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1. TACIIOPT KOMIUIEKTA KOHTPOJIbBHO-OHEHOYHBIX CPEACTB

1.1. O6sacTh NpUMEHEeHNsI KOHTPOJIbHO-OLIEHOYHBIX CPECTB

KOMIIIEKT KOHTPOJIBbHO-OLIEHOYHBIX CpPEACTB INpEeJHA3HA4eH JJs IPOBEPKU PpE3ysIbTaTOB

ocBoeHUsl TpodeccuoHampbHoro Monayns (manee ITM)

00pa3oBaTeNbHONW MPOTPAMMBI CPEIHETO

npo¢eCCHOHATBLHOT0 00pa30BaHMsI- IPOTPaMMBbI IIOATOTOBKH CIIELUAINCTOB CPEHETO 3BeHA (1ajee-

TITICC3)

no crnenuanbHocTH 40.02.03 IIpaBo U cynedHoe agMUHHCTPUPOBaHUe (0a30BOM

MOATOTOBKH) B YaCTH OBJIaJICHUS BUIOM TpodeccuoHanbHOU nestensbHocTH (BIT/): ApxuBHoe 1ej10

B CVI€.

KOC pazpaboranpl ais 04HO-3a09HOM (POpPMBI 0O0yUYEHHS, UCKIIOUYUTEIHLHO C NMPUMEHEHHEM
AJIEMEHTOB JMCTAHIIMOHHBIX 00pa30BAaTENbHBIX TEXHOJIOTHH M 3JEKTPOHHOTO o0O0ydeHus. [lpu
KOHTPOJIE Pe3yJIbTaTOB OOYYECHUS WHBAIHMIIOB U JIUI C OTPAHUYCHHBIMHA BO3MOXHOCTSIMH 3JI0OPOBbS
JUCTAHIIMOHHBIC O6p&30BaTe.HBHBIC TCXHOJIOTHUU W JBJICKTPOHHOC OGy‘ICHI/Ie npeayCcMaTpuBarOT
BO3MOXHOCTH NpHEMa-Tiepeiadl HH(POPMAIUK B JOCTYIHBIX Il HUX (POpMax.

Kommiekr KOHTPOJIbHO-OLICHOYHBIX CPEACTB MO3BOJHAECT OICHUBATD:

1.1.1. OcBoenne npodeccuonanbubix komnerenuuii (IIK), coorBercTByomux Buay
npo¢ecCuOHATBHOM 1esiITeJIbHOCTH, U 00X KomnereHuui (OK):

IIpodeccnoHanbHbIE U 00ITHE
KOMIIeTEHIIN U

(I)OprI U METOAbI KOHTPOJIA U OLICHKH

IK 1.4
ObecneunBath paboOTy apXxuBa cyaa

- 3aLIUThI IPAKTUYECKUX 3aHITUH;
- KoMIuteKcHbIH 3k3ameH o MJIK 02.01 «ApxuBHOE A€N0 B cyAe» U
M/IK 02.02 «Opranuzarus paboTsl apXuBa B CyAe»

- JK3aMCH II0 BCEMY HpO(l)eCCI/IOHaJ'IBHOMy MOAYJII0 II0CJIC
IMPOXOXKACHUA HpOPIBBOI[CTBCHHOfI MMPAaKTUKN

1.1.2. IlpuoGperenue B X01e OCBOEHHsI MPO(eCCHOHATBHOT0 MOIYJIsI IPAKTHYECKOT0 ONbITA

HNmeTs npakTHYecKUii ONBIT

Buapl padoT Ha y4eOHOIi 1/ WM POU3BOACTBEHHOM
NpaKkTHKe U TPeOoBaHMs K
UX BbINOJHEHHIO

B pesynbrare wm3ydeHuss npodeccHOHATEHOTO

MOJTYJISI o0yJaromTHiics JIOJDKEH UMETh
MPAKTHYECKUH OTIBIT:

I1O.1 opranmzanuu paboThI ¢ JOKYMEHTAMH;

I10.2 KOMIUTEKTOBaHUIO CYINCOHBIX M€ W HapsIoB
JUTSI IOCTOSTHHOT'O XPaHCHHUS;

[10.3 opranmuzanmu XpaHeHHUS apXUBHBIX

JOKYMCHTOB

yMeTh:

MOATOTaBINBATh  Cy/ICcOHBIC
MaTepHabl IS CIaYul B apXUB;
OCYIIECTBJIATh IMOJHOE OodopMiieHHE Aen (IIOAIIUBKY
WIM TEpeIuieT Aejia, U3bATHE U3 Jeja METAJUIMYSCKUX
CKPEIOK U CKOOOK, HyMEPAIIMIO JIMCTOB ¥ 3aIOTHEHUE
JIACTA3aBEPUTETISN);

COCTaBJISTh BHYTPEHHIOIO OIMKChH JOKYMCHTOB;

BHOCUTh HEOOXOJHMMBIC YTOYHEHUS B PEKBU3UTHI
OOJIOXKKH JIeNa;

oOpMIIATH pPE3yJabTaThl CHa4YM Jed Ha apXHBHOE
XpaHeHHUe, COOMI0AaTh OXPAaHHBIA PEKUM MOMEIICHUN
XPaHWIHI, BBIIOJHATH IOPSJAOK  HCIIOJNBb30BAHUS
JIOKYMEHTOB apXuBa Cy/a;

nena  (Hapsaawl) |




OpraHu30BaTh TOPAIOK OTOOpa JTOKYMEHTOB
oopmiteHUs UX HA YHUUTOXKEHUE;

3HATh:

MOpSIIOK  OTOOpa Ha XpaHeHWE B apXuB CYJOB
JOKYMEHTOB, WX  KOMIUIEKTOBaHHUS,  ydeTa
WCTIONIb30BAHIS;

nepedeHb JOKYMEHTOB CYIOB C YKa3aHHWEM CpPOKOB
XpaHeHus;
HOPMAaTUBHBIE  YCIIOBUSL ~ XpAaHGHUS  apXUBHBIX
JIOKYMEHTOB; TOJIOXKEHHS O MOCTOSHHO ACHCTBYIOIIEH
9KCIIEPTHON KOMUCCHUH Cy/ia.

1.2. Cucrema KOHTPOJIA U OLleHKH 0cBOeHMsi mporpammbl ITM

1.2.1. ®opMbI NPOMEKYTOYHOM ATTECTALIMM NIPH OCBOCHNH NPO(eCcCHOHATBHOI0 MOAYJIA:

DJIeMeHTbI MOAYJIf ®opMBI IPOMEKYTOUYHON aTTeCTALMHA

MK 02.01 «<KApxuBHOe [1eJ10 B Cy1e»
M/IK 02.02 «Opranusanusi paéoTbl apxXuBa B cyae»

KoMiuiekcHEBIN DK3aMeH

I111.02.01 IIpou3BoacTBeHHASI MPAKTHKA JuddepeHnrpoBanHbIii 3a4eT

Moayas IIM.02 «<ApxuBHOeE J1€J10 B Cy/1e» IK3aMeH

1.2.2. Opranusanusi KOHTPOJIS M OLIeHKH 0CBOeHHs nporpammsl IIM

B nepuoz o6yuenus no o6pazoBatensHoi mporpamme CIIO ocymiecTBiasieTcs TEKYIMA KOHTPOJIb
YCIEBAEMOCTH CTYACHTOB, IPOMEKYTOYHAasi M HWTOroBas arTecTalys II0 BCEM JJIEMEHTaM
npoeCCHOHATBHOTO MOAYIS (MEKIUCUUIUIMHAPHBIM KypcaM M IMpakTHKaM), a TakXe B IEJIOM IO
MOJYJIIO.

Texkymmii KOHTpPOJIb OCYIIECTBIISETCS B Mpenesax y4eOHOro BpPEMEHH, OTBEJCHHOTO  Ha
MEXIUCITUTUTMHAPHBIA KypC, OLICHUBACTCS 110 MATHOATUTHHOM 1TKaje. TeKyIuit KOHTPOJIb MPOBOIUTCS
C LIeJIbI0 OOBEKTHBHOM OLIEHKH KaueCTBa OCBOCHMS IIPOTPAMMBI MEKIUCIUIUIMHAPHOTO Kypca, a TAaKKe
CTUMYJINPOBaHUS y4eOHOU JESATEIbHOCTH CTYJIEHTOB, IOATOTOBKU K NMPOMEXYTOYHOH aTTecTaluu U
o0ecrieyeHns MaKCUMaIbHOU 3(ppekTrBHOCTH yueOHOTO mpotecca. J{Jsl OlleHKH KayecTBa MOATOTOBKH
UCTIOJIB3YIOTCSL Pa3UUHbIe (POPMBI U METOABI KOHTPOJIS. TeKyIuil KOHTPOJIb MEXIUCIUILTMHAPHOTO
Kypca OcCyllecTBIsIeTcss B (popMe YCTHOrO ONpoCa; 3alllMThl NMPAaKTHUYECKUX 3alaHuil, pedepara,
TBOPYECKUX pabOT; BHIIOJHEHUS KOHTPOJIBHBIX M TECTOBBIX 33/IaHUH; PEIICHUS! CUTYallMOHHBIX 33734
U Ipyrux (popM KOHTPOJIS, IPELYCMOTPEHHBIX MPOrpaMMOi Mpo(ecCHOHATBHOIO MOAYJIS.

KoHTponb mpakTHUeCKO MOATOTOBKH OOYYAIOIIUXCS OCYIIECTBIISIETCS B paMKax TEKYILEro
KOHTPOJISI IIPU BBINOJIHEHUH MPAKTUYECKUX PA0OT MO MEXIUCUUIUIMHAPHBIM KypcaM, a TaKke NpHU
BBITNIOJIHEHUH 3a/1aHUi B XO/1€ TPOU3BOJICTBEHHOU MTPAKTHK.

ITpomMeKyTOUHBI KOHTPOJIb OCBOEHHS MHPO(PECCHOHATIBHOIO MOIYJS OCYIIECTBISAETCS INpHU
IIPOBEJECHUH ITPOMEXKYTOUHOM aTTECTALUU 10 MEKAUCLMILIMHAPHBIM KypcaM U ITpaKTUKaM, BXOAAIIUM
B IIpo(ecCHOHANBHBINA MOy Ib. [IpoMexyTouHast aTTecTalus IpOBOIUTCS B JOpMeE, TPESYCMOTPEHHOM
IUTAHOM Y4eOHOT0 MpolLecca: KOMIIEKCHOTO dK3aMeHa, AuddepeHInpoBaHHOTO 3a4eTa, SK3aMeHa 110
MOJYJIIO.

IIpenmerom ouenku ocBoenuss M/IK siBisitoTcst ymeHust 1 3HaHus. Ok3ameH no M/IK npoBoautcs
C YYETOM PE3yJIbTaTOB TEKYLIETO KOHTPOJIA.

[IpenmeToM OLICHKH MO MPOM3BOJICTBEHHOM MPAKTUKE SBISIETCS MPUOOPETEHHE MPAKTUYECKOTO
onbITa. KOHTpOIIB 1 OIICHKA 0 TPOU3BOACTBEHHON IIPAKTUKE MPOBOJUTCS HA OCHOBE XapaKTEPUCTUKU
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00y4aromIerocsi ¢ MecTa MPOXOXKIACHHS PAKTHKHU, COCTABICHHON U 3aBU3UPOBAHHON MIPEICTaBUTEIIEM
00pa3oBaTeNbHOTO YUYPESXKJICHUs] W OTBETCTBEHHBIM JIMIIOM OpraHm3anuu (0as3pl mpakThku). B
XapaKTePUCTHKE OTPAXKAIOTCS BHUIBI pa0OT, BBHIMOJIHEHHBIE O0YYaIONIMMCS BO BpeMsl MPAKTHKH, HX
00beM, KaueCTBO BBITIOJHEHUS B COOTBETCTBUHU C TEXHOJIOTHEH U (UJTH) TpeOOBAaHUSMHU OpTraHU3AIlNH, B
KOTOPOM MPOXO0IniIa MPaKTUKA.

HToroBelii KOHTPOJIH OCBOCHHS BUJIa TPOPECCHOHAITBHON NEATEILHOCTH APXHBHOE JIENIO B CYE
OCYILECTBIISIETCSA HA 3K3aMEHE M0 MOJIYJIIO. Y CJIOBHEM JOIyCKa K 3K3aMEHY SIBJISETCS MOJIOKUTEIbHAs
arrecranus no M/IK, mpon3BoiIcCTBEHHOMN MTPaKTHKE.

DK3aMeH M0 MOJYJIIO POBOJUTCS B BUJIE:

- BBITIOJTHEHUSI TPAKTHUYECKUX 3a/laHui, UMUTHUPYIOLTIX paboty Ha

MIPOM3BOJICTBEHHOM IPEANPHUATHH, COOTBETCTBYIOIIUM MPO(UITIO CHIEIUAIbHOCTH;

- 000011a101I1eT0 IK3aMeHa, COJIEPKAILEro BOIIPOCH TeOpeTHIecKoro xapakrepa u3 M/IK u

MPAKTUYECKHUX 3aJJaHUI CUTYaIllMOHHOTO XapaKkTepa Mo MPOo(UITI0 CEHaIbHOCTH.

VYCoBHEM TOJIOKUTENBHOW arTecTauuy (BUI NMPO(ecCHOHATBLHONW NeSTeTbHOCTH OCBOCH) Ha
9K3aMeHe SIBJISIETCS TOJIOKHUTENbHAS OLIEHKa OCBOCHHS BCEX NMPOQECCHOHANbHBIX KOMIIETEHIUMH IO
BCEM KOHTPOJUPYEMBIM TOKa3aTesisM. Ilpu oTpHIaTeThHOM 3aKIIOUYEHUH XOTs Obl MO OJHOU W3
npodeccuoHaNbHbIX KOMIIETEHIIUI TPUHUMAETCS pellieHne «BU TPodhecCHOHANBbHOM 1eITeIbHOCTH He
OCBOEHY.

Komnemxk peanusyer oOpa3oBaTenbHble POrpaMMbl C IPUMEHEHUEM 3JIEKTPOHHOTO 00yuYeHus,
JTUCTAHIIMOHHBIX 00Pa30BATEIbHBIX TEXHOJIOTHI B MPEAYCMOTPEHHBIX 3aKOHOAATEIhCTBOM (hopmax
00y4eHHUs UM TPU UX COYETaHUU, IPU NMPOBEICHUHN yUEeOHBIX 3aHATHH, MPAKTUK, TEKYIIETO KOHTPOIIS
yCIEBAaEMOCTH, IIPOMEKYTOYHOM, UTOTOBON aTTeCTAllUN 00yJatOIIUXCS.

®opmbl U Ipoleaypa TEKYIIEro KOHTPOJS U MPOMEXKYTOYHOM aTTeCTallud 3HAHUM CTYJIEHTOB
OTIpEeICIIAIOTCS JIOKAbHBIMU akTaMu Komemxka.

1.2.3. Onenka qocTukeHust 00y4al0MMHUCS JHYHOCTHBIX Pe3yJbTaToOB.

OrneHKa TUYHOCTHBIX PE3YJIBTATOB MPOBOIUTCS B pAMKaX KOHTPOJBHBIX U OIEHOYHBIX MTPOLIETYD,
MPEyCMOTPEHHBIX HACTOSIEH MPOrPAMMON.

KoMriekc mpuMepHBIX KpUTEPUEB OLEHKU JTHYHOCTHBIX PE3yJIbTATOB 00YYArOIIHXCS:

- JIEMOHCTpAIIM UHTEpeca K OyayIiei npodeccuu;

- OIICHKA COOCTBEHHOT'O TIPOABMKCHHUS, THYHOCTHOTO Pa3BUTHS;

- MOJIOKUTENbHAST JUHAMHMKA B OpraHu3alMd COOCTBEHHOM y4eOHOW IesITeNhHOCTH IO
pe3ybTaTaM CaMOOIICHKH, CAaMOaHAIIN3a U KOPPEKIINH €€ Pe3yIbTaTOB;

- OTBETCTBEHHOCTh 3@  pe3yJbTaT y4yeOHON  NeATEIbHOCTH M  MOATOTOBKH K
po(hecCHOHATLHOM IS TEIILHOCTH;

- MPOSIBIIEHUE BBICOKOMPOPECCHOHATBHON TPYIOBON aKTUBHOCTH;

- y4acTue B UCCIE0BATEIbCKOM 1 MPOSKTHON padoTe;

- ydacTue B KOHKypcax Npo(eCCHOHAIBbHOTO MacTepCTBa, OJMMIIMAAAxX Mo mpodeccuw,
BUKTOPHHAX, B MPEAMETHBIX HECIIAX;

- COOJIIO/ICHHE ATUYECKUX HOPM OOIIEHHUs] TPH B3aUMOACHCTBHU C OOYyYarONTUMUCH,
MpernoaaBaTeNs MU, MacTepaMH B PYKOBOTUTEIISIMU TTPAKTHKH;

- KOHCTPYKTHUBHOE B3aUMOJICHCTBUE B YUEOHOM KOJIJIEKTUBE;

- JIEMOHCTpAIIHSI HABBIKOB MEXIMIHOCTHOTO JISJIOBOTO OOIICHHUS, COIIMATLHOTO UMHUKA;

- TOTOBHOCTh K OOIIEHHIO U B3aUMOJICHCTBUIO C JIIOJABMH CaMOro pa3HOro cTaryca,
ATHUYECKOH, PEeTUTHO3HON MTPUHAIIICKHOCTH U B MHOTOOOPA3HBIX 00CTOSATEIHCTBAX;

- c(hOpMUPOBAHHOCTH TPAXKIAHCKOM MO3UIINY; YyYaCTHUE B BOJIOHTEPCKOM JIBUKEHUU;

- MPOSIBIICHUE MHUPOBO33PEHUECKHUX YCTAHOBOK Ha TOTOBHOCTh MOJIOJIBIX JIFO/ICH K paboTe Ha
osaro OrteyecTBa;

- MPOSIBIICHUE MPABOBOM aKTUBHOCTH U HABBIKOB IPABOMEPHOTO TOBEICHUS, YBAKCHHS K
3aKoHy;

- OTCyTCTBHE (DAKTOB TPOSBICHUS HJICOJIOTUN TEPpOpH3Ma M IKCTPEMH3Ma Cpelu
00yJaromuxcs;



- OTCYTCTBHE COIMAIBHBIX KOH(JIUKTOB Cpeau OOyYaroIIUXCs, OCHOBAaHHBIX Ha
MEKHAI[MOHAJIbHOW, MEKPEITUTHO3HOM MOYBE;

- y4acTHe B pealiu3aliy MPOCBETUTENBCKUX MPOTrpamMM, MOMCKOBBIX, apXEOJOTHUYECKHX,
BOEHHO-MCTOPHUYECKUX, KPACBETUECKUX OTPAIAX M MOJIOJICKHBIX O0hETMHEHUSX;

- JT0OPOBOTHUECKHE WHUITUATHBBI 10 MOAICPKKH HHBATUIOB U MIPECTAPEIbIX TPaXkKIaH;

- MIPOSIBJICHUE OSKOJIOTMYECKOW KYJIBTYpPbI, OEpPE)KHOTO OTHOIICHHS K POJHOU 3eMmIie,
IpUPOIHBIM OoraTtcTBaM Poccuu u mupa;

- JIEMOHCTpAILIMS YMEHUM W HaBBIKOB Pa3yMHOr0 MPHUPOJIONOIb30BaHUs, HETEPIHMOTO
OTHONIEHUS K AEHCTBUSM, IPUHOCSIIMM BpPEJ SKOJIOTHH;

- JEMOHCTpAIMsl HABBIKOB 3J0pPOBOTO 0O0pa3a KM3HU U BBICOKUW YPOBEHb KYJIBTYpPBI
3I0POBBST 00YJAIOIITUXCS;

- MPOSIBIICHUE KYJIbTYphl MOTpeOsiieHns WH(OpPMALUKA, YMEHUH W HABBIKOB IOJIb30BAHHS
KOMITPIOTEPHOM TEXHHUKOW, HABBIKOB OTOOpa M KPUTHYECKOTO aHajau3a HWHQPOPMAIMH, YMECHHS
OpPUEHTUPOBATHCS B UHGOPMAITMOHHOM IPOCTPAHCTRBE;

- y4acTHe B KOHKypcax MpoeCcCHOHAIBPHOTO MacTePCTBA M B KOMaHIHBIX ITPOCKTAX;

- IPOSIBIIEHUE SKOHOMUYECKON U (PUHAHCOBOH KyJIbTYphl, 3KOHOMUYECKON IPaMOTHOCTH, a
TaK)Ke COOCTBEHHOM aJEKBAaTHOW NO3WIMM 1[I0 OTHOIIEHHUIO K COLHAIBHO-3KOHOMUYECKON
e CTBUTEIILHOCTH.



2. 3AJAHUA JJIAA KOHTPOJISA U OHEHKHW OCBOEHMUSA ITPOI'PAMMBI
MNPO®ECCHUOHAJIBHOI'O MOAYJIA

3aganus 1 KOHTPOJISA M OIleHKH veBoeHuss nporpamMmvbl MJTK.02.01
APXHBHOE J1€JI0 B CVI€

BaI[aHl/lﬂ JJIA TCKYIICI0 KOHTPOJIA
Ha3na4yenue:

OneHouyHble MaTepuabl NpeaHa3HAYEHbI ISl KOHTPOJISI U OLIEHKHU Pe3yJbTaTOB OCBOEHUS TEMbI
«ApXUBHOE JIEN0 B CyAe»

®opma: TecT.

1K 1.4. O6ecnieunBaTh paboTy apxuBa CyJa.

YmMmenusn:
- TIOATOTaBJIMBATH CyACOHBIE JIefla U MaTEePHAIIbI JJIsI C/IaYd B apXUB;
- OCYIIECTBJIATH MOJTHOE 0(OPMIICHHUE JIEIT;
- COCTaBJISITh OIKCH JTOKYMEHTOB;
- co0iroaTh OXpaHHBIN PEKUM XPAHUIIHILL;
- OpraHU30BBIBATH MOPSATOK OTOOPA TOKYMEHTOB U OPOPMIICHHE UX HA YHUUTOKCHHE

3HaHusa:

- NepeUeHb JIOKYMEHTOB CY/IOB C YKa3aHUSMU CPOKOB XPaHEHHUS;

- HOPMATHBHBIC YCIIOBHUS XPaHCHHS apXUBHBIX JIOKYMEHTOB;

- HOpHI[OK 0T60pa ,Z[OKYMCHTOB Ha xpaHeHHe; 3aKOHBI 1 UHBIC HOpMaTI/IBHBIe AaKThI,
perIaMeHTHPYIOIINE apXUBHOE JIETIO B CY/IE.

Tect Bapuanr 1

1. ApxuB 3710:

a) TIOMEIIEHUE T/Ie XPaHATCs OyMmaru

0) yupexxJieHHe WIH CTPYKTYPHOE MOApa3AeICHIe OpTaHu3allii, OCYIIECTBIISIONINE
XpaHeHUe, KOMIUIEKTOBAaHHUE, YUET U MCIOJIb30BaHNE apXUBHBIX TOKYMEHTOB

B) MECTO /JI1 XpaHEHUS JOKYMEHTOB

2. ApXMBHBIN JOKYMEHT 3T0:

a) MaTepHaJIbHBI HOCUTENb ¢ 3a()MKCHPOBAHHON HAa HEM HH(pOpMaIHel, KOTOPBI UMEeT
PEKBHU3UTHI, TIO3BOJISAIONINE €T0 UICHTU(DUIIUPOBATH, U MOAJICKHUT XPAHEHUIO B CUITY 3HAYMMOCTHU
YKa3aHHBIX HOCHUTENS M HHPOpMAIINH [T TPaXKIaH, OOIIECTBA U TOCYAapCTBA

0) cTapblif TOKYMEHT

B) MHGOpMAIMOHHAS OyMara XpaHsIIascs B CIEIUAITBHOM TTOMEIICHUH

3. CocTaB 10KYMEHTOB B OPraHU3alMH 3aBUCHT OT:

a) o0beMa 1 XapakTepa B3auMOCBSI3€i B OpraHu3aluu

0) mopsaKa MPUHATHUS PEIICHHUH (€IMHOHAYAINE U KOJUIETHATBLHOCTH )

B) BCE, MEPEUHCIICHHOE paHee

4.  Yrto Takoe yHupuKaNUA JOKYMEHTOB:

a) YCTaHOBJICHUE €IMHOTO KOMIJIEKCA BUJIOB U PA3HOBUIHOCTEHN TOKYMEHTOB JUIsl aHAJIOTMYHBIX
YIpaBIE€HYECKUX CUTYallUi, pa3paboTKa equHBIX (OPM U MPaBUI UX COCTaBJICHUS, 0DOpMIICHHE U
co3manue TpadapeTHBIX TEKCTOB

0) ycTaHOBJIEHHE HE €IMHOTO KOMIUIEKCA BUJIOB M Pa3HOBUIHOCTEHN TOKYMEHTOB IS
AQHAJIOTMYHBIX YIIPABICHUECKUX CUTYAIlNi, pa3paboTka eUHbBIX (JOPM U TIPABUII UX COCTABIICHUS,
odopmiieHHE U co3/laHne TpadapeTHBIX TEKCTOB

B) YCTaHOBJICHHE €IMHOIO KOMILIEKCAa BUJOB M PAa3HOBUAHOCTEU OTUETOB ISl aHAJIOTMYHBIX
YIpaBIE€HYECKUX CUTYallU, pa3paboTKa equHBIX (OPM U MPaBUI UX COCTaBJICHUS, 0DOpMIICHHE U
co3manue TpadapeTHBIX TEKCTOB



5.  4Yro Takoe rogoBoii 00beM JOKYMEHTO000pOTA:

a) UCXOJHAs BEJIMYMHA JUJIS pacyeTa YHCIEHHOCTH HACEJIeHNUs, ONPEIeTICHUS CTETIEHU
3arpy>KeHHOCTH CTPYKTYPHBIX MOJPA3/ICICHNN 1 OTACIBHBIX JIIOJICH

0) cpeaCcTBO ompeeneHus MOTpeOHOCTEN B OpraHU3allMOHHON U BEIYUCIUTENILHOM TEXHUKE,
BbIOOpa Hanbosee 3P PEeKTUBHOIN CUCTEMBI PETUCTPAIIMHN JOKYMEHTOB M CIIPABOYHOTO anmapaTa B)
UCXOJHAas BeIMYMHA JIsl pacueTa YUCICHHOCTH COTPYIHUKOB citykO0bl JIOY, onpenenenus creneHn
3arpy>KeHHOCTH CTPYKTYPHBIX MTOJIpa3/IeICHUI 1 OTJICIbHBIX pAOOTHUKOB, CPEICTBO ONpPEACICHHUS
MOTPeOHOCTEN B OpraHNU3aIIMOHHON W BEIYHCIUTEILHON TEXHHUKE, BEIOOpa Hanboiee 3P hekTHBHOM
CUCTEMBbI PETHCTPAllU JOKYMEHTOB U CIIPABOYHOIO ammapara

6. YTo TaKoe JOKyMEHT0000pOT:

a) IBMKEHHE TOKYMEHTOB B OpPraHU3al[Mi ¢ MOMEHTA UX MOJIYYESHHS 10 3aBEpIICHUS
UCTIOJTHEHUS WJTH OTIIPaBKU B KOMUTET I10 JIeJIaM HECOBEPIIEHHOJIETHUX

0) ABMKEHME JJOKYMEHTOB B OPraHU3alluy ¢ MOMEHTA X CO3JaHMsI UJTU MOTY4YEeHHUS J10
3aBepILEHUS UCIIOTHEHUS WIN OTIPABKH

B) JOKyMEHT, HE TPEOYIOIINIT 0cOO0T0 BHUMAHUS

7.  Bpi0epuTe 0CHOBHBbIE ITANBI MOATOTOBKH U 0()OPMJICHHS BHYTPEHHUX JOKYMEHTOB B
ojpuce:

a) COCTaBJICHUE MPOEKTA M COTIACOBAHUE

0) mpoBepKa MPaBUILHOCTH OPOpMIICHUS

B) MOANUCAHHUE U PETUCTPALUS

I') BCE BapHaHTHI IPaBUJIbHBIE

8.  Yro BkiIOYAeT B ce0si perucTpanus J0KyMeHTa:

a) MPOCTaBJICHUE PETUCTPAIIIOHHOTO HOMEpa

0) mpocTaBJIeHHE OAThI

B) BCE€ BapUaHTHI IPaBUIIbHbBIE

9. CrnpaBo4yHasi KAPTOTEKa COCTOMT M3 2 YACTEH M COAePIKHUT:

a) KapTOYKH Ha UCTIOJTHEHHbBIE JOKYMEHTBI

0) KapTOYKH Ha HEUCIIOJIHEHHBIE JIOKYMEHTBI, HAIIPABJICHHBIE B CTPYKTYpPHBIC
noJipa3iesieHus 111 O3HAaKOMJICHUS U U3y4EHUs

B) 00a OTBETa MpaBHIbHBIC

10. HuauBuayaJbHbIE CPOKH MCIIOJHEHHUS YKA3bIBAIOTCS:

a) B TeKCTE JOKYMEHTA HJIU B PE30JIIOLUU

0) B TeKCTe MOHOTpaduit

B) B PE30JIIOLIUU

11. OcHoBHbIe QYyHKIIMH, KOTOPbIEe 00ecieunBaet JJOY:

a) MJIaHUPOBaHUE

0) y4eT ¥ OTYETHOCTh, (PMHAHCUPOBAHKE U T.J|

B) 00a OTBETa NMpaBUIbHBIC

12. Y10 NOHUMAKOT MO CJAYKEOHBIM IMOJIEM:

a) MECTo, KOTOPOE HE 3aHATO PEKBU3UTAMU

0) MecTO B JOKyMEHTE, KOTOPOE HE 3aHATO PEKBU3UTAMHU, 33 UCKIIIOUCHHEM PEKBU3HUTOB 1, 2, 3,

4,5, 18, n npenqHa3Ha4uEeHO AJIs 3aKPEIVIEHHs JOKYMEHTA B TEXHUYECKUX CPEICTBAX XPAHEHHUS

B) MECTO B JIOKYMEHTE, KOTOPOE 3aHATO PEKBU3UTAMU, 32 UCKIIOYEHHEM HEKOTOPBIX HIOAHCOB

13. Yrto Takoe 0JIAaHK JOKYMEHTA:

a) CTaHAAPTHBIN JUCT OyMarv, Ha KOTOPOM BOCIIPOM3BOJIUTCS MOCTOSIHHASA WH(OpMaLus
JOKYMEHTa ¥ €CTh MECTO ISl IEpEMEHHOM nH(popManuu

0) HecTaHIAPTHBIN JTUCT OyMaru, Ha KOTOPOM BOCIIPOU3BOAMTCS TIOCTOSIHHAS
uHpOpMalLKs JOKYMEHTA U €CTh MECTO JIJIsl IEpeMEeHHON HHPOPMALIUU

B) 00a OTBETa MPaBUIILHBIE

14. Yo Takoe ycTaBbl:

a) CI0XHbIE JOKYMEHTBI, CTPYKTYPY U COAepkaHHe KOTOPBIX ONMPEAEIAIOT CaMU pa3paboTUNKU

0) TOKyMEHTBI, COAIEP)KaHNE KOTOPBIX UMEET CIIyKeOHYIO TailHy

B) JIOKYMEHTBI, CTPYKTYpY U COZIEpPKaHHE KOTOPBIX OMPEAETSIOT Ha MECTe
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15. Yo Takoe J0KHOCTHASI HHCTPYKIUSA:

a) TOKYMEHT, B KOTOPOM OTMEUEHbI HapyLIUTENU pacropsaaka qHs B oduce

0) MHCTPYKLUS AUPEKTOPA, KOTOPYIO HEOOXOAMMO BBITIOIHSTH B 0053aTEILHOM TOPSI/IKE

B) OPTaHU3AIMOHHO — PACMIOPSAIUTENbHBIN TOKYMEHT JUIUTEIHLHOTO WM MOCTOSHHOTO CPOKa
neiicTBuUs (10 BBEJICHUS HOBOM), B KOTOPOM ONpEAETICHbI HAyYHO — TEXHUYECKHE, TEXHOIOTHYECKHE,
(buHAHCOBBIE U IPYTHE CTOPOHBI JAESATEIbHOCTH OpraHU3aliy, €€ MoIpa3iesieHui 1 TOJKHOCTHBIX
JIUIY

16. Kakue ¢akThl M3/1aral0Tcsi B NepBOiil M BO BTOPOIl YacTAX CNIPABKHU:

a) B MIEPBOM YaCTH CIIPaBKU U3NAraloTcs (PakThl, HOCTYKHUBIIKE [TOBOJIOM K €€ HallMCaHUIO, BO
BTOPOI — IPUBOIATCS KOHKPETHBIC TaHHBIC

0) B mepBOM YacTH CIPABKHU U3JIararoTcs JOBObI, OCTYKUBIINE MOBOIOM K €€ HallMCaHUI0, BO
BTOPOI — IPUBOJATCS CTATUCTUICCKHE TaHHBIC

B) B IIEpPBOM YaCTH CHPaBKHU U3J1araloTcs KOHKPETHBIE TaHHbIE, a BO BTOPOH —
MPHUBOJATCS (hAKTHI, TOCITYKUBIIIKE TTIOBOJIOM K €€ HAITUCAHHIO

17. YT0 TaKoe cocTaBJIEeHHE JOKJIAAA:

a) TalaHT, He TPeOYIOIIeH MPAaKTUYECKOTO HaBbIKa U KPUTHYECKOTO aHAIIM3a MMPOCKTa OTYETa

0) Tpyad, TpeOyIOIIHil He MPAKTUUYECKOro HaBbIKa M HE KPUTHUECKOI0 aHAJIN3a MPOEKTa JI0KIa/a,
paboty Hax coboii

B) MacTepCTBO, TpeOyroIllee MPaKTUIECKOro HaBbIKa U KPUTHYECKOTO aHallu3a MPOeKTa JOKIaaa

18. YUTo Ha3bIBaeTcs CIPABKOI:

a) IOKYMEHT, TTOATBEPKIAIOIINNA KaKue-Tu00 (PaKThl Wi COOBITHS

0) (hakThl, MOCITYKUBIIHE TTOBOJIOM K €€ HAITUCAHUIO

B) JIOKYMEHT, I'Jie IPUBOJIATCS KOHKPETHBIE TaHHbIE

19. Ha kakue 1Be OCHOBHbIE IPYNINbI MOKHO MOAPA3/1eJIUTh BCe HHCTPYKINH:

a) TIOJDKHOCTHBIE HHCTPYKIIUH, ONIpEACIIIoNre PyHKITMU, TpaBa, 00s13aHHOCTH U
OTBETCTBEHHOCTbH JIOJDKHOCTHBIX JIHII

0) UHCTPYKLHMH, PErIaMEHTUPYIOLIUE MOPSI0K BBIOJHEHHS KaKOTro-In0o mpolecca, B
OCYIIECTBICHUU KOTOPOTO MPHHUMAIOT Y4aCTHE UCTIOTHUTENH (IOKHOCTHBIC JIUIIA; MTOAPAa3/ICTICHISI)

B) 00a OTBETa MPaBUIILHBIE

20. biianku UMEIOT MOJISA:

a) MpaBoe W HIWKHEe — He MeHee 10 Mmm

0) n1eBoe — 20 MM

B) BepxHee — He MeHee 20 Mm

I') BCE OTBETHI BEPHBI

Bapmuanr 2

1. UCTOYHNKOM KOMILIEKTOBAHUS IOCYIaPCTBEHHBIX 1 MYHUIIUNIAJIbHBIX APXHMBOB
apXMBHBIMH JOKYMEHTAMH SIBJISICTCSH:

a) mo0ast opraHu3anus

0) yaCcTHOE MPEANPUATHE

B) ['ocyaapcTBeHHBIE OpraHbl, OpraHbl MECTHOTO CAMOYTPABIICHUSI, OPraHU3allMU U TPaXKIaHe,
B IIPOIIECCE IEATEIBHOCTH KOTOPBIX 00pa3yroTcs JoKyMeHThl ApxuBHOTO (poHma Poccutickoii
®degepanunu U Ipyrue apXuBHbIE JOKYMEHTBI, OJUISKAIUME TPUEMY HA XpaHEHUE B
rOCYJapCTBEHHBIE 1 MyHHUIIMAIbHBIE APXUBBI, BHICTYNAIOT HCTOYHUKAMH KOMILIEKTOBAHUS
rOCYJJapCTBEHHBIX U MYHULIUNIAJIbHBIX APXUBOB apXHUBHBIMU JIOKYMEHTAMHU

2. 3akoHoaaTEAbCTBO 00 apXUBHOM JeJie B Poccuiickoii @egepanuu COCTOUT U3:

a) @enepanbpHoro 3akona «O06 apxuBHoM gene B PO, npyrux ¢enepanbHbIX 3aKOHOB, a TAKXKe
13 IPUHUMAEMBIX B COOTBETCTBUY C HUMHU MHBIX HOPMAaTUBHBIX IIPABOBBIX aKTOB Poccuiickoin
deneparum, 3aKOHOB U MHBIX HOPMATHUBHBIX MPABOBBIX aKTOB CyOBekTOB Poccuiickoii

denepanun

0) Konctutyiuu PO u moi3aK0HHBIX aKTOB

B) ®enepanbHbIX KOHCTUTYLIMOHHBIX 3aKOHOB U De/iepaabHbIX 3aKOHOB
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3. Uto Takoe popmy.sip-odpa3zen:

a) KapToTeKa, KOTOpasi UCIIONB3YETCs Il KOHTPOJIS 32 TOCCITYKaIlluMU

6) COBOKYITHOCTBH PACIIOJIOKCHHLBIX B OHpC,Z[GJIGHHOfI MOCJICAOBATCIIBHOCTU PCKBU3UTOB,
MPUCYIIMX BCEM BUAAM JOKYMEHTOB

B) COBOKYITHOCTb HE PEKBU3UTOB, a OANUCEN

4. Yto npeacrapiisieT U3 ceds CIPABOYHBbINA anmapar:

a) KapTOTEKY, KOTOpasi UCIOJIb3yETCs UIsl KOHTPOJIA 32 UCIIOJIHEHUEM JOKYMEHTOB

0) KapTOTEeKy KapTOUyeK, KOTOPbIE HE UCTIONb3YETCs Ul KOHTPOJIS 32 UCIIOJIHEHUEM JJOKYMEHTOB

B) KapTOYKY, KOTOpask UCIOJB3YETCs A1l KOHTPOJIS MPUXOAIINX HA paboTy COTPYAHUKOB

5. K nokyMeHTaM, MOAJI€KAMMUM 00513aTeJIbHOMY KOHTPOJIK, OTHOCATCSI:

a) TOKYMEHTBHI BBIIIECTOSIINX OPraHOB

0) BakHbIE crienn(puyecKre JOKYMEHTbI, CBOWCTBEHHBIC 3TOW CUCTEME YIPABJICHHUS, C
KOHKPETHBIMU CPOKaMU UCTIOJTHEHUS

B) pacnopsiAuTEIbHbIE IOKYMEHTHI JAHHOW OpraHu3alun

T') BCE OTBETHI BEPHBI

6. Leab perucrpanuu T0KYMEHTOB 3aKJII0YAETCS:

a) KOHTPOJIb

0) obecrieunTh UX y4er

B) 00a OTBETa MPaBUIIBLHBIE

7. Kaaccndukanusa 10KyMeHTOB — 3T0:

a) JieJIeHre JOKYMEHTOB Ha KJIacChl IO HanboJsiee 00IMUM MPU3HAKaM CXOJCTBA U pa3inyus +

6) ACJIICHUC JOKYMCHTOB Ha KJIACCHI 11O HaI/I6OJ'Iee CYHICCTBCHHBIM ITPU3HAKaM CXOJACTBA U
paznuuus

B) 00a OTBETa NMpaBUIbHBIC

8. UTo Takoe puaNYeCKAs CHJIA:

a) JOKyMEHT, He TPeOYIOLIHiA MpOoIelyphl 3aBePEHUS HOTApUyCOM

0) CBOMCTBO JOKYMEHTA, MPEIOCTABICHHOE MY JEHCTBYIOIINM
3aKOHOJaTCIIbCTBOM, KOMHCTCHHHCﬁ HU3JaBIICTO OpraHa, YCTaHOBJICHHLIM ITOPSAJAKOM
odopmIIeHUS

B) CBOIMCTBO JIOKYMEHTa, He O)OPMIICHHOTO B 0COOOM MopsiAKe 9. DIeMeHT,
KOTOPBII HE BXOJUT B 3aBEPUTEIbHYIO HAJIHUCh:

a) TOJKHOCTD

0) nata

B) UHJIEKC

10. B gesonpou3sBoacTBe ONTUMAJIBHBIM CPOKOM MCIOJIb30BAHUS JOKYMEHTOB
CUHTAETCS:

a) 3 roma

0) 5 ner

B) 7 meT

11. BbiOepuTe, 4TO He OTHOCUTCS K YYPEeAUTEIbHBIM JOKYMEHTAM IOPHINYECKOro Juna?

a) [IpoToxos coOpanus yupenureneu;

0) Ycras;

B) YupenuTeabHbIi T0T0BOP.

12.  Yro Takoe 1moJioxkeHHe 0 CTPYKTYPHOM NOApa3aeJieHun?

a) MPaBOBOM aKT, KOTOPBIA YCTaHABIMBAET CTATyC, PYHKIIUH, TTpaBa, 00I3aHHOCTH H
OTBETCTBEHHOCTb CTPYKTYPHBIX MOAPA3ACICHUNA UIIU UHBIX OPTraHOB;

0) MpaBOBOM aKT, KOTOPBIN OMPENESET CTaTyC OpraHu3aIlnH, €€ 3a1a4i U (PyHKIIUH, TTpaBa,
OTBCTCTBCHHOCTD, MMOPAINOK ACATCIBHOCTH,

B) JIOTOBOP, CTOPOHBI KOTOPOT0 00S3YIOTCS CO3/1aTh IOPUINYECKOE JIUIIO U YCTaHABIUBAIOT
HOPSII0K COBMECTHOM JIEATETLHOCTH 110 JAHHOMY (aKTy.

13. JlaTa 10J15KHOCTHOM MHCTPYKIIMU:

a) J1aTa ee yTBEPKJICHHUS;

0) maTa ee COCTaBIICHHS;
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B) JIaTa 03HAKOMJICHUS C HEHl pabOTHUKA.

14. ITox npaBoBBIM aKTOM, B KOTOPOM 0TOOpAakaeTcs MOPSAOK AesATeJIbHOCTH
PYKOBOACTBA OPraHU3alMH, 2 PABHO KOJUIETHAJLHOT0 HJIH COBEIIATeILHOI0 OPraHa,
noapa3ymMeBaeTcs:

a) perjaaMeHT;

0) mTaTHOE pacCICaHuE,

B) YCTaB.

15. Ha kakue BuAbI 1eJSITCS PacoOpsAAUTeIbHbIE JOKYMEHTHI 10 cdepe cBoero
nercreus?

a) bemepanbHOTO YPOBHSI, PETHOHAILHOTO YPOBHSI, TPABOBBIE aKThI OpPTaHU3aAIUi;

0) KOJUJICKTUBHBIC U WHIUBUIyATHHBIC,

B) IIPABOBBIC aKThl OPraHU3AIIH, TPABOBBIE AKThI UX CTPYKTYPHBIX MOPA3ICICHHIA.

16. PacnopsikeHue u3aaercs:

a) €AMHOINYIHO;

0) KOJIJIETHAIIBHO;

B) B YCJIOBUSIX BEIOMCTBEHHOTO PETYJUPOBAHUSI.

17. Yrto Takoe KONUS YACTH JOKYMEHTA, KOTOPasi 3aBepeHa B olpeae/IeHHOM nopsiake?

a) BBINKCKA;

0) dJIEKTPOHHAS KOTIHS;

B) AyOJIMKAT.

18. He sBasieTcst JOKYMEHTOM, KOTOPbI HHULIMUPYET pelieHune:

a) MPOEKT TOKYMEHTA;

0) 3aKJII0UeHUE;

B) JIOKJIaJIHAs 3arucKa.

19. Yem BHemHe OTJMYAETCHA MPOEKT JOKYMEHTA OT €ro OKOHYATEeJIbLHOr0 Bapuanra?

a) Hagnuceio «mmpoekT» B BEpXHEM TOJIE CIIpaBa;

0) [IpoekT He 00s13aTeIpHO 0QOPMIIITE B TaKOH ke opMe, KaKk Oy yImuid TOKyMEHT,
JIOCTaTOYHO CaAMOTO TEKCTa;

B) [IpoexT odopmisieTcss Ha crieMaIbHOM OJIaHKE.

20. Kakas yacTh IOCTAHOBJICHUS COAEPKUT HOPMATHBHbBIE MOJI0KEHUS WIN
nopy4yeHus?

a) PacnopsnurenpHas;

0) Koncrarupyromas;

B) BBonHAas.
Kpurepuu otBeToB
Ne Bapmuasnr 1 Bapuanr 2
1 0 B
2 a a
3 B 0
4 a a
5 B r
6 0 B
7 r 0
8 B B
9 B a
10 a a
11 B a
12 0 a
13 a a
14 a a
15 B a
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16 a a
17 B a
18 a a
19 B a
20 r a

3ajanns 111 KOHTPOJISI M OLlEHKH ycBOeHus1 nmporpammbl M/IK.02.02
Opranuszaunusi paboThbl apxuBa B cyjae

3aganusi 1J1s1 TEKYILEr0 KOHTPOJIsI
Ha3znauenue:

OI.[CHO‘IHBIG MaTCpHraJibl IPCAHA3HAUYCHBI JJII KOHTPOJIA U OLUCHKU PC3YyJIbTATOB OCBOCHUS TCMbI
«Opranuzaius paboThl apXuBa B Cye»

dopma: TecT.

IIpodeccuonaabHbIe KOMIETEHIIUM:
IIK 1.4. Ob6ecneunBath paboTy apXxuBa Cyja.

Ymvmenusn:
- TIOATOTABIIUBATh CY/ICOHBIE JIe]a U MaTepUabl AJI CJa4d B apXUB;
OCYIIECTBIISATH MOTHOE 0OPMIICHHE JIET;
COCTaBJIATH OIIHUCH ,Z[OKyMeHTOB;
co0JTII01aTh OXPAaHHBIN PEKUM XPaHHUIIHIIL,
OpraHU30BBIBATH MOPSIOK OTOOPA TOKYMEHTOB U 0(hOpMIICHHE X Ha YHUUTOXKEHUE

3Hanua:
- TIepevYeHb JOKYMEHTOB CYJIOB C YKa3aHUSIMH CPOKOB XPaHCHUS;
- HOPMATUBHLIE YCIOBUS XpPaHEHUA apXUBHBIX JTOKYMEHTOB;
- TIOPSAAOK 0TOOpA TOKYMEHTOB Ha XpaHEHUE; 3aKOHBI U HHBIE HOPMAaTUBHBIC aKThI,
pErIaMeHTUPYIOIIUE apXUBHOE JIETIO B CY/IE.

Tect Bapnant 1

1.  doxymenTbl ApxuBHOro ¢pouaa Poccuiickoii @enepaunu B 3aKOHOAATEIbHO
onpeaeJeHHOM MOPSAAKe XPAHATCS: MOCTOSHHO B:

a) henepanbHBIX TOCYIaPCTBEHHBIX apXUBAX, TOCYAapCTBEHHBIX apXUBaX
cyobexToB Poccuiickoit denepariyiv, MyHUITUIATBHBIX apXUBaxX

0) penepanbHBIX U APYTUX TOCYJAPCTBEHHBIX U MyHHUITUITATLHBIX ONOIHOTEKaX 1

My3eax
B) BCE OTBETHI BEPHBI
2. BoccraHoBJ/IeHHe MEPBOHAYAIbHBIX H OJM3KHX K MEPBOHAYAIBLHOMY CBOICTB H

BHEIIHUX NPU3HAKOB aPXUBHOI'0 IOKYMEHTA, IOABEPruIerocsi NOBpeKIeHUsIM UM
pa3pylleHUI0, HA3bIBACTCSH:

a) CTapeHHEM apXHUBHOT'O JOKYMEHTa

0) pecTaBparieil apxMBHOTO JJOKyMEHTa

B) YHUUYTOXXEHUEM JIOKyMEHTA

3. CocTraB 10OKyMEHTOB B OPraHU3aly 3aBHCHUT OT:

a) oObemMa M XapakTepa B3auMOCBS3EH B OpraHU3aIiu

0) TopsiiKa IPUHATHS peleHUH (eIMHOHAYAIIE WM KOJIJIETHAIEHOCTB )

B) BCE, MEPEUHCIICHHOE paHee

4. Yro Takoe yHU(PHUKALUA JOKYMEHTOB:

a) YCTaHOBJICHHE €JUHOTO KOMITJIEKCA BUAOB U Pa3HOBUIHOCTEH JOKYMEHTOB JIJIsl aHAJIOTUYHBIX
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yIpaBJIEHYECKUX CUTYalni, pa3padoTKa eAUHBIX (GOPM U MPABUII UX COCTABICHUS, 0(OpMIICHUE U
co3anue TpadapeTHbIX TEKCTOB

0) yCTaHOBJICHHE HE €IMHOTO0 KOMIUIEKCA BUI0B M Pa3HOBUHOCTEH JOKYMEHTOB IS
AQHAJIOTMYHBIX YIIPABICHYECKUX CUTYyallii, pa3paboTKka eIUHbIX (JOPM U IPaBUI UX COCTABICHUS,
odopmieHue u co3ganue TpapapeTHbIX TEKCTOB

B) YCTAHOBJIEHHE €IMHOTO KOMIUIEKCA BUJIOB M PAa3HOBUHOCTEH OTYETOB I aHAJIOTMYHBIX
yIpaBIEHYECKUX CUTYyalUi, pa3padoTKa eAUMHBIX (GOPM U MPABUII UX COCTABICHUS, 0(OPMIICHUE U
co3anue TpadapeTHbIX TEKCTOB

5. Yro Takoe roxoBoii 00beM J0KYyMEHT0000poTA:

a) UCXOJHAs BEJIMUMHA JUIS pacyeTa YMCIEHHOCTH HACEJICHNUs, ONIPEAEIECHUS CTENIEHN
3arpy’KE€HHOCTH CTPYKTYPHBIX MOpPa3/IeICHUI U OTAENbHBIX JTIOAEH

0) CpeanCcCTBO OmpeIeNeHHsI MOTPEOHOCTEH B OPraHU3AIIMOHHON U BEIYUCIUTEILHON TEXHUKE,
BbIOOpa HamOosee 3 (HEKTUBHON CHCTEMBI PETUCTPAIIUU JOKYMEHTOB M CIIPABOYHOTO arnrapara B)
MCXOJIHAs BETMYMHA JUIsl pacyeTa YUCICHHOCTU COTPYAHUKOB ciyk0b1 JIOY, onpenenenus creneHu
3arpyKE€HHOCTH CTPYKTYPHBIX MOpPa3IeICHUI U OTENbHBIX pAOOTHUKOB, CPEACTBO ONpEAEICHUS
noTpeOHOCTEH B OPraHU3allMOHHON U BBIYMCIUTEIBHOM TeXHUKE, BBIOOpa Hanboee 3¢ hekTuBHOM
CUCTEMBI PETHUCTPAllu TOKYMEHTOB U CIIPABOYHOIO ammapara

6. YTo TaKoe JOKyMEHT0000pOT:

a) IBMKEHHE TOKYMEHTOB B OpPraHU3al[Mi ¢ MOMEHTA UX MOJIYYEHHS 10 3aBEPIICHUS
VCIIOJIHEHUS WJIM OTIIPAaBKU B KOMUTET I10 JI€JIaM HECOBEPILIEHHOJIETHUX

0) ABMKEHME JJOKYMEHTOB B OPraHM3allMK ¢ MOMEHTA X CO3JaHMsI UITU MOTY4YEeHHUS J10
3aBepILEHUS UCIIOTHEHUS WK OTIPABKH

B) IOKyMEHT, HE TPEOYIOIINIT 0COO0T0 BHUMAHUS

7.  Bbl0epuTe 0OCHOBHBIE 3TaNbI NOATOTOBKH U 0()OPMJICHHS] BHYTPEHHUX JOKYMEHTOB B
ojuce:

a) COCTABJICHUE TIPOEKTA U COITIACOBAHME

0) mpoBepKa MPaBUILHOCTH OPOpMIICHUS

B) MOANUCAHHUE U PETUCTPAIUS

I') BCE BapUAHTHI PAaBUIIbHBIE

8.  UYro BkiIOYAeT B ce0s1 perucTpanus J0KyMeHTa:

a) MPOCTaBJICHNE PETUCTPAIIMIOHHOTO HOMEpa

0) mpocTaBJIeHHUE OAThI

B) BCE€ BapUaHTHI IPaBUIIbHbBIE

9. CrnpaBo4yHasi KAPTOTEKa COCTOMT M3 2 YACTEH M COAePIKHUT:

a) KapTOYKH Ha UCTIOJTHEHHbBIE JOKYMEHTBI

0) KapTOUKH Ha HEUCIIOJIHEHHBIE JIOKYMEHTHI, HAIIPABJICHHBIE B CTPYKTYpPHBIE
noJipa3iesieHus 111 O3HAKOMJICHUS U U3y4EHUs

B) 00a OTBETa NMpaBHIbHBIC

10. HuauBuayaJbHbIE CPOKH MCIIOJHEHHUS YKA3bIBAIOTCS:

a) B TEKCTE JOKYMEHTA WU B PE30JIIOLNN

0) B TeKCTe MOHOTpaduit

B) B PE30JIIOLIUU

11. OcHoBHbIe PYyHKIIMH, KOTOpPbIEe 00ecieunBaet JOY:

a) MJIaHUPOBAaHUE

0) y4eT ¥ OTYETHOCTh, (PMHAHCUPOBAHKE U T.J

B) 00a OTBETa NMpaBUIbHBIC

12. Y10 NOHUMAKOT MO CJAYKEOHBIM IMOJIEM:

a) MECTO, KOTOPOE HE 3aHATO PEKBU3UTAMU

0) MecTO B JOKyMEHTE, KOTOPOE HE 3aHATO PEKBU3UTAMHU, 332 UCKIIIOUCHHEM PEKBU3HUTOB 1, 2, 3,
4,5, 18, n npeqHa3Ha4YeHO AJIs 3aKPEIJICHUS IOKYMEHTA B TEXHUUECKUX CPEACTBAX XPaHEHUS

B) MECTO B IOKYMEHTE, KOTOPOE 3aHATO PEKBU3UTAMU, 32 UCKIIOYEHHEM HEKOTOPBIX HIOAHCOB

13. Yrto Takoe 0JIAaHK JOKYMEHTA:

a) CTaHAAPTHBIN JUCT OyMaru, Ha KOTOPOM BOCIIPOM3BOJIUTCS MOCTOSIHHASA WH(OpMaLus
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JTOKYMEHTa M €CTh MECTO JJIsl IEPEMEHHOM nH(popMalun

0) HeCcTaHIAPTHBIM JTUCT OyMaru, Ha KOTOPOM BOCIIPOU3BOAMTCS TIOCTOSTHHAS

uHpopManusa JOKYMEHTa U €CTh MECTO JIJIs IepeMeHHON HHpopManuu B) 00a oTBeTa

MpaBUJIbHbBIE

14. Yo Takoe ycTaBbl:

a) CJI0XHbIE JOKYMEHTBI, CTPYKTYpPY U COAEpk aHHe KOTOPBIX ONMPEAEIAIOT CaMu pa3paboTUNKU

0) TOKyMEHTBI, COAACP)KaHNE KOTOPBIX UMEET CITyKeOHYIO TailHy

B) JIOKYMEHTBI, CTPYKTYpY U COJI€pKaHHE KOTOPBIX ONPEAEISIOT Ha MECTe

15. Yto Takoe 10/KHOCTHAS HHCTPYKIMS:

a) JOKYMEHT, B KOTOPOM OTMEUEHBI HapyIIUTENN paclopsiiKa JHs B oduce

0) HUHCTPYKIIUS TUPEKTOPA, KOTOPYIO HEOOXOIUMO BBITIOJHATH B 00S3aTEIIBHOM MOPSIIKE

B) OpPraHU3allMOHHO — PACTIOPSIAUTENBHBIA JOKYMEHT JJIUTEIBHOTO MITH MIOCTOSIHHOTO CPOKa

NecTBUS (0 BBEIEHUSI HOBOM), B KOTOPOM OIIpe/IeIeHbl HAyYHO — TEXHUYECKHE,

TEXHOJIOTUYECKHE, (PMHAHCOBbIE U APYTHE CTOPOHBI JACSITEIHHOCTH OPraHU3aIliuH, €€

MO/Ipa3IeIeHU U TOJKHOCTHBIX JIMI

16. Kaxwue pakThl M3JIaral0TCsl B IEPBOi M BO BTOPOil YaCTAX CNIPABKU:

a) B MIEPBOM YaCTH CIIPaBKU M3NAraloTcs (PaKkThl, HOCTYKHUBIIKE [TOBOJIOM K €€ HallMCAaHUIO, BO
BTOPOI — IPUBOIATCS KOHKPETHBIC TaHHBIC

0) B mepBOi YacTH CIPABKHU U3JIararoTcs JOBObI, OCTYKUBIINE MOBOIOM K €€ HallMCaHUI0, BO
BTOPOU — MPUBOASTCS CTATUCTUYECKHE JJAHHbIE

B) B IIEpPBOM YaCTH CIPaBKHU M3J1araloTcsi KOHKPETHBIE TaHHBIE, a BO BTOPON — MIPUBOJATCS
(bakThI, MOCITY>KUBIIIKE TTOBOJIOM K €€ HAITMCAHHIO

17. UYto Takoe cocTaBJIeHHE TOKJIANAA:

a) TalaHT, He TPeOYIOMIEeH MPaKTUYECKOTO HaBbIKa M KPUTHYECKOTO aHAIIM3a MPOCKTa OTYETa

0) Tpya, TpeOyIOIIHil He MPAKTUUYECKOro HaBbIKa M HE KPUTHUECKOI0 aHAJIM3a MPOEKTa JI0KIa/a,
paboty Hajg coboii

B) MacTepCcTBO, TpeOyroIllee MPaKTUIECKOT0 HaBbIKa U KPUTHUYECKOTO aHalIu3a MPOeKTa JOKJIaaa

18. YUTo Ha3bIBaeTcs CIPABKOIi:

a) IOKYMEHT, TTOATBEPKIAIOIINNA KaKue-Tu00 (DaKThl Wi COOBITHS

0) (hakThl, MOCITYKUBIIHE TTOBOJIOM K €€ HAITUCAHUIO

B) JIOKYMEHT, I'ie IPUBOJIATCS KOHKPETHBIE TaHHbIE

19. Ha kakue 1Be OCHOBHbIE IPYNIBI MOKHO MOAPA3AeTUTh BCe HHCTPYKIMM:

a) TOJDKHOCTHBIE HHCTPYKIIUH, ONIpeAeIIsIonre PyHKIMU, TpaBa, 00s3aHHOCTH U
OTBETCTBEHHOCTD JOJPKHOCTHBIX JIHII

0) UHCTPYKLHMH, PErJIaMEHTUPYIOLIUE MOPSI0K BBIIOJHEHHS KaKOTro-In0o mporecca, B
OCYILECTBICHUH KOTOPOT'O MPUHUMAIOT YYacTHUE UCTIOIHUTENH (JODKHOCTHBIE JINIA; TTOApa3AeIeHHs)

B) 00a OTBETa MPaBUIIBLHBIE

20. biianku UMEIOT MOJIS:

a) MpaBoe W HIWKHEe — He MeHee 10 Mmm

0) neBoe — 20 MM

B) BepxHee — He MeHee 20 MM

I') BCE OTBETHI BEPHBI

Bapuanrt 2

1. IlenTpanbHbIi apxuB MUHHCTEPCTBA 000POHDI ABJISACTCH:

a) ¢enepaabHBIM apXUBOM

0) MyHUIIUIIAIHHBIM aPXUBOM

B) BE€JIOMCTBEHHBIM apXHUBOM

2. 3akoHoaaTeJBCTBO 00 apxXuBHOM Jese B Poccniickoii denepanyuu cOCTOMT U3:

a) ®enepanpHOro 3akoHa «O0 apxuBHOM fienie B PO, npyrux deaepanbHbIX 3aKOHOB, a TAKKE
N3 IIPUHUMACMBIX B COOTBCTCTBUH C HUMU MHBIX HOPMATHBHBIX IPABOBLIX AKTOB Poccuiickoit
denepannn, 3aKOHOB M MHBIX HOPMATHBHBIX MTPABOBBIX aKTOB CYOBEKTOB Poccuiickoii
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®denepauun

0) Korctutryniuu P® u moa3akoHHBIX aKTOB

B) ®enepanbHbIX KOHCTUTYIIMOHHBIX 3aKOHOB U DeiepanbHbIX 3aKOHOB

3. YUto Takoe ¢popmyJisip-oopazen:

a) KapToTeKa, KOTopasi UCMOJIb3YETCs JAJIs KOHTPOJISA 3@ TOCCITYKaITUMU

0) COBOKYITHOCTb PacIOJIOKEHHBIX B ONPEIeICHHON MOCIeA0BaTEIbHOCTH PEKBU3UTOB,
MPHUCYIINX BCEM BUAAM JJOKYMEHTOB

B) COBOKYITHOCTb HE PEKBU3UTOB, a MOANUCEN

4. Yto npeacrapiisieT U3 ceds CIPABOYHBINA anmapar:

a) KapTOTEKy, KOTOpasi UCIOJIb3YETCsl 111 KOHTPOJIS 32 UCTIOTHEHUEM JJOKYMEHTOB

0) KapTOTEeKy KapTOUyeK, KOTOPbIE HE UCTIONb3YETCs U KOHTPOJIS 32 UCIIOJTHEHUEM JJOKYMEHTOB

B) KapTOYKY, KOTOpasi UCIIOIB3YETCS ISl KOHTPOJIS MPUXOAAIINX HA pabOTy COTPYIHIUKOB

5. K nokyMeHTaM, MOJIeKANAM 0013aTeJIbHOMY KOHTPOJII0, OTHOCATCS:

a) TOKYMEHTHI BBIIIIECTOSIINX OPTaHOB

0) BaxkHbIE CHIEU(PUIECKIE TOKYMEHTbI, CBOMCTBEHHBIEC ITOW CUCTEME YIIPABIEHUS, C
KOHKPETHBIMU CPOKAMU UCTIOTHEHHUS

B) pacnopsAIuTENbHbIE TOKYMEHTbI JaHHON OpraHu3aluu

I') BCE OTBETHI BEPHBI

6. esap perucTpanum J10KyMEHTOB 3aKJII0YA€TCH:

a) KOHTPOJIb

0) oOecTeunTh X y4eT

B) 00a OTBETa NMpaBUIbHBIC

7. Knaccupukauus 10KyMeHTOB — 3TO:

a) JIeJIeHre JOKYMEHTOB Ha KJIACChI IO HanboJlee O0IMM MTPU3HAKAM CXOJCTBA U pa3inyus +

0) geneHue TOKyMEHTOB Ha KJIacChl IO HauboJjee CyIeCTBEHHBIM MPU3HAKaM CXOJICTBA U
pazITuaus

B) 00a OTBeTa NMPaBUIILHBIE

8. UTo Takoe 1opuanvYecKas CHJia:

a) TOKYMEHT, He TpeOyIoLuil Mpole1yphbl 3aBEPEHUSI HOTApUYCOM

0) CBOICTBO JOKYMEHTA, MPEAOCTABICHHOE eMY JACHCTBYIOIIUM
3aKOHOJATEIbCTBOM, KOMIIETEHIIMEH N3/1aBIIEr0 OPraHa, yCTaHOBJIEHHBIM MOPSIIKOM
odopMITeHHS

B) CBOMCTBO JOKYMEHTa, HE 0(DOPMIICHHOTO B 0COOOM MOPSIIKE

9. Jj1IeMeHT, KOTOPbIi He BXOAHUT B 3aBePUTEIbHYI0 HAINHUCH:

a) IOJDKHOCTD

0) nata

B) UHJIEKC

10. B ngesionpou3BoOACTBE ONTHMAJIbHBIM CPOKOM MCIIOJIb30BAHUSA TOKYMEHTOB
CUHTaeTCs:

a) 3 rona

0) 5 ner

B) 7 neT

11. BpbiOepuTe, 4YTO HE OTHOCUTCS K yYPeAUTEIbHbIM JOKYMEHTAM IOPUINYECKOTr0 Juua?

a) [IpoTokous coOpanus yupeaurenei;

0) Ycras;

B) YupenuTeabHbIi 10r0BOpP.

12.  Yto Takoe moJio:keHHe 0 CTPYKTYPHOM MoaApa3aeeHun?

a) MPaBOBOM aKT, KOTOPBIA yCTaHABIUBAET CTATyC, (PYHKIINUHU, TIpaBa, 00SI3aHHOCTHU H
OTBETCTBEHHOCTh CTPYKTYPHBIX MOJpa3/IeICHHUI UM UHBIX OPraHoB;

0) mpaBOBOI aKT, KOTOPBIH OIpeNeNsIeT CTaTyC OpraHu3aluy, ee 3a1a4uu U (yHKIUH, IPaBa,
OTBETCTBEHHOCTb, IOPSIIOK ACSITETbHOCTH;

B) JIOTOBOP, CTOPOHBI KOTOPOT'O 00SI3YIOTCSI CO3/IaTh FOPUINIECKOE JIMIIO U YCTAaHABIMBAIOT
MOPSAIOK COBMECTHOM JEATEIHOCTH 110 TaHHOMY (haKTy.
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13. JlaTa 101KHOCTHON MHCTPYKLMU:

a) J1aTta ee yTBEPXKICHHUSI;

0) 1aTa €¢ COCTaBJICHHMS;

B) J1aTa O3HAKOMJICHUS C HEH paboTHHUKA.

14. Ilox mpaBoOBBIM aKTOM, B KOTOPOM 0TO0paxkaeTcs NOPSAIOK AeATeJbHOCTH
PYKOBOACTBA OPraHU3ALHMH, 2 PABHO KOJIeTHAJIbHOI0 HJIU COBENIaTeJIbHOI0 OPraHa,
NnoApasyMeBaeTcs:

a) peryIaMeHT;

0) mTaTHOE paclrCaHue;

B) YCTaB.

15. Ha kakue BuAbI IeJSTCS PacopsauTe/IbHbIE JOKYMEHTHI 10 cdepe cBoero
neiicrpus’?

a) benepanbHOTO YPOBHSI, PETHOHAILHOTO YPOBHSI, TPABOBBIE aKThl OpraHU3aIUi;

0) KOJUIEKTUBHbIE U MHIUBUAYAIIbHBIC;

B) IIPaBOBbIE aKThl OPraHU3AIlHii, TPABOBBIE AKThI UX CTPYKTYPHBIX MOPA3IEICHHM.

16. PacnopsikeHue u3aaercs:

a) €IMHOJINYHO;

0) KOJUIerHaabpHO;

B) B YCJIOBHSIX BEJJOMCTBEHHOI'O PETYJIUPOBAHUS.

17. YTo TaKkoe KOMUS YACTH JOKYMEHTA, KOTOPasi 3aBepeHa B OIpeaeleHHOM
nopsiike? a) BHIITUCKA,

0) 2NEeKTPOHHAS KOTIHS;

B) nyOnuKar.

18. He siBasieTcst JOKyMeHTOM, KOTOPbIii HHUIUHMPYET pelleHue:

a) MPOEKT IOKYMEHTA;

0) 3aKJIIOUeHUE;

B) JIOKJIa/THAsI 3aIMCKa.

19. UYem BHemIHe OTIMYAETCHA NPOEKT JOKYMEHTA OT ero OKOHYATEJbLHOI0 BapuaHTa?

a) Hagnuceio «1mpoekT» B BepXHEM TOJIE CIIpaBa;

6) IIpoexT He 00s13aTeTbHO OYOPMIIATH B TaKOM ke opme, Kak OyIyIHii JOKYMEHT,
JIOCTaTOYHO CAMOT'0 TEKCTa;

B) [IpoekTt oopmisiercs Ha crieluaTbHOM OJIaHKeE.

20. Kakas yacTb NOCTAHOBJICHUS COAEPKUT HOPMATHBHBIE MOJI0KEHUA WU
nopy4enus?

a) PacnopsinurensHas;

6) Koncratupyromas;

B) BBOnHAs.

Kpurepun orBeToB
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12 § a
13 a a
14 a a
15 B a
16 a a
17 B a
18 a a
19 B a
20 r a

3aaHud 1151 IPOMEKYTOYHOM ATTECTALNM

(xommiekcHbIi 3k3amen o M/IK.02.01 ApxuBHoe aeio B cyae, M/IK.02.02 Opranuzanus

padoThI apxXuBa B cy/ie)

Cnucoxk BOonpocos

Nk W=

10.
11.
12.
13.
14.
15.

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.

30.
31.
32.

[TonsiTre apxuBa opraHu3aIuy.
Buner apxuBos.
[IpaBa apxuBa.
OTBETCTBEHHOCTH 32 HAPYIICHUE 3aKOHOAATEILCTBA 00 apXUBHOM JIETIE.
DKcnepTu3a HEHHOCTH JOKYMEHTOB.
[Topsimok mpoBeieHUst SKCIEPTU3bI LIECHHOCTHU IOKYMEHTOB.
KomnnekroBanue apxuBa cyna. Uctounnku komiiekToBanus 8. CocTaB TOKYMEHTOB,
MOJIeXKAIUX Tepejaue B apXuB
Howmenknarypa aen.
[Mopsimox hopMUpOBaHUS JE]T B OpTraHU3aAIUH.
TpeboBanus Kk 0OPMIICHUIO /1], IPUHUMAEMBIX B apXHB.
Cocrasnenue u ohopmiieHUE Onucei aemn
[ToaroroBka nein k cjaue B apxXuB
CocraBiieHrE€ HOMEHKJIATYPhI J1E1
JIOKyMEHTabHBIA U apXUBHBIN (OHI OPraHU3aIUH.
Omnpenenenre HOHIOBOM NMPUHAMICKHOCTH APXUBHBIX TOKYMEHTOB U 00pa3oBaHue
apXuBHOTO (POHJIA.
XPOHOIOTHYECKHE TPAaHUIIBI APXUBHOTO (HOH/IA
JlocTym K apXUBHBIM JOKYMEHTaM
OrpanuveHue Ha TOCTYI K apXUBHBIM JIOKyMEHTaM
Hcnonb30BaHne apXUBHBIX JOKYMEHTOB
[TonsTHe, MpenMeT U 00BEKT apXUBOBEICHUSI.
OdopmieHne TOKyMEHTOB, MOJUIEKAIINX K YHUUTOKEHHUIO.
Merto1bl apXHUBOBEICHUS.
Hapsin: monsitue, opopmieHue.
IIpaBoBBIE OCHOBBI apXUBHOIO zeina B PO.
MexnyHnapoanbiii COBET apXHUBOB.
JlocTyIm K apXUBHBIM JOKYMEHTAaM U UX UCIIOIb30BaHUS.
ApXUBOBEICHHE U JPyTrue HayYHbIEe JUCIUIUINHBI.
VYrpaBneHue apXuBHBIM JIEJIOM B CY/IE.
Odopmienne cyneOHBIX A€, TPOU3BOJCTB U JOKYMEHTOB OOIIIETO JIETOTPOU3BOICTBA K
MOCJIEIYIOIIEMY XPaHEHUIO B apXUBE CyJa.
[lepeueHb CpOKOB XpaHEHUS CYJEOHBIX JIE]I B apXUBE CYJIOB.
ApXUBBI U UX TUIIBL
[TonsiTre 1 BUIBI PEKUMOB XpaHEHHsI IOKYMEHTOB B apXUBE Cy/a.
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33.
34.
35.
36.
37.
38.
39.
40.

41

44.
45.
46.
47.
48.

49.
50.

51.
52.
53.
54.
55.
56.
57.
38.
59.
60.

61

63.
64.
65.
66.
67.

OCHOBHBIE 3Talbl APXUBHOTO JIENA.

OO0mre MoI0XKeHHs OpraHu3aluy paboThl apXuBa Cyaa
ApPXUBHOE IIPAaBO U APXHBHOE 3aKOHOIATEIILCTBO.

[ToHsiTHE KOMITJIEKTOBaHUSI CyA€OHBIX AEI.

MexayHapOoaHbIid STUYECKUM KOJIEKC.

DKcnepTu3a HEHHOCTH JIOKYMEHTOB B CY/IE.

Opranu3anys BeICHUSI apXUBHOTO JICIIONPOU3BO/ICTBA B CYJI€.
Opranu3zanys UCIOJb30BaHUs JOKYMEHTOB apXHBa Cy/a.

. [TonsiTHe 1 BUIIBI apXUBHBIX (DOHIIOB.
42.
43.

ObecnieueHne COXpaHHOCTHU IOKyMEHTOB apXuBHOTo onga PO

JloMmKHOCTHBIE 00513aHHOCTH PaOOTHUKOB armapara cyaa, 00eCIeUrnBaIONINX
NeSITeNbHOCTh apXHBa Cy/1a.

[TpoBepka u Hanuume e (HapsI0B) B apXUBE Cy/a.

Nudopmaruzamnust apXuBHOTO Jefia B CyJax.

VY4er JOKYMEHTOB B apXHBE CyJa.

OTt60p nen (HapsI0B) CyAa K YHUUTOKCHHUIO.

Cpoxu 1 IOpSIAOK ciavuu Aelt (HapsiaoB) U JeN 00IIEeTo AeTONPOr3BOACTBA HA XpaHEHNE
B TOCY/IapCTBEHHBIN apXUB.

30. Opranu3aius NpoOBEPOK B apXHUBE Cy/a.

[lepenaya nen (HapsI0B) BPEMEHHOTO CPOKA XPAHEHUS M IPYTHX JOKYMEHTOB B apXUBE
CyJia, MOPSII0OK UX XPAHEHUS U UCTIOJIB30BaHUS.

KOpuandeckast OTBETCTBEHHOCTh 32 HAPYIICHHE apXUBHOTO 3aKOHOIATEIbCTBA.
[Topsanox odopmiieHus cy1eOHBIX 1€ sl MOATOTOBKH U Mepeiayl UX B apXUB Cy/a.
[TonsTHE HOMEHKIIATYpA JEJT B Cy/Ie: HOMEHKJIATypa B apXUBE Cy/a.

OTt60p aen (HapsAA0B) CyJa K YHUITOKEHHUIO.

3aKO0HOJATENBECTBO, PETYIHUPYIOIIEE PEKUM XPaHEHHS TOKYMEHTOB B apXUBE Cy/Ia.
[Topsimok onpesenenus CpOKOB XpaHEHUE AeIT (Hapsa0B).

[TacriopT apxuBa Ccyna Kak JIOKaJbHBII JOKYMEHT.

[Topsimox Hymepalu JUCTOB B Cy1€OHBIX Jerax.

[TonsiTHE, NEATENLHOCTD U 33/Ia4H apXUBa Cy/1a.

Odopmiierne 0010kKeK J1e1, MOISKAIINUX TOCTOSHHOMY U BpeMeHHOMY (cBbite 10 ser)
XpaHEHHUIO.

. [Topsimok cocraBiieHust ONMCH Ha CyaeOHbIe aena (Hapsiabl).
62.

[Mopsimok co3manus SKCIIEPTHON KOMUCCHU TSI TPOBEICHUS IKCIIEPTU3HI IICHHOCTH
CyIeOHBIX Je.

O6opynoBaHue MOMEIICHUS apXUBa Cy1a

PeecTpsl onuceit B apxuse.

Cpoku XxpaHEeHHs JJIsl YTOJIOBHBIX JIEI.

[TomHOE O OpMITEHHE N1 OOIIETO ACIONPOU3BOCTRA.

OcHoBanus st 0GOPMIICHUS U CJITAYH B apXUB IPAXKTAHCKUX JIeIT U IeT 00
aIMUHUCTPATUBHBIX NMPABOHAPYIIICHHUSX.

Kpurtepun onennBanus

OHeHKa yC.]'IOBI/Iﬂ, IPA KOTOPBIX BBICTABJACTCH OLICHKA

OTJIIMYHO OTBET MOJHLINA U HpaBHHBHBIﬁ Ha OCHOBAaHUHU U3YYCHHBIX 3HAHUM U

YMEHUI; MaTepral U3JI0)KEH B OMPEAEICHHON JTOTHYECKON
MOCJICAOBATCIIBHOCTHU, JIUTCPATYPHBIM A3BIKOM; OTBCT
CaMOCTOSITENIbHBIN
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XOpO11I0 OTBET IOJIHBIM U NMPAaBUIbHBI HA OCHOBAHUM U3YUYEHHBIX 3HAHUU U
YMEHHI; MaTepral U3JI0)KEH B OMPEAEICHHON JTOTHYECKOM
MOCJIEA0BATEIBbHOCTH, IPU 3TOM JIOIYLIEHBI ABE-TPU
HECYIIECTBEHHBIC OITMOKHU, UCIIPABICHHBIC 11O TPEOOBAHUIO
MpenoiaBaTeis

YIOBJIETBOPUTEIBHO OTBET TOJIHBIN, HO MPH 3TOM JIOMYIIIEHA CyIIeCTBEHHAs OmmMnOKa, W
OTBET HEMNOJIHBIM, HECBI3HBIM.

HEYJOBJICTBOPUTENIBHO | MPU OTBETE OOHAPYKEHO HEITOHWMAHHUE YYaIIUMCSI OCHOBHOTO
coJiepKaHus yueOHOro MaTepualla i JOMyIIEeHbl CylECTBEHHbIE
OLIMOKH, KOTOPbIE YUAIIUKCS HE CMOT UCIIPABUTH MPU HABOSIIUX
BOIIPOCAx IPENoAaBaTeis WIH OTBET OTCYTCTBYET

3agaHus 11 NPOMEKYTOUYHOU aTTecTAlNU (DK3aMeH IO MOJTYJII0)

bunets! cocTosT U3 2-X YacTel: TEOPETUUECKON U IIPAKTHUECKON

1 YacTh COCTOUT U3 OCBOCHHUSI YMEHUN U YCBOCHUS 3HAHUI

2 YacTte cOCTOUT U3 cHOPMUPOBAHHOCTH POPECCUOHATIBHBIX KOMIIETEHIIHIHA
1 YacTthb

1. OCHOBHBIMH 32/1aYaMH DKCHEPTHOH KOMUCCHH SABJISIOTCS :

a) opraHu3alys 1 MPOBEACHHUE IKCIIEPTHU3BI IEHHOCTU JOKYMEHTOB IPU COCTABICHHUH
HOMEHKJIATyPBI JeJT B Iporiecce GOpMHUPOBAHUS JIE]1, IIOJTOTOBKE MX K IMepeavye ux B

apXWB OpPraHMU3AIlNN, U Ha XPAHEHUE B TOCYIaPCTBCHHBIN apXUB

0) oIeHKa IIEHHOCTH apXUBHBIX TOKYMEHTOB U JIeIT

B) IPOBEPKA ApXUBHBIX JJOKYMEHTOB Ha MOJIMHHOCTh

2. DopMbl HCITOJIL30BAHMS JIOKYMEHTOB M3 apXUBHOIro (hoHja cyaa:

a) cIIpaBKa, KOMMS U MUCbMO

0) apxuBHas CIIpaBKa, apXUBHAS BBIMUCKA U apXWBHASI KOTIUS

B) apXMBHAs BBIMHUCKA, ApXUBHAS CIIPaBKa

3. Ileab NpoBepPKH HAJTMYNSA U COCTOSTHHUSA JIeJI B ApXUBAaX SABJIsIETCH:

a) YCTAaHOBUTH COOTBETCTBUE (PAKTUUECKOTO HATMUMS JEJl OMMMCATEIHHBIM CTaThsIM U
HUTOTOBBIM 3aIKUCSM B OTIMCSIX, BBISBUTH TOBPEKIEHHBIE JIeJIa, COJIep KaIie TOKYMEHTHI C
3aTyXamIIUMU TEKCTaMU, TPEOYIOIINe pecTaBpaluu, neperiéra, Ae3nH(eKny, IepeBopoTa Ha
JIPYTYIO CTOPOHY

0) yCTaHOBUTH COOTBETCTBHE (DAKTUUECKOTO HATMYUS JIT ISl peCTaBpalliy, eperiéTa,
ne3nH(EKINH, TIEPEBOPOTa Ha JPYTYIO0 CTOPOHY

B) BBISIBUTH MIOBPEXKIEHHBIC JIENIa, COJEPIKAIINE JOKYMEHTHI C 3aTyXarOIUMU

TEKCTaMH, TPeOYyIOIHEe PeCTaBpaIliy, MeperieTa, 1e3uHOEeKITun

4. Ileablo padoThl DKCIEPTHOI KOMHCCHH SIBJISIETCS:

a) MPOBECTH IKCIEPTU3Y IECHHOCTU JJOKYMEHTOB

0) IpOBEPUTH TOKYMEHTHI Ha MOATUHHOCTD

B) OTOOpaTh JOKYMEHTHI HAa XpaHEHHUE U YCTAHOBUTH CPOKH MX XPAHECHHS, a TAKKE

0TOOpaTh Ha YHUYTOXKCHHUE JOKYMEHTBI, HE TPE/ICTABIIAIONINE IIEHHOCTH U YTPATUBIIIUE CBOE
3HAYECHUE

5. Kakue 1e10MPOM3BOACTBEHHbIEC ONEPAIIHY _ COBEPIIAIOTCS _NPH__MOATOTOBKE
APXMBHLIX JOKYMEHTOB HA apXHMBHOE XpaHEeHHE

a) opopmienue aena u GopMHUpPOBAHUE €A

0) odopmiieHHE N1eT1a, YIIaKOBKA U TPAHCIIOPTHPOBKA

B) opopmiieHue nena, popmMupoBaHue ea, yIakoBKa U TPAaHCIOPTHPOBKA
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6. Korna nena BeLIAKTCH W3 XpaHUIULL cyaa?

a) Mpy HEOOXOAUMOCTH COTPYAHMKAM OpPraHU3aluu AJ1 TPOCMOTpa

0) 11 MCTONIb30BaHus (TIOJB30BATENSIM B YUTAIBHBIN 3aJ1, COTPYJHUKAM apXuBa B
pabourie MoMeIeHus, YUPEKACHUSIM U OpraHU3alisIM BO BpEMEHHOE XpaHEHUE), IS
MPOBEJICHUS ApXUBHBIX pa0OT C TOKYMEHTaMH B) TIPEJICEAATENIO Cyaa

7. ApXuBHaf CIpaBKa Cy/Ja NOANKMCHIBACTCH:

a) OTBETCTBCHHBIM 3a apXUB COTPYIHUKOM U TpEACEIaTeNIeM Cy1a U 3aBepseTCs meyaThio (mpu
HaJIM4YuU TepOoBOil), K CIIpaBKe IPU HEOOXOIUMOCTH MPUIIAraloTCsl KOMMUU JOKYMEHTOB U
BBIMMCKHU U3 TOJJTHHHUKOB

0) mpenceaarenem cyaa, IeIONPOU3BOIUTENIEM U apXUBAPUYCOM

B) 3aBEYIOIINUM CTPYKTYPHOT'O TOJpa3aeeHuUs

8. ApXxuBHafl BBIIHCKA NPEACTABJIAET COOOM:

a) BBINTKMCKA U3 MPUKa3a

0) hparMeHT TeKCTa TOKyMEHTa

B) TTOJTHBIC KOTTUH O(OPMIISIOIICH M 3aBEPSIONICH YacTel JOKYMEHTA U JIOCTIOBHBIC
KOIIMH €T0 COJAEPKATEeTbHON YacTH (TEKCTa)

9. ApxuBHaf cIpaBKa 3ToO:

a) TOKYMEHT, UMEIOIIHI MOATBEPKICHNE UCTOPHUUECKUX (PaKTOB

0) TOKyMEHT C 00s3aTEIHbHBIM YKa3aHUEM MTOMCKOBBIX MaHHBIX (Ne omucu, Ne gema, Ne
JIUCTOB)

B) 0pUIINATIEHO 3aBEPEHHBIN JOKYMEHT, UMCIOITUI IOPUINIECCKYIO CHITY U COJICPKAIITHI
cooOmieHune (MoaATBepkKAeHNE) 00 UMEIOIIUXCS B apXUBaX TOKYMEHTAX, CBEICHHUSAX,
OTHOCSIIIUXCS K MIPEIMETY 3arpoca, ¢ 00s3aTelbHbIM yKa3aHUEM OUCKOBBIX JaHHBIX (Ne
onucu, Ne nemna, Ne 11ucToB)

10. Ha III ApxeoJIOrHYeCKOM Che3le NPEeNI0KII C031aTh B _CTPaHE CHCTEMY
IEHTPAJLHBIX M MECTHBIX HCTOPHYECKHX APXHBOB.

a) Kamauer H.B.

0) Bapagunos H.B.

B) Karkos M.H.

11. Kakoii apxuB B 3TOM Nepe4yHe ABJAETCS JUIHUM?

a) MOCKOBCKUIA ITaBHBIN apXuB MUHHCTEPCTBA HHOCTPAHHBIX JEIT

0) l'ocynapcTBenHbIi apxuB MUHHCTEPCTBA HHOCTPAHHBIX €T

B)BuiieHCKUI apXUB IPEBHUX aKTOB

12. ApxuBHbIe J10KYMeHTBbI 10 XVIII B.uCn01b30BaTHCH JIfA:

a) MPaKTUYECKUX TIOTPEOHOCTEH YUPEIKIECHU, CBETCKUX U IIEPKOBHBIX (€0/1aJI0B

0) AU HanMCaHUS JIETOHCEH

B) JUTSI ITyOIMKAIUKA TOKYMEHTOB

13. B__ngomerpoBckoe BpeMsl JIOKYMEHTbI, He WCIOJIb3VIIHECH B TeKYIIEeM
AeJ0NPOU3BOACTBE, XPAHUIUCH B...

a)KHSKECKUX COKPOBHUIIHUIIAX

0) Xpamax U IEPKBIX

B) apXuBax

14. 14.Ha cMeHy KoJLIerMsIM NPUILIM MUHUCTEPCTBA B roay

a) 1802

6) 1795

B) 1807

15. Ykaxure cpeiau nepevyncJeHHbIX HCTOPHYECKHEe apXUBbI, co31aHHble B XIX Beke.
a) Pa3panno-Cenarckuii apxus

0) XapbKOBCKUI UCTOPUYCCKUIN apXUB

B) MockoBckuii apxus Kosuierun MHOCTpaHHBIX A€l

16. ApXMBHBIH JOKYMEHT —

a) MaTepUaJbHbI HOCUTEID c 3a()UKCUPOBaHHONW  Ha HEM MCTOPHYECKOM
nH(popMaluen, KOTOPHIH MOAJICKUT BEYHOMY XPAHCHHIO
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0) JOKYMEHT JIOCOBETCKOTO Meprojia

B) MaTepHaIbHBIM HOCUTENH C 3a(DUKCHPOBAHHON HA HEM MH(POPMAIIHEH, KOTOPBIA UMEET
PEKBHU3UTHI, TIO3BOJISIONIUE €TO UACHTU(DHUITUPOBATE, H MOJICKHUT XPAHEHUIO B CUITY
3HAYUMOCTH YKa3aHHBIX HOCUTENS U UH(OpMaLMK JUIs rpaXkaaH, oOILIecTBa U rocyAapcTBa
17. LOKYMEHTHI 110 JJUYHOMY COCTABY —

a) apXMBHBIE IOKYMEHTBI, OTPa)KaIOIUeE TPYI0BbIe OTHOLICHHS paOOTHUKA C
paboTtonarenem

0) TUYHBIC Jena paOOTHHUKOB OpraHU3aIH

B) apXMBHBIEC JOKYMEHTBI, TOAJIEKAIME BEYHOMY XPAHEHHUIO

18. dokymeHT ApxuBHOro ponaa Poccuiickoii Pegepannu —

a) MaTepuaJbHbI HOCUTEIb ¢ 3a)UKCUPOBAHHON Ha HEM WH(OpMaIuen, KOTOPbIi UMEeeT
PEKBHU3UTHI, TIO3BOJISIONIUE €TO UACHTU(DUITUPOBATE 0) ApXUBHBIA JOKYMEHT JOCOBETCKOTO
nepuoaa

B) apXUBHBINA JOKYMEHT, MPOIICIIIHNA IKCIIEPTH3Y [IEHHOCTU JOKYMEHTOB,

MOCTABJICHHBIN Ha TOCYIaPCTBEHHBIN YUeT U MOAJIEeKANIl TOCTOSITHHOMY XPaHEHHUIO

19. ApxwuBHblii GoHx —

a) KOJUIEKIIHS apXUBHBIX IOKYMEHTOB IO OIPEEICHHOI TeMe

0) COBOKYIMHOCTH apXUBHBIX JOKYMEHTOB, MCTOPHYECKU WM JIOTHUECKU CBSI3aHHBIX
MEXIy cO00M

B) COBOKYITHOCTb apXHBHBIX JJOKYMEHTOB, XPAHSIIASACS B OTJICIIHHOM apXUBHOM
YUpEeXKIECHUU

20. BpemMeHHOe XpaHEHUE APXUBHBIX JOKYMEHTOB —

a) XpaHEHHUE apXUBHBIX JTOKYMEHTOB B apXHBE OpraHU3alluu

0) XpaHeHUE apXUBHBIX TOKYMEHTOB JI0 UX YHUYTOXXCHUS B TEYCHHE CPOKOB,
YCTaHOBJICHHBIX HOPMATUBHBIMU IIPABOBBIMH aKTaMU

B) XpaHeHHe JOKyMeHTOB ApxuBHoro Gounaa Poccuiickoii @eneparuu 63 onpeaeieHus
Cpoka

21. QOCHOBHBIM 3aKOHOM B 00JIacCTH apxXMBHOro jaeja B P® B HacTosiniee BpeMs
SIBJISIETCS:

a) OcHoBbl 3akoHOnaTenbcTBa Poccuiickoit deneparuu 06 ApxuBHOM (QoHIE
Poccuiickoit @eneparuu 1 apxuBax ot 7 uroiis 1993 r.

6) Koncrutynus PO

B) ®enepanbHbiii 3aK0H OT 22 okTAOps 2004 r. Ne 125-03 "O6 apXxuBHOM Jee B
Poccuiickoit ®eneparun"

22. @PoHaMpOBaHHE —

a) ompejesieHne,  yTouHeHHWe  (OHAOBOM  NPUHAUIKHOCTH  ApPXUBHBIX
JOKYMEHTOB M XPOHOJIOTUYECKUX IPAHULl ApPXUBHBIX (POHJIOB

0) u3y4eHne JOKYMEHTOB Ha OCHOBAHUU KPUTEPUEB UX IEHHOCTH

B) co3qaHue B apxuBe GoHIa 0CO00 IEHHBIX TOKYMEHTOB

23. QOo0ecneyeHue COXPAHHOCTH APXUBHBIX JOKYMEHTOB —

a) KOMIUJIEKC MEPONPUATUN MO CO3JaHUI0 HOPMATUBHBIX YCIOBUMN, COOIIOICHHUIO
HOPMATUBHBIX PEXHMOB M HaJJIeXallleld OpraHu3allid XPaHCHHUS apPXUBHBIX OKYMEHTOB,
UCKJTIOYAIONINX MX XUIIEHHE W YTpaTy U o0ecrnedyuBaroluX MOJAEpKaHUEe UX B HOPMAIbHOM
(U3UYECKOM COCTOSIHHH

0) KOMIUIEKC MEPOIIPUATUH 110 0OecTiedeHUI0 (PU3NIECKON COXPAaHHOCTH JIOKYMEHTOB

B) o0ecriedueHre MPOTUBOMOKAPHOTO, OXPAHHOTO, TEMIIEPATYPHO-BIAXKHOCTHOTO,
CBETOBOI'0 U CAHUTAPHO-TUTHUEHUYECKOTO PEKUMOB

24. B apxuBOXpaHWJIHWIIE APXUBHBIX JOKYMEHTOB HA OYMAKHOH OCHOBE HOPMATHBHbI
TeMIIePATYPHO-BJIAKHOCTHBIH Pe:KUM —

a) remneparypa 20-22°C, oTHOcUTEIbHAS BIaXXHOCTh Bo3ayxa 50-55%

0) Temnepatrypa 15-17°C, oTHOCUTeNbHAS BIAXXHOCTh Bo3ayxa 40-45%

B) Temmnepatypa 17-19°C, otHocuTenbHas BIaxkHOCTb Bo3ayxa 50-55%
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25. ApxuBHbIii mupp

a) HOMep apXUBHOTO JIeJia, COIeP KAIero JOKYMEHThI Ha OyMaXXHOW OCHOBE

0) 0003HaYCHIE, HAHOCUMOE Ha KOKIYI0 SIUHUILY XPaHEHUS C IIeNIbI0 00ECIICUCHHS €¢
ydeTa u UAeHTU(QUKaIK

B) 0003HAYCHHE, HAHOCUMOE Ha KOXKAYIO0 SIUHUILY XpaHEHUSI CEKPETHBIX apXUBHBIX
JIOKYMEHTOB

26. OCHOBHBLIMH €IMHMIAMY YY€Ta APXUBHBIX JOKYMEHTOB SIBJASHOTCS —

a) apXUBHBIN (OHI ¥ €IUHUIIA XPAaHEHUS

0) apxuBHBII (OHI U ApXUBHAS ONTUCH

B) apXUBHBIN (DOH]T M ApXUBHBIN TOKYMEHT

27. EauHuna XpaHeHHs 3TO —

a) ¢puznyeckn 000COOICHHBIE APXUBHBINA JOKYMEHT WJIM apXUBHBIE JOKYMEHTBI

0) apXuBHBIN (OH]T

B) apXMBHas OIUCh

2 Yactp

1.  OmpenenuTe CpPOKM XpaHEHUS OTIEIbHBIX BUAOB JOKYMEHTOB C YKa3aHUEM HOPMBI
3aKOHOJATENHCTBA (CM. CIIPaBOYHAsSI TA0JIHIIA).

2. BrimonHuTe cXeMy paldoOHaIBbHOTO pa3MelieHUs O(GHCHOW TEeXHUKH, 000pYIOBaHUS W
pabouero Mecra apXuBHUCTA.

3. VYkaxuTe pacnoiokeHHE JOKYMEHTOB Ha CTEJIJIaXKe C yKa3aHHEeM HEOOXOAUMBIX pa3MepOB
CTeJIaxa.

4. [Tpubopsbl mokazasu, 4To TeMIepaTypa B XpaHuiuie 27°, OTHOCUTEIbHAs BIaXXHOCTh 41%.
Haiitu abcomoTHyI0 BIa)KHOCTh BO3/1yXa.

5. Temmneparypa B nomemennu 21°, abconroTHas BIaXHOCTh 12 /M. HaiiTi OTHOCHTETBHYIO
BJIAKHOCTb.

6.  3amomHuTe 3aka3 (TpeOOBaHWE) HA BBIAAYY [T B YUTAIBHBIA 321 U COTPYJAHHKY
OpraHu3aiyu (CM. MPUIOKECHHE).

7. Odopmure axT O BbIJaU€ A€ BO BPEMEHHOE IOJIb30BAHHE APYTUM OpTaHU3alusM (CM.
IIPUJIOKEHUE).

8. 3apeructpupyiiTe BbIauy JOKYMEHTOB M3 XpPaHWJIHUINA B KHUTE BbIIAYU JOKYMEHTOB (CM
IIPUJIOKEHUE).

9 3anoiMHUTE KapTOUKY MOCTEIIIAKHOTO TOMOrpaduIeckoro yka3aress.

10. CocTraBuTb aKT IPOBEPKU HAIIMYMS U COCTOSHUS aPXUBHBIX JJOKYMEHTOB.

11.  CocTaBHUTb aKT O HEMCIIPAaBUMBIX MTOBPEKICHHUAX TOKYMEHTOB.

12.  CocraBUTh aKT 0 HEOOHAPYKEHHUH JIeN, ITyTH PO3bICKA KOTOPBIX MCUEPIIaHBL.

13.  OdopMuTh aKT O BBIICTIEHUN K YHHUYTOXKECHHUIO HAYYHO-TEXHUUECKONU TOKYMEHTAITUH.
14.  CocraBuTh 3aKka3 Ha Bblauy JJOKYMEHTOB COTPYIHUKAM OpraHU3al1u.

15. CocraBneHue KapTOUYKU MOPOHIOBOTO TONOTPaAdUUECKOTO yKa3aTeIsl.

16. 3anonaHUTH KapTOUKY y4€Ta IBMIKEHUS HAYUYHO-TEXHUUYECKOMN TOKYMEHTALIUN.

17.  CoctaBuTb 00JIOKKY JeIa.

18.  CocTaBUTh JIMCT ONUCH NIEKTPOHHBIX TOKYMEHTOB IIOCTOSIHHOI'O XpPaHEHUS

19. 3anoiaHUTH KHUTY y4eTa MOCTYIJICHUH U BBIOBITHS JJOKYMEHTOB.

20. Odopmurs nuct GoHaa

21.  Odopmuts KapTOUKy QoHIA

22. 3anoJaHUTH JUCT-3aBEPUTEND JIEa.

23. 3anojgHUTh KapTOYKY MOJIb30BATENS

24. 3anonaHUTH XKypHaJl PETUCTPALMU BBIJAHHBIX KOIHMH, BBIIIUMCOK, CIIPABOK, TEMAaTHUYECKHUX
MaTepuasoB.

25. Co3parh nIpHKa3 O BbIACIEHUH JTOKYMEHTOB U A€ K YHUUTOKEHUIO.

26. CocTaBUTh aKTa IpUeMa-Mepe1adn Mpyu CMEHE PYKOBOJUTENS apXH1Ba.

27. 3anoJHUTH KAPTOUKY y4yeTa paboThI Cy/a.
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