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1. HEJIM OCBOEHUS YUYEBHOM JUCIIUILINHBI

Leabl0 ocBOeHMS IUCHMIUIMHBI SIBIISICTCS HM3y4YeHHE M (OPMHPOBAHUE Yy CTYJICHTOB
CHUCTEMaTU3MPOBAHHBIX 3HAHMH 00 OCHOBAaX, IMOJAXOAAX U  METoJaX  BJIEKTPOHHOIO
a/IMAHUCTPUPOBAHUS B TOCYAAPCTBEHHOM U MYHUITUIIAILHOM YIPaBJICHUU.

3agaum: chopMHpOBaTh y MAruCTPaHTOB YETKOE MOHMMAHUE O CUCTEME 3JIEKTPOHHOI'O
aJIMUHUCTPUPOBAHUSA B TOCYAAPCTBEHHOM M MYHHIIMIIAJTBHOM YIPABICHHUHU, OTIPEICIUTh KIIIOUCBBIE
HOPUHUUIBI M KOHLEMNIMU; O3HAKOMUTh MarucCTpaHTOB C HH(OPMAIMOHHBIMH TEXHOJOTMSAMU U
UHPOPMALIMOHHBIMA CUCTEMaMH, NPHUMEHSEMBIMH B TOCYJAapCTBEHHOM M MYHUIIUIAIBHOM
yIpaBJIEHUH; Pa3BUTh Y MarCTPAHTOB CIIOCOOHOCTH K CaMOCTOSATEIbHOMY aHAJIN3y MH(OpMAaIHH,
€e OCMBICIICHHI0O M (OPMHUPOBAHHMIO COOCTBEHHOTO B3IJIS1a HAa MPUMEHEHHE pPa3IUYHBIX
JIEKTPOHHBIX CPEJCTB YIPABICHUS; 03HAKOMJICHHE OOYYalOIIMXCS C BO3MOXKHOCTSIMH CHUCTEMaM
AIIEKTPOHHOTO JIOKYMEHTO000pOTA.

2. MECTO YUEBHOM JUCIHHUIIJIMHBI B CTPYKTYPE OIl BO!
3. Huka (pazaen) OIOII, k kKoTOpoMy OTHOCHTCS JaHHASI AUCUMUILIMHA (MOAYJIB).

Kypc Bxoaut B 610k OO11eHayqHbIN UK, 6a30Bast 4acTh, AUCHUILIMHA 110 BEIOOPY (B1. B.
JB. 5.1.). Kak y4eOHBbIi1 Kypc 6a3upyeTcsi Ha M3y4YeHUH TAKUX JUCIHUIUIMH Kak «MyHUIIUTIATBHOE
yIpaBJICEHUE M MECTHOE camoylpamieHuey», «Teopus W MeXaHU3Mbl  COBPEMEHHOIO
TOCY/IapCTBEHHOTO yIpaBicHUs», «KaapoBas MMONMMTHKA W KaJIpOBBIH ayIuT OpraHU3alUuN,
«[IpakTrueckas 1esTeIbHOCTh YNHOBHUKAY.
Bxoonvte 3nanus, ymeHus, 20moeHOCHIU:
- 3HaHUE 3aKOHOB Pa3BUTHSI IPUPO/IBI, OOIIECTBA,
-yMEHHUE aHATTU3UPOBATh U OIICHUBATH COIMAILHO-3HAYNMBIE ITPOIIECCHI;
- YMEHHE JTIOTUYECKH BEPHO, ApTYMEHTHPOBAHO U SICHO CTPOUTH YCTHYIO M MUCbMEHHYIO PEeUb
Teopemuueckue OuCyUNIUHBL U RPAKMUKU, OJ11 KOMOPBIX 0C80CHUE OAHHOU OUCYUNTUHDBL
(M00yns1) HeodX00UMO Kaxk npedutecmayroujee.’
VHHOBAIMOHHBIC TEXHOJIOTHH B TOCYIAPCTBEHHOM U MYHHUIIUIIATFHOM YIIPaBICHHH
Onenka 3¢ (HeKTUBHOCTH IeATETHHOCTH OPTaHOB BIACTH
NudopManinoHHO-aHAIMTHYECKUE  TEXHOJOTHU  TOCYJapCTBEHHOTO U MYHHIIHITAIEHOTO
yIpaBIeHUS

3. KOMIETEHIIMU CTYAEHTA, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHHUS
YYEBHON JAUCLUIJIUHBI / O)KUJAEMBIE PE3YJBTATHI OBPA3OBAHUSI U
KOMMNETEHIAM CTYJAEHTA 1O 3ABEPIIEHUM OCBOEHMSI NPOTPAMMBI
YYEBHOM JUCLUATIIUHBI
B PE3YIbTATC OCBOCHUA NUCHUIIJIMHBI CTYACHT JOJIZKCH:

1. 3naTh:

- I/IHCTPYMeHTI)I 3J'I€KTpOHHOFO a}I[MI/IHI/ICTpI/IpOBaHI/ISI, HpI/IMeHSIeMI)Ie B FOCYﬂapCTBeHHOM nu
MYHHIIUIIATILHOM YIIPaBIECHUU

- Metobl BepupuKaluy U CTPYKTYpPU3aUU HHPOPMAIIMHN O COCTOSTHUU U Pa3BUTUU
COILIMATIbHO- YKOHOMUYECKUX CHUCTEM, MMOTyIaeMOl U3 PA3IMYHBIX HCTOYHUKOB

- COBpeMeHHBIe I/IHCbOPMaI_[I/IOHHBIX TGXHOJ’IOFI/Iﬁ, HpI/IMeHHeMBIX OpFaHaMI/I MECCTHOTI'O
caMOyTIpaBIIeHUS

2. YMeThb:

- BrITIONTHATE yrpaBieHYECKHE ONEepaii B AJIEKTPOHHBIX CHCTEMaX JOKYMEHTOOOOpOoTa Ha
ypOBHG IIOJIL30BaTECA,

LomBO - oOpazoBaTenbHas IPOrpaMMa BhICIIET0 00pa30BaHMUS.



- OLICHUBATh BO3MOXKHOCTh M L€JI€CO00pPa3HOCTh MPHUMEHEHHsSI COBPEMEHHBIX WHCTPYMEHTOB
3JICKTPOHHOI0 aJIMMHMCTPUPOBAHUSA IIPU PELICHUU 3a1a4 IOCYJapCTBEHHOIO U MYHMIUIIAIBHOIO
YIIPABJICHUS

- IPUMEHATh METO/bl aHalIM3a, BEPUPHUKALMU U CTPYKTYpPH3alMM O COCTOSHHUU U PA3BUTHUU
COLIMAIbHO-DKOHOMUYECKUX CHCTEM, II0JIy4aéMOM M3 Ppa3IMYHBIX HCTOYHHUKOB; OLEHUBATH
peanu3anuio HMH(OOPMAIMOHHONW MOJMTUKM OPraHOB TIOCYAAPCTBEHHOTO M MYHUIUIAIBLHOTO
YIIPABJICHUS

- UCIOJIb30BaTh MH(OPMAIIMOHHBIE TEXHOJIOTUHU /JIsl PEILIEHHS] pa3IMYHbIX UCCIIEI0BATEIbCKUX
¥ aIMUHHCTPATUBHBIX 3a/1a4 MYHUIIUTIAILHOTO YIIPABICHUS; BBISBIATH 00JIACTH Hanbosee
11eJ1eCO00Pa3HOro MPUMEHEHNUS TEX WM UHBIX MH()OPMAIIMOHHBIX TEXHOJIOT Ui

3. Baaners:

- HaBBIKAMU aHAJIM3a U OLIEHKHU 11eJ1ecO00pa3HOCTH U 3PPEKTUBHOCTH IPUMEHEHHUS
COBPEMEHHBIX HH(OPMAIIMOHHBIX CUCTEM JUIS PELICHUS COLMAIBLHO- SKOHOMUYECKUX podiem, a
TaKKe METOAaMU IPUHATHS PEIICHUA U X

- HaBBIKAM{ aHAJIN3a M OLIEHKU MH(POPMAINH, TTI0JTy4aeMOl U3 pa3HbIX HCTOYHHUKOB;
COBPEMEHHBIMU METOAAMHU Pa0dOTHI ¢ HH()OPMAITMOHHBIMU CHCTEMAMH MCIIOJIb30BaHUS HOBBIX
MH()OPMAIIMOHHBIX TEXHOJIOTUI IIPU aHAIN3E, ITAHUPOBAHUY U TIPHHATHS PELICHUs B 00J1acTH
MYHUIUITAJIBHOTO YIPaBICHHUS

4. Biragerb KOMIIETEHIIUAMM:

Kox komnereniuu | HamMmeHnoBaHue pesynbraTa 00ydeHuUsI

I1K-8 BJIa/ICHUEM MIPUHIIUIIAMU U COBPEMEHHBIMU METOJJaMH YITPABJICHUS
oTIepaIusIMU B Pa3IMIHBIX chepax MesTeIIbHOCTH

[1K-11 CIOCOOHOCTBIO OCYIIECTBIIATH BEPUPUKAIIUIO U CTPYKTYPU3ALIUIO
nH(GOpPMAIINH, TIOTyIaeMON U3 Pa3HBIX HCTOYHUKOB

[1K-12 CIIOCOOHOCTBIO UCTIONB30BAaTh MH(POPMAIIMOHHBIE TEXHOJIOTHH IS
pEIICHUs PA3IMYHBIX MCCIIEIOBATEIBCKUX U QJIMHHUCTPATHBHBIX 3a/1a4

st ToCTHKEHHS TOCTABIEHHBIX LEJEH TEOPETUYECKON U TPAKTHYECKOM MOATOTOBKH CTYJEHTOB
HCIIOJIb3YIOTC JIEKLIUH, CEMUHAPBI, IPAKTUUYECKUE 3aHATHUSA, KPYTJIBIE CTOJBI, TOKJIAbI 10
aKTyaJIbHBIM MPOOJIEeMaM TUCIUILIAHEI.

KoHTposb yCBOGHHUS CTyIEHTaMU MPOTPaMMBbI AEUTCS Ha TEKYIIHHA (CEMUHApPbI) U UTOTOBBIN
(3auer).

4.1. CTPYKTYPA U COJAEP)KAHUE YYEFHON JUCIATLJINHBI
OO01mmast TPYA0EMKOCTh UCIUTUTMHBI COCTABISICT 2 3a4eTHBIX CIUHUIBI, /2 9acoB.

CemecTpbl
Bunbt yueOHOM paboThI PopmEl Bcero wacos/3ET 1 | 2 | 3 | 4
o0OyueHus
KonmnuecTBo 4acoB B ceMecTp

OO01mast TpyA0eMKOCTh ouHast 72/2 3ET 7212
JYCIUNIIIMHBI 3ET

3aouynas | 72/2 3ET 7212

3ET

KonrtakTHas pabota OYHas 36 36
(ayIuTOpHBIC 3aHATHSA) 3aouHas | 12 12
Jlexiumn OuHas 8 8




3aoyHas | 4 4
[TpakTrueckue 3aHsATHS OuHas 28 28
3aoyHas | 8 8
CamocrosiTenpHas pabora OYHas 36 36
3a04yHast | 56 56
KypcoBast pabora (mpoekt) | ouHas - - -
3a09HAs | - - -
Bua uToroBoro KoHTposis OuHas
(3auer)
3aouyHas | 4 4 4
Buabl yueOHOI 1eSITeIbHOCTH, BKIIIOYAs Dopmbl
CaMOCTOSITENIbHYIO pa0OTy CTYACHTOB TEKYIIETOo
U TPYJIOEMKOCTH (B yacax) KOHTpPOJIA
JlaGop | ycreBaeMOCTH
o, s Cam.
Ne | Paznen 5|2 g Jlexn [Tpakr aGota arop. | (mo HexemsIM
n/ | yueOHOU g % § p pabora cemecTpa)
O | IUCIMIIUINHEBI 8 an g ®opma
= % % EE % § MPOMEKYTOUH
o = o = = = = | & | oM arrecramun
S| 2| & | 3] g |3 g (o
° ° [«p] ™
s s ceMecTpam)
1 [TpuHIUTIBEI 1 Tect
KOHTISTIITHS
AIIEKTPOHHOTO
aJIMIUHUCTPUPOBA
HUS B 2 |12 |2 1 2 6 11 |- |-
rOCyJapCTBEHHOM
u
MYHHITHITATEHOM
yIpaBIeHUU
2 | HopmaruBHas YcrHbii
6a3a oIpoc Ha
AIIEKTPOHHOTO CeMHHape
aIMUHHCTPUPOBA Tect
HUS 1 2 134 |2 1 4 6 11 |- |-
uH(pOpMaIOHHAS
MOJINTUKA
OpraHoB
yIIpaBJICHUS
3 | UndopmanoHHbI Pabota ¢
€ TEXHOJIOTUH U KercaMu
UH(OPMAIIOHHBI Tect
€ CHCTEMEI B 5 56 |1 1 5 5 11 |- 1.
rOCy/IapCTBEHHOM
u
MYHHIIUITATEHOM
yIpaBlIeHUU
4 | DeKTpOHHOE [TpakTrueckas
npaBuTenscTBO U | 2 | 7-8 |1 1 6 6 11 |- |- IIMCbMEHHAs
AJICKTPOHHOE pabora




001IeCTBO Tecr
5 | DneKTpoHHBIN IIpakTrueckas
JIOKYyMEHTO000pO MUCbMEHHAs
T B OprafHax 9- pabota
rocyJapCcTBEHHOT | 2 10 1 6 1 6 6 |- |- Tect
ou
MYHUIIUIIAJILHOTO
yIIpaBJICHUSL.
6 3amura
uHpopManuu B
cUCTeMax 2111 |1 4 6 6
AIIEKTPOHHOTO
JIOKYMEHTO000pO
Ta.
Bcero 8 4 28 |8 36 | 56 - |-
®opma
aTTecTaluu:
3ayer

4.2. COAEP KXAHUE PA3JAEJIOB JIMCHUIIJINHBI
Tembi neKyuoOHHbIX 3aHAMUN

Tema 1. [IpyHOMNBI U KOHUENIUS 3JIeKTPOHHOI0 A/IMMHUCTPUPOBAHUS B IOCYAapPCTBEHHOM U
MYHUIUNIAJTbHOM YIIPABJICHUH.

[Tpenmer u mMeroasl AMcUMILTMHBL. MHbOopManmonHoe o0I11ecTBO: NOHIATHE U TpU3HAKU. MupoBoit
ONBIT Pa3BUTHsL 3JNEKTPOHHOro oOmiecTBa. AKTyalbHble NpoOjeMbl HH(OpMaTH3aMU U
MH(OPMALIMOHHON TOMUTUKU. [IpUHIUOBI 3JEKTpOHHOrO aaMUHUCTpUpoBaHus. Konuenmus
AJIEKTPOHHOI'O aIMUHUCTPUPOBAHUSA B FOCYAAPCTBEHHOM U MYHHULIMIIAJIBHOM YIIPABJICHUHU.

Tema 2. HopmaTtuBHas 0a3a 3JIeKTPOHHOIO AJMHHHMCTPHMPOBAHMA W HH(OpManuoOHHAas
MOJIMTHKA OPraHOB yIpaBJICHHUS.

3akoHonatenbcTBO Poccuiickoit denepanun 06 nHbopmanuu, HHPOPMALMOHHBIX TEXHOJOTHIX U
3ammre uH@opManuu. HMHopManmoHHas TMONHMTHKA B TOCYAApPCTBEHHOM M MYHHUIIMIIATEHOM
ynpasieHuu. Cdepsl U 3a/1a41 JIEKTPOHHOTO aIMUHUCTPUPOBAHUS.

Tema 3. UndopManoHHbIE TEXHOJOTMH U HH(POPMAIIMOHHBIE CHCTEMbI B FOCY1aPCTBEHHOM H
MYHHIUNAAbHOM ynpaBieHuu. [loHsTtue, cymHOocTh W BUABI HMH(OOPMAIMOHHBIX U
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH. Nudopmanmonnsie CHUCTEMBI. l'ocynapcTBeHHbIE
UHPOPMALIMOHHbIE CUCTeMBL. ['OCyZapCTBEHHOE peryiupoBaHue B cdepe NpUMEHEHHUs
nH(GOPMalMOHHBIX TexHoJorui. Mcnonp3oBanue MHGOPMALMOHHO-KOMMYHUKAIIMOHHBIX CETEH.
WNHdopMalinoHHbIE TEXHOJIOTUU TOCYAapCTBEHHOr0 yrpaBjieHus. [ 'eonH(popMaimoHHble CUCTEMBI.
DJIEKTPOHHAS MOJIMHKC.

Tema 4. DIeKTPOHHOe NPABHUTEJILCTBO M JJEKTPOHHOE 001IecTBO. ba3zoBble MOJIOKEHHUS U
TpaeKTOpus

Pa3BUTHS AIEKTPOHHOTO afMUHUCTpUpoBanus B Poccun u bamkoprocrane. LI «OnexkTpoHHas
Poccus» un «MHpopmaoHHOE OOIIECTBO» KaK MHCTPYMEHT aJIMHUHHCTPATUBHOW pe(OpPMBI.
Opranuzanyst B3aUMOJEUCTBUS C OpPraHaMHM MECTHOTO CaMOYIPABJIECHUS B YacTU BHEAPEHHUS
IEKTPOHHOI'O  aJMUHHUCTPUPOBAaHHA.  MupoBoil  ombIT  peanu3auuud  «DJIEKTPOHHOIO
MPaBUTENbCTBA». 3agaud  (HOPMUPOBAHMS ANEKTPOHHOIO TMpaBUTENbCTBA B PecmyOmuke
bamkoprocraH.




TeMma 5. DIeKTPOHHBINH JOKYMEHTO0O00POT B OPraHax rocyJapcTBeHHOr0 ¥ MyHMUUNAJIBLHOTO
ynpasiieHus. JJoOKkyMeHTOOOOPOT B TPaaUIMOHHON M 3eKTpoHHOU ¢opmax. [loHsTHs u 3amaun
CUCTEM DJIEKTPOHHOTO JIOKyMEeHT000opoTa. CHCTEMBI MEXBEIOMCTBEHHOTO B3aMMOICHCTBUSL.
Opranm3zanus mpormecca 3JIEKTPOHHOrO  JOKyMeHTooOopoTa. Ilporpammuas — peanusanus
(GC)I|

Tema 6. 3ammTa nHGOPMAIMU B CHCTEMAX JIEKTPOHHOI0 JIOKYMEHT0000pPOTA.

KonTponbs nmocryna k nHGOpMaIuu, IporpaMMHBIEC CPEJICTBA: CPEIICTBA KOHTPOJIS 10- CTyHa K
JNoKyMeHTaM, kK Web-pecypcy, ammapaTHblE CpPEICTBa KOHTPOJIS JIOCTYNa, OHMOMETPUYECKHE
CpEeACTBA, METO/I CKAHUPOBAHMS Paly>KHOH OOOJOYKH Tja3a, FTeOMETPUH JIUIIA, PACIO3HABAHUE TI0
TOJIOCY, 110 TIOAIKCH, 110 OTIIEYaTKy HallbIia.

Kpunro3zamura u 0e30macHble KOMMYHHKAIMH: TOHATHE Kpunrorpaduu, mudpoBaHUE C
MOMOIIBIO0 KIIFOYa, C CUMMETPHYHBIM KIHOYOM, aCUMMETPUYHOE MU(poBaHHe, NMH(pPOBaHUE C
CUMMETPUYHBIM W aCUMMETPHUYHBIM KIIIOUOM. be3omacHocTh mpu mepemnwmcke. OmnpeneneHue
U(PPOBOY TOJIKCH, 3aKOHOIATEIILHOE PErYJIMPOBaHUE, IPUHITUIT ICHCTBUSI.

Cemuuapcxue 3aHAmMuUA

Tema 1. Undopmatusanus 1 uHGoOpMaMOHHOE 001ECTBO

dopma npoBeeHUs1: TUCKYCCHUs

Bonpocs! mia quckycceuu:

1. OcHOBHBIC TIOHATHS U TIPOOJIEMBI CTAHOBIICHUS WH(OPMAIIMOHHOTO 00IIECTBA.

2. Bo3HUKHOBEHHE, 3TAIbl Pa3BUTHUSL U TEXHOJIOTUYECKUE ACIIEKThl MHGOPMATU3alUK B MMyOIUYHON
chepe.

3. [MonoxxutenpHbIC U OTPHUIIATETIbHBIC TOCIEACTBHS HH(DOPMATHU3AIINH.

4. dakTopsl, BIMUAIONIME HA TIPOLIECCH HH(GOPMATH3alUUA B CUCTEM ITYOJIMYHOTO YITPABIICHUS

Tema 2. UndopMaunoHHble NPOEKTHI B 00JIACTH TOCYAAPCTBEHHOI0 W MYHHIUINIAJIBLHOIO
yHpaBJIeHUS

1. IlpuopurerHsl cdepbl TOCYyJapCTBEHHON HHPOPMAIIMOHHON MOIUTUKH

2.

IIpakTuyeckas padora: [Touck nunpopmaruu u fokymenTos CIIC «Koncynbrantllmocy

Tema 3. IlpumeneHue HHMPOPMAUMOHHBIX TEXHOJOTH M HH(POPMAUMOHHBIX CHCTEM B
rocy1apCTBEHHOM M MYHMIMIIAJIbHOM YIIPaBJIeHUHU

1. TlporpammHbIe MPOAYKTHI, TPUMEHSEMbIE B OpraHax TOCYJapCTBEHHOTO W MYHHUIIUTIATHLHOTO
yIpaBIeHUS A7 peanu3anuil PyHKIHA SJIeKTPOHHOTO aIMUHUCTPUPOBAHUS

2. TloHsATHEe JOKYMEHTOIIOTOKA, €ro CTPYKTypa, II0Ka3aTeld OICHKH JOKYMEHTOIIOTOKA.
JKvi3HeHHBII LUK~ JOKyMEHTa. JTambl  JOKYMEHTOOOOpoTa.  DIEKTpPOHHBIH  OOMEH
HEIOPUINYECKUMH IOKYMEHTaMH.

3. BeiOop moaxoma K aBTOMaTU3allMd JTOKyMEHTO0OOpoTa. OleHKa MOTPEOHOCTH B CHCTEMax
AJIIEKTPOHHOTO JIEJIOMPOU3BOACTBA U JOKyMeHT0o000poTa. OO0CHOBaHME HEOOXOIUMOCTH TEPexo/aa
K 0€30yMa)KHOM TEXHOJOTHH YIIPaBICHUS.

IIpakTHyeckas padora: JOKYyMEHTOOOOPOT Ha Oa3e IEKTPOHHON MOYTHI, IEPEBOJI IOKYMEHTOB B
AIEKTPOHHBIN BUJI.

Tema 4. IIpenocrasiieHre rocy1apcTBeHHbIX 1 MYHHIIUNIAJBHBIX YCJIYT B 3JIEKTPOHHOM BH/E
1. Hcnonb3oBanue MH(POPMALMOHHBIX CHCTEM B OTJENIBbHBIX CEerMEeHTax
roCy/1apCTBEHHOTO ¥ MyHMIIMIIAJILHOTO YIPaBIEHUS.

2. IlpuHuMIbl opraHu3anuu padoTsl MHOrO(QYHKIIMOHAIBHBIX LIEHTPOB MPEAOCTABICHHS YCIIYT.



IIpakTnyeckas padora: [IpakTukyMm mo pabote B moprane ['ocyciayru, © Ipyrux 3J€KTPOHHBIX
CUCTEMAaX IPEJOCTABIEHUS TOCYJapCTBEHHBIX U MYHULIUIIAIBHBIX YCIIYT

Tema 5. CucTeMbl 3JIEKTPOHHOI0 IOKYMEHT0000pOTAa

1. DneKTpOHHBIN AOKYMEHTOOOOPOT U 3(P(HEKTUBHOCTh CHCTEMBI TOCYIapPCTBEHHOI'O YIPABICHUSI.
2. Cocrapnsomue 3pGEeKTUBHOCTH CUCTEMBI TOCYJApPCTBEHHOTO YIpaBieHUA - 3(PPEeKTUBHOCTD
paboThI OT/AETBHBIX OPraHOB BIACTH, 3()(HEKTUBHOCTH B3aUMOJICHCTBHSA C TPaKJaHAMU U OU3HECOM,

3¢ (EeKTUBHOCTH PaOOTHI OT/ICIBHBIX OPTaHOB BIIACTH.
3. Madopmanmonnas cucrtema. DCY ][ kak yacTh HHGHOPMAIMOHHONW CUCTEMBI

4.Pa3zpaboTka

MepOHpHHTHﬁ o COBCPUICHCTBOBAHUIO

CHCTCMbI

aJIMUHUCTPUPOBAHUS B TOCYAAPCTBEHHOM U MYHUIIUTIAILHOM YIIPABICHUN
IIpakTuyeckas padota: 3HAKOMCTBO C PBIHKOM IPOrPAMMHOIO OOECIEUEHHUs AIIEKTPOHHOIO
JOKyMeHT0000poTa. CpaBHEHHE CHCTEM 3JIEKTPOHHOTO JJOKYMEHTO000POTA.

3HAKOMCTBO C CHCTEMOM QJICKTPOHHOI'O ,I[OKYMeHTOO60pOTa «JIotocy

Tema 6. 3amuTa nHGOpMALNH B CHCTEMAaX 3JIEKTPOHHOI'0 IOKYMEHT0000poTa.
[Ipaktuueckass pabora: OOnayHble TEXHOJOTUU coxpaHeHus AaHHBIX. Co3manue 1UGPOBOIA
MOJITUCU

Camocmoamenvnas paboma

TeMbl 1J1s1 CaMOCTOSITEIHLHOIO N3YYCHUS MAaTCPHAJTIOB

OJICKTPOHHOI'O

Ne Tema ®opma K-Bo yacos
TeMBbI KOHTPOJIA Ou/3
1 1. MWudopmarmszanmst kak npouecc mnepexoma k | Tecr 6/11
UH(POPMALIMOHHOMY OOILECTBY.
2. Ilpu3naku nHGOPMaLMOHHOTO O0IIECTBA.
3. MudopmanuonHass peBOJIIOLUS M €€ MpPOSBICHUS B
CUCTEME YIpaBJIECHUS
4. OpanHiysckas, aMepuKaHCKas M SAMOHCKas MOJENHU
MH(OpPMaTU3aLMU CUCTEMBI YITPABJICHHUS
2 1. Ilporpammel uHGopmaTu3zauuu Poccun. ITogroroska 6/11
2. Uemm rocymapcTBEHHOM TOJUTHUKH B  cdepe | aHAIUTUYECKO
uHpOpMaTU3aLUU ro o63opa
3. Tlporpamma «3OnexktponHas Poccus» (memm, 3amaum, | HITA
MEPONPUSITHSI, UTOTU PEaTU3aLIN) Tect
3 Hcnonp3oBanne  MHGOPMalMOHHO-KOMMYHUKAIIMOHHBIX | BeimonHenue 6/11
cereil. THpOpMaLlMOHHBIE TEXHOJIOIUU TOCYJapCTBEHHOTO | MPAKTUYECKUX
yrnpasieHus. ['eonHGopMamoHHbIe CHCTEMBI 3aJjaHUI
Tect
4 WudpactpykTypa co3gaHus M THOJJIEPKKH cuctemsl | Pabota ¢ 6/11
3JIEKTPOHHOTO JIOKYMEHTO00O0pOTa B OpraHax IyOJIMYHOM | KiiecaMu
Biactd. HWHpopmanmoHHble  ciay)Obl  3nekTpoHHOro | Tect
nokyMmeHToobopora. Llenu, 3amaun, GyHKIMH, TPUHIMUIIBI
B3aMMOJEHCTBUS CO CTPYKTYPHBIMH TOJpPA3AEICHUSIMU
nyOJIMYHOTO OpraHa BIacTu
5 OJEeKTPOHHBIA  TOKyMeHTooOopoT u 3¢ dexkruBHOCTH | Onpoc Ha
CHCTEMBI IrOCyapCTBEHHOro ynpanieHus. COoCTaBisAIOIINE | CEMUHAPCKOM 6/6
3P PEKTUBHOCTH CHUCTEMBI TOCYJAPCTBEHHOTO YIPABJICHUS | 3aHATHH
- 93(deKTHBHOCTh PabOTBI OTACIBHBIX OpPraHOB BIACTH, | TecT




3 PEeKTUBHOCTh B3aUMOACHCTBUS C TpaxiaaHaMU |
6usHecoM, 3(p(HEeKTUBHOCTh PAOOTHI OTAEIBHBIX OPraHOB
Brnactu. MuHpopmanmonnas cucrema. DCVY]J] kak dYacTh
UH(POPMALIMOHHOM cucTeMbl. Pa3paboTka MeponpusTHil 1O
COBEpIICHCTBOBAHUIO CUCTEMBI AIEKTPOHHOTO
aJIMUHUCTPUPOBAHUS B rOCyJapCTBEHHOM "
MYHUIIUIIAJILHOM YIIPaBJICHUH

6 Kpunro3zamura u 0Oe3omacHble KOMMYHUKauu: moHsTHe | Ompoc Ha
kpuntorpadguu, mudpoBaHHEe C TOMOIIBI0 KJIKOYa, C | CEMUHAPCKOM
CUMMETPUYHBIM KITFOUOM, aCUMMETPUYHOE MU(PPOBAHUE, | 3aHATHU
mu@poBaHue € CHUMMETPHYHBIM H acUMMETpUYHbIM | Tect 6/6
KiodoM. besomacHocTs mnpu mnepenucke. OmnpeneneHue
nu(ppoBON MOJIMUCH, 3aKOHOJATEIBHOE pEryJIupOoBaHuUE,
MIPUHILINN ACHCTBHUS.

5. OBPA3OBATEJ/IBHBIE TEXHOJIOTI'HMA
B npenogaBanuu Kypca UCIONIB3YIOTCS cleayronue GopMbl yueOHOH paboTh:

— JICKIIUH, CGMI/IHapI)I, Ha KOTOpI)IX 06cy>1<11a10Tc;1 BOHpOCI)I JIGKHI/II;'I U OJOMAIIIHUX 33,I[21HI/Iﬁ,
JOKJIJIbI, TPOBOASITCS TUCKYCCUH, KOHTPOJIbHBIE paOOTHI, TECTUPOBAHUE.

— CcaMOCTOsTebHAsI pabdoTa CTYIECHTOB, BKJIIOYAIOIIAS YCBOCHHE TEOPETUYCCKOTO MaTepuaia,
MOATOTOBKA K CEMHHApaM, BBITIOJIHCHHE TBOPYECKUX 3aJaHUi, HamucaHue pedepaToB, TE3UCOB,
craTel, paboTa ¢ AJIEKTPOHHBIM Y4€OHO-METOANYECKUM KOMILJIEKCOM, MTOATOTOBKA K TEKYILIEMY

— KOHTPOIb 3HAHUH K MPOMEKYTOYHBIM aTTECTALUsAM, K 3a4ETy U K3aMEHY;

- TGCTI/IpOBaHI/IC I10 OTACJIBHBIM TEMAaM NJUCHUIIIIMHBI, 11O MOI[y.HSIM HpOFpaMMI)I;

- HUPC, Bkmrouaromnas 3aHsATHS CTYJEHTOB B CTYJEHYECKOM HAy4yHOM OOIIEeCcTBE, y4acTue B
KOH(EpEeHIMIX, OJIMMITHA/IAX;

— KOHCYIIbTUPOBAHHE CTYACHTOB IO BOIIPOCaM yueOHOTO MaTepuaa, HalluCaHusl Te3UCOB, CTaTel,
JIOKJIJI0B Ha KOH(EPEHITUH.

B npenoaaBaH JUCHUIIJIMHBI MCHOJB3YIOTCA CIACAYIONMEC NHHOBAIMOHHBIC U HHTCPAKTUBHBIC
TCXHOJIOT'MH O6y‘~IeHI/IH2
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[TpuHIUTIBI U
KOHIICIIMS
3JICKTPOHHOTO
aJIMUHUCTPUPOBAHU
IB
roCyJapCTBEHHOM U
MYHHITUTIATEHOM
yIpaBJICHUN

JIK np np

HopmaTtuBnas 6a3a
AJIEKTPOHHOI'O
aIMUHHUCTPUPOBAHU
U mp | mp JK | 1p
uH(pOpMalOHHAs
MOJINTUKA OPraHOB
yIpaBIeHUS

HNndpopmannonusie
TEXHOJIOTUH U

UH(POPMALOHHEIE
CHCTEMBI B JK np | op op | op | Oop np
rOCyJapCTBEHHOM H
MYHUILUAIBHOM
yIpaBJICHUU

DIIEKTPOHHOE
MPaBUTEIBCTBO U
ANEKTPOHHOE
0011eCTBO

JK np np np

ONEKTPOHHBIN
JIOKYMEHTO000pOT B
oprasax
TOCYapCTBEHHOTO U
MYHUIIUTIATIBHOT'O
yIIpaBIICHUSL.

np np JK | JIK

3amura
uH(popMaluu B
CUCTeMax np np | op JK | mp | mp
AIIEKTPOHHOTO
JIOKYMEHT0000pOoTA.

[TpuHIUTIBI U
KOHILICTILINS
HIIEKTPOHHOTO
aJMUHUCTPUPOBAHU
1B
rOCyJapCTBEHHOM U
MYHHUIUIIAJIbHOM
YIIPABJICHUU

np | Ak | mp | mp | mp np

6. OLIEHOYHBIE CPEJCTBA JJs1 TEKYWEIO KOHTPO.JISI YCIEBAEMOCTH,
MPOMEKYTOYHOUM ATTECTAIIMHA MO UTOT'AM OCBOEHMSI JUCLUILINHBI U
YYEBHO-METOJMYECKOE OBECHEUYEHUE CAMOCTOSITEJBLHONH PABOTbI
CTYJIEHTOB



OreHOUHBIE CPEACTBA JJIsl TEKYIIETO KOHTPOJIS yCIIEBAEMOCTH BKIJIIOUYAIOT B €051 BOMPOCHI K
CEMMHAPCKUM 3aHATHSIM, TEMBI JI0KJIA0B K KaXKJIOMYy CEMUHApy, a TaKXe TeMbl pedepaToB, TECThI
10 OTACIBbHBIM TE€MaM U MOXAYJISIM INPOrpaMMbl B CBA3U C IIPOMEXKYTOYHBIMHM aTTECTALUAMM,
KOHTPOJIbHBIE BOIIPOCHI K 3a4€Ty U K DK3aMEHY.

PazHooOpa3Hbie OLIEHOYHBIE CPEJCTBAa HANpaBJICHBI Ha BBISIBICHHE KAayecTBAa YCBOECHHBIX
3HAaHWM, cTeneHu Cc(HOPMUPOBAHHOCTH IOCIEAOBATEIBHOIO, JOKA3aTelbHOIO KPUTUYECKOIO
MBIIUICHHUS ¥ pe(IeKCHH, YMEHUH ONIEPUPOBAHUS MOHATUHHBIM COCTABOM, BJIaJICHUSI METOJAUKON U
METO0JIOTHEHN HCCIeJ0BAHUS OOIECTBEHHOTO MHEHHMSL.

6.1. Tembl pedpepaToB 1Mo JUCHUINIHHE

TepMHUHOIOTHSA JOKYMEHTUPOBAHHUS YIIPaBIeHYECKON HH(OpMaIiu

TepMmuHONOrUs Opranu3anuu padoThl ¢ JOKYMEHTaMU

[TonsTHE TOKYMEHTA: MPU3HAKU, CBOMCTBA, (DYHKIIUU

Knaccugukarus ynpaBieHUeCKUX JOKYMEHTOB

PernamenTanus opranuzanuu JeJI0IPOU3BOJCTBA B OPraHax BJIACTH

PernamenTanust opopmiieHHsI JOKYMEHTOB

[Mopsimok odunmansHOro NcTONB30BaHus repda PD 1 repOOBBIX OIaHKOB

PernameHTanusi UCHoIb30BaHUS FOCYJapCTBEHHOIO sA3blka PD M rocynapcTBEHHBIX S3bIKOB
pecny6ﬂm< cyobexToB PO npu opopmiienun opunranbHbIX TOKYMEHTOB

9. PermameHtanus = NOMOJHEHMS  OQUUMAIBHBIMM  JOKYMEHTaMH  pPECypcHOM  0asbl
KOMILIEKTOBAHHUS MTOJTHOTO HAIIMOHAIBHOTO OMOIMOTEYHO-MH(POPMAIIMOHHOTO (POHAA TOKYMEHTOB
PO

10. Permamenrarusi paboThl C JOKYMEHTaMHU C OTPAHUYCHHBIM JOCTYIIOM B OpTraHax BIacTH

11. Pernamentauusi opopMICHHS JOKYMEHTOB

12. Tlopsanok odpunmanbHOTO HCnoiab30Banus repda PO u repOoBhIX O1aHKOB

13. PernameHTanus UCHOJB30BAHUS TOCYIAPCTBEHHOIO si3blka P® M rocynapcTBEHHBIX S3BIKOB
pecny6nuk-cyobekToB PO npu odpopmiaeHnn opuIMaIbHBIX JOKYMEHTOB

14. CoBpemeHHbIE CTIOCOOBI M TEXHUKA CO3/IaHUs JOKYMEHTOB

15. Hopmsl opumanbHO-1€7I0BOr0 CTHIISA YIIPABIEHUYECKUX JOKYMEHTOB

16. IIpuHUMDOBI U BUJBI PEIAKTUPOBAHUS YIPABICHUECKUX JOKYMEHTOB

17. PermameHTamus MoArOTOBKU M W3JJaHUS HOPMATUBHBIX aKTOB

18. Pa3paboTka aTMUHHCTPATUBHBIX PETIAMEHTOB

19. Pa3paboTka TPOEKTOB JOJDKHOCTHBIX PETIIAMEHTOB TOCYNAPCTBEHHBIX M MYHUIIUIATBHBIX
CJIy’KallIMX, JODKHOCTHBIX 00s13aHHOCTEN COTPYIHUKOB OpraHu3anui

20. MeToBI MCCIIEIOBAHUS B IPOCKTHPOBAHUS JIOKYMEHTOO00pOTA

21. PermamMeHTaIus MeXBEIOMCTBEHHOTO JIEKTPOHHOTO AOKyMeHTooOopoTa (MDJ10)

22. Opranu3zanus HHOOPMAITMOHHO-TIONCKOBBIX CUCTEM M KOHTPOJIS UCTIOTHEHHS TOKYMEHTOB

23. OcCHOBBI CUCTEMATHU3ALMU M YCTAaHOBJICHHUS CPOKOB XPAHEHUS TOKYMEHTOB B OpraHax BJIACTH
24. PermameHTanus apxuBHOTO XpaHEHHs JOKYMEHTOB B PD

©OND U WP

6.2. Bonmpocsl k 3a4eTy

HazoBute MHPOpPMAIIMOHHBIC PEBOIIONIUN B HCTOPUH PA3BUTHSI IUBUITA3AIIHH.
Yro Takoe nH(pOpMaIMOHHbIE pecypchl o0miecTBa?

Yem onpenensercs nHGOPMAIMOHHBIN MOTEHIMA o01iecTBa?

B gem 3akmouaercs nHpopmanmonHas 0€30MacHOCTh JIMYHOCTH U 0011ecTBa’?
[Tepeuncnrure OCHOBHBIE 00BEKTHI HHGOPMAITMOHHON O€30MaCHOCTH.

Yro takoe nHpopmaTHu3anus oomecTra?

HazoBute npusnaku GpopmupoBaHusi “HPOPMAIMOHHOTO OOIIECTBA.
HazoBute kpurepuu nepexoaa Kk ”HGOPMAIIMOHHOMY OOILECTBY.

HazoBute ocHOBHBIE chephl HHPOpMATH3aAITUU O0IIECTBA.

[lepeuncnure MONTOKUTENbHBIE TOCTEICTBUS HH(OPMATU3ALIUK O0IIECTBA.

©CoNoR~WNE

[EEN
©
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11.
12.

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
217.
28.
29.
30.
31.
32.
33.
34.
35.

36.

37.

[lepeuncnure oTpuLaTeNbHbIE MOCIEACTBU HHPOPMATU3ALUHN OOIIECTBA.

B dyem 3akmouaercs uWHGOPMAlMOHHOE HEPABEHCTBO? VYKaXUTE AaCHEKTHl €ro
paccMOTpPEHMUS.

HazoBuTe HECKOJIBKO MporpamMm HHPOPMATH3ALUH 32 PYOEKOM.

OcHoBHbIE 337]a4H, peniaemble Iporpammoit "OnexrponHas Poccus”.

Kakue OCHOBHBIE JOKYMEHTBHI PErVIAMEHTUPYIOT paboTy MporpaMMbl "OIeKTpOoHHas
Poccua"?

[Tepeuncnure OCHOBHBIE 00pa30BaTEIbHBIC MOPTANIHI B "DneKkTpoHHOU Poccun".

Uto Takoe OxuHaBCKask XapTus?

Yem xapaktepusyercs HHPOPMAIMOHHBIN KPU3UC BO BTOPOH mosioBuHE 20-T0 cTONETHSA?

B 4yem ocHOBHas 3a/1a4a MEXIyHAPOAHBIX IPOTPaMM MH(POPMATU3AIIH

[TprMeHeHus CUCTEM JIEKTPOHHOTO IOKYMEHTO000pOTa Ha (DMHAHCOBBIX PhIHKAX.

KoHTponb f1€ATeNbHOCTM  yY4ETHOW CHCTEMbl IIPU  MCIIOJIB30BAHUMU  BJIEKTPOHHOIO
JIOKYMEHTO- 000poTa.

Oco0eHHOCTH 3JIEKTPOHHOI'O JIOKYMEHTOOOOpOTa B OTHOLIEHMHM CPEICTB MEHCHOHHBIX
HAaKOILJICHUH.

Hndpactpykrypa B 00pb0e 3a BHEAPEHUE 3IEKTPOHHOTO TIOKYMEHTOO00pOTA.

DNEKTPOHHBIH JOKYMEHTOOOOPOT B OpraHax rocyJJapCTBEHHOH BIACTH.

ObecnieueHue 3JIEKTPOHHOIO TOKYMEHTOO00pOTa MEX Ay OpraHaMu BJIacTH.

Oducubpie ycTpoiicTBa 10 00paboTke KOHGUIACHIHMATBLHOM HHQOpPMAIMKH: HOBbBIE
BO3MO>KHOCTH.

[IpakTKa NpUMEHEHUs MEXIYHApOJIHBIX CTAHJAPTOB YIIPABJICHHUS B OpPraHHU3aIUU.
Pa3paboTka nonuTUkM ynpaBieHus JOKyMEHTALUEH.

KoHTpoib HCNONHEHUS TOKYMEHTOB W IMOPYYEHUH B TEPPUTOpPUATBHO-pACTIpPEeNIEHHBIX
KOMIaHUsAX. MOTHUBaLMsI UCIIOJIHUTEIbHOCTH.

Opranuzanus KOprnopaTUBHOTO JOKYMEHTO00O0pOTa.

CoBpeMeHHbIE TEXHOJIOTUN JOKYMEHTAIIMOHHOTO 00€CTIeYeHHs! YIIPABIICHUS [IEPCOHAJIOM.

[TpoGnembl peanu3anuy MPOEKTOB BHEIPEHUS CUCTEM 3JEKTPOHHOIO JTOKYMEHTOOOOpoTa
(tatopma - cuctema JIEKTPOHHOTO JOKYMEHTO000pOTa MO BEIOOPY).

Opranuzanus 3J1eKTPOHHOTO apXHUBa JOKYMEHTOB U YIPaBICHHE HOPMATHBHO-CIPABOYHON
uH(popMalel B cCTeEMax JIOKyMEHTO000poTa.

[Tongxox K COBEpLIEHCTBOBAHHIO HH(MOPMAIMOHHBIX TEXHOJOTHH JTOKYMEHTOOOOpOoTa B
CUCTEME OpraHOB rOCYAapCTBEHHON BIIACTH.

HuTepHeT-ipUeMHasi: OMBIT BHEAPEHHS CHCTEMBl 00paboTku oOpallleHuil TpakIaH,
MOCTYIAIINX Yepe3 OPUIIHATbHBIN CAMT.

Co3naHue >MeKTPOHHOTO XpaHWIMIIA JTOKYMEHTOB (miaardopma - cucTeMa 3JeKTPOHHOTO
JIOKYMEHTOO0O0pOTa IO BEIOOPY).

OneIT aBTOMATH3AIMU (PYHKIMA MOATOTOBKH, COTJIACOBAHMSI, PETUCTPAIIMH U PACCHUIKH
HOPMAaTUBHBIX IPABOBBIX AaKTOB HCIOJIHUTEIbHBIX OpPraHOB TOCYAApCTBEHHOW BIIACTH
cyobekToB Poccuiickoit dpenepaninu 1 OpraHoB MECTHOTO CaMOYITPABICHHS.

[Toctpoenue >(hPeKTUBHON CHUCTEMBI ACIONMPOM3BOACTBA Ha 0a3e CHUCTEM 3JIEKTPOHHOTO
JIOKyMEHTO000pOoTA.

6.3. MaTtepuajbl 1uarnocTuyeckoro KoHTpoJs (TecTo):

Bapuanr 1

1. Uudopmanust paccMaTpuBaeTCs B MPOIECCE YIPABICHUS Kak
a) OAMH U3 aCIIEKTOB yIPaBJICHUS

D) s1eMEeHT TeXHOJIOTHH yIIpaBICHHUS

C) onHa U3 (PYHKIUI ypaBiIeHUs

*d) oMH M3 OCHOBHBIX PECYPCOB YIIPABICHHSI

€) JIEMEHT JEeJI0NPOU3BOACTBA
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2. JIenonpou3BOICTBO PACCMATPUBAETCS B HACTOSIIEE BPEMsI B CUCTEME YITPABICHHS KaK

*a) ogHa u3 QYHKIMKA yIpaBiIcHUS

b) onuH U3 acriekToB ynpaBieHUs

C) 9JI€MEHT TE€XHOJIOTHH YIPaBICHUS

d) oaMH M3 OCHOBHBIX PECYPCOB YIIPABICHUS

€) 2J1eMeHT HH(OPMALIMOHHBIX PECYPCOB

3. C TOuKHM 3peHHUsl IeTONPOU3BOJICTBA, TOKYMEHT — 3TO

a) o(OpMJICHHBIN B COOTBETCTBUH C TPEOOBAHUSIMU TEKCT

b) dukcanms Ha 1F0O0M HOCHTEIE ONPEICIICHHBIX O(UIMATBHBIX JTAHHBIX

C) u"dopmarus, 3apuKcupoBaHHas B JTIOOOM BHUE HA TIOOOM HOCHUTEIE

d) nanHble, 3aduKCHpOBaHHBIE Ha JIIOOOM HOCHUTENE, IPEINONAraloNIMe BO3MOXKHOCTh HMX
pacmpoOBKH

*e) 3auKCHpOBaHHAs HAa MaTEpPUATBHOM HOCHUTENEe HH(POPMAIUS ¢ PEKBU3UTAMH, MO3BOJISIOIIUMHU
e€ uneHTuuIupoOBaTh

4. DIIeKTPOHHBIN TOKYMEHT — 3TO

a) croco0 XpaHeHHs TPAAUIIMOHHOTO (IEPBUYHOT0, OyMa)KHOTO) JOKYMEHTA

D) mnepBUYHBIA HNEKTPOHHBIA JTOKYMEHT, BKJIIOYACMbIi B WH(POPMAIMOHHYIO CHCTEMY 0e3
OyMaxHOU (HOpMBI

C) criocob HEeMOCPEACTBEHHOTO HH(POPMUPOBAHUS TTOJIB30BATEIS

*d) nokymeHTHpOBaHHAs WH(pOPMAIHs, MPEACTaBICHHAs B JICKTPOHHOU (hOpMe, TO €CTh B BHIE,
NPUTOJHOM ISl BOCIIPHSTHS YEIIOBEKOM C HCIOJIB30BAHUEM ODJICKTPOHHBIX BBIYMCIUTEIBHBIX
MallMH, a TaKkXke JUid mepefaud Mo WHGOPMAIMOHHO-TEIEKOMMYHUKAIMOHHBIM CETSIM MU
00paboTKH B MHPOPMAITMOHHBIX CUCTEMAX

€) TOKYMEHT, IPUTOIHBIN JJIsl aBTOMAaTHYECKOrO CYUTHIBAHUS COZeprKallelics B HeM HHPOopMaIuu
5. K anemeHnTam nHpOpMaMOHHON HHPPACTPYKTYpbl OPraHu3aluyd OTHOCSTCS:

) CyILIECTBYIOIIAsl CCTeMa YIpaBJIeHUs JOKyMEHTaIen

*D) COBOKYITHOCTB Co/iepIKalieiicsi B 0a3ax TaHHBIX HH(POPMAIIUH

*C) uH(pOpMaIIMOHHBIE TEXHOJIOTMH U TEXHUYECKHE CPEICTBA

d) OyMakHBIX U 3JICKTPOHHBIX JJOKYMEHTOB

*e) nH(OpMaIMOHHBIE HABBIKU M KYJIbTypa MepCOHaIa OpraHU3aIiuu

6. K Bu1am cranaapToB, MPUMEHSEMBIX B JICIIOTIPOU3BO/ICTBE, OTHOCSTCS:

*a) MeX1yHapOJHbIE

b) obnactHbIe

*C) peruoHajgbHbIE

d) MexxperruoHabHbIC

*e) cTaHIapThl OpraHU3aIHiA

7. IIpuHATO BBIIEIATH B PA3BUTHH TOCYJAPCTBEHHOTO JIEIONPON3BOACTBA B Poccnn

@) 4eThlpe OCHOBHBIX 3Tamna

D) msTh OCHOBHBIX 3TANOB

*C) TpH OCHOBHBIX 3Tana

d) 1Ba OCHOBHBIX STarna

€) OTCYTCTBYET OOIIENpU3HAaHHAs B TEOPHH J€ONPOU3BOACTBA IEPUOTU3ALIHS

8. K ocoGeHHOCTSM AETOpON3BOICTBA HA COBPEMEHHOM JTAare Pa3BUTHS CIIEAYET OTHECTH

*a) TEHJCHLIMIO CTAHOBJICHUS CUCTEMBbI YIPABJICHUS JOKyMEHTaIMen

b) pa3nmenenue aen0NpPOM3BOACTBA HA JBE COCTABHBIC YAaCTH: JOKYMEHTHPOBAHHE U OPTraHU3aIHIO
paboThI ¢ TOKYMEHTaMH

C) KIaccU(UKAIUIO CUCTEM YIIPABICHUYECKON TOKYMEHTAIIUN

d) co3nanue 00IIEPOCCUIICKHX KIIACCU(PHUKATOPOB TOKYMEHTOB U IOKYMEHTHOM WH(pOpMaIiu

€) HAJIMYMe TEOPETUUYECKHUX PadOT MO ETOTPOU3BOJICTBY

9. B kakoM M3 MepeuncIeHHBIX HOPMATUBHBIX MPABOBBIX TOKYMEHTOB JJaHO OIpeJeieHHe TePMUHA
«uHbOpMAITHS»:

a) Koncruryuus PO
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b) Yxa3 IIpesunenra PO «O06 yrBepaeHHH MEPEUYHs CBEICHUN, OTHECEHHBIX K TOCYIapCTBEHHOM

TalHe»

*c) 3akon P® «O6 nnpopmannu, HHGOPMAITMOHHBIX TEXHOJIOTUSAX U O 3AIIUTE HH(OPMAIHH
aKOH «O TEeXHUUYECKOM PEryJIMPOBAHUN

d)3 PD «O peryiup

e) I'paxxnanckuit Kogexc PO

10. Benenue ¢enepanbHoro nHGOPMALMOHHOTO (OHJA TEXHUUECKUX PEIIaMEHTOB U CTaHIapTOB

BXOJHT B YHKLIUU:

a) [IpaButenncTBa PO

*b) Poccranpapra (PenepalibHOE areHTCTBO MO0 TEXHHYECKOMY PETyJIHPOBAHUIO U METPOJIOTHH)

¢) PocapxuBa

d) [IpaButenscTBa cyobekTOB PD

€) Munucrtepcts PO

11. YHUGHUIHMPOBaHHBIE CUCTEMBI IOKyMEHTALIUU pa3padaThIBAIOT:

*a) Pocapxus

b) IMpaBurenscrBo PD

*c) Poccrannapt (PenepanbHOE areHTCTBO 110 TEXHUYECKOMY PETYIHMPOBAHUIO U METPOJIOTHH)

*d) MunucrepctBa PO

e) [IpaBuTenbcTBO CyOHEKTOB PO

12. Opraamu3amnus — eHTP HOPMATUBHO-METOIUYECKUX Pa3pabOTOK I10 JETIONPOU3BOJICTBY:

a) [IpaButenbcTBO PO

b) Poccrannapt (denepanbHOE areHTCTBO MO TEXHUYECKOMY PErYJIMPOBAHUIO U METPOJIOTHH )

c) [IpaButenbcTBO CyOHEKTOB PD

*d) Pocapxus

€) MunucrepcTBa

Bapuanr 2.

1. TpeboBanust k 0pOpMIIEHUIO JOKYMEHTOB B OpraHax BJIACTH OINPENEISIOT:
*a) [IpaBuna genonpousBoactea B PONB

b) TOCT P 51141-98

*c) 'OCT P 6.30-2003

d) TOCT P UCO 15489-1-2007

e) 'OCT 17914-72

2. B cocraB pekBusutoB, pekomeHoBanHbIx ['OCT P 6.30-2003 Bxoasrt:

a) rpu¢ orpaHUYEHHs JOCTYIA K TOKYMEHTY

*b) aapecar

*C) oTMeTKa 00 UCTIOJIHEHUH JOKYMEHTA U HaIllPaBJICHUU €T0 B JIEII0

*d) ocHOBHOU TocymapcTBeHHbIH peructpaionubiii Homep (OI'PH) ropuauueckoro suma
*€) MEeCTO COCTaBJICHUS WU U3/IaHUS IOKYMEHTa

3. ®opmatsl Oymaru, pekomenaoBanasie ['OCT P 6.30-2003 nist U3roTOBJICHUST YIPABICHUESCKUX
JIOKYMEHTOB:

a)A3

*h)AS

c)b4

*d) A4

e)bo6

4. K 0CHOBHBIM HOpMaM O()UIIHATIEHOTO JEJIOBOTO SA3bIKa OTHOCATCS

*a) TaKOHUYHOCTH M3JI0KECHUSI

*b) noOyxaaroumii XapakTep TeKcTa

C) OTCYTCTBHE YCTOSIBIIIXCS PEUEBBIX (POPMYIT

*d) anpecHOCTH MHPOPMAIHH

€) SMOIMOHATbHBINA TOH U3JI0KEHUS

5. IlepBbIi 3Tan NOATOTOBKH YIIPABIEHYECKOIO JOKYMEHTA HAUMHACTCS C :
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a) U3y4eHHs] HOPMATUBHON WH(GOPMAITUH TI0 PEIIAEMOMY BOIIPOCY
b) uzyuenus uHbOpPMAaIIUK IO PEIIAEMOMY BOIIPOCY

C) U3y4YCHHSI TUIIOBBIX JOKYMEHTOB

d) moaroToBKM TEKcTa

*e) BpIOOpa BHJIa JOKYMEHTA

6. K opranuzanmoHHo-npaBoBoi cucteme fokymentanuu HE otHocurcs:
*a) [IpoTokon

b) Ycras

¢) Mucrpykuus

d) ITamsTka

e) Pernament

7. K pacnopsgutensHoi cucreme gokyMenranuu HE otHocuTcs

a) [locranoBnenne

b) Pemenue

C) Ykazanue

*d) IIpoTokon

e) [Ipuxkas

8. BHyTpeHHHE OT4EThI B OpraHu3anuu 0popMIISIFOTCS

a) B COOTBETCTBUU C YCTAHOBJICHHBIMH TPEOOBAHUSMU

b) B Tabauunoit hopme

*C) B yCTaHOBJIEHHOH B Opranuzauuu ¢popme

d) B mpou3BoOIBHON GopmMe

e) B dopme, yctanoBieHHoM ["'ockomcTtaTom PO

9. K nianoBoii cucreMe JOKyMEHTAIlMH OTHOCATCS

*a) buznec-mnan

*b) Inan-rpaduk

*c) I'padux

*d) I'paduk-cxema

*e) [Iporpamma

10. B coctaB cipaBoYHO-UH(GOPMAITMOHHON CHCTEMBI IOKYMEHTAIIUU BXOIAT:
*a) nmepenucka

*b) mpoTokon

C) mamsiTka

*d) nokmaaHas, ciry:keOHas U 0ObSICHUTEIbHAS 3aATHCKH

€) UHCTPYKLIHUSA

11. Yopasnenueckas GpyHkuus, odbecreunBaeMas HH(OOPMAIIMOHHO-CIIPABOYHBIMU JOKYMEHTaMHU
a) MOTHUBAIUS

b) KoHTpOIB

C) MJIaHUpPOBaHUE

*d) oOecrieueHme MPUHSATHUS PEIICHUI TOCTOBEPHON HH(DOpMAaIUei
€) IEMOKpATH3AIHsI CTHJIS YITPABJICHUS

12. Buasl JOKYMEHTOB, PETJIAMEHTUPYIOLIUX pa3feleHne TpyJa M KOOPAMHAILUIO NESTETbHOCTH
COTPYJTHUKOB OpTaHHU3AIHH

*a) Ycras

b) [TpoTokoJ coBEIIaHUS Y PYKOBOAUTEIS

*C) JloIKHOCTHAS. UHCTPYKIUS

*d) [MomoskeHue 06 oTaene

*e) PernameHrt

13.JloKkyMEHTHpPOBaHHE PEIICHUI PYKOBOIUTENS OpraHU3aui GUKCUPYETCS B:
*a) npukasze

b) mocranoBieHMH

*C) pacnopspKeHun
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d) perrenuun

*e) yKkazaHuu

14. B coctaB AAMUHHCTPATUBHOT'O PErJIaMEHTA OpraHa BJIACTH BXOJAT:

a) [TonoxxeHue o JaHHOM rocy1apCTBEHHOM OpraHe BJIAcTH

*b) AIMUHHUCTPATUBHBIN PETJIAMEHT MCIIOJIHEHUS FOCYAaPCTBEHHBIX (YHKIIHIA

) Pernament pacnpenenenus pyHKIUI MeXly pyKOBOJCTBOM JIaHHOT'O OPIraHa BJIACTH
*d) PerimameHT npenocTaBieHHs TOCYIAPCTBEHHBIX YCIIYT

*e) J1oJoKHOCTHBIE PETrJIaMEeHTHI

Bapuanr 3.

1. HoxkymenToo6opot B TOCT P 51141-98 onpeneneH kak:

a) COBOKYITHOCTh BCE€X JOKYMEHTOIIOTOKOB BHYTPH OpraHU3aluU

*b) nABMKEHUE IOKYMEHTOB B OpraHM3alldM C MOMEHTa WX CO3/IaHHsS WM IOJYYCHHs 0
3aBEPIICHHS UCTIOJTHCHUS HITU OTIIPABKU

C) JBIKEHHE JOKYMEHTOB B OpraHM3alli¥, HaNpaBsieMoe CIy)X00i Jemornponu3BOACTBA
(cexpeTapém)

d) nBUKEeHHE JOKYMEHTOB B OPraHU3allMK B COOTBETCTBUH C HHCTPYKIIUCH IO JICIOMPOU3BOJICTBY
€) JBW)KEHHUE IOKYMEHTOB B OpPraHU3allil B COOTBETCTBUU C TPEOOBAHUSMHU BCEX HOPMATHUBOB I10
JIeITOTIPOU3BO/ICTBY

2. DJEKTPOHHBIN U OyMaXXHbIH TOKYyMEHTOOOOPOT B OpraHU3aIlu

a) BeJlyTCsl MapaJlIeNIbHO APYT APYTY

b) s5eKkTpoHHBIN JOKYyMEHTOOOOPOT BeACTCS HHPOPMAIIMOHHBIM OTAEIOM, & OyMaXXHbIH — CITy)KO00#
JIeTTOTIPOU3BOICTBA

*C) MOJIKHBI MPEJICTABIIATH SAUHYIO CUCTEMY

d) BeqyTCsi HA OCHOBE PA3IMYHBIX HOMEHKIIATYP Tl

*€) BeyTCs Ha OCHOBE €IMHOM HOMEHKJIATYPHBI JeT

3. K xonmm4ecTBEeHHBIM IMapaMeTpaM JOKYMEHTO000pOTa OTHOCSTCS

*a) macmrad

*b) mIoTHOCTH

C) CTPYKTypa JOKyMEHTa

d) coneprkanue T0OKyMeHTa

*e) o0bem

4. K MeTomam uccneioBaHus TOKYMEHTOO00pOTa OpraHU3auy OTHOCSTCS:

*8) XpOHOMETPaX UCTIOTHEHUS OTIepaLuii

b) meton Jenbhu

*C) pororpacgus paboyero AHs

d) nenoBbIe UTPBI

€) CHTYyaIl[MOHHOE MOJICTUPOBAHUE

5. Ykaxute QyHKIHIO, He CBOHCTBEHHYIO TPOLICAYPE PETHCTPALIAN JTOKYMEHTOB:

d) 3amKch y4eTHBIX JaHHBIX O JOKYMEHTE MO YCTaHOBICHHOW (opme, QUKcUpyromed (akT ero
CO3JIaHMS, OTIIPABIICHUSI WJTH TTOTyYCHHS

*b) BeeHHe MEPBUYHOTO yUeTa BCEX IOKYMEHTOB OpPTraHH3alUuH

C) TpOIECC CHATHS OCHOBHBIX PEKBH3HTOB C JOKYMEHTa W 3aHECEHHE MX B PETHCTPANMOHHYIO
dopmy

d) ocHOBa mocTpoeHuUsI UHPOPMAIIMOHHO-TTOUCKOBOH CHCTEMbI OpraHU3aINN

€) npuaHue JOKyMEHTY O(HINATBLHON CHITBI

6. OTBETCTBEHHOCTH 32 UCTIOJHEHUE IOKYMEHTA IO CYIIECTBY 3aTPOHYTHIX B HEM BOIIPOCOB HECYT B
OpraHH3aLuH

*a) UCTIOJTHUTETh

*b) pykoBOIUTEH MOAPA3ACICHUS

C) cneranuct ciyx0s1 JJOY

d) KOHTpOJIBHBII OpraH
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€) PYKOBOJUTENb OPTaHU3aLUN

7. K OCHOBHBIM BH/IaM KOHTPOJISI CPOKA UCTIOJTHEHHSI TOKYMEHTa OTHOCSITCSI:

a) TJIaHOBBIN

*b) rexymruit

C) BHETUTAaHOBBIH

*d) mpeaBapUTEIbHBIMH

*@) UTOTOBBIN

8. Cucremarusanus J10KyMEHTOB B OpraHU3aI[H IPOU3BOIUTCS HA OCHOBE

) pelIeHNi IKCIIEPTHON KOMUCCUH OpraHU3alul

*b) HOMEHKIATYPbI eI

C) peLIeHUI PYKOBOIUTENS CIYKOBI JIeTONPOU3BOACTBA

d) TUNIOBBIX MEepevHei apXUBHBIX JTOKYMEHTOB

€) yueTa OCHOBHBIX HAIlPaBJICHUN U BUJIOB JICATEILHOCTH

9. NudopMainoHHO-TIOUCKOBAsE CUCTEMA JIETIOMPOU3BOJICTBA CO3/IA€TCS C LIETBIO:
a) MOJITOTOBKH eI K ApXUBHOMY XPaHEHHUIO

b) HaBeneHUs MOPsIKA B JOKYMEHTaX OpraHU3aIuu

*C) appexTrBHOTO OOECTICUECHNS IPUHSTHS YIIPABICHUECKUX PEIICHUN

d) BbLEIIEHHS OTIPEICIEHHBIX MACCHBOB HH(MOPMAIIUH

e) BeipaboTku UIIC-kmaccudukaTopoB st cuCTeMaTH3AMKA HHPOPMALIAHU TIPU XPAHESHUH
10. Beibepute OCHOBHBIE TPYIIIBI JOKYMEHTOB, BbleIsieMble SKciepTHOM komuccuelt (3K) B cBs3u
C ONIpEEeTICHHEM CPOKOB UX XPaHEHHSI

*a) moJyIeKanfe YHU4TOKESHUIO

*b) cpoxom xpanenwus 10 10 et

*C) cpokom xpanenust 6osee 10 met

d) momexarye BpeMEHHOMY XpaHEHHIO

*€) MOCTOSTHHOTO XpaHeHUs

11. Homenkiatypa nen opraHu3anuy yTBEpKIaeTCs:

a) PYKOBOJUTEIEM BBIILIECTOAIIEH OpraHU3aIiH

b) mpotokosom LleHTpanbHOM 3KCIIEPTHOW KOMHCCHU OpraHU3aIiu

*C) pyKOBOAUTENIEM OpraHU3aluu

d) MpOTOKOJIOM IKCIIEPTHO-NPOBEPOYHON KOMHCCHUH TOCY/IaPCTBEHHOTO apXHBa
€) PYKOBOJIUTEIEM JIENIONPOU3BOACTBEHHON CITY>KObI OpraHU3aIuu

12. JIOKyMEHT MOCTyMHaeT Ha TeKYIllee XpaHeHHE:

*a) mociie OTMETKH UCIOTHUTENS 00 UCTIOHEHUH JOKYMEHTa U HaIllPaBJICHUHU €r0 B JIENI0
b) mocre 3aBepieHKs CBOETO MapIIpyTa ABHIKCHUS

C) mocje yKa3aHusl pyKOBOAUTEIS OAPA3/IeIeHUs UM OpraHu3aluu

d) uepe3 HezeIO0 MOCIe ero NCTIOTHEHHUS

€) B KOHIIE KaJIeHJapHOT0 MeCsI1a, B KOTOPOM OH ObLJI UCIIOJHEH

13. K HOpMaTWBHBIM JOKYMEHTaM, YCTAaHABIMBAIOIIUM TOPSIOK 3alIUThl KOH(DHUICHIHMAIBHON
uH(pOpMAIIUK OPTaHU3AIMH, OTHOCSTCS:

a) 3akonsl PO

*b) [onmoxeHue o ciyx0Oe Oe30macHOCTH

) Ykassl [Ipesunenta PO

*d) [NepeueHb KOHPUACHITMATBHBIX CBEJACHUIN OpraHU3aIuu

*e) [lepeuyeHn 11eHHON JOKYMEHTAIIMH OPTaHU3aIlUN

14. KonpuaeHmansHblii TOKyMEHT — 3TO:

*a) JOKYMEHT C OTpaHUYEHHBIM JIOCTYIIOM

b) cexperHblit qOKyMEHT

C) LICHHBIA TOKYMEHT

d) ToKyMeHT ¢ iepcoHaIbHOI HHPOpMaIHeit

*€) TOKYMEHT — MHTEJJIEKTyaJIbHasi COOCTBEHHOCTh FOPUINYECKOTO WU (PU3UYECKOTO JIUIIA
15. Buasl OKyMEHTUPOBAaHHON MH(OPMAIMH IO KPUTEPHIO TOCTYITHOCTH:
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a) CBEICHUS O IEPCOHATBHBIX JAHHBIX

*b) oTkpbITas

C) cozeprKallascs B COOTBETCTBYIOIUX MEPEUHSIX

d) nennas

*€) C OrpaHUYEHHBIM JOCTYIIOM

16. B cucreMy 3amuThl ieHHOM U KoHpuaeHanbHOU nHopmaruu HE Brimrowaercs:

) mepevYeHb EHHBIX U KOH(UACHINAIBHBIX IOKYyMEHTOB

b) paspemurenbHas cucrema J0CTyIa K ceKpeTaM (puUpMbl

C) ycTaHOBJIICHHE (M3MEHEHUE, CHATHE) rpuda KOHPHUICHIMATHHOCTH

d) npenBapuTesbHAsS pETUCTPALIUS HOCUTENS HHPOPMAIMH

*e) cimyx0a 6€30MaCHOCTH OpraHu3aIUuH

17. B xoMmIuiekCc HOPMAaTUBHO-METOJAMYECKOTO OOECleueHusl 3alluThl JIOKYMEHTHUPOBAaHHON
uHpopmanuu opranuzanuu HE Bxoaut:

a) [Tepedenb cBeneHMI, COCTABIAIONIMX TalHY OpPraHU3ALMU WIH SBISIOIUXCS 0CO00 IIEHHBIMU
b) Uuctpykiwst mo obecrieueHno 6€30MacHOCTH COOCTBEHHOW MH(OpMAILIUU OpraHU3aIuu

¢) MHcTpykuumst mo o6padoTKe, XpaHEHUIO U ABMKEHUIO KOH(DUIEHIIMAIBHOMN IOKYMEHTAlUN
*d) [lepeueHb cBEICHUH, COCTABISIOIIMX TalHY OpraHU3aUi-MapTHEPOB

e) IlpaBuna pa®oTBl PyKOBOAUTENIEH U HCIOJHUTENCH C KOHPUACHUUATbHBIMU JOKYMEHTAaMHU U
0a3aMu JJTaHHBIX

18. OcHOBHas 11eNb JESTENBHOCTH JIEIOMPOU3BOJICTBEHHON CITYKOBI:

a) yHu(UKaUs JOKYMEHTOB

b) coBepiieHCTBOBaHKE TOKYMEHTO000OpOTA

C) peAOoCTaBICHNUE CIIPAaBOYHON HH(OPMAIIUU IO JOKYMEHTaM

d) coBepiieHCTBOBaHUE JEIONPOU3BOACTBA OPraHU3AINT

*e) onepaTuBHOE o0ecreyeHne JOKyMEHTAINEH epcoHana OpraHu3aluu

19. Cnyx6a nenonpou3Bo/cTBa (YIpaBieHHs JOKYMEHTaMH) OpraHM3allii J0JDKHA HAaXOAUTHCS B
MO TYMHCHUH

a) pyKOBOJUTEIS apXKBa OpTaHU3aIII

*b) pykoBOIUTEINS OpraHU3aAIHH

C) mpeacenaTens 3KCIepTHOM KOMUCCUN OpTaHU3aLH

d) pyxoBoauTens Ciryk0bl 0€30MaCHOCTH

€) 3aMeCTHUTENs PYKOBOJIUTENS MO paboTe ¢ IEPCOHAIOM

20. llentpanuzoBanHas (opma opraHu3aui padoThl ¢ JOKYMEHTaMH NMPEANOYTUTENbHA, €CIIH:
a) TOKYMEHTHPOBaHHUE YIPABICHYECKHX MPOLIECCOB B OPraHU3AIMH [TOJHOCTHIO aBTOMATU3HPOBAHO
b) umeercst onpenenéHHbIil MacCHB KOHPHICHIUATLHON HHPOPMAIHH

*C) 00BeM OpraHu3aluy HEBEIHUK

d) yrpaBineHuUECKH anmapar OpraHi3alii TEPPUTOPHATEHO Pa300IIEH

€) B OJpa3JIeIEHUSIX OpraHU3allii HET OTBETCTBEHHBIX 3a JIIONPOU3BOACTBO JIHII

21. OopmieHne 3aKOHUEHHBIX /1€ OCYIIECTBISIETCS:

a) rmocJje TOro Kak B Jeyio OyeT moamuTo He MeHee 250 JIucToB

b) o nmpukazy pyKoBOIUTEsI MOPA3ICTCHUS

C) MO PACIIOPSKEHUIO PYKOBOJUTENS CIYKOBI IeTONPOU3BO/ICTBA

d) mo pacnopspKeHHI0 PYKOBOIUTENSI BEAOMCTBEHHOTO apXHBa

*€) B KOHIIE Ka)KJI0r0 KaJeHIapHOro rojia

22. Ilepenaya ienm Ha XpaHEHHWE B apXUB OPTaHU3AIMU U3 MOIPA3ACICHUN TPOUCXOIUT

a) cpasy nocie opopMIeHHs 3aKOHYEHHBIX B TPOM3BOJICTBE 1€

b) uepes 1 rox mocie ohopmiieHHS 3aKOHYCHHBIX B IPOU3BOJICTBE €T

*C) CpOK yCTaHABIMBAETCSl PyKOBOJIUTEIEM OpraHU3aluu

d) uepes 3 roma mocie oopmiteHHS 3aKOHYCHHBIX B TIPOU3BOJICTBE JIEIT

€) yepes 5 set nocie opopMIIeHUsI 3aKOHYEHHBIX B IPOM3BOJICTBE JIEIT

23. Ilepenaya nenm Ha XpaHEHHE B apXUB OPraHU3AIMU TPOU3BOIUTCS HA OCHOBAHUU:

a) moroBopa
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*b) akra

C) UTOTOBOM 3aIIUCH HOMEHKIIATYPHI €T

*d) omucu men

€) IpuKa3a pyKOBOAMUTEIS OPraHU3aliK

24. YHHYTOKEHHE JIE] IOKYMEHTOB, CPOK XpaHEHHUS! KOTOPBIX HCTEK, IPOU3BOIUTCS
*a) mocJie mepenadu JIell JIMTENLHOr0 M HOCTOSHHOTO CPOKOB XPaHEHHS B apXUB

b) Ha ocHOBaHWU MpHKa3a PyKOBOIUTENSI OPraHU3aAIUN

*C) HA OCHOBAHUHU aKTa 00 YHHUYTOXKEHHUH, COriaacoBaHHoro ¢ DK opraHusanuu U yTBEP:KIEHHOIO
PYKOBOAUTEIEM OpPTraHU3aIluH

d) Ha OCHOBaHMHU PACIIOPSIKEHHS PYKOBOAUTENS CIIYKOBI IEIONPOU3BOICTBA

€) Ha OCHOBAaHHH PACIIOPSDKCHUS PYKOBOIMTEIIS apXHUBa OPraHNU3aI[in

7. VYYEBHO-METOJINYECKOE 1 TH®OPMAIIMOHHOE OBECIIEYEHUE YYEBHOM
JTUCHUILIMHBI (MOLYJIS)

7.1. OcHoBHast

Poroxwun, M.IO. JlokymMeHTalIMOHHOE 00ECIICUCHIE YITPABICHUS ;| YIeOHO-TIpaKTHUECKOE mocobue /
M.IO. Poroxus. - M. ; bepnun : lupexr-Meaua, 2014. - 384 c. - bubnuorp.: c. 258-259. - ISBN
978-5-4475-1648-2 ; To xe [DnexTponnslii pecypce]. - URL:
http://biblioclub.ru/index.php?page=book&id=253704

7.2. JlonoiHMTEIbHAS JIUTEpPaTypa

1.  bacakos, M. 1. Jlenonpon3BoacTBO (JIOKyMEHTallMOHHOE OOeclieueHne yIpaBIeHus

Ha ocHoBe ['OCT P 6.30 - 2003) [Tekcr] : yue6Hoe mocobue / M. U. bacakos. - 7-e u3.,

nepepad. u gom. - M. : JlamkoB u K, 2012. - 347 c.

2.  bekosa T.A., Bsnosa JI.M., Cankuna JI.B. [enmonpon3BoacTBo: YueOHUK. — 3-¢
u3.,nepepad. u gon. / I[lox obur. pexn. npod. T.B. Kysnenosoii. — M.: UHOPA-M, 2012.

3. TI'magwmna N.I1. Cepreea C.A. DIeKTPOHHBIN TOKyMEHTOO00pOT // Y4eOHO —
METOIMYECKUI KoMmIuieke. — M.: Mock. rop.yH — T ynpasnenus [IpaBurtensctsa Mocksel, 2013.

— 36c.

4. UBanoB B.B. T'ocymapcTBeHHOE M MYHHUIMNAJIbHOE YIPABICHHWE C MCIIOJIb30BaHHEM
uHpopMa- THOHHBIX TexHosoruit / B.B. MBanos, A.H. Kopo6oBa. — M. : UHOPA-M, 2015. — 383
c.

5. Munnn W.B. 3ammra KoHQUAEHUUANbHOW  MHPOpMAUU  NpPU  DJIEKTPOHHOM
JTIOKyMEHT0000poTe [DNeKTpoHHBIH pecypc] : yuebd. mocobue / U.B. Munun, O.B. Munun. —
HoBocubupck : HITY, 2011. — 20 C. - Pexum JIOCTyna:
http://biblioclub.ru/index.php?page=book&id=228779.

6. Mutpodanos E.Il. DnekTpoHHBIN JOKYMEHTOOOOPOT B (HMHAHCOBOI cHCTEME perroHa [ DIeK-
TpoHHBII pecypc] : Hayd. moHorpadus / E.Il. Murpodanos, M.JI. TonctoBa - M. : KpeaTuBHas
skoHO- wMmwuka, 2011. — 180 c¢. - Pexum pocryma: http: // biblioclub.ru /index.php
?page=book&id=132827.

7. Poroxwun M.IO. Opranuzaius 1eI0nporu3BOACTBA IPEANPUITHS [ DNEKTPOHHBINA pecypc]: (Ha
ocnoBe 'OCT P6.30-2003) : yue6HO-tipakThy. nocodue / M.YO. Poroxun. - M.; bepnun: upexr-
Menua, 2014. - 209 c. - Pexxum gocryna: http://biblioclub.ru/index.php?page=book&id=253709.

7.3. HopMaTHBHO — NPaBOBbIe IOKYMEHTBI:

1. Konctutymus Poccuiickoit @enepanuu. [Ipunsata BceHapoIHBIM rojiocoBaHueM 12 aexalps
1993 r. (B pex. ot 30.12.2008 Ne 7-OK3.)

2. TI'paxnanckwuii kogekc Poccuiickoit @enepanuu. Yactu 1-4. — M.: IIpocnekt, 2008. — 445c.

3. O6 undopmaruu, HHGOPMAITMOHHBIX TEXHOJOTUAX W O 3amuTe WHopmaruu: Qeaep. 3aKoH
Poc. ®epepauun ot 14 utonsa 2006 r. Ne 149-D3 (c uzm.).
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4. O rocynapcTBeHHOI TaitHe: 3akoH Poc. @enepannu ot 21.07.1993 Ne 5485-1 (c uzm.).

5. O rocynapcrBernHoM s3bike Poccutickoit deneparuu: dhenep. 3akon Poc. dexepanuu ot 1 uroHs
2005 r. Ne 53—®3 (c u3m.).

6. O nepcoHanbHBIX MaHHBIX: Qeaep. 3akoH Poc. Deaepanuu ot 27.07.2006 Ne 152-D3 (¢ uzm.).

7. O nopsiake paccMOTpeHus: obpameHuii rpaxaan: ¢eaep. 3akoH Poc. @enepanuu ot 02.05.2006
No 59-@3 (¢ uzm.).

8. OO0 apxuBHOM 1eine B Poccuiickoit @eneparnuu: deaep. 3akon Poc. @eneparuu ot 22 okr. 2004
r. No 125-@3 (¢ uzm.).

9. OO0 00s3aTENEHOM DK3EMIUISIPE TOKYMEHTOB: (enmep. 3akoH Poc. Deneparuu ot 29 nexadps
1994 r. Ne 77-®3 (c u3Mm.).

10. O6 anekrponHo# moanucu: deaep. 3akon Poc. dpeneparuu ot 6 anpenst 2011 roma Ne 63-D3 (¢
u3M. oT 01.07.2011 Ne 169-D3).

11. Vxa3 [Ipesunenta PO «O06 yTBep /1eHUN NEPEUHs CBEJCHHI, OTHECEHHBIX K TOCYAapCTBEHHON
taiine» ot 30 Hos0ps 1995 1. (¢ u3m.).

12. Vxa3 Ilpesugenrta P® ot 6 mapra 1997 1. Ne 188 «OO0 yTBepKIeHHH NEpPEYHS CBEICHHI
KOH(HMICHIIMAIIBHOTO XapakTepa» (C u3M.).

13. Vka3 I[Ipesunenta PO ot 23.05.1996 Ne 763 "O nopsiike omyOIMKOBaHUS U BCTYIUICHUS B CHITY
aktoB IIpesunenta Poccuiickoit ®enepanun, IlpaButensctBa Poccuiickoit ®Penepanuu u
HOPMAaTUBHBIX IIPABOBBIX AKTOB ()e/iepalibHbIX OpPraHOB MCIOJHUTEIbHOW BiacTu" (pen. oT
17.11.2011). OdununanbHbIT CalT KOMIIaHUU «KoHcynbpTaHT [Tmrocy. URL:
http://www.consultant.ru/document/cons_doc_LAW_ 121781/

14. TOCT 17914-72. OOnoxku pAen UIMUTEIbHBIX CPOKOB XpaHEHUs. THUIbI, pa3sMepsl U
TexHUuYeckue Tpedoanus. M., 1972.

15.TOCT P 51141-98. Jlenonpous3BoACTBO U apXHBHOE JAei0. TepMUHBI M ONpeeNeHus, YTB.
[ToctanoBnennem I'occranmapra Poccum ot 27 deBp. 1998 r. Ne 28. — M.: UsgartenbcTBO
cTaHzmapTos, 1998. — 8 c.

16. TOCT P 6.30-2003. YHUPUIPOBAHHBIC CUCTEMBI JOKYMEHTAIMH. Y HU(UITUPOBAHHAS CHCTEMA
OpraHU3alMOHHO-PACIOPSAAUTENBHOM JOKyMeHTaluu. TpeboBaHus K 0(OPMIIEHUIO TOKYMEHTOB. —
M.: UTIK U3narenscTBO cTangaptos, 2003. — 17 c.

17.TOCT P HCO 15489-1-2007 VYmupapnenue nokymeHTamu. OOmme TpeboBaHus. — M.:
Cranmaptundopm, 2007. — 34 c.

18. [IpaBuna nenonmpou3BOACTBa B (enepalbHBIX OpraHax HWCHOJHUTENBLHOM BIIACTH, YTB.
noctaHoByieHreM [IpaBurtenscTBa Poccuiickoit @eneparnuu ot 15 urons 2009 r. Ne 477 r. (B pen.
[TocranoBnenust [IpaButensctBa PD ot 07.09.2011 Ne 751). OdunumanbHeiii calT KOMIaHHH
«KoHcynpTanT [Tmroc». URL:
http://www.consultant.ru/online/base/?req=doc;base=LAW;n=119187

19. TonoxeHne O €AMHON CHUCTEME MEKBEIOMCTBEHHOTO JJIEKTPOHHOTO B3aUMOJCWCTBUS, YTB.
nocranoBjieHueM [IpaBurensctBa PO ot 8 centsaops 2010 r. Ne 697.

20. [Tonoxxerne O TOpsAaKe OOpamieHus Cco CIy)KeOHOH WHopManuel OrpaHHMYCHHOTO
pacripocTpaHeHuss B (elepa’bHBIX ~ OpraHax  HCIHOJHUTENBHOW  BIACTH,  YTBEPXKIEHO
[ToctanoBnennem [IpaButenscTBa PO o1 3 HOsOps 1994 1. Ne 1233 (c u3Mm. ot 4 aBrycra 2006 1.).
21. IlepeyeHb TOKYMEHTOB (CBEEHHIT), 0OOMEH KOTOPHIMU MEXy OpraHaMU U OpPTaHU3ALUSAMU IIPH
OKa3aHWH TOCYAAPCTBEHHBIX YCIYT M UCTIOJIHEHUH TOCYJapCTBEHHBIX (YHKIMH OCYIIECTBIISETCS B
ANIEKTPOHHOM BHJ€, YTB. pacnopspkeHueM ot 17 mapra 2011 r. Ne 442-p. MHrepHer-nopran
[paButenscTBa PO. URL: http://mpaBurensctBo.pd/gov/results/14592/

22. TlpaBuia MOArOTOBKM HOPMATUBHBIX MIPABOBBIX aKTOB (heepaabHBIX OPraHOB HCIIOJHUTETHHON
BJIACTU M UX T'OCYAAPCTBEHHOW perucrpauuu, yTB. nocraHoriaeHueM lIpaBurenscrBa Poccuniickoit
Oeneparuu ot 13 aBrycta 1997 r. Ne 1009 (c u3m. ot 29.07.2011 Ne 633). OpunmansHbiii caiT
KOMITAaHUH «KoHCympTaHT [Tmrocy. URL:
http://www.consultant.ru/online/base/?req=doc;base=LAW;n=117888

23. Pa3bsicHeHMsT O TMPUMEHEHHWU TMpaBWJ MOATOTOBKM HOPMATHUBHBIX IPABOBBIX aKTOB
denepanbHBIX OPraHOB HCIOJHUTEIBHOM BIACTH W HX TOCYAAPCTBEHHON pETHCTpalud, YTB.
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npukazoM MunucrtepctBa FOctunuu Poccuiickoii ®enepaunn ot 04.05.2007 Ne 88 (B pen.
[Ipukaza Muntocta P® ot 26.05.2009 N 155). Odbunmaneueiii caiit kommanuu "KoHcymbTaHT
[Timroc" http://www.consultant.ru/online/base/?req=doc;base=LAW;n=88182

24. Meronuyeckue pPEeKOMEHJAIMK IO pa3pabOoTKe MHCTPYKLIMH 10  JIEJONpPOU3BOJCTBY B
(denepanbHBIX OpraHax UCIOJHUTEILHON BIAacTH, YTB. MpukazoM Pocapxusa ot 23 mgexadps 2009 r.
Ne 76. Odpunmansusiii caiit Pocapxusa. URL: http://archives.ru/methodics/instr-office-work.shtml
25. TocymapcTBeHHass cuUCTeMa JOKYMEHTAIMOHHOTO obecriedenust ympasicHus. OCHOBHBIE
nosioxkeHus. OOume TpeOoBaHU K TOKYyMEHTaM M CIy»)0aM JOKYMEHTAIMOHHOTO O0ecreyeHus. —
M.: Jleno, 2007— 76 c.

26. O6mepoccuiickuii kiaaccudpukaTop ynpasieHueckoi mokymentanuu OK 011-93. I'occrangapt
Poccuu. M.: U3n-Bo ctangapros, 1993.

27. MexotpaciieBble YKpPYIHEHHbIE HOPMATHBBI BPEMEHU Ha pabOThl MO JIOKYMEHTALHOHHOMY
00eCIIeYeHNIO YIIPABICHHS, YTB. IIOCTaHOBIEHHEM MuHucTepcTBa Tpyaa PO ot 25 Hos6ps 1994 .
No 72.

28. OcHOBHBIC TIpaBWJIa PAOOTHI APXWBOB OpraHU3aIlUi, OJOOPEHHBIC PEIICHUEM KOJUICTHU
PocapxuBa ot 6 ¢pespamns 2002 r.

29. [lepeyeHb THIIOBBIX YIPABICHUECKUX APXHMBHBIX TOKYMEHTOB, OOPa3yIOUIMXCS B IPOIECCE
JESTENIbHOCTH TOCYIapCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CAMOYIMPABICHUS M OpraHU3alui, C
yKa3aHHEM CpOKOB XpaHeHus // bromiereHb HOpPMAaTHBHBIX aKTOB (elepajbHBIX OpraHoB
ucnionauTeNbHON BiacTu. 2010. Ne 38 ot 20 ceHTs0psI.

30. [IpumepHOE MOI0KEHUE O TIOCTOSIHHO JeHCTBYOMIEH sKcnepTHOM Komuccuu (DK) yupexaenus,
OpraHu3aluu, NpeanpusaTus, yB. npukazom Pocapxusa ot 19 suBapsa 1995 r. Ne 2.

7.3. UndopManiuOHHBbINA pecypchbl:

1 Microsoft Office PowerPoint

2 Windows Media Player

3 Caiit PRO-Cekperapuat. URL: http://www.sekretariat.ru
4 Caiit D0C. Dnekrponnbie opucHsie cuctembl. URL: http://www.eos.ru

5 DOCFLOW - Bce o CO/1. URL: http://www.docflow.ru

6  Duuukinonenus aenonponsBonacTsa. Cait [{eHTp KOMIETEHIMH 110 BOIIPOCaM
JIOKYMEHTaIMOHHOTO obecrieuenus ynpasnenus. URL: http://www.edou.ru/

7 Caiit [lenonpousBojctBo. Bee, uto Ber xorenu 3nath. URL: http://www.funnycong.ru/
8 CaiiTel opranoB Biiactu PO

9  VuuBepcurerckas oubmuoteka online: http://biblioclub.ru/

8. MATEPHAJILHO-TEXHUYECKOE OBECIIEYEHWE YYEBHOW JUCHUTIIAHBI
(MOJYJIS)

OC Microsoft Windows XP Professional, Microsoft Office 2007.
I10:

FreePascal

1C Yuebnas Bepcus 8.0

MonuTop Samsung;

Cucr.6;10k AMD Sempron(tm) Processor 3000+ — 11 mt.;
[IpoexTop Acer,

DKpaH HACTCHHBIMN.

ITporpamma coctaBieHa B coorBeTcTBuu ¢ TpedoBanusamMu @I'OC3+ BO no HanpasieHuio
38.04.04. «I"'ocymapcTBEHHOE U MYHHUITUIIATLHOE YITPABICHUE)

ABTOp(BI): K.1.H., Kapauna A. A.
Penenszent(s1): K.10.H., 1o11. bepe3orckuii /[.B.
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