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KoMnuieKT olleHOYHBIX MATEPHAJIOB 0 AUCHHUILINHE
«OCHOBBI 1€J10NIPOU3BOJACTBA B IOCYIAPCTBEHHOM U MYHUIIUNIAJIbHOM
ynpaBJieHHN

3agaHus 3aKPHITOr0 THUIA
3agaHus 3aKPBITOr0 THNA HA BLIOOP NPABUJILHOIO OTBETA
1. Bvibepume o0un npaguivHwlil omeen.

JIoKyMeHT — 370!
A) HOCUTENb HHPOPMAIUH, UCTIOIB3YEMOM B LIEJISAX €€ Mepeiauu;

b) undopmarus, 3adukcrupoBaHHas J0O0BIM CIIOCOOOM Ha JIIOOOM HOCHUTEIE;

B) 3adukcupoBaHHas Ha MarepuaJbHOM HOCUTENE HWHGOpMAIIHS
PEKBU3UTAMU, MTO3BOJIAIONIUMHU €€ UICHTU(DUIIMPOBATS;

I') 3aduxcupoBanHas  rae-HUOynb  HMHpOpMalUUMsg C  PEKBU3UTAMH,

MO3BOJISIIOLIMMU €€ UACHTH(PUIIUPOBATS.
[IpaBuibHBIM OTBET: B.
Komnerennuu (uaaukatopsl): OIIK-7 (OIIK-7.1, OIIK-7.2).

2. Bvibepume ooun npasuibHuilti omeem.
Jlenonpon3BOACTBO — 3TO:

A) npaBmiibHOE 0OPMIICHUE JOKYMEHTOB,

b) opranuzanus 10kyMeHTO000pOTa B YUPEKIACHUH,

B) COBOKYMHOCTB IOKYMEHTOB, OTPaXkKaIOIINX YIPABIECHYECKYIO IEATEIBbHOCTh

YUPEKICHUS,

I') coBoKymHOCTH paboOT MO TOKYMEHTHUPOBAHHUIO JIEATEILHOCTH YIIPABICHUS U

10 OPTaHHU3alMHU JOKYMEHTOB B YUPEKIACHHUH.
[IpaBunbHBIM OTBET: I
Komnerentuu (uaaukaropsl): OIIK-7 (OIIK-7.1, OIIK-7.2).

3. Bvibepume 00uH npaguivbHulil 0omeemn.

Kak Ha3pIBaIuCh OCHOBHBIC ATAIbl PA3BUTHS JACIONPON3BOCTBA!
A) mpuKka3zHoe, KOJIEKCKOE, MUHUCTEPCKOE, COBPEMEHHOE;

b) mpukasHoe, KOJIJIEeKCKOE, COBETCKOE, apXUBHOE;

B) apeBHepycckoe, NMpUKa3HOE, KOJUIEKCKOE, HCIOJHUTEIBHOE, COBETCKOE,

COBPEMEHHOE;
I') npeBHEpYCCKOE, MPUKA3HOE, KOJIIEKCKOE, apXHUBHOE, COBPEMEHHOE.
[IpaBunbHbIil OTBET: B.
Komnerenunu (naaukatopsl): OIIK-7 (OIIK-7.1, OIIK-7.2).

4. Bvibepume 00ur npasuibHulli Omeemn.

B kakoM Beke HauuMHAET CKIaAbIBATBCA CHUCTCEMA TOCYAApCTBCHHOI'O

IIPHUKA3HOr0 JCJI0IMPON3BOACTBA:
A) XIII-XV BB.;
B) XV—XVII BB.;



B) XVII-XVIII BB.;
I') XVIII-XIX-BB.
IIpaBunbHBIM OTBET: b.

Komnerennuu (uaaukatopsl): OIIK-7 (OIIK-7.1, OIIK-7.2).

3aIlaHl/Iﬂ 3aKPLITOI'0 TUIIA HA YCTAHOBJICHUE COOTBETCTBUS

1. Yemanosume npasunvhoe coomeemcmeue mexcoy —HOHAMUSAMU U
onpedenenusimu. Kadxcoomy snemenmy neoco cmoidoya coomeemcmeyem moabKo
00UH ]leMeHm Npasoco cmooya.

IHousaTus

1) uadopmarus

2) TOKyMEHT

3) 1OKyMEHTOO00POT

4) TOKyMEHTAI[MOHHOE
oOecIieyeHNnE AeSITEILHOCTHU

Onpenenenus

A) 3adukcupoBaHHas Ha MaTepUATHLHOM
HOCHTEIIE uHpopManus c PEKBU3UTAMHU,
MO3BOJIAIOIIUMU €€ UIEHTU(UIIUPOBATS;

b) nBuxeHHnEe TOKYMEHTOB B OpraHU3aIUU C
MOMCHTaA ITOJIYYCHHA 0 CJa4u B apXHUB,

B) nesrenbHOCTH ammapara yopaBlICHHS,
KOTOpas OXBAaTbIBACT BOIMPOCHI JOKYMCHTHUPOBAHUS
H OpraHHu3aluu pa6OTI>I ¢ HOOKYMCHTaMH B
IIponecce OCYHICCTBJICHUA YIIPaBJICHYCCKUX
bynximi;

I pa3IuYHbIE JIaHHEIE, CBEJICHMUS,
COO6HI€HI/IH, 3HaHUs, IMpCaAHA3HAYCHHEBIC JJI51
nepcaadu B rmpouecccc KOMMYHUKAITNH.

[IpaBunensiii otBet: 1-I, 2-A, 3-b, 4-B.
Komnerennuu (uaaukaropsl): 11K-4 (I1IK-4.1, 11K-4.2, 11K-4.3).

2. Ycemanosume npasunvhoe coomeemcmeue MeHcOy UCMOPUHECKUMU
nepuooamu u coovimusimu. Kasxcoomy snemenmy ne6o2o cmoadbya coomeemcmayem
MOJIbKO OOUH d1eMeHm NPago2o cmoaoya.

Uctopuueckue
MEePUOJIbI

1) nenonpou3BOACTBO
JpeBHEPYCCKOTrO
rocyJapcTaa

2) IIPUKA3HOE
JIEJIONPOU3BOICTBO

3) KOJUIEKCKOE
JEJI0MPOU3BOICTBO

CoObITUs

A) peructpauusi JOKYMEHTOB OT IMOSIBIICHHS IO
apxuBa, W3MEHEHUE (OpPMBI JTOKYMEHTOB, MOSIBICHUE
HOBBIX BHJIOB JOKYMEHTOB, YBEJIMYEHHE IHUCbMEHHOU
paboThI U (hopMaTBHOCTENH;

b)  nmosBneHue  cHeuuanbHBIX  BEIOMCTB,
3aHUMAIOLIUXCA  JIEJIOMPOU3BOACTBOM,  pa3/elieHHE
NpUKa3oB Mo (QYHKIUSAM, (OPMHUPOBAHUE CTPYKTYpPHI
npuKaza, U3MEHEHUuEe (OpMbI JTOKYMEHTOB, pPa3BUTHE
JIOKYMEHTO000pOTa;

B) pa3Bute ¢popM JOKYMEHTOB, MOSIBI€HHE MECT
0€30MacHOr0 XpaHEHUsI JOKYMEHTOB, (OPMHpPOBAHUE
poheCCHOHANBHBIX CIEIHAIMCTOB B 00JIACTH CO3TaHUS
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U 00pabOTKM [TIOKyMEHTOB, TMOSBJIEHUE MPUEMOB
3aCBUJICTEIILCTBOBAHUS JIOKYMEHTOB, Pa3BUTHE S3bIKA

JIOKYMEHTA;
4) MHHHCTEPCKOE I') mopsAoK BCTyIUIEHUS JI€], UX JBH)KEHUE WIIU
JEJIONPOU3BOICTBO COOCTBEHHO TaK Ha3bIBAEMOE IPOU3BOJICTBO,

OTIIPaBJICHUE JIEJI, PEBU3HUS, OTUCTHI.
[TpaBunbHbIl oTBET: 1-B, 2-B, 3-A, 4-T.
Komnerennuu (naaukatopsl): I[1K-4 (ITK-4.1, I1K-4.2, T1K-4.3).

3. Yemanosume npasunvnoe coomeemcmeue mexcoy —HOHAMUAMU U
onpedenenusimu. Kaogxxcoomy snemenmy nesoco cmoibya coomeemcmeyem moabKo
00UH dNleMeHm Npasoco cmoiodya.

[Tonsarus Onpenenenus
1) ANEKTPOHHBIN A) u300pa3UTeNbHBIA JOKYMEHT, B KOTOPOM
JOKyMEHT U300pakeHnEe OOBEKTa TOJMYYEHO IOCPEICTBOM
JIMHUH, IITPUXOB, CBETOTEHH, TOYEK, LIBETA
2) rpaguueckui b) JIOKYMEHT, COXPaHsEMBI WA
JOKyMEHT NOJJIeKAIIUA ~ COXPAaHEHHUIO B CWIYy  €ro
3HAYUMOCTH VIS IpaKJaH, oOuiecTBa,
rocyaapcrsa
3) ApXUBHBIN B) nokyMeHT, co3laHHBIA OpraHU3aLUEH,
JOKYMEHT JOJDKHOCTHBIM ~ JIMIIOM WM TPAKIAHUHOM U
0(pOpMIIEHHBIN B YCTAHOBJICHHOM IOPSIJIKE
4) ouImanbHBINA I') noxymentupoBanHas  uHbOpMAIWMS,
JIOKyMEHT MPEICTABIICEHHAS B 3JIEKTPOHHOU (hopme

[IpaBunensiii otBet: 1-I, 2-A, 3-b, 4-B.
Komnerennuu (uaaukaropsl): 11K-4 (I1K-4.1, 11K-4.2, T1K-4.3).

4.  VYcemanoeume — npasunvnoe  coomeemcmeue  mexcoy — epynnamu
ynpasnenueckou 0OKyMeHmayuu u euoamu 0okymenmos. Kascoomy snemenmy n1e6020
cmoabya coomeemcmayem moabko 00UH dNeMeHm npasoco cmoaoya.

['pynma goxkymeHTanuu Bun noxkymenrta

1) opraHu3alMOHHbIE A) TpyHoOBble KOHTPAKThl, JUYHBIC JIETa,
JIOKYMEHTBI JAYHbIe KapTo4yku (opmel T-2, nureBbie cuera Mo

3apabOTHOM TIJIaTe, TPYAOBbIE KHUKKH,

2) pacnopsiaAuTEIbHBIE b) nmnpukaspl, pacnopspKeHus, pelieHus,
JTIOKYMEHTBI MPOTOKOJIBL;

3)  JOKYMEHTBl IO B)  yupenuTenbHBId  JOTOBOp,  YCTaB,
JUYHOMY COCTaBY UHCTPYKIIMH, PEIIAMEHTBI, METOAMYECKUE YKa3aHUs,

CTPYKTypa M IITAaTHasg YHUCJIEHHOCTb, IITATHOE
pacnucaHue, J0JKHOCTHBIE HHCTPYKIIUY;
4)  uHdOpMaIIMOHHO- [') axrtel, mnucbMa, Qakcel, MNPOTOKOJIBI,
CIIPABOYHBIE TOKYMEHTBI JOKJIa/IHbIE 3alUCKH, CTIPABKH, TeJI€OHOTPAMMBI.
IIpaBunbHbIil oTBET: 1-B, 2-b, 3-A, 4-T.
3



Komnerennuu (uaaukatopsl): [1K-4 (ITK-4.1, I[1K-4.2, T1K-4.3).

3aIlaHl/lﬂ 3aKpPbLITOTO THIIA Ha YCTAHOBJICHHUE HpaBI/IJILHOﬁ
nocJjIeaA0Barc/JIbHOCTH

1. VYemanosume npasunvuylo nociedogamenbHOCMb pPEKGUIUMOE NPUKA3A
coenacvo I'OCT P 7.0.97-2016. 3anuwiume npasuibHyto nocied08amenbHoCms OVKE
cesa Hanpaeo.

A) rep6 ¥ HAMMEHOBAaHKUE OPTaHU3AIUY;

b) 3aronoBok, TEKCT, MOAMUCH;

B) Bun u nara noxymeHra;

I') mecTo cocTaBnenust (M3gaHus);

J1) perucTpaioHHbII HOMED.

[IpaBunbnsiil otBeT: A, B, /1, I, b.

Komnerennuu (uaaukatopsl): OIIK-7 (OIIK-7.1, OIIK-7.2).

2.  Vcemanosume — XpOHONO2UHECKYIO — NOCNIE008AMENbHOCb  NPUHAMUS
HOPMAMUBHbIX NPABOBLIX AKMOE N0 O0eloNnpou3800Cmey, Kaopam U apxXueHOMY
XpaHenuro. 3anuwiume NpasUIbHYIo0 HOC1e008amelbHOCHb OYKE cllea Hanpaso.

A) ®enepanbhbliii 3ak0H No 63-D3 «O0 37IEKTPOHHON MOAKUCHY;

b) Ilpuxa3z PocapxuBa Ne 236 «O06 yrtBepxkaeHuu IlepedyHss THUMOBBIX
YIPaBICHUYECKUX apXUBHBIX JOKYMEHTOB, OOPa3yIOLIUXCs B MPOLIECCE AEATEIbHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIPABICHUS W OpPraHHU3aluH, C
YKa3aHUEM CPOKOB X XPAHECHUS;

B) ®enepanbubiii 3akoH Ne 125-®3 «O6 apxuBHOoM jpene B Poccuiickoit
Denepanumny;

I') Tlpuka3 PocapxuBa Ne 44 «O0 yrBepxkaeHun [IpumMepHON HHCTPYKIUHU 1O
JIEJIONPOU3BOICTBY B TOCYAAPCTBEHHBIX OPraHU3ALUAX»;

J1) Tlpuxa3 PocapxuBa Ne 71 «O06 yTBepxaenuu [IpaBui aenonpou3BoCcTBa B
roCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CAMOYNPABICHUS.

[TpaBunbnsiii otBeT: B, A, /I, I, b.

Komnerenuu (uaaukaropsl): OIIK-7 (OIIK-7.1, OIIK-7.2).

3. Yemanosume npasunvnyto nociedoeamenbHoCms CMPYKMYPHBIX J/1EMEHMO8
IEKMPOHHO20 Oenda. 3anuwume nNpasuibHyl0 HOCIe008amelbHOCMb OYKé clesa
Hanpaeo.

A) aitnel IS BKIIOYEHHS] 3JIEKTPOHHOTO JIOKYMEHTA MOCTOSHHOTO WU
BpeMEHHBIX (cBhilie 10 JI€T) CpPOKOB XpaHEHUsS B DJIEKTPOHHOE JIeJI0 B
UH(POPMAIIMOHHOM CHUCTEME MPOU3BOJAUTCS KOHBEPTUPOBAHUE JTOKyMEHTa B (popmar
apXMBHOTO  XPAaHEHHUs, HCTOYHMKOM KOMIUIEKTOBAaHUS  KOTOPOTO  SIBISIETCSA
OpraHu3alus;

b) daitn unu daitsibl 3MeKTPOHHBIX MOANKUCEH JEKTPOHHBIX JOKYMEHTOB WM
Gaiis, copepKaluii PacIOOKEHHBIE B XPOHOJIOTHYECKOW MOCIJIEI0BAaTEIbHOCTU



OTMETKH O pe3yJIbTarax IMPOBEPOK MOAJUHHOCTU SJIEKTPOHHBIX IMOANUCEH (MOXKET
(dbopMupOBaTHCS KaK OTYET U3 UH(POPMALIMOHHON CHCTEMBI);

B) ¢daitn unmm ¢aitnel MeTagaHHBIX, B TOM YHCJI€ YYETHO-PETHUCTPAIlMOHHBIX
KapTOueK WJIM MHBIX «BXOAHBIX» (OpPM, C TIOMOINBIO KOTOPBIX DSJIEKTPOHHBIN
JIOKYMEHT OBbUIT BKIIIOYECH B HH()OPMALIMOHHYIO CUCTEMY;

I') daitn unm aiiasl SMEKTPOHHBIX JOKYMEHTOB, MUMEIOIINE HAWMEHOBAHMS,
IPUCBOEHHBIE UM B MOMEHT CO3/aHHs (NOANMUCAaHWSA) JIEKTPOHHOIO JOKYMEHTA,
pacloJOKEHHbIE B  XPOHOJOTMYECKOM  TOpsAKe, 1O  ai(aBUTy  aBTOPOB,
KOPPECHOHAEHTOB WJIM B HHOM THOpsAKEe, oOecrneunBaeMbIM HH()OPMaLOHHON
CHUCTEMOM;

J1) BHYTpEHHSISI OITUCH 3JIEKTPOHHBIX JOKYMEHTOB JI€J1a, KOTOpasi 3aIllOJIHAETCS
UCIIOJHUTENEM (I10JIb30BaTeIeM MH(POPMAILIMOHHON CHCTEMBI) B MOMEHT IOMEIIECHUS
IEKTPOHHOIO JOKYMEHTa B DJJIEKTPOHHOE J€JI0, C YKa3aHHEM HHIEKca Jela U
3aroJIoBKa Jiena N0 HOMEHKJIAType 1€, BHYTPEHHSSI ONUCh MOXET aBTOMAaTHYECKH
dbopmupoBaThCsi MHPOPMALIMOHHOM CUCTEMOM KaK OTYET.

[TpaBunensiii otet: [, I, A, B, b.

Komnerenuuu (uaaukatopsl): OIIK-7 (OIIK-7.1, OIIK-7.2).

4. VYcemanosume npasunvHylo nociedo6amenbHOCHb  OCHOBHBIX  OMAN08
0bpabomxu 0oKymenma. 3anuwiume NpPasUIbHYIO NOCI1e008aAMeENbHOCHb OYKE Cllesd
Hanpaeo.

A) co3ngaHue T0KYMEHTA;

b) noctyn u 6e30nmacHOCTb;

B) pacnpoctpanenue u nepenaya;

I') koHTpONB BEpcuii;

J1) XpaHeHHE U apXUBUPOBAHUE.

[IpaBunbnsiil otBeT: A, B, /1, I, b.

Komnerentuu (uaaukaropsl): OIIK-7 (OIIK-7.1, OIIK-7.2).

3aaHusA OTKPBITOIO THIIA
3ajaHus OTKPBHITOTO THIIA HA JONOJIHEHUE

1. Hanuwume nponywennoe ciogocoyemanue.
— BTO CUCTEMA JIOKYMEHTAllMW, CO3[laHHAsl IO E€OUHBIM
mpaBuiIaM M TpeOOBaHUSM, colep)Kamas HWHPOPMAIUI0, HEOOXOAUMYIO IS
YIPABJICHUSI B OTIPEICIICHHON chepe AesITEeIbHOCTH.
[IpaBunbHBIN OTBET: YHUDHUIIMPOBAHHAS CUCTEMA JJOKYMEHTAITUH.
Komnerennuu (naaukatopsl): [1K-4 (ITK-4.1, [1K-4.2, T1K-4.3).

2. Hanuwume nponywennoe cnogo.

JleATeIbHOCTh MO YCTAHOBJEHUIO MPABUI MU XapPaKTEPUCTUK B MEISIX HUX
JTOOPOBOJILHOTO MHOTOKPATHOTO HCIIOJIb30BAaHUSI, HAMpaBJICHHAs Ha JIOCTH)KCHHUE
YIOPSIIOYEHHOCTH B cdepe MPOU3BOJICTBA U OOpaIeHus TPOAYKIIUA U TOBBIIICHUE

5



KOHKYPEHTOCIIOCOOHOCTH NpOAyKLUUH, paboT wmiau yciayr. Ha ympaBneHueckyro
JOKYMEHTAIIMI0 YCTAaHABIMBAETCA COCTaB OTAEIBHBIX 3JEMEHTOB JOKYMEHTa
(pEKBU3HTOB), 170:¢ PacIoNOKEeHNE " IIpaBUJIa oopmiieHus
Ha3bIBaETCA .

[IpaBUIIBbHBIN OTBET: CTaHIAPTU3ALMS / CTaHIaApTU3ALIUEH.

Komnerennuu (naaukatopsl): [1K-4 (ITK-4.1, [1K-4.2, T1K-4.3).

3. Hanuwume nponywennoe ciogocovemanue.

CBOMCTBO OQUIIMATBLHOTO JOKYMEHTa, COOOLaeMoe €My JeHCTBYIOUIUM
3aKOHOAATEJIbCTBOM, KOMIIETEHLIMEN W3IAaBUIETO €ro OpraHa M YCTAHOBIICHHBIM
NOPSIIKOM 0(hOpMIICHUS Ha3bIBACTCS

[IpaBWIBHBIN OTBET: IOpUINYECKAs CUJIa / FOPUIMUECKOU CHIION.

Komnerennuu (unaukaropsn): 11K-4 (ITK-4.1, T1K-4.2, T1K-4.3).

4. Hanuwume nponyujeHHnoe clo8ocouemanue.

Kaxnas ynpaBneHueckas (yHKUUS pEATM3YyETCs 4epe3 KOMIUIEKC (CHCTEMY)
JIOKYMEHTOB, XapakTEpHBIX TONbKO i JaHHOW (yHKIuU. COBOKYIHOCTD
JIOKYMEHTOB, B3aMMOCBS3aHHBIX [0 MPHU3HAKaM MPOXOXKIACHMS, HA3HAYCHUs, BUA,
cepsl NEATEIbHOCTH, €IUHBIX TpeOOBaHMIA K o opMIIeHHIO,
Ha3bIBAETCA .

[IpaBUIIbHBII OTBET: CUCTEMA JOKYMEHTALUU / CUCTEMON JOKYMEHTALIUH.

Komnerennuu (unaukaropsn): [1K-4 (ITK-4.1, T1K-4.2, T1K-4.3).

3az(amm OTKPLITOI0 THUIIA ¢ KPATKHUM CBOﬁOIlHI)IM O0TBCTOM

1. Hanuwume nponywennoe ciogocouemanue.

3amuiaeMple  TOCylapCTBOM  CBelleHMs B 00JacTM €ro  BOEHHOM,
BHEIIHEIIOJIUTHYECKOM, AKOHOMMYECKOM, pa3BeIbIBATEIIHLHOM,
KOHTPPA3BEIbIBATEIbHON U ONEPATUBHO-PO3BICKHON NEATEIbHOCTH,
pacIpoCTpaHEHUE KOTOPHIX MOXKET HaHecTu yuiepd OezomacHocTH Poccuiickoit
denepanuu — .

[IpaBUIIBHBIN OTBET: CBEAEHNUS, COCTABISAIOIINE T'OCYIaPCTBEHHYIO TalHYy.

Komnerentuu (uaaukaropsl): OIIK-7 (OIIK-7.1, OIIK-7.2).

2. Hanuwume nponywjennoe ciogocouemanue.

CBeneHus, 111 KOTOPBIX YCTAHOBJIEH CIEIUANBHBIN peXuM cOOpa, XpaHeHus,
00pabOTKH, MPEIOCTABICHUSI M HWCIOJIb30BaHUS, JOCTYN K KOTOPBIM OIpaHHUYEH B
COOTBETCTBHH C (hefiepaibHbIMU 3aKOHAMU — 3TO

[IpaBunbHBIN OTBET: MH(DOPMAITUS OTPAHUYEHHOTO JOCTYTIA.

Komnerentuu (uaaukaropsr): OIIK-7 (OIIK-7.1, OIIK-7.2).

3. Hanuwume nponyuieHHoe cioeocodvemarue.
AOKYMCHTBI HOCAT BCIIOMOTaTeIbHbIN XapakTep
I10 OTHOIICHMUIO K OpFaHI/ISaI_II/IOHHO-paCHOpHﬂHTCHBHOﬁ JOKYMCHTAIUH.
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Nudpopmanus, conmepkamasicss B HHUX, MOXET MPUHUMATbCA K CBEICHHUIO JIMOO
CIIY’)KATh OCHOBAHHUEM JUISI U3AHUS PACIIOPSAUTENBHBIX TOKYMEHTOB. K aTOMy Buay
JIOKYMEHTOB OTHOCSITCSI: aKThI, IIPOTOKOJIBI, CIIPABKH, TOKYMEHTHI U O0BSICHUTEIbHBIC
3aIUCKH, INCbMA, TEIETPAMMBI.

[IpaBunbHbI 0TBET: MHPOpMALIMOHHO-CITPaBOYHBIE.

Komnerennuu (uaaukartopsl): OIIK-7 (OIIK-7.1, OIIK-7.2).

4. Hanuwume nponyujenuvle c1080COYeMaHusl.

Ha kaxnyro yHMQUUMPOBaHHYIO CHCTEMY JOKyMEHTAallMM pa3padoTaH
rocynapcTBeHHblil cranaapT. Paspaborunkamu YCJ[ ABISAIOTCS COOTBETCTBYIOIINE
MUHUCTEPCTBA (BEIOMCTBA), OCYILUECTBIISIIOIINE KOOPAMHALMIO B TOM WM HHOMN
oTpaciau JedareinpHocTh. Tak, ABIJIAETCSI OTBETCTBEHHBIM 3a
OyXTaJITEpCKYI0  JOKYMEHTAlHIO, — 32 OpraHU3alUOHHO-
pPaCIoOpSAUTENBHBIE JOKYMEHTHI.

IIpaBunbHbIi 0TBET: MuHKcTEpcTBO PuHaHCOB PD, Pocapxus PO.

Komnerennuu (uaaukatopsl): OIIK-7 (OIIK-7.1, OIIK-7.2).

Banaﬂnﬂ OTKPLITOT0 THUIIA C PAa3BEPHYTHIM OTBETOM

1. Ilpouumatime mexcm 3adanus. IIpodymaiime no2uxy u noawomy omeema.
3anuwume omeem, uUcnonwL3ys mounyo opmynuposxy. llepeuuciume OoxymeHmul,
KOMOPbIMU pe2laMeHmupyemcs 0elonpou3800Ccmao.

COBOKYIIHOCTh 3aKOHOB, HOPMATHBHBIX IPAaBOBBIX AKTOB U METOAMYECKHX
JNOKYMEHTOB, PENIAMEHTHPYIOUIMX TEXHOJOTHMIO CO3[JaHUs JOKYMEHTOB, HX
00pabOTKM, XpaHEHHUsI M HCIIOJIb30BaHUS B TEKYILIEH NEATEIbHOCTH YUPEKICHMS, a
TaKke JesTeNbHOCTh ciayxk0bl JIOY: ee cTpykrypy, QyHKIMHU, IITAThl, TEXHUYECKOE
oOecrieyeHUe W  HEKOTOpble JIpYyTM€  acleKThl COCTaBJISIOT  HOPMAaTUBHO-
METOUYECKYI0 0a3y IeT0npOU3BOACTBA.

Bpewms BeimonHeHust — S MuH

OxunaeMblid pe3yJbTar:

Koncrturynusa P®, Ipaxnpanckuii komekc P®, Tpynosoi komexkc PO,
®denepanbHbie 3aKk0HBI, YKa3bl [Ipesunentra PO, [loctanoBnenus nmpaButenbcTBa PO,
HOPMAaTUBHBIE aKThI (heJiepanbHbIX OPraHOB MCIIOJIHUTENBLHOMN BJIACTH, aKThl OPTaHOB
MECTHOTO YIIPaBJICHMS], JIOKAJIbHbIE HOpPMaTUBHbIE akThl opranuzauuu, ['OCTsl,
MEKOTPACIIEBBIE U BEJOMCTBEHHbIE HOPMATHUBBI, IEPEUECHb THUIIOBBIX YIIPABICHYECKUX
JIOKyMEHTOB, TpaBWia BEICHUS M XPaHCHHUS JIOKYMEHTOB, WHCTPYKIIUH, TaOeiu
dbopm, 001IepOCCUiCKHEe KITACCU(UKATOPBI.

Kputepnil oneHuBaHus: HaJIU4YUE B OTBETE CEMH HOPMATHMBHBIX JIOKYMEHTOB,
CoJIep KallluX HOPMBI TPYAOBOIO MpaBa, a TaKKe IATH JOKYMEHTOB METOJUYECKOTO
XapakTepa.

Komnerennuu (unaukaropsn): 11K-4 (I1IK-4.1, T1K-4.2, T1K-4.3).

2. Ilpoyumaiime mexcm 3a0anus. IIpooymatime 102uKy u noIHOmM)y OmMeemd.
3anuwume omeem, UCHONL3YS MOYHYIO POPMYTUPOBKY.

7



Bam kak HavanbHUKY OTAEla KaJApOB PYKOBOAWUTENb ITOCTABWI 3aJady
NIEPEBECTH BECh KaJIPOBBIN JOKYMEHTOOOOPOT B AJIEKTPOHHBIN (hOpMaT, MCKIIOYUB
BOOOIIIE Kakoe-TuOO XpaHEHHE JOKYMEHTOB Ha OymaxxHoM Hocwutene. [IpaBomepHO
Ju TpeOoBaHME IUPEKTOpa opranuzanuu? Pa3pemiaer a1 3akoHOAATENb O)OPMIIATH B
AIIEKTPOHHOM BHJI€ BCE KaJPOBBIE JOKYMEHTHI.

Bpewms Beimonnenns — 10 mun

OxuaeMblid pe3yJbTar:

CormacHo crarbsiMm  22.1-22.3 TpynmoBoro Komexkca mnpaBOMEpHO BECTH
KaJIpOBBIA AJEKTPOHHBIN JokyMeHTooOopoT (KOO) — co3manue, mnoamucaHue,
UCIIOJIb30BAaHUE W XpaHeHue paboronmareneM, paOOTHUKOM WM JIUIOM,
MOCTYMAIOIIMM Ha padoTy, JTOKYMEHTOB, CBA3aHHBIX C paOOTOH, OPOpPMIICHHBIX B
AIIEKTPOHHOM BHE Oe3 nyonmupoBaHus Ha OymakHoM Hocurtene. Ho mepexon Ha
K910 He saBnsieTcst 00s3aTeNbHBIM, OPTaHU3ALUAM Pa3pEIICHO BECTH 1yOIUPYIOILYIO
OyMaxHyt0 OyXrainTeputo, XoTs MHoxecTBOo oTuétoB PHC mnpuHuUMaeT yxe B
ANEKTpOHHOM  (opmare. Takxke HeoOXoquMO BecTH B OymaxkHoM (opmare
CIIeqyIoUMe JOKYMEHTBHI: MpHKa3 Ha yBoibHeHHE; popma H-1 (akT o HecuacTHOM
cilydae); )KypHaj MHCTpYKTaxkel no oxpane tpyaa; popma CT/-P; TpynoBas kHUkKa
(1o Tex mop, MOKa COTPYAHHUK HE PEIINTCA Ha AIEKTPOHHYIO).

Kpurepuii onieHMBaHusA: HaIW4YUME B OTBETE CCBUIKM Ha CTaThlo TpynoBOTO
Kongexkca 00 3JEKTpPOHHOM KaJIpOBOM JOKYMEHTOOOOpOTE B cdepe TpYI0BbIX
OTHOILIEHUH, a Takke MH(POpMAUu O TOM, YTO HE BCE JOKYMEHTHl B KaJpOBOM
JIOKYMEHTO000pOTE MOAJIEXKAT OLIUPPOBKE.

Komnerennuu (unaukaropsn): [1K-4 (ITK-4.1, T1K-4.2, T1K-4.3).

3. Ilpouumatime mexcm 3adanus. IIpodymaiime n0euxy u noiHomy omeema.
3anuwume omeem, uUcCnoavb3ys MouHyr0 Gopmynruposky. Ilpusedoume npumepoi
NPUYUH AKMYATbHOCIU CAPOCA ABMOMAMU3AYUU OeJIONPOU3B00CNEA?

C pa3BUTHEM PBIHOYHBIX OTHOIICHUN M U3MeHeHHeM (OpM COOCTBEHHOCTU B
Poccun mosiBasieTcss yCTOMYMBBIA CIPOC Ha peuieHuss B OONACTH aBTOMAaTH3allUU
paboThI C TOKYMEHTaMU U opraHu3ainuu o0usHeca. OrpoMHbIN MOTEHIUAIBHBIA CITPOC
Ha TOporpaMMbl M YCJIYTd B OOJIACTM aBTOMAaTH3allMU JIEOMPOU3BOJICTBA BBI3BAH
LEJBIM PSIZIOM MPUYHH.

Bpewms Beimonnenns — 15 mun

OxuaeMblid pe3yJbTar:

C nokyMeHTamMu paboTarOT aOCOJNIOTHO BCE OpraHM3alid H  OONBIIOE
KOJINYECTBO YacTHbIX JHIl. [IpakThueckn Kaxkaas oOpraHu3alus CTaJIKUBAETCA C
npoOeMaMu B JCJIONPOU3BOJCTBE: TOKYMEHTHI TEPSIOTCSA, HE KOHTPOJIUPYIOTCS, HE
UCIIOIHSIOTCS. 3a CYET YIYYIIEHUs] BEACHUS JEJONPOU3BOJCTBA MPEANPUATHS U
OpraHu3alliy TMOJYYaloT PeajibHbI MIAHC YIYYIIUTh Ka4€CTBO CBOETO YIIPABIICHUS,
YTO SBJIAETCS OHHOM M3 aKTyaJbHEHIIMX 3a7a4 COBPEMEHHOW HSKOHOMMKHM.
KBanuduxkanus cexperapeid W JiMIl, OTBEYAIOIIUX B OpraHU3AIMAX 3a BEJICHHE
JIeJIOTPOU3BOICTBA, HEAOCTATOYHA M TPEOYeT MOBBIIICHUSI €€ YpOBHs. Upe3BbluaiiHO
BEJIMKH 3aMPOCHI MOJIb30BATENIEH HA COBEPIIEHCTBOBAHKUE MPOTPAMM aBTOMAaTU3AIUU



JIEJIOMPOU3BOICTBA M UX MHTETPALlMI0O C MHOTOUYMCIECHHBIMU aBTOMATU3UPOBAHHBIMU
pabourmMu MecTaMu, HH(OOPMAIIMOHHBIMU U TIPUKJIATHBIMA CUCTEMAMHU.

Kputepuil oneHuBaHusA: HalMyue B OTBETE MEPEUMCICHUS HE MEHEE Tpex
NPUYMH TOTEHIIMAJBLHOTO CHOpoca Ha TporpaMMbl H  YCIYyrd B 00JiacTu
aBTOMATH3aIIMU JIEJIONPOU3BO/ICTBA.

Komnerennuu (naaukatopsl): [1K-4 (ITK-4.1, [1K-4.2, T1K-4.3).

4. IIpoyumaiime mexcm 3a0anus. [Ipooymatime 102uKy u noIHOmM)y Omeemd.
3anuwume omeem, UCnoIL3YA MOUHYIO Gopmynruposky. llepeuuciume pexeuzumol
dopmynapa-oopazya?

dopmynsip-o0pasel] ycTaHaBIMBAET OCHOBHbBIC TPUHITUITHATILHBIE MOMEHTHI, HA
OCHOBE KOTOpPBIX BbIpaOOTaHbl €AMHbIC TMpaBuia OG(OPMIICHUS PEKBU3HUTOB,
ynotpeosisieMbie npu odopMIIEHUN OpraHU3alHOHHO-PACIIOPSATUTEIbHBIX
JOKYMEHTOB. YCTaHOBJIEHO 30 PEKBU3UTOB, KOTOPBIE UCIIOIB3YIOTCS IPH ITOATOTOBKE
u 0hOpMIICHUU OpPraHU3alMOHHO-PACIIOPSAUTEIBHBIX JIOKYMEHTOB. B ux cocras
BXOJISIT:

Bpewms Beimonnenus — 15 mun

OxunaeMblid pe3yJIbTar:

01 - T'ocymapcrBennsiii rep6 Poccuiickoit @enepauun; 02 - I'epd cyObekra
Poccuiickoit @enepanuu; 03 - DMOnema opraHu3alvi WM TOBapHBIM 3HAK (3HAK
oOcnyxkuBanus); 04 - Kom opranuzamum; 05 - OCHOBHOM TOCYHapCTBEHHBIN
peructpanuonusiii Homep (OI'PH) ropunuueckoro nuna; 06 - UnentudukaimoHHbIi
HOMEp HaJIOTOIIaTeNbIIKa / KO MpuYuHbl mocTaHoBku Ha yuet (MHH/KIIIT); 07 -
Kon ¢opmer mokymenta; 08 - HammenoBanue opranmsanuu; 09 - CrnpaBodHbie
naHHple 00 opranm3anuu; 10 - HawmmenoBanme Buma mokymenta; 11 - Jlara
noKyMeHTa; 12 - PeructpauvioHHslii HOMep JokyMmMeHTa; 13 - Ccbuika Ha
PETUCTPAIMOHHBIA HOMEP U JaTy AJOKyMeHTa; 14 - MecTo coCTaBIeCHUS WIH U3IaHUS
nokymeHra; 15 - Aapecar; 16 - I'pud ytBepxknenust jokymenta; 17 - Pezomonus; 18
- 3aronoBok K TekcTy; 19 - Ormerka o kxoHtpone; 20 - Tekct mokymenra; 21 -
OtmeTka o Hamuuuu npunoxenus; 22 - Ilognuce; 23 - I'pud comnacoBaHus
JIOKYMEHTAa; 24 - BU3bl coniacoBaHus JOKyYMEHTa; 25 - OTTuck nevaru; 26 - Otmerka
0 3aBepeHuu konuu; 27 - OTMerka 00 ucnonanurene; 28 - Ormerka 00 UCTOTHEHUH
JIOKYMEHTA W HalpaBJICHUU €ro B Aeio; 29 - OTMeTKa O MOCTYIUICHUN JTOKYMEHTA B
opranu3zanuio; 30 - nentudukarop >1eKTPOHHON KOTTHMH IOKYMEHTA.

Kputepnii oneHuBaHusA: HaIuyue B OTBETE€ [EPEUUCICHUA TPUALATH
PEKBU3UTOB.

Komnerennuu (naaukatopsl): [1K-4 (ITK-4.1, [1K-4.2, T1K-4.3).



JKenepTHoe 3aKIYeHne

IlpencraBnennsrit (hOHJI OLIEHOYHEIX CpencTB (maiee — ®OC) mo aucuumIHHE
«OCHOBEI IIeTONpoU3BONCTEa B T'OCYyNapCTBEHHOM M MYHHUIMIIAIbHOM YIpaBIIeHUN
COOTBETCTBYeT TpeboBanusam ®I'OC BO.

Ipennaraemsre dopmer u CPEACTBA TEKYINEro0 W IIPOMEXKYTOYHOIO KOHTpPOJIA
AlICKBaTHBl LEIAM M  3amauyam peanisallid  OCHOBHOM mpodeccroHambHOM
. 00pazoBaTeIbHO IIPOrpaMMBI 1o HaIIpaBIIEHUIO IIOJTOTOBKH
41.03.05 Mexnynaponnsre oTHOMmIEHES.

Ouenounsle  cpencrra ATAL  TEKYIIEr0  KOHTPOJIs YCIIEBAEMOCTH,
TIPOMEXYTOYHOH aTTeCTallK 10 HTOTaM OCBOEHIS AUCIUIUIMHEL TIPEJCTaBIEHbl B
IIOJIHOM 00BeMe.

Bunsr onenounsix CPEICTB, BKIIOYEHHEIE B NIPECTABICHHEL ¢oHz, orBevaroT
OCHOBHBIM NpHHIMNaM hopmuposanus GOC,

PaspaGorannsit u TIPENICTaBIEHHBIM I  SKCIIEPTU3bI GoHI oleHOUHBIX
CPEICTB PEKOMEHIYETCS K HCIIONBb30BAHKIO B Iponiecce IOATOTOBKM o6yvarormmxcs
TI0 YKa3aHHOMY HaIIPaBIEHHUIO [TOATOTOBKEL

Ipencenarens yue6Ho-meTomuaeckoii KOMHUCCHH /
KaeapBI rocynapcTBEHHOro YIpaBIIeHHUS el J110. CumoHeHKo



JIncT n3MeHeHUH U JOMOJIHEeHU I

/o

Bunabl nonosHenuii n
U3MEHEHUN

[ara u HOMep pOTOKOIa
3acemanus Kagenpol
(xadenp), Ha KOTOPOM OBLITH
pPacCMOTPEHBI U 0JI00PEHBI
NU3MCHCHUSA U JOIIOJIHCHUSA

[Toanmuce
(¢ pacugpoBKoii)
3aBeyromiero kadeapoit
(3aBemyronux Kagenpamn)
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