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OCHOBHOE COAEPKAHUE

Pazgen I. Cogepxanne Kypca

OCHOBY aHHOIO 5K3aM€Ha COCTABIISIOT BOIPOCHI 0 JOKYMEHTAIIHOHHOMY
00ecrieueHuIo ynpapieHus (IeIONPOU3BOACTBY), & TAKXKE 110 OCHOBAM apXUBHOTO
nena.

Tema 1. HopmaTHBHO-NIpaBOBbIE OCHOBbI JOKYMEHTALHOHHOTO obecnedyeHHs
ylpaB/ieHHs H apXHBHOIOo geja B Poccuiickoii @enepanuu

Hasnayenue HOpPMaTHBHO-TIPABOBOH perjiaMEHTAIldH eIOIPOM3BOJCTBA B
Poccwuiickoli @epepanuu. MepapXus HOPMATHBHO-TIPABOBLIX aKTOB B cdepe
ACIIONPON3BOACTBA U apxuBHOro gena. IlomHomouus PocapxuBa 10 H3MaHUIO
HOPMAaTHBHO-METOANYECKUX aKTOB.

DenepanbHble  3aKOHBI O  TpeOOBaHHAX K  JOKYMEHTHUPOBAHMIO
YTIPaBJIEHYECKOHN IEATENLHOCTH, O 3alluTe UHPOPMAIIUH, IEPCOHATBHEIX TaHHEIX,
00€ECIIEYeHNIO0 COXPAHHOCTHU TOKYMEHTOB.

Ioctanosnenus IlpaBurenscTBa MO BompocaM paloThl ¢ JOKyMEHTAaMU B
(ezmepanbpHBIX OpraHax UCIOJIHUTEIFHON BIACTH M MX PONIb B PEryJIMPOBAHUHU ITOM
ctheprl nesarenbHOCTH. HopMaTHBHO-IIpaBOBbIE ¥ METOIAMYECKHME aKThl PocapxuBa
II0 BOMPOCaM TEKYIIETO JEJIONPOU3BOACTBA MNPEANPUATAA M YUPEKICHUH H
npobieMaM IOATOTOBKM JOKYMEHTOB K JUIMTEIBHBIM CPOKAM XpaHEHHS.
l'ocynapcteennele  craHmapTsl B cdepe opopmiieHHs W yHpaBieHHs
OOKyMEeHTaleH, IpopecCuoHaIbHON TEPMUHOIOTHH.

Tema 2. Teopernueckne Bonpochbl JOKyMEHTOBEAEHHUS.

IlonAaTHe «IOOKyMEHT» W €ro OmpelelieHHe B HOPMATHBHBIX aKTax,
rOCYyapCTBCHHBIX CTaHAapTax, B Hay4yHOU nutepatype. [loHaTne uHbopManuu u
HE00X0IMMOCTh ee JOKYMEHTHUPOBAHHUS. MarepuanbHbie HOCHUTEIHN
AOKYMEHTHPOBaHHOW MH(popManuu. Knaccnbukaius DOKYMEHTOB M €€ poib B
YHOPSAOYCHUH TEXHOJOIMH M NPAKTHKU PabOThl ¢ JOKyMEHTaMH. Y HUBHKALUI
(GopM NOKyMEHTOB M e€ HasHaYeHWe C TOYKH 3PEHHS COBPEMEHHOIO
JeJIOTPOU3BOACTBA. PeKkBU3UTBEI U (GOPMYJISp JOKYMEHTa, IOPUANYECKAs CHla U
IOpUANYecKas 3HAYMMOCTh JOKyMeHTa. PEHOMEH COBPEMEHHOIO 3JIEKTPOHHOIO
JIOKyMeHTa.



Tema 3. lokymeHTHpOBaHHE U JOKYMEHT000OPOT.

IloHsTHE W Ha3HAYEeHMe TOKyMeHTHpoBaHus. CpencTsa JOKYMEHTUPOBAHHUSI.
Cucremsl nokymentamuu. TpeGoBauus K 0(QOPMIICHHIO  OpraHU3aIMOHHO-
paclopsAaUTeNbHON MOKyMeHTauuu. bilaHk mOKyMeHTa, BHIBI OJIaHKOB. TeKcT
YHIPaBICHICCKOro NOKyMEHTa, CTpyKTypa TekcTa. Cimyxba JIOY, eé nazHadueHue,
ynxuun. Pons ciyx6b1 JIOY B opraHu3aiifii CHCTEMBI palboTHI ¢ TOKyMEHTaMH B
ariapare ynpasieHus. Pa3paboTka JOKalbHEIX HOPMATHBHBIX aKTOB II0 BOIIPOCAM
ACJIONPOU3BOACTBA M XPaHEGHUS TOKyMeHTOB. Tabenb ¢hopM OKYMEHTOB, albp60M
(hOopM TOKYMEHTOB.

Ioustie «10KymMeHTOOO0POT». OOBEM mOKyMeHTooGopora. CHCTEMBI
SJIEKTPOHHOIO  TOKyMEHTO00OpoTa.  JIOKyMEHTOHNOTOKH. DTambl paGoThl  C
AoKymMeHTaMu. KOHTpOIIb UCTIONHEHHS JOKYMEHTOB.

Homenknarypa nen. @opmupoBaHue JOKyMEHTATBHOTO (hOH/A OpraHU3aIlIH.
IIpu3Haku 3aBeneHus [l

Tema 4. XpaHnenune 10KyMeHTOB

OKCIIepTH3a LIEHHOCTH JOKYMEHTOB, SKCIIEpTHAsA KOMHCCHS M OPraHHU3aLlHs
e pabotel. Cpoku XpaHeHMs NOKYMEHTOB M HEOOXOMMMOCTh MX Pa3sTpPaHHUCHHS.
IloAroToBKa JeN K JNHTENBHEIM CPOKaM XpaHeHHs, odopMieHHe nel. Bussl
apxuBoB B Poccuiickodi @enepanuu. KomiuiektroBanue apxwmBoB. YCIOBHS
XpaHEHUS JOKYMEHTOB B apxuBe. Hay4HO-CIpaBOYHBIM ammapar mo J0KyMeHTaM
apxMBa OpraHusanuu. McCronp3oBaHWe apXUBHBIX ITOKYMEHTOB B HAyYHBIX U
JUYHBIX LIEIIsX.

Pasgen II. Ctpykrypa KM BeTynuTE/ILHOIO HECNBITAHUS

Kaxnpii BapuanT pabOTBI COCTOUT M3 [BYX 4acTeil ¢ pasHBIM ypOBHEM
CJIO’KHOCTH.

Hacte 1 cocrout u3 40 BOIpoCcoB ¢ BEIGOPOM TOJBEKO OHOTO IIPABHIIBHOTO
OTBeTA.

Kaxap1ii IpaBUIIBHBIN OTBET OLIEHUBAETCA B IBa Oasiia.

Hacts 2 COCTOMT M3 HeTBIPEX 3aJaHUH, e HyXKHO BHIOPATh BEPHOE
COY€TaHMEe MPABUIBHBIX OTBETOB (Oojee oxHOro). IlpaBuiibHOE coueTaHHe
OLIEHMBAETCS B 5 0aJIOB.

Pasaen III. IIpogo/kHTe/IbHOCTHL BCTYIHTEILHOTO HCIBITAHUS.
Ha Beinmonuenwue 3aganuit orsogurcsa 120 MuH.



Paszgen IV. Cucrema onennBaHus OTAe/bHBIX 3a1aHHI U 3K3aMeHAIIMOHHO
padoTHI B LeJIOM.

JI71sl BCTYIATEIbHOTO UCTIBITaHus ycTaHaBmBaercs 100 - GamipHas mKaia.
IIpaBHIILHELIH OTBET B MEPBOH YACTH OlLCHHBACTCA B 2 GamT (MaKCHMaIbHOE 9HCIIO
Oannos - 80), Bo BTOpO 4acTu, MpU YCIIOBUU IIOJHOTO BBIIONHEHHUS, - 5 GaIoB
(MaxcuManbHOE YHCIIo 6aios 20).

IlpoBepka ¥ OLEHUBAHMSA 5SK3aMEHAI[MOHHBIX paboT OCYyILIEeCTBIETCS
aBToMaTh4ecku, Ha ocHoBaHuH HaHHbiX MC «KESS-Abiturienty.

MunuMaapHOe  KOJHYECTBO  0auloB  HAa  NHCEMEHHOM  BK3aMeHe,
MOATBEPIKAAIOIIEE  YCIIEIIHOE MPOXOXKISHHE BCTYNMTEIBHOIO  HCIIBITAHUS,
cocraniisieT 40 6aJL10B.

PesynbraTel 3K3aMeHa pa3MemaloTcs Ha O(uIManbHOM caifiTe W Ha
HUH(pOpPMaIHOHHOM cTeHze [IpHeMHON KOMUCCHH Ha CIIeMyIOIHil IeHb ¢ MOMEHTA
IIPOBEAECHUS BCTYMUTENHHOTO UCIIBITAHUS.

OOb1ee pyKOBOJICTBO U KOOPMHALUIO IESTEIBHOCTH PEAMETHON KOMUCCHU
OCYLIECTBIISIET €€ Mpejcenareb.

Pasgen V. IllpumepHblii BApHAHT padoThI
JleMOHCTPANMOHHBIH YK3aMeHAIIHOHHBIH TECT M0 0CHOBAM JOKYMEHTOBeJeHH S

YACTb 1

1.TOCT P 7.0.97-2016 onucwiBaer:

1) mopsimox paboThI ¢ TOKyMEHTAMHU;

2) NOpSAIOK COCTABIICHHUS PA3IHYHbIX BHIOB JOKYMEHTOB;

3) mopsa0K OQOPMIIEHHUS B PACIIONIOKEHHUS PEKBUUTOB JOKYMEHTA;
4) NOpsANOK IIeYaTaHUs TEKCTA JOKYMEHTA.

2. TeopeTn1ueckue, HCTOPHYECKHE H OPTAHU3ANHOHHO-METOIHYECKHE NPODIeMbI HAYKH 0
AOKYMEHTE U JJIOKYMEHTHO-KOMMYHHUKAIHOHHOH 1eITeJIbHOCTH H3y4aeT ...

1) yacTHOE TOKYMEHTOBEICHHE;

2) cnenuanbHOe TOKYMEHTOBEIEHHE;

3) ob1ee JOKYMEHTOBEIEHHE;

4) ob1riee TOKYMEHTHPOBAHHE;

3. Kakoii penepanbublii 3akoH npegocrasisier PocapxuBy npaso paspaéaThiBaTh
NpaBUJIa JeJI0NPOU3BOACTBA, 00si3aTe/IbHbIE A5 IPUMEHEHHN B TOCY/JaPCTBEHHbIX
OpraHax, OpraHax MeCTHOI'O CaMOYIIPABJICHHS:



1) ®enepanbhbrii 3akoH 0T 27.07.2006r. No 149-03 «O6 undopmanmu, HHGOPMAIMOHHBIX
TEXHOJIOTUSIX U O 3alIUTE HHPOPMAITHNY;

2) ®@epnepaneHelii 3akoH 0T 29.06.2015r. No 162-03 «O cranmaptusanuu B Poccuiickoit
Denepanuny;

3) ®epepanbHsIit 3ak0H 0T 01.06.2005T. Ne 53-®3 «O rocynapcTBEHHOM si3bIKe PoccHiicKoi
Denepaiuny;

4) Oenepanbubiii 3akoH oT 09.02.2009r. Ne 8-D3 «O6 obecrieuennu 1ocTyna kK HHGOPMAIHH O
ACATETbHOCTH TOCYAapPCTBEHHBIX OPraHOB U OPraHOB MECTHOTO CaMOYTIPABIIEHHSD.

4. B kakux cepax JeJ0BeHeCKOil AeATEIHbHOCTH HCIOIb3YeTCsl JOKYMEHT?
1) Bo Beex cdhepax uenoBeUeCcKo AeSTENLHOCTH,

2) Bcdepe 0OpazoBaHus;

3) Bcdepe pUHAHCOB;

4) B IPOU3BOACTBEHHOU cepe;

5. Kakoii ¢pegepanbHplii 3aK0H yCTaHABIHBAET HOPMBI U TPeOOBAHHS, 3AIUIAIONIHE
J1100y10 HHPOPMALHIO, OTHOCAMYIOCA K (PH3HUYECKHM JIMIIAM:

1) ®enepanbuerii 3akon ot 27.07.2004r. Ne 79-®3 «O rocynapcTBeHHOM IpakIaHCKOH CIIykOe
Poccuiickoit @enmeparuny;

2) ®enepanbHelit 3aK0H 0T 27.07.2006T. Ne 152-®3 «O nepcoHanbHBIX JAHHBIXY,

3) ®enepanbHblil 3ak0H 0T 29.07.2004r. No 98-D3 «O KOMMepUECKOi TaliHey;

4) ®enepanbusblit 3aKoH 0T 21.07.1993r. Ne 5485-1 «O rocymapcTBeHHOH TaitHe.

6. OtaeabHbIi 3jieMeHT ohopMIeHHS 0PHIIHAILHOIO TOKYMEHTA:
1) cmbicnoBoi 610K

2) PpEKBH3HT

3) CTPYKTYpPHBI# 371eMEHT

4) KOMIIOHEHT

7. B KakoM HOpMATHBHOM aKTe YCTAHOBJIEHbI OCHOBHbIE TEXHOIOTHH PAbOThI ¢ TAKHMH
BH/IAMHU TOKYMEHTOB, KAK MPeAI0KeHH S, 3asIBJIeHHS H KAT00bI IPAKIAH:

1) ®enepanphsiii 3ak0H oT 02.05.2005r. Ne 59-D3 «O nopsizike paccMOTpeHHS 06paIeHH it
rpaxknal Poccutickoit @enepariumny;

2) Kogmexe Poccuiickoit @eneparun 06 aAMHHHCTPaTHBHBIX TpaBoHapymmeHuax ot 30.12.2001r.
N 195-@3 (KoAIl P®),

3) ®@enepanbHblii 3akoH oT 27.07.2010 Ne 210-®3 «O6 opranusanuy mpeaoCcTaBIeHHs
rOCYyJapCTBEHHBIX U MyHHIUITATIBHBIX YCIYTY;

4) ®enepanpHelit 3aK0H 0T 27.07.2006r. Ne 152-03 «O nepcoHaTbHBIX JAHHIXY.

8. Ilepeuensr yHHHIHPOBAHHBIX (POPM JOKYMEHTOB, HEOOXOAUMBIX H JOCTATOUYHBIX [JJIsI
OpraHu3auuy, YTo0bI 3P HPeKTHBHO PEIIHTD 331241 H OCYIECTBATH (PyHKIHH yIPABJICHHA:
1) akt

2) KapToYKa-CIpaBKa

3) 3ammcka-pacuer

4) Tabenb GOpM AOKYMEHTOB



9. Kaxoii TepMHH rocyJapcTBeHHBIH CTAHAAPT ONMpeENseT, KAK «GaUKCHPOBaHHASN
Ha HocHuTe/le HH(OPMAMS ¢ PEKBU3HTAMH, NI03BOIAIOMUMHE e€ HAEHTHOHIHPOBATH):

1) DONMTMHHUK TOKYMEHTAa,

2) IIOKYMEHT;,

3) QopMyisap DOKYMEHTA,

4) odUIMATBHEIA TOKYMEHT.

10. Kak B coorsercrsun ¢ 'OCT P 7.0.97-2016 «Opranu3anuoHHo-pacnopsiiaTe 1bHAL
moxkymeHTanusi. TpeboBanus kK 0opM/ICHHI0 JOKYMEHTOB» HA3bIBAETCH PEKBH3HT,
BKJIIOYAIOIIMIA IOYTOBBIA agpec opraHu3auuu; Homep TejaedoHa, pakca, agpec
3JIEKTPOHHO} MMO4YThI, ceTeBOM aapec u aAp.?

1) MecTo cocTaBneHHs(U3TaHUS) TOKYMEHTA;

2) HauMEHOBaHHE OpraHU3alMU- aBTOPA JOKYMEHTa,

3) HaumeHoBaHume BHa JOKYMEHTa,

4) cnpaBouHBIC TaHHBIE 00 OpraHU3aIMY;

11. [TaiiTe ompeaeeHne MOHATHIO <IOPUIMYIECKAS CHJIA JOKYMEHTa»:

1) CrpykrypupoBanHas urdopManus, 3apUKCHPOBAHHAS HA HOCHTEIE,

2) CBOHCTBO OQUIUATEHOTO JOKYMEHTA BEI3HIBATH IIPABOBHIE [IOCIIEICTRHUS;

3) CBoOMCTBO JOKYMEHTA BEICTYIIATh B KAUECTBE MOATBEPIKICHHS IETIOBOH AESTETLHOCTH,

4) CocrosHHe JOKyMEHTa, B KOTOPHIH IIOCIE €ro CO3JaHHUS HE BHOCHIIHCH HHKAKHE
HU3MEHCHHSI,

12. BeibepuTe HOpMaTHBHOEe ompenejeHune GpopMyJasipa I0KyMeHTa, 3aKpeILIEHHOE B
I'OCT 7.0.8-2013 «/les10npon3BoACTBO H apXHBHOE 1€10. TepMUHBI H ONPeIeIeHHA»:

1) COBOKYMHOCT BCEX OIEMEHTOB [OKYMEHTA, DACIONOKEHHBIX B  OIpedeleHHOM
II0CJIEIOBATENLHOCTH.

2) COBOKYNHOCTh  PEKBH3HUTOB  [OKYMEHT4, DACIONOXKEHHBIX B  YCTAHOBJICHHOM
[I0CTIETOBATENbHOCTH

3) 4acThb IOKYMEHTa, 3aBEPEHHAsS B yCTAHOBJIEHHOM IIOPSIKE

4) obpasen NOKyMEHTa, IPECTaBICHHBIN B TOKAIbHOM aKTe YUPEXIEH!s (OpraHH3alHH)

13. Konus 4yacTu J0KyMeHTa, 3aBepeHHAasi B yCTAHOBJIEHHOM MOPSIIKE:
1) Brmmucka u3 mokymeHnra;

2) HyOnukat moKyMeHTa,

3) UepHoBHK;

4) JlyOmeTHBIN TOKYMEHT.

14. Bbi0epuTe B3 NpeACTaBJICHHOTO EPEYHs METO KIACCH(PHKANNHN 00beKTOB:
1) dacTHBIA METOL

2) uepapxwyecKuit MeTos

3) oOmerocynapcTBeHHBIH METOS

4) wucxonHbBIH METOJ

1S. Hsyvenne AOKYMEHTOB HA OCHOBAHHH KPHTEpPHEB HX IEHHOCTH IJIsI ONpeaeTeHHs
CPOKOB XpaHEHHS:

1) IloaroroBka mesn K XpaHEHHIO;,

2) KommiekToBaHUE JOKYMEHTATLHOTO (POHIA OPraHU3allHH;

3) AymuT IOKyMEHTAIMH [PEIIPUITHUSL;

4) DOxcneprTH3a IEHHOCTH JOKYMEHTOB.



16.  IIpaBoBoii aKT, mpUHMMAaEMbIil KoJLIerHeli MHHHCTepPCTBA HIIH BEIOMCTRA, HAYYHBIM
COBETOM, 00IIHM COOpaHHeM, COBETOM JHPEKTOPOB, HA3bIBAETCH:

1) mocraHoBIEHHEM;

2) pelieHueM;

3) pacmopsxeHHEM;

4) yxazaHueMm;

17. CBoHCTBO IIEKTPOHHOIO JOKYMEHTA, P KOTOPOM cOJep:KaHHe 3JIEKTPOHHOTO
AOKYMEHTA SIBJIsIeTC MOJHBIM H TOYHBIM IMpeJCTaBJEHHEM IMOATBEPKIAEMBbIX
omepaumii, KesITeTbHOCTH HWIH (AKTOB H KOTOPOMY MOKHO J0BEPATH B MOCHeIyIOMUX
onepanusx HIH B IOc/IeyIomeil 1esTeTLHOCTH:

1) JloCTOBEpPHOCTH 3MEKTPOHHOIO JOKYMEHTA,

2) AyYTEeHTHYHOCTb 3NEKTPOHHOIO JOKYMEHTA;

3) LenocTHOCTH 37€KTPOHHOIO JOKYMEHTA;

4) IlpuromHOCTH NS HCIIONB30BAHMS SJIEKTPOHHOIO JOKYMEHTA.

18.  BHemnee coraacoBanue 10KyMeHTa odopm.asieTcs:
1) Bu3oii;

2) rpudom;

3) medyatsio;

4) 1mrrammowm;

19. JIuer Gymaru uiM 31eKTPOHHbIH MA0I0H ¢ PeKBH3UTAMH, HAEHTH(HIHUPYIOIHMH
aBTOpPa 0UIMAIBLHOTO JOKYMEHTA:

1) ®opmystp ToKyMeHTa;

2) YuudunupoBaHHas popMma JOKYMEHTa,

3) Tpadaper;

4) buank moxymeHTa.

20. Kakwne Tpu BHIa 0JIAaHKOB YCTAHOBJICHbI /s OPraHHM3AlMH, €€ CTPYKTYPHOro
mojapaseJIeHus U J0/LKHOCTHOIO JIHIa?

1) oOmwuii 6i1aHK, ONaHK MECHMa, GITaHK KOHKPETHOTO BHJA JOKYMEHTA,

2) OmnaHK BHYTPEHHHH, BHENTHHH U 1 (PaKCOB;

3) OnaHK IS pacIOpSITUTENBHBIX TOKYMEHTOR, JUIS THCEM U JJIS CIIPABOK;

4) oOmwmit O1aHK ¥ OJaHK MHCHMA;

21. KnaccndpuxanuoHHoe NoHsiTHe, 0G03HAYAIOMIEe MPHHALIEKHOCTh HOKYMEHTa K
OnpeJe/IeHHOH TIpymie TOKYMEHTOB M0 MPH3HAKY OGUIHOCTH (YHKIHMOHAJbLHOIO
HA3HAYEHHSI:

1) VYaudumupoBanHas Gpopma J0OKyMEHTA;

2) Bun noxymenra;

3) CoBOKYITHOCTB JOKYMEHTOB;

4) Tabems GopM TOKYMEHTOB.

22. Ilepevenn ycTaHOB/ICHHBIX K IPHMEHEHUI0 yHH(DHIUPOBAHHBIX (JOPM JOKYMEHTOB:



1)
2)
3)
4)

1) Anp6om yHEbuUIHPOBAHHBIX OPM JOKYMEHTOB;

2) TI'paduk 10KyMEHTOOOOPOTa YHHGUIHPOBAHHBIX (POPM JOKYMEHTOB;
3) ChuCOK TUIOBBIX YIIPABICHYECKHUX TOKYMEHTOB OPraHU3AINHY;

4) Tabenb yHUPUIUPOBAHHEIX (OPM JOKYMEHTOB.

23. Kakoil M3 mNepevHCIIeHHBIX HHKe DEKBH3HTOB /[OKYMEHTa He IpelycMOTpeH
ACHCTBYIOLIHM TIOCYIAPCTBEHHBIM CTAHIAPTOM, YCTAHAB/IHBAIOIIMM TpPeGOBAHHS K
odopmiIeHHI0 OPraHH3aLHOHHO-PACHIOPSIUTENbHOH JOKYMEeHTALMH:

1) OtmeTka 0 3aBepeHUH KOIUH;

2) OtMeTKa 0 HAJTMYMH [IPUATOKEHHS;

3) OtMeTKa 00 O3HAKOMJIEHUH C JOKYMEHTOM HUCIIOIHHUTEIS;

4) OtMeTKa 0 IOCTYIUICHHH TOKYMEHTA B OPraHU3aIHIO.

24. Kakodl M3 mepeYHMCICHHBIX HH)Ke pPEKBH3HTOB [OKYMEHTa MpeXyCMOTPeH
ACHCTBYIOIMM TOCYAapCTBEHHBIM CTAHIAPTOM, YCTAHABJIHBAIOMIHM TpPeGOBAHUS K
odopmiIeHHI0 OPraHH3aLIHOHHO-PACHIOPAIUTENbHOMH JOKyMEeHTAINH:

1) I'pud orparmyeHus K0cTymna K JOKyMEHTY;

2) Itpux-xom: DJOKyMEHTa,;

3) T'pud o rocynapcTBeHHO# perucTpaliu JOKYMEHTA;

4) OrMeTka 0 KOTHYECTBE 3K3EMILISIPOB JJOKYMEHTA.

25. 3amepeHme [OKyMeHTa COOCTBEHHOPYYHOH MOJMHCHI0 [XOJIKHOCTHOIO WJIH
¢u3HIecKoro JUIA M0 yCTAHOB/IEHHOH (opme:

1) CornacoBanue qOKyMeHTa;

2) loamwucanue MOKyMeHTa;

3) VYnmocroBepeHHe JOKYMEHTA,

4) VYTBepxkaeHue JOKyMEHTa.

26. Wndopmanus B 3JeKTPOHHOI (hopMe, NPHCOEANHEHHASI K JIEKTPOHHOMY JOKYMEHTY
HIH HHBIM 00pa3’oM CBA3aHHASI ¢ HHM H NO3BOJSIOMAS HIEHTHGHIHPOBATH JIHIIO,
noAnucaBIee 31eKTPOHHBIH TOKYMEHT:

Cucrema 3JIeKTPOHHOTO TIOKYMEHTOO00POTA;

ABTOp 3IEKTPOHHOTO TOKYMEHTA;

Pezomrorust pykoBoguTEIs;

ONeKTpOHHAS MMOJIIUCE.

27. Kaxkoii ¢enepanbHblii 3aK0H yCTAHABJIMBAET HOPMbI M TPeOOBAHHS, 3aIMHINAIIIHE
J00y10 HH(POPMALHIO, OTHOCAIIYIOCH K (PU3HYECKHM JTHIIAM:

1) @enepanbuerii 3akon ot 27.07.2004r. No 79-03 «O rocynapcTBeHHOM IpakIaHCKO# Ciiyxbe
Poccutickoit @enepariuny;

2) ®enepanbHbli 3aK0H 0T 27.07.2006r. No 152-®3 «O HepcoHANBHBIX JaHHBIXY;

3) ®enepanbubli 3aK0H 0T 29.07.2004r. Ne 98-®3 «O koMMepdecKoii TaiiHey;

4) @enepanbHbli 3aK0H 0T 21.07.1993r. Ne 5485-1 «O rocynapcTBEHHOI TaifHe.

28. Kaxkoii u3 mepe4yHc/ieHHBIX HH)Ke PEKBH3HTOB He MPHAAET T0KYMEHTY IOPHAHYECKYIO
cuny?

1) [ara noxymenra;

2) PerucrpaiioHHBIA HOMEp TOKYMEHTA;

3) T'epb (Tocymapctremmniit rep6 P® / repb cybrexra P® / rep6 MyHHLHNMIEHOTO

ARNanAnaTTIra).



4) HarmeHOBaHIe OpraHU3aI|y - aBTOpa JOKYMEHTA.

29. Kaxoii u3 mepe4nc/eHHbIX HH/Ke PEKBH3HTOB HCIIOIb3YEeTCH TOJIbKO IIPH OTBETax
OPraHM3alliH HA NOCTYNHMBINHE MHCbMA-3anpochl?

1) OtMerka o KOHTpOIIE;

2) OrtmeTka 0 TIOCTYIUIEHHH JOKYMEHTA;

3) HammeHoBaHME JODKHOCTH JIHIIA - ABTOPA JOKYMEHTA;

4) Ccpuika Ha PETHCTPAIOHHBIA HOMED H [IaTy TIOCTYIHBIIEr0 JOKYMEHTA.

30. Kakoii peKBH3HT cOJePKHT MOpyUeHHe (YKa3aHHe) pPyKOBOJHTEIs 10 HCIOJTHEHHIO
JOKyMeHTa?

1) Pe3omromus;

2) OrtMeTKa 00 UCIIOJIHUTENE;

3) Otmetka 0 KOHTpPOIIE;

4) T pu¢ cormacoBaHus JOKYMEHTA.

31. Kaxoii u3 mepednc/ieHHbIX HIDKe PEKBH3UTOB He 0THOCHTCSH K PEKBH3HTAM 6aHKa?
1) CmpaBounbie qaHHbIe 06 OpraHU3AINY;

2) Iloamuce;

3) DOwmbnema opraHH3aIuu;

4) Mecro cocTaBneHHs (U30aHUs) TOKYMEHTA.

32. VecrpoiicTBo, HCHOIb3yeMoe /Jsl 3aBepeHHs MOJJIHHHOCTH MOANMCH J0JKHOCTHOTO
JIHIA MOCPeCTBOM HAHECEHMSI ero OTTHCKA HA JOKYMEHT:

1) ®akcummie;

2) Ileuats;

3) Ulramm;

4) ToBapHbIif 3HaAK.

33. /lpuiKeHne JOKYMEHTOB B OPraHH3ALMH ¢ MOMEHTA HX CO3IAHHS HJIH IOJYYeHHs /10
3aBepIICHHS HCIOJHEHHS HIH OTIPABKHM:

1) MapmpyTHO-TeXHOIOrHYeCKas KapTa;

2) IlepBuuHas 06paboTKa JOKYMEHTOB;

3) IOKYMEHTOIIOTOK;

4) mOKyMEHTOOGOpPOT.

34. YxakuTe HOPMATHBHBIH AKT, HA 0CHOBE KOTOPOT0 B HOMEHK/IATYPY A€/ OPraHH3a UK
BHOCSITCSI CDOKH XPaHeHHUsI IOKYMEHTOB H JeJ:

1) TumoBo# pernaMeHT B3aMMOMCHCTBHS (elEPATLHBIX OPTraHOB HCIIOIHHTENBHOM BJIACTH,
YTBEPXKICHHBIN mocTaHosaeHreM IIpaBurensctea PO ot 19.01.2005r. Ne 30;

2) IlepedeHb THIOBBIX YNPABICHYCCKUX APXMBHBIX JOKYMEHTOB, 0ODa3yIOLMXCS B Iporiecce
ACSTEIIBHOCTH TOCYIapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYIPABJIEHHs H OPTaHU3aIHA,
C YKa3aHHEeM CPOKOB XPaHEHHUsI, yTBEPXKACHHEIN IpuKkazoM Pocapxusa ot 20.12.2019r. Ne 236;
3) Ilpasuna nenompomsBoicTBa B (eepalbHBIX OpraHaX MCIOJNHUTENBHON — BIACTH,
YTBEPKJCHHBIE TocTaHoBIeHHEM [IpaBurensctBa P® ot 15.06.2009r. Ne 477;

4) TocynmapcTBeHHas CHCTeMa JOKYMEHTAIL[MOHHOTO OOECHeYeHHs ynpasieHus. OmoOGpeHo
xonnerueit I maBapxusa CCCP 27.04.1988r. I1pukas ['masapxusa CCCP ot 25.05.1988r. Ne 33;

35. loxymeHT, comep:kamMii CBeJeHHS 0 KOJHYeCTBE JHCTOB Jeja, buznueckom
COCTOSIHUM IOKYMEHTOB M 0CO0EHHOCTSX (hopMHUPOBAHNS AeJIa:



36. Kak maspiBaeTcsi ropHanvecKoe Win (U3HYECKOe JHMIO, B MpoLecce JesTeJbHOCTH
KOTOpOro odpasyercsi JOKyMeHTAJbHbIH (hon?

1) Cnyx6a nemonponu3BoICTBa;

2) JoxymeHTOBEL;

3) AsTop;

4) ®oHmo00pa3oBaTeb.

37. CoBOKYNHOCTH NPOTHBOIOXKAPHBIX U OXPAHHBIX Mep, TEMIIEPATYPHO-BJIAKHOCTHbIX,
CAHMTAPHO-THTHEHUYECKHX H CBETOBLIX YCJIOBHIi, C03/1aBaeMbIX B APXHBOXPAHHIHIIAX 151
of0ecrevyeHus COXPAHHOCTH JOKYMEHTOR H KOHTPO.Ib 32 HX BBLINOJTHEHHeM ?

1) Pexum XpaHeHHS apXUBHEIX JOKYMEHTOB;

2) CrpaxoBoii (OH/ apXUBHBIX JOKYMEHTOB;

3) KoHcepsamus apXHUBHBIX JOKYMEHTOB;

4) VYnopsnodeHue apXHUBHBIX JOKYMEHTOB.

38. MaiiTe onpeneneHne NOHATHIO «KOMILUIEKTOBAHHE APXHBA»:

1) VYcranosieHne cOOTBETCTBHS (HDU3UUECKOrO HATMYHS CAUHUIl XPAHEHHUS 3AIIHCIM B YUETHEIX
JNOKYMEHTAaX apXHBa;

2) Ilpuém Ha MOCTOSHHOE XpaHEHHE OTAENIbHBIX BHUIOB JOKYMEHTOB OPTaHH3AllMil HIH BCEX
LICHHBIX JOKYMEHTOB ps/ia OpraHU3aKi U3 YHCIIa OJHOPOJHEIX;

3) CucremaTuyecKoe IIONOIHEHHE apXUBa JOKyMEHTAMH B COOTBETCTBHH C €ro mpoduiieM;

4) Komrmurexc paboT o hopMHPOBAHHIO apXHBHBIX JOKYMEHTOB B €IHHHMIBI XPAaHEHHs (1e71a),
VX OITMCAHUIO ¥ OOPMIIEHHUIO B COOTBETCTBUH C JEHCTBYIOIMMH ITPABHIAMH.

39. [lokymeHT, cocTaBjeHHbIii Ha 0JaHKe apXuBa, HMEIONHH OPHINYECKYI0 CHIY H
COAEPIKAMMIA IOKYMEHTHYI0 HH(OPMALIMIO 0 IpeIMeTe 3ampoca, ¢ YKasaHHeM apXHBHBIX
mUpPOB U HOMEPOB JIHCTOB eJHHHUII XPAHEHHS TeX APXUBHBIX JOKYMEHTOB, HA OCHOBAHUH
KOTOPBIX OH COCTABJIEH:

1) ApxuBHas BBINKCKA,;

2) ApxuBHas CIIpaBKa;

3) ApXHUBHAas OIHUCE;

4) ApxuBHas KOTHSL.

40. Kakoe H3 mepeYHcAeHHBIX HHKE NOHATHI He OTHOCHTCSI K CHCTeMe HAYYHO-
CIPpaBOYHOI'0 anmapaTra apxusa?

1) Omuce nmen, T0KyMEHTOB;

2) ApXUBHBIN IyTEBOUTEIND;

3) ApXUBHBIH KaTajor;

4) IlpaBuna paGoTHI MOJIB30BATENEH B ADXUBE.

YACTbD 2

1. BeiGepure Heobs3aTeIbHbIE PEKBH3HTBI 15l 0opMIIeHHS §0IbLMIHHCTBA JOKYMEHTOB:
1) nara moxymeHTa;
2) PperucTpaIMOHHbIN HOMEP JOKYMEHTA;



3)
4)
5)
6)

7

MECTO COCTaBJIEHUS (U3TAHMS) TOKYMEHTA,;

rpud orpaHHUYEHHS TOCTYIA K JOKYMEHTY;

CCBLIKA Ha PETMCTPALMOHHBIA HOMED | ATy MOCTYMHBIIEr0 JOKYMEHTA;
azmpecar;

IpU(} yTBEPKICHHS JOKYMEHTA.

OTtBeT

2.
1y
2)
3)
4)
5)
6)
7)
8)

Bri0epuTe 00s13aTe/IbHbIe pEeKBH3UTHI 151 0(popMJIeH S 00JIbIMMHCTBA JOKYMEHTOB:
sM0OIeMa;

TOBapHBIA 3HaK (3HAK OOCTYKHUBaHHUS);

KOJ ()OPMBI JOKYMEHTa;

HAaMEHOBAaHME OPraHU3aIliH - aBTOpa TOKYMEHTa;

HAaHMEHOBAHME CTPYKTYPHOTO MOAPA3/IeIeHHs - aBTOpa TOKYMEHTA;

HaUMEHOBAHKE JOJDKHOCTH JIUIIA - aBTOpa TOKYMEHTa;

CIIpaBOYHbIE TaHHbIE 00 OpraHU3aIuH;

HAaUMEHOBAHUE BUJIA IOKYMEHTA.

OTtBer

3.

M3 nepeumcieHHBIX HICKe QYHKUOMI COy:KO0bI JOKYMEHTAIHOHHOIO o0ecmedeHust

ylpaBJ/ieHHs BbIO€PHTE TOJIBKO MeTOAHYeCKHE (Y HKI[HH:

1)

JAOKYMEHTOB H [JOPYTruX JIOKaJbHBIX aKTOB,

PaspaboTka HOMEHKNIATypBl [€Jl, MHCTPYKIHH TII0 JeJONpPOU3BOJACTBY, Tabels (GopMm
3aKpEIUIIOIIUX CHCTEMY JAEIOTPOU3BOICTBA

Opranu3aliyu,

2)
3)
4)
5)
6)
7
8)

OpraHu3anus CBOCBPEMEHHOTO PACCMOTPEHHUS IOKYMEHTOB PYKOBOICTBOM;
Opranu3anus XpaHeHus! TOKYMEHTOB B CTPYKTYPHBIX HOApPa3aeICHHSIX;

Opranuzanus pabo4rux MeCT pabOTHHKOB JEIONPOU3BOICTBEHHOMN CITyKOBI;
IIpoBenenue SKCIEPTU3BI HAYYHOM U IPAaKTHYECKOM IIEHHOCTH JOKYMEHTOB; -

KoHTpouns 3a cpokamu HCIIOTHEHHS JOKYMEHTOB;

Benenune cnpaBouno-uH(GOPMAIIMOHHOH PabOTHI IO JOKYMEHTAaM OpraHHU3allku;
IlpoBenieHne coBemlaHW W  KOHCYJBTHPOBAaHME IO BOIPOCAM, OTHOCSIIAMCS

KOMIIETCHITUSIM HCHOHpOHSBOHCTBeHHOﬁ CHY)KGBI;



OtBer

4. YcraHOoBHTE COOTBETCTBHE MKy MOHSTHIMH U ONpe/ieeHUsIMU. 3anumuTe HHQpPLI i
OykBbI BbIOPAHHBIX OTBETOB, COXPaHssi MOCJIeI0BATEJIbHOCTh MEPBOI0 CTOJOHMKA Ge3
npobesioB U APYrux cuMBoJI0B. OTBET MOKET BBITVIAAETH, Hanpumep: 1B2I'3B4A.

[lonaTus Omnpenenenus

1) nenonpoussonacteo |A) JeATENBHOCTE, 00€CIEUNBAIOINAS OPTaHU3AINIO XPAHEHNS,
KOMILJICKTOBAHKSI, yUETa U MCIIOJIb30BAHUS apXUBHBIX JIOKYMEHTOB.

2) yIpaBiIeHHe b) Opranusarus UM CTpyKTYpHOE MoApasaeieHie OpraHH3allyH,
OCYIICCTBJLIIOIIEE KOMIIJIEKTOBAHUE, YUET, XpPAaHECHHE U MCIIOJIb30BaHHE
APXHMBHBIX JOKYMEHTOB.

JAOKyMEHTaMH

3) apXUBHOE 1eN0 B) JlearenbHocTh, 0OecHednBarolas J0KyMEHTUPOBAHHE,

I[OK}/MCHTOO60pOT, OIICpaTHUBHOC XpaHCHHUE U UCIIOJIb30BAHUE

TTOKYMEHTOB.
4) crrysx6a I') CrpykTypHOe noapaseneHue, Ha KOTOPOE BO3JI0KEHHI (PyHKIIUHM 110
nesonponssosicTea [BEACHHUIO NETOMPOU3BO/ICTBA, & TAK)KE LA, OTBETCTBEHHBIE 32 BEJECHHUE
IEJIONPOM3BOJICTBA B IPYTUX NOApa3eIeHUSIX OpPraHu3aiui.
S) apxuB /1) JesTenpHOCTh, o0ecrieynBaronias peaan3alyio eIUHON MMOJUTHKH U

CTaHIapTOB II0 OTHOLIEHHUIO K JOKyMEHTAIbHOMY (OHIIYy OpraHHU3aI[iH.

OTtBer



OTBeTnl Ha 3alaHHUs JEMOHCTPAIIHOHHOIO BapHaHTA
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Cnucok pekoMeH/yeMOil JIMTepaTyphbl

1. Kysuenos . H. [lenonponssosctso: yue6Ho-cpaBogHoe mocobue / M. H.
Kysnenos. - 9-e u3n., nepepab. — Mocksa: Jlamkos u K, 2020. — 405 c. - ISBN

978-5-394-03881-5. - Texcr: o1eKTpoHHEBIN. - URL:
https://znanium.com/catalog/product/1093496.
2. brikoBa T. A. JlokymMeHTannoHHoe obecrieueHue yIIpaBJICHUS

(menonponsBozcTBO): yueGHoe mocobue / T.A. Beikopa, T.B. Kysuerosa, JLB.
Canxuna; oz o6m. pex. T.B. Kysuenosoit. — 2-e u3s., mepepa6. u gon. — Mocksa:
MH®OPA-M, 2021. — 304 c. + Jlon. MaTepuaisl [DieKTpOHHEIH pecypc].



- (Cpenuee mpodeccronansHoe obpasosanue). - ISBN 978-5-16-013913-5. -
Texct: anmexkrponnsiit. - URL: https:/znanium.com/catalog/product/1141796.

3. Memonpoussogctso: yuebuuk / T.A. Beikosa, JLM. Bsnosa, 10.M, Kykapuna,
JL.B. Cankuna; mon o6um. pex. noi. T.A. BeikoBoil. — 4-€ u3a., nepepab. U D0I. —
Mocksa: UHOPA-M, 2021. — 393 c. + [lon. MaTepuansl [D1eKTpoHHEIH pecype].

- ISBN 978-5-16-014992-9. -  Tekcr: aneKkTpoHHeri. -  URL:
https://znanium. com/catalog/product/1014190.

4. IMamacenko 1O. A. Jlenompou3sBOACTBO: [JOKYMEHTAI[MOHHOE ObecreyeHue
ynpasnenus: Y4yebnoe nocobue / [Tanacenko FO.A., - 3-e uzn. - Mocksa: PUOP,
HUHDPA-M, 2016. - 112 c. - ISBN 978-5-369-01054-9. - TekcT: 3TeKTPOHHBIIA. -
URL: https:/znanium.com/catalog/product/342773.

5. Iomos C. JI. [lenonpou3BoACTBO U ceKpeTapckas paboTa Ha IepCOHAIBHOM
KoMmbroTepe: YueOnoe nocodue / [Tonos C.JI. - Mocksa: COJIOH-IIp., 2013. - 424
c. ISBN 978-5-91359-109-8. - Tekcr: snexTpoHHbI. -  URL:
https://znanium. com/catalog/product/882804.

6. Pribaxos, A. E. OcHoBbl nenonponssoctsa / Peioakos A.E., - 3-e u3. - MuHCK:
PUIIO, 2016. - 319 c.: ISBN 978-985-503-606-8. - TeKcT: 3IeKTPOHHBIA.

- URL: https://znanium.com/catalog/product/947745.

7. Tenvuapos A. Jl. ApxuBosenenue: yuebroe nocodue / A. JI. Tenpuapos. — 2-¢
u3. — Mocksa: M3naTenbcko-ToproBas kopropanus «Jlamkos 1 K°», 2020. - 184
C.- ISBN 978-5-394-03033-8. - Tekcr: DIIEKTPOHHBIN. - URL:
https://znanium. com/catalog/product/1091155.

8. Kabamos C. IO. Ienonpou3BOACTBO 1 apXUBHOE JI€JI0 B TEPMUHAX U
omnpezeneHusx: Yuebnoe nocobue / Kadamor C.1O., Acpanmusposa U.I'., - 2-e
u3n., crep. - Mocksa: ®nunra, Hayka, 2012. - 294 c.: ISBN 978-5-9765-0784-5. -
URL: https:// znanium .com/catalog/ product/983089.

Cnucox rocyapCTBEHHbIX CTAHAAPTOB

1. "T'OCT P 7.0.97-2016. HauuoHansHbIi cTanmapt Poccuiickoit Menepaly.
Cucrema cTangapToB no “HGOpMaNUK, GUOIMOTEYHOMY M H3ATEIBCKOMY
Aeny. OpraHu3allMOHHO-PACTIOPSIUTENbHAs JOKyMeHTalus. TpeGoBanus K
oopmiennto 1okyMeHToB" (yTB. [Tpukasom Poccranmapra ot 08.12.2016 N
2004-cT) (pen. ot 14.05.2018)

2. "TOCT P 7.0.8-2013. HaumoHaabHbBIH crangapT Poccutickoit ®enepanmm.
Cucrema cTanIapToB 0 HHGOPMAIUH, OHOIHOTEIHOMY U M3ATEThCKOMY
neiy. Jlenonpor3BoACTBO U apXUBHOE 1eN0. TepMUHEI 1 ONpeaeneHus"
(ytB. Ilpuxazom Poccranmapra ot 17.10.2013 N 1185-cT)



