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IHopsinok u TpeGoOBaHUS CAAYM IK3AMEHA:

- COIJIACHO PaclHCaHuIo;

- OPUTMHAJIBHOCTh OTBETA CTYJIEHTA JOJKHA COCTaBUTh 75%;

- MMCbMEHHBIN OTBET Ha 3 BOIpoca

Kpurepuu onenkn (Illkana oueHkn):

«OTJIIMYHO» - OLIEHUBAET HAYYHO-TI0O3HABATEJIBbHYIO IEHHOCTh UICTOPUYECKOTO
MCTOYHUKA, MCIIOJIb3Ys IPUEMBI HCTOYHUKOBEJYECKOT0 aHAIN3a U CUHTE3a, JEJIaeT
apryMEHTUPOBAHHYIO HAYYHYH) OLICHKY 3HA4€HUS HCTOPUYECKOIO HCTOYHHKA
IPUMEHSS OCHOBBI METOI0JIOTMU UICTOYHHUKOBEICHMSI

«XOpolIo» - Kilaccu(UUUPYEeT HCTOYHHUK, MPOBOAUTH HHTEPIPETALUIO
UCTOYHMKA, JeNlaTh aHaliu3 COJAEpKaHMUA HMCTOYHMKA, OOO0OLIaeT JaHHbIC
MCTOYHUKOBEIUECKOIO aHAJIN3a;

«YAOBJIETBOPUTENIBHO) - IPUMEHSAT MPUEMblI HCTOYHHKOBEAYECKOT0 aHAIN3a
UCTOPUYECKUX MCTOYHHUKOB, IIPOBOJAUTH COINOCTABICHHE HUCTOYHUKOB DPA3IMYHOMN
BUJIOBOW IIPUHAJIEKHOCTH, COOTBETCTBYIOIIMX OIHOM KYJIBTYpE, OIPEACISIET
(YHKIIMOHUPOBAaHNE UCTOYHHUKA B COLMAIBHON Cpejie

«HEYIIOBJIETBOPUTEIBHOY - UMEIOTCS 3HAYUTENbHbIE TPOOEIBI B IPOBEICHUU
HUCTOPUYECKON KPUTHUKHU

TeMbI, IO KOTOPBIM COCTABJICHBI MAaTE€PHUAJIbI UTOTOBOI0 KOHTPOJIA

Tema 1. OcHoBHBIE IOHATHS Kypca " MH(bOpMaImOHHBIE CUCTEMBI B
apXWUBOBEJICHNUU U JOKYMEHTOBe/IeHnH! . OCHOBHBIE KOHIICTIITNN 06€30yMaXKHOM
TEXHOJIOTMU yIpPaBIeHUs, MPEIMET U coJiepxkanue Kypca. [loHarue u cTpykTypa
METaJIaHHBIX AJNEKTPOHHBIX TOKYMEHTOB. Knaccudukarus QyHKIu U 1eI0BBIX
MPOIIECCOB META/IaHHBIX NEKTPOHHBIX IOKYMEHTOB.

Tema 2. BBeieHHE B CHCTEMBI 3JISKTPOHHOT'O TOKYyMeHTooOopoTa. IIpenmer,
coAep KaHue, 3a/1a4 TUCUUIUINHBL. [[oHATHE “37EKTPOHHBIN JOKYMEHT B



MH()OPMAIIMOHHON CUCTEME OpraHu3aluu. TepMUHOIOTHS, UCTIONb3yeMasl B
CHUCTEMAX AIEKTPOHHOTO JJOKYMEHTO000pOTa. 3aa4il CUCTEM BJIECKTPOHHOTO
JIOKYMEHTO000pOTA.

Tema 3. [IpaBoBbIE U HOPMATUBHBIE OCHOBBI JJOKYMEHTAIIMOHHOTO
obecnieueHus ynpasieHus. HanpasieHus: U BUABI TOKYMEHTAIITMOHHOTO
obOecrieueHus yIpaBIeHUs, Ha3HAYEHNE TOKYMEHTHUPOBAHUS U OpTraHU3aluU
paboTHI ¢ TOKYMEHTaMH, POJIb HH(POPMAIIMOHHBIX TEXHOJIOTUHN B €r0 Pa3BUTHH,
CYIIHOCTh U OCOOCHHOCTH yIpaBJICHUS TOKyMEeHTaMu. JIOKyMEHT KaK 0ObEKT
perynupoBanus. OyHKIIUUA U BUABI TIOKYMEHTOB, UX YHUPUKAIUS U
cTaHjapTu3anus. ['ocygapcTBEeHHOE peryaupoBaHre, HOpMaTHUBHAS MTPaBOBasi U
METOANYECKasi OCHOBA JIOKYMEHTAI[MOHHOT'O 00ECIIeUeHUsl YIIPaBIICHHUS.
Cy1iHOCTh, HAMPaBICHUS U BUJIbI TOCYIAPCTBEHHOT'O PEryIUPOBAHUS
JIOKYMEHTAIIMOHHOTO 00eCTICUeHUs yIpaBIeHUs, HA3HauYe€HUEe, 0OCOOEHHOCTH U
COOTHOIIIEHWE HOPMATUBHOTO MTPABOBOI'0 M METOIMUECKOTO PETYTUPOBAHUS.
CoctaB U CTpYKTypa HOPMaTUBHOM MPABOBON U METOAUYECKON OCHOBBI
JIOKYMEHTAIIMOHHOTO 00ECTICUCHHS YIIPABJICHUS, POJIb U O0OBEKTHI PETYIUPOBAHUS
3aKOHO/IATEJIbHBIX aKTOB U HOPMATHUBHBIX MIPABOBBIX aKTOB IOCY/1apCTBEHHBIX
OpraHOB HCIIOJHUTEIBHON BJIACTH, HAITMOHAIBHBIX U JIOKAJTBHBIX HOPMAaTHBHO-
METOANYECKUX JOKYMEHTOB. HazHaueHne u 0COOEHHOCTH MCIOIb30BaHUS
[N'ocynapcTBeHHOM CUCTEMBI IOKYMEHTAIIMOHHOT'O 00ECIICUeHUsI YIIPABICHUHN U
[IpaBui1 1en10NpPON3BOACTBA B TOCYAAPCTBEHHBIX OpPraHaX UCIIOJHUTEIbHON
BJIACTH.

Tema 4. @yHKIIUU CUCTEM DIIEKTPOHHOTO JOKYMEHTOO000pOTa B 00J1aCTH
roc3akynok. @yHKIUH CUCTEM: PETUCTPALUs JOKYMEHTOB. Y IPaBICHUE
ANEKTPOHHBIMU JOKyMeHTaMH. CO3/1aHie U XPAaHEHHUE Pa3IMYHbIX
HECTPYKTYPHUPOBAHHBIX IOKYMEHTOB (0(DUCHBIE TPHIIOKEHUS, TpadhuuecKue u
MeJraMaTepHallbl, YepTEkKHU U 1p.), Bepcuu u DI, noanepkka KU3HEHHOTO
[IUKJIa JOKYMEHTOB, Ha3HAUYEHHUE TIPaB JOCTyNa, BEACHUE HCTOPUHU padOTHI,
MOJTHOTEKCTOBBIN 1 aTpuOYTUBHBIN MOUCK. Co3/1aHNe 3IEKTPOHHBIX TOKYMEHTOB,
BEJICHUE CUCTEMbI CIPAaBOYHUKOB, YIIPABJICHHE 1€JIOBBIMU MPOIIECCAMH.
[Tonnepskka mpoIeccoB COTIacoBaHusl U 00paOOTKH IOKYMEHTOB, BbIJ1aua 3a/JlaHuN
Y KOHTPOJIb UX UCHIOJIHEHUS], 00€CTICUeHUE B3AUMOACHCTBUS MEXKIY
COTPYIHUKAMU B X0JI¢ OM3HEC-TIPOIIECCOB, MOAIEPKKA CBOOOTHBIX U KECTKUX
MapuipyToB (workflow).

Tema 5. Kimaccudukanus cucteM 371€KTPOHHOTO JOKYMEHTO000pOTA.
[Tpu3naku knaccuuKalmm: COOTBETCTBUE CTAaHAAPTAM OTEUECTBEHHOIO
JEJIONPOU3BOJICTB; Pa3pabOTUMK CUCTEMBI;, pEIlIaeMble 3aJ]a4u JEeJIONPOU3BO/ICTBA;
THUIT OpraHU3alUK Ha KOTOPBIE CUCTEMbI PACCUUTAHBI.

Tema 6. Bo16op u BHEIpEHHNE KOMIUIEKCHBIX CUCTEM JIEKTPOHHOTO
TOKyMeHTo00opoTa. [ToaXoab!l K CO3JaHUI0 CUCTEM JIEKTPOHHOTO
nokyMeHToo0opoTa. TpeOoBaHus K cUCTEMaM. DTalbl BHIOOPA CUCTEMBI
aBTOMAaTHU3allUU. DTalbl BHEJPEHUS CUCTEMbI aBTOMAaTU3AI1H.

Tema 7. JlIokyMeHTUpPOBaHUE YIIPaBIECHUYECKON AesTenbHOoCTH. OO01ue
TpeOOBaHUA K JOKYMEHTUPOBAHUIO YIIPABICHYECKOU JiesiTenibHOCTH. COoCTaB,
cojJiep>KaHKie U OCOOCHHOCTH pealn3aiu TpeOOBaHUM K PACIIONOKEHUIO U



0(QOpPMIIEHUIO PEKBU3UTOB TOKYMEHTOB. CTPYKTypHU3aIis TEKCTOB
YIPABJICHUYECKUX JOKYMEHTOB. Buabl yHU(PUUIUPOBAHHBIX TEKCTOB, 0COOEHHOCTH
oopmieHus TpadapeTHOro TEKCTa, aHKEThI U TabauLbl. COCTaB U HA3HAUEHUE
OTJEIbHBIX BUJOB OPraHM3aLlHOHHO-TIPABOBBIX, PACIIOPSIAUTEIbHBIX U
MH(OPMAIMOHHO-CIIPABOYHBIX IOKYMEHTOB. JlOKyMeHTaabHbIi (POH] U IEpeueHb
JOKYMEHTOB, 00pa3yIOIIMUXCs B IPOLECCE NEATEIBHOCTH FOCY1apCTBEHHOTO
oprana. CocTaB, pacroyio)KeH’e 1 nmpaBuiia 0pOpMIIEHUS PEKBU3UTOB OTIEIBHBIX
BUJIOB OPraHU3allHOHHO-TIPABOBBIX, PACHIOPSIUTEIbHBIX U NHPOPMALIMOHHO-
CIPABOYHBIX JOKYMEHTOB. OCOOEHHOCTH 0()OPMIICHHS OTIEIbHBIX BUIOB
JOKYMEHTOB, 00pa3yroIIuXcs, 00pasyoluxcs B IPOLECCE AEATEIbHOCTH
roCyJJapCTBEHHOI'O OpIaHa.
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