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KoMIuieKT 0lIeHOYHBIX MATEPHUAJIOB IO AMCIUILIHHE
«/1e;10BOACTBO M KAaJAPOBbII Y4eT B rOCYIapPCTBEHHOM CUCTeMe YIIPABJICHU D)

3ajanns 3aKPBITOTO THIA

3aIlaHl/Iﬂ 3aKPLITOI'0 THIIA HA BblﬁOp NMPpaBUWJIBHOI'0 OTBETA

1. Bvibepume o0un npaguivbHblil omeen.

JlokymeHT — 3710:

A) HOCUTENH HH(POPMAITUH, UCTIONB3YEMOM B MEISAX €€ Tepeaadn

b) undopmanus, 3adukcrpoBaHHas J00bIM CIOCOOOM Ha JTHOOOM HOCUTETIE

B) 3adukcupoBaHHas Ha MarepuaJbHOM HOCHTENE HH(OpMAIUs C PEKBU3UTAMH,
NO3BOJISIOLIUMU €€ UACHTU(PHUIINPOBAThH

I') 3apukcupoBanHas rae-HUOy/b MHPOPMALMS C PEKBU3UTAMHU, MO3BOJISIOIIUMHU €€
UACHTU(DULINPOBATH

[IpaBunbHbIii OTBET: B

Komnerennuu (naaukarops): T1K-2 (ITK-2.1, TIK-2.2)

2. Bvibepume ooun npasunivrwiii omseem.

Jlemonpous3BoaCTBO — 3TO:

A) npaBuiibHOE 0(OPMIIEHUE JOKYMEHTOB

b) opranuzanus 10KyMeHTO000pOTa B YUPEKIACHUN

B) COBOKYNHOCTh JOKYMEHTOB, OTPAXKaIOLIMX YMNPABICHYECKYIO JESITEIbHOCTD
YUpEKACHUS

I') coBokynmHOCTh paboOT MO JOKYMEHTHUPOBAHUIO JIEATEIBHOCTU YIPaBICHUS U IO
OpraHu3alyy JOKYMEHTOB B YUPEKICHUU

[IpaBunbHbIii oTBET: [’

Komnerennuu (naaukaropsl): T1K-2 (ITK-2.1, TIK-2.2)

3. Bvibepume 00uH npaguibHblll Omeent.

Kak Ha3bIBaIMCh OCHOBHBIC ATAIbl PA3BUTHS JACIIONPONU3BOJICTBA!

A) mpuKka3Hoe, KOIIEKCKOE, MUHUCTEPCKOE, COBPEMEHHOE

b) mpukasHoe, KoJIIeKCKOe, COBETCKOE, apXUBHOE

B) npeBHepycckoe, mpuKa3zHOE, KOJJIEKCKOE, HCIIOIHUTEIBHOE, COBETCKOE,
COBPEMEHHOE

') npeBHEpYCCKOE, MPUKA3ZHOE, KOJUIEKCKOE, APXUBHOE, COBPEMEHHOE

[IpaBunbHbIii OTBET: B

Komnerenunn (uaaukatopsl): 11K-2 (ITIK-2.1, T1K-2.2)

4. Bvibepume 00un npasuibHvlil Omeem.

B kakoM Beke HauMHAET CKJIAJbIBATHCA CHUCTEMa TOCYIapCTBEHHOTO MPHUKA3HOTO
JIEIONPON3BOJICTBA!

A) XITI-XV BB.



b) XV-XVII Bs.

B) XVII-XVIII BB.

') XVIII-XIX-BB.
[IpaBunbHbIN OTBET: b

Komnerenunu (uaaukatopsl): I1K-2 (ITIK-2.1, T1K-2.2)

BaHaHI/Iﬂ 3aKPBITOI0 THUIIA HA YCTAHOBJICHHUE COOTBETCTBUA

1. Yemanosume npasuibHoe coomeenmcmeue Meofcdy NOHRAMUAMU U onpedeﬂeﬁu}mu.
KCIDfCOOMy IANNEMEHNTY J1€6020 Cm0Jl61/;Cl coomeemcmeyent naoJjibKo 00UH DleMeHm

npaso2o cmondya.
[TonsiTus

1) undopmarius

2) 1OKYyMEHT

3) 1oKyMeHTO00OpOT

4) TOKYMEHTaIlMOHHOE
o0ecreueHne IeaTeIbHOCTH

Onpenenenus

A) 3adUKcupoBaHHAS Ha MAaTepUAITBHOM HOCHUTEIIEC
nH(popMaIKs C peKBU3UTAMHU, TTO3BOJISIOMIUME €€
HUJICHTU(PUITIPOBATH

b) nBukeHME JOKYMEHTOB B OpraHU3aIlUU C
MOMEHTA MOJYYEHHUS 10 C/IaYU B apXUB

B) nesrenpHOCTH anmapara yrnpaBieHuUs, KOTOpas
OXBAaTBhIBAET BOMPOCHI JOKYMEHTUPOBAHUS U
OpraHu3aly padoThl C JOKYMEHTAMH B IIPOIIECCe
OCYILIECTBJICHUS YIIPaBICHYECKUX (PYHKIIUMA

I') paznuuHble JaHHBIE, CBEJEHUSI, COOOIICHUS,
3HaHUs, IPeAHA3HAYEHHbIE TSl TIepeiayu B
MPOIIECCE KOMMYHUKAIUU

IIpaBunbhbiil otBeT: 1-I', 2-A, 3-b, 4-B
Komnerennuu (naaukaropsl): T1K-2 (ITK-2.1, TIK-2.2)

2. Yemanosume npasuiibHoe coomeemcmeue Meofcdy ucmopudecKkumu nepuoOaMu u
CcOOBIMUAMU. K(ZD)‘C()OM_)/ JjlemMernmy Jj1eeoco CI’I’lOJl6I4(1 coomeemcmeyem noJIbKO 00UH

9/leMeHm npago2o cmonoya.

Hcropruueckue nepruoasl
1) nenonpou3BOACTBO
JpeBHEpYyCCKOTO
rocyJapcTBa

2) npuKa3Hoe
JIEJI0NPOU3BOICTBO

3) KOJJIEKCKOE
JEIONPOU3BOICTBO

CoObITHst

A) peructpanus JOKYMEHTOB OT TIOSIBIICHUS JIO0 apXHBa,
U3MCHCHHE (OPMBI JIOKYMEHTOB, TIIOSBJICHHE HOBBIX
BHJIOB JIOKYMEHTOB, YBEJIIMUCHHUE TTMCbMEHHON pabOTHI U
dbopmanbHOCTEH

b) nosiBieHne crienuanbHBIX BEIOMCTB, 3aHUMAIOITUXCS
JICIIONPOU3BOICTBOM,  pa3lelieHHe  TPUKA30B  TIO
byHkiusaM,  GOpMUPOBAHUE  CTPYKTYphl — TPHKa3a,
U3MCHCHHE dhopMbI JTOKYMEHTOB, pa3BUTHE
JIOKyMEHTO000pOoTa

B) pasButue ¢GopM JOKYMEHTOB, TIOSIBICHHE MECT
0€30mMacHOTO XpaHEHUsS JTOKYMEHTOB, (HOpPMHUpPOBAHUE
po(eCCHOHANBHBIX CIIEIUATMCTOB B 00JIACTH CO3aHUS
u  00pabOTKM JOKYMEHTOB, TIOSBICHHE IPHEMOB
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34aCBU/ACTCIILCTBOBAHUA JOKYMCHTOB, PAa3BUTHUC S3bIKaA

JIOKyMEHTa
4) MUHHUCTEpPCKOE [') mopsgok BCTyIJieHUS Jed, HMX JABUKEHUE WIH
JEJIOMPOU3BOICTBO COOCTBEHHO TaK Ha3bIBAEMOE IPOU3BOJICTBO,

OTIIpaBJICHUE /1], PEBU3HUSL, OTUETHI.
[IpaBunbHbiil oTBET: 1-B, 2-b, 3-A, 4-T°
Komnerenunu (uaaukatopsl): T1K-2 (ITIK-2.1, T1K-2.2)

3. VYemanosume npasunvroe coomeemcmaue mexcoy NOHAMUAMU U OnpeoeseHUsIMU.
Kaoswcoomy anemenmy nesoco cmonbya coomeemcmeyem mMONLKO OOUH DlleMeHm
npaso2o cmondya.

[Tonarus Onpenenenus

1) anekTpoHHbI  A) N300pa3UTENbHBINA JOKYMEHT, B KOTOPOM HM300paskeHre

JOKYMEHT 00BEKTa MOIYYEHO MOCPEACTBOM JIMHUM, INTPUXOB, CBETOTEHU,
TOYEK, IIBETA

2) rpaduueckuii  b) mOKyMeHT, coXpaHsieMbIi WIH MOAJIEKAIINN COXPAHEHUIO B

JOKYMEHT CHJIy €T0 3HAYMMOCTH JJIsl TpaXk/iaH, O0IIeCTBa, TOCY1apcTBa
3) apxXuBHBIU B) n10KyMeHT, CO31aHHBIN OpraHU3aluel, TOJKHOCTHBIM JIULIOM
JOKyMEHT WJIU TPAXKTAHUHOM U O(POPMJIICHHBIN B YCTAHOBIECHHOM MOPSIIKE

4) obunmaneueii ') mokymMeHTHpOBaHHAsA UH(OpMAIUS, IPEICTABICHHAS B
JTIOKYMEHT ANEKTPOHHOU hopme

[IpaBunensiii otBeT: 1-I', 2-A, 3-b, 4-B

Komnerenuuu (naaukaropsl): 11IK-2 (ITK-2.1, TIK-2.2)

4. Ycemanosume npasunvnoe coomeemcmeue Mexcoy epynnamu YnpaeienuecKoll
Jokymenmayuu u euoamu 0oxkymenmos. Kaowcoomy snemenmy nesoco cmonbya
coomeemcmayem moabKo 00UH dlleMeHm npaso2o cmooya.

['pynma gokymeHTanuu Bun nokymenra

1) opranuzanioHHbIE A) TpynOBbIE KOHTPAKTHI, JIMYHBIE Jeia, JIMYHBIC

JIOKYMEHTBI kapTouku (opmbl T-2, nuueBble cyeTa Mo 3apabOTHOU
rjiaTe, TPYA0BbIe KHUKKH

2) pacnopsiAuTeIbHbIC b) npukasbl, pacniopspKeHUs1, peIeHusl, MPOTOKOJIbI

JIOKYMEHTBI

3) IOKYMEHTHI TI0 B) yupeautenbHBII AOTOBOpP, YCTaB, HWHCTPYKIIHH,

JUYHOMY COCTaBY peryiaMeHThl, METOJUYECKHE YyKa3aHus, CTPYKTypa H
mTaTHas  YUCJIEHHOCTb,  ITAaTHOE  pacIUCaHMUE,
JIOJKHOCTHBIE HHCTPYKIUU

4) na(OpMaITIOHHO- I') akTel, mHchMa, (akKChl, MPOTOKOJBI, JOKJIAIHBIC

CIIPABOYHBIC TOKYMEHTHI  3allMCKH, CTIPABKH, Tele()HOHOTPAMMBbI
[IpaBuibHbIM oTBET: 1-B, 2-b, 3-A, 4-T
Komnerenunu (uaaukatopsl): 11K-2 (ITIK-2.1, T1K-2.2)

3agaHus 3aKPHITOT0 THIIA HA YCTAHOBJIEHHE MPABUJIbHOM MOC/I€10BATEILHOCTH
4



1. Yemanosume npasunvhyro nocieoosamenbHOCMb PeK8U3UMOE NPUKA3A CO2NLACHO
I'OCT P 7.0.97-2016. 3anuwume npaguibHyl0 HOC1€008aMENbHOCHb OYKE Clesa
Hanpaeo:

A) rep0 1 HAMMEHOBAaHKUE OPTaHU3AIUU

b) 3aronoBok, TEKCT, MOJAMUCH

B) Bux u gara nokymeHTa

') mecTo cocTaBneHus (U3aaHuUs)

J1) perucTpaloHHbI HOMEP

[IpaBunbhnslii otBeT: A, B, /I, I, b

Komnerenuuu (uaaukatopsl): 11K-2 (ITIK-2.1, T1K-2.2)

2. Yemanoeume xpomonozuueckyro nocneoos8amenbHOCmy NPUHAMUSL HOPMAMUGHBIX
NPABOBLIX AKMOG NO 0eNONPOUIBOOCMEBY, KAOPAM U APXUBHOMY XPAHEHUI0. 3anuuiume
NPABUTILHYIO NOCNe008amelbHOCMb OYKE Clle6d Hanpaeo.

A) ®enepanbhbiii 3akoH N 63-D3 «O0 31eKTPOHHOM MOATTHCH

b) Ilpukaz PocapxuBa Ne 236 «O0 yrBepxnaenuu IlepedHss TUIOBBIX
YIPaBICHUYECKUX apXUBHBIX JOKYMEHTOB, OOPa3yIOLIUXCs B MPOLIECCE AEATEIbHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIPABICHUS U OpPraHHU3aluH,
YKa3aHHEM CPOKOB UX XPAHCHHUS

B) ®enepanbhblii 3akoH Ne 125-03 «O6 apxuBHoM aene B Poccuiickoit denepanum»
I') Ilpuka3z PocapxuBa Ne 44 «O0 yrBepxaeHuu I[IpuMepHON HHCTPYKLHH TIO
JIEJIOMPOU3BOICTBY B TOCYAAPCTBEHHBIX OPTaHU3ALUSX

) Ilpuka3z PocapxuBa Ne 71 «OO0 yrtBepxkaeHuu IIpaBun nenonpou3BoACTBa B
roCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYTPaBIECHUS

[IpaBunbnsiii otBeT: B, A, I, I, b

Komnerennmu (naaukaropsl): T1K-2 (ITK-2.1, TIK-2.2)

3. Vemanosume npasunvhylo nocinedosamenvHocmv  CIMPYKMYPHLIX  INIEMEHMO8
IEKMPOHHO20 Oend. 3anuwume NpasuibHyl0 HOCIe008amelbHOCmb OYKé clesa
HAanpaeo:

A) Qaitnbl 11l BKIIOYEHHS IEKTPOHHOTO JOKYMEHTA MOCTOSHHOTO WJIM BPEMEHHBIX
(cBeimre 10 y1eT) CpOKOB XpaHEHHS B DJIEKTPOHHOE JIE7I0 B MH(DOPMAIITMOHHON CHCTEME
MPOU3BOJIUTCA KOHBEPTHUPOBAHME JOKyMEHTa B (OopMaT apXMBHOIO XpaHEHWS,
MCTOYHUKOM KOMIUIEKTOBAHMS KOTOPOTO SIBJISIETCSI OpraHU3alMsl

b) daiin wnu Qaitsibl >1eKTPOHHBIX MOAMUCEN AIEKTPOHHBIX JOKYMEHTOB WM (aili,
COJIEPIKAIMN PACTIONOKEHHBIE B XPOHOJIOTMYECKON MOCIIE0BATEIbHOCTH OTMETKH O
pe3yapTarax — MpPOBEPOK  MOMJMHHOCTU  DJIEKTPOHHBIX  Hoamuced  (MOXKET
bopMHUpOBaATHCS KaK OTHYET U3 MHPOPMALIMOHHOMN CUCTEMBI)

B) daiin wim ¢aitnpl MeTaiaHHBIX, B TOM YHCIIE YIETHO-PETUCTPAIIMOHHBIX KapTOUEK
WIM UHBIX «BXOAHBIX» ()OPM, C MOMOIIBIO KOTOPBHIX AJIEKTPOHHBINH JOKYMEHT ObLI
BKJIIOYEH B HH(DOPMALIMOHHYIO CUCTEMY

[') daitn wumm  ¢aiinbpl SNEKTPOHHBIX JAOKYMEHTOB, HMEIOIIUME HAauMEHOBaHMUS,
IIPUCBOEHHBIE UM B MOMEHT CO3/JaHMs (IIOAMKCAHUS) DIIEKTPOHHOIO JOKYMEHTA,
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pacmojIO)KEHHbIE B XPOHOJOTHYECKOM  TIOpsJKe, 1o  aidaBuTy aBTOPOB,
KOPPECIIOHJACHTOB WJIM B HHOM TIOpsAIKe, OOeCledyrMBacMbIM HHQPOPMAIMOHHON
CUCTEMOM

JI) BHYTpEHHsII OMNHCh OJJIEKTPOHHBIX JOKYMEHTOB Jiefla, KOTOpas 3amoJIHAETCS
UCIIOJIHUTENIEM (TOJIb30BaTeieM UHPOPMAITMOHHOW CUCTEMbI) B MOMEHT TOMEIIECHUS
AIIEKTPOHHOTO JIOKYMEHTa B 3JIEKTPOHHOE JIeJ0, C yKa3aHWeM HHJAEKca Jela u
3arojIoBKa Jiejia M0 HOMEHKJIAType JeJl, BHYTPEHHSSI OMUCh MOXKET aBTOMaTHYECKU
dbopmupoBaThCcs THHOPMAITMOHHON CHCTEMOM KaK OTYET

[IpaBunensiii otBeT: [, [, A, B, b

Komnerenuun (uaaukatopsl): 11K-2 (IIK-2.1, T1K-2.2)

4. Yemanosume npagunbHylo nociedo8amenbHOCHMb OCHOBHBIX dMANo8 oo0pabomku
O0oKyMeHma. 3anuwiume npasuibHy10 NOC1e008amMeNbHOCHb OVKE Cl1e6a Hanpaeo:

A) co3naHue T0KyMEHTa

b) noctyn u 6e30macHOCTb

B) pacnpoctpanenue u nepenada

') koHTpONIH Bepcuii

J) xpaHeHue 1 apXUBUPOBAHHE

[IpaBunbHbiii otBeT: A, B, I, I, b

Komnerennuu (naaukaropsl): T1IK-2 (ITK-2.1, TIK-2.2)

3allaHI/lSI OTKPLITOI'0 TUIIA HA JOIIOJHECHHUE

1. Hanuwume nponywennoe ciogocouemanue.

— 3TO cHUCTeMa JOKYMEHTAllUM, CO3JaHHas MO0 eUMHBIM IpaBUaM
U TpeOOBaHMAM, cofAepKamias HWHPOpMaAIMIO, HEOOXOAUMYIO IS YHOpaBICHUS B
ompeiesIeHHON cepe NesITeILHOCTH.

[IpaBunbHBIN OTBET: YHU(DUIIMPOBAHHAS CHCTEMa JOKYMEHTAIINH

Kommnerennuu (naaukarops): T1K-2 (ITK-2.1, TIK-2.2)

2. Hanuwume nponyujeHnoe coso.

JleqaTenbHOCTh 1O YCTAHOBIICHHIO TMPAaBUJI W XapakKTePUCTHK B LEIAX HUX
T0OpPOBOJILHOTO MHOTOKPAaTHOTO WCITOJIb30BAHUS, HAIpaBiICHHAas Ha JOCTH)KCHUE
YHOPSIIOYEHHOCTH B cdhepe MpOU3BOJCTBA W OOpaleHus] TPOIYKIIMU U TOBBIIICHUE
KOHKYPEHTOCIIOCOOHOCTH TPOAYKIMH, paboT wiu yciayr. Ha ympaBieHdeckyro
JOKYMEHTAIIMIO YCTaHABJIMBACTCS COCTaB OTJEJIbHBIX JJIEMEHTOB JOKYMEHTa
(pEKBU3UTOB), 170.4 pPacmoioKeHUE u npaBuia obopmiieHUs
Ha3bIBACTCS .

[IpaBWIBHBIN OTBET: CTaHAAPTU3ALIMS/ CTaHapTU3AIIUCH

Komnerenunn (naaukatopsl): 1IK-2 (ITIK-2.1, T1IK-2.2)

3. Hanuwume nponyulenHHoe cilosocovdenianue.



CpoiicTBO  O(UIMATBHOTO  JOKYMEHTa, COooOlaeMoe €My JIEeWCTBYIOIIUM
3aKOHOJIaTEILCTBOM, KOMIIETEHIIMEH W3/IaBIIETO €ro opraHa M YCTAHOBJICHHBIM
NOPSIIKOM 0(hOpMIIEHUS HA3bIBACTCS
[IpaBWIBHBIN OTBET: FOPUAUYECKAS CUJIA/IOPUINUECCKON CHIION
Komnerenunu (uaaukatopsl): I1K-2 (ITIK-2.1, T1K-2.2)

4. Hanuwume nponywenHoe cio8ocoiemaHue.

Kaxnass ynpaBiaeHdeckas (QyHKIUS peanu3yeTcss uepe3 KOMIUIEKC (CHUCTEMY)
JIOKYMEHTOB, XapaKTEpHbIX TOJbKO g JaHHOW (GyHKIuH. COBOKYMHOCTb
JIOKYMEHTOB, B3aMMOCBSI3aHHBIX [0 MPU3HAKAM MPOXOXKIACHMS, HAa3HAUYCHUs, BUA,
cdepbl NEeSTENbHOCTH, €IMHBIX TpeOOBaHMI K ogopmIIeHHIO,
Ha3bIBAETCA .

[IpaBUIBHBIN OTBET: cCUCTEMA JOKYMEHTALUH / CHCTEMON JOKYMEHTALUH
Komnerentuu (naaukaropsl): T1K-2 (ITK-2.1, TIK-2.2)

3az[amm OTKPLITOI0 THIIA ¢ KPATKUM CBOﬁO[[HI)IM O0TBECTOM

1. Hanuwume nponyuterHHoe cioeocodenmdanue.
3aHII/II[Ia€MI>I€ TroCyaapCTBOM CBCACHMUA B obOactu €ro BOGHHOﬁ,

BHEIIHENOJIUTHYECKOM, HKOHOMHUYECKOM, pa3BeabIBATEIIbHOM,
KOHTpPPa3BeIbIBATEILHOMN u OTEPaTUBHO-PO3BICKHOM NEATEIIbHOCTH,
pacrpoCTpaHeHHE KOTOPHIX MOXET HaHecTu yuiepd Oe3omacHoctu Poccuiickoit
denepannu —

[IpaBUIBHBIN OTBET: CBEEHUS, COCTABISIONINE TOCYIAPCTBEHHYIO TaillHy
Komnerenuuu (naaukaropsl): 11IK-2 (ITK-2.1, TIK-2.2)

2. Hanuwume nponywjeHnoe clog8ocoyemanue.

CenmeHus, Il KOTOPBIX YCTAHOBJIEH CIICIUAIBHBIN PEXUM cOOpa, XpaHEHUs,
00pabOTKH, TPENOCTABICHUS W KCIOJIb30BaHUA, JOCTYN K KOTOPHIM OTPaHUYEH B
COOTBETCTBHH C (peiepaibHBIMU 3aKOHAMU — ITO
[TpaBunbHBIN OTBET: HH(MOPMAITUS OTPAHUYCHHOTO JOCTYyIIa
Komnerenunn (naaukatopsl): 1IK-2 (ITIK-2.1, T1IK-2.2)

3. Hanuwume nponywennoe ciogocoyemarue.

JIOKYMEHTBI HOCSIT BCIIOMOTATEJIbHBIM XapakTep IO
OTHOIIEHUIO K OpraHU3allMOHHO-PACTIOPSANTENIbHOM JokyMeHTauuu. Mudopmanms,
COJIEpIKAIAsACA B HUX, MOXKET MPUHUMATHCA K CBEICHUIO TMOO CIIYKUTh OCHOBAaHHUEM
U1 W3JAHUS  paCIOPSOUTENbHBIX JOKyMEHTOB. K 3ToMy BHIYy JOKYMEHTOB
OTHOCATCSI: aKTbhl, MPOTOKOJIbI, CIIPaBKHU, JOKYMEHTbl U OOBSICHUTENIbHbIEC 3alUCKH,
NMCbMa, TEJIErPaMMBlI.

[TpaBuiibHbI 0TBET: IHPOpMALIMOHHO-CITPAaBOYHbBIE

Komnerenunu (uaaukatopsl): 11K-2 (ITIK-2.1, T1K-2.2)

4. Hanuwume nponyulernHnble Ci1060CoHemaHtusl.
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Ha  kaxnyio  yHUQUIMPOBAHHYIO  CHUCTEMY  JIOKYMEHTallud  pa3paboTaH
rocygapcTBeHHbl cranaapt. Pazpaborunkamu YCJl ABIAIOTCS COOTBETCTBYIOIIKE
MUHHCTEPCTBA (BEJOMCTBA), OCYIIECTBISIIONIME KOOPAMHAIIMIO B TOW WJIM WHOU
OoTpaciii JeATEeNbHOCTH. Tak, ABIISIETCS OTBETCTBEHHBIM 3a
OyXrajaTepcKkylo  JTOKyMEHTAIHIO, — 33 OpraHu3alMOHHO-
pacrnopsauTEIbHbIE JOKYMEHTHI.

[IpaBwibHBIN 0TBeT: MunuctepcTBo punancoB PD, Pocapxus PO

Komnerenuuu (uaaukatopsl): 11K-2 (ITIK-2.1, T1K-2.2)

3aHaHI/IH OTKPBLITOI'0 TUIIA C PAa3BEPHYTHIM OTBETOM

1. Ilpouumatme mexcm 3adanus. Ilpodymaiime no2uky u HnoOIHOMY omeema.
3anuwume omeem, UCNoONbL3Ys MOYHYIO opmyauposxy. llepeuuciume OoxymeHmul,
KOMOPbIMU Pe2laMeHmupyemcs 0e10npou3800Ccmao.

COBOKYITHOCTh 3aKOHOB, HOPMAaTHUBHBIX NIPaBOBBIX AaKTOB W METOAMYECKHUX
JNOKYMEHTOB, PENIAMEHTHPYIOIIMX TEXHOJOTHMIO CO3JaHUs JOKYMEHTOB, HX
00pabOTKM, XpaHEHUS M HCIIOJIb30BAaHUS B TEKYLIEH NEATEIbHOCTU YUPEKICHUS, a
TaKke JesTeNbHOCTh ciaykObl JIOY: ee cTpykTypy, (PyHKIMH, IITAThl, TEXHUYECKOE
o0ecrieueHUEe MW  HEKOTOpblE Jpyrue AacleKkThl COCTAaBISIOT  HOPMAaTHUBHO-
METOAMUYECKYIO 0a3y JeI0NpON3BOICTBA.

Bpewms BeinmonHeHust — 5 MuH

Oxupaembiii pesynbrar: Koncrurynusa PO, ['paxnanckuin kopexc P®, Tpynosoii
konekc P®, depepanvHble 3akoHbl, YKa3bl IIpesuaenta PO, IlocranoBneHus
npaBuTenbcTBa PD, HOpMaTHBHBIE aKThl (eAepalibHbIX OPraHOB HMCIOJHUTEIHLHOU
BJIACTH, aKThl OPraHOB MECTHOIO YIPaBJICHUS, JIOKaJbHbIE HOPMATUBHBIE AKThI
oprannsauuu, ['OCTel, Mex)OTpacieBble U BEIOMCTBEHHBIE HOPMATHUBBI, MEPEUYCHb
TUIOBBIX YIPABICHUYECKUX JOKYMEHTOB, IMPAaBUJIA BEICHUS U XPAHEHUS JOKYMEHTOB,
WHCTPYKITUH, Tabenu ¢popM, o0IepoCCuiickue KiiacCu(pruKaTophl.

Kputepuil oneHuBaHUSA: HalWYUME€ B OTBETE CEMHU HOPMATUBHBIX JIOKYMEHTOB,
CoJIepKallluX HOPMBI TPYJOBOIO MpaBa, a TaKKe IATH JOKYMEHTOB METOJUYECKOTO
xapakrepa.

Komnerenunn (naaukatopsl): 1IK-2 (ITIK-2.1, T1IK-2.2)

2. Ilpouumatime mexcm 3a0anus. Illpodymaiime 1n02uxky u noOaHOMY oOmeema.
3anuwume omeem, UCNOL3YSL MOUHYIO POPMYTUPOBKY.

Bam kak HauajgbHUKY OT/AeNa KaapoB PYKOBOJIWTENIh MOCTABWI 3a/adyy NEpPeBECTH
BECh KaJpPOBBIH JOKYMEHTOOOOPOT B 3JIEKTPOHHBIM (HhOpPMAT, UCKIIOYUB BOOOIIE
KaKkoe-Tub0 XpaHEHUE JOKYMEHTOB Ha OymakHoM Hocutene. lIpaBomepHo nu
TpeOoBaHME AupeKkTopa opraHusauuu? Paspemaer nu 3akoHonmaresb oQOpMIATH B
AJIEKTPOHHOM BHJI€ BCE KaJPOBBIE JOKYMEHTHI.

Bpewms Boinonnenust — 10 mun

Oxupaemblid  pe3yapTar: comiacHo crarbsim  22.1-22.3  TpynoBoro Konekca
IIPAaBOMEPHO BECTU KaJAPOBBIN 3MEKTPOHHBIN ToKyMeHTo0O0poT (KD1O) — coznanue,
MOJIMCaHNe, NCIONB30BaHUE U XpaHEeHHUe paboTomareneM, paOOTHUKOM WJIH JIULIOM,
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NOCTYHAIOMIMM Ha paloTy, JOKYMEHTOB, CBSI3aHHBIX C pabOTOi, OQPOPMIIEHHBIX B
AIIEKTPOHHOM BHe Oe3 nyOnupoBaHus Ha OymMakHom Hocutene. Ho mepexox Ha
K310 He siBnsieTcs 00s13aTeNbHBIM, OPraHU3aIUsIM Pa3pelIeHO BECTH AyOIUPYIOIIYIO
OymMaxkHyto Oyxraireputo, XoTss MHoxecTBO oruétoB OHC mnpunHumaer yxke B
ANIeKTpoHHOM ¢opmare. Takke HeoOXonMMO BecTH B OymaxHoM ¢dopmarte
CJIeIyIONIMEe JOKYMEHTHI: MpHKa3 Ha yBosbHeHHE; popma H-1 (akT 0 HecuacTHOM
cilydae); sKypHaJl HHCTpYKTaxel mo oxpane tpyaa; popma CTI-P; TpynoBas kHUKKa
(1o Tex mop, mMoKa COTPYAHHUK HE PEIIUTCA Ha SJIEKTPOHHYIO).

Kpurepnii onieHUBaHUSA: HAIMYKAE B OTBETE CCHUIKM Ha CTaTbio Tpymosoro Komekca
00 2JIEKTPOHHOM KaJPOBOM JOKYMEHTO0OOpOoTe B cdepe TPYAOBBIX OTHOIICHHM, a
Tak)ke HHPOPMAIMH O TOM, YTO HE BCE JOKYMEHTHI B KaJpOBOM JIOKyMEHTOOOOpPOTE
nojJiexxaT ol poBKe.

Komnerenuuu (uaaukatopsl): [1K-2 (ITIK-2.1, T1K-2.2)

3. Ilpouumaiime mexcm 3adanus. Ilpodymaiime nocuxy u noanomy omeema.
3anuwume omeem, uUCnoawL3ys MouHyro Gopmyruposky. Ilpueedume npumepol
NPUYUH AKMYATbHOCIU CAPOCA A8MOMAMU3AYUU 0eJIONPOU3800Cmea?

C pa3BuTHEM PHIHOYHBIX OTHOIICHUH U U3MEeHeHHeM (HopM coOcTBeHHOCTH B Poccuu
MOSIBJISIETCS. YCTOMYMBBIM CHPOC Ha pElIeHHs] B 00JacTH aBTOMAaTH3aldud paboThI C
JIOKyMEHTaMH M oOpraHu3anuu OuszHeca. OrpoOMHBIN MOTEHIMATIBHBIM CIPOC Ha
IPOrpaMMbl U YCIYTH B 00JIaCTH aBTOMATU3ALMH JIEJIONPOU3BOACTBA BhI3BAH LEIBIM
PSAIOM TIPUYMH.

Bpewms BeimonHenus — 15 mun

Oxunaembiid pesynbrar: C qoKyMmeHTaMu paboTaroT abCOOTHO BCE OpraHU3alluUd U
OOJBIIOE KOJMYECTBO YACTHBIX JHUL. [lpakThuecku Kaxzaas OpraHu3anus
CTaJIKMBaeTCs C MpoOJeMaMHd B JIEJONPOU3BOACTBE: JOKYMEHTBI TEPSIOTCA, HE
KOHTPOJIUPYIOTCS, HE UCIIOJIHSIIOTCS. 3a CUET YIYyUIIEHUsI BEACHUS JIeIONPOU3BOACTBA
NPEANPUATUS U OPTaHU3ALMH TOJIYYalOT PEalIbHbIN AHC YIYYIIUTh KAYECTBO CBOETO
YIPaBICHUS, YTO SBJSIETCS OOHOM M3 aKTyaJbHEUIIMX 3a7a4 COBPEMEHHOU
skoHOMUKH. KBanmudukaiums cexkperapeil U JIMil, OTBEUYAIOIIMX B OpPraHU3AIMIX 32
BEJICHUE JICTIOTPOU3BOJICTBA, HEIOCTATOYHA W TpeOyeT TMOBBIMICHUS €€ YPOBHSL.
Upes3BblYyallHO BEJIMKM 3aIlPOCHI MOJIb30BaTEICd Ha COBEPIIEHCTBOBAHHUE IMPOrpPaMM
aBTOMAaTH3allU JICJIONPOU3BOACTBA M HMX HHTErPAlMI0 C MHOTOYMCICHHBIMU
aBTOMATU3WPOBAHHBIMU PaOOUYMMHU MeCTaMU, UH(POPMAITMOHHBIMU U MPHUKIATHBIMUA
CUCTEMAaMU.

Kputepuii olieHMBaHUs: HAJIMYUE B OTBETE MEPEUYUCICHUS HE MEHEE TpPEeX MPUYUH
NOTEHIIMAJIBHOIO CIpOCca Ha MporpaMMbl W YCIYrd B 00JIacTU aBTOMaTH3allUU
JETONPOU3BOACTBA

Komnerenuuu (nuaukaropsl): T1IK-2 (ITK-2.1, TIK-2.2)

4. Illpouumaiime mexcm 3aoanus. IIpodymaume 5n02uKy u nOIHOMY OmMEema.
3anuwume omeem, ucnonv3ys mounylo gopmyauposky. llepeuuciume pexeuzumol
Gdopmynapa-oopaszya?



DopmyIisip-o0pa3el] yCTAHABIMBAET OCHOBHBIE NPUHIMIHAIBHBIE MOMEHTHI, Ha
OCHOBE KOTOpPBIX BbIpaOOTaHBl €IMWHbIE TMpaBuiia O(OPMIICHHS PEKBU3UTOB,
ynotpeosisieMbie pu oopmIeHUH OpraHU3alHOHHO-PACIIOPAAUTEIBHBIX
JOKYMEHTOB. YCTaHOBJIEHO 30 PEKBU3UTOB, KOTOPBIE UCHOIB3YIOTCS IIPU MOATOTOBKE
U OQOpPMIICHUH OPraHU3alMOHHO-PACIIOPSAUTENBHBIX JOKYMEHTOB. B MX cocTaB
BXOJIST:

Bpewms BeimonHeHus — 15 Mun

Oxumaemsiii pesyasrar: 01 - l'ocymapcTBennsiit Tep6 Poccuiickoit @enepanuu; 02 -
I'ep6 cyonekra Poccuiickoit @eneparuu; 03 - OMOemMa opraHu3anuy WA TOBAPHBIHA
3Hak (3Hak oOcmyxuBanus); 04 - Kox opranmzanuu; 05 - OcHOBHOI
rocyaapcTBeHHbll peructpaunonselii Homep (OI'PH) ropumouueckoro nwuima; 06 -
NneHTruKalimoOHHBI HOMEpP HaJOTOIUIATeNIbIINKaA / KOJl TPUYMHBI TTOCTAHOBKU Ha
yuet (MHH/KIIIT); 07 - Kon dbopmbl nokymenta; 08 - HaumeHoBaHMe opraHu3aluy;
09 - CnpaBounblie qanHbie 00 opranuzanuu; 10 - HaumeHnoBanue Bua qokymenTa; 11
- Jlara pgoxymenta; 12 - PerucrpanunonHsiii HOMep AokymeHTa; 13 - Ccpuika Ha
PETUCTPAllMOHHBIA HOMEP U JaTy OKyMeHTa; 14 - MecTo cocTaBlIeHUs WM U3JaHUs
nokyMmeHTa; 15 - Anpecar; 16 - I'pud yrBepxknenust nokymenta; 17 - Pezomornus; 18
- 3aronoBoK K TekcTy; 19 - Ormerka o kxoHTpone; 20 - Tekct mokymenra; 21 -
Otmetka o Hamuuuu npunoxenusi; 22 - Ilogmuce; 23 - I'pud cornacoBanus
JIOKyMeHTa; 24 - Bu3bl corniacoBaHus JOKyMeHTa; 25 - OTTuck nevaru; 26 - OtmeTka
0 3aBepeHuu konuu; 27 - OTMeTka 00 ucnonanurene; 28 - OTMerka 00 UCTOTHEHUH
JIOKYMEHTa U HalpaBJICHUU €ro B Aeno; 29 - OTMeTKa 0 MOCTYIUIEHUH JTOKYMEHTA B
opranu3zauuio; 30 - UneHTudukaTop 37€KTPOHHONU KOMUU TOKYMEHTA.

Kputepuii olieHMBaHMs: HAJTUYUE B OTBETE MEPEUUCICHUS TPUALIATH PEKBU3UTOB
Komnerenuuu (naaukaropsl): 11IK-2 (ITK-2.1, TIK-2.2)
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BKCﬂepTHOC 3AKJ/IIOYCHHE

[pencrasnennslii Goux oreHOYHBIX cpenctB (nanee — @OC) mo AuCHUILIIHE
«JlenoBOACTBO M KaJpOBBI YYeT B TOCYIapCTBEHHOM CHUCTEME YIPaBICHHS»
cootBeTcTBYeT TpeboBanmsM ®I'OC BO.

[pennaraembie GOpMBI ¥ CpeNCTBa TEKYLIETO U IPOMEXYTOUYHOIO KOHTPOJLI
a@eKBaTHbl LeMsIM W 3a/adaM pealu3alid OCHOBHOM IpO(eCcCHOHATbHOH
o0pa3oBarebHOM IPOTPaMMEI o HaIpaBIeHHIO IIOJITOTOBKH
38.04.04 I'ocynapcTBeHHOE U MyHUIIMIIAIIBHOE YIIPaBICHUE.

OueHoyHble  cpelcTBa IS TEKYIIEro  KOHTPOIS — YCIIEBaeéMOCTH,
IIPOMEXYTOYHOW aTTECTAlldW [0 MTOTaM OCBOEHHUS AWCIMIUIAHBI IIPEICTABIEHEI B
IIOJIHOM O0BEME.

BUIbI OIIEHOYHBIX CPEJICTB, BKIIOUEHHBIE B IIPECTABICHHBIH (OH], OTBEYAOT
OCHOBHBIM IpuHIUIam popmuposanus ®OC.

Pa3paboTaHHBIf W TPEACTABICHHBIA Ui OSKCIEPTU3Bl (OHI OLEHOYHBIX
CPEIICTB PEKOMEHIYETCS K MCIIONB30BAHMIO B IPOIECCE MOATOTOBKU O0yJarOIMXCS
TI0 YKa3aHHOMY HaIlpaBJIeHHUIO TOATOTOBKH.

Ipencenarens yueOHO-METOIMYECKOH KOMUCCUH
Kadeapbl rocy1apcTBEHHOTO YIPaBIeHHS /{44 - JLIO. CumoHeHKO



JIuceT u3MeHeHu ¥ 10NMOJTHEHUH

/o

Bune! nomonHenuii u
U3MEHCHUN

Jlata ¥ HOMEp IPOTOKOJIA
3aceanus Kadeapol
(xadenp), Ha KOTOPOM OBLITH
PaccMOTPEHBI U OJJ00PEHBI
W3MEHECHHUS U JIOTIOJTHEHHS

IToanuce
(c pactupoBKOif)
3aBeyrolero kaheapoit
(3aBemyronux Kadeapamm)
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