®enepanbHoe rocyiapcTBeHHOE 0I01KeTHOe 00pa3oBaTeIbHOE
yupekaeHue BbIcIero o0pa3oBaHus
«POCCHMCKAS AKAJTEMHUSI HAPOJHOTI'O XO3SIMCTBA
U TOCYJAPCTBEHHOM CJIYKBbI Moo Amiocos
ITPA IPE3UJIEHTE POCCUMCKOM PEIERAING ~o Dhe GG, LeBonrorpan.

O=BWY PAHXuIC,
OU=[upekTopar,

% ONFpIMCCot, Silictui

Ca HD' Masnosuy,
E=almosov-ap@ranepa.ru
OcHoBaHue: a noareepxaato

BoJrorpaackuii HHCTUTYT yIIpaBJeHUs — (PHIHAI PAIP songogid
daxyapTeT rocyJapCTBEHHOT0 U MyHUIMIAIBHOTO JIEABIT O BUY e sb50.12 10 11.16:
Kadenpa xopnopaTuBHOr0 ynpapieHUs Foxit Reader Bopous: 10..1
VYr1BepxkacHa

peeHreM Kapeapb
KOPIIOPATHUBHOTO yIIPABJICHHSI
[Iporokon NelO ot 15.05.2017 .

PABOYAA ITPOI'PAMMA JUCHHUIIJIMHBI

B51.B.JIB.6.2 JOKYMEHTAIIMOHHOE OBECIIEYEHUE T'OCYJAPCTBEHHOM
JAEATEJBHOCTH

(uHOeKC U HauUMeHOB8aHUe OUCYUNIUHDL, 8 COOMBEMCMBUU C YYeOHbIM NIAHOM)

38.05.01 DxoHOMHUECKAs OE30IIACHOCTD

(K00 U HaumeHosanHe HANPAGIEHUSL NOO2OMOBKU (CREYUATbHOCTL))

DKOHOMHKO-TIPaBOBOE 0OecIeuyeHrne IKOHOMUYECKON 0€301acHOCTH

cneyuanusayus

IKOHOMUCM

Keanugpukayus

OYHAA, 3A04YHAA

¢opma(er) o6yuenusn

T'00 nabopa - 2017

Bomnrorpan, 2017 r.



ABTOpP(bI)-cOCTABUTENb(M):

JOKTOp UCT. HAYVK, HDOd)eCCOD Kad)ellpbl KOPIIOPATHBHOI'O YIIPABJICHUA

bymonuna E.B.

3aBeIyIOIIUN Ka(bCHDOﬁ KOPIIOPATHBHOTI'O YIIPABJICHU, KAHAWMAAT 5K.HAVK, JOIICHT

OrapkoB A.A.



COJEPKAHUE

[Tepedenp IAHUPYEMBIX PE3YJIbTATOB O0YUYSHHS MO JUCUUIUIAHE (MOJIYIIIO),
COOTHECEHHBIX C IUTAHUPYEMBIMH PE3yJIbTaTaMH OCBOCHUS 00pa30BaTeIbHON
TIPOTPAMMBDBI ... eeeuttetent ettt et et et et et et ettt eb ettt et et e b sa et eb et ens e enenes

O0beM U MECTO AUCLUIIINHBI (MOYJIs)
B CTPYKTYPE 00Pa30BATEIIEHON IPOTPAMMBI . ... c.eneetentntateneneeteneeetaneneenenenenn

CopepxaHue U CTPYKTYPa AUCHUILTUHBL (MOTYTIS) . euuvenneaneenteaneaneeaneaneaneannennn

@DOoH 1 OIICHOYHBIX CPEJICTB MPOMEKYTOYHON aTTECTAIIUH 110 TUCIUILIIHE
0311371 170 )

MGTOI[I/ILIGCKI/IG YKazaHus Ojid 06yqa}om1/1xcs1
10 OCBOCHUIO JHCHUIIIMHBI (MO,Z[y.]'ISI) .........................................................

VYyeOHas nurepaTypa U pecypcbl HHOPMAIMOHHO-TEIEKOMM YHUKAIIMOHHOM ceTn
"Untepuer", yaeOHO-METOAMYECKOE 00ECIICUCHHE CAMOCTOSTEILHON padOThI
00YYAOIIUXCS IO AUCHUTIITIHE (MOJLYITED) .vvenetett et et enteeteeeeeeeieeeeaaenns
6.1. OCHOBHAS JIITEPATYPA +ev v e nvveenteenneeenneenneenteenteenneeateeenneeeneenamnennneanneans
6.2. JIOTIOTHUTEITBHASI JIATEPATYPA «.eveeneeeneeenate et eaee ettt e eeeaeeieieeeaaeeenas
6.3. Y4eOHO-METOAMUECKOE 00CCIICUCHUE CAMOCTOSTCITLHOM PAOOTHI ....''v'eveentnn.s
6.4. HopMaTHUBHBIE IPABOBBIC JOKYMEHTBI ... .eueenttntenteneeneeneeauaenneeiianeeneenans
0.5, FTHTCPHET-PECYPCBI ... v euvettententeeee et et et e et et et e et et e et e et e e aneeeeeaneenans
MartepuanbHo-TeXHUYeCcKas 6a3a, MHHOPMAIIMOHHBIE TEXHOJIOTHH,

porpaMMHOe oOecriedeHre U NH()OPMAIIMOHHBIC CIIPABOYHBIC CUCTEMHI ...............



1. Ilepedyenb NJIAHMPYEMBbIX Pe3y/JIbTATOB 00y4eHHS 110 JUCHHUIINHE, COOTHECEHHBIX C
IJIAHUPYEMbIMH pPe3y/JIbTaTAMHU OCBOCHHS IPOTrPaMMBbI

1.1. Hucmummuaa b1.B.JIB.6.2 «JlokyMeHTaIlMOHHOE OOECIIEYEHHE TOCY1apCTBEHHON
JESITEIILHOCTHY o0ecrieunBaeT (YOPMHUPOBAHKE CIICIYIOMICH KOMITCTCHITHH:

Kon HanmenoBanue Kon
KOMITETEHIIUH KOMITETEHIIUH JTama OCBOSHHUS Lens komneTeHINN
KOMIIETEHIIMU
CriocoOHOCTh BHICTPAUBATh U YK OC-5.2 U3yueHne 1OKyMeHTa Kak HHPOPMAIHOHHO
YK OC-5 peanu3oBbIBaTh TPAEKTOPHIO COCTAaBIISIIONIEH TIpoliecca YIpaBICHUs B
CaMOpa3BHUTHS Ha OCHOBE rOCYapCTBEHHBIX U MyHUIIUIIAIbHBIX
MIPUHIMIIOB 00pa30BaHMs B CTPYKTypaX B pPa3JIMYHBIX €r0 acleKTax,
TeUeHHe BCeH KU3HH U3ydeHHe CHCTEM JOKYMEHTAIHU
rOCYJapCTBEHHBIX U MYHHULIUTIAJIBHBIX OPTaHOB,
KOMIUTEKCOB JOKYMEHTOB, 3JIEKTPOHHOTO
JOKyMEHT0000pOTa, HalpaBIeHUH
COBEPIICHCTBOBAHHUS JOKYMEHTAIIMOHHOTO
obecrieyeHus rocy1apCTBEHHON U
MYHHIUTATGHON JeITeIbHOCTH
Crnoco6GHOCTb NOATOTABINBATh IK-1.2.7 Crnoco6HOCTh aHANU3UPOBATh UH(POPMALIUIO JUIS
WCXOJHBIE TaHHBIEC, MOATOTOBKH UCXOJHBIX TaHHBIX JUIS
HEeoOXOIUMBIe /Ul pacueTa 9KOHOMHUYECKUX PacueToB
[K-1 SKOHOMUYECKUX U COLIUAIBLHO-
YKOHOMHUYECKHUX ITOKa3aTeleH,
XapaKTePU3YIOIUX JeATeIbHOCTh
XO3SHCTBYIOIIMX CYOBEKTOB

1.2.B PE3YIbTATC OCBOCHUA NUCHUIUINHBL Y CTYACHTOB TOJIKHBI OBITH C(i)OpMPIpOBaHLIZ

OTO/TD Kogn Pe3ynbratel 00yueHus
KOMIIETEHIINH
YK OC-5.2 Ha ypoBHe 3HaHuUi —

VkazaTb ~ OCHOBHBIC  MpPHHIWIBI  OPraHM3allM  CEKPEeTHOTO U
KOH(UICHIIMATBLHOTO JENIONPOU3BOJCTBA; OOBSCHUTH POJIb JOKYMEHTOB B
mporiecce TNPUHATHSA — YIPABICHYECKMX PENICHMIl, HANpPABICHHBIX Ha
NpoUIAKTUKY, MIpEeNyNpeRIECHUE MPECTYIUIEHUH U MHBIX
IpaBOHAPYIICHUH; HAa3BaTh TPEOOBAHNS IIPABOBBIX aKTOB B O0JIACTH 3aIITUTHI
rOCYIapCTBEHHOM TalHbI U MHPOPMALMOHHOM 0€3011aCHOCTH
Ha ypoBHe ymenmii —
Hcmons30BaTh M COCTABIATh HOPMATHBHBIC H IIPAaBOBBIE JOKYMEHTHI,
OTHOCSIIMECS K Oynymied npoQecCHOHAILHON NeATeNbHOCTH; MPaBUIILHO
COCTaBIATH U OOPMIIATH CITyKEOHBIC TOKYMEHTHI, B TOM YHCIIe CEKPETHBIE,
COJICpIKalle CBEACHHUS OTPAHHYCHHOTO MOJIb30BAHUS;
Ha ypoBHE HaBBIKOB —
CocTaBuTh JOKYMCHTBI B COOTBETCTBHUU C TpCGOBaHI/IﬂMI/I CCKPETHOI'0 U
KOH(UAECHINATFHOTO JETONMPON3BOACTBA;  HCIIONB30BaTh TEXHOJIOTHIO
oOpareHus co ciy)eOHOM nHdopmanuen OTPaHUYEHHOTO
pacIpocTpaHeHHs

CocraBneHnue u IK-1.2.7 Ha ypoBHe 3HaHHMil —

IIPE/ICTaBIICHUE
(uHaHCOBOH
OTYETHOCTH
HSKOHOMHYECKOTO
cyObekral ipoBecHuUe
(hMHAHCOBOTO aHAJIM3a,
010/PKeTUPOBAHKE U
yIpaBJieHUEe
JICHE)KHBIMH MTOTOKAMH
(ITpod. cranmapt
«byxranrepy, yTB.
ITpuxasom Muntpyna
Poccun ot 22 nexabps
2014 r. N 1061n)

JeMoHCTpanys ~ 3HaHMH ~ OCHOBHBIX  TEXHOJNIOTMH M METOIUK
JOKyMEHTHpOBaHMs  MHQopmamuu,  HeoOXoguMoW  1as  pacdera
HKOHOMHYECKUX u COLUATBbHO-3KOHOMUYECKHX nokaszarenei,
XapaKTePH3YIOINX AeITeIbHOCTh X034 HCTBYIOINX CYObEKTOB

Ha ypoBHe ymenmii —

VYMeHHe NpUMEHATh 3HAHUS [0 JOKYMEHTHPOBaHHIO HH(pOpMaluy,
HEOOXOAMMOM AT pacueTa 3KOHOMUYECKHX U COLUAIbHO-IKOHOMHYECKUX
IoKa3aTenel, XxapaKTepU3YIOLHUX JeSITeIbHOCTh X03AHCTBYIOMIUX CYOBEKTOB
Ha MPAaKTHKE B MOJIHOW Mepe

Ha ypoBHE HaBBIKOB —

CBoOomHOe BIIAJICHHE HABBIKAMHM JOKYMEHTHPOBaHUS HMHGOpMAaIuH,
HEOOXOAUMOH AJsl pacueTa SKOHOMUYECKHX U COLUAIbHO-3KOHOMHYECKUX
MoKa3aTeneil, XapaKTepu3yOIUX AesTeTbHOCTD X03SHCTBYIOINX CyOBEKTOB




2. O0LeM M MeCTO TUCHHUILINHBI
B CTPYKTYpe 00pa30BaTe/ibHOI NPOrpaMMbl

VYyebnas JUCLUIIIIMHA b1.B.JIB.6.2. «/lOKyMEHTallMOHHOE obecrnieueHue
rOCy/IapCTBEHHOU AESTeIbHOCTHY MPUHAJICKUT K OJOKY BapHaTHBHAs YacTh, TUCIUIUIUHBI 110
BEIOOpY. B coorBercTBUM ¢ YueOHBIM IUIaHOM, TO OYHOM (opme OOyYeHHS TUCIMILTAHA
ocBamBaeTcs BO 2 ceMecTpe (1o 3a04HOM popme 00ydeHHs TUCHUIUIMHA OCBaBaeTCs Ha 3 Kypce
B 5 cemecTpe), o0miast TpyZJ0EMKOCTb TUCIMIIMHBI B 3a4€THBIX enuHunax cocrasiser 3 3E (108
4acoB).

VYyeOnas aucuumauza .B.JIB.6.2. «JlokymeHTanmoHHOe o0ecrieueHne rocy1apcTBEHHON
NESTEIIbHOCTHY OIMMPACTCS MHUHUMAIBbHO HEOOXOAMMBIH O0BEM TEOPETHUECKUX 3HAHUU B
001acTH SKOHOMHKM M HaIMOHAJIBHOW Oe30macHOCTH. 3HAHUS M HAaBBIKM, IOJIydacMble
CTyJEHTaMH B pe3ylbTaTe M3y4YCHUS [AUCUUIUIMHBI, HEOOXOAMMBI JUIsl OpraHU3aluu
JOKYMEHTOO0OpOTa B OpraHu3amuu, O(OPMIICHHUS CIIy)KEOHBIX JOKYMEHTOB, OOECTICUCHHS
COXpaHEHHUS FOCYIapCTBEHHONW U KOMMEPUYECKOM TalHBI.

VYyeOnas aucuumiauHa .B.JIB.6.2. «JlokymeHTanmoHHOe o0ecrieueHne rocy1apcTBEHHON
JEeSTeNIbHOCTHY peanusyeTrcs nocie uzydenus: b1.b.36 HamuonansHas 6e3omacHocts, b1.b.4
[Tpodeccuonanvhass tuka u ciuykeOHb dtuker, b1.B.OJl.1 Kynbprypa peun u nernoBoe
oO1ieHue.

[Tlo ouno#i Qopme 0OydeHHUS KOIMYECTBO AKAJEMHYECKHX YacoOB, BBIICICHHBIX Ha
KOHTaKTHYIO paboTy ¢ mpenojaBarenemM (1o BuAaM y4eOHBIX 3aHATHI) — 54 yaca (nekuwmii — 20
4acoB, CEMUHAPCKUX 3aHATHH — 34 yaca) U Ha CaMOCTOSITEIbHYIO paboTy oOydJarommxcs — 54
Jaca.

[To 3aounoii popme OOydeHUS KOJUYECTBO AKAJEMHUYCCKUX YaCOB, BBIJICICHHBIX Ha
KOHTaKTHYIO paboTy ¢ mpenojaaBareseM (1Mo BUaM y4eOHBIX 3aHATUH) — 12 yacoB (Jekuuii — 4
yaca, CEMHMHApPCKUX 3aHATUN — § yaca), Ha cCaMOCTOATENbHYIO paboTy oOyuaromuxcs — 92 yaca,
Ha KOHTPOIb — 4 yaca.

dopma NpoMEKyTOUHON aTTECTAllUK B COOTBETCTBUH C Y YEOHBIM IJIAHOM — 3a4eT.

3. Conep:xanue ¥ CTPYKTYpa AU CHMIIJIMHBI

O0bem aucuMnJIMHbI (MOaYJIs), Yac. ®opma
KonrakTHast padora TEKYLIEro
o0y4arommxcsi ¢ KOHTpOJIsA
No u/n HanmenoBanue Tem npemnoaaBaTeIeM ycreBaeMoc
(pa3nesioB) Bceero 10 BUAAM y4eOHBbIX 3aHATHI CpP TH,
TPOMEIKYTO
JI JIP 3 KCP YHOI
aTTecTauuu
Ounasn ghopma odyuenusn
2 cemecmp
[Ipenmer u 3agaum Kypca. o T
CucteMa rocyIapcTBEHHBIX U
MYHUILIUTIAIbHBIX OPTaHOB B
Tema l cyonekTax PD. AKThl ) 4 ) 6
roCyJapCTBEHHBIX U 12 2
MYHHUIUTIAJIBHBIX OPTaHOB.
HopmaTuBHo-TpaBoBast 6a3a O T
Tema 2 JOKYMEHTAIHOHHOTO - 4 - 6
oOecrieueH s ynpaBJICHHs 12 2
o T
Tema 3 JokymentupoBanue. Cucrema - 4 - 8
OPJL. 14 2




O0beM AMCHUILINHBI (MOAYJIs), Yac. ®opma
KonrakTHas padora TeKyLIero
ol0yyamommuxcs ¢ KOHTPOJIS
N HaunmeHoBaHue TeM npenoaaBaTeaeM ycreBaeMoc
°n/n .
(pa3neJsioB) Bcero 10 BUAAM y4eOHBbIX 3aHATHI CP TH,
MPOMEKYTO
| JIP 3 KCP YHOI
aTTecTaluu
TpeboBanust kK 0(hOPMIICHUIO ) 6 ) 8 o T
Tema 4 JIOKYMEHTOB. 18 4
OO011Me NPUHIHITBI ) 4 ) 6 orT
Tema 5 JIOKYMEHT0000pOTA. 12 2
Opranusanus 1 TEXHOJIOTUS ) 4 ) 8 orT
Tema 6 paboThl C JOKYMEHTaMHU. 14 2
DNeKTPOHHBIE JOKYMEHTHI U o T
Tema 7 AJEKTPOHHBIH 4
- 4 - 6
JIOKYMEHTOO00O0POT. 14
ONEeKTPOHHBIE APXHBBL
Tema 8 DNEKTPOHHOE MPAaBUTEIBCTBO ) 4 ) 6 KP
PO 12 2
3auér B
thopme
[IpomexyTouHas aTTecTanus YCTHOTO
orpoca
Bcero: 108 20 - 34 - 54
3aounasa gpopma 0oyuenusn
5 cemecmp
IIpeamer wu 3amaum  Kypca. T
CucrtemMa rocynapcTBEHHBIX H
MYHULIUIAJIBHBIX OPraHoB B
Tewa 1 C;6’beKTaX PD. b AKTBI ) ) ) 10
roCyIapCTBEHHBIX u 12 2
MYHUILIUTIAJIBHBIX OPTaHOB.
HopmaTuBHO-TIpaBoBas 0aza T
Tema 2 JOKYMEHTAITHOHHOTO - - - 10
o0ecrieueHHs yIpaBICHAS 12 2
T
Tema 3 JokymentupoBanne. Cucrema 14 - - 2 - 12
OP/L.
Tema 4 TpeboBaHuUs K 0(OPMIICHHIO T
- - 2 -
JIOKYMEHTOB. 14 12
Tema 5 OO011Me NPUHIKITBI o T
JIOKyMEHT0000pOTA. 12 i i i i 12
Tema 6 Opranu3anys 1 TEXHOJIOTHUS orT
- - 2 -
paboThI ¢ JOKYMEHTaMHU. 14 12
Tema 7 OJEeKTPOHHBIE TOKYMEHTHI H T
3JIEKTPOHHBIN ) ) 2 )
JIOKyMEHTOO00O0POT. 14 12
OJEeKTPOHHBIE APXUBBI.
Tema 8 DNEKTPOHHOE TMPABUTEILCTBO 12 12 | KP
PO ) ) ) )
3auér B
thopme
[IpomexyTouHast aTTecTanus 4 JCTHOTO
ompoca
Bcero: 108 4 - 8 92 4
Ipumeuanue: 4 — ¢opmvl mexkyweeo koumpons ycneeaemocmu: onpoc (0O),

mecmuposanue (T), koumponvnas paboma (KP).

Conep:kanue TMCHUIIAHBI (MOYJIA)




Tema 1. Ilpeamer u 3axa4u Kypca. Cucrema rocy1apcTBeHHbIX H MYHHMIMIIAJIbHBIX
opraHoB B cy0ObekTax PM. AKTHI rocy1apcTBEHHbIX 1 MYHUIIUNIAJIbHBIX OPTraHOB.

OObekT, npeameT u 3amauu kypca. Ilonstue cyobekta PD. Opransl 3aKkoHOIATEIBLHON
(IpeIcTaBUTENBbHOM), UCIIONHUTENBHON U CyneOHoi Biactu cyowbekta PD. Opransl MecTHOro
camoymnpasiieHus.  [IpaBoBble  akThl, = NPUHUMAEMble  OpPraHAMM  3aKOHOJATEIIbHOM,
UCTIOJTHUTENILHOM 1 cy/ie0HoM BnacT cyObekTa PO 1 opranaMu MECTHOTO CaMOYTIPABICHHUS.

Tema 2. HopmaTtuBHO-mpaBoBas 0a3a JOKYMEHTALIMOHHOIO oO0ecne4YyeHus
ynpaBJieHHSsI.

Heo0xomuMocTh 3aKOHOAATETFHOTO W HOPMATUBHO-METOJIUYECKOTO PETyIUPOBAHUS
JIOKYMEHTAIIMOHHOTO OOeCIeueHusl ympaBieHWs. PeryaupoBaHwe OTHOIIEHUH B cdepe
JnokyMmeHTanuu B Poccuu u 3a pyOekoM. 3amauu yrpaBieHHus qokyMmeHTtarueil. Konctutyius
Poccuiickoit ®enepauun — OCHOBHOM IPaBOBOM aKT, OINPEACISIIOIUMNA  COBPEMEHHYIO
TOCY/IapCTBEHHYIO TMOJIUTUKY B cdepe JOKyMeHTanun. HOpMaTUBHO-TIPAaBOBBIC aKTHI,
pPEryJIUpYIOIIHUE OTAENbHbIE CTOPOHBI JOKYMEHTHUPOBaHMs. Bricuias mnpaBoBas 3HAYMMOCTb
3aKOHOB P®.

Tema 3. lokymenTupoBanue. Cucrema OP/I.

Oco0eHHOCTH MOATOTOBKH M 0(hOpPMIICHHS OpPTraHU3allMOHHBIX JOKYMEHTOB. [lonoxeHue,
ycraB. CTpykTypa u mratHas ydciaeHHocTs. [lltatHoe pacnucanune. MHcTpykiuu. [lorosop kak
MHOTO(YHKIIMOHAJIBHBIA ~ JIOKYMEHT,  PETYJIUPYIOIIMKA  B3aWMMOOTHOIICHUSI  CyOBEKTOB
9KOHOMHUYECKOH JesTenbHOCTH. OCOOEHHOCTH MOATOTOBKU M O(OPMIIEHUS paclopsIUTEIbHbIX
nokymeHToB. IloctanoBinenus. Pemenus. [Ipukasel. Pacnopsokenus. Ykasanus. IIporokod, ero
0co00e MeCcTO B CHUCTEME OpraHH3alMOHHO-PACHOPSAUTENbHONU NoKyMeHTauuu. OcoOeHHOCTH
MOJATOTOBKH U 0O(QOpMIIEHHUS HH(DOPMALMOHHO-CIPABOYHBIX JTOKYMEHTOB. AKTHI. JlokmnanHas
3anucka. OOwsacHuTenbHas 3anucka. CrpaBku. CiyxeOHble mHcbMa. TenerpaMmel,
tenedoHorpaMMel, Tenedarco! (pakcor).

Tema 4. TpeGoBanusi K 0()OpMJIEHUIO TOKYMEHTOB.

OOmme TpeOoBanus k  odopmienuto  gokymenroB. [I'OCT P 6.30-2003
«YHuPHUIHPOBAHHAS cucrTema OpraHU3alMOHHO-PACIIOPAIUTEILHOMN JOKYMEHTAIIUH.
TpeboBanus k 0opopMIIeHUIO JOKYMEHTOB». MexnyHapoausiii cranaapt MCO 15489-2001 u ero
IPUMEHEHNE IIPU CO3JaHUM YIPABICHUS TOKyMEHTAIlEeN B OpraHu3aluy.

Obecnieuenne OpUANYECKON cuibl ToKyMeHTa. Co3aHue YCIOBHUIl JUIs ONEepaTHBHOTO
UCIIOJTHEHUSI JTOKyMEHTa. BO3MOXHOCTh OINEpaTHUBHOIO MOUCKa JoKyMmMeHTa. lcmonb3oBanue
CPEJCTB OPITEXHUKU AJIsl CO3/1aHUS U 00pabOTKU TOKYMEHTOB.

®dopmatsl Oymaru u nosis. biaHku JOKYMEHTOB: oOImuii O6jaHK, OJaHK MUCbMa, OJaHKH
KOHKPETHBIX BUJOB JIOKyMEHTOB, OJIaHK JIOJDKHOCTHOTO juia. ['epOoBwiii Gmank. dopmyssip-
oOpazen. [IpaBuia odopmileHUs] PEKBU3UTOB YIPABICHUECKUX JOKYMEHTOB B COOTBETCTBHH C
I'OCT P 6.30-2003.

TpeGoBanust K  M3rOTOBIEHUIO  JOKyMeHTOB, mnpexbssisiemble [OCTom u
PEKOMEH1yeMbleé HOPMATUBHO-METOIUYECKUMH MocoOusiMu. OCHOBHBIE TpeOOBaHUS K TEKCTY
YIIpaBJIEHYECKUX IOKYMEHTOB.

Tema 5. O01mme NPUHUKMIIBI JOKYMEHTO0000pOTA.
[Tonsitue moxymeHToob6opota. O0mue TpeboBaHUs K OpraHU3aluu JoKyMeHToobopota. [Ipuem
U TepBUYHas 00paboTKa T0KyMeHTOB. [IpenBapuTenbHOe pacCMOTPEHHE JOKYMEHTOB.
Peructpanmuss nokymenrtoB. llepemaua 1okyMeHTOB Ha wucnojgHeHue. KoHTpois
UCTIOJIHEHUST JTOKyMeHTOB. OOpa0oTka M OTIpaBKa HCXOIAIIMX JTOKyMEHTOB. llpumeHneHue
KOMITBIOTEPHBIX TEXHOJOTUH MPU OpraHU3alMK JOKYMEHTO000pOTa YUPEKICHUS, MPEAIPUITHUS.

Tema 6. Opranusanusi ¥ TEXHOJOTHsI pad0ThI C JOKYMEHTAMM.



CoBOKYNHOCTh ~ HMH(OPMAIIMOHHO-IOKYMEHTAI[HOHHBIX ~ PECYpCOB OpraHu3anuu
CripaBouHble KapTOTeKU. TpaJluiMOHHBIE M aBTOMAaTU3UPOBAaHHBIE (POPMBI BEJICHHSI CIIPABOYHBIX
KaproTek. HomeHkmarypa pgen: BuAbl, NpaBWiIa COCTaBiIeHHUS M OGopMIIeHUS. 3HAaUYECHUE
HOMEHKJIATypbl J€JI I OpraHu3aluy JOKyMEHTHpoBaHMs. HopMmaTuBHO-MeTOAMUYECKHE
JIOKYMEHTBI 110 COCTABJIICHUIO HOMEHKJIATYP JEl.

OKcnepTu3a HEHHOCTH TOKYMEHTOB B JEJIONPOU3BOACTBE opranuzauuu. @opMupoBanue,
odopmieHne, cucTeMaTH3aIMs U XpaHEHUE Jel B TeKyIeM JenonpousBozcTee. O0paboTka aen
JUIS TIOCJIEYIOIErO XpaHeHus Jell B apxuBe opranusanuu. [lepenaya nen B apXxuB OpraHU3aLnN.
OKcnepTusa HEHHOCTH JOKYMEHTOB B BEIOMCTBEHHOM apxuBe. COCTaBlIEHUE CBOJHBIX ONMCEN
nein. IToaroroBka JOKYMEHTOB K Iepefjadye Ha TOCYAapCTBEHHOE XPAHEHHUE.

Tema 7. JJleKTPOHHbIE [JOKYMEHTbI M JJEKTPOHHbII [OKYMEHT0O00OPOT.
DJIEKTPOHHbIE APXUBBI.

JIecTBYIOLINE CUCTEMBI DJIEKTPOHHOTO JTOKYMEHTOO00POTa B OpraHax HCIOTHUTEIbLHOU
Brnactu Bonrorpanckoir o6mactu. ACOJl: HOpMaTMBHO-TIpaBoBas 0a3za, LETUW M 3a7ayH,
byHKIIMH, TeXHUYEeCKHe Bo3MOKHOCTH, yuacTHUKU. ACOKMU: HopmaTtuBHO-TIpaBoBas 0asa, 1enu
U 337a4d, (YHKIUU, TEXHUYECKHE BO3MOXXHOCTH, y4YacTHUKU. [IpoOieMbl M MEpCIEeKTHBHI
ACO]/] u ACOKMU.

[loHsiTHE 3NIEKTPOHHOTO apXKBa. Buabl 31eKTpoHHBIX apXuBOB. Co3/1aHUE IIEKTPOHHOIO
apxuBa opranu3anui. OCHOBHbIE IPEUMYIIECTBA JIEKTPOHHOTO apX1Ba. APXUBHBINA ayTCOPCHUHT
IPUMEHUTEIBHO K 3JIEKTPOHHOMY apxuBy. OOnauHbple TexHosioruu. OpraHuzauusi paboThI
3eKTpOHHOTrO apxuBa. OpraHu3anus 3JIEeKTPOHHBIX JTOKYMEHTOB B Mpefenax JOKyMEHTaIbHOIO
U apXUBHOTO (DOHIOB. DKCIEPTH3a IEHHOCTH DJICKTPOHHBIX JOKYMEHTOB M KOMIUIEKTOBAHUE
uMHU apxuBa opranmzanuu. ObecriedeHHe COXPAHHOCTH U Y4YeT S3JEKTPOHHBIX JTOKYMEHTOB.
JlocTyn K 3J€KTPOHHBIM apXUBHBIM TOKYMEHTAM U MX HCIOJIB30BaHHE. DIIEKTPOHHBIE PECYPCHI
ApxusHoro ¢onja PO.

Tema 8. DnexkTpoHHOE NpaBUTENBLCTBO PD.

ITonsTie QJICKTPOHHOI'O IHPaBUTCIbCTBA. HOpMaTI/IBHO-HpaBOBBIG AKThl JJICKTPOHHOI'O
npasuTenscTBa B Poccun. @yHKINMK U 3a1a4u JIEKTPOHHOTO MTpaBUTeNbeTBA B Poccun. Enunsiii
nopTaja roCyaIapCTBECHHbLIX U MYHUIIUITIAJIbHBIX YCIIYT.

4. ®oH/ OLICHOYHBIX CPEACTB NPOMEKYTOYHOM aTTeCTALUH
1o JUCUMILTIMHE (MOXYJII0)

4.1. (I)OpMI)I U METOAbLI TCKYIIECIr0 KOHTPOJSA YCIIEBAEMOCTH H l'lpOMC)KyTO‘lHOi;I
aTTeCTAlluM.

4.1.1. B xone peanuzanuu quctuiinabl b1.B.JIB.6.2 «JlokymeHTanmonHoe obecrneyeHne
rOCYyJapCTBEHHON [JESATEIbHOCTH» HCIOJIB3YIOTCS CIEAYIOIIME METO/Abl TEKYLIEro KOHTPOJIS
yCIIEBaEMOCTH 00YJaOLTNXCS:

Ne
n/n HaumeHoBaHuUe TeM (pPa3aesioB) MeToabl TEKYIIEro KOHTPOJIS
yCHeBaeMoCTH

IIpeamer u 3amaun kypca. CuctemMa rocyIapCTBEHHBIX H
Tema 1 MYHUIUMAJIBHBIX OpraHoB B cyObpekTax P®. AKTH | YCTHBIH onpoc, MICBMEHHBIA TECT
TOCYAAPCTBEHHBIX M MYHULIMIIAJIbHBIX OPIaHOB

HopmaTuBHO-TIpaBoBas 6a3a JOKyMEHTAIIHOHHOTO
Tema 2 oOecrieueHHs yIIPaBICHUS VYcTHBIN onpoc, MUCbMEHHBIN TECT

Tema 3 HoxymentupoBanue. Cuctema OP/JI. VYcTHBIN onpoc, MUCbMEHHBIN TECT




TpebdoBanus kK 0pOPMIICHUIO JTOKYMEHTOB.

Tema 4 YcTHBIN 0NPOC, TUCBMEHHBIN TECT
OO011re TPUHITUITEL TOKYMEHTO000pOTA.

Tema 5 VYcTHBIN OnpoC, MUCBMEHHBIN TECT
Oprasn3anus ¥ TEXHOJIOTHS pabOTH ¢ JOKyMEHTAMH.

Tema 6 VYcTHBIN Onpoc, MUCBMEHHBIN TECT
DJeKTPOHHBIE JOKYMEHTHI U 3JIEKTPOHHBIN YCTHBIH 0Npoc, TUCBMEHHBIH TECT

Tema 7 JIOKyMEHTO00O0POT. DJIEKTPOHHBIE aPXHBBHI.
DJIeKTPOHHOE NPaBUTEILCTBO PD KonrponbHas padbora

Tema 8

3aounasn ¢popma

[Ipenmer u 3amauu kypca. Cucrema rocygapCTBEHHBIX U

Tema 1 MYHUIUITAJbHBIX OpraHoB B cyObekTax P®. AKTH | MUCEMEHHBIN TECT
TOCYAApCTBEHHBIX M MyHUIIMIIAIBHBIX OPTaHOB
HopmaruBHo-TIpaBoBast 6a3a JOKyMEHTAaIIHOHHOTO IIICBMEHHBIN TECT
obecrieueHns yIpaBICHNSA
Tema 2
IIICBMEHHBIN TECT
Hoxymentuposanue. Cuctema OP/I.
Tema 3
TpebdoBanus kK 0hOPMIICHUIO JOKYMEHTOB. IIICbMEHHBIN TECT
Tewma 4
OO1yMe NPUHIMIIBI TOKYMEHT0000pOTA. MMUCBMEHHBIN TECT, YCTHBIH OIIPOC
Tema 5
Opraau3anus ¥ TEXHOJIOTHS paboThl ¢ JOKYyMEHTaMH. MMUCBMEHHBIN TECT, YCTHBIH ONpoC
Tema 6
ONEeKTPOHHBIE TOKYMEHTHI M AJIEKTPOHHBII MTUCbMEHHBIN TeCT
JIOKyMEHTO00O0pOT. DJIEKTPOHHBIC APXHBBHI.
Tema 7
DJIEKTPOHHOE MPaBUTENBLCTBO PO KontponpHas padora
Tema 8

4.1.2. TlpomexyTouyHas aTTecTalus IMPOBOAUTCS B (popMe 3ayera METOJOM YCTHOTO
omnpoca 1o Bornpocam u3 1m.4.3.

K cnmade 3adyera 1o IUCHUIUIMHE JONYCKAKOTCS CTYIEHTBHI, IOJyYUBLIME HE MeHblIE 60
Oa)utoB mpW TeKymed arrecranmuu. [Ilpy TOATOTOBKE K 3a4eTy CTYACHT BHHUMATEIBHO
IPOCMaTPUBAET BOMPOCHL, MPEIYCMOTpPEHHble B pabodell mporpaMMe U MPOJOJDKAET
3HAKOMUTBCA C PEKOMEHJIOBAHHOW JHTepaTypod. OCHOBOM JUIsl CIa4M 3a4eTa CTYIEHTOM
SBIISIETCS U3yYeHHE KOHCIIEKTOB OO30pHBIX JIEKIIMH, MPOCIYIIaHHBIX B TEUEHHE CEMecTpa,
MH(pOpPMaLIMHU MOJIyYEHHOU B pe3yJIbTaTe CaMOCTOSTEIbHOM pabOThl U MOJTYYEHHE MPAKTUYECKUX
HaBBIKOB IPU PELIECHUU 3a/1a4 B TEUEHUE CEMECTPA.

4.2. MatepuaJibl TEKyILIero KOHTPOJISA YCIIEBAeMOCTH.
Bonpocwi 0na ycmnozo onpoca

Tema 1: CucremMa rocyiapcTBeHHbIX H MYHUIIMIIAJbHBIX OPraHoB B cy0beKTax P®. AKTHI
rocy1apCcTBEHHbIX M MYHUIIUNIAJIBHBIX OPTaHOB.




Bonpocs! 1151 06CyKAeHUS:

1. Tloustue cyOnekTa PO.

2. Opranbl 3aKOHOJATENBHOM (ITPEACTABUTEHHOM ), UCIIOJIHUTEIILHON U CyJeOHOM BIACTH
cyonekTa PO.

3. Opranbl MECTHOT'O CaMOYIIPABJICHUS.

4. IlpaBoBbl€ aKTbl, IPUHUMAEMbIE OpPraHAMH 3aKOHOATEIbHOM, NCIIOJHUTEIBHOMN U
cyneOHol BiIacTu cyobekra PO

5. IlpaBoBbI€ aKTbl, IPUHUMAEMbIE OPIraHAMU MECTHOTO CaMOYIIPaBJICHUS.

Tembl pedepatoB:
1. Knaccudukaius npaBoBbIX aKTOB, IPUHIMAEMBIX OpraHaMy 3aKOHOJATEIbHOM,

WCITOJTHUTEIIbHON U Ccy/1e0HO# BiaacTH cyobekTa PD

2. Buapl npaBOBBIX aKTOB, IPUHUMAEMbIX OPraHaMH MECTHOT'O CAMOYIPABIICHHS.

Tema 2: HopmaruBHO-paBoBasi 0a3a JOKYMEHTAIlHOHHOIO0 o0ecrneYyeHust
ylnpaBJjeHHs.
Bonpocsl 115 o0cyxnenus:

1. Heo6xoammMoCTh 3aKOHOAATEIBHOTO U HOPMAaTUBHO-METOIUYECKOTO PETYIMPOBAHUS
JIOKYMEHTAIIMOHHOTO 00ECIICUEHUs YIPABIICHHUS.
2. PerynupoBanue oTHoIeHUH B cepe JokyMeHTanuu B Poccuu u 3a pyOeskom.
3. 3agauu ynpaBieHUs JOKYMEHTAIUEH.
5.HopmaTuBHO-TIpaBOBBIE AKThI, PETYIUPYIOLINE OTACIbHbIE CTOPOHBI TOKYMEHTUPOBAHUSI.
Bricmas nmpaBoBasi 3Ha4MMOCTb 3aKOHOB P®.
6. HopmatuBHO-MeTOIMueckue JoKymeHTsl 1o JI0VY.
Tembl pedepatoB:
1. PerynupoBanue oTHoleHu# B cepe fokymeHTaruu B Poccun
2. PerynupoBaHue OTHOIICHU B chepe TOKyMEHTAIUN 3a PyOeKoM.

Tema 3: [lokymentupoBanue. Cucrema OPJL.

Bonpoch 1151 00cy:KIeHUs:

1.0cobeHHOCTH MOJATOTOBKM M OGOPMIIEHHS] OpPraHM3alMOHHBIX JOKyMeHTOB. Ilomoxenue,
ycraB. CTpyKTypa M TaTHas yucieHHocTb. llltaTHoe pacniucanue. HCTpyKIMH.

2. JloroBop Kak MHOTO(QYHKIMOHAIbHBIM JOKYMEHT, PEryJupyIOIIUNA B3aUMOOTHOIIECHUS
CyOBEKTOB 3KOHOMUYECKON AESITETbHOCTH.

3. OcobGeHHOCTH MOJTOTOBKH U 0(OPMIIEHHS paCIOPSIUTENbHBIX TOKyMEHTOB. [locTaHOBIEHMS.
Pewenns. [Ipuka3sel. Pacnopsikenns. Yka3aHus.

4.1IpoTokoi, ero ocoboe MECTO B CUCTEME OpraHU3allMOHHO-PACIOPSIAUTEIHON JOKYMEHTAIUH.
5. Oco0GeHHoCTH MOATOTOBKU U 0popMIIeHUsI HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Tembl pedepaToB:

1. XapakTepucTuka J0roBopa Kak MHOTO(YHKIIMOHAIBHOTO JOKYMEHTA, PETYIUPYIOMU
B3aMMOOTHOIIEHUS CYOBEKTOB SKOHOMUYECKOI I TeTbHOCTH

2. DOtarbl 1 0COOEHHOCTH MOATOTOBKU M 0()OPMIIEHUS pacOPSIUTENbHBIX JOKYMEHTOB

Tema 4: TpeOoBaHusi K 0pOPMIICHHIO TOKYMEHTOB.
Bonpoch! 1151 06cyKIeHus

1. O6mme TpeboBanus k opopmieHuto qokymeHToB. OCT P 6.30-2003 «YHubpUIMpOBaHHAS
CUCTEMa OpPraHU3alMOHHO-PACIIOPSIUTEIBPHON JAOKYMEHTAIMK. TpeOoBaHUsS K O(OPMIICHHUIO
JIOKYMEHTOBY.

2.06ecrieueHre OpUANYECKON cuibl gokymMeHTa. Co3gaHue YCIOBHH 1T ONEPaTUBHOTO
WCTIOJTHEHUS IOKYMEHTA.

3. BO3MOXHOCTh OINEpaTUBHOTO MOWCKA JOKYMEHTa. Vcronp30BaHUE CPEICTB OPTTEXHUKHU IS
co3zanus 1 00pabOTKU JOKYMEHTOB.



4. ®opmarel Oymaru u moist. braHku JOKYMEHTOB: OOmMid OJiaHK, OJIaHK MHUChbMa, OJNAHKU
KOHKPETHBIX BHJIOB JOKYMEHTOB, OJIaHK JOJKHOCTHOTO JIMia. [ epOoBbIi OJlaHK.
5. ®@opmynsp-obpazen. IlpaBuna odopMiIeHHS PEKBU3UTOB YIPABICHYCCKHX JTOKYMEHTOB B
cootBercTBuu ¢ ['OCT P 6.30-2003.
6. OcHOBHBIE TPeOOBaHUSA K TEKCTY YIPABICHUECKUX JOKYMEHTOB.
Tembl pedepatoB:
1. O6s3aTenbHbIE YCIOBUS ISl OEPATUBHOIO UCIIOJIHEHUS IOKyMEHTa
2. IIpaBuiia opopmiieHHs yIpaBICHYECKUX JOKYMEHTOB
Tema 5: O01mMe NPUHUMIIBI JOKYMEHTO000pPOTA.
Bonpocsl 1ist 00cyxaeHus:
1.Ilonarue nokymeHToo60opora. OOuire TpeboBaHus K OpraHu3aiy J0KyMEHTO000pOoTa.
2.Ilpuem u nepBuuHasi 06paboTKa TOKyMeHTOB. [IpenBapuTenbHOe pacCMOTPEHHE JOKYMEHTOB.
3. Peructpanus nokymenTos. [lepenaya qOKyMEHTOB Ha UCIIOJIHEHUE.
4. KoHTpOJb HCIIOTHEHUS JOKYMEHTOB.
5. O6paboTka 1 OTIpaBKa UCXOIAIINX JOKYMEHTOB.
6. IlpuMeHeHWEe KOMIBIOTEPHBIX TEXHOJOTMHA TMPH OpraHU3alMd  JTOKYMEHTOOOOpOTa
YUPEXKICHUS, TPEAIPUATHUS.
Tembl pedepatoB:
1. OcoOeHHOCTH KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB
2. TpeboBanwust kK 00pabOTKe U OTIPABKE UCXOASIINX JOKYMEHTOB

Tema 6: Opranusanms ¥ TeXHOJIOTUsl padoThI ¢ JOKYMEHTAMM.
Bonpocs! piis1 00cyxaenus:
1.CoBOKYMHOCTh HH(OPMAIMOHHO-IOKYMEHTAIIMOHHBIX pecypcoB opranuzanuu CrpaBodHbIE
KapTOTeKH. TpaTuIIMOHHbBIC U aBTOMATH3UPOBAHHBIC (DOPMBI BEJICHHUS CITPABOYHBIX KAPTOTEK.
2. Homenknarypa nen: BHIIbI, IpaBUiia COCTaBIEHUS U oopmiieHUsl. 3HAUeHHEe HOMEHKIATYpPhI
Jen Uil OpraHu3alud  JOKyMEHTHUpoBaHHs. HopMmaTHBHO-METOAMYECKHE JTOKYMEHTHI IIO
COCTaBJICHUIO HOMEHKJIATYp JEl.
3. ®opmupoBanue, odopMIeHUE, CUCTEMaTH3alMs W XpaHEHHE Jel B  TEKYIIeM
JIeJI0NPOU3BO/ICTBE.
4. Tlepenaya nen B apXuUB OpraHU3alMU. JKCIEPTU3a IIEHHOCTH IOKYMEHTOB B BEJOMCTBEHHOM
apXHuBe.
5. CocraBieHne CBOJHBIX omucer nen. IloaroroBka [IOKYMEHTOB K mepenade Ha
roCyJapCTBEHHOE XpaHEHHE.
Tembl pedepatoB:
1. O6paboTka aen Uit MOCIeAYIONIEero XpaHeHus Ie7 B apXUBE OPraHU3allu.
2. DKcrepTr3a eHHOCTH JOKYMEHTOB B JCJIOMTPOU3BOJICTBE OpTraHU3AIIH.

Tema 7: DJIEKTPOHHBIE [JOKYMEHTbl M JJIEKTPOHHBIH [OKYMEHTO000pPOT: NOHATHE H
HOPMAaTHBHO-TIPaBoOBas 0a3a
Bonpocs! pos obcyxneHns:
1. TloHsATHE 31EKTPOHHOTO JOKYMEHTA.
2. ®enepanbHbii 3ak0H 0T 06.04.2011 Ne 63-D3 «O0 371eKTPOHHOM TTOATTMCHY. BHTBI
AIIEKTPOHHBIX MOAMUCEN. Y IOCTOBEPSIOUINE LIEHTPHI.
3. TloHsATHE 3JIEKTPOHHOTO JJOKYMEHTOO00POTA.
4. CO/I B rocymapcTBeHHBIX opranax. HopmatuBHO-ipaBoBbie akThl 0 CO/I.
5. TpeboBanus k CO/.
Tembl pedepaToB:
1. BHenpeHue TEXHOJIOTHH 3JIEKTPOHHOIO TOKYyMEHTO000pOTa KaK IepBOOYepeIHAs
3a/1a4a COBEPILEHCTBOBAHUS IE€ATEIbHOCTH TOCYJaPCTBEHHBIX OPraHOB.
2. Opranu3zarus 3JIEKTPOHHOTO JOKYMEHTO000pOTa



Tema 8: JJ1eKTPOHHOE IPABUTEJIbCTBO PO
Bonpocs! nos1 o0cyxneHns:
1. TloHsATHE 371EKTPOHHOrO IPABUTEIILCTBA.
2. HopmatuBHO-TIpaBOBBIE aKThI AJIEKTPOHHOTO IpaBUTENLCTBA B Poccuu.
3. ®yHKUMHU U 3a/1a44 3JIEKTPOHHOIO IIpaBUTENbCTBA B Poccuu.
4. EnuHbIi nopran rocyAapcTBEHHBIX U MYHUIIUIAIBHBIX YCIYT.

TemaTH4ecKHe TeCThbI

Tema 1: Cuctema rocy1apcTBeHHbIX M MYHHIIMNIAJIbHBIX OPraHoOB B cyObekTax P®. AKTbI

rocyjapCcrB€eHHbIX U MYHUIIUIIAJIBbHBIX OPraHoB.

1. Cxonbko aemyraTtoB Bonrorpasckoii oomactHor Jlymbel paboTaeT Ha MOCTOSSHHOW OCHOBE:

a) 25
0) 34
B) 30
r) 38

2. Kro sBisieTcss BBICUIMM JOJKHOCTHBIM JIMIIOM Bosrorpazickoit obisactu (B COOTBETCTBUU C

YcraBoMm obsact)?
a) npencenatens Bonrorpaackoit obmactHoi J{ymbl
0) riaBa agMuHUCTpauu Bosrorpaackoit odaactu
B) ynosiHomoueHHbl [Ipesunenra PO no Bonrorpaackoit obnacrtu
r) ry6epnarop Bonrorpajackoii obnactu
3. CkKoJIIBKO OpraHoB MECTHOTO  CaMOYIpPAaBJIEHUS  MYHHIMIAIbHBIX
Bonarorpasnckoii oomactu?
a) 42
0) 36
B) 38
r) 39

4. CKOJbKO MYHUIIUTIATIBHBIX paiioHOB B Bonrorpaackoit obnactu?
a) 38
0) 32
B) 29
r) 6
5. Kakue akTbl He IPUHUMAET BbICIIEE JOKHOCTHOE JIMIIO cyObekTa PD?
a) pacropsKeHus
0) yKkassl
B) OIIpENEIECHUS
T') IOCTaHOBJICHUS
Tema 2: HopmaruBHO-mpaBoBass 0a3a JOKYMEHTAallHOHHOIO
ynpasJieHHsl.
1. Kakoe onpenejieHHe cOOTBETCTBYET TEPMHHY «10KYMEHTHPOBAHUE»:
a) cocTapiieHne U 0OpPMIICHUE TOKYMEHTOB
0) opranusaius paboThl ¢ JOKYMEHTaMH
B) o0ecrieueHre ABMKEeHNS JOKYMEHTOB B OpraHu3alun
2. K ¢pyukuusam s106oro nokymenta HE orHocures:
a) KOMMYHHKaTUBHAas
0) mpaBoBast
B) MHIUBUAYAIU3UPYIOIIas
2.B COOTBeTCTBMM € KaKMM 3aKOHOM oIpedeisieTcsi NMOPSAI0K A0CTyna
AOKyMeHTam?

o0Opa3zoBaHMit

o0ecreyeHus

K CeKPeTHbIM



a) «O rocyaapcTBEHHOU TalHE;
0) «O KoMMepYeCKOl TaitHE Y,
B) «O nepcoHaIbHBIX JaHHBIX.
3.Kak 0b1 Bbl onipeesinim 3J1eKTPOHHOE MPABUTEIbCTBO? ITO:
a) aHaJor TPAJAULIMOHHOTO IPAaBUTENIbCTBA;
0) crmoco0 B3anMOJICHCTBUS TOCYIapCTBA U TPaXKIaH;
B) HH(OpMaTH3aIMA ACITEIbHOCTHA TOCYAAPCTBEHHBIX OPTaHOB;
I) yMEHHE YMHOBHHKOB I0JIb30BAThCsl MH()OPMALIMOHHO-KOMMYHHKAIMOHHBIMU
TEXHOJIOTUSIMHU.
4. IlpenocraBjieHue B JIeKTPOHHOI opMe MpaBUTEILCTBEHHONH NHpOPMAaLMU, IPOrPaMM,
cTpaTeruii M ycJayr — 3To (Bbi0epuTe Bce BAPUAHTHI):
a) JIEKTPOHHBIE YCIYTH;
0) PJIEKTPOHHOE YIIPABJICHUE;
B) DJIEKTPOHHAs J€MOKpAaTHSI;
T') 2JIEKTPOHHAs! KOMMEPILHSI.
5. Kak Ha3bIBaeTcsl roCyJapcTBeHHasi mporpamMma, npunsatas B 2010 r. m HanpaBJieHHast
Ha pa3BuTue HHpopmaTuzauuu B PP:
a) «Madpopmanmonnas Poccusi»;
0) «OnexktponHnas Poccusy;
B) «MHpopMaIimoHHOE 00111eCTBOY
) «IEKTPOHHOE MTPABUTEIBCTBO

Tema 3: JlokymenTupoBanmne. Cucrema OP/I.
1.Kakoe noHsTHe 31eKTPOHHOTO JOKYMEHTA 3aKpPEIIEHO POCCUHCKUM 3aKOHOAATEIbCTBOM:
a) 9TO JOKYMEHT, CO3/IaHHBIN U BOCITPOU3BOAUMBIN ¢ TTOMOIIbI0 DBM;
0) 5TO JOKYMEHT Ha MAallMHOYMTAEMOM HOCHUTENE, AJIS UCIOJIb30BaHUs KOTOPOTO
HEOOXO/IMMBI CPEACTBA BEIYMCIUTEILHON TEXHHUKH,
B) 9TO JJOKYMEHTUPOBaHHAas WH(OpMaIKs, IpeICTaBIEeHHAas B JIEKTPOHHOM BUJIE;
I) DOTO DJEKTPOHHbIE JaHHbIE, COJEp)Kallhe aTpuOyThl W  PEKBU3HTHI,
MO3BOJISAIOIINE X UIEHTU(DUIPOBATD.
2. Kakoro Bu1a 3JIEKTPOHHOM MOJMKMCH HET B 3aKOHO/ATEIbCTBE:
a) mpocTas;
0) croXxHas;
B) YCHJICHHAS;
T') yCUJIEHHAs! HeKBaIU(UIIMPOBaHHAS!.
3. JI71st KakuX JTOKYMEHTOB He JOMyCKaeTCsl IPUMEHEHHUE MTPOCTOM 3JIEKTPOHHOM MOIMUCH:
a) KOH(UICHITUATIbHBIX;
0) CEeKpeTHBIX;
B) C IOMETKOM «JIMYHOY;
T') PaCOPSAUTENbHBIX.
4. Kakyro (yHKIIMIO He BBIMOJIHSIOT YOCTOBEPSIIOIINE LIEHTPHI:
a) CO3/1al0T KJII0YHU MOIUCH;
0) BBIJIAIOT KJIFOYH TTOJIITUCH;
B) XpaHAT CepTU(PUKATHI TPOBEPKH KIIFOYA MTOJITUCH;
T') OIPEIEINAIOT MOPSII0K UCTIOIB30BAaHUS JIEKTPOHHBIX MOANKCEN B OPraHU3allUH.
5. Kakoe ompeneneHne 3IEKTPOHHOTO JOKYMEHTO0OOpoTa cooTBeTcTByeT «lIpaBuiam
OpraHMU3aIiH JIeJI0NPOU3BO/ICTBA B (peIepalIbHBIX OpraHaxX UCHOJHUTEIbHOM BIACTH»?
a) TOKYMEHTOO0OPOT C MPUMEHEHHEM HH(POPMALIMOHHON CUCTEMBI;
0) IBIKEHHE JICKTPOHHBIX JOKYMEHTOB;
B) MH(OPMAIIMOHHBIN OOMEH JaHHBIMU M METa/IaHHBIMU;



I') Opranu3amnus paboTsl C NEKTPOHHBIMU JTIOKYMEHTAMH.

Tema 4: TpeOGoBaHusi K 0(p)OPMIICHHIO IOKYMEHTOB.
1.Kak pacmmmdpossiBaetcss M3 J10:
a) MEXBEJJOMCTBEHHOE JICKTPOHHOE JOKYMEHTAIMOHHOE 00ECIICUeHHE;
0) MeXIyHapOAHOE 3JIEKTPOHHOE IOKYMEHTALMOHHOE 00eCIIeUeHHUE;
B) MEXBEIOMCTBEHHBIN AJIEKTPOHHBIN TOKyMEHTOO00O0POT;
') MEXTYHAPOIHBIN 3JIEKTPOHHBIN TOKYMEHTHBIN OOMEH.

1. B xaxom roay npunsto Ilomoxenune o MDJ10?
a) B 2009
6)B 2014
B) B 2011
r)B2016T.
3. I'naBuas 3amaya MO J10:
a) YCOBEpIICHCTBOBAHUE JAEIOMPOU3BOACTBA OpraHU3alluii-y4aCTHUKOB
0) opranuzanus B3aumozaecTeuss COJl yuacTHUKOB
B) YCKOpPEHHE HCIIOIHEHUS TOPYYCHH MPaBUTENbCTBA (peiepaTbHBIMU OpraHaMu
I') IOBBILLIEHUE KAUeCTBA OKa3aHUs yCIyT HACEJIECHUIO
4. Kt0 He sBisieTcs 00A3aTEJIBHBIM yyacTHUKOM MOJ10?
a) Anmunuctpanus [Ipesunenra
0) penepanbHbIC OPraHbl UCIIOTHUTEIIBHON BIIACTH
B) OpraHsbl BJIacTU CyObeKTOB PO
') TeppUTOopUaIbHble OpraHbl (eaepaabHbIX OPraHOB HCIIOJHUTENBHON BJIACTH B
cyonekTax PO.
5. Kak pacmudpossiBaercs CMOB?
a) cucremMa Mep 3JIEKTPOHHOTO B3aUMOJEHCTBUS;
0) cucTemMa MyHUITUTIAIBHOM 3JIEKTPOHHOM BIACTH;
B) CHCTEMa MEXXBEJIOMCTBEHHOT'0 3JIEKTPOHHOTO B3aUMOJICHCTBUS;
') CUCTEMAa MEXTOCYIapPCTBEHHOT'O AJIEKTPOHHOTO B3aUMOACHCTBUS

Tema 5: O0mMe NPUHIMIBI JOKYMEHT0000pOTA.

1.Kakoii (akTop sIBISETCS HECYNIECTBEHHBIM IS BHEPEHUS AIIEKTPOHHOTO JOKYMEHTO000pOTa
B TOCYZapCTBEHHOM ammapare:

a) pocT o0beMa JOKyMEHTOO00POTa;

0) HeIOCTaTOYHOE OBJIAJIEHUE TOCYJapCTBEHHBIMH CIIY)KalllUMU HaBbIKAMH
paboter B CO/I;

B) HEOOXOAMMOCTh COOJIOACHUS BBICOKOH CTemnmeHu HHGPOPMAIMOHHON
0€30I1aCHOCTH;

I') HE00XOIMMOCTh COBMEILIEHHs! pa3HOpOoHbIX CO/I.
2. Kak Ha3zwiBaeTcs QenepanbHas meieBas Mporpamma, Kacaroulascs BHEIPEHUS AIIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa B OpraHax BJIACTU U YIPaBJICHUA?

a) «Mupopmarmonnas Poccus»

0) «DNEeKTPOHHOE TPABUTEIIHCTBOY

B) «QnekTpoHHas Poccusi»

r) « IHpOopManmoHHOE 00I1IECTBOY
3. Kakoe monoxeHHe HE COOTBETCTBYeT 4 MOJeNsAM peleHus 3afad HWH(POPMAIMOHHOTO
oOecrnieyeHus OpraHoB (peiepabHOTr0 YPOBHS (IPUMEHUTEIBHO K JOKYMEHTOO0OPOTY):

a) peuieHue 3a7ad  JOKYMEHTOOOOpOTa M OpraHU3allH  yIPaBIECHUYECKOTO

B3aUMOJICHCTBHS B PAMKAX OJHOI'0 OpraHa UCIOJIHUTEIBHON BIACTH;
0) B cucTeMe «OpraH MCIOJHUTEIBHON BIACTH U TIOAYMHEHHBIE CTPYKTYPBI»;



B) B CUCTEME «OpraH UCTIIOJIHUTEIBHOM BJIACTH — HACEJICHHUE M MaJIbIii OU3HECY;

') B MEXTOCYJIapPCTBEHHON CHUCTEME BBICIIUX OPTaHOB HCIIOIHUTEIBHON BIACTH.
4. Korga m0DKeH 3aBEPIIUTHCA MEPEX0] K AJIEKTPOHHOMY JOKYMEHTOOOOPOTY B rocamrmapare
(cormacuo nmoctanoByenuto [IpaBurensctBa PO Ne 890 ot 06.09.2012):

a) k 2020 r.

6)B2030T.

B) B 2017 .

r') B 0003pUMOM OYIyIIeM.
5. 13 geThIpex MOJ0KEHUH BBIOEpUTE TO, KOTOPOE HE COOTBETCTBYET JICHCTBUTEIBHOCTH (3a1a4a
HE pelleHa B HaCTOsIIIee BPeMsl):

a) B OpraHax TOCYJapCTBEHHOW BiacTH (OPMHUPYETCS COBpEMEHHAS
MH(}OPMaLMOHHO-TEXHOJIOTUYeCKass HHPPACTPYKTYpa;

06) B rocammapare OCYIIECTBIIETCS  MEXKBEIOMCTBEHHOE  DJICKTPOHHOE
B3aMMO/ICIICTBUE;

B) BHeIpeHHE WH(POPMALMOHHBIX TEXHOJOTHH TMPHUBEIO K 3HAYUTEIHHOMY
YIYYIIEHUIO KauyecTBa paboThl TOCYAapCTBEHHOTO arapara;

T') TOCYJapCTBEHHbIE U MYHHIIUIIATbHBIE OPTaHbl CO3aJN CBOM CANTHI.

Tema 6: Opranu3zanys ¥ TEXHOJIOTHs padoThl C JOKYMEHTaMHU.

1. Jnd KakuxX KaTeropuil JOKYMEHTOB HE II€JIeCO00pa3HO HCIHOIB30BaTh AJIEKTPOHHBIN
JIOKyMEHTOOOOpOT BHYTPU OpraHU3aluu?

a) pacHopsSAUTENbHBIX

0) BXOJSIIITUX U3 BBIIMIECTOSAIIUX OPTaHOB

B) BHYTPEHHEH MEPENUCKU MEXKIY CTPYKTYPHBIMU MOpa3AeICHUSIMU

T) 7151 Bcex 0€3 UCKITIOUECHHS
2. MoxeT nU OpraHM3alus B HACTOSIIEE BpPEMsS IOJHOCTBIO MEPEHTH K HIEKTPOHHOMY
JTIOKYMEHTOO000pOTY (6e30yMakHOMY):

a) HeT

0) na

B) cMokeT Kk 2017 T.

T) Bcera O0yeT COXpaHAThCs AIEKTPOHHO-OYMaKHBIN JOKYMEHTOOOOPOT.
3. Kakume TtexHomoruu paboThl C BXOJAIIMMHU JIOKYMEHTAMU pEIKO IPHUMEHSIOTCS B
COBPEMEHHBIX OpraHu3anusIx (Bcex popmM cOOCTBEHHOCTH):

a) mapajuienabHas paboTa ¢ OyMaXKHBIMH JOKYMEHTaMH U HX BJIEKTPOHHBIMU
KOTTHSIMHU;

0) paboTa TOJIBKO C ANIEKTPOHHBIMU TOKYMEHTAMH;

B) MIPEUMYIIECTBEHHAs! paboTa C AIIEKTPOHHBIMHU JOKYMEHTAaMH, IPU COXPaHEHU U
MOJ/UTMHHUKA BXOJSIIETO JOKYMEHTa Ha OYMakHOM HOCHTEIIE;

r) paboTa TOJIBKO ¢ OyMaXXHBIMU JOKYMEHTaMH.
4. Kakolt KOMITJIEKC JOKYMEHTOB He OTHOCUTCS K BHEIIIHEMY JJOKYMEHTOOOOPOTY OpTraHU3aI1H:

a) MPHUKa3bl M PACTIOPSHKEHHS BBIMIECTOSIIET0 OpraHa;

0) mpuKa3bl U PacIoOpsKEHUsT PYKOBOAUTEIS OpPraHU3aLUY;

B) OTUETHAsI JOKYMEHTALUS;

I) ciayeOHasl Iepenucka.
5. C KakuMHM OpraHu3alMsMHd  LEeI1eco00pa3HO MNPUMEHATh BHEIIHUN  AJIEKTPOHHBIN
JIOKYMEHTOO00O0pOT:

a) C KOTOPBIMU y PYKOBOJICTBA XOPOIINE OTHOILICHHUS;

0) ¢ KOTOpPBIMH HWMEETCS PETYJSIpHBIA W OONbIION TO 00beMy OyMasKHBIN
JIOKYMEHTO000POT;

B) KOTOPbIE IPEBOCXOAT B TEXHOJIOTUYECKOM CMBICIIE;

I') KOTOpbIe puAepkuBaroTcs crangapros J10OY.



Tema 7: DeKTpPOHHBIE JOKYMEHTHI U 3JIeKTPOHHBIA JOKYMEHTO000POT.
1.B xakom rogy B opraHax MCHOJHUTENbHOU BiacTu Bonirorpaackoi obmactu Obuta BHeApeHa
ACO/:

a)B 2003 T.

06)B2014 .

B) B 2009 .

I) 10 CUX IOp HE BHEAPEHA.
2. B xakom Tromy mpuHATO TmocTaHoBieHwe "OO  yrBepkaeHunm IlomokeHus o
MEXBEJIOMCTBEHHOM  JJICKTPOHHOM  (0e30yMa)KHOM)  JIOKYMEHTOOOOpOTE B  OpraHax
WCITOJTHUTENIbHOW BilacTu Bonrorpaackoi obmactu"?

a)B 2003 1.

6)B2013T.

B) B 2009 .

T') IOATOTOBJIEHO, HO HE MPUHATO
3. KakoBa noms1 351eKTpoHHOTO (0€30yMaskHOTO0) TOKYMEHTOO00pOTa B OpraHax MCIIOJHUTEITBHON
Bractu Bomarorpazackoii obmactu B o0meM oobeMe J0KyMEHTO000poTa Mo cocTtosiHuio Ha 2016
r.?

a) 100%

6) 50%

B) 15%

) 35%
4. Jlns kakux 10KyMeHTOB npeaHazHauyeHa ACOKMU:

a) JUIsl CEKPETHBIX

0) s KOH(UIEHIMANBHBIX U 00pallieHU TpakJaH

B) 17151 KOHUACHIIUATHHBIX

T) 7151 BCEX

5. B xakoM rojy B opraHax HCHOJHHUTEIbHOW BiacTu Bonirorpaackoi o0nactu Oblia BHeIpeHa
ACOKHN?

a)B 2003 .

06)B2015T.

B) B 2009 .

I') TOTOBUTCS K BHeapeHuto B 2017 T.

Tema 8: DJIeKTPOHHOE IPABUTEILCTBO PD
1.TIoHATHE «3IIEKTPOHHOE IPABUTENBCTBOY MOSBUJIOCH B MUPOBOM IPAKTHKE:

a) B koH1ie 1980-x rr. B CIIIA;

6) B HauaneXXI| B. B EBponeiickom Coro3e;

B) B 2005 . B PO

') BO BTOpoii nonoBruHe XX B. B AnoHun
2. Kak Ha3pIBanachk (enepanbHas 1eneBas nporpamma, nputsras B 2002 r. ¥ HanpaBieHHas Ha
pasButue nHpopmaruzanuu B PD:

a) «MupopmarmonHas Poccusy;

0) «OnexktponHnas Poccusy;

B) «H]pOopManmoHHoe 00I11eCTBOY»

I) «DIEeKTPOHHOE MPaBUTEIBCTBOY
3. @YHKIMOHAJIBHO JEATENBHOCTh JJIEKTPOHHOI'O IPABUTEILCTBA MOYKHO Ppa3JeiUTh HAa TPHU
cocTaBJsitonue (BpIOepUTE BCe BApUAHTHI):

a) rOCyAapCcTBO JUIsl TOCYapCTBa;



0) 6uU3HEC A TOCYIapCTBa;

B) TOCYAapCTBO JyIsl OU3HECa;

I') YUHOBHMKHU JIJIs1 HAPOJIA;

1) TOCYIapCTBO ISl TPpaXKIaH
4. Crparerust pazputusi HHQOpMaIOHHOTO oO1IecTBa B Poccuiickoit Meneparuu, yTBepkIecHa
[Ipesunentom Poccuiickoit deneparuu:

a)B2010r.;

6)B2011Tr,;

B) B 2008 .

r) B 2006 T.
5. KTo MOXeT BOCIIOIB30BAThCS €IUHBIM ITOPTATIOM FOCYAaPCTBEHHBIX M MYHUITUTIAIBHBIX YCIIYT
www.gosuslugi.ru:

a) TOJBKO (PU3MUECKUE JIUIIA;

0) TONBKO IOPUIUIYCCKUE JTUIIA;

B) TOJIbKO rpakaane Poccuu;

') POCCUICKHE U MHOCTPAHHBIE TPaKJaHe U OpraHU3aIuH.

OneHka TeMaTHYeCKHX TECTOB

KosnyecTBO npaBUJIbHBIX OTBETOB IIpoueHTHI
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CPE3OBBIE TECTbI
1-p1ii cpe3 (MpoBOAMTCA MO MCTeUeHHE 5 YUeOHBIX He/leJIb)

1. Kak 651 Bl onpeniennim 31eKTpoHHOE MPaBUTENLCTBO? DTO:

a) aHaJIor TPAJAUIIMOHHOTO NPAaBUTENbCTBA;

0) coco6 B3aMMOAEHUCTBUS rOCY1apCcTBa M IPaX/iaH;

B) MH(pOpMaTH3aLUs ACSITEIbHOCTH TOCYJapCTBEHHBIX OPraHOB;

I') YyMEHHE YMHOBHHUKOB I0JIb30BaThCcd HMH(POPMALMOHHO-KOMMYHUKALMOHHBIMU

TEXHOJIOTHUSIMHU.

2. Yto siBsieTcs MpaBoBOi 0a30i 371€KTPOHHOTO MpaBUTENbCTBA PD:

a) POCCHICKOE 3aKOHO/ATENIbCTBO;

0) MEeXIyHApOJIHOE 3aKOHOIATENLCTBO;

B) aJMUHUCTPATHUBHBIE pPErjJaMeHThl OpPraHoB TIOCYIapCTBEHHON BIAacTH U

yIpaBJICHUS;

r) henepanphblii 3akoH «O [IpaBuTtenscTBe PDOy.
3. Kakue nenonpon3BoACTBEHHBIE ONEpaliy 10JDkHA nogaepxusarb CO/1:

a) UH(POPMALIMOHHO-CITPABOYHYIO paboTy ¢ JOKYMEHTaMU;

0) OTIpaBKy — MOJy4YEeHHE TOKYMEHTOB;

B) BCE OCHOBHBIE OTE€paIlii;

I') PErUCTPALIMIO U KOHTPOJIb UCTIOJTHEHUS IOKYMEHTOB.
4. B kakoMm rony 6butn yTBepkaeHb! «lIpaBmiia oOMeHa TOKyMEHTaMHU B 3JIEKTPOHHOM BUJE MpU
OpraHu3aly HHHOPMAIIMOHHOTO B3aUMOACHCTBUSI»?

a) B 2009;

6) B 2014;

B) B 2016;



http://www.gosuslugi.ru/

r)B 2013 r.
5. I'maBHas 3agaua CMOB:
a) noBbIlIeHue 3 (HEKTUBHOCTH YIPaBICHUS
0) opranm3anus B3aumoaeicTeus COJl ¢peaepanbHBIX OPTaHOB
B) OKa3aHUE roCyIapCTBEHHBIX U MYHHUIIMIIATIBHBIX YCIYT B 3JIEKTPOHHOHN opme
I') YCKOpEHHE M YMEHbBIIICHHE 00heMa JOKYMEHTO000poTa
6. KTo Mmoxer 0b1Th yuacTHHKOM CMDOB?
a) TOJIbKO (penepanbHble OpraHbl UCIIOTHUTENBHOM BIIaCTH
0) TOJILKO OpraHbl BIacTU CyObekTOoB PD
B) TOCYJapCTBEHHbIE U MyHUIIUIIAJIbHBIE OpraHU3aI[u1
r) JIt00bIe OpraHu3alNU
7. Texnonorus paboThl ¢ OOpaLICHUSIMU TPakKJaH B JIEKTPOHHOM opMe He BKIIIOYAeT:
a) COCTaBJICHUE TPAKAAHUHOM DJIEKTPOHHOT'O COOOIICHHUS
0) perucTpanms JISKTPOHHOTO COOOIICHUS
B) COOJIIOIEHNE CPOKOB UCIIOIHEHUS 3a1poca
I) JUYHBIA BU3WUT TPaXJIaHWHA B TOCYJAPCTBEHHBIA OpraH sl TMOJTY4YCHHUS
NOJIJIMHHUKA JIOKYMEHTA.
8. Kto moxer 6biTh yuacTHKOM ACOKMU (BpIOEpUTE HanbOIee MPaBUIBHOE YTBEPKICHHE):
a) oprassl rocy/1apCTBEHHON BIacTH
0) opranbl MECTHOT'O CaMOYIIPaBIICHUS
B) OpraHbl TOCYJapCTBEHHOM BJIACTH U  MECTHOTO  CaMOYIIpaBJICHHUS
Bonrorpanckoit o6nactu
I') Bce opranu3anuu Boarorpaackoil obnactu
9. Kto sBnsercs onepatopom ACOKU:
a) Komurer uHpOpMAIIMOHHBIX TEXHOJOTUNA AJMHUHHUCTpauuu Bonrorpanackoi
o0nactu
0) Llentp nndopmanmoHHbIX TeXHOJIOTHUI Bonrorpaackoit obmactu
B) LlenTp noxymeHTanuu HoBelei nctopun Bonrorpaackoit obnactu
r) AnmuHucTpauus Bonrorpaackoit odnactu
10. B coctaB apxuBHOTO (JOH]Aa OPTAaHU3AIUN BKIIFOUYAIOT JIEKTPOHHBIE IOKYMEHTHI:
a) MOCTOSIHHOTO XPaHEeHMUS,
0) IOCTOSIHHOTO U 10JITOBpeMeHHOoro (cBbime 10 jeT) XxpaHeHus;
B) BPEMEHHOI'O XpaHEHUS
T') BCE JOKYMEHTBI

2-# cpe3 (MpoBoaUTCS MO McTeyeHUe 14 yueOHBIX Heelb)
1. Ckonbko nenyraToB B Bonrorpanckoit oonacthoit lyme?
a) 5l
0) 49
B) 38
r) 45
2. IlpenoctaBieHue B 3JIEKTPOHHON ¢opMe NpaBUTEIbCTBEHHOW HH(OpMAaLUU, MPOrpam,
CTpaTeruil u yciayr — 31o (BeIOepuTe BCe BapUAHTHI):
a) 2JIEKTPOHHBIE YCIYTH;
0) DJIEKTPOHHOE YIPABJICHHUE;
B) DJIEKTPOHHAs J€MOKpaTHs;
T') BJIEKTPOHHAsI KOMMEPIHSI.

3. Ko sBnsiercsa opranuzatopom MOJ10?
a) ©Cb
6) ®CO



B) Munkomcasizu PO

r) [IpaButenscTBo PO
4. Kto siBnsiercs opranuzaropom CMOB?

a) ®Cb

0) ©CO

B) MunkomcBsizu PO

r) [IpaButensctBo PO
5. B kakom ronxy npunsAT ¢eaepanbubiii 3ak0H Ne 201-03 «O0 opraHu3anuu NperocTaBICHUS
TrOCY/IapCTBEHHBIX M MYHUITUTAIBHBIX YCITYT»?

a) B 2009

0)B 2014

B) B 2010

r)B2016r.
6. Texnonorus paboThl ¢ OOpaLICHUSIMU TPaKJaH B JIEKTPOHHON opMe He BKITIOYAEeT:

a) COCTaBJICHHE I'PAXTaHUHOM 3JIEKTPOHHOTO COOOIIECHUS

0) perucTpanms JIEKTPOHHOTO COOOIICHUS

B) COOJIIOIEHNE CPOKOB UCIIOIHEHUS 3a1poca

I) JUYHBIA BU3WUT TPaXIaHWHA B TOCYIApPCTBEHHBIA OpraH Jjs MOJy4eHUs
NOJJIMHHUKA JIOKYMEHTA.

7. Kro sBnsiercs onepatopom ACOKU:

a) Komurer nHpOpMaAMOHHBIX TeXHONOTWH AIMUHUCTpauuu Bonrorpaackoi
obnactu

0) LleaTp nHpopManMOHHBIX TeXHOJOTHUH Bosarorpaackoii oomactu

B) LleHTp noxymeHTanuu HoBelel nctopun Bonrorpaackoit obiactu

r) Aamunuctpanus Bonrorpaackoit o6nactu
8. Kto B Bonrorpasckoii o6actu B HacTosee BpeMs sBisiercst yuactaukom M3J1O:

a) O6nactHas yma

0) AnmunaHCTpanus Bonrorpaackoit odmactu

B) anmapat ['y6epnaTtopa Bosrorpasackoit ob6nactu

r) Bee opransl 3akoHOAATENBHON U UCTIONHUTENFHON BIIACTH 00JIaCTH
9. KakoB ypoBenb BHenapeHuss COJl B opraHax MECTHOrO caMoympaBieHus Boirorpaackoit
oOnactu:

a) OUYeHb BBICOKHMH

0) BBICOKHUIA

B) HU3KUU

T') HyJIEBOI
10. Yrto mnpexnae Bcero HEOOXOAMMO Ui PA3BUTUS 3JEKTPOHHOIO JIOKyMEHTO0OOpoTa B
MyHULUIIATUTETaxX ?

a) TOTOBHOCTh MYHUITUTIAJIBHBIX CITY>KAIHX

0) HaTMYue TEXHHYECKUX BO3MOXKHOCTEH

B) BOJIsSI r'yOepHaTOpa

T') )KeJIaHWEe PYKOBOIMTENIEH OPraHOB MYHHIIUTIAIIEHOTO CaMOYIIPABICHUS

OueHka cpe30BbIX TECTOB

KonnyecTBo NpaBHIbHBIX OTBETOB IIpoueHTHI
10 100

9 90

8 80

7 70
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UTOT'OBbIN TECT no aucuumninne
1. Kakue akThl He MPUHUMAET BBICIIEE JTOJDKHOCTHOE JIUIIO CyOBhekTa PD?
a) pacrnopsHKEHUs
0) ykassl
B) OIpeAEICHUS
T') IOCTAaHOBJICHUS
2. Crparerus pa3Butus nHopMmanuoHHOro obmiectBa B Poccuiickoit denepainu, yrBepkIecHa
[Ipe3uaentom Poccuiickoin Oenepanuu:
a)B2010r,;
6)B2011r,;
B) B 2008 .
r) B 2006 T.
3. Kak Ob1 Bol onpeenuim 31eKTpOHHOE TPABUTEILCTBO? DTO:
a) aHaJor TPAAUIIMOHHOTO MPAaBUTENIbCTBA;
0) cioco0 B3aMMOZEHWCTBUS TOCYIapCTBA U TPAXKIAH;
B) HH(pOpMaTH3aIUs AESITEIbHOCTH TOCYJapCTBEHHBIX OPTraHOB;
I) YMEHHE YHWHOBHUKOB IOJB30BAThCS HH(GOPMAIIMOHHO-KOMMYHUKAITMOHHBIMHU
TEXHOJIOTHSIMU.
4. Yto siBisieTcst IpaBOBOM 0a30if SJIEKTPOHHOTO MpaBUTENbCTBa PD:
a) pOoCcCUCKOE 3aKOHOIaTeIbCTBO;
0) MeX1yHapOAHOE 3aKOHO/1aTENIbCTBO;
B) AaJMUHUCTPATUBHBIE PErJaMeHThl OPraHoB TOCYIapCTBEHHOW BIACTH U
YIIPaBJICHHUS;
r) ¢penepanbHbiil 3aK0H «O [IpaBurensctee PDy.
5. Kakoe noHsTHE 3JEKTPOHHOTO JOKYMEHTA 3aKPEIIEHO POCCUUCKAM 3aKOHOIATEIIbCTBOM:
a) 9TO TOKYMEHT, CO3/IaHHbII U BOCIIPOM3BOAMMBIN C momoIso DBM;
0) 9TO TIOKYMEHT Ha MAIIMHOYUTAEMOM HOCUTEJNIE, /Il UCIIOJIb30BAHUS KOTOPOTO
HEOOXOIUMBI CPEJICTBA BHIUNCIUTEIHHOM TEXHUKH;
B) 3TO JOKYMEHTHUPOBaHHasi HH(OpMAIs, TPEICTABICHHAS B DJIEKTPOHHOM BUJIE;
) O9TO DIEKTPOHHBIE JAHHBIC, COJEp)KalIUe AaTpuOyThl U  PEKBU3HTHI,
MO3BOJISIOIINE WX UACHTH(PUITUPOBATH.
6. Kakoe omnpeneneHue dIEKTPOHHOTO JOKYMEHTOOOOpoTa cooTBeTcTByeT «[IpaBuiam
OpTraHU3aINH JCTONPOU3BOICTBA B eepalbHBIX OPTaHaX UCIIOJTHUTEIbHON BIACTH»?
a) TOKyMEHTOO0OpOT ¢ MPUMEHEHHEM UH(OPMALIMOHHON CUCTEMBI;
0) IBUKEHHE IEKTPOHHBIX TIOKYMEHTOB;
B) HH(POPMAIIMOHHBII OOMEH TaHHBIMU U METa/IaHHBIMH,
T') OpraHmu3aius padoThl C SEKTPOHHBIMH JIOKYMEHTaAMH.
7. Kakue nenonpon3BOCTBEHHbIE ONepalluy TOJKHA noaaepxuBate CO/I:
a) UH(POPMAIIMOHHO-CITPABOYHYIO pabOTy ¢ JOKYMEHTaMU;
0) OTIpaBKy — MOJIy4CHHUE JOKYMEHTOB;
B) BCE OCHOBHBIC OIEpaIlUH;
') pPETUCTPALIMIO U KOHTPOJIb UCIIOJIHEHUS TOKYMEHTOB.




8. B xakom roay Obutn yTBepskaeHb! «lIpaBuia oOMeHa TOKYMEHTaMU B 3JIEKTPOHHOM BUJE TPH
OpraHu3any UHPOPMAILIMOHHOTO B3aUMOJICHCTBUS»?

a) B 2009;

0) B 2014;

B) B 2016;

r)B2013r.
9. BrimenasBannsie [IpaBuina o0s3aTenbHbL:

a) JUIsl BCeX OpraHu3alluii;

0) Ju1d BceX rocyJapCTBEHHBIX OpraHU3alluii;

B) TOJIBKO JUIs (pe/iepalIbHBIX FOCYIapCTBEHHBIX OPTraHOB;

I') TOJIBKO Il HErOCYJapCTBEHHbBIX OpraHN3alui.
10. KTo He sBisieTcs 00si3aTebHbIM yyacTHHKOM MO J1O?

a) Aamunuctpauus [Ipesunenra

0) penepanbHbIC OPraHbl UCIIOTHUTEIIBHON BIIACTH

B) OpraHsbl BJIacTU CyObeKTOB PO

') TeppUTOpUaIbHble OpraHbl (eaepaabHbIX OPraHOB HCIIOJHUTEIBHON BJIACTH B
cyonekTax PO.
11. Kro sBnsiercsa opranuzaropom CMOB?

a) ®Ch

6) ©®CO

B) MunkomcBszu PO

r) [IpaButenbcTBo PO
12. B xakom roay npussT denepanbubiii 3akoH Ne 201-D3 «O06 opranuzainuu npearocTaBiIeHUs
rOCy/IapCTBEHHBIX M MYHUIIUIAIBHBIX YCIYT»?

a) B 2009

6)B 2014

B) B 2010

r)B2016T.
13. Kakoii ¢akrop sBiISeTCSs  HECYLIIECTBEHHBIM JUIsl  BHEAPEHUS  DJIEKTPOHHOIO
JIOKYMEHTO000pOTa B FOCY/1apCTBEHHOM arrapare:

a) pocT o0beMa JJOKYMEHTOO00pOTa;

0) HeIOCTaTOYHOE OBJIQJCHUWE TOCYJapCTBEHHBIMU CIIY)KalllUMU HaBBIKAMH
pabotsl B CO/I;

B) HEOOXOAMMOCTh COOJIOAEHUS BBICOKOH CTemneHH HHGPOPMALMOHHOM
0€30I1aCHOCTH;

I') HE0OX0IMMOCTh COBMEILIeHHs pa3HOpOoHbIX CO/I.
14. Kax Ha3biBaeTcs enepaiibHas 1ieJieBas IporpaMma, Kacarouascss BHEAPEHUs 3JIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa B OpraHax BJIACTU U YIPaBICHUA?

a) «Muadopmanmonnas Poccusi»

0) «DNEeKTPOHHOE MPABUTEIHCTBOY

B) «OnekTpoHHas Poccusi»

r) «MH(OpMAaIIIOHHOE 00IIECTBOY
15. Kakoe mnojokeHHE HE COOTBETCTBYET 4 MOJENsM pelieHus 3aaad HMHGOPMAIMOHHOTO
o0ecrieyeHns: OpraHoB (peepanbHOro ypoBHs (IPUMEHHUTEIBHO K IOKYyMEHTO000POTY):

a) pelieHue 3aJad  JOKYMEHTOOOOpOTa U OpraHu3alMM  yIpaBIeHYECKOIO

B3alMOJIEICTBUS B paMKax OJTHOTO OpraHa UCIOJIHUTEIbHON BIACTH;

0) B cucTemMe «opraH UCIOJIHUTEIbHON BIACTH U OJYMHEHHbBIE CTPYKTYPBI»;

B) B CUCTEME «OpT'aH UCTIOJHUTEIBHOM BJIACTH — HACEJICHNE M MaJlblil OU3HECY;

') B MEXTOCYJIapPCTBEHHON CHCTEME BBICIIMX OPTaHOB HCIIOIHUTEIHON BIACTH.
16. Korna momkeH 3aBepIINTHCS MEPEXo]] K 3JIEKTPOHHOMY JOKYMEHTOOOOPOTY B rocarmrmapare
(cormacuo moctanoBienuto [IpaBurenscTBa PO Ne 890 ot 06.09.2012):

a)k 2020 r.



0)B2030T.

B)B 2017 .

r') B 0003puMOM OyayIem.
17. W3 deThIpex TMOJOXXEHUH BBIOEPUTE TO, KOTOPOE HE COOTBETCTBYET JACHCTBUTEIHLHOCTH
(3a1aua He pellleHa B HaCTOALLEE BpPEMs):

a) B OpraHax TOCYJapCTBEHHON BiacTu (OpPMUPYETCS COBpPEMEHHAs
WH(OPMAIIMOHHO-TEXHOJIOTUYECKast HHPPACTPYKTYPA;

0) B rocammapare OCYIIECTBISIETCS  MEXKBEIOMCTBEHHOE  3JIEKTPOHHOE
B3aNMMOJICHCTBHE;

B) BHEIpEHHE HHPOPMAIMOHHBIX TEXHOJOTHH NPUBENIO K 3HAUYUTEIBHOMY
YIAYYIIEHUIO Ka4ecTBa paboThl TOCYIapCTBEHHOTO amapara;

') FOCY/IapCTBEHHbIE U MYHUIIUTIAIIbHBIE OPTaHbl CO3/JAJI CBOM CAUTHI.
18. Jlnsa Kakux KaTeropuil JTOKYMEHTOB HE LieJecoo0pa3HO MCIOIb30BaTh AJIEKTPOHHBIN
JOKYMEHTOOOOpOT BHYTPU OpraHU3aIUuu?

a) pacropsaAUTEIbHBIX

0) BXOJAIINX U3 BBIIIECTOSIIUX OPTaHOB

B) BHYTPEHHEH MEPETIICKU MKy CTPYKTYPHBIMU TOPA3ACICHUIMU

T) JUist Bcex 0e3 UCKITIOUeHUs
19. MoxeTr ;M opraHu3amusi B HACTOSIIEE BpPEMsS MOJHOCTHIO MEPEHTH K HIECKTPOHHOMY
JIOKyMEHT0000poTy (6e30yMakHOMY):

a) HeT

0) na

B) cmoxeT k 2017 r.

T) Bcera OyJeT COXpaHAThCs IEKTPOHHO-OYMaKHBIA JOKYMEHTOOOOPOT.
20. KakoBa moisi 2JEKTpOHHOTO  (0€30yMa)KHOTO) JOKYMEHTOOOOpOTa B  OpraHax
UCTIOJIHUTENIbHONW BiacTH Bosrorpaackoit obnactu B obuieM o0beMe JTOKyMEHTOoOOpoTa 1o
cocrosiHuto Ha 2016 r.?

a) 100%

6) 50%

B) 15%

) 35%

OneHka UTOroBOro TeCTa

KoauvecTBO NpaBUIbHBIX OTBETOB IIpoueHTHI
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




20

15

10

RINW| &~

Ilkana oneHuBaHuS.
YcTHbIM onipoc

YpoBeHb 3HAHWH, YMEHMH UM HAaBBIKOB OOYYalOLIErocs IPH YCTHOM OTBETE BO
BpeMs IIPOBEJCHMS TEKYIIEro KOHTPOJs ompexaensercs Oamramu B auanazone 0-100 %.
Kpurepusimu onieHUBaHHS [IPH MTPOBEACHUU YCTHOTO OIIPOCa SABISETCS JEMOHCTPAISI OCHOBHBIX
TEOPETUYECKUX TOJOKEHUI, B paMKaxXx OCBaMBaeMOM KOMIIETCHIIMH, YMEHHE TPUMEHSTh
NOJYy4YCHHBIE 3HAHUS Ha TMPAKTHKE, OBJIAJCHHE HABbIKAMU aHalW3a W CHCTEMaTH3aliH
¢bunaHcoBoi uH(OpMaIMKM B 00JIACTH OKYMEHTAllMOHHOTO OOECIEeueHUs: rocydapCTBEHHOM
NEeSITETTHHOCTH.

[Ipy oneHuBaHUM pPeE3yIbTATOB YCTHOTO OIPOCAa HMCIONb3YETCA ClEAyolas IKaa
OLICHOK:

100% - 90% VYuanuiicst JEMOHCTPUPYET COBEPIIICHHOE 3HAHUE OCHOBHBIX TEOPETHYCCKHX TTOJIOKCHHIHA
B paMKaX OCBaWBAEMOM KOMIIETEHIINH, YMEET PUMEHSTh TTOJIyIeHHbIE 3HAHHS Ha
MpaKTHKe, BlIaJeeT HABBIKAMH aHaIM3a JeITeIbHOCTH OpPTaHU3aIlii, MOXET OICHHBATH
COOTHOIIECHHE TUITAHUPYEMOTO PE3yIbTaTa M 3aTPAUNBAEMBIX PECYPCOB, MOXKET
HCITONB30BATh PE3YIIBTATHI aHAIN3a JJIsk HOATOTOBKHU YIIPABICHIECKHX PEIICHHUI.

89% - 75% VYyamuiicss AEeMOHCTPUPYET 3HaHUE OOJBIICH YaCTH OCHOBHBIX TEOPETHUCCKIX
TIOJIOXKEHUH B PAMKaX OCBaWBAEMOIl KOMIIETCHIINH, YMECT IIPUMEHSATH ITOIy4CHHBIC
3HAHWS Ha TIPAKTHKE B OTACIBHBIX chepax NpodecCHOHaIBHON NeATeIEHOCTH, BlIaJeeT
OCHOBHBIMH HaBBIKAMU aHAJIN3a JEATSIbHOCTH OPTaHU3aLUH, MOXKET OLICHUBATh
COOTHOLICHHE IUIAHUPYEMOTO pe3yJIbTaTa U 3aTPauuBaEeMbIX PECYPCOB

MOYET HCII0JIb30BATh PE3YJIbTAThl aHAIN3A JUIsl TIOATOTOBKHU YIIPABJICHYECKUX PEIICHHH.

74% - 60% Yuanuiicss AeMOHCTPUPYET JOCTATOYHOE 3HAHUE OCHOBHBIX TEOPETUUCCKHUX MOJIOKEHHI B
paMKax OCBAaWBAEMON KOMIIETCHIIMHM, YMEET WCIONb30BaTh IOJyYEHHBIE 3HAHHS IS
pELIeHUs] OCHOBHBIX MPAKTMYECKHX 3aJa4 B OTAEIBHBIX cdepax NpodheccHoHaTbHOM
JIEITENLHOCTH, YaACTHYHO BJIaJI€ET HABBIKAMH aHAaJIM3a JAESTEIbHOCTH OPraHU3aI|H.

VYyamuiicss A6eMOHCTPUPYET OTCYTCTBUE 3HAHUSI OCHOBHBIX TEOPETUYECKUX IIOJIOKEHUN B
Memnee 60% paMKax 0cBavBaeMOM KOMIIETEHLIMH, HE BJIAJEET HABbIKAMU aHAJIU3a JESTEIbHOCTH
OpraHu3aliy, HE MOKET OLEHUBATh COOTHOLIEHHUE NIAHUPYEMOTr0 pe3ysibTaTa U
3aTpaulBaEeMbIX PECYPCOB,HE MOXKET UCIOIb30BaTh PE3YJIbTAThI aHAIN3a JJIs1 HOATOTOBKU
YIPaBJIEHYECKUX PELIEHUH.

TecrupoBanue
YpoBeHb 3HaHMI, YMEHHI M HAaBBIKOB O0OY4YaloIIerocs IpU YCTHOM OTBETE BO
BpeMsl TPOBENEHUSI TEKYIIEro KOHTpOJA ompeaensiercs Oamnamu B nuanazoHe 0-100 %.
KputepreM oIcHWBaHUS TIPH MPOBEICHUU TECTHPOBAHUS, SBJISCTCS KOJWYSCTBO BEPHBIX
OTBETOB, KOTOpBIE Jal CTYAEGHT Ha BOMpochkl TecTa. [Ipum pacuere KonuyecTBa O0asios,
MOJTYYEHHBIX CTYJACHTOM TI0 UTOTaM TECTHPOBAHMSI, UCIIOJIB3YETCS ClIeayroas Ghopmya:

5=2x100%.
0

rae b — konudecTBo 63.J'IJ'IOB, MOJIYYCHHBIX CTYACHTOM IO UTOTaM TCCTUPOBAHUA,
B — xonndgecTBO BEPHBIX OTBETOB, JAHHBIX CTYJCHTOM Ha BOIIPOCHI TECTA,
O- 06mee KOJIMYCCTBO BOIIPOCOB B TECCTC.

4.3.0ueHOYHbIE CPeICTBA LISl MPOMEKYTOYHOM aTTecTAlMM.



Kon Haumenosanue Kon
KOMITETCHIIUH KOMITETCHIIUH JTana OCBOCHHUS Lenb KOMIETEHIIUU
KOMITETEHIIUH
Crnoco6GHOCTb BBICTPAUBaTh U YK OC-5.2 W3ydyeHne NOKyMEHTa Kak HH(POPMaLUOHHOM
YK OC-5 peann30BhIBaTh TPAEKTOPHUIO COCTaBJISIIONIEH ITpoLiecca yupaBieHHUs B
CaMOpa3BUTHs Ha OCHOBE rOCYIApPCTBEHHBIX U MYHHUIIMIATbHBIX
MIPUHIUIIOB 00pa30BaHUs B CTPYKTYpaxX B Pa3IMYHBIX €T0 acleKTax,
TEUeHUE BCEH JKU3HU U3ydeHUe CUCTEM JIOKyMEHTaIUu
TOCYIapCTBEHHBIX U MyHUIIMIAJIBHBIX OPTaHOB,
KOMIUIEKCOB JJOKYMEHTOB, 3JIEKTPOHHOIO
JOKyMEHT0000pOTa, HaNpaBIeHUH
COBEPILIEHCTBOBAHUS JOKYMEHTAIlUOHHOTO
obecrieyeHust TOCyIapCTBEHHON U
MYHHIUNAIBHON IeATeIbHOCTH
CrocoOHOCTh MOATOTABIUBATh IK-1.2.7 CriocoOHOCTh aHAM3UPOBATh HHPOPMAIHIO IS
WCXOJHBIE TaHHBIC, MOATOTOBKH UCXOJHBIX JaHHBIX JUIS
HEeoOXOIUMBIE JUId pacueTa SKOHOMHUYECKUX PAacUETOB
MK-1 9KOHOMMYECKHX U COLHAIBHO-
SKOHOMHUYECKHUX ITOKa3aTelIeH,
XapaKTepU3YIOIIHX JeITeIbHOCT
XO3SIMCTBYIOIIHX CYOBEKTOB

DTall 0CBOECHHS

ITokazaTenb OolleHUBaHUS

Kpurepuii oneHuBanus

KOMIIETEHIIUU

VK 0C-5.2 VYkazaTb OCHOBHBIE IPUHLUIBI OpPraHU3allUd CEKPeTHOro u | JleMoHcTpanus 3HaHUI
KOHOUIECHINANBHOTO  JIENIONPOM3BOJCTBA;  OOBSICHUTH  POJb | OCHOBHBIX TEOPETHUECKUX
JOKyMEHTOB B IMpolLiecce MNPUHATUS YIPAaBICHUYECKUX PpEIICHUi, | MOJ0XKEeHUH B IOJIHOM 00beMe
HalpaBJIeHHBIX HA MPOQMIAKTUKY, MPEAYNPEKASHHE TIPECTYILICHUH
U UHBIX TPaBOHApPYILIEHUH; Ha3BaTh TPeOOBaHMS IPABOBBIX AKTOB B
00IacTH 3allUThl TOCYJAPCTBEHHOW TaWHBI M WH()OPMAIMOHHO
0e30macHOCTH
Hcnonb3o0BaTh U COCTABIATH HOPMATUBHBIE U IPABOBBIE JOKYMEHTBI, | YMEHHE IPUMEHATh 3HAHUS
OTHOCsIIMeCS K Oyaymield TpodeccHoHaIbHOW JEATENEHOCTH; | Ha IPaKTHUKE B MOJHON Mepe
HPaBUIBHO COCTABIATH U OQOPMIIATE CIIyXKeOHbIE JOKYMEHTHI, B TOM
YyHCcI€  CEeKpeTHble, COAEp)Kallde CBEACHUS  OTPAHUYEHHOTO
10J1b30BaHMS;
CocTaBUTh TOKYMEHTHI B COOTBETCTBHU C TPeOOBaHHAME cekpeTHOro | CBOOOAHOE BIaJeHUE
U KOH(GUICHLIHUAIBHOTO  JIeJIONPOU3BOJICTBA; UCIIOJIb30BaTh | HaBbIKAMU aHAIM3a U
TEXHOJIOTHIO ~ O0pamieHus  CcO  CIOyXeOHOH  WH(poOpMamued | cucTeMaTH3alHX B
OrPaHUYEHHOI'O PAacIpOCTPaHEHUs BbIOpaHHOH cdepe

T1IK-1.2.7 JeMoHcTpanus 3HaHU OCHOBHBIX TEXHOJIOTUNA U METOIHUK JleMOoHCcTpanus 3HaHUI

JOKyMEHTHPOBAHUS HHPOpMALUH, HEOOXOAUMOH IS pacdeTa
HKOHOMHUYECKHX U COIMATbHO-3KOHOMHYECKUX ITOKa3aTelNeH,
XapaKTePU3YIOIMX AeATeIbHOCTh X034 HCTBYIOIUX CYObEKTOB

OCHOBHBIX TCOPECTUUCCKUX
ITOJIOYKEHUH B TTIOJTHOM 00beMe

YMeHHe NpUMEHATh 3HaHUS 110 JOKYMEHTHPOBAHUIO HH(OpMALUH,
HE00XOIMMOH I pacueTa SKOHOMHYECKHUX U COL[ATIbHO-
SKOHOMMYECKHX MTOKa3aTeel, XapaKTepU3yOLIUX eATeIbHOCTD
XO3AHCTBYIOIIMX CYOBEKTOB Ha MPAKTHKE B TIOJIHOW Mepe

Vmenue MPUMCHATH 3HAHUSA
Ha MMPAKTUKE B MOJTHOM MEpe

CBoOozmHOE BlIaJeHUE HaBBIKAMU JOKYMEHTHPOBAHUS HHGOPMALIUH,
HEO0OX0AUMOM A7l pacueTa S3KOHOMUYECKUX U COLUAIBHO-
9KOHOMHYECKUX TOKa3aTeNel, XapakTepu3yIoIuX AesTeNbHOCTD
XO3SHCTBYIOIUX CYOBEKTOB

CB000/IHOE BIIaJZICHUE
HaBBIKAMU aHaJIH3a U
CHUCTEMaTH3aIUH B
BEIOpaHHOU cdepe

Bomnpocsl k 3auery:

1. TIpaBoBBle aKThl, MPUHUMAEMbIE OpraHaMU 3aKOHOJATENbHON, HWCIOJHUTEIHLHOU U
cyneOHol BnacTu cyonrekta PO u opranaMu MECTHOTO CaMOYTIPABJICHHS.

2. Heo6xoaMMoOCTh 3aKOHOJATENFHOTO W  HOPMATHBHO-METOJUYECKOTO PETyTUPOBaHUS
JIOKYMEHTAIlMOHHOTO 00ecrieueHus yIpaBIeHUs.

How

Beicmas mpaBoBasi 3Ha4MMOCTb 3aKOHOB PO.

PerynupoBanue oTHomeHu# B chepe qokymeHtauu B Poccun u 3a pyoeskom.
HopMaTuBHO-IIpaBOBBIE aKTHI, PETYJIHPYIOIINE OTAEIbHBIE CTOPOHBI JOKYMEHTHPOBAHMSL.




NGO

10.

11.

12.

13.
14.

15.

16.
17.
18.

19.
20.
21.
22.

23.

24.

25.

26.

27.
28.

29.
30.

31.

32.

33.
34.
35.
36.
37.

Oco6eHHOCTH TTOATOTOBKU M 0(OPMIICHHSI OPTraHU3aLMOHHBIX JTOKYMEHTOB.
Oco6eHHOCTH OATOTOBKU M 0(OPMIICHHSI pacliopsIUTEIbHBIX JOKYMEHTOB.
Oco6eHHOCTH TOATOTOBKU M 0(opMIIeHHs HH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
O6mme TpeOGoBanuss K  odopmienuto  gokymentoB. [OCT P 6.30-2003
«YHUUIMPOBAHHAS CHCTEMa OpraHU3alMOHHO-PACHOPSAUTEIBHON TOKYMEHTALUH.
TpeboBaHust K 0QOPMIICHUIO TOKYMEHTOBY.

Mexnaynapoausii crangapt MCO 15489-2001 u ero mnpumMeHeHUE IpU CO3JaHUHU
yIpaBJIEHUS TOKyMEHTalMel B OpraHu3alyH.

ObecneueHne OPUANYECKON cuibl ToKyMeHTa. Co3qaHue YCIOBHUI JUIS ONEPaTHBHOTO
UCIIOJIHEHUS IOKYMEHTA.

Bo03MOXHOCTP ONEpaTUBHOIO MOUCKA TOKYMEHTA. Mcronap30BaHuEe CPEICTB OPITEXHUKU
Ul CO3/1aHUs U 00pabOTKU JOKYMEHTOB.

dopmartel Oymaru u nosis. biaHku JOKyMEHTOB: oOmwii OJaHK, OJaHK MUChMa, OJIAHKU
KOHKPETHBIX BUJIOB JOKYMEHTOB, OJIaHK JOJKHOCTHOTrO Jina. ['epOoBbIii O1aHK.
dopmyisp-odpaszen.

IIpaBuna odopmileHUsT PEKBU3UTOB YIPABICHYECKHX JIOKYMEHTOB B COOTBETCTBUHU C
I'OCT P 6.30-2003.

TpeGoBanust K  M3rOTOBJIEHUIO  JOKYMEHTOB, mpeabsBiasiemble ['OCTom
pEKOMEH1yeMble HOPMAaTUBHO-METOANUYECKUMHU TOCOOUSIMH.

OcHoBHbIE TPEOOBaHMS K TEKCTY YIPaBIEHUYECKUX JOKYMEHTOB.

OOmrre TpeOoBaHUS K OpraHU3aIlMy JOKYMEHT0000pOoTa.

IIpuem wu nepBuuyHas oOpaGoTka JOKyMeHTOB. IIpenBapuTenbHOE pPaccMOTpeHUE
JIOKYMEHTOB.

Perucrpanus nokymenToB. Ilepenaua JOKyMEHTOB Ha UCIIOJIHEHUE.

KoHTposnb ucnosiHeHus: J0OKyMEHTOB.

OO6paboTKa 1 OTIIpaBKa UCXOASIIUX JOKYMEHTOB.

[IpuMeHeHre KOMIBIOTEPHBIX TEXHOJOTHI MpU OpraHu3aluu JTOKyMEHTO0O0OpOTa
YUPEKACHUS, IPETPUATHS.

COBOKYNTHOCTh ~ HMH(OPMALIMOHHO-TOKYMEHTAIMOHHBIX  PECYpCOB  OpraHu3aluu
CripaBouHble KapTOTE€KHU. TpaJUIMOHHbIE M aBTOMAaTH3MPOBAHHBIE (OPMBI BEICHUSA
CTIPaBOYHBIX KapTOTEK.

Homenknarypa pen: Bufbl, MNpaBWia CcoOCTaBleHUs U odopmieHus. 3HadyeHue
HOMEHKJIATYphI JIeN JUIsl OpraHu3aluu JOKyMeHTHpoBaHus. HopmaTuBHO-MeTOoIMUECKUE
JOKYMEHTBI 10 COCTABJICHHUIO HOMEHKJIATYp /€.

DKcnepTu3a HEHHOCTH IOKYMEHTOB B J€JONPOU3BOICTBE OpraHU3aLUH.

dopmupoBaHue, oQopMIIeHHE, CUCTeMaTH3alMs M XpaHeHHe Jel B  TEeKyILIeM
JIEJIONPOU3BO/ICTBE.

O6paboTka Jien A7 MOCIeAYIOIIEero XpaHEeHUs 1€ B apXUBE OpraHu3altu.

Ilepenaua nen B apXuB OpraHM3alMu. OKCIEpTHU3a IIEHHOCTH JIOKYMEHTOB B
BEJIOMCTBEHHOM apXUBe.

CocraBieHre CBOJHBIX ONMCEH JIedl.

JleiicTByronMe CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa B OpraHax MCHOJIHUTEIbHOM
Biactu Bonrorpasackoii o6mactu.

ACDJI: HopMaTHBHO-TIpaBoBas ©0a3za, LeMM U 3a1aud, (QYHKIUH, TEXHUYECKHE
BO3MO)XHOCTH, Y4aCTHUKH.

ACOKU: nHOpmaTuBHO-TIpaBOBast 0a3a, LeMM M 337a4d, (QYHKIUH, TEXHUUYECKHUE
BO3MO>XHOCTH, Y4aCTHUKH.

[Tpo6nems! u nepcnextuBsl AC3J1 u ACOKMU.

[ToHsATHE 3IEKTPOHHOTO apXHBa.

Buas! 31eKTpOHHBIX apXHBOB.

Co3naHue 3JeKTPOHHOTO apX1UBa OpraHU3alHH.

OCHOBHBIE TIPEUMYIIIECTBA JICKTPOHHOTO apXHBa.



38. Opranusaius paboThI 3JIEKTPOHHOTO apXHUBa.

39. DnekTpoHHbIe pecypchl ApxuBHOTO GoHAa PD.

40. IToHsITHE STIEKTPOHHOTO MTPABUTEIHCTBA.

41. HopMaTHBHO-NIPaBOBbIE aKThI 3JIEKTPOHHOTO IIPaBUTENILCTBA B Poccuu.
42. OyHKIMY U 32/1a41 AJIEKTPOHHOTO paBUTENLCTBA B Poccuu.

43. EauHblii mopTai rocy1apCcTBEHHBIX U MYHULIMIIATIBHBIX YCIYT.

IIkana oueHuBaHMS

YpoBeHb 3HAHWH, YMEHMHA W HAaBBIKOB OOYYaIOLIErocs IPH YCTHOM OTBETE BO
BpeMsl TPOMEKYTOUHOW aTTECTAIlMU OMNPEACISETCS OLECHKAMHM <«3a4TEHO» WJIU «HE 3aU4TCHOY.
Kpurepusimu olieHMBaHUSI Ha 3a4eTe SBISAETCS JEMOHCTpAIUs OCHOBHBIX TEOPETUUYECKUX
MOJIO’KEHUH, B paMKaxX OCBaMBaeMOM KOMIIETCHIIMH, YMEHUE MPUMEHSATh MOJy4YEHHbIC 3HAHUS Ha
MPAKTUKE, OBJIAJICHUE HAaBBIKAMU JOKYMEHTAIIMOHHOTO O0OECIeYeHHs] TOCyIapCTBEHHOU
JIeSITeIIbHOCTH.

Jis  muctuiuiiH, (OPMOM HMTOTOBOTO OTYETa KOTOPBIX SIBISICTCS 3Q4YeT, MPUHSTHI
CJIEYIOLINE COOTBETCTBUA:

60% - 100% - «3aureHON;

MeHee 60% - «He 3a4TESHO.

Y CTaHOBJIEHBI CIEAYIOIINE KPUTEPHUH OLICHOK:

100% - 90% | Yuammiics OEeMOHCTPHPYET COBEPIICHHOE 3HAHHE OCHOBHBIX TEOPETHUYCCKHUX MOJOXKCHHUU, B
paMKax OCBaMBacMOW KOMIIETEHLMH, yMEET NPHMEHSATh MOJIYyYeHHbIE 3HAHHWS HA MPaKTHKE,
BJIafieeT HAaBbIKAMHU aHallM3a M CHCTeMaTH3allM MH(pOPMAaIMU B 00JACTH JOKYMEHTaI[HOHHOTO
obecrieueHns1 TOCYIapCTBEHHON AEATEIBHOCTH., 8 TakKe (OPMUPOBAHUS MPEIJIOKEHHUH 1O ero
COBEPIICHCTBOBAHUIO

89% - 75%  |Yuamuiics NeMOHCTPHPYET 3HAHHE OOJNBIICH YaCTH OCHOBHBIX TEOPETHYCCKHX IOJOXKCHHUH, B
paMKax OCBaMBAEMOW KOMIIETCHIIUH, YMEET IPUMEHSTH MOJy4YEeHHbIE 3HAHUS HA NPAKTHKE B
OTJEBbHBIX chepax MpohecCHOHATBHON JeITENFHOCTH, BIIaJEET OCHOBHBIMU HaBBIKAMHU aHAJIN3a
U CHCTEMAaTH3allMi (PMHAHCOBOW WHQPOPMANNM B OOJACTH JOKYMEHTAIMOHHOTO OOECTICUCHHUS
TOCYIapCTBEHHOM JTEATENEHOCTH

74% -60%  |Yyammuiics NeMOHCTPHPYET JOCTaTOYHOE 3HAHHE OCHOBHBIX TEOPETHUYECKUX MOJOXKCHUH, B
paMKax OCBaMBacMON KOMIICTCHIIMH, YMEET HCIIOJb30BaTh IOJYYCHHBIC 3HAHUS Ui PEILCHUS
OCHOBHBIX TpPaKTHYECKHX 3aJad B OTACNBHBIX cepax HpopecCHOHANBHON AESTENbHOCTH,
YaCTUYHO BJIaZeeT OCHOBHBIMHM HaBBIKAMH aHAJW3a U CHCTEMAaTH3alUH MHPOpMaL¥K B 00JIacTH
JOKYMEHTAIIHOHHOr0 00ecreyeHusl TOCyJapCTBEHHOM ISSITeIbHOCTH

meree 60% Vyamuiics AEMOHCTPUPYET OTCYTCTBUE 3HAHUS OCHOBHBIX TEOPETHUYECKUX IOJOXKEHHUH, B
paMKax OcBaWBaeMON KOMIIETEHIINH, HE YMEET MIPUMEHSATH OyYeHHBIC 3HAHHUS HA TPAKTHKE, HE
BIIaJieeT HaBBIKAMH aHAIM3a M CUCTeMAaTH3aluu WHPOPMAIMU B OOJACTH JTOKYMEHTAIIMOHHOTO
obecrnedyeHns rocyJapCTBEHHOM JesITeIbHOCTH

4.4.MeToan4yecKkue MaTepHaJIbl

IIpouenypsl OLleHMBaHUS 3HAHWM, YMEHUMN, HAaBBIKOB MU (WMJIM) OMbITA JEATEIBHOCTH,
XapaKTepU3YIOMIMX 3Tarbl POPMUPOBAHUS KOMIETEHIIUH, OCYIIECTBISIOTCS B COOTBETCTBUU C
[Toso’keHHnEM O TEKYIEM KOHTPOJIE YCIIEBAEMOCTH M ITPOMEXYTOUHOM aTTECTAllUN CTY/AEHTOB B
®OI'bOY BO PAHXuI'C u Pernmamentom o OauibHO-pEHTHHTOBOW cucTteMe B Bosrorpaackom
UHCTUTYTE ynpasienus — punuane PAHXul C.

5. MeToauyeckne yKazaHus il 00y4aOUIUXCS 10 OCBOCHUIO TUCHUIIMHBI (MOIYJIS)

PexoMeHaauMu 10 MJIAHUPOBAHUIO U OPTaHU3ANUM BPeMeHH, He00X0IMMOTr0 HA U3yUYeHHe
AUCHMILIMHBI (MOIYJIs1)




CTpykTypa BpeMeHH, He00X0AUMOI0 HA U3y4YeHHUe JUCHHUILINHBI

®opMa n3yyeHus JUCLHUIIINHBI Bpewms, 3aTpaunBaemMoe Ha U3yyeHue
JHUCHMILINHEL, %0
N3yuyenue nureparypsl, pEKOMEHA0OBAHHON B 40
y4eOHOil mporpamme
Pewenne 3ana4, pakTUYECKUX YIIPAXHEHUN U 40
CUTYallMOHHBIX IPUMEPOB
N3ydeHue TeM, BBIHOCUMBIX Ha 20
CaMOCTOSITEJIBHOE PACCMOTPEHUE
HToro 100

PexoMeHganuy mo moaroToBKe K NMPaKTHIE€CKOMY (ceMm[apcm)My) 3AHATHIO

[IpakTHyeckoe (CEMHMHApPCKOE) 3aHATHE - OJHA W3 OCHOBHBIX ()OpPM OpraHH3aIHU
y4yeOHOro mpolecca, MpeaCTaBsAionas co00M KOJUIEKTUBHOE OOCYXAEHUE CTyIEeHTaMu
TCOPCTUUCCKHUX W MPAKTHUYCCKUX BOIPOCOB, PCHICHUC IMPAKTUYCCKUX 3aJad I10A PYKOBOICTBOM
npenojanatesns. OCHOBHOH LEJIbIO MPAKTHUECKOro (CEMMHAPCKOI0) 3aHATHS SIBJIIETCS IPOBEPKA
FJIY6I/IHI)I IMOHUMAaHHUA CTYyJCHTOM 1/13y11aeM0171 TEMBI, yqe6H0r0 MaTtcpuajia 1 YMCHUA U3JIO0KUTH
€ro cojep)KaHhe SICHBIM M YETKHUM $3BIKOM, DPa3BUTHE CAMOCTOSTEIbHOI'O MBIIUICHUS U
TBOPUECKON aKTMBHOCTM Yy cTyzaeHTa. Ha mnpaktuueckux (CEeMUHApCKUX) 3aHATHIX
OperonaraeTcss paccMaTpuBaTh HanOosee BaXKHbIC, CYILECTBEHHBIEC, CIIOKHBIE BOIPOCHI
KOTOpBIE, HauboJjee TPYJHO YCBAaUBAIOTCA CTyAeHTaMu. [Ipy 3TOM roTOBUTHCS K IPAKTUYECKOMY
(ceMUHApCKOMY) 3aHATHIO BCErJa HYXHO 3apaHee. [loAroroBka K INpakTHYECKOMY
(ceMrUHAPCKOMY) 3aHSITHIO BKJIIOYAET B CEOsI ClIeyroIIee:

- 00s3aTe’abHOE O3HAKOMJICHHE C IUIAHOM 3aHSATHS, B KOTOPOM COJIEpPKATCS OCHOBHBIE
BOTIPOCHI, BEBIHOCHMBIE Ha 00CYXICHHE;

- U3y4yeHHE KOHCIIEKTOB JEKIMH, COOTBETCTBYIOIIMX pa3ieiioB y4eOHUKA, y4yeOHOTro
HOC06I/I5[, COACPIKaHUA PEKOMCHAOBAHHBIX HOPMATUBHBIX IMTPABOBLIX aAKTOB,

- paboTa ¢ OCHOBHBIMU TEPMHUHAMH (PEKOMEH/IYEeTCS UX BBIYUUTh);

- HW3Y4YCHHUC ﬂOHOJ’IHI/ITCJ’IBHOﬁ JAUTCPATYphl MO TEME 3aHATHA, AC€JTasd IPH 3TOM
HE00XO0/IMMbIE BBIITUCKHU, KOTOPBIE MTOHA1004TCS TPH 00CYKJEHUN Ha CEMUHAPE;

- (opMyIupOBaHUE CBOEr0 MHEHMS MO Ka)KJOMYy BONPOCY M apryMEHTHUPOBAHHOE €ro
000CHOBaHUE;

- 3allMCh BO3HUKIIKUX BO BpPEMsI CaMOCTOSITENIbHOM paldoThl ¢ ydeOHMKaMU U HAy4YHOUH
JUTEPATyphl BOIIPOCOB, YTOOBI 3aTEM Ha CEMUHAPE MOJIYYUTh Ha HUX OTBETHI;

- oOpareHne 3a KOHCYJIbTaluell K IpernoaaBaTesio.

[IpakTuyeckne (CeMHHAapCKHe) 3aHATUS BKIIOYAIOT B ce0d M CIELUAIBHO
MOJIFOTOBJIEHHBIE pedepaThl, BBHICTYIUIEHHS MO KakKOH-TMOO CIOKHOM WM 0CO00 aKTyanbHOU
npobieme, perienue 3a1ad. Ha npakTruueckoM (CeMUHApCKOM) 3aHATHH CTYACHT IPOSIBISET CBOE
3HaHWE TIPEeIMeTa, KOPPEKTUpYeT WH(OpMaINI0, MOJYyYEHHYIO B MPOIECCE JICKIIMOHHBIX U
BHEAYJAUTOPHBIX 3aHATUH, POPMUPYET ONpeieNeHHbIN 00pa3 B Ii1a3ax MpernoiaBaTens, MoxydaeT
HAaBBIKM YCTHOM pE€YM U KYJIbTYPBI TUCKYCCHH, HABBIKM IIPAKTUYECKOTO PEIICHUS 3a/a4.

PexomMenganuu mo HU3YYCHUI0O METOAUYECCKUX MaTEPpHUAJIOB
MGTO,I[I/ILIGCKI/Ie Mar€prajibl IO AJUCHUILUIMHE IIO3BOJIAIOT CTYACHTY OINTHMAJIbHBIM

00pa3oM OpraHu30BaTh MPOIECC H3yUEHUS JAHHON JUCHIUTUIMHBL. MeToarnYecKrue MaTepuabl o
JTUCIUIUIMHE TPU3BaHbBl MIOMOYbL CTYJAEHTY MOHATH CHeuu(HUKy H3ydaemMoro marepuaia, a B




KOHEYHOM HUTOr€ — MAaKCUMAJIBHO IIOJIHO M KA4E€CTBEHHO €ro OCBOUThH. B mepByro ouepens
CTYJIEHT JIOJDKEH OCO3HaTh NMpEAHA3HAYEHUE METOJUYECKHUX MATEpUaAJIOB: CTPYKTYpy, LEIH U
3amagn. JJis 3TOro OH 3HAKOMUTCS C MpeaMmOyIoi, OTJaBICHHEM METOJUYECKHX MaTepHANIOB,
roBOps HMHAye, OCYLIECTBISAET IEPBHMYHOE 3HAKOMCTBO C HUM. B paszene, NOCBAILIEHHOM
METOJMYECKUM PEKOMEHIALUUSIM MO0 H3YYEHUIO JUCUUILIMHBI, HIPUBOLATCA COBETHI IO
IUTAHUPOBAHUIO U OPTaHU3AIMH HEOOXOAUMOTO Ul U3yYEHHs AUCLIUILTUHBI BpEMEHH, OIMCaHue
MOCJICIOBATEILHOCTH  JACUCTBUH  CTyleHTa  («CLUEHApUid  M3yYEHUS  JAUCLUMIUIUHBIY),
pPEKOMEHIalluu Mo paboTe ¢ JUTepaTypol, COBETHI M0 MOJATOTOBKE K 2K3aMEHY M pa3bsiCHEHUs
Mo MOBOAY pabOTBI C TECTOBOW CHUCTEMOW Kypca W HaJl JOMAalIHAMH 3aJaHUsMU. B 1menom
JaHHbIE METOJWYECKHME PEKOMEHJAIMU CIOCOOHBI OOJErdyuTh U3YYEHHE CTYACHTaMU
JUCUMIUIMHBL M TOMOYb YCIEIIHO CAaTh »JK3aMeH. B  pazzgerne, coxepkameMm ydeOHO-
METOJAMYECKUE MaTepUalbl JUCUUILIMHBI, COACPKAHNE MIPAKTUYECKUX 3aHATUN MO THUCLUILIMHE,
CJIOBaph OCHOBHBIX TEPMHUHOB JUCUHUILIAHBI.

Pexomenanuu no paéore ¢ JuTEPaTYpOii

[Tpu m3yueHnn Kypca y4yeOHOW OUCHMIUIMHBI 0COO0€ BHMMaHHUE CJleIyeT OOpaTHTh Ha
PEKOMEHIYEMYIO OCHOBHYIO U JIOTIOJIHUTEIBHYIO JINTEPATypYy.

BaXHBIM 37I€MEHTOM MOATOTOBKH K CEMHHAPY SBJISETCS TIyOOKOE H3yYeHHE OCHOBHON U
JIONOJTHUTEIBHOM JTUTEpaTyphl, PEKOMEHIOBAHHOH 110 TEME 3aHATHS, a TAK)Ke IIEPBOMCTOUYHHKOB.
[Tpu 3TOM 1OJIE3HO MPOUYUTAHHYIO JIUTEPATYPY 3aKOHCIIEKTHPOBATh. KOHCIEKT TOIHKEH OTBEYaTh
TpeM TpeOOBaHHSAM: OBITh COJIEPKATEIBHBIM, O BO3MOKHOCTH KpaTKUM U IIPaBHIBHO

0(OpPMIICHHBIM.
ConeprkaTebHBIM €ro CJICIyeT CYMTATh B TOM CIIy4ae, €CJIM OH MEepe/lacT BCE OCHOBHbBIE
MBICJIM aBTOPOB B LECIOCTHOM BHJEC. WN310KuThL TEKCT KpaTkKO — O3TO 3HAYUT MCpcaaTb

coJiepKaHWEe KHUTH, CTaThbM B 3HAYMTENbHOM Mepe cBouMHU cioBamu. Ilpu 3Tom criemyer
NPUIEPKUBATHCS MPAaBHJIA - 3aIMCHIBATH MBICTH aBTOpa pabOTHI JIMIIL TOCIE TOTO, KaK OHa
XOpOoUIO MOHsATa. B TakoM ciydae mocTtaBieHHas 1efb OyaeT HocTurHyra. LlutupoBars aBTOpoOB
M3y4aeMbIX paldoT (C 00s13aTeNbHON CCHUIKOM HAa MCTOYHHUK) CIIEIYET B TEX CIIydasx, €CIU HaJo
3aMMChIBaTh OYEHb BAXKHOE ONpEIEICHNE WU MOJI0KEHUE, 000010l BEIBOI.

Baxno u BHenHee ohopMIIeHHEe KOHCIIEKTa. B ero Havane Hajgo yka3aTh TEMy CEMHHApA,
JlaTy HaIllMCaHUs, Ha3BaHUS JIUTEPATYPHBIX HCTOYHUKOB, KOTOPbIE OYAYT 3aKOHCIEKTUPOBAHBI.
I'myOoxkast camocTrosiTenbHas padoTa HaJl HUMHM 00ECIIEUUT YCIEIIHOE YCBOCHHE N3ydaeMOi
JUCLUTUIMHBL.

OmHUM W3  BaXHEHIIUX CPEACTB CEPHE3HOTO OBIAICHUS TEOPUEH  SBISAETCS
KOHCHeKmuposanue nepeoucmoyHuKos.

Jnist cocTaBiieHUs] KOHCIIEKTa PEKOMEHIyeTCsl CHayalla IPOYUTaTh paboTy LIETUKOM, YTOOBI
YACHUTD €€ 00U CMBICT U cofepkanue. IIpu 3ToM MOXKHO cienaTh IOMETKH O €€ CTPYKTYpe, 00
OCHOBHBIX TIOJIOKCHHUSX, BBIBOJIAX, HAJI0 CTApaThCsl OTIMYaTh B TEKCT€ OCHOBHOE OT
BTOPOCTENIEHHOT0, BBIBOJIbI OT apIyMEHTOB U JJOKa3aTeJIbCTB. ECiM eCTh HEMOHATHBIE CIIOBA, HAJ0
B DHITUKJIOTIETNIECKOM CJIOBape HANTH, YTO ATO CJI0BO 0003HA4YaeT. 3aKOHUMB uTeHHE (Taparpada,
IJIaBbl, CTaThH) HAJO 3a/4aTh ce0e BOMPOCHI Takoro poxaa: B uem rnaBHas Mbiciab?  KakoBel
OCHOBHBIE 3BEHbsSI JIOKa3aTenbcTBa ee€? UTo BeITEKaeT W3 yTBepxkAeHUM aBropa? Kak 310
COIJIaCYeTCsl C TEM, UYTO YK€ 3HaeTe O MPOUYUTAHHOM U3 JAPYIHMX UCTOYHUKOB?

SICHOCTP W  OTYETIMBOCTh BOCIPHATHS TEKCTa 3aBUCHT OT MHOTOTO:  OT
COCPEJOTOUYEHHOCTH CTYyJEHTa, OT TEXHUKH YTEHHs, OT HACTOHYMBOCTHU, OT SPKOCTH
BOOOpaKeHUsI, OT TEXHUKU (PUKCHPOBAHUS MPOYUTAHHOTO, HAKOHEII, OT dPYAULIUU — OOIIeld U B
KOHKPETHO paccMaTpuBaeMoi npoodieme.

Pe3ynpTaToM nepBOHaYalIbHOTO YTEHUS JOJDKEH ObITh IPOCTON NJIGH MeKCma u Yemroe
npeocmasnenue 0 HEACHLIX Mecmax, OTMEUYCHHbIX B KkHure. Ilocie mnpenBapuUTeNbHOTO
O3HAKOMJICHHUS, IIPU MOBTOPHOM UYTEHUU CIEIYET 6bl0€AUMb OCHOBHbIE MbICAU A6MOPA U UX
pasBUTHE B MPOU3BEICHUHU, OOpaTUTh BHUMaHHE Ha OOOCHOBAHWE OTAEIBbHBIX MOJIOKEHUH, Ha



MeTonbl W (OpMBI JOKazaTelbCcTBA, HauOonee spkue mnpumepsl. B xome 3Toil pabOTHI
OKOHYATEJIbHO OTOMpaeTcss MaTepuan JUisl 3alUCH U OIpelessieTcs €€ BUJ: MJIaH, Me3UCHl,
KOHCneKm.

[Inan 3TO0 KpaTkuii, MOCIEAOBATENbHBINA MEPEYEHb OCHOBHBIX MBICJIEH aBTOpa. 3aluCh
MPOYMTAHHOTO B BHJIE TE3UCOB — 3HAUUT BBIIBUTDH U 3alKCaTh OMOPHBIE MbICIIU TekcTa. Pa3nuia
MEXy IJIAHOM W TEe3UCaMH 3aKJII0YaeTcs B CIEAYIOIIEM: B IUIaHE MbBICIbh Ha3bIBaeTCs (CTaBb
BCETJa BOMPOC: O 4YeM TOBOpUTCs?), B Te3ucax — (opMyaupyercss — (4T0 UMEHHO 00 3TOM
roBoputcsi?). 3amuch OIMOPHBIX MBICIACH TeKcTa BakKHA, HO IOJHOTO MPEACTaBICHHUS O
MPOYNTAHHOM Ha OCHOBAaHWH TOJO00HOW 3alMCH HE COCTABHINb. BaKHO OCMBICIUTH, KaK aBTOP
JIOKa3bIBAa€T CBOIO MBICIIb, KaK YOEXJaeT B HMCTUHHOCTH CBOMX BBIBOJIOB. Tak BO3HHKaeT
KoHcrekT. dDopma 3amucu, Kak Mbl YK€ OTMETHIIM, YCJIOXHSETCS B 3aBUCUMOCTH OT LieNeH
paboTHI: TUTaH — O YeM?; Te3UChl — 0 4YeM? YTO UMEHHO?; KOHCIIEKT — O 4eM? 4TO MMEHHO? Kak?

KoHcniekT 3TO KpaTkoe TMOCieNoBaTeIbHOE H3JI0OKEHUE cojaepxkanus. OCHOBY €ro
COCTaBIsieT IUIaH, TE3UChl M BBINUCKU. HemocTaTku KOHCHEKTUPOBAHUS: MHOTOCIOBHE,
IUTAPOBAHUE HE OCHOBHBIX, & CBS3YIOIIUX MBICIEH, CTPEMJICHUE COXPAHUTh CTHUIMCTHYECKYIO
CBSI3aHHOCThH TEKCTa B yIIepO ero JIoruueckoil crporiHocTu. Ilpuctynarh K KOHCIIEKTUPOBAHUIO
HEOOXOAMMO TOTJa, KOT/Ia CJIOXKHJIMCh HaBBIKM COCTABJICHUS 3allMCH B BHJIE Pa3BEPHYTOTO
oIpOOHOrO IJIaHAa.

dopMa 3anucu NpU KOHCHEKTHUPOBAHWU TpPeOyeT 0COOOr0 BHHMAHHS: Ba)KHO, YTOOBI
COOCTBEHHBIEC YTBEPKICHUS, Pa3MbIIUICHUS HAJ MPOUYUTAHHBIM, YETKO OTACISUINCH MPHU 3aIlUCH.
Pa3zymHee BBIHOCHMTH CBOM NMOMETKH Ha MIMPOKHUE TOJIS, 3alMCHIBATh HA HUX JOTOJHUTEIHHBIC
CIIPaBOYHBIC JAHHBIE, IOMOTAIOLINE YCBOCHUIO TEKCTA (1aTa COOBITUS, YIIOMSIHYTOIO aBTOpaMH;
CBEJICHHUA O JIMIIC, HA3BAHHOM B KHHT€;, TOYHOE CO/epx)aHue TepMuHa). Eciau KoHcnekTupyercs
TEKCT BHYIIUTEIHHOIO 00beMa, HEOOXOJUMO YKa3bIBaTh CTPAHUIIBI KHUTH, KOTOPHIE OXBATHIBAET
Ta WM MHAs 4YacTh KOHCIIEKTA.

Jlns ynoGcTBa MONB30BaHMS CBOMMH 3aMUCSIMH Ba)KHO O3arjaBUTh KpPYHHBIE YacTH
KOHCIIEKTa, TOIYEepKUBasi 3azcon06ku. Crenyer TOMHUTh O HA3HAUYEHUHM KPACHOW CTPOKH,
CTPEMHUTHCS K 4YeTKOHM Tpaduke 3amuceld - ycTymamH, KOJOHKaMu. M3maraTh TTaBHBIE MBICIIU
aBTOpa M HX CHUCTEMY apryMEHTOB - HEOOXOAMMO TMPEUMYIIECTBEHHO CBOMMH CIIOBAMH,
nepepabarbiBas TakuM 00pa3oM HH(OpPMAIMIO,— TaK MPOXOIUT YSACHEHUE ee CYyTH. MBICTHb,
(dpa3bl, TOHATHIE B KOHTEKCTE, MOT'YT MPHOOpecTr 0oJiee MPOCTPAHHOE U3JI0KEeHHE B 3amucu. Ho
TEKCT OpUTHHANIA CBEPTHIBACTCSA, U CTYACHT, OTpabaThiBas JIOTUYECKOE MBIIIICHUE, YUYUTHCS
BBIICNIATH TJIaBHOE M 0000IIATh OJHOTHITHBIC CYXXIEHHUS, OJAHOpoIHbIe (akThl. Kpome ToTO,
JieNas 3aucy CBOMMH CIIOBaMH, 0000111asi, CTYICHT YYUTCS MUCbMEHHON peyH.

3HaHue 001Iel cTpaTeruy YTeHUs, TEXHUKU COCTaBJICHUE TIJIaHa ¥ T€3MCOB OINpPEICIIsIieT 1
TEXHOJIOTHIO KOHCIIEKTUPOBAHUS

e BrumartenbHO 4YMTaTh TEKCT, MOMYTHO OTMEYasi HEMOHSATHBIE MeECTa, HE3HAKOMbIC
TEPMUHBI ¥ TIOHATHSI. Botnucamo nHa noyis 3HaYCHUE OTMEUEHHBIX MMOHSATHH.

e [Ipu mepBOoM YTEHHH TEKCTa HEOOXOMUMO COCTaBUTh €r0 HPOCHON NlaH,
MOCJIEI0BATEIbHBIN MepeueHb OCHOBHBIX MBICIIEH aBTOpA.

e [Ipy MOBTOPHOM UYTEHHH TEKCTa BBIJCIATh CUCHMEMY OO0KA3ameabCmeé OCHOBHBIX
MOJIOKEHUH pabOTHI aBTOPA.

e 3aKNIIOYMTENbHBIA d3Tanm pabOThl € TEKCTOM COCTOUT B OCMBICICHMHM paHee
OTMEYEHHBIX MECT M MX KPAaTKOM IMOCIIET0BATEILHOMN 3aIHCH.

e [Ipy KOHCHEKTHUPOBAHUU HYKHO CTPEMUTHCS @bIPA3UMb MBICAL AGMOPA CEOUMU
c106amu, 3To TTIOMOraeT 0oJee rTyOOKOMY YCBOCHHIO TEKCTa.

e B pamkax paboTel HaJ TEPBOMCTOYHUKOM BAKCH YMEJBIA omoop uyumam.
HeobxoamumMo yuuThIBaTh, HACKOJIBKO SIPKO, OPUTHHAIBHO, CIKATO U3JI0KEeHa MBICITb. [{lutnpoBath
HEOOXOUMO T€ CYXJICHHSI, Ha KOTOPBIE BIOCIEICTBUN BO3MOXHA CChIJIKA KaK Ha aBTOPUTETHOE
U3JI0’)KEHUE MHEHMSI, BBIBO/IA TIO TOMY WJIM HHOMY BOIIPOCY.

KoncnekrupoBath 11enecoodpa3Ho He Ha OTACIFHOM JIUCTE, a B OOIIEH TeTpaau Ha OJTHOM
cTpanuie jucta. OOOpOTHAasE CTOpPOHA JKMCTa MOXKET OBbIThb HCHOJb30BAaHA ISl JOMOJIHEHHIA,



HEOOXOMMOCTh KOTOPBIX BBIACHUTCS B JanbHeWmieM. [Ipy KOHCHEKTHPOBAHMU JIUTEPATyph
CllelyeT OCTaBUTh IIMPOKHUE I10JIs, YTOOBI 3alucaTh HA HUX IUIaH KoHcrekTa. Ilons moryt ObITh
WCII0JIb30BaHbl TAKXKE Ul 3allUCU CBOMX 3aME4YaHUH, JOIOJIHEHUH, BopocoB. 1lpu BeicTyruIeHNN
Ha CEMHUHApE CTYIEHT MOXET IIOJIb30BaTbCsl CBOMM KOHCIIEKTOM Ul LUTUPOBAHUSA
NIEPBOMCTOYHUKA. Bce yd4acTHUKM 3aHATHS BHUMATEIbHO CIYLIAKOT BBICTYIUICHHs TOBApHUILEH 10
rpylme, OTMEYaloT CIOpHbIE WIM OUIMOOYHbIE TIOJNOKEHHS B HUX, BHOCST IIOIPAaBKH,
IPEJICTABIIIOT CBOM PEIIEHUsI U 0O0OCHOBAaHMS 00CYKJaEMbIX IIPOOIIEM.

B koHIe ceMuHapa, Koraa npernojaBaTellb 3aHsATHs IOABOIUT UTOTH, CTYIEHTHI C Y4€TOM
PEKOMEHJIAlMK IIPENOJaBaTell U BBICTYIJICHUN COKYPCHHMKOB, JOIOJHSIOT WIM HCIIPABISIOT
CBOM KOHCIIEKTBHI.

6. YueOHas iuTepaTypa u pecypcbl HHGOPMANMOHHO-TEJIEKOMMYHUKAIMOHHOM CeTH
"UHTepHeT", yueOHO-MeTOAUYEeCKOe o0ecnieueHue CaMOCTOSITeILHOMH padoThI
00y4YaKOIIHXCS 10 JUCHUILINHE (MOIYJII0)
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6.4.HopmaTHBHBIE PaBOBbIE JOKYMEHTBI.
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mudposoii moamnucu". B coorBerctBUu ¢ DenepanbHbiM 3akoHOM oT 06.04.2011 Ne 63-03
JAHHBIA ~ JTOKYMEHT ObLI Mpu3HaH yTpatuBmmuM cwiy ¢ 1 wmrons 2012 ropa.



®enepanbHbM 3ak0HOM 0T 10.07.2012 Ne 108-®3 naTta yrpaThl CHIIbl IIepeHECEHa Ha | Hros
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®epnepanbubiii 3akoH OT 22.10.2004 Ne 125-D3 (pex. ot 28.11.2015) "O6 apxuBHOM Aele B
Poccuiickoit deneparun'.

Oenepanbhbliii 3akoH oT 27.07.2006 Ne 149-®3 (pen. ot 13.07.2015) "O6 undopmanmu,
MH(OPMALIMOHHBIX TEXHOJOTHSIX U O 3ammure nHbopmanuu" (C U3M. U JAOIM., BCTYN. B CHUILY C
10.01.2016).

®denepanbubiii 3aKk0H oT 27.07.2006 No 152-®3 (pen. ot 21.07.2014) "O nmepcoHaIbHBIX
JaHHbIX" (C U3M. U A0oI., BcTym. B cuity ¢ 01.09.2015).

®denepanbubiii 3aKk0H 0T 27.07.2006 No 152-®3 (pen. ot 21.07.2014) "O nmepcoHaIbHBIX
JaHHbIX" (C U3M. U JA0OIL., BCTyI. B cuity ¢ 01.09.2015).

®denepanbubiii 3akoH 0T 27.07.2010 Ne 210-®d3 (pen. ot 13.07.2015) "O6 opranuzanuu
IIPEIOCTABIIEHUS TOCYJaPCTBEHHBIX U MYHUIMIAIBHBIX ycayr" (C U3M. U JAOIL., BCTYIL. B CHUILY C
10.01.2016).
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noanucu" (¢ U3M. u J011., BCTyI. B cuity ¢ 01.07.2015).
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Pacnopsokenue [IpaBurensctBa P® ot 02.04.2015 Ne 583-p "OOG yrBepxaenuu Ilepeuns
BUJIOB JIOKYMEHTOB, IpenycMoTpeHHoro [IpaBuinamu oOMeHa JOKyMEHTaMH B 3JIEKTPOHHOM
BUJEC IMpU OpraHM3alMU HMH()OPMAIMOHHOTO B3aUMOJEHCTBHSA, YTB. IOCTAaHOBJICHHUEM
IIpaBurenscTBa PD o1 25.12.2014 Ne 1494".

[Tpuka3 MunkyneTypsl Poccun ot 25.08.2010 Ne 558 (¢ m3m. ot 04.02.2015) "O6
yrBepxkaeHuH "[lepeuHs TUMOBBIX YNpaBIECHUYECKUX apXHMBHBIX JOKYMEHTOB, 00pa3yIOLIUXcs B
IIPOLIECCE JIEATENBHOCTH TOCYJApPCTBEHHBIX OPraHOB, OpPraHOB MECTHOTO CAaMOYNPAaBICHUS U
opraHu3alyii, ¢ yKa3aHHeM CpokoB xpaHeHus" (3aperucrpupoBaHo B Muniocte Poccun
08.09.2010 Ne 18380).



[Tpuka3z MunkomcBsizu P® or 02.09.2011 Ne 221. "OO0 yrBepxaenuu TpebGoBaHuil K
MH(OPMALIMOHHBIM CUCTEMaM 3JIEKTPOHHOIO JIOKYMEHTO00OpoTa ¢eaepalbHbIX OpPraHoB
UCTIOJIHUTENIGHOW ~ BJIACTH, YYHUTHIBAIOIIMX B TOM YHCIE HEOOXOIMMOCTH 00pabOTKH
MOCPEACTBOM JAHHBIX CHUCTEM CIIy)keOHOH WH(pOpManuu OTrpaHMYEHHOrO paclpocTpaHeHus"
(3apeructpupoBano B Muntocte PO 15.11.2011 Ne 22304).

[Ipuka3 Poccrangapra ot 08.11.2013 Ne 1465-ct "OO yTBEepXACHHUH HAIMOHAIHLHOTO
cranjapra.

[Tpukaz ®CTIK Poccum ot 11.02.2013 Ne 17 "O6 yrBepxkaeHuu TpeboBaHUil O 3aniuTe
uH(pOpMaLKK, HE COCTABISIONICH rOCyIapCTBEHHYIO TaiiHy, COepiKalleics B TOCYAapCTBEHHBIX
nHpopmanmoHHbIX cucteMax" (3apeructpupoBano B Munrocte Poccun 31.05.2013 Ne 28608).

[Tpuka3 MunkomcBsizu Poccum Ne 186, ®CO Poccum Ne 258 ot 27.05.2015. "O6
YTBEPKIACHUU TpeGoBanuii K OpraHU3allMIOHHO-TEXHUYECKOMY B3aMMOJICHCTBUIO
TOCYJapCTBEHHBIX OpPraHOB M TOCYIAapCTBEHHBIX OpraHM3aluid TOCPEACTBOM OOMEHa
JOKyMEHTaMu B 3JIeKTpoHHOM Buje" (3apeructpupoBano B Muniocte Poccum 22.09.2015 Ne
38956).

Crpareruss pasButus uH(popManuoHHOro ooémectBa B Poccuiickoit depepanuu (yTB.
[Mpesunentom PO 07.02.2008 Ne [1p-212).

[TocTanoBnenne ['nmaBel Aamuauctpanuu Bomarorpamckoit 061, ot 20.06.2003 Ne 463 (c
u3M. ot 11.05.2007) "O6 yrBepxaeHun MHCTpyKIuu 1o Ae0Npou3BOACTBY B AJMUHUCTpALUU
Boarorpaackoit oOmactu"
u3 uHpopManmoHHoro O6aHka "Bonrorpanckas obnacte" JlokymMeHT yrpatwin cuiny ¢ 1 ampens
2011 roga B cBsA3M ¢ U3IaHUEM MocTaHoOBIeHUs [ 1aBpl AMuHHCTpanuu Bonrorpaackoit 00:1. ot
29.03.2011 Ne 276.

[TocTanoBnenue ['maBel Anmuauctpanuu Boarorpaackoit o6mactu ot 30 mapta 2009 r. Ne
306 "O BBOAE B OHKCIUTyaTallMl0 €IWHOW aBTOMATU3MPOBAHHOW CHCTEMbI 3JEKTPOHHOTO
JIOKYMEHTO000pOTa B OpraHax MCIOJHUTENbHOM BiacTu Bonrorpaackoit obmactu".

[ToctanoBnenne ['maBel Aagmunucrpanuu Bonrorpanackoi oomactu ot 31 uronst 2009 r. Ne
885 "O BHepeHUH AIIEKTPOHHON IIU(PPOBON MOAMHUCH B €IMHYIO aBTOMATU3UPOBAHHYIO CUCTEMY
AJIIEKTPOHHOTO IOKYMEHTO000POTa OPTaHOB MCIIOMHUTEIRHOM BIacTH Bonrorpanckoii o6mactu".
(B pexn. mocranosnenus ['ybepnaropa Bonrorpanckoit 061. ot 16.04.2013 Ne 347).

[TocranoBnenue I'maBbl AngmunucTpanuu Bonrorpanckoit obmactu ot 22 centsiops 2009 r.
Ne 1108 "OO6 wucnosnb30BaHUM SJIEKTPOHHOM HM(POBON NOAMKMCH B CIEUATU3UPOBAHHBIX
nH(popMalMOHHBIX cucTeMax Boirorpaackoii odbmactu".

[TocranoBnenue IlpaButensctBa Bonrorpanckoit o6ma. or 26.02.2013 Ne 78-m (ped. ot
24.03.2014) "O6 yrBepxkaenun [lojmokeHHsT O  MEXKBEIOMCTBEHHOM  DJICKTPOHHOM
(6e30ymMaxHOM) JTOKYMEHTOOOOpOTE€ B OpraHax MCIOJHHUTENbHON Biactu Bonrorpaackoit
obnactu".

[TocranoBnenue IlpaButensctBa Bonrorpanckoii o6:1. ot 23.04.2013 Ne 189- "O6
yrBepxkaeHun  [IpaBunm  nmenompousBojicTBa B OpraHax — HCIOJHMUTEIBHOW — BJIAcTH
Bounrorpazackoit o6nactu".

[Tocranosnenue ['yoeprnaTopa Bonrorpanckoii oomactu ot 17 anpens 2015 r. Ne 334 "O6

aBTOMATH3UPOBAHHOM cucreme 00paboTKH KOH(HIEHIINATLHON uHpopMauu
Bonrorpanckoii oomactu".
[TocranoBnenue I'y6epnatopa Bonrorpaackoit o6 ot 12.10.2015 Ne 914 "O6

YY9aCTHHKE MEXBEIOMCTBEHHOTO JICKTPOHHOTO IOKYMEHTOO0OpOTa".

Pacniopsoxenne  Komutera uWHGOpPMAlMOHHBIX TEXHOJNOTUH M TEJIEKOMMYHUKAIIUN
Anmvunnctpanuu Bonrorpaackoit 0611. ot 01.06.2009 Ne 03-o/x "O6 yrBepxknenun MHCTpyKIMH
MONIb30BaTeNsl MO 3amuTe HMHQOpPMAIMM B aBTOMATHU3MPOBAHHOW CHCTEME DSJIEKTPOHHOTO
JIOKYMEHTOO0OpOTa B OpraHax HCIOJHUTEIBHOW BiiacTu Bonrorpaackoit obmactu u (opm
JOKYMEHTOB, HCIOJb3yEeMBIX IpPH pPadOTE C aBTOMATU3UPOBAHHOW CHUCTEMON 3JIEKTPOHHOTO
JIOKYMEHTOO0OpOTa B OpraHax MCIOJHUTEILHOM BiracTu Bonrorpaackoit o6mactu'.



[Tpuka3 Komurera mo ympaBieHHIO apXuBaMu AJMUHHCTpanuu Bosrorpaackoit o6m. ot
30.08.2010 Ne 121 "OO6 yrBepkaeHHMHM MeETOOUYECKUX PEKOMEHIAMA 110 pa3paboTke
WHCTPYKIMH 110 JEJIONPOU3BOJACTBY B OpraHax HCIOJIHUTEIBHON BJIACTH Bosrorpaiackon
obnactu".

[Tpuka3 xomuTeTa MHPOPMAIIMOHHBIX TexHOJOrui Bonrorpanckoi obmactu ot 28 ampens
2015 1. Ne 57-0/m " OO0 yTBEpKIEHHH periiaMeHTa TOJIKIIOYCHHUS K «ABTOMAaTH3UPOBAHHON
cucteme 00paboTku KoH(bUaeHIMATbHON nHpopMmamu Bonrorpaackoii obnactu".

6.5. UuTepHeT-pecypchbl.

WWw.management.com.ua - MHTepHeT nopTa Ais yIpaBIeHIIEeB.

www.megabook.ru/business - 5JKOHOMHYECKHii CIIOBAPb.

www.glossary.ru - ciaysx6a TeMaTH4eCKUX TOJIKOBBIX CIIOBApEii.

www.bpm-online.ru - Bce 06 ynpasineHnu Ou3HEC mpolieccamu, cTpaTerueii, GUHaHCAMH, EPCOHATIOM,
MapKeTHHIOM.

ek-lit.agava.ru/books.htm - bubnroTeka 3KOHOMUYECKO# U JICNIOBOI JINTEpaTyphl. UHTaTbHS.
eup.kulichki.net/Catalog/All-All.htm - BuGmuoTeka 3KOHOMHYECKOW M YNPaBICHYECKON JHTEPATypHl.
becrimarnass snextpoHHas OumOnmorexka (MoHOTpaduWH, AWCCEPTAllMH, KHHUTH, CTaThh, HOBOCTH U
aHAJIMTHKA, KOHCTIEKTHI JICKIUH, pedeparsl, y4eOHUKH).

econom.nsc.ru/jep - BuptyanbHas 5JKOHOMHUYECKast ONOIHOTEKA.

www.garant.ru — I'apanr.

WWW.VOpreco.ru - XKypuaia «Bornpockl 3KOHOMHKHY.

www.expert.ru- XKypnan «9xcrepT».

www.akdi.ru- Marepuet-cepsep «AKI DKOHOMHKA U KH3HD.

www.consultant.ru - Korcynsraut-IToc.

dic.academic.ru/searchall.php - CioBapu 1 SHIHKIIOTIEIHH.

glossary.ru - Ciysx6a TeMaTH4eCKUX TOJIKOBBIX CIIOBapEii.

www.zipsites.rU - BUOIHOTeKa SKOHOMUYECKOM U YIIPABICHUECKON JTUTEPATYPHI.

www.sf—online.ru — JTemosoii sxypran «Cexkper GUPMBD».

7. MarepuajJbHO-TeXHHMYECKas 0a3a, UH(POPMALMOHHBbIE TEXHOJIOTHH, IPOrPaAMMHOE
o0ecneyeHue U HH(POPMALMOHHBIE CIIPABOYHbIEC CHCTEMBbI

MarepuanbHO-TEXHHUECKOE 00eCTIeYeHNEe AUCIUITUHBI BKJIIOYAeT B ceOs:

- JIEKIMOHHBIC ayJUTOPUH, 00OPYIAOBAaHHBIE BUACONMPOCKIIMOHHBIM 000PYIOBaHUEM JUIS
IpEe3eHTAlNH, CpeICTBaMH 3BYKOBOCIIPOU3BECHUS, IKPAHOM;

- TIOMETIEHHUS 1Tl IPOBE/ICHUSI CEMHHAPCKUX U MPAKTUYECKUX 3aHATHH, 000pPYIOBaHHBIE
yueOHOIl MebenbIo;

- KOMIIBIOTEPHBIE KIJIACCHI, OCHAIIEHHBIE COBPEMEHHBIMU KOMITBIOTEPAMH C BBIXOZOM B
WNurepHer.

JlucuuiuiiHa ~ JOJDKHA  OBITh  TIOJIep’KaHa  COOTBETCTBYIONIMMH  JIMIIEH3UOHHBIMHU
POTPaMMHBIMU TIPOJTYKTaMH.

[TporpammMHBIe cpencTBa oOecrieueH s yaeOHOTO Mpoliecca JOHKHBI BKITIOYATh:

- onepanMoHHyto cuctemy Windows;

- IPOTPaMMBEI MPE3EHTAMOHHON TpaduKH;

- TEKCTOBBIE PEAKTOPHI;

- rpaduueckre peaKkTophl.

By3 ob6ecrieunBaeT Kakaoro o0y4aronerocss paboyuM MECTOM B KOMIIBIOTEPHOM KJlacce
B COOTBETCTBHH C 00HEMOM M3Y4aeMBbIX TUCIUILINH, 00ECIIEYMBAET BBIXO/] B C€Th MIHTEpHET.

MarepuanbHO-TEXHHUECKOE  OOecleYeHne JUCHUIUIMHBL  JUIs  oOydaromuxcs ¢
OrpaHUYEHHBIMU BO3MOXKHOCTSIMHU 3[J0POBbs U MHBAJIMJIOB BKJIIOUYAET B ce0s ClIeAyOIIEe:

- yuyeOHBIE ayAUTOPUH OCHAIIEHBI CIIEHUAIBHBIM 000PYAOBAaHHEM M y4YCOHBIMU MECTaMHU
C TEXHUYECKUMHU CpeAcTBaMH OOy4deHMs JUIsl OOydaloluxcs ¢ pasIMyHbBIMM BHUAAMU
OTpaHUYECHUU 310POBbS;



- yyeOHas ayauTOpHsi, B KOTOPOM OOy4aloTCS CTYAEHTHl C HapylICHHEM CclyXa
0o00pyOBaHa KOMIBIOTEPHOM TEXHUKOW, ayJUOTEXHHUKOH (aKyCTMYECKMH YCHIUTENb U
KOJIOHKH), BUJIEOTEXHUKON (MYJbTUMEIUMHBIA MPOEKTOp), MYJIbTUMEAUMHON cucTteMou. s
o0y4yeHMsI JIUI| C HapyLICHUSIMHU CIyXa HUCHOJb3YIOTCA MYJbTUMEIUIHBIC CPEACTBA U Jpyrue
TEXHUYECKUE CPEICTB IS MpueMa-nepeaayn yaeOHoi nHdopmariu B JOCTYIHBIX (hopmax;

- Juig  caaloBUIAIIMX OO0yYalomuXcs B JIEKIUOHHBIX M YYEOHBIX ayJUTOPUAX
IPEIYCMOTPEH MPOCMOTP YAaJCHHBIX OOBEKTOB (HampuMep, TEKCTa Ha JOCKe WM claijia Ha
9KpaHe) MpH OMOIIM BUAECOYBEIMYUTENEH /Ui yIaIEHHOT'O IIPOCMOTPA;

- U1 00Y4aIOUIMXCs C HAPYIIEHUSIMH ONOPHO-ABUTaTEIbHOTO anmapara B JEKIIMOHHBIX U
y4EOHBIX ayJUTOPUAX IIPETYCMOTPEHBI CIIELMAIbHO 000pYy0BaHble pabOUYre MECTa;

- s KOHTaKTHOM M CaMOCTOSITEIBbHOM pabOThl HCHOJB3YETCS MYJIbTUMEIUITHBIC
KOMILJICKCBI, JIEKTPOHHbIE YYEOHUKHU U ydeOHblEe IOCOOUS, aJalTUPOBAHHBIE K OTPAHUYEHUSIM
3J10pOBbsI 00YUYAIOIIUXCS.

OOyuaromyecs: ¢ OrpaHM4YE€HHBIMU BO3MOXKHOCTSMU 3/J0POBbsl U MHBAJIU/IbI, B OTJIMYUE OT
OCTAJIbHBIX, IMEIOT CBOU CHenH(puIecKrne 0COOCHHOCTH BOCIIPHUATHS, IEpepaboTKH Marepuania,
BBINTOJIHEHUS] TPOMEXYTOUHBIX M HMTOrOBBIX ()opM KOHTpoJds 3HaHMM. OHu oOecrieueHbl
NEYATHBIMU U JIEKTPOHHBIMU 00pa30BaTEIbHBIMU peCypcamu (IIpOrpaMMbl, Y4€OHUKH, yueOHbIE
nocoOusi, Matepuajbl A CaMOCTOSATENbHOW paboThl U T. A.) B (opMmax, aJalTUPOBAHHBIX K
OTPaHUYEHUSM HX 370POBBS H BOCTIPUSATHS WH(POPMALINN:

JUia nu1 ¢ HapyIIeHUsIMU 3pEHus, :

- B IEYaTHOH (OopMe YBEITMUECHHBIM IIPHUPTOM,

- B (hopMe 3JIEKTPOHHOI0 JOKYMEHTA,

JIist AL ¢ HapyIEeHUsAMHM CI1yXa, ¢ HapyIIEHUsAMH OITIOPHO-JBUTaTEIbHOIO almapara:

- B Ie4aTHOH (opme,

- B (hopMe 3IEKTPOHHOTO IOKYMEHTA.
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