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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 YIIPABICHUS; YMEHUE TPAMOTHO U
KOPPEKTHO aHAJIM3UPOBATh U IPUMEHSATDH [TPABOBbBIE
HOPMBI B ITPAKTUYECKON ITPOdhecCHOHATBHOM
JESITEIIbHOCTH

roCyJapCTBEHHBIX U MyHULIMIIAJIbHBIX OpPraHn3alusix;
COBPEMEHHYIO OpPraHU3alNIo0 TOKyMEHTO000pOTa B
opraHax rocyJapCTBEHHOM BJIACTH U OpraHax MECTHOI'O
CaMOYITpaBJICHHS U TE€HJIeHIIUMU ucnoias3oBanus UKT;
OpraHU3alMI0 ONIEPATUBHOTO XPAHEHUS JOKYMEHTOB B
TEKYLIEM JEJIONPOU3BOICTBE U IOATOTOBKY IOKYMEHTOB
K [lepesiaye B BEIOMCTBEHHBIN apXuB (BKIIIOYas
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
3aJauu Mo paboTe ¢ NePCOHATBHBIMU JaHHBIMH Ha
OCHOBE 3HAHUS TPABUII UX 3aIIHUTHI.

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

roCyJapCTBEHHOM armapare yIupaBiIcHU.

YMeTb: COCTaBIIATh U OPOPMIIATH YIPABICHYECKHE
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
BO3MO>KHOCTH JIJaHHBIX CUCTEM; COCTaBISATh
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 6e30yMa)KHble TEXHOJIOTUY;
TEXHOJIOTHSIMU IIPHUEMa, UCIIOJIHEHUS, OTIIPABKU
JOKYMEHTOB B TPAJULIMOHHBIX YCIOBUSX U B YCIOBHSX
paboTtsl ¢ npuMmenenueM cpeacts UKT; npaBunamu
UCTIOJIB30BaHUS PA3IMYHBIX HOCUTENICH HH(OPMAIIH JUIs
JOKYMEHTHUPOBAHUs YIpaBIeHYECKUX (PYHKLUN OpraHoB
roCyJapCTBEHHOM BJIACTH U OPIaHOB MECTHOIO
CaMOYIIPaBIICHHUS.




4. CTpyKTYypa " coaepkaHue TUCHUILIUHBI (MOYJIs1)

4.1 O0beM IMCHUIIMHBI U BU/bI y4eOHOH padoThI

Buabl yueOHol padoThl

O0BeM B yacax

OO01mmast Tpy10eMKOCTh TUCIIUTUTHHBI

108 (3 3a4eTHBIX eTMHHUIIBI)

oOyuJaromerocs

KonrakTHas paboTta oOyqarommxcs ¢ 54
npenojaBaresieM (BCero)

AynmutopHast paboTa (Bcero), B TOM YHUCIIe: 54
Jlexmuu 18
CeMuHapbl, NPaKTUYECKUE 3aHATHUS 36
JlabopaTopHblie paboThI -
Bueayauropnas padota (Bcero): 54
B TOM YHUCJIC: -
KOHCYJIbTAIMS 10 AUCIUIIIINHE

CamocrosTenbHas paboTta o0yyaronuxcs (BCero) 54
Bua npomexyTo4uHOM aTTecTauuu 3ader




4.2 TemaTH4ecKU#d IJIAH TUCIHUILIHHBI

HaunmeHoBaHue Buabl yueOHol padoThl, BKJIOYAS Komnere
pa3/ieJioB M TeM CaMOCTOAITEIbHYI0 Pa0oTy 00y4aroIuXcs U HIMH
TPYAOEMKOCTh (B Yacax)
Be N3 Hux Camocto | Kypco | Konrpo
er | ayIMTOpH | ATelbHasi | Bas JbHasA
0 ble paGora | pabdora | paGora
o 3aHATHA
= =
: B
= e | =
S S| 3
=l o| 5
5 2| g
S| 2| 8
= = E
&
S| =
< =
= | =
Tema 1. Ucropust 6 | 12 | 2 4 6 OIIK-4
pa3BUTHSA OIIK-5
JIeJIOTIPOU3BOICTBA B [IK-5
Poccun.
Tewma 2. Ponb 6 | 12 | 2 4 6 OIIK-4
JIEJIONIPOU3BOJICTBA B OIIK-5
yIPaBJICHHH. I1K-5
Tema 3. ®opmupoBarme | 6 | 12 | 2 4 6 OIIK-4
U BEJEHUE OIIK-5
JIOKYMEHTO00O0pOTa B [IK-5
OpraHu3aIMH.
Tema 4. Kitaccudukammm | 6 | 12 | 2 4 6 OIIK-4
JOKYMEHTOB: BU/JIBI, OIIK-5
(GyHKIIUY U TpaBuia [IK-5
odopmiieHusl.
Tema 5. PexBuzutol 6 |12 | 2 4 6 OIIK-4
ouLmaNbHBIX OIIK-5
JOKYMEHTOB M IPABUIIA [IK-5
uX 0pOpMIICHHSI
Tewma 6. Opranuzanmus 6 | 14| 2 4 8 OIIK-4
OIIEPAaTUBHOI'O XPaHEHUs OIIK-5
Y UCIIOJIb30BaHUs [IK-5
JOKYMEHTOB.
Tema 7. JlenoBas 6 | 16 | 2 6 8 OIIK-4
IIEPENUCKA U SA3BIK OIIK-5
YIPaBICHYECKHUX ITK-5
JIOKYMEHTOB.
Tewma 8. DneKTpOHHBII 6 | 18 | 4 6 8 OIIK-4
JOKYMEHTOOOOPOT. OIIK-5
I1K-5
10 | 1 36 54
Hroro no nucumiiiuge s |8




4.3 Conepxanue IMCHUILIHHBI

Tema 1. UcTopus pa3Butus aejaonpousojacrsa B Poccun.

Hcropuss oredecTBEHHOro JenonpousBojactBa. CKianblBaHWE CHUCTEMBI IIPaBOBOM
JIOKyMeHTanuu. J{enonpon3BoicTBO JOPEBOIOLMOHHOM Poccun (mprka3Hoe 1e10nporu3BOACTBO,
KOJUJIEXKCKOE JI€JIONPOU3BOJICTBO, MCIIOJIHUTEIBHOE JIEJIO0IPOU3BOJCTBO). Jlenonpon3BoacTBo B
coBerckyto 3moxy (1917-1991 rr.) Enunas rocymapcTBeHHas CHCTeMa JEJIOMPOU3BOJICTBA.
Jenonpoun3BoicTBO B COBpeMeHHOM Poccuu.

Tema 2. Posib 1e101pou3BoACTBA B YIIPABJICHUH.

[Ipenmer, conepkanue u 3agaun Kypca. OCHOBHBIE MIOHATHUS U ONPEAEIEHUS: TOKYMEHT,
JEJIONPOU3BOJCTBO, JOKYMEHTOBEJIEHUE, JOKYMEHTAllMOHHOE OOecredyeHrue YIpaBlICHUS,
JNOKYMeHT0000poT, pekBu3uThl, [[OCT. Ctannaptu3zamnus Jenonpon3BoCTBA. 3aKOHOAATEIbHOE
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 aHaldu3 M coBeplueHCTBoBaHue. Kiaccudukamus TOKyMEHTONOTOKOB:
TOPU3OHTAJIbHBIE, BEPTUKAIbHBIE, BOCXOJAIIME, HUCXOJALIUE, BXOIAUIME, HCXOASAIIME U
BHyTpeHHue. lloacuer obbema nokyMeHTOOOOpoTa. 3HaueHue oObeMa JOKYMEHTOO0OOpOTa.
OcHoBHBIE J3Tanmbl paboThl ¢ JokyMeHTamu. IlepBoHauanbHash 0OpabOTKa IOCTYIAKOMICH
KOPPECIOHJIEHIINH, COPTHUPOBKA JOKYMEHTOB M HX IpeaBapuTenbHas perucrpauus. [lopsmox
OPOXOXKJICHHUS BXOAAIIMX M BHYTPEHHHUX JOKYMEHTOB. Perucrpanus ciy>keOHBIX JIOKyMEHTOB,
IPUHLMIBI peructpanuu. JJokyMeHThl, noanexamue o0s3areabHol peructpaunu. MHaekcanus
JOKYMEHTOB. DOpMbI perucrpauuu A0KyMeHTOB. CrpaBOYHO-MH(POPMAIMOHHBIE KAPTOTEKH.
Opranuzanys UCHOJHEHUS] JOKYMEHTOB. CpOKHM HCIOJIHEHMS] JOKYMEHTOB. DOpMBI KOHTpPOII,
aHaJIU3 UCTIOJIHUTENbHON pabOThl M CHATHE JOKYMEHTOB C KOHTPOJIS.

Tema 4. Kinnaccudgukanuuu 10KyMeHTOB: BUAbI, (yHKIMH M IPaBuJIa opopmiieHus.

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

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

30 OCHOBHBIX PEKBM3UTOB O(QUIMAIBHBIX JOKYMEHTOB M IpaBUJa UX PACIOIOXKEHUS Ha
nokymenrte. CocraB u mnpaBuia opopmiieHHs pekBu3uToB nokymeHToB. 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 OnNepaTUBHOI0 XpaHEeHHUs U UCNOJIb30BAHUS JOKYMEHTOB.

IlepBuunbie noxymentsl npeanpusarus. 'OCT P 7.0.8-2013. XpaHeHue NOKyMEHTOB B
MpOLIECCe UX HCIIOJIHEHHS. XpaHEHUE HUCIIOJIHEHHBIX JOKYMEHTOB. ['OCymapCTBEHHBIM apXuB,
MYHUITUTIAJIBHBIA  apxuB, NOpodwib apxwBa, apxXuBHbIH GoHA, ApxuBHbH GoHA PO,
OOBEMHEHHBIN  apXUBHBIA  (QOHJ,  apXUBHBIA  (QOHJ  JHMYHOTO  MPOUCXOXKIEHUS,
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 SJIEKTPOHHON MOIMUCH, KIHOY DJIEKTPOHHOMN
MOJIMCH, YAOCTOBEPSIOIIUN LEHTP, CPEACTBA JIEKTPOHHON noanucu. [IpaBoBoe perynupoBaHue
OTHONICHHI B 00JIACTH MCITOJIb30BAHUS AJICKTPOHHBIX MOAMHCEH. BUIBI 2JIEKTPOHHBIX ITOAITHCEH.
[Ipu3HaHue 3MEKTPOHHBIX MOJANMCEH, CO3AaHHBIX B COOTBETCTBUM C HOPMaMU HHOCTPAHHOI'O
1paBa U MEXAYHAPOJHBIMU CTaHJAPTaAMMU.

Tema 8. D1eKTPOHHBIH JOKYMEHTO00OPOT.

[Tonstue 3JIEKTPOHHOTO JIOKYMEHTO000pOTa B OpraHu3aIiu. 0630p
ABTOMAaTU3UPOBAHHBIX CUCTEM yIpaBJIeHUS JOKyMeHTaMu. [IpaBuia npuMeHeHus 3JIEKTPOHHOTO
nokymentoobopora. Buaet 3/10. IIpaBa u 00s3aHHOCTH COYYAaCTHHUKOB AJIEKTPOHHOTO
B3aMMOJICHCTBUSL B cdepe AoKyMeHTooOopora. [IpuHIMIBI NpU3HAHUS —3IIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa, MOAMUCAHHOTO IU(POBON MOANMKMCHIO, PAaBHO3HAYHBIM JOKYMEHTaM Ha

6YM8.)KHOM HOCHUTCIIC.

4.4. llpakTUyeckas NOAroTOBKA

[IpakTrueckass MOATOTOBKA peaTU3yeTCs MyTEM MPOBEJICHUS MPAKTUYCCKUX 3aHSATHH,
MpeyCMaTPUBAIONINX yYacTHe OOYYalOIIUXCS B BBINIOJHEHUHM OTAETBHBIX DJIEMEHTOB pPadoT,
CBSI3aHHBIX ¢ OyayIIeil mpodeccHoHanbHON ASSITETbHOCTHIO.

O6beM 3aHaTHi B (hopMe IPAKTUUECKOMN MOJArOTOBKH COCTaBIIsIET 36 yacoB

Buj 3ansarus Tema 3aHsaTHA KoanuecTB dopma Koanl
0 4YacoB NMPOBEJIeHUs1 | KOMIIETeHH
"
[IpakTrueckoe 4 Brimosnnenue OIIK-4
3aHsaTHE | npaktuyeckoro | OIIK-5
Tewma 1. Uctopus pazsutus 3a7aHus. [IK-5
JIEJIONPOU3BO/JICTBA B NunuBunyanbHa
Poccun. by
CaMOCTOSITEeNIbHA
g paboTa
[Ipaktuueckoe | Tema 2. Posnb 4 Brinosnnenue OIIK-4
3aHgTHe 2 JIEJIONPOU3BOCTBA B npaktuueckoro | OIIK-5
yIpaBJIeHUH. 3a/1aHMUsl. ITK-5
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NunuBuayansHa
s
CaMOCTOSATEIbHA
st paboTta

IIpakTueckoe
3aHsITHE 3

Tema 3. ®opMupoBanue u
BEJICHHE JIOKYyMEHT0000pOoTa
B OpTraHU3aIHH.

Bremonnenue
MPaKTHUYECKOTO
3aJJaHMsl.
NunuBunyanbHa
i
CaMOCTOATENbHA
g pabora

OIIK-4
OIIK-5
[IK-5

[IpakTrueckoe
3anstue 4

Tewma 4. Kmaccudukarum
JIOKYMEHTOB: BU/IBI,
GbyHKIIMY U TpaBuiIa
odopmIIeHHUS.

Brimonaenne
MPaKTUYECKOTO
3aJIaHus.
NunuBunyansHa
a1
CaMOCTOATEIbHA
s paboTta

OIIK-4
OIIK-5
[1K-5

[IpakTueckoe
3aHATHE 5

Tema 5. PexBu3uThl
o(ULIMANBHBIX TOKYMEHTOB
U TpaBmiia uX ohopMIIeHUs

Bremoanenue
MPAKTUYECKOTO
3aJIaHusl.
NunuBunyansHa
'l
CaMOCTOSTEIbHA
g paboTa

OIIK-4
OIIK-5
[IK-5

IIpakTnueckoe
3aHsTHE 6

Tema 6. Opranuzanus
OTIEPATUBHOTO XPAaHEHUS U
HCITOJIb30BaHUS
JIOKYMEHTOB.

Breimonnenue
MPaAKTUYECKOTO
3aJIaHus.
NunuBrnyansHa
a1
CaMOCTOSITEIbHA
g pabora

OIIK-4
OIIK-5
IK-5

[IpakTHueckoe
3ausTue 7

Tema 7. JlenoBas nepenucka
U S3BIK YIIPaBIEHYECKUX
JOKYMCHTOB.

Bremoanenmne
MIPAKTUYECKOT O
3aJIaHusl.
NunuBunyansHa
'
CaMOCTOSITeJIbHA
g paboTa

OIIK-4
OIIK-5
[IK-5

IIpaxTueckoe
3aHATHE 8

Tema 8. DneKTpOHHBIN
JIOKyMEHTOO00O0pOT.

Breimonnenue
MPaKTUYECKOTO
3aJIaHusl.
NunuBuyansHa
a1
CaMOCTOSITEIbHA
g pabora

OIIK-4
OIIK-5
IK-5
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5. YueOHo-MeTOAM4YeCKOEe, HHPOPMALIMOHHOE K MATEPUAIBLHO-TEXHUYECKOE
o0ecnevyenne JUCHUILIUHBI

5.1 OcHoBHas JuTepaTypa

1. JlenonponsBoACTBO M JOKYMEHTALMOHHOE  OOECIeYeHHuEe TOCYJapCTBEHHON U
MYHUIIUTIATBLHON CTYKOBI : yuebHoe nocodue / coctasurens FO. B. Mupromkuna. — CtaBpononib
: CK®VY,2016. — 115 c. — Tekcer : anekrpoHHslii // JIaHb : 371eKTpOHHO-0MOIMOTEYHAs CUCTEMA.

— URL.: https://e.lanbook.com/book/155606

2. [lysamoa, H.H. Opranusaiusi ¥ TEXHOJOIUS [TOKYMEHTAIIMOHHOIO OOECIeYEeHHUs
yrpaBieHus : yueOHUK M mpaktukym ais By3oB/ H. H. lllyBanoBa. — 2-e u3n., mepepad. u
norm. — Mocksa : WsnmarensctBo [Opaiit, 2022. — 265c.— (Briciee o0OpaszoBanue). —

ISBN 978-5-534-12358-6. — Tekcr : snekTpoHHbI // OOpazoBarenbHas miuatdopma HOpait
[caiit]. — URL.: https://urait.ru/bcode/489984

5.2 lonoinuTeIbHAS JIUTEPATypa

1. Ky3znenos U.H. JlenoBoe nucpmo : yueOHO-cripaBo4yHOE rocodue. - M. : Jlamkos u K, 2012
—288 c.

2. Jlenonpon3BoACTBO U JOKYMEHTOOOOPOT B  CHCTEME  TIOCYNAapCTBEHHOIO U
MYHUIIUIATIBHOTO yIpaBieHus : yued.-meroa. nocobdue / E. B. aituesa, H. B. 'onuaposa ; M-Bo
oOpa3oBanus u Hayku Poc. @enepanuu, Ypan. denep. yu-1. — Exarepunoypr : U3a-Bo Ypai. yH-
Ta, 2017. — 178 c.

3. JlokyMeHTOBeleHHe: YUeOHUK /Ul CTYACHTOB YUpexkAeHUH Boiciiero oopazosanus / M.B.
Jlapun, E.A. Ilnemkesuu, B.®. Sukosas, B.C. Munranes, 32 E.B. TepentseBa, M.JI. I'aBnuH;
NoJI pell. 1-pa ucT. Hayk, npod. M.B. Jlapuna. M.: Usparensckuit nentp «Axagemus», 2016. —
320 c. — 800 k3.

5.3 IIpodeccuonanbubie 6a3bl JAHHBIX H HHPOPMALMOHHBIE CIPABOYHbIE CHCTEMBI

1. Bcepoccniicknil Hay4HO-HCCIEN0BATENBCKUN MHCTUTYT JOKYMEHTOBEACHHS U apXUBHOIO
nena (BHUUA) http://www.vniidad.ru

2. OdunmanbHbII calT IIpe3unenra Poccuiickoit denepaunn
http://www.president.kremlin.ru/mainpage.shtml

3. [Toptran «TAPAHT.PY» URL: http://www.garant.ru (pecypcsl OTKPBITOTO TOCTYTIA)

4. IMopran  «Koucynbprantllmoc» URL:  https://www.consultant.ru/  (JiuneH3MOHHOE
nporpaMMHoOe o0ecrieyeHre 0TeYeCTBEHHOI'O IPOM3BOJICTBA)

5. [TopTan rocyaapcTBEHHBIX M MyHUITUITATBHBIX yeayr http://www.gosuslugi.ru/ru/
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https://e.lanbook.com/book/155606
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/

6. Caiit «Apxusl Poccumn» noxa srupoit denepanbHoro apxuBHoro areHrcrsa (Pocapxusa)

http://www.rusarchives.ru

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

8. CoseTt denepanuu ®denepaabHOTro CobGpanust Poccuiickoii denepanuu
http://www.council.gov.ru/index.html

9. @enepanbHas ciayx0a 1Mo HaA30py B cdepe CBA3M, MHYOPMAIMOHHBIX TEXHOJOTHH H

maccoBbix kommyHuKanuii, ®I'YIT HTL] "Uudopmpeructp" http://www.inforeg.ru

5.4 MaTtepuaJIbHO-TEXHHMYeCKOe M IPOrpaMMHoe obecnieyeHnne (JIMIEH3HOHHOE U CBOOOIHO

pacnpocrpaHsiemMoe)
HauMeHnoBanue HanMeHoBanue OcHalleHHOCTHL Ilepeyennb
AUCHMIITUHBI crenuaIbHbIX crenuaIbHbIX JIMIEH3HOHHOT' 0
(MoayJisi), IPaKTUK NoMelnleHuin u NoMeInleHui u MPOrpamMMHOI0
B COOTBETCTBHH € | NOMeIIeHU Aas NoOMelleHuil 1A olecrieyeHus.
Y4eOHBIM IIAHOM CaMOCTOSITEILHOMI CaMOCTOSITEJILHOM

padoThl padoThl

b1.0.26 Kabuner y4eOHBIE MECTA, Microsoft Windows
JIOKYMEHTAIIMOHHOE | IOKYMEHTALIMOHHOIO | 000py/10BaHHbIE XP
obecrieuenue u oOecrieueHus 0JI0YHOM MeOebIo, Microsoft Office
JIeTIOTIPOU3BOACTBO | YIPABICHHS KOMITBIOTEPaMH C Kaspersky Endpoint

B IoOCylapCTBCHHOM
1 MYHUIUIIAJIBHOM
YIIpaBJICHUU

BBIXOJIOM B CETh
UHTEpPHET, pabouee
MECTO TMpenojaBaTess B
COCTaBe CTOJI, CTYI,
Tym0a, KOMIBIOTEP
MIPETNo/1aBaTess ¢
BBIXOJIOM B CETh
WHTEPHET, dKpaH,
MYJIbTUMEIUNHBIN
MIPOEKTOP, TEIEBU3OP,
TEMAaTUYECKUE CTEHIBI,
MPE3EHTALMOHHBIN
Marepua, KOMIUIEKT
0JIaHKOB TEXHUUYECKOU

JIOKYMEHTAIluU
Aynutopus 1uist yueOHbIE MeCTa,
CaMOCTOSITENTEHOM 000py/I0BaHHBIE
paboTsl 0J109HOM MeOeTbIo,

KOMIIBIOTEPaMH C
BBIXOJIOM B CETh
WHurepHer,
MHOTO(YHKIIMOHATIbHOE
YCTPOMCTBO

JUIsL OM3Heca
KoncynsrantlInroc
AdobeReader

Cisco WebEx
WNudopmannonHo-
KOMMYHHUKAITHOHHAS
iatdopma
«Chepym»
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http://www.gost.ru/
http://www.council.gov.ru/index.html
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6. MeToanueckue YKazanud 1Jist oﬁyqammnxcn 10 OCBOCHHUI0 U CIIUITJIMHBI

6.1 3aHATHSA JIEKHHMOHHOTO M CEMHHAPCKOro (IPAKTHY€CKOI0) THIIOB

Meroaudeckue ykazaHus JJId 3aHATUN JIEKIIMOHHOIO TUIA. B X0/1€ JIGKIMOHHBIX 3aHATUI
oOyyaromemycss HEOOXOJMMO BECTH KOHCIEKTHpPOBaHME y4yeOHOro wmarepuaia, oOpamaTth
BHUMaHHE Ha KaTeropuu, GOpMYIHPOBKH, PACKPIBAIOIINE COJAEPKAHNE TEX WU UHBIX SIBICHUH
U IPOLECCOB, HAayuyHbIE BBIBOJBI M MpakTHUeCKue pekomeHnanuu. Heobxoaumo 3amaBarh
[IPENOAABATEN0 YTOUHSIOIUE BOMNPOCHl C LEIbI0 YSICHEHHS TEOPETHUECKUX I0JIOKEHUH,
pa3peleHus CIOPHBIX CUTYalUi.

Ienecoobpa3Ho nopabaTbiBaTh CBOW KOHCIIEKT JIEKLIUH, J€J1asi B HEM COOTBETCTBYIOIINE
3allACU U3 OCHOBHOM M JOIOJIHUTENBHOMN JINTEPATYPBI, PEKOMEHIOBAaHHOW IPENOJaBaTeiIeM U
IPelyCMOTPEHHOHN Y4eOHOM MporpaMMon JUCIUITINHBI.

Metoauueckue yKazaHus JUIs  3aHATUH  CEMMHAPCKOTO  (MPaKTUYECKOro) THIIA.
[IpakTudeckue 3aHATHS MO3BOJIAIOT pa3BUBaTh y OOYyYaroIIErocsi TBOPYECKOE TEOPETUYECKOe
MBILUIEHHE, YMEHHME CaMOCTOSTENbHO H3Yy4aTb JIUTEPATypy, aHAIU3UPOBATh IPAKTUKY; ydaT
YETKO (POpPMYIMpPOBATh MBIC/Ib, BECTH JIUCKYCCHIO, TO €CThb MMEIOT HCKIIOUUTEIBHO Ba)XKHOE
3HaU€HUE B Pa3BUTHH CAMOCTOSTEIBHOI'O MBILLIICHHUS.

IlonroroBka K NpakTHYECKOMY 3aHATHIO BKIKOYaeT naBa Jtama. Ha nepBoM 3rame
oOyyaroIuiicss MIaHUPYeT CBOK CAMOCTOSTEIbHYIO paboTy, KOTOpas BKJIIOYAET: YSICHEHUE
3a/laHusl Ha CaMOCTOATEIbHYIO paboTy; MoJ00p OCHOBHOM M JOIMOJIHUTENBHOM JIUTEPaTyphl;
COCTaBJIEeHHE IUIaHa pabOThl, B KOTOPOM OIPEAEISIOTCS OCHOBHBIE ITYHKTHI MpPENCTOSILEN
noarotoBku. CocTaBieHue IUIaHa JAUCHUILUIMHUPYET U MOBBIIIAET OPraHU30BaHHOCTH B paboTe.
Bropoll sTan BKIIIOYAET HEMOCPEACTBEHHYIO MOAIOTOBKY K 3aHATHIO, KOTOpas HAYMHAETCS C
M3YYEHHs OCHOBHOH M JIOMOJHUTENbHOU uTepaTypsl. Ocoboe BHUMaHHUE MPU 3TOM HEOOXOMMO
0o0paTUTh Ha CO/EpKAaHUE OCHOBHBIX MOJIOXKEHHUI U BBIBOJOB, OObSCHEHUE SIBIEHUI U (aKTOB,
YSICHEHHE IPAKTUYECKOTO IPUIIOKEHHSI pacCMaTpUBAEMBIX TEOPETHYECKHX Bompocos. [lanee
clleflyeT MOJrOTOBUTh TE€3UCHI AJIsl BHICTYIUIEHUH MO BCEM y4eOHBIM BOIPOCAM, BBIHOCUMBIM Ha
IPAKTUYECKOE 3aHSATHE WIN M0 TeME, BBIHECEHHOM Ha JUCKYCCHIO (KPYTJIBIM CTOJI), MPOayMaTh
IPUMEPHI C LIEIbI0 00eCIIeYeHNs TECHOM CBSI3U U3y4aeMOM TEMBI ¢ pealibHOM KU3HBI0. ['0TOBSICH
K JIOKJIaJly WJIM BBICTYIUICHUIO B PaMKaxX HHTEPAKTUBHOM (HOpMBI (AUCKYCCHSL, KPYTIBIH CTOM), IPH
HEOOXO/IMMOCTH CJIelyeT 00pPaTUTHCS 3a MOMOILBIO K MIPEIoIaBaTelIto.

6.2. CamocTosiTe/IbHAsA padoTa CTY/IEHTOB

CamocrosrenbHas paboTa CTyJEHTOB PEIYCMOTPEHA YU€OHBIM IJIAHOM I10 AUCIUIIINHE
B oO0beme 54 wyaca. CamocrosiTenbHas paboTa peaau3yercsi B paMKax IpOTrpaMMbl OCBOCHHS
JTUCIIUIUIMHBI B CIeAyOUMX Gopmax:
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- paboTa ¢ KOHCIIEKTOM 3aHATHs (00paboTKa TEKCTa);

- MpOpabOTKa TEMATUKU CAMOCTOSTEIILHON pabOThI;

- HaIllUCaHUE KOHTPOJbHOU paboThI;

- mouck nHpopmanuu B cetu «VHTepHET» U TUTEpaTypE;

- BBIIIOJIHEHUE MHINBUIYAJIbHBIX 3aJaHUM;

- IOATOTOBKA K C/laye 3a4eTa.

CamocrosrenbHas padoTa MPOBOAUTCS C LENbIO:

- CUCTEMAaTU3aLUH U 3aKPEIUICHUS MTOJIyYEHHBIX TEOPETUYECKUX 3HAHUM U IIPAKTUYECKUX
YMEHUH 00y4arouuxcs;

- YIIIyONIeHHsI U PaCIIMPEHUs TEOPETUUECKUX 3HAHUHN CTYICHTOB;

- (opmupoBaHUs yMEHHI HCHOJIB30BATH HOPMATHUBHYIO, MPAaBOBYIO, CIPAaBOUYHYIO
JOKYMEHTAIUIO0, YUeOHYIO U CIIELUANIbHYIO JIUTEPATYPY;

- Pa3BUTHA MO3HABATEJIbHBIX CIOCOOHOCTEH M aKTUBHOCTH OOYYaroIIMXCs: TBOPUECKOM
WHUIMATUBBI, CAMOCTOSATEJIBbHOCTH, OTBETCTBEHHOCTH, OPIaHM30BAHHOCTH; (OPMHUPOBAHUE
CaMOCTOSITEIFHOCTH MBIIUICHUS, CIOCOOHOCTEH K CaMOPa3BUTHIO, COBEPIICHCTBOBAHHUIO U
caMOOpraHu3aluu;

- Pa3BUTHIO UCCIIEN0BATEILCKUX YMEHUN CTYEHTOB.

TexHoNOTHA OpraHM3alMi  CaMOCTOATENBHON pabOTBHl  OOYYalOUIMXCS — BKIIFOYACT
HCIIOJIb30BaHNE HMH(OPMALMOHHBIX U MaTepUalbHO-TEXHUYECKHX peCcypcoB: OuOinoTeka ¢
YUTAIBbHBIM 3aJI0M, KOMIIBIOTEPHBIE KJIACChl C BO3MOXHOCTBIO paboThl B IHTepHET, ayAUMTOpUU
JUIS CAMOCTOSITENIbHON PabOTHI.

[lepen BbIONIHEHHEM OOYYalOIIMMKCS BHEAYIUTOPHOM CaMOCTOSITENIbHOM paboThI
npenojaBaTesib MPOBOJUT KOHCYJIBTUPOBAHHE MO BBIIOJHEHUIO 3a/laHusl, KOTOPBIA BKIIOYAET
LeNb 3aJlaHusl, €ro COJAEp)KaHMs, CPOKH BBINOJHEHHS, OPUEHTUPOBOUHBIH 00BEM pPabOTHI,
OCHOBHBIE TpeOOBaHHUS K pe3ysibTaTaM padOThl, KPUTEPHH OLIEHKH.

CamocrosiTenbHasi paboTa MOXKET OCYIIECTBIATHCS HWHAMBUAYAJIbHO WM TpyNIaMu
oOydaromuxcsi B 3aBUCUMOCTH OT LEIH, 00beMa, KOHKPETHOM TEMaTHKU CaMOCTOSITEIIbHON
paboThl, YPOBHS CII0)KHOCTH, YPOBHS YMEHHI 00y4YarOIIUXCS.

KoHTpons camocTosTenbHOI paboThl CTyIEHTOB MpeAyCMaTPUBAET:

-COOTHECEHUE COJIEPKAHUS KOHTPOJIA C eNIIMU 00yUeHus;

-00bEKTUBHOCTb KOHTPOJIS;

-BAINJHOCTh  KOHTPOJII  (COOTBETCTBUE MPEABSBIAEMBIX 3aJaHUM TOMY, 4YTO
IPEIoIaraeTcsi MPOBEPUTH);

-nuddepeHuanio KOHTPOJIbHO-U3MEPUTEIHHBIX MATEPHAIIOB.
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DopMBI KOHTPOJISI CAMOCTOSITEIIBHONW PaOOTHI:

-IIPOCMOTP U MIPOBEPKA BBITIOTHEHHS CAMOCTOSATEIHHON PabOTHI MPEIo1aBaTeseM;

-OpraHu3anys CaMoIIPOBEPKH, B3aUMOIIPOBEPKHU BBIIIOJIHEHHOTO 3aJaHUA B IPYIIIIE,

-00CyXIeHHEe Pe3yIbTaTOB BBIIOJIHEHHON pabOThl HA 3aHATUH;

-POBEICHNE MUCEMEHHOI0 OMpPOCa;

-IIPOBEJICHUE YCTHOTO OIpOCa; OpraHu3anuss ¢ MPOBEACHHE WHIUBUIYAILHOTO
cobecenoBaHUS,

-Opranu3anys U IMpoBCACHUC CO6€C€I[OBaHI/I5[ C rpynnoﬁ.

1. MeTOIlI/I‘IECKI/Ie PEKOMEHIAIINMA 110 oﬁyqumO JuII ¢ OrpaHHYCHHBIMHA

BO3MOKHOCTAMH 3I0POBbS U HHBAJIUIA0B

OOyudeHue no JUCHUIUIMHE OOYYaroIIMXCsl C ONPAaHUYEHHBIMU BO3MOXHOCTSIMH 370POBbS
(masree — OB3) ocymecTBisieTcss ¢ y4e€TOM OCOOSHHOCTEH TICHXO(DH3MUECKOro pPa3BHTHA,
UHJIUBUIyaIbHBIX BO3MOXHOCTEH U COCTOSIHUS 3/10pOBbsl TAKUX 00YyYarOLIMXCSl.

Conep:xanue o0Opa3oBaHUS M YCIOBHs OpraHu3anuu oOyudeHus, oOyuaromuxcs ¢ OB3
OTIPEIICTSIFOTCS.  aJJallTHPOBAHHON 00pa30BaTEbHONW IMPOrpaMMOM, a Uil WHBAJIUAOB TAaKKE B
COOTBETCTBUH C HHIMBUIYAJIbHON MPOrpaMMOii peabMInTaluy HHBATU/IA.

OcBoenue aucuuIMHbl ooydatomumucs ¢ OB3 MoskeT ObITh OpraHM30BaHO KaK COBMECTHO
C ApYTUMH 00YyYarOLMMUCH, TaK U B OTAENbHBIX Ipynnax. [Ipeamnonararorcs cnenuanbHble YCIOBHS
JUI Ioy4deHus oOpazoBanus ooyudaronumucs ¢ OB3.

[Ipodeccopcko-meqarornyeckuii CocTaB 3HAKOMHUTCSI C TICUXOJIOTO-(PHU3NOIOTUYECKUMU
0cOOCHHOCTIMM OOyyaromuxcss MHBaIUAOB M Jmn ¢ OB3, MHAMBHAYalbHBIMHM IPOrpaMMaMu
peadbuMTaluy MHBAIUAOB (IPU HATUYHN).

B kypce mpenmomnaraercsi HCIOIb30BaTh COIMAIBHO-aKTHBHBIE U Pe(IIEKCUBHBIE METOIBI
O00y4eHUs, TEXHOJIOTHH COIMOKYJIBTYPHOH peabWiuTanuy ¢ TeNbl0 OKa3aHWs IOMOIIM B
YCTAaHOBJIEHUM TOJHOLIEHHBIX MEXKJINYHOCTHBIX OTHOILIEHUH C APYIMMH CTYJEHTaMH, CO3AaHUH
KOM(OPTHOTO MCHXOJOIMYECKOro KiuMmMaTra B cTyleHdeckoil rpymme. Ilombop u paspaborka
y4eOHBIX MaTEPHUAIOB ITPOM3BOISITCS C YIETOM MPEIOCTABIICHHS MaTepralia B pa3IHIHbIX (opMax:
ayaWanbHOW, BHU3yaIbHOW, C HCIHOJB30BAaHHEM CIICIUATIBHBIX TEXHHYECKUX CPEICTB U
UH(QOPMAIIMOHHBIX CUCTEM.

OcBoenue mucuuiuinHbl JunaMu ¢ OB3 ocyiiecTBisieTcst ¢ HCIOIb30BAaHUEM CPENICTB
o0y4eHus: OOmEero W CHENUATBFHOTO Ha3HA4YeHUs (NMEpCOHATBHOTO W KOJUIEKTHBHOTO
UCIIONTb30BaHUs ). MareprabHO-TEXHUIECKOe 00eCIiedeHre MpeyCMaTpuBaeT MPHCIIOCOOICHNE

ayquTopui K Hyxz1am Jmn ¢ OB3.
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@dopma MpoBeneHHs aTTECTAIUK YIS CTYICHTOB-WHBAIHMIOB YCTAHABIHMBACTCS C YYETOM
WHIUBUIYaITbHBIX Ticuxodusmueckux ocobenHocteit. Jlns crynentoB ¢ OB3 npexycmarpuBaercs
noctymHas popma npeoCTaBlIeHUS 3a/IaHUH KaK OICHOYHBIX CPEJICTB, 2 UMEHHO:

— B TICYATHOM WJIM 3JIEKTPOHHOW (opMe (IUIsl JIUI] ¢ HAPYIICHUSIMHU OTIOPHO-IABHIATEIIEHOTO
amnmapara);
— B II€YaTHOH (hopMe WM FIEKTPOHHOU (OpPME C YBETHUCHHBIM IIPUPTOM H KOHTPACTHOCTHIO

(VTS JTUIT ¢ HAPYIICHHUSIMU CITyXa, PeUH, 3pCHUsI);

— METOJIOM YTEHHSI aCCUCTEHTOM 3aJ[aHus BCIYX (JJIsI JIMII C HAPYIICHUSIMH 3PCHUS).

CrTyneHTaM ¢ WHBAIMIAHOCTBIO YBEIMYMBACTCS BpPEeMs Ha TIOATOTOBKY OTBETOB Ha
KOHTPOJIbHBIE BOIPOCHL. [l TakuxX CTYAEGHTOB MpeAycMaTpuBaeTcsi JOCTymHas ¢dopma
MPEOCTABIICHUS OTBETOB HA 33aJ]aHUs, 2 UMEHHO:

— MMMCHhbMEHHO Ha Oymare Wiid Ha0OpOM OTBETOB Ha KOMITbIOTEPE (LISl JIUI] C HAPYIICHUSMH
ciryxa, peun);

— BBIOOPOM OTBETA M3 BO3MOXKHBIX BAPUAHTOB C UCIIOJIb30BAHUEM YCITYT aCCUCTEHTA (JIJIs1 JTHIT
C HapyYIICHUSMH OMTOPHO-ABUTaTEeIHHOTO aIapara);

— YCTHO (7151 JIUII C HApYIICHUSMU 3PEHHS, OTIOPHO-ABHUIATEIILHOTO aIlapara).

— pu HEOOXOIMMOCTH JUISI OOYYAIOIIUXCS C WHBAIATHOCTHIO TPOICIypa OLCHUBAHHS

PE3YJIbLTATOB O6yT-I€HI/IH MOKET NPOBOANUTHLCA B HECKOJILKO 3TAIIOB.
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[Tpunoxenue 1

DoH/1 OLIEHOYHBIX CPEACTB
JJISl TEKYLero KOHTPOJIA ¥ MPOMEKYTOYHOM aTTecTauuu
NPHU U3yYEeHUH TUCHMUILINHBI
b1.0.26 JoxkymeHTannOHHOE 00ecneYyeHue U 1eJ10NPOUu3BOJACTBO B
roCcyAapcTBEHHOM M MYHUIIUNIAJIbHOM YIIPaABJIEeHUHU

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 MPOeCCUOHATHHOU
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, OLICHKY
PEryJIMPYIOIIETO BO3ACHCTBUS U
MOCIIEACTBUI UX PUMEHEHHUS
OIIK-5 CniocobeH ncnosb30BaTh
B IIpo(hecCHOHANBLHOM
JeSITeTLHOCTH WH(OPMAITMOHHO-
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
MYHUIIUTATBHBIX 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-
KOMMYHHKAI[MOHHbIE 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
MYHUIIUTIATbHBIE
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 ncnonp30BaTh
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 MIPOEKTHI
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
JEeSTEIbHOCTH HHPOPMAIIHOHHO-
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
MYHUIUIIAIBHBIX CITYXXAIIHUX

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 IPUMEHEHMUSI
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 ¢ 00pabOTKOI U
3aIUTON NEPCOHAIBHBIX JaHHBIX
roCy/1apCTBEHHBIX U
MYHUIUTATBHBIX CTYKaLUX

Oranel popmupoBanus komrnereHui B npouecce ocsoeHuss OIIOII npsiMo cBsi3aHbI C
MECTOM JHUCUUIUIMH B oOpa3oBaTenpHOW mporpamme. Kaxnaplii stan  ¢dopmupoBaHus
KOMIIETEHIIMH, XapaKTepU3yeTcs OINpeeICHHbIMU 3HAHUSAMH, YMEHUSIMHU M HaBbIKAMU U (WJIN)
OINBITOM MNPO(ECCHOHAIBHOW AEATENbHOCTH, KOTOpBIE OLEHHMBAIOTCA B IPOLIECCE TEKYIEro
KOHTPOJISI yCIIEBAEMOCTH, TPOMEKYTOUYHOM aTTeCTalliu 10 TUCIUILUINHE (TPaKTHKE) U B ITpoLiecce
UTOTOBOM aTrrecTanuu M3ydeHue ydueOHON TUCHMIUIMHBI «/loOKyMeHTalmoHHOE o0ecredyeHue u
JIeNIOTIPOU3BOJICTBO B TOCYAapCTBEHHOM W MYHUIIMNAIBHOM YIpaBlIeHHM » Oa3upyeTcs Ha
3HAHUAX U YMEHMSIX, [TOJIyYEHHBIX 00YJaroIUMUCS B X0/JI€ OCBOECHHUS MPOTrPaMMHOI0 MaTepuasia

yueOHOM aucuumanHbl «OCHOBBI TPOoGEecCHOHAIbHOW JAedaTeabHOoCTH» «l ocynapcTBeHHas
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rpakJaHcKas M MyHHIHMNanbHas ciyx0a B Poccuiickoit ®deneparum». Mtoromas oreHka

c(OpPMUPOBAHHOCTH KOMITETEHITUH OIPENETSETCS B IIEPUO]T TIOJITOTOBKU U CIa4H 3a4eTa.

2. OueHoOYHBIE CpPeACTBa

2.1 Texymmii KOHTPOJIb

TUITOBOE TECTOBOE 3AJIAHUE

1. lokymeHTalmoHHOE 00ecrieyeHue yrpaBieHus — 3TO:

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

2) npaBUIIbHO 0(OPMIIEHHBIE IOKYMEHTBI, OTPAXKAIOLIUE BECh CIIEKTP YIPABICHUECKON
JeSITeIbHOCTH MPEIPUSATHS;

3) opranuzanusi JT0OKyMEHTOO00pOTa B YUPEKIECHUY;

4) KOMIIJIEKC OCHOBHBIX IOJIOKEHUH, ONIPEAESISIIOIINX U PErIaMEHTUPYIOIINX OpraHU3aluio
JOKYMEHTHUPYEMBIX ITPOLECCOB HA IPEANPUATHH.

2. Cucrtema JOKyMEHTAIMH, CO3/IaHHAas 10 €JUHBIM IIpaBUIaM U TpeOOBaHUAM, — 3TO:

1) yaudunmpoBanHas cuctemMa JOKYMEHTAIHH;

2) EI'CL;

3) I'OCT;

4) 00BEKT J1eIONPOU3BO/ICTBA.

3. YUrto Henb3st OTHECTH K cepe AeTonponu3BoACTBa?

1) obopmiieHne cekpeTapéM mpukasza o npuéMe Ha paboTy COTPYIHHUKA;

2) ohopmiieHne cekpeTapéM 1o NpockOe HayadbHUKA M03/IPaBUTEIbHOM TelerpaMmbl s
€ro MaTepu;

3) obopmiieHHEe cekpeTapéM o MPOChOe HaYaIbHUKA CITYKEOHOM 3aITMCKH B BBIIIECTOSITYIO
MHCTaHIIMIO;

4) opopmieHue cekperapéM MPOTOKOJIA COBEIAHUS PYKOBOIUTENEH OT/IEIIOB.

4. I'ne Ha JOKyMEHTE clelyeT pacnojiaraTh rocyapctBeHHsiid repd Poccuiickoit deneparun?
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?

24



1) ectn Ha mOKyMeHTe yxe moMenién repo Poccutickoii deneparuy;

2) ecu Ha JIOKYMEHTE yKe mometnéH repd cyonsekra Poccuiickoit deneparuuy;
3) ecnu opraHu3aius He CYUTAET HY>KHBIM MTOMEIIATh SMOJIEMy 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 pelieHuil (0TBETOB) IIIxana oneHUBaHUA
85-100% COMAUYHOY
70-84% «xopouioy
51-69% «VO08IeMBOPUMETbHO Y
8% p
50% u meHee «HE YIIOBJIETBOPUTEIHLHOY
y p

INNPUMEPHAS TEMATUKA KOHTPOJIBHBIX PABOT 11O JUCHUIIJIMHE

1. Conep:xanue 1 Ha3HAYEHUE ACIIOMPOU3BOICTRA.

2. Opranu3annoHHbIe (HOPMBI AETOMPOU3BOICTBA.

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 2J1IeKTpOHHOM TTOANKUCH U TMOPSAOK UX TPUMEHEHHUS.

7. HopmaTuBHbIif nokyMeHT «[IpaBuna qenonpou3BoicTBa B peeparbHbIX OpraHax
HCIIOJIHUTENIBHOW BJIACTU», €r0 Ha3HAYEHHE.

8. HanmonanpHbIe CTAaHIAPTHI 10 YIIPABIECHUIO IOKYMEHTAMH.

9. HopmaTuBHBIE MPaBOBBIEC aKThl OpraHa BIACTH, PETIAMEHTUPYIOIINE OPTaHU3AIMI0 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 yIOCTOBEPEHHUS, MTOPSIIOK UX ODOPMIICHHS.

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

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

JIOKYMEHTOB.
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15. TloHsiTHE HOPMATUBHOTO MTPABOBOIO aKTa, BUABl HOPMATHUBHBIX MPABOBBIX aKTOB
(denepaabHBIX OPraHOB HUCIIOTHUTEIHHON BIACTH.

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

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

18. BuzupoBaHue JOKyMEHTOB, 0OCOOEHHOCTH BU3UPOBAHUS PACIIOPSAAUTENbHBIX JOKYMEHTOB.
19. Cucrema pacnopsiiMTeNIbHON JOKYMEHTAIIMU, HA3HAYEHUE U BUJOBOM COCTaB JOKYMEHTOB.
20. CocraBnenue u 0opMIICHHE MTPHUKa3a 10 OCHOBHOM JESITEIIBHOCTH.

21. ITopsiiok TOKYMEHTUPOBAHHUS KOJJIETHAJILHOM (COBEIIATEIbHOMN) NeITEIbHOCTH.

2322. IlpoToKon 3aceanus, BUIbI TPOTOKOJIOB, COCTABIICHUE M 0(hOpMIICHHE.

23. Cucrema uH(GOPMAIIMOHHO-CITPABOYHOM IOKYMEHTAIIUH, HA3HAYCHHE U BHJIOBOM 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, Pa3HOBUAHOCTH aKTOB, 0COOCHHOCTH COCTaBJICHUS U O(OPMIICHHUS.
28. IlonsaTre 1OKyMEHTO000pOTa, KAUECTBEHHBIE U KOJIMYECTBEHHBIE TapAMETPhI
JIOKyMEHTO000pOoTA.

29. IIpyHUIHMIIBI paLlMOHATBHOM OpraHu3aluu T0KyMEHTO000poTa.

30. OcHOBHBIE dTanbl ABMKEHUS TOCTYNAKOMINX JOKYMEHTOB.

31. OcHOBHBIE 3TaNbl ABUKEHUSI OTIPABISEMBIX JOKYMEHTOB.

32. ®opMbI U METO/IbI COBEPILIEHCTBOBAHUS TOKYMEHTOO00OPOTA.

33. Ha3znaueHue 1 11N perucTpaiy JOKYMEHTOB, IPUHLUIIBI PETHUCTPALIUH.

34. CTpyKkTypa perucTpalliOHHOIO HOMEpA MOCTYMAIOIINX, OTIPABIAEMBIX 1 BHYTPEHHUX
JIOKYMEHTOB.

35. OcHOBHBIE PEKBU3UTHI PETUCTPALIMOHHBIX (POPM.

36. OcOOEHHOCTH perucTpali OTASIbHBIX BUIOB JOKYMEHTOB (IIPUKa3, JEI0BOE MHUCHEMO).
37. OpraHu3aiOHHbIE OCHOBBI KOHTPOJISI UCIIOJHEHMSI TOKYMEHTOB (IIOPYUYEHMI).

38. TexHONOTUS KOHTPOJISI UCTIOTHEHUS IOKYMEHTOB (TIOPYUYEHHI).

39. Cpoku UCITONIHEHUS! JOKYMEHTOB, BUJIbI CPOKOB, IMOPSA0K UCUUCIEHNS CPOKOB UCIIOJTHEHUS
JIOKYMEHTOB, IOPSIIOK IEPEHOCA CPOKa MCIIONHEHNS JOKYMEHTA.

40. OcHOBHBIE 3TaNbl KOHTPOJIS UCIIOTHEHUS TOKYMEHTOB (TIOpy4eHUil).

41. Opranu3zanusi paboThl UCTIOJIHATEIS C JOKYMEHTaMHU.
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42. HopMaTHBHBIE OCHOBBI U OOIIME MPUHIMIIBI OPTraHU3aLUU paboThl C OOPALIEHUAMU TPaKIAH
43. Bunpl oOpaieHuii rpaxaH, 0cOOEHHOCTH pacCCMOTPEHHsI 00paIlieHHid TpakIaH
Poccuiickoit @enepanuu.

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

45. Opranu3zanus 1 NopsI0K MPOBEISHUS SKCIIEPTU3bI IEHHOCTH JOKYMEHTOB OpraHa BJacTH.
46. Cpoku XpaHEHUs TOKYMEHTOB, KATETOPHH JOKYMEHTOB, BBIICISIEMBIX TI0 CPOKAM XpaHCHHS,
CPOKH XPaHEHUs 3JIEKTPOHHBIX JIEI.

47. IlepeuyH TOKYMEHTOB CO CPOKaMM XPaHEHUs, X IPUMEHEHUE B JIJIONPOU3BOJICTBE.

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

49. dopma HOMEHKJIATYPBI J1e]1, OCHOBHBIE 3Talbl €€ pa3pab0TKU HOMEHKJIATYPbI Jel.

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

51. CornacoBaHue U YTBEPKICHNE HOMEHKIIATYPHI /I, CPOK JCHCTBHSI HOMEHKIIATYPHI JIeI, ee
BE/ICHUE W KOPPEKTUPOBKA.

52. ®opmupoBaHue JIeN B AETIONPOU3BOICTBE, OCOOCHHOCTH (POPMHUPOBAHUS B /1€ OTJEIBHBIX
KaTeropui J10KyMEHTOB.

53. Bujbl onucei /11, OCHOBHBIE MPUHIIUIIBI U TTOPSIIOK COCTABIICHUS OITUCEH JIEI.

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

55. Opranusanus paboThl 0 YHUUYTOKEHUIO JOKYMEHTOB C UCTEKIIMMH CPOKAMHU XPAHEHHUSL.
56. OdopmiieHune e Npy ux rnepeaaye Ha apXUBHOE XpaHEHHUE.

57. Ilonsitue «uHPOPMAIIMOHHAS CUCTEMA JIEKTPOHHOTO ToKyMeHToobopoTtay (COJ10),
¢ynkuuu C30.

58. HopmartuBHbIe TpeOOBaHUS K HH()OPMAITMOHHBIM CHCTEMaM JIEKTPOHHOTO
JIOKyMEHTO000pOoTA.

59. TonsATHE «dNEKTPOHHBIN TOKYMEHT), OCHOBHBIE TIPUHIIUITEI OPTaHU3AIUN PaOOTHI C
3JIEKTPOHHBIMU JIOKYMEHTAMHU B JIEJIONPOU3BOJICTBE.

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» BenumamunoB Erop ['eHHagpeBU4 mnopydui
COCTaBHUTh TPHKA3 IO CIEAyIoIeMy Bompocy. B mpukasze tpeOyercs mopyunth Biagumupy
AnekceeBuuy JlnanoBy, Hukonato Autonosuuy CaBupckomy u Anjpero [lerpoBuuy Kynemoy
COCTaBUThH MPOEKT (PMHAHCOBOTO OTYeTa Ui Koprnopauuu «Ypannedreraz». Homep nokymenra

1-342 or 12 mas 2014 rona.

IIpaxmuueckoe 3a0anue: cocmagums NPUKA3

Bei — mHavanpHuk otnena genonpousBoiuctBa OO0  «PaccBer». PykoBoautenb
opranuzanuu: resepaibublii qupekTop C.f. Kopanés. CeromgHsi COCTOSJICS COBET JUPEKTOPOB
opstackoro OO0 «PaccBet», 00cy)kaanoch mpeodpa3zoBaHue CTpYKTyphl obmiecTBa. Pemeno, uto
(¢buHAaHCOBBIM OTHEN W OyXranTepuss OOBEIUHSIOTCA B OJHO CTPYKTYPHOE IMOIpPA3CICHHE
(¢punancoBoe ympaBieHHE), PYKOBOACTBO KOTOPBIM IMOpydYaeTcsi TiIaBHOMY Oyxrantepy A.B.
JloBakuny. CekpeTapckue AOKHOCTH PYKOBOAcTBa (OIiecTBa BBIBOIATCA M3 MOJYMHEHUS
CILy>KOBI JIeJIONPOU3BOJCTBA U OOBEIUHSIOTCS B CAMOCTOSITENIbHOE CTPYKTYPHOE HOJIpa3iesieHue
(cexperapuar). PykoBOACTBO CEKpeTapraToOM MOPYYaeTCsl MOMOIIHUKY F€HEPAIbHOTO TUPEKTOpa

H.}O. Manununy. KonTponupoBarth UcioHEHUE MprKa3a Oyiere BbI.

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

B 3A0 «Bpemena roma» OblUla IpoBeJeHa PEBU3MS, B pe3yJbTaTe KOTOpOH Obun
BBISIBJIEHBl HEOOOCHOBAHHBIE 3aTpaThl HA OPraHU3ALMIO JIETOBBIX MEPONPHUATUNA. B cBs3M ¢ 3TUM
mupextop 3A0 «Bpemena ronay, 3apeructpupoBanHoro B I. bpsucke, H.I1. Copoxun 3aTpe6oBain
OOBSCHUTENbHYIO 3aIIUCKY OT Ii1aBHoOro oyxranrepa A.E. ManunoBoii. Panee nupektopoM ObLI
W3/1aH IIPUKa3, B KOTOPOM PYKOBOJIUTEIM CTPYKTYPHBIX MOAPA3ACICHUA IPU OpPraHU3alUn
JIENIOBBIX MEPONPUATHI 00sI3bIBAMCH MIPECTABIATH B Oyxranteputo 3A0 H0KIaIHbIE 3aITUCKH C
YKa3aHHEM CMETBI pacxoloB He no3aHee 10 qHel 1o Havana COOTBETCTBYIOIIETO MEPOIPUSATHS.
Jupexktop nopyuus OyxraiaTepuud NPOBOAWUTH (UHAHCHUPOBAHUE JIEIOBBIX MEPOIPHUATHH Ha
OCHOBaHUU €ro pesomtonuu. OgHaKo IIaBHBIA Oyxraiarep NpopuHAHCHUpPOBala KOMaHAUPOBKY
HauanbHUKa othena cOeita E.C. TuxonoBa 6e3 pesomouuu aupekropa. OT jnuua riaBHOTO
oyxrantepa A.E. MaHunoBoil coctaBbTe OOBSCHUTENBHYIO 3aIHCKY, TJ€ YKaXHUTEe, YTO OIulaTa
ocyliecTBiieHa B cBs3U ¢ 10-1HEBHOM 3apyOeKHOM KOMaHIMPOBKOM 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 aupextopa ot 12.03.2005 Ne 45 nomxkna Obua k 12.04.2005 mpoBecTH SKCIEPTHIY
[IEHHOCTH JOKYMEHTOB, XPAHSIIUXCS B KaHIEISIpUU. B CBSI3UM C JAIUTENHHOW OO0JIC3HBIO
3aBeayromen kanuensipuedn .M. PycakoBa ucnonssuia ee 00s3aHHOCTH M HE CMOTJIA BBITOJIHUTH
nopyuenue B cpok. [locne Brixona Ha paboty 3aBeayrouias kaHienspueil norpedosana ot M.1.

PycakoBoii 00BICHUTENBHYIO 3aITUCKY.

IIpaxmuueckoe 3a0anue: cocmagums 0€1080€ NUCbMO

Bbl — HauanpHUK OTZAENA AETONPOU3BOACTBA 0OMaAMUHKUCTpanui. Buepa mposeneH 9 B
rofy npe3uanym kosuteruu npu ['yoeprarope bpsuckoit oonactu A.B. Tumodeese. Hauanpank
topunuyeckoro otaena E.P. Cunun BHeC IpemyioKeHHE MO PEopraHu3allud aJIMUHUCTPAIUN
bpsinckoit obnactu B [IpaButensctBo bpsHckoit oomnactu. ['ybepnarop bpsiHckoit obnactu A.B.
Tumodee cipocun AOKJIaqUMKa O KOJIMYECTBE 3amectuTeneid ['ydbepHaropa B HOBOIl CTPYKTYype,
NPEUIOKUII COKPATUTh MX Ha 2 enuHHIBl. [lopydeHO ympaBieHHIO 1O KaapoBod padore K I
kBaptary 2017 roya moAroTOBUTH MPOSKT peopraHu3anuu. HauanpHUKY nenapraMenTa GuHaHCOB
I1.E. BracoBy npocuurtath pacxo/ibl o peopranuzauuu ko Il ksaprany 2017 rona.

Bam Heob6xoaumo Hamucats muchMo Ha ums [lpencenarens bpsuckoit obnactHol J{ymbl
A.E. Ennceesa 3a MoANuCHIO BAIlIeTO PyKOBOIUTEIS — 3aMecTuTelst [ 'ydepHaropa A.A.Ilono30oBa.
B muceme, cornacuo 3amnpocy u3 Jymsr (Ne 1-342 ot cerousiHero yucia) —pouH(popMupoBaTh

Enmceesa o TOM, 4YTO IMPONU3O0IIJIO Ha IMPE3UTUYMC.

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

B 3A0 «/Ipurarensy» cocrosiioch 3acepanue TexHudeckoro Coera mpu [ 'eHepaibHOM
mupekrtope T./1. I'maronese noj ero npeacenaTeabcTBOM, B IPUCYTCTBUU Beex uieHoB CoBeta (16
yenoBek) U cekperaps Coera. CoBeT o0cyxJgal BOIpPOCHl O cocTtosHMM paboTsl 3A0 3a
IpOUIeINI roJ W TepcrnekTuBbl pa3BuTHs OOmecTsa B OynylieM ToOJy, O BbIIOJHEHUU
IpOrpaMMbl BbIMyCKa NPOAYKIMM M ee peanuzanuu. [lo mepBoMy Bompocy AOKIaz Jenai
3amectutTenb ['eHepanpHoro ampekropa K.A. PycnaHoB, KOTOpelii Jan pa3BEpHYTYIO
XapakTepUCTUKy JesTenbHocTH OOIiecTBa, OTMETHJI pACIIUPEHHE COTPYIAHMYECTBAa» C
napTHepamMu B Apyrux pervoHax. K. A. PycinaHOB [0MOXKWI O NMOANMCAHWUU COTJIALIEHUS C
yHUTapHBIM npeanpuatueM «TypOuna» u ero mepcnektuBax g OOmectBa. CoBeT NMPUHSII
peleHre O 3aKII0UeHHH J0roBopa ¢ mnpennpustueM «TypOuHa» O BBIyCKe 3amyacTeil s
CEJIbCKOXO3AMUCTBEHHOW TeXHUKH. Kommepueckuii aupexkrop AnToHOB M.K. nonoxun o

COOIOZICHUH TUTAHOB pean3alii TOTOBOM MPOIYKIIMH, OTMETUB IPU 3TOM TPHU CIy4yasi CpPhIBOB
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NoCTaBKU M HapyieHus: OO1IecTBOM CBOUX 0053aTeIbCTB M3-32 HEMPABWIBHON KOMILIEKTALUN
3aKa3oB. IIpyumMHOM TaKOro MOJNOXEHUS SBUJIOCH OTCYTCTBHUE COBPEMEHHOIO CKJaJCKOIO
o0opynoBaHus. PemieHne mno BTOpOMy BOIIpoCy cojepkano mnopydeHue Kommepueckomy
mupektopy AntoHoBy M.K. moaroroButh 000CHOBaHHME MPOEKTa PEKOHCTPYKIUMHU CKiIala

PEITPUATHSL.

IIpakmuueckoe 3a0anue: cocmagums O1AHK HOMEHKIAMYpbl 0ell U PEeKGUIUNbL
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 kaHuemsipuro KoMMmepyeckoro OaHka «ATJIAHTUYECKUH TpaH3uT» 27 sHBaps
T.T.IIOCTYIIMJIO MMCbMO OT rpakaanuHa Misana EBrenbeBuua TyxukoBa. OH IpOCUT PYKOBOJICTBO
0aHKa MpeJIOCTaBUTh €My OECIPOLEHTHYIO CCyIy Ha IATh JeT («Ha MOTPEOUTENIbCKUE LENIN»).
CocraBbTe OTBET OT JMlla Aupekropa OaHka AHJpes MatBeeBuua TutoBa, rie H3BECTUTE
3asiBUTEJIS, YTO CPEH MOTPEOUTEILCKAX KPEAUTOB OaHKa MOTOOHBIX KPEAUTHBIX MMPOAYKTOB HET.

O3HaKOMHUTCS C KpEIUTHBIMU TPEUIOKEHUSIMH MOXHO B o¢uce Oanka (bpsHck,

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

Ilpakxmuueckoe 3adanue: nod2omoeumsv NyOIUYHOE BbICMYNIEHUE NO NPEOSIOHCEHHOU
cumyayuu.

[ToaroToBUTH NOKIA] O CBOEH IpyIIe OT UMEHHU CTAPOCThI IPYIIbI JJIs1 BHICTYIUICHHS Ha
Bcepoccuiickom cnére crtapoct. B BBICTYIIIEHHH O3BYYUTh Y4YeOHYI0O U BHEY4EOHYIO

JeSITENIbHOCTD TPYIIIBI, 0COOEHHOCTH CIIeUaIN3aluu, Oy1ylue KapbepHble EPCIEKTUBEI.

Ipaxmuueckoe 3a0anue: cocmagvme u oghopmume 3ds6i1eHue Ha OMnycK
Bl — nHauvanpHuk opranmzanuoHHoro otaena OOO «Cucrema-bpsiHck». DOT0 Bamn
OCHOBHOI1 OTITyCK, KOTOpbIi Bl Oepere Ha 30 nHeli ¢ 12 aBrycra 1.r. 3aMecTUTeNb JUPEKTOPA 10

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
KOHTPOJILHOM paboThl, HE TOMYCTHB OMMOOK. OTBET HOCUT
Pa3BEPHYTHIH U HCUEPIIBIBAIOLINN XapaKTep.

«xXOpouLo» OOyuaronuiics B 1IeJIOM PaCKpPBIBAET TEMY KOHTPOJIBHON

paboTHI, OTHAKO OTBET HE HOCUT Pa3BEPHYTOTO U MCUYEPIIBIBAIOLIETO
Xapakrepa.

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

HETOYHOCTH.

«He OOyuarouiuiics He BiIajieeT BHIOPAaHHOM TeMOM KOHTPOJIbHOMN
yoogiemeopumenvro» | paboTsl. TeMa KOHTPOJIbHOH pabOThl HE PACKPhITA

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

®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 cTpyKTypbl U (QYHKIUH CIy:KObl AETONPOU3BOACTBA (Ha MpUMEpPEe KOHKPETHOM
OpraHU3alVH).

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

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

HaIrpaBJICHHA €TI0 COBCPUICHCTBOBAHUA.

7. Opranu3anus perucTpaluuy J0KyMEeHTOB (Ha IpuMepe KOHKPETHON OpraHu3alyn).

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

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

10.  Meroauka cocTaBIe€HHUsI HOMEHKIATYPbI JIE] YUPEkKACHUSI.

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 (pedeparon)

MIxaja oneHUBAHUA Kpurepun oueHuBanust

«OMAUHHO» OO0yuatomuiics TTy00KO M COIEPIKATENILHO PACKPBIBAET TEMY
noknana (pedepara), He TOMyCTUB OMUOOK. OTBET HOCUT
Pa3BEPHYTHIM U MCUEPIBIBAIOLIUN XapaAKTED

«xopouto» OOyuarommiics B IIeJIOM pacKpbIBaeT TeMy Jokiaaa (pedepara),
OJIHAKO OTBET XOTs OBl HA OJMH U3 HUX HE HOCUT Pa3BEPHYTOTO H
MCUEPIIBIBAIOIIETO XapaKTepa.

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

2.2 [IpomMe:kyTOUHAS aTTeCTANUS

INEPEYEHD BOITPOCOB JJIA IOAI'OTOBKH K 3AYETY

1. CBa3b uHpopMaMu U ToKyMeHTa. Poib MH(OpMauy B COLMANbHBIX K SKOHOMHUYECKUX
poueccax.

2. JIOKYMEHT 1 €ro MECTO B CUCTEME YIIPABIICHUS.

3. JIOKyMEHTOBEIeHUE KaK Hay4Has AUCLMILIMHA U €€ CBA3b C JPYTUMH HayYHBIMU
JUCLUIUINHAMM.

4. OmnpeseneHue TOKyMEHTa B HOPMaTUBHBIX aKTaX.

5. 3akoHozaTeNbHAs U HOPMaTUBHAs periiaMeHTalus JOKYMEHTUPOBaHUs B JOPEBOJIIOLMOHHON
Poccun.

6. 3akoHOaTeNbHbIE aKThl 00 0053aTEILHOCTH IOKYMEHTUPOBAHUS HH(POPMALIUH.

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

8. O0mmue 1 yacTHble QYHKIMU JOKYMEHTA. 3aBUCHUMOCTD HOHATHS «IOKYMEHT» OT €T0
¢bynkunu. Bnusaue QyHKIMA JOKYMEHTa Ha €ro CTPYKTYpY.

9. 3aBUCHMOCTP MOHSATHUS «IOKYMEHT» OT €ro (pyHKIIHH.

10. PazBuTHe NOHATUS «TOKYMEHT.

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

12. ABTOp TOKyMEeHTa, NOPsI0K 0003HAYEHUS OpraHU3alMH-aBTOPA IOKYMEHTA.

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.
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15. JlpeBHeiimme Matepuaisl s muchMa. Mi3o0peTerne Oymaru u COBEpIIICHCTBOBAHUE €€
IIPOU3BO/ICTBA.

16. Vicropusi BOSHUKHOBEHHUSI U Pa3BUTHUS OTJEIIbHBIX BUJOB IOKYMEHTOB.

17. Uctopust pa3BUTHSI OTJIEJIBHBIX 3JIEMEHTOB (hopMyJIsipa JOKYMEHTA.

18. KunogoxkymentupoBanue. [lossnenue, pazsutue. Buneosanuce. Kpurepuu nenHoctu
KMHOJOKYMEHTOB.

19. Konuu 1OKYMEHTOB, UX UCTOPHYECKOE PA3BUTHE U BUBL. JlyOnuKaT JOKyMeHTa.

20. MaTepuaipHasi COCTaBIIAIOIIAs 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. O6o3Hayenue anpecata. [IpaBuia Hanvcanus 1 MecTo ajpecara B (hopmyisipe
JIOKYMEHTA.

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

25. O61mue TpeOoBaHUS K TEKCTY TOKyMeHTa. JIornyeckast CTpyKTypa TEKCTa.

26. OnepatuBHas U UCTOpUYECKas (PETPOCIEKTUBHAs) TIOKyMEHTHas HHPOpPMAaLUs KaK
enrHas THPOPMAaIMOHHAS CUCTEMA.

27. OCHOBHbIE TEXHOJIOTUU KOMMPOBAHUS U PA3MHOKEHUS JOKYMEHTOB

28. OcHOBHbIE (haKTOPBI, ONPEEIIAIONINE PALlMOHATIBHYIO OPraHU3aIHIo
UH(POPMALIMOHHO-TOKYMEHTALMOHHOTO 00CITY)KUBaHUS YIIPaBICHYECKON AEATEIbHOCTH.
29. OcobeHHOCTH TOKYMEHTHPOBAHUS ACATEIHHOCTH KOJUIETUATIBHBIX OPTaHOB.

30. Ocobennoctu hopmysisapa JOKYMEHTOB, MOTYYEHHBIX Pa3TUYHBIMHU CIIOCOOaMH
JOKYMEHTHPOBaHUS (TEKCTOBBIMU, MAITMHHBIMH, KHHO-, (OTO-, POHO-, TEXHUYECKUMH).
31. OrmeTku Ha fokyMeHTax. VX poiib B IPOXOXKIEHNUN U UCIIOJHEHUN JOKYMEHTA,
MeCTO B (hOpMYJIsipe JOKyMEHTA.

32. OTTHCK NeyaTH KaK peKBU3UT AoKyMeHTa. Ciiydan o0s3aTeIbHOr0 MPOCTaBICHUS
repOOBOIf Ie4yaTH Ha JOKyMEHTaX.

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

34. TlogyivHHBIE U TOJTIOXKHBIE JOKYMEHTHI. Busl danbcudukanum 10KyMEeHTOB.

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

36. IlonsaTue «pekBU3UT JOKyMeHTa». [locTosTHHBIE U IEpEMEHHBIE PEKBU3HTHI.

37. IlonaTue «cucTeMbl JOKYMEHTAIIMW», Pa3BUTHE CUCTEM. Y HUDUIIMPOBAHHbIE

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

39. lonsATue «6IaHK» IPU CO3IAHUH JOKYMEHTA. biiaHKku npeanpusTiii pa3auaHbIX

($hopM COOCTBEHHOCTH.

40. ITonATHE KOMIUIEKCOB JOKYMEHTOB. [IpOCTBIE KOMIUIEKCHI TEKCTOBBIX TOKYMEHTOB.

41. IlonaTHEe M NpU3HAKK OPUTHMHAIA JOKYMEHTA.

42. IToHATHS «LIEHHOCTh IOKYMEHTAY, «IKCIIepTH3a LIeHHOCTH». [lopsaok oneHuBanus
JIOKYMEHTOB.

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

KaK COCTaBHasl 4acTh psiJia PEKBU3UTOB.

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

45. TTopsaaok U cocoObl YTBEPKACHUS JOKYMEHTOB.

46. IIpaBoBo€ peryanpoBaHue MPOLECCOB NIEKTPOHHOIO JOKYMEHTHUPOBAHUS. DJIEKTPOHHAs
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 «azpecary, ero 3Ha4YeHUE U COBPEMEHHBIE TPEOOBaHUS K OOPMIICHHIO.

50. PexBU3UTHI, IPUAAIOIINE JOKYMEHTY IOPUAUUYECKYIO CHITY.

51. Ponb 3akononarenbHbIXx akToB X VIII B. B yHUDUKAIMK TeKCTa OT/IETBHBIX BHIOB
JIOKYMEHTOB.

52. CnoxHble KOMIUIEKCHI IOKYMEHTOB.

53. CocraB OpraHM3alMOHHBIX JJOKYMEHTOB, UX XapaKTepUCTHKA.

54. CoctaB ynocroBepeHus JoOKyMeHTOB. [IpaBuiia oopMiIeHUs! pEeKBU3UTOB, YI0OCTOBEPSIOIINX
JIOKYMEHT.

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

56. CreHorpagusi, MUKTOrPaMMBI U JIOTOTPAMMBI; UX COBPEMEHHOE IPUMEHEHHE.

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

58. TekcToBOE TOKYMEHTHUPOBAHUE U ITAIIbI €70 Pa3BUTHS.

59. TexHuueckoe JOKyMEHTHPOBaHUE U 00JacTH ero npuMeHeHus. OCHOBHBIE TPYIIIIBI
TEXHUYECKOH JTOKYMEHTALIMU U BUbI TEXHUYECKUX JOKYMEHTOB. [loHsATHE OpHUrnHaia B
TEXHUYECKOHN TOKYMEHTALIUH.

60. TpeGoBaHus K KOHCTPYHpOBaHUIO O1aHKOB. Buibl 651ankoB. bianku opranuzanuii 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(POPMIIEHHIO PACHIOPSAUTENBHBIX 10KYMEHTOB.

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

66. YHU(pUKaLMA TEKCTa JOKYMEHTa KaK OJJHO U3 HAIIPaBJIEHUH €ro COBEpIIEHCTBOBAHHUS.
YHUPULIIPOBAaHHBIE TEKCThI, METOAMKA UX PA3paOOTKU U CIIOCOOBI TPEICTABICHHMS.

67. YHUpHUIMpOBaHHAS CUCTEMa OPraHU3aOHHO-PACTIOPSIANTEIHON JOKYMEHTAIIHH.

68. Danpcudukanuu J0KyMeHTOB. CITOCOOBI TTOIIEIIKH IOKYMCHTOB

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

70. dopmanu3zanus TEKCTa TOKyMEHTa. Y HU(PUKALUS TEKCTa JOKyMeHTa. MeTo bl yHU(PUKALUH.
71. ®opmMyIsp JOKYMEHTa U €ro COCTaBHbIE YacTu. IHIMBUya IbHBIA U TUIIOBOM (GOPMYJISp
72. ®oronokymeHTuposanue. [losBienue, pa3surue, npuMenenue. Kpurepuu neHHOCTH
(bOTOIOKYMEHTOB.

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

74. DneMeHThI TeKCTa: 3arojIOBOK, MPUIIOKEHUSI, TPEOOBaHUS K X O(POPMIICHHUIO.

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 HpaKTHKOﬁ, }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
3HA€T OCHOBHBIX OMpeeNieHUH, HeTlocIe[0BaTeNIeH i COMBYHB B
M3JIOKEHUW MaTepHuaia, He 00J1ajaeT ONpeeICHHOW CUCTEMOM
3HAHUU TIO0 TUCIUILIMHE, HE B MIOJIHON Mepe BiIaJieeT HEOOXOAUMBIMU
YMCHUAMHU U HABBIKAMHU ITPH BBIITOJTHCHHUU MPAKTUICCKUX SaJIaHHﬁ.
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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
9KCIIEPTHU3Y, OLICHKY PETYIUPYIOLIEr0 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

OO0yygarormmiics
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 obecrieueHus
yIpaBICHHUS; —
TpeOOBaHUS K
OJaHKaM U
COCTaBy
PEKBU3UTOB
JIETTOBBIX
JTIOKYMEHTOB;
COBpEMEHHBIC
MPOIIECCHI B
obOnactu
roCy/IapCTBEHHOT
0
JIEIOTIPOU3BOJICTB
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-
pacmiopsAuTeIbH
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 -
MEXIMIHOCTHOTO U | OCOOCHHOCTH 0COOEHHOCTH 0COOEHHOCTH
MEXKYJIbTYPHOTO odopmiIeHHUS oopmieHus odopmiieHus
B3aMMOJICHCTBHS JOKYMEHTOB /i1l | TOKYMEHTOB /ISl | IOKYMEHTOB JJIsI
BHEILIHEW U BHEIIIHEU U BHEILIHEW U
BHYTPEHHEN BHYTPEHHEH BHYTPEHHEN
KOMMYHHUKAIUH KOMMYHUKAIUH 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 opopmIIATh
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 pacTOpSAUTENHHO | PACHIOPSAUTENHHO | PACHOPSIUTENILHO
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
ONTUMM3AIIIH; — HOpMaMu 1 HOpMaMH U HOpMaMH U
paboTats ¢ NpaBUJIAMU; — TIPaBUIAMH; — MIPaBUIIAMU; —
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 CnocoGeH ncnosb30BaTh B Mpo(ecCHOHANBHON AesITeIbHOCTH HH(POPMALIMOHHO-
KOMMYHHUKAITHOHHBIE TEXHOJIOTHH, TOCYTApCTBEHHBIE U MYHUIIUITATbHBIE HH)OPMAIIHOHHBIE
CHCTEMBI; IPUMEHSTh TEXHOJIOTHH JIEKTPOHHOTO MPABUTENIBCTBA U PEAOCTABICHHS
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, | HblE TEXHOJIOTUH, | Hbl€ TEXHOJIOIUH,
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 | TIPABUTEIHLCTBA 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 OO6yuaromuiics 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 IEATEIbHOCTH
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 IPUMEHSTh 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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HEJ0CTATOYHOMU
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
9JIEKTPOHHOTO
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
npoeCCHOHAITbH
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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