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JIncrakryaausanuupadodeinporpaMmsl

PaGouas mporpamma nepecMoTpeHa, 00cyxieHa u ogo0pena uist peanmsarmu B 2022 - 2023
yueOHOM roty Ha 3aceqanuu kKadeapsl llemarornyeckoro o0pazoBaHus U TOKYMEHTOBEICHUS

[Iporokosn ot 20 . Ne
3aB. kadenpoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, o0CcykieHa 1 oo0penHa uist peanm3armn B 2023 - 2024
yueOHOM rony Ha 3aceqanuu Kadeapsl Ilemarornyeckoro o0pazoBaHHs U TOKyMEHTOBEICHUS

[Iporokom ot 20 1. Ne
3aB. kadenpoit C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa u oo0pena uist peanm3armu B 2024 - 2025
yueOHOM rony Ha 3aceqanuu Kadeapsl Ilemarornyeckoro oOpazoBaHHs U TOKyMEHTOBEICHUS

[IpoTokomor 20 r. Ne
3aB. kadenpoit C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa 1 ojo0penHa it peanm3armu B 2025 - 2026
y4eOHOM TO1y Ha 3acenaHuu Kadeapsl Ilegarormdeckoro 00pa3oBaHUs U TOKYMEHTOBEICHHSI

[IpoTtokonm oT 20 1. No
3aB. kadenpoit C.C. BenukanoBa

Paboyas nmporpamma nepecMoTpeHa, 00CyxieHa 1 o100peHa s peanusaruu B 2026 - 2027
y4eOHOM roay Ha 3aceqanuu Kadeapsl [lemarorndeckoro oopa3oBaHus U TOKYMEHTOBEICHUS

[Ipotokom ot 20 r. Ne
3aB. xadenpoit C.C. BennkaHnoBa




1 enoCcBOEHUSI T CHUMTILTUHBI(MOLYJIA)
[enstMruocBOSHUS U CIUTLTHHBI( MO 1y1s1 ) « JloOKyMeHTallnOHHO €0 0eCTIeYeHUEICSITETEHOCT
HMOPraHOBroCcyJapCTBEHHONBIIACTH, yITPaBICHUSUIIOIBEIOMCTBEHHBIXOPTaHU3ALUU»IBIISIIOTCS : U3
YYEHHEO0OyJaroMMHUCIHOPMATHBHO-
MIPaBOBOTOPETYJIMPOBAHUSACITEIILHOCTH, TPABUIIOKYMEHTUPOBAHUSYITPABICHYECKOMACSI TEIIBHO
CTUUOPraHU3aMUI0KYMEHTO000POTABOPraHAXTOCYJaPCTBEHHOWBIIACTH, yIIPABICHUSHUIIOIBEIOM
CTBEHHBIXOPTraHU3aAIHI

2MecToau cuMIJIMHBI(MOLYJI51) BCTPYKTYpPeoOpa3oBaTe/ibHOMIIPOrpaMMbl

Jucuunnuna/lokyMeHTalnOHHOE00ecIeYeHUE 1A TEIbHOCTUOPIaHOBIOCY1apCTBEHHOMB
JIACTH, YIIPABICHUSIUIIOIBEJOMCTBEHHBIXOPraHN3allM i BX0IUTBOOSA3aTEbyI0UaCThy4eOHOTOTIIIaH
ao0pa30BaTebHONIPOTPaAMMBI.

JU1au3y4eHUs IM CUUTUTMHBIHE0 0 X0 TUMbI3HAHUSI(YMEHU S, BIIaICHUS ), c(POPMUPOBAHHBIEBD
€3yJIbTaTeN3y4ECHUSA TUCIIUTUINH/TIPAKTUK:

JlokymMeHTaloHHOeo0ecieueHneaIMUHUCTPATUBHBIXOTHOILIEHUBP D

VY4eOHas-03HaKOMUTENbHASATIPAKTUKA

OCHOBBIaPXUBOBEICHUS

OCHOBBIJOKYMEHTOBEICHUS

VYnpapieHneuenoBe4ecKUMHUpPECypcaMmu

3HaHUs(yMEHHUS, BIIaJICHHS] ), [10JTy4€HHBICTIPUU3YY €HU N JAHHO U TUCITUTIIMHBIOY Ty THE00XO
JUMBIUTSIU3Yd €HUS AU CUUTUTNH/TIPAKTHK:

JlokyMeHTaImoHHOCO OeCTIeYeHUET PAXK JaHCKUXOTHOIIIEHUIMBP D

JIOKyMEHTHPOBaHHUEIEATEIbHOCTHHETOCYJAPCTBEHHBIXOPraHU3aLui

Kaapoasinmonutuka

CrnenuanbHbIECUCTEMBIYYETHOMJOKYMEHTALIUU

JIOKyMEHTallMOHHO€00eCTIeYeHUEIEATEIbHOCTHOPIraHOBMECTHOTOCaMOYTIPaBIEHUSI UM YH
UIUNATBHBIXOPraHn3alu i

Opraaun3zanuspaboTeICOOpaIICHUIMUT PAXK IaH

[ToaroToBkakmnpoueype3aluThIN3al U TaBbITyCKHOMKBANU (PUKAIMOHHOHPAOOTHI

3Komnerennumnoody4arwierocsi,(popMupyemMmbieBpe3yabTaTE0CBOCHU S

AUCUUIIMHBI(MOLYJISI ) MILJIAHMPYEeMbIePe3yJIbTaTbl00yYeH I

Bpe3synbraTeocBoeHUS IMCIUIUIUHBI(MOIYIIA ) «JlOKyMeHTallnOHHOe0 OecTieueHI e IeA Te b
HOCTHOPraHOBIOCYJapCTBEHHONBIACTH, yIIPaBICHUSHIIOABEI0MCTBEHHBIXOPraHU3AIHI»00y4ato
HIUICSI0KEeH001a1aThCIIe IYFOIIMMUKOMITETEHIIUSIMU:

Komnunn WMHIMKaTOp 10 CTHKEHUSIKOMIIETEHITUN

1 CriocoOeHIIPUMEHIThbHA0a30BOMYPOBHE3HAHUSANCTOPHICCKUXHAYKIIPUPEITCHIN3a1auBCchepecs

OIIK-1.1 |3HaeTHCTOPHIOMCOBPEMEHHYIOOPraHU3alUIOCUCTEMBIOPraHOBIOCYIaPCTBEHHOWBIIACT
unynpasiaeHusIBP®,0praHoBMecTHOr0CaMOyIPaBICHUSIHOPraHU3 AU

OIIK-1.2 BJ'IaI[eeTHaBLIKaMI/IHOI/ICKaI/IOT60paI/ICTO YHUKOB,KOTOPBICBA)KHBIIJIIKOHKPETHO -
HUCTOPHUYCCKOTOUCCIICAOBAHUACYUCTOMICHHOCTUIOKYMCHTAJIbHOTONCTOYHUKAKAKYIACT
HHUCTOPUYCCKOTOHACICIUANAKTUBAOPraHn3anuu

OIIK-2Cnoco6eHHax0 IMThOPraHU3auOHHO-
yIpaBJeHUeCKHUepelIeHUspUpenieHnn3aaauBchepecBoenpodeccuoHATbHO RS TETFHOCTH;

OIIK-2.1 [OmnpenenseTenun3ataqnynpaBieHusBchepecBoernpoheccuoHanbHOW eI TETbHOCTH

OIIK-2.2 [ cnoib3yeTOCHOBHBIEMETO ABIMIIPUEMBIOPTraHU3AIM M, [TAHUPOBAH U, MOTHBALIUHU, KOOD
JTMHAUUMKOHTPOJIAIIPOIIECCOBBCepecBoei




11poheCcCHOHAITBHOM IS TCIbHOCTH

OIIK-2.3

YMmeeTuaeHTUGUIPOBATETPEOOBAHUSHOPMATHBHO-
IPABOBOMCPEIBIKCBOCHIIPOPECCHOHATBHOM 1A TEIbHOCTUI I TEIbHOCTHOPT aHU3AIHH




4.CTpyKTYpa,00bEMUCOIEPKAHUETUCHUILTHHBI(MOTYJIA)
OO0masTpyA0EeMKOCThIUCIUILTNHBICOCTABIISIC T43aue THRIXeAMHMII | 44aKa]1. 9aCOB,BTOMYKCIIC:

—KOHTaKTHasipaboTa—34,6aKkaj.yacoB:
—ayIUTOpHas—6aKa/.4acoB;
—BHEayAUTOpHasI—28,6aKa/1.9acoB;
—camocrosTenbHasgpadoTa—100,7akam.9acos;
—B(hopMenpaKkTHIeCKOUIOAT0TOBKI—0aKa . yac;
—IOJATrO0TOBKAKIK3aMEeHYy—8,7aKa 1. uac

q)OpMaaTTGCTaU;I/II/I'E)KSaMeH

AyIuTopH %
as = ®
wowraxia | Bwncast | el Koo
Pa3znen/rema é sipabota | | ocroste a;aocni/n MHJ;TG
JACLUTUTUHBL < | sbHOIM .
)| mpa B | pagore |TPOMEKYTOUHOM | HIwH
Jle a KT.3§ P aTTecTalun
’ aH. |
B)
1.HopmatuBHo-
MIPaBOBOEPETYIUPOBAHUE IS TEILHOCTHOPTAHOBI OCYIAPCTBEHHOMBIIAC
TH, YIIPABJICHHUSUIIOABEIOMCTBEHHBIXOPTaHH3a Ui
Nzyuen OIlK-
ne 1.1,0
1.1 %2 %’ir‘r/ 1 octiosrio TectupoBanue K-
IMoHATHEOpraHaroCy1apCTBEHHOMBIACTH 21/’1 I;I 0| #um p 1.2,0
JIOTIOJIH TIK-
HUTEIBHO 2.1,0
Nzyuen OIlK-
ne 1.1,0
1.2HopmaTuBHO- 0,2| (0,4/
1 |ocHOBHO IIK-
[IPaBOBOCPETYIMPOBAHUEACATEIbHOCTHOPTAHOB3aKOHOIATEN b /0, 0,4 0 i TectupoBanue 12.0
HoiiBnactuPoccuiickoii®enepannn 21 " JOTONH TIK-
HUTEJIBHO 2.1,0
3 W3yuen OIlK-
ue 1.1,0
111.3:;312113?)4:?: }JI'I(I)/I- oBanuenesarensuoctulIpesunenraPoccuiick 0.2( 104/ 1 OCHOBHO TIK-
OISICDe €] ;) I/Iﬁ HpaBHTeHSCTBaPoccnﬁconI)ﬁ(Deﬂe AIMUHOPTaH 10, 0.4 0 iin Tectuposanme | 1.2,0
Jicparun, L ipa JICPpALIHOD ou| | 1 |7 | nomonn TIK-
OBUCIIONHHUTEILHONUBIACTH
HUTEJIBLHO 2.1,0
71 IIK-
Uzydaen OIIK-
ue 1.1,0
1.4HopmaTnBHO- 0,2| (0,4/(1
OCHOBHO TIK-
IIPaBOBOCPETYIMPOBAHUEACATEIIbHOCTHOPTAHOBT OCYIAPCTBEH /0, 0,410, [ TectupoBanue 12.0
HOMBIacTUBCYOBEKTaXPD 2U u|1 i
JIOIIOJIH IIK-
HUTEJIBHO 2.1,0
Uroromopasgen 0.8 |1.6//4
pasACIy 0,] |16]o0,

2.JIokyMeHTHpOBaHUEYTIPaBIEHUYECKOWIEATEIbHOCTUHOPTaHN AU IO
KyMEHTOO0OpOTaBOPTaHAXT OCYAaPCTBEHHONBIIACTH, yIPABICHISIUTIONB

€IOMCTBCHHBIXOPTaHU3AIINAX




Nzyuen OIIK-
02| loar|2]| "¢ L.LO
2.1J10KyMEHTHPOBaHUEYTIPABICHYECKON1ESITEIbHOCTUOPIaHO /(‘) O’ 4o OCHOBHO TecTHPOBaMIC [K-
BroCyJapCTBEHHONBIIACTHHYIIPABIICHHS 21/‘1 I;I 1’ nu P 1.2,0
JIOIOTH [K-
UTEIILHO 2.1,0
Nzyuen OIIK-
02| loar|2]| "© L.LO
2.20praHn3anisgoKyMeHTO000pOTaBOPraHAXTOCYAAPCTBCHHO /(‘) 0’ 4|0 [ocHoBHOl L oanme K-
WBIaCTUMYIIPABIICHHS 21/‘1 I;I 1’ nu P 1.2,0
JIOMOJTH K-
UTEITEHO 2.1,0
Nzyuen OIIK-
02| loar|1]| M 1.L,O
2.3¥YnpaBieHue0KyMEeHTaMUBCHCTEMENTEKTPOHHOT OJOKyMeE /(‘) O' 4o OCHOBHO TecTHDOBAMIE [K-
HTOO0OPOTaBOPraHAXIOCYJAPCTBEHHONBIACTUHYTIPABIICHUS 21/‘1 I/I 1’ nu P 1.2,0
JIOIOTH K-
UTEJIbHO 2.1,0
Nzyuen OIIK-
ne 1.1,0
2.4¥IcionHeHNEen0KyMeHTOB(II0py4EeHHI )BOpraHaxrocyjapcTB 0.2] 104/11 OCHOBHO [K-
€HHOMBIIaCTUMYIIPABJICHUS é?/’l 01;14 (i’ nu Tectuposanue 1.2,0
JIOTIOJNTH IK-
UTEJIEHO 2.1,0
Nzyuen OIIK-
ne 1.1,0
2.5]]oxyMeHTanbHBIH(OHTOCY 1apCTBEHHBIXOPIaHOBBIACTUHI 0.2] 104/11 OCHOBHO [K-
yIIpaBJIEHUs é?/’l 01;14 (i’ nu Tectuposanue 1.2,0
JIOIOJIH K-
HUTEIHHO 2.1,0
Nzyuen OIlK-
ne 1.1,0
2.6IToAroToBKaJOKYMEHTOBKIIEpEIaueHaXpaHEHUEBAPXUBIOC 0,2| 10,4/|1 |ocHoBHO [K-
yIapCTBEHHOTr0OPIaHa; BbIJICICHUEKYHUYTOXKEHUIO0OKYMEHTO /0, 0,40, i#wm TectupoBanue | 1.2,0
BCHUCTEKITMMHUCPOKAMUXPAHCHUS 2n " |1 | nononu [K-
HUTEIHHO 2.1,0
i ITK-
Uroronopaszneny 1.2) (24//6
/1, 2,410,
3.KouTposnb
Nzyuen OIlK-
ne 1.1,0
K-
3.10Kk3ameH T:;S;Tf TectupoBanue 12.0
BOMPOCO K-
B K 2.1,0
Uroromnopazneny
Htorosacemectp 212 (4411 3K3aMeH
22| |4/4(1
Hroronoaucnuminge " 1 lo 9K3aMeH




500pa3oBaTeIbHBIETEXHOJIOT UM

BripouiecceoOyueHHUSIO AMCHUTUIMHETPUMEHSFOTCACIIEYOIIHETEXHOJIOT UH.

1. TpaguroHHbIC00pa30BaTEIbHBIETEXHOIOT UH, IIPEANOJIAT AFOLTUETIPAMYOTPAHCIISAIIUIO3
HAaHUHOTIPENIOAaBATEISIKCTY ICHTY(TPEUMYILIECTBEHHOHA0 CHOBEOOBSICHUTEIIBHO -
WJUTIOCTPaTUBHBIXMETOJOBOOYUEHHUST ). Y UeOHasA 1€ TeIbHOCTECTYICHTAHOCUTBTAKUX yCIIOBHSIX, Ka
KIIPaBUJIO,PENPOAYKTUBHBIIIXapaKTep.

DopMBIydeOHBIX3aHATUHCUCIION30BaHUEMTPATUIIMOHHBI XU CTAHITHOHHBIXTEXHOJIOTH
H:

NudopmanmoHHasIIeKIS—
MI0CJIEI0BATEIbHOCU3I0KEHEMaTepHalaB AU CLIMITMHAPHOMIIOTUKE,0CYIIECTBIIIEMOEIIPENMYILIE
CTBEHHOBEPOATHHBIMHUCPEICTBAMH(MOHOJIOTIIPETIOIaBATEIS ).

[IpakTrueckoe3aHsTHE, TOCBSAIIEHHOE0CBOEHUIOKOHKPETHBIX YMEHUMMHABBIKOBIIOIPE IO
KEHHOMYaJITOPUTMY.

2.TexHonoruunpo061eMHOro00y4eH s~
opranu3anuso0pa3oBaTeIbHOTONPOIIECCa, KOTOPASIIPEAIO0IAraeTIIOCTAHOBKYIIPOOJIEMHBIXBOIIPO
COB,CO3/ITaHUEYYEOHBIXITPOOTEMHBIXCUTYALIMHUISICTUMYJINPOBAaHUSAaKTUBHOMIIO3HABATEIbHOM /1€
SATETbHOCTUCTYICHTOB.

DopMbIydeOHBIX3aHATUHCUCIIOIE30BAHUEMTEXHOJIOTUUITPOOIEMHOT 000 yUeH U

[IpakTnueckoe3aHITHEBPOPMENPAKTUKYMA—
opranusanusy4eOHoiipadoThl, HapaBIeHHAsTHAPEIIEHUEKOMITJIEKCHOY4ueOHO -
M03HaBaTeIbHOW3a1aun, TPEOYIOIEeHOTCTYACHTaIpUMEHEHUSIKAKHAYYHO -
TEOPETUYECKUX3HAHUM, TAKUTIPAKTUIECKIXHABBIKOB.

[IpakTHueckoe3aHATHEHA0 CHOBEKEMC-METO1a—
00y4eHNEeBKOHTEKCTEMOIETNPYEMONCUTYaIlNU, BOCIIPOU3BOI1IeHpealIbHbICYCIIOBUSHAYYHO M, TP
OM3BO/ICTBEHHO1,00111eCTBEHHON IesTeIbHOCTH. OOyUaronuecs 10 KHBIITPOaHAIN3UPOBATHCUTYA
L[110,pa300paThbCIBCYTUITPOOIIEM, TPEITI0KUTHBO3MOKHBIEPEIICHUIUBBIOpaThTyuieen3HuX. Keit
chI0a3upyroTCAHapealibHOM (DaKTHYECKOMMATEpUATICUITHKETTPUOTMKEHbIKPEaIbHOMCUTYalIUH.

3. TexHoIOruUIPOEKTHOTOOOyUEeHUSI—
OpraHu3anuso00pa3oBaTeIbHOTONPOIIECCABCOOTBETCTBUUCAITOPUTMOMIIOITAITHOTOPEIICHUSATIPOO
JIEMHO3a/1a4MIIMBBINIONHEHUTydeOHoT03a1anus. I [poekTipeinonaraeTcoBMeCTHYOyueOHO -
MI03HABATEIbHYIOICSATEIbHOCTHI PYIIIBICTYACHTOB, HAIIPaBJIEHHYIOHABBI PAOO TKYKOHIICTIIIMHU, yCTa
HOBJICHHELeTen3aaa4, hopMYyIUPOBKYOKHIAEMBIXPE3YIbTaTOB,0MPEICICHUCTTPUHIIUTIOBUMETO
JTUKPELeHUAIOCTaBICHHBIX3a1a4, [JIAHUPOBAHUEX0AapaO0ThL, TOMCKAOCTYMHBIXUOTITUMABHBIXP
€CYPCOB,II0ATANHYIOPEATH3alUIONIaHapa00ThI, IPE3EHTAUIOPE3YIbTATOBPAOOTHI, MLXOCMbBICICHU
eupedIICKCHIO.

NudopmanioHHBIATIPOEKT—y4eOHO-
M03HABATEIbHASIEATEIHbHOCTHCAPKOBBIPAKEHHONIBPUCTUYECKOMHAIIPABICHHOCTHIO(TIOMCK,0T00
pUCHCTeMaTU3AIUIMHPOPMAITTHOKAKOM-
TOOOBEKTE,03HAKOMIICHUEYYaCTHUKOBIPOESKTACITOMUH(pOpMAITUeii,eeaHann3u0000IeHIE TSP
€3EHTAIMN00JIeeTUPOKOHAYUTOPHH ).

5.MHpOopMaLInOHHO-KOMMYHUKAIIHOHHBICOOPAa30BaTENbHbIETEXHOJIOTHH—
OpraHu3anus00pazoBaTeILHOrONPOIIECcCca,0CHOBaHHASIHAIIPUMEH EHUH CIIEIIMATTM3UPOBAHHBIXIIPO
I'PaMMHBIXCPEIUTEXHUUECKUXCPEACTBPAOOTEICHH(POPMALIHEH.

®opMblydeOHBIX3aHATUHCUCIIONB30BaHUEMUH (POPMAIIMOHHO-
KOMMYHUKAIIUOHHBIXTEXHOJIOT U

Jlexuusi-Bu3yanu3anusi—

U3JI0KEHHUECOIePKAHUSACOTIPOBOK IAeTCATIPE3eHTAUEeH(IeMOHCTpaeilydeOHbIXMaTepUaIoB, T
peACTaBIEeHHBIXBPA3IMYHBIX3HAKOBBIXCUCTEMAX,BT. Y. ULTIOCTPATUBHBIX, IPpahUUECKUX, Ay IUO -
MBUJIEOMATEPHAJIOB).

Hcnonb3ytoTcsAnCTaHIIMOHHBIC00pa30BaTEIbHBIETEXHOJIOT U, PEATN3YEMbIEBOCHOBHOMCTI

pUMEHEHUEMHUH()OPMAIIHOHHBIXUTEIEKOMMYHHUKAIIMOH HBIXTEXHOJIOT MATTPUOTIOCPEJOBAHHOMB3a



NeATeIbHOCThIOMHAIPABIICHHBIXHA(POPMHUPOBAHNE,3aKPEIIIICHNE, PA3BUTHEIPAKTHIECKUXHABBIKO
BUKOMIIETEHIIUUTIOTIPOPHITI000pa30BaTEILHOUIIPOT PAMMBI.

6Y4eOHO-MeTOAMYECKOEO0eCTIeYeHHeCAMOCTOATeIbHONPAO0THIO0YYAIOIIMXCS
[IpencraBneHoBnpuioxKeHUu 1.

70neHoYHbIeCPeICTBALISANPOBEACHUSITIPOMEKYTOUHOHATTECTALMI
[IpencraBiaeHbIBIPUIOKEHUHNZ.

8YuebHO-MeTOANYECKOeUNMH(OPMALIMOHHOE00ecTIeYeHH eI CITUTIJIMHBI(MOTYJ151)

a)OcHOBHaslIMTEpaTypa:

1.Heukun,A.B.OpranuzanusarocyaapctBeHHoMBIacTUBCyObekTaxPoccuiickoi®@enepanu
n:yueOHuK1ABy30B/A.B.Heuknn.—Mocka: M3 garensctBolOpaiit,2021.—130c.—
(Beicmeeobpazosanne).—ISBN978-5-534-11070-8.—
Tekct:anexrpouusbIit//ObCIOpaiit| caitt].—
URL:https://urait.ru/bcode/475965(naraoopamennus:28.05.2021).

2.CuctemarocyaapcTBEHHOTOYIIpaBIIEHUs: yueOHOETI0coOueAIsicpeTHEronpodeccuoHalb
Horoo6OpazoBanust/C.E.Ilpokodser[uap. |;moapenaknueiiC.E.ITpokodresa,O.B.ITanunoii, C.I".Ep
emnna,H.H.MycunoBoit.—MockBa:U3gatenscTBolOpaiiT,2021.—114¢c.—
(ITpodeccnonanpHOc0OpazoBanue).—ISBN978-5-534-09924-9.—
Texct:anexrpouusbIit//ObCIOpaiit| caitt].—
URL:https://urait.ru/bcode/472528(naraoopamenns:28.05.2021).

3.IIporacos,E.T.IIpaBrmnananucanusnpaBOBbIXaKTOBUHAUMEHOBAHUHOPraHOBrOCYAapCT
BeHHOMBIacTH: yaeOHO-MeTo quueckoenocooue/E. T.ITporacos,A.E.IlpotacoB.—Ynan-
VYr:bypsarckasl CXAum.B.P.®unmunnosa,2014.—95¢.—
Tekct:anexTpoHHBIN//JIaHB:AIEKTPOHHO -ONOINOTEUHASICHCTEMA. —
URL:https://e.lanbook.com/book/138759(naraobpamenus:27.05.2021).—
PexxumaocTymna: yisiaBTOpu3. 1101630 BaTENECH.

4 HcropusoTeuecTBeHHOrorocyaapcrpaunpaBap24.Yacte2. X X—
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IIpuioxenune 1

1. HOpMaTI/IBHO-HpaBOBOC PEryjaiupoBaHue A1€ATECJIbHOCTH OPraHoB
rocynapCTBeﬂﬂoﬁ BJIACTH, YIIPABJICHUA U MOABCAOMCTBEHHBIX OpFaHI/I3aHHI7[

1.1. ITonsiTHe Oprana rocy1apcTBeHHO BJIACTH

Bonpocul ona oocyscoenusn
[TonsaTre rocyaapcTBEHHOM BJIACTH M TOCYJAPCTBEHHOTO YIPABICHUS
lNocynapcTBeHHBIN amnmapar, rocyJapCTBEHHBIM OpraH, rocyJapCTBeHHas Ciyx0a u
JOJIKHOCTHOE JIUIIO0
HopmaTuBHO-TIpaBOBBIE aKThl, pErIaMEHTHPYIOIIME TMPaBOBOM CTAaTyC OpraHa
rocy/1lapcTBeHHOM BiacTu PO
Cucrema mMpaBOBBIX aKTOB, 00ECIICYMBAIOIINX OPraHU3ANNI0 U (PYHKIIMOHUPOBAHWE
rOCyJIapCTBEHHBIX OPraHoB BiacTu B PO
[TpuHtumbl mocTpoeHus U (PYHKIMOHUPOBAHUSI OPraHOB TOCYAApCTBEHHOUM BIIACTH
PD
[TonsiTue oprana rocynapctTBeHHo# Biactu PO
Komnerenius oprana rocyaapctBeHHoM Biactu PO
[IpaBo opranoB rocymgapctBeHHOM Biactu P® Ha u3gaHue HOPUAMYECKUX AKTOB
MIPaBOIIPUMEHEHUS
[Ipusnaku oprana rocyaapctBeHHo# Biactu PO
IOpuanyeckast OTBETCTBEHHOCTh OpraHa rocyJapCTBEHHOM BiiacTu PO
Knaccudukanus opraHoB rocyaapcTBeHHOH BiaacTi PD mo xapakTepy KOMIIETCHITUH
Knaccudukanus oprano rocynapcrseHHoi Biaactu P® no nopsaaky o6pa3oBanus
Knaccudukanus  opraHoB  rocyaapcTBeHHoW  BiaacTd P® 1o  mopsaky
(buHaHCUpPOBaHUS
Kinaccudukanus opraHoB rocyaapcTBeHHOH BiaacTH corsitacHo Koncrurymuu PO

1.2. HopmaTUBHO-NIPaBOBOE Pery;JiUupoOBaHue AesiTeIbHOCTH OPraHOB
3aKoHoATeIbHOM BiaacTu Poccuiickoil @enepannu

Bonpocwl ona oocyrncoenun
[IpencraBuTeNnbHOE ¥ 3aKOHOIATEIIBHOE HAYAJIO OPraHOB I'OCYJAPCTBEHHOM BJIACTU
HopmatuBHO-nIpaBoBo€ peryiaupoBanue aearenbHoctu Oenepansaoro Cobpanust PO
HopmatusHO-IpaBoBO€ perynupoBanue aedaresnbHocTu ['ocynapecrsennoi Jymsr PO
HopmaTuBHO-TIpaBOBOE  PErylMpOBaHUE 3aKOHOAATENbHBIX (MPEACTaBUTENbHBIX)
OpraHoOB roCyJIapCTBEHHOM BJIACTH CyObeKTOB PO
Iopsinok opMuUpoBaHUS U 1EATETBHOCTH OPraHOB 3aKOHOAATENbHOM BiacTu PO
IIpexpanieHue NoJIHOMOYMM OpraHa rocyJapCTBEHHOU 3aKOHOIaTenbHOM Biiactu PO
Craryc unena ®enepansnoro Cobpanust PO
Cratyc nenyrata ['ocynapctBenHoit J[ymbr PO
Cratyc rocynapcTBEHHOrO ciyxarero B PO
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1.3. HopmaTuBHO-IPaBOBOE peryjupoBanue AesiteqibHocTH Ilpe3naenta
Poccuiickoit @enepannu, [IpaBurenncrBa Poccuiickoit @enepanuy v opraHos
HCIIOJTHUTEILHON BJIACTH

Bonpocul ona oocysymcoenusn
[TonsiTue oprana UCIIOJTHUTEIBLHOM BJIACTH
HopmaTtuBHO-TIpaBoBO€E peryinpoBanue aearesbHoCcTH [Ipesunaenta PO
HopmaTtuBHO-TIpaBoBO€E peryinpoBaHue nearenbHocTy [IpaButensctea PO
OcHoBHbIE (DYHKIIMH OPraHOB MCIIOJTHUTEIbHOU BacTu PD
denepanbHble MUHUCTEPCTBA, (enepanbHbie CIYyKObI, (eaepanbHble areHTCTBA,
PYKOBOJCTBO JI€ATEIBHOCTBIO KOTOPBIX ocymiecTsiseT [Ipesnaent PO
®denepanbHbIe MHHHCTEPCTBA, PYKOBOJICTBO KOTOPBIMU OCYUIECTBIISIET
[IpaBuTenscTBO PO
[TomHOMOYHMST KOHKPETHBIX OPraHOB WCIIOJIHUTEIBRHON BIJIACTH, CcHENHPUKA UX
NEeATENBHOCTH
OpraHbl UCIIOJIHUTENBHOM BiacTu cyobekToB PD

1.4. HopmaTuBHO-IPaBOBOE PeryJupoOBaHue AesiTeJIbHOCTH OPraHOB
rocy1apcTBeHHOM BJIACTH B cyObekTax PP

Bonpocwt ona oocyscoenusn
[Tonsarue cyonrekra PO, ux Buasl no Koucturynuu PO
TeppuropuabHOE U TOCYIAPCTBEHHOE YCTPOHUCTBO CYOBEKTOB PD
AJIMUHHCTPATUBHO-TEPPUTOPUATHHOE YCTPOHUCTBO CYOBEKTOB PD
AJMUHUCTpPAaTUBHBIE OKpYTa
VYnpaBiieHdeckue okpyra
3akoHOAaTeNbHbIE  (MIPEACTAaBUTENbHBIE) OpPraHbl  TIOCYJApPCTBEHHOW  BIJIACTH
cyobekToB P®: nopsagok GopMupoBaHus U AESITEILHOCTH, JOCPOYHOE MpEKpalleHue
MIOJIHOMOYUH, CTPYKTYpa
CraTyc rocynapCcTBEHHBIX OPraHoB CyObeKkTa, (HOPMHPYEMBIX 3aKOHOJAATEIbHBIM
(mpeacTaBUTENBHBIM) OPraHOM TOCYIApCTBEHHOI BiiacTu cyobekra PD
HopmartuBHO-ipaBOBOE  peryivpoBaHUWE OpPraHOB  HUCIOJHHUTEIBHON  BIACTH
cyObekToB PO

2. lIokyMeHTanlMOHHOe o0ecneyeHne ynpaBJeHus B OPraHax rocyapcTBeHHOH
BJIACTH, YIIPABJIEHUS M NMOABeIOMCTBEHHBIX OPTraHU3AIUAX

2.1. JlokyMeHTHPOBaHHE YIIPABJICHYECKOH e TeJIbHOCTH OPraHOB
rOCyAapCTBEHHOM BJIACTH U YIIPABJICHHSA

Bonpocwt ona oocyrncoenusn
HopmatuBHO-MeTOtMueckasi 0a3za JOKyMEHTAllMOHHOTO OOecreueHHs yIpaBlIeHUsS
OpraHoOB IOCYAapCTBEHHOM Biiactu PO
CocTtaB JOKyMEHTOB, 00pa3yIOMIUXCS B IEATETLHOCTH FOCYJapCTBEHHOTO OpraHa
brnaHky TOKYMEHTOB roCyAapCTBEHHOTO OpraHa
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OOmire TpeGoBaHUs K M3TOTOBICHHUIO JOKYMEHTOB rOCYIapCTBEHHOT'O OpraHa
Odopmitenue peKBU3UTOB JOKYMEHTOB FOCYJapCTBEHHOTO OpraHa

[Ipouenypa noaroToBKM JOKYMEHTOB rOCYIapCTBEHHOIO OpraHa

[ToaroToBka MpPOEKTOB 3aKOHOAATEIbHBIX M MHBIX HOPMAaTUBHBIX IMPaBOBBIX aKTOB
rocy/1lapCTBEHHOT'O OpraHa

[ToaroroBka MHIMBUIYAJIbHBIX NPABOBBIX aKTOB (PacHOPSIUTENBHBIX JTOKYMEHTOB)
rocy/1lapCTBEHHOT'O OpraHa

OpranuzaloOHHO-IPaBOBasl JOKYMEHTAIMs TOCYAapCTBEHHOTO OpraHa
NudopmanoHHO-CTIpaBoYHasE W MHPOPMAIMOHHO-aHATUTHYECKAsT TOKyMEHTAIUs
roCy/1lapCTBEHHOTO OpraHa

2.2. Opranu3anus J0KyMeHT0000pOTa B OPraHax rocyJ1apcTBeHHOI BJIACTH H
ynpaBJieHUsl

Bonpocwt ona oocyscoenusn
[TpuHIUITBEI OpraHu3anu T0KYMEHTOO00pOTa TOCYIapCTBEHHOTO OpraHa
[Ipuem wu mnepBuuHass 00pabOTKAa TMOCTYMAMNIUX B TOCYIAPCTBEHHBIH OpraH
JTOKYMEHTOB
[IpenBaputenbHOE pacCMOTpPEHHE JOKYMEHTOB IrOCYIapCTBEHHOI'O OpraHa
Peructparnus nocrynamomux 10KyMEHTOB B TOCYITapCTBEHHOM OpraHe
[Topsinox paccMOTpeHUs JOKYMEHTOB PYKOBOJICTBOM U JOBEICHHS JTOKYMEHTOB 0
WCIIOJIHUTENIEH B TOCYITapCTBEHHOM OpraHe
Opranuzanus paboThl C OTIPABIAEMBIMH TOKYMEHTAMHU B TOCYIapCTBEHHOM OpraHe
Peructparus oTmpasisieMbIX JOKyMEHTOB B TOCYJapCTBEHHOM OpraHe
[Topsinox 0OpabOTKHU U yueTa HHOCTPAaHHON KOPPECTIOHICHITNH
VY4er u aHau3 00bEMOB JOKYMEHTOO0O0POTA B TOCYAapCTBEHHOM OpraHe

2.3. YupasJjieHHe JOKYMEHTAMH B CHCTeMe 3JIeKTPOHHOI0 IOKYMEHT0000poTa B
OpraHax rocyJapcTBeHHON BJIACTH M YNIPaBJIeHUS

Bonpocwl ona oocyrncoenun
OcHOBHBIE NOJIOXKEHHUA 00 ymnpaBieHuu AokyMmMeHTamu B COJl rocyaapcTBEHHOTo
oprasa
CocraB noxkymenTtoB B C3O/] nocpeanctsom OPK
CocTaB ycTaHOBJIEHHOr0 Habopa cBefieHu# o fokymeHnTax B OPK CO /1
CocraB cBenenuil, popmupyempix B COJl npu BKIIOYEHHH B CHCTEMY OOpalleHUil
rpaxk/iaH, OpraHu3aluil 1 OTBETOB Ha OOpaIleHUs
CBs3u JOKyMeHTa (IIpoekTa JOKyMeHTa), BkitoueHHoro B CDJI, ¢ apyrumu
JOKyMEHTaMu

2.4. UcnojiHeHHe JOKYMEHTOB (IIOPY4YeHHi) B OpraHax rocy1apcTBeHHOM BJIACTH U

1.

ynpasJieHUs

Bonpocwt ona oocyrncoenun
OpFaHI/IBaHI/ISI KOHTPOJIA UCTTIOJIHCHHUA JOKYMCHTOB B IrOCYAapCTBCHHOM OpraHe



2. TexHoJIOTHSI KOHTPOJISL KCIIOJHEHUS JOKYMEHTOB rOCY/JapPCTBEHHOTO OpraHa

3. OcoOeHHOCTH KOHTPOJISI UCHOJHEHUS JOKYMEHTOB (TIOPYYEHHI), MOCTYMAIOUINX H3
BBIIIECTOSAIIMX TOCYJapCTBEHHBIX OPraHOB WCIOJHUTEIBHON BIACTHM M HHBIX
TOCY/IapCTBCHHBIX OPT'aHOB

4. Cpoku UCHOJIHEHUS JOKYMEHTOB rOCYAapCTBEHHOI0 OpraHa

5. AHanu3 WCIOJHEHUS JOKYMEHTOB M pPacCMOTPEHHUs OOpalleHWid TpaXIaH Hu
OpraHH3aluil TOCYIapCTBEHHBIM OPraHOM

6. PaboTa ucnonHUTENS C JOKYMEHTAaMH T'OCYJapCTBEHHOT'O OpraHa

2.5. JlokyMeHTaJIbHBII (JOH TOCYAaPCTBEHHBIX OPraHOB BJIACTH M YIIPABJIEHUS

Bonpocul ona oocyscoenusn
Pa3paboTka 1 BeieHEe HOMEHKIIATYphI /1€ TOCYJapCTBEHHOTO OpraHa
TunoBast HOMEHKJIATypa el
TpebGoBaHMsI K HOMEHKJIATYpE JI€J1 TOCYAapCTBEHHOTO OpraHa
dopMupoBaHUE [N U UX TEKYIIIEE XPAHCHUE B TOCYIAPCTBEHHOM OpraHe

o

2.6. IToaroroBka J0KyMEHTOB K Iepe/iaye HA XpaHeHHe B aPXUB IocyJapCTBEHHOI 0
opraHa; BbljJejleHHe K YHUUYTOKeHHI0 JOKYMEHTOB ¢ HCTeKIIMMH CPOKaMU
XpaHeHHUs

Bonpocwt ona oocyscoenusn
1. TloaroToBka JOKYMEHTOB U JI€J FOCYAapCTBEHHOTO OpraHa K nepejaadye Ha apXWBHOE
XpaHEeHue
2. YHUYTOXKEHUE JOKYMEHTOB U JieJ rOCYAapCTBEHHOIO OpraHa ¢ MCTEKIIMM CPOKOM
XpaHEHUS
3. Ilepenaua nen Ha XpaHEHUE B apXUB IOCYIAPCTBEHHOIO OpraHa

Tecmoewie 3a0anun

1. II.A. CTomblnuH OBLI:

[Ipencenarenem BepxoBHoro cyna
[Ipencenarenem ['ocynapcTBeHHOTO COBETa
[Ipencenarenem coBeTa MUHUCTPOB
I'enepan-nipoxkypopom

[Ipencenarenem I'ocynapcTBEHHON AyMBbI

2. OcHOBHBIE TOCyJIapCTBEHHbIE 3aKOHbI Poccuiickoil MMIepuu B HOBOM peAakuuu ObUIU
U3JIaHbI

3 nrons 1907 r

5 mapra 1905 r

17 anpens 1905 r.

23 anpens 1906 r.

3. Kakoii opran sBisiicst BepxHell nmanaroil poccuiickoro napiamenrta B Havane 20 B.?

Bepxosusiit Coer

Coser ®enepaunn



[IpaButenbcrByromuii Cenar
l'ocynapcTBeHHBIN COBET
[Ipesunnym

4. Kakyrwo ¢ynkuto BeimosHsuia ['ocygapcrBennas Jlyma B Poccun Bo BTOpoit monoBuHe 19
B.?

SBnAnack TOJMICHCKAM YyIpPaBICHHEMA0ObIJIa OpPraHOM, OTBEYABIIMM 33 KOMMYHAJIbHOU
XO351CTBO

SBnsinace npoKypaTypon

Bru1a NCTIOTHUTENTFHBIM OPraHOM CaMOYIPABJICHUS

OtmpaBisiiia mpaBoCcyaue

5. Kakoii opran sSBISUICS HU3IINM 3BEHOM CHUCTEMBI OPraHOB KPECTHSHCKOTO YIIPaBJICHHUS
corsiacHo OO01IeMy MOJIOKEHHUIO O KPECThIHAX, BBIIIEAIINX U3 KPEMOCTHOM 3aBUCUMOCTH B 1861
r.?

Cenbckuil cTapocTa

Cenbckuil ToJI0Ba

O6mree coOpanme

CenbCKUH CX0

Kypynrai

6. B xakoM JoKyMeHTe OBLIO BIIEPBBIC FOPHIUYECCKH 3aKPEILICHO IOJIOKEHHWE O TOM, YTO
3aKOH HE MOXeT o0pectu cuity 6e3 ogo0penus ['ocyiapcTBeHHOM TyMbl?

B CBoge 3akoHoB Poccuiickoid ummnepuu

B CBoje 3aK0OHOB Tpak TaHCKHUX

B Co6opHOM ynoxeHun

B Manmndecte 06 ycoBepiieHCTBOBaHUH rOCyIapcTBEHHOTO mopsiaka 1905 .

B Vroxxenun o Haka3aHUAX YTOJOBHBIX U UCIIPABUTEIbHBIX

7. Kaxo¥ opran sSBJIsIICS BEpXHEH MajiaToil pocCUCKOro mapiaamenTa B Hadaie 20 B.?
I'ocynapcrBennbiii CoBer

Coger ®Oenepanuu

[Ipe3nauym

Bepxosnsiit CoBet

[IpaButenscrByronuii CeHar

8. IlepBoe coBeTCKOE MPaBUTEILCTBO HOCUJIO HA3BAHHUE:
Coset MunuctpoB PCOCP

BoeHHO-PEBOMIOIIMOHHBIA KOMUATET

BpemenHoe npaBuTEIbCTBO

Jupexropust

CHK

9. Ilpencenarenem BUK Obun:
B.M. YnbsaoB (Jlenun)

JILA. Tpouxui

N.B. Cranun

JL.b. Kamenen

@.3. JI3ep>KUHCKUI

10. Kakoit opran B CCCP B 1930-e rIT. cocpemoTO4Ymsl BCIO TIOJHOTY pealbHOU
rocy/lapCcTBEHHOM BiacThu?
Bepxosasiit Coser CCCP



CHK CCCP

[Momut6ropo LK BKIT (6)
Cweszn CoeroB CCCP
IIUK CCCP

11. Kakoi#t opran ObuT BBICIIMM oOpraHoMm rocymapctBenHod Biactu CCCP B mepwon
«IIepPECTPOUKU»?

LK KIICC

Coser Munuctpos CCCP

Cre3n KIICC

Cwe3n Hapoausix aenyratoB CCCP

Cre3n BJIKCM

12. Kto 6wt iepBeiM [Ipesnnentos PD?
JL.U. bpexHes

M.1O. Aunpomnos

M.C. T'opabaueB

b.H. Expuiun

B.B. Ilytun

13. Kro BreicTymaet ["apanTom Korcrutyrwm PD?
[Ipencenarens Koncrutynnonnoro Cyna PO
Bune-cninkep Coera ®enepannu PO
[Ipe3unent PO

[Ipencenarens [IpaBurensctBa PO

14. Beibepure komnetenmuio ['ocymapcrsernoit JJymor PO
WCTIOJHSIET 3aKOHBI

MPUHUMAET 3aKOHBI

0JI00pSIeT WIIN OTKJIOHSET 3aKOHBI

MOITUCHIBAET 3aKOHBI

15. Yro BxoauT B mostHOMOuHs CoBeta deaepanun PO

Ha3HA4YaeT U 0CBOO0XKIAaeT OT JOJKHOCTH OJTHOMOYHBIX peacraButeneii [Ipesunenta PO B
(benepaibHBIX OKpYyrax

Ha3HayaeT u 0CcB0OOX1aeT oT AospkHocTU ['enepanbHoro [Ipokypopa PO +

Ha3HAa4yaeT U 0CBOOOXKIAET OT IOJDKHOCTHU (hefiepaibHbBIX MUHUCTPOB

16. Yo BxoauT B mostHOMOYHs [Ipesunenra PO

HazHayaeT u 0cBoOokaeT ot AospkHoctu [Ipencenarens Lentpanbaoro 6anka PO

Ha3HayaeT u 0CBOOOXIaeT oT AosnkHOCTH ['enepanbhoro [Ipokypopa PO

Ha3HAa4YaeT ¥ 0CBOO0XKIAeT OT JOJKHOCTH OJTHOMOYHBIX NpeacTaButeneii [Ipesunenta PO B
(benepanbHBIX OKpyrax +

17. Yro nHaxoautcs B coBMecTHOM BeZieHuu P® u cyOovexkTo PD?
OO11re Bonpochl BOCIMTAaHUS U 00pa3oBaHus +

YcraHOBIIEHHE ITPABOBBIX OCHOB €UMHOIO PhIHKA

®denepaTuBHOE YCTPOMCTBO U TEPPUTOPUS

18. Uto naxoautcs B coBMecTHOM BeneHnu PD u cyobektoB PD?

YTOJIOBHOE 3aKOHO/1aTE€IBLCTBO

(benepaTUBHOE YCTPOICTBO

OCYIIIeCTBIEHHE Mep 10 OoprOe ¢ kKaracTpodaMu, CTUXUIHBIMU O€ICTBUSIMU +



19. JJoimkeH v KaHAUIAT Ha T0JDKHOCTH [Ipesunenta PO umerh poccuiickoe rpaxk 1IaHCTBO?
na
HET

20. Kakas BIacTh OTHOCHTCS K BBICIICH TOYIapCTBCHHOW BIaCTH?
HapTUiHas

MYHHUIIUITAJIbHAS

3aKOHOJATeNbHas +

21. Yto siBIsieTcst IEPBOM CTaiMel 3aKOHOTBOPYECKOTO Tiporiecca B D?

obnapoaoBanue 3akona [IpesunentoB PO

noanucanue 3akoxa [Ipesunenrom PO

paccMOTpeHHue 3aKOHOTIPOeKTa MpouiIbHEIM KomMuTeToM ["ocynapctBennoi Jlymber PO +
paccmoTpenue 3akona Cosetom deneparuu PO

22. Kto m3naet ykasol B PO?
[Ipe3unent PO +

Munuctp roctuiuu PO
l'ocynapcreennas [{yma PO
Coser ®enepanuu PO

23. K opranam u IOJDKHOCTHBIM JIMIIAM HWCTOJHUTENBFHOW BiIacth B cyObekrax PD HE
OTHOCSTCSI:

ryoepHaTOpbI

JeTIapTaMEHTBI

00J1aCTHBIE TYMBI

24. CornacHo Koncturyruu P® [Ipencenarens [IpaBurenscra PO:
HazHauaercs [Ipesuaentom PO ¢ cornacusa ['ocynapcrBennoi Jymsl
n3bupaercs B X0e 00X BHIOOPOB

HazHauaercs [Ipesuaentom PO

HazHayaetcs ['ocynapcTBenHoit J{ymoit PO

25. Kakue 1oKyMeHTHI IEHCTBYIOT Ha Bcel Tepputopun PD?
3aKOHBI CyObeKTOB PD

MIPUKa3bl MUHUCTEPCTB

(benepanbHbIe 3aKOHBI +

26. Kakoii TOKyMEHT UMeeT HauOOJIbIIYIO IOPUINYECKYIO CUITy?
DenepaibHBINA 3aKOH

@denepanbHbI KOHCTUTYLIMOHHBIN 3aKOH +

ITocranosnenue IIpasurenscrsa PO

Vka3 IIpesunenra PO

27. Kakoii  opran  sBiISeTCS  3aKOHOJATEIbHBIM  (IIPEICTABUTENIBHBIM)  OPraHOM
rocyapcTBeHHOU Biactu PD?

®enepansaoe Cobpanue PO +

[IpaBurenscta PO

IIpesunent PO

IIpoxyparypa

IIpencenarens 'ocynapcrBennon Jlymer PO



28. IIpesunent Poccuiickoit denepanun

pa3pabaThiBacT U MPUHUMAET 3aKOHBI

OCYIIIECTBIISIET yIpaBiieHne (eaepaibHON COOCTBEHHOCTHIO

paspabateiBaeT QenepanbHbIii OI0HKET

OIIpezessieT OCHOBHBIC HAIIPABIICHUs BHYTPEHHEN U BHEIIHEH NIOJUTUKU PO

29. IIpaButenscTBo P® nmeer npaBo u3naBaTh:
+ IIOCTAHOBJIEHUS U PACIIOPSLKEHMUS,

— MIOCTAHOBJICHUS U YKa3bl;

— pacTopspKEHUS U TIPOTOKOJIBL.

30. IIpaBom TonkoBanust Koncrurynuu PO obnanaer:
+ Koncrutynmonssiit Cyn PO;

— IIpesunent PO u [IpaBurenscto PO;

— @enepanvHoe CoOpanue PO.

31. Hopwma, copepskamasics B 1. 1 ct. 97 Koncrutynuu P®, corimacHo KOTOpOH emyTaToM
lNocynapcrBenHoit Jlymbl MOXxeT ObITh U30paH rpaxaanuH PO, nocturmmii 21 roga u UMErOIIHI
MIpaBO y4yacTHs B BIOOpax, SABISETCS:

+ HOpPMOM KOHKPETHOTO (HEMOCPECTBEHHOI'0) AEUCTBUS;

— HOPMOW-TIPUHIUIIOM;

— HOPMOU-TIETBIO.

32. Kakoe yTBepKeHnE HEBEPHO?

+ KoncTutymus o6maiaet Takou e I0pUINIeCKO CHIION, Kak | JIto00# 3akoH B PO.
— Jnst mpUHATHSA KOHCTUTYLIMOHHBIX MOMPABOK UCIOJIB3YETCsl 0COOBIM MOPSIOK.

— Koncrutymus PO 3akpensier 0CHOBBI BCEX MHBIX OTpaciel mpasa.

33. Ecin Yxa3 IIpesunenta PO npotuBopeunt Koncruryuu P®, 6ynyTt neiictBoBaTh
HOPMBI:

+ Koncturynuu PO;

— Vka3a [Ipe3unenra PO;

— Ha ycMoTpeHue npaBonpuMeHUTENBHOTO OpraHa.

34. Pemenue Borpoca o noepuu [IpaBurenbctBy PO 0THOCHTCS K BECHUIO:

+ ["'ocynapctBeHHOM JlyMbI;

— Cosera denepanuu;

— IIpe3unenrta PO.

35. TepputopuanbHas €IUHULA, CO3IaHHAS JJISl OpPraHMU3aluK TPOBEICHUS TOJIOCOBAHUS U
MOJICYeTa roJIOCOB — 3TO:

+ n30upaTenbHbIil y4acToK;

— U30UpaTeIbHbIN OKPYT;

— n3buparenbHasi KOMUCCHSI.

36. Kak Ha3bIBaeTcs BeTynuTenbHast yactb Koncrutynuu PO?
+ IIpeambyna;

— BBenenue;

— Berynuienue.

37. Kakue cyObexkTsl PO UMEIOT CBOI0 KOHCTUTYILIMIO U 3aKOHOJATEIbCTBO?
+ TonbKo pecryOsInKy;

— PecriyOnuku u aBTOHOMHBIE OKpYTa;

— Pecriy0nuku, aBTOHOMHBIE OKpyra M aBTOHOMHBIE 00JIaCTH.



38. Kaxoe ycnoBue HazbsiBaeT Koncturynus PO 11 BO3MOXHOCTH IPUMEHUTH 3aKOH?

+ OdunmanpHOE OMTYOIUKOBAHUE 3aKOHA JJIsi BCEOOIIETO CBEICHUS;

— IIpunsiTre ero KBanTu(UIMPOBAHHBIM OOJIBITMHCTBOM JenyTaToB ['ocynapcTBenHo# J{ymbr;
— @akr noanucanus 3akona IIpesunenrom PO.

39. Kem obpasyercs cuernas [lamara PD?

+ Cosetrom ®enepannu u 'ocygapcrBennoit Jymoit;

— IIpesnnentom PO;

— IIpaBurenscreoM PO.

40. YTo u3 nmepeuncieHHoro otHocutes K BeneHnio Cosera deaepannn’?

+ VYTBepxkaenue ykasa [Ipesunenra PO o BBeIeHUN YPE3BBIYANHOTO MOJIOKECHUS;

— Ha3naueHue Ha 10JKHOCTB U 0cBOOOXKIeHHE OT foskHocTU [Ipencenarens LIb P®d;
— OOBbsBIIEHNE AMHUCTHH.

41. BeIcmuM KOJUIErHajIbHBIM OPraHOM HCIOJHUTENbHOM BiiacTu B PO sBnsiercs:
+ IIpaBUTENBHCTBO;

- Coset ®exepanui;

- Anmunuctpanus [Ipe3unenra.

42. Kaxoif rocyJapCTBEHHBIH OpraH MPHU3BaH OCYIIECTBISATh HA30P 32 HCIIOJTTHEHHEM
MIPUHATBHIX HAa TeppUTOpuu PP 3aK0HOB?

+ IIpokyparypa P®;

- MuHuCTEPCTBO BHYTpEHHUX 1€ PD;

- BepxoBusiii Cyn PO.

43. Kako#i U3 yKa3aHHBIX JOKYMEHTOB 00J1a1aeT BHICIIEH IOPUIUICCKON CHUITON?
+ HOpMaTUBHO-NIPABOBOM aKT;

- TPAKJIAHCKUI JIOTOBOD;

- [loctanosnenue I[IpaButenscrtea PO.

44. Kako# stan 3aKOHOAATEJIBHOI'O ITponecca ABJIACTCA HepBbIM?

+ 3aKOHO,Z[aTeJ'IBHa}I WHHUIaTHUBa,

- PaCCMOTpeHI/Ie B IICPBOM YTCHUMH,

- Brecenue IIOIIpaBOK.

45. Kakoe xonnuecTBo Cy6’beKTOB BXOOUT B COCTaB Poccuu B HACTOAIICC BpeM}I?
+ 85;

- 89;

- 87.

46. Kakum cratycom cyobekra PO obnanaer Caxa (Sxytus)?
+ PecnyOnuka;

- ABTOHOMHast 0071aCTh;

- T'opon denepanbHOro 3HaYEHUS.

47. T'ocymapcTBEHHBIN amnmapar sIBISIeTCS YacThio:

+ MexaHu3Ma rocy1apcrBa;

- Anmunuctpauuu Ilpesuaenra PO;

- MPaBOBOTO cTaTyca CyOheKTa KOHCTUTYIIMOHHOTO TpaBa.

48. KakoB MUHMMAaJIbHBIA BO3pACT IPaXAaHUHA I TOTO, YTOOBI OH MPOIIIET PErHCTPAIHIO B
KauecTBe KaHauaaTa Ha noct [Ipesunenta PD, cocraBnser:

+ 35 ;eT;

- 30 ;eT;



- 40 ner.

49. IIpaBOBBIM aKTOM YNPaBJIEHHUSA SIBJISETCH:

+ TOKyMEHT, IPUHATBIA B OJHOCTOPOHHEM MOPSIKE ITOJTHOMOYHBIM OPTaHOM T'OCYIIPABIICHUS
1100 ero JOJDKHOCTHBIM JIMIIOM, MMEIOIIHA TOCYAapCTBEHHO-BIACTHBIN XapakTep U LeJIbIo
KOTOPOTO SIBJISIETCS pealIn3alisl YIPaBICHYECKHUX 3314 U (QYHKIINH;

— IOKyMEHT OpraHa 3aKOHOJAaTeIbHOH BIACTH, IPUHATHIN UM B 0COOOM MOPSAKE, UMEIOIINI
BBICIIYIO IOPUIMYECKYIO CUITY U UMEIOILIUH 1IEJIbI0 PETYIMPOBaHKE HauboJiee BaXHbIX
OOIIIECTBEHHBIX OTHOIIICHUIA;

— aKT Cy/1a IIPAaBONPUMEHUTEIIBHOTO XapaKTepa, KOTOPBIN COACPKUT PE3YIbTaT PA3pPEIICHUS
JIeJIa 110 CYILLECTBY.

50. KTo BO3I/1aBjIsIeT CHCTEMY OPraHOB MCNIOJHUTEILHOM BaacTu PD?
+ IIpaButensctBo PO;

— IIpe3unent PO;

— IIpokyparypa P®.

51. YUto He sIBJIAETCSl KaTeropueil rocy1apcTBeHHOI rpaskIaHCKOM C1yK0b1?
+ PedepenT;

— IloMOIITHUK;

— Cnenuanuct.

52. TIpu3HaKOM aIMHUHHCTPATHBHOIO I0Tr0BOPA SIBJISAETCH:

+ X0Ts OBl O/IHOM CTOPOHOM B IOTOBOPE BBHICTYIAET OPraH rOCyIapCTBEHHOTO yIIPaBJICHHUS;
— IPUHYIUTENIbHBIN XapaKTep COTJalleHHUs;

— BEpPTUKAJIbHBIE YIIPABICHUYECKUE OTHOLIECHUS MEXKIY CTOPOHAMHU.

53. Uto Takoe TOKyMEHTAIMOHHOE 0OecTieueHue?

NESATENILHOCTh ammapaTa yIpaBJICHUs, OXBaThIBAIONIAs BOMIPOCHI JOKYMEHTHPOBAHUS M
OpraHm3aiui padoThl C JOKYMEHTaMH B TIIPOIECCE OCYIIECTBICHUS WM YIPABICHUYCCKUX
byHKIMHA

MPaBWIBHO O(OpPMIICHHBIC JIOKYMEHTBI, OTpPAXKAIOIIMEe BECh CIEKTP YIPABJICHYCCKOM
JCSITSILHOCTH MPEAPUATHS

OpraHu3aIys JOKyMEHTO000pOTa B YUPESIKICHUN

KOMIIJICKC OCHOBHBIX ITOJIOKCHHM, OMPEICIIAIONNX M PErIAMEHTUPYIONIUX OPraHU3aIHIo
JOKYMEHTUPYEMBIX TIPOIIECCOB HA MIPEAIPUITHH

54. I'ne Ha noxymeHTe pacrnosaraercs ['ocynapcrBennbliii repo PD
B BEPXHEM I10JIe

10 LEHTY JUCTa

B IPaBOM BEPXHEM Y1y

B JIEBOM BEPXHEM YIIIY

55. COBOKYHHOCTB pa60T o JOKYMCHTHPOBAHHUIO MOCATCIIBHOCTH YUYPCKICHHUA W 110
opraHu3anuvu I0KYMCHTOB B HEM — 3TO:

CO3JJaHUEC CUCTEMbI IOKYMCHTAIUN

00BEKT ACIIOIIPOU3BOACTBA

CANHAasA TOCyJapCTBCHHAA CUCTCMaA JOKYMCHTAlUN

ACITOIIPOU3BOACTBO +

56. COBOKYHHOCTB B3aMMOCBA3aHHBIX NOKYMCHTOB, IIPUMCHSACMBIX B OHpCHCHéHHOﬁ cq)epe
ACATCIBHOCTH, — 3TO !
CANHAasA TOCyJapCTBCHHAd CUCTCMaA JOKYMCHTAlUN



CUCTCMA JOKYMCHTAIIUH +
HpeIMeT JIeTI0NPONU3BOICTBA
00BEKT JIeNTONPOU3BOICTBA

57. JlokyMeHTalIMOHHOE 00OECIICYCHHE YITPABICHUS — 3TO:

KOMIIJIIEKC OCHOBHBIX HOJIO)KGHPIfI, ONnpeaAC/IAIOmMMrX U PEriIaMCHTUPYIOIUX OPraHu3annuio
JOKYMEHTHUPYEMBIX IIPOLECCOB HA MPEANPUATUHA

MPaBWIBHO O(OpPMIICHHBIC JOKYMEHTBHI, OTPKAIOIINE BECh CIEKTP YIIPABICHUYECKOM
NEeSTETLHOCTH OpraHU3aluu

opraHu3alus J0KyMeHTO000pOoTa B YUPEKICHUN

+ ACATCIIbHOCTD allliapaTta YHOpaBJICHUA, OXBAaThbIBAIOIIasd BOIIPOCHI JOKYMCHTHPOBAHHA U
opraHu3anui paboThl C JOKYMEHTAaMH B TIPOIECCE OCYIIECTBICHUS WM YIPaBICHYECKUX

byHKINN

58. Ecin Hapsiay ¢ pyccKuM si3BIKOM B cyOBekTe Poccuiickoit demepanuyi B KavecTBe
rOCyJIapCTBEHHOTO MCIOJIb3YETCS HAIMOHAIIBHBIN S3BIK, TO:

JIOKYMEHT N€YaTaeTCs TOJbKO HAa HALIMOHAIBHOM SI3bIKE

S3BIK, HA KOTOPOM TI€YaTaeTCs TIOKYMEHT, OpraHu3allis BEIOUPAET TI0 CBOEMY YCMOTPEHHUIO

+ TOKYMEHT Ie4aTaeTcsl Ha PyCCKOM M HAllMOHAJILHOM SI3bIKaxX

JIOKYMEHT M€YaTaeTCs TOJBKO Ha PYCCKOM SA3BIKE

59. Uto BKIFOYAIOT B ce0s CIPAaBOYHBIE TJAHHBIC 00 OpraHU3aIuu?

+ MOYTOBBIN anpec, HoMepa Tesle()OHOB U IPYTHE CBEICHUS, KOTOPhIE OpTraHW3aIusl CYUTACT
HY)KHBIM YKa3aTh

MOYTOBKIH aapec u e-mail

MTOYTOBBIH ajpec U HoMepa TeaePOHOB

e-mail, Homepa TenedoHOB H (akca

60. Kakyro gaty ciaeayer cuyuTaTh AaTOU TOKyMeHTa?
JaTy CJIayu JJOKYMEHTA Ha MOJIHCh

+ maTy ero MoJIMUCaHKS WM YTBEPKICHHUS

JaTy CJIa4M JIOKYMECHTA B apXUB

JaTy ero COCTaBJICHHS

61. [lyist gero Hy»kKHa ne4aTh Ha TOKyMeHTe?

+ 111 IOATBEPIKICHHSI TIOUTHHHOCTH TIOANUACH

11t 0003HAUCHHSI OPTaHU3aIUH, KOTOPas U3alia JOKyMEHT
JUTSL TIOITBEPIKICHHSI 3HAYMMOCTH JOKYMEHTA

JUTSL ACTETHYECKOTO 0(OPMIICHUS TOKYMEHTA

62. [IpaBoBOI aKT, pErjJaMEHTUPYIOLIMH IITAaTHYI YHUCIEHHOCTb OpPraHU3alllM, COCTaB
JOJDKHOCTEN M pa3Mep OIUIaThl Tpya:

MoJIo’KeHHe 00 OXpaHe Tpyna

JOJDKHOCTHAsT MHCTPYKIUSA

+ IITaTHOE pacHucaHue

CTPYKTYypa OpraHU3alyu

IIOJIOKEHHE O CTPYKTYPHOM IOApa3AcIeHUN

63. JlokymMeHT, agpecoBaHHBIM PYKOBOAMTENIO JAHHOTO WM BBIMIECTOSAIIETO YUPEKIACHUS U
MHOOPMUPYIOIIUKA €ro O CIOXKHBIICHCS CHTyalldid, HWMEBIIeM MecTo ¢aKTe, a Takke
COJIep>Kaluil BBIBOJBI U MPETIOKEHUS COCTABUTEIS:

+ MOKIJIagHas 3amucKa

ciyxeOHas 3amucka



00BACHUTENBHAA 3AIIUCKA
JIOHECEHHE

64. IluceMO, HCXOAAIIME W3 OPraHOB TOCYAAPCTBEHHOW BIIACTH PA3JIMYHOTO YPOBHA H
COIEPKUT PEKOMEHIALNN, YKa3aHUsl, Pa3bsICHEHUS PYKOBOIUTEIIO MPEANPUATHS IO BOIIpocaM
OTYETHOCTH, HAJIOI'OB, DKOJIOTHH:

IMUCbMO-TIPEIIOKECHUE

MMHUCbMO-HAIIOMUHAHNE

+ IUPEKTUBHOE

MMUCbMO-TIPEAYIIPEK ICHUE

65. JIoKyMEeHTOOOOpOT 3TO JBMKEHUE TOKYMEHTOB B OpPraHU3aIMi C MOMEHTA UX CO3/IaHuUs
WM TOTYYEHUs J0 ...

+ 3aBeplIeHUs] MCTIOJHEHHS (OTIPABJIEHMS)

MMOCTAHOBKH HAa KOHTPOJIb UCTIOJTHEHUS

CHSITUS C KOHTPOJISI UCTIOJTHEHUS

HaJIOXEHUS PE30JTIOIUN PYKOBOIUTEIIEM

66. TTopsitox MBMKEHHUS JOKYMEHTOB B OPTaHU3AINH BKITIOYAET JTAIIH ...
1. mpuem u nepBuUYHas 00paboTKa JOKYMEHTOB

2. mpeABapUTEIbHOE PACCMOTPEHHUE U paclpeiesieHUue T0KYMEHTOB

3. peructpanusi JOKyMEHTOB

4. HarpaBJIeHHE Ha UCIIOJIHEHNE U UCTIOJIHEHUE JOKYMEHTOB

5. ohopmIiieHHE U OTIIPABKa JOKYMEHTOB

67. Unnekc nena, B KOTOPOE JOJDKEH OBITh MOAUIUT KOHTPOJIbHBINA AK3EMILISP JOKYMEHTA,
omnpenenser ...

+ HCMOJIHUTEb

PYKOBOJUTEND OPraHU3aLUN

ceKkpeTapb

pyKOBOIUTEND CITyx)0b1 [JOY

68. O6paboTka MOCTYMUBIINX TOKYMEHTOB CUUTAETCS ONTUMAIBHOM, €CIIM OHU JJOCTABJICHBI
K UCIOJIHUTEIISM ...

+ B TeuyeHHe THA MOCTYIVIEHHUS WJIH CJIeAYIONIEro THSA

B TeUCHHUE paboueit Heaenu

HE3aMeINTENLHO

yepes J1Ba JHsI MOCJE MOCTYILICHUS

69. IlocenoBaTebHOCTH MOATOTOBKU M O(POPMIICHHSI IOKYMEHTA ...
1. cocTaBiieHHE IPOEKTa JOKYMEHTa

2. corylacoBaHue

3. mpoBepKa NpaBUIBHOCTH OPOPMIICHHUS

4. ynoctoBepeHue JOKyMEHTa

5. perucrpanus

70. Ecnii mOKyMeHT HarmpasiisieTcs 0oJiee 4eM B UEThIpE a/ipeca, UCTIOIHUTEb . ..
+ rOTOBHUT CIMCOK HA PACCHLIKY

TOTOBUT JJOKyMEHT(bI) 332 HOBBIM HOMEPOM

coobmraer 00 3TOM PYKOBOIUTEIIO

cooOmraer 00 3TOM CeKpeTapro

71. HenpaBuibHO 0popMIICHHBIE M HEKOMILIEKTHBIE TOKYMEHTHI ciyx06a JIOY nomxkHa ...



+ BO3BpalIaTh HUCIOJHUTEIAM
HaIPaBJIATh PYKOBOAUTEIIO
IepelaBaTh IpyIIe KOHTPOJISA
YHUYTOXATh

72. OtnpaBKa KOPPECHOHACHIIUH ITOYTON JOJDKHA TPOBOJAUTHCS . ..
+ He no3aHee 1-if M0JI0BMHBI cJeay0Lero padovero aHsi

HE MO03JHEE CIEYIOIIEro paboyero IHs

B T€YEHHE 4-X 4acoB

B [IEpUO]T pabovelt CMEHBI

73. OTnpaBisATh CIIy’keOHBIC TEJIETPAMMBI TIOCTIE UX peructparnuu B ciayxoe 10OV cnemyer

+ B TeYEeHHE Yaca

B TOT K€ JIEHD

B Teyenue 0,5 gaca
B T€YEHHE 2-X YaCOB

74. 3apanue 10. Borpoc 00 oTmpaBke JOKYMEHTA 110 OYTE U KyphepOoM, periaercs ...
+ cay:k00ii JIOY ucxoas U3 KOHKPETHOH CUTyalMu

HCIIOJTHUTEJIEM UCXOS U3 CUTYalluH

JKCIIEIUTOPOM MCXOJS U3 €ro 3aHATOCTH

KOPPECHOHIEHTOM HCXOJI U3 CUTyallun

75. I1pu ipeABapUTEILHOM PACCMOTPEHHUU U OTIEHKE MOCTYIMHUBIIETO JOKYMEHTA
YUUTBIBAIOTCA:

+ BaKHOCTh

+ CJI0KHOCTHL U HOBU3HA

+ aBTOPCTBO

+ CPOYHOCTH HCIIOJTHEHUSA

+ BHJ] JOKYMEHTAa

+ 00BEM TOKyMEHTa

+ HampaBJICHHOCTH

76. [IpuMeHeHne oreporpaMM U MapiIpyTHO-TEXHOJIOTHYECKUX KapT MPH
COBEPIICHCTBOBAHUU JOKYMEHTOO0OPOTAa HAMPABICHO HA COKPAIICHHUE. . .

+ ero oonema

+ NPOTSZKEHHOCTH MAPLIPYTOB IBHKEHH S IOKYMEHTOB

+ BpeMEHHbIX U APYTrUX 3aTpaT

+ cpencTB co3MaHus IOKyMEHTOB

+ BpeMeHU JI0CTaBKU JOKYMEHTa B OPraHU3alIUIO

77. AyreHTH(pUKALUSA — ITO

MIPEJOCTaBJIEHUE JOCTYNA K OINpEeNeIeHHBIM JaHHBIM WM ONEpalysiM, MPU YCIOBHH, YTO
M0JIb30BaTENb TOT, 332 KOTO OH ce0s BbIJIaeT

+CroCcOOHOCTh MOATBEPANUTH JIUYHOCTD MOJIb30BATENSA

MEXaHU3M Pa3rpaHUYEHUs I0CTYIA K JaHHBIM U (QYHKIUSAM CHCTEMBbI

MIOMCK U MCCIeIOBaHUE MaTeMaTHUECKUX METOI0B MpeoOpazoBaHust HH(POpMAIUU

78. BaaHk, coep:kaumii 0IMHAKOBBI HA0OpP PEKBU3UTOB /1151 BCeX BUI0B JOKYMEHTOB
— 970 ....

€IMHBIN ONaHK

ONaHK MUChMa



+0o01muii OJ1aHK
OJIaHK KOHKPETHOTO JIOKYMEHTa

79. BaaHk 10KyMeHTa — 3TO

+nuct Oymaru ¢ 3apaHee BOCIHPOU3BEACHHBIMU PEKBU3UTAMM, COACPKAIIUMHU MOCTOSIHHYIO
nHpopManKo 00 OpraHu3aiy — aBTOpe JOKyMEHTa

aucT Oymaru ¢ 3apaHee BOCIIPOM3BEICHHBIMH PEKBU3UTAMH, COACPKAIIMMHU NEPEMEHHYIO
nHpopManno 00 OpraHu3ay — aBTOpe JOKyMEHTa

rocyJapcTBeHHasi Oymara, o0si3aTenbHast Ui IPUMEHEHUS B OpraHU3aIiu

JUCT 6YMaFI/I C 3apaHCC BOCIIPOU3BCACHHBIMH PCKBU3WUTAMHU, COACPKAINNMU MMOCTOAHHYIO U
nepeMeHHyo nH(popMalno 00 opraHu3al — aBTOpe JTOKyMEHTa

80. B o0bemMe 10KyMeHT0000pPOTA cJielyeT YYUTHIBATH

BCC BXOOANMEC W HCXOAAINIME OOKYMCHTBLI 3a OHpC)ICJ'ICHHBII\/JI nepuoa BpPEMCHHU BCC
BHYTPCHHHUEC NTOKYMCHTBI U BCC KOITHMH 3a OHpCHCJ’ICHHBII\/’I nepruoa BpEMCHHU:

BCC BXOJAIIHEC U UCXOAAIIUEC JOKYMCHTEI 3a OHpeI[eJ'ICHHBII\/JI nepnoa BpEMCHU

+BCE BXOOAIHUE, HCXOOAIIMUE W BHYTPCHHHUC OOKYMCHTBI, a TaKKC BCC KOIIMHU 3a
ONIPENIETIEHHBIN NEPUOJ BPEMEHU

81. I'maBHOe MPAaBWJIO OPTraHU3AIUH JOKYMEHT0000pPOTA — ITO ...

CTCPCOTUITHBIC MapuIpyThl JOBHUXXCHUSA CBOMCTBEHHEIE BXOSIITUM JOKYMCHTaM C
HaNMMCHBUIMMH 3aTpaTaMu BPEMCHU
+ormepaTBHOE TPOXOXKJIEHUE JOKYMEHTa MO HanboJyiee KOPOTKOMY M TMPSMOMY MapHIpyTy C
HaUMEHBIIMMHU 3aTpaTaMHi BpeMEHU

CTaOWJIBHBIA MApIIPYT BUXKEHUS, KOTOPBIA 3aBUCUT OT COCTaBa U COJIEP>KaHUs TOKYMEHTOB
Y OT MPUHSITON B OPraHM3alMK TEXHOJIOTHH paboT ¢ JOKYMEHTaMHU

82. I'pynnbl 1ocTyna He0OX0AMMBI ...

+UI1  OpraHM3aluu JOCTya K JOKYMEHTaM Ui OTJAEJIOB OpraHM3alliH, KOJUICKTHUBA
COTPYIHUKOB, paOOTAIONIUX HAl OTACIHHBIM IIPOCKTOM

JUIsl TIPEIOCTABIICHHS TPaB KOHTPOJIEpa COTPYAHUKAM OOSI3aHHBIM CIICAWUTH 33 JCHCTBHSIMHU
M0JIb30BATEIICH CUCTEMBI

B Cllydyae OTCYTCTBHS COTPYAHHUKAa OTBETCTBEHHOTO 3a paboTy Haa JAOKYMEHTOM U
HEO0XOIMMOCTBIO €€ MPOJI0DKEHHE B €r0 OTCYTCTBHE

83. JlesiernpoBaHue NpaB 0CTYNa HEOOXOAMMO ...

JUIsL TIPEIOCTABJICHHS MPaB KOHTPOJIEpa COTPYAHUKAM OOSI3aHHBIM CIICAWUTH 33 JCHCTBHSIMHU
[10JIL30BaTEIEH CHCTEMBI

JUIE  OpraHW3allMk JOCTyla K JOKYMEHTaM JUIsi OTJEJIOB OpraHu3alliH, KOJUIICKTHBA
COTPYIIHUKOB, pabOTAIONIUX HAl OTIACIBHBIM IIPOCKTOM

+B cloy4ae OTCYTCTBUS COTPYJAHHMKAa OTBETCTBEHHOrO 3a pabOTy Haj JOKyMEHTOM U
HE0OXO0IMMOCTBIO €€ MTPOJOHKEHHE B €r0 OTCYTCTBHE

84. IokyMeHT0000poT — 3TO ...

Ipolecc NOANMCAHUS U Nepejau JOKyMEHTa B OpraHu3aluu

JIBMDKEHUE JIOKYMEHTOB B OpraHU3alMi OT PYKOBOAUTEINS K UCHIOTHUTENAM

+CJIOXKHBIN TEXHOJOTMUYECKUI Mpolecc, KOTOPbIM BKJIIOYAaeT BCe ONepalyu IO Ipuemy,
nepeaaye, COCTABJICHUIO, COIVIACOBAHUIO, O(GOPMIICHHIO, YIOCTOBEPEHUIO U  OTIpaBKe
JTOKYMEHTOB

TEXHOJIOTUYECKUH MPOLIECC APXUBHOTO XPAaHEHHUs JIOKYMEHTOB

85. ... TIOKYMEHTONOTOK COCTOUT U3 JOKYMEHTOB, CO31aBaeMbIX B JJAHHOI OpPraHu3aluu
U OTIPABJIsIEMbIX 32 ee Mpeaeibl



Buyrpennui
Bxomsamuit
Oprann3aiiMOHHBIN
+Hcxonsmmin

86. JIoOKyMeHTONOTOK — 3TO ...

JIBMKEHUE JTAHHBIX B OTIPE/ICIICHHOM HaIpaBICHUT

JBIDKEHUE IOKYMEHTOB B Pa3HBIX HAINPABICHHUSX, KOTOPOE TOCTOSIHHO MEHSIETCS

OpPraHM30BaHHOE JIBM)KEHUE TOKYMEHTOB U3 OPTraHU3aIMY B PA3HBIX HAIIPABIICHHUSIX

+CIIOXKMBILIEECS] WIIM OPraHU30BaHHOE B Mpezenax WHPOPMAIMOHHON CHUCTEMBI JIBU)KCHHE
JAHHBIX B OTIPE/ICIICHHOM HAIlpPaBJICHUH, TIPU YCIOBHH, YTO Y STHUX JAHHBIX OOMIMKA MCTOYHHK U
00Nl MPUEMHUK

CIIO’KMBIIIEECS WIIM OPTaHU30BAHHOE B Tpeieax HHPOPMAIMOHHON CUCTEMBI

87. JlIokyMeHT uMeeT ABe CYIIHOCTH ...
+UH()OPMAIMOHHYIO U MaTEPUATILHYIO
WHPOPMAIMOHHYIO I KOMMYHHKAIIHOHHYIO
MH(OPMALIMOHHYIO U ITPABOBYIO

0OILIYI0 U CHEIUATBHYIO

88. JIokyMeHTONOTOKH 10 HANPABJIEHHUIO JIeJISITCA HA ... MOTOKH
BXOJISAIITUE ¥ YXOISIINE

JaroHaJIbHbBIC

+TOpPU30HTANBHBIC U BEPTHKAIHLHBIC

napajieNIbHbIC U TIePECEeKAIOIUeCs

89. Ha 6a3e nmpoaykra LotusNotes ¢pupmbr LotusDevelopmentCorporation paspaéorana
CUCTEeMa

«OfficeMedia»

«Effect Office»

+«bocc-PedepenT»

«Optima Workflows

90. O0menpuHsATasi MeTOAMKA TMOJACYEeTAa OKYMEHT0000poTa mpexycMaTpuBaeT
BbIpa:keHHe ero 00bemMa ApodbI0, B YHCJIUTEIe KOTOPOil YKA3bIBAETCHA KOJIMYECTBO ...

KOIUH, a B 3HAMEHATeJIe — KOJIMYECTBO BCEX JIOKYMEHTOB OpraHU3aluu

MOJJIMHHUKOB, a B 3HAMEHATEJIE — KOJIMYECTBO BCEX JOKYMEHTOB OpraHU3aIlH

+110/UIMHHUKOB, a B 3HAMEHATEeJIe — KOJIMYECTBO KOMUN

KOIUH, a B 3HAMEHATeJIe — KOJIMYECTBO MOATMHHUKOB

91. O0beM 10KYMEHTO000POTa BHIPAKAETCH ...

OOIIUM KOJIMYECTBOM JOKYMEHTOB, CO3JaHHBIX B OpraHU3aIlMU 3a ONpEACTCHHBIA MEPUOA
BpEMEHU

+00IIUM KOJMYECTBOM JOKYMEHTOB, NOCTYNUBIIUX WM CO3JAHHBIX OpraHu3alei 3a
OTIpeJIeNIEHHBIN MepHo]] BpeMEH!

0OIIUM KOJIMYECTBOM JOKYMEHTOB, MOCTYIHUBIINX B OPTaHU3AIIMIO 32 ONPEICICHHBIN TepUO
BpEMEHU

92. OcHOBHOIl  CTPYKTYpPHO#Hi equHHUeH (OPMATHPOBAHHOIO [JOKYMEHTa HNpH
Pacrno3HaBaHUU CYUTAETCH ...

+110JI€ JOKYMEHTAa

PEKBU3UT TOKyMEHTA

CIIOBO



IPEUIOKEHNE

93. OCHOBHBIMH BHAAMH CPOKOBOI0 KOHTPO.IS ABJISIIOTCA ...
KOHTPOJIb 110 CYILIECTBY PELICHUs BOIIPOCa

PY4YHOM M aBTOMAaTU3UPOBAHHBINA KOHTPOJIb

+TeKyIud, NpeaypEeAUTENbHbIA U HTOTOBBIN

€XKECHECIIbHBIN, €XKEMECIYHBIA U €KEKBAaPTAIbHBII

94. OpuumaabHbIi TOKYMEHT — 3TO ...

11000 OyMaKHBIH JOKYMEHT

nrobast mHpopManus, BHECEHHAs B 0a3y TaHHBIX

+undopmarms, 3apUKCUpOBaHHAS HA KAaKOM-JTHOO HOCHUTEIE, MPUTOJHOM I JOCTATOYHO
JOJITOBPEMEHHOTO XpaHEHUs, U 0(OpMIIEHHAS 10 JEHCTBYIOIUM 3aKOHOAATEIbHBIM IIPABHIIaM

nHopMmanus, 3apUKCUpOBAHHAST HA KAKOM-JTMOO HOCHUTENE, MPUTOTHOM I JOCTaTOYHO
JOJITOBPEMEHHOTO XpaHEHUs

95. IloaroToBKA TOKYyMEHTA K CKAHHMPOBAHHMIO BKJIIOYAET B ce0sl ONepalui ...

MpeABaApPUTEIIbHYI0 00pab0OTKY H300paKeHN, HAX0XKICHUE TOJIEH, MPOBEPKY PACIIO3HAHHON
uHpopmanuu

CKaHMPOBaHKE, KOHTPOJIb Ka4eCTBA 1 BOZMOKHOE TIOBTOPHOE CKAaHHUPOBAHUE

+omrcaHne HACTPOWKH CUCTEMBI U HETIOCPEICTBEHHYIO TIOJITOTOBKY TOKYMEHTa

96. IMox ... KOHTPOJEM MOHUMAIOT MOATOTOBKY CBedeHHMH O JAOKYMEHTaX, CpPOK
HCIIOJIHEHHS KOTOPBIX HCTEKAeT CeroIHs.

+TEKYLIUM

(bMHAHCOBBIM

MpenynpeauTeaTbHbIM

HUTOTOBBIM

97. lox ... KOHTPOJIEM MOHUMAKT AHAJTUTHYECKOe 00001eHHe JOKYMEHT0000poTa,
HUCIOJIHUTEIHCKON TUCUUIJIMHBI B OPraHU3AlUM U ee CTPYKTYPHBIX MOAPAa3/ie/IeHH X,

NnpeaynpeauTeIbHbIM

+HUTOrOBBIM

Texkymum

(hMHAHCOBBIM

98. Ilox ... KOHTPOJEM MNOHUMAIOT NOJATOTOBKY CBeleHHii O [OKYMEHTaX, CpPOK
HUCIIOJIHEHUSI KOTOPBIX HCTEKAET Yepe3 2-3 THsl.

+rpeaynpeauTeIbHBIM

(hMHAHCOBBIM

TEKYILIUM

HUTOTOBBIM

99. IToa 3.;1eKTPOHHOI HUGPOBOI MOANKCHIO MOHUMAETCH ...

+PEKBU3UT INEKTPOHHOTO JOKYMEHTA, MpEeAHAa3HAUYEHHBIM A €ro 3aIIUThl OT MOJJICTIKU U
MO3BOJISIFOIINN UACHTH(PHUIIMPOBATH BJIJIeNblia IOMTUCH

CPEICTBO 3aIIUTHI OT MOJIEIOK WM TOTEPH JaHHBIX B PYKOMUCHBIX JOKYMEHTaX

PEKBHU3UT IEKTPOHHOTO IOKYMEHTA, PeTHa3HAYCHHBIN JIJIs1 OPraHU3aIii HaJIe)KHOTO

XpaHEHUs ¥ TIOMCKa TOKYMEHTa

TpPaIUIMOHHAST PYKOIMHWCHAs TOJANUCh, CoJepkamias uHPoOpMaIMlo 00 OTHpaBUTENe
COOOIIIEHHUS

100. IHosryyenne n3odpakeHust JOKYMEHTa BKJIIOYAET B ce0sl ONEPALUH ...



ONMCAaHHE HACTPOUKH CHCTEMBI U HETIOCPEICTBEHHYIO MMOATOTOBKY JOKYMEHTA

+CcKaHUpOBaHUE, KOHTPOJIb KAYeCTBA U BO3MO’KHOE NMTOBTOPHOE CKAHUPOBAHHE

IIpeABAPUTEIIbHYI0 00pabOTKy M300pakeHH, HaXOXKAECHUE T0JIEH, IIPOBEPKY PACIO3HAHHOM
uHpOpMaIUU

101. IIpouecc npuBeaeHus 4ero-ando K eIUHON cucreme, popme, eTUHO0OPA3HNI0
—3T0 ...

CTaHJapTH3AIHS

+yHUPUKATAS

KJTacCU(UKAIUS

cHCTEeMaTH3aIHs

102. Pazpadortuukom cucrembl «EBdpar JlokymeHnTooO0OpOT»  AABJSETCH
KOMIIAHHA ...

+¢pupma «CognitiveTechnologies»

3AO «2nexTpoHHbIE 0()UCHBIE CUCTEMBI»

AO «JlanuT»

HTII «MHCTHTYT pa3BuTsd MOCKBBD)

103. Pa3paGoTunkom cucremsl «/lesio» siBiasieTcst gupma ...
dupma «Cognitive Technologies»

AO «JlanuT»

+3A0 «DOnekTpoHHbre 0(UCHBIE CHCTEMBD»

HTL] « HCcTUTYT pa3BuTusi MOCKBBI»

104. Pacno3naBaHue npeanoJiaraeT BbINOJHEHNE CJeAYIONUX ONepalui ...

OTIMCaHWE HACTPOUKH CHCTEMBI U HETIOCPEICTBEHHYIO MMOATOTOBKY JOKYMEHT

+mpenBapuTenbHyI0  00pabOTKYy  HM300pa)KeHWH,  HAXOXKJACHHE  TOJIEH,  TPOBEPKY
pacro3HaHHOU nHMOpMaIun

CKaHMPOBAHUE, KOHTPOJIb Ka4eCTBA M BOZMOKHOE TIOBTOPHOE CKAaHHUPOBAHUE

105. Perucrpanust — 3710 ...

y4eT JIOKYMEHTOB, KOHTPOJIb 32 MX UCIIOJHCHHEM U CIPaBOYHAas paboTa 1o JOKYMEHTaM

+3anuch yYETHBIX JAHHBIX O JOKYMEHTE IO YCTaHOBJICHHOH (opme, dukcupyromeit dakrt
€ro CO3JIaHus, OTIIPABJICHUS WM ITOJTyYCHUS

MpHUeM U IepBrYHasi 00paboTKa TOKYMEHTOB

CHSITHE C IOKyMEHTa NoKa3aresel (PEeKBU3UTOB) U 3aHECEHHUE UX B OTIPE/ICIICHHYIO

perucTpanronnyo Gopmy

106. Perucrpanum moasiexar

TOJILKO BXOJISIIIIME M UCXOISAIINE TOKYMCHTBI

JOKYMEHTBI, TIOJTy4€HHBIE TOJIBKO I CBEJICHHS U HE TPeOYIOIIUEe OTBETA U UCTIOTHEHHUS

+BCce JIOKYMEHTBI, TPEOYIOIINE CIEeNHaTbHOTO YydeTa, WCIOJHEHHS M WCIOJb30BaHUS B
CIPaBOYHBIX ILIETISX, HE3aBHCHMO OT CIIOC00a MOTyueHUs

TOJIBKO TUChMa M 0OpaIeHusl TpaKIaH

107. PexkBH3UT JOKyMEHTa — 3TO ...

3HA4YOK: MTPOCTABIICHHBII HA JOKYMEHTE JUIs €r0 paclo3HaBaHUs
+00s3aTeNbHbIN 27IeMEHT 0(HUIIMATIBHOTO TOKYMEHTA

00s13aTeNbHBIA CUMBOJI B IOKYMEHTE, PacllOJIOKEHHBIN B IPABOM BEPXHEM YTy
JIOTOTUN Ha O(PULHATIEHOM JOKYMEHTE

108. PexBu3MT, OTPa:KaKOIIMii OCHOBHOE CO/IePKAHHE TOKYMEHT — 3TO ...



+TEKCT

IO JIIUCH
PErucTpanMOHHbIA HOMED
MIPUIIOKEHHE

109. PexkBU3UTHI XapaKTepHbIE TOJbKO JIsl 0J1aHKAa MUCbMA — JTO ...
HAaMEHOBAHHE OPTaHU3aIUH (CTPYKTYPHOTO IOIPpa3/IeICHU)

+TpadapeTHpie YaCTH PEKBU3UTOB «/1aTa», KHOMEP TOKYMEHTa

CIIPpaBOYHBIC JaHHBIC 00 OopraHmus3anuu

sMOsieMa opraHu3aluu

110. CuMBOJIBI M MHAEKCbl, HAHOCHMble HAa THIIOBbIe 3arOTOBKH JOKYMEHTOB
(0s1aHKHU U popMBbI) TUIIOTPAPCKUM WM APYTUM CIIOCOOOM — ITO ... PEKBU3UTHI JOKYMEHTA.

+110CTOSIHHBIE

oQuIaIbHbIE

MepEeMEHHbIE

JIOTIOTHUTEIbHbBIE

111. Cucremsbl kaacca «docflow» - 3to cucremsi ...
ABTOMATH3AI[MH JEJIOBBIX MIPOIECCOB

HHTETPUPOBAHHBIE CHCTEMBI YIIPABJICHUS JOKYMEHTOO00POTOM
+aBTOMAaTH3AIUK YIIPABJICHHUS TOKYMEHTO000POTOM
KOJUIEKTUBHON pabOThI

112. Cucrembl KJ1acca groupware— 3To CHCTEMBI ...
aBTOMATH3AIMH YIPABICHHUS JOKYMEHTOO0OPOTOM
+KOJUTEKTUBHOM pabOTHI

AaBTOMATH3aIMH JETOBBIX IPOIECCOB

WHTETPUPOBAHHBIC CHCTEMBI YIIPABJICHUS JOKYMEHTOO0OPOTOM

113. Cucremsl kiaacca «workflow» — 310 cucremsl ...
CHUCTEMBI KOJUICKTUBHOM pabOTHI

HMHTEIPUPOBAHHBIC CUCTEMBI YITPABJICHUS JOKYMEHTO000POTOM
+cHCTEeMbI aBTOMATHU3AIIUH JICJIOBBIX IMPOIIECCOB
aBTOMATH3aI[MK YIIPABJICHUS JOKYMEHTOO00POTOM

114, Cucrema DOCSViSiON cOCTOMT U3 CJIEAYIOLIUX MOTYJIEH ...
+Jlenonpon3BoACTBO M YIIpaBJiIeHHE MPOLIECCAMU

CiryxxeOHast KoppecnoHaeHys. Pemenus o pactiopsbkenus. [TucbMa rpaxkian
JenonpousBoacTso. Perienus u pacnopsokenus. [luceMa rpaxian
VYupasnenue nporeccamu U Ciiy)keOHas KOPPECTIOHICHITUS

115. CucreMaTH3MPOBAHHBINA NepeYeHb HAMMEHOBAHUM I0KYMEHTOB, 3aBOJMMbIX
B OPraHU3alMH ¢ YKa3aHHeM CPOKOB HX XpaHeHUsl, 0(pOpMJeHHBbIIi B YCTAHOBJIEHHOM
nopsiiKe — 370 ...

+HOMEHKJIaTypa /e

apXxuB

OTIHCh

Je710

116. CuMBOJIBI M MHJEKCbl, HAHOCHMbIe HAa THIOBbIC 3arOTOBKH JOKYMEHTOB
(0s1aHKH ¥ popMBbI) THIIOrPAPCKUM HJIH APYTHM CIIOCOOOM - ITO ... PEKBU3HUTHI JOKYMEHTA.
JIOTIOJTHUTENIbHbBIE



+I0CTOSHHBIE
MePEeMEHHBIE
opUITHAIEHBIC

117. CHMBOJIBI M MHIEKCHI, BHOCHMbIE B JOKYMEHT B Mpolecce ero NoAroTOBKU u
0(p)OpMJIEHHUSA — ITO ... PEKBU3UTHI JOKYMEHTA.

+IEepEMEHHBIE

OpUITHATEHBIC

JonosHuTenbHbIE

MOCTOSTHHBIE

118. COBOKYNHOCTH /JOKYMEHTOB WM [JOKYMEHT, OTHOCSIIUXCA K OJHOMY
BONPOCY WM YYACTKY AeSTeJIbHOCTH, IOMEIIEHHBIX B OT/IEJIbHYI0 00JI03KKY — ITO ...

COBOKyrIHOCTB IOpI/I}lI/IlIeCKI/IX I[OKyMeHTOB, IIOMCIICHHLBIX B OTJICJ'IBHyIO O6J'IO)KKy

apxuB

+1eno

HOMEHKIIATypa Jen

OITUCH

119. CnocoOHOCTh JOKYMEHTAa mnepeaaBaTtb HHPOPMANUI0 — JITO ... CBOICTBO
AOKYMeHTa

JKCIUTyaTalMOHHOE

+uHpopmaTrBHOE

MpaBoOBOE

OpraHU3aIMOHHOE

120. CyiecTBYIOT cieaymonye ¢popMbl perucTpauuu 10KyMeHTOB ...
+KypHaIbHAS, KAPTOYHAS M AIIEKTPOHHAS

TaOJIMYHAs U AJIEKTPOHHAS

py4Has KapTOTeKa U aBTOMaTH3UPOBAaHHAsS CHCTEMA

121. TexHoJIOrHsI MaccOBOIro BBOJA JIOKYMEHTOB B HH(OPMANMOHHYIO CHCTEMY
MpeAnoJiaraer ...

KcepokonupoBanue

BBOJ1 TOKYMEHTOB C KJIaBUATYPHI

+IloTOYHOE CKAHUPOBAHKE

122. YaupuuupoBannas cucrema gokymenranuu (YCI) —3ro ...

00IIepoCCUiiCKHiA KiIacCu(UKATOP YIIPABICHYECKON JOKYMEHTAIIUN

chucTeMa JIOKyMEHTOB, HalpaBJiCHHAas Ha HOPMATHBHOE 3aKpeIUieHHEe W3MEHCHUH,
MPOU3OIIEAIINX B CIy)K0aX JEIONPOU3BOACTBA B CBSI3H C TOSBJICHUEM HErOCYIapCTBEHHBIX
(dbop™M cobCTBEHHOCTH

MpaBUJIa MO TOKyMEHTAIMOHHOMY 00€CIIEUSHHIO YIIPABICHUS

+cucTteMa JTOKYMEHTAIMH, CO3/IaHHAas 10 €IUHBIM MpaBUiIaM U TPeOOBaHUSIM, COJEpIKaIiast
nH(pOopMaIno, HeOOXOTUMYIO IS YIIPABIEHUS B ONpeAeTIeHHON cepe AesaTenbHOCTH

123. ®opMuUpOBaHHEM JeJIa HA3BIBACTCA ...

+IpynnyupoBaHue UCTIOIHEHHBIX TOKYMEHTOB B JIEJI0O B COOTBETCTBUU C HOMEHKIIATYpOil Jen
U cHcTeMaTH3alus JOKyMEHTOB BHYTpPH Jeia

oObeTMHeHNE JOKYMEHTOB, COMYTCTBYIONIMX OJMHAKOBBIM OM3HEC — MpolieccaM B JIENO U
cucTeMaTH3alus JOKYMEHTOB BHYTPH Jena

IPYNIUPOBAHUE HCHOJTHEHHBIX JTOKYMEHTOB B [0 B COOTBETCTBUH C YKa3aHUSIMHU
PYKOBOJUTEIIS M CUCTEMATU3AIMs JOKYMEHTOB BHYTpH JieNa



124. [eab KOHTPOJIS COCTOUT B ...

+ob6ecneueHNH CBOEBPEMEHHOTO M Ka4YeCTBEHHOT'O MCTIOJIHEHUS TOPYyICHUN
CO3/1aHUM 0a3bl JAHHBIX O TIOKYMEHTAX YUPEHKICHHS

ydeTe BCeX MOCTYMUBIINX B OPTaHU3AIHIO IOKYMEHTOB

o0ecrieyeHnH HA/IGKHOTO XpaHeHHsI U APPEKTUBHOTO MOMCKA JOKYMEHTOB

125. LIa6JoH — 310 ...

+IIOKYyMEHT, KOTOPBIA COJCPKHUT Pa3HOOOpPa3HYyr0 WHPOPMAIIUIO O CTUJISX UM CTaHIAAPTHBIX
TEKCTax, MaKpocax H MHOTOE JIPyroe

3aroToBKa JIOKYMEHTA, COJEpKamiasi MOCTOSHHYI0 HH(POpPMAIHIO (TEKCT) W MPOITYCKH WA
TIOJIST JUTS BBOJIA TIepeMEHHOM nH(OopManun

dbopMupOBaHHE  QJITOPUTMOB  TPOXOXKICHUS  JOKYMEHTOB B COOTBETCTBUU  C
TEXHOJIOTHYCCKHUM IMUKIIOM

126. DJIEKTPOHHBII JTOKYMEHT — 3TO ...

JOKYMEHT, OTJIMYAIOIINIICS HECTaHAAPTHBIM COJEPKAHUEM U OTCYTCTBUEM TUIIOBON (POPMBI
PaCIIOJIOKEHNA PCKBU3UTOB

JOKYMCHT, 3alMCaHHbBII Ha THOKOM MarHUTHOM AUCKE

JOKYMEHT, B KOTOPOM 4acTh HH(GOPMAIINH MPECTaBIeHA B 3alIM(PPOBAHHOM BHJIC

+I0OKyMEHT, B KOTOpPOM HH(OpMaIus MpeacTaBieHa B 3J1eKTpOHHO-LH(poBoii hopme

eee —ITO TEXHOJIOTHUSA ONITUYECKOIO PACIIOZHABAHUA NIE€EYATHBIX CUMBOJIOB

+OCR (Optical Character Recognition)

ICR (Intelligent Character Recognition)

OMR (OpticalMarkRecognition)

127. ... — 3TO TEXHOJIOTHSI PACNO3HABAHHUA Pa3ieJbHbIX MEYATHBIX CHMBOJIOB,
HAIMUCAHHBIX OT PYKH.

+ICR (Intelligent Character Recognition)

OCR (Optical Character Recognition)

OMR (Optical Mark Recognition)

128. ... —3TOTEXHOJIOTHSIPACIIO3HABAHUSIOTMETOK.
ICR (Intelligent Character Recognition)

OCR (Optical Character Recognition)

+OMR (Optical Mark Recognition)

Teopemuuecxue 60RPOCHL K IK3AMEHY

1. TlousaTue rocyaapCTBEHHOI BJIACTU U FOCYIapCTBEHHOIO YIIPABICHUS

2. Opranel rocymapcTBeHHOW Biactu Poccuiickodd wummnepun ¢ Havana 20 B. 10
¢deBpanb1917 rona

3. TIlepecrpoiika rocyaapcTBEHHOTO MexaHu3Ma B Poccuu B mepuo/; peBostonuu ((heBpaib —
okTs10pb 1917 1.)

4. OcHoBHbIE pehopMbl BpeMeHHOTI0 MPaBUTENBCTBA U UX 3aKOHOJATEIbHOE 3aKPEIlICHNe

5. CraHOBJIEHHE COBETCKHX OPraHOB BIACTH

6. Oprassl BIacTH COBETCKOI'O FOCYapCTBa B MEPHObl KBOEHHOTO KOMMYHU3Ma» U HOBOM
SKOHOMMUECKOM MOJTUTHUKH

7. Cucrema OpraHoB BJAacTH B CTAHOBJICHUS «Pa3BUTOIO COIIUATU3MAY

8. TocynapcTBeHHOE CTpOUTENHCTBO B KoHIle 20 — Havyasne 20 BB.

9. TocynapcTBeHHBIN ammapaT, TOCYAAPCTBEHHBIM OpraH, TrOCyJapCTBEHHas CIyx0a H
JOJ>KHOCTHOE MO B PO



10. HopmaTuBHO-TIpaBOBbIE ~ aKThl, pErJIAMEHTHPYIOUIME MPaBOBOW  CTAaTyC oOpraHa
rocyJlapcTBeHHOM BiacTu PO

11. Cucrema TpaBOBBIX AaKTOB, OOCCICUMBAIONINX OPraHU3AIMI0 U (PYHKIHOHUPOBAHUE
rOCyJIapCTBEHHBIX OPraHoB BiacTu B PO

12. ITpuHIMIBE TOCTPOCHUS U (PYHKIIMOHUPOBAHHS OPTaHOB rOCYJapCTBEHHOH BiiacTu PO

13. [lonsiTe opraHa rocyaapcTBeHHOM BiacTu PO

14. Komnerenuus oprana rocyapcTBeHHol Biactu PO

15. IIpaBo opraHoB rocyaapcTBeHHOW Biactu P® Ha wu3gaHue IOPUAMYECKUX aKTOB
IIPaBONIPUMEHEHUS

16. [Ipu3Haku oprana rocyiapcTBeHHOH Bnactu PO

17. YOpuauueckast OTBETCTBEHHOCTh OpraHa rocy1apcTBeHHO Biactu PO

18. Kitaccudukanus opraHoB rocyaapcTBeHHoM BiacTa PD 1o xapakrepy KOMITETESHITUH

19. Kitaccudukanus opraHoB rocyaapcTBeHHoM Biacta P® mo mopsiiky oOpa3oBaHwus

20. Knaccudukanus opraHoB rocynapcTBeHHON Biacta PO 1o nmopsinky hpuHaHCHpOBaHUS

21. Knaccudukanus opraHoB rocy1apcTBeHHOU BiacTu coriacHo Koncturymumn PO

22. TlpencTaBUTENbHOE M 3aKOHOIATEIIFHOE HAYAJI0 OPraHOB rOCYIAPCTBEHHON BIIACTH

23. HopMaTuBHO-TIPaBOBOE peryaupoBanue AesrensrHoctr Oenepanbaoro Codpanus PO

24. HopMaTuBHO-TIpaBOBOE peryilupoBaHue aesteabHocT ['ocynapcrBennoit JJymer PO

25. HopMaTUBHO-TIPAaBOBOE  PETyJIUPOBAHHE  3aKOHOJATEIBHBIX  (MIPEICTAaBUTEIHHBIX)
OpraHOB TOCY/IapCTBEHHOU BJIacTU CyOBEeKTOB PO

26. TTopsiox GopMUPOBAHUS U ISATEITHHOCTH OPTaHOB 3aKOHOIATSIBHOM Bi1acTu PO

27. TlpexpareHre TOJTHOMOYHIA OpraHa rocylapCTBEHHOM 3aKOHOJaTeIbHON BiacTi PD

28. Craryc wiena ®enepansaoro Cobdpanwust PD

29. Craryc genyrara ['ocynapctBennoi Jlymbr PO

30. Craryc rocyaapcTBEeHHOTO cCiyxaiiero B PO

31. [TonaTue oprana UCIIOTHUTEIILHON BIIACTH

32. HopmaTuBHO-TIpaBOBOE perynupoBanue aestenbHocty [Ipesunenta PO

33. HopmaTuBHO-TIpaBOBOE perynupoBanue aestenbHocTu [IpaBurenscrea PO

34. OcHoBHBIC (DYHKIIUM OPTaHOB UCTIOJTHUTEIIBHOU BiacTu PD

35. denepanbHble MUHUCTEPCTBA, (QeaepanbHbie CIyXObl, ¢eaepaabHble areHTCTBA,
PYKOBOJCTBO JI€ATEIBbHOCTBIO KOTOPBIX ocymiecTsiseT [Ipesnnent PO

36. ®enepanbHble MUHUCTEPCTBA, PYKOBOJACTBO KOTOPBIMHU ocyluecTBisieT [IpaBuTenbcTBo
PD

37. IlomHoMOYMSI KOHKPETHBIX OpPraHOB HCIOJHUTENIBHON BiIAacTH, cHenuduKa uX
NEeSATENbHOCTH

38. Opranbl UCIIOTHUTENBHON BiacTu cyObekTOoB PO

39. Ionstue cyonexta PO, ux suasl no Koncruryuuu PO

40. TeppuTopuallbHOE U TOCYIaPCTBEHHOE YCTPOUCTBO CYObEKTOB PO

41. AIMUHHCTPATUBHO-TEPPUTOPUATBHOE YCTPOHUCTBO CyOBEeKTOB PD

42. ADMUHHCTpaTHUBHBIE OKPYyTa

43. YnpaBrneH4ecKre OKpyra

44. 3akoHoaTenbHble (IIPEICTaBUTENIbHBIE) OpraHbl T'OCYAAPCTBEHHOM BIIACTH CYOBEKTOB
P®: mopsnok QopMupoBaHHs U JIEATEIBHOCTH, JOCPOYHOE IMPEKpallleHHe MOJTHOMOYHH,
CTPYKTypa

45. Ctatyc TOCYIAapCTBEHHBIX OpraHOB CyObeKTa, (OPMHUPYEMBIX 3aKOHOAATEIbHBIM
(mpencTaBUTEIBHBIM) OPraHOM IOCYJApCTBEHHOM BIIacTH cyObekTa PO

46. HopMaTHBHO-IIPAaBOBOE PETYIMPOBAHNWE OPraHOB HCHOJHHUTEIBHON BIIACTH CYObEKTOB
PD

47. HopmaTtuBHO-MeTOAMYeCKass 0a3a JIOKyMEHTAllMOHHOTO 0O0eCHeueHUs] YIpaBJIeHUs
OpraHoOB IOCyJapCTBEHHOM Biiactu PO

48. CocraB JOKyMEHTOB, 00Pa3yIOIUXCS B JESITEIbHOCTH TOCYAAPCTBEHHOTO OpraHa

49. brnaHku JOKYMEHTOB roCyJapCTBEHHOTI'O OpraHa

50. O6mmue TpeboBaHMsI K H3TOTOBJIEHUIO JOKYMEHTOB T'OCY/IapCTBEHHOTO OpraHa



51. OopmieHne peKBU3UTOB JOKYMEHTOB TOCYAapCTBEHHOTO OpraHa

52. TIpoueaypa NOArOTOBKU JOKYMEHTOB rOCyJapCTBEHHOT'O OpraHa

53. [loaroroBka NPOEKTOB 3aKOHOJATEIbHBIX M HWHBIX HOPMATHUBHBIX IPABOBBIX AaKTOB
rocy/1lapCTBEHHOI'O OpraHa

54. IloaroroBka HMHIMBUIYAJIbHBIX IPAaBOBBIX AaKTOB (PacHOpSAUTENBHBIX JOKYMEHTOB)
rocy/lapCTBEHHOT'O OpraHa

55. Opranu3alMOHHO-IIPABOBas JOKYMEHTALMsI TOCYAapCTBEHHOIO OpraHa

56. MudopmanmonHo-cipaBoyHasi ¥ WHGOPMAIMOHHO-AaHATUTUYECKAs  JTOKYMEHTAIUS
rocy/1lapCTBEHHOI'O OpraHa

57. [IpuHIUIIBI OpraHu3aluy JOKYMEHTO000pOTa rOCy1IapCTBEHHOTO Oprana

58. IIpuem u nepBu4Hast 00pabOTKa MOCTYIAIONINX B TOCYAAPCTBEHHBIN OpraH JOKYMEHTOB

59. IIpenBapuTenbHOE pacCMOTPEHHE JOKYMEHTOB rOCYJapCTBEHHOTO OpraHa

60. Perucrpanms mocTynarommux J0KyMEHTOB B TOCY/IapCTBEHHOM OpraHe

61. ITopsimox paccMOTpeHUs: JOKYMEHTOB PYKOBOJCTBOM M JOBEICHUS JOKYMEHTOB [0
WCIIOJIHUTENIEN B TOCYITapCTBEHHOM OpraHe

62. Opranu3zaius paboThI C OTIIPABIIIEMBIMU TOKYyMEHTAMHU B TOCYIapCTBEHHOM OpraHe

63. Peructpanms oTripaBiisieMbIX JOKYMEHTOB B TOCYIapCTBEHHOM OpraHe

64. TTopsimox 06pabOTKH M y4eTa HHOCTPAHHON KOPPECTIOHICHIINN

65. Yder u aHanu3 00beMOB TIOKYMEHTOO0OPOTA B TOCYAAPCTBEHHOM OpraHe

66. OcHOBHBIE MTOJIOKEHUS 00 yrpaBiieHHH JoKyMeHTaMu B COJl rocy1apcTBEHHOTO OopraHa

67. CoctaB mokymeHntoB B COJI mocpencrsom DPK

68. CocTaB ycTaHOBIIEHHOTO Habopa CBeieHUl 0 JokyMeHTax B DPK COJ]

69. CoctaB cBenenuii, popmupyemMbix B COJl mpH BKIIOYCHHH B CHUCTEMY OOpaICHHIA
rpaXk/laH, OpraHu3aluil U OTBETOB Ha OOpaIlleHus

70. CBsi3u  JoKyMeHTa (MpoekTa JOKyMeHTa), BKIoueHHoro B CDJI, ¢ apyrumu
JOKYMEHTaMHU

71. Opranu3zanus KOHTPOJIs UCIIOJIHEHUS] JOKYMEHTOB B FOCYyJapCTBEHHOM OpraHe

72. TexHOJIOTHSI KOHTPOJISI UCTIOJHEHUS IOKYMEHTOB IOCYJJApCTBEHHOTO OpraHa

73. OcOOEHHOCTH KOHTPOJISI HCIIOJTHEHHUS JOKYMEHTOB (TIOpYyYeHHWI), TOCTYHAIOUIUX W3
BBIILIECTOSAIINUX FOCYJAPCTBEHHBIX OPTaHOB UCIOJIHUTEIBHOM BIACTU U UHBIX TOCYAAPCTBEHHBIX
OpraHoB

74. Cpoku MCIIOJIHEHUSI JOKYMEHTOB roCyJapCTBEHHOI'O OpraHa

75. AHann3 UCIIOJIHEHUSI IOKYMEHTOB U PACCMOTPEHUsST 00pallieHUi IpakjaH ¥ OpraHu3anui
roCyJapCTBEHHBIM OPraHOM

76. PaGoTa ucrnonHuTeNs ¢ JOKYMEHTaMH rOCy1apCTBEHHOIO OpraHa

77. Pa3paboTka 1 BeJleHHEe HOMEHKIIATyphl JeJ roCcy1apcTBEHHOIO OpraHa

78. TunoBast HOMEHKIATypa Aei

79. TpeGoBaHUsI K HOMEHKJIAType JIeJl TOCYyJapCTBEHHOI'O OpraHa

80. dopMmupoBaHMe A€ U UX TEKYIlee XpaHEHUE B TOCY1apCTBEHHOM OpraHe

81. ITogroroBka JOKYMEHTOB W JeJl TOCYJapCTBEHHOI'O OpraHa K Iepefaye Ha apXUBHOE
XpaHeHue

82. YHuUTOXXEHUE NOKYMEHTOB M JeJl TOCYIapCTBEHHOIO OpraHa C HCTEKIIUM CPOKOM
XpaHeHus

83. Ilepenaua en Ha XpaHEHUE B ApXUB TOCYAAPCTBEHHOTO OpraHa



IIpuioxenne 2

OIIeHO'lHBIecpeI[CTBal[.]'lﬂl'lpOBe[[eHHHHpOMe)KyTOHHOﬁaTTeCTaHHH

Kon
WHOUKAaTOpa

Nuaukarop 10CTUXKEHUS
KOMIIETEHIINU

OneHouHbIE CpeICTBA

OIIK-1: Cnocoben mpuMeHsTh Ha 6a30BOM YPOBHE 3HAHUS HCTOPHUUECKUX HAYK IIPU PEIICHUN
3a1a4 B cpepe cBoel MpoPecCHOHAIBLHON JeITENHHOCTH

OIlIK-1.1

3HaeT HCTOPUIO u
COBPEMEHHYIO OPTraHU3aLNI0
CHUCTEMBI OpraHoB
FOCY/IapCTBEHHOW BJIACTH M|
ynpasieHuss B P®, opraHos
MECTHOI'O CAMOYIPABIICHHUS]
1 OpraHu3anui

Teopemuueckue eonpocwi

1. Opransl rocynapctBeHHOM BiacTu Poccuiickoii

uMmriepuu ¢ Havdana 20 B. o ¢eBpans1917 roga

2. Tlepectpoiika TOCYZapCTBEHHOTO MEXaHHU3Ma
B Poccun B nepuoj pesosronnu ((peBpanb — OKTAOpb
1917 1r.)

3. OcHoBHBIE pedopmbl Bpemennoro
IIPABUTENBCTBA M UX 3aKOHO/IaTEIbHOE 3aKperieHHue

4. CraHOBJIEHUE COBETCKUX OPraHOB BIACTH

5. Opranbl BIacTH COBETCKOTO TOCYJapCTBa B
NepUoOJbl «BOEHHOTO KOMMYHHM3Ma» U  HOBOHU
SKOHOMMYECKOHN MOJUTUKHI

6. Cuctema oOpraHoB BIIaCTH B CTAHOBJICHHUSA
«Pa3BHUTOIO COLIMATTU3ZMA

7. TocymapcTBEHHOE CTPOUTEILCTBO B KOHIlE 20
— Hayvaue 20 BB.

8. Ilomsatne TOCYHapCTBEHHOW  BJIACTH U
rOCY/IapCTBEHHOTO YIIPABJICHUS

9. T'ocymapcTBEeHHBIH armapar,
rOCy/IapCTBEHHBI OpraH, rocyAapCTBEHHas Ciryx0a
U JI0JDKHOCTHOE JIULIO

10. HopmaTuBHO-1IpaBOBBIC aKTBhI,
permaMeHTHpYIOIMe MpPaBOBOMl  cTaTyc oOpraHa
rocy1apcTBeHHOM Biactu PO

11. Cucrema npaBoOBBIX aKTOB, 00ECIIEUMBAIOIINX

OpraHHM3aLuIo u (GYHKIMOHHPOBaHKE
rOCY/IapCTBEHHBIX OPraHoB BiacTH B PO
12. TTpuHuMIBI HOCTPOEHHUS u

(YHKIIMOHUPOBAHUS ~ OPraHOB  TOCYAApPCTBEHHOM
Biactu PO

13. IlonsiTue opraHa rocyIapCTBEHHOW BIACTH
P®

14. KomnereHiust oprasa  rocynapcTBEHHOU
Biactu PO

15. IIpaBo opranoB rocyaapcTBeHHoi Biactu PO
Ha U3JIaHUE FOPUINYECKUX aKTOB IIPAaBOIIPUMEHEHUS

16. IIpu3Haku opraHa rocyJapCTBEHHOH BIACTH
P®

17. FOpunuueckass  OTBETCTBEHHOCTh  Oprasa
roCy/1lapCTBEHHOM BiacTu PO




Kon
HHOUKATOpa

Nupukatop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

18. Knaccugukanuss opraHoB rocynapcTBEHHON
Biactu P® 1o xapakrepy KOMIIETEHIUN

19. Knaccugukamuss opraHoB rocynapCcTBEHHOU
Biactu PD o mopsaxky oOpa3oBaHUs

20. Knaccuukanusi opraHoB rocynapCTBEHHON
Biactu PD 1o nopsaxy puHAHCUPOBAHHUS

21. Knaccuukanusi opraHoB TrocynapCTBEHHON
Bi1actu corsacHo Koncturynun PO

22. lIpencraBurenbHOE W 3aKOHOAATEIBHOE
Ha4yajo OpraHoB roCy/IapCTBEHHOW BJIACTH

Tecmoewie 3a0anun

1. ILA. CronsimuH OBLI:
[Ipencenarenem BepxoBHoro cyna
[Ipencenarenem ["ocyaapcTBEHHOrO coBETA
[IpencenareneM coBeTa MUHUCTPOB
I'enepan-npoxypopom
[Ipencenarenem ["'ocynapcTBEHHOM T1yMBbI

2. OcHOBHbIE rocyJapCTBEHHbIE 3aKOHBI
Poccuiickoit wmmnepuy B HOBOW peAakiud ObUIH
U3JIaHBI

3 urons 1907 r

S mapta 1905 r

17 anpens 1905 r.

23 anpens 1906 r.

3. Kakoii opran sBisUICS BepxXHEH manaToi
poccuiickoro napjameHTa B Hayajue 20 B.?

Bepxosnsiit CoBet

Coger Denepanuu

[IpaBuTenscrByromui CeHnar

['ocynapcTBeHHBIM COBET

[Ipe3snanym

4. Kakymwo byHKIHIO BBITIOJTHSJIA
I'ocymapcteennas Jlyma B Poccuum BO BTOpOH
nosioBuHe 19 B.?

SBnAnack MONMLEHCKUM ympaBieHueMm, Oblia
OpraHoM, OTBEUYABIIMM 3a KOMMYHAJIbHON XO35HCTBO

SIBnsnace npokypaTypon

bsina VCTIIOJTHUTEIIbHBIM OpraHoM
CaMOYIPaBJICHUS

Otnpasiisina npaBocyaue

5. Kakoii opran sBISJICS HU3IIUM 3BEHOM
CUCTEMBl OpPraHOB KPECTBSHCKOTO  YIpPaBIEHUS
cormacHo OOmieMy TMOJOXKEHUIO O KPECThsHAX,
BBILIEANINX U3 KPEMOCTHOM 3aBUcUMOCTU B 1861 1.7

CenbCKuil cTapocTa




Kon
HHOUKATOpa

Nupukatop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

CenbcKuii TOJIOBA
O6miee coOpanue
CenbCKul ¢Xo
Kypynrai

6. B kakoM JOKymMeHTe OBUIO  BIEpBBIC
IOPUINYECKH 3aKPEIUICHO TIOJI0KEHHE O TOM, YTO
3aKOH HE MOXeT oOpecTu cuiay 0e3 0100peHus
lNocynapctBenHOM AyMBI?

B CBone 3akonoB Poccuiickoit umnepun

B CBoze 3aK0HOB rpakJIaHCKUX

B CoGopHoMm ynoxxeHuu

B  Manudecte 00  ycoBeplIEHCTBOBAaHUU
rocynapctBeHHoro nopsiaka 1905 r.

B VioxeHnmnm o Haka3aHUSAX YroOJIOBHBIX U
UCTIPAaBUTEILHBIX

7. Kakoit opraH sBIsJCS BepxXHEH malaTou
poccuiickoro napyiameHnTta B Haqaie 20 B.?

I'ocynapcteennbiii CoBer

Coger Denepanun

[Ipesnanym

Bepxosnsiit CoBeT

[IpaBuTenscTByromui CeHar

8. IlepBoe coBeTCKO€ MPaBUTEITHLCTBO HOCHIIO
Ha3BaHHE:

Cosetr MunuctpoB PCOCP

BoeHHO-PEeBOTIOIIMOHHBIN KOMUTET

BpeMeHnHoe npaBUTEIBCTBO

HupexTopus

CHK

9. IIpencenarenem BUK Obur:
B.U. YnbsHoB (JIenun)

JL.J. Tpouxwnit

N.B. Cranmun

JI.b. Kamenen

@.9. JI3epKUHCKUN

10. Kakoit opran B CCCP B 1930-e rT.
COCPEIOTOYUNIT BCIO MOJTHOTY peanbHOU
rocyJapCTBEHHOM BJIacTH?

Bepxosansiit Coser CCCP

CHK CCCP

[Momut6ropo LIK BKII (6)

Cre3n CoseroB CCCP

UK CCCP

11. Kakoit opran Obul BBICIIUM OpraHoM




Kon
HHOUKATOpa

Nupukatop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

rocynapctBenHoit  Bmactu CCCP B mepuon
«I1epeECTPONKU»?

LK KIICC

Coser Munuctpos CCCP

Cre3n KIICC

Cwe3n Hapoausix nenyratoB CCCP

Cre3n BJIKCM

12. Kto 6bu1 mepBsiM [Ipesnnentos PD?
JL.U. bpexnes
M.IO. AanponoB
M.C. T'opabaueB
b.H. Enpriun
B.B. Ilytun

13.
14. Kro BeicTynaer 'apantom Konctutyuu PO?
[Ipencenarens Koncrurymuonnoro Cyna PO
Bune-cnukep Coera ®enepaunu PO
[Ipeznnent PO
[Ipencenarens IIpaBurenscTa PO

15. Beibepute xomrmereHiuio ['ocynapcTBeHHOU
Hymbl PO

HCIIOJIHSIET 3aKOHBI

MPUHUMAET 3aKOHBI

0/100psieT WK OTKJIOHSIET 3aKOHBI

MOJIMKCHIBACT 3aKOHbI

16.Yro Bxomur B 1nonHomouwms CoBera
®enepanun PO

Ha3Ha4yaeT U OCBOOOXKIAeT OT JOJDKHOCTH
MOJTHOMOYHBIX mnpenacraButenend IIpesunenta PO B
denepalbHBIX OKpyrax

Ha3Ha4yaeT U OCBOOOXKIAET OT JOJDKHOCTH
I'enepansHoro IIpokypopa PO +

Ha3HayaeT M OCBOOOXKIAET OT JOJDKHOCTH
dbenepaabHbIX MUHUCTPOB

17. Yto BxoauT B monHomouus [Ipesunenta PO

Ha3HA4YaeT M OCBOOOXKJIAeT OT JOJDKHOCTH
ITpencenarens LlentpanbHoro 6anka PO

Ha3HAuYaeT U OCBOOOXJIAeT OT JIOJDKHOCTH
I'enepansHoro Ilpokypopa PD

Ha3HA4YaeT U OCBOOOXJIAeT OT JIOJIKHOCTH
IIOJIHOMOYHBIX Ipezacrasuteneil Ilpesnnenta PO B
(enepanbHbIX OKpyrax +

18. Uro HaxoauTcsd B COBMECTHOM BegeHUn PO u
cyOBbekToB PD?
OO61m11e Bonpochl BOCOUTAaHUS U 00pa3oBaHus +




Kon
HHOUKATOpa

Nupukatop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

YcTaHOBIIEHNE IPABOBBIX OCHOB €JMHOTO PbIHKA
®denepaTUBHOE YCTPOUCTBO U TEPPUTOPHUS

19. Uto HaxoauTCs B COBMECTHOM BesieHUu PO u
cyonekToB PO?

YTOJIOBHOE 3aKOHO/IaTE€IECTBO

denepatuBHOE YCTPOMCTBO

OCYIIECTBIIEHUE Mep 10 Oopbbe ¢ KartacTpodamu,
CTUXUHHBIMH OCICTBUSAMH +

20. Jlo)okeH W KaHAMJAT Ha  JOJDKHOCTH
[Ipe3unenta P® umeTs poccuiickoe rpax1aHCTBO?

na

HET

21. Kakas BmacTh OTHOCHTCA K  BBICIIEH
royJapCTBEHHOM BIACTH?

napTUiHas

MYHUITUTIATbHAS

3aKOHOJAaTeIbHAs +

22. Yto SIBIIIETCS TepBOit cTaguen
3aKOHOTBOPYECKOTO Tpoiecca B O?

oOHapoaoBanue 3akoHa [IpesunentoB PO

noanucanue 3akoHa [Ipesuaentom PO

pacCMOTpEHHE  3aKOHOMpPOEKTa  MPO(UIBLHBIM
komuteroM ['ocynapcrtBennoi {ymbr PO +

paccmoTtpenue 3akoHa CoBerom Denepanun PO

23. Kto uznaer ykasol B PO?
[Ipe3unent PO +

Munuctp roctuiuu PO
I'ocynapcreennas J[yma PO
Coger ®enepanuu PO

24, K opramaM ®  JIOJDKHOCTHBIM  JIMIIAM
UCIIOJIHUTENbHOM Brnactu B cyobektax PO HE
OTHOCSITCA:

ryoepHaTopbl

JIeTIapTaMeHThI

o0s1acTHBIE TyMbI

25. CornacHo Konctutymuu P® Ilpencenarens
IIpaBurenscrBa PO:

HazHayaerca [Ipesupmentom PO ¢ cormacus
I'ocynapcrBennon Jlymsl

u30upaercs B Xoje 0OIIMX BEHIOOPOB

HazHaudaercd [Ipesunenrom PO

HazHa4daercs ['ocynapcrsennon ymon PO




Kon
HHOUKATOpa

Nupukatop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

OIIK-1.2

Biageer HaBbIKAMH ITOMCKA
orbopa
KOTOpbIE

14 HCTOYHHUKOB,|

Ba’XHbI JUIA
KOHKPCTHO-UCTOPUUCCKOTO
M CCICI0BaHUsA C Y4€TOM
LICHHOCTH AOKYMCHTAJIBHOTIQ|
MCTOYHHUKA KakKk qacTy
[MCTOPHUYCCKOTO HACICAHA WU

AKTHBA OpraHu3alvn

Teopemuttecxue 60NnpocCoul

1. HopwmaruBHO-1paBoBOE peryiupoBaHue

nesrenpHOCTH Penepanpaoro Codpanus PO

2. HopmaTuBHO-TIpaBOBOE peryiupoBaHue

nestenbHoCcTH I'ocynapcrBenHol lymber PO

3. HopwmaruBHo-tipaBoBOE peryianpoBaHue

3aKOHOJATENbHBIX (MPEACTaBUTEIbHBIX) OpPraHoOB

roCyJIapCTBEHHOM BIacTH CyObeKTOB PD

4. Tlopsamox (opmMupoBaHus W JAESITEIBHOCTH
OPraHoB 3aKOHOJATEIbHON BIacTu PO

5. Ilpekpamenue MTOJTHOMOYU I oprasa

roCyIapCTBEHHOW 3aKOHOIaTeNIbHOM BiacTu PO

6. Craryc wiena @enepansaoro Codpanus PO

7.
PO

Craryc nenyrara ['ocymapctBeHHOU [[ymbl

8. Craryc rocyaapcTBeHHOTO ciyxaiiero B PO

9. Ilonsatue opraHa HCIIOJIHUTEILHOM BIACTH

10. HopmatuBHO-IIpaBOBOE
nesarenbHocT [Ipesunenta PO

peryaupoBaHue

11. HopmaTtuBHO-IIpaBOBOE
nestenbHOCTH [IpaBuTensctea PO

peryaupoBaHue

12. OcHoBHBIE byHKIMN
HUCIIOJIHUTEIILHOM BiiacTu PO

OPraHoB

13. denepanbHble MUHHUCTEPCTBA, (penepayibHbIC
CIyXObl, QenepalbHble AareHTCTBa, PYKOBOJCTBO
JEeSITeNIbHOCThIO KOTOPBIX ocyiecTisier [Ipesuaent
P®

14. denepanpHble MUHHCTEPCTBA, PYKOBOACTBO
KOTOpbIMU ocyiuecTBisieT [Ipasurensctso PO

15. IMonsOMOYHUS
WUCIIOJHUTEIbHONU

KOHKPCTHBIX OpraHoB

BJ1aCTH, cneumbm(a ux

ACATCIIBHOCTH




Kon
HHOUKATOpa

Nupukatop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

Tecmoevie 3a0anusn
1. Kaxkue cyobexTsl PO umeror cBoo
KOHCTUTYLIMIO ¥ 3aKOHO/IaTEJIbCTBO?
+ ToJibKO pecryOnuKu;
— Pecriy0nuky 1 aBTOHOMHBIE OKpYTa;
— Pecry0nuku, aBTOHOMHBIE OKpYTa U
ABTOHOMHBIE 00JIACTH.

2. Kakoe ycnoBue nHazpiBaeT Koncruryius PO
JUISL BO3MOXHOCTH IPUMEHUTH 3aKOH?

+ OdunmansHoe OMyOJIUKOBAHUE 3aKOHA /IS
BCEOOIIEro CBEJICHMS,

— Ilpunstue ero kBaaupuIMPOBaHHBIM
00JpIIMHCTBOM JenyTaToB ['ocynapcTBeHHOM Jymbl;

— @akt noanucanus 3akoHa [Ipesunentom POD.

3. Kewm oOpasyercs cuernas [lanara PO?

+ Cosetom Depnepanuu u ['ocymapcTBeHHOM
Aymoit;

— IIpesunentom PO;

— IIpaButensctBOM PO.

4. Yto U3 mepeUncIeHHOTO OTHOCUTCS K
Benenuto Cosera deaeparun?

+ VYTBepxkaenue ykasa [Ipesunenra PO o
BBEJICHUH YPE3BBIUAHOTO MOJI0KEHUS,

— Ha3snadyeHue Ha NOJDKHOCTE M OCBOOOXKICHHE
ot goypkHoctu [Ipencenarens LIb PO;

— OOBbsABICHNE AMHUCTHH.

5. BsicmuM KoJuIerHabHBIM OpraHOM
HCIIOJIHUTENLHOM BiacTH B PD saBnseTcs:

+ [IpaBUTENBLCTBO;

- Coet denepanuy;

- Anmunanctpanus [Ipe3uaeHTa.

6. Kakoii rocynapcTBeHHbII Opran npu3BaH
OCYUIIECTBJISATh HA30p 32 UCIIOJIHEHUEM IPHUHSTHIX
Ha Tepputopun PD 3akoHOB?

+ IIpokyparypa PO;

- MunucrepcTBo BHyTpeHHUX Aei PD;

- Bepxosnsiit Cyn PO.

7. Kakoli u3 yka3aHHBIX JOKyMEHTOB 0Oajaer
BBICHIEH IOPUANYECKOMN CHIION?

+ HOPMAaTUBHO-IIPABOBOM aKT;

- TpakIaHCKUH JOTOBOD;

- [locranosinenue IlpaBurenscrta PO.

8. Kakoii aTam 3aKk0OHOJATENHFHOTO Mpoliecca
SIBJISIETCS TIEPBHIM ?




Kon
HHOUKATOpa

Nupukatop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

+ 3akoHojaTeIbHAS MHUIINATHBA,

- PaccmoTpeHue B IepBOM YTCHUU;

- BHeceHue nornpasox.

9. Kakoe kom4ecTBO CyObEKTOB BXOIUT B
coctas Poccuu B Hacrosiiee Bpemsa?

+ 85;

- 89;

- 87.

10. Kakum crarycom cyonrekTa PD obmamgaer
Caxa (Sxyrus)?

+ PecniyOnuka,;

- ABTOHOMHAas 001aCTh;

- T'opon denepanbHOrO 3HaYEHUS.

11. TocynapcTBeHHBIN anmnapar sBIseTCs
4acThlO:

+ MexaHM3Ma roCyapcTBa;

- Anmunnctpanuu [Ipesunenra PO;

- IPABOBOTO CcTaTyca CyOBheKTa
KOHCTUTYIIMOHHOT'O TIPaBa.

12. KakoB MUHUMAJILHBIN BO3pACT rpakIaHUHA
JUTSI TOTO, YTOOBI OH MPOIIIEIT PETUCTPAIUIO B
KadecTBe KaHauaaTa Ha noct [Ipesunenra PO,
COCTaBIJISICT:

+ 35 neT;

- 30 7er;

- 40 ner.

13. IIpaBOBBIM aKTOM yIIpaBIEHUS SBIISCTCS:

+ IOKYMEHT, IPUHSATHIN B OJTHOCTOPOHHEM
MOPSAJIKE TOJIHOMOYHBIM OPraHOM T'OCYIIPABIICHUS
100 €ro MOJKHOCTHBIM JIMIIOM, UMEIOIIU I
roCy/IapCTBEHHO-BIACTHBIN XapaKTep U LENbI0
KOTOPOTO SIBJISIETCS peau3alus yIpaBIeHYECKUX
3a1a4 v PyHKIUH;

— IOKYMEHT OpraHa 3aKOHOJIaTeJIbHOM BJIACTH,
OPUHSTHI UM B 0COOOM MOPSIIKE, MO
BBICIIIYIO FOPUUYECKYIO CUITy U UMEIOIIHH 1IEeThI0
perynupoBaHue Hanbojee BaKHBIX OOIIECTBEHHBIX
OTHOIIICHUI;

— aKT cyJia MPaBONMPUMEHHUTEIHHOTO XapaKTepa,
KOTOPBIN COAEPIKUT PE3YybTaT pa3pelieHus Aena mno

CYILIECTBY.

14. CymecTBytoT CIeyIoIne hopmbl
perucTparyu J0KyMEHTOB ...

+HKypHaJIbHAs, KAPTOYHAS M AJICKTPOHHAS

TaOJIMYHAs M JICKTPOHHAS
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pyyHas KapToTe€Kka M  aBTOMAaTU3UPOBAaHHAs
cucrema

15. TexHomnorust MaccoBOro BBOJia JIOKYMEHTOB B
MHPOPMALMOHHYIO CUCTEMY IPEAIOJIATALT ...

Kcepokonuposanue

BBoz1 10KyMEHTOB ¢ KilaBUaTyphbl

+IloTouHO€E CKaHMpOBaHUE

16. YaudunupoBanHas cucTeMa JIOKyMEHTAI[UU
(YCH) —»a10 ...

obuiepoccuiickuit KJ1acCu(pUKaTOp
YIOPaBICHYECKON JOKYMEHTALIMU

CUCTeMa  JIOKYMEHTOB,  HampaBlieHHas  Ha
HOPMaTUBHOE 3aKperieHe W3MCHEHUH,
MPOU3OLIEIINX B CIy)K0ax JeJ0Npou3BOJICTBA B
CBS3M C TIOSIBJICHHEM HETOCYJIapCTBEHHBIX (opM
CcOOCTBEHHOCTH

IpaBWiIa Mo JOKYMEHTAlHOHHOMY OOECIeueHUIO
yIpaBIeHUS

+cucreMa JOKyMEHTAIMH, CO3/IaHHAas M0 eINHbBIM
paBHJIaM u TpeOOBaHUSIM, coJieprkarias
nH(popMaIuo, HEOOXOIUMYIO IJIsi YIpPABJICHHUS B
ompenesieHHoH chepe nesTenbHOCTH

17. ®opMupoBaHueM Jena Ha3bIBACTCH ...
+IpynnupoBaHue HCIOJIHEHHBIX JTOKYMEHTOB B
JIeI0 B COOTBETCTBUM C HOMEHKIIATYpOH el |
cUCcTeMaTH3alHs JOKYMEHTOB BHYTPH JIeJia
0o0beIMHEHHE  JTIOKYMEHTOB,  COITYTCTBYIOIIHX
OJIMHAKOBBIM OW3HEC — TmpoleccaM B JIeNO U
cUCcTeMaTH3alMs JOKYMEHTOB BHYTPH JeJia
IPYIITUPOBAHUE HCIIOJIHEHHBIX JOKYMEHTOB B
JIeJI0 B COOTBETCTBUH C YKa3aHUSIMH PYKOBOJUTEIS U
cUcTeMaTH3alMs JOKYMEHTOB BHYTPH JIeJia

18. Ilenb KOHTPOJISI COCTOUT B ...

+obecnieueHNH CBOEBPEMEHHOTO u
Ka4yeCTBEHHOTO HUCIIOJIHEHUS TIOPYUYCHH

co3manuu  0a3pl  JaHHBIX O  JOKYMEHTax

YUPEKICHUS
ydeTe BCEX IMOCTYNMBIIMX B OPraHU3ALHIO
JOKYMEHTOB
obecrnieyeHUN HAJIE)KHOTO XpaHeHus u

S(I)(I)CKTI/IBHOTO NIOMCKa JTOKYMCHTOB

OIIK-2: CriocoOeH Hax0JUTh OPraHU3alMOHHO-YIIPABICHYCCKUE PEIICHUS TIPU PEIICHUH 3a/1a4
B chepe cBoelt mpodhecCuoHaTBHON NesITeNFHOCTH;
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OIlK-2.1

Ornpeaesnser ey 1 3a1a4u
yIIpaBJIeHUs B cepe cBOEi
npodeccnoHaTbHOM

e TeIbHOCTH

Teopemuuecxue eonpocsl

1. Oprasbl UCHOJHUTENBHON BlacTU CyOBEKTOB
PO

2. Tlonstue cyOwvexkta P®, wux Buasl 10
Koncturynun PO

3. TepputopuaibHoe W  TOCYAapCTBEHHOE
YCTPOHCTBO CyOBEeKTOB PO

4. AJIMUHHCTPAaTUBHO-TEPPUTOPUATBHOE
YCTPOHCTBO CyOBEeKTOB PO

5. AIMUHHCTpaTUBHBIC OKpPYTa
6. VYmnpaBineHueckue okpyra

7. 3akoHOJaTeIbHbIE (mpencraBUTENbHBIE)
OopraHbl TOCyJapCTBEHHOW BiacTu cyObekToB PO:
nopsaok  (GopMUpOBaHMS M JAEATEIIBHOCTH,
JIOCPOYHOE NPEKpAILCHNE TIOJTHOMOYHN, CTPYKTypa

8. Craryc rocynapCTBEHHBIX OpPTraHOB CYOBEKTa,
bopMHUpyeMBIX 3aKOHOIaTEIbHBIM
(IpenCTaBUTEIBHBIM) OPraHOM TOCYAapCTBEHHOM
BJIacTU cyObekTa PO

9. HopmaTtuBHO-IIpaBOBOE peryaupoBaHue
OPraHoOB UCITOJTHUTEIILHON BJIACTH CyOheKTOB PD

10. HopmaTtuBHO-METO IUYECKAs Oaza
JOKYMEHTAIlMOHHOTO  oOecredyeHus  ympaBlieHUs
OPraHoB rocyJapCTBEHHOM Biactu PO

11. CoctaB  1OKyMEHTOB, oOOpa3yloluxcs B
NS TEeTbHOCTH TOCYJApCTBEHHOTO OpraHa

12. braHku  OKYMEHTOB  TOCYJapCTBEHHOTO
opraHa

13. O6mme  TpeOGoBaHUS K  HM3TOTOBJICHHUIO
JIOKYMEHTOB TOCYIapCTBEHHOTO OpraHa

14. OdopmieHne  peKBU3UTOB  JIOKyMEHTOB
roCyJapCTBEHHOTO OpraHa

15. IIpouenypa IOATOTOBKH JOKYMEHTOB
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HHOUKATOpa

Nupukatop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

rOCYIapCTBEHHOTO OpraHa

Tecmosvie 3a0anus

1. Kro BO3MIaBIsieT CUCTEMY OPTraHOB
WCIIOJTHUTENIbHON BIacTu PO?

+ IIpaButenscTBo PO;

— Ilpesunent PO;

— IIpokyparypa P®.

2. Yro HE SIBIISICTCS KaTeropuei
rOCYJIapCTBEHHOM Ipa)IaHCKOM CITy>KObI?

+ PedepenT;

— ITomomHuK;

— Cnenuanucr.

3. Tlpu3HakoM aJMUHHCTPATHBHOTO JIOTOBOpA
SABIISICTCA .

+ XxoTss OBl OJHOW CTOPOHOM B JOTOBOpE
BBICTYIAET OpPraH roCyJapCTBEHHOTO YIIPABIICHUS;

— IPUHYIUTENbHBIN XapaKTep COTJIalleHHUS;

— BEPTHUKAJIbHbIC YINPABIECHUYECKHE OTHOIICHUS
MEX1y CTOPOHAMHU.

4. Yto Takoe TOKyMEHTAIlMOHHOE OOecTieueHue?

JIEATEILHOCTD ammapara yIIpaBJICHHMS,
OXBAaThIBAIOIIAs BOMPOCHl JOKYMEHTHUPOBAHUS U
OpraHu3aui padoThl C JIOKYMEHTAaMH B IpOIlecce
OCYILIECTBIICHUS UM YIIPABJICHYCCKUX (DYHKITUH

IIPaBUIIBHO 0(OpMIICHHBIC JIOKYMEHTBI,
OTpaXkalollue  BeCh  CICKTP  YIPaBJICHUYCCKOU
JCSATEIHOCTH MPEANPUATHS

OpraHu3ais IOKyMeHTO000pOTa B YUPEIKIACHUU

KOMILIEKC OCHOBHBIX [OJIOKEHUH,
OTIPEICIIAIONINX u pEerIaMEeHTHPYIOLTIX
OpPraHu3alluIl0 JIOKYMEHTHPYEMBIX MPOIECCOB Ha
IPEIITPHITHH

5. I'me Ha JOKYMEHTE pacrnonaraercs
['ocynapctBennslii repo PO

B BEPXHEM I10JIE

IO LICHTY JIUCTA

B IIPaBOM BEPXHEM YIIIy

B JIEBOM BEPXHEM YIIIy

6. CoBOKYMHOCTH pabOT MO JOKYMEHTHPOBAHUIO
JEATEIIbHOCTH  YUPEXKIEHUS M IO OpraHu3aluuu
JIOKYMEHTOB B HEM — 3TO:

CO3/IaHUE CUCTEMBI IOKYMEHTAIUU
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0OBEKT JIeNIONPOU3BOICTBA

enuHast rOCy/IapCTBCHHAS cucremMa
JOKYMEHTAIUH

JIEIOIPOU3BOICTBO +

7. COBOKYITHOCTb B3aMMOCBSI3aHHBIX
JOKYMEHTOB, TIPUMEHSEMBIX B ONIPEICIEHHON cdepe
JEeSITeTbHOCTH, — ITO :

eaHas rocyJapcTBeHHas cucremMa
JIOKYMEHTAIU!

cucTeMa JOKyMEHTAINH +

MpEeMET JIeTIOTIPOU3BOJICTBA

00BEKT JETONPOU3BOICTBA

8. JlokyMeHTaMOHHOE obecrieuenue
YIIPaBICHUS — JTO:

KOMIIJICKC OCHOBHBIX HOJ'IO)KGHI/Iﬁ,
OTIPEICIISFOIINX " periIaMeHTHPYFOIIIHX

OpraHHU3alUI0 JOKYMEHTUPYEMBIX IIPOLIECCOB Ha
IPEITPHSITHH

MIPaBUIBHO odopMIIEHHbIE JOKYMEHTBHI,
OTpaxkalollue BeCh  CIEKTp  yIpaBJICHYECKOU
JEeSITeIbHOCTH OpraHu3aluu

OpraHu3aius J0KyMeHTO000pOTa B YUPEKICHUU

+  JeATeNbHOCTh  ammapara  ynpaBleHUS,
OXBaThIBaIOLIasi BOMPOCHl JOKYMEHTHUPOBAaHUA U
OpraHu3anuy pabdoThl C JOKyMEHTaMHU B Ipoliecce
OCYILIECTBIICHUS UM YIIPaBJIeHYECKUX DYHKIUI

9. Ecnm Hapsay ¢ pycCKHM SI3BIKOM B CyOBEKTE
Poccuiickoit denepanun B Ka4yecTBe
rOCYJapCTBEHHOTO HCIOJIb3yeTCs HallMOHAJIbHBIN
SI3BIK, TO:

JOKYMEHT TeYaTaeTcsi TOJbKO Ha HAIMOHAIBHOM
SI3BIKE

A3bIK, HAa KOTOPOM IIe4aTaercss JOKYMEHT,
OpraHu3aius BbIOUPAET M0 CBOEMY YCMOTPEHHIO

+ JIOKyMEHT I[ieyaTaercsi Ha pYCCKOM U
HaIlMOHAJILHOM SI3BIKaX

JIOKYMEHT II€4aTaeTcsl TOJbKO Ha PYCCKOM SI3bIKE

10. YUto BKkIIOYAIOT B ce0si CIPAaBOYHBIE JTAHHBIC
00 opranu3zanumn?

+ MoYTOBBIN aapec, Homepa Tese()OHOB U JApyrue
CBE/ICHUS, KOTOPhIE OPraHU3aIUS CUUTAET HYKHBIM
yKas3aTb

HIOYTOBBIH aapec u e-mail

HOYTOBBIH azpec U HoMepa Tesle(hOHOB

e-mail, Homepa TenedoHOB U (akca
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11. Kakyro pgaty ciegyer cuuTaThb — JaToOM
JToKymeHTa?

JaTy cAa4yy JJOKYMEHTa Ha MOJAINUCH

+ JaTy €ro NOJANMCAaHUs WM YTBEPKICHUS

JlaTy cayul IOKYMEHTA B apXUB

JlaTy €ro COCTaBJICHUS

12. JInst wero Hy»XKHa TIeYaTh Ha IOKyMEHTe?

+ JUTS IOATBEPKACHUS TIOTTAHHOCTH TIOIITUCH

Uit 0003HAUEHHSI OpPraHU3aliU, KOTopas u3aaia
JOKYMEHT

JUTSL TIOJTBEPKICHUS 3HAYUMOCTH JOKYMEHTA

JUTSL ACTETHYECKOTO 0(OPMIICHHS TOKYMEHTa

13. IIpaBoBoii aKxT, peraamMeHTHPYIOUI
MITaTHYIO ~ YUCIEHHOCTh  OpPraHW3allih, COCTaB
JOJDKHOCTEH M pa3Mep OIUIaThl TPyIa:

MoJIoXKeHne 00 oXpaHe Tpyaa

JOJDKHOCTHAS! HHCTPYKITHS

+ mITaTHOE pachrcaHue

CTPYKTypa OpraHu3alu
M0JIO’KEHHE O CTPYKTYPHOM TOpa3AeIeHUH

19. PexkBu3HTH XapaKTepHBIE TOJBKO IS OJaHKa
UChbMa — ITO ...

HAaVMCHOBAHHWE OpraHu3aluu  (CTPYKTYpPHOTO
MOpa3AeiICHuUS )

+TpadapeTHbie  YacTH  PEKBU3HTOB  «JaTay,
«HOMED JTOKYMEHTa»

CIPaBOYHBIC JaHHBIC 00 OpraHU3aIHN

aMOJIeMa OpraHu3auu

20. CuMBOIBI U MHJEKCHI, HAHOCHUMBIE Ha
TUTIOBBIE 3aTOTOBKU JOKYMEHTOB (OJaHKU U (HOPMBI)
TUnorpa)CKUM HIJIM JAPYTHM CIOCOOOM — 3TO
PEKBU3HUTHI JOKYMEHTA.

+OOCTOSTHHEIE

ouIHaTEHBIC

NepEeMEHHbIE

JOTIOTHUTEIbHBIE

21. Cucremsl kiacca «docflow» - ato cucremsr ...
ABTOMATHU3allu1 ACIIOBBIX IMTPOLECCOB

UHTETPUPOBAaHHbBIE CHCTEMBI yIIpaBJICHUS
JOKYMEHTOO00POTOM

+aBTOMaTU3aLNN yIpaBICHUS
JOKYMEHTOO00POTOM

KOJIJIEKTUBHOM paboThI

22. Cuctembl Kilacca groupwareé— 3To CUCTEMHI ...
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aBTOMaTH3aINU yIPaBICHHS
JIOKYyMEHTO000pOTOM

+KOJIIIEKTUBHOM pabOThI

ABTOMATH3AIMHX JEJIOBBIX IPOIIECCOB

UHTETPUPOBAHHBIE CHCTEMBI yIIpaBIICHUS
JTOKYMEHTO000pOTOM

23. Cucremsbl kitacca «workflow» — 3T0 cucTemsbl

CUCTEMBI KOJJIEKTUBHOMN pabOThI

UHTETPUPOBAHHBIC CHCTEMBI YIIpaBJICHUS
JIOKyMEHTOO00pOTOM

+CHUCTEMbI aBTOMATH3AIINH JICIIOBBIX MTPOIIECCOB

aBTOMaTu3alnnuu YIIpaBJICHUA
JOKYMEHTO000pOTOM

24. Cucrema DoCSVISION cOCTOUT K3 CIEIYIONTNX
MOJYJEN ...

+Jlenonpon3BOACTBO U YTIpaBieHUE MPOLECCAMU

CnyxeOHass KoppecnoHjaeHnus. Pemenus H
pacnopsixenus. [luceMa rpaxnan

Jenonpoun3BoacTBo. PemieHust U pacnopsbKeHUs.
[Tucema rpaxaan

Vmpasnenne  mpomeccamu U CiykeOHast
KOPPECIOHICHIIUS

25. CucreMaTu3upOBaHHBIN TepeYCHb
HAaUMEHOBAHMHA  JIOKYMEHTOB,  3aBOJUMBIX B
OpraHu3alui C YKa3aHHEM CpPOKOB HUX XpPaHEHWS,
0(hOpMIICHHBII B YCTAHOBJIEHHOM MOPSAJIKE — 3TO ...

+HOMEHKIIATypa el

apxuB

OTINCh

i (]

26. CuMBOJIBI U HMHJEKCHI, HAHOCHUMBIE Ha
TUTIOBBIE 3aTOTOBKU JIOKYMEHTOB (OJaHKU U (HOPMBI)
TUnorpadCKUM WM JIPYTUM CIIOCOOOM - 3TO
PEKBU3HUTHI TOKYMEHTA.

JOTIOTHUTEIbHBIE

+IOCTOSHHEIE

NepEeMEHHbIE

oduIaNbHbIe

27. CuMBOJIBI U UHICKCHI, BHOCUMBIE B IOKyMEHT
B TIPOIIECCE €0 MOJATOTOBKU U OPOpPMIIEHUS — ITO ...
PEKBU3UTHI IOKYMEHTA.

+repeMeHHbIC

oduIMaIbHbIE

JlomoTHUTEIbHEIC




Kon

Nupukatop 10CTUXEHUS

OneHouHbIE CpeCTBA

MHJIIKATOpa KOMITCTCHIUH
HIOCTOSIHHBIC
28. COBOKYITHOCTh JOKYMEHTOB WM JIOKYMEHT,
OTHOCSIITUXCS K OJHOMY BOIIPOCY WJIM YYacTKY
NS TeTbHOCTH, TIOMEIEHHBIX B OTJCIBHYIO 00JIOKKY
—9T0 ...
COBOKYITHOCTb  IOPHIMYECKUX  JIOKYMEHTOB,
MIOMEIICHHBIX B OT/IEIBHYIO 00JI0KKY
apXuB
+aeno
HOMEHKJIaTypa JIelt
OTIHCh
29. CriocoOHOCTh JOKYMEHTa nepeaaBaTh
UHQPOPMAIIUIO — ITO ... CBOUCTBO JOKYMEHTA
AKCIUTYaTaIMOHHOE
+undopmaTiBHOE
PaBOBOE
OpraHu3aIMOHHOE
OIIK-2.2 Hcnons3yer OCHOBHBIEC Teopemuueckue sonpocut
METO/IBI " HPUEMBI
OpraHM3aLNH, 1. TloaroTroBka MPOEKTOB 3aKOHOJATENBHBIX H
ITAaHUPOBAHNS, MHBIX HOPMaTHBHBIX IIPaBOBBIX aKTOB

MOTHBAILIMU, KOOPAWHAIHH
¥ KOHTPOJIS TIPOIIECCOB B
chepe CBOCH
poeCCHOHAITBHOU
JeSTEITBHOCTH

rOCyJapCTBEHHOTO OpraHa

2. HO,I[FOTOBKa HHAWBUAYAJIbHBIX  IIPABOBBIX

aKTOB (pacmops I TEIHHBIX JIOKYMEHTOB)
rOCyJapCTBEHHOTO OpraHa

3. OpraHu3anuoOHHO-TIPaBOBast  JOKYMEHTAIIHS
rOCyJapCTBEHHOTO OpraHa

4. HVudopMaIimoOHHO-CITPaBOYHAS u
UH(POPMAIMOHHO-aHAINTHIECKAS JOKYMEHTAIIHSI

TOCYHJapCTBECHHOI'O OpraHa

5. IlpuHUMIIEI OpraHu3any JOKyMEHTO000poTa
rOoCyIapCTBEHHOT'O OpraHa

6. Ilpuem U NepBUYHAs o0OpaboTka
NOCTYNAIIUX B TOCYAAapCTBEHHBIH  Opras
JOKYMEHTOB

7. TlpenBapurenbHoe paccMOTpeHHe

JAOKYMCHTOB IroCy1apCTBCHHOI'O OpraHa

8. PCFI/ICTpaI_II/ISI noCTynaromumux IAOKYMCHTOB B
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rOoCyJapCTBEHHOM OpraHe

9. Topsamox paccMOTpeHuUs JIOKYMEHTOB
PYKOBOJCTBOM U  JOBEJIEHUS JOKYMEHTOB [0
UCIIOJIHUTEJIEN B TOCYJTapCTBEHHOM OpraHe

10. Opraam3amusi pabOTBl €  OTIPABIAECMBIMU
JOKyMEHTaMH B TOCYJapCTBEHHOM OpTaHe

11. Perucrpauusi OoTHpaBiII€EMbIX JOKYMEHTOB B
rOCyJapCTBEHHOM OpraHe

12. Tlopsinok 00pabOTKM M ydeTa MHOCTPAHHOU
KOPPECIOHICHIIUN

13. Yyer u aHanu3 o0BEMOB JOKYMEHTOOOOPOTA
B TOCYJIApCTBCHHOM OpraHe

14. OcHoBHBIE TOJNOXKEHHUSI 00  YIpaBlIEHUU
nokyMeHTaMu B COJl rocygapCTBEHHOTO OpraHa

15. CocraB pokymentoB B COJI mocpencTBoM
OPK

Tecmoevie 3a0anusn
1. Kakue [OKyMEHTHI JACHCTBYIOT Ha BCeH
tepputopun PD?
3aKOHBI CYOBEKTOB PD
MIPUKa3bl MUHUCTEPCTB
denepanbHbIe 3aKOHBI +

2. Kakoii JTOKyMEHT HMeEeT HauOOJIBIIYIO
IOPUIUYECKYIO CUITY?

®denepanbHbIi 3aKOH

®denepanbHbli KOHCTUTYLIMOHHBINA 3aKOH +

[ToctanoBnenue IIpaBurenscTea PO

VYka3 [Ipe3unenta PO

3. Kakoii opran sBnsercs 3aKOHOJATEIbHBIM
(MpencTaBUTENbHBIM) OPraHOM TOCYAApPCTBEHHOM
Binactu PO?

®enepanbHoe Cobpanue PO +

IIpaBurenscrtBa PO

[Ipesunent PO

IIpokyparypa

IIpencenarens ['ocynapcrBennon Jlymer PO

4. Tlpesunent Poccuiickoit deneparyu
pa3pabaTeiBaeT U NPUHUMAET 3aKOHBI
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OCYIIIECTBIISICT yIpaBiieHue (heaepanbHOM
COOCTBEHHOCTBIO

paspabarsiBaeT QenepaibHbIi OI0HKET

OTIpe/ICIIIeT OCHOBHBIC HAIIPABJICHUS BHYTPCHHEH
¥ BHENTHEH noJnTHKHA PO

5. IlpaBurensctBo P® umeer npaBo n3aBath:
+ IIOCTaHOBJIEHUS U PACIIOPSLKEHHUS,

— ITOCTaHOBJICHUS U YKa3bl;

— PacnopsKEHUSI U TPOTOKOJIBI.

6. IIpaBom TonkoBanus Koncrurynuu PO
oOnamaer:

+ Koncturynnonnsiii Cyn PO;

— IIpesunent PO u [IpaButenscto PD;

— ®enepanpsHoe Cobpanne PO.

7. Hopwma, cogepxamasics B 1. 1 cT. 97
Konctutymuu PO, cornacHo KOTOpoil AenyTaTomM
['ocynapcTBerHo# JJymMbl MOXeT ObITH U30paH
rpaxaanud PO, nocturmmii 21 roja v UMErOniA
IIPaBO y4acTHs B BbIOOpax, sSBISETCS:

+ HOPMO# KOHKPETHOTO (HETIOCPEACTBEHHOTO)
JICHCTBHS,

— HOPMOU-TIPUHIIUIIOM;

— HOPMOU-TIETBIO.

8. Kakoe yrBepxeHrne HeBepHO?

+ Konctutynus o6naaer Takou xe
IOPUINIECKON CUIION, KaK U JIF0O0M 3aK0H B PD.

— JIJ1st IpUHATHS KOHCTUTYITMOHHBIX MTOMIPABOK
HCITOJIB3YETCS OCOOBIN MOPSIOK.

— Koncturynust PO 3akpernisieT 0CHOBBI Bcex
WHBIX OTpacliel Mmpasa.

9. Ecmm Vkas3 IIpe3uaenta PO npotuBopeunt
Kounctutyuu PO, OyayT aeiicTBOBaTh HOPMBI:

+ Koncturyuuu P®;

— Ykasa IIpesunenrta PO;

— Ha ycMoTpeHue npaBonpruMeHUTENBHOTO
oprasa.

10. Pemenue Bompoca o nosepun [IpaBurenscTBy
P® oTHOCHUTCS K BEIEHUIO:

+ I'ocynapcrBenHon Jlymsl;

— Cosera denepannn;

— IIpe3unenra PO.

11. TepputopuanbHas €TUHHIIA, CO3JAHHAS IS
OpraHu3anuy IPOBEICHU I'0JIOCOBAHUS U NIOICYETa
r0JIOCOB — JTO:

+ n30MpaTeNnbHbIN YUacTOK;
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— U30UpaTeIbHbII OKPYT;
— n3buparenbHas KOMUCCHUS.

12. Kak Ha3bIBaeTcsl BCTYNMHUTEIbHAS YaCTh
Koncrutynun PO?

+ IIpeamOyra;

— Beenenne;

— Berynnenue.

13. IIIa6moH — 3710 ...

+I0KyMEHT, KOTOPBI COJIEPKUT pa3HOOOpa3HyIo
MHGOPMALIMI0O O CTWISAX M CTAaHJApTHBIX TEKCTaXx,
MakKpocax H MHOTO€ JIpyroe

3aroToBKa JOKYMEHTa, COJIeprKallasi MOCTOSHHYIO
uH(popMalnio (TEKCT) U MPOIYCKU WU TOJIA IS
BBO/JIa IepeMeHHON nHpopMalnuu

dbopMUpOBaHHE  AITOPUTMOB  MPOXOKIACHUS
JOKYMEHTOB B COOTBETCTBUM C TEXHOJOTMYECKUM
UKIIOM

14, DnexTpOHHBIN TOKYMEHT — 3TO ...

JOKYMCHT, OTJ'II/ILIaIOH_[I/II\/'ICSI HECTaAaHJAPTHBIM
COJICpKaHUEM M OTCYTCTBHEM THUIIOBOH (HOPMBI
pacmuoJIOKEHNUA pEKBU3UTOB

JOKYMCHT, 3alMCaHHBIi Ha TMOKOM MarHUTHOM
JHUCKE

JOKYMEHT, B KOTOPOM 4acTh uHMOpMaIuu
ImpeacraBJiCHa B 3aI_I_II/I(1)pOBaHHOM BHJC

+I0OKYMEHT, B KOTOpPOM nHpopMmanus
MIPE/ICTABJICHA B AJIEKTPOHHO-IIMGPOBO hopme

cee — 3TO TEXHOJIOT U OIITUYECKOTO
paciio3HaBaHUA IICYaTHBIX CHMBOJIOB

+OCR (Optical Character Recognition)

ICR (Intelligent Character Recognition)

OMR (OpticalMarkRecognition)

15. ... — 3TO TCXHOJIOT U paciiO3HaBaHUA
pasacCiIbHbIX II€YATHBIX CHUMBOJIOB, HAIIMCAHHBIX OT
pyKH

+ICR (Intelligent Character Recognition)
OCR (Optical Character Recognition)
OMR (Optical Mark Recognition)

16. ... — 9TOTCXHOJIOTHUAPACTIO3HABAHUAOTMECTOK.

ICR (Intelligent Character Recognition)

OCR (Optical Character Recognition)

+OMR (Optical Mark Recognition)

17. IokyMeHT, aJpecOBaHHBIH PYKOBOJIUTEIIO
JAHHOTO WX  BBIIICCTOALICTO YUYpCKIACHUA U
UHOOPMUPYIOUTUI €ro O CIOXKUBIICHCS CHTYallMH,
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UMEBIIEM MecTo (akre, a Takke coaepKamui
BBIBOJIBI M TIPEITIOKEHUST COCTABUTEIISI:

+ IOKJIaaHas 3aIMcKa

ciyxeOHas 3armcKa

00BsICHUTENbHAS 3alIiCKa

JIOHCCCHHE

18. TTucemo, HCXOIAIINE u3 OpraHoB
rOCyIapCTBEHHOW BJIAcCTH pa3jIMYHOTO YpPOBHA U
COJIEP’)KUT PEKOMEHJAINK, yKa3aHUs, pa3bsICHEHUs
PYKOBOJUTENIO  MPEANpUsATUsS IO  BOMpOcaM
OTUYETHOCTH, HAJIOTOB, 3KOJIOTHHU:

MUCHMO-TIPEJIOKEHUE

MUChbMO-HAIIOMUHAHKE

+ ITUPEKTUBHOE

MUCHMO-TIpEAYTPEXKACHNE

19. J1okyMeHTOOOOPOT 3TO JBMKCHHE
JOKYMEHTOB B OpraHnu3alilii C MOMCHTA UX CO3JaHUsA
WM TIOJTYYEHUS JIO ...

+ 3aBepIIeHUS UCTIOJTHEHHS (OTIIPABICHUS )

MIOCTAHOBKH Ha KOHTPOJIb UCTIOJTHEHUS

CHSITHS C KOHTPOJISI UCTIOTHEHUS

HAJIO’KEHUS PE3OITIOIUH PYKOBOIUTEIIEM

20. [TopsaoK NBM>KCHHS TJOKYMEHTOB B
OpraHu3aIuK BKIFOYAET ITAITHI ...

1. mpueM u niepBruHas 0OpabOTKa JOKYMEHTOB

2. MIPeIBApUTEIIBHOE PACCMOTPEHHUE H
pacrpeziesieHue JJOKYMEHTOB

3. perucTpanus J10KyMEHTOB

4. HanpaBJICHUE HA WCIIOJTHCHNUE U UCTIOTHCHHE
JOKYMEHTOB

5. opopMmIiieHHE M OTIIpaBKa IOKYMEHTOB

21. nnekc nena, B KOTOPOE JODKEH ObITh
MOJIIUT KOHTPOJBHBINA AK3EMILISP TOKYMEHTA,
ompeensier ...

+ UCIIOJIHUTEND

PYKOBOJIUTEINb OpraHU3aIui

CeKpeTaphb

pykoBoauTens ciyx0sl IOY

22. O6paboTKa MOCTYNHUBIINUX JOKYMEHTOB
CUMTAETCs ONTUMAIILHON, €CTI OHU JJOCTABJIEHBI K
UCTIOJHUTEIISM ...

+ B Te€UEHUE JHS MOCTYIJICHUS WIIN CIIEIYIOIIEro
THS

B TeueHue paboueil Henenu

He3aMeUIUTEIbHO
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qUcpes3 ABa JHS MOCIIC MOCTYIIICHUA

23. TlocnenoBaTebHOCTH TIOJTOTOBKU 1
0hOpMIICHHSI TOKYMEHTA ...

1. cocraBiieHue NpOeKTa TOKyMEHTa

2. COTJIacCOBaHME

3. IpoBepKa NMPaBHILHOCTHA 0(OPMIICHUS

4. yIOCTOBEPEHHE TOKYMEHTA

5. perucrpanus

24. Ecnu JOKyMEHT HarpaBiisieTcsi 0ojiee 4eM B
YeThIpe aapeca, UCTIOTHUTED ...

+ FOTOBUT CIHCOK Ha PACCBUIKY

TOTOBUT JIOKYMEHT(bI) 32 HOBBIM HOMEPOM

coo01mraeT 00 ATOM pyKOBOIUTEITIO

coo01mraeT 00 ITOM CEKpeTapro

25. HenpaBuibHO 0popMIICHHBIE U
HEKOMIUIEKTHBIC TOKYMEHTHI ciyx0a JIOY nomkHa

+ BO3BpaIllaTh UCTIOTHUTESIM
HAIpPaBIATh PYKOBOJAUTEIIO
nepeaaBaTh IpyIe KOHTPOIS
YHUUTOXKATh

26. OTrpaBKa KOPPECIOHACHITUN TTOYTOM J0KHA
MIPOBOJIUTHCH ...

+ He no3Hee 1-i MOJOBUHBI CIEAYIOIIETO
pabouero IHS

HE T03/THeE CIICAYIOIIEro paboyero JIHs

B TeUEHHE 4-X YacoB

B Iepuo/ paboueld CMEHbI

27. OTrnpaBisaTh CIIy>KEOHbIE TeNIerPaMMBbI ITOCIIe
ux peructpauuu B ciayxoe 10V crenyer ...

+ B TeueHue yaca

B TOT € JICHb

B Teuenue 0,5 gaca

B T€UCHHE 2-X YacOB

28. 3ananue 10. Borpoc 06 oTnpaBke JOKyMeHTa
0 MIOYTE WM KyphepoM, pelaercs ...

+ ciyx60it JIOY ncxoast U3 KOHKpETHOU
CUTYalluu

UCTIOJIHUTEJIEM HCXO/ISl U3 CUTYaIHH

9KCHETUTOPOM UCXOJIS U3 €T0 3aHATOCTH

KOPPECTIOHIEHTOM MCXO/Isl U3 CUTYalluU

30. ITox ... KOHTpOJIEM NOHUMAIOT MOATOTOBKY
CBEJICHMH O JOKYMEHTaX, CPOK MCIIOJHEHUSI KOTOPBIX
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HCTEKAeT uepe3 2-3 JTHsl.
+HIpeaynpeauTeIbHbIM
(UHAHCOBBIM
TEKYILIUM
UTOTOBBIM

31. Ilox oyeKTpOHHOW WHUQPPOBON  MOIIHCHIO
MOHUMACTCH ...

+pEKBHU3UT AJIEKTPOHHOTO TOKYMCHTA,
TpeIHA3HAYCHHBINA JUIS €r0 3allUThl OT TOJJICITKH U
MO3BOJIIIOIIMN  WACHTU(OUIUPOBATH  BIAJEbIa
IO JIITACH

CPEICTBO 3alIWTHl OT TOJJICIIOK WM TIOTEPH
JTAHHBIX B PYKOTIMCHBIX JOKyMEHTaX

PEKBH3UT AJIEKTPOHHOTO JOKYMCHTA,
npeTHa3HAYCHHBIN T OpraHU3aIK HAJIC)KHOTO

XpaHEHUs U TIOUCKA IOKyMEHTa

TPaIUITNOHHAS PYKOITHCHAsS TTOIITHCh,
coaepxamiass ~ wHQopMaIuMio 00  OTHpaBUTENE
CcO00IIEHUS

32. [Tonyyenue H300pakKeHHS JOKYMEHTa
BKJIFOYAET B CeOs OTepaIum ...

OTHCaHue HaCTpONKH CUCTEMBI u
HENOCPEACTBEHHYIO IOATOTOBKY IOKYMEHTa
+CcKaHMpOBaHUE,  KOHTPOJb  KadecTBa U

BO3MOJKHOE TIOBTOPHOE CKAaHHPOBAHUE

MpEeABApUTEIIbHYI0O  00pabOTKy HW300pakeHHH,
HAXOXXJCHHUE TIOJIel, TIPOBEPKY  paclo3HAHHOUN
uHpopmaruu

33. [Ipomecc mpuBeneHUs 4Yero-1mdo0 K eIUHOU
cucreme, hopme, eTMHOOOPA3HIO — 3TO ...

CTaHIapTH3AIU

+yHupuKanus

KJaccudukanus

CHCTEMaTH3aIH

34. Pa3paboTunkom CUCTEMBI «EBdpar
JIOKyMEHTOO00POT» SABISETCS KOMIIAHUS ...

+dupma «CognitiveTechnologies»

3A0 «DneKTpoHHbIE O0(UCHBIE CUCTEMbD

AO «JIanuT»

HTII «MaCcTUTYT pa3sBuTHsd MOCKBBD)

35. Pa3paboTunkom cucteMsl «Jleno» sBiseTcs
dupma ...

dupma «Cognitive Technologies»

AO «JlanuT»

+3A0 «DneKkTpoHHbIe 0PHUCHBIE CHCTEMBD»
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HTII «MHCcTUTYT pa3sBuTHsS MOCKBBD)

36. Pacnio3HaBaHue MPEAINONIaracT BBITIOJHECHUE
CIEAYIOUIMX ONIEpAlUH ...

OIIMCAaHUE HaCTPOWKHU CUCTEMBI U
HETIOCPECTBEHHYIO IOJITOTOBKY TOKYMEHT

+rpeaBapuTENbHYI0 00pabOTKy H300paKEeHUH,
HaXOXXJCHHWE TIOJIel, TIPOBEPKY paclo3HAHHOMN
uH(popMauu

CKaHMPOBAHKE, KOHTPOJIb KA4eCTBa M BO3ZMOKHOE
MIOBTOPHOE CKaHUPOBAHHE

37. Peructpamus — 3710 ...

y4eT JOKYMEHTOB, KOHTPOJIb 32 UX UCIOJHEHUEM
U CIpaBOYHas paboTa 1o JOKyMEHTaM

+3amUCh YYETHBIX JAHHBIX O JIOKYMEHTE II0
yCcTaHOBJICHHOW (opme, (ukcupyromeir (akt ero
CO3J[aHMsI, OTIIPABJICHUSI UIIH MOTY4YEHHUS

IIpUeM U nepBUUHas 00paboTKa JOKYMEHTOB

CHATHE C JOKYMEHTa ToKa3aTesel (PEKBU3UTOR)
U 3aHECEHHE UX B OINPEIEICHHYIO

pPErucTpanoHHyI0 hopmy

38. Perucrpanuu noaexar

TOJIBKO BXOJIAIIUE W UCXOISIINAEC JOKYMEHTBI

JIOKYMEHTBI, TOJIydEHHBIC TOJIBKO IS CBEIACHHS
U He TpeOyIOIIe OTBETA H HCITOJTHECHUS

+BCE JIOKYMEHTBI, TPEOYIOIIUE CIEIHAILHOTO
ydeTa, UCIIOJIHEHUS W MCIIOJIb30BAHMS B CIIPABOYHBIX
EJISIX, HE3aBUCHUMO OT CIIOC00a MOJTydeHUs

TOJIBKO ITMChMa M OOpaIlleHHsI TPaKIaH

39. PexkBU3UT TOKyMEHTa — 3TO ...
3HAYOK: MPOCTABJICHHBIH Ha JOKYMEHTE Ui €ro

pacro3HaBaHUs
+00s13aTeIbHbIH 2JIEMEHT 0pUIINATBEHOTO
JOKYMEHTa
00s3aTeNbHbIN CHMBOJI B JIOKYMEHTE,

pacIoJIOKEHHBIN B IPABOM BEPXHEM YIIIy
JOTOTHUN Ha O(PUIIMATIBHOM JIOKYMEHTE

40. PexBu3ur, OTpaXKaroIIui OCHOBHOE
coJiepKaHue JOKyMEHT — 37O ...

+TEeKCT

HOJITHUCh

per HCTpaHHOHHLIﬁ HOMCD
IMMPUIIOKCHUC
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OIIK-2.3

Ymeer uaeHTU(UIIPOBAThH
TpeOOBaHUS HOPMATHUBHO-
IIPaBOBOM cCpefbl K CBOEU

npodeccrnoHaTbHOM
JeSITEIIbHOCTH
JeSATEITIBHOCTH
OpraHu3aIuu

n

Teopemuuecxue eonpocsl

1. HopmartuBHO-MeTOaUYECKAS 0asa o
JIEJIONPOU3BOJICTBY B OpraHax TIoOCyJapCTBEHHOMU
BJIACTH,  YINPABICHUS U  IOJBEJOMCTBEHHBIX
Opra"u3anuin

2. HopmaTuBHO-TIpaBOBBIE aKTHI,
periaMeHTUpYIOIIMEe IPaBOBOM  CTaTryc oOpraHa
roCy1IapCTBEHHOM BiacTu PO

3. Cucrema mpaBOBBIX aKTOB, 00SCTICUNBAIOIINX

OpraHu3aIuIo u (yHKIIMOHUPOBaHUE
rOCy/IapCTBEHHBIX OPraHOB BJacTu B PO
4. IlpuHummnst IIOCTPOEHUS u

(YHKIIMOHUPOBAHMUSI ~ OPraHOB  T'OCYJapCTBEHHOM
Biactu PO

5. IlonsTtue opraHa TOCyIapCTBEHHOW BJIACTH
PD

6. Kommerenmusi opraHa TrocyaapCTBEHHOM
Biactu PO

7. IlpaBo opraHoB rocyaapctBeHHoO# Biactu PO
Ha W3/IaHHE FOPUINYECKHUX aKTOB ITPABOIIPUMEHEHUS

8. Ilpu3Haku opraHa TOCyIapCTBEHHOW BJIACTH
P®

9. IOpunuyeckass OTBETCTBEHHOCTb  OpraHa
rocylapCTBEHHOM BiacTu PO

10. Knaccudukamuss opraHoB TOCYAapCTBEHHOM
Biactu P® 1o xapakrepy KOMIETEHIUU

11. Knaccudukamuss opraHoB TOCYAapCTBEHHOM
Biactu P® mo nopsaky obpazoBaHus

12. Knaccudukamuss opraHoB TOCYAapCTBEHHOU
Biactu PO o nopsiiky puHaHCHUPOBAHUS

13. Knaccudukamuss opraHoB TOCYAapCTBEHHOU
Biactu corjacHo Koncturyuuu PO

14. TlpeacraButenbHOE U 3aKOHOAATEIHHOE
HayaJlo OpraHoB I'OCY/IapCTBEHHOW BJIACTU

15. HopmaTtuBHO-TIpaBOBOE perynupoBaHue
nesitenpHocTH DenepanbHoro Cobpanus PO

16. HopmaTtuBHO-TIpaBOBOE perynupoBaHue
nesrenbHoCTH I'ocynapcrBenHon lymer PO

17. HopmaTuBHO-TIpaBOBOE peryaupoBaHue
3aKOHOJIATENbHBIX  (TIPEICTABUTEIBHBIX) OpPraHoB
roCy/IapCcTBEHHOM BIacTH cyObekToB PO

18. Ilopsinok ¢opmMupoBaHus U JEATEIBHOCTU
OPraHoB 3aKOHOJATENBHOMN BiacTu PO

19. IIpekpaienue MIOJIHOMOYHI oprasa
roCyIapCTBEHHOW 3aKOHOIAaTENIbHOM BiacTtu PO

20. Craryc unena @enepanbaoro Codpanus PO

21. Craryc penyrara [ocymapctBeHHOW JIymbl
P®

22. CtaTyc ToCyaapcTBEHHOTO ciyxamiero B PO
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23. IlonsiTe Oprana UCIOJHUTENBHOM BIACTH

24. HopMaTHBHO-TIpaBOBOE peryJmpoBaHue
nesrenbHoCcTH 1Ipesnnenta PO

25. HopmaTtuBHO-TIpaBOBOE peryJmpoBaHue
nesrenbHoCTH [IpaBurenscTta PO

26. OcHOBHEBIE byHKIIH OpraHoB

UCIIOJIHUTENIbHOM Binactu PO

27. ®enepanbHble MHUHHCTEPCTBA, (hemepanbHbIe
CyxO0bl, ¢eaepaabHble areHTCTBa, PYKOBOJICTBO
JEeSITENIbHOCTBIO KOTOPBIX ocyiecTnisier [Ipe3uaent
P®

28. denepanbHble  MUHUCTEPCTBA, PYKOBOJICTBO
KOTOpBIMHU ocymecTisieT [IpaBurensctso PO

29. IMomHOMOUHS KOHKPETHBIX OpraHoB
UCTIOJTHUTEIILHOU BJIACTH, cnenuuka ux
JeSITeTbHOCTH

30. OpraHbl HCTIOTHUTEIBHON BIIACTH CYOBEKTOB
P®

31. lMonstue cyoObekTa P®, wx Buabl 10
Koncrurynun PO

32. TepputopuaibHoe ¥ TOCYJapCTBEHHOE
YCTPOHCTBO CyOBEKTOB PD

33. AIMUHHCTPATUBHO-TEPPUTOPHATHHOE
YCTPOHCTBO CyOBEKTOB PD

34. AIMUHHUCTpAaTUBHBIC OKpYyTa

35. YmpaBneHndyeckue okpyra

36. 3akoHOaTENIbHBIC (TIpencTaBUTEIIBHBIC)
OpraHbl TOCYIApCTBEHHOW BJIACTH CYOBEKTOB PD:
nopsanok  (GOpMHpOBaHUS U JAEATEIbHOCTH,
JOCPOYHOE MpeKpalleHrne MOJTHOMOYUM, CTPYKTYpa

37. Cratyc rocyiapCTBEHHBIX OpPTraHOB CYOBEKTa,
dbopmMupyembIx 3aKOHOJATENbHBIM
(mpeAcTaBUTENbHBIM) OpPraHOM TOCYJapCTBEHHOM
BiacTu cyonekra PO

38. HopmaTtuBHO-1IpaBoBOE perynupoBaHue
OpraHoOB UCIOJIHUTENBLHOH BlacTu cyoObekToB PD

39. HopmaTuBHO-MeTOAMYECKAs Oasza
JOKYMEHTAIlMOHHOTO  00ecrevYeHus  yInpaBlieHUs
OpraHoB rOCyAapCTBEHHOM BiiacTu PO

40. CoctaB ycTaHOBIIEHHOTO Habopa CBeIEeHHH 0
nokymeHnTax B OPK CO/{

41. CocraB cBenenuii, hopmupyemsix B COJ1 npu
BKIIIOUEHUH B CHUCTeMy oOpalleHud TpaxaaH,
OpraHu3aluil 1 OTBETOB Ha OOpaIleHus

42. CBsa3u JIOKyMeHTa (TpOEKTa JOKYMEHTa),
BKIItoueHHOTo B CO/I, ¢ ApyrumMu JOKyMeHTaMu

43. Opranuzanus KOHTPOJIS VCIIOJTHEHUS
JOKYMEHTOB B TOCYJapCTBEHHOM OpraHe
44. TexHonorus KOHTPOJIS UCIIOJTHEHUS

JOKYMCHTOB IroCy1apCTBCHHOI'O OpraHa




Kon
HHOUKATOpa

Nupukatop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

45. OcobeHHOCTH KOHTPOJIS WCIIOJTHEHUS
JOKYMEHTOB  (IOpY4YEHMi), MOCTYHNAIOIIUX U3
BBIIIECTOSIIIUX roCyJ1apCTBEHHBIX OpraHoB
VCIIOJIHUTEJIbHOM BJIACTH M HMHBIX FOCYAAPCTBEHHBIX
OpraHoB

46. Cpoku VCIIOJTHEHMS JIOKYMEHTOB
roCy/IapCTBEHHOT'O OpraHa

47. AHanmi3 ~ WCIIOJTHEHUSI  JOKYMEHTOB U
paccMOTpeHusi 00paleHuil TpaKIaH U OpraHu3aIil
roCy/1apCTBEHHBIM OpraHOM

48. PaboTa  WCHONHHUTENSI C  JOKYMEHTaMH
rOCy/IapCTBEHHOTO OpraHa

49. Pa3paboTka W BEJCHWE HOMEHKJIATYPHI eI
rOCy/IapCTBEHHOTO OpraHa

50. TunoBast HOMEHKJIATypa Jei

51. TpeboBanus K HOMEHKJIaType b1 (Sh)
roCy/IapCTBEHHOTO OpraHa

52. ®opMupoBaHHE A€ U MX TEKYyIee XpaHCHHE
B FOCYJIapCTBEHHOM OpraHe

53. IToaroroBka JOKYMEHTOB u nen
roCyJapCTBEHHOT'O OpraHa K Iepejgade Ha apXUBHOE
XpaHeHue

54, YanuroxeHue JTOKYMEHTOB u e
TOCYIapCTBEHHOTO OpraHa ¢ HCTEKIIUM CPOKOM
XpaHEHUS

55. [lepeqaua nenm Ha XpaHEeHHE B apXUB
rOCyJapCTBEHHOTO OpraHa

Tecmoesvie 3a0anusn
1. OtnpaBisaTh caykeOHBIC TEIETPaMMBbI TTOCIIE
ux peructpamnuu B ciayxoe 10OV cnenyer ...
+ B TeyeHue yaca
B TOT K€ JICHb
B Teuenue 0,5 gaca
B TEUCHHE 2-X YacCOB

2. 3apanue 10. Bormpoc 00 oTmpaBke JOKyMEHTa
0 MOYTE WM KyPbepOM, peIIaercs ...

+ ciyx60it JIOY ncxoas 3 KOHKpETHOM
CUTYyaLlH1

WCIIOJTHUTENIEM UCXO0/I U3 CUTYyalluu

SKCIIEIUTOPOM MCXOS U3 €ro 3aHATOCTH

KOPPECHOHIEHTOM UCXO/JIs U3 CUTyalluu

3. Ilpu npeaBapuTEIbHOM PACCMOTPEHUHU U
OILIEHKE MOCTYNUBIIETO JOKYMEHTA YUUTBIBAKOTCS:

+ BaXXHOCThH

+ CJI0KHOCTHh U HOBU3HA

+ aBTOPCTBO

+ CPOYHOCTH UCHOJIHEHHUS




Kon
HHOUKATOpa

Nupukatop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

+ BUJ JOKYMEHTa
+ 00BEM TOKYyMEHTa
+ HampaBJIEHHOCTH

4. TlpumeHeHHE OTeporpaMM U MapIIPyTHO-
TCXHOJIOTNYCCKUX KapT HpI/I COBepHIeHCTBOBaHI/II/I
JOKYMEHTOO0OPOTa HAIMIPABJICHO HA COKPAIICHHE. ..

+ ero oObeMa

+ NPOTHKEHHOCTH MapUIPYTOB JIBUKECHUS
JIOKYMEHTOB

+ BpEMEHHBIX U APYTIUX 3aTpaT

+ CpPEICTB CO3MaHUS JOKYMEHTOB

+ BpEMEHH JOCTAaBKH JOKYMEHTA B OpraHu3aIuio

5. AyreHTudukanus — 3To

NpEJOCTaBICHUE JOCTyna K ONpeAeTICHHBIM
JaHHBIM WM OMNepanusM, TpH YCIOBHH, YTO
MI0JTb30BaTENb TOT, 332 KOTO OH ce0s BBIIAeT

+crnocoOHOCTh MOJITBEPIUTH JUIHOCTH
M10JIb30BATENS

MEXaHH3M pa3rpaHuyeHus AOCTyNa K JaHHBIM H
(GYHKITUSAM CHCTEMBI

MOMCK M  HCCIEIOBaHUE  MaTeMaTHYeCKUX
METOJIOB MpeoOpazoBaHus HHOOPMAITUH

6. bmank, conmepxammuii OIWHAKOBBIA HAOOD
PEKBHU3HUTOB JUIS BCEX BUJIOB JOKYMEHTOB — 3TO ....

€IUHBIA OJIaHK

OJaHK IMECHbMa

+o0muii 0J1aHK

0JIaHK KOHKPETHOTO JIOKyMEHTa

7. braHk JOKyMeHTa — 3TO

+nucT Oymaru c 3apaHee BOCIPOU3BEICHHBIMU
PEKBU3UTAMH, COJIEpKAIIUMHU MIOCTOSIHHYIO
uH(popMaIro 06 OpraHu3aui — aBTope JOKYMEHTa

aucT OyMaru cC 3apaHee BOCIPOU3BEACHHBIMU
PEKBU3UTAMH, CoJIepKalIUMHU MEPEMEHHYIO
uHpopMalrio 00 OpraHu3aly — aBTOpe T0KYMEHTa

rocylapcTBeHHas Oymara, oOsi3aTeNbHas IS
MPUMEHEHUS B OpraHU3aI[uu

auct OyMmaru ¢ 3apaHee BOCIHPOM3BEIECHHBIMU
PEKBU3UTAMH,  COJACPXKAIIUMHU  TMOCTOSHHYIO U
NepeMEHHYI0 HHpopMaluo 00 opraHusanum —
aBTOpPE JOKYMEHTA

8. B o0Obeme mokymMeHTOOOOpOTa cleayer
YYUTHIBATH

BCE BXOJSIIUE M WMCXOJAIINAE JIOKYMEHTHI 3a
OTIPE/ICTICHHBI TIEPUOJT BPEMEHU BCE BHYTPEHHHUE




Kon
HHOUKATOpa

Nupukatop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

JOKYMCHTBI U BCC KOIIMHU 3a onpez[eneHHHﬁ nepuon
BPEMEHHU:

BCC BXOOAIIME MW HUCXOAAIMUC IOOKYMCHTBHI 3a
OIIPENIEIICHHBIN NIEPUOJ BPEMEHU

+BC€ BXOIAIIME, HCXOOAIINE M BHYTPEHHHE
JOKYMCHTBI, 4 TAKXE BCC KOIIMU 3a onpeaeneHHHﬁ
IIEPHOJI BPEMEHH

9. I'maBHOE IPaBUIIO OpraHu3aINH
JOKYMEHTOO00POTa — 3TO ...

CTCPCOTHUITHBIC MapuIpyThbl ABHUXKCHUSA
CBOMCTBEHHEIE BXOOAIIIUM JOKYMCHTaM C

HaVMEHBIIMMHU 3aTpaTaMu BPEMEHU
+omepaTuBHOE  NPOXOXKJIEHUWE  JOKYMEHTa 11O
Haubojee KOPOTKOMY M TPSIMOMY MAapHIpyTy C
HaVMEHBIIIMMHU 3aTpaTaMu BPEMEHU

CTaOWJIBHBIM MapuIpyT JBHXKEHHUS, KOTOPBIi
3aBHCHT OT COCTaBa U COAEPKAaHUS JOKYMEHTOB U OT
OPUHIATOM B OpraHu3alyyd TEXHOJIOTHUH pPadoT ¢
JOKYMEHTaMU

10. I'pynmbl gocTyna HEOOXOAUMEI ...

+UIsl OpraHM3alluy JIOCTyNa K JOKYMEHTaM JUIs
OTJICIIOB OpPTraHM3aIlMH, KOJUICKTHBA COTPYIHHKOB,
paboTaromux HaJl OTACITHHBIM IIPOSKTOM

JUIE  TIPENOCTaBJICHHUS  TpaB  KOHTposepa
COTpPYIHUKaM OOS3aHHBIM CIICJUTH 33 JCHCTBUSMH
TI0JIb30BATEJICH CHCTEMBI

B ciry4ae OTCYTCTBUS COTPY/IHHKA
OTBETCTBEHHOTO 3a paboTy HajJ JOKyMEHTOM U
HEOOXOJIMMOCTBIO €€  TIPOJIOJDKCHHE B €ro
OTCYTCTBHE

11. JlenerupoBaHue mpaB JAOCTyMa HEOOXOAUMO

JUIi  TIPeloCTaBI€HHUs  IpaB  KOHTpoJsepa
COTpPYIHUKaM OOS3aHHBIM CIEIUTh 33 JEUCTBUSAMU
H0JIb30BaTENeH CHCTEMBI

JUIL OpraHM3allMd JOCTyNa K JIOKyMEHTaM [yis
OTZEJOB OpraHu3aliy, KOJUIEKTUBA COTPYJHHUKOB,
paboTarounx HaJl OTAEIbHBIM IPOEKTOM

+B ciydae OTCYTCTBHS COTPY/IHUKA
OTBETCTBEHHOTO 3a paboTy HaJ JOKyMEHTOM U
HEOOXO/IMMOCTBIO €€  TPOJIOJDKEHHEe B €ro
OTCYTCTBHE

12. IokyMeHTOO00POT — 37O ...

IpolecC MOMHUCAHMS M Tepeiadyu TOKYMEHTa B
OpraHHu3aluH

JIBIDKCHHE JIOKYMEHTOB B OpraHW3allid  OT




Kon
HHOUKATOpa

Nupukatop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

PYKOBOIUTEIS K UCIIOJIHUTEIISAM
+CIIOKHBIN TEXHOJIOTMYECKUI IIPOLIECC, KOTOPHIN
BKJIIOYACT BCE OINEpaluu IO IpHEMY, Iepenade,
COCTABJICHUIO, COIJIACOBAHUIO, oopmirenuto,
YIOCTOBEPEHHUIO U OTIIPABKE JTOKYMEHTOB
TEXHOJIOTMYECKUH MPOLECC aPXUBHOIO XPAHECHUS
JIOKYMEHTOB

13. ... TOKyMEHTOTIOTOK COCTOHT U3 JIOKYMECHTOB,
CO3/IaBa€MbIX B  JIAHHOW  OpraHu3alul |
OTIPABJISIEMBIX 32 €€ MPEICIIBI

Bryrpennuit

Bxogsammit

OpraHu3aOHHBIN

+Ucxogsamimii

14. JIokyMEHTONIOTOK — 3TO ...

JABUXXCHUE JaHHBIX B OIMpECaACIICHHOM
HAIpaBJIEHUU

ABMKCHUE NOKYMCHTOB B Pa3HbIX HAITPABJICHUAX,
KOTOPOE MOCTOSTHHO MEHSAETCS

OpPraHU30BaHHOE JBM)KEHHE JOKYMEHTOB U3
OpraHu3alluy B pa3HbIX HAIPaBICHUAX

+CJI0KUBILIEECS MJIM OPTaHM30BAHHOE B MpEenax
UH(POPMALIMOHHON CHCTEMBbI JBWKEHHE JaHHBIX B
OIpPE/ICTICHHOM HAIPaBJIEHUM, NPH YCIOBUHU, YTO Yy
9THUX JJaHHBIX OOIIMH UCTOYHUK U OOLIMI TPUEMHUK

CJIO’KMBIIEECS WJIM OPraHU30BaHHOE B Ipejieliax
UH(POPMALIMOHHOMN CUCTEMBI

15. JIoKkyMEHT UMEET JIBE CYIIIHOCTH ...
+UH(MOPMAITMOHHYIO 1 MaTEPUATBHYIO
UH(POPMAIMOHHYIO U KOMMYHHKAIIMOHHYIO
UH(POPMALMOHHYIO U TIPABOBYIO

OOIIYIO U CHICIIHATBHYIO

16. I[OKYM@HTOHOTOKI/I 110 HAITPaBJICHUIO JCIIATCSA
Ha ... IIOTOKHX

BXOOAIINE U YXOOAIINEC

JUaroHaJbHBbIC

+FOpI/I3OHTaHLHLIe " BCPTUKAJIBHBIC

MapayiCJIbHBIC U IIEPCCCKAONINCCA

17.Ha ©6a3ze mnpoaykra LotusNotes d¢upmsl
LotusDevelopmentCorporation paspaboTaHa
cucreMa

«OfficeMedia»

«Effect Office»

+«bocc-Pedepent»

«Optima Workflows
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18. O6menpunsTAast METOUKA rojcyera
JOKYyMEHTOO0OpOTa MpEeayCMaTPUBAET BBIPAKEHUE
ero oObema JApoObl0, B UHUCIHUTENE KOTOPOU
YKa3bIBAETCs KOJIMYECTBO ...

KONMH, a B 3HAMEHAaTele — KOJUYECTBO BCEX
JOKYMEHTOB OpraHH3aIHH

NO/JJIMHHUKOB, a B 3HAMEHATeJe — KOJMYECTBO
BCEX JIOKYMEHTOB OpraHH3aluu

+110/UIMHHUKOB, a B 3HAMEHATeJIe — KOJUYECTBO
KOMUH

KONUH, a B 3HaAMEHaTelle — KOJMYECTBO
IO UTHHHUKOB

19. O0BeM TOKYMEHTOO00OPOTa BRIPAXKACTCS ...

OOIIMM KOJIMYECTBOM JOKYMEHTOB, CO3/IaHHBIX B
OpraHu3aIluK 32 OTIPEICIICHHBIN IEPUO]T BPEMEHH

+0o0mum KOJIMYECTBOM JIOKYMEHTOB,
MOCTYIIMBIIUX HJIM CO3JaHHBIX OpFaHI/ISaHHeﬁ 3a
OIIPENIETICHHBIN IEPHOJ BPEMEHHU

o0ummM KOJIMYECTBOM JIOKYMEHTOB,
MNOCTYMHUBIIMX B OPraHU3alUI0 3a OIpeAeiIeHHbIN
NepUoJ] BpeMeH!

20. OcHoBHOM CTPYKTYPHOU eqMHUTICH
(dbopMaTHPOBaHHOTO JIOKYMEHTa MpPH pacrno3HaBaHUU
CUMTAETCH ...

+1oJie JOKYMEHTa

PEKBU3UT IOKyMEHTA

CJIOBO

peI0KEHUE

21. OCHOBHBIMH BHUJAMH CPOKOBOTO KOHTPOJIS
SBIISIOTCS ...

KOHTPOJIb 110 CYIIECTBY PELISHHs BOIpoca

PYYHOI U aBTOMATU3UPOBAHHBINA KOHTPOJIb

+TeKyIIHii, peaynpeaUTEIbHbIH U UTOTOBBIN

€KEeHEICbHbIH, eKEeMEeCIYHBIH u
€KEeKBapTaJIbHBIH

22. OdunmanbHbIi TOKYMEHT — 3TO ...

1100011 OyMa)kHBIM JTOKYMEHT

nro0as nHpopManus, BHeCEHHas B 0a3y JaHHBIX

+uHpopMmarys, 3aUKCUpPOBAHHAs Ha KAaKOM-
au0o HOcUTeNe, TMPUTOJHOM JUIS  JIOCTaTOYHO
JIOJITOBPEMEHHOTO XpaHeHHs, U O¢OopMIIEHHas IO
JIWCTBYIOIUM 3aKOHOATEIbHBIM ITPaBUIIaM

uHpopmanus, 3apuKcHpoBaHHasE Ha KaKOM-JTHOO
HOCHUTEJIE, MIPUTOTHOM ISt JOCTaTOYHO
JIOJITOBPEMEHHOT'O XpaHEHUs




Kon Nupukartop noctukeHus
OneHouHbIE CpeCTBA
HUHIUKATOpa KOMIIETEHIIUU

23. [loaroToBKa JOKYMEHTa K CKaHHPOBAHHUIO
BKJIFOYAET B CeOs OTEpaIum ...

npeaBapuUTEeNbHYI0  00paboTKy HM300paskeHUid,
HaXOXXJCHWE TOJel, TIPOBEPKY paclo3HAHHOMN
uHpOpMaun

CKaHMPOBAHME, KOHTPOJIb Ka4eCTBA M BOZMOYKHOE
MIOBTOPHOE CKaHUPOBAHHE

+omnucanue HaCTPOUKH CUCTEMBI u
HETOCPEICTBEHHYIO MTOITOTOBKY IOKyMEHTA

24.Tlox ... KOHTpOJEM TOHUMAIOT IOATOTOBKY
CBEJICHNI O JOKYMEHTAaX, CPOK HUCIIOJHEHHS KOTOPBIX
HCTEKAET CErOHA.

+TTEKYIIIUM

(uHAHCOBBIM

IpeayIpeaUTEIbHBIM

UTOTOBBIM

25. Tlon KOHTPOJIEM MMOHUMAIOT
aHAJTUTUYECKOE 0000IIeHNE JOKYMEHTOO00OpoTa,
UCIIOJIHUTENIbCKON NTUCUUIUIMHBI B OPraHU3aluy U ee
CTPYKTYPHBIX MOJIpa3AeIeHUSIX.

npenynpeauTeIbHbIM

+UTOTOBBIM

TEKYILIUM

(UHAHCOBBIM

0) Ilopsiiok mpoBeaeHUS MPOMEKYTOYHON ATTECTAIUU, IOKA3ATEJIN U KPUTEPUH
OlleHMBAHMUS:

[IpomexyTouHas aTTecTanus MPoBOIUTCS B popme dK3aMeHa.

[Ipu moaroToBKeE K 3K3aMeHy 0co00e BHUMaHHE CIIEeyeT 00paTUTh Ha CIEIYIOIIEe MOMEHTHI:

1. PerynapHoe npoureHue (He MEHbIIIE TPEX pa3) U OCMBICIIEHUE TEOPETUYECKOTO MaTepuana;

2. BrinosnHeHne NpakTUYECKUX 3a/IaHui C OMOPOil Ha TEOPETUIECKUI KOMMEHTapHii U 00pasIbl;
3. TlocrossHHyto u 100OpOCOBECTHYIO pabOTy Ha TNPAKTUYECKUX 3aHATHUAX, a TaKKe
CaMOCTOSITENILHYIO paboTy.

OmnpIT MpreMa 3a4eTa BBISBUII, YTO HAaUOOJIbIINE TPYIHOCTH MPHU MPOBEICHUH 3a4eTa BOSHUKAIOT
10 CJEIYIOIIUM pa3eiam:

- OdopmieHre peKBU3UTOB JIETIOBOTO MUCHMA;

- CocTaBneHue NuceM-IPeTEeH3U|, peKIaMaluii 1 TUCEM-TTPEAIOKEHUI;

- MHOroacnekTHbl€ TUChMA;

- CTUnuCTUYECKOE PETAKTUPOBAHUE JIETOBBIX TTUCEM.

Jis Toro uroObl u30€XaTh TPYAHOCTEM TMPU OTBETaX IO BHINICHA3BAHHBIM pa3zieiam,
pexoMeHayeM OoJbllle TPAKTHUYECKUX YIPKHEHUH IO COCTAaBICHUIO U PEJaKTHPOBAHUIO
JICJIOBBIX TMHCEM Ha KOHKPETHOM MPAKTHYECKOM MaTepualie C OMOpol Ha MpeiiaraeMble B
y4eOHOM JuTepaType peKoMeHAaluud U mabnoHbl. [lo CTUIUCTHKE PEKOMEHIYeM COCTaBHTH
TabnuIy ¢ KiIaccuukanuel CTUIMCTHYECKUX OIIMOOK, B KOTOPYIO BHOCSATCS TUIBI OMIMOOK,
MIPUMEPHI U BAPUAHTHI IPABKU.




Kputepun oreHku (B COOTBETCTBHH C (POPMUPYEMBIMU KOMIICTEHIIUSMHU U TJIAHHUPYEMBIMU
pe3ynbraTaMu 00y4deHHUs):

Jns moJydeHHsT SK3aMeHa MO0 JUCHUIUIMHE OOYydYalolMiiCs IOKa3blBaeT KaK MHHHUMYM
MOPOTOBBII YpOBEHb C(HOPMUPOBAHHOCTH KOMIIETEHIIUH, T.€.

— 3HAET OCHOBHBIE ONIPEICJICHUS U MOHSTHS, CBS3aHHbIE C KOMMYHHUKallMed B YCTHOH U
MUCBMEHHOM (opMax Ha pPyCcCKOM s3bIKE ISl pELIeHMs] 3aJad  MEXJIMYHOCTHOIO U
MEXKYJIbTYPHOTO B3aUMOJECHCTBUS;

— yMEeT pacrio3HaBath 1o 00pasny dhdekTuBHBIC U HEIPPEKTUBHBIC CIIOCOOBI PEIICHUS 3a1a4
MEXJIMYHOCTHOTO U MEKKYJIbTYPHOI'O B3aUMOJEUCTBUS B MPOLIECCE KOMMYHUKAIMU B YCTHOH U
MMCBMEHHOU (popMax Ha PyCCKOM SI3bIKE;

— BIIQZICET MPAKTUYECKUMHU HABBIKAMHU DPELIEHUS 3a/1a4 MEXJIMYHOCTHOTO M MEXKYJIbTYPHOTO
B3aUMOJICHCTBUS B TMPOIECCE KOMMYHHUKAIIMM B YCTHOM M MHUCBMEHHOW (OpMax Ha PYCCKOM
SI3BIKE IO 00pasiLy;

— 3HAeT OCHOBHBIE HCTOYHUKHU NOJYyYeHHs] HHPOPMAIIMH 110 AUCLHHUIUIMHE;

— YMEET CaMOCTOSITENIHO MOIy4aTh HH(OPMALIMIO U3 OCHOBHBIX HCTOUYHUKOB I10 IUCHUILINHE;

— BIJIaJiIe€T HaBbIKAMU pEIICHUs 3ajady B 00JIaCTM CaMOOPTaHM3allMM M caMoOOpa30BaHUA IO
obpasiry;

— 3HAeT OCHOBHBIE TMOHATHS pedepupoBaHMsl U AHHOTUPOBAHUS HAYYHOH IJUTEpaTyphl U
MPUHIIMIIBI PEJAKTOPCKOM paboTHI;

— yMeeT U3BJIeKaTh U3 HAyYHOU JIMTEepaTyphl 3aJJaHHYIO HHPOPMAIHUIO;

— BJIaJIeeT HaBbIKAMHU COCTaBJIEHUS pedepaToB U aHHOTAIMM HAyYHOW JIMTEpAaTyphl U BeIEHUS
penaKTopcKoi paboThI 1Mo 0Opasiry;

— 3HaeT OCHOBHBIE TMpaBUja MOATOTOBKH YIPAaBICHUECKUX TOKYMEHTOB U BEACHHUS JEIOBOU
MIEePETHCKH;

— yYMeeT HCIOJIb30BaTh MO 00pa3lly MpaBujia MOATOTOBKH YIIPABICHUYECKUX JTOKYMEHTOB H
BEJICHUS JI€JI0BOM MEPETUCKY;

— BJIaJIeeT HaBBIKAMH HCIIOJIb30BAHHUS [0 00pa3ily MpaBUil MOATOTOBKHU YIPaBIEHYECKUX

JOKYMCHTOB

[IpomexyTouHas aTTecTalys 1Mo AUCHUIUIMHE BKIIIOYAET TEOPETUYECKUE BOIIPOCHI U TECTHI,
BBISIBIISIFOLIME CTENEeHb C(OPMUPOBAHHOCTH3HAHUM, YMEHUN U BJaJIeHUH, MPOBOIUTCS B hopMme
9K3aMEHa.

3auer 1o JAHHOW JTUCUUILIMHE IPOBOJUTCS MO pe3ybTaTaM BHIIIOJHEHHBIX B TEUEHHE CEMECTPa
MPAKTUYECKUX U TECTOBBIX 3a/IaHUM, a TAK)KE B BUJIE UTOTOBOI'O TECTUPOBAHUS HA UTOTOBOM
3aHATUU HA oOpazoBarensHOM nopraie MITY.

Iloka3arenu n KPUTEPHUHU OLICHUBAHUA 3K3aMeHa:

— Ha OLEHKY «OTJHYHO» (5 0anoB) — 00yJaromuiicss IeMOHCTPUPYET BHICOKUN YPOBEHb
c(hOpMUPOBAHHOCTH KOMIIETEHI[UI1, BCECTOPOHHEE, CUCTEMATUUECKOE U TIIyOOKOE 3HAHHE
y4eOHOro MaTepHana, CBOOOIHO OTBEYAET Ha TEOPETUUYECKUI BOTIPOC, BBHITIONHSAET UTOTOBBIMA
TecT Ha 95-100 6annoB.

— Ha OIIEHKY «X0po1o» (4 O6amna) — oOyJaromuiicsi B OTBETE Ha TEOPETUUYECKHIT BOIIPOC
JEMOHCTPUPYET CPETHUN yPOBEHb CPOPMUPOBAHHOCTH KOMIIETSHIINI: OCHOBHBIE 3HAHMUS,
YMEHHUSI OCBOEHBI, HO JOIMYCKAIOTCSl HE3HAYUTEIbHBIC OIUOKH, HETOYHOCTH B YCTHOM OTBETE W/
HJIM BBITIOJIHSET UTOTOBBIN TecT Ha 85-94 Oamia.



— Ha OIIEHKY «y/JI0BJI€TBOPUTEILHO» (3 Oamia) — oOydaronuiics B OTBETE Ha
TEOPETUYECKHI BOIIPOC JEMOHCTPUPYET OPOTOBBIA YPOBEHH CPOPMUPOBAHHOCTHU
KOMIIETEHIIUH: B X0JI¢ YCTHOTO OTBETA JOMYCKAET OLUIMOKHU, IPOSIBISETCS OTCYTCTBUE OTIACIBHBIX
3HAHUUBBITIONHSCTUTOTOBH TeCT Ha 65-84 Oaina.

— Ha OIICHKY «HeYA0BJEeTBOPUTEILHOY (2 0ayuia) — oOyJyaromuiicss AeMOHCTPUPYET B
YCTHOM OTBeTe 3HaHUs He O6osee 20% TeopeTnyeckoro Marepuaa, J0MycKaeT CylleCTBEHHbIE
OIIIMOKH, BBITIOJIHSIET UTOTOBBIH TecT Ha 50-64 Gaa.

— Ha OIICHKY «HEeYA0BJEeTBOPUTEILHO» (1 6amt) — o0yyaromuiicsi B yCTHOM OTBETE Ha
TEOPETUYECKUI BOIIPOC HE MOXKET MOKa3aTh 3HAHKS Ha YPOBHE BOCIIPOU3BEACHUS U OOBSICHEHUS
nH(pOpMalKH, BBITIOIHIET UTOTOBBIN TECT MEHEe, ueM Ha 49 0aos.



