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1. Ilepeuyenn

IJIAHMPYeEMBbIX

pe3yJbTaToB O00y4YeHUs

Mo JUCHUIUIMHE (MOAYJII0),

COOTHECEHHBIX € MJIAHUPYEMbIMH Pe3yJIbTATAMHU OCBOEHHS NMPOTrPaMMBbI
1.1. Jucummnmuaa b1.B.JIB.01.01 «D1eKTpOoHHBII JOKYMEHTO000POT» 00€CIICYNBACT OBJIAJICHUE
CJIEIYIOIIMMU KOMIETSHIUSMU C YU€TOM ITAroB:

Kon HaunmenoBanue Kox »orana | HaumenoBanue  3Tama  OCBOCHHS
KOMIIETEH | KOMIETEHIIUU OCBOCHHUS KOMITETCHIIH
10707 KOMITETEHI]
2031
OIIK OC- | cmtocoO6HOCTD noctossHHO | OIIK  OC- | cmoco6HOCTh  MpUOOpeTaTh  HOBBIE
1 COBEPILIEHCTBOBATh 1.2 3HaHUST U YMEHUS, TOBBIIIATH CBOMU
JOCTUTHYTBIN YpOBEHb MHTEJUIEKTYalbHBIH u
poecCHOHATLHOTO OOIIEKYIbTYPHBIH YPOBEHb,
MIPaBOCO3HAHUS u pa3BUBaThH colLlMaJIbHbIE u
YBaXXUTEIBHOTO OTHOILICHUS npodeccnoHabHBIC KOMITETEHITUH;
K [IPaBy U 3aKOHY

1.2. B pe3ynbTare 0CBOCHUS JUCUMILIMHBI Y CTYI€HTOB JIOJKHBI ObITh CHOPMUPOBAHBI:

OTO/TD
(mpu namnunn| Ko Jramna
npodcrangapra)/ 0CBOEHHUSA Pe3yabTaThbl 00y4eHUsA
npogeccHoHaIbLHbIE KOMITeTEeHIIHH
JICUCTBUSA
OIIK OC-1.2 |Ha ypoBHe 3HAHMIi:

- OCHOBHBIE METO/Ibl, CIIOCOOBI U CPE/ICTBA MOBBILICHNUS
MHTEJJIEKTYaJIbHOTO U OOLEKYJIBTYPHOTO YPOBHS;

- - Tpe0OBaHUs TPOPECCUOHATLHOM 3TUKHU IOPUCTA;

- CYUIHOCTh M COJ€p)KaHWE OCHOBHBIX HOHSTHH,
KaTeropuil ¥ MHCTUTYTOB JUCLHUIUIMH, CIIOCOOCTBYIOIIMX|
(hOopMHPOBAHUIO JI0OCTaTOYHOTO YpOBHS
poeccnoHaTbHOTO MPAaBOCO3HAHMUS,

HA YPOBHE YMEHMIA:

- JEICTBOBATh B COOTBETCTBUU C JOJLDKHOCTHBIMU
MHCTPYKLHSAMU;

- COCTaBJIATH CYKIEHHUS IO IIPABOBBIM BOIPOCAM C

DTUYECKUX ITO3ULIMN.

2. O0beM U MeCTO TUCHUILIUHBI (MoayJis) B cTpykType OII BO

JucuumnuHa «OJeKTPOHHBIN TOKYMEHTOOOOpPOT» OTHOCHTCS K BAapHaTHUBHOM YacTh U B
COOTBETCTBUH C Y4eOHBIM IIJIAHOM OCBAaUBAaeTCs B 3-M ceMecTpe 2 Kypca OYHOU U 3a04HOH (opm
oOydenusi. O01mas Tpy10€MKOCTh TUCIUILIAHEI cocTaBiseT 2 3.¢. (72 a.4.).

OcBoeHMe TUCHMIIMHBI OMUPACTCS Ha MUHUMAJIbHO HEOOXOIUMBI 00BEM TEOPETUUECKUX
3HaHUA B OOJACTH AJIEKTPOHHOI'O JOKYMEHTOOOOpOTa B TOCYJAapCTBEHHOM W MYHUIMIAIBHOM
yIIpaBJIEHUH, O MOTEHIMAIbHBIX BO3ZMOXKHOCTSAX MPUMEHEHUS AJIEKTPOHHOTO JOKYMEHTO000pOTa

JUISL  pEIICHUs YNPABICHYECKUX 3a7aY;

0 CHCTEMAX OJCKTPOHHOTO JIOKYMGHTOO6OPOT3;



BBIpa0OTaTh MPAKTUYECKHE HABBIKH 110 MX WCIIOJIB30BaHUIO, aHAIN3Y, BBIOOPY U MPUMEHEHHUIO B
rOCYJapCTBEHHOM YIPaBJICHHH.

KonnyectBo  akaJieMUYeCKHX  4YacoB, BBIICICHHBIX Ha KOHTAKTHYIO padoTy C
npernoasatesieM (M0 BUIaM y4eOHBIX 3aHITHH) U HAa CaMOCTOSATEIbHYIO pabOTy O0O0ydYaronuxcs
OYHOH (HOPMBL:

- TeKkuuu — 4 a.4., mpakTudeckue 3ausaTus — 12 a.4., camocrositenbHast pabota — 56 u;

KonnyecTBo  akaJieMU4eCKHX  4YacoB, BBIICICHHBIX Ha KOHTAKTHYHO pabdoTy C
npernojaBatesieM (M0 BHIaM y4eOHBIX 3aHITHH) U HA CAaMOCTOSATENIbHYIO pabOTy O0O0ydaronuxcs
3a04HOU (OPMBI:

- mpaktuueckue 3anatus — 10 a.4., camocrositenbHas pabora — 22 9; KOHTpOIb — 4 a.4.,
Bcero 1 3.e. (36 4.)

CDopMa HpOMeX(YTOqHOfI arrecraguu B COOTBETCTBHHU C y‘le6HHM IJIAHOM — 3a4éT.

3. Conep:kaHue M CTPYKTYpa TUCUMUIIJIMHBI (MOXYJIs1)

Tabnuna 1.
O0beM THCUMILIMHBI, Yac. ®opma
KonrakTHas padora TeKYyLIero
00y4aroIuXxcs c KOHTPOJISA
Nen/n | Hamvenopamme Tem npenojaaBaresiemM yﬁHeBaeMOCT
Bcero | mo BHJAM yueOnbix | CP | u-,
3aHATHI NMPOMEKYTOY
a |ap |m3 | K€ Hou
P aTTecTaluu
Ounas popma odyuenus
BBenenne B cucremsl
ANEKTPOHHOTO
JIOKYMEHTOO0O0pOTA.
Tema 1 | [IpaBoBble u |20 2 4 14 | O
HOPMATUBHEIC OCHOBBI
JOKYMEHTAIMOHHOTO
o0ecrnieuyeHus ynpaBIeHUs
DyHKIMHU "
Tena 2 KJIacCU(pUKALUA  CHUCTEM 20 2 4 14 | OT
3JE€KTPOHHOIO
JIOKYMEHTO000pOTa
Beibop u  BHeapeHue
Tena 3 | KOMIVIEKCHBIX CHCTEM | 4 o 5 14 | 0,3
3JEKTPOHHOTO
JIOKYMEHTO0000pOTa
JlokyMeHTUupOoBaHue
Tema 4 | ympaBieHUECKOM 16 2 14 | O,T
JIeSITeIbHOCTH
ITpomexyTouHas aTTecTanus 3aueT
Bcero: 72 4 12 56
3aunan popma 0dyuenus
BBeneane B CHCTEMEI
3JEKTPOHHOTO
Tema 1 | moxymeHTOOOOpOTA. 10 4 1 |5 O
IIpaBoBBIE u
HOPMATHUBHEIC OCHOBBI




O0beM JMCHHMILIMHBI, YAaC. dopma
KonTakTHas padora TeKyIlIero
o0yyaromuxcst c KOHTPOJIs

Nen/n | Hamvenoanme Tem npemnoaasareeM ygneBaeMOCT

Bcero | mo BHAaM yueOHsbix | CP | u-,
3aHATHH MPOMEKYTOY
a |ar |m | K€ ou
P aTTrecTanmuu
JOKYMEHTAllMOHHOI'O
o0ecrneueHus yrnpaBIeHHUs
DyHKIMHU "

Tema 2 KJIaccupUKalusg  CHUCTEM 8 2 5 O.T
3JIEKTPOHHOTO 1 ’
JOKYMEHT0000poTa
Beibop u  BHeapeHue

Tema 3 | KOMIVIEKCHBIX CHCTEM | g 2 1 5 0.C3
AJEKTPOHHOTO
JOKYMEHT0000poTa
JIoKyMeHTUPOBaHUE

Tema 4 | ynpaBneHueckoiu 10 2 1 |7 O,T
JeSITENIbHOCTH

IIpomexxyTouHas arrecranus 3a4eT

Bcero: 36 10 4 |22

Ipumeuanue: 1 — ¢popmovr mexywezo konmpoas ycneeaemocmu: keicol 3adanus (K3), cumyayuonnvie sadauu (C3),
mecmui (T), O — onpoc

Conep:xxanue TUCHMILIMHBI (MOYJIs1)

Tema 1. Beedenue 6 cucmemvl 3INeKMPOHHO20 O0Kymenmoooopoma. Ilpasoevie u
HOpMAmMuGHbIe OCHOBbL OOKYMEHMAUUOHHO20 00eCneyuenus ynpaesienus

[Ipenmer, conepxaHue, 3a7aydl AUCUUIUIMHBL. [loHsATHE ‘“‘DNEKTPOHHBIM JTOKYMEHT B
MH()OPMALIMOHHOW CHUCTEME OpraHu3alud. TEepMUHOJIOTHS, WHCIOJb3yeMass B CHCTeMax
AJIEKTPOHHOTO IOKYMEHTOO00POTa. 3a/1a4i CUCTEM JIEKTPOHHOTO JJOKYMEHTOO0OpOTA.

HanpaBnenuss u BuAbl JOKYMEHTAllMOHHOTO OOECIIEYeHMs] YIpaBJiE€HMs, Ha3HAuYEHUE
JOKYMEHTHUPOBAaHUSA U OpraHu3aluud pabdoThl € JOKYMEHTaMH, pPOJb HH()OPMAIMOHHBIX
TEXHOJIOTUN B €ro pa3BUTHM, CYHUIHOCTb M OCOOCHHOCTH YIPAaBJIEHUS JOKyMEHTaMH. J[OKyMeHT
KaK OOBEKT peryIupoBaHusl.

OYHKIIMA U BUABl JIOKYMEHTOB, UX YHH(PUKAIMSA W CTaHaapTu3anus. [ocymapcTBEHHOE
peryaupoBaHle, HOpMAaTHBHas IMpaBOBas M METOJMYECKass OCHOBAa JIOKYMEHTAallMOHHOTO
oOecnieuenus ynpasiaeHus. CylHOCTb, HalIPABJIEHUS U BUABlI TOCYJaPCTBEHHOI'O PETYIUPOBAHUS
JOKYMEHTAI[MOHHOTO O00ecreueHHs] YNpaBJieHHs, Ha3Haue€HHE, OCOOCHHOCTM U COOTHOILEHHE
HOPMAaTUBHOTO MIPaBOBOI'O M METOJUYECKOro peryiaupoBanusa. CocTtaB U CTPYKTypa HOPMaTUBHOMN
MPaBOBOM M METOJUYECKON OCHOBBI JTOKYMEHTAIIMOHHOTO OOECIeUeHUs YMpaBJICHHS, POJIb U
O00BEKTBl PETYJMPOBAHMUSI 3aKOHOJATEIbHBIX AaKTOB M HOPMATHBHBIX IPAaBOBBIX aKTOB
(denepanbHBIX OPTaHOB HCIOTHUTENHHOW BIIACTH, HAIIMOHAIBHBIX W JIOKAJIBHBIX HOPMATHBHO-
METOAMYECKUX 6 NOKyMEHTOB. Ha3zHaueHne m 0COOCHHOCTH HMCIOJIb30BaHUsS [ ocymapcTBEHHOM
CUCTeMBI JOKYMEHTAI[MOHHOTO oOecreyeHusl yrpaBieHuH u [IpaBuin Jenonpou3BOJCTBA B
(benepanbHBIX OpraHax UCIOJHUTEIbHON BIACTH.

Tema 2 ®yHKIMHU U KJIACCUPUKAIMS CUCTEM IJIEKTPOHHOI0 JOKYMEHT0000pOTA




OyYHKIUN CHCTEM: PETUCTpAIHs JTOKYMEHTOB. YTPaBJICHHUE AJIEKTPOHHBIMU JOKYMEHTaMHU.
Coznanue u XpaHeHUE Pa3IMYHBIX HECTPYKTYPUPOBAHHBIX TOKYMEHTOB (O(HCHBIE MPUIIOKCHHUSI,
rpaduvecKkue U MeamamaTepHualibl, YepTeKu U mp.), Bepcur u DL, momnepkka >KU3HEHHOTO
[IMKJIA IOKYMEHTOB, Ha3HAUEHHUE IMPaB JOCTYIA, BEICHUE MCTOPUU PAOOTHI, MOJHOTCKCTOBBIA H
aTpuOyTHBHBIN TIOUCK. CO37aHNEe AIEKTPOHHBIX JOKYMEHTOB, BEJICHHE CUCTEMBI CIIPAaBOYHHUKOB,
yIlpaBJieHHE JeJIOBbIMH mpoueccamu. [lomgepkka NIpOIECCOB COINIacoBaHUS W 00pabOTKU
JOKYMEHTOB, BblJlaya 3aJaHWii W KOHTPOJIb WX HCIIOJIHEHUS, OOeCreueHHe B3auMOJICHCTBHS
MEXTy COTPYTHUKAMHU B X0JI¢ OM3HEC-TPOIIECCOB, MOIIEPIKKA CBOOOTHBIX M )KECTKHX MapIIPyTOB
(workflow). Ilpu3nakm  kimaccuuKanyMu: COOTBETCTBHE  CTaHAApPTaM  OTEUYECTBEHHOTO
JIeTIOTIPOU3BOACTB;  pa3pabOTYMK CHUCTEMBI, pelIaeMble 33Ja4ydl  JAEJONPOU3BOJICTBA; THUI
OpraHU3aIK Ha KOTOPBIE CUCTEMBI PACCUNTAHBI

Tema 3. BpiGop u BHeapeHHEe KOMILUIEKCHBIX CHCTEM  3JEKTPOHHOIO
AOKYMEHT0000poTa

Bribupaemas cucrema JoikHa oOecriedrBaTh BBINOJIHEHHE 3a7a4, KOTOpbIE MPHUXOAUTCS
pelarb COTpyJHUKaM, a UIMEHHO - aBTOMATU3allMl KOHKPETHOrO YIPaBIEHUYECKOIro Ipoliecca, B
KOTOPOM TMPHUCYTCTBYET 00pabOTKa TOKYMEHTOB, M CO3/IlaHUE B OpraHMU3alMM KOMILJIEKCHOM
CUCTEMbI aBTOMATU3alUU JJOKYMEHTO000pOTa.

DTO rapaHTUpyeT CHIIKEHHE 3aTpaT Ha aBTOMATH3AlIMIO, CIAKEHHYIO paboTy Bcex yactei
CHCTEMBI, BO3MOXHOCTH €€ MHTErpalii B HMH(POPMAIMOHHOE NPOCTPAHCTBO, a MpH
HEOOXOJIMMOCTH - CBOEBPEMEHHYIO KOHCYJIBTAllMOHHYIO, TEXHHUYECKYI0 M METOHOJOTHYECKYIO
MOJIIEPIKKY.

[Tonxo/bl K CO3JaHUIO CUCTEM DIIEKTPOHHOTO TOKYMEHT000opoTa. TpeOoBaHUs K CUCTEMAM.
Otamnbl BHIOOpA CUCTEMBI aBTOMATH3AIMH. JTalbl BHEPEHUS CUCTEMbl aBTOMATHU3aLINH.

Bce 3T0 npuBOaUT K HEOOX0IUMOCTH 3aayMbIBaThes 0 BHenpeHuu B 1O uHppacTpyKTypbl
JUIl KOMIUIEKCHOM aBTOMAaTH3alluU IPOLIECCOB JIOKYMEHTOOOOpOTa, KOoTopas Obl IO3BOJIMJIA
PEUINUTD CIEeIYIONINE 3a/1a4H:

1) VYaemeButh pa3pabOTKy © BHEAPEHHE MHOTOYUCICHHBIX KOHTYPOB 00pabOTKH
nokymenToB B J10.

2) ObecneunTh ynoOCTBO MOJB30BATENsI U YHU(UUIMPOBAHHBIN MHTEpdeENc A A0ocTyna K
Pa3TUYHBIM MPUITOKEHHSIM.

3) CokpaTuTh CTOMMOCTH 3KCIUTyaTalldd W COMPOBOXKIACHUS KOMIUIEKCA TMPUIOKEHUH,
aBTOMAaTU3MPYIOLIUX MPOIECCHl JOKYMEHTO000pOTa.

4) Ob6ecnieunth YHU(DHUIIUPOBAHHBIC CPEACTBA MOHUTOPUHTA W KOHTPOJS HCIIOTHEHUS
9TAIoB, Pa3IMYHBIX YIIPABIEHUYECKUX MTPOLECCOB 0OPaOOTKU JOKYMEHTOB.

5) OGecneunTh BO3MOXKHOCTH COOpa CTaTUCTUYECKOW HMHGOPMalMu O CKOPOCTH U
CBOEBPEMEHHOCTH HCIIOIHEHUSI TeX WM WHBIX ITamoB paboT M BO3MOXKHOCTH MOIU(PUKALINN
YIPaBIE€HYECKUX MTPOLIECCOB HA OCHOBE HAKOIUIEHHON HHQOPMAIIUH.

Tema 4 JlokyMeHTHPOBaHUE YIIPABJIeHYECKOii 1eATeJbHOCTH

OOue TpeboBaHMs K JOKYMEHTHPOBAHHUIO yrpaBieHuYeckoi nestenbHocTH. CocTas,
coJiep’)kaHue W OCOOEHHOCTH pealin3allud TpeOOBaHUM K PpaCHOJIOKEHHUI0O U O(OpPMIIEHUIO
PEKBU3UTOB JOKYMEHTOB. CTpPYyKTypu3alusi TEKCTOB YIPAaBIEHUYECKUX JOKYMEHTOB. Bubl
YHU(PUIIUPOBAHHBIX TEKCTOB, OCOOCHHOCTH oOQopMiIeHHsS TpadapeTHOro TEKCTa, AHKEeThl U
tabmunpl.  CocTaB M Ha3HAYeHUWE  OTACIBHBIX  BHMJOB  OPraHM3allMOHHO-TIPABOBBIX,
pacropsIUTeIbHBIX U WHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB. JlOKyMEHTanbHBINH (OHI U
NepevyeHb JTIOKYMEHTOB, 00pa3ylolmXxcs B HpoIecce AESTEIbHOCTH TOCYAapCTBEHHOIO OpraHa.
CocraB, pacronoXeHue u mpaBuiia 0(OpMIICHHUS PEKBU3UTOB OT/IEbHBIX BHIOB OpPTraHU3aIMOHHO-
MIPABOBBIX, PACHOPSAUTENBHBIX M HH(POPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB. OcobeHHOCTH
oopMIIeHHs OTIENbHBIX BHJIOB JIOKYMEHTOB, OO0pa3yroluxcs, oO0pa3yloluxcsi B Ipoliecce
JesITeIbHOCTH TOCYAapCTBEHHOTO OpraHa.



4. MaTtepuaJjibl TeKyILIero KOHTPOJISA yCIIeBAeMOCTH 00yYAOIIMXCS U
(oH1 OLIEHOYHBIX CPEACTB MPOMEKYTOYHOIM aTTECTALMHU 10 JUCHUIIMHE (MOAYJII0)

4.1. ®opmMbl M MeTOAbI TEKYIIEr0 KOHTPOJIA YCIEeBAeMOCTH OOy4Yaromuxcsi u
NMPOMEKYTOYHOM aTTecTalUMU.

4.1.1. B xoae peamumzanmm aucuuiuiuabl b1.6.0S «CoBpeMeHHble NpPOOJIEMBbI
NyO0JIMYHOI0 MNPpaBa»__ UCHOJbL3YIOTCH  CJeAylIiHe MeToAbl TeKylero KOHTPOJIs
yCIeBaeMOCTH 00Y4aroUXCs:

IIpu npoBeneHUU 3aHATUN JIEKIIMOHHOTO TUIIA!
- OIIpOC;

MIPU IPOBEICHUU 3aHSATUN CEMUHAPCKOTO TUIIA:
-0IIpOC, TECTUPOBAHUE KelCc-3a1aun

4.1.2. 3ayeT NMPOBOAUTCS C MPUMEHEHUEM CJIeAYIOIMX MEeTO10B (CPeACTB):

HCHOJ’IBSyeTCH MCTOJ YCTHOI'O OTBCTAa Ha BOIIPOCHI ouera u z[anLHeﬁmeﬁ 6CCC,I[BI 10
IIpaBOBbBIM HOPMaM, a TAKKC YCTHOC PCUHICHUC CUTYAlIMOHHBIX 3a1a4.

4.2. MaTepuajibl TEKyIIEro KOHTPOJISI yCIIEBAEMOCTH 00y4aK0IIHXCS

Tunoevie ouenounvie mamepuanvt no meme 1. Beedenue 6 cucmemvl 3I1EKMPOHHO20
0oKkymenmoobopoma. llpasosvie u HopmamugHvie 0CHOBbL OOKYMEHMAYUOHHO20 0OecneyeHus
ynpaenenus

Bomnpocs! k onpocy

1. [loHsTHE “ANEKTPOHHBIN JOKYMEHT B MH(QOPMAIIMOHHOM CHCTEME OpPraHU3alllH.

2. TepMHHOIOTHS, UCIIOJIb3yeMasi B CUCTEMAaX 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

3. 3agauu cUCTEM BJIEKTPOHHOTO IOKYMEHTO000pOTA.

4. JIOKyMeHT KaK 00beKT perynupoBanus. OyHKIUHA U BHJIbI JOKYMEHTOB, UX YHHU(PHUKAIUS
U CTaHJapTU3aLUsl.

5. T'ocynapcTBEHHOE peryiaMpoBaHUE, HOpPMAaTHBHAs IpaBOBask U METOAMYECKas OCHOBA
JOKYMEHTAI[MOHHOT0 O0ECIIeueHus yIpaBIeHHUsL.

6. CymHocTh,  HampaBJ€HHs M BUABl  TOCYJApCTBEHHOIO  PEryJIMpOBaHUS
JOKYMEHTAIlMOHHOTO 00€eCledyeHUs YIpaBJIeHUs, Ha3Hau€HUEe, OCOOEHHOCTH M COOTHOLICHHE
HOPMAaTUBHOTI'O MPaBOBOI'0 U METOJIUYECKOTO PETYIMPOBAHUS.

7. CoctaB W CTpyKTypa HOPMAaTHBHOM TIPAaBOBOM W  METOJUYECKOM  OCHOBBI
JOKYMEHTAI[MOHHOTO 00€eCTIeYeH s yIIpaBICHHSL.

Tunoevie oyenounvie mamepuanvt no mem 2 @DyHKyuu u Kiaccupukauyus cucmem
INNEKMPOHHO20 OOKYMEHM0000poma

Bomnpocel k onpocy

1 HazHauenne ¥ OCOOEHHOCTHM  HCIIOJIb30BaHUS [ OCyZapCTBEHHOM  CHCTEMBbI
JOKYMEHTAIlMOHHOTO ~ o0ecriedeHus ympasieHun u IlpaBun genmompousBoacTBa B
(benepanbHBIX OpraHax UCIOJHUTEIBHOMN BIACTH.

2.Y1paBieHue 3JIeKTPOHHBIMU JOKYMEHTaMH.

3. Kimaccugukanys cucTeM 3J1eKTPOHHOTO JOKYMEHTO000pOoTa.

4. IToaxoap!l K CO3JJaHUIO0 CUCTEM DJIEKTPOHHOTO IOKYMEHTO000pOTa.

TecrbI:

1.AyrenTuduranus — 310

IIPEAOCTABIIEHUE JOCTYIIA K ONPEACIICHHBIM JaHHBIM WA ONIEPALIUAM, IIPU YCIIOBUH, YTO
10JIb30BAaTENb TOT, 3@ KOTO OH ce0s BbIIaeT

+cnocoOHOCTh OATBEPAUTH JIMYHOCTD MOJIb30BATENS

-MEXaHU3M pa3rpaHUYeHUs JOCTYIA K JaHHBIM U (YHKIUSAM CHCTEMBbI



-IIOMCK U UCCIIEZIOBAaHNE MaTeMaTUYECKUX METOO0B MpeoOpa3oBaHus nH(OpMaIuu

2.baaHk, cogepkamMii 0IMHAKOBbIH HA0OP PEKBU3UTOB /IVIsl BCeX BHI0B JIOKYMEHTOB
—370 ....

-eIMHBINA OJIaHK

-0JaHK ITHUCbMa

+00muii OJ1aHK

-0JJaHK KOHKPETHOTO JJOKYMEHTa

3.baaHk 10KyMeHTa — 3TO

+nuct Oymaru ¢ 3apaHee BOCIPOU3BEICHHBIMH PEKBH3UTAMH, COACPKAIINMHU IIOCTOSHHYIO
nHpopManuo 00 OpraHu3aliy — aBTOpE TOKyMEHTa

-JIMCT OyMaru ¢ 3apaHee BOCHPOU3BEICHHBIMHI PEKBU3UTAMU, COACPKALIMMH IEPEMEHHYIO
uHpopManuo 00 OpraHu3aly — aBTOpE TOKyMEHTa

-rocy/ilapcTBeHHasi Oymara, 00si3aTesbHast 1JIsl IPUMEHEHUSI B OpraHH3aliH

-JINCT 6YMaFI/I C 3apaHeC BOCIIPOU3BCACHHBIMH PEKBU3UTAMM, COACPIKAIIMMU ITOCTOAHHYIO U
HEePEeMEHHYI0 HH(POPMALUIO 00 OpraHU3alii — aBTOPE TOKYMEHTa

4.B 00beMe JOKYMEHT0000pOTA CilelyeT YYUThIBATh

-BCC BXOAIMUC U UCXOOAIINEC JOKYMCHTEI 3a OHpG[[GJIeHHHﬁ nepuoa BpEMCHU BCC
BHYTPEHHUE JJOKYMEHTBI ¥ BCE KOIIUHU 3a ONPEACICHHBIN IEPUO BPEMEHHU:

-BCC BXOAIMUC U UCXOOAIINEC JOKYMCHTEI 3a OHpG[[GJIeHHHﬁ nepnuoa BpEMCHU
+Bce BXOAAILIME, UCXOIAUINE U BHYTPEHHUE TIOKYMEHTHI, a TAK)KE BCE KOIHMH 3a
OIIPEICIICHHBIN ITEpUOJ BPEMEHH

S5.'naBHOe NpaBUJIO OPraHU3ALMHU JOKYMEHT0000pOTa — 3TO ...

CTEPEOTUITHBIE MAPIIPYTHI ABMKEHUS CBONCTBEHHBIE BXOSIIMM JOKYMEHTAM C
HAaNMMCHBIINMHU 3aTpaTaMH BpEMCHU

+onepaTuBHOE MPOXOXKJICHUE IOKYMEHTA M0 Hanboliee KOPOTKOMY U MPSMOMY MapuIpyTy ¢
HAaMMCHBIINMHU 3aTpaTaMi BpEMCHU

CTaOWIIBHBIN MapUIPYT ABHKEHHUS, KOTOPBIA 3aBUCUT OT COCTaBA U COJIEP>KaHUs JOKYMEHTOB
U OT IPUHSTON B OPraHU3allMU TEXHOJIOTHH paboT C JOKyMEHTaMu

6.I'pynnbl 1ocTyna HEOOXOUMBI ...

+JU1 OpraHu3aluy J0CTyMa K JIOKyMEHTaM JUIs OTJeJIOB OpraHu3allii, KOJJIEKTUBA
COTPYIHUKOB, pabOTAIONINX HAl OTACITHHBIM IPOCKTOM

U1 IPEAOCTABIIEHHS ITPaB KOHTPOJIEpA COTPYAHUKAM O00S3aHHBIM CIIEANUTH 32 IEHCTBUSIMHU
II0JIB30BATEJIEN CUCTEMBI

B CJIydae OTCYTCTBHSI COTPYJHHMKA OTBETCTBEHHOI'O 3a paboTy HaJl TOKYMEHTOM U
HEOOXOMMOCTHIO €€ MPOAOIDKEHHE B €r0 OTCYTCTBHE

7. JenernupoBaHue mpas A0CTyNa HEOOXOIUMO ...

JUTSL TIPEIOCTABIICHUS TIPaB KOHTPOJIEpa COTPYAHUKAM OOSI3aHHBIM CIEIUTh 33 ACHCTBUSIMH
MOJIb30BATENEH CUCTEMBI

JUTSL OpraHU3alliy TOCTYIA K IOKYMEHTaM JIsl OTJIEJIOB OPraHU3allu1, KOJUIEKTUBA
COTPYAHHUKOB, pPaOOTAIOMINX HAJ OTJACIHHBIM MPOCKTOM

+B clyyae OTCYTCTBUS COTPYAHUKA OTBETCTBEHHOTO 32 pabOTy Ha/l JOKYMEHTOM H
HEOOXOUMOCTBHIO €€ TTPOIOJDKEHNUE B €70 OTCYTCTBHE

8.J1okyMeHTO000pOT — 3TO ...
MPOLIECC MOAMUCAHMS U TIEpejaui JOKYMEHTa B OpraHU3aIiH
ABMXKCHUC NTOKYMCHTOB B OpraHu3allii OT PYKOBOAUTEIIA K UCITIOJITHUTCIIAM



+CJI0KHBINA TEXHOJOTHYECKUM MPOLIECC, KOTOPBIM BKJIIOYAET BCE ONEPAIMHU 10 IPUEMY,
nepenave, COCTaBIEHUIO, COTJIACOBAHUIO, O(DOPMIICHUIO, YIOCTOBEPEHUIO H OTIIPABKE
JIOKYMEHTOB

TEXHOJIOTMYECKHUH MPOLECC apXUBHOI'O XPaHEHUS JOKYMEHTOB

9.... JOKYyMEHTOIIOTOK COCTOUT U3 IOKYMEHTOB, CO3/aBa€MbIX B JJAHHOM OpraHU3alNH U
OTIMPABIIIEMBIX 32 €€ TIPEICIIbI

Buyrpennuit

Bxonsmumii

Opranu3zanvoHHbIHI

+Ucxonsamuii

10./10KyMEHTOIOTOK — 3TO ...

JBKEHUE JJAHHBIX B OMPEICICHHOM HalpaBiICHUU

JBUKEHHE JOKYMEHTOB B Pa3HbBIX HAIIPABIICHUSAX, KOTOPOE MOCTOSHHO MEHSIETCA
OpraHU30BaHHOE JBUKEHUE JOKYMEHTOB M3 OpraHU3allii B Pa3HbIX HAIIPABICHUSIX
+CIoKUBIIEeCs] UM OPTaHU30BaHHOE B Mpeaenax HH(HOPMALIMOHHONW CUCTEMBI ABMKCHUE
JAHHBIX B OIMPE/ICIICHHOM HaIpaBJICHUH, IIPU YCIOBHH, YTO Y 3THX JTAHHBIX OOIIMIA
HCTOYHUK U OOUIMI MPUEMHHK

CJIOKHBIIICECS WJIM OPTraHU30BAaHHOE B TIpe/ieiax HHPOPMAITMOHHON CHCTEMBI

11.IoKyMEHT UMEET JIBE CYUTHOCTH ...
+UH()OPMALIMOHHYIO U MAaTEPUATILHYIO
MH(POPMANMOHHYIO 1 KOMMYHHUKAITHOHHYIO
MH(OPMALIMOHHYIO U TTPABOBYIO

OOIIYI0 U CHIEIUATBHYIO

12.JIOKyMEHTOIIOTOKH I10 HAIPaBJIEHUIO AEJSATCS HA ... IOTOKU
BXOJAIIUE U YXOASIINE

JaroHajibHbIe

+TOpU30HTAJIBHBIE U BEPTUKAJIbHbBIE

HapajiesIbHbIE U MePECEKAIOIIUECS

13.Ha 6a3e nmponykra LotusNotes ¢pupmsl LotusDevelopmentCorporation pazpaborana
cucTema

«OfficeMedia»

«Effect Office»

+«bocc-PedepenT»

«Optima Workflows

14.00menpunaTas METOIMKA MOJICUeTa JOKYMEHTO000pOTa MPEyCMaTPUBAET BBIPAKEHHE
ero oobema qpoOblo, B UUCITUTENE KOTOPOH yKa3bIBaeTCs KOJIHMUYECTBO ...

KOIIUH, a B 3HAMEHATEJE€ — KOJINYECTBO BCEX IOKYMEHTOB OpraHU3aluu

MOJJIMHHUKOB, a B 3HAMEHATEJIE — KOJIMYECTBO BCEX IOKYMEHTOB OpTraHU3alNH
+110AJINHHUKOB, a B 3HAMEHATEJIE — KOJIMUECTBO KON

KOIUH, a B 3HAMEHaTeNe — KOJIMYECTBO MO JTMHHUKOB

15.00peM JOKyMEHTOOOOPOTa BHIPAKAETCS ...

OOIIMM KOJIMYECTBOM JOKYMEHTOB, CO3/IaHHBIX B OPraHU3aLMH 32 ONPeIeTICHHbIN epruos
BpEMEHU

+001IMM KOJIMYECTBOM JOKYMEHTOB, TOCTYIHMBIIUX WM CO3/IaHHBIX OpraHu3aIie 3a
ONPEIECICHHBIN NTEPUOJ BPEMEHH
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OOIIMM KOJMYECTBOM JOKYMEHTOB, HOCTYIUBUIMX B OPTaHU3ALMIO 33 ONPEIEIeHHbIN
IIEpHOJ] BPEMEHU

16.OcHOBHO# CTPYKTYpHOU eAMHUIIEH (HOPMAaTHPOBAHHOTO JOKYMEHTA IPU PACIIO3HABAHUH
CUUTAETCA ...

+I1o/1€ JOKyMEHTA

PEKBU3UT TOKYMEHTa

CJIOBO

IIPEUI0KEHUE

17.OCHOBHBIMH BUJIAMH CPOKOBOTO KOHTPOJIA SIBJSIOTCS ...
KOHTPOJIb 10 CYIIECTBY PEIICHUs BOpOca

PYYHOU ¥ aBTOMATU3UPOBAHHBIN KOHTPOJIb

+TeKyInn, IpeaynpeaUTENIbHBIA U UTOTOBBIN
€XKEHEICTbHBIN, ©)KEMECAUHbIA U €KEKBAPTAIbHBIN

18.0dunmanbHblil TOKyMEHT — 3TO ...

0001 OyMaXXHbIA JOKYMEHT

mobas nHpopMaIys, BHECEHHAs B 0a3y JTaHHBIX

+undopmanmsi, 3apuKcHpoBaHHAsS HAa KAKOM-JINOO HOCHTEIE, PUTOIHOM JIJISl JOCTATOYHO
JOJITOBPEMEHHOT'0 XpaHeHUs!, 1 0(OpMIICHHAS 10 IEHCTBYIOIIUM 3aKOHOAATEIbHBIM
MIpaBUJIaM

nH(popManus, 3apuKCHpOBaHHAS Ha KAKOM-JTHO0 HOCHUTEIIE, IPUTOTHOM JIJIsl JOCTATOYHO
JOJITOBPEMEHHOT'O XPaHCHUS

19.ITonroroBka JOKyMEHTa K CKAaHUPOBAHHUIO BKJIIOUAET B ce0s ONEpaLui ...
IpeBapuUTeNIbHYI0 00pab0TKy U300paeHNH, HaX 0k IeHHE MOJIeH, MPOBEPKY pacro3HaHHON
uHpOpMaIU

CKaHUPOBAHHE, KOHTPOJIb KAYECTBA U BO3MOKHOE TOBTOPHOE CKAHUPOBAHUE

+onucaHne HaCTPOHKU CUCTEMBI U HETIOCPEICTBEHHYIO IIOJrOTOBKY TOKYMEHTa

20.ITof ... KOHTPOJIEM MMOHUMAIOT TIOJrOTOBKY CBEJICHHI O JOKYMEHTaX, CPOK MCIIOJTHEHHSI
KOTOPBIX UCTEKAET CETO/THSL.

+TEKYIIUM

(uHAHCOBBIM

peIynpeIuTeIbHBIM

UTOTOBBIM

21.I1o7 ... KOHTPOJIEM MOHUMAIOT aHATMTUYECKOE 0000IIEHHE JOKYMEHTO000POTa,
UCIIOJIHUTEIbCKOW UCIMIUIMHBI B OPraHU3AIMU U €€ CTPYKTYPHBIX MOIPA3ICIICHUSX.
IpeAyNpeIUuTeIbHBIM

+UTOTOBBIM

TEKYIHM

(bMHAHCOBBIM

22.I1ox ... KOHTPOJIEM ITOHUMAIOT MOJATOTOBKY CBEJIEHUM O JOKYMEHTAX, CPOK UCIIOJIHEHHUS
KOTOPBIX UCTEKAET uepe3 2-3 qHsl.

+tpenynpeuTeIbHBIM

(uHAHCOBBIM

TEKYIIUM

UTOTOBBIM
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23.1Tox >5ekTpoHHO# ITUGPOBOMA MOAMUCHIO TOHUMACTCS ...

+pCKBI/IBI/IT BHCKTPOHHOFO ,HOKYMCHTa, HpeIIHaBHa‘IeHHBIfI JJIs1 €0 3allIUTHI OT IMMOOACJIKHU U
MTO3BOJISIOIIMHA UICHTH(DHUIIMPOBATD BIIAJIEIbIIA TIOIITUCH

Cpel[CTBO 3alIUTHI OT MMOAACIOK HUJIIN HOTepH JAHHBIX B pyKOHI/ICHBIX IIOKYMGHTaX
PEKBU3HT AJIEKTPOHHOTO IOKYMEHTA, TIPEIHa3HAYCHHBIN /IS OpraHU3alliy HaJIeKHOTO
XpaHeHI/IH U IIOUCKa I[OKYMGHTa

TpagUIIMOHHAs PYKOIIUCHAS ITOJIUCH, coaepkalias HHGOpMaIiio 00 OTIIpaBUTENE
COOOIIEHNS

24 Tlonyuenune n300pakeHUs TOKyMEHTa BKIIIOYAET B ce0sl Oneparui ...

OIMCAaHUE HACTPOMKH CUCTEMBI X HETTOCPECTBEHHYIO MTOITOTOBKY JOKYMEHTA
+CKaHUpPOBaHME, KOHTPOJIb KAYeCTBAa M BOBMOXKHOE MTOBTOPHOE CKaHUPOBAHHE
IpeABAPUTENIFHYIO 00pab0TKy N300paKeHU, HAXOXKICHHE TI0JICH, TPOBEPKY pacrio3HaAHHON
uHpOopMaU

25.I1pornecc nmpuBeACHMSI YeT0-JIN00 K eIUHON cucteme, (hopme, eAMHO00pa3nIo — 370 ...
CTaHJapTH3AIHS

+yaudukanus

KJIaccupUKaIHsI

CUCTEMAaTH3AIIHS

26.Pa3zpaboTtunkom cuctemsl «EBdpat JJokyMeHTO000pOT» ABISETCS KOMIIAHHUSA ...
+pupma «CognitiveTechnologies»

3A0 «DOnexTpoHHBIE O(UCHBIE CHCTEMBI»

AO «JlanuT»

HTL «ucTuTyT passutus MOCKBbD)

27.Pa3zpaboTunkomM cuctemsl «Jlemo» sisercst hupma ...
¢upma «Cognitive Technologies»

AO «JlanuT»

+3A0 «DOnekTpoHHbIE 0O(UCHBIE CUCTEMBI»

HTL «ucTuTyT passutus MOCKBBD)

28.Pacrio3HaBaHre TPEAIIONIAraeT BHITIOTHEHNE CIEAYIOIINX OTIepaIHH ...
OIMCAaHUE HACTPOMKH CUCTEMBI M HETTOCPECTBEHHYIO IMOITOTOBKY JOKYMEHTA
+rpenBapuTenbHyI0 00pab0TKy H300pakeHUH, HAX 0K ACHHUE TTOJIEH, TIPOBEPKY
pacno3HaHHOHM HHpOPMAIHN

CKaHMPOBAaHWE, KOHTPOJIb Ka4eCTBA U BO3MOYKHOE TIOBTOPHOE CKaHHUPOBAHNE

29.Perucrpanus — 370 ...

-y4eT I0KyMEHTOB, KOHTPOJIb 3a UX UCIOJIHEHUEM U CIpaBOYHasi paboTa o JOKyMEHTaM
+3anuch y4eTHBIX JaHHBIX O JIOKYMEHTE [0 YCTaHOBJIEHHOU (hopme, pukcupyromeit Gpakt
€ro CO3/1aHusl, OTIIPABJICHUS UM MTOIY4YECHHUS

-TpueM U nepBuYHasi 00padoTKa JOKYMEHTOB

-CHSITHE C JOKYMEHTA MoKa3areseil (peKBU3UTOB) U 3aHECEHHE UX B OIPEJICIEHHYIO

perucTpaoHHy0 Gopmy

Tunoevie oyenounvie mamepuaivl no meme 3. Bvioop u enedpenue KoMnieKcHvlx cucmem
INEKMPOHHO20 OOKYMEHMOoobopoma
Bomnpocsl k onpocy

1. TpeboBaHus Kk cucTeMam.

2. DraItbl BEIOOpa CHCTEMBI aBTOMATH3AIUH.
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3. DTamnbl BHEPEHHS CHCTEMbI aBTOMATH3AIHH.

4. O6ume TpeOOBaHUS K TOKYMEHTHPOBAHUIO YIIPABICHUYECKOHN NS TETbHOCTH.

5. CocraB, comepaHue M OCOOCHHOCTH pealu3alid TPEOOBAHUN K PACIOJIOKEHHIO U
0 OpPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

3amaua Ne 1. Atpubyrnbiii mouck 1) Haiiaure neiicTByromme JOKYMEHTBI, IPUHSTHIE C
31.01.2016 mo 11.06.2018, B KOTOpBIX TOBOPUTCA 00 AAMUHUCTPATUBHOM IPaBOHAPYIICHUH.
CKoJbKO TaKuX JOKYMEHTOB Brl Hamuin?

3amaga Ne 2. Haiinure neicTByromue TOKyMeHTbI, npuHsaTeie ¢ 11.02.2015, B xoTOpBIX
TOBOPUTCS 00 aKTUBaX UHBECTULMOHHBIX (POHI0B. CKOJIBKO TaKUX JOKYMEHTOB Bbl Hanum?

3agava Ne 3. Haiiqute 10KyMeHThI, TpuHAThIE COBMeCTHO KoHcTuTynimoHHeM Cynom P® u
BepxoBubM Cynom P®. Ckonbko Takux JOKyMeHTOB Brl Hamuin?

3anaya Ne 4. Hailtu noKyMeHTBHI, puHAThIE coBMecTHO MuHioctom Poccun, BepxoBHbIM
CogeroMm P®D, u I[IpaButensctBoM P®. CkoJIbKO TaKMX JOKYMEHTOB Bbl Hanuin?

Tunoevie ouenounvie mamepuanvl no meme 4 JloKymenmuposanue ynpasineH4ecKou
odeamenpHOCmU
Bomnpocs! k onpocy

1. CrpykTypH3aIus TEKCTOB yIIPABICHUYCCKUX JOKYMEHTOB.

2. Bunpl yHUDUIIMPOBAHHBIX TEKCTOB, 0COOEHHOCTU OGhOpMIIEHHUS TpadapeTHOro TeKcTa,
AQHKETHI U TaOJUIIBL.

3. CocraB ¥  Ha3HayeHHWE  OTHAEJBHBIX  BHUJOB  OPraHUW3alMOHHO-TIPABOBBIX,
pacTIOpPSANTEIHHBIX M HH()OPMAIIMOHHO-CITPABOYHBIX JIOKYMECHTOB.

4. OcobenHocTH OPOPMIICHUS OTIEIBHBIX BHJIOB JIOKYMEHTOB, 00pa3yroIIUXCs B MpoIiecce
NESATEIILHOCTH FOCY/IapCTBEHHOTO OpraHa.

TecTbI:

1Peructpanuu nojmiexar

TOJIBKO BXOJIAIINE U UCXOSIIINE JOKYMEHTBI

JIOKYMEHTBI, TIOJTy4€HHBIC TOJILKO IS CBEJCHHS M HE TPEOYIOIINEe OTBETA U UCIIOTHCHHUS

+Bce JOKYMEHTHI, TPEOYIOIIHE CIIEIUANTBHOTO yueTa, UCIIOJIHEHUS U HCTIONh30BaHUS B

CIPABOYHBIX IIEJISIX, HE3aBUCHUMO OT CTI0Cc00a MOTydeHUs

TOJIBKO MTUChMA M 0OpalleHus rpakaaH

2.PexBU3UT JOKyMEHTa — 37O ...

3HAYOK: IIPOCTABJICHHBIM Ha JOKYMEHTE JUIsl €70 pacro3HaBaHUs
+00s3aTeNbHbIN 31eMEHT OQHUIMATBHOTO IOKYMEHTA

00s13aTeNbHBIM CUMBOJI B JOKYMEHTE, PACIIOJIOKEHHBIN B IPaBOM BEPXHEM YTy
JIOTOTHUN Ha O()UIIHATIEHOM JIOKYMEHTE

3.PexBU3UT, OTpaxaroluii OCHOBHOE COJEPKAHUE TOKYMEHT — 3TO ...
+TEeKCT

MIOATHUCH

PEruCTpallMOHHBIN HOMED

MIPUIIOKEHUE

4 PexBU3UTEI XapaKTCPHBIC TOJBKO IJIA OlaHka mUcbMa — 970 ...

HauMEHOBaHHE OpraHU3aluu (CTPYKTYPHOTO HOIpa3AesieHus)
+TpadapeTHble YaCTH PEKBU3UTOB «J1aTa», KHOMEP JOKYMEHTa»
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CIpaBOYHBIE TaHHBIC 00 OpraHU3aInu
aMOIIeMa OpTraHu3aIiH

5.CUMBOJTBI ¥ UHACKCHI, HAHOCUMBIEC Ha THUIIOBBIE 3aTOTOBKU JOKYMEHTOB (OJIAaHKH U
(hopMBbI) TUITOTPAPCKUM HIIH JPYTUM CIIOCOOOM — 3TO ... PEKBU3UTHI JOKYMEHTA.
+IIOCTOSIHHBIE

oduiuaibHbIC

MePEeMEHHBIE

JIOIIOJTHUTEIbHEIE

6.Cucremnl kitacca «docflow» - 3TO CHCTEMBI ...
ABTOMATH3AIMH JISTOBBIX TIPOIECCOB

HMHTETPUPOBAHHBIC CHUCTEMBI YIIPABICHHS JTOKYMEHTOO00POTOM
+aBTOMaTH3AIUU YIIPABICHUS JOKYMEHTOOOOPOTOM
KOJUIGKTHBHOM pabOTHI

7.CucteMsl Kiacca groupware— 3To CUCTEMBHI ...
aBTOMATHU3ALMK YIPABIEHUS JOKYMEHTOO00POTOM
+KOJUIEKTUBHON pabOThI

aBTOMATH3ALMH JIEJOBBIX IIPOLIECCOB

MHTETPUPOBAHHBIE CUCTEMBI YIIPABICHHS TOKYMEHTOO00POTOM

8.Cucremnl kiacca «workflow» — 3T0 CHCTEMEI ...

CUCTEMBI KOJIJICKTUBHOM pabOTHI

WHTETPUPOBAHHBIC CUCTEMBI YIIPABICHUS JOKYMEHTOO0OPOTOM
+CcHCTEMBI aBTOMATH3AIUH JISTIOBBIX ITPOIIECCOB
ABTOMATH3AIIMU YIIPABICHHS JOKYMEHTOOOOPOTOM

9.Cuctema DoCSVisiOn cOCTOUT W3 CIEAYIOIIUX MOAYIIEH ...
+Jlenonpou3BOACTBO U YTIPaBICHUE MTPOLIECCAMHU

Cnyxebnast koppecnoHaeHuus. Pemmenus H pacnopsbkenus. [lucbma rpaxaan
JenonpounsBoacTeo. Pemenus u pacnopsokenus. IluceMa rpaxkaan
VYnpasnenue npoueccamu U Ciry:xeOHas KOppECIIOHICHIIHS

10.CucremaTu3upoBaHHbIN NepeueHh HANMEHOBAHUN JOKYMEHTOB, 3aBOJJUMBIX B
OpraHU3aIMH C YKa3aHUEM CPOKOB UX XpaHEHUs, OPOPMIICHHBIN B YCTAHOBJICHHOM MOPSIIKE
—9TO0 ...

+HOMEHKJIATypa el

apxuB

OITHCH

Ji(S) (¢

11.CuMBOIIBI ¥ UHJEKCHI, HAHOCUMBIE HAa TUTIOBBIC 3aTOTOBKH JJOKYMEHTOB (OJaHKH U
dhopmbl) TUTIOTPA()CKUM WITH IPYTUM CITOCOOOM - 3TO ... PEKBU3HUTHI JOKYMEHTA.
JOTIOJTHUTEbHBIE

+110CTOSIHHBIE

IIEPEMEHHBIE

oduIHanbHbIe

12.CuMBOJIBL U HWHIACKCBI, BHOCUMBIC B TJOKYMCHT B ITPOLECCE €T'0 MOATOTOBKU U

oopMIIeHHs — ITO ... PEKBU3UTHI JOKYMEHTA.
+IepeMeHHEbIE
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oduImaabHbIC
JOITOJIHUTCIBbHBIC
IIOCTOSTHHBIE

13.CoBOKYITHOCTh JOKYMEHTOB HJIA JJOKYMEHT, OTHOCSIIITUXCSI K OJTHOMY BOTIPOCY HMJIH
YUYaCTKY JIEATEIbHOCTH, IOMEIICHHBIX B OTICIBHYIO 00JI0KKY — 3TO ...

COBOKYITHOCTh OPHIMYECKUX JOKYMEHTOB, IOMEIIEHHBIX B OTACIBHYIO 00JI0KKY
apxuB

+11e110

HOMEHKJIATypa Jaell

OIUCH

14.CriocoGHOCTh TOKYMEHTA TIepeiaBaTh HHPOPMAITUIO — 3TO ... CBOHCTBO JIOKyMEHTA
HKCILTYaTalHOHHOE

+uH(POPMATUBHOE

IIPaBOBOE

OpraHu3aIMOHHOE

15.CymecTBy10T cneayroue GopMbl pETUCTPALIMHA JOKYMEHTOB ...
+HXKypHaJIbHAs!, KAPTOUYHAS U AJICKTPOHHAS

TaOJIMYHAS ¥ DJICKTPOHHAs

py4dHas KapToTeKa U aBTOMAaTH3UPOBaHHAs CHCTEMA

16.TexHoOTHsI MaCCOBOTO BBO/IA JOKYMEHTOB B MH(OPMAITMOHHYIO CHCTEMY TpPEIIoaraet

Kcepokonuposanue
BBoa 1OKyMEHTOB C KJIaBUATYpbl
+IloTOuHOE CKaHUpPOBaHUE

17.Yuaudunmponannas cucrema nokymenrtanuu (YCJ) —oto ...

o0mepoccuiickuii kiaccuukaTop ynpaBieHIeCKONW JOKYMEHTAIUN

CUCTEeMa JJOKYMEHTOB, HAallpaBJICHHAS Ha HOPMATHUBHOE 3aKPEIJICHUE N3MCHECHHUI,
MPOU3OMIEIIINX B CITYk0ax JeTONpPOU3BOICTBA B CBSA3H C MOSIBICHUEM HETOCYIapPCTBEHHBIX
(dhopm coOCTBEHHOCTH

MpaBmJIa O JOKYMEHTAIIMOHHOMY 00€CTICYeHHIO YITPaBICHUS

+cucTema IOKyMEHTAI|H, CO3/IaHHAS 110 SIUHBIM IIPABHIIaM U TPEOOBAHUSM, COJIEpIKAIIIast
nH(pOopMaIInio, HeOOXOTUMYIO JUIsl YIIPABIEHUS B ONpeAeNIEeHHOM chepe NesTeTbHOCTH

18.®opmupoBaHueM siena Ha3bIBAETCH ...

+rpynnupoBaHue UCTIOJIHEHHBIX JOKYMEHTOB B JIEJIO B COOTBETCTBUU C HOMEHKJIATYPOH Ael
U CUCTEMAaTU3alMsl JOKYMEHTOB BHYTPH JIea

00beIMHEHNE JOKYMEHTOB, COIMYTCTBYIOIINX OJUHAKOBBIM OM3HEC — MpolieccaM B JIETIO U
CHUCTEMAaTU3alMsl TOKYMEHTOB BHYTPH Jieja

IpyNIHPOBAaHUE UCTIOIHEHHBIX JOKYMEHTOB B JIEJI0 B COOTBETCTBUH C YKa3aHUSIMU
PYKOBOIUTENS U CUCTEMATU3aLlAs JOKYMEHTOB BHYTPH J€N1a

19.1lenb KOHTPOJISI COCTOUT B ...

+o0ecrieueHNH CBOEBPEMEHHOTO M Ka4€CTBEHHOT'O UCTIOTHEHHSI TOPYYEHHH
CO3JIaHMH 0a3bl JAHHBIX O TIOKYMEHTAX YUPEKICHUS

YUETE BCCX NMOCTYNNMBIINX B OPraHu3aluo JOKYMCHTOB

o0ecreyeHnn HaJIe)KHOTO XpaHeHHsI U A3PPEKTUBHOTO IMOUCKA TOKYMEHTOB
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20.I1Ta6noH — 37O ...

+IIOKyMEHT, KOTOPBINA COJIEPKUT Pa3HOOOPpa3HYI0 MHGOPMAITUIO O CTUJISIX U CTAHIAPTHBIX
TEKCTax, MaKpocax H MHOTO€ JPyroe

3aroToBKa JJOKYMEHTA, COJIEpIKaIIast MOCTOSHHYIO HH(POPMAITHIO (TEKCT) U MPOITYCKH TN
TI0JIS JUTS BBOJIA IIEpEMEHHOM NH(OpMaLUN

(bOpMI/IpOBaHI/Ie aJII‘OpI/ITMOB HpOXO)KI[CHI/ISI IIOKYMCHTOB B COOTBCTCTBUU C
TEXHOJIOTMYECKHUM I[UKIIOM

21.D71eKTpOHHBIN TOKYMEHT — 3TO ...

JOKYMEHT, OTJINYAIOIIUICS HECTaHJaPTHBIM CO/IEP)KaHUEM U OTCYTCTBHEM THUIIOBOH (DOPMBI
PacHoiI0KeHHsI PEKBU3UTOB

JIOKYMEHT, 3alIMCaHHbI HA THOKOM MarHUTHOM JIMCKE

JOKYMEHT, B KOTOPOM 4acTh HH(OPMAIIIH IPE/ICTaBICHA B 3alIM(POBAHHOM BUIE
+I0KYMEHT, B KOTOpOM MH(pOpMaIus IpeAcTaBiIeHa B 3JIEKTPOHHO-I(PpoBoii popme

22 .. — OTO TEXHOJIOTHA OIITHUYCCKOI'0 paCrio3sHaBaHus I€YaTHbBIX CHMBOJIOB
+OCR (Optical Character Recognition)

ICR (Intelligent Character Recognition)

OMR (Optical Mark Recognition)

23.... — DTO TEXHOJIOTHS paciio3HaBaHuA pa3AaCIIbHBIX IICYATHBIX CUMBOJIOB, HAIIMCAHHBIX OT
pyKu.

+ICR (Intelligent Character Recognition)

OCR (Optical Character Recognition)

OMR (Optical Mark Recognition)

24.... — 5TO TEXHOJIOTHS paciio3HaBaHHsA OTMCTOK.
ICR (Intelligent Character Recognition)

OCR (Optical Character Recognition)

+OMR (Optical Mark Recognition)

Tembl pedepaToB ICI no AUCHUIVINHE «DJIEKTPOHHBIN JOKYMEHT0000pOT»

1. DneKTpOHHBIE CUCTEMBI JOKYMEHTOOO0POTA.

2. DNeKTPOHHBIN TOKyMEHTOOOOPOT U YIPABICHUE KOHTEHTOM.

3. ABTOMaTH3anys IeI0MPONU3BOJCTBA U YUPEKICHUN.

4. JlokyMeHTO00OpOT Ha 06a3e ANEKTPOHHON MOYTHI.

3. ABTomaTHu3anus KaHIEIAPUH, JIOrOBOPOB, OPJI, NOPY4YECHU I
(DIRECTUM: 1okyMeHTOOOOPOT).

6. JIokyMeHTOO0OpOT: MOHATHE, CIOCOOBI COBEPILIEHCTBOBAHMUSL.

7. FOpuanueckas cuia 31eKTPOHHOTO JOKYMEHTA.

8. JIokyMeHTOOO0POT Ha MPEANPUATHIX pa3HOro MaciTada.

9. HopmaTtuBHO-TipaBoBas 6a3a 3JIEKTPOHHOTO JJOKYMEHTOO0OpOTAa.

10. DIeKTPOHHBIN JOKYMEHTOOOOPOT : TOCTOMHCTBA U HEIOCTATKHU.

11. Opranusanus 371€KTPOHHOIO JTOKYMEHTA B OpraHax Ka3Ha4yencTBa.

12. Cucremsl 3JIEKTPOHHOTO IOKYyMEHTO000pOTa M aBTOMATU3AIUS JIeIONPOU3BO/ICTBA.

13. DneKTpoHHBIN JOKYMEHTOOOOPOT: OpraHu3alysl, BHEIPEHHUE, ONITUMU3AIIHS.

14. Opranusanus KOpIopaTUBHOIO TOKyMEHTO000pOTA.

15. IlpuMeHeHne 3IEKTPOHHOTO IOKYMEHTOO00pOTa Ha (PMHAHCOBBIX PhIHKAX.

16. CoznmaHue »SJIEKTPOHHOTO XpaHWJIMIIA JIOKYMEHTOB (miardgopma — cuctema
AJIEKTPOHHOTO IOKYMEHTO000POTa MO BHIOODY).
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4.3. OueHovHbIe CPeACTBA /151 MPOMEKYTOYHOM aTTeCTAIlUU.
4.3.1. ®opMupyeMble KOMIETEHIIUU

Kon HanmeHnoBanue Kon »rana | HammenoBanue JTana OCBOCHMS
KOMIIETCHIINH | KOMIICTCHIIUU OCBOCHUS KOMIIETCHITNH
KOMITETEHI]
2031
OIIK OC-1 CITOCOOHOCTh noctossHHO | OIIK  OC- | cmocoOHOCTh  MPUMEHSTh  3HAHHUS O
COBEPILIEHCTBOBATh 1.2 TeHe3HUCe, TUHAMHKHU, CTPYKTYPE MPaBOBBIX
JIOCTUTHYTBIH ypOBEHb HOpPM, UX COLMAIbHON HANpaBICHHOCTH U
pohecCHOHATLHOTO ponu B 00IIIECTBE, a TAaK)Ke CIIOCOOHOCTh Ha
MIPaBOCO3HAHUS u OCHOBE YCBOCHHBIX O0Opa3lOB MOBEACHUS,
YBOXHTEIBLHOTO OTHOIICHUS COIMANILHBIX WM TPABOBBIX HOPM YCIEIIHO
K [IpaBy U 3aKOHY (GyHKIIMOHUPOBAaTh B OOIIECTBE U CTPOUTH
MEKIIMYHOCTHOE OOIIIEHHE.
IIIxana oneHNBaHNA.
dran ocBoenus | [lokazaresb onenuBanusi | Kpurepuii ouenuBanuss | Cpeacrsa
KOMIIETEHIIMH (MeToabI)
OIleHUBAHMS
OIIK-OC-1.2: npuobperer HOBBIE | - ONTHUMAJIBHO | Y CTHBIN onpoc
CIIOCOOHOCTh 3HAHUA U YMEHHUs, B CBOCH | MpHoOpeTaeT HOBBIE
npuoOpeTaTh HOBBIC [ TMpodecCHOHATBHOU 3HAaHUS © YMEHUS, B
3HAHUS W YMEHHUS, | JeATeNbHOCTH; cBOEH
MOBBIIIATH CBOM | - MOBBIIIAET CBOHM | TpodeccHoHAIbHON
UHTEIJICKTYadbHBI ¥ | HHTEJUICKTYaJlbHBIH U | [eATe’lbHOCTH,
OOLIEKYIbTYpPHBIH OOLIEKYIbTYPHBIH 3¢ (EeKTUBHO  MOBBIIIAET
YPOBEHB, pa3BUBaTh | YpOBEHB, CBOIl MHTEIIEKTYyalbHBIN
COIMAIHHBIC U | -pa3BUBaeT COIMAIbHBIE U | H OOMICKYIBTYPHBIH
npodeccuoHanbHbIe npodeccuoHanbHbIE YPOBEHB;
KOMTICTCHITHH KOMIICTCHITHH — YCIICITHO Pa3BUBAET
COITHATHHBIC u
npodeccuoHaIbHbIe
KOMTICTCHITHH

4.3. OueHo4HbIe CpeaCcTBA I IPOMEKYTOYHOM aTTecTaluH.

4.3.1.11epevyeHb BONPOCOB [IJisl MOATOTOBKH K MPOMEKYTOUHOI aTTecTanuu (3a4€Ty).

1. IToHsATHE “37IEKTPOHHBIN TOKYMEHT B HH(POPMALIMOHHOM CUCTEMEe OpraHU3aIuH.

2. TepMuHONOTHS, UCTIONIB3yeMasi B CHCTEMaX 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa.

3. 3agauu cUCTEM ANIEKTPOHHOTO JOKYMEHTO000POTAa.

4. JIokyMeHT Kak 00beKT perynnpoBanus. OyHKIMU U BUJIbI JOKYMEHTOB, UX YHU(PHUKALUS
U CTaHJapTU3aLusl.

5. T'ocyapCTBEHHOE peryanpoBaHME, HOPMAaTHMBHAs IpPaBOBas M METOJIMYECKAs OCHOBA
JOKYMEHTAI[HOHHOTO 00ECTIeYeHUs] yIIPaBICHHSL.

6. CymHocTh,  HampaBl€HUs W BUABl  TOCYAAPCTBEHHOIO  PEryJUpPOBaHUS
JOKYMEHTAI[MOHHOTO O00ecreueHHs] YNpaBJieHHs, Ha3Haue€HHE, OCOOCHHOCTM U COOTHOILEHHE
HOPMaTHUBHOTO ITPAaBOBOT0 M METOIMYECKOTO PEryJINPOBAHUS.

7. CoctaB W CTpyKTypa HOpPMAaTMBHOM NPaBOBOM U  METOJUYECKOM  OCHOBBI
JOKYMEHTAI[HOHHOT0 O0eCTIeueHus yIpaBIeHHUs.
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8. Hasnauenme ®W  OCOOCHHOCTH  MCHOJBb30BaHUS [ OCYyIapCTBEHHOW  CHCTEMBI
JOKYMEHTAIMOHHOTO o0ecrnedeHus ymnpaBieHUU U lIpaBun aenonpousBoACTBa B (eAepatbHBIX
OpraHax MCIHOJIHUTEIbHOU BIACTH.

9. YupaBneHue 31eKTPOHHBIMU TOKYMEHTaMH.

10. Knaccuduxanus cucreM 3JIeKTPOHHOTO JOKYMEHTO000POTA.

11. Tlogxoapl K CO3JJAaHUIO CHCTEM JIEKTPOHHOTO JJOKYMEHTO000POTA.

12. Tpe©oBaHUsI K CUCTEMAM.

13. Dramel BbIOOpa CUCTEMBI aBTOMATU3ALIUH.

14. Dranbl BHEAPEHUSI CUCTEMBI ABTOMATU3ALIAH.

15. Obuue TpeboBaHUS K TOKyMEHTUPOBAHUIO YIIPABICHYCCKON e TSIILHOCTH.

16. CocraB, conep:kaHue M OCOOCHHOCTH pealu3alud TpeOOBaHUN K PaCHONIOKEHUI0 U
0 OpPMIICHHIO PEKBU3UTOB JJOKYMEHTOB.

17. CtpykTypu3anus TEKCTOB yIPaBICHUYECKUX TOKYMEHTOB.

18. Bunbl yHUPHUIIMPOBAHHBIX TEKCTOB, OCOOCHHOCTH O(QOpMIICHUS TpadapeTHOTO TEKCTa,
AHKEeTHI U TaOJUIIBL.

19. CocraB W  Ha3HAau€HHWE  OTHENbHBIX  BHUJOB  OPraHM3allMOHHO-IIPaBOBbIX,
paclopsAUTENbHBIX U UH()OPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB.

20. OcobenHocTr 0OPMIICHHSI OTACIBHBIX BUIOB JJOKYMEHTOB, 00pa3yIONINXCS B IMPOIIECce
JeSITeIbHOCTH FOCYIapCTBEHHOTO OpraHa.

4.3.2. IlpumepHbIe 3aJa4H K 3a4eTy:

4.4. MeTonnueckne MaTepuaJibl

OneHuBanue OOy4YalOIIMXCS B IPOLECCE MO3TAHOTO OCBOECHMUS HUMHU  KOMIIETEHIHH,
(dbopMUpYEMBIX TaHHON TUCIUILIMHON OCYIIECTBIsAETCS B (popMe 3aueTa, KOTOPBIM Mpenoiaraet
OLICHUBAHME YMEHUM U HABBIKOB C IIOMOILBIO PEIICHUS CUTYallMOHHBIX 33/1a4, OIIpOca.

K 3adery nomyckarOTCsl CTYAEHTHI, BBIIOJHUBIINE Bce TpeOOBaHUS y4yeOHOW MPOrpaMMBlI,
BBIIIOJTHUBIINE B YCTAHOBJCHHBIE CpPOKM BCE BUABl 3aJaHUl U pabOT, HE MMEIOIIUM
33JI0JDKEHHOCTEN 110 UTOraM TEKYIIETO KOHTPOJIS yCIIEBAEMOCTH.

[ToaroroBka k 3a4eTy npeaycMaTpUBaeT YCTHOE MMOBTOPEHHUE MPOWIEHHOTO y4eOHOro MaTepuaia
0 JMCUMIUIMHE (C HCHOJb30BAHMEM KOHCIEKTOB, YYEOHBIX IOCOOUH, TOMOJHUTEIHHON
JUTEPaTyphl), a TaKXKe JOMOJHUTEIbHOE KOHCIEKTUPOBAHUE 3TUX HCTOYHUKOB IO NEPEUHIO
BOIIPOCOB, BHIHOCUMBIX Ha 9K3aMEH.

3aueT NPUHMMAET JIEKTOpP. YMEHMsS M HaBBIKM OOYyYalOUIerocsi Ha 3K3aMEHE OIIEHMBAIOTCS Kak
«3a4YTEHO» WM «HE3aUYTECHO».

5. Meroauyeckue ykazaHus AJ1s1 00y4arouxcs 10 0CBOCHUIO IMCHUIITIUHBI (MOAYJIS)

B Hauanme oCBOeHHS IUCHMIIIMHBI OOydarolmieMycsi HEOOXOAMMO O3HaKOMHUTBCS CO

cienyromei yaeOHO-METOIMUECKON TOKYMEHTAIIUEH:
— paboueil mporpaMMoi TUCHUIIINHBL;
— I[epeyHeM 3HaHUM, YMEHUH KOTOPBHIMU O0YUaIOIIUICS JOKEH OBIAIETh;
— TeMaTHUYECKUMH IJIaHAMH 3aHSITHI;
— KOHTPOJbHBIMH MEPONPUATHUSIMY;
— y4yeOHUKaMH, yueOHBIMH NTOCOOUSMH, a TAKXKE IIEKTPOHHBIMHU pECYPCaMU;
— IIEpEYHEM BOINPOCOB U 3aJJaHUI JJIs IOATOTOBKH K 3a4ETY.

DTO MO3BOJUT CPOPMUPOBATH MPEJCTaBICHUE 00 00bEeMe M XapaKTepe 3HAHWMA, YMEHUH,
KOTOpPBIMH Haj0 OyJer oBIaAeTh Mo JuciuiimHe. CHcTeMaTHyeckoe BBIIOJIHEHUE 3a/laHui
yueOHOM pabOThl Ha JIEKIUAX U CEMUHAPCKUX 3aHATHUAX MMO3BOJIUT YCIEIIHO OCBOUTH TUCHUIUIMHY
U CO3JaTh XOPOIIyto 0a3y JUIs cjauu 3a4eTa.

[TpomexxyTouHasi aTTecTalus 1Mo JUCHUIUIMHE» IPOBOJUTCS B BUJE 3a4eTa.
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OOyuaromuiicss 1OMMycKaeTcs K 3a4eTy M0 JUCHUIUIMHE B CIydae BBIIOJHEHHS WM
y4eOHOro IUlaHa [0 JAWCHUIUIMHE: BBINOJHEHHBIX paboT. B ciaywyae Hanuuus yueOHOI
3a7J0JDKEHHOCTH OOy4aromuiicss 0TpabaThIBacT MPOIYIICHHBIC 3aHATUS B (popMe, MPEaIOKEHHON
IIPENOaBaTEIEM.

OOyyeHne 1o IUCHUIUIMHE NpEArNojaraeT KOHTAKTHYIO (opMy paboThl (JEKIHOHHBIC,
CEeMUHAPCKHE 3aHATHS, @ TAK)KE KOHCYJBTAIMN) M CAMOCTOSTENIbHYIO paboTy 00yJaromuxcsl.

5.1. MeToauuyecKkue PCKOMEHIANNHA 1O NMOATOTOBKE K JIEKHIMOHHBIM U CEMUHAPCKUM
3aHATUAM

W3ydeHue MUCHUIUIMHBI TpeOyeT CUCTEMAaTUYECKOT0 U MOCIeI0BATEIbHOTO HAKOIUICHUS U
yryOJIeHUs 3HAHUH.

JlekuMOHHBIE 3aHATHSA HANpaBICHbl Ha IMOJy4yeHHWE 3HAHUW U  (QOpPMUpPOBaHUE
MPEJCTABICHUN O KITIOYEBBIX MOJOKECHUAX TEOPHH U TMPAKTUKU B paMKaX JAHHOW JUCHIUIUINHBL.

CryneHtaM HEOOXOUMO:

- Tepea KakIOW JIeKIMEH MpocMaTpuBaTh pabOYyl0 MPOrpaMMy AUCHUIUIAHBI, YTO
MO3BOJIUT COKOHOMHUTH BpEMs Ha 3allMChIBAaHHE TEMbI JIEKIIMH, €€ OCHOBHBIX BOIPOCOB,
PEKOMEH1yEMOM JINTEepaTyphl;

- Ha OTACNIbHbIE JIEKUUU TMPUHOCUTH COOTBETCTBYIOIIMNA MaTepuan Ha OyMaKHBIX
HOCHUTENSX, IPEACTABICHHBIA JIEKTOPOM Ha IOpTaje WM MPUCIAHHBIH Ha «3JIEKTPOHHBIN
MOYTOBBIA  SANIMK Tpynmb» (Tabnuibsl, rpadukd, cxemsl). JlaHHbli Marepuan Oyzaer
0XapaKTepU30BaH, IPOKOMMEHTUPOBAH, JOMOJIHEH HEIOCPEACTBEHHO Ha JIEKLINU;

- Tepel OuYepenHON JeKIued HeoOXOIUMO MPOCMOTPETh IO KOHCHEKTY MaTepual
npenpiaymend gexkuuu. [Ipu 3aTpyaHeHHMsIX B BOCHPUSATUM MaTepuaja CleIyeT OOpaTUThCS K
OCHOBHBIM JINTEPATYPHBIM HCTOUYHMKaM. Ecnmu pa3zoOpaThcs B Marepualie OniTh HE YJaloCh, TO
oOparutech K JISKTOpY (110 TpaduKy ero KOHCYJIbTAIlMi) WIN K PETOJaBaTeIi0 Ha TPAKTHIECKUX
3aHSITHSIX.

CemuHapcKue 3aHATHs HalpaBlIeHbl Ha YriIyOJieHHE 3HAaHWK W (popMUpOBaHHME YMEHHI
MIPUMEHSITh UX B MPUKIIAJAHON cdepe.

CrynenTam cienyer:

- IPUHOCUTH C COOOM PEKOMEHJIOBAHHYIO IpEroiaBaTesieM JUTepaTypy K KOHKPETHOMY
3aHSTHIO;

- JI0 OYEepeAHOr0 CEMUHApCKOT0 3aHATUS 10 PEKOMEHJIOBAHHBIM JIMTEPATYPHBIM
HUCTOYHUKAM MpopadoTaTh TEOPETUYECKHIl MaTepuan, COOTBETCTBYIOLIEH TEMbl 3aHATUS U
oTpaboTaTh 3a/1aHus, ONpeIeIEHHBIE A MOATOTOBKU K MPAKTUYECKOMY 3aHATHIO;

- MIpU TOJArOTOBKE K CEMUHAPCKUM 3aHATUSAM CIEIyeT 00s3aTelIbHO HCIOJIb30BaTh HE
TOJIBKO JIEKIMU, Y4eOHYIO JHUTeparypy, HO U HOPMATHUBHO-TIPAaBOBbIE AaKThl U MAaTEepUAIbI
MIPABONPUMEHUTEIILHOUN MPAKTHUKH;

- TEOpETUYECKUI MaTepuan cleAyeT COOTHOCUTH C MPABOBBIMU HOpPMaMH, TaK Kak B HUX
MOTYT OBITh BHECEHBbl H3MEHEHUS, JIONOJHEHMs, KOTOphle HE BCErJa OTPaXeHbl B Y4eOHOM
JUTEparType;

- B Hauaje 3aHATUN 3a/aTh MpernojaBaTesli0 BOMPOCHl MO MaTepHally, BbI3BaBLIEMY
3aTpyJHEHUS B €ro TMOHMMaHWU ¥ OCBOCHHHM TPU pEUICHUH 3a/1ad, 3aJaHHbIX I
CaMOCTOSITENILHOTO PEeIICHHUS,;

- B XOJIe¢ CEMHUHApCKOI'O 3aHATUS J1aBaThb KOHKPETHBIE, YETKHE OTBETHl IO CYIIECTBY
BOIIPOCOB;

- Ha 3aHATHH JOBOJIUTH KaXIyI0 33j7[auy J0 OKOHYATEIbHOIO pPeleHHs, IEMOHCTPUPOBATh
MMOHMMAaHKE MPOBEJIEHHBIX PACUETOB (aHAIM30B, CUTYAIIMI), B CIIy4ae 3aTpyIHEHU oOpamarbes K
IIpenoaaBaTelIto.

BOI[pOCLI JUIS1 CAMOCTOAATEIbHOM MOATOTOBKH K CCMUHAPCKUM 3aHATHAM
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Cemunap 1.

Bonpocsr :

1. IToHsATHE “2NEKTPOHHBIA JOKYMEHT B MH(DOPMAIMOHHOM CHCTEME OpPTraHHU3aIUH.
2. TepMHHOJIOI M, UCIIOJIb3yEMasi B CUCTEMAX 3JIEKTPOHHOI'O JOKYMEHTO00OPOTA.
3. 3aauu cucTEM JIEKTPOHHOTO TIOKYMEHTO000pOTA.

Cemunap 2.

Bomnpochsr:

1. JlokyMeHT kak 00beKT peryaupoBanus. OyHKINU U BUJIbI JOKYMEHTOB, UX YHU(PHUKAIUS
Y CTaHJApTHU3ALUS.

2. T'ocynapcTBeHHOE peryjlMpoBaHHE, HOPMAaTHBHAs MpaBOBas M METOJUYECKas OCHOBA
JOKYMEHTAIMOHHOTO 00ECTICUEHUS yIIPaBICHHMS.

3. CymHocTh,  HampaBl€HHS UM BUABl  TOCYAApCTBEHHOTO  PEryJIUpOBaHUS
JOKYMEHTAI[MOHHOTO OOeCTeueHHsl YNpaBJeHUs, Ha3HAue€HHE, OCOOCHHOCTH W COOTHOILICHHE
HOPMAaTUBHOTO MPAaBOBOTO U METOJIUYECKOTO PEryIHpPOBAHUSI.

Cemunap 3.
Bonpocsr :

1. CoctaB u CTpyKTypa HOpPMaTMBHOW TPaBOBOM H  METOJMYECKOM  OCHOBBI
JOKYMEHTAI[MOHHOTO 00ECIIeUeHUs yIIpaBIeHHUSL.

2. Ha3nmaueHne u  OCOOEGHHOCTH  HCHOJNB30BaHHS [ OCyTapCTBEHHON  CHUCTEMBI
JOKYMEHTAIIMOHHOTO OOecrieueHus yrnpasieHuu U [IpaBuil genmornponsBojacTBa B (eaeparbHbIX
OpraHax MCIOJIHUTEIbHOW BIACTH.

3. YopaBneHue 3JeKTPOHHBIMU JOKYMEHTaMHU.

Cemunap 4.

Bomnpocsr :
1. Kimaccudukanus CUCTEM 3JIEKTPOHHOTO IOKYMEHTOO000pOTA.
2. [Toaxomap! K CO3JJaHUIO CUCTEM 3JIEKTPOHHOTO JIOKYMEHTOO00pOTa.
3. TpeboBaHus K CHCTEMaM.

Cemunap S.
Bomnpocsr :
1. Drarmbl BIOOpa CUCTEMbI ABTOMAaTH3aLINH.
2. Oransl BHEJIPEHUSI CUCTEMbl aBTOMATH3allUH.
3. O0uue TpedoBaHUs K JOKYMEHTUPOBAHUIO YITPABIECHYECKOMN JACSITEIHHOCTH.

Cemunap 6.
Bomnpocsr :

1. CocraB, coaepxaHue U OCOOEHHOCTH peain3allud TPEOOBAHUN K PACIONOKEHHIO U
o(opMIIEHHIO PEKBU3UTOB JOKYMEHTOB.

2. CTpyKTypH3aIys TEKCTOB yIPABICHUYECKUX TOKYMEHTOB.

3. Buasl yHU(UIIUPOBAHHBIX TEKCTOB, 0COOEHHOCTH O(opMieHUs TpadapeTHOro TeKcTa,
AQHKETHI U TaOJIUIIBI.

Cemunap 7.

Bonpocsr :

1. CocrasB n Ha3zHAa4YCHUC OTACJIBbHBIX BUI0B OpraHu3allMOHHO-IIPABOBBIX,
pacropsauTeIbHbIX U MH()OPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

2. OcobenHOCTH OGOPMIIEHHUS OTIENBHBIX BHIOB JOKYMEHTOB, 00pa3ylOMUXCcs B MPOIIECCe
JesITeIbHOCTH TOCYAapCTBEHHOTO OpraHa.

3.HanpaBneHue pa3BUTHS JIEKTPOHHOTO JOKYMEHTOO0OpOTA.
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6. YueOHas1 siuTeparypa U pecypcbl HHGOPMANMOHHO-TEJIEKOMMYHUKAINIMOHHOM CeTH
"HHTepHer", BK/JIIOYas  NepedyeHb  y4eOHO-MeTOAMYECKOro  olOecrmedyeHHst s
CaMOCTOSITEJIbHOM Pa0doThl 00Yy4aIONIUXCH MO JUCHHUILIHHE (MOTYJII0)

6.1.. Cincoxk HOPMATHBHBIX MPABOBBIX JOKYMEHTOB

1. ®enepanbubiii 3akoH ot 27.07.2006 N 149-03 (pex. or 18.06.2017) "OO6 wunpopmaruwy,
WH(OPMAITMOHHBIX TEXHOJIOTHAX U O 3amuTe nHGopManuu” (C U3M. U J0I., BCTyn. B cmry ¢ 01.07.2017) ™.
- [OnextponHblii  pecypc]. - OdQuuuanbHBIA ~ MHTEPHET-OPTal  MPaBOBOW  WHGPOPMALUH
http://www.pravo.gov.ru, 16.10.2013

2. ®enepanbhsiii 3akoH ot 09.02.2009 N 8-D3 (pexn. ot 28.12.2013) "O6 obecrnieueHnn JOCTyMa K
WHPOPMALUK O AEATENHHOCTH TOCYIAPCTBEHHBIX OPraHOB M OpPraHOB MECTHOTO CaMOyMpaBieHHs"'. -
[DMeKTpOHHBIIA pecypc]. - OdunmanbHbIH HHTEPHET-TTOPTAI MIPaBOBOM nHpopMaIun
http://www.pravo.gov.ru, 16.10.2013

3. ®exaepanbhslii 3akoH oT 26.07.2006 N 135-D3 (pea. ot 04.06.2018) "O 3amure KOHKypeHIUU" -
[OnekTpoHHBIH  pecypc]. - OdurmmaneHelii  WHTEPHET-TIOPTAl  TPaBOBOW  WH(pOpMAINH
http://www.pravo.gov.ru, 16.10.2013

4. ®denepanbublii 3akoH oT 06.04.2011 N 63-D3 (pen. ot 23.06.2016) "O06 31ekTpoHHOM TOTUCH"
(c m3M. 1 gort., Berym. B cuiy ¢ 31.12.2017) - [OnektpoHHsbIid pecypc]. - OdunuanbHbIil HHTEPHET-OPTAT
mpaBoBoit mH(popmanuu http://www.pravo.gov.ru, 16.10.2013

5. " Vka3 Ilpesunenta PD ot 09.05.2017 N 203 "O Crparerun pa3BuTus UHGOPMAIOHHOTO
obmectBa B Poccuiickoii ®@epepaunn wa 2017 - 2030 romel" // - OduuuanbHBIA HWHTEPHET-IOPTANT
mpaBoBoi mH(popmanuu http://www.pravo.gov.ru, 16.10.2013

6. INocranoBnenue I[IpasurensctBa P® ot 12.10.2013 N 913 "O6 yrBepxkaenuu [lonoxenus o
pasmemiennd  Ha  odpunuaneHoM  caiite  Poccmiickoit  ®Denmepanum B MHQOPMAaIMOHHO-
TeJIeKOMMYHHKanoHHOW cetn "MHTepHeT" ans pasMmerneHuss HHGOpPMAWU O Pa3MEUICHWU 3aKa30B Ha
MOCTaBKM TOBApOB, BBIOJHEHHE paboT, OKazaHUE yCIyr WHPOpPMAILUH, TOJJICKAalIeH pa3MEIIeHHIO B
enrHOW WHQPOPMAMOHHOM cHucTeMe B cdepe 3aKylmoK TOBapoB, pabOT, YCIyr s oOecredeHus
rOCY/IapCTBEHHBIX M MYHHIIMITAJIBHBIX HYX] 10 BBOoJa ee B dkciutyaraimio” // OpunuanbHblii HHTEPHET-
rmopTaJ npaBoBoit nHpopmarun http://www.pravo.gov.ru, 16.10.2013

7. Tlocranosienue Ilpasutenscrea PO ot 16.03.2009 N 228 (pexn. ot 27.01.2018) "O denepanbHOit
ciry>k0e 1o Haa30py B cdepe cBsI3H, HHPOPMALIMOHHBIX TEXHOJIOTUH M MaCCOBBIX KOMMYHUKAIMHA" (BMecTe
¢ "llonoxennem o denepanbHON ciy)kOe O HAA30py B cdepe CBsI3U, HHPOPMAIIMOHHBIX TEXHOJIOTUH U
MaCCOBBIX KOMMYHUKaIuii") - [DnekTpoHHbIH pecypc]. - OdunuanbHeld WHTEPHET-MOPTal MpPaBOBOMN
nHpopmaruu http://www.pravo.gov.ru, 16.10.2013

8. Tlocranosnenue IlpaBurensctBa Mockel oT 05.04.2011 N 105-TIT (12.12.2017) ) "O6
yrBepkaeHnu [lonmoxenuss o [emapramente HHGOPMAIMOHHBIX TEXHOJOTMH ropoga MOcCkBeI". -
[OnekTpoHHBIN pecypc]. - Pexum mocryna: OduumanbHBI WHTEPHET-MOPTAN MpaBoBoW HH(opMarmu
http://www.pravo.gov.ru, 16.10.2013

9. Mocranornenue IlpaButennctBa P® o1 06.11.2007 N 758 (pen. ot 28.09.2015) "O
TOCYJapCTBEHHOW  aKKpeJWTAIMKW  OpPraHW3allfidi, OCYIIECTBISIONIMX JIEATENBHOCTh B 00JacTu
UHGOPMALMOHHBIX TEXHOJIOTHH" . - [DJeKTpOoHHBIHN pecypc]. - Pexxum noctyna: OdunmanbHblii HHTEpHET-
rmopTaJ nmpaBoBoit nHpopmaruu http://www.pravo.gov.ru, 16.10.2013

10.Pacniopsokenue IIpasurensctBa PO ot 24.04.2007 N 516-p (pexn. ot 10.03.2009) «O Konuenuun
CO3JIaHMA TOCYAAPCTBEHHOH aBTOMAaTH3MPOBAHHON CHCTEMbI HH(OPMALMOHHOTO 00eCIIeUeHHs yIpaBIeHUs
MPUOPUTETHBIMU HALMOHAJIBHBIMH TIPOEKTaMU». - [ONeKTpoHHBIH pecypc]. - Pexum goctyna:
OduimanbHbIi HHTEPHET-TIOPTAN TpaBoBoi nHMopMaluu http://www.pravo.gov.ru, 16.10.2013

11.Vka3 Ilpesunenra PO ot 25.08.2010 N 1060 (pex. ot 21.05.2012) "O coBepIIeHCTBOBAHUH
TOCYJJApCTBEHHOTO YIpaBieHus B chepe WHPOPMAIMOHHBIX TEXHONOTHH" [DIeKTpOHHBIH pecypc]. -
Pexxum nmoctyna: OduinuanbHbli HHTEPHET-MOPTAN MPaBOBOM uH(popMalmu http:/www.pravo.gov.ru,
16.10.2013

12.ITocranoenenue [papurenscrea PO ot 06.09.2012 N 890 (pen. ot 21.07.2014) "O mepax 1o
COBEPILLUEHCTBOBAHUIO BJIEKTPOHHOI'O JOKYMEHTOOOOpOTa B OpraHax TroCyIapCTBEHHOW BiacTu'. -
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[OnexTpoHHBII pecypc]. - Pexxum gocryma: OduuuansHbIi MHTEpHET-TIOPTANl MPaBOBOW HH(oOpManmuu
http://www.pravo.gov.ru, 16.10.2013

13.[Tocranoenenue IlpaButensctBa P® ot 22.09.2009 N 754 (pen. ot 17.10.2017) "OO6
yrBepxkaeHnn [lomockeHnss o0 cucTeMe MeEXBEIOMCTBEHHOTO JIIEKTPOHHOTO TOKyMEHTooOopoTa'
[DnexTpoHHBIN pecypc]. - Pexxum moctyma: OdurnmanbHBI MHTEPHET-TIOPTAN IPABOBOW WH(OpPMAIIH
http://www.pravo.gov.ru, 16.10.2013

14.TTpukaz ®HC Poccum ot 27.12.2013 N MMB-7-6/658@ (pen. ot 26.05.2014) "O BHeceHuun
mmeHenuit B mpuka3zsl PHC Poccun” (BMecte ¢ "[lopsinkoM OATBEPKICHHUS COOTBETCTBUS TPEOOBAHUSAM
K OIepaTopy »JJIEKTPOHHOTO TOKyMeHTooOopoTa'). - [DmekTpoHHBIM pecypc]. - Pexmm mocryma:
OdurmanbHeIi HHTEPHET-TIOPTAN MTpaBoBoii nH(opMaruu http://www.pravo.gov.ru, 16.10.2013

15.1Tpukaz ®HC Poccum ot 04.03.2014 N MMB-7-6/76(@ "OO6 ytBepxaennn TpebGoBaHuii K
oTepaTopy JNMEKTPOHHOTO IOKyMeHTooOopoTa" (3apeructpupoBano B Mwuntocte Poccmm 03.06.2014 N
32556) . - [DnextpoHnHbli pecypc]. - Pexum mocryma: OQuIMaabHbIE WHTEPHET-TIOPTAT MPABOBOM
uHpopmanun http://www.pravo.gov.ru, 16.10.2013

16.1Tpuxa3z ®HC Poccum ot 13.06.2013 N MMB-7-6/196@ (pea. ot 04.04.2017) "O6 yTBep:kIeHIH
MeTomuueckux PeKOMEHAANUH M0 OPraHU3aluu ICKTPOHHOTO JOKYMEHTO000pOTa MEXKAY HAJIOTOBBIMU
OpraHaMM ¥ HaJOTOIUIATENbIIMKAMU TIpH HHGOPMALMOHHOM OOCITYXXMBAaHUM U WH()OPMUPOBAHUU
HAJIOTOIJIATENBIIMKOB B AJIEKTPOHHOH (opMe IO TeNeKOMMYHHKAllMOHHBIM KaHamam cBs3u . -
[OnexTpoHHBIN pecypc]. - Pexum mocryna: OdunuanbHBI WHTEPHET-MOPTal MPaBOBOH HHGOpManuu
http://www.pravo.gov.ru, 16.10.2013

17.TIpuxa3z ®HC Poccum ot 20.04.2012 N MMB-7-6/253@ (pen. ot 04.04.2016) "O06 yTBepKaeHUH
Bpemennoro momoxkeHuss o CeTh JOBEPEHHBIX ONEPATOPOB DJIEKTPOHHOTO AOKYMEHTOOOOpOTa U
BpemenHnoro monoxenus o mopsake npucoeanHeHUs K CeTH JOBEPEHHBIX OIMEPaTOPOB 3JIEKTPOHHOTO
JIoKyMeHToobOopoTta". - [DnekTpoHHBIH pecypc]. - Pexum mpoctyna: OduuuansHBIE WHTEPHET-IOPTAI
mpaBoBoi nHpopmanmu http://www.pravo.gov.ru, 16.10.2013

18."CrpaBouHuk  (opMaToB  JOKYMEHTOB, HCIOJBb3yEeMBIX  HAJOTOBBIMH  OpraHaMH |
HAJIOTOIMJIATENbIIMKAMH  TPU  pealu3allid  AJIEKTPOHHOTO  JOKYMEHTOOOOpOTa B OTHOILICHHUSX,
peryaupyeMBIX 3aKOHOAATeNbCTBOM O Hamorax u coopax (COHJ)" (yrs. Ilpukazom ®HC Poccuum ot
20.12.2011 N MMB-7-6/948@). - [DnekTpoHHbIi pecypc]. - Pexxum moctyna: OduiiraibHblii HHTEPHET-
nopTaJ mpaBoBoit napopmaiuu http://www.pravo.gov.ru, 16.10.2013

6.2. Cnucox pexoMeH/1yeMoii 0CHOBHOIA, 1I0NMOJIHUTEIbHOM JuTepaTypbl 1 UHTepHeT-HCTOYHUKOB

a) OCHOBHAfl JIUTepaTypa

1. JdérreB I'.B., I'magununa W.I1., AxkumoB H.A., bannukoB II.A. YmpaBieHue 3aKynkamu
TOBapoOB, paboT, YCIyr JUisl oOecredeHns: rocy1apcTBEHHBIX U MYHUIMNAIbHBIX HYX[: y4eOHO-
MeToauuyeckoe nocobue. - M.: Mock. rop. yH-T ympasnenus [IpaBurensctBa Mockssl, 2013. -
120c.

2. Kynses, H. H. KondunennmanpHoe elONPOU3BOJACTBO U 3alUINEHHBIN 3JIEKTPOHHBIN
JOKYMEHT0000poT [DnekTpoHHbIN pecypc] : yueOHuk / Kynse H. H. - Mocksa : Jloroc, 2013. -
452 c. - Pexxum ngocryna: 9bC Aii [Tu Ap byke.

3. CremanoBa E.H. Cucrema »3JIGKTpOHHOTO JOKYMEHTOOOOpoTa (00JadyHOE peIIcHHE)
[DnexTpoHHbIi pecypce] : yueoHoe ocobue / E.H. CrenanoBa. — DJIEKTPOH. TEKCTOBBIEC JTAHHBIC.
— Caparos: Ait [lu Op Memua, 2018. — 182 c. — 978-5-4486-0136-1. — Pexum pgocryma:
http://www.iprbookshop.ru/73341.html

4. YenypuoBa H.M. IlpaBoBble OCHOBHI WH(pOpPMATUKH [DJIEKTPOHHBIA pecypc] : ydeOHoe
nocodue JUIst CTYJCHTOB BYy30B, oOyuaromuxcs 1o Hanpasienuto «lIpuknaanas napopmaruka /
H.M. Yenypnoga, JI.JI. EpumoBa. — DnektpoH. TekcToBble nanuble. — M. : JOHUTU-JIAHA,
2015. — 295 C. — 978-5-238-02644-2. — Pexum JIOCTYyTIA:
http://www.iprbookshop.ru/34498.html

5. Ilubaes /I.B. IIpaBoBoe peryiaMpoBaHue 3JIEKTPOHHOIO JOKYMEHTOO0O0pOTa [DIIeKTpOHHBIN
pecypc] : yue6Hoe mocobue / JI.B. IllubGaeB. — DnekTpoH. TekcToBhIe MaHHbIe. — (CapaTos:
BysoBckoe oOpazoBanme, 2016. — 70 c. — 2227-8397. — Pexum nocryma:
http://www.iprbookshop.ru/57260.html
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0) TOMOJIHUTeIbHAs JIMTepaTypa
3. Bacakos, M. U. Jleaonpon3BoACcTBO (IOKyMEHTAIIMOHHOE o0ecriedeHne ynpasieHus Ha ocHoBe ['OCT
P 6.30 - 2003) [Tekcr] : yueOHOe mocobme / M. U. bacakos. - 7-e uzn., nepepad. u gom. - M. : JlamkoB u K,
2012. - 347 c.
4. beixosa T.A., Banosa JI.M., Caukuna J1.B. [lenonpou3BoactBo: Y4ueOHUK. - 3-¢ U31., epepald. u I01I.
/ Tlox o6m1. pen. mpod. T.B. Ky3znenosoit. - M.: UHOPA-M, 2012.
5. TI'mammnmmaa W.II. CepreeBa C.A. DIeKTpOHHBIH AOKYMEHTOOOOpOT // Y4eOHO -MEeTOAMYEcKhit
KoMILIeKc. - M.: Mock. rop.yH - T ynpasinenus [IpasurensctBa Mockssl, 2013.
- 36c.
6. HWudopmanmoHHBIE TEXHOJIOTMH YHpaBieHHUS : yueO. mocobue ans By3oB pek. MO PO / T.A.
Turopenko, U.A. Kononnesa, I".JI. MakapoBa u ap. ; nog pea. ['.A. Tutopenko. - 2-e u3n., gom. - M.:
FOHUTH, 2003.
7. KopnopaTtuBHBIN JOKyMEHTOO0OPOT. [IpHHIMITEI, TEXHOIOTHH, METOAOIOTHH BHEApeHns1. Maiiki Jx.
. Carromn. - CI16.: U3garensctBo A30yka, 2002r.
8. Kysnenor C.JI. CoBpeMeHHbIC TEXHOJOTHH JOKYMEHTAIMOHHOTO OOCCIIeUCHUsI yrpaBlicHHus: Yueo.
moco6wue s By3o0B / [lox pen. mpod. T.B. Ky3nenosoii. - M.: M3mparensckuit mom MOU, 2010.
9. Kprokora, H. II. JlokymenTupoBanue ymnpaBieHUecKkoi nestenbHOocTH [Tekcr] : YdeOHOe mocoOue.
I'pu» YMO / H. I1. Kprokoga. - M. : UH®PA - M, 2010. - 267 c.
10. YyxkosenkoB A.IO., fukoBas B.®. IIpaBuna opopmienus mokymeHToB: Kommentapuii k [OCT P
6.30-2003 «YHuUIMpOBaHHBIE CUCTEMBI TOKYMEHTAIMH. Y HUQHUIMPOBAHHASI CUCTEMa OpraHU3alliOHHO-
pacnopsIuTeNbHON TokyMeHTaruu. TpeboBanus Kk odopMicHHuo A0KyMeHTOBY. - M.: TK Benou, U3n-so
[Ipocnexr, 2005.
B) nH(opmanmonnoe obecrneyenue (MHTEpHET- pecypchl, MPOrpaMMHBIE CPEACTBA, MYJIbTHMEIHNA
TEXHOJIOTHH)
11. www.directum.ru
12. www.Docflow.ru
13. HesaBucumsrii mopran o C3/J1 - http://www.doc-online.ru/
14. Odunmanpuerii caidt pupmel 1C, mocBAmeHABIH porpaMMHoMy TpoaykTy 1C: JlokymeHTo060poTS) -
http://v8.1c.ru/doc8/
15. Oc¢wunmaneuerii caiit komnanuu Cognitive Technologies, nmoCBsICHHBI TPOrpaMMHOMY MPOIYKTY
CO /1 «EBdpar» - http://www.evfrat.ru/
16. Od¢wunmaneusiii caiit 3AO «Koncynbrant [Lrocy - www.consultant.ru
7. MaTepnanbHO-TeXHHYecKas 0232, MHPOPMANMOHHbIC TEXHOJIOTHH, IPOrPAMMHOE
o0ecrnieyenue U MH(POPMAIMOHHBbIE CTIPABOYHbIE CUCTEMBI
1. Cnenunanu3upoBaHHbIE 3aibl Uil MPOBEACHUS JIEKIMH W ayJuTOpPUM JUIsl TMPOBEACHUS
CEMUHAPCKUX U MPAKTUUYECKHUX 3aHSATUH C UCIOJIb30BAHUEM MYJIbTUMEIUHHOTO 000PYI0BaHUS U
BO3MOXHOCTBIO IIPSIMOTO BbIX0OJ1a B ceTh VIHTEpHET.
2. Cneumanu3upoBaHHas MeOenb M OpPrCpeicTBa: ayAUTOPHUM W KOMIIBIOTEPHbBIE KIIACCHI,
000pyIOBaHHBIE TTOCATOYHBIMH MECTAMHU.
3. Texauueckue cpencra o0yuenus: [lepcoHaibHbIE KOMITBIOTEPHI; KOMITBIOTEPHBIE TTPOCKTOPHI;
3BYKOBBIE JMHAMHKH; MPOTPAMMHBIE CPEJCTBA, O00ECMEUYHBAIOIINE MPOCMOTP BUOACO(]ATOB B
dopmarax AVI, MPEG-4, DivX, RMVB, WMV.
4. JlunensuonHsle aekTpoHHbIe pecypewsl: Windows, Microsoft Office (Excel, InfoPath,
PowerPoint, Publisher, Word).
5. MudopmaninoHHbIe CIIpaBOYHbIE U MOUCKOBBIE cucTeMbl «KoncynbranT [lmrocy, «["apanT.
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