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Paznean 1. IlepeyeHs koMneTeHIIA I

Ilnanupyembie
pe3yabTaThbl 00y4eHu sl

HaumMeHoBaHUE OLIEHOYHBIX
cpelacTB
(onpoc, ooxnao, pegpepam,
Kypcogas paboma, mecm,
meopueckoe 3a0anue, npoexn,

dopmupyemMble Nuaukaropsl 10 TUCHUILIHHE
pMupY A pbI Jue ’ 80NpPOCHI/3a0aHUs
KOMMeETEeHI[HN KOMIM eTeH Uit XapakKTepu3ymoiue g
NPOMENHCYMOUHOU
Tanbl GOpMHUPOBAHMS
N ammecmayuu u op.)/
KOMMeTeH Uit
mudp pazaena
(nyHKmM/noonyHKkm) B JaHHOM
JIOKYMEHTE
IK-4 Cnoco6nocts |IIK-4.1 3Haet 3uark: ucTOpHIO pasBUTH | 3a1aHUS PENPOTYKTHBHOTO
CO3/1aBaTh M BECTH | TCHICHIMU pa3BuTHs | FOKYMCHTA ypoBHsi: Tecmuposarnue
KaK KyJbTypHOTO )eHOMEHA.
CUCTEMBbI JOKYMEHTAIlMOHHOTO v Onpoc
METhb: NPAKTUICCKU
JOKYMEHTAI[MOHHOTO | 00ecrieueHust MPUMEHSTH
obecrniedeHus YHOpaBJICHUA U HOPMAaTHBHBIC ITPABOBBIC 3ananms PCKOHCTPYKTHBHOTO

YIpPaBJICHUS U
apXUBHOTO JIeIa Ha
0a3e HoBeHIINX
TEXHOJIOTHH

ApPXUBHOI'O Acia

aKThl,
PEryIUPYIOLIHE BOTPOCH
obecrieueHnst COXpaHHOCTH,
pecTaBpalii U KOHCEPBALHK
APXUBHBIX JOKYMEHTOB.
Baagern: HaBbIKaMu
HOICPIKAHMS

HOPMATHBHBIX PEKIMOB
XpaHEHHs

ApXHUBHBIX JOKYMCHTOB

YPOBHSI: KOHTPOJIbHBIE paOOTHI

IIK-5 Bnanenue
MPaBOBBIMU
OCHOBaMH
JTOKYMCHTOBEICHUS
W apXUBOBEJICHUS U
CMEXXHBIX 00s1acTei
Y IPUMCHEHHUE UX B
npodeccrnoHanbHOM

chepe.

IIK-5.1 3naer
3aKOHOI[aTeJIBHy10 nu
HOPMAaTHUBHO-
METOJINYECKYI0 0a3y
JOKYMEHTAIMOHHOTO
obecneueHUs
YIpaBICHUS U
apXMBHOTO JIeJIa.

3HATH 3aKOHOJATEIBHYIO U
HOPMATHUBHO-METOAMYCCKYIO
0a3y JOKyMEHTAIIHOHHOTO
obecrieueHns yIpaBIeHUS
YmeTh pa3zpabaTeiBaTh
PanMoOHATBHYIO CTPYKTYPY
B3aUMOCBSI3EH MEXIY
TOpa3IeICHISIMA
OpraHU3aIHH.

Baapgers npaBuiaMu
OpraHU3aI1H ONIEPATUBHOIO
XpaHCHHS JOKYMEHTOB U
MOJrOTOBKHY JIOKYMEHTOB K
nepeaaye B apxus.

IIK-5.3

Cnioco6eH MpUMEHSITh
3aKOHOAATCIIbHYIO U
HOPMAaTHUBHO-
METOJINYECKYI0 0a3y
CMEXXHBIX 00J1acTeil B
npodeccrnoHanbHOM

chepe

3HaTh:

6azoBble TpeboBaHUS,
OpeabsABIsIEMbIC K
OTpacjeBbIM
UH(POPMALHOHHBIM
cucTeMawm;

Ki1accuuKaIuio
WHPOPMAITMOHHO-
KOMMYHHUKAIMOHHBIX
TEXHOJIOTH, IPUMEHSIEMbIX
B IOV u apXuBHOM JieJie Ha
COBPEMEHHOM ITarle,
HAIpaBICHUS, LU U 331241
UX MPUMCHCHHS;

YMerth:

3agaHus NPaKTUKO-
OpPUEHTHPOBAHHOTO W/HITU
MCCIIEZIOBATEIbCKOTO YPOBHS:
OIIpOC/TIpe3eHTaINs, TOKIIA B,
NPaKTUYECKHE PAOOTHI




®opmupyeMble
KOMIIETCHIUH

HNuauxkaropsl
KOMIIETEHIIM A

ILlnianupyemsle
pe3yJbTaTbl 00y4YeHust
10 JMCIHUILIHHE,
XapakTepu3ymoume
jransl (POPMUPOBAHUA
KOMIIeTeHIH i

HaumeHoBaHUe OLEHOYHBIX
cpeiacTB
(onpoc, ooxnao, pegpepam,
Kypcogas paboma, mecm,
meopueckoe 3a0anue, npoeKm,
80NPOCH/3A0aHUS
NPOMENCYMOYHOU
ammecmayuu u op.)/
mudp pazaena
(nyHKmM/noonyHkm) B JaHHOM
JIOKYMEHTE

OpHEeHTHPOBATHCS B
COBPEMEHHBIX
OTEYECTBEHHBIX
ABTOMAaTH3MPOBAHHBIX
cucreMax
JIOKYMEHTAIIUOHHOTO
o0ecrieucHHs yIPaBIICHUS,
OMPENENATh BO3MOKHOCTHU
pelICHUs TUTIOBBIX 33134
JIEIIOTIPON3BOICTBA B Cpelie
koprioparuBHoi MC,
TEXHOJIOTHH KOMMYHHUKAITHH,
TIOJ/ICP’)KUBACMBIX B
KOPITOPAaTUBHBIX
MHPOPMAITMOHHBIX
cucTeMax.

OCYLIECTBIISITH BBIOOD
CHCIHATBHBIX TPOTPAMMHBIX
CpeACTB
JIOKYMEHTAIIUOHHOTO
oOecrieucHHs yIPaBIICHUS,
Baaners:

HaBBIKAMU OpTaHU3AINN
paboTHI MMOJIb30BATENCH
MHPOPMAIIMOHHOU
CHCTEMOIA;

OIICHKH Pe3yJIbTaTOB
BHE/IPCHHUS
UH(POPMALMOHHBIX
texHosioruii B J1I0OY
OpraHU3aIHH.

I1K-5.4 Baageet
HaBBIKAMH pa3pabOTKH
Y BHEAPEHUS
JIOKQJIbHBIX
HOPMATUBHBIX aKTOB B
chepe
JOKYMEHTAI[MOHHOTO
o0ecrnieueHus
yIpaBlIeHUs U
apXUBHOTO Jieja.

3HaTh: IpaBWIIa CO3TAHUS U
0 OpPMIICHHUS JIOKATBHBIX
HOPMATHBHBIX JOKYMECHTOB;
YMmeTn: pa3pabarbiBaTh U
BHEJIPSTH MOJIOKCHHS O
CTPYKTYPHBIX
HOApa3/IeIICHUSX;
pa3pabaTbIBaTh U BHEIPSTH
WHCTPYKIIMH 110 TEXHOJIOTUH
paboTHI ¢ JOKYMEHTAMH;
Baagers: npaBuiiaMu
co3maHus U OPOPMIICHHS
JIOKaJBHBIX HOPMATUBHBIX
JIOKYMEHTOB.

Paznen 2. TunoBble M OPUIrHMHAJIbHbIE KOHTPOJIbHbIE 3alaHUS M HHbIE
MaTepHaJibl, HeO0OXO0AUMBbIE JIsl OLEHKHU NJIAHMPYEMBIX pe3yabTATOB O0y4YeHHs IO




AUCHUIUIAHE (OLEHOYHbIE CPeaCTBA).

Onucanue mnoka3atejleid M KpUTepHEB

OICHUBAaHUA KOMHCTCHHHﬁ, OIMTMCAaHHC IIKAJ OICHUBAaHUAA.

2.1. 3aiaHus penpoayKTUBHOIO YPOBHS (00yuarowuecs: 0eMOHCmMpUupyom
CNOCOOHOCMb B0CNPOU3BOOUMb U3YUEHHbIL MAmepual)

2.1.1. ®onxa TeCcTOBBIX 3aJaHHUi MO AUCLMILIAHE, Pa3paOOTaHHBI W YTBEP)KIEHHBIA B
cootBercTBUM ¢ [lonoxkennem «O QopmupoBaHun (QOHOA TECTOBBIX 3aJaHUM IO

JUCILUILIAHEY,
Bb100p 01HOT0 BapHaHTa 0TBETA U3 NMPEIAI0KEHHOT0 MHOKeCTBA
Tecrt 1. Pa3znean 1.
Ne Komnerenuus Bonpoc BapuaHThl 0TBETOB
n/n (4yacTb
KOMIIETEHIIMH)
IIK-4.1 3naet C 4yeMm cBsI3aHO MOSIBIEHUS | @) C IPUHATUEM XPUCTUAHCTBA,
TECHJICHIIUM PA3BUTHUS | TOKYMEHTHPOBAHUS Ha 0) c oobenuHeHneM Pycu u
JIOKyMeHTalmonHoro | Pycu: IpeBpalieHeM B
obecrieyeHus LEHTPAIN30BaHHOE
yIpaBieHUs: U rocyJ1apcTBO;

APXUBHOI'O AcJIa

B) C 3aKJIIOYEHHEM TOPTOBBIX U
BOEHHBIX MEKIYHApOIHBIX
norosopos Pycu u Busanruu;
') C BOSHUKHOBCHHEM U
pacrpocTpaHeHUEM
MUCbMEHHOCTH.

IIK-4.1 3naer
TEHICHIMU PA3BUTHS
JOKYMEHTAIMOHHOTO
obecrieueHust
VIpaBICHUS U
apXI/IBHOFO aclia

Korna u rae nossnsercs B
Poccun tepmun
«IeJIOPOU3BOJICTBON:

a) B 16-17 BB. B mpuKa3ax;

6) B 12-13 BB. IpH KHSHKECKUX
JIBOpax U MOHACTBIPSIX;

B) B 18 B. B KOJIJIErUsiX;

r) B 18 B. B mpuKasax.

IIK-4.1 3naer
TEHICHIMU PA3BUTHS
JOKYMEHTAIMOHHOTO
obecrieyeHust
YIpaBJICHUS U
apXI/IBHOFO aclia

HcTounukoMm cBeneHuit o
3aKOHOJIATEIILCTBE U
COLMaILHO-
SKOHOMHUYECKOM YKJIaJie Ha
Pycu B 11-12 BB. CyXWUT:

a) OepecTsHbIC TPaMOTHI;

0) MEXIyHApOHBIE TIOTOBOPHI
¢ Buzantuei u eBponeickumu
rocy/1apcTBaMu;

B) TPaMOTHI | JICTOTIUCH;

r) Pycckas npasna.

IIK-4.1 3naer
TEHJICHIIUH Pa3BUTHUS
JOKYMEHTAI[MOHHOTO
obOecrieyeHus
yIpaBIeHUs U
apXHUBHOTO JIeJIa

Mo 15 B. 1OKyMEHTHI B
OCHOBHOM BEITUCH B:

a) TOCTUHBIX JBOPAX;

0) pU KHSDKECKUX JIBOpax;
B) B MOHACTBIPSIX;
r)a,o,B.

IIK-4.1 3naer
TEHJICHIIUH PA3BUTHUS

UYro coboil npencrapisii

croiberr kak hopma

a) OJIUH JIKCT MepramMeHa,
TTOAKJICEHHBIN K APYTOMY




JTOKYMEHTAI[HOHHOTO
obecrieueHust
yIpaBJICHUS U
apXMBHOTO JIej1a

JIOKYMEHTA!

Y3KOH CTOPOHOM;

0) OIMH JUIMHHBIN Y3KHH JTHCT
IIEpPraMeHTa;

B) JINCT IIEpraMeHa, Ha
KOTOPOM TEKCT IUCAJICA B BUJIE
Y3KHX CTOJIOMKOB.

6. | IIK-4.1 3naer JloxymenTsl 0 15 Beka a) CYHJyKax;

TEHJCHIIMH Pa3BUTUS | XPAHWUIIUCH, KaK TPaBUIIO, 0) napsx;
JOKYMEHTAI[MOHHOTO | B: B) CBUTKAX;
obecrieueHus T') IEPEBSIHHBIX IIKadax.
yIpaBIeHUs U

apXUBHOTO JIeIa

7. | IIK-4.1 3naer Jl1 TEeKCTOB TOKYMEHTOB a) CIUIOLIHOE HaIlMCAaHMUE;
TeHJICHIIUM pa3BuTus | nepuoxaa 10-14 Bs. 0) CIIOIIHOE HamMcaHue, 0e3
JOKYMEHTAI[MOHHOTO | XapaKTepHO OBLIO: pa3JeNeHus Ha OTIENIbHbIC
o0OecreyeHus CJIOBA;
yIpaBIeHUs U B) BBIICTICHHE a03a1eB U
apXUBHOTO JIea pa3BUTHE MyHKTYaIUU;

I') CIUTONTHOE HamucaHue, 6e3
pas3esieHns Ha OTJENIbHbIE
CJIOBA M ITYHKTYAaIIHH.

8. | IIK-4.1 3naer Jns ynocroBepeHus a) CKpEeTBbI IbIKOB U TTUCIIOB,
TEHJECHIUM pa3BUTUSA | JOKyMeHTOB B 10-15 BB. 1eyaTy;
JOKYMEHTAIMOHHOTO | MCIOJIb30BAJIHCh: 0) cKpenbl IbSKOB U MOCTHI;
obecrieyeHus B) CKpETIbI JAbSIKOB U MMHCIIOB,
yIpaBieHUs: U MOCTBHI U 11e4YaTH;
aApXUBHOTO JIeTIa T') IEYaTH U MOCTHI.

9. | IIK-4.1 3naer B 16-17 BB. TekcT a) HE UCIIOJIb30BaJIaCh;
TEHJCHIIMH Pa3BUTHA | JOKYMEHTa MHUCAJICS TOJIBKO | 0) MpOCTaBICHUS MOMET,
JOKYMEHTAallMOHHOTO | HAa OJJHOW CTOPOHE, a pe30JIIoLUI U aipeca;
o0ecrnieueHus BTOpasi UCIIOJIb30BaJIaCh B) HaNMCaHUs UMEHU JbsIKa,
yIpaBIeHUs U TUTST: COCTaBJISBIIIETO JIOKYMEHT;
apXUBHOTO JIeIa T') IPOCTaBJICHUS apeca.

10.| IIK-4.1 3Haet B crtomn0err 16-17 BB.

TEHJICHIIMH Pa3BUTUS | CBUTKH MOTJIH
JOKYMEHTAI[MOHHOTO | MOJKJIEUBATHCSA O
obecrieyeHus npu3HaKaM (YKaXuTe
yIpaBieHUs: U CaMOCTOSITENIbHO):
aApXUBHOTO JIeTIa

11.| IIK-4.1 3naer Jns nenonpousBoAcTBa 16- | a) 3apoxkaeHUE apXUBHOTO
TeHJACHUMHU pa3BUTHUS | 17 BB. XapaKTEpHO: zena;

JOKYMEHTAI[MOHHOTO 0) pazButue

o0ecrnieueHus JIeJIONPON3BOCTBEHHBIX

yIpaBIeHUs U KaJpOB;

apXUBHOTO Jiea B) TIOSIBJIEHUE TETPAAHON
(hOpMBI TOKYMEHTOB HapsIIy CO
CTOJIOIIOBOIA;
r)a, o, B.

12.| IIK-4.1 3naer . B mpukazax pemenue 1en | a) EAMHOIMYHO CYIbSIMY;

TCHJICHIIUH PA3BUTHUS

IMPONU3BOJNIIOCH,

0) KOJUICTHAJIBHO CYJIbSIMH 1




JTOKYMEHTAI[HOHHOTO
obecrieueHust
yIpaBJICHUS U
apXMBHOTO JIej1a

JIbSIKaMU;

B) €IMHOJIUYHO JbSIKAMH;

T') KOJJIETHAJIBHO CYIbsIMU U
IbIKaMH, €AUHOINIHO

IbSIKAMU.
13.| IIK-4.1 3unaet Kak pacnpenensnuch a) CyIbs;
TEHJICHIIMH Pa3BUTHUS | JEIONPOU3BOJICTBEHHBIC 0) ObsK;
JOKYMEHTAI[MOHHOTO | (DYHKIIMU B IpUKa3ax B) CTaphble MOAbSIYNE;
obecrieyeHus (cootHecure OyKBY U I') CpeAHNE TIOIbSIUNE;
YIpaBJICHUS U nudpy): 1) MJTQJIIITHE TIO/IbSTUNE;
apXUBHOTO JIeTia
1) pyKOBOMIIN CTOJIAMH H
MTOBBITHSIMH,
2) mepenuchiBaId JOKYMEHTHI,
3) pyKOBOJIUIIN IPUKA30M,
MPUHUMAIU PELICHHUS;
4) HaBOJIUIIU CIIPABKH,
COCTaBJISUIH JOKYMEHTBI;
5) mpocTaBiieHHE Ha
JOKYMEHTaX pe30JIOLHHI, NX
pacripeieieHue 1o CToJIaM U
MOBBITHSM, IPUHATHE PELICHUS
10 JIeny.
14.| IIK-4.1 3naer YcTaHOBUTE NIPABUIIBHYIO _ IbSIK JIeJa)l Ha JOKYMEHTE
TEHJCHIIMH Pa3BUTHUS | MTOCIIEAOBATEIHLHOCTh MTOMETY «BBIITUCATDHY;
JOKYMEHTAI[MOHHOTO | JEJONpPOM3BOICTBA B _ COCTaBJICHHE TPOEKTa
o0ecrnieueHus npHKa3ax: OTBETHOT'O JIOKYMEHTA,
yIpaBIeHUs U _ TIOCTYIIJICHUE JOKYMEHTA B
apXUBHOTO JIea MIpHKas3;
_ TIOCTYIUICHHE JOKYMEHTa B
CTOJI WJIU TIOBBIThHE;
_ Toa00p MaTepHalioB MO Aey
U CO3/IaHHE MTPOEKTa
JIOKYMEHTA;
_ TOKJIaJ JbSIKY O JIeJie;
__ BBIHECEHUE MPUTOBOPA;
_ COCTaBJICHHE OTBETHOTO
JTOKYMEHTA.
15.| IIK-4.1 3unaet CooTHecuTe MpaBUIbLHO a) oT 1aps u bosipckoit AyMbl B
TEHJICHIIMH Pa3BUTHS | JOKYMEHTHI U HANIPABICHUS | MPHUKA3 MOCTYMAIH. . .;
JOKYMEHTAIMOHHOTO | TIEPEIUCKH: 0) U3 mpUKa3a B MpUKa3
obecrieyeHus HaNpaBJUTUCh. . .
yIpaBieHus: U B) IpUKa3bl BbIAABAIIN
apXUBHOTO JIeTIa BOEBOJAM. . .;

T') OT BOEBOJI B MPUKA3bI
MOCTYMANH. ...}

1. HaKa3HBIC MaMSITH,
2. IPUTOBOPHI, YKa3bl,
IPaMOTHI;




3. OTIIHCKH;
4. maMATH.

Tect Ne 2 Paznea 2
Ne Komnerenmus Bomnpoc BapuanTbl oTBeTOB
n/n (4acTh

KOMIIETEHIIMH)

1. IIK-5.1 3Haet Kakue HazBanus MOXKeT a) KaHUEJSApHs, OTJEN KaJpOB,
3aKOHOJIATEIbHYIO U | HOCUTH cityxo0a JIOVY: oOIIuiA OT/IEI, peTUCTpaTypa;
HOPMAaTUBHO- 0) oOmIuii OTAEN, KaHIEIAPHs,
METOJINYECKyIo 0azy yIpaBiieHUE ejIaMu, OTAeI
JOKYMEHTAIMOHHOTO JOY;
oOecrieueHus B) OOIIWI OT/ACI, KaHIICIAPHS,

YIIPaBJICHUS U
apXHUBHOIO J€a.

OTJIEeJ KaJIPOB;
T') KaHIEJSpHS,
JEJI0TIPOU3BOICTBEHHBIN
oTzeN, OTJEeN KaJapoB,

yIpaBieHUE
JOKYMEHTAIlMOHHOTO
o0ecreyeHusl.

2. IIK-5.3 Ot 4ero 3aBUCUT a) pa3Mepa OpraHu3aly u
Crniocoben BHYTPEHHSIS OpraHu3anust | oobemMa JOKyMEHTO00O0pOTa;
MIPUMEHSATH CITYXOBI 0) HazBaHus ciyx0b1 JIOY u
3aKOHOJIATEIBHYIO M | JeJONPOU3BOICTBA: o0beMa IOKyMEHT0000pOoTa;
HOPMAaTUBHO- B) KOJINYECTBA COTPYAHUKOB
METOAMYECKYIO 0a3y OpraHu3alINH;

CMEXHBIX 00JIacTeil B T') HalpaBJICHUS IeATEILHOCTH
npogeccuoHaTbHON OpraHu3alfK U €€ BHYTPEHHEN
chepe CTPYKTYPBHI.

3. IK-5.3 B KpyIHBIX OpraHu3anusx | a) SKCIEIUIINIO, OTIET KaJapoB,
Crniocoben U YUPSKICHHUSX CITyx)0a YIpaBIEHUE JI€TIaMH;
MIPUMEHSATH JOY noapasnensercs Ha: 0) cekperapuar, oTiesn
3aKOHOAATEIBHYIO U KOHTPOJISI, OTJIEN KaJpOB,
HOPMAaTUBHO- apXxuB;

METOAMYECKYIO 0a3y B) SKCIIECAMIINIO, OTAEI yUeTa 1
CMEXXHBIX 00J1acTeil B perucTpaiuu, oTaesa KOHTPOJI,
npogeccuoHaIbHON CeKpeTapuar, apXuB;

chepe T') BCE BapHaHThI BEPHBI.

4. ITIK-5.1 3naer Kaxum u3 nepeuncinenneix | a) 'OCT P 7.0.97-2016;
3aKOHOJATEIbHYIO M1 | HOPMATUBHBIX T0KyMeHTOB | 0) Koncturynueii PO;
HOPMAaTHBHO- ONpeAesieTcs MOPsAI0K B) @3 «O lN'ocynapcTBeHHOM
METOJIMYECKYI0 0azy | U300paKeHUs repoe PDy;
nokymeHTanmonHoro | ['ocymapcTBeHHOTO Tepoa r) [IpaBunamMu odopmiteHHS
obecrieueHus P® na Omankax JIOKYMEHTOB (B Kax 01
yIpaBieHUs: U JIOKYMEHTOB: OpraHu3aIuH).
apXHUBHOTO JIeNa.

5. I1K-5.3 Kakoii ¢enepanpubliii opran | a) [IpaButensctso PO;




Crnocoben
MNPUMCHATDH
3aKOHOJATEIIHHYIO U
HOpPMAaTHUBHO-
METOAMYECKYIO 0a3y

UCTIOJTHUTEILHON BIIACTH
peanusyer
rOCY/IapCTBEHHYIO
MOJIUTUKY B cepe
ApXHUBHOTO JIeNa 1

0) l'ocynapcrBennas Jlyma
PO;

B) Bcepoccutickuit HayuHBII
HCCIIEA0BATEIIbCKUN UHCTUTYT
JOKYMEHTOBE/ICHUS U

CMEKHBIX 00JIacTeil B | AENMOMPON3BOICTBA: apXHUBHOTO JIeNa;
npodeCCuOHATBHON r) denepaibHOE apXUBHOE
chepe are’TcTBo P®.

ITK-5.1 3naer Kaxoii 3axoH npu3HaeT a) @3 «O6 unpopmanmu,
3aKOHOJATEIBHYIO M | DJIIEKTPOHHBIN JTOKYMEHT WH(POPMAIIMOHHBIX
HOPMAaTHUBHO- PaBHO3HAYHBIM JOKYMEHTY | TEXHOJOTHUSX U O 3aIlUTe
METOAMYECKY0 0a3y | Ha OyMa)KHOM HOCHUTEIIE: nHpopManuny;
JOKYMEHTAIMOHHOTO 0) @3 «OO0 >1eKTPOHHOMI
oOecrieueHus MMOAITACH,;

YIIPAaBJICHUS U
apXHUBHOIO J€a.

B) ['oct P UCO 15489-1-2019;
r) @3 «O06 apXuBHOM JIeIie B
PDy.

IIK-5.1 3naer
3aKOHOI[aTeJIBHy10 nu
HOPMAaTHUBHO-
METOJINYECKYI0 0a3y
JOKYMEHTAIMOHHOTO
obecrneueHUs
yIpaBJICHUS U
apXUBHOTO JIeJIa.

Kakum nokymeHToM
OHpGI[eJIeHBI HpaBI/I.Ha
BEACHHUS
JIeJIONPOU3BOJICTBA B
TOCYJapCTBEHHBIX OpraHax,
opraHax MECTHOTO
CaMOYTIPaBIICHHUSI:

a) IIpaBmamu
JIEJIONPOU3BO/ICTBA B
roCy/lapCTBEHHBIX OpraHax,
OpraHax MECTHOI'O
camoympasiienus, 2019;

0) TpeOOBaHMSIMH K

MH(POPMALIMOHHBIM CUCTEMaM
AIEKTPOHHOTO
JTIOKyMEHTO000pOTa
(dhenepabHBIX OpTraHOB
WCTIOJTHUTEIBHOM BIIACTH;

B) [OCTom P 7.0.97-2016;

r) [IpodeccronanbHbIMU
CTaHapTaMu.

IIK-5.1 3naer
3aKOHOI[aTeJIBHy10 n
HOPMAaTHUBHO-
METOJINYECKYI0 0a3y
JOKYMEHTAIMOHHOTO
obecrneueHUs
YIpaBJICHUS U
apXMBHOTO JIeJa.

®denepanbHblit 3aK0H "O0
OpTraHu3aIuu
MPEIOCTaBIICHUS
rOCYJapCTBEHHBIX U
MYHULIMTIAJIBHBIX YCIYT" OT
27.07.2010 N 210-®3
UCIIONIB3YETCS JUIS:

a) periiaMeHTaluu
opranu3zaiuu padorsr POB;
0) opranu3anuu
MEXKBEJOMCTBEHHOTO
ANEKTPOHHOTO
JIOKYMEHTO000pOTa;

B) B3aUMOJICHCTBUS OPTaHOB
BJIACTH MEXIY COOOI;

T') IPEJOCTABICHUS
rOCy/IapCTBCHHBIX U
MYHHIIUTATBHBIX YCIYT B
3NEKTPOHHOM (hopmare.

IIK-5.1 3naer
3aKOHO/IATEIbHYIO U
HOPMAaTUBHO-
METOAMYECKYIO 0a3y
JOKYMEHTAI[MOHHOTO
obecrnieueHUs

Kaxkoit ctangapt
perynupyeT BOIPOCHI
oopMITCHHS
OpraHU3aI[MOHHO —
pacnopsaIuTEIbHON
JIOKYMEHTaIUU:

a) 'OCT P 7.0.8-2013
«/1enonpon3BOACTBO U
apxuBHOE J1e10. TepMuHbl 1

OIIpECTICHUSY;
6) 'OCT P 7.0.97-2016




yIpaBieHUs: U
apXMBHOTO JIeJIa.

«HanuoHanpHblil cTaHAapT
Poccutickoit denepanuu.
Cucrema cTraHaapToB 10
nHpopManuu, 6NOIMOTEIHOMY
U U3JaTeNIbCKOMY JEITy.
Opranu3aiuoHHO —
pacrnopsiAuTeabHas
JToKyMeHTarus. TpeboBaHus K
0()OpPMIICHHUIO TOKYMEHTOBY;

B) 'OCT P 53898-2013
Cucremsl 2IEKTPOHHOIO
JIOKYMEHTO000pOTA.
B3aumoneiictBue cucreM
YIpaBJICHUS JOKYMCHTaMH.
Texnuueckue TpebOBaHUS K
3JIEKTPOHHOMY COOOIICHHIO;
T') BCE BapHAHTHI BEPHBI.

10. | IIK-5.3 Urto nomkubl uMeTh BBUAY | a) [Ipodeccrnonansubie
Cnocoben paboTozaTeny pu MPHEME | cTaHAPTHI;
MIPUMCHSITh Ha pa0doTy COTPYAHHUKOB 6) KpamubuimpoBasHbIii
3aKOHOJATENbHYIO U | ciy)Ob1 JIOY: L —
HOPMAaTUBHO-
METOJINYeCKyIo 0azy B) MHCTPYKLMIO 110
CMEKHBIX 00J1acTel B ACJIOIIPOHU3BOACTBY;
npodeccroHanbHOM T') JOJHDKHOCTHYIO HHCTPYKIIHIO.
chepe
11. | IK-5.3 I'OCT P UCO 15489-1- a) OTIpeJIeNIeHus COCTaBa U
Crniocoben 2019 «CUBU/I. TpaBuI 0QOPMICHHUS
TIpUMCHATE Hrdopmamms n PEKBU3HMTOB OPraHU3AMOHHO
3aKOHOJATENBHYIO U | JOKYMEHTAITHSI. — PACTIOPAIHTEIHHOM
HOPMAaTUBHO- VYmpasieHnue JOKyMEHTaMH.
Metoanyeckyro 6a3y | Yacts 1. [lonarus u AOKyMCHTALIIH, B TOM HHCTIC
CMEXKHBIX 00J1acTel B | PUHIIUITB) pa3paboTaH Ha 3JICKTPOHHOM HOCHTCIIC,
npoecCHOHATBHON | JJIS: 0) TOKYMEHTHUPOBAHUS
chepe MH(OPMAIIUY C TIPUMEHEHUEM
MH(pOpPMaIMOHHBIX
TEXHOJIOTHI;
B) ONIpEACIICHUS MOHATHI 1
MPUHITUIIOB, HA OCHOBE
KOTOPBIX pa3padaThIBAIOTCS
MTOAXO/IBI K CO3JIaHUIO H
IKCIUTyaTalliy CUCTEM
YIPaBJICHUS JOKYMCHTAMH;
r) o0ecreueHus
MH(POPMAITMOHHOTO
B3aUMO/JICUCTBHS CUCTEM
yIpaBIICHUs TOKYMEHTAMH.
12. | IIK-5.4 Binaneer Kakwue opranuszanuoHHbIe a) MOJIOXKEHHE O CITyx)Oe

HaBbIKaMH
pa3paboTKu 1

JIOKYMEHTBI
pa3pabaThIBAIOTCS IS

JICIIONPOU3BO/ICTRA;




BHEJPEHUS peanu3aiuu 1esTeNbHOCTH | 0) TOJKHOCTHBIE HHCTPYKIIHH;
JIOKAJIBbHBIX COTPYAHUKOB CHY)KGBI B) Tabenn q)OpM JIOKYMEHTOB U
HOpMaTuBHBIX akToB | JJOV: A7b60M YHUGUIMPOBAHHBIX
B chepe ($hopM TOKYMEHTOB
JOKYMEHTAIlMOHHOTO
obecrieueHus OpraHu3ari,
YIIpaBJIEHHS 1 T') HHCTPYKIIUS 110
apXHUBHOTIO JcjIa. ACIONPOU3BOACTBY
OpraHu3alyu.
13. | IIK-5.3 KTto nmoanuceiBaet a) HadalbHUK cyk0b1 JIOY;
Cnocoben [Tonoxenue o ciyxoe 6) pyKOBOIHUTEIb
MPUMEHSITh JOV: OpraHH3aIIH;
3aKOHOAATEIBHYIO U B) CEKpeTapb:
HOPMaTUBHO-
METOHUECKYIO Ga3y T) cOTpyaHUK ciyx0b1 JIOVY.
CMEXXHBIX 00J1acTeil B
npodeccroHanbHOM
chepe
14. | IIK-5.3 Kaxoit nokyMeHT a) MOJIOKEHHUE;
Crniocoben periaMeHTHpYET MpaBa 1 6) ycras;
MIPUMEHSATH 00s13aHHOCTH PabOTHUKA B B) NPUKa3 O HA3HAYEHHH HA
3aKOHOAATENBHYIO U | OpTaHH3AINH: N ———
HOPMAaTUBHO-
METOHUECKYIO Ga3y I') JOJHDKHOCTHAs! HHCTPYKITHSL.
CMEXXHBIX 00J1acTeil B
npodeccrnoHanbHOM
chepe
15. IIK-5.4 Binaneer NucTpykius no a) OpraHU3alUOHHBII
HaBbIKaMH ACIJIOMPOU3BOJACTBY — 3TO! IIOKYMEHT, onpe;[enmomnfxi
paspaboTku 1 MECTO CITyKObI
BHEApCHIUA JIeJIONPOU3BOICTBA B
JIOKQJIbHBIX
HOPMATUBHBIX aKTOB OpTaHUSALIMH,
B cdepe 0) opraHM3aIMOHHBIN
JOKYMEHTAI[MOHHOTO JOKYMEHT, YCTaHaBIHBAIOIIHIA
obecrnieueHus HAaUMEHOBAHMS CTPYKTYPHBIX
YHIpaBJICHUA U MOJpa3IeIICHN,
apXHUBHOTO Aca. HAaUMEHOBAHMSI IOJDKHOCTEH U
KOJMYECTBO IUTATHBIX €IUHUIL
JUTS. KayKJIOM JOKHOCTH;
B) OpraHU3aI[MOHHBIN
JOKYMEHT, YCTaHaBIUBAIOIIHMA
€AVHBINA NOPAAO0K
JEJIONPOU3BO/ICTBA B
KOHKPETHOW OpraHu3aluu;
I') HET BEPHOI'O OTBETA.
16. Kaxkoit opranuzaiimoHHbIi a) MOJIO’KCHHUE,

JIOKYMEHT OTIPEJIEISIET

CO3/IaHHE, CTPYKTYPY U
OpraHu3aIio padoThI

0) ycTas;

B) HHCTPYKITHS;
r) TOCT.




YUPEXKJICHUS:

17. | IIK-5.1 3naer Pa3mep 3apaboTHOI MIaThl | ) YCTAaBOM OpraHU3allnu;
3aKOHOAATENBHYIO U | COTPYIHUKOB 6) JOKHOCTHOI
HOPMAaTUBHO- OTpPENIETACTCS: MHCTPYKIHEIT;
METOIHeCKyI0 Oasy B) paclopsiKeHUEM
JOKYMEHTAI[MOHHOTO
o0ecrniedeHus PYKOBORMTCIA,

YIIPaBIICHHS U I') LITATHBIM PaCIIUCaHUEM.
apXUBHOTO JIeTa.

18. | IIK-5.1 3naer Jns onpenenenus CpoOKoOB a) IlepeuHto TUOBBIX
3aKOHOAATENBHYIO U | XpaHEHUS JOKYMEHTOB YIIPABICHYECKUX aPXUBHBIX
HOPMAaTHBHO- oOpararores K: JIOKYMEHTOB, 06DA3YIONIHXCS B
METOJINYECKYI0 0a3y
JOKYMEHTAIlMOHHOTO ACATEILHOCTH
Y R roCy/1apCTBEHHBIX OPTaHOB,
YIIpaBJIEHHS 1 OpPraHOB MECTHOT'O
aApPXUBHOTO JiefIa. CaMOyTpaBIeHUS U

OpraHu3alyii, ¢ yKa3aHueM
CPOKOB XpaHEHUS;

6) 'OCTy P 7.0.97-2016;

B) [lepeuHto THTIOBBIX
apXUBHBIX JOKYMEHTOB,
00pa3yromuxcs B HAy9HO —
TEXHUYECKOU U
MIPOU3BOACTBEHHOMN
NeSITeIbHOCTH OpraHu3aIui, ¢
YKa3aHHEM CPOKOB XpaHEHUS;
r) [IpaBmiiam opranuzanuu
XpaHEeHUs, KOMIUIEKTOBaHU,
yudeTa U UCIOIb30BaHU
TOKyMEeHTOB AD PD u npyrux
apXUBHBIX JOKYMEHTOB B
OpraHax rocyaapCTBEHHOU
BJIACTH, OpraHaX MECTHOTO
CaMOyNpaBleHUS U
OpraHu3alusIx.

19. | IK-5.3 BribepuTe HaMMEHOBaHUSL | a) KATETOPUU PYKOBOJIUTEIICH;
Cnocoben JIOJDKHOCTEN pabOTHUKOB 6) KaTeropuy CreNAINCTOB;
HPUMECHATD cyx6et IOV, B) KaTeropuy TEXHUYECKHX
3aKOHOJaTeNbHyI0 U | npuBeaeHHbIXx B OKITITP HCIOTHUTENe:

HOpPMAaTHUBHO- u Equnom .
METOAMYECKYIO 0a3y | KBaTHU(UKAITMOHHOM ) KaTeropuu pyKOBOIUTENeH,
CMEXKHBIX 00J1acTell B | CIpaBOYHMKE JO/DKHOCTEH | KATCrOpHH CICIHATHCTOB,
npodeccuoHanbHOM | PyKOBOAUTENEH, KaTeropuu TEXHUYECKUX
chepe CIEINAIIMCTOB H UCTIOJTHUTEJICH.
CITy)KalluX:
20. | IIK-5.4 Bnaneer JIOKyMEHTOM — JIOKaJIbHBIM | @) PETJIAMEHT;

HaBBIKAMH
pa3paboTKu U
BHEJIPEHUS

HOPMATUBHBIM aKTOM,
OHpeI[eJIHIOH_II/IM e nu
3a/1auu PabOTHI

0) MoJI0KeHue 0
KOJIJICTHAJILHOM OpTaHe;
B) MOJIOKEHUE O CTPYKTYPHOM




JIOKQJIBbHBIX
HOpMaTI/IBHBIX AdKTOB
B cepe
Z[OKYMGHTaI_[I/IOHHOFO
obOecreyeHus
yIpaBJICHUS U
apXUBHOTO JIejIa.

MOJIpa3IelICHus, €ro CTaTyC

" CTCIICHDb
CaMOCTOATCIIbPHOCTH,
SABJIACTCA:

MIO/Ipa3JIeJICHUN;
I') yCTaB OpraHu3aLuu.

21. | IIK-5.3 JIOKyMEHTONOTOK — 3TO: a) 1eATEeNbHOCTb,
Cnocoben LICJICHAIIPABIEHHO
HIPUMCHATD obecrieunBaromas QyHKIHHI
3aKOHOAATETBHYIO U
yIpaBiIeHUs TOKYMEHTaMH;
HOPMaTUBHO- 5
METOHUECKYIO Ga3y ) COBOKYIHOCTh JIOKYMEHTOB
CMEKHBIX 0BIaCTEN B OJIHOTO BH/Ia WJIM Ha3HAYECHMUS,
PO eCCUOHATBHOM MMEIOIIMX EMHBIA MapuIpyT,;
chepe B) JBM)KEHUE JOKYMEHTOB B
OpraHM3aIfy ¢ MOMEHTA UX
CO3/IaHUS WJIH MOTYYCHUS JI0
3aBEpIICHHS UCTIOTHCHUS WK
OTIIPaBKH;
I') KOMIUIEKC UCTIOJTHEHHBIX
JOKYMEHTOB, ITOATOTOBJICHHBIX
K cJlaue B apXUB.

22. | IIK-5.3 YTO BXOAWT B COCTaB a) BXOJSIUE WIH UCXOSIINE
Cnocoben JOKYMCHTOIIOTOKA: WU BHYTPEHHUE TOKYMEHTHIL;
HIPUMCHATD 0) JIOKyMEHTBI, CO3JaHHBIE
3aKOHOAATEIBHYIO U )

BHYTpHU OpraHHU3aIiy;
HOPMAaTUBHO-
METOTHUECKYIO Ga3y B) BXOJSIINE JOKYMEHTHI,
CMEKHBIX 0BIACTEN B ') JOKYMEHTBI, IepeJaHHbIX Ha
npodeccnoHanbHOM XpaHEHHue B apXUB.
chepe

23. | IIK-5.3 O06beM JOKYMEHTO000pOoTa | a) IBUKECHHE JOKYMEHTOB B
Cnocoben — 9TO:. OpraHu3aluy ¢ MOMEHTA UX
HIPUMCHATD CO3JaHMsl U TIOJTy4EHHUS 10
3aKOHOAATEIBHYIO U

3aBepIICHMS] UCTIOJIHEHUS WIH
HOpPMAaTUBHO-

METOJIMYECKYI0 0a3y
CMEXHBIX 00JIacTeil B
npodeccrnoHanbHOM

chepe

OTTPABKU;
0) COBOKYITHOCTh JJOKYMEHTOB
OJHOI'0 BHA WU Ha3HAUCHHS,
HUMEIOIIUX eUHBIA MapIIpyT;
B) KOJIMYECTBO IOKYMEHTOB,
MMOCTYIUBIINX B OPTaHU3AIUIO
U CO3JIaHHEIX €10 3a
ONPEACIICHHBIN TEPUO,
BpEMEHU;

') TOKyMEHTaIHs,
oOecrieunBaromas
JTIOKYMEHTUPOBAHHUE 1




OpTaHU3aIHI0 pabOTHI C

oUIMaTEHBIMU
JIOKyMEHTaMH.

24. | IIK-5.4 Bnaneer Kakue noxyMeHThI BXOJAT | @) TOKYMEHTBI, TOCTYIAIONINe
HaBBIKAMH BO BXOI[?IHII/Iﬁ B C_]'[y)K6y ﬂoy oT
pa3paboTku u JIOKYMEHTOMOTOK: PYKOBOZUTES;

b

BHEJPEHUS

0) mepuoanYecKas revarh;
JIOKaJIbHBIX
HOPMATHBHBIX AKTOB B) pEKJIaMHbIE MMUChMA;
B cdepe I') JOKYMEHTBI, IOCTyMAaroIIHe
JOKYMEHTAIlMOHHOI'O B OpraHu3anulo.
obecrniedeHus
yIpaBieHUs: U
apXUBHOTO JieJia.

25. II1K-5.4 Baageet Kakue noxymMmeHThI BXOJAT a) TOKYMEHTBI, HCXOISIIIE U3
HaBbIKaMU B UCXOSIINN ciyx651 JIOY;
pa3paboTku u JIOKYMEHTOMOTOK: 6) IOKYMEHTBI, H37aHHBIE B
BHEJPEHUS

OpraHu3aly U OTIPaBJIsIEMbIE
JIOKaJIbHBIX
HOPMAaTUBHBIX aKTOB 3a CC LPCACIBL,
B cepe B) JJOKYMEHTBI, UCXOMSIINE OT
JOKYMEHTAIlMOHHOI'O CTPYKTYPHBIX HO,Z[pa3I[eJIeHI/II71
oOecrieueHns K PYKOBOIHUTEITIO;
YIpaBJICHUA 1 T') BCE YTBEPXK/ICHUS BEPHHBI.
apXUBHOTO JIeJia.

26. | IIK-5.4 Bnaneer Kakue noxyMeHThI BXOJAT | @) TOKYMEHTBI, XpaHSIIUECs B
HaBbIKaMH BO BHYTPCHHHU apXUBE OpraHU3aluy;
pa3paboTku u JIOKYMEHTOMOTOK: 6) TIHCHMa, TIPHKA3HE
BHEJPEHUS

B) IOKYMEHTBI, KOTOpBIE HE
JIOKaJIbHBIX
HOPMAaTUBHBIX aKTOB BRIXOJIAT 34 PSRl
B cdepe OpraHu3aluy;
JOKYMCEHTAIlMOHHOI'O F) JAOKYMCHTHI, ITOAIIUCAHHBIC
obecrieyeHus PYKOBOJIUTEIIEM.
yIpaBieHUs: U
apXUBHOTO JieJia.

27. | OK-5.3 DNEeKTPOHHBIN a) TOKYMEHTO000pOT ¢
Cnocoben JTIOKYMEHTOOOOPOT — 3TO: HCIIONTb30BAHUEM
[IpUMCHATD aBTOMATH3MPOBAHHOM
3aKOHOAATEIbHYIO U .

MH()OPMALIMOHHON CUCTEMBI;
HOPMAaTHUBHO-

METOAMYECKYIO 0a3y
CMEXKHBIX 00JIacTeil B
npo¢eCcCuOHAITBHON

chepe

0) aBTOMaTU3MPOBAHHAS
nH(pOpPMAIMOHHAS CUCTEMA,
o0ecreunBaroas Co3JaHue
AJIEKTPOHHBIX TOKYMEHTOB H
AJIEKTPOHHBIX KOMHI
JTOKYMEHTOB, YIIPaBJICHUE HUMH,
WX XpaHEHHE U JIOCTYII K HUM,
a TaK)Ke PEerucTpanuio
JTOKYMEHTOB,




B) CMCTEMa, TO3BOJISIONIAs
MNPpUHUMATh BXOAIIYIO
JOKYMEHTALUIO;

') OTCKAaHUPOBAHHbBIC
JOKYMEHTBI, IEpBOHAYAIbHO
W3/IaHHBIC HA OyMa)KHOM
HOCHTETIE.

28. | IK-5.1 3naer Kakum HOpMAaTHBHBIM a) @3 «O6 unpopmanmu,
3aKOHOJATENbHYIO U | JOKYMEHTOM ONPEACICHBl | 1H(pOPMAILIHOHHBIX
HOpMaTHBHO- . ;;HHOBH@ TEXHOJIOTUSIX U O 3aIIUTE
METOAMYECKYIO 0a3 KIIMOHAJIbHBIE
ILOKyll\[/[eHTauZIOHHoryo Tge%ol]laaﬁm K cucTeMam MHGopMaIHH;
obecrniedeHus AIIEKTPOHHOTO 6) Ipasunamn
yIIPaBICHUS U JOKYMEHTOO00POTa B ACJIOLPOHU3BOACTBA B
apXUBHOIO J€eIa. roCyJapCTBEHHBIX OpraHax: | FOCYyAapCTBCHHBIX OpraHax,

opraHax MECTHOTO
CaMOYIIpaBIICHHS;

B) 'OCTom P CO 15489-1-
2019;

r) IIpukazom PocapxuBa ot
15.06.2020 N 69

"O0 ytBepxxaeHun THUITOBBIX
(YHKIIMOHATBHBIX TPEOOBaHMI
K CHCTeMaM 3JIEKTPOHHOTO
JTOKYMEHTO0000poTa U
crcTeMaM XpaHeHHS
3JIEKTPOHHBIX JOKYMEHTOB B
apX#Bax TOCY/1apCTBEHHBIX
OpraHoB".

29. | IIK-5.4 Bnaneer Kakoii atan paboTsI ¢ a) mepBUYHAasE 00paboTKa
HaBbIKaMU JIOKyMEHTaMu JIOKYMEHTA;
pa3paboTKu U o0ecreynBaeT y4yeT, HOUCK, 6) perHCTpaLMs TOKYMEHT;
BHEJPEHUS KOHTPOJIb UCIIOJIHEHUS U B) OTCHCHUBAHNE HOKYMEHTA:
JIOKAJIbHBIX JPYryro UHGHOPMAIIHIO 110
HOPMAaTUBHBIX aKTOB | JOKYMEHTaM: r) nepefaya J0KyMeHTa Ha
B cepe UCTIOJTHEHHE.
JOKYMEHTAIlMOHHOTO
obecrieyeHus
yIpaBieHUs: U
apXHBHOTO JieNa.

30. | IIK-5.1 3naer Uro sBASETCSI OCHOBHBIMU | a) 0OecrieueHne COXPaHHOCTH
3aKOHOJATENBHYIO U | 3aJJadyaMU PETUCTPALIUU: JIOKyMEHTOB, OpraHH3aIs
HOpMAaTHBHO- MH()OPMALIHOHHO — TOMCKOBOM
METOIMHECKYIO basy CHCTEMBI, IPUIAHNE
JOKYMEHTAI[HOHHOTO .

06 eCICYCHILS JTOKYMEHTY IOpUANYECKON

YIIPaBJICHUS U
apXHUBHOIO J€a.

CHLTBL;
0) nmpugaHue I0PUIUICCKON
CHUTBI, YITPOIIEHHBIN TIOUCK




JOKYMEHTA, YI0CTOBEpEHHUE
JTOKYMEHTA;

B) obecrieueHne COXpaHHOCTH
JTOKYMEHTOB;

T') IpUJAaHNE IOPUTUICCKOMN
CHUTBL.

31. | IIK-5.1 3Haer Yro Takoe MeTalaHHBIC: a) uHpopMalus, OTpaKEHHAs B
3aKOHONATCIIBHYIO U TEKCTE TOKYMEHTA;
HOpMAaTHBHO- 0) PEKBHM3HUTHI TOKYMEHTA,;
MeTojeckyro basy B) JJaHHBIC, ONTUCHIBAIOIINE
JOKYMEHTAIlMOHHOTO
7 S KOHTEKCT, COJIepIKaHUE,
YIIpaBJICHUS 1 CTPYKTYPY JOKYMEHTOB,
ApXHUBHOTO JCJIa. obecrnieuynBaroIye

VIpPaBJICHUE TOKYMEHTAMH B
MH(POPMALIMOHHOHN CHCTEME;
T') JaHHBIE, UCIIOIb3yEeMbIE TIPU
(dbopmMHUpOBaHUU JETI.

32. | IIK-5.1 3naer Kakwue ObIBatoT cpoku a) TUIIOBBIE;
3aKOHOJATENbHYIO M | UCIIOJIHEHUS! JOKYMEHTOB: | §) 06IIie 1 THIIOBBIE;
HOpMaTHBHO- B) MHIMBUTyaJIbHbIE U OOLINE;
METOJINYECKYI0 0a3y ) THIOBBIC 1
JOKYMEHTAIlMOHHOTO
Y R WHIUBUAYaJIbHBIE.
yIpaBieHUs: U
aApXUBHOTO JiefIa.

33. | IIK-5.1 3uaer I'OCT P 7.0.8-2013 a) IeWCTBHS, OPTaHU3YIOIINE
3aKOHOAATCIbHYIO OomnpeacIsICT KKOHTPOJIb HCIIOJIHEHUE JOKYMEHTA BCEMHU
HOPMAaTHUBHO- MCTIONHEHUA IOKYMEHTOBY | prucrapripsivi;

MeToxUdeckylo 6asy | Kak: 0) COBOKYITHOCTb JICHCTBUH,
JOKYMEHTAI[MOHHOTO
06 eCICYCHILS 00ecIeunBaronX
YIIPABIICHHS 1 CBOEBPEMEHHOE UCIIOIHEHNE
apXWBHOIO JeNa. AOKYMCHTOB,
B) TEXHOJIOTHYECKHE
oTiepaliu, BHIIIOIHSIEMBIE C
JOKYMEHTaMH, MMOCTYITUBITUMU
B OpraHu3aIuio;
I') pACCMOTPEHNE JOKYMEHTOB
PYKOBOIUTENEM.

34. | IIK-5.1 3naer KTo ocymecrBnser a) pYKOBOIUTEIIH,
3aKOHOAATCIbHYIO KOHTPOJIb 3a UCITOJITHCHUEM HUCIOJIHUTENH, pa6OTHI/IKI/I
HOPMAaTHUBHO- JIOKYMEHTOB: cyx661 JIOY;
METOAMYECKYIO 0a3y 6) cy6a JIOY:
gg:zr :;T;LII:{/IOHHOFO B) COCTaBUTEIM JTOKYMEHTOB;
VIIPaBICHUS 1 I') pyKOBOAUTEIU U
apxXuBHOTO Jgea. COCTaBUTCIINU.

35. | IIK-5.1 3naer Yro Takoe a) COBOKYITHOCTb JIOKYMEHTOB,




3aKOHOJATETIHHYIO U
HOpPMAaTHUBHO-
METOAMYECKYIO 0a3y
AOKYMCHTAIIMOHHOT O
obecrieueHus
yIpaBJICHUS U
apXMBHOTO JIejIa.

JTIOKYMEHTATBHBIN (POHI:

o0pa3yrmuxcs B
JeSTebHOCTH OpraHU3aIuy;
0) JTOKYMEHTBI, BXOJISIIIE B
ApxuBHbIil hoHa PD;

B) BXOJSIINE JOKYMCHTEI,

T') COBOKYITHOCTb JJOKYMEHTOB,
NepeaHHbIX B apXHB.

36. ITIK-5.1 3Haet Yro Takoe nemno: a) KOMIUIEKC QyHKITUH,
3aKOHOIATCIIbHYIO0 1 OCYILECTBJISIEMBIX OJHUM WUJIH
HOpMaTHBHO- HECKOJIbKUMH JIIO/IbMH,
METOJINYECKYI0 0a3y

0) KOMIUIEKC OpraHU3aIlMOHHO
JTOKYMEHTAIMOHHOTO
Y R — pacTopsIUTETHHBIX
yIIPaBICHUS U AOKYMCHTOB,
apXHUBHOTI'O JcIa. B) COBOKYITHOCTH JOKYMECHTOB,
MOJMMCAHHBIX PYKOBOIUTEIEM
Y TIOJIIIUTHIX B OT/ICIHHYIO
MankKy;
') TOKYMEHT WJIN
COBOKYIHOCTb JIOKYMEHTOB,
OTHOCSIIUXCS K OJTHOMY
BOIPOCY WJIH YYACTKY
JeITEIbHOCTH, IIOMEIICHHEIX B
OTJICTTbHYIO 0OJIOXKKY.

37. ITIK-5.1 3Haet dopmMupOBaHHE 1T — ITO: a) MOJIIMBKA JIOKYMEHTOB B
3aKOHOAATCIIbHYIO U OTJEJIbHYIO MAIIKY;
HOpMAaTHBHO- 0) rpYNIHUPOBKA HCTIOJHEHHBIX
METOJINYECKYI0 0a3y

JTOKYMEHTOB B JICJIO B
JTOKYMEHTAIMOHHOTO
Y R COOTBETCTBHUH C
YIIpaBJIEHHS 1 HOMEHKJIATYPOH JIeNT U UX
apXHWBHOTO JIEJa. CHUCTEMaTH3aIlusl BHYTPH JIeTIa;
B) OTIEPAIIVH, BBITOJTHSIEMBIE C
NepelaHHbIMH B aPXUB
JTOKYMEHTaMU;
I') BCE YTBEPXKICHUS BEPHBI.

38. | IIK-5.1 3naer Uto Takoe BHYTPEHHSS a) naopmanus,
3aKOHOAATCIbHYIO OIMMCh JOKYMCHTOB A€Jja: pacmnonoXeHHas Ha 00JIOKKE
HOPMAaTHUBHO- ; nena;

METOINYECK as .

a yio y 0) TOKYMEHT, COJIep KAl

JOKYMEHTAIMOHHOTO

0BECIICUCHILS CBEJICHUS O KOJIUYECTBE

yIpaBJICHUS U JICTOB NICJIa,

ApXHUBHOTO J€a. B) AOKYMCHT, BKJIIOYAEMBIil B
JIeJ0 JUIsl y4eTa JOKYMEHTOB
Jiena, pacCKpBITHS UX COCTaBa u
COJIepIKaHUS;
') pETUCTPAllMOHHAS KapTOYKa
JIOKyMEHTA.

39. | IIK-5.1 3naer Kakue ObIBatoT mpu3HaKu a) XpOHOJIOTUYECKHUM U




3aKOHOJATETIHHYIO U
HOpPMAaTHUBHO-
METOAMYECKYIO 0a3y
AOKYMCHTAIIMOHHOT O
obecrieueHus
yIpaBJICHUS U
apXMBHOTO JIejIa.

3aBeICHUS OETT:

KOPPECIIOHIEHTCKHIA;

0) reorpaduyeckuii n
aBTOPCKU;

B) HOMUHAJIbHBINA, IPEIMETHO
— BOINPOCHBIN, SKCIIEPTHBIH;
I') BCE YTBEPXKICHUS BEPHBL.

40. | IIK-5.4 Bnaneer Homenkiarypa nen — ato: a) CUCTeMaTU3UPOBAHHBII
HaBbIKaM# IIEpEYEHb 3aroJIOBKOB €,
pa3paboTKH 1 CO371aBaeMbIX B OpraHH3alliy,
BHEJPECHUS

C YKa3aHHEM CPOKOB UX
JIOKAJIbHBIX
HOPMAaTHUBHBIX aKTOB XpaHCHUA,
B cdepe 0) TOKYMEHT, COJIep KAl
JOKYMEHTAI[MOHHOTO CBEICHUS O KOJIMYECTBE
obecrnieueHus JMCTOB Jiena, PU3NIECKOM
YIpaBJICHHA H COCTOSIHUM JIOKYMEHTOB U
apXHBHOTO Aca. 0COBEHHOCTAX (HOPMUPOBAHHS
ACI;
B) 3aroJIOBKH JI€d,
pacrosoKeHHBIE B
a(aBUTHOM TOPSIKE;
') JOKYMEHT, BKJIIOYaeMbIil B
JIeNI0 ISl y4eTa JOKYMEHTOB
JieNa, paCKpBITHUS UX COCTaBa
COJIEpKaHUSI.
41. | IIK-5.4 Baageet Kaxkoro Buga a) obmras;
HaBbIKaMH HOMCHKIJIATYpPhI A€ HE 6) KBaﬂH(l)HHHpOBaHHaﬂ;
pa3paboTku u JIOCTaeT B MPUBEICHHOM B) TPHMEpHAS;
BHEJPEHUS CITHCKE:
') CTPYKTypHasl.
JIOKaIbHbBIX Tumnosas,
HOPMAaTUBHBIX akTOB | MHAMBUAYallbHAS,
B cepe CBonHas,
JTOKyMeHTarmoHHoro | Homenkmarypa aen
obecrieueHus CTPYKTYPHOTO
yIpaBlIeHUs U MOJIpa3/IeIICHUS.
apXUBHOTO JIeTa.

42. | IK-5.1 3naer Yto Takoe onuckh Iei: a) TOKYMEHT, BKJIFOYaeMbIi B
3aKOHOJATCIIPHYIO U JIEeIIO JJIS y4eTa TOKYMEHTOB
HOpMATHBHO- Jlena, pacKphITHs HX COCTaBa U
METOAMYECKYIO 0a3y .

COJZIEpKaHUS;
JOKYMEHTAI[MOHHOTO 5 . .
06 eCICYCHILS ) CTIPaBOYHBIN U YUETHBIH

YIIPABJICHUS U
apXHUBHOIO J€a.

JOKYMEHT, COAEPKALLUN
CUCTEMAaTU3UPOBAHHBIN
nepevyeHb eAMHUIL
XPaHCHUS/CIUHUI yueTa
apxuBHOTO (OH/IA,
MpeHa3HAYCHHbIN JJI51
PacKpBITUS UX CONEPIKAHUS U




y4era;
B) JOKYMEHT WJIH
COBOKYMHOCTb JIOKYMEHTOB,
OTHOCSIIUXCS K OJTHOMY
BOIPOCY WJIM YYACTKY
JeSATeIIbHOCTH, TIOMEIICHHBIX B
OTZIETTEHYIO 00JIOXKKY;

') pErUCTPaLlMOHHAS KapTOUKa

JTOKYMEHTA.
43, ITIK-5.1 3Haet Jlnst wero npenHa3HAvYEHBI a) Uit pa3paboTKu
3aKoHOAaTenbHyl0 U | [lepeyHu TOKyMEHTOB C HOMEHKIIATYPBI IETT;
HOPMAaTHBHO- yKa3aHUEM CPOKOB 6) /T OTIPEIETEHUs CPOKOB
METOJIMYECKYI0 0a3y | XpaHEHUS: T —
gggzreef;j; :I OHHOTO YaCTHOCTH JIJIsl pa3paboTKu
YIIpaBJIEHHS 1 HOMEHKJIATYPHI JIeT;
ApXUBHOTO JIEJIA. B) JUISI ONIPECIICHHS CPOKOB
XpaHEHUS TOJIBKO apXUBHBIX
JIOKYMEHTOB;
T) ISl OTIPEJEICHUS] CPOKOB
WCIIOTHEHUS JOKYMEHTOB.
44. IIK-5.1 3Haet Kakoit nokymeHT a) aKT O BBIJCJIICHUH JIeT K
3aKOHOJATEIIBHYIO U | OOPMIISICT BBIACIICHHE IC | yHHYTOXKEHUIO;
HOPMAaTUBHO- K YHHUYTOXKEHUIO: 6) NPHKA3 PYKOBOTHTEIS:;
METOAMYECKYIO basy B) pacnopsbKeHUE HadalbHUKA
JOKYMEHTAI[MOHHOTO
o0OecreyeHus cityxbet IOV
YIIPaBIICHHS 1 I) aKT 00 YHUUYTOXXECHUH.
apXUBHOTO JIeTIa.
45. I1K-5.4 Bnaneet Kewm yTBepxknaercs a) pyKOBOAUTEIIEM
HaBbIKaMH HOMCHKIJIaTypa ACJI: OpraHu3alluy;
paspaboTku 1 6) PYKOBOJUTENEM apPXUBA;
iii{;ﬁ:ﬁi’; B) mpeacenarenem JK;
HOPMATUBHBIX aKTOB I) PYKOBOJITENEM CITYKODI
B cepe A0Y.
JOKYMEHTAI[MOHHOTO
obOecrieyeHus
yIpaBIeHUs U
apXHUBHOTO JIeTIa.
46. | IIK-5.1 3naer CKoJBbKO pa3 B Trof a) YEThIPE;
3aKOHOJATENBHYIO U | TIEPEeYTBEPKIACTCS 6) aBa;
HOPMAaTHBHO- HOMEHKJIaTypa Je: B) OJIHH;
METOJINYECKYI0 0a3y ) Tpu.
JTOKYMEHTAIMOHHOTO
obecrneueHUs
YIpaBJICHUS U
apXUBHOTO Jiefa.
47. | IK-5.1 3naer Kakoii pyHknonan a) pa3paboTKa HOPMATHUBHBIX




3aKOHOJATETIHHYIO U
HOpPMAaTHUBHO-
METOAMYECKYIO 0a3y
AOKYMCHTAIIMOHHOT O
obecrieueHus
yIpaBJICHUS U
apXMBHOTO JIejIa.

OTBOJUTCS IOKYMEHTOBEY,
COTJIACHO TPOEKTY
[TpodeccrnonanbHOTO
crannapra, «Crernuanuct
udpoBoit TpanchopManum
JOKYMEHTHPOBaHHBIX cep
NesITeNIbHOCTH
OpraHuszanumn»?

aKTOB OPraHU3ALUH C
MIOMOULIBIO JIEKTPOHHOM
CHCTEMBI JOKYMEHTO000POTa;
0) ynpasieHue mudpoBoi
Tpanchopmaruein
JIOKYMEHTHUPOBAHHBIX chep
JeSTeTbHOCTH OpTaHU3aIIH;
B) pa3paboTKa CUCTEM
3JIEKTPOHHOTO
JOKYMEHT0000pOTa;

T') IepeBo]] HHPOPMAITIH C
OYMa)KHBIX HOCUTEJIEH Ha
nudpoBbIe.

Tect Ne 2
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2.2. 3ajaHusi peKOHCTPYKTUBHOIO YPOBHSA: (0Oyuaowuecs 0eMOHCmMpupyom
CNOCOOHOCMb K AHAU3Y, CUHMESY, YCIMAHOBIEHUIO NPUUUHHO-CIEOCTNEEHHbIX C853€l,
CAMOCMOAMENbHLIM 8bl800AM)

2.2.1 BapuanTsl 3aaHui
Keiticot 05 konmponwvHoti pabomul.
Koumponvnas paboma 1
Tema 7: Opzanuzayus cayxyucoot /[OY.
3adanus

1. Kakoil TOKyMEHT SBISI€TCS OCHOBHBIM HOPMATHMBHBIM aKTOM, 3aKkperuisitomum cu cremy JJOY B
KOHKPETHOW OpTaHHU3aIlH C YYETOM €€ CHeIUpUKN?
2. Kak on cocrasmsiercs, opopmisieTcsi, 00peTaeT IPUANIECKYIO CHITY?

Koumponvnas paboma 2

Tema 8: (4 u) Opzanuzayus 0oKymenmoooopoma

3aoanus
1.3a rox opranmzauusa nomyumna 12500 noxymeHntoB, u3 HMX 300 — 3TO pacueTHO-IEHEKHBIE U
(bMHAHCOBBIC JOKYMEHTHI, 12 — TUTaHOBBIC M OTYETHBIC, 56 — pekiiaMHble OyKJeThl. BplIo oTHpaBieHO
13450 noxymenTtoB m3 HuX 450- pacuyeTHO-ACHEXHbIE M (PMHAHCOBBIE NOKYMEHTHI, 10 — oT4eTHO-
CTaTUCTHUYECKHE JOKYMEHTHL. B ammapate ympamieHust Obi1o coctaBieHo 50 aktoB, 125 mokmagHbIX
3anucok U 30 copaBok. PykoBoaurenu opranuzanuu 3a roj usganu 40 npuka3oB, KaXIbli U3 KOTOPBIX
Obl1 pasMHOkeH B 10 sk3emruisipax, U 43 pacnopspkeHus, U3 KOTOpbiX 13 Obutk pa3mMHOXeHBI B 20
sk3emiusApax, 30 — B 10 sx3emmuispax.
H3yuue cocmas u Konuuecmeo noiyueHHvlX, OMNPAGIEHHbIX U BHYMPEHHUX OOKYMEHMO8 Op2aHu3ayul,
noocuumatime o0bvem ee O0oKymeHmoobopoma 3a 200. Cocmasbme cnpasky 06 oOveme
00KYMeHmoobopoma 6 Op2anu3ayuu.
2. CekpeTapb — IOMOUIHUK PYKOBOJIUTEINSL, IPEABAPUTEIBHO IPOCMOTPEB TOKYMEHTALNIO, TOCTYIUBIIYIO
B OpraHM3allfio, BCIO €€ mepefaeT pykoBoauTento. [Ipu 3ToM B mamky ¢ JOKYMEHTaMH BKJIAJ(bIBACTCS
MMHUCbMEHHBIM KOMMEHTAPUM, BKIIOUYAIOUIUN CBEAEHHS O COCTABE IOKYMEHTOB, BOIIPOCAX, COACPKALIMXCS
B HUX, OT KOT'O MOJIy4€HbI TOKYMEHTHI U KOMBI aJ[pECOBaHBI.
Ilpasunvho nu 6 opeanuzayuu NOHUMAIOM HA3HAYEHUEe ONepayuu «npeosapumenvHoe paccmompeHue
00KYyMeHmogy?

Koumponvnas paboma 3



Tema 9: (4 u) Pecucmpayus OOKYMEHMO8 U OP2AHU3AUUA CHPAGOUHO-UHDOPMAUUOHHOZO0
oodcnycusanus.

3adanus
1.Ilpuka3 pyKOBOAMUTENSI OpraHU3AIMU COACPKUT HECKOJIbKO MOPYYEHHH C pa3HbIMU CpPOKaMH HX
ucnionHeHus. Cayx6a JIOY mocraBuia mpukaz Ha KOHTPOJb, OMPEAEIHUB CPOK HMCIOJHEHHUS BCETO
JOKYMEHTA 0 CPOKY OJHOTO U3 MopydeHui (Hanboisee mo3nuemy). [Ipu CHATHM TOKYMEHTa C KOHTPOJIS
BBISICHWIIOCh, YTO YacTh IMOPYYEHUU He OBLIM BBHINOJHEHBl B YCTAHOBJIEHHBIH CpoK. PykoBonuTensb
OpraHM3aIfH BO3JIOKUI OTBETCTBEHHOCTD 32 TO B T.4. ¥ Ha cyx0y JIOVY.

Ilpas nu 6 smom cayuae pykogooumenv opeanuzayuu? Jlonxcna oOvina cayacoa OV
ocywecmaums Kakue-iubo oeticmeusi, Ymoovl maxkux Hapyuienuil He 6vlio?

2.B OO0 «Jlotoc» mpu TpaguIMOHHOW (PyYHOH) TEXHOJOTHUU JEJOMPOU3BOJICTBA HCIOJIB3yeTCs
KapTouHasi hopMa perucTpaluu JOKYMEHTOB.

WHcnekTop 1Mo perucTpaiuy 3aHOCUT CBEIEHUS O BXOJSAIIMX U UCXOSMIIUX JOKYMEHTaX B pa3HbIe
KapTOUYKH, OOBSICHSISI 3TO COBPEMEHHBIMH MPABHJIAMU PETUCTPAIIMHA M yI00CTBOM BEIEHUS CIIPABOYHOM
paboTHI.

[locne perucTpauuu BXOISIIETO JOKYMEHTa PETUCTPALlMOHHAs KapTOUKa TIOMEIIAETCS B
CIPaBOYHYIO KAapTOTEKY BXOJALIEH NOKyMeHTauuu. JlJisi perucTpaluu HCXOASIIHUX JTOKYMEHTOB, Kak
WHULIMATUBHBIX, TaK W OTBETHBIX, HCIOJB3YETCS HOBAas KapTOYKa, KOTOpas TMOCIE€ PErucTpaluu
UCXOJSIIETO JOKYMEHTA IOMEIIAETCS B OT/AEIbHYIO CIIPABOYHYIO KAPTOTEKY UCXOASIIEH JOKYMEHTAIIUH.

Kaxoe npasuno pecucmpayuu uHuyuamueHvix U omeemHvlx OOKYMEHMO8 HaAPYuaem uHCneKmop
no peaucmpayuu?
3.Cucrema perucrpauuu n1okymeHToB B OO0 «Kenp» nmeer cmemanHyo ¢opmy. YacTb JOKYMEHTOB
(mocTynuBIIME HA UMS PYKOBOJIUTENS, MPHUKa3bl PYKOBOAMUTENS M T.I.) PErHCTPUpPYETCS B CiyxOe
JIEJIONPOU3BO/ICTBA, YACTh — B CTPYKTYPHBIX MOJAPA3ACICHUSIX.

[Ipu perucrpanuu TOKYMEHTOB B Ciy)kOe JEIIONPOM3BOACTBA BCEM 0€3 HCKIIOYEHHUS JIOKyMEHTaM
MIPUCBAUBACTCS] UHJIEKC, KOTOPBIA COCTOUT U3 MOPSIAKOBOTO HOMEpa JOKYMEHTA B ONPENEIECHHOMN TpyIe
JOKYMEHTAIMH (HalpuMep, BXOIALIUX CIY>KEOHBIX MHCEeM) U JIUTEphl «P», 03Havarome «pykoBOACTBOY,
Hanpumep: 35P.

Wunekc, KOTOpBIN MPUCBAaUBAECTCS TOKYMEHTaM MPU WX PETHUCTPAllUU B CTPYKTYPHBIX MOAPA3JICICHUSIX,
COCTOUT M3 MOPSAIKOBOIO HOMEpPA JOKYMEHTAa W MHAECKCA CTPYKTYPHOIrO MOJApa3/ieiieHUs, Hampumep: 2-
123, 2-124 nym 3-25, 3-28 u t.1.

B uem makoil nopsook uHOeKCUpoBaHusi He COOMEEMCmEyem YCMaHOBIeHHbBIM Mmpebo8aHusm?
Kaxue ungopmayuonno-nouckogvle 3a0auu  ClOXCHO  pewiamv NpU  UCNONL3OBAHUU — MAKUX
PecUCmMPayuoHHbIX UHOEKCO8?

4. B xypHaJ perucTpanuy BXOASAIIMX TOKyMEHTOB ciiy’k0a JIOY opraHusamuu BHECHA CIEAYIOIIHE
rpadpl: Jata MOJIy4YEHUs, BXOISAIIMM pPErHCTPAllMOHHBI HOMEp, KOPPECHOHIEHT, HOMEp U JaTa
JOKYMEHTa, KpaTKOe€ COJEpKaHHE, PE30JIOLUUS PYKOBOJMUTENS  OpraHU3alud, pPYKOBOAUTEIb
CTPYKTYPHOTO MOAPa3IeICHHS, PE30IIOLHS PYKOBOIUTENS CTPYKTYPHOTO MOAPA3AeICHUS, UCIIOIHUTENb.

Onpedenume, coomeemcmeyom au dmu OaHHble PEKOMEHOYEeMOMY COCMAgy peksuzumos. Umveem
au cayacoa JIOY npaso exnrouams 6 pecucmpayuonHvle opmsbl 0ONOIHUMENbHbIE PEKEUSUNBL NO CBOEMY
YCMOmMpeHuro?

Konmponvnas paboma 4

Tema 10: Konmpons ucnoinenus 00KymeHmoe.
3aoanusn

1. B mpouecce ucnonnenus aokymenta CepreeB IIA. (OTBETCTBEHHBIM HMCIOJIHMUTENIL) HECKOJBKO a3
nepeaasan ero paboTHUKaM Apyrux nozapasneneHuil. Korna norpeGoBanock BBIICHUTH, I/I€ HAXOAUTCS
JOKYMEHT M KTO B 3TO BpeMs ¢ HUM paboraer, cekperapb KomoBa C.T. He cMmoriia OTBETUTh Ha 3TOT
BOIPOC, T.K. HE ObljIa IOCTABJIEHA B U3BECTHOCTD O MOPSAKE HUCIIOJHEHHS JOKYMEHTA.

Kakue HapyiieHuss B XOAe BeIEHHUS KOHTPOJS 32 HMCIOJHEHHEM JIOKyMEHTa ObUIM JOIYIICHBI
cyxooit JI0Y?



2. Wuctpykuuss mo aenonpousBoAcTBY OOO «I'paHUT» COAEPXKUT TMEpPEUYEHb THUIIOBBIX CPOKOB
WCTIOJHEHUS psia JOKYMEHTOB 00IecTBa. B cBOEi pe30tonuu pyKOBOAUTEIh OPTaHU3aUH OTPEIEITHIT
CPOK MCIIOJIHEHUS BXOSIIEr0 CIY)eOHOro MUchMa, KOTOPBIi COBIAl C TUIIOBBIM CPOKOM.
Korga otBeTHOE mHCbMO OBLIO MOATOTOBIEHO, B CEKpeTapuaTe ero 3apeructpupoBanu. OJIHOBPEMEHHO
CeKpeTapuaT CHSJ C KOHTPOJS MHHUIIMATUBHOE IMHCHhMO, OCHOBBIBASCh HAa IEPEYHE THUIOBBIX CPOKOB,
3aKpenIeHHOM HHCTpyKLueH no aenonpousBoAactsy OO0 «I'paHut».

Bnpase 1u o6wviia cayocoa  oenonpoussoocmea OO0  «l panumy» 6 OamHOM  cayuae
CAMOCMOAMENLHO Peulams 60Npoc 0 CHAMUU OOKYMEHMA ¢ KOHMpOoas?

Koumponvnas paboma 5

Tema 11: Opzanuzayusn 0e10npouU3800cmMea no NPedi0HCeHUAM, 3aa61eHUAM U Heanodam
2pasrcoa.
3aoanus

1. I'enepanbubiii tupexktop OAO «"opu30HT» B pe3ostonun Ha oOpamnieHun rpakaannaa Aprysosa [1.T.,
noJiyueHHOM U 3apeructpupoBanHoM 01.11.2020, noctaBun cpok ucnosnnenus 06.11.2020. Cnenuanuct
Kopuer B.M., KOTOpoMy B COOTBETCTBUHU C PE3OJIIOIMEH OBUIO MOPYUYEHO MOATOTOBUTH MPOEKT OTBETA
rpaxxaanuny AptysoBy IL.T., cran Bo3paxarb M YTBEpKAaTh, YTO MHUHHMAJIbHBIA CPOK HCHOJHEHUS
OTBETA rpakJAaHUHY COCTABIISIET 15 qHEN.
Kmo npas 6 dannom crnyuae — eenepanvhwiti Oupekmop unu ucnoanumens? QoocHytime omeem.
Kaxue cpoxu ucnonnenuss oopawenus epaxcoan ycmarosienvt ¢ PO?
2B OO0 «Cwmena Oblma mpuHSATAa Ha JOJDKHOCTH cekperapst pykoBoautens Kpyrioa A.P. B
JOJKHOCTHOM MHCTPYKLUMHU OBLIO YCTAHOBJIEHO, YTO CEKpeTapb PYKOBOIUTENs OTBEUaeT 3a BEACHHE
nenornpousBoactea B OO0 «Cmena». B mepBwlii aeHp padotel Kpyrimosa momyumna 28 mucem, 27 u3
KOTOPBIX OBLIM MOJIYYCHBI U3 OpraHU3alui, a ogHo muchMo oT Pommonosoii P.O., paborasmeir B OO0
«CMena» OyxraaTepoM TpHU TojAa Hazal, C NPOChOOH TMOATBEPAUTH €€ CTaX pabOThl B JTAHHOH
opranuzanuu s opopmieHus neHcuu mno crapoctu. Kpyrinosa A.P. 3apeructpupoBaiia Bce MOJTyuyeHHbIE
nuceMa B JKypHalie peructpanuu BXoAA1ed KOppeCcOHIEHIINH.

IIpasunvro nu ona nocmynuna? Kak 001xchbl pecucmpuposamscs 0opaujenus: 2paxcoan?

2.3. 3agaHus NPAKTHKO-OPHEHTHPOBAHHOIO M/MJIH MCCIEA0BATEIbCKOI0 YPOBHS
2.4. [IpomeskyTOYHAS aTTECTAUSA

2.4.1. Dx3amMeHaAIMOHHBIEC BOMIPOCHI (BOTPOCHI/3aJaHUS K 3a4ETY).
Bonpocut k 3auemy ¢ oyenkoii:

1. OcobeHHOCTH CHCTEMBI JENONPOU3BOJCTBA B LEHTPAIbHBIX yupexnaeHusx Poccun XVI- XVI,
XVIII, XIX BB.

2. HampaBnenus u crnocoObl palMoOHaIN3aUKN JIEJIONPOU3BOACTBA B yupexaeHusx Poccun XIX -
Hay. XX B.

3. HampaneHus norcka pairoHaJIbHBIX (HOPM OpraHU3aliy JAeIonpon3BoacTsa B 1920-¢
rOJbI

4. Ponp Hapxomara paboue-KpecThSIHCKOM WHCTIEKIIUU B CO3JaHUN CHCTEMBI
COBETCKOI'0 JCJIONPOU3BOICTBA.

5. Hawubonee 3Haummble pa3pabOTKH akuHOHEpHOro oodmiectBa «Oprerpoit», WHCTUTYTa TEXHHUKH
ynpasiieHust B 1920-e rogsi.

6. XapakTtepuctuka u 3HaueHue «OOMMX MpaBWI JOKYMEHTAIMH U T0KyMeHTooOopoTa» (1931 r.)

7. IlporpaMMbl  COBEpPLICHCTBOBAHHS  JEJIONPOM3BOJACTBA, IPHUHATBIE HAa  MEKOTPACIEBBIX
coBemanmax 1941, 1960 rr.

8. HampaBneHuss TeOpeTHMUYECKMX M HPUKIAAHBIX HCCIECIOBaHMA B 00JACTH COBEPIIEHCTBOBAHUS
nenorpoun3Bojictsa B 1970-1980-e roasl.

9. T'ocymapcTBeHHOE perynupoBaHue neaonpou3Boactsa B 1990-e — 2000-e roabr



BOI’lpOCbl K 9K3AMEHRY .

1.
2.
3.

10.
11.

12.

13.

14.

15

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.
28.

XapakTepuCTHKA JEJIONPOU3BOACTBA B yupexkaeHusax Pycckoro rocynapersa XV-XVII BB.
OcHosHble uepTsl AenonpounsBoacTsa X VIII B. B HEeHTpaIbHBIX M MECTHBIX yupekaeHusax Poccun.
XapakTepucTuKa AENONPOU3BOACTBA BBICIIMX U LIEHTPAIBbHBIX I'OCYJApPCTBEHHBIX YUPEKICHUI
Poccun B nepsoit nonosune XIX B.

OneIT panvoHaNINU3alMK AEIONPOU3BOACTBA B OTAEIbHBIX BEIOMCTBaX BO BTOpoi mojoBuHe XIX
— Hagasie XX B.

CraHOBJIEHHE U PA3BUTHE JEIONPOU3BOJICTBA B COBETCKUX I'OCYIaPCTBEHHBIX YUPEKICHUSAX.
HopMaTuBHO-METOIMYECKHE [TOKYMEHTBI MEXKOTPACIEBOIO ACHCTBHS, KOTOPBIE OIPEIHEISIOT
COBPEMEHHYIO OpraHHu3alHio paboThl C JOKyMEHTaMHM (HAaMMEHOBAaHHME IOKYMEHTa, T'OJl €ro
pa3paboTKH, KpaTKasi XapaKTepHUCTHKA)

Opranmzanus ciayx0b1 JJOY. OcHoBHas 11enb, 3a7a4d U (PYHKIUH CITYyXKOBI, €€ JTOJDKHOCTHOH U
YHCJICHHBIA COCTAB.

TunoBslie BUABI U CTPYKTYpHI ciyk6 JI0Y.

JlokaJIbHBIE aKTBI, PEMIAMEHTHPYIOIME OpPraHM3aluIo JesonpousBoacTea. Hasnauenue, cocras
uHpOpMaINH, TOPAJOK Pa3pabOTKU M YTBEPIKICHHS.

WHCTpyKIMs 10 AeTONpOn3BoACTBY. HazHaueHue, CTpyKTypa TEKCTa, TOPSI0K OATOTOBKH.
[MonsTHE  «IOKYMEHTOOOOPOT»,  MPHUHIMIBI  €r0  OpraHu3alud.  XapaKTePUCTUKU
JIOKyMEHTO000pOTa

Oransl JOKyMEeHTo00opoTa. Onepaiuy, KOTOpbIE BBIMOIHSIOTCS NMpH paboTe ¢ BXOIAIIUMHU
JOKyMEHTaMU

Oransl JOKyMeHTooOopoTa. Omepanuu, KOTOpbIE BBIMOJIHSIOTCS NpU paboTe ¢ HCXOIAIIUMHU
JOKyMEHTaMU

Oransl J0KyMEHTO000pOTa. ONEpallui, KOTOPHIE BHIIOIHIIOTCS ¢ BHYTPEHHUMH JJOKYMEHTaMHU

. Peructpanus nokymeHTOB, ee Ha3HaueHue. [IpaBuna peructpannu JOKyMEHTOB. XapaKTepuCTUKa

COBPEMEHHBIX PErHCTPAMOHHBIX (POPM, COCTaB HH(OPMAIIMH U TIOPSIOK UX 3aIIOJTHEHHUS.
[TonsTHs «perucrpauuss JOKYMEHTOB», «MHIECKCUPOBAaHUE IOKYMEHTOB». 3HaUY€HUE M IpaBUia
(dhopMUpOBaHHS HHIEKCOB

3Ha4yeHne KOHTPOJIA 3a CPOKAMHU HCIIOJHEHUs TIOKYMEHTOB B almnapare ynpaBieHus. TpeOoBaHUsS
K OpraHu3aliy KOHTPOJISI UCIIOJIHEHHS TOKYMEHTOB B JIEIONPOU3BOJCTBE. 3a1aul KOHTPOJIbHOU
NESTEIBHOCTH.

Cpoxu UCTIOIHEHUS JOKYMEHTOB. TeXHOJIOrUsl KOHTPOJI 3a CPOKAMH UCIIOJIHEHUS JJOKYMEHTOB.
3aKoHOJaTeNbHasl perjaMeHTaluss M METOJMYEeCKOe O0ecledeHne OpraHu3aluu XpaHEHUs
NOKyMeHTOB B Poccuiickon @enepanuu.

Opranmsanps TEKyHIeTO XpaHEHUs JOKYMEHTOB B [JEJIONPOU3BOJACTBE OpPraHM3aluud U
o0ecrieyeHne X COXpaHHOCTH

Homenknarypa nen, ee Ha3Ha4YeHHWE B JCIONPOM3BOACTBE. BHIpl HOMEHKIATyp nen, HX
ocobenHocTH. TpeOoBaHUsI K HOMEHKIIAType JIel, UX 3aKperieHHe B HOPMAaTUBHO- METOAMYECKUX
JOKYMEHTaX MEXOTPaclIeBOrO ACUCTBHS.

Metoauka cocTaBieHUS HOMEHKJIATypsl Jnen. llopsmox odopmieHus, coriacoBaHus U
YTBEPKACHUS HOMEHKIIATYPBI AL

[IpaBuna ¢gopmupoBaHus B jeia JOKYMEHTOB Pa3JIMYHBIX BUIOB. [IpMHIMIBI cucTeMaTH3aluu
JOKYMEHTOB BHYTPH JIEIl.

[lonsTne “skcneprusa LEHHOCTH JOKYMEHTOB”. HOpMaTMBHO-METOOMYECKHE U TEOPETUUYECKUE
OCHOBBI ITPOBEICHUS DKCIEPTU3BL. [[pUHINUIIBI 1 KpUTEPHUH SKCIIEPTU3BI HEHHOCTU JOKYMEHTOB.
Opranuzanus paboThl 1O MPOBEACHUIO SKCIEPTU3BI IEHHOCTH JOKYMEHTOB. JJoKyMeHTHpOBaHUE
JESTeIbHOCTH HKCIIEPTHON KOMUCCUH U O(hOpMIIEHHE €€ PEe3yIbTaTOB.

Hasnauenue omucu gen. Bunmbl omuceit. [lpaBuma cocraBieHuss U odopmiieHHUE OMUCH eI
CTPYKTYPHOTO NOAPAa3ACICHUS.

Onepauuy 1o NOAroTOBKE JOKYMEHTOB K IIepeiade B apXUB OpraHU3alUu.

OcHoBHBIE TpeOOBaHUS K O(OPMIIEHHIO el NpU MX IOATOTOBKE A IEepeAayd B apXuB
opranu3zanuu. YacTuyHoe u mosHoe oopmieHue.



2.6. Onncanue mokasarejieil M KpPpUTEpHeB OLEHUBAHUSA KOMIIETCHIUI, ONMUCAaHHe

IIKAJ OIICHUBAHHUA

OneHuBaHue BbLINOJIHEHUS HNPAKTHICCKUX 3aJaHuH

Kpumepuu

4-6annvHasn wkana lloxazamenu

Omauuno 1. Ilonnoma evinonuenus
NpAKmMuYecKo2o 3a0aHus;
2. Csoespemennocmo
BbINOTHEHUS 3A0AHUSL,
3. Ilocnedosamenvrnocmo u
PAYUOHATTLHOCTNb 8bINOIHEHUS

Xopowio 3a0anusi;
4. CamocmosimenbHocmb
pewienus;
5. Kauecmeo
UILTIOCMPAMUBHO20
(npumepnozo) mamepuana u
m.o.

Yooenemeopumenvno

\Heyodoeremsopu-

mebHO

3aodanue vinonrneno camocmosamenvro. Ilpu
9MOM 8blOPAH NPABUTILHBLUL AICOPUMM PEULeHUs], 8
ombope ULOCMpamueHo20 Mamepuaid,
JIO2UHECKUX PACCYHCOCHUSX U BbIBOOAX HEm
OUuUbOK, NOIYYEH EPHBIIL OMEeEN.

3aoanue gvinonneHo ¢ nomowbio npenodasames.
IIpu 5mom Haiiden npasuIbHuLL A1OPUMM
Ppewenust 3a0aHuUs, 8 102UYECKOM PACCYHCOSHUU U
NPUBOOUMOM UNTIOCMPAMUSHOM Mamepuaie
(npumepax) Hem cyueCmeeHHulX OUUOOK
(Oonywerno e bonee 08X HeCyuecmeeHHbIX
ouwuUbOK); NPABUTLHO COENLAH 8bl18OO.

3aoanue binonneno He NOIHOCMbIO WU 8 0OUEeM
8U0, a makdice ¢ nomoubio npenooasamens. Ilpu
9MOM 3a0anue NOHAMO NPABUILHO, 8 T02UYECKOM
PACCYHCOeHUU Hem CYUeCMBEHHbIX OWUOOK, HO
0onyujeHvl Cyujecmeennvle OuuoKu 8
UIOCMPAMUBHOM Mamepuaie U 6bl800ax;
3a0anue.

3adanue ne svinonnero.

OlIeHl/lBaHl/le BbINNOJIHCHHUA TECTOB

4-6annvHas
K Toxazamenu Kpumepuu

Omauuno 1.  Ilonnoma evinonneHus Buvinoaneno. om 85 0o 100 % 3adanuii
MecmosublX 3a0aHUlL; NpPeoloNCeHHO20 mecmd, 8 3a0aHUsIX 0aH NOJIHbLL,
2. Csoespemennocmo pazéepHymbiii Omeem Ha NOCMAaIEHHbLI 60NPOC

Xopouwio GBINOTHEHUA, Bunonneno om 75-84 % zadanuil
3. Ilpasunbrocms 0meemos | y,oonomcennozo mecma, 6 3adanusix 0an nonsii,
Hd 60npocsl, DpazéepHymbiii Omeem Ha NoCMaseHnHblil 60NPoC;
4. Camocmosmenvrocms 00HAKO ObLIU OONYLUYEHBL HEMOYHOCTIU 6
GbINONHERUA, onpeoeneHu NOHAMuUL, MePMUHOE U Op.

Yooenemeopumenvro 5. um.o. Buvinonneno 55-74. % 3aoanuii npeonosicenno2o

mecma, 8 3a0anusix OaH HeNnoaHblll Omeem Ha
NOCMAGIEHHbLIL BONPOC, 8 OMBeme He
nPUCYmMcmeyom 0oKa3amenbHvle npumepbl,
MEKCM CO CMUAUCMUYEeCKUMU U
opghoepaghuueckumu owubKamu.




\Heyoosnemeopu-
menvHO

Buvinonneno 50 % 3a0anuti npednoscennozo
mecma, Ha NOCMAsJleHHble BONPOCLL OMEem
omcymcmeyem uil HenoiHbll, OONYUeHbl
cywecmeennvie OWUOKU 8 MeopemuiecKkom
mamepuaine (MepMUHAX, NOHAMUSX).

OuneHuBaHue 0TBETA HA 32a4Y€Te C OLEHKOM

4-bannvuas wxana

Tloxazamenu

Kpumepuu

Omauuno/3aumeno

1. Ilonnoma usnosicenus
meopemuyecko2o
mamepuana,

2. Ilonnoma u npasunbHocmy
peulenus npaKmuyecko2o
3a0anus;

3. Ilpasunvnocmo u/unu
apeyMenmupo8aHHOCMb
U3TIOJHCEHUS
(nocnedosamenbHOCMb
Oeticmeutl),

4. CamocmosamenvHocmy
omeema,

5. Kynemypa peuu;

Xopowo/3aumeno

Yooenemeopumenvro
3aumeHo

6. um.o.

Jlan nonnwiii, 8 102utecKoll NOCIe008aMenbHOCMU
PpazeepHymulli omeen Ha NOCMAsIeHHbIU 80NPOC,
NPOOEMOHCMPUPOBAHO 3HAHUE NpeoMemd 8
NOJIHOM 0ObeMme Y4eOHOU NPOCPAMMbL,
00CmMamo4Ho 21yb0Ko aHAIU3UPYEemcs
coomeemcmayowull 60Npocy pazoel
OUCYUNTUHBL, OMEembl HA OONOJHUMENbHbLE
BONPOCHI CAMOCMOSMENbHbL U UCYEPNbIBATOWU,
npuBoOAMCs COOCMeeHHvle NPUMepbl NO
npobaemamuxe nOCMasleHHO020 80NPOCd,
NpeonodNCceHHble NPAKMULECKUe 3a0aHUSL
8bInoaHeHbl be3 ouubok. Konmponupyemvie
KOMnemenyuu cqhopmMuposansvl Ha yposHe
«BbICOKUILY.

Jlan pazeepuymulti omeem Ha NOCMABIEHHbIU
sonpoc, cmyoeHm 0emoHCmpupyem 3HaAHUs,
npuobpemenHuvle HA TeKYUOHHBIX U CEMUHAPCKUX
3AHAMUSAX, A MAKAHCE NOTYUEHHbIE NOCPEOCHBOM
u3yyeHus 003ameibHbIX Y4eOHbIX MaAmepuaios
no Kypcy, 0aem apeyMeHmuposanHble 0meemal,
npUBOOUM NpuMepbvl, OMeen 0eMOHCIMPUpyem
€80000HO€ 811a0eHUe MOHOLO2UYECKOTU Peyblo,
JIO2UYHOCIb U NOCTIE008AMENLHOCHb CYHCOCHU,
00HAKO 6 omeeme UMeIOMcs He3HAYUmMeNlbHble
HemoyHocmu (He bonee 08yx). [{ononnumenvHule
B0NPOCHI 8bI36AIU 3AMPYOHEHUS — 8 ONEEMAX
umeromcs Hebobuiue Hemo4HOCMU.
Konmponupyemvie komnemenyuu ... 11K-4.1
cpopmMuposanvl Ha YposHEe «NPOOBUHY MBI

Jan omeem, ceudemenvcmayowuti 06 oouem
SBHAHUU MAMepuana u3y4aemou OUCYUNIUHbL,
ommeyaemcst HeOOCMAamMo4Hasl 2LyOuHa u
NOIHOMA PACKPLIMUSL MeMbl, pukcupyemcst
3HAHUE OCHOBHBIX BONPOCO8 MEOPUlU, HO C1aD0
chopMuposanvl HABVIKU AHAIUZA MAMeEPUAla,
npoyeccos, HedOCMAamoyuHbl YMeHUs
BHICIIPAUBATNb APSYMEHMUPOBAHHBLE OMBEMbL U
npUBOOUMb NPUMeEPdL, OMMedaemcs
02paHU4eHHOe 8l1a0eHUe MOHOLOSULECKOU PeUbio,
HapyuieHvl 102U4HOCIbIO U
nociedosamenvhocmoio omeema. Jlonyckaemcs
HEeCKONbKO OUWUOOK 8 COOePAHCAHUU OMEEeMd U
peuteHuy npaKkmu4eckux 3a0anutl (e bonee 3-4).
Konmponupyemvie komnemenyuu [1K-4.1




\Heyodoeremsopu-
menbHo /He3aumeno

cghopmuposanvl Ha yposHe
«V00871eMEoPUMeNbHbLULY

Jan omeem, komopulii cooepaicum psao cepbe3nbix
HemouHocmell, 0OHAPYHCUBAIOWJULL He3HAHUE
npoyeccos uzyuaemou npeomMemHou ooaiacmu,
OMAUYAIOWULICS HE2TLYOOKUM PACKPbIMUEM meMbl,
He3HaHUeM OCHOBHBIX 80NPOCOE MEOPUL,
HecqhopMUpoBaHHbIMU HABLIKAMU AHATU3A
ABNIEHULL, NPOYeccos, HeyMeHuem 0aeamby
apeymMeHmupo8aHHvle omeemal, clabbim
81a0eHueM MOHOI02UYECKOU Peubio,
omcymcmeuem J102U4HOCIU U
nocnedosamenvHocmu. Bv1600vl nosepxHocmmbi.
Pewenue npakmuyeckux 3a0anuii He 8bINONIHEHO,
Hem 0meemos Ha OONOJIHUMENbHbIE U HABOOAUUE
gonpocwl npenodasamens. Konmponupyemvie
komnemenyuu I11K-4.1 cchopmuposamnsi na yposHe
«HEYO0811emME80OPUMEbHBILLY

OlIeHl/IBaHl/Ie OTBE€TA HA JK3aMCHC

4-6annvHasn wkana

Toxkazamenu

Kpumepuu

Omauyno

7. Ilonnoma usnodrcenus
meopemuyeckozo
mamepuana,

8. Ilonnoma u npasunvHocmo
peulerus npaKmuyecko2o
Badanus;

9.  Ilpasunvnocms u/unu
apeyMenmupo8aHHOCMb
U3TIOJHCEHUS
(nocnedosamenbHOCMb
Oeticmeutl),

10. CamocmosamenvHocmo
omeema,

11.Kynemypa peuu;

Xopowo

12.u m.o.

Jlan noanwiii, 8 102utecKoll noc1e008amenbHOCmu
pazeepHymulii omeenm Ha NOCMABIeHHbIU 80NPOC,
NPOOEMOHCIMPUPOBAHO 3HAHUE NpeoMemd 8
NOJHOM 0ObeMe YueOHOU NPocPaAMMbl,
00CMamo4Ho 21yO0Ko aAHATUIUPY e Sl
coomeemcmeayuuLl 60Npocy pazoei
OUCYUNTIUHBL, OMBEMbL HA OONOJHUMEIbHbLE
BONPOCHL CAMOCIOAMELHBL U UCUEPNBIBAIO WU,
npuBoOAMCcs COOCMeeHHvle NPUMepbl NO
npobaemamuxe nOCMasileHHO020 80NPOCd,
NpeonodNceHHble NPAKMULECKUe 3A0aHUSL
8bINOIHEeHbL Oe3 owuboxk. Konmponupyemvie
KOMHemenyuu cqhopmMuposansvl Ha yposHe
«BbICOKUILY.

an paszeeprymulii omeem Ha nOCMAaGLEHHbI
gonpoc, cmyoeHm 0emMoHCmpupyem 3HaHus.,
npuodpemenHvle Ha 1EKYUOHHBIX U CEMUHAPCKUX
3aHAMUSX, A MAKHCE NOTYUEHHble NOCPeOCMBOM
uzyuenus 00A3amenbHblX YUeOHbIX MAmepuaios
no Kypcy, 0aem apeyMeHmupo8aHHbvle Omeenbl,
npuBOOUm npumepsvl, OMeen 0eMOHCMpPUpyem
Cc80000HO€ 8l1A0EHUe MOHOTIO2UYECKOU Peybio,
JIO2UYHOCMb U NOCIE008AMENbHOCIb CYHCOEHUI,
00HAKO 8 Omeeme UMerOmcs He3HayumenbHble
HemoyHocmu (He bonee 08yx). [{ononnumenvHule
80NPOCHI BbI38ANU 3AMPYOHEHUS — 8 ONEEMAX
umeromcs HebobuUue Hemo4HOCMU.
Konmponupyemwvie komnemenyuu ... I11K-
5.1,5.2.,5.3. chopmuposanvl Ha yposre
«NPOOBUHYMBIILY




Yooseremsopumenvho Jlan omeem, ceudemenvcmayrowuii 06 oowem
SHAHUU Mamepuana u3y4aemou OUCYUNIUHbL,
ommeyuaemcst HeOOCMAamo4Hast 2LyOuHa u
NOJHOMA PACKPbIMUsL meMbl, pukcupyemcs
3HAHUE OCHOBHBIX BONPOCO8 MEOPUU, HO C1ADO
chopmuposanvl HABLIKU AHAIUZA MaAmMepuad,
npoyeccos, HedOCMAamoyuHbl YMeHUs.
BHICIIPAUBAb APSYMEHMUPOBAHHBLE OMBEMbl U
nPUBOOUMb NPUMeEpPbL, OMMeUaemcs
02paHudenHoe 81adeHue MOHOL0SULECKOU peubio,
HAapyuweHvl 102UHHOCIbIO U
nociedosamenvHocmuio omeema. Jlonyckaemcs
HEeCKONbKO OWUOOK 8 COOePAHCAHUU OMEEemd U
peuteHuy npaKkmu4eckux 3a0anutl (He bonee 3-4).
Konmponupyemvie komnemenyuu [1K-5.1,5.2.,5.3
chopmuposarnvl Ha yposHe
«y0061emEOPUMEIbHBLULY

\Heyooeremesopu- Jan omeem, komopwiii cooepaicum psio cepbe3HbIX
menbHO HEemMo4YHOCMell, OOHAPYHCUBAIOWUL He3HAHUE
npoyeccos uzyiaemol npeoMemuou ooiacmu,
OMAUHAIOUWUICSL He2TTYOOKUM PACKPbLMUEM MeMbl,
He3HAaHUeM OCHOBHBIX 80NPOCO8 MeopUl,
HeChopMUPOBAHHLIMU HABLIKAMU AHATUZA
A671eHUL, NPOYeCcco8, HeyMeHuem 0a8ams
apeymMenmupo8antvle Omeeml, Clabbim
8l1a0eHUeM MOHOI02UYECKOl peublo,
omcymcmeuem J102UHHOCIU U
nociedosamenbHocmu. Bvieoovl nosepxnocmiubi.
Pewenue npaxmuueckux 3a0anuii He 8bINOIHEHO,
Hem 0meemos Ha OONOJHUMEIbHbLE U HAB0OAujUe
sonpocwl npenodasamens. Konmponupyemvie
xkomnemenyuu I1K-5.1,5.2.,5.3 cchopmuposansi na
VPOBHE «HEeYO0BIeMEOPUMEbHBLILY

Pazgen 3. Mertoanueckue MaTepuajbl, ONpeAeflONIAe MPOUEAYPbI
OLCHMBAHUSA 3HAHUN, YMEHHMH, HABBIKOB M (MJIHM) ONbITA [JAeATEeJbHOCTH,

XapaKTepHu3yLHUX dTanbl POPMUPOBAHUA KOMIIETCHINH

Iloocomoeka obyuarowecocsi K 3auemy ¢ OYeHKOU 6Kuouaem 6 cebs mpu smana:
camocmosamenvHas paboma 6 meyeHue cemecmpd, HenocpeoCmEeHHAs NOo020MO8KA 8 OHU,
npeoulecmsyloujue 3a4emy no memam, n0020moeKa K 0meemy Ha 80NPOChHl, COOEPAHCAUUECs, 8 BONPOCAX
NPOMEINHCYMOUHOU ammecmayuu (npu NUCbMeHHOU hopme nposedenus: OughghepeHyuposanno2o 3auema).
Jlumepamypa 015 n0020mMoBKU peKoMeHOYemcsi nPenooasameem.

Judgdhepenyuposannviii 3auem 6 ycmuou gopme nposoOUmMcss no 80NPOCAM, OXE8AMbLBAIOUWUM
6ecb npoudeHHblll N0 OanHoU meme mamepual. [lo okoHuanuu omeema npenooasamenb Modicem 3a0ams
ooyuarowemycs 0onoiHumenvhslie U ymounsawowue eonpocvl. Ha noocomosky k omeemy no eonpocam
obyuarowemycs oaemcs 25 MUHym ¢ MOMeHmMa NoJy4eHusi UM 80Npocd.

Pezynomamur ouggpepenyuposannozo ooyuarouemycsa nocie nposepku omeemos.

B ox3amenayuonnvlli Ounem 6KIIOYEH Meopemudeckuli 6oNpoc U NpaKkmuyeckuti. IK3ameH
nposooumcs 8 ycmuou ¢opme. Ha omeem cmyoenmy omeodumcs 25. munym. 3a omeem Ha
meopemuyecKue 60npoCcul CMyOeHm MONCem NOaY4Ums ciedyroujue OYeHKu:

- OMIUYHO, 34 NOJHble OMEemvl HA 08d B0ONPOCA U NOJIHOCMbBIO BLINOIHEHHOE 3a0aHue, Hem
OWUOOK 8 0amax, mepMuUHax, HaIudue 86160008, NPUYUHHO-CIEOCTNBEHHBIX CEA3ell.



- Xopouwio, 3a 00CMamoyHoO NOJHblE OMEEMbl HA BONPOCHL, UMetoujue He boiee 08yX HemouYHocmell,
U NOIHOCMbBIO GbINOIHEHHOE 3a0aHue, a MaKdxice 3a NoJHble Omeemvl Ha 860NPOCHl, HO HEe3HAYUMENbHbIe
OWUOKY NPU BLINOTHEHUU 3A0AHUSA (HEPAYUOHATILHOE 8bINOIHEHUE); MAKIHCe eCMb HeMOYHOCMU 8 0amax
U MmepMuHax.

-y00871eme8opuUmenbHo, 3a YaACMUyHoe 3HAHUe OCHOBHBIX UCTMOPUYEeCKUX codblmul, 6e3 8UOUMBIX
2pyobIX OWUOOK 8 0amMax, ONUCAHUU UCTNOPUYECKUX COObIMULL, MEePMUHAX.

Tecmuposanue

Ha mecmuposeanue omeooumcs 30 munym.
Tecm no 1 pazoeny exnrouaem 15 onpocos.

3a kascowiil npasunvbHbLL omeem Ha 8onpoc oaemcs 1 bannos.

Ilepesoo 6annos 6 oyenxy: 12-15 omauuno
9-11 xopowo, 7-8 yoosremgopumenvro, om 6 u Hudice -HeyO0o81emeopUmenIbHoO
Tecm no 2 pasoeny exnrouaem 46 sonpocos
3a rasxcowii npasunvHblll omeem Ha eonpoc daemcs 1 6annos.

Ilepesoo 6annos 6 oyenxy: om 40 0o 46 omauuno

31-40-xopowo

25-30 -yooeremesopumenbHo

Huoice neyoosnemeopumenvro



