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|. IloicHUTEILHAS 3aHCKA

1.1. Heas u 33124y AUCHUNIMHBI (MOTYJIA)

Lenp AucCHUIUIMHBI — W3y4Y€HHUE OCOOCHHOCTEW BEIEHHs JENOTPOM3BOJCTBA B OPraHax

roCyaapCTBECHHOIO MW MYHUIUIAJIBHOI'O YIIPABJICHUA Ha Oase COBPCMCHHBIX HOPMATHUBHBIX

IIPpaBOBLIX aAKTOB.

3aﬂaq1/1 JUCHMILUIMHBI COCTOST B CIICAYIOIICM.

- U3y4EHHE OpraHU3aliM JEJIONPONU3BOACTBA B OPraHax roCyJapCTBEHHOTO U MECTHOIO
YIIPaBJICHUS JOPEBOIOMOHHOMN Poccuu;

- U3y4eHHE COBPEMEHHOI NPaBOBOIl perjaMeHTalMi OpraHU3aluM JIeJI0NPOU3BOICTBA B
OpraHax rocyJapCTBEHHOTO U MyHHUIIUIAILHOTO YIIPaBJICHHUS;

- HU3Y4YCHUC BHIOB JOKYMCHTOB,

CO3aaBaCMbIX B oOpraHax TroCygapCTBCHHOro H

MYHHUIIMIIAJILHOTO YIpaBieHus, 0cOOEHHOCTEHN nX 0(hopMIICHHUS U IPUMEHEHNUS;

- W3y4YeHHE OCOOEHHOCTEHl opraHu3auuu padboThl
roCyaapCTBEHHOT'O u MYHUIIUIIAJIBHOT'O

ACTIOIMPOMU3BOACTBA,

C JOKYMCHTaMM B OpraHax

yIpaBJIEHUS, dhopmupoBaHue CITY>KOBI

- W3YyY€HUE BIIMAHUS HOBBIX MHGOPMAIMOHHBIX TEXHOJOTHH Ha JOKYMEHTalMOHHOE
obecrnieueHre AEATEeIbHOCTH OPraHOB FOCYIapCTBEHHOIO U MYHULIUIIATBHOTO YIIPABICHHUS.

1.2. ®opmupyemble KOMIIETEHIIUH, COOTHECEHHbIe € IJIAHMPYEMbIMH pe3yJabTaTaMH

00y4eHMsI IO TUCHUIINHE (MOYJII0):

Koabt Conep:xanue Ilepeyennb IVIAHUPYEMBIX  Pe3yJbTAaTOB

KOMIIETeHIIMII | KOMIeTeHI i 00y4eHMs1 O TUCIHUIINHE

OIIK-4 CIOCOOHOCTh 3Hameb: - 0COOEHHOCTH TTPOBEACHHS MTyOTUIHBIX
OCYIIECTBJIATH JENOBOE | MEPOIIPUATHIA;
oOlieHne u MmyoIuvyHoe
BBICTYIUIGHUS,  BECTH Ymeme: - BeCTHM [I€JOBYKH [MEpPENUCKy U
[1EPErOBOPBI, MOJ/ICPKUBATH FJIEKTPOHHBIE KOMMYHUKALIMH.
COBCIIAHMA, BECTH | Brademy — naBbikamu MPOBEJCHUS MyOINYHBIX
JICNIOBYIO TIEPENUCKY U .

MEpOTpHUATH 1 (HOPMUPOBAHUS DJIEKTPOHHBIX
NOJ/ICPKUBATH .
TEKTPOHHBIE KOMMYHUKAINI c ) WCIIOJIb30BaHUEM
KOMMYHHKAIIHH COBPEMEHHBIX ) TEXHOJIOTUI YIpPaBIICHUS
JOKYMEHTAIMEN.

I1K-8 CIOCOOHOCTh 3Hame: - OpraHu3aluio JOKYMEHTAIlMOHHOIO
HNPUMECHSTh obecrieueHUs JeATETbHOCTH OpraHoB
UH(GOPMAITMOHHO- roCyJapCTBEHHOTO u MYHHUIUIIATIBHOTO
KOMMYHHUKAITMOHHBIC YOPaBJICHUSA B YCIOBHSAX INPHUMECHCHHS HOBBIX
TEXHOJIOTHH B | H”HPOPMAITHOHHO-KOMMYHHUKAITUOHHBIX
npodeccuoHaNbHO I TEXHOJIOTHIA.

JEeSTENBbHOCTH c
BHICHHCM Jx | YMeme: - NPUMEHATL HOBbIE MH(OPMALIHOHHO-




B3aUMOCBSI3eH U | KOMMYHUKAIIUOHHBIE TEXHOJIOTUHU B
MEePCIICKTUB JIEJIONPOU3BOJICTBE OPraHOB I'OCYIAapPCTBEHHOIO
HCTOJIb30BAHNA Y MYHUIUIIAIBHOTO YIIPaBJICHHUS.
Bnademv - COBpEMEHHBIMU TEXHOJIOTUSIMU
YIPABJICHUS JOKYMEHTALMEM;

1.3.  MecTo AucUMIIUHBI (MOAYJISI) B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOIi MporpaMMsl
HucuunnuHa (Moaynab)  «Jledompou3BOACTBO B OpraHax TIOCYJapCTBEHHOIO H
MYHMIIMIIAJILHOTO YIIPABJICHUS» SIBISIETCS YacThio 0a30BOr0 IUKJIA JUCHMILIMH y4eOHOIO IUIaHa

110 HAIIpaBJICHUIO IOJATOTOBKHU «FOCYI[apCTBeHHOG 1 MYHHUIUIIAJIBHOC YIIPABJICHUC).

2. CTpyKTYpa IMCUMILIMHBI (MOLYJIsT)

Cmpykmypa oucuyuniunsl (Mooyns) 01sa 0UHOU popmbl 0OyueHus

Obwas mpyooemkocms OUCYUNTUHBL cocmasisem 2 3. e., 12 4., 8 MomM Yucie KOHMAaKMmMHAsL

paboma obyuarowuxcs c npenodasamenem 28 y., camocmosmenvhas paboma o00yHaAOUWUXCSL
44y,

Bunapl yuebHo# paboThI
. P dopmbl
(B yacax) TEKYLIETro
KOHTPOJIS
KOHTaKTHasi -
s}
n/m VCHUTUTMHBI/TEMBI 0 3
e e |3 |55 5 b
§ g £ § 5 | mpoMeKyTOUHOM
o = <
& ~ § 2 = |5 3 § E g 8 arTectauuy (1o
Q = = o
o =t S| 2 |l g 2 % = cemecmpam)
= & = s Z|C 2| &5 8
[} o) [} S5 s 5|2 s O
@) = @) E 5B & T
1 Pasnen 1. Beenenue, 2 2 Ompoc
WCTOYHUKHU U
TuTeparypa
2 Pazpnen 2. 2 2 Ormpoc
Jenonpou3BoacTBoO B
oprasax
rOCy/IapCTBEHHOTO U
MYHHIIHITATEHOTO
yIpaBICHUS
JIOPEBOIIOLIMOHHOMN
Poccun




Jlenonpoun3BoacTBO
roCyJapCTBEHHBIX U
MYHUIUATBHBIX
OPraHoB YIpPaBJICHUS
B COBETCKHUH MEPUOL

Ormpoc

CoBpemeHHbIE
HOPMaTUBHBIC
IIPaBOBLIC AKTEHI,
peryaupyromme
BEJICHHE
JeT0NPOU3BOICTBA B
rOCyJIapCTBEHHBIX U
MYHUIUIIAJIBHBIX
opraHax

Ormpoc

Opranuzanus
CITYKOBI
JIeJIONPOU3BO/ICTBA B
rOCyJIapCTBEHHBIX U
MYHHIIMITATBHBIX
opraHax u
periameHTanus ee
NeSITeIbHOCTH

Onpoc

Buabl 1OKyMEHTOB U
CHCTEMBI
JOKYMEHTAIUH,
cO3JaBacMbIe B
IEeITEILHOCTH
OpraHoB
roCyJIapCTBEHHOTO U
MYHHIIUITATEHOTO
yIpaBICHUS

IIpoBepka
3aJaHuN Ha
MPAKTUYECKUX
3aHATUAX

Opranuzanus
paboThI ¢
JOKyMEHTaMU B
opraHax
roCyJapCTBEHHOTO U
MYHHIIMITATEHOTO
yIpaBICHUS

TectupoBanue

HoBrlie
nH(OpMAIMOHHBIE

IToaroroska k
3a4eTy C




TCXHOJIOTHUHN B
I[OKYMGHTEU_[I/IOHHOM
oOecnieyenne
NEATEILHOCTH
OpraHoB
roCyJIapCTBEHHOIO U
MYHI/IIII/IHEL]H)HOFO
yIpaBJICHUS

OLIEHKOH

3auyem

14

umozoeas
KOHMPOJIbHASL
paboma

HUTOTO:

12

16

44

CTpyKTypa TUCHUIIMHBI (MOYJIsl) IJIS OYHO-3204HOH (opMbI 00yUeHUsI

Obwas mpyooemkocms OUCYUNIUHBL cocmagisem 2 3. e., 72 4., 6 MOM Yucie KOHMAKMHAL
paboma obyuarowuxcs ¢ npenooasamenem 20 u., camocmosimenvruas paboma 00y4arOUUxcsi

52y,
Bunsl yueOHOI paOOTEI
i P Dopmbl
(B yacax) TEKYIIETro
KOHTPOJIS
KOHTaKTHas - CIICBACMOC
No Paznen S ycucBacMoCTH,
= 2
I/ | IUCHUAIUINHBI/TEMBI o ) ! =
HEEE EE
3 £ > £ & 3| mpomexyrouHoii
£ <
= ~ § 2 =5 % § E S 8 arrectauuu (1o
Q = = o
o =t S| 2 £l K| 8 ® 2 cemecmpam)
= & = s 2|1 2| &5 8
(5} o) (5} S5 e 5|2 s O
@) = @) E s 1B & =
1 Pasnen 1. Beenenue, 2 2 Ompoc
WCTOYHUKHU U
muTeparypa
2 Pazpgen 2. 2 2 Ornpoc
Jlenonpou3BoOJCTBO B
oprasax
rOCy/IapCTBEHHOTO U
MYHHIIMITATEHOTO
yIpaBICHUS
JIOPEBOTIOLIMOHHOMN
Poccun
3 Jlenonpou3BoCTBO 2 2 Ormpoc
rOCy/IapCTBEHHBIX U
MYHHIIUITATBHBIX

OpraHoOB YIpaBJICHUS




B COBETCKHUH NEPUOL

CoBpemeHHbIe
HOPMaTUBHBIC
IIPaBOBLIC AKTHI,
peryaupyromme
BEJICHHE
JIeTI0NIPOU3BOICTBA B
TOCyJapCTBCHHBIX U
MYHUIUIIAJIBHBIX
opraHax

Ormpoc

Opranuzanus
CITYKOBI
JIETIOTIPON3BO/ICTBA B
rOCyJIapCTBEHHBIX U
MYHHUIUIIAJIBHBIX
opraHax u
periaMeHTaIus ee
TSI TEITbHOCTH

Ormpoc

Buabl 1OKyMEHTOB U
CHCTEMBI
JOKYMEHTAINH,
cO3JaBacMbIE B
JIEITEILHOCTH
OpraHoB
roCyJIapCTBEHHOTO U
MYHUIIATIAIEHOTO
yIpaBJICHHS.

IIpoBepka
3aJaHuA Ha
MPAKTHYECKUX
3aHATUAX

Opranuzanust
paboThI ¢
JOKyMEHTaMU B
opraHax
rOCy/IapCTBEHHOTO U
MYHHIIUITATEHOTO
yIpaBICHUS

10

TectupoBanue

Hosgrlie
WH(POPMAIIMOHHBIC
TEXHOJIOTHH B
JTOKYMEHTAI[MOHHOM
obecrneueHue
IEITEALHOCTH

10

IloaroroBka k
3aueTy C
OILIEHKOH




OpraHoB
rOCy/IapCTBEHHOTO U
MYHHIIHITAIEHOTO
yIIPaBICHUS

12 Umo208as
3ayem KOHMPOTbHASL

paboma

UTOTO: 8 12 52

CTpykTypa AMCHHMILVINHBI (MOAYJIs1) 1JIsl 3204HOM GopMbl 00yUeHust

Obwas mpyooemkocms OUCYUNIUHBL cocmagisem 2 3. e., 72 4., 6 MoM 4ucie KOHMAKMHAL
paboma obyuarowuxcs ¢ npenooasamenem 14 y., camocmosmenvhas paboma 00YUAOWUXCSL

58u.
Buapr yue6HO# pabOThI DopyE!
(B yacax) TEKYIIETro
KOHTPOJIS
No Pasnen KOHTaKTHAA § yCIIEBaeMOCTH,
0/l | JAUCHUIUIAHBI/ TEMBI 0 0 55 E % o dbopua
§ § E, g % L{% IPOMEKYTOYHOI
B = § 5 5 = 5| 2 E § &l arrecTanuu (1o
> = = SE|§E| &= = cemecmpam)
5 |5 |3 |[EZ|8=5|58C
@) = @) o T = T
1 Paznen 1. Beeaenue, 2 8 Onpoc
WCTOYHUKHU U
IuTeparypa.
CoBpemMeHHbIE
HOPMAaTHBHBIE
MIPaBOBBIC AKTHI,
perynupymoiiue
BEJICHUE
JIeIONIPOU3BO/ICTBA B
rOCy/IapCTBEHHBIX U
MYHHIIMTTATBHBIX
oprasax
2 Opranuzanus 2 15 Ormpoc
CITY’KObI

ACIIOIIPOU3BOJACTBA B
TOCYJdapCTBCHHBIX U
MYHUIUIIAJIBHBIX




10

opraHax u
periiaMeHTalus ee
JCSATEIIbHOCTH

Buapl 10KyMEHTOB U
CHCTEMBEI
JOKYMEHTalWH,
CO3/1aBacMbIC B
IeATSIIFHOCTH
OpraHoB
rOCyJIapCTBEHHOTO U
MYHHUIIUIIAJIBHOTO
YIIPaBJICHUS

15 TECTUPOBAHUE

Hosrle
nH(pOpMallMOHHbIE
TEXHOJIOTHH B
JOKYMEHTAITMOHHOM
obecrieueHne
JeATeIIbHOCTH
OpraHoB
roCyJIapCTBEHHOTO U
MYHUITATIAIEHOTO
yIPaBJICHHS

10 IToaroroBka k
3a4eTy C
OIIEeHKOH

3ayem

10 umozoeas
KOHMPOTbHASL
paboma

HUTOIoO:

58

3. Conep:xkaHue TUCHUILTUHBI (MOIYJIs1)

HCTOYHHMKH U JIMTepaTypa

Ne | HammeHnoBaHue pasgena Coaepixanue
AUACHHUIINHBI
1 | Pa3pexn | BBenenue. 1.1. Ilpenmer, copepkanue, 3aa4 TUCIUITIIMHBIL.

1.2. crouHuku U auTeparypa

3akonogarensaele akTel XVII — g, XX B. 110
BONIPOCaM  OpraHU3allid  JIEJOMPOU3BOJCTBA B
OopraHax TOCYJapCTBEHHOTO H MYHHUIIUIAIBHOTO
yrnpaBneHus B Poccun.

CoBpeMeHHBIE  3aKOHOJATENbHBIE  aKTHI,
HOPMATUBHBIE TPABOBBIE AaKThl M HOPMATHUBHO-
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METOIUYECKUE JIOKYMEHTBI Pocculickoi
®denepauuu. ITepuoauueckue W3aHUS.
CrpaBounble u3nanus. Jlureparypa. Odpunmanbabie
CaliTBl TOCYAApCTBEHHBIX U  MYHHUIMIAIbHBIX
OpraHoB.

Paznen |1 lenonpousBoacTso B
opraHax rocyJapcTBeHHOI0 U
MYHHIHMIAJIBHOTO YIPaBJIeHUS
aopeBorOUMOHHO Poccnn

Pernamenranus n1enonpousBoJCTBa OpraHOB
rOCyJapCTBEHHOTO U MECTHOIO  yIpaBJIEHUS
JIOPEBOJIOLIMOHHOM Poccun B 3aKOHOJATEIBHBIX
akrtax XVIII — 1. XX B. “I'eHepanbHblil periaMmeHT
1720”,“YupexxaeHust A yOpaBlieHUss T'yOepHUi
Bcepoccuiickoit umnepun” 1775 r., “O0mwuii Haka3

rpaXKIaHCKUM ryoepHaTopam”, “Oouee
yupexxaenue muHuctepct 18117, “Ilonoxxenue o
NOpsAJIKE NPOM3BOACTBA JeNl B  TI'yOEpHCKHX
npasieHusx” 1837 r.

Bunelt  noxymeHntoB, oOpa3ymoomuxcs B
NeSITEIbHOCTH KOJUIET Ui, MUHHCTEPCTB,

ryoepHaTopa, TYOEpHCKOTO TIpaBJICHUS, Ka3eHHOU
najarbl, TMpHKa3a OONIECTBEHHOTO TPHU3PEHUS H
JPYTUX TYOSPHCKUX OPTaHOB YIPABIICHUS.

®dopmysip TekctoBoro mokymenTa XVIII B.,
dopmymsip TekctoBoro mokymenta XIX - Hauvama
XX BB. IlpaBunma wu Tpagunuu odopMICHHS
PEKBU3UTOB JOKYMEHTOB: aBTOp JOKYMEHTa,
HaUMEHOBaHME BHJA JOKYMEHTa, ajpecar, [aTa,
pPEruCTpallMOHHBIM  HOMEp, TMOANHCH, IIeyaTh,
OTMETKH Ha JokyMmeHTe. [losiBienue OnaHKOB
nokymeHTOB B XIX Beke: OJIaHKU YYpEKICHUH,
CTPYKTYPHBIX MOAPA3JEICHUN, NOJKHOCTHBIX JIMII,
MMCHHBIC OJIAHKH.

Pa3nen |11 IeronpousBoacTteo
OPraHoB rocyJapcTBeHHOI0 1
MYHMIHMIAJIbHOTO YIIPaBJIeHHS B
COBETCKHH Mepuo/

PernamenTanus 1e10mponu3BOJCTBA B OpraHax
rOCYIapCTBEHHOTO W MECTHOTO YIpaBICHHUS B
coBeTckuii mepuo (oT JlekpeTroB MepBBIX JIET
CoBerckoil BiacTu A0 pa3pabOTKU THUIOBBIX U
MPUMEPHBIX HHCTPYKIIHI 10 JAEJIONPOU3BOJICTRY).

Paznen 4. CoBpemeHHbBIE
HOPMATHBHbIE NPaBOBbIE¢ AKTHI,
peryJaupymomme BeJICHUe
AeJIONPON3BOJACTBA B
rocy1apcTBeHHbIX "
MYHHUIUNIAJTbHBIX OPraHax

Koncturynuss P®; ®denepanbHblii KOHCTHTYIIMOHHBIN
3akoH ot 25 aexadpst 2000 r. Ne 2-DK3;

®enepanbHble 3akoHbBI. O3 or 27.07.2006 r.
Nel49-®3  «O6 wundopmanuu, HHGOPMALMOHHBIX
TEXHOJIOTHSX M O 3aluTe HHpOopMarmn»; PeaepanbHblii
3akoH oT 06.04.2011 No 63-®3 “O6 3neKTPOHHOM
noanucn”; ®enepanbubiii 3akoH oT 01.06.2005 No53-03
«O rocynapctBeHHOM si3bike Poccuiickoit @enepannmy;
@3 “O06 o0muX NPUHIMIIAX OPraHU3AMH MECTHOT'O
camoynpasnenuss B Poccuiickoit ®enepanun”; O3
@3  “O  nmnopsaxke paccMOTpeHHsl  oOpaiieHuil
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rpaxnan  Poccuiickoit  ®enepaunuun”; P3  “O0
obecieuennu  jgocryna K  HHQOpMAmuMM O
JeATEeNbHOCTH  TOCYAApCTBEHHBIX  OpPraHOB U
OpraHoB MECTHOTO CaMOYIIPaBIEHUS U JApyrue

[TocranoBneHus IIpaBuTenscTBa PO:
[TocTtaHoBnEHUE IIpaBuTenscTBa Poccuiickoi
Oenepatnu ot 27 npekabps 1995r. Ne 1268 «O6
YIopsaa04€Hun HU3TOTOBJICHHUA, HCIIOJIb30BaHUA,
XpaHEHUsT W YHHUYTOXKEHHS TiedaTeii W OJNaHKOB c
BOCIIPOHM3BEICHUEM rOCYapCTBEHHOT O repba
Poccuiickoii denepanun» ; [TocTtaHoBNEHME
IIpaButensctBa P ot 19.01.2005 Ne30 «O TumoBom
periamMeHTe B3aMMOJCHCTBUS (elepalbHBIX OPraHoB
UCIIOJTHUTENBbHON BIIACTHY; [ocTanoBnenue
IIpaButensctBa P® ot 28.07.2005 Ned452 «O TumoBom
periiaMeHTe BHYTpPEHHEH opraHu3aluy QeaepaibHbIX
OpraHOB HCIIOJIHUTEIBHOW BiacTu» ; llocTtaHoBiEeHHE
IIpaButensctBa P® ot 15.06.2009 Ne 477 «O6
YTBEPIKICHUH [MpaBwn JIeIIOTIPOU3BOJICTBA B
(denepanbHBIX OpraHax HCIOJIHHUTEIBHOM  BJIACTHY,;
[ToctanoBnenue [IpaBurenscrea P® ot 22.09.2009
No 754 “O06 yTBepKIE€HUU TIOJIOKEHUS O CHUCTEME
MEKBEOMCTBEHHOTO 3JIEKTPOHHOI'O
nokymenrtoobopora”  (MDJI0);  IlocranoBnenune
IIpaButensctBa PO ot 08.09.2010 Ne 697 “O emumoii
cucreMe MEXBEJOMCTBEHHOT'O 3IIEKTPOHHOTO
B3aMMOJCHCTBUS .

[Ipukassl (enepanbHBIX OPraHOB HCIOJHUTEIBLHOMN
BJIACTH

Pa3nen V Opranusamusi cJry:k0bl
JeJIOTPOU3BO/ICTBA B
rocy1apcTBeHHbIX 1
MYHHIIMTIAJTbHBIX OPraHax u
perjiaMeHTanus ee esITeJbHOCTH

Cnyxo0a JICIIOTIPOU3BO/ICTBA B opraHax
rOCY/IapCTBEHHOTO u MYHHIIHAIIAILHOTO
yIpaBJICHUS, 0COOEHHOCTH (hopMHUpOBaHUS,
IOJDKHOCTHOM M YMCIEHHBIM cocTtaB. (OCHOBHEBIE
LN, 3aa4n u byHKIIH CITYKOBI
JICTIOTIPOU3BOJICTBA B OpraHax rocylapCTBEHHOTO U
MYHUIIUIAIBHOTO  YIIPABJICHUS. [IpaBa w
OTBETCTBEHHOCTh  CIY)KOBI  JICJIOTIPOM3BO/ICTBA.
Pernmamenranys JEATEILHOCTH CITYXKOBI
JENOMPOU3BOJCTBA B JIOKAJbHBIX HOPMATHBHBIX
aKTax OpraHoB rOCyJIapCTBEHHOTO U
MYHUIIMIIATFHOTO YIIPABICHUS.

Paznen VI Buabl 10KyMeHTOB 1
CHCTEMBbI IOKYMeHTALHH,
¢dopmupyrommecs: B
AesiTeIbHOCTH OPraHoOB
rocy1apcTBeHHOI0 U
MYHHIMNIAJTbHOIO YIIPABJIEHHUS

BBI60p BHUJa JOKYMCHTAa B 3aBUCHMOCTH OT
CHCI_II/I(I)I/IKI/I JACATCIIBHOCTHU opraHa
TOCYHapCTBCHHOTI'O nin MYHUIIUITAJIBHOT'O
YIIpaBJICHUA. Buasr AOKYMCHTOB, CO31aBaCMbIC B
(I)CI[CpﬁJ'IBHBIX opraHax HUCIIOJTHUTEIBHOMN BJIaCTH U B
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Ha COBPEMECHHOM JTalie

opraHax MCCTHOI'0 CaMOYIIPaBJICHHUA

Posb cucreMsl Oprann3aliiOHHO-PACIIOPAIUTEIIBHOU
JOKYMEHTalU B NEATENBHOCTH OpraHoB

roCyJapCTBEHHOTO u MYHULIMTIATBHOTO
YIPABJICHMUS. Opranu3aiioHHbIE  JOKYMEHTHI:
aIMUHUCTPATUBHBIE PETJIAMEHTBI M  CTaHIAAPTHI
IIPEN0CTABIICHUS rOCyJJapCTBEHHBIX "

MYHULMIIAIBHBIX YCIYT, IMOJOKEHUs, UHCTPYKILIHH,
LITATHOE PACIUCAHUE U JPYTHE.

PacnopsiaurensHble JOKYMEHTBI:
IIOCTaHOBJICHMS, perieHus, pacropsKeHus,
IIPOTOKOJIBL, IPUKA3BI.

HNHupopMallnoHHO-CIIPaBOYHbIE JTIOKYMEHTHI:
ClIy)keOHble THCbMa, JOKJIaJHble M CIy>KEOHbIE
3aIIUCKH, aKThl, CITPaBKH.

WHCTpyKMs 1O JAEJONPOU3BOJICTBY KAk
OCHOBHOH JIOKYyMEHT, OIpEAESIONi MNOPSA0K
JIEJIONPOU3BOJICTBA B OpPraHax rocylapCTBEHHOIO U
MYHULIUIIAJIBHOTO yIIpaBJIeHHUS. bnanku
JOKYMEHTOB, BHJbl OJAaHKOB, NPHUMEHSEMBIX B
opraHax TrOCYJapCTBEHHOTO M MYHUIUIAIBHOIO
yIpaBiIeHUS.

Pa3nen VII Opranu3anust
padoThI ¢ JIOKYMEHTAMHM B
OpraHax rocyJapcTBeHHOro u
MYHHMUIMIIAJIbHOTO YIIPABJIEHUS

Opranm3anus  JTOKyMEHTOOOOpoTa B  OpraHax
rOCyJapCTBEHHOTO u MYHUIUTTATBHOTO
yrpasiieHUsl. TEeXHOJOTMYecKHe JTarbl padoThl ¢
JNOKYMEHTaMH C ydeTroM (IIpHEM U TIePBUYHAS
00paboTka JIOKYMEHTOB, MpeBapUTEIILHOC
paccMOTpeHHE, perucTparnms, KOHTPOJIb
UCIIOJIHEHUS], TMOJIOTOBKA OTBETHBIX JIOKYMEHTOB,
OTIpaBKa, HH(OOPMAITMOHHO-CIIPaBOYHAas paboTa).

OpFaHI/IBaHI/IH OIICPATUBHOI'O XpPaHCHUA
JOKYMEHTOB B OpraHax TroCyJapCTBCHHOI'O U

MYHUIUAIBLHOTO YIIPABICHHUSL: HOPSA0K
dopmupoBaHus JAed, pa3paboTKa HOMEHKIJIATYpPbI
Jel, IIPOBEJICHHE IKCIEPTU3BI LIEHHOCTU

JOKYMEHTOB, IOATOTOBKAa JeN s Iepefadud B
apXMB.

Pa3pgea VIl HoBrie
HH(OPMAIHOHHBIE TEXHOJIOTHH B
AOKYMEHTAIIHOHHOM
o0ecreueHHH JAesITeJIbHOCTH
rocy/1apcTBeHHBIX U
MYHHIHMIAJIbHBIX OPraHOB

Hcnonp3oBanne CUCTEM IEKTPOHHOT O
JOKYMEHTOO0OpOoTa B  JEATENbHOCTH  OPraHOB
roCy/1apCTBEHHOTO U MYHUIIMIIAIBHOTO
yIpaBJIeHUs, BIIMSIHUE MH(POPMAIMOHHBIX

TEXHOJIOTHI Ha BEJCHHUE ACIIOMMPOU3BOACTBA.
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Bos3MoxkHocTn

MEXIY OpraHamu

dopme, MOPTaJTBI
MYHUIUITATIBHBIX YCIIYT;
Ha O(QUIMATBEHBIX

AIIEKTPOHHOTO

B3aUMOAEHCTBUS
rOCyIapCTBEHHOTO "

MYHHULUIIAJIBHOTO YIIPABICHUs, OpPraHU3alMUsIMU U
3asgBUTEISIMA: OOMEH JIOKyMEHTAMHU B AJIEKTPOHHOM

rOCyJapCTBEHHBIX u
ANEKTPOHHBIE TPUEMHBIE

caTax TOCYJApCTBEHHBIX H
MYHULIUIIAJIbHBIX OPTaHOB YIIPABJICHUS.

4. O0pa3oBaTejibHbIE TEXHOJIOTHH

Ne/Ne | HammeHoBaHHe pa3zeia Buiel yueOHol pabotel | OOpa3oBaTeibHbIEC TEXHOJIOTHH
1 BBenenune, HICTOYHUKH U Jlexmus 1. BBogHas nexmus ¢
HCITOJIb30BAHUEM
JIATEpATypa
BUJICOMATEPHUAIIOB
2 Jlenonpoun3BoICTBO B Jleknus 2. [TpobnemHuas nexmus
oprasax
rOCYAapCTBEHHOTO U
MYHHIIANAJIBHOTO
yHun MonuTtopuHr 1okymeHToB 18-20
CaMocTosiTeNnpbHas
aBJICHUS BEKOB
yrip pabota
JIOPEBOJIOLIMOHHOMN
Poccun
3 Jlemonpoun3BoACTBO Jleknusa 3 [TpobGnemMHas neKmus
rOCyIapCTBEHHBIX U
MYHHULUIIAJIBHBIX OPraHOB
YIPABIICHUS B COBETCKUM CamocrostenbHas N
paGota OJITOTOBKA K JICKIINHU
IIEPUOLT
4 CoBpeMeHHbIE Jlexums 4. Jleknus-Busyanusanus ¢
MNPUMEHEHHUEM ClIala-IIPOEKTOpa
HOPMAaTHUBHBIE ITPABOBbBIE PUMCHCHUCM CIIaNA-HPOCKTOP
[IpakTueckoe 0
aKThI, PETYJIUPYIOMNC 3agsatue 1 OATOTOBKA K JICKIIMH
BEJICHUE CaMOCTOSTETbHAS H3ydyeHue nOKyMEHTOB Ha
6 MPAKTUYECKOM 3aHATHU
JCTIOIIPOU3BOACTBA B paooTta
TOCYAapCTBEHHBIX U
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MYHUIUIIAJIBHBIX OpraHax

Opranuzanus CryKObI Jleknus 5. [IpobOnemMHuas nexuus
JIEJIOTIPOU3BO/ICTBA B
[IpakTrueckoe
TOCYIapCTBCHHBIX U .
yrap sansTHE 2 Hcnonp30Banue Kelic-MeToa
MYHHIIMITAILHBIX OpraHax
Y perJIaMCHTAIUs e
ACATCILHOCTH CamocrosiTenbHast
IToaroroBka u npoBeAcHUE
pabora IPAKTHYIECKOTO 3aHATHS
Buabt 1okyMeHTOB 1 Jlexuus 6. Jlexuust ¢ pazdopom
KOHKPETHBIX CUTYyaIui
CUCTEMBI JJOKYMEHTAIIHH, OHKpC cHTyal
[IpakTHueckoe
CO3/1aBacMbIC B
3aHsITHE 3
NESITEIbHOCTH OPTraHOB Hcnonws3oBanue keiic-meTona
rOCYJIapCTBEHHOTO U [TpoBeneHue MPaKTUIECKOTO
3aHATHUS
MYHHIHUITAILHOTO CamocTosTebHast
yIpaBJICHUS. pabota
Opranu3anust paboThl ¢ [IpakTueckoe [ToaroToBka K TECTUPOBAHUIO
JOKYMCHTAMH B OpraHax 3aHsATHE 4 HpOBCI[CHI/Ie [IPAKTUYECKOT'O
rOCYIapCTBEHHOTO U 3aHATHA
CamocTosTenbHas
MYHHIIUIIAIEHOTO
pabota
yIpaBJICHUS
Hogeie undopmanuonnsie | [Ipaktuueckoe MOHHUTOPHHT CaliTOB
MYHUIIHUIIAJIBHBIX 00pa30BaHUM
TEXHOJIOTHUH B 3aHSTHE 5
10 33/IaHHUIO MPENOIaBaATENS
JOKYMEHTAIlMOHHOM
5 CamocrosTenpHas [TpoBeaeHne MPaKTHYECKOTO
TeYeHU
0beCIIetcHIC pabota 3aHSTHS

ACATCIIbHOCTH OPraHOB
ToCydapCTBCHHOI'O U
MYHUIUIIAJIBHOTO

yTIpaBJICHUS

IToaroToBka k 3a4UCTy
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B mepuoa BpeMEHHOTO MPHOCTAHOBIICHUSI MOCEHICHUS OOYYaIOUTUMUCS MOMEIICHUN U
tepputopun PITY. mis opranmsanuu yd4eOHOTO Tpolecca ¢ NMPUMEHEHHEM JIIEKTPOHHOTO
OGy‘-IGHI/ISI U JUCTAaHIIMOHHBIX O6pa3OBaT€JILHBIX TEXHOJIOTHH MOr'yT OBITH HCIIOJIL30BAHEI
cienyonie o0pa3oBaTeIbHbIE TEXHOJIOTHHU:

— BHUJICO-JICKIUH;

— OHJIAWH-JIEKIIMY B PEKUME PEAIIBHOIO BPEMEHH;

— DIIEKTPOHHBIE y4eOHUKH, yueOHbIE TOCOOHS, HAyYHbIE U3aHUs B SJICKTPOHHOM BUJIE U
JOCTYII K UHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM pECYpCaM;

— CHUCTEMBI IS AJIEKTPOHHOIO TECTUPOBAHNS;
— KOHCYJIBTALIMM C MCIOJIb30BAaHUEM TEJIEKOMMYHUKAIIMOHHBIX CPEJICTB.

5. OueHka MIaHNpPyeMbIX pe3yJIbTATOB 00y4YeHHs

5.1. CucreMa oleHUBAHU A

dopMa KOHTPOJIA Makc. KoJiM4ecTBO 0217108
3a oany Bceero
padory

Texywuti KoHmponw.

- yuacmue 8 OUCKYCCUU U 8bINOJIHEeHUe 3A0AHUL Ha 10 b6annos 40 6annos

npakmu4yeCcKux 3anamusix

- mecm (memwl 4-T) 20 6annos 20 6annos
Ilpomescymounas ammecmayusi 40 6annos
(3auem)

HUmoeo 3a cemecmp (Oucyuniuny) 100 6annos

[TosydeHHBII COBOKYITHBIH pe3y/IbTaT KOHBEPTHUPYETCS B TPAJAUIIUOHHYIO IIIKATy OLICHOK U B
mIkany oneHok EBpornelickoit cucteMsl nepeHoca u HakoruieHus: kpenutos (European Credit
Transfer System; nanee — ECTS) B cOOTBETCTBHH ¢ TaOIUIICH:

100-6annpHas T [kana

Tikata pasuIMOHHAas [IKala ECTS

95 -100 A
OTIIMYHO

83-94 B

68 — 82 XOpO1LIO 3a4TEHO C

56 — 67 D
YJIOBJIETBOPUTENHHO

50 -55 E
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20-49

0-19

HCYAOBJICTBOPUTCIIBHO

HEC 3a4TCHO

FX
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5.2.KpnTeplm BBICTABJICHHUA OHCHKHU IO JUCHHUIIJINHEC

Bananl/
Ml kana
ECTS

Ouenka no
MUACHUTIIINHE

Kpurepuu onenku pe3yibTaroB 00y4eHHUs 110
AUCHUILINHE

100-83/
A,B

«OTIIUYHOY/

«3a4YTCHO
(oTnyHO)»/

«BaYTCHO»

BrictaBnsieTcst oOyuaromemycs, eciu oH riIy0oKo U
IIPOYHO YCBOMJI TEOPETUYECKUN U MPAKTHYECKUI
MaTepuai, MOXKET IIPOJEMOHCTPUPOBATh 3TO HA 3aHATUAX
U B XOJI€ TPOMEKYTOUHOH aTTeCTaI1H.

OO0yuaromuiicst HICYEPITBIBAOIIE U JIOTUYECKUA CTPOMHO
u3JlaraeT yudeOHbBIH MaTepral, yMeeT yBI3bIBaTh TCOPHIO C
MIPAKTUKOH, CIIPABJISACTCS C PEIICHUEM 3a/1a4
podecCHOHAIEHON HAIPaBICHHOCTH BBICOKOTO YPOBHS
CJIOXKHOCTH, MIPAaBHIFHO 000CHOBBIBACT MPUHSTHIC
pelICHHS.

CB0OOIHO OpHEHTUpPYETCS B y4eOHOM U
npodecCHOHAIBHON IUTEepaType.

Onenka no JUCIUILIMHE BBICTABIISAIOTCS 00y4yaroniemMycs ¢
Y4ETOM PE3YIBTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTallUu.

Kommnerennuu, 3akperiéHHbIe 3a TUCIUILUIMHOM,
chopMuUpOBaHBI HA YPOBHE — «BBICOKHII.

82-68/

«XOpouIoy/

«3a4YTEHO
(xoporo)»/

«BavyTCHO»

BricTaBisiercst oOydaromemycs, eCiiu OH 3HaeT
TEOPETHUYECCKUHN M TIPAKTUICCKUN MaTepHal, TPaMOTHO U TI0
CYIIECTBY M3JIaraeT ero Ha 3aHATHUSIX U B XOJIe
IPOMEKYTOUHOM aTTeCcTaIllH, HEe IOMYCKas CYIECTBEHHBIX
HETOYHOCTEM.

OOyuaromuiics IpaBUIbHO MPUMEHSET TEOPETUUECKHUE
II0JIO’KEHHUS IIPU PELLICHUN IPAKTUYECKUX 3a1a4
npo¢ecCHOHATBLHON HAMPABJIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIaZIEET HEOOXOJUMBIMHU U1 TOTO HaBbIKAMU
U IpUEMaMU.

JlocTaTo4HO XOPOIIO OPUEHTUPYETCS B YUeOHOH U
npogeccuoHaTBLHOMN IuTepaType.

OreHka 1Mo JUCHUIUIMHE BBICTABIIAIOTCS 00yJaroieMycs ¢
Y4ETOM PE3YJIBTATOB TEKYLIEH U IPOMEKYTOUHOU
aTTeCTalUu.

KOMHeTeHI_II/II/I, 3aerl’IJ’IéHHLIC 3a HHCHHHHHHOﬁ,
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Banasl/ Ouenka no Kpurtepuu oneHku pe3y1bTaToB 00y4eHHs 110
Ikana AUCHUILINHE AUCUHMIITIHHE
ECTS
c(OpMHUPOBAHBI HA YPOBHE — «XOPOLIHIA».
67-50/ «YIOBJIETBOPHU- BrictaBnsiercst oOyuaromemycs, €Ci OH 3HaeT Ha 0a30BOM
TEIbHOY/ YPOBHE TEOPETUUECKUI U ITPAKTUYECKUN MaTepual,
D.E JIOITyCKAeT OTAETbHBIE OMIMOKHU TPH €T0 U3JI0KEHUHU Ha
(3aTTEHO 3aHATHUSIX U B XOJIE POMEKYTOUHOH aTTeCTaIIH.
(ymoBneTBOpH-
TEJBHO)»/ OOyyaromuiics UCIIBITHIBAET OINpeIeEHHbIE 3aTPyAHEHUS
B IIPUMECHEHUH TEOPETHICCKUX TTOJIOKEHUH IPU PEIICHHH
(GAITEHOY MPAKTUYECKHX 3a/1a4 PO (ecCHOHATLHOW HATIPaBICHHOCTH
CTaHJAPTHOTO YPOBHS CII0KHOCTH, BIIAJICET
HEOOXOIMMBIMH ISl 3TOTO 0a30BBIMHU HABBIKAMH U
pUEMaMHU.
JleMOHCTpHUpYET TOCTaTOYHBIN YPOBEHDb 3HAHUS y4eOHOM
JUTEPaTyphl MO TUCHUTUIINHE.
Onenka no JUCIUILIMHE BBICTABISAIOTCSA 00y4yaroniemMycs ¢
Y4ETOM PE3YNIHTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTalllu.
Komnerenuuu, 3akpeniéHHble 3a AUCUUTIINHOMH,
chopMUPOBaHbI Ha YPOBHE — «I0CTATOYHBIN».
49-0/ «HEeynoBjIeTBOpUTE | BhIcTaBisieTcss oOydarmeMycs, eCiId OH He 3HAeT Ha
FEX JBHOY/ 0a30BOM ypOBHE TEOPETUUYECKUIN U MPAKTUYECKUI
' MaTepual, I0MycKaeT rpyobie OMHOKH MPH €ro
HE 3a4YTEHO

HN3JI0KCHHUH Ha 3aHATHUAX U B XOAC HpOMe)KYTO‘IHOﬁ
aTTeCTalu.

O6yqa10mnﬁc;1 HUCIIBITBIBACT CCpBé3HHe 3aTPYAHCHHS B
IMPUMCHCHHUH TCOPCTUYCCKUX IMOJIOKEHHU I IIpH PCIICHUU
IMMPAKTHUYICCKUX 3a4a4 HpO(l)CCCHOH&JIBHOfI HAIIPpaBJICHHOCTH
CTAaHAAPTHOTO YPOBHS CJIOKHOCTU, HC BJIIAZICCT
HCO6XO,Z[I/IMLIMI/I AJI 59TOIrO HaBbIKaMH U HpI/IéMaMI/I.

JleMoHCTpHpYeT (parMeHTapHble 3HaHUS y4eOHOM
JUTEPATYPHI MO JUCLUIUINHE.

OreHka 1Mo JUCHUIUIMHE BBICTABIIAIOTCS 00yJaroieMycs ¢
Y4ETOM PE3yJILTATOB TEKYILIEH U TPOMEKYTOUHOU
aTTeCTalUu.
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Baanbl/ Ouenka no Kpurtepuu onenkn pe3yibTaroB 00y4eHHUs 110
Mlkana AUCHUILINHE AUCHUILINHE
ECTS

Komnerennuu Ha ypoBHE «JIOCTATOYHBIN», 3aKpEIIIEHHBIE
3a JUCUUIUIMHON, HE C()OPMHUPOBAHEI.

5.3. OueHouynble cpeacTBa (MaTepuaJibl) ISl TEKYIIero KOHTPOJIS yCIeBaeMOCTH,
NPOMEKYTOYHOH aTTecTALMH 00y4YaroIUXCH M0 AUCHUIIUHE (MOOY10)

IIpumep TecToBOroO 3a1aHus

Bomnpoc 1

bnank mocTaHOBNEHHWsT B OpraHax MECTHOTO CaMOYIPaBJICHHs BKIIOYaeT B cels
CIIEAYIOIIAE PEKBH3HUTHI:

A) wu3o0paxkeHne repOa MYHHIIMIAIHHOTO OOpa3oBaHUs, MECTO JUIsl Pa3MEIICHHS
Ha3BaHUs BUJIA JIOKyMEHTA, MECTO JUUIsl TAThl K HOMEpa JOKYMEHTa, MECTO COCTaBJICHUS

b) nzo6paxenue repdba MyHULIMIIATHLHOTO 00pa30BaHusl, HANMEHOBAHUE OpraHa MECTHOTO
caMoynpaBJICHUA, MECTO I pa3MCHICHUA Ha3BaHUSA BHJA AOKYMCHTA, MECTO IJId OaTbl U
HOMepa JOKYMEHTa, CIIPpaBOYHbIE JaHHbIE 00 OpraHe MECTHOTO CaMOYIpPaBIECHUS

B) wu3oOpaxenwe repba MyHHIMNAIBHOTO O0Opa30BaHWs, HAUMEHOBAHHE OpraHa
MECTHOTO CaMOYIpaBJICHUs, HAaWUMEHOBAaHHME BHJA JTOKYMEHTa, MECTO JUIsl JaThl U HOMepa
JOKYMEHTa, MECTO COCTaBJICHHUS

I') u3obpakenune repba MyHHUITUTIATLHOTO O0Opa30BaHUs, HAUMEHOBAHHUE JOJKHOCTHOTO
JUIla MECTHOTO CaMOYIpaBJeHHs, HAMMEHOBaHHE BUJA IOKyMEHTa, MECTO JJISl IaThl U HOMepa
JOKYMEHTa, MECTO COCTaBJICHHUS

Bompoc 2

Buza o¢uimanbHOro JOKyMEHTa 3TO:

A) pEeKBU3HUT JOKYMEHTa, BEIPAKAIOIINI COTJIACHE WM HECOTTIACHS JOIKHOCTHOTO JIUIIA C
coJiepaHNeM JOKYMEHTa

b) maamuce Ha mokyMmeHTe, celaHHast TOKHOCTHBIM JIMIIOM M COZleprKalas IpUHATOS HM
penieHue

B) monnucanue nokymMeHTa €ro cocraBuTeIeM
Bompoc 3

B xakue PEKBU3UTEI JOKYMCHTA JJaTa BXOAUT KaK COCTaBHAaA 4acTh?

a) rpud yTBepKISHU B) IOAINCH
0) BHU3a COITaCOBaHMS T') PE3OITFOIHS
Bompoc 4

OO0mmit 671aHK TOKYMEHTa BKJIFOYAET B Ce0sl CIEAYIONINE PEKBUUTHI:

A) I/I306pa)KeHI/Ie rep6a, 3M6J'IGMLI, MECTO I pa3MCIICHUS Ha3BaHUA BUa JOKYMCHTA, MCCTO
JUIA JaThl 1 HOMEpa JOKYMEHTA, MECTO COCTABJICHU

B) I/I306pa)KeHI/Ie rep6a, 3M6J'IGMI>I, HAaUMCHOBAHUC OPraHrU3allv aBTOpPa, MECTO UIA pa3MCILICHU A
Ha3BaHHWA BUa JOKYMCHTA, MECTO IJIS1 AAaThl U HOMEpA JOKYMCHTA, MECTO COCTABJICHUA
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B) uzobpakenne repOa, SMOJIeMbl, HAUMEHOBaHHE OpPraHU3aLlMN aBTOPa, MECTO JJIsl pa3MeLleHUs
Ha3BaHUS BUJA JIOKYMEHTA, CIIPABOYHBIC JaHHBIC 00 OPTaHU3AIMH, MECTO /IS AaThl U HOMEpa
JOKYMEHTa, MECTO COCTABJICHHS

Bompoc 5

Kakwue u3 nepevncieHHbIX JOKyMEHTOB TPEOYIOT YTBEpKACHHS?
A) ycraB B) mratHoe pacnincanne B) mpukaszsr

I') noxmanneie 3anucku [) HOMKHOCTHBIE HHCTPYKIIUU

Bormpoc 6

Tumosoit popMyssip MpUKaza CONEPKUT CIEAYIONIE PEKBU3UTHI:

A) repb (aMONeMy), HAaMEHOBaHKE OpraHU3alUU-aBTOpa, CIPAaBOYHBIE JaHHBIE 00 OpraHU3allNY,
HAaMMEHOBaHUE BUJa JOKyMEHTa — IIPUKa3, AaTy, HOMEp, MECTO COCTaBJICHHSI, 3aTr0JIOBOK K TEKCTY, TEKCT,
MOJIITHCh, BA3BI COTJIACOBAHUS

B) rep0 (amOnemy), HauMeHOBaHNE OpraHU3AINN-aBTOPa, HAWMEHOBAHHE BUJA TOKYMEHTa —
MPHKa3, 1aTy, HOMEpP, MECTO COCTABIICHHS, 3aT0JIOBOK K TEKCTY, TEKCT, TIOJIUCH, BU3bI COTIACOBAHUS

B) rep6 (3m0Onemy), HauMeHOBaHNE OpraHU3AIMI-aBTOPa, HaWMEHOBAaHWE BUA JJOKYMEHTa —
MpHKa3, 1aTy, HOMEpP, MECTO COCTABIICHHS, 3aT0JIOBOK K TEKCTY, TEKCT, MOIUChH, TIeYaTh, BU3bI
COTJIaCOBAHUS

Bomnpoc 7
B opranax MeCTHOTO CaMOYIpaBJICHUS MOTYT IPUMEHSTh CIICAYIOIINE BUIBI OJaHKOB:
A) OmaHK MChMa b) 6:1aHK KOHKPETHOTO BUJIa JOKYMEHTA

B) Gnank riaBel MYHHUIIUITAIEHOTO 00pa30BaHUs

I') 6nank mocranoBneHus [IpaBuTenscTBa

Bomnpoc 8

K opraHuzanvoHHBIM JOKyMEHTaM, HCHOJb3yEeMbIM B JIEATEIbHOCTH OPraHoB
roCy/IapCTBEHHOTO U MYHULIUIIAIBHOTO YIPABICHUS, OTHOCATCS:

A) ycTraB oOpraHu3alyu 0) periiaMeHT TPEACTaBUTEIHLHOTO OpraHa B)
aJIMUHHUCTPATUBHBIA pErjiaMeHT T) MpUKa3 ) HHCTPYKIHS IO JEJIONPOU3BOJCTBY  €)
KOPHOpaTUBHBINA CTaHIAPT

Bomnpoc 9

brnank c wuzoOpaxenuem ['ocynmapctBenHoro rep6a Poccuiickoit ®enepanuu MOTYT
UMETh:

a) JIroOast opranu3anus, 3aperucTpupoBaHHas Ha Tepputopuu Poccuiickoit deaepanun

6) Hpe,[[CTaBI/ITeJ'ILHbIe U OpPraHru3allMOHHO-PACIIOPAAUTCIIBHBIC OpraHibl MCECTHOI'O
CaMOyIIpaBJICHUs

B) YupexxJeHus M opraHu3aiui, ykazaHuole B denepaibHoM KOHCTUTYIIMOHHOM 3aKOHE
«O T'ocynapctBennoMm rep6e Poccuiickoit deneparinm

r) VYupexJaeHMs M OpraHu3aluy, yka3aHHble B [IpaBwiiax JenonpousBOjCTBa B
(benepanabHbIX OpraHax UCHIOJHUTEIbHOM BIACTH.

Bonpoc 10

@3 “O mnopsake paccMoTpeHus oOpamieHuit rpaxaan Poccuiickoit denepauun”
periaMeHTHpPYET:

A. cpoku paccMOTpeHHs OOpalieHui Tpakaan

b. cpox perucrpanuu obparieHui rpaxian

B. HAaMEHOBAHMUS JIOJDKHOCTEH pAOOTHUKOB OpraHu3allud,  3aHMMAOLIUXCS
paccMoTpeHreM oOpalieHui
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I'.  cocraB peKBH3UTOB MHCEMEHHOTO OOpaIlleHus IPaXKTaHuHA

Bomnpoc 11

B cootBerctBum ¢ @3 “O mopsake paccMOTpeHus oOpamieHwii rpaxkiaad Poccuiickoit
®enepauyy’ yCTaHOBJIEHBI CIIEYIOLINE BU/IbI TMCbMEHHBIX 00paleHUI:

A. 1npemio)KeHue I'. pexomenpanus
b. xanoba B. 3asBienue
Bonpoc 12

@3 “O0 2MeKTPOHHOU MOAMUCH’ YCTAHABIMBACT CIIEAYIOIINE BUIbI MTOAMUCEH:

A) npocTast 37eKTpOHHAas! MOANKChH

b) kBanuduumpoBanHas ycuieHHas 31€KTPOHHas MOANUCH

B) 3amumiennas snekTpoHHas MOANKCH

I') ycunennast 3neKTpoHHas MOAINNCH

Bonpoc 13

TpeboBaHusi K CTPYKType TeKCTa M TOPAAKY pa3pabOTKU aJIMUHUCTPATUBHOTO
periamMeHTa U3JI0KEeHbI:

A. @3 “O06 obecnieueHHH JOCTyNa K MHGOPMAIUU O JIEATETLHOCTH TOCYIapCTBEHHBIX
OpPraHOB ¥ OPraHOB MECTHOTO CAMOYIPABJICHUS

b. ®3 “O6 nundopmanmu, THPOPMAITMOHHBIX TEXHOJOTUSIX U O 3aIIUTe HHPOpMAIUK

B. TIlocranoBnenue IIpaButensctBa PP “0 THIIOBOM periaMeHTE B3aMMOJIEHCTBHS
(dhenepanbHBIX OPraHOB MCTIOJHUTEIHHOM BIacTH

I'. @3 “O6 opranuzanuu MpeIoCTaBIeHNs FOCYIapCTBEHHBIX U MYHULIUNIAIbHBIX YCIYT”

Bomnpoc 14

CornacHo @3 “O06 o0mMX MPUHIKINAX OpTraHU3AIMA MECTHOTO caMmoympaBiieHus B PD”
rJ1aBa MyHHUIIMITAJILHOTO 00pa30BaHUs U3/IAeT:

A. IOCTaHOBJICHUS I'. ykasbl

b. pemenus J. mpukasbl
B. pacnopsixenust E. ykazanus
Bomnpoc 15.

Jliis oOMeHa TOKyMEHTaMu IpU MPEAOCTaBICHUN OCYAapCTBEHHBIX U MYHUIIUIAIbHBIX
YCIIYT B 2JEKTPOHHOU (popMe UCTIONB3YeTCs:

A. crCTeMbI MEKBEJIOMCTBEHHOTO JJOKYMEHTO000pOTa

b. pernonanpHebIi MopTai rocyAapcTBEHHBIX U MYHUIIUIIAIBHBIX YCIYT

B. cucrema MeXBeIOMCTBEHHOTO 3JIEKTPOHHOTO B3aWMOICHCTBUS

I'. cucrema 31eKTPOHHOTO TOKyMEHTO000pOTa

IIpuMepHBIii NepevyeHb BONPOCOB K 3a4eTy M0 BCeMy KypCy:

1. JIoKyMEHT U €ro MecTo B CUCTEME YIPaBJICHHUS.

2. IlpaBoBoe perynupoBaHHe BEACHHUS IEIONMPOM3BOJACTBA B (eAepalIbHBIX OpraHax
HCIIOJIHUTENBHOM Biactu Pocculickoit deneparuu.

3. IlpaBoBoe perynupoBaHue BeACHHUS JENOMPOM3BOACTBA B OpraHax MECTHOTO
camoymnpasienus Poccuiickoit denepanuu.

4. JlokanpHble HOPMATHUBHBIE aKThI, PETJIAMEHTUPYIOIINE IEIOMPOU3BOICTBA B OpraHax
rOCyJIapCTBEHHOTO U MYHULIUIIAIIBHOTO YIIPABJICHHUS.

5. IlpaBuna nenonmpousBoOACTBa i (hefepatbHBIX OPraHOB HCIOTHUTEIHHOW BIIACTH.

(CO,Z[Cp)KaHI/Ie, 3HAa4YCHHUEC 1 BO3MOKHOCTHU I/ICHOJ'IL3OBaHI/I${).
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6. MeTtoauueckie peKOMEHJIAIMK M0 pa3paboTKe MHCTPYKIHMHA MO JETONPOU3BOJICTBY B
(benepanbHBIX OpraHax HMCIOJHUTENBHOW BIAcTU (COAep)KaHWe, 3HAUCHHE M BO3MOKHOCTH
WCIIOJIb30BAHUS ).

7. MHcnonp3oBaHue OJaHKOB JUIsl JOKYMEHTHUPOBAaHUS JAEATEIBHOCTH OPIraHOB
roCylapCTBEHHOIO M  MyHUIUNaibHOro ympasieHus. CocTaB pPEKBU3UTOB  OJIAHKOB.
Krnaccudukarus 01aHKOB.

8. OpraHmzalmoHHBIC JTOKYMEHTHI, UX HCIOJh30BAHHWE B OpPraHax TOCYAapCTBEHHOTO U
MYHHMIMIIAIBHOTO YIPaBIEHUS.

9. PacnopsiauTenbHBIE TOKYMEHTHI, MX HCIIOJB30BAaHWE B OpraHax rOCYJAapCTBEHHOTO U
MYHHMIMIIAIBHOTO YIPaBIEHUS.

10. Opranmzamms paboTBl ¢ JOKYMEHTAaMH B OpraHax TOCYAapCTBEHHOTO W
MYHMIIMIIAJILHOTO YIPABICHUS (TEXHOJOTUYECKHE ITAIbI).

11. Opranuzamus CiayXObl JEJIONPOU3BOJACTBA B OpraHax TOCYAApCTBEHHOTO U
MYHHIIMIIAJILHOTO YIPaBIE€HUS HA COBPEMEHHOM JTarle.

12. Opranuzamus AeJ0npOU3BOICTBA B OpPraHax rocy1apCTBEHHOTO U MYHUIIMIIAIBLHOTO
yIpaBieHUs B JOPEBOJIIOLMOHHBINA IEPUO.

13. Opranuzamus AeI0npoU3BOICTBA B OpraHax rocyapCTBEHHOTO U MYHHUIIMIIAIBHOTO
yrpasiieHust B coBeTckuii mepuon (1917-1991).

14. Biusaue HOBBIX UWH(GOPMAIIMOHHBIX TEXHOJOTHH Ha JOKYMEHTAIMOHHOE
obecrnieyeHre B opraHax rocyJJapCTBEHHOTO U MYHUIIMIIAIBHOTO YIIPABIICHUS.

15. Cucrembl  JOKyMEHTalUuu, oOOpasymiolmuecs B JIEATEIbHOCTH  OPraHoB
rocy/1lapCTBEHHOTO Y MYHUIIUIIAIBHOTO YIIPaBICHHUS.

16. HudbopMalmOHHO-CIIPaBOYHbIE JOKYMEHTBI, HUX HCIOJIb30BAaHUE B OpraHax

roCcyaapCTBEHHOI'O U MYHUIUIIAJIBHOTO YIIPABJICHUS.

6. YueOHO-MeTOAUYeCcKOe U MH(OPMAIIMOHHOE 00ecTiedeHue TN CIIUTIINHbI
6.1. CHHCOK HCTOYHHMKOB U JIUTEPATYpPhI
HcTOYHNKH

OcHOBHBIE

Koucrutyuus Poccuiickoit @enepanuu

denepanbHbIi KOHCTUTYLHOHHBIN 3ak0H OT 25 aexadps 2000 r. Ne 2-®K3 «O ['ocynapcTBeHHOM repbe

Poccuiickoit ®eneparun» // C3 PD 2000, Ne 52 (Yacts 1), ct. 5021;
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@3 “O nopsake paccMoTpeHust oOpaieHuil rpaxnaan Poccuiickoit @eneparun” Ne 59-@3 ot
02.05.2006 // Poccuiickas razera Ne 95 ot 05.05.2006;

@3 “O6 uHpopmannu, HHGOPMAIMOHHBIX TEXHOJOTHIX U 0 3amuTe uHpopmanun” Ne 149-D3
ot 27.07.2006 // C3 P®. 2006 Ne 31. Ct. 3448;

@3 “O6 apxuBHOM nene B Poccuiickoit @enepammm’” Ne 125-D3 ot 22.10.2004 // Poccuiickas
rasera Ne 3614 ot 27.11.2004;

@3 “O06 obecriedeHnn nocTyna K MHGOPMAIUKM O JESTETBHOCTH TOCYJapCTBEHHBIX OPraHOB H
opraHoB MecTHoro camoymnpasieHus” Ne 8-®3 ot 09.02.2009 // Poccwuiickas razera Ne 25 ot
13.02.20009;

®3 “O0 o0mux MNpuHIMIAX OpraHu3alMi MECTHOro camoynpaieHuss B Poccuiickoit
@eneparun” Ne 131-®3 ot 06.10.2003 // C3 PP, 06.10.2003, N 40, ct. 3822;

@3 “O0 opraHuzanuy NPeAOCTaBICHHS TOCYJAPCTBEHHBIX M MYyHUIUMNANbHBIX ycayr” Ne 210-
@3 ot 27 urons 2010 // Poccutickas razeta Ne 5247 ot 30.07.2010;

Oenepanpubiii 3ak0H  oT 06.04.2011 No 63-®3 “O06 »snmexTpoHHOW moanucu’ (B ped. OT
01.07.2011 N 169-®3) // Poccuiickas razera Ne 5451 ot 08.04.2011.

ITocranoBnenue IlpaBurensctBa Poccmiickoit ®emeparmu ot 27 mekabps 19951, Ne 1268 «O6
VIIOPSIIOYCHUN W3TOTOBJICHHSI, HCIIOJIB30BAHUS, XPAaHEHWUS W YHUUYTOXKEHHS IedaTted W OJaHKOB C

BOCIIPOM3BEICHHEM rocyaapcTBeHHOro repda Poccutickoit @enepariuny // C3 PO, 1996. Ne2. Cr. 123;

[TocranoBnenue I[IpaButensctBa PO ot 19.01.2005 Ne30 «O TwumoBoMm periiaMeHTe B3aMMOICHCTBHS

(denepanbHBIX OPraHOB MCIIONHUTEIBHON BiacTu»// C3 P® 2005, Ne 4, ct. 305;

[HocranoBnenue IlpaBurensctBa P® ot 28.07.2005 Ne452 «O TumoBoMm periiaMeHTe BHYTpEHHEH

opranuzanuy (heneparbHBIX OpraHoB UCHOTHUTENbHOH BiacThy //C3 P® ot 01.08.2005 N 31 cT. 3233;

[locranoBnenme IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O6 yrBepxkaennn IlpaBun
JIENOTIPOU3BOJICTBA B (heiepallbHBIX OpraHaxX MCIIONHUTENBHOU BIacTny»// Poccuiickas razera Ne 4937 ot

24.06.2009.

[ToctanoBnenue [IpaButensctBa P ot 22.09.2009 No 754 “OO0 yTBep:KACHUU IOJIOKECHHS O
CHUCTEME MEKBEIOMCTBEHHOTO 3JIEKTPOHHOrO JokymeHTooOopora” (M3JIO) //  Poccuiickas
razera Ne 5007 ot 30.09.2009.

[Tocranosnenue IlpaButensctBa P® ot 08.09.2010 Ne 697 “O eauHoll cucreMe MEXBEIOMCTBEHHOI'O

anektpoHHoro B3aumonerictus” // // C3 Pd. 2010. Ne 38. Cr. 4823.

ITpuka3z MunkomcBszu Poccun ot 31.07.2014 Ne 234 «O06 yrBepxnenun IlpaBun okazaHus

yCIyT IOYTOBOM cBs3M» // «Poccuiickas razeray. Ne 299. 31.12.2014.

MCTO}_'[I/I"IGCKI/IG PEKOMCHAAUU 110 pa3pa60TKe I/IHCTPYKLII/Iﬁ no ACiIonpou3BOACTBY B (be}lepaHBHBIX

opraHax HCIIOJHUTENILHOM BIIACTH, YTBEP)KICHHBIE TpHKa3oM Pocapxusa ot 23 nekabps 2009 Ne 76.
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I'OCT P 7.0.97-2016. HatnonaneHslii crangapt Poccuiickoit @enepauun. Cucrema cTaHAapTOB
no  uHpopmanuu, OMOIMOTEYHOMY W HW3JaTelnbckoMy  aeny.  Opranm3annoHHO-
pacropsauTenbHas JOKyMeHTalus. TpedoBaHus K 0()OPMIICHHUIO JOKYMEHTOB.

I'OCT P 7.0.8-2013 [lenonpou3BOACTBO U apXuUBHOE /e0. TepMmunsl U onpeneneHus.- M.: UK

WznarenscTtBO cranaapTos, 2013.

I'OCT P 51511-2001 «ITeyatu ¢ Bocmpou3BeaeHHUEM TocyIapcTBeHHOro repda Poccuiickort deneparuu.
®opma, pasmepsl MW TexHUUeckue TpeboBaHus» (¢ m3Mm. Nel or 25.12.2002 Ne505-ct). - M.:

MznarenscTBO cranmaptos, 2001.

[lepeueHp THUNOBBIX YIPABIEHYECKHX APXUBHBIX JTOKYMEHTOB, 00pa3ylolInXcs B AEATEIbHOCTU
rOCYJApCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABICHUs U OPraHU3aldd, ¢ YKa3aHHEM
cpokoB xpaneHus. — M.: Pocapxus, BHUNIA/L, 2010.

JlonmoaHUTENbHBIE

I'enepanbhbiit permament. 1720 r. // TIC3 Poccuiickoii mnepun. Cobpanue nepeoe, T. VI, Ne 3534,
VYupexaenue s ynpasieHus ryoepanii Beepoccuiickoit umnepun // 1 TIC3, T.20, Ne14393.

Oomiee yupexxaearneMm Muauctepcets. 1811 1. // TIC3 1. XXXI, Ne 24686.

Jluteparypa

Ocnoenasn

1. beixoBa T.A., EmprimeBa E.M. [lemonpon3BoactBo: JIOKYMEHTH W TEXHOJNOTHH: YueOHOe mocodue-

puznep [OnexTporHbIi pecypc]. M.: PITY, 2014. — 300 c.

2. JIoKyMEHTallMOHHOE 00ECTICUeHHE yIpaBieHUs (JIeTOTMPOU3BOICTBO) : y4ueb. mocodue / T.A.
brixoBa, T.B. Ky3nenona, JI.B. Cankuna. — 2-e¢ usn., nepepad. u gon. — M. : HHDOPA-M,
2017. — 304 c. + [Jom. wmarepuanbl [OnekTpoHHBIH pecypc; Pexum moctyna
http://www.znanium.com]. — (Bsicmiee oOpazoBanue: bakanmaBpuar). - Pexxum agoctyma:
http://znanium.com/catalog/product/762591.

JonoiHUTeILHAS JTUTEpPaTypa

1. Hlysanosa, H. H. OcHOBBI 1e10npon3BOICTBA. SI3BIK CIIy>K€OHOTO JOKYMEHTA : YUeOHUK
U TPaKTUKyM A akagemuueckoro OaxanaBpuarta / H. H. IllyBanmoma, A. lO. MBanoBa ; monx
o6ur. pen. H. H. IllyBanoBoii. — 2-e uzna., mepepad. u non. — Mocksa : U3aarensctBo FOpaiir,
2018. — 428 c. — (Cepus : bakanaBp. Akagemuueckuii kypc). — ISBN 978-5-534-10848-4. —
Tekcr : anexrponnsii / DBC IOpaiit [caiit]. — URL: https://biblio-online.ru/book/osnovy-
deloproizvodstva-yazyk-sluzhebnogo-dokumenta-439062.

2. Sukouy, . A. Jlenompous3BoACTBO B KaJpoBOi ciyxOe [DNeKTpoHHBIH pecypc] :
yueOnuk / L. A. SIlnkoBud. — Mocksa : FOuutu-/lana, 2015. — 161 c. — bubnuorp.: c. 112. — Pexxum
nocryma: http://biblioclub.ru/index.php?page=book&id=119021. — 3aru. ¢ 5kpaHna.



http://znanium.com/catalog/product/762591
https://biblio-online.ru/book/osnovy-deloproizvodstva-yazyk-sluzhebnogo-dokumenta-439062
https://biblio-online.ru/book/osnovy-deloproizvodstva-yazyk-sluzhebnogo-dokumenta-439062
http://biblioclub.ru/index.php?page=book&id=119021
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6.2. IlepeyeHb pecypcoB HMH(POPMALHOHHO-TEJIEKOMMYHUKANMOHHOH  CceTH

«HuTepHeT

Ilepeuens 0a3 pannbix (B/]), MHpOpMALMOHHO-CIIPABOYHbIE U IOHCKOBBIE CHCTEM
(MUCC) (2020 romx)

Norn
/1

HaunmenoBauue

1

Mesxnynapoanbie pedeparuBHbie HaykoMeTpuueckue bJl, moctymHabie B paMkax
HaMoHaILHOH mmoanucku B 2020 r.

Web of Science

Scopus

[Tpodeccrnonanpabie moaHOTEKCTOBBIE BJI, TOCTYMHBIE B paMKax HAIIMOHATILHON
noanucku B 2020 1.

XKypuansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

XKypuansr Taylor and Francis

[TpodeccrnonanpHbIe MOTHOTEKCTOBBIE BJ]

JSTOR

I/IS,Z[aHI/Iﬂ 110 O6H_ICCTBCHHI)IM U T'YMAaHHUTApHbIM HayKaM

Dnexrponnas 6ubmuoreka Grebennikon.ru

KomnbroTepHbie cripaBOYHbIE TPABOBHIE CUCTEMBI
Koncynperant Iloc,

I'apanT

7. MatepuajibHO-TeXHUYECKOe oOecneyeHne JUCHUNIUHbI

I[J'IH oOecrneyeHus AUCHUILIMHBI HCIIOJB3YCTCA MATCPHAJIbHO-TCXHHYCCKAA

06a3za 00pa3oBaTEIBLHOTO YUYPEKICHHUSA: Y4YEOHBIE ayIUTOPHH, KOMITBIOTEPHBIC

KJIacChl ¥ Hay4yHas oubnuorexa PITY.

Hepeuens 11O

Nenr

Haunmenosanue 110 [IpoussBoaurens Cnoco6
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/m pacrpocTpaHeHHs
(ruyenzuonnoe unu
c80000HO
pacnpocmpamnsiemoe)
1 Adobe Master Collection CS4 Adobe JMLIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3 Windows 7 Pro Microsoft JTUICH3NOHHOE
4 AutoCAD 2010 Student Autodesk cBOOOTHO
pacupocTpaHsieMoe
5 Archicad 21 Rus Student Graphisoft cBO0OTHO
pacupocTpaHsieMoe

6 SPSS Statisctics 22 IBM JTUIEH3NOHHOE
7 Microsoft Share Point 2010 Microsoft JIMIEH3UOHHOE
8 SPSS Statisctics 25 IBM JTUICH3NOHHOE
9 Microsoft Office 2013 Microsoft JIMIEH3UOHHOE
10 OC «AnbT O6pazoBanue» 8 000 «bazanst CIIO | auiieH3NOHHOE
11 | Microsoft Office 2013 Microsoft JIMIEH3UOHHOE
12 | Windows 10 Pro Microsoft JIMIEH3UOHHOE
13 | Kaspersky Endpoint Security Kaspersky JIMIIEH3HOHHOE
14 | Microsoft Office 2016 Microsoft JIMIEH3UOHHOE
15 | Visual Studio 2019 Microsoft JIAIIEH3UOHHOE
16 | Adobe Creative Cloud Adobe JIUIIEH3UOHHOE
17 Zoom Zoom JIMLIEH3UOHHOE

8. OOecneuenue 00pa3oBaTEILHOIO MpOIECCA IS JIMI C OTPAHUYCHHBIMH
BO3MO’KHOCTSIMH 310POBbSI

B xome peanmmzanuu  AUCHUIUIMHBI  MCIOJB3YIOTCS — CIEIYIOIIUE
JOTIOJTHUTENIbHBIE METOAbI OOY4YeHMs, TEKYyIIero KOHTPOJIS YCIEBAeMOCTH U
MPOMEXKYTOYHOM  aTrTecTallud  OOYy4YarolUXCd B 3aBUCUMOCTH  OT  HX
WHJIMBUYaJbHBIX OCOOCHHOCTEH:
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® IS CIIEMBIX U CIa00BUIAIINX:

- JeKuuu O(QOpMIIAIOTCA B BHJE SJIEKTPOHHOIO JOKYMEHTA, JOCTYIHOTO C
MTOMOIIIBI0 KOMIIBIOTEPA CO CIEIUATN3UPOBAHHBIM MPOTPAMMHBIM 00ECIIEYEHUEM;

-  NHUCbMEHHBIC  3a/JaHUs  BBIMIOJHSIOTCS  HA  KOMIIBIOTEpE  CO
CHIEUATIM3UPOBAHHBIM MPOTPAMMHBIM 00€CTICUCHHEM, WIIU MOTYT OBITh 3aMEHEHBI
YCTHBIM OTBETOM;

- o0ecreunBaeTCcsl UHIUBUIyAIbHOE paBHOMEpHOE ocBelieHue He meHnee 300
JIIOKC;

- I BBINIOJIHEHUS 3aJlaHUsl TIPU  HEOOXOIUMOCTH  MPEIOCTABISCTCS
yBEJIUYUBAIOIICE YCTPOUCTBO; BO3MOXKHO TAaKXe HCIIOIb30BaHUE COOCTBEHHBIX
YBEJTUYUBAIOIIUX YCTPOICTB;

- MUChbMEHHBIE 3a/1aHUsI ODOPMIISIOTCS YBEIUUCHHBIM HIPUPTOM;

- JK3aMeH W 3a4€T MPOBOJATCS B YCTHOM ¢OpMe WM BBHITIOJHSIOTCS B
MUCbMEHHOM (hopMe Ha KOMITbIOTEpE.

® IS TIIYXUX M CIaOOCIBIIIAIINX:

- JeKnuu  oQOpPMISIIOTCS B BHUAE OJICKTPOHHOTO JOKyMEHTa, JIMOO
PEIOCTABIISICTCS 3BYKOYCHWJIMBAIOIIASI ammaparypa WHIMBUIYaJIbHOTO
I0JIb30BAHMS;

- MIICbMEHHBIE 33JIaHUS BBITIOJIHIIOTCS HA KOMITBIOTEpE B MUCbMEHHOU (hopMme;

- DK3aMeH M 3a4€T MPOBOJATCA B MHUCHBMEHHON (QopMe Ha KOMIIBIOTEpE;
BO3MOKHO MPOBECHUE B (OpME TECTUPOBAHUSI.

® IS JIWII C HAPYIIEHUSIMUA ONIOPHO-/IBUTATEILHOTO anmapara:

- JeKuuu O(QOpPMISIOTCS B BUJIE DJIEKTPOHHOTO TOKYMEHTA, JOCTYITHOTO C
MOMOIIBI0 KOMITBIOTEPA CO CHEIUATU3NPOBAHHBIM MPOTPAMMHBIM 00€CTIeUeHUEM;

- TUChMEHHBIE  3aJaHUsl  BBIOJHSIOTCSA  HA  KOMIIBIOTEPE  CO
CHEIUATM3UPOBAHHBIM ITPOTPAMMHBIM 00€CIICYECHUEM;

- O9K3aMEH W 3a4éT TPOBOIATCS B YCTHOM (OpMe WM BBITIOIHAIOTCS B
MUCHhMEHHOM (hopMe Ha KOMITBIOTEPE.

[Ipu HeoOXOmMMOCTH TpEAyCMATPUBACTCS YBEIWYEHUE BPEMEHM s
MOJITOTOBKHU OTBETA.

[Iponienypa mpoBeaeHUs: MPOMEXKYTOUHOM arrecTauuu sl 00ydarouuxcs
yCTaHABIMBAETCS €  Y4E€TOM UX  HMHIUBUIYAIbHBIX  MCUXO(DHU3NUYECKHUX
ocobenHocteil. [Ipomexyrounas arrecTanus MOXKET MPOBOJUTHCS B HECKOJIBKO
ATaMoB.

[Ipu mpoBemeHWHM TPOUEAYPHl OICHUBAHWS  PE3YJIbTATOB  OOyUCHHUS
MpeIycMaTpruBaeTCs MCIOIb30BaHNE TEXHUYECKUX CPEICTB, HEOOXOUMBIX B CBSI3H
C WHIUBUIYaTbHBIMU OCOOCHHOCTSMH OOyYarOIMUXCs. DTU CPEACTBA MOTYT OBITH
MPEAOCTABICHbl YHUBEPCUTETOM, WM MOTYT HCIOJIb30BaThCsi COOCTBEHHbIE
TEXHUYECKHUE CPE/ICTBA.

[IpoBenenue npoueaypbl OIIEHUBAHUS PE3YJIbTATOB OOYUYEHUSI TOMYCKAETCS C
MCIIOJIb30BAaHUEM JUCTAHIIMOHHBIX 00pPa30BaTEIbHBIX TEXHOJIOT UM,
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ObecneunBaeTcss JOCTYNl K HMHPOPMALMOHHBIM M OuOIMOrpaduyeckum
pecypcam B cetu WMHTepHeT nns  Kaxaoro oOydaromierocss B - (opmax,
aJanTHPOBAHHBIX K OTPAHMYCHUSM X 3/I0POBbSI M BOCTIPUATHS HH(POPMAITUH:

® JJIs CIIETBIX U CIIA00BUIAIINX:

- B IEYaTHOM (popMe yBEIMUEHHBIM MIPUDTOM;
- B popMe AIIEKTPOHHOrO TOKYMEHTA;

- B popme aynuodaiina.

® Uil TIYXUX U c1abOCbIIIAIINX:

- B ie4aTHOU opme;

- B popMe PIIEKTPOHHOTO IOKYMEHTA.

e JuIsi OOyYaloLIMXCs C HApYIICHUSIMU OTIOPHO-/IBUTAaTEIBHOTO anmnapara:
- B ie4aTHOU opme;

- B popMe AIIEKTPOHHOTO TOKYMEHTA;

- B popme aynuodaiina.

VY4eOHble ayaUTOPUU [IJIi BCEX BHUJOB KOHTAKTHOM M CaMOCTOATEIbHOMN
paboThl, HayyHas OMOIMOTEKAa W HMHBIE MOMENICHUS [JIsi OOY4YeHHsS OCHAICHBI
CHelUalbHbIM  000pYJOBaHMEM U Y4YEOHBIMM MECTaMH C TEXHUYECKUMHU
CpeaCTBaMU OOyUYCHHS:

® IS CJICTIBIX U CJTA00BUIAIINX:

- YCTPOMCTBOM JIJIs1 CKaHUpOoBaHUs U uTeHus ¢ kamepoid SARA CE;

- nuciieeM bpaiing PAC Mate 20;

- npuntepoM bpaitns EmBrailleViewPlus;

® IS TIYXHUX U CIa0OCIBIIIAIINX:

- aBTOMATHU3UPOBAHHBIM PAbOYMM MECTOM JIJIsI JTIOJIEH C HApYIICHHEM CllyXa U
cJ1a0O0CIIBIIIAIIHX;

- aKyCTUYECKUM YCUIIUTENb U KOJIOHKHU;

e JIsi OOY4aIOIIMXCS C HAPYIICHUSIMU OTIOPHO-/IBUTATEIBHOTO anmapara:
- IepEABMKHBIMU, PETYIUPYEMBIMH dproHoMuueckumu mapramu CU-1;
- KOMIIBIOTEPHON TEXHUKOM CO CHEIHAIbHBIM IPOTPAMMHBIM 00€CIICUEHUEM.

9. MeToanueckue MaTepuabl

9.1. IInaHbl NIPAKTHYECKUX 3AHATHI

Tema 1
Tema 4. (2 yaca) CoBpeMeHHbI¢ HOPMATHBHbIC IPABOBbIC AKThI, peryJIHpyloLue
AeATEJBbHOCTb rOCY1aPCTBEHHBIX H MYHHIHMIIAJIbHBIX OPraHOB.

dopma npoBeieHUs — JUCKYCCHS
CryneHThl M3y4arOT COBPEMEHHBIE HOPMATHBHBIC aKThI, PErIIAMEHTHUPYIONIHE JOKYMEHTHPOBAHHUE
YIIPaBJIEHYECKOH JIESITENBHOCTH B OpraHax rocyAapcTBEHHOTO U MYHHUIMIIAIBHOTO YIPABIICHUSI.

1. Yem pasnuvaroTcs o0mui OJlaHK M OJaHK MUChMa, OJJAHK KOHKPETHOTO BUA JOKYMEHTa?
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2. Kakue Bumpl OGIAaHKOB NPUMEHSIOTCA B OpraHaX TOCYJAapCTBEHHOTO H MYHMIIMIIATEHOIO
yIIpaBJICHUS?
3. KakoB COCTaB PEKBH3HTOB JIOKYMEHTOB, MPHMEHSAEMBIX B OpPraHaX TIOCYJapCTBEHHOTO M

MYHUIUTAJIBHOTO YIPABICHUS ?

4. KaxoBbl TpeGoBaHHS K ODOPMICHHIO PEKBH3HTOB JOKYMEHTOB?

Tema 5. (2 waca) Opranmsanus CJay;k0bl /JeJONPOU3BOACTBA B TIOCYJapPCTBEHHBIX H
MYHMUIMIAJIbHBIX OPraHax v perjiaMeHTanus ee AeATeJbHOCTH.

®opma npoBeeHHUs — IUCKYCCHS

CTyneHThl W3YYarOT NPEJIOKEHHBIC MPEroaBaTejeM OpPTraHU3allMOHHBIE CTPYKTYPHI CITYXKO
JIETOTIPOU3BOJICTBA, MOJOKEHUS U JIOJHKHOCTHBIE MHCTPYKIIMU COTPYIHHKOB M TOTOBSIT OTBETHI
Ha KOHTPOJIbHBIE BOIIPOCHI

Bomnpocsr:

1. TunoBsie HANMEHOBAHUS W OPTaHU3AIMOHHAS CTPYKTYpa CIIY>KOBI JISITIOTPOU3BO/ICTBA B
opra"ax rocyJapCTBEHHOI'0 U MyHHUIIUIIAJIBHOTO YIIPABJICHUS.

2. OCHOBHBIE IIEJIN U 33/Ia4H CITYXOBI JISJIONIPOM3BO/ICTBA B OpraHax rocyIapCTBEHHOTO U
MYHULUNAIBHOTO YIIPABIICHUS.

3. JIOJDKHOCTHOM M YMCJICHHBIA COCTAaB CITYKOBI JIETONPON3BOJICTBA B OPraHax

roCy/1apCTBEHHOTO U MYHULIUIIAJIBHOTO YIIPaBICHUS.
4. PernmameHTalus JIESTEIBHOCTH CIYKObI AETOMPOU3BOJCTBA B JIOKAJIBHBIX HOPMATHBHBIX

aKkTax opraHa rocyJapCTBEHHOTO M MYHHUIIUIIAIBLHOTO YIPaBICHUSI.

Tema 6 (8 yacoB). Buabl JOKYMEHTOB M CHCTEMbI JOKYMEHTAIMH, CO31aBaeMble B
NesiTeJIbHOCTH OPTraHOB roCyIapCTBEHHOI0 H MYHHIIMNIAJILHOTO YIIPABJIEHUsI.

3aHaTue IIPOBOAUTCS C UCIIOJIb30BaHUEM KeﬁC'MeTO,Z[a. CTy,Z[eHTBI U3ydaroT o6pa3u51
JOKYMCHTOB U aHAJIMU3UPYIOT IIPABUJIBHOCTD UX O(bOpMJ'IeHI/IH.

Ha ocnHose MMpCIJIOKCHHBIX IIPCII0JaBaTCICM CI/ITyaI_II/Iﬁ CTYACHTBI CAMOCTOATCIIBHO COCTABJISIFOT
IIpUKa3bl, IIPOTOKOJIBI, PACIIOPAKCHUA, ITIOCTAHOBJICHUA, PCIICHUA, O6paH_IeHI/IH rpaxiaadH u
OTBCThI HAa HUX.

Bomnpochi:

1. Bujasl JOKyMEHTOB, U3[JaBa€MbIX OpraHaMM rOCYJapCTBEHHOI'O M MyHHUIUIIAIBLHOTO
yIIpaBJICHUS.

2. Ponb cucteMsl OpFaHI/I3aHHOHHO'paCHOPHHHTeHBHOﬁ JAOKYMCHTAIIUU B NCATCIIBHOCTHU.
OpraHoB IroCyJapCTBEHHOI'O 1 MYHUIUIIAJIBHOT'O YIIPABJICHUS.

3. Hcnoawp3oBaHue OJaHKOB U IIA0JIOHOB U OJICKTPOHHBIX JOKYMCHTOB B ACATCIILHOCTHU.
OpraHoB roCyJapCTBECHHOI'0O 1 MYHUIUIIAJIBHOTI'O YIIPABJICHUS.

CocTaBHTH OCTAHOBJICHHE 11O CJIeAyIONIel YIPABJICHYeCKOH CUTyalluu:

Curyanus Ne 1

[MoarotoButs moctaHoBneHue [maBel Topoma JlbiTkapuHo MoCKOBCKO# oOnacTu,
MOCBAIICHHOE TPOBEACHUIO MYONWYHBIX CIyIIaHUW 1Mo Tpoekty WM3menenwit B I[IpaBuia
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3€MJICNIOJIb30BAHUS M 3aCTPOMKH ropoickoro okpyra JIeitkapuno. IlocraHoBieHue noanucaHo
I'maBoit myHunmmansHOTO OOpaszoBanusi 15 centsOps 2018 roma m 3apeructpupoBaHo 3a Ne
924n.

[TyOnmuunbie ciymanust Oymyt mpoBeneHbsl 19 nHosOps 2018 B 11 00 mo ampecy r.
JIeitkapuno, yia. CadponoBa, 1. 2a. Heobxoammo coriiacoBatb COCTaB OPrKOMHTETa 10
IIPOBEJICHUIO MYOJIMYHBIX CIOylIaHuM coryacHo mnpuioxeHuto Nel. HeoOxoaumo ycTaHOBUTH
MECTO O3HAKOMJIEHHS C MarepuajaMu IyOJIMYHBIX ClylmlaHud 1o npoekty W3meHenuii B
[IpaBuia 3eMienoJsb30BaHUsA M 3aCTPOMKHM TOPOJCKOro OKpyra JIbITKapuHO IO ajpecy T.
JIsiTkapuHo ya. IlepBomaiickas n. 7 ka0. Ne 28. Marepuansl OyAayT MAOCTYIHBI s
o3HakomiieHus ¢ 04.11.2018 mo 18.11.2018 ¢ 9 00 no 18 00 (moHEnEeNbHUK-YETBEPT).

YCTaHOBHUTH CPOK MOJA4YM NPEIIOKECHUM M PEKOMEHAALMM 1O NpoekTy M3meHeHui B
[IpaBuna 3emienosib30BaHusl M 3aCTPOMKU TOPOACKOro okpyra JIbITKapuHO B OPrKOMHUTET C
04.11.2018 mo 18.11.2018 mo anmpecy r. JIsiTkapuno yi. [lepBomaiickas m1. 7 kab. Ne 28.

JlanHoe mnocrtaHoBiIeHHME M TpoeKkT M3menenuint B IlpaBwiia 3eMienosib30BaHus M
3aCTPOMKH TOPOJCKOTO OKpyra JIBITKApUHO JOKHBI OBITH OMYOJIMKOBAaHBI B Ta3eTe
“JIpITKapUHCKHEBECTH W pa3MelleHbl Ha oduIuanbHOM caiite ropoja JIeITkapuHO B ceTH
“UuTeprer”. KOHTpOJb HCIOJHEHMS TOCTAHOBIIEHUs Bo3naraerca Ha llepBoro 3amecturens
I'maBer Aqmunuctpanuu r. JIsitkapuno B.B. Jlynenko.

CocTaBUTh penieHHe MO CJAeAYOIeH YIIPABJIeHYEeCKON CUTyalluu:

3aganue 1.

22 oxtsa6ps 2018 roma CosetoM aemyraToB PameHckoro MyHHITMTIATBHOTO palioHa
MockoBckoil o0mactu ObUIO TMPUHATO pEUICHHE O Ha3HAYEHHWU Ha JOJDKHOCTh PYKOBOIUTENS
agMuHucTparuu Pamenckoro MysumunansHoro paiioHa MockoBckor obOmactu [Ipokodbpera
E.B. B coorBerctBUM C YcraBoM PamMeHCKOro MyHUIIMNAIBHOTO pailoHa W pEeHIeHUEM
KOHKYPCHOM KOMMCCHM 1O NMPOBEJCHUIO KOHKYpCAa Ha 3aMEIIECHHUE JIOJKHOCTH PYKOBOJWUTENS
agMuHUCcTparuu Pamenckoro MyHununaibHOro paiioHa MockoBckoi obmactu ot 20 oKTsaOps
2018 roma Ne 25.

I'maBe PameHckoro myHuiumnansHoro paiiona Jlemuny B.dD. HeEoOXOIMMO 3aKIHOYHTH
KOHTPAaKT C pYyKOBOJAMTENIEM aJIMUHHMCTpauuu PameHckoro MyHHIMIANBHOTO paioHa
Mockosckoit obmactu IIpokodreBbiMm EBrenmem BacumbeBuuem c 23 oktsaops 2018 rona
coryiacHo opMme, corslacoBanHOM ¢ I'ybepHaTopoM MOCKOBCKOM 00J1acTH.

Heobxomumo Takxke omyOnMKOBaTh JAaHHOE PELICHHUE B OOIIECTBEHHO-TIOJIUTUYECKOM
razere PaMeHckoro MyHHIMOAIbHOTO paifoHa “PoaHuk” W pa3MecTuTh Ha O(UIHMATHHOM
WNHurtepHer-caliTe agMUHUCTpaLMK PaMEHCKOro MyHULIMITAJIBHOTO pailoHa.

Kontponbs Bo3naraercs Ha 3amectutens ['aBpl PaMEeHCKOTO MyHUIMIIAIBHOTO paiioHa
B.B. BanoBa. Pemenne noanucain ['naBa Pamenckoro mynunumnansHoro paitona B.®. /lemun.

Tema 7. (2 waca) Opranusanus padoTbl ¢ JOKYMEHTAMH B OPraHax rocy1apcTBeHHOI0 U
MYHHIHMIIATbHOTO YIIPABJICHUSA

®opma npoBeeHNs — IUCKYCCHS

Ha ocHOBe npeioKeHHBIX TPENOJaBaTeIEM HUHCTPYKIMM 110 AE€JIONPOU3BOICTBY CTYAEHTBI
CaMOCTOSITEJIbHO COCTABJISIFOT OCHOBHBIE TEXHOJIOTUYECKHE 3TAIBl Pa0OTHI ¢ JOKyMEHTAMU U
JIal0T UM KPATKYIO XapaKTEePUCTHKY.

Tema 8. (2 yaca) HoBbie nH(pOpManMOHHBIE TEXHOJIOTHH B JIOKYMEHTAHOHHOM
olecre4eHNH AeATeJIbHOCTH OPTaHOB IOCYyJaAPCTBEHHOI0 1 MYHMIIMIIAJILHOTO YIIPABJICHHUS
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dopMa npoBeeHUs1 — TUCKYCCHS
CryneHTsl M3y4alOT O(QUIMATbHBIE CAWTHI Pa3IMYHBIX MYHUIUIATBHBIX 00pa3oBaHUU W
3aKOHO/IaTeNbHbIE aKThl PD 1 rOTOBST OTBETH HA KOHTPOJIBHBIE BOMPOCHI
Bomnpochsr:

1. Pernamenranus npeoCTaBI€HUs MyHUIIMNIAIBbHBIX YCIYT B AJIEKTPOHHOU (hopme B D3
“O0 opranu3aluy OpeaOCTaBICHUS TOCYAAPCTBEHHBIX U MyHUIIUIAIBHBIX YCIYT .

2. AIMUHHCTpAaTHUBHBIC PETJIAMEHTHI U CTAaHAAPTHI IPEIOCTABIICHHUS TOCYIAPCTBEHHBIX U
MYHHUIMIAIBHBIX YCIYT B 3JIEKTPOHHOU opMme.

3. B03MOXHOCTH 3JIEKTPOHHOTO B3aUMOJICHCTBHUS MKy OPTaHaMH TOCYIapCTBEHHOTO U
MYHULUIAIBHOTO YIPABIECHUs, OPraHU3aLUsIMU U 3asBUTEIISIMH.

4. Opranuzanus paboThl AEKTPOHHON MPUEMHOM B OpraHax rocy/1lapCTBEHHOTO U
MYHUIIMIIAJILHOTO YIIPABICHUS.
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Ipunooicenue 1
AHHOTAIUSA JUCHUITJINHBI

JucnunnuHa «Jlemonpous3BOACTBO B OpraHax IOCYJApCTBEHHOTO M MYHMIIMIIAIBHOTO
YIIPABIICHU SIBISETCSA YacTh0 0a30BOTO IMKJIA AUCIUIUIMH y4eOHOIO IJIaHa MO HAINPaBJICHHUIO
MOATOTOBKH «[ 0CyapcTBEHHOE W MYHHIIMIIAIBHOE yrpaBieHue». Peannsyercs Ha dakynpTere
JOKYMEHTOBEJECHHUSI M TEXHOTPOHHBIX  apXUBOB  Kadeapoll  JIOKyMEHTOBEAEHHS,
ayJTMOBU3YaAJIbHBIX M HAYYHO-TEXHUYECKUX apXUBOB.

Henp nucuumuiMHbl — U3ydeHHE OCOOEHHOCTEH BeAEHHUs AENONPOM3BOACTBA B OpraHax
roCy/lapCTBEHHOIO M MYHHUIUIAIbHOIO YIpaBieHUs Ha 0a3e COBPEMEHHBIX HOPMATUBHBIX
MIPaBOBBIX AKTOB.

3ajauu AUCIUIUIMHBL COCTOST B CIEIYIOIIEM:

- U3y4EHHE OpraHU3alMM JEJONPOU3BOJACTBA B OpraHax roCylIapCTBEHHOIO M MECTHOTO
YIIpaBJICHUS JOPEBOIIOLMOHHON Poccuu;

- U3y4EHHE COBPEMEHHOM IPABOBOM pErilaMEeHTALMY OPraHU3aluu JEJIONPOU3BOJICTBA B
OpraHax rocyJapCTBEHHOTO U MyHUIIUIIAJILHOTO YIIPAaBJICHHUS,

- U3yYeHHE BHJIOB JOKYMEHTOB, CO3/1aBa€MbIX B OpraHax TIOCYJapCTBEHHOTO H
MYHHIIMIIAJILHOTO YIpaBieHHs, 0cOOEHHOCTEH nX 0(OpMIICHHS U TPUMEHEHUS;

- M3y4YeHHE OCOOEHHOCTEHl opraHu3auuud paboThl C JOKyMEHTaMH B OpraHax
rocy/1apCTBEHHOTO U MYHUIUNAILHOTO yIpaBJeHHUs, (dbopMupoBanue CITY>KOBI
JIeJIONPOU3BO/ICTBA;

- HU3Y4YCHHUC BJIMAHHA HOBBIX I/IH(l)OpMaI_II/IOHHBIX TEXHOJIOTHH Ha JOKYMCHTAIIMUOHHOC
obecneyeHue ACATCIIBHOCTH OPraHOB IroCyJapCTBCHHOI'0O U MYHUIIUIIAJIBHOTI'O YITPABJICHUS.

JucuumnnuHa (MOyIb) HanpaBlieHa Ha (OPMUPOBAHUE CIEAYIOUIUX KOMIIETEHITHI:

e OIIK-4 - ctocoGHOCTb OCYIIECTBIIATH A€I0BOE OOMIEHNE U IyOJIUYHOE BBICTYIUICHUS,
BECTU TEPErOBOPHI, COBELIAHMS, BECTU JEJIOBYIO MEPENHUCKY M TMOIJIEPKUBATH SJIEKTPOHHBIC
KOMMYHHKAIIHH;

e [IK-8 - cnmocoOHOCTh MpUMEHSATH HHGOPMAITUOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHU
B NpodecCHOHANbHONW [EATENIbHOCTH C BUICHHMEM HX B3aUMOCBS3ed U  IEPCHEKTUB
HCTOJIb30BAHUS.

B pe3ynbraTe 0CBOCHHUS AUCHUILTMHBI (MOTYIs) 00yUaroIUACs T0JKEH:

3namy:

- 0cOOCHHOCTH TpoBeeHHs MyOnnuHbIX MeponpusTuii (OI1K-4);

- OpraHM3alUI0  JIOKyMEHTALMOHHOTO  OOeCledYeHuss  JAEATEIIbHOCTH  OpraHoB
rOCYyJapCTBEHHOTO W MYHUIMIAJILHOTO VYIPAaBJIECHUS B YCIOBHUSAX MPUMEHEHHs HOBBIX

UH()OPMaIIMOHHO-KOMMYHHUKAIIMOHHBIX TexHoyoru# ([1K-8).
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Ymems:

- BECTH JICJIOBYIO TIEPEIUCKY H MOJUICPKUBATh AIEKTpOHHbIe KoMMyHHKanuu (OI1K-4);

- IpPUMEHSTh  HOBblE  HMH(OPMALHMOHHO-KOMMYHUKALIMOHHBIE  TEXHOJOTMU B
JIeJI0ONPOM3BO/ICTBE OPraHOB TOCYIAPCTBEHHOTO ¥ MyHUIMNAIBLHOTO yripasienus (ITK-8).

Braoemy:

— HaBBIKAMH MPOBEACHUS MyOIHYHBIX MEPONPUATHA W (POPMUPOBAHHS IIEKTPOHHBIX
KOMMYHHMKAIMI C MCIOJb30BAaHHUEM COBPEMEHHBIX TEXHOJOTHUH YIpaBieHMs JOKyMEHTaluen
(OIIK-4)

- COBPEMEHHBIMH TEXHOJIOTUSMH yrpaBieHus nokymenrtaiueit (ITK-8).

[lo nucruminHe (MOAYMIO) MNpPEeAyCMOTpEHa NPOMEXKYTOUHasl aTTecTalus B ¢dopme
3a4era.

PaGoueit mporpammoii peaycMOTPEHbI CIIEAYIONE BUbI KOHTPOJIS: TEKYIIUI KOHTPOJIb
yCIIEBa€MOCTH B (JOPMeE ONPOCOB, TECTA, IPOMEXKYTOUHAsI aTTecTalus B (popMe 3adera.

OOmast TpyJOEMKOCTb OCBOECHHS JUCLMIIIMHBI (MOAYJS) COCTaBiseT 2 3a4€THBIX

eIMHUILIBI, /2 Yaca.
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JIMCT U3BMEHEHU

Ipunoowcenue 2

No Teker akTyanusauuu win npuwiaraemelid k PITJI tokymeHT, Hara Ne
CoJlep KAl U3MEHEHMSI IIPOTOKOJIA
1 | OGHoBIIeHa OCHOBHAS M JIOTIOJHUTENbHASI IUTEpATYpa 27.06.2017 10
2 | ITpunoxenune Nel
3 | OGHOBIEHA OCHOBHASI U JIOTIOHUTENbHAS JINTEPATYypa 25.06.2018 10
4 | lpunoxenne Ne2
5 | OGHOBIeHa OCHOBHAsSI U JIOTIOJTHHUTENbHAS JINTEPATYpa 28.08.2019 1
6 | O6HorieH pazgen «CTPYKTypa JTUCIHMILIUHBD) B COOTBETCTBHH C
y4eOHBIM TJIAHOM
7 | [Ipunoxenne Ne3 04.06.2020 10
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[Ipunoxenne k mucty u3meHeHuit Nel

CocraB nporpammHuoro odecnevyenus (IIO), copeMeHHbIX npodeccuoHanbHbIX 0a3 1anHbIX (B/) u
uHdopmanuonHo-cnpaouHnsle cucrem (MCC) (2017 r.)

1. Ilepeyens 11O

Tabnuya 1
Nent Haumenosanue 110 [IpoussBoautens | Crnocod pacnpocTpaHeHUs
/m (ruyenzuonnoe unu
c80000HO
pacnpocmparnsiemoe)
1 Microsoft Office 2010 Microsoft JUIECH3MOHHOE
2 Windows 7 Pro Microsoft JIUIEH3UOHHOE
3 Microsoft Share Point 2010 Microsoft JIHIIEH3UOHHOE
4 Microsoft Office 2013 Microsoft JIHIIEH3UOHHOE
5 Kaspersky Endpoint Security Kaspersky JIHIIEH3UOHHOE
2. Ilepevens b/l u UCC
Tabnuya 2

Neri/mt HanmenoBanme
MexayHaponnsie pedepaTrBHBIE HaykoMeTpudeckue bJl, JocTymHbIe B pamMKax
HanuoHaIbHON Toamucku B 2017 1.

Web of Science

Scopus

[Ipodeccnonanpubie momHOTEKCTOBBIE b]l, MOCTYIMHBIE B paMKaX HAI[MOHAIBHON ITOAIIMCKA B
2017 1.

Kypuaner Oxford University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuaner Taylor and Francis
[Ipodeccrnonanpuble MOMHOTEKCTOBBIE B]]

JSTOR
W3nanus no o011ecTBEHHBIM U TYMAaHUTAPHBIM HAyKaM
KoMmItbroTepHbIe CIpaBOYHbIE TPABOBbIE CHCTEMBI

Koncynprant [Inroc,
["apanT
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IIpunoxxenue K TUCTy u3MeHEeHUN Ne2

Cocras nporpammuoro odecneuyenus (ITO), coBpeMeHHbIX npodeccnoHaNbHBIX 0a3 JaHHbIX (B/) n
uHdopmanuonHo-cnpaouHnsle cucrem (MCC) (2018 r.)

1. Ilepeyens 11O

Tabnuya 1
Nent Haumenosanue 110 [IpoussBoautens | Crnocod pacnpocTpaHeHUs
/T (ruyenzuonnoe unu
c60000H0
pacnpocmparnsiemoe)
1 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
2 Windows 7 Pro Microsoft JINIIEH3UOHHOE
3 Microsoft Share Point 2010 Microsoft JILIEH3UOHHOE
4 Microsoft Office 2013 Microsoft JIALIEH3UOHHOE
5 Windows 10 Pro Microsoft JINIIEH3UOHHOE
6 Kaspersky Endpoint Security Kaspersky JIMIIEH3HOHHOE
2. Ilepevens b/l u UCC
Tabnuya 2

Neri/mt HanmenoBanue
MexayHaponnasie pedepaTuBHBIE HayKoMeTprdeckue b/, moctymHbie B pamkax
HanuoHaIbHON Toamucku B 2018 1.

Web of Science

Scopus

[Ipodeccrnonanpubie MoMHOTEKCTOBBIE bJl, MOCTYyITHEBIE B paMKaX HAIIOHAIBHOM TIOITICKH B
2018 1.

XKypuansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuaner Taylor and Francis

DJIeKTpOHHBIC U3AaHUsI U3/aTeILCTBA Springer
[Ipodeccrnonanpabie MOMHOTEKCTOBBIE B]]

JSTOR
W3 nanus no o01ecTBEHHBIM U TYMaHUTAPHBIM HAyKam
KommbroTepHbIe ClIpaBOYHbBIC TIPABOBBIEC CHCTEMBI

Koncynsrant [lroc,
['apanT
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[Tpunoxenue k 1uctTy usmeHeHuit Ne3

YTBEPX/IEHO

[IpoTtokon 3acexanus kadenpsl JOKYMEHTOBEICHHS,
ayJIMOBU3YaJIbHBIX U HAYYHO-TEXHUYECKUX apXUBOB

Ne 10 ot 04.06.2020

1. lepevens B/l u UCC (2020 r.)

Tabnuya 1

Norr
/mt

HaunmenoBauue

Mexnaynapoansie pedepaTuBHbIe HaykKomeTpuueckue bJl, nocTynHpie B paMkax
HaroHansHOM mmoanucku B 2020 T.

Web of Science

Scopus

[Tpodeccnonanpabie MOTHOTEKCTOBBIE b/I, TOCTYMHBIE B paMKax HaIlMOHAIBHON
noamnucky B 2020 r.

XKypuansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

XKypuansr Taylor and Francis

[IpodeccrnonanpHbIe MOTHOTEKCTOBBIE BJ]
JSTOR
N3nanus no o011ecTBEHHBIM U TYMAaHUTAPHBIM HAayKaM

Dnektponnas 6ubnmmorexa Grebennikon.ru

KoMnproTepHbIe ClIpaBOYHbBIE IPABOBBIE CUCTEMBI
Koncynprant [Iroc,

lapanTt

2. CoctaB nmporpammuoro obecnieuenus (I10) (2020 r.)

Tabnuya 2
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Nert Haumenosanue [10 [IpousBoaurens Crnoco6
/m pacrpocTpaHeHHs
(ruyenzuonnoe unu
c600600H0
pacnpocmpansiemoe)

1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE

2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE

3 Windows 7 Pro Microsoft JINIIEH3UOHHOE

4 AutoCAD 2010 Student Autodesk CBOOOIHO

pacupocTpaHsieMoe
5 Archicad 21 Rus Student Graphisoft cBOOOTHO
pacupocTpaHsieMoe

6 SPSS Statisctics 22 IBM JINIIEH3NOHHOE

7 Microsoft Share Point 2010 Microsoft JINIIEH3UOHHOE

8 SPSS Statisctics 25 IBM JINIIEH3UOHHOE

9 Microsoft Office 2013 Microsoft JINIIEH3UOHHOE

10 OC «AnbT OOpazoBanue» 8 000 «bazanst CIIO | auiieH3NOHHOE

11 Microsoft Office 2013 Microsoft JINIIEH3UOHHOE

12 | Windows 10 Pro Microsoft JIAIIEH3UOHHOE

13 | Kaspersky Endpoint Security Kaspersky JIMIIEH3HOHHOE

14 Microsoft Office 2016 Microsoft JIAIIEH3UOHHOE

15 | Visual Studio 2019 Microsoft JIAIIEH3UOHHOE

16 | Adobe Creative Cloud Adobe JIUIIEH3UOHHOE

17 Zoom Zoom JIMLIEH3UOHHOE

3. CTpyKTYypa IMCHUILIHHBI (MOAYJIs1)

Cmpykmypa oucyuniaunsl (MoOyns) 0na 04HOU Popmel 0Oyuenus

0611[351 TPYAOCMKOCTb JUCHUIIIMHBI COCTABJIACT 2 3a4eTHBIX CIAVHUIIbI, 76 JaCcoB, B TOM

YHUCJIC KOHTaKTHasd pa60Ta 06yqaroumxc;{ C IperoaaBaTecjicM — 28 4qacoB,

pabota oOyuaronuxcs — 48 4acos.

CaMOCTOATCIIbHAA
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Bunasl yaeGHOM paboThI

®opmsbl
(B yacax) TEKYIIETOo
KOHTPOJIS
KOHTaKTHAasI w
No Pasnen 3 yCIIEBaEMOCTH,
w| @4
/1 | TUCIUTUTAHBI/TEMBI oé % 'E % E g dopma )
N 3 = ? § § S MIPOMEIKYTOUYHOH
§ = S E = § =| & p| g 9 arrecrauwnn (no
g = S X E 8 E S ol 3 cemecmpam)
S |& |8 [FEs5|FE"°
1 Paznen 1. Beenenue, 2 2 Ormpoc
WCTOYHUKHU U
IuTeparypa
2 Pazgen 2. 2 2 Ormpoc
Jlenonpoun3BoICTBO B
opranax
rOCyJapCTBEHHOTO H
MYHHIIHITATEHOTO
yIpaBieHUs
JIOPEBOTIOLIMOHHOM
Poccun
3 | AemonpousBoacTBO 2 4 Ompoc
roCy/lapCTBEHHBIX U
MYHHIIMITATBHBIX
OpraHoB yIpaBJICHUS
B COBETCKUU NEpUO
4 CoBpemMeHHbIE 2 2 4 Ornpoc
HOPMAaTHBHbIE
MIPaBOBBIE AKTHI,
perynupymoiiue
BEJICHUE
JIeIONIPOM3BO/ICTBA B
roCy/IapCTBEHHBIX U
MYHHIIMITATBHBIX
oprasax
5 Opraauzanus 2 2 6 Ornpoc
CITY>KOBI

ACJIOIIPONU3BOJACTBA B
TOCyJdapCTBCHHBIX U
MYHUIUIIAJIBHBIX
opraHax u
periraMCHTanus €
ACATCIbHOCTH
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6 Buabl TOKkyMEeHTOB U 2 8 6 [IpoBepka
CHACTEMBI 3aJjaHuid Ha
JOKYMEHTAIUH, MPAKTHYIECKUX
CO3/I1aBacMbIC B 3aHATHSIX
JESITeITLHOCTH
OpraHoB
rOCYIapCTBEHHOTO U
MYHHIIHITAIEHOTO
yIpaBiIeHUS

7 | Opranuzanus 2 5 TectupoBanue
paboThI €
JTOKYMEHTaMH B
opranax
rOCyJapCTBEHHOTO U
MYHUIUIIAJIBHOTO
yIIpaBJICHUS

8 Hosrle 2 5 ITonroroBka K
WH(pOPMAITMOHHBIE 3a4eTy C
TEXHOJIOTUU B OILIEHKOU
JOKYMEHTAITMOHHOM
obecneyeHne
IEeITEILHOCTH
OpraHoB
roCyJIapCTBEHHOTO U
MYHUITATIAIEHOTO
YIPaBJICHHS

2 14 umozoeas
3ayem KOHMPOIbHAS
paboma

HUTOTO: 12 16 48

Cmpyxkmypa oucyuniaunvt (M0OOyns) 014 04HO-3A0YHOU PopMbl 00yUeHUA

O6ma51 TPYAOCMKOCTh AUCHUIIIIMHBI COCTABJIACT 2 3a4eTHBIX CIANHUIIbI, 76 4yaCcoB, B TOM
YHUCJIC KOHTaKTHasd pa60Ta 06yqa}01u1/1xc;1 C IperoaaBaTeiieM — 16 4acoB, CaMOCTOATCIIbHAsA

pabota oOyuaronruxcs — 60 yacos.
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Ne
n/n

Paznen
I[I/ICIII/IHJII/IHI)I/ TCMBI

CemecTtp

Bunasl yueOHOM paboThI

(B yacax)

KOHTaKTHas

Jlexknuu

JlaGopaTopHbie

[IpakTHueckue
BAHATHUS

CemMuHap
BAHATHUS

IIpomexyTou-

Has aTTeCTanus

CaMocTosTenbHas

pabota

®opmsbl
TEKYLIEro
KOHTPOJIA
yCIIEBAEMOCTH,

dopma
IIPOMEKYTOYHOU
aTTeCcTaluu (no
cemecmpam)

Paznen 1. Benenne,
NCTOYHHUKH U
nuTeparypa

[EEN

D

Ormpoc

Pazgemn 2.
Jlenonpoun3BoICTBO B
opraHax
roCyJIapCTBEHHOTO U
MYHI/II_[I/IHaJ'H)HOFO
yIpaBiICHUS
JIOPEBOTIOLIMOHHOMN
Poccun

Onpoc

Jlenonpoun3BoACTBO
rOCyJIapCTBEHHBIX U
MYHUITATIATBHBIX
OpPraHOB yIpaBJICHUS
B COBETCKHUI TIEPHO/T

Onpoc

CoBpeMeHHbIE
HOPMAaTHBHbIE
[IPaBOBBIE AKTHI,
perynupymoiue
BEJICHUE
JIeIONIPOM3BO/ICTBA B
roCy/IapCTBEHHBIX U
MYHHIIMITATBHBIX
oprasax

Onpoc

Opranuzanus
CITY>KOBI
JIEIOTIPOU3BO/ICTBA B
rOCYAapCTBEHHBIX U
MYHHIIUITATBHBIX
opraHax u
periamMeHTaIus ee
JIeSITEIbHOCTH

Ormpoc

Buner 1okyMeHTOB U

IIposepka




43

CUCTEMBI
JOKyMEHTaluH,
cO37aBacMbl€ B
JESITEIbHOCTH
OpraHoB
roCy/1lapCTBEHHOTO U
MYHUIIUIAIEHOTO
yIpaBJICHUS.

3aJIaHUN Ha
MPAKTUYECKUX
3aHATHUAX

Opranuzanus
paboThI €
JOKyMEHTaMH B
opranax
rOCyJapCTBEHHOTO U
MYHUIUIIAJIBHOTO
yIIpaBJICHUS

10

TectupoBanue

Hosrle
WH(pOPMAITMOHHBIE
TEXHOJIOTHH B
JOKYMEHTAITMOHHOM
obecrneueHue
JEATEIIbHOCTH
OpraHoB
roCyJIapCTBEHHOTO U
MYHUITATIAIEHOTO
yIPaBJICHHS

10

IToaroroBka x
3a4eTy C
OILIEHKOU

3adem

12

umozoeas
KOHMPOJIbHASL
paboma

HUTOroO:

12

60

Cmpykmypa oucuyuniunsl (MoOyns) 01 3a04HOU hopmul 00yuenus

O6ma51 TPYAOCMKOCTb NUCHUIIIIMHBI COCTABJIACT 2 3a4eTHHIX CIAVHUIIDI, 76 4yaCcoB, B TOM

quclie KOHTakTHas paboTa oOydarolmuxcs ¢ TpernojaBaTelieM — 8 YacoB, CaMOCTOSITENbHAs
pabota oOydaronuxcs — 68 4acos.
= =
No Pasnen 5 Buner yueGHOM paboThI DopMmI
/I | JUCHUAIIAHBI/TEMBI § TEeKyILEero
o
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(B yacax)

KOHTaKTHas1

Jlexknuu

JTaGopaTopHbie

[IpakTHueckue
BAHATHUS

CemuHap
BAHATHUS

IIpomexyTou-

Has aTTeCTanus

CaMocTosTenbHas

paboTta

KOHTPOJIS
yCIIEBaeMOCTH,

dopma
IIPOMEKYTOYHOU
aTTecTaluu (no
cemecmpam)

Paznen 1. Beenenne,
HUCTOYHUKH U
nuTeparypa.
CoBpeMeHHbIe
HOpMaTI/IBHble
HpaBOBBIe aKThI,
peryaupyoime
BEJICHHUE
JIEIOTIPOU3BO/ICTBA B
rOCyJIapCTBEHHBIX U
MYHUITATIATBHBIX
opraHax

=
o

Ormpoc

Opranuzanus
CITYKOBI
JIEIOTIPOU3BO/ICTBA B
roCyJIapCTBEHHBIX U
MYHUITATIATbHBIX
opraHax u
periiaMeHTaIus ee
IEeITEILHOCTH

15

Onpoc

Buner 1okyMeHTOB 1
CHCTEMBI
JOKyMEHTAIUH,
cO37aBacMbI€E B
IEeITEILHOCTH
OpraHoB
roCyJapCTBEHHOTO U
MYHHIIUITATEHOTO
yIpaBICHUS

15

TCCTUPOBAHUC

Hosgrle
WH(POPMAIIMOHHBIC
TEXHOJIOTHH B
JTOKYMEHTAI[MOHHOM
obecrneucHue

14

Iloaroroska k
3aueTy C
OIIEHKOH
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JEeSITEIbHOCTH
OpraHoB
rOCyJapCTBEHHOTO U
MYHHIIHITAIEHOTO
yIIpaBIICHUS

3auem

14

umozo8as
KOHMPOJIbHASL
paboma

HUTOTO:

68
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