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1 IlosicHUTEJLHAA 3aIMUCKA

1.1 Ileap v 3aaa4M AUCHUIJINHBI
JAUCHUIUIMHBL —  HU3YUYCHHUC OCO6CHHOCTCI\/’I BCACHUA  OCJIOIPOU3BOJACTBA B

Iens

TOCYJapCTBEHHBIX OpraHax M OpraHax MECTHOTO CaMOYIpaBJeHHs Ha 0a3e COBPEMEHHBIX
HOPMAaTUBHBIX IIPABOBBIX aKTOB U MHPOPMAILIMOHHBIX TEXHOJIOTUH.
3aa4y JUCLUILUIMHBI COCTOST B CIEAYIOLIEM:

- U3y4YEHHME OpraHU3alMu JEIONPOU3BOJCTBA B OpraHax rocyJIapCTBEHHOIO U MECTHOI'O
YIIpaBJICHUS JOPEBOIIONUOHHONU Poccuu;

- U3yYEHHE COBPEMEHHOM IMIPABOBOM perjaMeHTalMyd OPraHU3aluu JEIONPOU3BOACTBA B
TOCYHJApCTBECHHBIX OpraHax M opraHax MCCTHOI'O CaMOYIIpaBJICHUA,

- U3y4YEHUE BUJOB JOKYMEHTOB, CO3/1aBAa€MbIX B I'OCYJApPCTBEHHBIX OpraHax U OpraHax
MECTHOT'O CaMOYIIPaBJICHHS, 0COOCHHOCTEH X 0(hOPMIICHUS U IPUMEHEHHUS;

- U3yueHUe OCOOEHHOCTEH opraHuzanuud paboThl ¢ JOKYMEHTAaMHU B TOCYAapCTBEHHBIX
OpraHax M opraHax MECTHOTIO;

- (opmupoBaHue cmy>k0bl AETOMPOU3BOACTBA B TOCYNAaPCTBEHHBIX OpraHax M OpraHax
MECTHOTO CaMOYIIPABJICHUS,

- U3YyYCHHE BIMSHHUS HOBBIX WH(GOPMALMOHHBIX TEXHOJIOTHH Ha JOKYMEHTAI[MOHHOE
obecrieueHne AeSATEIHLHOCTH TOCYIAPCTBEHHBIX OPTaHOB U OPTaHOB MECTHOTO CaMOYTIPaBIICHHUS.

1.2 TIlepedeHb MVIAHUPYEMBIX Pe3yJbTATOB 00y4YeHUS MO AU CIUIINHE,
COOTHECEHHBIX ¢ HHANKATOPAMH J0CTUKEHUS KOMIIEeTEHIIUil

Komnerenmus
(K01 M1 HAMMEHOBAHHUE)

HNuankaTopbl KOMIETEeHIUI
(ko1 ¥ HAMMCHOBAHHUE)

Pe3yabraTsl 06yueHust

[TK-2. CniocoGeH oprann3oBaTh
U OCYLIECTBIIATH
JIOKYMEHTAI[HOHHOE
obecrieueHre ynpasJeHus B
OpraHU3aLHAX PA3IUYHBIX
OpraHU3alHOHHO-TIPaBOBBIX
thopM 1 hopM COOCTBEHHOCTH,
rOCyIapCTBEHHBIX OpraHax u
OpraHax MECTHOTO
CaMOyIIPaBICHUS

[IK-2.1. IlpumensieT TeopeTHIecKue
3HaHUA B chepe TOKYyMEHTallMOHHOTO
oOecrieueHHs yTpaBlIeHHs B
MPAaKTUYECKOH NeATeTbHOCTH

3namv: meopemuueckue ocHogol
OOKYMEHMAYUOHHO20 0Decneyerust
YnpaeneHus:

Ymemus: npumensme meopemuueckue
SHAHUS NPU OPSAHUZAYUU
OOKYMEHMAYUOHHO20 0Decneyenus
ynpasienus

Bnaoemu: memooonozueti
OOKYMEHMAYUOHHO20 0Oecneyenus
ynpasienus

[IK-2.2. Opraanzyet JOKyMEHTaIlHOHHOE
obecrieueHne yIIpaBICHNS B
OpraHu3anuAax pasjindHbIX
OpraHU3aIMOHHO-NIPABOBHIX (opM 1
(hopM COOCTBEHHOCTH, TOCYIapPCTBEHHBIX
OpraHax u opraHax MECTHOTO
CaMOYIpaBICHUS

3uamo: ocobennocmu NOCMAHOBKU
0OKYMEHMAayUuonHo20 obecneuenus
YIPasReHUs: 8 OP2AHUZAYUAX PAZTUUHBIX
OP2AHU3AYUOHHO-NPABOBLIX POPM U opm
cobcmeeHHoCmuU, 20CY0apCmMEeHHbIX
OpP2aHax u Op2anax Mecmuo2o
camoynpasnenusl
Ymemuw: opeanuzoeams
OOKYMEHMAayUuoOHHOe obecneuenue 6
OpPeAHU3AYUAX PASTUYHBIX OP2AHUZAYUOHHO-
npaeoguvix hopm u popm cobcmeenHHocmu,
20CY0apCMBeHHbIX OP2AHAX U OP2AHAX
MECmMHO20 CaMOYNPAGLeHUs YNPAGLEHUs
Braoemb: HaBbIKAMU COBEPUIEHCINBOBANUSL
cucmemvl OOKYMEHMAYUOHHOSO
obecneyeHus ynpaeieHus

[1K-2.3. Beimonusiet pabory 1o
JIOKYMEHTAI[HOHHOMY 00€CIIEUEHHIO
YIPaBJIEHYECKUX MPOIIECCOB B

3namv: cocmas @ynxyuil caysxco
OOKYMEHMAYUOHHO20 06eCheyeHus.
VAPAGIeHUsL




OpraHu3aluax pasjindHbIX
OpraHU3alOHHO-TIPABOBBIX (GOPM U
(hopM COOCTBEHHOCTH, TOCYTapCTBEHHBIX
OpraHax M opraHax MeCTHOTO
CaMOYIpaBICHUS

Ymems: ocywecmenamo pabomy no
OOKYMEHMAYUOHHOMY 06ecneyenuo
VIPAGIEHYeCKUX NPoyeccos

Bradems: nagvikamu dokymenmuposanus
VAPAGIEHYECKUX NPOYeccos u pabonivl
OOKyMeHmayuell 8 Op2aHU3AYUAX
PA3TUYHBIX OP2AHUZAYUOHHO-NPABOGYIX
dopm u popm cobcmseenrnocmu,
20CY0apCmeeHHbIX OP2aHAX U OP2aHaX
MECHHO20 CAMOYNPABIEeHUS.

IIK-5. CriocobeH opraHu3oBaTh
ONEPATHBHOE M apXUBHOE
XpaHCHUE TOKYMCHTOB B
OpraHMU3aIHsIX Pa3THYHBIX
(hopM COOCTBEHHOCTH,
rOCYJapCTBEHHBIX OpraHax u
OpraHax MecTHOTO
CaMOyIIpaBIICHHsI

[IK-5.1. Mcnionb3yeT TeopeTHIecKue,
IIPpaBOBbIE U METOJUYECKHUE OCHOBLI
OICPATUBHOT'O U apXUBHOI'O XPpAHCHUA
JIOKYMEHTOB B OPTaHH3aIUAX Pa3THIHBIX
(hopM COOCTBEHHOCTH, TOCYIapPCTBEHHBIX
OpraHax M opraHax MeCTHOTO
CaMOYIPABJICHUSI B MPAKTHIECKOM
JEATEeIbHOCTH

3namv: meopemuueckue, npasosoie u
MemoouuecKue 0OCHO8bl ONEPAMUEHO20 U
APXUBHO20 XPAHEHUS OOKYMEHMO8 6
OP2AHU3AYUSX PASTUUHBIX POPM
cobcmeeHHOCmU, 20CY0aPCMEEHHbIX
OpP2eaHax u Opeanax MecmHozo
CamoynpasieHust 8 NPpaKmuiecKkou
oesmenbHoCcmu

Ymems: npumensimo snanue meopuu
apxuHo20 0eida 8 NPaKMu4ecKkou
oesmenvbHocmu

Braoems: nasvikamu npumenenus
npagoeuiX HOPM 6 chepe apxusHo2o Oeid
npu ocyujecmeieHul OnepamusHo2o u
APXUBHO20 XPAHEHUS OOKYMEHMO8 6
OPeAHU3AYUSX PA3TUUHBIX POPM
cobcmeeHHOCmU, 20CY0aAPCMEEHHbIX
OpPeaHax u Opeanax MecmHozo
CamoynpasieHust 8 NPaKkmuiecKkou
oessmenbHoCmu

[IK-5.2. Opranuzyet onepaTuBHOE U
apXHMBHOE XpaHEHHE TOKYMEHTOB B
OPTaHM3AIMX Pa3IUIHBIX GOpM
COOCTBEHHOCTH, TOCYJapCTBEHHBIX
OpraHax M opraHax MECTHOT'O
caMOyIpaBlIeHUs

3uamu: npasuna opeanuzayuu
ONepamusHO20 U APXUBHO20 XPAHEHUS
OOKYMEHMO8

Ymemv.: opeanuzosvisamsv onepamugroe u
apxusHoe xpauerue OOKyMeHMos 8
Op2aHU3AYUAX PASTULHBIX POpM
cobcmeennocmu, 20cyO0apcmeeHHvIx
opeamHax u opeaHax MecmHo20
camoynpasnenus

Bradems: nagvikamu oopabomru u
n0020MOGKU OOKYMEHMO8 OJis MeKyuWe20 U
APXUBHO20 XPAHEHU

[1K-5.3. BemmonusieT paboTH 1Mo
OINEPaTHBHOMY ¥ apXMBHOMY XPaHEHHIO
JIOKyMEHTOB B OPTaHM3aIMAX PA3ITHMIHBIX
(hopM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX
OpraHax U OpraHax MECTHOTO
caMOyIpaBIlIeHUs

3namv: cocmas Qynxyuil apxugos u
noopazoenenuti N0 OOKYMeHMAaAyuOHHOMY
obecneyenuio ynpagieHus no OpeaHu3ayuL
OIIepaTHBHOTO U APXMBHOTO XpaHEHHs
JOKYMEHTOB

Ymemy.: svinoaname komniexc pabom no
onepamusHOMY U APXUSHOMY XPAHEHUIO
OOKYMEHMO8 6 OP2aHU3AYUAX PASTUUHBIX
@opm cobcmeennocmu, 20cy0apcmeeHHbIX
0p2aHax u Op2aHax MecmHo20
camoynpasnenus

Braoemv: nasvikamu cosepuiencmeosanus
ONepamusHO20 U APXUBHO2O XPAHEHUS
OOKYMEeHMO8

TIK-7. Criocoben
OCYIIECTBIISATH
IIOKyMeHTaI_H/IOHHOC
obecreueHue aesITeNbHOCTHU 10
mo100py, OIICHKE, PA3BUTHIO U
OpraHu3alliy Tpy/ia IepcoHaa

[1K-7.1 I[IpumeHsieT mpaBOBHIE U
TEOPETHYCCKHUE 3HAHKS [TPH
JIOKYMEHTUPOBAaHUU TPYAOBBIX
OTHOUIEHUH, JOKYMEHTUPOBAaHUU
IIPOXOKICHUSI TOCYJAPCTBEHHOU U
MYHHIMIIATBLHOM CYKOBI, paboTe ¢

3unams: npasoguvle akmol, peyrupyiowue
nopsA0OK NPOXodicoeHue u
O0OKYMEHMUPOBAHUE NPOXOHCOEHUS
20Cy0apCcmeeHHoU U MyHUYUNAIbHOU
cyoicobl;

Ymems: npumensmoe Hopmamugnvle




MEPCOHAIBHBIMU JAHHBIMHU H
KOH(pUICHIIMATBHOM nHpopManueit

npasosvle akmoul NPu COCMAGLeHUU U
0opMmACHUU OOKYMEHMOB 0 NPOXOICOCHUU
20CY0apCcmeeHHOU U MyHUYUNATbHOU
cyorcobl;

Braoems: nagvikamu ucnonv3osanus u
NPUMEHEHUs. HOPMAMUBHBIX NPABOBHIX
AKmMo8 0 NPOXONUCOEHUU 20CYOAPCMEEHHOU
U MYHUYUNATILHOU CLYJICObL;

[TK-7.2 CocraBnseT KagpoByIO
JIOKYMEHTAInIo, padoTaeT ¢
JOKYMEHTAIHEH 110 IMYHOMY COCTaBy B
rOCYJlapCTBEHHBIX OpPraHax, OpraHax
MECTHOI'O CaMOYIIPaBICHUA U
OpTaHM3aIMIX Pa3TUYHBIX POpPM
COOCTBEHHOCTH U OpraHH3allMOHHO-
IpaBOBBIX (opm

3namu: npasuia noo2omosku, ogopmieHus
u opaanuzayuu pabomsl ¢ OOKYMEHMAMU O
NPOXOACOeHUU 20CYOAPCMBEHHOU U
MYHUYUNATBHOU CLyHCObL;

Ymems: cocmaensimo u oghopmasmo
OOKYMEHMbL O NPOXOHCOCHUU
20CY0apCcmeeHHOU U MyHUYUNATbHOU
cyoicobl;

Braodemw: nagvikamu noocomosxu u
oopmaeHUss OOKYMEHMO8 O NPOXOAHCOCHUU
20CY0apCcmeenHOU U MyHUYUNATbHOU
CyoHcowl,;

[1K-7.3 Ucnonp3yeT nHHOpMATHOHHEIE
CHCTEMBI ISl TOKyMEHTHPOBAHUS
TPYAOBBIX OTHOIICHHUH U CITy>KeOHOM
JIeSITeNIbHOCTH, paboThI C KaJpOBOU
JIOKyMEHTalen

3Hnams: cospemennvie uHopmayuontvie
cucmembl, npumeHsiemvie OJis
OOKYMEHMUPOBAHUSL MPYOOBbIX
OMHOWEHUL U CTYIHCEOHOU OessmeTbHOCU
Ymems: ocywecmensimo sviboop
COBDEMEHHBIX UHPOPMAYUOHHBIX CUCTEM,
NPUMEHAEMBIX 0151 OOKYMEHMUPOBAHUS
Mpyo06bIX OMHOULEHULL U CTYIHCEOHOU
0esamenbHOCmU;

Braodemw: nagvikamu pabomeor 6
UHPOPMAYUOHHBIX CUCTEMAX,
APUMEHAEMBIX 0151 OOKYMEHMUPOBAHUS
Mpyo0o8bIX OMHOUWEHUIL U CILyHCeOHOU
oesamenvHoCcmu,;

VYK-11. Cnocoben
(hopMupoBaTh HETEPIIUMOE
OTHOIICHUEC K IMMPOABJICHUAM
9KCTPEMHU3Ma, TEPPOpU3Ma,
KOPPYILHOHHOMY MOBEACHUIO
Y IPOTHBOJCUCTBYET UM B
npodecCHOHATBHOM
JIeSITENILHOCTH

VYK-11.1. OmpenenseT cyuHocTh
IKCTPEMU3Ma, TEPPOPU3MA,
KOPPYILIMOHHOTI'O [IOBEACHUS U UX
B3aUMOCBSI3b C COIMAIbHBIMH,
HSKOHOMHUYECKUMH, TTOJIUTHYECKUMH U
WHBIMH YCIIOBUSIMH

3nams: cywpocmo 3xCcmpemuma,
meppopuzma, KoppynyuoHHo020 N06eOeHUs
U UX 3AUMOCEA3b C COYUATIbHIMU,
9KOHOMUUECKUMU, NOTUMUYECKUMU U
UHBLMU YCLOBUAMU,

Ymemn: npomusocmoame npoasnenusim
IKCmpemMusma, meppopusmd,
KOPPYRYUOHHO20 NOBEOCHUSL,

Bradems: nagvikamu npomueocmosnnus
NPOABNIEHUAM IKCIMPEMUIMA, MEPPOPUIMA,
KOPPYRYUOHHO20 NOBEOCHUSL,

VK-11.2 Ananusupyem npagoguvie HopMbl
0 NPOMUBOOEUCBUU IKCIMPEMUMY),
MEePPOPUIMY U KOPPYRYUOHHOMY
nogeodeHuUI0

3nams: npasosvle HOpmbL O
NPOMUBOOEUCMBUU IKCIMPEMUSMY,
MEePPOPUIMY U KOPPYRYUOHHOMY
nosedeHuio;

Ymems: npumensmo npagogvie Hopmul 0
NPOMUBOOCUCMBUU IKCIPEMUSMY,
meppopusMy U KOppynyuoHHOMY
nogeoeHur;

Braoems: Hagvikamu ucnoib306anust
APABOBLIX HOPM O NPOMUBOOCUCMEUU
IKCMPEMUIMY, MePPOPUIMY U
KOPPYRYUOHHOMY HOBEOEHUIO;

VK-11.3 Ilpasunvro npumensiem
npasosvle HOPMbl 0 NPOMUBOOEUCMEUU
IKCMPEMUIMY, MePPOPUIMY U
KOPPYRYUOHHOMY HOBEOEHUIO

3namo: nopsa0ok npumenens RPasosvIxX
HOPM 0 NPOMUBOOCUCTNBUU IKCTNPEMUIMY,
MepPOPU3MY U KOPPYNYUOHHOMY
nosedeHuUIo;




Ymemo: npumensime npasosvie Hopmbi 0
nPOMUBOOEUCMEUU IKCIMPEMUIMY,
meppopusMy u KOPPYNYUOHHOMY
nogeeoenuio;

Bnaodemv: nagvikamu ucnonb306aHus
nPABOBbIX HOPM O NPOMUBOOCUCMEUU
IKCMPEMUIMY, MePPOPUIMY U
KOPPYRYUOHHOMY HOBEOEHUIO;

1.3 Mecmo oucyunaunvl 6 cmpykmype 0CHOGHOIU 00PA308amMenbHOll
npozpammol
Hucyunnuna (modyas) «/lenonpou3so0cmeo 8 opeaHax 2o0Ccy0apcmeeHHOU G1acmu U

MECMHO20 YNPABIeHUs» OMHOCUMCS K 4acmu, popMupyemotl y4acmuukamu oopazoeamenbHblx
OMHOWEeHUL 610KA OUCYUNTUH Y4eOHO20 NIAHA.

Ina oceoenus OucyuniuHvl (MOOYIA) HeEOOX0O0UMbl 3HAHUS, YMEHUs U GlA0eHUs,
chopmuposantvie 8 xo0e U3VHeHus  CAe0VIOWUX OUCYUNIUH U HPOXONCOEHUS  NPAKMUK:
«doxymenmoseoenuey, «Opeanuzayuss u mMexHON02Usi OOKYMEHMAYUOHHO20 o0becnedeHus
ynpasnenusy, «Mcmopus ecocyoapcmeennvix yupescoenut CCCP u PDy.

B pesynemame oceoenus oucyunaumvl (MoOyis) Gopmupyromcs 3HAHUSA, YMEHUS U
61adeHus, Heobxooumvie OJisl U3VUEeHUs CAeOVIOWUX OUCYUNIUH U HNPOXONCOEHUS NPAKMUK:
«Memoouka cosepuieHcmeosanus cucmemvl YApasieHus OOKYMEHMAMU 6 Op2AHU3AYUIXY,
«Pezynuposanue OOKYMEHMAYUOHHO2O ObOecnedenus YNpagieHus 6 AOMUHUCTPAMUGHBIX

peziramenmax)

2 Cmpykmypa oucuyuniunsl

Obwas mpyooemkocms OucyuniuHvl cocmagisem 4 3.e., 144 u.

Cmpykmypa oucyuniaunst 015 0UHOU hopmul 00yUeHus

Obvem oucyuniunvl 68 ghopme KOHMAKMHOU pabomul 00YYAIOUUXCS C Ne0a202UdecKumMu
pabomuukamu u (Uiu) 1uyamu, npUeLeKaeMblMu K peaiu3ayuu 00pazoeameibHol npoepammbl Ha
UHDBIX YCII0BUSAX, NPU NPOBEOCHUU YUeOHbIX 3AHAMULL

Cemecm | Tun yuebHvIx 3aHAmMUL Konuuecmeso
p uacos
2 Jlexyuu 40
2 Cemunapoi/nabopamoptuvle pabomwi 40
Bcezo: 80

Obvem oucyuniunsl 8 popme camocmosamenbHol pabomsl 00y4aOuWuxcs cocmasgisem 64
aKademu4ecKkux 4acos.

Cmpykmypa oucyuniaunst 07151 04HO-3A0YHOU Popmbl 00yUeHus



Obvem Ooucyuniunvl 8 ghopme KOHMAKMHOU pabdomsl 00YYAIOUWUXC C NeOa202UdecKUMU
pabomuukamu u (W) 1uyamu, npUeLeKaemMblMu K peaiu3ayuu 00pazoeameibHol npoepammbl Hd
UHBIX YCII08USAX, NPY TIPOBEJICHUY YUCOHBIX 3aHSATHI:

Cemectp | Tun yueOHBIX 3aHATHIA KomugecTBo
4acoB
2 Jlekumn 24
2 CemuHApHI/T1a00paTOPHBIE PAOOTHI 24
Bcero: 48

O6beM TUCIMITIMHEI B (popMe caMOCTOATEIbHON paboThl 00YYAKOIIUXCS COCTaBIIeT 96
aKaJeMHUYECKUX YaCOB.

CTpyKTypa AUCHUNIMHBI VIS 3204HOI () OpMBbI 00yUeHHsI

O0beM AUCIUTUIMHBI B (hOpME KOHTAKTHOW PAOOTHI OOYyYaromIuXcs ¢ MeJaroru4ecKuMu
paboTHHUKaMU U (UJIH) JIMIIAMH, TIPUBJIEKAEMBIMHU K peau3aliii 00pa30BaTeIbHON MPOrpaMMBbl Ha
WHBIX YCIOBUSX, IPH MTPOBEICHUH YICOHBIX 3aHATHH:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuectBo
4acoB
2 Jlexkmum 20
2 CemuHapbl/1ad0paTopHbIE paOOThHI 20
Bcero: 40

O0BeM TUCIUIUIMHBI B (DOpME CaMOCTOATEeNbHON paboThl 00yUaromuxcs coctaiseT 104
aKaJeMHUYECKUX YaCOB.

3 Coaep:kanue IMCUUIIMHDbI

Ne | HaumeHoBaHue pa3aesia Conep:xanue
JUCHMILIMHBI

1 Pa3nen I Beenenue. 1.1. [Ipenmer, conepxanue, 3aa4u JUCUUTLIMHBI.
HCTOYHHMKH U JINTEpaTypa 1.2. UcTouHUKH U TUTEpaTypa

3akonogarenbuele akThl X VIII — . XX B. 110
BOIIPOCAM  OpraHu3alyyd  JIeJIONPOU3BOJICTBA B
OpraHax TroOCyJapCTBEHHOT0 W MYHHIIMIIAJIBHOIO
yrpasiieHus B Poccum.

CoBpeMeHHBIE  3aKOHOJATEIbHBIE  AKTHI,
HOPMAaTHUBHBIE IIPAaBOBBIE AKTBl W HOPMATHUBHO-
METOIMYECKue NOKyMeHThI Poccuiickoit @enepanuu.
[lepnonnueckue wusznanus. CHpaBOYHbBIE H3AAHUS.
Jlureparypa. Odurnmanbabie CalThI
rOCYJJapCTBEHHBIX U MyHULIUIIAJIbHBIX OPTraHOB.

2 Paszgea Il leronpousBoacrso B PernamenTanus neinonpou3BOCTBa OPraHOB
OpraHax rocy1apcTBeHHOIo u FOCyAapCTBEHHOTO U MECTHOI'O  yNpaBJICHUS
MYHHMIHMNAJIbHOTO YIIPABJIeHUSA JOpEBONIIOIIMOHHON Poccun B 3aKOHOAATEIBHBIX
A0pPeBOIOLMOHHOM Poccun akrax XVII — 1. XX B. “I'eHepanbHblii peraaMeHT

1720”,“Yupexxnenust i yOpaBJieHUS TyOepHHI
Bceepoccutickoit umnepun’” 1775 r., “OO0mmuii Haka3




rpakJIaHCKUM rydepHaropam”, “O01ee yupexieHue
muHuctepcts 18117, “Ilonoxxkenne o nopsiake
IPOM3BOJICTBA JIENl B TYOepHCKHX TpaBieHusx” 1837
T.

Bugst  moxkymeHToB, 0Opasyrommxcsi B
JIeATEITbHOCTH KOJUIETHH, MUHHCTEPCTB,
ry0epHaropa, ryOepHCKOro TMpaBJiICHHS, Ka3eHHOMN
nanartbl, MpHKaza OOIIECTBEHHOTO MPU3PEHUS H
JPYTUX TYOCpHCKUX OPTaHOB YIPABJICHUSI.

®opmyssip TekcroBoro nokymenta X VIII B.,
dbopmyIsap TekcToBoro nokymenTa XIX - Hauama XX
BB. [IpaBuna u Tpaauuuu oQopmieHUs PEKBU3UTOB
JOKYMEHTOB:  aBTOp JOKYMEHTa, HaWMEHOBaHUE
BHJIa JOKYMEHTA, aJipecaT, JaTa, PeruCTPaluOHHBII
HOMeEp, NOJIUCh, NIe€4aTh, OTMETKH Ha JOKYMEHTE.
[TossBnenne OnaHkOB JOKyMeHTOB B XIX Beke:
OJIaHKU yUpeXICHUH, CTPYKTYpPHBIX Opa3IesICHHH,
JOJIKHOCTHBIX JIUL, UMEHHbIE OJIaHKH.

Pazpnea 111 [Tesionpon3BoacTBo
OPraHOB rocy/1apcTBEHHOI0 U
MYHHMIHMIAJIBHOIO YIIPABJIEHUS B
COBETCKUI Mepuo

PernamenTanus neonpon3BOACTBA B OPraHax
TOCYAapCTBEHHOTO W MECTHOIO YIPAaBJIEHUS B
coBeTckuil nepuon (oT JIeKpeToB MEpBBIX JIET
CoBeTckoif BIAaCTM A0 pa3paOOTKU THUIOBBIX U
IPUMEPHBIX UHCTPYKIUI 110 IE€TONPOU3BOJICTBY).

Paznen 4. CoBpemeHHbIE
HOPMATHBHbIE TIPABOBbI€ AKThI,
peryJimpyouniue BeJeHue
JeJIOTPOU3BOICTBA B
roCyIapCcTBEeHHBIX OpPraHax o
oprasax MECTHOT0
caMoynpasBJieHUsA

Koncturynus P®; denepanbHbIil
KOHCTUTYIMOHHBIN 3aK0H OT 25 nekadpst 2000 r. No
2-OK3;

®enepanbubie 3akoHbl: D3 ot 27.07.2006 T.
Nel49-®3 «O6 wunpopmanuu, HHOOPMAITMOHHBIX
TEXHOJIOTHSIX HM O 3amuTe  HHpOpMaIUWy;
®enepanbhblil 3akoH 0T 06.04.2011 Ne 63-P3 “O0
3JIEKTPOHHOW mnoanucu’”; denepaabHbldi 3aKOH OT
01.06.2005 Ne53-®3 «O rocynapCTBEHHOM SI3bIKE
Poccuiickoii  ®eneparuny; D3 “O60  obmux
MPUHITUTIAX OpraHu3aluu MECTHOT'O
camoytnpaBiieHusi B Poccutickoit ®denepanun’; O3
@3 “O nopsike pacCMOTPEHUsI 00pallleHU TpaxaaH
Poccuiickoit ®Denepammn’; @3 “O06 obecneyeHUH
moctyna K WHGOpMAlMU O  JIEATEIBHOCTH
TOCYJapCTBEHHBIX OPraHOB M OPraHOB MECTHOTO
CaMOYIIpaBJICHUS U IpyTUe

[ToctanoBneHus [IpaBuTenscTBa P®d:
ITocranoBnenue [IpaButensctBa  Poccuiickoit
Oenepannu ot 27 aexadbps 1995r1. Ne 1268 «O6
YHOOPSIOYCHUH  M3TOTOBJICHUS,  HMCIOJIb30BaHUS,
XpaHEHUS W YHUYTOXKCHUS Te4aTe M OJIAaHKOB C
BOCITPOU3BEICHUEM roCyJJapCTBEHHOTO repba
Poccuiickoit  Depeparun» ;  IlocraHoBieHue
[IpaBurensctBa PO o1 19.01.2005 Ne30 «O Tunosom
periaMeHTe B3auMOICHCTBUS (heepaIbHBIX OPraHOB
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UCIIOJIHUTEIILHON BJIACTUY; ITocraHoBnEeHUE
IIpaButensctBa P® ot 28.07.2005 Ne452 «O
TunoBomM periamMeHTe BHYTPEHHEHW OpraHU3aluu
(benepanbHBIX OPraHOB MCIOJHUTEIBHON BIAcCTH» ;
[Toctanosnenue IlpaBurensctBa P ot 22.09.2009
No 754 “O06 yTBepKICHHH TOJOXKEHUS O CUCTEME
MEXXBEJTOMCTBEHHOTO AJEKTPOHHOIO
nokymentoooopora” (MOBM0); IlocraHoBineHue
[IpaButenscta PO ot 08.09.2010 Ne 697 “O enunoit
CUCTEME  MEKBEIOMCTBCHHOIO  JJIEKTPOHHOIO
B3aumozeiicteus”, [lpaBuna nenonpousBoACTBa B
TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO
CaMOYIIPABJICHUS ,  YTBEPKICHHBIE  IPUKA30M
PocapxuBa ot 22.05.2019 N 71. [Ilpukassl
(benepanbHBIX OPraHOB UCIIOTHUTEIBHOMN BIACTH

Pasznen V Opranuszanust ciayx0bl
JeJ10TPOU3BO/ACTBA B
roCy1apCTBeHHBIX H
MYHULIMIIAJTBHBIX OPraHax
perjiaMeHTanus ee AesiTeJbHOCTH

Cayx0a JIeJIOTIPOU3BOICTBA B opraHax
rOCyIapCTBEHHOTO M MYHUITUTIAIHOTO YIIPABICHHS,
0COOCHHOCTH  (hopMHpOBaHUS, HOKHOCTHOW H
YHCJIeHHBIM cocTaB. (OCHOBHBIC II€NH, 3aJadd H
(GyHKIMU CiIy>KOBI JIETOTIPOU3BOACTBA B OpraHax
rOCyIapCTBEHHOTO ¥ MyHHUIIUTIAILHOTO YIIPABIICHUS.
[IpaBa u OTBETCTBCHHOCTb CITyKOBI
JIeNTOTIPOU3BOACTBA. PernameHTanust esiTeIbHOCTH
CIy’)KOBl ~ JICJIONPOM3BOJCTBA B JIOKAJIbHBIX
HOPMATHUBHBIX aKTaX OPTaHOB T'OCYJApCTBEHHOTO U
MYHHUIUIAIBLHOTO YITPABICHHS.

PazneaVI Buabl 10OKyMEHTOB U
CHCTEMbI JOKYMEHTAIlUM,
(popmupyromuecs B
AesiTeJIbHOCTH OPTraHOB
roCcy1apCTBEHHOI0 U
MYHHMUIHMIIAJIBHOTO YIIPABJIEHUS
HAa COBPEMEHHOM JTare

Beibop BHIa JOKyMEHTa B 3aBUCUMOCTH OT
cneunuku JESATEIIBHOCTH oprasa
roCyJIapCTBEHHOIO W MYHUILUIIAJIBHOTO
ylopaBieHus. Buasl JOKYMEHTOB, CO3[aBa€MbIe B
(benepanbHBIX OpraHax UCIOJIHUTENFHON BJIACTU U B
Opra”ax MECTHOI'O CaMOYIIPABJICHUS

Ponb cucreMbl Oprauu3aliOHHO-PACIOPSIAUTEIBHON
JOKYMEHTaluu B JESATEIIBHOCTH OpraHoB
rOCYJapCTBEHHOI'O ¥ MyHUIUIIAJIBHOT'O YIIPaBICHUSI.

OpranuzannoHHbIE JIOKYMEHTBI:
aIMUHHUCTPATHBHBIC PErNIaMEHTBl UM  CTaHAAPTHI
MIPEIOCTABIICHUS roCyAapCTBEHHBIX u

MYHHIIUIIATBHBIX YCIYT, MOJIOKECHUS, WHCTPYKIIHH,
HITATHOE pacIUCaHKE U JAPYyTHE.

PacniopsimutensHbie JIOKYMEHTHI:
ITOCTAHOBJICHHUS, pelIeHus, pactopsuKeHHS,
MPOTOKOJIBI, TPUKA3HI.

HHupopManimoHHO-CIIPaBOYHBIE JIOKYMCHTHI:
ciykeOHble THChbMa, MOKJIAJHbIE M CIIy)KEOHBIC
3aIMCKH, aKThI, CITIPABKH.

WHcTpykuus 10  AETOMPOM3BOJACTBY  Kak
OCHOBHOW JIOKYMEHT, OIPEACIAIONMN MOPSAI0K
JIEJIONPOU3BOJICTBA B OpPraHax roCyAapCTBEHHOTO U
MYHHUIUIIAIEHOTO yIIpaBJICHUS. bianku




11

JOKYMEHTOB, BHUJIbl OJAHKOB, WPUMEHSEMBIX B
OpraHax TroOCYJapCTBEHHOTO U MYHHIIUIAIHHOTO
yIpaBJiIeHUsI.

7 Pazgean VII Opranusanus
padoThI ¢ JOKYMEHTAMH B
OpraHax rocyJ1apcTBeHHOIro u
MYHUIIUNIAJIBHOTO YIIPABJIEHUS

Opranmzanus  JOKYMEHTOOOOpOTa B  OpraHax
ToCyJapCTBCHHOI'O U MYHHUIIUIIAJIBHOI'O YIIPABJICHHA.
TexHosoruueckue Tanbl padoOThI ¢ JOKYMEHTaMH C
yuyeToM (mpueM W mepBUYHas  oOpaboTka
JOKYMEHTOB,  IPEIBApUTEIILHOE  PAaCCMOTPEHUE,
peructpanysd, KOHTPOJIb HCIIOJIHCHUSA, MOATrOTOBKaA
OTBETHBIX JJOKYMEHTOB, OTIIPAaBKa, HHPOPMALMOHHO-
crpaBoyHas paboTa).

OpraHuzanysi ONEPATUBHOTO XPaHEHHUS
JOKYMCHTOB B OpraHax TOCYJAapCTBCHHOTO U

HH(OPMANIMOHHBIE TEXHOJIOTHH B
TOKYMEHTAIHOHHOM
o0ecreyeHuH 1esITeJIbHOCTH
roCy1apcTBEeHHBIX U
MYHHIHNAJIbHBIX OPTAHOB

MYHUITUTIATEHOTO yIIpaBJICHUS: MOPSIJIOK
dbopMupoBaHus Jel, pa3paboTKa HOMEHKIATYpPHI
zen, MIPOBEACHUE AKCTIEPTU3BI LIEHHOCTH
JIOKYMEHTOB, IOATOTOBKA [ JIJI IIepeIadr B apXUB.

8 Pa3zgen VIII HoBlle Ucnonp3oBanue CHUCTEM 3JIEKTPOHHOTO

JOKYMEHTO000pOTa B  JESATEIBHOCTH  OpPraHOB
roCyIapCTBEHHOTO0 U MYHUIIUIIAJIBHOTO yIPaBICHHUS,
BIUSHUE WHPOPMAIIMOHHBIX TEXHOJIOTHI HA BEJCHHE
JIEJIONPOU3BOICTBA.

Bo3MOXHOCTH ~ 3J€KTPOHHOIO  B3aMMOJIECHCTBUS
MEXIY OpraHamu roCy/apCTBEHHOTO u
MYHUIUIIAJIBHOTO YMPABICHUS, OPraHU3aALUIMH U
3asgBUTENSAMU: OOMEH NOKYMEHTaMHU B 3JIEKTPOHHOM
dopme, HIOPTaJIbI roCyJIapCTBEHHBIX u
MYHHIIMIIAJIBHBIX YCIYT; JJIEKTPOHHBIE MPHUEMHBIC
Ha OQUIMAIBHBIX  CcalTaX TOCYJAapCTBEHHBIX H
MYHHIIUIIAJIbHBIX OPTaHOB YIIPABJICHUS.

4 OOpa3oBaTe/ibHbIE TEXHOJIOTUH
Jlis npoBeieHrs y4eOHbIX 3aHITHIA 110 JUCIUILIMHE UCIIOB3YIOTCS pa3inuHble 00pa3oBaTeIbHbIe
TEXHONOTUH. {151 opranuzanuu y4eOHOro mpoiecca MOXeT ObITh HCIIOJIB30BaHO 3JEKTPOHHOE
oOydeHue u (1) TUCTAHIIMOHHBIE 00pa30BaTEIbHBIE TEXHOJIOTHH.

S OuneHka MJIaHUPYEMBIX Pe3yJIbTATOB 00y4YeHHsI

5.1 CucreMa oeHUBAHUSA

Dopma KOHTPOJIA Makc. K0J1u4ecTBO 0aJJI0B
3a oany Bcero
padoTy

Texywuti KoHmponn.

- yuacmue 8 OUCKYCCUU U 8bINOJIHEHUEe 3A0aHULL 10 6annos 40 b6annos

Ha NPAKMUYecKux 3aHAmusax

- mecm (memvt 4-7) 20 6annos 20 6annos
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IIpomedxxcymounas ammecmayusi 40 6annos
(aK3aMmeH)
Hmoeo 3a cemecmp (Oucyuniumny) 100 6annos

[Tony4eHHbII COBOKYMHBIN pe3yabTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO IIKATy OIICHOK U B
miKaity oueHok EBporelickoil cucteMsl nepeHoca u HakorieHus: kpeautos (European Credit
Transfer System; nanee — ECTS) B COOTBETCTBHHM C TaOIUIICH:

100-6amnpHas TpaionHas mkaa [IIxama
1IKajia ECTS
95-100 A
2304 OTJIMYHO B

68 — 82 XOPOIIIO 3a4TEHO C

56 —67 D
50_55 yIOBJICTBOPUTEIHHO E

20 — 49 FX
0-19 HEYJOBJIETBOPUTEIHHO HE 3a4TEHO F

5.2 Kpurepuu BbICTaBJeHHsI OLEHKH MO IMCIUTIHHE

Bamnsl/ O1eHKa 110
Ixana ECTS | qucuuruinge

Kputepuu onieHKH pe3ynbTaToB 00yUeHus 0 JUCIUILTUHE

100-83/ «OTIIMYHO)
AB

BricTaBisiercst 00yJaromnemMycsi, €Ciii OH TITyO0oKo u
MPOYHO YCBOMJI TEOPETUUYCCKHIA U MIPAKTHUECKUH
MaTepuall, MOKET MPOJIEMOHCTPUPOBATH ATO HA 3aHATHSIX U
B X0JI¢ IPOMEKYTOUHOW aTTECTAIIHH.

OO0y4aromuiicss HICUEPIBIBAIOIIE U JOTUYECKUA CTPOMHO
u3Jaraet yueOHbI MaTepuall, yMEeT yBI3bIBATh TCOPHUIO C
NPAKTHKOH, CIIPABIISIETCS C PELICHUEM 3a/1a4
poeCCUOHATLHON HANIPAaBICHHOCTH BBICOKOTO YPOBHS
CJIOKHOCTH, MPABUIBHO 00OCHOBBIBACT MPUHSTHIC
peIIeHMS.

CB00OHO OpUEHTHPYETCS B YUEOHOH U
npoeCCUOHATILHOM JIUTEpaType.

OreHka o JUCIUILIMHE BBICTABIISIOTCA 00Yy4arOIIEeMycs C
Y4ETOM PE3yIbTATOB TEKYIIEW U IPOMEKYTOYHOU
aTTeCTaluu.

Komnerenuuu, 3akpeniéHHble 3a TUCHUIIIIMHOM,
c(hopMUPOBaHbI HA YPOBHE — «BBICOKHIDY.

82-68/ «XOPOIIIO»

BricTaBisiercst 00yJaromemMycsi, €Clii OH 3HaeT
TEOPETHUYECKUH U NPAKTUUECKUN MaTepuai, FPaMOTHO U 110
CYIIECTBY M3JIaraeT €ro Ha 3aHATHSX U B XOJE
MIPOMEKYTOUYHOM aTTECTallMH, HE I0MyCKasl CYIIECTBEHHBIX
HETOYHOCTEH.

OOyuaronuiicst MpaBUJIbHO MPUMEHSET TEOPETUUECKUE
MIOJIOKEHUS TIPU PEIICHUU MPAKTUYECKUX 3a/1a4
npodeccuoHaNbHOM HAMIPaBICHHOCTH PAa3HOTO YPOBHS
CJIO’)KHOCTH, BJIa/IEET HEOOXOIUMBIMH JIJIsI STOTO HABBIKAMHU
U IPUEMAMHU.

JlocTaTouHO XOPOIIO0 OPUEHTUPYETCS B YICOHOU U
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Bamnel/
Ixama ECTS

Orwenka 110
IUCLIUTUINHE

Kpurepun onieHKH pe3yinbTaToB 00yUeHHs 110 TUCIUILIMHE

poeCCUOHAIBHON JTUTEPATYPE.

OreHka 1o JUCIUILIMHE BBICTABIISIOTCS 00YJarOIIEeMYyCs C
Y4ETOM PE3yIbTAaTOB TEKYIIEH U MPOMEKYTOTHOM
aTTecralmuu.

Komnerennuu, 3akpeniéHHble 3a TUCIUIIIIMHOM,
c(hopMHpOBaHbI HA YPOBHE — «XOPOLIUI.

67-50/
D.E

«YOOBJICTBOPH-
TCIIBHO)

BricTaBnsiercs oOy4aromemMycsi, €ClIi OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTeprall,
JIOTTYCKaeT OTJENbHbBIC OIIMOKH MPHU €ro U3JI0KEHUH Ha
3aHATUAX U B XOJ€ IIPOMEKYTOYHOMN aTTECTALINHU.
OO0yuaronuiicst UCTIBITHIBAET ONPeAETIEHHBIC 3aTPYTHEHHS
B IPUMEHEHHUH TEOPETUYECKUX ITOJI0KEHUN ITPU PEILICHUH
MPAKTUYECKUX 3a71a4 Mpo(dhecCHOHaNbHOM HAMIPABICHHOCTH
CTaHJAPTHOI'O YPOBHS CII0KHOCTH, BJIAJICET
HEOOXOUMBIMU JJI 3TOT0 0a30BBIMU HABBIKAMU U
IpUEMaMH.

JleMOHCTpHpYyeT TOCTaTOUHBIN YPOBEHb 3HAHUS y4eOHOU
JIUTEPATYpPHI 110 JUCLUIUIMHE.

OrneHka o JUCIUIUIMHE BBICTABIISAIOTCA 00y4arOIIEeMycs C
Y4ETOM PE3yJIbTAaTOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalUu.

Komnerenuuu, 3akpeni€éHuble 3a TUCUUIIMHOM,
c(hopMUPOBaHbI HA YPOBHE — «JIOCTATOYHBIN.

49-0/
F,FX

«HCYAOBJICTBOPHUTC
JIBHO»

BeictaBnsiercst o0ydaromemMycsi, €ClIi OH HE 3HAeT Ha
0a30BOM ypOBHE TEOPETUYECKUI U TPAKTHIECKUI
MaTepHall, OIycKaeT rpyObie OMHOKH PU €To
U3JI0’KEHUU Ha 3aHATUSAX U B X0/I€ TIPOMEKYTOUHOMN
aTTeCTallHH.

OOyuaromuiicst HCIIBITBIBACT CEPHE3HBIEC 3aTPYTHEHUS B
NPUMEHEHUN TEOPETUUECKUX MOJIOKEHUH MTPU PELICHUN
NPaKTHYECKHX 3a]a4 MPO(ECCHOHANBHON HAIPABIEHHOCTH
CTaHAAPTHOTO YPOBHSI CIIOKHOCTH, HE BIIAICET
HEOOXOAMMBIMH ISl 3TOTO HABBIKAMU M PUEMaMHU.
JlemoHCTpHpYeT parMeHTapHbIC 3HAHUS Y4eOHOMH
JUTEPATYPHI MO AUCIUIUIMHE.

OreHka 1o JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEMYCs C
y4€TOM pEe3yJbTaToOB TEKYIIEH 1 MPOMEKYTOUHOU
aTTeCTallHH.

KomrmeTeHny Ha ypoBHE «10CTAaTOUHBIINY, 3aKPEIIEHHBIC
3a JUCLUUIUIMHON, HE C(HOPMHUPOBAHEI.

5.3 OueHo4HbIe cpeAcTBA (MATEPHAJIbI) IJIA TEKYILEro KOHTPOJIA
yCIIeBaeMOCTH, IPOMEKYTOYHOM aTTecTAllUN 00y4aroUIUXCcs M0
AUCUMILINHE

Bomnpoc 1

HpnMep TECTOBOTO 3alaHUA

bnank mocTaHOBICHUS B opraHax MCECTHOTO CaMOYIpPaBJICHHUA BKJIIOYAaCT B cehs
CJIeayromue pCKBU3UTHI:
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A) n3o0paxkeHne repba MyHHIIMIIAIBHOTO 00pa30BaHMs, MECTO JJISl Pa3MEICHUS Ha3BaHUS
BU/Ia JOKYMEHTa, MECTO ISl IaThl 1 HOMepa IOKYMEHTa, MECTO COCTaBJICHHUS

b) n3obpaxenue repda MyHUIMIIAIBLHOTO 00pa30BaHMs, HAUMEHOBAHNE OpraHa MECTHOTO
caMOYTIpaBIICHHS, MECTO IS Pa3MENICHNs Ha3BaHHs BUAA JOKYMEHTa, MECTO JIUIsl JAThl 1 HOMepa
JIOKYMEHTa, CIIpaBOYHbIE JaHHbIE 00 OpraHe MECTHOI'O CaMOYTIPaBJICHUS

B) uzob6paxenue repba MyHUIIMIAIILHOTO 00pa30BaHus, HANMEHOBAHNE OPraHa MECTHOTO
caMOyTIpaBJIeHHs], HANMEHOBAaHUE BU/Ia JOKYMEHTa, MECTO JUISI AaThl 1 HOMEpa JOKYMEHTa, MECTO
COCTaBJICHUS

I') u3o6paxkeHue repba MyHUIMIAIBLHOIO 00pa30BaHUs, HAUMEHOBAHHE JOJDKHOCTHOTO
JWIIa MECTHOTO CaMOYTIPaBJICHHUS, HANMEHOBaHHE BU/Ia JIOKYMEHTa, MECTO JUIS IaThl 1 HOMEpa
JOKYMEHTa, MECTO COCTaBJICHUS

Bomnpoc 2

Bu3za opuunanbHOro 10KyMeHTa 3To:

A) peKBU3UT TOKYMEHTA, BBIPAXKAIOLINI COTJIaCHe UM HECOTJIACUsl JOJKHOCTHOTI'O JIMLIA
C COZIep’)KaHUEM JIOKyMEHTa

b) Haanuch Ha JOKyMEHTE, c/ieNlaHHas JOKHOCTHBIM JIMLIOM U COZiepKalliasi IPUHATOE
UM pelleHue

B) nonnucanue 10KyMeHTa €ro COCTaBUTEIEM

Bomnpoc 3

B kakue pekBU3UTHI JOKYMEHTA J1aTa BXOJIUT KaK COCTaBHAS YacTh?
a) rpu¢ yTBEPKICHHS B) TIOJIITHCH

0) BU3a COTJIacCOBaHU T') PE30JTIOIIHS

Bomnpoc 4

OOmmii 6;1aHK TOKyMEHTa BKJIIOYAET B ce0s CIICAYIONINE PEKBU3UTHI:

A) nzobpaxkenue repda, sMOIEMbI, MECTO JIJIsl Pa3MEIIEHUs Ha3BaHUS BUIa IOKYMEHTA,
MECTO JUIS JaThl U HOMEpa JOKYMEHTA, MECTO COCTaBJICHUS

b) nzobpaxenue repba, SMOIEeMbI, HAUMEHOBAHUE OPTaHU3AIIUNA aBTOPa, MECTO TSI
pa3MeleHus Ha3BaHus BUIa JOKYMEHTa, MECTO JJIs IaThl 1 HOMepa JOKYMEHTa, MECTO
COCTaBJICHUS

B) u3o6paxenue repba, sMOIeMbl, HAUMEHOBAHUE OPTaHU3ALIMU aBTOPA, MECTO ISt
pa3MenieHus Ha3BaHUs BUAA JOKYMEHTA, CIIPaBOYHbIE IaHHbIe 00 OpraHu3aluu, MECTO JIJIs
JaThl 1 HOMEpa JOKYMEHTA, MECTO COCTaBIICHUS

Bomnpoc 5

Kakue u3 nepeuncieHHbIX TOKYMEHTOB TPEOYIOT YTBEPKACHUS?

A) ycraB b) mratHoe pacnimcanue B) mpuka3zbl

I') noxnaausie 3anucku 1) TOJKHOCTHBIE MHCTPYKIIUU

Bomnpoc 6

TumnoBo#i popmysip IpUKasza COAEPKUT CIEAYIONINE PEKBU3UTHI:

A) rep0 (3mbneMy), HAMMEHOBaHUE OPTaHU3alUU-aBTOPA, CIIPABOYHBIC JIAHHBIE 00
OpraHu3aIy, HaMMEHOBAHKE BU/IA TOKyMEHTA — MIPUKa3, 1aTy, HOMEP, MECTO COCTABJICHUS,
3aroJIoBOK K TEKCTY, TEKCT, MOAMNKUCH, BU3bl COTJIACOBAHUS

B) rep0 (sM0O5emMy), HAUMEHOBaHHE OPraHNU3allUN-aBTOpa, HAMMEHOBAHUE BUIA
JIOKYMEHTa — MIPHUKa3, AaTy, HOMEP, MECTO COCTABIICHUS, 3aT0JIOBOK K TEKCTY, TEKCT, MOIHCH,
BU3bI COTJIACOBaHMS

B) rep6 (am0siemy), HamMeHOBaHKE OpraHU3aIlMu-aBTOpa, HAMMEHOBAHUE BHJIA
JOKyMEHTa — IPUKa3, AaTy, HOMEpP, MECTO COCTABIICHHS, 3aT0JIOBOK K TEKCTY, TEKCT, TOIHUCH,
1e4aTh, BU3BI COTTIACOBAHUS

Bompoc 7
B opranax MecTHOro caMOYIIpaBJICHUS MOTYT MPUMEHSATH CIICAYIONINE BUIBI OJJAHKOB:
A) GmaHK mMchMa b) GmaHk KOHKPETHOTO BHJIA TOKYMEHTA

B) Gnank riiaBel MyHHUIIUITATEHOTO 00pa30BaHUS
I') 6nank nocranosnenus [IpaBurenscTBa
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Bomnpoc 8

K opranm3anvoHHBIM JIOKYMEHTaM, MWCHOJb3YEMBIM B JEATEIBHOCTH OpPraHOB
rOCyJapCTBEHHOI0 U MyHUIUIIAJIBLHOT'O YIIPABIEHUs, OTHOCATCS:

A) ycTtaB oOpraHuzanuu 0) periaMeHT NpPeACTaBUTEILHOTO OpraHa B)
aJIMUHUCTPATUBHBIM perjaMeHT T) MpHuKa3 1) HMHCTPYKLIMSA [0 JENONPOU3BOACTBY  €)
KOpIIOPATUBHBIA CTaHAPT

Bonpoc 9

bnank ¢ nzo6paxkenuem ['ocynapctsennoro rep6a Poccuiickoit @enepaniuu MOTYT UMETh:

a) JIroOast opranusaiysi, 3aperucTpupoBaHHas Ha Teppuropun Poccuiickoit denepanyn

6) IlpencraBuTenbHble W OPraHU3AIMOHHO-PACTIOPSIUTENbHBIE OPTraHbl MECTHOTO
CaMOYIIPABJICHUS

B) YupexxaeHus U opraHusaiuu, ykazanuele B denepanbHomM KOHCTUTYIITMOHHOM 3aKOHE
«O TNocynapctBenHOM TepOe Poccuiickoit denepanum»

r) VYupexIeHuss W OpraHu3aliy, YykasaHHble B [IpaBunax [enompou3BOJACTBA B
(enepanbHBIX OpraHax UCIOJHUTEIBHON BIACTH.

Bomnpoc 10

®3 “O mnopsake paccMOTpeHusi oOpamieHui rpaxgaH Poccuiickoit ®Denepammu”
periaMeHTHpYeT:

A. CpOKH paccMOTpeHHs 00paleHu TpaKIaH

b. cpok peructpanuu obpanieHuii rpaxaan

B. HAUMEHOBAHUS JIOJDKHOCTEH pa0OTHUKOB OpraHu3allid,  3aHUMAIOIIMXCS
paccMoTpeHHeM OOpaleHHi

I".  cocraB peKBU3UTOB MUCEMEHHOTO OOpaIeHUs TPaXKTaHuHA

Bomnpoc 11

B coorBerctBun ¢ @3 “O mopsake paccMOTpeHus: oOpaiieHuid rpaxiaaH Poccuiickoit
denepanun’ yCTaHOBJICHBI CIEAYIONINE BBl TUCHBMEHHBIX OOpaICHMI:

A. mpennoxxeHue I'. pexomeHpanus
b. xanoba B. 3asBnenune
Bonpoc 12

®3 “O0 21eKTPOHHON MOAMKUCH’ YCTaHABIMBAET CJICTYIONTUE BUIBI TOITUCEH:

A) npocTast 3J€KTpOHHAs OJIUCH

b) kBanuduupoBaHHas ycuieHHas 3JIeKTPOHHAs MOINHUChH

B) 3amuiienHas 31eKTpoHHas! IOANKCH

I') ycuneHHas 31eKTpOHHAs MOANUCH

Bomnpoc 13

TpeboBaHMs K CTPYKTYpe TEKCTa U OPAIKY pa3pabOTKH aIMUHUCTPATUBHOTO perjaMeHTa
U3JI0’KEHBI:

A. ®3 “O06 obecrnieueHnH IOCTyna K WHGOPMAIIUU O JEATETLHOCTH TOCYIapCTBEHHBIX
OpPraHOB U OPraHOB MECTHOI'O CaMOYIIpaBJICHUS™

b. @3 “O06 uadopmannu, vHPOPMAITMOHHBIX TEXHOJOTHIX U O 3aITUTe HHPOPMAITIN’

B. IlocranoBnenue IlpaBurensctBa P®D “0 TuUnoBOM periaMeHTe B3aMMOAECHUCTBUSA
(henepaybHBIX OPraHOB MUCTIOJHUTEIBLHON BIACTH

I'. @3 “O06 opranu3zayy NpeaoCTaBICHUs TOCYIapCTBEHHBIX U MYHUIUIIAIBHBIX yCIyT”

Bomnpoc 14

Cornacno @3 “O06 0o0mMX NPUHLIMIIAX OPraHU3ALUN MECTHOTO caMmoyIpaBieHus B PO”
IJ1aBa MyHHUIIMIIAIBHOTO 00pa30BaHUs U3/aeT:

A. IOCTaHOBJIEHUS I'. ykasel
b. pemienus M. mpukasbl
B. pacnopsixkenus E. yxazanus

Bonpoc 15.
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s oOMeHa JOKyMEHTaMH MpH MPEJI0CTaBICHUN TOCYJapCTBEHHBIX U MYHHIIMIIATbHBIX
YCIIYT B JIEKTPOHHOU (hOopMe UCTIOIB3YETCS:

A. cucTeMBbl MEKBEJOMCTBEHHOTO JOKYMEHTO000pOTa

b. pernoHanpHbI TOPTa roCy1ApCTBEHHBIX M MYHHUIIMIAIBHBIX YCIYT

B. cucrema MEXBEIOMCTBEHHOT'O DJIEKTPOHHOI'O B3aMMOIEHCTBUS

I'. cuctema 31€KTPOHHOTO IOKyMEHTOO000pOTa

Cl/lTyaIIl/ll/l U KOMILJICKTBI JOKYMEHTOB OPraHoB rocyiapCTB€HHOro 1 MyHHIUINIAJIBHOI'O
YupaBJicHUS AJI1 COCTABJICHHUA TOKYMECHTOB HA NMIPAKTUYCCKUX 3aHATUAX:

IMoaroroBka pemeHuii NpeACTABUTEIbHOI0 OPraHa MeCTHOT0 CAaMOYIIPABJIEeHHS.
IHoaroroBka cTPYKTYPbI H INTATHOTO PACIIHCAHUS MECTHONH aIMMHUCTPALMH.

1. W3yuutrp nopsaok MNOArOTOBKM U odopmieHus pemeHus. Kakue MOIKHOCTHBIE nHla
o0JanalT TMpaBOM TMOANMUCAHUS PELICHUH MPEACTaBUTEIBHOTO OpraHa MECTHOTO
camoymnpaniieHusi? CoctaB peKBU3UTOB pemieHus. CocTaB peKBU3UTOB OaHKa perieHus (CM.
npuiiokeHne 2 K MeToAMYeCKUM pPEeKOMEHJAIMsIM 10 pa3paboTke HWHCTPYKIUN 110
JITIOTIPON3BOJICTBY B TOCYAAPCTBEHHBIX OpraHaxX, OpraHax MECTHOTO CaMOYTIPABIICHHUS ).

2. TlogroroButh TekcT pemenuss Cosera nemytatoB I'opoackoro okpyra Ilomonsck “O06
YTBEPKICHUHM CTPYKTYypbl AnmuHuctpanuu l'opoackoro oxpyra Ilogombck MockoBCKOH
obmact”. B 3TOM *ke pelieHnn Heo6XouMo nopyuuTs [ naBe Anmunucrpanuu ['opoackoro
okpyra Ilogonbck BacunbeBy A.H. paspabotarh mTaTHOE pacriucaHre B COOTBETCTBUU C
YCTQHOBJICHHBIM  PEECTPOM  MYHHUIMIIAIBHBIX  JIOJDKHOCTEH  (YTBEpXkJAEH  3aKOHOM
MockoBckoit obmactu “O MyHUIIMNAIBHOH cityk0e B MockoBckoit obmact” ot 24.07.2007
Ne 137/2007-03) u npeacraButh ero Ha yrepxkaeHue I nase ['opoackoro okpyra Ilogonabsek
A.B. JKapukoBy. MyHununaipsHOMy aBTOHOMHOMY YUYpexXJIeHHIO «MenuaueHtp»
HE00X0IMMO ONyOJIMKOBaTh PELIEHHE B CPEACTBAX MAacCOBOW MH(pOpMAIMU U Pa3MECTHTh
ero B cetu MurtepHeT Ha oduinmansHoMm caiite ['opoackoro oxpyra Ilogonbsck. Pemenue
noxnucan IIpencenarens Cosera nenyraroB ['opoxackoro oxpyra Ilomonsck H.U. Ilectos.
Crpyktypa Anmunuctpauuu ['opoackoro okpyra Ilogonbck mpuiaraercs K peleHuro.

3. IloxaroroBuTe mTaTHOE pacnucanne AnmuHuctpauuu ['opoxackoro okpyra Ilomonbck
COTJIACHO YCTaHOBJEHHOH cTpykType. Kro OyneT moamuceiBaTh W YTBEPKAATH JTOT
JOKYMEHT?

IIpumepHBbIii NepevYeHb BONMPOCOB K IK3aMeHY M0 BceMy Kypcy:

1. HopmaruBHble mnpaBoBble akThl Poccuiickoii @Penepanuu, periaMeHTUPYIOIINE
OpraHru3alurio ACJIOMPOU3BOACTBA B OpraHax MCCTHOI'O CaMOYIIPaBJICHUS.

2. JlokanbHbIE HOPMATUBHBIE aKThl, pEraMEHTHPYIOIINE JeJIONPOU3BOJICTBO B OpraHax
MECTHOI'0 CaMOYIIPaBIICHUS.

3. MyHunumnangbHble IPaBOBbIE aKThl, UX BUIbI, HOPSIOK MOATOTOBKH U O(OPMIICHHUS.

4. PaCCMOTpeTB OCHOBHBIC BHUIbBI OHOKYMCHTOB, CO3JaBaCMbIC IJId HOKYMCHTUPOBAHUA
yIpaBiIeHYECKON AESITEIbHOCTY MECTHON aAMUHHUCTPAIIUH.

5. PaccMOTpeTh OCHOBHBIE BHJBI JOKYMEHTOB, CO3/1aBA€MbIe IIPU JOKYMEHTHUPOBAHUU
JeSITeNIbHOCTH MPEICTAaBUTEIHHOIO OpraHa MECTHOTO CaMOYTIPaBJICHHUS.

6. JlokymMeHTHpOBaHUE NPOXOXKICHUS MYHHUIMIAIbHON Ciy>)kObl (Ha3BaTh W JaTh
XapaKTePUCTUKY OCHOBHBIM BUIAaM JIOKyMEHTOB).

7. Cnyx0a [enonpou3BOJACTBA B MYHHUIMIAIBHOM oOpraHe (MOPSIOK CO3[aHus,
HAaUMEHOBAHUS, 33J1a4M U (YHKIUH, TOJDKHOCTHOM COCTaB).
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8. Cmyx0a Jenonpou3BOACTBA B TOCYJapCTBEHHOM opraHe (TOpSAOK CO3/aHus,
HaWMEHOBaHMS, 3a71a4 U (PYHKITUH, TOHKHOCTHON COCTaB).

9. JlokanbHble HOPMAaTHUBHBIE aKTbl, PErJIAMEHTUPYIOLIUE JEJIOMPOU3BOJCTBO B
TOCYJIaPCTBEHHBIX OpraHax.

10. OpranuzanoHHbIe JOKYMEHTHI (BUI0OBOI COCTaB M (DyHKIIMOHATFHOE HA3HAUCHHE /IS
OpraHOB MECTHOTO CaMOYTIPABIICHHUS).

11. PacnopsautensHble JOKYMEHTHI (BUAOBOM COCTaB M (PYHKIMOHATbHOE HA3HAUCHHE
JUTSl OPTaHOB MECTHOTO CAMOYIIpaBJICHUS).

12. Tlopsimok moAaroToBku M odopmiieHuss oOpallieHds MYyHHIMIIAIBLHOTO JenyTara u
NIy TaTCKOTO 3armpoca.

13. KoHTpoOJIb HCTIOTHEHUS! JOKYMEHTOB U MOPYUYEHUN B J€ATEIbHOCTH T'OCY1apCTBEHHBIX
Y MYHUITUTIAJTBHBIX OPTaHOB.

14. TlopsimoK MOATOTOBKH M YTBEPKIEHUS, TPEOOBAHUS K COACPKAHUIO MHCTPYKIIUU TIO
JIETIOTIPON3BOICTBY OpraHa MECTHOTO CaMOYIIPaBJICHUSI.

15. Tlopsimok MOATOTOBKHU M YTBEPKIEHUS, TPEOOBAHUS K COACPKAHUIO MHCTPYKIIUU TIO
JIETIOTIPON3BO/ICTBY TOCYAAPCTBEHHOT'O OpPTaHa.

16. PaccMoTpeTh BUIBI IOKYMEHTOB, KOTOPHIMH O(OPMIISIETCSI MIPOBECHUE aTTeCTallun
MYHUITUTIATBHBIX CITY>KaIlnX.

17. YcTaB MyHHIMIIATBEHOTO 00pa30BaHUs (CTPYKTypa TEKCTa, MOPSAOK OhopMIIeHUS U
BCTYIUICHHS B CHITY).

18. AAMUHUCTPATUBHBIN PErIAMEHT KaK OCHOBHOW JOKYMEHT, ONPEACISIOIIMNMI MOPSIA0K
OCHOBHOM JIeATEILHOCTH TOCYAaPCTBEHHOTO U MYHHUIIUIIAIbHOTO OpTraHa.

6 YueOHO-MeTOaAMYeCKOEe U HH(POPMALIMOHHOE o0ecriedyeHHre JUCHUIIIMHbBI

6.1 CnucOK HCTOYHHMKOB M JIUTEPATYPbI
Hcrounuku

OcHOBHBIE

®denepanbHblii KOHCTUTYIIMOHHBIM 3akoH oT 25 npekadbps 2000 r. Ne 2-®K3 «O
I'ocynapcTBeHHOM repoe Poccuiickoit Denepanum». URL:
http://www.consultant.ru/document/cons_doc LAW 29674/ (nata o6pamenus — 20.03.2024).

@enepanbubiii  3akoH PO ot  27.07.2006 1. Nel49-d3 «OO6 wuHbpopmanuy,

UH()OpPMAIIMOHHBIX TEXHOJIOTUAX u 0 3aIIUTe uHpOpMAIHN
URL:http://www.consultant.ru/document/cons_doc LAW_ 61798/ (mata oOpameHuss —
20.03.2024)..

@enepanbublii 3akoH 0T 02.05.2006 Ne 59-D3 «O mopsake paccMOTpeHHs OOparieHuit
rpaxknan Poccuiickoit ®eneparuun URL: https://base.garant.ru/12146661/ (nmata oOpamienus —
20.03.2024)..

@enepanbHblii 3akoH “O0 obecrneueHUM J0CTyna K HHQOpPMAIMH O JAEATEeIbHOCTH
rOCy/apCTBEHHBIX OPTraHOB U OPraHOB MecTHOTo camoynpasieHus” Ne 8-D3 ot 09.02.2009 URL:
https://base.garant.ru/194874/ (nara obpamenus — 20.03.2024).

®enepanbHblif 3ak0H “O0 00IMIMX MPUHIMUIIAX OPraHU3aLUN MECTHOTO CaMOYTIPaBIICHUS
B Poccuiickoit @enepanun” Ne 131-D3 ot 06.10.2003 URL: https://base.garant.ru/186367/ (marta
obpamenus — 20.03.2024).

@enepanbHblii  3akoH  “O0 oOpraHuM3alMd  MOPEJOCTaBICHHUS TOCYAAapCTBEHHBIX U
MyHUIMNATBHBIX yeayr” Ne 210-®3 ot 27 urong 2010 URL: https://base.garant.ru/12177515/

@enepanbhbiii 3akoH 0T 06.04.2011 Ne 63-®3 “O6 snexrponHoit moamucu” URL:
http://www.consultant.ru/document/cons_doc LAW 112701/ (mata obpamenus — 20.03.2024)..


http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_61798/
https://base.garant.ru/12146661/
https://base.garant.ru/194874/
https://base.garant.ru/186367/
https://base.garant.ru/12177515/
http://www.consultant.ru/document/cons_doc_LAW_112701/
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[TocranoBnenwue [IpaBurensctBa PO ot 22.09.2009 Ne 754 “O0 yTBep:KI€HUH MOJIOKECHUS
0 CHCTEME MEXBEJOMCTBEHHOTO 3JIEKTPOHHOTO JIoKyMeHToobopota” (MDJIO) (B meicTB. pen.)
URL: https://base.garant.ru/196328/ (nara obpamenus — 20.03.2024)..

[ToctanoBnenue IIpaButensctBa P® ot 08.09.2010 Ne 697 “O eaguHOU cucreme
MEXBEJIOMCTBEHHOTO dJ1eKTpoHHOT0 B3aumoeicTBus” URL: https://base.garant.ru/199319/.

[Tpuka3 Pocapxusa ot 22.05.2019 N 71 “O06 yTBep:KIACHHH TTPaBU JEIOMPOU3BOJICTBA B
roCyJIapCTBEHHBIX oprasax, oprasax MECTHOTO CaMOYIIpaBJICHUS URL:
https://base.garant.ru/72291836/ (nata obpamenust — 20.03.2024)..

Metoanyeckre peKOMEHAALUU M0 pa3paboTKe MHCTPYKIHMH IO JEJONPOU3BOJCTBY B
TOCYJTapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoympasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 URL: http:// http://www.consultant.ru/document/cons_doc LAW 373895/
(mara oopamenus — 20.03.2024).

I'OCT P 7.0.97-2016. Hanuonansusiii crangapt Poccuiickont ®enepanuu. Cucrema
CTaHIApTOB TO HHPOpMANHNK, OHOTMOTEUHOMY W H3AATEIbCKOMY aeny. OpraHu3anmoHHO-
pacriopsauTenbHas  JoKyMeHTauusi. TpeGoBanus k odopmieHuto jgokymeHtoB URL:
http://www.consultant.ru/document/cons_doc LAW 216461/ (mara obpamenus — 20.03.2024)..

Jlureparypa
brikoBa, T. A. JlokymMeHTalMOHHOE OOECTICUCHHE yMpaBJICHHS (ICIOMPOU3BOACTBO) : YUeOHOE
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; noj o6ur. pea. T. B. Ky3Henosoii.
— 2-e u3A., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 304 c. — (Briciiee o6pa3oBanue:
bakanaBpuar). - ISBN 978-5-16-004805-5. - Tekct : osnekrponHsid. - URL:
https://znanium.com/catalog/product/1078152 (mata o6pamenus: 26.03.2024). — Pexxum gocryna:
0 MIOJIIHCKE.

Kykapuna FO.M. DnextpoHHble oOpalieHus rpakiaH B OpraHbl FOCy1apCTBEHHON BIacTH
U MECTHOTO CaMOYIpaBJICHUS: MpOoOJeMbl B3aUMOACUCTBUS / YIpaBiieHHE JIOKYMEHTaMH B
nudpoBoil IKOHOMUKE: TIpoOIemMbl B3aumojeicTus: Matepuansl I MexayHaponHoit Hay4dHO-
npaktud. kKoH¢p. MockBa, 6 HosOps 2019 r. M.. PITY, 2019. C. 40-47. URL:
https://www.rsuh.ru/upload/main/fdta/sbornik conf upr doc 2019.pdf (mata oOpamenus -
20.03.2024).

Bunorpaznosa T.B. CoctosiHue ry0epHCcKoro aenonpou3BoacTsa B Poccuiickoil umnepun
U MIOTIBITKH ero peopmupoBanus B nepsoii nomosune XIX B. // Bectuuk PITY. 2014. Ne2. URL:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=59 (nmara oOparenus —
20.03.2024)..

EpmonaeBa A.B. JlokymeHTaunOHHOE oOOecrneueHue  JesTeIbHOCTH  OpraHoOB
rOCy/apCTBEHHOW BIACTH B MOCTCOBETCKUI MEPUO/I: TEHACHIIUU U TiepcreKTuBbl pa3Butus URL:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=99 (nmara oOparienus —
20.03.2024)..

6.2 IlepeuyeHnb pecypcoB HHGPOPMALMOHHO-TEJICKOMMYHHUKAIMOHHOM CETH
«HHTEepHET»
- TapanT [OnexTpoHHBIA pecypc]. — DnekTpoH. gadH. — M., cop. 2024. — Pexxum pocrtyna:
http://www.garant.ru.
- Koncynberant Ilmtoc [DnekTpoHHBIA pecypc]. — DnekTpoH. mad. — M., cop. 2024. — Pexum
nocryna: http://www.consultant.ru.
6.3 IIpodeccnonanbHbie 0a3bl JAHHBIX M HHPOPMALMOHHO-CIIPABOYHbIE

CHUCTEMBI

Joctyn k mpodeccroHanbHbIM 0a3aM naHHbIX: https://liber.rsuh.ru/ru/bases

WndopmanroHHble CIIPaBOYHbBIE CUCTEMBI:
1. Koncynsrant [Lroc


https://base.garant.ru/196328/
https://base.garant.ru/199319/
https://base.garant.ru/72291836/
http://www.consultant.ru/document/cons_doc_LAW_216461/
https://www.rsuh.ru/upload/main/fdta/sbornik_conf_upr_doc_2019.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=59
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=59
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=59
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=99
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=99
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=99
http://www.consultant.ru
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2. Tapanr

7 MarepuajJibHO-TeXHHYECKOe o0ecneyeHne T CIUIIAHbI

AyIuTOopuH IS TPOBEACHUS JICKIMIA 1 CEMUHAPCKUX 3aHATHI C TEXHUYECKUMH CPEJICTBAMH
o0yueHus (MyJIbTUMEIUA-IIPOEKTOP (BUAEONPOEKTOP), 3KpaH (IIEPEHOCHOM MM CTAl[MOHAPHBIN)),
KOMIIBIOTEPHBIHN KJIACC IS TPOBEACHUS JIA0OPATOPHBIX 3aHATHH.

1. Ilepeuens I1O

Nenn Haumenosanue 110 [IpousBoauTens Croco0
/m pacrpocTpaHeHHs
(muyensuonrnoe unu
6000010
PACNPOCMPAHIEMOE)
1. Adobe Master Collection CS4 Adobe JINLIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3. Windows 7 Pro Microsoft JINLIEH3MOHHOE
4. Microsoft Office 2013 Microsoft JIMIIEH3UOHHOE
5. Windows 10 Pro Microsoft JINIICH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JINISH3UOHHOE
7. Microsoft Office 2016 Microsoft Jlnnen3snonHoOE
8. Zoom Zoom JINIICH3UOHHOC

2. Ilepeuens B/l u UCC

Nenno Haumenosanue
/m

1 | MexayHnaponusle pedepatuBHble HaykomeTpuueckue bJl, noctymnnbie B paMmkax
HanuoHaJILHOU moanucku B 2020 r.

Web of Science

Scopus

2 | [Ipodeccuonanbuble monHOTEKCTOBBIE B/, 1OCTYyIHBIE B paMKaX HaIIMOHATIBHON
noanucku B 2020 r.

XKypnanst Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnuansr Taylor and Francis

3 | [Ipodeccuonanbubie MOTHOTEKCTOBBIC B/

JSTOR

I/I3l[aHI/I$I 10 O6H.[CCTB€HHLIM U 'yMaHUTapHbIM HayKaM
DnekrponHas oubanoreka Grebennikon.ru

4 | KoMnbroTepHbIe CIIPaBOYHBIE TPABOBBIE CUCTEMBI
Koncynsbrant Ilmtoc,
I'apant
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8 Ooecneuenue 00pa3oBaTeIbLHOIO NMPoLECCa AJIsl JTUI C OTPAHUYEHHBIMHU

BO3MOKHOCTHAMH 310POBbS U HHBAJIUIO0OB
B xoze peanuzanuy JUCHUIIIIMHBL UCTIOIB3YIOTCS CIIEYIOLIUE JOTIOIHUTEIIbHBIC
METOJIbl O00yYeHHMsI, TEKYIIero KOHTPOJS YCIEBAEMOCTH W MPOMEXKYTOUYHOM aTTeCTaluu
00yYaromuxcs B 3aBUCUMOCTH OT UX WHAMBHIYaJIbHBIX 0COOCHHOCTEH:

® I CIETbIX ¥ cIa00BHIAIINX:

- JIeKUMU O(OPMIISIOTCS B BHUJAE 3JIEKTPOHHOIO JIOKYMEHTA, JOCTYIHOTO C IOMOIIbIO
KOMITBIOTEpA CO CHEIHATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCTICUeHUEM;

- TMCbMEHHbIE 3aJJaHHs BBINOJHSIOTCA Ha KOMIBIOTEpE CO CIEUATU3UPOBAHHBIM
IpOrpaMMHBIM 00ECTIeYeHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrneunBaeTcs UHIMBHIYyaIbHOE paBHOMEpHOE ocBelieHne He Menee 300 Jrokc;

- s BBIIOMHEHMS 3aJlaHusl TPU HEOOXOTUMOCTH TPEJOCTABISETCA YBEIWYHMBAIOIIEE
YCTPOHCTBO; BO3MOXHO TAK)K€ MCII0JIb30BaHHE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- MIUCBbMEHHBIE 33JJaHUs OPOPMIISIOTCS YBEJIIMYSHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T NPOBOJATCS B YCTHOM (pOpMe MM BBIMOJIHAIOTCS B MUCbMEHHOHN opme Ha
KOMIIBIOTEPE.

® I TIIyXUX U CJIA0OCIbILIAIINX:

- JekimMu O(OPMISIIOTCS B BHIE 3JEKTPOHHOIO JOKYMEHTa, JHOO MpPeJoCTaBIIseTCs
3BYKOYCWJIMBAIOLIAsl allllapaTypa WHAWBUIYAIbHOTO 110JIb30BaHMS;

- MIMCHbMEHHBIE 33JJaHNS BBITOJIHSAIOTCS HA KOMIIBIOTEPE B MUCHMEHHOM (hopMe;

- 9K3aMEH U 3a4€T IPOBOJAATCS B MUCbMEHHOH (hOpMe Ha KOMITBIOTEPE; BO3MOKHO IIPOBE/ICHUE
B (hopMe TECTHPOBAHUSI.

® I JIUII ¢ HApYLIEHUSMHU ONTOPHO-ABUraTeIbHOIO anmnapara:

- JIeKUMU O(OPMIISIOTCS B BHUJAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IIOMOIIbIO
KOMIIBIOTEPA CO CHEUATN3UPOBAHHBIM IIPOrPaMMHBIM 00€CIICUEHUEM;

- THMCbMEHHBIC 3aJ]aHMs BBINOJHSIOTCA Ha KOMIBIOTEpE CO  CIEHUATU3UPOBAHHBIM
IPOrPaMMHBIM 00€CTIEUCHUEM;

- 9K3aMEH U 3a4€T MPOBOJATCA B YCTHOM (pOpMe MIIM BBIMOJHAIOTCS B MUCbMEHHOH opme Ha
KOMIIBIOTEPE.

[Tpu HeoOX0AUMOCTH IPEyCMATPUBACTCS YBEIIMUECHUE BPEMEHH /1715l IOATOTOBKU OTBETA.

ITponenypa  mpoBeAeHHs  NPOMEXKYTOYHOM — arTecTalud Uil OOydYaroluxcs
YCTAHABIMBACTCS C Y4YETOM HMX HMHIMBUAYAIBHBIX TCHUXO(U3MYECKHX OCOOEHHOCTEH.
[TpoMexyTouHast aTTeCTalys MOXKET IPOBOJAUTHCS B HECKOJIBKO ITAMOB.

[Tpu mpoBeneHUN MPOLEAYpPhl OLEHUBAHUS PE3yJIbTaTOB O0yUeHHs MpeaycMaTpuUBacTCs
WCIIOJIb30BAHNE TEXHUYECKUX CPEACTB, HEOOXOMUMBIX B CBS3M C WHIUBUAYaIbHBIMU
0COOEHHOCTAMH 00yUarOIMIUXCsL. DTH CPEACTBAa MOTYT OBITh ITPEOCTABIECHBl YHUBEPCUTETOM, WIIN
MOTYT HMCIIOJIb30BaThCsl COOCTBEHHbIE TEXHUUECKHE CPEICTBA.

[IpoBeneHne mpouenypsl OLIGHUBAHHMS  pe3yJbTaTOB  OOY4YEHHs  JOMYCKAETCS C
WCIIOJIb30BaHNEM JMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHA.

ObecneunBaeTcst AOCTYN K MH(POPMALMOHHBIM M OuOIMorpaduyeckuM pecypcaMm B CETH
WuTtepner nns kaxgoro oOyuwaromierocsi B ¢GopMax, aJalTUPOBAHHBIX K OTPAaHUYEHUSM HX
3JI0POBbsI U BOCIIPUATHUS HHPOPMALIUH:

® IS CIIETBIX M CJIa0OBHISIINX:

- B Ie4aTHOU (popMe yBEINUECHHBIM HIPUPTOM;

- B JopMe 3IEKTPOHHOTO IOKYMEHTA;

- B (hopme ayanodaiina.

® IS TAYyXUX U CIA0OCIBIIIAIINX:

- B Ie4aTHoH popme;

- B opMe 3JIEKTPOHHOTO IOKYMEHTA.

® 17151 00YyYAOLIUXCS C HApYIIEHUSIMH OTIOPHO-/IBUTATEJILHOTO anmapaTra:
- B IeyatHou opme;
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- B opMe IEKTPOHHOTO IOKYMEHTA;
- B popme ayaunodaiina.

Y4eOHble ayAUTOpUH IS BCEX BUAOB KOHTAKTHOM M CAaMOCTOSITENILHON pabOThI, HAydHAas
OMOIMOTEKAa W WHBIE TIOMEIICHHsI N1 0OyYEHHUs OCHAIICHBI CIEIUaIbHBIM O000pYyJOBaHUEM U
y4eOHBIMU MECTaMH C TEXHHYECKUMHU CPEJICTBAMU O0yUEHHUS:

® IS CIIETIBIX M CJIa0O0BHISIINX:

- YCTPOMCTBOM 11Jisl CKaHUpOBaHUs U uTeHus ¢ kamepoid SARA CE;

- nucreeM bpaitns PAC Mate 20;

- npunHTepoM bpaitng EmBraille ViewPlus;

® IS TAYXUX U CIA0OCHBIIIAIINX:

- ABTOMATH3MPOBAaHHBIM pabOYUM MECTOM /s JIOJed C HapylleHHeM ciyXxa |
¢J1a00CIIBIIIAIINX;

- aKyCTUYECKUN YCUIIUTEINb U KOJIOHKHU;

® 17151 OOyYarONIUXCsl C HAPYIICHUSIMU OTIOPHO-/IBUTATEILHOTO anmnapara:
- IePEIBKHBIMU, PETYIHPYEMBIMU 3proHoMuueckumu napramu CU-1;
- KOMIIBIOTEPHON TEXHUKOM CO CIIEUATIbHBIM TPOTrPAMMHBIM 00ECTICYECHUEM.

9 MerToauvecKkue MaTepHaJIbI
9.1 IlnaHbl NPAKTHYECKUX 3AHATHI.

Tema 1
Tema 4. (8 yacoB) CoBpeMeHHbIe HOPMATHBHBIE IPABOBbIE AKTHI, peryJIupylounue
AeITeJIbHOCTh ITOCYy1aPCTBEHHbIX OPraHOB U OPraHOB MECTHOI'0 CAMOYIIPABJICHMS.

®opma npoBeAeHHUs — JTUCKYCCHS

CryneHThl U3y4aroT COBPEMEHHbIE HOPMATUBHBIE aKThl, PETNIAMEHTUPYIOIIKE TOKYMEHTUPOBAHUE
YIPABJICHUYECKOU JIEATEIbHOCTH B OpraHax rocyAapCTBEHHOTO0 U MYHHUIIUIIAILHOTO YIPABICHHUS.

1. Yem pasznmuuarorcs oOmmii GnaHKk W OIaHK NHCbMa, ONAHK KOHKPETHOTO BHUIA
JIOKyMeHTa?

2. Kaxue BubI GJaHKOB IPUMEHSIOTCS B OPraHax TOCYAapCTBEHHOTO M MyHHUIUIIAILHOTO
ynpaBieHus?

3. KakoB cOCTaB PEKBU3MTOB JOKYMEHTOB, IIPUMEHSIEMBIX B OPraHaX TOCYAapCTBEHHOTO
1 MYHUITUTIATBHOTO YIIpaBiIeHUs?

4. KakoBbl TpeOOBaHHS K OOPMIICHUIO PEKBU3UTOB JJOKYMEHTOB?

9.1.1 MWcTOoYHUKHU M JUTEpaTypa
Wcrounuku:

denepanbHblii KOHCTUTYIIMOHHBIM 3akoH oT 25 npekadbps 2000 r. Ne 2-®K3 «O
l'ocynapctBeHHOM repOe Poccuiickoit denepauuny». URL:
http://www.consultant.ru/document/cons_doc LAW 29674/ (nata o6pamenus — 20.03.2024).

®enepanbHblif 3ak0H “O0 00X MPUHIUIIAX OPTaHU3ALUH MECTHOTO CaMOYTIPaBIICHUS
B Poccuiickoit ®enepanun” Ne 131-®D3 ot 06.10.2003 URL: https://base.garant.ru/186367/ (nmata
obpamenus — 20.03.2024).


http://www.consultant.ru/document/cons_doc_LAW_29674/
https://base.garant.ru/186367/
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ITpuka3 Pocapxusa ot 22.05.2019 N 71 “O06 yTBep»aeHUN TpaBUII IEIONPOU3BOJICTBA B
TOCYJIapCTBEHHBIX opraHax, opraHax MECTHOTO CaMOYTIPaBIICHUSA URL:
https://base.garant.ru/72291836/ (nata obpamenus — 20.03.2024)..

MeTtoauueckie pekOMEHAAMHU IO pa3padOTKe MHCTPYKIHMM MO AETONpOM3BOACTBY B
rOCy/IapCTBEHHBIX OpraHax, opraHaXx MECTHOTO caMoyIripaBienus, yTB. [Ipukaszom Pocapxusa ot
24.12.2020 Ne 199 URL: http:// http://www.consultant.ru/document/cons_doc LAW 373895/
(mara oopamenus — 20.03.2024).

I'OCT P 7.0.97-2016. HanumonanwHbiii ctangapt Poccuiickoit ®enepammu. Cuctema
CTaHAapTOB 1Mo WH(pOpMaLMK, OMOIMOTEYHOMY M H3AATeNbCKOMY neny. OpraHuzainoHHO-
pacmopsiAMTeNbHAasT  JOKyMeHTanus. TpeboBanus Kk odopmiiennto nokymeHtoB URL:
http://www.consultant.ru/document/cons_doc LAW 216461/ (mata obpamenus — 20.03.2024)..

Jlureparypa

brikoBa, T. A. JlokyMeHTallmoHHOE obOecriedeHre yrpaBieHHs (JIeJIOMPOU3BOJICTBO) @ yueOHOe
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nog o6ur. pea. T. B. Ky3Henosoii.
— 2-e u3., nepepad. u gorn. — Mocksa : UTHOPA-M, 2020. — 304 ¢. — (Bricmiee oOpazoBanue:
bakanaBpuar). - ISBN 978-5-16-004805-5. - Tekctr : onekrponHsid. - URL:
https://znanium.com/catalog/product/1078152 (mata oopamenus: 26.03.2024). — Pexxum gocryna:
0 MOATHCKE.

Kykapuna FO.M. DnexkTpoHHbIe 00palieHus TpaKaH B OpraHbl TOCYIapCTBEHHOMN BIACTH
U MECTHOTO CaMOYIpaBJICHUS: MPOOJEeMBbl B3aUMOACUCTBHUS / YIpaBieHHE JOKyMEHTaMH B
upoBOi PKOHOMUKE: TIPoOIeMbl B3aumoeicTBus: Matepuansl 1[I MexayHapomaHol HaydHO-
npaktud. koH¢p. MockBa, 6 HosOps 2019 r. M.. PITY, 2019. C. 40-47. URL:
https://www.rsuh.ru/upload/main/fdta/sbornik conf upr doc 2019.pdf (mata oOpamenus -
20.03.2024).

Epmonaesa A.B. JlokymeHTanimoHHOE€  OOECTICYCHHE  JIEATEILHOCTH  OPraHOB
rOCyJapCTBEHHOM BJIACTH B IIOCTCOBETCKUN IIEPUOA: TCHACHIMU U IepcreKTuBbl pazsutus URL:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=99 (mata oOpameHus —
20.03.2024).

Tema 5. (10 yacoB) Opranmsanmus CJay:KObl AeJONPOM3BOACTBA B I0OCYAapCTBEHHBIX
OpraHax M OpraHax MeCTHOI0 CaMOYIIPaBJIeHHS U perjiaMeHTaIus ee 1esATeJIbHOCTH.

®opma npoBeeHHUs — TUCKYCCHS

CTyfeHThl U3y4aloT NpPEeJIOKEHHbIE IMPENoJaBaTesieM OpraHU3allMOHHBbIE CTPYKTYPBI CIIYKO
JIEIOTPON3BO/ICTBA, MOJIOXKEHUS U JIOJKHOCTHBIE MHCTPYKIIUU COTPYAHUKOB U TOTOBSIT OTBETHI
Ha KOHTPOJIbHBIE BOIIPOCHI

Bonpochr:

1. TumoBsic HAMMEHOBAaHUS B OpraHnu3allMOHHAA CTPYKTYypa CJ'Iy)K6LI ACJIOIIPOU3BOACTBA B
opraHax roCyaapCTBCHHOTO U MYHHIUIIAJIBHOT'O YIIPAaBJICHHA.

2. OcHoBHbBIC OciIkn U 3aJa4un CJ'IY)K6BI ACJIONIPOU3BOJACTBA B OpraHax rocy1apCTBEHHOIO 1
MYHHUIUIIAJIBHOTO YIIPAaBJICHHA.

3. I[OJ'DKHOCTHOfI Y YUCIICHHBIN COCTaB CJ'Iy)K6BI ACJIONIPOU3BOJACTBA B OpraHax
rocyaapCTBEHHOTO U MYHHUIUIIAJIBHOTO YIIPAaBJICHHA.

4, PeFJ’IaMCHTaHI/IH ACATCIIBHOCTH CJ'Iy>K6LI ACJIONIPONU3BOACTBA B JIOKAJIBHBIX HOPMATHUBHBIX
AKTax opraHa rocyiapCTBEHHOI0 1 MyHUIIUIIAJIbHOI'O YIIPaBJICHUS.

HcTouyHUKM U JIUTEpaTypa:


https://base.garant.ru/72291836/
http://www.consultant.ru/document/cons_doc_LAW_216461/
https://www.rsuh.ru/upload/main/fdta/sbornik_conf_upr_doc_2019.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=99
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=99
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=99
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®enepanbhblii 3akoH 0T 02.05.2006 Ne 59-@3 «O mopsake paccMOTpeHHs OOparieHui
rpaxknan Poccuiickoit ®eneparun URL: https://base.garant.ru/12146661/ (nata oOpamienus —
20.03.2024)..

ITpuka3 Pocapxusa ot 22.05.2019 N 71 “O06 yTBepxaeHUN NpaBuIl 1eI0NPOU3BOJICTBA B
rOCyJIapCTBEHHBIX oprasax, oprasax MECTHOTO CaMOYIIpaBIICHHS URL:
https://base.garant.ru/72291836/ (nata oopamenus — 20.03.2024)..

Metoauueckue peKOMEHAAMU IO pa3padOTKe MHCTPYKIHMM MO AEeNONpOU3BOACTBY B
rOCy/IapCTBEHHBIX OpraHax, opraHaXx MECTHOTO caMoyImipaBieHnus, yTB. [Ipukasom Pocapxusa ot
24.12.2020 Ne 199 URL: http:// http://www.consultant.ru/document/cons_doc LAW 373895/
(mara o6pamenus — 20.03.2024).

I'oCT P 7.0.97-2016. Hammonanwsubeiii ctanmapt Poccuiickoii @enepauun. Cucrema
CTaHAapToB 1Mo uHpOpMaluu, OUOIMOTEYHOMY M H3AATeNbCKOMY Jneny. OpraHuzalnoHHO-
pacrnopsauTenbHas JOKyMeHTauus. TpeGoBanuss K odopmieHuto jgokymentoB URL:
http://www.consultant.ru/document/cons_doc LAW 216461/ (mata oopamenwus — 20.03.2024)..

Jlureparypa

brikoBa, T. A. JlokyMeHTallmoHHOE OoOecriedeHre ynpaBieHHs (JIeJIOMPOU3BOJICTBO) : yueOHOe
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nog o6ur. pea. T. B. Ky3Henosoii.
— 2-e u3., nepepad. u gorn. — Mocksa : UTHOPA-M, 2020. — 304 ¢. — (Bricmiee oOpazoBanue:
bakanaBpuar). - ISBN 978-5-16-004805-5. - Tekctr : onekrponHsii. - URL:
https://znanium.com/catalog/product/1078152 (nata obpamenus: 26.03.2024). — Pexxum noctyma:
0 TIOJTTIHICKE.

Tema 6 (10 yacoB). Buabl 10KyMEHTOB U CHCTEMbI IOKYMEHTALIMHU, CO3]aBaeMble B
JesITeJIbHOCTH OPTraHOB roCyIapCTBEHHOT0 M MYHHIIMNIAJIbHOTO YIIPABJIECHHSI.

3aHsTHE IPOBOJUTCS C UCIIOJIb30BAaHUEM Keic-MeToa. CTyACHTBI U3y4YatoT 00pa3Ilbl
JTOKYMEHTOB ¥ aHAIM3UPYIOT MPABHWIBHOCTh UX O(POpPMIICHUSI.

Ha ocHoBe npeioskeHHBIX MPEeroaBaTeIeM CUTYallil CTYIEHThl CAMOCTOSITEIbHO COCTABIISIOT
MIPUKa3bI, TPOTOKOJIBI, PACTIOPSIKEHUS, TOCTAHOBJICHHUS, PEIIEHHUs, OOpaIeHus TpaXKaaH 1
OTBETHI HA HHX.

Bomnpochr:
1. BI/II[LI AOKYMCHTOB, U31aBACMbBIX OpraHaMH rocyJapCTBCHHOI'0O U MYHHUIIUIIAJIbHOT'O
yIpaBiIeHUS.

2. Ponw cucreMsr OpFaHI/I3aI_[I/IOHHO—paCHOpHHHTeHBHOﬁ JAOKYMCHTAlUU B ACATCIIbHOCTHU.
OpTraHoOB IroCyAapCTBCHHOI'0 1 MyHUIIUITAJIbHOI'O YIIPABJICHUS.

3. Hcnonb3oBaHue 01aHKOB U IAOJIOHOB U 3JIEKTPOHHBIX JOKYMEHTOB B JIEATEIbHOCTH.
OpPraHoOB IOCY/IapCTBEHHOIO U MYHUIIUIIAJIBHOTO YIPABIEHUS.

HcTouyHukn n Juarepartypa.


https://base.garant.ru/12146661/
https://base.garant.ru/72291836/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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denepanbHblii KOHCTUTYLMOHHBIM 3akoH oT 25 nekabps 2000 r. Ne 2-OK3 «O
l'ocynapctBeHHOM repOe Poccuiickoit denepauuny». URL:
http://www.consultant.ru/document/cons_doc LAW 29674/ (nata o6pamenus — 20.03.2024).

[Tpuka3 Pocapxusa ot 22.05.2019 N 71 “O06 yTBep:KICHHH MTPaBUI JEIOMPOU3BOJICTBA B
rOCyAapCTBEHHBIX Oprasax, oprasax MECTHOTO caMOyIpaBlIeHUs URL:
https://base.garant.ru/72291836/ (nata oopamenus — 20.03.2024)..

MeTtoanyeckie pPeKOMEHAAU 10 pa3paboTKe WHCTPYKIMHA IO JIEJOTPOU3BOJCTBY B
roCy/IapCTBEHHBIX OpraHax, opraHax MECTHOTO caMoyripaBieHnus, yTB. [Ipukasom Pocapxusa ot
24.12.2020 Ne 199 URL: http:// http://www.consultant.ru/document/cons_doc LAW 373895/
(mara obopamenus — 20.03.2024).

I'OCT P 7.0.97-2016. Hanuonansusiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHAapToOB 1Mo uHpOpMaluu, OUOIMOTEYHOMY M H3AATeNbCcKOMy Jneny. OpraHuzalroHHO-
pacnopsiauTedabHas  JOKyMeHTamus. TpeOoanust K odopmienuto mokymeHtoB URL:
http://www.consultant.ru/document/cons_doc LAW 216461/ (mata oopamenus — 20.03.2024)..

Jlureparypa

beikoBa, T. A. JlokymMeHTallmOHHOE OoOecrieueHre ynpaBieHHs (IeIONPOU3BOICTBO) : yueOHOe
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nog obur. pea. T. B. Ky3Henosoii.
— 2-e u3., nepepad. u gon. — Mocksa : UTHOPA-M, 2020. — 304 ¢. — (Bricmiee oOpazoBanue:
bakanaBpuar). - ISBN 978-5-16-004805-5. - Tekctr : onekrponHsii. - URL:
https://znanium.com/catalog/product/1078152 (mata oopamenus: 26.03.2024). — Pexxum gocrymna:
0 TIOJITIHCKE.

Tema 7. (10 yacoB) Opranusanus padoThl ¢ JOKYMEHTAMH B OPraHaX rocyAapCcTBeHHOI0 1
MYHUIIMIIAJBHOTO YIIPABJICHUS

®opma nposeeHUs — JTUCKYCCHS

Ha ocHoBe npeniosKeHHBIX IPEnoJaBaTeeM HHCTPYKIUHI 10 IEJI0NPOU3BOICTBY CTYACHTHI
CaMOCTOSITENIHO ONPENIEISIFOT OCHOBHBIE TEXHOJIOTMYECKHE ATaIlbl pabOThI ¢ JOKYMEHTaMH U
JAI0T UM KPATKYI0 XapaKTEPUCTHKY.

Tema 8. (10 yacos) HoBble MH(OpMaLHOHHBIE TEXHOJOTHH B IOKYMEHTALMOHHOM
olecrieyeHUH AeITeJIbHOCTH OPTraHOB roCyAapCTBEHHOT0 M MYHHIIUNIAJIBLHOTO YIIPABJIEHUS
®opma nposeeHHUs — JUCKYCCHS

CryzneHTbl u3y4aloT o(QuUMaIbHbIE CaANThl Pa3IUYHBIX MYHHUIMNAIBHBIX OOpa3oBaHUM U
3aKOHOJATEIbHBIC aKThl PD ¥ rOTOBAT OTBETHI HA KOHTPOJIBHBIE BOIIPOCHI

Bonpocsr:
1. PermameHTtamnus nperoCTaBiICHUS MyHUITUIIATBHBIX YCIYT B JIEKTPOHHOH opme B D3
“O0 opranu3zay MpeJoCTaBICHUS TOCYAAPCTBEHHBIX M MyHULIMIIAIBHBIX YCIyT .

2. AIMUHHUCTpPATUBHBIE PETJIAMEHTHI U CTAHIAPTHI MPEOCTABICHUS TOCYAAPCTBEHHBIX 1
MYHHIIMIIAJIBHBIX YCIYT B 3JIEKTPOHHOM (popme.


http://www.consultant.ru/document/cons_doc_LAW_29674/
https://base.garant.ru/72291836/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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3. B03MOXHOCTH 3JIEKTPOHHOI'O B3aUMOJEHCTBHUS MEXy OpraHaMH rocyJapCTBEHHOIO U
MYHULUNIAJIBHOTO YIPABJICHUS, OPTAaHU3ALUAMHU U 3asBUTEIISIMH.

4. Opranuzanus paboThl 3JEKTPOHHOM MPUEMHON B OpraHax rocyJapCTBEHHOTO U
MYHUIUTIATBHOTO YIIPABJICHUS.

HcrouyHukM U quTeparypa:

@enepanbubiii  3akoH PO ot 27.07.2006 1. Nel49-d3 «OO6 wuHbpopmanuy,

UH(POPMALMOHHBIX TEXHOJIOTUAX 51 0 3alATe uH(pOpMaLn»
URL:http://www.consultant.ru/document/cons_doc LAW_ 61798/ (mara oOpamenuss —
20.03.2024)..

®enepanbubiii 3akoH 0T 02.05.2006 Ne 59-@3 «O mopsake paccMOTpeHHs OOparieHuit
rpaxnan Poccuiickoii @enepanmn URL: https://base.garant.ru/12146661/ (mata obOparmienus —
20.03.2024)..

@enepanbHblii 3akoH “O0 olecrneyeHMHM [0CTyna K HMH(GOpPMALUM O JESATEIbHOCTH
rOCy/IapCTBEHHBIX OPTraHOB U OPraHOB MecTHOTO camoynpasieHus” Ne 8-D3 ot 09.02.2009 URL:
https://base.garant.ru/194874/ (nara obpamenus — 20.03.2024).

®enepanbHblil 3akoH “O0 001IMX TPUHLKIIAX OPraHU3aLM MECTHOTO CaMOYIIPaBIIEHUS
B Poccuiickoii ®enepanun” Ne 131-D3 ot 06.10.2003 URL: https://base.garant.ru/186367/ (mara
obpamenus — 20.03.2024).

@enepanbHblii  3akoH  “O0  OpraHu3alM  TPEAOCTABICHHUS TOCYAapCTBEHHBIX U
MyHUIUIaNbHBIX yerayr” Ne 210-®3 ot 27 uronst 2010 URL: https://base.garant.ru/12177515/

®enepanpubiii 3akoH 0T 06.04.2011 Ne 63-d3 “O06 snexkrponHoi momamucu” URL:
http://www.consultant.ru/document/cons doc LAW 112701/ (mara obpammenus —20.03.2024)..

[Tocranosnenue [IpaBurenscrBa PO ot 22.09.2009 Ne 754 “O06 yTBep:KI€HHH TOJI0KECHUS
0 CHCTEME MEXBEJOMCTBEHHOTO 3JIEKTPOHHOTO JIoKyMeHToobopora” (MDJIO) (B meicTB. pen.)
URL.: https://base.garant.ru/196328/ (mata obpamenus — 20.03.2024)..

IlocranoBnenue IlpaButensctBa P® ot 08.09.2010 Ne 697 “O emuHoN cucreme
MEXKBEJIOMCTBEHHOTO 3JIeKTpoHHOTO B3aumoeicTBus” URL: https://base.garant.ru/199319/.

Jlureparypa

brikoBa, T. A. JlokyMeHTallMOHHOE OOECIICYCHHUE YIPABICHHS (ICIOMPOU3BOICTBO) : YUeOHOE
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nog obur. pea. T. B. Ky3nenosoii.
— 2-e u3 ., nepepad. u gon. — Mocksa : UTHOPA-M, 2020. — 304 ¢. — (Bricmiee oOpazoBanue:
bakanaBpuar). - ISBN 978-5-16-004805-5. - Tekctr : onekrponHsid. - URL:
https://znanium.com/catalog/product/1078152 (mata oopamenus: 26.03.2024). — Pexxum gocryna:
IO TIOJTTIHCKE.

EpmomaeBa A.B. JlokymMeHTanmoHHOE  oOOecredeHue  JICSITEIIbHOCTH  OpPraHOB

l"OCy,Z[&pCTBCHHOfI BJIACTH B TIOCTCOBETCKHUM nepuoa: TCHACHONU U IEPCIICKTHBLI Pa3BUTUA URL:


http://www.consultant.ru/document/cons_doc_LAW_61798/
https://base.garant.ru/12146661/
https://base.garant.ru/194874/
https://base.garant.ru/186367/
https://base.garant.ru/12177515/
http://www.consultant.ru/document/cons_doc_LAW_112701/
https://base.garant.ru/196328/
https://base.garant.ru/199319/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=99
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=99
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https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#fpage=99 (mata oOpameHus —
20.03.2024).

Kykapuna FO.M. DnextpoHHble 0OpalieHus rpakiaH B OpraHbl FOCy1apCTBEHHON BIacTH
U MECTHOTO CaMOYIpaBJICHUS: MpOoOJeMBbl B3aUMOACUCTBUS / YIpaBieHHE JOKyMEHTaMH B
un(dpoBOi SKOHOMHUKE: ITpobsieMbl B3auMoaencTBus: Marepuainsl 11 MexnyHapoaHol HaydHO-
npaktud. KoH¢p. MockBa, 6 HosOps 2019 r. M.. PITY, 2019. C. 40-47. URL:
https://www.rsuh.ru/upload/main/fdta/sbornik _conf upr doc 2019.pdf (mata oOpamenus -
20.03.2024).

OdunuanbHble  CalThI OpraHOB TOCYJIAapCTBEHHOM BJIACTU M MYHHUIIUIAIbHBIX

obOpaszoBaHuii Topoma MockBel, MOCKOBCKON oOjacTh M Jpyrux cyOwekToB Poccuiickoi

denepanuu.

9.2 Mertoanyeckne peKOMEHAANMH 0 MOAT0TOBKE MUCbMEHHBIX padoT

B nporniecce o0y4enus cryaentsl PITY BBIMONHAIOT pa3Hble BUIBI THCHEMEHHBIX paloT.

OCHOBHBIMH IIEJIIMU TUCEMEHHBIX pa0OT B By3€ SBISIOTCS:

* 3aKpeIUICHUE TIOJIYYEHHBIX 3HAHUI 110 CHIENMAIbHOCTH, IPUMEHEHHUE 3TUX 3HAHUI NTpU
pelieHnu npodecCHOHaIbHBIX 3a/1a4;

* pa3BUTHE HABBIKOB BEJICHUS CAMOCTOSTENLHON paOOTHI, OBJIaIeHHE METOAUKAMH U
MPUHIIAIIAMU CAMOCTOSITENIbHOM UCCIIe10BATEIbCKON ACSITENEHOCTH;

* (popMupoBaHrEe yMEHHUS TPAMOTHO H JIOTHYHO U3JaraTh COOpaHHbIC HAyYHbIE JaHHbIE
U MaTepuaybl COOCTBEHHON MCCIIEIOBATEIbCKOM 1eATETbHOCTH.

Hawubonee npocrasi, HO oueHb BaykHasi popMa MUCbMEHHOU pabOTHI B By3€ — 3TO
KOHTpoJibHasA paboTa. OHa SBIsSETCS 0053aTENbHBIM 2JIEMEHTOM CaMOCTOSITEIbHON paObOThI
CTYJEHTa U, IPEXkKE BCET0, JEMOHCTPUPYET YMEHUE BOCIIPUHUMATD U IIEPEaBaTh
uH(dOpMaIHIO.

OTOT BUJ MMCHMEHHOM PabOTHI MPETyCMOTPEH YUCOHBIMH IUTAHAMU TTOATOTOBKH
OaxanaBpoB M Ha Kadepe apXUBOBEICHUS MPEIaracTcsl B paMKax U3yueHus: OOIINX KypcoB U
KIIB.

Takxe B mpoiecce 0Oy4eHHUS CTYACHTY HPEICTOUT BBIMOJHEHHE KYpPCOBBIX paboT,
KOTOpbIe (POPMHUPYIOT HCCIIEIOBATEIbCKIE HABBIKH, PA3BUBAIOT CIIOCOOHOCTH CUCTEMAaTH3AIMH U
OCMBICJICHHS YK€ CYILIECTBYIOIIEr0 3HAHUS M HAalpaBieHbl Ha CAMOCTOSATEIBHOE pelleHue
HEKOTOPBIX TEOPETHUYECKUX HITU MPaKTHUECKUX 3aaa4. KypcoBas paboTa 1eMOHCTpUPYET yMEHUE
paboTaTh € HWCTOYHUKAMH, HCIIOJIb30BATh JOCTIKEHUS COBPEMEHHOW Hayku (Hampumep,
UCIIOJIb30BaTh JOCTMIKEHHSI apXUBOBEICHUS, @ TAKXKE CMEXKHBIX HAYK M HAYYHBIX JHUCLUIUIMH),
YCHEIIHO pelaTh MOCTaBJIEHHBbIE 3ajauu, oOpabaTbiBaTh U 0000mIaTh MaTepuan. Hamucanue
KOHTPOJIBHON paboOThl, MOArOTOBKAa M 3alUTa KypCOBOW HMEET psiJ OpraHU3alMOHHBIX U
METOMYECKHX 0ocoOeHHOCTeH. O3HAKOMIIEHHE C JaHHBIMH METOJAMYECKHMHU PEKOMEHIAIUSIMU
IIOMOJKET CTYACHTaM IPAaBMWIIBHO OPraHU30BaTh CBOIO yUEOHYIO M HAYYHO-HCCIIEOBATEIBCKYIO
pabory.

OO0mme TpeOOBAHUS K CTPYKTYpPe U COAEPKAHUIO MMCbMEHHBIX padoT

Baxxnoli gopmoit caMOCTOSITEIBHONW pabOTHI CTyACHTA SBJSETCS KOHTPOJIbHAs padorta.
Ona mpenycMoTpeHa Aisi OOJBIIMHCTBA JUCIMIUIMH y4eOHOro IUIaHa, YUTaeMbIX Ha Kadeape
apxuBoBeAeHus. Ee Hanncanue npecienyeT 1eab yriyoJleHHOM MpopaboTKU AUCIUTIIINHBIL.

KontponbpHas paboTa BBIMONHAETCS CTYJCHTaMH B COOTBETCTBHM C TEMAaTHUKOM,
eXerogHo  yrBepxkaaemoi  kadenpoit. KoHTpompHass paboTa  SABIAETCS  DJIEMEHTOM
CaMOCTOSITENIbHOW PabOTHI CTYZCHTOB, TOITOMY BBIOOD TEMBI MPEIOCTABISACTCS CTYACHTY.


https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=99
https://www.rsuh.ru/upload/main/fdta/sbornik_conf_upr_doc_2019.pdf
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Jlo HamucaHMs KOHTPOJBHOH pabOThl CTYJEHT JOJDKEH B IIEJIOM O3HAKOMHUTHCS C
pazzenaMu Kypca, IpelyCMOTPEHHBIMHU Y4eOHOI MporpaMMon.

PaboTa no HanmucaHUIO KOHTPOJIBHONW HAYMHAETCS C BBISBJICHUS U N3YUYEHUS HCTOUYHUKOB
U uTeparypsl no teme. [lo okoHuaHuun cOopa U U3y4eHus JUTEPaTypbl U HCTOUHUKOB CIIETYET
IpOayMaTh IUIaH KOHTPOJIbHOU paboThl. CocTaBlieHHE MIaHa — Ba)KHAas YaCTh paOOTHI HAJl TEMOM.
[Tnan mpexacraBisieT co00il IEpeUeHb BOMPOCOB, OTPAKAIONIUX COJEpKaHue uccienoBanus. Ot
TOT'0, HACKOJIBKO YETKO OH NMPOJYMAaH U MOCTPOEH, BO MHOTOM 3aBHCHUT Kau€CTBO KOHTPOJIBbHOMN
paboTel. B muian nenecoo6pa3Ho BKIOYUTH HanboJiee BaXKHbIE TEOPETUUECKUE U MPAKTHUECKUE
BOIIPOCHI TE€MBI, KOTOpbIE MPU HEOOXOAMMOCTH MOTYT OBbITH JeTanu3upoBaHbl. Kak mpasuio,
pabounii BapuaHT IJIaHa JI0JKEH ObITh pa3BePHYTHIM, UTO 0OJierdyaeT paboTy HaJl TEMOH.

B okoHuaTenpHOM BapHaHTe IUIAH MOXXET OBITh JaH B COKpAIIEHHOM BHJE, HO
00s13aTeNbHBIM YCJIOBHEM IIPU 3TOM SBIISETCS OTPaKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpuUBaeMBbIX B KOHTPOJIbHOM pa 6ore. CocTaBlEeHHBIN IUIAH JOJDKEH HAHUTH OTpakeHUE B
OTJIaBJICHWU K KOHTpPOJbHOU pabote. PaboTa nomkHA BKIIOYATh TUTYJIbHBIN JIMCT, OTJIaBJICHUE,
BBEJICHHE, OCHOBHYIO YaCTh, COCTOSIIYIO U3 HECKOJIBKHUX Pa3/IeIoB WK aparpadoB, 3aKI0ueHHe,
CIMCOK MCTOYHHUKOB U JIUTEpaTypbl. Bo BBeneHnn HEOOXOIMMO KpaTKO PAacKpbITh 3HAYEHUE U
aKTyaJbHOCTh HM3y4yaeMoOro Bompoca (TeMbl), Ha3BaTh OCHOBHBbIE 3aJaud paboOThl, ee
XpOHOJIOTUYECKHE paMKH, OOOCHOBaTh CTPYKTYpYy, JaTb KpaTKuil 0030p MCTOYHHUKOB U
autepatypsl o Teme. O030p UICTOUHUKOB U JINTEPATYPhl HE JOJKEH CBOIUTHCS K EPEUUCICHUIO
UCIIOJIb30BAaHHOTO aBTOPOM HOPMATHUBHOTO MaTepuaja M OMyOJMKOBAaHHBIX cTaTeil. B Hem
clieflyeT JlaTh aHalIM3 MCTOYHHKOB M JIMTEpaTyphl. B 3aBUCMMOCTH OT oObeMa M LIEJIEBOTrO
Ha3Ha4YeHHs paboThl, 0030p MCTOYHUKOB U JUTEPATYPhl MOXKET OBbITh NMPEACTABIEH OTIEIbHBIM
naparpagoM WM pa3aesioM B OCHOBHOM YacTH paOOTHI.

OcHOBHasi 4acTh KOHTPOJIBHOM PaOOThI TOJDKHA OBITh M3JI0KEHA B COOTBETCTBUU C
IUIAHOM, OCBELIAaTh COCTOSIHUE M COJEP)KaTh aHAJINW3 PacCMAaTPUBAEMBIX BOIPOCOB C Y4YETOM
COBPEMEHHOT0 YPOBHSI Pa3BUTHSl TEOPETHMUECKUX 3HAHUN W ONbITA MPAKTHUECKOH pPabOThI
apXMBHBIX YUPEXKACHUH B 3TON 00J1aCTH.

[Tpu packpbITHH TOM MIIM UHOW TEMBI CTYAECHT JOKEH CTPEMUTHCS MOAPOOHO U TITy00KO
U3JI0KUTh KPYT BOIPOCOB, BXoadmux B Hee. [lo mepe paccMoTpeHHs Marepuaia OTIEIbHbIE
MIOJIO’KEHUSI KOHTPOJIbHOM pabOoThl ClelyeT WUIIOCTPUPOBATh MPUMEpPaMH U3 JUTEPaTyphl U, 10
BO3MOXHOCTH, M3 IMPAaKTHKH PabOThl KOHKPETHBIX apXHBOB C 00s3aTeNbHBIMU CCHUIKAMU Ha
JUTEpaTypy U UCTOYHUKU. B 3aKitoueHUN KOHTPOJIBHON pabOThl HEOOXOIUMO MOABECTH UTOTU
TEOPETUYECKOM U IMpaKTUYeCKOW pa3paboTku BONpocoB. CIHCOK MUCTOYHUKOB U JIMTEPATYPHI
IpEJCTaBIsIeT cOOOM NepeyeHb HCIOJIb30BAaHHBIX PAa0OT MO TEME, B KOTOPOM YKa3bIBAIOTCS
(amMUIUM ¥ MHUIMAJIBl aBTOpa (aBTOPOB), Ha3BaHUE pabOTHI, MECTO, BpPEMsI €€ OIyOJUKOBaHUS U
CTPaHHULIBI.
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Ipuaoxkenue 1

Annomayusa OucyunIuHbl

JuctunnuHa peanusyercss Ha (akylIbTeTe apXUBOBEACHHS U JOKYMEHTOBEICHHUS
kadenpoil JOKYMEHTOBEICHUS, Ay JUOBH3YaTbHBIX M HAYYHO-TEXHUICCKUX aPXUBOB.
lens AUCIUIUIMHBI — W3y4YCHHE OCOOCHHOCTEW BEACHHUS JCJIONPOM3BOACTBA B
TOCYJAapCTBEHHBIX OpraHaXx M OpraHax MECTHOTO CaMOyIpaBjieHHS Ha 0a3e COBPEMEHHBIX
HOPMATUBHBIX MPABOBBIX aKTOB U HHPOPMAIIMOHHBIX TEXHOJIOTHA.
3ajaun JUCHUIUIMHBL COCTOSIT B CIIEIYIOLIEM:

- U3y4YEHUE OpPraHu3allM JEJIONPOU3BOACTBA B OPraHax rocyJapCTBEHHOIO U MECTHOTO
YIIPaBJICHUS AOPEBOMIOLIMOHHON Poccny;

- U3y4YEHHE COBPEMEHHOM MPaBOBOM perjaMeHTalllyd OpraHu3ally JeJIO0IPOU3BOJCTBA B
rOCy/apCTBEHHBIX OPraHax U OopraHax MECTHOI'O CaMOYIIPABIICHUS;

- U3y4YE€HUE BUJIOB JIOKYMEHTOB, CO3[JaBa€MbIX B I'OCYJapCTBEHHBIX OpraHaxX U OpraHax
MECTHOT'0 CaMOYTIpaBJIeHUs, 0COOEHHOCTEN X 0(hOPMIICHUS U IPUMEHEHMS,

- U3yuyeHue OCOOEHHOCTEH opraHuzanuu paboThl ¢ JOKYMEHTAaMHU B IOCYJapCTBEHHBIX
OpraHax ¥ OpraHax MeCTHOTIO0;

- (popmupoBaHue ciyKObl AETONPOU3BOACTBA B TOCYJAapCTBEHHBIX OpraHax M OpraHax
MECTHOI'O CaMOYIIPABJICHUS;

- W3YyYEHHUE BIMSHMUS HOBBIX HMH(OPMALMOHHBIX TEXHOJIOTMH Ha JOKYMEHTAI[MOHHOE
o0ecreyeHne J1eATeIbHOCTH roCy1apCTBEHHBIX OPraHOB M OPraHOB MECTHOT'O CaMOYTIPABIICHHUS.

JucnumnnuHa (MOTyJib) HarpaBiieHa Ha (POPMHUPOBAHHE CIEAYIOMIMX KOMITCTCHIIHMA:
[IK-2. CnocobeH opraHu30BaTh W OCYHIECTBISITh JOKYMEHTAI[MOHHOE oOOecredyeHune

VOpaBIeHUS B OPTraHU3AINMAX PA3UIHBIX OPraHU3alMOHHO-TIPABOBEIX (opM U  dopMm
COOCTBEHHOCTH, TOCYJJAPCTBEHHBIX OpraHax U OpraHax MECTHOTO CaMOYTIPaBJICHHS;

[IK-5. CnocoGeH opraHu3oBaTh OMEPATUBHOE M apXWBHOE XpaHEHHE IOKYMEHTOB B
OpraHM3alysaX pa3IudHbIX (HOpPM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX OpraHax M OpraHax
MECTHOTO CaMOYTIPABIICHHUS.

[TIK-7. CriocoOeH OCyIIECTBIATh JTOKYMEHTAIIMOHHOE OOECIeYeHUE eATeILHOCTH 10
no100py, OLIEHKE, PA3BUTHIO U OPTaHU3AINH TPY/a MepcoHana

YK-11. Cnocoben popMupoBaTh HETEPIIUMOE OTHOILIEHHE K MPOSIBICHUSM SKCTPEMHU3MA,
TEppOpU3Ma, KOPPYIIIMOHHOMY TIOBEJICHUIO M IMPOTHUBOACHCTBYET UM B MPOQPECCHOHATHHON

JACATCIIBHOCTH.

B pesynbrare 0CBOCHUS NUCHUILIMHBI (MOJTYJIs1) 00YyYaIOLIHIACS JOKEH:

3HaTh:
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- TEOPETUYECKHE OCHOBBI JJOKYMEHTAIIMOHHOTO 00eCTIeYeHHUs YIIpaBICHHS;

- OCOOEHHOCTM TIOCTAaHOBKM JOKYMEHTAI[HOHHOTO OOecCrieueHHss YIpaBJIeHHUS B
OpraHM3alMsIX Pa3JIMYHBIX OpPraHU3alMOHHO-NPABOBBIX ¢GopM H (HOpM COOCTBEHHOCTH,
roCyJJapCTBEHHBIX OpraHax U OpraHax MECTHOTO CaMOYIpaBJIEHUS;

- cocTaB (PYHKIUHN CITy>KO TOKYMEHTALMOHHOTO 00eCTieYeHHs yIpaBIeHuUs;

- TEOpETUYECKHE, MPaBOBbIE U METOJUYECKHE OCHOBBI OIEPATUBHOTO WU APXHUBHOI'O
XpaHEHUsi JOKYMEHTOB B OPraHM3allUAX Pa3IndHbIX (OpPM COOCTBEHHOCTH, rOCYIapCTBEHHBIX
OpraHax M opraHax MECTHOI'O CaMOYTIPaBJIEHUs B TPAKTUYECKON EATEIBHOCTH ;

- IpaBUJIa OpPraHU3alMy ONEPaTUBHOIO U apXUBHOI'O XPAHEHUS JOKYMEHTOB;

- coctaB (YHKUMH apXWBOB M MOJPA3JCICHUH MO JOKYMEHTAI[HOHHOMY OOECTIeUCHHIO
yIpaBieHUs MO0 OpraHU3alKi ONEPATUBHOIO U APXUBHOIO XPaHEHUS JOKYMEHTOB;

- IPAaBOBBIE AKTHI, PETYIHUPYIOIIKE NOPSAJOK MPOXOXKIECHUE U JOKYMEHTUPOBAHUE ITPOXOKACHHUS
roCy/apCTBEHHOW U MYHULIUIIANBHOM CI1y>KOBlI;
- IpaBUJIa MMOATOTOBKH, O(OPMIICHHSI U OPraHU3alMK PabOThl ¢ JOKYMEHTaAMH O IMIPOX0XKIECHUH
roCy/1apCTBEHHOW U MYHULIUIIAIBHOM CIIy>KOBlI;

- COBpPEMEHHblE MH()OPMALMOHHBIE CUCTEMBbI, NPUMEHSAEMbIE IJI JOKYMEHTHPOBAHMS

TPYHAOBBIX OTHOIIICHUH U CHy)Ke6HOﬁ JACATCIIbHOCTH,

- CYLIHOCTb 3KCTPEMHU3MA, TEPPOPU3MA, KOPPYIILIMOHHOI'O ITOBEJCHUS U UX B3aUMOCBS3b C
COLIMAJIbHBIMH, SKOHOMUYECKUMH, ITOJTUTUUECKUMU U UHBIMH YCIOBUSAMH;

- IPaBOBBIE HOPMBI O IPOTUBOACHCTBUN IKCTPEMU3MY, TEPPOPU3MY U KOPPYILHUOHHOMY
[IOBEJCHUIO;

VYMeTh:

- TPUMEHATh TEOPETUYECKHE 3HAHUS TMPU OpraHU3alMH JOKYMEHTAI[MOHHOTO
obecrieueHus ynpaBlIeHUs;

- OpFaHI/I3OBaTB ,[[OKYMCHTEIHI/IOHHOG 066CH€‘-I€HI/IG B OpFaHI/IBaI_[I/ISIX paBJII/I‘-IHBIX
OpTaHU3aIMOHHO-TIPABOBBIX (HOPM 1 POPM COOCTBEHHOCTH, TOCYTAPCTBEHHBIX OPTaHaX U OpraHax
MECTHOTO CaMOYTIPaBIICHUS YIIPABJICHUS;

- OCYUIECTBIATH PabOTy MO JOKYMEHTAIIHOHHOMY OOECHEYEHHIO0 YIPaBICHUYECKUX
MPOLIECCOB;

- HpI/IMCHﬂTI) 3HAHUC TeOpI/H/I apXI/IBHOFO ncjia B npaKTqucxoﬁ JCSATCIIBHOCTU

- OpraHM3O0BBIBaTH OINEPATUBHOE M APXUBHOE XPAaHEHHE IOKYMEHTOB B OpraHU3AIUSIX
pa3nuuHbIX (QOpM COOCTBEHHOCTH, TOCYJAapCTBEHHBIX OpraHax W OpraHax MECTHOIO
CaMOYHpaBJIeHI/IH;

- BBIIIOJIHATH KOMIIJICKC pa60T 110 OHepaTI/IBHOMy u apXI/IBHOMy XpaHCHI/IIO IIOKYMGHTOB B
OpraHu3alMsaX pa3IudHbIX (OpM COOCTBEHHOCTH, TOCYJApCTBEHHBIX OpraHax M OpraHax

MECTHOI'O CaMOYIIPpaBJICHU,;
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- IPUMEHATh HOPMATHBHBIC NIPABOBbIE AKTHI IIPU COCTABIECHUU U O(hOPMIIEHUH IOKYMEHTOB O
MIPOXOKICHUH FOCYAAPCTBEHHOW U MYHUIIUIIAIBHON CITYKOBbI;

- COCTaBJIATh U 0OhOPMIIATH JOKYMEHTBI O MIPOX0KICHUH TOCYJapCTBEHHON U MYHUIUIAIBHON
CITyKOBbI;

- OCYIIECTBIISATH BEIOOP COBPEMEHHBIX HH(OPMAIIMOHHBIX CUCTEM, IPUMEHSAEMBIX IS
JIOKYMEHTUPOBAHHUS TPYAOBBIX OTHOLIEHUH U CITyKEeOHOH eATelbHOCTH;

- IPOTUBOCTOSTH MPOSABIEHUSAM IKCTPEMU3MA, TEPPOPU3MA, KOPPYILIMOHHOTO ITOBEACHMS;

- IPUMEHSTH MPABOBbIE HOPMBI O IPOTUBOIEHCTBUU IKCTPEMUZMY, TEPPOPU3MY U
KOPpPYNIIMOHHOMY TIOBEJIEHUIO;

Bnanets:

- METO/I0JIOTHEH TOKYMEHTAIMOHHOTO 00eCTIeUeHUS yIpaBICHUS

- HaBBIKAMHU COBEPIICHCTBOBAHMS CHUCTEMBl JIOKYMEHTAIMOHHOTO OOECTeUeHUs
YIIPaBIICHUS;

- HaBBIKAMH JJOKYMEHTUPOBAHHUS YIIPABICHYECKUX MPOLECCOB U PabOTHl TOKyMEHTaluen
B OpraHu3allusiXx pa3IMYHBIX OpPraHU3alMOHHO-TPAaBOBBIX (GopM u (opMm CcoOOCTBEHHOCTH,
rOCYIapCTBEHHBIX OpPraHax U OpraHax MECTHOIO CaMOYIIPaBJICHUS;

- HaBBIKAaMH MPUMEHEHHS ITPABOBBIX HOPM B c(pepe apXUBHOTO Jieja MpHU OCYIICCTBICHUI
ONEpPaTUBHOTO W AapXMBHOTO XpAHEHUS [OKYMEHTOB B OpraHU3alUsiX pa3iudHbIX ¢GopM
COOCTBEHHOCTH, TOCYJApCTBEHHBIX OpraHax W OpraHax MECTHOTO CaMOYIPaBJICHUS B
MIPAKTUYECKOU JIEATENBHOCTH;

- HaBbIKaM# 0OpPaOOTKH U TTOATOTOBKU IOKYMEHTOB JJIsl TEKYIIIETO U ApXUBHOTO XPaHEHUST;

- HABBIKAMHU COBEPIICHCTBOBAHUS ONEPATUBHOIO U APXUBHOI'O XPAHEHUS JTOKYMEHTOB.

- HaBBIKAMHU MHCIOJB30BaHUS M MPUMEHEHHUS HOPMATHUBHBIX MPaBOBBIX aKTOB O
MPOXOXJICHUU TOCYIaPCTBEHHON U MYHUITUTIAIBHOMN CITyKOBI,

- HaBbIKAMH TOATOTOBKH M O(OpPMIICHHS AOKYMEHTOB O MPOXOKICHHH TOCYIapCTBEHHOW U
MYHUIIUIIAJILHON CITYXKOBbI;

- HaBbIKaMM pabOoThl B MHPOPMALIMOHHBIX CHCTEMaX, MPUMEHAEMBIX JUIsl JOKYMEHTUPOBAHUS
TPYZOBBIX OTHOLIEHUH U CIyKEOHOM eATEIbHOCTH;
- HaBBIKAMU NPOTHUBOCTOSHUS TPOSIBICHUSIM DKCTPEMHU3MA, TEPPOPHU3Ma, KOPPYILHMOHHOTO

MOBEICHMUS,

- HABBIKAMH HCIIOJIb30BAaHHUs IPABOBBIX HOPM O MPOTUBOACUCTBUU IKCTPEMU3MY, TEPPOPUMY U
KOPPYILHOHHOMY IIOBEIECHHUIO;

[To mucuummHe (MOIYINIO) TPEAYCMOTpPEHA MPOMEXYTOUYHAsT aTrTecTamus B Qopme
JK3aMeHa.
OOmiass TPyAOEMKOCTh OCBOCHHSI JTUCIHHUIUIMHBI (MOIYIsi) COCTaBisieT 4 3a4eTHBIX

€ IUHUIIEL.
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