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1. IlepeyeHb MJIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHS N0 AUCHUIINHE, COOTHECEHHBIX €
IUIAHMPYEMbIMH Pe3yJIbTATAMM OCBOEHHUS MPOrPaAMMbI

1.1.  Jucuummmua b1.B.JIB.6.2 «/lokyMeHTannmoHHOE 0oOecreueHne rocy1apcTBEeHHON
JeSITeTILHOCTI 00ecreunBaeT GOPMHUPOBAHUECIIEAYIONIEH KOMITIETSHITHH:

Kon HaunmenoBanue Kon
KOMIETEHINH KOMIETEHINH JTana OCBOCHUS ens xomnereHuUu
KOMIIETCHIIUU
CriocoOHOCTh BBICTPanBaTh U YK OC-5.2 N3ydenue nokyMeHTa Kak
YK OC-5 peanu30BbIBATh TPACKTOPUIO nH(OpPMALMOHHOHN COCTaBIISIONIECH
caMOpa3BUTHS HA OCHOBE mpolecca yrnpasiaeHus B
NIPUHIXIIOB 00pa3oBaHus B TOCYJapCTBEHHBIX U MyHHLIUIAIBHBIX
TE4YEHUE BCEH JKU3HU CTPYKTYpax B Pa3IUYHBIX €r0O

ACTIEKTaX, N3yUYeHHE CUCTEM
JOKYMEHTAIUH TOCYIapCTBEHHBIX 1
MYHHUITUITAJIHHBIX OPTaHOB,
KOMILIEKCOB JOKYMEHTOB,
3JIEKTPOHHOTO IOKyMEHTO000pOTA,
HaIpaBJICHUI COBEPIIIEHCTBOBAHUS
JIOKYMECHTAITUOHHOT'O 00CCIICUCHUS
rOCYIapCTBEHHOMN M MYHUIIUITATBHOMN
JIESITEITBHOCTH

1.2.B pe3ynbTaTre 0OCBOCHHS AUCUUIUIMHBI Y CTYJCHTOB JIOJKHBI OBITh CHOPMHUPOBAHBI:

Kox komnereniuu PesynbraTel 00yueHus

YK OC-5.2 Ha ypoBHe 3HaHM —

VYkazarh OCHOBHbIC MPUHIMIBI OPraHU3alld CEKPETHOTO W KOH(HICHIUAIBHOTO
JICTIONPOU3BOJICTBA; OOBSCHUTH pOJIb JOKYMEHTOB B THpoLecce IMPHHATHS
YIPABJICHYECKUX PELICHHH, HAIPaBICHHBIX HAa MPOGHIAKTHUKY, MPEAYNpekKACHHE
MPECTYIUICHUI M WHBIX MPaBOHAPYIICHUIA, Ha3BaTh TPeOOBAHHUS MPABOBBIX aKTOB B
00JTaCTH 3alIUTHI TOCYIAPCTBEHHON TalHBI M HH)OPMAIIMOHHOMN 0€30MacHOCTH

Ha ypoBHe ymenuii —

Hcnonp30BaTh ¥ COCTABIATH HOPMATUBHBIE U IPABOBbIE JOKYMEHTBI, OTHOCALINECS K
Oynymielt npodeccHOHANBEHON AESTEIbHOCTH; NMPABWIIBHO COCTABIATh M O0QOPMIATH
CIIy’)KeOHbIE JOKYMEHTBI, B TOM WYHCJIE CEKpPETHBIC, COJCpKallie CBEICHUS
OTPaHUIEHHOTO MOJIb30BaHNUS;

Ha ypoBHe HaBBIKOB —

CocTaBUTh JOKYMEHTHI B COOTBETCTBHH C TpeOOBaHMAMHU CEKPETHOTO U
KOH(HICHIIHATBHOTO JIEIONPON3BOACTBA; HCIIOJIB30BaTh TEXHOJOTHIO OOpaIieHus
co cmy)keOHOH nHpOopMaIeil OrpaHMICHHOTO PACTIPOCTPAHCHHS

2. O0beM U MeCTO JUCHUIINHBI
B CTPYKTYpe 00pa3oBaTe/ibHOI MPOrpaMMbl

VYyebOuas IUCILAIUINHA b1.B.JIB.6.2. «JlokymeHTanmonHoe oOecrieueHue
FOCYI[ﬁpCTBCHHOﬁ I[CSITC.HBHOCTI/I))HpI/IHaI[J'Ie)KI/IT K 6JIOKy BapI/IaTI/IBHaSI 9aCTb, JUCHUILIIMHBI I10
BBEIOOpY. B cooTBercTBHM ¢ YUeOHBIM IUIaHOM, MO OYHOW (opmMe OOyYEeHHS IUCIHUILUITMHA
ocBamBaeTcs BO 2 cemectpe (1o 3a04HO0i popme 00ydeHHs TUCIUIUINHA OCBAaUBAETCs Ha 3 Kypce
B 5 cemecTtpe), o0mmas Tpy10eMKOCTh AUCITUIUIMHBI B 3a4€THBIX enuHuIax coctasiser 3 3E (108
4acoB).

VYyebnas aucrumuinHa (B.J[B.6.2. «/lokymeHnTanmonHoe obecrieueHrne rocyaapcTBEHHOM
JCATCIIBHOCTHN» OHI/IpaeTCSI MHUHHUMAJIBbHO HGO6XOI[HMBII>1 O6I>CM TeOpeTI/I‘-IeCKI/IX 3HaHHﬁ B
00JJaCTH HSKOHOMHKH ¥ HAIIMOHAJILHOW OE€30MacHOCTH. 3HAHWUS M HAaBBIKH, TIOJydaeMble
CTYZ[GHTaMI/I B pesynLTaTe I/I3Y‘-ICHI/ISI JUCHUITIINHBI, HCOGXOI[I/IMBI JUIA OpI‘aHI/I?)aI_[I/II/I
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JOKYMEHTOO0OpOTa B OpraHu3anuu, O(POPMIICHUS CIYKEOHBIX JTOKYMEHTOB, OOeCredYeHUs
COXpaHEHUSI TOCYIAPCTBEHHON M KOMMEPUYECKON TalHBbI.

VYuebnas qucuuruinza (B.J[B.6.2. «/lokyMeHTanmoHHOE oOecrieueHre rocy1apcTBeHHON
NeATeTLHOCTHY peanusyercsa mnocie u3ydenus: b1.6.36 Hanumonansnas Ge3omacHocts, b1.5.4
[Mpodeccuonanvuas stuka u ciuyxeOHwrii 3tuker, b1.B.OJ[.1 KyneTypa peun u nemnoBoe
oOmieHue.

ITo ouno#t (opme 0OydeHHS KOIMYECTBO AKaJEeMHYECKHX YacoB, BBIICICHHBIX Ha
KOHTaKTHYIO paboTy C mpernojaBatesieM (1Mo BUAaM yuyeOHBIX 3aHsATHI) — 54 vaca (Jiekiuii — 20
4acoB, CEMUHAPCKUX 3aHATUH — 34 yaca) U Ha CaMOCTOSTENhHYIO paboTy oOydarommxcs — 54
yaca.

[To 3aounHoit (hopme OOyuyeHHsS] KOJUYECTBO AaKaJEMHUYECKHUX YacOB, BBIJICICHHBIX Ha
KOHTaKTHYIO paboTy c npernogaBaTeneM (1o BUAaM YUeOHBIX 3aHATHI) — 12 yacoB (nekuuii — 4
yaca, CEMUHApPCKUX 3aHATUH — 84 yaca), Ha caMOCTOATEIbHYI0 paboTy oOyuatonuxcs — 92 yaca,
Ha KOHTpPOJIb — 4 Jaca.

dopma IpOMEKyTOUHON aTTECTAIlMK B COOTBETCTBUH C Y UEOHBIM IUIAHOM — 3aUeT.

3. Conep:kanue ¥ CTPYKTYpa JMCUMILIMHbBI

O0beM TMCHUIJIMHBI (MOYJIs), Yac. Dopma
KonrakTHas padora TeKylIero
ol0yuaromuxcs ¢ KOHTPOJIA
Ne n/n HaunmeHoBaHHMe TeM npenoaaBareJjieM ycneBaemMoc
- (pa3neJioB) Bcero M0 BUAAM Y4eOHBIX 3aHATHH CP TH,
MPOMEKYTO
J JIP 13 KCP YHOI
aTTecTalu
Ounasn gopma odyuenusn
2 cemecmp
IIpenmer u 3amaun Kypca. o T
CucTteMa rocyapcTBEHHBIX U
MYHHIHUIIAJIbHBIX OPTaHOB B
Tema l cyobekTax PD. AKTbI ) 4 ) 6
rOCYAApCTBEHHBIX U 12 2
MYHHIUIAIbHBIX OPTaHOB.
HopwmaruBHO-ipaBOBas 6a3a o T
Tema 2 JIOKYMEHTaIlHOHHOTO - 4 - 6
obecredeHnst ynpaBIeHUs 12 2
o T
Tema 3 JoxymentupoBanne. Cucrema - 4 - 8
OP/1. 14 2
TpeboBanus k 0oHopMIICHUIO o T
- 6 - 8
Tema 4 JIOKYMEHTOB. 18 4
OO1mye NpUHIMITBI orT
- 4 - 6
Tema 5 JIOKyMEHT0000pOTa. 12 2
Opranu3anus ¥ TEXHOJIOTHUS ) 4 ) 8 orT
Tema 6 paboThI C TOKyMEHTaMH. 14 2
ONeKTPOHHBIE JOKYMEHTHI 1 o T
Tema 7 SIEKTPOHHBII 4 ) 4 ) 6
JIOKYMEHTOO0OPOT. 14
DJeKTPOHHBIC apPXUBEIL.
Tema 8 ONeKTPOHHOE IPaBUTEIBCTBO ) 4 ) 6 KP
PO 12 2
3auéT B
IIpomesxyTouHast aTTecTalus bopwme
YCTHOTO
orpoca




O0BbeM AN CHUILINHBI (MOAYJIs), Yac. ®opma
KonTakrHas pabora TEKylLIero
o0yuaromuxcs ¢ KOHTPOJIA
N HaunmeHoBaHHMe TeM npenoaaparesemM ycneBaemMoc
°n/n .
(pa3neJioB) Bcero 10 BUJAAM Y4eOHBIX 3aHATHH CP TH,
MPOMEKYTO
) | JIP 13 KCP YHOM
aTTecTallNH
Bcero: 108 20 - 34 - 54 33E
3aounasn ¢popma 06yuenun
5 cemecmp
IIpenmer u 3agaum  Kypca. T
Cucrema rocynapcTBEHHBIX M
MYHHIUIAJIGHBIX OpraHoB B
Tema I CyObeKTax PO. AKTBI ) ) ) 10
rOCYAAapCTBEHHBIX u 12 2
MYHHIUIIAJIbHBIX OPTAHOB.
HopwmaruBHO-ipaBOBas 6a3a T
Tema 2 JIOKYMEHTAIMOHHOTO - - - 10
o0ecrieueHns yrpaBIeHAS 12 2
T
Tema 3 JoxymentupoBanne. Cucrema 14 - - 2 - 12
OPJ.
Tema 4 TpebdoBanus K 0pOpMIICHHUIO T
- - 2 2
JIOKYMEHTOB. 16 12
Tema 5 OO1ye NpHUHIMITBI o T
JIOKYMEHTO060pPOTA. 12 i ) ) ) 12
Tema 6 Opranuzanus ¥ TEXHOJIOTHUS orT
- - 2 2
paboThI C JOKyMEHTaMH. 16 12
Tema 7 ONeKTPOHHBIE JOKYMEHTHI 1 T
SIEKTPOHHBII i ) 5 )
JIOKYMEHTOO0OPOT. 14 12
DJIEKTPOHHBIC APXHBHI.
Tema 8 DNEKTPOHHOE TPABUTEILCTBO 12 12 | KP
PO ] ) ) )
3auéT B
dhopme
IIpomesxyTouHast aTTecTaus YCTHOTO
orpoca
Bcero: 108 4 - 8 4 92 33E
Ilpumeuanue: 4 — gopmvr mexywezo roumpons ycnesaemocmu: onpoc (0O),

mecmupoganue (T), konmponvuas paboma (KP).
Coaep:xaHue TUCHUILTUHBI (MOTYJIs1)

Tema 1. Ilpeamer u 3axaun kypca. CucremMa rocyiapcTBeHHbIX 1 MYHUIIUNIAJIbHBIX
OpratoB B cy0bekTax P®. AKTHI roCy1apCTBEHHbIX 1 MYHHIIUNIAJILHBIX OPTraHOB.

OOnexT, npeaMet u 3aaa4un kypca. Ilonarue cyobekra PD. Opransl 3akoHOIATETEHON
(IpencTaBUTENbHON), UCTIOJHUTEILHON U CyneOHOW Bimactu cyObekTta P®. Opransl MecTHOTO
camoynpasiieHus.  [IpaBoBble  akThl, IPUHMMAEMblE  OpraHaMHM  3aKOHOJATEJIbHOM,
WCITOJTHUTENIbHON U Cy/1e0HOM BiacTH cyobekTa PD u opranamMu MECTHOTO CaMOYTIPABIICHHS.

Tema 2. HopmaruBHo-mpaBoBasi 0a3a [OKYMEHTALMOHHOIO o0OecreYeHus
ylpaBJIeHHS.

Heo6xoauMocTh 3aKOHOAATENBHOTO ¥ HOPMAaTHBHO-METOJMYECKOTO PEryJIMpPOBAHUS
JOKYMEHTAllMOHHOro  o0ecredyeHus ympasieHus. PerynupoBaHue oTHomeHMH B cdepe
nokyMeHTanuu B Poccun u 3a pyOexxom. 3amaun ynpaBieHHs AoKyMmeHTaruei. Koncturynus
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Poccuiickoit ®@epepanuu — OCHOBHOM IIPAaBOBOM aKT, ONPEIENSAIONUNA  COBPEMEHHYIO
TrOCYyJapCTBEHHYIO TIOJIUTUKY B cdepe aokymeHTanuu. HopMmaTuBHO-IpaBOBBIE —AaKTHI,
perylMpyoIue OTIAENbHbIE CTOPOHBI JOKYMEHTHpPOBaHUSA. Bricmias mpaBoBas 3HAUMMOCTb
3aKO0HOB PO.

Tema 3. lokymentupoBanue. Cucrema OP/I.

Oco6eHHOCTH MOATOTOBKHM M 0()OPMIIEHHS OpraHU3allMOHHBIX JOKYMEeHTOB. [lonoxeHue,
ycraB. CTpykTypa U mratHas yuciaeHHocTh. [lItatHoe pacnucanue. MHcTpykiuu. JloroBop kak
MHOTO(QYHKIIMOHAJIBHBI ~ JOKYMEHT,  PEryJupYIOIIMA  B3aUMOOTHOUIEHHS  CyOBEKTOB
HYKOHOMHYECKON NesTebHOCTH. OCOOEHHOCTH MOATOTOBKU U O(OPMIICHHS pacTiopsIUTEIbHBIX
nokyMmeHToB. [locranoBnenus. Pemenus. [Ipukassl. Pacniopsikenns. Ykazanus. [Iporokoi, ero
0coboe MeCTO B CHCTEME OpraHM3allMOHHO-PACIIOPAIUTEIBHON AOKyMeHTanuu. OcoOeHHOCTH
HOJArOTOBKM M O(QOpMIIEHHS HH()OPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB. AKTHIL. JlokiaaHas
3anucka. OOwscHuTenbHas 3anucka. CrpaBku. CiyxeOHble mnHcbMa. Tenerpammel,
tenedoHorpaMMel, Tenedarchl (pakcor).

Tema 4. TpeooBanusi kK 0pOPMJIEHHIO IOKYMEHTOB.

O6mue TpeboBanus K  odopmieHuro  gokymentoB. [OCT P 6.30-2003
«YHupunupoBaHHas cuctema OpraHU3aIMOHHO-PACTOPSATUTENHLHOM JOKYMEHTAIIUH.
TpeboBanus k ohopmiIeHH 0 JOKYMEHTOB». Mexaynapoausiit crangapt MCO 15489-2001 u ero
MpPUMEHEHUE MIPU CO3JJaHUH YIPaBICHUS JOKYMEHTAIMe B OpraHu3aluu.

ObecneueHne OpUANYECKON CHIIBI JoKyMeHTa. Co3laHue yCIOBUM JAJIsl ONEpaTHBHOTO
UCIIOJTHEHUSI JOKyMEHTa. BO3MOXHOCTh OIepaTMBHOIO MOWCKAa JOKyMeHTa. lcmonb3oBaHue
CPEACTB OPITEXHUKH I CO3/IaHUs U 00pabOTKU JOKYMEHTOB.

®dopmarbl Oymaru W 1mossi. biaHku TOKyMEHTOB: OOImIMil OaHK, OJaHK MHChMa, OJIAHKH
KOHKPETHBIX BHJIOB JIOKyMEHTOB, OJIaHK JOJDKHOCTHOTO Jjuima. ['epOoBeiii Onank. Dopmyssip-
oOpazen. [IpaBuna odopmieHHs] PEKBU3UTOB YIPaBICHUYECKUX JTOKYMEHTOB B COOTBETCTBHUH C
I'OCT P 6.30-2003.

TpeboBaHusi K  W3TOTOBJIICHHIO  JOKyMeHTOB, nmpenabsBiasieMbie ['OCTom m
pEKOMEHIyeMble HOPMAaTHBHO-METOJIUYECKUMHU MocoOussMu. OCHOBHBIE TpeOOBAaHUS K TEKCTY
yIpaBICHYECKUX JOKYMEHTOB.

Tema 5. O01mMe NPUHIUNIBI JOKYMEHT0000poTA.
[Monstne noxymenroobopota. O0mmme TpeOoBaHUS K OpraHU3aluu JoKyMeHTooOopora. [Ipuem
U niepBUYHas 00paboTKa T0KyMeHTOB. [IpenBapuTensHoe paccCMOTPEHHE JOKYMEHTOB.
Peructpanus noxymenroB. Ilepemaga JokyMeHTOB Ha ucnosiHeHue. KoHTponb
UCTIOJIHEHUST JIOKyMeHTOB. OOpa®oTka M OTIpaBKa HUCXOMAUIMX JOKYMEHTOB. IIpumeHenue
KOMIIBIOTEPHBIX TEXHOJOTUI MPU OpraHU3allK JOKYMEHTO000pOTa YUPEXKICHUS, TPETPUITHS.

Tema 6. Opranuszanusi ¥ TEXHOJOTHs PadOThI C JOKYMEHTAMM.

CoBOKYNHOCTh MH(POPMALMOHHO-TOKYMEHTAIMOHHBIX pecypcoB OopraHu3aluu
CrnpaBouHble KapTOTeKU. TpaguIliOHHbIE U aBTOMAaTU3UPOBAaHHbIE ()OPMBI BEICHUS CIIPABOYHBIX
KaproTek. HomeHkmarypa paen: BuIbl, NpaBWiIa COCTaBIeHHS M oQopmieHus. 3HAYCHHE
HOMEHKJIATypbl JleJl JJisi OpraHu3alud JOKyMeHTHpoBaHHs. HopmaTuBHO-MeTOoAMYECKHE
AOKYMCHTEI 110 COCTABJICHUIO HOMCHKJIATYP HCJI.

DKcnepTu3a IEHHOCTH JI0KYMEHTOB B JENIONPON3BOACTBe opranusanuu. dopmuponanue,
odopmieHue, cucTeMaTH3alMsl U XpaHeHUeE el B TeKyIIeM JenonpousBoacTse. O6paboTka e
JUTSE TIOCJIETYIOIIETO XpaHeHUs el B apXuBe opranu3anuu. [lepegaya gen B apXuB opraHu3alii.
3KCHCpTI/IBa HEHHOCTH JOKYMCHTOB B BEAOMCTBCHHOM apXHBC. CocraBnenue CBOAHBIX onucei
nen. [TonroroBka JOKYMEHTOB K Iiepejjaue Ha TOCYJapCTBEHHOE XpaHEeHHE.



Tema 7. DJJleKTpPOHHBIE JOKYMEHTbl M JJEKTPOHHBIH [OKYMEHT000OpOT.
JIeKTPOHHbIE APXHUBBI.

JleHcTBYIOIIME CUCTEMBI AJIEKTPOHHOTO JIOKYMEHTOOOOpPOTa B OpraHax MCIOJIHUTEIbHON
Binactu Bonrorpanckoir ob6mactu. ACOJl: HOpMaTuBHO-TIpaBOBas 0asa, IeTW M 3aJa4H,
(GyHKIMHN, TEXHUYECKUE BO3MOXKHOCTH, yyacTHUKH. ACOKU: HopMaTHBHO-TIpaBoBas 0a3za, 1enu
U 3a7aud, (YHKIUU, TEXHUYECKHE BO3MOXHOCTH, Yy4YacTHHUKH. [IpoOiembl U MepCreKTHUBbHI
ACOl n ACOKU.

[TonsiTue 351€eKTPOHHOTO apXuBa. Buabl 31eKTPOHHBIX apXUBOB. CO3/1aHUE JIEKTPOHHOTO
apxuBa opraHu3anuu. OCHOBHBIE IPEUMYIIECTBA 3JIEKTPOHHOTO apXuBa. APXUBHBIN ayTCOPCUHT
NPUMEHUTEIBHO K JJIEKTpOHHOMY apxuBy. OOnaunble TexHosoruu. OpraHuzanus padoThl
AJIEKTPOHHOIO apxuBa. OpraHusanus 3JI€KTPOHHBIX TOKYMEHTOB B NpeAeaax JOKYMEHTaIbHOIO
U apXMBHOTO (POHAOB. DKCHepTHU3a IIEHHOCTH IEKTPOHHBIX JOKYMEHTOB M KOMIUIEKTOBAaHHE
UMM apxuBa opraHuzanuu. OOecredeHne COXPAHHOCTU U YYeT SJIEKTPOHHBIX JOKYMEHTOB.
JlocTym K 37€KTPOHHBIM apXUBHBIM JOKYMEHTAM M UX UCIHOJIb30BAaHUE. DJIEKTPOHHBIE PECYPCHI
ApxusHoro ¢onna PO.

Tema 8. D1ekTpoHHOE NpaBUTENbLCTBO PD.

[ToHsiTHE DJIEKTPOHHOTO MPABUTENIBCTBA. HOPMAaTUBHO-NPABOBBIE AKTBI JJIEKTPOHHOTO
npaBUTeNbCTBA B Poccuu. @yHKIMM U 33/1a4U 3JIEKTPOHHOIO IIPaBUTENbCTBA B Poccun. Enunbiii
IOPTaJI FOCYIapCTBEHHBIX U MYHUIUIAIBHBIX yCIYT.

4. ®OH/ OLICHOYHBIX CPEICTB NPOMEKYTOYHOM aTTECTALUH
1o AUCHUIJINHE (MOLYJII0)

4.1. ®opMbl U MeTOAbI TEKYLIEr0 KOHTPOJIA YCHEBAEMOCTH M MPOMEKYTOYHOMH
aTTecTalMu.

4.1.1. B xone peanuzanuu aucuuiuinasl b1.B.JIB.6.2 «/lokymeHTanmoHHOE 0OecreueHre
TOCYJaPCTBEHHON JEATEIbHOCTUNUCIIONB3YIOTCS CIIENYIONNE METOJbl TEKYIIEro KOHTPOJIS
yCIIEBaEMOCTH 00Y4aIOIIUXCS:

Ne
n/n HaumenoBaHue TeM (pa3iesioB) MeToabl TEKYyLIEro KOHTPOJIsA
ycneBaeMOCTH

IIpeamer n 3amaum Kypca. Cuctema rocyIapcTBEHHBIX U
Tema 1 MYHUIIUIIAJBHBIX OpraHoB B cyOwpekTax P®. AKTHI | YCTHBIH Onpoc, MICEMEHHBIA TECT
TOCYAAPCTBEHHBIX M MyHUIMIIAJIIBHBIX OPTaHOB

HopmaTuBHO-1IpaBoBas 6a3za JOKyMEHTAIIHOHHOTO
Tema 2 o0ecreueH s yIpaBICHHS YcTHBINM 0npoC, MUCbMEHHBIH TECT

Tema 3 HoxymentupoBanue. Cuctema OPJI. YeTHBIM 0npoC, MUCEMEHHBIH TECT

TpebdoBanus kK 0pOPMIICHUIO TOKYMEHTOB.

Tema 4 YcTHBIM onpoc, NUCbMEHHBIH TeCT
OO01mure MPUHIIAIIBI TOKYMEHTO000pOoTa.

Tema 5 YcTHBIN 0npoC, TUCEMEHHBINA TECT
OpraHuzanus 1 TEXHOJIOTUsl pabOThI C JOKyMEHTaMH.

Tema 6 YcTHBIM onpoc, NUCEMEHHBIH TeCT
DNEeKTPOHHBIE JOKYMEHTBI U JIEKTPOHHBIN YeTHBIM 0npoC, MUCbMEHHBIH TECT

Tema 7 JIOKyMEHTO000pOT. DIEKTPOHHBIEC apXUBHI.




ONeKTPOHHOE NPAaBUTENLCTBO PO Konrponbhas pabora
Tema 8
3aounasn ¢popma
[Ipeamer n 3amaum kypca. Cucrema rocyaapcTBEHHBIX U
Tema 1 MYHHIUIAJIBHBIX OpraHoB B cyObekTax Pd. AKTBI | MUCEMEHHBIN TECT
TOCYAApCTBEHHBIX M MyHUIMIIAJIBHBIX OPTaHOB
HopwmarusHo-1ipaBoBasi 6a3a JOKyMEHTAIIHOHHOTO MICHbMEHHBIN TECT
obecrieueHns yIIpaBICHAS
Tema 2
MUCEMEHHBIN TECT
HoxymentupoBanne. Cucrema OP/I.
Tema 3
Tpebdosanus kK 0hOPMIICHUIO JOKYMEHTOB. MICHMEHHBIN TeCT
Tema 4
OO1mue NpUHIMIIB TOKYMEHTO000pOTa. MMCBMEHHBIH TECT, YCTHBIH OIpoC
Tema 5
OpraHuzanys 1 TEXHOJIOTUS pabOThI C TOKyMEHTaMH. MUCBMEHHBIH TECT, YCTHBIH OIpOC
Tema 6
DJeKTPOHHBIE TOKYMEHTHI U 3JIEKTPOHHBIN MUCBMEHHBIH TecT
JIOKyMEHTOO00POT. DIIEKTPOHHEIE apXHBHI.
Tema 7
DNEeKTPOHHOE MPaBUTENBCTBO PD KoHnTpoasHas pabora
Tema 8

4.1.2. TlpomexxyTouHasi arrecTanus MPOBOAUTCA B (GOpMe 3adeTa METOJIOM YCTHOTO
orpoca o Borpocam u3 1.4.3.

K cnmade 3adyera 1no IMCUUIUIMHE JOIYCKAKOTCA CTYAEHTHI, NOJy4YHMBIINE HE MeHbie 60
O0autoB mpu Tekymied arrecranuu. [Ipy MOAroTOoBKE K 3a4eTy CTYASHT BHHUMATEIbHO
IPOCMAaTPUBAET BOINPOCHI, MpPEIyCMOTPEHHblE B pabodeld mporpaMme U IPOAOIIKAET
3HAKOMMTBCS C PEKOMEHJIOBAaHHOW JsnTeparypodi. OCHOBOW A claud 3adeTa CTYJAEHTOM
ABIISICTCA W3y4eHHE KOHCIIEKTOB OO030pHBIX JIEKIMH, MPOCIYIIAHHBIX B TEYEHUE CEMecTpa,
UH(OPMALIUU TTOTYYEHHOU B pe3yJIbTaTe CaMOCTOSITEIbHON PabOThI U MOMyYeHHUE MPAKTUYECKUX
HaBBIKOB IIPU PEIICHUH 3a/1a4 B TCUEHUE CEMECTPA.

4.2. MaTtepuaJjbl TeKylIero KOHTPOJISA yCIIeBA€MOCTH.
Bonpocul ona yemnozo onpoca

Tema 1: CucTemMa rocy1apcTBeHHbIX H MYHHIIMNIAJIbHBIX OPraHoB B cy0bekTax P®. AKTHI
rocy1apcTBeHHbIX  MYHHIIMIIAJIbHBIX OPraHoB.

Bonpocs! pos1 o0cyxneHns:
1. Tonsarue cyonvekra PO.
2. Oprasbpl 3aKOHOJIATEIBHOM (MPECTaBUTEIBLHOM ), UCTIOTHUTEIBHON U Cy1IeOHON BIIACTH
cyonekTa PO.
Opranbsl MECTHOTO CaMOYTIPaBJICHHUS.
4. IlpaBoBbl€ aKkThl, MPUHUMAEMbIE OPTraHAMH 3aKOHOATEIbHOU, UCTIOTHUTEIbHON U
cyneOHol BiacTu cyonekta PO
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5. IIpaBoBbI€ aKThI, IPUHUMAEMbIE OpraHaMU MECTHOI'O CaMOYIIPABIICHHUS.
Tembl pedepatoB:
1. Knaccudukanuus npaBoBbIX aKTOB, IPHHUMAEMbBIX OpraHaMH 3aKOHO/IATEIbHOM,
WCIIOJTHUTENIbHON U Cy/1Ie0HO# BiacTH cyobekTa PD
2. BI/II[BI IMPAaBOBLIX AKTOB, IPUHUMACMBIX OpraHaMn MCCTHOI'O CaMOYIIpaBJICHUS.

Tema 2: HopmaruBHo-npaBoBasi 0a3a JOKYMEHTAIMOHHOIO olecnevYeHus
yIpaBJeHHs.
Bonpocsl 115 o0cyxkneHus:

1. Heo0x0oauMOCTh 3aKOHOJATETBHOTO U HOPMATUBHO-METOAMYECKOTO PErYIUPOBAHUS
JOKYMEHTAIMOHHOT0 00€CIeueHH sl yIIpaBIeHUs.
2. PerynupoBaHue OTHOILIEHUH B cepe JoKyMeHTaluu B Poccun u 3a pydexom.
3. 3agauu ynpaBieHHUsS JOKYMEHTAIUEH.
5.HopMaTuBHO-NIpaBOBBIE AKThI, PETYIUPYIOIINE OT/IEIbHBIE CTOPOHBI TOKYMEHTHPOBAHMSL.
Briciias mpaBoBasi 3HaYMMOCTh 3aKOHOB PO.
6. HopmaTuBHO-MeTOo1MueCKuE NTOKyMeHTHI 10 JIOY.
Tembl pedepatoB:
1. PerynupoBanue oTHOLIEHHH B cepe nfoKymeHTanuu B Poccun
2. PerynupoBaHue oTHOIICHHH B chepe TOKYMEHTAIIMH 32 PYOSKOM.

Tema 3: [lokymenTupoBanue. Cucrema OP/.

Bomnpocs! 1151 00Cy KaeHUsI:

1.0c00EeHHOCTH TOATOTOBKM M OQOPMIICHHS OpraHU3alMOHHBIX JOKyMeHTOB. Ilojoxenue,
yctaB. CTpyKTypa u mraTHas YucieHHOCTh. LlltaTHoe pacnucanne. MHCcTpyKIIMH.

2. JloroBop Kak MHOTO(QYHKUIMOHAJIBHBIH JOKYMEHT, PEryJIUPYIOUIHMA B3aMMOOTHOLICHHUS
CyOBEKTOB 3KOHOMUYECKON JeSTEIbHOCTH.

3. OcobGeHHOCTH MOATOTOBKH M 0(OPMIICHUS PAaCHIOPSIIUTENBHBIX TOKyMEHTOB. [TocTaHOBICHHUS.
Pemenus. [Ipukassl. Pacnopspkenus. Ykazanus.

4.1IpoTokoi, ero 0coboe MEeCTO B CUCTEME OPraHU3al[MOHHO-PACTIOPSIUTEILHON JOKYMEHTAIHH.
5. OcobeHHOCTH MOATOTOBKH M 0(hopmiieHHs HHGOPMAIIMOHHO-CITPABOYHBIX JIOKYMEHTOB.

Tembl pedepaTos:

1. XapaktepucTrka J0roBopa Kak MHOTO() YHKIIHOHAJIEHOTO JOKYMEHTA, PEryIUPYIOIIHI
B3aMMOOTHOIIEHUS CYOBEKTOB SKOHOMUYECKOH eATETbHOCTH

2. Drarbl 1 0COOEHHOCTH MOATOTOBKU U 0(DOPMIIEHUS pacOPsIUTENIbHBIX JOKYMEHTOB

Tema 4: TpedoBanusi K 0()OpPMJIEHHIO JOKYMEHTOB.
Bomnpocs! 1151 00Cy KaeHust:
1. O6mue TpeboBanus k opopmueHuto qokymeHToB. [OCT P 6.30-2003 «YHudunupoBanuas
CHUCTEMa OpPraHU3alMOHHO-PACTIOPSIUTEIbHON JOKyMeHTanuu. TpeboBaHus K O(OpMIIEHUIO
JIOKYMEHTOB.
2.06ecrieueHre IOpUANYECKON cuibl JgokymMeHTa. Co3gaHue YCIOBHH JIJIi  ONEPATUBHOIO
WCIIOJIHEHUS JOKYMEHTA.
3. BO3MOXXHOCTh OIEPaTUBHOTO MOMCKA JOKyMEHTA. Vcronb30BaHuEe CpECTB OPTTEXHUKH JJISI
co3maHus u 00pabOTKU JOKYMEHTOB.
4. ®opmatel Oymaru W mojisa. biaHku DOKYMEHTOB: OOmIMii OjlaHK, OJaHK MHChbMa, OJIAHKH
KOHKPETHBIX BUJIOB JOKYMEHTOB, OJIaHK JOJDKHOCTHOTO Jinuiia. ['epOoBbIii OaHK.
5. @opmynsap-obpasen. IlpaBuna odopmileHHS PEKBU3UTOB YIPABICHYECKUX JIOKYMEHTOB B
cootBerctBuu ¢ ['OCT P 6.30-2003.
6. OcHOBHBIE TPEOOBAHUS K TEKCTY YIIPaBICHYECKUX TOKYMEHTOB.
Tembl pedepaTos:
1. O6s13aTenbHbIE YCIOBUS ISl ONEPATUBHOTO UCTIOTHEHHS IOKyMEHTa
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2. [IpaBuiia opopmiteHHs yIpaBIeHIECKIX JOKYMEHTOB
Tema 5: O0ue NPUHUMIIBI JIOKYMEHT0000pOTA.
Bomnpocs! 1151 00Cy KAeHUsI:
1.ITonsTue nokymenTooboporta. O0mme TpeOOBaHM K OpraHU3aluu JOKyMEHT0000poTa.
2.Ilpuem u nepBuuHas 00padoTKa TOKyMeHTOB. [IpenBapuTebHOE pacCMOTPEHUE JOKYMEHTOB.
3. Perucrpanus nokymenToB. [lepeaya 10KyMEHTOB Ha UCIIOTHEHHE.
4. KOHTpOJIb UCTIOTHEHHS JOKYMEHTOB.
5. O6paboTKa U OTIPaBKA UCXOISAIINX JOKYMEHTOB.
6. IlpumeHeHHe KOMIIBIOTEPHBIX TEXHOJOTHH TPU OpraHU3AlMH  JTIOKYMEHTOOO0OpOTa
YUpEKACHUS, TPEATIPUATHUS.
Tembl pedepatoB:
1. OcobeHHOCTH KOHTPOJIS UCTIOTHEHUS TOKyMEHTOB
2. TpeboBanus k 00pabOTKE U OTIPABKE UCXOIAIINX TOKYMEHTOB

Tema 6: Opranu3anus ¥ TEXHOJIOTusi pad0ThI C JOKYMEHTAMH.
Bonpocs! s o0cykaeHns:
1.COBOKYNMHOCTh HMH(OPMAIIMOHHO-I0KYMEHTAIIMOHHBIX pecypcoB opranuzanuu CrpaBoyHbIE
KapTOTeKH. TpaguliMOHHbIE U ABTOMATU3UPOBAHHBIE ()OPMBI BEIEHUS CIIPABOYHBIX KAPTOTEK.
2. HomeHknatypa Jiei: BU/bI, TIPAaBUJIa COCTaBJICHUS U OQOpMIICHHs. 3HaYeHHE HOMEHKIATYPhI
JeNl i OpraHM3allMM  JOKyMEHTHpoBaHus. HopMmaTuBHO-MeTOAMYECKHE JOKYMEHTBI II0
COCTaBJICHUIO HOMEHKJIATyp Al
3. ®opmupoBanue, o0(OpMIEHHE, CUCTEMaTH3alMs W XpaHEHHEe Jel B  TEKyIleM
JIEJIONPOU3BO/ICTBE.
4. Ilepenava nen B apXUB OpraHU3alMU. DKCIEPTH3a LIEHHOCTH JOKYMEHTOB B BEIIOMCTBEHHOM
apXuBe.
5. CoctaBieHHe CBOIHEIX onuceid gen. IloarotoBka TOKYMEHTOB K Iiepenaye Ha
roCy/1apCTBEHHOE XpaHEHHUE.
Tembl pedepatoB:
1. O6paboTka Jen aj1st MOCIeAYIOIIEero XpaHeH!s 1€ B apXUBE OpraHu3alHy.
2. DKCepTr3a HEHHOCTH JOKYMEHTOB B JIEIIONPOU3BOICTBE OPTaHU3ALIMH.

Tema 7: DJIeKTPOHHBbIE JOKYMEHTHI H JJIEKTPOHHBII [OKYMEHTOOOOPOT: NOHSTHE W
HOPMAaTHBHO-TIPaBoOBas 0a3a
Bonpocs! ns1 o0cyxneHns:
1. TloHsATHE 3IEKTPOHHOIO JOKYMEHTA.
2. ®epnepanbhbiii 3ak0H OT 06.04.2011 Ne 63-D3 «O06 371eKTpOHHOM MTOATUCHY. Bub
AJIEKTPOHHBIX MOAMUCEH. Y JOCTOBEPSIOIINE LICHTPHI.
3. TloHsTHE 2NIEKTPOHHOTO JOKYMEHTO000pOTA.
4. CD]1 B rocynapcTBeHHbIX opraHax. HopmatusHo-npaBoBsie akTel 0 CO/I.
5. Tpe6osanus k CO/I.
Tembl pedepatoB:
1. BHeapeHHe TEXHOJIOTHI AIEKTPOHHOTO JOKYMEHTOO0OPOTa KaK IIEPBOOUYEPETHAS
3a/1aya COBEPILIEHCTBOBAHUS AEITEIbHOCTU TOCYJaPCTBEHHBIX OPTraHOB.
2. Opranu3zamus 3JIeKTPOHHOTO JOKYMEHTO000poTa

Tema 8: DJIeKTPOHHOE NIPAaBUTEJILCTBO PP
Bonpocs! nos1 o0cyxneHns:
1. TloHsATHE 3IEKTPOHHOTO NMPABUTEIBCTBA.
2. HopmaTtuBHO-IIpaBOBBIE aKThl AJEKTPOHHOTO MpaBUTEIbCTBA B Poccum.
3. ®yHKIUU U 337a4U JIEKTPOHHOIO paBUTENLCTBA B Poccum.
4. EnuHbIi nopTall rOCYIApCTBEHHBIX U MYHULIMTIAIBHBIX YCIIYT.
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TemaTnuyeckue TecThbl
Tema 1: CucremMa rocy1apcTBeHHbIX 1 MYHUIIUNIAJIbHBIX OPraHoB B cy0ObekTax PM®. AKTHI

rocyiapCcTB€HHbIX U MYHUIIMITIAJIbHBIX OPraHoB.

1. Cxonpko aemyraTtoB Bonrorpanckoii oomactort Jlympl paboTaeT Ha TOCTOSTHHOW OCHOBE:

a) 25

0) 34

B) 30

r) 38
2. KT0 siBsieTcsi BBICIIMM JOJDKHOCTHBIM JUIIOM Bonrorpanckoi o6iactu (B COOTBETCTBUU C
VYcraBoMm obnact)?

a) mpeacenatens Boarorpanckoit oo6nactHoit Jlymbl

0) rimaBa agMuHUCTpaIuu Bosrorpaackoit odmactu

B) ynoinHomoueHHsli [Ipesunenta PO no Bonrorpanckoii obmactu

r) rydoepHarop Bonrorpaackoit obmactu
3. CkombkO OpraHoB MECTHOTO CAaMOYNpPAaBICHHS  MYHHULIUNAIBHBIX  O0Opa3oBaHUN
Bonrorpasnckoii oomactu?

a) 42

0) 36

B) 38

r) 39

4. CKOJIbKO MYHUITUTIATBLHBIX paiiloHOB B Bosrorpasackoit o6mactu?
a) 38
0) 32
B) 29
r) 6
5. Kakue aKkThl He IPUHUMAET BBICIIEE JTOJDKHOCTHOE JTUI0 cyObekTa PO?
a) pacropsHKeHUS
0) yka3bl
B) OTpeieeHUs
T') IOCTAHOBJICHUS
Tema 2: HopmaruBHo-npaBoBasi 0a3a JOKYMEHTAIMOHHOIO o0ecnevYeHus
ynpasJieHHs.
1. Kakoe onpeesieHHe cOOTBETCTBYET TEPMHUHY «10KYMEHTHPOBAHH E»:
a) cocTaBiieHUE U 0POpPMIICHHE JOKYMEHTOB
0) opranuzaius paboThI C TOKYMEHTaMHU
B) oOecrieueHue IBUKEHUS JOKYMEHTOB B OpraHU3aluu
2. K ¢pynxkuusam sawooro nokymenta HE orHocurces:
a) KOMMYHHKaTUBHAas
0) mpaBoBas
B) MHIUBUAYaTU3UPYIOIIAs
2.B cooTrBeTCcTBMH € KAaKHM 3aKOHOM oOIpeaessieTcsi MOPSAOK J0CTYNAa K CeKPeTHbIM
AOKyMeHTam?
a) «O rocynapCcTBEHHOU TaifHE;
0) «O KOMMepUecKoii TaitHey;
B) «O mepcoHaNbHBIX JaHHBIX.
3.Kak 0b1 BblI onipeae/inim 3/1eKTPOHHOE IPABUTEJNBCTBO? JTO:
a) aHaJIoT TPAAUIIMOHHOTO MPAaBUTEIbCTBA,
0) cioco6 B3aMMOEHCTBUS TOCYIapCTBA U TPAXK/IAH;
B) HH(pOpMaTH3aLUs ACSITETbHOCTU TOCYIapPCTBEHHBIX OPTaHOB;

12



I') yMEHHE YMHOBHHUKOB IOJIb30BaThC MH(POPMALMOHHO-KOMMYHUKAITMOHHBIMU
TEXHOJIOTUSIMH.

4. IIpenocrasiieHue B 3JIEKTPOHHOI (popMe NMPABUTENIbCTBEHHOH HH(OPMaLH, IPOrPaMM,
cTpaTeruii M ycjayr — 310 (Bbi0epuTe Bce BAPUAHTHI):

a) JIEKTPOHHBIE YCIIYTH;

0) SJIEKTPOHHOE YIIPABJICHUE;

B) 2JIEKTPOHHAs J€MOKpaTHs;

T') 2JIEKTPOHHAsi KOMMEPLUS.
5. Kak Ha3bIBaeTcsl rocyapcrpeHHasi nporpamma, npunsras B 2010 r. u HanpaBieHHast
Ha pa3BuTue nHpopmaTuzanum B PD:

a) « adopmarnmonnas Poccusi»;

0) «DOnextponHas Poccusy;

B) «MH(DOpMaIIMOHHOE 00IIIECTBOY

I) «DIeKTPOHHOE MPaBUTEIBCTBO

Tema 3: [lokymenTupoBanue. Cucrema OP/.
1.Kakoe noHsiTue 3JIeKTPOHHOTO JJOKYMEHTA 3aKPEIJIEHO POCCUHUCKUM 3aKOHOAATEIbCTBOM:
a) 9TO JOKYMEHT, CO3/IaHHBIH U BOCIIPOU3BOAMMBIN ¢ TTOMOIIBbI0 DBM;
0) PTO JOKYMEHT Ha MAIIMHOYUTAEMOM HOCHUTEIE, JUIsl UCIIOJIb30BAHUS KOTOPOTO
HEOOXOIUMBI CPEJICTBA BHIUNCIUTENbHON TEXHUKY;
B) 3TO JIOKYMEHTHpPOBaHHAs HHPOPMAIHS, IPEJICTaBICHHAS B JIEKTPOHHOM BH/JIC;
I) O9TO DIEKTPOHHbIE JlaHHBIE, COJEp)Kalle aTpuOyThl U  PEKBU3UTHI,
MO3BOJISIONINE UX UICHTU(DHUIIMPOBATD.
2. Kakoro Buja 3JIeKTPOHHOM MOANUCH HET B 3aKOHOJATEIbCTBE:!
a) mpocTasi;
0) croXxHas;
B) YCUJICHHAS,
T') YCUJIEHHAs HeKBaTU(UIIUPOBAHHAS.
3. I KakuX JOKYMEHTOB He JIOIyCKAaeTCsl IPUMEHEHHUE TPOCTON IEKTPOHHON MOIUCH!
a) KOH(UICHITUATIbHBIX;
0) CEeKpeTHBIX;
B) C IOMETKOM «JIMUHOY;
I') paclopsIAUTEIbHBIX.
4. Kakyro yHKIIUIO He BBITIOJHSIOT yIOCTOBEPSIOITUE IIEHTPHI:
a) CO3/Ial0T KJIFOYH TOMHUCH;
0) BBITAIOT KJIFOYH TOJIITUCH;
B) XpaHAT cepTUPUKATHI TPOBEPKU KITFOUYA TTOIHICH,
T') OIPEJEIISIOT MOPSIIOK UCIIOIB30BAaHUS AIEKTPOHHBIX MOANKCEN B OpraHU3aIliH.
5. Kakoe ompeneneHue 53IEKTPOHHOTO JOKYMEHTOOOOpoTa cooTBeTcTByeT «lIpaBuiam
OpraHMU3aIMH JIeJONPOU3BOJICTBA B (peIepabHBIX OpraHaxX WCIOJHUTEIBHON BIacTU»?
a) TOKyMEHTOO0O0pOT ¢ MPUMEHEHHEM WH(OPMAIIMOHHON CUCTEMBI;
0) IBIKEHHE JIEKTPOHHBIX JOKYMEHTOB;
B) HH(POPMAITMOHHBII OOMEH JaHHBIMU U METaIaHHBIMH;
') opranu3anus paboThl C 3JIEKTPOHHBIMU JJOKYMEHTaMHU.

Tema 4: TpedoBanusi K 0()OpPMJIEHHIO TOKYMEHTOB.
1.Kak pacumdpossiBaetcst MO/10:
a) MEXBEJOMCTBEHHOE 3JIEKTPOHHOE JIOKYMEHTAIlMOHHOE 00eCIIeUeHNUE;
0) MEeXIyHapOIHOE MEKTPOHHOE JOKYMEHTAIIMOHHOE 00ecTIeYeHNE;
B) MEXBEJIOMCTBEHHBIHN JJIEKTPOHHBIN TOKYMEHTOOO0POT;
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I') MEXyHAPOIHBIA AIEKTPOHHBINA JOKYMEHTHBI OOMEH.

1. B xakom roay npunsaro Ilonoxenne o M310?
a) B 2009
6)B82014
B) B 2011
r)B2016T.
3. I'maBHas 3agaya M3 /]O:
a) YCOBEPIICHCTBOBaHME JETIONPOU3BOICTBA OPraHU3AIHIi-yIaCTHUKOB
0) opranm3anus B3aumozaecTeus CO /] yuacTHUKOB
B) YCKOPEHHUE UCIIOIHEHHUS MMOPYUEHHUH PaBUTENBCTBA (eiepaTbHBIMU OpraHaMu
I') MOBBILLIEHUE KaUeCTBA OKa3aHUs YCIyT HACEIEHUIO
4. Kt0 He siBnsieTcs 003aTEJbHBIM yyacTHUKOM MO/10?
a) Anmuauctpanus [Ipesnnenra
0) henepanbHBIC OPraHbl UCTIOTHUTEIHLHON BIACTH
B) OpraHbl BIACTH CYOBbEKTOB PD
') TEpPUTOPUAIBbHBIE OpraHbl (eiepaaIbHBIX OPraHOB MCIOJIHUTENBHOM BIACTH B
cyonbekTax PO.
5. Kak pacmmgpossiBaercss CMOB?
a) cucTeMa Mep 3JIEKTPOHHOTO B3aUMOJICHCTBHS;
0) crucreMa MyHHIIMIIATBHOM 3JI€KTPOHHON BIACTH;
B) CHCTE€Ma MEXBEJIOMCTBEHHOTO 3JIEKTPOHHOTO B3aUMOIEHCTBUS;
I') CUCTEMa MEXTOCYAapCTBEHHOTO 3JIEKTPOHHOTO B3aUMOICHCTBHS

Tema 5: O01Me NPUHUMIIBI JOKYMEHTO000pPOTA.

1.Kaxoii dakrop siBiIsieTcs HECYIIECTBEHHBIM I BHEAPEHUS 3JIEKTPOHHOTO TOKYMEHTO000pOTa
B TOCY/IapCTBEHHOM armapare:

a) pocT o0BeMa JOKYMEHTOO00POTa;

0) HEJIOCTATOYHOE OBIJIAJICHHE TOCYJapCTBEHHBIMU CIIY)KAIIUMH HABBIKAMH
paboter B CO/I;

B) HEOOXOAMMOCTh COOJIFOJICHHSI BBICOKOH  CTENeHH HWHQPOPMAIMOHHOMN
0€30I1aCHOCTH;

') HeOOXOIMMOCTh COBMENICHUS pa3HOpoaHbIX CO/JI.
2. Kak Ha3biBaeTcsl (penepanpHas 1iejeBasi MporpaMMa, Kacarolascs BHEAPEHHUS AJIEKTPOHHOTO
JOKYMEHTOO0O0pOTa B OpraHax BIACTH U YIPABICHHUS?

a) «Madopmanmonnast Poccusi»

0) «DNeKTPOHHOE MPaBUTEIHCTBOY

B) «OnekTporHas Poccus»

r) « THpOpMaIIMOHHOE 00IIIECTBOY
3. Kakoe monokeHHe HE COOTBETCTBYeT 4 MOJCISIM pelieHus 3amad MHPOPMAIMOHHOTO
o0ecrieyeHus: OpraHoB (eaepanbHOro ypoBHs (IPUMEHUTEIBHO K JOKYMEHTO000POTY):

a) pelleHde 3aJad  JOKYMEHTOOOOpOTa W OpraHu3aliy  YHpaBJIeHYECKOTO

B3aMMO/ICICTBUS B paMKaxX OJTHOTO OpraHa UCIOJIHUTEIbHON BIACTH;

0) B cCUCTEME «OpTaH UCIIOJIHUTEIHHON BIACTH U TIOJYMHEHHBIE CTPYKTYPBDY;

B) B CICTEME «OpraH UCIOJHUTENIbHOM BIACTH — HAaCEeJIEHHE U MaJlblii Ou3HeCY;

T') B MEXKTOCYITaPCTBEHHON CUCTEME BBICIIINX OPTaHOB UCTIOTHUTEIHLHOUW BIACTH.
4. Koryma noimkeH 3aBEpIIMTHCS MEpPeXo]] K AIEKTPOHHOMY JOKYMEHTOOOOpOTY B rocarrmapare
(cormacno noctanosienuto [IpaBurensctBa PO Ne 890 ot 06.09.2012):

a)k 2020 r.

6)B2030T.

B) B 2017 .
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') B 0003puMOM Oy TyIIIEM.
5. V3 yeTpIpex MoJI0KeHU BRIOEPUTE TO, KOTOPOE HE COOTBETCTBYET ICUCTBUTEIHHOCTH (3a/1a4ua
HE pEelIEHA B HACTOSIILIEE BPEMSI):

a) B OpraHax TOCYJapCTBEHHOW BiacTH (OPMUPYETCS COBPEMEHHAs
UH(POPMALIMOHHO-TEXHOJIOTHYECKass HHPPACTPYKTYPa;

0) B rocammapare OCYLIECTBISIETCS  MEXBEIOMCTBEHHOE  3JIEKTPOHHOE
B3aMMOJICHCTBHE;

B) BHeJIpeHHE WH(MOPMAIMOHHBIX TEXHOJOTHM TMPUBENIO K 3HAYUTEIBHOMY
YIYYIIEHUIO KauecTBa padOThl TOCYAapCTBEHHOTO aIapara;

') TOCY/IapCTBEHHBIE U MYHUIIMIIATbHBIE OPTaHbI CO3/IaTH CBOU CAMTHI.

Tema 6: Opranu3anus 1 TEXHOJIOTUSA PA0OTHI ¢ JOKYMEHTAMH.

1. JIns KakuxX KaTeropuil JOKYMEHTOB HE IIeIeCOOOpa3sHO HCIOJIb30BaTh AJIEKTPOHHBIN
JIOKYMEHTOOO0OpOT BHYTPU OpraHU3aluu?

a) pacnopsAUTENbHBIX

0) BXOJSIITUX U3 BBIIECTOSIINX OPTaHOB

B) BHYTPEHHEH MEPEMICKU MEXKY CTPYKTYPHBIMU TOPA3ACTCHUSIMU

T) 7151 Bcex 0e3 UCKITIOUCHHS
2. MoxeT nU OpraHM3alvs B HACTOAIIEE BpPEMS IIOJHOCTBIO MEPEHTH K DIEKTPOHHOMY
JIOKYMEHTO000pOTY (6e30yMaKHOMY):

a) HeT

0) na

B) cMoxeT k 2017 r.

T') Bcerzia 0y/1eT COXpaHAThCS DIIEKTPOHHO-OYMaKHBIN JTOKYMEHTOOOOPOT.
3. Kakume TtexHonmoruu paboOTBl C BXOJSAIIMMHU JOKYMEHTaMH pEIKO TPHUMEHSIOTCS B
COBPEMEHHBIX OpraHu3aiusax (Bcex popm coOOCTBEHHOCTH):

a) mapajuienpHas pabota ¢ OyMaXHBIMH JOKYMEHTAMH U WX D3JIEKTPOHHBIMH
KOIUSIMU;

0) paboTa TOJIbKO C IIEKTPOHHBIMU JOKYMEHTaMH;

B) NMpEUMYIIECTBEHHAs paboTa ¢ 3JIEKTPOHHBIMU JOKYMEHTaMU, NPU COXPAaHEHUH
NOJ/UTMHHUKA BXOJSIIETO JOKYMEHTa Ha OyMa>KHOM HOCHUTEIIE;

') paboTa TONBKO C OYMa)KHBIMHU JOKYMEHTAMH.
4. Kakoi KOMITJIEKC JOKYMEHTOB He OTHOCUTCS K BHEIIIHEMY JOKYMEHTOOOOPOTY OpraHu3alluu:

a) MPUKa3bl U PACHOPSIKEHHS BBILIECTOSIIETO OPraHa;

0) mpuKa3bl U PaCIIOPSKEHUST PYKOBOAUTEINSI OpraHU3allNY;

B) OTYETHAs JOKYMEHTAIU;

T) ciry>keOHas mepenucka.
5. C KkakuMM OpraHu3alMsIMU IEJIeCO00pa3HO TPUMEHATh BHEIIHUM  AJIEKTPOHHBIN
JIOKyMEHTOO00OPOT:

a) ¢ KOTOPBIMH Y PYKOBOJICTBA XOPOIIHE OTHOLIEHHUS;

0) ¢ KOTOpbIMM HMMEETCSl PEryJspHbI M OoJblIOW MO 00beMy OyMaXKHBIN
JIOKYMEHTOOO0OPOT;

B) KOTOPBbIE PEBOCXOAT B TEXHOJIOTUYECKOM CMBICIIE;

I') KOTOpble NpuAepxkuBaroTcs cranaapros JJ0Y.

Tema 7: D1eKTPOHHBIE JOKYMEHTBI H 3JIeKTPOHHBII TOKYMEHT0060POT.
1.B xakoM rofy B opraHax HCIOJHUTEIbHON BiacTu Bonrorpajackoil obnactu Obliia BHeIpeHa
ACON:

a)B 2003 1.

06)B2014T.
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B) B 2009 r.

T) 10 CHX IOp HE BHEAPECHA.
2. B xakoM roay mnpuHATO TnoctaHoBieHue "OO yrBepxknaeHun [lomoxenus o
MEXBEJIOMCTBEHHOM  DJICKTPOHHOM  (0€30yMa)kHOM)  JOKYMEHTOOOOpOTE B  OpraHax
UCTIOJTHUTENIbHOM BiiacTu Bonrorpanckoit oomactu'"?

a)B 2003 T.

6)B2013 .

B) B 2009 .

I') HOJATOTOBJIEHO, HO HE MPUHSTO
3. KakoBa no51s1 anexkTpoHHOT0 (6€30yMaXHOT0) TOKYMEHTOO00pOTa B OpraHax MCIIOJTHUTEIIbHON
Bractu Bonrorpazackoii obmactu B o0mieM o0beMe JOKYMEHT000OopoTa 1o cocTosiHuto Ha 2016
r.?

a) 100%

6) 50%

B) 15%

) 35%
4. J1ns xakux TOKyMeHTOB npeaHazHadyeHa ACOKU:

a) 11 CEKPETHBIX

0) a5 KOH(UIEHIMANBHBIX 1 00paleHnii TpakJaH

B) U1 KOHPHUICHITUATBHBIX

) IS BCEX

5. B xakoM rofly B opraHax MCIIOJHHUTEIbHON BacTu Bonrorpajackoit obmactu Obuia BHeIpeHa
ACOKM?

a)B 2003 1.

6)B2015T.

B) B 2009 r.

') TOTOBUTCS K BHeaApeHuto B 2017 T.

Tema 8: DJIeKTPOHHOE NIPAaBUTEJILCTBO PP
1.IloHsiTHE «37IEKTPOHHOE MPABUTEIBCTBOY MOSBUIIOCH B MUPOBOM IIPAKTHKE:

a) B koH1te 1980-x rr. B CIIIA;

6) B Hauasie XXI B. B EBponeiickom Coroze;

B) B 2005 . B P®

I') BO BTOpoii nosnoBuHe XX B. B lnoHnn
2. Kak naspiBanacek (enepanbHas meneBas nporpamma, npunsatas B 2002 r. 1 HanpaBlieHHAsI Ha
pa3ButHe nHpopmaTuzauuu B PO:

a) «Madopmanmonnas Poccusy;

0) «OnekTponHas Poccusy;

B) «MHpOopMaImoHHOE 00111eCTBOY

I) «NEKTPOHHOE MTPaBUTEIBCTBOY
3. OYHKIMOHAJIBHO NEATENBHOCTh AJIEKTPOHHOIO MPAaBUTEIbCTBA MOXKHO Da3leIuTh Ha TpU
coCTaBJIsAIOLIHE (BBIOEPUTE BCE BAPUAHTHI):

a) TOCYAapCTBO JUIsl TOCYapCTBa;

0) Om3Hec A TOCYIapCTBa,

B) TOCYAapCTBO JyIsl OU3HEca;

I') YUHOBHUKHU JJIS HAPOJA;

1) TOCYJIapCTBO JJIsl TPpaKIaH
4. Crparerust pa3Butusi HHPOpMAIIMOHHOTO obriectBa B Poccuiickoit denepanuu, yrBepxacHa
[Ipesnnentom Poccuiickoit deneparun:
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a)B 2010 r.;

6)B2011Tr,;

B) B 2008 r.

r) B 2006 T.
5. KTo MOkKeT BOCTIONB30BaThCS €IMHBIM ITOPTAJIOM TOCYAAPCTBEHHBIX U MyHUIIUITATBHBIX yCIYT
www.gosuslugi.ru:

a) TOJBKO (pU3HUECKHE JHLIA;

0) TOBKO IOPUANIECCKHUE JINIIA;

B) TOJIbKO rpaxknane Poccuu;

T') pPOCCUICKHE U MHOCTPAHHBIE TPAKIAHE W OpTraHU3aIUH.

OIIeHKa TEMATHYECCKHUX TECTOB

Kosin4ecTBo NpaBHIbHBIX OTBETOB IIpoueHTHI
5 100

4 80

3 60

2 40

1 20

CPE3OBBIE TECTbBI
1-b1i1 cpe3 (MpOBOAMTCS MO HCTeYeHHe S5 yUeOHBIX He/leJIb)
1. Kak 651 Bbl onpenenuin 31eKTpoHHOE IPAaBUTENBCTBO? ITO:
a) aHaJIor TPAAUIIMOHHOTO MPABUTEIbCTBA,
0) coco6 B3aMMOEWCTBUS TOCYIapCTBA U TPAXKIAH;
B) HH(pOpMaTH3aLUs ACSITETbHOCTH TOCYIapPCTBEHHBIX OPTraHOB;
I') yMEHHE YMHOBHHUKOB IOJIb30BaThC MH(POPMALMOHHO-KOMMYHUKAITMOHHBIMU
TEXHOJIOTHUSIMHU.
2. Yto siBisieTcst MpaBOBOM 0a30H 3JEKTPOHHOTO MpaBUTENbCTBA PD:
a) pOCCUNCKOE 3aKOHO0/1aTeIbCTBO;
0) MEeXIyHapOJIHOE 3aKOHOIATENLCTBO;
B) AaJMUHUCTPATHUBHBIE pPErJaMEHThl OPraHOB TOCYJAapCTBEHHOM BIACTH U
yIIpaBICHUS;
r) ¢penepanbublil 3akoH «O I[IpaBuTenscTtBe PDy.
3. Kakue nenonpon3BoACTBEHHBIE ONlEpaliuy 10JpKHA nojgaepxusaTs CO/I:
a) "HGOPMAITMOHHO-CITPABOYHYIO Pa00TY C TOKYMEHTAMHU;
0) OTIpaBKy — NOJy4YEeHUE TOKYMEHTOB;
B) BCE OCHOBHBIE OIEpaIlny;
I') PETUCTPALIMIO U KOHTPOJIb UCTIOJTHEHUS JTOKYMEHTOB.
4. B kakoMm rony 6butH yTBepkIeHbl «lIpaBuiia oOMeHa TOKyMEHTaMU B 3JIEKTPOHHOM BUJIE TTPU
OpraHu3aly WH(HOPMAIIMOHHOTO B3aUMOJICHCTBUS»?
a) B 2009;
0) B 2014;
B) B 2016;
r)B 2013 r.
5. I'maBHas 3agaua CMOB:
a) noBbIlIeHne 3(p(PEeKTUBHOCTH yIIPaBICHUS
0) opranm3anus B3aumozeicTeus COJ] dbenepanbHBIX OPraHOB
B) OKa3aHUE roCyIapCTBEHHBIX U MYHUIUIAIBHBIX YCIYT B AJIEKTPOHHOMN (hopme
T') YCKOpEHHE W YMEHbBIIICHHE 00bheMa JOKYMEHTO000poTa
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6. KTo Mmoxer 6b1Th yuacTHHKOM CMDB?
a) TOJIbKO (hesiepanbHble OpraHbl UCIIOTHUTENBbHOM BIIaCTH
0) TOJBKO OpraHbl BIacTu CyobeKkToB PD
B) TOCYJJapCTBEHHbIE U MyHHUIIMMAJIbHbIE OpraHU3alluu
T) M00bIe OpraHU3aIuN
7. TexHomorust paboThl ¢ OOpAIICHUSIMHU TPAXKIaH B AICKTPOHHON (hopMe He BKITFOYACT:
a) COCTABJICHHE TPaXTaHUHOM 3JIEKTPOHHOTO COOOIIECHUS
0) perucTpanms IEKTPOHHOTO COOOIICHUS
B) COOJIIOIEHNE CPOKOB UCIIOIHEHUS 3a1poca
I) JUYHBIM BH3WUT TpakJaHWHA B TOCYAAPCTBEHHBIM OpraH i MOJyYEHHS
NOJ/UTMHHUKA JIOKYMEHTA.
8. Kto moxxer ObiTh yuacTHukoM ACOKMU (BrIOEpuTE Hanboee MPaBUILHOE YTBEPIKICHHE):
a) OpraHbl rOCyJapCTBEHHOM BIIACTH
0) opraHbl MECTHOTO CaMOYIIPaBIICHUS
B) OpraHbl TOCYJapCTBEHHOW BIAaCTM M  MECTHOTO  CaMOYIpaBJICHUS
Bonrorpasnckoii oomactu
T') Bce opranu3aiuu Bonrorpajackoit oomactu
9. Ko saBnsiercsa oneparopom ACOKU:
a) Komuter mH(pOpManMOHHBIX TEXHOJIOTMH AaMuHHUCTpanuu Bonrorpaackoit
obrnactu
0) LlenTp nH(OpMaMOHHBIX TeXHOJOTHHI Bonrorpaackoit oomactu
B) LlenTp mokyMeHTanuu HOBeMIIe ncropuu Bonrorpaackoi obmactu
r) Aamunuctpanus Boirorpaackoi obnactu
10. B coctaB apxuBHOTO (hOHIA OPTAaHU3AIIMN BKIIFOYAIOT JIEKTPOHHBIE JOKYMEHTHI:
a) MOCTOSIHHOT'O XpaHEHMS],
0) MOCTOSTHHOTO U J0JATOBpeMeHHOoro (cBbImie 10 jieT) XxpaHeHus;
B) BPEMEHHOI'O XpaHEHUS
T') BCE IOKYMEHTHI

2-i cpe3 (mpoBoauTcs 1o ucreyeHne 14 yueOHbIX HeaelIb)
1. Cxonpko aemyraTtoB B Bonrorpanackoii oomactaoi [lyme?
a) 51
0) 49
B) 38
r) 45
2. IlpenocraBieHue B S3JEKTPOHHOM (opMe NpaBUTENBCTBEHHON HH(OpMAIMH, MPOrpamm,
CTpaTeTuid U yCIyr — 3TO (BBIOEPHUTE BCE BAPHAHTHI):
a) JIEKTPOHHBIE YCIIYTH;
0) SJIEKTPOHHOE YIIPABJICHUE;
B) 2JIEKTPOHHAs J€MOKpaTHs;
T') 2JIEKTPOHHAsi KOMMEPLUS.

3. Kto siBnsiercst opranuzaropom M3IJ10?
a) ®Ch
6) ©CO
B) MunkomcBsizu PO
r) [IpaButenscTBo PO
4. Kto sBnsiercs opranuzaropom CMOB?
a) ®Ch
6) ®CO
B) MunkomcBsizu PO
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r) [IpaButenscTBo PO
5. B kakom rony npuHAT ¢eaepanbubiii 3akoH Ne 201-®3 «O0 opranu3anuu mperoCTaBICHUS
TOCY/IapCTBEHHBIX M MYHUITUTIAIBHBIX YCITyT»?

a) B 2009

0)B 2014

B) B 2010

r)B2016T.
6. TexHomorust paboThI ¢ OOpAIICHUSIMHU TPAXKIAH B AICKTPOHHOU (hOopMe He BKITFOYACT:

a) COCTABJICHHE TPaXXTaHUHOM 3JIEKTPOHHOTO COOOIIECHUS

0) perucTpanms JIEKTPOHHOTO COOOIICHUS

B) COOJIFO/ICHHE CPOKOB UCTIOTHEHUS 3ampoca

I) JWYHBIM BH3HUT TpakJIaHWHA B TOCYAAPCTBEHHBIM OpraH i MOJyYeHHS
MOJITTUHHHUKA JIOKYMEHTA.

7.Kto sBnsiercs oneparopom ACOKMU:

a) Komurer wHGOpPMAIIMOHHBIX TEXHOJOTUH AJAMHUHHUCTpanuu Bonrorpanackoi
obnactu

0) Lleatp nHopManmoHHBIX TeXHOJOTHI Bonrorpaackoit odnactu

B) LlenTp moxymeHTanuu HoBeliei nctopun Bonrorpaackoii obnactu

r) AnmuHUCTpanus Bonrorpaackoit odmactu
8. Kto B Bonrorpasckoii o6actu B HacTosmiee Bpems sBisieTcst yaactaukom M3 J10:

a) Obnacrhas [yma

0) AnmunHuCcTparus Boirorpaackoit oomactu

B) anmapart [ 'yoepHaropa Bosrorpasackoit obmactu

r) Bce opransl 3akoHOAATENbHOM U UCTIOHUTENFHON BIIACTH 00J1aCTH
9. KakoB ypoBenb BHeapenusi COJ B opraHax MecTHOro camoympasieHus Bosrorpanackoit
oOmacTu:

a) OYEHb BBICOKUI

0) BBICOKHIA

B) HU3KUU

T') HyJIEBOI
10. Yto mpexae Bcero HEOOXOAMMO IS Pa3BUTHSA JJIEKTPOHHOTO JOKYMEHTOOOOpOTa B
MYyHHUIUTIATUTETaxX?

a) TOTOBHOCTb MYHHUIIUTIAIBHBIX CITY>KaILUX

0) HaTMYMEe TEXHUIECKUX BO3ZMOKHOCTEHN

B) BOJISI rTyOepHaToOpa

T) )KeJIaHUuEe PYKOBOJUTEJIEH OpraHOB MYHUIIMIIATBHOTO CAaMOYIIPaBiICHUS

OueHka cpe30BbIX TECTOB

KoJsin4yecTBO NpaBWIbHBIX O0TBETOB ITpoueHTnI

10 100

90

80

70

60

50

40

30

N W AWM \O

20
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1 10

UTOTOBBIN TECT no aucuuminne
1. Kakue akTbl HE IPUHUMAET BBICIIEE JOJDKHOCTHOE JIUIO cyObekTa PO?
a) pacropsHKeHUs
0) yka3bl
B) OompeieeHuUs
T') IOCTaHOBJICHUS
2. Ctpaterus pa3BuTus HHGOpMAIMOHHOTO obmiecTBa B Poccuiickoit deneparnu, yTBepKaeHa
IIpesunentom Poccutickoit denepanuu:
a)B2010T.;
6)B2011r,;
B) B 2008 T.
r) B 2006 r.
3. Kak 651 Be1 onpenenuim 351eKTpOHHOE TIPABUTENBCTBO? ITO:
a) aHAJIOT TPAJAUIIMOHHOTO MTPABUTENIbCTBA;
0) crmoco0 B3aMMOJICHCTBUS TOCYIapPCTBA U TPaXK/IaH;
B) HH(OpMaTH3aIHA JESITeTHbHOCTH TOCYAaPCTBEHHBIX OPTaHOB;
I) yMEHHE YMHOBHHKOB IOJIb30BAThCsl MH(DOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIMU
TEXHOJIOTUSIMH.
4. Yto sBisieTcst IpaBOBOM 0a30i 3JEKTPOHHOTO MPaBUTENIbCTBA PD:
a) poccUiicKoe 3aKOHO01aTeNNbCTBO;
0) MEeXTyHApOHOE 3aKOHOAATEIIbCTBO;
B) AaJMHMHHUCTPAaTHUBHBIC pPETJIaMEHTHl OpPraHOB TOCYAAapCTBEHHOW BIACTH U
yIpaBICHUS;
r) dhenepanbHblii 3aK0H «O [IpaBurenscte PDOy.
5. Kakoe moHsTHE 3JEKTPOHHOTO JOKYMEHTA 3aKPEIIEHO POCCUUCKUM 3aKOHOIATEILCTBOM:
a) 3TO JOKYMEHT, CO3/IaHHbIM U BOCIIPOM3BOAUMBIN C MoMoIb0 DBM;
0) ATO JOKYMEHT Ha MAlIMHOYUTAEMOM HOCHTENE, JIsl UCII0JIb30BaHUS KOTOPOTO
HEOOXO/IMMBI CPEACTBA BEIYUCIUTEILHON TEXHHUKH;
B) 9TO IOKYMEHTHpPOBaHHasi HHPOpMAIHs, IpeICTaBICHHAs B 3JIEKTPOHHOM BHJIE;
I) OTO DJIEKTPOHHBIE JaHHbIE, CoJepXkalue aTpuOyThl U  PEKBUBHTHI,
MO3BOJIAIONINE UX UICHTU(PHUIIMPOBATD.
6. Kakoe ompenenenne 3JIEKTPOHHOTO JOKYMEHTOOOOpoTa cooTBeTcTByeT «lIpaBuimam
OpraHMU3aIMH J1eJOMPOU3BOJICTBA B (peiepabHBIX OpraHaxX WCIOJHUTEIBHON BIacTU»?
a) TOKyMEHTOO0OpOT ¢ MPUMEHEHHEM WH()OPMAIIMOHHON CUCTEMBI;
0) IBIKEHHE JIEKTPOHHBIX JOKYMEHTOB;
B) HH(POPMAITMOHHBII OOMEH JaHHBIMU U METaIaHHBIMH;
') opranu3anus paboThl C 3JEKTPOHHBIMU JJOKYMEHTaMHU.
7. Kakue nenonpon3BoACTBEHHBIE ONEpaliuy 10JbKHA nogaepxusaTs CO/I:
a) "HGOPMAITMOHHO-CITPABOYHYIO Pa0O0TY C TOKYMEHTAMHU;
0) OTIpaBKy — NOJy4YEHHE TOKYMEHTOB;
B) BCE OCHOBHBIE OIEpaIiy;
I') PETUCTPALIMIO U KOHTPOJIb UCTIOJTHEHUS JTOKYMEHTOB.
8. B xakom roay O6nutu yrBepxaAeHbI «IIpaBuia oOMeHa JOKYMEHTaMH B JIEKTPOHHOM BHJIE NTPU
OpraHu3aly WH(HOPMAIIMOHHOTO B3aUMOJICHCTBUS»?
a) B 2009;
0) B 2014;
B) B 2016;
r)B 2013 r.
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9. BeimenasBannsble [IpaBuina o0s13aTebHBIL:

a) 711 BCEX OpraHu3aIui;

0) A71s BCeX rOCyIapCTBEHHBIX OpraHU3aluii;

B) TOJIBKO JUIsl (pe/iepalibHBIX TOCYIapCTBEHHBIX OPTraHOB;

T') TOJIBKO ISl HETrOCYIapCTBEHHBIX OPTaHU3AIINN.
10. KTo He saBisieTcs 00si3aTebHbIM ydyacTHUKOM MO J1O?

a) Anmunuctpauus [Ipesunenra

0) penepanbHbIC OPTaHbl UCIIOTHUTEIIBHON BJIACTH

B) OpraHbl BIacTH cyObekToB PO

') TeppUTOpUaIbHble OpraHbl (peepaTbHbIX OpPraHOB MCIIOTHUTEIHLHONW BIIACTH B
cyonekrax PO.
11. KTo siBnsercs opranuzaropom CMOB?

a) ®Ch

6) ©CO

B) MunkomcBsizu PO

r) [IpaButenscTBo PO
12. B xakom rony npuHsT denepanbhbiii 3akoH Ne 201-D3 «O06 opranuzanuu npeaocTaBIeHUs
rOCY/IapCTBEHHBIX M MYHUIIUTIAIBHBIX YCIyT»?

a) B 2009

6)B 2014

B) B 2010

r)B2016T.
13.  Kakoii  ¢akTop ABISETCS  HECYIIECTBEHHBIM  JUISI  BHEJPEHHS  SJIEKTPOHHOTO
JIOKYMEHTO000pOTa B FOCY/IapCTBEHHOM armapare:

a) poct o0beMa TOKyMEHTO000pOTa;

0) HeZOCTaTOYHOE OBJIAJICHHE TOCYJapCTBEHHBIMU CIIY)KAIllUMU HaBBIKAMH
paboter B CO/I;

B) HEOOXOAMMOCTh COOJIOJIEHWS BBICOKOHW CTemeHW HWH(OPMaIMOHHON
0e30I1acHOCTH;

T') HEOOXOIMMOCTh COBMEIIEHUS pazHOpoaHbix CO/I.
14. Kak Ha3bIiBaeTcs (epepanpHas 1esieBasi MporpaMma, Kacaromascsi BHEAPEHHUS HJIEKTPOHHOTO
JIOKYMEHTO000pOTa B OpraHax BJIACTH U yIpPaBICHUS?

a) «adopmanmonnas Poccus»

0) «DIEeKTPOHHOE TIPABUTEIHCTBOY

B) «OnekTpoHHas Poccusi»

r) «MIHpOpManmoHHOE OOIIIECTBOY
15. Kakoe monoxeHue HE COOTBETCTBYEeT 4 MOJENSAM peUIeHUs 3afad HH()OPMAIMOHHOTO
obecrieueHust OpraHoB (peaepaabHOTO YPOBHS (MPUMEHUTEITHHO K JOKYMEHTOO0O0POTY):

a) peuieHWe 3aJad JOKYMEHTOOOOpOTa M OpraHU3alH  yIPaBIEHYECKOTO

B3aMMO/ICICTBUS B paMKaxX OJTHOTO OpraHa UCIOJIHUTEIbHON BIACTH;

0) B cCUCTEME «OpTaH UCIIOJIHUTEIHHON BIACTH U TIOJYMHEHHBIE CTPYKTYPBDY;

B) B CICTEME «OpraH UCIOJHUTENIbHOM BIACTH — HAaCEeJIEHHE U MaJlblii Ou3HeCY;

I') B MEXTOCYJapCTBEHHON CHCTEME BBICIINX OPTaHOB MCIIOJHHUTEIBHOM BIACTH.
16. Koraa momkeH 3aBepIIUTHCS MEePEXo]] K JIEKTPOHHOMY JTOKYMEHTOOOOPOTY B TOcarmapare
(cormacno noctanosienuto [IpaBurensctBa PO Ne 890 ot 06.09.2012):

a)k 2020 r.

6)B2030T.

B) B 2017 .

') B 0003puMOM Oy TyIIIEM.
17. V3 deTbipex NOJOXKEHUN BBIOEPUTE TO, KOTOPOE HE COOTBETCTBYET JIEUCTBUTEIBHOCTU
(3a1aua He pellIeHa B HaCTOALLIEE BPEMS):
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a) B OpraHax TOCYJapCTBEHHOW BIacTH (HOpPMHUpPYETCSs COBpEMEHHas
nH(OPMAITMOHHO-TEXHOJIOTHYECKast HHOPACTPYKTYpa;

06) B rocammapaTe OCYIIECTBISIETCS  MEXBEJOMCTBEHHOE  DIIEKTPOHHOE
B3aMOJCHCTBHE;

B) BHeIpeHHE WH(POPMAIMOHHBIX TEXHOJOTHH TIPUBENIO K 3HAYUTEIHHOMY
yIY4IIEHUIO KauyecTBa paboThl TOCYAapCTBEHHOTO aIapara;

T') TOCY/IapCTBEHHBIC U MYHUIUTIATHHBIC OPTAHBI CO3/IaTH CBOU CAMTEHI.
18. s Kakux KaTeropuil JOKYMEHTOB HE IIeJIeCO0Opa3HO WCIOJIb30BaTh dAJIECKTPOHHBIN
JOKYMEHTOOOOPOT BHYTPU OpraHU3aIiiu’?

a) pacropsauTETbHBIX

0) BXOJIAIINX U3 BBIIIECTOSIIUX OPTaHOB

B) BHYTPEHHEH MePEenuCKU MEXKIY CTPYKTYPHBIMU MOJApa3AeICHUIMU

T) JUTs Bcex 0e3 HCKITFUeHUs
19. MoxeT nu opraHuzalydsi B HACTOAIIEE BPEMs IMOJHOCTBIO MEPEHTH K DIEKTPOHHOMY
JTOKYMEHTO000poTYy (0e30yMakHOMY):

a) HeT

0) ma

B) cMokeT k 2017 T.

T') Bcerga OyJeT COXpaHATHCS DIEKTPOHHO-OyMaXKHBIH TOKYMEHTOOOOPOT.
20. KakoBa mons 2yeKTpoHHOTO  (0€30yMaKHOTO) JIOKYMEHTOOOOpOoTa B  OpraHax
UCTIOJTHUTENILHON BiiacTH Bonrorpaackoit obmactu B 00meM o0beMe JOKYMEHTOOOOpOoTa IO
coctosgHMio Ha 2016 r.?

a) 100%

6) 50%

B) 15%

r) 35%

OneHKa UTOroOBOI0 TECTA

KoJsin4yecTBO NpaBWIBHBIX 0TBETOB ITpoueHTHI
20 100
19 95
18 90
17 85
16 80
15 75
14 70
13 65
12 60
11 55
10 50
9 45
8 40
7 35
6 30
5 25
4 20
3 15
2 10
1 5
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IIkana oueHuBaHMs.
YcrHblid onpoc

VYpoBeHb 3HAHWN, YMEHHA W HaBBIKOB OOYyYaroIIEerocss NpU YCTHOM OTBETE BO
BpeMsl IPOBEJIEHUS TEKYIIero KOHTpousis ompexaensiercs Oamnamu B nuamnazoHe 0-100 %.
Kpurepusmu olieHMBaHuUs IPU MPOBEACHUH YCTHOTO OMPOCA SBIJISETCS IEMOHCTPALMS OCHOBHBIX
TEOPETUYECKUX TIOJOKEHUI, B paMKaX OCBaWBaeMOl KOMIIETEHIIMH, yMEHHE MPUMEHSThH
IIOJIyUEHHBIE 3HAHMS Ha IIPAKTHKE, OBJIAJICHHE HaBbIKAMM aHaIU3a M CHUCTEMaTH3aluu
¢buHaHCOBOM HMHGpOPMAIIMKH B 00JIACTH JOKYMEHTAIIMOHHOTO OOECIEYECHHS TOCYyIapCTBEHHOMN
JESATEIIHOCTH.

[Ipy oneHuBaHUM pe3yJbTATOB YCTHOTO OIpOCa MCIONb3YeTCA Cleaylolas IIKaia
OLICHOK:

100% - 90% VYyamuiicss AEMOHCTPUPYET COBEPUIEHHOE 3HAHUE OCHOBHBIX TEOPETUYECKUX MOJIOKECHUH
B paMKax OCBaWBaeMOW KOMIETEHIIMH, yMEeT IIPUMEHSITh ITOJyYCHHbIC 3HAHUS Ha
MPaKTHKe, BIIaJIceT HABBIKAMHU aHAJN3a JCsATeIbHOCTH OpraHU3aluK, MOXET Ol[EHUBATh
COOTHOIIICHUE IUTAHUPYEMOT'0 Pe3ysibTaTa U 3aTPayuBaCMBIX PECYpPCOB, MOXKET
MCIOJIB30BaTh PE3YJIbTAaThl AHAIN3A JIJIS MIOJATOTOBKH YIIPABICHYECKHUX PEIICHHH.

89% - 75% | Ydammiicsi IEeMOHCTPUPYET 3HAHUE OOJBIICH YaCTH OCHOBHBIX TCOPETHYCCKIX
MTOJIOKCHHUN B paAMKaX OCBaWBaecMOW KOMITCTCHIIUHU, YMEET IIPUMCHSATH TTOTy4ICHHbBIC
3HaHUs Ha MPAKTUKE B OTACIBHBIX cepax MpoPecCHOHANBHOM JesITeIbHOCTH, BIAICET
OCHOBHBIMH HaBBIKAMH aHAJIN3a IEATCILHOCTH OPTaHU3AIUH, MOXKET OLICHUBATH
COOTHOIIICHUE IUTAHUPYEMOT'0 Pe3yJibTaTa U 3aTPauyuBacMbIX PECYypPCOB

MOJKET MCIOJIb30BaTh Pe3yJIbTaThl aHAJIHM3a JJIsl [TOJITOTOBKH YIPABICHUECKHX PELICHU.

74% | Yuammuiicst IeMOHCTPHPYET AOCTATOYHOE 3HAHHE OCHOBHBIX TEOPETUIECKHUX TTOJIOKEHIH B
- 60% paMKax OCBaWBAEMOM KOMIIETEHIMM, YMEET HCIOJIb30BaTh IOJIYYEHHBIC 3HAHMS UL
pemICHUs OCHOBHBIX NPAaKTHYECKHX 3adad B OTHEINBHBIX cdepax IpodecCHOHATHHOM
JIeSITETFHOCTH, YaCTHYHO BJIaJeeT HABBIKAMH aHAIN3A ACITEIHHOCTH OpraHU3alHH.

Menee VY4amuiicss AEMOHCTPUPYET OTCYTCTBUE 3HAHUS OCHOBHBIX TEOPETHUECKUX TOT0XKEHUH B
60% paMKax 0CBauBaeMOIl KOMIETEHIUH, HE BIIaIeeT HaBbIKAMU aHAIN3a e TeIbHOCTH
OpraHu3aliy, HE MOXKET OLICHUBAaTh COOTHOLICHNE INIAHUPYEMOTO pe3ynbTaTa u
3aTPAYMBAEMBIX PECYPCOB,HE MOKET UCIOIb30BATh PE3YJIbTAThl aHAIN3A AJIS IOATOTOBKU
yIpPaBJIEHUYECKUX PELICHUH.

TecrupoBanue

YpoBeHb 3HaHWN, YMEHUHW W HABBIKOB OOYyYalomIerocsi MPH YCTHOM OTBETE BO
BpeMs TPOBEJCHMS TEKYIIEro KOHTpOJs ompenensercs Oamtamu B auamnazoHe 0-100 %.
KputepreM oneHuBaHMs NIpH INPOBENCHUN TECTHUPOBAHUS, SBISETCS KOJMYECTBO BEPHBIX
OTBETOB, KOTOpBIE Jal CTYJEHT Ha BOIpPOCH Tecta. llpm pacuere KoiauuecTBa OaisioB,
HOJyYEHHBIX CTYIEHTOM IO UTOr'aM TECTUPOBAHMSI, UCIIONb3YyeTCs cienyromas popmyia:

b= B x100% ,
0

rre b — xonudecTBO 6aNIOB, MONYYEHHBIX CTYJEHTOM 110 UTOTaM TeCTHPOBAHUS;

B — K0IM4ecTBO BEPHBIX OTBETOB, JaHHBIX CTYACHTOM Ha BOIIPOCHI TECTA;

O — ob1ree KOJIMUECTBO BOIIPOCOB B TECTE.

4.3.01eH0YHbIE CPeCTBA VIl IPOMEKYTOYHOM aTTeCTAlluM.

Kon HanmeHnoBanune Kon
KOMIIETEHIIUN KOMIIETEHIIUN 3Tara OCBOECHHUS Ilenp komMneTeHITUN
KOMIICTCHIINH
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CnocoOGHOCTb BEICTPauBaTh U YK OC-5.2 N3ydenue nokyMeHTa Kak

YK OC-5 PEaNTM30BBIBATH TPACKTOPHIO MH()OPMAIMOHHON COCTABIISIOMIEH
CaMOpa3BUTHUS HA OCHOBE npolriecca yrnpasieHus B
MPUHIUIIOB 00pa3oBaHus B rOCYAapCTBEHHBIX U MYHHUIIMITAIBHBIX
TeUeHHe BCeil HU3HU CTPYKTYpax B pasiiUuHbIX €ro

aCIIeKTax, U3yUCHUE CUCTEM
JOKyMEHTAIH TOCYIapCTBEHHBIX U
MYHHIHUIAJIbHBIX OPTaHOB,
KOMILIIEKCOB JJOKYMEHTOB,
EKTPOHHOI'0 JOKYMEHT0000pOTa,
HaIlpaBJIeHUI COBEPIIEHCTBOBAHUS
JOKYMEHTAI[IOHHOTO 00eCIeYeHns
roCyJIapCTBEHHON U MYHUIUINAIbHOM
JIESITENIEHOCTH

Rl

PN

10.

11.

12.

13
14

15.

16.
17.
18.

19.
20.
21.

22,

Bomnpoce! k 3auery:
[IpaBoBbiE aKThl, NPUHUMAEMBIE OpPraHaMHU 3aKOHOJATEIBHOW, HCIOJHUTEIBHOW U
cyneOHol BinacTu cyobekTa PO u opranamu MECTHOTO caMOyIpaBJICHUSI.
Heob6xomuMocTh 3aKOHOAATETFHOTO W HOPMATHBHO-METOJMYECKOTO PEryTHpOBAHUS
JIOKYMEHTAIlMOHHOTO 00ecreueH s ypaBIeHusl.
PerynupoBanue oTHomeHuit B chepe qokymentanuu B Poccun u 3a pyoesxom.
HopmaTtnBHO-1IpaBOBBIE aKThI, PETYIMPYIOLINE OTACIBHBIE CTOPOHBI JOKYMEHTHUPOBAHHSI.
Beicmas mpaBoBasi 3Ha4MMOCTb 3aKOHOB PO.
Oco0GeHHOCTH OATOTOBKU U O(hOPMIIEHUS! OPraHU3aIIMOHHBIX JTOKYMEHTOB.
Oco0eHHOCTH TOATOTOBKU U O(OPMIICHUS PACTIOPSIUTETHHBIX IOKYMEHTOB.
Oco0eHHocTH TOATOTOBKU U 0(hopmiteHus: THPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.
O6mue TpeboBanus K  odopmieHutro  gokymentoB. [OCT P 6.30-2003
«YHudunupoBaHHasi CHCTeMa OPraHU3alMOHHO-PACTIOPSIUTEIbHON JOKYMEHTAIUH.
TpeGoBanwust K 0pOPMIIEHUIO TOKYMEHTOB.
Mexnynapoansiii crangapt MCO 15489-2001 u ero npuMeHEHWE TPU CO3JAaHUU
YIpaBJICHUS JOKYMEHTAIMEH B OpraHu3alii.
ObecnevyeHne OPUANIECKON CHilbl JoKyMeHTa. Co3/laHue YCIOBHM NJIsi OTIEPATHBHOTO
WCIIOJIHEHUS JOKYMEHTA.
Bo03M0OXHOCTE OIepaTUBHOIO MOMCKAa JOKYMEHTA. Mcnoap30BaHUE CPENCTB OPITEXHHUKHU
JUISL CO3/IaHUs U 00pabOTKU JOKYMEHTOB.
®dopmarbl Oymaru W 1mossi. biaaHku TOKyMEHTOB: oOImIMil OaHK, OJaHK MHEChMa, OJIAHKH
KOHKPETHBIX BUJIOB JOKYMEHTOB, OJIaHK JOJDKHOCTHOTO Jiniia. ['epOoBeIii O1aHK.

. Dopmynsp-odpaszerr.
.IlpaBuna odopmiieHHS PEKBU3UTOB YIMPABICHUYCCKUX TOKYMEHTOB B COOTBETCTBHUH C

I'OCT P 6.30-2003.

TpeGoBanust K  M3rOTOBIEHUIO  JOKyMeHTOB, mnpenbssisiemble [OCTom wu
PEKOMEH1yeMble HOPMaTUBHO-METOINYECKUMU TTOCOOUSIMHU.

OcHoBHBIE TPEOOBaHMS K TEKCTY yIPAaBICHUYECKUX JOKYMEHTOB.

OO6mume TpeboBaHUs K OPTaHU3aIlMN JOKYMEHTO000pOTa.

IIpuem wu mnepBuyHas o0paboTka JOKyMeHTOB. IIpenBapuTenbHOE paccMOTpPEHHE
JIOKYMEHTOB.

Peructpanus nokymenTos. Ilepenaua TOKyMEHTOB Ha HCIIOIHEHHUE.

KOHTpoOJIb HCTIONHEHUST JOKYMEHTOB.

OO0paboTka 1 OTIpaBKa UCXOSAIINX JOKYMEHTOB.

[IpumeHeHre KOMIIBIOTEPHBIX TEXHOJOTUH TIpU OpraHU3aluu JOKYMEHTOO0OOpOTa
YUPEXKJIEHUS, NPEAIPUATHUS.
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23.

24.

25.

26.

27.
28.

29.
30.

31.

32.

33

BpeMs

COBOKYMHOCTh  HMH(DOPMANIMOHHO-TOKYMEHTAIMOHHBIX ~ PECYpCOB  OpraHU3alluu
CrnpaBouHble KapTOTEKH. TpaaWIIMOHHBIE M aBTOMAaTH3UPOBaHHBIE (OPMBI BEJICHUS
CIIPaBOYHBIX KapTOTEK.

Homenknarypa nen: BuIbpl, MpaBuia CcoCTaBieHUS U odopMieHHs. 3HayeHHe
HOMEHKJIATYphI JIeJl JUIsl OpraHu3aluu TOKyMeHTupoBaHusi. HopMaTuBHO-MEeTOANYECKUE
JIOKYMEHTBI 110 COCTABJICHUIO HOMEHKJIATYD JE.

DKcnepTu3a EeHHOCTH JOKYMEHTOB B JIEJIONPOU3BOICTBE OPTaHU3ALIUH.

®opmupoBanue, oQopMIIEHHE, CUCTEeMaTH3alUsi W XpaHEHHWe [el B TEeKylleM
JIEJIONPOU3BO/ICTBE.

OO6paboTka Jesn i MOCIeAYIONEro XpaHeHHs 1e] B apXUBE OPraHU3alllu.

Ilepeqaua nen B apXWB OpraHu3aludu. OKCIEPTU3a LIEHHOCTH JOKYMEHTOB B
BEJIOMCTBEHHOM apXMBE.

CocrapnieHre CBOJHBIX OMHUCEH /el

JleficTByIOIIIE€ CUCTEMBI JIEKTPOHHOTO JOKYMEHTOOOOPOTA B OpraHax MCIOJHUTEIBHON
BiacTu Bomrorpaackoii obiactu.

ACD]I: HopmaTuBHO-TIpaBoBas ©0a3za, Ienu © 3a7aud, (QYHKIUH, TEXHHUUECKHE
BO3MO>KHOCTH, YYACTHUKH.

ACOKU: nHopMaTuBHO-TIpaBOBasi 0a3a, Imenu W 3anadd, (QYHKIUH, TEXHUYECKHE
BO3MO>KHOCTH, YYaCTHUKH.

. [Ipo6sembr u mepenektuBbl ACOJI 1 ACOKMU.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.

IToHsATHE 27EKTPOHHOIO apXUBA.

Buael 57€KTpOHHBIX apXUBOB.

Coznianue 37eKTpOHHOr0 apXuBa OpraHu3aluy.

OcCHOBHBIE IPEUMYILECTBA MIEKTPOHHOI'O apPXUBA.

Opranuzanus paboThl IEKTPOHHOTO apXHBa.

DNeKTpOHHBIE pecypchl ApxuBHOTO GoHAa PO.

[ToHsATHE 27EKTPOHHOIO IPABUTEIILCTBA.

HopMaTuBHO-IIpaBOBBIE aKThI 2JIEKTPOHHOTO NPaBUTENBCTBA B Poccun.
DyHKINU U 3a1a4U HIEKTPOHHOIO NIpaBUTENLCTBA B Poccuu.

EnvHBIN OpTan rocy1apCTBEHHBIX U MyHULIUIIAIBHBIX YCIIYT.

YpoBeHb 3HaHWN, yYMEHUHW W HABBIKOB OOYyYalomIerocsi MPH YCTHOM OTBETE BO
MPOMEKYTOUHOM aTTECTAI[MU OINPEICISIETCS OLICHKAMU «3aYTEHO» WU «HE 3aYTEHOM.

KpI/ITepI/IHMI/I OIICHUMBAHHA Ha 3a4€TC SABJICTCA ACMOHCTpalusaA OCHOBHBIX TCOPETHUYCCKUX
HOHOX(CHHﬁ, B paMKax OCBaHMBaeMOM KOMIICTCHIIMHU, YMCHUC ITPUMCHATH MMOJTYYCHHBIC 3HAHUSA HaA
IMPAKTHUKE, OBJIAACHHUEC HaBbIKaMHW JOKYMCHTAIIMOHHOI'O obOecreyeHus FOCYHapCTBCHHOﬁ
JACATCIIBHOCTH.

Jnsa mucuuruiiH, (GOpMOMl HMTOrOBOTO OTYETa KOTOPBIX SIBISIETCS 3a4eT, NPUHSATHI

CICAYIOMUC COOTBCTCTBUA:

60% - 100% - «3auTeHO»;
MmeHee 60% - «He 3aUTeHOY.
Y CTaHOBJIEHBI CIEAYIONINE KPUTEPHH OICHOK:

100% - 90%  |Yyammiics IEMOHCTPHUPYET COBEPIICHHOE 3HAHWE OCHOBHBIX TEOPETHUECKUX IIOJIOKEHHH, B

paMKax OCBaMBaeMOW KOMIIETCHIIWH, yMEeT IMPHMEHSATh NOJIY4YCHHBIC 3HAHWS Ha IIPAKTHKE,
BJaJeeT HABBIKAMH aHAJIN3a M CHCTEMATH3alUW WH(POpPMANHWX B 00JIACTH JOKYMEHTAIMOHHOTO
o0ecrieueHns TOCyIapCTBEHHON IEATENbHOCTH., a Takke (HOPMUPOBAHMS NPEIIOKEHUIH MO ero
COBEPIICHCTBOBAHHIO

89% - 75%  |Yuammiics DeMOHCTpHpYET 3HaHWE OOJNBIIEH YacTH OCHOBHBIX TEOPETHUYECKHUX IOJOXKEHHUH, B

paMKax ocCBamBaeMoi KOMIICTCHIONHU, YMCCT NPHUMCHATH IOJYYCHHBIC 3HAHUA Ha IIPAKTUKE B
OTACIBHBIX C(l)ean HpO(lJCCCHOHaHLHOﬁ JACATCIBbHOCTH, BJIaACCT OCHOBHBIMHY HAaBBIKaAMHM aHaJIn3a
n CUCTECMaTHU3alMu q)HHaHCOBOﬁ I/IH(l)OpMaIII/II/I B o0OmacTtu JAOKYMCHTAlUOHHOTO obecrneueHus
FOCYL[apCTBCHHOﬁ JCATCIIBHOCTHU
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74% - 60% | Yyamuiicss AEMOHCTPUPYET JOCTaTOUYHOE 3HAHUE OCHOBHBIX TEOPETHUYECKHUX IIOJIOKEHUH, B
paMKaxX OCBaWBacMON KOMIICTCHIIMH, YMEET UCIIOJIb30BaTh MONYYCHHBIC 3HAHUS JJIS PCIICHUS
OCHOBHBIX TPAaKTHYECKUX 3aJa4 B OTHAENbHBIX cepax NpodecCHOHATBHON AesSTeIbHOCTH,
YaCTHYHO BJIaJIe€T OCHOBHBIMU HaBBIKAMH aHAM3a U CUCTEMaTH3alllu MHPOPMAIMK B 001aCcTH
JIOKYMEHTAI[IOHHOTO 00€CIeYeHHs] TOCYIaPCTBEHHON e TeIbHOCTH

MeHee 60% | Yyammiics AEMOHCTPHPYET OTCYTCTBHE 3HAHHMS OCHOBHBIX TEOPETHUECKHX IOJIOKCHHUH, B
paMKax OcBaWBaeMON KOMIIETEHIINH, HE YMeeT MPUMEHSTH ITOIydeHHbIC 3HAaHUA Ha IPAaKTHKE, HE
BJa[eeT HABHIKAMH aHAJIN3a M CHCTEMATH3alUN WH(pOpMANWX B 00JIACTH JOKYMEHTAIMOHHOTO
o0ecrieueHns TOCYJapCTBCHHOM AEeITENbHOCTH

4.4.MeToau4yecKkue MaTepuabl

IIpouenypsl OLiEeHMBaHUS 3HAHUI, YMEHHUH, HAaBBIKOB M (MJIM) ONbITA JESATEIBHOCTH,
XapaKTepU3YIOMIUX ATarbl (OPMUPOBAHUS KOMIETEHIIMM, OCYIIECTBISIOTCS B COOTBETCTBUH C
[TosnoxxeHneM o TeKyIEM KOHTPOJIE YCIIEBAEMOCTH U MPOMEKYTOYHON aTTECTAllUU CTYIEHTOB B
®OI'bOY BO PAHXuI'C u Pernamentom o OamibHO-pEHTHHTOBOM cucTteMe B Bosrorpaackom
UHCTUTYTE ynpasieHus — punuane PAHXul'C.

5. MeToauyeckne yKazaHus J1Js 00y4AOIIUXCS 10 OCBOCHHUIO JUCHHUILIMHBI (MOYJIs1)

PexoMeHaauMu MO MJIAHUPOBAHUIO U OPraHU3AIUM BpeMeHH, HE0OX0IMMOT0 HA U3YUYeHHUe
AUCHMILIMHBI (MOIYJIs1)

CTpykKTypa BpeMeHHU, He00X0AUMOr0 HA N3y4YeHHe U CUMILTUHBI

dopma U3yyeHUs TUCLHUILIMHBI Bpewms, 3aTpaunBaeMoe Ha U3y4eHUE
JUCITUTUIMHEL, %
N3yuenune nureparypsl, pPEKOMEHIOBaHHOH B 40
y4aeOHOM TTporpamme
Pewienue 3ana4, IpakTUYECKUX YIPAKHEHUN U 40
CUTYallUOHHBIX IPUMEPOB
N3yueHne TeM, BHBIHOCUMBIX Ha 20
CaMOCTOSITEJIbHOE PACCMOTPEHHE
Hroro 100

PexomeHnaanmum no noaAroToBKe K NPakTH4eCKOMY (CeMHHAPCKOMY) 3aHATHIO

[TpakTudeckoe (CeMHHApPCKOE) 3aHATHE - OJIHA W3 OCHOBHBIX (OPM OpTraHU3AIHH
ydqeOHOTro Tmpoliecca, MPEACTaBsAomas co00l KOJJIEKTUBHOE OOCYKICHHE CTyICHTaMH
TEOPETUYECKUX U MPAKTUYECKUX BOIMPOCOB, PEIICHHE MPAKTUYECKUX 3a/1a4 TO0J[ PYKOBOJICTBOM
npenoaaBatesiss. OCHOBHOMW IIEBIO MPAKTUIECKOTO (CEMUHAPCKOT0) 3aHATHS SBJISETCS TPOBEPKa
rJyOMHBI TOHUMAHMS CTYJEHTOM M3y4aeMOM TeMbl, Y4eOHOro MarepHuaia U YMEHHUS U3JI0KUThH
€ro CoJiepKaHWue SICHBIM W YETKUM S3BIKOM, Pa3BHTHE CaMOCTOSTCIILHOTO MBIIUICHUS W
TBOPYECKON aKTUBHOCTH y crydeHTa. Ha mnpakTudeckux (CEMHHApCKUX) 3aHATHUSAX
IpeJIoiaraeTcss paccMaTpuBaTh HawOoJIee BaXKHBIC, CYIIECTBEHHBIC, CIIOKHBIC BOMPOCHI
KOTOpbIe, HauboJiee TPy IHO YCBaUBAIOTCS CTyACHTaMU. [IpH 3TOM rOTOBUTHCS K MPAKTUYECKOMY
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(ceMHHapCKOMY) 3aHITHIO BCErJa HYXHO 3apaHee. [loArotoBka K MPaKTUYECKOMY
(ceMrHAPCKOMY) 3aHATHUIO BKJIIOYAET B CEOs ClIeyIONIee:

- o0s3aTenbHOE O3HAKOMIICHHE C TUTAHOM 3aHATHS, B KOTOPOM COJEpPXKATCsi OCHOBHBIC
BOIPOCHI, BBIHOCUMbBIE Ha 00CYKICHHE;

- W3YYCHHE KOHCIIEKTOB JIEKIIUW, COOTBETCTBYIOIIUX pAa3felioB y4eOHUKa, y4yeOHOro
nocoOusi, coiepKaHusl PEKOMEHI0BAaHHBIX HOPMATHUBHBIX MPABOBBIX aKTOB;

- paboTa ¢ OCHOBHBIMH T€pPMUHAMH (PEKOMEHIYETCSI UX BBIYUHTB);

- W3yuyeHHUE JOIOJHUTEIbHOW JHUTEepaTyphl IO TEME 3aHATUSA, Jenas MpU STOM
HEOOXOIUMBIC BHIMICKHU, KOTOPHIE MOHAA00STCS TPpU 00CYKICHUHN Ha CEMUHAPE;

- (opmynupoBaHHE CBOEr0 MHEHHS MO Ka)KJOMY BOMPOCY W apryMEHTHPOBAHHOE €ro
000CHOBaHUE;

- 3allUCh BO3HUKIIHUX BO BpPEMsI CaMOCTOSITENIbHON paboThl ¢ yueOHMKaMU M HAyYHOH
JTUTEPATyphl BOIPOCOB, YTOOBI 3aTEM Ha CEMHHAPE TIOMYYUTh HA HUX OTBETHI,

- oOparieHre 3a KOHCYJIbTaluel K MperoiaBaTesio.

[MpakTuueckne (CeMHHApCKHUE) 3aHATHS BKIIOYAIOT B ce0S W CHENHAIBHO
MOJTOTOBJICHHBIE pedepaThl, BBHICTYIUIEHHUS] MO KaKOM-THOO CIOXKHOW MM 0CO00 aKTyalbHOMN
npobiieme, pereHne 3a1a4d. Ha mpakTuaeckoM (CEeMHHAPCKOM) 3aHSATHH CTYICHT IPOSBISET CBOE
3HaHHWE NpeaMeTa, KOPPEeKTHpPyeT HH(GOpPMAlMIo, MOJYYEHHYIO B MpoOIlecce JEKIUOHHBIX W
BHEAYIMTOPHBIX 3aHITHH, (POPMUPYET OMpeeNIeHHBI 00pa3 B ria3ax Mpeno1aBaTels, Moyqdaet
HAaBBIKU YCTHOM peYr U KyJbTYpPbl TUCKYCCUH, HABBIKU MTPAKTUUYECKOTO PEIICHHUS 3a/au.

PeKOMeHHaHI/II/I M0 U3YYCHUI0 METOAUYECCKUX MAaTECPHAJIOB

Mertogudeckue Mmarepuanbl IO JUCLUUIUIMHE IO3BOJISIIOT CTYACHTY ONTHUMAJIbHBIM
00pa3oM OpraHu30BaTh MPOIECC U3YUEHHs TaHHON AUCHUILTUHBI. MeToMUecKue MaTepruabl Mo
JTUCLUIUIMHE TPU3BAaHBl NOMOYb CTYAEHTY MOHATh CHEUU(UKY H3yd4aeMoro MaTepuaya, a B
KOHEYHOM HUTOI€ — MAaKCHUMaJbHO IIOJJHO M KAaueCTBEHHO €ro OCBOWUTb. B mepByro odepenb
CTYIEHT JOJDKEH OCO3HaTh IpPEJHa3HAYCHHE METOAMYECKHX MATEPUAJIOB: CTPYKTYpy, LIEIU U
3agaud. [l 3TOro OH 3HAKOMHTCS C MpeaMOyIloi, OryIaBIeHHEM METOJUYECKUX MaTepHalloB,
TOBOpsl MHAa4e, OCYIIECTBIISIET NEPBHUYHOE 3HAKOMCTBO C HHMM. B pasnene, moCBAIEHHOM
METOAMYECKUM PEKOMEHAALMAM [0 U3YYCHHUIO JUCLUIUIMHBL, IIPUBOAATCS COBETHI 110
IUTAHUPOBAHUIO M OPraHU3alui HE0OXOAUMOro JUIl U3Y4eHUs JUCLUIUIMHBI BpDEMEHHU, ONUCAHHUE
NOCJIEAOBATENbHOCTH  JEUCTBUHM  CTyJeHTa  («CLIEHapuil  M3ydyeHUs  AMCLUILUIMHBIY),
pEKOMEHaluu 1o padoTe C JINTepaTypoil, COBETHI MO MOATOTOBKE K AK3aMEHY U Pa3bsCHEHMS
o MOBOJMY pabOThI C TECTOBOM CHCTEMOW Kypca W HaJ JOMAITHUMHU 3aJaHusIMH. B 1enom
JAHHbIE ~METOJUYECKHE PEKOMEHJAIMH CIIOCOOHBI OOJIErYUTh M3Y4YEHHE CTYACHTaMH
JUCUMIUIMHBL M TIOMOYb YCIEIIHO CcJaTh SK3aMeH. B  paszgene, coaepkamieM ydeOHO-
METOJUYECKUE MaTEePHUaIIbl JUCLMILINHBI, COAEPKAaHUE NTPAKTUYECKUX 3aHATUN 10 AUCLHUIIIMHE,
CJI0Bapb OCHOBHBIX TEPMUHOB JUCLUIIIINHBL.

Pexomengaunu nmo padore ¢ auTeparypoit

[Tpu m3yueHnn Kypca y4eOHOM JUCHMIUIMHBI 0CO00€ BHMMaHHE cJelyeT OOpaTHUTh Ha
PEKOMEHIYEMYIO OCHOBHYIO M JIOTIOIHUTEIBHYIO JIUTEPATYpYy.

BaxHbIM 371€MEHTOM MOATOTOBKH K CEMHHAPY SBJISIETCS TITyOOKOE N3y4yeHHEe OCHOBHOU U
JIONOJTHUTENLHOM JIMTEpaTyphl, PEKOMEH/IOBAHHON TI0 TEME 3aHATHSI, @ TAK)Ke EePBONCTOYHUKOB.
[Ipu 5TOM MOJIE3HO MPOYUTAHHYIO JTUTEPATYPY 3aKOHCIIEKTUPOBaTh. KOHCIIEKT HOJIKEH OTBEYaTh
TpeM TpeOOBaHHAM: OBITh CO/AEPKATEIBHBIM, IO BO3MOXKHOCTH KpAaTKUM M HPaBHIBHO

0(OPMIICHHBIM.
CoaepKaTeIbHBIM €ro CIeIyeT CUUTAaTh B TOM CIIydae, €ClIM OH MePeaaeT BCe OCHOBHBIC
MBICIH ABTOPOB B IIEJIOCTHOM BHJE. V3IO0XKHTh TEKCT KpPaTKO — 93TO 3HAYUT MepeaaTh

collep’)kaHuWe KHUTHM, CTaThbU B 3HAYUTENbHOM Mepe cBouMH cioBamu. [Ipm sTom cremyer

27



NpUIEPKUBATHCSA MPaBUJIA - 3alKUCHIBATH MBICIL aBTOpa pabOTHI JIMIIL MOCIE TOTO, KaK OHA
XOpoIIo MOHSTA. B TakoM ciiydae mocTaBieHHas 1enb OyAeT AocTuruyTa. LlutupoBats aBTOpoOB
U3y4aeMbIX padoT (¢ 00s3aTeNbHON CCHUIKOM Ha MCTOYHUK) CIEIyeT B TEX CIIydasiX, €CIIU HaJo
3alHChIBaTh OYEHb BAKHOE ONPE/IEICHNE WM MOJI0KEeHHEe, 0000IIAIOIIHiT BHIBOJ.

Baxno u BHemHee ohopMiieHne KoHCIIeKTa. B ero Havane Hago yka3aTh TEMY CEMHHApAa,
JaTy HalMCaHMsI, Ha3BaHUsI TUTEPATyPHBIX UCTOYHUKOB, KOTOPbIE Oy1yT 3aKOHCIIEKTUPOBAHBI.
I'myGokast camocTosATenbHast paboTa HaJl HUMU 00ECIICUUT YCIEIIHOE YCBOCHUE U3ydaeMOoi
JUCIUTITAHBL.

OpHMM W3 BaXHEMIIUX CPEICTB CEPbE3HOIO OBJAJCHMS TEOpUEH  SBIIETCSA
KOHCheKmupoeanue nepeoucmoyHuKos.

Jlnst cocTaBiieHHsI KOHCIIEKTa PEKOMEHIyeTCsl CHavyaja MpounuTarh paboTy LETUKOM, YTOOBI
YSICHUTB €€ OOLIHI cMbICT U coiepkanue. [Ipu 3ToM MOKHO cieniaTh IOMETKH O €€ CTPYKType, 00
OCHOBHBIX TIOJIOKEHUSX, BBIBOJAX, HAAO CTapaTbCsi OTIMYAaTh B TEKCTE OCHOBHOE OT
BTOPOCTEINEHHOT'0, BHIBOJIBI OT apI'yMEHTOB U JI0Ka3aTeNbCTB. ECIM ecTh HeMOHATHBIE CII0Ba, HAJI0
B SHIUKJIONEMYECKOM CI0Bape HAlTH, YTO 3TO CIOBO 0003HAUaeT. 3aKOHYMB YTeHHe (maparpada,
[JIaBbl, CTaThU) HAAO 33/aTh cebe BOMpPOCHl Takoro pona: B ueM riaBHas Mmbiciab? KakoBbl
OCHOBHBIE 3BEHbsl JIOKa3aTenbcTBa ee? Uro BhITeKaeT U3 yTBepxkaeHuMid aBropa? Kak 3To
COTIJIACYeTCsl ¢ TEM, UTO YK€ 3HAeTe O MPOUUTAHHOM M3 IPYTUX UCTOUYHUKOB?

SlcHOCTP M OTYETIMBOCTH BOCHPHUATHS TEKCTa 3aBUCHUT  OT MHOIOro: OT
COCpPEIOTOYEHHOCTH CTY/IEHTa, OT TEXHUKH UTEHHUs, OT HACTOWYMBOCTH, OT SPKOCTHU
BOOOpaXeHUs!, OT TEXHUKU (PUKCHPOBAHUS MPOUYUTAHHOTO, HAKOHEII, OT 3PYAULINU — OOIIeH U B
KOHKPETHO paccMaTpuBaeMoi mpoodiieme.

Pe3ynpTaToM nepBOHAYaIbHOTO YTEHUS JOJDKEH OBITh MPOCTON MIAH mMeKcma u yemroe
npeocmaenenue 0 HEACHBIX Mecmax, OTMEUYCHHbIX B KHure. [locne mnpeaBapuTenbHOrO
03HAKOMJICHHUS, [P TIOBTOPHOM YTEHHMH CIEAYET 6bl0€UNb OCHOGHbIE MbBIC/IU A6MOpPA U UX
pa3BUTHE B MPOU3BEACHUM, OOPATUTh BHUMAaHHE HAa OOOCHOBaHHE OTIEIbHBIX MOJIOKEHUN, Ha
MeTonbl W (OpMBI JOKa3aTenbCcTBA, Hauboyee spkue NpuMepbl. B xoxe 3Toil paboThl
OKOHYATEJIbHO OTOMpaeTcss MaTepuain Ui 3alluCu U OIpeNeNsieTcs] €€ BUJ: HJIaH, Mme3Uchl,
KOHCheKm.

[Inan 3TO KpaTKuid, MOCIIEIOBATENIbHBIN MMEPEUYCHb OCHOBHBIX MBICIEH aBTOpa. 3aIlUCh
IPOYUTAHHOTO B BUJIE€ TE3UCOB — 3HAUUT BBIIBUTH U 3alMCaTh ONOPHBIE MBICIN TeKcTa. PazHula
MEXy IJIAHOM W Te3ucaMH 3aKJIlo4aeTcs B CIEIYIOIIeM: B IJIaHE MBIC/Ib Ha3bIBaeTcs (CTaBb
BCETJ]a BOMPOC: O 4YeM TOBOpUTCS?), B Te3ucax — (opMyiaHpyercss — (4T0 UMEHHO 00 3TOM
roBoputcsa?). 3amuch OIMOPHBIX MBICIEH TEKCTa BaKHA, HO TIOJIHOTO TMPEACTABICHHUS O
POYMTAHHOM Ha OCHOBAaHHMHM IOJ0OHOM 3alyCH HE COCTaBUINIb. BaXHO OCMBICIHUTH, KaK aBTOP
JIOKa3bIBAa€T CBOIO MBICHIb, KaK YOEXJaeT B HCTMHHOCTH CBOUX BBIBOAOB. TaK BO3HHKAeT
KoHcnekT. dopmMa 3amucu, Kak Mbl YK€ OTMETHIH, YCIOXHSETCS B 3aBUCUMOCTH OT LNl
paboTHI: TUTAaH — O YeM?; Te3UChl — 0 YeM? YTO UMEHHO?; KOHCIIEKT — 0 4eM? 4TO UMEHHO? Kak?

KoHcnekt 3T0 KpaTkoe IOCIEel0BaTENbHOE H3JIOKEHHE coaepxkaHus. OCHOBY €ro
COCTaBJIsieT IUIaH, TE3UChl W BBIMUCKUA. HemocTaTku KOHCHEKTUPOBAHUS: MHOTOCIOBHE,
LUTUPOBAHUE HE OCHOBHBIX, a CBA3YIOLIUX MBICIEH, CTPEMIIEHHE COXPAHUTH CTUIIMCTHYECKYIO
CBSI3aHHOCTH TEKCTa B yIIEpO €ro JIOTHYeCKoi cTpoiHOCTH. [IprucTynaTh K KOHCIIEKTHPOBAHHUIO
HEOO0XO/MMO TOTJa, KOTJa CIIOKWIMCh HABBIKM COCTABJICHMS 3allCU B BHJE Pa3BEPHYTOTO
MOAPOOHOTO TJIaHa.

dopma 3anmucH MpU KOHCTIEKTUPOBAHUU TpeOdyeT 0coOO0ro BHUMAHUS: BaXKHO, YTOOBI
COOCTBEHHBIE YTBEP)KICHUS, Pa3MbIIUICHUS HAJ MPOUYUTAHHBIM, YETKO OTACISIINCH MPHU 3alHCH.
Pa3symMHee BBIHOCUTH CBOM ITOMETKHM Ha IIMPOKUE OIS, 3alUChIBaTh HA HUX JONOJIHUTEIbHBIC
CIIPaBOYHbBIE JJAHHBIE, TOMOTAIOLINE YCBOCHUIO TEKCTA (aTa COOBITUS, YIIOMSIHYTOTO aBTOpaMU;
CBEJICHMsI O JIMLIE, HA3BaHHOM B KHUI€; TOUHOE COJIEp)KaHNE TEpMUHA). Eciau KoHcIeKTupyercs
TEKCT BHYIIUTEIHLHOTO 00beMa, HE0OOXOIUMO YKa3bIBaTh CTPAHMIIBI KHUTH, KOTOPHIE OXBAThIBAET
Ta WIN WHAs 4aCTh KOHCIEKTa.
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Jns ynoOcTBa TOJNB30BAHUS CBOMMH 3alMCAMH BaKHO O3arjaBUTh KPYIHBIE YacTH
KOHCIIEKTa, MOAYEpKUBasi 3azonoexku. ClieqyeT NMOMHUTh O Ha3HAUYEHUU KpPAaCHOM CTPOKH,
CTPEMUTHCS K YETKON Tpaduke 3ammceld - ycTymamu, KOJOHKamu. M3iaraTh TiaBHBIE MBICIH
aBTOpa M HX CHCTEMYy apryMEeHTOB - HEOOXOJHWMO TPEUMYIIECTBEHHO CBOMMH CJIOBAMH,
nepepabarbiBas TakuM 00pa3oM HHQOPMAIMIO,— TaK MPOXOJIUT YysACHEHHE €€ CYTH. MEICIb,
¢dpa3bl, TOHATHIE B KOHTEKCTE, MOTYT NMpUOOpecTr Oosiee MpocTpaHHOE M3JI0KeHHEe B 3amuc. Ho
TEKCT OpUTHHAJa CBEPTHIBAETCS, U CTYIEHT, OTpabaThIBasi JIOTMYECKOE MBINUICHUE, YYUTHCS
BBIIETIATh TJIaBHOE M 0000IaTh OJHOTHUIIHBIE CYXACHHs, olHOpoAHble (akThl. Kpome Toro,
Jienasi 3alcy CBOMMH CIIOBaMH, 000011ast, CTYJICHT yYUTCS MTUCbMEHHOM pPeyH.

3HaHue 00Iel CTpaTeruy YTeHUs, TEXHUKHU COCTaBJICHUE IJIaHa U TE3UCOB OIpeNeiseT U
TEXHOJIOTUIO KOHCTIEKTUPOBAHUS

e BHuMaTeNnbHO YHUTATh TEKCT, MOIMYTHO OTMEYas HEMOHSATHBIE MecTa, He3HAKOMbIe
TEPMUHBI U TIOHATUA. Botnucams Ha nons 3HaYeHNE OTMEUEHHBIX MTOHATHH.

e [Ipu mnepBOoM uYTEHHMH TEKCTa HEOOXOIUMO COCTAaBUTh €r0 HPOCHON hilaH,
nocJieI0BaTeIbHBIN NIEpeYeHb OCHOBHBIX MBICJIEH aBTOpA.

e [Ipu MOBTOPHOM YTEHUH TEKCTa BBIJICISATH CUCHIEMY OOKA3AMENbCME OCHOBHBIX
HOJIOKEHUH pabOThI aBTOPA.

e 3aKNIIOUMTENBbHBIA A3Tanm paboThl € TEKCTOM COCTOUT B OCMBICICHHHM paHee
OTMEUEHHBIX MECT U UX KPaTKOIl MociIe10BaTeIbHOM 3aHCH.

e [Ipy KOHCHIEKTHPOBAHUHM HYXKHO CTPEMUTHCS 6bIPA3UMbL MBICIb ABMOPA CEOUMU
c06amu, 3TO IOMOTaeT Oosee TITy00KOMY YCBOSHHIO TEKCTa.

e B pamkax pabGoTel HaJ TIEPBOMCTOYHUKOM BAXKEH YMEIbIM omoop uyumam.
Heo0OxoauMo yuuThIBaTh, HACKOJIBKO SIPKO, OPUTHHAIBHO, CKAaTO M3JI0kKeHa MbICib. L{lutupoBars
HE00XO0/IUMO T€ CY)KJCHHsI, Ha KOTOPBIE BIIOCIEJACTBUU BO3MOKHA CChUIKA KAaK Ha aBTOPUTETHOE
U3JI0’)KEHUE MHEHHSI, BBIBOJIa IO TOMY WJIM HHOMY BOIPOCY.

KoncnektupoBats 11e1ecoo0pa3Ho He Ha OTIEILHOM JIMCTE, a B O0IIeH TeTpaau Ha OJHOU
cTpanuie jucra. OOOpOTHas CTOpPOHA JIMCTa MOXET ObITh HCHOJb30BaHA JISl JIOTIOJIHEHH,
HEOOXOMMOCTh KOTOPBIX BBIICHUTCS B JaibHeWmeM. [Ipy KOHCHEKTHPOBAHUW JIUTEPATYPHI
ClleZlyeT OCTaBUTh IIMPOKUE MO, YTOOBI 3amucaTh Ha HUX IUIaH KoHcrekTa. [lons Moryt ObITh
UCTIONIb30BAaHBI TAKXKe JUIS 3alMCH CBOMX 3aMEYaHHii, JONMOIHEHHH, BOpocoB. [Ipu BeIcTyIIeHNH
HAa CEMHUHape CTYJIEHT MOXET I[I0JIb30BaThbCsl CBOMM KOHCIIEKTOM [UIl  IUTHPOBAHUS
NIEPBOMCTOYHUKA. Bce yuacTHUKHM 3aHATHS BHUMATENFHO CIYIIAIOT BBICTYIUICHHUS TOBapHILEH IO
rpymre, OTMEYaloT CIOPHbIE WM OIIMOOYHBIE TMOJIOKEHUs] B HHUX, BHOCAT TIOMPABKH,
IPE/ICTABISIOT CBOU PeIleHHsI 1 000CHOBAaHUS 00CYKIaeMbIX POOIIEM.

B xoHI11e ceMuHapa, Korja npemnojaBaTesb 3aHATHS TOJBOAUT UTOTH, CTYJAEHTHI C y4E€TOM
pEKOMEHIANNK TPeroaaBarTesis U BBICTYIUICHUH COKYPCHHKOB, JOTOJHSIOT WJIM HCIPABISIOT
CBOM KOHCIIEKTHI.

6. YueOHas uTepaTypa u pecypcbl HHGOPMANMOHHO-TEJIEKOMMYHUKAIMOHHOM CeTH
"UHTepHeT", yueOHO-MeTOANYECKOE 00ecTieYeHre CAMOCTOSITeIbHOI padoThl
00y4aoIUXCH M0 JUCUMILTIMHE (MOTYJII0)

6.1.0cHoBHas JquTEpaTypa.
1. Ky3nenoB WM. H. JlokymeHTanmoHHOE oOOecleueHHe YIpaBICHUS M ACIOMPOU3BOJICTBO:
yaeOHuK 11 OakanaBpoB. M.: U3n-Bo KOpaiit; /] FOpaiit, 2012
2. Ky3zneno U.H. [lenonpousBoacTBO [DNEKTPOHHBIA pecypc]: yueOHO-CIipaBOYHOE mocobue.
M.: lammkoB u K, 2014
3. MenseneBa O.B. OCHOBBI JOKYMEHTAIIMOHHOTO OO€CHEUeHUs yIpaBieHUs [DIeKTPOHHBIN
pecypc]: yaedHnoe nocobue. Kpacnomap: KOxxHbIi HHCTUTYT MeHepKMeHTa, 2011

6.2./lonmostHUTEIbHAS JIUTEPATYPA
6.2.1. Meroauyeckue MaTepuaIbl M y4eOHUKH
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I'CAOY. OcnHoBHble mnonoxeHus. OOmmMe TpeOOBaHUA K JOKYMEHTaM MW CIy)X0am
JOKYMEHTAIMOHHOTO obecnieuenus.M.1991.

KupcanoBa M.B CoBpeMeHHOE 1eJI0MpON3BOICTBO: Yued. mocobue. — 3-¢ uzn. — M.:
NHO®PA-M; Hosocubupck: Cubupckoe cormamenue, 2008. — 304 c. — (Cepust «Bsicuiee
o0paszoBaHHE»).

Kysnenosa T.B. JlenonpounsBoactBo: YueoHuk 11 By308.M.:MIIDIP,2004.-544c.
Kysnenosa T.B. [lenonpousBonctBo ([JlokymenTarmonHoe odecrieuenue ynpasieHus). M.: 3A0
"Bbusnec-mkona "Unarten-cuares", 2003. 408 c.

Kynses H.H. JlokymeHTOBeneHue [ DneKTpoHHBIN pecypc]: yueOnuk. - M: Jloroc, 2011.
Opranuzaius padoThl ¢ JOKyMEHTaMu: YueOHHMK s By30B Iloxm pen. mpod. B. A. Kyapsesa — M.,:
NH®PA-M, 2009 — 592c.

DneKTpoHHBbIE JOKYMEHTBI M apXxuBbl: ydeOHoe mocobme / E.O. benukoBa, E.B.
bymtonuna, A.I'. HecrepoBa. — Boarorpan: uza-so Bonl'Vy, 2014. — 80 c.

Vnpasnenue goxkymMentamu. Tepmunsl W onpeaeneHusa. Crnoaps. — M.: BHUUIA],
2013.

PekoMenganuu mo KOMILJIEKTOBAaHUIO, YUETy M OpraHU3allMd XPaHEHUS AIIEKTPOHHBIX
apXUBHBIX JIOKYMEHTOB B apXuBax OpraHu3aiuii/
archives.ru/documents/projects/recommendation-archive-organization-electronny-
document.shtlm

I'OCT P UCO 15489-1-2007 «Ynpasinenue nokymentamu. O01ie TpeOoBaHU».

PekoMenganmu mo moAroToBKe (efepanbHBIMA OpraHaMH HCHOJHUTEIBHON BIACTH
nepeyHeil JIOKyMEHTOB, CO3JaHHe, XpaHEHHWE U  HCIOJb30BAaHHUE KOTOPBIX  JOJIKHO
OCYIIECTBIISATECS B (OpMe DIIEKTPOHHBIX JOKYMEHTOB IIPH OpraHU3allid BHYTPEHHEU
JIeATEIbHOCTHU. Y TBEPKIeHbI NTprKka3oM Pocapxusa ot 29.04.2011 Ne 32.

6.2.2. MoHnorpaduu u ctaTtbu

bamacansa  B.D. 7 BBI30BOB  AJIEKTPOHHOTO JOKyMeHTooOopora. IIpobGiembr
pazpabotunkoB u 3aka3zunkoB CDJ] / [DnekrpoHHblii nokyment| / B.D.bamacansH //
OO6mepoccuiickmiit npodecCHOHAIbHBIN dhopym

banacrokesuu, B. JI. Bompocsl ¢opmupoBanust Teopun nokymeHtoBeaenus / B. Jl.
banacrokeBud, A. H. CokoBa // PazButne coBeTckoro gokymentoBe- aenus (1917-1981 rr.) : c6.
Hayy. Tp. — M. : U3n-Bo BHUMIA [Ia, 1983. — C. 5-27.

bauuno W.JI. JlokymeHT B uH(pOpManUOHHON cpene //DNEKTPOHHBIM JTOKYMEHT |
nokymMeHToobopot: IlpaBoBeie acnektsl: CO. Hayu. Tp./ PAH. UHWOH. LlenTtp commambHBIX
Hayd.-uH(popm. uccien. Otnen npaBosenenus; PAH. UI'TL. Ilenatp my6mmunoro mpasa. CekTop
uHpopmannonHoro npasa; OTB. pen. — Angeposa E.B., baunno 1.JI.— M., 2003.

bauuno MN.JI. CoBpemMeHHbIE MpaBOBBIC MPOOJIEMBI TOKYMEHTHpOBaHUs WHMOpMauu //
JlokymMeHTanst B HMH(MOPMALMOHHOM  OOIIECTBE: AJIEKTPOHHOE JICJIOMPOM3BOJACTBO M
AJICKTPOHHBIA apXMB: JOKJI. U coodm. Ha Y MexayHap. Hayd.-ipakT. KoHG., 24-25 HOos106. 1999
r., T. .Mocksa / Pocapxus. BHUMNJIAJl. POUA.— M., 2000. — C. 8-17.

BriBoaniea C.I1. DnekTpoHHBINA JOKYMEHTOOOOPOT: TUTFOCKI U MUHYCHI // COBpeMeHHbIE
TEXHOJIOTUM JOKYMEHToOoOOpoTa B OH3Hece U ympaBieHuu: cOopHHK crater XIV
MexayHapomHOW HaydHO-TIpakTH4decKkon koHbepeHiuu. [lon penakmueit Jlrogmunbr PumoBHBI
®uonooit, Anaronust Banumosuua [leuepckoro, Hunsl Hukonaesust Lllokoposoii. —2014. — C.
15-19.

Jmutpues B.B.IIpaBoBeie acliekThl pa3BUTUS MEKBEIOMCTBEHHOI'O JJIEKTPOHHOTO
JTIOKYMEHTO000pOoTa // ApOUTpaXKHbIN U rpaxkaaHcKui mporecc.- 2012, - Ne 9. — C. 23-25.

HNomuauna O.H. ConmansHble aclieKThl HCTIOIh30BaHUS HHPOPMAIIMOHHBIX — TEXHOJIOTHIA
B ynpasnenuu //Bectauk CI'TY. 2004. — No(1)2. — CI'TY.

EBcukoBa E.E. DnekTpoHHBIH JOKYMEHTOOOPOT Kak HMHCTPYMEHT YIpaBJICHUS
NEeSTEIbHOCTBIO TOCYIapCTBEHHBIX opraHoB // Mononexs B Hayke: HoBble aprymenTsr COOpHUK
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Hay4HbIX pabor I-ro Mexnynapoanoro konkypca (Poccus, r. Jlunenk, 06 oxtsiOpst 2014 1.).
OtB. penaktop A.B. I'op6enko. Jlunernk, 2014. — C. 97-104.

Kabotunckuit J[.B. FOpumuueckass cuia 3JIEKTPOHHOTO JOKYMEHTa, 3aBEPEHHOIO
AJICKTPOHHOM MHU(PPOBON MOANMUCHI0 B KOMMEPYECKON AesTenbHOCTH // VI3BECTHs BBICIINX
yueOHBIX 3aBefieHnH . Ypanbekuii peruoH. —2010. — Ne3. — C.21-23.

HUputnkoBa B.C. DONeKTpOHHBIA JTOKYMEHTOOOOPOT U QITOPUTM  YIIPaBIICHUS
nokyMeHTaMu // JIokyMeHTanusi B WH(GOPMAIIMOHHOM OOIIECTBE: «0OJauHbIe» TEXHOJOTUU H
AJICKTPOHHBIA JOKYMEHTO000poT Jlokmansr u coobmenuss Ha XIX MexayHapoaHON HaydHO-
npaktudeckoit konpepenuuu. —2013. — C. 158-160.

KosznoB A.A., TlomskoB M.B. DIeKTpOHHBIH JOKYMEHTOOOOPOT MEXIy OpraHamMHu
TOCYJapCTBEHHOM BJIACTH M MECTHOIO caMoympaBieHuss U PocpeecTpoMm: BO3MOXHOCTH H
criocoObl/ A.A. Koznos, M.B.IlomskoB // HWHdpopmaruzausi HaceleHHs] U yCTpaHEHHUE
U(PPOBOrO HEPAaBEHCTBA KaK (PAKTOp COLMATbHO-SKOHOMHUYECKOTO pa3BUTHS peruoHa//
Martepuanbl MeXIyHApOJAHOW HAay4YHO-TIpAaKTUUECKOW KoH(epeHnuu. Ps3aHCKuii WHCTUTYT
skoHOMHKH CaHkT-IlerepOyprckoro yHUBEpCHTETa YIpaBlIEHHS U SKOHOMHUKH, MHHUCTEPCTBO
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6.4.HopMaTHBHbIE IPABOBbIE JOKYMEHTBI.

O®enepanbubiii 3akoH oT 10.01.2002 Ne 1-®d3 (pex. ot 08.11.2007) "OO6 »nekTpoHHOMH
nudposoit moamucu". B coorBercTBUu ¢ DenepanbHbiM 3akoHOM 0T 06.04.2011 Ne 63-3
JAHHBIM  JOKyMEHT Ob1 TOpuU3HAH yTpatuBmuM cuiny ¢ 1 wmions 2012 rona.
®enepanbabiM 3akoHOM OT 10.07.2012 Ne 108-®D3 ngata yTtparsl CUiibl IepeHEeceHa Ha 1 uroiist
2013 rona.

®denepanbubiit 3akoH OT 22.10.2004 Ne 125-D3 (pex. ot 28.11.2015) "O6 apxuBHOM Aeie B
Poccuiickoit ®eneparnun'.

®denepanpubiii 3ak0H oT 27.07.2006 Ne 149-®D3 (pen. ot 13.07.2015) "O6 undbopmaiuwu,
WH(OPMAIIMOHHBIX TEXHOJOTHSAX W O 3ammuTe uHpopMmanuu" (C M3M. W JOI., BCTYIl. B CHIYy C
10.01.2016).

®epnepanbubiit 3akoH oT 27.07.2006 Ne 152-®3 (pen. ot 21.07.2014) "O nepcoHanbHBIX
JnaHHbIX" (C U3M. U AoI., BeTym. B cuity ¢ 01.09.2015).

®denepanpubiii 3aKk0H oT 27.07.2006 No 152-D3 (pen. ot 21.07.2014) "O nepcoHaIbHBIX
JaHHbIX" (C U3M. U AoI., BeTym. B cuity ¢ 01.09.2015).

®enepanbubiii 3akoH oT 27.07.2010 Ne 210-®3 (pen. ot 13.07.2015) "OO6 opranuzanuu
MPEIOCTABIICHUS TOCYJAPCTBEHHBIX U MYHUIIUTIATHHBIX YCIYT" (C U3M. M JIOM., BCTYIL. B CHIIY C
10.01.2016).

O®enepanbhbiii 3ak0H oT 06.04.2011 Ne 63-D3 (pen. ot 28.06.2014) "OO6 »nekTpoHHOMI
noamnucu" (¢ u3M. 1 Jo1., Bctyt. B cury ¢ 01.07.2015).

[TocranoBnenue IlpaBurensctBa P® ot 22.09.2009 Ne 754 (pen. ot 06.04.2013) "OO6
yTBepkIeHnH [10J105kKeHHs 0 cHCTeMe MEKBEIOMCTBEHHOTO YJIEKTPOHHOTO IOKYMeHTooOopoTa'.

[TocranoBnenue I[IpaBurensctBa PO ot 06.09.2012 Ne 890 pen. ot 21.07.2014) "O mepax
[0 COBEPIICHCTBOBAHUIO JJIEKTPOHHOTO JIOKYMEHTOOOOpOTa B OpraHax TIoOCyJIapCTBEHHOMN
BHacTu'.

[ToctanoBnenne IlpaBurensctBa PO ot 09.02.2012 Ne 111 "OO 35eKTpOHHOW IMOJIHUCH,
UCTIOJIb3YEMOW OpraHaMu MCIOTHUTENLHOM BIACTH U OpraHaMU MECTHOTO CaMOYITPaBJICHUS MTPU
OpraHMU3aIMK AJIEKTPOHHOTO B3aMMOACHCTBHS MeXay coOOM, O MOpsAKE ee HCIOIb30BaHus, a
Takke 00 yCTaHOBJIEHHU TpeOOBaHHMH K OOECIEYEHHIO COBMECTUMOCTH CPEICTB SJIEKTPOHHOM
noanucu" (Bmecte ¢ "[IpaBwiamMu  WCMONB30BaHMS  YCWJICHHOW KBaJIU(DHUITUPOBAHHON
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AJIEKTPOHHOM TOJIMUCH OpraHaMu HCHOJHUTEIBHOM BJIACTU M OpPraHaMM MECTHOTO
CaMOYTpPaBIICHUsI TIPH  OpTaHMU3aIllMU  DJIEKTPOHHOTO B3aWMOJCHCTBUS MEXAy Co00it",
"TpeboBaHMSMH K OOECHEUEHHIO COBMECTUMOCTH CPEICTB DJIEKTPOHHOM MOIIMUCH TIpU
OpraHHU3aIi AJIEKTPOHHOTO B3aUMOJICHCTBUSI OPraHOB HCIOJHUTENIBHON BJIacTH M OpPraHoOB
MECTHOT'O CaMOYIIPaBJICHUs MKy co00i").

[TocranoBnenue IlpaBurensctBa PO ot 24.10.2013 Ne 940 "O npunstun KoHBeHIuu
Opranmzanuu  OObeauHEHHBIX Haruii 00 WCHONB30BaHWUU DIEKTPOHHBIX COOOIICHWH B
MEKTYHApOAHBIX JIOroBOpax".

[TocranoBnenue IlpaBurenscrBa P® ot 15.04.2014 Ne 313 (pen. ot 17.06.2015) "O6
YTBEP)KJICHHH TOCyAapcTBeHHOW mporpammbl Poccuiickori ®denepanuu  "HMudopmarmonHoe
obmectBo (2011 - 2020 romasr)".

[ToctanoBnenne IlpaBurensctBa PO ot 25.12.2014 No 1494 "O6 yrBepxkaenuun [IpaBun
oOMEHa JOKyMEHTaMH B DJJEKTPOHHOM BHJE TPH OpraHU3alud  HH(POPMAMOHHOTO
B3auMOJICUCTBUA".

Pacnopsokenue IlpaButensctBa P ot 12.02.2011 Ne 176-p "OO6 yTBep)KACHHHU IUIaHA
MEpONpPUITHIA 10 nepexoay deaepaibHbIX OPraHOB HCIIOTHUTEILHOM BIACTH HAa 0€30yMa)KHBIN
JOKYMEHTOOOOPOT NP OpraHu3aluy BHYTPEHHEH e TenbHOCTH .

Pacnopsixenue IlpaButensctBa PD ot 02.04.2015 Ne 583-p "OO6 yrBepxknenun I[lepeuns
BUJOB JIOKYMEHTOB, NpenycMoTpeHHoro IlpaBuinamu oOMeHa TOKyMEHTaMH B 3JEKTPOHHOM
BUJE TpU OpraHu3aludd HUHQOPMALIMOHHOTO B3aUMOJEWCTBUSA, VYTB. TOCTAHOBJIEHUEM
[IpaButenbctBa PO ot 25.12.2014 Ne 1494".

[Ipukaz MunkyneTypsl Poccum ot 25.08.2010 Ne 558 (¢ m3m. ot 04.02.2015) "O6
yrBepxacHuH "[lepedHss TUMOBBIX YIPaBIEHYECKUX ApXUBHBIX JOKYMEHTOB, OOPa3yIOMIUXCS B
IpoLecce JIeATEIbHOCTH TOCYIapCTBEHHBIX OPTraHOB, OPraHOB MECTHOTO CaMOYIpPABICHUS U
OpraHM3alnuii, ¢ yka3aHMEeM CpOKOB xpaHeHus" (3aperucrpupoBaHo B Muntocte Poccun
08.09.2010 Ne 18380).

[Mpukaz MunkomcBszu PD ot 02.09.2011 Ne 221. "O6 yrBepkaenun TpeOGoBaHuii k
WH()OPMAITMOHHBIM CHUCTEMaM JJIEKTPOHHOTO JOKYMEHTOO0OOpoTa (elepalbHBIX OPraHOB
UCTIOJIHUTENIBHOW ~ BJIACTH, YYHUTHIBAIOIIMX B TOM YHCIE HEOOXOOUMOCTH 00paboTKH
MOCPEJICTBOM JIAHHBIX CHCTEM CIIY)Xe€OHOW WH(OpMAIMy OTrpaHUYEHHOTO PaCIpPOCTpaHCHHS"
(3apeructpuposano B Muntocte PO 15.11.2011 Ne 22304).

[Ipuka3 Poccranmapra ot 08.11.2013 Ne 1465-ct "OO yTBepXACHHUU HAIMOHAJIHLHOTO
crangapra.

[Tpukaz ®CTIK Poccum ot 11.02.2013 Ne 17 "O6 yrBepxkaeHun TpeboBaHui 0 3amuTe
UH(OpPMaIIH, HE COCTABISIONICH rOCy1apCTBEHHYIO TalfHy, COJIepIKalleiicsl B TOCY1apCTBEHHBIX
nHpopmanmoHHbIX cucteMax' (3apeructpupoBano B Munrocte Poccun 31.05.2013 Ne 28608).

[Ipuka3 MunkomcBszu Poccun Ne 186, ®CO Poccum Ne 258 or 27.05.2015. "OO6
YTBEPKICHUU TpebGoBanuii K OpPraHu3allMOHHO-TEXHUYECKOMY B3aUMO/ICUCTBUIO
TOCYJapCTBEHHBIX OpPraHOB M TOCYJAapCTBEHHBIX OpraHU3alMid MOCPEICTBOM OOMEHa
JIOKyMEHTaMHu B 3JIeKTpoHHOM Buje" (3apeructpupoBano B Munrocte Poccum 22.09.2015 Ne
38956).

Crparerust pasputusi uHpopmanuoHHoro ooOmectBa B Poccuiickoit denepanuu (yTB.
[Ipesunentom PO 07.02.2008 Ne I1p-212).

[ToctanoBnenne ['maBel Agmunuctparuu Bonrorpaackoit o6s. ot 20.06.2003 Ne 463 (c
u3M. ot 11.05.2007) "O6 yrBepxkaeHnn MHCTpyKIMU 10 A€I0NPOU3BOACTBY B A IMUHUCTPALUU
Bonrorpanckoii oOmacti"
u3 uHpopmarmonHoro 6anka "Bonrorpanckas obmacte" JlokymMeHT yrpatui cuity c¢ 1 ampens
2011 roga B cBsA3M ¢ u3naHueM nocranoBieHus [ naBel AqmMuauctpanuu Bonrorpaackoit 06:1. ot
29.03.2011 Ne 276.

[TocTanoBnenne ['maBel AnmuaHCcTpanuu Bonrorpaackoit o6mactu ot 30 mapta 2009 1. Ne
306 "O BBOAE B OKCIUIyaTalMl0 €IWHOM aBTOMAaTHU3MPOBAHHOM CHUCTEMBI 3JIEKTPOHHOIO
JIOKYMEHTOO0OpOTa B OpraHax UCIOJHUTEILHOH BiacTh Bonrorpaackoit obmactu'.
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[Tocranosnenue ['maBsl Aamunuctparnuu Bonrorpagckoi ob6macti ot 31 urons 2009 r. Ne
885 "O BHenpeHUHU IECKTPOHHON UG POBOM MOITUCH B €IUHYIO aBTOMAaTU3UPOBAHHYIO CUCTEMY
AIIEKTPOHHOTO JJOKYMEHTOO0OPOTa OPraHOB UCIIOJHUTEIBHOM BiacTH Bonrorpanckoii obmactu'.
(B pen. mocranoBnenus ['ydoepnaropa Bonrorpaackoit 00671. ot 16.04.2013 Ne 347).

[Mocranosnenue I'maBel Anqmunauctpanuu Bonrorpaackoit obmactu ot 22 centsaops 2009 r.
Ne 1108 "OO6 wcmonb30BaHUU SJIEKTPOHHOM IM(POBON TMOAMUCH B CIENHUATU3HUPOBAHHBIX
UH(POPMALMOHHBIX crcTeMax Bonrorpanackoit obnactu'.

[ToctanoBnenne IlpaBurenscTtBa Bosrorpaackoit o6 ot 26.02.2013 Ne 78-m (pem. ot
24.03.2014) "OG6 yrBepxneHun I[lomokeHHUs O  MEXBEAOMCTBEHHOM  DIIEKTPOHHOM
(6e30yMa)kHOM) JTOKYMEHTOOOOpPOTE€ B OpraHax MCIIOJHUTEIBHOM BiacTu Bonrorpaackoi
obmactu".

[Toctanosnenwne [IpaButenscTBa Bonrorpaackoi 06. ot 23.04.2013 No 189- "O06
yTBepkaeHH  [IpaBunm — Jenmompou3BOACTBAa B OpraHax — MCHOJHHUTENBHOM — BIIACTH
Bonrorpanckoii o6mactu".

[Mocranosnenue I'ybepuaropa Bonrorpaackoii o6iactu ot 17 anpenst 2015 1. Ne 334 "O6

aBTOMAaTHU3UPOBAHHON cucTeMe 00paboTku KOH(pHIeHIIMATbHON nHpopmaruu
Bounrorpazackoit obmactu'.
[TocTanoBnenne ['ydbepuaropa Bonrorpaackoit 06a. ot 12.10.2015 Ne 914 "O6

Y4aCTHUKE MEKBEIOMCTBEHHOTO 3JIEKTPOHHOTO IOKYMEHTO000poTa".

Pacropsokenne  Kommurera wWHGOPMAIIMOHHBIX  TEXHOJOTHH M TEJIEKOMMYHHUKAITUH
Anmunuctpanuu Bonrorpanckoit 061. ot 01.06.2009 Ne 03-0/1 "O6 yrBepxkaeann MHCTpyKImu
MOJIb30BaTeNsl IO 3alluTe HHPOpPMAIMM B aBTOMATU3UPOBAHHOM CHCTEME JIIEKTPOHHOIO
JOKYMEHTOO0OpOTa B OpraHax HCIOJHUTENbHOW BiacTH Bomrorpanckoir obmactu u ¢Gopm
JIOKYMEHTOB, HCIIOJIb3yeMbIX HpHU paboTe C aBTOMAaTHU3UPOBAHHON CHCTEMOM AIIEKTPOHHOIO
JOKYMEHTO000pOTa B OpraHax MCIOJHUTEIbHOM BiacTu Bonrorpaackoit obmactu'.

[Ipuka3z KomureTa mo ympaBieHHIO apXuBaMu AJIMHUHHCTpanuu Bosrorpaiackoi o0i. oT
30.08.2010 Ne 121 "OO6 yrBepxkIeHMH MeETONMYECKUX pPEKOMEHAAIMH 1o pa3paboTke
WHCTPYKIIMHA TIO JEJOMPOU3BOJICTBY B OpraHax MCIOJIHUTEIbHOW BiacTh Boarorpaackoii
obmactu".

[Ipuka3 komuTeTa MH(POPMAITMOHHBIX TeXHONIOTUH Bonrorpaackoit obmactu ot 28 ampens
2015 r. Ne 57-0/m " OO yTBEp»AECHUU pEriaMeHTa TMOAKIIOUEHHUS K «ABTOMATH3HMPOBAHHOM
cucreMe 00paboTku KoH(puaeHaIbHON nHopMaruu Boirorpaackoii oomactu.

6.5. UuTepHeT-pecypchbl.

www.management.com.ua - IHTepHeT nopTai i yIpaBieHLEB.

www.megabook.ru/business - 9KOHOMHYECKHI CIIOBAPb.

www.glossary.ru - ciry’k0a TeMaTHIECKHUX TOIKOBBIX CIIOBapei.

www.bpm-online.ru - Bce 06 ympaBieHHH OM3HEC MpoleccaMy, CTpaTerhuel, (UHaHCaAMH, TIEPCOHAIIOM,
MapKETHHTOM.

ek-lit.agava.ru/books.htm - bubnmoTeka Y5KOHOMHUYIECKON U JACIIOBOM JIUTEpaTyphl. UNTATBHS.
eup.kulichki.net/Catalog/All-AllL.htm - BubnuoTexa 3KOHOMHYECKOW W YNPAaBICHYECKOH IUTEpaTyphl.
BecnimatHas saexkTponHHass OubOnMoTeka (MOHOTpaduu, AWCCEpTallM, KHHUTH, CTaTbd, HOBOCTU U
aHaJUTUKA, KOHCIIEKTHI JISKIHHA, pedepaTsl, yaeOHUKHN).

econom.nsc.ru/jep - BupryanbHas sxkoHoMudeckas OnbInoTexa.

www.garant.ru — ['apaHT.

www.vopreco.ru - Xypnan «Bornpocbl 5KOHOMUKN».

www.expert.ru- JKypran «9kcrmepT».

www.akdi.ru- Uarepuer-cepep «AK/IN DxoHOMUKA U KU3HBY.

www.consultant.ru - Koacynerant-ITiroc.

dic.academic.ru/searchall.php - CiioBapu U SHIIUKIOMEIMH.

glossary.ru - Ciy>x0a TeMaTH4ECKUX TOJKOBBIX CJIOBapeH.

www.zipsites.ru - bubimorexa 5KOHOMUUECKON U yIIPaBIEeHUECKON JIUTEPATyPHI.

www.sf—online.ru — JlemoBoii xypHai «CexpeT GupMbD».
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7. MartepuajibHO-TeXHU4YecKasi 0a3a, HH(POPMAIMOHHBbIE TEXHOJOTMH, IPOrPaMMHOE
o0ecrneyeHue U HHPOPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

MarepuanbHO-TEXHHUECKOE 00ecTIeYeHne JUCIUIUIMHBI BKIIIOUAET B Ce0s:

- JIGKIIUOHHBIE ayAUTOPUU, 0OOPYAOBAHHBIE BUICOMPOCKIIMOHHBIM 000pYIOBaHUEM IS
NPEe3eHTAlHi, CPeJCTBAMH 3BYKOBOCIIPOU3BEICHHS, SKPAHOM;

- TIOMEUIeHUS JJI MPOBEACHUSI CEMHUHAPCKUX U MPAKTUYECKUX 3aHATHIl, 000py10BaHHbBIE
yueOHOIl MebenbIo;

- KOMITIBIOTEpHBIE KJIACChl, OCHAIIEHHbIE COBPEMEHHBIMH KOMITBIOTEpAMHU C BBIXOJOM B
HuTtepner.

JucuumninuHa JOoJKHa OBITh TOJAEpXaHa COOTBETCTBYIOIIMMHU JIMIIEH3MOHHBIMU
MPOTPaMMHBIMH MTPOTyKTaMH.

[IporpamMMHBbIe cpencTBa obecriedeHus yueOHOro npoiecca J0HKHbBI BKI0YaTh:

- orepaniMoHHyt0 cuctemy Windows;

- IpOrpaMMBbl IPE3EHTALMOHHON Ipaduki;

- TEKCTOBBIC PEIAKTOPHI;

- rpadUYECKUE PEAAKTOPHI.

By3 ob6ecnieunBaeTr kaxxoro o0ydaromierocsi pabounM MeCTOM B KOMITBIOTEPHOM KJlacce
B COOTBETCTBUU C 00bEMOM H3yUaeMBbIX AUCLIUILINH, 00€CIIeYMBaAET BHIXO/ B ceTh VIHTEpHET.

MarepuanbHO-TEXHHUECKOEe  OOECleYeHne JUCHUIUIMHBI Uit OOy4aromuxcst ¢
OTpaHMYEHHBIMHU BO3MOKHOCTSIMU 3/JOPOBBSI M MHBAJIUI0B BKIIIOUAET B ce0s Cleyrolee:

- yueOHbIE ayAUTOPHH OCHAIIEHBI CIICIIMATFHBIM 000pY/IOBaHUEM U YUYCOHBIMU MECTaMHU
C TEXHUYECKMMM CpeACTBaMH OOydeHHs JJs OOydYarolUXcs C pa3duYHbIMU BHJIAMU
OTpaHUYECHUN 310POBbS;

- yueOHas ayAauToOpHsi, B KOTOpPOM 0OydaloTCsl CTYIEHThl C HapylIeHHeM cliyxa
o0opy/sioBaHA KOMITBIOTEPHOW TEXHUKOW, ayIHOTEXHUKOW (aKyCTHUECKHN YCWIHTEIh U
KOJIOHKH), BHUJCOTEXHUKOW (MYJIbTHUMEIUUHBIA TPOEKTOP), MYIbTUMEAUNHON cuctemon. s
OoOydYeHHUs JUIl ¢ HAPYIICHUSMHU CIyXa UCIOIB3YIOTCS MYJIBTHUMEIUNHBIC CPEICTBA M JAPYTHE
TEXHUUYECKUE CPEJICTB AJIsl IpUeMa-niepeaun yueOHoi nHdopmanuy B JOCTYNHBIX (popmax;

- nans crnaboBUASIIMX OOydYalOmUXCsl B JICKIIMOHHBIX M Y4EOHBIX ayJAHTOPHSIX
MPEeyCMOTPEH MPOCMOTP YyJAJICHHBIX OOBEKTOB (HampuMmep, TEKCTa Ha JOCKE WU cllaiijla Ha
9KpaHe) MPH MOMOIIN BUICOYBEIMYUTENCH IS yIaIEHHOT'O IPOCMOTPA;

- 17151 0Oy4aIoLUXCsl C HAPYUICHUSIMU OTIOPHO-/IBUTaTEILHOTO anmnapara B JEKIMOHHBIX U
y4eOHBIX ayJUTOPUSAX MPETyCMOTPEHBI CIIEUAIbEHO 000pyI0BaHbIe paboune MecTa;

- JUIsl KOHTaKTHOM M CaMOCTOSITeNIbHOM paboOThl HCHOJB3YETCS MYJIbTHUMEIUNHHBIE
KOMIUIEKCBI, JICKTPOHHBIC YICOHUKH M ydeOHbBIE MOCOOUSs, aJanTHPOBAHHBIE K OTPAaHMUYCHUSM
3JI0POBBST OO YJAFOIITIXCSI.

OOyyaromuecs ¢ OrpaHUYEHHBIMEA BO3MOXKHOCTSIMU 3/I0POBbSI U MHBATUIBI, B OTJIHYHE OT
OCTJIbHBIX, UMEIOT CBOU CHEIU(PUIECKUEe OCOOCHHOCTH BOCTIPUSTHS, TIEpepadOTKH MaTepHuaa,
BBITIOJTHEHUSI TMPOMEXYTOYHBIX M HWTOTOBBIX (opM KOHTposis 3HaHuU. OHU oOecreyeHbl
MeYaTHBIMH | JIEKTPOHHBIMH 00pa30BaTEIHLHBIMH pecypcamMu (MPpOrpaMMBbl, yUeOHUKH, YICOHbBIS
nocoOusi, MaTepuasbl Il CaMOCTOSATENbHOW paboThl M T. 1.) B (hopMax, aganTUPOBAHHBIX K
OTPaHUYEHUSM UX 3/I0POBBS U BOCTIPUATHS HHPOPMALIUH:

Jis I ¢ HapyIICHUSIMH 3PEHUs,

- B IeYaTHOU (hopMe YBEIIMUECHHBIM IPUPTOM,

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA,

Jlnig aui ¢ HapyIIeHUSIMH CIyXa, C HapyIICHUSIMH OIIOPHO-JBUTAaTEIHLHOTO amnmnapara:

- B meyaTHO (hopme,

- B hopMe AJIEKTPOHHOTO IOKYMEHTA.
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