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dopma UTOrOBOTO KOHTPOJISI IO YueOHOM aucturinie — [lucbmeHnHo
Inardopma: onnaiia (MC Univer)

Iopsinok u TpeOOBaHMS CIAYH IK3AMEHA:

- COIJIACHO PaclHCaHuIo;

- OPUTMHAJIBHOCTh OTBETA CTYJIEHTA JOJKHA COCTaBUTh 75%;

- MUCbMEHHBIN OTBET Ha 3 BOIpoca

Kpurepuu onenkn (Illkana oueHkn):

«OTJIUYHOY - OLIEHUBAET HAYYHO-TI03HABATEJIbHYIO IEHHOCTh HCTOPUYECKOTO
UCTOYHMKA, UCTIOJIb3YsI TPUEMBI HICTOYHMKOBEIUECKOTO aHAJIN3a U CUHTE3a, JIeJIaeT
apryMEHTHPOBAHHYI0 HAYYHYIO OLEHKY 3HAQUY€HUS HCTOPUYECKOrO0 HCTOYHHKA
IPUMEHSS] OCHOBBI METOJIOJIOTUHA UCTOYHUKOBEICHHUS

«XOpOMIO» - KJIacCU(PUUUPYET HCTOYHUK, MPOBOJAUTH HHTEPIIPETAINIO
UCTOYHWKA, JeNaTh aHalIW3 COJCp)KaHMs HCTOYHHMKA, O0000IIaeT JaHHBIC
MCTOYHUKOBEIUYECKOTO aHaJIN3a,

«YIOBJIETBOPUTEIBHO» - IPUMEHST MMPUEMbI ICTOUHUKOBETYECKOTO aHAIN3a
UCTOPUYECKUX HCTOYHUKOB, MPOBOAUTH COIMOCTABICHUE HCTOYHUKOB Pa3IMYHOU
BUJIOBOM IPUHAIE)KHOCTH, COOTBETCTBYIOIIUX OJHOM KYJIBTYpPE, ONPEAEISICT
(GYHKIIMOHUPOBAHNE UCTOYHHUKA B COITMAIIBHOM Cpeie

«HEYIOBJIETBOPUTEIHHOY - UMEIOTCS 3HAYUTEIbHBIC TPOOEITHI B TPOBEICHUH
HUCTOPUYECKON KPUTHUKHU

TeMbI, IO KOTOPBIM COCTABJICHBI MAaTE€PHUAJIbI UTOTOBOI0 KOHTPOJIA

Tema 1. OcHOBHbIE OHATHS Kypca " YTIpaBiIeHUE METaIaHHBIMU
AIEKTPOHHBIX TIOKYMEHTOB" . OCHOBHBIC KOHIICTIIIUN 0€30yMa)KHOW TEXHOJIOTHUH
yIpaBJeHus, MPEeIMET U cojJiepxkanue Kypca. [loHsTie u cTpykTypa MeTagaHHBIX
AIEKTPOHHBIX TOKYMEHTOB. Knaccudukanus QyHKIuNA U 1ETOBBIX MPOIECCOB
METaJIaHHBIX AJIEKTPOHHBIX JTOKYMEHTOB.

Tema 2. BBeieHHE B CHCTEMBI 3JISKTPOHHOT'O TOKYyMeHTooOopoTa. IIpenmer,
coAep KaHue, 3a/1a4 TUCUUIUINHBL. [[oHATHE “3NEKTPOHHBIN 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: 1 BUABI TOKYMEHTAI[MOHHOTO
obOecrieueHus yIpaBIeHUs, Ha3HAYEHNE TOKYMEHTHUPOBAHUS U OpTraHU3aluU
paboTHI ¢ TOKYMEHTaMH, POJIb HH(POPMAIIMOHHBIX TEXHOJIOTUHN B €r0 Pa3BUTHH,
CYIIHOCTh U OCOOCHHOCTH yIpaBJICHUS TOKyMEeHTaMu. JIOKyMEHT KaK 0ObEKT
perynupoBanus. DyHKIIUU U BUABI JOKYMEHTOB, X YHUDUKAIUS U
cTaHjapTu3anus. ['ocygapcTBEeHHOE peryaupoBaHre, HOpMaTHUBHAS MTPaBOBasi U
METOANYECKasi OCHOBA JIOKYMEHTAI[MOHHOT'O 00ECIIeUeHUsl YIIPaBIICHHUS.
Cy1iHOCTh, HAMPaBICHUS U BUJIbI TOCYIAPCTBEHHOT'O PEryIUPOBAHUS
JIOKYMEHTAIIMOHHOTO 00ECTICUeHHS yIPaBJICHUs, HA3HAUYCHUE, OCOOEHHOCTH 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 M1 HOPMATHUBHBIX ITPABOBLIX aKTOB I'OCY/1apCTBEHHBIX
OpraHOB HCIIOJHUTEIBHON BJIACTH, HAITMOHAIBHBIX U JIOKAJTBHBIX HOPMAaTHBHO-
METOANYECKUX JOKYMEHTOB. HazHaueHne u 0COOEHHOCTH MCIOIb30BaHUS
[N'ocynapcTBeHHOM CUCTEMBI IOKYMEHTAIIMOHHOT'O 00ECIICUeHUsI YIIPABICHUHN U
[IpaBui1 1e10NPOU3BOACTBA 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 (O(PUCHBIEC IPUITIOKEHUS, TparuecKue u
MeJraMaTepHallbl, YepTEkKHU U 1p.), Bepcuu u DI, noanepkka KU3HEHHOTO
[IUKJIa JOKYMEHTOB, Ha3HAUCHHUE TIPaB JOCTYyIa, BEJACHHE UCTOPUH padOTHI,
MOJTHOTEKCTOBBIN 1 aTpuOYTUBHBIN MOUCK. Co3/1aHNe 3IEKTPOHHBIX TOKYMEHTOB,
BEJICHUE CUCTEMBI CIPAaBOYHUKOB, YIIPABICHHE JI€JIOBBIMU MMPOLECCAMH.
[Tonnepskka mpoIeccoB COTIacoBaHusl U 00paOOTKH IOKYMEHTOB, BbIJ1aua 3a/JlaHuN
¥ KOHTPOJIb UX UCIIOTHEHUS, 00eCIIeYeHIE B3aUMOACHCTBUS MEKIY
COTPYIHUKAMU B X0JI¢ OM3HEC-TIPOIIECCOB, MOAIEPKKA CBOOOTHBIX U KECTKUX
MapuipyToB (workflow).

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

Tema 6. Bo16op u BHEIpEHHNE KOMIUIEKCHBIX CUCTEM JIEKTPOHHOTO
TOKyMeHTo000opoTa. [ToaX0oab!l K CO3/JaHUI0 CUCTEM JIEKTPOHHOTO
nokyMeHToo0opoTa. TpeboBaHus K cucTeMaM. DTambl BHIOOpA CUCTEMBI
aBTOMAaTHU3allUU. DTalbl BHEJPEHUS CUCTEMbI aBTOMAaTU3AI1H.

Tema 7. JlIokyMeHTUpPOBaHUE YIIPaBIECHUYECKON AesTenbHOoCTH. OO01ue
TpeOOBaHUA K JOKYMEHTUPOBAHUIO YIIPABICHUECKOU nesiTenbHOCTH. CocTaB,
coJiep>KaHhe U OCOOEHHOCTHU peann3aluu TpeOOBaHUM K PACIIONI0KEHUIO U



0(QOpPMIIEHUIO PEKBU3UTOB TOKYMEHTOB. CTPYKTypHU3aIis TEKCTOB
YIPABJICHUYECKUX JOKYMEHTOB. Buabl yHU(PUUIUPOBAHHBIX TEKCTOB, 0COOEHHOCTH
oopmieHus TpadapeTHOro TeKCTa, aHKeThl U Tabnuibl. CocTaB U Ha3HaYEHUE
OTJEIbHBIX BUJOB OPraHU3alHOHHO-TIPABOBBIX, PACIIOPSIAUTEIbHBIX U
MH(OPMAIMOHHO-CIIPABOYHBIX IOKYMEHTOB. JlOKyMeHTaabHbIi (POH] U IEpeueHb
JOKYMEHTOB, 00pa3yIOIIMUXCs B IPOLECCE NEATEIBHOCTH FOCY1apCTBEHHOTO
oprana. CocTaB, pacroyioKeHue U npaBuiia 0hOpMIIEHHUS] PEKBU3UTOB OTIIEIbHBIX
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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