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1. HHosgscHUTEJALHASA 3aIIUCKA

1.1. Hean u 3aa0aum JMCUMILTAHBI (MO1YJIs)

HGHB AUCHUIUIMHBI — H3YUYCHUC 0COOEHHOCTEH BCACHUA ACIIOIMPOU3BOACTBA B OpraHax

rocyaapCTBCHHOIO W MYHUIIMIIAJIBHOI'O YIHPABJICHUA Ha baze COBpPCMCHHBIX HOPMATHBHBIX

IMPaBOBLIX AKTOB.

33,[[3‘11/1 AUCHUIUIMHBL COCTOAT B CIICAYIOIICM!

- U3y4YCHHME OpraHU3alMM JEJIONPOU3BOACTBA B OPraHax IOCyJapCTBEHHOIO U MECTHOI'O
yIIpaBJICHUs JOpeBOIIOMoHHON Poccny;

- U3y4YECHHE COBPEMEHHOM IIPABOBOM pErVIaMEHTALMM OPTaHU3alUU JEIONPOU3BOIACTBA B
opraHax rocyJIapCTBEHHOIO U MyHUIUIIAJIbHOTO YIIPABJICHNUS,

- HU3Yy4YCHHC BHUIAOB OOKYMCHTOB,

CO31aBaCMbIX B OpraHax TOCyAapCTBCHHOIO H

MYHHUIIUTIAIBHOTO YIIPaBIEHHsI, 0COOEHHOCTEH X 0(OPMIICHUS U IPUMEHEHHUS;

- U3y4yeHHE OCOOCHHOCTEW oOpraHu3anuud padoThI
rOoCyJapCTBEHHOIO U MYHMIMIAIBHOTO

ACIJIOMPOU3BOACTBA,

C JOKYMCHTaMHM B OpraHax

yIpaBJiIeHus, ¢dopmupoBaHue CITYKOBI

- W3y4YCHHE BIMSHUS HOBBIX MH(OPMAIIMOHHBIX TEXHOJOTMH Ha JOKYMEHTALMOHHOE
o0ecrieyeHre JIeATeNbHOCTH OPraHOB TOCYAAPCTBEHHOTO U MYHUIIUIIAJIBHOTO YIIPABICHHUS.

1.2. ®opmupyemMble KOMIETCHIHH, COOTHECEHHbIe C IUIAHHPYEeMbIMH pe3yJbTaTaMH

00yuyeHus1 Mo TUCHUILINHE (MOIYJII0):

Koambt Coaepxxanue Ilepeyenn IVIAHUPYEMBbIX  Pe3yJabTAaTOB
KOMIIeTeHI U | KOMIeTeHIni 00y4eHMs Mo JTUCHUTIMHE
I1K-30 CIIOCOOHOCTBIO 3HaTh: NPUHIMITEI pabOTHI B CiTyk0ax
OpPTraHU30BBIBATH JOKYMEHTAIIMOHHOT'O 00ECTIeYeHUS yIIPaBIICHUS
paboty ciy»)Obl U apXUBHOT'O XPaHEHUs JOKYMEHTOB
JOKYMEHTAIHOHHOTO apXMBHOTO XPaHEHUs IOKYMEHTOB
obecrieyeHus YMeTb: OpraHu3oBBIBaTH  PalbOTy  CIIy»KOBbI
yTIpaBJICHUs U JOKYMEHTAIMOHHOTO O0ECTIeYeHUsI yIpaBIeHUs
apXMBHOTO  XPaHEHUS | U ApXUBHOT'O XPAaHEHHS JJOKYMEHTOB
JTOKYMEHTOB Bnaners: HaBbIKAMM ~OpraHM3aldd  pabOTHI
CIy’)KOBl  JOKYMEHTAIMOHHOTO  0OecreueHust
yTpaBJICHUS u apXHBHOTO XpaHeHHUs
JTOKYMEHTOB
I1K-31 CIIOCOOHOCTBIO 3HaTh: 0COOEHHOCTH COCTaBJICHUS u
pa3pabaTbIBaTh o(opMIIeHHs TOKATBHBIX HOPMATHUBHBIX aKTOB U
JIOKaJIbHBIE HOPMAaTHBHO-METOJJMUECKUX JOKYMEHTOB IO
HOPMAaTHBHBIC aKThI U BEJICHUIO MH(POPMALMOHHO-
HOPMAaTHUBHO- JOKYMEHTAIMOHHOTO O0ECTIeYeHUsI yIpaBIeHUs
METOAMYECKHUE Y apXHUBHOTO JeJia
JOKYMEHTBI YMeTb: TpaMOTHO W ONEpPaTHBHO COCTAaBIIAThH




1o BEJICHUIO | JIOKAJIbHbIE HOPMATUBHBIE aKTHl U HOPMATHUBHO-
MH(POPMALMOHHO- METOAUYECKHE  TOKYMEHTBI IO  BEICHMIO
JOKYMEHTallMOHHOTO MH(POPMALMOHHO-TOKYMEHTALMOHHOTO
obecrieueHus o0ecrieyeHus yIpaBJIeHUs U apXUBHOTO JIeNa
YIIpaBJICHUS u | Bragers: HaBbIKaMu pa3paOOTKHM  JIOKAIbHBIX
APXHWBHOTO JICIa HOPMAaTHUBHbLIX aKTOB u HOPMAaTUBHO-

METOAUYECKUX  JOKYMEHTOB II0  BEACHUIO
MH(POPMALMOHHO-TOKYMEHTALMOHHOTO
o0ecrieyeHus yIpaBJIeHUs U apXUBHOTO JIeNa

1.3. MecTto AucuMIUINHBI (MO1YJI1) B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM NPOrPaMMBbl

Juciunnuza (Moaynb) «/lenonmpon3BoACTBO B oOpraHax TIOCYJapCTBEHHOH BIIACTU U
MECTHOTO YIPABJICHUD» OTHOCUTCS K BApUATHBHOM YacTH 0JI0Ka TUCIUIUIMH y4eOHOTO IUIaHa.

Jis OcBOEHMSI TUCHMIUIMHBI (MOIYJIsl) HEOOXOOUMBI 3HAHHS, YMEHHS W BIAJCHHS,
c(OPMHPOBAHHBIE B XOJ€ HM3YYCHHS CIEAYIOIMMX TUCHUIUIMH M TPOXOXKICHHUS TMPAKTHK:
«/lokymenroBenenue», «OpraHuzanuss M TEXHOJOTHS JOKYMEHTAIMOHHOIO OOecredyeHus
ynpasieHus», «Mcropus u opranuzanus rocyaapcrseHHbIx yupexaenuii CCCP u Poccuniickoit
denepauuny».

B pesynpTare OCBOEHHS IUCHMIUIMHBI (MOXIYJsi) (OPMHUPYIOTCS 3HAHUS, YMEHHUA U
BJIQJICHUSI, HEOOXOMMMBIC ISl M3YYEHHUS CIEAYIOMINX IUCHUIUIMH M MPOXOXKICHHUS MPAKTHK:
«Meronuka panoHaI3auun JOKYMEHTAlMOHHOT' O o0ecrieueHHs yIPaBICHUS,
«l'ocymapcTtBeHHOCTE  coBpemMeHHOM  Poccum»,  «PerymupoBaHue  JTOKYMEHTALIMOHHOI'O

obecneucHuUs yYHpaBJICHUA B aAIMUHUCTPATUBHBIX PCTIIAMCHTAX»

2. CTpyKTypa AMCHHMILIMHBI (MOLYJI51)

Cmpykmypa oucuyuniaunst (Mo0yas) 0na ounou ghopmul odyuenus (2019 200)

Obwas mpyooemkocms oucyuniunsl cocmasisem 5 3.e., 180  u., 6 mom uucne
KOHmMaxkmuas paboma obyuarowuxcs c npenooasamenem_70 _ u., APOMENCYMOUHASL

ammecmayus - 4., camocmosmenvhas paboma oobyuarowuxca 110 u., 6 m.u. Kypcosas
paboma - u.
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Paznen 1. Beenenue, 4 10 Ompoc
WCTOYHUKH U
TuTepaTypa
Paznen 2. 6 10 Ompoc
Jenonpou3BoacTBO B
opraHax
roCy/1apCTBEHHOTO U
MYHHIIHITATEHOTO
yIpaBICHUS
JIOPEBOITIOLIMOHHOMN
Poccun
Jlenonpon3BoACTBO 6 10 Omnpoc
rOCyJapCTBEHHBIX U
MYHHIIAITATEHBIX
OpraHOB yIpaBJICHUS
B COBETCKHUU NIEPUOL
CoBpemeHHbIE 6 6 10 Omnpoc
HOPMAaTUBHBIC
[Tonroroska k
MIPABOBBIE AKTHI,
MPAKTUYECKOMY
perynupymoiue
3aHATHUIO
BEJICHUE
JIEJIONPOU3BOCTBA B
rOCyJJapCTBEHHBIX U
MYHHIIAITATEHBIX
opraHax
Opranuszanus 6 6 10 Omnpoc
CITYKOBI
Y [Toaroroska k
JIEJIONPOU3BOCTBA B
MPAKTUYECKOMY
rOCyJapCTBEHHBIX U
3aHATHUIO
MYHHIIAITATEHBIX
Opranax u
periaMeHTanus ee
JEeSITEIbHOCTH
Bunsl 10KyMEHTOB 1 6 8 10 IIpoBepka
CHCTEMBI 3aJlaHui Ha
JTOKyMEHTAIUH, MPAKTUIECKHUX
CO3/1aBacMbl€ B




EATELHOCTHA 3aHATUAX
OpraHoB
rOCy/IapCTBEHHOTO U
MYHHIIHITATEHOTO
yIpaBICHUS
7 Opranu3aiust paboThI 8 10 TectupoBanue

C TIOKyMEHTaMH B

IloxaroroBka K
oprasax

MPAKTHIECKOMY
roCy/IapCTBEHHOTO U

3aHATUIO
MYHHIIHITATEHOTO
yTpaBICHUS

8 HoBrle 8 10 IToaroroBka x

nH(MOPMaIMOHHBIE 3a4ery ¢
TEXHOJIOTUH B OIICHKOH
JTOKYMEHTAIMOHHOM

IloxroroBka K
oOecrieueHne

MPAKTUIECKOMY
JEATEILHOCTHA

3aHATUIO
OpraHoB
rOCy/IapCTBEHHOTO U
MYHHIIHITATEHOTO
yIpaBICHUS

30 umo208as

3auem c oyenkoti KOHMPONbHAS

paboma
HUTOIO: 34 36 110

Obwas mpyooemrocms oucyuniunvl cocmagigem 5 3. e, 180

Cmpykmypa oucuyuniaunst (Mo0yns) 0na 3aounou popmut (2019 200)

4., 6 MOM yucjie

KOHmakmuas paboma odyuaowuxcs ¢ npenooasamenem_40 4., npomexcymouHas
ammecmayus - 4., camocmosmenvhas paboma obyuyarowuxcs 140 u., 6 m.u. Kypcosas
paboma - u.
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Pazpnen 1. Beenenue, 5 4 30 Ompoc
HMCTOYHHMKHU U
JTuTepaTypa.
CoBpeMeHHbIE
HOPMAaTUBHBIC
MIPABOBBIE AKTHI,
peryupyoue
BEJICHHE
JIeIIOTIPON3BOICTBA B
rOCy/IapCTBEHHBIX U
MYHHIIAITATEHBIX
oprasax
Opranuszanus 5 4 30 Omnpoc
CITyKOBI
JIeIIOTIPOU3BOICTBA B
rOCy/IapCTBEHHBIX U
MYHHIIAITATEHBIX
Opranax u
permamMeHTaIus ee
NEATECILHOCTH
Buapl 10KyMEHTOB U 5 4 30 TectupoBanue
CUCTEMBI
IToaroroeka x
JOKYMEHTAIlUH,
MPAKTUIECKOMY
CO3/1aBacMbIe B
3aHATHUIO
NEATECILHOCTH
OpraHoB
roCy/IapCTBEHHOTO U
MYHHIIHITATEHOTO
yTIpaBICHUS
Hogeie 5 8 20 IToarorogka k
MH(POPMAaLMOHHbIE 3a4eTy ¢
TEXHOJIOTUU B OIICHKOM
JTOKYMEHTAIMOHHOM
IToaroroBka k
obecrnieueHue
MPAKTHIECKOMY
NEATESILHOCTH
3aHATHIO
OpraHoB




roCy/1apCTBEHHOTO U
MYHHIMIIAIBLHOTO
yIpaBICHUS

30 umo208as

3auem c oyenxoti KOHMPObHAS
paboma
UTOTO: 20 20 140
3. Copep:kanue TUCHUNIMHBI (MOLYJIs1)
Ne | HaumeHoBaHue pa3jea Conepxanue
AUCHHUILINHBI
1 Paszpnen I Beenenne. 1.1. Ilpeamer, coneprkanue, 3aga4n AUCLUIIINHBL.
HCTOYHHMKH U JINTEpaTypa 1.2. cTrouHuKM U aUTEpaTypa
3akonogarenpHble akThl X VIII — H. XX B. 0
BOIIPOCAM  OpraHW3allMuy  JIEJONpPOU3BOJCTBA B
OpraHax TroCyJapCTBEHHOTO U MYHULHUIAIBHOIO
ynpasienus B Poccuu.
CoBpeMEHHbBIE  3aKOHOAATEIBHBIE  AKTHI,

HOPMAaTUBHBIE IIPABOBbIE AKThl M HOPMATHUBHO-
METOIUYECKUE JIOKYMEHTBI Poccutickoit
denepanuu. Ilepnonnueckue U31aHus.
CnpaBounsle nzganus. Jlureparypa. Odunpmansabie
CaliTbl IOCYAApCTBEHHBIX U  MYHUIUIAIbHBIX
OpraHoB.

2 Paspnea II /leronpou3BoacTreo B Pernamenranus nenonpous3BOACTBAa OPraHOB

OpraHax rocyiapcTBeHHOI0 u
MYHHMUMIIAJIbHOT0 YIIPABJICHUS
A0peBoNIOUMOHHOM Poccun

rOCyJapCTBEHHOIO M MECTHOIO  YIpaBJICHMS
JOPEBOIOLMOHHON Poccum B 3aKOHOAATENBHBIX
akrtax XVIII — . XX B. “I'eHepanbHblil perinamMeHT
1720”,“YupexxaeHus Ais  ynpaBlIeHHS TyOepHMiA
Bcepoccuiickoit ummnepun” 1775 r., “O0muit Hakas
IpakJaHCKUM rybepHaTropam”, “O0miee
yupexaenue munucrepctB 18117, “Ilonmoxkenue o
MOpsiIke  TPOM3BOACTBA  J€d B TI'yOepHCKHX
npasieHusax”’ 1837 r.

Bunsl  10KyMeHTOB, 0Opa3ylomMXCsi B
JEeSTEIbHOCTH KOJUIETUH, MUHUCTEPCTB,
ry0epHaTopa, ryOepHCKOTO MpaBJICHUS, Ka3€HHOM
najaThl, IMpHKa3a OOIIECTBEHHOTO TMPHU3PEHUs U
APYTUX TYOEpHCKUX OPTaHOB yIpPaBJICHUS.

®opmyisip TekcroBoro nqokymenrta XVIII B.,
dbopMyInsip TEKCTOBOTO JokyMmeHTa XIX - Hauama
XX BB. IlpaBmma u Tpaguuuu  opOpPMIICHHS




10

PEKBU3HUTOB  JOKYMEHTOB: aBTOpP JOKYMEHTA,
HAaUMEHOBAaHME BMJA JOKYMEHTa, ajapecar, [JaTta,
pPETUCTPAllMOHHBIA ~ HOMEp, IOANHCH,  II€YaTh,
OTMETKHM Ha JgokymeHTte. [losiBienue OiaHKOB
nokyMeHTOB B XIX Beke: OJaHKH YUpeKICHHH,
CTPYKTYPHBIX NOAPA3JEICHUN, TOJKHOCTHBIX JIMII,
MMEHHbIE OJIaHKH.

Paznea 111 Jdesionpou3Boacreo
OPraHoOB rocyIapCTBEHHOI0 1
MYHHMUMIIAJIBHOTO YIIPABJICHHUS B
COBETCKUI NepHo

Pernamenranus eonporu3BOACTBAa B OpraHax
TOCYJapCTBEHHOTO W MECTHOTO YINpaBICHUS B
coBeTckuil mnepuox (oT JleKpeTroB MEpBBIX JIET
CoBerckoii BnacTu a0 pa3pabOTKH THUIIOBBIX U
MPUMEPHBIX HHCTPYKLUH 1O 1€IOIPOU3BOCTBY).

Paznen 4. CoBpeMeHHbIE
HOPMATHBHbIE TPaBOBbIe AKTHI,
peryJupyouue Be/lecHue
AeJIONPON3BOJACTBA B
rocy1apCcTBeHHbIX "
MYHUIIUNIAJTbHBIX OPraHax

Koncturynus P®; ®denepanbHblii KOHCTHTYIIHOHHbIN
3aKkoH oT 25 nekadps 2000 r. Ne 2-DK3;

®enepanpHble 3akoHBL: D3 or 27.07.2006 r.
Nel49-®3 «O6 wuHbpopManuu, HHOOPMALMOHHBIX
TEXHOJIOTHUSIX M O 3aIuTe HHpopMainy; PeaepanbHblit
3akOH 0T 06.04.2011 No 63-9d3 “O6 3/1eKTpOHHOM
nognucn”; ®enepanbabiii 3akoH 0T 01.06.2005 Ne53-D3
«O rocynapctBeHHoM si3bike Poccuiickoit deneparumy;
@3 “O06 o0muX NPUHIKIIAX OpPraHU3alUd MECTHOTO
camoynpasieHuss B Poccuiickont ®enepauun”; O3
®3 “O nopsake paccMOTpeHHss OOpalIeHui
rpaxman  Poccuiickoit ®epepanuun”; D3 “006
obecrieyeHn  JocTyna K  uHboOpManMd O
NESATEIbHOCTH  TOCYJIapCTBEHHBIX  OpPraHOB U
OpraHOB MECTHOTO CaMOYIIPABJIECHUSA U APYyTue

ITocTanoBneHus IIpaBurenscTBa P®:
[TocranoBnenue [IpaButenscTBa Poccuiickoit
Oenepatmu ot 27 gexabps 1995r1. Ne 1268 «O6
YIOPSIIOYEHUN W3TrOTOBJIEHHUS, WCIIOJIb30BaHMS,
XpaHEHUS! W YHUYTOXKEHHsI Teyared W OJIAaHKOB C
BOCIPOU3BEACHUEM roCyIapCTBEHHOIO repba
Poccuiickon denepaunn» ; ITocTanoBicHHue
[IpaBurensctBa P® or 19.01.2005 Ne30 «O Tumoom
perimaMeHTe B3auMOACUCTBHS (eaepalibHBIX OpPraHOB
WCIIOJTHUTENBHOU BIIACTH»; [ToctanoBnenune
[IpaBurensctBa P® ot 28.07.2005 Ned52 «O Tumoom
perinaMeHTe BHYTPEHHEH OpraHm3aluu QenepanbHbIX
OpraHoB WCIIOJIHUTEIBbHOU BiacTw» ; [locTaHOBIEHHE

[TpaButensctBa P® ot 22.09.2009 Ne 754 “O06

YTBEPKIACHUU [IOJI0KEHUS 0 cucreme
MEKBEJOMCTBEHHOIO 3IEKTPOHHOI'O
nokymenroobopora”  (MOO);  IlocranoBneHue
[IpaBurensctBa P® ot 08.09.2010 Ne 697 “O emmHoit
cUCTEME MEKBEJOMCTBEHHOTO AIIEKTPOHHOTO

B3aumogneiicteus”, IlpaBuiia nenompousBOACTBA B
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rOCy/1apCTBEHHBIX OpraHax, OpraHax MECTHOIO
CaMOYIpAaBJIEHUS’,  YTBEPKIACHHbIE  IPUKA30M
PocapxuBa ot 22.05.2019 N 71. Ilpuxa3ssl
(benepanbHBIX OPraHOB HCIIOTHUTEIBHON BIACTH

Pasznen V Opranuszanust ciayx0bl
JAeJIONPOU3BO/ACTBA B
roCy1apCTBeHHBbIX H
MYHMIHMNAJIbHBIX OPraHax u
perjiaMeHTanus ee AesiTeJbHOCTH

Cayx0a JIeTTOTIPON3BOICTBA B opraHax
rOCYJJapCTBEHHOTO u MYHUIIUTIATEHOTO
yIpaBJIcHMUS, 0COOEHHOCTH ¢dbopmupoBaHus,
MOJDKHOCTHOM M 4YHCHEHHBINM cocTaB. (OCHOBHEIE
LENH, 3a/1a4u U byHKIMN CITy>KOBI
JIeTIOTIPOM3BO/ICTBA B OpraHax rocylapCTBEHHOTO U
MYHUIIUIATBHOTO  YIIPABICHHUS. [IpaBa wu
OTBETCTBEHHOCTh  CIIY’)KOBI ~ JICJIONPOU3BOICTBA.
Pernamenrarus JeSITeTIbHOCTH CITy>KOBI
JIeTIOTIPOM3BO/ICTBA B  JIOKAJIBHBIX HOPMATHBHBIX
aKTax OpraHoB roCyJIapCTBEHHOTO u
MYHHUIIUTIATBHOTO YIIPABICHUS.

PazneaVI Buabl 10KyMeHTOB H
CHCTEeMbI JOKYMEHTAIlUH,
(popmupyromuecs B
AeSITeJIbHOCTH OPraHOB
roCy1apCTBEHHOI0 U
MYHUIIUNIAJIBHOTO YIIPABJICHUS
Ha COBPEMEHHOM JTare

Bribop Buga JOKyMEeHTa B  3aBHCHUMOCTH  OT
cieuupuKu NEATEIbHOCTH opraHa
rOCyJapCTBEHHOTO WU MYHULUNIAJIIEHOTO
yIpaBieHUs. BUIbl NOKYMEHTOB, CO3/aBacMble B
(benepanbHBIX OpraHax MUCIOJIHUTEIFHON BIACTH U B
OopraHax MECTHOI'O CaAMOYIIPaBJICHUS

Posb cuctemel OpraHu3alMOHHO-PACIOPSIUTEILHON
JOKyMEHTaluU B JIeATEIIbLHOCTH OpraHoB
roCyJapCTBEHHOTO u MYHULUIIAJIBHOTO
ynpasiaeHus.  OpraHu3allMOHHBIE  JOKYMEHTBI:
aIMUHUCTPATUBHBIC pEIVIAMEHTBI W  CTaHAAPTHI
IIPEAOCTABIICHUS roCyJapCTBEHHBIX u
MYHULUINAIBHBIX YCIIYT, IOJIOXKECHUS, NHCTPYKLUH,
LITaTHOE PACIUCAaHUE U JPYTHeE.

PacnopsiqurensHble JNOKYMEHTBI:
IIOCTaHOBJICHMUS, pelieHus, pacHoOpsKEeHHUs,
IIPOTOKOJIBL, TPUKA3BL.

WNHudpopMalmoHHO-CIIPaBOYHbIE JOKYMEHTHI:
ClIy’)keOHble MHChbMa, [OKJIAJHbIE M CIyKeOHbIE
3aIMCKH, aKThl, CIIPABKHU.

WNHcTpykuug 10 IEIONPOU3BOJACTBY KAk
OCHOBHOM JTOKYMEHT, OIPEIECIAIOMUNA OPIA0K
JEJIONPOU3BOJACTBA B OPraHaX IOCYJapCTBEHHOIO U
MYHULUANIAJIIEHOTO yIIpaBJICHUS. biranku
JOKYMEHTOB, BHJIbI OJaHKOB, NPUMEHSIEMBIX B
opraHax TIOCYJapCTBEHHOIO Y MYHHUIUIIAIbHOIO
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YIIPABJICHMUS.

Pa3znen VII Opranusanust
padoThI ¢ JOKYMEHTAMH B
OpraHax rocyJapcTBeHHOIo u
MYHUIMIIAJTBHOTO YIIPaBJIeHUS

Opranuzanusi  JOKyMEHTOOOOpOTa B OpraHax
rOCYJJapCTBEHHOTO u MYHUIUTIATIEHOTO
ynpasieHus. TexHonorndeckue sTambl padoThl ¢
JOKyMEHTaMH C Yyd4eToM (IIpueM U TepBUYHAs
obpaboTka JTOKYMEHTOB, IpeBapUTEIILHOE
paccMoTpeHHe, perucTpars, KOHTPOJIIb
UCTIOJIHEHUS], TMOJATOTOBKA OTBETHBIX JIOKYMEHTOB,
OTIpaBKa, THPOPMALIMOHHO-CIIPABOYHAs paboTa).

OpraHu3anusi ONEPAaTUBHOTO XpPaHEHHS
JOKYMEHTOB B OpraHax TOCYJapCTBEHHOTO U
MYHUIIUTIATEHOTO yIpaBJICHUS: MOPSI/IOK
dopmupoBaHus Jed, pa3paboTKa HOMEHKIIATYPHI
aed, IpOBe/ICHUE HKCIEPTHU3BI LEHHOCTH
JOKYMEHTOB, TOJTOTOBKa JeJl JJs Tepedaayd B
apXMB.

Pa3gea VIII HoBble
HH(OPMANIMOHHBIE TEXHOJIOTHH B
AOKYMEHTAIMOHHOM
o0ecreyeHuH AesITeJIbHOCTH
rocy/1apcTBeHHBIX H
MYHHIHMNAJIbHBIX OPTAHOB

Hcnons3zoBanue CUCTEM 3JIEKTPOHHOIO
JOKYyMEHTOO0OpOTa B  JEATENBHOCTH  OPraHoOB
roCyJapCTBEHHOTO u MYHHMIMIIAJIBLHOTO
yIpaBJIcCHMUS, BIIUSTHUE MH(POPMALIMOHHBIX
TEXHOJIOTMH Ha BEJCHUE JEIONPOU3BOICTBA.

B0O3MOXXHOCTH ~ 3JIGKTPOHHOTO  B3aMMOJEHUCTBUSA
MEXKIY OpraHaMu roCyJapCTBEHHOT O u
MYHUIUIIAJIBHOTO YIPABJICHUS, OpPraHU3alUsIMU U
3asBUTENAMU: OOMEH JTOKYMEHTaMM B 3JIEKTPOHHON
bopme, IIOPTAJIBI roCyJapCTBEHHBIX u
MYHUIUIAIBHBIX YCIYT; 3JCKTPOHHBIC IPUEMHBIE
Ha O(QUIHMANBHBIX  CalTaXx TOCYIAapCTBEHHBIX H
MYHUILUIAJIBHBIX OPTaHOB YIIPABJICHMUS.

4. O0pa3oBaTe/IbHbIE TEXHOJIOTHH

Oo0pa3oBaTte/ibHbIE TEXHOJIOTHHI

Ne/Ne | HanmeHoBaHMe pasnena Bunp! yueOnoit pabotel | OOpa3zoBaTenbHbBIC TEXHOJIOTHH
1 BBenenue, HICTOUHUKH U Jlexmusg 1. BBoanas mexknust ¢
HCTIOJIb30BaHUEM
JIATEpATypa CHOJIB30 ¢

BUACOMATCPUATIOB
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Jlenonpou3BoacTBO B Jlexmug 2. [TpoGnemHuas nexius
opraHax
roCyJJapCTBEHHOTO U
MYHULUIATBHOTO
MOHUTOPHUHT JOKYMEHTOB 18-2
CaMocTosTenbHas OHHUTOP noKyMenToB 18-20
TIPaBJICHUS BEKOB
yrip pabora cKo
JIOPEBOITIOLIMOHHOMN
Poccun
Jlenonpon3BoICTBO Jlexmug 3 [TpoGnemuas exius
roCyJapCTBEHHBIX U
MYHUIUIAIBHBIX OPTaHOB
YIIPABJICHUS B COBETCKUU CamocTosTensHas v
paGota OJIFOTOBKA K JIEKIIUU
nepuos
CoBpeMeHHbIE Jlexmug 4. Jlekuus-Bu3yanu3anus ¢
OpUMEHEHHUEM CIIalg-I1
HOpPMAaTHUBHBIE MPABOBbHIE PUMCHCHHEM CJTAH-TIPOCKTOpA
IIpakTueckoe
aKTBI, PETYITHPYIOLIIE 1 IToaroroBka x neKIUHA
N3yuenn KYMEHTOB Ha
BC/ICHHC CamocTosTenpHas 3yHeHHC NOKYMEHTO
6 MPaKTUYECKOM 3aHSTUU
JICIIOTIPOMU3BOACTBA B paboTa
roCyJapCTBEHHBIX U
MYHULHUIAIBHBIX OpraHax
Opranu3aius ciry 05l Jlexums 5. [TpoGnemuas nexius
JIEJIONPOU3BOJICTBA B
IIpakTueckoe
TOCYapCTBCHHBIX 1 3amsTHE 2 Hcnonb30oBanue Kelc-MeTo1a
MYHULHUIAIBHBIX OpraHax
U periiaMeHTalus ee
ACATCIILHOCTH CamocTosiTenpHast
[ToaroroBka u npoBeaeHUE
pabora MPAKTUYECKOTO 3aHATHUSA
Buapl 10KyMEHTOB U Jlexuus 6. Jlexnus ¢ pazbopom
KOHKPETHBIX CUTYyaIlUH
CUCTEMBI IOKYMEHTAIIUH, OHKpE CHTYyall
IIpakTrueckoe
C03J1aBacMbIE B
3agATHeE 3
NEeSTETbHOCTH OPTaHOB Hcnons3oBanne Kelc-MeTO1a
roCyJJapCTBEHHOTO U [IpoBeneHue NpaKTUYECKOTO
MYHULUIATBHOTO SaHATHA
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YIIPABJICHMUS. CamocTosTenbHas
pabora
7 Opranuzanus paboThl C IIpakTueckoe IToaroroBka K TECTUPOBAHUIO
AOKYMCHTAaMH B OpraHax 3aggrue 4 HpOBe,Z[eHI/Ie MPAKTUYECKOTO

rocyaapCTBCHHOIO U

3aHATUA

CamocTosTenbHas
MYHHIMIIAIBLHOTO
pabora
yIpaBICHUS
8 Hosrle ungopmarmonnsie | [Ipaktuueckoe MOHUTOPHHT CalTOB
MYHHUIMIIAIBHBIX 00pa30BaHUM
TEXHOJIOIUU B 3aHATHE 5 M obpaso
110 3aJJaHUIO IIPENoAaBaTeNs
JOKYMEHTAllUOHHOM
5 CamocTosTenbHas [TpoBeieHNE MPAKTHYECKOTO
NIEYECHU
obectiedeHne paGOTa 3aHATUA

NEeSTETbHOCTH OPT'aHOB
roCyJJapCTBEHHOTO U
MYHHIIHITATEHOTO

YIIPABJICHUS

ITogroroBka k 3auery

5. OneHka IVIaHNPYeMBbIX Pe3yJIbTATOB 00y4eHHus

5.1. CucTremMa oLleHUBaHUA

Dopma KOHTPOJIA Makc. KoJ1H4ecTBO 0217108
3a ogny Bcero
padory

Texywuii KOHMPOL:

- yuacmue 8 OUCKYCCUU U 8bINOJIHEHUEe 3A0AHUL HA 10 6annos 40 bannos

NPAKMUYECKUX 3AHAMUIX

- mecm (memvit 4-7) 20 6annos 20 6annos

IIpomedxxcymounas ammecmayusi 40 6annos

(3auem c oyenkoii)

Hmoeo 3a cemecmp (Oucyuniumny) 100 6annos
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ITosry4eHHBII COBOKYNIHBIN pe3yabTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKATy OLICHOK U B
IIKally OIIeHOK EBporeiickoii cucteMsl epenoca u HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHHM ¢ TaOnuIeit:

100-6amnpHas T [Ixana

KAt paAWIIMOHHAS IIIKaJa ECTS

95 -100 A
OTIUYHO

83 -94 B

68 — 82 XOpOIIO 3a4TE€HO C

56 - 67 D
yIOBJIETBOPUTEIHHO

50-55 E

20 -49 FX
HEYIOBIETBOPUTEIHHO HE 3a4TCHO

0-19 F
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5.2.KpuTepum BbICTABJIEHUS] OLIEHKH O AUCHUIIHHE

Banael/
HIxana
ECTS

Ounenka no
MUCHUILINHE

Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
AUCHUIINHE

100-83/
A.B

COTIIMYHOY/

«324TEHO
(oTHYHO)»/

«3a4YTCHO»

BricraBnsiercs oOyuaromemMycs, €Ciid OH ITyOO0KO U
IIPOYHO YCBOMJI TEOPETUYECKUM U NIPAKTUUECKUI
Marepuai, MOXET IIPOJAEMOHCTPUPOBAT 3TO HA 3aHATUAX
U B X0JI€ TPOMEKYTOYHON aTTECTaLUU.

OOyuaronuiics HCUEPIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIPABISICTCA C PEIICHUEM 3aad
npodeCCHOHATLHON HANIPAaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, ITPABHIILHO 0OOCHOBBIBACT ITPUHSATHIC
peleHusl.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeccHoHaIBHOM JIUTEepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMycs C
y4E€TOM PE3yNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnerenmnuu, 3akpeni€HHuble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «BBICOKUI.

82-68/

«XOpouIo»/

«324TEHO
(xoporo)»/

«3a4YTCHO»

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUH U IIPAKTUYECKUNA MaTepua, IpaMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATUAX U B XOJE
IIPOMEKYTOYHON aTTECTAlUU, HE JOIYyCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicss IpaBUIBHO MPUMEHSET TEOPETHUECKHUE
IIOJIOXKEHUS IIPU PELLIEHNUHN ITPAaKTUYECKUX 3a1a4
npodeCCHOHATBLHON HAMIPABIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMH ISl TOTO HaBbIKAMH
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATIBLHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromEeMycs C
y4E€TOM PE3YNbTATOB TEKYIEH U IPOMEKYTOUHOU
aTTeCTaluu.

Komnerennuu, 3akpeni€HHble 3a AUCHUIIIMHOM,
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Banasl/ Ounenka no Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
Hlkana AUCHUIINHE AUCHUIINHE
ECTS
c(OpPMHPOBAHBI HA YPOBHE — «XOPOIIUI».
67-50/ «yIOBJIIETBOPH- BricraBnsiercs o0yuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
D TEJNbHOY/ YPOBHE TEOPETUUECKUH U IIPAKTUYECKUNA MaTepual,
B JIOMYCKAEeT OTAETIbHBIC OMIMOKH MPH €ro U3JI0KEHUU Ha
(SATTCHO 3aHATHAX U B X0JI€ IPOMEXYTOUHOM aTTECTalUH.
(ynosnerBopu-
TEJIBHO)»/ OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
B IIPUMEHEHUH TEOPETUUECKUX TOJIOKEHUH NPU PELIEHUU
(GATTCHOY MPAaKTUYECKHX 3a/1a4 MPO(HEeCCHOHAIBHON HAPaBICHHOCTH
CTaHJIapTHOI'O YPOBHS CJI0)KHOCTH, BJIAJEET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HAaBBIKAMHU U
IPUEMAMH.
JIeMOHCTpHpPYET 0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JUTEPATYpPHI 110 TUCLHUIUIMHE.
OreHka Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromEeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCcTalUu.
Komnereniuu, 3akperniéHuble 3a AUCIUITUTMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «JJOCTATOUHBIIH).
49-0/ «HEYIIOBIIETBOpPHUTE | BricTaBisercs oOyydaromemMycs, €ciii OH He 3HaeT Ha
JTBHOY/ 6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
FEX MaTepHal, oMmycKaeT rpyObie OUIMOKY P ero
HE 3a4TEHO

HU3JI0KCHHUHU Ha 3aHATHUAX U B XO€ HpOMG)I(yTO‘IHOﬁ
aTTcCTalluu.

OOyuaronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKHUX ITOJI0KEHUN IIPU PELLICHUU
MPAaKTUYECKHX 3a/1a4 MPO(eCCHOHAIBHONW HAPaBICHHOCTH
CTaHAAPTHOI'O YPOBHS CIIOKHOCTH, HE BIIAJIEET
HEOOXOIMMBIMU JIJIS1 3TOTO HaBBIKAMU U IPHUEMaMHU.

JleMOoHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOM
JUTEPATyphI 10 TUCHUTUIHHE.

OreHka Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromEeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.
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Banasl/ Ounenka no Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
I xana AUCHUIINHE AUCHUIINHE
ECTS

KomMmneTeH1uu Ha ypoBHE «JOCTaTOUHBINY, 3aKPEIUIEHHBIE
3a AUCUUIUIMHON, He C(OPMHUPOBAHBI.

5.3. OueHouHble cpeacTBa (MAaTEPHAJIbI) VISl TEKYIIEr0 KOHTPOJISI yCIIeBaAeMOCTH,
NMPOMEKYTOYHOM ATTEeCTANMH 00y4alOIHUXCS M0 JUCHUILIHHE (MOOY10)

IIpumep TecTOBOrO 3aaHUA

Bonpoc 1

bnank mnocraHOBIEHHMS B OpraHax MECTHOTO CaMOYIIpaBlICHHs BKIOYaeT B cels
CIICAYIOIINE PEKBU3HUTHI:

A) wuzo0pakenue repba MyHHLIMIAILHOTO OOpa30BaHMA, MECTO JUIS pPa3MELICHUs
Ha3BaHUS BHUJIA IOKYMEHTa, MECTO JUISL JaThl U HOMEpa JOKYMEHTa, MECTO COCTaBJICHUS

b) u3o6paxenne repda MyHUIMIIAIHLHOTO 00pa30BaHMs, HAUMEHOBAHNE OpraHa MECTHOTO
CaMOYTIpaBJICHHUs, MECTO JUIsl pa3MEIICHUs Ha3BaHUS BUAA JTOKYMEHTa, MECTO Ui JaThl U
HOMEpa JJIOKYMEHTa, CIIPaBOYHbIE JaHHbIE 00 OpraHe MECTHOTO CaMOYTIPaBJICHUS

B) wuzoOpaxxkenne repba MYHUIMNAIBLHOrO 0Opa3oBaHUs, HAMMEHOBAHUE OpraHa
MECTHOTO CaMOYIpaBJICHUs, HaMMEHOBAaHUE BHJA JTOKYMEHTa, MECTO JUIi JaThl U HOMeEpa
JOKYMEHTa, MECTO COCTaBJICHUS

I') u3obpaxxenue repba MyHUIUIIAIHLHOTO 00pa30BaHUs, HAMMEHOBAHHE JOJDKHOCTHOTO
JUIIa MECTHOTO CaMOYIpaBJICHUs, HAMMEHOBAHHE BUAA JOKYMEHTA, MECTO Ul AaThl 1 HOMEpa
JOKYMEHTa, MECTO COCTaBJICHUS

Bompoc 2

Buza O(l)I/ILII/IaJ'ILHOI‘O JAOKYMCHTA 3TO:

A) PCKBU3UT JOKYMCHTA, BLIpa)KaIOH_II/Iﬁ corjiacu€ UJid HEcorjiaCcus AOJIKHOCTHOIO JIMIa C
COACPIKAHUEM JOKYMCHTA

b) Hannuck Ha TOKyMEHTE, CIeIaHHas TOJDKHOCTHBIM JIMIIOM U COJIepIKaIlas IPUHITOS UM
perieHue

B) noanucanue 10KyMeHTa €ro COCTaBUTEIIEM
Bompoc 3

B xakwne PCKBU3UTHI JOKYMCHTA JaTa BXOAUT KaK COCTaBHAs 4acThb?

a) rpud yTBepKACHUS B) TIOJIMKCH
0) BU3a COracoBaHuUs T') PE30IIOLUS
Bompoc 4

O6H_II/H>’I OytaHK JOKYMCHTA BKJIFOYACT B cebs CICOYIOIINC PCKBU3UTHI:

A) I/I306pa)KCHI/IC rep6a, 3M6JI€MLI, MCCTO HJid pasMCIICHUA Ha3BaHUA BUJa JOKYMCHTA, MECTO
JUIA AaTbl U HOMEpPA JOKYMCHTA, MECTO COCTABJICHU S

B) I/I306pa)KCHI/Ie rep6a, 3M6J’ICMBI, HAaMMCHOBAHUC OpTraHU3alu aBTOPa, MECTO JIA pa3MCIICHUA
Ha3BaHUA BHUJa JOKYMCHTA, MCCTO AJId JAThl U HOMEpa JOKYMCHTA, MECCTO COCTABJICHUSA
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B) u3o0paxenue repba, 5MOJIeMbl, HANMEHOBAHIE OPTaHU3AINN aBTOPA, MECTO IS Pa3MEIICHHsI
Ha3BaHMA BUAA JOKYMEHTa, CIIPABOYHBIC JaHHBIE 00 OpraHU3aluy, MECTO IS AaThl 1 HOMEpa
JOKYMEHTa, MECTO COCTaBJICHHUS

Bompoc 5

Kakue 3 nepeuncieHHbIX JOKYMEHTOB TPEOYIOT yTBEPKACHU?
A) ycraB b) mratHoe pacniucanue B) mpukasbl

I') noxnagnele 3anucku J) JOIKHOCTHBIE HHCTPYKLIUH

Bompoc 6

TunoBo# GopMyIsip IprKaza COAEPKUT CIEAYIONINE PEKBUBUTHI:

A) rep6 (3M051eMy), HaUMEHOBaHUE OpraHU3alMU-aBTOpa, CIPABOYHBIE JaHHBIC 00 OpraHn3aIlH,
HalMEHOBaHUE BUAA JOKyMEHTa — MIPUKa3, AaTy, HOMEP, MECTO COCTaBJICHHs], 3aT0JIOBOK K TEKCTY, TEKCT,
MOJIHCH, BU3BI COTIACOBAHUS

B) rep6 (3mbnemy), HaMMEHOBaHUE OPraHU3ALMH-aBTOPa, HAMMEHOBAaHHE BUAA JOKYMEHTA —
MpHKa3, 1aTy, HOMEp, MECTO COCTaBJIEHNUS, 3aT0JIOBOK K TEKCTY, TEKCT, IIOAMNCH, BU3bI COITIaCOBAHUS

B) rep6 (am01eMy), HAMMEHOBaHNE OPraHU3alUN-aBTOPa, HAaUMEHOBAaHUE BUAA JOKYMEHTA —
MpHKa3, 1aTy, HOMEp, MECTO COCTaBJIEHHUs, 3aT0JIOBOK K TEKCTY, TEKCT, IOJIHCh, IEYaTh, BU3BI
COTJIaCOBaHUS

Bompoc 7
B opranax MecTHOro caMOYIIpaBJICHUS MOTYT MPUMEHSTH CIEAYIONIUE BUABI OJAaHKOB:
A) OraHK TTMCHMA b) 6mank KOHKPETHOTO BHUJA TOKYMEHTA

B) 61aHK riaBbl MyHHIIMTIAIEHOTO 00pa30BaHuUs

') 6nank nocranosnenus [IpaBurenscTBa

Bomnpoc 8

K opraHumzanimoHHBIM JOKYMEHTaM, HCIOJb3YEMBIM B JIEATEIBHOCTH OpIraHOB
rOCyJapCTBEHHOI0 ¥ MYHUIUIIAIBHOT'O YIIPABIEHUS, OTHOCATCS:

A) ycraB oOpraHusanuu 0) perjJaMeHT IMpeICTaBUTEIBHOTO OpraHa B)
aIMMHHUCTPATUBHBIA pEerjaMeHT T) MpUKa3 ) HHCTPYKIMS IO JEJIONPOU3BOACTBY  €)
KOpPIIOPAaTUBHBIA CTaHJIAPT

Bomnpoc 9

bnank ¢ wuzoOpaxenuem [ocynapcrtBeHHoro rep6a Poccuiickoit ®enepauuu MOryT
UMETh:

a) JIrobast opranu3zanysi, 3aperucTpupoBaHHas Ha Teppuropun Poccuiickoit deneparyn

6) IlpeacraBuTenbHbIE W OPraHU3AlMOHHO-PACTIOPSIUTENbHBIE OPraHbl MECTHOTO
CaMOYIIPaBJICHUs

B) YupexJeHus U opraHuszaiuy, ykazanusie B @enepanbHom KOHCTUTYIIMOHHOM 3aKOHE
«O T'ocynapctBennom repoe Poccuiickoit @enepannn»

r) VYupexIeHus M OpraHM3aluu, YyKa3aHHele B [IpaBuiax Jemonpou3BOACTBAa B
(benepanbHBIX OpraHax UCHOJHUTEIBHOM BIACTH.

Bonpoc 10

@3 “O mnopsake paccMoTpeHusi oOpamieHuit rpaxnaan Poccuiickoit ®eneparyn”
periaMeHTHpYeT:

A. CcpokH paccMOTpeHHs OOpalleHH TpakJaH

b. cpok perucrpanuu odpalieHuil rpaxiaaHn

B. HAaMMEHOBAHMA JIOJDKHOCTEH paOOTHUKOB OpraHU3allMH,  3aHUMAIOUIMXCS
paccMOTpeHHeM OOpaIeHHIA
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['.  cocraB peKBU3UTOB MMCHMEHHOTO OOpaIlleHHs IPpaXI1aHNHA

Bonpoc 11

B cootBerctBun ¢ @3 “O mopsake paccMOTpeHus oOpaiieHuid rpaxiaaH Poccuiickoit
®eneparn’” yCTaHOBICHBI CIEAYIOIINE BUIbI MMCHbMEHHBIX OOpaIleHuH:

A. TpemnoxeHue I'. pexomeHnamus
b. xano6a B. 3agaBnenue
Bonpoc 12

@3 “O0 37eKTPOHHOM MOANMUCH” yCTAaHABINBACT CIIEIYIOIINE BUIBI MOIITHCEH:

A) mpocTast 3J€KTpOHHAas OJIUCh

b) xBanuunmpoBaHHas ycuiIeHHas 3JIEKTPOHHAs MOIMNUCH

B) 3amuienHas 351eKTpOHHAs TOANINCH

I') ycunenHas 31€KTpOHHAs OUCH

Bonpoc 13

TpeboBaHust K CTPYKType TEKCTa M TOPAAKY pa3pabOTKU aJMHHUCTPATHBHOTO
periaamMeHTa U3JI0KEHBbI:

A. @3 “O6 obecneueHnH AOCTyna K MHGOPMAIMHU O JESITEIBHOCTH T'OCYJapCTBEHHBIX
OpPraHOB U OPTaHOB MECTHOI'O CaMOYIIpaBJICHUS

b. @3 “O6 undpopmanmu, HHPOPMAITMOHHBIX TEXHOJIIOTUAX U O 3amuTe HHPopMarun”

B. IlocranoBnenue IlpaBurensctBa P® “o0 TuUnoBOM periaMeHTe B3aMMOAECUCTBUSA
denepaabHBIX OPraHOB HCIIOTHUTEIBHOW BIACTH

I'. ©3 “O6 opranu3zanuu NpeaoCTaBICHUs TOCY1apCTBEHHBIX U MYHUIUIAIBHBIX yCIyT”

Bonpoc 14

Cornacao @3 “O06 o0UMX NPUHIMIIAX OPraHU3alUKd MECTHOTO camoyrnpaBieHus B PD”
rjlaBa MyHHIIMIIAIBHOTO 00pa30BaHuUs H3/1aeT:

A. IOCTaHOBJIEHHUS I'. ykasel

b. pemenus J. mpukassl
B. pacnopstxenus E. yxazanus
Bonpoc 15.

Jlist oOMeHa TOKyMEHTaMU TPH MPEAOCTaBICHUH TOCYAAPCTBEHHBIX U MYHHUIIUTIATBHBIX
YCIIyT B QJIEKTPOHHOU (hOpMe UCTIONB3YETCSI:

A. cUCTeMBI MEKBEIOMCTBEHHOT'O JJOKYMEHTO00O0pOTa

b. pernoHanbHbIi OPTaI TOCYAAPCTBEHHBIX U MYHULUIIAIIBHBIX YCIYT

B. cucrema MeXBEIOMCTBEHHOIO 3JIEKTPOHHOTO B3aUMOICVCTBHUS

I'. cucrema 3JeKTPOHHOTO IOKYyMEHTO000pOTa

CnTyamm H KOMIIJIEKTBI JTOKYMEHTOB OPraHoB rocyiapCTB€HHOro 1 MyHHIUNMajabHOT 0
YrupaBJieHUsA AJIA COCTABJICHUA TOKYMECHTOB HA IIPAKTHYCCKUX 3aHATUAX:

CocTaBuTH NOCTAHOBJICHHE 110 CJEAYIOLIEH YIIPABJIeHYeCKON CUTYyaluu:

Curyanus Ne 1

[ToaroroButh mnocTaHoBieHue [maBel ropoma JIeiTkapuHo MoOCKOBCKOW o06macTy,
MOCBAILICHHOE TPOBEJCHUIO MyOIMYHBIX CHOylIaHud mo mnpoekty M3menenuit B IlpaBuia
3eMJIENIONIB30BAaHUsl U 3aCTPOMKH Tropoackoro okpyra JIeitkapuso. [locTraHoBiaeHue noanucaHo
I'maBoii MyHHUHMNanbHOro oOpaszoBanus 15 centsOpst 2018 roma m 3apeructpupoBaHo 3a Ne
924n.

[TyGnuynble cnymanust OyayT npoBeneHsl 19 HosOps 2018 B 11 00 mo ampecy T.
JIeitkapuno, yin. CadponoBa, a. 2a. HeoOxogumo coriacoBaTh COCTaB OPrKOMHTETa IO
MPOBEICHUIO MyONUYHBIX CIyHIaHWN corjacHo mnpuioxkeHuo Nel. HeoOxoaumo ycTaHOBHTH
MECTO O3HAKOMJICHHSI C MaTepHajaMH ITyOJUYHBIX CIyIIAHWH 10 TpoekTty M3meHeHuit B
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IIpaBuna 3eMiENONB30BaHUSA U 3aCTPOMKHM TOPOJICKOrO0 OKpyra JIBITKapuHO IO ajgpecy T.
JIeitkapuno yin. IlepBomaiickas n. 7 xab. Ne 28. Matepuansl OyayT HOCTYHHBI JUIS
o3HakomyieHus ¢ 04.11.2018 mo 18.11.2018 ¢ 9 00 no 18 00 (moHeneNbHUK-YETBEPT).

YCTaHOBUTH CPOK MOJA4YM IPEMIOKECHUM U PEKOMEHIAlUi 110 IpOoeKTy M3MeHeHuil B
IIpaBuna 3eMJICNIONB30BaHUS U 3aCTPOMKHM TOPOACKOro OKpyra JIBITKapuHO B OPrKOMMTET C
04.11.2018 mo 18.11.2018 mo axpecy r. JIsiTkapuno yi. [lepBomaiickas 1. 7 kab. Ne 28.

JlanHoe mnocraHoBiaeHWe M npoekT M3menenuii B IIpaBuia 3emilenonb3oBaHUs U
3aCTPOMKH TOPOACKOrO OKpyra JIBITKApUHO JOJDKHBI OBITh ONMYOJMKOBAHBI B Tras3eTe
“JIPITKApUHCKHEBECTH ¥ pa3MeElIeHbl Ha O(UIMATIBLHOM caiite ropoja JIBITKapuHO B CeTH
“UnTepHer”. KOHTpOap MCHOJIHEHMsI MOCTAaHOBIEHUS Bo3naraercss Ha [lepBoro 3amecturens
I'nmaBb1 AnMunuctpauuu r. JIsitkapuno B.B. Jlynenko.

CocTaBuTh penieHne Mo cjaeayoueil ynpaBjaeH4eCKoH CUTyaluu:

3ananue 1.

22 oxtsa6ps 2018 roma Coerom nemytaToB Pamenckoro MyHHMIMNaNbHOTO paiioHa
MoCKOBCKOM 005aCcTH OBIJIO MPHUHATO PEIIeHHE O HA3HAYEHUWH Ha JIOJDKHOCTH PYKOBOIMTEIS
anMuHHUCTpanuu Pamenckoro MyHnunmnaibHoro paiiona MockoBckoil oOnactu IlpoxodneBa
E.B. B coorBerctBuM ¢ YcTaBOM PaMeHCKOro MyHHULIMIIAJIBHOIO paldoOHa M PELICHUEM
KOHKYPCHOM KOMHCCHM II0 IPOBEJACHUIO KOHKypCa Ha 3aMEILECHHUE NOJDKHOCTU PYKOBOAMTEIIS
anMuHHUCTpanun PameHnckoro MyHunumnansHoro paiiona MockoBckoil obmacti ot 20 okTs0ps
2018 roga Ne 25.

I'maBe PameHckoro mMyHunmnaibHoOro paiioHa lemuny B.®D. HeoOXommmo 3aKIIOUHUTH
KOHTPakT C pYKOBOAMTENIEM aIMHUHHUCTpauuu PameHckoro MyHUIMIIAIBHOTO pailoHa
MockoBckoit obmactu IIpokopreBsiM EBrenmem BacunbeBuuem c¢ 23 oxts6ps 2018 roxa
coryacHo ¢opme, corsiacoBanHoi ¢ I'yGepHaTopoM MOCKOBCKOH 00J1acTH.

Heo6xonumo Takke oOIMyOIMKOBaTh JaHHOE PEIICHHE B OOIIECTBEHHO-TIOIUTHYECKON
razere PaMeHCKOro MyHHIMIANBHOTO paiioHa “PomHuk” W pa3MecTuTh Ha O(UIMAIBHOM
NHTtepHer-caiTe aAMUHUCTPALMKU PaMEHCKOro MyHHIIMIIAIBHOIO palioHa.

KonTpons Boznaraercs Ha 3amecturens [naBel PaMeHCKOro MyHUIIMIIAIBHOTO pailoHa
B.B. lBanoBa. Pemenue noanucai I'naBa Pamenckoro MmyHununansHoro paiona B.@. JlemMun.

IIpuMepHBbIi IepeYeHb BONPOCOB K 3a4eTy 10 BceMy Kypcey:

1. JIOKyMEHT M €ro MECTO B CUCTEME YIIPaBJICHHUS.

2. IlpaBoBoe peryJaMpoOBaHHE BEACHUS JEIONPOM3BOJCTBA B (pelepanbHBIX OpraHax
HCIIOJHUTENIBHOM Biactu Poccuiickoit dexneparuu.

3. llpaBoBoe peryjauMpoBaHUE BEIEHHUS JAEJIONPOM3BOACTBA B OpraHax MECTHOIO
camoytmpasiieHus Poccuiickoin denepanni.

4. JloxanpHble HOPMATHUBHBIE AKThI, PETVIAMEHTUPYIOLIUE JEIONPOU3BOACTBA B OpraHax
rOCyJapCTBEHHOI0 ¥ MYHUIIUIIAJIBHOTO YIIPABICHUS.

5. IlpaBuna aenonpou3BoOACTBa Ui (enepajbHbIX OPraHOB HMCIOJHUTEIHHON BIACTH.

(conmepkaHue, 3HAYCHUE U BO3MOKHOCTH UCTIOIb30BAHMS).
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6. Metoanyeckre peKOMEHIANU MO pa3padoTKe MHCTPYKIHMH MO JEJIONPOU3BOJICTBY B
(denepanbHBIX OpraHax HCIOJHUTENILHOW BIAacTU (CoAepKaHWE, 3HAUYEHHE M BO3MOXKHOCTHU
HCTIOJIb30BAHMS ).

7. MWcnonwp3zoBaHue ONAaHKOB Ui JIOKYMEHTHPOBAHUS JIEATEIBHOCTH OPIaHOB
TOCYJapCTBEHHOTO ¥  MYyHHIHMIANbHOTrO  ynpaBieHus. (CocTaB pEKBU3UTOB  OJIAHKOB.
Knaccudukanus 61aHKOB.

8. OpraHu3aliOHHbIE JOKYMEHThI, UX MCIOJb30BaHUE B OpraHax roCyJapCTBEHHOI'O U
MYHMIMIIAJIBHOTO YIIPABJICHUS.

9. PacnopsinurenbHble JOKYMEHTBI, X MCIIOJIB30BAaHME B OpraHax rocyJapCTBEHHOTO U
MYHMIMIIAJIBHOTO YIIPABICHUS.

10. Opranuzanuss paboTel € JOKYMEHTaMH B OpraHax TIOCYJapCTBEHHOTO U
MYHHIMIIAJIBLHOTO YIPABJIECHUS (TEXHOJOTUYECKUE ITAIIbI).

11. Opranuzanust ciayxObl JEJIONMPOU3BOJACTBA B OpraHax ToOCyJapCTBEHHOTO U
MYHMIMIIAJILHOTO YIPABJIEHUS HA COBPEMEHHOM JTalle.

12. Opranu3zanus AeI0NpPON3BOACTBA B OPraHax rocyJapCTBEHHOIO U MYHUILIMIIAIBHOIO
yIPaBJIEHUS B I0PEBOITIOLMOHHBIN IEPUOL.

13. Opranuszanus AeI0NpOU3BOACTBA B OPraHax rocyJapCTBEHHOIO U MYHUIIMIIAIBHOIO
ynpasieHus B coBeTckuil nepuof (1917-1991).

14. Bnusaue HOBBIX HHGOPMAIMOHHBIX TEXHOJIOTMH Ha JOKyMEHTAllMOHHOE
o0ecrieyeHre B OpraHax rocyAapCTBEHHOTO U MyHUIIMIIAIbHOTO YIPABICHHUS.

15. Cucrembl  JTOKyMEHTaluHW, oOOpasylomuecs B JCATEIbHOCTH  OpPraHOB
roCy/apCTBEHHOI'O0 U MYHMIIUIIAJIBHOTO YIIPABJICHUS.

16. HuapopManmOHHO-CIIPAaBOYHBIE TOKYMEHTBI, HMX HCIOJb30BAHUE B OpraHax

rocyaapCTBCHHOI'O U MYHHUIIUIIAJIBHOT'O YIIPAaBJICHHA.

6. YuyeOHO-MeTOAMYecKOEe U HH(POPMALIMOHHOE 00ecneuyeHue TUCIUIIMHBI

6.1. CnuCOK HCTOYHHKOB H JINTEPaTypPbl

HcTouHuku

OCHOBHBIE

OenepanbHBI KOHCTUTYIIMOHHBIN 3ak0H OT 25 nexadpst 2000 1. Ne 2-OK3 «O I'ocynapcTBeHHOM
repbe Poccuiickoit ®enepaunn» // [DnexkTpoHHBI pecype]. — M., 2019. — Pexxum nocryna:

http://www.consultant.ru/document/cons_doc LAW_ 29674/.
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Oenepanbhbiii 3akoH PO ot 27.07.2006 1. Nel49-03 «O06 umupopmaunu, HHPOPMATHOHHBIX
TEXHOJIOTHUSIX | 0 3ammte nHdopmamum» // [InexkTpoHHslid pecypc]. — M., 2019. — Pexum nocrtyna:

http://www.consultant.ru/document/cons_doc LAW_61798/.

®enepanbhbiii 3akoH oT 02.05.2006 Ne 59-D3 «O mopsiake paccMoTpeHus oOpalieHuit
rpaxnaan Poccuiickoit ®eneparumy// [Onekrponnsid pecype]. — M., 2019. — Pexxum noctymna:
https://base.garant.ru/12146661/.

@enepanbHblii 3akoH “O0 o0ecrmeyeHMHM [OCTyna K HHMOPMALUU O JEATEILHOCTH
rOCYJapCTBEHHBIX OPraHOB M OpraHoB MecTtHoro camoympasieHus” Ne 8-D3 ot 09.02.2009 //

[DnexTponnbiii pecype]. — M., 2019. — Pexum nocrymna: https://base.garant.ru/194874/

®enepanbHblii 3ak0H  “O0 00IMIKX MPUHIMIIAX OPTaHU3ALUN MECTHOTO CaMOYTIPaBICHUS
B Poccuiickoit @eneparun” Ne 131-®D3 ot 06.10.2003 // [DnexTpoHHsIid pecype]. — M., 2019. —
Pexxum nocryna: https://base.garant.ru/186367/

@enepanbublii  3akoH  “O0  OpraHu3alM  MPEAOCTABICHHUS TOCYAAPCTBEHHBIX U
MyHHUIAMATBHBIX yeryr” Ne 210-D3 ot 27 utons 2010 // [Dnekrponnstit pecypce]. — M., 2019. —
Pexxum nocryna: https://base.garant.ru/12177515/

@enepanbubiii 3akoH oT 06.04.2011 Ne 63-®3 “O6 »snextponHoil mnoxmucu” //
[DneKTpOHHBII pecypc]. — M., 2019. - Pexxum JOCTYyIIa:
http://www.consultant.ru/document/cons_doc LAW_112701/.

[TocranoBnenue IlpaBurensctBa P® ot 22.09.2009 Ne 754 “O6 yTBepKIeHUU
MIOJIOKEHHUS O CHCTEME MEKBEIOMCTBEHHOTO 3JIEKTPOHHOTO JOKymMeHToobOopora” (MDJI0) (B
neiicts. pen.) // [DnextponHwni pecypc]. — M., 2019. — Pexwum poctyma:
https://base.garant.ru/196328/.

IlocranoBnenue IlpaButensctBa P® ot 08.09.2010 Ne 697 “O enuHOM cucteme
MEXBEJIOMCTBEHHOTO 3JICKTPOHHOTO B3amMojeicTBus” // [DIeKTpoHHBIN pecypc]. — M., 2019. —

Pexxum noctymna: https://base.garant.ru/199319/.

ITpuxa3 Pocapxusa ot 22.05.2019 N 71 “O06 yTBepkKaeHUM IpaBUil JEIONPOU3BO/ICTBA B
rOCYJapCTBEHHBIX OpraHax, OpraHax MEeCTHOTO caMoyIpaBiieHHs // [DneKTpoHHBIH pecypc]. —

M., 2020. — Pexxum goctyma: https://base.garant.ru/72291836/

I'OCT P 7.0.97-2016. Haunuonansusiii crangapt Poccuiickont ®enepanuu. Cucrema
CTaHJApTOB MO HH(MOpMAIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neny. OpraHu3anuoHHO-
pacniopsiiuTenbHas JoKyMeHTaus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [DIeKTpOHHBIH
pecypcl]. — M., 2019. Pexum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_ 216461/.
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JIureparypa
beikoBa T.A. JlokyMeHTalioHHOEe  OOecleYeHHe  yIpaBleHUs  (JIEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3nerosa. -2-e¢ uza. nepepad. u
JO1I. - Mocksa: WNndpa-M, 2018. -304 c. — Pexxum JOCTYyIIA:
http://znanium.com/go.php?id=942800/
Bunorpagoa T.B. CocrosHue ry0epHCKOro aenonpou3BojacTBa B Poccuiickoil ummepun u
MOMBITKH ero pedopmupoBanus B nepBoil mojoBuHe XIX B. // Bectnuk PITY. 2014. Ne2.

[DneKTpOHHBII pecypc]. — M., 2019. - Pexxum JOCTYyIIa:

https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=>59.

EpmonaeBa A.B. JlokymMeHTalMOHHOE OOECIEYCHHE NEATEIHHOCTH OPTaHOB TOCYIapCTBEHHOMN
BJIACTU B TIOCTCOBETCKHI MEPUO/: TEHIECHIIMH U TIepCeKTUBHI pa3Butus // Bectnuk PITY. 2014.
Ne2. [DneKTpOHHBIH pecypc]. - M., 2019. - Pexxum JOCTyIIA:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=99.

6.2. Ilepeuyenr pecypcoB HHGPOPMAIMOHHO-TEJIEKOMMYHMKANIMOHHON  CeTH
«HHnTepHeT»

ITpaBoBble cuctems! “T'apant, “KoHcynbranT mumoc”.

7. MaTtepuajJibHO-TEXHMYECKOe o0ecreyeHne TMCUMILIUHBI (MO1YJIs1)

AyauTopun sl TPOBENEHMSI JIEKUMHA M CEMUHAPCKMX 3aHSATHI C TEXHUYECKUMHU CpefcTBamMu
00y4eHHs (MyJIbTUMEHNA-TIPOEKTOP (BUIEONPOEKTOP), 3KPaH (IIEPEHOCHOI TN CTALIOHAPHBIN)).

Cocras nporpammuoro odecneuenusi (I10), coBpemennpix npogeccuoHanbupix 6a3 nanupix (b1) n
uHgopmauuoHHo-cnipaBoynblie cuctem (MCC) (2020 r.)

1. Iepeuens I1O

Nen/ Haumenosanue I10 ITpoussoguTens Crnioco6 pacnpocTpaHeHust
I (Muyen3uonHoe uru
€c800600HO
PACNPOCMpanaemoe)
1. Adobe Master Collection CS4 Adobe JIMLIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JINLIEH3MOHHOE
3. Windows 7 Pro Microsoft JIMLEH3UOHHOE
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4. Microsoft Office 2013 Microsoft JINLIEH3MOHHOE
5. Windows 10 Pro Microsoft JIMLEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE
7. Microsoft Office 2016 Microsoft JIuneHn3nonHoe
8. Zoom Zoom JIMIIEH3UOHHOE

2. Ilepeuens B u UCC

Nerr/
n

Hanmenosanue

1

Mexynaponsslie pedpepaTiBHbIe HayKomeTpuieckre b1, mocTynHble B paMKax HallMOHATBHOM
nopmacku B 2020 r.

Web of Science

Scopus

IIpodeccronanbhble nosHOTEKCTOBBIE B, MOCTYNHBIE B paMKax HalMOHAJIBHOW MOJVCKA B
2020 .

Kypnansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypnans! Taylor and Francis

[Ipopeccronanbhbie nonHoTeKCTOBLIE BT
JSTOR
W3znanus no oO1iecTBEHHbIM 1 T'yMaHUTAPHBIM HayKam

DnekTpoHHas 6ubnmoreka Grebennikon.ru

KomnbloTepHbie cipaBoYHbIE IPABOBbIE CUCTEMbI
KoncyapranT [Tntoc,

lapanT

8.

OOecneyenue 00pa3oBaTeIbHOrO mpomecca UIA JHL € OIPaHNYCHHbIMH

BO3MOKHOCTSAIMM 310POBbA U HHBAJIUI0B

B X0J¢ peajin3daiuv JUCHUTIIIMHBI UCITOJIB3YIOTCA CICAYIOIHNE JOMOJIHUTCIIBHBIC
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METObl 00YUYEHHS, TEKYIIETr0 KOHTPOJIS YCIEBAEMOCTH U MPOMEXKYTOUHOW aTTeCTaIlH

00ydaromuxcs B 3aBUCUMOCTH OT UX UHIUBUAYATbHBIX OCOOCHHOCTEH:

o JUISL CJICTIBIX U CJIA0O0BUISIINX

- JIGKIUU O(QOPMIISIOTCS B BHUJE 3JEKTPOHHOTO JOKYMEHTA, JOCTYIHOI'O C IOMOIIBIO
KOMIIBIOTEpA CO CIEIHMATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCIICUeHUEM;

- NHMCHbMEHHBIE 3aJaHMsl BBIINOJIHSIOTCS Ha KOMIIBIOTEPE CO CHELHAIN3HPOBAHHBIM
MPOTPaMMHBIM 00€CTIeueHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieynBaeTCs HHIMBUYallbHOE paBHOMEpHOE ocBemieHrne He meree 300 IoKc;

- JUId BBITOJIHEHUS 3a/aHUsl NMPH HEOOXOAMMOCTH MPEIOCTABIISETCS YBEIMYHBAIOIEE
YCTPOMCTBO; BO3MOXHO TAaK)KE€ HCIIOJIb30BaHHE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- MUCHbMEHHBIE 3aJ]aHNsl OPOPMIISIOTCS YBEIIMYSHHBIM HIPUPTOM;

- DK3aMeH U 3a4€T MPOBOAATCA B YCTHOH (popMe WM BBINOIHSIOTCS B NMHUCHMEHHOMH
(dbopme Ha KOMITBIOTEPE.

o IUTS TIIYXHMX M C1a00CIbIIAIINX

- Jekuud o(OpMIIIOTCS B BHJIE S3JEKTPOHHOTO JOKYMEHTa, JHOO MpPeqoCTaBISAeTCs
3BYKOYCWJIMBAIOIAsl alnapaTrypa MHANBUAYAIbHOIO II0JIb30BaHUS;

- MUCHbMEHHBIE 3aJ[aHUs BBITIOJIHAIOTCS Ha KOMITBIOTEpE B MUCbMEHHOMU (opMme;

- 9K3aMeH M 3a4éT MPOBOJATCS B IMUCHBMEHHOH (opMe Ha KOMIIBIOTEPE; BO3MOXKHO
npoBeieHue B (hopMe TeCTUPOBAHMUS.

o TUIS JIUL] ¢ HApYLIEHUSIMU OIIOPHO-JBUTAaTEIBHOTO aIapara:

- JIGKIUU O(QOPMIISIOTCS B BHUJE 3JCKTPOHHOTO JOKYMEHTA, JOCTYIHOI'O C IOMOIIBIO
KOMIIBIOTEpA CO CIEIMATN3UPOBAHHBIM IIPOrPAMMHBIM 00eCIICUeHUEM;

- NHMCHbMEHHBIE 3aJaHMsl BBIINOJIHSIOTCS Ha KOMIBIOTEPE CO CHELUAIN3HPOBAHHBIM
MIPOTPaMMHEIM 00€CTICUeHUEM;

- DK3aMeH U 3a4€T MPOBOAATCA B YCTHOM (popMe WM BBINOIHAIOTCS B NMHUCHMEHHOMN
(dopme Ha KOMITBIOTEPE.

[Tpy HEOOXOIUMOCTH MpelyCMaTpUBACTCS YBETUUYEHUE BPEMEHHU JJIS TIOATOTOBKU OTBETA.

[lponienypa  mpoBeACHHST  NPOMEXKYTOUHOM  aTTecTauuu Uil OOydaromuxcs
YCTAHABIMBACTCS C Y4YETOM UX HMHIUBUAYAJIbHBIX ICUXO(PHU3MUECKUX O0COOEHHOCTEH.
IIpomexyTouyHas arTecTanusi MOXKET IIPOBOIUTHCS B HECKOJIBKO ATAIOB.

[Tpu mpoBeneHNH TPOLEAYPH OLECHUBAHUS PE3yJIbTATOB OOyUEHHs IMpeaycMaTpuUBaeTCs
UCTIOJIb30BAaHUE TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C HWHAMBHUIYAJIbHBIMH

0COOEHHOCTSAMHU O0yYaroImuxcsi. OTH CPEACTBa MOTYT OBITh MPEJOCTABICHBI YHUBEPCUTETOM,
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WJIA MOTYT HCTIONIb30BAThCSl COOCTBEHHBIE TEXHUYECKHE CPEIICTBA.

[IpoBenenne mpoUEAYypbl OLIEHUBAHHUA PpE3YIbTAaTOB OOY4YEHHsS JIOMyCKAaeTcss ¢
MCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHA.

ObecneunBaeTcst JOCTYI K MHGOOPMAIIMOHHBIM U OubimorpaduyeckuM pecypcam B CeTH
WuTepHeT Ui Kaxkaoro oOydaromerocss B (opmax, aganTUPOBAHHBIX K OTPAHUYCHUSAM HUX
3JI0POBbSI U BOCIIPUATHUS HH(POPMALTUH:

® IS CJICTIBIX U CITa0OBUIAIINX:

- B IeYaTHON (opMe yBEITMUEHHBIM HMIPUPTOM;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B hopme aynnodaiina.

® U TIYXMX M CIa0O0CHbIIAIINX:

- B Me4aTHOU opMme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

e /I 00yYaIOMIUXCSI ¢ HAPYIICHUSMHU OTIOPHO-ABUIaTeILHOTO anmapara:

- B Me4aTHOH opMme;

- B (hopMe 3JEKTPOHHOTO JOKYMEHTA;

- B hopme aynnodaiina.

Y4eOHbIC ayqUTOPUHM M7 BCEX BHUIOB KOHTAKTHOH U CaMOCTOSITENILHON paloThI,
Hay4yHas OuWOIMOTEKa M WHbIE TIOMEIIEHUS i1 OOy4eHHUS OCHAIICHBI CIEUUATbHBIM
o0opyoBaHNEM U Y4eOHBIMU MECTaMU C TEXHUYECKHUMHE CPEICTBAMU OOYICHHUS:

® IS CJICTIBIX U CITA0OBU/IAIINX:

- YCTpOMCTBOM JUIsl ckaHMpoBaHUs 1 uTeHus ¢ kamepoil SARA CE;
- nuctieeM bpaiina PAC Mate 20;
- npunTepoM bpaitng EmBraille ViewPlus;
® U TIYXMX M CIa0O0CHbIIAIINX:
- ABTOMAaTH3UPOBAHHBIM pPAOOYUM MECTOM Ui JIIOJEH C HapylIeHHEM CiyXa H
C1a00CIIBIIIAIINX
- aKyCTMYECKHH yCUIIUTENb U KOJIOHKH;
e I 00yYaIOMIUXCSI ¢ HAPYIICHUSMHU OTIOPHO-ABUIaTeILHOTO anmapara:
- IEPEIBIKHBIMHU, PETyINPYEMBbIMU 3proHOMUYecKkuMu nmapramu CHU-1;

- KOMIIBIOTEPHON TEXHUKOW CO CHEUATbHBIM MTPOrPaMMHBIM 00€CIICUeHUEM.

9. MeToau4eckue MaTepuaJbl
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9.1. Il;1anbl NPAKTHYECKUX 3aHATHI

Tema 1
Tema 4. (6 yacoB) CoBpeMeHHbIe HOPMATHBHBIE IPABOBbIE AKTHI, peryJaupyluue
AeATeJIbHOCTh ITOCYyJaPCTBEHHbIX H MYHHIMIIAJIbHBIX OPraHOB.

®opMa npoBeIeHUs — TUCKYCCHSA

CryaeHThl M3y4arOT COBPEMEHHBIE HOPMATHBHBIC aKThl, PErIAMEHTHPYIOIIHE JIOKYMEHTHPOBAHHE
YIPABICHYECKON AESITEIHHOCTH B OPraHax rOCyAapCTBEHHOTO M MYHUIIMMIAILHOTO YIIPABICHUSI.

1. Yem pazmuuarorcs o6muit 61aHK ¥ GIaHK MHCHMA, GIIAHK KOHKPETHOTO BHJIA JOKYMEHTa?

2. Kakue BHAbl OJAHKOB NPUMEHSIOTCS B OpraHaX TOCYJAapCTBEHHOTO M MyHHIMIIATBHOTO
yIpaBlieHus?

3. KakoB COCTaB PEKBU3UTOB JOKYMEHTOB, IIPHMEHSEMEIX B OpraHaX TOCYJapCTBEHHOTO H
MYHUIUIIATBHOTO YIIPABICHUS?

4. KaxoBbl TpeGoBanus K 0OPMIEHHIO PEKBU3UTOB JOKyMEHTOB?
HcTouHMKH U JMTEpaTypa

Uctounuku:

OenepanbHBI KOHCTUTYIIMOHHBIN 3ak0H OT 25 nexadpst 2000 1. Ne 2-OK3 «O T'ocynapcTBeHHOM
repbe Poccuiickoit ®enepauun» // [DnexkTpoHHBI pecype]. — M., 2019. — Pexxum nocryna:

http://www.consultant.ru/document/cons_doc LAW_ 29674/.

®enepanbHblii 3ak0H “O0 00IIMX MPUHIMIIAX OPTaHU3ALUN MECTHOTO CaMOYTIPaBICHUS
B Poccuiickoit @eneparun” Ne 131-®D3 ot 06.10.2003 // [DnexTpoHHsIi pecype]. — M., 2019. —

Pexxum nocryna: https://base.garant.ru/186367/
ITpuxa3 Pocapxusa ot 22.05.2019 N 71 “O0 yTBepkKaeHUM IpaBUil JEI0NPOU3BO/ICTBA B

rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyIpaBiieHHs // [DIeKTpoHHBIH pecypc]. —

M., 2020. — Pexxum goctyma: https://base.garant.ru/72291836/

I'OCT P 7.0.97-2016. Haunuonansusiii crangapt Poccuiickont ®enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMaAMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neny. OpraHu3anuoHHO-
pacniopsiiuTenbHas JoKyMeHTaus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [DIeKTpOHHBIH
pecypcl]. — M., 2019. Pexum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_ 216461/.

JIureparypa

beikoBa T.A. JlokyMeHTallOHHOEe  OOecleyeHHe  yIpaBleHUs  (JIEIOMPOU3BOJICTBO)

[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3uerosa. -2-¢ uza. nepepad. u



29

JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. — Pexum JIOCTyIa:
http://znanium.com/go.php?id=942800/

Bunorpagoa T.B. CocrosHue ry0epHCKOro aenonpou3BojacTBa B Poccuiickoil ummepun u
MOTBITKH €ro pedopmupoBanus B nepBoil mojoBuHe XIX B. // Bectnuk PITY. 2014. Ne2.
[DneKTpOHHBII pecypc]. — M., 2019. - Pexxum JOCTYyIIA:

https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=>59.

EpmonaeBa A.B. JlokymMeHTalMoOHHOE OOeCIeYeHHE NEATEIHHOCTH OPTaHOB TOCYIapCTBEHHON
BJIACTU B TIOCTCOBETCKHM MEPUO/: TEHIECHIIMU U TIepCeKTUBHI pa3Butus / Bectnuk PITY. 2014.
Ne2. [DneKTpOHHBIH pecypc]. - M., 2019. - Pexxum JOCTyIIA:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=99.

Tema 5. (6 wacoB) Opranmsanms cJayxKO0bl AeJTONPOU3BOACTBA B TOCYAAPCTBEHHBIX H
MYHHIMIAJTbHBIX OPraHax U perjaMeHTAlHs ee 1esiTeJIbHOCTH.

®opma npoBeAeHUsT — JTUCKYCCHS

CTyneHTbl U3y4yaloT NPEJIOKEHHBIC MPENoJaBaTelieM OpPTraHU3aIMOHHBIE CTPYKTYPBHI CIIyXO
JEJIONPOU3BO/CTBA, MOJIOKEHUS U TOJKHOCTHBIE UHCTPYKLUU COTPYAHUKOB U F'OTOBSIT OTBETHI
Ha KOHTPOJIBHBIE BOIIPOCHI

Bonpocsr:

1. TunoBble HANMEHOBAHMS U OpPraHU3AIMOHHAS CTPYKTYpa CIIyKOBI JeTONPOU3BOICTBA B
OpraHax rocylapCTBEHHOIO U MyHULIUIIAJIBHOTO YIIPABJICHMUS.

2. OcCHOBHbIE LIEJIM ¥ 33/1a4M CITY>KOBI I€JIONPOU3BOJICTBA B OpPraHax rocy1apCTBEHHOTO U
MYHUIUIIATIBHOTO YIIPABICHHUS.

3. JIOJDKHOCTHOM M YMCIICHHBIM COCTaB CIIy>KOBI I€TI0NMPOU3BOJICTBA B OpraHax
rOCYJJapCTBEHHOI'O0 U MyHUIUIIATIBHOI'O YIIPABIICHHUS.

4. PermameHTauusi NEATEIBHOCTH CIIYXOBI JEIOMPOM3BOJCTBA B JIOKAIBHBIX HOPMAaTHBHBIX
aKTax OpraHa rocyZapCTBEHHOI'O U MyHUIMIIAIBHOIO YIIPaBICHUS.

HcTounuku u gutepartypa:

®enepanbhbiii 3akoH oT 02.05.2006 Ne 59-D3 «O mopsiake paccMoTpeHus oOpalieHuit
rpaxman Poccuiickoit @enepanuny// [dnexTponHsiii pecype]. — M., 2019. — Pexxum nmoctyma:
https://base.garant.ru/12146661/.

ITpuxa3 Pocapxusa ot 22.05.2019 N 71 “O0 yTBepKaeHUM IpaBUil JEIOIPOU3BO/CTBA B
rOCYJapCTBEHHBIX OpraHax, OpraHax MEeCTHOTO caMoyIpaBiieHHs // [DIeKTpoHHBIH pecypc]. —

M., 2020. — Pexxum goctyma: https://base.garant.ru/72291836/
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I'OCT P 7.0.97-2016. Hanuonansusiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMAIMH, OHOIMOTEYHOMY M H3JATEIbCKOMY neiy. OpraHu3anuoHHO-
pacniopsiiuTenbHas JoKyMeHTaus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [ DIEKTpOHHBIH
pecypcl]. — M., 2019. Pexum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_ 216461/.
beikoBa T.A. JlokyMeHTallOHHOEe  OOecleYeHre  yIpaBleHUs  (JIEJIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3nerosa. -2-e¢ uza. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. — Pexum JIOCTyIa:
http://znanium.com/go.php?id=942800/

Tema 6 (8 yacoB). Buabl JOKyMEHTOB H CHCTEMBbI IOKYMEHTALIMH, CO3/1aBaeMble B
AeSITeJIbHOCTH OPTaHOB rOCYyIaPCTBEHHOT0 M MYHHMIMIIAJILHOT0 YIIPABJICHHS.

3aHATHE IPOBOIUTCS C UCTIOIB30BaHUEM Kelic-MeTo1a. CTyIeHThI H3y4aloT 00pasiibl
JOKYMEHTOB M aHAJIM3UPYIOT MPAaBUIBHOCTh UX 0(hOpMIICHHSI.

Ha ocHOBe npei10;KeHHBIX MPENogaBaTeIeM CUTYAlUM CTYIEHThl CAMOCTOSTEIbHO COCTABIISIIOT
IIPUKAa3bl, IPOTOKOJIbI, PACIIOPSKEHUS, IOCTAHOBIICHHUS, PELLIEHUS, 00palleHNsI TpaKJaH U
OTBETHI HA HUX.

Bonpocsr:

1. Bunpl 1OKyMEHTOB, U34aBa€MbIX OPraHaMU TOCYJaPCTBEHHOTO M MyHUIIMIIAIILHOTO
YIIPABJICHMUS.

2. Pousb cuctemsl OpraHM3allMOHHO-PACIOPSANTEILHON JOKYMEHTAUH B 1€ATEIbHOCTH.
OpPraHOB I'OCYAAPCTBEHHOIO U MYHULIUIIAJIBHOTO YIIPABJICHMUS.

3. Hcnonb3oBaHue 0JIAHKOB U MIA0JIOHOB M 3JIEKTPOHHBIX JOKYMEHTOB B JI€ATEIIbHOCTH.
OpPraHOB I'OCYAAPCTBEHHOIO U MYHULIUIIAJIBHOTO YIIPABJICHMUS.

HcToyHuKHM U UTEpaTypa:
OenepanbHBI KOHCTUTYIIMOHHBIN 3ak0H OT 25 nexabpst 2000 1. Ne 2-OK3 «O T'ocynapcTBeHHOM
repbe Poccuiickoit ®enepaunn» // [DnexTpoHHBI pecype]. — M., 2019. — Pexxum nocryna:

http://www.consultant.ru/document/cons_doc LAW_ 29674/.

ITpuxa3 Pocapxusa ot 22.05.2019 N 71 “O06 yTBepkKaeHUM IpaBUil JEIONPOU3BO/ICTBA B
rOCYJapCTBEHHBIX OpraHax, OpraHax MEeCTHOTO caMoyIpaBiieHHs // [DneKTpoHHBIH pecypc]. —

M., 2020. — Pexxum noctyma: https://base.garant.ru/72291836/

I'OCT P 7.0.97-2016. Haunuonansusiii crangapt Poccuiickont ®enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMAIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neny. OpraHu3aluoHHO-

pacniopsiauTenbHas JoKyMeHTanus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [DIeKTpOHHBIH
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pecypcl]. — M., 2019. Pexum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_ 216461/.

beikoBa T.A. JlokyMeHTallOHHOEe  OOecleyeHHe  yIpaBleHUs  (JIEJIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocodue/ T.A. beikoBa, T.B. Ky3Hnerosa. -2-¢ uza. nepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 C. — Pexum JIOCTyIa:
http://znanium.com/go.php?id=942800/

Tema 7. (8 yacoB) Opranuszanusi padoTbl ¢ JOKYMEHTAMH B OPraHax rocyJapcTBEHHOI0 H
MYHHMIHIIAJIBHOTO YIIPABJICHUSA

®opma npoBeAeHUsT — JTUCKYCCHS

Ha ocHOBe npei10sKeHHBIX MPErnogaBaTeIeM HHCTPYKIUHI 110 IEJI0IPOU3BOICTBY CTYACHTHI
CaMOCTOSITENIEHO COCTAaBIISIOT OCHOBHBIE TEXHOJIOTUYECKHE ATAIBI pabOThI ¢ JOKYMEHTAMH U
JAI0T UM KPAaTKYH0 XapaKTEPUCTHUKY.

Tema 8. (8 yacoB) HoBble nHGOpMALMOHHBIE TEXHOJIOTHH B JOKYMEHTALHOHHOM
o0ecrieYeHNH AeATeJJbHOCTH OPraHOB rOCyAapCTBEHHOI0 M MYHHIIMNIAJILHOIO YIIPABJICHUS

®opma npoBeAeHUsT — JTUCKYCCHS

CtyneHTbl H3ydaloT OQUIMaNbHBIE CaHTBl PaA3IMYHBIX MYHHULIUIAIBHBIX 00pa3oBaHUU U
3aKOHOJATEIbHBIE aKThl PD 1 rOTOBAT OTBETHI HA KOHTPOJIBHBIE BOIIPOCHI

Bonpocsr:

1. PermameHnTanus npeaocTaBIeHHUsI MyHULIMTAIBHBIX YCIYT B 3JEKTPOHHOH popme B D3
“O0 opraHu3zaiyy MpeaoCTaBICHUS TOCYAAPCTBEHHBIX U MyHUIIUTIATBHBIX YCIIyT .

2. AIMUHHUCTpPaTUBHBIE PETJIAMEHTHI M CTaHJAPThI IPEAOCTaBICHNS FOCYAAPCTBEHHBIX U
MYHUIIUTATBHBIX YCIYT B 3JICKTPOHHOU hopme.

3. BO03MOXHOCTH 3JIEKTPOHHOTO B3aUMOJEHUCTBUS MEXAY OpraHaMU IOCy1apCTBEHHOIO U
MYHUILUIIAJIBHOTO YIPABJICHU], OPTaHU3aLUAMU U 3asIBUTEIISIMHU.

4. Opranuzanust paboThI AIEKTPOHHOMN PHUEMHOM B OpraHax rocy1apCTBEHHOTO U
MYHUIUIIAIBLHOTO YIIPABIICHHUS.

HcTounuku u Tutepartypa:

Oenepanbhbiii 3akoH PO ot 27.07.2006 1. Nel49-03 «O06 uupopmaunu, HHPOPMATHOHHBIX
TEXHOJIOTHUSIX | O 3ammTe nHdopmamum» // [InexkTpoHHbIl pecypc]. — M., 2019. — Pexum nocrtyna:

http://www.consultant.ru/document/cons_doc LAW_61798/.

®enepanbhbiii 3akoH OT 02.05.2006 Ne 59-D3 «O mopsiake paccMoTpeHus oOpalieHui
rpaxman Poccuiickoit @enepanuny// [dnexTponusiii pecype]. — M., 2019. — Pexxum nmoctyma:
https://base.garant.ru/12146661/.



32

@enepanbublii 3akoH “O0 o0ecrmeyeHMM [OCTyna K HMHMOPMALUU O JEATEIbHOCTH
rOCYJapCTBEHHBIX OpPraHOB M OpraHoB MecTtHoro camoympasieHus” Ne 8-D3 ot 09.02.2009 //

[DnexTponnbiii pecype]. — M., 2019. — Pexxum nocrymna: https://base.garant.ru/194874/

®enepanbHblii 3ak0H “O0 00IMIKX MPUHIMIIAX OPTaHU3ALUN MECTHOTO CaMOYTIPaBICHUS
B Poccuiickoit @eneparun” Ne 131-®D3 ot 06.10.2003 // [DnexTpoHHsIi pecype]. — M., 2019. —
Pexxum nocryna: https://base.garant.ru/186367/

@enepanbublii  3akoH  “O0  OpraHu3ali  MPEAOCTABICHHUS TOCYAAPCTBEHHBIX U
MyHUIAMATBHBIX yeryr” Ne 210-D3 ot 27 utons 2010 // [Dnekrponnstit pecypce]. — M., 2019. —
Pexxum nocryna: https://base.garant.ru/12177515/

@enepanbubiii 3akoH oT 06.04.2011 Ne 63-®3 “O6 »snextponHoil mnoxmucu” //
[DneKTpOHHBII pecypc]. — M., 2019. - Pexxum JOCTYyIIA:
http://www.consultant.ru/document/cons_doc LAW_112701/.

[TocranoBnenue IlpaBurensctBa P® ot 22.09.2009 Ne 754 “O6 yTBepkIeHUU
MIOJIOKEHHUS O CHCTEME MEKBEIOMCTBEHHOTO 3JIEKTPOHHOTO JOKyMeHTooOopora” (MDJI0O) (B
neiictB. pen.) // [DnextponHwli pecypc]. — M., 2019. — Pexwum poctyma:
https://base.garant.ru/196328/.

IlocranoBnenue IlpaButensctBa P® ot 08.09.2010 Ne 697 “O enuHOM cucTeMme
MEXBEJIOMCTBEHHOTO 3JIEKTPOHHOTO B3amMojeicTBus” // [DIeKTpoHHBIN pecypc]. — M., 2019. —

Pexxum noctymna: https://base.garant.ru/199319/.

beikoBa T.A. JlokyMeHTallOHHOE  OOecleyeHre  yIpaBleHUs  (JIEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikosa, T.B. Ky3uerosa. -2-¢ uza. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. — Pexum JIOCTyIa:
http://znanium.com/go.php?id=942800/

EpmonaeBa A.B. JlokymMeHTalMOHHOE OOECIeYeHHE NEATEIHHOCTH OPTaHOB TOCYIapCTBEHHON
BJIACTU B TIOCTCOBETCKHM MEPUO/: TEHIECHIIMU U TIepCeKTUBHI pa3Butus // Bectnuk PITY. 2014.
Ne2. [DneKTpOHHBIH pecypc]. - M., 2019. - Pexxum JOCTyIIa:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=99.

OdunmanbpHble CAUTBl OPraHOB TOCYAAPCTBEHHOM BIACTH M MyHHIIMIIAIBHBIX 00pa30BaHUN

ropoaa Mockbl, MockoBckoii 00actu u apyrux cyonrekToB Poccuiickoii deneparui.

9.2. MeToanueckne peKOMEHIAIUH M0 MOATr0TOBKE MUCbMEHHBIX padoT

9.3. UnbIe MaTepHaJIbl
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AHHOTAIUA JTUCHUIIJINHBI

HucuuruinHa  (MOxyNb) — peanusyercs Ha  (axkyJbTeTe JOKYMEHTOBEACHHS U
TEXHOTPOHHBIX apXWUBOB Kadeapoil JOKYMEHTOBEACHHUS, ayIMOBH3YalIbHbIX M HAy4YHO-
TEXHUYECKHUX apXUBOB.

Lenb AUCHUIIUHBI — U3Y4YEHUE OCOOCHHOCTEH BEIEHHS AEJONPOM3BOJACTBA B OpraHax
TOCYJapCTBEHHOTO ¥ MYHHUIMIAJIBHOTO YIpaBieHUS Ha 0a3e COBPEMEHHBIX HOPMATHBHBIX
IIPaBOBBIX AKTOB.

3ajauy IUCLUUIUIMHBI COCTOSAT B CJIEIYIOIIEM:

- U3y4YCHHME OpraHU3alMM JEJIONPOU3BOACTBA B OPraHax IoCyJapCTBEHHOIO U MECTHOI'O
yIpaBJICHUs JOpeBOIOMOoHHON Poccny;

- U3y4YECHHE COBPEMEHHOM IIPABOBOM pErIaMEHTALMM OPraHU3alUU JEJIONPOU3BOIACTBA B
opraHax rocyJIapCTBEHHOIO U MyHUIUIIAJIbHOTO YIIPABIICHNUS,

- U3y4YeHue BHJIOB JOKYMEHTOB, CO3JaBacMbIX B OpraHax TIOCYAAapCTBEHHOIO U
MYHHUIIUTIATIBHOTO YIIPaBIEHHs, 0COOEHHOCTEH X 0(OpMIICHUS U TPUMEHEHHUS;

- U3y4yeHHe OCOOCHHOCTEW opraHu3amuu paboThl € JOKYMEHTaMH B OpraHax
rOoCyJapCTBEHHOTO u MYHHIIAINIAJIBHOTO yIpaBieHus, ¢dopmupoBaHue CITYKOBI
JEJIONPOU3BOJCTBA;

- W3y4YCHHME BIMSHUS HOBBIX MH(OPMAIIMOHHBIX TEXHOJOTMH Ha JOKYMEHTALMOHHOE
o0ecrieyeHne JIeSTeNbHOCTH OPraHOB TOCYAAPCTBEHHOTO U MYHUIIUIIAJIBHOTO YIIPABICHHUS.

JucuumuinHa (MOyJb) HanpaBjieHa Ha (pOpMUPOBaHHUE CIETYIOMUX KOMITETCHIIUNA:

o ITK-30 — criocoOHOCTBIO OPraHU30BBIBATH PA0OTY CIYXKObI JOKYMEHTAIHOHHOTO
o0ecrieyeHns yrpaBJIeHUs] U apXUBHOTO XPaHEHUS IOKYMEHTOB;

o IIK-31 - cnocoOHOCTBIO pa3pabaThIBaTh JIOKAIbHBIE HOPMATHUBHBIE AKTHI W
HOPMATHBHO-METOJJMUECKUE JOKYMEHTHI 10 BEICHHUI0O HH(POPMALMOHHO-JOKYMEHTAIIHOHHOTO

o0ecrieyeHus yIpaBJIeHUs] U apXUBHOTO JIea.

B pesynbraTe 0CBOGHUS TUCIMILINHBI (MOJYJIs1) 00YYaIOIIHIACS JOJKEH:

3uamo:

OPUHIUIBL PpabOThl B CHYXK0ax JOKYMEHTAIlMOHHOTO OOECIeUYeHHs YHpaBJICHUS U
aApXUBHOI'O XpaHEHUs JOKYMEHTOB apXUBHOT0 XpaHeHus AokyMeHToB (I1K-30);

O0COOEGHHOCTH COCTaBJICHHSI M O(GOPMIICHUS JIOKAIBHBIX HOPMATUBHBIX AaKTOB U
HOPMATHBHO-METOJJMUECKUX JOKYMEHTOB IO BEICHUIO MH(POPMALMOHHO-JOKYMEHTAIHOHHOTO

obecnieuenus ynpasinenus (I1K-31);
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Ymemn:

OpPraHu30BBIBaTh PAOOTY CIIy:KOBI JOKYMEHTAIIMOHHOTO OO0ECIeUYeHUsl YIpaBICHHUS U
apXuBHOTro XxpaHeHus JokyMeHToB (IIK-30);

IPaMOTHO M OINEPAaTUBHO COCTABJATH JIOKAJIbHbIE HOPMATHBHBIE aKThl U HOPMATHUBHO-
METOAMYECKUE JOKYMEHTHI O BEIEHHIO WH(POPMAIMOHHO-TOKYMEHTAIMOHHOTO O0ECTIeUeHHS
ynpasieHus u apxusHoro aena (I1IK-31);

Braoemu:

HaBbIKAMU ~ OpraHM3alud  paboTBl  CIyXObl  JOKYMEHTAIHOHHOTO  OOecredyeHus
yIpaBIEHUS U apXUBHOTO XpaHeHus 1okymMeHToB (I1K-30);

HaBBIKAMU pa3paOOTKU JIOKAIBHBIX HOPMATHBHBIX aKTOB M HOPMAaTHBHO-METOAMYECKUX
JTOKYMEHTOB I10 BEIECHUIO MH(OPMAIIMOHHO-IOKYMEHTAIIHOHHOTO OOECIICYeHHs YNPaBJICHUS H

apxuBHoro nena (I1IK-31).

[To nqucuumrHe (MOIYJIO) IPEAyCMOTpPEHa MPOMEXKYTOUHAs aTTecTalus B (hopMme 3aueTa
C OLICHKOM.

OO01ast TpyA0€MKOCTh OCBOSHUS TUCIUTUTHHBI (MOAYJIS) COCTABIISICT 5 3a4ETHBIX UHMUII.



THpunooicenue 2

36

Ne TekcT aktyanuzauuu wiu npunaraembiid K PTII fokymenr, Hata Ne
cofiepKalyii "3BMEHEHWsI NpOTOKOJIA
1. ObHosAeHA CMPYKMYPA OUCUUNAUHBL O OUHOIL, 3A0YHOU hOpM 22.06.2020 Ne 10
0byueHus
Hpunosxcenue 2.1.
2. 3. Obnosaen cocmas npozpammnozo obecneqenus (I10),

Hpunoscenue 2.2

COBPEMEHHbIX NPoghecCuoHarbHbix 6a3 dannbix (B ) u
uHpopmayuonHo-cnpasounbie cucmem (MCC)

Hpunoscenue 2.1.

Cmpykmypa oucuyuniaunst (Mo0yas) 0na ounou ghopmul odyuenus (2020 200)

Obwas mpyooemkocms oucyuniunsvl cocmasisem 5 3.e., 190  y., 6 mom uucie

KOHmakmuas paboma obyuaiowuxcs ¢ npenodasamenem_70  u., npomexrcymouras
ammecmayus - 4., camocmosmenvras paboma obyyarowuxcs 120 u., 6 m.u. Kypcogas
paboma - u.

Bunsl yueOHoI paboThI

DopMBbI
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1 Paznen 1. Beenenue, 4 10 Ompoc
WCTOYHUKH U
TuTepaTypa
2 Pazpnen 2. 6 10 Ompoc
Jenonpous3BoacTBO B
opranax
rOCy/IapCTBEHHOTO U
MYHHIIHITATEHOTO
yIpaBICHUS

JOPEBOITIOLIMOHHOMN
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Poccun

Jlenonpon3BoCTBO
roCyJapCTBEHHBIX U
MYHUIUIATBHBIX
OpraHoOB YINpPaBIICHUS
B COBETCKHUU NIEPUOL

10

Ompoc

CoBpemeHHbIE
HOPMAaTUBHBIC
IMPaBOBLIC AKTHI,
perynupyromue
BEJICHHE
JIeTIOTIPOU3BOICTBA B
rocyaapCTBCHHBIX U
MYHHUIUIIAIBHBIX
opraHax

10

Ompoc

IloxroroBka K
MPaKTUYECKOMY
3aHITHIO

Opranuzanus
CITyKOBI
JIEJIONPOU3BOJICTBA B
rOCyJapCTBEHHBIX U
MYHHIIAITATEHBIX
OopraHax u
periiaMeHTaIus ee
JICSITEIbHOCTH

10

Ompoc

IloxroroBka K
MPaKTUYECKOMY
3aHITHIO

Buapl 10KyMEHTOB 1
CHUCTEMBI
JOKYMEHTaLWH,
co3/1aBacMbIC B
JIeATEeIILHOCTH
OpraHoB
rOCyIapCTBEHHOTO U
MYHHIUIIAJIBHOTO
yIIpaBJICHUS

10

IIpoBepka
3aJaHuH Ha
IIPAaKTHUYECKUX
3aHATHUAX

Opranuzanus paboTsl
C IOKYMEHTaMH B
opraHax
rOCyJJapCTBEHHOT'O U
MYHUIIUTIATEHOTO
yTpaBJICHUS

10

TectupoBanue

IloxaroroBka K
MPaKTUYECKOMY
3aHITHIO
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8 Hosrie 8 10 IToaroroBka x
MH(POPMAaLMOHHbIE 3a4eTy ¢
TEXHOJIOTUH B OLIEHKOU
JTOKYMEHTAIMOHHOM

IloaroroBka K
oOecrieueHne

MPAKTUIECKOMY
NEATEIIbHOCTH

3aHATUIO
OpraHoB
rOCy/IapCTBEHHOTO U
MYHHIIHITATEHOTO
yTIpaBICHUS

40 umo208as

3auem c oyenkoti KOHMPONbHAS

paboma
HUTOIO: 34 36 120

Cmpykmypa oucyunaunsl (MoOyns) 0 3a04HOU hopmbl

Obwas mpyooemkocms oucyuniunvl cocmasisem 5 3.e., 190  u., 6 mom uucie
KOHmMaxkmuas paboma odyuarowuxcs c npenooagamenem_ 20 u., npoMescymouHas
ammecmayua 9 _u., camocmosamenvras paboma obyuarowuxcs 161 4., 6 m.u. Kypcogas

paboma - u.
Bunasr yueOHOI pabOTEI
Y P DopMBbI
(B yacax) TEKYIIETO
KOHTPOJIS
KOHTaKTHas -
No Paznen . % yCneBa€MoOCTHU,
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g = s =53 &85 2 cemecmpam)
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1 Pazpnen 1. Beenenue, 2 30 Ompoc

HCTOYHHMKHU U
JaUTeparypa.
CoBpemeHHbIE
HOPMAaTUBHBIC
IMPaBOBLIC AKTHI,
perynupyromue
BEJICHHE
JIeTIOTIPOU3BO/ICTBA B
rocyaapCTBCHHBIX U
MYHHUIUIIAIBHBIX
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opranax
Opranuszanus 30 Omnpoc
CITyKOBI
JIEJIONPOU3BOJICTBA B
rOCy/IapCTBEHHBIX U
MYHHIIAITATEHBIX
Opranax u
permamMeHTaIus ee
JEATEILHOCTA
Buapl 10KyMEHTOB U 4 30 TectupoBanue
CHUCTEMEI

IloaroroBka K
JOKYMEHTAIlUH,

MPAKTUIECKOMY
cO3/1aBaeMbIE B

3aHATUIO
JEATEILHOCTHA
OpraHoB
roCyJJapCTBEHHOTO U
MYHHIIHITATEHOTO
yTpaBICHUS
Hosrie 8 30 IToaroroBka x
MH(POPMAaIMOHHbIE 3a4eTy ¢
TEXHOJIOTUH B OIICHKOH
JTOKYMEHTAI[MOHHOM

IloxroroBka K
obecrieueHne

MPAKTHIECKOMY
JEATEILHOCTHA

3aHATUIO
OpraHoB
roCyJJapCTBEHHOTO U
MYHHIIHITATEHOTO
yTIpaBICHUS

41 Umo2o6as

3auem c oyenkoti KOHMPONbHAS

paboma
HUTOTO: 12 9 161

Ipunoscenue 2.2.

Cocras nporpammuoro odecneuenusi (I10), coBpemennpix npogeccuoHanbubix 6a3 nannbix (bI) n
uHgopmauuoHHo-cnipaBoynblie cuctem (MCC) (2020 r.)

3. Iepeuens I10

Nerr/

Haunmenosaunue I1O

[TpousBopuTenn

Crnoco0 pacnpocTpaHeHUst
(uyerauonHOE UAU
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n 60060010
PACNPOCMpPaHaemoe)
9. Adobe Master Collection CS4 Adobe JINLIEH3MOHHOE
10. | Microsoft Office 2010 Microsoft JINLIEH3MOHHOE
11. | Windows 7 Pro Microsoft JINLIEH3MOHHOE
12. | Microsoft Office 2013 Microsoft JINLIEH3MOHHOE
13. | Windows 10 Pro Microsoft JINLIEH3NOHHOE
14. | Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE
15. | Microsoft Office 2016 Microsoft JIuneHn3nonHoe
16. | Zoom Zoom JILEH3UOHHOE
Ilepeuyens B u UCC
Nerr/ HaumenoBanue
n

1 Mexynaponsslie pedpepaTiBHbIe HayKoMeTpudeckue b1, mocTynHble B paMKax HallMOHATBHOM
nopmacku B 2020 r.

Web of Science

Scopus

2 | IIpogpeccuonanbHble onHOTEKCTOBBIE BI1, IOCTYNHBIE B paMKax HALMOHAIBLHON MOJIUCKY B
2020 .

Kypnansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypnansl Taylor and Francis

3 | Ilpocpeccuonanbhbie NoaHOTEKCTOBbIE BT
JSTOR
W3nanus no oO1iecTBEHHbIM 1 I'yMaHUTAPHBIM HayKam

DnekTpoHHas 6ubmmoreka Grebennikon.ru

4 | KoMnbioTepHbIe CpaBOYHbIE MPABOBbIE CUCTEMBbI
KoncyapranT ITntoc,

lapanT
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