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1. Ilepeyenn

IUVIAHMPYEeMbIX Ppe3yJbTAaTOB O0y4YeHUs] MO0 JAUCHHUILVIMHe (MOAYJII0),

COOTHECEHHBIX € MJIAHUPYEMbIMU Pe3yJIbTATAMH OCBOEHHS MPOrPaMMbI
1.1. Jucrummmaa b1.B.07 «1okyMeHTO000POT B CHCTEME OPraHOB BIACTHY 00ECIICYHBACT
OBIIAJICHUE CIICTYIOIIUMHU KOMIIETCHIIUSIMH C YYETOM 3TaIOB:

Kon HaumenoBanue Kon stanmaHanmeHoBaHue JTana OCBOGHHUS
KOMIIETEH |[KOMIETEHLIUU OCBOEHUS KOMIIETEHIIMU
02071 KOMIIETCHITHH
[1K-2 CIIOCOOHOCTh 1 ATamnCIOCOOHOCTh KBATU(HUIIUPOBAHHO
KBAJTM(PHULIUPOBAHHO (IIK-.2.1) [IPUMEHATb HOPMAaTUBHBIC IIPABOBbIC
MPUMEHSTD HOPMAaTHBHBIC AKTBI B KOHKPETHBIX cdepax
[IPaBOBbIE aKTbI B IOpUANYECKON 1EATENbHOCTH
KOHKPETHBIX chepax|
FOPUANYECKON AESITEIbHOCTH,
[peain30BbIBATh HOPMB]
MaTepHaILHOTO u
[POLECCYaJIbHOrO0 TIpaBa B
npodeccuoHanbHOM
e TeIbHOCTH
[TK-7 CrocobHOCTh 1 stan (ITK—cmocoGHOCTH KBATU(HUITUPOBAHHO
KBAJTM(PHUIIMPOBAHHO 7.1) TOJIKOBAaTb POCCHUICKME HOPMATHBHBIE
TOJIKOBATh HOpMaTHBHbBIE [IpaBOBbIC aKTBbI B cdepe
[IPaBOBbIC aKThI roCy/1apCTBEHHO-IIPABOBOM
YIpaBJICHUS JESTEIbHOCTH.

1.2. B pe3ynbrare 0cBOECHUS AUCHUIUIMHBI Y CTYJIEHTOB JIOJKHBI OBITH COPMUPOBAHBI:

OT®/TD

(npu naanuun| Kox jTana
npogcranapra)/ 0CBOEHMHSI
npogeccuoHaIbHbIE KOMIETeH I
neiicTBust

Pe3yiabTaThl 00y4yeHus

IK-.2.1

cJIeYIOIUX 3HAHUI:

- O0COOCHHOCTM  TPOLEAYp  MpaBopeaju3alvu U
npaBonpuMeHeHus B Poccutickoit deneparum ;

- mpaBwia O(OPMIICHUS OPUINYECKHX JOKYMEHTOB,
3aBEPIIAFOIITUX poriecc PaBONPUMECHEHUS u
MpaBoOpeaIn3aInu;

- KOHIICTITYaJbHBIX IOJIOKEHUH O  pealn3alid HOpM
POCCHUICKOTIO IIpaBa

- (GopM M METOIOB TOCYAAPCTBEHHOTO U IMyOIUYHOTO
yopaBieHusi, TpeOOBaHMM K  pasJIMYHBIM  BUAAM
MPaBONPUMECHHUTEIIBHBIX aKTOB C TOYKH 3pPEHUS HUX
CTPYKTYPBI, collepKaHus, opopMIIeHHUs

- TEXHUKO-IOPUIAMYECKHUE  TMPUEMBl  YCTAHOBJICHHS
(akTHUECKUX 0OCTOATENHCTB B CIIOKUBIICHCS COITMATBHOM
CUTyaIuu

- TNOHATHC W TPU3HAKN HOPUANYCCKUX JOKA3aTCJILCTB,
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Ha/UIeKaIMe  CrnocoObl  (UKCAlMd  YCTaHOBIICHHBIX
IOpUINYECKUX (PaKTOB

- OCHOBHBIC IPHWHOUIIBI pa3srpaHU4YCHHA KOMIICTCHIHN
OpraHoB  TOCYIApCTBEHHOM  BJIAaCTM M MECTHOTO
camoympaBiieHHss B cdepe  IpaBONPUMEHHUTEIHBHON
NesITeIbHOCTH

cJIeYIOIUX YMEHUI:

- IPUMEHATh HOPMATUBHBIE IIPABOBBIE AKThl B KOHKPETHBIX
chepax rOpuANIECKON NeATETHHOCTH;

- peanu3oBbIBATh ~ HOPMBI  MarepuajbHOTO U
POLECCYaTTbHOTO npaBa B podeCCHOHAIBEHON
NesITeTbHOCTH.

- KBamuuuupoBaTh (akThl U 00CTOSTENLCTBA B cepe
roCyJapCTBEHHOTO U nyOIUYHOTO yIpaBJIeHUs]
(TIPOM3BOICTBO TO JIENTy O MPAaBOHAPYIICHHUSIX Pa3INYHBIX
BUJIOB, aJIMUHHCTPATUBHOE CYJOIIPOU3BO/ICTBO,
TUCIUTITMHAPHOE MMPOU3BOJICTBO);

- COCTaBJIATh MPOLIECCyaIbHbIE aKThI;

- IPOBEPAT IOPUANYECKYIO CHITY BEIOPAaHHON HOPMBI;

- 000011aTh CYy1eOHYIO IPAKTHUKY;

- IIPUMEHATH COBPEMEHHEIE MH($OpPMaLIMOHHbIE
TEXHOJIOTUM Il TIOMCKa U 0OpabOTKH IpaBOBOM
uHpopmaiuu, oHOpMIICHHUS IOPUINYECKUX JOKYMEHTOB U
NPOBEIEHUS CTATUCTUYECKOTO aHaIN3a HHPOpMALIUY;
CJI1eyIOIIHX HABBIKOB H(WJIHM) MPHU YCJIOBUH MOJTYYeHHUSs
cJIeYIOLIero OIbITA npogeccHOHAILHON
NeATeTbHOCTH:

- KBAJIM(UIIMPOBAHHO MPUMEHATH HOPMATUBHBIE ITPABOBBIE
AKThl B KOHKPETHBIX c(hepax IOpUANYECKON NeSTEIbHOCTH;
- HaBbIKAMU KBAJIM(UIIMPOBAHHO PEATM3OBHIBATE HOPMBI
MarepuajJbHOTO W TPOIECCyalbHOrO  IpaBa B
npogeCcCHOHABHON AEATENIbHOCTH;

- HaBBIKH TOJIKOBAHUS HOPM IIpaBa;

- HaBBIKM IOPUANYECKON KBaIU(UKALUU COBEPLICHHBIM
TICHCTBHSM;

- HaBbIKM BBIOOpPa W  OTBICKAaHUS  MOJIEXKaIIeH
NIPUMEHEHUIO HOPMBI [IPaBa;

- HaBbIKM 00palOOTKM M aHAJIW3a MPABOBOM MH(OPMAINHK B
cdepe TocyaapCTBEHHOTO U IMyOJIMYHOTO YIPABICHUSI.

IIK-7.1

JocTuxenne pesyabrara ocBoenusi IIK-7 oGecneunBaercs,
nyTeM ¢GopMUPOBaHHUSA y 00y4arOUIUXCH:

CJIEAYIOLIUX 3HAHMI:

- BHJIOB M CIIOCOOOB TOJKOBAaHHS HOPM TIpaBa, IMPaBUII
FOPUIMYECKON TEXHUKHU

- CHUCTEMBI HUCTOYHUKOB KOHCTUTYLIHOHHOTO,)
aIMUHUCTPATUBHOTO, MEXIYHAPOJHOTO U UHBIX OTpacien
MpaBa - CUCTEMbI IPABONTPUMEHUTEIBHON MTPAKTUKH
CJIeYIOLIUX YMEHHUH:

- MCIIOJIb30BAaTh OTACIBHBIC BHAbI U croco0bl TOJIKOBAHUS




HOpPM IIpaBa " 00OCHOBEIBATh UX MCIOJb30BaHUE
- HCCJIICAOBATb H O606H_[8.TB MMPaBOMPUMCHUTCIIbHY IO,

PaKTUKY
cJ1eyIOIIHX HABBIKOB H(WJIHM) MPH YCJIOBUH MOJTYYeHHSs
cJ1e1yI0LIero ONbITA npodeccuoHAIbHOM
NeATeIbHOCTH:

- TOJKOBaHHWS HOPM POCCHHCKOTO M MEXIyHApOIHOTO
npasa

- pabOTHI ¢ TEKCTOM HOPMAaTHBHOTO ITPABOBOTO aKTa

- 00pa0OTKM U aHaJM3a MPaBOBOM HHPOPMALIUU

- aHAIMTHYECKOTO UCCIICIOBAHUS

- BBIWICHATh IPAaBOBbIE HOPMBI B TEKCTaX HCTOYHUKOB
npaBa

- aHANM3UPOBATh CTPYKTYpy HPaBOBOW HOPMBI H
COJIepKaHNE €€ CTPYKTYPHBIX DIIEMEHTOB

- ACJIaThb MPAaBOBLIC BBIBOABI U3 AUCIIO3UINU U CAHKIIUHU HOPMbI
IS TIPUHSATHS TTPABOBOTO PEIICHUS

2. O0beM U MecTO JUCHUIIMHBI (MoayJs) B cTpykType OIl BO

HuctunnmHa «JloKyMEHTOOOOpOT B CHCTEME OpPTaHOB BJIACTH» OTHOCUTCS K BapHATHBHOM
YacTH M B COOTBETCTBHM C y4eOHBIM IJIAaHOM OCBaWBaeTcs BO 2-M cemecTpe 1 Kypca O4YHOI
¢dopMmbl 00yueHust u Bo 2 cemectpe 1 Kypca u 1-oM cemecTtpe 2 Kypca 3a04HOi hopM 00ydeHHUs.
OO61mast TpyA0eMKOCTh AUCHUIUIMHBI cocTaBisieT 2 3.e. (72 a.4.).

OcBoeHHE MUCUUIIIMHBI OMHUPAETCS HA MUHUMAIBHO HEOOXOIUMBIH 00bEM TEOPETHUYCCKUX
3HaHUW B OOJACTH JJIEKTPOHHOTO JOKYMEHTOOO0OpOTa B TOCYAAPCTBEHHOM M MYHHIIUIIATHLHOM
YIPaBJICHUH, O TOTCHIIMAIBHBIX BO3MOXKHOCTSIX MPUMEHEHUS 3JEKTPOHHOTO JOKYMEHTO0O0OpOTa
JUISL pElIeHUs yIpaBICHUYECKUX 3a/ady; 0 CHCTeMax »JJIEKTPOHHOTO JIOKyMEHTOO0OpOTa;
BBIPAOOTKE MPAKTHYECKUX HABBIKOB IO MX HCIOJIb30BaHUIO, aHAJU3Y, BEIOOPY M MPUMEHEHHUIO B
roCyJJapCTBEHHOM YIIPABIICHUHU.

KonuyecTBO  akageMHYEeCKMX  YacoB, BBIJCIECHHBIX HA KOHTAaKTHYIO paboTy C
npenoaaBareneM (M0 BUAAM YYE€OHBIX 3aHSATHI) M HA CAMOCTOSATENbHYIO PabOTy O0y4arouxcs
O4YHOM (pOpMBI:

- IeKIuu — 6 a.4., MpakTHUecKue 3aHatus — 18 a.4., camocrosTensHas pabota — 48 a. u;

KonudyecTBO  akaieMHMYEeCKHMX  YacoB, BBIJICIEHHBIX HA KOHTaKTHYIO paboTy C
npernojaaBareneM (M0 BUAAM Y4E€OHBIX 3aHSATHI) M HA CAMOCTOSATENbHYIO PabOTy O0yYarouxcs
3a04HOM (HOPMBI:

- JIeKIMHU — 2 a.4., mpakThuueckue 3aHsaTus — 10 a.4., camocrosiTenbHas pabora — 56 u;
KOHTpOJIb — 4 a.4.

dopma NpoMeKyTOUHOM aTTeCTalluy B COOTBETCTBUU C yUEOHBIM IUIAHOM — 3a4ET.

3. Coep:kaHue U CTPYKTYPA TUCHHUILIMHBI (MOTYJIs1)
Tabnuma 1.



O0beM IMCHUIIHHBI, YaC. ®opma
KonrakTHas pabdora TeKyLlero
o0yyarommxcst c KOHTPOJIfA
Nen/n | HammeHoBamme Ten npenojgaBarteiemM y(I:IleBaeMOCT
Bcero | mo  Buaam  y4deoHbix | CP | u,
3aHATHH MPOMEKYTOY
a |ar |m | K€ o
P aTTeCTANHU
Ounasa ¢hopma ooyuenusn
[IpaBoBbIe u
Tema 1 | HOpMaTHBHBIE OCHOBHI | 18 2 4 12 | O
JOKYMEHTallUOHHOTO
o0ecreyeHns ynpaBiIeHus
DyHKIUU "
Tema 2 KIIacCCU(PUKALIUS ~ CHUCTEM 13 5 4 12 OT
JOKyMEHTO000poTa B
OpraHax BJacTu
Beibop u  BHenpeHue
Tema 3 | KOMIUIEKCHBIX CHCTEM | , 4 12 o3
IJIEKTPOHHOI'O
JIOKYMEHT0000pOoTa
JloKyMeHTUpOBaHue
Tema 4 | ynpaBiieHYecKoi 20 2 6 12 | O,T
JESTEIbHOCTH
[IpomexyTOUHas aTTecTalus 3a4er
Bceero: 72 6 18 48
3a04nasn gopma odyuenusn
[IpaBoBbIE u
Tema | | HOPMATHBHBIE OCHOBBI | | ¢ ) ) 14 | o
JIOKYMEHTallMOHHOTO 1
o0ecneyeHus ynpaBieHus!
DyHKIU u
Tema 2 KJaccu(uKalus  CHCTEM 17 ) 14 | OT
JIOKYMEHTO0000pOoTa B 1
OpraHax BJIacTH
Boibop u  BHeapeHue
Tema 3 | KOMIVICKCHBIX CHCTEM | |- ) 1 14 0.3
3JIEKTPOHHOI'O
JIOKYMEHT0000poTa
JloKyMEeHTHUpOBaHHE
Tema 4 | ynpaBiieHYeCKOM 19 4 1 |14 | OT
JeSITeNIbHOCTH
[IpomexxyTouHas aTTecTanus 3a4er
Bcero: 72 2 10 4 |56

Ipumeuanue: 1 — popmul mexyweco konmpoas ycnesaemocmu: keucwl 3adanus (K3), cumyayuonuvie 3a0auu (C3),
mecmut (T), O — onpoc

Conep:kanue IUCHHUILIUHBI (MO1YJIA)




Tema 1. IlpaBoBble M HOpPMATHBHbIE OCHOBBI [OKYMEHTAIlHOHHOIO oO0ecrne4yeHHs
ylnpasBJieHHs

[Ipenmer, copepxaHue, 3anaud JUCUUIUIMHBL. [loHSATHE ‘AJEKTPOHHBIM JOKYMEHT B
UHQOPMALIMOHHOW CHUCTEME€ OpraHu3aluu. TepMHHOJIOTHS, MHCIOJb3yeMas B CHCTEMax
JIEKTPOHHOTO TOKYMEHTO000pOTa. 331a41 CHCTEM IEKTPOHHOTO TIOKYMEHTO000pOTa.

HanpaBnenus u BuAbl JOKYMEHTAllMOHHOTO OOECIEUYeHMs YIpaBJICHUs, Ha3HauCHHE
JOKYMEHTUPOBAaHUsI W OpraHu3alud paboThl C JOKyMEHTaMH, poJib HH(OPMAIIMOHHBIX
TEXHOJIOTHI B €ro pa3BUTUH, CYLUIHOCTb U OCOOCHHOCTH YIPAaBJICHUS TOKYMEHTaMHu. JIoKyMeHT
KaK 00BEKT peryJIMpOBaHMs.

@OyHKIMM U BUABI JIOKYMEHTOB, MX yHHM(UKalus M cTaHaapTusauus. [ ocynapcTBeHHOE
peryiMpoBaHue, HOpMaTHMBHAas IIPaBOBas M METOJMYECKass OCHOBA JIOKyYMEHTAllMOHHOIO
obecnieuenus ynpasieHus. CyIIHOCTb, HAaNpaBJIEHUs] U BUbI TOCYAAPCTBEHHOTO PETYJIUPOBAHUS
JIOKYMEHTAIlMOHHOTO 00€CleYeHHs YIpaBJIeHHs, Ha3HAuUE€HUE, OCOOCHHOCTHM M COOTHOLIEHHE
HOPMATHUBHOTO MPaBOBOI'0 U METOAMUYECKOTO perynupoBanus. CocTaB U CTPYKTypa HOPMaTHUBHOM
IIPaBOBOM M METOJMYECKOW OCHOBBI JTOKYMEHTAIlMOHHOI'O OO€CIEUEeHMs YNpaBJiE€HUs, pOJb U
OOBEKTBl PETYJIMPOBAHUS 3aKOHOJATENBHBIX AaKTOB M HOPMATUBHBIX HPAaBOBBIX aKTOB
(enepaabHBIX OPraHOB HCIIOJHUTEIBHON BIIACTH, HAIMOHAJIBHBIX M JIOKATBHBIX HOPMAaTHUBHO-
METOANYECKHX 6 OoKyMeHTOB. Ha3HaueHne M OCOOEHHOCTH HUCMOJIb30BaHUsS ['ocynapcTBeHHOU
CUCTEMBl JOKYMEHTAI[MOHHOTO oOecrieueHust ynpaBieHuH | IlpaBun nenonpousBojicTBa B
(enepanbHbIX OpraHax UCIOJIHUTEIBHON BIACTH.

Tema 2 ®yHkuMu U KIaccuPUKaNMs CHCTEM JTOKYMEHT0000pPOTA B OPraHax BJIACTH

q)YHKIII/II/I CUCTCM: pEeructpanud JOKYMCHTOB. YHpaBHCHI/IC 3JICKTPOHHBIMU OOKYMCHTAMM.
Coznanme U XpaHeHUE Pa3UYHBIX HECTPYKTYPUPOBAHHBIX TOKYMEHTOB (O(pHCHBIE MPUIOKEHHUS,
rpaduUecKkue W MeauamMaTepHaibl, 4YepTeku U mp.), Bepcun u DL, mommepkka >KU3HEHHOTO
UKJIa JOKYMEHTOB, Ha3Hau€HHE IpaB JIOCTyIa, BEEHUE HCTOPUU PabOThI, TOJTHOTEKCTOBBIM U
anH6YTHBHBIfI IIOUCK. CO3IlaHI/I€ OJICKTPOHHBIX JOKYMCHTOB, BCACHUC CHUCTCMBbI CIIPAaBOYHHKOB,
yOpaBlieHHe JeNIOBBIMH Tporieccamu. llogaepika MpoleccoB COracoBaHWs W 00pabOTKH
JAOKYMCHTOB, BblJa4a 3aﬂaHHﬁ U KOHTpPOJb HX HWCIOJHCHHA, obecrieueHne B33HMOIIGI7[CTBPI$I
MEXIy COTPYJHHKAMU B X0Jie OM3HEC-TIPOIIECCOB, MOIEPKKA CBOOOIHBIX U KECTKUX MAPIIPYTOB
(workflow). IlpusHaku KimaccuuKamuu: COOTBETCTBHE  CTaHAApTaM  OTEYECTBEHHOTO
JENIONPOU3BOACTB; pa3pabOTUMK CHUCTEMBI; pelIaeMble 3a7aud  JIEJONPOU3BOJICTBA;  THII
opraHn3ali Ha KOTOPBIC CUCTEMbI paCCYNTAHbL

Tema 3. BpiGOp u BHeJpeHHe KOMIUIEKCHBIX CHCTEM  3JIEKTPOHHOIO
JOKYMEHT0000poTAa

BreiOupaemasi cucrema JoiKHA OOECIIEYMBATH BBIMTOJIHCHUE 337a4, KOTOPBIC MPUXOIUTCS
pemaTh COTPYJHUKAM, a UMEHHO - aBTOMAaTH3al[Ui KOHKPETHOTO YIIPAaBIEHYECKOTO TMpoIecca, B
KOTOPOM TMPHUCYTCTBYET 00pabOTKa JIOKYMEHTOB, W CO3J]JaHME B OPTaHM3allMd KOMILUIEKCHOM
CUCTEMBI aBTOMATH3AIIUU JJOKYMEHTO000pOTA.

DTO rapaHTUpyeT CHU)KEHHE 3aTpaT Ha aBTOMATHU3AIIMIO, CIAXEHHYI0 paboTy BceX dacTei
CUCTEMBbI, BO3MOXKHOCTb €€ WHTerpauud B UWHGOPMAIMOHHOE TPOCTPAHCTBO, a TpHU
HEOOXOJMMOCTH - CBOCBPEMCHHYIO KOHCYJBTAIMOHHYIO, TEXHUYECKYI0 U METOJIOJIOTHUECKYIO
MOJITICPHKKY .

[Toaxop! K CO3IaHUIO CUCTEM DJIEKTPOHHOTO JTOKyMEHT000OopoTa. TpeOoBaHMs K CUCTEMAM.
Dransl BHIOOpa CUCTEMBI aBTOMATH3AI[MH. DTallbl BHEAPEHUS CUCTEMbI aBTOMATH3AIUH.

Bce 310 npuBoauT K HEOOXOIUMOCTH 3aIyMbIBaThes O BHeApeHuu B 1O wHPpacTpyKTyphI
JUIsT KOMIUIEKCHOM aBTOMAaTH3allMU MPOILIECCOB JTOKyMEHTOOOOpOTa, KOTOpass Obl MO3BOJWIIA
pEeUIUTh CIEeNYIONIUe 3a/1a4uu:

1) VnemeButh pa3paOOTKy W BHEIPEHHE MHOTOUYMCICHHBIX KOHTYpPOB 00paboTKu
nokymenToB B U10.



2) OGecrieunTh yI0OCTBO IMOJIb30BATENsl M YHU(MUIIMPOBAHHBIA MHTEpdENc st AocTyna K
Pa3IMYHBIM MIPUIIOKEHUSM.

3) CokpaTutb CTOMMOCTH 3KCIUTyaTalldd W COMPOBOXKICHHS KOMIUIEKCA MPUIIOKECHHIM,
ABTOMATHU3HUPYIOMIMX MPOIECChl JOKYMEHTO000pOTA.

4) OOGecrnieunTh YHH(DHUIIMPOBAHHBIE CPEJICTBA MOHUTOPUHTA W KOHTPOJIS HCIOIHEHUS
9TaroB, Pa3IMYHBIX YIIPABICHYECKUX MPOLIECCOB 0OPAOOTKH TOKYMEHTOB.

5) OO6ecreunTs BO3MOXKHOCTH COOpa CTAaTHCTUYECKOW HMH(POpPMAIMM O CKOPOCTH H
CBOEBPEMEHHOCTH HCIIOJIHEHUSI TeX WJIM MHBIX 3TamoB paboT M BO3MOXHOCTH MOJUGUKALNN
yIPaBJIEHYECKUX MPOLIECCOB HA OCHOBE HAKOIUIEHHON MH(DOPMAITUH.

Tema 4 /lokyMeHTHPOBaHUE YIPABJIEHYECKOI 1eSITEIbHOCTH

OOme TpeOoBaHHMS K JOKYMEHTHPOBAHHMIO YIpaBJICHYECKOH aesrenbHOcTH. CocTas,
colepkaHne W OCOOEHHOCTH pealn3alii TpeOOBaHMK K paCIONOXKEHUI0 U 0(opMIIeHHIO
PEKBU3UTOB JOKYMEHTOB. CTPYKTypW3alusi TEKCTOB YIPABICHUYECKUX JOKYMEHTOB. Bubl
YHU(UIIUPOBAHHBIX TEKCTOB, OCOOEHHOCTH OQopMiIeHHsT TpadapeTHOro TEKCTa, AaHKEThl H
tabmumbl.  CocTaB W Ha3HAYCHWE  OTJACIBHBIX  BHUJOB  OPraHU3alMOHHO-TIPABOBBIX,
pacTOpSANTENBHBIX U WH(OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB. JloKyMeHTanbHBINH (HOHA |
nepeveHb JTIOKYMEHTOB, OOpa3yIOUIMXCS B TPOIECCE ACITEIBHOCTH TOCYAapCTBEHHOIO OpraHa.
CocTaB, pacnoJio’)KeHUE | MpaBuiIa 0GOPMIICHHS PEKBH3UTOB OT/ICIHHBIX BUIOB OPTaHH3AIIIOHHO-
NPaBOBBIX, PACHOPSAUTEILHBIX W HH()OPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB. OCOOCHHOCTH
0oQOpMIICHHSI OTJENBHBIX BHJOB JIOKYMEHTOB, OO0pa3yrommuxcs, oOpa3yroIHMxcsi B IMpoIecce
JeSITeIbHOCTH TOCYJAPCTBEHHOTO OpraHa.

4. MaTtepuaJjbl TeKyllero KOHTPOJISl yCIeBAeMOCTH 00y4AOIIMXCS U
(oH OLIEHOYHBIX CPEACTB NPOMEKYTOUYHOI ATTECTALMHU M0 TUCHUILIMHE (MOIYJIIO)

4.1. ®opMbl M MeTOAbl TEKYHIEr0 KOHTPOJISI YCHEeBAEMOCTH OO0yYAOIUMXCH M
NMPOMEKYTOYHOM aTTeCTAIUM.

4.1.1. B xone peammzanuu aucuumiaunbl b.1. B. 07 JoxkymeHT0000pOT B CcHcTeMe
OPraHoB BJIACTH MCHOJB3YIOTCH CJIeAYHUIHe METOAbl TeKyIIero KOHTPOJISA yCleBaeMOCTH
00y4arouuxcs:

IIpu npoBeneHUH 3aHATUHN JIEKLIUOHHOTO TUIIA!
- OIpOC;

MIpHU NPOBEJICHUH 3aHATHUI CEMUHAPCKOTO THUIIA!
-0IpOC, TECTUPOBAHUE, KEHC-3a1a4u

4.1.2. 3ayeT NMPOBOAMTCH ¢ MPUMEHEHHUEM CJIEAYIOIIMX METOA0B (CPeaCTB):

Hcnonb3yeTcsi MeToJ yCTHOTO OTBETAa Ha BOMPOCHI OWieTa W JalibHeWIIend Oecenbl o
HpaBOBbIM HOpMaM, a TaK¥XKE yCTHOC pemeHI/Ie CI/ITyaI_II/IOHHI:IX 3a1a4.

4.2. MartepuaJjibl TeKyIero KOHTPOJIs1 YCIIeBaeMOCTH 00y4YaI0INXCs

Tunosvie ouenounvie mamepuanvt no meme 1. Ilpagosvie u HoOpmamueHvlie OCHOBH
OOKYyMEHMAayuoHHO20 00ecnevyeHUus ynpaeienus
Bonpocsl k onpocy

1. [TonsiTHE “PNEKTPOHHBIN JOKYMEHT B MH(GOPMAIIMOHHOW CHCTEME OpTraHu3aIliH.

2. TepMHHOJIOTHS, UCTIONB3YyEMas B CHCTEMaX JIEKTPOHHOTO IOKYyMEHTOO00pOTa.

3. 3agauu cucTeM 3JIEKTPOHHOTO TOKYMEHTO000pOoTa.

4. JIokyMeHT Kak 0OOBEKT peryiarpoBaHus. OyYHKINU U BUIBI JOKYMEHTOB, UX YHHU(HKALNS
U CTaHJapTU3aLIHsL.

5. T'ocynapCTBeHHOE peryJMpoBaHUE, HOPMAaTHUBHAs IIPaBOBas M METOAMYECKAas OCHOBA
JIOKYMEHTAI[MOHHOTO 00eCTieueHus ypaBIeHHUs.



6. CymHocTh,  HampaBi€HUS M BHJABl  TOCYJapCTBEHHOTO  PETyJIHPOBAHUS
JOKYMEHTAIMOHHOTO 00ecleyeHns YIpaBieHUs, Ha3Haue€HUE, OCOOCHHOCTH M COOTHOUICHHE
HOPMATUBHOTO TIPABOBOTO M METOJIUYECKOTO PETYIUPOBAHMSL.

7. CoctaB W CTpPYKTypa HOpPMAaTHMBHOM TIpaBOBOM M  METOJUYECKOM  OCHOBBI
JIOKYMEHTAIMOHHOTO O0eCTIeYeHUs yIPaBIICHHUS.

Tunogvie ouenounvie mamepuanvt no mem 2 @Dyukyuu u Kiaccu@ukauyus cucmem
OOKyMEeHmoo0opoma 6 opzanax é1acmu

Bonpocsl k onpocy

1.Haznauenne ¥ OCOOCHHOCTHM  HCHOJNb30BaHUS  ['OCyAapCTBEHHOW  CHUCTEMBI
JOKYMCHTAIITUOHHOT'O oOecrieyeHus YOpaBJICHUHU H HpaBI/IJI ACIONPONU3BOACTBA B
(denepanbHbIX OpraHax UCIOJIHUTENILHON BIACTH.

2.Y1paBieHue JIEKTPOHHBIMU JIOKyMEHTAMHU.

3. Knaccuduxanus cucteM 3J1eKTPOHHOTO JOKYMEHTO000pOoTa.

4. Iloxxoxab! K CO3JAHUIO0 CUCTEM DJIEKTPOHHOTO JOKYMEHTOO00pOTa.

TecTbl:

1.AyrenTuduxanus — 310

MPE0CTaBIICHUE JOCTYIIA K OMPEICICHHBIM JaHHBIM WK OTIEPALIUSIM, TIPU YCIOBHH, YTO
MOJIb30BaTeNb TOT, 32 KOTO OH ce0s BbIIaeT

+CMOCOOHOCTh MOATBEPAUTH JIMYHOCTH MOJIB30BATEIS

-MEXaHU3M pa3rpaHUYeHHUs JOCTYyNa K TaHHBIM U (DYHKIUSM CUCTEMBI

-TIOMCK W UCCIICJIOBAHNE MAaTEMAaTHYECKUX METOOB MPeo0pa3oBanus HH(OOpMAIIUN

2.BaaHK, cofep kAUl OJUHAKOBBIi HA00P PEKBU3UTOB /1JIsl BCeX BHI0B TOKYMEHTOB
—97T0 ....

-¢IMHBIA OJaHK

-0JIaHK TTHChMa

+001muii 0JaHK

-OJTaHK KOHKPETHOTO JIOKYMEHTa

3.bJIaHK TOKYMEHTa — 3TO

+nucT OyMaru ¢ 3apaHee BOCIIPOU3BEIEHHBIMU PEKBU3UTAMU, COJIEPKAIIIMMH MOCTOSIHHYIO
nHpopMaIro 00 OpraHu3aluyd — aBTOPE JOKyMEHTa

-JINCT Oymaru ¢ 3apaHee BOCIPOU3BEICHHBIMU PEKBU3UTAMU, COICPKAIIUMU TIEPEMEHHYIO
nHopMaIro 00 OpraHu3aluyd — aBTOPe JOKyMEHTa

-rocy1apcTBeHHast Oymara, o0si3aTeNibHas JiIsl IPUMEHEHUS! B OpraHu3aluu

-JINCT OyMaru ¢ 3apaHee BOCIPOM3BEICHHBIMU PEKBU3UTAMH, COICPKAIIIMMH TTOCTOSIHHYIO H
MEPEeMEHHYI0 HHPOPMAITUIO 00 OpraHU3aIlH — AaBTOPE TOKyMEHTA

4.B o0beMe JOKYMEHT0000pOTa cjelyeT yYUThIBATH

-BCE BXOJISIIUE U UCXOIAIINE TOKYMEHTHI 3a ONpeIeICHHBI IEPHO/I BPEMEHHU BCE
BHYTPCHHUEC NOKYMCHTBI U BCC KOIIMHU 3a OHpeIIeJIeHHI)If/'I MEpruoa BpEMCHU:

-BCE BXOJIAIIUE U UCXOAIINE TOKYMEHTHI 32 OTpeICICHHBIH IEPHO BPEMEHH
+BCe BXOOAIIUEC, UCXOOAIIUEC U BHYTPCHHHUEC JOKYMCHTBI, @ TAK)XKC BCC KOIIMHU 3a
OIIpEeJICTICHHBIN TIePHO]T BpEMEHU

S5.I'1aBHOE NPABWJIO OPraHU3AIUN JOKYMEHT0000poTa — 3TO ...

CTCPCOTUITHBIC MapIIPYThI IBUKCHUSA CBOMCTBECHHBIC BXOOAIIUM TOKYMCEHTaM C
HAaMMEHBIIIMMHU 3aTPaTaMH BPEMEHU

+onepaTuBHOE NMPOXOKIECHUE TJOKYMEHTA 10 HanboJjee KOPOTKOMY M MPSMOMY MapIIpyTy C
HaMMEHBIIIMMHU 3aTPaTaMH BPEMEHHU
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CTaOMIILHBIN MapuipyT ABUKCHUA, KOTOpI)If/'I 3aBHUCUT OT COCTaBa U COACPIKAHUA JOKYMCHTOB
u oT HpHHHTOﬁ B OpraHu3al TCXHOJIOTHH pa60T C IOKYMCHTaMH

6.I'pynmbl 1ocTyna HEOOXOIUMBI ...

+1171s1 OpraHU3aluy JIOCTYTA K JOKYMEHTaM JIJIsl OT/IEJIOB OpraHu3alliuu, KOJIJICKTUBA
COTPYJIHUKOB, pa0OTaOIINX HAJ OTJEIIbHBIM MPOESKTOM

JUISL TIPEJIOCTaBJICHUS TTpaB KOHTPOJIEpa COTPYIHUKAM O0SI3aHHBIM CJIEIUTH 3a IEUCTBUSIMU
MOJIb30BaTENEH CUCTEMBI

B CJIydae OTCYTCTBHSI COTPYJIHHMKA OTBETCTBEHHOTO 3a padOTy HaJ JOKYMEHTOM U
HEOOXOJJMMOCTBIO €€ IPOAOKEHHE B €r0 OTCYTCTBHE

7. JlenerupoBaHue MpaB AOCTyIa HEOOXOIUMO ...

JUISL IPEIOCTaBJICHUS TTpaB KOHTPOJIEpa COTPYAHUKAM 00SI3aHHBIM CJIEIUTH 3a IEUCTBUSIMU
MOJIb30BATENE CUCTEMBI

JUISl OpraHu3alliy JOCTYIIA K JIOKYMEHTaM JIJIsl OTJIEJIOB OpraHU3allud, KOJUICKTHBA
COTPYJIHUKOB, pabOTaONINX HAJ OTJCIIbHBIM MPOEKTOM

+B clyyae OTCYTCTBHUSI COTPYIHUKA OTBETCTBCHHOTO 32 pabOTy Ha/l TOKYMEHTOM H
HEOOXOJMMOCTBIO €€ IPOAOKEHHE B €r0 OTCYTCTBHE

8.JlokyMeHTO000pOT — 3TO ...

Ipolecc MOAUCAaHUs U NIepeladyn JOKyMEHTa B OpraHU3aluu

JBIKEHUE JOKYMEHTOB B OPIaHU3ALMHA OT PyKOBOJUTEIS K HUCIIOJHUTEISAM

+CII0KHBIN TEXHOJIOTHYECKUM IPOLECC, KOTOPBIN BKIIIOYAET BCE OIIEpALUU 110 IIPUEMY,
nepezaye, COCTaBIEHUIO, COITIAaCOBAHHIO, OPOPMIICHHIO, YIOCTOBEPEHHIO U OTIIPABKE
JIOKyMEHTOB

TEXHOJIOTMYECKHN MTPOLECC apXUBHOTO XPAHEHUS JOKYMEHTOB

9.... TOKYMEHTOIIOTOK COCTOUT U3 JJOKYMEHTOB, CO3/]JaBA€MbIX B JaHHON OpraHu3alu U
OTMPABIIIEMBIX 32 €€ TIPEIEIbI

Buytpennuit

Bxopgsammi

OpraHu3anoHHbINA

+Ucxonsamuii

10.JlokyMEHTONIOTOK — 3TO ...

JIBIDKEHHUE TAaHHBIX B OIIPEICIIEHHOM HarpaBlIeHUH

JABMIKCHUC JOKYMCHTOB B PA3HBIX HAIIPABJIICHUAX, KOTOPOC MOCTOAHHO MCHACTCSA
OpPraHU30BaHHOE JBM)KEHUE JOKYMEHTOB U3 OpraHU3allui B Pa3HbIX HANPaBICHHUIX
+crouBIIeeCs UM OPTaHU30BaHHOE B Npeenaax NH(OPMALMOHHON CUCTEMBI IBHIKEHUE
JTAaHHBIX B OIIPE/ICICHHOM HAIIPaBJICHUH, IIPU YCIOBUH, YTO Y 3TUX JAHHBIX OOIIUI
MCTOYHUK U OOIIUI MPHEMHUK

CJIOXKMBIIEECS WM OPTaHU30BAHHOE B IpeziesiaX HHPOPMALMOHHOW CUCTEMBI

11./lokyMeHT UMeeT JIBE€ CYIIHOCTH ...
+UH()OPMANIMOHHYIO U MaTEPUATHLHYIO
WH()OPMAITMOHHYIO M KOMMYHHUKAIIHOHHYIO
MH(POPMALMOHHYIO U TIPABOBYIO

00IIyI0 U CIIeIUATBHYIO

IZ.HOKYMGHTOHOTOKI/I 10 HAITPAaBJICHUIO ACJIATCA HA ... IOTOKHU

BXOJSILIME U YXOMSIINE
JYaroHaJlbHbBIC
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+FOpI/I3OHTaJII)HI>Ie " BCPTUKAJIBHBIC
MapaJuiCJIbHBIC U IICPCCCKAIOIINCCA

13.Ha 6a3e nmpoaykra LotusNotes ¢pupmbl LotusDevelopmentCorporation paspaborana
cucreMa

«OfficeMedia»

«Effect Office»

+«bocc-PedepenT»

«Optima Workflows

14.00menpuHsATasi METOIUKA TOICYETa JOKYMEHTO000pOTa MPEyCMaTPUBAET BBIPAKECHNE
ero oobema JpoObko, B UUCIINUTENE KOTOPOH YKa3bIBAETCS KOJIMUYECTBO ...

KOIUIi, a B 3HAMEHATeJe — KOJIMYECTBO BCEX JOKYMEHTOB OpPraHU3alluN

MOJ/UIMHHUKOB, a B 3HAMEHATeJe — KOJIMYECTBO BCEX JIOKYMEHTOB OpraHU3aluH
+10ATMHHUKOB, a B 3HAMEHATEJIE — KOJIMYECTBO KOMHM

KOIMH, a B 3HaMeHaTese — KOJIMYECTBO MOAJIMHHUKOB

15.06beM 10KyMeHTO0O0pOTa BhIpakKaeTcs ...

00IIIMM KOJTMYECTBOM JIOKYMEHTOB, CO3/JaHHBIX B OPTaHU3AIUU 33 OMPEICICHHBIN epUo/]
BpEMEHU

+00IIMM KOJIMYECTBOM JOKYMEHTOB, MMOCTYUBIINX WIIA CO3/JaHHBIX OpraHu3aluei 3a
ONpEIETICHHBIN Nepruo BpeMEH!

00IIMM KOJTMYECTBOM JIOKYMEHTOB, IMTOCTYNHBIINX B OPTaHU3AIUIO 32 ONPECICHHBIN
MepHOJl BPEMEHHU

16.OCHOBHOM CTPYKTYPHOU €TMHUIICH (OPMATHPOBAHHOTO JOKYMEHTA MPHU Pacio3HAaBaHUH
CUMTaeTCH ...

+10J1e JOKYMEHTa

PEKBU3UT JJOKyMEHTA

CJIOBO

IIPEI0OKEHHE

17.OCHOBHBIMU BUAAMH CPOKOBOTO KOHTPOJIS SIBIISIOTCA ...
KOHTPOJIb 10 CYIIECTBY PELICHMsI BOIIPOCa

PYYHOHM ¥ aBTOMaTU3UPOBAHHBIN KOHTPOJIb

+TeKyui, IpeayIpeaAUTEIbHBINA U UTOTOBBIN
€KCHE/ICIIbHBIN, €)KEMECSYHBIN U €KEKBapTaJIbHbII

18.0¢unmansHpii JOKYMEHT — 3TO ...

0001 OyMaXKHBIN TOKYMEHT

mo0ast mHopMartvsi, BHECEHHAs B 0a3y JTaHHBIX

+uHdopmanys, 3apuKCUpoBaHHAs HA KAKOM-THOO0 HOCHUTENE, TPUTOTHOM JIS IOCTaTOYHO
JIOJITOBPEMEHHOTO XpaHEeHHsI, U 0(hOpMIIEHHAs 110 ISHCTBYIOIIMM 3aKOHOAATEIbHBIM
npaBUIaM

uHpopManus, 3aQUKCUPOBAHHAS Ha KAKOM-JTHO0 HOCHTEIE, IPUTOTHOM JUIsi JOCTATOYHO
JIOJITOBPEMEHHOTO XPaHEHHS

19.IToaroroBKa TOKyMEHTa K CKAHUPOBAHHIO BKIIFOYAET B CeOs OTIEPAIINH ...
npeaBapuTeNbHYI0 00paboTKy H300pakeHNH, HaX 0K ICHHE TIOJIeH, TPOBEPKY paciO3HAHHOK
uHbopmauu

CKaHHUPOBAaHUE, KOHTPOJIb KAYECTBA M BO3MOXXHOE MTOBTOPHOE CKAHUPOBAHUE

+onucaHre HACTPOUKH CUCTEMBI U HETTOCPEICTBEHHYIO TIOJITOTOBKY JIOKYMEHTA
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20.ITox ... KOHTPOJIEM MMOHUMAIOT MOJTOTOBKY CBEJACHUN O JOKYMEHTAX, CPOK UCTIOJTHCHUS
KOTOPBIX UCTEKAET CETOIHS.

+TEKYIIUM

(MHAHCOBBIM

NpERYIPEAUTENBHBIM

HATOTOBBIM

21.I0ox ... KOHTPOJIEM MTOHUMAIOT AHATTUTHYECKOE 0000IICHHE JJOKYMEHTO000POTa,
MCTIOMTHUTENCKON TUCHIUTUIMHBI B OPTraHU3AIMH U €€ CTPYKTYPHBIX MOpa3AeICHHSIX.
peIyIpeIUTeILHBIM

+UTOTOBBIM

TEKYIIHM

(bMHAHCOBBIM

22.I1oA ... KOHTPOJIEM TOHUMAIOT MOATOTOBKY CBEJCHUHN O JOKYMEHTaX, CPOK MCIOTHEHUS
KOTOpBIX MCTEKAeT uepe3 2-3 JqHsl.

+IpeaynpeIuTeabHbIM

(MHAHCOBBIM

TEKYLIM

UTOTOBBIM

23.I1ox 3MeKTpOHHON IU(PPOBOH MOAMHUCHI0 TOHUMAETCH ...

+PEKBU3UT IEKTPOHHOTO JOKYMEHTA, NpelHa3Haue€HHBbIHN 715 €r0 3aIUThl OT NOJAEIKU U
MO3BOJIAIOIINHN UACHTU(UIUPOBATH BIIaI€b1a OAIUCH

CPEZCTBO 3aILUTHI OT MOJIENIO0K WIN IOTEPH JaHHBIX B PYKOMMCHBIX TOKYMEHTaxX
PEKBU3UT 3JIEKTPOHHOIO JOKYMEHTA, peAHa3HAYE€HHBbIH JIJIs1 OpraHu3aliy HaieKHOTO
XpaHEeHUs U MOMCKA JOKYMEHTa

TpaJUIMOHHAsL PYKOIHMCHAS TOAINCH, COIeprKalas HHPOpMaIuio 00 OTIpaBUTENe
COO0O0IIIEeHNS

24 Ilony4eHue u300pakeHUs JOKyMEHTA BKJIFOYAET B ceOs OTIEpaIni ...

OTMCAaHNE HACTPOWKHU CHCTEMBI M HEITOCPEACTBCHHYIO MOJATOTOBKY JOKYMEHTA
+CKaHUpPOBaHHE, KOHTPOJIb Ka4eCTBA M BOBMOKHOE TTOBTOPHOE CKAaHHUPOBAHUE
npeaBapuTeNbHY0 00paboTKy H300pakeHNH, HaX 0K ICHHE TIOJIeH, TPOBEPKY pacio3HAHHOK
uHbopmaruu

25.Ilpotiecc nmpuBeIeHHs 4ero-T1u00 K eMHOM cucteme, popme, eIMHO00pa3UIo — ATO ...
CTaHIapTH3AITHS

+yHudukanys

Kiaccuuxanus

cUCTEeMaTH3aIlUs

26.Pazpabotunkom cuctemsl «EBdpar JJokyMeHTOOOOPOT» SBIIAETCS KOMIAHHUS ...
+¢pupma «CognitiveTechnologies»

3A0 «3nekTpoHHbIE OPUCHBIC CHCTEMBDY

AO «JlanuT»

HTL «MHCcTATYT pazButuss MOCKBBI»

27.PazpaboTunkoM cuctemsl «Jlemaoy» sBusiercs pupma ...

¢upma «Cognitive Technologies»
AQO «JlanuT»
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+3A0 «OnekTpoHHbIE OQUCHBIE CUCTEMBD»)
HTL «MHCcTATYT pazButust MOCKBBI»

28.PacniozHaBaHue MPEIOIaracT BHITOJHEHUE CIEAYIOIINX ONepanuH ...
OIMIKUCaHHuEC HaCTpOfIKI/I CHUCTCMBbI U HCMTOCPCACTBCHHYIO TOATOTOBKY NTOKYMCHTA
+IpeBapUTENbHYI0 00paboTKy N300pakeHUH, HAX0XKICHHE TTOJICH, TPOBEPKY
pacro3HaHHO# H(popMaIH

CKaHWPOBAaHUE, KOHTPOJIb Ka4eCTBa M BO3MOKHOE TIOBTOPHOE CKaHWPOBaHUE

29.Peructpanus — 310 ...

-y4eT JOKYMEHTOB, KOHTPOJIb 32 UX UCIIOJIHEHHEM U CIpaBOYHasi paboTa Mo J0KyMEHTaM
+3amuch YYETHBIX IAHHBIX O JJOKYMEHTE 110 YCTaHOBJICHHOU (popme, pukcupyromei (hakt
€ro CO3/[aHusl, OTTIPABIICHUS WU TIOJTyYCHUS

-TIpUEM U TIepBUYHAsT 00pabOTKa JOKYMEHTOB

-CHSITHE C JIOKYMEHTa MoKa3aTesiei (PEKBU3UTOB) U 3aHECEHUE UX B OMPEJICTICHHYIO
pErHCTpaiOHHYI0 (hopmMy

Tunogvle ouenounvie mamepuanvt no meme 3. Bvibop u eneopenue KOMNIEKCHBIX CUCHEM
INEKMPOHHO20 OOKYMEHMO06opoma
Bonpocsl k onmpocy

1. TpeboBaHus K cucTeMam.

2. Dranbl BBIOOpA CUCTEMBI aBTOMATH3ALUH.

3. Dransl BHEIPEHUS CUCTEMbI aBTOMAaTH3aIUH.

4. O6uue TpeOOBaHUS K JOKYMEHTHPOBAHUIO YIIPABIEHYECKOH 1eATETbHOCTH.

5. CocraB, coaep:kaHME€ M OCOOCHHOCTH pealu3aluu TpeOOBaHUII K pAaCIOJIOKEHHUIO U
0(hOpMIIEHHIO PEKBU3UTOB JOKYMEHTOB.

3amaua Ne 1. AtpuOyTtHbiii mouck 1) Haitaure neicTByromue TOKYMEHTBI, MPUHATHIE C
31.01.2016 no 11.06.2018, B KOTOpHIX IOBOpPUTCA 00 AJIMUHUCTPATUBHOM IPaBOHAPYIIECHUU.
CKOJBKO TaKUX JOKYMEHTOB Brl Harim?

3agaya Ne 2. Haitgute neicTByromme I0KyMeHTHI, npunsTeie ¢ 11.02.2015, B koTOpbIX
TOBOPHUTCS 00 aKTUBAX WHBECTHUIIMOHHBIX (OHIOB. CKOJIBKO TaKUX JIOKyMEHTOB BbI Hanum?

3anaga Ne 3. Haiinure 1OKyMeHThI, IpuHATbIE coBMecTHO KoHctutynnonueiM Cynom PO u
BepxoBabiM CynioM P®. CkoJibKO TakuX TOKYyMEHTOB Bbl Hamuim?

3amaua Ne 4. HaiiT 1OKyMEHTHI, IpUHATBIE coBMecTHO MuHoctoM Poccun, BepxoBHbIM
Coserom P®, u IIpaBurensctBoM P®. Ckosbko Takux 10KyMeHTOB Bbl Hanum?

Tunosvie ouenounvie mamepuanvt no meme 4 JloKymenmuposanue ynpaeieH4ecKoul
deamenpvHoCmU
Bonpocsl k onnpocy

1. CTpyKTypH3aIus TEKCTOB YIPABIEHYECKIX JOKYMEHTOB.

2. Bunpl yHHQUIMPOBAHHBIX TEKCTOB, O0COOEHHOCTH OGOpMIICHHS TpadapeTHOTO TEKCTa,
AQHKETHI U TaOIUIIBL.

3. CocraB u  Ha3HauY€HHE  OTHCJIBHBIX  BUJOB  OPraHU3AI[MIOHHO-TIPABOBBIX,
pactlopsiAUTENbHBIX U HH()OPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB.

4. OcobeHHOCTH OGOPMIICHHS OTICIHHBIX BHJIOB JJOKYMEHTOB, 00Opa3yIOIIUXCS B MPOIecce
JeSTeNIbHOCTH TOCYAapCTBEHHOTO OpraHa.

TecTbl:

1.Peructpanum nojuiexar:
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TOJBKO BXOJIAIINE U UCXOJAIINE JTOKYMEHTHI

JIOKYMEHTBI, MTOJIy4eHHBIE TOJIBKO IS CBEJICHHS U He TpeOyIoIIue OTBETa U UCTIOTHEHHUS
+BCe JIOKYMEHTBHI, TPEOYIOIIUE CIEIUATBHOTO YUeTa, UCTIONHEHUS U UCTIOIb30BAHUS B
CIIPABOYHBIX ILIETISX, HE3aBUCUMO OT CII0Cc00a MOTydeHus

TOJIbKO MHChMa U OOpaIieHus TpaxkKaaH

2.PexBU3UT JOKYMEHTa — 3TO ...

3HAYOK: MPOCTABJICHHBIN Ha JTOKYMEHTE Ul €r0 paclo3HaBaHUs
+00s13aTENbHBIN 37IEMEHT 0QUIIUAIBHOTO TOKYMEHTA

00s13aTeNbHBIA CUMBOJI B IOKYMEHTE, PaclloJIOKEHHBIN B IPAaBOM BEPXHEM YTy
JIOTOTHIT HA O(UIATIFHOM JIOKyMEHTE

3.PexBU3UT, OTpakarouuii OCHOBHOE COACPIKAHNE TOKYMEHT — 3TO ...
+TEKCT

MOAMKCH

PEruCcTpallOHHBIN HOMEp

MIPUIOKEHUE

4.PeKBU3HTHI XapaKTEPHBIC TOJBKO IS OJIaHKA IMHChMa — 3TO ...
HAMMEHOBAHUE OpPTaHU3aIMH (CTPYKTYPHOTO MOJIPA3/ICIICHU )
+TpadapeTHbIe YaCTH PEKBU3UTOB «JIaTa», «KHOMEP JTOKYMEHTa)
CIpaBOYHBIC JIaHHBIC 00 OpraHU3aIuu

sMOieMa OpraHu3aluu

5.CUMBOJIBI U MHJICKCHI, HAHOCUMBIC HA THITOBBIC 3aTOTOBKH JIOKYMEHTOB (OJIaHKU U
(dbopMbI) TUTIOTPAPCKUM HITH IPYTUM CIIOCOOOM — 3TO ... PEKBU3UTHI JOKYMEHTA.
+IIOCTOSIHHBIC

oduIaIbHbIC

MEPEMEHHBIC

JIOTIOJTHUTEITbHBIC

6.Cucremsl knacca «docflow» - 3T0 cUCTEMHI ...
aBTOMAaTHU3aLlUU JEJIOBBIX IPOIIECCOB

WHTETPUPOBAHHBIE CUCTEMBI YIIPABICHUS TOKYMEHTOOOOPOTOM
+aBTOMaTH3aIMK YIIPABIECHUS JOKYMEHTOO0OPOTOM
KOJUIEKTUBHOM paboThI

7.CucteMsl Ki1acca groupware— 3TO CHCTEMBH ...
aBTOMAaTHU3aLlUN yIPABICHUS JOKyMEHTOO0O0POTOM
+KOJUIEKTUBHON pabOThI

aBTOMAaTHU3aLlUU JEJIOBBIX IPOIIECCOB

WHTETPUPOBAHHBIE CUCTEMBI YIIPABICHUS TOKYMEHTOOOOPOTOM

8.Cucrtemsl knacca «workflow» — 310 cucTemsl ...

CHCTEMBI KOJIJICKTUBHOM paboThI

MHTErPUPOBAHHbBIE CUCTEMBI YIIPABICHUS JOKYMEHTO0O0POTOM
+cHucTeMBbl aBTOMAaTU3ALMH JIEJIOBBIX MIPOLIECCOB
aBTOMaTHU3aLIMHU YIIPABICHUS JOKYMEHTOOOOPOTOM

9.Cuctema DocsVision COCTOHUT U3 CIEIYIONIAX MOJIYJICH ...

+/1e1onmpon3BOACTBO U YIIpaBICHHUE POLIECCAMU
CrnyxebHas koppecnoHaeHus. Pemenus H pacriopsbkenus. [lucbma rpaxaan
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[enonpounssoacteo. Pemenus u pacnopskenus. 1luceMa rpaxkaan
VYnpasnenue npoueccamu U Ciry:xeOHas KOppeCIIOHICHIINS

10.CuctemaTu3nupoBaHHbIN MTepeYeHb HAUMEHOBAHUN IOKYMEHTOB, 3aBOJAUMBIX B
OpraHU3alMK C YKa3aHUEM CPOKOB UX XpaHEHUs, O(pOPMIICHHBII B YCTAHOBJIEHHOM TMOPSIJIKE
—93TO0 ...

+HOMEHKJIATypa JIel

apXuB

OITHCH

JIeNo

11.CuMBOIIBI M MHIEKCHI, HAHOCHMBIE Ha TUITOBBIEC 3aTOTOBKU JOKYMEHTOB (OJaHKH U
¢dbopmbl) TUTIOTPAdCKUM WIH IPYTUM CITIOCOOOM - 3TO ... PEKBU3UTHI IOKYMEHTA.
JIOTIOTHUTEJIbHBIE

+10CTOSTHHBIE

NepEeMEHHbIE

oduIMaIbHbIC

12.CuMBOJTBI 1 HHJIEKCHI, BHOCUMBIC B JOKYMEHT B TIPOIIECCE €ro MOJATOTOBKU U
0OPMIICHHS — ATO ... PEKBH3HUTHI JOKYMEHTA.

+1epeMeHHbBIE

oduIMaIbHbIC

JIOTIOTHUTEITHHBIC

MOCTOSIHHBIC

13.CoBOKYMHOCTh JOKYMEHTOB WJIM JIOKYMEHT, OTHOCSIIIIUXCSI K OJTHOMY BOIIPOCY WJIH
YYaCTKYy JEATEIHHOCTH, TOMEIICHHBIX B OTICIHHYIO 00JI0KKY — 3TO ...

COBOKYITHOCTh FOPHJIMYECKUX IOKYMEHTOB, TOMEIIICHHBIX B OTJEIBHYIO 00JI0KKY
apxuB

+11e510

HOMEHKJIaTypa el

OIIUCH

14.CnocoGHOCTh TOKYMEHTA TepeaBaTh HHPOPMAIIUIO — 3TO ... CBOHCTBO JIOKyMEHTA
AKCIUTyaTaIHOHHOE

+uHPOPMATUBHOE

PaBoOBOE

OpraHu3aIMOHHOE

15.CymiecTBy10T crenyromue GopMbl pErUCTPallMi JOKYMEHTOB ...
+XKypHalbHasl, KAPTOUHAS U SJIEKTPOHHAsS

TaOJIWYHAS U AIEKTPOHHAS

pyuyHas KapTOTeKa U aBTOMaTU3MPOBAHHAs CUCTEMA

16.TexHOIOTHUS MacCOBOT'O BBO/IA IOKYMEHTOB B MH(POPMAITMOHHYIO CUCTEMY MPEIOJIaraeT
KcepokonupoBanue
BBoJ 1OKyMEHTOB C KJIaBUATypbI

+IloTOUHOE CKaHUPOBAaHUE

17.VaudurnupoanHas cucrema gokymenTaruu (YC/) — 3710 ...
00IICPOCCUICKHUI KiTacCH(DHUKATOP YIIPABICHYSCKONW JOKYMEHTAIIUN
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CUCTCMAa JOKYMCHTOB, HAIIpaBJICHHAsA HAa HOPMATUBHOC 3aKPCIIJICHUC H3MGHCHI/II>'I,
MPOU3OIIEIINAX B CITYK0aX JAETOMPOU3BOICTBA B CBSI3H C MOSIBICHUEM HETOCYIAPCTBEHHBIX
(dbopM cOOCTBEHHOCTH

npaBuiia 1Mo JOKyMEHTAIHOHHOMY 00ECIICUCHHUIO YITPABICHUSI

+cucrema AOKYMCHTAaIMU, CO3JJaHHad 10 CIMHBIM IIpaBUJIaM 1 TpeGOBaHI/ISIM, CcoJCprKaniasd
uHpopMaInio, HeOOXOTUMYIO IS YIIPABJICHUs B ONIPEIeICHHON cepe AeaTeTbHOCTH

18.dopmupoBaHUeM Jiea Ha3bIBAETCA ...

+rpynnupoBaHue UCIIOIHEHHBIX JJOKYMEHTOB B JIEJIO B COOTBETCTBUHU C HOMEHKJIATYpOH A€l
U cHCTeMaTu3allvs JOKYMEHTOB BHYTPH Jieja

00BbeTMHEHNE JTOKYMEHTOB, COITyTCTBYIOIIUX OJMHAKOBBIM OU3HEC — MPOLIECCaM B JETIO U
CHUCTeMaTH3allMsl IOKyMEHTOB BHYTpH Jela

rpyHIUpOBaHUE UCIIOJHEHHBIX JOKYMEHTOB B JIEJIO B COOTBETCTBUU C YKa3aHUSAMU
PYKOBOJUTENS U CHCTEMaTU3allus JOKYMEHTOB BHYTPH Jiea

19.11es1b KOHTPOJISI COCTOUT B ...

+o0ecrneueHr CBOEBPEMEHHOTO ¥ KAYECTBEHHOTO MCIIOIHEHHSI TIOPYUYECHUM
co3aHuU 0a3bl JAaHHBIX O JOKYMEHTAaX yUpeKICHUS

y4eTe BCeX MOCTYNMHUBIINX B OPTAaHU3AIUIO IOKYMEHTOB

o0ecreyeHny HaJIe’)KHOTO XpaHeHus U 3((HEKTUBHOTO MOUCKA TOKYyMEHTOB

20.1Ta6n0H — 37O ...

+IOKyMEHT, KOTOPBIH COJEPIKUT pa3sHOOOpa3HY0 HHPOPMAITUIO O CTHIISIX U CTaHJAPTHBIX
TEKCTaX, MaKpocax H MHOTOE JPyroe

3aroToBKa JOKYMEHTA, COJepKaIlasi MOCTOSTHHYI0 HHPOPMAIIHIO (TEKCT) U MPOITYCKU WITH
TIOJISA U1 BBOJIa MIEPEMEHHOM WH(pOpMAIuu

(dhopMUpPOBaHKE AITOPUTMOB MPOXOKCHUS JIOKYMEHTOB B COOTBETCTBHUH C
TEXHOJIOTHYECKUM IIUKIIOM

21.97eKTpOHHBINA TOKYMEHT — 3TO ...

JOKYMEHT, OTJIMYAIOIIUIICS HECTAaHJAPTHBIM COIEp)KaHUEeM U OTCYTCTBHEM THUIIOBOM (POPMBI
PacIoNoKeH!sI pEKBU3UTOB

JOKYMEHT, 3alIMCaHHbI Ha THOKOM MarHUTHOM JIMCKE

JIOKYMEHT, B KOTOPOM 4acTh MH(OpMaIMK Mpe/ICTaBICHA B 3alIM(POBAHHOM BUJIE
+OKyMEHT, B KOTOPOM MH(OPMAaLUs TpeACTaBICHa B 3JIEKTPOHHO-IIM(POBOIA hopme

22.... —3TO TEXHOJIOTUSI ONITUYECKOTO PACMIO3HABAHUS TIEYATHBIX CUMBOJIOB
+OCR (Optical Character Recognition)

ICR (Intelligent Character Recognition)

OMR (Optical Mark Recognition)

23.... — 3TO TEXHOJOTHUS PACIIO3HABAHUS Pa3/IC/IbHBIX MEYaTHBIX CHMBOJIOB, HAIMCAHHBIX OT
pyKH.

+ICR (Intelligent Character Recognition)

OCR (Optical Character Recognition)

OMR (Optical Mark Recognition)

24.... — 3TO TEXHOJIOTHUS PACTIO3HABAHUS OTMETOK.
ICR (Intelligent Character Recognition)

OCR (Optical Character Recognition)

+OMR (Optical Mark Recognition)
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Tembl pedeparoB ICI no aucuunianHe «JI0KyMeHTOO00OpPOT B cHCTeMe OpPraHOB
BJIACTH

1. DIIeKTPOHHBIE CHCTEMBI JOKyMEHTOO0O0pOTA.

2. DIEKTPOHHBIN IOKyMEHTOOOOPOT U yIPABICHHE KOHTEHTOM.

3. ABToMartu3anus AEJIONPOU3BOIACTBA U YUPEKICHUMN.

4. IokyMeHTO00O0pOT Ha 6a3e IICKTPOHHOU MOYTHI.

5. ABTOMaTH3aNsg KaHLEISIPUH, JIOTOBOPOB, OP/I,

(DIRECTUM:/IokyMeHTOO00POT).

6. 1okyMeHTOOOO0POT: MOHSTHE, CIOCOOBI COBEPIIICHCTBOBAHUSI.

7. Opunnueckas cuiia 3J€KTPOHHOTO IOKYMEHTA.

8. JlokyMeHTO000POT Ha MPEANPUATHIX pa3HOro MaciuTada.

9. HopmaTtuBHO-1paBoBas 6a3a 3JeKTPOHHOTO JOKYMEHTO000pOTa.
10. DIeKTPOHHBINA JOKYMEHTOOOOPOT : JOCTOMHCTBA U HEJJOCTATKH.
11. Opranusanus 3J€KTPOHHOTO IOKyMEHTa B OpraHax Ka3HaueHcTBa.

MOpyYEHU

12. CucTeMbl 3JIEKTPOHHOTO JOKYMEHTOOOOPOTa M aBTOMATH3AIIHS JICJIOPON3BOICTBA.
13. DAeKTpOHHBIN JOKYMEHTOOOOPOT: OpraHU3aIHsI, BHSIPCHHUE, ONITUMHU3AIINS.

14. Opranuzanusi KOprmopaTUBHOTO TOKYMEHTOO00pOTa.

15. IlpuMeHeHue MeKTPOHHOT0 JOKYMEHT0000pOTa Ha (PMHAHCOBBIX PHIHKAX.
16. CozngaHue 5SIEKTPOHHOTO XpaHWIMIIA JOKYMEHTOB (margopma — cucTeMa
AIEKTPOHHOTO JOKYMEHTO000POTa IO BEIOOPY).

4.3. OneHo4YHbIe CpeacTBA VI NPOMEKYTOYHOM aTTecTaluH.

4.3.1. ®opMupyembie KOMIIETEHIUH

Kon HauMeHnoBanue Kox sytarmaHanMeHoBaHMe dTarna OCBOEHUSI KOMIIETEHIINU
KOMIIETEHIIMM  |KOMIIETEHIIUU OCBOCHHSI
KOMIIETEHIINH
I1K-2 CIIOCOOHOCTH 1 3Tamn|CIOCOOHOCTh KBAIM(UIIMPOBAHHO MPUMEHSTH
KBaJTU(DULIUPOBAHHO (IIK-.2.1) HOpMaTHBHbBIE MPABOBBIE AKTHl B KOHKPETHBIX
[PUMEHSTh HOPMATHUBHBIE cdepax IpPUINISCKON e TEIILHOCTH
[PaBOBbIE aKThI B
KOHKPETHBIX cdepax
FOPUINYECKOIN AesITeTbHOCTH,
peann30BbIBATh HOPMBI
MaTepuaIbHOrO u
[pPOLIECCYaJTbHOTO TpaBa B
npodeccuoHanbHOM
NeATeTbHOCTH
[K-7 CriocoGHOCTh 1 sran (ITK—cmocoOHOCTh KBATU(UIUPOBAHHO TOJIKOBATH
KBaJTN(DUIIUPOBAHHO 7.1) pOCCUICKHE HOPMATUBHBIEC MPABOBBIC aKThl B
TOJIKOBATh HOPMATHUBHBIC chepe rocyJ1apCTBEHHO-TPABOBOM
[IPABOBbBIC aKThI yIpaBICHUS JESTEIbHOCTH.
IIkana olleHUBaHUSI.
Jran ocBoenns [[loka3aTesn OlLlcHHMBaHHUS |KpuTepm71 OlLleHHBaHHUS CpeacrBa (MeToabl)
KOMIIETEHIINH OIleHBAHUS
[IK-.2.1: cmocoOHOCTBIO | MpPUHMMAET pelIeHUuss U  yMelo  ocylecTBisieTOnpoc
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KBaTU(HUITUPOBAHHO COBEpIIacT opuaudecKugooecnedeHrne  codmoaeHus|lect

MIPUMEHSTh ITeICTBUSA B TOYHOMBAKOHOIATEILCTBA Kelic 3aganns

HOPMATHBHBIC TPABOBHIE [COOTBETCTBUU C 3aKOHOM; yOBEKTaMU TIpaBa;

aKTbl B  KOHKPETHBIX [ TMPUMEHSET HOPMATHUBHBI KBTH(DUITUPOBAHHO

chepax  IOPUAMYECKON [IPABOBBIC aKTBI pUMEHSCT  HOPMATHBHBIC

JEATENLHOCTH KOHKPETHBIX cdepaxipaBoBbIe aKTBI B
FOPUINICCKON TESITEIbHOCTH [KOHKPETHBIX chepax

pHI[quCKOﬁ JCATCIIBHOCTH

[1K—7.1 cnocoOHOCTE

HCIIOJIB3YCT KOHKPCTHBI

KBaTM(PULIHUPOBaHHOOIPOC

KBaJIN(ULIUPOBAHHO NpUEMBI, IPOLEAYPBLONPEAETIET KOHKpeTHbIg [ ecT
TOJIKOBATb POCCUNCKUE  [[EXHOJIOTMH  YSICHEHMS puémbl, npoueaypsl  HKelic 3anaHus
HOpPMAaTHUBHBIE [TPABOBbIE [PAa3bSCHEHUS HOPM IIpaBa BTE€XHOJOTWH, C IOMOIIBIO)

aKThl B chepe chepe roCylapCTBEHHO-KOTOPBIX  YSACHSAETCA |
roCyJJapCTBEHHO- paBOBOI yIpaBiIeHUPA3bSICHIETCS HOpMa IIpaBa

[IPABOBOM YIIPABJICHUS  [NESITEIBHOCTU

JIESITEJIbHOCTH.

4.3. OueHo4YHbIE CPEACTBA AJIsI IPOMEKYTOYHOM ATTECTAIlUH.

4.3.1.1lepeyeHb BONPOCOB ISl MOATOTOBKH K NMPOMEKYTOUYHOM aTTecTanum (3a4éTy).

1. ITonsiTHE “ANEKTPOHHBIN TOKYMEHT B MH(POPMALMOHHONW CUCTEME OpraHU3aluH.

2. TepMHUHOJIOTHS, UCTIOJIB3yEMas B CUCTEMaX 3JIEKTPOHHOTO IOKyMEHTOO0O0pOTa.

3. 3aaun CUCTEM IIEKTPOHHOTO TOKYMEHTO000pOoTAa.

4. JIoOKyMeHT Kak OOBeKT perynupoBanusi. OyHKIIMU U BUJIbI JOKYMEHTOB, UX YHU(PHUKAIUSI
Y CTaHJapTU3ALHSL.

5. TocymapcTBeHHOE peryIupoBaHUE, HOpPMAaTHUBHAs IpaBOBasi U METOAMYECKas OCHOBA
JIOKYMEHTAIITMOHHOT'O 00ECTIeYeHUs yTIPaBIICHUSL.

6.  CymHocTh,  HampaBJIEHMS U BUABl  TOCYJAapCTBEHHOI'O  PEryJIMpOBaHUS
JOKYMEHTAIIMOHHOTO o0OecreueHusl YIpaBlIeHHs, Ha3Haue€HHE, OCOOCHHOCTH W COOTHOILIEHHE
HOPMAaTUBHOTO MPAaBOBOTO M METOJIUYECKOTO PEryIMpPOBaHUS.

7. CoctaB u CTPYKTYypa HOpMaTHBHOﬁ HpaBOBOﬁ U METOIUYECKONM OCHOBEI
JOKYMCECHTAIIUOHHOT'O obecnieyeHus YHOpaBJICHUA.
8. Haznauenue n 0COOEHHOCTHU HCIIOJIb30BaHUA FOCYIL&pCTBGHHOfI CUCTEMBI

JOKYMEHTAIlMOHHOTO oOecrnieueHus ympasieHuu u [lpaBun nenonpousBoicTBa B (enepaibHbIX
OopraHax MCIOJIHUTEILHON BJIACTH.

9. YrpaBneHue 3JIEKTPOHHBIMHU JOKYMEHTAMH.

10. Knaccudukanust cucteM 3J1eKTPOHHOTO JOKYMEHTO000pOTa.

11. TToaxoapl K CO3IaHUIO CUCTEM DJIEKTPOHHOTO JOKYMEHTO000pOTA.

12. TpeGoBaHUS K CHCTEMAaM.

13. DTansl BbIOOpa CUCTEMBI aBTOMATU3AIINH.

14. Dramnbl BHEAPEHUS] CUCTEMBI ABTOMATH3AIUU.

15. O0ume TpeboBaHus K JOKYMEHTUPOBAHUIO YIIPABIECHUYECKON AESITETbHOCTH.

16. CocraB, comepkaHHe W OCOOCHHOCTH pealn3aluu TPeOOBAHUH K PACIONIOKEHHUIO U
0(QOPMIIEHHIO PEKBU3UTOB JJOKYMEHTOB.

17. CtpykTypu3anus TeKCTOB YIIPaBICHUECKUX TOKYMEHTOB.

18. Buasl yHHPUITUPOBAHHBIX TEKCTOB, OCOOCHHOCTH o(opmieHHUs TpadapeTHOTO TEKCTa,
AHKETbI U TaOJIHIIBI.

19. CoctaB ®  Ha3HaueHHWE  OTICILHBIX  BHIOB
pacnopsIuTeIbHbIX U HH)OPMAIIHOHHO-CIIPAaBOYHBIX JOKYMEHTOB.

20. OcobGenHocTH 0pOpPMIICHHS OTAETBHBIX BUJOB IOKYMEHTOB, 00pa3yroIIMXCs B Mpoliecce
JEATENBHOCTH FOCYAApPCTBEHHOTO OpraHa.
4.3.2. IlpuMepHbIe 3a1a4M K 3a4eTy:

OpraHM3allMOHHO-IIPABOBLIX,
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4.4. MeToan4ueckne MaTepuabl

OnenuBanue O0Oy4YalOIIMXCS B MPOIECCe MOITAMHOTO OCBOCHHUA HMMH  KOMIIETCHIIHH,
dbopMUPYEMBIX TaHHOW JUCIHUILTUHOW OCYIIECTBIsIETCS B (hopMe 3adeTa, KOTOPBIN Mperoaaraet
OIICHUBAHWE YMEHUH U HaBBIKOB C IOMOILBIO PELIEHUsI CUTYallMOHHBIX 33]1a4, OIPOCa.

K 3auery npomyckarTCsi CTYIEHTBHI, BBINOJHHUBIIKME BCE TpeOOBaHUA YUYEOHOW MPOTPAMMBEI,
BBITIOJIHUBIIIME B YCTAHOBJICHHBIE CPOKM BCE BHAbI 33JaHUd U paboT, HE HMEIOIIUM
3aJI0JKEHHOCTEH 10 UTOraM TEKYLIETO KOHTPOJISl yCIIEBAEMOCTH.

[TonroroBka Kk 3a4eTy MpeaycMaTpUBAET YCTHOE MOBTOPEHHE MPONUICHHOTO Y4eOHOTO MaTepHasa
M0 JUCIHUIUIMHE (C HWCIOJB30BAaHUEM KOHCIICKTOB, YUYEOHBIX IMOCOOWH, TOTIOTHUTEIHHOU
JUTEpaTyphl), a TaKkKe IOMOJIHUTEIbHOE KOHCIEKTUPOBAHHME AITHX HCTOYHHUKOB MO TMEPEYHIO
BOITPOCOB, BHIHOCUMBIX Ha HK3aMEH.

3aueT MPUHUMAET JIEKTOp. YMEHHS M HaBBIKM OOYYaroIIerocs Ha K3aMEHE OIICHHMBAIOTCS Kak
«3a4YTCHOY» WJIN «HE3AUYTECHOY.

5. Meroauyeckue yKazaHus 1Jsi 00y4al0UIUXCHA 10 OCBOECHUIO JUCUMILIHHBI (MOXYJIs)

B Hauane ocCBOEGHHMS MHUCHMIUIMHBI OOyYaromieMycsi HEOOXOJIMMO O3HAKOMUTHCS CO

cienyromel yaeOHO-MeTOIMUECKON TOKYMEHTAITUEeH
- paboyeil mporpaMMoii TUCHIUTIITUHBI;
- TIepeYHEM 3HAHUW, YMEHUH KOTOPHIMHU OOYYAFOIIHICS JOJKEH OBJIAJICTh;
- TEMAaTHYECKHMU IUIAHAMM 3aHSATHIL;
- KOHTPOJLHBIMH MEPOIPHUATHSIMH;
- y4yeOHUKaMHM, y4eOHBIMU TOCOOMSIMHU, a TAKXK€E JIEKTPOHHBIMU PECYPCAMHU;
- TIEpEYHEM BOIPOCOB M 3aJaHUH IS MIOATOTOBKH K 3a4ETy.

DT0 TO3BOJMUT CHOPMHUPOBATH MpeACTaBlIeHNEe 00 00beMe U XapaKTepe 3HAHWUU, YMCHHMA,
KOTOPBIMH Hajo OyaeT OBJaAeTh MO AUCIUIUIHHE. CHUCTEMaTHYECKOE BBITIOJHEHUE 3aJIaHUN
yaeOHOU pabOThI Ha JICKITUSIX U CEMUHAPCKHUX 3aHATUSAX TIO3BOJUT YCIICITHO OCBOUTH JUCIUILTHHY
¥ CO3/1aTh XOPOIIYIO 0a3y JJIs cauM 3a4eTa.

[TpomexxyTouHast aTTecTaiys o JUCHUTIUHEY» MPOBOIUTCS B BUJIC 3aUeTa.

OOyJarommiAcsi JTOMmycKaeTcs K 3a4deTy M0 AWCIHUIUIMHE B CIIy4ae BBIMOJHEHUS UM
y4eOHOro TUTaHAa TIO0 JHUCHUIUIMHE: BBIMIOJHCHHBIX pabor. B cimyuae Hamuums ydeOHOU
32/I0JDKCHHOCTH O0YYaroIUics oTpadaThiBacT MPOMYIICHHBIC 3aHATHS B GopMe, TPEITI0KCHHOM
Mperno/iaBaTesieM.

OOydeHHe TO JIUCHUIUIMHE MPEINoJiaraeT KOHTAaKTHYH (opmy paboThl (JEKIIMOHHEIE,
CEMUHAPCKHE 3aHSITHS, & TAK)KE KOHCYJILTAI[UHN) U CAMOCTOSTEIILHYIO Pa00Ty 00yUYaronIiXCsl.

5.1. MeToauuecKue P€KOMEHIAIUHA MO0 NMOATOTOBKE K JIEKIHIMOHHBIM U CEMHUHAPCKUM
3aHATHAM

W3ydenne AUCHUIIIMHBI TpeOYeT CUCTEMATHUECKOTO M MOCJIE0BATEIbHOTO HAKOIUIEHUS U
yIIIyOJIeHUs 3HAHUH.

JIeKIMOHHbIE 3aHATUS HANpaBleHbl Ha TOJIy4YeHHE 3HaHMUH U (GOopMHpOBaHUE
IPEJICTaBICHUN O KIIFOUEBBIX MOJIOKEHUAX TEOPUH U MPAKTUKHU B paMKaX JAHHOMN JIMCHUIUIMHBIL.

CryneHTraM HEOOXOIUMO:

- Iepel KaxaoM JeKlIued NpocMaTpuBaTh pabouyyro MpOorpaMMmy JAWCHUIUIMHBI, YTO
IO3BOJINT COKOHOMHUTb BpEMs Ha 3alUCBIBAHUE TEMBI JIEKIMM, €€ OCHOBHBIX BOIIPOCOB,
PEKOMEHIyEMOM JINTEepaTyphl;

- Ha OTHENbHBbIE JIEKIUM MPUHOCUTh COOTBETCTBYIOIIMN MaTepual Ha OyMa)kHBIX
HOCUTENSIX, MPEJCTaBICHHBIN JIEKTOPOM Ha MOpTaJe WM MPUCIAHHBIM Ha «3IJIEKTPOHHBIN
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NOYTOBBIA  SIUK Tpynmbl»  (TaOmuiel, rpadukum, cxemsl). JlanHHpld Marepuan Oyzaer
0XapaKkTepU30BaH, MPOKOMMEHTHPOBAH, JIOMOJIHEH HEMOCPEACTBEHHO Ha JIEKIUH;

- Tepel OdYepenHOM JeKUued HeoOXOIMMO NPOCMOTPETh IO KOHCHEKTY MaTepuall
npensiaymei nexkuuu. [Ipu 3aTpyAHEHHSX B BOCIPHUSATHH MaTepuana clieyeT OoOpaTHUThCS K
OCHOBHBIM JINTEPATYPHBIM UCTOYHMKaM. Ecnu pa3oOpaThcst B MaTepHalie OMATh HE yAalioCh, TO
oOparurech K JeKTopy (1o rpaduKy ero KOHCYJIbTaIMil) WK K IPernoiaBaTesio Ha MPaKTHIECKUX
3aHATHSAX.

CeMuHapcKkue 3aHATHS HampaBieHbl Ha YIIIyOJieHHWEe 3HAaHUK U (POPMUPOBAHUE YMEHHM
NPUMEHSTH WX B IPUKIIAJHON cdepe.

CrynenTam crnenyer:

- NPUHOCUTH C COOOM PEKOMEHIOBAHHYIO IPENOAABATEIEM JINTEPATYPY K KOHKPETHOMY
3aHATHIO;

- JI0 OYEepEeJHOTO0 CEMHUHApPCKOro 3aHATUS 10 PEKOMEHJIOBAaHHBIM JIUTEPATypPHBIM
UCTOYHUKAM MpopadoTaTh TEOPETHUECKU MaTepual, COOTBETCTBYIOLICH TEMBbI 3aHATHS U
oTpaboTaTh 3a/1aHusl, OTpeICTIEHHBIC IS IOATOTOBKY K MPAKTUIECKOMY 3aHATHIO;

- MpU TIOATOTOBKE K CEMHUHAPCKUM 3aHATHSAM clieyeT 00s3aTeIbHO HCIONIb30BaTh HE
TOJBKO JIEKIMH, Y4YeOHYI0O JHUTEepaTypy, HO W HOPMAaTHBHO-TIPABOBBIE AaKThl M MaTepHAaJIbl
MPaBONPUMEHUTEIBHON TPAKTUKHU;

- TEOPETUYECKUIN MaTepual CleAyeT COOTHOCUThH C IPABOBBIMH HOpMaMH, TaK KaKk B HHUX
MOTYT OBITh BHECEHBI H3MEHEHHs, IOIMOJIHEHHUS, KOTOpbIe HE BCErja OTpPakeHbl B yueOHOMU
JUTEpaTypeE;

- B Hauaje 3aHATUH 3aJaTh NPENoJaBaTEN0 BONPOCHI MO MaTepHally, BbI3BaBLIEMY
3aTpyJHEHUS B €ro IOHMMAaHUM M OCBOCHMM TP pELIEHWH 3a]ad, 3aJaHHbIX s
CaMOCTOSITEJIBHOTO PELICHUS;

- B XO/I€ CEMHHAPCKOIO 3aHATHsS JaBaTh KOHKPETHBIE, YETKHUE OTBETHl IO CYLIECTBY
BOITPOCOB;

- Ha 3aHATHH JOBOAMTH KaXAYIO 3a7ady 10 OKOHYATEJIbHOTO pPEIICHHUs, IEMOHCTPUPOBATh
MOHUMaHHUE MPOBEJICHHBIX PAacYeTOB (aHAIU30B, CUTYallUi), B Cllydae 3aTpyIHEHUI oOpalaThCs K
IPEToAABaTEIIO.

BOHpOCl)I JUIS1 CAMOCTOAATEIbHOM MOATOTOBKH K CEMUHAPCKUM 3aHATUAM

Cemmunap 1.

Bomnpocsr :

1. [ToHsATHE “ANEKTPOHHBIN TOKYMEHT B WH(MOPMAIIMOHHOHN CHCTEME OpTraHU3aIIH.
2. TepmuHOIIOTUS, UCIIONIB3yEMasl B CCTEMaX 3JIEKTPOHHOT'O I0KyMEHTO000poTA.
3. 3aaum cucTEM BIIEKTPOHHOTO JOKYMEHTO000POTA.

Cemunap 2.

Bonpocsr:

1. JlokyMeHT Kak 00beKT peryaupoBanus. OyHKIMU U BUBI JOKYMEHTOB, UX YHU(DUKALIUS
U CTaHAapTU3ALUSL.

2. T'ocynapcTBeHHOE peryiMpoBaHHWE, HOPMATHMBHAs TMPaBOBask W METOJWYECKas OCHOBa
JIOKYMEHTAI[MOHHOTO 00eCIieueHus yIpaBICHHUS.

3. CymHocTb, HaIpaBJICHUS 5 BUJIBI rocy1apCcTBEHHOI'O peryinupoBaHus
JOKYMEHTAIMOHHOTO 00ecleyeHHs YIpaBieHUs, Ha3Haue€HUE, OCOOCHHOCTH M COOTHOUICHHE
HOPMATHBHOI'O IIPABOBOI'0 M METOJUYECKOTO PETYIUPOBAHMSL.

Cemunap 3.
Bomnpocsr :

I. CoctaB u CTpyKTypa HOPMAaTMBHOM TIPaBOBOM U  METOAMYECKOM  OCHOBBI
JIOKYMEHTAI[MOHHOTO 00eCIieueHus yIpaBICHHUS.
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2. HasnaueHme u  OCOOEHHOCTM  MCIOJNB30BaHMS  ['OCYyapCTBEHHON  CHUCTEMBI
JOKyMEHTaIlMOHHOTO olecriedeHus ynpasieHun u [IpaBun genonponsBojacTBa B (hemepaitbHBIX
opraHax HUCITOJTHUTEILHOM BIIACTH.

3. YnpaBneHue >IeKTPOHHBIMH JOKYMEHTaMH.

Cemunap 4.

Bonpocsr :
1. Knaccudukanus cucteM 3JIeKTpOHHOTO I0KyMEHTO000pOTa.
2. I[loaxo/bl K CO3JTaHUIO CUCTEM 3JIEKTPOHHOIO JOKYMEHTO000pOTA.
3. TpeOoBaHus K cUCTEMaM.

Cemunap 5.
Bomnpocesr :
1. DTanbl BEIOOpA CUCTEMBI ABTOMATH3AIIUH.
2. DTanbl BHEAPEHUS CUCTEMbI aBTOMATU3AIINH.
3. O6mue TpeboBaHuUs K JOKYMEHTHPOBAHHUIO YIIPABICHYCCKOH JCSITCIIBHOCTH.

Cemunap 6.
Bonpocsr :

1. CocraB, copepxkaHHe M OCOOCHHOCTH pealu3aluy TpeOOBaHUN K pPACIOJIIOKEHUIO U
0(OPMIICHHIO PEKBU3UTOB JJOKYMEHTOB.

2. CTpyKTypHu3alus TEKCTOB YIPABJICHYECKUX JOKYMEHTOB.

3. Bunbl yHH(DHUIIMPOBAHHBIX TEKCTOB, OCOOCHHOCTH OQopMIICHHS TpadapeTHOTO TEKCTa,
AQHKETHI U TaOIUIIBL.

Cemunap 7.

Bonpocesr :

1. CocraB M  HazHa4eHHE  OTHEJNBHBIX  BHJIOB  OPraHU3alMOHHO-IIPABOBBIX,
PacCIopAIUTCIbHBIX U I/IH(l)OpMaIlI/IOHHO-CHpaBO‘-IHI)IX JOKYMCHTOB.

2. OcobenHocTy 0(OpMIIEHUS OTENbHBIX BUIOB JOKYMEHTOB, 00pa3yroIuXcs B Mpolecce
JIeATEIbHOCTH I'OCYIapCTBEHHOI'O OPraHa.

3.Hanpasnenue pa3BuTHsI 3J1€KTPOHHOTO JOKYMEHTO000pPOTA.

6. YueOHas1 quTeparypa u pecypcbl HHGPOPMAIHOHHO-TEJIEKOMMYHUKAIMOHHOM CeTH
"UnTepHer", BKJIWYAsA  NepedyeHb  Y4eOHO-METOAUYECKOro  oOecredeHUsi s
CaMOCTOSITeIbHOM padoThl 00y4aroIuXcs M0 AMCHUILIHHE (MOAYJII0)

6.1 OcHoBHAas qTUTEpaTypa

1. Hérres I'.B., I'magumuna WN.II., AkumoB H.A., bannukoB I1.A. YmpaBieHue 3akynkaMu
TOBapoB, paboT, yciuyr Juisi oOecredeHns TOCyIapCTBEHHBIX U MYHHIMIIAIbHBIX HYXI: y4eOHO-
MeToandeckoe mocodue. - M.: Mock. rop. yH-T ynpaBinenus [IpaBurensctBa Mockssl, 2013. -
120c.

2. Kynses, H. H. KouduneHuuansHoe AeTOMpOU3BOACTBO M 3alUIIEHHBIM 3JIEKTPOHHBIN
JOKYMEHT0000poT [DnekTpoHHbId pecypc] : yuebnuk / KynseB H. H. - Mocksa : Jloroc, 2013. -
452 c. - Pexxum noctyna: 9bC At [Tu Ap Byxke.

3. CremanoBa E.H. Cucrema »5>1IeKTpOHHOTO JIOKYMEHTOOOOpoTa (00JauHOE peIIeHHE)
[DnmexTponHsIit pecype] : yueOnoe nocodue / E.H. CtemanoBa. — DIIEKTPOH. TEKCTOBBIC JTaHHBIC.
— Caparos: A# [lu Op Meaua, 2018. — 182 c. — 978-5-4486-0136-1. — Pexxum nocrtyma:
http://www.iprbookshop.ru/73341.html

4. YenypnoBa H.M. IIpaBoBbie OCHOBBI MH(pOpPMATHKU [DIEKTPOHHBIA pecypc] : yueOHOe
rocobue JUIsi CTYJICHTOB BY30B, oOydJarommxcs 1o Hamnpasiennio «lIpuknannas napopmatukay /

22


http://www.iprbookshop.ru/73341.html

H.M. Yenypnoga, JI.JI. EbumoBa. — DnextpoHn. TekctoBbie nanueie. — M. : IOHUTU-AHA,
2015. — 295 c. — 978-5-238-02644-2. — Pexum JI0CTyma:
http://www.iprbookshop.ru/34498.html

5. Illu6Gaer /I.B. IlpaBoBoe perynupoBaHue JIEKTPOHHOTO JTOKYMEHTOO0OpOTa [DJIEKTPOHHBII
pecypc] : yuebnoe mocobue / JI.B. lllubaeB. — DaekTpoH. TeKCTOBbIE NaHHbIE. — CapaToB:
By3oBckoe o6paszoBanme, 2016. — 70 c. — 2227-8397. — Pexum goctyna:
http://www.iprbookshop.ru/57260.html

6.2 JonoJiHuTEIBbHAS JIUTEpaTypa

1. bacakoB, M. W. Jlenonpou3BoACTBO (IOKYMEHTAIIMOHHOE OOECIICYCHHE YIIPABICHHS HAa OCHOBE
I'OCT P 6.30 - 2003) [Tekcr] : yueOHoe mocobue / M. U. Bacakos. - 7-¢ u3a., nepepab. u gom. - M. :
HamxoB u K, 2012. - 347 c.

2. brkosa T.A., Bamosa JIL.M., Cankuna JI.B. Jlemonpon3BoacTBo: YUeOHUK. - 3-¢ U31., Imepepad. u
not. / [Tox obmr. pexa. mpod. T.B. Kysnenosoii. - M.: UHOPA-M, 2012.

3. T'magumuua W.II. Cepreea C.A. DNEeKTpOHHBIH JOKYMEHTOOOOPOT // YueOHO -METOTUYecKHUn
KOMILIEKC. - M.: Mock. rop.yH - T ynpaenenus [IpaButensctBa Mockssl, 2013.

4. 36c.

5. WHubopManmoHHbIe TEXHOJOTHH yTpaBieHus : yded. mocobue mist By3oB pek. MO PO /
I'.A. Tutoperko, 1.A. Konomnesa, I'.JI. Makaposa u ap. ; nox pen. I'.A. TutopeHko. - 2-e u3na., nom. - M.:
IOHUTH, 2003.

6. KopniopatuHbIif 10KyMeHTOO00POT. [IpHHIIUIIBI, TEXHOIOTHH, METOJOIOTHH BHEAPCHHUSL.
Maiikn [Ix. 1. Carrown. - CII6.: M3natenscTtBo A30Oyka, 2002r.
7. Kysnenos C.JI. CoBpeMeHHBIE TEXHOJOTMH JOKYMCHTAI[MOHHOTO  OOeCIreueHus

ynpasieHus: Yue0. nocodue st By30B / Iloxg pen. mpod. T.B. Kysnenosoit. - M.: U3narensckuii mom
MBS, 2010.

8. Kproxosa, H. I1. JloxkymeHnTHpoBaHue ynpapieHueckoi nestenpHocTd [Tekcr] : YueOHOe
nocobue. I'pud YMO / H. II. Kprokosa. - M. : UH®PA - M, 2010. - 267 c.
9. UykoBenkoB A.l1O., SlakoBas B.®. [IpaBuna odopmienus nokymeHToB: KoMmMmeHTapuii k

I'OCT P 6.30-2003 «YHudummpoBaHHBIE CHCTEMBI JTOKyMEHTAIlMH. YHHA(UIIUPOBAaHHAS CHCTEMa
OpTraHU3alMOHHO-PACHOPSIIUTEIbHON JOKyMeHTauuu. TpedoBaHuS K OGOPMIICHHIO JOKYMEHTOBY». - M.:
TK Ben6u, W3a-so IIpocnekt, 2005.

6.3 YueOHO-MeTOAMYeCKOE 00eciedeHHe CAaMOCTOSATEIbLHOM PadoThI
1. HImammii O.B. Uadopmanmonnoe mnpao. PaGodas mporpamma aucuuiuivHbl. PocroB-Ha-J/loHy,
IOPUY PAHXwuI'C // Caiit HOxHOo-Poccuiickoro wuHcTHTyTa YynpaBieHus-¢puwmana PAHXul'C

http://uriu.ranepa.ru/about-the-institute/obrazovanie/metodicheskie-materialy.html
Komnpiikunaa, T. B. JlenoBble KOMMYHHKAIMH, JOKYMEHTOOOOPOT M JCJIOMPOM3BOJCTBO : y4eOHOE

mocobue s By3oB/ T.b. Komemmkwaa, . B. lllyctuna. — 2-e w3ag., wcmp. w jgom. — MoOCKBa :
M3marensctBo FOpaiit, 2020. — 163 ¢. — (Bricmee o6pazoBanue). — ISBN 978-5-534-07299-0. — Tekct

anektpoHubli // OBC IOpa#it [caiit]. — URL: https://urait.ru/bcode/452463 (mata oOpareHus:
12.07.2020).

Jlysuna, T. B. OCHOBBI JTOKyMEHTOOOOpPOTa B TaMOXXKEHHBIX OpraHax B 2 4. Yacth | : yueOHOe
nocobue i By3oB / T. B. Jlysuna, C. C. PemernukoBa. — Mocksa : M3narensctBo FOpaiit, 2020. — 291
c. — (Briciee obpazoBanme). — ISBN 978-5-534-02588-0. — Tekct : anextponnsii // ObC FOpaiit
[catiT]. — URL.: https://urait.ru/bcode/452555.

Kyznenos, M. H. JlokyMeHTannoHHOE oOecreueHne ympasieHHus. JOKyMeHToo0opoT U
JICJIONIPOU3BOJICTBO : YUEOHHMK W TMPAKTHKYM JUIsl CpeIHero mpodeccuoHambHoro obpaszoanus / W. H.
Ky3nenoB. — 3-¢ u3n., nepepab. u gomn. — Mocksa : M3parensctBo Opaiit, 2019. — 462 c¢. —

(ITpodeccuonansroe odpazopanue). — ISBN 978-5-534-04604-5. — TekcT : anekrponnsiii // 9bC Hpaiit
[catiT]. — URL: https://urait.ru/bcode/433861

6.4 HopMaTUBHO-TTPABOBBIE TOKYMEHThI
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1. ®enepanpupnii 3akoH ot 27.07.2006 N 149-®3 (pen. ot 18.06.2017) "O6 wunbopmarmw,
MH(QOPMAIIMOHHBIX TEXHOJIOTUSIX U 0 3ammTe HHpopmanun" (C U3M. U AOM., BCTYI. B cuiry ¢ 01.07.2017) ".
- [Onextponnsiii  pecypc]. - OduuumaneHbIi ~ MHTEpHET-TIOPTAI  NPaBOBOM  HMH(OpManuu
http://www.pravo.gov.ru, 16.10.2013

2. @enepanpHbiit 3akoH 0T 09.02.2009 N 8-D3 (pea. ot 28.12.2013) "O6 obecnieueHnn nocTyma K
UHQOpMAIMH O JEATEIHLHOCTH TOCYIAPCTBEHHBIX OPraHOB M OpPraHOB MECTHOTO CaMOyIpaBiieHHs". -
[DnexTpoHHBI pecypc]. - OdunmansHbIH HUHTEPHET-IOPTa MpaBOBOM nHpopmaru
http://www.pravo.gov.ru, 16.10.2013

3. ®enepanbHbiit 3aKk0H OT 26.07.2006 N 135-03 (pen. ot 04.06.2018) "O 3ammre KOHKypeHIUU'" -
[DnexTpoHHbIH pecypc]. - OduunansHbIi HWHTEPHET-IIOPTAI IIPaBOBOM nHpOpPMAaITUH
http://www.pravo.gov.ru, 16.10.2013

4. Oenepanpubiii 3akoH oT 06.04.2011 N 63-®3 (pen. ot 23.06.2016) "O06 snekTpoHHON TTOATHCH"
(c u3Mm. u gorr., Bcrym. B ciry ¢ 31.12.2017) - [DnexTponnsiid pecypc]. - OdumuanbHbIii HHTEPHET-TTOPTAT
npaBoBoi nHpopmanun http://www.pravo.gov.ru, 16.10.2013

5. " Vka3 Ilpesugenta PO ot 09.05.2017 N 203 "O Crparterun pa3BuTusi MHGOPMALUOHHOTO
obmectBa B Poccuiickoit ®@enepanun Ha 2017 - 2030 rome" /- OduUnManbHBIE WHTEPHET-MOPTANT
npaBoBol nHpopmarun http://www.pravo.gov.ru, 16.10.2013

6. Ilocranosnenue llpaButensctBa PD ot 12.10.2013 N 913 "O6 yrBepxkaenun IlomoxxeHus o
pa3MelleHun Ha odunraTbHOM cauTe Poccuiickoii ®denepanuu B nHPOPMAIOHHO-
TEJICKOMMYHUKAIIMOHHON cetd "VHTepHeT" s pa3menieHus MHPOpMAlMyd O pa3MEIICHUU 3aKa30B Ha
MOCTaBKM TOBApOB, BBINIOJIHEHHE Pa0OT, OKa3aHWE YCIyr HMHGOpMAaluH, MOUIeKalleld pa3MEIleHHIO B
earHOW WHQOPMAIMOHHON cucTeMe B cdepe 3aKylmoK TOBapoB, paboT, yciayr mist obecneueHHs
rOCYJapCTBEHHBIX U MYHHUIMIAIBHBIX HYXJA 70 BBOJA €€ B dKcIutyatanuio” // OduiuanbHblli HHTEPHET-
nopTaJl MpaBoBoi nHpopmaruu http://www.pravo.gov.ru, 16.10.2013

7. Iocranosnenue [IpaButensctBa PO ot 16.03.2009 N 228 (pea. ot 27.01.2018) "O denepanbhoii
ciyx0e 1o Haa30py B cepe CBA3U, HHPOPMAIIMOHHBIX TEXHOIOTHI U MAaCCOBBIX KOMMYHHUKaNUR" (BMeCTe
¢ "l[lonoxennem o denepanbHO ciyxk0e 1Mo Ham30py B cdepe CBA3M, WHOOPMAITMOHHBIX TEXHOIOTUH U
MacCOBBIX KOMMYHHKAIUi'") - [DneKTpoHHBIA pecypc]|. - OduInanbHBIA HHTEPHET-TIOPTAN IMPaBOBOM
uHpopmarmu http:// www.pravo.gov.ru, 16.10.2013

8. Ilocranoenenue IIpaBurennctBa Mockeel ot 05.04.2011 N 105-ITT (12.12.2017) ) "O6
yrBepxaeHnn llomoxxenns o JemaprameHTe WH()OPMAIMOHHBIX TEXHOJOTHH Tropoga MOCKBEI". -
[OnexTponnblii pecypc]. - Pexum gocryma: OdurmanbHBI WHTEPHET-TIOPTAT TPABOBOH WHGOpPMAINH
http://www.pravo.gov.ru, 16.10.2013

9. Mocranosnenue IlpaBurenscta P® ot 06.11.2007 N 758 (pen. or 28.09.2015) "O
rOCy/JapCTBEHHOW  aKKpEAWTAllMHd  OpraHU3alif, OCYIIECTBIAIOMNX JESITeTbHOCTE B  00JAcTH
UHQOPMAIIMOHHBIX TEXHOJOTUH" . - [DneKTpoHHBIH pecypc]. - Pexxum noctyna: OuiuansHblii HHTEpHET-
nopTai npasoBoi uH(opmauuu http://www.pravo.gov.ru, 16.10.2013

10.Pacriopsixernne [IpaButensctBa PO ot 24.04.2007 N 516-p (pen. ot 10.03.2009) «O Konnenmum
CO3JIaHMs TOCYAApPCTBEHHOI aBTOMaTH3UPOBAHHOM cUCTEMBI HH(POPMAIIMOHHOTO 00€CTIeYeHHs YIPaBICHHS
MPUOPUTETHBIMU  HAIlMOHAJIBHBIMH TNPOEKTaMm». - [DIEKTpOHHBIH pecypc]. - Pexum nocryna:
OduupnanbHblii HHTEPHET-TIOPTAN IPaBOBOM HHpOpMaruu http://www.pravo.gov.ru, 16.10.2013

11.Vxka3 Ilpesugenta P® ot 25.08.2010 N 1060 (pexn. ot 21.05.2012) "O coBeplIeHCTBOBAaHUU
rOCYJapCTBEHHOTO YMNpaBjieHUs B chepe MHPOpPMAIMOHHBIX TEXHOJNOTHH" [DNEeKTpoHHBIH pecypc]. -
Pexxum nmoctyna: OdunmanbHbIi MHTEPHET-IOPTA TpaBoBoi wuHpopMaruu http://www.pravo.gov.ru,
16.10.2013

12.TTocranoBnenue IlpaButensctBa PO ot 06.09.2012 N 890 (pen. ot 21.07.2014) "O mepax mo
COBEpILEHCTBOBAHUIO 3JCKTPOHHOTO JIOKYMEHTOOOOpPOTa B OpraHax ToOCyAapcTBEHHOH Biactu". -
[DnekrponHblit pecypc]. - Pexum mocryma: OdunuanbHBI MHTEPHET-NOPTAN TPaBOBOM WH(oOpMarmu
http://www.pravo.gov.ru, 16.10.2013

13.IlocranoBienue IlpaButenmsctBa P ot 22.09.2009 N 754 (pem. ot 17.10.2017) "O6
yrBepkaeHun IlomokeHuss O cucTeMe MEXBEIOMCTBEHHOIO 3JIEKTPOHHOIO JOKyMeHTooOopora'
[OnextponHslil pecypc]. - Pexxum moctyna: OdunmanbHBIE MHTEPHET-NOPTAN MpPaBOBO HWHQpOpMaUH
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14. Tlocranosnenue llpaButensctBa P® ot 19.01.2005 N 30 (pen. ot 01.02.2020) "O Tumoom
periaMeHTe B3auMOICHCTBHS (pellepalbHBIX OPraHOB UCTIOHUTEIBHOM BiIacTH".
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15.TTpukaz ®HC Poccumn ot 27.12.2013 N MMB-7-6/658@ (pen. ot 26.05.2014) "O BHeceHnn
n3meHeHni B mprukassl PHC Poccun” (Bmecte ¢ "llopsiakoM MOATBEPKASHHUS COOTBETCTBHUS TPEOOBAHUAM
K OIepaTropy »3JEKTPOHHOTO JOKyMeHTooOopoTa"). - [DnekTpoHHBIH pecypc]. - Pexum mocryma:
OdunmansHeIi THTEPHET-MTOPTA IPaBOBOM WHopMmarwH http://www.pravo.gov.ru, 16.10.2013

16.1Ipukaz ®HC Poccum ot 04.03.2014 N MMB-7-6/76(@ "OO6 ytBepxneHun TpeOoBaHWI K
orepaTopy AJIEKTPOHHOTO AoKyMeHTooboporta" (3apeructpupoBaHo B Munrocre Poccum 03.06.2014 N
32556) . - [OnexrpoHHbIl pecypc]. - Pexxum goctyma: OduuumanbHBIA HHTEPHET-IOPTA MPaBOBOU
uHdopmarmu http:// www.pravo.gov.ru, 16.10.2013

17.1Tpukaz ®HC Poccuu ot 13.06.2013 N MMB-7-6/196@ (pex. ot 04.04.2017) "O6 yTBepkaeHUU
MeTtoandeckux peKOMEHIAIMH 10 OpraHu3aluy JIEKTPOHHOTO JOKYMEHTOOOOPOTa MEXIy HaJOrOBBIMHU
OpraHaMd ¥ HAJOTOIJIATENbIIMKAMU TPH WHPOPMAIMOHHOM OOCTY)KMBAaHHM W HH(POPMHUPOBAHHU
HAJIOTOTUIATENBIIMKOB B JJIEKTPOHHOW (opMe IO TENeKOMMYHUKAIIMOHHBIM KaHaiam cBs3u" ". -
[Dnekrponnslit pecypc]. - Pexxum goctyna: OdunuanbHBId HHTEPHET-TIOPTAI TPABOBOW WH(pOpMAaIuu
http://www.pravo.gov.ru, 16.10.2013

18.1Ipuka3z ®HC Poccun ot 20.04.2012 N MMB-7-6/253@ (pen. ot 04.04.2016) "O06 yTBep>KACHUN
Bpemennoro monoxenus o CeTH JOBEpPEHHBIX ONEPATOPOB DIEKTPOHHOIO JOKYMEHTOOOOpOTa U
Bpemennoro nonoxenus o mopsjake npucoenuHeHHs K CeTu JOBEpEHHBIX ONEpPaTopoB 3JIEKTPOHHOIO
TOKyMeHTooOopoTa". - [DmeKTpoHHBIH pecypc]. - Pexxmm moctyma: OQUITMANBHBIR HHTEPHET-TIOPTAI
npaBoBoil nHpopmarun http:// www.pravo.gov.ru, 16.10.2013

19. Ilpuka3 PocapxuBa ot 22.05.2019 N 71 "OO6 yrBepxxknenuu IlpaBun aenonpousBojacTBa B

roCyJapCTBEHHBIX OpraHax, OpraHax MeCcTHOro camoympasienus” (3apeructpupoano B Muntocre Poccun
27.12.2019 N 57023).

20."CnpaBoyHuK  (OpMATOB  JOKYMEHTOB, HCIOJBb3YEMBIX  HAJIOTOBBIMH  OpraHamMu |
HAJIOTOTUTATENBINMKAME ~ TIPH  pealn3alliil  DJEKTPOHHOTO  JOKYMEHTO00OpOoTa B  OTHOIICHHSAX,
pETyIUpYEeMBIX 3aKOHOJATETbcTBOM O Hayorax W cOopax (COHJ)" (yrtB. IIpukazom ®HC Poccum ot
20.12.2011 N MMB-7-6/948@). - [OnexTpoHHbI pecypc]. - Pexum moctyma: OQunuaibHbI HHTEPHET-
ropTtai npaBoBoi wHbopmammm http://www.pravo.gov.ru, 16.10.2013

6.5 UndopmanuonHoe odecnieyenne (MHTepHeT- pecypchbl, IPOrpaMMHbIe CPeACTBA, MyJdbTUMeIHA
TeXHOJIOTHH)

11. www.directum.ru

12. www.Docflow.ru

13. HesaBucumsiii mopran o C3/1 - http://www.doc-online.ru/

14. Odunmaneueiii cadT pupmel 1C, MOCBAMIEHHBIN TporpaMMHOMY NpoayKTy 1C: JlokyMeHTOO00pOT8»
- http://v8.1c.ru/doc8/

15. Odwunmaneueiii caiit komnanun Cognitive Technologies, mocBAIIEHHBIH TPOrPaMMHOMY TPOIYKTY
CO[ «EBdpar» - http://www.evfrat.ru/

16. Odummansasiii cait 3A0 «Koncynsrant [Tnrocy» - www.consultant.ru

7. MaTepuajibHO-TeXHUYeCKasA 0a3a, MHPOPMAIMOHHbIE TEXHOJIOTMH, IPOTPAMMHOE
o0ecneyeHre U HH(POPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

1. Cnenuanu3upoBaHHbBIE 3ajibl JAJS TMPOBENEHUS JEKUUH W ayAUTOPUU JJs TMPOBEICHUS
CEeMMHAPCKHUX M MPAKTHUYECKUX 3aHATHH C MCIOJIb30BAaHHEM MYJIbTHMEIHMIHOTO 000pyA0BaHUS U
BO3MO>KHOCTBIO IIPSIMOTO BbIX0/1a B ceTh MHTEepHET.

2. Cnenmanu3upoBaHHass MeOellb M OPICpelCTBa: ayIUTOPHUM M KOMIIBIOTEPHBIE KIIACCHI,
000pyI0BaHHBIE MTOCAI0YHBIMU MECTAMHU.

3. Texuuueckue cpenctBa oOyueHus: [lepcoHanbHbIe KOMIBIOTEPHI; KOMIIBIOTEPHBIE MTPOSKTOPHI;
3BYKOBbIE JMHAMMKH; IPOrPaMMHBIE CpPEICTBa, OOecreuMBarolne MPOCMOTP BUAeO(]aiIoB B
dopmatax AVI, MPEG-4, DivX, RMVB, WMV.

4. JlunensnoHHble J3JeKTpoHHBIE pecypebl: Windows, Microsoft Office (Excel, InfoPath,
PowerPoint, Publisher, Word).

5. Nadopmarnmonnsie cipaBodHbIie U MOMCKOBBIE cucTeMbl «KorcynpTanT [Tmrocy, «["apanTy.
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	Зачет принимает лектор. Умения и навыки обучающегося на экзамене оцениваются как «зачтено» или «незачтено».

