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1. Ileau 1 3a1a4u OCBOEHUSI AUCIHUILINHBI

Lenbr0 OCBOEHUS TUCIMILINHBI «J{0KyMEeHTallMOHHOE 00eCTIeYeHHE U IeTIOIPOU3BOJICTBO
B T'OCYJAapCTBEHHOM M MYHHUIIUIIAIBFHOM YIIPABJICHUU» SIBISETCA cHOPMUPOBATH y CTYICHTOB
3HaHUE OCHOB YIPABJIECHUS JOKYMEHTUPOBAHHON HH(POpMaLMel, BKIIOYasi TEOPETUUECKNE 3HAHUS
0 JIOKYMEHTE M HOCHUTENIAX MH(OpMAIMM, NMPAKTUUYECKUE HABBIKU I10 BBIIIOJHEHHIO OCHOBHBIX
omnepanuidi ¢ JOKyMEHTaMH B JEJONPOM3BOACTBE OpraHM3alKd, OCOOEHHOCTH paboThI C
OpraHU3alMOHHO-CIPAaBOYHBIMHU JIOKYMEHTAMHU, OOpaIIeHUsIMHU TPaX1aH, KOH(OUACHINAIbHBIMU
JIOKyMEHTaMH.

3ajauaMu  M3y4YeHUs ~ AMCUMIUIMHBL  «JloKyMeHTanuMoHHOoe  o0ecredeHue |
JIEIIONPOU3BOJICTBO B FOCYAAPCTBEHHOM Y MYHHIIMIIAJIBHOM YIIPABJICHUN SABJISIFOTCS:

— copmMupoBaTh NOHMMAHHUE CTYJEHTAMM JIOTUYECKHM BEPHOIO U apryMEHTHPOBAHHOIO
JOKYMEHTUPOBAHUS  YNPABICHYECKOM  JEATEIBHOCTH, OCYIIECTBICHHUS  JIE€JI0OBOU
MEPETHUCKH;

— O3HAKOMWTH CTYJEHTOB C TEOPETUYECKMMH M METONOJIOTMYECKHMMH OCHOBAaMH,
HOPMaTUBHO-TIPAaBOBOW 0a30i TOKYMEHTAlMOHHOI'O O0ECIICUEHNUs YIIPaBICHUS;

— BBIIBUTb OCOOCHHOCTH NPHUMEHEHHs] TEXHOJOIMH CO3JaHusl JOKYMEHTOB, MCIIOJIb30BaTh

HX B HpaKTI/I‘lCCKOﬁ JACATCIIbHOCTH.

2. MecT0 IMCHUIIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM NPOrpaMMbl

HucuuruinHa — «/loKyMeHTalmoHHOe  oOecrieyeHue U JEJONpPOM3BOJACTBO B
rOCyJapCTBEHHOM M MYHHIMIIATbHOM YIPABICHUU» OTHOCUTCA K JTUCHMILIMHE 00s3aTelbHOM
yactu Onoka bl «/lucuumumusl (Moxynu)» yudeOHoro ruiaHa, cormacHo ®I'OC BO pns

HarpaBieHus moaArotToBku 38.03.04 I'ocynapcTBEHHOE U MYHHUITUTIATBLHOE YITPaBJICHUE.



3. [lnannpyeMble pe3y/ibTaTbl 00y4eHus

Koa v nanmenoBanue

Koa n HauMeHOBaHUe HHAUKATOPA 10CTHKEHUSI

Iliianupyemble pe3yibTaThl 00yUeHUs

KOMIIETEHIMH komnerenuun (MJAK)
OIIK-4 3HaTh: rOCyJJapCTBEHHOE PETYJIIUPOBAHUE
Crniocoben JOKYMEHTAIIMOHHOTO 00ECTIeYeHUs yIIPaBIICHUS B

pa3pabaThIBaTh MPOEKTHI
HOPMATHUBHBIX TPABOBBIX
aKkToB Bcdepe
pohecCHOHATLHOM
NESITeNIbHOCTH,
OCYIIECTBIISITH HXIIPABOBYIO
U QaHTUKOPPYIIIMOHHYIO
IKCIIEPTHU3Y, OLICHKY
PEryJIupyIIero
BO3JEHCTBUS UTIOCIIECICTBUIA
UX IPUMEHEHHUS

NOIIK-4.2 JlemoHCTpUpYeT 3HAHUS 0A30BBIX MOJOKCHUMA
Y KaTeropuil HOpMaTUBHBIX [IPAaBOBBIX AKTOB,
pPerylnupyromux NpoeCCUOHATIBHYIO JESITEbHOCTD
MPUMEHUTEIHHO K CUCTEME TOCYAAPCTBEHHOTO U
MYHUIIMIIAJIBHOTO YIPABIEHUS; YMEHUE TPAMOTHO U
KOPPEKTHO aHAJIM3UPOBATh U IPUMEHSATDH [TPABOBbBIE
HOPMBI B ITPAKTUYECKON ITPOdhecCHOHATBHOM
JESITEIIbHOCTH

roCyJapCTBEHHBIX U MyHULIUITIAJIbHBIX OpPraHu3alusix;
COBPEMEHHYIO OpPraHU3alHIo0 TOKyMEHTO000pOTa B
opraHax rocyJapCTBEHHOM BJIACTH U OpraHax MECTHOI'O
CaMOYITpaBJICHHS U TE€HJIeHIIUMU ucnoias3oBanus UKT;
OpraHU3alMI0 ONIEPATUBHOTO XPAHEHUS JOKYMEHTOB B
TEKYIIEM JEJIONPOU3BOJACTBE U OATOTOBKY JIOKYMEHTOB
K [lepe/iaye B BEIOMCTBEHHBIN apXuB (BKIIOUYas
9KCIIEPTU3Y LEHHOCTH JOKYMEHTOB, 0(pOpMIIEHUE JEIl,
COCTaBJICHHE OMUCEi); OCHOBHBIE HAyYHBIE U
npakTHyeckue npobdsnemsl opranuzanuu J10Y u
TEHJECHUWHU Pa3BUTHS JAJIONPOU3BOICTBA B




OIIK-5

Crnioco0eH HCIoIbp30BaTh
B Mpo(ecCHOHANBHOI
JeATEIILHOCTH
UH(POPMALMOHHO-
KOMMYHUKAIIHOHHBIE
TEXHOJIOTUH,
TOCY/IapCTBCHHBIE U
MYHHIIUATATBHBIC

I/IH(1)OpMaI_II/IOHHBI€ CHCTCMBI,

IPUMEHSTH TEXHOJIOTHH
JJIEKTPOHHOTO
NPaBUTENILCTBA U
IPEe0CTABICHHS
rOCyJapCTBEHHBIX
(MyHUIIUTAJIBHBIX) YCIYT

HOIIK-5.1 Ucnons3yeT B mpodeccHoHaATbHON
JEeSTENIbHOCTH UH(POPMALIMOHHO-KOMMYHHKAIIMOHHbBIE
TEXHOJIOTHH, TOCYJapCTBEHHBIEC 1 MYHULIUITAJIbHBIE
UH(OPMaILIMOHHBIE CHCTEMBbI

MK-5

Brnaners ocHoBaMu
o0ecrnieueHus
UH(POPMALIMOHHOM
0€30MacHOCTH B OpraHax
BJIACTH U PETYIMPOBAHHUS
BOTIPOCOB, CBSI3aHHBIX C
00paboTKOIl U 3aIUTOM
HIePCOHATIBHBIX TAHHBIX
TOCYapCTBEHHBIX
MYHHIIATATBHBIX
CITy)KaIIX

NIIK-5.2. Beinonssier npodeccuoHanbHble
3aJa4u Mo paboTe ¢ NepCOHANbHBIMM JJAHHBIMU Ha
OCHOBE 3HAHUS TIPABUII UX 3aIUTHI.

HNIIK-5.3. OcymecTBiser 00paboTKy
NIEPCOHATBHBIX JaHHBIX B COOTBETCTBUU C

roCy1apCTBEHHOM allapare yrnpaBICHHS.

YMeTb: COCTaBIIATh U OPOPMIIATH YIPABICHYECKHUE
JIOKYMEHTBI, B TOM 4YMCJIE HOPMaTUBHBIE U
MH(POPMALIMOHHO-CIIPABOYHBIE, B COOTBETCTBUHU C
TpeOOBaHUSMH MIPABOBBIX aKTOB U CTaHAAPTOB;
pa3buparbcs B COBPEMEHHBIX CHCTEMax
JIOKyMEHTO000pOTa, IPaMOTHO HCIOJIb30BaTh NOUCKOBBIE
BO3MOKHOCTH JJaHHBIX CUCTEM; COCTaBJISTh
KJaccU()UKAMOHHBIE CIIPAaBOYHUKH (HOMEHKJIATypa /e,
KJIacCU(UKAaTOPBI PAa3JIMUHBIX BUJIOB, IEPEUHU
JIOKYMEHTOB CO CPOKaMU XPaHEHUS).

Baagers: HaBbIKaMM IOATOTOBKH JIOKAJIBHBIX aKTOB,
CBSA3aHHBIX C BHYTPEHHEH JESATEIBHOCTHIO OPraHU3aliy B
YCIIOBHSAX Iepexojia Ha 6e30yMaKHbIe TEXHOJIOTHH;
TEXHOJIOTHSIMU IIPHUEMa, UCIIOJIHEHUS, OTIIPABKU
JOKYMEHTOB B TPAJULIMOHHBIX YCIOBUSX U B YCIOBHSX
paboTtsl ¢ npuMmenenueM cpeacts UKT; npaBunamu
UCTIOJIB30BaHUS PA3IMYHBIX HOCUTENICH HH(OPMAIIH JUIs
JOKYMEHTHUPOBAHUs YIIPaBIEHYECKUX (QYHKIUI OpraHoB
roCyJapCTBEHHOM BJIACTH U OPIaHOB MECTHOTO
CaMOYIIPaBIICHHUS.




4. CTpyKTYypa " coaepkaHue TUCHUILIUHBI (MOYJIs1)

4.1 O0beM IMCHUIIMHBI U BU/bI y4eOHOH padoThI

Buabl yueOHol padoThl

O0BeM B yacax

OO01mmas Tpy10eMKOCTh TUCIIUTUTHHBI

108 (3 3a4eTHBIX eTMHHUIIBI)

oOyuJaromerocs

KonrakTHas paboTta oOyqarommxcs ¢ 30
npenojaBaresieM (BCero)

AynmutopHast paboTa (Bcero), B TOM YHUCIIe: 30
Jlexumn 8
CeMuHapbl, NPaKTUYECKUE 3aHATHUS 22
JlabopaTopHblie paboThI -
Bueayauropnas padota (Bcero): 8
B TOM YHUCJIC: -
KOHCYJIbTAIMS 10 AUCIUIIIINHE

CamocrosTenbHas paboTta o0yyaronuxcs (BCero) 8
Bua npomexyTo4uHOM aTTecTauuu 3ader




4.2 TemaTH4ecKU#d IJIAH TUCIHUILIHHBI

HaunmeHoBaHue Buabl yueOHoi1 padoThl, BKIOYAS Komnere
pa3/ieJioB M TeM CaMOCTOAITEIbHYIO Pa0oTy 00y4aroLuXcs U HIMH
TPYAOEMKOCTh (B Yacax)
Bce N3 Hux Camo | Kypco | Konrpo
ro ayIMTOpPHbIE crosi Bast JIbHAsA
= 3aHATHSA Teab | padora | padora
5 = Hasl
5 =
= o = ®| pa6o
%) 2 s =
(@) = X H= Ta
S| & E| £ E
= (=] F
IR
2l =8| .
A =] a
= S & E §
c g2
= 5 &
2.
=
Tema 1. Ucropus 7|12 | 2 - - 10 - - OIIK-4
pa3BUTHUs OIIK-5
JIEJIONIPOU3BO/ICTBA B [1K-5
Poccun.
Tewma 2. Ponb 7112 |1 - - 11 - - OIIK-4
JIEJIONIPOU3BOJICTBA B OIIK-5
yIPaBJICHHH. I1K-5
Tema 3. ®opmupoBanmne | 7 | 12 |1 - 2 9 - - OIIK-4
U BEJEHUE OIIK-5
JIOKYMEHTO00O0poTa B I1K-5
OpraHu3aLMH.
Tema 4. Knaccudpukauuu | 7 12 | 1 - 2 9 - - OIIK-4
JOKYMEHTOB: BU/JIBI, OIIK-5
(GyHKIIUY U TpaBuia I1K-5
odopmiieHusl.
Tema 5. PexBuzutol 7112 |1 - 2 9 - - OIIK-4
oUIHaTBEHBIX OIIK-5
JOKYMEHTOB M IPABUIIA I1K-5
uX 0pOpMIICHHSI
Tewma 6. Opranuzanmus 7 14 | 1 - 4 9 - - OIIK-4
OIIEPAaTUBHOI'O XPaHEHUs OIIK-5
Y UCIIOJIb30BaHUs I1K-5
JOKYMEHTOB.
Tema 7. JlenoBas 7116 |1 - 6 9 - - OIIK-4
IIEPENUCKA U SA3BIK OIIK-5
YIPaBICHUYECKUX I1K-5
JIOKYMEHTOB.
Tema 8. DnekTpoHHBII 7| 18 | - - 6 12 - - OIIK-4
JTOKYMEHTOOOOPOT. OIIK-5
I1K-5
HToro no aucuunjiInge 108 | 8 22 8




4.3 Conepxanue IMCHUILIHHBI

Tema 1. UcTopus pa3Butus aejaonpousojacrsa B Poccun.

Hcropuss oredecTBEHHOro JenonpousBojactBa. CKianblBaHWE CHUCTEMBI IIPaBOBOM
JIOKyMeHTauu. J{enonpon3BoacTBO AOPEBOMIOIIMOHHON Poccuu (mprkasHoe Ae10pou3BOACTBO,
KOJUJIEXKCKOE JI€JIONPOU3BOJICTBO, MCIIOJIHUTEIBHOE JIEJIO0IPOU3BOJCTBO). Jlenonpon3BoacTBo B
coBerckyto 3moxy (1917-1991 rr.) Enunas rocymapcTBeHHas CHCTeMa JEJIOMPOU3BOJICTBA.
Jenonpoun3BoicTBO B COBpeMeHHOM Poccuu.

Tema 2. Posib ge10npou3BoacTBa B YIIPaBJICHUH.

[Ipenmer, conepkanue u 3agaun Kypca. OCHOBHBIE MIOHATHUS U ONPEAEIEHUS: TOKYMEHT,
JEJIONPOU3BOJCTBO, JOKYMEHTOBEJIEHUE, JOKYMEHTAllMOHHOE OOecredyeHrue YIpaBlICHUS,
JOKYMeHT0000poT, pekBu3uThl, [[OCT. Ctannaptu3zanus Jenonponu3BoACTBa. 3aKOHOIATEIbHOE
peryinupoBaHue JeJI0NPOU3BOJICTBA: 3aKOHBI 00ILEro AEUCTBUS U MO/I3aKOHHBIE AKTHI.

Tema 3. ®opmupoBaHue U BeeHHe JOKYMEHT0000pOTAa B OPraHU3allUM.

JIOKyMEeHTOOOOpOT, TIOHATHE, OCHOBHBIC TpPeOOBaHUS K €ro0  OpraHHW3aIUH.
JIOKyMEHTOMOTOKH, WX aHajdu3 M COBeplIeHCTBOBaHME. Knaccudukanus HOKYMEHTOIIOTOKOB:
TOPU3OHTAJIbHBIE, BEPTUKAIbHBIE, BOCXOJAIIME, HUCXOJALIUE, BXOIAUIME, HCXOASAIIME U
BHyTpeHHue. lloacuer obbema nokyMeHTOOOOpoTa. 3HaueHue oObeMa JOKYMEHTOO0OOpOTa.
OcHoBHBIE J3Tambl paboOTHl ¢ JOKyMeHTamu. llepBoHauanpHas 00pabOTKa MMOCTyMAOIIeH
KOPPECIOHJIEHIINH, COPTHUPOBKA JOKYMEHTOB M HX IpeaBapuTenbHas perucrpauus. [lopsmox
OPOXOXKJICHHUS BXOAAIIMX M BHYTPEHHHUX JOKYMEHTOB. Perucrpanus ciy>keOHBIX JIOKyMEHTOB,
INPUHLMIIBI perucTpanuu. JJokyMeHThl, noanexamue o0s3arenbHol peructpanuu. MHaekcanus
JOKYMEHTOB. DOpMbI perucrpauuu A0KyMeHTOB. CrpaBOUYHO-MH(POPMAIMOHHBIE KAPTOTEKH.
Opranuzanys UCHOJHEHUS] JOKYMEHTOB. CpOKHM HCIOJIHEHMS] JOKYMEHTOB. DOpMBI KOHTpPOII,
aHaJIU3 UCTIOJIHUTENbHON pabOThl M CHATHE JOKYMEHTOB C KOHTPOJIS.

Tema 4. Kinnaccudgukanuuu 10KyMeHTOB: BUAbI, QyHKIMH U IPaBuJIa oopmiieHus.

OObmiee nouatue o JokyMmeHTe. OpraHU3alMOHHO - PacHOPSAMTENbHAS JTOKYMEHTALIUS.
Bugpsl nokymeHToB u ux knaccudukanus. Lenas knaccudpukanuu. [To HauMeHOBaHuUIO, IO CIOCO0Y
¢uKcanMy, MO CTENEeHU CIIOKHOCTH, MO CTENEHU TJACHOCTH, O IOPUIMYECKOH Cuie, IO
MIPOUCXOXKIECHUIO, TT0O CPOKAM XPaHEHHUs, IO CTENEHN 00513aTeNbHOCTH, 110 CTEIIEHU YHUDUKAIUH.

Tema S. PexkBu3uThI 0QpUIHAIBHBIX JOKYMEHTOB M IIPABUJIA X 0QOpPMIICHHS.

30 OCHOBHBIX PEKBH3HUTOB O(QUIIMAIBHBIX JOKYMEHTOB M IpaBHJIa MX PACMOJI0XKEHUS Ha
nokymenrte. CocraB u mpaBuia opopmiieHHs: pekBu3uToB 1okymeHToB. I'OCT P 6.30-2003 .
TpebGoBanust Kk 0QOPMICHHIO PEKBU3UTOB. CXEMBbI PaCIOIOKEHUS PEKBU3UTOB. PEKBU3UTHI,

KOTOPBIC NOJIKHBI UCITOJIB30BATHCA ITPU U3TOTOBJICHUHN 0J1aHKOB JAOKYMCHTOB.

9



Tema 6. Opranuszanusi OnNepaTUBHOr0 XpaHeHHUs U MCNOJIb30BAHM S JOKYMEHTOB.

IlepBuunbie noxymentsl npeanpusarus. 'OCT P 7.0.8-2013. XpaHeHue NOKyMEHTOB B
MpOLIECCe UX HCIIOJIHEHHS. XpaHEHUE HUCIIOJIHEHHBIX JOKYMEHTOB. ['OCymapCTBEHHBIM apXuB,
MYHHUITUTIAIBHBIA  apXuB, NOpoduIb apxwBa, apXuBHbIA ¢oHA, ApxuBHBIA (oHg PO,
OOBEMHEHHBIN  apXUBHBIA  (QOHJ,  apXUBHBIA  (QOHJ  JMYHOTO  MPOUCXOXKICHUS,
dbonrm000pa3oBaTeh, 00eCIeUeHNE COXPAHHOCTH JOKYMEHTOB.

Tema 7. [le10Basi nepenucKa v sI3bIK yNPaBJeHYECKUX TOKYMEHTOB.

®denepanpubliii 3ak0H PO "OO6 snexktponHOM 1mudpoBoi noanucu". JlemoBas mepemnucka.
DONEeKTpOHHAs MOAMKUCH, CEPTHU(PHUKAT MPOBEPKU DJIEKTPOHHON MOIMUCH, KIHOY DJIEKTPOHHOMN
MOJIMCH, YAOCTOBEPSIOIIUN LEHTP, CPEACTBA JIEKTPOHHON noanucu. [IpaBoBoe perynupoBaHue
OTHONICHHI B 00JIACTH UCITOJIb30BAHUS AIICKTPOHHBIX IMOANMUCEH. BUIBI AIEKTPOHHBIX MTOAHCEH.
[Ipu3HaHue 3MEKTPOHHBIX MOJANMCEHN, CO3JaHHBIX B COOTBETCTBUU C HOPMaMU HHOCTPAHHOI'O
1paBa U MEXAYHAPOJHBIMU CTaHJAPTaAMMU.

Tema 8. D1eKTPOHHBIH JOKYMEHTO00OPOT.

[Tonstue 3JIEKTPOHHOTO JIOKyMEHTO000pOTa B OpraHu3aIuu. 0630p
ABTOMAaTU3UPOBAHHBIX CUCTEM YIPABICHUS JOKyMeHTamu. [IpaBuia npuMeHeHHs 3JIEKTPOHHOIO
nokymentoobopora. Buaet 3/10. IIpaBa u 00s3aHHOCTH COYYAaCTHHUKOB AJIEKTPOHHOTO
B3aMMOJICHCTBUSL B cdepe AoKyMeHTooOopora. [IpuHIMIBI NpU3HAHUS —3IIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa, MOAMUCAHHOTO IU(POBON MOANKMCHIO, PAaBHO3HAYHBIM JOKyMEHTaM Ha

6YM8.)KHOM HOCHUTCIIC.

4.4. llpakTUyeckas NOAroTOBKA

[IpakTrueckass MOATOTOBKA peaTU3yeTCs MyTEM MPOBEJICHUS MPAKTUYCCKUX 3aHSATHH,
MpeyCMAaTPUBAIOLINX ydacTHe OOYdYaromIMXCsl B BHIOJHEHHH OTIEIBHBIX JJIEMEHTOB paldor,
CBSI3aHHBIX ¢ OyayIIeil mpodeccHoHanbHON ASSITETbHOCTHIO.

OO6beM 3aHaTUi B (hopMe MPAKTUUECKON OJTOTOBKM COCTaBIseT 22 yaca.

Buj 3ansarus Tema 3aHsaTHA KoanuecTB dopma Koanl
0 4acoB NPOBEACHUST | KOMIIETCHIH
"
[Ipaktnueckoe | Tema 3. @opmupoBaHue U 2 Brimosnnenue OIIK-4
3aHsaTHE | BeJICHUE JIOKyMEHT0000poTa npaktuyeckoro | OIIK-5
B OpraHu3alyu. 3aJaHusl. TIK-5
NunuBuayansHa
o
CaMOCTOSITENIbHA
g paboTa
[Tpaktuyeckoe | Tema 4. Knaccudukanuu 2 Breimmonnenune OIIK-4
3aHATHE 2 JIOKYMEHTOB: BU/IBI, npaktuaeckoro | OIIK-5
(GYHKLMU U ITpaBHIIa 3aJ1aHusl. I1K-5
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o OpMIICHUS. WuauBuayanbHa
s
CaMOCTOSITENIbHA
st paboTta

[IpakTtnueckoe | Tema 5. PekBU3HUTHI 2 Brinosinenue OIIK-4
3aHATHE 3 opHUIIHATBHBIX JTOKYMEHTOB npaktuueckoro | OITK-5
U TpaBwiia uX ohopMiIeHus 3a7aHus. [IK-5
NunuBunyanbHa
s
CaMOCTOSITEJIbHA
g pabora

[Ipaktuueckoe | Tema 6. Opranuzanus 4 Beinosnnenue OIIK-4
3aHsarTue 4 OIEPATUBHOI'O XPaHEHUs U npaktuaeckoro | OIIK-5
HUCHOJIL30BAHUS 3aJaHusl. [1K-5
JIOKYMEHTOB. NunuBunyansHa
a
CaMOCTOSITENIbHA
s paboTta

[IpakTtnueckoe | Tema 7. JlenoBas nepenucka 6 Brinosinenue OIIK-4
3aHsITHE 5 U S3BIK YIIPABJIECHYECKUX npaktuueckoro | OIIK-5
JIOKYMEHTOB. 3a7aHus. TIK-5
NunuBunyansHa
i
CaMOCTOSATEIbHA
g paboTa

[Ipaktuueckoe | Tema 8. DneKTpoHHBIN 6 Beinosinenue OIIK-4
3aHATHE 6 JIOKyMEHTOO0O0pOT. npaktuaeckoro | OIIK-5
3a/1aHMUsl. IK-5
NunuBrnyansHa
s
CaMOCTOSITENIbHA
g pabora

5. YueOHO-MeTOAUYECKOE, MHPOPMALMOHHOE M MATEPHUATILHO-TEXHUYECKOE
odecnevyeHne JUCHUILIUHBI

5.1 OcHoBHas JauTEpaTypa

1. Jlenonpou3BOACTBO M JOKYMEHTALMOHHOE  oOecreueHue TroCyAapCTBEHHOW U
MYHUIIUTIATBLHOHN CTyKO0BI : yuebHoe nmocodue / coctasurens FO. B. Mupromkuna. — CtaBponosnb
: CKDVY, 2016. — 115 c. — TekcT : 31eKTpoHHBIN // JIaHb : 31eKTpOHHO-0MOIMOTEeYHAas CUCTEMA.
— URL: https://e.lanbook.com/book/155606

2. ysanoBa, H.H. Opranuzanuss U TEXHOJOTHA JOKYMEHTAI[HOHHOIO OOecledYeHus
yrpaBiieHus : yuyeOHUK M mpakTtukym ans By3oB/ H. H. lllyBanoBa. — 2-e u3n., mepepad. u

morm. — Mocksa : WsnmarensctBo [Opaiit, 2022. — 265c¢.— (Bricmiee o0OpaszoBanue). —
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ISBN 978-5-534-12358-6. — Texkcr : anekTpoHHsiid // O6pa3oBarenbHas miatdopma HOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/489984

5.2 lomosiHuTEIbHAS JIUTEPATYPaA

1. Kyzuenos U.H. [lenoBoe muchMo : yueOHO-cripaBoYHOE 1ocodue. - M. : Jlamkos u K, 2012
— 288 c.

2. Jlenonpon3BOACTBO U JOKYMEHTOOOOPOT B  CHCTEME TOCYNapCTBEHHOIO U
MYHUITUIIAJILHOTO yIpaBiieHus : yueb.-meto. mocooue / E. B. 3aiiniera, H. B. 'onuaposa ; M-Bo
oOpa3oBanus u Hayku Poc. @enepanuu, Ypai. denep. ya-t. — ExarepunOypr : U3n-Bo Ypain. yH-
Ta, 2017. — 178 c.

3. JlokymMeHTOBeIcHUE: Y YeOHUK JJIs CTYJIEHTOB YUPEKIeHUH BhIciero oopazoBanus / M.B.
Jlapun, E.A. [lnemkeBuu, B.®. Sukosas, B.C. Munranes, 32 E.B. TepeurbeBa, M.JI. ['aBnuH;
o[ pel. -pa UCT. HayK, mpod. M.B. Jlapuna. M.: M3narensckuii ieHTp «Akagemus», 2016. —
320 c. — 800 k3.

5.3 IIpodeccnonanbubie 6a3bl JAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI

1. Bcepocculickuil HaydHO-UCCIIEI0BATEIbCKUI MHCTUTYT JOKYMEHTOBEACHUSA U apXUBHOTO
nena (BHUUIAM) http://www.vniidad.ru

2. OdunmanbHbII cauT [Ipe3unenra Poccuiickoii Oenepanuu
http://www.president.kremlin.ru/mainpage.shtmi

3. IToptan «'APAHT.PY» URL: http://www.garant.ru (pecypcsl OTKPBITOTO JOCTYIIa)

4. Ilopran  «Koucynbrantllnoc» URL:  https://www.consultant.ru/  (JiM1IeH3HOHHOE
IIPOrpaMMHO€E 0OecTieyeHNE OTEYECTBEHHOTO MPON3BOICTBA)

5. [Topran rocyAapCTBEHHBIX U MyHUIIMIATIBHBIX yeryr http://www.gosuslugi.ru/ru/

6. Caiit «ApxuBbl Poccun» noa srunoit @enepanbHoro apxuBHoro areHrcrsa (Pocapxusa)
http://www.rusarchives.ru

7. Caiit Poccranmapra http://www.gost.ru

8. Coser Oenepanuu ®denepanbHOro CoOpanus Poccuiickoit Odenepannu
http://www.council.gov.ru/index.html

9. denepanbHas ciayx0a 1Mo HaaA30py B cdepe CBA3M, MHYOPMAIMOHHBIX TEXHOJOTHH U

maccoBbix kommyHukanuit, ®T'YIT HTL] "Uudopmpeructp" http://www.inforeg.ru
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https://urait.ru/bcode/489984?utm_campaign=rpd&utm_source=web&utm_content=4ad79e04bad8ee922fa6d42639332d9a
http://www.vniidad.ru/
http://www.president.kremlin.ru/mainpage.shtml
http://www.gosuslugi.ru/ru/
http://www.rusarchives.ru/
http://www.gost.ru/
http://www.council.gov.ru/index.html
http://www.inforeg.ru/

5.4 MarepuajabHO-TeXHHYECKOE ¥ MPOrPpaMMHOe odecrieyeHue (JIHIEeH3HOHHOEe H CBOOOTHO

pacnpocrpaHsiemMoe)
HauMeHnoBanue HanMeHoBanue OcHalleHHOCTHL Ilepeyennb
AUCHMILINHBI CIenUAIbHBIX CreUAJbHBIX JINIIEH3UOHHOT 0
(MoayJisi), IPaKTUK MoMeIleHUil u NoMelleHun u MPOrpaMMHOI0
B COOTBETCTBMU C | TOMEIEeHUH 1S NOMeIleHui 1ist o0ecrneyeHusl.

B IroCcyaapCTBCHHOM
1 MYHUIUIIAJIBHOM
YIIpaBJICHUU

BBIXOJIOM B CETb
UHTEpPHET, pabouee
MECTO TMpernojaBaTess B
COCTaBe CTOJI, CTYII,
Tym0a, KOMIBIOTEP
MIPEMno/1aBaTess ¢
BBIXOJIOM B CETh
WHTEPHET, dKpaH,
MYJIbTUMEIUIHHBIN
MIPOEKTOP, TEIEBU3OD,
TEMaTHU4ECKHE CTEH/bI,
MPE3EHTALMOHHBIN
MaTepuai, KOMIJIEKT
0JIaHKOB TEXHUUYECKOU

JIOKYMEHTAIuU
Aynutopus uist yueOHbIE MeCTa,
CaMOCTOSITENTbHOM 000py/I0BaHHBIE
paboTsl 0J104HOI MeOeTbIo,

KOMIIBIOTEPAMH C
BBIXO/IOM B CETb
WHurepHer,
MHOTO(YHKIIMOHAJIbHOE
YCTPOMCTBO

Y4eOHbIM ILIAHOM CaMOCTOSITEJIbHOM CaMOCTOSITEJIbHOM

padoThl padoThl
b1.0.26 Kabuner yueOHbIC MECTa, Microsoft Windows
JIOKyMEHTAIlHOHHOE | JOKYMEHTAIIHOHHOTO | 000pyIOBaHHBIC XP
obecrieuenue u obecrieueHus 0JI0YHOM MeOebIo, Microsoft Office
JIETIOTIPOU3BOACTBO | YIPABICHUS KOMITBIOTEPaMH C Kaspersky Endpoint

JUIsL OM3Heca
KoncynsrantlInroc
AdobeReader

Cisco WebEx
HNudopmannonHo-
KOMMYHHKAITUOHHAS
miaTdopma
«Chepym»

6. MeToandeckune YKazaHuda OJs oﬁyqammnxcn 10 OCBOCHHIO JUCIIUITJIMHBI

6.1 3aHATHSA JIEKIIHOHHOTO U CEMHUHAPCKOI0 (MPaKTH4YeCKOIr0) TUIIOB

Meroauueckue YKa3aHus IJid 3aHATUN JIEKIHMOHHOrO TUIIA. B X0/1e IEKIMOHHBIX 3aHITHMN

oOyyaromemMycss HEOOXOJUMO BECTH KOHCHEKTHpPOBAaHME Yy4yeOHOro marepHaia, oOpaliarh

BHHUMaHUE Ha KaTeropuu, GopMyJIUPOBKH, PACKPHIBAIOIINE COJAEPKAHUE TeX WU UHBIX SBJICHUIN

H IPOHECCOB, HAYUYHBIC BBIBOALI W IPAKTUUYCCKHE PEKOMCHAAIWH. HeO6XOJII/IMO 3aaaBaTb

npenoaaBaTe/Jiro yrO4YHAOMHNUE BOIPOCBI € HCJIbIO YACHCHUA TCOPECTUUCCKUX HOHO)KCHHﬁ,

pa3pCliCHus CIIOPHBIX chyaunﬁ.
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https://www.webex-russia.ru/

IenecooOpa3Ho nopabaTbiBaTh CBOW KOHCIIEKT JIEKLUH, Jejasi B HEM COOTBETCTBYIOIIUE
3alMCU U3 OCHOBHOM M JONOJHMUTEIBHOW JMTEpaTypbl, pEKOMEHJOBAHHON NpEnojaBareieM U
MPEyCMOTPEHHON Y4eOHOM MpOoTrpaMMOi JUCIIUILTAHBL.

Meroauueckue yKka3aHus [ 3aHATHM  CEMMHApCKOro (IPakTUYEeCKOro) THIIA.
[TpakTuyeckue 3aHATHA MO3BOJIAIOT Pa3BUBaTh y OOYYaroOIIErocsi TBOPYECKOE TEOPETUYECKOE
MBILLIEHHE, YMEHHME CaMOCTOSATENbHO H3Yy4aTb JIUTEPATypy, aHAIU3UPOBATh IPAKTUKY; ydaT
4eTKO (OpMyITUpOBaTH MBICIb, BECTH AMCKYCCHIO, TO €CTh MMEIOT HCKIIOYHMTEIBHO BaXKHOE
3HAYECHHUE B PA3BUTHU CaMOCTOSTEIIBHOTO MBIIUICHUS.

IlonroroBka K NpPakTHYECKOMY 3aHATHIO BKJIKOYaeT naBa dtana. Ha nepBoM srame
00yYaromuicsl MIaHUPYET CBOI CAMOCTOSITEIbHYIO pabOTy, KOTOpas BKJIIOYACT: YSICHEHHE
3aJaHisi HA CaMOCTOSITEIbHYIO paboTy; moaOOp OCHOBHON M JOTOJIHHUTEIBHOW JHMTEPATYpPHI;
COCTaBJIEHUE IUIaHa paboTbl, B KOTOPOM OINpPENENSIOTCS OCHOBHBIE IYHKTBI IPEICTOsAIIEH
noarotoBku. CocraBieHue IUIaHa JAUCLUILNIMHUPYET U MOBBILIAET OPraHU30BaHHOCTH B paborTe.
Bropoii sTan BkJIOUaeT HENOCPEACTBEHHYIO NMOATOTOBKY K 3aHSTHUIO, KOTOpas HauWHAETCs C
M3YYEHUs OCHOBHOM M JIOMOJHUTENbHOU IuTepaTypsl. Oco00e BHUMAaHUE IIPH 3TOM HEOOXOAUMO
0o0paTuTh Ha COJIEP’KAaHUE OCHOBHBIX IOJIOKEHUIH M BBIBOJIOB, OOBsICHEHUE SIBJICHUN U (aKTOB,
YSICHEHHE IPAKTUYECKOrO IPUIIOKEHHUS PacCMaTpPUBAEMBIX TEOPETUYECKMX Bompocos. [laiee
CllelyeT NOJArOTOBUTh TE€3UCHI JIUISl BHICTYIIJICHHUH 110 BCEM y4€OHBIM BOIPOCAM, BEBIHOCUMBIM Ha
IPAKTUYECKOE 3aHSATHE WIN M0 TeME, BBIHECEHHOM Ha JUCKYCCHIO (KPYTJIBIM CTOJI), MPOAyMaTh
IPUMEDPBI C LIENbI0 00eCIIeYeHUs] TECHOM CBSI3M M3Y4aeMOM TeMBbI ¢ peaibHOH KN3HbI0. ['0TOBsCH
K JIOKJIaJly WM BBICTYIUIEHUIO B paMKaxX MHTEPAKTUBHOM (GOpMBI (AUCKYCCHs, KPYTJIBIH CTOI), TpU

H€06XOI[I/IMOCTI/I (1(S18%48 O6paTI/ITI)C$I 3a MOMOLIBIO K IMMPEIoaaBaTCIro.

6.2. CamocTosiTe1bHAsA padoTa CTYACHTOB

CamocrosrenbHas paboTa CTyJI€HTOB MIPEIyCMOTPEHA YU€OHbBIM IUIAHOM I10 AUCLUIUINHE
B o0beme 54 uaca. CamocTosATenbHas paboTa peanu3yeTcsi B paMKaxX IporpaMMbl OCBOEHUS
JVICIIATUTMHEI B CIEAYIONINX (opMax:

- paboTa ¢ KOHCIIEKTOM 3aHATHUs (00paboTKa TeKcTa);

- IPOpabOTKa TEMATUKU CAMOCTOSITEIbHON pabOThI;

- HaIMCaHNe KOHTPOJIbHOW PabOTHI;

- mouck nHpopmanuu B cetu «MHTepHET» U IuTEpaType;

- BBIMOJIHEHUE UHUBUYAJIbHBIX 33 JaHUH;

- IOJITOTOBKA K Caye 3ayeTa.

CamocrosTenbHas padoTa MPOBOJUTCS C HENBIO:

- CUCTEMATHU3allUuH U 3aKPEIINICHUSA MOJYUYCHHBIX TCOPETUYCCKUX 3HAaHUH 1 MPAKTUYCCKHUX
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YMEHUN 00yJaronuxcs;

- YIIIyONIeHHsI U PacCIIMPEHUs TEOPETUUECKUX 3HAHUHN CTYICHTOB;

- (opmupoBaHus yMEHHMI HCHOJB30BATH HOPMATUBHYIO, MPAaBOBYIO, CIPAaBOYHYIO
JOKYMEHTAIUIO0, Y4eOHYIO U CIIELUAIIbHYIO JIUTEPATYpY;

- Pa3BUTHA MO3HABATEJIbHBIX CHOCOOHOCTEH M aKTUBHOCTH OOYYarOIIMXCs: TBOPUECKOM
MHHUIMATUBBI, CaMOCTOATEIbHOCTH, OTBETCTBEHHOCTH, OPraHMW30BAaHHOCTH; (OPMHUPOBAHUE
CaMOCTOSITEIbHOCTH MBIIUICHUS, CIOCOOHOCTEH K CaMOPa3BUTHIO, COBEPLICHCTBOBAHHUIO U
caMOOpraHu3aluu;

- Pa3BUTHIO UCCIIEI0BATEIBCKUX YMEHUH CTYEHTOB.

TexHoNOrMs OpraHM3alMy  CaMOCTOATENBHON pabOThl  OOYyYalOUIMXCS — BKJIIOYACT
UCTIOJIb30BaHUEe WH(POPMALMOHHBIX W MaTepUAIbHO-TEXHUYECKUX pPECcypcoB: OuOImoreka c
YUTAIbHBIM 3aJI0M, KOMIIBIOTEPHBIE KJIAcChl C BO3MOXKHOCTbIO paboThl B IHTEpHET, ayJUTOpUU
JUIL CAMOCTOSITENIbHON PabOTHI.

Ilepen BbIONIHEHHEM OOYYarOIIMMMCS BHEAYIUTOPHOM CaMOCTOSITENIbHOM paboTh
[penojaBaTeib MPOBOJUT KOHCYJIBTUPOBAHHUE 110 BBIIOJHEHHUIO 3aJlaHUSl, KOTOPBIA BKIJIIOYAET
LeNlb 3aJlaHusl, €ro COJAEp)KaHHs, CPOKH BBIIOJHEHUS, OPUEHTUPOBOUHBIA 00BEM pPabOTHI,
OCHOBHBIE TpeOOBaHHUs K pe3ysibTaTaM padOoThl, KPUTEPHH OLIEHKH.

CaMmocrosiTenbHasi paboTa MOXKET OCYLIECTBIATHCS HWHAMBUAYAJIbHO WM TpyNIIaMu
o0Oy4aromuxcsi B 3aBUCUMOCTH OT LEIH, 00beMa, KOHKPETHOM TEeMaTHKU CaMOCTOSITEIbHOMN
paboThl, YPOBHS CI0KHOCTH, YPOBHS YMEHHH 00yUarouxcs.

KoHTposns camocTosTenbHOM paboThl CTYI€HTOB MpeAyCMaTPUBAET:

-COOTHECEHUE COJIEPKAaHUS KOHTPOJIA C eNIIMU 00yUEHUs;

-00bEKTUBHOCTb KOHTPOJIS;

-BaJINIHOCTh ~ KOHTPOJIA  (COOTBETCTBUE MPEABSABISEMbIX 3aJaHUM  TOMY, 4TO
IPEIoiaraeTcsi MpOBEPUTH);

-nuddepeHuanio KOHTPOJIbHO-U3MEPUTEIBHBIX MATEPHAIIOB.

@DopMBbI KOHTPOJISI CAMOCTOSATEIBHON pabOTHI:

-IPOCMOTP U MPOBEPKA BBIMOJIHEHHS CAMOCTOATENBHOM paboThI MperoaBaTelieM;

-OpraHu3alys CaMONPOBEPKH, B3aUMOIIPOBEPKH BBIIIOJHEHHOT'O 3a/1aHUs B IPYIIIIE;

-00CyXIeHHEe Pe3yJIbTaTOB BBIITOJIHEHHOHN pabOThl HA 3aHATUH;

-IPOBEJIEHNE THCBMEHHOTO OIPOCa;

-IPOBEICHUE YCTHOI'O OIpPOCa; OpraHu3aluss W IPOBEIEHUE HWHAMBHUAYAIBHOTO
cobeceI0BaHMus;

-OpraHu3anus U NpoBeJeHHe COOeCceJOBaHuUs C IPYIIIOM.
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/. MeToanuyeckue peKOMeHAAIMHU 10 00yUEeHHUIO JINI C OTPAHNYEHHBIMHI

BO3MOKHOCTHAMHU 3I0POBbS U HHBAJIUIA0B

OOyueHre 1o AMCHUILIMHE O0YYaIOIIMXCS ¢ OTPAaHMYCHHBIMH BO3MOXKHOCTSIMU 3/I0POBBSI
(mamee — OB3) ocymiecTBiIseTCS C y4YETOM OCOOCHHOCTEH ICUXO(PH3MUYECKOTO DPa3BUTHS,
WH/IUBUyaIbHBIX BO3MOXHOCTEH U COCTOSTHHSI 3I0POBbs TAKUX 0OYJaIOLIIXCS.

Conepxanne oOpa3oBaHHs U YCIIOBUS opraHuzanuu oOyudeHus, oOyuatommxcsi ¢ OB3
OTIPEICTISIFOTCS.  aJJallTHPOBAaHHON 00pa3oBaTeNIbHONW MPOrpaMMOM, a AJIsi WHBAJIUIOB TAaKXKE B
COOTBETCTBUH C MHMBUIyaJIbHON MPOrpaMMOii peabuInTaluy HHBAIIU/IA.

OcBoenue aucuuIuiMHbl ooyvaromumucs ¢ OB3 MokeT ObITh OpraHu30BaHO Kak COBMECTHO
C ApYruMH 00y4aroIIMMUCS, TaK U B OTAEIBHBIX Tpynnax. [Ipeanosnaratorcs cenuanbHbIe yCIOBUS
JUTSL TIONTy4YeHust 00pa3oBanust o0ydarommucs ¢ OB3.

[Tpodeccopcko-Tienarorndeckii COCTaB 3HAKOMHTCSL C IICHXOJIOTO-(PH3HOIOTHUSCKUMHE
0coOeHHOCTSIMU O0ydJaromuxcsi uHBanuaoB u nul ¢ OB3, uHIuBUAyalbHBIMU MPOrpaMMaMu
peaduIMTalIMK MHBATUIOB (TIPY HATUYHUH ).

B kypce mpenmnonaraercsi HCIOIb30BaTh COIMAIBHO-aKTHBHBIE U PE(ICKCUBHBIE METOJIBI
00y4eHUs, TEXHOJIOTHH COLIMOKYJIBTYPHOH peadWiuTanuy C UENbI0 OKa3aHWs IOMOIIM B
YCTaHOBJICHUH TOJIHOLIEHHBIX MEXJIMYHOCTHBIX OTHOILIEHUHM C APYTUMH CTyJAEHTaMH, CO3JaHUU
KOM(OPTHOTO TCHUXOJOTMYECKOro KiIMMara B cTylaeHueckoi rpymme. [lombop u paspaboTka
y4eOHBIX MaTEPHUAIIOB ITPOU3BOISITCS C YIETOM MPEIOCTABICHHS MaTepralia B pa3IMIHbIX (OopMax:
ayIWanibHOW, BHU3YaAIbHOW, C HCHOJB30BAaHHEM CIICIUATIBHBIX TEXHHYECKUX CPEICTB U
UH(QOPMAIIMOHHBIX CUCTEM.

OcBoenne mucuuiuinHbl JunamMu ¢ OB3 ocyiecTBiseTcss ¢ MCIOIb30BAHUEM CPENICTB
o0y4yeHus: OOmEero W CHeNWATbHOTO Ha3HA4YeHUs (NMEpCOHANBHOTO W KOJUIEKTUBHOTO
UCTIONIb30BaHus). MareprabHO-TEXHUIECKOoe O0ecIedeHre MpeycMaTpuBaeT MPHCIIOCOOIeHNE
ayIuToOpui K Hyxz1am jmn ¢ OB3.

dopma NpoBeneHHs aTTECTAlUK Ui CTYJICHTOB-WHBAJIMJIOB YCTAaHABIMBAETCA C Y4ETOM
WHIUBUAYATBHBIX Mcuxodusndeckux ocooeHHocteit. st crynentoB ¢ OB3 npenycmarpuBaercs
JOCTYyIHAs1 popMa MPeOCTaBICHHUS 3aITaHAI KaK OIICHOYHBIX CPEJICTB, @ UMEHHO:

— B IEYATHOM WJIM 3JIEKTPOHHON (GopMe (Uil JIUI] C HAPYIIECHUSIMH OMOPHO-IABUIaTEIbHOTO
amnmapara);
— B I1€4aTHOH (opMe WM IEKTPOHHOM (PopMe C YBETMUEHHBIM HIPUPTOM M KOHTPACTHOCTHIO

(TSt JTUIT ¢ HApYIIEHUSIMHU CITyXa, PeUH, 3peHUs);

— MCTOHOM UTCHUA ACCUCTCHTOM 3alaHH BCIIYX (,Z[J'I}I JIMI ¢ HapYIICHUAMU 3pCHI/IH).
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CTyneHTaM ¢ WHBAIMAHOCTHIO YBEIMYMBACTCS BpPEeMsi Ha TIOATOTOBKY OTBETOB Ha
KOHTPOJIbHBIE BOMPOCHL. J[Js TakuxX CTYyIEHTOB TMpeaycMarpuBaeTcss JocTymHas (opma
MPEOCTABIICHUS OTBETOB HA 33aJ]aHUs, 2 UMEHHO:

— MUCBMEHHO Ha OyMare Wil HabOpOM OTBETOB Ha KOMITbIOTEPE (IUIS JIMI] ¢ HAPYNICHUSIMA
ciryxa, peun);

— BBIOOPOM OTBETA M3 BO3MOKHBIX BAPUAHTOB C UCIIOJIB30BAaHUEM YCITYT aCCUCTEHTA (JIJ1s1 JTHIT
C HapYIICHUSIMH OTIOPHO-/IBUTATEIILHOTO amlapara);

— YCTHO (U151 JIUI] C HAPYIICHUSIMHU 3PEHHSI, OTIOPHO-ABHUIATEIILHOTO arapara).

— pyU HEOOXOAMMOCTH Ui OOYYaroIIUXCs C HMHBAIMIHOCTHIO TIPOLEAypa OICHUBAHHS

PE3YIbTAaTOB O6y‘leHI/I${ MOXCT IIPOBOAUTLCA B HCCKOJIBKO 3TAIlOB.
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[Tpunoxenue 1

DoH/1 OLIEHOYHBIX CPEACTB
JJISl TEKYLero KOHTPOJISA M POMeKYTOYHOM aTTecTaluu
NPHU U3yYEeHUH TUCHMUILINHBI
b1.0.26 JoxkymeHTannOHHOE 00ecneYyeHue U 1eJ10NPOUu3BOJACTBO B
rocyAapcTBEHHOM U MYHUIIUNIAJIbHOM YNIPABJICHUH

r. Mocksa, 2025
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1. TacnopTt GoHIa OLIEHOYHBIX CPEICTB

KonTtposmpyembie
pa3naeJibl (TeMbl)
JAMCHMILINHBI

Koa v HanmMeHoBaHue
KOMIIETEeHIIUH

HNuaukarop
AOCTHKECHU S
KOMIIeTCHIMHU

HaumeHoBaHnue
OLICHOYHOI'0
cpeacTsa

Tema 1. Ucropus
pa3BUTHS
JIEJIONPOU3BOJICTBA
B Poccumn.

OIIK-4 Cnocoben

pa3zpabaThIBaTh MPOEKTHI
HOPMATUBHBIX MPABOBBIX aKTOB B
cdepe nmpodeccrnoHaTbHOM
JESITEIbBHOCTH, OCYIIECTBIISTh UX
NPaBOBYIO U AaHTUKOPPYIIMOHHYIO
AKCIIEPTU3Y, OLIEHKY
PETrYJIMPYIOIIETO BO3JACHCTBHS U
MOCIEACTBHUM UX PUMEHEHUS
OIIK-5 CnocobeH ucnoabp30BaTh
B IIpoheCcCUOHaTbHOU
JeSITeTbHOCTH HH(POPMALIMOHHO-
KOMMYHHKAITIOHHbIE TEXHOJIOTHH,
rOCyJapCTBEHHBIC U
MYHUIIUTIATbHBIC
UH(POPMALIMOHHBIE CHCTEMBI;
MPUMEHSITh TEXHOJIOTHH
AIIEKTPOHHOTO MPABUTEIHCTBA U
MIPEI0OCTaBIICHUS
roCyJIapCTBEHHBIX
(MyHUIIUTIAIBHBIX ) YCIIYT

[1K-5 Bnagets ocHOBamMu
oOecrnieyeHUI MHPOPMALIMOHHOM
0€301acHOCTH B OpraHax BJacTH U
peryJIupoBaHUs BOIIPOCOB,
CBSI3aHHBIX ¢ 00pabOTKOI U
3aIUTON MEePCOHATBHBIX TAHHBIX
rOCyJapCTBEHHBIX U
MYHHUIIMTIATBHBIX CIYKaIUX

NOIIK-4.2
NOIIK-5.1
NIIK-5.2
HNIIK-5.3

Onpoc, goknazn
(pedepar), Tecr,
3a/1a4yu Mpu
pa3bope
KOHKPETHBIX
CUTYaLMi1, 3a4eT

Tema 2. Ponb
JEJIONPOU3BO/ICTBA
B YIIPaBJICHUH.

OIIK-4 Cnocoben

pa3pabaTbIBaTh MPOEKTHI
HOPMAaTUBHBIX ITPABOBBIX AKTOB B
cdepe npodeccruoHaIbHON
ACATCIIBHOCTH, OCYIICCTBIIATE UX
MPaBOBYIO U AHTUKOPPYIITUOHHYIO
9KCIEPTHU3Y, OLECHKY
PETYIUPYIOIIETO BO3ICHCTBHS 1
HOCHe}ICTBI/Iﬁ X IPUMCHCHUSA
OIIK-5 Cnioco6eH ucnonp30BaTh
B NMPOeCCHOHATBHOU
JEeSITeTbHOCTH UH(GOPMAIIMOHHO-
KOMMYHUKAIIMOHHBIC TCXHOJIOI'UH,
rOCyJapCTBEHHBIC U
MYHUIUIIAJIBHBIC
WH(POPMAIIMOHHBIC CUCTEMBI,

NOIIK-4.2
NOIIK-5.1
HNIIK-5.2
NIIK-5.3

Ompoc, noknan,
TEeCT, 33/1a4¥ TpU
pazbope
KOHKPETHBIX
CUTYalHi1, 3a4eT
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MPUMEHSITh TEXHOJIOTUHI
AIIEKTPOHHOTO MPABUTENHCTBA U
IPEOCTaBICHUS
roCy/1apCTBEHHBIX
(MyHUIIMDIAJIBHBIX ) YCIYT

[IK-5 Bnagets ocHOBaMu
obecrieyeHnss ”HPOPMALMOHHOM
0€30MMacHOCTH B OpraHax BJacTH U
pEeryJIMpOBaHuUs BOIIPOCOB,
CBSI3aHHBIX C 00pabOTKOM 1
3alIMTON MEePCOHATBHBIX JAHHBIX
rOCy/1IapCTBEHHBIX U
MYHHIIMITATBHBIX CITYKAITUX

Tewma 3.
dopMupoOBaHUE U
BEJICHUE
JIOKYMEHTO000pOTa
B OpraHu3aIuu.

OIIK-4 Cnocoben

pa3zpadaThIBaTh MPOEKTHI
HOPMAaTUBHBIX IIPABOBHIX aKTOB B
chepe mpodeccruoHaTbHON
JESITEIbHOCTH, OCYIIECTBIISATh UX
NPaBOBYIO U AHTUKOPPYIITUOHHYIO
HKCIIEPTU3Y, OLIEHKY
PEryJIMPYIOIIETO BO3ACHCTBUS U
MOCIIEACTBUI UX PUMEHEHHUS
OIIK-5 CniocobeH ncnosb30BaTh
B IIpo(hecCHOHANBLHOM
JeSITeTLHOCTH WH(OPMAIIMOHHO-
KOMMYHHKAITIOHHBIE TEXHOJIOTHH,
rOCyJapCTBEHHBIE U
MYHHIIUTIATbHBIC
WH(POPMAIIMOHHBIE CUCTEMBI,
MPUMEHSITh TEXHOJIOTHH
AIIEKTPOHHOTO TIPAaBUTEILCTBA U
NPEOCTaBICHUS
roCyIapCTBEHHBIX
(MyHMLIMTIANBHBIX ) YCIYT

IIK-5 Bnagets ocHOBamMu
oOecnieueHus NH(HOPMALIMOHHON
0€30IacHOCTH B OpraHax BJacTH U
pETyJIMpPOBaHHUS BOTIPOCOB,
CBSI3aHHBIX ¢ 00pPabOTKOM 1
3alIMTON MEPCOHATBHBIX JAHHBIX
roCyJapCTBEHHBIX U
MYHUITUTIATBHBIX CITY)KaITIX

NOIIK-4.2
NOIIK-5.1
NIIK-5.2
HNIIK-5.3

Onpoc, goknan,
TECT, 33J1a4¥ TIPH
pasbope
KOHKPETHBIX
CUTYallHii, 3a4eT

Tema 4.
Knaccudukanuu
JTOKYMEHTOB:
BUJIBI, (QDYHKITUU H
MpaBmIIa
oopmieHus.

OIIK-4 Cniocoben

pa3pabaTbIBaTh MPOSKTHI
HOPMAaTHUBHBIX ITPABOBBIX AKTOB B
cdepe npodeccrnoHabHOM
ACATCIIBHOCTH, OCYIICCTBIIATE UX
MPaBOBYIO U AHTUKOPPYIITUOHHYIO
9KCIEPTHU3Y, OLEHKY
PETyIUPYIOIIETo BO3ICHCTBHS 1
HOCHe}ICTBI/IfI X TPUMCHCHUSA

NOIIK-4.2
NOIIK-5.1
HNIIK-5.2
MTIIK-5.3

Onpoc, goknan,
TECT, 33J1a4y IIpH
pazbope
KOHKPETHBIX
CUTYaIMii, 3a4eT
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OIIK-5 CriocobeH HcIob30BaTh
B NMpoeCCUOHATBHOU
JESITEIIbHOCTH HH(POPMAIIOHHO-
KOMMYHHKAIIMOHHbIE TEXHOJIOTHH,
rOCy/IapCTBEHHBIC U
MYHUIIUTIATIbHBIE
UH(OPMAIIMOHHBIC CHCTEMBI;
MPUMEHSITh TEXHOJIOTHH
AIIEKTPOHHOTO TPAaBUTENBCTBA U
MIPEIOCTaBIICHUS
rOCYIapCTBEHHBIX
(MYHUIIMTTAJTBHBIX ) YCITYT

[IK-5 Bnagetp OoCHOBaMH
obecnieueHust ”HPOPMAITMOHHON
0€3011acHOCTH B OpraHax BJIacTH U
peryJIupoBaHUs BOIIPOCOB,
CBSI3aHHBIX C 00Pa0OOTKOM 1
3alUTON NIEPCOHATBHBIX JaHHBIX
rOCy/IapCTBEHHBIX U
MYHHIIMITAJILHBIX CITY)KAITUX

Tema 5. PexBU3UTEI
oduIHaTBHBIX
JIOKYMEHTOB H
MpaBujIa UX
odopmiteHHS

OIIK-4 Cnocoben

pa3pabaThIBaTh MPOEKTHI
HOPMATHBHBIX NPABOBHIX aKTOB B
chepe nmpodeccruoHabHON
JIeSITEJIBHOCTH, OCYIIECTBIISATh UX
MIPABOBYIO U AHTUKOPPYIIIUOHHYIO
AKCIIEPTU3Y, OLIEHKY
PETYJINPYIOLIErO BO3AECHCTBUS U
MOCJIEICTBUIA UX TPUMEHEHHS
OIIK-5 Crioco0eH HcIob30BaTh
B IIpoeccnoHanbHOM
JeSITeIbHOCTH HH(OPMAIIMOHHO-
KOMMYHHUKAIIHOHHBIE TEXHOJIOTHH,
roCyJapCTBEHHbIE U
MYHHIIUTIATbHBIC
WH(POPMAIIMOHHBIE CUCTEMBI,
HOPUMEHSTh TEXHOJIOTUH
AIIEKTPOHHOTO MTPABUTEIBCTBA U
NPEOCTaBICHUS
roCy/1apCTBEHHBIX
(MyHUIIMIIAJIBHBIX ) YCIYT

IIK-5 Bnagets ocHOBaMH
oOecrieyeHnss HHPOPMALIMOHHOM
0€301acHOCTH B OpraHax BJIacTH U
peryJaMpoBaHus BOIIPOCOB,
CBSI3aHHBIX ¢ 00pabOTKOI U
3alIUTOM MEePCOHATBHBIX JAHHBIX
rOCYJapCTBEHHBIX U
MYHUIIUTATBHBIX CITYKaITHX

NOIIK-4.2
NOIIK-5.1
HNIIK-5.2
NIIK-5.3

Ompoc, noknan,
TECT, 33/1a4U IpU
pazbope
KOHKPETHBIX
CUTYyalHid, 3a4eT

Tema 6.
Opranm3anus

OIIK-4 Cnocoben
pa3zpabaThIBaTh MPOEKTHI

NOIIK-4.2
NOIIK-5.1

Ompoc, noknan,
TECT, 3a/1a9U TPH
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OIIEpaTUBHOTO
XpaHeHus U
HCII0JIb30BAaHUS
JIOKYMEHTOB.

HOPMATUBHBIX IIPABOBHIX aKTOB B
chepe npodeccrnoHanTbHON
JEeSITeTbHOCTH, OCYIIECTBISTh UX
MPABOBYIO U AHTUKOPPYIIIUOHHYIO
AKCHEPTHU3Y, OLEHKY
PEryJIMpYIOIIEro BO3ACHCTBUS U
MOCJIECTBUMA UX TPUMEHEHHS
OIIK-5 CniocobeH nucnonp30Bath
B IpOoecCHOHATBHOM
JEeSTEIIbHOCTH UH(POPMAIIOHHO-
KOMMYHHUKAI[HOHHBIE TEXHOJIOTHH,
rocy/1lapCTBEHHbBIE U
MYHHIIUTTATLHBIC
MH(OPMAaLIMOHHBIE CUCTEMBI;
MPUMEHSITh TEXHOJIOTUHI
AIIEKTPOHHOTO MIPABUTENHCTBA U
IPEOCTaBICHUS
roCyJIapCTBEHHBIX
(MyHUIIUTIAIBHBIX) YCIYT

[IK-5 Bnagetp ocHOBaMH
obecnieueHust ”HPOPMAITMOHHON
0€3011acHOCTH B OpraHax BJacTH U
peryJIupoBaHUs BOIIPOCOB,
CBSI3aHHBIX C 00Pa0OTKOM 1
3alUTON MEPCOHAIBHBIX JAaHHBIX
rOCyJIapCTBEHHBIX U
MYHHIIMIIATBHBIX CIYKaITUIX

HNIIK-5.2
NIIK-5.3

pa3bope
KOHKPETHBIX
CUTYaLMi1, 3a4eT

Tema 7. JlenoBas
MEPENUCKA U S3bIK
YIPaBIECHYECKUX
JIOKYMEHTOB.

OIIK-4 Cnocoben

pa3zpabaThIBaTh MPOEKTHI
HOPMAaTUBHBIX IIPABOBHIX aKTOB B
chepe npodeccroHanbHOM
JESITENIbHOCTH, OCYIIECTBIISATh UX
MIPABOBYIO U aHTHKOPPYIITUOHHYIO
HKCIIEPTU3Y, OLIEHKY
PEryIUpPYIONIEro BO3ACHCTBUS U
MOCIICACTBHIA WX MIPUMEHCHHUS
OIIK-5 Cnioco6eH ncnonp30BaTh
B IIpodeccnoHanbHOM
JEeSTENIbHOCTH HH(POPMAIIHOHHO-
KOMMYHHKAITHOHHBIC TEXHOJIOTHH,
roCy/apCTBEHHBIE U
MYHHITHITAJTEHBIC
UH(OPMAIIMOHHBIE CHCTEMBI;
MPUMEHSITh TEXHOJIOTHH
AIIEKTPOHHOTO MPABUTEIHCTBA U
MIPEIOCTABIICHUS
rOCyIapCTBEHHBIX
(MyHUIIUTIAIBHBIX ) YCIYT

[1K-5 Bnagets ocHOBaMu
oOecrnieueHus HH(OOPMALIMOHHON
0€30MMacHOCTH B OpraHax BJIAcTH U

NOIIK-4.2
NOIIK-5.1
NIIK-5.2
HNIIK-5.3

Omnpoc, noknan,
TECT, 3aJl1a4¥ TPH
pa3bope
KOHKPETHBIX
CUTYyalLU, 3a4eT
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pEryJIupoOBaHUs BOIIPOCOB,
CBSI3aHHBIX C 00pabOTKOM 1
3aHII/ITOﬁ MEPCOHAIBHBIX TAHHBIX
rOCYJapCTBEHHBIX U
MYHUIHUIIAIBHBIX CIIYXKAIIUX

Tema 8. OIIK-4 Coocoben HNOIIK-4.2 Ompoc, noknan,
DNEeKTPOHHBIN pa3zpabaThiBaTh MPOEKTHI NOIIK-5.1 TECT, 3aJ1a4U [IpU
JTOKYMEHTOOOOPOT. | HOPMATHBHBIX MpaBoBbIX akToB B | MIIK-5.2 pazbope
cdepe npodeccrnoHaTEHOM NIIK-5.3 KOHKPETHBIX
JESITEIbBHOCTH, OCYIIECTBIISATh UX CUTYyaluH, 3a4eT

IIPABOBYIO U aHTUKOPPYILIMOHHYIO
HKCIEPTHU3Y, OLEHKY
PEryJIMPYIOIIETO BO3ACHCTBUS U
HOCJIEICTBUM UX IPUMEHEHUS
OIIK-5 CniocobeH ncnosb30BaTh
B IIpodecCuOHATBHOMN
JeSITeTLHOCTH WH(OPMAIIMOHHO-
KOMMYHHKAI[IOHHBIE TEXHOJIOIHH,
roCy/lapCTBEHHbIE U
MYHUIUTIAJIbHBIE
MH(OPMaLIOHHBIE CUCTEMBI;
HPUMEHSTh TEXHOJIOTUH
AIIEKTPOHHOI'O IPABUTEILCTBA U
IPEJOCTaBICHUS
roCy/1apCTBEHHBIX
(MyHUIIUTIAIBHBIX) YCIYT

IIK-5 Biagets OcHOBaMH
oOecrieyeHnss HHPOPMALMOHHOM
0€301acHOCTH B OpraHax BJacTH U
pETyJINPOBAaHUS BOIIPOCOB,
CBSI3aHHBIX C 00pabOTKOH U
3aIUTON NEPCOHAIBHBIX JaHHBIX
roCy/1apCTBEHHBIX U
MYHUIUTATBHBIX CTYKaLUX

Oranel popmupoBanus komrereHui B npouecce ocsoeHuss OIIOII npsiMo cBsizaHbI ¢
MECTOM JHUCUUIUIMH B oOpa3oBaTenpHOW mporpamme. Kaxnaplii stan  ¢dopmupoBaHus
KOMIIETEHIINH, XapaKTepU3yeTcs OIpeeIeHHBIMU 3HAHUSAMH, YMEHUSIMHU M HaBbIKAMU U (WJIH)
OINBITOM MNPO(ECCHOHAIBHOW AEATENbHOCTH, KOTOpBIE OLEHHMBAIOTCA B IPOLIECCE TEKYIEro
KOHTPOJISI yCIIEBAEMOCTH, TPOMEKYTOUHOM aTTecTalluu 10 TUCHUILUINHE (TPAKTHUKE) U B Ipoliecce
UTOTOBOM aTrrecTanuu M3ydeHune ydueOHON MUCHMIUIMHBI «JlOKyMEeHTalmoHHOE oOecreyeHue u
JIeNIOTIPOU3BOJICTBO B TOCYAapCTBEHHOM W MYHUIIMNAIBHOM YIpaBlIeHHM » Oa3upyeTcs Ha
3HAHUAX U YMEHMSIX, [TOJIyYEHHBIX 00yJarolMMHCS B X0Jl€é OCBOCHHUS MPOrPaMMHOI0 MaTepuana

yueOHOM aucuuianHbl «OCHOBBI TPOECCHOHATBHOW JAesTenbHOoCTH» «l ocynapcTBeHHas
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rpakJaHcKas M MyHHIHMNanbHas ciyx0a B Poccuiickoit ®deneparum». Mtoromas oreHka

c(hOpPMUPOBAHHOCTH KOMITETEHITUH OIMPEIETSETCS B IIEPUO]T TOATOTOBKH U C/IaYy 3a4eTa.

2. OueHoOYHBIE CpPeACTBa

2.1 Texymmii KOHTPOJIb

TUITOBOE TECTOBOE 3AJIAHUE

1. JlokyMeHTallMOHHOE 0OecrieueHUe YIpaBIeHus — 3TO:

1) nesTenpHOCTD annapara ynpasieHHs, OXBaTbIBAIOIAsl BOIIPOCH! JOKYMEHTUPOBAHUS U
OpraHu3anuu padoThl ¢ JOKYMEHTaMH B IIPOLIECCE OCYIIECTBICHUS UM YIIPABIEHYECKUX
byHKIUI;

2) npaBUIIbHO 0(OPMIIEHHBIE IOKYMEHTBI, OTPAKAIOLIUE BECH CIIEKTP YIPaBICHYECKON
JeSITeIbHOCTH MPEIPUSATHS;

3) opranuzanusi JT0OKyMEHTOO00pOTa B YUPEKIECHUY;

4) KOMIIJIEKC OCHOBHBIX IOJIOKEHUH, ONIPEAESISIIOIINX U PEryIaMEHTUPYIOLINX OpraHU3aliio
JOKYMEHTHUPYEMBIX ITPOLECCOB HA IPEANPUATHH.

2. Cucrtema JOKyMEHTAIMH, CO3/IaHHAas 10 €MHBIM [IPaBUJIaM U TPEOOBAHUIM, — 3TO:

1) yaudunmpoBanHas cuctemMa JOKYMEHTAIHH;

2) EI'CL;

3) I'OCT;

4) 00BEKT J1eIONPOU3BO/ICTBA.

3. YUrto Henb3st OTHECTH K chepe AeIonpou3BoACTBA?

1) obopmiieHne cekpeTapéM mpukasza o npuéMe Ha paboTy COTPYIHHUKA;

2) ohopmiieHne cekpeTapéM 1o NpockOe HadyalbHUKA MO3/IPAaBUTEIbHOM TenerpaMmbl 171
€ro MaTepu;

3) obopmiieHre cekpeTapéM Mo MPOCkOe HAaYaIbHUKA CITYKEOHOW 3aITUCKH B BBIIIECTOSIIITYIO
MHCTaHIIMIO;

4) opopmieHue cekperapéM MPOTOKOJIA COBEIAHUS PYKOBOIUTENEH OT/IEIIOB.

4. I'me Ha JOKYMEHTE cIIe/lyeT pacrojiaraTh rocyiapcTBeHHbiit rep0d Poccuiickoit @eneparun?
1) B BepxHeM noJe€;

2) 1O TEHTPY JHUCTA;

3) B IpaBOM BEPXHEM YIIIY;

4) B JIEBOM BEpXHEM YTIIy.

5. B xakoMm CJIydac Ha JOKYMCHTC HEC BOCIIPOU3BOAUTCH sMOeMa OpFaHI/ISaL[I/II/I?
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1) ecn Ha mMOKyMeHTe yxe moMemén repo Poccutickoii denepanmm;

2) ecu Ha JIOKYMEHTE yKe mometnéH repd cyonsekra Poccuiickoit deneparuuy;
3) ecnu opraHu3anus He CYUTACT HY>KHBIM ITOMEIIATh 3MOJIeMy Ha JIOKYMEHTE.
5. T'ep6 cybowekTa Poccuiickoit denepanuu moMeniaeTcst Ha OJ1aHKax:

1) B BepxHeM 110J1e;

2) 10 UEHTPY AOKYMEHTa;

3) B IpaBOM BEPXHEM YIIIy;

4) B COOTBETCTBHH C IMPABOBBIMU akTaMH cyObekToB Poccuiickoit deneparun.

IIkama OLICHUBaHUA TECCTOBOI'O 3aJlaHUA

% BepHBIX pelleHuii (0TBETOB) Ikajna oueHnBaHusA
85-100% «OMAUUHOY
70-84% «xopouioy
51-69% «y00871€MEOPUMENILHOY
y P
50% u meHee «HE YJIOBJICTBOPUTEIIBHO
Y, p

INNPUMEPHAS TEMATUKA KOHTPOJIBHBIX PABOT 11O JUCHUIIJIMHE

1. Conep:xanue 1 Ha3HAYEHUE ACIIOMPOU3BOICTRA.

2. OpranuzanuoHHbIe (POPMBI IETOTPOU3BOJICTBA.

3. Cnyx0a nenonpou3BOCTBA, LIETH U 3a/1a4H, PyHKIIMOHAILHOE COACpKAHHUE NESTEIbHOCTH.
4. 3akoHonatenbcTBo Poccuiickoit denepannu B chepe nHGopManuu U JOKYMEHTAIHH.

5. 3aKOHO/IATENHCTBO 00 PIEKTPOHHOM MOITUCH.

6. Buipl 2JIeKTpOHHOM TTOAMKMCH U MOPSAOK UX TPUMEHEHHUS.

7. HopmaTuBHbIif nokyMeHT «[IpaBuna qenonpou3BoicTBa B peeparbHbIX OpraHax
HCIIOJIHUTENIbHON BIIACTU», €M0 Ha3HAUEHHE.

8. HanmonanpHbIe CTAaHIAPTHI 10 YIIPABIECHUIO IOKYMEHTAMH.

9. HopmaTuBHBIE PaBOBBIE aKThI OpraHa BIACTH, PETIAMEHTUPYIOIINE OPTaHU3aIUI0 padOTHI C
JIOKYMEHTaMHU.

10. MHCTpYKIHS 1O AETOMPOU3BOACTBY, HOPMAaTUBHAS U MeToudeckas 6a3a pa3paboTku
WHCTPYKITUH TI0 IETTOTIPOU3BOJICTBY.

11. bnank mokyMeHTa, BUIbI OJJAHKOB COCTaB PEKBU3UTOB OJIaHKA.

12. CocTaB peKBU3UTOB yIOCTOBEPEHUS, MTOPSIIOK UX OHOPMIIECHUS.

13. CnyxeOHble OTMETKH Ha IOKYMEHTE, OPSI0K UX 0hopMIICHHSI.

14. Cucrema opraHn3allMOHHO-TIPABOBOM JOKYMEHTAIIMU, HA3HAYEHNE U BUJOBOM COCTaB

JIOKYMEHTOB.
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15. TloHsiTHE HOPMATUBHOTO MTPABOBOIO aKTa, BUABl HOPMATHUBHBIX MPABOBBIX aKTOB
(benepaabHBIX OPraHOB HUCIIOJTHUTEIHLHON BIACTH.

16. lomkHOCTHAS MHCTPYKIIHSI, HA3HAUCHUE JOKYMEHTa, COCTaBlIeHHE U 0(hOpMIICHHE.

17. Ilponienypa coriacoBaHus JOKYMEHTOB, €€ Ha3HAUeHHE, BHEIIHEE U BHYTPEHHEE
COTJIacOBaHUE.

18. BuszupoBanue JOKyMEHTOB, 0OCOOEHHOCTH BU3HPOBAHUS PACIOPAIUTENBHBIX JOKYMEHTOB.
19. Cucrema pacnopsiiMTeNIbHON JOKYMEHTAIIMU, HA3HAYEHUE U BUJOBOM COCTaB JOKYMEHTOB.
20. CocraBnenue 1 oopMIICHHUE MTPUKa3a 10 OCHOBHOM JIESITEIIBHOCTH.

21. ITopsiiok TOKYMEHTUPOBAHHUS KOJJIETHAJILHOM (COBEIIATEIbHOMN) NeITEIbHOCTH.

2322. IIpoToKoOI 3aceanusi, BUIbI IPOTOKOJIOB, COCTABJICHUE B OOPMIICHHE.

23. Cucrema nH(POPMAIIMOHHO-CITPABOYHOM TOKYMEHTAIINHU, HA3HAYCHUE ¥ BHJIOBOU COCTAB
JIOKYMEHTOB.

24. JlenoBoe NUCbMO, Pa3HOBUIHOCTHU JICJIOBBIX TTHCEM.

25. Cocrapnenue v 0(hOpMIICHHE JICIIOBOTO MHCHMA.

26. TekcT ynpaBieHYECKOro JOKYMEHTA, 001I1e TpeOOBaHUs K COCTAaBIEHHIO TEKCTa
JIOKYMEHTA.

27. AKT KaK BUJl JOKYMEHTA, Pa3HOBUJAHOCTH aKTOB, 0COOCHHOCTH COCTABJICHUS U OPOPMIICHUS.
28. IlonsaTre 1OKyMEHTO000pOTa, KAUECTBEHHBIE U KOJIMYECTBEHHBIE TapAMETPhI
JIOKyMEHTO000pOoTA.

29. IIpuHIUIBI pallMOHATIBHOW OpraHU3allui JOKYMEHTO000pOTa.

30. OCHOBHBIE ATaIlbl JBMKEHUS MOCTYMAIOMUX JOKYMEHTOB.

31. OcHOBHBIE 3TaNbl ABUKEHUS OTHPABIISEMBIX JOKYMEHTOB.

32. ®opMbI U METO/IbI COBEPILIEHCTBOBAHUS TOKYMEHTOO00OPOTA.

33. Ha3znaueHue U 11N perucTpaiy JOKYMEHTOB, IPUHIIUIIBI PETUCTPALUU.

34. CtpyKkTypa perucTpalioOHHOr0 HoMepa MOCTYMAOLINX, OTIPABISIEMbIX U BHYTPEHHUX
JIOKYMEHTOB.

35. OcHOBHBIE PEKBU3UTHI PETUCTPALIMOHHBIX (POPM.

36. OcOOEHHOCTH perucTpali OTASIbHBIX BUIOB JOKYMEHTOB (IIPUKa3, JEI0BOE MHUCHEMO).
37. Oprauu3anMOHHbIE OCHOBBI KOHTPOJIS HCIIOMTHEHUS JOKYMEHTOB (IOPYYEHHU).

38. TexHONOTUS KOHTPOJISI UCTIOTHEHUS IOKYMEHTOB (TIOPYUYEHHI).

39. Cpoku UCITONTHEHUS JOKYMEHTOB, BUJIBI CPOKOB, IMTOPSAOK UCUUCIEHNS] CPOKOB UCITOJIHEHUS
JIOKYMEHTOB, IOPSIIOK IEPEHOCA CPOKa MCIIONHEHNS JOKYMEHTA.

40. OcHOBHBIE ATAIbl KOHTPOJISE UCTIOJIHEHHS TOKYMEHTOB (ITOpYUYESHHIA).

41. Opranu3zanusi paboThl UCTIOJIHATEIS C JOKYMEHTaMHU.
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42. HopMaTHBHBIE OCHOBBI U OOIIME MPUHIMIIBI OPTraHU3aLUU pabOThl C OOPALIEHUAMU TPaKIAAH
43. Bunpl oOpateHuii rpakJjad, 0cCOOEHHOCTH pacCCMOTPEHHsI 0OpaIeH rpaxIaH
Poccuiickoit @enepanuu.

44. TlonsiTHE NEHHOCTH JOKYMEHTA, KPUTEPUH LIEHHOCTH IOKYMEHTOB, CPOKH XPaHEHUS
JIOKYMEHTOB.

45. Opranu3zanus 1 NopsI0K MPOBEICHHS SKCIIEPTU3bI IEHHOCTH JJOKYMEHTOB OpraHa BJacTH.
46. Cpoku XpaHEHUS TOKYMEHTOB, KATETOPHH JOKYMEHTOB, BBIACIISIEMBIX [0 CPOKAM XpaHEHUS,
CPOKH XPaHEHUs 3JIEKTPOHHBIX JIEI.

47. IlepeuHy TOKYMEHTOB CO CPOKaMH XPaHEHMsI, UX IPUMEHEHUE B JIEIIOIPOU3BOJICTBE.

48. HomeHKI1aTypa el oprana BuacTd, (PYHKIIMH HOMEHKJIATYPHI Jell, IPUHIIUIIL €e
MOCTPOEHUS.

49. dopma HOMEHKJIATYPBI /1€, OCHOBHBIE 3Talbl €€ Pa3pabOTKH HOMEHKIATYpPBI €.

50. IIpaBuia cocTaBieHUs 3ar0JIOBKOB 1€l HOMEHKJIATyphlI Jell.

51. CornacoBanue 1 yTBEpKACHIUE HOMEHKJIATYPBI J€Jl, CPOK JAEUCTBUS HOMEHKIATYpHI /€T, €€
BE/ICHUE W KOPPEKTUPOBKA.

52. ®opmupoBaHue J1eN B AETIONPOU3BOICTBE, 0COOEHHOCTH (POPMHUPOBAHUS B JIe€1a OTJCIBHBIX
KaTeropui J10KyMEHTOB.

53. Bupbl onuceii 1€, OCHOBHBIE MPUHIIMITBL U TIOPSJIOK COCTABICHUS OTIUCEH /eI

54. JInuHOE €710 rOCyIapCTBEHHOTO IPa)KAaHCKOTO CIIYXaIllero, COCTaB JJOKYMEHTOB Jiefia,
0Cc00EHHOCTH €ro (POPMUPOBAHHUS.

55. Opranuzaiyst paboThl 10 YHUYTOXKEHUIO JOKYMEHTOB C UCTEKIIUMH CPOKaMHU XPAHEHHUSL.
56. OdopmiieHune e Npy ux rnepeaaye Ha apXUBHOE XpaHEHHUE.

57. llonsitue «uHPOPMAIIMOHHAS CUCTEMA JIEKTPOHHOTO ToKyMeHToobopoTtay (CDJ10),
¢ynkuuu C30.

58. HopmartuBHbIe TpeOOBaHUS K HH()OPMAIIMOHHBIM CHCTEMaM 3JIEKTPOHHOTO
JIOKyMEHTO000pOoTA.

59. TonsATHE «dNEKTPOHHBIN TOKYMEHT), OCHOBHBIE TIPUHIIUITEI OPTaHU3AIUN PaOOTHI C
3JIEKTPOHHBIMU JJOKYMEHTAMU B JI€TIOIPOU3BOJICTBE.

60. HaznaueHue cucTeMbl MEXBEIOMCTBEHHOTO 3JIEKTPOHHOT0 JI0KyMeHTooOopoTa (MD/10),

ctpykrypa MOJI10.

IIpumepHBbIe NIPaAKTHYECKUE 3aIaHNUS:

Hpakmuttecxoe 3a0anue.; cocmasums npukas
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Hupektop OOO «CeBepHblii TpaH3uT» BenmamuHoB Erop I['eHHambeBUY mNOpydniI
COCTaBHUTh TPHKA3 IO CIEAyIoIeMy Bompocy. B mpukasze tpeOyercs mopyunth Biagumupy
AnekceeBuuy JlnanoBy, Huxonaro Autonosuuy CaBupckomy u Anjpero [lerpouuy Kynemopy
COCTaBUTh MPOEKT (PMHAHCOBOIO OTYETa Ui Kopropauu «YpanHedreraz». Homep gokymenra

1-342 or 12 mas 2014 rona.

IIpaxmuueckoe 3a0anue: cocmagums NPUKA3

Bei — HavanmpHuk otaena genonpousBojctBa OO0  «PaccBer». PykoBoautenb
opranuzanuu: resepaibublii qupekTop C.f. Kopanés. CeromgHsi COCTOSJICS COBET JUPEKTOPOB
opsiackoro OO0 «PaccBery, 00Ccyx)aanoch mpeodpa3zoBaHue CTPYKTYpHI oOiecTBa. PemeHo, 4ro
(¢buHAHCOBBIM OTHEn W Oyxrantepusi OOBEAMHSIIOTCA B OJHO CTPYKTYpHOE MOJpa3jieiieHue
(¢punancoBoe ympaBieHHE), PYKOBOACTBO KOTOPBIM IMOpydYaeTcsi TiIaBHOMY Oyxrantepy A.B.
JloBakuny. CekpeTapckue AOKHOCTH pPYyKoBoAcTBa (OIIecTBa BBIBOIATCS HM3 MOJYMHEHUS
CITY>OBI JACIIONPOU3BOCTBA U OOBEIUHSAIOTCS B CAMOCTOSITEIIBHOE CTPYKTYPHOE TO/Ipa3iesieHue
(cexperapuar). PykoBOACTBO CEKpeTapraToM MOPYYaeTcsi MOMOIIHUKY F€HEPAIIbHOTO TUPEKTOpa

H.}O. Manununy. KonTponupoBarth UcIioNIHEHUE MpUKa3a Oyiere BbI.

IIpakmuueckoe 3adanue: ogpopmums obvacHumenvhyio 3anucky. Cocmasumo pe3onoyuio.

B 3A0 «Bpemena roma» Obula mpoBeJeHa pEBU3US, B pe3ylbTaTe KOTOPOW ObUIM
BBISIBJIEHBl HEOOOCHOBAHHBIE 3aTpaThl HA OPraHU3ALMIO JIETOBBIX MEPONPHUATUNA. B cBs3M ¢ 3TUM
mupextop 3A0 «Bpemena ronay, 3apeructpupoBanHoro B I. bpsucke, H.I1. Copokun 3aTpe6oBain
O0O0BSCHUTENBHYIO 3aIIUCKY OT ri1aBHoro Oyxranrtepa A.E. ManunoBoil. Panee nupexkropom ObL1
W3/1aH IIPUKa3, B KOTOPOM PYKOBOJIUTEIM CTPYKTYPHBIX MOAPA3ACICHUA IPU OpPraHU3alUn
JIETIOBBIX MEPONPUATHI 00s3bIBATUCH MIPECTABIATH B Oyxranrepuio 3A0O 10KIaJHbIE 3aIHCKH C
YKa3aHHUEM CMETHI pacxoaoB He no3aHee 10 qHel 10 Havajga COOTBETCTBYIOIIETO MEPOIPUSATHS.
Jupexktop nopyuus OyxraiaTepuud NPOBOAWUTH (UHAHCHUPOBAHUE JIEIOBBIX MEPOIPHUATHH Ha
OCHOBaHUU ero pe3ontonuu. OIHAKO IJIaBHBIA Oyxraiarep npopuHaHCHpPOBala KOMaHAUPOBKY
HauanbHUKa othena cOeita E.C. TuxonoBa 6e3 pesomouuu aupekropa. OT jnuua riaBHOTO
oyxrantepa A.E. MaHunoBoil cocTaBbTe OOBSCHUTENBHYIO 3aIMCKY, TJ€ YKaXHUTE, YTO OIulaTa
ocyIiecTBiieHa B cBsi3U ¢ 10-1HEBHOM 3apy0eKHON KOMaHIUPOBKOM TUPEKTOpA.

Pe3omronms cocraBiseTcs IMPOU3BOJIBHO.

IIpakmuyeckoe 3adanue: cocmasbme u 0gpopmume 00bACHUMENLHYIO 3ANUCKY
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HNucnekrop kanuensapun 3A0 «Cupuyc» M.M. PycakoBa B COOTBETCTBHHM C IPUKA30M
rerepaibHoro aupexropa ot 12.03.2005 Ne 45 nomxkna Obua k 12.04.2005 mpoBecTH SKCHEPTH3Y
[IEHHOCTH JOKYMEHTOB, XPAHSIIUXCS B KaHIEISIpUU. B CBSI3UM C JAIUTENHHOW OO0JIC3HBIO
3aBeayromen kanuensipueid .M. PycakoBa nucnonssia ee 0013aHHOCTH U HE CMOTJIA BBIMOJIHUTH
nopyuenue B cpok. [Tocne Brixona Ha paboTy 3aBeayromas KaHuensapueil norpedonana ot N.U.

PycakoBoii 00BICHUTENBHYIO 3aITUCKY.

IIpaxmuueckoe 3a0anue: cocmagums 0€1080€ NUCbMO

Bbl — HauanpHUK OTAENa AETONPOU3BOACTBA OONagMUHUCTpaluu. Buepa nposeneH 9 B
rofy npe3uanym kosuteruu npu ['yoeprarope bpsuckoit oonactu A.B. Tumodeese. Hauanpank
ropuanueckoro oraena E.P. CunuH BHec mpejioKeHHE M0 peopraHu3allud aIMUHUCTPALUU
bpsinckoit obnactu B [IpaButensctBo bpsinckoit o6mactu. ['y6epnarop bpsiHckoit obnactu A.B.
Tumodee cipocun AOKJIaqUMKa O KOJIMYECTBE 3amectuTeneid ['ydbepHaropa B HOBOIl CTPYKTYype,
NPEUIOKIII COKPATUTh MX Ha 2 enuHHNBl. [lopydeHO ympaBiieHHIO TO KaapoBod padore K I
kBapTtaiy 2017 roga moAroTOBUTH MPOEKT peopranu3anuu. HauanpHUKY genapraMmeHTa pruHaHCOB
I1.E. BracoBy npocuurtath pacxo/ibl o peopranuzauuu ko Il ksaprany 2017 rona.

Bam HeoO6xoaumo Hamucats nucbMo Ha ums [Ipeacenatens bpsHckoit obnactaoi Jymbl
A.E. Ennceesa 3a MoANuChIO BaIlIeTO pyKOBOIUTEIS — 3aMectutels [ 'yoepratopa A.A.ITlono3oBa.
B muceme, cornacuo 3amnpocy u3 Jymsr (Ne 1-342 ot cerousiHero yucia) —pouH(popMupoBaTh

Enmceesa o TOM, 4YTO IMPONU3O0IIIIO Ha IMPE3NTANYME.

IIpakmuueckoe 3a0anue: ogpopmums ROJIHBIN NPOMOKO]L O NPEONONCEHHOU CUMYAYUU.

B 3A0 «/Ipurarens» cocrosiioch 3acenanue texuuueckoro Coera mnpu ['eHepaibHOM
mupekrtope T./1. I'maronese noj ero npeacenaTeabcTBOM, B IPUCYTCTBUU Beex uieHoB CoBeta (16
yenoBek) U cekperaps Coera. CoBeT o0cyxJal BOHpOCHl O cocTosHMM paboTel 3A0 3a
OpoUIeINil roag W mHepcrnekTuBbl pa3BuTHs OOmiecTBa B OyAylleM rojy, O BBIIOJHEHUU
IpOrpaMMbl BbIMyCKa NPOAYKIMM M ee peanuzanuu. [lo mepBoMy Bompocy AOKIaz Jenai
3amectutTenb ['eHepanpHOoro aumpekropa K.A. PycnaHoB, KOTOpBIi Jajl pa3BEpHYTYIO
XapakTepUCTUKy JesTenbHocTH OOIiecTBa, OTMETHJI pACIIUPEHHE COTPYIAHMYECTBAa» C
napTHepamMu B Apyrux pervoHax. K. A. PycnaHOB [0M0XKWI O NMOANMCAHWUM COTJIALIEHUS C
yHUTapHBIM npeanpuatueM «TypOuna» u ero mepcnektuBax g OoOmectBa. COBET HMPHUHSIT
peleHre O 3aKII0UeHHH J0roBopa ¢ mnpennpustueM «TypOuHa» O BBIyCKe 3amyacTeil s
CEJIbCKOXO035MCTBEHHOW TeXHUKH. Kommepueckuil aupekrop AHTOoHOB M.K. nonmoxkun o

COOIOZICHUH TUTAHOB pean3alii TOTOBOM MPOIYKIIMH, OTMETUB IPU 3TOM TPHU CIy4yasi CpPhIBOB
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MOCTaBKU M HapymeHus: OO1IeCTBOM CBOUX 0053aTeIbCTB M3-32 HEMPABWJIBHON KOMILIEKTALUN
3aKa3oB. IIpuumMHONM TaKOro TMOJOXKEHUS SBUJIOCH OTCYTCTBUE COBPEMEHHOIO CKJIaJCKOIO
o0opynoBaHus. PemieHne mno BTOpOMy BOIIpoCy cojepkano mnopydeHue Kommepueckomy
mupektopy AntoHoBy M.K. moaroroButh 000CHOBaHHME MPOEKTa PEKOHCTPYKIMHM CKIIaja

PEITPUATHSL.

IIpakmuueckoe 3a0anue: cocmagums O1AHK HOMEHKIAMYpbl 0ell U PEKGUIUNIbL
HOMEHKJIATYPHI JIe] 10 TeKCTa.
®dupma: Opsackoe OO0 «PaccBer», HOMeHknarypa nen Ha 2017 roa. dupekrop OO0 —

Anrton UsBanosuy Tenerud.

IIpakmuyeckoe 3adanue: cocmasums omeem 6 uoe 0e108020 NUCbMA HA 0OpaujeHue
2padCOaHUHA.

B xaHuemsipuro Kommepueckoro OaHka «ATJIaHTUYECKUH TpaH3uT» 27 sHBapd
T.T.IIOCTYIIMJIO MMCbMO OT rpakaanuHa Misana EBrenbeBuua TyxukoBa. OH IpOCUT PYKOBOJICTBO
0aHKa MpeoCTaBUTh €My OECIPOLEHTHYIO CCyIy Ha IATh JeT («Ha MOTPEOUTENIbCKUE LENIN»).
CocraBbTe OTBET OT JMla AuUpeKkTopa OaHka AHIpes MarBeeBuua TuTOBa, IJie U3BECTHUTE
3asiBUTEJIS, YTO CPEH MOTPEOUTEILCKAX KPEAUTOB OaHKa MOTOOHBIX KPEAUTHBIX MMPOAYKTOB HET.

O3HaKOMHUTCS C KpEIUTHBIMU TPEIIOKEHUAMH MOXHO B oduce Oanka (bpsHck,

ya.Bepuasckoro, 4, o¢. 3) niu Ha caiite 6anka: www.a-tranzit32.ru

Ilpakxmuueckoe 3adanue: nod2omoeums NYOIUYHOE BbICMYNIEHUE NO NPEOIOHCEHHOU
cumyayuu.

[ToaroToBUTH OKIA] O CBOEH IpyIIEe OT UMEHHU CTApOCThI IPYIIbI ISl BEICTYIJICHUS Ha
Bcepoccuiickom cnére crtapoct. B BBICTYIIIEHHH O3BYYUTh Y4YeOHYI0O U BHEY4EOHYIO

JeSITeNIbHOCTD TPYIIIbI, 0COOEHHOCTH ClIeUaIN3auu, Oy 1ylue KapbepHble MePCIEKTUBBI.

Ipaxmuueckoe 3a0anue: cocmagvme u oghopmume 3ds6i1eHue Ha OMnycK
Bl — nHauvanpHuk opranuzanumonHoro otaena OOO «Cucrema-bpsiHck». DOT0 Bamn
OCHOBHOI1 OTITyCK, KOTOpbIi Bbl Oepere Ha 30 nHeli ¢ 12 aBrycra T.r. 3aMecTUTENb IUPEKTOPA O

kagpam OOO — Oner UBanoBuy KopoOos.
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[Ilkana u KpUTEpUN OLIEHUBAHUSA KOHTPOJIBHBIX PadoOT

Illkana oueHnBaHUSs Kpurepuu oneHuBaHus

«OMAUYHO» OOyuaromuiicst TITyOOKO M COJep)KaTeIbHO PACKPBIBACT TEMY
KOHTPOJILHOHM paboThl, HE IOMYCTHB OMUOO0K. OTBET HOCUT
Pa3BEPHYTHIH U HCUEPIIBIBAIOLINN XapaKTep.

«xXOpouLo» OOyuaronuiics B 1IeJIOM PaCKpPBIBAET TEMY KOHTPOJIBHON

pabOTHI, OTHAKO OTBET HE HOCUT PA3BEPHYTOT'O U HCUEPIIBIBAIOIECTO
Xapakrepa.

«yooenemeopumenvroy | OOydaroluiics B LIEJIOM PACKPHIBAET TEMY KOHTPOJIbHOI paboThI U
JIOIYCKAeT P57l HETOYHOCTEH, parMeHTapHO PACKPHIBAET
COJIepKAHNE TEOPETUUECKUX BOIPOCOB MIIM X PACKPHIBACT
COZIEPIKaTEeIbHO, HO JIOIYCKasl 3HAUUTEIbHbIC

HETOYHOCTH.

«He OOyuarouiuiics He BiIajieeT BHIOPAaHHOM TeMOM KOHTPOJIbHOMN
yoogremeopumenvro» | paboTsl. Tema KOHTPOJIBHON pabOThI HE PACKPHITA

INPUMEPHBIE TEMbI IOKJIAOB (PE®EPATOB) 10 JTUCIHHUIIJIMHE
1. Pa3BuTHe 3akoHOmATENbHOW periaMeHTaluu paboThl ¢ JOoKyMeHTamMu B Poccuiickoit

®enepanuu B 1990- 2013 rr.

2. AHanu3 MHCTPYKUMM IO JEJIONPOU3BOJACTBY (HA INpUMEpEe HHCTPYKLIMH KOHKpPETHOU
OpraHU3aI1H)
3. AHanu3 10JKHOCTHBIX MHCTPYKIMHA paboTHUKOB ciyk0b1 IOY (Ha mpuMepe HHCTPYKLUH

KOHKPETHOI'O YUPEKICHUS).

4. AHanu3 cTpyKTYypbl U (QYHKIUH CIy>KOBI J€JIONPOU3BOACTBA (Ha IMpUMEpPEe KOHKPETHOU
OpraHU3alVH).

S. Opranuzanus pabotsl ciryx6b1 JJOY (Ha npuMepe KOHKPETHOM OpraHu3alum).

6. Opranu3zanus J0KyMEHTO000poTa (Ha mprUMepe KOHKPETHON OpraHu3aliii) U OCHOBHBIE

HaIrpaBJICHHA €TI0 COBCPUICHCTBOBAHUA.

7. Opranu3anus perucTpaluy J0KyMEHTOB (Ha IpuMepe KOHKPETHON OpraHu3alyn).

8. Metoabl OpraHuzalii KOHTPOJS 32 HCHOJHEHHWEM JOKYMEHTOB HpU TPaJUIMOHHOM
JIeJIOTIPOU3BO/ICTBE.

9. Opranu3zanus paboTsl ¢ 00pallleHUsIMU TPAXKIaH B TOCYAAPCTBEHHBIX YUPEKACHUSIX.

10.  Meronuka cocTaBleHHs] HOMEHKJIATYPHI JIeJ YUPEkKACHUS.

11.  IIpoOGnemsl S3KCHEPTU3bI HEHHOCTH JOKYMEHTOB B JICJIONIPOU3BO/ICTBE.

12.  OmpIT opraHmu3anuyu padboTHI C JOKYMEHTaMH 32 PyOeKOM.
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[Ikana u KpuTepUn OLEHUBAHUS JOKIaI0B (pedepaTon)

MIxaja oneHUBAHUA Kpurepun oueHuBanust

«OMAUHHO» OO6yuatomuiics TTy00KO U COIepKaTeNbHO PACKPBIBAET TEMY
noknana (pedepara), He TOMyCTUB OMUOOK. OTBET HOCUT
Pa3BEPHYTHIM U MCUEPIBIBAIOLIUN XapaAKTED

«xXopowoy OOyuarommiics B 11€JI0M pacKpbIBaeT TeMy Jlokiana (pedepara),
OJIHAKO OTBET XOTs OBl HA OJMH U3 HUX HE HOCUT Pa3BEPHYTOTO H
MCYEPIBIBAIOIIETO XapaKTepa.

«yooenemeopumenvroy | OOydarOMIMNCS B IIEJIOM PpaCKpbIBAcT TeMy J0Kiana (pedepara) u
JIOITYCKAET PsiJl HETOYHOCTEH, (hparMeHTapHO PaCKPHIBACT
CoOJIepKaHNE TEOPETHUUECKUX BOIPOCOB WA UX PACKPHIBACT
COJICPKATEIBHO, HO JIONYCKasi 3HAYUTEIIbHBIC HETOYHOCTH

2.2 [IpomMe:kyTOUHAS aTTeCTANUS

INEPEYEHD BOITPOCOB JJIA IOAI'OTOBKH K 3AYETY

1. CBa3b uHpopMaMu U ToKyMeHTa. Poib nH(opMaIiy B COLMANbHBIX U SKOHOMUYECKUX
poueccax.

2. JIOKYMEHT 1 €ro MECTO B CUCTEME YIIPABIICHUS.

3. JIOKyMEHTOBEIEHUE KaK Hay4yHas JUCLUIIJIMHA U €€ CBSA3b C APYTUMU HayYHBIMU
JUCLUIUINHAMM.

4. OmnpeseneHue TOKyMEHTa B HOPMaTUBHBIX aKTaX.

5. 3akoHoAaTeNbHAs U HOPMaTUBHAs perjaMeHTallls JOKyMEHTUPOBAHUS B JOPEBOJIIOLIMOHHOM
Poccun.

6. 3akoHOaTeNbHbIE aKThl 00 00513aTEILHOCTH IOKYMEHTUPOBAaHUS HH(DOPMAIUH.

7. IlonsiTue knaccupukanuu J0KyMeHTOB. Buapl kiaccupukanuu. Pa3zButrue 10KyMeHTHON
kinaccudukanuu B Poccun.

8. O0mue 1 yacTHble GYHKINU JOKYMEHTA. 3aBUCUMOCTD TOHATHS «IOKYMEHT» OT €ro
¢bynkunu. Bnusaue QyHKIMA JOKYMEHTa Ha €ro CTPYKTYpY.

9. 3aBUCUMOCTb MOHATHUS «TOKYMEHT» OT €r0 (PYHKITHH.

10. PazBuTHe NOHATUS «TOKYMEHT.

11. [onaTue «uHpOPMALIUA» U €r0 pa3BUTHE MPUMEHUTEIHHO K JOKYMEHTOBEICHHIO.

12. ABTOp TOKyMEeHTa, HOPsI0K 0003HAYEHHS OPraHU3alMN-aBTOPA TIOKYMEHTA.

13.TOCT P 7.0.97-2016. Ero conep>xanue, 3Ha4eHHE, OCOOCHHOCTH BHEJIPEHUSI.

14. JlatupoBka noxkymeHTa. J[ata Kak cocTaBHasi 4aCTh psAJa peKBU3UTOB. TpeOoBaHUs

K 0()OpMJICHHIO JIaThI.

32



15. JlpeBHeiimme Matepuaisl 11 mucbMa. Mi3o0peTeHne Oymaru u COBEpIIIEHCTBOBAHHE €€
IIPOU3BO/ICTBA.

16. Vicropusi BOSHUKHOBEHHUS U PA3BUTHS OTAEIBHBIX BUIOB TOKYMEHTOB.

17. Uctopust pa3BUTHSI OTJIEJIBHBIX 3JIEMEHTOB (hopMyJIsipa JOKYMEHTA.

18. KunogoxymentupoBanue. [losBnenue, pazsutue. Buneoszanuck. Kputepuu neHHOCTH
KMHOJOKYMEHTOB.

19. Konuu 1OKYMEHTOB, UX UCTOPHUYECKOE PA3BUTHE U BUBL. JlyOInKaT 1OKyMeHTa.

20. MarepuaibHasl COCTaBIIAIONIAs JOKYMEHTA U €€ Pa3BUTHE.

21. OOBbeKT U npeAMET U3y4YEeHHUs B JOKYMEHTOBEACHUU. MeTo/1bl B JOKYMEHTOBETUECKUX
UCCJIEJOBAHMSIX.

22. HopMaTUBHO-METOUYECKUE AKThI, PETIAMEHTUPYIOIINE CO3/IaHue U 0(hOPMIICHHE
JIOKYMEHTOB.

23. O6o3Hauyenue anpecata. [IpaBuia HanMcaHus 1 MeCTo ajpecara B (popmyisipe
JIOKYMEHTA.

24. O6merocynapcTBeHHast yHU(GUKAIUSA TOKyMEHTOB. DOpMBbl YHU(DUKAITUH.

25. O6mmue TpeOoBaHUS K TEKCTY TOKyMeHTa. Jlornueckasi CTpyKTypa TEeKCTa.

26. OnepatuBHas U UCTOpUYECKas (PeTPOCIEKTUBHAS) JOKYMEHTHas MHPOpMAIUs KaK
enrHas THPOPMAaIMOHHAS CUCTEMA.

27. OCHOBHbIE TEXHOJIOTUU KOMMPOBAHUS U PA3MHOKEHUS JOKYMEHTOB

28. OcHOBHbIE (haKTOPBI, ONIPEENIAIONINE PALIMOHATIBHYIO OPTaHU3AIIUI0
UH(POPMALIMOHHO-TOKYMEHTALMOHHOTO 00CTY)KUBaHUS YIPaBICHYECKON AEATEIbHOCTH.
29. OcobeHHOCTH TOKYMEHTHPOBAHUS ACATEIHHOCTH KOJUIETUATIBHBIX OPTaHOB.

30. Ocobennoctu hopmysisapa JOKYMEHTOB, MOTYYEHHBIX Pa3TUYHBIMHU CIIOCOOaMH
JOKYMEHTHPOBaHUS (TEKCTOBBIMM, MAITMHHBIMH, KHHO-, (OTO-, POHO-, TEXHUYECKHMH).
31. OrmeTku Ha fokyMeHTax. VX poiib B IPOXO0XKIEHUHU U UCIIOJIHEHUU JOKYMEHTA,
MeCTO B (hOpMYJIsipe JOKyMEHTA.

32. OTTHCK NeyaTH KaK peKBU3UT AoKyMeHTa. Ciiydan o0s3aTeIbHOr0 MPOCTaBICHUS
repOOBOIi eYaTH Ha JOKyMEHTaX.

33. IlogyinHHMKY 1 Konuu. Bunpl konmid. ITopsnok ynocToBepeHui KOMUA.

34. TlogyivHHBIE U TOJJIOXKHBIE JOKYMEHTHI. Bubl dhanbcudukanum 10KyMEHTOB.

35. Iloanuch Kak cocTaBHas 4acTh PEKBU3UTOB (TIEPEUUCITUTH BCE PEKBU3UTHI).

36. IlonsaTHe «peKBU3UT JOKyMeHTa». [IoCTOSHHBIE U IEPEMEHHBIE PEKBU3UTBHI.

37. IlonaTue «cucTeMbl JOKYMEHTAIIMN», PA3BUTHE CUCTEM. Y HU(DUIIMPOBAHHBIE

CHUCTEMBI TOKYMCHTAI[UH.
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38. IloHsTHE «AIEKTPOHHBINA TOKYyMEHT». Kitaccudukanus u xapakTepucTHKa COBPEMEHHBIX
HocuTenel nupopmalu

39. lonsarue «O6IaHK» IPU CO3IAHUM JOKYMEHTA. BllaHku npeAnpusaTuid pa3TuaHbIX

($hopM COOCTBEHHOCTH.

40. ITonATHE KOMIUIEKCOB JOKYMEHTOB. [IpOCThIE KOMIUIEKCHI TEKCTOBBIX JOKYMEHTOB.

41. IlonaTHEe M NpU3HAKK OPUTHMHAIA JOKYMEHTA.

42. IToHATHS «LIEHHOCTh IOKYMEHTA», «QKCIIepTU3a LIEeHHOCTH». [lopsiiok onieHuBaHus
JIOKYMEHTOB.

43. ITopsinok nognucanust JOKyMeHTOB. DopMbl oancanust JOKyMeHToB. [loanucu

KaK COCTaBHasl 4acTh PsJla PEKBU3UTOB.

44. TTopsnok coriacoBanust JOKyMeHTOB. OdopMiieHne BHYTPEHHETO U BHEIITHETO
COIIACOBaHUS.

45. TTopsaaok U cocoObl YTBEPKACHUS JOKYMEHTOB.

46. IIpaBoBO€ peryaupoBaHHE MPOIECCOB IEKTPOHHOTO JOKYMEHTUPOBAHHUS. DJICKTPOHHAS
1 poBast MOAMNUCH.

47. Pa3BuTtHe yHU(UKAUHN U CTAHAPTH3ALMU JOKYMEHTOB BO BTOPOil nosioBuHe XX B.

48. Pazsutue hopmynspa gfokymenta B XVI-XX BB.

49. PexBU3UT «ampecaty, ero 3Ha4YeHUE U COBpEMEHHbIE TPeOOBaHUS K OOPMIICHHIO.

50. PexBU3UTHI, IPUAAIOIINE JOKYMEHTY IOPUAUUYECKYIO CHITY.

51. Ponsb 3akoHOonaTenbHbIX akToB X VIII B. B yHU(MKaIIMK TEKCTa OTJEIBHBIX BUOB
JIOKYMEHTOB.

52. CnoxHble KOMIUIEKCHI IOKYMEHTOB.

53. CocraB opraHM3allMOHHBIX JJOKYMEHTOB, UX XapaKTEepUCTUKA.

54. CoctaB yniocroBepeHus 10KyMeHTOB. [IpaBuiia ohopMiieHUs: peKBU3UTOB, YIOCTOBEPSIOLINX
JIOKYMEHT.

55. Cnoco6bl ipeacTaBiIeHNs YHU(PUIIMPOBAHHBIX TEKCTOB (aHKETHI, TAOIUIbI, TpadapeTHbIE
TEKCTHI).

56. CreHorpadusi, MUKTOrpaMMBI U JIOTOTPAMMBI; UX COBPEMEHHOE IPUMEHEHUE.

57. CylHOCTb MOHATHSI «IOKYMEHT» U €70 Pa3BUTHE.

58. TekcToBOE TOKYMEHTHUPOBAHUE U ITAIbI €70 PA3BUTHS.

59. TexHuueckoe JOKyMEHTHPOBaHUE U 00JacTH ero npuMeHeHus. OCHOBHBIE TPYIIIIBI
TEXHUUYECKOH TOKYMEHTALIUK U BUABI TEXHUYECKUX JOKYMEHTOB. [loHsTHE OpHUrKHana B
TEXHUYECKOHN TOKYMEHTALIUH.

60. TpeGoBaHus K KOHCTpYHpOBaHUIO O1aHKOB. Bunbl 6;ankoB. biranku opranuzanmii u
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MPEANPUITHA pa3IUIHBIX (HOPM COOCTBEHHOCTH.

61. TpeboBaHus K COCTaBIECHUIO U O(POPMIICHHUIO aKTa.

62. TpeboBaHUS K COCTABICHUIO U 0()OPMIICHNIO HHPOPMALMOHHO-CITPABOYHBIX JIOKYMEHTOB.
63. TpeGoBaHUs K COCTABIICHUIO U O(POPMIICHHUIO ITPOTOKOJIA.

64. TpeboBaHUs K COCTABICHUIO U O()OPMIIEHUIO PACHIOPSAUTENIBHBIX TOKYMEHTOB.

65. TpeboBaHus K COCTaBIECHUIO U 0(DOPMIICHUIO CITy)keOHOTO MHrchbMa. PasHOBUIHOCTH
IIUCEM.

66. YHU(pUKaALKA TEKCTa JOKYMEHTA KaK OJJHO U3 HAIpaBJIEHUH €ro COBEPIICHCTBOBAHMUS.
YHUpUUHIPOBAaHHBIE TEKCThI, METOIMKA UX PA3pA0OTKU U CLIOCOOBI IPECTABICHHUS.

67. YHUpHUIMpOBaHHAS CUCTEMa OPraHU3aOHHO-PACTIOPSIANTEIHON JOKYMEHTAIIHH.

68. Danpcudukanuu J0KyMeHTOB. CITOCOOBI TTOIISIIKH JIOKYMEHTOB

69. ®ononokymeHTupoBanue. [losBienue, pa3Butue, npumeHenue. Kpurepuu neHHOCTH
(OHOOKYMEHTOB.

70. dopmanu3zanus TEKCTa TOKyMEHTa. Y HU(PUKALUS TEKCTa JOKyMeHTa. MeTo bl yHU(PUKALUH.
71. @opmynsap TOKyMEHTa U €r0 COCTaBHbIC YacTH. HAMBHUTyalbHBIN U THIIOBOW (HOPMYIISIp
72. ®oronokymeHTuposanue. [losBienue, pa3surue, npuMenenue. Kpurepuu neHHOCTH
(bOTOIOKYMEHTOB.

73. UepHOBUKH, IOJUIMHHUKH, OPUTHHAJIBI JOKYMEHTOB. [Ipu3Haku opuruHaia.

74. DeMeHThI TeKCTa: 3arojI0OBOK, IPUIIOKEHUS, TPEOOBaHUS K X O(OPMIICHHUIO.

75. JIMHrBUCTHYECKUE OCOOCHHOCTH TEKCTOB C.]'Iy>KC6HBIX HAOKYMCHTOB.

[[Ixana u KpUTEpHUH OLICHUBAHMS 3a4eTa

Ixana Kpurepun oueHnBanus
OLICHUBAHHSHA
«3aumeHo» OneHka «3auTeHO0» BBICTABISAETCS CTYACHTY, KOTOPbII

- IPOYHO YCBOWJI IPEAYCMOTPEHHBIN MPOrpaMMHbBI MaTepHUa;

- MMPaBWJIbHO, aPTYMEHTHUPOBAHO OTBETUJI HA BCE BOMPOCHI, C
MIPUBEJICHUEM [TPUMEPOB;
- MOKa3aj TyO00KHe CUCTEeMAaTH3UPOBAHHBIE 3HAHNUS, BIIAJICET
MpUEMaMHU PaCCyKJEHUS U CONOCTABIISIET MaTepUall U3 Pa3HbIX
NCTOYHUKOB: Teopmo CBA3BIBACT C HpaKTI/IKOfI, )Ipyrl/IMI/I TEMaMHU
JAHHOTO Kypca, IPYTruX U3y4aeMbIX IIPEeIMETOB

- 0€3 omMOOK BBITIOJHUI MPAKTHIECKOE 3aJaHuE.

«He 3aUumeHo» OneHka «He 3a4TeHO» BBICTABJISETCS 00yJaroeMycs, €Clii: OH He
3HAeT OCHOBHBIX OMpeeNieHUH, HeTIOCIeI0BaTeNIeH U COMBUUB B
M3JIOKEHUW MaTepHuaia, He 00J1ajaeT ONpeeICHHOW CUCTEMOM
3HAHUU TIO0 TUCIUILIMHE, HE B MIOJIHON Mepe BiIaJieeT HEOOXOAUMBIMU
YMCHUAMHU U HABBIKAMHU ITPU BBIITOJHCHHH MMPAKTHYCCKUX SaHaHHﬁ.
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3. IToka3aTe/1u OLlCHUBAHUSI KOMIIETCHIIHI HA dTanax ux (pOpMUPOBAHUS

Jran

(ypoBeHn
b)

Kpurtepuu oneHnBanus

Hey/10BJIeTBOPHUTE/Ib
HO

YI0BJIETBOPHUTEJI
bHO

X0pOo11I0

OTJIMYHO

OIIK-4 Cniocoben pa3pabaTbIiBaTh MPOCKTHI HOPMATUBHBIX IMPABOBBIX aKTOB BCcdepe
npoecCHOHATEHOM IEATEIILHOCTH, OCYIIECTBISTh HXIPABOBYIO M aHTUKOPPYIIIUOHHYIO
SKCIIEPTH3Y, OLICHKY PETYJIUPYIOLIEro BO3ACUCTBUS U MOCIEICTBUN UX TPUMEHEHUS

3HATb

OO0yuaromuiics
JEMOHCTPHUPYET
MOJTHOE OTCYTCTBHUE
WM HEJ0OCTaTOYHOE
COOTBETCTBHUE

[ (S13%{011150:¢
3HAHUI: OCHOBHBIE
3aKOHOJATEIbHbIC U
HOPMAaTUBHO-
METOIUYECKUE
JIOKYMCHTHI B
obnactu
JIOKYMEHTAIMOHHOTO
obecrieueHus
VIIPaBICHUS ¥ UX
OCHOBHBIE
TpebOoBaHUS; —
TEPMHUHOJIOTHIO B
obnactu
JIOKYMEHTAIMOHHOTO
obecrieueHus
yIpaBIeHUS; —
TpeOOBaHUS K
OJlaHKaM U COCTaBy
PEKBH3UTOB JICIIOBBIX
JIOKYMEHTOB;
COBPEMECHHEIC
MPOIIECCHl B 001acTH
TOCY/IapCTBEHHOTO
JIEIIONPOU3BOJICTBA —
OCHOBHBIC BH/IBI
OpTraHU3aI[MOHHO-
pacToOpsIUTETBHBIX
JIOKYMEHTOB, HX
KJ1accuukanmio,
METOJIUKY UX
COCTaBJICHUS H
oopmieHus;
OCHOBBI
DIIEKTPOHHOTO
JIOKyMEHT0000poTa,
HA3BaHMSI OCHOBHBIX

OO0yygarommmiics
JIEMOHCTPHUPYET
HEIIOJIHOE
COOTBETCTBHUE

I (S13% (01111704
3HAHWI:
OCHOBHEBIE
3aKOHOJATEIbHEIE
1 HOPMATHUBHO-
METOIUYECKUE
JIOKYMEHTHI B
obnactu
JIOKYMEHTAIMOHH
oro obecrieueHus
VIIPaBICHUS ¥ X
OCHOBHEIE
TpeOOBaHUS; —
TEPMHUHOJIOTHIO B
obnactu
JIOKYMEHTAI[MOHH
oro odecrieueHus
yIpaBIeHUS; —
TpeOOBaHUS K
OJaHKaM U
COCTaBy
PEKBU3HUTOB
JIETTOBBIX
JIOKYMEHTOB;
COBPEMECHHEIC
MPOIIECCHI B
obnactu
rOCy/IapCTBEHHOT
0
JIEIONPOU3BOICTB
a — OCHOBHBIE
BHIBI
OpTaHW3aIMOHHO-
pacmopsiAuTeIbH
BIX JJOKYMECHTOB,
170.9
KJIacCU(UKALHUIO,
METOJIUKY HX

OO0yygarormmiicst
JTEMOHCTPHUPYET
JIOCTATOYHOE
COOTBETCTBHUE

(1 (913%011170:¢
3HAHH:
OCHOBHEIE
3aKOHOJATENIbHEIE
¥ HOPMATHBHO-
METOIUYECKHE
JIOKYMEHTHI B
obnactu
JOKYMEHTAI[MOHH
oro obecrieueHus
YIIPABICHUS U UX
OCHOBHEIE
TpeOOBaHUS; —
TEPMHUHOJIOTHIO B
obOnactu
JOKYMEHTAI[MOHH
oro obecreueHus
yIpaBICHHUS; —
TpeOOBaHUS K
OJaHKaM U
COCTaBy
PEKBU3UTOB
JIETTOBBIX
JTIOKYMEHTOB;
COBpEMEHHBIC
MPOIIECCHI B
obOnactu
roCy/IapCTBEHHOT
0
JIEIIOTIPOU3BOJICTB
a — OCHOBHBIE
BHIBI
OpTaHHU3aIOHHO-
pacnopsAuTenbH
BIX JJOKYMEHTOB,
uX
KJ1acCU(pUKALIUIO,
METOJIUKY HX

OOyuvarommiics
JCMOHCTPHPYET
MOJIHOE
COOTBETCTBHE
CIICTYIOIINX
3HAHWI:
OCHOBHEIE
3aKOHO/IaTEIbHbBIE
1 HOPMATHUBHO-
METOINYECKHUE
JOKYMEHTBI B
obnactu
JOKYMEHTAITHOHH
oro odecreyeHus
VIpaBICHUS ¥ X
OCHOBHEIE
TpeOOBaHuUs; —
TEPMHHOJIOTHIO B
obractu
JOKYMEHTAI[MOHH
oro obecrieueHus
yIpaBIeHUs; —
TpeOOBaHUS K
OlaHKaM U
COCTaBy
PEKBU3UTOB
JIETTOBBIX
JOKYMEHTOB;
COBpEMEHHBIC
MPOILIECCHI B
obnacTu
rOCy/1IapCTBEHHOT
0
JIeIOTIPON3BOICTB
a — OCHOBHBIE
BUJIBI
OpTraHHU3aIMOHHO-
pacmopsAuTeIbH
BIX JJOKYMEHTOB,
ux
KJIacCU(PUKAIIHIO,
METOJIUKY HX
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cuctem COJ] —

COCTaBJICHHUA U

COCTAaBJICHHUA U

COCTaBJICHHUA U

0COOEHHOCTH odopmIIeHNS; odopMIIeHNS; oopMIIeHNS;
oopmienus OCHOBBI OCHOBBI OCHOBBI
JIOKYMEHTOB JIJIs1 AIIEKTPOHHOTO 3IEKTPOHHOTO ANIEKTPOHHOTO
BHEIITHEH U JIOKYyMEHTOO00pO | TOKYMEHTOO00pO | IOKYMEHTOO000pO
BHYTpEHHEN Ta, Ha3BaHUs Ta, Ha3BaHUS Ta, Ha3BaHUs
KOMMYHHKAITUH JIUISI | OCHOBHBIX CUCTEM | OCHOBHBIX CUCTEM | OCHOBHBIX CUCTEM
peuieHus 3aaa4y Coll— Coll - CoJl -
MEXITMYHOCTHOTO M | OCOOEHHOCTH 0COOEHHOCTH 0COOEHHOCTH
MEXKYJIbTYPHOTO odopmiIeHUS oopmieHus odopmiieHus
B3aMMOJICHCTBHS JOKYMEHTOB /i1l | TOKYMEHTOB /ISl | IOKYMEHTOB JJIsI
BHEILIHEW U BHEIIIHEU U BHEILIHEW U
BHYTPEHHEN BHYTPEHHEH BHYTPEHHEN
KOMMYHHUKAIUH KOMMYHUKAIIUH KOMMYHHKAIUU
JUTSL PEIICHUS JUTSL PEIICHUS JUTSL PEIeHUs
3a1au 3a1a4y 3ajaq
MEXKIIMIHOCTHOTO | MEXJIMIYHOCTHOTO | MEXJIMYHOCTHOTO
u u "
MEXKYJIBTYPHOTO | MEXKYJIBTYPHOTO | MEXKYJIBTYPHOTO
B3aMMOJICUCTBUS | B3aUMOJECHUCTBUSL | B3aMMOJICHCTBHS
ymerh | OOyuaromuiics He OOyuarommiics OO6yuarommiics OOyuarormiics
yMeeT UJi B JEMOHCTPHUPYET JIEMOHCTPHUPYET JE€MOHCTPUPYET
HEIOCTaTOYHOU HEIOJIHOE JI0OCTaTOYHOE IIOJIHOE
CTETICHH yMeeT COOTBETCTBHUE COOTBETCTBUE COOTBETCTBHUE
0QOopMIISITD CJIEIYIOIINX CIIEYIOINX CJIEYIOIUX
PEKBU3UTHI ICTIOBBIX | YMEHMIA: YMEHHUIA: YMEHHI:
JIOKYMEHTOB; — 0popMIISITH oopmIATH oopmitsTH
MPaBUIILHO PEKBU3HUTHI PEKBU3HTHI PEKBU3UTHI
COCTABIISTh JIeTTOBBIX JICIIOBBIX JICIIOBBIX
opopMIIsITh Haubomee | JOKYMEHTOB; — JIOKYMEHTOB; — JOKYMEHTOB; —
Ba)XHBIC JJOKYMEHTBI | TIPABWIIBHO MIPaBIIIBHO MIPABHIILHO
CHCTEMBI COCTaBIISITh U COCTaBIISITh U COCTaBJIATH U
OpraHU3alMOHHO- 0pOpMIISITH oQopMIIITH oopmIIATH
pacropsANTEeNbHON U | Hanbomee HaunOosee Haunbosee
uH(}OPMaIIMOHHO- Ba)KHBIC Ba)KHbIC Ba)KHBIC
CTIPaBOYHOMU JIOKYMEHTBI JTIOKYMEHTBI JTIOKYMEHTBI
JIOKYMEHTAIUH B CUCTEMBI CUCTEMBI CHUCTEMBI
COOTBETCTBHUH C OpPraHW3aIMOHHO- | OPTaHU3AIMOHHO- | OPTaHU3aIMOHHO-
HOpMaMu 1 pacToOpSAUTENHHO | PACHIOPSAUTENHHO | PACHOPSIUTENIHHO
MpaBWIAMU; — 17871 nu nu
aHATU3UPOBATH nH(OPMALIMOHHO- | HH()OPMAIIMOHHO- | MH(POPMAIIHOHHO-
JIOKYMEHTOO0OpOT U | CIIPaBOYHOM CIIPaBOYHOU CIIPaBOYHOM
PEKOMEHI0BaTh JOKYMEHTAIlMU B | IOKyMEHTAllMd B | IOKYMEHTAIIUU B
PEIICHHS 0 ero COOTBETCTBHUH C COOTBETCTBHUH C COOTBETCTBHH C
ONTUMM3AIIH; — HOpMaMu 1 HOpMaMH U HOpMaMH U
paboTats ¢ NpaBUJIAMU; — TIPaBUIAMH; — MIpaBWIIAMU; —
JIOKyMEHTaMH B AHATU3UPOBATH aHAIM3UPOBATH aHAIIM3UPOBATh
KOMITHIOTEPHBIX JIOKYMEHTOO00PO | TOKYMEHTOO0OpPO | JOKYMEHTOOOOpO
mporpammax TH TH TH
PEKOMEH/I0BATh PEKOMEHI0BaTh PEKOMEHJIOBATh

pCICHUs IO €TO

PCHICHU 11O €TO

pEeHICHUS ITO €TO
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ONTHUMM3AINH; — | ONTHMH3AINH; — | ONTHMH3AINH; —
paborath ¢ paborats ¢ paboTatb ¢
JIOKyMEHTaMH B JIOKyMEHTaMH B JOKYMEHTaMH B
KOMITBIOTEPHBIX KOMIIBIOTEPHBIX KOMITBIOTEPHBIX
porpaMmax MporpaMmMax porpaMMax
BJaaaerh | OOyuaronuiics He OO6yyaromuiics OObyyaromumces OO6yuarommiics
BJIQJICCT WU B BJIaJICET B JIOITyCKAIOTCS CBOOOTHO
HEJ0CTaTOYHOM HEMOJIHOM HE3HAYUTENbHbIE | IPUMEHSET
CTEIEHU BJIAJIEET o0beme u olnOKH, [I0JIy4YE€HHBIE
HaBbIKAMU BEJICHUSA MPOSIBIISIET HETOYHOCTH, HaBBIKH, B
HEOO0XOTUMOI HEJOCTAaTOYHOCTh | 3aTPyJHEHUS, B MOJIHOM 00bEeMe
JIOKYMEHTAIUH 110 BJIQ/ICHUS JIOCTaTOYHOM BJIa/ICET
CO3aHHIO CUCTEMbI | HABBIKAMU CTCTICHH BIIQJICET | HABBIKAMU
obecrnieueHus BEJICHUS HaBbIKaMU BEJICHUS
KauecTBa U KOHTPOJISI | HEOOXOIUMOM BEJICHUS HE0OXO0 MO
ee 9pPeKTUBHOCTH; — | JOKYMEHTAIMH 1O | He0OXOIUMO JOKYMEHTAIINH 110
YBEPECHHBIM HABBIKOM | CO3aHHIO JOKYMEHTAITUH TI0 | CO3JaHHIO0
odopmiIeHUS CUCTEMBI CO3/IaHUIO CHCTEMBI
HauboJsee BaKHBIX obecrnieueHus CUCTEMBbI obecrieyeHus
JIOKyMEHTOB KayecTBa U obecrnieueHus KauyecTBa U
CUCTEMBI KOHTPOJIS €€ Ka4yecTBa u KOHTPOJIS ee
OpraHU3aIMOHHO- 3¢ (PEKTUBHOCTH; | KOHTPOJIA € 3¢ pexTUBHOCTH;
pacCTOPSANTENLHON U | — YBEPEHHBIM 3¢ (HEeKTHBHOCTH; | — YBEPCHHBIM
UH(OPMaILMOHHO- HABBIKOM — YBEpEHHBIM HABBIKOM
CIIPaBOYHOM odopMIICHHS HABBIKOM odopmiteHus
JIOKyMEHTAIuH B Haubosee odopmieHus HauboJee
COOTBETCTBUHU C BaKHBIX Hanboee BaKHBIX
HOpMaMu 1 JIOKyMEHTOB BaXKHBIX JOKYMEHTOB
MIpaBUJIAMU JJIsI CUCTEMBI JTIOKYMEHTOB CUCTEMBI
pelieHus 3aaaq OpPTaHU3aI[MOHHO- | CUCTEMBI OpraHHU3aIOHHO-
MEXIIMIHOCTHOTO U | PACTIOPSIIUTENHHO | OPTraHU3AIMOHHO- | PaCTIOPSAUTEILHO
MEXKYITBTYPHOTO nu pacmlopsiAUTENbHO | i U
B3aUMOJICHCTBUS B MH(OPMaLIMOHHO- | U U MH(OPMaLIOHHO-
OyMaxHOM U CIIPaBOYHOMN UH(GOPMAIMOHHO- | CIIPABOYHON
AIIEKTPOHHOM BHUJIE JOKYMEHTAIlMU B | CIIPAaBOYHOM JOKYMEHTAIuH B

COOTBETCTBUH C
HOpMaMu 1
TIpaBUJIAMU JIJIST
pelieHus 3aaaq
MEXKIIMIHOCTHOTO
u
MEXKYJIbTYPHOTO
B3aMMOJICHCTBUS
B OyMa)XHOM U
AIIEKTPOHHOM
BHJIE

JOKYMEHTAINH B
COOTBETCTBUHU C
HOpMaMH U
IpaBUIAMU TS
pereHus 3a1a4
MEXIJIMYHOCTHOTO
u
MEXKYJIbTYPHOTO
B3aHUMOJICUCTBU
B OyMa)KHOM U
AIEKTPOHHOM
BUJIE

COOTBETCTBHH C
HOpMaMu U
TIpaBWJIAMH JJIS
pelieHus 3aaaq
MEXJIMIHOCTHOTO
"
MEXKYJIbTYPHOTO
B3aMMOJICHCTBHS
B OyMa)XHOM H
ANEKTPOHHOM
BHJIC

OIIK-5 CniocoGeH ncnosb30BaTh B MPo(ecCHOHANBHON AesITeIbHOCTH HH(POPMALIMOHHO-
KOMMYHHUKAITHOHHBIE TEXHOJIOTHH, TOCYTApCTBEHHBIE U MYHUIIUITATbHBIE HH)OPMAIIHOHHBIE
CHCTEMBI; IPUMEHSTh TEXHOJIOTHH JIEKTPOHHOTO MPABUTENIBCTBA U TPEAOCTABICHUS
rOCYJapCTBEHHBIX
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(MyHUIIMDIAJIBHBIX ) YCIYT

3HATH OO6yyaromuiics Obyyarommuiics Ob6yyaromuiicst OO6yuarommiics
JeMOHCTPHUPYET JEMOHCTPHUPYET JeMOHCTPHUPYET JIEeMOHCTPHPYET
IIOJIHOE OTCYTCTBHE | HEMOJIHOE JOCTaTO4YHOE HIOJIHOE
WIN HEIOCTaTOYHOE | COOTBETCTBUE COOTBETCTBHE COOTBETCTBHE
COOTBETCTBUE CJIEIYIOLINX CIICAYIOLINX CIICAYIOIINX
CIIEIYFOLINX 3HAHUM: 3HAHUI: 3HAHUM:
3HaHWi: wHpopMalK | HHPOpMaMOHHO- | HH(OPMAIMOHHO- | HH(OPMAITMOHHO-
OHHO- KOMMYHHKAIIMOH | KOMMYHUKAllMOH | KOMMYHHKAIIMOH
KOMMYHHUKAIIMUOHHbIE | HbI€ TEXHOJOIMH, | HbI€ TEXHOJIOTUH, | Hble TEXHOJIOIHUH,
TEXHOJIOTUH, TOCYJapCTBEHHBIE | TOCYIapCTBEHHBIE | TOCYIapCTBEHHBIC
rOCyJapCTBEHHbIE U | U U u
MYHUIIUTIATbHBIE MYHUIUNAIbHBIE | MyHULUIAIBHBIE | MYHUIUIIAJIbHbIC
UH(POPMAaLIMOHHbIE MH(POPMALMOHHBI | UH)OPMAIIMOHHB! | HH(POPMALIMOHHBI
CHCTEMBI, € CHCTEMBI, € CUCTEMBHl, € CUCTEMBI,
COBpPEMEHHbBIE COBpPEMEHHBIE COBpPEMEHHBIE COBpPEMEHHBIE
TEXHOJIOTUH TEXHOJIOTUHT TEXHOJIOTHH TEXHOJIOTUT
3JIEKTPOHHOTO 3JIEKTPOHHOTO JIEKTPOHHOTO 3JIEKTPOHHOI'O
NPaBUTENILCTBA U NPAaBUTEIILCTBA U | IPABUTEIBCTBA M | TIPABUTEILCTBA U
HPUHIUIIBL HPUHIUIIBL HPUHIUIIBI HPUHIUIIBL
IPEOCTaBICHUS NPEJOCTABICHUS] | IPEIOCTABICHUS | IPEIOCTABICHUS
roCyJapCTBEHHbIX rOCYJapCTBEHHBIX | TOCYIapCTBEHHBIX | TOCYAapCTBEHHBIX
(MyHUIIMTIIAJIBHBIX ) (MyHUIMDAIBHBIX | (MyHUIUOAIbHBIX | (MyHUIUIAIbHBIX
yeayr ) yeayr ) yeayr ) yenyr
ymerh | OOyuaroiuiics He OOyuaromumiics OO6yuarommiics OOyuarormmiics
yMEeT WU B JIEMOHCTPHUPYET JI€MOHCTPHUPYET J€MOHCTPHUPYET
HEIOCTaTOYHOU HETIOTHOE JOCTaTOYHOE MOJTHOE
CTETIEHU yMeeT COOTBETCTBUE COOTBETCTBHE COOTBETCTBHE
UCTIOJIB30BAaTh B CIIEYOITHIX CIIEAYIOINX CIIEYIOIINX
npodeCCHOHATBHON | yMEHUI: YMEHUN: YMEHUU:
JeSITeTbHOCTH UCTIOJIB30BAaTh B WCTIOJIH30BATh B WCTIOJIB30BATh B
UH(POPMAaLMOHHO- npodeccuoHaIbH | MPO(EeCCHOHANBH | IPO(EeCcCHOHATbH
KOMMYHUKAI[MOHHBIE | OM JEATEIBHOCTU | OU IEATEIBHOCTH | OU IEATEIBbHOCTH
TEXHOJIOTUH, UH(POPMALIMOHHO- | UH)OPMAIIMOHHO- | HH(POPMALIUOHHO-
TOCYJAapCTBEHHBIE U | KOMMYHUKAIIMOH | KOMMYHHKAIIMOH | KOMMYHUKAIIMOH
MYHUIUTIATbHbIE HbI€ TEXHOJIOTUH, | Hbl€ TEXHOJIOTUH, | HbIe TEXHOJIOIHUH,
UH(POPMAIMOHHBIE TOCYJapCTBEHHBIE | TOCYIapCTBEHHBIE | TOCYIapCTBEHHBIC
CHCTEMBI; U U u
PUMEHSTh MYHUIIUTATBHBIE | MYHHIUTIAIBHBIE | MYHUIUITAJIbHBIC
TEXHOJIOTUH MHGOPMALMOHHBI | UH()OPMAIIMOHHBI | HH(POPMALIMOHHBI
AIEKTPOHHOTO € CHCTEMBHI, € CUCTEMBI; € CUCTEMHl,
NPaBUTENILCTBA U PUMEHSTh MIPUMEHSATh IPUMEHSTh
NPEOCTABICHUS TEXHOJIOTUHT TEXHOJIOTHH TEXHOJIOTUHT
roCyJapCTBEHHBIX AIIEKTPOHHOTO 3JIEKTPOHHOTO 3JIEKTPOHHOTO
(MyHHIIUTIQTBHBIX ) NPaBUTEIIECTBA U | IPABUTEIBCTBA M | TIPABUTEIHLCTBA U
ycayr NPEJOCTABICHUS] | IPEIOCTABICHUS | IPEJOCTaBICHUS
TOCYJApCTBEHHBIX | TOCYIapCTBEHHBIX | TOCYIapCTBEHHBIX
(MyHMIMOAIBHBIX | (MyHUIUNAIBHBIX | (MyHULIUIAIBHBIX
) yeayr ) yeayr ) yeayr
Baajaerb | O0yuaronuiics He Ob6yuatrouuiics OObyuarommmcest OOyuaronmiics
BJIAJICCT WU B BJIAJICET B JIOTTYCKAIOTCS CBOOOTHO
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HEJ0CTATOYHOMN
CTEIIEHU BIIaJIeeT
HaBBIKAMU pabOTHI C
nH(pOpMaIMOHHO-
KOMMYHHUKAIIHOHHBIM
U CUCTEMaMH,
HaBBIKAMU pabOTHI B
MH(POPMALIMOHHBIX
cucreMax
roCyJapCTBEHHbIX U
MYHUIUTATBHBIX
Iporpamm,
UCTIOJIb30BaHUS
3JIEKTPOHHOTO
IPaBUTENILCTBA U
IPEJOCTaBICHUS
rOCyJapCTBEHHBIX
(MyHUIIMTIIAJIBHBIX )
yCIyT B
npodeCcCHOHAILHON

chepe

HETMOJTHOM
o0beme u
MPOSIBIISIET
HEIOCTaTOYHOCTh
BJIQJICHUS
nH(pOpMaIMOHHO-
KOMMYHHKAITIOH
HBIMU
CUCTEMaMH,
HaBBIKAMU
paboThI B
UH(POPMALIMOHHEI
X CUCTeMax
roCyJapCTBEHHBIX
u
MYHUIUITATBHBIX
Iporpamm,
UCIIOJIb30BaHUS
AIIEKTPOHHOTO
MIPABUTEILCTBA U
NPEOCTaBICHUS
rOCy/IapCTBECHHBIX
(MyHUIIUTIATBHBIX
) yciyr B
npodeCCHOHAIIbH
oit chepe

HE3HAYUTEIIbHBIC
OIINOKH,
HETOYHOCTH,
3aTpyJHEHUs, B
JOCTAaTOYHOU
CTEINCHH BIIA/ICCT
nH(pOPMAIIMOHHO-
KOMMYHUKAIHOH
HBIMH
CHCTEeMaMH,
HaBBIKAMU
paboThI B
MH(POPMAIIMOHHBI
X CHCTeMax
rOCyJJapCTBEHHBIX
U
MYHUIUTTATBHBIX
IpOTpaMM,
MICTIOJIb30BaHHUS
3JIEKTPOHHOTO
IPaBUTENbCTBA U
IPEIOCTABICHUS
rOCY/IapCTBEHHBIX
(MyHULMTIAJIBHBIX
) yenyr B
npohecCuoHATBH
oMt cepe

MPUMEHSIET
MOJTyYCHHEBIC
HaBBIKH, B
MTOJTHOM 00beMe
BIIQJICET
nH(pOpPMaIMOHHO-
KOMMYHHKAITUOH
HBIMHU
CUCTEMaMHU,
HaBBIKAMHU
paboThI B
WH(POPMAIIMOHHEI
X CHCTeMax
rOCyJIapCTBEHHBIX
u
MYHUIUTATBHBIX
Iporpamm,
HCIIOJIb30BaHUS
JIEKTPOHHOT'O
MIPABUTEILCTBA U
MPEOCTABIICHUS
rOCyIapCTBECHHBIX
(MyHUIIUTIATBHBIX
) yciIyr B
npogecCuOHATbH
oii chepe

[TIK-5 Brnianets ocHoBaMu obecrieueHusi HHPOPMAIMOHHON 0€30MacHOCTH B OpraHax BJIACTH U
PEryIHUPOBaHUsSI BOIIPOCOB, CBSA3aHHBIX C 00Pa0OTKOM U 3alIUTON MEPCOHAIBHBIX TaHHBIX
TOCYJAPCTBEHHBIX U MYHUIIUITAJILHBIX CITY>KaITUX

3HATb

OO6yyaromuiics
JIeMOHCTPHUPYET
HOJIHOE OTCYTCTBHE
WIN HEIOCTATOYHOE
COOTBETCTBUE
CIIEYIOIIIX
3HAHUH: OCHOBBI
obecrnieyeHus
UH(POPMALIMOHHOM
0€30MacHOCTH B
opraHax BJIacTH,
BOIIPOCHI, CBSI3aHHBIE
¢ 00paboTKOii 1
3alUTON
MIEPCOHATBHBIX
JTAHHBIX
rOCyJapCTBEHHBIX U
MYHHUIUTATBHBIX
CITY’KaIIUX

OO6yyarommiics
JIEMOHCTPHUPYET
HETIOJTHOE
COOTBETCTBUE
CIICYIOITHX
3HAHWN: OCHOBEI
obecreueHust
MH(OPMALIMOHHO
11 0€30MacHOCTH B
OpraHax BJIacTH,
BOTIPOCHI,
CBSI3aHHBIE C
00paboTKoil 1
3alUTON
MEPCOHATBHBIX
JTAHHBIX
roCyIapCTBEHHBIX
u
MYHUITUTATBHBIX
CITyKaIux

OO6yyvarommmiics
JIEMOHCTPHPYET
JIOCTATOYHOE
COOTBETCTBHE
CIICAYIOIINX
3HAHUM: OCHOBEI
obecneueHUs
MH(OPMALIMOHHO
11 0€30IMaCHOCTH B
OpraHax BJIAacTH,
BOIPOCHI,
CBSI3aHHBIE C
00paboTKOil 1
3aMIUTOMN
MEPCOHATIBHBIX
JTAHHBIX
rOCYJIapCTBEHHBIX
U
MYHHUITUTIATBHBIX
CITy)KaIuX

OO6yuarommmiics
JEMOHCTPHPYET
MOJIHOE
COOTBETCTBHE
CIICYIOIINX
3HAHUN: OCHOBEI
obecrnieueHUs
MH(OPMALIOHHO
11 0€30MacHOCTH B
OpraHax BJIacTH,
BOTIPOCHI,
CBSI3aHHBIE C
00paboTKOI U
3aIIUTON
MEPCOHATBHBIX
JAHHBIX
rOCyJapCTBEHHBIX
u
MYHHUITUTATBHBIX
CITY)KaIuX
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ymerb | OOyyaromuiics He OObyuaronmiics OO6yuarontuiics OOyuaromnmiics
yMeeT WU B JEMOHCTPUPYET JIEMOHCTPHPYET JIEMOHCTPHPYET
HEIOCTaTOYHOU HETIOJTHOE JIOCTaTOYHOE MIOJTHOE
CTETICHU yMeeT COOTBETCTBUE COOTBETCTBHE COOTBETCTBHE
o0ecrieynBaTh CJIEIYIOLTNX CIICAYIOIINX CIICAYIOIINX
WH(pOpMaITMOHHYO YMEHHUI: YMEHHIA: YMEHUM:
0€30MacHOCTb B oOecrnieunBarThb obecrieynBaThb obecrieunBaTh
opraHax BJIacTH, C UHPOPMANMOHHY | HHQOPMAIIMOHHY | MHPOPMAIMOHHY
o0OpabarbIBaTh U 10 0€30MaCHOCTH B | 10 0€30MaCHOCTH B | 0 0€30MacCHOCTh B
3alHIIATh opraHax BJIacTH, C | OpraHax BJIACTH, C | OpraHaX BJIAcTH, C
[IEPCOHAJIbHBIE oOpabarbiBaTh U | 0OpabaTeiBaTh U1 | 00OpabaTHIBATh U
JTAaHHBIC 3alUIIATh 3alUIIATh 3alUIIATh
TOCYJapCTBEHHBIX U | IEPCOHATIBHBIE NEepCOHAbHbIC NepCOHANbHbIC
MYHUITUTATBHBIX JTAaHHBIC JIAaHHBIC JTaHHBIC
CITy’KaIInuX TOCYJApCTBEHHBIX | TOCYIapCTBEHHBIX | TOCYIapCTBEHHBIX
u u "
MYHUIUIAIbHBIX | MYHHIUIAIBHBIX | MYHUIUITAIbHBIX
CITY’)KaIIUX CITy’)KaIIuX CITYKaIIUX
BJaaeThb | O0yuarommuiics He OOyuarommiics OO6yuaromumcst OOyuarormiics
BJIAJICCT WU B BJIAJICCT B JIOITYCKAKTCS CBOOOTHO
HEIOCTaTOYHOU HETIOJTHOM HE3HAUUTENbHBIE | IPUMEHSET
CTCTICHU BIIAJICET o0beMe u OLINOKH, MIOJTyYCHHBIC
HaBBIKAMU MIPOSIBIISIET HETOYHOCTH, HaBBIKH, B
obecrieueHus HEJIOCTaTOYHOCTh | 3aTPYJAHCHUS, B MOJTHOM 00beMe
UH(POPMALIMOHHOM BJIAJICHHSI JOCTaTOYHOM BJIaJIeeT
0€30I1aCHOCTH B HaBBIKAMU CTETICHU BIIaJIceT | oOecredeHus
opraHax BJacTH, o0ecrnieueHus oOecrnieueHus MH(OPMALILOHHO
00paboTKH ¥ 3aIUTHl | UHHOPMALIMOHHO | HH(OPMALIMOHHO | i OE30MaCHOCTH B

MEePCOHAIbHBIX
JTaHHBIX
rOCYIapCTBEHHBIX U
MYHHULIMIIAJIBbHBIX
CITyKalmx

1 0€30ITaCHOCTH B
OpraHax BJacTH,
00paboTKu u
3aIIUTHI
MePCOHATBHBIX
JTAHHBIX
rOCy/1IapCTBEHHBIX
u
MYHUITUTTATBHBIX
CITyKaIux

1 0€e30IacCHOCTH B
OpraHax BJacTH,
00paboTKu U
3aIUThI
MePCOHAITBHBIX
JTAHHBIX
rOCy/IapCTBEHHBIX
U
MYHUIUTATBHBIX
CITy)KaIuX

OpraHax BJIacTH,
00paboTKu U
3alIUThI
MEPCOHATBHBIX
JTAHHBIX
rOCyJapCTBEHHBIX
"
MYHUIUIIAJIBHBIX
CITYXaIUX
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