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1. IlepevyeHb MIAHMPYEMbIX Pe3yJIbTATOB 00yUYEeHHUS MO JUCHHUILIHHE (MOTYJII0),
COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU OCBOCHHS NMPOTrPaMMBbI

1.1. Juctiummmaa B1.B.06 «JlokymMeHTanmoHHOE OOeclieYeHnue YIPABICHUS M AJIEKTPOHHBIN
JOKYMEHTOO00pOT» 00eCieunBaeT OBJIJCHNE CIEAYIOIIUMU KOMIIETCHIIUAMU:

Kon HaumeHoBanue Koj kommnoneHTa HanmeHOoBaHHE KOMIIOHEHTA
KOMIICTCHIIUH KOMIETCHIIMU KOMIICTCHIIMH KOMIETCHIIUH
[TKp-6 Cnoco0eH oCyIecTBIATh [1Kp-6.1 CrniocoOeH ONTHMHU3UPOBATH
ONITUMH3AIIHIO ETOBBIX JIETIOBBIE TTPOLIECCHI B
MPOLIECCOB, OPTaHN30BHIBAThH OpraHMU3aIiH, HCHIOIB3YsI
JIOKyMEHTO00O0pOT U UH(POPMAHOHHO-
JIETIOBYIO TIEPETIUCKY C TENEKOMMYHHUKAIIMOHHBIC
rpakIaHaM{ M BHEIITHUMH TEXHOJIOTHH IIPH OpraHU3aUH
OpraHU3aLMsAMH, B TOM JOKYMEHTO00O0POTa, B TOM YHCIIe
YHCIle HA HHOCTPaHHOM Ha UHOCTPAHHBIX SA3bIKaX
SI3BIKE W/TLTH C
HCIIONB30BaHHEM
HHPOPMAMOHHO-
TENCKOMMYHHKAIIMOHHBIX
TEXHOJIOTUil

1.2.B PE3YJIbTATC OCBOCHU S NUCHUILUINHBI Y CTYACHTOB NOJIPKHBI OBITh C(I)OpMHpOBaHBIZ

OTD/TD Kon xommnonenTa Pesyneratel 00ydeHus
(npu Hanuuuu KOMITCTEHIIHT
npogcmandapma)l
TPYIOBBIE HIIH
npodeccroHaIbHbBIE
JNeHCTBUS
[TKp-6.1 Ha ypOBHE 3HAHUIA:
3HaHUS B 00J1aCTH OpPraHU3aIlK JTOKYMEHTOO0OpOTa U JICJIOBOM
mepenucku

Ha ypOBHE YMEHUI!

MCIIOJIb30BaTh UH(POPMALMOHHO-TEIEKOMMYHHUKAIIMOHHBIE
TEXHOJIOTUH IIPY OPraHU3allid JOKYMEHT0000pOTa, B TOM YHUCIIE]
Ha MTHOCTPAHHBIX SI3bIKAX

Ha YPOBHE HaBBIKOB!

OCYILECTBIISATh ONTUMH3ALHIO JIEIIOBBIX MPOLIECCOB,
OpPTaHM30BBIBATH JOKYMEHTOOOOPOT M JEJOBYIO IIEPEIHCKY C
FpakJaHAMH ¥ BHEIIHUMU OpraHu3alusiMu

2. O0beM U MecTO TUCHHUILINHBI B cTpykType OIT BO

OO0BbeM IUCHMILIMHBI COCTABISIET 4 3a4eTHBIX eIMHHUIBI, 144 axkageMudeckux daca, 108
ACTPOHOMUYECKHUX YaCOB.

N3 Hux:

- KOHTaKTHas paboTa oOydvaroumxcs ¢ npenogasarenem: 10,5 ac.u./14 ak.4., B ToM yuce:
3aHSTHUS JICKIIMOHHOTO TUNa — 3 ac.4./4 ak.4.; 3aHATHS MpaKTUYecKoro tuma - 6 ac.4./8 ak.u.;
KOHCynbTanuu — 1,5 ac.4./2 ak.u.;

- camocTosTeNnbHas pabdota odydaromuxcs: 90,75 ac.u./121 ak.u.;

- MPOMEXKYTOYHasl arTecTanus: 6,75 ac.4. / 9 ak.4.

Hucuumumza b1.B.06 «/lokymeHTanmoHHoe oOecrieueHue yrpaBlIeHUs] U 3JIEKTPOHHBIN
JOKYMEHTOOO0OpOT» OTHOCUTCS K JAMCHUIUIMHAM BapuUaTUBHON dYacTh o00pa3oBaTelbHON
nporpammMbl. O6ydaronmucs AMCUUIUIMHA ocBanBaeTcs Ha 1 kypce B 1 u 2 cemecTpax.

3. CoaepixaHue M CTPYKTYpa JMCHUILIMHBI

3aounan ¢popma odyuenun



HaumeHnoBaHue Tem O0beM AuCHUIIMHBI (MOIYJIs), Yac. ®opma

H/MJIM pa3aesioB Bceero KonTtakTHas padora odyuyaomuxcs | CP TEKyLIero
¢ npenojaasareJieM KOHTPOJIA
Ne n/m N -
110 BUJAAM y4eOHBIX 3aHATHI ycneBaemMocTu*,
J/ JIP/ 3/ KC NPOMEKYTOYHOM
JA0T JA0T JA0T P aTTecTauuu

Pasznen 1. HpaBOBbIe W HOPMATHBHO-METOAUIECCKUE OCHOBBI JTOKYMECHTAIIMOHHOT'0 o0ecrneyeHus YHpaBJicHUs

OcobeHHOCTH 1
TPUHIHIIBI BEACHUS
JeTIOTIPOU3BOJICTBA U
1 AIEKTPOHHOTO 23 1 2 20 o
JOKYMEHT0000pOTa B
YUPESIKACHUSIX
30paBOOXpaHEHHs

3aKoHOATENbHbBIE aKTHI
U HOPMATUBHO-
METOIUYECKHE JI0-

2 KYMCHTBI, 21 20 KP
PpErIaMEHTHPYIOIINE

JOKYMCHTAlTUOHHOE
obecrieucHue B chepe

3PaBOOXPaHEHHS

TpeboBanus k
0(hOpPMIICHHIO
3 OpTraHU3AIOHHO- 24 2 2 20 O, T
PacIOpsIUTEIBHBIX
JOKYMEHTOB.

4 CayxeOHasl Iepenucka 22 21 KP

Pa3zpnen 2. Opranu3anusi paéoThl ¢ IOKYMEHTaMH B c(epe 31paBOOXpPaHeHHs U B YCJIOBHUSAX BHeAPEHUsI
3JIEKTPOHHOI0 IOKYMEHT0000p0Ta

TpeboBanus k
OpraHH3aIiu
5 3NIEKTPOHHOTO 23 1 2 20 O.T
JIOKYMEHT0000pOTa B
YUPEKICHUSIX
34paBOOXpaHeHHs

Opranuzanusi paboTsl
apXMBa B yUPEKICHUIX
6 3IpaBOOXPAHEHUs B 29 2 20 T3
YCIOBUSIX TTEpexo/ia Ha

3JIEKTPOHHBIN
JIOKyMEHTO00O0pOT.

[TpomexyTouHas aTTecTanus 9 Ok3aMeH

Beero: 144 | 4 | o | 8 | 2 |1

*[Ipumeuanue: gopmul mexkyuezo konmpona ycnesaemocmu onpoc (O), mecmosoe 3aoanue (T), munogoe
3adanue (13), konmponvnas paboma (KP).

ConepxaHue IMCUMILTHHBI

Tema 1. Oco0eHHOCTH M NPHHUUIBI BeJeHUs AeJONPOU3BOACTBA M ICKTPOHHOIO
JAOKYMEHTO0000pOTA B YUPEe:KICHUSX 3IPABOOXPAHEHHUS.

JlokymMeHTaImoHHOE 0OecTieueHne ypaBJIeHus B cpepe 31paBOOXpaHEHHUs: OCOOCHHOCTH,
OPUHIUIBI ¥ TpaBWIa OpPraHM3aluu. 3aJadyu U (QYHKIUH CIyXKObl JOKYMEHTAllMOHHOTO
oOecrieyeHrsT W OTBETCTBEHHLIX 3a opraHu3alvilo JACJIOMPOU3BOJACTBA B  YUPCIKIACHUMU.
Opranuzanus 3JIEKTPOHHOTO  JOKYMEHT0000poTa. (OCHOBHBIE MOHATUS  AIIEKTPOHHOTO
JIeTTOTIPON3BOJICTBA. Cuctempl ~ aBTOMAaTH3allMd  JICJIONMPOM3BOJICTBA. DNEeKTPOHHBIN
JIOKyMEHTOO0O0pOT.




Tema 2.3akoHoaare/ibHble aKThl M HOPMATHBHO-METOAWYECKHE [OKYMEHTBbI,
perjiaMeHTHPYIOIIHe JOKYMEHTAllHOHHOe o0ecnieueHne B cepe 31paBOOXPAHEHUS.

CocTtaB HOpPMAaTUBHO-TIPABOBOM 0a3bl JIEJIOMPOU3BOJICTBA, CUCTEMHBIA MOJAXOJ K JOKY-
MEHTHPOBAHUIO M OpraHu3anuu padoTbl ¢ JokyMeHTamMu. Ponbp denepaibHOrO apXHWBHOTO
arenrctBa Poccum B (opMupoBaHMM HOpPMATHBHBIX OCHOB JeNONpou3BojacTBa. [Ipobiembl
rOCyJapCTBEHHOTO PETryJIMPOBAaHUS B 00JIaCTH JOKYMEHTAIIMOHHOTO O0ECTICYECHHUS YIIPABICHHUS .

Tema 3. TpeooBannssi K 0QGOPMJIEHHID OPraHU3ANMOHHO-PACTOPSIANTEIbHBIX
JOKYMEHTOB.

[loarotroBka u odopMIIeHHE OPraHU3alMOHHO-PACTIOPSAUTEIBLHON JTOKYMEHTAlUU.
TpeboBanust Kk OnaHKaM CIyXKEeOHBIX JOKYMEHTOB. Buibpl O1aHKOB. YTJIOBOW M IMPOIOJIBHBINA
CIocoObl PacMoNOXKEHHUs] PEKBU3UTOB Ha OyiaHKe ciy:keOHoro nokymeHrta. ['epOoBbie OyiaHKH,
nopsiIok pabotel ¢ HUMHU. [loHATHE «PEKBU3UT OoKyMeHTa». CocTaB pekBu3uTOB. OOIINE
TpeOoBaHus K OOPMIICHUIO PEKBH3UTOB CIY>KEOHBIX JOKYMEHTOB. OCOOEHHOCTH OhOPMIICHUS
AJIEKTPOHHOI'O JOKYMEHTAa. THUIOBOM COCTaB pEKBU3UTOB OpPraHU3allMOHHBIX JOKYMEHTOB.
TunoBo# cocTaB peKBU3UTOB PACIIOPATUTEIBHBIX JOKYMEHTOB.

Tema 4. CiryxxeOHasi mepenucka.

Cocrasnenue u oopMIICHHE CIIPABOYHO-HH(POPMAIIMOHHOMN U CIIPaBOYHO-aHATUTUIECKON
JOKYMEHTAIlUN: AHAJIUTHYECKHE, JIOKJIAgHbIe, CIy)KeOHbIe, OOBSCHUTEIbHBIE 3alUCKH,
NpE/CTaBICHUS, 3aKIoueHUus, ImepeuHu. [loHsATHE U CTPyKTypa CIy:KeOHOro MHUChMA.
Knaccugukamus cmyxeOnbsix mucem. CoctaBiieHue u opopMieHne IeI0BbIX niceM. TpedoBaHus
K CTWII0 U O(QOPMIICHHIO MHCHMA-MPOCHOBI, COMPOBOJIUTENBHOIO MHUChMA, MHCbhMa-
NOJATBEPKJICHUS, TAPAaHTUIHOIO MUChbMa W APYTUX BUJOB MHCEM. YHU(UKALUS TEKCTOB CIy-
JKEOHBIX MUCEM.

Tema 5. TpeGoBaHusi K OpPraHu3aliiM 3JIEKTPOHHOIO [0KYMEHT000opoTa B
yUpesKJIeHUsIX 31PaABOOXPAHEHUS.

Kpurepun orbopa nmporpaMMsbl 3JIEKTPOHHOTO 10KyMeHTooOopoTa. [IpuHumns! paboTsl ¢
nokymentamu B COJ[ «Jleno». PaccMoTpeHue W cOrjacoBaHUE 3JIEKTPOHHBIX JOKYMEHTOB.
[Topsimox paccMOTpeHUs JOKYMEHTOB pYKOBOJACTBOM U JOBEIEHUS JOKYMEHTOB JO
ucnonuutenei. Ilopsgok MexXBeIOMCTBEHHOT0 MH(OPMAIMOHHOIO OOMEHa B CHCTEME dJIEK-
TPOHHOTO JOKYMEHTO000pOTa. DJIEKTPOHHBIE OJMUCH: KJIaCCU(PUKALIUS U MTOPSIIOK TPUMEHEHHUSL.
CucremMaTusalnuy U OpraHu3alys ONEPaTUBHOIO XPAaHEHHUS JOKYMEHTOB B DJIEKTPOHHOM BHJIE.
Benenue nenonpousBoAcTBa Mo OOpalleHUsIM TpaKAaH C MPUMEHEHHEM HH(QOPMAIMOHHBIX
TEXHOJIOTHUM.

Tema 6. Opranuzauus padéoTbl apXuBa B yUpeKIeHUSIX 3PABOOXPAHEHUSI B yCJIO-
BHUSIX MIEPEX0/1a HA JJICKTPOHHBIH JOKYMEHTO000POT.

CocraBneHnne 1 0pOpMIIEHHE OCHOBHBIX YUETHBIX U OpraHU3allMOHHBIX JJOKYMEHTOB apX1Ba
B YUPEXIEHUH 3/IpaBOOXPAHEHUS: TOJIOKEHUs 00 apxuBe, IJIaHa paboThl apxuBa, rpaduka
npueMa J0KyMeHTOB U T. 1. CocTaBieHne 1 0(pOopMIIEHHE TOI0BbIX pa3/IeJIoB CBOIHOM OMKCH A€,
xXpaHsmxcs B apxuse. [[paBuiia opraHu3anum XxpaHeHus: JOKYMEHTOB B BEIOMCTBEHHOM apXHBE.
OcHOBHBIE O0053aHHOCTH OTBETCTBEHHOTO 3a OpraHu3aiuio padoTel apxuBa. OcoOeHHOCTH
OpraHM3ali ApXUBHOI'O XPaHEHUS DJIEKTPOHHBIX JOKYMEHTOB U JEIL.

4. MartepuaJbl TEKYLero KOHTPOJISl yCIIeBaeMOCTH 00y4aloLMXCcsl U OLleHOYHbIe
MaTepHasbl MPOMEKYTOUYHON aTTecTAMHU N0 JUCIUIIIHHE

B xone peammzamum guctumuael b1.B.06  «JlokymenTanmonHoe oOecrieueHue
yIpaBIEHUS U ANEKTPOHHBIN JOKYMEHTOOOOPOT» UCTIONB3YIOTCS CIEIYIONINE METOABI TEKYIIETO
KOHTPOJIS YCTIEBAEMOCTH 00YJarOITUXCSI:

¢ MeTo1bl TEKYIIEr0 KOHTPOJISI YCIIEBAEMOCTH
Tewma 1. IIpu npoBeneHnN 3aHATUN JEKIUOHHOTO THUMA: JIEKLHS —
JIUCKYCCHsl; MPU MNPOBEJCHUM MPaKTUUYECKUX 3aHSITHIL:

5




Oco0OeHHOCTH U MPHUHIIMITBI BEICHUS

JIEJIOTIPOU3BOACTBA U MJIEKTPOHHOTO

JOKyMEHTO0000pOTa B YUPEIKACHHUAX
3/IpaBOOXPaHEHHUs

OIpPOCHI; TPU KOHTPOJIC PE3YNILTATOB CAMOCTOSTEIBHOM
PpaboThI 0OYYAIOIIMXCS: OMPOCH.

Tema 2.
3aKoHO/aTEIbHBIE aKThl 1 HOPMATHBHO-
METOUYECKHE TOKYMEHTBI, PerjlaMeHTUPYIOIIHE
JOKYMEHTAIIOHHOE oOecrieueHue B cdepe
3/IpaBOOXPaHEHUSL.

[Ipu kOHTpOJNE pEe3yNbTaTOB CaMOCTOSTENBHONH pPabOTHI
00y4aroImuXxcs: KOHTPOJIbHast padoTa.

Tema 3.
TpebGoBaHus K 0(OPMIICHHIO OPTaHU3AIINOHHO-
pacnopsaUTENbHBIX JOKYMEHTOB

[Npu npoBeneHNH 3aHATHI JEKIHOHHOTO THIA: JICKIUS —
JMCKYCCHUSI; TIPU IIPOBEICHHH INPAKTHYECKUX 3aHATHIL:
ONPOCHI,  TECTBl;  NPU  KOHTPOJIE  Pe3yJbTaToB
CaMOCTOSITETFHON pabOThI 00YJIAIONTIXCS: ONPOCHI.

Tema 4. CnyxeOHas miepenucka

[Ipu KOHTpONIE pPE3yIBTATOB CAMOCTOSITEIBHON pPadOTHI
o0yJaromuxcs: KOHTPOJIbHAs padoTa.

Tema 5. TpebGoBaHHS K OpTaHU3AINH IIEKTPOHHOTO
JOKyMEHTO0000pOTa B YUPEIKACHHUAX

[Ipu mpoBeneHNN 3aHATHI JEKIIMOHHOTO THIIA: JICKITUSI —
JIUCKyCCHsI; TPH MPOBEACHUM MPAKTUUECKUX 3aHITHI:

3/[paBOOXPaHEHUS. OIIPOCHI; NPU KOHTPOJIE PE3YJBTATOB CAMOCTOSTEILHOM
paboThl 00YYAIOIIMXCSI: ONIPOCHI, TECTHI.
Tema 6. [Ipu KOHTpOJNE pe3yIbTaTOB CaMOCTOSTENBHOH pPabOTHI

Opranuzanus paboThl apXUBa B yUPEKACHUIX
30paBOOXPaHEHHs B yCIOBUAX NIEPEX0Aa Ha K-
TPOHHBIN TOKYyMEHTOOOOPOT.

00yYaroIUXCs: PEIICHNE TUIIOBBIX 3a7ay.

DK3aMeH NMPOBOJUTCS C IPUMEHEHUEM CIIEYIOIUX METOAOB (CPEACTB): B POPME YCTHOIO
orpoca 1o oueraM. busner npeanonaraet TeopeTHYECKUIl BONPOC U MPAKTHYECKOE 3aaHue.

Marepuaibl TeKyIero KOHTpoJisi yceBaeMocTH 00y4aroluxcst

Tunosble olleHOYHBbIE MaTepUAJbI 10 pa3aeny 1

Tunosbie BOnpockl AJis opoca

1. HazoBure  HOpPMAaTHBHO-NIPABOBBIC

akThl  ((enepalibHbIE  3aKOHHBI,

I'OCTm),

PEriIaMCHTHUPYIOIIUEC JOKYMCHTAITHMOHHOC obecrneueHue YIIpaBJICHU.

2. Kakoit T'OCT
pacTopsiANTEIbHBIX IOKYMEHTOB?

periaMeHTupyer

npaBuaa  OopOpPMIIEHHS  OpraHHM3allMOHHO-

3. Uro Takoe PeKBU3UT U KaKOEe KOJIMUYECTBO pekBU3UTOB periamenTupoBano [OCT 7.0.97-

20167

4. HazoBuTe THIIOBOW COCTaB pEKBU3UTOB OPraHU3AIMOHHBIX JOKYMEHTOB (yCTaB,
HOJIOKEHUE, PaBUIIa, UHCTPYKIMH, PETJIAMEHT).
5. Ha3zoBuTe TUIIOBOM COCTaB pEKBU3UTOB PACTIOPSIUTENBHBIX JIOKYMEHTOB (IIOCTaHOBJICHUE,

pacropsikeHue, IpUKa3, pelieHue).

6. Ha3zoBuTe THUIIOBOW COCTaB PEKBU3UTOB HWH(POPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB

(IpOTOKOI, aKT).

~

Ha3zoBute THIIOBOM cOCTaB pEKBU3UTOB JIEJIOBOTO MUCHMA.

8. Hasosure npasuia opopmiienus pekBuzutos (repo (I'ocynapcrennsiit repd Poccuiickoit
O®enepanun, repd cyobekra Poccuiickoit ®enepanuu, rep0O (repadbIUuecKUid 3HAK)
MYHUIIUIAIBLHOTO 00pa3oBaHusi); sMOIeMa U TOBapHBIA 3HAK (3HAK OOCITY>KUBaHMS);KOJ
GopMBI TOKyMEHTa; HAaNMEHOBAHWE OpTaHHW3allM{ - aBTOPA JIOKYMEHTAa; HAaWMEHOBaHHE
CTPYKTYPHOTO TOApa3JiefieHHs - aBTOpa JOKYMEHTAa; HAUMEHOBaHHME JIOJDKHOCTH JIMLA -
aBTOpa JOKYMEHTa; CIIpaBOYHbIE JaHHBIE 00 OpraHu3allui; HAaWMEHOBaHWE BHIA

JOKYMCHTA; HaTa HJOKYMCHTA,

per HCTpElLIHOHHLIfI HOMCp HOOKYMCHTA,

CChIZIKa Ha

PErUCTPAllMOHHBIA HOMEpP M JaTy IOCTYMHBIIETO JOKYMEHTa; MECTO COCTaBJICHUS
(u3maHus) JOKyMEHTa; Tpud OrpaHWYEHHUs JOCTyNma K JOKYMEHTY; ajapecar; rpud

YTBCPKACHHUA OJOKYMCHTA,

3aroJIOBOK K TCEKCTY,

TEKCT JIOKYMEHTa, OTMETKa O

MMPUITOKCHUU l“pI/I(p COTJIaCOBAaHUA JOKYMCHTA, BHU34d; IIOAIMUCH; OTMCTKA 00 3JICKTp0HHOI71
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10.
11.

NOJMNCH; TeyaTh; OTMETKa 00 HMCHOJHMUTENE; OTMETKA O 3aBEPEHUM KOIMH; OTMETKA O
IIOCTYIIJICHUN JOKYMEHTA; PE3OJIIOLUSA; OTMETKA O KOHTPOJIE; OTMETKA O HAIPABICHUU
JIOKYMEHTA B JICJIO).

Ha3zoBute Buapl 0J1aHKOB JOKYMEHTOB.

HazoBute cocTaB peKBH3HTOB OJIaHKA JOKYMEHTA (IIPOIOJIBHBIMN, YIIIOBOK).

Kakue npaBuna coznanus 10kyMmeHTOB Bbl 3HaeTe?

Tunosblie 3axanus
[Ipoananu3upyiite OIaHKU CIYXKEOHBIX TMHCEM MEIUIMHCKAX OpraHu3aluii Ha
coorserctBue 'OCT 7.0.97-2016.
[Tpoananusupyiite ciayxeO0HOE€ NHCHMO, BBISIBUTE OLIMOKH, JOMYIICHHbIE MPU €ro
COCTaBJICHUH U O(POPMIICHUU.
Hanummure nucbMo OT MMEHHM HayalbHHKA OTJIENa KaJAPOB METUIIMHCKOTO YUPEKICHUS
(pexBU3UTHI TpUAyMaiTe camocTostenbHO) H.A. bBonmoroBoit B aapec ObiBIIero
corpynuuka P.A. IlerpoBa ¢ yBegomjeHHMEM O HEOOXOAMMOCTH 3a0paTh TPYAOBYIO
KHWKKY. Coo0ImuTe B MHCbME, YTO MPU HEBO3MOXKHOCTH SIBUTHCSI JIMUHO BBl MOXKETE
nepenaTh TPYAOBYIO KHIKKY KOMY-1H00 U3 poacTBeHHUKOB lletpoBa. Anpec Ilerposa:
656043, r. bapnayun, yn. [lananunnes, 12, kB. 45.
Bbl — COTpyIHHMK MEAMIIMHCKOTO YYpexaAeHus (BbIOEpUTE [OMKHOCTH Ha CBOE
ycmotpenue) JLII. IlerpoBa. HeoOxomumo Hamucarh AOKJIAQIHYIO 3alUCKy Ha HMS
raBHoro Bpada P.M. TokapeBa mo moBOAy CHUCTEMAaTHMUECKOTO HapYIICHUS TPYAOBOM
JUCLHUIIIMHEI 3aBeAyromuM ckiiana A.b. JlanteBbiM. KoHKpeTHBIE HapyIIeHNs TPUAYMATh
CaMOCTOSITENILHO.

Tunosble olleHOYHBIE MATEPUAJBI 10 pa3aesy 2

TunoBsle 3aganus
Ha ocHoBe aHanu3a mpeIjIoKEHHOW HOMEHKJIATyphl Jel, pa3paldoTaiiTe IepeueHb
JIOKYMEHTOB, KOTOpPbIE MOXHO IEPEHECTH Ha JIEKTPOHHBINA HOCUTEIb. OOOCHYHTE CBOM
MPEJIOKEHUS.
[Ipoananu3zupyiite npouecc nepexoja oT 6yMaxHOTO K CMEIIAHHOMY JOKYMEHTOO00POTY
(Oyma’)kHOMY € BJIEMEHTaMHU AJIEKTPOHHOTO JOKYMEHTOOOOpOTa) WM K AJIEKTPOHHOMY
JIOKYMEHTO000pOTy B BarieM MeTMIIMHCKOM yUpexIeHUH.

ITapameTpsl aHanmM3a:

periraMCeHTalusA MPUMCHCHUSA JJICKTPOHHBIX JOKYMCHTOB W OpPraHu3aliiv 3JICKTPOHHOI'O
JIOKYyMEHTOO0OpOTa B MHCTPYKIMH 1O JAEIONPOU3BOJACTBY, B HOMEHKIAType Jem
OpraHu3alnmru. Hannuwne B opranu3anv MNEPEUYHSA AOKYMCHTOB, CO3JaHHUC U XPAHCHUC
KOTOPBIX JIOJDKHO OCYIIECTBIISITHCSI HA DIIEKTPOHHOM HOCHUTEIE;

MOPSIOK CO3/IaHUS DIIEKTPOHHBIX JTOKYMEHTOB M MPUMEHEHHSI SJIEKTPOHHOM MOAMUCH;
OpraHu3aIys padoThl ¢ AIEKTPOHHBIMU JOKYMEHTAMH;

poOJIEMBI, 3aTPYAHSIONINE TIPOIIECC Mepexo/ia K 0e30yMaKHOMY JJOKYMEHTOOOOPOTY.
Onummre nopsiiok GopmupoBanuss U oQopmIleHUs SJIEKTPOHHBIX Aen. [loaroroBeTe
DJIEKTPOHHBIE JOKYMEHTEI K apXUBHOMY XPaHEHHUIO.

Hcnonp30BaHuEe AJIEKTPOHHBIX MOAMKUCEH: KIacCU(PUKANUA U TOPSAIOK MPUMEHEHHUSI.
CI/ICTeMaTI/ISaHI/ISI " opraHu3anus ONCPATHBHOTO XPAaHCHUA JOKYMCHTOB B 3JICKTPOHHOM
BUJIE.

Kputepun BbIOOpA TPOrpaMMBI 3JICKTPOHHOTO JIOKYMEHTO000pOTA.
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10.

11.

OneHoYHBIC MAaTEPHAJIBI IPOMEKYTOUYHOM aTTeCTANMHA

Kon HaumenoBanue Kong HaumeHoBaHne KOMIIOHEHTA
KOMITCTEHIINU KOMITETEHIINN KOMITOHEHTA KOMITCTEHITHU
KOMITETCHINN
[IKp-6 Crioco0eH oCyIIecTBIATh [IKp-6.1 Crioco6eH ONTUMH3UPOBATH
ONITHMU3AIIHNIO JICIIOBBIX JIETIOBBIE TTPOIIECCHI B
MPOLIECCOB, OPTaHN30BHIBATh OpTaHM3aIIH, HCIIOIB3Ys
JOKYMEHTOO00POT U WHPOPMALNOHHO-
JIETIOBYIO TIEPETIUCKY C TEJICKOMMYHHKAIIMOHHbIE
rpaxJAaHaMy ¥ BHEITHUMHU TEXHOJIOTHH DU OpraHU3aluH
OpraHH3alMsIMH, B TOM JIOKyMEHTO000pOTa, B TOM YHCIIE
YHCJIe HA HHOCTPaHHOM Ha WHOCTPAHHBIX S3BIKAX
SI3BIKE W/ WK C
UCIIONIb30BaHHEM
HHPOPMALTMOHHO-
TEJIEKOMMYHHUKAIHOHHBIX
TEXHOJOT U
KomnoneHt WuauxaTtop Kpurepuii oneHnBaHus
KOMIICTCHIIN OLICHUBAaHUs
[TKp-6.1 Brnaneer nHpopmanmronHo- 1. IIpogeMoHCTpHUPOBAHO 3HaHUe
TCJICKOMMYHHUKAlTUOHHBIMHA I/IHq)OpMaI_II/IOHHO-TeﬂeKOMMyHI/IKaL[I/IOHHI)IX
TCXHOJIOTUAMHU B LCIIAX TeXHOJ’IOFHﬁ, HCIIOJIB3YyEMBIX B Oeisx
JOKYMCHTAlTUOHHOT'O JOKYMCHTAaIMOHHOT'O O6eCHe‘IeHI/IH YHpaBJC€HUA U
obecrieueHns yIpaBICHUS U OpTaHM3aINH 3JIEKTPOHHOTO JOKYMEHTO000pOTa.
OpTaHM3aINH 3JIEKTPOHHOTO 2. [IponemoHCcTpHpPOBAHO BIIaJICHUE
JIOKyMEHTO000pOTa. WHOCTPAHHBIM SI3BIKOM B IEJSX OCYIIECTBICHUS
Brnaneer HHOCTpaHHBIM SI3BIKOM B | ZIETIOBOM TEPEIUCKH C TPAXTaHAMH M BHEIIHUMH
LEJSX OCYIIECTBIICHUS NEJIOBOH | OpTaHHU3aIMAMH.
TIEPETINCKH € TPAXKJaHAMH U
BHCHIHMMU OpTraHU3allusAMU

Tunosbie OleHOYHBIC MATEPHAJIbI IPOMEKYTOYHON aTTECTALlUH

Tunosble BONPOCHI 1Jisl HOATOTOBKH K K3aMeHY:
JIOKyMEHTallMOHHOE oO0eclieueHue yrpaBieHuss B cdepe 31paBOOXpaHEHMs: MPUHLUIBI H
0COOEHHOCTH OpPraHU3alNH.
3amaun M QYHKOUM CIyXObl JOKYMEHTAI[MOHHOIO OOECleYeHHsT WJIM OTBETCTBEHHBIX 3a
OpraHM3aIMIO JIEJIONPOU3BOJICTBA B MEAULIMHCKOM YUPEKICHHUH.
HopmartuBHbIE, NpaBOBblE U METOJUYECKHE OCHOBBI JIOKYMEHTAIIMOHHOTO oOecreueHus
NeSITENIbHOCTH B chepe yIpaBlieHUs 3/IpaBOOXPAHEHUEM.
HopmaruBHble, TpaBOBblE M  METOJMYECKHE OCHOBBI  OpraHu3anmuu  0e30yMa’kHOTO
JIOKYMEHTOO0O0pOTA.
Ha3nauenue # BHJBl OpPraHMU3ALMOHHBIX JOKYMEHTOB. THIOBOM cOCTaB pEKBU3UTOB
OpraHMU3aIMOHHBIX JOKYMEHTOB.
[IpaBuna cocraBieHus 1 0OPMIIEHHUS OPraHU3aMOHHBIX JOKYMEHTOB.
[IpaBuiia cocrapneHus: 1 0hOpMIIEHUS PaCOPSIUTENBHBIX JOKYMEHTOB.
[IpaBuna cocraBieHus 1 opopmiIeHUS] UHHOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
JlenoBast mepenucka: mpaBuiia COCTaBJICHHS U O(pOpMIICHUSI.
HopmartuBHas 1 MeToanuecKasi periaMeHTalus opraHu3aiy paboThl ¢ TOKyMEHTaMu B chepe
3/IpaBOOXpaHEHUSI.
Opranu3anus KOHTPOJISI UCIIOTHEHUS TOKyMEHTOB. CpOKH UCIIOIIHEHHS JOKYMEHTOB.




12.

13.
14.
15.

16.
17.
18.

19.
20.
21.
22.

@OyHKIUKA ¥ TOJHOMOYHS CIEIHATUCTOB, OCYIICCTBISIONIMX KOHTPOJb 3a HCIOJHEHUEM
JOKYMEHTOB.

3HaveHHe HOMCHKIIATYPHI JIeNT B (POPMUPOBAHUHU CUCTEMbI YIIPABICHHS JOKYMEHTAMH.
CocraBjicHUE HOMEHKIIATYPbI JICI.

[Mopsimok  popMupoBanust U O(GOPMIICHHS 3JIEKTPOHHBIX Jei. [loAroToBKa 3JIEKTPOHHBIX
JOKYMEHTOB K apXUBHOMY XPaHEHUIO.

[Topsiiok POBEACHHUS KCIIEPTH3bI IIEHHOCTH JIOKYMEHTOB.

AKXTyasbHbIE IPOOJIEMBI BHEAPCHHS CUCTEM JICKTPOHHOTO JIOKYyMEHTO000pOTA.

[MTopsitok  MEXBEIOMCTBEHHOTO HMH(MOPMAIMOHHOIO OOMEHa B CHCTEME 3JIEKTPOHHOTO
JOKYMEHTO000pOTA.

DJIeKTPOHHBIC TOAMUCH: KITACCH(DUKAIIHS U MTOPSIOK TPUMEHEHHUSL.

CI/ICTeMaTI/I?;a]_[I/ISI " opraHu3anus onCpaTuBHOIO XpaHCHUA JOKYMCHTOB B 3JICKTPOHHOM BUIC.
Opranusanus apXMBHOTO XpaHEHHUS TOKYMEHTOB B 3JIEKTPOHHOM BHJIC.

OO6mue npaBuiia paboThl BEIOMCTBEHHOTO apXHUBa.

Ixana oueHUBaHUA )4 DK3aMeHAa

[ITkasa oLleHUBaHUs Kpurepuu onieHnBaHus

JlaH nonHbBIN, pa3BEPHYTHIM OTBET HA IOCTABJICHHBIN BOIIPOC, [IOKa3aHA COBOKYITHOCTH
OCO3HAHHBIX 3HAHUHI MO JUCLMIIIMHE, JOKA3aTENbHO, B OTBETE MPOCIEKUBAETCS YETKas
CTPYKTYpa, JIOTUYECKas OCIEN0BATENbHOCTh. OTBET U3I0KEH JTUTEPATYPHBIM SI3BIKOM C
WCTIONIb30BAaHUEM COBPEMEHHOW TEPMHHOJOTHH. MOTYT OBITH AOMYIICHBI OTACIBHBIC
Otnn4aHO HENOYETHl B OMNpPEJNEIICHUM IOHATHH, HMCIPABICHHBIE CTYJEHTOM CaMOCTOATENBHO B
Impolecce OTBETA.

BrInonHeHne NpakTH4eCKOro 3a1aHKs NOKa3bIBACT 3HAHKE YIIPABICHUYECKON CUTyalluu 1
YMEHHUE IPUMEHUTH [IPABWIbHBII HAYYHbIM U METOAUYECKUM NTOAX0 U UHCTPYMEHTApUI
JUIA pelIeHus 3a1a4H, pa3pabaTelBaTh YIPABICHYECKHUE PEIICHUS

JlaH mnonHBIM, pa3BEepHYTHIM OTBET HA IIOCTABICHHBIA BONPOC, IIOKA3aHO YMEHME
BBIICIIUTh CYLICCTBEHHBIE U HECYICCTBCHHbIE IPU3HAKH, IPUYUHHO-CICIACTBCHHBIC
cBa3u. OTBET YEeTKO CTPYKTYpHUpPOBAH, JIOTHYEH, WU3JIOXKEH JIMTEPaTYPHBIM SI3BIKOM C
UCIIOJIb30BAaHHEM COBPEMEHHON TEPMUHOIOTUH. MOTYT OBITh JOMYIIEHBI 2-3 HETOYHOCTH
WIIN HE3HAYUTENIbHBIE OIIHOKH, UCIIPABICHHBIEC CTYIEHTOM C IIOMOIIBIO 9K3aMEHATOpa.
BrImonHeHNEe TPaKTHYIECKOTO 3a/1aHNs TOKa3bIBAaET CIIOCOOHOCTD CTYJICHTa ONPENEIsITh
OCHOBHBIC TIPHOPUTETHl MPO(ECCHOHANFHONH  JAEATENHHOCTH, pa3pabaTbiBaTh U
3¢ $EKTUBHO HCHOIHSATH YIPABICHUECKHE PEIICHHS.

Xopouio

JlaH HemoCTaTOYHO TOJNHBIA W HEJOCTATOYHO pa3BepHYThId oTBeT. Jloruka u
MOCJIE/IOBATENILHOCTD M3JI0XKEHHUSI UMEIOT HapyIieHus. J[omyieHs! OMMOKK B PACKPBITUH
MOHSTUH, yrnoTpedaeHun TepMuHOB. CTyICHT HE CIOCOOCH CaMOCTOSITENBHO BBIACIUTD
YIlOBJ'IeTBOpI/ITeHLHO CYIIECTBEHHBIE W HCECYHICCTBCHHBIC TIPU3HAKU W NPUYUHHO-CJICIACTBCHHBIC CBA3U.
PeueBoe ohopmnenne TpeOyeT MonpaBoK, KOPPEKIIHH.

BeinonHeHre NpakTHYeCKOro 3aJaHus MOKa3bIBAET, YTO KOMIIETEHIIMU C(HOPMHUPOBAHEI
Ha HAaYaJIbHOM ypPOBHE.

Or1ieHKA BBICTABJISIETCS B OJTHOM U3 CITy4YacR:

1. OTBeT NpeacTaBIIAIOT COOOH pa3pO3HEHHBIC 3HAHUS C CYIIECTBCHHBIMU ONTHOKAMU 110
Bomnpocam. [IpucyTcTByIoT (hparMeHTapHOCTh, HEIOTUYHOCTh U3N0KeHUsI. OTCYTCTBYIOT
KOHKpETH3allusi U JIOKA3aTeNIbHOCTh HU3JIOKEeHUs. Pedb HerpamoTHas, COBPEMEHHast
HeynoBneTBOpUTEIEHO TEPMHHOJIOTHSI HE HCIONb3yeTcs. JIOMONHUTENbHBIE W YTOUYHSIOUIME BOIPOCHI
MpEro/iaBaTeis He IPUBOIAT K KOPPEKIIUU OTBETA CTY/ICHTA.

[MpakTryeckoe 3a1aHKe HE BBITIOIHEHO.

2. OTBeT Ha BOIPOC MOTHOCTHIO OTCYTCTBYET.

3. OTKa3 OT OTBETA.

OrneHka 3HaHUI O0Y4YaroOLIErocs HOCUT KOMIUIEKCHBIH XapakTep, sBISETCS OauIbHOM
(msaTubamnpHOM  (HEYJIOBJIETBOPUTEIBHO,  YAOBJIETBOPUTEIBHO, XOPOUIO, OTIMYHO)) U
OTIpeNIeNIIeTCs: OTBETOM Ha IK3aMeHe; YUeOHBIMU JIOCTUKEHUSIMHU B CEMECTPOBBIH MEPHO.

Omnpoc
[Ipu camocrtosTensHON paboTe MO MOJATOTOBKE K OMPOCY OO0ydYarImeMycst HEOOX0IuMO
03HAKOMUTCS C TEMOM U CIIUCKOM BOIIPOCOB 0 TeMe. [[0BTOPUTH JEKIIMOHHBII MaTepua 1o TemMe,
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OTMETHUTH «IIpoOJIeMHbIE» TOUKH. OnpeaenuTs HE0OX0JUMYIO JTUTEPATypy U3 PEKOMEHJOBAaHHOMN
K Kypcy, Tak K€, MOXHO BOCIOJIb30BaTbCsl HHTEPHET-pECypcaMu U  CIIPABOYHO-
uH(popMalMOHHBIMU cucTeMaMu. CPOpMHUpPOBATH TE3UCHBIM CIIHCOK OTBETOB Ha BOIPOCHI, CO
CBOMMH 3aMCUaHUSIMU M KOMMEHTApUSIMH. OOYYAIOUIUICS TOJKEH OBITh TOTOB OTBETHTH Ha
MOCTaBJICHHBIE BOIIPOCHI, apT'yMEHTHPOBATh CBOM BapUAHT OTBETA, OTBETUTH HA AOMOJIHUTEIbHbBIC
Y YTOYHSIOIINE BOMPOCHI MIPENO1aBaTEI.

Kpurepun onieHkn ycTHOro onpoca
OtBet 00yuaromerocs: OEHUBAETCS, UCXOS U3 CIEAYIOLNX KPUTEPHUEB:
- IIOJIHOTA, YETKOCTh, MH(POPMALIMOHHAS HACHIILIEHHOCTh OTBETA;
— HOBM3HA UCTIOJIb3yeMON HH(POPMALIUY;
— 3HAHME€ M MCCIEAOBAHME HAyYHbIX MCTOYHHMKOB, HOPMAaTUBHBIX AaKTOB,
IOPUANYECKOH MPAKTUKH.

OueHnBaHue YCTHOTO ONPOCa
OTBer 00yYaromerocsi MOKeT OBITh OLEHEH MO 5-TH OaJUTHHOM HIKaJIe TPEToaaBaTeieM,
UCXO0/1 U3 KPUTEPUEB OLIEHKU YCTHOI'O OIpOca.

Tunosbie BONPOCHI A5 0OMpoca
Cas13b HHGOpPMAITUHU U IOKYMEHTA.
Bo3HUKHOBEHHE JOKYMEHTA, €r0 3HaUCHUE.
ITonsATHE M BUIBI KOHM.
[IpuMeHeHne TEKCTOBOTO TOKYMEHTUPOBAHHS.
[TonsiTre «pekBU3UTY». [10CTOSHHBIC U IEPEMEHHBIC PEKBH3UTHI.
Bompocel  OKyMEHTHUpOBaHHUSA, COCTaBiI€HHs U OQOpPMIIGHHUS JOKYMEHTOB B
3aKOHOJIATEILHBIX 1 HOPMATUBHBIX aKTaX.

7. T'ocynapctBennble ctanaapTsl Ha JokymeHTl. ['OCT P 7.0.97-2016 «Cucrema
CTaHJapTOB 1O HWHGOpMANWU, OMOTMOTEYHOMY U U3JATEIbCKOMY Jeny. OpraHu3airoHHO-
pacniopsiauTenbHas JoKyMeHTanus. TpeboBanus K 0hOpMICHUIO JOKYMEHTOB.

8. Ileuaru 1 ux HazHaueHue. Buel neyareii.

9. OTMmeTKH Ha TIOKYMEHTax.

10. [ToHSITHE TEKCT TOKYMEHTay IMPHU PA3IMYHBIX CIIOCO0aX TOKYMEHTUPOBAHHMS.

11. YHuukamnus 10KyMeHTa.

oukrwdE

Tunosble NpaKTHYECKHE 3aaHUS
ChopmupyiiTe  CIHCOK  HOPMAaTUBHBIX  HWCTOYHUKOB, HOPMAaTHBHO-METOAMYECKUX
JOKYMEHTOB, KOTOpble HEOOXOIUMO MCHOJb30BaTh JUIsl cocTaBieHUs MHCTpykuuu 1o
JEJIONPOU3BOJICTBY.
[Ipoananu3upyiTe MpeMIOKECHHYIO HHCTPYKIUIO 10 JEIOIPOU3BOACTBY Ha COOTBETCTBUE
COBPEMEHHBIM TPEOOBAaHUAM IO COCTABY M CO/EPKAHUIO Pa3/IEIIOB.
Cdopmupyiite mnepeyeHb HOPMATUBHBIX HMCTOYHHUKOB M HOPMAaTHBHO-METOIMUYECKUX
JIOKYMEHTOB, KOTOpbIE HEOOX0AMMO HCIOIb30BaTh JIJIsl COCTABICHHS] HOMEHKIIATYPbI el
[Ipoananu3upyiiTe HOMEHKIATYPY J€l Ha COOTBETCTBHE ACUCTBYIOIIMM IIpaBUIaM U
HopMaM. O6paTuTe BHUMaHUE HAa CTPYKTYPY U 0pOpMIIEHHE HOMEHKJIATYPbI, TPABHUIIBHOCTb
CUCTEMAaTU3aLUU U ONIPEACIICHHUS CPOKOB XPaHEHUS JOKYMEHTOB U JIEJ1.
[Ipoananusupyiite  NpeAoKEHHbIE  OpPraHU3al[MOHHBIE  JOKYMEHTHl  (IIOJIOKEHHE,
WHCTPYKIIMS, PETJIAMEHT) Ha COOTBETCTBHUE YCTAHOBJICHHBIM IIPAaBHJIAM COCTABJICHHS H
odopMmIIeHUs JaHHBIX TOKYMEHTOB.
CucremaTuzupyiTe MO BHJAM M NPOAHAIN3UPYWTE YIPaBICHUYECKUE JIOKYMEHTHI Ha
COOTBETCTBHUE MPABUIIAM TOKYMEHTHPOBAHUS.
[Ipoananu3upyiiTe HOMEHKJIATYPY /€1 KOHKPETHOW OpraHU3alllM, YKaXXUTE Ha OLINOKH,
JOMYIIEHHBIE IPU €€ COCTABJICHHH.
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10.
11.
12.

13.
14.

[Ipoananu3upyiite pacropsAUTEIbHbIC TOKYMEHTHI, HAlAUTE OMIMOKH, JOMYIICHHBIC TIPH
COCTaBJICHUH U O(POPMIICHUU ITUX TOKYMEHTOB.
[Nepeuncnure ommrOKH, XapaKTEPHBIE IIPH COCTABICHUU PACTIOPSIUTEILHBIX TOKYMEHTOB.
[Ipoananu3upyiite cCiy>)keOHOE THCbMO, BBISIBUTE OINMOKH, OMYIICHHBIE TPH €ro
COCTaBIJICHUH U 0(hOpPMIICHUH.
OTtpenakTupyiiTe TeKCT U 0(hOPMUTE MpeaIaraeMoe CiIy>keOHOe MUCbMO B COOTBETCTBUU C
TpeOOBAHUSAMHU, MPEIBABIIEMBIMU K O(QOPMIICHUIO CITY>)KEOHBIX TTUCEM.
CocrtaBbTe cxemy paboThl C BXOASIIUMH JOKYMEHTAMHU.
CocrtaBbTe cxeMy paOdOThI C UCXOSIIUMH TOKYMEHTaMHU
CocraBbTe cxemMy pabOThl C BHYTPEHHHMHU JOKYMEHTAMH.
Kputepuu peimenusi THNIOBBIX 32124

1. [Torumaet poOiemMaTHKy.

2. YcTanaBiauBaeT MPUYUHHO-CIICACTBEHHBIE CBSI3H.

3. YMeeT TUpUMEHSATh TEOPETHYECKHE 3HAHWUSA Ui PCIICHHS KOHKPETHBIX

YIPaBJIEHYECKUX CUTYAIUH.
4. YMeeT 000CHOBATH NPETIOKEHHOE PEIICHUE.

KonTpoabHasi padora
KoHnTponbHble pabOThI SBISIOTCS OAHOW W3 OCHOBHBIX (DOPM TEKYIIEro KOHTPOJIS
npernojiaBareneM paboTbl 00ydaroLerocs.
KontponbHast paboTa mpencraBisieT coO0Oi pelieHne Tecta B 00pa3oBaTeNbHOM cpene
http://edu.alt.ranepa.ru.

Tunosoii Tect
Hucmpykyus: HeoOXoauMo BbIOpAaTh OIMH TPAaBWIBHBI BapuaHT OTBETa Ha
IPEeJI0KEHHBIN BOIIPOC, B KAYECTBE OTBETA 3aMIMCBHIBAETCSI COOTBETCTBYIOIIAs LIU(pa.
1. OO6mmii mopsaok odopmiieHHs] OPraHU3aALMOHHO-PACHOPAINTEIBHBIX JOKYMEHTOB H
COCTaB PEKBH3HMTOB ISl BCEX OPraHU3aluil YCTAHOBJICH:
1) 3akonom «O6 nHpopManuu, HHHOPMAITMOHHBIX TEXHOJIOTHUSIX U O 3alUTe HH)OpMAIIINY
2) BenoMCTBEHHO# MHCTPYKIUEH 110 JeTOMPOU3BOACTBY OpraHU3aI[Mu
3) T'OCTowm P 7.0.97-2016
4) 3aKOHOM O JOKYMEHTAIMOHHOM 00ECIICYCHHH YIIPABICHUSI
5) T'OCTowm P 7.0.8-2013
6) TumoBoii WMHCTPYKLIHEH 1O  JEJONPOW3BOACTBY B  (eaepalbHbIX  OpraHax
VCIIOJTHUTEJIBHON BJIACTH
2. PexoMeHaaTe/bHBII XapaKTep rocyiapcTBEHHbIX CTAHAAPTOB YCTAHOBJICH:
1) 3akoHoM «O cTaHIAPTH3ALUI
2) Tlocranosienuem IlpaButenbcTBa Poccuiickoit ®enepannn
3) T'occrangaprom Poccun
4) 3akoHOM «O TEXHHYECKOM PEryIHpPOBAHUI
3. IlepeyeHb THMOBBIX YNpPaBJieHYECKHX AOKYMEHTOB, 00pa3yIOIIUXCS B JAeATEIbHOCTH
OpraHM3anmi, ¢ yKa3aHueM CPOKOB XPAHCHHUS YTBEPKAECH:
1) PykoBoautenem denepaibHON apXUBHO# city:x0b1 Poccnu
2) MuUHUCTPOM KYJIBTYPbI U MaCCOBBIX KOMMYHHUKaIi Poccuiickoit @enepannu
3) MuHHCTEPCTBOM 3/IpaBOOXPAHEHHS M COLMAIBLHOTO pa3BuTHs Poccuiickoit denepariuu
4) TOCTowm P 7.0.8-2013
4. PexBH3MTBI aJpeca Ha NMOYTOBBIX OTNPABJEHUSX U OJAHKaX NMOYTOBBLIX INEPeBOI0B
NHUIIYTCS B OPSAJKe, yCTAHOBJICHHOM:
1) TlpaBuiaMu IeONPOU3BOACTBA B (heepaabHBIX OpraHaxX UCIIOJHUTEIbHON BIACTH
2) TlocranoBnenuem IlpaButenbcTBa Poccuiickoit deneparyu
3) PermameHToM opraHu3anuu
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4) WHCTpyKIHE 1o AeI0MPOU3BOACTBY OpraHU3aluu
5. Ilopsinok wmcmoab3oBanust wu3o0paxkenuss I'ocynapcrBenHoro repéa Poccuiickoi
@enepanum Ha OJIAHKAX JOKYMEHTOB YCTAHOBJIEH:
1) TMonoxenuem o 'ocymapcTBenHoM repoe Poccuiickoit denepanun
2) T'occrangaprom Poccuu
3) denepanbHBIM KOHCTUTYIIMOHHBIM 3aKOHOM
4) PerjgaMeHTOM OpraHH3aluH
6. le101pon3BOACTBO — 3TO:

1)
2)
3)
4)

TO %€, 4YTO U JOKYMEHTO0O0POT

TO e, YTO U JOKYMEHTAIIHOHHOE 00ecIieueHne yIpaBIeHUs
TO JK€, YTO U JOKYMEHTUPOBAHUE

JeSITeLHOCTD 10 (POPMUPOBAHHIO TOKYMEHTOB B JI€NIa

7. J1oKyMeHT0000pOT — 3TO:

1)
2)
3)
4)

BO3BpPATHOC IBMKCHUEC JOKYMCHTA B IPOLCCCC €TI0 ABUIKCHUS B OpraHru3allin

TO K€, YTO U JOKYMCHTOIIOTOK

ABVIKCHUC JOKYMCHTA B OpraHu3anu ¢ MOMCHTA €ro nNoAMmuCaHusa 10 OTHPAaBJICHUS
ABMIKCHUC JOKYMCHTOB B OpraHHU3allMkd C MOMCHTA HX CO3AaHHWA WA IIOJTYYCHHA 10
3aBCPUICHUA NCIIOJHCHUS WU OTIIPABJICHUA

8. lokymeHT — 3TO:

1)
2)
3)
4)

uH(popMalus, 3aKpeIuI€HHas B IPOCTPAHCTBE U BPEMEHHU Ha JIUCTE OyMaru

CBEJIEHUS 0 COOBITUSX, IPOLIECCax, ABJICHUSX, HE3aBUCUMO OT CII0c00a UX MpeICTaBICHHS
uHpopManus, 3apUKCHPOBaHHAs HA OyMa)KHOM HOCHUTEIE

3aUKCHpOBaHHAs Ha MaTepUaJbHOM HOcHUTelne MH(OpManmus ¢ PEKBU3UTAMH,
MO3BOJIAIOIIMMU €€ UJIEHTU(PUIIUPOBATH

9. B cucreMy OpraHu3auMOHHO-PACIIOPSAUTENIbHON JOKYMEHTALMU BXOIUT:

1)
2)
3)
4)

(¢buHaHCOBas TOKYMEHTALIUS

0aHKOBCKasi JOKYMEHTAIIHSI
CIIpaBOYHO-UH(OpMAIIMOHHAS JOKYMEHTAIUS
OTYETHO-CTATUCTUYECKAsL JIOKYMEHTALIH

10. Opranusanusi padéoTsl ¢ JOKYMEHTAMH BKJIIOYAET:

1)
2)
3)
4)

JOKYMEHTHPOBaHHE
OpraHU3aluio JOKyMEHTO000poTa
c6op uHpopmanun

OpraHu3aIuIo pabovero Mecra

11. O6bemM 1OKYMEHTO000pPOTA — ITO!

1)
2)

3)

4)

KOJIMYCCTBO BO3BPATHBIX HBI/I)KGHI/Iﬁ JOKYMCHTA 3a o

00BEM O/IHOTO JIe1a, YMHOXKEHHBIN Ha KOJMYECTBO eI, 3aBEAEHHBIX B OpraHU3alliu B
TE€YEHUE ToJa

KOJINYECTBO JOKYMEHTOB, IIOCTYNMBIIMX B OpraHU3alMI0 M CO3JAHHBIX €I B
onpeAenEHHbIN TEPUO

MPOM3BEICHNE TUIOIIAIM OJTHOTO JiMcTa JokyMeHTa ¢opmata A4 Ha oOlee KOJIUYECTBO
JIMCTOB NOKYMCHTOB, ITOCTYIMUBIINX B OpraHU3alllIo 3a roq

12. PekBH3HUT — 3TO:

1)
2)
3)
4)

TO K€, UTO U OJIaHK TOKyMEHTa

o0111ee KOJIMYECTBO CTPOK B IOKYMEHTE
00s3aTeNbHBIN 27IEMEHT JOKYMEHTa
CTETIEHb 3AIIUTHI JOKYMEHTA OT MOJIEIIKH

13. FOpuauyeckas Cujia JOKyMeHTa o0ecne4nBaeTcs:

1)
2)
3)
4)

HaMM4YueM Ha Oanke u3o0paxkeHus ['ocynapcrBenHoro repba Poccun
KOMIIETEHIIMEN U3IaBIIErO €ro OpraHa

HaMM4YueM rpuda yTBepKIeHus

HaJIN4YNEeM OTMCTKHN 06 HCITIOJITHCHUU }IOKYMGHTa
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14. HauMeHOBaHUe BHJAa JOKYMEHTAa, COCTABJEHHOI0 WJIM HW3JAaHHOI0 OpPraHu3amuei,
AO0JI5KHO OBITH ONpPe/IesIeHO:
1) MODKHOCTHOW HHCTPYKIIUCH
2) IlonoxxenueM 06 opraHu3amuu (yCTaBoM)
3) IIportokoiaom
4) HWHCTpyKIHEH 10 Je0NPOU3BOJCTBY
15. B cnpaBo4HbIe JaHHbIE 00 OPraHU3ALMH HEe BKJIIOYAETCHA:
1) moYTOBBII aapec
2) nomep tenedoHa
3) OaHKOBCKHi1 CUéT
4) HaMMEHOBAHUE BBIIIECTOSIICH OPraHU3aUuH
16. HenmpaBuibHoe opopMmiieHHe 1aThl «1eBsitoe Masi 2018 roga»:
1. 9 mas2018 roga

2. 2018.05.09.
3. 09 masa 2018 .
4. 09.05.2018

17. Ilopsinok opopmiieHHs JATHI B PEKBU3UTAX JOKYMEHTA OINpPeIessieTCs:
1) Tlocranosnenuem [IpaBurenscTBa Poccuiickoit denepannu
2) TOCTom
3) Pacnopsukenuem [pesugenta PO
4) WHCTpyKIHEH 10 JeI0MPOU3BOJCTBY
18. {o/2KHOCTD J1MIa, KOTOPOMY a/IpecOBaH JOKYMEHT, YKa3bIBAKT B:
1) WMEHHUTEIBLHOM MAJIeIKE
2) JaTeIbHOM MaIeKe
3) poaUTETHHOM MaaeKe
4) BUHHUTEIILHOM IAJICIKE
19. lokyMeHT MOKeT COAepKaATh:
1) omuH agpecar
2) 1Ba aapecara
3) He Oostee MATH aPeCcaToB
4) He OoJee 4eThIPEX alpecaToB
20. Dy1eMeHTHI MOYTOBOI0 ajpeca YKa3bIBAKOT B MOCJI€10BATEIHLHOCTH:
1) crpana
o0JacTh, KpaH, pecryonka
HAaCEJIEHHBIN ITyHKT
yJInLa, HOMep JIoMa, HoOMep KBapTUPbI
HauMEHOBAaHME ajjpecaTa
2) HaUMEHOBaHKE aJipecaTa
HACEJIEHHBIN IIYHKT
00JacTh, Kpai, peciyonnka
yJInua, HOMEp J0Ma, HOMEp KBapTHUPbI
CTpaHa
3) HanMeHOBaHUe ajjpecara
yJIua, HoMep JIoMa, HoMep KBapTUPBI,
HACEJIEHHBIN IIYHKT
obJacTh, Kpai, pecmyOauka
CTpaHa
21. IIpu odopmienuu rpuda yreepkaeHus CJI0BO YTBEPKIA0 UMeeT CAeAYOIUi BUA:
1) VrtBepxknaro
2) «YTBepKaaO»
3) YTBEPXJAIO
4) «YTBEPXJAIO»
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22,

23

24.

25

26

27

28

29.

30

31.

JaToii npukasa siBJisieTcsi:
1) nara ero moamUcCaHuUs
2) jata ero BCTYIUICHHS B CHITY
3) nmara ero pacchuUIKU
4) nara ero mojy4eHus: CTPyKTYPHBIM MOIpa3e/iCHHEM
Ao0OpeBuarypa pexBusuta OKY/l pacumm¢ppoBbiBaercs, Kak:
1) otpacneBoit kKoaudUKATOp YHUPHUIIMPOBAHHON TOKYMEHTAIIUN
2) obuepoccuiickuil Kitaccu(puKaTop YHH(PUIIMPOBAHHBIX JTJOKYMEHTOB
3) obmepoccuiickuii Ki1acCu(GUKATOP YIPaBICHYECKOW JOKYMEHTAIMH
4) otpacieBoii Koau(GUKATOp YIIPABICHUECKOW JOKYMCHTAI[UH

Eciim Ha [0KyMeHTe 3aroToBjieHa TMOANMCh HAYaJIbHMKA MOApPa3/iesieHusl,
NOANMMCHIBAET JOKYMEHT €ro 3aMecTUTeJIb, TO CJIe1yeT:
1) nmomedvaTarh MPEIUIOT «3a» Mepe JOHKHOCTHIO HaYalbHUKA
2) HamucaTth OT PYKH MPEUIOT «3a» Tepe]] N0DKHOCTBI0O HayalbHUKA
3) mOCTaBUTH KOCYIO UepPTY Tepe/l OHKHOCThIO HadyalbHUKA

4) ucnpaBUTh W YKa3aTh HACTOSIIYIO JOJDKHOCTh M (DaMHIIHMIO JIMIA, TOANUCHIBAIOLIETO

JAOKYMCHT

HpI/I O(l)OpMJ'IeHHI/I rpmba COrjIaCcoBaHus CJIOBO «COIJIaCOBaHO» UMeECT C.TIeIlleIllI/Ii/i BHU/:

1) COT'JIACOBAHO

2) CormacoBaHo

3) «COI'JTACOBAHO»

4) COI'JTACOBAHO:

IIpaBuabHoe opopmiieHne pacmuposku noanucu B peksusure «lloamucn»:
1) B.II. MBaHoB

2) B.MBanos

3) HBanos

4) Wsanos B.IL.

3aro/10BOK K TEeKCTY A0/:KeH ObITh COIJIACOBAH C:

1) HauMeHOBaHUEM BHUJA TOKYMEHTA

2) C HAMMEHOBAaHHMEM OPraHU3aIMH - aBTOPA JJOKYMEHTA

3) c¢ maroit JOKyMeHTa

4) ¢ HaMMEHOBAHUEM BBIIIECTOSIICH OpraHU3aIuu

OtMmeTka 00 HcOJITHHMTEIIE JOJKHA BKJIKYATH B celst:

1) ®amwunuro U HOMEp TeleOoHa UCTIOTHUTEIIS

2) DaMUIUIO U HHUAIHATIBI UCTIOTTHUTEIS

3) HWuunwmans! ¥ GaMUIHIO UCTIOTHUTEIS

4) Vaunmansl, HaMUIUIO U HOMep TelleOHa HCIIOTHUTEIS
I[Ipyn HanpaBjieHMM NHCbMA [TO0JUKHOCTHOMY JIMIYy €ro JO/KHOCTh M (hamMuiIus

PEKBH3HUTE «ATpecaT» YKa3bIBAKTCH:

1) B pOAMTEIILHOM MajeKe

2) B MMEHHUTEIILHOM MaIexKe

3) B IaTETBHOM Ma/IeKe

4) B TBOPUTEIHHOM MAIEKe

PexBu3MT «3aroJIOBOK K TEKCTY) He UCIOJIb3YeTCS:

1) B mpukazax

2) B IOCTAHOBJICHUSX

3) B CONPOBOJUTENBHBIX MUCHMaX

4) B pacropsHKEHHSIX

Kakas ne1oBasi Oymara HaunmHaeTcs ¢ MmectouMenus 1-ro amuna?

1) mnpuka3s

2) 3asBICHHE

3) OBEPEHHOCTH
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4) pesome

32.B xakom M3 Ha3BaHWH JONYILIECHA OIIHOKA B MCIOJIb30BAHUH MPONMHUCHON MJIM CTPOYHOM

33.

34.

3s.

OYKBBI.
1) OpoBckuii IOPUIUIESCKUN KOJUTCIHK
2) Opmaosckas mikoia N 16
3) Poccuiickas akajgeMusi TOCYAapCTBEHHOH ciyxObl mpu [lpesunente Poccuiickoit
denepanuu
4) TocynapcrBeHHas TpeThsiKOBCKas rajepest
Kaxkas u3 npuBeéHHbIX (paMuInil He CKJIOHSIETCS.
1) Illaxpaii
2) Illep6a
3) Txauyk
4) IllamOunaro
Bbi0epuTe NpaBUJIbLHBIN BAPHAHT 3aK/JIIYUTEIbHON GOPMYJIbl Be:KIUBOCTH B [1€JIOBOM
nucbMe.
1) C yBaxeHueM
2) Bcerna Bam
3) C yBaxxeHHEM,
4) C BBICOYAUIIAM ITOYTCHUEM,
OTMeTbTE, KaKOE CJI0BOCOYETAHNE COOTBETCTBYET A3bIKY JOKYMEHTA.
1) 3aBOOHUTH YrOJOBHOE JICNIO
2) BBICIATh HA PACCMOTPEHHUE
3) BBLIATH KPEAUT
4) BO3JIOKHUTH KOHTPOIIb
36. C kakuM c;10BOM Heqb3st ynorpeours yactuny HE:
1) HesiBKa
2) HeUMeHHe
3) HecoOoICHHE
4) Henpu3HaHHE
37. Kakoe U3 npuBeIEHHBIX CJI0B MOKHO YIIOTPeOJISTh B fI3bIKe JOKYMEHTA:
1) meHcHOHEpKa
2) naupeKTpuca
3) cekperapiia
4) cTyneHTKa
38. Otmerbre HeygauyHbli  BbIOOP (GOpPMBI  MHOKECTBEHHOI0  YHMCJIA

CyYmIECTBUTEC/IILHOIO:

1) pekropa
2) mpodeccopa
3) moroBopsI
4) mupekTopa.
39. OT™MeTbTE €J10BO, KOTOPOE HANMCAHO MPABUJIBHO:
1) Oe3MHUITHATHBHBIN
2) TpPEeIbIHCYIbTHBIH
3) B3BIMAThH
4) MEKBIHCTUTYTCKHMA
40. OT™MeTbTE CJIOBO, B KOTOPOM JA0MYIIEHA Omu0Ka:
1) OecmpelieICHTHBIN
2) KOH(MUIACHIMATLHOCTD
3) KOHBIOHKTYPIIUK
4) IOPHUCTKOHCYJBT
41. OT™MeTBbTE €J10BO, B KOTOPOM JONMYIIEHA OIIHNOKA:
1) anmemnsius
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2) nunep
3) Uepkeccus
4) Tammux
42. OT™MeTbTE, B KAKOM COKPAILCHUH JONYyIIeHA OIHOKA:
1) momn.
2) MIIpa.
3) 3arc
4) rr.
43. OTMeTbTE 2a00peBUATYPY MYKCKOI0 pojaa:
1) UK
2) TCXK
3) IOHECKO
4) CHI'
44. Bri0epuTe NpaBUIbHBII BapuaHT 0opMIIeHHSs AaThl B TEKCTe:
1) ¢ 2008 102010 rox
2) B2008/2009 romax
3) ¢2008 mo 2010 romsr
4) ¢ 2008 mo 2010 rox
45. OT™MeTbTE HENPABUJIBHO 00Pa30BaHHYI0 (DOPMY YHCIUTEIBHOIO:
1) ©Oosee IBYXCOT JABAAIATH YYACTHUKOB
2) C IBYMSICTaMH JBaAThIO yYaCTHUKAMU
3) 0 AByXCTax IBajIAaTH Y4aCTHHKAX
4) K JIByCTaM JIBa/LATH YYACTHHKAM
46. Kakasi u3 $3bIKOBBIX (OpPMYJ He COOTBETCTBYET CTPOro O(HIHATBLHOI
nepenucke:
1) CraBum Bac B U3BECTHOCTB, UTO...
2) Yo6eautenbHO npocuM Bac pemnth Bompoc...
3) Ecnu Bam He TpyaHO, COOOIIUTE, MTOKATYHCTA, ...
4) Tlpurnamiaem Bac npuHsTh ydacTue...
47. Kakue u3 KJ/IOYeBbIX CJIOB CONPOBOAMTE]LHOI0 NHCbMA aJpecoBaHbl B
CTOPOHHIOK0 OPraHM3ALUIO:
1) Tlpencrasisem Bawm...
2) Hampasisem Bawm...
3) Iockutaem Bawm...
4) Beicbitaem Bam...
48. OT™MeTbTE, KaKO€e CJI0BOCOYETAHME MOKHO MCI0JIB30BaTh B fI3bIKE JOKYMEHTA:
1) 3azneiicTBOBaTh COTPYAHUKA
2) O03BYYHUTH TOUKY 3PCHHS
3) mpommcarh B JOKyMEHTE
4) BBITIOJHUTH TIOPYUCHHUE
49. B xakoM psigy BCe CJI0Ba COYETAITCH € IJ1aroJiaMu NpaBHIIbHO:
1) moBbICHTH (TpeOOBaHMS, YCIIEBAEMOCTh, TOKA3ATEIIN )
2) oka3ath (MOIEPXKKY, BHUMAHUE, BPE)
3) ynemieBUTH (MPOIYKTHI, CEOECTOMMOCTE, TOBAPHI)
4) npuHUMAaTh (K HCIIOJTHEHHIO, K CBEJICHUIO, MEPHI)
50. OTmeTbTE, B KAKOM CJ10BOCOYETAHMHU CONEPKUTCH FPAMMATHYECKAas OIIHOKA:
1) 3ammatuTh 3a Mpoe3s
2) OIUTaTHTh 10 CYETY
3) 3amIaTHTH OITH
4) yIIaTHTh 32 MOKYIKY
51. OTmMeTbTe JICOHA3M, KOTOPBIH MOKHO YNOTPeOJISITh B 1€10BOM pe4un:
1) KOHCEHCYC MHEHHIA
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2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)

2)
3)

aJIMUHUCTPAaTUBHOE YIIPaBJICHUE
TOP>KECTBEHHAs! IEPEMOHHUS

MaMATHBINA CYBEHUDP

52.0T1mMeTbTE, KaKOI U3 MPOU3BOJIHBIX MPEAJIOr0OB CileAyeT 3aMeHUTh:

B cooTtBeTcTBUM € JOTOBOPEHHOCTHIO. . .

Ha ocHoBaHuHM BBIIIECKA3aHHOTO. . .

BcnenctBue npencTosimux BEIOOPOB. ..

brnaronaps ykazaHHBIM 0OCTOSITEIBCTBAM. . .

53. B kakoM cj10Be J0oNyHIeHA OIM0KA B HANIMCAHUM OKOHYAHUS:

ITo oxoHUaHUM CpOKa...

[1o npenbsABIEHUH TOKYMEHTA. . .

ITo mpunére B a3ponopr. ..

ITo mpue3ny B Mockay...

94. OT™MeThTE, KAaKOe CJI0BOCOYETAHNE HE YNOTPeOIseTCH B 1eJIOBOM peun:
WCIIOJIHUTEJIbCKAs BJIACTh

MPEJACTABUTEIBCKUE PACXO/IBI

KapJAMHAaJIbHBIN BOIIPOC

KYTHIHBIA HOH/T

55. IloHsAiTHE «3JIEKTPOHHBINA JOKYMEHT) OIpeesIeHO:

®enepanibHbIM 3aK0HOM «O0 nHpopMauu, THPOPMAITMOHHBIX TEXHOJIOTUSAX U O 3alllUTe
nHpopMaIum»

denepanbHbIM 3aKOHOM «O0 ANMEKTPOHHOM IU(PPOBOI TIOATUCH))

®denepanbHbIM 3aKOHOM «O0 AJIEKTPOHHOM JOKYMEHTE)

56. IlepeyeHb 00513aTeJIbHBIX CBeIEHUN O JOKYMEHTAX, UCIOJIb3yeMbIX B CHCTeMaX

3JIeKTPOHHOI0 JAOKYMeHT0000poTa ¢eiepajibHbIX OPraHOB HCIOJHUTEIbHOI BJIACTH,
onpeaesiéH:

1)
2)
3)

4)

TunoBo# MHCTPYKLMEH IO AETOMPOU3BOACTBY B (peliepabHbIX OpraHax UCIOIHUTEIbHON
BJIACTH

OenepaibHbIM  3aKOHOM «O  TOKYMEHTAallMOHHOM OOECHEYEeHUU YTpaBICHUECKOM
eI TCILHOCTH

[Tocranonenuem IlpaBurtensctBa Poccuiickoit @enepaunn «O06 yrBepxaenuu IlpaBun
JIeTIOTIPOU3BOJICTBA B (PeiepaibHBIX OpraHax UCIOJHUTEIBLHON BIACTH
ITocranoBnenueM IlpaBurenscrBa Poccuiickonn @enepaunu «llomoxeHne o cucreme
MEXBEJIOMCTBEHHOT'O JIEKTPOHHOTO JIOKYMEHTOO00POTa»

57. Opranu3aTopoM MeKBeJIOMCTBEHHOI0 3JEKTPOHHOIO [OKYMEHT0000poTa

ABJIHCTCH:

1)
2)
3)
4)

1)
2)
3)
4)
5)
6)
7)

1)
2)

®denepanbHas ciyx6a oxpanbl Poccuiickoit denepannn

Anmvunuctpanus [Ipesunenta Poccuiickoit deneparun

Arnmnapar [IpasutensctBa Poccuiickoit @enepanuu.

I'maBHOE ynpaBneHue cnenuanbHbix porpamm Ipesuaenta Poccniickoin @enepannn
58.CepTuduxar KI04YA JEKTPOHHOH IM(POBOIl MOANUCH He BKIIOYAET:
perucTpalioHHbI HoMep cepTuduKaTa Kiitoua IOoIUCH,

CPOK JIeHCTBHS cepTU(UKaTa KJItoya MOMUCH

CBEJICHMSI O BiaJieNblla cepTHU(UKaTa KiIroda MOANUCH

OTKPBITBIN KIIFOY JIEKTPOHHON IIU(PPOBOI MOANHUCH;

3aKPBITBIN KIIHOY 3JIEKTPOHHOU HU(POBON MOATUCH

CBEJIEHUS 00 yI0CTOBEPSIOLIEM LIEHTPE, BBIIABIIEM CEPTU(UKAT KIItoYa MOAIUCH;
CBeZIeHHs 00 yCIIOBHS MPU3HAHUS IOPUINYECKOTO 3HAYEHUS 3JIEKTPOHHOIO JOKYMEHTa C
AIIEKTPOHHOH 1M (PPOBOI MOANUCHIO

59. Merananubie — 3T0:

00s13aTeNIbHBI KOMIIOHEHT PErUCTPAlMOHHOM KapThl TOKyMEHTa

OJIHA U3 COCTABJISIOLIUX AEKTPOHHON UG POBOI MOIICH
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3) wuaeHTuduKkaTop HHGOPMAIMOHHOTO  pecypca, IMO3BOJISIONMA  YIOPABIATH UM,
OCYHICCTBJIATH MONUCK U XPAaHCHUC
4) naHHbBIC, ONPEICISIONINE FOPUINUECKYIO CHUITY SJIEKTPOHHOTO JOKYMEHTa

5. MeToauyeckne MaTepHaJibl 10 OCBOCHUIO AU CLHUIITTUHBI

IIpouiecc ocBOEHMS AUCLUUIUIMHBI CKJIAIbIBAETCSI W3 JIEKLIMOHHBIX M IPAKTHYECKUX
3aHATHM, a TaKKe caMOCTOATENbHON paboTel oOydarommxcsa. K dopmam camocrosTenbHON
pabOTBl OTHOCATCA TOArOTOBKA K IPAKTUYECKUM 3aHATHSAM, IIOBTOPEHHUE JIEKIIMOHHOTO
MarepHaa, oAroToBka K yCTHOMY OIpOCY, [IOBTOPEHHE MaTeprasla Jjisl BBIIIOJHEHHs TECTOBBIX
3aJJaHH ¥ BBIIIOJTHEHUE KOHTPOJIBHOM paboThI.

Hapsny c mnpocinymmuBaHueM JIEKUMH M ydacTHeM B OOCYXAEHUM IpoOieM Ha
IIPAKTUYECKUX 3aHITUAX, YUYEOHBIN IUIaH MpeycMaTpUBaeT 3HAUUTEIbHOE KOJUYECTBO BPEMEHHU
JUIs  CaMOCTOATEJIbHOM paboThl. Ora paboTa CKIAABIBACTCA W3 H3YyYEHHs CIeUaIbHOU
JUTEPATyphl, B TOM YHUCJIE B CBSI3U C NOJATOTOBKOM K IMPAKTUYECKUM 3aHSATHSAM, BBIITOJIHEHUS
Jpyrux 3aJaHuil IpernojaBaTess, Pa3MEIICHHBIX B CHCTEME 3JIEKTPOHHOTO OOy4deHMs BY3a,
BBITNIOJIHEHUS] KOHTPOJIbHOU paboThl.

IIpu wu3yyeHuu Kypca, oOydaromuecss AODKHbI YMETh II0Jb30BaTbCcsi M Hay4HOI
JUTEPATYPOU IJIi CAMOCTOSITEIIbBHOW MOATOTOBKU K 3aHATHAM. OOydaromiuecs: TakKe AOJKHBI
HAY4YMUTBhCS, HCIONb3Yys pa3lMyHble Hay4yHble MCTOYHUKU, TIPaMOTHO chopMupoBaTh U
MOJArOTOBUTh CBOE HAYYHO OOOCHOBAHHOE U JIOTMUECKHM HENPOTUBOPEYMBOE BBICTYILIEHUE Ha
IPAaKTUYECKOM  3aHATHUH, AHAIM3UPOBATH KOHKpPETHbIE (akThl OOIIECTBEHHOW IKHU3HH,
OCYIIECTBJISATh MPOTHO3 OTHOCUTEIBHO BO3MOXKHOI'O HANpaBICHMSI aHaIM3a SKOHOMHUYECKHUX
npoieccoB, GopMyIMpOBaTh 1 00OCHOBBIBaTh CBOE MHEHME. be3 scHOro moHMMaHHsI OCHOBHBIX
HOHATHI 00pa3oBaTeIbHBIN Mpomecc ycnoxusercs. Jist moBeimenns 3 (HeKTHBHOCTH 00yUSHHS
HE00XO0/IMMO HCHOJIb30BaTh CYIIECTBYIOIIUE TEPMHHOJIIOTHYECKUE CIPABOYHUKU MU TOJIKOBBIE
CJIOBapH.

Bomnpocs! 11 caMOCTOATENbHON MOATOTOBKU K 3aHATHAM JIEKIIMOHHOTO, IPAKTUYECKOTO
TUIIOB, PEKOMEHJAIMM 110 HANMCAHHUIO NUCBMEHHBIX pPa0OT pa3MEIleHbl B 3JIEKTPOHHOU
oOpa3oBatensHOM cpeze http://edu.alt.ranepa.ru.

6. YueOHasi 1uTepaTypa u pecypchbl HH(pOPMALHOHHO-TEJIEKOMMYHHKALIMOHHOM CeTH

HNurepHer
6.1. OcHoBHasi IuTEpaTypa
1. Aoynamze, 1. I.  JlokymMeHTallMOHHOE OOecrieueHue YIpaBIeHUs MEPCOHATIOM :
yueOHUK U npakTukyMm ains By30B / 1. I'. AGynanze, U. b. Bemmpsixkuna, B. M. MacnoBa. — 3-¢
u3l., nepepab. u gon. — Mocksa : UznarensctBo FOpaiit, 2023. — 374 c. — (Bricuiee

oOpazoBanue). — ISBN 978-5-534-16669-9. — Tekct : anexkTpoHHBbIN // OOpa3zoBarenbHas
wiatdopma IOpaiit [caiir]. — URL: https://urait.ru/bcode/531461

2. Joponuna, JI. A. Opranu3zaius U TEXHOJIOTUs JOKYMEHTAIIMOHHOTO 00ecreyeHus
yIpaBJIeHUs : y4eOHUK U pakTHKyM Jutst By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-e m31.,
nepepad. u gon. — Mocksa : U3natensctBo FOpaiit, 2023. — 270 ¢. — (Briciiee oOpa3oBanue).
— ISBN 978-5-534-16016-1. — TexcrT : anexkTpoHHBIH // O0pazoBaTenbHas miaTgopma FOpaiit
[caiit]. — URL.: https://urait.ru/bcode/530251

3. Kysnenos, . H. JlokyMeHTanmOHHOE OOECTICUeHHE YNPaBICHUS TEPCOHATIOM :
yueOHUK U mpakTukyMm it By30B / U. H. Ky3nernoB. — 3-e u3., mepepad. u gomn. — MockBa :
WznatenberBo FOpaiit, 2023. — 397 ¢. — (Briciee oOpa3osanue). — ISBN 978-5-534-16692-7.

— Teker : osnextpoHHbii // OOpasoBarenpHas matgopma IOpaiitr [caiit]. — URL:
https://urait.ru/bcode/531538
4. [TaBnoBa, P. C. JlokymMeHTanMOHHOE oOOecredeHue yIrpaBieHHUs : y4eOHUK JUIs

By30B / P. C. [TaBmoBa. — Cankr-IlerepOypr : JIanp, 2021. — 416 ¢. — ISBN 978-5-8114-6960-
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4, — Tekcr: onekTpoHHBIN / Jlank : 31mekTpoHHO-OMOIMoTeuHas cuctema. — URL:
https://e.lanbook.com/book/173088

6.2. JlomosHHUTeJbLHAs JUTEPATypa

1. Ky3nenos, WM. H. JIOKyMEHTaIllMOHHOE ~ O0ECTieUeHUEe  yIPaBJICHHS.
JIoKyMeHTOOOO0pOT U JEIONPOU3BOCTBO : YUeOHUK U TpakTUKyM s By30B / M. H. Ky3nenon. —
4-¢ uzn., nepepad. u gorn. — Mocksa : M3marensctBo FOpaiit, 2023. — 545 ¢. — (Bsicmiee

obpazoBanue). — ISBN 978-5-534-16003-1. — Texkcr : anektponnslid // OOpa3zoBarenbHas
iatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/523612

2. [llyBanosa, H. H. Opranu3zanus u TeXHOJIOTHS JOKYMEHTAIIMOHHOTO 00eCIIeUeHUs
yIpaBiieHus : y4eOHUK U npaktukyMm uist By3oB / H. H. IllyBanoBa. — 3-e u3n., mepepa0. u J101.
— Mockaa : U3parensctBo FOpaiit, 2023. — 247 ¢. — (Briciiee o6pa3oBanue). — ISBN 978-5-
534-16537-1. — Tekct : anexkTpoHHbIi // O6pa3oBarensHas wardgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/531239

6.3. Y4eOHO-MeTOoAMUYECKOE 0O0ecTIeYeHHe CAaMOCTOATEIbHOM padoThl

1. BemkypoBa, A. b. JlokyMeHTallMOHHOE OOCCIICUCHUE YIPaBICHUSI: Y4eOHOE
nocobue Jyist CTyJIeHTOB cpeiHero npodeccuonansHoro oopazosanus : [12+] / A. b. Bemkyposa.
— Mocksa ; bepnun : {upexkr-Menaua, 2020. — 170 c. : uin., Tabn. — Pexum nocryna: 1no noimmucke.
— URL: https://biblioclub.ru/index.php?page=book&id=570999

2. ApacnanoBa, B. A. JlokyMeHTallMOHHOE OOECIEYCHHE YIPaBICHUS: y4eOHO-
MpaKTUYECKOoe Iocodre B cxemax, Tabimiax, oopasuax : [12+] / B. A. Apacnanosa. — 2-¢ u3j,.,
nor. u nepepad. — MockBa ; bepmun : [lupekr-Menua, 2020. — 266 c. : wi., Tabi. — Pexum
nocryma: o nmoanucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394

3. JlanikoBa, A. I'. JlokxymeHTanMoHHOE OOECIeYeHUE YIPABICHUS TIEPCOHATIOM :
yuebHoe mocobue : [16+] / A.T.JlankoBa, B. A. LlpirankoB ; OMcKkuil rocymapcTBEHHBIN
TeXHUYECKUH yHHBepcuTeT. — OMck : OMCKUI ToCyJapCTBEHHbBIN TEXHUYECKUI YHUBEPCUTET
(OMI'TY), 2020. — 154 c. : wum, Tabm., cxem. — Pexum pgocTyma: 1o TOINUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=683240

6.4. HopmaTuBHbIE IPABOBbIE IOKYMEHTbI
CrpaBo4HO-MH(POPMALMOHHBIE CHCTEMBI:
— http://pravo.ru/ TTpaso
— http://www.kodeks.ru/ Konekc
— http://www.consultant.ru/ Koucynsrant [Tiroc
[Nepuoauueckue U3aaHUsA
— http://www.top-personal.ru — XKypran «YpasieH#e mepcoHAIOM»

6.5. UnTepHeT-pecypchbl
— http://alt.ranepa.ru/ odpurmansHelii caiiT Anraiickoro ¢unrana PAHXul'C
—  http://www.iprbookshop.ru/ DnextponHo-6ubnnoTeuHas ciucrema [IPRbooks

7. Matepna/ibHO-TeXHHYecKasi 0a3a, HH(OPMAIMOHHbIE TEXHOJIOTHHM, MPOrpaMMHOe
olecrieyeHue U MH(OPMAIHOHHBIE CTIPABOYHbIE CHCTEMBbI

Jns  oOecrieyeHnst y4eOHOTO mpomecca IO JUCHUINIMHE — «J{OKyMEHTalMoHHOE
o0ecrieyeHre yrpaBJIeHUs U AIEKTPOHHBIA JOKYMEHTOO00POT» (puinal pacroyaraeT yueOHbIMU
AyJUTOPUSMU JUTSI TPOBEICHUS 3aHITHH JIEKITMOHHOTO THITA, TPAKTHYECKUX 3aHSITHH, TPYIIIIOBBIX
Y UHAWBUYAIbHBIX KOHCYJBTAIU, TEKYIIEr0 KOHTPOJIS U IPOMEXYTOYHOM aTTeCTaIlH, a TAKKe
MOMEMICHUSIMH  JUISI  CaMOCTOATENBbHON paboThl W TOMEUICHHWSMH ISl  XPaHECHUS W
npopHIAKTHIECKOTO 00CTYKUBaHUS y4eOHOro 000py10BaHMUS.
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https://biblioclub.ru/index.php?page=book&id=570999
https://biblioclub.ru/index.php?page=book&id=578394
https://biblioclub.ru/index.php?page=book&id=683240
http://pravo.ru/
http://www.kodeks.ru/
http://www.consultant.ru/
http://www.top-personal.ru/
http://alt.ranepa.ru/
http://www.iprbookshop.ru/

JIeKIIMOHHBIE ayIUTOPHH OCHAIICHBI BHICONPOCKIMOHHBIM O0OpYIOBaHHEM  JUIS
IMPOBCACHU A Hpe3eHTaL[PII>'I, a TaKXC CpCACTBAMU 3BYKOBOCIIPOU3BCACHUS; TMOMCIICHUA IJId
NPAKTUYECKUX 3aHATHH YKOMIUICKTOBaHbI ydeOHOM MmeOenplo; OubianoTeKa pachoiaraer
pa60‘-II/IMI/I MECTaMH C JOCTYIIOM K 3JICKTPOHHBIM OMOIMOTEYHBIM CUCTEMAM U CETH HHTCPHCT. Bce
ydeOHbIE ayJUTOPUM OCHALICHBl KOMIIBIOTCPHBIM OOOpPYAOBaHHUEM W  JIMICH3UOHHBIM
nporpamMmubiM obecrieuenrem: MS Windows, MS Office, CO1 «/leno».
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