC [OCATCIBbHOCTH OpraHu-
3allin

TEXHOJIOTHH COCTaBIICHHS u
oopmIIeHUs, TIEpeaayu M XpaHe-
HUSl JOKYMEHTAIlMd W OCHOBHBIX
Hampasieauit JJOY

Tun 3a0au npogheccuonanvnoil deameapbHOCMU: OPZAHUIAUUOHHO-YNDABTIEHYEeCKUTl

CrocobeH co3nmaBaTh W BECTH
CUCTEMBI JIOKYMCHTAI[MOHHOTO
oOecrieueHUsl  yNpaBICHUS W
apxuBHOTO Jena Ha 0Oasze HO-
Beitmux Texuonornit (ITK-5)

yYMEET CO3[1aBaTb M BECTHU
CHUCTEMBI TOKyMEHTAIIHOHHO-
ro 00ecCIeUeHUs yIpaBICHUS
W apXWBHOTO Jena Ha 0Oaze
HOBEHMIINX TEXHOJIOTHM

CTyneHT JeMOHCTpUPYET 3HaHWe
CHCTEM JIOKYMEHTAIlMOHHOT O
oOecrieueHUsT YIpaBICHUS € ap-
XHMBHOIO Jejla Ha 0a3e HOBEHIINX
TEXHOJIOTUI

CrnocobeH OCYIIECTBISTh pa3-
pabOTKy W BHEIPEHHE JIOKalb-
HBIX HOPMATHBHBIX aKTOB IIO
JIOKyMEHTAI[MOHHOMY ~ o0ecrie-
YCHUIO YIPABJICHUSA OpraHu3a-
ueii (ITK-6)

yMeeT  paspalaThiBaTh U
BHEAPSTH JIOKaJIbHbIE HOpMA-
TUBHBIE AKTHl 1O JOKYyMEH-
TallAOHHOMY  O0€CIIeYECHHIO
YIIPABJICHUsI OpraHUA3aLUei

CryneHT u3naraeT peKOMEHAAluH
Mo pa3paboTKe W BHEAPEHHIO JIO-
KaJIbHBIX HOPMATHBHBIX aKTOB IIO
JIOKyMEHTAI[MOHHOMY  oOecrieue-
HUIO YIIPABJICHUS OPTaHU3aLUen

Crioco0eH pyKOBOIUTH IONpa3-
JIeTICHUEM apXuBa, OCYILIECTB-
JSATh AEATEIBHOCTh TI0 apXHUB-
HOMY XpaHEHHIO JOKYMEHTOB,
UX YyYeTy U HCIOJIb30BaHHIO,
00eCTIeYeHNI0  COXPaHHOCTH,
IOCTPOCHUIO U KOHTPOIIIO
CIPaBOYHO-NH(POPMALTMOHHBIX
CPE/ICTB K apXMBHBIM JTOKYMEH-
tam (ITK-7)

y4acTByeT B PYKOBOJCTBE
MOIpa3IeicHIEeM apxuBa,
OCYIIIECTBIISIET ICSTEILHOCTh
[0 apXUBHOMY XPaHCHHIO
JIOKYMEHTOB, UX Y4€Ty U HC-
MMOJL30BAHUI0, 00ECIICUEHUIO
COXPaHHOCTH, MOCTPOCHHIO U
KOHTPOJIIO CIPaBOYHO-
WH(POPMAIIMOHHBIX CPEJICTB K
apXUBHBIM JJOKYMEHTaM

CTyneHT IEeMOHCTpHUPYET 3HaHUe
OCHOBHBIX IPHHIMIIOB PYKOBOJI-
CTBAa TOAPA3JCICHUEM apXUBa,
OCYIIECTBICHUH AESITEIBHOCTH II0
ApXUBHOMY XpPaHEHHUIO JIOKyMEH-
TOB, UX Y4€Ty WM HCIIOJIb30BAHUIO,
00€CIEeYEeHNIO0 COXPAaHHOCTH, IIO-
CTPOCHHUIO U KOHTPOJIIO CIIPABOY-
HO-MH()OPMAIIMOHHBIX CPEJICTB K
APXUBHBIM JJOKYMEHTAM

1.2.2. IlIkana oyenusanus (Kpumepuu oyeHKu pe3yibmamos coauu 20cyoapcmeennozo

IK3AMEHa)
Taoanma 2
Ouenka mo
HOMHUHAJILHOU KpnTepml OILICHKHU PE3YyJbTAaTOB CAAYU IOCYIapCTBEHHOI'0 IK3aMEHa
KaJje
OTJII/I'IHO — IIOKa3aH BBICOKHUU YPOBCHb KOMIICTCHTHOCTH. ypOBeHL CJIO)KHOCTHU IIpO-

rpaMMBbI COOTBETCTBYET BBICOKOMY, B IPOTPaMMe MPHCYTCTBYIOT PasHOOOpas-
HbIE HCTIOJTHUTENBCKUE 33/1a4l (TEXHUYECKHE, CTHIIEBBIC, )KaHPOBKIE);

— MY3BIKQJIBHBI MaTepHaj KOHLIEPTHOM ITPOrpaMMbl MOJATOTOBJIEH U OCBOEH B
IIOJIHOM 00BEME;
— KOHIIEPTHAs MPOTrpaMMa WCITOJHEHA HaW3yCTh, KAUeCTBEHHO, OCMBICIEHHO
Mepeaansl CYIMIHOCTHBIE YEPTHI MYy3bIKAILHOTO 00pasa;

— MOKAa3aHO BJIAJICHHE MY3BIKAJIbHBIM MATEPHUATIOM Pa3HbIX CTHJICH, JKAHPOB,
3MOX, KYJIbTYP;
— IPOJIEMOHCTPUPOBAH BBICOKHH YPOBEHb UCIIOJIHUTEIbCKON TEXHUKH,

— B KOHTEKCTE XYJ0KECTBCHHOW MHTEPIPETAIMK 0003HAYCHO CBOE WCIIOJIHU-
TEJIbCKOE MPOUTEHHE MY3BIKATbHBIX MPOU3BECHUHN




Xopomuro

— TIOKa3aH JOCTaTOYHBIH YPOBCHb KOMIETEHTHOCTH; MPOrpaMMma HCIIOJHEeHA
JIOCTaTOYHO POBHO, YBEPEHHO;

— My3bIKaJbHBIA MaTepraa KOHIIEPTHOU MPOrpaMMbI IMOJrOTOBJICH U OCBOCH B
IIOJIHOM 00BEME;

— KOHIIEPTHAs MPOrpaMMa WCIOJHEHA Hau3yCTh, KAUeCTBEHHO, OCMBICICHHO
nepelaHbl CYIIHOCTHBIC YePThI MY3bIKaJIBHOTO 00pa3a;

— MOKAa3aHO BJIAJCHHE MY3BIKAJIbHBIM MAaTEPHUATIOM Pa3HbIX CTHJICH, JKAHPOB,
3MOX, KYJIBTYP;

— MPOIEMOHCTPUPOBAH XOPOIIH YPOBEHb UCTIOTHUTEIbCKON TEXHUKH,

— OpPU UCIOJHEHUH KOHIIEPTHON MpOrpamMMBbl JOMYIIEHBI PsII HETOYHOCTEH
JIOKQJIBHOTO XapakTepa B 00JIACTH TEXHUYECKUX CPEACTB U (WJM) B TIepenadue
CMBICJIOBBIX OTTEHKOB MY3BIKAJILHBIX 00pa30B

YnoBiaerBopu-
TeJbHO

— IOKa3aH NOPOTOBbIH YyPOBEHb KOMIIETEHTHOCTH;

— TPOJEMOHCTPHPOBAHO BiaJeHHE O0a30BHIMH OCHOBAMH HCIIOJTHUTEIBCKON
TEXHUKHU;

— MPOAEMOHCTPUPOBAHA CIIOCOOHOCTH BOIUIOLIATH Pa3HOMKAHPOBBIA M Pa3HO-
CTUJIEBOM MY3BIKaJIbHBIM MaTepHall, IPH 3TOM AOMYLICH PsiA 3HAYUTENIBHBIX
omKrOOK B TEXHHWKE WCIOJMHEHWS W (WIM) B Tmepegade oOpa3HO-CMBICIOBBIX
KOMIIOHEHTOB MY3bIKJIbHOU peun

HeynoBaersopu-
TEJILHO

— KOMIIETEHIIMH He C(OPMHUPOBAHBI;

— HU3KUN YPOBEHb UCTIOJIHEHUS IPOIPaMMBL;

— HU3KO€ BJAJICHUE IIPUEMAMU HCIIOJHMUTENIBCKON TEXHUKH, UCKAKECHUS HOT-
HOTO TEKCTa.

— OTCYTCTBHE BBIPA3UTEIbHOCTH U HEMOHMMAaHHUE XyJOKECTBEHHO-00Pa3HbIX U
CTHIIICTUYECKUX 0COOCHHOCTEH MPON3BEACHUS

1.3. TunoBbie KOHTPOJIbHBIE 32]aHUS WM UHbIE MAaTePUAJIbI, HEO0OXOAUMBbIe ISl
OLICHKH Pe3yJIbTATOB OCBOCHHSI OCHOBHOM NMpodeccHoHAIbHON 00pa3oBaTe/IbHOMI

NPOrpamMmbl

1.3.1. Ilepeuens 6onpocos, 6b1HOCUMBIX HA 20CYOAPCHIEGEHHBIIL IK3IAMEH

Tabanna 3

Ne DopMyTUPOBKH BOIIPOCOB Tepeuens,

n/n pMyJMp P KOMIIeTEeHIH i

1. JlokyMeHT, ero (GyHKIIMH, CIIOCOOBI JJOKYMEHTHPOBAHHS. OIIK-3; I1K-1; TIK-4

2. | Ilpu3Haky u cBONCTBA TOKyMEHTA. OIIK-3; [IK-1; TIK-4

3. | Bumosoii coctas yrpasieHdeckux qokymentos opranusanun. | OINK-3; IIK-1; I1K-4

4. | ®opMyJIsp JOKyMEHTa: CTPYKTypa, coBpemennsie Tpebosanus. | OIIK-3; I1K-1; I1K-4

5 ESII;IBI/I?,I/ITI)I OpraHU3aIMOHHO-PACTIOPSTUTETHHOMN JOKyMEHTa- OITK-3: TIK-1: TTK-4
PazpaboTka 1 BHeApEHNE JIOKATbHBIX HOPMAaTHUBHBIX aKTOB 110

6. | JOKyMeHTalMOHHOMY oOecrieyeHuo ynpasienus B opranusa- | OIIK-2; TTIK-2; TIK-5; TTIK-6
UM

7 HopmartusHo-nipaBoBas 0a3a JOKyMEHTaLMOHHOTO obecreye- OTTK-2: TIK-2: TIK-5; TTK-6
HUSl yIPaBJICHHSL.

8 Opraauzarus Ciry k051 ZIOKYMEHTALIHOHHOrO obecrieueHus OIIK-2; TTK-2: TIK-5: TTK-6
yIpaBJICHHsI OpraHu3aIen.

9. Opranuzanus T0KyMEeHTO000pOTa. OIIK-2; TIK-2; IIK-5; TTK-6

10. Opranu3zanyst perucTpauu 1 HHOOPMaIIMOHHO-CIPAaBOYHON OTTK-2: TIK-2: TIK-5; TTK-6
paboTHI ¢ IOKYMEHTaMH OpTaHU3aIHH.

11. | MeToauka cOCTaBJIEHUSI HOMEHKJIATYPhI JIEI. OI1K-2; [IK-2; TIK-5; T1IK-6

10




OpFaHI/I3aLII/I$I OICPATUBHOTO XPAHCHUA NOKYMCHTOB B OpraHu- OIIK-2: TIK-2: TIK-5: TIK-6

12 3allMH U Iepeadn e 1Jsl TOCTICSAYIOUIEro XpaHeHHsI.
13. | DkcrnepTu3a EHHOCTH JIOKYMEHTOB B J€JIOMPOU3BOICTBE. OIIK-2; [IK-2; TIK-5; T1IK-6
14, KaznpoBoe nenonpon3BoCcTBO: 00IIast XapaKTePUCTHKA H 0CO- MK-2: TIK-5
OCHHOCTH.
15, | TpaBoBas 6a3a 1 HOPMATHBHO-METOIMYECKHE OCHOBBI OPraHH- OIIK-1; OIIK-3; IIK-1; TIK-5;
" | 3auu apxuBHOTO Aena Poccutickoit deneparuu. IIK-7
16 Opranuzanus JOKyMeHTOB ApxuBHoro douna Poccuiickoii OIIK-1; OIIK-3; I1K-1; I1K-5;
" | deneparum. IIK-7
17 KommekroBanue ApxusHoro donga Poccuiickoit @eneparuu | OIIK-1; OIIK-3; TIK-1; TIK-5;
" | ¥ 9KcnepTH3a IIEHHOCTH apXHUBHBIX JTOKYMECHTOB. IK-7
VueT u 0becreueHne COXpaHHOCTH JOKYMEHTOB APXHBHOTO OIIK-1; OIIK-3; IIK-1; TIK-5;
18. oo
¢dhonna Poccutickoit ®eneparmu. [K-7
19 CucTeMa HayYHO-CIIPABOYHOTO anmapata K fokymentam Ap- | OIHK-1; OIIK-3; I1K-1; TIK-5;
" | xuBHOTO (hoHIA Poccuiickoit Denepanun. [K-7
OIIK-1; OTIK-3; ITK-1; TIK-5;
20. | Mcnonp30BaHNE apXUBHBIX JOKYMEHTOB. K-7
21. | 3ammTa nepcoHaIbHBIX JAHHBIX B OpraHU3alnH. OIlIK-4; OIIK-5
29 Opranu3zanyst paboThI ¢ TOKYMEHTaMH, COACPKAIIMHU KOHPH- OTIK-4: OTTK-5
JCHIMATLHYI0 HH(OPMAITHIO.
93, COBpeMveHHaH CHCTEMa OPraHOB TOCYIapCTBEHHON M MyHHIIH- VK-1: TIK-2
NaJbHOM BIIACTH.
o WudopmanmonHoe obecriedeHue ynpaBieHHs: CYIIIHOCTh, Op- TK-3: TIK-5
raHU3alusl.
25. | Ponb cexperapst B cucTeMe yIpaBicHHUS. [K-3; TIK-4
2. CrpyKTypa JOKYMEHTAIbHEIX TyO/IIKALMii, METOXMKA IOATO- | - &
TOBKH.
27. | OpraHuzanus TpyIa CeKpeTaps. [1K-3; I1K-4
28, O;oraHmaum ¥ TEXHOJIOTHS pabOThI ¢ OOpAIICHUSIMH TPaX- VK-11: TIK-3: TIK-4
JaH.
29. | HenoBoe NUCHMO: Pa3HOBUIHOCTH, SI3BIK U CTHJIb. YK-4; YK-5
30. | IIpoTOKON M ATUKET TUINIOMATHYECKON MEPETTUCKH. VK-4; VK-5

1.3.2. Aunomayuu K 60npocam, 6bIHOCUMBIM HA 20CYOAPCHIBEHHBLIL IK3AMEH

Bonpoc 1. JlokymeHT, ero GyHKIuH, CII0CO0bI JOKYMEHTHPOBAHHSA

Annomayus. OCHOBHBIE TOHSTHS JOKYMEHTOBEJEHUS: MHPOpMAIUs, TOKYMEHT, J10-
KYMEHTUpPOBaHHas WHpopManus, opULIUaNIbHbIA JOKYMEHT, J€I0NPOU3BOJICTBO, TOKYMEHTA-
[IMOHHOE 00ECNeYeHUH YIpPAaBJICHUS, YIPABJIEHUE JOKYMEHTaMH, JOKYMEHTOBEACHUE, JOKY-
MEHTOJIOT S, DJIIEKTPOHHBIN JOKYMEHT. ['€He3UC U pa3sBUTHUE MOHATHS «JOKYMEHT». BO3HHUK-
HOBEHHE JIOKYMEHTa, €ro Ha3HaueHue. JJOKyMeHT Kak CUCTEMHBIH 00BbEKT U 00BEKT UCCIIeNO0-
BaHUSI MHOTHX Hay4YHBIX AMCUMUIUIMH. JIOKYMEHT Kak OOBEKT JOKYMEHTOBEIUECKUX HCCIIEO0-
BaHMI. Pacimmpenne NOHATHS «JOKYMEHT» C Pa3BUTHEM HAYyYHO-TEXHMYECKOTO IMporpecca.
Hcropuyeckuii, MpaBOBOM, yNpaBiieHYeCKUN, MH(OPMAIIMOHHBIA aCHEKThl B OMNpEAEICHUN
JIOKYMEHTA.

CooTHolIeHnE TTOHATUH «I0KYMEHT», «IOKYMEHTHpOBaHHast nHpopmanus». Onperne-
JIEHUE NOHATUH «TOKYMEHT» B 3aKOHOJATENbHBIX 1 HOPMATHBHBIX JOKYMEHTAX.

@OyHKIUS Kak HaydHas Karteropus. JJOKyMeHT Kak MOIU(YHKIMOHAIBHBIA OOBEKT.
BceeoOmue ¢yHkiuu nokymeHTta. YacTHble (omepaTHUBHBIE, clielUaibHble) (QYHKIUU JOKY-
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MEHTA.

[Tonatne «cmocod MOKyMEHTHpOBaHMs». Mcropudeckuil xapakTep CIIOCOOOB JIOKY-
MEHTHPOBaHUs. TeKCTOBOE TOKYMEHTHUPOBaHUE (3BOJIIOLMS MUCbMa). TexHHUecKoe JOKYMEH-
TUpOBaHKE (001acTU NMPUMEHEHHUS], TPYIIBI U BUJbl TEXHUUYECKUX JOKYMEHTOB). POTONOKY-
MenTupoBanue. Kunogokymentuposanue. dononoxymeHTtupoBanue. HoBble TexHoOmOruu
JOKYMCHTHUPOBAHUAA.

Bonpoc 2. IIpu3naku u cBoOlicTBa J0KyMeHTa

Annomayus. IlpnsHak xak HaydyHas karteropus. IIpusnakm nokymenra. BemecTen-
HOCTh (cTaOuibpHas BellecTBEHHash ¢opMa) MOKyMEHTa. 3HAKOBOCTh JIOKYMEHTA, HAIUYUE
CMBICJIOBOI'O CEMAaHTHYECKOro conep:kanusd. [IpenHasHaueHHOCTh JOKYMEHTa AJI MCIOJIb30-
BaHU B MPOLIECCAX COIMATBHON KOMMYHHUKAIIMH. 3aBEPUICHHOCTh cOO0ImIeHusI. OTHOCUTEIb-
HOCTB ITOCJIEHETO NPU3HAKA JOKYMEHTA.

CBolicTBO Kak HayyHas kaTeropus. CBOHCTBa, OTIIMUUTENIbHBIE KAUECTBA JOKYMEHTA.
ATpHUOYTUBHOCTb IOKYMEHTA KaK OCHOBHOE €ro CBOWCTBO. DYHKIMOHAIBHOCTh JJOKYMEHTA.
CTpyKTypHOCTh AOKyMeHTa. [IOHSATHE «THIIOBOW» CTPYKTYpHI JOoKyMeHTa. TpanchopmaTus-
HOCTb JOKYMEHTA.

CgoiictBa gokymenta B I'OCT P 7.0.8-2025. CUBU/. Jlenonpou3BOACTBO U apXUB-
Hoe aeno. Tepmunsl u onpenenenus. IOpunndeckas 3HaunMoCTh JoKyMeHTa. IOpuandeckas
cuiia JokyMmeHTa. CBOMCTBA 3JIEKTPOHHOTO JIOKYMEHTA B CTaHJapTe: ayTE€HTUYHOCTh, 10CTO-
BEPHOCTB, LIEIOCTHOCTD, IPUTOAHOCTD JJISl UCIIOJIb30BaHUs U JPYTHE.

Bonpoc 3. BuioBoii coctaB ynpaBjieH4eCKMX JOKYMEHTOB OPraHu3aluu

Annomayus. TIOHATUS «TUTIONOTHS», «KIACCHU(PUKAIUI», «BUI TOKyMEHTa». Kpure-
pUHM KIacCHU(PHUKAIMK YyIpaBiIeHUYECKUX AOKyMeHTOB. CopaepikaHue WU PO JAEATeIbHOCTH!
OpraHU3aIMOHHO-PACIOPSIUTEIbHBIC, TIAHOBBIE, Oyxranrtepckue u T. 1. [IpoucxoxnaeHue:
nn4aHble, opunuanpabie. Criocod JOKYMEHTHUPOBAHUS: PYKOIUCHBIE, H300pa3UTeNbHbIE, Ipa-
¢dugeckue, GoTo-, POHO-, KWHOJOKYMECHTHI, TOKYMEHTBI, CO3/JaHHBIC C TIOMOIIbIO KOMITBO-
TepHOU TeXHUKHU. OTHOILIEHHE K annapary yIpaBJIeHUs: BXOASIINE, UCXOASIINE, BHYTPEHHHE.
KonudecTBO 3aTpOHYTHIX BOMPOCOB: MPOCTHIC, CI0KHBIE. OrpaHMYEHHUE TOCTYTA: CEKPETHBHIE,
JUTSI CITY>KeOHOTO MOJIh30BaHMs, HecekpeTHble. Croco0 M3M0KEHHs TEKCTa: MHAWBHUIyaIbHBIE,
TpadapeTrHbie, TUNIOBbIE. Cpoku XpaHeHus. Criocod nepenayu.

[ToHATHS «TTOAMUHHBIA TOKYMEHT», «IIOJJUHHUK JTOKYMEHTa», «IyOIHKaT JOKYMEH-
ta» B ['OCT P 7.0.8-2025. CUBU /. Jlenonpou3BOACTBO M apXHUBHOE Je10. TepMUHBI U OTIpe-
nenenusi. [loHsATHe «OpUTrHHAN TOKYMEHTa», IPU3HAKU OpUTMHajIa. Y MHOKEHHbIE OpUTHHA-
76l YepHOBHKHU 1 OEIOBUKH TEKCTOBBIX JTIOKYMEHTOB. ABTOTpadbl. Pa3znuunsie pegakiuu 10-
KyMeHTa. [loHSATHE «KOMMS OKYMEHTa», «JIEKTPOHHAs KOIHUS JOKYMEHTa», «3aBEpEHHAs
KOmusi TOKyMeHTay. FOpunnueckas cuia Konmuu. Buipl Komuii mo crnoco0y UX yIoCTOBepe-
Hus. Beimucka n3 gokymenrta. doro-ceerokonuu. dakcumuiibHasg konus. Komus ¢ komnmwm.
3aBepeHHasi KOIUsl JOKYMEHTa. 3aBepeHue konuu. [IpaBo 3aBepenust konuil. HorapuansHoe
3aBEPEHUE KOIU.

TumnoBble ynpaBieHYECKUE apXHUBHBIE JOKYMEHTBHI, 0Opa3yIolIiecs B mpolecce Jes-
TEITLHOCTH TOCY/IApPCTBEHHBIX OPTaHOB, OPTAHOB MECTHOT'O CAMOYTIPABJICHHS M OPTaHU3aIIUMN.

Bonpoc 4. ®opmysip 10KyMeHTa: CTPYKTYpPa, COBpeMeHHbIe TPeOOBaHus

Annomayus. TloHatus «popmyssip TOKyMeHTa», «(popMyssp-oOpas3eln JOKyMEHTay,
«PEKBHU3UT TOKYMEHTa». Bompockl JOKYMEHTHUpPOBaHUS, COCTABIEHUS U OQOPMIICHUS JOKY-
MEHTOB B 3aKOHOJATEJIbHBIX 1 HOPMAaTUBHBIX aKTaXx.

®opMyJIsip COBPEMEHHOI'O YIIPABICHUECKOro JoKyMmeHTa. Hasnauenue ¢opmyssipa
JOKyMeHTa. Buapl (GopMynspoB YHpaBICHYECKHX JOKYMEHTOB (THUIOBOHM, (opMyIsip-
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oOpasen, "HIUBUAYAIbHBIN ). CTPYKTYpa U COCTaBHBIC YacTH (GOPMYIIsipa TOKYMEHTA.

Ocobennoctu 0hopMIIeHUST OpPraHU3alMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB. Pek-
BU3UTHI, PErJIaMEHTUPYEMbIE HAIlMOHAJIBHBIM TrocyaapcTBeHHbIM ctaHgaptom — ['OCT P
7.0.97-2025. CUBU/]. Opranu3aiioHHO-pacnopsiiuTeNbHas JOKyMeHTaus. TpeboBaHus K
opopmiieHHI0O JTOKyMEeHTOB. (OOnacTb MNpPUMEHEHUS CTaHIapTa — OpraHUu3allOHHO-
pacropsAUTeNbHbIE JOKYMEHTBI: yCTaBbl, MOJIOKEHUS, PaBUIa, HHCTPYKIHH, PErJaMeHTHI,
MOCTAHOBJICHUS, PACTIOPSKEHUS, IPUKAa3bl, PEIICHUS, POTOKOJbI, 10TOBOPHI, aKThI, MHCHhMA,
CIIPaBKH U JIp..

bnank noxymenra. Bunpl 6mankoB. CoctaB OaHKa, MOPSAOK PACHONIOKEHUSI PEKBU-
3UTOB B OjaHKe. biiaHKu ¢ yIJIOBBIM M LIEHTPOBAHHBIM PACHOJIOXKEHUEM PeKBU3UTOB. [IpaBu-
Ja KOHCTpyupoBaHusi Onanka. brmanku ¢ mzobpaxenuem ['ocynapcrBenHoro repba Poccuii-
ckoit denepanuu u repdba cyonekra deaeparuu.

Yuudukanus odopMieHHs] TOKYMEHTOB U €IUHBIA MOPSAJOK JEJIONPOU3BOJICTBA B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOT'O CaMOYIpaBJIeHUs B COOTBETCTBHH C «lIpaBu-
JIaMH JIeJI0NPOU3BOJICTBA B TOCYAaPCTBEHHBIX OpraHax M OpraHax MECTHOTO CAMOYIPABICHUS
B Poccun» (2019).

Bonpoc 5. PekBU3UTBHI OPraHU3al{HOHHO-PACTOPSAAUTEIHLHON JOKYMEHTAlHH

Annomayus. TOCT P 7.0.97-2025. CUBU/l. Opranu3zaiyioHHO-pacHopsAUTEIbHAS
nokymeHTarus. TpeboBanus k odpopmieHuto gokymeHToB. Chepa pacnpoctpanenus 'OCTa
— OpraHM3alOHHO-PACHIOPSIIUTEIbHBIE JOKYMEHTBI: YCTaBbl, IIOJIOKCHHUS, NpaBHia, WH-
CTPYKIIMH, PETJIAMEHTHI, ITOCTAaHOBIICHUS, PACIIOPSHKEHHS, MPHUKA3bl, PEHICHUS, TPOTOKOIIBI,
JIOTOBOPBI, aKTHI, TUCbMA, CIIPABKH U JIP.

PexBH3HTHI, periaMeHTHpyeMble HallMOHAJIBHBIM cTaHAapToM. HopmatuBHbIe Tpebo-
BaHMA K COCTaBY, CTPYKTYpE, CXeMe pacIookKeHus, 0(pOpMIICHHIO PEKBU3UTOB OpraHU3alH-
OHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB.

HaumenoBanue opranuzauuu. CripaBoyHble JaHHbIE 00 aBTOpE, UX COCTaB, pa3Melle-
HUe Ha OJaHKe. ABTOPBI IMYHBIX JOKYMEHTOB. [loamnuce, meyars Kak MpU3HAKH aBTOpa.

HaumeHnoBanue Buja 1okyMeHTa. Bujsl JOKyMEHTOB, onpezessieMble 3aKOHOAATEb-
HBIMU ¥ HOPMATHBHBIMH aKTaMH. 3aBUCUMOCTB (JOPMBI IOKyMEHTA OT €r0 BHJIA.

Jlata nokyMmeHTa. 3HaueHHE JAATUPOBAHMs JTOKYMEHTa. ABTOPCKHME AaThl (COCTaBJe-
HUe, TOANUCAHNE), TaThl, OTHOCAIINECS K COEpKaHMI0. J[aThl, XapaKTepH3yIOIIHe FIIEeMEHTHI
dopmynspa. [latel 06paboTku 1okyMeHTOB. [Topsaok odopmiieHus nat.

Anpecar nokymenra. [IpaBuia HamucaHHs aapecara ¥ MECTO yKa3aHHs ajapecara B
dopmynspe nokymenTa. OTpaxeHue cdepsl JeicTBUA JOKyMeHTa B ero aapecare. Ilopsmok
oopmIIeHHs TOKyMEHTa C HECKOJIbKUMHU ajpecatamu. [lopsnok odopMieHns mo4ToBOro aj-
peca B coorBeTcTBUH ¢ «lIpaBuiamu oka3aHus yCIyT MOYTOBOM cBsi3n» (2023).

I'pud yrBepxkaenus nokymenrta. CocTaB ynocTOBEpeHHUs AOKyMeHTOB. Ha3nauenue
MOJIMCAaHUsT TOKYMEHTOB. [IpaBuia moamucu MOKYMEHTOB Pa3IMYHBIX KaTeropwid. MecTo
HOJNKCH B GOpMYIIIpe TOKyMEHTa. DJIEKTPOHHAs MOAMHUCH.

OTMeTKkH Ha JTOKyMeHTax. MIX polib B TPOXOXKICHUN U UCTIOIHEHUH TOKYMEHTa, MECTO
B (hopmyisipe nokymeHTa. Ocoboe HazHaueHue pesontonuu. TpeboBaHue K ee COAepKAHUIO U
oopmiernro. OTMETKH O B3SATHU JOKYMEHTa Ha KOHTPOIIb, UCTIOJTHEHUH JIOKYMEHTa U JIp.
Otmerka 00 anekTpoHHOU mojanmucu. OTMETKa O HalpaBlIEHHUHM JOKYMEHTa B JIEJI0 U Jpyrue
OTMETKH.

[ToHATHE «TEKCT TOKYMEHTa» MpPH Pa3IUYHBIX crlocobax NokyMeHTupoBaHus. CrieHa-
puii MOATOTOBKH MokyMeHTa. CollepyKaHHe MPOCTHIX U CIIOKHBIX TOKyMeHTOB. [lopsimok u3-
JIOXKEHHUs TEeKCTa JOKyMeHTa. TpeOoBaHMs YETKOCTH M SCHOCTH TEKcTa JoKyMmeHTa. Jloruue-
CKasi CTPYKTypa TekcTa. B3amMocBsi3b comepxanus u GopMbl JOoKyMeHTa. Dopmanu3amus
TEKCTa JIOKyMEHTa. DJeMeHThl TekcTa. [loHsTHe «3arojoBOK JoKyMeHTay. [IpuimoxkeHus K
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TEKCTY U MOPAJIOK UX 0POPMIICHHUS.

I'pud orpanmuenus mocryma k aokymeHTy. CoriacoBanue nokymeHta. [lopsaok u
BUJIbI coryiacoBaHusi. Bussl u rpu¢ cornacoBanusi, ux opopmiieHue, Mecto B GopMyIsipe J10-
kyMeHTa. [leyatn u ux Haznayenue. Orruck nedaru. Bunapl neuareit. ['ocynapcTBennas rep-
OoBas mevarb. 3aKOHOAATEILCTBO 00 M3rOTOBJICHUM U MOJb30BaHUM MedarsMu. llopsaok
IIPOCTABJICHMS II€YATH HA JJOKYMEHTAaX.

M tpux-kox (QR-kox) nokymenta. HasHauenue, npaBuia pa3MenieHUs B JOKYMEHTE.

Bomnpoc 6. PazpadoTka u BHeJApeHHe JIOKAJIbHBIX HOPMATHBHBIX aKTOB IO I0KY-
MEHTAIIMOHHOMY 00ecleYeHHUI0 YIIPABJIEHUS] B OPraHu3alun

Annomayus. IloHaTHe, COCTaB M Ha3HAYCHHE JIOKAITBHBIX HOPMATHUBHBIX akTOB (JIHA)
10 JJOKYMEHTAI[MOHHOMY 00ecreueHHIo ypasieHno. Heo6XxonmmMocTh pernaMeHTai BCero
KOMILJIEKCA BBIITOJIHSAEMBIX JI€JI0MPOU3BOICTBEHHBIX IPOLEYP.

OcuoBusie Buzbl JIHA mo nokymeHTanmoHHoMy obOecrieueHuio yrpasienus. Hopma-
TUBHO-TIPABOBBIE aKThl, YCTAHABJIMBAIOIINE TpeOOBaHUS K MOJArOTOBKE U 00pabOTKe ympas-
JICHYECKOM JTOKYMEHTALMM, U HAIlUOHAJIbHBIE CTAHIAPTHI.

WNHcrpykuusa no aenonpou3BoAcTBY kak ocHOBHOW JIHA opranuszanuu. OCHOBHbIE
pazzensl MHcTpykuuu (oO1iye MOJIOKEHUs; COCTaB JIOKYMEHTOB OpraHM3alllM; MOArOTOBKA
JIOKYMEHTOB, OpTaHU3alMs TOKYMEHTO000poTa; MH(POPMAIIMOHHO-TIONCKOBAasl CUCTEMa Opra-
HU3aLMU; KOHTPOJb UCIIOJIHEHUSl TOKYMEHTOB; OpraHu3alys JOKYMEHTOB B J€JIOIPOU3BOI-
CTBE; Iepeiaua JOKYMEHTOB Ha apXHUBHOE XpPaHEHHUE).

Tabens GopM TOKYMEHTOB OpraHHW3AIUU: IEIU CO3/IaHUs U MPUHIUIBI 0(POPMIICHUS.
Homenknarypa nen opranuzanuu: nopsijaok papadorku. Musie JIHA, paspabatsiBaembie op-
raHu3amuei.

[Topsiaok cornacoBaHusi, yTBEpKACHUS, BBEACHUE B ICCTBUE U BHECEHUE U3MEHEHUN
B JIHA.

Bonpoc 7. HopmaTtuBHO-mpaBoBas 0a3a [JOKYMEHTALMOHHOIO oOecreyeHust
yHpaBJIeHUS

Annomayus. TloHaTHEe «HOPMATUBHO-TIpaBOBasi 0a3a MTOKYMEHTAIIMOHHOTO oOecreye-
Hus ynpasienus (JJOY)». Ctpykrypa HopMaTuBHO-TIpaBoBoit 6a3bl JIOY. 3akoHomaTenbHbIE
akThl B chepe nnopmanuu u nokymenrauuu (Koncruryuus Poccuiickoit @enepanuu, ®K3
«O TocynapctBenHoM rep6e Poccuiickoit deneparmn», @3 «O06 undopmarum, nHGopmaru-
OHHBIX TEXHOJIOTHSX U 3anuTe nHpopManumn», «O rocy1apcTBEHHON TaitHe», «O KoMMepUe-
CKOM TaifHe», «O MepCcoOHATBHBIX TaHHBIX», «O0 31eKTPOHHOH noanucu», «O0 apXUBHOM Jie-
ne B Poccuiickoii @enepanun», «O rocynapctBeHHoOM si3bike Poccuiickoit denepanum», «O
MOPsIIKE pacCMOTpeHHs oOpaiieHui rpaxkaan Poccuiickoit deneparuny, 3akon PO «O s3b1-
Kax HapoJoB Poccuiickoit @eneparumn»; TpeOOBaHUS K TOKYMEHTHPOBAHUIO B [ 'paXk1aHCKOM,
TpynoBom, YTonoBHO-IIpoLieCCYyaabHOM, AAMUHUCTPATUBHOM U Ap. Kojekcax Poccuiickoi
®enepanun; Ykassl IIpesunenra, nocranosnenus [IpaBuTenbcTBa; HOpMaTUBHBIE ITPABOBHIE
aKThl (eiepaibHbIX OPraHOB UCIIOJHUTENBbHOH BiacTu. defepaibHOE apXUBHOE areHTCTBO.

HopmartuBHo-TexHHYeckue TOoKyMeHThl B cdepe JOVY (HaunmoHadbHBIE CTaHIApPTHI,
o01epoccHiickue KJIacCu(PUKaTOPhl TEXHUKO-IKOHOMHUYECKON M CONMATIbHON WH(MOpMAaInH,
YHU(DUIIMPOBAHHBIE CUCTEMBI TOKYMeHTaluu ). HopMaTuBHbBIE JOKYMEHTHI 10 TPYAY M OXpaHe
TpyZaa.

Ilepeunn 1OKyMEHTOB cO cpokaMu XpaHeHMs. [lepeueHp ynpaBieHUECKMX apXHUBHBIX
JIOKYMEHTOB, 00pa3yIOIINXCs B MPOLECCE IEATEIbHOCTH FOCYIapCTBEHHBIX OPraHOB, OPTaHOB
MECTHOI'O CaMOYIIPABJICHUS U OPTaHU3AlMHA CO CPOKAMU XPaHEHMSL.

TunoBble HHCTPYKIIMU, HOPMATUBBI BPEMEHU Ha paboTy C JOKYMEHTaMH (TpaauIHOH-
HbIE U aBTOMATH3UPOBAHHbIE).
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Bonpoc 8. Opranu3amusi ciiy:k0bl JOKYMEHTAIMOHHOTO Oo0ecleyeHUus yIpasJie-
HHS OPraHU3aIUN

Annomayus. lloHATHe «OpraHu3alus CIy>KObl JTOKYMEHTAllMOHHOTO OOecreyeHus
yrnpasneHus (JIOY)». OcHoBHble nenu u 3amadu ciayx0b JOY. Oyaknun (opraHu3alyoH-
HbIE, TEXHOJIOTMYECKUEe, METOANYECKHEe, KOHTposbHbIE) ciykO0bl JIOY. TumnoBbsie cTpyKTyphl
JIeNTOTIPOU3BOICTBEHHON CITY>KOBI B OpraHU3alMiIX pa3IMyHbIX YPOBHEU yIIpaBICHHUS.

CTpyKTypa OpraHu3aluy U MOPSIOK paclpezesieHus: MOoJIHOMOYM B o0jacTu cozja-
HUSL TOKYMEHTOB MEXAY €€ CTPYKTYPHBIMH IMOJPA3/ACICHUSMHU U JODKHOCTHBIMHU JIUIIAMH.
@DakTOpHhl, ONPEEISIONINE BHIOOP OpraHU3al[MOHHOM (POPMBI IOCTPOCHUS JEJIONPOU3BOICTBA
B KOHKPETHOW OpraHu3aluu. 3aBUCUMOCTbh Ha3BaHMA CIYKOBbI OT MacumITabOB U CTPYKTYpHI,
YHUCIIEHHOCTU PaOOTHUKOB OPTaHU3AlMK U OT IPYruX (HakTopoB. J0oMKHOCTHON U YMCIEHHBIN
coctaB cinyx0b1 JIOY. B3aumogeiictBue cinyx6s1 JJOY ¢ apyrumu mojapasfaesieHUusIMH U
JOJIKHOCTHBIMHU JIMIIAMH.

ACHEKTBl OpraHu3alHy CITY>KOBI EIONPOU3BOJCTBA (IOPUINYECKUH, OpraHU3aluOH-
HBIM, TeXHUYECKUH, ncuxodusnonornyeckuit). OpraHu3anuoHHble (GOPMBI MOCTPOCHUS JIe-
JIOTIPOU3BOJICTBA: IEHTPAITM30BaHHAs, JCIICHTPAITM30BaHHAs], CMEIIAaHHAS.

HopMaTtuBHbIE TOKYMEHTBI, periaMeHTHPYIOIINE JeSTeNbHOCTh clyK0b1 IOY.

Bonpoc 9. Opranusanusi 10KyMeHTO000pOTa

Annomayus. TloHSATHE «TOKYMEHTOOOOpOT». PermameHTtamust JOKyMEHTOOOOpOTa.
[ToHsiTHEe «IOKYMEHTOINOTOK», HAIpaBlieHUE JOKYMEHTOIOTOKOB (TOPU3OHTAIIbHBIN, BEpTH-
KaJIbHBIM: HUCXOASILUN, BOCXOSIIMNI) CTPYKTypa U oOliasi XapaKTepUCTHKA BXOJSILErO, UC-
XOJSILIEr0 U BHYTPEHHETO JOKYMEHTONOTOKOB. Opranuszanus palloOHaIbHOTO JIBHXKEHUS J10-
KYMEHTOB BHYTPU OPraHU3alli{, YUPEXKICHUS, IPEANPUATUS. YUET U 00beM JT0KyMEHTO000-
pota. Begenue perucTpaliOHHBIX U YUE€THBIX ()OpPM JOKYMEHTOB OpraHU3alUu.

[Mopsimox 06pabOTKHM MOCTYNAOIMIKUX JOKYMEHTOB M Tepe/iaya uX Ha UCIIOJHEHHe. Xa-
paKTEepHUCTHKA TANOB U omepanuii 00pabOoTKH BXOISAIIMX JOKYMEHTOB: MPUEM U MEepBUYHAS
00paboTKa JOKYMEHTOB, MPEIBApPUTEIBLHOE PACCMOTPEHUE U pPACIpeieTeHHE JOKYMEHTOB,
perucTpanus, pacCMOTpEHUE JOKYMEHTOB PYKOBOJICTBOM, IepeAada JTIOKYMEHTOB Ha MCIOJI-
HeHue. [lopsaaok 0o6pabOTKM NCXOAAIMINX JOKYMEHTOB (COCTaBICHHE MPOEKTa JOKYMEHTA, CO-
IJIaCOBAHME W BU3MPOBAHUE, MOJNUCAHUE, YTBEPKACHHUE, pETUCTpalus, OTIpaBKa U3 OpraHu-
3aIun).

Bonpoc 10. Opranu3anus perucTpanuu 1 HHGOPMaMOHHO-CIIPABOYHOM PadoThI
€ IOKYMEHTAMM OPraHu3aluu

Annomayus. 1loHaTne «perucrpanus JOKYMEHTa», Lenb U 3ajadd. Perucrpanus kak
coctaBHas 4yacTh TexHojoruu JJOY. OOume npaBuia perucTpauuu J0KyMeHToB. OCHOBHbIE
IIPUHLIMIIBI PETUCTPAMA JOKYMEHTOB.

CoBpeMeHHbIE perucTpalMoHHble (OpMbl (KypHallbHasi, KapTO4YHasi, aBTOMaTHU3UPO-
BaHHasl, 2JIEKTPOHHAs ), X CPAaBHUTENIbHAS XapaKTepUCTHKA, 3alloIHeHNe U BeeHue. Tpu cu-
CTEMBbl PErucTpaly JOKYMEHTOB: IIEHTPAJIM30BaHHAsA, JIELEHTPAIN30BaHHAs U CMEIlaHHas.
®opMUpOBaHUE PETUCTPALMOHHOIO HOMEPA TIOKYMEHTA.

B3anMocBsa3p  perucTpanuu  JOKYMEHTOB € OpPraHM3alyeld  CIPaBOYHO-
UHpOpMaLMOHHOM paboThl. IIpaBuia nHAEKcauu H0KyMEeHTOB. OCOOEHHOCTH PEerucTpalfu
BXOJIALINX U UCXOMASIIUX JOKYMEHTOB.

WNudopmannoHHo-cripaBoyHas pabora ¢ JokymeHTamu U ee mecto B JIOY. ITpunuunst
U METOJIbl CO3JJaHMsl CIIPAaBOYHO-MH(POPMAIIMOHHBIX CPENCTB K JOKyMeHTaM. [IpuHuunsr no-
CTpOEHUsI UH(OPMAIIMOHHO-TIOUCKOBBIX CHCTEM IO JOKYMEHTaM, MX BHJIbl, OCHOBHBIE INPH-
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3HAKHM TIOCTPOEHUS CIIPABOYHBIX KapToTeK. [I[puMeHeHrne aBToMaTU3MPOBAHHBIX CUCTEM PETH-
CTpaLUH.

Bonpoc 11. MeToanka cocTaBjieHUsI HOMEHKJIATYPbI JeJ1

Annomayus. IlonsTue «HOMeHKIaTypa aAem». Llens u 3agaun BeIeHUs HOMEHKIIATYPhI
nen. Obume TpeOboBaHMA K HOMEHKJIAType Aeil. Buabsl HOMEHKIATyphl Jen (TUIoBas, IpHU-
MepHasi, UHAUBUyalbHasA, CBOAHAsA), UX Ha3HaueHue. TuoBas HOMEHKIATypa JeJl KaK HOp-
MaTUBHBIN TOKyMeHT. TpeOOBaHUS K COCTAaBICHUIO HOMEHKIIATYpHI J1€]1, UX perjJaMeHTalus B
HOPMaTUBHO-METOMYECKUX Marepuanax. [IpuMepHas HOMEHKIaTypa €1 U €€ PEeKOMEH]a-
TEJIbHBIN XapakTep, Ha3HaueHue. VCroap30BaHUe TUIIOBOW U MPUMEPHON HOMEHKIATYPhI €1
JUISL COCTABJICHUS UHANBUYAJIbHON HOMEHKJIATYPBI.

Oranel COCTaBIECHUS HOMEHKIATYphI Jei. Onpenenenus J0KYMEHTOB JUIsl BKIIIOUEHUS
B HOMEHKJIaTypy Aen. CocraBieHne HaMMEHOBaHMMH (3arojoBKOB) zaei. Pa3paboTka kiaccu-
¢uKkanoHHON cxeMbl. Cxema CHCTeMaTH3alliH eI, 3aKperyieHHas B HOMeHkaType. Ompe-
JieJIeHHe CUCTEMbl MHJIEKCALlMM U YCTaHOBJIEHUE MHIEKCOB Jiel, ohopMiIeHHe U yI0CTOBEpe-
Hue. OnpezeneHue CpOKOB XPaHEHUS JIEI.

Hcnonp30BaHne HOMEHKIIATYPBI €] B OIIEPaTUBHOM XPAaHEHUH JOKYMEHTOB.

Pa3zpaboTka HOBOW HOMEHKJIATYpPHI A€ B CIy4ae KOPEHHOTO M3MEHEHUS (QYHKIUN U
CTPYKTYpbI OPraHU3aLIHH.

Bonpoc 12. Opranuszanus onepaTuBHOIO XpaHeHHUsl JIOKYMEHTOB B OPraHHU3alNu
U Nepefayu aes 1Js MoCJeAyIoIero XpaHeHust

Annomayus. I1oHATHS «XpaHEHUE JOKYMEHTOBY», «OIIEPATUBHOE XPAaHEHUE JOKYMEH-
TOB», «TEKYILEE XPaHEHUE JIOKYMEHTOBY», «OIHUCBHY», «eso». OnepaTUBHOE XpaHEHUE JOKY-
MeHTOB. [lonsTHe «popmupoBanue aem». HopmaruBHo-meronuueckas 6a3a, peraiaMeHTUDY-
IOL[asi OpPraHU3alUIo0 ONIEPATUBHOIO XPAHEHU TIOKYMEHTOB B Jiesionpou3BoacTse. [lopsaok u
coJiepsKaHue IPOLEAYp OPraHU3aLNUN OIIEPaTUBHOIO XPaHEHMsI JOKYMEHTOB U UX IOATOTOBKH
K [lepesiaye B apXUB OpraHu3aLuu.

Omnepauuu no GpopmupoBanuto jein. [IpHHIMIEI cUCTeMaTH3aluu JOKYMEHTOB B Jeja
(BOIIPOCHO-JIOTUYECKUI, XPOHOJIOIMUECKU anaBUTHBIA, HymMepaluoHHbI). Cucremarusa-
1S Pa3IMUHBIX KaTeropuil JOKyMeHTOB. OCHOBHBIE NIpaBUJIa CUCTEMATU3alMU JOKYMEHTOB
npu popMHpPOBAHUM JIEI.

XpaHeHHEe JOKYMEHTOB B CTPYKTYPHBIX MOAPAa3AeIEHUSAX OpraHUu3aluy.

[TonsTHe n XapakTepucTUKa BHYTPEHHEH ONKMCH IOKYMEHTOB Jiena, 0(pOpMIIEHUE UTO-
rosoi 3anucu. CocTaBJIeHHE OIUCH JIEN, IOArOTOBKA /I K Iepelaye B apXUB OpPraHU3allNN,
rOCyIapCTBEHHBIN WM MyHUIIUIIAJIbHBIA apXUB.

Opranu3zanys cupaBoOYHON pabOThl U MOPSAJOK BBIJAYM JOKYMEHTOB JUJISl BPEMEHHOTO
[I0JIb30BAHNUS IIPU XPAaHEHUH UX B CTPYKTYPHBIX NOJIPA3ACICHUSAX.

Bonpoc 13. Ikcneprusa HeHHOCTH JOKYMEHTOB B J1€JIONPOU3BOACTBE

Annomayus. TloHsTHE «OKCIIEPTH3a LIEHHOCTH JOKYMEHTOB». Llenb u 3ama4um skcnep-
TU3bl LIECHHOCTH JOKYMEHTOB. [IpMHIMIBI SKCIEPTHU3Bl LEHHOCTH JTOKYMEHTOB: HCTOPHU3M,
BCECTOPOHHOCTB, CHCTEMHOCTb, KOMIUIEKCHOCTD.

IIpaBoBbIE 1 HOPMATUBHO-METOJUYECKHE OCHOBBI AKCIEPTU3BI IEHHOCTHU JTOKYMEHTOB.
Ponp ®enepanbHOl apXuUBHOM City:kObl Poccun u opraHoB ympaBlIeHHsI apXHUBHBIM JEJIOM
cyobekToB Poccuiickoii denepannu B pa3paboTke HOPMATUBHO-METOJIUYECKUX JTOKYMEHTOB
0 KCIEPTU3€ HEHHOCTU JOKYMEHTOB. DTallbl ¥ MOPSIIOK MPOBEAEHUS IKCIEPTU3BI IEHHOCTH
JOKyMEHTOB. Kpurepuu OlleHKH TOKYMEHTOB (IIPOMCXOKIEHHUE, COJEP/KAHNE, BHEIIHUE OCO-
OEHHOCTH).

OkcneptHas komuccusa (OK) yupexxnenus: nenu, GyHKINHU, 337au, periiaMeHTaIus
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NESITETbHOCTH.

[TonsTHE «CPOK XpaHEHUS TOKYMEHTOBY. JJOKyMEHTUpPOBaHHUE PE3YJITATOB IKCIEPTHU-
3bl LIEGHHOCTH JIOKYMEHTOB: OIKCH JI€JI IOCTOSIHHOTO CPOKA XPAaHEHMsI, OIUCH /1€ BPEMEHHOIO
(cBbiie 10 seT) XpaHeHMsI, aKT O BBIICJICHUN K YHUUTOKEHHUIO 1€, HE MOIJIEKALUX XpaHe-
HUIO.

Bonpoc 14. KaapoBoe 1eJI0npoOU3BOACTBO: 0011asi XapaKTePUCTHKA U 0COOEHHO-
cTH

Annomayus. IloHsTe «kaapoBoe AENIONPOU3BOJACTBOY». Ha3HaueHne KaapoOBbIX JOKY-
MeHTOB. HopMaTuBHO-IIpaBoBas M METOJMUYECKas 0a3a OpraHu3aluuy padoThl C TOKyMEHTaMU
1o Ju4HoMy coctaBy: TpynoBoi koaekc Poccuiickoit @enepanun, [loctanosnenue IlpaBu-
tenbeTBa Poccuiickoit denepanun «O TpyOOBBIX KHUXKKaX», llepedeHb TUIIOBBIX yIIpaBiIeH-
YECKUX apXHUBHBIX IOKYMEHTOB, 00Pa3yIOIIUXCs B MpOIecce AesTeIbHOCTH rOCyAapCTBEHHBIX
OpraHoB, OPraHOB MECTHOI'O CaMOYIPABJIEHUS U OpraHU3allli, C yKa3aHUEM CPOKOB XpaHe-
HUA U Jp.

CocrtaB 1 MOpsIOK 0GOPMIICHHSI JOKYMEHTOB, COIMPOBOXKAAIONINX KaJPOBBIE MpOIIe-
nypsl. JlokyMeHTanbHOE oopMIIeHHE TIpreMa Ha paboTy (TpyIOBOM JOTOBOp, MPHUKA3, TPY-
JI0Basi KHWXKKA, IMYHAs KapToyKa), IepeBoja (JI01. COIJIalleHue, IpUKa3, TPy10Bask KHIDKKA),
MPEIOCTaBIEHUS OTITycKa (TpaduK OTIIYCKOB, YBEJOMIICHUE, IPUKA3).

[lopsanox Hanmo)xeHus, 00’KanoBaHus, CHATHUS JUCLUMILUIMHAPHOTO B3bIckaHMsl. OcHOBa-
HUSl YBOJIbHEHHSI PaOOTHHUKOB, PACTOPXKEHUS TPYAOBOro aorosopa. TpymoBoil kojaekc o0 oc-
HOBAaHUSX YBOJbHEHHs PaOOTHUKOB (IMKBHIAIMs OW3HECA, COKpAIIEHUs INTaTa, MPOryll U
ap.). JoxkymeHntanbHOE 0opMIIeHHE YBOIbHEHUS paOOTHHKA.

Bonpoc 15. IIpaBoBasi 6a3a 1 HOPMATHBHO-MeTOAUYECKHE OCHOBBI OPIraHU3aLMH

apxuBHOro aeja Poccuiickoii @enepaunu

Annomayus. COBpPEMEHHBIE 3aKOHOJATEIbHBIE U IIOJ3aKOHHBIE AKThl IO apXUBHOMY
neny. [lomoxxenust 06 ApxuBHoM ¢(onne PO u DenepanpHoil apxuBHOH ciry:xOe Poccum.
«[Tonoxxenne o deneparbHOM apXMBHOM areHTCTBe». DenepanbHblil 3akoH «O0 apXUBHOM
nene B POy, perynupyroniuil oTHomeHus B chepe OpraHu3aluy XpaHeHus, KOMIUIEKTOBaHUS,
ydeTa U MCIOJIb30BaHUs TOKYMEHTOB ApxuBHOro (onaa Poccuiickoit ®denepanuu U Apyrux
apXUBHBIX JOKYMEHTOB HE3aBUCUMO OT UX (POPM COOCTBEHHOCTH, a TAK)KE OTHOILIEHUS B c(e-
pe ynpaBieHUs! apXUBHBIM JiesioM B PD B nHTepecax rpakaaH, o0IecTBa U TOCy1apcTBa.

XapakTeprucTuKa HOPMaTUBHO-IIPABOBOM W METOAMYECKOM 0a3bl apXUBHOTO jeia (pob
U 3HaYeHHE COBPEMEHHOM 3aKOHOJATEeNbHOW M HOPMATHUBHO-NIPABOBOW 0a3bl MpHU CO3JaHUU
apxuBa npeanpustus). «[IpaBuna opraHuzanuu XpaHEHUs,, KOMIUIEKTOBaHMS, yuéTa M HC-
M0JIb30BaHUS JOKYMeHTOB ApxuBHoro gonaa Poccuiickoit denepaunu u Apyrux apXuBHBIX
JIOKYMEHTOB B OpraHax rocyJapCTBEHHOMN BJIACTH, OPraHax MECTHOT'O CaAMOYIIPABJIEHUS U Op-
rauu3anusax», «lIpaBuna opraHuzanuu XpaHeHUs, KOMIIEKTOBAHUS, yueTa U HCIOIb30BaHU
JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit deaepanyu u Ipyrux apXuBHbBIX JTOKYMEHTOB B
roCy/IapCTBEHHBIX U MYHMIIMIIAJbHBIX apXHUBaxX, My3edx M Oubimorekax, opraHusanusx Poc-
CHICKOH akaieMUH HayK» C MOCIEAYIOIINMHU U3MEHEHUsAMU: chepa peryaupoBaHusl.

Bonpoc 16. Opranu3zanusi 10kyMeHTOB ApxuBHOro ¢onga Poccuiickoii ®enepa-
MU

Annomayus. TIOHATHS «apXUBHBIA JOKYMEHT», «apXuB» U «ApxuBHbIi Gonj Poc-
cutickuii @egepaunun». @3 «O6 apxuBHOM Jeine B PO» 00 oTHECEHUH apXUBHBIX TOKYMEH-
TOB K (eiepanbHOM, rOCyAapCTBEHHOM, MyHULIUIIATHHON U YaCTHOW COOCTBEHHOCTH.

Opranmzanuss ApxuBHoro ¢onna PO kak mpouecc pacmpeaeneHus JTOKYMEHTOB
MEXAY apXHUBaMH U YIOPSAJOYEHUsI JOKYMEHTAIbHBIX KOMIUIEKCOB BHYTPU OTJEIBHOTO ap-
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XUBa.

XapakTepucTUKa OpraHu3aluu JOKYMEHTOB U Jen ApxuBHoro ¢onnga Poccuiickoit
denepaunu Mexay apxuBaMu (IepBblil ypoBeHb opraHu3anuu). CeTb rocy1apCTBEHHbIX U
MYHULHUIAIbHBIX apxuBOoB PD. BenomcTBeHHble apxuBbl. bubnnoTexu n Mmy3eu, oCyIiecTB-
JA0IIKUE XpaHeHHe TOKyMeHTOB AD PD.

Opranusanus JTOKYMEHTOB B IIpe/eiiaX apXWBOB (BTOPOH YPOBEHb OpraHU3ALMM).
ApxuBHBINA (HOHJ Kak KiaccuukanmonHas equauiia ApxusHoro ¢onaa Poccuiickoit dene-
pauyu. ApXUBHBIN (HOHM yUpeKIeHus, 00beAMHEHHBIN apXUBHBINA (POHA, apXUBHAS KOJIJICK-
s, OH/BI TMUHOTO MPOUCXOKICHHUSL.

Opranu3zanust TOKyMEHTOB B IIpeesiax apXuBHOTO (hoHAa (TpeTHii ypoBeHb OpraHu-
3anun). GonaupoBaHue apXUBHBIX JOKYMEHTOB. OmpeseseHne rpaHul] apXUBHOIro (HoHAA.
[IpyHLIUIIBI CTPYKTYPUPOBAHUSL apXMUBHBIX (OHIOB (CTPYKTYPHBIH, XPOHOJOTHYECKHHA H
Ip.). ApXUBHas KOJUIEKIIHS.

['ocynapcTBeHHOE yIpaBieHHE apXWBHBIM JenoM B PD nHa QenepanbHOM, permo-
HaJbHOM M MYHULIUIIAJIbHOM YPOBHSX, UX ITOJITHOMOYHS.

Bomnpoc 17. KomniiekroBanue ApxuBHoro ¢onaa Poccuiickoii ®exepanuu u 3Kc-
NepTU3a HEHHOCTH APXHUBHBIX JOKYMEHTOB

Annomayus. Ilonsatue o kommuiekTroBanuu A® P®. CoBpemeHHas mpaBoBasi U HOp-
MaTHUBHO-MeTonYecKasi 0aza, perjaMeHTHPYOllasi OPraHu3aliio U MOPsI0K KOMIUIEKTOBA-
HUS TOCYJapCTBEHHBIX, MyHULIUIIAIbHBIX U BEJOMCTBEHHBIX apXUBOB JOKYMEHTAMH. 3ala4yu
Y OCHOBHBIE HalpaBJICHUS ACSITEIbHOCTU 110 KOMIUIEKTOBAHUIO TOCYJaPCTBEHHBIX U MYHHUIU-
HaJIbHBIX apXHUBOB.

[Ipouiecc KOMIJIEKTOBAHUS apXUBOB: ONPEIEICHUE HCTOYHUKOB KOMILICKTOBAHUS;
OIPEZICIICHUE COCTaBa JOKYMEHTOB, NMOIJIEKAIUX XPAHEHHUIO; OPraHMU3alUs KOMIUIEKTOBa-
HUS.

HcTouHnKHM KOMIUIEKTOBaHMs apXuWBOB. Kputepuum omnpeneneHus rocyaapCTBEHHBIX
OpraHu3alMii-UCTOYHUKOB KOMILJIEKTOBaHUs. 1lopsiiok OTHECEHMs] HErOCyAapCTBEHHBIX Op-
raHU3alui K 4MCIly MCTOYHUKOB KOMIIJIEKTOBAHMSI TOCYIapCTBEHHBIX U MyHUIIMIIAIBHBIX ap-
XUBOB. [IprMepHBIE CIIUCKU yUPEXKICHWM, OpraHUu3alui U NPEeANpPUATHIA, TOKYMEHTBI KOTO-
PBIX MOJUIEKAT WM HE MOAJIEKAT IPUEMY Ha T'OCYAApCTBEHHOE XPAHEHNUE.

DKcnepTu3a HEHHOCTH apXUBHBIX JOKYMEHTOB: CYIIHOCTb, 33/1a4H, MPUHIUIBI U Me-
TOJIBI.

Kputepun skcnepTrssl IEHHOCTH apXHMBHBIX JOKYMEHTOB. Kputepuu ycTaHOBIIEHUS
HAY4YHOH U NMPaKTHYECKOW IIEHHOCTU JTOKyMEHTOB. OCOOEHHOCTH 0TOOpa Ha XpaHEHHE JIOKY-
MEHTOB ¢ MOBTOpstoleiicss nHpopmanueil. Kpurepuu rpynmsl MpoucX0oXIeHUs TOKYMEHTOB.
3HaueHue, MacuTald, XapakTep JIeATeNbHOCTH yupexaeHus-pongoodpazoBatensa. Kareropuu
YUPEXKIEHUM, JOKYMEHTBI KOTOPBIX MOJIEkKAT Iepeaade B rocyJapCcTBeHHbIe apxuBbl. Kpu-
TE€pPHUH OLIEHKU BHEIIHUX OCOOEHHOCTEN TOKYMEHTOB.

Oranel 1 METOJUKA TPOBEJEHUS SKCIIEPTU3bI LICHHOCTH TOKYMEHTOB.

Cucrema skcnieptHbix opraHos. LIDIIK, OIIK u OK apxuBHbIx yupexnenuil. 1x 3ana-
4H, GYHKILNH, TPABOBOE MOJIOKEHHE U OpraHu3aIus padoThI.

[Tonsitue ontumuzanuu coctaBa A® P®. 3HaueHne SKCIEPTU3bI LIEHHOCTH JOKYMEH-
TOB B ONTHUMM3AIMU COCTaBa ApXMBHBIX (POHJIOB M HUX KOMILJIEKCOB, €ro KOMILJICKTOBAHUH
MOJIHOLIEHHBIMH JIOKYMEHTAJIbHBIMH HCTOYHUKAMU. B3anMocBs3b 3KCnepTH3bl IEHHOCTH J10-
KYMEHTOB U UX (DOHIUPOBAHUS.

Bonpoc 18. Yuer u olecneyeHue COXpaAaHHOCTH IOKYMEHTOB APXHBHOIo (oHIa

Poccuiickoii Penepaunu
Annomayus. Tlonstue 06 yuere ApxuHoro ¢onga Poccuiickoit ®@eneparuu. [Ipun-
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LIUIIBI U [TOJIXO/BI K MOCTPOEHUIO LIEHTPAJIM30BaHHOM cHcTeMBbl yueTa apxuBHOro ¢onna Poc-
cuiickoil denepannu. CuctemMa JOKyMEHTOB LIEHTPAIM30BaHHON CUCTEMBI YUETa.

BHemnue 10KyMEHTHI ICHTPAIU30BaHHON CUCTEMBI Y4eTa.

BHyTpeHHUE [OKYMEHTHI LIEHTPAJIM30BaHHON cucTeMbl yuyeta. CocTaB BHYTPEHHMX
YUYETHBIX JIOKYMEHTOB: KHUI'A yueTa NOCTYIUIEHUH U BBIOBITHS JOKYMEHTOB, CIIUCOK (DOHJIOB,
aucT (HOHJA, aKThl IIpUEMa, OMUCH Jiell, Aeno Gounaa u ap. Onucu Jei: JIeMEeHTh OIHCaHUs,
METOJMKa cocTaBiieHus onuced. CocTaBlleHHnEe OMMCH Jiejla, IOArOTOBKA JieNla K Iepenadye B
apXuB OpraHu3allid, IOCYJapCTBEHHBIM WM MYyHHULMINAIbHBIA apxuB. OpraHusaius ydyera
0c000 LIEHHBIX JOKYMEHTOB.

ObecnieueHre COXpaHHOCTU JOKYMEHTOB B apxuBax. OCHOBHBIE TpeOOBaHHS K Opra-
HU3alMU 00eCeYeHHs] COXPAHHOCTU JIOKYMEHTOB B apXuBax. TpeOoBaHUS K OpraHu3aluu
XpPaHEHUsI apXUBHBIX JIOKYMEHTOB: IIOMEIICHHS, TEMIIEPATyPHO-BJIAKHOCTHBIM, CBETOBOU,
OMOJIOrNYEeCKU, OXpaHHbII PEXHUMBI, IUNIAHUPOBKA M 00opynoBaHHe XpaHuiuil. [Iposepka
HAJIMYMS U COCTOSTHUS TOKYMEHTOB B apxuBax. CTpaxoBoil (pOHA: UCTOPHUS, OpraHU3aAIHSL.

[TpuHIMIOBI OpraHU3aluy U QYHKIMOHUPOBAHUS apXUBHOIO ayTcopcuHra. Mcmomnb3o-
BaHUE ayTCOPCHUHIa — IepeJayl JOKYMEHTOB Ha BHEO(PHCHOE XpaHEHHE CIEUATN3UPOBaH-
HOW OpraHu3aliy — COBPEMEHHBIMH YUPEXKICHUSAMHU, OPTaHU3ALHAMH.

Bomnpoc 19. CucreMa HAyYHO-CIIPABOYHOI0 ANNAPATA K IOKYMEHTAM APXHUBHOIO
¢ponna Poccuiickoii Penepauuu

Annomayus. Ilonstue «cucrema HaydHo-cripaBounoro amnmnapara (CHCA) k qokymen-
tam ApxuBHoro ¢onna». Crpykrypa CHCA. Ilpuanmns: 1 noaxonasl k opranuzauuu CHCA.
Oynkuun CHCA. B3auMOCBsI3b U IPEEMCTBEHHOCTh YYETHO-CIIPABOYHOI'O arapara Aelio-
npoussojcTBa 1 CHCA. OcHoBuble okymenTsl CHCA.

Buytpennss yuernHas nokymentauuu apxuBa u CHCA. Hcropuueckas crpaBka:
Ha3Ha4Y€HHe, CTPYKTypa, MeTojauKa cocTaBieHus. Onuch jena Kak OCHOBHOW Hay4HO-
CIIpaBOYHBINA JOKYMEHT. [loHsATHE 0 KaTajorax U Karajoru3auuu JOKyMEeHTOB. CUCTEMBI Ka-
TajgoroB M kaptorek. O0s3aTeNbHBIC U HEOOsA3aTeNbHbIe KaTanoru apxuba. O030pbl: 11eJIeBOe
Ha3HaueHHUe U MECTO B cUcTeMe apxuBa. [lyTeBoauTenu: xapakTepHble 0COOEHHOCTH.

Hcnonb30BaHne apXUBHBIX TOKYMEHTOB. DOpMBI HCIIONIB30BaHUS. 3alpOChl COLUANb-
HO-TIPaBOBOI'O Xapakrepa. PaboTa unranbHOro 3ana apxusa. BeicraBku poxkymeHToB. Iloaro-
TOBKa cTraTedl W apyrux marepuanon. Pabora co CMU. [loaroroBka marepuanoB K Nevaru.
Pabota ¢ u3zgarensctBoM. KaTanoru apXuBHBIX OpraHoB, MX 33124 U QYHKINU.

PazpaboTka u BHenpeHHEe aBTOMATH3WPOBAHHON WH()OPMAIIMOHHO-TIOUCKOBOUW CHUCTE-
MBI.

Bonpoc 20. Ucnosib30BaHHEe apXUBHBIX IOKYMEHTOB

Annomayus. Vicrionb3oBaHME apXUBHBIX JOKYMEHTOB KaK COCTaBHAs 4acTb HAY4HO-
MH(OPMALIMOHHON JIeATEIbHOCTH apXuBOB. lcronb3oBaHue apxXxUBHOW HHGOpMaLUUd B
YIPaBIEHYECKOM, SJKOHOMHYECKOM, MTOJINTUYECKOM, HAYYHOM, COLMAIBHO-KYJIBTYPHOM U CO-
[[MAJIbHO-TIPAaBOBOM HAIlPaBJIECHUH.

Knaccudukanus norpebureneil perpocnekTuBHONM uHPopmanuu. CrocoObl onpeje-
JIeHUs TOTpeOHOCTH O0IIeCTBa B PETPOCHIEKTUBHOM TOKYMEHTHON HHPOpMAaIIUH.

[TonaTne 06 opraHM3alUU MCIIOJIB30BAHUS aPXUBHBIX JOKYMEHTOB. CTpyKTypa opra-
HU3aLWU UCHOIb30BaHUs. DYHKIUU: 3aIpOC, MOUCK, OTBET, MHUIIMATUBHOE MH(DOPMHUPOBa-
Hue. [lepBuuHas ¥ BTOpHYHAas JOKYMEHTHas MH(pOpMAIHs KaK CPEACTBO MCHOIb30BAHUS J10-
KYMEHTOB.

HcnonHenue 3anpocoB B IeNsAX 00ecreyeHHs MpaB M 3aKOHHBIX WHTEPECOB TPaXKAaH.
CpoKM HUCHOIHEHHs 3alpocoB COLMAIBHO-NPABOBOro xapakrepa. OdopmiieHHe apXHBHBIX
CIIPAaBOK, BBIIMCOK U KOMMH. Bplaua MOUIMHHBIX JTNYHBIX JOKYMEHTOB TpakJlaHaM U3 apXu-
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BOB.

Opranu3anysi BBICTaBOK JIOKyMEHTOB. Bubl BhICTaBOK M WX HazHaueHue. Obecrieue-
HHUEC COXPaHHOCTHU JOKYMCHTOB IIPHU 3KCIIOHUPOBAHHH. HpaKTI/IKa rocyaapCTBEHHBIX, HETOCYy-
I[apCTBeHHBIX U BEAOMCTBCHHBIX apXI/IBOB 110 OpI‘aHI/I3aI_[I/II/I BBICTABOK.

HOI[FOTOBKa TEMATUYCCKUX HOI[60pOKZ BUbBI U LOCIIN HUX HCIIOJIB30BAHUAA. MCTOI[I/IKa
COCTaBIICHUS] TEMATUYECKUX MOAOOPOK (KOMIUIEKTOB, aJIbOOMOB, TUIAKATOB, JHAIIO3UTUBOB U
zp.).

HOI[I‘OTOBKa TEMATUYCCKUX, Hay‘-IHbIX, HayLIHO'HOHy.]ISIpHBIX, peKHaMHO'
I/IH(l)OpMaHI/IOHHI)IX CTaTeﬁ, JOKYMCHTAJIBHBIX OYCPKOB M APYIrHX MATCPHATIOB AJId IICPUOIU-
'-IeCKOfI rneyarty, CI_IeHapI/IeB, paIII/IO' 1 TCIICBU3UOHHBIX Hepe):[aq, KI/IHO(i)I/IJIBMOB.

Opranm3anys BCTped ¢ OOIIECTBEHHOCThIO, PKCKYPCHH, JIEKIHMH, TOKIA0B, YPOKOB
JUUIA CTYI[GHTOB 1 IIKOJIBHUKOB.

HpeHOCTaBJ'IeHI/Ie AOKYMCHTOB JJIs N3YUYCHUS B UYATAJIbHOM 3aJI€ apXHBa. OpFaHI/I?)aI_[I/IfI
pa6OTBI YUTAJIBHOI'O 3aJia. HpaBI/IJIa II0JIb30BaHUA I[OKYMCHTaMI/I B YUTAJIbHOM 3aJIC apXI/IBa,
OTBECTCTBCHHOCTH PICCJ'ICI[OB&TGJ'ICFI 34 IMOJIY4YC€HHBIC BO BPEMECHHOC I10JIb30BaHUEC ACIA.

Bbigaua men Bo BpeMEHHOE IMOJIb30BaHME. Y CIIOBHS BblAauun jaen. Opranusanus pado-
ThI I1IO BBLAAYC JOKYMCEHTOB BO BPEMCHHOC ITOJIb30BAHUC.

Oprann3anys myOIMKaIMOHHON AEATENbHOCTH apXuBa. THIbI, BUABI U (OPMBI ITyO-
J'II/IKaI_[I/Iﬁ APXUBHBIX JOKYMCHTOB U COCTaB pa60T I10 UX IMOATOTOBKCE.

yLIGT HCIIOJIB30BaAHUA IIOKYMGHTOB. Y‘IGT BCEX (1)OpM HUCIIOJIB30BaHUA KaK DJJICMCHT
HaquOﬁ OpraHu3alvi UCII0JIb30BAHUA JOKYMCHTOB B apXHBaX.

Bonpoc 21. 3ammTa nepcoHAJIbHBIX IaHHBIX B OPraHU3alHH

Annomayus. TloHsTHE «1epcOHaNIbHBIE AaHHbIE». OCHOBHBIE 1I€JIM 3aAIIMTHI MEPCO-
HaJIbHBIX JaHHBIX. HopMmaTtuBHO-MeTOqMYeckas 6a3a paboThl C MEPCOHATBHBIMU JaHHBIMHU.
®enepanbHblil 3aK0H «O TEPCOHANBHBIX JAHHBIX» M PETYJIMPOBaHUE OTHOIICHUH, CBI3aHHBIX
¢ 00paboTKOM MepCOHANBHBIX JAHHBIX, OCYIIECTBIAEMOI (eiepalbHBIMU OpraHaMU rocyaap-
CTBEHHOM BJIACTH, OpPraHaMu roCyJapCTBEHHOM BiacTu cyobekToB Poccuiickoii denepanumy,
UHBIMHU TOCYAApCTBEHHBIMU OpraHaMu, OpraHaMi MECTHOTO CaMOYIPAaBJICHUS, HHBIMU MYyHU-
[UTNATFHBIMH OpPTraHaMH, IOPUAMYECKUMH ¥ (PH3MUYECKUMH JIHIIaMH. BHIBI TepCOHANIBHBIX
JTaHHBIX (001IMe, crieluanbHble, ONOMETPUYECKHUE U IP.).

ObecrieueHue 3alUThl IpaB U CBOOOJ TpaxaaH NMpu oOpabOTKE MX NMEPCOHATBHBIX
JTAHHBIX, B TOM YHUCIIE 3aIlUTHI PaB Ha HEIPUKOCHOBEHHOCTh YaCTHOW JKU3HU, IMYHYIO U Ce-
MEHHYIO TalHY.

OcHoBHbIE TpeOOBaHUS K TOJIyYEHHIO U 00pabOTKe MEepCOHaNbHBIX JaHHBIX. KoH-
TPOJIb U HAJ30p 3a 00pabOTKON MEePCOHAIBHBIX JAaHHBIX. Mepbl M0 00eCreYeHUI0 KOHTPOIIS,
ydeTa M 3allUThl MIePCOHATBHBIX NaHHBIX. OTBETCTBEHHOCTH 32 HapylieHue TpedoBanmii O3
«O mepCoHaNbHBIX TaHHBIX».

[Topsnox 00pabOTKK TOKYMEHTOB, COJAEpPIKAIMX MEepCOHaNbHbIE JaHHbIe. OCOOEHHO-
CTH XpaHEHUs JOKYMEHTOB, COJIEpKaIlUX EPCOHATIbHbBIE JTaHHBIE.

Bonpoc 22. Opranusanusi padoThbl ¢ JOKYMEHTaAMH, COACPKAIMMHA KOH(PHICHIIH-
AJbHYI0 MH(OPMAIHIO

Annomayus. Kputepun OTHECEHUS IOKYMEHTOB K KaTeropuM KOH(UICHIIHAIbHBIX.
[lepeueHr KOH(PUACHUUATBHBIX JOKYMEHTOB, COJAEpIKAIUX CBEIEHUS, IPEACTaBISIONINE
IpeNpUHIMATENbCKYIO TaiiHy. HasHadueHue, cocTaBieHre U BeeHUs NepeyHs KOH(PHIeHIIH-
AIbHBIX JJOKYMEHTOB (PUPMBI. 3aKOHOJATENbHOE PETYJIUPOBAaHHE OTHOIIEHWH, CBA3aHHBIX C
YCTaHOBJIEHUEM, U3MEHEHUEM U NPEKPAIICHUEM pEXUMa KOMMEPUYECKON TalHbBI B OTHOIIIE-
HUU UHQOpPMAIMK, UMEIOUIeH EeHCTBUTENIbHYIO WIM MOTEHUUATbHYI0O KOMMEPUYECKYIO IIeH-
HOCTb.
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VYrpo3sl nHpOpMaMK IpU TOKYMEHTHUPOBAHUU U 3a1a4M €€ 3amuThl. [IpuHImns! no-
KYMEHTUPOBaHHs KOHUAeHIIMaTbHON nHpopMarmi. OcoOeHHOCTH 0OPMIICHHUS PEKBU3UTOB
KOH(HIEHIIMATIbHBIX JJOKYMEHTOB (I'pU( OrpaHUUYEHHs 1OCTYIa, HOMEp 3K3eMILIApa, ajpecar,
PETUCTPAIIMOHHBIN HOMEp JTOKyMEHTa, OTMETKA O HAJIMYUH NPUIOKEHHUS, OTMETKA 00 UCIOJI-
HUTEJIE).

[TonsTHe, 1IENH U 3a/1a4U CUCTEMBI 3aIUThl KOHQUACHIMATLHOU nHpopMaruu. [lemu
U 33J1a4yl Pa3peIInuTeIbHON CUCTEMBI IOCTYIIa IEPCOHAIA U MHBIX JIMLl K KOH(UACHIUAIbHBIM
CBEJICHUSM, IOKyMEHTaM, 0a3aM JaHHBIX U npoaykuuu. [lonsTue nocryna. Hecankunonupo-
BaHHBbIN focTyn. [lopsanok noctyna kK KOH(GUIEHIMAIbHBIM CBEICHUSAM IIpeAcTaBuTeNneil apy-
rux GUPM M CIYKaIIMX TOCYAaPCTBEHHBIX YupekaeHnid. KoHTpousb 3a jocTymnom.

ITonarue u knaccuuKalys HCTOYHUKOB KOH(uAeHInansHoi nHpopmauuu. Knaceu-
duKanys KaHaJIoB OOBEKTUBHOIO PAaCIpOCTpaHeHUs KOH(uAeHIMansHoi nHpopmarmu. [To-
HATHE yrpo3bl HHPOpPMaLUK, BUIbl YIpo3. IIoHATHE HECAHKIIMOHMPOBAHHOIO KaHalla yTpaThl
KOH(pHIeHIaTbHON nHpopMaruu. Ciy4aifHble U IpeJHAMEPEHHBIEC YCIOBHUS BOZHUKHOBEHUS
sTOoro KaHana. [IoHsITHA pa3riameHns U yTeuku HHPOpMaLuu, UX OTIUYHE.

Bomnpoc 23. CoBpeMeHHasi cHCTeMa OPraHOB rOCyJAApPCTBEHHON M MYHHIMIAJIb-
HOIl BJIACTH

Annomayus. Unacturyt npesuneHtctBa Poccuiickoin @enepanuu: KOHCTUTYHHOHHBIN
craryc; nonHomouust Ilpesunenta Poccuiickoit denepannn 1 0COOEHHOCTH UX peaau3aluu.
®denepanbHble Opranbl 3aKoHOaTeLHOM BiiacTu Poccuiickoit denepanuu. OenepanbHoe Co-
Opanue. CoBer ®enepanuu — BepxHsisl naynara [lapiaMenTa: mOJTHOMOYMS, 1€SITEIbHOCTD.
['ocynapctBenHas J[yma: KOHCTUTYLMOHHBIN CTaTyc; MEXaHU3M (OPMHPOBAHHS, OCHOBHBIE
AJIIEMEHTHl OPTaHU3AIMOHHOTO YCTPONHCTBA; HOPMATUBHAs 0a3a AEATeNbHOCTH; MECTO B CH-
CTEME BBICUIMX MTOJINTUYECKUX NHCTUTYTOB Poccuiickoit @enepanumu.

[IpaBurensctBo Poccuiickoit @enepanuu: HOpMaTHBHAs 0a3a opraHu3alMd U Jes-
TEIbHOCTH; O0Ilas XapaKTEpUCTHKa COCTAaBOB NPAaBUTEILCTBA; KaApOBask HECTaOUIIBLHOCTS;
OCHOBHBIE HAIIPABJICHUS U PE3YNIbTAaThl ACSATEIBHOCTH.

CynebHnas cucrema Poccuiickoit ®enepanun: oo1as XapakTepucTHKa; OCHOBHbBIE HO-
BallUU.

OO0mas xapakTepuCTHKa CHCTEMBbl OPTaHOB BIACTH CyOBEKTOB (hefepalyd U OpraHoB
MECTHOro caMoynpanieHus. Opranbl 3aKOHOJATEIbHON, UCIIOJHUTENIbHOM, cye0HON Bia-
ctu cyorekToB (eneparnuu. [Ipe3uienTsl, ry0epHaTOPHI, IIaBbl AIMUHUCTPAIIHI.

Enunas cucrema nybnuuHoi Biactu B Poccuiickoit denepanuu U B3auMOJAEHCTBHE
OpPraHoB BJIACTH JUIS PELUCHMS 3a7a4 B MHTEpPECax HACEJIEHUs, MPOKUBAIOIIET0 HA COOTBET-
CTBYIOLLEH TEPPUTOPUH.

Bonpoc 24. UndgopmannoHHoe obecniedeHUe yNPaBJeHHUA: CYIIHOCTh, OPraHu3a-
nus

Annomayus. Ponb unopmanuu B yrnpasineHun. ®enepanbhelii 3akoH «O0 nHpopma-
11U, UHQOPMALIMOHHBIX TEXHOJIOTUAX U O 3amuTe nHpopmauun». CTpyKkTypa yrnpaBieHuYe-
CKOM MH(pOpPMAaLMU: PEeKBU3UT, MOKa3aTeab, HHPOPMALMOHHbBIE COOOIIEHUs, HH(OPMAIIMOH-
HBI MaccuB, HH(GOPMaLMOHHBIN NMOTOK, HHGOpMaMoHHasa cucreMa. [loHsaTue «uHpopmau-
oHHOe oOecnieuenue ynpasienus» (MOY). Lenb, Ha3HaueHHEe MHPOPMALMOHHOTO o0ecreye-
HUS yIIpaBJIeHUs, TpPeOOBaHUS, IPEAbSIBIIIEMbIE K HEMY.

CrpykTypa MH()OPMAIIMOHHOTO OOECIeYeHHUs yIpaBJIeHUs: BHEMAIIMHHOE U BHYTpPU-
mamrnaaoe MO. Haznayenune 1 0COOEHHOCTH OTAENLHBIX COCTaBHEIX yacTer MOV,

BuemammnHoe nHpopmannonHoe obecnedenue. CrucreMa TEXHUKO-I)KOHOMUYECKUX U
colMaNbHBIX Toka3arenel kak ocHoBa MOY. Cucremsl knaccuukanuu U KOAUPOBAHUS
TOCH. NHpopmamoHHble TOTOKH B CUCTEME YIpaBieHHs. TpeOoBaHUs K JOKyMEHTHPOBa-
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Huto TOCH.

BryrpumammaHoe nHpopmannonHoe obecriedenne. [loHsaTHE M cocTaB MHPOpPMAIH-
OHHOTO obecrieueHusi aBToMaTu3upoBaHHbIX cucteM (MO AC) o6paboTku maHHBIX. DOpPMBI
opraam3anuu BHyTpuMamuHHoro MOY. NudopmanmonHsie 6a3bl 1 OAHKU JTaHHBIX: MOJCTH
BJl, cuctemsr ynpaenenuss bJl. Xpanunumia naHHbIX W 0a3bl 3HAHWW. BiusHue HOBBIX WH-
(opManMOHHBIX TEXHOJOIUI Ha cocTaB U npoueccs MOY.

Nudopmanmonnas cucreMa Kak opranusaiuontas ¢popma peanusanuu MOY.

Bomnpoc 25. Posib cekpeTapsi B cucTeMe yIpaBJieHUs

Annomayus. llenb, 3amaud, (QYHKIMU JEATEIBHOCTH cekpeTtaps. HopmaTuBHO-
METOJMYECKHE U JIOKaJIbHbIE aKThl, PErIaMEHTHPYIOIINE OPTaHU3AIHIO ESTEIIbHOCTH CeKpe-
Taps.

3HaHMsl, yMEHUS U NpoQecCUOHANbHbIE HaBbIKU cekpeTapsa. TpeboBaHus, IpeabsBIIs-
eMble cekperapro. JleoBble KauecTBa CEKpeTapsi: MHULMATUBHOCTb, OPraHU30BaHHOCTb, OT-
BETCTBEHHOCTb, MMYHKTYaJIbHOCTb, HHPOPMUPOBAHHOCTh. JINUHOCTHBIE KauecTBa, HEOOXOIu-
Mble B paboTe cekpeTaps: 100pOoKenaTeabHOCTh, CKPOMHOCTbD, IUCHUIUIMHUPOBAHHOCTD, aK-
KYpaTHOCTb, TPYAOTI00HNE, SMOIIMOHATbHAS] YPABHOBEIIICHHOCTb.

Opranuzanus npuema IMoceTuTeneil (IpueM COTPYAHHKOB IO TEKYIIMM BOIpPOCAM;
[PUEM [0 JIMYHBIM BOMPOCAM; MPUEM MOCETUTENEH U3 APYrUX OpraHU3aluii; IpueM KoOMaH-
JTUPOBOYHBIX paboTHUKOB). [IpaBuia BeaeHus teneoHHBIX MeperoBopoB. JlOKyMEHTHpOBa-
HUe TelnePOHHBIX COOOIICHUH, Tee(OoHOrpaMM.

Ponb cexperaps B o0ecrieueHUU MOATOTOBKH, MPOBEACHUS M O0CIYKUBaHUS KOH(e-
PEHTHBIX, KOPIIOPATUBHBIX U JIEIIOBBIX MEPOIPUSITUN.

OcoOEeHHOCTH MOJTOTOBKH JICTIOBBIX BCTPEY H IIEPETOBOPOB pyKoBoauTesa. Oka3aHue
MOMOIIM PYKOBOJUTEIIO B INIAHUPOBAHUU pabouero BpeMeHu. [1oAroToBKa qe0BbIX MOE3A0K
PYKOBOJUTEIIS.

Bonpoc 26. CTpykTypa 10KyMeHTATbHbIX My0JIUKALMI, METOAUKA MOATOTOBKH

JIOKYMEHT Kak OOBEKT IMyOJUKATOPCKOW NESATETbHOCTH, CYIIHOCTh U 3HAaYeHHE IyO-
JUKAIMA UCTOPUUYECKHUX JIOKYMEHTOB B coBpeMeHHOM Poccun. BeipaboTka Moenu JoOKyMeH-
TaJIbHOM MyOJIMKALMKU KaK BaKHEHIINH 3Tan ee MOArOTOBKU: BEIOOp THIIA, BUJA, (DOPMBI.

Tunsl TOKyMEHTaJIbHBIX MYyOJIMKALUMM 110 CTENIEHU yTpaThl JOKYMEHTOM CBOEH MepBO-
HayalbHOM 1eN1eBOM (YHKILUH; 10 LEJIM BKJIIOYEHHS JTOKYMEHTa B MyOJIMKaIHIO; MO CIOCO0y
BOCIPOM3BEICHUS TOKYMEHTOB.

Crnenuduka 1 0COOEHHOCTH OCHOBHBIX BHJIOB M3JaHUHA UCTOPUUYECKUX HCTOYHHUKOB U
OTEPATUBHBIX JOKYMEHTOB: MO(OHIOBBIX, TEMATUYECKHX, TOBUJIOBBIX U JOKYMEHTOB OJJHOT'O
muna. TpalulmoHHbIE U COBPEMEHHbIE (OPMBI U3/1aHUS JOKYMEHTOB.

[TpuHIMIBI BRIABICHUS U OTOOpA JOKYMEHTOB JJISl M3AaHUM Pa3HbIX TUIIOB U BHUJIOB,
KpUTEpUN BbIOOpA TEKCTa JOKyMeHTa A nmyOiukanuu. OcoOeHHOCTH Nepeaadn TeKcTa J10-
KYMEHTOB, IPUHIUIBI CHCTEMATU3ALUHU IOKYMEHTOB B ITyOJIUKAIIH.

Apxeorpadpuueckoe opopmIIeHHE JOKYMEHTOB. 3arojioBOK U 0COOEHHOCTH OoQopmiie-
HUS €r0 3JIEMEHTOB: Pa3HOBUIHOCTh JJOKYMEHTa, aBTOpP U ajpecaT JOKYMEHTa, 0003HaueHHE
coJlep’KaHusl JOKYMEHTa, JaTHPOBKAa JOKYMEHTa, MECTO HamucaHUs JOKyMeHTa. JlereHmbl
(KOHTpPOJIBHO-CIIPABOYHBIE CBEJIEHUS ), PYHKIIMOHAIBHBIN COCTaB.

3HaueHue U PoJib Hay4YHO-CIIPABOYHOTO amnmnapara JoOKyMeHTaabHoU myonukamnuu. Co-
CTaB HAYYHO-CIIPAaBOYHOIO anmnapara AJis U31aHuil pa3In4yHbIX TUIIOB U BUJIOB.

Bonpoc 27. Opranusanus Tpyaa cekperapsi

Annomayus. HopMaTUBHO-METOJUYECKHE U JIOKAJIbHBIE aKThl, PETIAMEHTUPYIOLINE
OpraHM3alMI0 IEATEIbHOCTH ceKkpeTaps. JloKHOCTHAsE MHCTPYKLHUSA CEKpeTaps Kak HOpMa-
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TUBHBII TOKYMEHT, ONPEENAIOMUNA JOMKHOCTHBIE (DYHKIIUU, TOTHOMOYHSI, OTBETCTBEHHOCTh
U TIPOYHE YCIOBHS PaOOTHI CEKpeTapsi OpraHu3alnu.

Opranuzanusa pabodero BpeMeHu cekperaps. IlmanupoBanue paboyero BpeMeHHU.
Hopmuposanue tpyaa. [IpumepHas cxema pabodero JIHS ceKpeTaps: IepBasi oJoBHHA pado-
4ero JHs; BTOpas MOJOBHUHA JIHS; KOHEll paboyero aHs. PexomMeHnanuu mo opranusaiuu Bpe-
MEHHU.

PaGouee mecto cekperapsi: OCHOBHAsI 30Ha, 30HA OOCIIY)KMBAaHUsI TIOCETUTENEH; BCIO-
MorartejbHas 30Ha. XapaKTepUCTUKa MeOean U 000pyIoBaHUs, HEOOXOAUMBIX TEXHHUYECKUX
CPEICTB, KAaHIEIAPCKUX MPUHAIICKHOCTEN, OPTTEXHUKH.

HeoOxoaumasi crienuanpHas JuTepaTypa: HOPMAaTHBHO-METOJMYECKAsl JINTEpaTypa,
CIIPaBOYHHKH, CIIOBAPH.

Bomnpoc 28. Opranuszanusi ¥ TEXHOJOTHs PadOThI ¢ 00pALIEHUSIMH TPAKIAH

Annomayus. Tlouatus «oOpalleHHe TpaXkIaHUHA», «IPEUIOKEHUE», «3asBICHUEY,
«OKanobay, «10JIKHOCTHOE JTUI0Y.

3aKoHO/AATENIbHOE PETYIMPOBAHKE pabOThI ¢ oOpameHusiMu rpaxaad. O3 «O mopsiake
paccMoTpeHusi oOpareHuil rpaxknan Poccuiickoit @enepanuuy. Permamenrtanus paboThl ¢
0o0palIeHusAMHU TPAKAAH B OpraHU3aIMIX, HA MPEANPHITUSAX, TOCYAAPCTBEHHBIX YUPEKICHU-
ax. BrnusHue xapakTtepa ympaBlieHUs, MPUHIUIIOB MPHUHITHS YIPABICHUECKUX PEIICHUN Ha
OpraHU3aINI0 M TEXHOJOTHIO paboTHI ¢ 00OpaleHUSIMHU TPaKIaH.

OcoOeHHOCTH BeJIeHUs AETONPOU3BOICTBA M0 OOPAIEHUSAM TpaXkJaH OT OOIIero Je-
JIOTIPOU3BOJICTBA. 3aBUCUMOCTb CTPYKTYpHI cityx0bl JIOY 0T KonuuecTBa MocTymnaroumux o00-
pamieHuii B opranm3aiuio (0ropo, ceKkTop, oTael, cekperapb). Knaccudukanus oOpamieHui
(BHJI, KOJIMYECTBO OOpaTUBIIMXCS, (opMa).

Opranuzanus npuema noceturenei. ITuka npuema. ['apanTuu 6€30MacHOCTH Tpax-
JTAaHWHA B CBsI3M ¢ ero oOpamenueM. [lopsgok mpueMa u nepBUYHON 00pabOTKH JOKYMEHTOB.
Perucrpamnus obpamenuii rpaxkaad. [lopsaok 3amonHeHus >KypHAIOB PETUCTPALUU U PETu-
CTPaLlOHHO-KOHTPOJIbHBIX KAPTOYEK.

Cpoku paccMoTpeHMs oOpaieHuil rpaxkaad. Hanpasienue oOpaleHus Ha UCIOJIHE-
HUe. PemeHne BOMpOCoB, MOAHATHIX B 00OpalIeHuAX rpaxaaH. TpeOoBaHus, MPeIbsIBIsIEMbIe
K pemeHuto. KoHTpoub 3a McroHeHeM 00pallleH!H, perucTpaioHHO-KOHTPOJIbHBIE KapTo-
Teku. OpraHu3zanusi KOHTPOJISl UCIIOJIHEHUs JJOKYMEHTOB € MCIOJIb30BaHUEM CPEJICTB BbIUKC-
JUTEIbHON TEXHUKH.

Opranu3zanus MHPOPMAMOHHO-CIIPAaBOYHON paboThl 1o oOpaleHusM. ABTOMaTH3a-
111 UH(HOPMAIIMOHHO-CIIPAaBOYHOM pabOThI IO OOPAIIEHUSIM.

Ananu3 n o0oO0mieHne paboThl ¢ MPEATOKEHUSIMH, 3asBICHUAMU U JKal00aMu Ipaxk-
JaH. 3HaueHUe aHaJIUTHYeCKON paboThl ¢ oOpaleHUsMHU rpaxiaaH. MeToauka aHanmuza U
0000menusi. PopmMupoBaHue aeI.

DKcnepTu3a HEHHOCTU JOKYMEHTOB. [10AroToBKa TOKYMEHTOB K MOCIEAYIOLIEMY ap-
XUBHOMY XpaHEHHUIO U HCIONb30BaHN0. CPOKM XpaHEHUs: 0OpalleHui.

Bomnpoc 29. /le1oBoe nucbMo0: pa3HOBUIAHOCTH, SI3bIK U CTHJIb

Annomayus. TIoHATHS «I€TTOBOE MHUCHMOY, «JI€JI0Basl MepenucKa». XapaKTepuCTHKa Je-
JIOBBIX MHCEM TI0 CTETIEHU JOCTYIMHOCTHU COJEpIKaIlleiicss B HUX WH(GOpMAIlUH, 10 CPOKaM HC-
IIOJIHEHUS, 110 O6’BeMy, 10 BUY I/IH(i)OpMaHI/II/I, 110 CTHUJIKO MU3JIOKCHUA, ITO KOMIIJICKTHOCTH, I10
KOMIIO3UIMH, M0 CIMOCO0Y aJpecoBaHUS W JAPYTUM TMpu3Hakam. YacTHeIe U OQUIIMATHHO-
JIEJIOBbIE MMHUChMA.

Crtpykrypa nenoBoro nmucbMa. Obmue TpeGoBaHUS K CTPYKTYpE, CTHIIIO H3TOKCHHS H
odopmiieHns nenoBeIX nmuceM. CpoKHM TMOJATOTOBKH M 00BeM JenoBbIX muceM. [loaroroska
WHULIUATUBHBIX JEJIOBBIX IMHCEM, OTBETHBIX JIEJIOBBIX MTUCEM.
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OcobenHoctu coctaBiieHHs U odopmiieHHs AenoBoro muchkMa. OOs3aTenbHbIC U (a-
KYJIbTaTUBHBIE PEKBU3UTHI UcbMa. [IpaBuia HanucaHus NOYTOBOIO aJpeca B COOTBETCTBUU C
«[IpaBunamu oka3zaHusl YCIyT TOYTOBOM CBs3m» (2023).

S3BIK ¥ cTHIIB AenoBOro mucbMa. OO0Immas XapakTepuCTUKa CTHIIS O(PUIMAIBHON JTOKY-
MeHTanuu. YepTsl oPUIMATBLHO-IENIOBOr0 CTUs. Pa3HOBHIHOCTH OQUIMATBEHO-/IETIOBOTO
cTuiisi. MecTo B cucTeMe CTUIIeH pyCCKOTo JIMTepaTypHOro s3bika. Kimaccudukanus ommook,
pacrpoCTpaHEHHBIX B O(pUIIMAIEHO-JIETOBOM JINTEpaType.

SI3bIKOBBIE U CTHIIMCTUYECKHE OCOOEHHOCTH JIENIOBOr0 MUChbMa. TUIMHYHbBIE OIUUOKYU TIpU
MOJTOTOBKE JEJOBBIX MHCEM (JISKCHUECKHE, IpaMMaTU4YecKHe, CTUINCTUYECKHe, (ppa3zeoo-
rudeckue, opdorpapuueckre, NyHKTyallMoHHbIe). [IpaBuia CKIIOHEHHSI HEKOTOPBIX UMEH U
damunuii. ITUKET NEIOBON MEpEenUCKU. JTUKETHAs paMKa mucbMa. DopMysbl IPUBETCTBHA,
oOpaitieHus. 3aKIIFOUYUTENbHbIE POPMYJIbI BEXIUBOCTH.

Bomnpoc 30. ITpoToko/ ¥ 3 THKET AUIIOMATHYECKON NepenucKu

Annomayus. 1lonsiTHe TOKyMEHTa B IUIUIOMaTH4ecKol nepenucke. yHkuuu numio-
MaTHYECKUX JOKYMEHTOB M HX DPOJIb B AUIUIOMATHYECKOM NpaKTHKE. J(MIIOMaTudecKuil
S3BIK: (PYHKIMOHAJIBHOE HA3HAUEHUE, JIUTEPATYPHO-INHTBUCTUIECKHE, CTHIIMCTHYECKHE 0CO-
OCHHOCTH.

OcHOBHbIE BU[bl JUIIOMAaTHYECKUX JTOKYMEHTOB. JIMYHOE NMHUCHMO, JIMYHAs HOTA,
BepOasibHasl HOTA, MaMATHas 3anucka. JIOKyMeHThl BHEIIHEH JUIUIOMAaTHYECKON MEepenHCKH.
JIOKyMEHTBI BHYTPUBEIOMCTBEHHON JUIITIOMATHYECKON ITEPEITUCKHU.

TpeboBaHMs K JUIIIOMAaTUYECKUM JTOKYMEHTAM.

[TonroroBka AWUIUIOMATHYECKOTO JOKyMeHTa. DOpMBI M 0COOEHHOCTH O(OopMIICHHUS
pas3INYHBIX BUJOB JUINIOMAaTHUECKUX TOKYMEHTOB. BbIOOp Buaa u Gopmbl TokymeHTa. Me-
TOJIMKA ONPEJENICHUs BUIA JOKYMEHTa. DJIEMEHTHI TeKCTa. BCTyNUTENbHBIN U 3aKIIIOUUTEIb-
HbI BEXJIMBBIE KOMIUITMMEHTBI. OOpallieHus W TUTYyJIoBaHUA. Pacchlika AMIIIIOMaTHYECKUX
JIOKYMEHTOB.

1.3.3. Tunogvie npakmuko-opueHmuposanHvle 3a0aHus,
6bIHOCUMBbLE HA 20CYOAPCHIBEHHbBLIL IK3IAMEH

3aoanue 1. Onpenenute BUJ JIEJIOBOrO MUChbMa MO (PYHKIIMOHAIBHOMY Ha3HAYCHHMIO,
[0 CTENEHHU JOCTYMHOCTH cojepialleics B HeM nHpopMaluu, no oobemy, 1o Buay UHpop-
Maly, 0 KOMITO3UIIMH, 0 CTUJIIO U3JI0KEHHS.

3aoanue 2. YxaxuTe HETOUHOCTH B OGOpPMIICHHM MH(DOPMALIMOHHOW U CIyKEOHOM
YacTH JIeIOBOTO MHChMAa.

3aoanue 3. OTpenakTUpyTe BHICKA3bIBAaHUS OPUIIUATBLHO-IEIOBOTO CTHIIA. Y KaKUTE
BUJ] PEUEBON OLIMOKH.

3aoanue 4. Onumurte CTPYKTYpy (KOMITO3HMIIMIO) JEJIOBOTO MUCHMA, BBIIETUTE CO-
CTaBIAIONINE HHPOPMALMOHHOM U CITy)eOHOM YacTu.

3aoanue 5. Packpoiite abOpeBHaTypy U YKaKWTE MOJTHOE HaUMEHOBaHUE (eaepaib-
HBIX OPraHOB MCIIOJIHUTEIbHOMN BIIACTH.

3aoanue 6. Haiinure ommOku B 3amucu 00 YBOJbHEHUH, BHECEHHBIE B TPY/OBYIO
KHIDKKY paOOTHHKA, YBOJICHHOTO 32 MOSIBIICHHE HA Pa0OTe B COCTOSHIH aJIKOTOIBFHOTO OIIhSI-
HECHHS.

3aoanue 7. Haiinute ommOKM B JOKJIAJHON 3allUCKe O MepeBojie pabOTHUKA C OJHOM
JOJDKHOCTH Ha JIPYTYIO ¥ BHECEHUW M3MEHEHUH B ITATHOE PAaCIUCAHUE.

3aoanue 8. Opopmute HEOOXOAUMBIE JOKYMEHTBI Ha OT3bIB 3asBJICHUS 00 YBOJIbHE-
HUH.

3aoanue 9. Haiinute ommOKu, 1OMyIIeHHbIE TPU 0(QOPMIICHUN YBEJIOMIICHHUsT paboT-
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HUKa O BpEMEHHU Hauaja OTIycKa.

3aoanue 10. Haiinute ommOKy, JONYIICHHBIC IPH COCTABICHUH CITY>KEOHOTO MUChbMa
YBOJIGHHOMY COTPYJIHHUKY O BblJ1aye TPYJOBOU KHHKKH.

3aoanue 11. Halimute ommOku ipu oOPMIICHUH 3asBIICHUS O TIEPEHOCE OTITYyCKa Ha
JIPYyTroM CPOK.

3aoanue 12. Yxaxure, Kakue OIMOKH OBUIH JOMYIIEHBI MPH O()OPMIICHUHU TpUKa3a
00 yBOJIbHEHHH paOOTHHUKA B CBSI3H C COKPALICHUEM IITATOB.

3aoanue 13. Yxaxute, Kakue HEOOXOIUMBIC PEKBU3UTHI OBLIM TPOIYIICHBI IPH
ohOopMIICHUH PEIIeHHs 00IIero coOpaHus opraHu3anuu (YIpeKIeHus).

3aoanue 14. Yxaxure, Kakue U3 NEPEUUCICHHBIX COOpaHUH, COBEIIAHMA, 3aCeIaHMA
MoJJIeKaT 00s3aTeIbHOMY MPOTOKOJIUPOBAHUIO.

3aoanue 15. Haiinure ommOKu, JOMYIICHHbIE PU COCTABICHUH Tele(OHOTPAMMBL,
HEOOXOAMMOM B KOHKPETHOM YITPaBICHYECKON CUTYaIlUH.

1.4. MeToauvecKkue MaTepuaJibl, ONpeae/siionue npoueaypy oueHuBaHus pe3yJbTaToB
OCBOEHHS OCHOBHOM NpogdeccHOHAIbHOII00pa30BaTeIbHOM POrPaMMbI

1. HopmaTuBHO-MeTOIMUECKOE OOECIIEUeHHe TOCY/apCTBEHHON UTOTOBOM aTTecTa-
MU 00YYaIOIIMXCs, BKIIIOYAs MPOLEypy MOJa4l U PACCMOTPEHUS amleUISIUH, OCYIeCTBIs-
ercsi B cooTBeTcTBUU ¢ «llopsiikoM mpoBeNeHHs roCy1apCTBEHHOW UTOrOBOM aTTeCTaluH 110
o0pa3oBaTelbHBIM IpOorpaMMaM BBICIIET0 00pa3oBaHus — MporpaMMaM OakalaBpHara, Mmpo-
rpaMMaM CIIeHUalIUTETa U IIporpaMMaM MarucTpaTypsl (yTB. Ipuka3oM MuHucTepcTBa 00pa-
30BaHus U Hayku P® Ne 636 ot 29.06.2015 ¢ u3Mm. u gom. ot 09.02.2016 Ne 86, 28.04.2016 Ne
502) u nokampHBIM aKTOM (TIOJIOKEHHEM) oOpa3oBarenbHO «O MOpsIIKe MPOBEACHUS TOCY-
JapCTBEHHOI uTOoroBoi arrectarum» (yrB. 30.05.2016 1.)

AHanu3 ¥ MOHHUTOPHUHI TOCYJAapCTBEHHOW WTOTOBOM aTTECTAalUU IPEICTaBICH B
€XKeroJIHOM COOpHUKE CTaTHCTUYECKUX MaTepuanoB: «l ocymapcTBeHHass UTOrOBasi aTTecTa-
U,

2. B nepuox noAroToBKH K roCyAapCTBEHHOM MTOTOBOM aTTECTAllMM U €€ IPOBEc-
HUSL HEOOXOMMO UCIIOIb30BaTh (POH OLIEHOYHBIX CPEJACTB:

— IepevyeHb KOMIETEHILUH, KOTOPBIMU JIOJDKEH OBJIAZETh 00ydJaroLuiics B pe3ynbTa-
T€ OCBOEHUSI OCHOBHOM INpodeccnoHaibHOI 00pa3oBaTenbHON IporpaMMel (cm. 1. 1.1);

— OINMCAHME IOKA3aTeled W KPUTEPUEB OLICHUBAHUSA KOMIIETECHLUM, a TAKXKeE IIKal
OLICHUBaHMSI (KPUTEPUH OLIEHKH PE3YNIbTAaTOB CAAYM FOCYAApPCTBEHHOTO 3K3aMeHa) (cM. 1. 1.2);

— TUIIOBBIE KOHTPOJIbHBIE 3aJIJaHHsI UM UHBIE MaTepHalibl, HEOOXOAUMBIE JJIsi OLIEHKU
PE3yAbTaTOB OCBOCHHSI OCHOBHOM MPO(heCcCHOHATFHOM 00pa3oBaTenbHOM MporpamMMsl (cM. 1. 1.3).

3. K rocynapcTBeHHON MTOrOBOM aTTeCTAllMU JOMyCKaeTcs oOydaroluiics, He UMe-
IOIIMHA aKaJJeMUUYEeCKON 3aJJ0JPKEHHOCTH M B IOJHOM OO0beMe BBIOJHUBIIUN y4eOHBIN IUIaH
WM WHIUBUAYATBHBIM Y4eOHBIN TUTAH MO COOTBETCTBYIOIIECH 00pa3oBaTEebHON MpOrpamMme
BhICIIETr0 00pa30BaHusl.

4. Bo BpeMsi TOCy1apCTBEHHOT'O SK3aMEHAa HUCIOJIb3YIOTCS:

— KOIIMH BCEX MPUKA30B, CBA3aHHBIX C FOCY1apCTBEHHON UTOTOBOM aTTECTALlUEN;

— TanKa Ha KaXXJ0ro 00y4arolerocs, AOMYIIEHHOTO K FrOCy/1apCTBEHHOMY 3K3aMEHY,
coJiep Kallias 3a4eTHYI0 KHUXKKY, JINYHYIO U Y4eOHYI0 KapTOUKH, MaTepHallbl U3 MOPTHOINO U
T. 1.);

— IporpamMmma rocyapcTBEHHOI0 3K3aM€EHa;

— JIBa KOMIUIEKTa OJIAHKOB OMJIETOB TrOCY/IapCTBEHHOTO K3aMeHa (YCTaHOBJIECHHOTO
o0pa3ia) 1 NpUIOKEHHUs K HUM, [TOJITOTOBJICHHbIE HA OCHOBE ()OH/Ia OIICHOUHBIX CPEJICTB;

— OIKCaHUE IIKaJIbl OLEHUBAHUS;

— 3K3aMEHAIMOHHAsl BEJOMOCTb I'OCYJapCTBEHHOT'O 3K3aMEHa;

25



— CIIPaBOYHBIE, METOIMYECKHUE U UHBIC MAaTEPHAIIBI;

— ONaHKU JJI1 YCTHOTO OTBETA.

5. Jlysg o0y4aromuxcsi U3 4UCiia MHBAIMJIOB TOCYAApCTBEHHAS UTOTOBAs aTTECTAIIUS
MIPOBOAMTCS OPTaHU3AIMEH C YIETOM OCOOEHHOCTEH MX MCUXO()HU3NIECKOTO PAa3BUTHS, HH]U-
BHUIYJIbHBIX BO3MOXKHOCTECH M COCTOSIHHSI 3/I0POBbS (Z1ajiee — WHIUBHUIYyaIbHBIE OCOOECHHO-
ctH). [Ipu mpoBeneHNN TOCYIapCTBEHHONH MTOTOBOW aTTECTAIlMM O00ECIeUnBaeTCsl COOJII0Ie-
HUE O0mMX M crenudUuuecknx (B 3aBUCUMOCTH OT WHIUBUIYAIbHBIX OCOOCHHOCTEH 00yd4a-
Io1uxcs) TpeOoBaHU.

2. PEKOMEHJALIIMU OBYYAIOIIIMMCHA 110 IIOAT'OTOBKE K
I'OCYJAPCTBEHHOMY 3K3AMEHY

K rocynmapcTBeHHOI MTOTOBOW aTTECTAIlMM JOMYCKAIOTCs 00yJaromuecs, He UMEIo-
M€ aKaJIeMUYECKOM 3a0KEHHOCTH U B TIOJTHOM 00beME BBIIMOTHUBIINE YUYSOHBIN IIJIaH WU
MHAMBUAYaJIbHBIN Y4eOHBIH IJIaH 110 COOTBETCTBYIOIIEH OCHOBHON ITpo(ecCHOHaIbHON 00pa-
30BaTEIbHON MPOrpaMMe BBICIIET0 00pa30BaHMUS.

Ilenbp rocyaapCTBEHHOW HMTOrOBOW AaTTECTAlMU — ONPEAECIEHUE COOTBETCTBHUS pe-
3yJIbTaTOB OCBOEHUSI 00YUaIOIIUMUCS OCHOBHOM IMpodeccnoHanbHOi 00pa3oBaTenbHON TPo-
rpaMmbl  TpeOOBaHUSAM (penepabHOTO TOCYIApCTBEHHOTO 00pa30BaTENLHOTO CTaHAapTa
BBICILIEr0 00pa30BaHUs MO HANPaBIECHUIO MOArOTOBKHU 46.03.02. JIokyMEHTOBEACHHUE U apXU-
BOBEJICHHUE.

l'ocynapcTBeHHast UTOroBasi aTTECTAalMsl IPOBOJUTCS B CPOKU, YCTAHOBIICHHBIC Ka-
JCHJAPHBIM y4eOHBIM rpaduKoM, 10 HampaBieHuto noarotoBku 46.03.02. JlokymeHnToBee-
HUE U apXUBOBEJICHUE.

B rocynapcTBeHHYI0 HTOrOBYIO aTTECTALlMI0 OOYYaroIIMXCs MO HANpaBJICHUIO MOJ-
rotoBku 46.03.02. [JokyMEHTOBEACHUE U ApXUBOBEICHUE BXOMT:

— MOJrOTOBKA K CAaye U cjauya roCy1apCTBEHHOIO SK3aMEHa;

— MOJTOTOBKA K MPOIEAYPE 3alIUThI U 3alIUTa BHITYCKHON KBaTM(UKAIIMOHHOM pa-
OOTHI.

l'ocynapcTBeHHBIN PK3aMEH TMO3BOJSET BBIABHTH COPMHUPOBAHHOCTH BCEX KOMIIE-
TEHIUH, ONpeIeNIEHHBIX B Y4eOHOM IUIaHe JUIsl TOCYJapCTBEHHOI'O SK3aMEHa, TEOPETUUECKYIO
Y TIPAKTHUYECKYIO TTOJTOTOBKY BBITYCKHUKA K PEIICHHUI0 MPodeccHOHANbHBIX 3a/1a4. B OueTs
roCy/IapCTBEHHOI'O 3K3aMeHa BKJIFOUEHBI BONPOCH! U MPAKTUKOOPUEHTUPOBAHHBIE 3a/1aHUs 110
TUCITUIIIMHAM 00s3aTeNbHOM YacTu MporpaMMbl OakanaBpuata «Jlokymentoseaenuey, «Kaa-
POBOE NIE€JOMPOU3BOJICTBO» M AMCUUILIMHAM YacTH, pOPMHUPYEMON y4acTHHKamMH oOpa3oBa-
TEIbHBIX OTHOWIEHMH «JlenoBas mepenucka», «lIpakTukym 1O OpraHu3alMOHHO-
pacropsiANTEILHON JJOKYMEHTAITUN».

l'ocynapcTBeHHBINM 3K3aMEH MPOBOAUTCS YCTHO.

JIJ1st MOITOTOBKM YCTHOT'O OTBETA MO OWJIETY TOCYAapCTBEHHOTO dK3aMeHa o0ydaro-
nieMycst OTBOAMUTCS He Oosee 1 daca, Ha OTBET 1o OomneTy — 10 30 MUHYT.

Pe3ynbTaTthl rocynapcTBEHHOIO SK3aMEHa OINPENENSIOTCS OLIEHKaMH «OTJIUYHOY,
«XOPOLIOY», «YyAOBIETBOPUTEIBHO», «HEYIOBIETBOPUTEIBHO». OLEHKH «OTIUYHO», «XOpO-
I0», «YAOBJIETBOPUTEIHHO)» 03HAYAIOT YCIIEUTHOE MPOXOXKACHUE TOCYJapCTBEHHOTO 3K3aMe-
Ha U SBJISIOTCS OCHOBAHHUEM JIJISl IOMYCKa OOYYaIoIIErocs K 3alluTe BBITYCKHOW KBaTu(UKa-
nuoHHOM paboThl. Illkana oueHMBaHMS (KpUTEPUM OLEHKU pPE3yJbTaTOB CAayd rocynaap-
CTBEHHOI'0 9K3aM€Ha) MPE/ICTABIICHA B 1. 1.2.2 HACTOSIIEr0 U3JaHusl.

Jlia ycrnemHo# cliadu rocyJapCTBEHHOTO 3K3aMeHa oOydaromuiicss JOJDKEH Ioce-
TUTH TMPEIIK3aMEHAIMOHHYIO KOHCYJIBTALMIO MO BOMPOCAaM IMPOTrpaMMbl TOCYAapCTBEHHOTO
sk3aMmeHa. [Ipensk3ameHanMOHHAs KOHCY/IbTAlMs BKJIIOYAeTCS B pacIUCaHHe rocyaapCTBEH-
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HOM UTOTOBOM aTTeCTAIlMU, KOTOPOE YTBEPKAAETCA HE MO3/IHee yeM 3a 30 KajeHIapHbIX THEH
JIO0 JTHSI IPOBEJICHUSI TOCYAAPCTBEHHOTO SK3aMeHa.

[ToAroToBKY K rocyJapCTBEHHOMY 3K3aMEHY CIIeAyeT HauyWHATh C O3HAKOMJICHUS C
MPOrPaMMOM TOCYJapCTBEHHOTO 3K3aMEHa, KOTopas JOBOAMUTCS 10 CBEICHHUS OOYyJaromInuxcs
HE TIO3/THEE YeM 3a 6 MECSIIEB 0 Hayaia rocy1apCTBEHHONH UTOTOBOM aTTECTAIINH.

Oco0OenHo cienyeT oOpatuTh BHUMaHue Ha 1. 1.3.2 «AHHOTalMU K BOIPOCAM, BBI-
HOCHUMBIM Ha TOCYJapCTBEHHBIN 3k3aMeH» M. 1.3.3 «TumoBble MpakTUKO-OPUEHTHPOBAHHbBIC
3a/laHusl, BRBIHOCUMbBIC Ha TOCYIAPCTBEHHBIA dK3aMeH». TeKCT aHHOTAauu (PaKTUIEeCKH Mpe-
CTaBJISIET COOOM COJEPKATEIBbHYIO CTPYKTYpPY OTBeTa. B moMoIs /yisi IOArOTOBKH K TOCYyIap-
CTBEHHOMY 3K3aMEHY MPUBOIUTCS CHUCOK JUTEPATyphl (CM. M. 3) U MHTEPHET-UCTOYHUKOB
(cm. 1. 4).

[Tpu moaroTOBKE K OTBETY HA BOIIPOCHI OMIIETa TOCYJAPCTBEHHOTO YK3aMEHAa B OJIaH-
K€ JUIsl YCTHOTO OTBETa HEOOXOJIUMO COCTABUTh Pa3BEPHYTHIN IJIaH, OPUECHTUPYSACH HAa MaTe-
puanibl iporpammel. [Ipu HE0OXOIUMOCTH OTAETbHBIC (PPAarMEHTHI OTBETa MOXHO MPUBECTH
MOJIHOCTBIO (HAMpUMeEp, OMPECICHUS UCIOJIb3yeMbIX MOHATHH). OTBET Ha BONpOC Oumiiera
HY)KHO HA4YUHATH C 06HII/IX HOJ'IO)KGHI/Iﬁ U ITOCTCIICHHO HGpGXOI{I/ITL K 3BHAUYUMBIM ACTAJIAM.

BaxkupiMu moKazaTeiasiMi rpaMOTHOTO OTBETAa HA TOCYJApPCTBEHHOM JK3aMEHE SIBJIsI-
IOTCSI: CTPYKTYPUPOBAHHOE U YETKOE U3JIOKEHHE TEOPETUUYECKOTO MaTepHaia, BhIpayKEHHAsS
aBTOPCKasl TO3UIMS, JEMOHCTpAIMS TOHWCKAa pENICHUH B HECTAHJAPTHBIX IMPAKTHKO-
0pI/I€HTI/IpOBaHHI)IX CI/ITyaIII/ISIX, JJOTMYHOCTB, YETKOCTD HpI/I OHpG[[GJ'IeHI/II/I I/ICHOJ'II)?;yeMI)IX I10-
HSATUH, YMEHHE JIeaTh BHIBOIbI; CTUIMCTUYECKH IPaMOTHAsI PEYb.

3. IEPEYEHD IIEYATHBIX " 9JIEKTPOHHBIX OBPA3OBATEJIBHbBIX "
HHOOPMAIIMOHHBIX PECYPOCOB, HEOBXOJAUMBIX UISA ITIOAT'OTOBKH K
TOCYJIAPCTBEHHOMY 3K3AMEHY!

3.1. IleyaTHble U (MJIK) JIEKTPOHHBbIE 00pa3oBaTe/IbHbIE pecypchl
Hopmamueno-npaeogvie ucmounuxku

1. Koncrutyuus Poccuiickoit denepannu (mpuHsATa Ha BCEHAPOJHOM TrOJIOCOBaHUU 12
nexadps 1993 r.).

2. Tpaxmanckuii koneke Poccuiickoit @enepanuu (qacts niepBas) ot 30.11.1994 Ne 51-
@3 (B moCIeAHEN peIaKIINm).

3. Kogexc Poccuiickoit ®enepauuu 00 aJMUHUCTPATHBHBIX NPAaBOHAPYUICHUSAX OT
30.12.2001 Ne 195-®3 (B mocneaHel peakium).

4. Tpynosoii kogekc Poccuiickoit ®@eneparuu ot 30.12.2001 Ne 197-®3 (B mocneanei
peIaKIvm).

5. 3akon Poccuiickoii @eneparuu ot 21.07.1993 Ne 5485-1 «O rocynapcTBeHHOU
TaliHe» (B MOCIEIHEN PeIaKInn).

6. DenepanbHblil 3ak0H «O cTangaptuzanuu B Poccuiickoit @enepanuun» ot 29.06.2015,
No 162-®3 (B mocnenHel peaaKium).

7. ®enepanpHbiil 3ak0H OT 08.02.1998 Ne 14-D3 «OO6 obiecTBax ¢ OrpaHUYEHHON OT-
BETCTBEHHOCTHIO» (B MOCJICTHEH PEIAKIIHH ).

8. ®enepanbHbIIl KOHCTUTYIMOHHBIN 3aKoH 0T 25.12.2000 Ne 2-®DK3 «O I'ocynapcrBen-
HOM TepOe Poccuiickoit @eneparuny (B mocaeHeN peTaKkium).

1 O6ecnieuenne o6ydaroIMXCs MHBATUIIOB U JIUI C OTPAHAYEHHBIMU BO3MOXHOCTSMHM 37I0POBbS TIEYATHBIMHU U
AJIEKTPOHHBIMH 00pa30BaTEIbHBIMH PECYpCaMU OCYIIECTBIIIETCS B (OPMAX, aJalTUPOBAHHBIX K OTPAHUYCHUSIM
UX 310pPOBBS.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

®enepanbHbiii 3akoH 0T 29.07.2004 Ne 98-03 «O xoMMepUecKkoil TaitHe» (B mocie-
Hel pefaKiun).

®depnepanbHbiii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM aene B Poccuiickoit
Oenepaunny (B mociieHENH peAaKIIUN).

®enepanbubiii 3akoH 0T 01.06.2005 Ne 53-®3 «O rocynapcTBeHHOM sA3bike Poccuii-
ckoii Denepannny (B mocieHed peaaKun).

®denepanbhbiii 3ak0H OT 02.05.2006 Ne 59-D3 «O nopsiike paccMOTpeHHs oOparieHuit
rpaxzaaH Poccuiickoit deaepanum» (B ociaeaHeN pelakiug).

®denepanbubiii 3akoH OT 27 urosst 2006 1. Ne 152-D3 «O nepcoHaIbHBIX JaHHBIX» (B
MOCJICTHEN peAaKIIun).

®denepanbhblii 3aK0H 0T 27.07.2006 Ne 149-D3 «O6 undopmaruu, nHGOPMAITMOHHBIX
TEXHOJIOTUSX U O 3aIuTe HHOpMAIU» (B OCIETHEH pelakLum).

®epnepanbhbiii 3akoH oT 6 ampenst 2011 1. Ne 63-D3 «O6 smekTpoHHON Toanucu» (B
MOCJICTHEN peaKIIun).

VYka3 Ilpesunenta Poccutickoit @eneparuu ot 30.11.1995 Ne 1203 «O06 yTBepKaCHUN
IEepPEeYHsl CBEICHMM, OTHECEHHBIX K T'OCYJapCTBEHHOM TaiiHe» (B HOCIEeAHEH penak-
1IHHN).

Vka3 Ilpesunenta Poccuiickoit @enepaunn ot 06.03.1997 Ne 188 «O6 yrBepkaeHuH
NepeyHs CBeICHUN KOH(UICHIIMATFHOTO XapakTepay (B MOCIEAHEN PelaKIIHH ).

Vka3 Ilpesunenta Poccuiickoit @enepanuu ot 22 utoHs 2016 r., Ne 293 «Bomnpockr
®DenepalibHOTO ApXUBHOTO areHTCTBa (B MOCIEIHEH PEeIaKIIUN).

Pacniopsxkenue Anmunuctpauuu Ilpesunenra Poccuiickoit denepannn u Anmnapara
npaBuTenabcTBa Poccuiickoit @enepamuu ot 16.07.2008 Ne 943/788 [O mepeune mod-
HBIX M COKpAILICHHBIX HAaUMEHOBAHUN (efepalbHbIX OPraHOB MCIOJHUTENIBLHOMN Bila-
ctH] (B mocieaHeN pelaKiiim).

ITocranoBnenue ['ocygapctBenHoro komurera Poccuiickoit @enepannu 1Mo CTaTUCTH-
ke oT 05.01.2004 Ne 1 «OO6 yTBepkIeHUU YHUPHUIMPOBAHHBIX (OPM MEPBUYHOM
YUETHOM JTOKYMEHTALUU 110 YYeTy TPYyJa U €ro OIUIaTh».

[TocranoBnenne Muntpyna P® ot 10.09.1993 Ne 152 «O6 yrBepxaenun Hopm Bpe-
MEHH Ha paboThl 10 aBTOMATU3UPOBAHHON apXUBHOM TEXHOJOTUU U TOKyMEHTAllMOH-
HOMY 00€CIIeueHHIO OPraHoOB YIpaBJIeHHs» (B MOCIEIHEH pelaKlnn).

[TocranoBnenne Muntpyna P® ot 26 mapra 2002 r. Ne 23 «O6 yrBepxkaenun Hopm
BpEMEHH Ha paboThI M0 JOKYMEHTAIIMOHHOMY O0ECTIEYEHUIO YIPABICHUECKUX CTPYK-
Typ (enepalbHbIX OPraHOB HCIIOJHUTENbHON BiacTh» // bromnerenp Munucrepcra
TpyJla u colranbHoro pa3sutus Poccuiickoin @enepannu, 2002.

ITocranoBnenue IlpaBurensctBa Poccuiickoit @enepanuu ot 16.04.2003 Ne 225 «O
TPYAOBBIX KHIKKaX» (B MMOCJIEHEN peaaKum).

[Tocranosnenue IIpaBurenscrBa Poccuiickoit ®eneparun ot 15.09.2008 Ne 687 «O06
yrBepxaeHUn [lonoxxeHns o0 0COOEHHOCTSIX OOpaOOTKM MEPCOHANBHBIX JIaHHBIX,
OCYILECTBIIsIEMON 06€3 UCIOIb30BaHUS CPEACTB ABTOMATH3ALII.

[TocranoBnenue IIpaBurensctBa Poccuiickoit denepannu ot 15.06.2009 Ne 477 «O0
yTBepkaIeHUH [IpaBuil 1enonpoun3BocTBa B (peiepanbHbIX OpraHax WCHOIHUTEIbHOM
BJIACTH.

[Tono>xeHne o mopsAAKe JOCTyNa K MaTepuagam, XpaHsaIuMcs B TOCYJapCTBEHHBIX ap-
XMBAaX M apXHWBaxX I'OCYJApCTBEHHBIX OpraHoB Poccuiickoii denepanuy, NpeKpamieH-
HBIX YTOJIOBHBIX Y aJMUHHCTPATUBHBIX JI€JI B OTHOLUEHUH JIMILI, TIOJBEPTIINXCS MOTH-
TUYECKUM PETPECCHSIM, a TaKXKe (PUIbTPAIIIOHHO-TIPOBEPOUHBIX Jie] : (YTB. IPUKA30M
M-Ba KyabTypbl U MaccOBbIX KOMMyHUKauuii PO, M-Ba Buyrpennux nen PO, dene-
panbHOI cityx0a 6ezonacHocTu PD ot 25.07.2006 rona Ne 375/584/352, 3apeructpu-
poBaH B Muntocte Poccun 15.09.2006, peructpannonusiii Ne 8296).
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41.

Enunbiii kBanuuKaMOHHBIA CIPABOYHUK JTOJDKHOCTEH PYKOBOAMTEINICH, CIEIIAAIH-
CTOB M CIIy)Kalux, pazznen «KBanmpukaluoHHbIE XapaKTEPUCTUKU JOJDKHOCTEH pa-
OOTHUKOB T'OCYIapCTBEHHBIX apXHBOB, LIEHTPOB XPAHEHHUS JOKYMEHTAI[MH, apXHBOB
MYHUIIUTIATBHBIX 00pa3oBaHui, BEJJOMCTB, OpraHu3anuii, Jabopatopuii odecreyeHus
COXPAHHOCTH apXMBHBIX JOKYMEHTOB» (yTB. MpHKa30M MMUHHCTEPCTBA 3/IpaBOOXpa-
HEHUA U cormanbHoro pa3Butus Poccuiickoit deneparuum ot 11.04.2011, Ne 338n).
[Topsimok HCMONB30BAaHUS APXUBHBIX JIOKYMEHTOB B TOCYIApPCTBEHHBIX U MYHHIIH-
najgbHbIX apxuBax Poccuiickoit ®enepanuu (yrB. mnpukazom PacapxuBa oT
01.09.2017, Ne 143).

[TpaBuiia opraHu3alMyu XpaHEHHs, KOMIUIEKTOBAHUS, y4ETa U MCIIOJIb30BAHUS JTOKY-
MeHTOB ApxuBHOTO (hoHaa Poccuiickoit Deaepanuu 1 APYrux apXUuBHBIX JOKYMEHTOB
B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIPAaBIEHUS U OpraHU3aLUsIX
(ytB. mpukazom Pocapxusa ot 31 uromns 2023 r. Ne 77).

[TpaBuiia opraHu3anuy XpaHEHUs, KOMIUIEKTOBAHUS, y4€Ta U MCIIOJIb30BAHUS JIOKY-
MeHTOB ApxuBHOTO (hoHIa Poccuiickoii Deaepanuu 1 APYrux apXUuBHBIX JOKYMEHTOB
B FOCYJAApCTBEHHBIX U MYHHUIMIAJIbHBIX apXHBaX, My3esix U OMOIMOTEKaX, HAYYHbBIX
opranm3anusax» (yrB. npukazom Pocapxusa ot 02.03.2020 r., Ne 24).

[TpaBuiia opranu3aluu XpaHeH!s!, KOMIIJIEKTOBaHUS, Y4€Ta U UCII0JIb30BAHUS HAy4yHO-
TEXHUUYECKOH JOKYMEHTAIMU B OpraHax rocyJAapCTBEHHOH BIacTH, OpraHax MECTHOTO
CaMOYIPAaBJIEHUS, TOCYIaPCTBEHHBIX U MYHUIMIAIbHBIX OpraHu3anusax (yTB. IpHKa-
3om PocapxuBa ot 09.12.2020, Ne 155).

[TpaBuiia 1enonpou3BOACTBa B TOCYJApPCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMo-
yrpaieHus (yTBepKIeHbI mpukazoM Pocapxusa ot 22.05.2019 Ne 71).

TumoBsie HOPMBI BpEMEHH M BBIPAOOTKH Ha pabOTHI (YCIIyTH), BBITOTHSEMbIE (OKa3bI-
BaeMbI€) TOCYaPCTBEHHBIMU M MYHHUIIMIAIBHBIMHA apXuBamu (yTB. mpukazom Pocap-
xuBa ot 8 aBrycra 2022 r., Ne 111).

['OCT P 54471-2011/ISO/TR15801:2009 «Cuctembl 3IE€KTPOHHOTO JTOKYMEHTOO000-
pora. Ynpasienue nokymeHtanuend. Mudopmanms, coxpansemas B 3JEKTPOHHOM BH-
ne. PekomeHnganuu no o0ecreyeHnto JOCTOBEPHOCTH U HA/IEKHOCTH.

I'OCT P 53898-2010 «Cuctemsbl 31€KTpOHHOTO JOKYMeHTooOopoTa. B3anmozeiicTaue
CHCTEM YyIpaBJIeHUs JOKyMEHTaMu. TpeOoBaHUs K 3JIEKTPOHHOMY cOoO0IeHH0. — M.,
2010.

I'OCT P 53898-2013. CucremMa 371€KTpPOHHOTO JTOKyMeHTooOOpoTa. B3anmonelicTeue
CUCTEM YNpaBIEHUS JTOKyMEHTaMH. TeXHHuyeckue TpeOOBaHUS K AJIEKTPOHHOMY CO-
obmenuto. — M., 2013.

'OCT P 7.0.95-2015. Cucrema ctannaptoB o nHhopmanuu, OUOIMOTEYHOMY U H3-
JaTeNIbCKOMY JIeNly. DJIEKTPOHHbIE JOKYMEHThl. OCHOBHbBIE BHJIbI, BHIXOJHBIE CBEJE-
HUS1, TEXHOJIOTUYECKUE XapaKTepucTuku. — M., 2015.

I'OCT P HUCO 30300-2015. CUBUJ. Undopmanus u poxkymeHtauus. Cucremsl
ynpaBieHus 1oKyMeHTaMHu. OCHOBHBIE TIOJIOKEHUS U ciloBapb — M., 2016.

I'OCT P UCO 15489-1-2019. Mudopmarus u JoKyMeHTalus. YpaBiIeHUE T0KyMEH-
tamu. Yacts 1. [lonatus u npuHuuns! u gpyrue. — M., 20109.

I'OCT P 7.0.109-2024 CUBU /. Uadopmarus u JOKyMEHTAIUsA. YTIpaBiIeHUE JTOKY-
MeHTaMu. Jloruueckas CTpykTypa, COCTaB METaJaHHbIX JTOKYyMEHTOB U TpeOOBaHHUS K
uX cojepxkanuio. — M., 2024.

['OCT P 7.0.8-2025 «Cuctema cTaHaapToB 1o HH(GOpMaIuu, OMOIMOTEUHOMY U U3/1a-
TeIbCKOMY Jieny. [lenonpou3BoACTBO U apXHMBHOE Je0. TepMHUHBI U OINpEAeTICHHS»
(YTB. 1 BBeJIeH B JieiicTBHe puka3oM DenepanibHOTr0 areHTCTBA 0 TEXHUYECKOMY pe-
rynupoBanuio U merposioruu ot 28.01.2025 r. [leiictyer ¢ 01.03.2025.). — M., 2025.
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54,

I'OCT P 7.0.97-2025 «Cucrema cranaapToB 1o wHGOpMaIi, OMOIMOTEYHOMY U H3-
narenbckoMy aeny. OpraHu3anoHHO-PACHOpSAUTENbHAsS TOKyMeHTauus. TpeboBa-
HUSL K 0QOPMIICHUIO TOKyMEHTOBY» (yTB. mpukazom denepanibHOro areHTCTBA M0 TeX-
HUYECKOMY PEryJIUpOBaHUIO U MeTposioruu oT 26.06.2025 r. Ne 622-ct. [leiicTByer
18.08.2025. — M., 2025.

NCO 15489-1-2001. «Mupopmanus u TOKyMeHTalus. Y IpaBieHue 3anucsiMu. Yactob
1. O6uue TpedoBanus». — M., 2001.

OK 011-93. O6mepoccuiickuii KI1acCU(pUKATOp YIPaBICHYECKOH TOKYMEHTAIHH.
MeTtoauueckre peKoOMEHAANU M0 pa3pad0TKe MHCTPYKLIUN MO JAETONPOU3BOJICTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMmoylipaBieHus (yTB. npuka3zom Po-
capxuBa ot 25.12.2020, Ne 199).

[lepeueHb TUTIOBBIX APXHBHBIX JOKYMEHTOB, 00pPa3yIOIINXCS B HAYYHO-TEXHHUECKOM
U MPOU3BOJICTBEHHON AESATETbHOCTH OpPraHu3allii, ¢ YKa3aHHEeM CPOKOB XpaHEHHS
(ytB. [Ipukazom Pocapxusa ot 28.12.2021, No 142).

[lepeueHb TUIMOBBIX YIPABIEHYECKUX apXUBHBIX IOKYMEHTOB, 00pa3yIOUIUXcs B MPo-
1LIECCE JIeATENbHOCTU TOCYJaPCTBEHHBIX OPTaHOB, OPraHOB MECTHOI'O CAMOYIIPABJICHMUS
U OpraHu3alui, ¢ ykazaHueMm cpokoB ux xpanenus (ytB. [Ipukasom Pocapxusa ot 20
nexabpst 2019 r, Ne 236.).

[TpumepHasi MHCTPYKIUS MO JEIOMPOU3BOJCTBY B FOCYAAPCTBEHHBIX OpPraHMU3AIIMIX
(yrB. mpuka3zom dexnepanpHoro apxuBHoro areHrcTBa oT 11.04.2018 r. Ne 44, — M.,
2018.

[IpruMmepHOE TONOKEHUE O MOCTOSIHHO JEHUCTBYIOLIECH JKCHEPTHOM KOMHUCCHUH y4dpe-
KACHUSI, OpTaHU3alUU, NMpeaAnpusTus (yTB. Mpuka3zoM ['ocyqapcTBEHHOI apXWBHOI
ciyx0b1 Poccuu ot 19.01.1995, Ne 2).

[TpumepHoe monoxenue o LlenTpanpHoi skcnepTHON Komuccuu (L[DK) munmcTep-
cTBa, BenomcTBa Poccuiickoit deneparuu (yrBepxacHO npukazom denepanbHoOil ap-
XUBHOM cyx0b1 Poccun ot 17.03.1998, Ne 19).

[TpumepHoe monokeHne 00 apxuBe opranuzanuu (yTB. npukazom denepaabHOro ap-
xuBHOTO areHTcTBa OT 11.04.2018 1., Ne 42).

[TpumepHOe ToJIOKEHUE 00 IKCIIEPTHON KOMHUCCHH OpraHu3aiuu (yTB. mpukazom dDe-
JIepabHOTO apXHUBHOTO areHTcTBa oT 11.04.2018, Ne 43).

[TpumepHOE moJ0)kKeHNEe 00 IKCIEPTHO-MPOBEPOYHON KOMUCCHUU HAay4yHOU OpraHu3a-
LM, BKJIIFOYEHHON B IIEPEYEHBb, YTBEPKIAEMBIN ITpaBUTENLCTBOM Poccuiickon dene-
paruu (yTB. prka3zoM denepaabHOro apXuBHOTO areHTcTBa oT 13.06.2018, Ne 61).
[TpumepHOe monokeHne 00 IKCHEPTHO-MPOBEPOUHON KOMHUCCHM YHOJIHOMOYEHHOTO
OopraHa HMCIIOJIHUTEIBbHOU BIAcTH cyObekTa Poccuiickoit @enepanuu B chepe apXuB-
Horo nena (yrB. nmpukazoMm dexnepanbHOro apxuBHoro areHtcrBa oT 13.06.2018, Ne
63).

Yueonan, memoouueckasn u nayunas numepamypa

AJMMHHCTpaTHUBHOE MpaBo : yueOHUMK / mox pen. JI. M. Pabuesa, O. U. Uynpuc. —
Munck : Bemmmiimas mkona, 2024, — 558 c¢. — Tekct : anexTpoHHsbIi // JlaHb : 31ek-
TpoHHO-OubOnmoreunas cucrema. — URL: https://e.lanbook.com/book/432356 (nata
obparmenust: 10.03.2026). — Pexxum noctyma: st aBTOpU3. MOJTB30BaTEIIEH.
Banamosa, 1. H. IIpaBoBble OCHOBBI pacCMOTpPEHUs OOpAIleHU# Ipa)/iaH : CIpaBOY-
nuk / Y. H. banamosa, C. H. 3aiikoBa, A. C. Kyckos. — M. : [Ipocnexkr, 2020. — 167 c.
— Texct : snekTpoHHbI // JlaHb : 37MeKTpoHHO-OMOMMOTeuHas cucrema. — URL:
https://e.lanbook.com/book/181173 (mata obpamenus: 26.11.2024). — Pexum mocTy-
na: JUIst aBTOPH3. M0JIb30BaTENCH.
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11.

12.

bproxanosa, E. A. Yrpasnenue nokymeHTamu : yuebnoe mocobue / E. A. bproxaHoga.
— 2-e u3n., pom. — bapuayn : Antl'Y, 2020. — 172 c. — TekcT : anexkTpoHHsblit // JIans :
ayeKTpoHHO-OMboTeunas cuctema. — URL.: https://e.lanbook.com/book/194866 (xa-
ta oopamenus: 26.11.2024). — Pexxum goctyma: 1uist aBTOPH3. MOIh30BATEICH.
bproxosa, O. FO. KagpoBoe aaMUHUCTPUPOBAHKE U SJCKTPOHHBIM JOKYMEHTOOOOPOT:
Kypc nekuui : yuebd. mocodbue / O. FO. bproxosa, A. C. Tumoxuna. — ExarepunOypr : ,
2023. — 199 c. — Tekcr : anekTpoHHbIN // JIaHb : 3IEKTPOHHO-OMOIMOTEYHAS CUCTE-
ma. — URL: https://e.lanbook.com/book/506783 (mara obpamenus: 09.03.2026). — Pe-
JKUM JIOCTYIA: AJIs aBTOPU3. MOJIb30BaTENCH.

['amycroBa, O. B. Cekperapckoe neno. Koncnexr nekuuii : yuae6. mocobue / O. B. I'a-
aycroBa. — M. : A-Ilpuop, 2012. — 128 c. — Tekcr : anexTpoHHbli // JIaHb : 31EKTPOH-
HO-OmbOmmoreunas cuctema. — URL: https://e.lanbook.com/book/10827 (maTa oOpare-
Hus: 27.11.2024). — Pexxum mocTyma: i1 aBTOpH3. TI0JIb30BaTEIICH.

Hmutpuesa, JI. Y. [udposuszamus JOKyMEHTHPOBAHHBIX cep YIpaBICHUECKOU Jiesi-
TeIbHOCTH : yueO. mocooue / JI. M. JImurpueBa. — HoBocubupck : HI'TY, 2021. — 92
c. — Tekcr : snexTponnslii // Jlanp : 3nekTpoHHO-OMOMMoOTEeYHas cucrema. — URL:
https://e.lanbook.com/book/306383(nara oopamenwust: 10.06.2023). — Pexxum nocryma:
JUIsl aBTOPH3. OJIb30BATEIIEH.

Eropos, B. I1. Jlenonpou3BoACTBO U peXUM CEKPETHOCTH : Y4eOHUK 171t By30B / B. I1.
Eropos, A. B. CiiuabkoB. — 6-¢ u3j., crep. — CII6. : Jlanw, 2025. — 312 ¢. — TekcT :
9JICKTpOHHBIN //  JlaHb  :  2JIeKTpoHHO-OMOMmoTeunas  cuctema. —  URL:
https://e.lanbook.com/book/503515 (mara obpamenus: 09.03.2026). — Pexxum nmocty-
ma: JJisl aBTOPU3. OJIB30BaTENECH.

Eropos, B. I1. JlokymeHnToBeIeHNE U IOKYMEHTAIIUOHHOE 00€CTICUeHUE YIIpaBiIeHUs B
yCIOBUSAX HUPPOBOM 3KOHOMUKHM : yued. mocobue mis cno / B. I1. Eropos, A. B.
CnunbKOB. — 4-¢ u3j., crep. — CIIO. : Jlanb, 2024. — 372 ¢. — TekcT : aneKTpoHHbI# //
CII6. : Jlamb, 2025. — 216 c. — Tekcr: snekTpoHHbIN // JlaHb : 3IEKTPOHHO-
oubmuoreunas cucrema. — URL: https://e.lanbook.com/book/458636 (mara oGpare-
Hust: 09.03.2026). — PexxuM goctymna: 1uist aBTOpU3. OIb30BaTENeH.
WNudopmannonHas 0€30MaCHOCTh W 3alllTa MEPCOHANBHBIX JAHHBIX COTPYTHHUKOB :
monorpadus / M. A. TlonyroBa, O. B. Crensmamenko, H. A. Anekcanaposa, B. C.
AntonoBa. — Yura : 3a0l'Y, 2022. — 250 c. — TekcT : anekTpoHHbIH // JlaHb : 2ek-
TpoHHO-OMONMoTeunas cuctema. — URL: https://e.lanbook.com/book/363386 (mata
obparenust: 26.11.2024). — Pexxum noctyma: Jjisi aBTOpU3. MOJTb30BaTEIEH.
WupopMalinoHHbIE TEXHOJIOTUU B JOKYMEHTAIIHOHHOM OOECTIeYeHHH YIpPaBICHUS H
apxuBHoM Jene : yueOHuk / H. H. Kynses, T. B. Konnpamosa, E. B. Tepentsena, A.
I'. ®abpuynoB ; mox obwm. pea. H. H. Kynses. — M. : Jloroc, 2018. — 408 c. — Tekcr :
ANEeKTpOHHBIH //  JlaHp : 2JeKTpoHHO-OMOnMoTeuHas cuctema. — URL:
https://e.lanbook.com/book/126122 (nata obparuenus: 10.06.2023). — Pexum nocty-
ma: JJis aBTOPHU3. OJIB30BaTENEH.

Kab6amos, C. 0. Opranuzauus paboTsl ¢ oOpallleHus MU IpaxaH B uctopuu Poceun :
yue6. mocodue / C. FO. Kabamos. — 4-e uza. — M. : ®JIMHTA, 2021. — 312 c. — Tekcr
: onekTpoHHBIM // JlaHb : dNEeKTpOHHO-OMOMMOTewHass cuctema. — URL:
https://e.lanbook.com/book/166553 (nara obpamenus: 26.11.2024). — Pexxum nocty-
ma: JUIsi aBTOPHU3. TTOJIb30BaTENEH.

Ka6amos, C. HO. YmpaBneHue qoKyMeHTaMH M O()HCOM MECTHOW aJMHHHCTPAIIHH:
nocobue it yrpasistorniero aenamu : yde0. mocobue / C. FO. Kabamo. — M. :
OJIMHTA, 2017. — 205 c¢. — Teker : anekTpoHHb // JlaHb : 3IEKTPOHHO-
oubnmmoreunas cuctema. — URL: https://e.lanbook.com/book/92923 (nata oOpareHwus:
26.11.2024). — PexxuM AocTyna: Ui aBTOPH3. MOJIb30BATEIICH.
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Kopnauiosa, A. A. 3amura nepcoHaNbHBIX JaHHBIX : yueO. mocodue / A. A. Kopauio-
Ba, /. C. FOnycoBa, A. C. Mcmarmnosa. — Yoa : baml'y, 2020. — 120 c. — Teker :
aNeKTpoHHBIM //  Jlamb : 9nekTpoHHO-OMONMoTeyHas cucrema. — URL:
https://e.lanbook.com/book/179914 (nara obpamenus: 26.11.2024). — Pexxum nocrty-
ma: JJisl aBTOpPU3. MOJIb30BaTENEH.

Kyrymesa, T. B. JlokymeHTanimoHHOE 0OecrieueHue yrpasieHus : yaeOHoe mocodue /
T. B. Kyrymesa. — PocroB-Ha-Zlony : ®enukc, 2023. — 238 c. — TekcT : 37eKTpOHHBIM
// Jlanb : ANIEKTPOHHO-OMOIMOTEYHAS cucTema. — URL:
https://e.lanbook.com/book/318845 (mata oOpamenus: 26.11.2024). — Pexum nocty-
na: JUIsi aBTOPU3. TIOJIb30BaTENEH.

Kysnenos, U. H. JlemoBoe nucemo : yued. nmocodbue / . H. Ky3nenos. — 11-¢ u3za. —
M. : HamkoB u K, 2021. — 196 c. — Tekcr : anekTpoHHbIH // JlaHb : 3I€KTpOHHO-
ouOmmoteuynas cuctema. — URL: https://e.lanbook.com/book/229250 (mara obOpare-
Hus: 09.03.2026). — Pexxum noctyma: i1t aBTOpU3. MOJIb30BaTEIICH.

Kysnenos, 1. H. [lenonpou3sBosactso : yued. mocodue / M. H. Ky3nenos. — 10-¢ u3m. .
M. : HamkoB u K, 2022. — 460 c. — Tekcr : anmekTpoHHbIH / JlaHb : 3I€KTpOHHO-
oubnuoreuynas cucrema. — URL: https://e.lanbook.com/book/277238 (nata oGparie-
Hus: 09.03.2026). — Pexxum nocTyma: 71 aBTOpH3. TOJIb30BATEIICH.

Kynses, H. H. JloxymentoBenenue : yueouuk / H. H. Kynsies ; mox penakuueii H. H.
KynseBa. — 2-e m3x. — M. : Jloroc, 2020. — 352 c. — TekcT : anexkrpoHHbId // JlaHb :
aneKkTpoHHO-Ouboreunas cuctema. — URL: https://e.lanbook.com/book/163044 (na-
ta oopamenus: 26.11.2024). — Pexxum goctyma: st aBTOPH3. IOIH30BATEICH.
Kynses, H. H. Kondunennuansnoe neaonpous3BOICTBO U 3aIIUIIECHHBIA AJIEKTPOH-
HBIN ToKyMeHToo0O0poT : yueOHuk / H. H. Kynses ; mox penakmnueii H. H. Kynsesa. —
2-e u3 ., nepepad. u gom. — M. : Jloroc, 2020. — 500 c. — TekcT : anekTpoHHbIH // JlaHb
. 3JIeKTpOHHO-OMOMoTeuHast cucrema. — URL: https://e.lanbook.com/book/163041
(mata obpamenus: 26.11.2024). — Pexxum gocTymna: i aBTOpHU3. MOJIb30BaTENeH
Kymaepyk, C. I1. JlokymeHTHast mTuHTBHCTHKA © yueO. mocodue / C. I1. Kymuepyk. —
8-e u3n., crep. — M. : ®JIMHTA, 2021. — 256 c. — Tekcr : anekTpoHHbIH // JlaHb :
3JIeKTPOHHO-OnOmoreuynas cucrema. — URL: https://e.lanbook.com/book/277934
(mata obpamenus: 09.03.2026). — Pexxum qoctyna: Ajst aBTOPU3. MOJIB30BATENECH.
Jlapun, M. B. Madopmanmonnoe odecnieuenue ynpasnenus : 2019-12-06 / M. B. Jla-
puH. — 2-¢ u3a. (o). — M. : PITY, 2019. — 280 c. — TekcT : anekTpoHHbIi // JlaHb :
ANEKTPOHHO-0MOMMoTeuHast cucrema. — URL: https://e.lanbook.com/book/129792 (na-
Ta obpateHus: 26.11.2024). — Pexxum goctyna: uist aBTOPHU3. MOJIb30BaTeNeH.
JlapskoB, H. C. loxymentoBenenue : yueOnuk / H. C. JlappkoB. — 3-¢ u3a. — M. :
[Tpocnekr, 2016. — 412 c. — Tekcr : 3iexTpoHHBIH // JlaHb : 3JIEKTPOHHO-
oubmuoreunas cucrema. — URL: https://e.lanbook.com/book/149964 (mara oGpariie-
Hus: 26.11.2024). — Pexxum mocTyma: 1 aBTOpU3. TIOJIb30BaTEIICH.

Maszeun, A. B. IIpaBoBbie OCHOBBI OpraHu3aii padoTel ¢ 0OpaIeHUsIMU TPaXaaH :
yuebHuk / A. B. Mazeun. — M. : PTY MUPDA, 2025. — 149 c. — TekcT : 21eKTpoH-
HbIH // Jlanp : 3JIEKTPOHHO-OUOIMOTEeYHAs CUCTEMA. — URL:
https://e.lanbook.com/book/504880 (mata obpamenus: 09.03.2026). — Pexum mocTy-
na: JUIst aBTOPU3. TOJIb30BaTeNeH.

Maneuesa, 1. ®. Meroauueckue peKOMEHIAIMU O BBIMOJHEHUIO BBITYCKHOW KBa-
TUQUKAIIMOHHON paboThl I HarpasiieHUs: MoATroToBKU 46.04.02 "JlokymeHTOBeIE-
HUE W apXuBoBeneHue" : MmeTonuueckue ykazanus / M. @. Mansuesa, O. I'. Caska, C.
B. T'opkym. — M. : PTY MUPDA, 2022. — 120 c. — Tekct : anexTpoHHsIii // Jlans :
anekTpoHHo-Onbmoreunas cuctema. — URL: https://e.lanbook.com/book/256829 (na-
Ta obpateHus: 26.11.2024). — Pexxum goctyna: 1yt aBTOPHU3. I0JIb30BaTeNeH.
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24.

25.

26.

217.

28.

29.

30.

31.

32.

33.

34.

Huxudopos, C. H. Meroas! 3amutsl nHpopmanuu. [laponu, ckpeitue, mudpoBanue /
C. H. Huxudopos. — 5-¢ m3a., crep. — CII6. : Jlans, 2023. — 124 c. — Tekcr : 3mek-
TpoHHBIW // Jlamb :  SneKkTpoHHO-OMOMmMoreyHas  cucrema. —  URL:
https://e.lanbook.com/book/338018 (mara oOpamenus: 26.11.2024). — Pexxum nmocty-
na: JUisi aBTOPU3. IOJIb30BATEICH.

OBunnnukoB, V. . Mynununansaoe mpaso : yaeouuk / M. . OBunHHHUKOB. — M. :
Heno PAHXuI'C, 2024. — 384 c. — Tekcr : 25ekTpoHHbIHN // JlaHb : 3JIEKTPOHHO-
oubmuoreuynas cucrema. — URL: https://e.lanbook.com/book/442160 (mata oGpare-
Hus: 09.03.2026). — PexxuMm goctyna: st aBTOPU3. MOJIb30BaTEIICH.

[TaBnoBa, P. C. Jlenonpou3BoCTBO B KaipoBoi ciryxk0e : yueb. mocodue mist CI1O /
P. C. IlaBnoBa. — 2-¢ u3a., crep. — CIIO. : Jlanp, 2025. — 460 c. — TekcT : 2JIeKTpOH-
HBIH // Jlanp : 3JIEKTPOHHO-0MOIMOTEYHAS cucrema. — URL:
https://e.lanbook.com/book/458654 (nata oopamenus: 09.03.2026). — Pexum 1ocTy-
na: JUIst aBTOPHU3. TOJIb30BaTENEH.

[TaBnoBa, P. C. [Ienonpou3BoACTBO 11O MUCEMEHHBIM M YCTHBIM OOPAIICHUSIM TPaKIaH
/ P. C. ITaBnoBa. — CIIG. : Jlanp, 2022. — 340 c. — Tekcr : snexkrponusii // Jlanp :
3NeKTpoHHO-0nbmmoreynas cucrema. — URL: https://e.lanbook.com/book/230351 (na-
ta oopamenus: 09.03.2026). — Pexxum fgoctyma: 1uist aBTOPH3. MOIb30BATEICH.
[TaBnoBa, P. C. Jlenonpou3BoACTBO MO MTUCHbMEHHBIM M YCTHBIM 00pallleHUsIM TpaxaaH
/ P. C. IlaBnoBa. — CII6. : Jlans, 2022. — 324 c. — TekcT : 3nekTpoHHBbI // JlaHb :
aneKkTpoHHO-OMbmnoreunas cucrema. — URL: https://e.lanbook.com/book/247352
(mata obpamenus: 26.11.2024). — Pexxum gocTyma: 11 aBTOPHU3. MOJIb30BATEICH.
[TaBnoBa, P. C. JlokymeHTannoHHoe o0ecnieueHrue paboThel kKaapoBoii ciyx0bl / P. C.
[TaBnoBa. — 2-e u3n., crep. — CIIO. : Jlanb, 2023. — 468 c. — Tekcr : AneKTpoHHBIH //
Jlanb : AIEKTPOHHO-OMOIMOTEYHAS cucTema. — URL:
https://e.lanbook.com/book/310172 (mara obpamenus: 10.03.2026). — Pexxum nmocty-
na: JUisi aBTOPU3. IOJIb30BATEIICH.

[TaBnoBa, P. C. JlokyMeHTalIMOHHOE OOECTeueHne YIpaBiIeHus : yuyeOHoe mocodue
st CITO / P. C. IlaBnoBa. — 2-e u3n., crep. — CII6. : Jlans, 2025. — 604 c. — Tekcer :
ANEKTPOHHBIN //  Jlanb : osnekTpoHHO-OMOnMMoreunas cucrema. —  URL:
https://e.lanbook.com/book/483071 (nata ob6pamenus: 09.03.2026). — Pexxum nocty-
ma: JUIsi aBTOPHU3. TTOJIb30BaTENEH.

[TaBnoBa, P. C. JlokymeHTanmoHHOe o0OecrnieyeHue yrnpanieHus. JleaoBas nepenucka /
P. C. IlaBnoBa. — 2-e u3., crep. — CII6. : Jlans, 2023. — 152 ¢. — TekcT : 3IMEKTPOH-
HbIH // Jlanp : 3JIEKTPOHHO-OUOIMOTEeYHAs CUCTEMA. — URL:
https://e.lanbook.com/book/288977 (nara obpamenus: 09.03.2026). — Pexxum mocty-
ma: JUIsi aBTOPHU3. TTOJIb30BaTENEH.

[Tetpenko, B. U. 3ammra mepcoHaNbHBIX AaHHBIX B MH()DOPMAIIMOHHBIX CHCTEMax.
[Mpaktukym : yaebHoe mocobue mis By3oB / B. U. [lerpenko, M. B. Manapuna. — 6-¢
u3n., crep. — CIIG. : Jlans, 2025. — 108 c. — Teker : anekTpoHHbIH // JIaHb : 3JI€KTPOH-
HO-Oubmmoreunas cucrema. — URL: https://e.lanbook.com/book/437192 (nara obpa-
mieHust: 26.11.2024). — Pexum noctyna: s aBTOpU3. OJIb30BATENEH.

[Terymxo, H. E. JlokyMeHTaniMOHHOE OOECTICUCHHE YIIPABJICHUS ;| y4e0.-MEeTO/I. TT0CO-
6ue / H. E. Ilerymko. — Munck : BI'YKU, 2020. — 165 c. — TekcT : 31eKTpOHHBIH //
Jlanb : AJIEKTPOHHO-OMOINOTEUHAS cucTema. — URL:
https://e.lanbook.com/book/176019 (mata obpamenus: 10.05.2023). — Pexum mocty-
ma: JUIsi aBTOPU3. TTOJIb30BaTENEH.

[Temkona, I'. JI. Cekpetapckoe aeno : yuebnoe nocodue / I'. /1. IlemkoBa. — 3-e u3p,
UcIp. U 70m. — MuHck : Beimitmast mkomna, 2014. — 318 ¢. — Tekcr : ayekTpoHHbI //
Jlanb : 3JIEKTPOHHO-OMOIMOTEeYHAs CUCTEMA. — URL:
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36.

37.

38.

39.

40.

41.

42.

43.

44,

https://e.lanbook.com/book/65310 (mara obpamenus: 26.11.2024). — Pexxum gocrymna:
JUIsl aBTOPHU3. T10JIb30BaTEIICH.

[IpakTukym mo paboTte ¢ oOpalIeHUIMHU IPaKIaH U OpraHu3aiui ;. yaeonoe mocooue /
otB. pen. JI. B. Cranazons. — M. : [IpocniekT, 2022. — 320 c. — TekcrT : 31eKTpoHHBI //
Jlanb : AJIEKTPOHHO-OMOIMOTEYHAS cucTema. — URL:
https://e.lanbook.com/book/298229 (nara oOpamenus: 26.11.2024). — Pexxum nmocty-
ma: JJisi aBTOPU3. MOJIb30BaTENEH.

[Tyrekuna, JI. B. YnpaBneHnue 31eKTPOHHBIM JOKYMEHTOOOOPOTOM B BBICHIEM Y4eO-
HOM 3aBejicHHH : ydyeOHoe mocooue / JI. B. Ilytekuna, B. FO. Moxpsriii. — CII6. :
CIIGI'VII, 2020. — 65 c. — Teker : snekTpoHHBIH // JIaHb : 3IEKTPOHHO-OMOIMOTEYHAS
cucrema. — URL.: https://e.lanbook.com/book/215444 (nara obpamenus: 10.06.2023).
— Pexxum noctyma: asist aBTOpu3. MOJIb30BaTENCH.

Pomammn, U. E. Ynpasienue u s5koHOMUKa apXUBHOTO jena B Poccuiickonn denepa-
un : yde6Hoe nmocodue / U. E. Pomammn. — 2-e u3a., 1. — M. : PITY (MuaTepmenna-
top), 2022. — 155 ¢. — TekcT : aneKTpoHHbIi // JIaHb : 3]IeKTPOHHO-OMOIMOTEYHAST CH-
crema. — URL: https://e.lanbook.com/book/350954 (nmata obpamenus: 26.11.2024). —
Pexum noctyna: as aBTOpU3. MOJIB30BATENCH.

Psa6osa, C. B. JlokyMeHTanMOHHOE OOECIIEYCHHE YIPABICHYECKON NEATEIHHOCTH :
yuebHoe nocobue / C. B. Ps6oBa. — YubsHoBck : Yul'TVY, 2021. — 340 c. — Teker :
AIeKTpOHHBIK // JlaHb : 2JeKTpoHHO-OMONMMoTeyHas cumcrema. — URL:
https://e.lanbook.com/book/259769 (nara obpamenus: 26.11.2024). — Pexxum nocty-
na: JUIst aBTOPH3. MOJIb30BATEIICH.

Camxuna, O. I1. 'ocynapcTBeHHOE yrmpaBieHUE: TEXHOJIOTHHN U nudposas Tpanchop-
Mmarus : yaeoHoe mocobue / O. I1. Camxkuna, b. b. Camxkun, O. H. Monrym. — Ke3bin
: TyBl'Y, 2022. — 108 c. — Teker : anekTpoHHBIH // JIaHb : 3IE€KTPOHHO-OMOINOTEUHAS
cuctema. — URL: https://e.lanbook.com/book/339617 (nara obpamenus: 26.11.2024).
— PexxuM roctyna: 1i1s aBTOPU3. TOJIb30BATENECH.

Capanynoga, JI. H. JlokyMeHTanimoHHOE 00OecIieueHre yIpaBIeHUYECKON eI TeIbHOCTH
: yuebHnoe nocodue / JI. H. Capanynosa, H. B. I'punxux. — Upkyrck : UT'Y, 2023. —
124 c. — Texkcr : anexTpoHHbIH // Jlanb : anekTpoHHO-OubOMMoTeuHas cuctema. — URL:
https://e.lanbook.com/book/343130 (mara obpamenus: 26.11.2024). — Pexxum nocty-
ma: JUIsi aBTOPHU3. TTOJIb30BaTENEH.

CocraBnenue u opopMIIeHHE JEIOBBIX MUCEM : yuyeb.-MeToA. mocobue / coct. 3. B.
CrenanenkoBa. — Cypryt : CypI'TlVY, 2021. — 47 c. — Tekcr : anekTpoHHbIi // JlaHb :
3NeKTpoHHO-OnbOmoreunas cucrema. — URL: https://e.lanbook.com/book/259067
(mata obpamenus: 09.03.2026). — Pexxum pocTymna: A aBTOpU3. MOJIb30BATENCH.
Tenpuapos, A. JI. ApxuBoBeaenue : yue0. mocodue / A. JI. TenpuapoB. — 5-€¢ uzf. —
M. : JlamkoB u K, 2022. — 184 c. — Tekct : 3nekTpoHHbIH // JIaHb : 3ME€KTPOHHO-
oubmmoteuynas cuctema. — URL: https://e.lanbook.com/book/277184 (mara obOparie-
Hust: 26.11.2024). — PexxuM gocTymna: Juist aBTOpU3. TOIb30BaTENeH.

Tym6unckas, M. B. 3anura nndpopmanuu Ha npeanpusatuu : . nocooue / M. B. Tym-
6unckas, M. B. Ilerpockuii. — Bonoraa : Undpa-NUnxenepus, 2024. — 144 c. — Tekct
: onekTpoHHBIM // JlaHb : dNEeKTpOHHO-OMOMMOTewHass cuctema. — URL:
https://e.lanbook.com/book/427820 (mata oOpamenus: 26.11.2024). — Pexum mocty-
ma: JUIsi aBTOPH3. TTOJIb30BaTEIeH

VYnpaBieHue AOKYMEHTaMH B COBPEMEHHOW opranuzanuu : yded. mocobue / C. A.
I'morosa, E. B. Kapaemm, A. 0. KonbkoBa [u ap.]. — M., 2024. — 685 c. — TekcT :
ANEeKTpOHHBIN //  Jlanp : aneKkTpoHHO-OMOiMoTeuHass cucrema. —  URL:
https://e.lanbook.com/book/451508 (mata obpamenus: 09.03.2026). — Pexum mocTy-
na: JUIst aBTOPU3. T0JIb30BaTeNeH.
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VYrnpaneHnue TOKyMeHTaMU B IUGPOBOM 3KoOHOMEKE. OpraHu3anusi, periiaMeHTaIus,
peanuzanus : Mmonorpadwus / M. B. Jlapun, H. I'. Cyposuesa, E. B. TepeatneBa, B. @.
SukoBas ; mon penakuueit M. B. Jlapuna. — 2-e u3z., i1 — M. : PITY (Uatepmenna-
TOp), 2022. — 247 ¢. — TeKCT : 3NeKTPOHHBIH // JIaHb : 3EKTPOHHO-OMOIMOTEYHAs CH-
crema. — URL.: https://e.lanbook.com/book/268037 (xara obparuenus: 26.11.2024). —
Pexxwum noctyna: st aBTOpU3. MOIb30BATENEH.

®uonona, JI. P. Dtuka nenoBoro obmeHus : yue6. mocodue / JI. P. ®uonosa. — 2-¢
u31., nepepad. u gon. — Ilensa : I[1I'Y, 2020. — 112 c. — TekcT : anekTponHsli // Jlans :
3JeKTpoHHO-0MOmoTeyHas cucrema. — URL: https://e.lanbook.com/book/162302 (na-
ta oopamenus: 27.11.2024). — Pexxum goctyma: 1uist aBTOpH3. MOIb30BATEICH.
UynpuH, K. I1. Teopernueckoe nokymeHtoBenenue : yued. mocooue / K. I1. Uynpun. —
[Tepmp : TITUK, 2019. — 96 c. — Tekct : anekTpoHHBNA // JlaHB : 31MEKTPOHHO-
ouOmmoteuynas cuctema. — URL: https://e.lanbook.com/book/155791 (mara obGpare-
Hus: 26.11.2024). — Pexxum octyma: i1t aBTOpU3. MOJIb30BaTEIICH.

[yneruna, M. B. ApxuBoBeaenue : y4ed. nmocoobuwe / M. B. lllyneruna. — Apxan-
rensck : CADY, 2014. — 232 c. — Tekcrt : aneKkTpoHHBIN // JlaHb : AIEKTPOHHO-
oubnuoreynas cucrema. — URL: https://e.lanbook.com/book/96617 (nata obpamienus:
26.11.2024). — Pexxum 1oCTyma: sl aBTOPH3. TIOJIb30BaTENICH.

JloKkymenmoeeoueckue u apxueosedueckue nepuoouydecKue u30aHus

«Bectauk apxusucta.RU»: Poc. nucropuko-apxusoeaueckuii xyprai. — Uzn. ¢ 2012
I.

Henonpoun3BocTBO: 3. 2 pasza B noayroaue. — M3a. ¢ 2011 r.

Jlenornpou3BoACTBO U TOKYMEHTOOOOPOT Ha MPEIIPUATHH: €XKEMECSUHbIH KypHal. —
N3p. ¢ 2002 r.

JlpeKTop 1o nepcoHaiy: exXeMeCSUHbIM MPAKTUYECKUH KypHal.

Kanposas ciyx0a u ynpaplieHuE MEPCOHATIOM MPEIIPUATHS: €KEMECSUHbBIN JKypHal.
—Uzn. ¢ 2002 .

KanpoBuk: exxemecsunblii xxypHan. — M3, ¢ 2002 r.

KangpoBoe neno: exemecsiuHblil npakTudeckuil sxypHai. — M3a. ¢ 2003 r.

KanpoBslii BOpoc: exXeMeCIYHbIN KypHAIL.

Kanpossiit menemxment: M371.10 Beim. B rog. — U3a. ¢ 2002 r.

. Kaznpel npennpusatus: exxeMecsdHbIN )KypHal.
. OTeuecTBEHHBIE apXUBbI: HAYYHO-IIPAKTHYECKHUH KypHas. — M3x. ¢ 1991 r.
. Cexkperapuar B BONpOCAaxX MU OTBETaX: €KEMECSYHbIM XypHal B (opmare «BOMPOC-

otBeT». — M31. ¢ 2009 r.

CexkpeTapckoe J1eJ10: exKeMecsuHbIN podeccruonanbubiii xypHat. — U3a. ¢ 2001 r.
CoBpeMeHHbIE TEXHOJIOTHU JEONPOU3BOACTBA U TOKYMEHTO000pOTa: €XKEeMEeCTUHbIH
xypHai. — U3a. ¢ 2011 r.

CripaBOYHHK KaJJpOBHUKA: €KEMECIUHBIHN KypHAJl PyKOBOJUTENS KaJpOBOM CITyKOBI.
CripaBOYHHK ceKkpeTaps 1 0(huc-MeHeKepa: eXKeMECSIHbIN MMPaKTHUECKUH KypHAIl. —
N3n. ¢ 2002 r.

YnpasieHnue nepcoHaioM: u3f. 2 pasa B Mecsul. — M3a. ¢ 1996 r.

IOpuanuecknii cipaBOYHUK PYKOBOJUTENS: €keMec. )KypHai. — M3a. ¢ 2002 r.

3.2. UndopManoHHbIE pecypcChl

3.2.1. Ilpogpeccuonanvnvie 6azpl OAHHBIX U UHPOPMAYUOHHBIE CHPABOYHBIE CUCHIEMDbL
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Ba3pl naHHbIX:

bubnmoreka quccepranmii u pedeparos Poccun. — Pexxum nocrymna:
http://www.dslib.net

Enunoe okHO poctyma kK uHQOpMAaNMOHHBIM pecypcaM. — Pexum nocryma:
http://window.edu.ru

«Kubepnennnkay» HayuHnast anextponHas 6ubnmoreka. — Pexkxum nocryna:
https://cyberleninka.ru

Hayunas snexkrponnas oudnuoreka E-library.— Pexxum nocryna:
https://elibrary.ru/defaultx.asp

HanumonanbeHas anektponHas oubnuoreka. — Pexxum nocryna:http://xn--90ax2¢.xn--
plai/

HanmoHanbHbIi OTKpPBITEINA YHHBEpCUTET.— Peskum noctyna :http://www.intuit.ru/
OBC «Jlaub». — Pesxxum mocryma:http://e.lanbook.com

OBC «IIpodu-JInb». — Pexum noctyna: https://biblio.profy-lib.ru/

DBC «PykonT». — Pesxum mocryma: http://rucont.ru

DnekrponHas oubauoreka auccepranuii PI'B. — Pexxum nocryma:http://www.dslib.net;
Web of Sciense. — Pexxum noctyma: https://webofscience.com.

NudopMmanmoHHbie CIPABOYHBIEC CHCTEMBbI:

I'apanr,
Koncynbrant+

3.2.2. Pecypcol ungpopmayuonno-meneKomMmyHuKkayuounou cemu Hnmepnem

http://archives.rumethodics/ — caiit dexepaibHOro0 apXMBHOTO areHTCTBA.
http://www.kadrovik-praktik.ru — caiit marepuagoB Mo KaapOBOMY ICIOMPOU3BO/I-
CTBY.

http://cyberleninka.ru/ — Hayunas snektponHas 6ubnmoreka «KudepiaeHuHKay.
http://elibrary.ru — Hayunas snekrponnas oudnuoreka e-LIBRARY .ru.
http://www.rusarchives.ru/ — IToptan «ApxuBsl Poccuuny.

http://www.scholar.ru/ — Iouck Hay4HBIX TyOIHKALIAI.

http://e.sekretariat.ru/ — caiit anekTpoHHO# Bepcuu kypHaia «CIpaBOYHHUK CeKpeTaps
U oprCc-MEHEKEPay.

http://www.delo-press.ru — caiit xypHaia «/lemonpou3BOACTBO U JOKYMEHTOOOOPOT
Ha TPEIIPHITHI.

http://www.funnycong.ru/ — JIenonpou3BoaCTBO (CaliT MaTepHAIIOB).
http://www.kdelo.ru/ — caiit xxyprana «Kamposoe nemo».

http://www.profiz.ru/sr/ — caiit xypuana «Cekperapb-pedepeHT».
http://www.sekretariat.ru/forum/forumi/topic781/messages - PRO-
Henonpoussoctso u CO/I.

http://www.sekretarskoe-delo.ru — caiit xxypraana «Cekperapckoe Jeiom.
http://www.top-personal.ru — caiit xypHaia «YpaBieHHE TEPCOHATIOM).
http://www.top-personal.ru/officeworks — caiit sxxypHaina «Jle10mponu3BoACTBOY.

4. OIMCAHUE MATEPUAJIBHO-TEXHUYECKOM BA3bI, HEOBXOIUMOM 1151

HHOATI'OTOBKHU U ITPOBEJEHUSA TOCYAAPCTBEHHOI'O 9K3AMEHA

JI71s1 TOATOTOBKM K TOCYapPCTBEHHOMY 9K3aMEHY HCIOJB3YIOTCS ayIUTOPUH ISl Ca-

MOCTOSTEIbHOMU pa6OTBI, OCHAIlICHHBIC KOMHLIOTGpHOfI TEXHHUKOM C BO3MOXKHOCTBIO ITOJIKIIIO-
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http://www.dslib.net/
http://window.edu.ru/
https://cyberleninka.ru/
https://elibrary.ru/defaultx.asp
http://нэб.рф/
http://нэб.рф/
http://www.intuit.ru/
http://e.lanbook.com/
https://biblio.profy-lib.ru/
http://rucont.ru/
http://www.dslib.net/
https://webofscience.com/
http://archives.rumethodics/instr–office–works.html
http://cyberleninka.ru/
http://elibrary.ru/
http://www.rusarchives.ru/
http://www.scholar.ru/
http://www.top-personal.ru/
http://www.delo-press.ru/
http://www.funnycong.ru/
http://www.kadrovik.ru/
http://www.profiz.ru/sr/
http://www.sekretariat.ru/forum/forum1/topic781/messages
http://www.sekretarskoe-delo.ru/
http://www.top-personal.ru/

yeHus K cetd "MHTepHeT" M 00OecreueHHbIE JOCTYIIOM B JJICKTPOHHYIO HH(MOPMAIIMOHHO-
00pa3oBaTesbHYIO Cpely OpraHU3aluu.

FOCYI[apCTBCHHBIfI 9K3aMCH IIPOXOAUT B y‘le6HBIX AYAUTOPHUAX, OCHAIICHHBIX JIH-
IICH3MOHHBIM M CBOOOJIHO pAacIpOCTPaHSIEMbIM IPOrpaMMHBIM obecrieuenuem: Microsoft
Windows, Microsoft Office 2007, Google Chrome, Internet Explorer, Kasperskyendpointse-
curity 10.
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JIMCT U3BMEHEHU B TIPOTPAMME I'OCYJJAPCTBEHHOI'O DK3AMEHA

B ImporpamMmy rocyaapCTBEHHOIO 3K3aM€Ha BHECCHBI CIICAYIOIMNE U3MCHCHU

Y4eOHblit PexBU3UTHI HoMmep u HauMeHOBaHUe Conep:kanue u3MeHeHH i
roj NPOTOKO0JIA pasjaena, moapasjaesa U J1I0NIOJTHEeH U
2024/25 [Tpotokon Ne 11 | 3. Ilepeuenr nevyatHbix U 3jek- | OOHOBIIGHHE M JOMOJIHE-
ot 27.05.2024 TPOHHBIX 00Opa30BaTENbHBIX U | HUE CIUCKAa pPEKOMEHAye-
MH(OPMALIMOHHBIX  PECYpPCOB, | MO JIUTEPATypbl HOBOM
HEOOXOAUMBIX JJIsi TIOATOTOBKH | y4eOHOW, METOJHMUECKON H
K FOCY/IapCTBEHHOMY 2K3aMEHY | Hay4HOU JUTepaTypon
3.1. IledatHble u (WIn) 3JIEK-
TpPOHHBIE 0Opa3oBaTeIbHBIE pe-
CypChl
2025/26 [Ipotokon Ne 8 | 1. ®oHA OLIEHOYHBIX CPEJICTB OOHOBJIIEHHE U JIOIOJHE-
or 26.05.2025 1.3.2. AHHOTaMM K BONpPOCaM, | HUIE aHHOTAIMM K BOMPO-
BBIHOCHMBIM Ha TOCYJapCTBEH- | CaM, BHIHOCUMBIM Ha TroC-
HBIN 9K3aMeH yJIapCTBEHHBIN IK3aMEH
3. Ilepeuens mevatHbIX U dJeK- | OOHOBIEHHE M JIOTIOJIHE-
TPOHHBIX 00pa30BAaTENbHBIX U | HUE CIHUCKAa pPEKOMEHAye-
WHPOPMAIIMOHHBIX  PECYpCOB, | MOH JIMTEPAaTyphl HOBOM
HEOOXOUMBIX Ui MOATOTOBKH | Y4eOHOM, METOJUYECKON U
K TOCYJAapCTBEHHOMY 3K3aMEHY | Hay4HOU JIMTEPATypOr
3.1. TleuatHbie W (WJK) DJICK-
TPOHHBbIE 00pa3oBaTeIbHBIE pe-
CYpCBI
2026/27 ITpoTtokon Ne 10 be3 u3menenni
ot 25.05.2026
2027/28 [Tporokoi Ne

A MM.ITTT

38




Yyebnoe uzsoanue

ABTOpPBI-COCTABHUTEIIN
Hatanbs OneroBHa AjeKcaHapoBa
Huxonait AnekcanapoBud AHTUIIHH

I'ocynapcTBeHHbIl IK3aMeH M0 porpamMme 0akJaBpuara
«JlokyMeHTaMOHHOe o0ecnedeHne yIpaBJIeHusD)
10 HANPABJIEHUIO OATOTOBKHU
46.03.02. /lokymeHTOBe/ACHHE U APXHBOBEACHUE

KBaJIU(pUKanua: 0aKajgaBp

IIporpamma

IleyaTaercss B aBTOPCKOM pelakuuu

[lodnucaHo k neuamu
®opmam 60x84/16 O6wsem 2,4n. .
3akas Tupask 100 3k3.

YenstOuHCKuU rocy1apcTBEHHBI HHCTUTYT KYJIbTYpHI
454091, Yensbuuck, yin. Opmkonukuase, 36 A
Otneuarano B Tunorpadpuu YI'MK. Puzorpad



