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1. TlepeyeHb MIAHMPYEMBIX

pe3yJbTATOB

o0y4eHust

no JAUCHUIIHHE (MOIYJII0),

COOTHECEHHBIX € MVIAHUPYEMBIMHU Pe3yJIbTATAMM OCBOEHHUSI MPOrPaMMbIl
1.1. Juctunnuua b1.B.JIB.01.01 «21eKTpoHHbBINA JOKYMEHTOO00POT B TOCYIAPCTBEHHOM U
MYHUIIMTIATEHOM YIPABICHUIY 00CCIIEYNBACT OBJIAJICHUE CICTYIONTUMH KOMIIETCHIIHSIMU C
Y4ETOM HTaroB:

Kon HaumenoBanue Kon sranaHaumMeHoBaHue JTarna OCBOCHHMS

KOMITETEH [KOMITETEHIINH OCBOEHUS KOMITETEHIIUU

015051 KOMITETEHIIUU

OIIK OC- |cnocoOHOCTB noctossHHO|OIIK OC-1.2 cmocobHOCTh  mpuoOpeTaTh  HOBBIC

1 COBEpPILIEHCTBOBATD 3HAHWA M YMEHHS, IOBBIIIATh CBOM
NOCTUTHYTHIi YpOBEHb MHTEIJUICKTYaIbHBINA U OOLIEKYIbTYpPHBIH
po¢eCCHOHATBLHOTO YpOBEHb, pa3BUBaTh COLUAIbHBIE U
[PaBOCO3HAHUS u npodeccuoHabHbIE KOMIIETEHIINY;
YB)KUTEIBHOIO OTHOIIEHUS K
[IpaBy M 3aKOHY

[IK-13 CIIOCOOHOCTH ynpaBisaTh1K-13.2 CIIOCOOHOCTh  00ECIIEUUTh YCIIOBUS
CaMOCTOSITENTFHOM ~ paboTOi CaMOCTOSITENILHOTO OCBOEHHE
00yJaroImuxcst FOPUINYECKON crenuanan3anum

00yJaroImxcs

I1K-14 CIIOCOOHOCTh [1K-14.1 CIOCOOHOCTh OpraHU30BbIBATH
OpPraHU30BbIBaTh U MPOBOIUTH [earoruueckue ucciae10BaHus
[1€1arornu4ecKue
MCCIIEJOBAHUS

1.2. B pe3ynbraTe 0CBOEHUS AUCLHUILINHBI y CTYAEHTOB JIOJKHBI OBITH CHOPMUPOBAHBI:

OT®/TD
(npu
npodcranaapra)/
npogeccioHAJbHbIE
nelicTBua

nammuun| Kon 3Tamna
OCBOCHUA
KOMIIETCHIIUH

Pe3yabTarhl 00y4yeHHs

OIIK OC-1.2

CYIIHOCTb

COCTaBJIATb

HAa YPOBHE 3HAHMIA:

- OCHOBHBIE METO[IbI, CITIOCOOBI M CPEACTBA TOBBILIICHNUS]
WHTEJUIEKTYAILHOTO U OOIIEKYJIbTYPHOTO YPOBHS;

- - TpeboBaHus TPOPECCHOHATBHON ITUKU IOPHCTA;

U  COHCPKAHHEC OCHOBHBIX HOHHTHﬁ,

KaTeropuil ¥ WHCTHTYTOB JHUCIUIUIMH, CIIOCOOCTBYIOIIHX
(hopMHUPOBAHUIO
npo¢ecCHOHATFHOTO TPAaBOCO3HAHMS;

JOCTAaTOYHOI'O YPOBH:

HA YPOBHE YMEHUIi:
NEMCTBOBAaTh B COOTBETCTBHUM C JIOJDKHOCTHBIMY|
WHCTPYKIUSMU;

CYXKIACHUA 110 IIPpaBOBBIM BOIIpOCaAM C

STUYECKUX TTO3ULINN.

I1K-13.2

HA YPOBHE YMEHMH:

= IPUMCHATHE COBPEMCHHBIC MCTOAbI U ITPHUCMBI

a0O0THI IIpU U3YYCHHU NIEAATIOT'MKHU U IICUXOJIOTUN BBICILIEH
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[ITKOJTBI

- pa3zpabaTbIBaTh CJIEAYIOLINE OCHOBHBIC
CTPYKTYPHBIE JIEMEHTBI yUeOHO-METOAMYECKOTO
KOMILIEKCA TUCLUILINHBIL:

- pabouyro mporpammy, TEMATHUKY JICKIIHA, TUTAHbBI
CEMUHAPOB, 3aJ[aHUs ISl CAMOCTOSTEIHHOU PabOThI
00y4JaroIIMXcsl, OLICHOYHbIE CPECTBA;

HA YPOBHE HABBIKOB:

- HaBBIKAMU aHAJIN3a MeJarornueckon mpakTuKu

-METOJIMKOW MPOBEJCHUS YUeOHBIX 3aHATUH IO
FOpUIUYECKON TUCLIUILIMHE B By3€ C UCIIOJIb30BAaHUEM
COBPEMEHHBIX 00Pa30BATEIbHBIX TEXHOJIOTUH.

[IK-14.1 HA YPOBHE 3HAHUIA:
- COCTOSIHUE U3YYEHHOCTH TUIAHUPYEMOU TEMBI
MIEJarorMu4eCcKoro UCCIe0BaHus
- IEPCOHAIBHBIN COCTAB WICHOB HAYYHOTO
cOO0IIECTBA, 3aHUMAOIITNXCS CXOMHON MTPOOIeMAaTHKOM
- CBSI3b HAYYHOH U NPENOAABATEIbCKON
JESATEIIBHOCTH
- LIeJIX ¥ CIIOCOOBI OpraHu3alMy HayuyHbIX
KOJUIEKTHBOB
- METO/bI IPUHATHS YIPABICHUYECKUX PEILICHUI
B HAYYHBIX KOJUICKTHBax
HA YPOBHE YMEHUH:
- OIPENENITh OOBEKT U MPEAMET
MEAaroru4eCcKNX UCCIEOBAHNMN, TIOCBSILIEHHBIX

MIPENOIaBaHUIO FOPUINYECKUX TUCIUILTAH
- BBIOMpPATh METO/IbI MCCIIETIOBAHUS
- IOIOMPaTh HEOOXOIUMBIN HayYHBIN KOJUIEKTUB
- UHTEPIIPETUPOBATH JaHHBIE, CBEJICHUS U
(haKThl B COOTBETCTBUU C MOCTABICHHBIMU IEIISIMU
HCCJIEIOBAHUSA
- TUCKYTHUPOBATh 11O TEME MTPOBOIUMBIX

HUCCJIENOBaHUN

2. O0beM U MeCTO AUCHUILTHHBI (MoayJs) B cTpykTrype OIl BO

JuctummuHa «DIEKTPOHHBIA JOKYMEHTOOOOPOT B TOCYIAPCTBEHHOM M MYHHIIMITATHLHOM
yOpaBJICHUW» OTHOCUTCA K BAapUaTHUBHOM 4YacTM U B COOTBETCTBUM C Y4Y€OHBIM IIJITAHOM
OCBaMBaeTcs B 1-M ceMecTpe OYHO-3a0YHOH (opMbI 00yueHHs U Ha 1-M Kypce 3a04HOM (OpMEI
o0yuenus. OOmmas TpyA0eMKOCTh TUCITUTUTMHBI cocTaBisieT 1 3.e. (36 a.u.).

OcBocHHE NUCIUIUIMHBI OMHUPAETCs] HA MUHUMAJIBLHO HEOOXOAUMBINH 00bEM TEOPETUYECKUX
3HaHUN B OOJIACTH 3JIEKTPOHHOIO JOKYMEHTOOOOpPOTa B TOCYAAPCTBEHHOM U MYHMIIMIATIHLHOM
YIPaBICHUH, O TOTECHIIMAIBHBIX BO3MOXHOCTSAX MPUMEHEHHS DJIEKTPOHHOTO JOKYMEHTO00OpOTa
JUISL pelIeHHs] yMNpaBlIeHUECKHX 3aJady; O CHUCTeMaX »dJEKTPOHHOTO JOKyMEHTO00O0pOTa;
BBIPA0OTaTh MPAKTHUYECKHE HABBIKHM IO MX HCIOJIB30BAHUIO, aHAIH3Y, BEIOOPY U MPUMEHEHHUIO B
rOCyJapCTBEHHOM YTIPaBJICHUU.

KonmmdecTBO  akaJieMUYeCKMX YacoB, BBIJICTICHHBIX HAa KOHTaKTHYH paboTy cC
npenojaBaTesieM (1o BUIaM y4eOHBIX 3aHATHI) U Ha CAaMOCTOSTENBHYIO pPab0oTy 00ydaroImmxcs:

- IeKIuu — 4 a.4., mpakTHYecKue 3auatus — 12 a.4., camocTosTenbHas padora — 20 4;




3aounas ¢opma : 2 a.u., mpaktuueckue 3aHsaTus — 10 a.4., camocTtosTensHas padora — 20 u;
3a4er 4 gaca
dopma NPOMEXyTOUHON aTTECTAIlMU B COOTBETCTBHHU C Y4EOHBIM IJIAHOM — 3aU€T.

3. ConepskaHue M CTPYKTYPA JUCHHUILINHBI (MOILYJIsI)

Tabmuma 1.
O0beM TUCHMILVIMHBI, Yac. dopma
KonTtakTHasn pabora TeKylIero
00yYaroIuXxcs c KOHTPOJISt
Nen/n | HamveHoBanme Tem npenoaaBarejieM yfneBaeMocT
Bcero | mo BHAAM yueOnbix | CP | u,
3aHATHI NMPOMEKYTOU
a |ap |m |KC o
P arrecTauuu
Ounas ¢popma odyuenusn
BBenenne B cuctemsl
3IEKTPOHHOTO
JIOKyMEHTO000pOoTA.
Tema 1 | IIpaBoBbIe u|ll2 2 4 6 O
HOPMAaTHBHBIC OCHOBBI
JIOKYMEHTAILMIOHHOTO
o0ecrnieueHus yrnpaBjieHUs
DyHKIMU u
Tenta 2 KjaccupuKaus — CUCTEM 12 5 4 6 OT
3IEKTPOHHOTO
JIOKyMEHTO000poTa
Beibop u  BHeapeHue
Tena 3 | KOMIUICKCHBIX CHCTEM | 5 4 0.C3
3IEKTPOHHOTO
JTIOKYMEHTO000pOoTa
JlokyMeHTHpOBaHuE
Tema 4 | ynpaBiieHUECKOM 6 2 4 O,T
JESTEIbHOCTH
[TpomexyToUYHAs aTTecTalusl 3a4er
Bcero: 36 4 12 20
O0beM JUCHHUILIMHBI, Yac. dopma
KonTakTHas pabora TEKyLIero
ol0y4yarommuxcst c KOHTPOJIsI
Nen/n | HamveHoBanme Tem npenojaasareseM yfﬂeBaEMOCT
Bcero | mo  Bugam  yueOHbix | CP | m,
3aHATHH NMPOMEKYTOH
a |ap |m |KC o
P arrecTaluu
3aounasn gropma odyuenusn
Tema 1l | BBemenue B cucreMmsl | 11 1 4 6 O
3JIEKTPOHHOTO
JOKYMEHTOO0O0pOTA.
IIpaBoBbIE u
HOpMaTHUBHbIE OCHOBBI




O0beM IMCIUILTHHBL, YaC. ®opma
KonTakTHas padora TeKylero
ol0yuyaromuxcst c KOHTPOJIsI
Nen/n | HamveHoBanme Tem npenojaaBaresieM yfﬂeBaeMocr
Bcero | mo BHJAAM yueOnbix | CP | u,
3aHATHH MPOMEKYTOY
a |ap |m |KC non
P aTrecTanun
JIOKYMEHTAIIMOHHOTO
o0ecrieueHus ynpaBIeHHUsI
DyHKIMU u
Tena 2 KIacCUpUKAIUS  CUCTEM 9 1 ) 6 OT
3JIEKTPOHHOT'O
JOKyMeHTo00opoTa
Bribop u  BHempenue
Tena 3 | KOMIVIEKCHBIX CHCTeM | o ) 4 0.C3
3JIEKTPOHHOTO
JOKyMeHToo0opoTa
JlokyMeHTHpOBaHUE
Tema 4 | ynpaBineHUecKOi 9 2 4 O,T
JeSITeIbHOCTH
[IpomexyTouHas arrecTanus 3auer
Bcero: 36 2 10 4 20

Ipumeuanue: 1 — popmvl mexywezo konmponasn ycnesaemocmu: Keticol 3a0anus (K3), cumyayuonusie 3a0auu (C3),
mecmut (T), O — onpoc

Conep:xaHue TUCHUIJIMHBI (MOXYJIs1)

Tema 1. Beeoenue 6 cucmemol 31eKmMpoHHO20 0oKymenmoooopoma. Ilpasosvie u nopmamuenvle 0CHOGbL
OOKYMEHmMAayuoHH020 00ecnedeHus ynpaesieHus

[Ipenmer, comepkaHue, 3agaud TUCHUIUIMHBL [IOHATHE ‘“AIIEKTPOHHBIA TOKYMEHT B HWH()OPMAIMOHHOM
CHCTEME OpTraHu3anrH. TepMHUHOIOTHSI, UCTIONB3yeMasi B CHCTEMaX JIEKTPOHHOTO TOKYMEHT0000poTa. 3a1a4i CHCTEM
ANEKTPOHHOTO JOKYMEHTO000pOTa.

Hampasnenust U BHIBI TOKYMCHTAIMOHHOTO OOCCIICUCHHS YIIPABJICHUS, HA3HAUCHHE NOKYMCHTHPOBAaHHSA U
OopraHusaiuu paboThl C JOKYMEHTaMH, pPOJIb HH(DOPMAIIMOHHBIX TEXHOJIOTHH B €ro pa3BUTHUH, CYI[HOCTh H
0COOCHHOCTH YIPABJICHUS TOKYMEHTaMU. JIOKYMEHT Kak OOBCKT PETyIMPOBAHHUS.

OYHKIUN W BHUIBI JAOKyMEHTOB, WX YHHU(UKAIWsS U CTaHZapTU3amus. [ ocylapCcTBEHHOE pPEryIMpoOBaHHE,
HOpMaTHBHAsE TIPaBOBas W METOAMYECKas OCHOBA JOKYMEHTAIIMOHHOTO oOecrieueHust ympasieHus. CyIIHOCTb,
HalpaBICHUS W BUABl TOCYIAPCTBEHHOTO pETYIMPOBAaHUS JIOKYMEHTAIMOHHOTO OOCCIICUCHHs YIPaBJICHUA,
Ha3HaueHHWEe, 0COOCHHOCTH M COOTHOIICHHE HOPMATHBHOTO IPAaBOBOTO M METOAWYECKOro peryiampoBaHus. CocTaB u
CTPYKTypa HOPMATHBHOM MPABOBON U METOJMUYCCKON OCHOBHI JIOKYMCHTAITMOHHOTO 00CCIICYCHUS YIIPABICHUS, POJIb H
OOBEKTHI PETYIMPOBAHHUS 3aKOHOMATCIEHBIX aKTOB M HOPMATHBHEIX TIPABOBBIX aKTOB ()elepaibHBIX OPTraHOB
WCIIOTHUTENLHOM BJIACTH, HAIMOHAJIBHBIX M JIOKAJIHHBIX HOPMATUBHO-METOAMYECKUX 6 MOKyMeHTOB. HasHaueHue u
0COOCHHOCTH MCIOJIBb30BaHUs [ 0CyJapCTBEHHON CUCTEMBI JJOKYMCHTAIIMOHHOTO 00CCIeUcHUs ypaBieHuu u [IpaBun
JIEIONTPON3BOICTBA B (hefiepabHBIX OpTaHax MCIIOJHUTEIBHON BIIACTH.

Tema 2 ®YHKUIMHU U KIACCU(PHUKALUSA CUCTEM 3JIeKTPOHHOI0 10KYMEHT0000poTa

OyHKONU CHCTEM: PETHCTpAlMsi JOKyMCHTOB. YMpPaBIECHHE 3JIEKTPOHHBIMH JoKyMmeHTamu. Cos3maHne u
XpaHEHHE pa3IM4YHBIX  HECTPYKTYPHPOBAaHHBIX  JOKyMEHTOB (O(HCHBIE IPWIOKEHHsS, TpadUuecKhue |
MeIraMaTepuaisl, YepTexu u 1p.), Bepcun u DL, moanepikka KU3HEHHOTO IMKJIA JOKyMEHTOB, Ha3HAUCHHUE IPaB
JIOCTYTIa, BeJICHUE UCTOPUH PabOTHI, TOTHOTEKCTOBBIIN U aTpuOyTUBHBIN Nouck. Co31aHue IEKTPOHHBIX JOKYMEHTOB,
BEJICHHE CHCTEMBI CIPABOYHMKOB, YNpPABICHHE AENOBBIMU Iporeccamu. [lomnepikka MpoIeccoB COMIACOBaHHS U
00paboTKM IOKYMEHTOB, Bblaua 3aJaHMH M KOHTPOJNb WX HCIOJIHEHHUS, OOECIHEeYEeHHE B3aWMOACHCTBUS MEXIY
COTPY/ZIHHKaMH B Xofie OM3HEC-TIPOIIECCOB, MOIUIEPKKa CBOOOMHBIX M KecTKUX MapuipytoB (workflow). TIpusnaku
KJIACCH(HKAIMN: COOTBETCTBHE CTAHAAPTaM OTEYECTBEHHOTO JEJIONPOM3BOJCTB; Pa3pabOTUMK CHCTEMBI; pELIaeMble
3aJa4u JIeJIONPOM3BO/ICTBA; THUII OPTAaHU3AIMH Ha KOTOPBIE CHCTEMBI PAaCCUNTAHBI




Tema 3. BbiOop U BHeIpeHHe KOMIIJIEKCHBIX CHCTEM 3JIEKTPOHHOT0 JOKYMEHT0000poTa

BriOupaemast cucrema J10JbKHa 00ecrieurBarh BBIMOJIHEHHE 33/1a4, KOTOPbIe IPUXOIUTCS PelIaTh COTPYIHUKAM,
a WMEHHO - aBTOMATH3alMM KOHKPETHOTO YIPABIECHYECKOr0 IpOIEcca, B KOTOPOM MPHCYTCTBYET 0OpaboTKa
JOKYyMEHTOB, M CO3aHHE B OPraHU3alUH KOMIIJIEKCHOI CHCTEMbI aBTOMaTH3allui JOKyMEHTO000pOTa.

OTO TapaHTHpyeT CHIKEHHE 3aTpaT Ha aBTOMAaTH3allMIo, CIaKEHHYI0 paboTy BceX dYacTeld CHCTEMBI,
BO3MOJKHOCTb €€ HHTEeTpalid B HMHGOPMANMOHHOE NPOCTPAHCTBO, a NPHU HEOOXOAMMOCTH - CBOCBPEMEHHYIO
KOHCYJIbTAllMOHHYI0, TEXHUUECKYIO U METOJJ0JIOTHYECKYIO TTOATEPIKKY.

[Moaxonpl K CO3MaHHUIO CHCTEM 3JIEKTPOHHOIO JOKyMeHTooOopora. TpeboBaHus K cucremaM. Jrarmbl BeIOOpa
CHUCTECMbI aBTOMATHU3alluH. DTansl BHCAPCHUA CUCTEMbI aBTOMaTU3aIlnH.

Bce 310 npuBOIMT K HEOOXOAMMOCTH 33 yMbIBaThcs 0 BHeApeHu B 1110 uHbpacTpyKTyphl Uil KOMILJIEKCHOM
aBTOMATH3aLMH MIPOIECCOB TOKYMEHTO000pOTa, KOTOpast ObI MO3BOJIMIIA PELINTH CIECAYIONIHE 3a/1a9H:

1) YpemeBuTs pa3paboTKy ¥ BHEAPSHNE MHOTOYHCICHHBIX KOHTYPOB 00paboTku sokymeHToB B M/10.

2) OobecrieunTh yIOOCTBO TOJIB30BATENsl W YHU(DHUIMPOBAHHBIH HMHTEpdeHc s JocTynma K pPa3iIddHbIM
TIPUIIOKEHUSIM.

3) CoxpaTuTh CTOMMOCTH JKCIITyaTalld U COMPOBOXJIEHMS KOMIUIEKCA TNPHJIOKEHUH, aBTOMATU3HPYIOLINX
HPOLECCHI JOKyMEHT0000pOTa.

4) ObGecreunTh YHH(PHUIMPOBAHHBIC CPEICTBA MOHHUTOPHHTA M KOHTPOJIS HCIIONHCHHS JTAroB, Pa3IMYHBIX
yIpaBJIeHYECKUX MPOLECCOB 00pabOTKU TOKYMEHTOB.

5) OGecrieunTs BO3MOXKHOCTH cOOpa CTAaTHCTHYECKOH WH(POPMAIIMM O CKOPOCTH M CBOEBPEMEHHOCTH
WCTIOJHEHUS TeX WM MHBIX 3TAloB pabOT M BO3MOXKHOCTH MOAM(HKAIMK YIPABICHYECKUX IPOIECCOB HA OCHOBE
HaKOIJICHHOH MH(pOPMAaIUH.

Tema 4 /lokymMeHTHpOBaHNe YIPABJIEHYECKOMH eI TeTbHOCTH

OOmue TpeOOBaHMS K JOKyMEHTUPOBAaHMIO YIIpaBleHUeCKoW aesTenabHOocTH. CocraB, copep)KaHue u
0COOEHHOCTH peai3anny TpeOOBaHUI K PACTIONOKEHUIO U O(OPMIICHHIO PEKBU3UTOB JTOKYMEHTOB. CTpyKTypH3alus
TEKCTOB  YIPAaBIEHYECKHX JIOKYMEHTOB. Buubl yHU(QHUIUPOBAaHHBIX TEKCTOB, OCOOCHHOCTH OQopMmieHus
TpadapeTHOro TEeKCTa, aHKeThl M TaOmuibl. CocTaB M Ha3HA4YCHHE OTACNIBHBIX BHJIOB OPraHHM3AllMOHHO-IPABOBHIX,
PACIIOpSIIUTENBHBIX U MH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB. JlOKyMEHTaIBHBINH (DOH] U epedeHb JOKYMEHTOB,
00pa3ylomuxcst B Tpolecce JAEATEIbHOCTH TocyJapcTBeHHOro opraHa. CocraB, pacIoiOKEHHE | TpaBHia
0o(hOpMIICHUS] PEKBH3HTOB OTACIBHBIX BHIIOB OPraHH3allMOHHO-NPABOBBIX, PACHIOPSAUTENBHBIX M HH(POPMALMOHHO-
CIPaBOYHBIX JOKyMeHTOB. (OcoOeHHOCTH O(OpPMIIEHHUS OTHENBHBIX BHIOB JIOKyMEHTOB, O0Opa3yromuxcs,
o0pasyromuxcs B Ipolecce JesTeNbHOCTU FOCy1apCTBEHHOTO OpraHa.

4. MaTepunaJbl TeKyl1ero KOHTPOJIS yCIeBaAeMOCTH 00y4alommxcs 1
(oH OLIEHOYHBIX CPeACTB NPOMEKYTOYHOM aTTeCTALMH 10 AMCUMILIMHE (MOIYJII0)
4.1. ®opMbl M MeTOAbI TEKYIEro KOHTPOJS YCHeBAeMOCTH OOYYAalOUIUXCA M TNPOMe:KYTOYHOM
aTTecTaluu.
4.1.1. B xope peanusauun aucuumiimHbl b1.5.05 «CoBpemeHHbIe Npo0/eMbl My0JMYHOI0 NPaBay
HCNOJIB3YIOTCH CIeIy0He MeTOAbl TEeKYIero KOHTPOJISl yCIeBaeMOCTH 00y4aromuxcs:
IIpu npoBeaeHUN 3aHATUI JIEKIIUOHHOIO THUIIA!
- OIpOC;
IIpYU IPOBEJICHUY 3aHATHI CEMUHAPCKOIO THUIIA:
-0mpoc, TECTHPOBAHUE KeHc-3a1aun

4.1.2. 3ayeT NPOBOAUTCS C MPUMEHEHHEM CJIeIYIOUIUX METOA0B (CPeICTB):

Hcnonp3yercss METOJ YCTHOTO OTBETa Ha BOMPOCH! OMIeTa U JalbHEHIIeH Oecepl 0 MPAaBOBBIM HOpPMaM, a
TaK)Ke YCTHOE pEelIeHHEe CUTYAI[MOHHBIX 33]1au.

4.2. MaTtepuajibl TEKYIIEr0 KOHTPOJISI YCIEBAEMOCTH 00Y4aI0IIHXCS

Tunosvie ouenounvie mamepuanvt no meme 1. Beedenue ¢ cucmemvl I1eKmMpoHHO20 OOKyMEHMOO0HoOpoma.
Ilpasoesie u Hopmamuenvie OCHOEbL OOKYMEHMAYUOHHO20 00ecnedeH s YRPasi1eHus
Bonpocs! k onnpocy

1. TTonsiTHe “27€KTPOHHBIN TOKyMEHT” B MHQOPMAIIMOHHOM CHCTEME OpraHu3alyy.

2. TepMuHONOTHSL, MCIIOIb3yeMast B CUCTEMAax JIEKTPOHHOI'O0 JOKYMEHTO000pOTa.

3. 3amaun CUCTEM DJIEKTPOHHOTO JTOKYMEHTO000POTA.

4. JlokyMeHT Kak 00BeKT peryupoBaHusi. OyHKIUKM U BUIbI JIOKYMEHTOB, UX YHU(DHUKALUS U CTaHJapTU3ALIHS.

5. l'ocymapcTBeHHOE PETYNIMpPOBaHNE, HOPMATHBHAS MPaBOBas M METOIMYECCKas OCHOBA JOKYMEHTAI[HOHHOTO
o0ecriedeHns yIpaBIeHNUS.

6. CymHOCTb, HaIlpaBICHUS W BHIBI TOCYIAPCTBEHHOTO PETYIMPOBAHUS JOKyMEHTAIIMOHHOTO OOecTeueHHs
yIpaBieHUs, Ha3HAadYeHHE, OCOOEHHOCTH M COOTHOIICHHWE HOPMATUBHOTO IIPaBOBOIO M  METOJUYECKOrOo
peryaupoBaHusl.



7. CocTaB ¥ CTpyKTypa HOPMAaTHBHOM MPABOBOM U METOANYECKONW OCHOBBI JTOKYMEHTAIIMOHHOTO 00ecIeueHus
yIIpaBJeHUSI.

Tunosvie ouenounvie mamepuanvt no mem 2 @DyHKyuu u Kiaccuuxkauyus cucmem 3IJeKMPOHHOZ0
00Kymenmoobopoma

Bonpocs k onpocy

1.Ha3zHaueHre ¥ 0COOCHHOCTH HCIONIB30BaHMs [ 0Cy1apCTBEHHON CUCTEMBI IOKYMCHTAITMOHHOTO 00CCIICUCHUS
ynpasieHun 1 [IpaBut AeI0mpou3BoACTBa B (he/IepaIbHBIX OpraHax MCIIOJHUTEIBHON BIaCTH.

2.YmpaBieHue 3MeKTPOHHBIMHI JOKYMEHTaMH.

3. Knaccudukanus CUCTEM 3JEKTPOHHOIO JOKYMEHTO000pOTA.

4. [Tomxodp! K CO3TaHUIO CHCTEM AJIEKTPOHHOTO JOKYMEHTO00O0poTa.

TecTbI:

1.AyrenTuduKanus — 310

MPEJOCTABIICHHE JJOCTYIIA K ONPEICICHHBIM JaHHBIM WIIH ONICPAIHSIM, TIPH YCIOBUH, YTO MOJIH30BaTEb TOT, 32
KOro OH ce0s BbIIaeT

+CMOCOOHOCTh OATBEPANTD TUYHOCTH TOIH30BATEIS

-MEXaHHU3M paSFpaHI/I‘IeHI/ISI }:[OCTyHa K JaHHBIM U (byHKHI/IHM CUCTEMBI

-TIONCK ¥ UCCIICIOBAaHNE MaTeMaTHIECKIUX METOJIOB MTpeoOpa3oBaHus HHPOPMAITIHI

2.baank, coaep:kalIMii OIMHAKOBbII HA00P PeKBU3UTOB VIl BCeX BHUI0OB JOKYMEHTOB — 31O ....
-eIMHBINA OJTaHK

-0JIaHK IUCbMa

+0o0muii 6J1aHK

-0J7aHK KOHKPETHOTO JOKyMEHTa

3.b1aHK JOKYMeHTa — 3TO

+nuct Oymaru ¢ 3apaHee BOCHPOU3BEICHHBIMU PEKBU3UTAMU, COJICPIKAIIMMH ITOCTOSHHYIO HH(pOpMAIIUIO 00
OpTaHU3aINH — aBTOPE JOKyMCHTA

-JIUCT OyMaru ¢ 3apaHee BOCIPOMU3BEACHHBIMU PEKBU3UTAMH, COJCPIKAIIUMU TIEPEMEHHY0 nH(opMaruo 06
OpraHU3aIlK — aBTOPE JOKyMCHTA

-rocyapcTBeHHasi Oymara, 00si3aTesIbHas 1)1 IPUMCHEHUS B OpraHu3aluu

-JIUCT 6yMaFI/I C 3apaHee BOCHpOI/I?)Be}leHHBIMI/I peKBI/I3I/ITaMI/I, c0)1ep>1<aumMH HOCTOHHHy}O nu nepeMeHHy}o
HHGPOPMAITHIO 00 OpraHU3aIlii — aBTOPE JOKYMEHTA

4.B 00beMe 10KyMEHT0000pOTA cliefyeT YYUTHIBATh

-BCcE BXO/SIIIME 1 UCXOMSIINE JOKYMEHTHI 32 ONpEeICHHBII ITepHo/l BpeMEHH BCE BHYTPEHHHE TOKYMEHTHI 1
BCE KOIUH 32 ONPEISIICHHBIH epUO BPEMEeHU:

-BCE BXOJSIINE U UCXOMSIINE JOKYMEHTBI 32 ONpE/ICTICHHBIIN epHUO BPEMEH!

+Bce BXOJUIINE, HCXOMSIINE U BHYTPEHHUE JOKYMEHTHI, 8 TAK)KE BCE KOIMU 32 ONPEAEICHHBIH NepHOo
BPEMEHU

5.I'aBHOe MPaBUJIO OPraHU3ALUH JOKYMEHT0000pOTa — 3TO ...

CTEPEOTHUITHBIE MAapLIPYTHI IBIKCHUS] CBOWCTBEHHBIE BXOIAIINM JIOKyMEHTaM C HAMMEHBIINMH 3aTpaTaMu
BpPEMEHU

+ornepaTuBHOE NMPOXOK/ICHHE TOKYMEHTa 10 Hanbojee KOPOTKOMY U NPSIMOMY MapUIpyTy C HAaHMEHBIINMHU
3aTpaTaMy BpeMeHH!

CTaOMJIBHBIA MapLIPYT JIBMKEHUS], KOTOPBIN 3aBUCHUT OT COCTaBa U COJAEPKaHMUs JOKYMEHTOB U OT IPUHATOH B
OpraHmu3anuun TCXHOJOTUH pa60T C IOKYMCHTaMHU

6.I'pymiier gocTyna HeOOXOAUMET ...

+IU1s1 OpraHu3alyy JOCTyNa K JOKYMEHTaM JUIS OTAENIOB OpPraHU3alii, KOJUISKTUBA COTPYIHHUKOB,
paboTaroIMX Ha/l OTIEIBHBIM POEKTOM

JUTSL IPEIOCTABIICHNUS [IPaB KOHTPOJIepa COTPYIHHKAM O0S3aHHBIM CIICIUTH 3a JSHCTBUSMHE MOJIb30BaTENCH
CHCTEMBI

B CIIy4ae OTCYTCTBHSI COTPYIHHKA OTBETCTBEHHOTO 3a Pa0dOTy HaJl JOKYMEHTOM M HEOOXOAMMOCTBIO €€
IPOZIOIDKEHUE B €T0 OTCYTCTBUE

7. [lenerupoBaHue mpap JOCTYIIa HEOOXOIUMO ...

JUTS TIPEJJOCTABIICHUSI IIPaB KOHTPOJIEpa COTPYAHMKAM 0OS3aHHBIM CIICIUTH 3a JEHCTBHUSAMHE MOIb30BaTEICH
CUCTEMBI

JUISL OpraHU3alUy JOCTYIIA K TOKYMEHTaM JUIS OT/EJIOB OPTaHNU3aINH, KOJUIEKTHBA COTPYIHHUKOB, paOOTAIOIINX
HaJl OTAEIBHBIM IPOCKTOM



+B CiIy4ae OTCYTCTBHS COTPYIHHMKA OTBETCTBEHHOI'O 3a paboTy HaJ JOKYMEHTOM M HEOOXOIMMOCTBIO €€
MPOJIOJI’KEHHUE B €T0 OTCYTCTBHUE

8.J1oKkyMeHTOOO0POT — 3TO ...

TpoLiecC MOANMCAHMS U ITepeiaun JOKyMEHTa B OpraHnu3alin

JBI)KCHUE JJOKYMEHTOB B OPTaHU3aLHU OT PYKOBOIUTEIS K HCIIOTHUTEISM

+CIIOKHBIH TEXHOJIOTHYECKHIT MPOLIeCcC, KOTOPBII BKIIIOYAET BCE OIEPally M0 IIPHEMY, Iiepeiade,
COCTAaBJICHUIO, COTJIACOBAHMUIO, O(OPMIICHHIO, YIOCTOBEPEHHIO U OTIIPABKE IOKYMEHTOB
TEXHOJIOTMUYECKHUH ITPOLIECC apXUBHOTO XPAHEHUS JOKYMEHTOB

9.... TIOKyMEHTOIIOTOK COCTOUT U3 JIOKYMEHTOB, CO3/IaBACMbIX B IaHHON OpraHW3alN{ M OTIIPABISIEMBIX 3a €€
TIpeAesl

BuyTpennuit

Bxopgstmuii

Opranu3anuoHHbINH

+Ucxonsmuit

10.JI0KyMEHTOIIOTOK — 37O ...

JIBIDKEHUE JAHHBIX B ONPECICHHOM HalPABICHUH

JIBIDKEHUE IOKYMEHTOB B Pa3HBIX HAIIPABICHUSX, KOTOPOE OCTOSIHHO MEHSIETCS

OpPraHU30BAHHOE JBIKEHHE JOKYMEHTOB U3 OPraHU3alUH B pa3HbIX HAIPaBICHUIX

+CIJI0KMBIIEECS] WIM OPTaHU30BAaHHOE B Tpejienax HH(GOPMAMOHHON CUCTEMBI IBIKEHUE JTAHHBIX B
OIpE/ICIEHHOM HaIlpaBJICHUH, IIPH YCIIOBHH, YTO y ITUX JAHHBIX OOIINI NCTOYHUK U OOIINIT MPUEMHUK
CJIOXKMBIIEECS WJIM OPraHW30BaHHOE B TIpejieiax HH(POPMaMOHHON CUCTEMBI

11.JIoKyMEHT UMEET BE CYIIIHOCTH ...
+UH()OPMAIMOHHYIO W MaTePHUATEHYTO
HHPOPMAITOHHYIO U KOMMYHHUKAITHOHHYTO
HH(POPMAITOHHYIO U IIPaBOBYIO

0OIIYIO U CIICIHATBHYIO

12.JI0KyMEHTOIIOTOKH T10 HAIPaBJICHUIO JENATCS Ha ... IOTOKU
BXOJISIINE M YXOIAIIHE

JTHaroHanbHbIE

+TOPU30HTATIBHBIEC M BEPTUKAIBHBIE

MapaJuleNbHbIE U TIEPECEKArOIINEcs

13.Ha 6a3e nponykra LotusNotes ¢pupmer LotusDevelopmentCorporation pazpaborana cucrema
«OfficeMedia»

«Effect Office»

+«bocc-Pedepent»

«Optima Workflows

14.00memnpuHsATas METOAWKA TOACYETa JOKYMEHTOO00POTa MPEAyCMaTPHUBAET BRIpaKEHUE €r0 00beMa
JIpo0bI0, B YUCIIUTEINE KOTOPOH YKa3bIBACTCSl KOMYECTBO ...

KOIHii, a B 3HAMEHATEJIe — KOJIMYECTBO BCEX TOKYMEHTOB OpraHH3allHu

TO/UTMHHHKOB, a B 3HAMEHATEIE — KOJIMYECTBO BCEX JIOKYMEHTOB OpraHM3alin

+IT0JUIMHHYUKOB, a B 3HAMEHATEJIe — KOJIMYECTBO KOt

KOHHﬁ, a B 3HAMCHATCJIC — KOJIMYECCTBO ITOJATHHHUKOB

15.06peM TOKyMEHTOOOOPOTa BEIPAKACTCH ...

OO0IIMM KOJIMYECTBOM JOKYMEHTOB, CO3aHHBIX B OPraHU3aLUH 32 OIIpe/le]ICHHbIN IIepHOJ BpeMEHH

+00IIMM KOIMYECTBOM JOKYMEHTOB, ITOCTYNHBIIHNX WM CO3/IaHHBIX OpraHU3alfell 3a OTpe/IeTICHHBIH epHo/
BpEMEHH

00IIMM KOJINYECTBOM JOKYMEHTOB, TOCTYIIMBIINX B OPraHHU3aIMIO 32 ONPEIeNICHHBIN ePHo] BpEMEHU

16.OcHOBHOI1 CTPYKTYpHOH equHUIEH (HOpMATHPOBAHHOTO JOKYMEHTA IIPU PACIIO3HABAaHUM CUUTACTCS ...
~+I10JI€ JOKYMEHTA

PEKBU3UT JOKYMEHTA

CJI0OBO

HPEAIOKEHUE

17.OcHOBHBIMU BUJaMU CPOKOBOI'O KOHTPOJIA ABJIAIOTCA ...
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KOHTPOJIb TI0 CYILIECTBY PEIICHHUS BOIpOCca

PYYHOM U aBTOMAaTU3UPOBAHHBIN KOHTPOJIb
+TeKyLHUi, NpeRyIpeaUTENbHbIH U UTOTOBBIN
€XKEHEEIIbHBIN, €KEMECSTUHBIN U €KEKBAPTAJIbHBII

18.0OdunmanbHeIii JOKYyMEHT — 3TO ...

000 OyMaXKHBIN JTOKYMEHT

n00ast MH(pOpMAIIVsl, BHECCHHAS B 0a3y TaHHBIX

+uHdopmanus, 3apUKCUPOBAHHAS HA KAKOM-JINOO HOCHUTEJIE, IPUTOTHOM ISt JOCTATOYHO JOJTOBPEMEHHOTO
XpaHeHus1, 1 0pOpMIICHHAS 110 [CHCTBYIONIMM 3aKOHOIATEIbHBIM MTPAaBUIaM

nHpopMaI, 3apuKCHpoBaHHAS Ha KaKOM-TTIO0 HOCHTEIE, IIPUTOIHOM IS TOCTATOYHO OITOBPEMEHHOTO
XpaHEHHS

19.IToaroroBKa JOKyMEHTa K CKAHUPOBAHUIO BKIIIOYACT B Ce0s ONEPAIUH ...

IpeBapUTENbHYI0 00paboTKy M300paXKeHU, HaXOXK/ICHNE MTOJIeH, TPOBEPKY paclio3HaHHOH HH(opMarn
CKaHMPOBaHHE, KOHTPOJIb KA4eCTBA U BO3MOXKHOE [TOBTOPHOE CKAHUPOBAHHUE

+onucaHue HaCTPOMKHU CUCTEMBbI U HENIOCPEACTBEHHYIO IIOJITOTOBKY TOKYMEHTa

20.I1ox ... KOHTpOJIEM MOHMMAIOT IOATOTOBKY CBEJECHUI O JOKYMEHTaX, CPOK MCIOIHEHNS KOTOPBIX HCTEKACT
CETOAHSI.

+TEeKyLIUM

(hMHAHCOBBIM

NpeypeANTEIbHBIM

UTOTOBBIM

21.11ox ... KOHTpOJIEM MOHMMAIOT aHATUTHYECKOE 0000IIEHHE TOKYMEHTO000POTa,
WCTIOJHATEIHCKON TUCIUILIMHBI B OPTaHU3AINH U €€ CTPYKTYPHBIX ITOJIPa3ACICHHAX.
HpenypeANTEIbHBIM

+HUTOTOBBIM

TEKYIINM

(huHAHCOBBIM

22.I1ox ... KOHTPOJIEM ITOHUMAIOT MTOJrOTOBKY CBEICHUH O JOKYMEHTAaX, CPOK HUCTIONHEHHUS KOTOPHIX UCTEKAET
yepes 2-3 JHsl.

+IpeaynpeauTEIbHBIM

(hMHAHCOBBIM

TEKYIIUM

HATOTOBLIM

23.T1ox 3eKTPOHHOM 1I(PPOBOH MOITHUCHIO TOHUMAETCH ...

+pPEKBU3UT IEKTPOHHOTO TOKYMEHTA, peIHa3HAYSHHBIN JIS €70 3aIUTHI OT MOJIECIKH U TIO3BOJISIOITHN
WICHTU(HULINPOBATD BI/IENbLA OAMUCH

CPEZICTBO 3aIINUTHI OT MOAACIOK MIIH MOTEPH AAHHBIX B PYKOIMCHBIX TOKYMEHTaX

PEKBH3HT JIEKTPOHHOTO JOKYMEHTA, IPEIHA3HAUCHHBIHN JUIsl OPraHU3aluy HaIe)KHOTO

XpaHEHHS U MOUCKa JOKyMEHTa

TpaAMLMOHHAs PYKOIMCHAsI OAINCE, cofepsKamas HHGpopMaIio 00 OTIpaBUTeIe COOOICHUS

24 Tlony4eHue n300pakeHHst JOKYMEHTa BKIIIOUaeT B ce0sl OIeparyy ...

OIIMCAaHHUuC HaCTpOI\/’IKI/I CHUCTEMBI U HETTIOCPEACTBECHHYTO IMTOJATOTOBKY JOKYMCHTA

+CKaHMPOBAaHHUE, KOHTPOJIb KAYECTBA M BO3MOYKHOE MOBTOPHOE CKAHHUPOBAHUE

TIpeABAPUTEIbHYIO 00pabOTKY H300pakeHI, HaXOKICHHE TIONEH, TPOBEPKY pacIio3HAHHOI HH(pOpMAITIT

25.Ilpomuecc npuBeneHNs 4ero-Inbo K eNMHON cucTeMe, (hopMe, eANHOOOPa3UIo — 3TO ...
CTaHAApTH3aLUS

+yHupUKAIU

KJ1acCU(UKAIHSI

CHUCTEMaTH3aIUs

26.Pa3paboTunkom cuctembl «EBdpar JlokyMeHTOO00POT) SBISETCS] KOMITAHUS ...
+dupma «CognitiveTechnologies»

3A0 «D1eKTpOHHBIE O(HUCHBIE CHCTEMBD)

AO «Jlanut»

HTLI «MHCTUTYT pa3BUTHS MOCKBEI»
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27.Pa3paboTunkom cucteMsl «Jleno» sisisercs dpupma ...
dupma «Cognitive Technologies»

AO «JIanuT»

+3A0 «DneKTpOoHHBIC OQHUCHBIE CUCTEMbD»

HTL «MHCcTUTYT pa3BUTHS MOCKBBD)

28.Pacrio3HaBaHue MPenoiaraeT BHITOIHEHUE CIIEAYIONIUX ONEPAIHii ...

OITMCAaHUE HACTPOMKH CHCTEMBI M HETOCPEICTBEHHYIO MOATOTOBKY JOKYMEHTA

+IpenBapuTebHY0 00pab0TKy H300paKeHUH, HAXOXKICHHUE MTOJICH, IPOBEPKY PACIIO3HAHHOW HH(POPMAITHH
CKaHMPOBaHWE, KOHTPOJIb Ka4eCTBa W BO3MOKHOE ITOBTOPHOE CKAHHPOBAHHUE

29.Peructpanus — 310 ...

-y4eT OKyMEHTOB, KOHTPOJIb 33 MX MCIOJIHEHUEM U CIIpaBOYHast paboTa Mo JOKyMeHTaM

+3aIch YYeTHBIX JAaHHBIX O JOKYMEHTE 0 YCTaHOBJIEHHOH (opme, pukcupytomei (axt ero coznaHus,
OTIIPABJICHUS WU MOJTyYSHUS

-TIpHeM U TIepBUYHAs 00paboTka JOKyMEHTOB

-CHATHE C JOKyMEHTa IToKa3aTtesiell (PeKBU3UTOB) U 3aHECEHHE UX B ONPEICICHHYIO

PETUCTPAIIMOHHYIO (HOPMY

Tunosvie ouenounvie mamepuanst no meme 3. Bovibop u eénedpenue KOMRIAEKCHbIX CUCHEM INEKMPOHHO20
00KyMeHnmoooopoma
Bomnpocsl k onpocy

1. TpeboBaHMs K cCHCTEMaM.

2. DTamnbl BBIOOpA CHCTEMbI aBTOMAaTH3AIINH.

3. Oransl BHEAPEHHS CUCTEMBI aBTOMATH3AIIHH.

4. O6mue TpeOOoBaHUS K TOKYMEHTHPOBAHHIO YIIPABICHUSCKON IEATETFHOCTH.

5. CocraB, comepxaHH€ W OCOOCHHOCTH pealu3alii TpeOOBaHWH K PACIONOKEHHIO W O(OPMICHHIO
PEKBHU3HUTOB JTOKYMEHTOB.

3agaua Ne 1. AtpuOyrnbiidi mouck 1) Haiinure npeiictByromme mokymeHTbI, mpuHsteie ¢ 31.01.2016 mo
11.06.2018, B KOTOpBHIX TOBOPHUTCS 00 aJMHHUCTPATHBHOM NpaBOHApyIIeHHH. CKONBKO TaKUX JOKyMEHTOB Bbl
Hamum?

3amaga Ne 2. Haifmute neiicTByromue JOKyMeHTHI, mpuHATHIE ¢ 11.02.2015, B KOTOPBIX TOBOPUTCS 00 aKTHBAax
WHBECTHINOHHBIX (POHAOB. CKOIBKO TAKMX JOKYMEHTOB Brl Hamum?

3amaya Ne 3. Haiigure nokymeHThl, npuHsThle coBMecTHO KonctutyuuonHeiM Cyaom PO u BepxoBHbIM
Cynom P®. Ckonbko Takux TOKyMeHTOB BbI Hammu?

3amaga Ne 4. HailiTu mOKyMEHTBI, TIpUHATBIE coBMecTHO MuHioctoM Poccun, BepxoBubeiM Coetom PO, u
IIpaButensctBOoM P®. Cronmbko Takux JOKyMEHTOB Bl Hamruim?

Tunosvie oyenounvie mamepuansvt no meme 4 Jlokymenmupoganue ynpasieH4eckoii 0essmeabHocmu
Bonpocs! k onpocy

1. CTpyKTypH3anus TEKCTOB yIIPABICHUYECKUX IOKYyMEHTOB.

2. Bunsl yHHDUIIMPOBaHHBIX TEKCTOB, 0COOCHHOCTH 0(OopMIIeHHs TpadapeTHOTO TEKCTa, aHKEThI U TaOJIUIBI.

3. CocraB u Ha3zHa4ye€HHE OTICIBbHBIX BHJIOB OpPraHU3ALMOHHO-TIPABOBBIX, PACIOPSANUTEIBHBIX U
MH(OPMAIITOHHO-CIIPABOYHBIX JIOKYMEHTOB.

4. OcobeHHocTH O(GOPMIIEHHS OTIEIBbHBIX BHUJIIOB JIOKYMEHTOB, OOpa3ylOLIMXCS B IpOLECCE AEATEIbHOCTH
rOCyIapCTBEHHOI'O OpraHa.

TecTbl:

1Perucrpanuu nomnexar

TOJIBKO BXOJAIINE N UCXOAAIIUC JOKYMECHTBI

JOKYMCHTBI, ITOJTYUYCHHBIC TOJIBKO JIs1 CBEACHUA U HE Tpe6y101111/1e OTBETA U UCIIOJIHCHUA

+Bce IOKyMEHTBHI, TPEOYIOIIIE CIEHATBHOTO Y4eTa, HCIOTHEHNS U UCIIOIb30BaHHUS B CIIPABOYHBIX IIETIAX,

HE3aBHCHMO OT CII0C00a IMOIyIEeHHS

TOJIBKO TINChMa M OOpAILeHUs TPpaXkJaH

2.PexkBHU3UT TOKYMEHTA — 3TO ...
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3HAYOK: MPOCTABICHHBIA Ha TOKYMEHTE JUISL €r0 paclio3HaBaHUs
+00s13aTeNbHbIHA AIeMEHT 0(QUIMANIBEHOTO JOKYMEHTA

00s13aTeTIbHBIA CHMBOI B IOKYMEHTE, PacIOIOKEHHBII B IPaBOM BEPXHEM yTITy
JIOTOTHII Ha O()UIIMATBHOM TOKyMEHTE

3.PekBH3HT, OTpaXKaAOLINI OCHOBHOE COAEPIKAHUE JOKYMEHT — 3TO ...
+TEKCT

HOJIIUCh

pEerucTpaloHHbI HOMEp

HIPUIIOKEHUE

4.PexBU3UTHI XapaKTEpPHbIE TOIBKO IS OJIaHKA ITMChMA — 3TO ...
HaMMEHOBAaHHE OpPTraHMU3aIMU (CTPYKTYPHOTO MTOJpa3/IeIICHN)
+TpadapeTHble YacTH PEKBU3NUTOB «/1aTa», KHOMEP JTOKYMEHTa)
CIpaBOYHbIC JaHHbIE 00 OpraHU3aluu

sMbOJieMa opraHu3anum

5.CUMBOJIBI U UHJEKChI, HAHOCHMBbIE Ha THIIOBBIC 3arOTOBKH JOKYMEHTOB (OJ1aHKK 1 (hOpMBbI) TUIIOTPA(CKUM
WJIN IPYTHM CIIOCOOOM — 3TO ... PEKBU3UTHI IOKyMEHTA.

+IIOCTOSIHHBIE

ounmansHbIe

IepeMeHHbIe

JIOTIOJTHUTENbHBIE

6.Cuctemsl k1acca «docflow» - 3TO CHCTEMEI ...
ABTOMATHU3ALIUH JIEJOBBIX MIPOLIECCOB

HHTETPUPOBAHHBIC CHCTEMBI YIIPABJICHUS TOKYMEHTOOGOPOTOM
+aBTOMAaTH3aNK YIPABICHHUS TOKYMEHTOO00POTOM
KOJJICKTUBHOM PabOTHI

7.CucteMsl Kl1acca groupware— 3T0 CUCTEMBI ...
aBTOMATH3alWH yIIPaBIEHHUs JOKyMEHTOOOOPOTOM
+KOJUIEKTUBHON PabOTHI

aBTOMATH3aLlUH JIEJIOBBIX [IPOLIECCOB

WHTETPUPOBAHHBIC CUCTEMBI YIIPABICHUS JOKYMEHTOOOOPOTOM

8.Cucremsl kiacca «workflow» — 3T0 CHCTEMHI ...

CHCTEMBI KOJJIEKTUBHOM PabOTHI

WHTETPUPOBAHHBIE CUCTEMBI YIIPaBICHUs JJOKYyMEHTOOOOPOTOM
+CHUCTeMbI aBTOMATH3aIMH JETIOBbIX IPOLIECCOB
aBTOMAaTH3alU{ YIIPABICHUS JOKYMEHTOO00POTOM

9.Cucrema DocsVision COCTOUT U3 CIEAYIOMNX MOIYIIEH ...
+J{enonponu3BOACTBO U YIIPaBIEHHUE NPOLIECCAMU

CayxeOHast koppecnonaeHIMs. Pemenns H pacniopsbkenus. [InceMa rpaxaan
Jenonponssoncrso. Pemenns u pacnopsoxenus. [Incema rpaxaan
Vnpasnenue npoueccamu 1 CiryxeOHast KOpPECIIOHICHIIUS

10.CucremMaTu3npOBaHHBIH ITepeYeHb HANMCHOBAaHUN JOKYMEHTOB, 3aBOAUMBIX B OPTaHU3AINH C YKa3aHUEM
CPOKOB MX XpaHEeHHs1, 0pOPMIICHHBII B yCTAHOBJICHHOM IMOPSIIIKE — ATO ...

+HOMEHKJIaTypa el

apxuB

OIINCh

JIeTI0

11.CuMBOJIBI ¥ MHJIEKCHI, HAHOCUMBIE Ha THITOBBIE 3aT'OTOBKH JIOKyMeHTOB (Os1aHku ¥ (popMbl) THHOTpadcKkum
WM IPYTHM CIIOCOOOM - 3TO ... PEKBU3HUTHI JIOKYMEHTA.

JIOTIOJIHUTENbHBIE

+IIOCTOSIHHBIE

HepeMEHHbIE

ounmansHbIe
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12.CUMBONBI ¥ UHIEKCHI, BHOCUMBIE B TOKYMEHT B IIPOIIECCE €TI0 MOATOTOBKH M O(POPMIICHHUS — 3TO ...
PEKBU3UTHI TOKYMEHTA.

+IepEMEHHbBIE

odunmaITbEHbEIC

JIOTIOJTHUTENbHEIE

MIOCTOSIHHBIE

13.CoBOKYMHOCTh IOKYMEHTOB WX JOKYMEHT, OTHOCSALIUXCS K OTHOMY BOIIPOCY WJIM YYACTKY JI€STEIbHOCTH,
MTOMEIIEHHBIX B OTACIHHYIO 00JIOKKY — 3TO ...

COBOKYITHOCTb IOPHIHYECKUX JOKYMEHTOB, IIOMEIICHHBIX B OTICIbHYIO O0I0XKKY

apxuB

+neno

HOMEHKJIaTypa el

OIKCh

14.CnocoOHOCTb 1OKyMEHTa IepefaBaTh HH(GOPMALIMIO — 3TO ... CBOMCTBO JJOKyMEHTa
9KCIUTyaTalliOHHOE

+uH(pOpMaTHBHOE

NPaBoOBOE

OpraHU3allOHHOE

15.CymecTBytoT criemyonye popMbl perHCTPaMN JOKYMEHTOB ...
+XKypHaJIbHasl, KapTOYHAs U SIEKTPOHHAs

TaOIMYHAs U 3JIEKTPOHHAS

py4Has KapTOTeKa U aBTOMaTH3UPOBaHHAs CUCTEMa

16.TexHOTOTHSI MACCOBOTO BBOAA TOKYMEHTOB B MH()OPMAIIMOHHYIO CHCTEMY MPEAIONATACT ...
KcepoxonupoBanue

BBon 10KyMEHTOB ¢ KIIaBHATypPbI

+IloTouHOE CKaHMpOBaHHUE

17.YaugunuposanHas cuctema nokymerrtauu (YCJI) — 1o ...

oOmepoccuiickuii kiraccu(pukaTop yrnpaBIeHIeCKOH TOKYMEHTAIHH

CHUCTEMA JOKYMCHTOB, HallpaBJICHHAaA HAa HOPMAaTHUBHOC 3aKPEIJICHUC H3MeHeHPII>1, Imponsomeaumnx B cny>K6ax
JIETIONPOU3BO/ICTBA B CBSI3H C MOSBICHUEM HErOCYIapCTBEHHBIX (JOPM COOCTBEHHOCTH

MpaBiIa [0 JOKYMEHTAIMOHHOMY OOECIICUEHHIO YIIPABICHHUS

+cHCTeMa TOKYMEHTALMH, CO3IaHHAas TI0 €AMHBIM [TPABHJIaM U TpeOOBaHUAM, CoAepIKalas HHHOPMALHIO,
HEOOXOAMMYIO ISl YIIPABIICHHUS B ONPE/ICICHHON chepe AesITeNbHOCTH

18.dopmupoBaHuEM JeN1a HA3bIBAETCS ...

+prnanOBaHHe HCIOJHCHHBIX TOKYMCHTOB B JI€JI0O B COOTBETCTBUH C HOMGHKHaTypOﬁ JCIT U CHCTEMaTu3alus
JOKYMEHTOB BHYTpPH A€a

00beIMHEHHE JOKYMEHTOB, COITYyTCTBYIOIINX OJMHAKOBBIM OM3HEC — ITPOIIECCAM B JIEJIO U CHCTEMATH3AIUS
JIOKyMEHTOB BHYTPH JeJa

TpyNIUPOBAaHHE UCIIOMHEHHBIX JOKYMEHTOB B JIEJI0 B COOTBETCTBHH C YKa3aHUSIMH PYKOBOJUTENS U
cHCTeMaTH3aIMs JOKYMEHTOB BHYTpPH JIeNa

19.1lenp KOHTPONIS COCTOUT B ...

+o0ecreueHnH CBOEBPEMEHHOT0 M KaueCTBEHHOTO MCIIOIHEHUS TOPYYeHHUI
co3JaHuK 0a3bl JaHHBIX O JJIOKYMEHTAX YUpexkKICHUs

ydeTe BceX MOCTYNHBIINX B OPTaHU3AIHIO JOKYMEHTOB

obecTiedyeHNN HaJe)KHOTO XPaHEeHUs U A3PPEKTUBHOTO TIOMCKA TOKYMEHTOB

20.111a6moH — 310 ...

+OKyMEHT, KOTOPBIA COIEPKUT pa3sHOOOpa3Hyto HHPOPMALIUIO O CTHIISX M CTaHJAPTHBIX TEKCTaX, Makpocax H
MHOT0€ JIpyroe

3aroTOBKa JIOKYMEHTa, COJIeprKalliasl MOCTOSHHYO0 HH(OpMaIHio (TEKCT) M POIYCKH WX TIOJIS [Tl BBOJIA
nepeMeHHoi nHdopmaru

(hopMHpOBaHHE ANTOPUTMOB MPOXOKACHUS JOKYMEHTOB B COOTBETCTBHHU C TEXHOJIOTHYECKHM LUKIIOM

21.OnexTpoHHBIN JOKYMEHT — 37O ...
JIOKyMEHT, OTANYAIOIINIiCS HECTaHJAPTHBIM COJCP’KaHUEM U OTCYTCTBHEM THITOBOH (DOPMBI PACTIOIOKEHHS
PEKBU3UTOB
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JOKYMCHT, 3aMyicaHHbId Ha THOKOM MarHUTHOM JIMCKC
JIOKYMEHT, B KOTOPOM 4acTh HH(GOPMAIIUH MPEICTABICHA B 3aIi()POBAHHOM BHIC
+IIOKYMEHT, B KOTOPOM HH(OPMAIIHS MIPECTaBICHA B JICKTPOHHO-ITPPOBOIT popme

22.... —3TO TEXHOJIOTHS ONITHYECKOTO PACIIO3HABAHNS TIEYATHBIX CHMBOJIOB
+OCR (Optical Character Recognition)
ICR (Intelligent Character Recognition)
OMR (Optical Mark Recognition)

23.... — 9TO TEXHOJIOTUs pacno3HaBaHuA pa3ACJIbHBIX IEYAaTHBIX CUMBOJIOB, HAIIMCAHHBIX OT PYKH.
+ICR (Intelligent Character Recognition)
OCR (Optical Character Recognition)
OMR (Optical Mark Recognition)

24.... — 9TO TEXHOJIOTHSI PACTIO3HABAHUS OTMETOK.
ICR (Intelligent Character Recognition)
OCR (Optical Character Recognition)
+OMR (Optical Mark Recognition)

Tembl pepepaToB ICI N0 TUCHUILVIHHE «IJTEKTPOHHBIH TOKYMEHTO000POT»

1. DIeKTpOHHBIE CHCTEMBI JJOKYMEHTOO00POTA.
2. DAEKTPOHHBIA JOKYMEHTOOOOPOT M YIPABICHUE KOHTEHTOM.
3. ABromaru3anus AEJONPOU3BOICTBA U YUPEIKICHHI.

4. 1okyMeHTOOOOpOT Ha 6a3e 3NMEKTPOHHOM MMOUTHI.

5.

ABTOMaTH3a1INI

(DIRECTUM:JlokyMeHTOO00pOT).
6. JIokyMeHTOOOOPOT: MOHATHE, CITOCOOBI COBEPIIIEHCTBOBAHUS.
7. FOpuanueckas cuiia 3JeKTPOHHOTO JTOKyMEHTA.
8. IokyMeHTOO0OPOT Ha MPEAMPHUATUAX PA3HOTO MacIITada.

9. HopmaTtuBHO-TIpaBoBasi 6a3a 3JIeKTPOHHOTO JOKYMEHT0000poTa.

10. DAEKTPOHHBIN TOKYMEHTOOOOPOT : JOCTOMHCTBA U HEJJOCTATKH.

11. Opranun3anus 31€KTPOHHOTO JOKYMEHTAa B OpraHax Ka3Ha4elcTBa.

12. CucteMbl AJIEKTPOHHOTO JTOKYMEHTOO0OpOTa M aBTOMATH3aIIUsl IeTIOTIPOU3BO/ICTRA.
13. DneKTpOoHHBIM JOKYMEHTOOOOPOT: OpraHu3alis, BHEAPEHNUE, ONTHMU3ALIUS.

14. Opranuzaiusi KOpIOPaTUBHOTO IOKYMEHTOOO0POTA.

15. TlpuMeHeHue IEeKTPOHHOTO IOKYMEHTO000pOTa Ha (PMHAHCOBBIX PHIHKAX.

16.

Coznanue 5SIEKTPOHHOTO XpaHWIWIIA JOKYMEHTOB

KaHICIISAPUH,

AMIEKTPOHHOTO IOKYMEHTO000pOTa IO BEIOOPY).

JIOTOBOPOB, OP/], MOPYYEHHI

(rutaropma cucrTema

4.3. OueHo4YHbIE CPEICTBA I IPOMEKYTOYHOM ATTeCTALNH.
4.3.1. ®opMupyemMblie KOMIETEHUNHU

Kon HaumeHnosanue Kon stanmalHanMeHoBaHue 3Tamna OCBOCHUST KOMIIETEHIIUH
KOMITETEHIIUN  [KOMIIETCHIIUU OCBOCHHMS
KOMITCTCHITUT

OIIK OC-1 CIIOCOOHOCTh noctosHHO|OIIK OC-1.2 |cnocoOHOCTh NMPUMEHATH 3HAHUS O TeHE3HCe,
COBEPIICHCTBOBATh TUHAMHKH, CTPYKType IPaBOBBIX HOPM, HX|
TTOCTUTHYTHIH YpOBEHb COLIMATIbHOW HAIMpPaBIEHHOCTH H pOIU B
MpoQeCCHOHATHHOTO oOmecTBe, a Takke CIMOCOOHOCTh HAa OCHOBE
MPaBOCO3HAHUS u YCBOCHHBIX 00pasIoB MOBEJICHUS,

YBaXKUTEIHHOTO OTHOIICHUS K
[IPaBy U 3aKOHY

COUAJIBHBIX U HpaBOBBIX HOpM YCHeHIHO
(YHKIIHOHUPOBAaTh B OOIIECTBE U CTPOUTH
MEXIIMIHOCTHOE OOIIIEHHUE.
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ITK-13

CIIOCOOHOCTH [1K-13.2 CIOCOOHOCTD 00eceunThb

CaMOCTOSITEILHON
00yJarOIIHXCSI

YIIPaBIATH
paboroit
cClricuajan3anun 06yqaloumxc;1

I1K-14

[1K-14.1 CIIOCOOHOCTH

MCI1arorntdcCKuc NCCiICca0BaHuA

CIIOCOOHOCTH
OpPTraHHU30BBIBATh U TIPOBOIUTH

YCJIOBUS
CaMOCTOSITENILHOTO OCBOEHHUE IOPHUINYECKON

OpPraHru30BbIBATH

NCAAarorndycCKue
M CCICIOBaHUA

[IIkana oneHMBaHUAA.

oran
KOMIIeTeHIIMH

0CBOCHUSA |l'[01casaTeﬂb OICHUBAHUA II(pI/[TepI/If/'[ OICHUBaAHUA

CpeacrBa (MeTOIbI)
OIleHUBAHUS

OIIK-OC-1.2:
CIIOCOOHOCTH
npuoOpeTaTh
3HaHUS |
MOBBIIIATH
WHTEJUIEKTyaIbHbIN
OOIIEeKYIbTYpHBII
YPOBEHB, pa3BUBaTh
coluagbHbIe u
npodeccuoHalbHbIE
KOMITETEHITUU

HOBEIE
yMEHHUS,
CBOI

51

npuoOpeTeT HOBbIE 3HAHUS
U  yMEHHMs, B  CBOEH
npogeccuoHaTbHON
JIeSITENIbHOCTH;
MOBBILIACT CBOY|
WHTEJUIEKTYyaIbHbIN y
OOIIEKyIbTYpHBIH YPOBEHBD,
-pa3BUBAECT COLUAJIbHBIE U
poQeccroHaIbHbIE
KOMIIETEHIINN

- ONTUMAaJBHO MpUOOpeTaeT
HOBBIC 3HAHUS U YMEHUS, B
cBoel TMpodecCHoHATHLHON
NeSITeTbHOCTH;
s pexTuBHO MTOBBIIIIACT]
CBOM MHTEJUIEKTYaJIbHBI U
OOIIEKYIbTYPHBINA YPOBEHB;
YCIIEIIHO  pa3BUBACT|
COLIMAIbHbIE u
npodeccuoHanbHbIe
KOMIIETCHITUN

YcTHBIN onpoc

[IK-13.2: cmocoOHOCTH
obecrneunThb yCIIOBUS
CaMOCTOSITENILHOTO
OCBOECHHE OPUINYECKOU
CrHelHanu3aluu
00y4JarOIINXCS

crocobeH  00ecHeuuTH
YCIIOBHSI  CAMOCTOSITEIILHOTO
OCBOCHHE
CIICIIMATH3AIIHI
00YJArOIIHUXCS

IOpHILH‘ICCKOﬁK)&MOCTOSITCJ'ILHOFO OCBOCHHCG]

KBaIM(UIIHPOBAHHO
00OCHOBBIBAET yCIIOBUS]

FOpUTAYECKOM
CreluaIn3aluu
00YYaAIOTIIUXCST

Omnpoc
Keiic 3aganus

IIK-14.1: cnocobHOCTH
OpraHU30BbBIBATh
InegarorutdycCKuec
HCCIIEI0OBAHUS

- crmocoOeH OpraHM30BHIBATH
[e[arOrHYeCKUe
ICCIICIOBAHUS

OpTraHHU3yCeT O MNEAaroruvccy
M CCIICIOBaHUA

KBayuuIpoBaHKdIpoc

keeiic 3amanus

4.3. OneHo4HbIe CPEACTBA /I IPOMEKYTOYHOM aTTeCTAlMH.

4.3.1.IlepedyeHb BONPOCOB AJIs MOATOTOBKH K IMPOMEKYTOYHOM aTTecTanuu (3a4€Ty).
1. [TonsiTue “31meKTPOHHBIN TOKyMEHT B UH(GOPMAIIMOHHON CHCTEME OpPraHU3alIHH.

2. TepMUHOJIOTHS, UCTIONB3yEeMasi B CUCTEMAaX 3JIEKTPOHHOTO JIOKYMEHTOO0O0POTA.

3. 3a1aun CUCTEM AJIEKTPOHHOTO IOKYMEHTO000pOTA.
4. IokyMeHT Kak 00beKT perynupoBanus. OyHKIMM U BUABI TOKYMEHTOB, UX YHU(PHUKALUSA U

CTaHJapTH3AIH.

5. FOCy,Z[apCTBeHHOC PEryjmpoBaHuC, HOPMATHBHAA IIpaBoOBasgd U MCTOAUYCCKAsA OCHOBa
JOKYMCHTAIIUOHHOT'O obecneyeHus YHpaBJICHUA.

6.

CymHocTb,

HallpaBJICHUA n B

Wbl rocygapCTBCHHOT'O

peryaupoBaHUs

JIOKyMEHTAIIMOHHOTO OOEeCIIeUeHHUsI YIPaBICHUS, Ha3HAYCHHUE, OCOOEHHOCTH W COOTHOIICHHE
HOPMAaTUBHOT'O TPAaBOBOTO U METOJAUYECKOTO PETYIUPOBAHMSL.

7. CocTtaB

u

CTPYKTypa

AOKYMCHTAIITMOHHOT'O obecrieueHus yHpaBJICHHA.
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8. Hasnmauenme M  OCOOCHHOCTH  HCIOJIb30BaHMA | OCYIapCTBEHHOM  CHCTEMBI
JIOKYMEHTAIIMOHHOTO o0ecrnieueHus: ynpasieHuu U IlpaBun nenonmpousBojacTBa B (enepabHbIX
OpraHax MCIOJHUTEIbHON BIACTH.

9. YnpasneHue 3JeKTPOHHBIMH TOKYMEHTaAMHU.

10. Knaccudukarus cuctem 31eKTpOHHOTO IOKYMEHTOO00pOTa.

11. Tlogxome! K CO3AAHHUIO CUCTEM IEKTPOHHOTO JOKYMEHTOO0O0pOTA.

12. TpeGoBaHuUs K CUCTEMAM.

13. DTansl BbIOOpa CUCTEMBI aBTOMATHU3ALIHH.

14. Dramnbl BHEAPEHUS] CUCTEMBI aBTOMAaTHU3aI1H.

15. O0ume TpeboBaHus K JOKYMEHTHPOBAHHIO YIIPABICHYECKON e TETbHOCTH.

16. CoctaB, coiepkaHue U OCOOCHHOCTH peaju3alii TpeOOBaHMM K PACHOJIOKEHHIO U
0(OPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

17. CtpykTypH3anusi TEKCTOB YIIPaBICHYECKUX JTOKYMEHTOB.

18. Buasl yHUGUIIUPOBAHHBIX TEKCTOB, OCOOEHHOCTH OQopMiIeHUS TpadapeTHOTO TEKCTa,
AHKEThI U TaOJIHUIIBL.

19. CocraB W  Ha3HaYeHUE  OTHECIBHBIX  BHUAOB  OPraHU3AIMOHHO-TIPABOBBIX,
pacnopsIuTeIbHbIX U HH()OPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.

20. OcobenHocTr 0hOpMIIEHHUS OTACITBHBIX BUOB JOKYMEHTOB, 00Pa3yIOIIMXCS B TIPOIIecce
JEATENBHOCTH FOCYIapCTBEHHOTO OpraHa.

4.3.2. IlpuMepHbIe 32124 K 3a4eTy:

4.4. Metoanueckue MaTepuaibl

OnenuBanue 0OyyarOUMXCS B IPOILECCE IMMOITAMHOTO OCBOGHMS HMH  KOMIETEHIIMH,
bopMHUpYyEMBIX JaHHOW JUCLMIUIMHONW OCYILECTBIsAETCS B (popMe 3aueTa, KOTOPBIM Mpesrnonaraer
OILICHMBAaHWE YMEHHUI M HaBBIKOB C MMOMOIIbIO PEIICHNS CUTYallMOHHBIX 33/1a4, OIpoca.

K 3agery nomyckaioTcs CTYAEHTBI, BBINOJHUBIIME Bce TpeOOBaHUS Y4eOHOW MpOTrpaMMbl,
BBIMIOJIHUBIIME B YCTAHOBJEHHBIE CpPOKM BCE BUIbl 3aJaHUil M paboT, HE MMEIIIUM
3aJI0JDKEHHOCTEN 110 UTOraM TEKYIIETO KOHTPOJIS yCIIEBAEMOCTH.

[ToaroToBka k 3aueTy IMperycMaTpUBAaeT YCTHOE MOBTOPEHHE MPOWIEHHOIO yueOHOro marepuala
N0 JUCHUIUIMHE (C MCHOJb30BAHUEM KOHCIIEKTOB, YYEOHBIX IOCOOMM, JIOMOJHUTENHHON
JUTEpaTypbl), a TaKXKe JONOJHUTEIbHOE KOHCIEKTHMPOBAaHHE O3TUX HCTOYHHKOB IO TEPEUHIO
BOIIPOCOB, BBIHOCHMBIX Ha 9K3aMEH.

3ayeT NpPUHUMAET JIEKTOp. YMEHHS M HaBbIKM OOYYalOLIErocsi Ha 3K3aMEHE OIIEHHBAIOTCSA Kak
«3aUTEHO» WU «HE3aUTCHO.

5. MeTonuyeckue ykazaHus JJisi 00y4alouUxcs M0 0CBOCHUI0 TUCUMILINHBI (MOILYJIs1)
B Hauvame oOCBOEHMS JTUCHMIUIMHBI O0Oy4arolmemycs HEOOXOIUMO O3HAKOMHUTBCS CO
cienyromel yae0HO-METOANYECKON JOKYMEHTAINECH:
— paboueil mporpaMMoin JUCLUITIINHBL
— IepeYHeM 3HaHWH, yMEHUI KOTOPHIMU OOYUAIOIIMIACS JOJKECH OBIIA/ICTh;
— TEMaTU4EeCKHMH IUIAHAMHU 3aHATUH;
—  KOHTPOJBbHBIMH MEPOIPUATUSIMY;
— yueOHHMKaMH, y4eOHBIMU TOCOOMSIMHU, a TAKXKE DTEKTPOHHBIMU PECYPCAMH,
— IepevyHeM BOIMPOCOB U 3aJaHUM JUIsl MIOATOTOBKH K 3a4ETY.
3TO MO3BOJHUT CPOPMUPOBATH MPEACTaBICHHE 00 00beMe M XapakTepe 3HAHUH, YMEHHH,
KOTOPBIMH Hago OyAeT oBIajeTh Mo aucuurmiuHe. CUCTeMaTH4YecKoe BBITIOJHEHHE 3aJaHuil
y4eOHOH paboThI Ha JEKIHUAX U CEMUHAPCKUX 3aHATHUSIX MO3BOJIHT YCIIEIIHO OCBOUTH JUCHIUIUINHY
U CO3/1aTh XOPOIIyto 0a3y JUIsl clauu 3a4eTa.
[IpomexyTouHast arTecTalys N0 AUCUUIIIIMHE)» IPOBOAUTCS B BUJE 3aUeTa.
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OOyyaromuiicst oMmycKaeTcss K 3aueTy M0 JUCHUIUIMHE B CIy4ae BBINOJHEHUS UM
y4eOHOro IUlaHa 1O JAWCLUUIUIMHE: BBINOJHEHHbIX paboT. B ciayuyae Hamuuus yueOHOMU
3aJJOJDKEHHOCTH OOYYaloLIHiics oTpabaThIBaeT MPOIYIICHHBIE 3aHATHA B (opMe, MPeI0KeHHOM
MIPENoaBaTesIeM.

OOyuyeHue MO AWUCHUIUIMHE IPEANoaraeT KOHTAKTHYIO (opMy paloThl (JEKIMOHHBIE,
CEMUHAPCKHE 3aHITHS, a TAKXKe KOHCYJIbTAllMH) U CAaMOCTOSITENIbHYIO paboTy 00y4arouxcs.

5.1. Meroauueckue peKOMEHIAIMU IO MOATOTOBKE K JIEKIIMOHHBIM M CEMHHAPCKUM
3aHATUAM

N3yuenne AMCHUIUIMHBI TPEeOyeT CHCTEMAaTHUYECKOrO M MOCIEI0BaTeIbHOTO HAKOIUICHUS U
yIIIyOIeHHs 3HAaHUH.

JIeKIMOHHBIE 3aHATHS HamNpaBleHbl Ha TMOJy4YeHHWE 3HaHMH U (popMupoBaHue
MIPEJICTaBICHUN O KIIFOUEBBIX MOJOKEHUAX TEOPUH U MTPAKTUKHU B paMKax JTaHHOM TUCIUIUINHBL.

CryneHTaM HEOOXOIUMO:

- mepel Kaxaol JeKuued mnpocMaTpuBaTh paboOdyl0 MPOrpaMMy JHUCHUIUIMHBI, YTO
NO3BOJIUT COKOHOMHUTH BpEMsI Ha 3allMChIBAHME TEMBI JIEKLIMH, €€ OCHOBHBIX BOIIPOCOB,
PEKOMEHIYEMOM JINTEPATYPHI;

- Ha OTHENbHBIC JIEKUUU TPUHOCUTH COOTBETCTBYIOUIMHA Marepuan Ha OyMasKHBIX
HOCHUTENSAX, TMPEACTAaBICHHBIH JIEKTOPOM Ha TMOpTaje WM MPUCIAHHBIA Ha <«AJIEKTPOHHBIN
HOYTOBBIM  SIIMK Tpymnmbl»  (Tabmuubl, rpaduku, cxemsl). JlaHHbI Marepuan  Oyner
OXapaKkTepH30BaH, IPOKOMMEHTUPOBAH, JIONIOJIHEH HEMTOCPEICTBEHHO Ha JIEKIINU;

- Tepea OdYeperHOW JIeKUMeH HEeoOXOIMMO NPOCMOTPETh IO KOHCHEKTY MaTepHai
npenpinymen Jekuud. [Ipu 3aTpyaHeHusX B BOCHPUSTHH MaTepuana cieqyeT oOpaTHTbcs K
OCHOBHBIM JIUTEPATYpPHBIM HCTOUYHUKaM. Eciu pa3oOparbesi B Marepuaie OnATh HE yIalloCh, TO
oOpaTuTech K JIEKTOPY (MO TpaduKy ero KOHCYJIbTAIMI) WU K MPENoIaBaTei0 Ha MPAKTUYECKUX
3aHATHSAX.

CeMuHapckue 3aHSITHsS HanpaBlieHbl Ha yriiyOneHue 3HaHUM U (OopMHUpOBaHHE YMEHUN
NPUMEHSTh UX B IPUKIIAJHON cdepe.

CryneHtam cnenyer:

- NMPUHOCUTH ¢ cO0O0M PEKOMEHJOBAaHHYIO IpENoJaBaTesieM JHUTEPaTypy K KOHKPETHOMY
3aHSTHIO;

- J0 O4YepelHOr0 CEMHHAPCKOIO 3aHATHS 110 PEKOMEHIOBAaHHBIM JIMTEPATYPHBIM
HMCTOYHHMKAM MpopaboTaTh TEOPETHUYECKUH Marephall, COOTBETCTBYIOIIEH TEeMbl 3aHATHS H
oTpaboTaTh 3aJaHUs, OTIPeIeIEHHBIE ISl TOJITOTOBKH K MPAKTUYECKOMY 3aHATHIO;

- TpU TIOATOTOBKE K CEMUHAPCKUM 3aHATHUAM ClieAyeT o0sf3aTesIbHO HCIOJIb30BaTh HE
TOJBKO JIEKLIWH, Y4eOHYI0 IuTeparypy, HO M HOPMAaTUBHO-IIPABOBBIE AaKThl WU MAaTepHAaJIbI
MIPaBONPUMEHHUTEIbHOM MPAKTHKU;

- TEOPETUYECKUN MaTepual CIEAyeT COOTHOCUThH C IPABOBBIMM HOPMAaMHM, TaK Kak B HHUX
MOTYT OBITb BHECEHbl HM3MEHEHHMs, IOIOJIHEHHUS, KOTOpble HE BCErla OTpaKeHbl B yueOHOMU
JUTEpaTypeE;

- B Hayajie 3aHATHM 3aJaTh MPENoJaBaTeNl0 BOMPOCHl MO Marepuaily, BbI3BaBIIEMY
3aTpy[lHEHUS B €ro IIOHMMaHUM U OCBOGHUU IIpU pELIEHHH 3ajad, 3aJaHHbIX s
CaMOCTOSITENILHOTO PEIICHHUS;

- B XO/I€ CEMHHApCKOro 3aHATHS JaBaTb KOHKPETHBIE, YETKHE OTBETHI IO CYLIECTBY
BOIPOCOB;

- Ha 3aHATUU JOBOJIUTH KXKIYI0 3a7ady JO OKOHYATEJIBHOIO PELICHHs, JEMOHCTPUPOBATh
MMOHMMAaHKE MPOBEJIEHHBIX PacyeTOB (aHAIM30B, CUTYyallMii), B Cllyyae 3aTpyIHEHHUI oOpalaTbes K
IIPETIO/IaBATEIIO.

BOl'[pOCLI JUIS1 CAMOCTOSITEJIbHOM MOArOTOBKH K CCMHUHAPCKUM 3aHATUAM
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Cemmunap 1.

Bomnpocsr :

1. ITonsiTHE “PNMEKTPOHHBIN JOKYMEHT B MH(OPMALIMOHHOM CHCTEME OpTraHU3alHH.
2. TepMuHOJIOTHs, UCTIONIB3yEMasi B CUCTEMAX JIEKTPOHHOIO I0OKYyMEHTOO00POTa.
3. 3ajaun cucTeM IIEKTPOHHOTO JJOKYMEHT0000poTa.

Cemunap 2.

Bomnpocsr:

1. JTokyMeHT KaKk 0OBEKT peryaupoBaHusi. DyHKIUU U BUBI JOKYMEHTOB, UX YHU(DUKAIUS U
CTaHJapTH3aLMsL.

2. TocymapcTBEHHOE pETyIMPOBAaHUE, HOPMAaTHBHAs IpaBOBas M METOIMYECKAas OCHOBA
JOKYMEHTAIIMIOHHOTO 00ecTIeYeHHsl YIIpaBIEHUSI.

3. CymHocTb,  HampaBlI€HHs U BHABl  TOCYJApCTBEHHOIO  PETYIMPOBAHMS
JIOKYMEHTAIIHOHHOTO OOEeCHeueHusl YIpaBlieHUsl, Ha3HAau€HUE, OCOOEHHOCTH M COOTHOIICHHE
HOpPMaTHBHOTI'O MPABOBOTO U METOANYECKOIO PETYIUPOBAHMUS.

Cemmunap 3.
Bomnpocsr :

1. CocraB U CcTpyKTypa HOpPMaTHUBHOW TIpaBOBOM ¥  METOAMYECKOM OCHOBBI
JOKYMEHTAIIMOHHOTO 00eCTIeYeHHsl YIIPpaBIeHUSI.

2. Ha3HaueHme W  OCOOEGHHOCTHM  HCHOJB30BaHUS  [OCYHapCTBEHHOH  CHUCTEMBI
JOKYMEHTAIIMOHHOTO o0ecrnieueHus: ynpasieHuu U IlpaBun nenonmpousBojacTBa B (enepabHbIX
OpraHax MCIOJHUTEIbHON BIACTH.

3. YnopaBieHue 3JIEKTPOHHBIMU TOKYMEHTaMHU.

Cemunap 4.

Bonpocsr :
1. Kimaccudukaiys cucteM 3JIeKTPOHHOTO JJOKYMEHTOO000pOTa.
2. IToaxomsl K CO3/1aHUIO CUCTEM AJIEKTPOHHOTO IOKYMEHTOO00POTA.
3. TpeOoBaHUs K CHCTEMaM.

Cemunap 5.
Bonpocsr :
1. DTanbl BEIOOpA CUCTEMBI aBTOMATH3AIINH.
2. DTanbl BHEIPEHUSI CUCTEMbI aBTOMATH3alIUH.
3. O6mue TpeGoBaHuUs K TOKYMEHTHPOBAHHIO YIIPABJICHUECKON ACITEIHHOCTH.

Cemunap 6.
Bonpocsr :

1. CocraB, comepkaHne W OCOOCHHOCTH pean3allid TPeOOBAaHWUN K PACIOJIOKECHUIO U
0(OPMIIEHUIO PEKBU3UTOB JIOKYMEHTOB.

2. CTpyKTypu3aIius TEKCTOB yIPABICHYECKUX TOKYMEHTOB.

3. Bunbl yHHQUIMPOBAHHBIX TEKCTOB, OCOOEHHOCTU OhopMieHHs TpadapeTHOro TeKcTa,
aHKETHI U TAOIUIILI.

Cemunap 7.

Bonpocsr :

1. CocraB u Ha3HauYCHUEC OTACIIBHBIX BUI0B OpraHnu3allMOHHO-ITPABOBLIX,
pacnopsIuTeabHbIX U HH)OPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.

2. OcobenHoct 0OpMIIEHHS OTIENIBHBIX BUJOB JIOKYMEHTOB, 00pa3yrOIIMXCs B MpoOIlecce
NesITeIbHOCTH TOCYAApPCTBEHHOT'O OpraHa.

3.HampaBnenue pa3BuTus I€KTPOHHOTO IOKYMEHTOOO0POTA.
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6. YueOHas JmTeparypa U pecypcbl MH(pOPMaLMOHHO-TEJEKOMMYHUKALMOHHON ceTH
"WHTepHer", BKJII0YAs nepeyeHb  y4eOHO-MeTOAUYECKOr0  oOecrmedyeHus  JJsl
CAMOCTOSATEJbHOI Pa0oThHI 00y4arOIIUXCHA M0 JUCHHUILINHE (MOIYJIIO)

6.1.. Cincok HOPMATHBHBIX MPABOBBIX JOKYMEHTOB

1. ®enepanbubiii 3akoH ot 27.07.2006 N 149-®03 (pex. ot 18.06.2017) "OO6 wuHbpopmManmy,
WHGOPMAIMOHHBIX TEXHOJIOTUSAX H O 3amuTe nHpopMarmu" (C U3M. u 01, BCTyI. B cuiry ¢ 01.07.2017) ".
- [OmextponHbi  pecypc]. - OdunuanpHBEII ~ WHTEpHET-IOPTANl  MPaBOBOM  WHOpMAUN
http://www.pravo.gov.ru, 16.10.2013

2. ®enepanpublii 3akoH oT 09.02.2009 N 8-®3 (pen. ot 28.12.2013) "O6 obecnieyeHun JOCTyHa K
UHQOpPMAMK O JAEATCIBHOCTH TOCYIApPCTBEHHBIX OPTaHOB M OpPraHOB MECTHOIO caMoylpaBiieHHs". -
[DnexTpoHHBIH pecypc]. - OdunnanbHbIi MHTEPHET-IIOPTaI IPaBOBOU nHpOpMAIHN
http://www.pravo.gov.ru, 16.10.2013

3. ®enepanbHblii 3aKk0H 0T 26.07.2006 N 135-D3 (pen. ot 04.06.2018) "O 3amuTe KOHKYpeHIIUH" -
[OnexTpoHHBII pecypc]. - OduunansHbIi UHTEPHET-IIOPTal MIPaBOBOM uHpOpMan
http://www.pravo.gov.ru, 16.10.2013

4. @enepanpubiii 3ak0H OT 06.04.2011 N 63-D3 (pen. ot 23.06.2016) "OO6 37meKTpOHHON TOATHCH"
(c u3m. u gom., BCTyn. B cuiy ¢ 31.12.2017) - [DnekrponHsiil pecypc]. - OpunmanbHbIi HHTEPHET-IOPTAT
npaBoBoii nHGopManuu http://www.pravo.gov.ru, 16.10.2013

5. " Vxa3 llpesunenta PO or 09.05.2017 N 203 "O Crparterun pa3Butus WHGOPMAIHOHHOTO
obmectBa B Poccuiickoit ®@eneparmu Ha 2017 - 2030 roaet" // - OduuumanbHBIi MHTEpHET-TOPTAI
npaBoBoi nHpopmManmu http:// www.pravo.gov.ru, 16.10.2013

6. Ilocranomnenne IlpaButensctBa PO ot 12.10.2013 N 913 "O6 yrtBepxnennu IlomokeHus o
pasMerieHn  Ha  odummanbHOM — caiite  Poccumiickoit  ®emepammm B WH(DOpPMAIMOHHO-
TEJeKOMMYHHUKAIIMOHHON ceTH "WHTepHeT" i pasMernieHnss wH(pOpMAIMu O pa3MEIeHHH 3aKa3oB Ha
MOCTaBKM TOBAapoOB, BHINOJHEHHE pabOT, OKa3aHUE YCIyr MH()OpMALUH, MOIJICKAIIEH pa3MELICHHIO B
eIMHOM WH(POPMALMOHHOW cucTeMe B cdepe 3aKymoK TOBapoB, paloOT, yciayr uis obOecleueHus
rOCY/IapCTBEHHBIX M MYHHIIUNAJIBHBIX HYXI J0 BBOJA €€ B dKCIUTyaranuio" // OduuuanbHeIi HHTEPHET-
mopTaj npaBoBoi uHMopMauu http://www.pravo.gov.ru, 16.10.2013

7. Iocranosnenue IIpaButensctBa PO ot 16.03.2009 N 228 (pea. ot 27.01.2018) "O denepanbHoii
ciryk0e 1o Han3opy B cdepe CBsi3u, HHPOPMAIMOHHBIX TEXHOJOTHI U MacCOBBIX KOMMYHHKAIUA'" (BMeCTe
¢ "llonoxxenuem o denepanbHO ciayx0e MO0 Ham30py B cdepe CBs3H, MHPOPMAITMOHHBIX TEXHOJIIOTHH U
MAacCOBBIX KOMMYHHKaIuit") - [OnekTpoHHEIH pecypc]. - OQUITMANBHBIR HHTEPHET-IIOPTAN TPaBOBOM
uHpopmarmu http:// www.pravo.gov.ru, 16.10.2013

8. Ilocranosnenue IlpaButensctBa MockBer or 05.04.2011 N 105-IIIT (12.12.2017) ) "O6
yrBepxkaeHun llonoxxenust o [lemapramente WHGOPMALMOHHBIX TEXHOJNOTHH Topoga MOCKBH". -
[Onexrponnblit pecypc]. - Pexum mocryna: OdunmanbHBI WHTEPHET-TIOPTAN MPAaBOBOM HH(GOpMAIUH
http://www.pravo.gov.ru, 16.10.2013

9. IlocranoBnenue IlpaBurensctBa P® or 06.11.2007 N 758 (pen. ot 28.09.2015) "O
TOCY/IApCTBEHHOW  aKKpeAWTAUW  OpraHW3aliid, OCYIIECTBIBIIONIMX  JEsTEIbHOCTh B obnactu
MH(QOPMAIIMOHHBIX TEXHOJIOTHH" . - [DNeKTpoHHBIN pecypc]. - Pexxum goctyna: OduumanbHeIii HHTEPHET-
ropTaJ MmpaBoBoi nHpopmarmu http://www.pravo.gov.ru, 16.10.2013

10.Pacniopsoxenne IpasutensctBa PO ot 24.04.2007 N 516-p (pen. ot 10.03.2009) «O Konmenmum
CO3JaHNUs FOCYIapCTBEHHON aBTOMAaTU3UPOBAHHOM CHCTEMbl MH()OPMALIMOHHOIO 00ECTICUEHHS] YIIPABICHUS
MIPUOPUTETHBIMM HAIlMOHAJIBHBIMM TPOEKTaMMW». - [ONEKTpOHHBIH pecypc]. - Pexum nocryma:
OdunmansHeIi HHTEPHET-TTOPTA TTPaBOBOM nHGopManuu http://www.pravo.gov.ru, 16.10.2013

11.Vka3 Ilpesunenta PO or 25.08.2010 N 1060 (pex. or 21.05.2012) "O coBepiIeHCTBOBAaHUU
rOCY/IapCTBEHHOTO YIpaBieHUs B cdepe MHPOPMAMOHHBIX TEXHONOTHH" [DNeKTpoHHBIH pecypc]. -
Pexum poctyna: OdunmanbHbII HHTEpHET-TIOpTan MpaBoBOM HHQopManuu http://www.pravo.gov.ru,
16.10.2013

12.1ToctanoBnenue [IpaButensctBa PO ot 06.09.2012 N 890 (pen. or 21.07.2014) "O mepax mo
COBEPLICHCTBOBAHHIO 3JICKTPOHHOTO JOKYMEHT00OOpOTa B OpraHax TOCyJapcTBEHHOM BmacTtu". -
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[Onexrponnblii pecypc]. - Pexum moctyma: OduumanbHBII MHTEPHET-MIOPTAN MPaBOBOM WHGpOpMAMU
http://www.pravo.gov.ru, 16.10.2013

13.TlocranoBienne IlpaButensctBa P® ot 22.09.2009 N 754 (pem. or 17.10.2017) "O6
yrBepkaeHun llomoxkeHnss o cHCTEME MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO JOKyMEHTooOopora'
[DnexTponnbIit pecypc]. - Pexxum moctyna: OdunuanbHBII WHTEPHET-TIOPTAl MPABOBON HH(OPMAITUU
http://www.pravo.gov.ru, 16.10.2013

14.ITpukaz ®HC Poccum ot 27.12.2013 N MMB-7-6/658@ (pen. ot 26.05.2014) "O BHeceHuu
n3menennii B npukassl DHC Poccun" (BMecte ¢ "[lopsakom MOATBEP>KICHUSI COOTBETCTBHS TPEOOBaHMSIM
K OIEpaTropy dJIEKTPOHHOTO ITOKYMEHTOOOOpoTa"). - [DnekTpoHHBIM pecypc]. - Pexum moctyma:
OdunmanbHblii HHTEPHET-IOPTAII IIPaBOBOM nHGopManuu http://www.pravo.gov.ru, 16.10.2013

15.1Ipukaz ®HC Poccum ot 04.03.2014 N MMB-7-6/76(@ "O6 ytBepxaennn TpebGoBaHuii k
oTiepaTopy AJIEKTPOHHOTO JoKyMeHTooOopora" (3apeructpupoBano B Muntocte Poccmm 03.06.2014 N
32556) . - [OnextpoHHBIN pecypc]. - Pexwmm nocryma: OdumnuansHBIE WHTEPHET-IOPTAT TPaBOBON
nHpopMmanmu http://www.pravo.gov.ru, 16.10.2013

16.1Tpuka3z ®HC Poccun ot 13.06.2013 N MMB-7-6/196@ (pen. ot 04.04.2017) "O6 yTBepxaeHUA
MertoauyecKix PeKOMEHAALMH MO OPraHU3allK 3JIEKTPOHHOTO JAOKYMEHTO000pOTa MEXIY HaJOrOBBIMH
OpraHaMd W HaJOTOIUIaTeJIbIIMKaMi TP HHGOOPMALMOHHOM OOCTY)XKMBAaHMM W HWH()OPMHUPOBAHUH
HAJIOTOTUIATENBIIMKOB B 3JEKTPOHHOH (opMe N0 TeleKOMMYHHKAllMOHHBIM KaHajiam cBsi3u" ". -
[Onexrponnblii pecypc]. - Pexum moctyma: OduuuansHbI MHTEPHET-TIOPTaNl NMpaBoBOW HH(OpMaLUH
http://www.pravo.gov.ru, 16.10.2013

17.TTpuka3z ®HC Poccuu ot 20.04.2012 N MMB-7-6/253@ (pex. ot 04.04.2016) "O6 yTBepxkIeHHN
Bpemennoro mnosoxenuss o CeTH [AOBEPEHHBIX OIEPAaTOPOB 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa H
BpemenHoro momoxeHuss O mopsuke npucoequHeHns K CeTH OBEpEHHBIX ONEpaTopoB JIEKTPOHHOTO
JIOKyMeHTooOopoTa". - [DJeKTpoHHBIH pecypc]. - Pexum nocryna: OduimanibHBI HHTEPHET-TIOPTAI
npaBoBoi nHpopmManmu http:/ www.pravo.gov.ru, 16.10.2013

18."CmpaBounuk  (opMaroB  TOKYMEHTOB,  WCIIOJNB3YEMBIX  HAJOTOBBIMH  OpraHaMH U
HAJOTOIUTATENNbIIMKAMU  TIPU  PEANN3allid  BJIEKTPOHHOTO  JOKYMEHTOOOOpOTa B  OTHONICHUSX,
pEeTyIHpyeMBIX 3aKOHOIATENbCTBOM O Hamorax u coopax (COHJ)" (yrB. Ilpuxazom ®HC Poccum ot
20.12.2011 N MMB-7-6/948@). - [OnexkTponHslii pecypc]. - Pexxum nocryna: OdunuanbHbI HHTEPHET-
nopTai npaBoBoil nHpopmanuu http://www.pravo.gov.ru, 16.10.2013
6.2. Crincok pekoMeHIyeMOl 0CHOBHOI, JOMOJHUTEJIbHOM JINTepaTypsbl 1 UHTEPHET-HCTOYHNKOB
a) OCHOBHAasl JIUTEpPaTypa

1. CrenanoBa E.H. Cuctema 351eKTpOHHOTO TOKyMEHTO000poTa (00JauHOE pelieHue)
[DnexTponnslii pecypce] : yuebHoe nocobue / E.H. CrenanoBa. — DJIeKTPOH. TEKCTOBbIE JIaHHbBIEC.
— CaparoB: Ait [Iu Op Menua, 2018. — 182 c. — 978-5-4486-0136-1. — Pexxum moctyma:
http://www.iprbookshop.ru/73341.html

1. YenypuoBa H.M. I[IpaBoBble OCHOBbI HH(OpPMATUKU [DIEKTPOHHBIN pecypc]| :
ydueOHOe TmocoOue s CTY[JEHTOB BY30B, oOOydaromuxcs Mo HampabieHuto «[Ipuknannas
unpopmaruka» / H.M. Yenypuona, JI.JI. EbumoBa. — DnekTpoH. TeKcTOBbIe AaHHblEe. — M. :
IOHUTU-AAHA, 2015. — 295 c¢. — 978-5-238-02644-2. — Pexum pgocTtymna:
http://www.iprbookshop.ru/34498.html

2. [Iubaes J[.B. IlpaBoBoe perymupoBaHue 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa
[DnexTponnsiil pecypc] : yauednoe mocodbue / JI.B. IlluGaeB. — DIEKTPOH. TEKCTOBBIE JaHHBIC. —
CaparoB: By3zoBckoe o6pazoBanue, 2016. — 70 c. — 2227-8397. — Pexum pocrymna:
http://www.iprbookshop.ru/57260.html

0) 10OMOJIHUTEJIbHAS JIMTepaTypa

3. Hérres I'B., I'magwimna N.I1.,, AkumoB H.A., bannukos II.A. YnpaBnenue 3akynkamu
TOBApoOB, paboT, yCIayr s 00ecTeueHns TOCYIapCTBEHHBIX W MYHHUITUIAIBHBIX HYXKI: Y4eOHO-
MeTonuyeckoe mocobue. - M.: Mock. rop. yH-T ynpasnenus IlpaBurensctBa Mocksbl, 2013.
-120c.

4. Kynses, H. H. KondunennuansHoe AeIONPOM3BOACTBO M 3AIIUIIEHHBIN 3JIEKTPOHHBIN
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JOKyMEHT0000poT [DnekTpoHHbid pecype] : yuebnuk / Kynses H. H. - Mocksa : Jloroc, 2013.
-452 c. - Pexum noctyna: ObC Aii [Iu Ap Bykc.
3. bacakos, M. U. Jleaonpou3BoacTBO (JOKyMEHTaIlMOHHOE obecrieueHue ynpasiaenus Ha ocHoBe [OCT
P 6.30 - 2003) [Tekcr] : yueObHoe nocodue / M. 1. Bacakos. - 7-e u3., nepepad. u goi. - M. : Jlamkos u K,
2012. - 347 c.
4. beixoBa T.A., Bsnosa JIL.M., Cankuna JI.B. [enmonpon3BoncTBo: YueOHUK. - 3-¢ u3id., mepepad. u
nor. / ITox obm1. pen. mpod. T.B. Ky3nenosoii. - M.: UTHOPA-M, 2012.
5. Tmammmmaa W.II. CepreeBa C.A. DneKTpOHHBINH JOKyMEHTOO0OpOT // Y4eOHO -MeTOoquYecKHui
KoMIuiekc. - M.: Mock. rop.yH - T ynpasinenus [IpaBurensctBa Mockssl, 2013.
- 36c.
3. HH]opmanmoHHbIE TEXHOJIOTHU YIIpaBieHus : yded. mocobue mist By30B pek. MO P®D / TA.
Turopenko, M.A. Konomnesa, I'JI. Makaposa u np. ; mox pen. I'A. Turopesnko. - 2-¢ u3n., nom. - M.:
KOHUTH, 2003.
4. KopnopatuBHbIH AOKyMEHTOOOOPOT. [I[pHHLINTIBI, TEXHOIOTUH, METOOIOTUU BHeApeHus. Maitkn Jx.
. Carron. - CII6.: M3narensctBo A30yka, 2002r.
5. Kysnenos C.JI. CoBpeMeHHbIE TEXHOJOTHH JOKYMEHTAI[MOHHOTO O0ECIICUCHUs yrpaBieHus: YueO.
nocooue i By30B / [log pen. npod. T.B. Ky3uenoroii. - M.: M3natensckuit jom MOU, 2010.
6. Kprokosa, H. II. JJokymeHnTHpoBaHue yrpapieH4YecKol aestensHOCTH [Tekcr] : YueOHoe mocobue.
I'pudp YMO / H. I1. Kprokosa. - M. : UHOPA - M, 2010. - 267 c.
7. UyxosernkoB A.I1O., SukoBas B.®. [Ipasuna odhopmienns qokymenTos: Kommernrtapuit k [OCT P 6.30-
2003 «YHuUIUpPOBaHHBIE CHUCTEMBl JOKyMEHTAIMH. YHH(HUIMPOBAHHAS CHCTEMa OPraHU3aI[OHHO-
pacropaIuTeNbHON JOKyMeHTauu. TpedoBanus kK odopmieHnto qokymMeHToB». - M.: TK Benou, Uzn-so
IIpocnexT, 2005.

B) nH(opmanmonHoe obecneueHne (MHTEpHET- pecypchl, IPOrpaMMHBIE CPECTBA, MYJIbTUMEIHNA

TEXHOJIOTHH)
11. www.directum.ru

12. www.Docflow.ru

13. HesaBucumsiit mopran o CO/JI - http://www.doc-online.ru/

14. Odunmanbreiii caiit pupmbl 1C, TOCBAIEHHBIN porpaMMHOMY 1poaykty 1C: JIokyMeHT0000pOoTd) -
http://v8.1¢c.ru/doc8/

15. Odummaneuerii caiit kommanun Cognitive Technologies, MOCBAIEHHBIH MPOTPAMMHOMY TPOIYKTY
COJ1 «EBdpar» - http://www.evfrat.ru/

16. Odunmansasii caiit 3A0 «Koncynprant [lmrocy - www.consultant.ru

7. MaTepuaJibHO-TeXHHYecKas 0a3a, HH(pOpMaLOHHbIE TEXHOJIOTHH, IPOTPAMMHOE
obecrieyeHre U HHGPOPMAITMOHHBIE CTIPABOYHbIE CHCTEMbI

1. Choenumanu3upoBaHHBIE 3alibl JJisi NPOBEICHUS JIEKUUA W ayIuTOPUU IS TPOBEICHUS
CEMHUHAPCKHUX U MPAKTUUYECKUX 3aHATHH C HCMOJIB30BAaHHUEM MYJIHTUMEAMMHOTO 00OpYyIOBaHUS U
BO3MOKHOCTBIO IPSIMOTO BbIXOZAA B ce€Th MHTEpHET.

2. Cpeumanu3upoBaHHas MeOelb M OpPICpeiAcTBa: AayIUTOPUU U KOMIIBIOTEPHBIE KJIACCHI,
000pyI0BaHHBIC MOCATOYHBIMU MECTAMH.

3. Texuuueckue cpeacrsa oOyueHusi: [lepcoHanabHble KOMIIBIOTEPHI; KOMITbIOTEPHBIE MTPOEKTOPHI;
3BYKOBBIC JTMHAMUKHU; TPOTPAMMHBIC CPEACTBA, OOECIEUUBAIONINE MPOCMOTP BHUACO(DANIOB B
dopmarax AVI, MPEG-4, DivX, RMVB, WMV.

4. JluneH3noHHBIE OAIEeKTpoHHBIE pecypchl: Windows, Microsoft Office (Excel, InfoPath,
PowerPoint, Publisher, Word).

5. adopmarimoHHbIe cripaBouHbIe U MOMCKOoBBIE cucTeMbl «Koncymprant Ilmocy, «I"apant.
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