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1. IlepeyeHpb MIIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHUs 10 JUCHMILIMHE (MOLYJII0),
COOTHECEHHBIX € IJIAHUPYEMbIMHU Pe3y/IbTATAMH OCBOCHHS MPOTrPaMMBbl

1.1. Jucuummmna b1.B.06 «JlokymeHTaIlmoHHOE OOECTICUCHHE YIpPaBICHUS W JJICKTPOHHBIN
JOKYMEHTOO00pOT B cdepe 3apaBOOXpaHEHHS» O0ECIEeYMBACT OBJIAJICHUE CIICHYIOIIMMHU

KOMITETEHLIUSIMH:
Kon HanmenoBanne Ko xommmoHeHnTa HammeHoBaHne KOMIIOHEHTA
KOMIICTCHITUI KOMIIETEHIUU KOMIICTEHIUU KOMIICTEHIUU
ITKp-6 Cnocoben ITKp-6.1 Crioco6eH onTHMHU3UPOBATH
OCYIIECTBIISATh JIeJIOBBIE TTPOLIECCHI B
OIITUMH3ALIUIO JEIOBBIX OpraHu3aIiy, UCTIOIb3Ys
MPOIIECCOB, nH(OPMAIIMOHHO-
OpraHU30BHIBATH TEJICKOMMYHUKAITHOHHBIC

JOKYMEHTOOOOPOT H
JICIIOBYIO MEPEIUCKY C
rpaxaaHaMu 1
BHCITHUMH
OpraHHU3aIHsIMH, B TOM
YHUCJIe HA HHOCTPAaHHOM
SI3BIKE W/ WJIH C
HCIIOJIb30BaHHEM
MH(POPMAIIMOHHO-
TEJIEeKOMMYHUKALIMOHH
BIX TEXHOJIOTHi1

TCXHOJIOTUHU IIPHU
OpraHHu3aluH
JIOKyMEHTO000pOTa, B TOM
YHCIJIe Ha HHOCTPAHHBIX
SA3bIKaAX

1.2. B pe3ynbraTe OCBOCHHS TUCIUIUIHHEI Y CTYACHTOB JOJHKHBI OBITH CPOPMHUPOBAHBI:

OTDO/TD Kox xomnonenTa PesynbraTel 00y4eHus
(npu Haruuu KOMITCTCHITH
npogcmanoapma)l
TPYZIOBBIE WU
npodeccuoHanbHbIe
JEHUCTBUS
[1Kp-6.1 Ha YPOBHE 3HAHUMA:

3HAHUS B 00JIACTH OpraHu3alMy JOKYMEHTO000poTa U
1€710BOM ITEPENNCKHU

Ha YPOBHE YMEHUN:

MCII0JIb30BAaTh nH(pOPMaAIMOHHO-
TEJIeKOMMYHUKALMOHHBIE TEXHOJIOTUH npu
OpraHu3aly JOKYMEHTOO0OpOTa, B TOM YHUCIE HA
MHOCTPAHHBIX SI3bIKaX

Ha YPOBHC HABBIKOB:
OCYHICCTBJIATH OHNTUMHU3ALUIO JCJIOBBIX IHPOHCCCOB,

OpPTaHHU30BbIBATH I[OKyMCHTOO60pOT H  JOCJIOBYHO
MCPCIINCKY C rpaxxaaHaMu n BHCUIHUMUY
OpTraHHu3allusIMU

3 nux:

2. O0beM U MeCcTO TUCHHUILINHBI B cTpykType OIT BO
OO0beM IUCHMIIIMHBI COCTABISIET 4 3a4eTHBIX eOMHUIEI, 144 akageMudeckux daca, 108
ACTPOHOMUYECKHX YaCOB.




- KOHTaKTHas paboTa oOydvaronmxcs ¢ npenogasarenem: 10,5 ac.u./14 ak.4., B ToM yuce:
3aHATHS JIEKIIMOHHOTO THMAa — 3 ac.4./4 ak.du.; 3aHSATHs MPAKTHYECKOro THma - 6 ac.u4./8 ak.u.;
KOHCynbTanuu — 1,5 ac.4./2 ak.u.;

- camocTosTeapHas padora odyqarontuxcs: 90,75 ac.u./121 ak.4.

- IPOMEKYTOYHAs arTecTanus (3k3amen): 6,75 ac.u. /9 ak.u.

Hucrumuaa b1.B.06 «/lokymeHTarimoHHoe 0OecrieueHue yMnpaBlIeHUsI U DJICKTPOHHBIN
JIOKyMEHTO000pOT B chepe 3ApaBOOXPAHCHUS» OTHOCUTCS K TUCIUIUIMHAM BapUATUBHOW 9acTH
oOpa3zoBaTenbHOll nmporpammbl. OOydarOmUMUCA TUCIUILUIMHA ocBauBaeTcs Ha 1 kypce B 1 u 2
ceMecTpax.

3. Coaep:xxaHue M CTPYKTYpa THCHMIJIHHBI

3aounasa hopma oodyuenusn

HaumMmeHoBaHHe TeM O0beM AucUMIIMHBI (MOYJIs), Yac. dopma
W/WJIN pa3fesnos Bcero KonTtakTHas pa6ora odyqarommuxcsa | CP TEKyLIero
¢ mpenojasarteieM KOHTPOJIS
Ne n/mm . -
MO BUJaM y4eOHBIX 3aHATHH ycneBaeMoOCTH™,
J/ JIP/ 3/ KC NPOMEKYTOYHOH
A0T J0T JA0T P arTrecTaluu

Pasznen 1. HpaBOBbIe H HOPpMATHBHO-METOAUIECCKHUE OCHOBBI JTOKYMECHTALIMOHHOTI'0 o0ecneyeHus YHpaBJicHUsA

OcoGeHHOCTH U
TPUHIMIIBI BEACHUS
JIeTIOTIPOU3BO/ICTBA U
1 AJIEKTPOHHOTO 23 1 2 20 o
IOKyMEHTO000pOTA B
YUIPEKIACHUSIX
3[paBOOXPaHEHISI

3aKoHOMATENbHBIE aKTHI
1 HOPMATHBHO-
METOIMIECKHE 0~

2 KYMEHTEHI,
PETIAMEHTHPYIOIINE
JOKYMCHTAlTUOHHOE

obecrieucHue B chepe

3paBOOXpaHEHHs

21 20 KP

TpebGoBanus K
0(hOpMIICHHIO
3 OpraHu3aI[MOHHO- 24 2 2 20 o, T
PachopsIUTENIbHBIX
JIOKYMEHTOB.

4 CaiyxeOHasl IIepernucka 22 21 KP

Pasnea 2. Opranuzauus padoThl ¢ JOKYMeHTaMH B cdepe 31paBOOXPAHEHHS U B YCJIOBUSIX BHeIPeHUs!
3J1eKTPOHHOT0 JOKYMEHT0000poTa

TpeboBanus K
OpraHU3aLHu
3JIEKTPOHHOTO
JIOKYMEHT0000pOTa B
YUPEKICHUIX
30paBOOXpaHeHHs

23 1 2 20 O, T

Opranuzanys paboTs
apXxyBa B yUPEKICHUAX
3IPaBOOXPAHCHHMS B
YCIIOBUSIX Mepexo/ia Ha
SIEKTPOHHBII
JIOKYMEHTOO0OPOT.

22 2 20 T3

[TpomexyTouHas aTTecTanus 9 OKx3aMeH

Bcero: 144 4 0 8 2 121 9




*[Ipumeuanue: Gopmvl mexyweeo rkoumpoas ycnegaemocmu onpoc (0O), mecmosoe 3adanue (7),
munosoe 3adanue (13), koumponvnas paboma (KP).

Conep:xaHue TUCUUILTHHBI

Tema 1. Oco0eHHOCTH M NPHHUUIBI BeJeHUs 1eJONPOU3BOACTBA M IEKTPOHHOI0
JOKYMEHTO0000pOTa B YUpesKAeHUSX 31PABOOXPAHEHUS.

JlokyMeHTallMOHHOE ~ obOecrieyeHre  ympaBieHuss B cdepe  3ApaBOOXpaHEHHS:
0COOEHHOCTH, TPHUHLMIBI W MpaBWia OpraHu3aluu. 3a7adyd ¥ (QYHKIAU  CIIY>KOBI
JOKYMEHTAIlMOHHOTO O0OeCHeueHrss U OTBETCTBEHHBIX 3a OpPraHH3alfI0 JIEJIONPOU3BOJICTBA B
yupexxaeHun.  OpraHuzaius  JIEKTPOHHOTO  JIOKyMeHTooOopoTa. (OCHOBHBIE — MOHSTHUS
3IEKTPOHHOTO JIeI0NPOon3BoACTBa. CUCTEMbl aBTOMATHU3AIMH JIETIOMPOU3BOJCTBA. DIEKTPOHHBIN
JOKYMEHTOO0OPOT.

Tema 2.3akoHoxarejibHble aKTbl W HOPMATHBHO-METOJAMYECKHE JTOKYMEHTHI,
perjaMeHTHPYIOLIHe JOKYMEHTAllMOHHOe o0ecnieueHne B cepe 31paBOOXPAHEHUS.

CocTtaB HOpPMAaTHUBHO-TPABOBOM 0a3bl JIEJIOMPOU3BOJICTBA, CUCTEMHBIA MOAXOA K JOKY-
MEHTHPOBAHUIO M OpraHu3aluu padoTbl ¢ JokyMeHTamu. Ponb denepanbHOTO apXHWBHOTO
arenrctBa Poccum B (opMupoBaHMM HOPMATHUBHBIX OCHOB JAENONPON3BOACTBA. [IpoGiemsr
rOCyJapCTBEHHOTO PEryJIMPOBAaHUS B 00JIACTH JOKYMEHTAIIHOHHOTO OOECTICYCHHUS yIIPABIICHHS.

Tema 3. TpeooBannsi K o0GOpPMJIEHHI) OPraHU3ANMOHHO-PACTOPSIANTEIbHBIX
JOKYMEHTOB.

[ToarotroBka u odopMIIEeHHE OPraHU3alUOHHO-PACTIOPSIAUTEIHLHON JTOKYMEHTALUU.
TpeOoBanusi K ONaHKaM CIY)KEOHBIX JIOKYMEHTOB. Buibl OMaHKOB. YTJIOBOH M IMPOJIOJIBHEIN
CIOCOOBI PACIONOXKEHHUSI PEKBU3UTOB Ha OJIaHKe CIy:KeOHOro MoKymeHTa. ['epOoBbie OnaHKH,
nopsok pabotsl ¢ HuUMHU. lloHATHe «pexkBU3UT pokyMeHTa». CocrtaB pekBu3zuToB. OOuIME
TpeOoBaHUs K O(OPMIIEHUIO PEKBU3UTOB CIIY)KEOHBIX TOKYMEHTOB. OCOOEHHOCTH O(POPMIICHUS
AJIEKTPOHHOI'O JOKyMEHTa. THUIOBON COCTaB pPEKBU3UTOB OPraHU3alMOHHBIX JOKYMEHTOB.
TunoBo# cocTaB peKBU3UTOB PACIIOPATUTEIBHBIX JOKYMEHTOB.

Tema 4. CiryxeOHasi mepenucka.

CocraBieHne W 0o(OpMIIEHHE  CIIPAaBOYHO-MH()POPMAIMOHHOW U CIIPaBOYHO-
AQHAINTUYECKON JOKYMEHTAIMH: aHaJIUTUYECKUe, NOKIaJHbIe, CIyKeOHbIe, OObSICHUTEIbHBIC
3aMMCKHU, NPEJCTABICHHUS, 3aKIII0UeHUs, nepeyHu. [ToHaTue u CcTpykTypa ciaykeOHOro mnuchbma.
Knaccudukanus cinyxeOnbix nucem. CocrapineHue 1 opopMIIeHHE JEN0BbIX uceM. TpeboBaHus
K CTWIO ¥ OQOPMIEHUIO NHCHbMAa-NPOChOBI, CONPOBOJUTEIBHOIO IHCbMA, IHChMa-
MOJATBEPXKJIEHUS, TapaHTUITHOIO MUChbMa W APYTUX BUJOB MHCEM. YHU(UKALUS TEKCTOB CIYy-
JKEOHBIX MHCEM.

Tema 5. TpeGoBaHusi K OpPraHu3alliM 3JIEKTPOHHOIO [0KYMEHT000OpoTa B
YUpeKACHUSAX 31PABOOXPAHCHUS.

Kputepun orbopa mporpaMMsbl 3JIEKTPOHHOTO JOKyMeHTooOopoTa. [IpuHumns! paboTs! ¢
nokymeHtamu B COJl «Jlemo». PaccMoTpeHme M coryiacoBaHHE AJIEKTPOHHBIX JOKYMEHTOB.
[Topsimox paccMOTpeHUs JAOKYMEHTOB pYKOBOJACTBOM U JOBEIEHUS JOKYMEHTOB 1O
ucnonHutened. [lopsaok MekBeZOMCTBEHHOr0 MH(POPMALMOHHOTO OOMEHa B CHCTEME 3JIEK-
TPOHHOTO  JIOKYMEHTOOOOpOTa. DJEKTPOHHBIE TMOAMUCH: KIaccHPUKamus U  TMOPSAOK
npuMeHeHnd. CucremaTu3aluyd M OpraHM3alyus OINEPaTHUBHOIO XPAHEHUS JIOKYMEHTOB B
AIIEKTPOHHOM BHj€. BeneHue nenonpous3BOACTBa MO OOpalleHHsIM TpaxJaH C MPUMEHEHHEM
UH(POPMALIMOHHBIX TEXHOJIOTUH.

Tema 6. Opranuszanus padoTbl apXuMBa B yUPeKACHUAX 3APABOOXPAHEHUS B YyCJIO-
BHUSIX IIEPEX0/1a Ha JJIEKTPOHHBIH JOKYMEHTO000POT.

CocraBnenne u 0o(OpMIIEHHE OCHOBHBIX YYETHBIX M OPTraHU3AaIlMOHHBIX JOKYMEHTOB
apxyBa B YUYPEXKICHHM 3PAaBOOXPAHEHHUsS: TOJOXKEHUs 00 apxuBe, IJlaHa pPabOTHl apXxHBa,
rpaduka npuema JOKyMeHTOB U T. 1. CocTaBieHue U 0ohopMIIEHUE FOJOBBIX Pa3zesioB CBOIHON
ONMHUCH JeJ, XpaHAlMXcs B apxuBe. [lpaBwia opraHum3aluy XpaHEHHUsS JOKYMEHTOB B
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BEJJIOMCTBEHHOM apxuBe. OCHOBHBIC OOS3aHHOCTH OTBETCTBEHHOTO 3a OpraHU3alUI0 PabOTHI
apxuBa. OCOOEHHOCTH OpPraHU3alMK APXUBHOTO XPaHEHHSI 3JICKTPOHHBIX JIOKYMEHTOB U JIETI.

4. MatepuaJjbl TeKyllero KOHTPOJIsl ycneBaeMocT! 00y4alomuXxcsl ¥ OLleHOYHbIe
MaTepHaJIbl IPOMEKYTOYHOM aTTeCTAIMY N0 AUCHUIINHE

B xome peammzammm aucrumiuHsl  B1.B.06  «/lokymeHTanmonHoe oOecrneueHue
yIpaBJIEHUS! M 3JEKTPOHHBIM JOKYMEHTOOOOPOT B cdepe 3ApaBOOXPAHEHHUS» HCIIOJIb3YHOTCS
CJIEIYIOIIIE METO/IbI TEKYILETO KOHTPOJIS YCIEBAEMOCTH 00YJaIOIIUXCSL:

Tema n/unu pasacit MCTO,I[BI TEKYLIETO KOHTPOJIA YCIIEBAEMOCTHU

Tema 1. [Ipy mnpoBeneHMM 3aHATHH JICGKUMOHHOIO THIIA:
Oco0EeHHOCTH U MPUHIUIIBI BEACHUST | JIEKIUS — IUCKYCCHSI; TPU MPOBEICHUN MPAKTHUECKUX
JIETIOTIPOU3BOJICTBA U AJICKTPOHHOTO 3aHATUH: ONPOCHI, TPHU KOHTPOJIE PpPEe3yIbTaTOB
JIOKYMEHTOO00O0pOTa B YUPESIKICHUSIX | CAMOCTOSATEIHHON PaOOTHI 00YUYAIOIUXCSI: OMPOCHL.

3JIpaBOOXPaHEHMSI
Tema 2. IIppu KOHTpose  pPE3yJBTATOB  CaMOCTOSTEIbHON
3aKOHOJATEIbHBIE AKTHI U paboThl 00yUaIOLIUXCS: KOHTPOJIbHAS padoTa.

HOPMAaTUBHO-METOAUYCCKHC
JOKYMEHTBI, PETJIAMEHTUPYIOIIHE
JOKYMEHTAIMOHHOE 00ECIIeYeHHUE B
cdepe 31paBOOXpAHCHUSI.

Tema 3. IIpp npoBeaeHUM 3aHATUM JIEKIIMOHHOIO THIA:

TpeboBanus k 0opMIIEHUIO JIEKUUS — IUCKYCCHS; IIPU ITPOBEIECHUHN IIPAKTUUECKUX

OpPraHU3alMOHHO-PACIOPSAUTEIbHBIX | 3aHATUN: OIPOCHI, TECTHI; IPU KOHTPOJIE PE3YIbTATOB
JOKYMEHTOB CaMOCTOSITeNIbHON paboThl 00yUaIOIMIKUXCSI: OIPOCHI.

Tema 4. CryxeOHast mepenucka IIppu KOHTposE  pPE3yJBTATOB  CaMOCTOSTEIbHON

paboThl 00yUYarOIIUXCsl: KOHTPOIIbHAS padoTa.

Tema 5. TpeboBanus k opranuzanuu | [Ipy  mpoBeaeHWH 3aHATHIA —JEKIIMOHHOTO — THIIA:
3JIEKTPOHHOI'0 IOKYMEHTO000pOTa B | JIEKLUS — JUCKYCCHSI; IPH MPOBEJCHUN MPAKTUYECKUX

YUPEXKJIEHUSAX 31paBOOXPAHEHUS. 3aHATUNA: ONPOCHI, TPU KOHTPOJIE PE3YJIbTAaTOB
CaMOCTOSITENIbHOW paboThl O0YYarOLIMXCS: OINPOCH,
TECTHI.
Tema 6. IIppu KOHTpose pE3yJbTATOB  CaMOCTOSTEIbHON
Opranuzanus paboThl apX1Ba B paboThI 0OyUaIOLIMXCS: pellleHNe TUIIOBBIX 3ajay.

YUPCKACHUAX 30PaBOOXPAHCHUS B
YCIOBUSIX MEPEX0/a Ha DIIEKTPOHHBIN
JIOKYMEHTOOOOPOT.

DK3aMeH MNPOBOAMTCS C NPUMEHEHHEM CIEIYyIOIUX METON0B (CpeAcTB): B (opme
YCTHOrO ompoca 1o OuneraMm. buier mpennosaraeT TeOpPETHYECKUH BONPOC U MPAKTHUECKOE
3a/laHue.

Marepnanbl TeKylIero KOHTPOJIsl yCeBaeMoCTH 00y4arouXcst
Tunosbie OlleHOYHBIE MaTepHaJbI 10 pa3geny 1
Tunosbie BONpPOCHI AJ1s1 01Ipoca

1. HazoBute HOpMaTuUBHO-TIpaBOBble  akThl  (denepanbHbie  3akoHbl, ['OCThI),
periIaMeHTHPYIOIe JOKYMEHTAMOHHOE 00eCTIeYeHHE yIIpaBICHHsL.




~

10.
11.

Kakoit T'OCT  permameHTupyeT  mpaBwia  OQOpPMIICHHS  OpPraHU3alMOHHO-
pacropsiANTEIbHBIX TOKYMEHTOB?

UYro Takoe peKBU3UT U KAKOE KOJIMUYECTBO peKBU3UTOB periamentuposano ['OCT 7.0.97-
20167

Ha3oBute THIOBOI COCTaB pPEKBU3UTOB OPraHU3AIMOHHBIX JIOKYMEHTOB (yCTaB,
MOJIO’KEHUE, MPaBUiia, UHCTPYKLIUU, PETIIAMEHT).

Ha3oButre  THUMOBOW  COCTaB  PEKBU3UTOB  PACHOPSIUTENBHBIX  JOKYMEHTOB
(mocTaHoOBIIEHUE, pacOpsHKEHHE, IPUKa3, PELICHHE).

HazoBute THIOBOI cOCTaB PEKBU3UTOB HH(OPMAIIMOHHO-CIPABOYHBIX JIOKYMEHTOB
(TpOTOKOJI, aKT).

HazoBute TMIIOBOM COCTaB pEKBU3UTOB JIEJIOBOTO UCHMA.

HazoBute mpaBuna odopmienus pekBu3uToB (repd (I'ocymapcTBeHHBIH TepO
Poccuiickoit  ®enepanuu, repd cyOwbekrta  Poccuiickoii  @Denmepammu, repd
(repayibIMUECKUI 3HAK) MYHHUIIMIIAILHOTO 00pa3oBaHMs); 3MOJieMa W TOBApHBIA 3HAK
(3HaK OOCIy>KUBaHMS);KOA (OPMBI JOKYMEHTA; HAaMMEHOBAHHWE OPTaHU3ALMU - aBTOPA
JIOKYMEHTa; HAMMEHOBAHHUE CTPYKTYpHOTO TMOJApa3JeleHUus - aBTOpa JOKYMEHTa;
HaNMEHOBAHME JIOJDKHOCTH JIMI]A - aBTOpa JOKYMEHTA; CIPaBOYHBIC JaHHBIE 00
OpraHM3ali; HAauMEHOBAaHME BHUJAA JOKYMEHTa; JaTa JIOKYMEHTa; PErHUCTpPallMOHHBIN
HOMEp JIOKyMEHTa; CCBUIKa Ha pPETHCTPAlMOHHBI HOMEp W JaTy IOCTYIMHUBIIErO
JIOKYMEHTa; MECTO COCTaBJCHHs (M3/1aHUs) TOKYMEHTa; Tpu( OrpaHHuYEHUs! JOCTyHa K
JOKYMEHTY; ajapecar; rpud yTBepkKIeHHS MTOKYMEHTA; 3arojOBOK K TEKCTY; TEKCT
JIOKYMEHTa; OTMETKa O MPHJIOKEHUHU; TpU( COracoBaHMs TOKYMEHTA; BH3a; IMOJIKUCH;
OTMETKa 00 DSJIEKTPOHHOW NOJNHCH; IIeYaTh, OTMETKa 00 HCIOJHHTENE; OTMETKAa O
3aBepEeHUN KOMUHM; OTMETKa O TMOCTYIJICHHH JJOKYMEHTa; pPE30JIOLHUs; OTMETKa O
KOHTPOJIE; OTMETKA O HAIPABJICHUH JTOKYMEHTA B JIETI0).

HazoBute Bubl 61aHKOB JOKYMEHTOB.

HazoBuTe cocTaB peKBU3UTOB OJIaHKA JOKYMEHTA (IIPOIOJIbHBIH, YIIIOBOA).

Kakue npaBuna coznanusi 1okyMmeHTOB Bbl 3HaeTe?

Tunosble 3aJaHuA
[Ipoananu3upyiite OMaHKU CIYXKEOHBIX THCEM MEIUIIMHCKAX OpraHMu3alfii Ha

coorserctBue ['OCT 7.0.97-2016.

[Ipoananu3upyiite cinyxeOHOE€ MHCHMO, BBISIBUTE OIIHMOKH, IOMYIIEHHBIE TPH €ro
COCTaBJICHUH U 0(OPMIIEHHH.

Hanumure nucbMoO OT MMEHM HauyaldbHHUKA OTHENa KaJApOB MEIUIMHCKOTO YUPEKICHUS
(pexBu3uTH TpHaAyMaiWTe camoctosTrenbHo) H.A. bBomotoBoii B aapec ObIBIIETO
corpyanuka P.A. TlerpoBa ¢ yBenomieHHeM O HEOOXOAMMOCTH 3a0paTh TPYIOBYIO
KHIKKY. CooOluTe B MHUCbME, YTO MPH HEBO3MOXKHOCTH SIBUTHCS JMYHO BBl MOXKETE
nepeaaTh TPYJIOBYIO KHHXKKY KOMY-THO0 U3 poicTBeHHUKOB IlerpoBa. Anpec Ilerposa:
656043, r. bapnayn, yn. [lananunues, 12, kB. 45.

Bl — coOTpyAHMK MEIUIIMHCKOTO Y4YpeXIeHHUs (BbIOEpUTE JOJKHOCTH Ha CBOE
ycmotpenne) JLII. IlerpoBa. HeoOxommMo HamucaTh MOKJIQTHYIO 3alUCKy Ha HMS
rnaBHoro Bpauda P.M. TokapeBa 1o MOBOLYy CHUCTEMAaTHYECKOrO HapyLIEHUs TPYAOBOU
JUCHUIIMHBL  3aBeayrommM  ckiaga  A.b.  JlanteBbiM. KoHKpeTHbIE HapyleHHs
IpUAYMaTh CaMOCTOSITENBHO.

Tunosbie OLleHOYHBIC MATePHAJIBI 110 pa3aeny 2

Tunosble 3aJaHuA



1.

2.

Ha ocHoBe anamm3a mpemsioKEHHOW HOMEHKIATYphl e, pa3paboTaiiTe IepedycHb
JIOKYMEHTOB, KOTOPBIE MOYKHO MEPEHECTH Ha JIEKTPOHHBIN HOCUTeNlb. OOOCHYWTE CBOU
IIPEJIOKEHUS.

[Ipoananusupyiite  mporecc  nepexoaa  OT

JOKYMEHTO000pOTY (OyMa’)kHOMY C 3JIEMEHTaMHU 3JIEKTPOHHOTO JOKYMEHTO000pOTa) WK

OyMa)XHOTO K  CMEUIAHHOMY

K JIEKTPOHHOMY JIOKYMEHTO000pOTY B BailieM MeAUIIMHCKOM YUpeKICHUH.

[TapameTrps! aHanuza:

periiamMeHTals IMPUMCHCHUSA SJICKTPOHHBIX JOKYMCHTOB W OPraHU3allMUd 3JICKTPOHHOI'O
,I[OKYM€HTOO60pOTa B HHCTPYKIOHMH II0 ACJIOIIPOU3BOACTBY, B HOMCHKIIATYpPE OCI
OpraHu3aiuu. Hannuue B opranu3anu IEPEUYHSA AOKYMCHTOB, CO3JaHHMEC WM XPAHCHUC
KOTOPBIX JOJIPKHO OCYIICCTBIIATHCA HA SJICKTPOHHOM HOCHUTEIIC,

MOPAAOK CO3JaHUA JICKTPOHHBIX JOKYMCHTOB U NPUMCHCHU A SHCKTpOHHOfI IOAIINCH,
opraHu3anusa pa6OTLI C BJICKTPOHHBIMU NOKYMCHTAMMU,

HpO6J'ICMBI, 3aTPYAHAIOMIUC MTPOLECC IEpeXoaa K 6636yMa)KHOMy I[OKYMGHTOO60pOTy.

3. Onwmmurte mopsnok ¢GopMupoBaHus W OGOPMIICHHS JJIEKTPOHHBIX nen. [loAroToBbTe
AIIEKTPOHHBIE TOKYMEHTHI K apXHUBHOMY XPaHEHHUIO.

4. Hcnonb30oBaHHME DIIEKTPOHHBIX MOMMHCEH: KIaCCUPUKAIMS W TOPSIIAOK TPUMEHEHHUSI.
Cucremaruzanus ¥ OpraHU3alus ONMEPATUBHOIO XPAHEHUS JIOKYMEHTOB B AJIEKTPOHHOM
BUJIE.

5. Kputepun Bb160pa nporpaMMsl 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

OueHovHbIe MaTePHAJIbI IPOMEKYTOYHOM aTTeCTAIMU
Kon HaumenoBanue Kon HaunmeHnoBaHue KOMIIOHEHTa
KOMITETEHIINH KOMIIETEHIIH KOMITOHEHTa KOMIICTEHIIH
KOMIIETEHIMH
ITKp-6 Criocoben [TKp-6.1 CrniocoOeH ONTHMHU3HPOBATH
OCYILECTBIATh JIeJIOBBIE MPOLIECCHI B
OTITUMU3AIHIO JIEIIOBBIX OpraHu3aIiH, UCTIONB3YS
IIPOLIECCOB, UH(pOPMAIMOHHO-
OpPTraHU30BBIBATH TEJIIEKOMMYHHUKAI[TOHHBIE
JIOKYMEHTOO0O0POT U TEXHOJIOTUH MIPH
TIETIOBYIO TIEPETIHCKY C OpTaHu3aIIH
rpaxJaHaMu U JOKYMEHTO000pOTa, B TOM
BHEIIHUMHU YHCIIe HA HHOCTPaHHBIX
OpraHu3alMsIMH, B TOM SA3BIKAX
qHciie HAa HHOCTPAaHHOM
A3bIKE W/ UITH C
UCTIOJIb30BaHUEM
MH(pOPMAaIMOHHO-
TEJIEKOMMYHHUKAITHOHH
BIX TEXHOJIOTHI
KommnoneHT WNunukatop Kpurepuit onennBanus
KOMIIETEHIINH OLICHUBAHMSI
[TKp-6.1 Bnaneer undopmanonso- | 1. [IponemoHCTpUpOBaHO  3HaHUE
TEJIEKOMMYHHUKAIIMOHHBIMU | THPOPMAITMOHHO-
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10.

11.
12.

13.
14.
15.

16.
17.
18.

19.
20.
21.

Komnonent Nupukarop Kputepuit onenuBanust
KOMIICTCHIIU OLCHHUBAHUA
TEXHOJIOTUSIMH B LIEJISAX TEJIEKOMMYHHUKAIIMOHHBIX ~ TEXHOJIOTHH,
AOKYMCHTAIIMOHHOT' O HCIOJIB3YCMBbIX B nesax
oOecrieyeHHs yIpaBlIeHUs] | JOKYMEHTAIIHOHHOTO oOecrieyeHust
" OpraHus3anuu YIpaBJICHUA u OopraHu3anuunu
AJIEKTPOHHOTO AJIEKTPOHHOTO JIOKYMEHTO000pOTA.
JIOKyMEHTO000pOTA. 2. [IpoaemMoHCTpHpPOBAaHO BJaJICHUE
Bnaneer MHOCTpaHHBIM | MHOCTPAHHBIM ~ SI3BIKOM B IIEJISX
SA3BIKOM B IICJIAX OCYHICCTBJICHUA I[GJIOBOI\/'I NepenrucKu €
OCYIIECTBIICHHS ICJIOBOM | TPaKIaHaAMHU u BHEIITHUMHU
NEPCHUCKU C I'paXXJaHaMH U | OpraHu3aliusaMu.
BHEIIHUMU OpraHH3aIysIMu

TunoBbIe OLIEHOYHbIE MaTepHaJibl l'lpOMe)KyTO‘-IHOi;I aTreCTalum

Tunosbie BONpPOCHI /11 MOATOTOBKH K IK3aMeHY:
JIOKyMEHTAIlMOHHOE O0eclieueHnue ympaBieHuss B cdepe 31paBOOXpaHEHHs: MPUHIUIBI H

0COOEHHOCTH OpraHU3aIINH.

3amaun U (QYHKUIUMU CIYyXObl JTOKYMEHTAllMOHHOTO O0OecleYeHHs] WU OTBETCTBEHHBIX 3a
OpraHu3alMIo JEJIONPOU3BOACTBA B MEJULIMHCKOM YUPEKICHUU.

HopmaTtuBHble, mpaBOBbIE M METOJUYECKHE OCHOBBI JIOKYMEHTAlIMOHHOTO 00OecredyeHus
NESATENLHOCTH B chepe yIpaBIICHUS 3IPAaBOOXPAHCHUEM.

HopMaTuBHBIC, TpaBOBBIE H  METOAMYECKHE OCHOBBI  OpraHu3aluu  0e30yMa)KHOTO
JIOKYMEHTO000pOTa.

Ha3nauenne © BUABI OPraHU3ALMOHHBIX JOKYMEHTOB. THIOBOM COCTaB pPEKBU3HMTOB
OpraHU3alMOHHBIX JIOKYMEHTOB.

[IpaBuna cocraBneHus: 1 0HOpPMIECHUS OPraHU3AIMOHHBIX JTOKYMEHTOB.

[IpaBuna cocrapneHus: 1 0GOpPMIIECHHUS PACIOPSTUTENBHBIX JOKYMEHTOB.

[IpaBuna cocraBneHus 1 ohopmieHUsT HHPOPMAITMOHHO-CIPABOYHBIX JJOKYMEHTOB.

JlenoBas mepenucka: mpaBuiia COCTaBIeHUS U 0QOpMIICHUSI.

HopmaTtuBHas n Metoanueckasi perjaMeHTaIlds OpraHu3aiii padoThl ¢ JOKYMEHTaMH B cepe
3paBOOXPAHECHHUSI.

Opranusanys KOHTPOJIS UCTIOTHEHUS JOKyMEHTOB. CPOKH UCTIOJIHEHUSI IOKYMEHTOB.

OYHKIIMA W TIOJTHOMOYHS CIICIMAJIMCTOB, OCYIIECTBISIONIMX KOHTPOJb 3a HCIOJHEHUEM
JIOKYMEHTOB.

3HaueHue HOMEHKIIATYpPHI Jel B (GOPMUPOBAHUM CUCTEMBI YIIPABICHUS TOKYMEHTAMHU.
CocraBneHrne HOMEHKJIATyphlI JIedl.

[Topsmox QopmupoBanuss u oQpopMICHHUS JIIEKTPOHHBIX JAen. [loAroToBKa ANEKTPOHHBIX
JIOKYMEHTOB K apXHUBHOMY XPaHECHHIO.

[Topsimok mpoBeIeHNs SKCIEPTU3BI IICHHOCTH JOKYMEHTOB.

AKTyanbHbIE TIPOOJIEMBI BHEIPEHUS CUCTEM AJIEKTPOHHOTO TOKYMEHTO000pOTA.

[Topsimok MEXBEIOMCTBEHHOTO HWH()OPMAIIMOHHOTO OOMEHa B CHCTEME DJIEKTPOHHOTO
JOKYMEHTO000pOoTA.

DNEeKTPOHHBIE MOANUCH: KIacCU(PHUKAIUS U MTOPSIIOK TPUMEHEHHUSI.

Cucremaru3zanus 1 OpraHu3aiisi OnepaTuBHOTO XpaHEHUs! JOKYMEHTOB B 3JIEKTPOHHOM BUJIE.
Opranuzanus apXuBHOTO XpPaHEHUS JOKYMEHTOB B JJIEKTPOHHOM BHJIE.
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22. OO6mme npaBuiia paboOTHl BEAOMCTBEHHOTO apXHBa.

[IIxaJjia oneHUBAHKSA AJIM DK3aMeHa

Ikama oneHUBaHUA Kputepuu onenuBanust

JlaH NOJHBINM, Pa3BEpHYTHI OTBET HA IIOCTABJIECHHBIN BOIIPOC, ITOKa3aHa
COBOKYITHOCTb OCO3HAHHBIX 3HAaHUU 10 AMCLUIUIMHE, AO0KA3aTEIIBHO, B
OTBETE MPOCIIEKUBAECTCS YETKAsA CTPYKTYpPa, JIOTMYECKas IOCIEA0BaTENb-
HOCTb. OTBET M3JI0XKEH JUTEPATyPHBIM SA3BIKOM C MCIIOJIB30BAaHUEM CO-
BPEMEHHOW TEPMHUHOJOTHH. MOryT OBITH JAONYIICHBI OTACIbHBIC HEI0-
OminyHO 4YeTbl B OINPEACICHUU IOHATUMN, MCIPABICHHBIE CTYIACHTOM CaMOCTOS-
TEJIBHO B IIPOLIECCE OTBETA.

BeinosHeHne NpakTUYECKOTO 3aJaHusl MTOKa3bIBACT 3HAHUE YyIIpaBJICHYE-
CKOM CUTyallU U YMEHUE IIPUMEHUTH IIPaBUJIbHBIM HAYYHBIA U METOIM-
YEeCKMH IMOJAXOJ M MHCTPYMEHTapui A pelleHus 3ajadu, pazpaldaTbl-
BATh YIPaBJICHYECKUE PEIICHUS

JlaH MoNHBINA, pa3BEpHYTHI OTBET HA MOCTABJICHHBIM BONPOC, MOKa3aHO
YMEHHE BBIACIUTH CYLIECTBEHHbIE U HECYIIECTBEHHbIE NPU3HAKH, MPHU-
YUHHO-CJIEJICTBEHHbIE CBSI3U. OTBET YETKO CTPYKTYpPUPOBAH, JIOTHUYEH,
U3JI0’KEH JIMTEPAaTYpPHBIM A3BIKOM C HCIIOJIb30BAHUEM COBPEMEHHOH Tep-
MUHOJIOTUU. MOTYT OBITH TOMYIIEHBI 2-3 HETOYHOCTU UM HE3HAYUTEIIb-
Hbl€ OIIUOKH, UCIIPABJIEHHBIE CTYJEHTOM C IIOMOILBIO 3K3aMeHaTopa.
BrinmonHeHue MpakTUYECKOro 3aJaHMsl MOKA3bIBAET CIHOCOOHOCTH CTY-
JICHTa OIPEIEIIATh OCHOBHBIC TIPUOPUTETHI MPOPECCHOHATHLHON IesATEIb-
HOCTH, pa3pabaTeiBaTh U d()PEKTUBHO HCIIOJIHATH YIPABICHUECKHUE pe-
HICHMUSI.

Xopo1iio

JlaH HeJOCTaTOYHO TMOJHBI M HEJOCTaTOYHO pa3BepHYTHIH oTBeT. Jlo-
THKa ¥ TTOCIIEA0BATEIHOCTh U3JI0KECHUS UMEIOT HapyIIeHus. JlomyIeHs
OLIMOKHM B PACKPBITUM HOHATHH, ynoTpebieHun TepMUHOB. CTyIeHT He
CIIOCOOEH CaMOCTOSITEIEHO BBIICIUTH CYIIECTBEHHBIE U HECYIIECTBEH-
Hble TIPU3HAKU U IPUYMHHO-CJIECTBEHHbIE CBsI3U. PeueBoe odopmienue
TpeOyeT MonpaBoK, KOPPEKIIUH.

BeInonHeHne NnpakTHYECKOro 3aJjaHus TMOKa3bIBAeT, YTO KOMIETEHLUU
c(OpMHPOBAaHKI HA HAYAJILHOM YPOBHE.

Y 10BIIETBOPUTEIEHO

Or11eHKa BBICTABIISIETCS] B OJTHOM U3 CIIy4aeB:

1. OTBet npeAcTaBisIOT cO00M pa3pO3HEHHBIE 3HAHUSA C CYIIIECTBEHHBIMU
omuOKaMu 1o Bompocam. [IpucyTcTByrOT (parMeHTapHOCTb, HEIOTHUY-
HOCTb H3JIOKCHUA. OTCYTCTBYIOT KOHerTI/I3aIII/I$[ U O0Kas3aTCJIbHOCTH
n3noxeHus. Peub HerpaMoTHast, COBpEMEHHAsI TEPMUHOJIOTHS HE UCTIOJIb-
3y€TC$I. I[OHOJ'IHI/ITGJ'II)HBIG nu yTOLIHfIIOHH/Ie BOHpOCI)I HpGHOI[aBaTeJ'ISI HEC
MPUBOJAT K KOPPEKLIMU OTBETA CTY/EHTA.

[IpakTrueckoe 3a1aHe HE BBITTOITHEHO.

2. OTBeT Ha BOMPOC MOJHOCTHIO OTCYTCTBYET.

3. OTKa3 oT OTBeTA.

HeynosnersopurensHo

OneHka 3HaHUM OO0YYarOLIErocsi HOCHT KOMIUIEKCHBIH XapakTep, sBIseTcs OalIbHOMN
(msaTubamnpHOM  (HEYJIOBJIETBOPUTEIBHO,  YAOBJIETBOPUTEIBHO, XOPOUIO, OTIMYHO)) U
OTIpeNIeNIIeTCs: OTBETOM Ha IK3aMeHe; YUeOHBIMU JIOCTUKEHUSIMHU B CEMECTPOBBIH MEPHO.

Omnpoc
[Ipu camocTosTensHON paboTe MO MOATOTOBKE K OMPOCY OOYYAOIMIEMYCsl HEOOXOIUMO
O03HAKOMUTCSI C TEMOW M CIHUCKOM BOIMPOCOB MO TeMe. [IOBTOpUTH JIEKIIMOHHBIM MaTepuani Mo
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TEMe, OTMETUTh «IIpoOsieMHBbIe» TOUKH. OmpenenuTh HEOOXOIUMYI0 JHTEparypy u3
PEKOMEHJIOBAaHHOM K KypCy, TakK K€, MOXHO BOCIOJIb30BaTbC WHTEPHET-PECYpCaMU H
CHpaBOYHO-UH(POPMALMOHHBIMUA cucTeMamMH. ChopMupoBaTh TE3UCHBIN CIHUCOK OTBETOB Ha
BOIPOCHI, CO CBOMMH 3aMEUaHUSIMU M KOMMEHTAapUsSMHU. O0yYaromuiics AOKEH ObITh TOTOB
OTBETUTh HA IIOCTABJICHHBIC BOIIPOCHI, APryMEHTUPOBATH CBOM BAPHUAHT OTBETA, OTBETUTHh Ha
JIOTIOJIHUTEJIbHBIE U YTOUHSIFOLIUE BOIPOCHI MPENOAaBaTENsl.

Kpurtepuu onieHKH yCTHOI0 onpoca
OTBeT 00yyaromerocs: OLEHUBAETCS, UCXOAS U3 CIEAYIONINX KPUTEPUEB:
- IIOJIHOTA, YETKOCTh, MH(POPMALIMOHHAS HACHIILIEHHOCTh OTBETA;
— HOBM3HA UCTIOJIb3yeMON HH(POPMALIUY;
— 3HAaHME€ M MCCIEJAOBAHWE HAYYHbIX HCTOYHMKOB, HOPMATHUBHBIX aKTOB,
IOPUAMYECKON MPAKTUKH.

OHeHI/IBaHI/Ie YCTHOI'0 o1mpoca
OtBeT o6yqa10meroc;l MOJKET OBITH OILICHEH 110 5-TH OaJIJILHOM IIKAJIE npernoaaBaTclICM,
HCXOJA U3 KPUTCPHUCB OLUCHKH YCTHOI'O OITpOCa.

Tunosbie BONPOCHI 115l 0ONIpoca
Cas13b uHGOpMAIUU U IOKYMEHTA.
Bo3nukHOBeHME TIOKYMEHTa, €ro 3HAYCHHE.
ITonsaTue 1 BUABI KOIUH.
[IpuMeHEeHHE TEKCTOBOTO IOKYMEHTUPOBAHHSI.
[TonsTre «pekBuU3uTY. [TOCTOSIHHBIC U TIEPEMEHHBIC PEKBU3UTHI.
Bompockl  JOKyMEHTHUPOBaHHWsS, COCTaBICHHS U O(QOPMIICHHUS JOKYMEHTOB B
3aKOHOJIaTEJIbHBIX U HOPMATHBHBIX aKTaX.

7. TocynapctBennsle ctangaptel Ha jgokymeHTel. ['OCT P 7.0.97-2016 «Cucrtema
CTaHAapToB Mo uHGOpManuu, OHUOIMOTEYHOMY M H3AaTeNbCKOMy neny. OpraHu3alnuoHHO-
pacnopsauTensHas JoKyMeHTanus. TpeOoBaHuUSI K 0OPMIICHHIO TOKYMEHTOB).

8. Ileuaru 1 ux HazHaueHUe. Buanl mevyareii.

9. OTMeTKH Ha JOKYMEHTaX.

10. [ToHsITHE «TEKCT TOKYMEHTay MPHU PA3IUYHBIX CIIOCO0AX TOKYMEHTUPOBAHHUS.

11. YHudukamnus 10KyMeHTa.

ok wdE

TunoBble NpakTHYECKHE 32AHUS
ChopmupyiiTe  COUCOK  HOPMATHUBHBIX  HUCTOYHHKOB, HOPMATHBHO-METOJIMYECKHUX

JIOKYMEHTOB, KOTOpblE€ HEOOXOAMMO HCIOIb30BaTh id cocTaBieHus WHCTpyKuuu 1o
JIEJIONIPOU3BOJICTBY.

[Ipoananm3upyiTe NpeaIOKEHHYI0 HHCTPYKIMIO IO JIEJIONPOU3BOACTBY Ha COOTBETCTBUE
COBPEMEHHBIM TPEeOOBaHUAM I10 COCTABY U COJEPKAHUIO Pa3/IesoB.

Cdopmupyiite mnepeyeHb HOPMATUBHBIX HMCTOYHHUKOB M HOPMAaTHBHO-METOIMUYECKUX
JOKYMEHTOB, KOTOpbIE HEOOXOJMMO HCII0JIb30BaTh [l COCTaBJIEHUS! HOMEHKJIATYpPHI J1E.
[Ipoananu3upyiiTe HOMEHKIATYPY J€l Ha COOTBETCTBHE JACUCTBYIOIIMM IIpaBUIaM U
HopMaM. OOpaTuTe BHHMaHHME Ha CTPYKTypy H oQOpMJIEHHE HOMEHKJIATYpBHI,
MPaBUIBHOCTh CUCTEMATU3ALMH U ONIPENEIICHNS CPOKOB XPaHEHHUSI IOKYMEHTOB U JEII.
[IpoananusupyiiTe  NpeAIoKEHHbIE  OpPraHU3allMOHHbIE  JOKYMEHTHI  (IIOJIOJKEHUE,
MHCTPYKLHUS, PETJIaMEHT) Ha COOTBETCTBHUE YCTAHOBJIEHHBIM IIPAaBHJIAaM COCTaBJIECHHS U
oopmieHHs JaHHBIX TOKYMEHTOB.

CucremaTusupyiTe MO BHJIAM M NPOAHAIN3UPYWTE YIPaBICHUYECKUE JIOKYMEHTHI Ha
COOTBETCTBHE IPABUIAM JOKYMEHTUPOBAHUA.
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10.

11.

12.

13.
14.

[Tpoananm3upyiiTe HOMEHKIATYPY /€]l KOHKPETHOW OpraHU3allMH, YKaKUTE Ha OIIHOKH,
JOTYILIEHHBIE [IPH €€ COCTABIICHUU.
[Ipoananuzupyiite pacnopsiAUTENbHbIE JOKYMEHTHI, HAWIUTE OIIMOKH, AOMYIICHHbIE MPU
COCTaBJICHUH U O(POPMIICHUU ITUX TOKYMEHTOB.
[lepeuncnure omuOKH, XapaKTEpPHbIE IPH COCTABICHUN PACTIOPSIIUTENBHBIX TOKYMEHTOB.
[Ipoananuzupyiite ciyxeOHO€ MHCbMO, BBISIBUTE OIIMOKH, JONYIICHHBIE IPH €ro
COCTaBJICHUH U OOPMIICHHH.
Otpenaktupyiite TeKCT U opopMHTe MpeasiaraeMoe CIyeOHOoe MUCbMO B COOTBETCTBUU C
TpeOOBaHUSAMU, NPEIBIBIIEMBIMU K O(POPMIICHUIO CIYKEOHBIX IMHCEM.
CocrtaBbTe cxemy paboThI C BXOASIIUMH JOKYMEHTAMHU.
CocTtaBbTe cxemy paboThl C HCXOASIIUMHU JOKYMEHTAMHA
CocraBbTe cxemMy pabOThl C BHYTPEHHUMHU JOKYMEHTAMH.
Kpurtepun penienusi THNOBBIX 3a/1a4

1. [Tonnmaet mpoOiieMaTUKYy.

2. YcTraHaBnMBaeT NPUUUHHO-CIIEICTBEHHBIE CBSI3U.

3. YMeeT NOpUMEHSATh TEOPETHYECKUE 3HAHUSA Ui PELIEHHUS KOHKPETHBIX

yIPaBICHUYECKUX CUTYaLUH.
4. YMmeeT 060CHOBATh MPEATIOKEHHOE PEIICHHUE.

KonTpoabHasi padora
KoHTponbHbIe pabOThI SBISIOTCS OJHOW W3 OCHOBHBIX (DOPM TEKYIIEro KOHTPOJIS
npernojiaBareneM paboTbl 00ydaroLerocs.
KonrponsHast paboTa mpencraBisieT coOOi pelieHrne Tecta B 00pa3oBaTeNbHOM cpene
http://edu.alt.ranepa.ru.

Tumnosoii Tect
Hucmpykyus: HeoOXoAuMO BbIOpAaTh OIMH TPAaBWIBHBIM BapuaHT OTBETa Ha
IPeI0’KEHHBIN BOIIPOC, B KAYECTBE OTBETA 3alHChIBAETCS COOTBETCTBYIOIIAsA LU(pA.
1. OO6umii nopsaxok odopmiieHHs] OPraHU3aALMOHHO-PACHOPAINTE]BHBIX JOKYMEHTOB H
COCTAB PEKBU3UTOB I BCeX OPraHU3aluil yCTAHOBJICH:
1) Bakonom «OO6 wuHpopMayK, WHPOPMAIMOHHBIX TEXHOJOTHUSAX ¥ O 3alluTe
uHpOpMaLUN»

2) BenoMCTBEHHOI MHCTPYKIIMEH MO JETONPOU3BOICTBY OpraHU3aI[iK

3) TOCTom P 7.0.97-2016

4) 3aKOHOM O JOKYMEHTAIlMOHHOM OOECIICUCHUH YIIPaBIICHUS

5) TOCTowm P 7.0.8-2013

6) TunoBoil  HMHCTPYKIMEH TO  JEJIONPOM3BOACTBY B  (pelepalibHBIX  OpraHax

VCIIOJIHUTENILHOM BJIaCTH

2. PexoMeHaaTe/bHBbII XapaKTep rocyAapcTBEHHBIX CTAHIAPTOB YCTAHOBJIEH:

1) 3akonoM «O cTaHIAPTH3AIUAI

2) Tlocranosienuem IIpaButenbcTBa Poccuiickoit denepanun

3) T'occranmaprom Poccun

4) 3akoHOM «O TEXHHYECKOM PETryJINPOBAHUUY
3. IlepeyeHb THMNOBBIX YNpPaBJIeHYECKHX AOKYMEHTOB, 00pa3yIOLIUXCH B JAeATEIbHOCTH

OPraHM3alMi, ¢ YKa3aHHEM CPOKOB XPaHEHHS YTBEPKIAECH:

1) PykoBoautenem denepabHON apXUBHOI ciry:k0b1 Poccuu

2) MUHHUCTPOM KYJIBTYPbI U MaCCOBBIX KOMMYHHUKaIUi Poccuiickoit denepannn

3) MuHHUCTEPCTBOM 3/IpaBOOXPAHEHHSI U COIIMAIBLHOTO pa3BuThs Poccuiickoii dexeparuu

4) TOCTom P 7.0.8-2013
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4. PexBH3MTBI aJpeca Ha NOYTOBBIX OTNPABJCHUAX MU OJAHKaX INOYTOBBIX INEPeBOI0B
NUIIYTCS B MOPSAJKe, YCTAHOBJIEHHOM:
1) TlpaBunamu IeoONpOU3BOJCTBA B (peepalibHbIX OpraHax UCIIOJIHUTEIBHON BIACTH
2) Tlocranosnenuem IlpaButenbcTBa Poccuiickoit depepanmn
3) Permamentom opraHu3anuu
4) HWHCTpyKIMEH 1Mo JeI0MPOU3BOICTBY OpraHU3aluH
5. Ilopsinok wucnoab3oBanust u3zo0pakenuss I'ocynapcrBenHoro repéa Poccuiickoit
@enepanum Ha OJIAHKAX JOKYMEHTOB YCTAHOBJIEH:
1) IMonoxenuem o 'ocymapcTBernnom repoe Poccutickoit denepanun
2) T'occrangaprom Poccuu
3) denepanbHBIM KOHCTUTYIIHOHHBIM 3aKOHOM
4) PerjgaMeHTOM OpraHH3aluH
6. Jle101pon3BOACTBO — 3TO:
1) TO Ke, 4TO U JOKYyMEHTOOOOPOT
2) TO Ke, 4TO U IOKYMECHTAIIMOHHOE 00ECIICUCHUE YIIPaBIICHHS
3) TO ke, YTO U JIOKYMCHTUPOBAHHUE
4) nesaTenbHOCTh MO (POPMUPOBAHUIO IOKYMEHTOB B Jielia
7. JokyMeHT0000pOT — 3T0:
1) BO3BpaTHOE JIBMKEHHE JOKYMEHTA B ITPOILIECCE €ro IBMKCHHS B OpraHU3aIiu
2) TO Ke, 9YTO U TOKYMEHTOITOTOK
3) JABWXKCHHE TOKYMEHTA B OPraHU3alMKi C MOMEHTA €ro MOJIIUCAHHUS 10 OTIIPABICHUSI
4) ABWXXCHHE JOKYMEHTOB B OpPraHU3allMd C MOMEHTa WX CO3JaHUS WIH TOJTYyYCHHS [0
3aBEPLICHUS UCIIOJHEHUS WU OTIPABICHUS
8. lokymeHT — 3TO:
1) wunbopmanus, 3aKperUI€HHas B IPOCTPAHCTBE U BPEMEHH Ha JIMCTE OyMaru
2) cBeIcHHS O COOBITHSIX, TIpolleccax, SBJICHHUSIX, HE3aBUCHMO OT Crocoda ux
IIPEJICTaBICHUS
3) wunHdopmarius, 3apuKCHpoBaHHasS HA OYMaKHOM HOCHUTEIC
4) 3aduKcHpOoBaHHAs Ha MaTEpUAIBHOM HOcUTele HHPoOpMAIHMsS C PEKBH3UTAMH,
MO3BOJISIOMINME €€ UACHTU(PHUIIUPOBATH
9. B cucreMy opraHn3auMOHHO-PACIOPSAAUTEIbHON JOKYMEHTALMY BXOAUT:
1) ¢uHaHCOBas JOKyMEHTAIHSI
2) 0OaHKOBCKasi IOKYMCHTAIIUS
3) cmpaBo4YHO-MH(MDOPMAIIMOHHAS TOKYMEHTAIHS
4) OTYETHO-CTATHCTHYECCKAs JOKYMEHTAIHSI
10. Opranusanusi padéoThl ¢ JOKYMEHTAMH BKJIIOYACT:
1) NOKYMEHTHpPOBaHUE
2) OpraHu3aIHio JOKYMEHTO000pOTa
3) cOop uHpopMaIUH
4) opraHu3anuio pabouero Mecta
11. O6bem 10KYyMeHT0000pPOTA — ITO:
1) KoMMYECTBO BO3BPATHBIX JBHKCHHI JTOKYMEHTA 33 TOJ
2) 00BeM OJHOTO JieNia, YMHOXKCHHBI Ha KOJMYECTBO JIe)I, 3aBEIEHHBIX B OpraHU3allMd B
TE€4EeHHE roja
3) KOMMYECTBO [IOKYMEHTOB, TIIOCTYNUBIINX B OpTraHW3alMi0 M CO3JAHHBIX €0 B
ONpeAECNEHHBIN TEPUO
4) mnpou3BeaCHHE TUIOIIAAN OJHOTO JIUCTA JOKyMeHTa (hopmara A4 Ha o0IIee KOJIUIECTBO
JMCTOB JOKYMEHTOB, IOCTYIIMBUIMX B OPraHU3aLUIO 3a IO
12. PekBU3HUT — 3TO:
1) TO %e, 4To U OJaHK JIOKyMEHTA
2) o0IIee KOJMYECTBO CTPOK B JOKYMEHTE
3) 00s3aTeNbHBII YIEMEHT JOKYMEHTa

13



4) CcTemneHb 3alIUThl JOKYMEHTA OT TOJICIKH
13. FOpuauyeckasi Cijia JOKyMEHTA o0ecne4nBaeTcs:
1) namuumeMm Ha OiaHke u300paxenus ['ocyaapcTBenHoro repoa Poccun
2) KOMIICTEHIIMEH U3aBILEro ero opraHa
3) HammuueMm rpuda yTBepKICHUS
4) HaTUYUeM OTMETKH 00 MCTIOJIHEHHU JTOKYMEHTA
14. HaumeHOBaHHe BHIAa JOKYMEHTAa, COCTABJIEHHOT0 WJIM H3JIaHHOTO OPraHH3aIHei,
JA0JIKHO OBITH ONpe/IesIeHO:
1) HODKHOCTHOW MHCTPYKIIUCH
2) TlonoxxenueM 06 opranu3anuu (yCTaBoM)
3) IIporokosiom
4) HWHCTpyKIMEH 10 AI0MPOU3BOICTBY
15. B cnpaBouHbIe 1aHHbIE 00 OPraHU3aINUH He BKIKYAETCH:
1) moYTOBHII aapec
2) Homep TenedoHa
3) OGaHKOBCKHIA CUET
4) HaMMCHOBAHHE BBIIICCTOSIICH OPraHU3aI[HH
16. HenpaBuiibHoe oopmiienune 1athl «aeBsiToe Masi 2018 roma»:
1. 9masa2018 roga

2. 2018.05.09.
3. 09 masa2018r.
4. 09.05.2018

17. llopsainok opopMiieHUs AaThI B PEKBU3UTAX JOKYMEHTA ONpeae/sieTcs:
1) Tlocranosnenuem IIpaButenscrBa Poccuiickoit @emepaun
2) TOCTom
3) Pacnopsukenuem [pesunenta PO
4) HWHCTpyKIHEH 10 JeI0NPOU3BOJCTBY
18. Jo/zKHOCTB JIMIa, KOTOPOMY a/IpeCOBAH IOKYMEHT, YKAa3bIBAKOT B:
1) WMEHHTEIBHOM MaJIeKE
2) naTenbHOM MaleKe
3) poaUTETHHOM MajeKe
4) BHHUTEIHHOM MAJEKe
19. IoKkyMeHT MOKeT CoAepkKaTh:
1) onmun ampecat
2) 1Ba ajpecara
3) He OoJee MATH aapecaToB
4) He Oosiee YeTHIPEX aapecaToB
20. D1eMeHTHI NOYTOBOI0 ajpeca YKa3bIBAKOT B MOCJ1€10BATEILHOCTH:
1) cTpana
o0nacThb, Kpail, pecrryOnmka
HAaCEJIEHHBIN ITYHKT
yJIuna, HOMEp J0OMa, HOMEp KBapTHPbI
HauMEHOBaHME ajjpecaTa
2) HaMEHOBaHKE aJipecaTa
HAaCeJIEHHBIN TyHKT
o0nacTh, kpaii, pecrryOiamka
yIuia, HoMep JoMa, HOMep KBapTHPbI
CTpaHa
3) HaMeHOBaHue ajipecaTa
yJuia, HOMEp J0Ma, HOMEp KBapTHUPHI,
HAaCeJIEHHBIN TyHKT
o0nacTh, kpaii, pecrry0Oiamka
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CTpaHa

21. Ilpu opopmiieHuu rpuda yrBep:kIeHHs CJIOBO YTBEPKIAI0 MMeeT CIAeAYIIIMid BU/:
1) VrtBepxmaro
2) «YTBepKaa0»
3) YTBEPXJ/AIO
4) «YTBEPXIAIO»

22. JlaToii npuka3a siBJsieTCs:

1) nmata ero mojAmnUCcCaHUs

2) jaTa ero BCTYIUICHHS B CHITY

3) nara ero pacchuUIKU

4) nara ero MoJy4eHus: CTPYKTYPHBIM MOJIPA3ICIICHHEM

Ao0OpeBuarypa pexkBuzuta OKY /Il pacumdpoBbiBaercsi, Kak:

1) orpacneBoit koguUKATOP YHUPHUIMPOBAHHOW JTOKYMECHTAIIUN

2) obrepoccuiickuii kaccuukaTop yHUPHUIIMPOBAHHBIX TOKYMEHTOB

3) oOmepoccuiickuii KiaccuGUKaTOp yNpaBICHYECKOW JOKYMEHTAIH

4) otrpacieBoil KOIU(PHUKATOP YIIPABICHYSCKOH TOKYMEHTALUH

24. Ecau Ha [0OKYMeHTe 3aroToBjeHa MOANMCh HAa4YaJbHHUKA MoApa3JesieHus, a

MOANMUCHIBAET JOKYMEHT €ro 3aMeCTUTeJIb, TO CJIeyeT:

1) nmomedaTaTth MPEIVIOT «3a» MEePell JOHKHOCThIO HaYalbHUKA

2) HamucaTth OT PYKH MPEIUIOT «3a» Tepell TOHKHOCThIO HayalbHUKA

3) HOCTaBUTH KOCYIO UEPTY Tepe.l NODKHOCTHIO HayalbHUKA

4) uCrnpaBUTh W YKa3aTh HACTOAIIYIO JODKHOCTh M (DaMHJIHIO JIHMIA, IOAMHCHIBAIONICTO
JOKYMEHT

IIpu opopmiaennu rpuga coriiacoBaHus CJI0BO «COIJIACOBAHO» MMeeT CJIeyILIuil BU/:

1) COI'JTACOBAHO

2) CormacoBaHo

3) «COI''TACOBAHO»

4) COI'JTACOBAHO:

IIpaBuibHoe opopmiienne pacunppoBku noanucu B pekpusute «lloanuco»:

1) B.IL. HWBaHoB

2) B.MBaHoB

3) Hmeanos

4) Heanos B.II.

3aroJI0BOK K TEKCTY J0JIKeH ObITh COIJIACOBAH C:

1) HauMEeHOBaHUEM BHUJA IOKYMEHTA

2) C HAaMMEHOBAaHHMEM OPraHU3aIMH - ABTOPA JOKYMEHTA

3) ¢ maroii JOKyMeHTa

4) ¢ HaUMEHOBAaHUEM BBIIIECCTOSAIIEH OpraHU3aIuN

OTtMeTKa 00 MCIOJIHUTEJIE I0JI7KHA BKJIIOYATH B cedsi:

1) ®amwunauro U HOMep TeleOoHa UCTIOTHUTEIS

2) DaMHUIHIO ¥ HHUIHAJIBI HCTTOJTHUTEIS

3) HWuunuans! ¥ GaMIIHIO HCTIOJTHUTEIS

4) HWuunmansl, paMUIUO 1 HOMEp Telle(OHA UCTIOTHUTEIIS

29. Ilpu HanpaB/ieHHH NHCbMA JOJLKHOCTHOMY JIMILY €ro JO/LKHOCTh U (aMuius B

PEKBH3UTE «ApecaT» YKa3bIBAKTCH:

1) B poAUTEIILHOM Ma/EKE

2) B UMCHHTEJILHOM MaIeXKe

3) B maTeabHOM MajeKe

4) B TBOPUTEIHHOM IaJICKE

PexBu3MT «3aro10BOK K TEKCTY» He HCIOJb3YyeTcs:

1) B mpukasax

2) B IOCTaHOBJICHUSX
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31.

3) B COMPOBOAUTEIBHBIX MUCHMaX

4) B pacropsHKCHUSIX

Kakasn nejioBasi Oymara HaYMHAaeTCsA ¢ MecTouMenust 1-ro jJuua?
1) npukas

2) 3asBICHHE

3) [OBEPEHHOCTH

4) pestome

32.B kaKkoM U3 HA3BaHUIl JONMYIIeHA OIIMOKA B MCIOJb30BAHUM MPONUCHOH MJIM CTPOYHOM

33.

34.

3s.

OYKBBI.
1) OpaoBcKHii FOPUINIECKUN KOJUIEIK
2) Opmnosckas mkona N 16
3) Poccuiickast akageMuss rocymapcTBeHHOW cinyxObl mpu Ilpesumente Poccuiickoit
denepauun
4) TocynapctBeHHas TpeThsiKOBCKas ranepest
Kakas u3 npuBe1éHHbIX (PAMUJINH He CKJIOHSAETCH.
1) Iaxpaii
2) Illepba
3) Tkauyk
4) Ilambunaro
Bobi0epuTe NpaBUIIbHBII BAPHAHT 3aK/IIOYHMTEIbHON (POPMYJIbI BeKJIUBOCTH B /1€JIOBOM
nMucbMe.
1) C yBaxeHuem
2) Bcerna Bam
3) C yBaxeHuewm,
4) C BBICOYAUIIMM MTOYTCHUEM,
OTMeTbTe, KaKoe CJI0BOCOYeTAHUE COOTBETCTBYeT SI3bIKY JOKYMEHTA.
1) 3aBOAMTH YrOJOBHOE JICIO
2) BBICJATh HA PACCMOTPEHHE
3) BbBLIATH KPEIUT
4) BO3JIOKHUTH KOHTPOIIb
36. C kakuM c;10BOM Heqb3s ynorpedurs yactuny HE:
1) HesBKa
2) HEeUMeHue
3) HecobmoacHNE
4) Hemnpu3HAHHE
37. Kakoe U3 NpUBeIEHHBIX CJI0B MOKHO YIOTPeO/IATH B SI3bIKE JOKYMEHTA:
1) meHcuoHepka
2) mupekTpuca
3) cekperapia
4) crynmeHTKa
38. Otmerbre HeyaauHblli  BbIOOP GOpPMBI  MHOXKECTBEHHOI0  4MCJIa

CYIIECTBUTEJIBHOIO:

1) pexropa
2) mpodeccopa
3) 1oroBOpHI
4) nupekrtopa.
39. OTmeTbTE CJIOBO, KOTOPOE HANMCAHO NPABUJILHO:
1) Oe3uHHMIMATUBHBIHA
2) TPEeNbIHCYIbTHBIN
3) B3BIMaThH
4) MEKBIHCTUTYTCKHI
40. OT™MeTBbTE €J10BO, B KOTOPOM JONMYIIEHA OMINOKA:
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1) OecmpelieACHTHBIN
2) KOHOHUIECHIHATLHOCTD
3) KOHBIOHKTYPIIUK
4) IOPUCTKOHCYIBT
41. OT™MeTbTE €J10BO, B KOTOPOM JONYIIeHA OIIHNOKA:
1) anemrsnus
2) nunep
3) Yepkeccus
4) Tannun
42. OT™MeTbTE, B KAKOM COKPAILIEeHUH J0IMYIIeHA OIU0KA:
1) momm.
2) wiIpa.
3) 3arc
4) rr.
43. OT™MeTbTE 2a00peBHATYPYy MY’KCKOIO poja:
1) UK
2) TCXK
3) IOHECKO
4) CHI'
44. Boi0epuTe NpaBWIbHBINA BApUAHT 0(popMJIeHHS JaThI B TEKCTE:
1) ¢ 2008 g0 2010 rox
2) B2008/2009 rogax
3) ¢2008 mo 2010 rompr
4) ¢2008 mo 2010 rox
45. OT™MeTbTE HENPAaBUJIbHO 00Pa30BAHHYI0 (POPMY YHCJIUTEIbHOIO:
1) Oosnee ABYyXCOT ABALATH YYACTHHKOB
2) ¢ ABYMsSICTAaMH JIBAJIIIAThIO YYACTHUKAMH
3) o aByXCTax ABaJLATH YYaCTHHKAX
4) K IByCTaM JBAJIIAaTH y4aCTHUKAM
46. Kakasi u3 A3bIKOBBIX (OpMys] He COOTBETCTBYET CTPOro o¢puuuaabHOR
nepenucke:
1) CraBum Bac B u3BeCTHOCTB, 4TO...
2) VYO6enutenbHO mpocuM Bac pemmTh Bompoc...
3) Ecuu Bawm He TpyaHO, COOOIIMTE, TOXKAIYHCTA, ...
4) Tlpurnamaem Bac npunsTh ydactue...
47. Kakme H3 KIIOYeBBIX CJOB CONPOBOAMTEJBHOIO IHCbMA AaJpecOBaHbI B
CTOPOHHIOK0 OPTraHU3AIUIO:
1) TIpencrasisem Bam...
2) Hampasisiem Bawm...
3) Iloceutaem Bawm...
4) Beicbitaem Bam...
48. OT™MeTbTE, KAKOE CJIOBOCOYCTAHNE MOKHO HCII0Jb30BATh B A3bIKE JIOKYMEHTA:
1) 3azeiicTBOBAaTH COTPYAHUKA
2) O03BYYUTH TOYKY 3PEHHS
3) mpomucarh B JIOKyMEHTE
4) BBINIOJHHUTH MOPYYCHUE
49. B kakoM psi1y Bce CJIOBA COYETAIOTCS € IJIaroJaMmu NPpaBUJIbLHO:
1) moBbICHTH (TpeOOBaHMS, YCIIEBAEMOCTD, TOKA3aTEIN)
2) oka3ath (OJIEPKKY, BHUMAHUE, BPET)
3) ynemeBHTH (IPOLYKTHI, CEOECTOMMOCTb, TOBAPHI)
4) npuHUMAThH (K UCIIOJTHEHHIO, K CBEJICHUIO, MEPhI)
50. OTmeThTE, B KAKOM CJIOBOCOYETAHUH COCP:KUTCS TPAaMMaTHYecKasi OlulKa:
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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)

3aIIaTUTh 3a IPOE3]
OILIATUTH I10 CUETY

3aI1aTUTh 10JITH

YILUIATUTh 32 IOKYIKY

51. OTmMeTbTe NJICOHA3M, KOTOPBIH MOKHO YIIOTPeOJISITh B 1€10BOM peyun:

KOHCEHCYC MHEHMMU

aJMUHHUCTPATUBHOE yIIPaBJICHUE

TOPKECTBEHHAsI LIEPEMOHHS

[aMATHBINA CyBEHUD

52.0TMeTbhTE, KAKOM U3 NMPOU3BOJAHBIX NPEIJIOrOB CJIeAyeT 3aMeHNTh:

B cootBeTcTBUM ¢ JOTOBOPEHHOCTBIO. ..

Ha ocHOBaHMM BBIIIECKA3aHHOTO. ..

BcenencTBue npencTosmmx BHIOOPOB. ..

bnaronaps ykazaHHBIM 00CTOSATENbCTBAM. ..

53. B kakoMm cJ10Be J0oNylIeHa OIMOKA B HANMCAHNU OKOHYAHMSA:

ITo oxoH4aHUU CpoOKa...

I1o npebsBICHUH TOKYMEHTA. . .

[To npunére B a3pomnopr...

ITo npuesny B MockBy...

54. OT™MeThTe, KaKoe CJI0BOCOYeTAHME He YIIOTPeOJisieTcs B 1eJ10BOM peyn:
UCIIOJIHUTEJIbCKAs! BJIACTh

IIPEJICTaBUTEIILCKUE PACXO/IbI

KapJAMHAaJIbHBIN BOIIPOC

KUTUITHBIA (HOH.T

5S. IloHsATHE «3JIEKTPOHHBIN JOKYMEHT) OIPede/IeHO:

®enepanbHbIM 3aKk0HOM «O0 nHpopMaK, HHPOPMALIMOHHBIX TEXHOJOTHUIX U O 3allUTe
uHpOpMAIIHN

denepanbHbIM 3aKOHOM «O0 NEKTPOHHON HU(BPOBOIA TTOIIHCHY)

®denepanbHbIM 3aKOHOM «O0 AJIEKTPOHHOM JOKYMEHTE

56. IlepedyeHb 00s13aTEJBHBIX CBEICHUH 0 JOKYMEHTAaX, HCIOJIb3YeMbIX B CHCTEMax

3JIeKTPOHHOI0 JAO0KYMeHT0000poTa deiepajbHbIX OPraHOB HCIOJHHUTEIBHON BJACTH,
omnpeaeJiéH:

1)
2)
3)

4)

TunoBoil  WMHCTPYKIIMEH 1O  JEJONPOM3BOACTBY B  (pemepanmbHBIX  OpraHax
VCIIOJIHUTENILHOM BJIaCTH

@®enepasibHbIM  3aKOHOM «O  TOKYMEHTAallMOHHOM OOECHEYEeHHUU YTIpaBIEHUYECKOMN
JEATEIBHOCTH

[TocranoBnenuem IlpaBurenscrBa Poccuiickoit @enepanun «O0 yrepxkaenun [Ipasun
JIeNIOTIPOU3BOICTBA B (heiepabHBIX OpraHax UCHOIHUTEIbHOM BIACTH»
ITocranoBnennem IlpaButensctBa Poccuiickonn ®@enepannn «llomoxenue o cucreme
MEKBEJJIOMCTBEHHOTO 3JIEKTPOHHOT'O JOKYMEHTOO00POTa»

57. OpranusaTopoM MeKBeIOMCTBEHHOI0 3JIEKTPOHHOIO JOKYMEHTO0000poTa

ABJACTCA:

1)
2)
3)
4)

1)
2)
3)
4)
5)

®denepanbHas cinyx0a oxpanbl Poccuiickoit @enepanun

Anmvunuctpanus [Ipesuaenra Poccuiickoit denepanun

Amnmapar I[IpaButensctBa Poccuiickoit deneparun.

I'maBHOE ynpasiieHue crienuanbHbIX nporpamm [Ipesuaenta Poceniickoint denepanuu
58.Ceprudukar kiroua 3J1eKTPOHHOH HU(POBOI MOANMUCH HEe BKJIIOYAET:
pEeruCTpalMoOHHbII HOMep cepTU(dUKaTa Kiroua MOAINNCH,

CPOK JeiicTBUS cepTu(UKaTa Kioya MoANICH

CBEJIEHUS O BiaJieNbla cepTudukara Kiroya moAnucu

OTKPBITBIN KJIIOY 3JIEKTPOHHOM U(POBOI OITUCH;

3aKPBITHIA KITHOY JIEKTPOHHOU 1IM(POBOI moanucH
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6) cBeneHUs 00 yIOCTOBEPSIONIEM IIEHTPE, BBIIABIIEM CePTH(UKAT KITF0YA TTOAUCH;

7) cBeneHusi 00 yCIOBHS NMPHU3HAHUS IOPUANYECKOTO 3HAYCHHS JIEKTPOHHOTO JIOKYMEHTA C
AIIEKTPOHHOH M (PPOBOI MOATUCHIO
59. MeTraganublie — 3TO:

1) o00s3aTeNbHBI KOMIIOHEHT PETUCTPAIMOHHON KapThl JOKyMEHTA

2) o/HA U3 COCTABJISIIOLIMX 3JICKTPOHHOMN HU(PPOBOM MOIIUCH

3) wpentudukaTop WHGOPMALMOHHOIO pecypca, MO3BOJSIONIMN  YIPaBISATH UM,
OCYIIECTBIISATH IOUCK U XpAaHEHHUE

4) naHHBIE, ONPEICISIONINE OPUIMYCCKYIO CHITY JJIEKTPOHHOTO JIOKYMEHTA

5. Meroguyeckue MaTepuajbl 10 0CBOCHHUIO TUCHHUIINHBI

[Ipouiecc oOcBOEHHS AUCUMIUIMHBI CKJIAJbIBACTCS W3 JIEKIMOHHBIX M MPAKTHYECKHX
3aHATUH, a TaKKe CaMOCTOATEIbHON paboThl oOywaromuxcs. K ¢dopmam camocTosTensHON
paboThl OTHOCSATCS TOJArOTOBKAa K MPAKTUYECKHUM 3aHATHUSM, IOBTOPEHUE JIEKIHOHHOIO
MaTepuaia, IoAroToBKa K yCTHOMY OIIpOCY, IOBTOPEHNE MaTepuaa Jjsl BHIIIOJHEHUS TECTOBBIX
3a/1aHui ¥ BBIIIOJIHEHUE KOHTPOJIbHOM paboThl.

Hapsiny ¢ mnpocnymmBanueMm JeKIMA M ydacTUeM B 0OCYXKIEeHUH mpoOieM Ha
IPAKTUYECKUX 3aHSTUSAX, YYEOHBIN IUIaH MPeyCMaTpUBaeT 3HAUUTEIbHOE KOJUYECTBO BPEMEHHU
JUISL  CaMOCTOSATENbHOM paboTel. OTa paboTa CKJIaAbIBAETCS M3 HW3YYEHUS CIeHUaIbHOU
JUTEpPaTypbl, B TOM UYUCJIE B CBSI3U C MOJIIOTOBKOM K MPAKTUYECKUM 3aHSATHUSM, BBIOJIHEHUS
OpYTUX 3aJaHUl TMPEenojaBaTes, pa3MEIIEHHBIX B CHUCTEME JJIEKTPOHHOTO OOYy4YeHHS BY3a,
BBITNIOJIHEHUS] KOHTPOJIbHOU paboTHl.

[Ipn wusydenun Kkypca, oOydaromuecss OJDKHBI yMEThb II0OJIb30BaTbCd U HAYYHOU
JUTEPATYPOH IJIi CAaMOCTOSITEIbHOW MOATOTOBKU K 3aHATHsAM. OOydaromuecs: Takke JOKHBI
HAyYUTHCS, HCIONB3YS pa3IUYHble HayyHble HWCTOYHUKU, TPaMOTHO CGHOPMUPOBATH U
MOJArOTOBUTh CBOE HAYYHO OOOCHOBAHHOE M JIOTMYECKH HENPOTHBOPEUMBOE BBICTYIIEHHUE Ha
MPAKTUYECKOM 3aHATUH, AaHAJIM3UPOBATh KOHKPETHbIE (akThl OOIIECTBEHHOW IKU3HH,
OCYIIECTBJISATh MPOTHO3 OTHOCUTEIBHO BO3MOXKHOI'O HANpaBICHMSI aHaIM3a SKOHOMHUYECKHUX
npoiieccoB, GopMyIHpoBaTh 1 00OCHOBBIBATh CBOE MHEHME. be3 scHOro moHMMaHMsT OCHOBHBIX
MOHSATUN 00pa30BaTENbHBIN MpOIecC ychoxkHseTcs. s moBbimenns 3 HEeKTUBHOCTH 00ydeHUS
HE00XO0/IMMO HCHOJIb30BaTh CYIIECTBYIOIIUE TEPMHHOJIOTUYECKUE CIPABOYHUKU M TOJIKOBBIE
CJIOBapH.

Bonpoce! a1 caMOCTOSITENIEHON MOATOTOBKH K 3aHATHAM JIEKIIMOHHOTO, IPAKTUYECKOTO
TUIOB, PEKOMEHJAIMM 10 HANMCAHWIO MUCHbMEHHBIX pabOT pa3MelIeHbl B 3JIEKTPOHHON
oOpa3oBatenbHOM cpeze http://edu.alt.ranepa.ru.

6. YueOHasi 1uTepaTypa u pecypchbl HH(POPMALMOHHO-TEJEKOMMYHHKAIIMOHHOM ceTH
HNurepHer
6.1. OcHoBHasi iMTEpaTypa
1. A6ynanze, 1. I'. JlokymeHTanimoHHOE OOECTICUCHHE YIPABICHHS MEPCOHATIOM : YYCOHHK
u npaktukyMm i By3oB/ [I. I'. AGynanze, U. b. Bempsikkuna, B. M. MacnoBa. — 2-e u3f.,

nepepad. um gom. — Mocksa: W3marensctBo IOpaiit, 2021.— 370c.— (Beicmee
oOpaszoBanue). — ISBN 978-5-534-14486-4. — Texkct : snexkTpoHHBI // OOpazoBaTenbHas
mwiatrhpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/477699 (marta oGpamieHus:
01.10.2021).

2. Jloponmna, JI. A. OpraHuzamusi ¥ TEXHOJOTHS JOKYMEHTAI[HOHHOTO OOeCTIeUeHHS
yhpaBieHus : y4eOHUK u mpakTukym s By3oB/ JI. A. loponuna, B. C.HUputnkona. —
Mockga : M3garensctBo Opaiit, 2021. — 233 c. — (Bsicmee o6pazoBanue). — ISBN 978-5-
534-04568-0. — TekcT : anexkTpoHHsli // ObpazoBarenbHas miatdopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/468850 (mata oopamenus: 01.10.2021).
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3. Kysnenos, 1. H. JlokymeHTanmoHHoe obecrieueHue yrpaBaeHHs IEPCOHAIOM : YUEOHHK

u mpaktukym juisi By3oB/ U. H. Ky3nenoB. — 2-e¢ u3n. — Mocksa : U3gatensctBo Opaiir,
2021. — 393 c.— (Bwicimee oOpa3oBanue). — ISBN 978-5-534-14830-5. — Tekcr
anexkTpoHHbd  //  OOpasoBarenpHas  1iarpopma  FOpaiit  [caiit]. —  URL:

https://urait.ru/bcode/487704 (nara obpamenus: 01.10.2021).
4. Bbapuan, H.H. JlokymeHTanmonHoe odecreueHne rocyJapCTBEHHOT0 U MyHHIIUIIAIBHOTO
ynpasienus : yaeOnuk / bapuan H.H., MouceeB A.B. — Mocksa : KnoPyc, 2022. — 259 c. —

ISBN 978-5-406-08986-6. — URL: https://book.ru/book/942420 (mata oObpamicHus:
30.09.2021).
6.2. JlonoJIHUTE/IbHASA JIUTEpaTypa

1. Ky3nenos, U. H. JlokyMeHTalimoHHOE OOecleYeHHEe yrpaBieHUus. JJoKyMeHTOO00pOT U
JIEJIONPOU3BOJICTBO | y4eOHUK U MpakTUKyM Juist By30B / U. H. Ky3nenoB. — 3-e uzn., nepepad.
u qomn. — Mocksa : MznarensctBo HOpaiit, 2021. — 461 c. — (Bsicmiee obOpa3zoBaHue). —
ISBN 978-5-534-04275-7. — Texkct : snekTpoHHblid // O6pa3oBatenpHas miatdopma HOpaiit
[caiit]. — URL.: https://urait.ru/bcode/468462 (nata obpamenus: 01.10.2021).

2. lllyBamoBa, H.H. Opranmszanus U TEXHOJIOTHS JOKYMEHTAIIMOHHOTO OOCCIECUYCHUS
yrpaBiieHus ;| ydeOHUK W mpaktukym mis By3oB/ H. H. lllyBanoBa. — 2-e u3n., mepepad. u
norn. — Mocksa : WznarensctBo [Opaiit, 2021. — 265c.— (Bricmee ob6pazoBanue). —
ISBN 978-5-534-12358-6. — Tekcr : anekrponnsii // OOpa3zoBarensHas miardgopma FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/469831 (nara obopamenus: 01.10.2021).

3. Ulysanosa, H. H. OcHOBBI Aenonpon3BoAcTBa. SI3bIK CIIy>)KeOHOTO TOKYMEHTA : YYeOHHUK
u mnpaktukyM nans By3oB/ H. H. Illyeanoma, A.O.lBanoBa; mnon oOmel penakuuen
H. H. lllyBanoBoii. — 2-¢ u3., nmepepad. u gom. — Mocksa : M3garensctBo FOpaiit, 2022, —
428 c. — (Boeicmiee oOpazoBanme). — ISBN 978-5-534-10848-4. — Tekcr : 30eKTpOHHBIA //
Oo6pasoBarenbhas 1wiathopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/487706 (mara
obpamenus: 01.10.2021).

4. MuxaiinoBa, JI.JI. Opranuzanuss JOKYMEHTAIlMOHHOTO OOECI€UEHHUsl YIpaBICHUS H
(GyHKIIMOHUPOBAHUS OpraHu3anuii : yuebHoe nocodue / Muxaitnosa JI.JI. — Mocksa : KunoPyc,
2022. — 211 c¢. — ISBN 978-5-406-09090-9. — URL.: https://book.ru/book/942442 (nara
obpamenus: 30.09.2021).

5. Kysnenos, U. H. [JokymeHTanimoHHOE OOECIIEYCHHUE YIPABICHUS U JEIOMPOU3BOICTBO
[Texcr] : yue6nuk / Ky3znenos W.H. - M. : FOpaiit, 2016. - 520 c.

6. Aoymamze, /. I'. JlokymeHTanmMOHHOE OOecrieueHue yrpasieHus nepcoHaiom [Tekcrt] :
yueOHUK U npakTtukyMm / Adynaaze [.I'. - M. : FOpaiir, 2016. - 299 c.

6.3. YueOHO-MeTOAMYECKOE 00ecledeHne CAMOCTOSITEIbHOI PadoThI

1. ManrtypoBa, H. C. KaznpoBoe nenonpousBOJCTBO M apXUBbl JOKYMEHTOB 110 JINUHOMY
COCTaBy : y4e€OHO-METOIUYECKOE MOoCcOoOue Mg CTYACHTOB, OOYYalOIMMUXCS IO HaMpaBICHUIO
noarotoBku 46.03.02 JlokymenTtoBeaenue u apxuBosenaenue / H. C. MantypoBa. — UensOunck
: UensstOMHCKHI TOCyIapCTBEHHBIN HHCTUTYT KynbTyphl, 2018. — 140 ¢. — ISBN 978-5-94839-
600-2. — TexkcT : 27eKTPOHHBIN // DnekTpoHHO-0MbaoTeuHas cuctema IPR BOOKS : [caiit].
— URL.: http://www.iprbookshop.ru/83609.html (1ara obparuenus: 30.09.2021).

2. CamconoBa, T. H. JlokymeHTanuoHHOe obOecriedeHue ympasieHus. OOmue mpaBuia
obopmiieHust TOKyMeHTOB [Tekct] : ydeObHO-Meromumueckoe mocobue / CamconoBa T.H. -
Bapnayn : Anraiickuii punnan PAHXul'C, 2012. - 118 c.

6.4. HopmaTuBHbBIC IPABOBBIE JOKYMEHTHI
CripaBo4HO-HH()OPMAITIOHHBIE CHCTEMBI:

— http://pravo.ru/ ITpaso

— http://www.kodeks.ru/ Kogexkc

— http://www.consultant.ru/ Korcymnsraut [Tiroc
HCpI/IOIlI/ILICCKI/IC n3gaHuAa

— http://www.top-personal.ru — XXypuan «/lenonpon3BoacTBo»
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6.5. UuTepHeT-pecypchbl
— http://alt.ranepa.ru/ opunmansHeii caiit Anraiickoro ¢puimana PAHXul'C

—  http://www.iprbookshop.ru/ Dnextponno-o6ubnuoreunas cucrema IPRbooks

7. MarepuajibHO-TeXHHYecKasi 6a3a, HHGoOpMANIMOHHbIE TEXHOJIOTHMH, IPOrPaMMHOe
o0ecneyeHue U HH(POPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

Jnst  oOecrieyeHuss y4eOHOro mpolecca MO0 JUCHUILIMHE —«J{OKyMEHTaIllMOHHOE
oOecrieueHHe YNpPABICHUS W DJCKTPOHHBIH JOKyMEHTOOOOpOT B cdepe 3apaBOOXpaHCHUS»
bunman pacronaraet y4eOHBIMU ayJUTOPHUSAMH IS MPOBEACHUS 3aHATUN JICKIIMOHHOTO THIIA,
NPAKTHYECKUX 3aHATUH, TPYIIIOBBIX ¥ MHIUBHYaIbHBIX KOHCYJIbTAIMNA, TEKYIIEro KOHTPOJIS U
HpOMC)KyTO‘IHOﬁ arrecranum, a TakKKCe IIOMCIICHUAMU A CaMOCTOSITCIbHOM pa6OTbI u
HOMEIICHUSAMH ISl XPaHEHUS U IPO(PHUIAKTHIECKOTO 00CTY)KNBaHHS y4eOHOTO 000pyJOBAaHHS.
JIeKIMOHHBIE ayAUTOPUU OCHAIIEHBI BUICONPOCKIIMOHHBIM O0OpYAOBaHHEM ISl TPOBEIACHUS
Npe3eHTalMid, a TaK)Ke CPEICTBaMH 3BYKOBOCIIPOHM3BEICHHS; IMOMEIICHUS ISl MPAaKTHYSCKHUX
3aHATUH YKOMILJICKTOBAaHBI yu4eOHOM MeOernbio; OMOMmMoTeKka pacroyiaraeT pabounMu MeCTaMH ¢
JOCTYIIOM K OJJICKTPOHHBIM OMOIMOTEYHEIM CHCTEMAM U CETH HHTCPHCT. Bce y‘-Ie6HI>Ie
AyIUTOPUHU OCHAIICHBI KOMIIBIOTCPHBIM O60py210BaHI/ICM U JIMOCH3UWOHHBIM IIPOrpaMMHBIM

obecnieuennem: MS Windows, MS Office, CDJ] «/leno».
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