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I. IlosscHUTeE/IBbHAS 3aNUCKA
1.1. Ilenb u 3agauul AMCIUILIMHBI (MOJY /1)

Lenb AUCIMIVIMHBI — U3y4yeHHe OCOOEHHOCTeH Be/leHWs Je/I0NpPOM3BO/ICTBA B OpraHax
rOCyJAapCTBEHHOTO W MYHHIIMIIALHOTO YIIpaB/eHWss Ha 0a3e COBPEMEHHBbIX HOPMAaTHBHBIX
MPaBOBbIX aKTOB.

3a/,auM JUCLUIUIMHBL COCTOSAT B CJIeYIOLLeM:

- U3yuyeHHe OpraHv3aly [e/J0NpOM3BO/CTBA B OpraHax rocyZapCTBEHHOTO M MECTHOTO
yTpaB/ieHusi 10peBOMIOLMOHHON Poccuy;

- U3yueHHe COBPEMEeHHOM MpaBOBOM perjlaMeHTal[dyd OpraHW3aliuM [1eJI0NpPOM3BO/ICTBA B
OopraHax rocy/JapCTBeHHOTO ¥ MyHULMIIAa/IbHOTO yTPaBJ/IeHNs;

- H3ydeHHMe BHIAOB [OJOKYMEHTOB, CO30dBd€MbIX B OpIrdHdX TIOCyAdpCTBEHHOIo H
MYHHUIUITIA/IBHOT'O YIIpAaBJ/IEHNS, 0COOEHHOCTeH UX OCI)OPM]IEHI/IH " TIpUMEHEHUS;

- wu3yueHWe O0COOEHHOCTel opraHu3alyu paboTbl C JOKyMeHTaMH B OpraHax
rOCyJapCTBEHHOTO W MYHMLMIIAJBHOTO  yTIpaB/IeHus, dopmupoBaHue  CIyXKOBI
J1eJIOTIPOM3BO/ICTBA;

- W3yuyeHWe BJIUSTHUS HOBBIX WH(MOPMAIMOHHBIX TEXHOJIOTHH Ha JOKyMeHTal[HOHHOe
obecrieueHre [eSITeTBHOCTH OPTaHOB TOCYAaPCTBEHHOTO Y MYHUIIATIATILHOTO YTIPaB/IeHusI.

1.2. dopmupyeMble KOMIIETEHIIMH, COOTHECeHHble C IUIAaHUPYeMbIMH pe3y/ibTaTaMu

00yueHHs M0 AUCHUILIHMHE (MOAYJII0):

Koasb1 Copepxanue ITepeueHb IUVIAaHUPYEMbIX  Ppe3y/IbTaToB
KOMIIETeHI[UH | KOMIeTeHLHi 00yueHHsI MO AUCHUIUIHHE
I1K-3.3 BnageeT TexHonorvusmu | 3HATh: - 0COOEHHOCTH poBeieHUs
paboThI C | MyGIMYHBIX MEPOTIPUSTH;
OOpaLLeHHAMI PPk AN YMeTh: - BecTH [eNOBYHO TIEPENMCKY U

nogaep>X1MBaThb 3/IEKTPOHHbBIE KOMMYHUKAIIUN.

Bnademb — HaBbIKaMH TIPOBeZIeHUs MyOIMUHBIX
MeponpusiTUii 1 (hOPMHUPOBaHUS 37IEKTPOHHBIX

KOMMYHMKAaLUH C HCII0/Ib30BaHNeM
COBpEMeHHbBIX TeXHOJIOT Ui yTIpaB/IeHuUst
JIOKyMeHTaLieu.

1.3. Mecro gucnumIMHLI (MOAY/IA) B CTPYKType 0CHOBHO# 00pa3oBaTe/IbHOI MPOrpaMMbI
OucuuruivHa  (MoAynib)  «/lelonmpous3BOACTBO B OpraHax TOCYZapCTBEHHOIO U
MYHULIMIIA/IBHOTO yTIpaB/ieHHs» OTHOCUTCSI K BapUaTHMBHOMN uyacTu O70Ka JUCLMIUIMH yuyeOHOro

I1/1aHa.



2. CTpyKTypa AMCLUILUIMHBI (MOAY/IA)

Cmpykmypa ducyunauHbl (Modyns) 01 ouHOU Popmbl 00yueHus

OO0111ast TPY/10EMKOCTh AMCIIUTUIMHBI COCTaB/sieT 2 3aueTHbIX eUHMIIbI, 76 YacoB, B TOM

qrcsie KOHTaKTHast pa60Ta OGy‘-IElI-OLL[I/IXCH C rperiogaBaTeyieM — 28 YdCOB, CAMOCTOATE/IbHAsA

pabora obOyuarormxcsi — 48 yacos.

Buzbl yueOHOM pabOThI Dopm!
(B yacax) TeKyILlero
KOHTPOJISI
KOHTaKTHasi =
Ne Paszen 3 yCIeBaeMOCTH,
c 0
I/ | [AUCLUTIAHBI/ TEMBI qé qé § : :;J E dbopma )
o z ;, 3 S ¢ TIPOME)XYTOUHOM
% s 5 E i 2 E g ¢| arrecrauuu (no
% g % g Lc% é ; 55 cemecmpam)
@) = ®) = = o
1 Pasgen 1. Beenenue, 2 Onpoc
WCTOYHUKHU U
nuTepaTypa
2 Pazgen 2. 2 Onpoc
[ eornpounsBoCTBO B
opraHax
roCy/lapCTBEHHOI0 U
MYHULUIATEHOTO
yrpaB/ieHUs
JIOpEeBOJIFOLIMOHHOM
Poccun
3 [ enonpounsBoCcTBO 4 Onpoc
roCy/lapCTBeHHbIX U
MYHULMIATbHBIX
OpraHoB yTpaB/eHUs
B COBETCKHM MEPUO/,
4 CoBpemeHHbIe 2 4 Omnpoc
HOPMAaTUBHbIE
NpaBOBbIE AKThI,
peryJvpytoiiye
BeJleHHe
[leNIoNpor3BO/CTBA B
rOCy/1IapCTBEHHBIX U




MYHULUTATBEHBIX
opraHax

Opranuzanus
CITY>KOBI
JlelIoNpor3BO/CTBA B
roCyJjapCTBEeHHBIX U
MYHULIUITATbHBIX
opraHax u
perjnaMeHTaLys ee
JlesATe/TbHOCTH

Onpoc

Busl 10KyMeHTOB 1
CUCTEMbI
JIOKyMeHTal[1H,
co3/iaBaeMble B
J1esiTeIbHOCTU
OpraHoB
roCyJlapCTBEHHOI'O U
MYHULIATIATBHOTO
yTpaBJieHUst

IIpoBepka
3a/laHUM Ha
MPaKTUYeCKUX
3aHATUSIX

Opranwu3aifusi paboTbl
C JOKyMEHTaMH B
opraHax
rOCyZIapCTBEHHOTO U
MYHUIUIATBHOTO
yTIpaBJIeHUsT

TectupoBanue

Hogrle
r“H(OopMal[MOHHbIe
TeXHOJIOTUA B
JIOKyMeHTaLlMOHHOM
obecrieueHue
J1eATe/TbHOCTH
OpraHoB
roCy/IapCTBEHHOTO U
MYHULIATIATLHOTO
yTpaB/ieHUst

[ToaroToBka K
3ayeTy C
OL|€HKOM

3ayem

14

umoeoeas
KOHMPO/bHAS
paboma




HUTOro:

12 16

48

Cmpykmypa oucyunauHbi (M00y-1s1) 0/151 OUHO-3d0UHOU (popmbl 0GyUeHus

OO611ast TpyI0EMKOCTb AMCLAIIIMHBI COCTaB/IsieT 2 3aUeTHLIX eUHUIIBI, 76 YacoB, B TOM

yKce KOHTaKTHass pabora oOyuaromuxcst C TperojaBaTesieM — 16 4acoB, camMoOCTOsITe/IbHAs
pabora obOyuaroruxcst — 60 yacos.
Bujibl yueOHOI paboThI DopbI
(B uyacax) TeKYILero
KOHTPOJIA
KOHTaKTHaA ) CIIeBaeMOCTH
Ne Pasgen = y )
] -2
/0 |  AUCLUTIUHBL/ TEMBbI :S: 05 E : q:) E dopma )
9 = ;, 3 E ¢ | TPOMEXYTOUHOH
% = 5 E i g E 9 ¢| arrecrauuu (no
% %’ % é \c% Eg_ ; 5 cemecmpam)
@) = @) = = ]
1 Pa3nen 1. BregeHue, 1 4 Onpoc
HWCTOYHUKU U
nuTepaTypa
2 Pazpgen 2. 1 4 Onpoc
[ enornpousBoCTBO B
opraHax
roCy/IapCTBeHHOT0 U
MYHULIATIATBHOTO
yTpaB/ieHUst
JIOpeBOJIFOLIMOHHOM
Poccumn
3 [ enonpounsBoiCTBO 1 4 Onpoc
roCcyJapCTBeHHbIX U
MYHULMIATbHBIX
OpraHOB yTIpaBJIeHUs
B COBETCKHUU MEPUO/,
4 CoBpeMeHHbIe 1 4 Ormpoc
HOpMaTHUBHbIE
NPaBOBbIE AKThI,
peryivpytoiye
BeJleHHe

J1eJI0TIPOM3BO/ICTBA B
roCy/IapCTBeHHbIX U
MYHULUIATBHBIX




opraHax

Opranusanys
CITY>KOBI
JleJI0NIpOr3BO/CTBA B
roCyZapCTBeHHBIX U
MYHULMITIA/IbHBIX
opraHax “
perjiaMeHTaLys ee
JlesiTeIbHOCTH

Ornpoc

Byl JOKyMEHTOB U
CUCTEMBI
JIOKyMeHTaL1H,
co3/jaBaeMble B
JleaTeJIbHOCTH
OpraHoB
roCyJapCTBeHHOI0 U
MYHULMIATbHOT O
yIpaBJ/ieHUs..

IIposepka
3a/laHUM Ha
MpaKTUUeCKUX
3aHATHUSAX

Opranu3zaiusi paboThl
C JIOKyMeHTaMH B
opraHax
rOCy/JapCTBEHHOTO U
MYHUILIUATIA/TBHOTO
yTIpaBJIeHUsT

10

TectupoBanue

Hogrle
UHGOPMaLMOHHBIE
TeXHOJIOTUUA B
JIOKyMEHTaIL[AOHHOM
obecrieuexue
JIeITe/IbHOCTH
OpraHoB
roCy/JapCTBEHHOI'O U
MYHHLIUATIA/TBHOTO
yTpaB/IeHUs

10

IToaroToBKa K
3auyeTy C
OL[eHKOM

3ayem

12

umoeoeas
KOHMPO/bHAS
paboma

HUTOro:

12

60




3. Cojiep>xaHue JUCHUIUIUHBI (MOAYJIS)

Ne | HaumeHoBaHMe pa3jea Copepxanue
AUCLMIIUHBI

1 Paszpen I Beegenue. 1.1. ITpeamert, copeprkaHue, 3ajauv JUCLIUIIJIUHBI.
HCTOYHHMKHU M JIUTepaTypa 1.2. IcTOYHUKHU U JTUTepaTypa

3akoHozaTenbHble akThl XVIII — H. XX B. 110
BOIIpOCaM  OpraHu3allid  [Ie/IONpOM3BOJCTBA B
opraHax TOCyJapCTBEHHOIO W MYHMLMMNAJIbHOIO
yrpasieHus B Poccuu.

CoBpeMeHHble  3aKOHOJlaTe/lbHble  aAKThI,
HOPDMAaTHBHbIE TIPaBOBblé aKTbl M HOPMaTHMBHO-
MeTouuecKue JIOKyMEHTBI Poccuiickon
®epepauuu. [lepuoanueckre usganvs. CripaBouHble
n3nanus.  Jlureparypa. OduuyanbHble — CaWThl
roCyZapCTBEHHBIX U MYHULMITIA/IbHBIX OPraHoB.

2 Pa3pen Il lenonpousBoCcTBO B PernamenTauusi [je/1orpon3BOCTBA OPraHoB
opraHax rocyfapCTBeHHOI0 1 roCyJapCTBeHHOTO YW MeCTHOIO  yIpaB/leHUs
MYHHUIUNIA/IBHOT0 yIIpaB/IeHUs JlOpeBOMIOLIMOHHON  Poccun B 3aKOHOZAaTenbHbBIX
AopeBoIIOIMOHHOH Poccuu aktax XVIII — H. XX B. “I'eHepasbHbIi periaMeHT

1720”,“YupexxaeHuss s yIIpaBieHUs TybepHHIA
Bcepoccuiickoii umnepuu” 1775 r., “O0mmii Haka3s
IPaKAAaHCKUM rybepHaTtopam”, “Obrree
yupexxgeHue MuHUcTepctB 18117, “IlTosnoxeHue o
ropsiike — TIPOM3BOJCTBA Je/l B T'yOepHCKUX
npasjeHusax” 1837 r.

Bugbl  IOKyMeHTOB, 00pa3ylouuxcsi B
JlesITeNIbHOCTH KOJIJIeT UM, MVHUCTEPCTB,
rybepHaTopa, ryOepHCKOTO TIpaBJ/IeHUs, Ka3eHHOU
rasaThl, TIpHKa3a OOIIeCTBEHHOTO TIPU3PeHUsi u
JPYTUX ry0OepHCKUX OpraHOB yIIpaB/IeHusl.

®opmysnsp TekcroBoro gokymenra XVIII B,
dbopmysisip TeKCTOBOro AokKyMeHTa XIX - Hauana
XX BB. IlpaBwia u Tpasuiuu odopMIeHus
PEKBU3WUTOB JIOKYMEHTOB: aBTOp [JJOKYMEHTa,
HauMeHOBaHMWe BHJA JOKyMeHTa, ajpecar, JaTa,
pervMcTpalyoHHbI  HOMep, MOAMNMCh,  I[eyaThb,
OTMETKM Ha JoKymeHTe. IlosiBiieHre O/IaHKOB
MOKyMeHTOB B XIX Beke: O/IaHKU YUpeXEHHH,
CTPYKTYPHBIX NOZpa3zie/eHuH, JO/DKHOCTHBIX JIMLI,
MMeHHbIe OTaHKU.
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Pazpgen I1I /lesionpou3BOACTBO
OpraHoB roCyJapCTBeHHOIr0 U
MYHHUI[UNIA/IbHOT0 yIIpaB/IeHUs B
COBETCKUM MepUoj,

PeryiameHTarusi [ie/I0NPOM3BO/ICTBA B OpraHax
roCyJJapCTBEHHOTO U MEeCTHOrO YIIpaB/ieHUs B
coBeTcKu Tiepuos; (oT JleKpeToB TiepBBbIX JieT
CoBeTckoit BacTM [0 pa3paboTKU THUMOBLIX U
TIPUMEePHBIX UHCTPYKILMH 110 /1e/I0MPOM3BO/ICTBY ).

Pazgen 4. CoBpemeHHbIEe
HOPMaTHUBHbIE TNpPaBOBble aKThI,
peryupymoigme Be/JeHue
Ae/I0NPOM3BO/CTBA B
rocy/JapCTBeHHbIX U
MYHHMLUNA/IbHBIX OpraHax

KoHuctutynusa P®; depepanbHblii KOHCTHUTYLIMOHHBINA
3aKoH oT 25 fekadps 2000 r. Ne 2-OK3;

®epepanbHble 3aKOHBI: D3 ot 27.07.2006 T.
Nol149-®3 «O6 wuHbopMaluy, WHPOPMAI[UOHHBIX
TEXHOJIOTHSIX u 0 3arure VHOPMaL»;
depepasnbHbin 3akoH 0T 06.04.2011 Ne 63-
®3 “O6 3neKTpoHHON noanucn”; dexepanbHbIi
3akoH 0T 01.06.2005 Ne53-®3 «O rocyzapCTBEHHOM
a3pike Poccuiickoit ®epepaiun»; @3 “O6  001UX

TIPUHLIATIAX OpraHu3aLuu MeCTHOT0
camoyrpas/yieHuss B Poccuiickoli ®@egepaiyn”; @3
@®3 “O nmnopsigke paccMOTpeHusi  obOparileHui
rpaxkaaH  Poccutickoit  @epeparyn”; ®3  “00

obecrieueHMr  JOCTYynma K  WHpOpPMAnMd O
JleAITeJIbHOCTH  FOCYJapCTBEHHBIX  OpraHOB U
OpraHoB MeCTHOI'0 CaMOYTIPaBJ/IeHUs” U Apyrue

[TocraHoBeHus IIpaBuTenbcTBa P®:
[TocTaHoB/EeHNE [TpaBuTEMBLCTBA Poccuiickoit
@eneparu o7 27 gekabps 1995rT. Ne 1268 «06
YTIOPSII0UeHUN W3rOTOBJIEHUS, VICII0JTb30BaHM4,
XpaHeHHsI W YHUUTOXKeHWsl TIeuaTeli U O/aHKOB C
BOCIIPOM3Be/leHleM rOCyZ,apCTBEHHOI'0 rep6a
Poccuiickoit ®Denepalyn» ; [TocranoBnenne
IlpaButensctBa P® ot 19.01.2005 Ne30 «O Tumosom
perinaMeHTe B3auUMOJENCTBUSA (¢elepalbHBIX OpPraHoB
HCITOJTHUTETbHON B/IACTH»; [NocTaHoBneHue
IlpaButensctBa P® ot 28.07.2005 Ne452 «O Tunosom
periaMeHTe BHYTpeHHel opraHuszanuv (egepanbHbBIX
OpPraHoOB HCIIOJIHUTENbHOW BracTu» ; IlocTaHoBneHue

[TpaButesmbctBa P® ot 15.06.2009 Ne 477 «O06
YTBEDXKAEHUH [TpaBu [JIeIOTIPOM3BO/ICTBA B
defepaibHBIX  OpraHax — MCIIOJHUTE/LHOW — BIACTH»;

ITocranosnenue IlpaBuresnscrBa PP ot 22.09.2009
Ne 754 “O6 yTBep)K[eHUHU TIOJIOKEHHUSI O CHCTeMe

Me>XBeJOMCTBeHHOI'O 3JIKTPOHHOI'0
nokymeHtoobopora”  (M3/O0);  IMocraHosieHue
IlpaButensctBa PP ot 08.09.2010 Ne 697 “O epunHOM
cucreme Me>KBeZIOMCTBEHHOT'0 3J1IEKTPOHHOTO
B3auMO/ielicTBUS”.

[Mpuka3bl (efepanbHBIX OPraHOB MCIIOJHUTETHHOM
BJIaCTH

Pa3gen V Opranusanusi CI1yX0bl

Cnyxba  fmenmompouW3BOJCTBA B  OpraHax
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Ae/10NpPON3BO/ICTBA B
rocy/JapCTBeHHbIX H
MYHHLMIIQ/JIbHBIX OPraHax u
perjiaMeHTanus ee AeATeTbHOCTH

roCy/1JapCTBEHHOT'0 Y MYHULMMA/IBHOTO YTIpaB/IeHuUs,
0cobeHHOCTH  (hOpPMUPOBaHMs, IO/DKHOCTHOM U
YyuC/ieHHbId cocTtaB. OCHOBHbIE 1iefiM, 3a/laud U
GyHKIMM  CTyKObI /IeJIONPOM3BO/ICTBA B OpraHax
roCy/1JapCTBEHHOT'0 Y MYHULMMA/IBHOTO YTIpaB/IeHMUs.
[TpaBa u OTBETCTBEHHOCTh CITY>KOBI
JlefIoNpor3BO/CTBa. PernameHTalysi [1esiTeIbHOCTU
CcnyObl  [IeJIONPOM3BOACTBA B JIOKA/IbHBIX
HOPMAaTUBHBIX aKTax OpraHOB rOCyJapCTBEHHOTO U
MYHULIATIATBHOTO YTIPaB/IeHUs.

Pa3penVI Buabl fAOKYMEHTOB U
CHUCTeMBbI JOKYMeHTaluH,
¢opmMupyromuecs B
AesiTe/IbHOCTH OPraHoB
rocy/JapCTBeHHOI0 U
MYHHMLUNA/ILHOTO yYIIPaB/JIeHUsA
Ha COBPEMEHHOM jTamne

Beibop Buga [JOKyMeHTa B 3aBUCUMOCTA OT
cneLUKU JesITeNTbHOCTU opraHa
roCyJapCTBEHHOTO W MYHULUTIATBHOTO
yrpaB/ieHusi. Buzibl [0KyMeHTOB, CO3/laBaeMbie B
(beepanbHBIX OpraHax UCIOMHUTE/IbHON BACTU U B
opraHax MecTHOTO CaMOYTIpaBJieHusI

Posnb crucTeMbl opraHn3aliiOHHO-pPacopsAUTeIbHON
JIOKyMeHTaL[u1 B JesITe/IbHOCTU OpraHoB
roCy/IapCTBEHHOT'0 Y MYHULMMA/IBHOTO YTIpaB/IeHMUs.
OpraHu3zaloHHbIe JIOKYMEHTBI:
aMUHUCTPATUBHbIE perjiaMeHTbl U CTaHAapThbl
Tpe/loCTaB/eHus roCy/1apCTBEeHHbIX "
MYHULIATANBHBIX YCIYT, TIOJIO’KEeHUsl, UHCTPYKLIUHU,
LITaTHOE paclucaHue U Jpyrue.

PacniopsigutenibHble  JOKYME@HTBI:
MOCTaHOBJIEHUS], pelleHus, pacropsKeHusl,
TPOTOKOJIBI, PUKa3bI.

VH(popMaLMOHHO-CIIPaBOUHbIe [JOKYMEHTHI:
cnykeOHble TIMCbMA, JOK/IaJHble W CTy>KeOHbie
3aIMCKH, aKThl, CTIPAaBKHU.

WNHCTpyKLus 10 J1e/I0TIPpOU3BO/CTBY Kak
OCHOBHOW [IOKYMEHT, OIpeJessioluil  MOPSA0K
JlefIoNpoM3BO/CTBA B OpraHax rocCy/lapCTBEHHOTO U
MYHULUTAIbHOTO yIipaB/ieHUsl. bnanku
JIOKyMEeHTOB, BU/bI 0JIaHKOB, TpPUMEHSEMBIX B
OpraHax TOCYy/JapCTBEHHOTO U MYHHULUIAJIbHOTO
yIpaB/ieHUs!.

Pazpen VII Opranusanus
PabdoThI C JOKYMEHTaMH B
OpraHax rocyAapCTBeHHOro u
MYHHIMIIA/IHHOTO YIIPaB/IeHHSs

OpraHusanusi  JOKyMEHTOoOopoTa B OpraHax
rOCYZIapCTBEHHOTO ¥ MYHHULIUTIATBHOTO YIIPAB/IeHMSI.
TexHO/IOrHYeCcKue 3Tarbl paboThl C JOKYMEHTaMH C
yuetoM (TipueM W TepBUYHasg ~ oOpaboTka
JOKYMEHTOB,  TIPe[BAPUTEJILHOE  PAaCCMOTpPEHHe,
pervcTpaisi, KOHTPO/b MCIOJIHEHHs], ITOJrOTOBKA




12

OTBETHBIX JIOKYMEHTOB,
WH(OPMAaIMOHHO-CTIpaBOYHasi pabora).

OTITpaBKa,

Opranu3anusi orepaTUBHOTO XpaHeHUs

o0ecrieyeHNH AeATETHHOCTH
rocy/JapCTBeHHbIX H
MYHHULMIIA/IbHBIX OPraHOB

JOKYMEHTOB B OpraHax TIOCYZapCTBEHHOIO W
MYHULIUIIAIEHOTO yIipaB/IeHUs: TIOPSAI0K
¢dopmupoBaHusi flen, pa3paboTKa HOMEHK/IaTypbl
nen, TIpoBeJieHue 9KCIIePTU3bI L|eHHOCTH
JIOKYMEHTOB, TIOArOTOBKa ey [Jisg [epejaud B
apxuB.

8 Paspen VIII HoBble Ncnosns3oBanue CcUCTeM 3/IEKTPOHHOI'O

UH(OPMaIMOHHBIE TEXHO/IOTHH B | TOKyMEHTOO60poTa B [IeATEJIbHOCTH  OPraHOB
AOKYMEHTAllHOHHOM roCyJapCTBEHHOI'0 ¥ MYHULIUIIA/ILHOIO yIIPaB/IeHNUs,

BJ/IMAHHE I/IH(I)OPMEILII/IOHHLIX TeXHOJIOTHUM Ha

BeJeHue Ne/I0IpoOru3BOACTBA.

B03MOXXHOCTM ~ 3/IEKTPOHHOTO  B3aMMO/IeHCTBUS
MeXay opraHamu rocyZlapCTBeHHOT0 u
MYHULIMTABHOTO YIIpaB/IeHWsl, OpraHu3alusiMu U
3asBUTE/ISIMU: OOMeH I0OKyMeHTaMU B 37IeKTPOHHOM
tdopwme, TIOpTasbl roCy/1apCTBEeHHbIX u
MYHULUTANIBHBIX YCAYT; 3/IeKTPOHHbIE TIpUEMHbIe
Ha o¢uLuanbHbIX  CalWTaX TrOCYJapCTBEHHBbIX H
MYHULMIAbHBIX OPraHOB yMpPaBJ/IeHUs.

4. Oopa3oBaTe/IbHbIE TEXHOIOTHH

O0Opa3oBaTe/bHbIE TEXHOJIOTHH

No/Ne | HaumeHOBaHUe pa3jiena Buzbl yueOHo paboTtel | OOpa3oBaTe/ibHbIE TEXHOJIOTHN
1 BBeneHre, HICTOUYHUKY U Jlekius 1. BBopgHas siekiys ¢
VICTI0J/Ib30BaHUEM
JiTeparypa
BH/JleOMaTepUaioB
2 [ enonpousBoCTBO B Jlekuus 2. [TpobnemMHast neKLyst
opraHax
roCyZ,apCTBEHHOI0 U
MYHULMIATbHOT O
yHHUR MonuTopuHr f0KyMeHTOB 18-20
CamocTosiTennbHast
TipaB/IeHUs BEKOB
yHp pabota
JIOPEBOJIFOLIMOHHOMN
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Poccun
[ enonpousBoCTBO Jlexuus 3 [TpobnemMHast TeKLus
roCylapCTBEHHBIX U
MYHULMIIAIbHBIX OPraHOB
yTIpaB/ieHus B copeTckuii | CaMOCTOATE/IbHas .
paGoTa OZITOTOBKA K JIEKLIUU
Mepuos
CoBpemeHHbIe Jlexkuus 4. Jlekuysi-Bu3yanusanus C
TipUMeHeHreM CJlali/l-lpoeKTopa
HOPMAaTHBHbIE TIPaBOBbIe
ITpakTueckoe
aKTbI, ery/MpyroLie —— [TogroroBka K eKLUu
Be/leHue CAMOCTOSTO/IBHAS N3yueHue JOKyMEHTOB Ha
6 MPaKTUYeCKOM 3aHSITUH
[leJIOTIPOU3BO/ICTBA B paboTta
roCylapCTBEHHBIX U
MYHULMIATbHBIX OpraHax
Opranusauysi cy»x0bl Jlekuys 5. [TpobnemHas eKLys
eJI0NPOU3BO/CTBA B
A P A IIpakTryeckoe
roCylapCTBEHHBIX U o
yAap 3aHgTHe 2 Vcronb30BaHKe Kelic-MeToza
MYHULMIATbHBIX OpraHax
Y perjiaMeHTalus ee
ACATE/IbHOCTH CamocTosTenbHas
IToaroroska U rposefieHUe
pabora TPaKTUYeCKOro 3aHATHS
Bujpl 10KyMeHTOB U Jlekius 6. Jlek1usi ¢ pazbopom
KOHKPEeTHBIX CUTYyalluu
CUCTeMbl JOKYMeHTaL[1u, p yan
IIpakTryeckoe
co3/laBaeMble B
3aHsTHE 3
JeATeIbHOCTU OPTaHOB Hcnonb3oBaHue Kenc-MeTo/Ja
roCyZiapCTBEHHOT0 U [TpoBeseHMe TIPaKTUYECKOTO
3aHATHS
MYyHULUIIA/TBHOTO CamocTosTennbHast
yIIpaBJIeHus. pabota
Opranwu3aifysi paboTbl € [TpakTryeckoe [TogroroBka K TeCTUPOBaHUIO
AOKYMEHTAMHU B OpPraHax 3aHsATHE 4 HPOBQ leHre MPakKTUYeCcKoro
rOCy/IapCTBEHHOTO U 3aHATHA
CamocTosiTennbHast

MYHHUIUITIA/IBHOT'O
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yTIpaBJ/IeHUsI pabota
8 Hossie nndopmarivionnsie | [IpakTuueckoe MOHUTOpPYHT CalTOB
MYHHULIMIIA/TbHBIX 00pa3oBaHUM
TeXHOJIOTUU B 3aHATHE 5
T10 3a/IaHUIO TIpernojaBaTesis
JIOKYMEeHTaLMOHHOM
) CamocTodATe/bHas [TpoBezeHye MPAKTHUUECKOTO
obecrnieyeHue
paboTa 3aHATHSA

JlesiITeIbHOCTU OPraHoB
roCy/1apCTBeHHOI0 U

[TogroroBka K 3auety
MYHULMITIa/IbHOT O

yrpdaBJjieHUA

B mepuoj BpeMeHHOTO TIPHUOCTAHOB/IEHUS TIOCEIIeHWs OOYyYaroIUMHUCS TIOMeIeHud U
Tepputopuu PITY. il opraHu3anyy y4eOGHOTO Tpoljecca C MpUMeHeHHeM 3JIeKTPOHHOTO 00y4YeHUs U
JUCTAaHIIMOHHBIX ~ 00pa3oBaTeNbHBIX  TEXHOJIOTHM  MOTYT  OBITH  WCMOMB30BaHbl  CJieyHOIIHe
o0pa3oBaresibHbIE TEXHOIOTHH:

— BU/I€0-JIEKI[1U;

— OHJIAMH-JIEKL[MU B Pe)KHMMe peaslbHOr0 BpeMeHH;

— 3JIEKTPOHHBbIE YueOHUKY, yueOHbIe T0COOUsI, HayuHble U3ZIaHUSI B 3JIEKTDOHHOM BH/IE U
JIOCTYTI K MHBIM 3/IeKTPOHHBIM 00pa30BaTe/ibHbIM pecypcam;

— CUCTEeMBI [1J1s1 37IEKTPOHHOT'O TeCTUPOBaHUS;

— KOHCYJ/IbTALIMX C UCI10/Ib30BaHUEM Te/IeKOMMYHHUKAIJMOHHBIX CDeICTB.

5. OneHKa IVIAHUPYEeMBbIX pPe3y/IbTaToB 00y4yeHHs

5.1. Cucrema onjeHUBaHMS

®dopmMa KOHTPOJIs Makc. Ko/IM4ecTBO
0a10B
3a ogHy Bcero
pabory

Texywjuli KOHMPO/b:

- yuacmue 8 OUCKyCCUU U 8bINo/HeHue 3a0aHutl 10 6annos 40 6annoe

HA NPAKMUYeCKUX 3aHAMUsIX
- mecm (membl 4-7) 20 6annoe | 20 b6annos

IIpomesrcymounass ammecmayus 40 6annoe

(3auem)
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Hmoeo 3a cemecmp (OucyuniuHy)

100 6annos

[TonmyueHHBIN COBOKYIIHBIN pPe3y/bTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIIKA/Ty OLIEHOK U B
IKany olleHOK EBporelickoii crcTeMsl repeHoca 1 HakorieHUus: Kpegutos (European Credit
Transfer System; ganee — ECTS) B cOOTBETCTBHM C TaO/IUIIEH:

100-6an1bHas T oA IHLHOHHAS. LKA [ITkana

LIKasa pajmi ECTS

95 -100 A
OTJ/IMYHO

83 -94 B

68 — 82 XOPOLLO 3a4TeHO C

56 — 67 D
YZ0BJIETBOPUTEIBHO

50 -55 E

20-49 FX
HEey/I0BJIETBOPUTETBHO He 3a4uTeHOo

0-19 F

5.2.KpuTepuu BbICTaB/I€HUS OLEHKH M0 JUCIHUILTHHE

Bannsl/ Owuenka mo Kpurepuu oLieHKH pe3y/IbTaToB 00yueHusl 1o
lIkana JAUCLUMILIMHE JAUCLMILIUHE
ECTS
100-83/ «OTITAYHO»/ BricTaBssieTcst 0OyuaroremMycsi, ecji OH TJIyOOKO U
MIPOYHO YCBOW/ TeOpeTUYeCKU Y MPaKTUUeCKUi
AB «3auTeHOo P Y P P
MaTepHasl, MOXXeT IPO/IeMOHCTPUPOBATh 3TO Ha 3aHATHUSX U
(oTIMuHO)»/ N
B XO7le IIPOMEeKyTOUHOW aTTeCTaLUH.
«3auTeHO»

OOyuaroLHMiACst KCUEPITLIBAIOIIE U JIOTUYEeCKH CTPOMHO
n3faraeT yueOHbI MaTepuas, yMeeT yBSI3bIBaTb TEOPHIO C
MPaKTUKOM, CIIPaBJIsIeTCs C pelleHreM 3a/ay
npodeccroHaIbHOM HarpaB/eHHOCTU BBICOKOTO YPOBHS
CJIO’KHOCTH, TIPaBUIbHO 000CHOBBIBAET MPUHSIThIE
pelLleHusl.

CB00OOJHO OpHEHTUPYeTCs B yueOHOU U
npoecCcHOHaIbHOM JIUTepaType.

OrieHKa 10 JUCLIMIUIMHE BBICTABJISIOTCS 00YYarOLLeMYCsi C
YUYETOM Pe3y/IbTaTOB TeKYIler U MPOMeKYTOYHOU
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banabsl/
IIIkana
ECTS

OrneHkKa mno
JUCIUILIMHE

Kpurtepuu onieHKH pe3y/IbTaToB 00ydeHHs M0
AUCLIUTI/IMHE

aTTecTaluu.

KomrieTeH1yu, 3aKperyiéHHbIe 3a JUCLIATIIMHOM,
chopMHPOBaHbI Ha YPOBHE — «BLICOKUI».

82-68/

«XOpOoLLO»/

«3a4TeHo
(xoporo)»/

«3aUTeHO»

BeicTaB/sieTcst 00y4aroiemMycsi, ecjii OH 3HaeT
TeopeTUUeCKUM U MpakKTUUeCKUi MaTepuasl, 'PaMOTHO U 110
CYIIeCTBY U3/IaraeT ero Ha 3aHATHUSIX U B X0J[e
TIPOMEXKYTOUHOM aTTeCTalluy, He JI0TyCcKast Cyl[eCTBeHHBIX
HETOYHOCTeH.

OOyyaroIMiACs TIPaBUIbHO MPUMEHSIET TeOpeTUUeCKHe
TI0JIO>KeHUsI TIPU pellleHrH TIPAaKTUUeCKUX 3ajiau
rpoeccroHaNbHONM HarpaBIeHHOCTU Pa3HOT0 YPOBHSI
CJIOKHOCTH, BJlafieeT HeOOXOAMMBIMHU [JIsT 9TOTO HaBbIKaMU
U TIpréMamu.

JlocTaTO4YHO XOPOLIO OPUEHTHUPYETCs B yueOHOU U
npodeccroHaIbHOM TUTepaType.

OtleHKa 1Mo JUCLIUIIMHE BBICTAB/ISIOTCS 00yuarolemMycs ¢
Y4ETOM pe3y/bTaToB TeKylljel U POMeKyTOYHOM
aTTecTaLyu.

KomrieTeH1yu, 3aKperyiéHHbIe 3a JUCLIATIIMHOM,
c(hopMHPOBaHbI HA YPOBHE — «XOPOLIUI».

67-50/
D,E

«YJOBIETBOPH-
TeJILHO»/

«3auTeHo
(ynoBnetrBopu-
TebHO)»/

«3aUTeHO»

BeicTaBsisieTcst 00ydaromemMycsi, ec/ii OH 3HaeT Ha 0a30BOM
YPOBHe TeopeTHUeCKUi U MpaKTUUeCKUi MaTepual,
JIOTyCKaeT OTZe/bHbIe OLIMOKY MPY ero U3/10’KeHUH Ha
3aHSTHUSIX U B X0/l TIPOMEXKYTOUHOM aTTeCTaL|H.

OOyuaromuiics UCTIBITBIBAET OTpe/le/IEHHbIe 3aTPyAHEeHHs
B [IPUMEHEHNY TeOPeTUUeCKUX T0JI0)KEeHU MPU pelleHUH
MpaKTUUYeCKUX 3a/iau NpodeccuoHabHOM HarpaB/ieHHOCTU
CTaHapTHOI'O YPOBHS CJIOXKHOCTH, BajieeT
HeoOX0JUMBIMU [ 3TOT0 0a30BLIMU HAaBbIKAMHU 1
puémMamu.

leMOHCTpPUPYeT I0CTaTOYHbIN YPOBeHb 3HaHHs yueOHOM
JIUTEPATYPhI TI0 AUCLUTIUIAHE.

OtleHKa 10 JUCLIUI/IMHE BBICTAB/ISIOTCS 00yUarolemMycs ¢
Y4ETOM pe3y/IbTaToB TeKylljel ¥ IPOMeKyTOUHON
aTTecTallyy.

KomneTeH1y, 3akperiéHHble 3a AUCLUIIIMHOM,
c(OpMHUpOBaHBI HA YPOBHE — «JJ0CTATOUHBIN».
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bannsl/ Ouenka no Kpurtepuu onieHKH pe3y/IbTaToB 00ydeHHs M0
Ikana JAUCLMILIMHE JAUCLUILIMHE
ECTS
49-0/ «HeyJoByieTBopute | BbicTaBisieTcss 00yuaroIeMycs, ec/id OH He 3HaeT Ha
FFX JIEHO»/ 0a30BOM ypOBHE TeOpeTUUeCKUM 1 MPaKTUYeCKUH

b

MaTepHaJ, JoIycKaeT rpyObie OIMOKY TIPH ero
W3/I0’KeHUHY Ha 3aHSTHSIX U B XO7le TIPOMEXKYTOUHOMN
aTTecTalyy.

He 3a4TeHO

OOyuaroIHiicsl UCTILITHIBAET Cepb&3Hble 3aTPyAHEeHUS B
MpYMeHeHWH TeOpeTUUeCKHX M0JI0’KeHUH MPU pelleHnr
MpaKTHUUeCKUX 3aJay NpodeccroHaIbHOU HalpaBIeHHOCTH
CTaHJapTHOI'O YPOBHS CJIOXKHOCTH, He BraJieeT
He00X0/IMMBIMH /I/1s1 3TOT'0 HaBbIKaMH U ITPUEMaMHU.

IemMoHCcTpUpyeT pparMeHTapHbIe 3HaHUs yueOHOH
JIUTepaTypbl N0 AUCLUIIUHE.

OtleHKa 10 JUCLIUIIMHE BBICTAB/ISIOTCS 00yuarolemMycs ¢
YUETOM pe3y/bTaToB TeKYIleil U MPOMeKyTOUHON
aTTecTalyu.

KomrmeTeHLM Ha yPOBHE «JOCTaTOYHBIN», 3aKPeryIEHHbIe
3a JUCLIUTI/TMHOM, He C(hOpMHPOBaHbI.

5.3. OueHouHbIe cpe/cTBa (MaTepuasbl) A TEKYIero KOHTPOJIsl yClieBaeMoCTH,
NMPOME)KyTOYHOM aTTecTaliy 00yUYarIMXCS M0 JUCIHUILUIHHE (MOJY/110)

IIpumep TecToBOrO 3agaHusA

Bomnpoc 1

B/aHK TOCTaHOB/IEHWsSI B OpraHax MeCTHOTO CaMOYIpaB/eHHs] BK/IHOUaeT B cebs
C/leIytolie PeKBU3UTHI:

A) wuzobpakeHne repba MYHHUIMMAIBLHOTO 00pa30BaHHUs, MECTO /il pa3MelleHus
Ha3BaHWs BH/la IOKYMEHTa, MECTO [i/Isl JaThbl U HOMepa J0KyMeHTa, MeCTO COCTaB/IEHUS

b) n3obpaxkeHre repba MyHHULUIIATLHOTO 00pa30BaHus, HAUMEHOBaHKe OpraHa MeCTHOTO
CaMOYTIPaB/IeHHs], MECTO [ pa3MellleHWs] Ha3BaHWs BHJA JOKyMeHTa, MeCTO /s JaThl U
HOMepa JJOKyMeHTa, CIPaBOYHbIE /JaHHbIe 00 OpraHe MEeCTHOT'O CAMOYTIPaB/IeHHUs

B) wu3obpakeHwe repba MYHHUIMIIAIBHOTO 00pa30BaHUs, HAWMEHOBAaHWE OpraHa
MECTHOTO CaMOYIIpaB/ieHHs, HalMEHOBaHWEe BHJa [JOKyMeHTa, MeCTO /i JaThl U HOMepa
JIOKyMeHTa, MeCTO COCTaBJIeHUSI

I') u3o6pakeHue repba MyHHUIMIIATBHOTO 0Opa30BaHUs, HAaMMEeHOBaHUE [JODKHOCTHOTO
JIMIIa MEeCTHOTO CaMOyTIpaB/IeHUs,, HAMMEHOBaHUEe BHU/A JOKYMEHTa, MEeCTO /ISl JaThl U HOMepa
JIOKyMEHTa, MECTO COCTaBJIEHUSI

Borpoc 2

Buza O(bI/II_];I/IaJ'IBHOI“O AOKYMEHTA 3TO:

A) PEeKBHU3UT I0KYMEHTa, BHIPa’KarOLIUi COT/Iace WA HeCOT/IacHsl O/DKHOCTHOTO JIULIA C
cofiep’KaHueM JJOKyMeHTa
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b) Hapmuck Ha IOKyMeHTe, c/le/laHHas JO/PKHOCTHBIM JIULIOM U CojiepyKalliasi IPUHSATOe UM
pellieHue

B) noanucaHve foKyMeHTa ero cOCTaBUTeeM
Bonpoc 3

B kakue PEKBU3HUTHI JOKYMEHTA JaTd BXOAWUT KdK COCTaBHAA YacTh?

a) rpud yTBepKAeHUs B) TTOATTUCH
0) BH3a COI/IaCOBaHUs T') Pe30JIroLUs
Bonpoc 4

OO61mumii 6/1aHK IOKyMeHTa BKJTFOUAeT B cebsi cie/[ytolie PeKBU3UTHI:

A) uzobpakenue repba, 3M0OIEMBI, MECTO [I/IsI Pa3MellleHus Ha3BaHWs BU/A IOKYMEeHTa, MeCTO
JUIs1 TAaThl ¥ HOMepa JIOKyMeHTa, MeCTO COCTABJIEHUSI

B) n3zobpakenue repba, 3M0/1eMbl, HAUMEHOBaHHE OPraHW3aly aBTOPa, MECTO /i/Is pPa3MelleHUsI
Ha3BaHMA BHA JOKYMEHTa, MeCTO [/ ZIaThl K HOMepPa A0KYMeHTa, MeCTO COCTaB/IeHHUS

B) nsobpakenue repba, 3M0/1eMbl, HAIMEHOBaHHE OPTraHW3alluy aBTOPa, MECTO JI/Is Pa3MelLieHHs]
Ha3BaHUA BH/A JOKYMEHTa, CITPaBOUHbIe JJaHHbIe 00 OpraHu3al||y, MeCTO /s JaThl U HOMepa
JIOKyMeHTa, MECTO COCTaBJIeHUs

Bormpoc 5

Kakue 13 repeuncieHHbIX JOKYMEHTOB TPeOyIOT yTBepsKAeHu s ?
A) ycraB B) mratHoe pacriicadure B) ripukaser

I') noknazsHble 3anucky /1) JO/KHOCTHBIE MHCTPYKLMU

Bormpoc 6

TurnoBoli popmysisip prKasa COAEP)KUT CeAyIolire peKBU3UTHI:

A) rep6 (3Mbs1eMy), HaMeHOBaHKe OpraHU3alUH-aBTOPa, CIIPAaBOYHBIE /JaHHBIe 00 OpraHU3aLuH,
HalMeHOBaHUe By/la I0KyMeHTa — [IpUKas, jaTy, HOMep, MeCTO COCTaBJ/IeHus], 3ar0/I0BOK K TEKCTY, TEKCT,
MOJTIHCh, BU3bI COI/IaCOBaHUS

B) rep6 (3Mb6s1eMy), HalMeHOBaHWe OpraHH3allMU-aBTOpa, HaUMeHOBaHUe BU/A JOKyMEeHTa —
TIpUKas, jaTy, HOMep, MeCTO COCTaBJ/IeHUs], 3aro/I0BOK K TeKCTY, TEKCT, MO/TMCh, BU3bl COTJIaCOBAHUS

B) rep6 (3mbsiemMy), HaMeHOBaHUe OpPraHU3alMH-aBTOpa, HaUMEHOBAaHME BH/]A JOKYMEHTa —
TIpUKa3s, /laTy, HOMep, MeCTO COCTaBJIeHUS, 3ar0JIOBOK K TeKCTY, TEKCT, TIO/IHCh, TeYaTh, BU3bI
COTJIACOBAHMSA

Bonpoc 7
B opraHax MecTHOro caMoyTipaB/IeHHsI MOT'YT IIPUMEHSTh CJIeIyIOIye BUbl O/TaHKOB:
A) 61aHK nucbMa b) 6;1aHK KOHKPeTHOTr0 BH/la JOKyMeHTa

B) 61aHK r/1aBbI MyHUITUTIA/TBHOTO 00pa30BaHMUS

I') 6naHk roctaHoBsieHust [IpaBUTE/ILCTBA

Bompoc 8

K opraHusalMoHHbIM [JJOKYMEHTaMm, MCIOMb3yeMbIM B [JeSiITeIbHOCTU OpraHoB
roCcyZ,apCTBeHHOT0 U MYHULIMMNA/ILHOTO YIIPaB/eHUs, OTHOCSTCS:

A) ycraB opraHu3auuu 6) pernaMeHT TIpeJCTaBUTEJILHOTO OpraHa B)
aJMUHUCTPATUBHBIM perjiaMeHT TI) MpUKa3 [1) WUHCTPYKLUUS MO [e/IONPOM3BOJACTBY  €)
KOPHOpPaTHUBHbIN CTaHapT

Bompoc 9
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brank c wu3obpakeHueM I'ocyzapcTBeHHOro repba Poccuiickoit ®enepaiii MOTYT

MeTh:
a) JIrobasi opraHv3aiysi, 3aperuCTpupoBaHHasi Ha TeppuTOpHH Poccuiickoii ®epeparyu
6) IlpeacraBuTeNnbHBIE YW OPraHW3ALMOHHO-PACIIOPSANTEbHbIE OpraHbl MeCTHOTO
CaMOyTIpaBJieHUs

B) YupeXX[eHUs U OpraHu3aluu, ykasaHHble B PefiepaibHOM KOHCTUTYLIMOHHOM 3aKOHe
«O T'ocypmapctBeHHOM Tepbe Poccuiickoii deneparym»
r) YupexieHUss M OpraHu3alvy, ykKa3aHHble B [lpaBunax [JesonpousBOACTBA B
(esepanbHbIX OpraHax WCIOTHUTE/IBHOW B/IaCTH.
Bompoc 10
®3 “O mnopsiake paccMOTpeHHsI oOpaieHWi rpaxzaaH Poccuiickoii Peneparumn”
pernamMeHTHpYeT:
A. CpOKM paccMOTpeHus oOpalljeHni rpaxjaH
B. cpok perucTpanyu obpallieHui rpaxxjaH
B. HaVMEeHOBaHHUsl [JO/DKHOCTeld pabOTHMKOB OpraHv3aliy, 3aHUMAarOIUXCs
paccMoTpeHHeM oOpallieHUi
[. cocraB peKBU3UTOB MMMCbMEHHOTO 00OpallieHus rpakjaHuHa
Bompoc 11
B cootBerctBuu ¢ ®©3 “O mopsiiKe pacCMOTpeHHsI oOpalleHui rpakaaH Poccuiickoit
depepaluu” yCTaHOB/IEHBI CIeAYIOIIME BU/BI MTMChbMEHHBIX 00OpalljeHnH:

A. T1ipepjioxeHUe I'. pekomeHjaLys
b. kanoba B. 3agBiieHue
Bompoc 12

@3 “O06 3/1eKTPOHHOM MOANMCH” yCTaHAaBIUBAET CJIeAYIOIHe BUAbI TIOATTHCEH:

A) npocTas 371eKTpOHHas! OAIIHUCh

b) kBanmuduLpoBaHHas ycuieHHas 3/1eKTPOHHas MOJIUCh

B) 3ammineHHas 3/1eKTpOHHas MOAINCH

') ycuneHHas 3/1€KTpOHHAas MOJIUCH

Bompoc 13

TpeboBaHusi K CTPYKType TeKCTa W TIOPSAKY pa3pabOTKH aJMHHHUCTPATUBHOTO
persiamMeHTa U3/10’KeHbl:

A. ®3 “O06 obecrieueHny AOCTyNa K MHGOPMALIUK O [ATELHOCTH TOCY/1apCTBEHHBIX
OpraHoB U OPraHOB MeCTHOI'0 CaMOyIIpaBJ/IeHUs”

b. ®3 “0O6 undopmary, UHGOPMALMOHHBIX TEXHOJIOTHSIX U O 3alliyTe uHdopMarun”

B. IlocranoBnenue IlpaBurensctBa P® “o TUMOBOM persiamMeHTe B3auMOZENCTBUS
(benepanbHbIX OPraHOB UCIIOJIHUTEIBHOM BAacTH”

I'. ®3 “O6 opraHn3anuy Npe0CTaB/IeHNs TOCYIaPCTBEHHBIX U MyHULIUMAIbHBIX YCIyT”

Bompoc 14

CornacHo @3 “O6 o0ImuMx MPUHLMIIAX OpPraHU3al[ii MEeCTHOTO caMoyTipaBjieHus B PO”
rJlaBa MyHHULIMIIA/IbHOTO 00pa30BaHust U3/aeT:

A. TIOCTaHOBJ/IEHUS I'. ykassl

b. perenus [. IpuKasbl
B. pacrniopspkenus E. ykasaHus
Bompoc 15.

st obMeHa JOKyMeHTaMH TIpY Tpe/i0CTaB/IeHUH TOCYJapCTBEHHBIX M MYyHULUMATbHBIX
YCJIYT B 37IeKTPOHHOM (hopMe HCTOb3yeTCs:

A. cuctembl MeXXBeJOMCTBEHHOTO JOKYMeHT0000pOTa

b. pervoHabHbIN MOpPTal roCyJapCTBEHHBIX U MYHULIMIIA/IBHBIX YCIYT

B. crucrema MeXBeJOMCTBEHHOI'O 3/IEKTPOHHOTO B3aUMOZEHCTBUS
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I'. cucTema 371eKTPOHHOTO IOKyMeHT0000poTa

IIpumepHBIN NepeyeHb BOMPOCOB K 3auUeTy M0 BceMy KYypCy:

1. JoKyMeHT U ero MeCcTo B CUCTEME yTIpaBJIeHUs.

2. [lpaBoBoe peryivMpoBaHHe BeJeHUs [e/0MpPOU3BOJACTBA B (heJepasbHbIX OpraHax
WCIIOTHUTE/IbHOM BilacTu Poccuiickor ®Peneparivu.

3. IlpaBoBoe perynvpoBaHHe BeJeHUsl [e/I0NPOU3BOJCTBA B OpraHax MeCTHOTrO
camoyripaBsieHus1 Poccutickoit desepaiium.

4. JlokanbHble HOPMAaTHBHbIE AKThI, PerjaMeHTUDPYIOLIHe [eJ0NPOU3BO/CTBA B OpraHax
roCy/lapCTBEHHOI'0 ¥ MYHHULIMIIAZbHOIO yIIpaB/IeHUsl.

5. IlpaBuna AenonpousBOACTBa AJis1 (peflepabHbIX OPraHOB WCIIOJIHUTENbHOM BJIaCTH.
(copep>kaHue, 3HaueHHe U BO3MOXXHOCTH HCII0/Ib30BaHMs).

6. MeToiueckrie peKOMeHZALIMU TI0 pa3paboTKe WHCTPYKIUN TI0 /Ie/IONPOU3BO/ICTBY B
¢denepasbHBIX OpraHax MCIIOJIHUTENbHON BacTU (COoZep)kaHue, 3HaueHWe W BO3MOKHOCTH
WCII0/Ib30BaHus).

7. MWcnonb3oBaHue O/IaHKOB /i1 JIOKYMEHTHUDOBaHUsS JIeATeJIbHOCTH  OpPTraHOB
rOCyJapCTBEHHOTO W  MYHULUMNAJBHOTO  yrpaeieHus. CocTaB peKBU3UTOB  OJIaHKOB.
Knaccudukarus 671aHKOB.

8. OpraHu3zalLMOHHbIE [JOKYMEHThI, X HCII0/Ib30BaHHWE B OpraHax roCy/apCTBEHHOIO U
MYHULMITIA/IbHOTO YIIPaBJIeHUs.

9. PacriopsiauTtesibHble JOKYMEHTBI, MUX MCII0/Ib30BaHWE B OpraHax roCyZapCTBEHHOrO U
MYHMULIAIIAIBHOTO yTIpaB/IeHUsl.

10. Opra#uzaigus paboTel C [JOKYMEHTaMM B OpraHax TIOCY/IapCTBEHHOTO U
MYHULIUIIAIBHOTO ypaB/ieHusi (TeXHO0rMYeCcKue 3Tarlbl).

11. Opranusanms C1yKObl JIe/IONPOU3BO/ICTBA B OpraHax TOCYZapCTBEHHOTO U
MYHMULIAIIAIBHOTO yTIpaB/eH!sl Ha COBPEMEHHOM 3Tarle.

12. Opranu3sauys [en0npor3BO/CTBa B OpraHax roCy/JapCTBeHHOTO ¥ MYHHULIMIIAIbHOIO
yrpaB/ieHUsl B J0PeBOIOLIMOHHBIN [TepUO/,.

13. Opranu3sanus Ae/onpor3BOACTBA B OpraHax roCyZapCTBeHHOI0 M MYHMLIMMNAJIBHOIO
ynpas/ieHus: B COBeTCKUM repuog, (1917-1991).

14. BausiHMe HOBBIX MH(OPMALMOHHBIX TEXHOJIOTUA Ha JIOKyMEHTalOHHOe
obecrieyeHre B OpraHax rocyJapCTBeHHOT'0 ¥ MyHULIATIA/JILHOTO yTIpaB/IeHusl.

15. Cucremsl  JoKyMmeHTanuu, obOpasyroiecss B JeATeJIbHOCTH  OpPraHoB

rocygapCTBeHHOI'o 1 MyHHULIMIIA/IBHOI'O YIIpaBJ/I€HNA.
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16. VIH(popMalMOHHO-CIIpAaBOUHbIe JOKYMEHTbl, WX WCI0/Ib30BaHWE B OpraHax

roCyJ,apCTBEHHOT0 Y MYHHULMIA/IbHOIO YIIPaB/I€HUS.

6. YueOHO-MeTOAMUEeCKOEe ¥ HH(POPMALIHOHHOE 00ecneyeHHEe JUCIUTLITMHBI

6.1. CHnHUCOK UCTOYHMKOB M JINTEPaTypPbl

NUcTouHuku

OcHoOBHEIE

Koncruryims Poccuiickoit @efepaniyu

denepanbHBI KOHCTUTYIIMOHHBIN 3aK0H OT 25 fmekabpst 2000 1. Ne 2-®K3 «O T'ocygapcTBeHHOM repbe

Poccuiickoit ®epeparumn» // C3 PP 2000, Ne 52 (Yacts ), cT. 5021;

@3 “O mopsizike paccMoTpeHus obpartieHnii rpaxkgad Poccuiickoii @epeparun” Ne 59-P3 ot
02.05.2006 // Poccuiickas raseta Ne 95 ot 05.05.2006;

@3 “O6 uHpopmaLrKu, UHPOPMALMOHHBIX TEXHOJIOTUSIX U O 3amuTe uHpopmauyu” Ne 149-P3
ot 27.07.2006 // C3 P®. 2006 Ne 31. Ct. 3448;

@3 “O6 apxuBHOM fgesnie B Poccuiickoit @egepanmu” Ne 125-P3 ot 22.10.2004 // Poccutickas
raszera Ne 3614 ot 27.11.2004;

@3 “O06 obecrieueHnu A0CTyIa K WHGOOPMAIMK O [eSTeTbHOCTU TOCYAapCTBEHHBIX OPraHOB U
opraHoB mMecTtHoro camoynpasjaenus” Ne 8-®3 ot 09.02.2009 // Poccurickas rasera Ne 25 ot
13.02.2009;

®3 “O06 o0muyx TPUHIMIIAX OpraHW3al[iM MECTHOrO CaMOYIipaB/ieHHs B Poccuiickoi
®epepayyu” Ne 131-®3 ot 06.10.2003 // C3 PP, 06.10.2003, N 40, cT. 3822;

@3 “O6 opraHu3alMy TMMPeAOCTaBIeHUsI TOCYJaPCTBEHHBIX M MYHULIMMAMBHBIX ycayr” Ne 210-
®3 ot 27 urona 2010 // Poccutickas raszeta Ne 5247 ot 30.07.2010;

denepanbHbii 3akoH  oT 06.04.2011 Ne 63-®3 “O06 3/eKTpoOHHOM ToAnmUcH” (B pef. OT
01.07.2011 N 169-®3) // Poccumiickas razeta Ne 5451 ot 08.04.2011.

ITocranoenenue IlpaBuTenbcTBa Poccuiickori @Pegepauyu ot 27 gekabps 1995r. Ne 1268 «O06
yTOPSIZIOUeHUM W3rOTOBJIEHUs, HWCIO/Ib30BAHMS, XPAHEHUss M YHUUTOXKEHUs TieuaTeld U 0JIaHKOB C

BOCIIPOM3Be/IeHHEM TOCyAapCTBeHHOTO repba Poccuiickoit ®@enepariun» // C3 PO. 1996. Ne2. Cr. 123;

ITocranosnenuve IlpaBurensctBa P® ot 19.01.2005 Ne30 «O TuroBoMm perjiameHTe B3auMO/eNCTBUS

(hesepabHBIX OPraHOB UCIIOHUTENBEHON BiacTu»// C3 P 2005, Ne 4, cT. 305;

[ocranoBnenune IlpaButensctBa P® or 28.07.2005 Ned452 «O TuroBoMm perjiaMeHTe BHYTpeHHei

opraHu3aiuu ¢eepasbHbIX OPraHOB UCTIOMHUTEMBHOM BiiacTi» //C3 P® ot 01.08.2005 N 31 ct. 3233;
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[TocraHoBnenue IlpaButensctBa P® ot 15.06.2009 Ne 477 «O6 yrBepkaeHun IIpaBun
[LeJIONIPOM3BO/ICTBA B (peflepaibHBIX OpraHax MCIIOJHUTEeNbHON BilacTu»// Poccuiickas rasetra Ne 4937 ot

24.06.20009.

[ToctanoBnenue IlpaButensctBa PP ot 22.09.2009 Ne 754 “O6 yTBep>KJeHHU TIOJIOXKEHHUSI O
CHCTEME MeXXBeJJOMCTBEHHOTO 3/IeKTPOHHOTO [JoKymeHTooOopoTta” (M3O) // Poccuiickas
raseta Ne 5007 ot 30.09.2009.

ITocranosnenue ITpaButesnbctBa P® ot 08.09.2010 Ne 697 “O emuHOM cucTeMe MeXXBeZOMCTBEHHOTO

3/1IeKTPOHHOr0 B3aumogericteus” // // C3 P®. 2010. Ne 38. Cr. 4823.

[Mpukaz MwunkomcBsizu Poccum ot 31.07.2014 Ne 234 «O06 yTBepkaeHun IIpaBun okaszaHUS

yCJIyT TIOYTOBOM CBsi3U» // «Poccuiickas raseta». Ne 299. 31.12.2014.

MeTouuecKrie peKOMEHZAIlMM Mo pa3paboTKe WHCTPYKLMH TIO [1e/IOTPOM3BOJCTBY B (hefiepaibHBIX

OpraHax WCIOJTHUTE/TbHOW BIaCTH, YTBEPK/IeHHbIe TIpuKa3oM PocapxuBa ot 23 fekabpst 2009 Ne 76.

I'OCT P 7.0.97-2016. HainoHanbHbiM cTranaapT Poccuiickoit @epnepanyy. CrcTteMa CTaH1apTOB
no wuHpopmauuy, OubIMOTEUHOMY U UW3AaTenbCKomy  Aeny.  OpraHu3al[MOHHO-
pacropsiiuTe/ibHasi [oKyMeHTanus. TpeboBaHMs K 0(OPMIIEHHIO JOKYMEHTOB.

I'OCT P 7.0.8-2013 [lesioripou3BOACTBO M apXUBHOe feyio. TepMuHbI U onpegesienus.- M.: UTIK

N3patensctBO cTanaaptos, 2013.

I'OCT P 51511-2001 «ITeuaTH C BOCIIPOU3BEIEHNEM TOCYJapCTBeHHOTO repba Poccutickoii ®efepariyu.
®opma, pa3Mepel U TexHHuUeckde TpeboBaHWs» (Cc m3M. Nel or 25.12.2002 No505-ct). - M.

N3parenscTBO cTaHgapTos, 2001.

[TepeueHb THIMOBBIX yTIPaB/IeHUECKUX apXUBHBIX JAOKYMEHTOB, 00pa3yHOLIUXCS B [eSITebHOCTH
roCyZ,apCTBEHHBIX OpPraHOB, OPraHOB MeCTHOI'O CaMOYIIpaB/IeHUs] U OpraHu3alvii, C yKa3aHueMm
CpokoB xpaHeHus. — M.: Pocapxus, BHUM/IA]/], 2010.

JlonoTHUTE/TbHBIE

I'enepanbHblii pernamenT. 1720 r. // TIC3 Poccuiickoii Umnepun. Cobpanue nepeoe, T. VI, Ne 3534,
YupesxzieHue 7711 yripaBieHus ryoepauii Becepoccuiickoit ummepuu // 1 TIC3, T.20, Ne14393.

Ob6iee yupexkgenrem muHucTepeTB. 1811 1. // TIC3 1. XXXI, Ne 24686.

JlutepaTtypa

OcHogHas

Bbrikora T.A., EmbineBa E.M. [lenonpou3BocTBO: JJOKYMEHTBI U TEXHOJIOTHUH: YueOHOe TTocobue-puaep

[DnektponHbiii pecypc]. M.: PITY, 2014. — 300 c.
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JokymMmeHTaI[MOHHOEe obecrieueHre yrpaBieHUs (Je0Npor3BO/CTBO) @ yueb. mocobue / T.A.
beikoBa, T.B. Ky3neroBa, JI.B. CankuHa. — 2-e u3f., nepepab. u gon. — M. : UHOPA-M,
2017. — 304 c. + [om. Marepuanbl [DneKTpoHHbI pecypc; Pexum gocTyna
http://www.znanium.com]. — (Bbiciiee ob6pa3oBanue: bBakamaBpuat). - Pexxum gocTyma:
http://znanium.com/catalog/product/762591.

HokymenTtaipioHHoe obecrieuenvie yripaBneHuss / C.A.'motoBa, A.FO. KonupkoBa, FO.M.
Kyxkapuna, E.A.Ckpuriko, niog, obmiedi pegakipeii T.A.bbikoBoii.-M.: OO0 «1C-TTabnummmHr»,
2016. -350 c.: nn. ISBN 978-5-9677-2615-6.

Kykapuna FO.M. PersiamenTaiiysi paboThbl C 3/IeKTPOHHBIMY IOKYMEHTaMH B OpraHax rocyJapCTBeHHON
B/JIaCTH M MeCTHOro camoyripasjeHusi Poccuiickoit ®@epeparuu // Jenonpoussogctso. 2015. Ne 4. C.33-
38.

Kykapuna HO.M. OcobeHHOCTH IOKyMEeHTUPOBaHHsI yTpaB/ieHUYeCKOU [esiTe/TbHOCTH B OpraHax
MeCTHOro camoyrnpas/ieHust Poccutickont @eneparmu. // JenonpousBogctso, 2016, Ne 2, C. 31-
38

Kykapuna FO.M. [lokyMeHTHpOBaHHE [esTebHOCTH TIpe/ICTaBUTE/bHBIX OPraHOB MeCTHOTO
camoymnpasiieHusi Poccutickoint ®@epepatyu // denonpoussogctBo. 2018. Ne 2. C.34-45.

6.2. IlepeueHb pecypcoB HH(OPMAIHOHHO-TeIeKOMMYHUKAIJMOHHONH CeTH
«AHTEepHeT»

[IpaBoBble cuctemsl “I'apanTt, “KoHcCynbTaHT ruiroc”;

7. MarepuaibHO-TeXHHYeCKoe o0ecrieyeHHe JUCIHIUTHHBI (MOAY/Is)

B KauecTBe MarepuasbHO-TEXHUUECKOTO oOecrieueHust [JUCLIMIUIMHBI YKa3bIBaeTCs
HeoOXxomMoe i OOy4eHHUs] JMLIEH3MOHHOe TIporpaMMHOe obecrieueHue, 000py/IOBaHUE,
JIeMOHCTpAIMOHHbIe TIPUOOPBI, MyJ/IbTUMEINIHbIE CPeZCTBa, yueOHbIe (UIBMBI, TPeHaXKepsbl,
KapThl, TUIaKaThl, HarJsiiHble T0coOusi; TpeboBaHUsI K ayJUTOPUSIM — KOMITbIOTepHbIe K/acChl,

dKaJeMH4yeCKre UM CrieliraJIbHO 060py,£[OBaHHBIe dyJUTOPUU U na6opaTopHH, Ha/ln4yue JO0CKHU U

T.J.

8. O0ecneueHne oOpa3oBaTe/bHOr0 mMpoLecca A JIML C OrpaHUYeHHBIMH

BO3MOXHOCTAMH 310POBbA

B xope peanusanu JYCLMIVIMHBI UCIIO/IB3YIOTCA C/IeYIOLe OO/ THUTe/IbHbIe
METOZbl 00yUeHHsI, TEKYIIIEr0 KOHTPOJIS YCIIeBaeMOCTH U MPOMEXXYTOUHOMN aTTecTaliu
00yy4arIUXCsl B 3aBUCUMOCTU OT WX WH/AWBUYaTbHBIX 0COOEHHOCTeN!:

o JUTSL CJTETIBIX U C/Ta00BUISIIINX:


http://znanium.com/catalog/product/762591
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- neKuuu 0GOpPMJ/ISIFOTCS B BUJE 3/1€KTPOHHOTO JOKYMEHTa, JOCTYIHOIO C IOMOLIbIO
KOMIIbIOTEpA CO CIeIMaTM3UPOBAaHHBIM ITPOrPaMMHBIM 00ecTieueHreM;

- THCbMeHHble 3a/laHUs BBITIOJHSIOTCS Ha KOMIIBIOTEpe CO CIeljMaau3upOBaHHbBIM
MIPOrpaMMHBIM 0becrieueHreM, UJTH MOTYT ObITh 3aMeHEHbI YCTHBIM OTBETOM,;

- obecrieunBaeTCs MHAWBU/ya/IbHOE paBHOMepHOe OcBelieHre He MeHee 300 JIIOKC;

- [JUIs BBITIOJIHEHUWS 3a/laHUsl MPU HeOoOXOAMMOCTH TIPeAOCTaB/SETCS YBeJIAUYUBAIOLIee
YCTPOMCTBO; BO3MOKHO TaKyKe HCII0/Ib30BaHHe COOCTBEHHBIX YBEIMUMBAIOIUX YCTPONCTB;

- MUCbMEeHHBIe 3a/laHusl 0POPMIISIFOTCS YBe/TMUE€HHBIM HIPUPTOM;

- 9K3aMeH U 3auéT TPOBOASATCS B YCTHOM ¢hOpMe WM BBITIOJIHSAKOTCS B ITHMCbMEHHOMU
¢dopme Ha KOMIIBIOTEDE.

J [UIS1 TIyXUX U CITa00C/TBIIIAIINX:

- nekumyd OGQOPMIISIIOTCS B BHJe 37IeKTPOHHOTO JOKyMeHTa, JU00 TpefoCTaB/iseTCs
3BYKOYCU/IMBalOLL{asi anmapaTypa UHAWBU/Ya/lbHOTO MOIb30BaHMUS;

- MMCbMEHHbIe 3a/laHusl BLITIOJHSIIOTCS HA KOMITbIOTepe B MUCbMEHHOU (opMe;

- 9K3aMeH M 3auéT MpPOBOJATCS B TMHCbMEHHOW ¢opMe Ha KOMIIbIOTEpe; BO3MOKHO
ripoBefieHe B (hopMe TeCTUPOBaHUSI.

o JJ1s1 JTUL] C HApYLLIEHUsIMU OTTIOPHO-JBUraTe/IbHOTO arrapara:

- nekuuu 0ohOpPM/ISIFOTCS B BUJIe 37I€KTPOHHOTO JOKYMEHTa, AOCTYIHOIO C TOMOLIbIO
KOMITbIOTEpa CO CreLaIM3UPOBaHHBIM MIPOrPaMMHBIM 00ecrieueHreMm;

- TMHCbMeHHble 3a/laHUsi BBITIOJHSIOTCS Ha KOMIIbIOTEDe CO  CIeljMaJu3upOBaHHbIM
TIpOrpaMMHBIM ObecrieueHHeM;

- 9K3aMeH U 3auéT MPOBOJATCS B YCTHOW (hOopMe WM BBLITIOJHSIOTCS B MUCbMEHHOM
dhopMe Ha KOMIIbIOTEpE.

[Tpu He06XOJUMOCTH Tpe/lyCMaTPUBaeTCsl yBe/luueHre BpeMeHH J1JIsi TIOATOTOBKY OTBeTa.

[Mpoienypa  TpoBefieHUs  TPOMEXKYTOUHOM  aTTeCcTalMd /i OOy4Yaromuxcs
yCTaHAB/IMBaeTCsI C YYETOM WX HWHAUBUAYATbHBIX TICUXO(MU3NYECKUX OCOOEHHOCTEH.
[TpomesKyTOUHast aTTeCTalusi MOXKeT IIPOBOAUTHLCS] B HECKOJIBKO 3TarloB.

[Ipu mpoBeJeHUM TPOLIEAYPHI OLlEHWBAaHUsSI pe3y/bTaToB 00yuyeHHsi TpeAyCcMaTpuUBaeTCst
WCTIO/Ib30BaHUe TeXHWYeCKUX Cpe/CTB, HeOOXOAWUMBbIX B CBSI3W C WHUBUAYa/TbHBIMU
0CO0eHHOCTSIMH 00yYaroLuXcsi. ITH CPeACTBa MOTYT OBbITb TPeOCTaB/IeHbl YHUBEPCUTETOM,
WIW MOTYT MCIO/Tb30BaThCsl COOCTBEHHbIE TEXHUYECKHe CPeiCTBa.

[TpoBeseHre mpoLeAypbl OLIEHUBAHUS pe3y/lbTaToB OOyueHus [IOMyCKaeTcsi C

HCII0/Ib30BaHKWEM JHCTAaHIJMOHHBIX O6p830BElTe]'IbeIX TEeXHOJIOTHH.
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ObecrieunBaeTcs JOCTyN K MHMOOPMAILMOHHBIM M OHO/MOorpaguuecKuM pecypcaMm B CETH
VHTepHer pia Kaxzgoro oOyudaromjerocsi B (opmax, aJarnTHPOBAHHBIX K OTPAHUUEHUSM HX
3/10pOBbsI M BOCIIPUATHS UH(OPMALUU:

J QIS CJIETIBIX U C/1a00BUSIIHX:

- B IleyaTHol (hopme yBeIMueHHbIM HIpUQTOM;

- B (hopMe 3/1eKTPOHHOTO JOKYMEHTa;

- B (hopme ayanodaiina.

J JUIsL TJIyXMX U CJ1a00CTbIIAIUX:

- B leyatHol (opme;

- B (hopMe 3/1eKTPOHHOTO [JOKYMeHTa.

J [U1s1 00YYaroIIMXCsl C HapyIIeHUsIMUA OTIOPHO-/IBUTaTeIbHOTO arrapaTa:

- B leyaTtHou (opwme;

- B (hopMe 5/1eKTPOHHOIO JOKYMEHTa;

- B (hopMme ayanodaiina.

YueOHble ayAUTOPUU /I/ISI BCEX BHUIOB KOHTAKTHOM M CaMOCTOSITe/TbHOU PabOThI, HayuHast
Oub/MoTeKa M WHBbIe TIOMeLeHUs1 [jisi 00y4YeHHsI OCHAL[eHbI CTelUaJbHbBIM 000pyZOBaHHEM U
yueOHBIMU MeCTaMU C TeXHUUECKUMH Cpe/iCTBaMU 00yueHusI:

. JJIS1 CJIETIBIX U C/1aD0BUSIIHX:

- YCTPOMCTBOM [11 CKaHUpOBaHUs U uTeHus ¢ kamepod SARA CE;

- pucrinieeM bpaiing PAC Mate 20;

- npuHTepoM bpatinsg EmBraille ViewPlus;

. JJIsl TJIyXUX U C/1a00C/bImauX:

- AaBTOMAaTHM3WPOBAaHHLIM pabouMM MeCcTOM [Jisi JIIoJeid C HapylleHheM cjiyxa M
c/1aboC/IbILIALIUX;

- aKyCTUYEeCKUM YCUIUTe b U KOJIOHKH;

. JJ1s1 00y4aroIIMXCs C HapyIIeHUsIMUA OTIOPHO-/BUTaTeIbHOTO arrapara:

- [IepeJiJBUKHBIMY, peryJIupyeMbIMU 3proHOMUYecKumu napramu CH-1;

- KOMHLI—OTQPHOIZ TeXHUKOU CO Crieqra/IbHbIM TIPpOTrPaMMHbBIM obecrieueHueM.

9. MeToau4yeckHe MaTepyalbl

9.1. [11aHbI NpaKTUUYECKUX 3aHATHHN

Tema 1
Tema 4. (2 yaca) CoBpeMeHHbIe HOpMAaTUBHbIE PAaBOBbIe AKThI, peryjaupyonjue
AesATe/IbHOCTh rOCy/JapCTBEeHHbIX U MyYHULIUNA/IbHBIX OPraHOB.
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@dopma npoBefeHUs — JUCKYCCUA

CTyZieHTbl U3y4yarOT COBpPeMeHHble HOpPMaTHWBHBbIE aKThbl, PerJaMeHTHPYIOIUe [JOKyMeHTHPOBaHHe

yTipaBJleHUeCcKOH /iesiTeJIbHOCTY B OpraHax roCcylapCTBEHHOI0 ¥ MyHMLIMIAIbHOTO YIIpaB/ieHusl.

1. Yem pasnuyaroTcs o6uiuit 6/1aHK U 6/1aHK MUcbMa, 6/1aHK KOHKPeTHOTO BH/la JOKyMeHTa?

2. Kakue Buzibl 6/1aHKOB TIPUMEHSIIOTCSI B OpraHax roCyZapCTBEHHOTO W MYHHLIUMIIATbHOTO
ynpaBJieHus1?

3. KakoB cocTaB peKBU3MTOB [JOKYMEHTOB, IIPUMeHsIeMbIX B OpraHax roCyZapCTBeHHOIO U

MYHUIMIALHOTO YIIPABIeHHS?
4, KakoBpl TpeboBaHus K 0OPMJIEHHIO PEKBU3WUTOB JOKYMEHTORB?

HcTouHuKYU U 1uTeparypa

HcTtouHuku:

®eiepabHBIA KOHCTUTYLIMOHHBIN 3aKOH 0T 25 fiekabpsi 2000 r. Ne 2-®K3 «O T'ocyjapcTBeHHOM

repbe Poccutickoii @eneparyn» // C3 PD 2000, Ne 52 (Yacts 1), cT. 5021;

@epepanbHbiii 3akoH PO ot 27.07.2006 1. Nel49-®3 «O6 uHbopManyy, MHGOPMALMOHHBIX
TEXHOJIOTHSIX U 0 3awuTe uH(Gopmarmm» // C3 P®. 2006. Ne31. Cr. 3448.

®epnepanbHbli  3ak0H OoT 01.06.2005 Ne53 «O rocynapCcTBeHHOM s3blke PoccHUiicKou

®Pepepanun» // C3 PD. 2005. Ne23. Cr. 2199.

IMocraHornenue IpaButennctBa Poccuiickoii @enepariyu ot 27 gekabps 1995 r. Ne 1268 «O6
YHOPSIOUeHUH H3TOTOBJIEHUS, HWCIO/b30BAHMSA, XPAaHEHWS W YHHUTOXKEHMs TeuaTedl W OJIaHKOB C

BOCTIPOM3Be/IeHHEM rocyZapcTBeHHOro repba Poccutickoit ®epepariyim» // C3 PO, 1996. Ne2. Cr. 123;

IMoctanoenenue IlpaButenbctBa P® ot 15.06.2009 Ne 477 «O0 yTtBepkieHud IIpaBun

AeJIOINpOrU3BOACTBA B (’pe,aepaanblx OpraHax HCITOJTHATE/TbHOMN B/IaCTU».

Meropyyeckrie peKOMeHZALMM TI0 pa3paboTKe WHCTPYKLUMM TIO [IeJIONPOM3BOJCTBY B
(esepanbHBIX OpraHax MCIIOJHHTEbHOW BIACTH, YTBepsKAeHHbIe mpuKa3oMm PocapxuBa oT 23 nekabps

2009 Ne 76.

'OCT P 7.0.97-2016. HauuonanbHbidi cTaHaapT Poccuiickort ®epepanuu. CucreMa
CTaHJapPTOB 10 HWHopMaluK, OubMMoTeUHOMY U W3AaTenbCckoMy Aeny. OpraHu3aijMoHHO-
pacropsiiuTesibHasi [OKyMeHTalust. TpeboBaHUst K 0(OPMIIEHHIO JOKYMEHTOB.

I'OCT P 51511-2001 «ITeyaTd C BOCIPOM3Be/eHUEM TOCYZApPCTBEHHOTO Tepba PoccuiicKoit
®epeparmu. Popma, pasmepsl U TexHUYecKue TpeboBaHusi» (C u3M. Nel ot 25.12.2002 Ne505-cT). - M.:

N3paTenscTBO cTaHgapTos, 2001.
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OO6mepoccHiicknii ~ KnaccuukaTtop —yrpasiaeHueckodt fokymentarmu OK  011-93. M.:

INoccranpapt Poccum, 1995.
Jluteparypa:

C.A. I'mortoBa, A.FO. KonbkoBa, FO.M. KykapuHa, E.A. Ckpuriko [loKymeHTaljuOHHOe
obecrieueHre yrpaBiaeHus, Tofn obmjedt pemakiued T.A. BeikoBoil. — M.: 000 “1C-

IMa6mmmar’, 2016. — 350 c.

Tema 5. (2 yaca) OpraHu3zanmsa CJIy)XO0bl Je/0NPOU3BOACTBA B TOCYAAPCTBEHHBIX H
MYHHIMIIAJIbHBIX OPraHax ¥ perjiaMeHTalus ee iesiTe/IbHOCTH.

@dopma npoBefeHUs — JUCKYCCHA

CTYAEHTBI N3y4adlOT TMpeajI0oKeHHbIe TIpernodBaTe/ieM OpraHM3dllMOHHBbIE CTPYKTYPBI CJIy>K6
AeJIOIIPON3BO/ACTBA, MOJIOKeHUA WU NO/DKHOCTHBIE MHCTPYKLIMHM COTPYAHHWKOB W T'OTOBAT OTBETHI
Ha KOHTPOJIbHbIE€ BOITPOCHL

Bonpocsr:

1. TurnoBble HAMMEHOBaHUSI U OPTraHU3al[MOHHAs CTPYKTYpPa Cy»KObI [1e/101MpOr3BOACTBA B
opraHax rocy/IapCTBeHHOTO U MyHULIMIIATbHOTO yIIpaB/IeHUs.

2. OCHOBHBIe 1]eJI1 1 33/]aud  CJTY>KObI /1eIONPOU3BO/ICTBA B OPraHaxX roCy/JapCTBEHHOTO U
MYHULMTATBHOTO yTIPaBJ/IeHUS.

3. Io/mKHOCTHOM M YMC/IEHHBIM COCTaB CJTy>KObI e/I0NPOM3BO/ICTBA B OpPraHax
roCyJapCTBEHHOTO ¥ MyHULIMMNAJBbHOTO YIPaBJ/IeHHs.

4. PersameHTalusi JesSTeTbHOCTA C/Iy>KObI [1eJIONPOU3BOACTBA B JIOKATbHBIX HOPMAaTHBHBIX
aKTax opraHa roCcyapCTBeHHOT0 U MYHHULIUIIA/ILHOTO yIIpaB/IeHUs.

HNcrounuku u MTeparypa:
IMocranoBnenne IlpaButensctBa P® ot  15.06.2009 Ne 477 «O6 yrBepxienud IlpaBun

JIeJIOTIPOM3BO/ICTBA B (he/lepabHBIX OpraHaX UCIIOTHUTETbHON BIACT».

MetouuecKkie peKOMEHJAMM 10 pa3paboTKe WMHCTPYKLWH TIO [e/IONPOU3BOJCTBY B (efepasbHbBIX

opraHax MCIOJIHUTe/IbHOM BIacTy, yTBep KeHHble NprKa3oM Pocapxusa ot 23 aekabpst 2009 Ne 76.

Tema 6 (8 uacoB). Buabl AOKYMeHTOB U CUCTeMbI JOKyMeHTaI[iH, Co3/jaBaeMbie B
AesATe/IbHOCTH OPraHoB roCyAapCTBeHHOr0 U MyHHUIMIIA/IbHOI0 yNIPaBJ/IeHHUS.

3aHsTHe TTPOBOJUTCS C MCIIO/b30BaHUEM Kelc-MeToa. CTyZeHThl U3yJaroT 00pasLpbl
JOKYMEHTOB U aHa/IM3UPYIOT NPaBU/IBHOCTb UX O()OPMJ/IEHHSI.

Ha ocHoBe npe/iy10keHHBIX NIpernojaBaTesieM CUTyalui CTYZeHTbl CAMOCTOATe/IbHO COCTaBJISIIOT
TIPYKa3bl, POTOKOJIbI, PaCIIOPSDKEHMsI, TIOCTAaHOB/IEHUS], PellleHNs, 00palleHus TpaXKiaH U
OTBeThbI Ha HUX.

Bonpocsr:
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1. Bujsl JOKYMEHTOB, U3aBaeMbIX OpraHaMH roCyJapCTBEHHOTO U MyHULIMMAIbLHOTO
yTpaBJ/ieHusl.

2. Ponb cucremsl Opl"aHI/IE}aL[I/IOHHO—paCHOpH,I[HTEHbHOIZ AOKYMEHTalllu B AeATe/IbHOCTH.
OPrdHOB roCcyapCTB€HHOr0 1 MyHULIUIIA/IBHOT'O YIIpaBJ/I€HUA.

3. Hcnonb3oBaHue 06/1aHKOB U 111a0/I0HOB U 3JIEKTPOHHBIX TOKYMEHTOB B JeATE€/IbHOCTH.
OpraHOB IroCyapCTBEHHOI'O U MYHULIUMIIA/IBHOI'O YIIDABJIEHUSA.

HNcTouyHukH u 1MTeparypa:

MeTouueckre peKOMeH/Ialuy 1o pa3paboTKe WHCTPYKIIHI TI0 /1e/I0TPOU3BO/ICTBY B
(benepabHBIX OpraHax WCIOTHUTEbHOM BJ/IaCTH, YTBEP)KAEeHHbIe TprUKa3oM PocapxuBa ot 23
nekabpst 2009 Ne 76.

I'OCT P 7.0.97-2016. HayuonanbHbiv cranaapt Poccuiickont @epepauyn. CrcrteMa CTaHAapTOB
no wuHpopmauuu, OuOIMOTEUHOMY U UW3AaTenbckoMmy  geny.  OpraHu3al[MOHHO-

pacriopaanTe/ibHas JOKYMEHTal M. Tp66OBaHI/IH K OCI)OPM]'IEHI/II—O AOKYMEHTOB.

OdumanbHble caiTbl (pefepanbHBIX OPraHOB UCTIOIHUTE/IBHOW BIaCTH U MYHHULIMIIAIbHBIX
obpa3oBanwmii roposia MockBbel, MOCKOBCKO# 00/1acTH U IpyruX cyOBeKToB Poccuiickoi
®deneparyu.

HokymeHTaiionHoe obecrieuedue ympaBieHuss / C.A.I'motoBa, A.FO. KouwskoBa, FO.M. KykapuHa,
E.A.Ckpuriko, miof, obmmeli pepakieii T.A.BbikoBoit.-M.: OO0 «1C-ITabmummnr», 2016. -350 c.: wi.
ISBN 978-5-9677-2615-6.

Ka6armos C.FO. Opranu3zaius 0011[ero u CrieldaabHOro Je/I0NpOU3BO/ICTBA B OPraHaXx MeCTHOIO
camoyTipaB/ieHHs: yueOHoe nmocobue. — M.: UTHOPA-M, 2013.

Kykapuna HO.M. Ocob6eHHOCTH OKYMEHTUPOBAHMsI yIPABI€HUYECKOU [1eSITeJIbHOCTH B OpraHax
MeCTHOro camoyrnpassieHust Poccurickort ®@epepamu. // JenonpousBogctso, 2016, Ne 2, C. 31-
38

Kykapuna FO.M. [lokymMeHTUpOBaHHe [AesiTeIbHOCTA Tpe/ICTaBUTE/IbHBIX OPraHOB MeCTHOTO
camoytpassieHusi Poccutickoit ®enepatiuu // JenonpounsBoactso. 2018. Ne 2. C.34-45.

®uoHoBa JI.P., bonabipeBa FO.A. Opranuszauus JOY B afMUHUCTpal[MX paiioHa //
HenonpousBoactso, 2009, Ne 4, c. 69-74.

CI/ITyaI_[I/II/I N KOMILJIEKTBI JOKYMEHTOB OPTdHOB I'OCyAdpCTBEHHOI'O 1 MYHULIUITIA/IBHOT'O
yIhipdBJ/iIeHUA.

CocTaBUTh OCTAHOBJ/IEHHUE 110 C/IeAYIOLIeH YIIPaB/IeHYeCKOH CUTYyaluH:

Curyanus Ne 1

[MogrotoBuTh mOCTaHOBNeHWe ['naBbl ropoja JIbiTkapyuHOo MocKoBCKoOM —06/acTy,
TIOCBSILIEHHOE TIPOBEJEHHI0 MyOIMUYHBIX CAyIIaHWd TI0 TpoekTy WM3menenuii B [IpaBuma
3eMJIer0/Ib30BaHNsl U 3aCTPOMKU TrOpOACKOro okpyra JIbiTkapuHo. IToctaHOBIeHHe MOAIMCAHO
'naBoi MyHMLMTIA/NILHOTO 0Opa3zoBaHust 15 ceHTss6ps 2018 roza u 3apercTprpoBaHO 3a Ne
924n.

[Ty6mmunble ciaymanus OyayT mpoBefeHsl 19 HosOps 2018 B 11 00 mo agpecy T.
JlbitkapuHo, yi. CadpoHoBa, 1. 2a. Heobxopumo coriacoBaTb COCTaB OPrKOMUTETa IIO
TIPOBeJIeHHI0 TyONMMYHBIX C/IyLIaHWN coryiacHO mpunoykeHnto Nel. Heob6xomumo ycTaHOBUTBH
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MEeCTO O3HAaKOMJIEHUS C MaTephajiaMu IMyOAMUHBIX CAYLIaHWKA 10 TMPOoeKTy V3meHeHUil B
[IpaBuna 3emsiernosib30BaHHs U 3aCTPOMKWA TOPOACKOro OKpyra JIbITKapuHO MO ajpecy T.
JIeiTkapuHo yi. IlepBomaibickas 1. 7 kKab. Ne 28. Marepuansl OyAyT AOCTYITHBI ISt
o3HakomsteHus1 ¢ 04.11.2018 mo 18.11.2018 ¢ 9 00 mo 18 00 (roHeme/bHUK-UYeTBEpT).

YCTaHOBUTH CPOK TOZAUM MpeJIoyKeHU U peKoMeHJalui 1o rnpoekTy M3meHeHul B
[IpaBusa 3emsiernosib30BaHusl U 3aCTPOMKUA TOPOACKOTO OKpyra JIBITKApUHO B OPrKOMHTET C
04.11.2018 o 18.11.2018 no azapecy r. JIbITKapuHo yi1. [TepBoMatickas . 7 kab. Ne 28.

HanHoe miocTaHoBneHWe W mpoeKT W3meHenuid B [lpaBuia 3emM/iemnosib30BaHUs U
3aCTPOMKM TOPOACKOTO OKpyra JIBITKapUHO [JO/DKHBI ObITb OMyO/MKOBaHbl B Trasere
“JIbITKADUHCKUEeBeCTU” U pasMellleHbl Ha OQUIMaJbLHOM caiite ropofa JIbITKApUHO B CETU
“NutepHetr”. KOHTPO/Ib WCIIOHEHWsS TIOCTaHOBJIEHUs] Bo3/araeTcsi Ha IlepBoro 3amectuTens
['naBel AgmuHucTpanuu r. JIsiTkapuHo B.B. JlyuieHko.

CocTaBMTB peleHue Mo caeyomnieil ynpaB/jieHuecKoi CUTyal[uu:

3aganue 1.

22 okrsa6ps 2018 roga CoBeTom gerytatoB PamMeHCKOro MyHUIMIIAIBHOTO pabioHa
MockoBcKoO# 067acTi OBIIO TIPUHATO pellleHHe O Ha3HAaUeHWM Ha JOJDKHOCTb PYKOBOJUTETIS
aZIMUHUCTpaLMK PameHCKOro MyHHMLIMINANILHOTO paiioHa MockoBckoi obsactu IIpokodreBa
E.B. B cooTtBeTcTBMM C YcTaBOM PaMeHCKOro MyHHULIMIIAJBHOTO palioHa U pelleHueM
KOHKYPCHOM KOMMCCHUU 110 TIPOBeZIeHUI0 KOHKypca Ha 3aMellleHue [JO/DKHOCTH PYKOBOAUTEsi
aJIMUHUCTpalMu PamMeHcKoro MyHMIIMTNIABHOTO paiioHa MoCKOBCKOM 06/1acty OoT 20 OKTS0ps
2018 roga Ne 25.

['maBe PamMeHCKOro MyHUIMMANbLHOTO paiioHa [lemuHy B.d. HeoOX0oAMMO 3aK/IOUUTH
KOHTPAaKT C pYyKOBOAWTeNeM aAMUHUCTpaluu PameHckoro MyHULIMNAnbHOTO —paiioHa
MockoBckoit obnactu IIpokodreBbiM Ebrenniem BacunbeBuuem c 23 okrtsabps 2018 ropga
coryiacHO ¢opme, coryiacoBaHHOM ¢ I'y6epHaTOpOoM MOCKOBCKO# 00/1aCTH.

HeoOxoauMo Tak)ke OIMyO/JIMKOBaTh [JaHHOe pellleHHe B OOIeCTBeHHO-TIOIUTUYeCKOM
razete PaMeHCKOro MyHMIMMAAbLHOrO paiioHa “PoAHMK” M pa3MecTUTb Ha OQULMAIBEHOM
NHTrepHeT-caiiTe aAMUHUCTPAaLMU PaMeHCKOro MyHHULIMIIAIbLHOTO paiioHa.

KonTponb Bo3naraetcsi Ha 3amectutensi ['1aBbl PaMeHCKOr0O MyHMIIMMAIBLHOTO paiioHa
B.B. lBaHoBa. Perienue noanucan ['1aBa PameHCKOro MyHULIMIIAILHOTO paiioHa B.®. [JeMuH.

Tema 7. (2 yaca) OpraHu3anusi padoThI ¢ JOKyMeHTaMH B OpPraHax rocy/JapCTBeHHOro u
MYHUIIUINIA/IBHOT0 YIIpaB/IeHUs

dopma npoBejieHUA — JUCKYCCHA

Ha ocHoBe npe/iy10keHHBIX TpernojaBaTesieM WHCTPYKLMU 10 /e/I0NPOU3BO/ICTBY CTYZEeHTbI
CaMOCTOSITeJTEHO COCTABJISIFOT OCHOBHBIE TeXHOJIOTUUECKHE 3Tartbl Pa0OThI C JOKYMeHTaMU U
Jlal0T UM KPaTKylO XapaKTepUCTUKY.

Tema 8. (2 yaca) HoBble uH()opMaLiiOHHbIE TEXHO/JIOTUM B JOKYMEHTaLIOHHOM
o0ecrneyeHUH AeATETLHOCTH OPTraHOB roCy/JapCTBEHHOr0 M MYHHIJUIIA/IbHOT0 yIPaB/IeHUA

dopma npoBefeHUs — JUCKYCCHUA

CTy,ELEHTbI N3y4aloT O(bI/IL[I/Ia]IBHbIe CaMTEI Pa3/IMUHBIX MYHHULUIIQ/IBHBIX O6PHBOBaHI/Iﬁ nu
3dKOHO/aTe/IbHbIe dKThI P® u roToBST OTBETHI Ha KOHTDPOJIbHBIE BOIIPOCHI

Bonpocsr:



30

1. PersameHTaius npeziocTapieHNss MyHULMNAIbHBIX YCIYT B 371eKTPOHHOU (hopme B D3
“O6 opraHu3aLyy MpejoCTaB/IeHNs TOCYJapCTBEHHBIX ¥ MYHULIUITATbHBIX YCITyT”.

2. AJMUHHCTpaTHBHBIE perjiaMeHTbl U CTaH/apThl Mpej0CTaBIeHuUs TOCYAAPCTBEHHBIX U
MYHULIATIABHBIX YCIYT B 3/IEKTPOHHOU (hopMme.

3. B03MO0XHOCTH 3/1eKTPOHHOT'O B3aUMO/IeHCTBUS MeX/y OpraHaMH roCy/1lapCTBEHHOI0 U
MYHULIAIIAIBHOTO yTIpaB/ieHus], OpraHu3aLysMHy U 3asBUTESIMHU.

4. Opranusanys paboTbl 37IeKTPOHHOM TIPHEMHOM B OpraHax rocyapCTBeHHOr0 U
MYHULMIAIBHOTO YTIPaB/IeHUs.

NcTouHuKHU U uTeparypa:

@3 “O6 obecrieueHUM AOCTyMa K UHGOOPMALIUK O [IeSTebHOCTU TOCY/JapCTBEHHBIX OPraHOB U
opraHoB MecTHoro camoytpaBieHus:” Ne 8-®3 ot 09.02.2009 // Poccuiickasi razeta Ne 25 ot
13.02.2009;

@3 “O06 opraHuW3aLyy TpeOCTaBIeHUs] TOCY/JapCTBEHHBIX U MYHHUIMIANIbHBIX ycayr” Ne 210-
®3 ot 27 urona 2010 // Poccuiickas raseta Ne 5247 ot 30.07.2010;

@enepanbhblii 3akoH 0T 06.04.2011 Ne 63-®3 “O6 anekTpoHHOUN Togmucu” // Poccuiickas
rasera Ne 5451 ot 08.04.2011.
[TocranoBnenue [IpaButensctBa P® “O ennHOM cucTeMe MeXBeJOMCTBEHHOTO 3/IEKTPOHHOTO

B3aumogencTBus” ot 08.09.2010 Ne 697 // C3 P®. 2010. Ne 38. CT. 4823.

[Mpyvka3 MuHHCTepCTBa CBSI3W M MacCCOBbIX KOMMyHMKaluid P® u ®DejepanbHON CyKObI
oxpanbl P® or 27 wmas 2015r. N 186/258 “O6 yrBepxaeHud TpebOBaHMIA
K  OpraHM3allMOHHO-TeXHUUECKOMY  B3aUMOJEWCTBUIO  TOCY/JapCTBEHHbIX OpPraHOB U
rOCyZIapCTBEHHBIX OpraHU3alyii OCpeICTBOM 0OMeHa JOKyMeHTaMH B 3JIEKTPOHHOM Buje”

OdwuiranbHble CAUTBl OPraHOB rOCYAAPCTBEHHOM BJIACTH U MyHHLIUIIABHBIX 00pa30BaHUi
ropo/ia MockBbl, MOCKOBCKO# 06/1acTH U Ipyrux cyobekToB Poccutickoii depeparum.

9.2. MeToanYecKHe PeKOMEeHAALUH 10 MOAr0TOBKe MMCbMEHHbBIX padoT

9.3. VIuble MaTepHa’bl
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MpunoxeHune 1
AHHOTALIUA
OucuunnuHa  (MoAy/sb)  peanu3yeTcsi Ha  (aky/jbTeTe  [JIOKYMEHTOBeJeHUsI U
TeXHOTPOHHBIX apXWBOB Kadeapoll [1OKyMeHTOBeJjeHUs, ayAuOBU3ya/lbHbIX MW HayuHO-
TeXHUUYECKHNX dDXHBOB.

Lenb AUCIMIVIMHBI — U3y4yeHHe OCOOEHHOCTeH Be/leHHs Je/I0NpPOM3BO/ICTBA B OpraHax
rocyapCTBeHHOro WM MYHHMLUIIAJIBHOTO YIIpABJ/JIEHHUSA Ha 6{:136 COBPEMEHHBIX HOPMATHUBHBIX
IMMPpaBOBBIX dKTOB.

3a,auM JUCLUIUIMHBL COCTOSAT B CJIeYIOLLeM:

- U3yuyeHHe OpraHv3aly [eJ0NpOM3BO/CTBA B OpraHax rocyZapCTBEHHOTO M MECTHOTO
yTpaB/ieHUsi 10peBOMIOIMOHHON Poccuy;

- U3yueHHe COBPEMEeHHOM MpaBOBOM perjlaMeHTal[dd OpraHW3aliuM [1e/I0NPOM3BO/ICTBA B
opraHax rocy/JapCTBeHHOTO ¥ MyHULMIIAa/IbHOTO yTPaBJ/IeHNs;

- H3ydeHHMe BHAOB [OJOKYMEHTOB, CO30dBd€MbIX B OprdHdX TOCyAdpCTBEHHOIo H
MYHHUIUITIA/IBHOT'O YIIpaBJ/I€HUS, ocobeHHOCTeN UxX OCI)OpM]IEHI/IH " TIpUMEHEHUS;

- wu3yueHWe O0COOeHHOCTel opraHu3alyu paboTbl C JOKyMeHTaMH B OpraHax
rOCyJapCTBEHHOTO WM MYHMLMIIAJBHOTO  yTIpaB/IeHus, dopmupoBaHre  CIyXKOBI
J1eJIOTIPOM3BO/ICTBa;

- W3yuyeHWe BJIUSTHUS HOBBIX WH(MOPMAIMOHHBIX TEXHOJIOTHH Ha JOKyMeHTal[HOHHOe
obecrieueHre [esITeTLHOCTH OPTaHOB TOCYAPCTBEHHOTO Y MYHUIIATIATILHOTO YTIPaB/IeHusI.

HucturivHa (MOAY/b) HaripaB/ieHa Ha JOpMUPOBaHUe C/IeYIOLUX KOMITeTeHIUI:
T1K-3.3 - BiagieeT TeXHO/IOTUsIMU paboThI C 0OpallieHUssMHU TPaXk/iaH.

B pe3ynbTaTe 0CBOEHUS JUCIMITIMHBI (MO/YJ/Is1) 00YUarOIUHACS T0/DKEH:

3Hamb:

- 0c00eHHOCTH TIPOBe/IeHUs Ty O/TMUHBIX MEePOTIPUSTHIA;

- OpraHu3ali0  JOKYMEHTAI[MOHHOTO  O0ecrieueHusi  /IeTEIbHOCTH  OpPraHOB
rOCyJAapCTBEHHOTO W MYHHUIUMAIBHOTO yIpaBlA€HUS B YC/IOBUSX TPUMEHEHHMsS HOBBIX
MH(POPMAaLIMOHHO-KOMMYHUKAI[MOHHBIX T€XHOJIOTHIA.

YmeTtn:

- BECTH [IeJIOBYIO TIEPETTUCKY U MOAIeP)KUBATh 3/IEKTPOHHBIE KOMMYHHUKALUY;

- TpPUMEHSITb  HOBble  HMH(OPMAIIMOHHO-KOMMYHUKALIMOHHbIE  TeXHOJIOTUH B
J1eJIOTIPOM3BOZICTBE OPTaHOB I'OCYy/IJapCTBEHHOTO ¥ MyHULIUTIA/IBHOTO YTIPAB/I€HUS.

Baademnb:
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— HaBbIKaMU TIPOBefleHUs IMyOIMUYHBIX MepOTpUsITUd ¥ (HOPMUPOBaHUS 3/I€KTPOHHBIX
KOMMYHHKALMK C UCTI0J/Ib30BaHMEM COBPEMEHHBIX TeXHOJIOTUW yIIpaBaeHUs JOKYMeHTalue.

- COBPeMEHHbIMU TEeXHOJIOTHSIMU YIIpaB/IeHUs JOKyMeHTaLuel.

Paboueit rmporpamMMoili TpeAyCcMOTpPeHbl CJ/IeAyIOle BHAbI KOHTDPO/S: TeKYIIUi
KOHTpPOJ/Ib yCIeBaeMOCTH B (pOpMe OMpOCOB, TecTa, MPOMEXYTOuHasi arrecTanus B (opme
3auera.

OO0111ast TPYA0€MKOCTh OCBOEHUST AUCIIUTUTUHBI (MO/IYJIsT) COCTaB/ISIET _3 3aUeTHBIX

eauHuLbl, 114 yacos.
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