N
i PAN \| &drocC BO
Y, iy
e (éepcusa3d++)

®OH/I OHEHOYHBIX CPEJCTB 11O AUCHUIIIMHE
«UHPOPMAINMUOHHBIE TEXHOJIOI'U B 10Y
N APXUBHOM JAEJIE»

YEJABUHCK 2026

43\ OKYMEHT NOAMMCAH
§ B ) SNEKTPOHHOM MOAMMCHIO
N4

AAAAA
Bnapeneu: CuHeukuii Cepreit Bopucosiy




MUWHHUCTEPCTBO KYJIbTYPbl POCCUIICKON PENEPALIAA
®EJEPAJIBHOE T'OCYJAPCTBEHHOE BIOJKETHOE OBPA30OBATEJIbHOE

YYPEXXIEHHUE BBICHIEI'O OBPA3OBAHUS
«YEJABUHCKHAMN T'OCYJAPCTBEHHBIA HHCTUTYT KYJIbTYPhD»

Kadenpa nuzaiiHa 1 KOMIBIOTEPHBIX TEXHOJIOT UM

DoH/ OLICHOYHBIX CPEACTB
10 JUCIUIIJIUHE

«AHOPOPMAIIMOHHBIE TEXHOJIOI'MA B 10Y
N APXUBHOM JAEJIE»

[Iporpamma OakasiaBpuara
«JlokyMeHTalMOHHOE 00eCTICUCHUE YITPABICHUSD)
TI0 HAITPABJICHHUIO TIOTOTOBKH
46.03.02 JIokyMEHTOBEICHUE U APXUBOBEICHUE
KBaJTM(pUKAIHSL: OaKaiaBp

Yeaaounck 2026



@oHA OLIEHOYHBIX cpeAcTB Mo AucuuiuinHe «Hpopmarmonnsie TexHonoruu B JI0OY u
apXWBHOM JIEJIe» COCTaBJICH B cOOTBeTCTBHM ¢ TpeboBanusmMu PI'OCBO mo HampaBieHHIO
noarotoBku 46.03.02 JlokyMeHTOBEIEHUE U apXUBOBEICHHE.

ABTtop-coctaButens: A. b. Ky3Henos, 1o1ieHT kadeapsl qu3aiiHa ¥ KOMITBIOTEPHBIX
TEXHOJIOTM HHPOPMATHUKH, K.II.H., TOICHT.

®DoH/T OIIEHOYHBIX CpeACTB Mo nucuuruinHe «Mupopmarmonneie TexHomoruu B JJOY u
apXuBHOM Jienie» kak coctaBHas yactb OIIOII Ha 3acenanuu coBera GaxkyabTeTa JOKYMEHTAIb-
HbIX KOMMYHHKAIIUH ¥ Typu3Ma PEKOMEHJIOBAaH K PAacCMOTPEHHUIO SKCIEPTHONH KOMHCCHUCH,
nporokos Ne 7 ot 17.04.2023.

Okcneptu3a mposeaeHa 15.05.2023, akr Ne 2023/J]10Y

@oHp OoLeHOYHBIX cpeAcTB no aucuuiuinHe «MHpopmanmonnsie TexHonoruu B JI0Y u
apxuBHOM Jienie» Kak coctaBHasg 4dactb OIIOII yTBepxkaeH Ha 3acejlaHUM YUYEHOro COBETa
uHcTUTyTa npotokon Ne 8 ot 29.05.2023.

Cpok neiicTBus POH1a OLIEHOYHBIX CPEJCTB M0 nucturuinae « MHbopMalmoHHbIE TEXHO-
norud B JIOY u apXuBHOM Jie7ie» MPoJIJIeH Ha 3aceJaHuy Y YeHOTO COBETa MHCTUTYTA!

Y4yeOHbIii roa Ne npoToK0J1a, 1aTA YTBEPKIAEHUSI
2024/2025 [Tporokos Ne 11 ot 27.05.2024
2025/2026 [Ipotokon Ne 8 ot 26.05.2025
2026/2027 [Tpotokon Ne 10 ot 25.05.2026
2027/28




2. OCHOBHBIE NYHKTbI ®OC

1. COCTABHBIE YACTHA ®OH/IA OIIEHOYHBIX CPEJACTB I10 AUCITUII/ITHE
®onx onleHouHBIX cpencTB (nanee — OC) npeacrasieH:
— ®OC B cocraBe paboueil mporpaMMbl JUCIUILINHBL,
— KOMIUIEKTOM aTTECTAllMOHHBIX MeJarorndeckux M3MEpHUTEIbHBIX MaTepuajoB B
(dhopmMe TeCTOBBIX 3aJJaHUM;
—MaTtepHuagaMi, HeoOXOAMMBIMHU JUTs OLIEHKH YMEHUH U BlIaIeHUH (TpaKTHKO-OpHUEHTH-
pPOBaHHBIE 33JaHUSI, UCIIOJb3YEMBIE B IEPHUOJ] IPOBEICHUS IPOMEKYTOUHOM aTTECTAINH).

2. ®OC B COCTABE PABOYE MPOr'PAMMBI JUCHUILIVHbI

®OC B coorBercTBUH ¢ [Tonoxkennem «O nopsiike pa3pabOTKU U yTBEP>KICHUH OCHOB-
HBIX MpOoQecCHOHANBHBIX 00pa30BaTeNbHBIX IPOrpamMM — IIPOrpaMM OakaiaBpuaTa, Crelain-
T€Ta U MarucTpaType» (YTB. YUEHBIM cOBETOM, PoTOKoJ Ne 7 0122.04.2019, npukas 83-m ot
24.04.2019) BxoauT B cocTaB paboyeil mporpaMMbl JUCHHUILUIUHBI (pa3aen Ne 6) u BKItoUaeT
CJIEYIOIINE YHKTHI U MOJIIYHKTBHI:

6. ®oH/1 OLIEHOYHBIX CPEACTB /Jisl IPOBeJeHHUs IPOMEKYTOUYHOM aTTecTanuu 00y-
YAOIIUXCA 110 JUCHHUIINHE.

6.1. [lepeueHb KOMIETEHIIMH C yKa3aHMEM ATarnoB UX (OpPMHpPOBaHUS B Ipolecce
0CBOECHMsI 00pa30BaTesIbHON porpamMmMsl. Tabaumna 6, 7.
6.2. Onucanue nokasarenaeil ¥ KpUTEpUEB OLIEHUBAHUS KOMIIETEHIIMHN Ha pa3InYHbIX
sTanax ux (GopMUpPOBaHMsI, OTIMCAHHE KAl OLEHUBAHUS.
6.2.1. Ilokasamenu u Kpumepuu OYeHUSAHUS KOMNEeMEHYUN HA PA3TUYHBIX IMANAX UX
@opmuposanus Tabnuuel 8, 9
6.2.2. Onucanue wKan oyeHUBaHusl.
6.2.2.1. Onucanue mIKaabl OICHUBaHKS OTBETA Ha dK3aMeHe (3auere) (MATUOaIh-
Has cuctema). Tabnuma 10.
6.2.2.2. Onucanue mKansl orleHuBanusa Taomuna 11.

6.3. TunoBbie KOHTPOJIbHBIE 3aJJaHHSI WJIX MHbIE MaTepHaibl, HEOOXOIUMBIE JIJIsl OLICHKU
3HAHUM, YMEHMH M BJaJeHHUH, XapaKTepU3YIOUIMX 3Tanbl (OPMUPOBAHHUS KOMIIETCHIUN B
IIPOLIECCE OCBOEHUS 00pa30BaTEIbHON IPOrPaMMBI.

6.3.1. Mamepuanwl 0ns noozomosxu k sx3ameny. Tabnuua 12, 13.
6.3.2. Tembt u Mmemoouyeckue yKazanus no no020moeKke pegepamos, scce u meopue-
CKUX 3A0anuil o OUCyuniuHe.
6.3.3. Memoouueckue ykazanus no 6bINOJIHEHUIO KYPCOBOU pabombi.
6.3.4. Tunosvie 3adanus 01 NPoBeOeHUs MEKYWe20 KOHMPONd POpMUposanus
KOMNnemeHyuu.
6.3.4.1. IInaHbl CEeMMHApCKUX 3aHATHH.
6.3.4.2. 3ananus A7 NPaKTHUECKUX 3aHATUH.
6.3.4.3. Tembl ¥ 3aJ1aHUs [T MEJIKOTPYIIIOBBIX/UHANBUY A IbHBIX 3aHATHH.
6.3.4.4. TunoBble TEMBI U 33/1aHNS KOHTPOJIbHBIX padOT (KOHTPOJIBHOIO YPOKa).
6.3.4.5. TectoBble 3a1aHus.

6.4. Metoauueckue MaTepuaibl, ONpEIeNsoNe TpOoUEeaypbl OLIEHUBAHUS 3HAHU,

YMEHUH U BIaJICHUH, XapaKTepU3yIOIUX Tarbl (OpMUPOBAHHS KOMIETEHIUH.



3. KOMIUIEKT ATTECTAIIUOHHEBIX IEJATOTHYECKUX U3SMEPUTEJIBHBIX

MATEPHUAJIOB
Cneyudpurkayus AITUM
Ilens OrieHka y4eOHBIX TIOCTHXCHHN
Oyukus AITMM KoHTpob, AnarHocTuka

Buj xoHTpoOs

Texymuii KOHTPOJB 3HaHUI 00yJarIuXca. Bo3MoxHO iprMeHe-
HUC B paMKax HpOMe)ICYTOLIHOI>'I aTTeCTalluM U IMPOBEPKU OCTATOY -
HBIX 3HaHHUI

Mognens AITUM

YpoBHeBasi MoJe/Ib IIPEJICTaBIEHA B TPEX B3aUMOCBS3aHHBIX
OJ10Kax 3alaHuM:

— bnox 1. 3aganus Ha ypoBHe «3HATh» B OpMe «BBIOOP OIHOTO,
IBYX U OoJiee TpaBWIBHBIX OTBETOB M3 MPEAJIOKCHHBIX» BBISB-
JSIFOT B OCHOBHOM 3HAHHMEBbIM KOMIIOHEHT 10 TUCLUIUIMHE U OLe-
HUBAIOTCS 110 OMHAPHOI IIKaIe «IIPaBUIIHHO-HETIPABIIIEHON;

— brnok 2. 3aganus Ha ypoBHe «3HaTh» H «yMeTb» B (hopMme
«YCTaHOBJICHHE COOTBETCTBHUS (IIOCIIENIOBATEILHOCTH)», B KOTO-
PBIX HET SIBHOTO yKa3aHUA HA CIOCOO BBIIIOIHEHUS, AJISl UX pelle-
HUsI 00yYarOIIUiics CaMOCTOSITEIEHO BBIOMPAET OJMH M3 W3y4YeH-
HBIX CHOCO0O0B. 3aaHus AaHHOTO OJIOKa MO3BOJISIIOT OLIEHHUTH HE
TOJILKO 3HAHUS 10 JUCLUIUIMHE, HO U YMEHHs I10JIb30BaThCsl UMH
MIPH PEIIeHUH CTaHIaPTHBIX, TUTIOBBIX 3a/1a4.

— brok 3. 3ananus Ha ypoBHe «3HATB», KYMeTb», «BJAAETb»
npeacTaBieHbl B GopMe Kelc-3aiaHusi, COAEp)KaHHEe KOTOPOTo
HPEANOoJaraeT MCIOJb30BAHUE KOMIUIEKCA YMEHUII U HaBBIKOB,
JUISL TOTO YTOOBI 00YYAIOLIHICS MOT CAMOCTOSITENILHO CKOHCTPYH -
pOBaTh CIOCO0 pelIeHus, KOMOMHUPYS U3BECTHBIE €My CIIOCOOBI U
NPUBJIEKas MEXIUCLUIUIMHApHbIC 3HaHus. Kelic-3ananue mpen-
cTaBigeT co0oif yueOHoe 3a/1aHne, COCTOAIIEee U3 OTIMCAHUS Pealb-
HOH CHUTyallud M COBOKYIHOCTH C(OpPMYJIHMPOBaHHBIX K HEH
BONPOCOB. BrImonnenune oOydaromumces Keic-3agaHuil Tpedyer
peIIeHus MOCTaBIEHHO!N MPOOIEMbI (CUTYaIlN) B [IEJIOM U TIPOSIB-
JICHWsI yMEHHs aHAJIM3UpOBaTh KOHKPETHYIO HH(OpMAIHIO,
NPOCIICKUBATh MPUYMHHO-CIICACTBECHHBIE CBSA3H, BBIIEIATH KIIO-
YyeBbI€ IPOOJIEMbI X METOJIBI UX PEIICHHS.

— brnok 4. 3aganus Ha ypoBHe «3HATB», KYMeTb», «BJIAIETh»
npeAcTaBiIeHbl B (POPME OTKPBITHIX BOIMPOCOB, NPEAIIOIAraroInx
KpaTKH CBOOOJTHEIN OTBET.

KonndgecTBO TECTOBBIX 3aJaHUN

Ha kaxxmyro xommeTeHIHIo pazpadborano He MeHee 20 3amaHuit

Bpewmst TectupoBaHus (MHH) 90 MuH.

Ilnanupyemblie pesynbratel | OIIK -4, OIIK -5, IIK-3, IIK-5

OCBOCHUS

Ilepeuenr gokymenToB, wuc- | ®I'OC BO mno HampaBieHHIO TOATOTOBKH, paboyas mporpaMma

NOJIb3YEMbIX TIpU IIJIAaHUPOBA-
HHUU COACPKAHUA TCCTA

JUCLUIUIAHEI

PaszpaboTunku

A. B. Ky3Henos, foneHT Kadeapsl Au3aiiHa U KOMITbIOTEPHBIX
TEXHOJIOTHH UHPOPMATHKH, K.II.H., IOIICHT

DKcIepTr3a TECTOBBIX 3aJJaHUN

[IpoBenena B paMkax obmei sxcepTu3sl OIIOIL




bank 3aoanui

OIIK-4. Cnioco0eH NOHUMATh NPUHUIMIIBI Pa0OTHI COBPeMEeHHbIX HHPOPMALMOHHBIX TeX-
HOJIOTHIl U MCII0JIB30BATH UX VIS PellleHUs 32124 NPodeccuoHAJIbLHOM 1eATeJIbHOCTH

Kopn 3ananue Kuarou
3a1aHuA BEpPHOI0
OTBeTAa

Baok 1 | BeiOepure npaBuiIbHbBIH 0TBET(bI)
1.1 K npunyunam ungopmamuzayuu 20CyO0apcmeeHHou  Cucmemvl 2

OOKYMEHMAYUOHHO20 — 0DecneyeHuss  0esimeNbHOCMU — OP2aHO8

20CY0apPCMEEHHOU 6IACIU OMHOCUMCSL ...

1) konnexTuBHas paboTa ¢ JOKyMEHTaMU

2) UEHTpaIN30BaHHOE PYKOBOJICTBO

3) 0O6paboTKa 3JEeKTPOHHBIX BEPCUIl JOKYMEHTOB

4) ynpaBiieHHe XpaHCHHEM H TIOUCKOM JOKYMEHTOB

5) ynpaBiieHue X0JI0M padoT, a TAK)Ke PA0OYUMH MPOLIECCAMH

1.2 Sman ungopmamusayuu pabomul ¢ OOKYMeHMAaAMU, KOMOPblil 1

N0360JI5lem  A8MOMAMUZUPOBAMb  NPOYeccbl NOO20MOBKU

OOKYMEHMO8, Y8equdums onepamusHoCms pabomul 3a cuem

wabIOHHOCIU NPUMEHAEMbIX ONepayutli U COKpaujeHus epeme-

HU pabomvl ¢ OOKYMEeHmMAamu — 5mo ...

1) ucmosp3oBaHWE TPOCTEUITUX HHPOPMAIMOHHBIX TEXHO-

JIOTUI

2) pa3paboTKa ¥ UCTIOJI30BAHHUE B JACATEIHHOCTH OPraHU3aIIUNA

CUCTEM DJICKTPOHHOTO JOKYMEHT0000pOoTa

1.3 K nooxooam no asmomamuszayuu 00KyMeHmMayuoHHo20 obec- 4

neyeHus: YnpasieHust OMmHOCUMCS ...

1) npeeMCTBEHHOCTD

2) LEHTpaIU30BaHHOE PYKOBOJICTBO

3) KOMIUIEKCHOCTh B PELICHUH 3a/1a4

4) yripaBieHUE XpaHEHUEM U OMCKOM JJOKYMEHTOB

5) MJIaHOBOCTh M Hay4dHas OOOCHOBaHHOCTH (POPMHPOBAHUS

UHOPACTPYKTYPHI

1.4 OcHosHble npoyeccvl 0bpabomku OOKymMeHmayuu, odecne- 3
yugarowjue HCUIHEeHHbIL YUK OOKYMEHMUPOBAHHOU UHGopMa-
yuu - o5mo...

1) Dtanbl aBTOMaTHU3AIUN
2) [IpaBuiia aBTOMaTHU3AINH
3) OOBEKTH aBTOMATU3AIINH
1.5 CogokynHocms 3manos, Komopwvie npoxooum OOKYMeHm Ha 2
c60eM nymu om NOAGNEHUs 8 OP2AHU3AYUU U 00 OKOHYAHUS UC-
NONb308AHUS - IMO...

1) OOBEeKTHI aBTOMATU3AINH

2) ’Ku3HeHHBII LUK JOKYMEHTa

3) MadopmarimorHoe o0ecTieueHre CHCTEMBI IOKYMEHTOB

1.6 Tpaouyuonno 6 00KymeHmoobopome 8vbi0eAemcs C1eoyrouul 3
Habop NOMOKO8 (HaNPasiIeHHO20 OBUNCEHUS) OOKYMEHMOS ...
1) Bxoasmire, uCXoAsIre, BHEIIHNE

2) BXOJIAMIKE, BHYyTPEHHUE, BHCIITHUE

3) BXOsIIMe, UCXOASIINE, BHYTPECHHHE

4) BHYTpEeHHUE, UCXOSIIUE, BHEIIHUE




S)BXoAsIINe, UCXOASIINE, BHYTPEHHUE, BHEIITHUE

1.7 C3/1 -smo ... 3
1) Cucrema 31eKTpOHHBIX ASHCTBUIM
2) Cuctema 3(pPeKTUBHBIX AEHCTBUH
3) Cucrema 371eKTpOHHOTO TOKyMEHTO000poTa
4) Cucrema 3¢ (heKTHUBHOTO JOKYMEHTO000pOTa

1.8 OcHosHble cmaduu HCUSHEHHO20 YUKAA OOKYMEHMO8 MONCHO 1
MURUUPOBAMB U UCNOIL308AMb 8 Kauecmee 00beKmo8 agmo-

Mamuszayuu 6aa200aps ux

1) moBTOpsIOIIMMCS TTpolieccaM padOThHI C TOKyMEHTaMU

2) HENOBTOPSIIOLIMMCS ITpolieccaM pabOThI C TOKyMEHTaMU

3) NOBTOPSIOMIUMCS U HETIOBTOPSIOIIMMCS TpolieccaM paboThl
C IOKyMEHTaMH#

Baok 2 Pacnoso:xkure ciaeayomme coobITHUS (SIBJEHUS, IPOLECCHI U T.11.)
B NPaBWIbHOI mocienoBareJbHOCTH. OTBeT K 3alaHUAM 3a-
NUIINTEe B BUjAe coueTaHusi nudp, KOTOPLIMH 0003HAYEHBI CO-
ObITUSl (SIBJIeHMS], TPOLECCHl M T.N.) B NMPaBUJIbHOWH MOCJeN0-
BaTeJbHOCTH, 0€3 npodes10B M 3HaKoB npenuHanus. Hanpumep,
3421

2.1 Ilpasunvnoii  nocnedosamenvHocmolo  amanog 6  npoyecce | 156243
NOO20MOBKU MEKCMO8 C UCNONIb308AHUEM KOMNBIOMEPHOU CUCMEMbl
ABNAEMCA ...

1) Habop Tekcra

2) meyaTh TOKyMEHTa

3) BeieHUE apXHBa TEKCTOB

4) coxpaHeHHE TeKCTa JOKyMEHTa

5) penakTUpOBaHKUE BBEACHHON MH(DOpMAILIUU

6) popmaTtupoBanue (0popMICHHE) OTACIBHBIX CTPYKTYPHBIX
AJIEMEHTOB OYIyIIEero JOKYMEHTa

2.2 Bue zasucumocmu om munos ckanepa mexnonozuu ckanuposanus u | 54321
cnocobos pabomvl ¢ OYUPDPOBAHHLIMU OOKYMEHMAMU BbIOEAAIOM
CEOVIOUWYI0 NOCIE008AMENLHOCTb  MUNOBLIX IMAN08 CKAHUPOBA-

HUSL OOKYMEHMOB ...

1) aKcIOpT JaHHBIX

2) KOppeKIus TaHHBIX

3) BepuduKanys JaHHBIX

4) pacrioznaBaHue HH(OOPMAITUH

5) ckaHupoBaHre OyMaXHBIX IOKYMEHTOB

Baok 3 | Keiic-3a0anusn npeononazarom padomy ¢ npeodiodHceHHbIM MEK-
cmom. Ilocne ezo npoumenus Heodxo0umo omeemumsv Ha no-
cmaegyieHHble 6ONPOCHL WU GbINOJIHUMb 3A0AHUA

3.1 Bo1 06Hapyxwmiu, uto B ipoBoaHuke DirectumRX y Bac Het Moyt | CHHCOK AOCTYII-
«JloroBOpBD), KOTOPHIH €CTh Y Ballero KoJuierd. B ueM MoKeT OBITh | HBIX MOAYJICH y
puauHa? Pa3HBIX MTOJIB30-

BaTeJei MOXKET
pa3nuyaThCs, B
3aBUCHMOCTH OT
UCIIOJIb3YEMBIX
JIMLICH3UH.

3.2 Bel 3an0cuTe BXxoasmee nucbMo B cucreMe DirectumRX. Co3ganu | Bun nokymenra
HOBBIH JTOKYMEHT, HO He OOHApyXWJIM B KapTOUKe HYy>XHOro Bawm | BEIOpaH HE TOT
nosst Koppecnionzent. B yem MoxkeT ObITh IprunHa?

33 Bor xotute B cucreme DirectumRX momectuts B manky «Oo0mue | B manke Otaen




mankn\Otaen MPOJIaXK» CCHUIKY Ha HOBBIM TOKYMEHT. 3aIlUTX B TIall-
KY, HO ICUCTBHE B KOHTEKCTHOM MEHIO BCTaBUTh CCHUIKY HEIOCTYII-
HO. B 4eM MokeT OBITh MpUIuHa?

IIPOJIaX HET
IIpaB Ha U3Me-
HEHHE , a €CTh
TOJIBKO TIpaBa
Ha I[TpocMoTtp

Baok 4 3anumuTe NpaBUIbHBINA 0TBET

4.1 «Me:)fcdy CMPYKMYPHbIMU INEMERMAMU CUCMEMbL YCMAHOB/IEHbL CHCTEMHOCTH
makue ceAi3u, Komopbvle obecneyusarom ee yenbHocnisv U 83aumooeti-
cmeue ¢ 6py2uMu cucmemamuy - 3TO MPUHIOUII aBTOMAaTU3alluU pa-
0OOTEI C JOKYMCHTAMU ...

4.2 «Cucmema cosz0aemcs ¢ y4emom 803MONCHOCMU NONOJIHEHUS] | OTKPBITOCTH
u 00HOoBNeHUs ee PYHKYULL De3 HapyuleHuss NopsaoKa QyHKYuU-

OHUPOBAHUA» - 3TO TPUHIUI aBTOMaTU3alUU pPabOThl C
JIOKYMEHTaMH ...

4.3 «llpu coz0anuu cucmemvl UCNONLIVIOMC UHDOPMAYUOHHO- | COBMECTHMOCTH
mexHono2udeckue unmepgeticol, 01a200aps KOMOPbIM OHA
Modicem 83aUMO0elCm808ams ¢ OPY2UMU CUCEMAMUY - ITO
MIPHUHIIUAI ABTOMATH3AIMH PAOOTHI C JIOKYMEHTAMH ...

4.4 «IIpu coz0anuu cucmemvl NPUMEHSAIOMCS MUNOBble, YHUDUYU- | CTaHAAPTU3ALM
POBaHHbIE U CMAHOAPMUZ0BAHHbIE PEUleHUs» - 3TO TIPUHIMMN | ¥
aBTOMATH3AIMH paOOTHI C JOKYMEHTAMM ... (yHudukanmn)

4.5 «B pesynomame paszpabomxu cucmemvl obecneuusaemcs pa- | SpHEKTUBHOCTH
YUOHATIbHOE COOMHOWEHUE MeHCOY 3ampamam Ha co30aHue
cucmemsl U yenesviMu dpexmamu, 6KIOUAS KOHEUHbLE
pe3yibmamsl asmomamusayuu 00KymeHmoobopoma» - 3TO
MIPHUHIIAIT ABTOMATH3AIMH PAOOTHI C IOKYMEHTAMH ...

4.6 Aemomamu3uposanas NOO2OMOBKA 4acmo NOSMOoPSOWUXcs | IabloHOB
OOKYMEHMO8 OCYWeCmBIemcsl C UCNONIb308AHUEM ... hopm

JIOKYMEHTOB

4.7 [InoTHOCTh (MHTEHCUBHOCTb, MOIIHOCTH) JOKYMEHTOIOTOKA | Yepe3

U3MEPSIETCS Yepes. .. HoKa3aTen
o0Bema
JIOKyMEHTOB 3a
SAMHUITY
BpEeMEHHU

4.8 [TapameTpbl IUCKPETHOCTHU U ONIEPATUBHOCTH MOTYT OBITH OIle- | Yepe3
HEHBI Yepes ... ONpEACICHHUE

3aTpaT BpCMCHHU

OIIK-5. CnnocoOeH caMoCTOSAITEJIbHO Pad0TaTh ¢ PA3JIMYHBIMU UCTOYHMKAMH MH(pOpMa-
MU U PUMEHSTH OCHOBBI HH()OPMALMOHHO-AHATUTHYECKOMH /1eATeJIbHOCTH NPH pellle-
HHUH NPOodeccHOoHAIBHBIX 32/1a4

neuugaem cmpoo peciamenmupo8anHoe u GopmarbHo KOHMPOU-
pyemoe OsudiceHue OOKYMEHMO8 GHYMpPU U 6He OpP2AHU3AUUU Hd
OCHO8€ UHDOPMAYUOHHBIX U KOMMYHUKAYUOHHBIX MEXHON02Ull —
oMo ...

1) Mcrop30BaHUe MPOCTEHIINX HHPOPMAIMOHHBIX TEXHOJIOTHH

Kon 3aganue Kuarou
3aaHusI BEPHOI0
oTBeTa
Baok 1 | BeiOepure npaBuiIbHbBIH 0TBET(bI)
1.1 Oman ungpopmamuzayuu padbomvi ¢ OOKYMEHMAMU, KOMOPblil 0bec- 2
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2) pa3paboTKa 1 HCIIOIb30BaHUE B JCATEILHOCTH OpPraHU3aluil CH-
CTEM IEKTPOHHOI'O JOKYMEHTO000poTa

1.2

K COHEP)KATEJIBHOM uacmu snekmponnvix 00KyMeHmos,

KAK UHQOPMAYUOHHBIX 00BEKMOB, OMHOCUMCSL: ...

1) TekcToBasi, yucioBas W/wiM Tpaduueckas uHbopmarus,
KOoTOpast 00padaThIBaeTCs B KAU€CTBE €TUHOTO IIEJI0T0

2) uaeHtuuIMpyomue aTpuOyThl (UMs, BpEMS U MECTO CO-
3/1aHusl, TaHHBIC 00 aBTOpPE U T.1I.)

3) Bce yKa3aHHbIE

1.3

K PEKBU3UTHOM uacmu >1eKmponnbiX 0OKYMEHMO8, KaK

UHGDOPMAYUOHHBIX 0OBEKMOB, OMHOCAMCA: ...

1) unenTudunupyromme atpudyThl (MMs, BpeMsI © MECTO CO-
3/1aHusl, JaHHbIe 00 aBTOpE U T.1I.)

2) BIIeKTPOHHAS TOANNCH

3) Bce yKa3aHHbIE

1.4

B OCHOBHOM PE>XUME @yuxkyuonuposanus cucmemobl

9NEeKMPOHHO20 OOKYMEHMO0OOPOMA OO0JIHCHO 0becneyusams-

e ...

1) TexHnuyeckoe 00CITy)KUBaHUE CUCTEMBI

2) pelieHue CBOUX (PYHKIIMOHAIbHBIX 3a/1a4

3) pexoHpuUrypauus, MOACPHHU3ALNS IPOTPAMMHBIX CPEJICTB U
KOMITOHEHT CUCTEMBbI

4) pexoHpurypauus, MOJEpHU3ALM U Ipyroe 00CIyKUBaHHUE
TEXHUYECKUX CPEACTB CUCTEMBI

1.5

B [IPOOUIIAKTUYECKOM PEXUME ¢ynxyuonuposarus
cucmembul 21eKMPOHHO20 OOKYMEHMO0O0pOma OOAHCHO obec-
nevueamvcsi ...

1) paboTa moyb30BaTEICH CUCTEMBI

2) paboTa B KpyTrJIOCyTOYHOM PEKUME

3) TexHu4Yeckoe 00CTyKUBAaHNUE CUCTEMbI

4) peuienue cBoux (YHKIIMOHATBHBIX 33/1a4

1.6

K nepeunto asmomamusupyemuix onepayuii OusHec-npoyecca 3iekK-
mMpoHHO20 doKymeHmoobopoma «Coz0anue noOTUHHUKA (OpusUHa-
1) 91EKMPOHHO20 OOKYMEHMA» OMHOCUMCS ...

1) ObGecrieuenne AOCTyTa K OPUTHHAITY SJIEKTPOHHOTO IOKyMEHTa
2) PegakTrpoBaHre IpOeKTa JOKYMEHTA U y4eT ero Bepcuid

3) YueT pe3yiapTaToB UCIIOHEHUS TOKyMEHTA

4) [lpuieM TOKyMEHTa Ha XpaHEHUE

1.7

K nepeunto asmomamusupyemuix onepayuii OusHec-npoyecca 3iekK-
MPOHHO20 OoKyMeHmoobopoma «Ilybnuxayus opucunana 91ex-
MPOHHO20 OOKYMEHMA» OMHOCUMCSL ...

1) ObGecrieuenre AOCTyIa K OPUTHHAITY SJIEKTPOHHOTO JIOKyMEHTa
2) PegakTrpoBaHre MpOeKTa JOKYMEHTA U y4eT ero Bepcuid

3) YueT pe3yiapTaToB UCIIOHEHUS JOKyMEHTA

4) [IpuieM JOKYMEHTa Ha XpaHEHUE

1.8

K nepeunio asmomamusupyemuix onepayuii OusHec-npoyecca 3ieK-
MPOHHO20 QOKYMeHmoobopoma «Vcnonanenue OOKYMEHMA» OMHO-
cumcs ...

1) OGecrieueHne AOCTyIa K OPUTHHAITY 3JIEKTPOHHOTO IOKyMEHTa
2) PemaktupoBanue IpoeKkTa JOKYMEHTA U y9eT €ro BepCuit

3) YueT pe3yapTaToB UCIIOHEHUS TOKyMEHTA

4) IIprieM JOKyMEHTA Ha XpaHEHUe




1.9

K nepeunto asmomamusupyemoix onepayuii busnec-npoyecca 1ex-
MPOHHO20 O00KYyMenmoobopoma «Xpaueuue OOKYMEHMO8» OMHO-
cumes ...

1) Obecrieuenne HOCTyMa K OPUTHHAITY 3JIEKTPOHHOTO TOKyMEHTa
2) PenakTupoBaHue MPOEKTa JOKYMEHTa U YUeT €ro BepCHid

3) Yuer pe3ynbTaTOB HCIOJHEHUS JTOKYMEHTA

4) IlpueM MOKyMEHTA Ha XpaHCHHE

Baok 2

YcranoBure cooTBeTcTBHe. Kaskaomy 3jieMeHTY JIEBOT0 CTOJIOLA
COOTBETCTBYET TOJBbKO OJMH 3JIeMEHT NPaBOro. Y4TuTe, 4YTO
OJMH U3 3JIEMEHTOB NPABOro cTo10ua JumHui. OTBeT K 3a1aHI-
sIM 3alIUIIUTE B BUAe coueTanusi uudp u 0ykB, co0/101as1 mocje-
AOBATEJLHOCTH JIEBOT0 CTOJI01a, 0e3 MP0o0eJIOB H 3HAKOB Npenu-
Hauus. Hanpumep, 1A253B

2.1

Yemanosume coomeemcmeue nonb308amenbcKux ponetl noib3o-
samens CI/[ u coomgemcmeyowux um QYHKyutl 8 pAmMKax mexHo-
JI02UYECKO20 NPpoYecca QYHKYUOHUPOBAHUS CUCINEMDL ...
Poun DyHKINHU
1). JIumo, Bu3Mpytomee TOKyMeHT | A) Coznmanne
JIOKYMEHTOB
b) CornacoBanue HOBOTO
JIOKYMEHTa
B) VYrTBepxacHme HOBOTO
JIOKYMEHTa

HOBBIX

2) JI0J’KHOCTHOE JIUIIO, TIOJIITUCHI-
BaloLIee JOKYMEHT

I') TIpocmoTp obmIenOCTY M-
HBIX JIOKYMEHTOB

1652B

2.2

Yemanosume coomeemcemeue nonib308amenbCKux posetl noib30-
samens CO/[ u coomeemcmayowux um QYHKYUti 8 pamKax mexuo-
JI02UHECK020 Npoyecca YHKYUOHUPOBAHUS CUCEMDL ...

Posn DyHKIUU

1). ABTOp mopy4eHus A) VcrionHeHUE TOKYMEHTa

2) Kontpomnep b) Benenue apxuBa
JIOKYMEHTOB

B) VYuer pesynbTatoB wuc-
TIOJIHEHUS

3) denonpoun3BoauTeinb

I') Beimaua mopydeHuit Ha
HCTIOJTHEHHE

1) Kontpons peructparuu
BXOISIIMX M HCXOMSIINX

JOKYMCHTOB

1I2B3]1

Bbaok 3

Keiic-3a0anua npeononazaiom pabdomy ¢ npeonoiHceHHvlmM MeK-
cmom. Ilocne e2o npoumenus HeoOX00uUMo omeemums Ha No-
CHMAGJIEHHbIE 6ONPOCHL UJIU BbINOTIHUMY 3A0AHUA

3.1

Br1 coznanu B cucteme DirectumRX HOBYI0 nanky, B KapTOUKe Marl-
ku B none ComepikuMmoe Ianku BeIOpanu 3HadeHue «/lokymMeHT».
Cmorkere i BbI B 3Ty nanky MoMeniaTh CChUTIKM Ha 3a/1a4u?

Ja

3.2

Bl B cucteme DirectumRX n3MeHMIM TOKYMEHT, CCBUIKA Ha KOTO-
pbIit HaxoauTes B Bameit nanke «M30panHoe» u B nanke «OO0mue
nankn\OTaen npogaxy. Jpyrue coTpyiHUKH OTAesa IPOJaK TAaKxKe
MMEIOT MIPaBa I0CTyMa K 3TOMY JOKYMEHTY. Y BUAST JIM OHU U3MEHE-
Husl, BHeceHHbIe Bamu? [louemy?

Ma, Tak co-
JIEPPKUMOE Tiar-
xu Othen
MPOAaXK JTOCTYII-
HO JUIS TIPO-
cMOTpa COTpYI-
aukaMm Otnena
IPOIAK

33

Bsl, B cucreme DirectumRX, kak nHUIMarop, co3naere 3amady. B

B Ucxonsiiue
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KaKylo Manky OyJeT moMeleHa CChUIKa Ha 3a/1a4y Mocje ee OTIpaB-
ku? B kakyro manky OyAeT mOMeEIIeHa CChUIKAa Ha 3ajady, eClid e
COXPaHWJIH, HO HE OTIPABHIIN?

YTOXKCHUS, HKCIEPTH3BI
uHGOPMAITUH TI0 HUM — ...

AOKYMEHTOB W IIPCAOCTaBICHUSA

biaok 4 | 3anummuTe NpaBUJIbLHBINA OTBET

4.1 B kauecTBe cpeqCcTB, peaau3yOmuX GYHKINHA CO3AaHUS U IPOBEPKH | CEPTUPHUIIUPO-

anekrponnoit moamnucu (I11), 8 COJ] ucnons3yeres ... BaHHBIE KPUII-
Torpaduyeckre
cpeacTaa

4.2 CnoxxHast U OTBETCTBEHHas paboTa, KoTopas TpedyeT BbIco- | Mcnoib3oBanue
KOoro mnpodeccHoOHaIM3Ma, 3HAaHUS B COBEPIICHCTBE HAy4YHO- | AOKYMEHTOB
CIIPAaBOYHOI'O amrmapara JaHHOI'0 ApXUBAa, UCTOYHUKOBEICHUS
Y apXHUBHOU 3BPUCTHUKH - ITO. ..

43 basbl TaHHBIX, KOTOpPBIE CITYKaT JJIsi 00pabOTKH cTaTHCTHYe- | YueTHbie bJ]
CKMX MAacCHBOB — y4€Ta JIOKYMEHTOB M JIeJl B apXHBe, yuyeTa
UCIIOJIb30BaHUsI, KOHTPOJIS 3a 00ECIEUYEHUEM COXPaHHOCTH -
3TO. ..

4.4 ba3pl maHHBIX, KOTOpBIC CIyKaT s co3danus W BeneHus | Mudopmaumonn
TaKUX apXUBHBIX CIIPABOYHUKOB, KaK apXUBHBIE OMHUCH, CBOJ- | O-TIONCKOBLIC
HbIe HOMEHKJIATYPBI JIeJ, KaTaJorH, KapTOTeKH, a Takxke s | B
COBEPIICHCTBOBAHUS MTPOLIECCOB MH(POPMAIIMOHHOTO MOUCKA B
apXMBe - ITO. ..

4.5 Yepes oTHOMIEHUE 00beMa (KOJIMYeCTBa) JEIONPOU3BOICTBEH- | LEHTPATM3AIUH
HBIX pPa0OT, BBIMOJHAEMBIX LEHTPAIU30BAaHHO, K 00beMy | YIPaBJICHUS
(KOJIMYECTBY) MCCIIETYEMBIX JeIONPOU3BOJICTBEHHBIX pPabOT
MOJKET OBbITh POBEICHA OLICHKA YPOBH ...

4.6 [TyreM u3MepeHHs OTHOILICHMS KOJIUYECTBA (PAKTUYECKH HC- | UCIOJIHHUTEIBHO
MTOJIHEHHBIX 3a ONPEEICHHBIA IEPUOJ BPEMEHH IOKYMEHTOB U | CTH
MOJIEXkKAIIUX UCIIOJHEHUIO 3a BECh OTUETHBIN MIEPUOJ, BKIIIO-
yasi He UCITOJIHEHHBIE 3a MPEIIECTBYOIINI NEPUO JOKYMEH-

Thl, MOXKET OBITh IIPOBEJICHA OLIEHKA YPOBHH ...

4.7 TexHoJ0THS, TIPU KOTOPOH CHCTEMa HAaXOIUT MOBTOpstonrecs | enyonukannu
(parMeHThl JaHHBIX M COXPAaHAET TOJBKO OJUH M3 HHUX, a Ha
JIpyrue GparMeHThl 3aNiChIBAET CCHUIKHU — ...

4.8 Cucrtema, B KOTOpPOI HE JTOJKHBI XpaHUThCA 00pa3bl Oymax- | Cucremsi
HBIX JOKYMEHTOB M aKICHT AEJIacTCA HE HAa KOHTPOJIE cTaTyca | JJICKTPOHHBIX
JOKYMEHTa, a Ha COOJIOJICHUH PErjiaMeHTOB XpaHEHUs, yHH- | 4PXHUBOB

IIK-3. CnocoGeH ocymecTBJIATh OPraHU3alMOHHOE, JOKYMEHTAIlHOHHOe U MH(OPMAIH-
OHHOe o0ecrneyeHue AesITeIbHOCTH PYKOBOAUTEISI OPraHU3aANNHU

UCNONIL30BAHUS CNEYUATILHO PA3PAOOMAHHBIX NPOSPAMMHBIX
KOMNOHEHMO8 — UHMOPMAYUOHHBIX CPeOCmE8, KOMopble
OOJIJICHBL BKTIIOYAMb 6 CeDA.! ...

1) pensiiinonHast 6a3a JTaHHBIX

Kon 3anaHue Kirou
3a1aHus BEPHOTO
0TBETA
baok 1 | BeiGepuTe npaBubLHbINA 0TBET(bI)
1.1 Xpanenue unghopmayuu 6 C3/{ ocywecmensemcs na ocnoge 4
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2) cucteMa yrpaBieHus: 6a30i1 TaHHBIX
3) uudpoBoe XpaHUIHIIE HICKTPOHHBIX JOKYMEHTOB
4) Bce nepeyncieHHble IPOrPaMMHbIE KOMIIOHEHTBI

1.2

Ilepeuenv 0oxymenmos, Komopwvie Mo2ym Obimb NOONUCAHDL

III u 6 KomopwIX ona npusHAemcs pagHOHAYHOU cOOCMEeH-

HOPYYHOU NOONUCU 8 OOKYMEHMe HA OYMAMNCHOM Hocumene

VIMBEPHCOAEMCA 6 ...

1) ToKyMeHTax opraHu3aluu

2) TOJBKO 3aKOHOJIATEJIbHBIX JJOKYMEHTaX

3) TOJNIBKO HOPMATUBHO-TIPABOBBIX M HOPMATHBHO-METOANYE-
CKUX JOKYMEHTaX

4) BO BCEX MEPEUHCIICHHBIX JIOKYMEHTaX

1.3

s npedocmasnenus HeobXo0uUMoU uHGopmayuu u OMmyemHo-

cmu COL] 0ondicna 8einoHAmMb C1e0VIOWYI0 QYHKYUIO ...

1) ynipaBneH#ne CpoKaMu XpaHSHHS JIEKTPOHHBIX JOKYMEHTOB

2) perucTpauuio CoOBITUH CHCTEMBl M JEHCTBUH MOJB30-
BaTeJIel B CUCTEME

3) cucreMaTH3alMIO JOKYMEHTAlMU U (OPMHUPOBAHUE IPE.-
CTaBIICHHS C YYETOM MPHHATHIX CXEM KJIACCH(PHUKAIINN

4) obecneunBaTh 0O(hOPMIIEHUE TOKYMEHTOB B COOTBETCTBUHU C
BHYTPEHHUMHU, IPUHATHIMUA B OPTaHU3AINH ITPABHJIAMH JIe-
JOIPOMU3BOJICTBA

1.4

Dynxyus xpanenus ungopmayuu 6 CI/] obecnevusaem: ...

1) perucrtpanuio COOBITUH CHUCTEMBI U JACUCTBUHA IOJIB30-
BaTeJIel B CUCTEME

2) pasrpaHUyeHHe IpaB JOCTYyMNa MO 00bEeKTaM M CyOBbeKTaM
IIpaBa Ha OCHOBE IPYMIOBBIX MpoQuieit

3) cucreMaTH3alUIO JTOKyMEHTAlUd U (HOpPMUPOBAHHUE TPEN-
CTaBJICHHS C YYETOM MPHHATHIX CXEM KJIacCH(PHUKALUN

4) ohopmiieHHE TOKYMEHTOB B COOTBETCTBUHU C BHYTPCHHUMH,
MIPUHSTHIMU B OPTraHN3aLMY IPAaBUJIAMHU JAEJIONPOU3BOICTBA

1.5

3awuma ungpopmayuu om HecaHKYUOHUPOBAHHO20 OOCMYNA K

CO/J] exnrouaem crnedyowyro GyHKYuro ...

1) ynpaBieHus CpOKaMH XPaHEHUS YIEKTPOHHBIX IOKYMEHTOB

2) peructpanuu COOBITHH CHCTEMBl W JCHCTBUN TIOJB30-
BaTeJeN B CUCTEME

3) cucreMaru3anuu JOKyMEHTAIMu U (OPMHUPOBAHHE TIPE/I-
CTaBJICHUS C YYETOM MPHUHSTHIX CXeM KJIacCU(UKAIINU

4) opopmieHHsI JOKYMEHTOB B COOTBETCTBHH C BHYTPEHHUMH,
MPUHSITHIMU B OPTaHU3AIIMY PABUJIAMH JETOTPOU3BOICTBA

1.6

Dyukyusi AOMUHUCMPUPOBAHUSL U YNPABIEHUS NOJHOMOYUIMU 8
C3/] 3axnouaemcs 6 ...

1) ynpaBiieHHH CpOKaMH XpaHEHUS JICKTPOHHBIX JOKYMECHTOB

2) obecnieueHnH HHPOPMALIMOHHON M TEXHOJIOTHYECKON Oe30MacHo-
CTH

3) peructpanuy COOBITHI CHUCTEMBI U JIEHCTBHI TOJB30BATEICH B
CHCTEME

4) cucTemMaTu3alvu JOKYMEHTAIMU U (pOpMHUpPOBAaHUE TPEICTABIIC-
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HUA C YYETOM IIPUHATBIX CXEM KJ'IaCCI/I(i)I/IKaHI/II/I

1.7

Ha smane coopa ungpopmayuu C3J] dondxcna coomeemcmeosams

credyrowemy mpebosanuio ...

1) obGecnieunBaTh COXPAaHHOCTh M IIEIOCTHOCTh BBEACHHBIX B HEe
JaHHBIX

2) obecreunBaTh BO3MOKHOCTh aBTOMAaTH3UPOBAHHOTO OOHOBJICHIS
JAHHBIX

3) obecneunBath (QOPMUPOBAHUE CTPYKTYPHI JJIEKTPOHHOIO Ka-
TaJIoTa HA OCHOBAaHUHU NPHUHATHIX KJIACCU(UKALIMOHHBIX CXEM

1.8

Ha smane oopabomxu ungopmayuu k C3/] npedvsasisiemcesi credy-

rouee mpebosanue ...

1) obecrieunBaTh COXPAHHOCTh M IEJOCTHOCTh BBEICHHBIX B HEe
JTAHHBIX

2) obecnieunBaTh BO3MOKHOCTh aBTOMAaTH3UPOBAHHOTO OOHOBIICHHS
JTAHHBIX

3) obecmeuuBaTh (HOpMHpPOBaHWE CTPYKTYpPHI 3JIEKTPOHHOTO Ka-
TaJlora Ha OCHOBAaHWHU MPUHATHIX KJIACCU(UKAIIMOHHBIX CXeM

1.9

Jlokymenmom, NONOAHCUBWUM — HAYANO  COBPEMEHHOMY  Imany

COBEPUIEHCMBOBAHUS PADOMbL 8 0OIACIIU UHDOPMAMUZAYUY APXUB-

HOBIX YUPENCOCHUU ...

1) Konnenmus uHpopMaTuzanuy apxuBHoro aena Poccun

2) [Iporpamma mHGOpPMATH3AINHN ApXUBHOTO aeia Poccnn

3) [Iporpamma nHpopmaTuzauu degepabHOTO APXUBHOTO areHT-
CTBA M IMOJIBEJJOMCTBEHHBIX MY YUPEKIESHUI

Baok 2

Pacnosoxure cieayromme coobITHS (SIBJEHUS, IPOLECCHI U T.I1.)
B NMPaBWILHOH mNocjiegoBaTeJbHOCTH. OTBEeT K 3aJaHUAM 3a-
NUIINTEe B BUE cOYeTaHUs NHMQP, KOTOPHIMA 0003HAYEHBI CO-
ObITUSL (SIBJIEeHMS], POLECCHl M T.1I.) B NPaBUJIbHOH MOCJIEN0-
BaTeJILHOCTH, 0e3 Mpo0esIoB U 3HAKOB NpenuHanus. Hanmpumep,
3421

2.1

IIpasunvroii nocnedoeamenvbHOCMbI0 3MAN08 6 npoyecce UHGopma-
muzayuu pabomol ¢ OOKYMEHMAMU AGNACMCA ... .

1) ucnoxp30BaHKEe MPOCTEUIINX HHPOPMAIIMOHHBIX TEXHOIOTHI

2) pa3paboTKa 1 UCIIOJIb30BAHKE B JICATEIHHOCTH OpraHu3alii CH-
CTEM 3JIEKTPOHHOI'O IOKYMEHTO000pOTa

12

Baok 3

Keiic-3a0anua npeononazaiom pabomy ¢ npeonoiHceHHbvIM HieK-
cmom. Ilocne e2o npoumenus neo6xo0umo omeemums Ha no-
CMagIeHHbIE 8ORPOCHL UIU BbINOTIHUMD 3A0AHUS

3.1

Bgri, B cucteme DirectumRX, co3maere mpocTyro 3a1aqy U XOTHTE,
9TOOBI PYKOBOJMTENH OTJENa ObLT B KypCe BBITIOIHSIEMBIX Pa0oT.
Uto npeanpuHAThH?

OTtnpaBuTs ei
Komwto (Ta-
pametp Komwst)

3.2

Brr oTnpaBmin 3amady, HO HEBEPHO YKa3alH TEMY, HCIIOTHUTEIEH
M cpok.. Kak pekoMeHyeTcs MOCTYIUTh, YTOO CKOPPEKTUPOBAThH
JTAHHBIC CTAPTOBAHHOM 3a1aun?

MIPEKPaTUTh U
pecrapToBaTh

33

Bsl, B cucteme DirectumRX, moiyunnu JOKyMeHT Ha JOpabOTKY,
CO3J1aJIM HOBYIO BEPCHIO IOKYMEHTA JUIsl BHECEHHSI IPaBOK. MoskeTe
T BBl HA3HA4YWTh pa3Hble IpaBa JOCTyla Ha pa3Hbleé BEpCHUU
JIOKyMeHTa?

HET

Baok 4

3annmuTe NpaBUJIbHBIN 0TBET

4.1

Konyenyusi  undhopmamusayuu  apxusnozo Odera Poccuu 6wina

1995
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YMBEPIHCOEHA 6 ...

4.2 XecTko perinaMeHTHpPOBaHHAS 00JIACTh YACTHOTO JOKYMEHTO- | KaIpOBOE €0~
obopota, rne mnpumensercs COJI, mno3Bomsiomas ocy- | IPOU3BOACTBO
HIECTBIIATh MOAJEPKKY IMpoLEeayp MpHemMa Ha paboTy u
YBOJIbHEHUS! paOOTHUKOB, HapaBJieHUs! paOOTHUKOB B KOMaH-

JTUPOBKY, MPEIOCTABICHUS IUIAHOBOT'O OTITYCKA U MHBIX BU/IOB
OTIIYCKOB — ...

4.3 Ob6nactp npestenbHOCTH, The npumensercs COJ] mis obpa- | oOuee neno-
OOTKHM BXOJAIICH KOPPECTIOHJICHIINM U OOpAIeHU rpakaaH, | MPOU3BOJCTBO
MOJATOTOBKU UCXOJAIIUX ITUCEM U JOKYMEHTOB, BHYTPEHHEH U
OpraHU3aIOHHO-PACTIOPSAUTEIHLHON JIOKYMEHTaIluH,

KOHTPOJIsI UCTIOJTHEHUS] HOPYYCHUH — ...

4.4 OO6nacTe YacTHOTO JIEJONPOU3BOJICTBA, TI/I€ TNPUMEHSETCS | apXHBHOE
CO/1, 3aBepmiaroniasi >KM3HEHHBIN UK JOKYMEHTOB OpraHu- | ACJIOMPOU3BOIC
3alliy ¥ MOJAJIEPKUBAIOIAs poueaypsl GopMupoBanus onu- | TBO
cell mo yTBepkKIeHHBIM (hopmam, Tiepesady el Ha apXUBHOE
XpaHeHue, SKCIEePTU3y IIEHHOCTH JOKYMEHTOB U eI B LIEJIOM,

YHUYTOXKEHHE JTOKYMEHTOB M JIeJ, cAady OTACNIbHBIX JIe] Ha
XpaHeHue B CTpyKTypsl PocapxuBa — ...

4.5 Obnacte nestenbHOCTH, rae mnpumensercs COJl, mo3Bo- | KoiuernanbHas
JIIrOIas OCYILISCTBIIITh MOATOTOBKY, COIJIACOBAaHUE U yTBEP- pabora
JKIICHUE TIOBECTOK JIHSI (IIJIAHOBOM JIOKYMEHTAIIUU) U TIPOTOKO-

J0B (pe3yJIbTUPYIOUICH TOKYMEHTALUU) — ...

4.6 O6nacte pnestenbHOCTH, TAe mpumensercs COJI, 1m03Bo- | ylpaBieHUE
mromas  peanuzoBath  (pyHkiuoHan CRM  (Consumer | B3aUMOOTHOIICH
Relationship Management) — ... WAMH €

KIIMCHTaAMH

4.7 [Moxnepxxky Om3HEC-TIpoLIecCOB Bceil opranuzanuu — udepe3 | ERP (Enterprise
OlepaTUBHOE YIMpaBJieHHE IOKyMEHTamMH, oOpa3zaMu, IMOTO- ﬁf‘f’f"l’t’ "1"‘3
KaMH paboT, KOPIOPATUBHBIMK OTYETAMH H JIp. — 00€ecIeunBa- | , ﬂawpo’g‘;’anue
et unrerpauus COJ{ ¢ cucremamu. .. pecypcamu

npeonpusmus)

4.8 TexHoMOrMKM 00eCIeYeH s MOBCEMECTHOTO U yI00HOTO cete- | Obmadnbie
BOI'0 JIOCTyIla K MacCCHBY BBIYHCJIMTEJILHBIX PECYPCOB, KOTO- | TEXHOJIOTHH
pble MOTYT OBITh ONEPATUBHO MPEJOCTaBICHBI C MUHHUMAIb-

HBIMU SKCIUTYyaTallMOHHBIMU 3aTPaTaMu — ...

IIK-5. Cnioco0eH co31aBaTh U BeCTH CHCTEMbI JOKYMEHTAIIMOHHOTO o0ecre4eHnsl yIpaB-
JICHHSI M AaPXMBHOTO /ieJ1a Ha 0a3e HOBeMIMX TeXHOJIOTuil

Kon 3aganue Kuarou
3aaHus BEPHOTI0
oTBeTa
baok 1 | BoiGepuTe npaBubLHbINA 0TBET(bI)
1.1 Konkpemnoe codepowcanue kaxcooeo uz HanpasieHuu 2
ungopmamuzayuu apxusno2o oena é Poccuu, a makaice
IMansvl UX peanuzayuu 0603Ha4arom ...
1) Konnenuuu nndopmaruszanuu apxuBHoro aena Poccun
2) [Iporpammel nHpOpMaTU3aIK apXUBHOTO Aena Poccun
3) Her BepHoro Bapuanta
1.2 Llenvio pazsumus apxusHozo dena 8 00120CPOYHOU NepPCneK- 1
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muee A61Aemcs ...

1) nmocTwkeHHe pPOCCUMCKMMHU apXMBaMU YpOBHSA, OTBe-
YaIIEro MOTPEOHOCTSAM M HYXKIaM COBPEMEHHOTO
HH(pOpPMAITMOHHOTO OOITECTBA

2) MOCTHXEHHE COBPEMEHHOTO MH(POPMALMOHHOTO 00IIecTBa
YPOBHSI, OTBEYAIOLIET0 MOTPEOHOCTAM M HyXJaM poc-
CUHCKHUX apXHBOB

3) Her BepHoro BapuanTa

1.3

Jna 0ocmuoicenus poccutickumu apxueamu ypoeHs, omee-

yaowe2o0  NOMpPeOHOCMAM U HYHCOAM — COBPEMEHHO20

UHOPpMAYUOHHO20 00Ujecmea, HeoOX00UMO peuums ciedy-

IOWYI0 3a0a4y pa3eumus apxXugHoz2o oeid ...

1) CoBeplieHCTBOBaHHE JOKYMEHTAIIMOHHOTO OOECIICUeHUS
yIpaBlIeHUs B 00JIaCTH TOCYIaPCTBEHHON MOJUTHKU

2) CoBeplIEHCTBOBaHUE T'OCYAAPCTBEHHOW MOJUTHKU B
o0JacTi JOKYMEHTAIIMOHHOTO O0eCTieueHus yIpaBiIeHUS

3) YMeHblIeHWE BIHMSHUS TOCYAapCTBEHHOW TIONHMTUKU B
00JacTi JOKYMEHTAIIMOHHOTO O0eCTieueHus yIpaBiIeHUS

4) YMeHbIIeHNE BIUSHUS JOKYMEHTAIHOHHOTO O00ECTICUeHNUS
yIpaBleHHUs B 00JIaCTH TOCYIaPCTBEHHON MOJTUTHKHU

1.4

Jna 0ocmudicenus poccutickumu apxueamu YpoeHs, omee-
yaowe2o  NOMpPeOHOCMAM U HYHCOAM — COBPEMEHHO20
UHGOpMaAyUOHHO2O 00Uecmea, HeobX00UMO peuums ciedy-
IOWYI0 3a0a4y pa3eumus apxXugHo2o oeid ...

1) Breigenenue apXxvMBOB Kak OJHOTO W3 AJIEMEHTOB TOCyAap-
CTBEHHOI'O MEXaHU3Ma B CHUCTEME 3JIEKTPOHHOIO MpaBU-
TEJIhCTBA

2) BrigeneHue 37€KTPOHHOTO MPABUTENBCTBA KaK OJHOTO W3
3JIEMEHTOB rOCYIAPCTBEHHOTO MEXaHN3Ma B CUCTEME apXH-
BOB

3) UnTerpauusi apxuBOB Kak OJHOTO U3 3JIEMEHTOB rocyaap-
CTBEHHOI'O MEXaHU3Ma B CUCTEMY 3JIEKTPOHHOIO MpaBU-
TEJIbCTBA

4) UnTerpamus 3I€KTPOHHOTO MPABUTENBCTBA KaK OJHOTO U3
3JIEMEHTOB FOCYJapPCTBEHHOTO MEXaHU3Ma B CUCTEMY apXH-
BOB

1.5

Hnsi 0ocmudicenuss poccutickuMu apxueamu ypoeHs, omee-

yailoujeco  NOMpPeoHOCMAM U HYICOAM — COBPEMEHHO20

uHGoOpMayuoHHo20 obuecmsea, HeobXo0UMO pewums ciedy-

I0WYI0 3404y pa3zeumus apXusHo2o 0ena ...

1) ObecnieueHre MOCTENEHHOTO pa3BUTHs ApXUBHOTO (hOHJIA
P® B cOBpeMEHHBIX YCIOBUAX

2) OGecrnieyeHre MOJHOLEHHOTO pa3BUTHs ApXUBHOTO (hoHIA
P® B cOBpeMEHHBIX YCIOBUAX

3) OOGecneuenue mnonHoNeHHOTo pasutus COJ[ PD B
COBPEMEHHBIX YCIIOBHIX

4) Oo0ecneuenne mnocteneHHoro paszputus COJ[ PO B
COBPEMEHHBIX YCIOBHIX

1.6

AxmueHoe sHedpeHue 8 06ue2ocy0apCmeeHHOM Macuimabe cucmem
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9/IeKMPOHHO20 0eONpouU3800cmsea u 0OKyMeHmoobopoma, a max-

JHce  UWUPOKOMACUWMAOHAS OYUPPosKa O0KyMenmos Apxugnozo

¢onoa P® ouxmyrwom neobxooumocms co30aHUA ...

1) nentpa xpanenus snexTpoHHON nHGopmarmu (LIX3 /1)

2) uentpa oOpaOOTKM M XpaHEHUS DIICKTPOHHOW HWHQOpMAIMH
HOX3 /1)

3) meHTpa 00paboTKK M aHaNMM3a MeKTpoHHOU HHpopMmarmu (11O-
ADT)

1.7

K kpumepusm npoucxodicoenus d1eKmMpOHHBIX — OOKYMEHMO8
(coenacno npoexmy Pexomenodayuii no KOMNIEKMOBAHUIO, YUEMmY U
opeaHu3ayuyu XpaHeHus 1NeKMpPOHHLIX APXUBHLIX OOKYMEHMOS8 6
20CY0apCmeeHHbIX U MYHUYURATbHBIX APXUBAX) OMHOCUMCAL...

1) cremeHb COXpaHHOCTH JOKYMEHTOB (poHIa

2) BUJ, pa3HOBUIHOCTH 3JIEKTPOHHBIX TOKYMEHTOB

3) BpeMs 1 MECTO CO3JIaHMsI IIEKTPOHHBIX JJOKYMEHTOB

1.8

K kpumepuam cooepoicanus 21eKmMpOHHBIX OOKYMEHNO08 OMHOCUM -
cA...

1) creneHb COXpaHHOCTH TOKYMEHTOB (poHIa

2) BHA, pa3HOBHIHOCTH JIEKTPOHHBIX TOKYMEHTOB

3) BpeMsI 1 MECTO CO3JIaHUs IJIEKTPOHHBIX JOKYMEHTOB

1.9

Oxcnepmusa YeHHOCMU  3JIeKMPOHHBIX OOKYMEHMO8 8 2ocydap-

CMBEHHOM (MYHUYUNATbHOM) APXUBE NPOU3BOOUMCSL ...

1) BO BpeMsi MPOBEICHUS] MUTPAIIMHU 3JICKTPOHHBIX JOKYMEHTOB

2) mpy MOCTYTIJIICHUH B aPXHB 3JIEKTPOHHBIX IOKYMEHTOB B yIIOPSAO-
YEeHHOM COCTOSIHUHU

3) MO HWCTEUEHHH CPOKOB BPEMEHHOTO XPAaHEHMs 3JIEKTPOHHBIX
JOKYMEHTOB, TOCTYMUBILUX B apPXUB OT JTUKBUIUPOBAHHBIX Opra-
HUA3aUN

4) Bo Bcex yKa3aHHBIX CIydasix

Baok 2

YcranoBure coorBercTBUe. Kasxkaomy jieMeHTy J1€eBOro cT0101a
COOTBETCTBYeT TOJbKO OJUH 3JIEMEHT NPaBoOro. Y4rure, 4TO
OJIMH U3 3JIEMEHTOB MPABOro cTOI01A JuiHui. OTBeT K 3a1aHH-
sIM 3aNMIINTe B BHIe codeTaHus Hudp u 0yks, codaronas nocJie-
A0BaTeJbHOCTD JIEBOT'0 CT0J1011a, 63 Np0o0e/I0B M 3HAKOB Ipenu-
Hanus. Hanpumep, 1A253B

2.1

Yemanosums coomeemcmaue nonb306amenbckux ponetl noib3o-
samensi CI/] u coomeemcmsyowux um @YHKYull 6 pamkax mexmo-
JI02UUECKO20 NPOYecca (PYHKYUOHUPOBAHUS CUCTEMbI ...

Poan DYyHKUNH

1). UcnionuuTeNb A) IIpocMmotp obmIeaOCTYI-
HBIX JOKYMEHTOB
2) ApXuBUCT b) Benmenue »snekTpoHHOI
HOMEHKJIATYPbI JeT
3) [lonw3oBarens B) Hacrpoiika npaB qocrymna
K JOKYMEHTaM Ha TEKyIIeM
XpaHCHUH
I') UcnionHeHME MOKyMEHTA
1) Kontpons peructparuu
BXOJMIIUX M HCXOISIINX
JOKYMCHTOB

1T2B3A
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Pacnono:xute ciaeaymomme coobITHUSI (SIBJIEHUS, IPOLECCHI U T.11.)
B NPaBWIBHOH TOcC/aeq0BaTeJbHOCTH. OTBeT K 3aJaHHMAIM 3a-
NUIIATE B BH/E COYeTaHUS HH(P, KOTOPHIMU 0003HAYEHBI CO-
ObITUSl (SIBJIeHMS], TIPOLECCHl M T..) B NMPaBUJIbHOWH MOCJeno-
BaTeJIbHOCTH, 0e3 MpodeJIoB M 3HAKOB NpenuHanusa. Hanpunmep,
3421

2.2 pasunbhoii noc1ed08ameIbHOCbIO  0CHOSHbIX dManoé rcusuen- | 22134
noeo yuxkna SJIEKTPOHHOI' O JJOKYMEHTA saensemcs ...
1) 3agaua
2) JiBmxeHue
3) MoHuTOpHHT
4) ApXuBHOE XpaHEHHE
5) Coznanue u peJakTHPOBaHHE
baok 3 | Keiic-3a0anusn npeononazarom pabomy ¢ npeooNHCceHHbIM MEK-
cmom. Ilocne ezo npoumenusn Heo6X00UMO omeemums Ha NHO-
CMmasieHHble 60NPOCHL UTIU 6bINOIHUMb 3A0AHUA

3.1 Bsol, B cucreme DirectumRX, moiy4uin Ha 10paboTKy AOKyMmeHT, | [a
KOTOPBII MMEET YeThIpe Bepcuu. J{iisi BHECEHUsI IPABOK BbI pelIacTe
CO3/1aTh HOBYIO BEPCHIO JIOKYMEHTa Ha OCHOBE BTOPOI BEpCHH.

MoskeTe JT1 BB 3TO clIenaTh?

3.2 Brb1 HeaBHO OTIpaBIIsLIM JOTOBOP Ha cOTJIacoBaHUeE Mo perjaamenTy. | [IpaBuio corna-
Ceityac BBl co3nany 10roBOp ¢ TakuM K€ BHIOM JOKYMEHTA, HO | COBaHHS HE
yKasalli JApyryro Kateroputo. [Ipu oTmpaBKe ero Ha COrjiacoBaHHe | OBLIO CO3/1aHO
Br1 ne BUINUTC B CIIMCKE JOCTYIIHBIX PETIIaMCHTOB TOT, YTO MCIIOJIb- | IIOJ JaHHYIO
30BajM paHee. B uem npuunna? KaTErOPHIO

33 Bbl psAnoBO# COTPYAHUK U HE yCIIEBAaeTE BBINOIHUTH NOPYUYEHHE B | 3aIPOCUTH
CPOK, KaKOBBI BaIlli AeicTBHS? HPOJUICHHE

cpoka
biaok 4 | 3anummTe NpaBUJIbLHBINA OTBET

4.1 Texnonorus npeoOpa3zoBaHusi peun B TeKCT (speech-to-text), | PacnosnaBanue
KOTOpasi ou(pOBHIBAET U IEPEBOAUT B TEKCT PEUEBOI CUTHAJ | PCIH
- 9TO0...

4.2 TexHomnorus mpeoOpa3zoBaHus TEKCTa B pedb (texttospeech), | Cunres peun
KOTOpas IIO3BOJISIET O3BYYMBATh TEKCT €CTECTBEHHBIM TIO-

JI0COM, 0€3 TTOMOIIIH YE€JI0BEKa - 3TO. ..

4.3 TexHonorus, KoTopas JEIUTCA Ha JBE COCTaBJISIOIINE: HUIeH- | ['onocoBas
TU(HUKALNIO — YCTaHOBJIEHHE (TIOUCK) JTUYHOCTH IO TOJIOCY U | OMOMETpus
BepU(PUKAIUIO — TOATBEPKICHIE JIMYHOCTH 110 TOJIOCY - 3TO. ..

4.4 PacrnioznaBaHme 01HOTO cj10Ba (IOJIOCOBOM KOMaH Ibl) U3 ciuc- | PacrosnaBanme
Ka cj10B (0a3bl) -3T0 (BUJ pacrio3HaBaHUS) ... 10 3aKPBITHIM

rpaMMaTHKaM

4.5 PacnioznaBanue Bceli MpOU3HECEHHOM YeNoBeKOM (pa3bl ienu- | PacnosHasanue
KOM -3TO (BUJI pacTiO3HABAHUA) ... TI0 OTKPBITHIM

rpaMMaTHKaM

4.6 YCTpOHCTBO ONITHYECKOTO BBOJIA, IIPETHA3HAUEHHOE /71 BBoa | Ckanep
U OUM(POBKU YEPHO-OCNBIX WM LBETHBIX HM300paKeHUH, a
Tak)Ke IS CYUTHIBAHUS TEKCTa ¢ OyMaKHOTO HOCHUTEINS st
nocJieTyromein 00padoTKH ...

4.7 [IpoBepka ¥ TOATBEPIKICHHE COOTBETCTBHUS TOJIyUYEHHOTO | Bepudukanuu
1300paKeHHsI HCXOTHOMY JOKYMEHTY — 3TO 9TaIl... JAHHBIX

4.8 Cucrema I ONITHYECKOTO pacno3HaBaHus TekcTa, rae 6onee | [CR-cuctema
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AKTUBHO M CCEPLE3HO HCIIOJB3YIOTCA BO3MOXHOCTHU HCKYC-
CTBCHHOT'O MHTCJIJICKTA, B YaCTHOCTH, JId paClIO3HABAHUA PY-
KOIMUCHBIX TCKCTOB, ACKOPATUBHBIX HCIIOCTOAHHBIX HIpI/I(l)TOB

(Intelligent
CharacterRecog
nition, ICR)

4.9

Cucrema AJI OIITUYCCKOr'0 paCrno3HaBaHusl TCKCTAa C YPOBHEM

IWR-cucrema

KaueCTBa PAaclo3HABAHUs TEKCTA, TIPH KOTOpoM cuuthiBatorcs | (Intelligent

U PacCro3HAIOTCS HE OTHEIbHBIC CHMBOJIBI/TOYKH, & CBS3HBIC word .

(bpasbl HETUKOM — ... recognition,
IWR)

4. MATEPUAJIBI, HEOBXO/IUMBIE /IJIS1 OIIEHKH YMEHWIA U BJAAJIEHUI
(IMPAKTHKO-OPUEHTHPOBAHHBIE 3AIAHUSA, UCIIOJIb3YEMBIE B IEPUO/] IIPOBEJIEHUS

MPOMEXKYTOUYHOM ATTECTALIMN)

. Kon

Ne ni/m TeMbl NIPAKTUKO-OPUEHTHUPOBAHHBIX 3aIaHUI .

KOMIIETEeHINil

1 Cosznanrie ¥ UCTIOIh30BaHHE MIAOJIOHOB OCHOBHEIX BHIIOB JokyMeH- | OIIK -4, OIIK -5,
TOB Ha npeanpusTiH (Ha ocHoBe MS Word) ITK-3, T1K-5

2 Hcnionk3oBanne nHHOPMAIMOHHO-TIPAaBOBO# cuctembl "T"apant" OIIK -4, OIIK -5,
MK-3, [IK-5

3 CkaHupoBaHHE M OLU(POBKa JTOKYMEHTOB Ha OCHOBe Hcmoib3oBa- | OIIK -4, OIIK -5,
HUSI IPOTPAMMHOTI0 CPEJICTBA JIJIsi ONTHYECKOro pacrno3HaBanus Tek- | [1K-3, ITK-5

cta ABBYY FineReader

4 Cosznanue qokymMeHTOB B Directum RX OIIK -4, OIIK -5,
[K-3, I1K-5

5 Bzaumogeiictue B Directum RX OIIK -4, OIIK -5,
IK-3, IIK-5

6 CornacoBaHue 10 perjaMeHTy u cBoOojHoe coriacoBanue B | OIIK -4, OIIK -5,
Directum RX I1K-3, IIK-5

7 Jorosops! B Directum RX OIIK -4, OIIK -5,
MK-3, IIK-5

8 [Mopyuenus B Directum RX OIIK -4, OIIK -5,
[K-3, IIK-5

9 Pabota B apxuBHOit cucreMe KAVUCA-Apxus OIIK -4, OIIK -5,
MK-3, IIK-5
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MATEPHAJIHI VI BBIIIOJTHEHUSA ITPAKTUKO-OPUEHTUPOBAHHEBIX 3AJJAHUI:

3aganue Ne 1. Co3ganue u HCIOIb30BaHKE MIAGJJOHOB OCHOBHBIX BHIOB JOKYMEHTOB Ha
npeanpuaTuy (Ha ocaose MS Word)

Coznats madnon ®OPMVYIISIPOB CITPABKU ¢ npoioibHBIM U YTTIOBBIM PacIio-
JIO’)KEHUEM PEKBU3UTOB C BOZMOYKHOCTBIO 3aITOJIHATH UX B JICKTpoHHOM BH/e. [11abnoHb! He-
obxonumo coxpansaTh Ha cBoeM Hocutene (HE PASMEIIATH B OBIIMX IABJIOHAX!!!).
Jl1st co3aBaeMBbIX Ma0JIOHOB HEOOXOIMMO YCTAaHOBHTH MTApaMeTPhl CTPAHUIIBI JTsI OJIAHKOB
pa3mepa A4 u cootBeTcTBYIOMMH MoysiMH (B cooTBeTcTBUU ¢ [OCTom P 6.30-2003). Bei-
00p BUJA DJIEMEHTOB YIIPABJICHUS AJI OPraHU3aIlMU HHTEPAKTUBHOIO MOJIs B I1abI0OHe
JIOKYMEHTa OTIPEAEISAETCS CTYACHTOM CAaMOCTOSITENTFHO (C BO3MOYKHBIM MOCIEAYIOIIUM €r0
000CHOBaHUEM IIPH CAAaY€) U JOKHO COOTBETCTBOBATH MECTaM BBOJIa HE TUIIOBOTO TEKCTA B
JIOKYMEHTE.

3apanmne Ne 2. cnoJib3oBanne nHGOPMaLMOHHO-NIPaBOBOii cuctembl ""T'apant"

BrInoaHUTh yKa3aHHbBIC 3a/1aHUS U TUCbMEHHO OTBETUTh Ha CJIEAYIOIINE BOIIPOCHI,
cBsi3aHHbIC ¢ ucnoyb3oBaHueM cucteMbl «I'’APAHT» no teme «PABOTA C IOKYMEH-
TOM U CITMCKAMU JOKYMEHTOBY.

1. Haiinute u otkpoiite TpynoBoil koaekc Poccuiickoit @eaepaunn. B kakom HoMepe
«Poccuiickoil razersd» ObUT OIYOIMKOBAaH JaHHBIA JOKYMEHT

2. IlocTtaBbTE TOKYMEHT Ha KOHTPOJIb.

3. Ha xakoii cpok Hajlaraercs JUCIUILIMHAPHOE B3bICKaHUE?
B kakoii ctaTbe cOIepKUTCS OTBET HA BONPOC?
VYcraHoBUTE Ha 3Ty CTAThIO 3aKia/IKy, Ha3BaB ee Jucyunaunapuoe é3vickanue. OTKponTe
CCBUIKY Ha JHUMKJIONEIUHM TT0Cie HallZieHHOH cTaTtbu. [lo3HakoMbTeCh ¢ O100pKOI cye0-
HBIX PEIICHUH MO BOMPOCY CHATUS TUCHUILIMHAPHOTO B3bICKaHMs. [1o ucTeuennu roquyHoro
CpOKa Mociie BRIHECEHUS AUCIUITMHAPHOTO B3bICKAaHUS 00s513aH i1 paboToaaTesib 0pOPMIISThH
KaKHe-TM00 JTOKYMEHTBI O €r0 CHATHU?

4. IlocTpoiiTe CIIUCOK TOKYMEHTOB, KOTOPBIE CChIIAIOTCS Ha cTaThio 194 (ykaxute
KOJIMYECTBO JOKYMEHTOB): CKoJbKO cpeay HUX cTaTei?

5. Haiinure craTteio noa HazBaHueMm « CpOUHBIM Tpya0BOi qoroBop». Kakoil y Hee
HOoMep? Coxpanu-
T€ 3Ty CTaThIO B (aiin nox umeHem Cpounwlii 002060p.

6. Haiimure penakuio 1oKymMeHTa, kotopas aeiictsoBana 1 urons 2018 r. Kakos me-
pUOJ IEUCTBUS 3TOM pelakuuu’? Ckoubko pe-
JIAKIMI TaHHOTO JOKYMEHTA CYIIEeCTBYET (BKIIOYAsi peaKIMK, HE BCTYIIHUBIINE B CUITY)?

3aganmne Ne 3. CkanupoBanue u onngpoBKa JOKYMEHTOB HA OCHOBE HCIOJIb30BAHMS
NMPOrpaMMHOI0 CpeACTBa AJI oNTH4YecKoro pacnosnapanns tekcra ABBYY FineReader

OTckaHMpoBaTh YKa3aHHYIO CTaTbIO U3 J)KypHala, BBIAAHHOIO MperoaBaTesieM. B cratee
KpOMeE TEeKCTa He0OXOAMMO PAacIO3HATh ellle JBa TUMa 0OBEKTOB: TabuIa U n3oopakenue. Js
JTAHHOM CTaThbU HEOOXOMMO cOo371aTh HOBBIN TokyMeHTa FineReader u coxpanuts ero y ce6s
Ha (nenr-Hocutene. OTCKaHUPOBAHHBIE CTPAHUIIBI HEOOXOIUMO JOOABHUTH B 3TOT JOKYMEHT
FineReader, npoananu3upoBatk 1 pacrno3HaTh €ro, pe3yjabTaT He0OX0IMMO COXPAaHUTh B
nokymeHnte Microsoft Word u mpuBecTH ero B COOTBETCTBUE C OPUTHHAIIOM, TO €CTh
0T($hOpMaTUPOBATH PACTIO3ZHAHHYIO CTAThIO, COTJIACHO HCXOJHOMY, IPEACTAaBICHHOMY B XYp-
Haie, popmary.
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3ananne Ne 4. Coznanue 1okymeHToB B Directum RX

Boiigute B cucremy Directum RX nox noruHom MeHemkepa o mpojiaskam 1 apoJieM, Bbl-
JIaHHBIM MpenojanareieM. B mpoBoIHUKE MEHEKEPA IO POIakaM nepernauTe B nanky «s3-
O6panHoe». Co3paiiTe JOKYMEHT ¢ TUTIOM «Bxosiiee nmucbMoy.

1. CpaBHuTe HaOOp NOJIEH B KAPTOUKE HOBOI'O JIOKYMEHTA U PaHEE CO3JaHHOIO
nokymenTa «ILman nponax Ha 2021 r.» ¢ Tunom «IIpocToit nokymeHnT». ObpaTuTe BHUMaHHE,
4TO HaOOP IMOJIeH B KAPTOUKE JOKYMEHTA 3aBUCUT OT €r0 THIIA.

2. B xapTouke HOBOIr'0 IOKyMeHTa ¢ TUIIOM «Bxozsmiee nucemo» 3anonnute noise Co-
neprkanue 3HaueHueM «llo orcpouke mnarexa», ykaxure koppecnongenta OOO «Pycckuit
KpeMHUi». OObpaTuTe BHUMaHKE, YTO 3HaUYeHUE N0 MIMs 171 JOKyMEHTOB JaHHOTO BUJA
(dbopmHpyeTcss aBTOMAaTUYECKH 110 OCHOBHBIM PEKBH3HMTAM JIOKyMEHTa (HaCTPOHKY
aBTO(OPMHUPOBAHUS UMEHH ISl TOKYMEHTOB OIPEAEICHHOTO BU/Ia TPOU3BOAUT aIMHUHHUCTPA-
TOp)

3aganue Ne 5. Bzaumoneiicteue B Directum RX

Cucrema Directum RX aBTomaTtusupyer B3auMOAEHCTBUE COTPYTHUKOB € IIOMOIIBIO
3anad. Boiinure B cucrtemy Directum RX nos HeoOX0iMBIM JIOTHHOM M TIApOJIEM (M3 BBIIAHHBIX
TperojjaBaTesieM) B COOTBETCTBUY C BBIIOJIHAEMOM 3aaueil. HacTpoliKy BeIOIHEHMS Kax 10 3a-
Ja4d HeoOXOIUMO MPOIEMOHCTPUPOBATS IperoaaBarelo B cucteMe Directum RX.

1. PykoBoauTens oTAena NpoAax 3anpaliuBaeT y MeHeIKepa HHPOPMALIUIO 10 OJJHO-
My U3 KOHTPareHToB. /[yt 3Toro oTnpasiiseT IpoCTyIO 3a/1ady CO CPOKOM 2 JTHS.

2. MeHemxkep oTies1a Ipoax MoyyaeT 3ajjanue. BHocut Heo6xoauMyro uHpopma-
LIUIO B TEKCT 3aJjaHMsI U BBIIIOJIHSET €rO0.

3. PykoBoauTenp noydaeT 3alaHie Ha npueMky. IIpunHumaer paboTy.

3apanue Ne 6. CoritacoBaHue 1o perjiaMeHTy U cBoGoaHoe coriiacopanue B Directum RX

B opranuzanuu MoXeT ObITh YCTaHOBJIEH ONpPEAENICHHBIA MOPSIOK MOATOTOBKH WM
00pabOTKHU Ui pa3IMYHBIX BUAOB JOKYMEHTOB (MCXOISIIMX MUCEM, IOTOBOPOB, CIIY>KEOHBIX
3anucokK). Takoi MopsiIoK MOKET BKJIIOYATh B ce0sl COrNlacOBaHHE JOKYMEHTa HECKOJIbKUMU
COTPYJIHHUKaMHU, €ro MOCiIeIyollee NOAIIUCaHUEe, PErUCTPalUIo, OTIIPAaBKY JOKYMEHTa KOHTp-
areHty u T.1. /i aBTOMaTr3anuy JaHHbBIX MpoleccoB B cucteMe Directum RX npemgycmoTtpe-
HO COTJIaCOBAHME IO PErJIaMeHTy. 3aJauyd Ha CBOOOJHOE COrJIacOBaHUE NPEJHA3HAUYEHBI [
MPEIBAPUTENILHOTO COTIacoBaHUsl O(UIMATBHBIX JOKYMEHTOB M COTJIACOBAHUSI BHYTPEHHUX
pabouux 1okyMeHTOB. [Ipr cBOOOAHOM COTIIACOBAHNU MHUIIMATOP CAMOCTOSATEIILHO OIpeIeNsi-
€T KpYT COTJIacyIOIIUX U CPOKH COTTIACOBAHHUS.

Boiimure B cucremy Directum RX 1o Heo0X0[MbIM JIOTHHOM U MaposieM (13 BbIIAHHBIX
Mpero/iaBaTesieM) B COOTBETCTBHHU C BBIOJIHsIEMOM 3aqauell. HacTpoliKy BbIOIHEHUS KaXI0i 3a-
Ja4d HeoOXOIUMO TPOIEMOHCTPUPOBATS IperoaaBarelto B cucteme Directum RX.

1. ITo uToram neperoBOpPoB € 3aKa3YMKOM MEHEKEp OT/eNa MPOJaxk CO3aeT B CU-
cTeMe MPOTOKOJ (BbIOMpaeT TuIl JoKymeHTa «IIpocToit ToKyMeHT» U CO3/1aeT BEpCHIO U3
mabsoHa), UKCUPYET B HEM CITUCOK YYaCTHUKOB, 00CY>K/1aeMble BOIIPOCHI U IPUHATHIE
pelIeHusl.

2. OTnpaBiiseT CO3/IaHHbIN TOKYMEHT 3aJaueil Ha CBOOOIHOE COTJIacOBaHKE 3aUHTEpe-
COBaHHBIM COTPYIHUKAM (PYKOBOJIUTEIIO OTAENA MPOJaK U CEKpeTapro-pedepeHTy).

3. PykoBoauTenpb oT/Iea NPoIaxk MoTyvaeT 3aJaHue Ha COTJIacOBaHUE, N3ydaeT
BJIO’KEHHBIN JOKYMEHT, OTPABJISIET €r0 Ha JOPA0OTKY C YKa3aHHEM CBOMX 3aMEUaHUU B
KapTOUKe 3aJJaHusl.

4. MeHnemxep noaydyaeT yBEJOMIIEHHE O TOM, UTO €ro JOKYMEHT OTIIpaBJIEH Ha J0pa-
0OTKY.
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5. Cekperapb-peepeHT BBIOTHSAET CBOE 33aJaHHE Ha COTIacOBaHHE JOKyMEHTa. Y
Hee 3aMEeYaHUN K JOKYMEHTY HeET.

6. Menemkep noiayvaer 3aJaHue Ha J0padOTKy TOKyMeHTa. M3yuuB 3ameuanus pyko-
BOJIMTEJIS, OH CO3/1a€T HOBYIO BEPCHIO, BHOCUT B HE€ HEOOXOIMMbIE TOPAOOTKU U BBIMOTHSIET
3aJlaHue C pe3yabTaToM «VIcrpaBieHo.

7. Ha BTOpOM KpyTe coriacoBaHus 3aJjaHie MPUXOAUT TOJILKO PYKOBOAUTENIO OT/EIa
npoaax. Ha 3ToT pa3 y Hee HET 3aMeUaHuii, OHA BBIMIOJHSACT CBOM 33JJaHHS C PE3yJIbTaTOM
«CormnacoBaTh.

8. MeHemxep MOIy4aeT U BBITOIHACT 3a/1aHie ¢ TeMOi «CoracoBanue 3aBEpIICHO:»

3apanne Ne 7. Jorosopsi B Directum RX

Directum RX nogaep:xkuBaeT NOJHBIA LUK pabOTHI C JOrOBOPAMHU, MPUIOKEHUSIMH U
JIOIIOJTHUTEIbHBIMH COTJIALIEHUAMU: OT CO3JaHMS IIPOEKTA TOKYMEHTA 1O €r0 YTBEPKICHHUS.
[To3BonsieT chopMUpPOBATH TOTOBOPHOM TOKYMEHT KaK Ha OCHOBE CYIIIECTBYIOUIETO TOKYMEH-
Ta, TaK W C TMOMOIIBIO THUIOBOro mabioHa. CoriacoBaHue M TOANMCAHHME JIOTOBOPHBIX
JTOKYMEHTOB BBITIOJIHSIETCS € IOMOIIbIO0 HACTPOEHHBIX PErVIAMEHTOB, KOTOPBIE MOTYT BKJIKOYaTh
B ce0s1 9Tambl OTIPABKU JOKYMEHTOB KOHTPAreHTY M KOHTPOJIS KX BO3BpPAaTa, B TOM YHCIIC Yepe3
CepBUCHI 0OMEHA JIEKTPOHHBIMH IOPUANYECKU-3HAYUMbIMU TOKyMeHTaMu. [l y1o0Hoit pa-
OOTBI C IOTOBOPHBIMU JIOKYMEHTAMH UCIIOJIb3YHUTE CIIUCKU MOJYJIsS «J[orOBOpBI».

Boiigure B cucremy Directum RX nox HeoOXoauMbIM JIOTUHOM U ITaposieM (U3 BbIAaHHBIX
MPENo/IaBaTesieM) B COOTBETCTBUM C BBIMIOIHsIEMOM 3a1aueii. HacTpoiiky BBINOTHEHUS Kax 101 3a-
Jlaul HEO0OXOAMMO MPOIEMOHCTPUPOBATH MperoaBaTento B cucreme Directum RX.

1.. OtmpaBbTe CO3/IaHHBIN JIOTOBOP HAa COTJIaCOBAaHUE IO PEIJIAMEHTY.

2. B paMkax cO31aHHOM 3a/1a4d IPOUJIUTE TANbl U BBHIITOJIHUTE COOTBETCTBYIOLINE
3aJ1aHUA:

e CorjacoBaHue JOKyMEHTa pyKOBOJIUTEIEM HHUIIMATOPA;

e [leuaTh 1 epegava JOKyMEHTA HA MOJIIHCH;

e [lonnucanvie TOKyMeHTa;

e Peructpanus 10KyMEHTa;

e OTnpaBKa JOKyMEHTa KOHTPAareHTy

3ananue Ne 8. ITopyuenus B Directum RX

B xoMnaHusx ¢ uepapxudeckoi CTpyKTypoi U (hopMan30BaHHBIMH IIPOLIECCAMU PAC-
MOPSKEHUS ¥ PE30JIIOLUU PyKOBoAUTENeH odopmiisitoTes B Buae nopydyenuid. [lopydenus co-
3JIAI0TCS JUIsl UCIIOJHEHMS IIPUKA30B U PACIOPSKEHUM, PEIIEHUH COBELIaHUM, PE30JIFOLUM 110
BXOJILINM JIOKYMEHTaM U CIY>K€OHBIM 3alliCKaM, a TAaKKE€ YCTHBIX yKa3aHUU PYKOBOJCTBA.
st coznanust mopyuyenuii B cucreme Directum RX ncnosb3yercs Tuml 3a1a4u Ha UCTIOJIHEHHE
MOPYYEHUS.

Boiinute B cuctemy Directum RX noa HeoOX01MMbIM JIOTHHOM U TIapojieM (U3 BbIIAHHBIX
MIPETo/IaBaTesieM ) B COOTBETCTBUM C BBITIOIHIEMOH 3aa4eid. HacTpoiiKy BBIMOTHEHNMS KXI0M 3a1a-
Yy HEeoOXOIUMO MPOIEMOHCTPUPOBATH IpenoaBareito B cucteme Directum RX.

PykoBoauTens oprannsanuu BblAall MOPyUYEHUE O pa3padOTKe TUIIOBOTrO IlaHa o0y4e-
HUS COTpyAHUKOB. [lopydeHHe BbIIaHO pYyKOBOIUTENO OTAena npojax. Cpok — A0 KOHLA
cienyromend Henenu. OTAENbHBIX YKa3aHUH O TOM, KTO OyJIeT KOHTPOJIUPOBAaTh MOPYUYEHHE,
PYKOBOIUTEND HE JAJ.

1. Cekperapb co37aeT W OTIpaBISECT 3aJadyy Ha HCIOJHEHUE 3TOT0 IMOPYYEHHS.
KoHTposb HCIIOTHEHUSI HOPYYEHHUS OCTaBIISAET 3a COOOiA.

2. Tak Kak CpOK I10 IOPYUYEHHUIO IOYTH UCTEK, CEKPETaph MPOBEPSIET — HA KAKOM 3Tarie
HaxonATcs paboThl. /11 3TOTr0 OH 3ampaiinBaeT OTYET 110 UCIIOTHEHUIO OPYUYECHHUS.
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3. PykoBoauTens oT/€Na IPOJaXK BBINOIHSIET 3aJjaHUE Ha MIPEIOCTABICHUE OTYETA 110
WCIIOJTHEHUIO TOPYYEHHUSI, YKa3aB B 1osie Omuem no mekyujemy coCmosHu pabom no nopyde-
HUI0, YTO B CBSI3H C BBICOKOH 3arpy3Koi e11ie He MPUCTYIAJ K BHITOJIHEHUIO IOPYUYEHHUS, HO IJ1a-
HUPYET 3aKOHYUTH PaOOTHI B CPOK.

4. Cekperapb IPUHUMAET OTUYET MO UCTIOTHEHUIO MOPYUYCHHUS.

5. Ilocne pa3paboTku JOKYMEHTa pyKOBOJAUTENb OT/AENa MPOIaXk BCTABIISIET CChUIKY Ha
Hero B Pezynvmamul ucnonnenus 00JaCTH BIOXKEHUH, 3a110JHAET osie Omuem no ucnoiHeHuo
nopyyYeHus M BBITIOJIHSIET OpyUYCHUE.

6. Kontpouep (Cekperaps) npuHIUMAaeT paboThI IO MTOPYICHUIO

3ananmne Ne 9. PaGora B apxusHoii cuctreme KAUCA-Apxus
Ha ocHoBe BhIJaHHBIX MpEIoiaBaTeIeM MaTepHaioB MPOIEMOHCTPUPOBATH Pa0OTy MO

co3aaHuio (pOHIOB, ONHUCEH U eTUHUIL XpaHeHus B apxuBHOU cucteMe KACA-Apxus
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JINCT USMEHEHHH B ®OC 110 JUCHUILJIUHE

B ®OC no puciumsinHe BHECEHBI CIEAYIOIINE U3MEHEHUS:

PexBu3uThI
o Homep
YueOHbIii NMPOTOKOJIAa . .
pasjeia, Coaep:xanue u3MeHeHHi U 10TOJTHEHUIT
roj Yyenoro coBe-
a nojapasaeJia
2024/2025 | IIpoTtoxos Ne bes usmenenuit
11 ot
27.05.2024
2025/2026 | IIporokoi Ne 8 be3 u3menenmit
ot 26.05.2025
2026/2027 | IIpotoxoin Ne JlopaGoTaHbl TECTOBBIC 3aaHUS
10 ot
25.05.2026
2027/28 ITpoTokomn Ne
JUL.MM.TTIT
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