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1. IlepeyeHp MIIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHsI 110 JMCHUILIHHE (MOY110),
COOTHECCHHBIX C INIAHUPYEMBIMHU PE3YJIbTATAMHU OCBOCHHUSA IPOrpaMMbI

1.1.

Juctunnuna b1.B.06 «JlokyMeHTallMoHHOE OOecrieueHne YIpaBJIeHUsI U 3JIEKTPOHHBIH

JOKYMEHTOO0OpOT B cdepe 3ApaBOOXpaHEHUS» OOECIEeUMBAET OBIAJCHUE CIETYIOIIUMU

KOMITETCHIIUSIMHU:
Kon HauMmeHnoBanue Kox xomnonenTa HaunMeHnoBanne KOMIIOHEHTA
KOMIIETCHILINH KOMIIETEHLIUH KOMITETEHLIUU KOMITETEHLIUU
[TKp-6 Crniocoben [TIKp-6.1 Cnioco6eH oNnTUMU3UPOBATH
OCYILECTBIISATh JIEJIOBBIE MTPOLIECCH B
ONTHMU3ALIHIO JIETOBBIX OpraHM3allH, UCIOJb3YS
MPOIIECCOB, nH(OPMAIIMOHHO-
OpraHHU30BbIBATH TEJIEKOMMYHUKAIIMOHHbBIE

JOKYMEHTOO0O0POT H
JIETIOBYIO TIEPETIHCKY C
rpaxKIaHaMu U
BHELITHUMH
OpTraHU3AIHSIMH, B TOM
YHCJIC HA HTHOCTPAHHOM
SI3BIKE W/ UJIU C
HCIOJIb30BaHUEM
UH(POPMALMOHHO-
TEJIEKOMMYHHUKAIIHOHH
BIX TEXHOJIOTHI

TCXHOJIOTUHU IIPU
OpraHu3aluu
JOKYMEHTO000pOTa, B TOM
YHCIIe HA UHOCTPAHHBIX
A3BbIKaxX

1.2. B pe3ynbTare 0OCBOCHUS AUCHUILTUHBI Y CTYACHTOB JOJDKHBI OBITH CHOPMUPOBAHBI:
OTD/TD Kozn xomnonenTa PesynbraThl 00yueHus
(npu Hanuuuu KOMIIETEHIIUH
npogcmanoapma)/
TPYAOBbIE WU
npogeccuoHaIbHbIE
JICHCTBUS
[1IKp-6.1 Ha ypOBHE 3HAHUMU:

3HAHMS B 00JIACTH OpPraHU3allid JTOKYMEHTO000pOTa U
N1EJI0BOM NTEPENUCKHU

Ha YPOBHE YMCHHUI:

MCII0JIH30BATh UH(POPMAITMOHHO-
TEIIEKOMMYHUKAITHOHHBIC TEXHOJIOTHH npy
OpraHu3aly JOKyMEHTOO0O0pOTa, B TOM YHCIIE HA
MHOCTPaHHBIX SI3BIKAX

Ha YpPOBHE HaBBIKOB:
OCYLLUECTBJIATh ONTHUMH3ALUI0 JEJIOBBIX IIPOLIECCOB,

OpPraHU30BbIBATH  JOKYMEHTOOOOPOT U  JENOBYIO
[EpEeNUCKy €  TpakJaHaMM U BHEIIHUMY|
OpraHu3alMsIMU

N3 Hux:

2. O0beM 1 MecTO JUCHMILIUHBI B cTpyKType OIl BO
OO0beM AUCLHUIUIMHBI COCTABISET 4 3aUeTHBIX eNMHHIILI, 144 akamemudeckux daca, 108
ACTPOHOMHUYECKUX YaCOB.




- KOHTaKTHas paboTta oOyvaromuxcs ¢ npenoaasarenem: 10,5 ac.u./14 ak.4., B TOM 4HcIe:
3aHATHS JIGKITMOHHOTO TUTA — 3 ac.4./4 ak.4.; 3aHATHUS MPAKTUYECKOro THMa - 6 ac.4./8 ak.u.;
KOHCynbTanuu — 1,5 ac.4./2 ak.u.;

- camocTosTenpHas padora odyuaromuxcs: 90,75 ac.u./121 ak.4.

- MPOMEXYTOYHas aTTecTanus (3k3ameH): 6,75 ac.u. /9 ak.u.

Jucuunnuna b1.B.06 «/lokymeHTanmoHHOe obOecriedeHre yNpaBieHUsI U AIEKTPOHHBIN
JTOKYMEHTO000POT B chepe 3apaBOOXpaHEHUs» OTHOCUTCS K AMCLUILUIMHAM BapUaTHBHOM 4acTh
oOpa3zoBarenbHOM porpaMMbl. OOyyaroIMMUCs AUCHUIUIMHA OCBauBaeTcs Ha 1 Kypce

3. CopepxaHue U CTPYKTYpa AUCHUIIIHHBI

3aounasn popma odyuenusn

HauMeHoBaHue O0beM IMCUMILIMHBI (MOAYJIs1), Yac. dopma
TeM W/ MIu Bcero KonTakTHas padora CP TeKyLlero
pas3aesnoB 00y4arouuxcs ¢ KOHTPOJIs
npenojaBartesiemM ycneBaemMocT
110 BUIAM Y4eOHBIX 3aHATHH u*,
JI/ JIP/ 3/ | KC NMPOMEKYTOY
A0T | 40T A0T | P HOH
arrecTanuu

Ne i/m

Pa3znea 1. IIpaBoBble H HOPMATHBHO-METOAUYECKHE OCHOBBI IOKYMEHTALIMOHHOTO
ob0ecneyeHnsi ynpaBJjeHUs

Oco0eHHOCTH U
MIPHUHIIUATIBI BEICHUS
JICIIONPOU3BOICTBA
1 Y 3JIEKTPOHHOTO 23 1 2 20 O
JOKYMEHT0000pOoTa

B YUPEIKICHUIX

3JIpaBOOXPaHCHHUS

3aKoHOAATEIbHbIE
aKThl U1 HOpMa-
THUBHO-
METOANYECKHE J10-
KYMEHTHI,

2 periiaMeHTupy- 21 20 KP
o1e
JIOKYMEHTAIMOHHOE
oOecrieyeHre B
chepe
3JIpaBOOXPaHEHMUSI

TpeboBanus k
0(pOpMIIEHHUIO
3 OpraHU3alMOHHO- 24 2 2 20 O, T
pacnopsAUTEIbHBIX
JIOKYMEHTOB.

4 CryxeOHast 2 71 KP
Mepenucka

Paznen 2. Opranusamnus padoTsl ¢ JOKYMeHTaAaMH B cepe 31paBOOXPaHEHHs] U B YCJIOBUAX
BHeE/JPEeHHUS JJIEKTPOHHOI0 JOKYMEHTO000poTa

5 TpeboBanus k 23 1 2 20 O, T
OpraHH3AIIH




ANEKTPOHHOTO
JIOKyMEHTO000pOTa
B YUPEXKIACHUAX
3JIpaBOOXPaHCHHUS

Opranuzanus
paboThl apxuBa B
YVUPEKICHUIX
6 3IpaBOOXpaHEHUS B 22 2 20 T3
YCIIOBUSIX IIEpeEXoaa
Ha JIEKTPOHHBIH
JIOKYMEHTOOOOPOT.

IIpomesxkyTouHas aTTecTaus 9 OKk3aMeH

Bcero: 144 4 8 2 | 121

*[Ipumeyanue: popmvl mexyweco konmpoius ycnegaemocmu onpoc (0), mecmosoe 3aoanue (1),
munosoe 3aoanue (13), koumponvuas paboma (KP).

Conep:xanue TMCHUILINHBI

Tema 1. Oco0eHHOCTH M NPHHIHUIBI BeJeHUs JeJONPOU3BOACTBA U YJIEKTPOHHOIO
AOKYMEHT0000pOTa B YUpesKAeHUIX 31PABOOXPAHEHNS.

JlokyMeHTallMoHHOe ~ obOecrieueHue  ympasleHMs B cdepe  31paBOOXPAHEHUS:
OCOOCHHOCTH, MPUHUMUIBI M TMpaBuUja OpraHU3alMM. 3agaud U (QYHKIUH  CIIY>KOBI
JOKYMEHTAI[HOHHOTO OOecledYeHns: U OTBETCTBEHHBIX 3a OpraHU3alMio JeJONPOU3BOJACTBA B
yupexaeHuu. OpraHuzanusi  3JIEKTPOHHOTO  JOKyMeHTooOopora. OCHOBHbBIE — TOHATHUS
IEKTPOHHOTO AEJI0NpOon3BoACcTBa. CHUCTEMbI aBTOMATU3ALUN JEJIOIPOU3BOICTBA. DIIEKTPOHHBII
JIOKyMEHTOOOOPOT.

Tema 2.3akoHoaaTe/ibHble AaKThl MW HOPMATHBHO-MeTOAHMYECKHE IOKYMEHTHI,
perjiaMeHTHPYIOLMe JOKYMEHTalluOHHOe o0ecrieueHne B cepe 31paBOOXpPaHEHUsI.

CoctaB HOpMaTHBHO-NIPaBOBOM 0a3bl JENONPOU3BOACTBA, CUCTEMHBIH MOIXOA K JOKY-
MEHTHUPOBAHUIO U OpraHu3auuu padoTbl ¢ JoKyMeHTamu. Ponp @DenepanbHOro apXWBHOTO
arenTctBa Poccun B (OpMHpPOBAaHMM HOPMATHBHBIX OCHOB Jenonpou3BojacTBa. IIpobiembl
roCy/1apCTBEHHOI'O PETYJIMPOBAHUS B 00JIACTH IOKYMEHTALMOHHOT'O 00€CIIeYeHUsI YIIPABIICHUSI.

Tema 3. TpeGoBanusi K O0QOPMJICHHIO OPraHM3AIHOHHO-PACIOPSANTEIbHBIX
AOKYMEHTOB.

IlonrotoBka u odopmileHHEe OpraHU3alMOHHO-PACTIOPATUTEIBLHON JIOKYMEHTAIUH.
TpeboBanusi Kk OlaHKaM CIIyKEOHBIX JOKYMEHTOB. Bumbl OsaHKOB. YTJIOBOW W TIPOJOJIbHBIN
CIOCOOBI PACIIONIOKEHHU PEKBU3UTOB Ha OJIaHKE CIIy>)KeOHOro JOoKyMmeHTa. ['epOoBble OnaHKH,
nopsAoK pabotel ¢ HuUMHU. lloHATHE «pekBU3UT noKyMeHTa». CocTtaB pekBH3UTOB. OOImue
TpeOoBaHUs K 0(OPMIICHHIO PEKBU3UTOB CIIY)KEOHBIX TOKYMEHTOB. OCOOEHHOCTH O(QOpPMIICHUS
AJIEKTPOHHOIO JIOKyMEHTa. THIOBOI cOCTaB pPEKBU3UTOB OpPraHU3AIlMOHHBIX JIOKYMEHTOB.
TurnoBoii cocTaB peKBU3UTOB PACIIOPSAAUTENIBHBIX TOKYMEHTOB.

Tema 4. CiryxxeOHasi nepenucka.

CocraBienne U o(OpMIIEHHE  CIIPaBOYHO-MH()OPMAIIMOHHOW W CIIPaBOYHO-
AQHAJIMTUYECKON JIOKYMEHTAllUU: aHAJMTUYECKHE, JOKIAIHbIE, CIyKEOHble, OOBSICHUTEIbHBIE
3aIlUCKH, MPEACTaBICHUS, 3aKII0UeHus, nepeuHu. [IoHsaTHe U cTpyKTypa Cily>KeOHOro muchbMa.
Knaccudukanus cinyxeOnbix nucem. CocraBieHue U opopMIIeHHE ANOBBIX MuceM. TpeboBanus
K CTHWIO ¥ OQOPMIIEHUIO MHCHbMa-NPOChObl, COMPOBOJMTENBHOTO IHChbMa, IHUChbMa-
MOJTBEPKJICHUS, TAPAHTUMHOIO MUChbMa U JAPYTUX BUIOB MHUCEM. YHU(UKALUs TEKCTOB CIIYy-
AKEOHBIX MUCEM.

Tema 5. TpeGoBaHusi K OpraHu3allid 3JIEKTPOHHOIO [IO0KYMEHT000OpoTa B
Y4peKIeHHUX 3APABOOXPAHEHMS.




Kpurepun or6opa nporpamMmsl 3J1€KTPOHHOTO TOKyMeHTooOopoTa. [TpuHIums! paboTsl ¢
nokymeHtamu B COJl «/lemo». PaccmoTpeHne W corjiacoBaHHE SJEKTPOHHBIX JOKYMEHTOB.
Ilopsnok paccMOTpeHHs JOKYMEHTOB pYKOBOJACTBOM M JOBEIEHUS JOKYMEHTOB [0
ucnonHutenei. Ilopsgok MexBeTOMCTBEHHOrO0 HMH(GOPMAlMOHHOIO OOMEHa B CHUCTEME 3JIeK-
TPOHHOTO  JOKYMEHTOOOOpOTa. JEKTPOHHBIE MOANUCH: KJIacCU(UKAUs U  TMOPAIOK
IMMPUMCHCHUA. CI/ICTeMaTI/ISaHI/II/I U oOpraHusanuga OICPATHUBHOIO XpaHCHUA HOOKYMCHTOB B
AJIEKTPOHHOM BHJE. BeneHue aenonpou3BojACTBa MO OOpaIIEHUSIM TpaxJaH ¢ NPUMEHEHHEM
MH(GOPMALIMOHHBIX TEXHOJIOTHH.

Tema 6. Oprannzanus padéoTbl apXHBa B y4YpeKACHUSX 3IPABOOXPAHEHHS B yCJIO-
BHUSIX IIEPEX0/1a HA YJIEKTPOHHBIN JOKYMEHT0000pOT.

CocraBienue u o(QopMIeHHE OCHOBHBIX YYETHBIX M OpPraHU3aLMOHHBIX JIOKYMEHTOB
apxuBa B YYpEXKJICHUHU 3APaBOOXPAHEHHUA: MOJIOKEHHS 00 apxuBe, IUIaHa pPadOTHI apXHBa,
rpaduka nmpueMa JOKyMeHTOB U T. 1. CocTaBieHne U oopMIIeHHE TOAOBBIX pa3/ieioB CBOIHOM
OIMUCHU ACJI, XPAHAIIUXCA B apXHBC. HpaBHna opraon3aliv XpaHCHUA OJOKYMCHTOB B
BEJIOMCTBEHHOM apxuBe. OCHOBHBIE OOS3aHHOCTH OTBETCTBEHHOT'O 3a OpPraHU3aIMI0 pabOThHI
apxuBa. OCOOEHHOCTH OpPTaHU3allUK APXUBHOTO XPaHEHUSI 3JICKTPOHHBIX TOKYMEHTOB U JIEIl.

4. MarepuaJjibl TeKylIero KOHTPOJIA yCIIeBAeMOCTH 00yYAKIIUXCH M OLlEHOYHbIe
MaTepHAaJIbl IPOMEKYTOYHOM ATTECTALUHM 110 JTUCHHMILIMHE

B xome peammzanmum aucrumiuHel  B1.B.06  «/lokymeHTanmonHoe —oOecneueHue
YIPaBJIECHUS M 3JEKTPOHHBIA JOKYMEHTOOOOPOT B c(epe 31paBOOXPAHEHHSD» HCIOJIb3YIOTCS
CJICAYIOIINE METO/IbI TEKYILIEro KOHTPOJIS yCIIEBAEMOCTH 00yYaOLIUXCS:

Tema u/unm paznen

Meroas! TEKyLIEro KOHTPOJIS yCIIEBAEMOCTH

Tema 1.
Oco0eHHOCTH U IPUHIUIIBI BEICHUS
JIEJIONIPOU3BOICTBA M AJICKTPOHHOTO
JIOKYMEHTO000pOTa B yUPEIKICHUIX

3JIpaBOOXPAHEHUS

[Ipy mnpoBeneHUM 3aHATUM JIEKIMOHHOIO THIA:
JIEKLMS — JUCKYCCHS; TIPU IIPOBEACHUU IIPAKTUYECKUX
3aHATUN: ONPOCHI; NPH KOHTPOJIE PE3YyJbTaTOB
CaMOCTOSITENIbHON pabOThl 00yUarOIINUXCS: OMPOCHI.

Tema 2.
3aKOHOAATEIBHBIC aKThI U
HOPMAaTHUBHO-METOINYECKUE
JOKYMEHTBI, PETJIaMCHTUPYIOIIIHE
JTOKYMEHTAIMOHHOE O0ecTieueHue B
cthepe 3apaBOOXpaHCHHUSI.

IIpu  KoHTpoJEe pe3yabTaTOB  CAMOCTOSTEIbHOMN
paboThl 00yYaIOIIKXCs: KOHTPOJIbHAS padoTa.

Tema 3.
TpeboBanwus K 0OPMIICHUIO
OpraHnu3alluOHHO-PACIIOPAAUTCIIBHBIX
JIOKYMEHTOB

IIpu npoBeneHUM 3aHATUH JIEKIMOHHOIO THIIA:
JIEKIUS — TUCKYCCHSl; TIPY IPOBEIECHUM NPAKTUYECKUX
3aHATUMN: ONIPOCHI, TECTHI; IPU KOHTPOJIE PE3YJIHTATOB
CaMOCTOSTEIIbHON PabOThl O0YYAIOIIMXCS: OMPOCHI.

Tema 4. CnyxeOHas nepenucka

IIpu  koHTposE  pPE3yJIBTATOB  CaMOCTOSATEIbHOMN
paboThl 00YYAIOITUXCSI: KOHTPOJIbHAs padoTa.

Tema 5. TpebGoBaHMs K OpraHU3aLUN
ANIEKTPOHHOTO IOKyMEHTO000pOTa B
YUPEKIACHUAX 31PaBOOXPAHECHHUS.

IIpn npoBeneHUM 3aHATUH JIEKIMOHHOIO THIIA:
JIEKUUS — TUCKYCCHSl; IPU TPOBEIECHUM NPAKTUYECKUX
3aHATUH: ONPOCHI; TIPU KOHTPOJIE PE3YyJbTAaTOB
CaMOCTOSITENIbHOH PabOThl 0Oy4YaOUIMXCS: OIPOCHI,
TECTBI.

Tewma 6.

Opranuzanus padOThI apXUBa B
YUPEKACHUAX 3PAaBOOXPAHEHUS B
YCIIOBHSIX TIEPEX0/1a Ha AIIEKTPOHHBII
JIOKYMEHTOO0OPOT.

IIpu KoHTpoje pe3yabTaTOB  CAMOCTOSTEIbHOMN
paboThI 00yJAOMIMXCS: pelIeHNe TUIIOBBIX 3aad.




DK3aMeH MPOBOJUTCS C NPUMEHEHHEM CIEAYIOIUX MeToJ0B (cpenctB): B ¢dopme

YCTHOTO Ompoca 1o Owseram. buier mpesmnonaraeT TEOPETHYSCKH BOMPOC U MPAKTHUECKOES
3a/1aHue.

9.

MartepuaJjbl TeKylIero KOHTPOJIsl yCIeBAeMOCTH 00y4aro M XCH
TumnoBble OLleHOYHbIE MAaTEPHAJIBI MO pa3aeny 1

Tunosble BONpockl 11 onpoca
HazoBure  HOpMaTHBHO-TipaBOBBIE  akThl  ((enmepanbHbie  3akoHbl, ['OCThI),
peraaMeHTHpYIoIIKe JOKYMEHTAI[HOHHOE 00ecTieueHUe YIIpaBJICHuUS.
Kakoit T'OCT  permamentupyer  mnpaBwia  o(opMJIeHHS  OpraHU3alMOHHO-
pacnopsAUTEIbHBIX IOKYMEHTOB?
Urto Takoe peKBU3HUT U KAaKOE KOJIMUYECTBO peKBU3UTOB pernamentuposano ['OCT 7.0.97-
20167
Ha3zoBure TuNOBONM cOCTaB pEKBU3UTOB OPraHMU3ALMOHHBIX JOKYMEHTOB (YyCTaB,
M0JIO’KEHUE, MPaBUjIa, UHCTPYKIIUU, PETIIAMEHT).
Ha3zoBure  THUMOBOM  CcOCTaB  PEKBU3UTOB  PAaCHOPSAWUTENBbHBIX  JIOKyMEHTOB
(mocTaHoBNIEHUE, pacHOPsKEHHE, IPUKa3, pELIeHHe).
HazoBute THMOBOH cOCTaB pPEKBU3UTOB HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB
(TpoToKOII, aKT).
Ha3oBure TMIIOBOM cOCTaB PEKBU3UTOB JEJI0BOIO MUCHMA.
HazoBute mpaBuna odopmienuss pekBusutoB (rep0 (I'ocymapcTBeHHBIN repd
Poccuiickoii ~ ®enepanum, repd cyowekta  Poccuiickoit  @enepamun, repd
(repanpaMUeCKUil 3HAK) MYHHUIIMIAILHOTO 0Opa3oBaHms), dMOJeMa W TOBAPHBINH 3HAK
(3HaK OOCIy>KMBaHM);KOA (OPMBI JOKYMEHTa,; HAaMMEHOBAHUE OpPTraHU3aIMM - aBTOpa
JOKYMEHTa; HaMMEHOBAaHUE CTPYKTYPHOIO TOJpa3iefieHus - aBTopa JIOKyMEHTa;
HalMEHOBAaHME JIOJDKHOCTH JIMIlAa - aBTOpa JIOKYMEHTa; CHpaBOYHBbIE JaHHbIE 00
OpraHM3allii; HaMEHOBAaHWE BHJAa JOKYMEHTA; JlaTa JOKYMEHTA; PEerucTpallMOHHBIN
HOMEp [JOKYMEHTA; CCbUIKA Ha pPETUCTPALMOHHBIA HOMEP M JaTy IOCTYNMBILErO
JOKYMEHTA; MECTO COCTaBJIeHUs (M3AaHMs) AOKYMEHTa; rpu] OrpaHHYEHHUs AOCTyIa K
JIOKYMEHTY; ajpecar; Ipu¢ yTBEpKICHHS JOKYMEHTa; 3aroJloBOK K TEKCTY; TEKCT
JOKYMEHTa; OTMETKa O MPUIOKEHHH; IpU( coriacoBaHusl JTOKYMEHTAa; BHU3a; IMOJIKUCEH;
OTMETKa 00 3JEKTPOHHOW MOANMKCH; IeYaTh; OTMETKAa 00 HCIIOJIIHUTENE; OTMETKa O
3aBepEeHUH KONHUHM; OTMETKA O IMOCTYIUICHHMHM JIOKyMEHTa; pEe30JIIOIHs; OTMETKa O
KOHTpOJIe; OTMETKA O HApPaBJICHUH JIOKYMEHTA B JI€JI0).
HazoBute BuibI OJaHKOB TOKYMEHTOB.

10. Ha3oBuTe cOCTaB peKBU3UTOB OJIaHKA IOKYMEHTa (IPOIOJIbHBIN, YTIIOBOH).

1.

Kaxkue nmpaBuia co3manus JOKyMeHTOB Bl 3HaeTe?

Tunosbie 3a1aHuA
[Ipoananu3upyiite ONaHKKA CIY)KEOHBIX THCEM MEIUIMHCKAX OpTraHM3aluii Ha

cootBerctBue 'OCT 7.0.97-2016.

[Ipoananusupyiite ciy>kxeOHOE NHCHMO, BBISIBUTE OIIMOKM, JOMYLICHHBIE MpPHU €ro
COCTaBIJICHUH U 0(hOpMIICHUH.

Hanumure muchMO OT MMEHH HadaJlbHUKA OTACIa KaApOB MCAULMHCKOIO YYPCKIACHUA
(pexBu3uTH npuayMaiiTe camoctoATenbHo) H.A. bBomotoBoil B azapec ObiBIEro
cotpynuuka P.A. ITlerpoBa ¢ yBegoMiIeHHEM O HEOOXOIMMOCTH 3a0paTh TPYIOBYIO
KHHXKY. COO6HII/ITG B IMHCBMEC, YTO IIPU HEBO3MOXKHOCTU SABHUTHCA JIMYHO BbI MOXKECTC



1.

2.

nepeaaTh TPYAOBYIO KHHXKY KOMY-IH00 u3 poacTBeHHHKOB IlerpoBa. Anpec Ilerposa:
656043, r. bapnayn, yiu. [lananunues, 12, kB. 45.

Bbl — COTpYyOHHMK MEAMIIMHCKOTO YUYpeXICHUS (BbIOEpUTE JMJOJDKHOCTH Ha CBOE
ycmotpenne) JLII. IlerpoBa. HeoOxomumo HamucaTh AOKJIATHYHO 3alUCKy Ha HMS
miaHoro Bpaya P.M. TokapeBa 1o moBojy CHUCTEMaTH4YECKOIO HAPYLICHUS TPYyIOBOU
TMCIUTUTAHBI

3aeayrommM  ckiaga  A.b.  JlanteBeiM. KoHkpeTHble HapymeHus

IpUyMaTh CaMOCTOSITENBHO.

TunoBble OLEHOYHbIE MAaTEePHAJIBI 10 pa3aeny 2
Tunosble 3aJaHuA

Ha ocHoBe aHamm3a mpeqIoKeHHOW HOMEHKJIATyphl Jiell, pa3paboTaiiTe mepeueHb
JOKYMEHTOB, KOTOPbIE MOXKHO MEPEHECTH Ha JIEKTPOHHBIM HocuTenb. OOOCHYiTE cBOM
MPEIIOKEHUA.

[Ipoananusupyiite  mpouecc OyMaXHOTO K  CMELIAHHOMY
JTOKYMEHTO0000pOTY (OyMa’KkHOMY C 3JIEMEHTaMH JIEKTPOHHOTO JOKYMEHTO000pOTa) WK

K 3JICKTPOHHOMY ,[[OKYMCHTOO60p0Ty B BaieM mMeauinHCKOM YUPCIKACHUU.

nepexona  OT

[Tapamerps! aHanu3a:

periiaMCcHTaluus MPUMCHCHUA 3JICKTPOHHBIX JOKYMCHTOB U OpPraHU3alluU 3JICKTPOHHOI'O
JOKYMEHTOO0OpOTa B WHCTPYKIHMU TIO JIEJIONPOM3BOJICTBY, B HOMEHKIATYpe el
OopraHu3anuu. Hannuue B opraHuzalu HepcHHsd AOKYMCHTOB, CO3JaHUC W XPAHCHHUC
KOTOPBIX JOJDKHO OCYIIECTBIIATHCS HA DIIEKTPOHHOM HOCHUTEJIC;

MOPAAOK CO3JaHUs JICKTPOHHBIX JOKYMCHTOB U IPUMCHCHUSA 3HeKTp0HH0171 IIOAIINCH,
OpraHuzanusi paboThl € AIEKTPOHHBIMH JTOKYMEHTAMH;

poOJIeMBbI, 3aTPYAHSIONINE TIPOIIECC Mepexo/ia K 0e30yMaKHOMY JIOKYMEHTOO0OPOTY.

3. Onummute mOpsiaok GOpMHPOBAHUS M OPOPMIICHHUS SJIEKTPOHHBIX J1ein. I[loaroroBpre
AJICKTPOHHBIE JIOKYMEHTHI K apXUBHOMY XPaHEHHUIO.

4. Vcnonb3oBaHHE SJEKTPOHHBIX MOJMUCEH: KiaccuuKalus U TMOPSIOK MPUMEHEHUS.
CucremaTH3aIys U OPraHU3alns ONEPATUBHOTO XPAaHCHHS JIOKYMEHTOB B AJICKTPOHHOM
BUJIE.

5. Kpurepun BiOOpa mporpaMmbl SIEKTPOHHOTO JJOKYyMEHTOO0OpOTA.

OueHOYHBIE MATEPUATBI MPOMEKYTOUHON aTTecTAlINU
Kon HaumenoBanue Kon HaumeHnoBanue KOMIIOHEHTA
KOMIETCHIINH KOMIIETCHIIHH KOMITOHEHTa KOMIETCHIINH
KOMIICTCHITHH
[TIKp-6 Crniocoben [1Kp-6.1 Crnioco0OeH ONTUMHU3UPOBATH
OCYIIECTBIISTh JIeJIOBBIE MTPOLIECCHI B
ONTUMU3AIIHIO JIETOBBIX OpTaHM3AINH, UCTIONB3YS
IIPOLIECCOB, nH(pOpPMaLMOHHO-
OpraHHU30BHIBATH TEJIEKOMMYHUKAIIMOHHBIE
JIOKyMEHTOO0OPOT 1 TEXHOJIOTHH TIPU
JIEJIOBYIO TIEPEIUCKY C OpraHHU3aIiH
rpaxxaaHaMu U JIOKyMEHTO0000pOoTa, B TOM
BHEITHUMH YHCIie Ha UHOCTPAHHBIX
OpTraHM3AIMSIMH, B TOM SI3BIKAX




qrcIie HA THOCTPAaHHOM
SI3BIKE W/ WU C
HCIIOJIb30BAHHEM
nH()OPMAITMOHHO-
TEJIEeKOMMYHUKAIMOHH
BIX TEXHOJIOTHit

KomnoneHt WNunukarop Kpurepuii onieHuBanust
KOMIIETEHIIUH OLICHMBAHUS
[TKp-6.1 Bnaneer unpopmarmonno- | 1. IIponemoHcTpUpOBaHO 3HAHUE

TEJIEeKOMMYHUKAMOHHBIM | HH(OPMALIMOHHO-
Y TEXHOJIOTUSIMU B LESIX | TEJICKOMMYHUKAIIMOHHBIX ~ TEXHOJIOTHUH,

JIOKYMEHTAI[MOHHOTO UCIIOJIE3YEMBIX B HEJSIX
obecrievyeHus ynpaBleHUsT | JOKYMEHTAI[HOHHOTO obecrniedeHust
Y OpraHU3aliu yIpaBlIeHUS u OpraHu3aluu
AJIEKTPOHHOTO 3JIEKTPOHHOTO IOKyMEHTO000pOTA.
JIOKyMEHTOO00O0pOTA. 2. [IpogeMOHCTpUPOBAHO BIIAJICHUE
B.]Ial[eeT HUHOCTpaHHBIM HHOCTPaHHBIM SA3BIKOM B nesax
A3BIKOM B IEJISIX OCYIIECTBJICHUS JIEJIOBOIl MEPENUCKU C
OCYHICCTBJICHUA ,Z[GJIOBOﬁ rpaxxaaHaMun )41 BHCIIHUMH

NEPECIHCKHA C I'paKaaHAMH U | OpraHu3alusIMH.
BHCIIHUMHK OpraHu3aluiIMuU

Tunosble o1leHOYHbIE MATEPHAJIBI IPOMEKYTOUHOI aTTecTALMU

Tunosbie Bonpochl 1/l NOATOTOBKH K IK3aMeHY:
JlokyMeHTalMoHHOe o0ecreyeHne ympaBieHus B cdepe 31paBOOXpaHEHHs: MPUHLIUIBI |

0COOEHHOCTH OpPTraHU3aLINH.

3amaur u (QYHKIUU CIIY)KObI JIOKyMEHTAIlMOHHOTO OOECIeYeHHUsT WM OTBETCTBEHHBIX 3a
OopraHru3aluvio ACJIOMPOMU3BOACTBA B MCAUIIMHCKOM YUPCIKIACHHNH.

HOpMaTI/IBHI)IG, MMpaBOBbIC MW MCTOAUYCCKHUEC OCHOBBI JOKYMCHTAIMOHHOI'O o0ecrieyeHus
JeATeNFHOCTH B chepe yIpaBiIeHus 30paBOOXPAHCHNEM.

HopmatuBHBIE, TIpaBOBBIE M  METOJMYECKHE OCHOBBI ~ OpraHm3anud  0e30yMa)KHOTO
JOKyMEHTO000poTa.

Hazpauenne wu BUJbI OpPraHU3allMOHHBIX JOKYMCHTOB. TumoBoit cocrtaB PEKBU3UTOB
OPTraHHU3aIOHHBIX JTOKYMEHTOB.

[IpaBuna cocraBneHns 1 0POPMIICHHS OPTaHU3ALNOHHBIX JOKYMEHTOB.

[IpaBuna cocraBneHus: 1 OPOPMIICHUS PACIOPSIUTEIBHBIX JOKYMEHTOB.

[IpaBuna cocraBneHus 1 oGpopMiIeHHsI HHPOPMAIIMOHHO-CIPABOYHBIX JOKYMEHTOB.

JlenoBas nepenucka: npaBuia COCTaBICHUS U 0()OPMIICHUS.

HopmaTuBHas n MeToaMYecKasi periiaMeHTalys OpraHu3ay paboThl ¢ JOKyMEHTaMH B cdepe
3]IpaBOOXPAHEHHUS.

Opranuzanust KOHTPOJISI UCIIOJHEHUS JOKYMEHTOB. CPOKH UCTIONHEHUS IOKYMEHTOB.

(DYHKI_[I/II/I U TOJHOMOYMA CHCHHUAIMCTOB, OCYIICCTBIAIOMIMX KOHTPOJb 3a HWCIHOJHCHUCM
JIOKYMEHTOB.

3HayeHne HOMEHKJIATYPBI /1€ B (POPMUPOBAHUN CHCTEMBI YIIPABIICHUS TOKYMEHTAMHU.




14.
15.

16.
17.
18.

19.
20.
21.
22.

CocrapieHue HOMCHKIJIATYPbI OCII.

[Mopsimox  popmupoBanuss u OQOPMIICHUS DSIEKTPOHHBIX Jed. [loAroToBKa 3IEKTPOHHBIX

JIOKyMEHTOB K apXUBHOMY XPAaHECHHUIO.

HOpﬂI{OK MPOBEACHUA SKCIICPTU3BI HEHHOCTH JOKYMCHTOB.

AKTyanbHbIE IPOOJIEMBI BHEAPEHUS CUCTEM DIIEKTPOHHOTO JIOKYMEHTOO00pOTA.

[Topsimok MeXBEAOMCTBEHHOT0 HWH(POPMAIMOHHOTO OOMEHa B CHUCTEME DJIEKTPOHHOI'O

JIOKYMEHTO000pOTA.

ONEeKTPOHHBIE MOANUCHU: KJIaCCUPHUKAIUS U MOPSII0K MPUMEHEHUS.

CI/ICTeMaTI/ISaHI/Iﬂ " OpraHusanusa OncpaTuBHOIO XpaHCHHUA JOKYMCHTOB B 3JICKTPOHHOM BUIC.

OpraHuzanust apXuBHOTO XpPaHEHHsSI TOKYMEHTOB B 3JICKTPOHHOM BHJIE.
OO6mue npaBwmiia paboThl BEJOMCTBEHHOTO apXHBa.

MIxajna oneHUBaHUA AJIM DK3aMeHa

[Ixana oneHUBaHuA

Kputepuu ouieHnBaHus

OTIn4HO

JlaH MOJHBINM, pa3sBEpHYTHIA OTBET Ha IOCTABIEHHBIM BOIPOC, ITOKa3aHa
COBOKYITHOCTb OCO3HAaHHBIX 3HAaHUM MO AMCLHUIUIMHE, J0KA3aTeIbHO, B
OTBETE IPOCIIECKUBACTCS YETKAsE CTPYKTYpPa, JOIrMYECKas IOCIECI0BaTENb-
HOCTb. OTBET M3JI0KEH JUTEPATYPHBIM SI3BIKOM C HCIIOJIB30BAHUEM CO-
BPEMEHHON TEPMUHOJIOTUU. MOryT OBITH JOMNYIIEHbI OTAEIbHbIE HEIO-
YEeThl B ONPEICICHUU IOHATUMN, UCIPABICHHBIE CTYIEHTOM CaMOCTOSI-
TEJIBHO B IIPOLECCE OTBETA.

BrlnosTHEHNE NPAaKTUYECKOTO 3aJaHus MOKA3bIBACT 3HAHUE YIpaBJICHUE-
CKOM CUTyallul U YMEHHE NPUMEHUTH NPABUIIbHBINA HAYYHBIM U METOIU-
YEeCKMH MOJAXOJ M MHCTPYMEHTapuil A pelleHus 3ajauu, pa3paldaThl-
BaTh YIIPABJICHUYECKUE PEIICHUS

Xopo1o

Jlan noJHBIN, pa3BEpHYTHIM OTBET HA MOCTaBJICHHBIN BOIPOC, NOKa3aHO
YMEHHE BBIJECNINTh CYIECTBEHHbIE W HECYIIECTBEHHbIE NPU3HAKH, MPHU-
YMHHO-CJIEJCTBEHHbIE CBA3M. OTBET YETKO CTPYKTYPHpPOBaH, JIOTWYEH,
U3JI0’KEH JINTEPATyPHBIM S3bIKOM C MCIOJIb30BAaHHUEM COBPEMEHHOU Tep-
MHUHOJIOTUU. MOTyT OBITh JOMYIIEHbI 2-3 HETOUHOCTH WM HE3HAYUTEIb-
HbI€ OIIMOKH, UCTIPABICHHBIE CTYJEHTOM C IIOMOIIBIO dK3aMeHaTopa.
BeinonHeHne NpakTUYeCKOro 3aJaHMs IOKa3bIBaeT CIIOCOOHOCTb CTY-
JICHTa OIPEIeIIATh OCHOBHBIE IPUOPUTETHI MPOPECCHOHATBLHON JIesATEIb-
HOCTH, pa3pabarbiBaTh U 3PQPEKTUBHO HCIOIHATH YIpPaBICHUYECKUE pe-
HICHUSI.

Y 10BIETBOPUTEIILHO

JlaH HEZOCTAaTOYHO MOJIHBIA U HEAOCTATOYHO pPa3BEpHYTHIM OTBeET. Jlo-
TrUKa U MOCJIEI0BATENIbHOCTh M3JI0)KEHUSI UMEIOT HapylieHus. JlomyIeHbl
OIIMOKU B PACKPBITHMH MOHATUH, ynoTpebieHnn TepMuHOB. CTyAEHT He
CIOCOOEH CaMOCTOSITENIbHO BBIJICIUTh CYIIECTBEHHBIE U HECYIIECTBEH-
HbIC TIPU3HAKU U MIPUUMHHO-CJIEICTBEHHBIE CBS3U. PeueBoe odopmieHue
TpeOyeT MONPaBOK, KOPPEKIIHH.

BrinosiHEeHHE MPAKTUYECKOrO 3aJaHUS IOKA3bIBAET, YTO KOMIICTCHIIMU
chopMupOBaHbI HA HAYAIBHOM YPOBHE.

HeynosnersopurensHo

OLieHKa BBICTABIISIETCS B OIHOM U3 CIIy4aeB:

1. OTBeT MpeaCTaBIsAIOT COO0M pa3po3HEHHBIC 3HAHUSI C CYIIECTBCHHBIMU
omuOKkamMu 1o BompocaM. [IpucyTcTBYIOT ¢dparMeHTapHOCTh, HEIOTHY-
HOCTb H3JIOXKCHU. OTCYTCTBYIOT KOHKPETHU3alUuA W AJ0Ka3aTCIIbHOCTHb
U3NI0KEeHUs. Peub HerpaMoTHasi, COBpEMEHHAs TEPMUHOJIOTHS HE UCTIOJNb-
3y€TCs. HOHOJ’IHI/ITCJ'H)HBIG U YTOUYHAIOMIWMC BOIPOCHI MPEIIogaBaTC/id HE
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MPUBOJST K KOPPEKIMU OTBETA CTY/ICHTA.
[TpakTHueckoe 3ajjaHKe He BHIMOIHEHO.

2. OTBeT Ha BOMPOC MOJIHOCTHIO OTCYTCTBYET.
3. OTKa3 OT OTBETA.

Onenka 3HaHUI OO0Y4YaroLIErocss HOCUT KOMIUICKCHBIM XapakTep, sABISETCA OaluIbHOM
(msTubannpHOM  (HEYJIOBJIETBOPUTEIBHO,  YJIOBJIETBOPUTENBHO, XOpOIIO, OTIWYHO)) H
OIIpEeIeJIAETCS: OTBETOM Ha HK3aMEHE; YUeOHBIMU JOCTHKEHUSIMU B CEMECTPOBBINA NEPUO/I.

Omnpoc

[Ipu camocrosTenbHON paboTe MO MOATOTOBKE K OMPOCY O0ydaromemycsi He0OX0AHMO
O3HAKOMHTCSA C TEMOH M CIHMCKOM BOMPOCOB MO Teme. [IOBTOPUTH JEKIMOHHBIN MaTepuai 1o
TeMe, OTMETUTh «IPOOJIEMHBIE» TOYKU. OmNpenenuTh HEOOXOAUMYI0 JIMTEpaTypy Wu3
PEKOMEHJIOBAaHHOW K Kypcy, Tak >K€, MOXHO BOCIIOJIb30BAaThbCS WHTEPHET-pecypcaMu U
CIpaBOYHO-MH(POPMAMOHHBIMU cucTeMaMu. C¢hopMHpOBaTh TE3UCHBIM CHHCOK OTBETOB Ha
BOIPOCHI, CO CBOMMH 3aMEUaHUSIMU M KOMMEHTApPUSMHU. OOYyYaroIIUNCs JOJDKEH OBITh TOTOB
OTBCTUTHL HA IMOCTABJICHHBLIC BOIIPOCHI, apryMCHTUPOBATH CcBOU BAapHUAHT OTBCTA, OTBCTUTHL HaA
JIOTIOJIHUTENIbHBIE ¥ YTOYHSIOLINE BOIIPOCHI MPENO01aBaTesl.

Kpurepun onieHKH ycTHOro onpoca
OtBer 00yuaromerocsi OUEHUBAETCS, UCXOAS U3 CIEAYIOIUX KPUTEPUEB:
- IIOJIHOTA, YETKOCTh, UHPOPMALIMOHHAS HACHIILIEHHOCTh OTBETA;
- HOBH3HA UCTIOJIb3yeMON HH(POpMaLUH;
- 3HaHWE W MHCCIENOBAaHWE HAYYHBIX MCTOYHUKOB, HOPMATHUBHBIX AaKTOB,
IOPUINYECKON IIPAKTUKH.

OueHuBaHue yCTHOTO Onpoca
OTtBeT 00yuaromerocss MOXeT ObITh OIICHEH MO 5-TH OAJUTHHOM IIKaJe MpernoaaBaTeyieM,
MCXOJI U3 KPUTEPUEB OLICHKU YCTHOIO OIpPOCca.

TunoBbie BOMPOCHI IS ONpPoca
Cas13p UHGOpPMAIIUH U TOKYMEHTA.
Bo3HUKHOBEHHE JOKYMEHTA, €r0 3HAYCHHE.
TTousaTue 1 BUIOBLI KOIHIA.
[IpuMmeHeHrne TEKCTOBOTO JOKYMEHTHUPOBAHUS.
[Tonstue «pekBu3uT». [locTOSHHBIE U IEPEMEHHBIE PEKBU3HTHI.

6. Bonpockl  JOKYMEHTHUpPOBaHHUsS, COCTaBJICHHS U O(GOPMIICHHS JOKYMEHTOB B
3aKOHO/IaTEIbHBIX 1 HOPMAaTUBHBIX aKTaX.

7. T'ocynapctBennsie  ctangaptel Ha AokymeHTel. ['OCT P 7.0.97-2016 «Cucrema
CTaHIAPTOB M0 HHPopManuy, OUOIMOTEUHOMY M H3AaTeNbckoMy Jeny. OpraHu3alloHHO-
pacrniopsauTeabHas JoKyMeHTanus. TpeboBanus K 0pOpMIICHUIO JOKYMEHTOB) .

8. Ileuatu u nx HasHaueHue. Buarsl neyaten.

9. OT™meTKHN Ha TOKyMEHTaX.

10. [ToHsITHE «TEKCT TOKyMEHTa» MPU PA3IUYHBIX CIOCO0aX TOKYMEHTUPOBAHHUS.

11. YHudukanus 10KyMeHTa.

Nk W=

TunoBble NpakTHYECKUE 3aTaHUSI
1. ChopmupyiiTe COUCOK  HOPMATHUBHBIX  HCTOYHHKOB, HOPMATHBHO-METOJUYECKHX

JAOKYMCHTOB, KOTOPLIC HeO6XOI[I/IMO HCIIOJBb30BAaTh OJIsA COCTABJICHUA I/IHCTPYKI_II/II/I 110
JACJIOIIPONU3BOACTBY.

2. HpoaHam/I3prI7ITe MNPCIJIOKCHHYIO MHCTPYKIUIO IO ACIOIIPOU3BOACTBY Ha COOTBCTCTBHUC
COBpPCMCHHBIM TpC6OBaHI/I$IM 10 COCTAaBy U COACPIKAHUIO PA3ICIIOB.
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11.

12.
13.
14.

Cdopmupyiite mnepeyeHb HOPMATHUBHBIX HCTOYHHUKOB M HOPMATUBHO-METOAUYECKUX
JIOKYMEHTOB, KOTOPBIE HEOOXOIMMO HCIIONIB30BATh ISl COCTABICHUSI HOMEHKIIATYPHI JIEI.
IIpoananmu3upyiiTe HOMEHKJIATYPY J€l Ha COOTBETCTBHE IEHUCTBYIOIIMM IIPaBWIAM U
HopMaM. OOpaTuTe BHHMaHue Ha CTPYKTYpy U OQOpMIIEHHE HOMEHKJIATYpBHI,
IIPABWJIBHOCTh CUCTEMATU3ALUHU U OIPEJEIIEHNS CPOKOB XpPaHEHUS JOKYMEHTOB U JIEII.
[Ipoananu3upyiite  NpenoKEeHHbIE  OpPraHU3allMOHHBIE  JOKYMEHTHl  (TIOJIOXKEHHeE,
MHCTPYKIUS, PErJIaMEHT) Ha COOTBETCTBHUE YCTAHOBJIEHHBIM IIPaBUJIaM COCTAaBJICHUS U
o opMIIeHHUS JaHHBIX TOKYMEHTOB.
CucremaTusupyiTe Mo BHJAM M NpOAHAIM3UPYHUTE YIpaBICHUYECKUE JIOKYMEHTHI Ha
COOTBETCTBUE MPABUJIaM TOKYMEHTUPOBAHMS.
[Ipoananu3upyiiTe HOMEHKIATYPYy €Nl KOHKPETHON OpraHu3allid, YKa)XUTE Ha OIIUOKH,
JOIIYIIICHHBIE IIPU €€ COCTABJICHUU.
[Tpoananu3upyiite pacnopsaUTeNbHbIE TOKYMEHTbI, HAWIUTE OUIMOKH, NTOMYLICHHbIE IPU
COCTaBJIEHUH U OPOPMIICHUHU 3TUX TOKYMEHTOB.
[Tepeuncnure ommOKH, XapaKTEePHbIE IIPU COCTABJIEHUH PACIIOPAIUTEIbHBIX JOKYMEHTOB.
[Tpoananusupyiite ciy:)keOHO€ NHUCBMO, BBISIBUTE OLIMOKH, JAOMYIIEHHBIE MpPU €ro
COCTaBJIEHUH U O(POPMIICHUU.
OTtpenakTupyiiTe TeKCT U 0(OPMHTE IpeIaraeMoe ClIy>KeOHOe IMHMCbMO B COOTBETCTBUU C
TpeOOBaHUSAMHU, MPEIBABIAEMBIMU K O()OPMIICHUIO CITY>KEOHBIX MHCEM.
CoctaBbTe cxemy pabOThI C BXOJSAIIUMU JTOKYMEHTaMHU.
CoctaBbTe cxemy pabOThl C UCXOASIIUMH JOKYMEHTaMHU
CocrtaBbTe cxemMy pabOThl C BHYTPEHHHUMHU JOKYMEHTaMH.
Kputepun pemiennsi THOBBIX 32124

1. [Tonumaet npobiaemMaTukxy.

2. VYcTaHaBiMBaeT NPUUYUHHO-CIIEICTBEHHBIE CBSI3U.

3. YMeeT NpUMEHATh TEOPETUYECKHE 3HAHUA JUIsl PEUICHHMs KOHKPETHBIX

YIPaBJIEHYECKUX CUTYaLUH.
4. YMmeer 000CHOBATH NPEJIOKEHHOE PEIICHHUE.

KonTtpoJsbnast paGora
KonTponbHble paboTHl SBISAIOTCS OAHOM W3 OCHOBHBIX ()OPM TEKYIIEro KOHTPOJIS
npernojaBarenaeM paboTbl 00ydaroLerocs.
KonTponbHas pabora mpencraBisieT coOOl pelieHune TecTa B 00pa3oBaTeNIbHOM cpene
http://edu.alt.ranepa.ru.

Tunosoi Tecr
Huempykyus:  HEoOXoIMMO BBIOpAaTh OJMH NPaBWIBHBIM BapuaHT OTBETa Ha
NPeUI0KEHHBIN BOIIPOC, B KAYECTBE OTBETA 3aMMCBHIBAETCS] COOTBETCTBYIOIIAs LIUPpa.
1. OOmmii mopsinok o(popMIiIeHUS] OPTraHU3ALMOHHO-PACIIOPSAAUTENbHBIX JTOKYMEHTOB M
COCTaB PEKBU3HTOB VISl BCeX OPraHM3aIHil YCTAHOBJICH:
1) 3akonom «O6 wuHboOpMaruu, WHOOPMAIIMOHHBIX TEXHOJOTHUAX © O 3alluTe
UHpOpPMALIUN»
2) BenoMcTBEHHOM MHCTPYKLMEHN IO JIEIONPOU3BOJCTBY OpraHU3aluu
3) TOCTom P 7.0.97-2016
4) 3aKOHOM O JOKYMEHTAIlHOHHOM O0€CIeUeHUH YIIPaBJICHUS
5) TOCTom P 7.0.8-2013
6) TunoBoil  MHCTpyKUHMEH 1O  JEJIONPOU3BOACTBY B  (pelepanpHBIX  OpraHax
UCIIOJIHUTEIIBHOM BJIaCTH
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http://edu.alt.ranepa.ru/

2. PexoMeHaaTebHBIN XapaKTep rocy1apCcTBeHHbIX CTAHAAPTOB YCTAHOBJICH:
1) 3akoroM «O cTaHAApTU3AIUNY
2) Ilocranosnenuem IlpaButenscrBa Poccuiickoit @eaepannn
3) T'occrangaprom Poccun
4) 3akoHOM «O TEXHUYECKOM PETYJINPOBAHUN»
3. IlepeyeHb THUNOBBIX YNpPaBJIeHYECKHX JOKYMEHTOB, 00pa3ylOIIUXCH B /AeATeJIbHOCTH
OpraHM3anmii, ¢ yKka3aHueM CPOKOB XPAHEHHUS YTBEPKAEH:
1) PyxoBogurenem denepanbHoil apXuBHOH city:k0b1 Poccun
2) MuHHCTPOM KyJIbTYpPbl U MAaCCOBBIX KOMMYHHUKaui Poccuiickoit @enepanumn
3) MuHUCTEPCTBOM 3paBOOXPAHCHHS M COUATLHOTO pa3BuTHs Poccuiickoit denepanun
4) T'OCTom P 7.0.8-2013
4. PexBU3NTHI aJpeca Ha MOYTOBBIX OTHPABJEHUAX U OJAHKAX IMOYTOBBIX NepPeBOI0B
NHUIIYTCS B MOPSAJKe, YCTAHOBJICHHOM:
1) TlpaBunamu 1e10MpPOU3BOJCTBA B (peiepalIbHBIX OpraHaxX UCIOJHUTEIbHOM BIaCTH
2) Ilocrtanosnenuem llpaButennbctBa Poccuiickoit @enepannu
3) PernmameHntom opraHuzanuu
4) WHcTpykuuei no Aeaonpou3BOACTBY OpraHU3aluN
5. Tlopsmok wucnoJib3oBaHusi wu3zoOpaxenusi [ocynapcrBenHoro repda Poccuiickoii
®engepanum Ha 0J1aHKAX JOKYMEHTOB YCTAHOBJICH:
1) TMonoxenuem o I'ocymapctBenHoM Tepbe Poccuiickoit deaepanmn
2) T'occrangaprom Poccun
3) denepaabHBIM KOHCTUTYIIMOHHBIM 3aKOHOM
4) PermameHTOM OpraHu3aluu
6. le1ronpoun3BoacTBo — 3102
1) TO ke, 4TO ¥ TOKyMEHTOO0OpOT
2) TO Xe, 4TO U TIOKyMEHTallMOHHOE 00ecrieYeHre yIpaBICHUs
3) TO Xe, UTO U JOKYMEHTHUPOBaHHE
4) nearenbHOCTH O (POPMHUPOBAHUIO JOKYMEHTOB B JIea
7. JOKyMeHTO0060pOT — 3TO:
1) BO3BpaTHOE JIBM)KEHHUE JIOKYMEHTA B MPOLIECCE €T0 JABMKEHUS B OpraHU3aliu
2) TO ke, YTO U JJOKYMEHTOIOTOK
3) IBWXKEHHUE TOKyMEHTa B OpraHU3al[ii C MOMEHTA €ro MOJAMUCAHUS 10 OTIIPABIICHUS
4) nBUKEHUE JOKYMEHTOB B OpPraHM3allMd C MOMEHTAa MX CO3JaHUS WM TOJIY4YEeHHUs [0
3aBepUICHUS UCIIOJIHEHUS WIN OTIIPABICHUS
8. lokyMeHT — 3TO0:
1) undopmanus, 3aKpeniaéHHas B MpOCTPAHCTBE U BpEMEHH Ha JUcTe OymMaru
2) cBeneHHs O COOBITUSIX, TMpOLIECCax, SBJICHUSAX, HE3aBUCUMO OT crocoba uX
MIpeICTaBICHUS
3) undopmanus, 3adpUKCUpOBaHHAs HA OyMa)KHOM HOCHUTEIE
4) 3adukcupoBaHHAas HAa MaTepuaIbHOM HOcUTene HWHGOpPMAIUMS C PEKBU3UTAMH,
MO3BOJISIOMIMME €€ UACHTU(PHUIINPOBATH
9. B cucremy OpraHu3anMOHHO-PACIOPAANTEIbHON JOKYMEHTALIUM BXOAUT:
1) ¢unancoBas noKyMeHTanus
2) OaHKOBCKas TIOKyMEHTalus
3) cnpaBo4HO-UH(OPMAIIMOHHAS JOKYMEHTAIHS
4) OTYETHO-CTaTUCTHYECKas TOKyMEHTaLHs
10. Opranu3anus padoTbl ¢ JOKyMEHTAMHU BKJIIOYAET:
1) noxymeHTHpOBaHHE
2) opraHu3anuio JOKyMEHT0000poTa
3) cOop undopmanuu
4) opranuzanuio pabouyero Mecra
11. O0bem 10KyMEeHT0000pOTa — 3TO:
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1) KoIMYEeCTBO BO3BPATHBIX JABMKEHHH JOKYMEHTA 32 T0J1
2) o0beM OJHOTrO Jeljia, YMHOXKEHHBIH Ha KOJMYECTBO JIeJ, 3aBEJEHHBIX B OpPraHM3alUU B
TE€YEHHE rojia
3) KONMYECTBO JOKYMEHTOB, IIOCTYNMBIIMX B OpraHU3allMi0 M CO3JaHHBIX €I B
ONPEACIEHHBIN IEPUO
4) mpowu3BeleHHE IO OJHOTO JINCTa TOKyMeHTa (popmata A4 Ha o0IIee KOJTUYECTBO
JIUCTOB JJOKYMEHTOB, IOCTYIIMBUIMX B OpPraHU3aLHIO 3a IO
12. PekBM3MT — 3TO:
1) TO ke, 4To U OIaHK TOKyMEHTa
2) oO1ee KOTUIECTBO CTPOK B IOKYMEHTE
3) o00s3aTeNbHBINA JIEMEHT JOKYMEHTa
4) cremneHp 3alUTHl JOKYMEHTa OT HOACIIKH
13. FOpuanueckasi cujia JOKyMeHTa o0ecrieYuBaeTCs:
1) wanmumem Ha OnmaHke n3oOpaxkeHus ['ocymapcTBerHoro repba Poccun
2) KOMIIETEHIIMEH U3aBIIEro ero opraHa
3) HamuuueM rpuda yTBepKACHUS
4) HanuyueM OTMETKHU 00 MCIOJHEHUH JTOKyMEHTa
14. HamMeHoBaHMe BHMJa [JOKYMEHTA, COCTABJECHHOI0 WJIM H3JIAaHHOI0 OpPraHM3aLHeH,
AO0JIKHO ObITH ONpe/IesIeHO:
1) NOMKHOCTHOM MHCTPYKIIHEH
2) Ilonoxxenuem 00 opranuzanuu (yCTaBoMm)
3) IIporokonom
4) WuCcTpyKIuei mo AeTonpon3BOICTBY
15. B cipaBo4HbIe 1aHHbIE 00 OPraHU3aUMU He BKJIIOYAeTCs:
1) mouToBHIH azpec
2) HoMep TenedoHa
3) OaHKOBCKHi1 CUET
4) HauMMEHOBaHUE BBILLECTOALICH OpraHu3alun
16. HenpaBuibHoe ogopmiienue aatel «aessaroe mas 2018 roga»:
1. 9 mas 2018 rona

2. 2018.05.09.
3. 09 mas 2018 .
4. 09.05.2018
17. Ilopsinok opopmiieHHs JAThI B PEKBU3UTAX JOKYMEHTA OINpPeIessieTcs:

1) Tlocranosnenuem llpaBurensctBa Poccuiickoit denepanuu
2) T'OCTom
3) Pacnopsoxkenuem Ipesunenra PO
4) Wnctpykuueil no Aea0npou3BOICTBY
J0JIZKHOCTD JTHIa, KOTOPOMY a/IpeCOBaH IOKYMEHT, YKa3bIBAKOT B:
1) WMEHUTETHLHOM TACKEe
2) naTeabHOM MajJexe
3) poauTETHHOM Ma/IekKe
4) BHUHHUTEIILHOM Majiexke
JIOKYMEHT MOKeT COAepPKATh:
1) omun agpecar
2) nBa aapecara
3) He Oosnee MATH apecaToB
4) wHe OoJee 4ETBHIPEX aJIpecaToB
20. DyieMeHTBI OYTOBOIO a/Ipeca YKa3bIBAKT B M0CJIe10BaTeIbHOCTH:
1) ctpana
obnacTb, Kpaii, peciyonuka
HAaCEJIEHHBIN ITYHKT
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yJIALIA, HOMEp JIoMa, HOMEP KBapTUPbI
HaUMEHOBaHUE ajjpecaTa
2) HaMMEHOBaHUE aJpecaTa
HACEJIEHHBIN ITyHKT
o0nacTe, kpai, pecryOiamnka
yJInLa, HOMep IoMa, HOMep KBapTHPbI
CTpaHa
3) HaMeHOBaHue ajipecaTa
yJIALA, HOMEp JIoMa, HOMEP KBapTHUPBI,
HACEJIEHHBIN ITyHKT
o0nacTsh, Kpai, pecryOianka
CTpaHa
21. Ilpu opopmiiennu rpuda yTBepiKIeHUs CJI0BO YTBEPKIAAI0 HMeeT CIeIYIOUni BH/:
1) VYr1Bepxnaro
2) «YTBepKIaro»
3) YTBEPXJAIO
4) «YTBEPXIAIO»
22. JlaToil npuka3a siBJIsIeTCH:
1) nara ero noanucanus
2) pnara ero BCTYIUIEHHS B CHITY
3) nara ero pacchbuUIKd
4) nara ero NoJy4YeHHs! CTPYKTYPHBIM MOJIpa3esieHueEM
23. AoopeBuartypa pexkBusuta OKY/l pacuin¢poBbiBaercs, Kak:
1) orpacneBoil kogupukaTop yHUPUIIMPOBAHHONW JOKYMEHTAI[UU
2) obuepoccuiickuil kiaccupukaTop yHU(UIIMPOBAHHBIX TOKYMEHTOB
3) oOmepoccuiickuii Kiraccu(GUKaTop yIpaBICHUISCKOW TOKYMEHTAIIUN
4) otpacneBoif KogudUKaTOp YIpaBICHUECKONW JOKYMEHTAIH
24. Ecim Ha [OKyMEHTe 3aroToBJIeHa MOANUCh HAYAJIbHMKA IOAPA3/JeJCHUs, a
NMOANHUCBIBAET JOKYMEHT €ro 3aMeCTUTe b, TO CJIeAyeT:
1) nmomedartaTh HPEIOT «3a» Mepea JOJKHOCTHIO HauallbHUKA
2) Hamucath OT PYKH MPEAJIoT «3a» Mepel] T0HKHOCThIO HayalbHUKA
3) MOCTaBUTH KOCYIO YEepTy Mepe JOIKHOCThIO HaualbHUKA
4) ucnpaBUTh M yKa3aTh HACTOSIIYIO JOJDKHOCTh M (DaMUIIMIO JIMIIA, MOJIMHUCHIBAIOIIETO
JIOKYMEHT
25. Ilpu odopmiiennu rpuda coriacoBaHus CJI10BO «COIJIACOBAHO» MMeeT CJeyIOIni BH/:
1) COI'JTACOBAHO
2) CormacoBaHO
3) «COI'TACOBAHO»
4) COTI'JIACOBAHO:
26. IIpaBuibHoe opopmiieHne paciiuppoBku moanucu B pexkpusure «lloanucnby»:
1) B.II. BanoB
2) B.MBanos
3) HBaHoB
4) UBanos B.II.
27.3aro10BOK K TeKCTY A0JKeH ObITh COIVIACOBAH C:
1) HauMMeHOBaHHEM BHUJA JOKYMEHTa
2) ¢ HaMMEHOBAaHWEM OpraHHU3allUy - aBTOpa JIOKYMEHTa
3) c maroi JOKyMeHTa
4) ¢ HaMMEHOBAaHHEM BBILIECTOAIICH OpraHU3aLUuu
28. OT™MeTKa 00 HCIIOJIHUTE € 10JIKHA BKJIIOYATH B celsl:
1) ®amwunuto 1 HoMep TenedoHa UCTIOTHUTENS
2) ®aMuIuI0 U MHULIKAAJIBI UCTIOTHUTENS
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29.

30.

31.

3) Haunuansl U GaMUIAIO UCTIOTHUTENS
4) Wuaunuanel, GaMuiInio 1 HOMep Tene(oHa UCTIOTHUTENS
IIpyn HampaB/jeHHMM NHUCbMA JOJLKHOCTHOMY JIMIY €ro J0JKHOCTh M (aMuiausi B
PeKBHU3HNTE «AlpecaT» YKa3bIBAlOTCHA:
1) B poauTenbHOM Majexe
2) B IMECHHUTEIHHOM TAJCKe
3) B JaTenbHOM Majeke
4) B TBOPHUTEIBHOM MaJIeXKe
PexBH3UT «3aro/I0BOK K TEKCTY» He HCIOJIb3yeTCs:
1) B mpukazax
2) B IIOCTAHOBJICHUSAX
3) B CONpOBOAUTENBHBIX MUCHMaX
4) B pacnopsKEHUSIX
Kakas nemoBasi Oymara HauMHaeTcs ¢ mectouMeHnus 1-ro auua?
1) mpuka3
2) 3asBIEHUE
3) IOBEpPEeHHOCTh
4) pesrome

32.B kakoM M3 Ha3BAHMI OMYlIeHA OIIN0OKA B MCNO0JIb30BAHUM MPONMCHON WJIM CTPOYHOMI

33.

34.

35S.

OyKBBI.
1) OproBckuil FOPUIUIECKHIIN KOJUIEK
2) Opnosckas mkona N 16
3) Poccmiickast akagemusi rocyaapcTBeHHOW cimyxObl mpu Ilpesupente Poccuiickoii
®denepannn
4) T'ocynapctBeHHas TpeTbskoBcKas rajepest
Kakast u3 npuBe1éHHbIX (PAMUJINH He CKJIOHSETCH.
1) Hlaxpait
2) lllep6a
3) Tkauyk
4) Hlam6unaro
Bbi0epuTe NpaBUJIbLHBIN BAPHAHT 3aK/II0YUTENbHON (hOPMYIIbI BEKINBOCTH B 1€JI0BOM
nMucbMe.
1) C yBaxxeHuem
2) Bcerna Bam
3) C yBaxeHuew,
4) C BBICOYANIIINM TIOYTECHUEM,
OTtMmeTbTE, KaKOE CJI0BOCOYETAHNE COOTBETCTBYET A3bIKY JOKYMEHTA.
1) 3aBOAUTH YTrOJIOBHOE JEJI0
2) BbICIIATh HAa PACCMOTPEHUE
3) BBIOATH KPEeIUT
4) BO3JOXHUTH KOHTPOJIb
36. C kakuM cJ10BOM Helb3s ynorpeouts yactuny HE:
1) HesBKka
2) HeWMeHue
3) HecoOmoIeHNe
4) Henpu3zHaHUE
37. Kakoe U3 NpUBeIEHHBIX CJI0B MOKHO YNIOTPeOJISITh B SI3bIKEe JOKYMEHTA:
1) meHcuoHepka
2) nupekTpuca
3) cekperapiia
4) cryaeHTKa
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38. OrmerbTe HeygauyHblii  BbIOOP GOpPMBI  MHOKECTBEHHOI'O

CYIIEeCTBUTECJIBHOIO:

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)

pekTopa
npodeccopa

JIOTOBOPBI

JIUPEKTOpA.

39. OT™MeTbTE €J10BO, KOTOPOE HANMCAHO MPABUJIbHO:
OC3MHUIINATUBHBIN

IIPEIBIHCYIBTHBIN

B3bIMAaTh

MEXBIHCTUTYTCKUIN

40. OT™MeTBHTE CJI0BO, B KOTOPOM JA0IYIIeHA OIUOKA:
OecriperieIeHTHBIN

KOH()MICHIINAIBHOCTh

KOHBIOHKTYPIIUK

FOPUCTKOHCYJIBT

41. OT™MeTBTE C10BO, B KOTOPOM J0NYIIeHA OIIHOKA:
aneIIsIus

JUIIEp

Uepkeccus

Tamn

42. OT™MeTBhTE, B KAKOM COKPALICHUH IOIYIIeHA OIIHOKA:
JIOJUI.

MIIpA.

3arc

IT.

43. OT™MeTbTe a00peBHATYPY MYKCKOIO poja:

LUK

TCXK

KOHECKO

CHI’

44. BoiOepuTe NpaBWIbHbINA BAPHAHT 0pOPMIIEHHS 1aThI B TEKCTE:
¢ 2008 10 2010 rox

B 2008/ 2009 rogax

¢ 2008 mo 2010 rozas!

¢ 2008 mo 2010 rox

45. OT™MeThTEe HeNPAaBHJIBHO 00pa30BaHHYI0 GOpPMY YHCIMTEIBHOIO:
OoJiee ABYXCOT JABAANATH YYACTHUKOB

C IBYMSICTaMH JIBa/ILATHI0 yYaCTHUKAMU

0 JIByXCTax IBaJIaTH y4aCTHUKAX

K IByCTaM JBaJLIaTH y4YaCTHUKAM

yucJjaa

46. Kakass u3 A3bIKOBBIX (PpOpPMYJ He COOTBETCTBYET CTPOro OQHUUHMAIBLHON
nepenucke:

CraBum Bac B m3BeCTHOCTB, UTO...

Yo6enurenbHo npocuM Bac pemuts Bompoc...
Ecnu Bam He TpyaHO, cooOmuTe, OXKamyicTa, ...
IIpurmamaem Bac npuHATE yyacTHe...

47. Kakue u3 KJ/I04YeBbIX CJ0B CONPOBOAUTEJHLHOI0 NHUCHbMa AaJpPecOBaHbl B
CTOPOHHIOI0 OPTAaHU3ALMIO:

[Ipencrasnsem Bawm...
Hamnpasnsem Bawm...
IToceuiaem Bawm...
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4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)

2)
3)

Bricbutaem Bawm...

48. OT™MeTBhTE, KAKOE CJIOBOCOYETAHNE MOKHO MCII0JIB30BATh B fI3bIKE JOKYMEHTA:
3aJ1efiCTBOBATh COTPYIHUKA

03BYUYHUTH TOUYKY 3PCHUS

IIPOIUCATh B IOKyMEHTE

BBITIOJTHUTD NTOPYYEHHE

49. B xakoM psiiy Bce CJ10Ba COYETAKTCS € IJ1aroJiaMu NpaBHIIbHO:
MOBBICUTH (TpeOOBaHUs, YCIIEBAEMOCTb, TOKA3aTENIN)

oKa3atb (MOAJIEP’KKY, BHUMAHHE, BPE)

YACHIEBUTH (TIPOIYKTHI, C€OECTOMMOCTD, TOBAPHI)

IIPUHUMATH (K UCTIIOJIHEHMIO, K CBEJICHUIO, MEPBHI)

50. OT™MeTBbTE, B KAKOM CJI0BOCOYETAHMH COJEPKUTCH FPaMMaTHYeCKas olIu0OKa:
3aIJIaTUTh 3a MIPOE3]L

OILJIATUTH I10 CUETY

3aMJIaTUTh JOJTH

YIUIaTUTh 3@ TOKYIIKY

51. OTmMeTbTe MJICOHA3M, KOTOPBIH MOKHO YIIOTPeO/ISITh B 1€J10BOM peyun:
KOHCEHCYC MHEHUH

aJIMMHUCTPATUBHOE YIIPaBJICHNE

TOPYKECTBEHHAsI LIEPEMOHHUS

NaMATHBINA CYBEHHUP

52.0T1™MeThTE, KAKOM U3 NPOU3BOJAHBIX MPEAJIOr0OB CleAyeT 3aMeHHUTh:

B cooTBeTCTBUY C 1OTOBOPEHHOCTHIO. ..

Ha ocHoBaHuM BBIIIECKA3aHHOTO. ..

Bcnenctue nmpeacTosimux BHIOOPOB. ..

bnarogaps ykazaHHBIM OOCTOSITEIbCTBAM. . .

53. B kakoMm cJ10Be JONYylIeHA OINOKA B HANIMCAHNH OKOHYAHMSA:

[To oxoHUaHMM CpoKa. ..

Ilo npenbpsABIEHUN TOKYMEHTA. ..

[To mpunére B a3ponopr. ..

Ilo nmpuesny B Mockay...

54. OTmeTbTE, KAKOE CJIOBOCOYETAHUE HE YIOTPeO/IsieTcsl B 1e10BOM peun:
UCIIOJTHUTEIBCKAS BJIACTh

MIPEJICTaBUTENIbCKHE PACXOIbI

KapAVHAIBHBIA BOIIPOC

KUTUIITHBINA (HOH/T

5S. lloHATHE «31EKTPOHHBIN JOKYMEHT)» OIpPele/IeHO:

®enepanbHbIM 3aKOHOM «O0 MHPOopMaIK, HHPOPMAIIMOHHBIX TEXHOJIIOTHUIX U O 3aIIUTe
UH(pOpMALIUN

denepanbHbIM 3aKOHOM «O0 3JIEKTPOHHOU IUPPOBON TTOTTHCH) )
denepanbHbIM 3aKOHOM «O0 3JIEKTPOHHOM JJOKYMEHTE)

56. Ilepeyenb 00s13aTeJILHBIX CBeIeHUH 0 JOKYMEHTAaX, MCIOJIb3yeMbIX B CHCTeMax

3JIEKTPOHHOI0 [IOKYMEHT0000poTa (peepajibHbIX OPraHoB MCIOJHUTEIBHON BJIACTH,
onpeesiéH:

1)
2)
3)

4)

TumoBoil  MHCTPYKUMEH IO  JENONPOM3BOACTBY B  (elepalbHBIX  OpraHax
VCIIOJIHUTEIIHON BIIACTH

@enepanbHbIM  3aKOHOM  «O  JTOKYMEHTAaIIMOHHOM OO0ECIIEYeHUH  YIpaBICHYECKOM
NEeSATEITBHOCTH

[TocranoBnenuem IlpaBurensctBa Poccuiickoit @enepannu «O0 yrBepxaenun IIpasui
JIeJIONPON3BOICTBA B (pe/iepalibHBIX OPraHax MCIOJIHUTEIbHON BIACTH»
Ilocranosnenuem IlpaButenscrBa Poccuiickon ®enepauuu «llomoxenue o cucreme
MEXBEJOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHTO000POTa»
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57. OpraHu3aTopoM MeKBEJIOMCTBEHHOI0 3JICKTPOHHOIO JOKYMEHT0000poTa
SIBJISIETCH:

1) ®enepanbHas ciayx0a oxpansl Poccuiickoit @eneparuu

2) Apnmunuctpanus [Ipesuaenra Poccuiickoii @enepanuu

3) Amnmnapart [IpaBurensctBa Poccuiickoit deneparyu.

4) I'maBHOe ympaBieHHe crienuanbHbIX nporpamm [Ipesnnenra Poccuiickoit denepanuu
58.CepTudukar KiI04Ya 31eKTPOHHON NM(POBOI MOANNUCH He BKIKOYAeT:

1) peructpaiioHHBIN HOMEp cepTU(dUKaTa Kiltoua MOIUCH,

2) cpok aeicTBus cepTH(UKaTa KIro4a HOAIHCH

3) cBeneHus O BiajeNbla cepTUdUKaTa KIH0Ya TOMUCH

4) OTKPBITHIH KIIIOY 3JEKTPOHHON ITU(PPOBON MOMHCH;

5) 3aKpbITHINA KIIIOY 3JIEKTPOHHOM LIM(POBOM MOANKCH

6) cBeneHUs 00 YIOCTOBEPSIONIEM IIEHTPE, BhIIABIIEM cepTU(UKAT KITI0Ya MOANCH;

7) cBeneHus 00 yCIOBUS NPU3HAHUS IOPUAMYECKOTO 3HAUEHUS IJIEKTPOHHOTO JIOKyMEHTa C
3JIEKTPOHHOM M (PPOBOI MOANUCHIO
59. Merananubie — 310:

1) o0s3arenbHbI KOMIOHEHT PETUCTPALIMOHHOM KapThl IOKyMEHTa

2) ojaHA U3 COCTABJISIONINX AJICKTPOHHON NU(POBOI TOATIHCH

3) uaeHTupUKATOp HH(POPMAIMOHHOTO  pecypca, MO3BOJSIOIMIMNA  YNPaBIsATh MM,
OCYIIECTBJIATh ITOUCK U XPAHECHHE

4) naHHbIE, OTIPENIEISIONINE IOPUANYECKYIO CHITY SJIEKTPOHHOTO JOKYMEHTa

5. Meroauyeckue MaTepuajbl 0 OCBOCHUIO TUCIUTLIMHBI

[Tpouiecc OCBOEHHMS MUCHUIUIMHBI CKJIAIBIBACTCA W3 JIEKIMOHHBIX U MPAKTHUYECKUX
3aHATUH, a TAaKKE CaMOCTOSTENHLHOW pPaboThl oOywarommxcsi. K dopmam camocTosiTensHOM
paboThl OTHOCATCA TIOATOTOBKA K MPAKTHUYECKUM 3aHATUSIM, IOBTOPEHHE JIEKI[MOHHOTO
MaTepuaia, MoAroToBKa K yCTHOMY OIMPOCY, MOBTOPEHUE MaTepralia JIIsl BBIMOJIHEHUS TECTOBBIX
3aJJaHUI ¥ BBITIOJTHEHNE KOHTPOJIBHOU PabOTHI.

Hapsny ¢ mnpociymmuBaHueM JIeKIMH M yd4acTUEM B OOCYXJAE€HHU IpoOJieM Ha
MPAKTHYECKUX 3aHATUAX, YUeOHBIN IJIaH MpeayCcMaTpUBaeT 3HAUUTEIbHOE KOJNYECTBO BPEMEHHU
JUIsL  CaMOCTOATENbHON paboThl. DTa paboTa CKIAABIBACTCS W3 M3YYCHHS CIELUATbHON
JUTEpaTyphl, B TOM YHUCJIE B CBSI3U C MOJATOTOBKOM K MPAKTUYECKUM 3aHATHSM, BBITOJTHEHHUS
JIPYTUX 3aJlaHui TpernojaBaTelisa, Pa3MEIICHHBIX B CHCTEME 3JIEKTPOHHOTO OOYyYeHHS BY3a,
BBITIOJTHEHHSI KOHTPOJIBHOU PaboTHI.

[Ipn wu3yueHun Kkypca, oOydaromuecs JJOJDKHBI YMETh II0JIb30BAaTbCcd W HAyYHOM
JUTEPATypOM ISl CaMOCTOSITEIbHON MOJATOTOBKHU K 3aHATHSAM. OOydaromuecs: Takxke TOJKHBI
HAy4YUThCS, HCIOJB3YyS pa3IMYHbIE Hay4Hble WCTOYHUKH, TIPAMOTHO C(HOpPMHUPOBATH MU
MOJATOTOBUTH CBOE HAYYHO OOOCHOBAHHOE U JIOTMYECKH HEMPOTHUBOPEUYMBOE BBICTYIUICHHE Ha
MPAKTUYCCKOM  3aHATUH, AHAJIM3UPOBATL KOHKPCTHBIC q)aKTLI 06IHCCTBCHHOﬁ KH3HU,
OCYIIECTBIISITH MPOTHO3 OTHOCUTEIHHO BO3MOXKHOTO HAIIPABJICHHS aHAM3a SKOHOMUYECKUX
poIeccoB, (OpMyIHPOBaTh U OOOCHOBBIBATh CBOE MHEHHUE. be3 sICHOTO MOHUMaHWsI OCHOBHBIX
MOHSITUI 00pa30BaTENbHBIN MpoIecc yeaoxkHsAeTcs. [ nosbieHus 3QpPeKTUBHOCTA 00yUEeHUS
HEOOXOJMMO HCIIOJIb30BATh CYIICCTBYIONINE TEPMHUHOJIOTHYECCKHE CIPABOYHUKH WU TOJIKOBEHIC
CJIOBapH.

BOHpOCBI JJISA CaMOCTOSTEILHOU MOATOTOBKH K 3aHATHUAM JICKIHHUOHHOTO, IPAKTUYCCKOT'O
TUTIOB, PEKOMEHJAIMK M0 HAMHMCAHWI0O NHCHbMEHHBIX pPAa0OT pa3MelleHbl B JJIEKTPOHHON
obpazoBarenbHOI cpene http://edu.alt.ranepa.ru.
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6. YueOHnasi iMTEpaTypa M pecypchbl HHPOPMALNMOHHO-TEJIEKOMMYHUKAIIMOHHOM CeTH

HNHuTepHer
6.1. OcHoBHas JMTEpaTypa
1. AoGymanze, 1. I'. JlokymeHTarimoHHoe oOecCIleueHHEe YIPaBICHUS MEPCOHAIOM :
yueOHUK M TpakTUKyM it By3oB / [. I'. AGynanze, U. b. Bempsokkuna, B. M. MacnoBa. — 2-e
u3n., mepepab. m gom. — MockBa : M3nmarensctBo FOpaiit, 2021. — 370 c. — (Bsicmiee

obpazoBanue). — ISBN 978-5-534-14486-4. — Tekct : snexTpoHHbIH // OOGpa3oBaTenbHas
wiardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/477699

2. Hoponnna, JI.A. Oprauzanuss W TEXHOJIOTHA  JIOKyMEHTAllHOHHOIO
o0ecrieueHus ympaBiieHUs : y4eOHMK © mpakTukyM s By3oB/ JI. A. JlopoHuHa,
B. C. UputukoBa. — MockBa: MW3parensctBo [Opaiir, 2021.— 233 c.— (Bsicuee

obOpazoBanme). — ISBN 978-5-534-04568-0. — Texkcr : anmexktponHbii // OOpazoBarenbHas
iatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/468850

3. Kyznenosn, U. H. JlokymMeHTallioHHOEe oOecrieueHue yMNpaBiIeHHUs MEPCOHAJIOM :
yueOHUK ¥ mpakTukyM Juist By3oB/ W. H. Ky3nenoB. — 2-e u3a. — Mocksa : M3naTenscTBo
Opaiir, 2021. — 393 ¢. — (Bricmee o6pazoBanue). — ISBN 978-5-534-14830-5. — Texcr :
NeKTpoHHbIH  //  OOpazoBarenbHas — mnatgopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/487704

4. [TaBnoBa, P. C. JlokyMeHTallMOHHOE OOecleYeHUe YNpaBJICHUs : YUYEOHUK JUIs
By30B / P. C. IlaBnoBa. — Cankt-IlerepOypr : JIanp, 2021. — 416 c. — ISBN 978-5-8114-6960-
4. — Teker: onexTpoHHBIH // JlaHp : 31IeKTpOHHO-OmOMMoTeuHas cucrema. — URL:
https://e.lanbook.com/book/173088

6.2. JlomosiHMTe/IbHAS JIUTEPATypa

1. Ky3Henos, N. H. JlokyMeHTalMoHHOE o0ecrieyeHne yIpaBJIEHUS.
JIOKyMEHTOOOOpPOT Y JIENONPOM3BOJACTBO :  Y4eOHMK M TPAaKTUKYyM Il BY30B /
W. H. Ky3nenoB. — 3-e u3a., nepepad. u gon. — Mocksa : M3garensctBo FOpaiit, 2021. —
461 c. — (Boiciiee oOpazoBanue). — ISBN 978-5-534-04275-7. — Tekct : 37eKTpOHHBINA //
OopasoBarenpHas mnatgopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/468462

2. IlysanoBa, H.H. Opranumzanys w  TEXHOJIOTHA  JTOKYMEHTAlHOHHOTO
oOecriedeHus1 yrpaBieHHs : y4eOHUK M mpakTukym s By3oB / H. H. lllyBanoBa. — 2-e u3g.,
nepepadb. wm gom. — MockBa: W3marensctBo IOpaiit, 2021.— 265c.— (Bsicmee

obpazoBanue). — ISBN 978-5-534-12358-6. — Tekct : snexTpoHHbIi // OOGpa3zoBaTenbHas
wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/469831

6.3. YueOHO-MeTOAMYeCKOe o0ecrieueHUEe CAMOCTOATEIbHON PadoThI

1. Ky3Henos, N. H. JlokyMeHTalMoHHOE o0ecrieyeHne yIpaBJIEHUS.
JIOKyMEHTOOOOpPOT Y JIENONPOM3BOJACTBO :  Y4eOHMK M TPAaKTUKYyM Il BY30B /
. H. Ky3nenoB. — 3-e¢ u3z., nepepad. u mon. — Mocksa : U3natensctBo Opaiit, 2021. —
461 c. — (Boiciiee oOpazoBanue). — ISBN 978-5-534-04275-7. — Tekct : 37eKTpOHHBINA //
OopasoBarenpHas mnatopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/468462

2. IlysanoBa, H.H. Opranumzanys w  TEXHOJIOTHA  JTOKYMEHTAlHOHHOTO
oOecriedeHus1 yIpaBieHHs : y4eOHUK M mpakTukym s By3oB / H. H. lllyBanoBa. — 2-e u3g.,
nepepad. wm gom. — MockBa: MWsmarensctBo IOpaiit, 2021.— 265c.— (Bsicmee

obpazoBanue). — ISBN 978-5-534-12358-6. — Tekct : snexTpoHHbIi // OOGpa3zoBaTenbHas
wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/469831

6.4. HopmaTuBHbBIE IPABOBbIEC JOKYMEHTBI
CripaBo4HO-UH(pOPMAIIMOHHBIE CUCTEMBI:

- http://pravo.ru/ TIpaBo
- http://www.kodeks.ru/ Koxekc

- http://www.consultant.ru/ KoncyneranT [lmtoc
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[lepuoanueckue n3aHUSL
- http://www.top-personal.ru — XXypHnan «/lenonpousBoicTBO»

6.5. UuTepHeT-pecypchbl
http://alt.ranepa.ru/ opunmanbHeIil caiiT AnTaiickoro gunnana PAHXul'C

http://www.iprbookshop.ru/ DnexrponHo-6ubmmoreunas cucrema IPRbooks

7. MaTtepuajibHO-TeXHUYecKass 0a3a, HH(POPMAIMOHHBbIE TEXHOJOITHMH, MPOrpaMMHOe
o0ecnieyenne 1 MHGOPMAIMOHHBbIE CIIPABOYHbIE CHCTEMBI

Hdns  oOecrieueHust y4eOHOro mporecca IO AUCHUIUIMHE —«J{OKyMeHTalnoOHHOE
oOecriedeHne YIpaBIeHUS W DIICKTPOHHBIH JTIOKYMEHTOOOOPOT B cdepe 3ApaBOOXPAHCHUS
(bHJIPIaJI pacmoJiaract y‘-I€6HBIMI/I AyAUTOPUAMU JIA NPOBCACHUS 3aHATHU JICKITMOHHOI'O THIIA,
NPAaKTUYECKUX 3aHATHUH, TPYIOBBIX M WHIWBUAYAIBHBIX KOHCYJIBTAIIUH, TEKYIIETO KOHTPOJIS U
HpOMG)KyTO‘IHOfI arrecrainumu, a TaKKC IIOMCIICHUAMU JIA CaMOCTOSTEIbHOU pa6OTBI u
MOMEIICHUSIMH JUTSI XPaHEHUST U POQHUIAKTHYECKOTO 00CITY)KUBAHHSI YIeOHOTO 000PYI0BaHMS.
.HCKI_[I/IOHHBIG AyJUTOPUN OCHAIICHBI BUACOIMPOCKIMOHHBIM 060py,[[OBaHI/ICM AJI1 TIPOBCACHUA
Hpe3eHTaIIPII>i, a TaKKE CpEACTBaAMM 3BYKOBOCHPOU3BCACHHA, INOMCHICHUA I IMPAKTUYCCKUX
3aHATUN YKOMILUIEKTOBaHBI y4eOHOU MeOelblo; OMOIMoTeKa pacmoiiaraeT pabounuMu MECTaMH C
AOCTYIIOM K OSJICKTPOHHBIM OMOIMOTEUYHBIM CHCTEMAM W CETH HUHTCPHCT. Bce yqe6HLIe
AyAUTOPUN OCHAIICHBI KOMIIBIOTCPHBIM O60p}’I[OBaHI/ICM U JIMIOCH3UWOHHBLIM IIPOrpaMMHBIM
obecneuennem: MS Windows, MS Office, CDJ] «lenoy.
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