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1. ITepeueHb MJIAHUPYEMBIX Pe3y/IbTaTOB 00y4YeHHs 10 JUCIUIIHHE, COOTHECEHHBIX C
I/IaHMPYyeMbIMH pe3y/IbTaTaMH 0CBOEHHUS] POrpaMMbI

1.1 HOucuunmmaa K.M.02.11B.06.02 31eKTpoHHbBINA [JOKYMEHTOOOOpOT B KaJpoBoi paboTe
rOCyJapCTBEHHOTO opraHa obecrieurBaeT OB/IaJleHHUE CJIeJyHOIUMH KOMITeTEHLIUSAMHU C yUeTOM

JTana:

Kog, HavmeHoBaHME Kop HavimeHoBaHue JTana

KOMIIETeHLIMHA [KOMIIeTeHLIUH JTana OCBOEHUS|0CBOEHUST KOMITeTEeHLIUU

KOMIIETEHIUN

OTIK-13 TOTOBHOCTH K pa3pabotke u|TTK-13.1 3HaHMe OCHOB pa3paboTKU U
BHE/IPEHUIO KaJJpOBOH U BHe/IpeHHs Ka[pOBOU U
yIpaB/ieHue CKOM yTIpaB/ieHUeCKOH JOKYMeHTaL1H,
TOKyMeHTaIWH, OTNITUMU3AL[UH JOKyMeHTO0bopoTa
ONITUMHU3AL[AN 1 CXeM B3aUMOZENCTBUS MEXIY
TOKyMeHTO000pOTa 1 CXeM roJpasze/ieHrnsIMH; HOPMaTHUBHBIX
B3aUMO/IEHICTBUS MEXKAY MMPABOBbLIX aKTOB U METOJMUECKUX
MoZpasieeHUusIMH, TOKYMEHTOB, PerJlaMeHTUPYIOLIUX
Be/IeHUI0 KaJpOBOTO BOTIPOCHI CO3JaHKST JOKYMEHTOB U
eJIOTIPOM3BOJICTBA U paboThl ¢ HUMH, TpeOOBAHUS K
OpraHU3allii apXUBHOTO COCTaBJIEHHIO ¥ O(POPM/IEHUTIO
XpaHeHUs! KaJJPOBBIX OpraHU3aLMOHHO-
TOKyMEHTOB B pacropsiiuTeTbHOM
COOTBETCTBHUH C TOKyMeHTaIu1, 0COOEHHOCTH
e CTBYIOIIMU sI3bIKa CTY>KeOHOTO JJOKyMeHTa
HOPMaTUBHO-TIPaBOBBIMU
aKTaMu

I1K-8 criocoOHOCTh rpuMeHsTs  [[TK-8.1 3HaHUe BU/IOB 151 hopm
VH(bOpMaLMOHHO- VH(bOpMalMOHHO-
KOMMYHHUKALIMOHHBIE KOMMYHHUKALIMOHHBIX TEXHOJIOTHI
TeXHOJIOTUH B
rpodeccruoHaIbHOM
nesiTeNIbHOCTY C BUZIEHUEM
1X B3aMOCBsI3el 1
MepCreKTHB UCTOJTh30BaHUS

1.2. B pe3ysibTaTe 0CBOEHHS! IUCLMTUIMHBI Y CTYIEHTOB JOJDKHBI ObITh CHOPMHUPOBAHBI:

0(opMJISITh

TpeOOBaHUSIMU

Poccuiickon
denepalv U
TOKa/TbHbIMU

[TOKYMeHTaL[1I0 B
COOTBETCTBUM C

3dKOHO4aTe/IbCTBa

OTO/TD Kon yTana PesynbTarel 00yueHust
(mpu HaNUUMKM OCBOEHUS
ripodcranzapra)/ KOMIIeTeHI[UH
TPYZOBbIE WU
ripogeCCHOHAMbHBI
e JIeNCTBUs
pa3pabaTbIBaTh U AOIIK-13.1 Ha ypOBHe 3HAaHWW: 3HaTb TeOpeTHYeCcKHe M IIPaBOBbIE

OCHOBBI  ZIOKyMEHTALIMOHHOTO  00ecrieueHUs  yrIpaB/ieHHUS,
coJiep>KaHre HOPMATHBHBIX MPABOBBIX aKTOB M MeTOJUUeCKUX
JOKYMEHTOB,  perJlaMeHTHUPYIOL[UX  BOMPOCHI  CO3/aHUs
JOKYMEHTOB M paboThbl ¢ HUMH, TPeOOBAHMSI K COCTABIEHUIO U
odopmeHUI0 OpraHU3aLMOHHO-PACTIOPSJUTETEHOU
JOKYMEHTallii, 0COOeHHOCTH $13bIKa CTy>KeOHOTO JOKYMeHTa,
opraHuszarusi paboThl C JIOKyMEHTaMH W WX apXUBHOIO
XpaHeHust

HOPMaTUBHBIMUH

Ha YpDOBHE YMEHUW: B COOTBETCTBUM C YCTAHOBJIEHHBIMU

TpeOOBaHUSMHM  COCTAaBJSATE M OGOPM/ISATH pa3Hble  BUJIBI




aKTaMU TOKYMEHTOB  CHUCTEMbl  OpraHU3allMOHHO-PacIopsAUTeNbHOM
TOKyMeHTalliy, OCYLIeCTB/IATh [paBKy U peJaKTHpOBaHUe
Cy)keOHOrO ~ [IOKyMeHTa, BeCTH [IelIOBYIO  TIePeIMCKy,
1eonpon3BOICTBO B OpraHax M OpraHM3alusiX; OpraHu30BaTh
TOKyMEHTOTIOTOKHA B CHCTeMe [OKyMeHTO00OpOTa, MapIIpyThl
NBIDKEHMs] IOKYMEHTOB B OpraHu3aliuM, IOJrOTOBKY Jel K
nepejiaye B apXuB

Ha YPOBHE HAaBLIKOB: BJafleTb COBPEMEHHBIMU TEXHOJIOTHSIMU]
TOKyMEeHTallMOHHOTO ~ obecrieueHusi  yIpaB/ieHUs,  SI3BIKOM
o(r1abHO-[e/I0BOT0 CTW/ISL peud, MeTOJUKON COCTaB/eHMs,
obopMIeHUsT Y DPeJAaKTHPOBaHUS C/Iy)KeOHOro JOKyMeHTa,
OpraHu3aLyy paboThl C HUMU

(hbopmMupoBaTh IK-8.1 Ha ypOBHE 3HaHWi: 3HaTh TMpaBWia  MCIIO/Ib30BaHUs
rpocdeccroHaTbHBIE 1H(HOPMAIIMOHHO-KOMMYHHUKAI[MOHHBIX TeXHOJIOTH# B
meiicTBYSI, CBSI3aHHBIE C rpocdeccoHaTBLHON JlesiTeIbHOCTH rOCy/lapCTBEeHHOTO
MCTI0/Ib30BaHKEM (MyHULMIIaTBHOT0) /Iy Kallero

MH(OPMaMOHHO-

KOMMYHUKaLIMOHHbIX

TeXHOJIOTUI [ij1s1 Ha YpOBHe YMEHM: aHa/luM3UpOBaTh pe3y/bTaTbl IPUMeHeHUs
pelLeHus CTaHAaPTHBIX MH(OPMaLMOHHO-KOMMYHUKALMOHHBIX TeXHOJIOTHH;
3aa4 MCII0/Ib30BaTh WH(POPMaLMOHHO-KOMMYHHUKALIMOHHbBIE
rpodeccruoHaTLHOM TeXHOJIOTHH B rpodeccrHoHaTbHON JlesiTeNTlbHOCTU
esTeNIbHOCTH rOCYJ,apCTBEHHOI0 (MyHHLIUIIA/IIBHOIO) C/TysKall|ero.

Ha YpOBHe HaBBIKOB: COOMpaTh WH(MOPMAIUIO C TTOMOILbIO
MH(OPMaIMOHHO-KOMMYHHUKALIMOHHBIX TEXHOJIOTUM; TIPUMEHSTH,
HGHOPMAITMOHHO-KOMMYHUKAI[MOHHBIE TeXHOJIOTUN B
rpocde cCOHATBHON ZIesITeTbHOCTH rOCy/lapCTBEHHOTO
(MYHULIUIIA/TEHOTO) C/Ty KaIllero

2. O6'peM 1 MeCTO AUCHUIUIAHBI B cTpyKTYype OII BO

O0BeM AUCIUILITHHBI

O6mast Tpygoemkocts K.M.02./1B.06.02 DyieKTpOHHBIN [JOKYMEHTOOOOPOT B KaZlpOBOM
paboTe TOCyZApCTBEHHOTO OpraHa COCTaB/seT 2 3auéTHble eJUHMILIbI, 72 dYaca. KomndecTBo
aKa/leMHUUeCKUX YacOB, BbIJIe/IEHHBIX HA KOHTAKTHYIO PabOTy C MperojaBaTesieM, COCTaBasieT 36
YyacoB: JIeKI[UM — 18 uyacoB, mpakTHueckwe 3aHATHS — 18 wacoB. CamocTosiTenibHass paboTa
cocrasssieT 36 yacos.

Mecro aucuuniMHel B cTpykrype OII BO

IMucuurmimaa K.ML02./1B.06.02 DieKTpOHHBIM JOKYMEHTOOOOpOT B KaZipoBOi paboTe
roCyZ,apCTBEHHOI0 OpraHa rnpeJyCMOTpeHa Ha 3 Kypce, B 5 cemecTpe.

IMucuurmimaa K.ML02./1B.06.02 DneKTpoHHBIN [JOKYMEHTOOOOPOT B KaZipoBOi paboTe
rOCyZIJapCTBEHHOTO OpraHa OTHOCUTCS K [AWCLUIUIMHAM 10 BbIOOpy Osioka «KomriekcHbie
OJIOKI».

B copepxaTenbHOM Ti/laHe AMCLMIUIMHA siBasieTcsi ocHoBo nisi b1.B.21 TIpaBoBoe
obecrieueHre roCyapCTBEHHOW U MYHHLIUIIALHOM CTy>»KObI (7 cemecTp).
dopmMa POMeXXyTOUHOM aTTeCTallii B COOTBETCTBUM C yueOHBIM TJIaHOM — 3aueT.

3. CojepxaHue U CTPYKTypa AMCLUIIINHBI
Ounas ¢opma o0yueHus



O0BeM AMCIMIIIMEBI , Yac dopma
KoHTakTHas pabora TeKyI|ero
00yuaroLIMXCA C MpenojaBarejiemM KOHTPOJIA
Ne HaumeHoBaHMe TeM o BUjaM y‘leﬁHLIX 3aHATHH yciieBaeMocCT
N (pa3pesoB) Bcero CP H
b | P | M3 | KCP fpoMENTyTOt
HOH
aTrrTecTanuu
1. | BBefeHue B HayUHYIO JUCLIUTIIUHY
«BJIEKTpOI:IJHbH/I JIOKyMeHTO000pOT 8 9 9 4 o, 11
B KaJJpOBOM pabore
rOCY[apPCTBEeHHOI0 OpraHa»
2. | DAeKTPOHHBIN JOKYMEHTOOOOPOT U
3¢ deKTUBHOCTb CUCTEMBI 8 2 2 4 Oo,T
rOCy[,apCTBEHHOIO YIIpaB/IeHUs!
3. | JJoOKyMeHT KaK 3/1eMeHT 8 5 5 4 OoT
yIIpaB/IeHUe CKOU [1esITe/IbHOCTU
4. | JokymeHTallMOHHOe 00ecrieueHe 8 5 5 4 OoT
yIIpaBJIEHUsL: 1e/IONIPOU3BOLCTBO
5. | TokyMeHTO0O0pOT KaK COCTaBHast O, T
YacTb JOKYMEHTAllMOHHOT'O 8 2 2 4
obecrieueHus yrpaB/ieHUst
6. | TokyMeHTOO00pOT C O,T
HCII0/Ib30BaHNEeM TeXHUYeCKUX 8 2 2 4
cpefiCcTBa
7. | DneKTpoHHbIN JOKyMeHT. J10: o,T
KJItOUeBbIe TTOHSATUSI, OCHOBHLIE 8 2 2 4
KOHLIeNLIUU
8. | 3auura nH(popMaLMK B cUCTEMaxX 16 4 4 8 o, T
3JIEKTPOHHOTO JIOKYMeHTO000poTa
ITpomexxyTouHasi aTTecTalyst 3ayer
Bcero 72 18 18 36
OuHo-3a0uHas ¢ponoma oGyuenus
O0BeM AMCHMIIIMHEEI , Yac dopma
KonTakTHas pabora TeKyIero
oﬁyqalomuxc;l C rmpenojaBarTejeM KOHTPOJIA
Ne HaumeHoBaHHe TeM Mo BUJaM y‘IEGHBIX 3aHATHH ycneBaeMocCT
B (pa3paesnoB) Bcero CP u
n np | M3 | KCP fpoMerEyTos
HOHU
aTrTecTanyu
1. | BBegeHue B HayYHYIO JUCLIUTIIUHY
«SJIEKTpOI:IJHLH/I JIOKyMeHTO000pOT 8 9 9 4 o, 1
B KaZIpOBOI pabore
rOCY[apCTBeHHOI0 OpraHa»
2. | DNeKTPOHHBIN JOKYMEHTOOOOPOT 1
3¢ PeKTUBHOCTL CUCTEMBI 8 2 2 4 Oo,T
rOCY[apPCTBEHHOI0 yIpaBJ/eHus!
3. | JJoKyMeHT Kak SMEMEHT 8 5 5 4 OoT
YIIpABJIEHYECKOU [1esITe/TIbHOCTH
4. | TokyMeHTalMOHHOe 0becrieueHe 8 9 9 4 O, T
yIIpaBJIeHHUsI: [1e/IONIPOU3BOLCTBO
5. | [JokyMeHTO0OOpOT KaK COCTaBHast O,T
4acTh JOKYMEHTALMOHHOI'0 8 2 2 4
obecrieueHust YIipaB/aeHHsI
6. | TokyMeHTO0OOpOT C 8 2 2 4 o, T




O0BeM AMCIMIIIMEBI , Yac dopma
KoHTakTHas pabora TeKyI|ero
Ne Haumenosanue rem 00yuaroLIMXCA C MpenojaBarejiemM KOHTPOJIA
(pa3paesnoB) Bcero o CP
o BUjaM y‘IEGHLIX 3dHATHHU yciieBaeMocCT
J JIP I13 KCP u
HCII0/Ib30BaHUEM TeXHUUECKUX
cpeJfiCcTBa
7. | DneKTpoHHBIM JOKyMeHT. J10: OoT
K/TtHOUeBbIe TTIOHATUSA, OCHOBHbIE 8 2 2 4
KOHLIENLIUU
8. | 3amumra nHboOpMaLUK B CCTeMax 16 4 4 8 O, T
3JIEKTPOHHOT'O JIOKYMeHTO000poTa
HpOME)Ky'TOqHaH dTTecTalus 3a4eT
Bcero 72 18 18 36
3aounasn ¢popma oGyuenust
O0BeM AMCIMIIIMHEBI , Yac dopma
KonrakTHas pabdora TeKyIllero
00yuaroLIMXCsA C MpenojaBarejiemM KOHTPOJIA
Ne HaumeHnoBaHue TeMm 110 BH/JaM Y4eOHbIX 3aHATHI ycrneBaemMocT
) (pasgenos) Bcero CP u
b | JIP | T3 | KCP TpOMERYTOR
HOH
daTTeCTAllui
1. | BBefeHue B HayUHYIO JUCLIUTIIUHY
«BJ'IEKTPOI:IJH]:II/I JOKYMeHTO000pOT 8 9 9 4 o, 11
B KaJJpOBOM pabore
rOCy[apCTBEHHOI'0 OpraHa»
2. | DNeKTPOHHBIN JOKYMEHTOOO0POT U
3¢ heKTUBHOCTb CUCTEMBI 8 2 2 4 o,T
rOCy[,apCTBEHHOIO YIIpaB/IeHUs!
3. | JJoKyMeHT KakK 3/ieMeHT 8 5 5 4 OoT
yIIpaB/IeHYe CKOM J1eSiTeJIbBHOCTU
4. | TokyMeHTallMOHHOe obecrieueHue 8 9 9 4 O, T
yIIpaBJIeHUsL: [1e/IONIPOU3BOCTBO
5. | TokyMeHTO000pOT Kak COCTaBHast O,T
4acTh JOKYMEHTALIMOHHOI'0 8 2 2 4
obecrieyeHus yIIpaB/ieHHsT
6. | TokyMeHTOO00pOT C O,T
HCII0/Ib30BaHHEeM TeXHUYeCKUX 8 2 2 4
CpeficTBa
7. | DneKTpoHHBIY JOKyMeHT. JI10O: OoT
KJIFOUEBbIe [TOHATHS, OCHOBHbIE 8 2 2 4
KOHLETLIUU
8. | 3awura nH(poOpMaLK B cUCTEMaX 16 4 4 8 o, T
3JIEKTPOHHOTO JIOKYMEeHTO000poTa
ITpomeXxyTouHasi aTTecTalyst 3ayer
Bcero 72 18 18 36

Ipumeuarue: popmbl mekyuje2o koHmpons ycneeaemocmu: onpoc (O), doknao (/]), mecmuposaHue (T).

CopeprxaHue JMCLUIIIMHBI

Tema 1. BBejeHne B HayyHyH JUCIUIUIMHY «JJIEKTPOHHBIH JAOKYMEHTO00OPOT B
Ka/IpoBo#i padoTe rocyjapCTBeHHOr0 OpraHa»
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BBesienrie B HayyHyl [AWCOUIUIMHY: OOBEKT, TpeJMeT, MeTO/bl, 0a30Bble TMOHSATHS.
Wcropus  pa3BuTus  [e/IONIPOM3BOACTBA B Poccun. DOBOMIOLMSA  KOMITBIOTEPU3ALUU.
Nurepne/utpaner. OLII «OnekTpoHHasa Poccus».

Tema 2. DJIeKTPOHHBII [JAOKYMEHT0000poT # 3((PEeKTHBHOCTH CHCTEMBI
rocy/JapCTBeHHOI'0 YIpaB/IeHUs

ONeKTPOHHBIN OKYMeHTO000pPOT U 3¢ ¢eKTHBHOCTh CHUCTEMBI TOCYZAapPCTBEHHOTO
ynpaBnieHusi. Cocrapssitoie 3¢ GeKTUBHOCTH CHUCTeMbl TOCYAAPCTBEHHOTO YTIpaB/ieHUs —
3 PeKTUBHOCTb OTAeNbHBIX OPraHOB BacTH, 3(h(eKTUBHOCTb B3aUMOAEUCTBUS C TPaXKJaHaMU U
6u3HecoM, 3PeKTUBHOCTb OTJe/bHBIX OpraHoB BiacTh. VHpopmMarmoHHas cuctema. 30 Kak
4yacTb UH(OPMALIMOHHOM CUCTEMBI.

Tema 3. IoKyMeHT Kak 3/71eMeHT ynpaB/ieHueCKOo! JeATe/IbHOCTH

[ToHsiTHe [OKyMeHTa, K/IacChl [OKYMEHTOB, CBfi3aHHble C BbITIOJITHEHHUEM (QYHKLMMA
yrnpasieHuss W [JeJOBbIMM  Iipoueccamu.  [IpusHaku U CTpyKTypa  [OKYMeEHTa.
HokymeHnTupoBaHue. DyHKIMM [OKyMeHTa. YHU(DUKALUsi U CTaHJApTH3alUs [OKYMEHTOB.
YHUULMPOBaHHBIE CUCTEMBI I0KYMeHTaluu. [JoKyMeHToo00poT, ie/10nmpon3BoCTBO. Mogenu
[1eJI0IIPOU3BO/ICTBA.

Tema 4. [loKkyMeHTaI[IOHHOe 00ecrieueHNe yIpaB/IeH:A: /[e/IONPOU3BO/CTBO

[lenonpou3Bo/CTBO, [JOKYMEHTALMOHHOTO obecreyeHue ympasrieHus. OpraHuszauysi U
¢ynkmu 1OY (pyskumu cayx0e1 [IOY, cBs3aHHBIE C JOKyMEHTHDOBAHHEM YIIPAaBIeHYeCKOH
JleaTe/IbHOCTH, OpraHu3alyeil paboTbl U COBepIIeHCTBOBaHMEM (OpM M MeTOZ0B paboThl C
nokymeHtamu). CTpykTypa ciyx0s1 [JOY.

Tema 5. J/IoKyMeHT0000pPOT KaK COCTaBHasi YacTh A0KYMEHTAI[HOHHOI0 00ecrneuyeHus
ynpas/ieHUsd

[ToHsiThe JOKYMEHTOIOTOKA, €ro CTPYKTypa, IOKa3aTeJud OLeHKU [10KyMEeHTOIMOTOKa.
JKu3HeHHBIM 1MWK/~ [JOKyMeHTa. JTambl  JJOKYMeHToo0opoTa.  OJIeKTPOHHBIM  0OMeH
HEIOPUJNUECKUM JIOKyMeHTaMu. JloKyMeHTOOOOpOoT Ha 0a3e 3/1eKTPOHHOH TMouThl. Bbibop
ToZIX0/la K aBTOMAaTH3aluu JoKyMeHToobopoTta. OlieHKa MoTpeOHOCTH B CUCTeMaXx 37IeKTPOHHOTO
JIeJIOTIPOU3BO/ICTBA W ZIOKyMeHTooOopoTta. (O00OCHOBaHWE HEOOXOJUMOCTH Tiepexofia K
6e30yMa’KHOM TeXHOIOTUM YTIPABJIEHUSI.

Tema 6. JIoKyMeHT0000POT C HCIIO/Ib30BAHUEM TEXHUYECKHX CPe/ICTBa

CocraB C cofep)kaHue oOrepaluii aBTOMAaTW3MPOBAHHOIO BBOJA MOTOKOB BXOASILIAX
JokymeHToB. CofiepkaHue orepalyid MoAroToButenbHoM craguu. Copep)kaHue orepauyi
cragui 00paboTKM M BBOZA JOKymeHTOB. Kiacchl ckanepoB. Xapakrepuctuka OCR, ICR wu
OMR-meTOOB  pacrio3HaBaHUs [JOKYMEHTOB. MeTofbl KOHTpOJis —orepauyid. MeTozbl
WMH/IeKCMPOBaHHUS JOKYMEHTOB.

Tema 7. OneKTpOHHbIM [OKyMeHT. 3J/]0: KiawueBble TOHATHA, OCHOBHbIE
KOHIeNIMH

ONeKTPOHHBIN /TOKYMeHT. BbIOOp TMoAXofia K aBTOMATH3al[dM [JOKYMEHTO000opoTa.
Cucrembl aBTOMATH3alMy [JOKYMeHTOINOTOKAa. OCHOBHbIE 33/laud CHUCTEeMBI 3JIEKTPOHHOTO
nokymeHtoobopota (C310).

Tema 8. 3amura uHpoOpMamUU B CHCTEMaX IEKTPOHHOIO JAOKYMEHT0000poTa
OcCHOBHBIE 3Tarbl aABTOMAaTW3alluM [1eJIOTPOM3BO/CTBA. HopMaTuBHasi TpaBoBasi OCHOBa
37IEKTPOHHOTO  [J1eJIoNIpou3BoACcTBa.  CpaBHUTe/NbHAs ~ XapaKTePUCTHKA  OyMaXHOTO U
3/IEKTPOHHOTO  J1eJIONpPOor3Bo/icTBA. OCHOBHbIe TIpOO/eMbl  Tepexoja K  37eKTPOHHOMY



9

JleJIONIPOU3BO/ICTBY B TOCYZapCTBeHHOM ciykbe. CricTeMa MeXBeZOMCTBEHHOTO 3/IEKTPOHHOTO
B3aumogelicteus (CMOB): Ha3HaueHUe, ()YHKLIMH, NT€PCIIEKTUBBI Pa3BUTHSL.

4. Marepuanbl TeKYIero KOHTPO/IS YCIeBaeMOCTH oOyuamomuxca u  ¢GoHp
OLIeHOYHBIX CPe/ACTB MPOMEXYTOUHOM aTTeCcTaliu 10 AUCI{UIITHHE

4.1. ®opMbl M MeTOAbl TEKYIEr0 KOHTPOJS YCIEBAEMOCTH M IPOMEXYTOYHOM
arTecTalyu.

41.1. B xoge peamusauuu auciuruidabl - K.ML.02./1B.06.02  DneKTpoHHbIN
JIOKYMEHTO000pOT B Ka/[pOBOM paboTe ToCy/japCTBEHHOTO OpraHa HCIIO/Ib3YHOTCS CreqyIOLre
METO/IbI TEKYII[Ero KOHTPOJISI YCIIeBaeMOCTH 00yUaroIIuXCs:

Tema (pa3gen) MeTo/bI TEeKyI1lero
KOHTPOJIA
yCIIeBaeMOCTHU
Tema 1. BBefieH1e B HayuHYH0 AUCLUIUIUHY « DNeKTPOHHBIM OTIPOC, AOKJIaz
JOKYMeHTO000pOT B Ka/IpOBO# paboTe rocy/1apCTBEHHOTO OpraHa»
Tema 2. | D/IeKTPOHHBIN JOKyMeHTO000POT U 3P PeKTUBHOCTH CUCTEMBI 0npoc, TeCT
TOCY/IapCTBEHHOTO yTIPaB/IeHUsI
Tema 3. JIOKyMeHT Kak 3/1eMeHT yIpaB/ieHueCKou JiesiTe/IbHOCTH 0npoc, TeCT
Tema 4. | JJoKymMeHTalLMOHHOe 0becrieueHre yIpaB/ieHust: Ae0NPOU3BOCTBO OMpoc, TeCT
Tema 5 IToKyMeHTOOOOPOT KaK COCTaBHAs YaCTh JOKyMEHTAI[MOHHOTO OI1poC, TeCT
obecrieueHust yripaB/ieHust
Tema 6. | JIoKyMeHTOOOOPOT C HCIO/Ib30BAHUEM TEXHHUECKUX CPeCTBa OIpoc, TeCT
Tema 7. OneKTPOHHBIN J0KyMeHT. 3/]O: K/ItoueBble TIOHSTHS, 0CHOBHbIE OIpoC, TeCT
KOHLIeNLIMU
Tema 8. | 3ammra nHhopMaLUK B CCTEMax IeKTPOHHOTO 10KyMeHToobopoTa 0npoc, TeCT

4.1.2. 3aueT MPOBOAUTCA C MPUMEHEHWEM CJIeAYIOLUX METOAOB (CpeiCTB): B yCTHOM
(dhopMe Mo BompocaM U pellieHre TUTIOBbIX 3a/laHuH.

4.2. Marepuasibl TeKyI1Llero KOHTPOJISl yCI1eBaeMOCTH.

Hpeno,anaTenb OLI€HWBAET YPOBEHL ITOATOTOBJI€HHOCTHU 06yan-OHlI/IXCH K 3aHATHIO I10
C/IeAYHOILUM T10Ka3aTeJ/IsAM:

- YCTHBIe OTBeThI Ha BONPOCHI MpernoiaBaTeisi 10 TeMe 3aHATHS,
- BBICTYILJIEHHE C [JOK/IaZlaMH I10 MpeZjlaraeMbIM TeMaM,

- yuactue B 00CY>KZieHUM [JOK/1aJ0B,

- KOJINYEeCTBO MPaBWIbHBIX OTBETOB NPY TeCTUPOBaHUH.

OrneHka 3HaHWM, yYMeHHWH, HaBBIKOB TIPOBOAWUTCS Ha OCHOBe 0asibHO-DPEeHTHHIOBOU

cuctembl 70% u3 100% (70 6ammoB u3 100) - BK/aj MO pe3y/ibTaTaM TOCEeIaeMOCTH 3aHSITHH,
aKTHBHOCTH Ha 3aHSTHSIX, BBICTYIUIEHUs C JOK/IaZiaMH, ydacTusi B OOCY)KIEeHUsIX [OK/aZioB
JIpyrux OoOydJaroIyXxcsi, OTBETOB HAa BOMPOCHI TIperofiaBaresisi B XOfe 3aHSTHs, pe3y/IbTaThl
TeCTUPOBaHUsl.

HNeranu3aiust 0a/yIoB W KPUTEPUM OLIEHKA TEKYILero KOHTPOJS YyCIIeBaeMOCTH
yTBep>KJaeTcsl Ha 3aceZlaHu Kade/pbl.

Bonpocbl 0151 n0020mo8KU K 0NpoCam:

Tema 1. BBejjeHue B HayyHYI0 AMCIUIUINHY «JJIEKTPOHHBIA JOKYMEHTO000pPOT B
Ka/IpoBo#i padoTe rocyjapCTBeHHOr0 OpraHa»

OO®beKT, IIpeIMeT, MeTO/Ibl, 6a30BbIie MTOHSATHS.

Vcropus pa3BuTus [e/10IpousBozCcTBa B Poccuu.
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OBOJIIOLIUA KOMIIbIOTepU3aLiuy.
NurepHetr/VIHTpaHeT.
OLIT «OnekTpoHHas Poccus».

Tema 2. DJIeKTPOHHBII [JAOKYMEHT0000poT # 3((PEeKTHBHOCTH CHCTEMBI
rocy/JapCTBeHHOI'0 YIpaB/IeHUs

ONeKTPOHHBIN OKYMeHTO000pPOT U 3¢ ¢eKTHBHOCTh CHUCTEMBI TOCYZAapPCTBEHHOTO
yTipaB/ieHUsl.

Cocrapnstonye 5(peKTUBHOCTH CUCTeMbl TOCYLapPCTBEHHOTO yTpaB/ieHUs.

WHupopmarmonHas cucrema.

310 kak yacTb UH(OPMALIMOHHOM CUCTEMBI.

Tema 3. IoKyMeHT Kak 3/71eMeHT ynpaB/ieHueCKOo! JeATe/IbHOCTH
IIpr3HaKu U CTPyKTypa JOKyMeHTa.

JoxymMeHTUpOBaHue. PYyHKIIUU JOKYMEHTA.

YHupuKauys 1 craHapTy3anus JOKyMeHTOB.

YHU(]ULIMPOBaHHbIE CUCTEMBbI JOKYMEHTaL[1H.

ITokyMeHTO00O0POT, ZIe/I0NPOU3BO/CTBO.

Mogenu [1esionporu3BO/ICTBa.

Tema 4. JloKkymMeHTallHOHHOE O0ecrieueHHe yIpaB/IeHHUs: 1e/I0NPOU3BOACTBO
[lenonpou3Bo/CTBO, JOKYMEHTAI[MOHHOTO 00ecrieueHre yrpaB/ieHusl.
Opranmzanusi u  Qysakoguu  JOY  (byHkumu  coyxk6er  [JOY, cBsi3aHHBIE C

JOKYMEHTHDOBAHHWEM  YIIpaBJIeHUeCKOH  [JesTebHOCTH,  OpraHu3aideid  paboTel U
COBEpIIIEHCTBOBaHWEM (HOPM ¥ MeTOZ[0B PabOThI C JIOKYMEHTaMH).
CrpykTtypa ciiyxos1 IOY.

Tema 5. J/IoKyMeHT0000pPOT KaK COCTaBHasi YaCTh A0KYMEHTAI[HOHHOT0 00ecrneueHus
yrHpaB/ieHUsA

[MoHsiTHe JOKYMEHTOIIOTOKA, ero CTPYKTYpa, MoKa3aTe/ii OLeHKH JJOKyMEeHTOIIOTOKa.

OTarnbl JOKyMeHTo000poTa.

OJeKTpOHHBIN 0OMeH HerpUINUeCKUM JOKyMeHTaMH.

HNokymeHTO060pOT Ha Oa3e 371eKTPOHHOM TTOUTHI.

Br160p mozxo/ja K aBTOMaTH3alvy I0KyMeHTo000poTa.

OueHka TIOTPeOHOCTH B CUCTeMax  JIeKTPOHHOTO  [IeJIOTIPOU3BOACTBA U
JIOKyMeHT0000poTa.

O6ocHoBaHWe HEOOXOIUMOCTH Tiepexo/ia K 6e30yMa)KHOM TeXHOIOTUM YTIPAB/IeHUSsI.

Tema 6. JIoKyMeHT0000POT C HCIIO/Ib30BAHUEM TEXHUYECKHX CPe/ICTBa

CocraB C cofep)kaHue oOrepaluii aBTOMAaTW3MPOBAHHOIO BBOJA MOTOKOB BXOASILIAX
JIOKyMEHTOB.

Copep>kaHue onepalyii MoAroTOBUTE/TbHOM CTa/IUM.

Cojep>kaHue orepaliii ctaauy 06paboTKU U BBOJ|a JOKYMEHTOB.

Knaccer ckanepoB. Xapakrepuctuka OCR, ICR u OMR-meTof0B pacrio3HaBaHUs
JIOKyMEHTOB.

MeTo/ bl KOHTPOJISI OTIepaLdid.

MeTo/pl MH/IEKCUPOBaHUS JJOKYMEHTOB.

Tema 7. OJneKTpPoHHbIH JAO0KyMeHT. 3/]0: k/roueBble TOHATHS, OCHOBHbIE
KOHLIeIIUU

ONeKTPOHHbBIN JOKYMEHT.

Br160p mozxo/ja K aBTOMaTH3alvy I0KyMeHTo000poTa.
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CurcTeMbl aBTOMATH3aLMK JOKYMEHTOIOTOKaA.
OCHOBHBIE 3a/laul CUCTEMBI 3JIEKTPOHHOTO ZIoKyMeHToo60poTa (C310).

Tema 8. 3amuTa HHGOPMAaIUK B CHCTEMAaX 3JIEKTPOHHOI0 J0KYMEHT0000poTa.

OCHOBHBI€e 3Tarbl aBTOMaTH3aLUM J1e/I0NPOM3BO/CTBA.

HopmarrBHas npaBoBasi 0CHOBa 3/1eKTPOHHOI'O /1e/I0IIPOU3BO/ICTBA.

OcHoBHbIe TIPO6/IEMBI TIepexo/ia K 37IeKTPOHHOMY /1e/IOTIPOU3BO/ICTBY B TOCYAapCTBEHHOU
ciyxoe.

CucremMa MeXXBeJOMCTBEHHOTO 3/eKTPOHHOro B3aumogelictBusi (CMOB): Ha3HaueHue,
(yHKLMH, TIePCIIeKTHUBbI Pa3BUTHUSI.

ITpumepHble membl 00K1A008:

1. Crioco6bl JOKyMEeHTUPOBaHUsI U UX pa3BUTHeE.

2. Hocutenu JOKYMEHTOB, UX pa3BUTHE.

3. ®oTtofoKyMeHTHpOBaHue. [losBieHue, pa3BuTre, IpUMeHeHHe.
4. KunozpokyMeHTrpoBaHue. [lossieHue, passutre. Buzjeosanucs.
5. Pa3BuTre yHU(UKALIMU U CTaHAAPTU3aLUH JOKYMEHTOB.

6. OpraHu3aiusi 1e/IONPOU3BO/ICTBA 110 0OpaleHUsIM TPaXkjaH.

7. DKCIepTu3a LeHHOCTU JOKYMEHTOB B [1e/I0TIPOM3BO/CTBe, ITOPSL0K
ee [poBe/leHus.

8. CriocoObI 0becrieueHust COXPaHHOCTH JJOKYMEHTOB B
JleJI0NIPOM3BO/CTBE U BeJOMCTBEHHOM apXUBe.

9. Pa3ButHe cUCTeM 3JIEKTPOHHOTO I0KYMeHT0000poTa.

10. TexHosioruu pacrio3HaBaHUs TeKCTOB.

11. 'ndopmarioHHO — cripaBoyHasi paboTa 1o JOKyMeHTaM.

12. Opranusanys pacCblIKUd JOKYMEHTOB C UCIIO0/Ib30BaHUEM
VMH(OPMaLMOHHBIX TeXHOIOTUM.

13. CucreMbl KO/I/IEKTUBHOM pabOTHI.

14. CucTteMbl aBTOMAaTH3alMK YIIPAB/I€HUS JOKYMEHTOOOOPOTOM.
15. Cucrembl aBTOMAaTU3aLIUU [1e/10BbIX IIPOLIeCCOB.

IIpumepHble mecmoeble 3a0aHUs:

1. O61mii opsiZIok 0opmIeHHsl OpraHKU3al[MOHHO-PACIOPSAUTE/IbHBIX TOKYMEHTOB
Y COCTaB PEKBU3UTOB /IJIs1 BCEX OpraHu3aliiii yCTaHOBJ/IEH:

1) 3akoHOM «O6 wuHbopMay, WHPOPMALMOHHBIX TEXHOJIOTHUSIX W O 3alluTe
vHbopMaLm»

2) BeoMcTBeHHOM MHCTPYKILMEH TI0 [e/I0NPOM3BO/ICTBY OpraHM3al[uu

3) I'OCTowm P 6.30-2003

4) 3aKOHOM O ZIOKyMeHTallMOHHOM o0ecrieyeHrH YIipaBJieHUst

5) 'OCTom P 51141-98

6) TurnoBoil WHCTPYKLMeH TI0 [1eJoNMpOU3BOACTBY B (eJepanbHbIX OpraHax

HCIIO/IHUTE/TbHOM B/IaCTU

2. PekomeHiaTeibHBIN XapakTep roCyapCTBEHHbIX CTaHJAPTOB YCTaHOBJIEH:
1) 3akoHOM «O cTaHAapTU3aLUU»

2) [TocranoBnenuem IlpaButensctBa Poccurickor ®@enepanyu

3) lNoccrangaptom Poccun

4) 3aKoHOM «O TeXHWUYeCKOM peryJMpoBaHUN»
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3.IlepeueHb THUTIOBBIX YIIPABJI€HUYECKUX [JOKYMEHTOB, 00pa3yrOLMXCS B JesTeJbHOCTU
OpraHusalyii, C ykazaHueM CPOKOB XpaHeHUs! yTBep K/ eH:

1) PykoBoputenem ®efepanbHOM apXUBHOM C1y>kK0b1 Poccun

2) MUHHCTPOM KyJ/IbTYPbI U MaCCOBBIX KOMMYHHKaLn Poccurickor ®efepanumn

3) MUHUCTEPCTBOM  3[]paBOOXpPaHEHMs] W COLMaJbHOTO pa3BuTUd Poccuiickon
®depepalu

4) I'OCTom P-51141-98

4. PeKBU3UTHI a/ipeCd Ha TMOYTOBLIX OTIIPAB/IEHUAX U O/1aHKaX ITOUYTOBBLIX rnepesoJoB
MAIIYTCA B MOPAAKE, YCTaHOBJIEHHOM:

1) [IpaBunamy JenonpousBOACTBa B (efepanbHbIX OpraHax HCIIOJHATEIbHON
BJIaCTU

2) [TocranoBnenuem [1paButensctBa Poccuiickor @esfeparu

3) PersiaMmeHTOM OpraHu3aluu

4) WHcTpyKupel 1o 4e10npor3BOACTBY OpraHU3aLlvu

5. Tlopsijok wucronb3oBaHust u300pakeHuss ['ocyjapcrBeHHoro repba Poccuiickoit
depepariun Ha G/1aHKaX JOKYMEHTOB yCTaHOBJIEH:

1) [MTonoxxenuem o I'ocyzapcTBeHHOM repbe Poccuiickoii @efepaiiuu
2) loccranpaptom Poccuun

3) ®efepabHbIM KOHCTUTYLIMOHHBIM 3aKOHOM

4) PersiaMmeHTOM OpraHu3aluu

6. [lesornpousBoCTBO — 3TO:

a) TO K€, UTO U I0KyMeHT0000poT

b) TO K€, UTO U IOKYMeHTALMOHHOe o0ecrieueHre yIpaBIeH!s
) TO >Ke, UTO U JOKYMEeHTHDOBaHHe

d) JlesiTe/IbHOCTD 110 (OPMUPOBAHKIO JOKYMEHTOB B flefia

7. JokymeHTO060pOT — 3TO:

1) BO3BpaTHOe JBM)KeHHe JOKyMeHTa B TIPOLiecCe ero JBW)KeHHUs B OpraHU3alyiu

2) TO K€, UTO U JOKYMEHTOIOTOK

3) JIBIDKEHWe [JOKyMeHTa B OpraHu3aldd C MOMeHTa ero TIOANUCAHUS [0
OTIIpaBJ/IeHUs

4) JIBIDKeHUe JOKyMeHTOB B OpraHM3alluM C MOMEeHTa UX CO3ZaHUsi WU TOTyueHust

A0 3dBeplIeHUa NUCIIOJIHEHWA WJIK OTIIPDABJ/IEHUSA

8. [JOKyMeHT — 3T0:

1) vH(opMaLys, 3aKperyieHHasi B IPOCTPaHCTBe ¥ BpeMeHH Ha JIMcTe Oymaru

2) CBeJleHHs1 O COOBITHSIX, TIpolieccax, sIBJIEHUsIX, He3aBUCHMMO OT Crocoba ux
Tripe/iCTaB/IeHuUst

3) uHopMalys, 3adUKCUpOBaHHAs Ha OYMa)KHOM HOCHUTeJTe

4) 3ayKCcHMpOBaHHasi Ha MaTrepuaJbHOM HOcUTesne HWHGOpMalUs C peKBU3UTaMH,

TMO3BOJISIOLIMMY ee UIeHTU(PULIMPOBaTh

9. B cucremy opraHu3aliOHHO-PACIOPSAUTEbHON JOKYMEeHTal[i1 BXOJUT:

1) (vHaHCOBas [OKYMeHTaLus
2) OaHKOBCKasi JOKyMeHTaLsl
3) CIpaBOYHO-MH(POPMAaLMOHHAs JOKYMeHTaLUs

4) OTUYETHO-CTaTUCTHYeCKas JOKyMeHTaLls
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10. Opranu3aryst paboTsl C JOKyMeHTaMH BK/TFOUaeT:

1) JIOKYMEHTHPOBaHHe

2) OpraHu3alIvio0 JOKyMeHTo000opoTa
3) cbop nHbopmaLu

4) opraHu3aiuo pabouero mMecra

11. O6bem foKyMeHTOOOOPOTa — 3TO:

1) KOJIMUeCTBO BO3BPATHBIX JBW)KEHHM JOKYMeHTa 3a rof

2) o0beM OAHOTO [iesla, YMHOXKEHHBI Ha KOJIMYEeCTBO e/, 3aBeJeHHBbIX B
OpraHu3alliy B TeueHue roja

3) KOJIMYEeCTBO JOKYMEHTOB, MOCTYIMBIIMX B OpPraHU3aldI0 W CO3JaHHBIX €10 B
orpeie/ieHHbIN TIepUO]]

4) NpOM3Be/ieHHe TUIOL[AId OJIHOTO JIUCTa JoKyMeHTa (opmata A4 Ha oOijee

KOJIM4YeCTBO JIMCTOB AOKYMEHTOB, MMOCTYIIMBIIMX B OPI'dHMU3dLIMIO0 3d I'OJ

12. PeKBU3UT — 3TO:

1) TO >Ke, UTO 1 OJIaHK JOKYMeHTa

2) o0I1lee KOJMUeCTBO CTPOK B JJOKYMeHTe

3) 00s13aTe/TbHBIN 3/IEMEeHT JJOKyMeHTa

4) CTereHb 3al[UThl JOKYMEHTa OT TIO/[e/IKU

13. FOpuauueckas cujia JOKyMeHTa 00ecrieuBaeTcs:

1) Ha/imyreM Ha OsiaHke n300paxkeHus ['ocyzmapcTBeHHoro repba Poccuu
2) KOMITeTeHLIMel U3/iaBllIero ero opraHa

3) HajuuueMm rpuda yTBep>KIeHUs!

4) Ha/inyrieM OTMETKHU 00 WCTIO/THeHUH JOKYMeHTa

14. HauMeHOBaHWe BHJja JOKYMEHTA, COCTAB/JIEHHOTO W/IH WM3/IaHHOTO OpraHu3al|vet,
JIOJDKHO OBITh OTIpe/iesieHo:

1) JOJDKHOCTHOW MHCTPYKLIeH

2) [MTonoxeHreM 06 opraHu3alyu (yCTaBOM)
3) [TpoTokosiom

4) WNHcTpyKiyen 1o f1e/10npor3BoCTBY

15. B cnpaBoyHbIe faHHbIe 00 OpraHM3anvy He BK/IFOUAeTCs:

1) TIOUTOBBIN afipec
2) HOMep TesiehoHa
3) OAHKOBCKHM cueT
4) HavMeHOBaHKe BBIILIECTOSIIel OpraHi3aLiu

16. HernpaBusibHOe odopMiieHHe aThl «aeBsaToe mMasi 2014 roga»:

1 9 mas 2014 roga

2 2014.05.09.

3. 09 mas 2014 r.

4 09.05.2014

17. Tlopsiok odopmiieHus aThl B peKBU3UTaX JOKYMEHTa OIpe/esisieTcs:
1) [TocranoBnenvem [1paButensctBa Poccuiickor ®@esfepanu

2) I'OCTom

3) Pacrniopsikenviem [Ipesunenta PO

4) MNHcTpyKumen 1o f1e/10npor3BoCTBY
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18. [JO/KHOCTB /1ULIa, KOTOPOMY aZlpecoBaH JOKYMEHT, YKa3bIBatoT B!

1) VMMeHUTe/IbHOM Tafierxe
2) JlaTelTbHOM Tajieyke

3) POJUTE/ILHOM Majiexe
4) BUHUTE/ILHOM T1a/ieXKe

19. JoKyMeHT MOXKeT COZieprKaTh:
1) OJIUH azipecaT

2) [iBa azipecaTa
3) He OoJiee MATH aZipecaToB
4) He OoJiee yeThIpeX aZipecaToB

20. DnemeHTBI IOYTOBOIO aJpeca yKasbIBaloT B I10C/1e0BaTe/IbHOCTHU:

1) crpaHa
o6sacTb, Kpaii, pecitybivka
HaceJIeHHbIN MTyHKT
y/vLa, HOMep A0Ma, HOMep KBapTHUPBI
HauMeHOBaHHUe ajjpecaTa

2 ) HavMeHOBaHMe ajipecara
HaCeJIeHHbIN MTyHKT
obmacTh, Kpai, peciybmka
yJvLa , HOMep JjoMa, HOMep KBapTUPhI
CTpaHa

3) HauMeHOBaHUe ajpecara
yJvLia, HOMep [J0Ma, HOMep KBapTHUpBI,
HaCeJIeHHbIN MTyHKT
obmacTh, Kpai, peciybmka
CTpaHa

21. Ilpu odopmieHnM rpuda yTBep>KAeHUs CJI0BO yTBEPKAAI0 UMeeT CeyHOLIUA BUJ;
1) YTBepxKzaaro

2) «YTBepKJaro»

3) YTBEPXIAO

4) «YTBEPXXITAFO»

22. JlaToli pUKasa sIBJISIeTCS:

1) JlaTa ero ToAMMCaHUs

2) JlaTa ero BCTYTUIEHUS B CUITY

3) JlaTa ero pacChbIKU

4) JlaTa ero roJiy4eHusi CTPYKTYPHBIM ToApa3eneHreM

23. Ab66peBuarypa pekBusuta OKY/] pacmmbpoBbiBaeTcs, Kak:

1) 0Tpac/ieBoi KoAUMUKaTop YHUDULIMPOBAaHHOW JOKYMeHTal[u1

2) o0111epoCCUiiCKU KacCuhUKaTop YHUGDHUIIMPOBAaHHBIX JOKYMEHTOB
3) o01epoccuiicKuii KacCuhuKaTop yrpaBieHueckol JOKyMeHTauu
4) 0Tpac/aeBOM KOAU(PHUKATOP yIpaB/ieHYeCKOH JOKYMeHTaLuu

24. Eciv Ha [OKyMeHTe 3aroTOB/eHa TMOANMCh HayajJbHUKA MOJpa3ieneHus,
MO/TNKChIBaeT JOKYMEHT ero 3aMecTUTe/Tb, TO C/Ie[yeT:

1) JloreyaTaTth MpejJior «3a» nepej A0/DKHOCTbEO HaualbHUKa

2) HamnucaTb OT PyKU MPeJJIor «3a» repej J0/DKHOCThIO0 HayalbHUKa

3) MOCTaBUTh KOCYIO UepTy IepeJ JO/DKHOCTbIO HauaabHUKA

d
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4) WCMpaBUTb W yKa3aTb HACTOSILLYIO  [O/DKHOCTb M (paMUIMI0 ML,
MO/NMCBIBAIOILIEr0 JOKYMEHT

25. Tlpu odopmieHun rpuda corjiacoBaHUsi CJI0BO «COTJIaCOBAHO» MMeeT Clie/yoLui
BU/I:
COI'J-TACOBAHO
CorJiacoBaHo
«COTI'JTACOBAHO»
COI'JIACOBAHO:

Rl

26. TIpaBunbHOe odopmiieHre pacidpOBKU MOANUCU B peKBU3UTe «IloAmuce»:
1) B.I1. IBaHOB

2) B./BanoB

3) NBaHoB

4) NBanos B.II.

27. 3aro/iI0BOK K TEKCTY /I0/DKeH OBITh COT/IacOBaH C:

1) HaMMeHOBaHWEeM BU/ja IOKyMeHTa

2) C HaMMeHOBaHWEM OpraHU3al[|y - aBTOPa JOKyMeHTa
3) C [aTOM JOKyMeHTa

4) C HaMeHOBaHWEM BBILLIECTOSIIIIeH OpraHu3auy

28. OTmeTKa 00 UCIOHUTE e [O/DKHA BK/TFOYATh B Ce0st:

1) damunuio ¥ Homep TesiehoHa UCTIOJIHUATE/IS

2) DamMUIAI0 YU UHULUAITBI UCTIOJTHUTEJIS

3) VHuimans! 1 pamMUInio MCTIOTHUTEIS

4) WNuumanel, pamunuio v HoMmep Tesied)OHa UCTIOTHUTEIS

29. Tlpu HampaB/ieHMM MHCbMa [O/DKHOCTHOMY JIMLy €ro JO/DKHOCTb M (aMuaus B
peKkBU3UTe «ApecaT» yKa3blBatOTCS:

1) B POJUTE/ILHOM Majiexe
2) B UMEHUTE/ILHOM Taj[exe
3) B JIaTe/IbHOM Tafiexxe

4) B TBOPUTEILHOM TIafIeKe

30. PekBU3UT «3arojioBOK K TEKCTy» He HUCII0/Ib3yeTCs:

1) B NIpUKa3ax

2) B TIOCTaHOBJIEHUSIX

3) B COTMPOBO/IUTE/bHBIX MHMChMaXx
4) B PaCIOpsDKeHUsIX

31. Kakas gesioBast 6ymara HauMHaeTCsi C MeCTOMMeHuUs 1-ro mia?

1) rpUKas

2) 3asB/IeHue

3) JIOBEPEHHOCTD
4) pestome

32.B KakoM W3 Ha3BaHW /IOMyljeHa OIMOKAa B WCII0Jb30BAaHUM TIPOTTUCHOW WM
CTPOYHOU OYKBBI.

1) OpJI0BCKUM FOPUANYECKUIN KOJTeK

2) OpJioBckas mkosa N 16
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3) Poccutickasi akafieMust TOCyapCTBeHHOM ciTy»KObI Tipu TIpe3uzenTe Poccuiickoi
®eneparuu
4) TocynapctBeHHast T peTbIKOBCKas rajiepest

33. Kakas u3 npuBe/ieHHbIX (paMUINiA He CKIOHSIeTCSI.

1) [Taxpaii
2) [Ilepba
3) Tkauyk

4) [[TambuHaro

34. Boibepure TpaBWIBHBIN BapyaHT 3aK/IIOYATEBHON (OPMY/Ibl BEXKIMBOCTH B
[leJI0BOM ITHChMe.

1) C yBakeHHEeM

2) Bcerpa Bai

3) C yBakeHueM,

4) C BbICOUAMILIUM TIOUTEHHUEM,

35. OT™MeTbTe, Kakoe C/I0BOCOUYeTaHUe COOTBETCTBYeT A3bIKY JOKYMEHTa.

1) 3aBOJUTb YTOJIOBHOE /1e/10
2) BbICJ/IaTh HA paCCMOTpPeHue
3) BbIIaTh KpeJUT

4) BO3J/IO’KUTh KOHTPOJIb

36. C Kak1M CJIOBOM HeJib3s1 yriotpebuts uacturly HE:

1) HesiBKa

2) HerMeHue

3) HecoOmoieHue

4) Helpu3HaHue

37. Kakoe 13 rpuBe/ileHHbIX CJIOB MOXKHO YIIOTPeO/IATh B si3blKe JOKYMeHTa:
1) TeHCUOHEepKa

2) JIMpeKTpuca

3) ceKpeTaplia

4) CTy/leHTKa

38. OTMeTbTe HeyJauHbIi BbIOOP (hOpMBbI MHOXKeCTBEHHOT'O UKMC/Ia CYIeCTBUTE/BHOTO:

1) pekTopa
2) ripogeccopa
3) JIOTOBOPBI

4) [PEKTOopa.

39. OTmeTbTe CJI0BO, KOTOPOEe HalMCaHO MPaBU/IbHO:

1) 0e3MHUIIMATHBHBIN
2) TNIpe/IbIHCY/IbTHBIN
3) B3bIMaTh

4) MeXXbIHCTUTYTCKHAW

40. OT™MeTbTe CJIOBO, B KOTOPOM JIOTyII[eHa OIHOKa:

1) OecriperieIeHTHBIN
2) KOH(H/IeHITUaTbHOCTD
3) KOHBIOHKTYPIIHUK

4) IOPUCTKOHCYJ/IBT
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41. OT™MeTbTe CJIOBO, B KOTOPOM JIOTyII[eHa OIIHOKa:

1) aTiesuIsILvs
2) Junep

3) Yepkeccusi
4) TannmH

42. OT™MeThTe, B KAKOM COKpAIL[eHHUH [OTTylI[eHa OIrOKa:

1) JIOJII.

2) MJIPA.

3) 3arc

4) IT.

43. Ot™MeTbTe abOpeBHUaTYPy MYXXCKOTO pojia:
1) LUK

2)  TCX

3) FOHECKO

4)  CHI\

44. BribepuTe TipaBU/IBbHBIN BapuaHT 0()OpMIIeHUSI aThl B TEKCTe:
1) c 2008 1o 2010 rop,

2) B 2008/ 2009 romax

3) ¢ 2008 o 2010 roabl

4) ¢ 2008 no 2010 rop

45. OTMeThTe HelpaBUIbHO 00pa30BaHHYIO (JOPMY UMCIUTETHHOTO:

1) bomee ABYXCOT ABAZLATA YUaCTHUKOB

2) C IByMsICTaMU /IBa/ILIaThI0 yUaCTHUKAMU
3) 0 JIByXCTaXx /IBa/ILIaTA y4aCTHUKAX

4) K JIByCTaM [IBaJillaTh y4aCTHUKAM

46. Kakas 13 s3bIKOBBIX (JOPMYJ1 HE COOTBETCTBYET CTPOro oHLMaabHOM Mepernycke:

1) CraBum Bac B M3BeCTHOCTb, UTo...

2) Y6enuTenbHO rpocuM Bac permyTh Bompoc...

3) Ecmu Bam He TpyZAHO, cOO0IMTe, MOXKANTYHCTa, ...
4) ITpurnamaem Bac npuHATL yyacTue...

47. Kakue U3 K/IHYeBBbIX CJIOB COMPOBOJUTE/IbHOIO MUCbMa a/ipeCcOoBaHbl B CTOPOHHIOH)

OpraHU3aLiyIo:
1) [Ipencrasnsiem Bawm...
2) Harpasisiem Bawm...
3) [Toceinaem Bam...
4) Beicbutaem Bawm...

48. OT™MeTbTe, Kakoe CJI0BOCOUeTaHUe MOXKHO MCII0/Ib30BaTh B A3bIKe OKYMEHTa:

1) 3a/1eficCTBOBaTh COTPYAHUKA
2) 03BYYMTb TOUKY 3pEHUS

3) MponucaTh B IOKyMeHTe

4) BBITIOJIHUTH MTOpyUeHHe

49. B KakoM psifly BCe CJIOBa COUETAKTCS C I71arojaMy MpaBUIbHO:
1) TIOBLICHUTH (TpebOBaHUs, YCIIeBaeMOCTb, TIOKa3aTesn)
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2) oKasaTh (M0oA1ep>KKY, BHUMaHue, Bpef)
3) yJeleBUTh (TTPOAYKTHI, Ce0eCTOUMOCTh, TOBaphI)
4) MPUHUMATH (K UCTIOJTHEHUIO, K CBe/IeHHI0, Mepbl)

50. OT™eTbTe, B KAKOM CJIOBOCOUETAHUM COJIEP>KUTCS TpaMMaThyecKas OIroka:

1) 3ar1aTUTh 3a Mpoesf
2) OTLJIaTUTBH T10 CUEeTY
3) 3ary1aTUTh [JOJITH

4) YIIJIaTUTD 3a MOKYTIKY

51. OT™eTbTe T7Ie0Ha3M, KOTOPBIA MOXXHO yTIOTPeOJIATh B ZIeJIOBOM Peuu:

1) KOHCEHCYC MHeHHH
2) aJIMMHUCTPAaTUBHOE YIIPaB/IeHKe
3) TOP>KECTBEHHas [{ePEMOHHSI

4) NaMsITHbIA CyBEeHUD

52.0TMGTBTE, KaKoil u3 MMPON3BOAHLBIX IIpeAJIOroB C/ieAyeT 3dMEeHUTh:

1) B cootBeTcTBUM C JOTOBOPEHHOCTHIO. ..

2) Ha ocHoBaHuu BbIIIeCKa3aHHOTO. ..

3) BcnencTBre npecTOSIUX BEIOOPOB. ..

4) bnarosapst ykazaHHbIM 00CTOSITe/ILCTBAM. . .

53. B Kakom cjioBe fiomyliieHa ouMbKa B HallMCaHUM OKOHYAHUS:

1) [To okOHUaHUM CpOKa...
2) [To npenbsBNeHUM JOKYMEHTA. ..
3) 1o nipunere B a3poropr. ..

4) ITo npue3ny B MoCKBY...

54. OTMeTbTe, KaKOe CJIOBOCOUYeTaHue He YioTpebisieTcsi B 1e/I0BOM peuwn:

1) WCIIOJIHATe/IbCKAas B/1aCTh

2) rpe/iCTaBUTe/IbCKUe PacXo/bl
3) KapVHaIbHbIA BOMPOC

4) JKATUIIHBINA DOH/,

55. IToHsITHE «3/IEKTPOHHBIN JJOKYMEHT» OIpeie/ieHo:

1) ®epepanbHBIM 3aKOHOM «0O0 WHpOpMalK, WHGOOPMAIIMOHHBIX TEXHOJIOTHSIX U O
3aluTe UH(POpMaLUN»

2) ®depepanbHbIM 3aKOHOM "O0 371eKTPOHHOM 1 pOoBoH noammcu") (+)

3) ®enepanbHbIM 3aKOHOM «O0 37IEKTPOHHOM ZIOKYMEHTE»

56. TlepeueHb 0O0si3aTeNbHBIX CBeJleHUA O [OKYMEHTaX, HCIOb3yeMbIX B CHCTeMax
3JIEKTPOHHOTO ~ /IOKyMeHT0ooOopoTa  (efiepalbHBIX  OpPraHOB  WCIIOJIHUTENbHOW  BJIACTH,
orpeiesieH:

1) TumnoBoli MHCTPYKLMeM TI0 [Ie/IoNpOUu3BOJACTBY B (efepanbHbIX OpraHax
WICTIOJTHUTE/IbHOU B/1aCTH

2) denepanbHbIM 3aKOHOM "O JOKyMEHTAI[MOHHOM 00eCTieueHUH YIIpaB/IeHUYeCKOM
JesITeIbHOCTH"

3) [MTocranoBnenuem IIpaButenbctBa Poccuiickoit ®egepauyu «O6 yTBep>KIeHUH
[IpaBun fenonpousBoACTBa B (PefiepabHBIX OPraHax UCTIOMHUTeTbHOW BaacTu» (+)

4) [TocranoBnennem IlpaButensctBa Poccuiickont Pepepauyu «IlonoxkeHue o

CHCTEME MeXXBE€JOMCTBEHHOI'O 3JIEKTPOHHOI'O AOKYMEHTOO6OPOT{:1»
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57. OpFaHI/IBaTOpOM MeXXBeJJOMCTBEHHOI'O 3JIeKTPOHHOI'O AOKYMEHTOO6OPOT8 ABJIAETCH:

®depepalu

denepanbHasi cry>k0a oxpanbl Poccutickont @epepanyu (+)

Apmunuctpauus Ipesugenta Poccuiickon ®efepanyu

Arnmapar [IpasutensctBa Poccuiickor ®epepanuu.

['naBHOe ympaBneHue criequanbHbiX nporpamMm Ilpe3uzgenta Poccuiickoi

58.CepTU(UKaT K/IH0Ya 3/1eKTPOHHOM LU(POBOI MOANMCH He BK/IHOYAeT:

pervcTpaLyoHHbINM HOMep cepTU(MKaTa K/Iryva MOoANNCH,

CPOK JlelicTBUs cepTUdMKaTa K/It0ua MOJIUCH

CBeJleHMs O BiafiesibLia cepTU(UKaTa KIroua MNOIUCH

OTKPBITBIN K/H0Y 371eKTPOHHOM 1M POBOI MOAMUCH;

3aKPbIThIM K/IHOY 3/IEKTPOHHOW LIM(POBOM MoAMUCH (+)

CBeJieHHs 00 y/JOCTOBepSIIOIIeM LIeHTpe, BbIjaBliieM cepTU(UKaT KITFUa MO/IHICH;
cBefieHHs1 00 yC/IOBUSI TIpU3HAHUS IOPUAMYECKOTO 3HAUEHHsI 3JIEKTPOHHOIO

JIOKYMeHTa C 3/IeKTPOHHOU L(pOBOI MOATHCHIO

59. MertaziaHHsble — 3TO:

1)
2)
3)

o0s13aTeTbHBIA KOMITOHEHT PeruCTPal[MOHHOMN KapThl IOKyMeHTa
0/lHa U3 COCTaB/ISIFOIIMX 37IeKTPOHHOMN LIU(PPOBOI MOANUCH
naeHTU(hUKaTOp HH(OPMAILMOHHOTO pecypca, TIO03BOJISIOIIUM YIIPaB/sATh WM,

OCyLIeCTBJIATD MOKUCK U XpPdHEHHE

4)

AdHHBbIe, OoIpejedrolie DPpUANYEeCKYI0 CU/IY 3JIEKTPOHHOI'O JOKYMEHTAa

4.3. OueHoOYHbIe CPe/iCTBA AJIA MPOMEXYTOUHOH aTTecTaluH.

4.3.1. ®opmupyemMbie KOMIIETEeHLIUH C YKa3aHHUeM 3TanoB ux ()opMUPOBaHUS B
mporecce 0CBOeHUs 00pa3oBaTe/IbHOM nMporpamMmbl. [ToKa3aTe/ld 1 KpUTEPUH OLeHUBAHUS
KOMIIeTeHI[U# C y4eToM 3Tana ux (popMHUpPOBaHUSA

Kog, HavmeHoBaHMe Kop HavimeHoBaHue JTana
KOMITeTEHLIUU |[KOMIIeTeHLU! JTarna OCBOEHUS|0CBOCHHWS KOMITeTeHLMH
KOMIIeTeHL[UU

HIIK-13 rOTOBHOCTb K pa3pabotke u|ITTK-13.1 3HaHHWe OCHOB pa3paboOTKK |
BHEZIDEHUIO  KafIpOBOM U BHe/IpeHUs KaJIpOBOM 7|
yTipaBeHue CKOn yTpaB/eHuecKol JOKyMeHTallWy,
IOKyMeHTall1Y, ONTUMM3ALUH JOKyMeHToobopoTa
ONTUMM3aL[U1 1 CXeM B3aUMOJENCTBUS MeXIY|
TOKyMeHTO000opoTa U CXeM rosipaszie/leHnsIMHA; HOPMAaTHUBHBIX
B3aMOZleliCTBUS MeXIY| MpPaBOBbIX aKTOB U MeTOAUYECKUX|
0/ipasie/IeHusIMY, JOKYMEHTOB, perjlaMeHTUPYHOLLX
BeZIeHHI0 KaJipOBOTr0 BOMNPOCHI CO3J,aHNs JJOKYMEHTOB U
1e/10TIPOM3BO/ICTBA u paboThl C HUMM, TpeOOBaHUA K
OpraHv3alid  apXHMBHOTO COCTaBJIeHHI0 U  O(OPM/IEHUIO
XpaHeHUst Ka/JpOBBIX OpraHu3aL[OHHO-
TOKyMEHTOB B pacropsiiuTeIbHOM
COOTBETCTBUU C TOKyMeHTall1y, ocobeHHOCTH
[1eNCTBYIOIIMMUA sI3bIKa CTy>KeOHOTO JOKyMeHTa
HOpPMAaTHBHO-TIPaBOBLIMU
aKTaMu

ITK-8 criocobHOCTh MpuMensaTs  [TK-8.1 3HaHue BU/IOB u dhopm
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TeXHOJIOTHUH B

MH(POPMaLMOHHO-
KOMMYHHUKAL[OHHbIe

rpodeCcCHOHATBEHON
1edATe/IbHOCTU C BH/IeHHeM
VX B3aUMOCBSI3el U
[MEePCIIEKTUB UCII0/Ib30BAHUSA

MH(OPMaLMOHHO-
KOMMYHHUKALMOHHBIX TEXHOJIOTUI

JTaln 0CBOeHUA IToka3zaTenn KpuTepuii oneHuBaHus
KOMIIeTeHI{UH OLIeHMBAHHUA
HIIK-13.1 3HaeT OCHOBBI Pa3paboOTKU U [Ty00OKO ¥  BCECTODOHHE  3HaeT|
3HaHMe OCHOB pa3paboTKu U BHe/IpeHUsI KaJpOBOU U TeopeTUYeCKWe U IIPaBOBble OCHOBDI
BHe/IpeHus! Ka/IpOBOH U yTipaB/eHueCcKoil JOKyMeHTalliy, [neonpor3Bo/CcTBa
yTipaB/ieHueCcKoi ONITUMM3aL{M IoOKyMeHTooOopoTa [[1yboKo U BCeCTOPOHHe — 3HaeT|
JOKYMEeHTalliH, ONTUMH3aLMK [ CXeM B3aUMOZIeMCTBUS MeXly ~ [TpeOOBaHMSI K COCTaBIEHHIO U
JOKyMeHT00060pOTa ¥ CXeM ro/ipaszeeHusIMY; HOPMaTUBHBIX [0(hOPM/IEHHIO CITy>KeOHBIX
B3aUMOJeCTBUS MEXY [PaBOBbIX aKTOB U METOJUYECKUX [IOKYMEHTOB

TNo/ipas/esieHusIMY;
HOPMAaTHBHBIX ITPABOBBIX aKTOB
Y METO/INUEeCKHX JOKYMEHTOB,
perjiaMeHTUPYIOLUX BOTIPOCHI
CO3[]aHUs1 JOKYMEHTOB U
paboTel ¢ HUMH, TpeboBaHUS K
COCTaBJIeHHIO U 0(hOPM/IEHUIO
OpraHU3aLOHHO-
pacrnopsiiuTe/bHON
JOKyMeHTall1, 0COOeHHOCTH
s13bIKa CTy>KeOHOTo JOKyMeHTa

[T0KYMEHTOB, perjlaMeHTHPYIOIINX
BOTTPOCHI CO37IaHMsI IOKYMEHTOB U
PaboThI C HUMU, TPeOOBaHUI K
COCTaB/IEHUIO ¥ 0()OPMJIEHUIO
OpraHH3aLOHHO-
pacropsiAnTeTbHON
[TOKyMeHTal[uH, 0COOeHHOCTe!
13bIKa CITy>KeOHOTO ZIOKyMeHTa

IK-8.1

3HaHUWe  BW/IOB
HMH(bOpMalMOHHO-
KOMMYHMKALTMOHHBIX
TeXHOJIOTH

u  dopm

Ornpesenser
H(pOPMAaLMOHHO-
KOMMYHHUKALIMOHHBIX TEXHOIOTHH

BU/TBI,

TUIIB]

UeTko ¥ 0OOCHOBAaHHO OIIpezesisieT
BU/IBL, TUMbl  WH(OPMAaLMOHHO-
KOMMYHUKAL[MOHHBIX TEXHOJIOTHI

4.3.2. Tunosbie OLjeHOUHbIE CPeACTBA

Bomnpocs! K 3auety
1.

OripesiesiiTe TIOHSTHSI [1€JI0TIPOU3BO/ICTBO, 3/IEKTPOHHOE [Ie/I0NIPOU3BO/ICTBO,

JIOKYMEHTHUPOBaHUe, JOKYMEHT, PEKBU3HT, IOpUIUUecKast CU/la JOKYMeHTa, OpraHu3aiiysi paboThl
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C  JOKyMeHTaMH, JIOKyMeHT0000poT, 3/IeKTPOHHBIN JIOKyMeHT0000poT, obbem
JIOKyMeHToo6opoTa

2. HasoBuTte ycsioBusi, obecrieurBaroijye HOPUAWYECKYIO CHTY O(HUIMATbHOTO
JOKyMeHTa

3. HasoBuTe Bu/ibl yHUDHULIMPOBAHHBIX CUCTEM JOKyMEHTaL[|N

4. Ha3zoBuTe cocraB  yHUUIMPOBAaHHOM  CHUCTEMbI  OpPTraHU3aI[MOHHO-
pacropsiIUTe/IbHON JOKYMeHTalH

5. KakumMu  HOpMaTWBHBIMH  JIOKyMEHTaMHM  yCTAaHAB/IUBAeTCS  TIOPSZOK

othopmieHUs1 OpraHU3alMOHHO-PACIIOPSJUTETBHBIX JOKYMeHTOB? Kak OHM COOTHOCSITCS MEeXIy
coboi?

6. Kakoe koyuecTtBo pekBU3UTOB ycTaHoBeHO I'OCTom?

7. Kakum npaBOBBIM aKTOM yCTaHOBJIEH TIOPSIIOK MCIIO/b30BaHUsI U300paykKeHuUst
T'ocynapctBenHoro repba Poccuiickoii @eseparyy Ha 671aHKaxX 0(UIMATbHBIX JOKyMEHTOB?

8. Kakue opraHuszaiuu U [JO/DKHOCTHBIE /MLl MMEIOT MpaBO UCII0/Ib30BaTh Ha
O7aHKax [IOKYMEHTOB MHOTOLBeTHOe wu300pakeHue I'ocymapctBeHHoro repba Poccutickoit
®Pepnepayuu?

9. Ha 67aHKax KakuX OpraHM3aljii MCIO/b3yeTCsl OJHOL[BETHOe H300pakeHue
TocymapctBenHoro repba Poccutickori ®eneparyn?

10. Kakue opraHusalyy MOTYT HCIIO/b30BaTh Ha CBOMX OaHKaxX M300pakeHHe
LIeHTpa/lbHOW (Urypbl 0e3 TepajbJuueckoro Imuta locysapcTtBeHHoro repba Poccuiickoii
®epneparuu?

11. Ha3oBuTe cocTaB peKBU3WTa «CIPAaBOUHbIE JaHHBIE 00 OpraHU3aLumN».

12. KakyM HOpMaTHBHBIM aKTOM YCTaHaB/IMBAeTCs MOPSAA0K 0(OpMIIeHUs [aThl B
Oo(ULIMA/IbHBIX JOKyMeHTax?

13. Kak odopmsiercs jata cyioBeCHO-IMGPOBBIM criocobom?

14. B kakom mnazexe opopmsieTcsl AO/DKHOCTh /ML, KOTOPOMY HarpaB/isieTCsl
JIOKyMeHT?

15. Kakoe koyiuecTBO aZjpecaTtoB MOXHO PacIiO/IOKUTh Ha JIMCTe JOKyMeHTa?

16. KakyM NpaBOBBIM aKTOM yCTaHaB/IMBaeTCsl MOPsA0K OpOpM/IeHHUs afjpecara B
peKBH3UTaX O(PULIMATBLHOTO JOKYMeHTa?

17. B kakoM mopsake pacrosiaratoTcss 3/7eMeHThl ajzpeca B peKBU3UTax
ouLManbHOTO JOKyMeHTa?

18. Kak odopmsiercs rpud yTBep>KeHHus JOKyMeHTa?

19. Kak odopmnsieTcsi rpud coryiacoBaHusi JOKyMeHTa?

20. Kak pacumpossiBaetcst abbpeBuarypa OKY/]?

21. Kak crnegyer oQopMUTb pEKBU3UT «IIOAIHCH», €C/Id Ha [IOKyMeHTe

3aroTOB/€Ha TOANWCH PYKOBOAUTENS TOJpasfie/ieHusi, a TMOANUChIBaeT [OKYMEHT ero
3aMeCTUTeJb?

22. Kakue 3nemeHTBI BK/TFOUaeT B cebst pekBu3UT «OTMeTKa 00 UcroHuTe e» ?

23. MoXHO 1 B HauMeHOBaHUU (peZlepabHOrO OpraHa B/aCTU HCII0/b30BaThb
abbpesuarypy PD?

24. Kak oopMuUTh 3aro/ioBOK K TEKCTY, eC/Id OH COCTOUT U3 HECKOIbKUX CTPOK?

25. Kakoil JOKyMeHT He UMeeT B CBOeU CTPYKType Ha3BaHUs BU/A JOKYMeHTa?

TunoBble 3a/jaHUs:

1. CpaBHHUTE BO3MOXXHOCTH DYYHOM U 3/1eKTPOHHOM (hOPMbI KOHTPOJISI UCIIOJTHEHHS
JOKyMeHTa.
2. Bbl nmonyunny no 371eKTPOHHOM MOYTe IPUKa3 OT BBIIECTOSALeN OpraHv3alivy,

KakHe PpeKBHU3HUThI JOKYMEHTA Bbl BHECETE B PErMCTPALIMOHHYIO KaPTOUKY
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CpaBHHTE BO3MOKHOCTH pa3/MYHBIX BHJIOB IIOWMCKa HWH(OpMaLMd B CUCTeMe

3JIEKTDOHHOI'O AOKYMEHTOO6OPOTEI.

4.
5.
6.
7.
8.

[pepnoxuTe criocoObl BBOAA OYMaXKHBIX JOKYMEHTOB B 3/IeKTPOHHBIN apXyB.
CpaBHHUTe BO3MOXXHOCTH OyMa)kKHOU U 37IeKTPOHHOU PeruCTPaLiOHHON (POPMBI.
[pepnoxure criocob cucTemaTy3anuy JOKYMEHTOB B 3/IEKTDOHHOM apXUBe.
Co3paiite cxeMy 00pabOTKM BXOZSIIEr0 IOKYMeHTa B OpraHU3aLiiy.

Co3paiite foKymMeHT «®akKCMMUIBHOE COOOIeHWe» Ha OCHOBE CTaHJapTHOTO

urabsiona Microsoft Word.

9.

3aperucTpupyure JOKYMEHT, [PUILIe/IINH 10 3/IeKTPOHHOU I10YTe.

[ITkana oreHUBaHUS.

OlleHKa 3HAHWM, YMEHHH, HaBBIKOB TPOBOJMTCS HA OCHOBe 0a/UIbHO-PEUTHHIOBOM
cucremsl: 30% u3 100% (vm 30 6annoB u3 100) - BKIa[ B UTOTOBYIO OLIEHKY I10 pe3yJ/ibTaTam
MPOMEe)XYTOUHOM aTTecTalj|Hy.

[Ipu onjeHMBaHMHM OTBeTa O0OYYAIOLIErocsi B XOZe TMPOMEKYTOUHOM aTTeCTaljii MOYKHO
ONUpaThCs Ha CJlefyIoLLME KPUTEPUN:

Bamnel

Kpurepuii ouieHKH

26-30

OOyuarouiicsi  TOKa3bIBaeT BBICOKWM  ypOBEeHb KOMITETEHTHOCTH, 3HAHUS
MpPOrpaMMHOTO  MaTepuasna, YyueOHOW, mepuoAuyeckod U  MoHoOrpaduyeckoi
JIUTepaTyphl, 3aKOHO/ATeNbCTBA M TIPAKTUKA €ro TPUMeHEeHUsl, PAaCKpbIBaeT He
TOJIBKO OCHOBHBIE TIOHATHS, HO W aHAJIU3UPYyeT MX C TOUKU 3DEHUs] Pa3/UuHBbIX
aBTOpoB. OOyyYarOMKiiCcsS MOKa3bIBaeT He TOIbKO BBICOKHMH YPOBEHBb TeOPeTUYeCKHX
3HaHWM, HO W BUAUT MeXIUCLUIIMHApHbIe CBsi3u. [IpodeccroHanbHO, TPaMOTHO,
TI0C/IeIOBaTeIbHO, XOPOLIMM SI3bIKOM YeTKO M3/1araeT MaTepHas, apryMeHTHPOBAHHO
dopmyUpyeT BbIBOJbl. 3HaeT B paMKaxX TpeOOBaHMI K HampaBieHHI0 U MPOGUII0
TIOATOTOBKMA 3aKOHO/|aTellbHO-HOPMAaTHBHYI0 M TIpaKTHYecKyto 0Oa3y. Ha Bompochr
OTBeYaeT KpPaTKO, apr'yMeHTUPOBAHO, YBEPEHHO, 110 CYILIeCTBY.

16-25

OOyuaromnuiicsi TIOKa3bIBaeT JOCTaTOUHBIA YPOBEeHb KOMITETEHTHOCTH, 3HaHUs
MaTepHuasioB 3aHATHM, yueOHOM M MeTOJUYeCKOU JITepaTyphbl, 3aKOHOZATebCTBA U
MPAaKTUKU €ro NMpUMeHEeHUsl. YBEPeHHO U MpOQeCcCUOHaNbHO, TPAMOTHBIM SI3bIKOM,
SICHO, YeTKO M IIOHSTHO M3/1araeT COCTOSIHME U CyThb BOMNPOCA. 3HaeT HOPMAaTUBHO-
3aKOHO/|aTe/lbHYyI0 M TpakTH4yecKyl0 0a3y, HO TIpM OTBeTe [OIyCKaeT
HecCyll[eCTBeHHbIe 1orpemHocTi. OOyyJaromuiics MoKa3biBaeT JOCTAaTOUHbBIN YPOBEHb
npodecCHOHaNbHBIX 3HAHWM, CBOOOJHO OTepupyeT TMOHSATHSIMH, METOZAMU OLIeHKU
NIPDUHATHSL peIlleHrl, HMeeT I[pefiCTaB/eHre: O MeXAUCLAIIMHAPHBIX CBA3SX,
yBSI3bIBA€T 3HAHWS, IIOJIyYeHHble MPU M3yUEeHUM Ppa3/WyHbIX [UCLUIUIMH, YMeeT
aHa/IM3UpPOBaTh INPAKTUYeCKUe CUTyallid, HO JO0IyCKaeT HEeKOTOpble MOrPeLIHOCTH.
OTBeT MOCTPOEeH JIOTUYHO, MaTepua U3/1araeTcsi XOpPOLUIUM SI3bIKOM, MPUB/IEKAeTCs
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VH(POPMAaTHBHBIM W W/UIIOCTPUPOBaHHbI MaTepuas, HO TPU OTBeTe [JOIyCKaeT
HEKOTOpbIe TIOrPeLHOCTHA. BONpoCk! He BI3bIBAIOT CYILeCTBEHHBIX 3aTPYJHEHU.

6-15 OO6yuaromuiicsi Moka3blBaeT JOCTaTOUHble 3HAHHS MaTepUa/iOB 3aHSATUM, HO TIpU
OTBeTe OTCYTCTBYET JOJKHAsl CBsI3b MEX/y aHa/u30M, apryMeHTalyeil 1 BbIBOAaMHU.
Ha mocraBieHHble ujeHaMM KOMUCCHM BOTIPOCHI OTBeUaeT HeyBepeHHO, AOMyCKaeT
norperHOCTA. OOyyYaroUUiics B/aZieeT TMPAKTUUECKUMU HaBbIKaMH, TPUB/IEKAET
WITIOCTPAaTUBHBIM MaTepuan, HO UyBCTByeT cebsi HeyBepeHHO TIIpU aHau3e
MEXJUCLIMIUIMHAPHBIX CBsi3eli. B oTBeTe He Bcerja NPUCYTCTBYeT JIOTHKA,
apryMeHTbl TIPUBJ/IEKAIOTCS HEJOCTaTOYHO Beckue. Ha TocTaB/ieHHbIE BOIIPOCHI
3aTPYJHSIETCS C OTBETaMH, TIOKa3bIBaeT HeJ0CTaTOUHO TTyOOKHe 3HaHMUSI.

0-5 OOyuaronuiicsi TIOKa3blBaeT cjiabble 3HAHUSI MaTepPHaiOB 3aHATHH, y4eOHOMH
JIUTEpaTyphl, 3aKOHO/ATENbCTBA W TIPAKTHKM €ro TNpUMEeHEHUs, HU3KUH YpPOBEHb
KOMITETEHTHOCTH, HeyBepeHHOe H3/IoKeHHe Borpoca. OOyuaroujuiicsi ToKa3biBaeT
cabblii  ypoBeHb TPO(eCCHOHANBHBIX 3HAHWM, 3aTPyJHSETCS TpU  aHajm3e
NPaKTUYeCKUX CUTyaruid. He Mo)keT TpUMBECTH TPUMepPbI U3 peabHOW TMPaKTHKH.
HeyBepeHHO U JIOTMUeCKH HeTIOC/Ie[jOBaTe/IbHO M3/araeT MaTepvas. HerpaBusibHO
OTBeuaeT Ha BOTIPOCHI UM 3aTPYJHSETCS C OTBETOM.

[ITkana nmepeBo/ja U3 MHOTO0OA/I/TbHOW CUCTEMBI B TPAJIULIMOHHYO:

- oOyuarolemMycsi BBICTAaBJISIETCS OLleHKa «He 3auTeHO», eCyid oOyuaromuiics Habparn
MeHee 50 06asios,

- OL|eHKa «3auTeHO» BBICTABJISIETCS TIPU YCJIOBUH, ec/ii obyuaroimiics Habpan ot 50 710
100 6asoB.

100 6as10B BBLICTAB/ISIETCS MDY YCJIOBUU BBITIOJIHEHUSI BCeX TpeDOBaHMH, a Takxke IpU
00si3aTe/lbHOM TIPOSIBJIEHWM TBOPUECKOTO OTHOIIEHUsT K TIpeMeTy, yMeHWU HaXOJWTh
OpWTHHAJIbHBIE, He COZepiKaliyiecs B yuyeOHHKaX OTBeThl, yMeHWH paboTaTh C MCTOYHHKAMHU,
KOTOpbIE CO/IepKaTCsl JIOTIOJTHUTE/TBHOM JiTepaType K KypCy, YMEHWH COeJUHSATh 3HaHWUS,
TI0/TyYeHHbIe B JAHHOM Kypce CO 3HaHHUSIMH JPYTUX JAWUCLIUTIIVH.

4.4. MeToauyecKre MaTepuasIbl

YCTHBINM OMpOC SIBISIETCS OJHUM W3 OCHOBHBIX CIIOCOOOB TMPOBEPKH YCBOEHMsI 3HAaHWM
oOyuaromumucs. Pa3BepHyTbIli OTBeT CTyJeHTa JOJ/DKeH TIpeACTaBisATh €000 CBsI3HOe,
JIOTUYeCKU TIOC/Ie/[oBaTe/IbHOe COOOIIleHHe Ha Ompe/ie/IeHHYI0 TeMy, MOKa3biBaTb €r0 yMeHHe
TIPUMEHSATh OIpe/le/ieHus], TpaBW/la B KOHKPETHbIX CaydasgX. OCHOBHble KPUTEPUU OL€HKU
YCTHOTO OTBETa: MPaBW/IBHOCTh OTBETa IO CO/IePKAHUIO; TMOJHOTA W TIyOWHa OTBETa; JIOTHMKA
W3J/I0KeHUs1 MarTepuana (y4yuTbIBaeTCsi yMeHHe CTPOUTh LIeJIOCTHBIM, T0C/e[0BaTelbHbIN
pacckas, TIpamMOTHO TO/b30BaTbCs  ClleLMaZbHOM  TEpPMHHOJIOTHEH);  MCMO/b30BaHUe
JIOTIOJIHATeTbHOT0 MaTepuara.
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5. MeToguuecKHe yKa3aHus J/Isi 00y4aloiuxcsi M0 0CBOEHUK) UCIUIUIHHBI

Memoduueckue ykazaHusi no camocmosimeabHoll N0020moeKe K 3aHIMusiM J1eKYUOHHOZ20,
npakmuuecko2o (CeMuHapcko20) muna:

[ToAroToBKa K 3aHSATHSM J[IO/DKHA HOCUTH CUCTEMAaTHUeCKHil xapakTep. JTO TIO3BOJIUT
o0yuaroremMycsi B 1oJiHoM 06bemMe BBITIOJTHUTEL BCe TpeboBaHMs rperofaBaresis. O0yJaroummcs
PeKOMeH/IyeTCsl M3y4yaTb KaK OCHOBHYIO, TaK U [OTOJIHUTEbHYIO JUTepaTypy, a TaKxe
3HAaKOMHUTHCS C VIHTepHeT-UCTOYHMKaMU (CIUCOK TpHBeeH B pabodell mporpaMme 10
JIACLIUTLITIHE).

Bonpocbl 015 camocmosimenbHO20 U3yyeHust (CamonpoeepKu):

1. OBomouus kKomrbroTepuzauyu. MHrepHe/IHTpaner. ®LII  «3DJeKTpoHHAas
Poccus».

2. Cocrapnsitoiye 3hQGeKTUBHOCTH CUCTEMbI TOCYZAPCTBEHHOTO YIIPAB/IE€HHS —

3 PeKTUBHOCTh OT/E/BHBIX OPraHOB B/IACTH, 3(pHEKTUBHOCTb B3aUMO/IEHCTBUS C

rpakziaHamu U 6u3HecoM, 3(h(heKTUBHOCTD OT/Ie/TbHBIX OPraHOB BJIACTH.

WudopmarmonHas cuctema. 310 Kak yacTb MHOOPMAIIMOHHON CUCTEMBI.

YHubUKaLys ¥ CTaHAApPTU3aIKs JOKYMEHTOB.

YHU(PULIMIPOBaHHbBIE CUCTEMBI JOKYMEHTAI[|H.

ITokyMeHT0000pOT, J1e/I0NPOU3BOICTBO.

Mogenu enonpou3Bo/CTBa.

CrpykTypa ciyx6e1 JOY.

ITokymeHTO060pOT Ha 6a3e 37IeKTPOHHOM TTOUTHI.

0. Beibop mozxo/ja K aBTOMaTU3aliu JOKyMeHTO000poTa.

1. OeHka mOTPeOHOCTM B CUCTeMax 37eKTPOHHOTO /IeJIONPOU3BOJCTBA U

JNOKyMeHTOObOOopOTa.

12. ObocHOBaHWEe HeOOXOAMMOCTH mepexosa K  0e30yMa>kHOW  TEXHOJIOTHH
yTIpaB/IeHUs.

13. MeTozbl KOHTPOJIS omieparivii. MeTozibl UHIEKCUPOBaHUS [JOKYMEHTOB.

14. OcHOBHBI€ 3a/laur CUCTEMbI 37IEKTPOHHOTO AoKymeHToobopoTa (C310).

15. OcHOBHBIE TPOOIEMBI Tiepexofa K 3JIEKTPOHHOMY /IeJIOTIPOM3BOJCTBY B
roCyzlapCTBeHHOH Cityx0e.

RPELON AW

OO6yuaroruiicsi TOTOBUT JJOK/IaZ B (hopMe YCTHOTO COOOIIeHHUs TI0 TeMe JUCLIUTUIAHBL.

[IpennaraeTcst cnefytoljasi CTPyKTypa J0K/aja:

1. Brenenue:

— YKa3bIBaeTCsl TeMa U 1ie/ib I0K/I1a/1a;

— ob03HavaeTcst mpoOieMHOe TI0/Ie, TeMaTHUeCKre pas/esibl JOK/asa.

2. OCHOBHOe cojiepyKaHue [JOK/Iaja:

— MOC/e/10BaTe/IbHO PACKPBIBAKOTCSl TeMaTHUeCKue paszenbl JoKaaza.

3. 3ak/roueHue:

— TIPUBOJSITCSI OCHOBHBIE Pe3yJ/IbTaThl U CY>K/|€HUsI aBTOpa T10 MOBO/AY IyTel BO3MOXXHOI'O
pellieHns PaCCMOTPEHHOU TIPO0/IEMBI, KOTOPbIE MOTYT ObITh 0(hOpMJIEHBI B BHZIEe PEKOMEH/IAIUH.

KoHTposib camocTosiTeNIbHOM paboThl OCYIECTB/ISIETCS B paMKaX OMPOCOB TI0 TeMaw,
TIpeZlyCMOTPEHHBIM paboueli MpOrpaMMOM JIMCLIATUIHBIL.

Memooduueckue pekomMeHOAyuU No 8bINOAHEHUKO MeCmoablx 3a0aHull

17151 BBITIOJTHEHUST TeCTOBOTO 3a/laHusl, TpeX/ie BCero, cjiefilyeT BHUMATe/bHO MMPOUUTATh
rocTaB/ieHHbIM Boripoc. ITocsie 03HaKOM/IeHUsI C BOIIPOCOM CJle[lyeT TPUCTYNaTh K MPOYTEHHUIO
Tipe/ijlaraeMbIX BapUaHTOB OoTBeTa. HeoOX0[MMO MPOUYMTaTh BCe BADHAHTHI U B KaueCTBe OTBETa
clepyeT BbOpaTh /ML  OAWH WHAEKC (IMdpoBoe 0003HaueHHE), COOTBETCTBYIOLIUM
MPaBUWILHOMY OTBETY.
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TecTbl cocTaB/eHbl TaKUM 00pa3oM, UTO B KaXK/OM W3 HUX TMPaBWIbHBIM SIB/ISIETCS Kak
OAVH, TaK U HeCKOJbKO BapHaHTOB. Bbibop [o/pkeH ObITH CZlenaH B TIO/Ib3y Hauboree
NIPaBUILHOTO WY NIPaBUJIbHBIX OTBETOB.

Ha BbINO/IHEeHWe TecTa OTBOAUTCA OrpaHuyeHHOe Bpems. OHO MOKeT BapbUpOBAaThbCs B
3aBUCUMOCTH OT YPOBHSI TeCTUPYeMbIX, CJIOXXHOCTH U oObeMa Tecta. Kak mpaBumo, Bpems
BBITIO/THEHUs TeCTOBOIO 3a/laHus ornpefessieTcs u3 pacuera 30-45 ceKyH/ Ha OJUH BOIIPOC.

Kpurepry OLieHKH BBINOJHEHHBIX CTYJEHTaMU TeCTOB OIpe/ie/IsitoTCS MperofaBaresiem
CaMOCTOATe/IbHO. PeKoMeHyr0TCs cieiyrole KpUTepUn OL|eHKH:

85% — 100% mnpaBUIBHBIX OTBETOB — «OT/IUYHOY;

66% — 84% npaBU/IbHBIX OTBETOB — «XOPOLLIO»;

50% — 65% npaBUIBHBIX OTBETOB — «Y[OBJIETBOPUTE/ILHOY;

MeHee 50% npaBUIbHBIX OTBETOB — «HEYZ0B/IETBOPUTE/ILHOY.

[Tpy mozBejeHNM UTOTOB T0 BBIMO/JHEHHOW paboTe peKOMeHAyeTCsl MPOaHaIN3UpOBaTh
JOTyILeHHbIe OLINOKY, TIPOKOMMEHTHPOBATh UMEIOILHecs B TeCTax HellpaBU/IbHbIe OTBeTHI.

6. YueOHas iMTepaTrypa u pecypchbl HH(GPOPMaLMOHHO-Te/IEKOMMYHUKAI[UOHHOM CeTH
"HTepHeT", yueOHO-MeToAMUYeCKoe o0ecrneueHrne CaMOCTOATE/TbHOM PadoThI
00yUarOIUXCSA N0 JUCHHITHHE

6.1. OcHoBHas UTEepaTypa
1. KysneuoBa W.B. [lokymeHTalMoHHOe obecrieueHre yIIpaBieHUsI T€PCOHA/IOM:
yuebHoe rtocobue. — M.: JlaikoB u K, Aii [Tu Op Meaua, 2014. —220 c. — D/IeKTPOHHBIM pecypc:
http://www.iprbookshop.ru/15713

6.2. lono/iHMTe/IbHASA JIMTepaTypa

1. BeperexuHa C.B. OeKTPOHHBIN JIOKyMEHT0000pOT B KaZIpOBOM
JleJIoNpou3BO/ICTBe // YnipaBieHue repcoHasom. — 2015. — T. 4. — Ne. 6. — C. 78-82.

2. Bunorpagosa E.A., [IlanoBanosa JI.[]. [lIoKkymMeHTHpOBaHHe C/Ty>KeOHbIX OTHOIIeHHH
B OpraHax BHyTpeHHUX Jen // [JenonpousBofctBo. — 2015. — Ne. 3. — C. 62-67.

3. CasbikuH A.B. KazgpoBoe [enonpou3BOJCTBO Ha OCHOBaHMM TpyZ0BOTrO KoOZeKca
Poccwuiickoii @ezeparun: MeToanueckoe mocobue. — M.: Ok3amen, 2009. — 352 c.

4. IllyBanoa H.H. OCHOBBI Ka/IpOBOTO [IeJIOTIPOM3BO/ICTBA U SI3BIK CTY>KeOHOTO
JloKyMeHTa: npe3eHTaluoHHble Matepuanbl / PAT'C mpu Ilpesuznente P® (PAI'C), Kadeapa
rOCyZIapCTBeHHOW CTyKObI U KaJipoBo# moyutuku. — M.: V3a-Bo PAT'C, 2011. — 375 c.

5. Choochote K., Chochiang K. Electronic Human Resource Management (e-HRM) of
Hotel Business in Phuket // International journal of advanced computer science and applications.
—2015.-T. 6. —Ne. 4. — C. 73-78.

6.3. YueOHO-MeTOoANUECKOE 00ecrieueHre CaMOCTOATE/TbHOH PadoThI
1. BunorpazoBa E.A., IllanoBanoBa JI.[I. [lokyMeHTUpOBaHUe C/Ty>KeOHBIX OTHOIIEHUI
B OpraHax BHyTpeHHUX Jen // [JenonpousBogctBo. — 2015. — Ne. 3. — C. 62-67.
2. CasbikuH A.B. KagpoBoe [enonpou3BOJCTBO Ha OCHOBaHMM TpyZ0BOTrO KoOZeKca
Poccwuiickoii @ezeparun: MeToanueckoe mocobue. — M.: Ok3amen, 2009. — 352 c.

6.4. HopmaTHBHbIe NIPaBOBbIe JOKYMEHTbI
1. TpygpoBoit koaekc Poccutickoii @egeparyu. enepanbHbiid 3akoH 0T 30.12.2001 N
197 (npunsit '] ®C PP 21.12.2001).
2. 06 wuHdopmaiuu, WHGOPMALMOHHBIX TEXHOJOTHSX W O 3aliure WHGOpMAaIUH.
®enepasnbHbIi 3aKoH OT 27.07.2006 N 149-®3 (ripunsit ['[] @C PP 08.07.2006).
3. O6 akiuoHepHbIX oOmecTBax. denepanbHbli 3aKOoH OT 26.12.1995 N 208-®3
(mpunsit I'1 ®C PD 24.11.1995).
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4. O6 obmecTBax € OrpaHUYeHHOW OTBETCTBEHHOCThIO. (PejepanbHBbIi 3aKOH OT
26.12.1995 N 208-®3 (mpunst I'l ®C PD 14.01.1998).

5. O nepcoHanbHbIX AaHHBIX. PepepanbHbii 3aK0H 0T 27.07.2006 N 152-D3 (ripusar
'] ©C PD 08.07.2006).

6. O KomMmepueckoil TaiiHe. @efiepanbHblil 3aK0H OT 29.07.2004 N 98-®3 (npunst I'/]
OC PP 09.07.2004).

7. O byxranrepckoMm ydere. @enepanbHbiii 3akoH 0T 06.12.2011 N 402-@3

8. 06 apxuBHOM Jienie B Poccuiickoit degeparyu. ®esepanbHbiid 3aKkoH oT 22.10.2004
N 125-®3 (mpunst I'] @C PP 01.10.2004).

9. O TpyzoBbiXx KHWKKax. (BMecTe c "[lpaBWnamu BefleHHWs U XpaHEHHS TPYZOBBIX
KHIDKEK, M3TOTOB/IeHUsI OJIaHKOB TpPY/IOBOM KHIDKKM U oOecrieueHuss UMu pabotopaTeneii”)
[Tocranosnenue IlpaButenscrBa P® ot 16.04.2003 N 225.

10. O6 ytBepxaeHny [TonoxxeHust 06 ocobeHHOCTsIX 06pabOTKM MepcoHaNbHBIX JAHHbIX,
oCylLecTB/IsieMOl 6e3 UCI0/b30BaHUs CPeJCTB aBToMaTu3aluu. [TocraHoBeHue [IpaBuTesibCcTBa
P® or 15.09.2008 N 687.

11. O mnepeuHe cBefeHWM, KOTOpble He MOIYT COCTaB/ISATb KOMMEPUYECKY TauHY.
IToctanosnenue Ilpasutenscrea PCOCP ot 05.12.1991 N 35.

12. O6 yTBepkaeHnr VIHCTPYKIMU TI0 3ar0/IHEHUIO TPYAOBBIX KHIDKeK. [locTaHOB/IeHue
Muntpyzga P® ot 10.10.2003 N 69 (3apeructprpoBaHo B Musntocte P® 11.11.2003 N 5219).

13. O6 ytBepxzeHuu [losokeHUss O TIOpsiiKe M CPOKax XpaHeHWs [JOKYMEHTOB
akoHepHeIx  o60mjecTtB. [loctanoBnenne @KIB P® or 16.07.2003 N 03-33/mc
(3apeructpupoBaHo B Muntocte PD 21.08.2003 N 4994).

14. O6 yTBep)kaeHUN YHUPULIMPOBAHHBIX ()OPM IMEPBUYHON YUETHOM JOKYMEHTALMH T10
y4deTy TpyZa U ero oruiatel. [locraHoBnenue I'ockomcrara P® ot 05.01.2004 N 1.

15. IlepeueHb TUIOBLIX YIpaBlIe€HUECKMX APXMBHBIX [IOKYMEHTOB, 00pa3yIOIUXCsS B
rpoLiecce JeATeNbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYyIpaB/ieHUsl U
OpraHu3alii, C yKasaHveM CpOKOB xpaHeHus. [Ipuka3 MunkynsTypsl Poccun ot 25.08.2010 N
558

16. O mpuHATUM ¥ BBeJleHWM B [leHCTBHE T'OCYJApCTBEHHOrO CTaHzapra Poccuiickon
®enepauyu” (BMecTe C "YHUGHULUMPOBAHHOW CHUCTEMOM AOKYMeHTalUM. YHU(UIIMpOBaHHAs
CHCTeMa OpraHM3aljIOHHO-PACIIOPSJUTeNbHON AOKyMeHTalyd. TpeboBaHus K 0hOpMIIeHHIO
nokymeHnToB. 'OCT P 6.30-2003"). [ToctanoBnenue ['occranpapra P® ot 03.03.2003 N 65-cT.

17. OcHoBuble [IpaBuma paboThl apxwBOB opraHu3auuil. OfoOpeHbI peleHHEM
Kosneruu Pocapxuga ot 06.02.2002.

18. OK IIATP. O6mepoccuiickuii knaccupukaTtop npodeccuii pabounx, JO/DKHOCTeH
cayKamux U Tapu@Hbix paspsigoB. IloctaHonenue ['occranzapta PP or 26.12.1994 N 367
(mara BBegenus 01.01.1996).

19. OKCO. OO0111epoccriicKuii KnacCU(pUKaTOp CIeaabHOCTeH 1Mo 00pa3oBaHHUI0. YTB.
[ToctanoBnenuem I'occranpapta P® ot 30.09.2003 N 276-ct. (nata BBegenusi 01.01.2004).

20. OKMH. O6biepoccuiickuii  knaccudukarop uWHGOPMAlMd O HaceleHUH. YTB.
[MoctranoBnenuem I'occranaapta P® ot 31.07.1995 N 412. (nata BBefenusi 01.07.1996).

21. OKATO. OOmiepoccuiickuii  KacCU(UKaTop  00BEKTOB  aJ[MUHHCTPATUBHO-
TeppUTOpUabHOro feneHus. YTB. IlocranosienueMm ['occrangapra P® ot 31.07.1995 N 413.

22. KBam(vKalMOHHBIA CIPaBOYHMK [O/DKHOCTEM DYKOBOAUTEsEH, CHelaJucTOB U
apyrux cayxawux. YTB. ITocranosnienunem Muntpyzaa PO or 21.08.1998 N 37.

23. O6 yTBep)eHNM MeXOTpac/aeBbIX YKPYITHEHHbIX HOPMAaTUBOB BPeMeHU Ha pabOoThI
I10 KOMIUIEKTOBaHUIO U yueTy KaapoB. IToctanosnenre Muntpyzaa CCCP ot 14.11.1991 N 78.

24. 0 TuroBoW WHCTPYKLMU IO [Ie/IONIPOM3BOACTBY B  (pefjepajbHBIX OpraHax
VICTIO/THUTE/IbHOW B/IaCTH.

6.5. IHTepHeT-pecypchl, ClipaBOUYHbIE CHCTEMBI
1. http://www.kadrovik-praktik.ru/
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http://www.help-hr.ru/

http://www.hr-portal.ru/pages/poloj/ikdp.php

http://www.delo-press.ru/magazines/staff/sections/181/
http://www.kribel.ru/kadric/015.html

http://www.bizneshaus.ru/delo.html
http://www.kadri.com.ua/arb/27-vnesenie-izmenenij-v-kadrovye-dokumenty.html
http://www.profiz.ru/kr/7 2008/obyazat kadrov dokumenty

. http://www.audit-it.ru/articles/personnel/al10/44299.html

10. http://www.eos.ru/eos products/eos kadry/

11. http://www.rusarchives.ru/

©ONDU A WN

6.6. IHbIe HCTOUHUKH
1. Ab6ynagze, /. TI./lokymeHTallMOHHOe o0OecriedeHHe YIIpaBAeHUs I1€PCOHAIOM
yueOHUK U TIPaKTUKyM /i akajeMuueckoro OakanaBpuara / [I. I. AGynagse, U. B.
Bempsokknna, B. M. MacmoBa. — M. : WUszpgartensctBo Hpairt, 2016. — 299 c.
http://www.biblio-online.ru/thematic/?44&id=urait.content.4B180AEE-8B42-4392-9D7A-

772015302875&type=c_pub

7. Marepua/ibHO-TeXHHYeCKas 0a3a, H(popMaLoHHbIe TEXHOJIOTHH, MPOrPaMMHOe
obecrieueHne u HHGOPMaIIOHHBIE CIIPABOYHBIE CHCTEMbI

[nis mpoBefileHUsI 3aHATUN 10 [JUCLUILIMHE HeoOXOoJuMO CJiefiylolllee MaTepraabHO-
TexHU4Yeckoe obecrieueHue: yueOHble ayJUTOPUM [is TIPOBEJEHUs] 3aHATHM JIEKLIMOHHOTO U
CeMMHApCKOT0 TWIA, TPYMNMOBLIX U WHAWBUAYaAJbHBIX KOHCY/bTAL[UM, TEKYILlero KOHTPOJIS U
TIPOMEXKYTOYHOM aTTeCTal[|H, TIOMELIeH s /i CAaMOCTOsITe/TbHOU PaboThI.

[TporpammHoe obecrieuenre: Microsoft Windows 10 LTSB 1607, Microsoft Office
Professional 2016.

WHudopmarimoHHble cripaBouyHble cuctembl: HayuHass 6ubmvoreka PAHXwul'C. URL:
http://lib.ranepa.ru/; HayuHas 3/1eKTPOHHAs! bubmioTeka eLibrary.ru. URL:
http://elibrary.ru/defaultx.asp; HaimoHanbHasi 3nekTpoHHasi O6ubmoreka. URL: www.nns.ru;
Poccwmiickasi rocygapctBeHHass Oubmioreka. URL: www.rslru; Poccuiickass HaupoHanbHast
oubmmoreka. URL: www.nnirru; OnektpoHHass  6ubnvoreka  Grebennikon. URL:
http://grebennikon.ru/; SnekTpoHHO-0MOMMOTeUHast cucteMa M3marenbcTBa «/laub». URL: http://
e.lanbook.com; OneKkTpoHHO-6uOMMOTeuHass cucteMa FOPAMT. URL: http://www.biblio-
online.ru/.
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