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@DOoHJ OIEHOYHBIX CPENCTB Mo mpodeccroHansHoMy Moayio [IM.02 ApxuBHoe neno B
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cpenHero mpodeccuonanbHoro obpaszoBanus mno crenuanbHocTH 40.02.03 «IIpaBo u cymebHOe
aIMUHUACTPUPOBAHHE)



1. ITacnopT (poHIA2 OLIEHOYHBIX CPEACTB

1.1. O01acTh NPpUMEHEHHUS

®oup oneHouHBIX cpenctB (nanee - POC) mpenHazHaueH JUIsl IPOBEPKHU PE3yIbTaTOB OCBOCHUS
Buga neareiabHoctu (BJl) (HamMmeHOBaHME) M COCTAaBISIIOIIMX €ro NpoGEecCHOHATBHBIX M OOIIMX
KOMIIeTeHIIMH, oOpa3oBarenbHoil mporpamMmel  CIIO mo mpodeccuuw/cnenmansHocTd (KO H
HauMEHOBaHUE MPodeccuu/CnealIbHOCTH).

®OC pazpaboran Ha ocHoBaHnuu PI'OC, obpazoBarenbHOil mporpammbl CIIO u paboueit
porpaMMsl podeccuoHanbHOro Moy (nanee - [IM).

1.2. IInanupyemble pe3yabTaThl 0CBOCHHA NPOQeCCHOHAIBHOI0 MOLY IS

Pesynbrarom ocBoenust [IM sBasieTcss rOTOBHOCTH OOydaromierocs K BBINOJIHEHHIO BHJIA
npodecCHOHATIBHOM AESTeIbHOCTH (B COOTBETCTBUHU ¢ paboueit mporpammoii IIM) u chopmupoBaHHOCTD
po(hecCHOHATBHBIX U O0IINUX KOMIIETEHLUH.

®opmoit arrectanuu 110 [IM sgBisieTcs 3Kk3aMEH 110 MOYJIIO.

2. ®opMBI KOHTPOJISI U OLICHMBAHHS 3J1€eMEHTOB PO(PeCCHOHAIBLHOTO0 MOLYJIs

Taomuma 1
OneMeHT npodhecCHOHAIEHOTO MO dopMa KOHTPOJISL U OLIECHUBAHUSI
[IpomexxkyTouHas Tekyumuii KOHTPOJIb
aTTecTalus
M/IK.02.01 ApxuBHOE A€o B cyae KoHnTtponbhas padota KonTponbHblii cpe3
JuddepeHunpoBaHHbIi CobecenoBanue
3auer
MJIK.02.02 Opranuzauus pabotsl apxuBa B | KoHTponbHas pabota KontponbHnslii cpe3
cyne JuddepeHnmmpoBaHHBIIH CobecenoBanue
3auer
11 JuddeperumrpoBaHHbII
3ayeT
[IM (B tiesom) DK3aMEeH 110 MOAYJIIO
2. OneHOYHbIE CPEICTBA ISl IPOBEPKH YPOBHS C(h)OPMHUPOBAHHOCTU KOMIIETEHIIHI
Ne Kommnete | Coaep:kanue Bompoca IIpaBuJabHBINH 0TBET
HIHUSI
MJK.02.01 ApxuBHOE A€JI0 B CyJe
1. K 1.4 1. KommnexkroBanue apxuBa cyaa. Ucrounuku | KoMiiekToBanue apxuBa cyna sBIsETCS
KOMILICKTOBaHUSI apxuBa. CocraB | BayKHBIM HPOLIECCOM, KOTOPBIN

JIOKYMEHTOB, TIOJUICXKAIIMX [Iepe/lade B apXuB. | BKIOYaeT cOOp, OpraHuzaiuie U
MIOITOTOBKY JTOKYMEHTOB, OTHOCSIIIMXCS
K JiesITelbHOCTH cyaa. lMcrounukamu
KOMIUJICKTOBaHHA apXuBa MOI'YT OBITH
JOKYMEHTBI, TOJYYeHHbIE B  XOJe
PAaCCMOTpPEHUST NIeN, apXWBbl CYAEOHBIX
CeKpeTapel, cyaeOHbIE TPOTOKOIBI U
Ipyrue JIOKYMEHTEI, coJieprKalme
HHPOPMAIHIO O 3aCEIaHUAX, PEIICHUSIX,
MpHKa3ax W Apyrux akrax cyaa. Cocrar
JIOKYMEHTOB, TOJUICKAIIUX Iepenadye B
apXWuB, OTpeCIISACTCS
3aKOHOJIATEILCTBOM W PETYJIHPOBAHHEM




apXUBHOW [NEATENIPHOCTH. OJTO MOTYT
OBITH peIIeHHUs] Cyla, aKThl MPOBEPKH,
MaTepuansl MO JelaM W JIpyrHe
JOKYMEHTBI, HMEIOIINE OPUANYECKYIO
LIEHHOCTb.

IIK 1.4

2. Homenknatypa Jen.
(hopMHUpOBaHUS A€ B OpPraHU3alNN.

[opsimox

Homenknatypa nen —
CHCTEeMaTU3UPOBAHHBIN NepeyeHb
HanMMEHOBaHHH ael, KOTOpBIE
oOpa3yrorcs B JIEeJIOMPOU3BOICTBE
NPENPUATAST U ABJISIETCS OCHOBOM 1Jis
COCTaBJICHHS OITHCEH JelT
dopMupoBaHue Aed  BeACTCS  MOJ
HETOCPEICTBEHHBIM METOAUYCCKUM
PYKOBOJCTBOM apXWBa OpPTraHU3AINH, a
pu HEOO0XOANMOCTH - u
COOTBETCTBYIOLLETO TOCYAapCTBEHHOI'O
apxuBa.

K 1.4

3. TpeboBanuss k
NpUHUMACMBbIX B apXUB.

oopMIIeHHIO e,

Hena cpeime 10 €T, W IOCTOSHHOTO
XpaHeHus: 0(pOpPMIISIOTCS TOJTHOCTHIO: 13
HUX YAAISIOTCS METaJIIINYECKHE
CKPENKH, Jela TEpEeIuIeTalTCs WIN
MOALIMBAKOTCS IPOYHOU HUTKON Ha TPH -
YyeThlpe IMpOKOJa, JHUCTBI B HHX
HyMEpYIOTCH, COCTaBIISIETCS
3aBepuTeNbHAs HAANUCh W BHYTPEHHSS
OIIHCB.

I[IK 1.4

4. CocraBnenue u opopMIICHHE OIHCEH Jel.

Onucu nen
MoJIpa3ieNIeHui

CTPYKTYPHBIX
COCTaBIJISIIOTCSL IO
ycTaHOBIeHHOW  QopmMe B Tpex
9K3EMIUISIPaX W TPEACTaBIAIOTCS B
apXWB OpraHM3alM Yepe3 Tof Iocie
3aBepLICHUs JIe] B AETIOIPOU3BOICTBE.

K 1.4

IlogroroBka Jgen K chade B
CocraBieHuEe HOMEHKIATYPbI AL

apXuB.

Odopmienue b1 () MPOBOUTCS
paboTHUKaMU CITyKOBI
JOKYMEHTallMOHHOTO obecrieyeHus
yIpaBiicHUs OpraHU3alMU WIN APYTHMU
CTPYKTYPHBIMH  TIO/IPA3JCICHUSIMU, B
00s13aHHOCTH KOTOPBIX BXOJIUT
3aBeileHHe M (OPMHPOBAHUE eI, TIPH
METOAMYECKOH  MOMOIKM WU TOX
KOHTPOJIEM apX1Ba OpPraHU3alnH.

IIK 1.4

Ananus
dhonma

JOKYMCHTAJIBHOTO M  apXHWBHOT'O

AHanm3 JOKyMEHTAJILHOTO W apXHBHOTO
¢donma BKITIOYAET B cebs
CHCTEMAaTHYeCKOe H3YYeHHE W OICHKY
COZIEPKAIIMXCS B HEM JOKYMEHTOB, YTO
IIO3BOJISACT OILICHUTH ux OCHHOCTD,
HaICKHOCTb u PCIEBAHTHOCTD JJIsL
UCCJIEZIOBAHUS WJIM HCIIOJNB30BAHUS B
KOHKPETHOH CHTyanuu. DTOT IIPOIEcC
BKIIIOYaeT B Ce0s yCTAaHOBJIGHUE U
oToOpa)KeHHEe CBsI3eii W MATTEPHOB
MEXKTy  JOKYMEHTaMH, a  TaKke
OIIpE/IeNIeHHE CIIOCOOOB  HCCIICIOBAHHS
WIM UCIOJb30BaHUS JOKYMEHTOB B
Hay4HBbIX, UCTOPHYECKUX I
POQeCCHOHATBHBIX IEIISIX.

K 1.4

1.0rpanudeHne Ha JOCTYN K apXWUBHBIM

OrpannueHne Ha JOCTYIl K apXHUBHBIM




JIOKyMEHTAaM.

OOKYMCHTaM ABJIACTCA HEOTHEMJIEMOM

YacTbIO apXUBHOM MPaKTUKH "
MpeIHa3HAYCHO IS 3aIUATHI
KOH(UACHIIUATBHOMN uHpOpMaIIWH,

KOTOpasi MOXET COJCPKAThCS B ITUX
JTOKYMEHTax. JTO MOTYT OBITh CBEJICHHUS,
OTHOCSIIKECS K  I'OCYIapCTBEHHOM
TaiHe, MIePCOHAILHBIC JaHHBIE,
KOMMepuecKasi HHpOpMAIHsl WU APYTUE
CBEIICHUS, TPEOYIOImMe 0cO00H OXpaHbl.
B caywasx, korga oOrpaHd4eHHe Ha
JOCTYTI MIPUMEHSIETCS, OHO
OCHOBBIBAETCs Ha 3aKOHONATEILCTBE HIIH
PEKOMEHIAIMSIX apXUBHOTO
VUPSKICHUSI, C IEJIbI0 COXPaHCHUS
KOH(HICHIIMATLHOCTH | 3alUTHI TIPaB U
HHTEPECOB  BCEX  3aHMHTEPECOBAHHBIX
CTOPOH.

Ora KaTeropusi BKJIIOYAET JOKYMEHTHI,
JOCTYl K KOTOPBIM MOJXET OBITh

OTpaHUYCH TUTS OTIPEIICIICHHBIX
KaTeropui MOJb30BaTeNIeN UIn
noTpeboBaTh CcenuaIbHOro

paspenieHus WA aBTOPHU3AITHH.

K 1.4

Hcnons3oBanue APXWBHBIX TOKYMCHTOB.

Hcnonp3oBanue apXWBHBIX JOKYMECHTOB
MOXET OBITh TIOJE3HBIM Kak Ul
Hay4HbIX HCCJIEIOBAaHUU, TaK U HJs
[IOBCETHEBHOW pabOThl B pa3IMYHBIX
chepax. ApXUBHBIC JOKYMEHTHI MOTYT
collepaTh IIEHHYI0 WHGOpPMAIHI0 O
HCTOPHH, KYJIbTYpE, IPABOBBIX HOPMax U
JOpyrux acrekrax odmectBa. OHH MOTYT
OBITh HCIIOJIb30BAHBI hint
MMOATBEPXKACHUS (HaKTOB, TPOBEICHUS
WICCIIEIOBAHUH, COCTABIIEHUS CTATUCTHKHI
U T.IL.

I[IK 1.4

AHanM3 apxuBOB [0 YpOBHIO JOCTyma K

JIOKYMEHTaM

AHanu3 apXWBOB 10 YPOBHIO JOCTYIa K
JIOKYMEHTaM COCTaBJISICT BAXHYIO YacCTh
paboThI 1o 00ecIeueHHUI0
KOH(UACHIIMATBHOCTH U 0€30MacHOCTH
HHPOPMAIHH, TIO3BOJISAS  OMPE/CIHTH,
KOMYy M B KakuX CJly4asX pa3peuicH
JIOCTYTI K OTIPEJICIICHHBIM JIOKYMEHTaM.

10.

IIK 1.4

ANTOpUTM XpaHEHHUs JOKYMEHTOB B Cy[e

AJNTOpUTM XpaHEHUsS TOKYMEHTOB B CyZe
JOJKEH OBITh CTPOTO PETJIAMEHTHPOBAH,
9TOOBl O0ECMEUYNTh MX COXPAaHHOCTh U
LEOCTHOCTh. DTO BKJIIOYAET MOITAIHOE
OIHCaHUE mpouecca XpaHEeHus,
MIPOMUCBHIBAHUE CHCTEMBI MapKUPOBKH U
WHAEKCAllUH, a TaKXe YCTaHOBJIECHHE
CPOKOB M YCIIOBHMI OCTYINa K HUM.

11.

K 1.4

OO0s3aHHOCTH OPTraHOB IO  OOECIEYCHHIO

COXpaHHOCTH apXUBHBIX TOKYMCHTOB.

OO053aHHOCTH OPTaHOB IT0 OOECIICYCHHTO
COXpaHHOCTH AapXUBHBIX HJOKYMCHTOB
3aKITI0YAI0TCS B CO3JIaHUH "
TOJICPIKAaHUT COOTBETCTBYIOILIUX
CUCTEM XpPaHCHHS, KOHTPOJIA W 3alIUTHI
apxuBa. OTO  BKJIOYaeT B celds




OCYIIECTBJICHUE
MOHHTOPHHTA
OpraHU3aInIo
PE3EepPBHOTO

PETYIISPHOTO
YCIOBUII  XpaHEHHs,
KOTTUPOBAHHS I/I
XpaHeHUs, a  TaKKke
obecrieueHue JoCTyna TOJBKO
YIOJHOMOUYCHHBIX  COTPYJHHKOB K
ApXMBHBIM JIOKYMEHTaM.

12.

K 1.4

3. XpaHeHue JoKyMeHTOB B ApxuBHoM DoHze
Po.

JloKyMeHTBI ApXUBHOTO ¢donaa
Poccuiickoit @enepanuu, HaxoAsIHECS
B TOCYJapCTBEHHOH COOCTBEHHOCTH,
XpaHsATC:

1) mOCTOSIHHO - B TrOCYNapCTBEHHBIX
apxWBax, My3esdx, OuOmmorekax u
HayYHBIX OpraHU3aIHsIX.

2) BpPEMEHHO - B TOCYIapCTBEHHBIX
opraHax, roCyJapCTBEHHBIX
OpraHu3alusiX,  CO3/4aBacMbIX  HMH
apxWBax, a TaKKe B MYHHIUNAIBbHBIX
apxuBax.

13.

IIK 1.4

4. T'ocynapCTBEHHBIM Yy4YeT JOKYMEHTOB B
ApxuHoMm Donjie PO.

JoxyMeHTBI ApXUBHOTO ¢donma
Poccuiickoii @enepaliiii HE3aBUCUMO OT
MecTa  MX  XpaHEHUs  MOJyIeKaT
rocy1apCTBEHHOMY

yuety. Ilopsnok rocyaapcTBeHHOTO
ydera JOKYMEHTOB ApXuBHOTO (oHAA
Poccuiickoit ®enepanuu omnpeaensercs
YIOJTHOMOYEHHBIM ¢benepanbHBIM
OpraHOM HCIIOJIHUTENBHON BJIACTH B
chepe aApXUBHOTO Jiena u
JeTIONIPOM3BOCTBA. JloKkyMeHTBI
ApXUBHOTO ¢donma Poccuiickoit
@enepaiii  HE  BXOJSIT B COCTaB
HMYILLIECTBA OpraHu3aLui,
OCYILIECTBISIIOIIMX MX XPaHCHHUE.

14.

IIK 1.4

1. Kontpons 3a
JOKYMCHTOB u nux
JIEJIONPOU3BOJICTBE
MoJIpa3ieJIeHUH.

COCTOSIHUEM  XpaHEHUs
OpraHu3aluei B
CTPYKTYPHBIX

ApXUB TPOBOAUT MNPOBEPKU COCTOSHUSA
XpaHCHUSA JOKYMCHTOB )41 Hux
OpraHM3alvd B  JEJONPOU3BOJCTBE
CTPYKTYPHBIX INOJpa3JEICHUN HE pexke
OJIHOTO pa3a B roJl, KaK IpaBWIO, Mepes
nepenaueit gen B apxuB. Opranuzanus
MPOBEPOK AOJKHA BXOAWUTH COCTABHOU
4acThIO B T'OZI0OBO# IIaH PabOThI apXHBa.
B nensax ocyniecTBieHus KaueCTBEHHOTO
aHanM3a COCTOSIHMSI W KOHTpONsA 3a
paboToli C JIOKyMEHTaMH apXHWBOM
BeJeTcs KapTouyka yuyeTa paboTel cC
opraHusanuen

15.

IIK 1.4

COS,I[aHI/IC apxXuBa OpraHru3anuu.

JUida  co3maHus apxXuMBa OpraHU3aluu
HEOOXOIUMO OIPENENIUTh CTPYKTYpY U
KaTeropuu JOKYMEHTOB, pa3paboTaTh
CHUCTEMY XpaHEHHs M OpraHu30BaTh
MIPOLECC HMHAEKCAIMM W MapKHPOBKH
moKyMeHTOB. KpaiiHe BayKHO 00ECTICUHTh
3alUTy apxuBa OT BHEUIHMX YIpoO3 MU
MpaBUWIBHO O(OPMHUTH JOKYMEHTHI IS
o0ecrieueHUs] WX COXPAaHHOCTH Ha
JUIMTEJIbHBIN CPOK.




PaGora  apxuBa  opraHuzyercs B
COOTBETCTBHH C TIOJIOKEHHEM 00 apXuBe.
B monoxenne 00 apxmBe BKIIOYAIOTCS
CIIeIYIOIINE Pa3ebl:

- OCHOBHBEIC IIOJIOKCHU A,

- COCTaB JIOKYMEHTOB apXHBa;

- 331241 ¥ QYHKINU apXHBa;

- IpaBa apXxuBa;

- opranu3zaius paboThl apXuBa.

[Ipu HEoOXoaMMOCTH TONOXEHHE 00
ApPXUBC MOXKET OOIIOJHATHECA OPYTrUMH
paszenamu.

16.

I[IK 1.4

3. IlnanupoBanue pabOTHI
apxuBa.

U OTYCTHOCTH

ITo UTOTaM paboTsI apXUBOM
COCTAaBJICTCA OTYET O BBIIIOJIHCHHUH
rOZIOBOrO IIJIaHa, IUIAaHOB-TPa(HKOB, a
TAaKKE CBEJICHHS O  BBINIOJHEHUH
MEpOTpHUATHH, HEe BKIIOYCHHBIX B
ropoBoi 1iaH. Ilocnennue otpaxkarorcs
B KOHIC OTYCTa, IpU HGO6XOHI/IMOCTI/I
CaMOCTOSATEIHHBIM Pa3JIEIIOM.

17.

IIK 1.4

1. ApXUBHBIA JOKYMEHT —

a) MaTepUalIbHbII HOCUTEIIb c
3a()UKCUPOBAHHOW Ha HEM HMCTOPHYECKOH
nH(popMarmeit, KOTOPBIH MOJICKUT BEIHOMY
XpaHEHHUIO

0) TOKYMEHT JOCOBETCKOI'0 MepHoia

B) MaTepHUallbHbII HOCHUTEIIb c
3aUKCUPOBAaHHOW Ha HeM WHQOpMaIueH,
KOTOpPBIA HMMEET PEKBU3UTHI, I03BOJIAIONINE
€ro  WACHTUPUIHMPOBATh, W  TOJICKHUT
XPAaHEHHIO B CHJIy 3HAYUMOCTH YKa3aHHBIX
HocuTenss W uWHGOpMAaNWU IS TpaXKaaH,
o0I11ecTBa ¥ rOCYAapCTBa

B

18.

IIK 1.4

2. JloKyMEHTBI IO IMYHOMY COCTaBY —

a) apxuWBHBIE JOKYMEHTHI, OTPaKaIOIIHe
TPyZOBBIE  OTHOLICHUSI  pabOTHUKA  C
paboTonarenem

0) TuJHbBIE AeNa PaOOTHUKOB OpTaHU3aITHH

B) apXuBHBIE JOKYMEHTBI, MOJJIeKaIIne
BEYHOMY XPaHCHHIO

19.

I[IK 1.4

3. Hoxyment ApxuHoro (onnma Poccutickoii
®denepanuu —

a) MaTepUaJIbHbII HOCUTEIIb c
3a()UKCUPOBAaHHOW Ha HeM HH(OpMaIUeH,
KOTOPBIA HMMEET PEKBU3UTHI, IT03BOJIIONINE
€ro WACHTHU(QHUIUPOBATh

0) apxXuBHBII  JOKyMEHT
reproaa

B) apXUBHBIA  JOKYMEHT,  MPOIIEIIINI
3KCIEPTU3Y LIEHHOCTH JIOKYMEHTOB,
MIOCTaBJIEHHBIII Ha TOCYIapCTBEHHBIH yuyeT U
[TOIJISKAIIMHA TOCTOSTHHOMY XPaHEHHIO

JOCOBECTCKOI'O

20.

IIK 1.4

5. Bpemennoe XpaHEeHue apXUBHBIX
JIOKYMEHTOB —

a) XpaHeHUE apXUBHBIX JTOKYMEHTOB B apXHBE
OpraHH3alnn

0) XpaHEHHE apXWBHBIX JOKYMEHTOB 10 HX




YHUUYTOKEHUS B Te4YeHne CPOKOB,
YCTAHOBJIEHHBIX HOPMAaTHUBHBIMH IIPaBOBBIMHU
aKTamu
B) XpaHEHHE JOKYMEHTOB ApxuBHOro (hoHIa
Poccuiickoii ®enepaunu 6e3 onpexaeneHus
CpoKa

I[IK 1.4 ComnocraBeTe JOKYMEHTHI, KOTOPBIE OTHOCATCS | a) - 2), 06) -4),B) - 3),1) - 1)
K JICTIOBOMY apXUBY,  UX XapaKTEPUCTHKAMU:
a) OUHAHCOBBIE TOKYMEHTEI
0) [loroBopbl
B) YUeTHO-KaJpOBBIE JOKYMEHTHI
r) IlpoekTHast JOKyMeHTauus
21.
1) ogmexxaT XxpaHEeHUIO B T€YCHHE 5 JIeT
2) OtpaxaloT (HUHAHCOBYIO JESITEIBHOCTh
OpraHM3aluN
3) Conepxatr mHPOPMALIMIO O COTPYTHUKAX H
UX TPYAOBOH AESITEIBHOCTH
4) OdbopmMitsitoT npaBa u 00I3aHHOCTH CTOPOH
K 1.4 [IpaBumbHO COOTHECHTE THIBI apXUBHBEIX | @) - 1),0)-2),B)-3),1)-4)
JOKYMEHTOB U MIX XapaKTePUCTHKH:
a) byxranrepckas 0T4eTHOCTh
0) Ilepenucka ¢ KIMeHTaMU
B) YUeTHO-KaapoBas TOKyMEHTAIHS
r) CTpouTENbHBIE TPOEKTHI
1) CogmepxuT uWHPOPMAIHMIO O JABWKEHUH
22. cpeacTB W (MHAHCOBBIX  IOKAa3aTesiX
OpTraHM3alnN
2) OTpaxkaeT B3aUMOJICHCTBUE C 3aKa3uMKaMU
Y IapTHepaMu
3) OnmceIBaeT CTPYKTYpy M KaJpOBEIH COCTaB
OpraHH3alUU
4) ConeprkaT TEXHUUYECKYIO U apXUTEKTYPHYIO
nHpOpMaITHIO
I[IK 1.4 CooTHecWTe THUI  XpaHCHHWsS  apXWBHBIX | a)-1),0)-2),B)-3),T)-4)
JIOKYMEHTOB C OIUCaHUEM:
a) aKTUBHOE XpaHEHHUE
0) TekyIee XpaHeHUE
B) BpEMEHHOE XpaHEHHE
T') IOCTOSTHHOE XpaHEeHHe
a) XpaHEHHE JOKYMEHTOB, KOTOpBIE
€XKETHEBHO WM PETYJSIPHO HCIOJB3YIOTCS B
23 paboTe opraHu3aIny;
0) XpaHeHHE JIOKYMEHTOB, KOTOpbIE
BPEMEHHO HE HCIOJB3YIOTCS, HO MOTYT OBITh
HEOOXOAMMBI JJI TEKYIINX 3a/1a4 paOOTHUKOB;
B) XpaHEHHE JIOKYMEHTOB, KOTOpPhIE UMEIOT
OTPaHWYCHHBI CPOK XpaHEHHWsS COTJIACHO
YCTaHOBJICHHBIM TIPaBHIIaM;
r) OeccpoyHOe XpaHEHUE JIOKYMEHTOB,
KOTOpbIE HMEIOT 3HAYUMOCTb MJIsi HUCTOPUH
OpraHM3alMH WU 00IIecTBa.
K 1.4 Jna ynoOcTBa M CTPYKTypHUpOBaHHUS JEJIOBOM | TeMaTHKe
24 JOKYMEHTAallud, HOMEHKJAaTypa /el MOXET
' ObITh OpraHM30BaHa II0 KAaTErOpHsIM HJIH
25. K 1.4 Hexkoropsle AOKYMEHTBI, TAaKME KakK IPUKa3bl, | pErUCTPAlMOHHBIN HOMEP




pacnopsKEHUsl, JOTOBOPHI, JOJDKHBI HMETh
, KOTOpBIM IO3BOJIAET
UACHTH(GUIUPOBATE UX U 00JIETYaeT UX MOUCK
U y4er.

26.

K 1.4

Odopmiienne omuceil e BKIIFOYACT yKa3aHUE
K2XKJIOTO JIOKYMEHTA.

HaMMCHOBAaHUs

MJ/IK.02.02 Opranmsanms paboTHl apXuBa B Cy/Ie

27.

IIK 1.4

Hcrounnku kommiiekToBanusa apxupa. CocTtaB
JIOKYMEHTOB, MOJJIeKalINX Mepeaye B apXuB.

ApXHB OpraHu3aliil B COOTBETCTBHHU C
MOJIOXKEHUEM O HEM KOMIUICKTYETCS
JcJIaMH IIOCTOAHHOIO, BPEMCHHOT'O
(cBerme 10 jeT) XpaHEHHS, a TaKkKe
JIeTIaMH TI0 JITYHOMY COCTaBYy.

B apxuB mepenmaroTcsi  JIOKYMEHTHI
OpraHU3alUH-TIPEANICCTBEHHUKOB, a
TaKXKC€ HOOKYMCHTBI JIMKBUIWPOBAHHBIX
IIOJYMHCHHBIX OpI‘aHH3aHHﬁ.

28.

I[IK 1.4

2. Howmenknatypa JIEI.
(hopMHUpOBaHUS A€ B OpraHU3altu.

ITopsimox

Howmenknatypa nen npeacrasisieT co0oi
CHUCTEMaTU3UPOBAHHBIN MepeUCHb
HAaUMEHOBAaHUI  J€N, 3aBOAWMBIX B
JEJIONPOU3BOJICTBE  OpraHU3allM, C
YKa3aHUEM CpOKOB HUX XpaHEHHUd, IO
YCTaHOBJICHHOH hopMme.

29.

K 1.4

3. TpeboBanus K
NpUHUMACMbIX B apXUB.

oopMmIIeHHIO  JIed,

Odopmienue b1 ()
paboTHUKaMU CITYKOBI
JOKYMEHTAllMOHHOTO obecrieyeHus
yIIpaBJICHHs OPTaHU3AINU WA APYTUMH
CTPYKTYPHBIMH  TIO/IPA3JCICHUSIMU, B
00513aHHOCTH KOTOPBIX BXOJIUT
3aBeileHHe M (OpPMHPOBAHUE eI, TPH
METOANYECKOH  TMOMOIM W TOJ
KOHTPOJIEM apX1Ba OpPraHU3alnH.

IIPOBOJUTCS

30.

I[IK 1.4

4. CocraBnenue u opopMIICHHE OIHCEH Jel.

OnucH cOCTaBIAIOTCS OTAEIBHO: Ha JIeNa
MTOCTOSTHHOTO XpaHeHus; nena
BpeMeHHOTo (cBhimie 10 er) XxpaHeHHS;
Jena 10 JIMYHOMY COCTaBy; Jena,
COCTOSIIINE u3 JOKYMEHTOB,
XapaKkTepHbIX TOJBKO Ui  JaHHOH
opranu3anuu (CyaeOHble, CIIEICTBEHHbIE
Jieia, Hay4HbIe OTYETHI 110 TeMaM U T.I1.).

31.

IIK 1.4

ITogroroBka nmex K coade B
CocraBieHrue HOMEHKJIATYPHI €I

apXWuB.

Odopmienne Jen HPOBOJIUTCS
paboTHUKaMHU CITYKOBI
JOKYMEHTAIIMOHHOTO obecrieueHus
yIIpaBJICHHs] OPTaHU3alNU WA APYTUMH
CTPYKTYPHBIMH ~ TIOZIpA3JCICHUSIMU, B
00513aHHOCTH KOTOPBIX BXOAUT
3aBeficHMe U (OPMHPOBaHHE [€JI, NpU
METOANYECKOH  TMOMOIM W TOJI
KOHTPOJIEM apXHBa OpraHU3alHH.

32.

I[IK 1.4

Omucsh gen.

Onucek Aen U JOKYMEHTOB — apXUBHBIN
CIIPABOYHHUK, MpPEIHA3HAYCHHBIA 7S
PACKpBITHS COCTaBa W COACPIKAHUS JIEIT
(emuHMIl XpaHEHWs), 3aKPEIUICHHUS HX
CUCTeMaTH3alui BHYTpH (GOHIAa U UX
ydJera.

33.

K 1.4

ONeKTPOHHBIE TOKYMEHTHI.

ONeKTpOHHBII
JOKYMEHTHPOBAaHHAas

JOKYMEHT -
nHpOpMAaIHs,




NpE/ICTaBICHHAs] B AJICKTPOHHOH (opme,
TO €CTb B BHAC, MPUIOAHOM IS
BOCTIPUATHUS YEIIOBEKOM c
HCTIOJIb30BaHUEM ANEKTPOHHBIX
BBIYHMCIIUTEIIBHBIX MAIIWH, a TAKXKe IS
repeaaun o HH(pOPMAITMOHHO-
TEJICKOMMYHHUKAI[HOHHBIM ~ CETSIM  HJIN
00paboTKH B WHPOPMAITOHHBIX
cHCTeMax

34.

IIK 1.4

Kawnra yaér 1oKkyMeHTOB.

Kaura yyera pmOKyMEHTOB sBIs€TCA
Ba)XHBIM HHCTPYMEHTOM JIRIE:
CHCTEMaTH3alluM U OTCJIEKUBAHUS
JBW)KEHUS JOKYMEHTOB B OpraHU3alUU.
B Heli (ukcupyroTCcs Aara MOCTYIICHHS
u OTIIPaBKHU JIOKYMEHTOB, ux
COZIEep KaHHE u OTBETCTBEHHBIE
COTpYAHMKHU. JlaHHasg KHUTa IO3BOJSET
HUMETh MOJIHYIO HUCTOPHIO
JOKYyMEHTO000pOoTa H C  JIETKOCTBIO
OTCJICKUBATh TEKYLIEE MECTOMOIOKEHUE
JIOKYMEHTA.

35.

K 1.4

3arnoJiHeHUE IEKTPOHHOM 0a3bl JaHHBIX

3aroyiHeHUE AIEKTPOHHOM 0a3bl JaHHBIX
TpeOyeT BHHMATENBHOCTH, TOYHOCTU U
cucTeMarn3anuy. BakHO mpomymarthb
CTPYKTYpy ©0a3bl JaHHBIX, OIPEICIUThH
HEOOXOOMMBIE TOJSI W NPaBHIBHO
KJIaccuUIUPOBaTh HHPOPMALHIO.
IMocne Toro, kak CTpyKTypa 0asbl
JAHHBIX 33JlaHa W HACTYNMaeT MOMEHT
3aI0JTHeHUS 0asbl JTAHHBIX
nHpopmanmet, HAYMHACTCS JTan
9KCITyaTaluy 0a3bl JaHHBIX. B pamkax
9TOro sTama ¢ 0a30i JaHHBIX paboTaer
I0JTb30BATEIb.

36.

IIK 1.4

Amnannz JAOKYMCHTAJIBHOTO W apXHUBHOT'O

donma

AHanm3 JOKyMEHTAJILHOTO W apXHBHOTO
¢donna BKITIOYAET B celst
CHCTEMAaTH4ECKOe H3Yy4YeHHE M OICHKY
COZIEPKAINXCS B HEM JTOKYMEHTOB, YTO
IIO3BOJISICT OILICHUTH nux OCHHOCTD,
HAJGKHOCTh W  PEJIEBAHTHOCTH IS
UCCJICZIOBAHUS WIJIM HUCIIOJNBb30BAaHMS B
KOHKPETHOH CHUTyali. OTOT IMpPOIECC
BKJIIOUaeT B ce0sl yCTaHOBIICHHE |
OTOOpaKeHHE CBA3E€H M  IaTTEPHOB
MEXKTy  JOKYMEHTaMH, a  TaKke
OTIpeJieNICHHe CIOCO00B HCCIIEeOBaHUS
WJIN  HUCIOJB30BaHUA JOKYMCHTOB B
Hay4HBIX, HCTOPHYECKUX I
PO eCCHOHATBHBIX TEIISIX.

37.

K 1.4

3. IInanupoBanme pabOTBI U OTYETHOCTH

apXxuBa.

ITo HUTOTam paboThI apXUBOM
COCTABISETCS OTYET O BBINOJHEHUH
TOI0OBOTO IIIaHA, IUIAHOB-TPAQHKOB, a
TaK)Ke  CBEJCHUS O  BBHINOJHCHUH
MEpONPHUATUH, HE BKIIOUYCHHBIX B
rogoBoii miad. [locneanue orpaxarorcs
B KOHIIE OTYETa, MPH HEOOXOJUMOCTH
CaMOCTOSITENIBHBIM Pa3eIIOM.

10




38.

K 1.4

4. KoHTpons 3a COCTOSHHEM
JOKYMEHTOB W  HX
JIEIIOTIPOU3BOJICTBE
MoJIpa3/IeICeHu N

XpaHECHUS
opraHuzauved B
CTPYKTYPHBIX

ApXHB TIPOBOAUT MPOBEPKU COCTOSHUSA
XpaHeHUs JIOKYMEHTOB u ux
OpraHM3allid B JIETIOTIPOM3BOICTBE
CTPYKTYPHBIX TOJPA3JCICHUA HE pexe
OJIHOTO pa3a B rojl, KaK MpPaBUIIO, Mepel
nepenadeil gen B apxuB. OpraHu3anus
MIPOBEPOK JOJDKHA BXOJIWUTH COCTAaBHOM
YacThIO B F'OJIOBOH IIaH pabOTHI apXHBa.

39.

I[IK 1.4

I.OI‘paHI/I‘{eHI/IG Ha JOCTyl K apXHWBHBIM
JOKYMCHTaM.

HdocTyn K apXuBHBIM JOKYMEHTaM
OTPaHUYUBAETCS Ha OCHOBE
MEXTyHapOIHOTO JIOTOBODA,
3aKOHOAATENILCTBA CTPaHbl, a TaKKe
UCXOJISl U3 PACTIOPSHKCHUI COOCTBEHHUKA
WIK BIAAENbIla apXWBOB, KOTOpPHIE
HaXOJISITCS B YACTHOW COOCTBEHHOCTH.

40.

I[IK 1.4

2. Ucnonbs3oBanue APXUBHBIX JOKYMCHTOB.

@®opMbl  HCHONB30BaHUS  APXHMBHBIX
JOKYMEHTOB:

WHPOPMaIOHHOE obecrievueHue
MOJIb30BaTENieii B COOTBETCTBHU C HX
3apocaMy M B MHUIIMATHBHOM IMOPSIIKE;
npe/cTaBiIeHue JIOKYMEHTOB
MO0JIL30BATEIISIM JIJISI HCCIICIOBAHMIA;
IKCIIOHUPOBAaHHE  JIOKyMEHTOB  Ha
BBICTABKaX;

41.

IIK 1.4

3. AHanm3 apXWBOB IO YPOBHIO JOCTyIa K
JIOKyMEHTaM

AHanm3 apXMBOB II0 YPOBHIO JIOCTyHa K
JOKYMEHTaM COCTABJISIET BAKHYIO 4acTh
paboTshI o o0ecrieyeHuIo
KOH(HUACHINANBHOCTH U 0€30MacHOCTH
WHPOPMAIMH, TIO3BOJISISL  OIPEJCIHTS,
KOMYy W B KakuxX CIydasx paspeleH
JOCTYII K OTPEIeTICHHBIM JJOKYMEHTaM.

42.

K 1.4

AJTOpUTM XpaHEHUS TOKyMEHTOB B Cy/Ie

AJTOPUTM XpaHEHHUS JOKYMEHTOB B CyZe
JOJDKEH OBITh CTPOTO PEerIaMeHTHPOBaH,
yTOOBl 00ECNEeYUTh MX COXPAaHHOCTh U
LENOCTHOCTh. DTO BKJIIOYAET MOITAMHOE
OIHCaHue mporecca XpaHeHws,
MIPOIUCHIBAHNUE CUCTEMBI MAapKUPOBKH U
MHACKCAlUH, a TaKXe YCTAaHOBICHHE
CPOKOB M YCIIOBHI JOCTYyIa K HUM.

43.

K 1.4

2. OOs3aHHOCTH OPraHOB IO OOECIICUCHUIO
COXPaHHOCTH apXUBHBIX JOKYMEHTOB.

OO0s13aHHOCTH OPraHOB MO 00ECIECUCHHUIO
COXPAaHHOCTH AapXHUBHBIX JOKYMEHTOB
3aKITF0YAI0TCS B CO3/JIaHUH u
noaaCpIKaHnu COOTBETCTBYIOIIHX
CHCTEM XpaHEHHs, KOHTPOJIS M 3al[UThI
apxuBa. OTO BKJIIOYaeT B  cebdd
OCYIIIECTBJICHHE PEryJISIpPHOTO
MOHUTOPUHIA  YCIOBMM  XpaHEHHS,
OpraHU3aInIo KOITUPOBAHHUS u
pPE3epBHOTO  XpaHEHHWs, a  TaKKe
obecrieueHue JOCTymna TOJBKO
YIIOJHOMOUYCHHBIX COTPYJAHUKOB K
ApXUBHBIM JIOKYMECHTAM.

44.

IIK 1.4

3. XpaneHue 10KyMeHTOB B ApxuBHOM DoHae
P®.

JoKyMeHTBI ApxuBHOTO dbonma
Poccuiickoii @enepaunn, HaxoAsUIUeECs
B TOCYIapCTBEHHOH COOCTBEHHOCTH,
XpaHsATCH:

1) IIOCTOSIHHO - B TOCYIapCTBEHHBIX
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apxuBax, My3esX, OHOJIMOTeKaXx H
HAyYHBIX OpTaHU3aIlHsIX, BKIFOUEHHBIX B
IepeueHb,  KOTOPBIA  yTBEPXKIAETCS
IIpaBuTEnBCTBOM Poccuiickoit
®denepauuu;

2) BPEMEHHO - B T'OCYJapCTBEHHBIX
Oprasax, rOCyIapCTBEHHBIX
OpraHu3auusX,  CO3/JaBacMbIX  HMHU
apxuBaX B TEUYCHHE YCTaHOBJICHHBIX
CPOKOB

45.

K 1.4

4. TocymapCTBEHHBI y4YeT IOKYMCHTOB B
ApxusHoMm Donpe POD.

JJoKyMeHTBI ApXUBHOTO ¢donma
Poccuiickoit @enepanuu HE3aBUCUMO OT
MecTa 1704 XpaHEeHUS MOJIJIEKAT
TOCYJapCTBEHHOMY YUETY.

JloKkyMeHTBI ApXUBHOTO donaa
Poccuiickoit ®enepauuu He BXOAST B
coCTaB MMYIIECTBA OpTraHH3aIni,
OCYIIECTBIISIIOIINX WX XpaHCHHE.

46.

K 1.4

Opranuzanust BHEAPEHUS HH(OPMAIMOHHBIX
TEXHOJIOTHH B apXHBE.

B apxuBHOM geme B OCHOBHOM
MIPUMEHSETCS TEXHOJIOTHS 0a3
nmauaabIx(b 1), a TaKxKe Ipyrue
“H(POPMAITUOHHBIC TEXHOJIOTHU
(omudpoBaHue TOKYMEHTOB, CETEBBIC
TEXHOJIOTHU W T.1I.).Bce 0a3bl MaHHBIX,
co3JaBacMbie B apXuBE, YCIOBHO
pasaensoTes Ha YYETHBIC u
“H(OPMAITMOHHO-TIONCKOBEIE. DJTU  JBE
KaTeropun 0a3 JaHHBIX Pa3IAYAIOTCS
CTPYKTYpPOH,  METOJMKOM  CO3JaHus,
MIPUMEHSIEMbIM MPOrpaMMHBIM
o0ecrieueHueM.

47.

K 1.4

2. DNeKTpOHHBIE JOKYMEHTHI U apXUBBI.

DNEeKTPOHHBIN apXuB - 3TO MPOTPaMMHO-
arnmnapaTrHbIi KOMIUIEKC,
o0ecTeunBalOIUN  CTPYKTYPHUPOBAHHOE
XpaHEHUE JIOKYMEHTOB B 3JIEKTPOHHOM
BUJIC.

DNeKTPOHHBIH JTOKYMEHT:
3a()UKCUPOBAHHBIH HA  BJIEKTPOHHOM
Hocutene (B BHAE Habopa CHUMBOJIOB,
3BYKO3allUCH WU HM300pakeHWs) U
NpedHa3HAYeHHBI Uil [epeJadyd  BO
BpEMEHH u HPOCTPAHCTBE c
UCTIONIb30BaHUEM CpPEICTB
BBIYUCIUTEIbHON TEXHUKH

48.

IIK 1.4

6. DKcIiepTH3a IIEHHOCTH JOKYMEHTOB —

a) W3y4YeHHe JIOKYMEHTOB Ha OCHOBaHHM
KPUTEPHEB UX IIEHHOCTH B LENSAX OMPEICICHUS
CPOKOB XpaHEHHs TOKyMEHTOB W OTOOpa HX
JUISL BKIIIOYEHHSI B COCTaB ApPXHMBHOTO (hOHIAQ
PO

0) OIlCHKAa MEHEeKHONH CTOUMOCTH apXHUBHBIX
JIOKyMEHTOB

B) M3y4YCHHE JOKYMEHTOB Ul MOCIIEIYIOLIEro
(dhoHIUpOBaHUS

a

49.

I[IK 1.4

DoHIUpOBaHUE —
a) omnpexaeneHue, yTodyHeHHE  (HOHIOBOI
[IPUHAJIEKHOCTH apXMBHBIX JOKYMEHTOB U
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XPOHOJIOTHYECKHX TPaHUIl APXUBHBIX (POHIIOB
0) wu3yueHWe JOKYMEHTOB HA OCHOBAaHUH
KPUTEPHEB UX IIEHHOCTH

B) co3/aHue B apxuBe (QoOHAa 0CO00 IEHHBIX
JIOKYMEHTOB

50.

IIK 1.4

OGecnieuenne COXPaHHOCTH ApXUBHBIX
JOKYMEHTOB —

a) KOMIUIEKC MEpONPHATUI IO CO3IaHHIO
HOPMAaTUBHBIX yCJIOBHiA, COOJIIOICHUIO
HOPMAaTHBHBIX PEKUMOB W  HajJexamen
OpraHu3anuu XpaHeHUs APXHUBHBIX
JOKYMEHTOB, HCKIIOYAIOUINX WX XUIIECHHE W
yTpaty ¥ 00ecleunBaronuX MOAACPKaHIE HX
B HOPMAaJIBHOM (PU3UYECKOM COCTOSTHHU

0) KOMIUIEKC MEPOIPHUITHH MO 00CCIICYCHUIO
(br3uIecKol COXPaHHOCTH JTOKYMEHTOB

B) obecrnieueHme MTPOTUBOIIOKAPHOTO,
OXpPaHHOTO, TEMIIepaTypPHO-BIXKHOCTHOTO,
CBETOBOTO M  CAHUTAPHO-TUTMEHUYECKOTO
PEKIMOB

51.

IIK 1.4

Envuuiia xpaneHus 3To —

a) (¢usnyecku 000COOJICHHBIE APXWBHBIH
JIOKYMEHT WM apXUBHBIC JOKYMEHTHI

0) apXuBHBINA (DOHT

B) apXHBHAsI OITUCH

52.

I[IK 1.4

ComoctaBbTe THIBI JOKYMEHTOB C HX
OIUCSIMU:
A) IIpoTokosl 3aceaHuil OpraHu3aIiui
b) Cnyxebnble 3anucKu
B) Ot4ers! 0 AeATENbHOCTH KOMIIAHUH
I') loroBopk! 1 cornamieHus
1) JloKyMeHTBI, cojepXallue OIHChH
MPOBENEHHBIX  3aceJaHWd W TPUHATHIX
peueHuit
2) JlokyMeHTHI, TpeaHa3HaYeHHBIE I
oOMeHa nH(popManreil Mex1y COTpyTHUKaMH
3) JOKyMEeHTBI, COAepiKalllue CBEICHHS O
BBITIOJTHEHHOW paboTe WM TOCTHTHYTBIX
pe3ynbTaTax
4) JOKyMEHTBI, 3aKiioyacMble MEXIY
OpraHu3auueil U APYruMHu IOPUANIECKUMH HIH
(hHM3UYeCKIMU JTUTIAMHA

53.

K 1.4

CoroctaBbTe 3TAIBl OPraHU3alUU JOKYMEHTOB
C UX ONHMCAHUSAMHU:
A) ObecnieueHre COXpaHHOCTH JOKYMEHTOB
b) Perucrpanus u y4etr JOKyMEHTOB
B) CoptupoBka u KiacCU(pUKAIHs
JOKYMEHTOB
I') Xpanenue u yHUYTOXKEHHE JOKYMEHTOB
1) Ilpomecc ompeneneHus 3HAYMMOCTH
JOKyMEHTa | ero NOMeIleHns B
COOTBETCTBYIOIIUI pa3zen apxuBa
2) Ilpomecc ¢ukcanuu MTOCTYIUICHUS
JOKYMEHTOB B apXWB W HX IOCJIEAYIOLIEro
yuera
3) Ilpomecc co3maHusi W PETYISIPHOTO
OOHOBJIEGHUsI  OdKamoB i o0ecredeHHst
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COXPaHHOCTH JIOKyMEHTOB
4) Ilpouecc coxpaHeHHUs AOKyMEHTOB B

COOTBETCTBUHU c TpeOOBaHUAMU

3aKOHO/IaTENIbCTBA U MOJIMTUKY OPTaHU3alluu

54.

K 1.4

ConocTraBbTe BUIBI aPXUBHBIX XPaHWIHUII C UX
0COOCHHOCTSMU:

A) bymaxHbIe apXUBBHI

b) OnexTpoHHbBIE apXHUBHI

1) XpaHneHue OyMaKHBIX JOKYMEHTOB B

CHeTIMaTbHBIX MTOMETIEHHIX c
HCTIOJIb30BAaHUEM CTEIIIAXKEH U MOJIOK

2) XpaHEHUE IEKTPOHHBIX JOKYMEHTOB Ha
JJIEKTPOHHBIX HOCUTENAX WM B O00JIauyHBIX
XpaHUJIHIIAX

55.

K 1.4

OnHOii W3 OCHOBHBIX 3a/lad OpTaHW3aIluH
JIOKyMEHTOB B apXUBE SIBJISIETCSl YCTAHOBIICHUE
CPOKOB XpaHEHHUs i1 PAa3MYHBIX THUIIOB
JTOKyMEHTOB COTJIACHO

HOPMAaTHBHBIM aKTaM

56.

K 1.4

s ynobctBa pabOTBI ¢ JOKyMEHTaMH B
apxuBe HEOOXOTUMO UCIIOJIb30BATh
crielHabHbIE , KOTOpbIC
MO3BOJIAIOT Kiaccu(UIUPOBaTh U 0003HAYATh
KaXIbld TOKYMEHT.

SIPIIBIKU

57.

IIK 1.4

Opranuzanys JOKYMEHTOB B apXHBE BKIFOYAET
B ce0s TIPOIECCH W METOJBI ,
4TOOBI 00ECIICUHUTh YAOOHBIN JOCTYI U JIETKOES
HaX0XKJICHUE HY)KHOUM MH(MOpMAIIH.

WHIEKCAINU

Kpurepun oneHuBanus:

OreHKa «OTITUYHOY» BBICTABISETCS CTYNIEHTY, €CITH OH IpaBuibHO oTBeTUI HAa 90-100% oT obmiero

qucjia BOIIPpOCOB TECTOBLIX BaI[aHHfI.

OrneHka «XOpOIL0» BBICTABIISIETCS CTYAEHTY, €CJIM OH MpPaBUIbHO oTBeTHI Ha 70-89% oT obuiero

qucjia BOIIPpOCOB TECTOBLIX BaI[aHHfI.

OI_IGHKa «YAOBJICTBOPUTCIIBHO» BBICTABIIACTCA CTYACHTY, €CJIM OH MPaBUJIbHO OTBCTUJI HA 50-69%

OT OOIIIETr0 YKCIIa BOIPOCOB TECTOBBIX 33/IaHUH.

OI_IGHKa «HCYAOBJICTBOPHUTCIBHO» BBICTABJIACTCA CTYACHTY, €CJIM OH IPABUJIBHO OTBETHUJI MCHCC

yeMm Ha 50% OT 0011Iero 9rciia BOMPOCOB TECTOBBIX 3a/IaHUH.
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