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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

,Z[OKYMCHTOO60pOT» obecrnicunBaeT OBJIAZAICHUC CJICAYIOIIUMU KOMIICTCHIIUAMMU

JIOKYMEHTO000pOT U

JIETIOBYIO MIEPETIUCKY C

rpaKJaHaMU U
BHEIIHUMHU

opranusanusimMu, B TOM
YHUCJIC HAa UHOCTPAHHOM

A3BIKE U/WUJTH C
HCII0JIb30BaHNUEM
MH(pOPMaLMOHHO-

TCJIICKOMMYHHUKAIIMOHH

BbIX TEXHOJIOTUH

Kon HanmenoBanue Kon xommnonenTa HaunmveHnoBanne KOMIOHEHTa
KOMIIETESHIIHH KOMITETEHIINH KOMITETCHIINU KOMITETCHIINU
IIKp-6 Cnocoben [TKp-6.1 CrniocobeH onTUMHU3UPOBATH
OCYIIECTBIISTH JIeTIOBBIE TIPOLIECCHI B
ONTUMM3ALIMIO JIEJIOBBIX OpraHu3aliy, UCIIONIb3YS
MPOLECCOB, nH(pOpMaAITMOHHO-
OpPraHU30BBIBATh TEJIEKOMMYHUKAI[HOHHbIE

TEXHOJIOTUHU IIPU
OpraHu3aIluH
JIOKyMEHTO0000pOTa, B TOM
YUCIIe HA UHOCTPAHHBIX
SA3bIKax

1.2. B pe3ynbTate OCBOCHUS AUCHMILINHBI Y CTYACHTOB JOJKHBI ObITh CHOPMHUPOBAHBDI:
OTD/TD Konx xomnionenTa PesynbTarsl 00yueHus
(npu Hanuuuu KOMIIETCHIIUU
npogpcmanoapma)/
TPYyOBBIE WU
npogeccuoHaIbHbIE
NEUCTBUS
[TKp-6.1 Ha YPOBHE 3HAHUIA:

3HAHUs B 00JIACTH OpraHu3aluu JOKYMEHTO000poTa U
N1EJI0BOY TEPENTUCKH

Ha YpOBHE YMEHUM:

HCIIOJIb30BATh nH(pOpMaAITMOHHO-
TeIeKOMMYHUKAI[MOHHbIE TEXHOJIOTUH npuy|
OpraHu3alMM JOKYMEHTO0OOpOTa, B TOM 4YHCIE Ha|
MHOCTPAHHBIX SI3bIKAX

Had YPOBHC HABBLIKOB:
OCYHICCTBJIATL ONTHUMU3AHUIO IOCJIIOBLIX IIPOLIECCOB,

OpPraHHU30BbIBATH  JOKYMEHTOOOOPOT U  JENOBYIO
[EpeNUCcKy €  TpakJaHaMM U BHEIIHUMY|
OpraHu3alMsIMU

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

N3 Hux:




- 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.;

- camocTosiTenpHas padora odyqaromuxcs: 90,75 ac.u./121 ak.4.;

- IPOMEXYTOYHas aTrecTanus: 6,75 ac.u. /9 ak.4.

Jucuunnuna b1.B.06 «/lokymeHTanmoHHoe obOecriedeHre yNpaBieHUsI U AJIEKTPOHHBIN
JOKYMEHTOOOOPOT» OTHOCHTCS K JUCHMIUIMHAM BapUaTHBHOM 4YacTH 0O0pa3oBaTeIbHOM
nporpaMMbl. OGyyaronMMICs TUCIUILUIMHA ocBauBaeTcs Ha 1 kypce B 1 u 2 cemecTpax.

3. CopepxaHue U CTPYKTYpa AUCHUIIIHHBI

3aounan ¢popma odyuenun

HaunmenoBanue tem O0beM AUCHUILIMHBI (MOAYJISA), Yac. dopma
U/WJIM pa3/iesioB Bceero KonrakTHas padora (0 TeKyLIero
o0y4Jaromuxcs ¢ KOHTPOJISI
Ne n/m npemnojgaBarejiemM yCIeBaeMoCTH
10 BUJAM YUeOHBbIX 3aHATHIA *,
JI/ JIP/ 3/ KC NMPOMEKYTOYH
AOT A0T A0T | P 0l aTTecTalUK
Pazgen 1. [IpaBoBble 1 HOPMATHBHO-MeTOANYECKHE OCHOBBI IOKYMEHTAIIMOHHOT 0 00ecreYeHHs
ynpaBJieHUsl

OCc0OEHHOCTH |
MIPUHITUTIBI BEJCHUS
JICJIOTIPOU3BOJICTRA U
1 3JIEKTPOHHOTO 23 1 2 20 (0]
TIOKyMEHTO000pOTa B
YUPESKISHUIX
3/IpaBOOXPaHCHUS

3aKoHOAATENIbHBIE
aKTBhl 1 HOPMAaTUBHO-
METOANYECKHE J10-
KYMEHTHI,
perJIaMeHTUP YOI
JOKYMEHTAIIHOHHOE
obecnieuenue B chepe
3[IpaBOOXPaHEHHS

21 20 KP

TpeGoBanus K
0 OpMIICHUIO
3 OpraHU3aluOHHO- 24 2 2 20 O, T
PaCTIOPSTUTETBHBIX
JIOKYMEHTOB,

CrnyxeOHas
nepenucKa

4 22 21 KP

Paszpgen 2. Opranusanus padoTsl ¢ JOKYMeHTaMu B c(epe 31paBooXpaHeHHs U B YCJIOBHMAX BHePEeHUs
3J1eKTPOHHOI0 JOKYMEHT0000poTa

TpeboBanus K
OpraHu3aInu
3NIEKTPOHHOTO
JOKyMEHTO000pOTa B
YUPEHKACHUSIX
3/IpaBOOXPaHEHHUSI

23 1 2 20 O, T

6 Opranuzanust paboThI 22 2 20 T3
apxuBa B
YUPEKIACHUSIX
3/IpaBOOXPAHCHISI B




YCIIOBHSIX Tepexoa
Ha 3JICKTPOHHBII

JOKYMEHTO00OPOT.
[IpomMexyTouHas aTTecTanus 9 OK3amMeH
Bcero: 144 4 0 8 2 121

*[Ipumeuanue: gopmvl mexyweco Koumpons ycnesaemocmu onpoc (0), mecmogoe 3adanue (1),
munogoe 3adanue (13), konmponvrasn paboma (KP).

Conep:xaHue TMCUHUILIMHBI

Tema 1. Oco0eHHOCTH M NPHHIUIBI BeJeHUs JeJONPOU3BOACTBA M YJIEKTPOHHOIO
AOKYMEHT0000pOTa B YUpeKAeHUSIX 31PABOOXPAHEHNS.

JlokyMeHTallMoOHHOe ~ obOecrieueHre  ympaBleHHs B cdepe  37paBOOXPAHEHUS:
OCOOCHHOCTHM, MPUHIUIBI M TpaBuUja OpraHM3alMHU. 3aadyd U (QYHKIUHA  CITYKOBI
JOKYMEHTAI[HOHHOTO OOECIeYeHnsI M OTBETCTBEHHBIX 3a OpraHH3alMiOo JeONPOU3BOJICTBA B
yupexaeHuu. OpraHuzanusi  3JIEKTPOHHOTO  JOKyMeHTooOopoTa. OCHOBHBIE — TOHATHUS
3JIEKTPOHHOTO AETO0Npou3BoAcTBa. CHCTEMBI aBTOMATH3AIMHU JIETIOTIPOU3BOICTBA. DIIEKTPOHHBIN
JIOKyMEHTOOOOPOT.

Tema 2.3akoHoaaTe/ibHble aKThl MW HOPMATHBHO-MeTOAHMYECKHE TOKYMEHTHI,
perjiaMeHTHPYIOLMe JOKYMEHTallMOHHOe o0ecnieueHne B cdepe 31paBOOXpPaAHEHUsI.

CoctaB HOpPMaTHBHO-TIPABOBOM 0a3bl JENONPOU3BOACTBA, CUCTEMHBIH MOIXOA K JOKY-
MEHTHUPOBAHUIO U OpraHu3anuu padoThl ¢ JoKyMeHTamu. Ponp @DenepanbHOro apXWBHOTO
arenTctBa Poccun B (OpMHpPOBAaHMM HOPMATHBHBIX OCHOB JeNONpou3BoacTBa. IIpobiembl
roCy/IapCTBEHHOI'O PETYJIIMPOBAHUS B 00JIACTH IOKYMEHTALMOHHOTO 00eCIIeYeHHsl YIIPaBICHUSI.

Tema 3. TpeGoBanusi K O0QOPMJICHHIO OPraHM3AIHOHHO-PACIIOPSANTEIbHBIX
AOKYMEHTOB.

IMonrotoBka u odopmileHHEe OpraHU3alMOHHO-PACTIOPATUTEILHON JIOKYMEHTAIHH.
TpebGoBanus k OjaHKaM CITy>KEOHBIX JTOKYMEHTOB. Buibl O1aHKOB. YTIIOBOH M MPOAOTBHBIN
CIOCOOBI PACIIONOKEHHU PEKBU3UTOB Ha OJIaHKE CIIy>)KeOHOTro JOKyMmeHTa. ['epOoBbie OnaHKH,
nopsaok pabotel ¢ HuUMHU. [loHATHe «pekBU3UT noKyMeHTa». CoctaB pekBH3UTOB. OOIue
TpeOoBaHUs K O0(OPMIIEHHIO PEKBH3HUTOB CIIY)KEOHBIX TOKYMEHTOB. OCOOEHHOCTH O(POPMIICHUS
AJIEKTPOHHOTO JOKyMEHTa. THIMOBOI cOCTaB PEKBU3UTOB OPraHU3AIMOHHBIX JOKYMEHTOB.
TumnoBoii cocTaB peKBU3UTOB PACTIOPSAAUTENBHBIX JOKYMEHTOB.

Tema 4. Ciry:keOHasi nepenucka.

CocraBnenne U  O(OpMIIGHHE  CIIPAaBOYHO-MH()OPMAIIMOHHOW M CIIPaBOYHO-
AQHAJIMTUYECKON JTOKyMEHTALlUU: aHAJMTHUYECKHe, JOKIAIHbIe, CIy>KeOHbIE, OOBSICHUTEIbHbIC
3aIlUCKH, TPEICTABICHUS, 3aKII0UeHUs, epeuHu. [IoHsATHe U CTPYyKTypa CiIy>KeOHOTo MHChMa.
Knaccudukanus cimyxeonprx nucem. CoctaBieHue u opopMiieHHE JAEIOBBIX iceM. TpeboBaHus
K CTHIIO ¥ OQOPMIIEHHIO TNHCHMAa-NPOCHOBI, COMPOBOJMTENBHOTO IHChbMa, MUChMa-
MOATBEP)K/ICHUS, TAPAHTHUIHOIO MUChbMa W JPYTUX BUIOB MHCEeM. YHU(UKALUS TEKCTOB CIYy-
KEOHBIX MTUCEM.

Tema 5. TpeOoBaHusi K OpPraHu3alMU 3JJEKTPOHHOIO JOKYMEHTO000pOoTa B
YUpe:KIeHHUsIX 3APABOOXPAHEHMS.

Kpurepun otbopa nmporpaMMbl 3JI€KTPOHHOTO JTOKyMeHTooOopoTa. [IpuHImmb! paboThl ¢
nokymeHtamu B COJI «llemo». PaccmorpeHne u coriacoBaHuE€ 3JEKTPOHHBIX JOKYMEHTOB.
[lopsimox paccMOTpeHUst JOKYMEHTOB pYKOBOJICTBOM M JIOBEACHHUSA JOKYMEHTOB IO
ucnonauteneil. [lopsaok MekBEJOMCTBEHHOTO WH(POPMALMOHHOTO OOMEHa B CHCTEME JJIEK-
TPOHHOTO  JTOKYMEHTOO0OpOTa. ODJEKTpPOHHbIE TMOANUCH: KiIaccuUKauusgs U  TMOPSA0K
npuMeHenus. CHucTeMaTH3allMd M OpraHU3alys ONEpPaTHBHOTO XpAHEHUs JIOKYMEHTOB B
AJIEKTPOHHOM BHjJe. BeneHue nenomnpousBOACTBa MO OOpalleHUsIM TpakIaH C MPUMEHEHHEM
MH(POPMALMOHHBIX TEXHOJIOTHH.

Tema 6. Opranuzanus padoTbl apX¥Ba B YUPEKICHUSAX 3PABOOXPAHEHHUS] B YCJ0-
BHSX Nepexo/ia Ha 3JIeKTPOHHbIH JOKYMEHT0000pOT.
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CocraBieHue u O(OpMIECHHE OCHOBHBIX YUYETHBIX M OpPraHMU3aIMOHHBIX JTOKYMEHTOB
apxuBa B YYpEXKJICHUHU 3IPaBOOXPAHEHHUA: MOJIOKEHHS OO0 apxuBe, IUIaHa pPabOTHI apXHBa,
rpaduka nmpueMa JOKyMeHTOB U T. 1. CocTaBieHne U oopMIIeHHE TOAOBBIX Pa3/ieioB CBOIHOM
ONUCU JIeN, XpaHsmuxcs B apxuBe. llpaBuna opraHuzaluy XpaHEHUS JIOKYMEHTOB B
BEJIOMCTBEHHOM apxuBe. OCHOBHBIE O0S3aHHOCTH OTBETCTBEHHOTO 3a OpraHU3aIlUI0 pabOThHI
apxuBa. OCOOEHHOCTH OpPTaHU3alUK APXUBHOTO XPaHEHUsI 3JICKTPOHHBIX TOKYMEHTOB U JEIl.

4. MartepuaJjibl TeKylIero KOHTPOJIA yCIIeBAeMOCTH 00yYAKOIIUXCH M OLlEHOYHbIe
MaTepHAaJIbl IPOMEKYTOYHOM ATTECTALUHM 110 JTUCHMILIMHE

B xome peammzaummum aucrumiuHel  B1.B.06  «/lokymeHTanmonHoe —oOecnieueHue
YIPABJICHUS U 3JIEKTPOHHBIM TOKYMEHTOOOOPOT» UCIOJIB3YIOTCS CIEAYIOIINE METOABI TEKYIIETO

KOHTPOJIA YCIICBACMOCTH o6yqaronmxc51:

Tema u/unm paznen

Meroasl TEKyLIETO KOHTPOJIS

yCIEBAEMOCTH
Tema 1. IIpu npoBeneHUH 3aHATHN JIEKIMOHHOIO THUIIA!
Oco0eHHOCTH M IPUHLUIIBI BEAECHUS JEKUUsl — JUCKYCCHsA; IIPH  INPOBEACHUU
JEJIONPOU3BOICTBA U JJIEKTPOHHOIO IIPAKTUYECKUX 3aHATUHI: OIIPOCHI; P KOHTPOJIE
JOKYMEHTO000POTa B yUPEKACHUAX pE3yJIbTaTOB CaMOCTOSITEJILHOU paboThI

3/1paBOOXpaHEHUs

00yYaroumxcsi: OMpoCHI.

Tema 2.
3aKoHOIaTeIbHbIE aKThl 1 HOPMATUBHO-
METOANYECKUE JOKYMEHTHI,
periiaMeHTUPYIOLUE JOKYMEHTAITMOHHOE
obecrieueHure B chepe 31paBoOXpaHEHUS.

[Ipn xOHTpONE PE3yabTaTOB CaMOCTOSTEIBHON
paboThl 00yYaIOIIKXCsl: KOHTPOJIbHAS padoTa.

Tema 3.
TpeboBanus k ohopMICHHIO
OpTaHU3AIOHHO-PACTIOPSAUTENEHBIX
JTOKYMEHTOB

[Ipy npoBeneHNH 3aHATHI JIEKIMOHHOIO THUIIA!

JeKOUsA —  AUCKYCCHUS; npu IMPOBEACHNUU
MPAKTUYCCKUX 3aHSATHIH: OIIPOCKEI, TECThI; IIpH
KOHTpPOJIC pe3yJIbTaTOB CaMOCTOSITEIbHOM

paboOThI OOYYAFOIIUXCSI: OMPOCHI.

Tema 4. CnyxeOHast nepenucka

[Ipu xoHTpoJIe pe3yabTATOB CaMOCTOSATEIBLHON
paboThl 00yYAIOIIKXCsl: KOHTPOJIbHAsS padoTa.

Tema 5. TpeboBaHus K OpraHU3aIUU
AJIEKTPOHHOTO IOKYMEHTOO00pOTa B
YUPEXKIACHUAX 31PaBOOXPAHCHHUS.

HpI/I MMPOBCACHNN 3aHATHH JIEKITMOHHOI'O THUIIA:

JeKIHUsT — JUCKYCCHUS, TIPH TIPOBEICHUU
MPaKTUYECKUX 3aHATUI: ONPOCHI; IPU KOHTPOJIE
pe3yNbTaToB CaMOCTOSITENIbHOM paboThI

o6yqa101uﬂxc>1: OIIPOCHhI, TCCTHI.

Tema 6.
Opranuzanust paboThl apXHBa B
YUPEXKICHUAX 3PAaBOOXPAHEHNUS B YCIOBHAX
nepexo/a Ha 3JIeKTPOHHBIM JOKYMEHT0000-
pOT.

[Ipu koOHTpoOJIE pE3yJIbTATOB CaMOCTOSITEIBLHOM
paboTel  OOYYAIOIIUXCS: PEIICHHE THUIIOBBIX
3ajad.

DK3aMeH MpOBOJUTCS C IPUMEHEHHEM CIEQYIOIUX METOA0B (cpeActB): B (dopme
YCTHOTO ompoca 1o oOwieram. buier mpeamnonaraeT TEOPETUYECKHM BONPOC M MPAKTUUYECKOE

3a/1aHue.

Martepuajbl TeKylIero KOHTPOJIsi yCIeBaeMOCTH 00y4aroInXcH

TunoBble OLleHOYHBIE MaTePHAJIbI MO pa3aeny 1




10.
11.

Tunosbie BOpocskl AJs onpoca
HazoBute  HOpmaTuBHO-TipaBoBble  akThl  ((penepanmpubie  3akoHbl, ['OCThI),
periaMeHTHPYIOLe JOKYMEHTAIMOHHOE 00eCIeYeHUE YIIPaBICHHS.
Kakoit  I'OCT  permameHtupyer  mpaBwia  OQOpMJIEHHMS  OpPTaHU3aLMOHHO-
pacnopsAUTENbHBIX TOKYyMEHTOB?
YTo Takoe peKBHU3UT U KaKO€ KOJNYECTBO PEKBU3UTOB persiameHTrupoBano ['OCT 7.0.97-
20167
HazoBuTe THIOBON cOCTaB pPEKBU3UTOB OPraHM3AlMOHHBIX JOKYMEHTOB (ycCTaB,
MIOJIOKEHHE, TPaBUJIa, UHCTPYKIMH, PETJIAMEHT).
HazoBute  TUMOBOII ~ cocTaB  PEKBU3UTOB  PACIOPSIUTENBHBIX  JTOKYMEHTOB
(moctaHoOBIIEHHE, PACIOPSDKEHUE, IPUKA3, PEILICHHE).
HazoBuTe THMOBON CcOCTaB pPEKBU3UTOB HH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB
(IpoTOKOII, aKT).
Ha3oBute THIIOBOM COCTaB PEKBU3UTOB JEIIOBOTO MTACHMA.
HazoBure mpaBuna odopmienuss pexBusutoB (repd (I'ocymapcTBeHHblii  repO
Poccuiickoit  ®enepammu, T1epd cyObekta  Poccuiickoit  denmepanuu, repd
(repanbIuyecKkuil 3HaK) MYHHUIHMIIAIBHOTO 00pa3oBaHus); SMOJIeMa M TOBApHBIA 3HAK
(3HaK oOcmykuBaHUA);KOA (OPMbI JOKyMEHTa; HaMMEHOBAaHHWE OpraHU3allMy - aBTOpa
JOKYMEHTa; HAaMMEHOBAaHUE CTPYKTYPHOI'O TNOJpa3ACiEHUs] - aBTOpa JIOKyMEHTA;
HAaUMEHOBAaHME JOJDKHOCTH JIMIIA - aBTOpa JOKyMEHTa; CIpaBOYHbIE MJaHHbIE 00
OpraHM3alMy; HaMMEHOBAaHUE BMJA JOKYMEHTA; JaTa JOKYMEHTA; PErHCTPAallMOHHBIN
HOMEp [JOKYMEHTA; CChbUIKAa Ha pPETUCTPALMOHHBIA HOMEp M JaTy MOCTYNHBILIErO
JOKyMEHTa; MECTO COCTaBJICHHs (M3aHUs) JOKYMEHTa; TpH(] OTrpaHHYEHHUs JI0CTyNa K
JNOKYMEHTY; ajapecaT; Ipud YTBEpKIEHHUS [IOKyMEHTa; 3arojoBOK K TEKCTy; TEKCT
JOKYMEHTa; OTMETKa O NMPHJIOKEHHH; TPUQ COTIacCOBaHUS JOKYMEHTA; BU3a; MOAINUCH;
OTMETKa 00 DJEKTPOHHOM MOJNIMUCH; IeyaTh;, OTMETKa 00 HCIOJHUTENe; OTMETKa O
3aBEpEHUH KONMHM; OTMETKA O IIOCTYIUIEHMHM JIOKyMEHTa; pEe30JIIOIHs; OTMETKAa O
KOHTpOJIE; OTMETKA O HalpaBJI€HUH TIOKyMEHTa B JIEJIO).
HazoBute Bupl 0J1aHKOB JOKYMEHTOB.
HazoBuTte coctaB pekBU3UTOB OTaHKa JOKYMEHTA (IMPOIOIBHBIN, YTIIOBOH).
Kaxue npaBuna coznanus 1okyMmeHTOB Bbl 3HaeTe?

Tunosble 3aJaHuA
[Ipoananu3upyiite ONaHKKW CIY>KEOHBIX MHCEM MEIUWIUHCKAX OpraHu3aluii Ha

cootBerctBue 'OCT 7.0.97-2016.

[Ipoananusupyiite ciy’)keOHOE€ MHUCHMO, BBISIBUTE OIIMOKH, [OMYILICHHbIE IPU €ro
COCTaBJICHUH U O(OPMIICHUU.

Hanummre nucbMo OT MMEHM HadallbHUKA OTAENA KaJpOB MEIUIMHCKOIO YUPEXKICHHUS
(pexBu3uTHl mpuaymaiite camocrtosatenbHo) H.A. bonotoBoit B aapec ObiBiero
corpynauka P.A. IletpoBa c yBegomieHHEM O HEOOXOIUMOCTH 3a0paTh TPYAOBYIO
KHIOKKY. Coo0IuTe B MHCHbME, YTO MPHU HEBO3MOXKHOCTH SIBUTHCS JMYHO BBl MOXKETE
nepenaTh TPYAOBYIO KHIDKKY KoMy-1u00 u3 poactBeHHHKOB [lerpoBa. Anmpec Ilerposa:
656043, r. bapnayn, yi. [lananunues, 12, kB. 45.

Bbl — COTpYyOHMK MEAMIMHCKOTO YUYpeXIeHUs (BbIOEpUTE MJOJDKHOCTH Ha CBOE
ycmotpenne) JLII. TlerpoBa. HeoOxoammo Hamucath AOKIAAHYIO 3alMCKy HAa WM
rnaBHoro Bpaua P.M. TokapeBa 1o NmoBOJy CHUCTEMaTH4ECKOTO HapyIIEHUs TPYIOBOU
JUCHUIUIMHBL  3aBenyromnM  ckinaga  A.b.  JlanteBeiM. KoOHKpeTHblE HapylIeHUs
MPUAYMATh CAMOCTOSITENBHO.

TunoBble OlleHOYHbIE MATEPHAJIBI 110 pa3esy 2



Tunosbie 3a1aHuA

1. Ha ocHOoBe aHanm3a MpenyioXKEHHOW HOMEHKIATYphl 1el, pa3paboTaiiTe mepedeHb
JIOKYMEHTOB, KOTOPBhIE€ MOKHO NEPEHECTH Ha JIEKTPOHHBIM HOcuTeab. OOOCHYHTE CBOU
MIPEIIOKEHUA.

2. Ilpoanamm3upyiiTe  mporecc  mepexoja OT  OyMaXHOTO K  CMEIIAaHHOMY

JTOKYyMEHTO000pOTY (OyMa’KkHOMY C 3JIEMEHTaMH JIEKTPOHHOTO JOKYMEHTO000pOTa) WK
K 9JIEKTPOHHOMY JJOKyMEHTOOOOpOTY B BariiemM MeTuIIMHCKOM YUPEKICHUH.

[Tapamerps! aHanu3a:

periiaMeHTanusl MPUMEHEHHS JICKTPOHHBIX JOKYMEHTOB M OpPraHH3alid AJIEKTPOHHOTO
JOKYMEHTOO0OpOTa B HWHCTPYKLIMH TIO JEJIONPOM3BOJICTBY, B HOMEHKIAType [ell
OopraHu3anyu. Hannuwne B opraHu3alv MCPEUYHA AJOKYMCHTOB, CO3JaHUC W XPAHCHUC
KOTOPBIX JIOJDKHO OCYIIECTBIISITHCS HA DJICGKTPOHHOM HOCHUTEIIE;

MOPSIIOK CO3JTAaHMS AIIEKTPOHHBIX TOKYMEHTOB M TPHUMEHEHHS AJIEKTPOHHON TIOITHCH;
opranu3anusi padoThI C MIEKTPOHHBIMU JTOKYMEHTAMH;

poOJIEMBI, 3aTPYAHSIONINE MTPOIIECC Mepexo/ia K 6e30yMaKHOMY JIOKYMEHTOO00POTY.

3. Onumute NopsAoK ¢opmupoBaHuss U opopMIIEHHS SIEKTPOHHBIX JAen. [loaroroBeTe
AJIEKTPOHHBIE JJOKYMEHTHI K ApXUBHOMY XPaHEHHIO.

4. HVcnonbp3oBaHUE SJEKTPOHHBIX MOJMUCEH: KiaccuuKalus H TMOPSIOK MPUMEHEHHS.
CucremaTtu3zanus ¥ OpraHu3alys ONEPaTUBHOTO XpPaHEHUs TOKYMEHTOB B AJIEKTPOHHOM
BUJIE.

5. Kpurepuu BsIOOpa mporpamMmbl 2JIEKTPOHHOTO JOKYMEHTO000pOTA.

OueHovHbIe MAaTEPHAJIBI IPOMEXKYTOYHOM aTTeCTAIUN
Kon HanmenoBanune Kon HanMmenosanue KOMIIOHEHTA
KOMITETEHLIUU KOMIIETEHIIUH KOMITOHEHTa KOMITETEHIIUU
KOMITETCHIIUH
[TKp-6 Cnocoben [TKp-6.1 CriocobeH onTHMHU3UPOBATH
OCYIIECTBIISTh JIEJIOBBIE MTPOLIECCHI B
ONTUMU3ALIUIO JIEJIOBbIX OpraHu3alMH, UCTIONb3YS
MPOIIECCOB, nH(pOpMaAITMOHHO-
OpraHU30BbIBATH TEJIEKOMMYHUKAIIHOHHbIE

JIOKyMEHTOOO0OPOT 1
JIEJIOBYIO TIEPEITUCKY C
rpakJIaHaMU U
BHCIITHUMH
OpraHu3alMsIMH, B TOM
qrcIie HA THOCTPAaHHOM
SI3BIKE W/ WU C
HCIIOJIb30BAHHEM
nH()OPMAITMOHHO-
TEJICeKOMMYHUKAIMOHH
BIX TEXHOJIOTHit

TEXHOJIOTUH TIPH
OpraHu3aluu
JIOKyMEHTOO000pOTa, B TOM
YHUCJIC HAa UHOCTPAHHBIX
SI3BIKAX




KommnoneHT WNunukatop Kpurepuii onieHuBanus
KOMIIETEHIINH OLICHUBAHUs
[1Kp-6.1 Bnaneer unpopmanmonno- | 1. [IpoeMOHCTPUPOBAHO 3HAHHE
TEJIEKOMMYHHUKAIIMOHHBIMU | THPOPMALIMOHHO-
TEXHOJIOTHSIMH B IIEJISAX TEJIEeKOMMYHUKALMOHHBIX TEXHOJIOT U,
JIOKYMEHTAllMOHHOT O UCIIOJIb3YEMBIX B LEeJsIX
oOecrieueHus ynpaBieHUusl | JOKYMEHTallMOHHOI'O o0ecrnieueHus
Y OpTraHu3aluu yIpaBICHUS u OpraHU3aLMH
JJIEKTPOHHOT O 3JIEKTPOHHOI'0 I0KyMEHTO000pOTA.
JOKyMEHTOO00pOTA. 2. [IponemoHCTpUpOBaHO  BIaJECHUE
Bnageer nnoctpaHHbIM MHOCTPaHHbIM SI3BIKOM B LEJISIX
S3BIKOM B LIEJIAX OCYILIECTBIECHUS JEJIOBOM IIEPEIUCKU C
OCYILIECTBIICHUS NEJIOBOM | FPAKAAHAMH u BHELTHUMU
NIEPENNUCKU € IPaXJIaHaMU U | OpraHU3aLUsAMH.
BHEUTHUMH OpraHU3alusiMU

13.
14.
15.

16.
17.
18.

19.
20.

TunoBble OLlEHOYHbIE MATEPHAJIBI IPOMEKYTOYHOM ATTECTALlUHN

Tunosbie BONpockl AJs NOATOTOBKH K IK3aMeHY:
JlokyMeHTallMoHHOe o0ecreyeHne ympaBieHus B cdepe 31paBOOXpaHEHHs: MPUHLUIBI U

0COOEHHOCTH OpPTraHU3alINH.

3amaun ¥ (QYHKIMHU CIIYy>KOBl JTOKYMEHTAIlMOHHOTO OO0ECIeUYeHUs] WM OTBETCTBEHHBIX 32
OpraHM3alMIo JEJONPOU3BOICTBA B MEAUIIMHCKOM YUPEKICHUH.

HopmartuBHble, mnpaBoBblE M METOJUYECKHE OCHOBBI JOKYMEHTAllMOHHOIO OOECIeueHus
NeSITeNIbHOCTU B chepe yIpaBiIeHUs 3IpaBOOXPAHEHUEM.

HopmatuBHBIE, TIpaBOBBIE W  METOJIMYECKHE OCHOBBI  OpraHu3aluu  0e30yMa’kHOTO
JIOKYMEHTO000pOoTa.

Ha3nauenne u BHIBl OpraHM3allMOHHBIX JOKYMEHTOB. THIIOBOM cOCTaB pPEKBU3UTOB
OpraHU3aIIOHHBIX JOKYMEHTOB.

[IpaBuna cocraBienust 1 0HOPMIICHHS OPraHU3AIMOHHBIX IOKYMEHTOB.

[TpaBuna cocraBieHus U 0pOPMIICHHSI PacTIOPAIUTEIbHBIX JOKYMEHTOB.

[TpaBuina cocraBiaeHus 1 0opopMiIeHHsI UHYOPMAIIMOHHO-CITPABOYHBIX TOKYMEHTOB.

JlenoBas nepenucka: npaBuia COCTaBICHUS U O)OPMIIEHUS.

HopmartuBHas u MeToandeckas perjiaMeHTalusl opraHu3alun paboTsl ¢ JOKyMEHTaMu B cdepe
3]IpaBOOXPAHEHMUS.

Opranu3anust KOHTPOJISI UCIIOJIHEHUS JOKyMEHTOB. CPOKH UCTIONIHEHUS IOKYMEHTOB.

@YHKIIMM M IOJHOMOYMS CIELMAIUCTOB, OCYILECTBIISIIOIIMX KOHTPOJb 33 WCIIOJIHEHUEM
JIOKYMEHTOB.

3HayeHne HOMEHKJIATYPHI /1€ B (QOPMUPOBAHUU CUCTEMBI YIIPaBICHUS TOKYMEHTaMHU.
CocraBieHre HOMEHKIATYphl Jell.

[Topsimox  opmupoBanust U OQOpPMIICHHS DSICKTPOHHBIX Jei. I[loaroToBKa 3IEKTPOHHBIX
JIOKYMEHTOB K apXUBHOMY XPaHEHHUIO.

[Topsinok npoBeAeHUs SKCIIEPTU3bI LIEHHOCTU JOKYMEHTOB.

AKTyasnbHbIe IPOOJIEMBI BHEAPEHUS CUCTEM IIEKTPOHHOTO JIOKYMEHTO000pOTA.

[Topsimok  MEXBETOMCTBEHHOTO HWH(POPMALMOHHOTO OOMEHa B CHCTEME JJIEKTPOHHOTO
JOKYMEHTO000pOTAa.

DNEeKTPOHHBIE MOANUCHU: KJIaCCU(PUKALUS U MOPSIIOK TPUMEHEHUS.

CucremaTu3anus ¥ OpraHu3als ONepaTUBHOIO XPAHEHUs JOKYMEHTOB B 3JIEKTPOHHOM BH/IE.
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21. OpraHuzanmusi apXuBHOTO XpaHEHUS JOKYMEHTOB B 3JICKTPOHHOM BHJIE.
22. OOmue npaBmiIa padboThl BEJOMCTBEHHOTO apXHBa.

Ikana oneHMBaHuA JIM DK3aMeHa

IlIxama orleHUBaHUA Kpurepuu oneHuBaHUS

JlaH TONHBIN, pa3BEpHYTHIM OTBET HA MOCTABJICHHBIM BOMPOC, MOKa3aHa
COBOKYITHOCTb OCO3HAaHHBIX 3HAHUU TIO JUCHUIINIMHE, JO0Ka3aTCiIbHO, B
OTBETE MPOCIICKUBACTCS YETKAsI CTPYKTYpa, JOrHueckas Mocie10BaTeNb-
HOCTh. OTBET HU3I0KEH JIUTCPATYPHBIM A3BIKOM C HUCIIOJB30BAHUEM CO-
BPEMEHHON TEPMHUHOJIOTUU. MoryT OBITh JOMYIIEHbI OTAENbHbIE HEIO-
OTIn4HO YCTbl B OHNPCACIICHUU HOHSITI/II\/'I, HCIIPABJIICHHBIC CTYACHTOM CaMOCTOs-
TEJBHO B IIPOIIECCE OTBETA.

Brinonnenne MPAKTUYCCKOI'0 3aJaHusd IMOKAa3bIBACT 3HAHUEC YIIPABJICHYC-
CKOIl cUTyalluM U YMEHHE NPUMEHUTh MPaBUIbHBIM HAYYHBIH U METOIM-
YEeCKHH MOJAXOJ M MHCTPYMEHTapuil A peUleHus 3agauu, pa3pabaTbl-
BaTh YNPaBJICHYECKUE PELICHUS

JlaH MOnHBINA, pa3BEpHYTHIA OTBET HA IIOCTABJICHHBIM BOIIPOC, MOKA3aHO
YMEHHE BBIJCIINTh CYIECTBEHHBIE M HECYLICCTBCHHBIE IPU3HAKH, IPU-
YUHHO-CJIECTBEHHbIE CBA3M. OTBET YETKO CTPYKTYPHpPOBAH, JIOTWYEH,
U3JI0KEH JINTEPATYPHBIM S3BIKOM C MCIIOJIb30BAaHUEM COBPEMEHHOU Tep-
MHUHOJIOTUU. MOTYT OBITh JOMYIIEHBI 2-3 HETOYHOCTH WM HE3HAYUTEIb-
Hbl€ OUIMOKH, UCIIPABJICHHBIE CTYICHTOM C IOMOILBIO IK3aMEHATOpa.
BrimonHeHne MpakTUYeCKOTO 3aJaHMs TOKa3bIBAaeT CIIOCOOHOCTH CTY-
JIEHTa OIPEJEIIATh OCHOBHbIE IPUOPUTETHI MIPOPECCUOHATILHON J1eATelb-
HOCTH, pa3padarbiBaTh W 3PQPEKTHUBHO HCIOIHATH YIpPaBICHUYECKHE pe-
LICHUSI.

Xopoo

JlaH HeAOCTAaTOYHO MOJIHBIA M HEAOCTATOYHO pa3BEpHYThIM OTBeET. Jlo-
TMKa U MOCJIE0BATEIbHOCTD U3JI0KEHNS UMEIOT HapyIlleHus. JlomyIeHsl
OLIMOKU B PACKPBITMM MOHATUM, ynoTpeOiaeHun TepMuHOB. CTynEHT He
CIOCOOCH CaMOCTOSTENIBHO BBIJICIUTh CYIIECTBEHHBIE M HECYIIECTBEH-
HbIE MPU3HAKN U TIPUYMHHO-CIICACTBEHHBIE CBsI3U. PedueBoe odopmieHne
TpeOyeT MONpPaBOK, KOPPEKIUH.

BolnonHeHNe NpPaKTUYECKOro 3a/aHus IMOKAa3bIBAET, YTO KOMIIETEHIIMU
c(opMHpOBaHBI HA HAYAJILHOM YPOBHE.

VY 10BIIETBOPUTEITHHO

OrieHKa BBICTABIISIETCS B OJTHOM U3 CIIy4aeB:

1. OTBeT npeacTaBIsIOT cO00W pa3pO3HEHHbIE 3HAHUS C CYIECTBEHHBIMU
omuOKkamMu 1o BompocaM. [IpucyTCTBYIOT (parMeHTapHOCTh, HEIOTHUY-
HOCTb M3J0K€HUsI. OTCYTCTBYIOT KOHKPETH3allMsl M JI0KAa3aTEIbHOCTb
U3NI0KeHUs. Peub HEerpaMoTHasi, COBpeMEHHasi TEPMUHOJIOTHSI HE UCIIOJb-
3yercs. JlomoTHUTENbHBIE U YTOYHSIONIME BOIPOCHI MpernojaBaTeis He
MPUBOIST K KOPPEKIIUU OTBETA CTY/ICHTA.

[IpakTudeckoe 3ajaHue HE BBHITIOTHEHO.

2. OTBeT Ha BOMPOC MOJIHOCTHIO OTCYTCTBYET.

3. OTKa3 OT OTBeTA.

HeynosnersopurensHo

Ornenka 3HaHWNA OOYYAOIIEroCs HOCHUT KOMIUICKCHBIM XapakTep, SBISCTCS OauTbHOMN
(maTuOaIbHON  (HEYJOBJICTBOPUTEIBHO,  YJIOBJICTBOPUTEIBHO, XOPOIIO, OTIMYHO)) |
OTIPE/ICTISICTCS: OTBETOM HA DK3aMCHE; YICOHBIMH JTOCTHKEHHUSIMU B CEMECTPOBBIN TICPHO/I.

Onpoc
ITpu camocrosiTenbHO paboTe MO MOJArOTOBKE K ONPOCY OOydarouieMmycst He00X0IuMo
O3HAKOMHUTCS ¢ TEMOW M CIMCKOM BOIIPOCOB IO TeMe. I[IOBTOpUTH JEKIIMOHHBIM MaTepuai Io
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T€Me, OTMETUTh «IpoOJieMHbIE» TOUKU. OnpenenuTb HEOOXOJUMYIO JHUTEpaTypy U3
PEKOMEH/IOBAaHHOW K Kypcy, Tak >K€, MOXHO BOCIIOJIb30BAaThCS WHTEPHET-pECypcaMu U
CIpaBOYHO-UH(POPMAMOHHBIMU cucTeMaMU. C¢opMHpOBaTh TE3UCHBIM CHHCOK OTBETOB Ha
BOIPOCHI, CO CBOMMH 3aMEUaHUSIMU M KOMMEHTApUSMHU. OOydYarolIMics JOJKEH OBITh TOTOB
OTBETHTb Ha IOCTaBJIEHHBIC BOIPOCHI, APIYMEHTUPOBATh CBOM BapHaHT OTBETa, OTBETUTh Ha
JIOTIOJTHUTENIbHBIE Y YTOYHSIOLINE BOIIPOCHI MPENOo/1aBaTesl.

Kpurtepun ouieHKH yCTHOI0 onpoca
OTBet 00yuaromerocs: OEHUBAETCS, UCXOAS U3 CIEAYIOINX KPUTEPUEB:
- MOJTHOTA, YETKOCTh, MHPOPMALIMOHHAS HACHIIIICHHOCTb OTBETA;
- HOBU3HA UCMOJIb3yeMOl HH(POpMaLUY;
- 3HaHWE€ W MHCCIENOBAaHWE HAYYHBIX MCTOYHUKOB, HOPMATHUBHBIX AaKTOB,
IOPUINYECKON TIPAKTUKH.

OueHuBaHUe YCTHOTO ONpoca
OTtBeT 00y4aromerocsi MOXeT ObITh OLIEHEH MO 5-TH 0aJUTBHOW IIKaJie MPEeroIaBaTelieM,
HCXOJIs U3 KPUTEPUEB OIIEHKU YCTHOTO OIpoca.

TunoBbie BONpockI A5 ONpoca
CBs3b nH(pOpPMALUU U IOKYMEHTA.
Bo3HUKHOBEHHE TOKYMEHTa, €ro 3HaUYCHHE.
ITonsATHE U BUABI KOMUI.
[TpuMeHeHne TeKCTOBOTO JOKYMEHTHPOBAHHUSL.
ITonsaTne «pexkBu3uT». [10CTOSIHHBIE U IEPEMEHHBIE PEKBU3HTHI.

6. Borpockl  TOKyMEHTHpPOBAaHHWsS, COCTaBJICHHUS ¥ O(GOPMIICHHUS JIOKYMEHTOB B
3aKOHOJATEIbHBIX U HOPMAaTHBHBIX aKTaX.

7. T'ocynapctBennsie  ctangaptel Ha JAokymeHTel. ['OCT P 7.0.97-2016 «Cucrema
CTaHAApPTOB IO HH(pOpMaIMK, OUOIMOTEYHOMY WU U3AaTeNbCKOMY Jeny. OpraHu3alMOHHO-
pacriopsiiuTeNbHas JOKyMeHTalus. TpeboBaHus K 0(OPMIICHHIO TOKYMEHTOBY.

8. Ilewatu u ux Ha3Ha4yeHue. Bunpl nevareii.

9. OT™meTKHN Ha TOKyMEHTax.

10. [ToHsATHE «TEKCT JOKYMEHTa» MPU PA3IUYHBIX CIIOCO0aX JOKYMEHTHPOBAHHUS.

11. VYHudukanus 10KyMeHTa.

Nk W=

TunoBbie MNPaAKTUIECCKUE 3aJaHUsA
C(bOpMHPYﬁTe CIIMCOK HOPMATUBHBIX HCTOYHHKOB, HOPMATUBHO-METOAUYCCKUX

JIOKYMEHTOB, KOTOpble HEOOXOJMMO HCHOJb30BaTh IS COCTaBICHHUA MHCTpyKIUH MO
JIEJIONIPOU3BOICTBY.

[Ipoananu3upyire MpeaIoKEHHY0 UHCTPYKLMIO 110 JEJIONPOU3BOACTBY Ha COOTBETCTBUE
COBPEMEHHBIM TPEOOBAaHUSM I10 COCTABY U COJICPKAHUIO Pa3/IeioB.

Cdopmupyiite mnepeyeHb HOPMATHUBHBIX HMCTOYHHKOB M HOPMAaTUBHO-METOAWYECKHUX
JIOKYMEHTOB, KOTOPbIE HEOOXOIMMO HCIIOJIb30BaTh Ul COCTaBJICHUS] HOMEHKIIATYPBI JIe.
IIpoananmu3upyiiTe HOMEHKJIATYPY J€l Ha COOTBETCTBHE JEHCTBYIOIIMM IIpaBWIaM U
HopMaM. OOpartuTe BHUMaHME Ha CTPYKTYpY H OQOpMIICHHE HOMEHKIATYpHI,
IIPaBUJIBHOCTh CUCTEMATU3alUH U ONPEIETICHUS CPOKOB XPAHEHUs IOKYMEHTOB U JIEII.
[Tpoananu3upyiite = NpenIOKEHHbIE  OpPraHU3allMOHHBIE  JOKYMEHTHl  (TIOJIOYKEHHE,
MHCTPYKIUS, PErJIaMEHT) Ha COOTBETCTBUE YCTAHOBJICHHBIM IpaBUJIaM COCTAaBJICHUS U
oopMIIeHHUs JaHHBIX TOKYMEHTOB.

Cucrematu3upyire Mo BUAAM W IPOAHAIM3ZUPYUTE YIPABICHYECKHE JOKYMEHTHI Ha
COOTBETCTBHUE IIPABUIJIAM TOKYMEHTHPOBAHUS.
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11.

12.
13.
14.

[Tpoananu3upyiiTe HOMEHKIATYPY A€l KOHKPETHOW OpraHHU3aIliH, YKa)XXUTE€ Ha OIIUOKH,
JIOTIYIIIEHHBIE TIPU €€ COCTABIICHUHU.
[Tpoananu3upyiiTe pacopsaUTEeNbHBIC TOKYMEHTHI, HAUIUTE OUIMOKH, TOMYIICHHBIE TIPH
COCTaBJICHUH U 0(OPMIIEHUN ITHX JOKYMEHTOB.
[lepeuncnure omMOKH, XapaKTEPHBIE ITPHU COCTABJICHUH PACTIOPAIUTEIBHBIX JOKYMEHTOB.
[Ipoananu3upyiite ciay>xeOHOE€ MHCHMO, BBISIBUTE OIIMOKH, JOMYHICHHBIE TIPH €ro
COCTaBJICHUH U 0(OPMIIEHHH.
OTtpenaktupyiite TeKCT U opopMHTe MpesiaraeMoe Cciay>keOHOe MUCbMO B COOTBETCTBUH C
TpeOOBaHUSAMHU, IPEIBIABISIEMBIMU K O()OPMIICHHUIO CITY)KEOHBIX TTHCEM.
CocraBbTe cxemy paboThl ¢ BXOJSAIMIUMU JOKYMEHTaMHU.
CocraBbTe cxemy paboThl ¢ UCXOAAIIUMH TOKYMEHTAMHU
CocraBbTe cxeMy paboThl C BHYyTPEHHUMH JIOKyMEHTaMHU.
KpuTtepumn penieHusi THOBBIX 33124

1. [Tonumaer mpoGieMaTuky.

2. VYcTaHaB/IMBaeT MPUUNHHO-CIIEICTBEHHBIE CBSI3H.

3. YMeeT NOpUMEHATh TEOPETUYECKHE 3HAaHUS JUIsl PpEeUIeHHs KOHKPETHBIX

YIPABJICHUYECKUX CUTYaAIUH.
4. YMeeT 000CHOBATH MPEAJIOKEHHOE PEIICHUE.

KonTtposbHas paGora
KoHnTponbHble paboOThl SBISIOTCS OAHOW M3 OCHOBHBIX ()OPM TEKYIIETO KOHTPOJS
Mperno/iaBaTesieM padoThl 00yJarOIIeToCs.
KonTponpHast pabota mpencraBiseT co0oil pelieHrne TecTa B 00pa3oBaTEeNbHOM cpene
http://edu.alt.ranepa.ru.

Tunosoi Tect
Hucmpykyus: HeoOXoauMo BbIOpaTh OAMH TNPABWIBHBIA BapuaHT oOTBETa Ha
MpeI0KEHHBIA BOMPOC, B KAUECTBE OTBETA 3aIlIMChIBACTCA COOTBETCTBYIOIIAs LK(pa.
1. OOwmmii mopsaok o(popMIICHHS OPraHNU3ALNMOHHO-PACIIOPSIAUTENbHBIX TOKYMEHTOB H
COCTAB PEKBU3UTOB /Il BCeX OPraHM3alMi YCTAHOBJICH:
1) 3akoHoM «O6 wuHpopMalMK, HHOOPMAIIMOHHBIX TEXHOJOTHSX M O 3aluTe
nH(pOpMaLIUN

2) BenoMcTBEHHOW MHCTPYKLMEN IO JEIONPOU3BOJACTBY OpraHU3aluu

3) TOCTom P 7.0.97-2016

4) 3akoHOM O JIOKyMEHTAIlMOHHOM O0€CIIeYeHUH YIpaBIeHUs

5) TOCTowm P 7.0.8-2013

6) TumoBoif  MHCTPYKUMEH MO  JEJONPOM3BOJACTBY B  (QelepajbHbIX  OpraHax

WCIIOJTHUTENIbHOM BJIaCTH

2. PexoMeHaaTebHBIN XapaKTep rocy1apCcTBeHHbIX CTAHAAPTOB YCTAHOBJICH:

1) 3akoHoM «O cTaHAApTU3AIUNY

2) Tlocranosnenuem IlpaBurennsctBa Poccuiickoit denepanuun

3) T'occrangaprom Poccun

4) 3akoHOM «O TEXHUYECKOM PeryJnpOBaHUI»
3. IlepeyeHb THNOBBIX YNpPaBJIeHYECKHX JAOKYMEHTOB, 00pa3ylOIIUXCH B JAeATeJIbHOCTH

OpraHM3anmii, ¢ yKa3aHueM CPOKOB XPAHEHHUS YTBEPKAEH:

1) PyxoBoaurenem denepanbHoii apXxuBHOH city:k0b1 Poccun

2) MuHHCTPOM KyJIbTYpPbl U MAaCCOBBIX KOMMYHHUKaMi Poccuiickoit @enepanun

3) MuHUCTEPCTBOM 3PaBOOXPAHECHHS M COIMATLHOTO pa3BuTHs Poccuiickoit denepanun

4) T'OCTom P 7.0.8-2013

12


http://edu.alt.ranepa.ru/

4. PexBH3MTBHI aapeca Ha MOYTOBBIX OTHPABJCHUAX M OJAHKaX INMOYTOBBIX NEPEeBOI0B
NHMIIYTCA B MOPSJIKe, YCTAHOBJIEHHOM:
1) IIpaBunamu Aen0NpoU3BOACTBA B (heliepalbHbIX OpraHaxX UCIIOIHUTEILHON BIACTH
2) Ilocranosnenuem llpaBurensctBa Poccuiickoit denepannn
3) PeriameHTOM OpraHu3auu
4) HHCTpyKIMEH 10 AeTONPOU3BOICTBY OpraHUu3aIuu
5. Ilopspoxk wucnouab3oBaHusa u300paxkenuss I'ocymapcrBenHoro repéa Poccmiickoi
@enepanum Ha 0OJIAHKAX JOKYMEHTOB YCTAHOBJIEH:
1) Tonoxenuem o I'ocynapctBennom repde Poccuiickoit @enepanuu
2) T'occrangaptom Poccun
3) ®denepanbHBIM KOHCTUTYLIUOHHBIM 3aKOHOM
4) PernmamMeHTOM OpraHu3aliu
6. lesionpon3BoACTBO — ITO:
1) TO e, 4TO U JOKYMEHTOOOOPOT
2) TO ke, YTO M JJOKYMEHTAIIMOHHOE 00eCTIeYeHHE YIpaBICHHs
3) TO ke, 4TO ¥ JOKYMEHTUPOBAaHUE
4) nesTenbHOCTh 10 (GOPMUPOBAHUIO TOKYMEHTOB B Jiejia
7. JoKyMeHT0000pOT — 3TO:
1) BO3BpaTHOE JBM)KEHHUE JIOKYMEHTA B MPOIIECCE €T0 JBMKEHUS B OpraHU3aluu
2) TO K€, 4TO U IOKyMEHTOIIOTOK
3) ZIBWXXEHHUE JOKYMEHTa B OPraHU3aIMK C MOMEHTA €ro MOANUCAHUS 0 OTHPABICHUS
4) nBWXXEHUE JTOKYMEHTOB B OpraHM3allMd C MOMEHTa HUX CO3JaHMsl WM MOJyYeHHUs N0
3aBEpPUICHUS UCIIOJIHEHUS WIN OTIIPABJICHUS
8. lokymeHT — 3T0:
1) undopmanus, 3aKpeniéHHas B IPOCTPAHCTBE U BPEMEHH Ha JIUCTe OyMaru
2) cBeaeHHs O COOBITHAX, IMpolLleccax, SBJICHUAX, HE3aBHUCHUMO OT crocoba HxX
IIPEJICTaBICHUS
3) undopmanus, 3apuKCUpoBaHHas Ha OyMa>KHOM HOCHUTEIIE
4) 3adguxkcupoBaHHas Ha MaTepUAIbHOM HOCHUTeJIe HWHPOpPMaLUs C PpPEKBU3UTAMH,
MO3BOJIAIOIINMU €€ UJIEHTUPUIINPOBATH
9. B cucteMy OpraHu3alMOHHO-PACTIOPSANTEIbHOM JOKYMEHTAIlUN BXONT:
1) ¢unancoBas JOKyMEHTaIUs
2) OGaHKOBCKas TIOKyMEHTAIIUs
3) cnpaBouHO-UH(GOPMAITMOHHAS TOKYMEHTAIIUS
4) OTYETHO-CTATHCTUYECKAas JOKYMEHTAIHs
10. Opranuszauus padoTsl ¢ JOKYMEHTAMHU BKJIIOYAeT:
1) noKyMeHTHpOBaHUE
2) OpraHu3aluIo T0KyMEHTO000poTa
3) cb6op unpopmanuu
4) opranuzamuio paboyero Mecra
11. O6bem 10KyMeHT0000pOTa — 3TO:
1) Komm4ecTBO BO3BPATHBIX JBUKEHHUM TOKYMEHTA 3a I'OJ|
2) o0beM OJHOrO JieNa, YMHOKEHHBI Ha KOJIMYECTBO JIell, 3aB€AEHHBIX B OpraHU3alud B
TE€YEeHHE rojia
3) KONIMYEeCTBO JIOKYMEHTOB, IIOCTYNHMBIIMX B OpPraHM3alMI0 U CO3JAaHHBIX €I0 B
ONpeenEHHBINA TEPUOJT
4) mnpousBeeHHE TUIOIMAAN OJHOTO JIUCTa JOKyMeHTa ¢opmara A4 Ha olIiee KOJIUYECTBO
JIUCTOB JJOKYMEHTOB, MOCTYMUBUINX B OpraHU3aINIo0 32 TOJ
12. PekBU3HUT — 3TO:
1) To ke, uTo M OJIaHK TOKYMEHTa
2) of1miee KOJIMYECTBO CTPOK B IOKyMEHTE
3) o0s3aTeNbHbIN 3JIEMEHT IOKyMEHTa
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4) cremneHb 3alIUTHl JOKYMEHTA OT MOJICIKH
13. FOpuauyeckasi cuiia JOKyMEHTA o0ecneYnBaeTcs:
1) nanuumem Ha Onanke uzoOpaxkeHus ['ocynapctBenHoro repba Poccun
2) KOMIIETCHIIMEH M3/aBIIETO €ro Oprana
3) HanuuueM rpuda yTBepKICHHU
4) Hamu4YreM OTMETKH 00 MCIOJIHEHUU JOKYMEHTa
14. HamMeHoBaHMe BHJA [JOKYMEHTA, COCTABJECHHOI0 WMJIHM H3JaHHOI0 OpraHu3anMei,
JM0JIZKHO OBITH ONpe/aeJIeHO:
1) MOMKHOCTHOUM MHCTPYKITHEH
2) Ilonoxenunem 06 opranuzaiuu (yCTaBoOM)
3) Ilpotokonom
4) Wnctpykuueil no Aen0npou3BOICTBY
15. B cipaBo4HbIe JaHHBIE 00 OPraHU3alMU He BKJIIOYAeTCs:
1) mouTOBBIH azpec
2) Homep TernedoHa
3) OaHKOBCKHiI CUET
4) HauMEHOBaHHE BBIIIECTOSIIEH OpraHU3aIu
16. HenpaBuibHoe ogopmiieHne 1aThl «aeBsaToe Mas 2018 rogax»:
1. 9 mas 2018 rona

2. 2018.05.09.
3. 09 masa 2018 1.
4. 09.05.2018

17. Ilopsinok oopmiieHUsI AaThl B PEKBU3UTAX IOKYMEHTA OIpeeJIsieTcs:
1) Tlocranosnenuem IlpaBurensctBa Poccuiickoit denepannu
2) T'OCTom
3) Pacnopspkenuem Ilpesnaenta PO
4) WucTpyKIuei mo AeTonpon3BOICTBY
18. Lo/15kHOCTD JIM1IIA, KOTOPOMY aJipeCcOBaH JOKYMEHT, YKa3bIBAKOT B:
1) “MeHHTENIbHOM Majieke
2) nareiabHOM Majexe
3) poIMTENHHOM MajeKe
4) BUHHTEIBHOM TaJIEKE
19. IOKyMeHT MOKeT COAepPKATh:
1) onuH ampecat
2) nBa amgpecara
3) He Oosee NATH aApECcaToB
4) He Gonee YETHIPEX aJlpecaToB
20. DyieMeHTHI MOYTOBOI0 a/Ipeca YKA3bIBAKT B MOCJIE10BATEIbHOCTH:
1) crpana
o0macThb, Kpail, pecryonuka
HAaCEJIEHHBIN ITyHKT
yJIuLa, HOMep JIoMa, HOMep KBapTUPbI
HauMEHOBAHUE ajjpecaTa
2) HaMMEHOBaHME ajipecara
HACEJIEHHBIN ITyHKT
00JacTh, KpaH, pecryoimka
yJIALA, HOMEP I0Ma, HOMEP KBApTUPHI
CTpaHa
3) HauMeHOBaHUe ajpecara
yJIuLa, HOMEp JIoMa, HOMep KBapTHUPBI,
HACEJIEHHBIN ITyHKT
00JacTh, KpaH, pecryoimka
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CTpaHa

21. Ilpu opopmitenun rpuda yreepkaeHus CJI0BO YTBEPKIA0 MMeeT CJAeAYIOUUi BU:
1) VYTBepxnaio
2) «YTBepKIam»
3) YTBEPXJ/IAIO
4) «YTBEPXAIO»

22. JlaToii npukasa siBJIsieTCs:

1) nmara ero moamucaHus

2) nata ero BCTYIUICHHS B CHITY

3) mara ero pacChbUIKH

4) nata ero Moyly4eHusi CTpyKTypHBIM HOZApa3JieeHueM

A0OpeBuartypa pexkBusuta OKY/l pacuiupposbiBaercs, Kak:

1) otpacneBoii kogudukaTop yHUPHUIMPOBAHHON JOKYMEHTAIIUH

2) obmepoccuiickuii Kitaccu(puKkaTop yHUPHUIIMPOBAHHBIX TOKYMEHTOB

3) oOmepoccuiickuii kaccuukaTop yrnpaBieHUECKOW JOKYMEHTAIH

4) otpacneBoi KoaupUKaTOp yMPaBICHUYECKONU JOKyMEHTAIIUN

24. Ecaim Ha JOKyMeHTe 3aroToBJieHAa MOANKCHh HAYaJbHHUKA NOApPa3feeHus, a

NOANUCHIBAET JOKYMEHT €ro 3aMecTUTe/b, TO CJIeAyeT:

1) nomevaraTh MPeIOT «3a» Mepea JOIKHOCTRIO HadyallbHUKA

2) HamMcaTth OT PYKH MPEAJIOT «3a» Mepel JOHKHOCThIO HaualbHUKA

3) mocTaBUTH KOCYIO YepTy Nepes JODKHOCTBIO HaualbHUKA

4) ucnpaBUTh U yKa3aTb HACTOSIIYIO JOKHOCTh M (DaMUJIMIO JIMLA, MOAMHCHIBAIOLIETO
JOKYMEHT

IIpu opopmiaennu rpuda coriacoBaHMus CJI0BO «COIJIACOBAHO» MMeeT CJIeAyIOUuil BUI:

1) COT'JIACOBAHO

2) CornacoBaHo

3) «COI''TACOBAHO»

4) COI'JTACOBAHO:

IIpaBuabHoe oopmireHue paciinpoBku noanucu B pexksusure «llognucb»:

1) B.II. BanoB

2) B.MBanoB

3) HBanoB

4) HBanos B.II.

3aro/10BOK K TEKCTY J0JI:KeH ObITh COIVIACOBAH C:

1) HauMeHOBaHHMEM BUJA JOKyMEHTa

2) c HaMMEHOBaHHEM OpraHU3allliu - aBTOpa JOKYMEHTa

3) c maroii JOKyMeHTa

4) ¢ HaMMEHOBAHHEM BBIIIECTOSIICH OPraHU3aAIUN

OTtMmeTKka 00 HcnOTHUTE/IE 1O0JIKHA BKJIIOYATh B ce0s:

1) damunuio u HOMep TeraePoHa UCTIOTHUTENS

2) ®amMUIUIO U HHUIMAIBI UCTIOTHUTEIS

3) Muunmans U GaMUINIO UCTIOJHUTEINS

4) Wuunmansl, GpaMUIHIO U HOMEp Tesie()OHA UCTIOTHUTENS

29. Ilpu Hanpap/leHMH NHCHBMA JOJUKHOCTHOMY JIMLY €ro MAOJIKHOCTH M (paMWiIusi B

PEeKBH3HTE «ApecaT» YKa3bIBAIOTCH:

1) B poauTenbHOM Hajexke

2) B MMEHHTEIBHOM MaJIeKe

3) B JaTEIBHOM MAJEKe

4) B TBOPUTEIHHOM MaJIeXe

PexBu3uT «3ar0/10BOK K TEKCTY» He MCIIOJIb3yeTCs:

1) B mpukazax

2) B HOCTaHOBJIEHUSX
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31.

3) B CONMPOBOAMUTENBHBIX MUCEMAX

4) B pacnoOpsKEHMSIX

Kakas 1e10Basi Gymara HauMHaeTcs ¢ MectouMeHnus 1-ro auna?
1) npukas

2) 3asBIEHUE

3) JOBEPEHHOCTH

4) pesrome

32.B kakoM M3 Ha3BAHMI JONMYLIEHA OIUMOKA B MCII0Jb30BAHUM MPONKUCHON WM CTPOYHOM

33.

34.

3S.

OYKBBI.
1) OprnoBckuil FOPUINIECKUI KON
2) OpioBckas mkona N 16
3) Poccuiickast akanemuss TrocynapcTBeHHON ciyx0bl npu Ilpesunente Poccuiickoit
denepaunn
4) T'ocynapcrBenHast TpeTbsikoBCKas rajnepes
Kakas u3 npuBeaéHHbIX GaMuInii He CKIOHSAETCS.
1) Hlaxpait
2) Ulepba
3) Tkauyx
4) Hlam6unaro
Bri0epuTe npaBUIIbHBIA BAPHAHT 3aK/JIOYMTENbHONH (POPMYJIbl BEKJINBOCTH B [1€JI0BOM
nMucbMe.
1) C yBaxxeHuem
2) Bcerga Bam
3) C yBaxeHuem,
4) C BBICOYAHIIMM TIOYTECHUEM,
OTMeTbTe, KaKoOe CJI0BOCOYETAHNE COOTBETCTBYET A3bIKY IOKYMEHTA.
1) 3aBOAMTH YrOJOBHOE JEIO
2) BBICIATh HA PACCMOTPEHUE
3) BbLIATH KPEIUT
4) BO3JIOKHUTH KOHTPOJIb
36. C kakuM cJ10BOM Heqb3s ynorpeouts yactuny HE:
1) HesiBKa
2) HEWMEHUe
3) HecoOmoeHne
4) Hempu3HaHUE
37. Kakoe U3 npuBeI¢HHBIX CJI0B MOKHO YIIOTPEOJIATH B SI3bIKE IOKYMEHTA:
1) meHcuoHepka
2) nupexTpuca
3) cekperapiia
4) cryaeHTka
38. OrmerbTre HeygauyHblii  BbIOOP GOpPMBI  MHOXKECTBEHHOI0  4YHCJa

CYII€eCTBUTECJIBHOTO:

1) pextopa
2) mpodeccopa
3) nmoroBOpHI
4) nupexTopa.
39. OT™MeTbTE €10BO, KOTOPOE HANMCAHO MPABUJIbHO:
1) Oe3WHUIIMATUBHBINA
2) TpebIHCYIIbTHBIH
3) B3BIMATH
4) MEXBIHCTUTYTCKUN
40. OT™MeTBHTE CJI0BO, B KOTOPOM JA0IYIIeHA OIUOKA:
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1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

OecripereIeHTHBIN

KOH(pMICHIINAIBHOCTh

KOHBIOHKTYPIIUK

FOPUCTKOHCYJIBT

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

anesIsus

UIIep

Uepkeccus

Tammn

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

JIOJUI.

MIIPJI.

3arc

IT.

43. OT™MeTbTe a00peBHATYPY MYKCKOIO poja:

UK

TCX

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/ILIAThI0 yYaCTHUKAMU

0 JIByXCTax IBaJIaTH y4aCTHUKAX

K IByCTaM JBaJAlIaTH y4YaCTHUKAM

46. Kakass u3 3bIKOBBIX (POpPMYJ He COOTBETCTBYET CTPOro OQHUUHMAIBLHON

nepemnucke:

1)
2)
3)
4)

CraBum Bac B H3BeCTHOCTB, UTO...

Yo6enurenbHo npocuM Bac pemuts Bompoc...

Ecnu Bam He TpyaHO, cooOmuTe, oXKamyicTa, ...

IIpurmamaem Bac npuHATE yyacTHe...

47. Kakue u3 KJ/I04eBbIX CJ0B CONPOBOAUTEJHLHOI0 NUCHbMa AaJpecOBaHbl B

CTOPOHHIOI0 OpraHuv3anuio:

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

[Ipencrasnsem Bawm...

Hamnpasnsem Bawm...

[Toceutaem Bawm...

Bricbutaem Bawm...

48. OT™MeTBTE, KAKOE CJIOBOCOYETAHNE MOKHO MCII0JIB30BATh B fI3bIKE JOKYMEHTA:
3aJIefiCTBOBATh COTPYIHUKA

03BYUYHUTH TOUYKY 3PCHUS

IIPOIUCATh B IOKyMEHTE

BBITIOJTHUTD NTOPYYEHUE

49. B xakoM psiiy Bce CJ10Ba COYETAKTCS € IJ1aroJiaMu NpaBUIbHO:

MOBBICUTH (TpeOOBaHUs, YCIIEBAEMOCTb, TOKA3aTENIN)

oKa3atb (MOAJIEP’KKY, BHUMAHKE, BPE)

YACIIEBUTH (TIPOIYKTHI, C€OECTOMMOCTD, TOBAPHI)

IIPUHUMATH (K UCTIIOJIHEHMIO, K CBEICHUIO, MEPBHI)

50. OT™MeTBbTE, B KAKOM CJI0BOCOYETAHMH COJEPKUTCH FPaMMaTHYeCKas olIu0OKa:
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1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)
2)
3)
4)

1)

2)
3)

3aIJIaTUTh 3a MIPOE3]L
OILJIATUTH IO CUETY

3aMIaTUTh JOJTH

YIUIaTUTh 3@ TOKYIIKY

51. OTmeTbTe MJICOHA3M, KOTOPBIH MOKHO YIIOTPeOJISITh B 1€J10BOM peyun:

KOHCEHCYC MHEHUH

aJIMMHHCTPATUBHOE YIIpaBJICHNE

TOPYKECTBEHHAs! LIEPEMOHHUS

NaMATHBINA CYBEHHP

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

B cooTBeTCTBUY C 1OTOBOPEHHOCTHIO. ..

Ha ocHoBaHuM BbIIIECKA3aHHOTO. ..

Bcnenctue nmpeacTosmux BIOOPOB. ..

bnarogaps ykazaHHBIM OOCTOSITEIbCTBAM. . .

53. B kakoMm cJ10Be JONYylIIeHA OINOKA B HANIMCAHNH OKOHYAHMSA:

[To oxoHUaHMM CpoKa. ..

Ilo npenbsBIEHUHN TOKYMEHTA. ..

[To mpunére B asponopr. ..

ITo nmpuesny B Mockay...

54. OTMeTbTE, KaKOE CJIOBOCOYETAHUE HE YIIOTPeOJIsieTcs B 1eJIOBOIl pevu:
UCIIOJTHUTEIBCKAS BJIACTh

MIPEJICTaBUTENIbCKHE PACXOIbI

KapAVHAIBHBIA BOIIPOC

KUTUIITHBINA (HOH/T

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

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

denepanbHbIM 3aKOHOM «O0 3JIEKTPOHHOU IUPPOBON TTOTTHCH) )

denepanbHbIM 3aKOHOM «O0 3JIEKTPOHHOM JJOKYMEHTE)

56. Ilepeyenb 00s3aTeJILHBIX CBeIeHUH 0 JOKYMEHTaX, MCIOJIb3yeMbIX B CHCTeMax

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

1)
2)
3)

4)

TumoBoil  MHCTPYKUMEH IO  JENONPOM3BOACTBY B  (elepalbHBIX  OpraHax
VICIIOJIHUTEIILHON BIIACTH

@enepanbHbIM  3aKOHOM  «O  JTOKYMEHTAaIIMOHHOM OO0ECIIEYeHUH  YIpaBICHYECKOM
NEeSATEITBHOCTH

[TocranoBnenuem IlpaBurensctBa Poccuiickoit @enepaunu «O0 yrBepxaenun IIpasui
JIeJIONPON3BOICTBA B (pe/iepalibHBIX OPraHax MCIOJIHUTEIbHON BIACTH»
Ilocranosnenuem IlpaButenscrBa Poccuiickon ®enepauuu «llomoxenue o cucreme
MEXBEJOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHTOO00PpOTa»

57. OpraHu3aTopoM MeKBEIOMCTBEHHOI0 3JICKTPOHHOIO JOKYMEHT0000poTa

ABJIACTCH:

1)
2)
3)
4)

1)
2)
3)
4)
5)

denepanbHas ciryx6a oxpansl Poccuiickoit @enepanuu

Anvmunuctpanus [Ipesnnenta Poccuiickoit denepannu

Amnmnapar [IpasutensctBa Poccuiickoii @enepanum.

['maBHOE ynpaBneHue cnenuanbHbIx porpamm lpesunenta Poccuiickoit ®denepanmun
58.CepTudukar KiI04Ya 31eKTPOHHON NM(POBOI MOANNUCH He BKIKOYAET:
pErucTpalMOHHBIA HOMEp cepTu(uUKaTa Kio4a MOANHUCH,

CpPOK JIeHCTBHA cepTU(HUKaTa KIF0Ya MOIMTUCH

CBEICHUS O BIIaJieNblia cepTU(UKaTa Kiroua moIMuch

OTKPBITBHIN KJTIOU 3JICKTPOHHOM 1M(POBOI MOITHCH;

3aKPBITHIN KIIHOY 3JIEKTPOHHON U(POBON MOITUCH

18



6) cBeeHUs 00 YIOCTOBEPSIONIEM LIEHTPE, BhIAABILIEM cepTU(UKAT KoY MOAINCH;

7) cBeneHust 00 yCIOBUS NPU3HAHUS IOPUAMYECKOTO 3HAUEHUS AJIEKTPOHHOTO JIOKyMEHTa C
3JIEKTPOHHOM M (PPOBOI MOANUCHIO
59. Meranannsbie — 3T0:

1) o0s3arenbHbI KOMIOHEHT PETUCTPALIMOHHOM KapThl TIOKyMEHTa

2) ojaHA U3 COCTABJISIONINX AJIEKTPOHHON NU(PPOBOH TTOAIHCH

3) uaeHTupUKATOp HH(POPMAIMOHHOTO  pecypca, MO3BOJSIOMIMNA  YNPaBIsATh MM,
OCYIIECTBIISATh MOUCK U XpaHEHHE

4) naHHbIE, OTIPENEISIONINE IOPUANYECKYIO CHITY SJIEKTPOHHOTO JOKYMEHTa

5. MeToauyeckre MaTepHAJIbI 110 OCBOCHHUIO THCIHUILIMHBI

[Ipouiecc ocBoeHUS AMCHUIUIMHBI CKJIAQIBIBACTCS W3 JIEKIMOHHBIX M IMPAKTUYECKHUX
3aHATHH, a TaK)Ke CaMOCTOATEIbHOM paboThl oOydarommxcs. K dopmam camocTosTenbHOM
paboOTBl OTHOCATCS TIOATOTOBKA K TMPAKTHUYECKUM 3aHSATUSM, MOBTOPEHHE JIEKI[MOHHOTO
MaTepuaia, MoAroToBKa K yCTHOMY OIPOCY, TOBTOPEHUE MaTepuaa Jiisl BBIMOJIHEHUS TECTOBBIX
3aJJaHUH ¥ BBITIOJTHEHUE KOHTPOIBHOU PabOTHI.

Hapsiny ¢ mnpociymmuBaHueM JeKUMH W ydacTHEeM B OOCyXIeHUM mpobiieM Ha
MPAKTHYECKUX 3aHATUSAX, YUCOHBIN IJIaH MPeyCMaTPUBACT 3HAYUTEIFHOE KOJTUIECTBO BPEMEHU
JUIsL  CaMOCTOSATENIbHONH paboThl. DTa paboTa CKIAABIBACTCS W3 MU3YYCHHS CIEIHUATBbHON
JTUTEPATyphl, B TOM YUCJI€ B CBSI3U C MOJATOTOBKOW K MPAKTHUYECKUM 3aHATUSM, BBITIOJTHCHHS
IpYyTUX 3aJlaHuil TpernojaBaTelis, pa3MELICHHBIX B CHCTEME JJIEKTPOHHOTO OOy4eHHs BY3a,
BBITIOJTHEHHSI KOHTPOJIBHOU PabOTHI.

[Ipu wu3ydyenuu Kypca, oOydaroluecss [OJDKHBI yMETh IOJIb30BaThCS M HAay4HOM
JTUTEPATYpPOM ISl CAMOCTOSITENIBHON TOJATOTOBKHU K 3aHATHSAM. OOydaromuecs: TakxkKe TOJKHBI
HAy4YUThCS, HCIONB3YyS pa3UYHbIE Hay4Hble WCTOYHUKH, TPaMOTHO CGOpPMUPOBATH H
MOJTOTOBUTH CBOE HAYYHO OOOCHOBAHHOE W JIOTMUECKH HEMPOTUBOPEYMBOE BBICTYIUICHHE HA
MPAKTUYECKOM 3aHATHUH, AaHAJIM3UPOBAThb KOHKPETHbIE (akThl OOIIECTBEHHOW JKU3HHU,
OCYIIECTBIISITh MPOTHO3 OTHOCUTEIHHO BO3MOXKHOTO HAIPABJICHUS aHAM3a YKOHOMUYECKUX
mporeccos, (GopMyIHpoBaTh U 0OOCHOBBIBATh CBOE MHEHHUE. be3 sICHOro MOHWMaHUsl OCHOBHBIX
MOHATHI 00pa3oBaTeIbHbIN Mpolecc yciuoxusercs. s noBsimenus 3pGeKTUBHOCTH 00y4eHUs
HEOOXOJMMO HCIIOJIb30BATh CYIIECTBYIONIME TEPMHUHOJIOTHYECKHE CIPABOUYHUKU U TOJIKOBBHIE
CJIOBapH.

Bonpocs! i caMocTosITENsHOM MOATOTOBKU K 3aHATHUSAM JIEKIIMOHHOTO, IPAKTHYECKOTO
TUTIOB, PEKOMEHJAIMK TI0 HAMHMCAHUI0O THCHbMEHHBIX pPAa0OT pa3MemieHbl B JJIEKTPOHHOMN
oOpazoBarenbHOM cpene http://edu.alt.ranepa.ru.

6. YueOHas muTepaTypa u pecypcbl HHPOPMALMOHHO-TEJIEKOMMYHUKALIMOHHOM ceTH

HNurepHer
6.1.  OcHoBHas JquTEparypa
1. Ab6ynanze, JI.I'. JlokymeHTaIMOHHOE OOECIICYCHUE YIPABICHUS TEPCOHAIIOM :
y4eOHMK 1 TIpakTUKkyM aiisa By30B / JI. I'. A6ynamze, U. b. Beimmpsbkkunaa, B. M. MacnoBa. — 2-¢
u3a., mepepad. u jgon. — Mocksa : WzmarensctBo IOpaiit, 2021. — 370 c. — (Bsicmiee

obOpazoBanne). — ISBN 978-5-534-14486-4. — Tekcr : anekTpoHHbI // OOpaszoBareibHas
iatgopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/477699

2. Hoponnna, JI. A. Opranuzanusda M TEXHOJIOTHUA  JOKYMEHTalMOHHOIO
obOecriedyeHus ympaBJieHUs : Yy4eOHUK © mpaktukym s By3oB/ JI. A. JlopoHuHa,
B. C. UputukoBa. — MockBa: MW3garensctBo IOpaiir, 2021.— 233 c.— (Bsicuee

obpazoBanme). — ISBN 978-5-534-04568-0. — Tekct : amektpoHHbId // OOpa3zoBarenbHAS
miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/468850
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3. Kysnenos, U. H. JlokymeHTanmoHHoe obecrieueHre YNpaBiIeHUs MEPCOHAJIOM :

yueOHUK U mpakTukyMm ans By3oB / U. H. Ky3nenos. — 2-e u3n. — Mocksa : M3narenscTBo
Opaiit, 2021. — 393 ¢. — (Bricmee obpazoBanue). — ISBN 978-5-534-14830-5. — Teker :
anekTpoHHbin  //  OOpazoBatenpHass  mwiatpopma  FOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/487704

4. [TaBnoBa, P. C. JlokyMeHTallMOHHOE OOEeCHeueHHEe YIpaBJIeHUs : YYEOHUK IS
By30B / P. C. [1aBnoBa. — Cankr-IlerepOypr : Jlanp, 2021. — 416 c¢. — ISBN 978-5-8114-6960-
4. — Teker: osnexktpoHHbldt / Jlanp : »3nekTpoHHO-OMOMMoTeuHass cuctema. — URL:

https://e.lanbook.com/book/173088

6.2. JlonmoJHMTEJbHAS JUTEPATypa

1. Ky3nenos, M. H. JlokyMeHTannoHHOE oOecrnieueHue YIIPABJICHUS.
JIOKyMEHTOOOOpPOT M JCNONPOW3BOJCTBO :  YYEOHMK H  NPAKTUKYM  JJIsI  BY30B /
N. H. Ky3nenoB. — 3-e¢ uzn., nepepad. u non. — Mocksa : MznatensctBo HOpaiit, 2021. —
461 c. — (Bwicmee obpazoBanue). — ISBN 978-5-534-04275-7. — TekcT : 3MeKTpOHHBIN //
O6pazoBarenbHas miardgopma FOpaiir [caiir]. — URL: https://urait.ru/bcode/468462

2. lyBanoBa, H.H. Opranmzammss #u  TEXHOJNOTHS  JOKYMEHTAI[MOHHOTO
oOecriedeHus1 yrpaBieHHs : y4eOHUK U mpakTukym s By3oB / H. H. lllyBamoBa. — 2-e u3g.,
nepepadb. u gom. — MockBa: MWzmarensctBo IOpaiit, 2021.— 265c.— (Bsicmiee

obpaszoBanme). — ISBN 978-5-534-12358-6. — Tekct : amektpoHHBIH // OOpa3zoBarenbHAS
wiardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/469831

6.3. YueOHO-MeTOAMYECKOE 00ecleYeHHEe CAMOCTOSITeIbHOI PadoThl

1. BemkypoBa, A. b. JlokymeHTarmonHoe oOecrieueHne yMpaBlIeHUs: y4eOHOe
nocobue i CTyAEHTOB cpeaHero mnpodeccMoHaibHOro obpasoBanust :  [12+] /
A. b. BemkypoBa. — Mocksa ; bepaun : Jupekr-Meaua, 2020. — 170 c. : win., Tabn. — Pexxum
nocryma: o noamucke. — URL: https://biblioclub.ru/index.php?page=book&id=570999

2. ApacnanoBa, B. A. JlokyMeHTalMOHHOE OOECIEUeHHE YIpaBICHUSA: Yy4eOHO-
MpaKTHYeCcKoe mocobue B cxemax, Tabnuimax, oopasmax : [12+] / B. A. ApacnanoBa. — 2-e u3n.,
nom. u nepepad. — Mocksa ; bepnun : Jlupexkr-Menua, 2020. — 266 c. : ui., Tabn. — Pexum
nocryma: o noamnucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394

3. JlankoBa, A. I'. JlokyMeHTanmoHHOE OOECIeYeHUE YMPABICHUS TIEPCOHATIOM :
yueOHoe mocobue : [16+] / A.T.JlankoBa, B. A. IlpirankoB ; OMCKHil TOCyAapCTBEHHBIN
TEeXHUYECKU YHUBepcUTET. — OMCK : OMCKHIl TOCYIapCTBEHHBIH TEXHUYECKUW YHUBEPCUTET
(OMI'TY), 2019. — 154 c. : wn, Tabm., cxem. — PexuMm pocTyma: mO MOAMHCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=683240

6.4. HopmaTuBHBIE TPaBOBbIE JOKYMEHTbI
CrpaBo4HO-UH(OPMAIIMOHHBIE CUCTEMBI:

— http://pravo.ru/ [Tpaso

— http://www.kodeks.ru/ Konexkc

— http://www.consultant.ru/ Koncynsrant [Ltoc

[lepuoanueckue n3gaHUSA
— http://www.top-personal.ru — Xypnain «Jlemonpon3BoacTBo»

6.5. UnTepHeT-pecypcnbl
— http:/alt.ranepa.ru/ opunmaneHbiii caiit Anrtaiickoro ¢uinana PAHXul'C

—  http://www.iprbookshop.ru/ 3nekTpoHHo-6ubIHOTeYHast cuctema [PRbooks
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7. MartepnajbHo-TexHHYecKass 0a3a, WHGOPMALMOHHBbIC TEXHOJIOTHHM, NPOrpaMMHOe
o0ecnieyeHre U MHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMBI

Jns  obecriedeHust y4eOHOrO TIporecca MO JUCHHIUIMHE — «JloOKyMeHTarmoHHOe

oOecrieyeHre yrnpaBiIeHUs U JIEKTPOHHBIN JTOKyMEHTO000poT» (huiman pacnosaraer yd4eOHbIMU
ayJUTOPUSIMHU JIUIST TIPOBENEHUS 3aHATHHA JICKIIMOHHOTO THUIMA, TPAKTHYSCKUX 3aHATHH,
TPYNIOBBIX WM WHIUBHIYaIbHBIX KOHCYJBTallMH, TEKYHIETO KOHTPOJS M IMPOMEKYTOYHOM
aTTeCTallid, a TaKXKe TOMEIICHUSIMH JJIsI CaMOCTOSTENILHOW pabOThl W TOMEIICHUSAMHU IS
XpaHeHUs1 ¥ MPOYUIAKTUYECKOTO 0OCITYKUBAaHUS Y4eOHOT0 000pYI0BaHUs.
JIeKIIMOHHBIE ayTUTOPUN OCHAIICHBI BUACONPOCKIIMOHHBIM O0OPYJIOBaHUEM MJISi TIPOBEACHUS
NPE3CHTAIMHA, a TaKKE CPEICTBAMH 3BYKOBOCIPOHM3BEICHUS; MOMEUICHUS JIJIS MPAKTUYCCKUX
3aHATHH YKOMIUIEKTOBaHBI yueOHOU MeOenpto; OuOInoTeKka pacrojaraet pabounMu MECTaMH C
JIOCTYIIOM K DIJICKTPOHHBIM OHMOJIMOTEYHBIM CHCTEMaM M CETH HWHTepHeT. Bce yueOHbIe
ayJUTOPUU OCHAIICHBI KOMIIBIOTEPHBIM O00OpYIOBaHWEM H JIMIICH3HOHHBIM IPOrPAaMMHBIM
obecneuenuem: MS Windows, MS Office, CDJ] «lenoy.
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