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1. Ilesiu m 3a1a4M OCBOEHHUS IUCIUILIMHBI

Lenbto OCBOEHUSI TUCIMILINHBI «J{0KyMEHTAIIMOHHOE 00ecTiedeHre 1 JeIONPOU3BOICTBO
B T'OCYJapCTBEHHOM M MYHHUIIUIAIHLHOM YIPaBICHUU» SABISETCA cHOPMUPOBATH Y CTYJICHTOB
3HaHHE OCHOB YIPABJICHU JOKYMEHTHPOBAaHHON HHpOpMaLMeH, BKII0OUasi TEOPETUUECKNE 3HAHUS
0 JIOKYMEHTE M HOCHUTENAX MH(OpMAIMM, MPAKTUUYECKUE HABBIKU I10 BBIIIOJIHEHUIO OCHOBHBIX
omnepanuii ¢ JOKyMEHTaMH B JEJONPOW3BOACTBE OpPraHU3alKd, OCOOEHHOCTH paboThI C
OpraHU3alMOHHO-CIPABOYHBIMHU JIOKyMEHTaMH, OOpaIICHUSIMHU TPaX1aH, KOH(UACHINAIbHBIMU
JIOKYMEHTaMH.

3ajauaMu  M3y4YeHHd ~ AMCUMIUIMHBL  «/loKyMeHTalmoHHoe  o0ecreyeHue |
JIEIIONPOU3BOJICTBO B FOCYJaPCTBEHHOM Y MYHHIMIIAJIBHOM YIIPABICHUN SABJISIOTCS:

— copMupoBaTh NOHMMAHHUE CTYJEHTaMH JIOTUYECKHM BEPHOI'O U apryMEHTHPOBAHHOIO
JOKYMEHTUPOBAHUSI  YNPABICHYECKOM  JEATEIBHOCTH, OCYIIECTBICHHUS  JEJIOBOU
MEPETNCKH;

— O3HAKOMWTH CTYAECHTOB C TEOPETUYECKMMH U METONOJIOTMYECKHMMH OCHOBAaMH,
HOPMaTUBHO-TIPAaBOBOW 0a30i TOKYMEHTALlMOHHOTO O0ECIICUEeHNUs yIPaBICHUS;

— BBIIBUTb OCOOCHHOCTH NPHUMEHEHHs] TEXHOJIOIMH CO3JaHUsl JJOKYMEHTOB, MCIIOJIb30BaTh

HX B HpaKTI/I‘leCKOﬁ JCATCIIbHOCTH.

2. MecTO0 IMCUUMILIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM POIrPaMMbl

Z[I/ICL[I/IHJ'II/IHEI «ﬂOKYMeHTaLII/IOHHOC obecneyenne u ACJIONIPOU3BOJACTBO B
ToCydJapCTBEHHOM W MYHHIUIIAJIBHOM YIIPABJIICHHUHW) OTHOCUTCA K AUCHUIIJINHE 00s13aTeNbHOM
yactu Onmoka bl «/lucuummunel (Momynu)» ydeOHoro tutana, corsacHo ®I'OC BO nmns

HanpasyieHus noaroroBku 38.03.04 'ocygapcTBeHHOE ¥ MyHUIIMIIAJIBHOE yIIPaBICHHE.



3. IlnanupyemMbie pe3yJabTaTbl 00yUeHMsI

Koa v nanmenoBanue

Koa n HauMeHOBaHUe HHAUKATOPA 0CTHKEHUSI

Iliianupyemblie pe3yabTaTbl 00y4eHUs

KOMIIETEHIIMH komnerenun (MJAK)
OIIK-4 3HaTh: rOCy1apCTBEHHOE PETYJIUPOBAHUE
Crniocoben JOKYMEHTAIMOHHOTO 00ECTIeYeHUs yIIPaBICHUS B

pa3pabaThIBaTh MPOEKTHI
HOPMAaTHUBHBIX TPABOBBIX
aKkToB Bcdepe
po(hecCHOHATTLHOM
NESITeNIbHOCTH,
OCYIIECCTBIISATH UXIIPABOBYIO
U aHTUKOPPYIIIMOHHYIO
IKCIIEPTU3Y, OLICHKY
PEryJIUPYIOIIEro
BO3JEHCTBUS UTIOCIIEICTBUI
UX IPUMEHEHHUS

NOIIK-4.2 JlemoHCTpUpYET 3HAHUS 0A30BBIX MOJOKCHUMA
Y KaTeropuil HOpMaTUBHBIX IIPABOBLIX AKTOB,
pEryIUpYIOMHUX NPO(HECCHOHANBHYIO AEATEIbHOCTD
MPUMEHUTEIBHO K CUCTEME FOCYAapCTBEHHOTO U
MYHMIIMIIAJIBHOTO YIPABIEHUS; YMEHHUE TPAMOTHO U
KOPPEKTHO aHAJM3UPOBATh U IPUMEHSATDH [TPABOBbBIE
HOPMBI B ITPAaKTUYECKON MTPOdhecCHOHATBHOM
JESITEIbHOCTH

rOCyJapCTBEHHBIX U MyHULIUIIAJIbHBIX OPraHn3alusiX;
COBPEMEHHYIO OpPraHM3alnIo0 JOKYMEHTO000pOTa B
opraHax rocyJJapCTBEHHOM BJIACTH U OpraHax MECTHOI'O
CaMOYIIPaBJICHUS U TE€HJICHIIUU ucnojb3oBanus UKT;
OpraHU3alMI0 ONEPATUBHOIO XPaHEHUsI JOKYMEHTOB B
TEKYILEM JEJIONPOU3BOACTBE U IOATOTOBKY JIOKYMEHTOB
K [lepe/iaye B BEIOMCTBEHHBIN apXuB (BKIIIOYas
9KCHEPTU3Y LEHHOCTH JOKYMEHTOB, O(OpMIICHHE e,
COCTaBJICHHE OMUCEi); OCHOBHBIE HAYYHBIE U
npakTHyeckue npoodsuemsl opranuzanuu 10V u
TEHJCHUUHU Pa3BUTHS ACJIIONPOU3BOICTBA B




OIIK-5

Crnioco0eH HCIoIbp30BaTh
B Mpo(pecCHOHANBHOM
JeATEIILHOCTH
UH(POPMALIMOHHO-
KOMMYHUKAIIMOHHBIE
TEXHOJIOTHH,
TOCYAapCTBEHHBIC U
MYHUIIUATATBHBIC

I/IH(1)OpMaI_II/IOHHBI€ CHUCTCMBI,

MPUMEHSTH TEXHOJIOTHH
AJIEKTPOHHOTO
MIPABUTEILCTBA
NPEOCTABIICHUS
rOCy/TapCTBECHHBIX
(MyHHUIIMTITAJIBHBIX) YCIIYT

NOIIK-5.1 Ucnons3yeT B mpodecCHoHaTbHON
JEeSTENIbHOCTH UH(POPMALIMOHHO-KOMMYHUKAIIMOHHbBIE
TEXHOJIOTMH, TOCYIAPCTBEHHbBIE U MYHUIIUTAIbHBIC
UH(OPMaILMOHHBIE CHCTEMBbI

MK-5

Bnaners ocHoBaMu
o0ecrnieueHus
UH(POPMALIMOHHOM
0€30MMacHOCTH B OpraHax
BJIACTH U PETYIMPOBAHUS
BOTIPOCOB, CBSI3aHHBIX C
00paboTKOIl U 3aIUTOM
HIePCOHATIBHBIX JTAHHBIX
TOCYAapCTBEHHBIX
MYHHIIATATBHBIX

CITy KaIiX

NIIK-5.2. Beimonssier npodeccuoHanbHble
3aJa4u Mo paboTe ¢ NepCOHANbHBIMM JJAHHBIMU Ha
OCHOBE 3HAHUS TPABUII UX 3aIHTHI.

HNIIK-5.3. OcymecTBiser 06paboTKy
NEPCOHATBHBIX JAHHBIX B COOTBETCTBUU C

roCyIapCTBEHHOM almapare ylnpaBiIcHHUs.

YMeTh: COCTaBIIATh U OPOPMIIATH YIPABICHYECKHE
JIOKYMEHTBI, B TOM 4UCJIE HOPMaTUBHBIE U
MH(POPMALIMOHHO-CIIPABOYHBIE, B COOTBETCTBUHU C
TpeOOBaHUSMH MPABOBBIX aKTOB U CTaHAAPTOB;
pa3buparbcs B COBPEMEHHBIX CUCTEMAX
JOKYMEHTOO00POTa, FPAMOTHO UCIOJIb30BaTh [IOUCKOBBIE
BO3MO>KHOCTH JIJaHHBIX CUCTEM; COCTaBIATh
KJ1accu()MKALMOHHBIE CIIPAaBOYHUKH (HOMEHKJIATypa e,
KJIaccU(UKaTOPBl Pa3IMUHBIX BUJIOB, IEPEUHU
JIOKYMEHTOB CO CPOKaMU XpaHEHUS).

Baagers: HaBbIKaAMH ITOATOTOBKH JIOKAJIBHBIX aKTOB,
CBSA3aHHBIX C BHYTPEHHEH JESATEIBHOCTHIO OPraHU3alliy B
YCIIOBUSAX Iepexojia Ha 6e30yMaXKHble TEXHOIOTUH;
TEXHOJIOTHSIMU IIpPHEMa, UCIIOJIHEHUS, OTIIPABKU
JOKYMEHTOB B TPAJULIMOHHBIX YCIOBUSX U B YCIOBHAX
paboTtsl ¢ npuMmenenueM cpeacts UKT; npaBunamu
UCTIOJIb30BaHUs Pa3IMYHBIX HOCUTENICH HH(OPMAIIH JUIs
JOKYMEHTHPOBAHUS YIPaBIEHYECKUX (PYHKIUI OpraHoB
rOCyJapCTBEHHOM BJIACTH U OPIaHOB MECTHOIO
CaMOYIIPaBJICHHUS.




4. CTpyKTYypAa U CoAepKaHUe TUCHUILIMHBI (MOILYJIA)

4.1 O0beM IMCHUIIMHBI U BU/bI y4eOHOH padoThI

Buabl yueOHol padoThl

O0BeM B yacax

OO0mmast TpyA0eMKOCTh TUCIUTUTHHBI

108 (3 3a4eTHBIX eTUHHUIIBI)

oOyJaromerocs

KonrakTHas paboTta oOyJaronumxcs ¢ 54
npenojiaBaresieM (BCero)

AynutopHas pabora (Bcero), B TOM YHUCIIE: 54
Jlexuun 18
CeMUHApBI, MPAKTHYECKUE 3aHIATHUS 36
JlabopaTopHbie paboThI -
Bneaynuropnas padota (Bcero): 54
B TOM YHUCJIC: -
KOHCYJIBTAIIHUS 110 TUCIUILINHE

CamocrosTenbHas paboTta o0yuaronuxcs (BCero) 54
Bun npoMexxyTouHOM aTTecTanuu 3auer




4.2 TemaTHYecKHi# IJIAH TUCIUILIHHBI

HaunmeHoBaHue Buabl yueOHol padoThl, BKJIOYAS Komnere
pa3aesioB U TeM CaMOCTOSITEIbHYIO PadoTy 00y4aromuxcs u HIUHU
TPYAOEMKOCTh (B Yacax)
Be N3 Hux Camocto | Kypco | Konrpo
§ er | ayIiuTOpH | siTelbHAsi | Bad JIbHasI
S| o ble paGora | pabora | padora
o} 3aHATHSA
=s| &| &
= 5| £
SlEB
Tema 1. Ucropus 6 |12 | 2 4 6 OIIK-4
pa3BUTHUSA OIIK-5
JIEJIONIPOU3BO/ICTBA B [IK-5
Poccun.
Tewma 2. Ponb 6 | 12 | 2 4 6 OIIK-4
JIEJIONIPOU3BO/ICTBA B OIIK-5
yIpaBJICHUH. I1K-5
Tewma 3. ®opmupoBaame | 6 | 12 | 2 4 6 OIIK-4
U BEJEHUE OIIK-5
JIOKYMEHTO000pOTa B [IK-5
OpraHH3aIlHH.
Tewma 4. Kimaccudukammm | 6 | 12 | 2 4 6 OIIK-4
JIOKYMEHTOB: BUJIbI, OIIK-5
(GYHKIMU ¥ IpaBuUIia [IK-5
o opMIICHHUS.
Tema 5. PexBU3UTHI 6 | 12 | 2 4 6 OIIK-4
ouLmanbHBIX OIIK-5
JIOKYMEHTOB U ITpaBHIIa [K-5
uX 0pOpMIICHHSI
Tewma 6. Opranuzanus 6 | 14| 2 4 8 OIIK-4
OIIEPAaTUBHOI'O XpaHEHUs OIIK-5
Y UCTIOJIb30BAHUS [K-5
JOKYMEHTOB.
Tema 7. JlenoBas 6 |16 | 2 6 8 OIIK-4
IIEPENUCKA U SA3bIK OIIK-5
YIPaBJICHYECKHUX [K-5
JOKYMEHTOB.
Tewma 8. DneKTpOHHBII 6 | 18 | 4 6 8 OIIK-4
JIOKYMEHTOO00O0pOT. OIIK-5
[IK-5
10 | 1 36 54
Hroro mo nucumiviuge s |8




4.3 ConepxaHue IMCUUILTHHBI

Tema 1. UcTopusi pa3Butus aejaonpousBojacrsa B Poccun.

Hcropuss oredecTBeHHOro JenonpousBojacTtBa. CKianblBaHWE CHUCTEMBI IIPaBOBOM
JIOKyMeHTaluu. J[enonpon3BoacTBO JOPEBOIOLUOHHOM Poccun (mprka3Hoe AeI0pou3BOACTBO,
KOJUJIEXKCKOE JI€JIONPOU3BOJICTBO, MCIIOJIHUTEIBHOE JIE€JIO0NPOU3BOJICTBO). Jlenonpon3BoacTBo B
coBerckyto 3moxy (1917-1991 rr.) Enunas rocynmapcTBeHHas CHCTEMa JIEJIOMPOU3BOJICTBA.
Jenonpoun3BoicTBO B COBpeMeHHOM Poccuu.

Tema 2. Posib 1e/10npou3BOACTBA B YIPaBJICHUH.

[Ipenmer, conepkanue u 3agaun Kypca. OCHOBHBIE IIOHATHUS U ONPEAEIEHUS: TIOKYMEHT,
JEJIIONPOU3BOJCTBO, JOKYMEHTOBEJIECHHE, [OKYMEHTAllMOHHOE OOecredyeHrue YIpaBJICHHUS,
JNOKyMeHT0000poT, pekBu3uThl, [[OCT. Ctannapruzanus 1el0nporu3BOCTBA. 3aKOHOAATEIBHOE
peryiupoBaHue AeTONPON3BOICTBA: 3aKOHBI OOIIETo NEHCTBHS U TIOA3aKOHHBIEC aKTHI.

Tema 3. ®opmupoBaHue H BeeHHe JOKYMEHT0000pOTA B OPraHU3alUM.

JIOKyMEeHTOOOOPOT, ~ TMOHSATHE, OCHOBHBIE TpeOOBaHUS K €ro  OpraHU3alHH.
JIOKyMEHTONOTOKH, WX aHajdu3 W coBepiieHcTBoBaHMe. Kiaccuduxanus TOKYMEHTONOTOKOB:
TOPU3OHTAJIbHBIE, BEPTUKAJIbHBIE, BOCXOJAILINE, HUCXOJALIUE, BXOJALIUE, HCXOASAIINE U
BHyTpeHHue. [logcyer oObema nokyMeHTOOOOpoTa. 3HaueHHe OO0BEMa JOKYMEHTOOOOpOTa.
OcHoBHBIE J3Tambl paboThl ¢ AokymeHTamu. llepBoHauanbHas o00paOoTka mMOCTynHaromen
KOPPECIOHJIEHIIMH, COPTHUPOBKA JOKYMEHTOB M HX IpeaBapuTenbHas peructpauus. [lopsmox
INPOXOXKJCHHUS BXOASAIIMX M BHYTPEHHUX JOKYMEHTOB. Peructparus ciaykeOHBIX JOKYMEHTOB,
INPUHLMIIBI peructpanuu. JJokyMeHThl, noanexaiue o0a3aTenbHol peructpanuu. MHaekcanus
JTOKYMEHTOB. POpMbI perucrpauuu AOKYMeHTOB. CrpaBOUYHO-MH(POPMAIMOHHBIE KAPTOTEKH.
Opranuzanys UCIOJHEHHS! TOKYMEHTOB. CpPOKHM MCIOJHEHHUS NTOKyMEHTOB. DOpMBI KOHTpOIL,
aHaJIU3 UCTIOJHUTENbHON pabOThl M CHATHE JOKYMEHTOB C KOHTPOJIS.

Tema 4. Kinaccudgukanuu 10KyMeHTOB: BUAbI, YHKIMHU U IPaBUJIa 0(popMIIeHHS.

Obmiee nouatue o JokyMmeHTe. OpraHU3allMOHHO - PacHOPSAMTENbHAS JTOKyMEHTAIMS.
Bunsl nokymMeHTOB u ux knaccudukanus. Lens knaccudpukanuu. [To HauMeHOBaHUIO, IO CIIOCO0Y
¢uKcanMy, MO CTEMEHU CIIOKHOCTH, MO CTENEHU TIJACHOCTH, MO IOPUAWYECKOM CcHile, I0
MIPOUCXOXKICHHUIO, IO CPOKAM XPAaHEHHUs, IO CTENIEHN 00513aTENbHOCTH, 10 CTENIEHU YHU(DUKAIIUHU.

Tema S. PexkBu3uThl 0pUIHAIBHBIX JOKYMEHTOB M NIPABUJIA X 0QOpPMIICHHS.

30 OCHOBHBIX PEKBU3MTOB O(UIIMATBHBIX JOKYMEHTOB M IMpaBHJa UX PACIOJI0KEHUs Ha
nokymenrte. CoctaB u mpaBuia opopmiieHHs pekBu3uToB nokymeHToB. I'OCT P 6.30-2003 .
TpeboBanusi Kk 0pOpPMICHHUIO PEKBU3UTOB. CXEMbI PaCIOIOKEHUS PEKBU3UTOB. PEKBU3UTHI,

KOTOPBIC NOJIKHBI UCITOJIB30BATHCA IMTPU U3TOTOBJICHUHA OJIaHKOB JOKYMCHTOB.

10



Tema 6. Opranuszanusi OnNepaTUBHOIO XPAHEHHUS U UCNOJIb30BAHMS JOKYMEHTOB.

IlepBuunbie noxymentsl npeanpusarus. 'OCT P 7.0.8-2013. XpaHeHue HOKyMEHTOB B
MpoLIeCCe UX HMCIIOJIHEHHS. XpaHEHUE HUCIIOJHEHHBIX JOKYMEHTOB. ['ocyqapCTBEHHBIN apXuB,
MYHUIIMTIAIBHBIN  apxuB, NOpoduib apxwBa, apXuBHbIH ¢GoHA, ApxuBHBIM QoHx PO,
OOBEMHEHHBIN  apXUBHBIA  (QOHJ,  apXUBHBIM  (GOHI  JUYHOTO  IPOUCXOXKICHUSA,
dbonrm000pa3oBaTeh, 00ECICUYCHIE COXPAHHOCTH JOKYMEHTOB.

Tema 7. [le10Basi nepenucKa v A3bIK yIPaBJeHYECKNX JOKYMEHTOB.

®denepanpublii 3ak0H PO "O06 smekTponHOM 1mudpoBoi noanucu". JlemoBas mepemnucka.
DNEeKTpOHHAs MOAMKUCH, CEPTHU(PHUKAT MPOBEPKU SJIEKTPOHHON MOIMUCH, KIHOY 3JIEKTPOHHOMN
MOJIMCH, YAOCTOBEPSAIOUIUN LEHTP, CPEACTBA JIEKTPOHHOM noanucu. [IpaBoBoe peryaupoBanue
OTHONICHHI B 00JIACTH UCIIOJI30BAHUS AJICKTPOHHBIX IMOAMHUCEH. BUIBI AIEKTPOHHBIX ITOAIHCEH.
[Ipu3HaHue 3EKTPOHHBIX MOJAMMCEH, CO3AaHHBIX B COOTBETCTBUM C HOPMaMU HHOCTPAHHOI'O
1paBa U MEXAYHApPOJIHBIMU CTaHJAPTaAMHU.

Tema 8. D1eKTPOHHBIH JOKYMEHTO00OPOT.

[Tonstue 3JIEKTPOHHOTO JIOKyMEHTO000pOTa B OpraHu3aIuu. 0630p
ABTOMAaTU3UPOBAHHBIX CUCTEM yIIpaBieHUs JOKyMeHTaMu. [IpaBuia npuMeHeHus 3JI€KTPOHHOTO
nokymentoooopota. Buaer 3/10. IIpaBa u 00s3aHHOCTH COYYaCTHHUKOB JJIEKTPOHHOIO
B3aMMOJICHCTBUS B cdepe AoKyMeHTooOopora. [IpuHIMIBI TPU3HAHHS —DJICKTPOHHOTO
JIOKYMEHTOO00pOTa, MOAMHUCAHHOTO IU(POBON MOANKUCHIO, PAaBHO3HAYHBIM JOKyMEHTaM Ha

6YM8.)KHOM HOCHUTCIIC.

4.4. IlpakTnyeckasi NoAroTOBKa

[IpakTnyeckas MOArOTOBKA peaqu3yeTcsl MyTEeM IPOBEIEHUS MPAKTUUYECKUX 3aHSITHUH,
IpeayCMaTpUBAIOIINX y4yacTHe OOYYaroLIMXCS B BBIMOJHEHUHM OTIEIBHBIX 3JIEMEHTOB paloT,
CBSI3aHHBIX ¢ Oyay1Iel MpodecCHOoHaNbHON e TeTbHOCTBIO.

O6beM 3aHaTui B (hopMe IPAKTHUECKOMN MOJArOTOBKH COCTaBIIsIeET 36 yacoB

Buj 3ansatus Tema 3aHsaTHA KoanuecTB dopma Koanl
0 4YacoB NMPOBeJIeHUs1 | KOMIIETeHIH
"
[IpakTrueckoe 4 Brinonnenue OIIK-4
3aHsaTHE | npaktudyeckoro | OIIK-5
Tema 1. Uctopus pazsutus 3a7aHus. [IK-5
JIeJIONPOU3BO/JICTBA B NunuBunyansHa
Poccun. by
CaMOCTOSITEeNIbHA
g paboTa
[Ipaktuueckoe | Tema 2. Posnb 4 Brinosnnenue OIIK-4
3aHgTHe 2 JIEJIONPOU3BOCTBA B npaktuueckoro | OIIK-5
yIpaBJICHUH. 3a/1aHusl. ITK-5

11



NunuBunyansHa
s
CaMOCTOSATEIbHA
s paboTta

IIpakTueckoe
3aHsITHE 3

Tema 3. ®opMupoBanue u
BEJICHHE JIOKYMEHTO000pOoTa
B OpTraHU3aIHH.

Brmonnenue
MPAKTUYECKOTO
3aJJaHMsl.
NunuBunyanpHa
a1
CaMOCTOSTEIbHA
g pabora

OIIK-4
OIIK-5
[IK-5

[IpakTrueckoe
3anstue 4

Tewma 4. Kimaccudukarum
JIOKYMEHTOB: BU/IbI,
GbyHKIUYN 1 IpaBuiIa
odopmIIeHHUS.

Brmonnenune
MPaKTUYECKOTO
3aJIaHusl.
NunuBuyansHa
a1
CaMOCTOATEIbHA
s paboTta

OIIK-4
OIIK-5
[1K-5

[IpakTueckoe
3aHATHE 5

Tema 5. PexBu3uThI
o(ULIMaANBHBIX T0KYMEHTOB
U TpaBmIIa uX o(hopMIIeHUS

Bremonaenne
MPAKTUYECKOTO
3aJIaHusl.
NunuBunyansHa
bl
CaMOCTOSITEIbHA
g paboTa

OIIK-4
OIIK-5
[IK-5

IIpakTnueckoe
3aHsTHE 6

Tema 6. Opranuzanus
OTIEPATUBHOTO XPAaHEHUS U
HCITOJIb30BaHUS
JIOKYMEHTOB.

Beinonnenue
[IPAKTUYECKOIO
3aJaHusl.
NunuBunyansHa
b
CaMOCTOSITENIbHA
g pabora

OIIK-4
OIIK-5
IK-5

[IpakTHueckoe
3austue 7

Tema 7. JlenoBas nepenucka
U S3BIK YIIPABIEHYECKUX
JOKYMCHTOB.

Brmomaenne
MIPAKTUYECKOT O
3aJIaHusl.
NunuBuyansHa
'
CaMOCTOSITeJIbHA
g paboTa

OIIK-4
OIIK-5
[IK-5

IIpaxTueckoe
3aHATHE 8

Tema 8. DneKTpOHHBIN
JIOKYMEHTOOOO0pOT.

Brmonnenue
MPaKTUYECKOTO
3aJIaHusl.
NunuBuyansHa
a1
CaMOCTOSITEIbHA
g pabora

OIIK-4
OIIK-5
IK-5
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5. YueOHO-MeTOANYECKOE, HHPOPMALIMOHHOE M MATEPHAIHLHO-TEXHHYECKOe
obecrevyeHue TUCHHINIHHBI

5.1 OcHoBHas JuTEepaTypa

1. JlenonponsBoACTBO M JOKYMEHTALMOHHOE  OOEeCIeYeHHue TOCYJapCTBEHHON u
MYHUIIUTATBHON ¢y kOB : yuebHoe nocodue / coctasurens FO. B. Muptomkuna. — CtaBpononib
: CK®VY,2016. — 115 c. — Tekcer : anekrpoHHslii // JIaHb : 371€eKTpOHHO-0MOIMOTEYHAs CUCTEMA.

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

2. [ysanmoBa, H.H. Opranuzamuss ¥ TEXHOJOTHUS JIOKYMEHTAIIMOHHOTO OOCCIICUCHHS
yhpaBieHus . yueOHUK M mpaktukyMm mins By3oB/ H. H. llyBanoBa. — 2-e u3n., mepepad. u
norm. — Mocksa : WsnmarensctBo [Opaiit, 2022. — 265c.— (Briciee obOpaszoBanue). —

ISBN 978-5-534-12358-6. — Tekct : snekTpoHHbI // Obpa3oBarenbHas miatdopma FOpaidt
[caiiT]. — URL.: https://urait.ru/bcode/489984

5.2 lonoinuTeIbHAS JIUTEPATypa

1. Kysuenos N.H. [lenoBoe nucemo : yuebHO-cripaBoyHOE rocodue. - M. : Jlamkos u K, 2012
— 288 c.

2. Jlenonpou3BOACTBO U JIOKYMEHTOOOOpPOT B CHCTEME  TOCYJapCTBEHHOTO U
MYHUIIUTIATIBHOTO yIIpaBiieHus : yued.-meroa. nocobue / E. B. 3aituesa, H. B. 'onuaposa ; M-Bo
oOpa3zoBanus u Hayku Poc. @enepanuu, Ypai. denep. yu-t. — Exarepunoypr : U3a-Bo Ypai. yH-
Ta, 2017. — 178 c.

3. JlokyMeHTOBeieHne: Y UeOHUK /Ul CTYJEHTOB YUpexkAeHUl Boiciiero oopazosanus / M.B.
Jlapun, E.A. [lnemkesuu, B.®. Suxosas, B.C. Munranes, 32 E.B. TepentseBa, M.JI. I'aBnuH;
HOJ pell. I-pa UCT. HayK, npod. M.B. Jlapuna. M.: U3narensckuii eHTp «Akanemus», 2016. —
320 c. — 800 k3.

5.3 IIpodeccuonanbubie 6a3bl JAHHBIX M MH(POPMALMOHHBIE CIPABOYHbIE CHCTEMbI

1. Bceepoccuiickuii HayqHO-MCCIIEJ0BATEIbCKUNA HHCTUTYT JOKYMEHTOBEICHHS U apXHUBHOTO
nena (BHUUA) http://www.vniidad.ru

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

3. [Topran «’APAHT.PY» URL: http://www.garant.ru (pecypchl OTKPBITOTO JIOCTYTIa)

4. IMopran  «Koucynbsrantllmoc» URL:  https://www.consultant.ru/  (JiuiieH3MOHHOE
nporpaMMHOe o0ecrieyeHre 0TeYeCTBEHHOI'O IPOM3BOJICTBA)

5. [TopTan rocyrapcTBEHHBIX ¥ MyHUIIUIATBHBIX ycayT 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» moxa srupoit @enepanbHOro apxuBHOTO areHtcTa (PocapxuBa)

http://www.rusarchives.ru

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

8. Coser denepanun

http://www.council.gov.ru/index.html

®denepaabHOTro CobOpanust Poccuiickoii denepanuun

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

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

5.4 MartepuajibHO-TEXHHMYECKOE M POrpaMMHOe o0ecniedeHne (JTMIEH3MOHHOE H CBOOOIHO

pacnpocrpaHsiemMoe)
HauMeHnoBanue HanMeHoBanue OcHalleHHOCThH Ilepeyennb
AUCHMIITUHBI crenuaIbHbIX crenuaIbHbIX JIMI[€EH3MOHHOT 0
(MoayJisi), IPaKTUK NoMenleHuin u NoMenleHun u MPOrpamMMHOI0
B COOTBETCTBHU € | NOMeUIeHUI A5 NoMeleHuil 1A olecrieyeHus.
Y4eOHBIM IIAHOM CaMOCTOSITEILHOMN CaMOCTOSATeIbHOM

padoThl padoThI

b1.0.26 Kabuner yueOHBIE MECTA, Microsoft Windows
JIOKYMEHTaIlMOHHOE | IOKYMEHTAllMOHHOTO | 000py/10BaHHBIE XP
obecrieuenue u oOecrieueHus 0JI0YHOM MeOebIo, Microsoft Office
JeTOTIPOM3BOACTBO | YIIPABIICHHUS KOMITBIOTEPaMH C Kaspersky Endpoint

B IoCyJapCTBCHHOM
1 MYHUIUIIAJIBHOM
yHpaBJICHUU

BBIXOJ/IOM B CETh
UHTEpPHET, pabouee
MECTO TMpernojaBaTesis B
COCTaBe CTOJI, CTYI,
Tym0a, KOMIBIOTEP
MIPETNo/1aBaTess ¢
BBIXOJIOM B CETh
WHTEPHET, dKpaH,
MYJIbTUMEIUNHBIN
MIPOEKTOP, TEIEBU3OD,
TEMAaTUYECKHE CTEH/IBI,
MPE3EHTALMOHHBIN
Marepua, KOMILUIEKT
0JIaHKOB TEXHUUECKOU

JIOKYMEHTaIlUU
Aynuropus uist yueOHbIE MecTa,
CaMOCTOSITENTEHOM 000pyIOBaHHbIE
paboTsl 0J109HOM MeOeTbIo,

KOMIIBIOTEPaMH C
BBIXO/IOM B CETh
WHurepHer,
MHOTO(YHKI[MOHATbHOE
YCTPOUCTBO

I Ou3Heca
KoncynprantlIntoc
AdobeReader

Cisco WebEx
WNudopmannonHo-
KOMMYHHUKAI[OHHAS
iatdopma
«Cdhepym»
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http://www.gost.ru/
http://www.council.gov.ru/index.html
http://www.inforeg.ru/
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6. MeToanueckue yKa3aHus sl 00y4aIOIIUXCS M0 OCBOEHUIO JUCHMILTUHbI

6.1 3aHATHSA JIEKIIHOHHOTO U CEMHUHAPCKOT0 (MPaKTH4Ye€CKOIr0) TUIIOB

Meroanueckue ykazaHus JUisl 3aHATHN JIEKUMOHHOTO TUIA. B X0/1€ IEKUMOHHBIX 3aHATUN
oOydaromeMycst HeoOXOIUMO BECTH KOHCIIEKTHPOBAHHE YydYeOHOro MaTepuana, oOpamaTh
BHMMAaHHUE Ha KaTeropuu, (HOpMYJIUPOBKH, PACKPHIBAIOIIKNE COJICPKAHUE TE€X WU WHBIX SBJICHUN
W TIPOIECCOB, HAay4YHbIC BBIBOABI M IMPaKTHUYECKHE peKoMeHnanuu. HeoOxomumo 3agaBaTh
MPENOJABATEN0 YTOYHSAIOIIME BONPOCHl C LEJNbI0 YSICHEHHUS TEOPETHUUYECKUX IOJIOKEHHUM,
pa3pelIeHUs CIIOPHBIX CUTYalUi.

IlenecooOpa3Ho gopadaThiBaTh CBOW KOHCIIEKT JICKIIUH, JieJias B HEM COOTBETCTBYIOIINE
3allMCU U3 OCHOBHOW U JIOMOJHUTEIBHOW JIMTEPATyphl, PEKOMEHJOBAHHOW MpernojaaBaTeyieM U
IPEIyCMOTPEHHOM y4eOHO# MporpaMMOi IUCIUTLTAHBI.

Meroanueckue yKazaHusl I 3aHATHH CEMHUHAPCKOTO  (MPAKTHYECKOTO) THIIA.
[TpakTHyeckue 3aHATHS MO3BOJSIOT Pa3BUBaTh y OOYYAIOIIErocs TBOPUYECKOE TEOPETUUYECKOE
MBIIUIEHUE, YMEHUE CaMOCTOSITEIbHO HM3y4aTh JIUTEPATypy, aHAIM3UPOBATh NPAKTUKY; y4yaT
4eTKO (OPMYJIUPOBATh MBICIH, BECTH AUCKYCCHIO, TO €CTh MMEIOT HCKJIIOYUTEIHHO BaXKHOE
3HAYEHUE B PA3BUTUU CAMOCTOATEIIBHOTO MBIIUIEHUS.

[logroroBka K MNpakTUYECKOMY 3aHATHUIO BKJIIOYaeT naBa drtana. Ha mnepBoM stame
0o0y4Jaromuiicss TUTAaHUPYET CBOKO CAMOCTOSATEIbHYIO paboTy, KOTOpas BKIIIOYAET: YSICHEHUE
3a/IaHUsl HA CaMOCTOSATEIBHYI0 paboTy; MoJA00p OCHOBHOM M JIOMOJIHUTEIBHOW JHUTEPATYPHI;
COCTaBJICHHE TUIaHa pPabOThI, B KOTOPOM OIPEACNISIOTCS OCHOBHBIE MYHKTHI MPEACTOSAIIEH
noarotoBku. CocTaBieHHE IJIaHa JUCHUIUIMHUPYET W MOBBIIIAET OPraHW30BaHHOCTh B padoTe.
Bropoil sTan BKJIHOYAET HEMOCPEICTBEHHYIO MOATOTOBKY K 3aHSATHIO, KOTOpas HAUYMHAETCS C
W3Yy4YeHUs OCHOBHOM M JIOMOJIHUTENBHOM JiuTepaTypbl. Oco00e BHUMaHHUE MPU STOM HEOOX0IUMO
00paTUTh Ha COJIEP>KAHNE OCHOBHBIX TOJIOKEHUN W BBIBOJOB, OOBICHEHHE SIBIEHUN U (PAKTOB,
YSICHEHHE TPAKTHYECKOr0 MNPHUIJIOKEHHUS paccMaTpUBAEMBIX TEOPETHUYECKUX BoOmpocoB. Jlanee
CleyeT MOJATOTOBUTH TE3HCHI JIJIsl BHICTYIIJICHHUH MO BceM YUeOHBIM BOMPOCAM, BHIHOCUMBIM Ha
MPaKTUYECKOE 3aHSATUE WM TI0 TeMEe, BBIHECEHHOW Ha TUCKYCCUIO (KPYTJIBIA CTOJ), IPOIyMaTh
IIPUMEPHI C LIEIbI0 00eCIIeYeHNs TECHOM CBSI3U U3y4aeMOM TEMBI ¢ pealibHOM KU3HBI0. ['0TOBSICH
K JIOKJI/Ty UM BBICTYIUICHHUIO B paMKaX HHTEPAKTUBHON POPMBI (TUCKYCCHS, KPYTIIBIN CTOM), IPU
HEOOXOJIUMOCTH ClIeyeT 0OpaTHTHCS 3a MOMOIIBIO K MPENOIaBATEINO.

6.2. CamocTosiTeIbHAsI padoTa CTY/IEeHTOB

CaMocTosiTenbHast paboTa CTyICHTOB MPEIyCMOTPEHA YUEOHBIM TIIAHOM IO JUCITUILTAHE
B oObeme 54 uaca. CamocTosTenbHas paboTa peanusyeTcss B paMKaX HpOrpaMMbl OCBOEHUS
JTUCIUTITMHBI B CIIETYIONUX opMax:
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- paboTa ¢ KOHCIIEKTOM 3aHATHs (00pabOTKa TEKCTa);

- MpOpabOTKa TEMATUKN CAMOCTOSTEILHON pabOThI;

- HaIllUCaHUE KOHTPOJbHOU paboThI;

- mouck nHpopmanuu B cetu «MIHTEpHET» U IUTEpaATYPE;

- BBIIIOJIHEHUE UHINBHTyAJIbHBIX 3aJaHUM;

- IOATOTOBKA K C/1aye 3a4eTa.

CamocrosrenbHas paboTa MPOBOAUTCS C LENbIO:

- CUCTEMAaTU3alMH U 3aKPEIUICHUS MTOJIyYCHHBIX TEOPETUYECKUX 3HAHUN U IPAKTUYECKUX
YMEHUH 00yJaromuxcs;

- yriyOJeHus ¥ pacIiipeHMsl TEOPETUYECKUX 3HAHUN CTYIEHTOB;

- (opmupoBaHUs yMEHHMI HCHOJIB30BATH HOPMATHUBHYIO, MPABOBYIO, CIPAaBOYHYIO
JOKYMEHTALUIO, Y4eOHYIO U CIIELUANIbHYIO JIUTEPATypy;

- Pa3BUTHA MO3HABATEJIbHBIX CIOCOOHOCTEM M aKTUBHOCTH OOYYaIOIIMXCS: TBOPUECKOM
WHUIMATUBBI, CAMOCTOSTEIBHOCTH, OTBETCTBEHHOCTH, OPraHU30BAaHHOCTH; (OPMHUPOBAHUE
CaMOCTOSITEIFHOCTH MBIIUICHUS, CIOCOOHOCTEH K CaMOpPa3BUTHIO, COBEPIICHCTBOBAHHUIO U
caMOOpraHu3aluu;

- Pa3BUTHIO UCCIIEN0BATEILCKUX YMEHUN CTYIEHTOB.

TexHonorus OpraHM3alMi  CaMOCTOATENBHON pabOThl  OOyYalomMXCs — BKIIIOYACT
UCIIOJIb30BaHNE MH(OPMALIMOHHBIX U MaTepUAIIbHO-TEXHUYECKUX PECcypcoB: OuOinoTeka ¢
YUTAIBbHBIM 3aJI0M, KOMIIBIOTEPHBIE KJIACChl C BO3MOXXHOCTBIO paboThl B IHTEpHET, ayuTOpUn
JUIS CAMOCTOSITENIbHOU PabOTHI.

[lepen BbIONIHEHHEM OOYYalOIIMMKCS BHEAYIUTOPHOM CaMOCTOSITENIbHON paboTh
npenojaBaTesib MPOBOAUT KOHCYJIbTHUPOBAHHE IO BHIIOJHEHHUIO 3aJlaHUSl, KOTOPBIA BKJIIOYAET
LeNb 3aJlaHusl, €ro COJAEp)KaHMs, CPOKH BBINOJHEHUS, OPUEHTUPOBOUHBIA 00BEM pPabOTHI,
OCHOBHBIE TpeOOBaHHUs K pe3ysbTaTaM padoTbl, KPUTEPUH OLICHKH.

CaMmocrosiTenbHass paboTa MOXKET OCYIIECTBIATHCS HWHAWBHUIYAIbHO WM TpyHIaMu
0o0y4aromuxcsi B 3aBUCUMOCTH OT LEIH, 00beMa, KOHKPETHOM TEMaTHKU CaMOCTOSITEIIbHOMN
paboThl, yPOBHS CI0KHOCTHU, YPOBHSI YMEHHH 00yUarOMIMUXCs.

KoHTponb camocTosTenbHOM paboThl CTYIEHTOB IpeAyCMaTpPUBACT:

-COOTHECEHUE COJIEPKAaHUS KOHTPOJIA C IeNIIMU 00y4UEHUs;

-00bEKTUBHOCTb KOHTPOJIS;

-BAINJHOCTh  KOHTPOJA  (COOTBETCTBUE MPEABABIAEMBIX 33JaHUM  TOMy, 4TO
IPEIoIaraeTcsi MPOBEPUTH);

-nuddepeHuanio KOHTPOJIbHO-U3MEPUTEIHHBIX MATEPHAIIOB.
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DopMBI KOHTPOJISI CAMOCTOSITEIIBHON PabOTHI:

-IIPOCMOTP U MPOBEPKA BHIIIOJIHEHHS CAMOCTOSTEIbHON paOOThI MIPENO1aBaTeieM;

-OpraHu3alus CaMOINPOBEPKHU, B3aUMOIIPOBEPKH BBIMOJIHEHHOTO 33/JaHUS B TPYIIIIC;

-00CyXIeHHEe Pe3yJIbTaTOB BBITOJIHEHHOUW pabOThl HA 3aHATHUH;

-IPOBEICHNE MUCEMEHHOI0 OMPOCa;

-IIPOBEJICHUE YCTHOTO OIpOCa; OpraHu3aluss M NPOBEICHHE WHIUBUIYAIBHOTO
cobecenoBaHMS,

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

7. MeToanueckue peKoMeHAalMU 10 00yUeHHUI0 JIUI ¢ OTPaAaHMYEeHHBIMH

BO3MOKHOCTHAMH 310POBbS H HHBAJIUA0B

OOy4eHue 1o TUCIUTUIMHE 00yYarONIMXCSl C ONPaHUYCHHBIMU BO3MOXHOCTSIMH 370POBBS
(masree — OB3) ocymiecTBisieTcss ¢ y4eTOM OCOOCHHOCTEH TICHXO(DHU3MUECKOrO pPa3BHTHA,
WH/IUBUYaTbHBIX BO3MOXHOCTEH U COCTOSTHHSI 3[I0POBbs TAKUX 00YUYaIOLIIXCS.

Conepxanne oOpa3oBaHUs U YCIOBHS opraHuzanuu oOyueHus, oOyuarommxcs ¢ OB3
OTIPEIICTISIFOTCSL  aJJallTHPOBAaHHON 00pa30BaTEIbHONW MPOTpaMMOM, a JJIsi WHBAJIUIOB TAaKKE B
COOTBETCTBUH C HHIMBUIYAJILHON MPOrpaMMOi peabMInTaluy HHBATU/IA.

OcBoenue AucuUILUIMHBL 00y4aromumucs ¢ OB3 MokeT ObITh OPraHu30BaHO Kak COBMECTHO
C ApyruMH 00y4arOIMMUCS, TaK U B OTAETBHBIX Tpymnax. [Ipeanonaratorcs cnenuanbHbIe yCIOBUS
JUI Ioy4eHus odpazoBanus odoydaronmucs ¢ OB3.

[Ipodeccopcko-mieqarornyeckuii cocTaB 3HAKOMHUTCSI C TICUXOJIOTO-(PHU3NOIOTUYECKUMU
0coOeHHOCTSIMU O0ydJaromuxcs uHBaMUAoB U null ¢ OB3, MHIUBUAyalbHBIMU MPOrpaMMaMu
peadbuIMTaly MHBAIUAOB (IIPU HATWYHN).

B kypce mpenmomnaraercst HCIOIb30BaTh CONMAIEHO-aKTHBHBIE U Pe(IIEKCUBHBIE METOIBI
00y4eHUs, TEXHOJOTHH COIMOKYJIBTYPHOH peadWiIuTanmuy C UENbI0 OKa3aHWs ITOMOIIM B
YCTAHOBJICHUH TOJIHOIIEHHBIX MEXIMYHOCTHBIX OTHOILIEHHH C APYTUMH CTyJIEHTaMH, CO3JaHUU
KOM(OPTHOTO MCHXOJOTMYECKOro KiuMaTa B cTyleHdeckoil rpymme. Ilombop u paspaborka
yueOHBIX MaTEPHAIOB ITPOU3BOISTCS C YIETOM TPEIOCTABICHHS MaTepralia B pa3IMuHbIX (hOpMax:
ayIWaNibHOW, BHU3YIbHOW, C HCIHOJB30BAaHHEM CIICIUATBHBIX TEXHHYECKUX CPEICTB U
UH(POPMAIIMOHHBIX CUCTEM.

OcBoenne mucuuiuinHbl JunamMu ¢ OB3 ocymiecTBiseTcst ¢ HCIOIb30BAHHUEM CPEJICTB
o0y4deHus: OOmEero W CHENUWATBFHOTO Ha3HA4YeHUs (NMEPCOHATBHOTO W KOJUIEKTUBHOTO
UCTIONTb30BaHUs). MareprabHO-TEXHUYECKoe O0ecIiedeHue MpeIyCMaTpuBaeT MPHUCIIOCOOIeHUE

ayIuTOpui K Hy*aaM jinn ¢ OB3.
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dopma MpoBeACHUST aTTeCTallUU I CTYACHTOB-WHBAIMIOB YCTAHABJIMBAETCS C Y4YETOM
WHIMBUIYalbHBIX Ticuxodusmueckux ocobenHoctei. s crynentoB ¢ OB3 npexycmarpuBaercs
nocTymHas popma mpeoCTaBIeHUS 3a/IaHUI KaK OICHOYHBIX CPE/ICTB, 2 UMEHHO:
— B MEYATHOM WMJIM 3JEKTPOHHOM (Qopme (A7 UL C HAPYIICHUSIMHU OMOPHO-BUTATEILHOTO
amnmapara);
— B IIeYaTHOM (hopMe WM STEKTPOHHOI (hopMe C yBETUUEHHBIM IIPU(TOM H KOHTPACTHOCTHIO
(U1 JTMILT C HAPYIICHUSIMU CITyXa, PeUH, 3peHHUs);
— METOJIOM YTEHUS aCCUCTEHTOM 3aJaHusl BCIyX (7151 JIUI] C HApYIIECHUSIMU 3PCHHUS).
CryneHTaM C WHBQJIUMAHOCTHIO YBEIUYMBACTCS BpeMsi Ha MOJTOTOBKY OTBETOB Ha
KOHTpOJIbHBIE BOMPOCHL. [l TakuxX CTyIEHTOB MpeaycMarpuBaeTcsi JocTymHas (opMma
MPEOCTABIICHUS OTBETOB HA 33J]aHUS, 2 UMEHHO:
— MMMCHMEHHO Ha Oymare wiii Ha0OpOM OTBETOB Ha KOMITbIOTEpE (IS JIUI] ¢ HAPYIICHUSMH
ciyxa, peun);
— BBIOOPOM OTBETA U3 BO3MOXKHBIX BAPUAHTOB C UCIOIH30BAHUEM YCIYT aCCUCTEHTA (17151 JIMII
C HapYIICHUSMH OMOPHO-ABUTaTEeIHHOTO aIapara);
— YCTHO (7151 TUI] ¢ HAPYIIEHUSIMU 3PEHHUS, ONTIOPHO-ABUTaTEILHOTO aImapara).
— pu HEOOXOAMMOCTH JUISi OOYYAIOIIUXCS C WHBAIMIHOCTHIO TPOIEAypa OICHUBAHUS

PE3YJIbTATOB o6yqu1/1$[ MOKET NPOBOANUTLCS B HECKOJIBKO 3TAIIOB.

18



[Tpunoxenue 1

DoH/ OLICHOYHBIX CPEICTB
JJIl TEKYLero KOHTPOJISA M MPOMEKYTOYHOM aTTeCTAlNH
NPH U3YYEHNH TUCHUIIIMHBI
b1.0.26 lokymeHTALMOHHOE O00ecIiedeHUue U AeJJ0NPOU3BOJACTBO B
rocyIapcTBEHHOM M MYHUIIUNIAJILHOM YNIPABJICHUH

Mocksa 2024
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1. ITacnopT (poHIA OLIEHOYHBIX CPECTB

KonTtpoumnpyembie
pa3aebl (TeMbl)
JAMCHMILINHBI

Koa v HanmMeHoBaHue
KOMIIeTeHIIUH

HNuaukarop
AOCTHKECHU S
KOMIIETEHIIMH

HaumeHoBaHnue
OLICHOYHOI'0
cpeacTBa

Tema 1. Ucropus
pa3BUTHS
JIEJIONPOU3BOJICTBA
B Poccum.

OIIK-4 Cnocoben

pa3zpabaThiBaTh MPOEKTHI
HOPMATHBHBIX IPABOBBIX aKTOB B
cdepe npodeccrnoHaTbHOM
NEeSITeTTbHOCTH, OCYIIECTBIISATh UX
MPaBOBYIO U AaHTUKOPPYILIUOHHYIO
IKCIEPTH3Y, OLEHKY
PEryJIMPYIOLIETO BO3ACHUCTBHS U
MIOCJICICTBHI UX IPUMEHECHUS
OIIK-5 CnocobeH ucnoabp30BaTh
B Mpo(ecCUOHANTBHOI
JeSITeTbHOCTH HH(POPMALIMOHHO-
KOMMYHUKAIIHOHHBIC TEXHOJIOTHH,
rOCyJJapCTBEHHBIEC U
MYHHUITUTIATEHBIC
MH(POPMALIMOHHBIE CHCTEMBI;
NPUMEHSTh TEXHOJIOTHH
AIIEKTPOHHOTO MPABUTEIHCTBA U
NPEOCTABICHUS
roCyJJapCTBEHHBIX
(MyHUIIUTIAIBHBIX) YCIYT

[1K-5 Brnagets ocHOBamMu
oOecrnieyeHUI MHPOPMALIMOHHOM
0€301acHOCTH B OpraHax BJacTH U
pEeryJIupoBaHus BOIIPOCOB,
CBSI3aHHBIX ¢ 00paboOTKOH U
3aIUTON MEePCOHATBHBIX TAHHBIX
rOCYJTapCTBEHHBIX U
MYHHIIMIIATBHBIX CITYKaIINX

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

Onpoc, goknazn
(pedepar), Tecr,
3a/1a4yu Npu
pa3bope
KOHKPETHBIX
CUTyalUH, 3a4eT

Tema 2. Ponb
JEJIONPOU3BO/ICTBA
B YIIpaBJICHUHU.

OIIK-4 Cnioco6en

pa3pabaTbIBaTh MPOEKTHI
HOPMAaTUBHBIX ITPABOBBIX AKTOB B
cdepe npodeccruoHaIbHON
ACATCIIBHOCTH, OCYIICCTBIIATE UX
MPaBOBYIO U AHTUKOPPYIITUOHHYIO
9KCIEPTHU3Y, OLIEHKY
PETYJIUPYIOIIEro BO3ICHCTBHS U
HOCHe}ICTBI/Iﬁ X IPUMCHCHUSA
OIIK-5 CniocobeH ncnons30Bath
B PO eCCHOHATBHOU
JEeSITeTLHOCTH UH(GOPMAIIMOHHO-
KOMMYHHKAIIMOHHBIC TCXHOJIOTUH,
rOCyTapCTBEHHBIC U
MYHUIHUIIAJIBHBIC
WH(GOPMAIIMOHHBIC CUCTEMBI,

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

Ompoc, noknan,
TECT, 33/1a4¥ TpU
pazbope
KOHKPETHBIX
CUTyaIUH, 3a4eT
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IPUMEHATH TEXHOJIOTUHI
AIIEKTPOHHOTO MPABUTENHCTBA U
IPEOCTaBICHUS
roCy/1apCTBEHHBIX
(MyHULMDIAIBHBIX) YCIYT

[IK-5 Bnanets ocHOBaMu
obecrieyeHnss MHPOPMALMOHHOM
0€30acHOCTH B OpraHax BJacTH U
pEryIupoBaHUs BOIIPOCOB,
CBSI3aHHBIX ¢ 00pabOTKOM 1
3alIMTON MEePCOHATBHBIX JAHHBIX
rOCy/1apCTBEHHBIX U
MYHHUIIMIAIBHBIX CITYKALTIX

Tewma 3.
dopMupoOBaHUE U
BEJICHUE
JIOKyMEHTO000pOoTa
B OpraHu3aIuu.

OIIK-4 Cnocoben

pa3zpabaThIBaTh IPOEKTHI
HOPMAaTUBHBIX IIPABOBHIX aKTOB B
chepe mpodeccrnoHaTbHON
JESTEIIbHOCTH, OCYLIECTBIIATh UX
MPaBOBYIO U AHTUKOPPYIIIUOHHYIO
HKCIIEPTU3Y, OLICHKY
PEryJIMPYIOIIETO BO3AEHCTBUS U
MOCIIEACTBUI UX PUMEHEHHUS
OIIK-5 CniocobeH ncnosib30BaTh
B IIpo(hecCHOHANBHOM
JeSITeTLHOCTH WH(OPMAIIMOHHO-
KOMMYHHKAI[MOHHbIE TEXHOJIOTHH,
rOCyJJapCTBEHHBIE U
MYHHIIUTIATbHBIC
WH(POPMAIIMOHHBIE CUCTEMBI,
HOPUMEHSTh TEXHOJIOTUH
AIIEKTPOHHOTO TIPAaBUTEILCTBA U
IPEJOCTaBICHUS
rOCyTapCTBEHHBIX
(MyHMLIMIIAIBHBIX) YCIYT

IIK-5 Bnanets ocHOBamMu
oOecrnieueHus NH(HOPMALIMOHHON
0€30IacHOCTH B OpraHax BJacTH U
pEryIMpOBaHUS BOTIPOCOB,
CBSI3aHHBIX ¢ 00pabOTKOI 1
3alIMTON MEPCOHATBHBIX JAHHBIX
rOCyJJapCTBEHHBIX U
MYHHUITUIATBHBIX CITYKAITIX

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

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

Tema 4.
Knaccudukanuu
JIOKYMEHTOB:
BUJIBI, QYHKIIUU U
paBmJIa
oopmienus.

OIIK-4 Cniocoben

pa3pabaTbIBaTh MPOSKTHI
HOPMAaTHUBHBIX ITPABOBBIX AKTOB B
cdepe npodeccrnoHabHOM
ACATCIIBHOCTH, OCYIICCTBIATE UX
MPaBOBYIO U AHTUKOPPYIITUOHHYIO
9KCIEPTHU3Y, OLIEHKY
PETYJIUPYIOIIEro BO3ICHCTBHS U
HOCHe}ICTBI/IfI X TPUMCHCHUSA

NOIIK-4.2
NOIIK-5.1
HNIIK-5.2
WTIK-5.3

Onpoc, goknan,
TECT, 33J1a4y IIpH
pazbope
KOHKPETHBIX
CUTyaIUH, 3a4eT
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OIIK-5 CriocobeH HcIonb30BaTh
B PO eCCUOHATBHOU
JESITEIIbHOCTH HH(POPMAIIOHHO-
KOMMYHHKAIIMOHHbIE TEXHOJIOTHH,
rOCy/IapCTBEHHBIC U
MYHHIIUIIATIbHBIE
WH(OPMAIIMOHHBIC CHCTEMBI;
MPUMEHSITh TEXHOJIOTHH
AIIEKTPOHHOTO TPABUTENBCTBA U
MIPEIOCTaBIICHUS
rOCyIapCTBEHHBIX
(MyHHIIMTIATBHBIX ) YCIYT

[IK-5 Bnagetp OoCHOBaMH
obecnieueHust ”HPOPMAITMOHHON
0€3011acHOCTH B OpraHax BJIacTH U
peryJIupoBaHus BOIIPOCOB,
CBSI3aHHBIX ¢ 00PabOTKOM 1
3alUTON NIEPCOHATBHBIX JAHHBIX
rOCy/IapCTBEHHBIX U
MYHHIIMITATLHBIX CITYKAITUX

Tema 5. PexBU3UTEI
oduInaIbHBIX
JOKYMEHTOB H
MpaBujIa UX
odopmiteHHS

OIIK-4 Cnocoben

pa3pabaThIBaTh MPOEKTHI
HOPMAaTHBHBIX IPABOBHIX aKTOB B
chepe npodeccruoHabHON
JIeSITEJIbBHOCTH, OCYLIECTBIIATD UX
MIPABOBYIO U aHTHUKOPPYILHOHHYIO
AKCIIEPTU3Y, OLIEHKY
PETYJIMPYIOIIErO BO3AEHCTBUS U
MOCJIEICTBUIA WX TPUMEHEHHS
OIIK-5 Crioco0eH HcIob30BaTh
B IIpoeccnoHanbHOM
JeSITeIbHOCTH HH(OPMAIIMOHHO-
KOMMYHUKAIIIOHHBIE TEXHOJIOTHH,
roCyJJapCTBEHHbIE U
MYHUIUTNIATIbHbIE
WH(POPMAIIMOHHBIE CUCTEMBI,
OPUMEHSTh TEXHOJIOTUH
AIIEKTPOHHOTO MTPABUTENBCTBA U
NPEOCTaBICHUS
roCy/apCTBEHHBIX
(MyHULMDIAIBHBIX) YCIYT

IIK-5 Brnanetr ocHOBaMH
oOecrieyeHnss HHPOPMALIMOHHOM
0€301acHOCTH B OpraHax BJIacTH U
pEryaupoBaHus BOIIPOCOB,
CBSI3aHHBIX ¢ 00pabOTKOI U
3alIMTOM MEePCOHATBHBIX JAHHBIX
rOCy/1apCTBEHHBIX U
MYHUIMTATBHBIX CITYKALTIX

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

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

Tema 6.
Opranm3anus

OIIK-4 Cnocoben
pa3zpabaThIBaTh MIPOSKTHI

NOIIK-4.2
NOIIK-5.1

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

HOPMATUBHBIX MIPABOBHIX aKTOB B
chepe npodeccroHanTbHON
JEeSITeTIbHOCTH, OCYILECTBIISATh UX
MIPABOBYIO U aHTUKOPPYILHOHHYIO
AKCHEPTHU3Y, OLIEHKY
PEryJIHUpYIOIIEro BO3ACHCTBUS U
MOCJIEICTBUMA UX TPUMEHEHHS
OIIK-5 CniocobeH nucnonp30BaTh
B IpOoecCHOHATBHOM
JEeSTEIIbHOCTH UH(POPMAIIHOHHO-
KOMMYHHUKAIIIOHHBIE TEXHOJIOTHH,
roCy/1apCTBEHHbBIC U
MYHHIIUITATEHBIC
MH(OPMAaLIMOHHBIE CHCTEMBI;
NPUMEHSTH TEXHOJIOTUH
AIIEKTPOHHOTO MIPABUTEIHCTBA U
NPEOCTaBICHUS
roCyJJapCTBEHHBIX
(MyHUIIUTIABHBIX) YCIYT

IIK-5 Bnagetp ocCHOBaMH
obecrieueHust ”HGOPMAITMOHHON
0€3011acHOCTH B OpraHax BJIacTH U
peryJIupoBaHus BOIIPOCOB,
CBSI3aHHBIX ¢ 00Pa0OTKOM U
3alUTON MEPCOHAIBHBIX JAHHBIX
rOCYJJapCTBEHHBIX U
MYHHIMIIATBHBIX CITYKaLUX

HNIIK-5.2
NIIK-5.3

pa3bope
KOHKPETHBIX
CUTyalUH, 3a4eT

Tema 7. JlenoBas
MEePENUCKA U SI3bIK
YIIPaBJIEHUYECKUX
JIOKYMEHTOB.

OIIK-4 Cnocoben

pa3zpabaThIBaTh MPOEKTHI
HOPMAaTUBHBIX MIPABOBHIX aKTOB B
chepe npodeccronanbHOM
JESITENIbHOCTH, OCYIIECTBIIATh UX
MIPABOBYIO U aHTHKOPPYIIIHOHHYO
HKCIIEPTU3Y, OLICHKY
PEryJIHUPYIOIIETO BO3ACHCTBUS U
MOCIICACTBHIA WX IIPUMEHCHHUS
OIIK-5 Cnioco6eH ncnonp30Bath
B IIpodeccnoHanbHOM
JEeSTENIbHOCTH HH(POPMAIIHOHHO-
KOMMYHHKAITMOHHBIC TEXHOJIOTHH,
roCy/IapCTBEHHBIE U
MYHHIIHITATEHBIC
UH(OPMAIIMOHHBIE CHCTEMBI;
MPUMEHSITh TEXHOJIOTHH
AIIEKTPOHHOTO MIPABUTENHCTBA U
MIPEIOCTABIICHUS
rOCyAapCTBEHHBIX
(MyHUIUMTIAIBHBIX) YCIYT

[1K-5 Brianets ocHOBaMu
oOecrnieueHrs HH(OOPMALIMOHHON
0€30MMacHOCTH B OpraHax BJIacTH U

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

Omnpoc, noknan,
TECT, 33/1a4U IpHU
pa3bope
KOHKPETHBIX
CUTyalUH, 3a4eT
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pEryJIUpPOBaHMSI BOIIPOCOB,
CBSI3aHHBIX ¢ 00pabOTKOM 1
3aHII/ITOﬁ MEPCOHAIBHBIX TaHHBIX
rOCYJJapCTBEHHBIX U
MYHHUIUIIAIBHBIX CITYXKaIlluX

Tema 8. OIIK-4 Coocoben HNOIIK-4.2 Ompoc, noknan,
DNEeKTPOHHBIH pa3zpabaThIBaTh MPOEKTHI NOIIK-5.1 TECT, 3aJ1a4U [IpU
JTIOKyMEHTOOOOPOT. | HOPMATHBHBIX MpaBoBbIX akToB B | MITK-5.2 pazbope
cdepe npodeccrnoHaTbHOM NIIK-5.3 KOHKPETHBIX
JESITEIbBHOCTH, OCYLIECTBIIATD UX CUTYyallui, 3a4eT

IPaBOBYIO U AHTUKOPPYIIIUOHHYIO
HKCIEPTHU3Y, OLIEHKY
PEryJIMPYIOLIETO BO3AEHCTBUS U
HOCJEICTBUM UX IPUMEHEHUS
OIIK-5 CnocobeH ncnosib30BaTh
B IpodecCHOHATBHOMN
JeSITeTLHOCTH WH(OPMAITMOHHO-
KOMMYHUKAI[IOHHBIE TEXHOJIOIHH,
roCy/1apCTBEHHbIE U
MYHULUTATbHbIE
WH(POPMALIMOHHBIE CUCTEMBI;
HPUMEHSTh TEXHOJIOTUH
AIIEKTPOHHOI'O IPABUTEIBCTBA U
IPEJOCTaBJICHUS
roCy/1apCTBEHHBIX
(MyHUIIUTIANBHBIX) YCIYT

IIK-5 Biiagets  OcHOBaMH
oOecrieyeHns HHPOPMALMOHHOM
0€301acHOCTH B OpraHax BJacTH U
peryJaupoBaHus BOIIPOCOB,
CBSI3aHHBIX ¢ 00paboOTKOH U
3alIUTOM MMEePCOHATBHBIX JAHHBIX
rOCy/1apCTBEHHBIX U
MYHUIMOATBHBIX CITYKALIIX

Oranel popmupoBanus komrnereHui B npouecce ocsoeHus: OIIOII mpsiMo cBsi3aHBI
MECTOM JUCUMUIUIMH B oOpa3oBaTenbHOW mporpamme. Kaxapiii stan  (opmupoBaHus
KOMIIETEHIIMH, XapaKTepPU3yeTCsl OINpe/IeIEHHbIMU 3HAHUSAMH, YMEHUSAMHM M HaBbIKAMU U (WJIH)
OINBITOM MNPO(ECCHOHAIBHOW AEATENbHOCTH, KOTOpBIE OLEHHBAIOTCA B IPOLIECCE TEKYILEro
KOHTPOJISI yCTIEBAEMOCTH, TPOMEKYTOUHOM aTTeCTalluy M0 IMCHUIUIMHE (TIPAaKTHUKE) U B IpoIiecce
UTOTOBOM aTrrecTauuu M3ydyenue yueOHON TUCHMIUIMHBI «/[oKyMeHTalmoHHOe oOecriedeHue u
JIENIOTIPOU3BOJICTBO B TOCYAAPCTBEHHOM W MYHHUIIMIAIBLHOM YIpaBIEHUH » Oazupyercs Ha
3HAHUAX U YMEHMSIX, [TOJIyYeHHBIX 00yJarolIUMHUCS B XOJIe OCBOEHUS IIPOrPaMMHOT0 MaTepHasa

yueOHOM aucuuiianHbl «OCHOBBI TpodecCHOHaIbHONW aedarerabHocTH» «l ocygapcTBeHHas

24



rpakJaHcKas M MyHHIMNaubHas ciyxk0a B Poccuiickoit ®deneparmm». MToroas oreHka

c(OPMUPOBAHHOCTH KOMITETEHITUH OIPEIeTSETCS B IEPUO]T IOJITOTOBKU U CIa4H 3a4eTa.

2. OueHo4YHbIE CpeCcTBA

2.1 Texymmii KOHTPOJIb

TUITOBOE TECTOBOE 3AJIAHUE

1. JlokyMeHTallMOHHOE 0OecrieueHNe yIpaBiIeHus — 3TO:

1) nesTenpHOCTD anmapara yrnpasJieHHsl, OXBaThIBAIOIAsl BONPOCH! JOKYMEHTHPOBAHUS U
OpraHu3anuu padoThl ¢ JOKYMEHTaMH B IIPOLIECCE OCYIIECTBIECHUS UM YIIPaBICHYECKUX
byHKIMI;

2) npaBUIIbHO 0(OPMIIEHHBIE IOKYMEHTBI, OTPAXKAIOLUE BECh CIIEKTP YIPAaBICHUECKON
JeSITebHOCTH MPEIPUSATHS;

3) opranuzanusi J0KyMEHTOO00pOTa B yUPEKICHUY;

4) KOMILJIEKC OCHOBHBIX IOJIOKEHUH, ONPEIEISIIOIINX U PEriIaMEHTUPYIOIIMX OpraHU3al|io
JOKYMEHTHPYEMBIX ITPOLECCOB HA MPEAIPUATHH.

2. Cucrtema JOKyMEHTAlMH, CO3/IaHHas 10 €MHBIM [IPaBUIaM U TPeOOBaHUIM, — 3TO:

1) yauduumpoBaHHas cucTeMa JJI0KyMEHTAllUH;

2) EI'CL;

3) I'OCT;

4) 00BEKT J1eIONPOU3BO/ICTBA.

3. Urto Henb3st OTHECTH K chepe AeTonponu3BoACTBa?

1) obopmiieHne cekpeTapéM mpuKasza o mpuémMe Ha paboTy COTPYIHHUKA;

2) ohopmiieHne cekpeTapéM 1o NpockOe HavyalbHUKA MO3/IPaBUTEIbHOM TenerpaMmbl 171
€ro MaTepu;

3) obopmiieHHe cekpeTapéM o MPOCch0e HaYaIbHUKA CITY>KEOHOU 3aMUCKH B BBIIIECTOSITY IO
MHCTaHIINIO;

4) opopmieHue cekperapéM MPOTOKOJIA COBEIIAHUS PYKOBOAUTEINIEH OT/AEIIOB.

4. I'ne Ha JOKyMEHTE clie/lyeT pacnojaraTh rocynapctBeHHbli repd Poccuiickoit deneparyn?
1) B BepxHeM noIe;

2) 1O TEHTPY JIHUCTA;

3) B IpaBOM BEpXHEM YTIIIY;

4) B JIEBOM BEpXHEM YTIy.

5. B xakoM CJIydac Ha JOKYMCHTC HC BOCIIPOU3BOAUTCH sMOIeMa OpFaHI/I3aI_II/II/I?
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1) ecu Ha mOKyMeHTe yke moMemén repo Poccutickoii denepanmm;

2) ecyu Ha JIOKYMEHTE yKe momeInéH repd cyorekra Poccuiickoit deneparuy;
3) ecnu opraHu3alys He CYUTAET HYKHBIM [TIOMENIaTh SMOJIEMYy Ha JIOKYMEHTE.
5. I'ep6 cybwekTa Poccuiickoit denepanuu nmomMeniaeTcs Ha O6J1aHKax:

1) B BepxHeM 1oJIe;

2) 10 UEHTPY JOKYMEHTAa;

3) B IpaBOM BEpXHEM YIIIY;

4) B COOTBETCTBHH C IMPABOBBIMU akTaMH cyObekToB Poccuiickoit deneparumu.

IIkama OLICHUBaHUA TECCTOBOI'O 3aJlaHUA

% BepHBIX pelieHuil (0TBETOB) IIIxana oneHUBaHUA
85-100% COMAUYHON
70-84% «xXOpouLoy
51-69% «VO08IeMBOPUMETbHO Y
8% p
50% u meHee «HE YIOBIIETBOPUTEILHOY
y p

INNPUMEPHASA TEMATUKA KOHTPOJIBHBIX PABOT 11O JIUCHUIIJIMHE

1. Conep:kanue 1 Ha3HAYEHUE JCIIOMPOU3BOICTRA.

2. Opranu3annoHHbIe (HOPMBI AETOMPOU3BOICTBA.

3. Ciiyx0a 1enonpou3BOJCTBa, LEU U 33]1a4, (yHKIHOHAIBHOE COJIepyKaHUEe AEATEIbHOCTH.
4. 3akononatenscTBO Poccuiickoit deneparuu B chepe MHGOpMAILIUN U JOKYMEHTAIHH.

5. 3aKOHO/IATENHCTBO 00 PIEKTPOHHOM MOITUCH.

6. Bupl 31eKTpOHHON MOJMUCH U TTOPSIIOK UX TPUMEHEHHUS.

7. HopmaTuBHsIii nokymeHT «IIpaBuia nenonpou3BojcTBa B perepalbHbIX OpraHax
WCIIOJIHUTEJIBHON BIIACTU», €T0 HA3HAYEHUE.

8. HanroHanbHbIe CTAaHAPTHI 110 YIIPABICHUIO IOKYMEHTAMHU.

9. HopmaTuBHBIE ITpaBOBBIE aKThl OpraHa BJIACTH, PEriIaMEHTHPYIOLINE OpraHUu3alnio paboThl €
JIOKYMEHTaMH.

10. UHCTpYyKIMS 1O JeIONPOU3BOICTBY, HOPMaTUBHAS M METOMYecKas 06aza pa3paboTKu
MHCTPYKLHUU IO JEJIOIPOU3BOCTBY.

11. bnank nokymeHTa, BUJbl OJIaHKOB COCTaB PEKBU3UTOB OJIaHKa.

12. CocTaB peKBU3UTOB yIOCTOBEPEHHs, MOPSAAOK UX OPOPMIICHHUS.

13. Cny>xeOHble OTMETKHM Ha JOKYMEHTE, MTOPAJOK UX OPOPMIICHHS.

14. Cucrema opraHrn3allMOHHO-TIPABOBOM JOKYMEHTAIIMU, HA3HAYEHNE U BUJOBOM COCTaB

JIOKYMEHTOB.
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15. TloHsiTHE HOPMATUBHOTO MTPABOBOIO aKTa, BUABl HOPMATHUBHBIX MPABOBBIX aKTOB
(denepanbHBIX OPraHOB MCIIOJHUTEIHHON BIACTH.

16. lomkHOCTHAS MHCTPYKIUS, HA3HAYEHUE TOKYMEHTa, COCTaBlIeHHE U 0(hOpMIICHHE.

17. Ilponienypa corinacoBaHus JOKYMEHTOB, €€ Ha3HAaYCHHE, BHEIIHEE U BHyTPEHHEE
COTJIacOBaHUE.

18. BusupoBaHue 10KyMEHTOB, 0COOCHHOCTH BU3UPOBAHUS PACTIOPSIUTEIBHBIX IOKYMEHTOB.
19. Cucrema pacnopsiiuTeNIbHON JOKYMEHTAIUU, HA3HAYEHUE U BUJOBOM COCTaB JOKYMEHTOB.
20. CocraBnenue 1 0opMIICHHE ITPUKa3a 110 OCHOBHOM JICSITEIIBHOCTH.

21. ITopsiiok TOKYMEHTUPOBAHHUS KOJIJIETHAIBHOMN (COBEIIATEIbHOM) NeSITEIbHOCTH.

2322. IlpoToKon 3aceIanus, BUIbI TPOTOKOJIOB, COCTAaBIICHUE M O(hOpMIICHHE.

23. Cucrema uH(POPMAIIMOHHO-CITPABOYHOM TOKYMEHTAIIMHU, HA3HAYCHUE ¥ BHJIOBOW COCTAB
JIOKYMEHTOB.

24. JlenoBoe NHCbMO, Pa3HOBUIHOCTHU JICJIOBBIX TTHCEM.

25. Cocrapnenue v 0(hOpPMIICHHE JICIIOBOTO MHCHMA.

26. TekcT ynpaBieHYeCKOr0 JOKYMEHTa, 001I1e TpeOOBaHUS K COCTABIEHHIO TEKCTa
JIOKYMEHTA.

27. AKT KaK BU]l JOKYMEHTA, Pa3HOBUAHOCTH aKTOB, 0COOCHHOCTH COCTABJICHUS U OPOPMIICHUS.
28. IloHsiTHE TOKYyMEHTO000POTA, KAUECTBEHHBIE U KOJIMYECTBEHHBIE ITAPaMETPhI
JIOKYMEHTO000pOTa.

29. IIpyHIMIIBI PALMOHANBHOM OpraHnu3aluy JOKYMEHTO000poTa.

30. OcHOBHBIE ATanbl ABMKEHUS TOCTYNAIOUINX JOKYMEHTOB.

31. OcHOBHBIE 3TaNbl ABUKEHUS OTHPABIISEMBIX JOKYMEHTOB.

32. ®opMbI U METO/IbI COBEPILIEHCTBOBAHUS IOKYMEHTOO00POTA.

33. Ha3znaueHue U 1eNIM perucTpalui JOKYMEHTOB, IPUHLIUIBI PETUCTPALUU.

34. CtpyKTypa perucTpalliOHHOr0 HOMEpa MOCTYMAOUINX, OTIPABISAEMbIX U BHYTPEHHUX
JIOKYMEHTOB.

35. OcHOBHBIE PEKBU3UTHI PETUCTPALIMOHHBIX (POPM.

36. OcOOEHHOCTH pPEerucTpalru OTACIbHBIX BUOB JOKYMEHTOB (IIPUKa3, AEJI0BOE MMHUCHMO).
37. Opranu3aiOHHbIE OCHOBBI KOHTPOJISI UCIIOJHEHMSI IOKYMEHTOB (TIOPYUYEHMI).

38. TexHONOTUS KOHTPOJISE UCIIOTHEHUS TOKYMEHTOB (TIOpYUYEHUI).

39. Cpoku UCIIOJTHEHUS IOKYMEHTOB, BUJIbI CPOKOB, TIOPSAOK UCUUCIICHUS CPOKOB UCIIOJTHEHUS
JIOKYMEHTOB, MOPSI0K NIEPEHOCA CPOKa MCIIOIHEHUSI JOKYMEHTA.

40. OcHOBHBIE 3TaNbl KOHTPOJISI HCIIOTHEHUS IOKYMEHTOB (TIOpY4EHUH ).

41. Opranuzanusi paboThl UCTIOJTHUTEIS C JOKyMEHTaMHU.
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42. HopMaTHBHBIE OCHOBBI U OOIIME MPUHIMIIBI OPTaHU3aLUU pabOThl C OOPALIEHUAMU TPAKAAH
43. Buapl obpatieHuii rpaxiad, 0coOOEHHOCTH pacCCMOTPEHHsI 0OpaIleHH rpaxIaH
Poccuiickoit @enepanuu.

44. TlonsiTHE UEHHOCTU JOKYMEHTA, KPUTEPUH LIEHHOCTH JIOKYMEHTOB, CPOKH XPaHEHMS
JIOKYMEHTOB.

45. Opranu3zanus 1 NOpsA0K IPOBEIECHUS IKCIEPTU3bI LIEHHOCTH IOKYMEHTOB OpIraHa BIIACTH.
46. Cpoku XpaHEHUsI JOKYMEHTOB, KATETOPUU JOKYMEHTOB, BBIIEIEMBIX 10 CPOKaM XPAaHEHHUS,
CPOKH XPaHEHUS JIEKTPOHHBIX JIEI.

47. IlepeuHu TOKYMEHTOB CO CPOKaMH XpaHEHMs], UX IPUMEHEHUE B JI€IIOIPOU3BOJICTBE.

48. HomenkuaTypa Jies oprata BIacTH, (yHKIIMA HOMEHKJIATYPBI A€, IPHHLIUIIBI €¢
MOCTPOEHUS.

49. dopma HOMEHKJIATYPBI /1€, OCHOBHBIE 3Talbl €€ pa3pabOTKU HOMEHKIJIATYPBI €.

50. IIpaBuna cocTraBieHUs 3ar0JIOBKOB J1€]1 HOMEHKJIATypbI JIElI.

51. CornacoBanue 1 yTBEpKJICHIUE HOMEHKIIATYPbI €], CPOK JIEUCTBUS HOMEHKIATYPHI JIET], €€
BEJICHUE U KOPPEKTUPOBKA.

52. ®opmupoBaHue JieN B AEIONPOU3BOICTBE, OCOOCHHOCTU (POPMHUPOBAHUS B JIe/1a OTJEIBHBIX
KaTeropui JOKyMEHTOB.

53. Bunbl onuceii 1€, OCHOBHBIE MPUHIIMITBI U TIOPSJIOK COCTABICHUS OTUCEH JIeTI.

54. JInyHOE €710 rOCyAapCTBEHHOIO IPaXAaHCKOIO CITyXalllero, COCTaB JOKYMEHTOB Jiefa,
0Cc00EHHOCTH €ro (POPMUPOBAHHUS.

55. Opranusanus paboThl 0 YHUYTOXKEHUIO JOKYMEHTOB C MCTEKIIMMH CPOKAMH XPaHEHHMSL.
56. OdopmiieHune e Npy ux rnepeaaye Ha apXMBHOE XpaHEHHUE.

57. lonsitue «MHGOPMAIIMOHHAS CUCTEMA YJIEKTPOHHOTO TOKyMeHToobopoTay (CI/10),
bynakun CO/10.

58. HopmartuHbIe TpeOOBaHUS K HH()OPMAITMOHHBIM CHCTEMaM JIEKTPOHHOTO
JIOKYMEHTO000pOTA.

59. TloHsTHE «3NEKTPOHHBIN JOKYMEHT», OCHOBHBIE IPUHIIUIIBI OPraHU3alluy paboThl C
AJIEKTPOHHBIMU JTOKYMEHTAMH B JIEIONIPOU3BOJICTBE.

60. HaznaueHue cucTeMbl MEXBEIOMCTBEHHOTO AJIEKTPOHHOT0 JI0KyMeHToobopoTa (MD/10),

crpykrypa MOJ10.

IIpumepHBbIe NIPaKTHYECKHUE 3aIaHNUS:

Hpakmuttecxoe 3a0anue.; cocmasums npukas
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Hupektop OOO «CeBepHblii TpaH3uT» BenumamuHoB Erop ['eHHambeBUY mNOpydmII
COCTaBUThH IpPHUKA3 MO cleayromiemMy Bompocy. B mpukaze tpebyercss mopyuuth Brnaaumupy
AnekceeBuuy Jluanory, Hukomnato Autonosuuy CaBupckomy u Anjpeto [lerpouuy Kynemoy

COCTaBUTh MPOEKT (PMHAHCOBOIO OTYETa Ui Kopropauu «YpaiaHedreraz». Homep qokymenTa

1-342 or 12 mas 2014 rona.

IIpaxmuueckoe 3a0anue: cocmagums NPUKA3

Bei — HavanmpHuk otaena genonpousBojactBa OO0 «Paccet». PykoBoautenb
opranuzanuu: resepaibublii qupekTop C.f. Kopanés. CeromHsi COCTOSJICS COBET JUPEKTOPOB
opstackoro OO0 «PaccBer», 06cyxaanock mpeoOpa3oBaHue CTpyKTypsl o0miecTBa. Pemieno, uyto
(GuHAHCOBBIH OTAEN W Oyxrajurepuss OOBEAMHSIOTCS B OJHO CTPYKTYPHOE TIOJpa3iciicHUE
(¢punancoBoe ympaBlieHHE), PYKOBOACTBO KOTOPBIM IOpydYaeTcs TiaBHOMY Oyxrantepy A.B.
JloBakuny. CekpeTrapckue AOKHOCTH pykoBoacTBa (OIiecTBa BBIBOISATCS W3 TMOAYUHEHUS
CITyOBI JICIIONIPOU3BOICTBA U OOBEIUHSIIOTCS B CAMOCTOSTEIILHOE CTPYKTYPHOE TOIpa3/IeiieHre
(cexperapuar). PykoBOJCTBO CEKpeTapraToM MOPYUYAETCsl MOMOIIHUKY T€HEPAIbHOTO AUPEKTOPa

H.}O. Manununy. KontponupoBath ucrionHeHue nprkasa Oyaere Bbl.

IIpakmuueckoe 3a0anue: opopmums 06viachumenvuytro sanucky. Cocmagums pe3onoyuro.

B 3A0 «Bpemena roma» Oblla TIpOBEIEHA pEBU3MUsSA, B PE3yjibTaTe KOTOPOM ObLIH
BBISIBJIEHBI HEOOOCHOBAHHBIE 3aTpaThl HA OPraHU3ALMIO JIETOBBIX MEPONPHUATUNA. B cBs3M ¢ 3TUM
mupektop 3A0 «Bpemena ronay, 3apeructpupoBanHoro B I. bpsucke, H.I1. Copoxun 3aTpe6oBan
O0O0BSCHUTENBHYIO 3alIUCKy OT riaBHoro Oyxrantepa A.E. ManunoBoii. Panee nupextopoM ObLa
W3/1aH IIPUKa3, B KOTOPOM PYKOBOJIUTEIN CTPYKTYPHBIX IOAPA3IACICHUN IPU OpraHU3alun
JIETTOBBIX MEPONPUATHI 00s3bIBATUCH MIPEACTABIATH B Oyxrantepuio 3A0O 10KIaJHbIE 3aIHCKH C
YKa3aHHEM CMETHI pacxoloB He no3aHee 10 nqHel 10 Havajma COOTBETCTBYIOIIETO MEPOIPHSITHSL.
Jupexktop nopy4us1 OyXrairepuud HpPOBOJAWUTH (UHAHCHUPOBAHUE JIEIOBBIX MEPOIPHUATHI Ha
OCHOBaHUU ero pe3ontonuu. OIHAKO IiIaBHBIA Oyxraiarep NpoduHAHCHUpPOBala KOMaHAUPOBKY
HavanbHuKa othena cOeita E.C. TuxoHoBa 6e3 pesomronmu aupektopa. OT JHIa IJIaBHOTO
oyxranrepa A.E. MaHunoBoil cocTaBbTe OOBSICHUTENbHYIO 3aITUCKY, T/l€ YKaKUTE, YTO OIljiara
OCyIIecTBIIeHa B CBsI3U ¢ 10-1HEBHOM 3apyOeKHONW KOMaHIUPOBKOW JUPEKTOPA.

Pe3omronms cocraBisgeTcs IMPOMU3BOJIBHO.

IIpakmuyeckoe 3adanue: cocmasbme u 0gpopmume 00bACHUMENLHYIO 3ANUCKY
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HNucnekrop kanuensapun 3A0 «Cupuyc» M.M. PycakoBa B COOTBETCTBHHM C IPUKA30M
rerepanbHoro aupexropa ot 12.03.2005 Ne 45 nomxkna 6bu1a k 12.04.2005 mpoBecTH SKCHIEPTHIY
[IEHHOCTH JOKYMEHTOB, XPAHSIIUXCS B KaHIEISIPUUA. B CBSI3U C JAIUTEIBHOW OO0JIC3HBIO
3aBeayromien kanuensapueid .M. PycakoBa ucnonssia ee 0013aHHOCTH U HE CMOTJIA BBIMIOJHUTD
nopyudenue B cpok. [locne Brixoga Ha paboTy 3aBeAyrolas KaHuensapueil norpedosana ot M.U.

PycakoBoif 00BSICHUTEIBHYIO 3aIHCKY.

IIpaxmuueckoe 3a0anue: cocmagums 0e1080€ NUCbMO

Bbl — HauanbHUK OTHAENa AETONpPOU3BOACTBA 00MaAMUHKUCTpalui. Buepa mposeneH 9 B
rofxy npe3uanyM kosuteruu npu ['ydepHatope bpsiackoit obnactu A.B. Tumodeese. Hauanpamk
ropuanueckoro oraena E.P. CunuH BHec IpejioKeHHE 0 peopraHu3allud aIMUHUCTPALUU
bpsinckoit obnactu B [IpaButensctBo bpsHckoit obmnactu. ['yGepnarop bpsiHckoit obnactu A.B.
Tumodee cipocun AoKJIaquUKa O KOJMYecTBe 3amectutenei ['yoepHaropa B HOBOIl CTPYKTYype,
NPEUIOKIII COKPATUTh MX Ha 2 enuHHNbl. [lopydeHo ympaBieHUI0 1O KagpoBod padore K I
kBaptainy 2017 rosa moAroToBUTH NPOEKT peoprannzauuu. HauanbHuky genapramenTa pUHaHCOB
I1.E. BnacoBy npocuutath pacxojsl no peopranuzauuu ko II kBapramny 2017 roga.

Bam HeoOxoaumo Hamucats nucbMo Ha ums [Ipeacenatens bpsHckoit obnactaoi Jymbl
A.E. Enuceesa 3a moAnuchIo Ballero pykoBoauTes —3amecturens ['yoepuaropa A.A.Ilono3oga.
B muceme, cornacuo 3ampocy u3 Jymsl (Ne 1-342 ot ceroHsIHero yucia) —pouH(popMupoBaTh

Enmceesa o TOM, 4YTO IMPONU3O0LIJIO Ha IMPE3NTAUYMC.

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

B 3A0O «/Ipurarenb» cocrosiioch 3acepanue TexHuuyeckoro Coera mnpu [ 'eHepaibHOM
nupekrope T.J1. ['maronese nox ero npenceaaTeabCTBOM, B IPUCYTCTBUY Beex wieHoB Cosera (16
yenoBek) U cekperaps Coera. CoBeT o0cyxgal BOIpPOCHl O cocTossHMM paboTsl 3A0 3a
OpoUIeINil ToA W THepcrnekTuBbl pa3BuTHs OOmiecTBa B OyaylieM Togy, O BBITOJHEHUU
IpOrpaMMbl BBIMYCKa HPOAYKIMHM W ee peanu3auuu. [lo mepBoMy Bompocy JOKJIaj aenai
3amectutenb ['eHepanpHoro aumpekropa K.A. PycnaHoB, KOTOpelli Jan pa3BEpHYTYIO
XapaKTepuCTUKy aearenbHocTH OOmiecTBa, OTMETHIJI PACHIMPEHHE COTPYIHUYECTBA» C
naptHepamu B Jpyrux peruonax. K. A. PycnaHoB A070Xuin 0 MOANMCAHUM COTJIAIIEHUS C
yHUTapHbIM npefanpustueM «TypObuna» u ero mepcnektuBax g OoOmectBa. CoBET HMPHUHSIT
pelleHre O 3aKII0UeHHM J0roBopa ¢ mnpennpustueM «TypOMHa» O BBITyCKe 3amyacTed Juis
CEJIbCKOXO35MCTBEHHOW TeXHUKH. Kommepuecknii aupexkrop AnToHOB M.K. nonoxun o

COOIOZICHUH TUTAHOB pean3alii TOTOBOM MPOIYKIIMHM, OTMETUB IIPU 3TOM TPHU Cy4yasi CpPbIBOB
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MOCTaBKU M HapyuieHuss OOIIeCTBOM CBOUX 0053aTeIbCTB M3-32 HEMPABWIBHON KOMIUIEKTALUN
3aKa3oB. IIpuumMHOM TaKOro MOJOXEHHUS SBUJIOCH OTCYTCTBUE COBPEMEHHOIO CKJaJCKOI0
o0opynoBanus. Pemenue mno BTOpoMy BoOIpocy cojepkano mnopydeHue Kommepueckomy
mupekTopy AHTOoHOBY M.K. moaroroButs 000CHOBaHHME MPOEKTa PEKOHCTPYKIMHU CKiazaa

PEIPUATHSL.

IIpakmuyeckoe 3a0anue: cocmagums O1AHK HOMEHKIAMYpbl 0ell U PEeKGUIUNbL
HOMEHKJIATYPBI JIe] 10 TeKCTa.
®dupwma: Opsiuckoe OO0 «PaccBer», HOMeHknarypa nen Ha 2017 roa. dupektop OO0 —

Anrton UsBanosuy Tenerud.

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

B kaHuemsipuro KoMMmepyeckoro OaHka «ATJIAHTUYECKUMM TpaH3uT» 27 sHBaps
T.T.IIOCTYIIMJIO MHUCbMO OT rpakaanuHa isana Esrenbesuua TyxukoBa. OH IpOCUT PYKOBOZICTBO
0aHKa MpeoCTaBUTh €My OECIPOLIEHTHYIO CCyIy Ha MATh JeT («Ha MOTPEOUTENIbCKUE LIEIN»).
CocraBbTe OTBET OT JMIa AuUpeKkTopa OaHka AHupes MarBeeBuua TUTOBa, I H3BECTUTE
3asiBUTEJISL, YTO CPEIH MOTPEOUTENHCKUX KPEIUTOB OaHKa MOJOOHBIX KPEAUTHBIX TPOTYKTOB HET.

O3HaKOMUTCS C KpEIUTHBIMU TPEIIOKEHUAMH MOXHO B oduce Oanka (bpsHck,

yn.Bepuanckoro, 4, od. 3) wiu Ha caiite 6anka: www.a-tranzit32.ru

Ipakxmuueckoe 3adanue: nod2omoeumsv NyOIUYHOE BbICIMYNIEHUE NO NPeOIOHCEHHOU
cumyayuu.

IToaroroBUTh NOKJIAJ O CBOEH IPYIIIE OT UMEHHM CTAPOCTHI IPYMIBI JUIsl BBICTYIUIEHUS Ha
Bcepoccuiickom cnére crapoct. B BbICTymiieHMM 03BYyYuTbh Y4eOHYI0 M BHEYyUeOHYIO

JeSTENIbHOCTD TPYIIIbI, 0OCOOEHHOCTH ClelMaIN3aluy, Oy1ylie KapbepHbIe EPCIEKTUBBI.

Ipaxmuueckoe 3a0anue: cocmagvme u oghopmume 3das8ieHue Ha OMnycK
Bl — nHauvanpHuk opranuzanumonHoro otaena OOO «Cucrema-bpsiHck». D10 Bamn
OCHOBHOI1 OTITyCK, KOTOpbIH Bbl Oepere Ha 30 nHeli ¢ 12 aBrycra 1.r. 3aMecTUTeNb JUPEKTOpa 10

kagpam OOO — Oner UBanoBuy KopoOos.
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[Ilkana u KpUTEpUN OLIEHUBAHUS KOHTPOJIBHBIX PadOT

Illkana oueHnBaHUSs Kpurtepuu oneHuBaHus

«OMAUYHO» OOyuaromuiicst TIIyOOKO M COJIEPKATEIBHO PACKPBIBAET TEMY
KOHTPOJILHOM paboThl, HE TOMYCTHB OMNOO0K. OTBET HOCUT
Pa3BEPHYTHIM U HCUEPIBIBAIOIINN XapaKTep.

«xopoutoy OOyuaronuiics B IeJIOM PAaCKpbIBAET TeMY KOHTPOJIbHOI

pabOTHI, OTHAKO OTBET HE HOCUT PA3BEPHYTOTO U HCUEPIIBIBAIOLIECTO
Xapakrepa.

«yooenemeopumenvroy | OOydaroluiics B LIeJIOM PACKPHIBAET TEMY KOHTPOJIbHOI paboThI U
JIOIYCKAeT PsAJl HETOYHOCTEH, parMeHTapHO PACKPHIBAET
COJIepKaHNE TEOPETHUECKUX BOIPOCOB MIIM UX PACKPHIBACT
COZIEPIKaTeIbHO, HO JIONyCKasl 3HAUYUTEIbHbIC

HETOYHOCTH.

«He OO0yuaromuiics He BlIaieeT BBIOPaHHON TEMOM KOHTPOJIBHON
yoogiemeopumenvro» | paboTsl. Tema KOHTPOJIbHOH pabOThI HE PACKphITa

INPUMEPHBIE TEMbI JOKJIAJ1OB (PE®EPATOB) 10 JIUCIIUIIJIMHE
1. Pa3BuTHe 3akoHOmATENbHOW periaMeHTaluu paboThl ¢ JOKyMeHTaMu B Poccuiickoit

®enepanuu B 1990- 2013 rr.

2. AHanM3 MHCTPYKLIMUU IO JETOMPOU3BOJACTBY (HAa NpPHUMEpPE HHCTPYKIUN KOHKPETHOMN
OpraHu3aIiH)
3. AHanu3 TOMHKHOCTHBIX MHCTPYKIMMA paO0THUKOB ciTyk0b1 IOV (Ha mpuMepe WHCTPYKIUN

KOHKPETHOI'O YUPEXKICHHS).

4. AHanu3 cTpyKTypbl U (DyHKUUN CITy:KOBl J€IONPOM3BOACTBA (Ha MpUMepe KOHKPETHOM
OpraHU3alVN).

S. Opranuzanus padotsl ciryx0s1 JJOY (Ha npuMepe KOHKPETHOM OpraHu3alum).

6. Opranu3zanus J0KyMEHTO00O0poTa (Ha mpuMepe KOHKPETHON OpraHu3aliii) U OCHOBHbIE

HaIlpaBJICHHA €TI0 COBCPUICHCTBOBAHUA.

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

8. Metozapl OpraHuzalii KOHTPOJS 32 HCHOJIHEHHWEM JOKYMEHTOB HpPU TPaJUIMOHHOM
JIeJIONIPOU3BO/ICTBE.

9. Opranu3zanus paboTsl ¢ 00palleHUsIMU TPAXKIaH B TOCYAAPCTBEHHBIX YUPEKICHUSIX.

10.  Meroauka cocTaBIEHHsI HOMEHKIIATYPBI JIEJ yUpexACHUSI.

11.  IIpoOGnemsl S3KCHEPTU3bI LEHHOCTH JOKYMEHTOB B JICJIONPOU3BO/ICTBE.

12.  OmpIT opraHu3anuu padboTHI C JOKYMEHTaMH 32 pyOeKOM.
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[Ikana u KpuTepun OLEHUBAHUS JOKIa10B (pedeparon)

MIxaja oneHUBAHUA Kpurepun oueHuBanust

«OMAUHHOY» OO0yuatomuiics riry00KO M COIEPIKATENBHO PACKPBIBACT TEMY
nokiazna (pedepara), He TOMYCTHB OMUOOK. OTBET HOCUT
Pa3BEPHYTHIM M MCUEPIBIBAIOLIUN XapaKTED

«xopoutoy OOyJaromuiics B 1IeJIOM pacKpbIBaeT TeMy JlokiIana (pedepara),
OJIHAKO OTBET XOTsI OBl HA OJIMH M3 HUX HE HOCUT Pa3BEPHYTOTO U
MCUEPIIBIBAIOIIETO XapaKTepa.

«yoosremsopumenvioy | OOy4arOUIMIACS B LEJIOM PAaCKphIBaeT TeMy Jlokiaaa (pedepara) u
JIOIYCKAeT PsAJl HETOYHOCTEH, parMeHTapHO PACKPHIBAET
COJIepKAHNE TEOPETUUECKUX BOIPOCOB MIIM X PACKPHIBACT
COZIEPIKaTEIbHO, HO JIONYCKAasl 3HAUYUTEIbHbIE HETOYHOCTH

2.2 IIpoMe:kyTOUHASI aTTeCTAIUS

INEPEYEHbB BOITPOCOB JIsA IOATI'OTOBKHU K 3AYETY

1. CBs3b nuHpopManmy U ToKyMeHTa. Pois nH(OpMaIiy B CONMAIBHBIX H SKOHOMHYECKUX
mporeccax.

2. JIOKYMEHT M €r0 MECTO B CUCTEME YIIPABIICHUS.

3. JIOKyMEeHTOBEIeHUE KaK Hay4Has AUCLMILIMHA U €€ CBA3b C APYTHMHU HAayYHBIMH
JUCLHUIIIIMHAMU.

4. OnpeseneHne TOKyMEHTa B HOPMaTUBHBIX aKTaX.

5. 3akoHOAATeNbHAs U HOPMaTUBHAs PErIaMEeHTalus JOKYMEHTUPOBAHUS B JOPEBOJIIOLUMOHHON
Poccun.

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

7. IlonsiTue knaccupukanuu 10KyMeHToB. Bunpl kiaccupukanuu. Pa3zsurrue J0KyMeHTHOM
kinaccudukanuu B Poccun.

8. O0mue 1 yacTHble GYHKINU JOKYMEHTA. 3aBUCUMOCTh MOHATHS «IOKYMEHT» OT €ro
¢yHkuuu. Biusaue QyHKIMA JOKyMEHTa Ha €ro CTPYKTYpYy.

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

10. PazBuTHe NOHATUS «TOKYMEHT.

11. [lonaTue «uHpOpMaLIU» U €r0 pa3BUTHE MIPUMEHUTEIHHO K JOKYMEHTOBEICHHUIO.

12. ABTOp TOKyMEHTa, OPsI0K 0003HAYEHUS OPraHU3alMN-aBTOPA IOKYMEHTA.

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

14. JlatupoBka nokymeHTa. J[ata kak cocTaBHasi 4aCTh psJa peKBU3UTOB. TpeOoBaHUs

K 0(pOPMIICHHIO JaThI.

15. [ApeBHeiimue Matepuainsl 1y nucbma. M3o0pereHre Oymaru u COBEpIICHCTBOBAHUE €€
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IPOM3BOJICTBA.

16. Vicropusi BOSHUKHOBEHHUS U PA3BUTHS OTAEIBbHBIX BUIOB JOKYMEHTOB.

17. Uctopust pa3BUTHSI OTIEIBHBIX 3JIEMEHTOB (hopMyIisipa JOKyMEHTa.

18. KunogoxymentupoBanue. [lossnenue, pazsutue. Buneoszanuce. Kpurepuu nennoctu
KHHOJIOKYMEHTOB.

19. Konuu 1OKyMEHTOB, UX HCTOPHYECKOE Pa3BUTHE U BU/BL. JlyOauKaT JOKyMeHTa.

20. MarepuaiibHasi COCTaBIISAIONIAs JOKYMEHTA U €€ pa3BUTHE.

21. OOBbeKT U npeAMET U3yUYeHHUs B JOKYMEHTOBEACHUU. MeTOo/1bl B JOKYMEHTOBETUECKUX
UCCIICI0BaHMSIX.

22. HopMaTHBHO-METOIMYECKUE aKThl, PETIAMEHTHPYIOIINE CO3JaHne U 0pOpPMIICHHE
JIOKYMEHTOB.

23. O6o3Hauyenue anpecata. [IpaBuia HanMcaHus 1 MecTo ajipecata B (hopmyiisipe
JIOKYMEHTA.

24. O6merocyaapcTBeHHast yHU(UKAIUSA TOKyMEeHTOB. DOpMbl yHU(DUKAITUH.

25. O6mue TpeboBaHMS K TEKCTY JOKyMeHTa. Jlornyeckast CTpyKTypa TEeKCTa.

26. OnepaTuBHas U UCTOpUYECKas (PeTPOCIEKTUBHAS) JOKYMEHTHass HHPOpMAIUs KaK
e/lMHasi MH(POPMAaLMOHHAs CUCTEMA.

27. OCHOBHbIE TEXHOJIOTUU KOMMMPOBAHUS U PA3MHOKEHUS JOKYMEHTOB

28. OcHOBHBIE (PAaKTOPBI, ONIPEAETSAIONINE PAIMOHATBHYIO OPTaHU3aIUIO0
UH(POPMALIMOHHO-TOKYMEHTALMOHHOTO 00CITY>KMBaHUS YIIPABIEHUECKON e TeIbHOCTH.
29. Oco0eHHOCTH JOKYMEHTHPOBAHUS JIeATEIbHOCTH KOJUIETHalbHbIX OPTaHOB.

30. Ocobennoctu hopmysiapa JOKYMEHTOB, MOTYUYEHHBIX PA3IMYHBIMHU CIIOCOOaMHU
JIOKYMEHTHUPOBAHHUS (TEKCTOBBIMHU, MAIIMHHBIMU, KUHO-, (POTO-, POHO-, TEXHUUECKUMHU ).
31. OrmeTku Ha fOoKyMeHTax. X poib B IPOXO0XKIEHNUN U UCIIOJIHEHUN JOKYMEHTA,
MecTO B (popMyIisipe JOKYMEHTA.

32. OTTHCK NeyaTH KaK peKBU3UT JoKyMeHTa. Ciydyan 00s3aTeIbHOTO MPOCTaBICHUS
repOOBOM NeYaTH Ha TIOKyMEHTAX.

33. IlogyinHHMKK 1 Konuu. Bunbl konmid. [Topsnok yaocToBepeHni KOMUIA.

34. IlonMHHBIE U TOAJIOKHBIE TOKYMEHTHI. BUJibI (hanbcupukanuy JOKyMEHTOB.

35. Iloanuch Kak cocTaBHAas 4YacTh PEKBU3UTOB (TIEPEUUCITUTH BCE PEKBU3UTHI).

36. IlonsaTne «pekBU3HUT JOKyMeHTa». [[0CTOSTHHBIE U IEpEMEHHBIE PEKBU3UTHI.

37. IlonaTue «cUCTEMBI JOKYMEHTAIIUI», pa3BUTHE CUCTEM. Y HU(DUIIUPOBAHHBIE
CUCTEMBI JOKYMEHTALIUH.

38. IlonsiTHE «3NEKTPOHHBIN JOKyMeHT». Knaccudukaius u XxapakTepucTUKa COBPEMEHHBIX
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HOCHUTENICH HHPOPMAITHH

39. lonsaTue «O6MaHK» MPU CO3IaHUH JOKYMEHTA. biiaHKu npeAnpusTii pa3IuaHbIX
(dhopM COOCTBEHHOCTH.

40. ITonsiTHE KOMIIEKCOB JOKYMEHTOB. [IpOCThle KOMITJIEKCHI TEKCTOBBIX JOKYMEHTOB.
41. IlonsiTve ¥ MPU3HAKK OpUTHHAJA TOKYMEHTA.

42. IToHATHS «IEHHOCTh JOKYMEHTAa», «3KCIEepTH3a LIeHHOCTH». [Topsok oneHuBanus
JIOKYMEHTOB.

43. ITopsinok nognucanust JOKyMeHTOB. DopMbl oanMcanust JOKyMeHToB. [loanucu
KaK COCTaBHasi 4yacTb psiia PEKBU3HUTOB.

44. TTopsanok coriacoBanust JOKyMeHTOB. OopmiieHrne BHYTPEHHETO U BHEIITHETO
COIJIACOBaHUS.

45. TTops ok U cnocoObl YTBEP)KICHUS JOKYMEHTOB.

46. IIpaBoBOE peryiupoBaHUe MIPOLECCOB IEKTPOHHOTO JOKYMEHTHUPOBAHUS. DJIEKTPOHHAS
nrdpoBas MomuCh.

47. PazBuTHe yHU(PHUKALIMU U CTaHIAPTU3ALNUN JOKYMEHTOB BO BTOpPOii nmonoBruHe XX B.
48. Pazsutue hopmysipa fokymenta B XVI-XX BB.

49. PexBU3UT «ajapecary, ero 3HaYeHUE U COBpEMEHHbIE TPEOOBaHUS K OPOPMIICHHIO.
50. PexBU3HTHI, TPUIAIONINE JOKYMEHTY IOPUIHYECKYIO CHITY.

51. Ponb 3akoHonaTenbHbIX akToB X VIII B. B yHu(UKaMu Tekcta oTAeNbHBIX BUJIOB
JIOKYMEHTOB.

52. CnoxHble KOMIUIEKCHI IOKYMEHTOB.

53. CocraB OpraHM3alMOHHBIX JJOKYMEHTOB, UX XapaKTepUCTHKA.

54. CocraB ynoctoBepeHus 1okyMeHTOB. [IpaBuiia opopmiieHns: peKBU3UTOB, YIOCTOBEPSIOIINX
JIOKYMEHT.

55. Crioco6bl npecTaBieHus] YHU(PHUIMPOBAHHBIX TEKCTOB (aHKEThI, TAOIHIIbI, TpadapeTHble
TEKCTBI).

56. CteHorpadusi, TMKTOrpaMMbl U JIOTOIPaMMBI; UX COBPEMEHHOE TPUMEHEHHE.

57. CylmHOCTb MOHATHSI «AOKYMEHT» U €r0 Pa3BUTHE.

58. TekcToBOE JOKYMEHTHPOBAHUE U ATAIIBI €TO PA3BUTHU.

59. TexHnuueckoe TOKyMEHTHPOBaHUE U 00JaCTH ero MpuMeHeHHs. OCHOBHBIE TPYIIITbI
TEXHUYECKOH JTOKYMEHTAIIUH U BUbl TEXHUYECKUX JOKYMEHTOB. [loHsATHE OpUTrHHaia B
TEXHUUYECKOHN TOKYMEHTALINH.

60. TpeboBaHUs K KOHCTPYMPOBaHUIO OJ1aHKOB. Bupl O1ankoB. bianku opranu3zanmii u

NPENNPUATHI pa3IuuHbIX (OpM COOCTBEHHOCTH.
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61. TpeGoBaHus K COCTABICHUIO M O(POPMIICHHUIO aKTa.

62. TpeboBaHUs K COCTABICHUIO U 0(hOPMIICHNIO HHPOPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB.
63. TpeboBaHUs K COCTaBICHUIO U O(POPMIICHUIO TPOTOKOJIA.

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

65. TpeboBaHUs K COCTAaBICHUIO U O()OPMIICHHUIO CITyK€OHOr0 nuchbMa. PazHOBUIHOCTH
IIUCEM.

66. YHUpHUKAIMA TEKCTa JOKYMEHTa KaK OJJHO U3 HAIPaBJICHUH €ro COBEPIICHCTBOBAHMUS.
YHUpUUIPOBaHHBIE TEKCThI, METOIMKA UX PA3PA0OTKU U CLIOCOOBI IPEICTABICHHUS.

67. YHUpUUMpOBaHHAs CUCTEMAa OPraHU3aLIOHHO-PACHIOPSAUTEIbHON JOKYMEHTAIUH.

68. Danpcudukanuu J0KyMeHTOB. CIIOCOOBI MOIENIKH TOKYMEHTOB

69. ®ononokymentuposanue. llosBienue, pazpurue, npuMeHenue. Kpurepuu neHHoctu
(OHOIOKYMEHTOB.

70. ®opmanu3zanys TeKCTa JOKyMEeHTa. Y HU(UKaIus TeKcTa J0KyMeHTa. MeToibl yHU(pUKaLuu.
71. ®opMyIsip TOKyMEHTa U €r0 COCTaBHbIC YacTH. IHAMBH Ty aIbHBIN U THIIOBOW (HOPMYJISIp
72. ®oronokymeHnTupoBanue. [losiBienue, pa3surue, npuMenenue. Kpurepun neHHOCTH
($OTOI0KYMEHTOB.

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

74. DeMeHThI TeKCTa: 3arojI0OBOK, IPUIIOKEHUSI, TPEOOBaHUS K X O(POPMIICHHUIO.

75. JIluHrBUCTUYECKHE OCOOEHHOCTH TEKCTOB CIIYKEOHBIX JOKYMEHTOB.

xana u KpUTCpHUH OLICHUBAHUS 3a49CTa

Ixana Kpurepun ouennBanus
OLICHUBAHHSHA
«3aumeHo» OneHka «3a4TeH0» BBICTABISAETCS CTYACHTY, KOTOPBIN

- IPOYHO YCBOWJI MPEAYCMOTPEHHBIN MPOrpaMMHBI MaTepHUa;

- IPaBUWIBLHO, apI'yMEHTHPOBAHO OTBETHUII HA BCE BOIIPOCHI, C
MIPUBEJICHUEM [TPUMEPOB;
- MOKa3aJl TITyOOKHe CUCTEMaTU3UPOBAHHBIE 3HAHUS, BIIAJICET
MIpUEMaMHU PACCy’KJEHUS U CONOCTABIISIET MaTepUall U3 Pa3HbIX
NCTOYHUKOB: TCOpI/IIO CBA3BIBACT C HpaKTHKOﬁ, I[p}IFI/IMI/I TEMaMHU
JAHHOTO Kypca, IPYyTruX U3y4aeMbIX IPEeIMETOB

- 0€3 OomMOOK BBITIOJHUJ MPAKTHIECKOE 3aJaHuE.

«He 3a4meHo» OI_[CHKa «HE 3a4YTCHO» BBICTABJIACTCA o6yqa10LueMyc;1, €CJIN: OH HEC
3HA€T OCHOBHBIX onpeneneHHﬁ, HEIOCJIICA0BATCIICH U cOMBYUB B
H3JI0KCHUU MaTCpuajia, HE O6J13.,Z[aeT OHpeHCHCHHOﬁ CHCTEMOM
3HAHWH I10 JUCHUIIIIMHE, HC B MOJTHOM MEpPE BJIAZICECT HGO6XO)II/IMBIMI/I
YMCHUSIMU U HABBIKAMU ITPU BBITOJHCHUU MMPAKTHYCCKUX 3aJIaHUI.
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3. Iloka3aTeiu OLlECHMBAHUA KOMIIETEeHUMH HA 3Tanax ux popMupoBaHUs

Jran

(ypoBeHn
b)

Kpurtepuu oneHnBanus

Hey/10BJIETBOPUTEJIb
HO

YI0BJIETBOPHUTEJI
bHO

X0pOoI1I0

OTJIMYHO

OIIK-4 CniocobeH pa3pabaTbIiBaTh MPOCKTHI HOPMATUBHBIX IMPABOBBIX aKTOB BCcdepe
po(hecCHOHATLHOM e TEIbHOCTH, OCYIIECTBISTh HXIPABOBYIO M AHTUKOPPYIITUOHHYIO

9KCIIEPTHU3Y, OLICHKY PeryJiu

PYIOIICTO BOSI[CIZCTBHH n HOCJ'IC,Z[CTBI/Iﬁ X IPUMEHCHU A

3HATb

OO6yuarommiics
JEMOHCTPHUPYET
MOJTHOE OTCYTCTBHUE
WM HEJOCTaTOYHOE
COOTBETCTBHUE

[ (S13% 0111704
3HAHUI: OCHOBHBIE
3aKOHOJATEIbHbIC U
HOPMAaTUBHO-
METOIUYECKUE
JIOKYMCHTHI B
obnactu
JIOKYMEHTAIIMOHHOTO
obecrieueHus
YIpPaBICHUS U HX
OCHOBHBIE
TpebOBaHUS; —
TEPMHUHOJIOTHIO B
obnactu
JIOKYMEHTaIlMOHHOTO
obecrieueHus
yOpaBIeHUs; —
TpeOOBaHUS K
OJlaHKaM U COCTaBy
PEKBHU3UTOB JICIIOBBIX
JIOKYMEHTOB;
COBPEMECHHEIC
MPOIIECCHI B 001acTH
TrOCYIapCTBEHHOTO
JIEIIONPOU3BOJICTBA —
OCHOBHBIC BH/IBI
OpTraHU3aIMOHHO-
pacTopsIUTEIBLHBIX
JIOKYMEHTOB, HX
KJ1accuukanmio,
METOJIUKY UX
COCTaBJICHUS H
oopmieHus;
OCHOBBI
AIIEKTPOHHOTO
JIOKYMEHTO0000pOTa,
HA3BaHMSI OCHOBHBIX

OO0yuarormmiics
JIEMOHCTPHUPYET
HETIOJIHOE
COOTBETCTBHUE
CJIC Ty FOIIIHX
3HAHWI:
OCHOBHEBIE
3aKOHOJATEIbHEIE
¥ HOPMATHUBHO-
METOIUYECKUE
JIOKYMECHTHI B
obnactu
JIOKYMEHTAIMOHH
oro obecrieueHus
YIpPaBICHUS U HX
OCHOBHEIE
TpeOOBaHUS; —
TEPMHUHOJIOTHIO B
obnactu
JIOKYMEHTaIlMOHH
oro odecrieueHus
yIOpaBIeHUs; —
TpeOOBaHUS K
OJaHKaM U
COCTaBy
PEKBU3HUTOB
JIETTOBBIX
JIOKYMEHTOB;
COBPEMECHHEIC
MPOIIECCHI B
obnactu
rOCyAapCTBEHHOT
0
JIEIONPOU3BOJICTB
a — OCHOBHBIE
BHIBI
OpTaHW3aIMOHHO-
pacmopsiAuTeIbH
BIX JIOKYMEHTOB,
170.9
KJIacCU(UKALHUIO,
METOJIUKY UX

OO0yuarormmiicst
JTEMOHCTPHPYET
JIOCTATOYHOE
COOTBETCTBHUE

[ (913% (0111104
3HAHH:
OCHOBHEIE
3aKOHOJATENIbHEIE
¥ HOPMATHBHO-
METOIUYECKHE
JIOKYMEHTHI B
obnactu
JOKYMEHTAI[MOHH
oro obecrieueHus
YIPaBICHUS ¥ X
OCHOBHEIE
TpeOOBaHUS; —
TEPMHUHOJIOTHIO B
obOnactu
JOKYMEHTAI[MOHH
oro obecrieueHus
yHOpaBIeHUS; —
TpeOOBaHUS K
OJaHKaM U
COCTaBy
PEKBU3UTOB
JIETTOBBIX
JTIOKYMEHTOB;
COBpEMEHHBIC
MPOIECCHI B
obOnactu
roCyAapCTBEHHOT
0
JIEIIOTIPOU3BOJICTB
a — OCHOBHBIE
BHIBI
OpTaHHU3aIOHHO-
pacnopsANTeIbH
BIX JJOKYMEHTOB,
uX
KJIacCU(UKALIUIO,
METOJIUKY UX

OOyyarormmiics
JCMOHCTPHPYET
MOJIHOE
COOTBETCTBHE
CIICTYFOTIIHUX
3HAHW:
OCHOBHEIE
3aKOHO/IaTEIbHbBIE
1 HOPMATHUBHO-
METOINYECKUE
JOKYMECHTHI B
obnactu
JOKYMEHTAITMOHH
oro odecreyeHus
YIPaBICHUS U UX
OCHOBHEIE
TpeOOBaHUs; —
TEPMHHOJIOTHIO B
o0actu
JOKYMEHTAI[MOHH
oro obecrieueHus
yOpaBlIeHUs; —
TpeOOBaHUS K
OlaHKaM U
COCTaBy
PEKBU3UTOB
JIETTOBBIX
JTOKYMEHTOB;
COBpEMEHHBIC
MPOILIECCHI B
obnacTu
rOCy/1apCTBEHHOT
0
JIeIOTIPON3BOICTB
a — OCHOBHBIE
BUJIBI
OpTraHHU3aIMOHHO-
paciopsAuTeIbH
BIX JJOKYMEHTOB,
ux
KJIacCU(PUKAIIHIO,
METOJIUKY UX
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cuctem COJ] —

COCTaBJICHHUA U

COCTAaBJICHHUA U

COCTaBJICHHUA U

0COOEHHOCTH odopmIIeHuS; odopMIIeHNS; oopMIIeHHS;
odopMIICHHS OCHOBBI OCHOBBI OCHOBBI
JIOKYMEHTOB JJIs1 AIIEKTPOHHOTO 3IEKTPOHHOTO ANEKTPOHHOTO
BHEIITHEH U JIOKYMEHTOO00pO | IOKYyMEHTOO00pO | IOKyMEHTO000pO
BHYTpEHHEH Ta, Ha3BaHUs Ta, Ha3BaHUS Ta, Ha3BaHUs
KOMMYHUKAIUU JJIsI | OCHOBHBIX CUCTEM | OCHOBHBIX CUCTEM | OCHOBHBIX CUCTEM
peuieHus 3aa4y Coll— Coll - CoJl -
MEXKIMIHOCTHOTO U | OCOOCHHOCTH O0COOCHHOCTH 0COOEHHOCTH
MEXKYJIbTYPHOTO odopmiIeHUS odopmieHus odopmiieHus
B3aUMOJICUCTBUS JIOKYMEHTOB ISl | TOKYMEHTOB JJI1 | JJOKYMEHTOB JIJIs
BHEIIHEN U BHEIIIHEH U BHEIIHEH U
BHYTPEHHEHN BHYTpEHHEN BHYTpPEHHEHU
KOMMYHHKAIIH KOMMYHHUKAIUH KOMMYHHKAIIUU
JUTSL peIeHUs JUTSL peleHust JUTSL PEIIICHUS
3a1au 3a1a4y 3aja4
MEXJIMYHOCTHOTO | MEXJIMYHOCTHOTO | MEXIMYHOCTHOTO
u u "
MEXKYJIBTYPHOTO | MEXKYJIBTYPHOTO | MEXKYJIbTYPHOTO
B3aMMOJICUCTBUS | B3aUMOJECHUCTBUSL | B3aMMOJICHCTBHS
yMerb | OOyyarouuiics He OOyuarommiics OO6yuarommiics OOyyvarommiics
yMEeT UJU B JEMOHCTPHUPYET JEMOHCTPHUPYET J€MOHCTPUPYET
HEJI0OCTATOYHOMN HETOJIHOE JI0OCTaTOYHOE MIOJIHOE
CTETICHH YMEET COOTBETCTBHUE COOTBETCTBUE COOTBETCTBHUE
0hopMIIATH CJICTYIOIINX CJIETYIOIINX CJIEYIOIINX
PEKBU3UTHI ICTIOBBIX | YMEHHI: YMEHHIA: YMEHHUI:
JIOKYMEHTOB; — 0hopMIIATH opopMIIATH oopmIATh
MIPaBUIIBHO PEKBU3HUTHI PEKBU3HUTHI PEKBU3UTHI
COCTaBJISITh U JIETIOBBIX JIETIOBBIX JIEIOBBIX
oGopMIISITh Haubomnee | JOKYMEHTOB; — JIOKYMEHTOB; — JIOKYMEHTOB; —
BaXHBIC JJOKYMEHTBI | TTPABWIIBHO MPaBUILHO MPaBUIBLHO
CHUCTEMBI COCTaBIISITh U COCTaBIISITh U COCTaBJIATH U
OpraHU3alMOHHO- 0pOpMIISITH oQopMIIITH oopmIIATh
pacropsANTEeNbHON U | Hanbomee Hauboee HauboJee
uH(GOPMAaIIMOHHO- Ba)KHBIC Ba)KHBIC Ba)KHBIC
CIIPaBOYHOMU JIOKYMEHTBI JIOKYMEHTBI JTOKYMEHTBI
JIOKYMEHTAIUH B CUCTEMBI CUCTEMBI CHUCTEMBI
COOTBETCTBUU C OpraHW3aIlMOHHO- | OPTraHU3AIMOHHO- | OPraHU3alMOHHO-
HOpMaMu 1 pacToOpSAUTENHHO | PACHIOPSAUTENHHO | PACHOPSIUTENEHO
MpaBWIAMU; — 17871 nu nu
aHATU3UPOBATH nH(OPMALIMOHHO- | HH(OPMAIIMOHHO- | HH(POPMAIIHOHHO-
JTIOKYMEHTOOOOPOT U | CIIPAaBOYHOM CIIPaBOYHOM CIIPAaBOYHOU
PEKOMEHI0BATh JOKYMEHTAIlMU B | IOKyMEHTAllUd B | JIOKyMEHTAIIUU B
pENIeHUs TI0 €T0 COOTBETCTBHUU C COOTBETCTBUU C COOTBETCTBHUU C
ONTUMM3AIIIH; — HOpMaMu 1 HOpMaMH U HOpMaMH U
paborath ¢ MpaBUJIaMu; — MpaBUIaMU; — MIPaBWIIAMU; —
JIOKyMEHTaMU B AHATU3UPOBATH aHAIM3UPOBATH aHAIIM3UPOBATh
KOMITHIOTEPHBIX JIOKYMEHTOO00PO | TOKYMEHTOO00PO | JOKYMEHTOO00pO
mporpammax TH TH TH
PEKOMEHIOBATh PEKOMEHI0BaTh PEKOMEHI0OBATh

pCCHUs 11O €TO

PCHICHUS 11O €TO

PEIICHUS 11O €TO
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ONTHUMM3AINH; — | ONTHMH3AINH; — | ONTHMH3AINH; —
paborath ¢ paboratb ¢ paboratb ¢
JIOKyMEHTaMU B JIOKYMEHTaMH B JOKYMEHTaMH B
KOMITBIOTEPHBIX KOMIIBIOTEPHBIX KOMITBIOTEPHBIX
porpaMmax porpaMmMax porpaMMax
Biaaaer | OOydarommuiics He OOyuarommiics OO0yuarommmcst OO6yuarommiics
b BJIQJICET WU B BJIQJICET B JIOTTYCKalOTCS cBOOOTHO
HEJ0CTAaTOYHOM HEMOJIHOM HE3HAYUTENbHbIE | IPUMEHSET
CTEIEHU BJIAJIEET o0beme u olnOKH, [10JIy4YEHHbIE
HaBbIKAMU BEJICHUS MPOSIBIISIET HETOYHOCTH, HaBBIKH, B
HE00X0IUMO HEJOCTAaTOYHOCTh | 3aTPyIHEHUS, B MIOJIHOM 00beMe
JIOKYMEHTaIUH 110 BJIQ/ICHUS JIOCTaTOYHOM BJIa/ICET
CO3aHHIO CHCTEMbI | HAaBBIKAMU CTCTICHH BIIQJICET | HABBIKAMU
obecrnieueHus BEJICHUS HaBbIKAMU BEJICHUS
KauecTBa U KOHTPOJISI | HEOOXOAUMO BEJICHUS HE0OXO0IUMOi
ee 9pPeKTUBHOCTH; — | JOKYMEHTAIUH 10 | He0OXOIUMOM JOKYMEHTAIUH 110
YBEPECHHBIM HABBIKOM | CO3aHHIO JOKYMEHTAITUH TI0 | CO3JaHHIO0
odopmiIeHUS CUCTEMBI CO3/IaHUIO CHCTEMBI
HanboJiee BayKHBIX obecrieueHus CHUCTEMBI obecrniedeHus
JIOKYMEHTOB KayecTBa U obecrnieueHus KauecTBa U
CUCTEMBI KOHTPOJIS €€ Ka4yecTBa U KOHTPOJIS €€
OpraHU3aIMOHHO- 3 (PEKTUBHOCTH; | KOHTPOJIA € 3¢ pexTUBHOCTH;
pPacCTOPSANTENLHOM U | — YBEPEHHBIM 3¢ (HEKTHBHOCTH; | — YBEPCHHBIM
UH(pOPMaILMOHHO- HABBIKOM — YBEpEHHBIM HABBIKOM
CIIPaBOYHOM odopMIICHHS HABBIKOM odopmiteHus
JIOKYMEHTAIUU B HauOosee o opMIIeHHUS HauOosee
COOTBETCTBUHU C BaKHBIX Hanboee BKHBIX
HOpMaMu 1 JIOKYMEHTOB BaXKHBIX JOKYMEHTOB
MIpaBUJIAMU JJIsI CUCTEMBI JIOKYMEHTOB CUCTEMBI
pelieHus 3aaaq OpPTaHU3aI[MOHHO- | CUCTEMBI OpraHHU3aIOHHO-
MEXIIMIHOCTHOTO U | PACTIOPSIIUTENHHO | OPraHU3AIMOHHO- | PACTIOPSAUTEILHO
MEXKYJIbTYPHOTO nu pacmlopsiAUTENbHO | i U
B3aUMOJICHCTBUS B MH(OPMaLMOHHO- | U U MH(OPMaLIOHHO-
OyMaXxHOM U CIIPaBOYHOMN UH(GOPMAIMOHHO- | CIIPABOYHON
AIIEKTPOHHOM BHUJIE JOKYMEHTAIlMU B | CIIPAaBOYHOM JOKYMEHTAIUHU B

COOTBETCTBHUU C
HOpMaM# 1
MpaBUIaMU IS
pelieHus 3aaa4y
MEXJITMYHOCTHOTO
u
MEXKYJIbTYPHOTO
B3aUMO/ICUCTBUS
B OyMa)XHOM U
AIEKTPOHHOM
BHJIC

JOKYMEHTAIIH B
COOTBETCTBUH C
HOpMaMH U
IpaBUIAMU TS
pereHus 3a1a4
MEXIJIMYHOCTHOTO
u
MEXKYJIbTYPHOTO
B3aUMOJICUCTBU
B OyMa)KHOM U
AIEKTPOHHOM
BUJIE

COOTBETCTBHUU C
HOpMamH 1
MpaBUIaMU ISt
penieHus 3anaqy
MEXJITMYHOCTHOTO
u
MEXKYJIbTYPHOTO
B3aUMOJCHCTBUSA
B OyMa)XHOM H
AIEKTPOHHOM
BHJIC

OIIK-5 CnocoGeH ncnosb30BaTh B Mpo(ecCHOHANBHOM JesITeIbHOCTH HH(POPMALIMOHHO-
KOMMYHHUKAI[IOHHBIE TEXHOJIOTHH, TOCYIapCTBEHHBIE U MYHUITUITATbHBIE HH)OPMAITHOHHBIE
CHCTEMBI; IPUMEHSTh TEXHOJIOTHH IEKTPOHHOTO MPABUTENBCTBA U TPEAOCTABICHUS
rOCYIapCTBEHHBIX
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(MyHULIMDIAIBHBIX) YCIYT

3HATH OO0yuarommuiicst OOyyarommiics OOGyuarommmiics OO6yuarommiics
JIEMOHCTPHUPYET J€MOHCTPUPYET JeMOHCTPHUPYET JIEMOHCTPHPYET
MOJIHOE OTCYTCTBUE | HEMOJIHOE JIOCTaTOYHOE MOJIHOE
WIN HEIOCTaTOYHOE | COOTBETCTBHUE COOTBETCTBHE COOTBETCTBHE
COOTBETCTBUE I (S13% 0111704 CJIETYIOIINX CJIEYIOIINX
CIIEIYFOLLIHAX 3HAHUM: 3HAHUI: 3HAHUM:
3HaHWi: wHpopMay | HHPOpMaMOHHO- | HH(OPMAIMOHHO- | HH(OPMAITMOHHO-
OHHO- KOMMYHHUKAIIMOH | KOMMYHHUKALIMOH | KOMMYHHUKAIIMOH
KOMMYHHKAIIIOHHBIE | HbIE TEXHOJOTHH, | Hble TEXHOJOTUH, | HbIE TEXHOJOTHUH,
TEXHOJIOTHUH, TOCYJIapCTBEHHBIE | TOCY/apCTBEHHBIC | TOCYJapCTBEHHBIC
rOCy/IapCTBEHHbIE U | U u u
MYHUIIUTIATIbHBIE MYHUIIUTNATbHBIE | MyHUIUIIAIBHBIE | MYHUIUIIAJIbHBIE
nH(pOpPMallMOHHbIE uH(OPMALMOHHBI | HUHOOPMALIMOHHBI | HH()OPMALIMOHHBI
CHCTEMBI, € CHCTEMBI, € CUCTEMBHl, € CUCTEMBI,
COBpPEMEHHBIE COBpPEMEHHBIE COBpEMEHHBIE COBpEMEHHBIE
TEXHOJIOTUHI TEXHOJIOTUHU TEXHOJIOTHH TEXHOJIOTUHU
3JIEKTPOHHOTO AIIEKTPOHHOTO ANEKTPOHHOTO AIEKTPOHHOTO
NPaBUTENILCTBA U NPAaBUTEIILCTBA U | IPABUTEIBCTBA M | TIPABUTEILCTBA U
MIPUHIIMIIBI MIPUHIIMIIBI PUHLIUTIBI TIPUHIIMIIBI
IPEOCTaBICHUS NPEJOCTABIICHUS] | IPEIOCTABICHUS | IPEIOCTABICHUS
rOCyAapCTBEHHBIX rOCyJIapCTBEHHBIX | TOCYJapCTBEHHBIX | FOCYAapCTBEHHBIX
(MyHULMTIIAJIBHBIX ) (MyHUIMDAIBHBIX | (MyHULIMOAIbHBIX | (MyHULHIIATbHBIX
yCIyT ) ycayr ) ycayr ) ycayr
yMerb | OOyyaronuiics He OOyuarommiics OO6yuarommiics OOyyvarormiics
yMEeT WU B JEMOHCTPHUPYET JEMOHCTPHUPYET J€MOHCTPUPYET
HEIOCTaTOYHOU HETIOTHOE JOCTaTOYHOE MOJTHOE
CTETIEHU yMeeT COOTBETCTBUE COOTBETCTBHE COOTBETCTBHE
UCTIOJIB30BAaTh B CJIEYIOIITIX CIICAYIOITIX CIIEYIOIINX
npodeccuoHaIbHON | yMEHUil: YMEHUN: YMEHUN:
JeSITeTbHOCTH UCTIOJIH30BAaTh B WCTIOJIH30BATh B WCTIOJIB30BATh B
UH(POPMAaIMOHHO- npodeccuoHaIbH | MPO(EeCCHOHANBH | IPO(EeCcCHOHATbH
KOMMYHHUKAIIMOHHBIE | O NEATEIBHOCTU | OU IEATEIHOCTH | OU IEATEIBbHOCTH
TEXHOJIOTUH, UH(POPMALIMOHHO- | UH()OPMAIIMOHHO- | HH(POPMALIUOHHO-
TOCYJTapCTBEHHBIE U | KOMMYHUKAIIMOH | KOMMYHHKAIIMOH | KOMMYHHUKAIIHOH
MYHUIIUTIATbHbIE HbI€ TEXHOJIOTUH, | Hble TEXHOJIOTUH, | Hble TEXHOJIOTHUH,
UH(POPMAIMOHHEIE TOCYJTApCTBEHHBIE | TOCY/IapCTBEHHBIE | TOCYJapCTBEHHBIC
CHCTEMBI; U U u
PUMEHSTh MYHUIIUTIATBHBIE | MyHUIUATIAIBHBIE | MYHUIUITAIbHBIE
TEXHOJIOTUHI MHGOPMALMOHHBI | UH()OPMAIIMOHHBI | HH(POPMALIMOHHBI
AJIEKTPOHHOTO € CHCTEMBHI, € CUCTEMBI; € CUCTEMBH,
IPaBUTENILCTBA U IPUMEHSTh MIPUMEHSATh PUMEHSTh
NPEOCTABICHUS TEXHOJIOTUHT TEXHOJIOTHH TEXHOJIOTUHU
roCyJIapCTBEHHBIX AIIEKTPOHHOTO 3JIEKTPOHHOTO 3JIEKTPOHHOTO
(MyHHIIATIATBHBIX ) NPaBUTEIIECTBA U | PABUTEIBCTBA M | TIPABUTEILCTBA U
ycayr NPEJOCTABICHUS] | IPEIOCTABICHUS | IPEJOCTaBICHUS
TOCYJTApPCTBEHHBIX | TOCYIaPCTBEHHBIX | TOCYJIapCTBEHHBIX
(MyHUIIUTIATBHBIX | (MYHUIIMTATBHBIX | (MYHULIUTIATHHBIX
) yeayr ) yeyr ) yeryr
Baager | OOyuwaromuiics He OO6yuaronuiics OO6yuarommmcest OOyuarommiics
b BJIaJICCT WK B BJIAJICET B JIOTTY CKArOTCS CBOOOTHO
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HEJ0CTATOYHOU
CTEIIEHU BIIaJIeeT
HaBBIKAMU pabOTHI C
nH(pOpMaIMOHHO-
KOMMYHHUKAIIHOHHBIM
U CUCTEMaMH,
HaBBIKaMHU pabOTHI B
MH(POPMALIMOHHBIX
cucreMax
roCyJJapCTBEHHBIX U
MYHUIUTTATBHBIX
Iporpamm,
UCTIOJIb30BaHUS
3JIEKTPOHHOTO
NPaBUTENILCTBA U
IPEJOCTaBICHUS
rOCyJIapCTBEHHBIX
(MyHULMTIAJIBHBIX )
yCIyT B
npodeCcCHOHAILHON
chepe

HETIOJTHOM
o0Bveme u
MPOSIBIISIET
HEIOCTaTOYHOCTh
BJIQJICHUS
nH(pOpMaIMOHHO-
KOMMYHHKAITUOH
HBIMU
CUCTEMaMH,
HaBBIKAMU
paboThI B
UH(POPMALIMOHHEI
X CUCTEMax
roCyJJapCTBEHHBIX
u
MYHUITUTTATBHBIX
porpamm,
UCIIOJIb30BaHUS
AIIEKTPOHHOTO
MIPABUTEILCTBA U
NPEOCTABICHUS
rOCyIapCTBECHHBIX
(MyHHIIUIIATBHBIX
) yciyr B
npodeCCHOHANIbH
oif chepe

HE3HAYUTEIIbHBIC
OIINOKH,
HETOYHOCTH,
3aTpyAHEHUs, B
JOCTaTOYHOU
CTEIIEHH BIIa/IeeT
nH(pOPMAIMOHHO-
KOMMYHHKAIMOH
HBIMU

CHCTEMaMH,
HaBBIKAMU
paboThl B
MH(POPMAIIMOHHBI
X cucTeMax
rOCyJapCTBEHHBIX
U
MYHUIUTTATBHBIX
IpOTpaMM,
UCIIOJIb30BaHUS
JIEKTPOHHOTO
IPaBUTENILCTBA U
IPEIOCTaBIICHUS
roCyJapCTBEHHbIX
(MyHULMTIAIBHBIX
) ycnyr B
npohecCuoHATBH
oMt cepe

MIPUMEHSIET
MIOJTyYCHHBIC
HaBBIKH, B
MIOJIHOM 00beMe
BIIQJICET
nH(pOpPMaIMOHHO-
KOMMYHHKAITUOH
HBIMHU

CUCTEMaMHU,
HaBBIKAMHU
paboThI B
WH(POPMAIIMOHHEI
X CUCTEMax
rOCyJJapCTBEHHBIX
u
MYHUITUTATBHBIX
Iporpamm,
HCIIOJIb30BaHUS
JIEKTPOHHOT'O
MIPABUTEILCTBA U
MPEOCTABIICHUS
rOCyIapCTBEHHBIX
(MyHHIIMIIATBHBIX
) yciyr B
npoeccCHOHATbH
oii chepe

[TK-5 Brianets ocHoBaMu obecrieueHusi HHPOPMAITMOHHON 0€30MacHOCTH B OpraHax BJIacTH U
PETyIHPOBaHUS BOIIPOCOB, CBA3aHHBIX C 00pa0OTKON U 3aIIUTON MEPCOHANBHBIX JaHHBIX
TOCYJJAPCTBEHHBIX U MYHUIIMITAJIBHBIX CITY KaIIUX

3HATb

OO6yuarommiics
JIEMOHCTPUPYET
MOJIHOE OTCYTCTBHE
WIN HEIOCTATOYHOE
COOTBETCTBUE
CJICYIOITIX
3HAHUH: OCHOBBI
obecrnieueHus
UH(POPMALIMOHHOM
0e30MacHOCTH B
opraHax BJIacTH,
BOTIPOCHI, CBSI3aHHBIE
¢ 00paboTKOii 1

OO6yyarommiics
JIEMOHCTPHUPYET
HETIOJTHOE
COOTBETCTBUE

I (S13% 0111704
3HAHWN: OCHOBEI
obecreueHust
MH(OPMALIMOHHO
11 0€30MacHOCTH B
OpraHax BJIacTH,
BOTIPOCHI,
CBSI3aHHBIE C
00paboTKoil 1

OO6yuaromwmiics
JIEMOHCTPHUPYET
JIOCTaTOYHOE
COOTBETCTBHE

[ (S13% (0111504
3HAHWUM: OCHOBEI
obecneueHUs
MH(OPMALIMOHHO
11 0€30IMaCHOCTH B
OpraHax BJIAacTH,
BOIPOCHI,
CBSI3aHHBIE C
00paboTKOil 1

OObyyarommiics
JEMOHCTPHPYET
MOJIHOE
COOTBETCTBHE
CIICAYIOIIHX
3HAHUN: OCHOBEI
obecrnieueHUs
MH(OPMALIMOHHO
11 0€30MacHOCTH B
OpraHax BJIaCTH,
BOTIPOCHI,
CBSI3aHHBIE C
00paboTKOI U

3alUTON 3alUTON 3aIUTON 3aIUTON

MEPCOHATIbHBIX MEPCOHATIbHBIX MEePCOHABHBIX MEePCOHAIBHBIX

JAaHHBIX JAHHBIX JaHHBIX JAaHHBIX

TOCYJAPCTBEHHBIX U | TOCYJAPCTBEHHBIX | TOCYJApPCTBEHHBIX | TOCYAapCTBEHHBIX

MYHI/II_[I/IHaJ'H)HI)IX nu nu nu

CITy>Kalumx MYHULUNAIBHBIX | MyHUIUIAIBHBIX | MyHUIIUIIATbHBIX
CITY)Kalux CITYXKaInX CITYXKaIIIX
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ymeTb | OOyuaromuiics He OObyuaronuiics OO6yuaromuiics OOyuaromnmiics
yMeeT WU B JEMOHCTPUPYET JIEMOHCTPUPYET JIEMOHCTPHPYET
HEIOCTaTOYHOU HETIOJTHOE JIOCTaTOYHOE MIOJTHOE
CTETICHU yMEeT COOTBETCTBUE COOTBETCTBHE COOTBETCTBHE
o0ecrieynBaTh CJIEYIOLINX CJICAYIOLINX CIICAYIOLINX
nH(pOpMaITMOHHYO YMEHUM: YMEHUH: YMEHUM:
0€30MacHOCTD B o0ecrnieunBaTh obecrieynBaThb obecrieynBaTh
opraHax BJIacTH, C UHPOPMANMOHHY | HHQOPMAIIMOHHY | MHPOPMAIMOHHY
o0OpabarbIBaTh U 10 0€30MacCHOCTh B | 10 0€30MaCHOCTH B | 0 0€30IacHOCTh B
3alHIIATh OpraHax BJIacTH, C | OpraHax BJIACTH, C | OpraHaX BJacTH, C
[IEPCOHAJIbHBIE oOpabarbiBaTh U | 0OpabaTeiBaTh U | 00OpabaTHIBATh U
JTAaHHBIC 3alUIIATh 3alUIIATh 3alUIIATh
TOCYJJApCTBEHHBIX U | IEPCOHATIHHBIE NePCOHAbHbIC NepCOHAbHbIC
MYHUITUTTATBHBIX JTAaHHBIC JIAaHHBIC JIaHHBIC
CITy’KaIIuX TOCYJapCTBEHHBIX | TOCY/IapCTBEHHBIX | TOCYJapCTBEHHBIX
u U "
MYHHIIMITATBHBIX | MyHHUIUITATBHBIX | MyHHUITUITAIEHBIX
CITY’KaIIUX CITY’KaIIUX CITY’KaIIuX
Biaager | OOyuarouuiics He Obyuaromuiics OO0yuaromumces OOyuaronmiics
b BJIAJICCT WU B BJIAJICCT B JIOITy CKAkOTCS CBOOOJTHO
HEIOCTaTOYHOU HETIOJTHOM HE3HAUUTENbHBIC | IPUMEHSET
CTCTICHU BIIAJICET o0beMe u OLINOKH, MIOJTyYCHHBIC
HaBBIKAMU TPOSIBIISET HETOYHOCTH, HaBBIKH, B
obecrieueHus HEJIOCTaTOYHOCTh | 3aTPYTHCHHUS, B MIOJTHOM 00beMe
UH(POPMALIMOHHOM BJIAJICHHSI JOCTaTOYHOM BJIaJIeeT
0€30IaCHOCTH B HaBBIKAMU CTETICHU BIIaIceT | oOecreueHus
opraHax BJIACTH, o0ecrnieueHus oOecrnieueHus MH(OPMALIMOHHO
00paboTKH U 3alUTHl | UHHOPMALIMOHHO | HH(OOPMALIMOHHO | i OE30MaCHOCTH B

NEePCOHAIbHBIX 11 6e30MacHOCTH B | i OE30MAaCHOCTH B | OpraHax BJacTH,
JTAHHBIX OpraHax BJacTH, | OpraHax BJIacTH, | oOpabOTKU U
TOCYJapCTBEHHBIX U | 00pabOTKHU U 00paboTKu u 3aIIUThI
MYHUIUATIBHBIX 3aIIUTHI 3aLUTHI NEepCOHATBbHBIX
CITyKalux NEPCOHAIBHBIX MEPCOHATBHBIX TaHHBIX
JTAaHHBIX JAHHBIX roCyJJapCTBEHHBIX
rOCYJJapCTBEHHBIX | TOCY/IapCTBEHHBIX | U
" u MYHUITUTATBHBIX
MYHUIUNAIbHBIX | MyHUIMIIANBHBIX | CIY>KaIUX
CITyXKalllux CITY’KaIIuX
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