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@DOHJT OLIEHOYHBIX CPEICTB PEIHA3ZHAYEH IS IPOMEKYTOYHOM aTTeCTaluu
OLIGHKH pe3yibTaToB ocBoeHust yueOHor muctuminael MJIK 01.01 Cynebnoe
JIEIONPOU3BOACTBO, oOydaromumucs no creunanbHocTu: 40.02.03 IlpaBo wu
Cyl1e0HO€ aIMUHUCTPUPOBAHHUE.

Opranuzanus-pa3padoTUUK: Yebokcapckuit WHCTUTYT (unman)
dbenepaabHOro rocyJaapcTBEHHOIO0 aBTOHOMHOI'O 00pa30BaTEIbHOTO YUYPEKIICHUS

BLICIIICTO O6[2&30B8,HI/I51 «MOCKOBCKUN MOJAUTEXHUYCCKUI YHUBCPCUTCT»

Pa3zpabotunku: AnekceeB Cepreil AHATOIbEBUY, KAHAMAAT IOPUAMYECKUX
HayK, ToLeHT kadeapsl [IpaBo

®OC onobpen Ha 3acemanuu kadenapsl «IIpaBoy» (mpotokon Ne 2. ot 16.10.

2021).




IHosicHuTeILHAA 3aIHCKA

®onn onenouHsix cpenacts no gucrumummae MK 01.01 «Cynebroe
JEJIONPOU3BOACTBO» TOATOTOBJIEHBI B COOTBETCTBMM C TpeboBaHusmu PI'OC
CIIO mno wnampaBnenutro noarotoBku 40.02.03 IlpaBo u cyaeOHOe
aJMUHUCTPUPOBAHUE, YTB. IPUKa30oM MuHUCTEpCTBAa 0Opa3oBaHusi U Hayku PD ot
12.05.2014 1. Ne 513, a rtakxke c TpeOoBaHUSIMU TNpuKaza MuUHHUCTEpCTBa
npocsemienust PO or 24 asrycra 2022 r. Ne 762 «O6 ytBepxknenun Ilopsnka
OpraHu3allid M  OCYIIECTBJIECHHUS  OOpa30BaTEIbHOM  JAESITENHOCTH IO
o0pa3oBaTeIbHBIM MPOrpaMMaM CPETHETrO MPOPECCHOHATILHOTO 00Pa30BAHUSI.

B coorBerctBun ¢ tpeboBanusimu PI'OC (GoHABI OIIEHOYHBIX CPEJCTB
Npu3BaHbl CHOCOOCTBOBATh OlLieHKE KauyecTBa. OllEHKa KauyecTBa IMOATOTOBKH
00yyaroluXcs U BbIITYCKHUKOB OCYIECTBIISIETCS B IBYX OCHOBHBIX HalPaBJICHUSX:

- OLIEHKA YPOBHS OCBOEHHUS TUCLUILINH;

- OIICHKA KOMIIETEHIUH 00y4YarouXCs.

@OHIBl OLEHOYHBIX CPEACTB MNPU3BAaHbl OLEHUTh YMEHHs, 3HaHUA,
MIPAKTUYECKUNA OMBIT U OCBOEHHBIE KOMIIETEHLIMM IO pPE3yJibTaTaM OCBOCHHUS
y4eOHBIX TUCUHUILUIMH U NPOo(deCcCHOHATBHBIX MOIYJIEH.

@DOHJIbI OLIEHOYHBIX CPEACTB pa3pabdOTaHbl JJis aTTeCTALMU O0YYarolUXCs
Ha COOTBETCTBUME HX MEPCOHAIBHBIX JOCTHIKEHHUHM IIO3TAlHBIM TPEOOBAHUIM
OpOrpaMMbl MOJATOTOBKH CIHEHUUATUCTOB CPEJAHEr0 3BEHA [0 CHEUUaTbHOCTH
40.02.03 «lIpaBo u cyaeObHOE aAMUHUCTPUPOBAHME» (TEKYIIUH KOHTPOJb
YCHEBAEMOCTH U MPOMEKYTOUHAS aTTECTALIHS)

B cootrBerctBun ¢ TpeboBanusMu DI'OC YebGokcapckuM HMHCTUTYTOM
(¢punmanom) MOCKOBCKOTO MOJIMTEXHUYECKOTO YHHUBEPCUTETA [UIsl aTTeCTalllH
oOyJaroluxcs Ha COOTBETCTBHE HUX NEPCOHAIBHBIX JIOCTHXKEHUHN MO3TaIlHBIM
TpeOOBaHUSIM  COOTBETCTBYIOIIEH MpPOrpaMMbl  TMOJATOTOBKM  CIIELUAIHCTOB
CpeIHEro  3B€Ha (TEKYIUMH KOHTPOJIb YCIIEBAEMOCTH U IMPOMEXYTOUHAS
aTTecTanus) pa3paboTaHbl (POHIBI OLIEHOYHBIX CPEACTB, MO3BOJISIIOIIUE OLICHHUTH
YMEHUS, 3HAHUS, MPAKTUYECKHI OIBIT 1 OCBOEHHBIE KOMIIETEHIUU.

B coorBerctBun ¢ Ilpukasom MuHucrepcrBa npocsenieHuss PP or 24
aBrycra 2022 1. No 762 «OO6 yrtBepxknenuu Ilopsaka opraHuzanud u
OCYUIECTBJIEHUSI  00pa3oBaTEIbHOM  JEATEIBHOCTH 1O  00pa3oBaTeIbHBIM
nporpaMMmaM  CpeQHero  npo(eccHOHaNbHOTO  O0pa3oBaHUA»  OCBOCHHE
o0pa3oBaTeIbHON MPOrpaMMbl CpeHET0 MpodeccroHansHOro 00pa3oBaHusl, B TOM
yucie OTJENbHOM 4YacTHM WM Bcero oObemMa ydeOHOro mnpeaMmera, Kypca,
JUCLUMILTUHBI (MOJyJis1) 00pa30BaTeNIbHOM MPOTrpaMMBbl, COMPOBOKIAETCS TEKYIIUM
KOHTPOJIEM YCIIEBAEMOCTH M IPOMEXKYTOUYHON arTecTanueil oO0ydarommxcs.
@opMBbI, MEPUOJUYHOCTH M MOPSJAOK MPOBEACHHUS TEKYLIET0 KOHTPOJIA
YCIEBAaEMOCTH W TMPOMEXKYTOUYHON aTTecTalluu OOYYaIOIIUXCS ONpEeAeIsIoTCs
o0pa3zoBaTeIbHON OpraHu3alie CaMOCTOSITENBHO.



Ha3nauenmue:

1.IMACIHHOPT KOMIUVIEKTA OHEHOYHBIX CPEACTB

@OHJT  OIIEHOYHBIX  CPEJCTB

npeaHa3HAuYCH

JIISL

IPOMEXKYTOYHOM aTTeCTalluy Pe3yIbTaTOB OCBOCHUS yueOHOU nucturuinabl MJIK
01.01 CynebHoe aenonpon3BoICTBO oOydaromumMucs 1o crennanbHoctu: 40.02.03
[IpaBo u cyaeOHOE aIMUHUCTPUPOBAHKE.

YpoBeHb NOATOTOBKHU: 0a30BBIHA
dopmMa KOHTPOJISI: DK3aMEH 10 MOIYJIIO
YMeHus1, 3HAHUS U KOMIIeTEHIIHH, MO/JIeKalllie MPOBepKe:

Ne HaumenoBanue MeTtox KOHTPOJIA
Komnerenunu

IK OcymectBiath paboTy ¢  3asBieHusIMH, | OTBeT Ha  BOIPOCHI

1.1. KaJo0aMH M UWHBIMH OOpalEHUSAMHM TpPaXJaH U | 9K3aMCHA [0 MOIYJIIO
OpraHM3aIlfii, BECTH MPUEM TIOCETUTENIEH B Cy/Ie.

[1K [TonnepxkuBaTh B aKTyaJdbHOM COCTOSIHHM | OTBET Ha BOIPOCH

1.2. 0a3pl HOPMATUBHBIX IMPABOBBIX AKTOB U CYACOHOM | 3K3aMEHA [0 MOYJIIO
MPAKTUKH.

IK ObecnieunBath  pabory  oprrexHukd ¥ | OTBeT Ha BOIPOCHI

1.3. KOMIIBIOTEPHOM TEXHHKH, KOMIIBIOTEPHBIX CETEH M | 9K3aMCHA 110 MOJIYIIO
IporpaMMHOro 00ecredeHus CyJI0B, CaliTOB CyJI0B B
UH(POPMAITMOHHOTEIEKOMMYHUKAITHOHHOM CeTH
«nTepuer» (nanee-cetb IHTEpHET).

IIK Ob6ecneunBaTh pabOTy apXuBa Cy/a. OTBeT Ha BOIPOCHI

1.4, 9K3aMEeHa 10 MOTYJTIO

IK OcylecTBIATh BEJICHUE cynebOHol | OTBeT Ha BOMPOCH

1.5. CTaTUCTUKA Ha OyMaXHbIX HOCHUTEISX M B | DK3aMEHa I10 MOMYIIIO
3JIEKTPOHHOM BH/JIE.

IIK OcylIecTBIATh IPUEM, PETUCTPALMIO, YU4eT U | OTBeT Ha BOIPOCHI

2.1. XpaHECHUE CyAeOHBIX Jien, BEILECTBEHHBIX | 9K3aMEHa 110 MOTYJIO
JI0Ka3aTeNbCTB U JIOKYMEHTOB.

IIK OcylecTBIATh odopmiieHUE nen, | OTBeT Ha BOIPOCHI

2.2. HA3HAYEHHBIX K CyJIeOHOMY pa30MpaTenbCTRY. 9K3aMEHa 110 MOJIYJIIO

IIK OcylecTBIATh W3BEILECHNUE autl, | OTBeT Ha BOMPOCHI

2.3. YYaCTBYIOIIMX B CyneOHOM  pa30uparesibCTBE, | 9K3aMeHa 10 MOIYIIIO

NPOU3BOANTh PACCBUIKY W BpYYEHHE CYICOHBIX
JOKYMEHTOB M U3BEILICHUM.




IIK OcCyHIeCTBIATh PETUCTPALMIO, YUET U TeXHHUecKoe | OTBeT Ha BOMPOCHI

2.4. oopmiileHHe HWCHOJHUTENBHBIX JOKYMEHTOB TIO | 9K3aMeHa IO MOJYJIO
Cy/ICOHBIM JIeTIaM.

YMEHHUA

Y 1. |cocraBiarh  mpoueccyanbHble W ciyxeOHble | OTBET Ha BOMPOCH
JOKYMEHTBl B CBSI3U C OOpalieHuEeM MPUTOBOPA, | IK3aMEHa 10 MOYIIIO
OINPEJEIICHNS U ITIOCTAaHOBJIEHHSI Cy/1a K UCIIOJTHEHUIO
Y HaIIPaBJISITh UX afpecary

Y 2. | BHIIUCHIBATh  HCHOJHUTENbHBIE  JIOKYMEHTHl ¥ | OTBeT Ha BOIPOCH
HAIPaBJISTh UX COOTBETCTBYIOLEMY MOJAPA3IECICHUIO | 9K3aMEHa 10 MOYJIIO
Cy/1cOHBIX TPUCTABOB;

Y 3. | ocywmecTBAsATh ~ KOHTpPOJb  3a  HcnojHeHueM | OTBer Ha BOIPOCH
COOTBETCTBYIOIIETO CYJEOHOr0 MOCTaHOBJICHMUS; 9K3aMeHa 10 MOJIYJIIO

3HAHUSA

31. HOPMAaTHBHBIC NPABOBBIC AKTHI, PETYJIUPYIOLIME OTBer Ha BOIPOCHI
BOIIPOCHI NCTIOJTHEHUS CyI€OHBIX aKTOB; 9K3aMeHa 10 MOJIYJIIO

32. NOPAJIOK BCTYIUIEHUS CYJI€OHBIX aKTOB B 3aKOHHYIO | OTBeT Ha BOIPOCHI
CUITY 9K3aMeHa 10 MOJIYJIIO

33. o0mue mpaBuja oOpameHuss K  UCMIoiaHeHHto | OTBeT Ha BONPOCH
IPUTOBOPA, pelIeHus, onpeaeneHus U | PK3aMEHa [0 MOYJII0
MIOCTAHOBJICHHUS CYa;

34. cnenuduKky oOpalleHus K HCIOJHEHHIO CyneOHbIX | OTBeT Ha BOMPOCHI
AKTOB I10 IPAXJAHCKUM U YTOJIOBHBIM J€JIaM, JiejaM | 9K3aMeHa 110 MOJIYJIO
00 aIMUHUCTPATUBHBIX MTPABOHAPYIICHUSIX

2. KOMIUVIEKT MATEPHAJIOB OIEHOYHBIX CPEACTB I
MPOMEXYTOUYHOM ATTECTAILIUA

B cocraB komIuiekTa BXOIAT 3aaHMs AJI 9K3aMEHYEMbIX (00yJaromuxcs) 1
IaKeT DSK3aMeHaTopa. 3aJaHus BKJIIOYAIOT B ce0s BOIPOCHI K JK3aMEHy IIO
MOJIYJII0, OPUEHTUPOBAHHBIE HA IPOBEPKY OCBOCHHUS KOMIIETEHIIMM.

Ounenka cpopmupoBannoctu komnerenuuu: IK 1.1.
1. YUto o3HayaeT NMoHsITHE «HH(DOpPMAITUS B CYJCOHOM JIETOMPON3BOICTBE)»

2. Kakue Buabl HHQOpMAIIMH UCTIONB3YIOTCS B Cy1€0HOM JIEIONPOU3BOCTBE

3. Kakue nocutenu nHpopManuu UCIOIb3yIOTCS B CYI€OHOM JIETTOTIPOU3BOJICTBE

4. Kakyro ponb urpaet uHGopMaIus B CyJJeOHOM JeTONPOU3BOJICTBE

5. KakoBbl TpeboBanus kK HHGOPMAIMH B CYI€OHOM JIETOTPOU3BOICTBE

6. Kak obecrieunBaeTCsi OTKPBITOCTh U JJOCTYMTHOCTh HH(POPMAIUH B CYZeOHOM mporiecce

7.Yt0  oO3HAuaeT MOHATHE  JOKYMEHTaJbHOM  MHpopMamuu B  cylaeOHOM
JIEJIONPON3BOICTBE

8. Uro mompasymeBaercs moj — rpaduueckod  wHbopmarmenr B cyneOHOM
JIEJIONPON3BOICTBE

9. YTo 03HayaeT NOHATHE IEKTPOHHON MHPOPMALIUH B CyI€OHOM JIEJIONPOU3BOJICTBE
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10. Yto OpeaACTaBIACT co00i MOHATHE BCIICCTBCHHLBIX JOKa3aTCIbCTB B Cy,[[e6HOM

nporiecce

11. Yro moxpasymeBaeTcs moJ yCTHOH nH(popMalel B cyZ1e0HOM JeTI0NpOU3BOICTBE

12. Kakiie MeTOIBI

W TEXHOJOTUU HCIONB3YIOTCS Il O0O0pabOTKM ©W  aHaiu3a

uHpOpMalK B Cy1€0HOM Mpoliecce
13. Yro siBasieTcst mpu3HakaMu WHGOpPMAITUHU B Cy1€O0HOM JICIONTPOU3BOICTBE
14. Kakue 3amauu BEIIONHSAET HHPOpMAIIHS B CyAeOHOM IEJIO0MPOU3BOICTBE
15. Kak ocymiecTBisieTcst cOop 1 aHanu3 HHOpMAIUU B CyIeOHOM Jiene
16. Kak undopMaliis uCoab3yeTcs MPU YCTAHOBICHUU UCTUHBI 11O CYJIeOHOMY JIeTy
17. Kakum oOpa3oMm uHpopMaius MoMoraeT 3allldiiaTh MpaBa U HHTEPECHl CTOPOH B

cyeOHOM Ipoliecce

18. Kak ucnonp3oBanue MHGOpMAIMK BIUSET HA MPUHITHE OOOCHOBAHHBIX U 3aKOHHBIX

CyZeOHBIX peleHHH

19. Kakue ¢hopMbl HHPOpMALIMK UCTIONB3YIOTCS B Cy/1€0HOM JIEJIONPOU3BOCTBE
20. Kak pnoka3zarenbcTBa (YHKIHMOHUPYIOT Kak (opma uHbopManuu B CyJIeOHOM

mporecce
Bomnpoc OTtBer

1.Yto o3HayaeT MOHSTHE Uudopmanus B cyaeOHOM [EIONPOU3BOJICTBE - 3TO JHOOBIE

«uHpopMalsg B CyAeOHOM | JaHHBIC, (AKThl, IOKYMEHTHI M CBEIEHHs, KOTOpPBIE HMEIOT

JIEJIONPOU3BOJICTBE 3HaYEHHE I pacCCMOTPEHUS U paspelieHus cyaeonoro nena. Ona

MOXXET BKJIIOYaTb B €e€0sl IOKa3aHMs CBUJETENICH, 3aKIHOYECHUS
JKCIIEPTOB,  BELICCTBEHHBIE  [10KA3aTEJIbCTBA, IIPOTOKOJIBI
CIICZICTBEHHBIX  JEHCTBUH, CylneOHble pelIeHus U Jpyrue
MaTepHUaJIbl, UMEIOLINE OTHOLIECHUE K JIETy.

2. Kakue Buapl uHpOpMAIu
UCTIONB3YIOTCSI B CyACOHOM
JIeTIONPOU3BOICTBE

MOHO BBIJICTUTH CJICIYIOIINE OCHOBHBIC BHJIBI MH(POPMAIIUH,
KOTOpPBIE UCIIOTB3YIOTCS B Cy/I€OHOM MTPOU3BOJICTBE:

1. JlokyMeHTalIbHAsT WH(OPMAITHS.

2. YcrHas undopmanus.

3. I'paduaeckas napopmanusi.

4. DnexTpoHHast HHGOPMAITUS

5. BeniecTBeHHbIE JOKA3aTEIbCTBA.

3. Kakne HOCHUTEIIH
MH(POPMALINU UCTIONB3YIOTCS B
Cy1Ie0HOM JIeNIONPOU3BOICTBE

Hocurenu undopmaryu B cyaeGHOM J1€10IPOU3BOJCTBE MOTYT
OBITh pa3HBIMH B 3aBUCUMOCTH OT BHJa HWHQOpPMaUH U
TpeOOBaHUI 3aKOHOIATENBCTBA.

JlokymeHTanbHass  WHQOpMAnUs  OOBIYHO  XpaHUTCS  HA
OyMa)KHBIX HOCUTEIISIX, TAKUX KaK CyZeOHbIE peIIeHus], TPOTOKOJIbI
3aceaHuil U apyrue qokyMeHTbl. OHAKO B MOCIIEHEE BpeMsl BCe
OoJblIe JOKYMEHTOB CO3/1a€TCSl U XPAaHUTCA B JIEKTPOHHOM BHJIE,
HampuMep, Ha cepBepax CyAOB WJIH B CHEIHAIH3UPOBAHHBIX
MH(QOPMALMOHHBIX CUCTEMAX.

YcrHas uHpOpMaus (QHUKCHpPYETCsl B MPOTOKOJAX CyIeOHBIX
3acelaHui, KOTOpbIE TaKKe€ MOTYT ObITh Kak OyMa)KHBIMH, TaK U
AJIEKTPOHHBIMH.

I'papuueckas uHpopmanys MOXKET XPAHUTHCS Ha Pa3IUYHBIX
HOCHUTEIISIX, BKIIOYas OyMakKHbIE HOCHUTENH (CXEMBI, YEPTEXKH),
ANEeKTpOHHbIE HocuTenu (rpaduyeckue ¢Gaiipl) U Jaxe B BUIAC
rpadpuyeckux ~ HM300pakeHWH ~ HA ~ BeO-caiiTax  WIM B
UH(QOPMALMOHHBIX CUCTEMAX CY/0B.

OnexkTpoHHass wWHQpOpMAIMA, KaKk MPaBWIO, XPAHUTCS Ha
JIEKTPOHHBIX HOCUTENSIX JaHHBIX, TAKUX KaK JKECTKHE JMCKH,




(rem-HaKOMUTEN, ONTHYECKHUE TUCKU U JIPYTHE.

BemecTBeHHBIE 0KAa3aTENbCTBA XPAHATCS B  CIICIIMAIBHBIX
MOMEIIEHUSIX WIM KaMepax XpaHEHUs CYJOB J0 MOMEHTa UuX
WCTIONIh30BaHUA B CyAeOHOM TIpolecce WIM Tepenayd  Ha
JKCIEPTHU3Y.

4. Kakyto poJib
uHpopManus B
JIEJIIONPOU3BOICTBE

UrpaeT
CylieOHOM

urpaeT  KIIOYEBYI0 poib B  CyJeOHOM
nenonpousBoacTse. OHa SBISIETCS OCHOBOM JUIsl MPUHSTHA
pelIeHni CyAOM, IIOMOTaeT YCTaHOBUTb HCTHHY IO [Ely,
3alMINaeT MpaBa U MHTEpechl CTOpoH. be3 mHpopmanmu cyn He
CMOXET BBIHECTH 3aKOHHOE M 0OOCHOBAaHHOE PELIECHUE.

WNndopmanus nomkHa OBITH TOCTOBEPHOH, IMOJHOW U TOYHOM.
OTO MOMOTaeT CyAy NPUHATh BEPHOE PEIICHUE U 3aILUTUTh IpaBa
CTOPOH.

Taxke mHpOpManus IOKHA OBITH OTKPHITOM M TOCTYNHOM.
OTO NO3BOJSET CTOPOHAM IPEJCTaBUTh CBOM JOKA3aTeIbCTBA U
apryMEHTBbI, @ TAK)K€ KOHTPOJIMPOBATh CyA€OHbIH MpolLecc.

Nudopmarus

5.KakoBbl  TpeboBaHHA K
uHpopmaiuu B cyacOHOM
JIeITOTIPOU3BO/ICTBE

K uHpOpMAITUN B CyIeOHOM JIeITOTIPOU3BOICTBE
NPEABSBISIOTCS CICIyIOIUe TPeOOBaHUS:

JlocToBepHOCTh - WH(pOpMAIUS JODKHA OBITh TPOBEpPEHA H
NOJATBEPXKIICHA  COOTBETCTBYIOIIUMHU JOKYMEHTaMHU 17001
CBUJICTEITHLCTBAMM.

[MonHOTA - MHPOPMAITUS JOJDKHA CONIEpKATh BCe HEOOXOTUMbIE
JAHHBIC JUTSL IPUHATHS PEIICHUS TI0 JCITy.

AKTyanbHOCTh - WH(OpMAIUS JOJDKHA OBITh aKTyaJbHOW Ha
MOMEHT €€ HCIIOJIb30BaHMs B CyIeOHOM IpoIiecce.

SIcHOCTPD - MH(pOpMaNUs JOKHA OBITh M3JI0KEHA TOHSITHBIM H
JOCTYTTHBIM SI36IKOM, 0€3 JIBYCMBICIICHHOCTH.

OOBEKTUBHOCTh - WH(MOpPMAIMs JOJDKHA OTpa)kaTh peaibHOEe
MIOJIOXKEHHUE J1eN1, 0€3 UCKaKECHUH U MPEIB3ATOCTH.

3akOHHOCTh - UWHpOpPMANHUsA JIOJKHA  COOTBETCTBOBATH
3aKOHO/IATEILCTBY M HE HAPYMIATh MPaBa U CBOOOIBI TPaK/IaH.

6. Kak oOecrieunBaeTcs
OTKPBITOCTh M JIOCTYIHOCTH

OTKpBITOCT U JOCTYHNHOCTh HMH(OpMauu B CyAeOHOM
nporecce 00eceunBaeTCs CIeyIOIINMI MEpPaMH:

uHpOpMaLMu B  CyAeOHOM Bce cynebHble pemieHMs M MPOTOKOJBI CyIEOHBIX 3aceJaHui
nporecce SBJISIFOTCS OTKPBITBIMU U IOCTYITHBIMHU ISl OOILIECTBEHHOCTH.
CropoHbl cyneOHOro Impolecca UMET MpaBO Ha MOJy4YeHHE
BCEil He00X0AMMOM HH(POPMALIUH JIJIsI 3AIIUTH CBOUX HHTEPECOB.
Cynbl  00s3aHBl  IPENOCTaBIATH HMHMOPMALUIO O XOje
PaccMOTpEHHUs Jiea U IPUHATHIX PEILICHUSX.
Joctyn k MHpOpPMauM MOXXET ObIThb OrpaHUYEH TOJBKO B
CIIy4asiX, IPeayCMOTPEHHBIX 3aKOHOIATEIbCTBOM.
7.YTt0 O3Ha4aeT IOHSITHE JlokymeHTanbHast UH(pOpPMAIMS - 3TO MUCbMEHHBIE T0KYMEHTHI,
JIOKYMEHTaJIbHON Takue Kak cy7eOHbIe pelleHus, IPOTOKOJIbI Cy/IeOHbIX 3ace/laHuM,
uHpOpMAaLMU B  CyAeOHOM | 3aKJIFOUYEHHUS SKCIEPTOB U JIpPyrHe JOKYMEHTBI, KOTOPbIE HUMEIOT
JIEJIONIPOU3BO/ICTBE IOPUAMYECKYIO CUITYy M UCHOJIb3YIOTCS B KAUECTBE J10KA3aTEIbCTB B

cyJeOHOM mpoliecce.

8. Uto moapa3zymeBaeTcsi Moj
rpaduueckoil nHGOpMaruei B
Cy1e0HOM JIETOTIPOU3BOICTBE

I'padpuueckass wHGOpMAIMS - O5TO H300pPAKEHUS, CXEMBI,
YepTeXXu W Jpyrue rpaduveckue MaTepuasibl, KOTOPbIE MOTYT
WCIIONTh30BaThCA B KAYECTBE JIOKA3ATENbCTB WM WJUTFOCTPAIMHA K
MOKa3aHUsIM CBHUJIETEICH U HKCIIEPTOB.

9.Yt0 o03HayaeT MOHATHE
AJIEKTPOHHON WH(MOpMALUU B

OnekTpoHHas WHGOpPMalLKsi - 3TO JaHHBIE, XpaHAILIUECS Ha
3JIEKTPOHHBIX HOCHUTEIISIX, TAKUE KaK 3JIEKTPOHHbIE MMUChMa, ayH0-
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Cy/1IeOHOM JIeIIOTIPON3BOICTBE

u Buaeozanucu, Gortorpapuu u apyrue (aisibl, KOTOpbIE MOTYT
OBITh MCIIOJIH30BAHBI B KAYECTBE JJOKA3ATEIbCTB B CYJIE.

10. Yro mnpexacraBisger co0oii
HOHSTHE BEICCTBEHHBIX
JIOKa3aTelnbCcTB B CyJAeOHOM
nporecce

BemecTBeHHbIE 10Ka3aTeNbCTBA - 3TO IIPEAMETHI, KOTOPBIE
HEIOCPEICTBEHHO CBA3aHBl C PACCMATPUBACMBIM JIE€JIOM U MOTYT
CIIY’KUTb JI0KA3aTEIbCTBAMU BHUHBI MJIM HEBUHOBHOCTH CTOPOH. K
HUM OTHOCATCS OPYIHUs NPECTYIUICHUS, IPEAMETBI, ITOCIYKUBIINE
NPUYMHON ymiepOa, U Apyrue NpeaMeThl, IMEIOIINe 3HaYeHUe IS
Jena.

11. Yto nmoapazymeBaeTcsi 1oJ
ycTHOM  uHpopmanmend B
Cy/1e0HOM JIEJIOTIPOU3BOICTBE

YcTHas uHGOpMAIHS - 9TO TTOKa3aHUs CBUICTENCH, O0bSICHeHUS
CTOPOH MW JpPYTrMX YYaCTHHKOB CyAeOHOrO mpolecca, KOTOPBIC
JaroTCs B YCTHOU (popMe n PUKCHPYIOTCS B IPOTOKOJIE CyAEOHOTO
3ace/laHusl.

12. Kakune METO/IbI Hu

TEXHOJIOTHH  HCIOJIb3YHOTCS
JUIsT  00pabOTKM W aHaIM3a
uHbpopMaluu B CyAeOHOM
mporecce

Jliist 00paboTKM 1 aHaM3a MHPOPMAIUH B CyIeOHOM Tporiecce
UCTIOJIB3YIOTCSI pa3InvHbIe METOIBI U TeXHOIOTHH. Harnpumep, st
aHaJInu3a TEKCTOBBIX AOKYMCHTOB HCIIOJIB3YIOTCH METOAbI
MaIMHHOTO OOYYEeHHUs W aHanu3a Tekcta. Jsl aHanm3a ayauo- u
BUICO3AIMCEH HCIOJB3YIOTCS CIENHabHBIE MPOTPaMMBI IS
pacro3HaBaHWs peYd W JHI. TakKe HCIOIb3YIOTCS CHCTEMBI
ABTOMATHYCCKOTI'O NMEPCBOJA JOKYMCHTOB Ha JPYT'UC SA3BIKH.

13. Yto sABnseTCs NpU3HAKaAMU
uHbpopMaluu B cyAeOHOM
JEIIONPOU3BOICTBE

[Ipu3znaku napopmanuu B cyaeOHOM AETIONPOU3BOJICTBE:

-JloctoBepHOCTh - MHpOpManus nomkHa ObITH MPOBEpEHA U
MIOATBEPK/I€HA JOKYMEHTAMH UJIU CBUIETEIbCTBAMM.

-ITomrmota - UWudopmamuss  gopKHA — COAEpIKaTh
HE00XO0/IMMBbIE JAHHBIE AJIS IPUHSTUS PELICHUS 10 AeTy.

-AxtyanpHocTh - MHpopManus nomkHa OBITh aKTyalbHOM Ha
MOMEHT €€ UCIIOJIb30BaHUs B Cy1eOHOM IpoLiecce.

-SlcHocth - IHpopmarus nomkHa ObITh U3JI0KEHA MOHITHBIM U
JOCTYIIHBIM SI3BIKOM.

-O0bekTUBHOCTH - MHpopManus A0mKHA OTpa)xkaTh peajbHOE
10JIO’KEHUE eIl

-3aKOHHOCTh -
3aKOHOJAATEIIbCTBY.

OTtkpbITOCTh - Cy1e0HBIE pelIeHUs] U MPOTOKOJIBI JIOJHKHBI OBITH
OTKPBITBIMU /7151 OOILIECTBEHHOCTH.

BCC

Wudopmanns J0JKHA  COOTBETCTBOBATH

-JloctynHocte - CTOpoHBI mpolecca MMEIOT IpaBO Ha
noJiy4eHrue uHGopMaIuu.
-Cyapl  00s3aHBI  TIPENOCTABIATH HMHGOPMAIIMIO O  XOJe

paccMOTpEHUs JEll.
-Mcnonp3oBaHue TEXHOJOTUH M METOAOB Uil 00paboOTKU U
aHaian3a MH(QOpPMAIHH.

14. Kakue 3agaum BBIITOJHSAET
uHpopManuss B CcyAeOHOM
JIeTIOTIPON3BO/ICTBE

3amaun:

- YcTaHOBIIEHUE UCTHUHBI 110 AETy.

- 3amMTa npaB U UHTEPECOB CTOPOH.

- [IpunATHE 0O0CHOBAHHBIX U 3aKOHHBIX PELICHUH CYI0M.

- COop u aHaNMM3 JOKA3aTEIbCTB.

- KonTpons 3a cyae6HbIM mporeccom.

- O0ecnieyeHre OTKPHITOCTH U JOCTYITHOCTH MH(POPMAIIH.

- Hcronp3oBaHue TEXHOJNOTHH A OOpabOTKM W aHalu3a
JTAHHBIX.

15. Kak ocymectBasiercs coop
U aHanu3 uHOpMAIMU B
CyicOHOM Jere

Coop w anHanm3 wuwHpOpMAIMK B CcyaeOHOM  Jerne
ocymiecTBisieTcss CyaeOHbiMA opranamu. Cynpd COOHpArOT BCe
JOCTYIIHBIC AOO0KAa3aTCJIbCTBA 110 €Y, AHAJIM3UPYIOT HX H
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MPUHUMAIOT pellieHHe Ha OCHOBE 3TOM MH(popMaru. B HeKoTophIx
ciydasx i coopa M aHanu3a MHPOPMALUU MOTYT NPHUBIIEKATHCS
9KCHEPTHI WU CIIEHUATUCTHI B ONPEIeICHHBIX 001aCTsIX.

Nudopmanus, ucnonp3yemass NpH YCTAaHOBICHHH HWCTUHBI B
CcyneOHOM Jierie, MOJKET BKJIIOYATh pa3INYHbIE THUIBl JaHHBIX,
TaKHe Kak:

Ceugerenbckue mokazaHus: CBHUAETENM MOTYT NPEIOCTaBUTh
uHpopMaUI0 O COOBITHAX, KOTOpPBIE TMPOM3OILIM B  XOJE
cynebHoro pasbuparensctBa. OHH MOTYT TOATBEPAHUTH WIH
ONIPOBEPTHYTh TOKa3aHMs JAPYIMX CBHIAETENCH, a Takxke
MIPEJOCTABUTD JOMOTHUTENbHBIC IETATH U KOHTEKCT.

Jloka3zarenbcTBa: Jloka3zarenbcTBa MOTYT BKJIFOYaTh
¢usnueckue 00beKThl, GoTorpaduu, BUACO3AMUCH, JOKYMEHTHI U
Ipyrue Marepuaibl, KOTOPbIe MOTYT OBITh HCIIOJIB30BAHBI IS
MIOJITBEPKICHUS MJTH OIPOBEPIKECHHUS TIOKA3aHU CBHUICTEICH.

OKCHEpPTHBIE 3aKIIOUCHHS: OKCIEPTHl MOTYT TIPEIOCTaBHTh
CBOM 3HAHUS W ONBIT I OIECHKH JIOKA3aTeNbCTB U
IpENOCTaBICHU ~ MHEHHS [0  BOIpocaM,  TPeOyIOIUM
CHECLMANbHBIX 3HAHWH. OTO MOXET BKIIOYATh TEXHUYECKUE
9KCTIEPTU3bI, IOPUANYECKUE KOHCYJIBTAlMd U OLEHKY CTOMMOCTH
UMYIIECTBA.

CratucTuka: B HEKOTOPBIX CIy4asX CTaTUCTUYECKUE aHHBIC
MOTYT HCIIOJIb30BAThCS JIsi OLCHKH BEPOSTHOCTH ONPEIEICHHBIX
coObITHH WM ToBeaeHHs. Hampumep, craTucTuka MOXXET OBITH
WCTIOJIB30BaHA ISl OIICHKH CTENCHH BEPOSITHOCTH MOILICHHUYECTBA
WITH OTIPEJICIICHHS] BEPOSTHOCTH HPECTYTIIICHUSL.

Wndopmanus u3 OTKPBITBIX HMCTOYHHMKOB: WHpopmanus wu3
OO0ILETOCTYITHBIX HCTOYHHMKOB, TaKMX KaK HOBOCTHBIC CTaThbH,
COLMallbHBIe Menua W OOIIEAOCTYNHBIE  3alHMCH, MOXET
WCTIONIb30BAaThC B KAayeCcTBE JOKA3aTEIbCTB, €CJIM OHA HMMEET
OTHOIIICHHE K JETY.

16. Kak nHpopmanus
UCTIOJIBb3YEeTCs npu
YCTAHOBJICHMH HUCTHUHBI IO
CyIeOHOMY JIeTTy

17. Kakum obpazom
uHpOpMaLUS IIOMOTraeT

3aIMIIATh MpaBa ¥ MHTEPECHI
CTOPOH B Cy/1€0HOM IpolLiecce

Nudopmaiius MOKET MOMOYb 3alIUTUTh TpaBa W HHTEPECHI
CTOPOH CyJeOHOr0O TMpolecca pa3xIMUHbBIMU crocobamu. Bot
HEKOTOPbIE U3 HUX:

CBI/IIIGTCJIBCKI/IG IMMOKa3aHus MOTYT IMOMOYb CTOPOHEC J0Ka3aTb
CBOIO HEBUHOBHOCTH HJI TOJITBEPAUTH CBOM MOKA3aHHUS.

,Z[OK&EI&TCJH)CTB&, TaKUC KaK JOKYMCHTBI, MOI'YT IIOMOYb
JI0Ka3aTh WM OTIPOBEPTHYThH YTBEPKIACHUS CTOPOHBI.

3KCHepTHI)Ie 3aKJIIFOYCHUA MOTYT IIOMOYb CYyAbE TIPHUHATH
MPaBUJIbHOE PEIICHNE HAa OCHOBE MPO(PECCHOHATBHOIO MHEHUSI.

CraTtucTuueckue JaHHBIC MOr'yT TIIOMOYb CYIAbC OLCHUTH
BEPOATHOCTH OMPEIEICHHBIX COOBITHIA UM MOBEICHUS CTOPOH.

Wndopmanmss ©3  OTKPBITBIX HUCTOYHHKOB MOXET OBITH
UCTONb30BaHA  JUIsl  TOATBEPXKIEHUS WU  ONPOBEPIKEHHUS
YTBEPKICHHUH CTOPOH.

18. Kaxk UCIIOJIb30BaHUE
UHPOpPMALIMU  BIHMSIET  HA
OpUHATHE OOOCHOBAHHBIX U
3aKOHHBIX CyneOHBIX
peLeHni

Hcnonbp3oBaHue I/IHCI)OpMaI_[I/II/I MOXECT IIOMOYb CyAbiIM
INpUHHUMATDh 00OCHOBAHHBIE U 3aKOHHEIE pemiCHusA, MpCcaoCTaBIIAA
UM HCO6XOI[I/IMBIC (1)8,KTBI Hn JOKa3aTcJIbCTBA. 9TO MOXKET IMOMOYb
UM OIICHUTH JOKAa3aTCjIbCTBa W ONPCACIIMTb, KaKHWC PCIICHUA
SABJIIOTCST Hanboee CIIpaBCAJIMBBIMU U 3aKOHHBIMH. KpOMe TOro,
HUCITIOJIB30BaHHUC I/IH(l)OpMaHI/II/I MOXET IIOMOYb CyAbE€ TIIOHATH
KOHTCKCT OCJIda U IIPUMHHUMATb PCIICHHUS, KOTOPLIC YUYHUTBIBAIOT BCC
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00CTOSITENILCTBA.

19. Kakue

dhopmbl

UH(OPMALIUU UCTIONIB3YIOTCS B
CyZeOHOM JIeNOIIPOM3BOCTBE

@opmbl  UHQOpPMAIMK,  HCHOIB3yeMOH B CylneOHOM
JIEJIONPOU3BOCTBE, MOTYT OBITh Pa3JIMYHBIMY U BKIIFOYAIOT B CeOsI:

CBueTenbcKue MoKa3aHus

JlokazatenbcTBa (pusndeckue oOBEKTHI, Gororpaduu, BHIEO,
JIOKYMEHTBI | T.]1.)

DKCIEPTHBIC 3aKITIOYEHUS

CraTtuctuka

Nupopmanus U3 OTKPHITBIX HCTOYHUKOB (HOBOCTHBIC CTAThH,
colMaJIbHbIE CETH, OOLIEAOCTYIHbIE 3aIUCH U T.1.).

20. Kak

JOKa3aTcJIbCTBa

(GYHKIMOHUPYIOT Kak (opma

UHpOpPMALIUU
nporecce

B cyacOHOM

JlokaszarenbcTBa SABISIOTCS onHOW 3 (opm wuHDOpMAaImH,
KOTOpasi HCIOJB3yeTcs B CyAeOHOM cynmomnpousBojacTtBe. OHU
BKIIFOUAIOT B ce0s (u3mueckue OOBEKTHI, (oTorpaduu, BUICO,
JOKYMEHTBI M JIPyTU€ MaTepUalbl, KOTOPbIE MOTYT TOITBEPAUTH
WM OTIPOBEPTHYTH TIOKa3aHus cBUaeTenei. /lokasarenpcTBa MOTYT
OBITh HWCIOJB30BAaHBI JUII YCTAaHOBJCHUS WCTUHBI IO JCHY,
OTIpeNleJIeHUs] BUHBI WM HEBUHOBHOCTH CTOPOH W TPHUHATHS
00OCHOBAHHBIX CYICOHBIX PECIICHUH.

Ounenka cpopmupoBannoctu komnerenuun: INK-1.2
1. Yto Takoe cyaeOHOe IeTONPOU3BOJICTBO
2. Uto Takoe mpeaMeT CyJaeOHOTo IeTOTPOU3BOICTBA
3. Kax mnpoucxomut peructpanus MOCTYNHUBIIMX B CyA J€Jl, MarepualioB U HWHBIX

JTOKYMEHTOB

4. KaxkoBbl L1eIM OpraHU3aluy 1€JI0NPOU3BOJICTBA B CYy/I€

5. Yro Takoe cyneOHas nesaTeIbHOCTh

6. KTo MoxeT OBITh HCIOJHUTENSMH HOPM CYJeOHOTO JAEIONpPOM3BOJICTBA, M KaKOM
CTaTyC MM TMpeAOoCTaBiIsieTcs B paMKax OpraHusanuu cyaebHoro mnpouecca B Poccuiickoit

Oenepaunu

7. Kakue HOPMATUBHBIC AKThI SBJIAIOTCA OCHOBAHWEM IJId BEACHHA ACIOIPOU3BOACTBA B

cynax Poccuiickon ®@enepannu

8. B kakoM KOHTEKCTE COBpEeMEHHOE CyZeOHOe JeTONPOU3BOICTBO PACCMATPUBACTCS KaK
KOMIUIEKC IIPaBOOTHOLICHUH
9. Ha ocHOBe KakuX MPUHIUIIOB OCYIIECTBISIETCS Cy1€0HOE IEIONPOU3BOICTBO

10. OxapakTepusyiTe yrpaBleHUE JOKYMEHTAMH B OTEYECTBEHHOM JI0KyMEHTOBEICHUN

11. YUto Takoe TOKyMEHTallMOHHOE O0ecrieueHre yIpaBiIeHUs

12. OnuiuTe anropuT™ paboThl OT/IENa AETOMPOU3BOICTBA C BXOAIIECH
KOpPPECIOHICHIIUEN

13. Kakuie MeToanl

JIeJIONPON3BOICTBE
14. Kakue yacTHbIC HAy4YHbIE METOBI HCIIOIB3YIOTCS B CyJIEOHOM JICIIONPOU3BOICTBE
15. B uem 3akimro9aeTcsi OCHOBHOE 3HAUCHUE CYACOHOTO JIEJIOMPON3BO/ICTBA
16. KakoBa cucremaTusanusi JTOKyMEHTOB HOPMAaTHBHOI'O XapaKTepa, MPUMEHSIEMBIX B
Cy1e0HOM JCIIOTTPOU3BOICTBE
17. Ilopsimok perucTpani MCKOBBIX 3asBICHUM M APYTUX MaTEpUANOB, NPUHATHIX Ha
JUYHOM NpuemMe
18. KakoBbI 3a1aun cy1e0HOTO JeONPON3BOICTBA
19. Yro Takoe uCHOJHEHNE JOKyMEHTA
20. KaxkoBbl (pyHKIIIH MUPOBOTO CYJIbH B Cy/1I€0HOM JI€TIONPOU3BO/ICTBE

TCOPCTUUYCCKOI0O HUCCIICAOBAHUA IMPUMCHAIOTCA B CYI[CGHOM
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Bormpoc

OT1BeT

1. Yo Taxkoe
JIeJIOTIPOU3BO/ICTBO

cynedHoe

CynebHOe [IeNONpPOU3BOJCTBO — JAGATEIBHOCTh B
cyneOHOW  cucrteme, obecrednBaionias o00paboTKy
MHGOPMAIMK, OpPraHU3alUIi0 JOKYMEHTHPOBAHHS U
JTOKYMEHTOO0OpOTa, a TaKKe HCIOIb30BAHUS, y4eTa U

XpaHeHusi Cy1eOHbIX JTOKYMEHTOB.

2. Yro
cynebHoro
JIIIONIPOU3BOICTBA

TaKkoe npeaMeT

[IpenMer cy1eOHOTO IEIONPOU3BOICTBA - OMPEICIICHUE
M YCTAHOBJICHHE €IWHOM CHCTEMbl OpraHu3alud Hu
nopsiika BEACHUS CYJIeOHOrO JIeONpPOM3BOJICTBA B
cynax Poccuiickoit ®enepannu, y4€T U BEJCHUE
JOKYMEHTOO0OpOTa Cyla, eIuHble TpeOOBaHUS K
O0(OPMIICHHIO TIPOIIECCYAbHBIX U HMHBIX JOKYMEHTOB,
obOecrieueHrUe ONTUMAJIBLHOTO TOpsIKA Tepefaud M
JBWKEHUSA TPOLECCYyaIbHBIX M HWHBIX JOKYMEHTOB,
MOPSIIOK  TEKYLIEro  XpaHEeHUs  CyAeOHBIX  Jied,
JIOKYMEHTAIlMU U MEPeIaul UX B apXHUB.

3. Kak MIPOUCXOUT
perucTpanys NOCTYINHBIINX B
CYA JA€J, MaTepHajoB M UHBIX
JOKyMEHTOB

HOCTYHI/IBIHI/IG B Cya JAciia, Marcpualibl W HHBIC
AOKYMCHTBI, B TOM YHCJIC IPUCIAHHBIC SHGKTpOHHOP’I

MOYTOM, dakcom, a TAKXKE TEIErpamMMbl
PETUCTPUPYIOTCSI B JKypHaJle yuyeTa  BXOASIIEH
KoppecnonneHuuu. Jlema 00  aIMUHHCTPATUBHBIX

NPaBOHAPYIICHUSAX, MOCTYIUBIINE B CY/ OJHOBPEMEHHO
C JIOCTaBKOU MpaBOHAPYIIUTENICH, O UX PACCMOTPCHHS
TaKKe TOJIEKAT TMPEIBAPUTEIILHOM pPErHCTpallud B
OTJeNe JeNONpOn3BOACTBAa cyxa. Jimst perucrpanuu
OTICNBHBIX BUOB IOCTYMAKONICH KOPPECIOHICHIIUN
(MCTIONTHUTETPHBIE  JOKYMEHTBI, TOPYYCHHUS JPYTHX
CYIIOB) B XYpHaJ yd4eTa BXOJSIIEH KOPPECHOHICHIINU
MOTYT OBITh BHECEHBI JIOMOJHUTEIBbHBIC Tpadbl
(HanpuMep, JUIsl OTMETOK 00 MCIIOJTHEHUH ).

4. KaxoBbl LIeHM OpraHu3anuu
JIEJIONPOU3BOJICTBA B Cy1E

Henn opraHuzanuu JIeJIONPOU3BOJCTBA B CyAE -
o0ecrneynTh COOMIOACHUE MPOLECCYyabHBIX  HOPM,
WCIIOJIHEHUE IIPUTOBOPOB, PELICHUN, OIPEACIICHUH U
IIOCTAHOBJIEHMH  cyna, 4Y€TKOE U KyJIbTYpHOE
oOcimy)XkMBaHUE OOpalIalIUXCA B CyA TpaxkiaH,
IOpPUAVYECKUX JIML, NPEACTABUTENEH YUPEKIACHUH U
OpraHM3ali, BEIIOJHEHUE IpYruX QyHKUUHN cya.

5.UYto  Ttakoe  cyneOHas | CyneOHas AESTENbHOCT — MPABOMPUMEHUTENbHAS

JIeATETLHOCTh JeSITeNIbHOCTh CYZOB 110 OCYIIECTBICHHUIO IPABOCY AU, a
TaKKe BCS COBOKYITHOCTb MEpPOTPUATHIA
OpPraHMU3aIMOHHOTO XapaKTepa, KOTopble 00ecreunBaoT
€r0 OCYIIECTBICHHE.

6. Kto MOKET ObITh | HemocpeacTBEHHBIMU UCTIOTHUTENISIMU HOPM CYJI€0HOTO

HUCITIOJIHUTCIIIMHU HOPpM | ACJIOIMMPOU3BOACTBA MOTYT 6I:ITI> HNCKIOYUTCIBHO

cyne0HOTO pabOTHHMKHW ammapara CyJOB, KOTOpBIE SIBJISTFOTCS

JIEJIONPOU3BOJICTBA, U KaKOU
CTaTyC UM NPEIOCTaBISETCS B
paMkax OpraHu3alNU
Cy1e0HOTO mpoiecca B
Poccuiickon denepanyun

rOCy/JapCTBEHHBIMU TPaKJAHCKUM ciyKamumu. OHu
HaXOJATCSl B CIyXEOHOM MOJAYMHEHUU Yy NpeaceaaTess
cyna u cypaeid. PaGoTHuku ammapaTta QenepaibHbBIX
CYJZIOB II0 CBOEMY CTaTyCy OTHOCATCS K (efepaTbHbIMU
rOCYJapCTBEHHBIMHU TPAXIAAHCKUM ciyKamumu PO —
sr0 cnenuanuctel Konctutymumonnoro Cyaa PO,
BepxoBHoro
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Cyna PO, denepanbHbIX CyI0B OOIICH IOPUCAUKIINHA U
(dhenepabHBIX apOUTPAKHBIX CYJIOB.

7. Kakue HOpMaTHBHBIE aKThl
SBIIAIOTCS OCHOBaHUEM JUIf
BEJICHUS JIEJIONPOU3BOJCTBA B

OcHoBaHUEM ISl BEJICHHS JIETIONPOU3BOJICTBA B CyAax
Poccuiickoit  Denepanuu  SBISIOTCA  CIICIYIOIIME
HOPMAaTUBHBIE aKThl: ['pakxgaHCKHUH IIpoLecCyalbHBIN

cyaax Poccutickoii | komekc P®D, ApOuWTpakHbI MPOIECCYabHBINH KOJEKC

denepaunu P®, Kopexkc aaMUHUCTPATUBHOTO CYAONPOHU3BOJCTBA
P®, Kogexc 006 aaMUHUCTPATUBHBIX TPABOHAPYIICHHUIX
P® u YronosHo-npoueccyanbHblid Kogekc PO.

8.B KaKOM KoHTekcTe | CoBpeMeHHOoe cynebHoe JIEJIONIPOU3BOCTBO,

COBPEMEHHOE cyneOHOe | opraHu3yemMoe Ha OCHOBE MPUMEHEHUS

JIeJI0TIPOU3BO/ICTBO UHGOPMAITMOHHBIX TEXHOJOTUH, SBISETCS KOMILJIEKCOM

paccMaTtpuBaeTcs Kak | MPaBOOTHOIIEHUM, OCYIIECTBISIEMBIX B paMkax Oosee

KOMILJICKC HpaBOOTHOH_ICHI/Iﬁ

HIUPOKOU JEATEIIbHOCTH Cy1e6HOTO
aJIMHHHUCTPUPOBAHUS, KOTOPOE BKIIFOUACT B CEOSI MHBIC
neicTBus B chepe OpraHM3aMOHHOTO COMPOBOXKICHUS
npaBoCyusl (MaTepuasIbHO-TEXHUYECKHUE, KaJIpOBbIE U

T. 11.).

9.Ha OCHOBE KaKuX
NPUHIUIIOB  OCYIIECTBIISCTCS
cyneOHOe IeTOMPOU3BOICTBO

CynebHoe
OCHOBE

OCHOBHLIE
HajjIexariee
MOTHOMOYHH

JEJIONPOU3BOACTBO  OCYLIECTBIIIETCS Ha
CIENYIOIIUX IPHUHLHUIIOB, ONPEACIAIOINX
Hayaja ero (GYHKIMOHUPOBAHUS:
o0ecreyeHne ToCyAapCTBEHHO-BIACTHBIX
Cyledl IO OTIPABICHUIO IIPABOCYIHNS;
yHU(UKaus 0OIIerocyJapCTBEHHbIX MpPaBUJI BEICHHS
JEJIONPOU3BOACTBA CO  CHEUUAIbHBIMM  HOpPMaMmy,
NPUMEHSIEMBIMH X0/1€ 00eCIIeYeHus CyI0NPOU3BOICTBA;
COYETaHHE UHIMBUAYAJIbHBIX HA4aJl B BUAE UCIIOJHEHUS
KOHKPETU3UPOBAHHBIX % (5315071 cynen U
YCTaHOBJICHHBIX CTaHAAPTU3UPOBAHHBIX ONEpald B
paMKax MCIOJHEHUs JIOJDKHOCTHBIX OOS3aHHOCTEH;
IIOAKOHTPOJIBHOCTE U IIPO3PAYHOCTh  JIEUCTBUI
YIOJIHOMOYEHHBIX CYyOBEKTOB, OCYILECTBIIIEMBIX B
paMKax BeAEHUsI Cy1e0HOT0 JIeIONPON3BOICTRA.

10. Oxapaxrepusyiite VYipasineHue  JNOKYMEHTaMM B OTEYECTBEHHOM

yIpaBICHUE JOKYMEHTaMU B | JOKYMEHTOBEICHHH — JAESITEIBHOCTh, IOCPEICTBOM

OTE€YECTBEHHOM KOTOpOH  obecredynBaeTcss — peanu3alys  €IMHOM

JIOKyMEHTOBEACHUN MOJIMTUKK W CTAaHJApTOB 1O  OTHOLIEHUIO K
JIOKYMEHTAJIbHOMY (OHTY.

11. Yro takoe | JlokymMeHTamoHHOe oOecleyeHne YIpaBJICHUs —

JIOKyMEHTAllMOHHOE NeSITeNbHOCTh,  II€JICHANIPABICHHO  00ecreunBaronas

o0ecriedyeHne yrnpaBieHUs

(GyHKIUM ynpaBlieHUs! JOKyMeHTaMH. JlaHHBII TepMUH
MIOAYEPKUBAET MH(POPMALMOHHO-TEXHOJIIOTHYECKYIO
COCTaBISIIONIYI0O B COBPEMECHHOM  OpraHU3aluu
JIeTTOTIPOU3BO/ICTBA U €r0 OOBIYHO HCIIOJIB3YIOT, KOT/a
peub HUIET O KOMIBIOTEPHBIX TEXHOJOTHSX paboOThl ¢
JIOKYMEHTaMH.

12. Onumure AITOPUTM
paboThI oTzena
JIEIIONPOU3BOICTBA c
BXOJS1IEN
KOpPECIOHICHIIUEN

AnroputMm paboThl OTAeNa JEJIONPOM3BOACTBA C
BXOSIIEH KOPPECHOHACHIUEH Cleaylomuii: paboTHUK
OTIeNna  JIeJONpPOU3BOJACTBA  BCKpPBIBAaeT  IMAKETHI,
MIPOBEPSET COOTBETCTBUE NMPUCIAHHBIX CYJEOHBIX JeN U
JpYyTUX MaTepuajoB OIMKCH, a 3aTEM CTaBUT Ha MEpPBOI
cTpaHuIle 00J0XKKH nena (mUchMa W T.I1.) INTaMI, TAE
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yKa3bIBaeTCs JlaTa IMOCTYIUICHUS MaTepuajia B CYI,
pPErUCTpPallMOHHBIA HOMEpP JOKYMEHTa M0 >KypHaly
ydeta BXOAAWIEH KoppecnoHaeHuuu. Eciu  npu
BCKPBITUU TIaKeTOB OyAeT OOHapy>KEHO OTCYTCTBHE
KaKoro-1mbo JOKyMEHTa WM NPUWIOXKEHUS K Hemy, 00
9TOM COCTaBJISIETCSl aKT, OJUH SK3EMIUIIP KOTOpPOTO
MOCHUTACTCS OTIPABUTENIO, a BTOPOH MPUOOIIAETCS K
MOJIyYE€HHBIM JIOKyMEHTaM U NIEpeaeTCsi BMECTE C HUMU
Ha paCCMOTPEHUE UCTIOTHUTEIIO.

13. Kakue Meroapl | [llupokoe mpuMeHeHne B CyJaeOHOM JEIONPOU3BOICTBE
TEOPETHUECKOTO HaxoJAT METOJbl TEOPETUYECKOrO0  HCCIIECIOBAHMUS:
HCCJICIOBAHUS TPUMEHSIOTCS | BOCXOXKJICHHE OT aOCTPAKTHOTO K KOHKPETHOMY M OT
B CylIeOHOM | KOHKPETHOTO K a0CTpakTHOMY, (hopMann3anuu, aHaIu3a
JISJIOTIPOU3BO/ICTBE Y CUHTE3a, aHAJIOTUW U MOJACIIUPOBAHUS U P IPYTHUX.

14. Kakye yacTHbIe Hay4HbIE
METOJIbI  HCTOJB3YIOTCS B
Cy1e0HOM JICJIONPOU3BOICTBE

YacTHBIMM Hay4YHbIMH METOJAMH, HUCIOJIb3YEMBIMU B
cyneOHOM JIeJI0TIPOU3BO/ICTBE, SBIISTFOTCSL:
CPaBHMUTEIBHO-IIPABOBOM  METOJ; METOJ IPaBOBOrO
9KCHEPUMEHTA; CTATUCTUYECKHI METO; METOJ| aHaJIN3a
BEJICHUSI yYETHO-PETUCTPALIMOHHON JIEATEIbHOCTH B
CyneOHOM  JOKYMEHTUPOBAaHMM C  IPUMEHEHHEM
aBTOMATHU3UPOBAHHBIX CUCTEM 00paboTku
UHQOpPMALMK;  METOJ  HU3yYeHHs  CyIeOHBIX U
OpPraHM3allMOHHBIX  JOKYMEHTOB Kak JOKYMEHTOB
CHELMAJIbHOTO  HA3HAYEHUs;  METOA  TUIMYECKOH
JOKYMEHTAIIMOHHOW BBIOOPKM B XOA€ oOOeCTeyYeHHUs
CYJIOIIPOU3BOJICTBA; METOJ| Pa3pabOTKH, YHU(UKAIHH,
OpraHM3alM IOCTOSIHHOIO XpaHEeHHs M oTOopa Ha
YHUYTOXKEHUE  (OPMYJSIPHBIX  JOKYMEHTOB; METOJ
aHaJIM3a OTKJIOHEHWH (HapyLIeHWH) B MPaKTHUYECKOM
INPUMEHEHUHU YTBEPKAEHHONW CBOJTHOW HOMEHKIIATYphl
Jen  cyda; MeToi  (pukcanuu  KadecTBa  BEJCHUs
cyneOHoro JIeJIOTIPOU3BOICTBA HOCPEJICTBOM
OCYIIECTBIICHHUSI KOHTPOJNS B pa3iuyHbIX (opMax u
BUJIAX.

15.B d4em  3akmodaeTcs
OCHOBHOE 3HAaYECHHUE
cyneGHOTo
JIEIONPOU3BOICTBA

OcHOBHOE 3HadeHHE CyAeOHOTO JETOMPOU3BOJICTBA
3aKirovaeTcsi B odecnedeHnn (GyHKIIMOHUPOBAHUH BCEX
BHUJIOB CyIOTIPOU3BO/ICTBA, rapaHTHUPOBAHHBIX
Koncturynuein P®. IlocpenctBoM ero BeaeHHs
HETIOCPEACTBEHHO  pEeau3yIoTCd  KOHCTHTYLIHMOHHBIE
PUHIUIIBI CyZIOITPOU3BOACTBA! 3aKOHHOCTH,
OCYIIECTBIICHUS MPaBOCY U TOJILKO CyJlOM,
HE3aBUCHMOCTH cyneu, IJIaCHOCTH cynebHoro
pa3buparenbCcTBa, COCTA3ATEIHPHOCTH W PaBHONPABHUS
CTOPOH, YCTHOCTH CyJIeOHOro  pa3dupaTenbCTBa,
y4acTHsl TPaXJIaH B OTIPABICHUHU MTPABOCYIUS.

16. KakoBa cucreMaTu3amnus
JIOKYMEHTOB ~ HOPMAaTHBHOTO
XapakTepa, MPUMEHSEMBIX B
Cy1e0HOM JEIIONPOU3BOICTBE

JlokyMeHThl HOPMAaTUBHOI'O XapakTepa, IPUMEHSIEMbIE B
CyeOHOM JEJIONPOU3BOACTBE M O0JaIalOIINe pa3HOU
IOpPUJINYECKON CHIJIOH, MOXKHO CHCTEMaTHU3UpOBaTh Ha
JIBE OCHOBHBIE T'PYTIIIHI:

1) denepanbHble HOPMAaTUBHBIE MTPABOBBIC AKTHI, B TOM
yucie (QenepanbHble  KOHCTUTYIIMOHHBIC  3aKOHBI,
denepanpHble  3aKkoHBl, ykaszbl [Ipesunenta PO,
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noj3aKkoHHble akTel IIpaBurensctBa PP, a Takxke
YIOJIHOMOYEHHBIX OpraHOB rOCYJapCTBEHHON BJIACTU U
rOCYJapCTBEHHBIX OpPraHOB, NPHUHSITHIE B HEesX
OpraHM3aly cyeOHOM NesTeIbHOCTH;

2) HOpPMaTHBHBIE IPABOBbIE aKThl CyOBEKTOB PD
3aKOHBI B c(epe OpraHu3alioOHHOTO OOCCTICUCHHS
MHUPOBBIX Cy€H U MOJ3aKOHHbIE

aKTBl COOTBETCTBYIOIIMX OPTaHOB HCIIOJHHUTEIHHOM
BJIACTH.
17. Ilopsimok ~ peructpanuu | VIckoBble 3asBICHHS W APYTHE MaTEpUalIbl, MPUHSITHIC
UCKOBBIX  3adBICHUIl M | Ha JUYHOM IpHEME, HE MO3/HEE CIEIYIOLEero paboyero
JIpYyTHX MaTepUaJioB, | JHS CHAIOTCS B OTJEIN JIEJIIONPOM3BOJCTBA Ul y4eTa B
MPUHATBIX Ha JUYHOM | JXypHAJIE  BXOZSAIIEH  KOPPECHOHACHIMHM,  IOCIE
npueme perucTpaii C TPUCBOCHUEM COOTBETCTBYIOLIETO
pErucTpallMOHHOTO HOMEpa M Jarbl NOCTYIUICHUS
BO3BPAILAIOTCS CY/AbE ISl PACCMOTPEHUSI.
18. KakoBbl 3a1auM | 3ajayd JEeJIONPOM3BOACTBA: CO3/IaHUE JOKYMEHTOB C
cyaeOHoro nocneayroomei (Qukcanuei Ha HOCHTENe; Iepeaada
JIeTIONPOU3BOICTBA JOKYMEHTOB MO Ha3HAYCHHWI0O M MX MWCIOJHEHUE WIH

NPUHATHE TI0 HUM PEIleHUH; perucTpanus JOKYMEHTOB
U KOHTPOJh 3a WX O(GOpPMIIEHHEM W HCIOJHEHUEM;
3amuTa uHpOpManmu, oOOecreueHue COXPaHHOCTHU
rOCYJJapCTBEHHOM U CITy>K€OHOM TaiiH, COJEep KAIIUXCS B
JOKYMEHTE; CHCTEeMaTH3alusl U XpaHEeHHE JTIOKyMEHTOB,
00€ecTeunBarONINe JIOMYCK K HUM.

19.Yro Takoe wucnonHenue | McnonHenue nokymMeHTa - cO6op u  oOpaboTka

JIOKyMEHTa HeoOXonuMoOW  WH(OpPMANWHU; TOATOTOBKA TPOEKTa
JOKyMEHTa,  ero  o(pOpMIIEHHE; COI'JIACOBaHUE,
MpeACTaBJICHUE Ha  MoJnucaHue  (YTBEpXKICHUE)
npeicenaTeno  Cyaa; MOJArOTOBKA K MEPechUIKe
ajzpecary.

20. KakoBbl ¢yukuuu | Ha MupoBoro cyzapio Bo3znaraercsi psiii 00sS3aHHOCTEH:

MHPOBOTO CyAbH B CyJOHOM | OOsS3aHHOCTH o PYKOBOJICTBY CyneOHBIM

JIEJIONIPOU3BOJICTBE JIEJIONPOU3BOACTBOM; HECEHHE OTBETCTBEHHOCTU 3a

COCTOSIHME JOKYMEHTOOOOpOTa B Ipejesax CBOEro
ydacTKa;  CBOEBPEMEHHOCTb U JIOCTOBEPHOCThb
MpeloCTaBlieHuss  MHQOpMAIMM IO  CTAaTUCTHKE
BBILLIECTOSIIIME ~ Cy/leOHble  WHCTAHIMM;,  BEJCHUE
KOHTpOJISL 32 COOJIFOJIEHUEM CTaHAapTOB U HOPMAaTUBOB
BEJICHUSI CTAaTUCTHKHU; BEIEHUE KOHTPOJSA 33 CPOKAMHM
MPOXOXKACHUSI CYIEOHbIX JIed1 W MaTepuajioB IO
CyneOHOMY Yy4acTKy; KOHTPOJb M OTBETCTBEHHOCTh 3a
CBOEBPEMEHHYIO C/layy B apXuB COOTBETCTBYIOILUX
JOKYMEHTOB, YHHUTOXXEHHE BBIILIEAIINX U3 000poTa Mo
CpOKaM  XpaHEHHMs  MaTepualioB;  KOHTpPOJb  3a
IIPaBWIBHOCTBIO  BEJEHUS JKypHajla BEIECTBEHHBIX
JI0Ka3aTeJIbCTB.
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Ouenka cpopmupoBannoctTu komnerenuun: IK-1.3

1. HazoBuTe HOpMAaTHMBHBIC MPABOBBIC AKTHI, PETYIHUPYIOIINE Cy1e0HOE AETOMPOU3BOICTBO
2. Ilepeuucnute HIIA, perynupyromue cy1e0HOE TeTOMPOU3BOJICTBO MO FOPHIMUECKON

CHJIC

3. Kak n3MeHeHus B HOPMaTUBHBIX MTPABOBBIX aKTaX MOTYT MOBIUATH Ha CyJeOHOE
JEeTI0NPOU3BOICTBO U paboTy cyaei
4. Kaxk obecnieunBaercsi coOMI0A€HNE HOPMAaTUBHBIX IIPABOBBIX aKTOB B CYJI€OHOM

ACIIOIMPOU3BOACTBC

5. B kakux ciydasix B cy/1IeOHOM pa3dupaTesibCTBE MPUMEHSIOTCS MEKIyHapOIHbIE

IPaBOBLIC AKTLI

6. HazoBuTe 0cOOEHHOCTH HOPMAaTUBHOTO PErYJIMPOBAHUS TPaKIaHCKOTO

ACJIOIMPOU3BOACTBA

7. Ha3oBuTe 0COOEHHOCTH HOPMATUBHOTO PETYIMPOBAHUS YTOJIOBHOTO JEIONPOU3BOACTBA
8. Ilepeuncnure 0COOEHHOCTH HOPMAaTHUBHOTO PEryJIMPOBAHUS aIMUHUCTPATUBHOTO

ACIOIMPOU3BOACTBA

9. Ilepeunciure 0COOEHHOCTH HOPMATUBHOTO PETYIMPOBAHUS apOUTPAsKHOTO

JIeJIONPOU3BOICTBA

10.
CYJIOTIPOU3BO/ICTBA

11.
CYJIOTIPOU3BOJICTBA

12.
CYJIOTIPOU3BO/ICTBA

13.

14.

15.
denepanun

16.

17.
Poccuiickoii denepanun

18.

[Tepeuncanre 0cOOEHHOCTH HOPMATUBHOTO PETYJIMPOBAHUS UCHIOIHUTEIBHOTO
[lepeuncanre 0cOOEHHOCTH HOPMATUBHOTO PETYIUPOBAHHS KaCCAIIMOHHOTO
[Tepeuncanre 0cOOEHHOCTH HOPMATUBHOTO PETYIUPOBAHMS AleIUISIIIMOHHOTO
JHante nonarue cynoycrpoiicrsa B Poccuiickon denepaunu

[Iepeuncinre 0OCHOBHBIE IPUHIINIIBI Cy10yCTpoicTBa B Poccuniickoit denepanuun

Kakue opransl BIacTH OCYILECTBIISIFOT CYA0yCTpoiicTBO B Poccuiickoit

Ilepeuncinre BUABI CyI0B B CUCTEME cyfoycTpoiicTBa Poccuiickont @enepannu
Kakue TpeboBanust npeabsaBIIsSIOT K KaHUAaTaM Ha JI0JKHOCTD Cy/IbU B

[lepeunciure Mepsl, MPEAYCMOTPEHHBIC B ClIydae KOH(PIMKTA HHTEPECOB WIIH

HapyYHICHUA OTUYCCKUX HOPM CO CTOPOHBI Cy,[[Gﬁ

19. KeM ocymiecTBisieTcst KOHTPOIIb 3a IESITENBLHOCTRIO Cy10B B Poccuiickoi
denepaunu

20. [Iepeunciure npuHIMIIEI CyI0ycTpoiicTBa B Pocculickoit denepanyn
Bomnpoc OtBeT

1.  HazoBure HopMaTuBHBIME MPAaBOBBIMH aKTaMH, PETYIHPYIOIIMMHU CyaAeOHOE
HOpPMaTHUBHBIE MPaBOBBIC | ACIONPOU3BOACTBO sBistoTcsa Koncturynus PO, K3 «O cynedHo
aKThl, PETYIUPYIOIIUE | CUCTEME Poccuiickoit denepauun», I'paxxnanckuit
cylie0HOe AeNONPOU3BOACTBO | MpOIeCCyalbHbIN, apOUTPaXKHBIH IPOLIECCYaNbHBIM, YTrOJIOBHO-

MpoLEeCCyalbHbld  KOAEKChl P®, KOJEKC aIMHHUCTPATUBHOIO
cyaonpousBoactBa, @3 «O craryce cyneii B POy»

2. Ilepeuuncnute HITA, | HIIA, perynupylomumMi CcyaeOHOE  JI€JIONMPOU3BOJCTBO IO
peryaupymoime cyneOHOe | IOpUAMYECKON cuie SBISIOTCA MEXIyHApOJHbIE JOroBopa u
JIEII0IIPOU3BOJICTBO no | cornamenusi, parupunupoBannsie PO, Koncrurymus PO,
FOPUINYECKON cuiie (denepanbHble KOHCTHTYIMOHHBIE 3aKOHBI, (heaepaabHble 3aKOHBI

P®, nopmzakoHHBIE aKThl — YKa3bl MPE3HUJCHTA, MOCTAHOBIICHUS
IIPaBUTENBCTBA, JIOKAJIbHBIC HOPMATHBHBIE IPABOBBIE AKTHI.

3. Kax U3MEHEHUS B | V3MeHeHUs] B HOpMATUBHBIX MIPABOBBIX aKTaX MOTYT CYIIECTBEHHO

HOPMAaTHBHBIX MPaBOBBIX | MOBIHUATh Ha cyAeOHOE NEeJIOMPOU3BOJACTBO M paboTy cyaei - 3To




17

aKTax MOFYT IIOBJIUATH Ha
cyneOHOe NIeTTOTPOU3BOICTBO
U paboty cyzaei

MOXXET TIPUBECTH K W3MEHEHHIO TMPOLEAYyp, CTaHAapTOB U
TpeOOBaHMI1, UTO B CBOIO OYEPEIb MOXKET MOTpeOOBaTh OT CyleH U
JIPYTHX YYacTHHUKOB IIpollecca IMEepecMOTpa CBOMX TMOIXOIOB U
METOJI0B paOOTHI.

4. Kax obecrieunBaercsi | CoOnoJieHHe HOPMATUBHBIX IPABOBBIX AaKTOB B  CyAeOHOM
cOOMIOIeHNEe  HOPMATHBHBIX | JICJIONPOM3BOJCTBE OOECIEUMBACTCS ITyTEM KOHTPOJISI CO CTOPOHBI
NPaBOBBIX AKTOB B CYAECOHOM | BBIIIECTOSIIIUX CYJOB, MPOKYpAaTyphl W IPYTHX TOCYIAapCTBEHHBIX
JIeTIONIPOU3BOICTBE opranoB. Takxke KOHTPOJb OCYHIECTBISICTCS CO  CTOPOHBI

OOIIECTBEHHBIX OpraHU3aIMil ¥ CPEICTB MACCOBOW MH(MOPMAITUH.

5. B «xkakumx cimydasx B | B cyneOHoM pa3OupaTenbCTBE MPUMEHSIOTCS MEXKTyHApOIHBIC
cyneOHOM  pa30uparTenbCcTBE | MPABOBBIC aKTHI B CIyYasiX, KOTJa MPaBOOTHOUICHHUS, BOZHUKAIOIIHNE
NPUMEHSIOTCS B mporecce cyaeOHOro  pa3OupaTenbCcTBA,  PEryIHUPYIOTCS
MEXIYHapOJHbIE  TPAaBOBBIC | MEXXIYHAPOJAHBIM TpaBoM. Hampumep, eciM CTOPOHBI  CHOpa
aKTBHI SBJISIIOTCS] TPXJaHAMH Pa3HbIX TOCYIapCTB, TO MPH PACCMOTPEHHUU

AcJIa MOT'YT MPUMCHATHECA HOPMBI MC)KAYHAPOAHOI'O IpaBa.

6. HazoBute ocoGenHoctu | OCOOEHHOCTSMU HOPMATHUBHOTO PETYJIHPOBAHUS TPAkKIAHCKOTO
HOPMAaTHUBHOTO JIETIOTIPON3BO/ICTBA  SIBIIIIOTCSL  OCOOCHHOCTH  PEeryJMPOBaHUS
peryJIupoBaHUS MOpSZIKA PACCMOTPEHUsS] TPaXTAHCKHX [N, CTaTyca Y4YaCTHHKOB
Ipa)/1aHCKOIro TPaXJAaHCKOIO TMpoliecca, YCTAHOBJIEHHE IMpaB M 00s3aHHOCTEH
JIEIONPOU3BOCTBA CTOPOH, DETyJIUpOBaHUS HUCIONHEHHUS CYIeOHBIX pEIlIeHUH,

pEryJIUpOBaHHUEe OTIACIBHBIX BUJOB IPAKIAHCKHX JIEI.

7. HazoBure ocoOeHHOCTH | OCOOEHHOCTSMH HOPMAaTHUBHOIO PEryJMpPOBaHUS  YTOJIOBHOTO
HOPMAaTHUBHOTO JIEJIONPOU3BOCTBA SIBIISIFOTCSI OIpENEIeHUE MOpsiiKa 10CYIeOHOro
pPEeryJaupoBaHUs  YTOJOBHOTO | IPOM3BOJCTBA,  YCTAHOBJIEHHE  IPOLECCYalbHOTO  MOpsAKa
JIEJIONPOU3BOICTBA cyneOHOro pa3duparenbCTBa, perjaMeHTAIHs CTaTyca YYaCTHHKOB

Cy,[[e6HOFO mmpomnecca, peryjimpoBaHuc JAOKa3bIBaHHA u
A0Ka3aTCJIbCTB 110 YIOJOBHBIM A€JIaM, PErilaMCHTalUsA HCIIOJTHCHUA
IIpUroBopa, 0COOEHHOCTHU paccMOTpCHUA OTHCIBbHBIX KaTel"OpI/Iﬁ
YT'OJIOBHBIX JCJI

8. Ilepeuncnure
OCOOCHHOCTH HOPMAaTHUBHOTO
peryIupoBaHus
AAMHUHUCTPATUBHOTO
JIeNIOTIPOU3BOICTBA

OcobeHHOCTAMU HOPMAaTUBHOTO peryanpoBaHus
aJIMMHHUCTPATUBHOTO JEJONPOU3BOJICTBA SBJISIOTCS YCTaHOBJICHHE
nopsiika Bo30YXJIEHHUS M PACCMOTPEHHs aJIMUHHCTPATUBHBIX e,

periraMCcHTaluuAa mpouecCyajabHOTO craryca Y4aCTHHUKOB
AIMUHUCTPATUBHOT'O rnpormnecca, PpEryjimpoBaHuc nopsiaka
HUCITOJTHCHUA peHIeHI/Iﬁ 10 AIMHUHUCTPATUBHBIM Jcj1aM,

YCTAHOBJICHUC 0ocoOeHHOCTEH paccMOTpPCHUA OTACIILHBIX KATCT! OpI/Iﬁ
AIMHUHUCTPATUBHBIX OCII.

9. Ilepeuuncnure

OCOOEHHOCTSIMH HOPMATHBHOTO DETYJIMPOBAHUS apOUTPAKHOTO

0COOCHHOCTH HOPMATHUBHOTO | JACTONMPOU3BOJCTBA  SBISIIOTCS  HanmW4yue  oco0oro  mopsijaka

pEryJIUpOBaHUS paspeimieHuss ~ SKOHOMHYECKMX  CIIOpOB W HHBIX  Jied,

apOUTpaKHOTO paccMaTpuBaeMbIX apOUTPAXKHBIMH ~ CyJaMH, OCOOBI  CTaTyc

JIeNIOTIPOU3BOICTBA YY4aCTHUKOB  apOUTpaXHOTO  Tporlecca,  JOKa3aTelbcTBA U
JOKa3bIBaHNE B apouTpaxHOM mporiecce, coOroieHre
MPOLIECCYaTbHBIX CPOKOB W BO3MEIIEHHE CyAeOHBIX pPacXo/0B,
WCTIOJTHEHHE.

10. Ilepeuncnure OcobeHHocTsaIMu HOPMAaTUBHOTO pEryJIMpoBaHus
0COOCHHOCTH HOPMATHUBHOTO | UCTIOJIHUTEILHOTO CYyJIONPOU3BOJCTBA SIBISIOTCS YCTAHOBJICHUE HA
peryaupoBaHus 3aKOHO/IATEIFHOM YPOBHE IMOPSJIKA MPUHYIUTEIBHOTO HUCIIOTHEHUS
UCTIOJTHUTEIILHOTO CyIneOHBIX aKTOB, aKTOB JIPYIMX OpPraHOB M JIOJDKHOCTHBIX JIHII,
CyJIOTIPOU3BOICTBA KOTOPBIM TIPU OCYIIECTBICHUH TOJTHOMOYHIA MPEIOCTABICHO MPABO

BO3JIaraTb Ha I'paXX/JIaH, OpraHu3anunu 0053aHHOCTH 110 rnepeaaye
JAPYTUM IpaXaaHaM ICHCKHBIX CPCACTB WM MHOI'O MMYIICCTBA.
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11. TIlepeuucnure Oco0eHHOCTSMH HOPMATHBHOTO PETryJIHPOBAHUS KAacCAMOHHOTO
OCOOEHHOCTH HOPMATHBHOTO | CYJONPOU3BOJICTBA SBIIAIOTCS HAJMYME OCHOBaHHWM — oO)kaloBaHHE
peryaupoBaHus BCTYMUBIIUX B 3aKOHHYIO CHJIy CYIEOHBIX pEIIeHUH, KOTOphIe
KaCcCallMOHHOTO HapyularoT TpaBa, CBOOOABI M 3aKOHHBIE MHTEPECHl TpaxIaH U
CyIOIIPOU3BOJICTBA OpraHm3anuii, cCyObeKTaMH MOTYT OBITh JHIIL JIWIA, YbH IpaBa

HapyUIeHbI, CPOKU COCTaBJISIIOT 6 MecsIeB

12. Tlepeuucnure Oco0OeHHOCTSMI HOPMATUBHOTO PETYJIUPOBAHUS alEIUIAIIMOHHOTO
OCOOCHHOCTH HOPMATHBHOTO | CYJONPOU3BOJICTBA SIBJIAIOTCS 00XaJOBAaHUE HE BCTYNHUBIIMX B
peryJIupoBaHus 3aKOHHYIO CHJIy PpEIIeHUsS CyJa TEepBOM HWHCTAHIUU, KOTOpbIE
AneJISIIUOHHOTO HApyIIalOT TIpaBa M 3aKOHHbIE HHTepechl CTOpoH. CyObeKTamu
CyJIOIIPOU3BOCTBA SIBJISIIOTCS. CTOPOHBI, TPETbU JIMLA, MPOKYpPOp M HMHBIC JHUIA, YbH

npaBa WM 3aKOHHBIE HWHTEPEChl OBUIM 3aTPOHYTHI CYJICOHBIM
pELIEHUEM.

13. [Haiite nouarue | CynoyctpoiictBoM B Poccuiickoit denepanuu sBIsSETCS CUCTEMa
CyJ1I0yCTpOHCTBa B | OPraHOB BJACTH, OCYIIECTBISIONIMX IPaBOCYIUE, a TaKke

Poccuiickoit denepanyun

COBOKYITHOCTb HOPM, PETyJUPYIOMIUX TMOPSAOK OpraHu3aluud U
JeSTENIbHOCTU CcyA0B. B ocHOBE cyfoycTpoiicTBa JiexaT NMPUHIUIIBI
3aKOHHOCTH, HE3aBUCHUMOCTH CYJIeH, paBEHCTBa BCEX Mepel 3aKOHOM
Y CYJIOM, TJIACHOCTHU M COCTSI3aTEIbHOCTH CTOPOH.

14. Ilepeuuncnure
OCHOBHBIE MIPUHLIUIIBI
CyJI0yCTpOHCTBA B

Poccuiickont ®enepanun

OCHOBHBIMM NpUHIMIAMM  cyAoycTpoiictBa B Poccuiickoi
denepanuy SABIAIOTCA: 3aKOHHOCTb, OCYILECTBIICHHE IPaBOCYAUs
TOJIBKO CyJOM, HE3aBUCHMOCTb CYJE€H, PAaBEHCTBO BCEX NEPEN
3aKOHOM M cy/a0M, oOecriedyeHHne MpaBa Ha KBATU(HUIMPOBAHHYIO
IOPUINYECKYIO IIOMOIIb, [JIACHOCTD CyJIOIIPOM3BOJICTBA,
MpEe3yMILUs  HEBUHOBHOCTH,  COCTS3aT€IbBHOCTb  CTOPOH U
o0ecreyeHre No03peBaeMoMy U OOBHHSEMOMY IpaBa Ha 3alluUTYy.

15. Kaxkue opransl BiacTu
OCYILECTBIISIOT
CyZ0yCTPOMCTBO B

Poccuiickon denepanuun

K opranam Biactu, OCyIIECTBISIIOIIMM CYJOYCTPOWCTBO B
Poccuiickoii  ®enepauuu, ortHocsarcs IIpesunent Poccuiickon
Oenepannn; DenepanvHoe CoOpanue Poccuiickoit ®Depepanuu;
[IpaBurensctBO Pocculickoit Penepanuu;

MunucrepctBo toctuniun Poccuiickoit ®eneparumn; CyneOHBIN
nenaprameHT npu BepxoBHoMm Cyne Poccuiickoit @epepanuu.

16. Ilepeunciure BUJIbI
CyJl0B B CHUCTEME
cynoycrporctBa Poccuiickoi
denepanuu

B cucreme cynoycrporictBa Poccuiickoit denepanuu cyniecTByrOT
cienyromue Buabl cyaoB - KoHcTuTynuMoHHBIM cyn Poccuiickoit
®enepannn, BepxoBubeii cyn Poccnmiickoit ®enepaumu u - €ro
Kosieruu, Beicimit apoutpaxusiit cya Poccuiickoit denepanuu (10
2014 rona), ®enepanbHbie Cyabl 00MIEH IOPUCAUKITUN (B TOM YUCIIE
BOCHHBIE CYJIbl), ApOuTpakHble cyibl, MUpPOBBIE CYIbU.

17. Kakue TpeOOBaHMS
NPpEABABIAOT K KaHAHWJaTaM
Ha  JIOJDKHOCTh CYIbH B
Poccuiickoi denepanuun

K kanampgatam Ha IOMKHOCTH cyabu B Poccuiickoit denepanyu
NPEObSBISAIOTCS  Cenylomue  TpeOOBaHUS -  TPaKIAHCTBO
Poccuiickoit ®deneparuu; BhICIIee HOPUINYECKOE O0O0Opa3oOBaHUE;
CTaX paboThl MO IOPUAWYECKOW CHEIHATLHOCTH HE MEHee S5 JIeT,
OTCYTCTBHE CYIUMOCTEH ¥  AUCKBaIU(HKAIMNA, OTCYTCTBHE
3a00J1€BaHU, TPEMATCTBYIONIUX MCIIOJTHEHUIO 00S3aHHOCTEH CYAbH.

18. [Ilepeuucnure  Mephl,
MpPEAyCMOTPEHHbIE B Clydae
KOH(QJIMKTAa MHTEPECOB WIH
HApYILICHUS STUYECKUX HOPM
CO CTOPOHBI CyJIei

Mepamu, npeaycMOTPEHHBIMH B CIy4yae BbISBICHUS KOH(IIMKTA

WHTEPECOB WJIM HAPYLIEHUN ITHUUYECKUX HOPM CYIbSMHU SIBIISIOTCS
JUCHUIUTMHAPHOE  B3bICKaHUE  (HAampuUMep  MpeaynpexiceHue,
BBITOBOp), IEPECMOTp [€J, OTBOJA CYyAbH, paccieloBaHUE U
IpOBEpPKa CO CTOPOHBI BBICHIETO CYJEOHOTrO OpraHa, JHILEHUE
CYJICHCKOT'0 CTaTyca, YTOJIOBHOE MPECIIEIOBaHHE.

19. Kem ocymecTBisiercs
KOHTPOJIb 3a JEATEIbHOCTHIO

B Poccuiickoit denepaiiii KOHTPOJIb 3a JACSITEIBHOCTHIO CYJIOB
OCYIIECTBISICTCS  CJICAYIONIMMU OpraHaMd ¥ WHCTUTYTaMH -
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CyH0OB B Poccuiickoni | IIpesunentom Poccuiickont denepanuu, I'eHepanbHbIM IPOKYPOPOM

denepanuu Poccuiickoit  ®enepanuu, CyaeOHBIM  JI€TTApPTAMEHTOM  IIPH
BepxoBuom Cyne Poccuiickoit ®enepanun, CoBetoMm cynei
Poccutiickoit denepariu, KBaTM(QUKATMOHHON KOJIIETHEH CYIeH.

20. TIlepeuncnure [Ipunuunamu  cygoycrporictBa B Poccuiickoit  ®Denepaunu

HPUHIMIIBL CYyI0YCTpOMCTBA B
Poccuiickoi denepanun

SIBIIAIOTCS TPHHIIMIT 3aKOHHOCTH, OCYIICCTBIICHUS IPABOCYIUS
TOJBKO CYZOM, PpaBEHCTBA BCEX TMEpPe] 3aKOHOM H CYOM,
HE3aBUCUMOCTH cynei, TJIACHOCTH 1 OTKPBITOCTH
CYJIOITPOU3BO/ICTRA, obecrieyeHus npaBa Ha 3aIIUTY,
COCTSA3aTEILHOCTH W PABHOIPABUSA CTOPOH, HAIMOHAJILHOTO S3bIKA
CYJIOITPOU3BOJICTRA.

Ouenka cpopmupoBannoctTu komnerenuun: IK-1.4

1. Uro Takoe MoHATHE Cyaa
2 Kakue cymiecTByrOT OCHOBHBIE (DYHKIIUH Cy/1a
3 Kakwue cyiiecTByIoT BUIbI CY10B
4 Kakas cymiecTByeT cTpykTypa B CyJe
5 UYro Takoe MoHATHE CyIbU
6 Kakue cymiecTByroT TpeOOBaHUS K CYIbsIM
7 Kak npoucxonut ¢popMupoBaHue cocTaBa cyaa i pacCCMOTPEHUs KOHKPETHOTO
nena
8 B uém 3akmrodaercs posb NPUCSKHBIX 3ace/iaTeNeil B cyie
9 Kakoii cymecTByeT mopsioK BEIOOpa MPUCSHKHBIX 3aceIaTese
10 Kakwue cymiecTByloT OCHOBHBIE dTalbl Cy1e0HOTO Mpoliecca
11 Yro Takoe MOHATHE NIPE3YMIILIUU HEBUHOBHOCTH
12 B uém 3akirovaercs npuMeHeHHe MPe3yMITIUYA HEBUHOBHOCTH B CY/Ie
13 Yro Takoe MOHATHE CYyA€OHOTO pelIeHUs
14 Kaxoii cymecTByeT mopsiiok NPUHATHS CYJACOHOTO peIeHUs
15 Kakoii cymecTByeT mopsIoK UCIIOTHEHUS CyIeOHOTO PEIICHUs
16 UYro Takoe MoHsATHE 00KaT0BaHUs Cy1e0HOTO pellIeHus
17 Kakue cymecTByrOT BUIbI 00)KaJI0BaHUs Cy/I€OHOTO peIIeHUs
18 Kakoii cymiecTByeT nmopsaaok o0xanoBaHus cyZeOHOTO pelieHHs
19 Kaxas cymectByer ctpykrypa BepxoBroro cyna PO
20 B uéwm 3axmrouarorcs 3agaun BepxosHoro cyna PO
Bonpoc OtBer
1. Yro moHuMaeTcs mMoi CynebHoe nenonpou3BOJACTBO — JIEATEIBHOCTh B CYJICOHOM
cyneOHbIM CUCTEME, o0ecreunBaroIas 00paboTKy uHpopManuy,
JIeJIONPOU3BOACTBOM OpraHM3alMi0 JOKYMEHTHUPOBAaHUS M JIOKyMEHTOOOOpoTa, a
TakKe HCIOJIb30BAHMSA, Yy4yeTa U  XpaHEHUS  CyIeOHBIX
JIOKYMEHTOB.

2. Yto BXOAWT B MpPEAMET
cyneOHOTO
JIEIONPOU3BOICTBA

B npeamer cyneGHOTO 1€T0MPOU3BOACTBA BXOJUT OIMPEICICHHE
U YCTAaHOBJICHHC CJIHHOﬁ CUCTCMbI OpraHu3alui W IopsAaKa
BeJIeHUs] CyJIeOHOro IeNONpOM3BOACTBA B cylax Poccuiickoit
@enepanny, YY€T U BEACHUE JTOKYMEHTOOOOpOTa Cy/Aa, €lUHBIE
TpeOoBaHUS K OQOPMIICHHIO TPOIECCYAIbHBIX U  WHBIX
JIOKYMEHTOB, O0ECIIEYeHHE ONTUMAILHOTO TOPSIKA Mepeaadnd 1
JIBUOKEHUS TMPOLECCYaJbHbIX M HHBIX JOKYMEHTOB, IOPSIOK
TEKYIIET0 XpaHEeHUs CyAECOHBIX Jell, JOKYMEHTAlluU U Nepeiayu
UX B apXUB.

3. HazoBure
Cy1e0HOTO

METO/IbI

ABTOpUTAPHBII
pEryJIMpOBaHus -

(MMTIIEpaTUBHBIN ) METO/I MPaBOBOTO
crocod TMpaBOBOTO PETyJIHUPOBAHHS, TIPH
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ACJIOMPOU3BOACTBA

KOTOPOM CyOBEKTaM TPEAOCTABISAETCA JHIIb OJUH, CTPOTO
OIIpeeIEHHBIN BAPUAHT TOBEICHUS.

JIMCnO3UTUBHBIA METOJ - HOPMBI IIpaBa YCTAaHABIMBAKOT HE
3alpeThl WM NPEAIUCAHNS ONPEAEIEHHOIO MOBEICHMS, a JINIIb
npeensl, B KOTOPBIX YYAaCTHUKH OOLIECTBEHHBIX OTHOIICHHIMA
CaMOCTOSITEJIHO ONPEIENISIOT BAPUAHTHI TOBEICHNUS.

4. Kakosa
OpraHu3aIiH
JIEJIONPOU3BOJICTBA B CYE

cib

Lenb opraHu3anuu AEJIONPOU3BOJCTBA B CyA€ - OOECIICYHUTH
coOJII0ICHHE TPOIeCCYalbHBIX HOPM, UCIOJIHEHHE MPUTOBOPOB,
pELIEHU, OINPENEIECHUA W IIOCTAHOBIICHUN Cyla, YETKOE W
KyJIbTypHOE OOCIy>KMBaHUE oOpallaloluxcs B CyJ TpaxaaH,

IOpUIUYECKAX  JIML,  IPEACTaBUTENECH  YyUYPEKICHUH U
OpraHu3alMii, BBIIIOJHEHHUE APYTHX QYHKUUH cyaa.
5. Yro mnoHMMaercs Mox CyneOHast  JeSTENbHOCTD —  IIPaBONPHUMEHUTEIIbHAS

CyneOHOM AeSATEIBHOCTHIO

ACATCIIBHOCTDb Cy10B
M0 OCYHICCTBJICHUIO IMPAaBOCyaAHUs, a TAKKE BCSA COBOKYIIHOCTH

MEpONPUATUA  OpPraHU3alMOHHOTO  XapakTepa,  KOTOpBIE
00€CTIeYnBaIOT €r0 OCYIIECTBICHHUE.
6. Kto Moxer  ObITh HemocpencTBeHHBIMU ~ HCTIONHUTENSIMH ~ HOPM  CyJIeOHOTO
HEIOCPEICTBEHHBIMU JIEJIONPOU3BOJCTBA MOTYT OBIThb HCKIIOYUTEIBHO pPabOTHUKU
UCIIOJIHUTEIISIMU HOpM | amnmapara
cyneOHOoro CyZIOB, KOTOpBIE SIBISIOTCS T'OCYIAapCTBEHHBIMU TI'PaKIaHCKUM
JIEJIONPOU3BOCTBA ciykamuMu. OHM Haxo#sTcss B CIyXKeOHOM NOJYUHEHUU Y
NpeaceaTess Cyla U Cyeu.
7. Kakue HOpMaTHBHBIE K HopMaTuBHBIM akTaMm, SBIJIIOIIMXCS OCHOBAaHHMEM MJIs
aKThl SABJIIFOTCS OCHOBAaHMEM | BEACHMS JeIonpon3BojacTBa B cynax Poccuiickoit denepanumy,
s BEJACHUS | OTHOCATCA - ['pakJaHCKuMid IpoueccyalbHbli Koaekc PO,
JIEIONIPOU3BOJICTBA B cynax | ApOuTpakHsld  mpoueccyanbHbli  kojgeke P®,  Komekc
Poccuiickon denepanun aZIMUHHMCTpaTuBHOro cynomnpousBoactea P®, Konekca 00

aAMUHUCTPATUBHBIX IpaBoHapymeHuax P® wu  VYronosHo-
IpoueccyaibHblid Kogeke PO.

8. B KakoM KOHTEKCTE

COBpPCMCHHOC cy;[e6Hoe
ACJIOMMPONU3BOACTBO
paccMaTpuBacTCA KaxKk

KOMIUIEKC MPABOOTHOIICHUI

CoBpeMeHHOE CyJeOHOE ICIIOMPOU3BOCTBO, OPraHM3yeMOe Ha
OCHOBE

NpUMEHEHUsT  WH(GOPMALMOHHBIX  TEXHOJOTHH,  sBisSeTCS
KOMIUIEKCOM TPaBOOTHOIIEHUH, OCYIIECTBISIEMBIX B paMax
Ooitee TUPOKOH NEATEIHHOCTH — cyneOHOrO

aJIMUHUCTPUPOBAHUS, KOTOPOE BKIIIOYAET B ce0sl MHBIE NeHCTBUS
B cdepe OpraHM3alMOHHOIO CONPOBOXKACHUS MPAaBOCYAMS
(MaTepHaJIbHO-TEXHUYECKHE, KaIPOBBIE U T. JI.).

9. Kakue MPUHIIMIIBI
JeKaT B OCHOBE CYIIEOHOTO
JICJIONPOU3BOICTBA

CynebHoe JAenoNpOU3BOACTBO OCYLIECTBISICTCS HAa OCHOBE
CJIEYIOLIUX IIPUHIIUIIOB:

- Haauexamee o0ecreueHHe  TIoCyJapCTBEHHO-BIIACTHBIX
IIOJIHOMOYM CyJIed 110 OTIIPABJICHUIO NIPABOCY IUs;

- yHU(UKanMg OOLIErocy1apCTBEHHBIX MpaBWJI BEICHUSA
JIeJIONPOU3BOCTBA co CIelUaIbHbIMU HOpMaMH,
IPUMEHIEMBIMH X0JIe 00ecrieueH sl Cy10IPOU3BO/ICTBA;

- COYETaHUE HUHAVBUIYAIBHBIX Hadajl B BUJE MCIOJHEHUs
KOHKPETU3UPOBaHHbBIX NOPYYEHUH cyael (mpencenarens cyaa) U
YCTaHOBJICHHBIX CTAHJaPTU3MPOBAHHBIX (IIAOJOHHBIX) ONEpanuit
B paMKaX MCIOJHEHUS JOJKHOCTHBIX O0S13aHHOCTEH;

- NOAKOHTPOJIBHOCTL U IIPO3PAYHOCTh  JEHCTBUU
YIOJTHOMOYEHHBIX CyOBEKTOB, OCYIIECTBISIEMBIX B PaMKax
BeJIeHHs CyJIeOHOTO JeJI0NPOU3BOICTBA.
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10. Yto moHuMaeTcs IOL
YIpaBJICHUEM JOKYMEHTAMH

VYnpasnenue JIOKyMEHTaMu B OTEYECTBEHHOM
JIOKYMEHTOBEJICHUU — JIESITEIbHOCTh, TOCPEJICTBOM KOTOPOM

B OTEYECTBEHHOM | 0OecreyuBaeTcs peaan3ays eJUHON NOJIUTUKY U CTaHIapTOB I10
JIOKYMEHTOBEICHUU OTHOIIIEHUIO K IOKyMEHTaJIbHOMY (OHTY

11. Yro mnoHumaercs mox JlokymeHTanmmonHoe obOecneuenue ympasienus (JOY) —
JIOKYMEHTAIlMOHHOM JIeSITENIbHOCTD, 1IeJICHANpaBiIeHHO obecrneunBaromas (QyHKIUU
00eCTeYeHNH YIIPaBICHHS YIOPaBJIEHUS TOKYMEHTAMHU.

12. Kak OpraHu30BaHO K npumepy, B cyaax nepBod MHCTAaHUMH MUMEIOTCS pazinyus B
cyneOHoe OpraHu3aly CyJIeOHOTO JIEJONPOM3BOJACTBA B  CIEIYIOIIUX
JEJIONPOU3BOCTBO B | Tpymmax:
pa3IMYHBIX TpyIIax CyIo0B 1) Ha cyeOHBIX yyacTKax MUPOBBIX CyJeil B cyObekTax P@;
MepBOi WHCTaHIUU B 2) B paiiOHHBIX, MEKPAMOHHBIX, TOPOJICKHUX CYy/1aX;

Poccuiickon denepanyun

3) B rapHM30HHBIX BOEHHBIX Cy/ax;

4) B 005aCTHBIX U MHBIX IPUPABHEHHBIX CyAax;

5) B OKpyXHBIX ((PJIOTCKHUX) BOEHHBIX CYyJaX);

6) B apburpaxHbix cymax cyobektoB P® m B Cynme mo
MHTEJUICKTYaJIbHBIM TIpaBaM;

7) B cyneOnbIx koyuterusx Bepxosaoro Cyna PO.

13. Kakne
TEOPETUIECKOTO
HCCIIeI0BaHUS
NPUMEHSIFOTCS B CyJIeOHOM
JICJIONPOU3BOJICTBE

METOJIBI

B cynebHOM A€nONpOU3BOACTBE IIUPOKO MPUMEHSIOTCS
METOJIbl TEOPETHYECKOTO HCCIIENOBAaHUSA: BOCXOXACHHE OT
a0CTpakTHOTO K KOHKPETHOMY MW OT KOHKPETHOTO K
abcTpakTHOMY, (hopManu3anuy, aHalnu3a U CUHTE3a, aHAJIOTHH U
MOJIETTUPOBAHUS U T. 1.

14. Kakwne YaCTHEIC
Hay4YHBIC METO/IbI
UCTONB3YIOTCS B CyJIeOHOM
JICIIONPOU3BOICTBE

B cyneGHOM n1enonpou3BOACTBE HUCHOIB3YIOTCS CIEIYIOLINE
YaCTHO-HAy4YHbIE METOJbl: CpPAaBHUTEIBHO-IIPABOBON  METOJ;
METO/]I IPAaBOBOT'0 IKCIEPUMEHTA; CTATUCTUUECKUN METOM; METOJ
aHaJl3a BEACHUSA YYETHO-PETHMCTPAL[MOHHON JESITEIbHOCTU B
cyaeOHOM JOKYMEHTHUPOBAaHUU c IIPUMEHEHUEM
aBTOMATHU3UPOBAHHBIX CUCTEM OOpabOTKM HMH(OpMaLMU; METOL
U3yuYeHHs] CyJIEOHBIX M OpraHU3allMOHHBIX JOKYMEHTOB Kak
JIOKYMEHTOB CIIEUAIILHOTO HAa3HAUEHUsS; METOJ THUIIHYECKON
JOKYMEHTAallMOHHOW  BBIOOpKM B XoJe  obecredeHus
CyJIOIIPOU3BO/ICTBA; METOx pa3paloTKu, YHUPHUKAIIH,
OpraHu3ally MOCTOSHHOTO XpaHEeHUs1 U 0TOOpa Ha YHUYTOKEHHE
GOopMyJIApHBIX ~ JOKYMEHTOB; METOJl aHaiu3a OTKJIOHEHHM
(HapymieHuil) B MPAaKTUYECKOM NPUMEHEHHUU YTBEP)KIEHHOM
CBOJIHOMI HOMEHKJIATYphl /€ CyJa; METOJ (HUKCAlMM KayecTBa
BEJCHHUS cyaebHoro JEIIONPOU3BOCTBA HOCPEICTBOM
OCYIIECTBJICHHs] KOHTPOJISL B Pa3IMYHBIX opMax U BUOAX.

15. KakoBo OCHOBHOE
3HAUEHUE cyneOHOTO
JIeJI0NPON3BO/ICTBA

OcHoOBHOE 3HaueHUE CyAeOHOro JENONpPOM3BOACTBA COCTOUT B
o0ecrnieueHnun (yHKIMOHUPOBAHUH BCEX BUJIOB
CYZONIPOM3BOJICTBA, TrapaHTHpoBaHHBIX KoHctuTynumeit PO.
[TocpencTBOM e€ro BeneHHS HETMOCPEACTBEHHO peaTH3yIOTCs
KOHCTUTYLMOHHBIE NMPHHLUIBI CyIONPOU3BOACTBA: 3aKOHHOCTH,
OCYIIECTBIICHHS IPAaBOCYIUSI TOJBKO CYAOM, HE3aBHCHMOCTH
cynen, IJIACHOCTH cyneOHoro pa3buparenbCTBa,
COCTS3aTENILHOCTH M PaBHOINPABHS CTOPOH, YCTHOCTH Cy/1eOHOTO
pa3dupaTenbCTBa, YUACTHsI TPaX/1aH B OTHPABICHUH PABOCY UL,

16. Kakue JIOKYMEHTBI
HOPMAaTUBHOTO  XapakTepa
MPUMEHSIOTCS B CyJIeOHOM
JICIIONPON3BOICTBE U KAKOBBI

JIOKyMEHTBI HOPMATHUBHOTO XapakTepa, TMpPUMEHsSIEMbIE B
CylneOHOM  JeNOMpPOU3BOJICTBE U obOnanaromue  pasHOU
IOPUIMYECKOM CHJIOM, MOYKHO CHCTEMaTHU3MpOBaTh Ha JIBE
OCHOBHBIE I'PYIIIBL:
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OCHOBHBIE TPYIIBI TaKUX
JOKYMEHTOB TI0 ypPOBHSM
IIPaBOBOM CHJIBI

1) dbenepanbHble HOPMATUBHBIC MIPABOBBIE AKTHI, B TOM YHCIIE
(benepanbHble KOHCTUTYIIMOHHBIE 3aKOHBI, (heJiepaibHble 3aKOHBI,
ykassl IIpesunenra PO, nogzakonnsie aktel [IpaBurenscrBa PO,
a TaK)Ke YIOJHOMOYEHHBIX OPraHOB IrOCYJapCTBEHHOH BIACTH U
rOCy/IJapCTBEHHBIX OPraHOB, NPHUHATHIE B LEISAX OpraHU3alUuu
cyneOHoM

NESTENIHOCTH;

2) HOpMaTUBHBIE TMPABOBbIE aKThl CyObeKTOB P®D — 3akoHBI B
cepe OpraHU3alMOHHOTO OO0ECTIEYEeHUsI MHUPOBBIX Cylned W

MO/I3aKOHHBIE aKTBI COOTBETCTBYIOIIUX OpraHoB
WCIIOJIHUTEJIbHON BIIACTH.

17. Kakue  ocoOGeHHOCTH Ocobyro rpynmy  (denepanbHBIX  aKTOB,  OKa3bIBAIOIIUX
OTHOCAT K OCOOOW Tpymnme | HEMOCPeACTBEHHOE BIMSHUE Ha coJepKaHue CyaeOHOTro
(benepaibHBIX aKTOB, | JIEJOMPOU3BOJCTBA, 00pa3yioT akThl BepxoBHoro Cyna PO —
OKa3bIBAIOIINX IpsIMOE | BBICIIETO CyA€OHOro opraHa 10 TPakJaHCKUM JejiaM, JejlaM 110
BJIMSIHME HA XOJ CYJIEOHOTO | pa3perieHuro SKOHOMUYECKUX CIIOPOB, YTOJIOBHBIM,
JeJIONPOU3BOJCTBA, M UTO | QJMHHHUCTPATUBHBIM U HMHBIM JejiaM. SIBIsisACh JOKYMEHTaMH
NOPECTaBISIIOT cO00M aKThl | cyleOHO#l mnpakTuku, nocraHoBieHusi Ilnenyma BepxoBHOro
Bepxosuoro Cyna PO Cyna PO u nocranosnenus [Ipesununyma BepxoBunoro Cyna PO

B HEO0OXOIUMBIX
JIOKYMEHTAI[MOHHOTO |
CYJIOTIPOM3BOJICTBA.

cIrydasx Pa3BACHAIOT HOPSIOK
MHPOPMALMOHHOTO  OOECTIeYEeHHUS

18. Ha3zosure
cyneOHOTO
JIEIIOTIPOU3BOICTBA

3aJa4du

K 3agauam  nenonmpousBOACTBAa  OTHOCSTCS:  CO3JAaHUE
JIOKYMEHTOB C MOCJenyomIel pukcaiueil Ha HocuTese; nepeaayda
JIOKYMEHTOB 10 Ha3HAYEHUIO U UX UCIIOJIHEHUE WIH NIPUHITHE 110
HUM pelICHUN; pEeTUcCTpanusi JOKYMEHTOB U KOHTPOJb 3a HX
opopmieHneM ¥  HCIOJTHEHHEM; 3amuTa  HH(pOpMAIH,
o0ecrieueHrne COXPAaHHOCTU TOCYIapCTBEHHOM U CIyXeOHOM
TaliH, COAEpkKAIINUXCS B JOKYMEHTE; CUCTEMAaTU3allUs U XpaHEHUE
JTOKYMEHTOB, 00€CIIEUHBAIOIINE TONMYCK K HUM.

19. Uto mnoHMUMAaeTcs IIOJ
UCTIOJTHEHHEM TOKYMEHTa

Hcnonnenne nokymeHTa - cOop m o0paboTKa HEOOXOAMMOUN
uHpopMalMK;  MOArOTOBKA  MPOEKTa  JOKYMEHTa,  €ro
oopMIICHHE; COTJIACOBAaHME, MPEJACTABICHUE HAa IOJITHCAHUE
(YyTBepiKAeHHE) MpeAceaaTeNio Cy/a; MOArOTOBKA K MEPEChUIKEe
ajpecary.

20. KakoBbl ¢byHKIMN
MHPOBOTO CYJIbH B CYyJeOHOM
JIeTIOTIPOU3BO/ICTBE

Ha wmupoBoro cynpto Bozjaraercs psja  OOs3aHHOCTEH:
00513aHHOCTH IO PYKOBOJICTBY CYyJI€OHBIM JIE€JOIPOU3BOJICTBOM;
HECEHUE OTBETCTBEHHOCTH 3a COCTOSIHME JIOKYMEHTO0OOpOoTa B
mpeienax CBOEro ydacTKa; CBOEBPEMEHHOCTb U JIOCTOBEPHOCTh
IpeOoCTaBlIeHUs] MHPOPMALMU IO CTATUCTUKE BBILIECTOSIINE
CyleOHble WHCTAHLIMM; BEJECHHUE KOHTPOJIS 3a COOJIOJCHHEM
CTaHJApTOB M HOPMAaTHBOB BEJIEHUS CTATUCTUKU; BEICHHE
KOHTPOJII 3a CpOKaMH TIPOXOXKIAEHHS CyAeOHbIX Jen U
MaTepuajJoB MO  CyJeOHOMY  ydYacTKy;  KOHTPOJIb H
OTBETCTBEHHOCTh 32 CBOEBPEMEHHYIO CcJadyy B  apXHB
COOTBETCTBYIOIIUX JOKYMEHTOB, YHHYTOXXCHHE BBIIICAIINX H3
o0opoTa MO CpOKaM XpaHEHHs] MaTepuajoB; KOHTPOJIb 3a
IIPABUJIBHOCTBIO BEJICHUS KypHasa BELIECTBEHHBIX
JIOKa3aTeJIbCTB.

Ouenka chpopmupoBannoctu komnerenuun: [MK-1.5
1. Koro oTHOCST K COTpyAHHMKAM arnapaTa o BEeJACHHIO JEJIOMPOU3BOACTBA B Cy/I€
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2. KakoBbI TOJIHOMOYHS COTPY/ITHUKOB ammapara 1o BeJCHUIO JIEJIONPOU3BOJICTBA B Cye
3. Kakum 00pa3omM OCYIIECTBISETCS TMPUEM M PETUCTPAIHs TOCTYMAIMNX B CYI

HAOKYMCHTOB

4. Yo BKJIOYAET B

cebs

peructpaimsda W Y4ET TI'pPaXKIaHCKUX, YI'OJIOBHBIX,

aJIMUHUCTPATUBHBIX JIe]I U MaTEepPUAJIOB B CyJe
5. Kak mpoucxoauT NOArOTOBKAa M HAIPABICHHME [l HAa PAcCMOTPEHHE CYyAEOHBIX

3aceaHui

6. Kak ocymectBnsiercss odpopMiIeHHE M pPACChUIKA DPELICHHUM, MPUTOBOPOB M APYTUX

CyJIeOHBIX aKTOB B CyJie

7. Yto BKIIOYAET B ce0s paboTa 1Mo BECHUIO apXuBa Cy1a

8. Kak obecrieunBaeTcsi COXpaHHOCTb JJOKYMEHTOB M MaTepHAaJIOB JICJI B Cye

9. KakoBo B3amMoJieiicTBHE C APYTHUMH TOCYJaPCTBEHHBIMU OpraHaMHU M YUPEKICHUSIMU
10 BOIIPOCaM CYJONIPOU3BOJICTBA U apXUBHOTO JIENA B CyIE

10. KTo Takue cekpeTtapu CyJ0B U Kakue (pYHKIIMH OHHU BBIOJIHSAIOT

11. KakoBbI MOTHOMOYUS CEKpETapei Cy10B

12. YeM xapakTepu3yOTCS IIOMOIIHUKN CyAeH B KaKue 00sI3aHHOCTH OHU BBITIONHSIOT

13. Kakue noiHoOMOYHsI UMEIOT MTOMOIIIHUKY CyIer

14. KTo Takue apXuBapHycChl B Cy/i€ U KaKOBbI UX (QYHKIIUU

15. Kakue nojiHoMOUHs BBIOJIHSIOT apXUBAPHUYCHI B CyJI€

16. Kakoe mMecTo 3aHMMAaeT aJIMHUHUCTPATUBHO-XO3SIMCTBEHHBIN MEPCOHAN B CTPYKTYpeE

cyna

17. Kakyto posib UTpaOT CIIEHUATNUCTHI 10 HTHPOPMAIIMOHHBIM TEXHOJIOTHUSIM B CYyJIe

18. Kakue (pyHKIMU BBIMOIHSIOT POYHE CHEIMATHUCTHI B Cy/Ie

19. Kakue TpeboBaHus NpeabsBISIOTCS K KBATU(PUKALUU U OINBITY pabOThl CHEMATUCTa
10 BEJICHUIO JEJIONPOU3BOJICTBA B Cy/Ie

20. Kakue Mepbl NpUHUMAIOTCS JUIsl 00ECIIeUeHUsl COXPAaHHOCTH U KOHPHUICHIUAIbHOCTH
JOKYMEHTOB B IIPOLIECCE BEEHUS JI€TI0IPOU3BOJICTBA

Bomnpoc OTtBer
1. Koro OTHOCSIT K K corpynnukam ammapara MO BEICHHIO JIEJIOMPOU3BOJCTBA B
COTPYJIHMKaM ammapara IO | CyJ€ OTHOCSTCS: CEKpeTapu CyJIOB, IIOMOUIHUKH CYyJAEH,

BEJICHUIO JICTIONPOM3BO/ICTBA
B Ccyzie

apXUBAPUYCHI, CIIELHATUCTHI 10 MH)OPMAIIMOHHBIM TEXHOJIOTHUSM,
aAMUHUCTPATUBHO-XO035CTBCHHBIN repcoHan u npoyue
CHELUAINCTBl (MIEPEeBOAUUKH, IICUXOJIOTH, MENaroru W Apyrue
CHELMAINCTBI, NPUBJIEKAEMBIE CYJOM Ul OKa3aHUs IIOMOILIU B
pPaccMOTPEHUU OTAEIbHBIX KATErOpuil 1en).

2. KakoBsl TMOJTHOMOYHS
COTPYJHHMKOB arfmapara o
BEJICHUIO JIETIOMPOU3BOJICTBA
B CyJie

K mosHOMOYHMSM COTPYJHHKOB ammapara cyjaa IO BeICHHUIO
JIEIIONPOU3BOJICTBA OTHOCSATCS:

[Ipuem u perucTpanus MOCTyNArOIINX B Cyl JOKYMEHTOB;

Perucrparus u y4der IpaxIaHCKHUX, YTOJIOBHBIX,
aJIMMHUCTPATHUBHBIX JIEJI U MAaTCPHAJIOB;

[TonroroBka W HampaBlieHHE i€ HAa PAacCMOTPEHHE CyIeOHBIX
3aceJlaHni;

OdopmMneHre U pacchliKa pEIIeHUI, MPUTOBOPOB M APYTUX
CyJ1eOHBIX aKTOB;

Benenue apxuBa cyza;

OOGecnieyeHre COXPaHHOCTU IOKYMEHTOB U MaTEPHUAJIOB JIET;

BzaumopeiictBue ¢ OpyrMMH TOCYJIAapCTBEHHBIMH OpraHamMHu U
VUpPEKICHUSIMU TIO BOMpPOCaM CYJOMPOM3BOJICTBA U aPXUBHOTO
Jiena.

3. Kakum oOpazom
OCYLIECTBIISICTCS TIPUEM H

[Ipn npueme u perucTpanuyu JOKyMEHTOB COTPYIHMKH ammapara
cyna IIPOBEPSIOT ux COOTBETCTBUE TpeOOBaHUSAM
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perucTpanusi MOCTYMAIOIINUX
B CyJl JOKYMEHTOB

3aKOHOAAaTCIbCTBA, HAJINYHUC BCCX H606XOI[I/IMI>IX PCKBU3BUTOB U
MPWIOKEHUH, a TaKkKe NPaBWIBHOCTh OGOpMIICHHs. 3aTeM
JIOKYMEHTbl ~ PETHCTPUPYIOTCS B CHCTEME  3JIEKTPOHHOIO
JIOKYMEHTO0000pOoTa Cy/la U UM MPUCBAUBAETCS] COOTBETCTBYIOLIHMI
Homep. [lociie 3TOro JOKYMEHTHI HANPaBIIAIOTCS HA PACCMOTPEHUE
CyIb€ WIH B COOTBETCTBYIOIIEE CTPYKTYpHOE IoJpa3zesieHue
cyJa.

4.Yto BKIHOYaET B ceddA
perucTpanus u y4eT
TPOKIAHCKUX, YTOJOBHBIX,

AIMUHUCTPATUBHBIX OCIT H
MaTc€pHralioB B CYIC

[Ipu perucrpanuu aeia ¥ MaTepUATIOB COTPYTHUKY armapara cyiaa
BHOCAT HWH(MOpPMALMIO O HHUX B CHCTEMY JJICKTPOHHOTO
JOKYMEHTOO0OpOTa ¥ yd4era Jel, a Takke (OPMHPYIOT
COOTBETCTBYIOIIME KAPTOTEKH W JKYPHAIBI ydeTa. ITO MO3BOJISET
00eCreYnTh KOHTPOJIb 3a JIBXKCHHUEM I U MAaTCPUAIIOB, a TAKXKe
OBICTPO HAXOJUTh HY)KHYIO HH()OPMAIIHIO TP HEOOXOAMMOCTH.

5. Kak MPOUCXOJIUT
MOJATOTOBKAa U HAINpaBIICHUE
en Ha paccMOTpeHHE

CyJIeOHBIX 3acelaHui

[lepen HampaBieHHMeM Jeida Ha PacCMOTPEHHE CyJeOHOro
3aCelaHus COTPYIAHUKH anmapata cyna MIPOBOJSAT
MOJArOTOBUTENBHYIO PaboTy, KOTOpast BKIIOYAET B ceOsl:

- U3y4YEHHE MATEepHaJIOB JieJa U IMOATOTOBKY IPOEKTa PELICHMS
WM NIPUTOBOPA;

- U3BEILLEHUE CTOPOH M JIPYIMX YYacTHHUKOB IpoIecca O AaTe U
BPEMEHU Cy1€0HOr0 3ace/laHus;

- obecrieueHue SIBKM CBUJAETEIEH M 3KCIEPTOB Ha CyJeOHOe
3ace/laHue;

- MOJITOTOBKY 3aj1a Cy/IeOHOTO 3aceaHnsl U TEXHHYECKUX CPEICTB
JUIsl IPOBEJICHUS 3aCEAAHMUS.

[To okOHYaHHWH TTOATOTOBUTEILHON pabOTHI JIEJI0 HAIPABIISETCS
Ha pacCMOTPEHUE CyJia B YCTAHOBJIEHHOM IOPSIKE.

6. Kak OCYLIECTBIISIETCS
oopmieHne u pacchbuIKa
pelmeHuii, IPUTOBOPOB U

IpYyTUX CyneOHBIX aKTOB B
cyne

[locne BbIHECEHHUS pelleHUs, IPUTOBOpPAa WM MHOTO CyJeOHOro
aKTa COTPYAHUKH ammapara cysa oQpOopMIISIOT €ro B COOTBETCTBUH
C TpeOOBaHUSMH 3aKOHOJATEIhCTBA M HANPABISIIOT CTOPOHAM M
JPyTUM 3aWHTEpECOBaHHBIM JUIaM. Eciin pemieHue uiu npuroBop
MOJJIEKUT UCIOIHEHHIO, TO COTPYIHUKHU amnmapara 00ecreynuBaoT
UX PACCBIIKY B YCTAaHOBJICHHBIE CPOKHU.

7.Y1t0 BKIO4UaeT B cebs
paboTa MO BEACHUIO apXuBa
cyna

Pabota no BeeHno apxrBa cy/ia BKJIIOYAET B ceOs:

- XpaHEeHUE JOKYMEHTOB;

- CHCTEMATH3aIUI0 JOKYMEHTOB;

- BbIJJa4a KON IOKyMEHTOB;

- yHI/I‘ITO)KCHl/Ie )IOKYMGHTOB;

- KOHTPOJIb 32 COOTIOACHUEM MTPABUII XPaHEHUS U HCTIOIb30BaHU
apXI/IBHBIX )IOKYMGHTOB.

8. Kak oOecrieunBaeTcs
COXPAaHHOCTh JOKYMEHTOB W
MaTepuasoB JIed B Cy/Ie

ObecnieueHne COXpPaHHOCTH JOKYMEHTOB UM MaTepHajoB B
CyJIeOHOM cHCTeME JJOCTUTAETCS MTyTEM:

- (puznyeckoit oxpaHbl 37aHUS CYIa;

- KOHTPOJIS IOCTYTIa;

- DJIEKTPOHHOW CUCTEMBI XpaHEHMUS;

- OTpPaHUYEHHUS JOCTYyTAa K TOKYMEHTaM;

- IPOTOKOJINPOBAHMSI U PETUCTPALINN;

- XpaHEeHHUs JOKYMEHTOB.

9. KakoBo B3aMMOJCHCTBHE C
JIPYTHMH
rocy1apCTBEHHBIMU
OpraHaMH M YYPESHKICHUIMHU
1o BOIIPOCAM

Cyn akTHBHO B3aMMOJEWUCTBYET C APYTMMHU I'OCYJIapCTBEHHBIMU
OpraHaMM IO  pPa3JIM4YHBIM  BOIIPOCaM,  CBSI3aHHBIM  C
CyIOIIPOM3BOACTBOM M  apXWBHBIM jeinoM. Hanpumep, ¢
IIPABOOXPAHUTEIBHBIMA OpPraHaMH CyJ B3aHMOACHUCTBYET IIO
BOIIPOCAM pacCieOBaHus YTOJIOBHBIX JEJI, & C OpraHaMU FOCTULIUHU
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CyJIOIIPOU3BOCTBA 51
apXUBHOTO JIeJIa B Cy/Ie

- 110 BOTIPOCaM OpraHU3allMoOHHOTO obecnieuenus. Kpome Toro, cyn
COTPYJHMYAET C ApPXUBHBIMU YYPEKICHUSMH II0 BOIIpOCam
XpaHEHUs] U YydeTa apXuBHBIX JOKYMEHTOB. Takxke cyJa
B3aMMOJICHCTBYeT ¢ 0OOpa3oBaTEIbHBIMU YUYPEKICHUSIMH IO
BOINPOCAM MOATOTOBKHU KaIPOB JUIsl CyJIeOHOM CUCTEMBI.

10. Kto  Takume  cekperapu
CYJIOB U Kakue (QyHKIIMH OHH
BBITIOJHSIOT

Cekpetapu CyZOB - 3TO CICIHATHCTBI, KOTOPbIC 3aHMMAIOTCS
opranu3anuer padoTel cysoB. OHM OTBEYAIOT 33 PETHCTPALHIO
JOKYMEHTOB, BEJICHUE JEJIONPOU3BOJICTBA, MOATOTOBKY 3aceIaHui
U BBIMIOJHCHUE JAPYTHX aJMUHUCTPATUBHBIX (QyHKIUH. Cekperapu
CY/IOB JIOJDKHBI 00J1aJaTh BBICOKOH KBaIM(HUKAIUCH M OIBITOM
paboTel B chepe IPUCTIPYICHIINH, a TAKKE UMETh HaBBIKA PAOOTHI
C KOMITBIOTEPOM H [IPOTPAMMHBIM 00CCIICUCHHEM.

11. KakoBsbl HOJIHOMOYHS
cekperapeit cyioB

Cekperapy CyIOB BBIIOJHSIOT pa3indHble (DYHKIMH, KOTOpBIC
MOTYT BKITFOUaTh:

- OpraHU3aLUIo0 U INIAHUPOBaHUE paboTHI Cy/a;

- PETHCTpAIHIO CyeOHBIX A€ U IOKYMEHTOB;

- B3aUMOJICHCTBHE C yYaCTHUKAMU Cy1eOHOTO Ipolecca;

- obecriedeHus J0CTyna K HHQOpMaIuHy;

- MOJITOTOBKH MPOEKTOB CyIEOHBIX PELICHUH;

- KOHTPOJISI NCTIOJTHEHUSI Cy/IeOHBIX PEHICHHH.

12. Yem XapaKTepU3yIOTCS
MOMOIIHUKH CyJlell U Kakue
00s13aHHOCTH OHH
BBITIOJTHSIOT

[ToMomHMKYN Cynel - 3TO COTPYIHUKH CyJa, KOTOPBIE TOMOTAIOT
CyIbe B MOJATOTOBKE W OpraHU3alMy CyJeOHBIX IPOLECCOB, a
Takke B paccMOTpeHuHM Jed. OHU BBINONHSAIOT pa3ivyHbIC
GyHKIMM, Takue Kak  IOJArOTOBKAa  JOKYMEHTOB,  cOop
JIOKa3aTeNIbCTB, KOHCYJIBTHPOBAHUE CYIbH IO IOPUIUYECKUM
BonpocaM M T.1. IIoMOIIHNKM cyael Takke MOTYyT y4acTBOBATh B
paccMOTpeHHH JeJl, HalpuMep, B Ka4ecTBe CEeKpeTapei CyneOHbIX
3acelaHni.

13. Kakue 1mojtHOMOYHS MUMEIOT
TIOMOITHHUKY CyJei

[loMomHMKM Cyned HMEIT MHUPOKUM KpPyr IOJHOMOYMM,
KOTOpbI€ BKJIFOYAIOT:

- TIOMOIIh B TTOJATOTOBKE M OpraHU3alNK CYJCOHBIX 3aCeIaHnM;

- cOOp U aHaNmu3 JOKa3aTeNbCTB M0 JIeIaM;

- KOHCYJIbTUPOBAHUE CYIbH MO IOPUIUIECKAM BOIIPOCAM;

- MOATOTOBKA MPOEKTOB CYACOHBIX PELICHHIA;

- KOHTPOJIb 32 UCIIOJITHEHUEM CYJICOHBIX PEIICHHUIA;

- y4acTre B paCCMOTPEHUH JIeN B Ka4eCcTBE ceKpeTapeil Cy1e0HbIX
3acelaHni;

- obecrieyeHne AOCTynma K HMHPOpPMAIMH O XOJe CyAeOHOTro
pazOupaTesbCTRa.

14. KTo Takme apxuBapuychl B
CyJie ¥ KaKOBBI UX (PYHKIIMU

ApxuBapuycbl B CyI€ — OTO CHEIHUAIUCTBI, 3aHUMAIOLIUECS
OpraHM3alMel, XpaHeHHEeM U YYeTOM JIOKYMEHTOB B CYJEOHBIX
apxuBax. OHM paboOTalOT C Pa3IMYHBIMU BUJAMHU JJOKYMEHTAIUH:
peumieHusIMU  cyAa, NPOTOKOJIAaMHM  3acelJaHui, HCKOBBIMH
3as1BJICHUSIMH, CY/I€OHBIMH ITPUKA3aMHU U T.1.

15. Kakue HOJIHOMOYHS
BBIIOJIHAIOT apXUBAapUYCHl B

cyne

K momHOMOYMSIM apXuBapuyca B CyJi€ OTHOCSITCS:

Perucrpanus n kimaccudukanus ITOKYMEHTOB, MOCTYMAOUINX B
apXuB.

OO0ecrieueHre  COXPAaHHOCTH  JIOKYMEHTOB,  MOJJEpKaHUE
HEOOXOAMMOTO TEMIIEPATyPHOTO PEXUMa U BIAKHOCTH, KOHTPOIb
3a COCTOSIHUECM apXI/IBHI:IX HOMeIHeHHﬁ.

Benenue yyeta JOKyMEHTOB, COCTABJIEHUE OMUCEN U KaTaJIOrOB.

IToaroToBka JOKYMEHTOB K Iepejiadye Ha MOCTOSTHHOE XpaHEeHHE B
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roCyJapCTBEHHBIA apXUB.

Opranuzanusga IOMCKa JIOKYMEHTOB 1O 3ampocaMm  CyJeu,
aJIBOKaTOB, TPOKYPOPOB M JPYTrUX YYacCTHUKOB CyAe€OHOTO
mpornecca.

[loaroroBka crpaBOK O HaJIMYUU U COJEPKAHUU JOKYMEHTOB IS
YYaCTHUKOB CYJI€OHBIX JIEI.

KonTtpons 3a cobmofeHnemM mpaBuwil paboThl ¢ JOKyMEHTaMH B
cyzae, o0yuyeHue COTPYAHUKOB OCHOBAM apXMBHOTI'O JI€a.

VYyacte B pa3paboTke U peaau3alud MEpOIPHATUH 110
YJIyYIIEHUIO OPraHU3alvy U yCIOBUM TPyla B apXUBE.

BeinonHenue apyrux 3agad B COOTBETCTBHM C JOJKHOCTHBIMHU
MHCTPYKUIUSMH.

16. Kakoe MecTO
aJIMHHHUCTPATUBHO-

3aHUMacT

XO3SMCTBEHHBIN MEPCOHAN B

CTPYKType cyaa

AJIMUHHUCTPATUBHO-XO35IUCTBEHHBIN MEPCOHAN CyAa BKJIIOYAET B
cebst COTPYAHHUKOB, 3aHUMAIOLUXCS obecrnieueHneM
(GYHKITMOHUPOBAHUS cyna Ha aJIMUHUCTPATUBHOM u
XO035IMCTBEHHOM ypOBHsIX. K HUM OTHOCSTCS:

Byxranrepel - 3aHMMalOTCS BEIACHHEM OYXTalITepCKOTO YydYeTa,
COCTaBJICHHEM OTYETHOCTH, HAYUCIIEHHEM 3apa0OTHOM ATkl U
JIPYTUX BBIIUIAT COTPYAHUKAM CYyJa.

3aBenyrouiye XO3iHWCTBOM - OTBEYAIOT 3a oOOeclieyeHwe cyaa
HEOOXOAUMBIMM  MaTepuUalbHBIMU  pecypcamMu  (MeOenblo,
00opy/I0BaHUEM, KAHLEISIPCKUMH MPUHAATICKHOCTIMH U T. 1.), a
TaKKe 3a MOJJIep KaHKE MOPSAIKA U YUCTOTHI B MOMEIICHUSIX Cy/a.

OxpanHuku - o0ecnedynBalOT 0€30MacHOCTh Cyla U €ro
COTPYJHHUKOB, KOHTPOJUPYIOT JIOCTYN B 3JaHUE CyJa U Ha €ro
TEPPUTOPHUIO.

Boautenu - OCYLIECTBISIIOT NEPEBO3KY CYyAEH, COTPYIHHUKOB
anmnapara cyJa U ApyTHX JIMII, CBI3aHHBIX C I€ATEIbHOCTBIO Cya.

Yoopmmkn - 3aHUMArOTCS  yOOpKOW  IMOMENIICHWH  Ccyja,
MOJ/IEPKAHUEM YHCTOTHI M MOPSIKA.

17. Kakyto  poib
CHELUAINCTBI
MH(POPMAITMOHHBIM

UTparoT
o

TCXHOJIOTHAM B CYIC

Crenmanuctsl o uHpopMarmonHsiM TexHodorusm (UT) B cyne
3aHUMalOTCA pa3paboTKOM M BHEApPEeHHEeM WH(GOPMAIMOHHBIX
CHCTEM, KOTOpBIE aBTOMATH3HPYIOT pabOTy C JOKYMEHTaMH H
obOecrieunBarOT Oosiee AP(HEKTUBHOE B3aMMOJCHUCTBHE MEXITY
YY4aCTHHKaMHU cyneOHoro mporecca. OHM Takke OTBEUAIOT 3a
TEXHUYECKYIO TMOAJEPKKY KOMIIBIOTEPHOTO O0OpYJIOBaHUS H
MIPOTPaAMMHOTO obecrieueHus, 00ecTeYnBaoT 3alIATYy
uHbOpMallMd  OT  HECAHKIIMOHUPOBAHHOTO  JOCTyma M|
OCYULIECTBJISIOT OOydeHHe ToJib3oBaTeneir padore ¢ UT-
cucremamu. Crnietimanuctsbl o UT B cyie UrparoT KIFOYEBYIO POJIb
B ONTHUMU3AIMH PAOOTHl CyJAeOHONW CHUCTEMBbI M TIOBBIIICHUU €€
3¢ peKTUBHOCTH.

18. Kaxkue
BBITIOJIHAIOT

byHKITUN
npoune

CIICIIUAJIUCTEI B CyAC

B 3aBucuMocTu OT pa3mepa U crnenuUKU Cyda, B HEM MOTYT
paloTaTh U Jpyrue CreuaaIiucThbl, TaKUe Kak:

IOpuctel - 3aHMMarOTCAd  IOPUIUYECKHM  COIPOBOXKICHUEM
JIEATENIBHOCTH CyJa, KOHCYJIbTUPOBAaHUEM CYyIEH U COTPYAHHUKOB
amnmapaTta 1o NpPaBOBBIM BOIPOCaM, IMPEACTAaBICHHUEM HHTEPECOB
CyJla B CyJax U ApyTux opraHax.

[Icuxonorm - NOMOralT CyIpsIM U YYacCTHUKAM CyJeOHOTo
npolecca CHpaBUThCA CO CTPECCOM U KOH(IJIMKTAMH, MPOBOJSAT
TPEHUHTH ¥ KOHCYJIbTAllUH.

[lepeBomunky - o0ecneuuBalOT NEepeBOJl JOKYMEHTOB H
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MaTEpUasIoB Jiejla Ha HY>KHBIHN S3bIK /U1l YYaCTHUKOB IIpoliecca, He
BJIAJICIOIINX S3BIKOM CYIOIPOU3BOJICTBA.

CrienianycThl MO KajpaM - 3aHUMAIOTCS OJ00pOM, 00ydeHHueM
1 OIIEHKOHM TMepcoHalia Ccyja, pa3pabOTKON CUCTEMBbI MOTHBAIIUU U
CTUMYJIMPOBAHUS COTPYIHUKOB.

CrenuanucTel MO CBSA3AM C OOIIECTBEHHOCTBIO - OTBEYAIOT 32
B3aumozeiicteue cyna ¢ CMU, opraHuzanuio MepONpHUSITHH,
HalpaBJICHHBIX HA NOBBIIIEHHE ABTOPUTETA M UMUJIXKA Cy/1a.

19. Kakue TpeOoBaHUs
HPEIBSBIISIOTCS K
KBaU(pHUKAIIMA ¥ OIBITY
paboThl  crenuagucTa 10
BEJICHUIO JIEIONPOU3BOJICTBA
B cyzie

Jns  paGoTel B JMOMKHOCTH  CIHEIHMAINCTa MO  BEJICHHIO
JIeTIONIPOM3BOICTBA OOBIYHO TpeOyeTcs BhICIIEE OOpa3oBaHHE B
obnacTu JIOKYMEHTOBE/ICHUS, ApPXUBUCTUKU WIN
MH()OPMAIIMOHHBIX TEXHOJOTUH, a TakKe ONBIT paboThl B cdepe
JIOKyMEHTOO0OopoTa He MeHee 2-3 ner. Takke BaXKHBIM SBISICTCS
3HaHKE 3aKOHOJATENbCTBA B 00JIACTH apXMBHOTO J€Ja, CTaH/IapTOB
¥ TIpaBWII 0POPMIICHHS TOKYMEHTOB, HABBIKM paOOTHI ¢ O(PUCHBIMU
nporpaMMaMu U 0a3aMu JaHHBIX.

20. Kakue Mepbl IpUHUMAIOTCS

JUTSL o0ecrieyeHus
COXPaHHOCTH 51
KOH(DHICHIINATLHOCTH

JOKyYMEHTOB B Ipolecce
BEJICHUSA JEJI0NPOU3BOICTBA

B mnponecce BeneHus [ei10NPOU3BOJACTBA MPUHUMAIOTCS MEPBI

UIsi  o0ecrieuyeHusi COXPAHHOCTH  JOKYMEHTOB. JIOKYMEHTHI
XpaHiATCs B CHEHUMAIBHO  OOOPYJOBAHHBIX  IMOMEMICHUSX,
3aIIMIIEHHBIX OT IMOXapOB M APYIMX YpPE3BbIYAWHBIX CHUTyalUH.
Joctyn K JOKyMEHTaM HMMEIOT TOJIBKO  YIOJIHOMOYEHHBIE
COTPYIHHUKH, KOTOpble oOecreynBaroT KOHGUACHIINAILHOCTh
MHOpPMAaLIUH, COIepIKAIIEHCs B TOKYMEHTAX.

Ouenka cpopmupoBannoctTu komnerennun: IMK-2.1

O 00 1 N N B W —

. JlaiiTe MOHATHE PEKBU3UTOB JOKYMEHTa

. Kak pacnonaratoTrcst peKBU3UTHI B CyJIeOHOM JeTTONPON3BOICTBE

. JlaiiTe noHsiTHe OJAaHKOB JOKYMEHTOB B Cy/1€OHOM JI€IONPOU3BO/ICTBE

. [lepeuncnure BUabI O1aHKOB JOKYMEHTOB B CYJI€OHOM JI€JIONPOU3BOJICTBE
. Ilepeuncinure 0cOOEHHOCTH UCKOBBIX 3asBICHUN

. JlaiiTe moHsTHE XOMaTalCTBa

. Ilepeuncnure 0cOOEHHOCTH XOAATANCTB

. [laiiTe noHsTHE BO3paKEHUS HA UCK

. Ilepeuncanre 0coOOEHHOCTH BO3pa)KEHHSI HA UCK

10. [latiTe MOHSITHE aNEIIISIIMOHHON JKaI00bI

11. [lepeuncaure 0cOOEHHOCTH ANEIUIALMOHHOMN 5Ka100bI

12. JlatiTe MOHITHE KaCCAIIMOHHON JKaJIOOBI

13. Ilepeuncaure 0cOOEHHOCTH KacCallMOHHOMN KaI00bl

14. Iepeuncnure 3a7a9u KaCCallMOHHON KaIOOBI

15. JlaiiTe noHsATHE MPUKA30B Cyia

16. Ilepeuncnure 3a1a4u TPUKA30B Cya

17. Ilepeurcaure 0cOOEHHOCTH NMPHUKA30B Cy1a

18. OxapakTepusyiTe 3asBJICHHE O BOCCTAHOBIIEHUHU IIPOLECCYATbHBIX CPOKOB
19. Kak nopmaetcs 3asBieHHE O BOCCTAaHOBJIEHHHU MTPOLECCYyalbHBIX CPOKOB

20. JlaiiTe onpeneneHue xanoosl Ha eicTBuUs (Oe3neicTBUe) cyae0HOro npucTaBa-

UCIIOJIHUTES
Bomnpoc OtBer
1. Jamite TIOHATHE [lon pexkBu3uTaMM JOKYMEHTa IOHUMAIOTCS O00s3aTENbHbIE

PCKBU3UTOB JOKYMCHTA

AJIEMEHTBI, KOTOPbIE JOJKEH COACPKATh JOKYMEHT AJI MPU3HAHUS
€ro JEHCTBUTEIBHBIM W WMCIONIUM IOPUIWYECKYI0 CHIYy B
mporecce  cyaebHoro  pasOuparenscTBa  (Hampumep,  jgara
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COCTaBJICHUA, HOMCp [JcsIa, OTMCTKA O BCTYIUICHHUU AJOKYMCHTa B
CUITY U Jp.)

2. Kaxk pacrojararTcs
PEKBM3UTHI B  CylneOHOM
JIEJIONPOU3BOJICTBE

B cyneOHOM Ae10npon3BOICTBE PEKBU3HUTHI PACHOIAratoTCs Io-
pPa3HOMY B 3aBUCHMOCTH OT CTPaHBI U 3aKOHO/ATeIbcTBA. OOBIYHO
OHHU DPACIOJIOKEHbI B BEPXHEW YacTH JOKYMEHTa, HAaUMHAIOTCS C
HaMMCHOBAHMUS, Jajiee YKa3blBaeTCs JaTa, CBEACHHUs 00 HCTIE,
OTBETYMKE,  Jpyras  uHGMOpMAaIHs, HeoOXxonumast  Juis
PacCMOTpPEHHUS Aea.

3. Jlafite moHATHE OJIAHKOB brnanku 1OKyMEHTOB B CyJeOHOM JEJIONPOU3BOACTBE - 3TO

JOKYMEHTOB B  CyleOHOM | JOKYMEHTHI, COepKallue o0s3aTeNbHble PEKBU3UTHI U TOJIS IS

JEJIONPOU3BOICTBE 3al0JIHEHUS, KOTOpBIE HCIOJIB3YIOTCS TIPU COCTABICHUM U
oopMiIeHNN JTOKYMEHTOB B CyneOHOM mpolecce. bianku moryTt
OBITH  MCIIOJIL30BAHEI A pa3iIIMYHbIX ueneﬁ, TaKuX Kak
COCTaBJICHHE MCKOBBIX 3asBJICHMM, XOJATaliCTB, BO3PaXCHUHM Ha
HCKHU U IPYTHX JOKYMEHTOB.

4. Ilepeuncnure BH/JIBI B cyneOHOM Jenonpou3BOACTBE CIEAyIOIIME BHJBI OJAHKOB

0J1aHKOB
cylieOHOM
JIeTTOTIPON3BO/ICTBE

JOKYMCHTOB B

JIOKyMEHTOB -WICKOBBIC 3asBIICHUS; XOJATAlCTBA;, BO3PAXKCHHS Ha
WCKH; PCICHHs CyJa; MPUKa3bl Cy/Ja; aneJUISIUOHHBIC KaloObl;
KacCallMOHHBIE  JKaJIOOBI;  3asBJICHUS O  BOCCTAHOBJICHHH
MPOLIECCYaTbHBIX CPOKOB; KaloObl Ha JedcTBus (Oe3neiicTBue)
CyJ1e0HOTO TPUCTABA-UCTIOTHUTEIIS.

5. [lepeuucnure ocobeHHOCTH
HCKOBBIX 3asIBJICHUI

Oco0eHHOCTAMU MCKOBBIX 3asBICHUI SBISIOTCS WX COCTABIICHUE
B COOTBETCTBUHU C TPEOOBAHUSIMHU TPAKTAHCKOTO MPOIIECCYATHHOTO
3aKOHOJIATEIbCTBA, MoOJa4ya B CyJ IO MECTy JKUTEJIbCTBA
OTBETYMKA, yIUIaTa TOCYAApPCTBEHHOW MOILIMWHBI, BO3MOXXHOCTH
MO/a4y JIMYHO WJIM Yepe3 MPEACTABUTEINSI, KOTOPBIM T0IKEH UMETh
JIOBEPEHHOCTb Ha IPEJCTABICHUE HHTEPECOB UCTLIA B CY/IE.

6. Jlaiite
XoJaTalcTBa

IIOHATHEC

XonaTalicTBO - 3TO TMpockda K Cyay O COBEpIICHHH
ONPEACIICHHBIX MPOUECCYaTbHbIX JICUCTBUA WM TPUHATHH
peLIeHUH, CBA3aHHBIX C PACCMOTPEHUEM Jeia. X0AaTaicTBa MOTYT
OBITh 3asIBJIEHBI CTOPOHAMH, UX MPEACTABUTEISIMU, IPOKYPOPOM, a
TaKK€ MHBIMM YYaCTHUKAMM IIpoliecca, MMEIOLIUMU IIpaBO Ha
oOparieHue B Cy/I.

7. Ilepeuucnure 0cOOEHHOCTH
X0JaTaliCTB

OCOOCHHOCTSIMHM  XOJATaMCTB SBISIOTCS HMX COCTaBJICHHE B
COOTBETCTBUU c TpeOOBaHUSIMU MPOLECCYaTbHOTO
3aKOHO/IaTEIhCTBA M COACPKAHUE BCEX HEOOXOIUMBIX PEKBHU3UTOB,
JTIOJDKHBI ObITh OOOCHOBaHHBIM U HAIIPABJICHHBIMH Ha JOCTHKECHUE
OTIpEICTICHHON IeJIU, MOTYT OBITh KaK B NMHCHMEHHOH, Tak U B
ycTHOU (hopme, cya 00s13aH pacCMOTPETh KakJA0€ XOJaTalCTBO U
TIPUHSTH IO HEMY PEIICHUE.

8. JlaiiTe IIOHSTHE

BO3PAXEHUS HA UCK

Bo3paxkeHne Ha HMCK - 3TO JOKYMEHT, IPEICTaBIIAEMbIN
OTBETYMKOM B CyI B IIpOLECCE pPACCMOTpPEHUs Jena Uit
BBIPQXXEHHUSI CBOErO HECOIIacus C TpeOOBAaHUAMU  HUCTIIA.
Bozpaxxenne MoxeT OBITh OCHOBAaHO Ha  HEMPABUIHLHOM
TOJIKOBAaHUU 3aKOHA, OTCYTCTBUHU JTOKA3aTeJIbCTB, ICTEUEHUH CPOKa
MCKOBOM JIABHOCTU U APYTUX OOCTOSATENIbCTBAX.

9. Ilepeuncnure 0coOEHHOCTH
BO3PAXEHUS HA UCK

OCOOEHHOCTAMH BO3PAXKCHUS HAa HCK SBJIAIOTCS Mojada MX B
MUCbMEHHOW  QopMe, B  COOTBETCTBHH C  TpeOOBAHHUSIMH
MPOIIECCYATbHOTO 3aKOHOJATEIbCTBA, YKAa3aHWE OCHOBAHHIA, IO
KOTOPbIM OTBCTUHUK cuyuTacT HUCK HEe00OCHOBAHHBIM nIIn
HE3aKOHHBIM, HaJIWYHME 0Ka3aTeNIbCTB, MOXET OBITh MOJAHO Ha
T000M CTainu Cy1e0HOTO pa30MpaTeTbcTBA
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10. [laiite TOHSITHE
aneJUIIIIOHHON KaI00bI

AmenanuMoHHas kKaimoba - 3To oOpalieHue B CyA BTOpPOM
MHCTAHIIUU C TpeOOBAHMEM MEPECMOTPETh PELIEHHE CyJla MepBOi
WHCTAHIIMK. ATICJUIAIIMOHHAS kalio0a MoJaeTcs, €CI CTOpOHA He
COIJIaCHA C PEUIeHHEM CyJa U CYUTAET, UTO OHO OBLJIO BBIHECEHO C
HapyIICHHEM 3aKOHA WA MPOLIECCYaTBHBIX HOPM.
AmnemsiuoHHas kajno0a MOXET OBITh TOJlaHa Ha pelIeHue
m000r0 Ccya, KpOME pPelIeHu MUPOBBIX CYJIEH.

11. Ilepeuncnure 0COOEHHOCTH
aTNeIISIIUOHHOM JKaJI00BI

Oco0eHHOCTAMU aneIUISIIMOHHOM Kaj00b! ABJSAIOTCS TO, YTO OHA
MIOJIaETCSl TOJBKO II0CJIE BBIHECEHMs PEIICHUS CYJIOM IE€pBOM

WHCTaHIUH, COCTAaBJIACTCA B COOTBETCTBHH C Tpe6OBaHI/IHMI/I
3aKOHOAATCJIIbLCTBA, JOJDKHA  COACPKATH  BCC H€06XOI[I/IMBI€
PEKBU3UTBI, MOXET OBITE paccCMOTp€Ha TOJIBKO TEM CYIOM,

KOTOpPBIM BBIHEC PEIIEHUE, pPACCMATPUBAETCS C BHI30BOM CTOPOH U
IIPEJCTABICHHUEM JIONIOJHUTENIbHBIX JI0Ka3aTEIbCTB.

12. Haiite TOHSATHE
KacCaIlMOHHOM 5Kao0bl

Kaccammmonnas xanoba - 3To oOpailleHue B CyJ KaccallmOHHOM
WHCTAHIIMM C  TpeOOBaHMEM  MPOBEPHTh  3aKOHHOCTh U
00OCHOBAHHOCTh CY/ACOHBIX TIOCTAHOBJIEHHH, BCTYNHBIIUX B
3akOHHYI cuiy. KaccammonHas »ano0a IMmomaeTcss Ha pEHICHUs
CYJIOB, KOTOPBIC YK€ BCTYIIIN B 3aKOHHYIO CHITY, HO MOTYT OBITh
00’kaJIOBaHbI B KACCAIIMOHHOM TOPSIIKE.

13. Tlepeuncnute 0COOEHHOCTH
KaCCaIMOHHOM KaIo0bl

Oco0eHHOCTSIMU KacCallMOHHON >Kajlo0bl SIBISIOTCS €€ Iojada B
CyIl KacCallMOHHOW WHCTAHIIMHM 4Yepe3 CyJ, BBIHECIIUN peIIeHHUE;
rmojiaua B CPOK, YCTAHOBJICHHBIA 3aKOHOAATEIILCTBOM; COJICPIKAHUE
BCEX  HEOOXONMMBIX  PEKBU3UTOB, OOOCHOBaHHOCTh.  [lo
pe3yibpTaTaM PAacCMOTPEHUsSI KACCAIMOHHOW ajloObl CyJ MOMKET
OTMEHUTh WM M3MEHUTh pelIeHHe Ccyaa TepBOH WU
aneJNIAIIMOHHON MHCTAHIINH.

14. [lepeuncnure 3a71a4u
KacCaIlMOHHON KajI00bI

3ajauaMi  KacCallMOHHOM  JKaloObl  SBISIIOTCS — IPOBEpKa
3aKOHHOCTM ¥ OOOCHOBAaHHOCTH pEIIEHUH CYJOB NEpBOH H
aneJUBIIMOHHOM  MHCTAHLWM,  BBIABICHUE UM YCTPAHCHUE
HapyHIeHI/Iﬁ 3aKOHOAAaTCJIbCTBA, AONYIICHHBIX cyaaMu
HIDKECTOSIIMX WHCTAHLUM, 3alUTa IIPaB U 3aKOHHBIX MHTEPECOB
CTOPOH IO Jelly, oOecreueHre €JUHCTBA CyJIEOHOM NpaKTHUKU U
3aKOHHOCTH B JIEATEIBHOCTH CYJIOB.

15. laiiTe moOHATHE NIPHUKA30B
cyna

[Ipuka3 cyna — 310 cyneOHOe pelieHrne, KOTOpoe BBIHOCUTCS 0e3
npoBeieHus cyaeOHoro pasouparenbcTBa. [Ipukaszel MOTYT OBITh
Pa3NIMYHBIMH, HalpUMeEp, MpPHUKa3 O B3BICKAHWH 3aJ[0JKEHHOCTH,
NpUKa3 O HaJOXKEHUHM apecTta Ha HMYIIECTBO, IpHKa3 o0
oOecnieueHnu ucka u T.1. [Ipuka3sl UMEIOT 00s3aTeNbHYIO0 CUITY U
MOTYT ObITh 00KaJIOBaHbI TOJIBKO B OMPEIEICHHBIX CIydasX.

16. ITepeunciure 3a7a4u

IIpUKAa30B CyJa

3amauaMu MPUKA30B Cy/da SBISIIOTCS OOCCTICUCHHE COOIIOCHUS
3aKOHHOCTH M TIOpSAJKAa B CyAEOHBIX 3acelaHMsIX, pa3peuicHue
OpPraHMU3AIMOHHBIX BOMPOCOB, YCTAHOBJICHHUE MPABWII U TPOIIEIYD,
KOHTPOJb 3a MCIOJIHEHHWEM pELICHUW CyJa, YIPaBICHUE
CyIeOHBIMU JIeJlaMH, 3allluTa TMpaB W HWHTEPECOB CTOPOH,
MOJICpaIHsl IIOBEICHHUSI CTOPOH M YYaCTHHKOB ITPOIIecca.

17. Ilepeuncnure 0COOEHHOCTH
MIPUKa30B CyJa

OCOOCHHOCTAMH TIPUKA30B CyJa SIBISIOTCS WX 00s3aTCIbHBIN
XapakTep, BEIHECEHHE KaK B MUCbMEHHOW, TaK U B YCTHOU (hopme,
BBIHECEHUE CYIbEH WU JIPYTUM YIIOJJHOMOYCHHBIM Ha TO JIMIIOM,
MOTYT OBITh OTMEHEHBI WJIM U3MEHEHBI, €CII 3TO HEOOXOAUMO IS
oOecrieueHusT  CIPaBEUIMBOCTH M 3aKOHHOCTH  CYJIeOHOTO
poliecca, MOI'yT UMETh pa3IndHbie POPMBI M COACPIKAHNUE.
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18. Oxapakrepusyite
3asBIICHHE 0
BOCCTaHOBJICHUU
MpoIecCyalTbHBIX CPOKOB

3asiBIIEHHE O BOCCTAHOBJIEHMM IIPOLECCYaJbHBIX CPOKOB
XapakTepu3yercs Kak JOKYMEHT, KOTOPBI Mojaercs B CyA, €Cld
BBl TMPOIYCTHJIM CPOK JJIsi TOJA4d HWCKa, JKaJoObl WIH JPYTroro
JIOKyMEHTa B paMmKax cynebHoro mporuecca. [IpoueccyanbHbie
CPOKM MOTYT OBITh pPa3HBIMM B 3aBUCHMOCTH OT KOHKPETHOMH
CUTYaIlMH ¥ 3aKOHOJATEIbCTRA.

19. Kak momaercst 3asiBJIEHHE O
BOCCTaHOBJICHUU
MPOLIECCYaTBHBIX CPOKOB

3asiBIIEHHE O BOCCTAHOBJIEHMHM IIPOLECCYaJbHBIX CPOKOB

[OJAeTCs B TEYEHHUE OIPEJCICHHOIO CpOKa I0C/Ie OKOHYAHUS
OCHOBHOTO CpOKa Ui MOAAa4YH JOKYMEHTOB, B MIMCBbMEHHOU (hopme
U JIOJDKHO COJAEp)KaTh OOOCHOBAHME IPHUYMH MPOITycKa CpOKa.
Ecin 3agBuTens He moAan 3asdBIEHUE O BOCCTAHOBJIEHUU
IPOLIECCYATIbHOIO CPOKa WM CYyJl OTKa3ajl B €r0 BOCCTaHOBJICHUH,
TO JOKYMEHTBI MOTYT OBITh OTKJIOHEHBI WJIM HE TPHHATHL K
PacCMOTPEHHUIO.

20. Havite onpeJieseHue
kKamoObl ~ HAa  JICHUCTBHS
(be3meticTBue)  cyneOHOTO

IMpHUCTaBa-UCITIOJIHUTCIIA

Kanoba wna nelictBusi (Oe3melicTBHUE) CyIeOHOTO TpHCTaBa-
UCTIOJIHUTENT — JTO THChMEHHOE OOpaleHne, B KOTOPOM
3asBUTENb  BBIPAKAET CBOE  HECOTJacMe C  JCHCTBHUSIMH
(6e3neiicTBUEM) CyIeOHOTO TPHUCTABA-UCIIONHHUTENSA, KOTOPOE
MOJIAeTCS B CIydasx HE3aKOHHBIX JCHCTBHUM CyaeOHOTO MpUCTaBa-
WCTIOJIHUTEIIS, OIIMOOK M HETOYHOCTEH B padoTe.

Ounenka cpopmupoBanHocTu kKomnerenuun: ITK-2.2
1. Pousp opraHn3anmOHHO-IIPAaBOBOM JOKYMEHTALIMHU

0 3O\ L kAW

CocraB opraHn3alMoOHHO-IIPaBOBOM JOKYMEHTALIMU

[lepeuncnure yKpyImHEHHBIE TPYIITBI TOKYMEHTOB CyJJeOHBIX OPTraHOB

[TonsiTve yupeaAUTEIbHBIX TOKYMEHTOB IOPUAMYECKOTO JINIIA

Kakne ¢pyHKINN BBITOTHSIOT YUpeIUTENbHbIE JOKYMEHTHI IOPHINYECKOTO JIHIIA
YKaXuTe r1aBHYI0 OTIIMYUTENBHYIO YepPTY Cy/1e0HOT0 JeONpPON3BOACTBA
JaiiTe onpezenenne cyObEeKTOB AEIOMPOU3BOACTBA

[TonsiTue koH(pUAEHIMATBEHON HHDOPMALIMK U ee KTacCu(UKaIus

9 [TonsiTve TOMKHOCTHOW MHCTPYKLUU

10 Yro oTHOCUTCSA K BXoAwIei nHpopMamu

11 Omnpenenenue 6a3bl JTaHHBIX

12 Yro B cebs BKIIOUAET MPOIIECC JOKYMEHTUPOBAHUS

13 Tlepeuncnute TpeOOBaHUS K OTMETKE 00 JIEKTPOHHOU MOATHCH
14 Yro o3HayaeT MOHATHE «OPOPMIICHUE JeIa

15  VYkaxure OCHOBHBIC IPU3HAKU JOKYMEHTA

16  Tlepeunciute BXOIAIINE JOKYMEHTHI U MaTEPUAIIbI, IIEpeaBacMble
npecenaTesio cyaa

17  Kakue QpyHKUIUH BBIIOIHIET JOKYMEHT

18  Ha3naueHue 0OIIMX MOJOXKEHUHM B OpraHM3allMOHHO-TIPABOBOI IOKyMEHTaLlUU

19 Yrto oTHOCHUTCA K (pakTOpam, XapaKTepU3YIOIIUM PEXHUM JIBHKEHHUS TOKYMEHTOB

20  Kak ocy1iecTBisieTcsl KOHTPOJIb 32 UCIIOJTHEHUEM JIOKYyMEHTOB 0COO0M BaXKHOCTHU
Bompoc OtBer

1. Ponp OpraHHU3allOHHO-
IIPaBOBOM TOKyMEHTALUU

OpraHu3aioHHO-IPaBoBas JOKYMEHTALMs WUIPaeT BaXKHYIO pOjib B
(YHKUMOHUPOBAHUM JIIOOOW OpraHU3allMyd WIH TPEINpUSTHSA, TaK Kak
OHa pErJaMeHTHPYeT CTPYKTypYy, MOpsAIOK paboTbl, ImpaBa u
0053aHHOCTH  COTPYAHUKOB, a TaKKe YyCTaHAaBIMBAeT IpaBHIIA
BHYTPEHHETO paclopsIKa.

2. CocTtaB  OpraHU3aLUOHHO-
MPaBOBOU TOKYMEHTAIIUU

OpraHu3alMOHHO-TIPaBOBast JOKYMEHTAlMsl BKIIOYaeT B ceds ycTaB
OpraHM3allid, TIOJOXKEHHE O  CTPYKTYpHBIX  IOJpPAa3NEICHHUSAX,
JIOJDKHOCTHBIE  MHCTPYKILIMH, TpaBWJIia  BHYTPEHHETO  TPYAOBOTO
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pacropsiika, KOJUICKTHBHBIA JOrOBOPp W JPyrue JIOKyMeHThl. OHa
SIBIISICTCS.  OCHOBOHM J7s1 paboOThl OpraHu3alud W o0ecleunBacT ce
s pexTHBHOEC PYHKITMOHUPOBAHHE.

3. Ilepeuncnute yKpyImHEHHBIE
IPYMITBI JOKYMEHTOB CYACOHBIX
OpraHoB

B cyneOHbIX opraHax BBLICIAIOT TPU YKPYNHEHHBIE TPYIIIBI
JIOKYMEHTOB: 1) OCHOBHBIE IOKYMEHTHI (Cy/leOHbIE Jeia, IPOU3BOJICTBA,
0030pHI ¥ T.1.); 2) TOKyMEHTHI 10 TUIHOMY COCTaBy; 3) MOKYMEHTHI IO
SKOHOMHUYECKOMY OOECTICUeHHI0 AESTeIhHOCTH cynaa (OyXramrepckue
JIOKYMEHTBI, pacueTHbIe BEIOMOCTH H PsIII APYTHX).

4. Tlonsatie  y4upeaUTETbHBIX VYypeaurenbHble JOKYMEHTHI I0PUINYECKOTO JIMIA - 3TO JIOKYMEHTHI,

JOKyMEHTOB  IOPHIMYECKOIO | KOTOpBIE OIPENCSIOT INPaBOBOM CTaTyC IOPUANYECKOrO JIMIA, €ro

auna OpraHU3alOHHO-IIPABOBYIO ¢dopmy, HOPSIIOK u yCIIOBUS
(YHKUMOHUPOBAHUS, a TAaKXKe IpaBa M OOSN3aHHOCTU YYaCTHUKOB. K
YUpPEAUTENbHBIM JOKYMEHTAaM OTHOCITCA YCTaB M YUYpPEAUTEIbHBIN
JTIOTOBOP (151 XO3AWCTBEHHBIX TOBAPHIIIECTB M OOIIECTB).

5. Kakue byHKIIIH YupeaurenpHble JOKYMEHTHl FOPUIMYECKOTO JIMIA BBIMONHAIOT

BHIMOJIHSIOT ~ yUpEIOUTENbHBIE |  clenyroue QyHKIun: 1) onpenensoT NpaBoBOi CTaTyc IOPUANIECKOTO

JIOKYMEHTBI IOPUINYECKOTO | JIMIA; 2) yCTAaHABIMBAIOT NOPAIOK YIPABICHUS IOPUIUYECKUM JIULIOM; 3)

hivz0i¢:] 3aKpeIUIIOT TMpaBa U OO0A3aHHOCTH yupemuTened; 4) oOecrednBaroT
IOPUINYECKYI0 3aIllUTy HWHTEPECOB YYAaCTHUKOB; S5) peryiIupyror
OTHOUICHUS C TPETHbUMHU JIUIIAMHU.

6. Ykaxure [JIaBHYIO ['maBHOW OTMMYHUTENBHON YEPTOH CyneOHOTO MIeIONMpPOU3BOICTBA

OTIIMYUTENbHYIO 4epTy | SBISETCAs TO, YTO TpeOOBaHHWE CO3JaHMs, O0O0paOOTKH, HCIIOJIL30BAHUS

CyJIeOHOTO JIeTIOMPOU3BOICTBA

cyneOHBIX JOKyMeHTOB Oasupyercst Ha Hopmax YIIK P®, I'TIK P® u
KoAIl P®. B »3tux akrax coaepXaTcsi OCHOBHBIE IIPaBUIIA,
pernaMeHTUpPYIOIUE CTPYKTYpy HNOCTYHAIOIIUX M CO3JaBa€MBIX B CyZe
JIOKYMEHTOB, MX 00s3aTellbHble PEKBU3UTHI, CXEMYy IBW)KCHHs Jeiia B
3aBHCHMOCTH OT KaTeropuu Jena M TMOopsAKa €ro paccMOTpEHMUS,
IIPOLIECCYabHBIE CPOKUM PAcCMOTPEHHs, IOPANOK oOpalieHus K
WCTIOJTHEHHIO Cy/1e0HBIX aKTOB H T.J.

7. Jante OIIpEJIEICHHE
CyOBEKTOB JIETIONPOU3BOACTBA

CyOBeKThI JeONPOU3BOJICTBA — 3TO JOJDKHOCTHBIC JIUIA, KOTOPBIC
OCYHIECTBIISIOT PA3JIMYHBIE CTaJUU OTOrO TMpolecca: NpUEM, YUerT,
PaccMOTpPEHHUE, MCIIOJIHEHHE M KOHTPOJIb HaJl UCTIOJIHEHUEM CITYKEOHBIX
JIOKYMEHTOB (CeKpeTapb, MOMOIIHUK CYbH, PaOOTHUKH apXuBa Cy/a,
paOOTHHKH SKCHCIHUIIMH U T. 1I.).

8. IlonsTne Kondunenumansnas uHpOpManus — 3TO  JOKYMEHTHPOBaHHAs

KOHQJHﬂeHHManLHOﬁ HH@)opMaum{, JIOCTYIl K KOTOPOM OrpaHUYMBAETCS B COOTBETCTBUH

uHQOpMAaIH 51 ee | c3akoHojaresnbcTBOM  Poccuiickoit  @epepaumu. B 3aBucumoctH

KJaccupuKanus OT XapaKkTepa CBEJICHHI, OTHOCAIINXCS K FOCy1apCTBEHHOU TaliHE, TaKHUe
JOKYMEHTBl MOHO KJIacCU(HULUPOBATh Ha HECEKPETHBIE M CEKPETHBIE
C COOTBCTCTBYIOIIIMMHU  CTCIICHAMU  CCKPETHOCTU!: «IJIA CJIy)KC6HOFO
MOJIb30BaHUS», «CEKPETHO», «COBEPLUICHHO CEKPETHO» U «0CO0OM
BAYKHOCTH.

9. Ilonstue JIOJKHOCTHOM JoMKHOCTHAasE MHCTPYKUHS - 3TO JOKYMEHT, OIpPEEeIsIOUINil

HHCTPYKIUHU 00513aHHOCTH, TpaBa U OTBETCTBEHHOCTh Pa0OTHHKA Ha ONpEAEIeHHON

IOJDKHOCTH B opraHu3aiui. OHa CIYy»XHT IS YCTAHOBJICHUS €IUHBIX
TpeOoBaHmii K paboTe COTPYOHWKA, 3aKpeIUICHUS €ro Ipas,
00s13aHHOCTE M OTBETCTBEHHOCTH, a TaK)Ke ONpEAENICHHsS KpUTEpHEB
OIICHKH €ro JIeATENBHOCTU. JIOJDKHOCTHAsT WHCTPYKIHMS TIOMOTaeT
obecnieunTh COONIOIEHUE TPYIOBOW AMCHUIUIMHBEL, CIOCOOCTBYET
3pPEKTUBHOMY B3aMMOJICHCTBUIO MEXAy pabOTHUKAMH W YJIydIlaeT
Ka4ecTBO PabdOThl OPraHU3alliy B IEIIOM.

10. Yto oTHOCHUTCSA K BXOOAILIEH
rH(pOpMAaIIH

K Bxogsmieii napopmManuy OTHOCAT JIIOOOH JOKYMEHT, ITOCTYIHUBLINN
W3BHE, W3 JII000r0 BHEIIHEr0 HCTOYHUKA. ODTUM HCTOYHHUKOM MOXKET
OBITH BBIIIECTOSIIUI WM HIXKECTOALIMN cyll, poKyparypa, CyneOHbIH
JIeNapTaMeHT, JTF00as WHasi OPraHu3alus, JIF000H rpaKIaHuH, KOTOPBIH,
MOJIb3YACh KOHCTUTYLHOHHBIM MPaBOM Ha OOpalleHue, HarpaBuiI
IICHMO JIM00 MHOM JOKYMEHT B CY/I.
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11. Onpenenenue 0a3bl JTaHHBIX

baza maHHBIX — 3TO HAOOp MAHHBIX, JOCTATOYHBIN IS JOCTHKCHUS
YCTAHOBJICHHOM  LENM U NPEACTABICHHBIA  Ha MAlIMHOYUTAEMOM
HOCHUTEIIE B BUJE, MO3BOJSIIOIIEM OCYIIECTBISATh ABTOMATU3HUPOBAHHYIO
nepepaboTKy coJieprKalienicss HHPOpMaIuu.

12.Yt0 B ceba BKIIOYAET
MpoIiecC TOKYMEHTUPOBAHUS

IIpomecc  MOKYMEHTHPOBaHMS  BKJIIOYaeT B cebs  mporece
¢bukcupoBanus HHOOPMAIMH, TO €CTh CO3JaHHs JOKYMEHTa, Ba)KHAsS
YacTh IEJOMPOM3BOACTBA, KOTOpAs BKIIOYAET COCTABICHUE TEIIErPaMM,
(dakcoB, JMCKOB U T. J. B 3aBUCHUMOCTH OT Ccriocoba Qukcaruu
uHPOpMAaIHK (MAITMHOTUCHBIA WIIH PYKOITUCHBIH).

13. Ilepeunciute TpeOOBaHUSA K
OTMETKE 00  DIIGKTPOHHOU
TTOTTUCH

TpeOGoBaHus K OTMETKE OO JJIEKTPOHHOW MOINWCH CIEAYIOIIHE: a)
MECTO pa3MeIleHHuss OTMETKH 00 JJIEKTPOHHON MOMMUCH JIOJDKHBI
COOTBETCTBOBaTh MECTy pa3MEIECHUS COOCTBEHHOPYYHOW WOJIINCH B
AQHAJIOTUYHOM JOKYMEHTe Ha OyMa)XHOM HOcHTele, O) 3JIeMEHTHI
OTMETKH 00 OJJICKTPOHHOW TOAMNCH JOJDKHBI OBITh BHAMNMBIMHA U
YUTaEMBIMH TIPH OTOOPAKEHHUH JTOKYMEHTa B HaTYpaJbHOM pa3Mmepe; B)
JJIEMEHTHl OTMETKM 00 DJIEKTPOHHOW TIOJAIHCH HE  JIOJDKHBI
MEePEKPhIBATBCS WM HAKJIAABIBATBCSA JPYyr Ha Jpyra; T) 3JIEMEHTHI
OTMETKH 06 BHCKTpOHHOﬁ MOANKMCH HE NOJIKHBI IEPEKPHIBATH 3JIEMCHTLI
TEKCTa JIOKYMEHTA M JIPYTHe OTMETKU 00 3JICKTPOHHOW MOIIHCH.

14.Yto  o3HauaeT
«ohopMIiIeHrE eTa»

IIOHATHEC

OdopmiteHne aena — 3T0 KOMILIEKC padoT 1Mo 0OpPMIIEHHIO 00JI0XKKH
Je7a;  COCTaBJIEHHE  KOHKPETHOTO  3arojioBKa, YTOYHEHHOTO  C
HOMEHKJIATYpO#l e, HyMepaluH JUCTOB; COCTAaBICHHIO BHYTpEHHEH
ONMHUCH JOKYMEHTOB Jela W JHWCTa-3aBEpUTENs Jena; IOJIINBKA U
neperuieT aena.

15. Yxaxunre OCHOBHBIE OCHOBHBIMM ~ IPHU3HAKaMH  JOKYMEHTa  SIBISIOTCS:  HaJIM4Me

IIPU3HAKYU JTOKYMEHTa WHQOPMAIMH, CMBICIOBOTO COJACPKaHUsS; CTAOWIbHAS BELICCTBCHHAS
¢dopma, obecrieurBaroias JOJTOBPEMEHHOE HCIIONb30BaHUE U XpaHEHHE
JOKyMEHTa; (yHKIHOHaJbHAs IPEJHA3HAYEHHOCTh [UI1 Iepeaadu
vH(OpMAIINH B TPOCTPAHCTBE U BPEMEHH.

16. Ilepeuncaure BXOJSIIHE K BxomfmmMm JOKyMeHTaM W  MaTepuaiaM, IeperaBaeMbIM

JOKYMEHTBl M  MaTepualbl, | TpelcenaTelio CyAa, OTHOCITCS yroJOBHBIE, IpaXkIaHCKHE Aena, Aea 00

neperaBaeMbpie  MPEICeIaTeNto
cyna

aIMUHUCTPATUBHBIX  MPABOHAPYLIEHUSX, a TakXe  MaTepuaisl,
BO3BpAILEHHBIE B CBA3M C OTMEHOM WM W3MEHEHHEM IIPUIOBOPOB U
pewieHHi JIMOO C YAaCTHBIMHM OINPENCICHUSIMHU BBIIECTOSAIINX CYJIOB,
MaTepHaibl IO BOIPOCAM CYAEOHOrO KOHTPOJIS 3a 3aKOHHOCTBIO
JIEHCTBUI OPraHOB NPEIBAPUTEILHOTO CIEACTBUS M JTO3HAHUS, KATOOBI
Ha OTKa3 B NPHHATHH COOOIIEHHH O COBEPIICHHBIX MPECTYIUICHUSIX,
MICHbMa, 3asBJICHUS, >XajloOBbl HEMpOLECCyalbHOIO XapakTepa U psil
JPYTUX MaTepUaJIOB.

17. Kakve QyHKIMH BBITOJTHSET
JIOKYMEHT

JIOKyMeHT  BBINOJHSET  cieAytome  QyHKuu:  Qukcanus
conepkatenbHO  MH(pOpManuu; (uKcalus  JIMIE, TOANUCABIICTO
JIOKYMCHT; bukcarnys yCIOBUH COCTaBIICHUS JOKYMEHTA,

JIOKA3aTebCTBO B CyAeOHOM paszOuparenbcTBe; (DYHKIHS OpWUTHHAIA,
obecrnieurBaeMasi €ro YHUKJIbHOCTBIO.

18. Haznauenune 00IIux
MOJIOKSHUH B
OpraHU3allOHHO-IIPAaBOBOM

JAOKYMCHTAallUU

OOmue mMOoNOKEeHNUsT B OPraHU3allMOHHO-TIPABOBOM JOKYMEHTAlUU
MpeJHa3HA4YEHbl [UI1 ONpEACICHUs] OCHOBHBIX IPHHIUWIIOB W LENel
JIeSITeIFHOCTH  OpPTaHW3allMU, €€ CTPYKTYPHl W TIOpSAKa TPUHITHA
pemennidi. OHM TakXe MOTYT coAepKaTh WHPOpPMalHUI0 O NpaBax MU
00513aHHOCTAX COTPYAHUKOB, NpaBWIaX BHYTPEHHErO pacmopsaka Hu
JIPYTHX acleKTax AesiTeIbHOCTH OpPraHu3alIHH.

19. Yto oTHOCHTCS K (haKTOpam,
XapaKTepU3YIOIHUM PEKUM
JBIKEHUS JOKYMEHTOB

K ¢dakropaM, XapakTepu3ymOIIUM PEKUM JBUXKCHHS JOKYMEHTOB,
OTHOCSTCS O00BEM JOKYMEHTOIIOTOKA B (H3MYECKUX BEIMYHMHAX,
MPOMYCKHAs CIOCOOHOCTh PA3IMYHBIX KAHAJIOB CBA3U, CPEJICTB CO3JaHMUS
U TUPAKUPOBAHMS JOKYMEHTOB, JAONMycTUMas (HOPMAaTHMBHAs) 3arpys3ka
COTPYJIHHUKOB, 00pa0aThiBaONUX HWHGOPMAIMIO, U €€ KOHEYHBIX
MTOTPEOUTEIICH.

20. Kak OCYIIIECTBIISIETCS

[lo ykazaHWIO PYKOBOJCTBA Cyna JTOKYMEHTBHI 0OCO00H Ba)KHOCTH
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KOHTPOJIb 3a HCIIOJIHCHHEM
JAOKYMCHTOB 0c000l BaXXHOCTH

CTaBATCS HA OCOOBI KOHTPOJb C OTMETKOW CpOKa HCIIONHEHUS, O YeM
CeKperapuar  Ipeicearens CcyAa  HEMEUIEHHO  HH(QOpMHUpYET
UCTIOJIHUTENST M agMmuHucTparopa. CHATHE € 0CO0Oro KOHTpOJIS
JIOKYMEHTOB M TIOpY4E€HUH NPOM3BOAUTCS TOJIBKO C COTJIAcCHs TeX
PYKOBOJMTENEH, MO yKa3aHUIO KOTOPHIX OHW OBUIM B3ATHI Ha OCOOBIH
KOHTPOJIb.

Ounenka cpopmupoBannoctu komnerenuun: INK-2.3

1 [TonsiTHe H(pOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB
Haznauenue napopmanmoHHO-CIIPaBOYHBIX IOKYMEHTOB
CymuHocTh MH)OPMAITMOHHO-CIIPAaBOYHBIX JOKYMEHTOB
Crpykrypa nH()OPMALMOHHO-CIIPABOYHBIX TOKYMEHTOB

JlaliTe moHsITHE OTYETA
B uem cocTout HazHaUYeHHE OTYETA B CYJEOHOM JETOMPOU3BOICTBE

2
3
4
5 3HaueHue BCACHUA Cy,[[e6H01"O ACJIOIIPOU3BOACTBA
6
7
8

[lepeuncnure 0COOEHHOCTH OTYETA
9 JlaiiTe IOHATHE POTOKOJIA
10 B gem cocTosiT 0COOEHHOCTH IPOTOKOJIA
11 Oxapakrepu3syiiTe Ha3HaYEHHUE IPOTOKOJIA
12 TlonsiTHe cipaBKU B CyACOHOM JIEIOMPON3BOJICTBE
13 OxapakrepusyiiTe LEHTPAIN30BaHHYIO (POpMY AEIONPOU3BOICTBA B Cy/I€
14 Ilepeuncnure 0COOEHHOCTH CIPAaBKU
15  [laiiTe nOHATHE UHCTPYKLIHUU
16  ng yero npeaHa3sHau€Ha rocy1apCTBEHHAsl aBTOMATU3UPOBaHHAs CUCTEMA

«IIpaBocynue»

17  JlaiiTe XxapakTEepUCTHKY ACIICHTPaIu30BaHHAas (hOpME JIETOMPOU3BOJICTBA B CY/IE
18  IlonsTHe Katayiora B cyAe0HOM J€JI0NPOU3BOJICTBE

19  OxapakrepusyiiTe cucTeMbl aBTOMAaTH3alMK JI€IONPOU3BOJICTBA B CyAax

20  Bwuasl cye0HOro 1€100pOU3BOJCTBO C YUETOM MPOIecCyaTbHON (YHKIUU

Bomnpoc OtBer
1. TTonsitue HNudopmanimoHHO-CTIpaBOYHBIE TOKYMEHTHI - 3TO JOKYMEHTHI,
UH(POPMALMOHHO- cojiepkaire MHGOPMAIHIO O eSTeIbHOCTH OpraHU3aluy, HO He

CIIPpaBOYHBIX JOKYMCHTOB

MMEIOIINE PACTIOPSAIUTENBHOM cuibl. K HUM OTHOCATCS JOKIam,
MPOTOKOJI, KT, CIIPaBKa.

2. Hazgauenue
MH(POPMALMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB

MHpopManmoHHO-CIIPaBOYHbIEC JOKYMEHTBI HIPAIOT BAKHYIO
pOJIb B JCIOMPOU3BOJCTBE, TaK KAK OHH SIBISIOTCS CPEIACTBOM
nepenayr MHGOPMAKUU U 00CCIICUCHUSI KOMMYHHUKALUHA MEXK]TY
pasiiMYHbIMU  YYaCTHHUKaMH CYJIOIIPOHU3BOACTBA. Haznauenue
TaKUX JOKYMEHTOB MOXXET OBITh Pa3HOOOpa3HbIM M BKIIIOYATh
clIeyroliee: JTOKyMEHTHPOBaHHEe WH(POPMAIUU, KOMMYHHKAIIUS
MEXJYy COTPYIHUKAMH, KOHCYJbTAlMM W  COIJIACOBaHUS,
paspenicHue KOHMIUKTOB.

3. CymHOCTh
UH(POPMALTMOHHO-
CIPAaBOYHBIX IOKYMEHTOB

WHupopManmoHHO-CITPaBOYHBIC JOKYMEHTHI - 3TO IOKYMEHTHI,
KOTOpBIC CcoJepkKaT WH(POPMAIUIO WIH JaHHBIC, HEOOXOJIUMEBIS
JUIS. TIPUHSTHUS PEUICHUH, OpraHu3amuyd paboThl MM OOYYCHUSI.
OHHM MOTYT BKJIFOYATh TaKWE€ JOKYMEHTBI, KaK OTYETHI, CIIPABKH,
MPOTOKOJIBI, aKThI, MHCTPYKIIUH, KATAJIOTH U IPYTHUE TOKYMEHTHI,
cojiepkamre nHpOpMaIHo. DTH JOKYMEHTHI OOBIYHO CO3AI0TCS
JUISL TOTO, YTOOBI MPEJOCTAaBUTh HH(OPMAIIHIO, KOTOPYIO HYKHO
MCTIOJIb30BATh B paboTe, 00YUECHUU WIIN APYTUX METISX.

4. CtpykTypa
nH(pOpPMaLMOHHO-
CIPaBOYHBIX JOKYMEHTOB

WNHpopMallnOHHO-CIIPABOYHbIE JAOKYMEHTHl OOBIYHO HMEIOT
CTaHIAPTHYIO CTPYKTYpy, KOTOpas BKIIOYaeT CIELYIOLIHe
HJIEMEHTBI: 3aroJIOBOK, COJIepXKaHKe, BBEJCHUE, OCHOBHAS 4acTh,
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3aKJIIOYEHUE, TPUITOKECHHUS.

OTa CTPYKTypa MOXET MEHSAThCS B 3aBUCHUMOCTH OT THIIA
JIOKYMEHTa W €ro Ha3HA4YeHHs, HO OCHOBHBIE 3JIEMEHTHI OOBITHO
OCTaIOTCS HEU3MEHHBIMH.

5. 3Hauenue
cyneOHOTO
JIEIONIPOU3BOICTBA

BCIACHUA

3HaueHUE BEJICHUS CYAEOHOrO JEJIONPOU3BOACTBA COCTOUT B
TOM, YTO C €ro IOMOLIBI0 HEMOCPEJCTBEHHO PEeaIn3yHTCs
KOHCTUTYIUMOHHBIC MPUHIMUIIBI CYOOIPOU3BOACTBA: 3aKOHHOCTD,
OCYILECTBIICHHE IIPABOCYIHs TOJBKO CYyJOM, HE3aBUCHMOCTHU
Cyae, TJIACHOCTH cyneOHoro pa3buparenbcTBa,
COCTSI3aTEJIbHOCTH M PaBHOIPABUS CTOPOH, YCTHOCTH CYIEOHOrO
pa30OupaTenbCcTBa, yYacTus TpaXK/IaH B OTIIPABICHUH MPABOCYIHSI.

6. JlaliTe moHSATHE OTYECTA

OT4er - 3TO AOKYMEHT, KOTOPBIM COAEPKUT WH(GOPMALIUIO O

NpojeTaHHOW  paboTe,  TONYYEHHBIX  pe3yibTaTax WM
AHATTMTUYCCKUX JaHHbIX. OHM MOTYT OBITh TPEICTABICHBI B
pa3nuuHbIX  (opMarax, BKJIIOYAs TEKCTOBBIC JOKYMEHTHI,
nmpe3eHTanuu, Tabmunbl ©W  rpadukn.  OTYeTsl  OOBIYHO

CTPYKTYPUPOBAHbl M BKJIIOYAIOT BBEJICHHE, OCHOBHYIO 4acThb W
3aKIIIOUYCHHE.

7.B geM COCTOHUT
Ha3HAYEHUE oT4yeTa B
Cy1eOHOM
JIEJIONPOU3BOJICTBE

[Tockonbky B CyAeOHOM JAEIONMPOU3BOJICTBE OTYET — 3TO
JOKYMEHT, TPEICTABISIONINNA COOOH MHCEMEHHOE H3JI0KEHUE
Xo/la CyneOHOTO pa3dupaTeabCTBA, aHAIM3a MPEICTABICHHBIX
JOKa3aTeJIbCTB, MHEHHS CYAbM WIM CylIed 10 TMOBOXIY
paccMaTpUBaEMOro Jieia, TO OH MOXET OBITh MCIOJIB30BaH IS
Pa3IUUHBIX LeNIei, BKIFOYask KOHTPOJIb KauecTBa pabOTHI CyjeH,
aHaJIN3 CyAeOHON MPAKTHKU M 00yUeHHE HOBBIX COTPYAHUKOB.

8. Ilepeunciure
0COOEHHOCTH OTYETa

OcoOeHHOCTSIMH ~ OT4YeTa Kak BUAA HMHQPOPMAIMOHHO-
CIIPABOYHOTO JTOKYMEHTA SIBIIACTCS TO, YTO OTYET JIOJDKECH OBITh:
1) wuHpOpMATHBHBIM M COJIEpXKaTh BCE HEOOXOIUMBIC JaHHBIC
I TIOHUMAaHUsl TMPOJCTIAHHONW pabOThl WM  TIOMYYCHHBIX
pe3yNbTaToB; 2) OOBEKTUBHBIM U HE COJEPKATh CYOBEKTHBHBIX
OIICHOK WJIM MHEHHWH aBTOpa; 3) CTPYKTYPHUPOBAaHHBIM U UMETh
YETKYI0  JIOTMYECKYIO0  IOCJIEJO0BATENbHOCTh  M3JI0KEHUS
undopmarnuu; 4) opopmiieH B COOTBETCTBUH C yCTAHOBJICHHBIMU
TpeOOBaHUSIMU U CTaHIAPTaAMHU.

9. Jlaitte
IpOTOKOJIa

IIOHATHE

B cyne6HOM nemonpou3BOACTBE MPOTOKOI — ATO JIOKYMEHT,
bukcHpyOIUKA XO0J CyneOHOro 3aceqaHus, BKIOYas BCE
BBICKA3bIBAaHUSI YYACTHUKOB IPOIIECCa, CBUETENICH, SKCIIEPTOB U
JIpYyTUX JIMl, TPUCYTCTBYIOUIMX Ha 3acenaHud. [IpoTokosibl
CyneOHBIX 3aceMaHuil SBISIOTCS BaXXHOM YaCThIO CyaeOHOTO
mpoliecca, TaKk Kak OHU CIy)KaT OCHOBaHUEM [UJIsl MPUHSATHUS
peleHnit U KOHTpOJIA 3a COOJIOJEHHEM TMpaB yYaCTHUKOB
rpolIiecca.

10. B 4em COCTOSIT
0COOEHHOCTH MPOTOKOJIA

OcobOeHHOCTH TMPOTOKOJIa Kak BUAa HWHGOPMAIMOHHO-
CIPABOYHOIO JOKYMEHTAa COCTOAT B TOM, 4YTO MPOTOKOJ: 1)
ABIIAETCS OQUIHUAIBHBIM JOKYMEHTOM, KOTOPBIM OTpakaeT XO[
CyZeOHOT0 3aceIaHus U COJIEPIKUT BCE HEOOXOAUMBIE CBEICHUS O
HeM; 2) JOJKeH OBbITh TOYHBIM M TOJHBIM, HE JOIMYCKAIOUIUM
MCKQ)XEHUI WIIM TMPOIMYCKOB BAXKHOW WMH(popManuu; 3) J0JKEeH
OBITh COCTaBJIEH B COOTBETCTBUU C ONpeAeNIEHHbIMU MpaBUIaAMU
u ¢opmaramu; 4) SBISIETCS JOKYMEHTOM, KOTOPBII MOXET OBITH
MCIIOJIb30BaH B Ka4eCTBE JI0KA3aTENbCTBA B CYIE.

11. OxapakTepusynre

Ha3nauenune 1mpoTokojga MOXET ObITh  pa3auyHbIM B
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Ha3HA4YCHUC NPOTOKOJIa

3aBUCUMOCTH OT KOHTEKCTa €ro HCHoib30BaHUSA. B oOmem
ciydae, TPOTOKOJI MOYXKET HCIIOIB30BAThCS JUIS  CIEAYIOIINX
eNeil: JOKyMEHTUPOBaHHE X0/1a KaKOT0-TH00 MEpOTIPHUSTUS UITH
mporecca, KOHTPOJIb 3a COONIIOZIGHWEM TPaBWI W TPOIEIYD,
paspelnieHne KOH(IMKTOB, MpPEeAOCTaBICHHE WHGPOpPMALUU IS
MIPUHSTHUSL PENICHUMN.

12. IlonsiTue  copaBku B
cyneOHOM
JIEJIONPOU3BOJICTBE

B cynebHOM Aenonpou3BOACTBE CHpaBKa — 3TO JIOKYMEHT,
coJiepKaluii KpaTKylo HHGOPMALUI0 O KaKOM-JIMOO BOIpoce
WIA OOCTOSATENIBCTBE, CBSI3aHHOM C PAaCcCMAaTPHUBAEMBIM JICIOM.
CrpaBku MOTYT coiepXaTb HHQOPMAIMIO O JUYHOCTH
YYaCTHUKOB IIPOLECCA, HX IPOLUIOM, HAJIUYUU CYIUMOCTEH,
(bUMHAHCOBOM IOJIOKEHUU M JIPYTUX BAXKHBIX (haKTax.

13. Oxapakrepusyiite
IICHTPAJIN30BaHHYID  (hopMy
JIeTTOTIPON3BO/ICTBA B CYIE

Llentpanmu3oBanHass ¢opma JAETONMPOU3BOJICTBA B  CyJe
MpeJronaraeT, 4To BCe OMEpaluu C CyAeOHBIM JEJIOM OT €ro

NEPBUYHOTO  (OPMUPOBAHUSA 1O TMOAIIMBKH JIOKyMEHTOB,
HyMepanuu CTpaHHLI, OTCIICKUBAHHUS JNOCTaBKH
KOPPECHOHICHIIUU CTOPOHAM OCYLIECTBISAIOTCS

CIICHUAJIM3UPOBAHHBIM IMMOAPA3ACIICHUECM CYyJd, OTBCYHANOIIHNM 3a
BCACHHUC ACTIOMPOU3BOACTBA.

14. Ilepeuncnure
0COOEHHOCTH CIIPaBKU

OcoOeHHOCTSMU ~ CHpaBKM Kak BuAa UHGOPMAIMOHHO-
CIPAaBOYHOTO JOKYMEHTa SIBIISIETCS TO, YTO CIIPaBKa JOJDKHA
ObITh: 1) TOYHOW M TONHOM, HE coAaepKallell OImMOOK WK
HETOYHOCTEH; 2) 0)OpMIICHA B COOTBETCTBHHU C YCTAHOBJICHHBIMU
NpaBUJIaMU U CTaHIApTaMH; 3) aKTyalbHOU, TO €CTh COIEPIKATh
CBEXKYIO U JOCTOBepHYH wH(popMmanmio; 4) yaoOHOW s
UCTIOJIB30BaHUs, TO €CTh JIETKO JOCTYITHOW W MOHSITHOW IJIS TEX,
KTO €€ UCITOJIb3YET.

15. Hatite
WHCTPYKITUU

IIOHATHEC

WNHcTpykuusa - 5TO  JAOKYMEHT, OIMCHIBAIOIIMM  IOPSAIOK
JEMCTBUM WM NPOUEAYp JUIsl BBINOJIHEHUS ONPEIEICHHOU
3ajauu. MHCTpYKIMK OOBIYHO BKIIIOYAIOT B c€0s IIark, KOTOpbIe
HEOOXOJUMO  BBIIOJHUTb, a TaKkKe€ MOTYT  COJEp’KaTh
WJUIFOCTPALIMK, IPUMEPBI, U YacTO YKa3bIBalOT HA BO3MOXKHBIE
npobiieMbl M UX peuieHus. B cynaeOHOM n1enonpou3BOJCTBE
MHCTPYKIUU MOTYT UCIOJIb30BaTbCA AJIA ONMCAHUS MPOLEAYP U
IIPaBUJI, CBSI3aHHBIX C CYJICOHBIMU MPOIIECCAMHU.

16. lna yero mpenHa3zHayeHa
rocyaapcTBeHHast
ABTOMATU3HPOBAHHAS
cucrema «lIpaBocyaue»

I'ocynapcTBenHas aBTOMaTH3HPOBAHHAS
cucrema «lIpaBocynue» mnpenHazHadeHa A (GoOpMHpPOBaHUS
€IMHOT0 MH(OPMALIMOHHOTO TPOCTPAHCTBA CYJOB  OOLIeH
opucaukiu U cuctembl CyneOHOro nenapraMeHTa — MpH
Bepxosanom Cygne P®, obecneunBaromas MHGOPMAILMOHHYIO H
TEXHOJIOTHYECKYIO MOJIEPKKY CYJIOIPOU3BO/ICTBA Ha
OPUHIMUIAX — TOJJepkaHus TpeOyemoro OajmaHca  MEXIy
MOTPEOHOCTHIO TpakJaH, OOIIECTBA U TOCYJapCTBAa B CBOOOIHOM
obmeHe HH(popMaiel M HEOOXOAWMBIMU OrpaHMYCHHUSIMU Ha
pacmpocTpaHeHre nHpopmaum.

17. Jlalite ~ XapakTepUCTUKY
JeleHTpain30BaHHass hopme
JIeTTOTIPON3BOICTBA B CyIE

Jlenientpanu3zoBanHas ¢opMa JIeJIOMPOU3BOJCTBA B CY/IE,
TaKKe UMEHyeMasi CUCTEMOU «o(uC Cynbu», Mpeanoiaaraer, yro
BCE OIEpaluu ¢ JeJIOM OCYIIECTBIISIFOTCS IOMOIIIHUKAMU CyJeH 1
CHEIUAINCTaMH  CYJIeOHBIX COCTaBOB, COCTaBISIOIIUX B
COBOKYITHOCTU «O(HC» KAKIOTO KOHKPETHOTO CYyIbU WU
HECKOJIbKHX CYJIEH.

18. IlousiTie  karajiora B

B cyneOHOM  JIeNONpOW3BOJACTBE  KaTajor -  3TO
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cyneOHOM
JIeTIONPOU3BOJICTBE

CUCTEMAaTHU3UPOBAHHBIA CIIMCOK JOKYMEHTOB W MaTepHalioB,
CBSI3aHHBIX C KOHKPETHBIM CyJIeOHBIM JenoM. Karajgorm moryt
OBITh  TONE3HBI i OBICTPOTO  TMOWCKA  HEOOXOIUMBIX
JIOKYMEHTOB, a TaKXe JJIi KOHTPOJIS 3a WX COXPaHHOCTBIO H
JIOCTYITHOCTBIO.

19. Oxapakrepusyire
CHUCTEMBI aBTOMaTHU3ALINHI
JIEJIONPOU3BOJICTBA B Cy/Iax

CucremamMu aBTOMaTH3allMM JAEJONPOU3BOJACTBA B Cylax
SBIIIOTC ~ MH(DOPMAIIMOHHBIE  CUCTEMBI, OOECIICUMBAIOIINE
aBTOMATHU3ALIMIO MPOIIECCOB OOILEro AeI0Npou3BOACTBa. B cynax
UCIIOJIB3YIOTCSA TpHU CHUCTEMBI: cucremMa «emo»,
aBTOMAaTHU3UPOBAHHAS nH(pOpMaLMOHHAS cuctema
«enmonpousBoncteo» (AUC «Jlenonpous3BoacTBO»), cucTeMa
ANEKTPOHHOTO NoKyMeHTooOopoTa BAC P® (CHJ10).

20. Bunpr cyneOHOro
JeTIONPOU3BO/ICTBO C YUETOM
IpoIecCyaabHON QYHKINU

Bunamu  cyneOHOro  A€nompoM3BOJACTBO  C  YUYETOM
mpoleccyaabHOW (DYHKINU SBISIOTCS AENOMPOU3BOACTBO B CYJIE
MepBOM MHCTAHIIMU, B CyJIe AamneUISIHOHHOM WHCTAaHIUU U
KAacCallMOHHOM  WHCTAHIIMM, B CyAE€OHBIX KOJJIETUAX U
IpEe3UAUyMeE Ccyaa.

Ounenka cpopmupoBannoctu komnerennuu: I1K-2.4

1 1. [TonsaTHe opranu3anu J0KyMEHTO000poTa

2 [TpuHIMIBI OpraHu3anuu JOKyMEHT0000poTa

3 Haznauenue opranuzanuu J0KyMeHTO000pOTa

4 Bunsl opranuzanuu 10KyMeHT0000poTa

5 Oransl opraHu3alu J0KyMEHTO000poTa

6 [TonsiTe 06pabOTKM BXOJAIIEH JOKYMEHTAlUN

7 Omneparuu pu 00padOTKe BXOASAIICH TOKYMEHTAIIUN

8 Ha3znauenune o0paboTKM BXOAAIIEH TOKYMEHTAlUN

9 [TpunHumnbel 06pabOTKH BXOASILIEH JOKYMEHTAIUH

10 OcoOenHoctr 00pabOTKU BXOAIICH JOKYMEHTAIIUN

11 [lonsiTHE perucTpanuu JOKYMEHTOB

12 Ha3znauenue peructpanuu J0KyMEHTOB

13 Oco0eHHOCTH PErucTpaluy J0KyMEHTOB

14 [TpuHIMIIBI perucTpany JOKYMEHTOB

15 IlonsiTHE KOHTPOJISA UCIIOMHEHUS JOKYMEHTOB

16 [TpUHIUIIBI KOHTPOJIS UCTIOTHEHUS IOKYMEHTOB

17 Oco0eHHOCTH KOHTPOJISI UCIIOJTHEHUS IOKyMEHTOB

18 Ha3naueHune KOHTPOJIS UCTIOJIHEHHUS JOKYMEHTOB

19 [TonsiTHEe 00PaOOTKH UCXOASIIEH TOKYMEHTAIIUN

20 [TpuHIUIBI 00pabOTKU UCXOAIIEH TOKYMEHTALUU
Bomnpoc OtBer

1. IlonsTme opranuzanuu | Opranuzanus JAOKYMEHTOOOOpOTa - 3TO MPOLECC JBHKEHUS,

JIOKYMEHT0000poTa co3lianusi, 00pabOTKM, XpaHEHUS M YHUUTOXKEHHS JOKYMEHTOB B

koMrnaHuu. OCHOBHasl Liedb OpraHU3alMU JOKYMEHTOOOOopoTa -
obecrieyeHrne >PPEKTUBHOTO YMPABICHUS MPEANPUATHEM IMyTEM
ONTHMU3ALIMY U aBTOMATU3ALUH JOKYMEHTOIIOTOKOB.

2. IlpyHuunel  OpraHU3ALNHU
JIOKyMEHTO00O0pOTa

[IpuniunaMu opraHuzalMu JOKYMEHTO00OpoTa SBISIOTCA: 1)
HenTtpanuzanus - Bcs paboTa ¢ JOKYMEHTaMH OCYIIECTBISETCS
LEHTPaIN30BaHHO B OAHOM Mecte; 2) EnmHooOpasme - Bce
JOKYMEHTBI opopMIIIOTCS B equHOM ctuie; 3) PermamenTanus -
BCE MPOLECCHl U TPOLEAYpPbl CTPOrO pPEriiaMeHTUPOBAHBI; 4)
JlokyMEeHTUpOBaHHWE - BCE BaXHbIE pPEIICHHS W JACHUCTBUS
dbuxcupyrorcs; 5) be3omacHocTh - oOecreyuBaeTcs —3aluTa
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JIOKYMEHTOB; 6) ABTOMaTH3aIUSA: HCIIOJIB3YOTCS
aBTOMATHU3HPOBaHHbBIE CUCTEMBI yIpaBiIeHUs
JIOKYMEHTOOOOPOTOM, KOTOpPBIE TO3BOJISIOT YCKOPUTH IPOLIECCHI
co3aaHus, 00pabOTKH M XpaHEHHUsS TOKYMEHTOB.

3. Ha3nauenue opraHuzanuu
JOKyMEHTO000pOTa

Ha3nauenmem opraHuzanuu JIOKYMEHTOOOOpoTa sBISIOTCS: 1)
ObGecneyenne deTtko u AP PeKTUBHONW pPaOOTHI MPEITPHUATHS
MyTeM ONTUMU3AIMH JOKYMEHTONOTOKOB 2) ObecredyeHue
KOHTPOJIS 3a MCIOJHEHHWeM pernieHud u 3amad 3) OOGecrieueHue
COXPAaHHOCTH u KOH(HICHINATBHOCTH uHpopManumy,
conepkanieiics B gokymeHTax 4) OOecnedyeHrne BO3MOXKHOCTHU
OBICTPOrO MOMCKAa W JOCTyNa K HEOOXOIUMBIM IOKyMEHTaM 5)
ObecnieueHre BO3MOXKHOCTH aHalIM3a U OLEHKU 3(PPEKTUBHOCTU
paboThl TpeAnpHUsATHS HAa OCHOBE JAaHHBIX, COJCPIKALINXCS B
JTIOKYMEHTAaX.

4. Bunpl OpraHu3alyuu
JIOKYMEHT0000poTa

Bumamu  opranuzanuM = JOKyMEHTOOOOpoTa  sIBIsitoTCS: 1)
DNeKTPOHHBIN JTOKyMEHTOO00O0pOT: UCTIONIb30BaHNE
aBTOMATH3HPOBAHHBIX cUCTeM 2) BymMakHBIN JOKYMEHTOOO0POT 3)
CMmemaHHBI  JOKyMEHTOOOOPOT: COYETaHHE dSJICKTPOHHOTO W
OyMa)KHOTO JIOKYMEHT0000pOoTa 4) entpanu3zoBaHHbIN
JTOKyMEHTOO0OPOT: BCsl paboOTa ¢ TIOKYMEHTaMHU OCYIIECTBIISCTCS B
OJTHOM HEHTpE, Harpumep, B KaHIIeTSIpUN 5)
JleneHTpann30BaHHBIN JOKYMEHTOOOOPOT: JOKYMEHTHI CO3/IAI0TCH,
oOpa0aTpIBalOTCS M XpaHATCS B  PasHBIX MOJPA3AEICHUSIX
OpraHM3aIHH.

5. Oramnbl OpraHu3aluu
JOKyMEHTO000pOoTa

JIOKyMeHTO000POT BKITIOUYAET B ce0s CIICAYIONINE ITAIBI:
Co3naHue JOKYMEHTOB: Ha 3TOM 3Tale NPOMCXOJUT MOATrOTOBKA,
oopmieHrE U perucTpanus JOKYMEHTOB.

[lepenaua  JOKyMEHTOB:  JOKYMEHTBI  NEPEHAIOTCS  MEXIY
CTPYKTYPHBIMH TIOJPa3ICIICHUSIMH.

O06paboTka TOKYMEHTOB.

XpaHeHue JTOKYMEHTOB: Hopa3yMeBaeT obecrieueHne
COXPaHHOCTH JJOKyMEHTOB.

YHUUYTOXKEHNE JJOKYMEHTOB: TIPOIIECC yIAICHUS JOKYyMEHTOB, CPOK
XpaHEHHsI KOTOPBIX UCTEK.

6. IlonsTue 00paboTku
BXOJSILIEH TOKYMEHTaluu

OO6paboTka BXoAsIIed AOKYMEHTAllMM - 3TO IMPOLECC IpHEMa,
perucTpanuy, pacCMOTPEHHUs, MCIOJHEHUS M KOHTpPOJsA 3a
WCTIOJTHEHUEM BXOJSIIMX TOKYMEHTOB B OpraHu3aiu. Bxomsmas
JOKYMEHTAIMsl BKJIIOYaeT B ceOs MUChbMa, 3alpocChl, JOTOBOPHI,
MIPHUKA3bl, PACIIOPSHKCHUSI U JIPYTHE JOKYMEHTHI, MTOCTYIAIONINE B
OpPraHu3alMi0 OT BHEIIHUX KOHTPAreHTOB WM U3 JPYTUX
nozpaszzaenenuii. O0paboTKa BXOIAIIEH JOKYMEHTAIUH I103BOJISET
o0ecreynTh CBOEBPEMEHHOE M IPAaBUJIbHOE BBIIIOJHEHHUE 3ajad,
MOCTaBJICHHBIX B JOKYMEHTaX, a Takke KOHTPOJIHPOBATH
WCIOJHECHUE PELICHUM U IOPYUYECHUN.

7. Oneparuu ipu 00paboTKe
BXOJISAIICH TOKyMEHTAIlUN

[Ipu 06paboTke BXomAImeH TOKYMEHTAllUU OCYIIECTBIsETCS: 1)
IIpuem u mepBuyHas oOpaboTka JOKyMEHTOB 2) Perucrpamus
nokyMeHToB 3) PaccmoTpeHue u pacnpezesieHue JOKYMEHTOB 4)
Ucnonnenne pokymentoB 5S) KoHTponb 3a UCHOTHEHHEM
JIOKyMEHTOB: OCYIIECTBIIACTCS TIPOBEPKA CBOEBPEMEHHOCTH U
MPaBUJIBHOCTH  HMCIOJHEHUS  TMOPYYEHUH,  yKa3aHHBIX B
nokymeHntax. 6) IlogmmBka  JTOKYMEHTOB:  HWCITOJIHCHHBIC
JIOKYMEHTBI MOJIIMBAIOTCS B COOTBETCTBYIOIINE JI€JIa U XPaHSITCS B
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APXHBEC OpraHM3alyu.

8. Haznauenue 00paboTKn
BXOJISAIICH IOKyMEHTAIIUN

OO6paboTka BXoasLIed JOKYMEHTAllU UMEET CBOMM Ha3HAYEHUEM:
1) ObecrnieueHne CBOEBPEMEHHOTO U TMPABHIIBHOTO BBITIOJTHEHUS
3aja4, TIOCTaBJIEHHbIX B JoKyMmeHTax. 2) Konrponp 3a
WCTIOJIHEHUEM pEIICHUH U MOpYyYeHUi, yKa3aHHBIX B JOKyMEHTaX.
3) CoxpaHeHHEe M apXUBUPOBAHUE MCIIOJHEHHBIX JTOKYMEHTOB JJIS
MOCTIeYIOIIEro  UCMoib3oBaHusA. 4) 3ammra HHDOpMAIH,
cojepxarieics BO BXOJISILUX JIOKYMEHTaX, oT
HECAaHKIIMOHUPOBAaHHOTO JocTyna. 5) [loBbimenue 3pexTuBHOCTH
paboThI OpraHU3alyy 3a CUeT ONTUMU3ALUU IIPOLIECCOB 00pabOTKH
JIOKYMEHTOB.

9. IpuHIUIBI 00paboTKn
BXOJISAIICH TOKyMECHTAIIUN

[IpuniunamMu oOpabOTKK BXOZSAMICH TOKYMEHTAalUu sBiA0TCA: 1)
Hentpanuzanus 2) Enunoo6pasue: BCE JIOKYMEHTBI
oOpabaTbIBatoTCs 1O €OUHBIM MpaBUJIaM M mpoueaypam  3)
PernamenTtamuss 4) besomacHocTh: oOecrneunBaeTCsl  3aluTa
UHpOpMALUU 5) ABTOMaTH3AIMS: UCTIONIB3YIOTCS
aBTOMATH3HPOBAHHBIE CHCTEMBl OOpa0OTKM M  PETHCTpaLUu
BXOJSIIMX JIOKYMEHTOB, 4TO YCKOpseT Ipoiecc 00paboTKH U
NOBBIMIAET ero 3P PEeKTUBHOCTE.

10. OcoGennoctu 06pabOTKH
BXOJISIIIEH TOKYMEHTAIIUH

OcobenHocTh 00paboOTKU BXOAdAIIEeH JokyMeHTanuu: 1) Bxoasiiue
JOKYMEHTBI MOTYT OBITh Ha pa3HBIX HOCUTEISAX (OyMaxkKHBIE,
JNIEKTPOHHBIE) M B Pa3HbIX dopMaTax 2) Bxopsmme TOKYMEHTHI
MOTYT  COJAEpXaThb KOH(PHIEHIHMAIbHYI0 HH(pOpMamio  3)
Bxopsiue JOKyMEHThI MOTYT UMETh pa3HbIe CPOKH XpaHEHHS 4)
Bxopsmme JOKyMEHTBI MOTyT TpeOOoBaTh OCOOBIX YCIOBHM
xpaHeHust 5) Bxopsmue AOKyMEHTBI MOTYT TIOCTyNaTh B
OpTaHM3AIMIO B Pa3HOE BpEeMs CYTOK M JIHA HEJCNH, YTO TpeOyer
ruOKoro moaxojJa K HMX 00paboTKe W paclpeleleHHI0 Cpeau
HCIIOJIHUTECIICH.

11. Ilonsatue perucTpanuu
JIOKYMEHTOB

Peructpanus JOKyMEHTOB - 3TO 3aMKuCh UH()OPMALIUU O TOKYMEHTE
B peructpanmvoHHor Qopme (KypHane, O0aze MaHHBIX) C
MIPUCBOEHUEM €My YHHMKaJIbHOTO HOMEpa W YKa3aHHEM JaTbl
peructpanun. Peructpanusi mokymeHTOB mo3BossieT: O0ecneunThb
y4eT U KOHTPOJIb 3a JBM)KCHHUEM JOKYMEHTOB B OpraHU3ALIMM;
YHpocTuTh MOUCK JOKYMEHTOB B nanbHeniieMm; Co3aarh OCHOBY
st hopMupoBaHus WHGOPMAIMOHHO-TIOUCKOBBIX CUCTEM  IIO
JIOKyMEHTaM OpraHU3aIHH.

12. Ha3znaueHne peructpanuu
JIOKYMEHTOB

Ha3nauennem perucrpanyu JOKYMEHTOB sBiseTcs: 1) Yuer u
KOHTpOJIb JOKYMEHTOB 2) IlouMck JOKYMEHTOB: MpU HaJIWYUH
PETUCTPAIMOHHBIX JAHHBIX MOXHO OBICTPO HAaWTH HYKHBIH
JOKYMEHT 1O HoMmepy uiu apyruM napamerpam 3) Co3zmaHue
MH(POPMAIIMOHHO-TIONCKOBOM  cuctembl  4)  Cucremaruzanus
JOKYMCHTOB: PErucTpanvda IIOMOTacT YIHNOPAAOYHUTH JOKYMCHTEIL,
pacrpesienuTh UX Mo KateropusiM M otaenaMm. 5) CoOmoneHue
TpeOOBaHMI 3aKOHOJATENLCTBA: BO MHOTHX CIy4asiX PerucTpanus
JIOKYMEHTOB ABJIAETCS o0s13aTeNbHON IIPOLIEAYPOH,
IPESYyCMOTPEHHON 3aKOHOJATEIbCTBOM.

13. OcobennocTu
perucTpamnuu J0KyMEHTOB

OCOOCHHOCTSIMM ~ pEeTUCTpallMd  JTOKYMEHTOB  siBisieTcs: 1)
Perucrparust MmoxxeT ObITh PYyYHOM WJIM aBTOMATU3UPOBAHHOM. 2)
PeructpupoBatbcsi  MOTyT  TOJIBKO  ONpPEAENICHHBIE  BUbBI
JOKYMEHTOB  (Hampumep,  BXOJSIIME,  HCXOIAIINE  WIH
BHYTpeHHHE). 3) PerucrpaliioHHbie JaHHBIE MOTYT OBITh Pa3HBIMHU
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JUI  pa3HbIX THUIIOB JOKYMEHTOB. 4) Perucrpamuio MoOXer
OCYIIECTBIIATh Pa3HOE KOJIMYECTBO COTPYIHHKOB B 3aBUCHMOCTH
OT pa3Mepa OpraHu3all ©U o0beMa JOKyMeHTooOopoTa. 5)
Perucrpammonnsie  GopMbl  MOryT OBITh OyMaXHBIMH — WJIH
NIEKTPOHHBIMH, a TaKKe€ MOTYT HMETh pasHyl0 CTIPYKTypy U
cofieprKaHHe.

[lpyHuuMnamMu  perucTpauvu  JOKYMEHTOB  siBisieTcs: 1)
EnunooOpasue: perucrpanus BceX NOKYMEHTOB OCYIIECTBIIAETCS
[0 €IMHBIM IpaBWiaM U mnpouenypam. 2) LleHTpaln30BaHHOCTH:
perucTpanusi JOKYMEHTOB OCYILECTBISETCSI B OJHOM MECTe
(manpumep, B KaHuensapuun). 3) AJIEKBATHOCTh: PErUCTPALIMOHHBIC
JIAHHBIE JIOJDKHBI OTpa)kaTb BCIO HEOOXOAMMYIO HMH(QOPMALUIO O
NoKyMeHTe. 4) JIocTymHOCTb: PErnucTpalluOHHbIE JaHHbBIE JTOJKHBI
OBbITb JIOCTYIHBI JAJIs1 TIOMCKA U Ucnosib30BaHus. 5) HOpuanueckas
3HAYMMOCTb: PETUCTpalMs JOJDKHA OOECIeYHBATH IOPHINYECKYIO
3HAYMMOCTb JJOKYMEHTOB.

14. IlpuHiunel  perucTpanuu
JIOKYMEHTOB
15. Ilonsitue KOHTPOJIS

HCIIOJIHCHUA JOKYMCHTOB

KoHTposib ucnosiHeHust TOKyMEHTOB - 3TO MPOIECC OTCICKUBAHUS
X0/1a BBITIOJHEHUS 33714 U MOPYYCHUI, YKa3aHHBIX B JOKYMEHTaX,
a TaKXe MPOBEPKH CBOCBPEMEHHOCTH U KAaYECTBA UX HUCIIOTHEHHUS.
KoHTposib MOKET ObITh MPOMEKYTOUHBIN U HTOTOBBIH.

16. IlpuHuunsl KOHTPOJIA
UCTIOJIHEHUS IOKYMEHTOB

[IpuHtMIaMu KOHTPOJS MCIOJTHEHUS JTOKYMEHTOB sBJsieTcs: 1)
Perynspaocts 2) OOBEKTUBHOCTH: KOHTPOJb JOJKEH OBITh
00OBEKTHUBHBIM 1 OCHOBBIBATHCA Ha (DaKkTax, a HE HA CYOBEKTUBHBIX
MHEHHUAX. 3) CHCTEMHOCTh: KOHTPOJIb JIOJDKEH OXBAaThIBaTh BCE
acmekThl padoThl C JOKYMEHTaMH, a HE TOJbKO OTJEIbHBIC
HanpaBneHus. 4) [HOKOCTh: KOHTPONIb MJOMKEH YYUTHIBATH
W3MEHEHUsI B paboTe OpraHu3alluu U aJanTHPOBATHCS K HUM. 5)
[Ipo3payHoOCTh: pe3yabTaThl KOHTPOJS JOJKHBI OBITH JOCTYITHBI
BCEM 3aMHTEPECOBAHHBIM CTOpPOHAM, 4YTOOBI OHH MOTJIH
PUHUMATh MEPBI JUIS YIyYIIeHUs paOOTHI.

17. OcCOGEHHOCTH ~ KOHTPOJIS
UCTIOJIHEHUS IOKYMEHTOB

Oco0OeHHOCTSAMHU KOHTPOJISI UCTIOJHEHHSI JOKYMEHTOB siByiseTcs: 1)

KoHTponb  MOXET  OCyIIECTBIATHCS  BpPYUHYHD)  WIM  C
HCIIOJIb30BAaHUEM ABTOMAaTU3UPOBAHHBIX CUCTEM. 2)
KonTponupoBatbcsi  MOTYT  TOJBKO  ONPEIEIECHHBIE  THUIIBI

JOKYMEHTOB WJIM BCE€ JOKyMEHTHI B 1esoM. 3) KoHTponb Moxer
MPOBOJUTHCS Ha pa3HbIX d3Tamax padoOThl C JOKYMEHTaMHU: OT
co3aHus 10 ucrnosiHeHus. 4) KoHTposibHbIE MEPONPUSITUS MOTYT
IIPOBOAMUTHCS  PAa3HBIMU  COTPYAHMKaMH B  3aBUCHUMOCTH  OT
CTPYKTYphl oOpraHusauuu. 5) Pe3ynbrarel KOHTPOJS MOTYT
¢ukcupoBaTbcs B pa3ziMyHBIX (opMax: oT4eTax, MPOTOKOJIAX,
aKTax M T. [I.

18. Ha3znauenue KOHTPOJIA
WCIIOJTHEHUSI IOKYMEHTOB

Ha3nauenue KOHTpOJIS HCIOJNHEHHMS JOKyMeHTOB: OOecreueHue
CBOEBPEMEHHOTO M  Ka4eCTBEHHOTO  HCIOJHEHUS  3ajad,
MOCTaBJICHHBIX B JIOKyMEHTax; BhIsBIIeHHE U ycTpaHeHUe NpodiieM
W TPEensTCTBHM, MEIIAIOUIMX  HCIOJHEHUI0  JIOKYMEHTOB;
[loBbienne >Q@exTuBHOCTH pabOThl  OpPraHU3alMd  IMyTeM
ONTHMU3ALIUU MTPOLIECCOB MCTIOJIHEHUS JOKYMEHTOB.

19. ITousarue
UCXOISIIEN
JIOKyMEHTaIuU

00paboTku

OO6paboTka HMCXOZSMIEH JOKyMEHTallUd - 3TO  KOMILIEKC
MEpOIPHATHIA IO TOATOTOBKE, O(QOPMIICHHIO, COTIACOBAHUIO WU
OTIPAaBKC JOKYMCHTOB BHCHIHUM KOHTpAar¢cHTam Wjin AOpyIruMm
HOApa3JeleHUssM  opraHu3anuu. Mcxopsmas — JOKyMeHTaiums
BKJIFOYaeT B ce0s MCXOMSIINE IHCHhMa, 3amlpoChl, OTYETHI,
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AOTOBOPLI, NPUKA3bl U APYTUC NJOKYMCHTBI, KOTOPBIC CO3AAI0TCA U
OTHpaBIAOTCS W3  opranu3anuu. OOpaboTka  UCXOJAIIEH
JOKYMEHTAI[MM HampaBlieHa Ha O0ECTeueHUE CBOEBPEMEHHOTO U
MPaBUIHLHOTO O(OPMIICHUS JTOKYMEHTOB, a TaK)Ke Ha KOHTPOJb 32
NX UCIIOJTHCHUCM.

20. IpuHIUIIBI
HUCXOSIIEN
JIOKYMEHTaluu

00paboTKu

[MpunuunamMu oOpabOTKU HCXOAALIEH TOKYMEHTAlUU SIBISIETCSA:
LlenTpasn30BaHHOCTH - BCE  HUCXONSIIME  JOKYMEHTBI
00pabaThIBatOTCs B OJJHOM MECTE.

EnurooOpa3ue - Bce MOKYMEHTHI O(QOPMIISIFOTCS TIO0 €IUHBIM
IpaBUJIaM.

Pernamenrammst - Bce Tmpomecchl 00pabOTKM  TOKYMEHTOB
peraaMeHTHpPOBaHBI.

BbezonacHocTh - 3amuTa nHGOPMAUK OT HECAHKIIMOHUPOBAHHOTO
JOCTyTA.

ABTOMATH3aIMs - HCIIOJIb30BAHUE ABTOMATHU3MPOBAHHBIX CUCTEM
00pabOTKH JOKYMEHTOB.

ITAKET DK3AMEHATOPA

YcioBus NpoBeAeHU IPOMEKYTOYHON aTTeCTALMU
DK3aMEH 10 MOJYJII0 MPOBOJUTCS B TPyMIe B KoiaudyecTBe — He Ooisiee 20

YCJIOBCK.

KonnuecTBO BapuaHTOB 3afaHMs — KaXIOMYy OOydarolmemMycs OJIUH
HK3aMEHALIMOHHBIN OUJIET MMyTEM CITy4aifHOro BHIOOpA.
Bpewms Boinonnenus 3aganusa — 90 MuHyT

Ilepeyenns KpuTEpHEB /sl OLIEHKH YPOBHS OCBOEHHSI JUCHMILTUHBI
NPU NPOBEAEHUM MPOMEKYTOUYHOI aTTeCTAIIMU (IK3aMeH 110 MOAYJII0):

Kpurtepuu ouenku Ouenxka

OOyuaromuiics 3aTpyAHSETCS C OTBETOM Ha TIOCTaBJICHHbBIE
BOIIPOCHI, JOMYCKAET CYIIECTBEHHBIC OIMMOKH TPH H3JI0KECHUU
TEOPETUYECKOr0 MaTepHala, JeMOHCTPUPYET cephe3Hble MPoOesbl
B 3HAHUSX, HE BJIAJICET KaTErOPUAIIBHBIM allapaToOM, UCIBITHIBAET
CIO)KHOCTH  IIPM  BBINIOJHEHWHM  INPAKTUYECKUX  3aJaHUM,
OTKa3bIBAECTCS OTBEYATh HA JIOMOJIHUTEIbHBIE BOMPOCHI WIIM AT
HEBEPHBIE OTBETHI.

HeynosneTBopuTesbHO

OOyuatomuiics B I€JIOM JEMOHCTPUPYET YCBOEHHME OCHOBHOI'O
MaTepHaia 1o Kypcy, HO JaeT HeloJIHble, OUIMOOYHbIE OTBETHl Ha
IIOCTABJICHHBIC BOIIPOCHI, B €ro OTBETax OTCYTCTBYCT
apryMeHTalusi, HapylleHa JIOTHKA W3JI0KEHHs, OO0yJaroImuiics
3aTpyAHACTCAd C OTBE€TAMM Ha AOOIOJHHUTCIIBHBIC BOIIPOCHI, B
HEJI0CTaTOYHOM CTENEHU Bia/ieeT KaTeroprualbHbIM anmnapaToMm, He
MMEeT HaIIekKAINX 3HAHUH 0 mpobieMax Kypca.

Y 10BIETBOPUTEIBEHO

O6yLIaIOIJ_II/IMC}I JaHbl  JOCTATOYHO  IIOJHBIC H  JIOTUYCCKHU
BBICTPOCHHBIC OTBETHI HA IMOCTABJICHHBIC BOIPOCHI, 06y'-I2HOHIPII>iC?I

Xopo1o
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JEMOHCTPUPYET  BJIAACHUE
chOopMUPOBAHHOCTh ~ yMEHUH |

TEOPETUYECKUM
HAaBBIKOB
MPAKTUYECKUX 3aJaHUM, OJIHAKO, UM JOIYCKAKTCA OTAEIbHBIE
OIIMOKY W HETOYHOCTU B OTBETaX HA BOMPOCHI, OTBETHI SBISIOTCS
HEJIOCTaTOYHO apryYMEHTUPOBAHHBIMU WJIM HETIOJIHBIMH.

MaTrepuajioM U
BBITIOJTHEHUSI

OO0y4armuiicss TpaMOTHO,
CTPOMHO JAaeT MCYEPIbIBAIOIINE OTBETHI
BOIPOCHI,

OpaBUIBHO  OOOCHOBBIBACT  MPHHSATHIC
CaMOCTOSITEIIBHO 00001IaTeh |
MaTepHall, He JOIyCKas OIIHOOK.

IIOCJIEI0BATEIBHO
Ha TIOCTaBJIECHHbIE
HE 3aTpyAHsEeTCd C OTBETOM Ha JONOJIHUTEIbHBIC
BOIIPOCHI, MOJAKPEIUISIET NPUBOAMMBIE apryMEHThl IpUMEpamMHu M3
IPAaKTUKH, JEMOHCTPUPYET CBOOOJHOE BIAJEHUE MaTepUalIOM
Kypca, CBOOOJHO CHpaBisIETCS C NPAKTUYECKUMHU 3aJaHHUSAMHU,
peleHus,
aHaAJIN3UPOBATh

n  JOTHYCCKH OTanaHOo

yMeeT
HU3JIaracMbIi

KPATEPUU OIIEHKH KOMITIETEHIIAM

Pe3ynbrathl (0cBOGHHBIE O0IITHE
KOMIIETEHLINH )

OcHOBHEIC TTOKa3aTeIIN OLICHKHU pE3yJIbTaTa

[IK 1.1. OcymiectBasTs padoty ¢
3asIBJICHUSIMU, 'KaJI00aMU ¥ HHBIMU
oOpalIeHUs MU TPAXKAaH U OpraHu3aluii, BECTH
MIPUEM TOCETUTENIEHN B CyJIe

HMeThb NPaKTHYECKUI ONBIT: o
OCYILECTBJICHUIO MOJITHOMOYHI
COOTBETCTBYIOIIEro pabOTHHKA ammapara cyaa
B COOTBETCTBMM C €0  JIOJBKHOCTHBIM
periiaMeHToM
Ymers:

- JIOBEJCHHWE JaHHOTO CMBICIA  JI0
3aMHTEPECOBAHHBIX JIUII.
3HaTh: ONpEACIISITh HOPMBI rpasa,

PeryIupyIomuX MPaBOOTHOIIEHUsT B cdepe
MIPOLIECCYaTIBbHOTO MPaBa;

- cMBICIa HOpM TpaBa B cdepe
MIPOLIECCYaTIBbHOTO MPaBa;
HMeTh NPaKTHYeCKUH OMBIT: 1o
OCYIIECTBJIEHUIO MTOJTHOMOYHI
COOTBETCTBYIOIIEro pabOTHHKA ammapara cyaa
B COOTBCTCTBUHU C €ro JOJI)KHOCTHBIM
peraamMeHToM
Ymersn:
[IK 1.2. ITonaepxuBaTh B aKTyaJIbHOM - BECTH paboTy C OKyMEHTaMH (perucTparus,
COCTOAHUU 621351 HOPMAaTUBHBIX ITPABOBBIX KOHTPOJIb HUCIIOJIHCHUA, CIIpaBOYHO-
aKTOB U Cy1€OHON TPAKTUKH nHpopmanmonHass pabora); - ¢GopMHUPOBATH

Jella Ha CTaJuu TPUHATHS W Ha3HAUCHUS K
CyneOHOMY pacCMOTPEHHIO M IOCIe HX
paccMOTpeHHUsI.

3HaTh: HOPMaTHBHOMETOINIECKUE
JOKYMEHTHI 10 JIEJIONIPOU3BOICTBY B CY/E;

IIK 1.3. ObecnieunBaTh paboOTy OPTTEXHUKU U
KOMITBIOTEPHOM TEXHUKH, KOMIBIOTEPHBIX
ceTeil ¥ MporpaMMHOI0 00ECIIEUCHHUs CY OB,
CalTOB CYZI0B B HH(POPMAIIMOHHO-

HMeTh NPaKTHYECKU ONIBIT: o
OCYIIECTBIICHHIO HOJTHOMOYHH
COOTBETCTBYIOLIECTO paOOTHUKA armapara cyaa
B COOTBETCTBUHM C €ro  JOJDKHOCTHBIM
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TEJIEKOMMYHUKAIIMOHHOU ceTH « HTepHEeT»

periiaMeHToM
Ymerb: pasmematrb B cethu  MHTepHer
uHpopMalMd O JEATeNLHOCTH CyJa Ha
CTpaHUIIaX cailTa

3HaTh:  0a3bl JaHHBIX, HMH(OPMAIMOHHBIE
CIPaBOYHbIE M IOHCKOBBIE CUCTEMBI, B TOM
yucine («['AC-IlpaBocynue»), cnpaBouYHbIE
npaBoBeie cuctembl «['apanT», «KoHCyIbTaHT
[Imroc», TOUCKOBBIE CHCTEMBI B CETH
Hurtepner;

- IepeyeHb HOPMATHMBHBIX IMPABOBBIX AKTOB
[IpaButensctBa Poccuiickoit ®Penepauuu u
(denepanbHBIX ~ OPraHOB  HCIIOJIHUTEIBHON
BJIACTH B MH(OPMAITMOHHBIX CHCTEMax OOIIETO
MOJIb30BaHUS;

- mpaBuia pa3memnieHuss B cetu HMHTepHer
uHpopMalMl O JEATENLHOCTH CyJa Ha
CTpaHUIIAX caiTa.

1K 1.4. O6ecnieunBaTh paboTy apxuBa cya

uMeTh NPaKTHYeCKHii ONBIT: o
OCYIIECTBJIEHUIO MTOJTHOMOYHI
COOTBETCTBYIOLIETO paOOTHHUKA ammapara cyaa
B COOTBETCTBUM C €ro  JIOJDKHOCTHBIM
perJiaMeHTOM

YMeTb: COCTaBIISATh BHYTPEHHIOI)  OIHUCH
JOKyMEHTOB;

- BHOCHUTh HEOOXOIUMBIC YTOYHCHUS B
PEKBHU3HTHI OOJIOKKH JIeNa;

- odopmiATh pe3yNbTaThl CHAYM JIeN  Ha
apXMBHOE XpaHEHUE,;

- coOmIoAaTh OXPaHHBIM PEXUM MOMEHICHUH
XPaHWIINIL

- BBIIOJHATH  TOPSAOK  HMCIOJIb30BAHHS
JTOKyMEHTOB apXuBa Cy/a;

- OpraHW30BaTh MOPSJOK O0TOOpa JTOKYMEHTOB
1 0(OPMJICHUS UX HA YHHUITOKCHHE;

3HaTh: paboTy C  JOKYMEHTaMH IO
KOMIUIEKTOBAHUIO CYIEOHBIX 1l W HapsioB
JUISl TIOCTOSIHHOTO XPaHCHUS;

[0  OpraHu3allid  XpPaHEHUs  apXMBHBIX
JOKyMECHTOB;

IIK 1.5. OcyuiecTBiATh b BeJieHHE CyA€OHOM
CTaTUCTUKH HA OYMaXHBIX HOCUTEIISX U B
AJICKTPOHHOM BHJIC

HMeTh  NPAKTHYeCKHil  ONBIT: 1O
OCYIIECTBJIEHUIO MTOJTHOMOYHI
COOTBETCTBYIOIIEro paboTHHKA ammapara cyaa
B COOTBCTCTBHUHU C €ro JOJIZKHOCTHBIM
periiaMeHToM
Ymern:

- COCTaBIsITH OT4ET O paboTe CynoB IO
paccMOTPEHUIO TPaKIAaHCKHUX, YTOJIOBHBIX AEI,
Jen 00 aAMUHUCTPATUBHBIX
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IIPAaBOHAPYIICHUAX; - COCTaBJIATH OTYET O
cyMMax ymepba OT MpecTyIUIeHHH, cymMMax
B3bICKAaHUM B JI0XOJ TOCYJapCTBa, CyMMax
CyneOHBIX  pacxoJoB U3  (eaepaabHOTO
Or0/KeTa, ONpPeeNICHHbBIX CyJeOHBIMU aKTaMU;
- OTYET O  PACCMOTPEHUH  CyAaMHU
Tpa)XAaHCKHUX, YTOJIOBHBIX pi(SA) | B
amneJUIIIMOHHOM U KaCCAllMOHHOM TOPSIKAX;

- COCTaBJISITb OINCPATUBHYIO OTYCTHOCTL, -
OCYILECTBIISITh AHAJTUTUYECKYIO paboTy 10
MaTepuagaM CTaTUCTHYECKOH OTYETHOCTH; -
BECTH CIpPaBOYHYIO paboOTy 1O  y4eTy
3aKOHO/ATEIhCTBA U CYINEOHON MpaKkTUKUA B
cynax
3HaTh: CTPYKTypy OT4eTa O paboTe CyIOB IO
PacCMOTPEHHIO TPKIAHCKUX, YTOJIOBHBIX €T,
nen 00 aIMUHUCTPATHUBHBIX TPABOHAPYIICHUAX

IIK 2.1. OcyiiecTBasTh MPUEM, PETUCTPALIHIO,
y4eT U XpaHeHHe CyAeOHbIX /e,
BEILIECTBEHHBIX JI0KA3aTEIbCTB U JOKYMEHTOB

HMeETh NPaKTHYECKUH OMBIT: 1o
OCYIIIECTBIICHHIO HOJTHOMOYHH
COOTBETCTBYIOILIETO pabOTHHKA ammapara cyna
B COOTBETCTBUHM C €ro JOJDKHOCTHBIM
periaMeHToM

YMerb: BecT paboOTy C  JIOKYMEHTaMHU
(peructpartus, KOHTPOJIb WCTIOJTHEHWS,
crpaBoYHOMH(pOpMaIMoOHHass  pabora);

COCTaBJISATH U OQOPMIISITH HOMEHKJIATYPY /e B
cyne;

- ¢opMupoBaTh Aena HAa CTAJAUU TPUHATHS H
Ha3HA4YeHHUs] K CyIeOHOMY pPacCMOTPEHUIO U
II0CJIE UX PACCMOTPEHUS;

- COCTaBJIATh, PEAAKTUPOBATh

u oopmiATh
OpraHM3aIOHHOPACTIOPSAUTEIHbIC
JOKYMEHTHI,

- O6paH_[aTB K HCIOJHCHHUIO IIPUI'OBOPEI,

peuicHusd, OHnpCACJICHUA W IOCTAHOBJICHUA
cyna

3HaTh: HOPMaTHBHOMETOINYECKUE
JOKYMEHTHI T10 JICJIONIPOU3BOICTBY B CYJIC;
YMerb: Bectu paboTy € JIOKyMEHTaMu
(peructparms, KOHTPOJIb UCTIOJTHEHUS,
crpaBoYHOMH(pOpMAlMOHHAsT  paboTa);

COCTaBJISITh U OOPMIISITH HOMEHKJIATYPY JIeH B
Cyac;

- ¢opMHpOBaThH JeNa HA CTAJUW TPUHATHS |
Ha3HAUeHUs K CyAeOHOMY pacCMOTPEHHIO U
MOCJIe UX PACCMOTPEHUS;

- COCTaBJIATh, PEITAKTUPOBATH

u opopMIIATH
OpTraHU3AIMOHHOPACTIOPSTUTEIILHBIC
JIOKYMEHTHI,
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[IK 2.2. OcymiecTBisTh 0OpMIICHHE JET,
HA3HAYCHHBIX K CyZeOHOMY pa30oupaTeIbCTBY

- oOpamaTb K UCIOJHEHHIO IPUTOBOPHI,
pellieHus], OIpeleNeHuss U IOCTAaHOBJIEHHUS
cyna

UMeTh NPaKTHYeCKU ONBIT: o
OCYIIECTBJIEHHUIO MTOJTHOMOYHI
COOTBETCTBYIOLIET0 pabOTHUKA ammapara cyna
B COOTBETCTBUM C €ro JOJKHOCTHBIM
perinaMeHToM

YMerb:  COCTaBJIATb,  PENAKTUPOBATH U
0pOopMIIATH

OpraHnu3alluOHHOPACTIOPAANUTCIIBHBIC
JOKYMCHTEI,

- oOpamarb K WCIOJHEHHIO TPUTOBOPHI,

peLICHUs, ONpEeACIeHUsT ¥ IOCTAHOBJICHUS

cyaa

3HaTh: CTaguM TPUHATHS W Ha3HAYCHUS K

CyneOHOMY pacCMOTPEHHIO M TIOcle HX

paccMOTpeHHS;

nMeTh MPAKTHYeCKHii ONBIT: o

OCYIIECTBJIEHUIO MTOJTHOMOYHI

COOTBETCTBYIOIIETO paOOTHUKA ammapara cyaa

B COOTBCTCTBHUHU C €ro JOJIZKHOCTHBIM

perJIaMeHTOM

YMerb: Becth paboTy € JIOKyMEHTaMu
1K 2.3. OcymiecTBIsATh N3BEIICHHE JIUII, (peructpars, KOHTPOJITb UCTIOJTHEHUS,

YUYaCTBYIOUIMX B CyIeOHOM pa3OMpaTeNbCTBE, | CIpAaBOYHOMH(pOpPMAIMOHHAsA  paboTa);

MIPOU3BOIUTH PACCHUIKY U BpyUYeHHUE CYIEOHBIX
JIOKYMEHTOB Y U3BEILICHUI

COCTaBJIATh U OPOPMIIATH HOMEHKJIATYPY eI B
cyne;

- ¢dopMupoBaTh JleNa HAa CTaaUU MPHUHATUA U
Ha3HAueHUs K CyAeOHOMY pacCMOTPEHHIO W
MocJie UX PacCCMOTPEHUs

3HaTh: HOPMaTUBHOMETOIMYECKUE
JIOKYMEHTHI T10 JIeJIONPOU3BOJICTBY B CY/E;

1K 2.4. OcymiecTBIsATh PETUCTPALIUIO, YUET U
TEXHUYECKOe 0(OPMIICHHE NCTIOTHUTEIBHBIX
JIOKYMEHTOB I10 CyA€OHBIM Jie1aM

HMeTh NPaKTHYEeCKUil OMNBIT: no
OCYIIECTBJIEHHUIO MTOJTHOMOYHI
COOTBETCTBYIOIIEr0 paboTHHKA ammapara cyaa

B COOTBETCTBHUHU C €ro JOJIZKHOCTHBIM
periaMeHTOM

YMerb: Becth paboTy € JTOKyMEHTaMu
(perucrpars, KOHTPOJTb UCTIOJTHEHUS,
CrpaBOYHOMH(OPMAIMOHHAsT  paboTa); -

COCTaBJISATh U OYOPMIISITH HOMEHKJIATYpY /€N B
cyne;

- (GopmupoBaTh Aena Ha CTaJAUU NPUHATHI U
Ha3HAueHUs K CyAeOHOMY pacCMOTPEHHIO W
1ocJIe UX PACCMOTPEHHUS;

- COCTaBJIATb, PENAKTUPOBATh U O(OPMIISATH
OpraHU3alMOHHOPACTIOPAAUTEIbHbIE
JIOKYMEHTHI;

- oOpamaTh K WCIOJHEHHIO TPUTOBOPHI,




45

peuieHusi, OINpeNeNeHus] W MOCTaHOBJICHUS
cyna

3HaTh: HOPMaTUBHOMETOIUYECKHE
JIOKYMEHTHI 110 JCJIOMPOU3BOACTBY B CY/IE;

I kana OLCHUBAHUS KOHTPOJHUPYEMBIX KOMHeTeHHI/Iﬁ

IIpoueHT pe3yabTATUBHOCTH

KauecTBeHHas olleHKa

NMPaBUJIbHBIX 0TBETOB BbaJu (oTmeTtka)
86- 100 5 OT1anyHO
80-85 4 Xopo1io
70-79 3 Y 10BIIETBOPUTEIIHHO
menee 70 2 HeynosnerBopureabHO

DK3aMEHAIIMOHHBIN OWIeT QopMuUpyeTcsl U3 3aJlaHui, MEePEYUCICHHBIX 0

KOMIICTCHIHAM.




IIpumep IK3amMeHANMOHHOIO OnJIeTa
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Ipunoxenue 1

Yebokcapckuit
WHCTUTYT
(pumma)

MocKkOBCKOro

TIOJIUTEXHUIECKO
IO YHUBEPCUTETA

JKk3aMeHAIIMOHHBIN OnJteT Ne 1
Kadenpa [IpaBa
JMuctnummaa CynebHoe J1eT0npOU3BOICTBO
®dopma oOyueHuss QuHas
Hanpasnenue noaroroku 40.02.03

«

YTBepxkaaro
3aB. kadenpoit

» 202 r.

1. CymHOCTb U cofiepkaHue cyAeOHOro ASIONPOU3BO/ICTRA.

2. KoHTponbk HCHOJHEHHS JOKYMEHTOB (COJEp)KaHHE KOHTPOJS, CPOKH HCIOJTHEHUS
JOKYMEHTOB U T.]I.).
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