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1. HaumeHnoBaHue AUCHHUIIIINHDBbI

Hucrummaa b.1.2.1.5. «MexBeqoMCTBEHHBIN JOKYMEHTOOOOPOT M JEN0-
MIPOU3BOJICTBO B OpraHax roCyJapCTBEHHOIO U MyHUIMITAIBHOTO YIIPABIICHUS».

2. llepeyeHb NMIAHMPYEMBIX Pe3yJbTATOB 00y4YeHHS MO JUCHMUILUIUHE C

yKa3aHHeM MHAMKATOPOB MX JOCTHKCHUS U INIAHMPYEMbIX Pe3yJbTATOB

00y4eHusl.

JucuuminHa «MexXBeIOMCTBEHHBIH JTOKYMEHTOOOOPOT M JAEJIONPOU3BOJI-
CTBO B OpraHax rocyJJapCTBEHHOTO ¥ MYHMIIMIIAJILHOIO YIIPABICHUS» 00ecreunBa-
eT (OpMUPOBAHUE CIECAYIOMUX KOMIETEHIUH.

Tabmuua 1 — CTpykTypa MJIaHUPYEMBIX PE3yJIbTaTOB OOYYEHHS IO TUCIH-

IIJIMHE
Pesynbrarel oOy4yeHusi (BlnameHHs, yme-
Kon WNupukatopsl Y y ( A Y
HaunmenoBanue HUSI U 3HAHUWS), COOTHECEHHBIE C KOMIIe-
KoMITe- JOCTYKEHUS
KOMITETEHIINT TEHLUSIMU/MHANKATOPAMH  JIOCTIDKCHUS
TEHIIUU KOMIIETEHIIUN
KOMITETCHIINU
I[IKH-7 | CnocoOHOCTB 1. leMoHCTpUpYeT 3HAHUS | 3HATH:
MIPUMEHATH UH- B cthepe nH(OPMAITMOHHO- | METOIOJIOTHYECKHE OCHOBHI pa3paboTKH,
(dbopMaoHHO- KOMMYHUKAIMOHHBIX T€X- | BHEAPCHUS U NIPUMEHEHHS HOPMATUBHOM
KOMMYHHKAIIMOH- | HOJIOTHH, HHPOPMAIOH- NpaBOBOH TOKYMEHTAINH, HH(OpMAIIU-

HBIE€ TEXHOJIOTHH,
OCHOBHEIE IT10JIO-
JKEHMSI 3aKOHO/1a-
TEJIbCTBA O Mep-
COHAJBHBIX JaH-
HBIX, 00 00IIUX

HOM 0€30IMacHOCTH U 3allH-
THI HH()OPMAITUH, OCHOB-
HBIX ITOJIOKEHUM 3aKOHO/1a-
TENBCTBA O MEPCOHATBHBIX
JAHHBIX, 00 OOIIUX MPUH-
numnax GyHKIMOHUPOBAHHUSI

OHHO-KOMMYHHKAIIHOHHBIX TEXHOJIOTHIA,
“H(OPMAITMOHHOM 0€30TIACHOCTH U 3aIllH-
ThI UH(OPMAITUH, TTPEIYTIPSIKICHUS U
MIPOTUBOJICHCTBYSI KOPPYIILIHH;

OCHOBHEBIE ITOJIOXKEHHS 3aKOHOIATEILCTBA
0 TEPCOHANBHBIX MJaHHBIX, 00 OO0ImHUX

HNpUHIUIIAX CUCTEMBI JIEKTPOHHOI'O NpUHIHIAX QYHKIIMOHUPOBAHHS CUCTEMBI
(YHKLIMOHUPOBA- | MPAaBUTENLCTBA AJIs 0Oec- 3IEKTPOHHOI'O IIPABUTENIBCTBA

HHUS CUCTEMBI [I€YEHUs JAESATENBHOCTU YMmeTs:

3JIEKTPOHHOTO rOCYJapCTBEHHBIX U MyHHU- | aHAJIM3UPOBATH COACPKAHUE TEKCTOB
[IPaBUTEIILCTBA LANAJIBHBIX OPraHOB BIIA- HOPMATHBHBIX IIPABOBBIX U UHBIX PETYIIH-
Ui o0ecTieueHusl | CTU U yIpaBJIeHUS pYyOLIUX JOKYMEHTOB;

JEATENBHOCTH OIPEIENATh KIHYEBbIE 3HAYEHUSI TEKCTOB
roCyJapCTBEHHBIX JIOKYMEHTOB M HX KOPPYILMOHHYIO CO-

1 MyHHLUTaJb-
HBIX OpT'aHOB
BJIACTH U YIIpaB-
JIEHUS

CTaBJIAIOLLYIO;

NpEeABUACTh KPUTUUECKUE 3HAYECHUS BO3-
MOXHBIX IIOCJIEACTBUN IPUMEHEHUS TEX
WJIM MHBIX HOPM PETYJUPOBAHUS

2. Bnageer HaBbIKamMu c00-
pa, 00paboTku nHpopma-
LMY ¥ y4acTus B uH(opMa-
TU3aIUU IeATEIBHOCTH CO-
OTBETCTBYIOIIIUX OPTaHOB
BJIACTH M OpraHu3alui

3HaTb:

METOAOJIOTNYECKUE, HOPMATUBHO-
MIPAaBOBBIE ¥ OPraHU3AIIMOHHBIE OCHOBEI
cbopa 1 00paboTKM HHPOPMALIUH B CH-
cTeMe MyOJIMYHOTO YIpaBICHHs

Ymers:

WCTIOJIB30BaTh Pa3INYHbIC BHJIBI HOPMa-
TUBHOH NpaBoBOi MH(OpManny;
OTIPEJIENIATH OCHOBHbBIE HATIPABJICHUSI WH-
(hopmaruzanuu JAesTeIbHOCTH OPTaHOB
MyOJIMYHOTO yNpaBJICHUS

3. IlpumensieT ungpopma-
IIHOHHO-
KOMMYHHUKAIIMOHHBIE TeX-

3HaTh:
METOAOJOTUICCKIE aCTICKThI IIPUMEHCHHUS
“H()OPMAITMOHHO-KOMMYHHKAIIMOHHBIX
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HOJIOTHH, HHCTPYMEHTBI 1
MeToAB HH(GOPMAITOHHOM
0e30IMacHOCTH U 3aI[UTEI
HHGPOPMAITHH, OCHOBHBIC
IMOJI0KEHHUS 3aKOHOAATENb-
CTBa O IEPCOHAILHBIX JaH-
HBIX, 00 OOIIUX MPUHIIUIIAX
(YHKIIMOHUPOBAHUS CH-
CTEMBI 3JICKTPOHHOIO IIpa-
BHUTEJILCTBA JIJIs 00ecmeye-
HUS ISITEBHOCTH TOCY-
JAPCTBCHHBIX U MYHHIIU-
MATBHBIX TOCYJAPCTBEHHBIX
OpraHOB BJIACTH U YIIPaB-
JICHUS

TEXHOJIOTHH;

OCHOBBI 00€ecCIIeueHUS 3auTUThI HH(pOpMa-
LMW ¥ COXPAHHOCTH MEPCOHATBHBIX JIaH-
HBIX;

MIPUHIATIEL (PYHKITMOHUPOBAHHUS CUCTEMBI
ANEKTPOHHOTO TPABUTEIECTBA

YMeTs:

(hopMyIMpoBaThH MEPCICKTUBHBIC TPEOO-
BaHUS TI0 yCTAHOBIICHUIO BHYTPEHHUX H
BHEITHUX KOMMYHUKAIUH U1 oOecrieue-
HUS ICATEIHHOCTH OPTraHOB MyOJIMYHOTO
yIpaBICHAS

IIKH-8

CriocoOHOCTh
OCYIIECTBIISITh
MEKBEIOMCTBEH-
HbIE, BHYTPHOP-
raHU3alMOHHbBIE U
JIMYHOCTHEBIE
KOMMYHHKAIIAH,
o0ecreynBaTh
B3aMMOJICHCTBHE
OpraHoOB TOoCyIap-
CTBEHHOH U My-
HUINAJIILHOM
BJIACTH U YIIpaB-
JIEHUS CO BCEMU
3aWHTEPECOBaH-
HBEIMHU CTOPOHAMH
B peay3anumn
CTpaTEerMYeCKUX
1eJe U Haluo-
HaJIbHBIX 3a1a4
passutus Poc-
cuiickoit denepa-
105051

1. IleMOHCTpUpPYET HABBIKU
MEXBEJIOMCTBEHHBIX,
BHYTPHOPTraHU3allMOHHBIX
Y TMYHOCTHBIX KOMMYHH-
Kaluii, o0ecreyeHus B3au-
MOJEHCTBUS OPraHoOB Irocy-
JApCTBEHHOW U MyHUIIH-
MaJdbHOM BJIACTH U yIPaB-
JIEHUS CO BCEMU 3aUHTEPE-
COBaHHBIMH CTOPOHAMH B
peaNn3annn cTpaTernde-
CKUX lieJIEH U HallMOHAJIb-
HBIX 3a/1a4 pa3Butus Poc-
cuiickoit @enepanuu.

3HaTk:

METO/I0JIOTHYECKUE U HOPMATHUBHO-
NPaBOBBIE OCHOBBI (PYHKITHOHUPOBAHUS
KOMMYHHKAIIMOHHON MHPPACTPYKTYPHI
VYMeTh:

IIOJIB30BATHCSA TpaI[I/IHI/IOHHI)IMI/I n Hep-
CIEKTUBHBIMU KaHATaMHA KOMMYHUKAITUU

2. OmnpenensieT IpUOPUTET-
HbIE HaIlpaBJIEHUS MEKBE-
JIOMCTBEHHBIX, BHYTPHOP-
raHW3alUOHHBIX U JINY-
HOCTHBIX KOMMYHUKAITUH,
obecnieueHus B3auMoieii-
CTBHS OPTaHOB rOCyAap-
CTBEHHOW M MYHUILIUIIANb-
HOM BJIACTH U yIIpaBJICHUS
CO BCEMH 3aUHTEPECOBAH-
HBIMU CTOPOHAMH B peaJiu-
3aliy CTPATETUYECKUX Iie-
Jiel ¥ HalTMOHAJIBHBIX 33124
passutus Poccuiickoit ®e-
Jiepaluu

3HaTh:

TEOPETHUUECKUE, METOI0JIOTUICCKHIE U
HOPMaTUBHO-TIPABOBBIE OCHOBBI HH(OP-
MAaIMOHHBIX TOTPEOHOCTEH CTeHKX O Ie-
poB

YMeTh:

(hopMHUPOBATE CTPYKTYPY KOMMYHHUKAIIMN
OpraHoB MYOJIUYHOTO YIPABICHUS JUISI
YCTaHORBJICHUS OTIEPATUBHBIX, YCTOUYH-
BBIX ¥ MPOJAYKTUBHBIX B3aHMOOTHOIICHU
CO CTEUKXOJIepaMH

3. BeigensieT OCHOBHBIE
HaIPaBJICHUS COBEPILICH-
CTBOBaHHUS MEXBEIOM-
CTBEHHBIX, BHyTPHOPTaHu-
3a0MOHHBIX U JINYHOCTHBIX
KOMMYHHKAIUH, o0ecreye-
HUS B3aUMOJICHCTBUS Opra-
HOB rOCy/IapCTBEHHOM U
MYHHUIUNATBHON BIACTH U
YIPaBJICHHUS CO BCEMH 3a-
HHTEPECOBAaHHBIMHU CTOPO-
HaMU B peajn3aluy CTpa-

3HaTh:

METOJI0JIOTHYECKHE U HOPMATUBHO-
IIPABOBBIE OCHOBHI BBISIBIICHUS ITEPCIICK-
THUBHBIX HaHpaBHCHI/Iﬁ yCTaHOBJ'IeHI/Iﬂ
BHYTPEHHUX U BHEIUHUX KOMMYHHUKAIUI
B CHUCTEME ITyOJMYHOTO YIIPABICHHUS
VYMeTh:

(dhopMysIMpoBaTh HOBBIE TPEOOBAHUS IO
YCTaHOBJICHUIO BHYTPEHHHX W BHEIIHHUX
KOMMYHHKAIIUNA CO CTEHKXOJIIEpaMu
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TErMYecKuX Lenel U Hallk-
OHAJIbHBIX 3a]1a4 Pa3BUTHS
Pocculickoii @enepanuu

3. MecTo TUCHUILIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOI NPOrpaMmbl

Jucuuminaa «MeXBeIOMCTBEHHBIH JTOKYMEHTOOOOPOT M JEIONPOU3BO/-
CTBO B OpPTaHaX roCyJapCTBEHHOTO W MYHHUIIUIIAILHOTO YIPABICHUSI» OTHOCUTCS K
obmekadenpampHoMy (MpeanpoGrILHOMY) UKy YacTH, (GOPMHUPYEMOM ydacT-
HUKaMH 00pa30BaTeIbHBIX OTHOIIECHWH, 00pa30BaTEeIbHON TPOTPAMMBI 10
HanpaBieHuto noaArotoBku 38.03.04 «l'ocymapCcTBEHHOE W MYHHIUMIIAIBHOE
yhpasieHue», npoduis «l'ocy1apcTBEHHOE U MYHUIIMITAJILHOE YIpaBiieHue» (04-
HO-3a04Has popMa 0OyueHwus).

4. O0beM JUCHMILUIUHBI (MOIYJISI) B 3a4E€THBIX €IMHUIIAX U B aKaJeMHU-
YeCKHMX 4acax ¢ BblIeJIeHHeM 00beMa ayIMTOPHOM (JIEeKI[UM, CEeMHHAPHI) U Ca-
MOCTOSITeJIbHOM padoThI 00y4aronuxcs (B ceMmecTpe, B CECCHIO)

Tabnuna 2 — O0beM TUCHUIUIMHBI B 3a4€THBIX €AUHUIIAX U aKaJeMUYECKUX Yacax

Bun yueOHol padoThl Bcero (B 3.e. Cemectp 5
o TUCHMILJINHE " Yacax) (B yacax)

OO0uasi TPy10€eMKOCTb 1M CHUILIHHbBI 33.e. /108 u. 108
Konumaxkmmuan paboma — ayoumopmsle 3auamus 18 18
Jleknuun 8 8
CeMuHaphbl, NPAaKTUYECKUE 3aHATUS 10 10
Camocmoamenvnas paboma 90 90
Buj Texyiiero KOHTpos KOHTpOJIbHAs paboTa
Bua npomexyTo4HON arTecTanuu 3a4€T

5. Copep:kaHue QUCHUILIMHBI, CTPYKTYPMPOBAaHHOE 10 TemaM (pa3je-
JIaM) TUCHMILIMHBI ¢ YKa3aHUEM UX 00beMOB (B aKaJeMHUYeCKNX 4acax) U BU-
0B Y4€OHBbIX 3aHATHH

5.1. Conep:xaHue QUCHUNINHBI

Tema 1. Cooeporicarue 0enonpou3eoocmea 6 cucmeme 20CyoapcmeeHHO20
U MYHUYURATILHO20 YRPABICHUA

Uctopus pa3BuTus ToCcyJapCTBEHHOTO jesionpou3BojcTBa B Poccuu. Oc-
HOBHBIC TMOHSTHS JIeIONPOU3BOICcTBa. [{enu, 3aaaun 1 OCHOBHBIC MPUHITUIIBI JEJI0-
npou3BojicTBa. OYHKIMM JEJIONPOU3BOJICTBA. Posb TOCyqapcTBa B OpraHu3alldu
nenonpousBojcTBa. Ciyx0a JeIoNnpor3BOACTBA, €€ CTPYKTypa, 3a1auu U (yHK-
WM.

Tema 2. /lokymenmuposannas ungopmayus

Copepxanue HHPOpPMAIMH, CBEACHUNA U JOKYMEHTUPOBAHHOW MH(pOpMAIIH
(TokymeHTa) B yrpaBieHUU. JJOKyMeHT Kak 0ObEKT peryJupoBaHus, ero CBOMCTBa
u npusHaky. [TonsTie, pyHKINN U BUABI JOKYMEHTOB, UX KiIaccu(UKAIHsI, CBSI3b C
COJIEp>KaHUEM yMpaBICHUS. YHUPHUKAIUS U CTaHAAPTU3ALNS YIIPABICHYECKUX J10-
KyMeHTOB. MHdopmManmoHHO-T0KyMEHTaIlMOHHOE obecniedueHue. Cucrema I0KY-
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MCHTalH1 HYGJ'II/I‘-IHOFO YIPaABJICHHA. OpFaHI/IBaHI/IOHHO-paCHOpﬂI[I/ITeJIBHaH HOKYy-
MCHTaI . CTaH,ZIapTI/ISaHI/ISI Imponeccca IOKYMCHTHUPOBAHUA U KJ'IaCCI/I(bI/IKaTOpI)I.

Tema 3. Opzanuzayusa 00OKymeHmoooopoma

KadecTBeHHbBIE U KOJIMYECTBEHHBIE XapAKTEPUCTUKU JOKYMEHTO0O0POTA.

[IpuHIUOIBI OpraHu3auy JTOKyMEeHTOO0opoTa. MeTobl paloHaTIn3au
ToKyMeHTooOopoTa. DopMbl opraHuzanuu padoThl ¢ JoKyMeHTamu. OOpaboTka
JIOKYMEHTOB: 3TaIbl M OpraHu3aius KoHTposs. Oomue TpeOoBaHUsS K CUCTEMAaTH-
3aIiH TOKYMEHTOB ¥ (JOPMHUPOBAHUIO JIE.

Tema 4. Opzanuzayusa Xpanenus 00OKyMeHmog

[TonsiTre, BUABI U TUIIBI HOMEHKIATYpPHI Jiesl. TeXHOJIOrusl COCTaBIICHUS HO-
MEHKJIaTyphl Jen. O0ecreueHre COXpaHHOCTH Jiesl. XpaHeHUe U y4eT Jei. Ycra-
HOBJICHHE CPOKOB XpaHeHus nen. [loaroroBka aen k nepeaade B apxuB. [lepenaua
JOKYMEHTOB B apxuB. [IoArotoBka Aein K YHMUTOXEHUIO M YHUUYTOXKEHUE EIN.
DKcrepTu3a [IEHHOCTH JOKYMEHTOB. /[oCTyn K apXUBHBIM JJOKYMEHTAaM.

Tema 5. Iloozomoexa cyrceOHbIX OOKYMEHM OB U 0e7108a5 NePEenucKka

TpebGoBanus k 0hoOpMIIEHUIO JOKYMEHTOB. TpeOoBaHUs K OJlaHKaM JOKY-
MEHTOB. SI3BIK U CTWJIb O(DUIIMAIBHBIX TOKYMEHTOB. JlenoBas nepemnucka. [lopsaok
paccMOTpeHHUsl 0OpallleHuil rpaxkaaH u opranuzanuii. Pabota ¢ koHbUIEHIHAb-
HBIMH JOKYMEHTaAaMH WM TIEPCOHATLHBIMHU TaHHBIMU. WH(]popmarmonHas Oe3ormac-
HOCTh M 3amuTa uHpopMammu. OTBETCTBEHHOCTh 3a HapyIICHHUE MOpsaKka coopa,
XpaHEeHUsI, UCTIOJIb30BAHUS WJIM PACTIpOCTpaHeHUsI HH(GOPMAIIUH.

Tema 6. Asmomamu3zayusn u yughpoeuszauus 0e10nPoOU3E00Ccmea

Nudopmarmonnas peBostonus U MHGOPMAIIMOHHOE OOIIECTBO. XapaKTepH-
CTHUKa pa3BUTUS HMHPOPMAIIMOHHOTO OOIIEeCTBA. IJIEKTPOHHOE MPABUTEIHCTBO.
NudopmarimonHbie CUCTEMbI OPraHOB MyOJWYHOTO yHpaBJIeHUs. 3amuTa uHQPop-
Mallid B CHUCTEME DJIEKTPOHHOTO TMPaBUTEILCTBA. [IOHATHE DJIEKTPOHHOTO JIOKY-
MeHTa. CructeMa 3JeKTPOHHOTO JOKYMEHTO000pOTa.

CocraBneHue 3JIEKTPOHHBIX JOKYMEHTOB. ABTOMaTH3alus PabOThI C JOKY-
MEHTaMU. ABTOMAaTH3UPOBaHHBIC paboure MecTa. ABTOMATH3UPOBAHHAS TPOIIE-
Jypa paboThI C IOKYMEHTaMHU.

Tema 7. MesnceedomcmeeHHbLIL INEKMPOHHBLIL 0OKYMEHNO0000pom

[ToHsTHE M OCHOBHBIC MPUHIMIIBI MEXBEIOMCTBEHHOTO JJICKTPOHHOTO JI0-
kymeHToobopora (MOJ10). MOJIO kak denepanbHas nHGOPMAIIMOHHASI CUCTEMA.
Lenb cozmanus u ucnoab3oBanua MOJ10. AnmunuctpupoBanne MOJ10. Apxu-
tektypa MOJ10. Yuactauku MDJ1O u ycnoBus nojakimtoueHus. OOMeH T0KyMeH-
tamu B MOJ1O. Mcnonb3oBanue sektponHoi noanucu B8 MOJ10 u CMOB.

[IpobGnembl uHbOpMaIMOHHON Oe30rmacHOCTH Tipu opranuzamuun MIJIO u
MyTH UX PEIICHHUS.



coBepuieHcTBOBaHuss CMOB.

IIMHBIL JJIS HAITPaBJICHUA

Tema 8. Mesnceedomcmeennoe 31eKmMpPOHHOE 83auUmodeiicmeue

Hctopus pa3BUTHS CUCTEMBI MEKBEIOMCTBEHHOTO 3JIEKTPOHHOTO B3aWMO-
nevicteus (CMOB) B Poccun. OO1iiee npeacTaBiIeHHe O MEXKBEOMCTBEHHOM B3a-
uMmogencTeuu. Llenn, BUIBI M 3a1aud MEKBEIOMCTBEHHOIO B3aWMOJICHCTBUSI.
MexBe1OMCTBEHHOE B3aMMOJICMCTBUE B OpraHax BiacTu. Apxutektypa CMOB.
Cnoco06b1 opranuzanuun CMOB. Yuactauku u cpenst CMOB. [IpaBuna 3amnosnHe-
HUS CIIY’KEOHBIX 3JIEMEHTOB AJIEKTPOHHBIX coobmiennit B CM3DB. Mecto CM3B B
CTPYKTYpE€ 3JIEKTPOHHOIO TMpaBUTENbCTBA. OCHOBHBIC HAIMPABICHUS PA3BUTHUS U

5.2. YyeOHO-TeMAaTHUYCCKHUI IIJIAH
Ta6muna 3 — Coaepkanue yueOHO-TEMAaTHUECKOTO TIJIaHa U3YYEHUS JTUCIIH-

Ne | HaumeHnoBanue TpynoeMKOCTh B yacax @DOpMBI TEKYILETO
n/n TEM Bce AypnuTopHas paboTa Camo- | KOHTpOJIs yCIEBAEMO-
(pasnernos) ro | 06- | Jlek- | Cemu- | Bru.B | crOs- cTH
JUCTMIIIINHBI mas | UMM | HAPCKUE U | HHTep- | TelbHas

MIPaKTH- aKTHB- | paboTa
YecKHe HBIX
saHsTHS | opmax

1 Tema 1. Co- 12 2 1 1 1 10 Omnpoc. Pewenue Te-
JepKaHue Je- ctoB. TepMuHonorHU-
JIOTIPOU3BO/I- yeckuil gukrtaut. O0-
CTBa B CHCTEME CYXJIeHHE JUCKYCCHU-
rocyIapcTBeH- OHHBIX BOIIPOCOB.
HOT'O M MyHH-

UITATHHOTO
yIpaBJICHUS

2 Tema 2. JIoky- 12 2 1 1 1 10 Omnpoc. Pemenne te-
MEHTHUPOBaHHAS ctoB. TepMuHOIOTH-
uHQOpMAIHS yeckuid fuktant. O06-

CyXJIEHHE JUCKYCCHU-
OHHBIX BOIPOCOB.

3 Tewma 3. Opra- 12 2 1 1 1 10 Omnpoc. Pemenue Te-
HU3aLHUs T0KY- ctoB. TepMuHoIOTH-
MEHTO000pOTa yeckui gukradTt. O0-

CYXJIeHHE JHCKYCCH-
OHHBIX BONPOCOB. Pe-
HieHue kelcos. Pemte-
HUE CUTYaIMOHHBIX
3aj1a4

4 Tema 4. Opra- 14 2 1 1 1 12 Omnpoc. Pemenue te-
HU3aLMA Xpa- ctoB. TepMuHoIOTH-
HEHUS JOKY- yeckuii guxranT. O0-
MEHTOB CYXJIEHHUE JMCKYCCH-

OHHBIX BONPOCOB. Pe-
LmieHue Kencos. Peme-
HUE CUTYaIMOHHBIX
3a1a4

5 Tewma 5. IToaro- 15 3 1 2 1 12 Omnpoc. Pemenue Te-
TOBKa CIIy>Ke0- ctoB. TepMuHooru-
HBIX JJOKyMCH- yeckuii guxranT. O0-
TOB U JIENIOBast CYXJIEHHE JUCKYCCHU-




MNepernurckKa

OHHBIX BONPOCOB. Pe-
LnieHue Kencos. Peme-
HUE CUTYalOHHBIX
3a1a4

6 Tewma 6. ABTO-
MaTH3aIus 1
u¢poBU3aALUS
JICIIONIPOU3BOI-
CTBa

Ormpoc. Pemrenne Te-
cToB. TepMHHOJIOT -
yeckuil gukTaut. O0-
CYXKJIEHUE JUCKYCCH-
OHHBIX BOIPOCOB. Pe-
meHue kericos. Pere-
HUE CUTYaIIMOHHBIX
3amaq

7 Tema 7. Mex-
BEIOMCTBCH-
HBIN AJIIEKTPOH-
HBII TOKYMEH-
TOOOOpOT

Ormpoc. Pemrenne Te-
cToB. TepMHHOJIOTH-
yeckuil gukrtaut. O0-
CYXXIeHHE TUCKYCCH-
OHHBIX BONPOCOB. Pe-
eHue kercos. Peme-
HUE CUTYallMOHHBIX
3amaq

8 Tema 8. Mex-
BEJIOMCTBEHHOE
AIIEKTPOHHOE
B3aUMOJCH-
CTBUC

Ompoc. Pemenue Te-
cToB. TepMHUHOJIOTH-
yeckuil quktadT. O0-
CYXKIEeHHE JUCKYCCH-
OHHBIX BOIIPOCOB. Pe-
eHue kercos. Pere-
HUE CUTYaIllMOHHBIX
3a/1a4

B nieztom o qucnu-
IUIMHE

CornacHo yuyeOHOMY
IJIaHy

Htoro B %

14 2 1 1 12

15 3 2 1 12

14 2 1 1 12

108 | 18 10 8 90
100 40

5.3. Conep:xaHue ceMUHAPOB, MPAKTUYECKUX 3aHATHH
Tabnuua 4 — TeMbl TUCUMIUIMHBIL, (POPMBI IPOBEECHUS U COICPKAHUE CEMUHAPOB
Y IPAKTUYECKUX 3aHITHU

HaumMmenoBaHnue
TeM (pa3aesioB)
JUCIHILINHBI

Ilepeyenn BONpocoB A5 00CYy:KAeHUs HA ceMUHAP-
CKHX, IPAKTHYECKHX 3aHATHAX, PEKOMEHyeMble HC-
TOYHMKH U3 pa3aeoB 8,9 (yka3piBaeTcs pa3jiena u no-

PSAAKOBBIH HOMEP MCTOYHHKA)

@opmbl IPOBEAEHUS
3aHATHH

Tema 1. Coaepxanue
JIEJIOTIPOU3BOACTBA B
CHCTEMeE Tocyiap-
CTBEHHOTO U MyHH-
LUIAJIBHOTO YIIPaB-
JIEHUS

1. Mcroprudeckue acrieKThl pa3BUTHsI JIEIOIPOU3BOJICTBA B
Poccumn.

2. CoBpeMeHHOE JCIIONMPONU3BOJICTBO: IIETH, 33aJadl U OC-
HOBHbBIC TIPUHITUIIBL.

3. Ponb TocymapcTBa B opraHu3aiuu JIeI0MpOU3BOJICTBA.
4. Cnyx0a JIenonpou3BOJICTBA: CTPYKTypa, (GYHKIUH,
MIPUHIIMTIBI.

5. OpraHuzanys JelIONpOU3BOJICTBA B TOCYAAPCTBEHHOM
oprasxe.

6. PermameHTanysi IEATEIBHOCTH PAOOTHHKOB CITY>KOBI
JIEJIONPON3BOJICTBA.

Pexomennyembie wucrounmku: 8.1.1-8.1.9, 8.2.1-8.2.6,
Paznen 9

Ompoc. Peienue Te-
ctoB. TepMuHonoru-
yeckni guktanT. O0-
CYXKJCHHE JUCKYCCH-
OHHBIX BOTIPOCOB.

Tema 2. JlokymMeHTH-
poBaHHas nH(pOpMa-

1. Conmeprkanuie yIpaBIeHISCKONW JOKYMECHTAITHH.
2. CucteMa ynpaBIeHYECKOU TOKyMEHTAIUH.

Ompoc. Pemenue Te-
ctoB. TepMuHonoru-
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yst

3. HWHDopMannOHHO-TOKYMEHTAIIMOHHOE O0OeCIIeueHIe
KaK Tporiecc.

4. OdopmiieHrE OpraHU3aIIMOHHON JTOKYMEHTAIUY.

5. OdopmieHne pacopsAUTEILHON JOKYMEHTAIIUY.
Pexomennyemsre wucrounmkm: 8.1.1-8.1.9, 8.2.1-8.2.6,

Paszgen 9

yeckuii gukrant. O0-
CYXKICHHE JUCKYCCH-
OHHBIX BOTIPOCOB.

Tewma 3. Opranuza-
1Usl TOKYMEHTO0000-
pota

1. ConepkaHue JOKYMEHTOO0OPOTA.

2. MeTonpl opraHu3anny CUCTEMbI JOKYMEHT000opoTa.

3. O6paboTka U cucTeMaTH3aIHs JOKYMEHTOB.

4. Pa3zpaboTka CXeMbl JOKYMEHTOOOOpOTa TOCYAapCTBEH-
HOTO OpraHa.

PekoMeHyeMble UCTOYHUKH:
Paznmen 9

8.1.1-8.1.9, 8.2.1-8.2.6,

Ompoc. Pemenue Te-
cToB. TepMHUHOJIOTH-
yeckuil quktadT. O0-
CYXKICHHE JUCKYCCH-
OHHBIX BOIPOCOB. Pe-
meHue Kercos. Pere-
HUE CUTYallHOHHBIX
3a1a4

Tema 4. Opranuza-
s XpaHCHUS TOKY-
MEHTOB

1. ConeprkaHrie HOMEHKIIATYPHI JIE.

2. OcHOBBI (hOPMUPOBAHUS HOMEHKIATYPHI JIEIN.

3. ApxuBsl Poccniickoit ®enepannu, nx BUAB U (PyHK-
LMH.

4. DKcriepTU3a U YHUUTOXKEHUE JE.

5. Pa3zpaboTka HOMEHKIIATYpHI A€ TOCYAapCTBEHHOTO Op-
raHa.

6. Pa3paboTka akta 00 OleHKe IIEHHOCTH JOKYMEHTOB.

7. PazpaboTka akTOB 0 Tepeade el B apXUBHI.
8. Pa3paboTka akTOB 00 YHHUTOKEHUH eI
Pexomennyemble wucrounuku: 8.1.1-8.1.9,
Pa3znmen 9

8.2.1-8.2.6,

Ompoc. Pemenue Te-
ctoB. TepMuHonoru-
yeckuil quktadT. O0-
CyKJeHHEe JUCKYCCH-
OHHBIX BONPOCOB. Pe-
meHue Kercos. Pere-
HUEC CUTyallUOHHBIX
3a1a4

Tema 5. Iloaroroska

CIIy’)KE€OHBIX  JIOKY-
MEHTOB U JIeJIOBast
HepenucKa

1. TpeboBanus K OPOPMIIEHUIO TOKYMEHTOB.

2. OCHOBBI A€TIOBOM TIEPEMHICKH.

3. PaccmoTpenue o0pamieHuii rpaxiad U OpraHu3aIiii.

4. Kon(uneHnmnaipHOCTh B IEPCOHANLHBIC JaHHEIE.

5. OdopMmiieHHE AETIOBOM TIEPEITUCKY.

6. PaboTa Haj NMpOeKTaMu PaCHOPSAUTEIBHBIX JOKYMEH-
TOB.

7. Pabora c oOpalieHus MU rpakJad U OpraHU3aInH.
Pexomennyembie wucrounmku: 8.1.1-8.1.9, 8.2.1-8.2.6,
Paszgen 9

Ompoc. Pewenue te-
cToB. TepMHUHOJIOTH-
yeckuil gukranr. O0-
CYXICHHE IUCKYCCH-
OHHBIX BOIPOCOB. Pe-
nieHue keicos. Peme-
HUE CUTYallMOHHBIX
3amaqy

Tema 6. ABTOMaTH-

3anus ¥ nudposusa-
WS JEIOMIPOU3BOI-

CTBa

1. MndopmannonHoe OOMIECTBO M IJIEKTPOHHOE MpaBH-
TEIbCTBO.

2. Cucrema 3J1€KTPOHHOTO JJOKyMEHTO000pOTA.

3. ABTOMaTHU3MpPOBAaHHKIE paboyHe MecTa.

4. OdopmIieHne SIIEKTPOHHOTO OOpaIIeHUs] B OpraH rocy-
JAPCTBEHHOT'O YITPABJICHUSI.

Omnpoc. Pemenue Te-
cToB. TepMHUHOJIOTH-
yeckuil gukranr. O0-
CYXJIEHHE JUCKYCCHU-
OHHBIX BONPOCOB. Pe-
nieHue keicos. Pemre-

Pexomennyembie wuctounuku: 8.1.1-8.1.9, 8.2.1-8.2.6, | HUE CUTYallMOHHBIX
Pazgen 9 3a1a4
Tema 7. Mexsenom- | 1. Conmepkanue MeXBEIOMCTBEHHOTO 3JIEKTpPOHHOTrO 1o0- | Ompoc. Pemenwue Te-
CTBEHHBIH 3JIeK- KyMEHTO000pOTA. cToB. TepMHUHOJIOTH-
TPOHHBINA JOKYMEH- | 2. APXUTEKTypa MEXBEIOMCTBEHHOTO 3JIEKTPOHHOIO JIO- | YecKui auktaHT. O0-
TOOOOpOT KyMEHTO000pOTAa. CYXKJICHHE JTUCKYCCH-

3. Ucnonbs30BaHue 3IEKTPOHHOM MOAMNCH.

4. AIMUHHUCTPUPOBAHHE MEXBEIOMCTBEHHOTO 3JICKTPOH-
HOTO JIOKyMEHT0000pOTa.
PeKOMeHIIyeMI)Ie NCTOYHHUKU.
Paznen 9

8.1.1-8.1.9, 8.2.1-8.2.6,

OHHBIX BONPOCOB. Pe-
meHue kercos. Perre-
HUE CUTYallMOHHBIX
3a7a4

Tema 8. MexBeqoM-
CTBEHHOE JJIEKTPOH-
HOE B3auMOJIeiicTBIE

1. ConepkaHue CUCTEMBbl MEKBEIOMCTBEHHOTO SJIEKTPOH-
HOT'O B3aUMO/JICHCTBUSI.
2. ApXHWTEKTypa CHCTEMBI MEXBEIOMCTBEHHOTO HJIEK-

Ompoc. Pemenue Te-
ctoB. TepMuHonoru-
yeckuil quktadT. O0-
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TPOHHOTO B3aMMOJICHCTBUSI.

3. Tlopsimox 3amoTHEHHS CIY>KEOHBIX JJIEMEHTOB DJICK-
TPOHHBIX COOOIICHUH B CHUCTEME MEXBEIOMCTBEHHOTO
AJIEKTPOHHOTO B3aUMO/ICHCTBHSI.

4. AIMUHHCTPHUPOBAHHE CHCTEMBI MEXBEIOMCTBEHHOTO
AJIEKTPOHHOTO B3aUMOJICHCTBUSI.

PexoMeHnyemMbie HCTOYHUKH

8.1.1-8.1.9, 8.2.1-8.2.6, Paznen 9

CYXKJICHUE JUCKYCCH-
OHHBIX BOMpocoB. Pe-
meHue Kencos. Peme-
HUE CUTYallMOHHBIX
3amaq

6. IlepevyeHb y4eOHO-METOAMYECKOT0 00ecTevdeHu sl VIS CAaMOCTOSAITEIBLHOM pa-
00THI 00yJAIOIIIUXCS MO THCITATIIIHHE
6.1. [lepeyeHb BOMPOCOB, OTBOJMMbBIX HA CAMOCTOSITEJIbHOE OCBOEHHE TUCIIH-

IJVINHBI

K BHeayaIuTOpHBIM (popMaM CaMOCTOSITEIbHOM paOOThl CTYJIEHTOB OTHOCST-

Ci:

- TOATOTOBKA K MPAKTUYECKOMY 3aHSTHIO;

- MOJITOTOBKA KOHTPOJIbHOU pabOTHI;

- IOATOTOBKA K 3a4ETYy.

Ha npakTuyeckux 3aHATHSAX MPENOIaBaATENb MIPOBEPSAET BHIIOJHEHUE CAMO-
CTOSITEJIBHBIX 33/IaHUM U KAYE€CTBO YCBOCHUS 3HAHUM.
Tabnuna 5 — Borpocs! 1 hopMbl BHEAYTUTOPHOM CaMOCTOATEIBHON pabOThI

HauMeHoBaHuUe TeM
(pa3ae/ioB) AMCLH-
TTMHBI

l'[epeqem) BOIIPOCOB, OTBOAMMBIX HA CAMOCTOATC/Ib-
HO€ OCBOCHHE

®opMbI BHEAYIH-
TOPHO# camMocTOsI-
TeJbHOH padoThl

Tema 1. Conepxanue
JIeTIONPON3BO/ICTBA B
CHCTEeMeE rocyaap-
CTBEHHOT'O U MyHUIIU-
MMAJIHOI'O YIIPABJIECHUS

[ToHsTHitHBIN anmnapar.

Henonpoussoxacreo B [IpeBHeit Pycu.

[IpukaszHoe AeT0NpPOU3BOACTBO.

Koiexckoe 1enonpon3BoiCcTBoO.

HcnonautensHOE AETOMPON3BOACTBO.

CoBeTcKkoe JeNonpor3BOJICTBO.

JIOIDKHOCTHOHM periameHT CilyKalluX, Y4acTBYIOIIMX B
cucTeMe JOKYMEeHT000opoTa

Paborta ¢ pexomeHmo-
BaHHOH y4ueOHOW -
TepaTypoil, UnTepHet-

pecypcamu.  Ilonro-
TOBKa  KOHTPOJIbHOU
paboTHL.

Tewma 2. JIokymeHTH-
poBaHHas HHpOpMa-
st

Ananutryeckuii  0030p ®DenepanbHOr0  3aKOHa  OT
27.07.2006 N 149-®3 «O6 undpopmanuu, nHPOpPMAIH-
OHHBIX TEXHOJIOTHSIX U O 3aIIUTe HH(OPMALIUNY.
Anamutayecknii 063op 'OCT P UCO 15489-1-2019,
HanuonansHoro cranmapra Poccuiickoit ®enepaunu
«Mudpopmanus 1 JOKyMeHTalMs. YTIpaBiIeHHE JOKYMEH-
TaMm.

YHUQHUINPOBAHHBIE CHCTEMBI JIOKYMEHTAIUH

Paborta ¢ pexomeHmo-
BaHHOW y4eOHOW Iu-
TepaTypoil, UnTepHeT-

pecypcamu.  Iloaro-
TOBKa  KOHTPOJBHOMN
paboTsL.

Tema 3. Opranuzanus
JOKyMEHT0000pOTa

MeTo/1p1 OpraHu3anuu J0KyMEHTO000pOoTa.

Crioco0sI panroHaIU3aIluy IOKyMEHTO000pOTa.
Anamutnyeckuii 0630p PexpepanbHOro 3akoHa ot 27
utoiig 2006 roga Nel152-®3 «O nepcoOHANbHBIX JaHHBIX».
AHanu3 JIOKyMEeHT000OpoTa B chepe TrocynapCTBEHHOM
IPa)IaHCKOM CITy»OBbI.

Cxema JIOKyMeHT0000poTa.

Pabora ¢ pexomeHmo-
BaHHOH yueOHOW nu-
TepaTypoil, UHTepHeT-

pecypcamu.  Iloaro-
TOBKAa  KOHTPOJIbHOU
paboTHI.

Tema 4. Opranuzanus
XPaHEHUs TOKyMEHTOB

Amnanutnyeckuii 0030p dexepanbHOro 3akoHa oT 22 OK-
Ts10pst 2004 roga Ne 125-®d3 «O6 apxusHoM zaene B Poc-
cuiickoit denepanun.

ApxuBzblil Gonn Poccuiickoii denepanmn.

Pabora ¢ pexomeHm0-
BaHHOH yueOHOW nu-
Teparypoil, UHTepHeT-
pecypcamu.  Iloaro-
TOBKa  KOHTPOJBHOH
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paboThL.

Tema 5. IlogroroBka
CITy’KeOHBIX JOKYMEH-
TOB W JeloBas mepe-
HHCKa

JloKkyMeHTanus 110 TPYJAOBBIM OTHOIIEHHSIM.

duHaHCOBAS TOKYMEHTAITHSL.

I'paxknancko-mipaBoBast JOKYMEHTAIIUS.
[IpeTeH3nOHHO-MCKOBAS JOKYMEHTAIIHS.

TpebGoBanusa kK 0POPMIIEHUIO JOKYMEHTOB.
Hcnonp3oBaHue CHEMATBHBIX TEPMUHOB U CJIOBOCOYE-
TaHUHN

MexnyHapoaHas mepenucka

Pabora ¢ pexomeHmo-
BaHHOW y4eOHOW IHu-
Tepatypoil, UHTepHeT-

pecypcamu.  Iloxro-
TOBKa  KOHTPOJIbHOM
paboThL.

Tema 6. ABTOMaTH3a-
st ¥ nu(poBHU3aIus
JICIIONIPOU3BOJICTBA

OdopmiieHme 2IEKTPOHHBIX TEKCTOB.

OdopMieHHe IIEKTPOHHBIX TA0JIHII.

Kubepb6e3onacHocTh 1 1u)poBasi THTUEHA.
Hudposuzanms mporecca mogadul U paccCMOTPEHUs 00-
palleHHI.

Enunas cucrema uaeHTU(UKAIIUN U Ay TCHTU(DUKAIIH.

Paborta ¢ pexomeHmo-
BaHHOH yueOHOW nu-
TepaTypoil, IHTepHeT-

pecypcamu.  Iloxro-
TOBKa  KOHTPOJIbHOU
paboThI.

Tewma 7. Mexsenom-
CTBEHHBIH 3JIEKTPOH-
HBIH TOKyMEHTO000-
por

['ocynapcTBeHHbIE HHDOPMAIIMOHHBIC CHCTEMBI.
OCOOEHHOCTH M TEXHUYECKHE CPEICTBA, IPUMEHSICMbIC B
AIIEKTPOHHOM JJOKYMEHTO00OpOTE.

[TepcrieKTHBBI U yrpo3bl 3JIEKTPOHHOTO JOKYMEHTO000-
poTa B TOCYIapCTBEHHOM ympaBieHuH. OCOOEHHOCTH
pa3pabOTKH MPOrpaMMHOTO OOCCIICYCHHS JJIsi CUCTEM
3JICKTPOHHOTO JIOKYMEHTO000pOTa.

Pabora ¢ pexomeHmo-
BaHHOW y4eOHOU Iu-
Tepatypoii, UnTepHeT-

pecypcamu.  Iloaro-
TOBKa  KOHTPOJBHOU
paboThI.

Tema 8. MexxBegoM-
CTBEHHOE 3JIEKTPOHHOE
B3aNMO/ICHCTBUE

Anamutryeckuit 063op 'AUC «YnpaBneHue».
HNudpactpykrypa CMOB.

Ananutrueckuii  0030p @DenepanbHOr0 3aKOHa  OT
06.04.2011 N 63-03 «O0 31eKTpOHHOH TOIITHCH.
MexXBEeJOMCTBEHHOE B3aUMOJEHUCTBHE MPU PaccMoOTpe-
HUU O0paICHU.

Pexumbl B3anMoIeHCTBHS ydacTHHUKOB yepe3 CMOB.
[Ipasuna xonudukanmm o0pekToB B cucteMe CMOB

Pabota ¢ pexomeHmo-
BaHHOW y4eOHOW IHu-
Tepatypoii, UHTepHeT-

pecypcamu.  Iloaro-
TOBKAa  KOHTPOJIbHOU
paboThI.

6.2 Ilepeuenb BONMPOCOB, 331aHUI, TeM /ISl MOATOTOBKH K TeKyLIeMYy

KOHTPOJII0

Bapuant 1

IIpuMmepsl 3a1aHNI 1151 KOHTPOJILHOM padoThI

1.CocraB, conepkaHre ¥ 0OCOOEHHOCTU JTAIOB MOATOTOBKUA U O(OPMIICHUS
MpUKa3a [0 OCHOBHOM JEATEIbHOCTH B OpraHax rocyJapCTBEHHOW BJIACTH.

2. CocTaBUTh MPOEKT MPUKa3a MPUMEHUTENBHO K CIEAYIOLIEH CUTYallNH:

[To uToram coBemanust B AIMUHHUCTpAIMU SApociaBcKoi 001acTH pyKOBO-

nutenb Jlemapramenta oopasoanus B.A. MakapoB mopydus mOATOTOBUTH IPOSKT
MpUKa3a 0 CBOEBPEMEHHON M Ka4€CTBEHHOW MOJATOTOBKE IIKOJ 00JaCTH K HOBOMY
ydueOHOMY To1ly. B CBS3U ¢ 3TMM HayalbHUKY PEMOHTHO-CTPOUTENLHOIO YIIpaBJie-
Hus (PCY) A.A. UBanoBy, HauanbHUKY QuHaHcoBoro ynpasiuenus [1.A. Ilerposy,
JUPEKTOpaM IIKOJI ObUIO MOPYYEHO NPEICTaBUTh CMETY PACXOJOB HA PEMOHT
IKOJIbHBIX 3AaHui 10 01 uroHd Tekymero roja. HadanbHUKY XO3SIMCTBEHHOIO
ynpasnenus JIJI. [lImskuny nmocrtaBneHa 3anaya odecrneunts PCY HeoOXoauMbl-
MU MaTepHaJlaMH JUJIsl PEMOHTA KO 10 15 UIos TeKylero roja.

Ocy1iecTBiIeHHE KOHTPOJIS 32 WCIIOJHEHHEM IPUKa3a BO3JIOKEHO Ha 3ame-
cTutens pykoBoautens nenapramenta M.U. Tumodeena.

Henocraromye pekBU3UTHI BEIOPATh CAMOCTOSTEIBHO.
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Bapuant 2

1. Pa3paboTka npoekTa HOMEHKJIATYpPHI JIe], MOPSIOK €€ COrIaCOBAHUS U
YTBEPKJICHUS.
2. CocTaBUTh TEKCT BHYTPEHHEN TOKJIAHON 3aMUCKU MPUMEHUTEIBHO K

CJIEAYIONICH CUTyalUu:

HNuctutyt coumonorun Poccutickoit akanemun Hayk (PAH) B amnpene Texy-
IIEro roja MpoBEJ ONMPOC HACENEHUS CTOJUIIBI 10 TeMe «OIlleHKa KUTEJISIMU CTO-
JIMIBI DKOJIOTHYECKOT0 cOCTOSIHUSI MocCKBBI». OTBeThI nanu cBhiie 1500 xurenei.
Benymemy cnenunanucty macruryta Jl.JI. dKykoBy ObUTO MOpYy4eHO MOATOTOBUTH
17 mast Tekymiero rojga MpOEKT JOKJIATHOW 3alUCKHA JUPEKTOpPa MHCTUTYTA IPO-
deccopa A.B. Cene3neBa o pe3ynbTaTax MPOBEICHHOTO aHAIN3a OTBETOB MOCKBH-
yel B aJipec IupekTopa lenmapraMeHTa rocy1apCTBEHHOM MOJUTHKH U PETYJIHPO-
BaHUs B chepe oxpanbl okpyxkaromei cpeast PO H.H. Onpxosckoro. B 3amucky
HAJUIEKAJI0 BKIIOYUTH CIIeAyIoue (haKkThl:

l. 62% ONpPOIIECHHBIX CUUTAIOT OCHOBHBIMHM IMPUYMHAMH 3arps3HEHUS
OKpYXarolen cpelibl 00JIbII0e KOJTUYECTBO IKOJOTUYECKH BPEIAHBIX MPOMBIIIICH-
HBIX Npeanpudatuii, a 79,8% - aBToTpaHcropT.

2. 45% OmpOIIEHHBIX COTJACHBI C TEM, YTO B TOpOJie HE COOJIIOIaeTCs
HKOJIOTHYECKOE 3aKOHOIATENBCTBO.
3. 42,2% MOCKBUYEH CUUTAIOT BUHOBHUKAMH CIIOKHUBIICKUCS CHUTYallUU

MYHULANAIBHYIO U OKPYKHYIO BJIACTbh.

Kpome Toro, B 3amMCKy HaUIeKajo BKIIOUUTH MPEIIOKEHUE 00 YCUICHUU
KOHTPOJIsI 3a BbIOpOCaMu BpEAHBIX BELIECTB B arMoc(epy MPOMBIIUICHHBIMU
NPEANPUATHASIMHU.

Henocraronye pekBU3UTHI BHIOPATh CAMOCTOSITENBHO.

IIpuMepsbI TECTOBBIX 3aaHUH

1. 3adukcupoBaHHas Ha MaTepUAILHOM HOCHUTENEe WH(POPMALHUs C PEKBH3UTAMH,
MO3BOJISIOIIMME €€ UACHTU(PHUIIMPOBATh, HA3bIBACTCA ...
a) CBEJICHUS;
0) TOKYMEHT;
B) opmyIsp;
r) OJaHK;
1) TEKCT;
1) TOKYMEHTOBEJICHHE;

2. JlesiTenpHOCTH, OOecTeYnBaromas JT0KyMEHTHPOBaHUE, 00pabOTKy, MCITOIh30Ba-
HUE U ONEPaTUBHOE XPaHEHUE TOKYMEHTOB — 3TO:
a) IeTOTPOU3BOJICTRBO;
0) JOKyMEHT0000pOT;
B) IOKYMEHTHPOBAHHUE;
T') KJIacCu(pUKAIINS;
1) CTaHIapTU3AIHUS;

3. CBoiicTBO 0(UIIMATEHOTO JOKYMEHTA BBI3bIBATH MTPABOBBIE MOCIEACTBUS — 3TO:
a) IOpUINYECcKas 3HAYMMOCTb JJOKYMCHTA;
0) ropuanuecKas cuia JOKyMEHTa;
B) YHU(UKAIHUS;
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') cucTeMa JIOKYMEHTallUu;
1) TOKYMEHTHPOBAHUE;

4. JIBI>KeHHE JOKYMEHTOB B OpraHH3allMd C MOMEHTA UX CO3JaHMS WU MOJTyYCHUS

JI0 3aBEPUICHUS UCTIOHEHUS UM OTIPABKHU — ATO:

a) JIOKYMEHTO000POT;

0) TOKYMEHTHPOBAHUE;

B) J€JIONPOU3BOICTBO;

') perucTpanus J0KyMEHTOB;

5. Cucrema JOKyMEHTAIMU — 3TO:

a) KOMITJIEKC B3aUMOYBSI3aHHBIX JJOKYMEHTOB, CO3JJaHHBIN IO €MHBIM

npaBUiIaM U TpeOOBaHMUAM U IPUMEHSEMBIN B ONIPEEIIEHHON cepe eI TeNbHOCTH;
0) snemMeHThI 0ohopMIICHHS OPUITHATBHBIX JOKYMEHTOB;

B) TECHasl B3aMMOCBS3b COCTABJISAIOLINX JIEMEHTOB JIOKYMEHTA U €0 IOJICUCTEM;
r) popma, KoTOpas CIIY>KHUT JUIsl 3aKpeIIeHUs ¥ epeaadu HHPopMaIuy;

1) TOCYJapCTBEHHBII CTaHAAPT, ONPEIEISIONINA TpeOOBaHUS K 0()OPMIICHUIO JOKYMEHTOB;

6. [IpuBenenue yero-nmubdo K eAUHOMN cucteme, hopMe, eIMHOOOPa3UI0, HA3bIBACTCS:

a) Kiaccuukanus;
0) cTaHIapTU3ALINS;
B) yHU(DUKAIMS;

T') CUCTEeMaTH3alHs;

7. JIuct Oymaru wiM 3J€KTPOHHBIN 11a0JI0OH C PEKBU3UTAMU, HACHTU(DULUPYIOLIUMU
aBTOpa O(PHUIMATBEHOTO IOKYMEHTa — 3TO:
a) OJIaHK IOKYMEHTa;

0) hbopmymsip-oOpasern J0KyMEHTa,

B) yHH(pHUIMPOBaHHAs (popMa TOKYMEHTa,
r) Tpadaper T0KyMEeHTa,

1) aHKEeTa;

8. VYnpasieHue 10KyMeHTaMH — 3TO:

a) esATeNbHOCTh, 0OecreunBaronias pealu3aliio eIMHON MOMUTUKY U CTaHAapTOB MO OTHOIIE-
HUIO K JIOKyMEHTAJIbHOMY (DOH]ly OpraHU3allny;

0) KOMILIEKC B3aMMOYBSI3aHHBIX JJOKYMEHTOB, CO3/IaHHBIN IO €IMHBIM

IpaBUiIaM U TpeOOBaHUSM U IPUMEHSEMBIN B OIIpeIeIeHHON cdepe e TeNbHOCTH;

T) JeSTeNIbHOCTb, LIeJICHApPaBIeHHO o0ecneunBaromias pyHKIUN yIIpaBICHUS JOKYMEHTAMU;

9. Hannyne B 1OKyMEHTE JABYX OCHOBHBIX CJlaraeMbIX, 0€3 KOTOPBIX OH HE MOXET
CyIIIECTBOBATh: MH()OPMAITMOHHON U MATEPUATBHOMN — 3TO ......... JIOKYMEHTA.

a) aTpuOYTHUBHOCTH;

0) pyHKIIMOHATHHOCTD;
B) CUCTEMHOCTb;

) YHUpUKaLUS;

1) UIeHTUDUKALUS;

10. COBOKYITHOCTh B3aMMOYBSI3aHHBIX JOKYMEHTOB, (PYHKIIMOHUPYIOMUX B cdepe

yIpaBJIeHUs] — 3TO:

a) KaJpoBasi TOKYMEHTAIIHS;

0) OyxranTepckasi JOKyMEHTaIHS;

B) TEXHHYECKAsi TOKYMEHTAITHS;

I') OpraHu3aIMOHHO-PACTIOPSAUTENbHAS JTOKYMEHTAIINS;
1) HaJIoroBasi IOKyMEHTallUs;

11.  TocynapcTBeHHBII OopraH, KOTOPbI B COOTBETCTBHH C 3aKOHOAATENbCTBOM Poc-
cutickoir deneparii yCTaHABIMBACT MOPSIOK JOKYMEHTHPOBaHUS MHGPOpMaUHu B Qeaepanb-
HBIX OpTaHax WCIOJTHUTEIHHON BIACTH.

a) [IpaBurtenscTBO Poccuiickoit denepanun;
6) MunucrepcTBO KynbTypsl Poccuiickoii @enepanuy;
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B) ®enepanbHoe apxuBHOE areHTCTBO (PocapxuB);
r) ®enepanpHas ciryx0a rocy1apCTBEHHON CTaTUCTHKH;
12.  YmopaBineHHIO JOKYMEHTaMH B COOTBETCTBUU C TPEOOBaHHMSAMHU HALMOHAIBHOTO
crangapta [OCT P MCO 15489-1-2007 moimkHBI 00y4aThCs:
a) pyKOBOJICTBO OpraHM3alluy U pyKOBOJUTEIN €€ MOpa3IeICHUH;
0) mratHble paOOTHUKY OpraHU3AIMH, OTBETCTBEHHBIE 32 CO3/IaHUE
JIOKYMEHTOB;
B) BpEMEHHbIE paOOTHUKH M JIUIIa, paboTaronyue Ha OOIECTBEHHBIX Havajax,
OTBETCTBEHHBIE 32 CO3/IJaHUE IOKYMEHTOB;
r) J100ble Apyrue JIMia, OTBETCTBEHHBIE 3a CO3/IJaHUE IOKYMEHTOB;
13. B coorBerctBUM ¢ TpeboBaHusMH HanumoHanbHOro cranmapra ['OCT P MCO
15489-1-2007 oTBETCTBEHHOCTbH 32 YIPABJICHHUE TOKYMEHTAMH JI0OJDKHA OBIThH pacIpe/iesieHa:
a) MEXAy BCEMHU COTPYJHUKAMU OpraHU3al1u:
0) TOJIBKO JIMIIB MEX]Y JTUIAMU, YIPABISIOMIUMHU JOKYMEHTAIUEH:
B) TOJIBKO JIMIIb MEXKIY PYKOBOACTBOM OpraHU3aI1H, PyKOBOAUTEIAMHU MO~
pas3ziesieHui U IMIaMu, YIIPaBISIOIIUMA JOKYMEHTAIUEH;
14. HopmaTuBHBIE TOKYMEHTHI, KOTOPbIE ONPEIEISIET YCIOBUS MPUAAHUS DIEKTPOH-
HOMY COOOIIEHUIO CTaTyca dJEKTPOHHOTO TOKYMEHTA.
a) @enepanbHblii 3ak0oH «O0 nH(pOpMaLnu, HTHPOPMAITMOHHBIX TEXHOJIOTUSIX U
0 3amuTe HHPOpMaIUN,;
6) 'OCT P 7.0.8-2013;
B) 'OCT P UCO 15489-1-2007;
r) 'OCT P 7.0.12-2011;
15.  JlanHble, ONUCHIBAIOIINE KOHTEKCT, COJIEP)KaHUE, CTPYKTYPY JOKYMEHTOB, o0ec-
[IeYMBAOIINE YIIPABICHUE JOKYMEHTaMU B MH(OPMALlMOHHON CUCTEME — 3TO:
a) MeTaJlaHHbIE IOKYMEHTA;
0) cTaHmapTU3alKs JOKYMEHTOB;
B) KJaccuukanus J0KyMeHTOB;
T') TUIIU3ALUS JOKYMEHTOB;
16.  ba3zoBble TpeOoBaHMs MO YNPaBJIECHUIO JOKYMEHTaMH, OpPHEHTHUPOBAHHbIE Ha
BHE/[PEHNE COBPEMEHHBIX CUCTEM aBTOMAaTH3al[MH IOKYMEHTO000pOTa, COIEpKATCSA B:
a) 'OCT P UCO 15489-1-2007;
6) 'OCT P 6.30-2003;
B) 'OCT P 7.0.12.-2011;
r) 'OCT P 1.5-2002;
n) 'OCT P 7.0.8.- 2013;
17.  Jomxnocte muna HE yka3pIBaloT B PEKBU3UTE «IOIIHUCHY, €CIM JOKYMEHT
odopmisercs:
a) Ha OJaHKe /Il KOHKPETHOTO BHJIa TIOKYMEHTA;
0) Ha OaHKe JOJDKHOCTHOTO JIMIIA,
B) Ha 00111eM OJIaHKE;
r') Ha OJIaHKe JJIs MHChMa;
1) YKa3bIBalOT BCET/IA;
18.  MHoroctpouyHsle peKBU3UTHI IE€YATAKOTCS YEPE3:
a) 1 MexXCcTpOUYHBIN MHTEPBAT;
6) 1,5 MeXCTPOUYHBIX HHTEPBAJIA;
B) 1,5-2 MEXCTpPOUYHBIX MHTEPBAJIA;
r) 1-1,5 MeXCTpOUHBIX HHTEPBAJIA;
1) 2-3 MEXCTPOUYHBIX UHTEpBAJa,
19.  PekBH3UT 0UIMANTBHOTO JOKYMEHTA, CBUACTEIbCTBYIOIIUI O IPAaBOBOM CTaTyce
JIOKYMEHTa, Ha3bIBAETCS:
a) rpud yTBEpKIACHUS;
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0) pe3omtonus;

B) OTMETKA O MOCTYMJIEHUH JOKYMEHTa;

r) rpud CorIacoBaHus;

J1) MECTO COCTaBJICHUS (M3/1aHUS) TOKYMEHTA;

20.  IIpaBuibpHBIA BapuaHT O(GOPMIICHHUS PEKBU3UTA «OTMETKA O HAIMYHH TPHIIONKE-
HUS», €CIIH NIPUIIOKEHHE COPOLIIOPOBAHO:

a) [Ipunoxkenue: OT3bIB 110 TPOEKTY B 2 3K3.;

0) [Ipunoxxenne: OT3BIB 1O MPOEKTY Ha 4 J1. B 2 9K3.;

B) npuioxenue: OT3pIB Ha 5 1. B 2 3K3.;

r) [Ipunoxxerne: OT3BIB 110 TPOSKTY Ha 4 TUCTax B 2 SK3EMIUIAPaXx;
1) I[Ipunoxenue: OT3bIB O IPOEKTE, BCETO B 2 IK3EMILISIPAX;

21.  Ilpu opopmiieHHH PE3OIOLHUH HA TOKYMEHTE PYKOBOJIUTEIb JOJKEH yKa3aTh:
a) (haMmInIO UCTIONHUTENS (Ha3BaHUE TIOJPA3/ICIICHHS);

0) cozep:kaHue IOPyUYEHUS;

B) CPOK MCIIOJIHCHHUS;

I') JOJPKHOCTh PYKOBOJUTEIS;
1) IOJIIUCHh PYKOBOJAUTEIIS,

€) JaTy HallMCaHUs PE30JIIOLHH;

22.  KoHcTaTtupymolas 4acTb pacOpsSAUTEIbHOTO IOKyMEHTA COJIEPIKUT:

a) OCHOBaHMS U3JIaHUsI JOKYMEHTA;

0) mopy4yeHus pyKOBOJAUTEIIS,

B) UMEHA UCIIOJHUTENCH;

') TpeOOBaHUS 110 HCIIOJTHEHHIO;

1) BU3bI COTJIACOBaHMSI C UCTIOJIHUTEIISIMUY;
23. Teker npukasa usnaraercs or ...

a) MepBOTO JIUIA €JMHCTBEHHOT'O YHCIIA;

0) mepBoro JuIja MHOXECTBEHHOT'O YHCIIA;

B) BTOPOTO JIMIIAa MHOYKECTBEHHOTO YHCIIa;

T') TPETHETO JIUI[A €IUHCTBEHHOTO YUCIIa;

1) TPETHETO JIUIAa MHOKECTBEHHOTO YHCIIa;

') CMELIaHHOM;

1) KOpPIIOpaTHUBHOM;

24.  Bupgamu CpoKOBOTO KOHTPOJIS SIBJISIFOTCS:

a) TeKYIIIHIA;

0) nmpeaynpeauTeIbHBIH;
B) UTOTOBBIN;

I') HOPMaTUBHBIN;

1) 3aKJIFOYUTEIbHBIH;

25. [ToBTOpHBIEC OOpaIEHUs TPAKIAH PETUCTPUPYIOTCS:

a) 1o/ HOBBIM HOMEPOM U C OTMETKOU ITOBTOPHO;

0) o cTapbIM HOMEPOM U C OTMETKOI MOBTOPHO;

B) 1101 CTApBIM HOMEPOM U 4epe3 Aeduc MpOoCTaBIAIOT MOPSAAKOBBIM HOMEp 0OpalleHus;
T') [10/1 HOBBIM HOMEPOM;

1) IOJT CTapbIM HOMEpPOM, 6€3 OTMETKH TOBTOPHO;

26. B ciydae, ecnu pelieHHe MOCTaBICHHBIX B MUCbMEHHOM OOpAIlEHUH BOIPOCOB
OTHOCHUTCSI K KOMIIETEHLIMM HECKOJBKUX TOCYNAapCTBEHHBIX OPraHOB, TO KOMHS OOpaIleHus
HAIPAaBIISETCS B COOTBETCTBYIOIINE TOCY/IapCTBEHHBIE OPT'aHbI B TEUEHUE:

a) CeMU JHEW CO IHS PETUCTPALINH;
0) cemu HEN co THS TOCTYIICHUS;
B) TpeX JIHEH CO JHs pErucTpaluy;
I') OATH JHEH CO JAHS MOCTYIUICHHUS;
1) IECSITH THEN CO HS pEerucTpaluy;
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1) ’kano0a;
27. OO6pareHne rpaxIaHiHa He pacCMaTPUBAETCS €CIH:
a) He ykazanbl ®.1.0.;
0) oOpaIlleHne COCTaBJICHO B OJTHOM DK3EMILIIPE;
B) COJEPKUT HE LIEH3YPHBIE CIIOBA;
r) HanedyaraHo mpudrom Cambria;
1) HallUCAaHO HAa UHOCTPaHHOM $I3bIKE;
28.  JleiicTBylollee 3aKOHOJATENBCTBO OMPEIENIeT CPOK PErucTpaluu oOpaiieHus c
MOMEHTA IIOCTYIUICHHUS:
a) B TCUCHHE JIHS;
0) B TeueHue 4 nHEl;
B) B TeUCHUE 3 JTHEH;
r') B TEUECHHE 2 JAHEH;
29. CucremMaTU3UpOBaHHBIN NepeYeHb HAMMEHOBAHUM J1eJl, 3aBOJUMBIX B OpraHHU3a-
UM, C YKa3aHUEM CPOKOB UX XpaHEHHUs1, 0)OPMIICHHBIN B YCTAHOBJIEHHOM HOPS/IKE- 3TO:
a) HOMEHKJIaTypa Je;
0) abO0M YHUDHUITPOBAHHBIX (OPM JTOKYMEHTOB;
B) cHCTEeMa JOKYMEHTAIIIH;
I') OIHCB;
1) TUCT-3aBEPUTEIIb;
30.  Cucremsl knacca «docflow» - 3TO CUCTEMHI ...
a) UHTETrpalliy TEXHOJIOTUHN JAeOMPOU3BOICTBA B €MHBIN MPOIIECC;
0) MOArOTOBKH TEKCTOBBIX JOKYMEHTOB;
B) aBTOMAaTHU3AlIUU YIIPABJICHUS TIOKYMEHTOO00POTOM;
') IPUMEHEHHE ayHOBU3YAbHBIX CPE/ICTB;
J) UCTIOJIb30BAHUSI CPE/ICTB BHEITHUX KOMMYHHKAITUH;
31.  VYcnoBus npunanus snekTpoHHoi nognucu (O11) ropuanyeckoil cumbl:
a) OpraHu3alys UMeeT MPaBo UCIONIb30BaTh DI
0) mpu mepenaye IEKTPOHHOIO JOKYMEHTA MCHOJb3YIOTCS 3alUIIEHHbIE KaHAJIbl W/WIKA Q-
poBaHue
B) cepTU(UKAT KIIt0Ya MOJIUCH, OTHOCALIUICS K 3TOM 3J€KTpOHHON 1udpoBOi
MOJIMMCH, HA MOMEHT TMOANUCU HE YTPATUI CUITY
I') IOATBEPK/I€HA OJUTMHHOCTh 3JIEKTPOHHOM LIM(PPOBOI MOANNCH B AIIEKTPOHHOM JOKYMEHTE
1) SJEKTPOHHAs IHU(POBask MOAMUCH UCTIOIH30BaHA B OTHOIIEHUSIX, B KOTOPBIX
UMEET I0PUINIECKOE 3HAaUCHHE
32. CBoiicTBa 0(pULIMANBHOTO JIEKTPOHHOTO JOKYMEHTA!
a) 3alUIICH OT U3MEHEHUH;
0) OCHOBHOE Ha3HAYCHUE — HAJICXKHOE XpaHEHHE JOKYMEHTOB, 3HAYMMBIX IS
OusHeca;
B) MOXKHO MOJAU(DHUIIMPOBATH;
') BO3MOXHO yJlaJIeHHE BIIaIeTblaMU;
1) BO3MOYKHO CYIIECTBOBaHHE HECKOJIBKUX BEPCUH;
€) 3ampenieHo yaaieHue, KpoMe HEKOTOPBIX CTPOTO KOHTPOJIUPYEMBIX CUTYaIUi;
) UCTOJIB3YeTCsl B IEPBYIO OUYepeb I MOACPKKH IMOBCETHEBHON pabOTHI C
JIOKyMEHTaMHU;
33.  Ilpoueaypa NOCTaHOBKH 3JIEKTPOHHON MOAMHUCH.
a) MOATrOTOBKA 3JIEKTPOHHOTO JIOKYMEHTA;
0) coznanue xeu-QpyHKIuy;
B) mKdpoBaHue Xen-QyHKINN 3aKPhITHIM KIHOYOM;
T') CO3JJaHHE JJIEKTPOHHON MOAINCH;
1) COeIMHEHNE AIIEKTPOHHOMN MOJIHUCH C JOKYMEHTOM;
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34.  Cornacuo ®@exnepanbHoMy 3akoHY Ne63-D3 «O06 37EKTPOHHOM MOIIUCHY», UMEET
MECTO JIeJIEHUE Ha:
a) MPOCTYIO JIEKTPOHHYIO MOJIUCH;
0) yCHJIEHHYIO HEKBAIH(PUIIUPOBAHHYIO JIEKTPOHHYIO MOIINCH;
B) YCHJICHHYIO KBTH(PUIMPOBAHHYIO SJIEKTPOHHYIO HOIIHCE;
I') KBATM(QHULUPOBAHHYIO IEKTPOHHYIO MOJIIHUCH;
1) HeKBTH(PUIUPOBAHHYIO AJIEKTPOHHYIO TIO/IHCH;
€) IPOCTYI0 KBATU(DPULIUPOBAHHYIO 3JIEKTPOHHYIO IOIIHCh;
35.  OcHoBHbIE TpeOOBaHUS K (PYHKIMOHATIHHBIM BO3MOKHOCTIM CO/1:
a) MOJIHOLIEHHOE 00ecreyeHne BCeX TPaJAULMOHHBIX 3TAallOB PabOTHI C 10KY-
MEHTaMHU B JI€JIOIPOU3BO/ICTBE;
0) opranu3zanus MH(GOPMATMOHHOIO OOMEHA U COBMECTHOM pabOThl C KOPHOPATUBHBIMU XPaHU-
JIUIamMu nHGOpMaINH, YIpaBiIeHHe IOTOKaMU padoT;
B) aKTyaJIn3alusl KOPIIOPATUBHOIO KOHTEHTA U 00ecreyeHne KOHTPOIUPYEMOT0 J10CTYIa K HEMY
B Internet—ceTsx;
I') U3BJICYCHHUE 3HAHUN U3 apXMBOB JIOKYMEHTOB M JAPYIMX HUCTOYHMKOB KOPIOPATUBHOW MH(OP-
Maluu;
1) MHTETpaLysl C BHEIIHUMHU CUCTEMaMU 3JICKTPOHHOM MOYTHI;
€) OCYIIECTBJIEHHE TOMOIIH B IPUHATUH YIIPABICHYECKUX PEIICHUI;
) OCYILECTBIIEHUE reorpauueckoil MpuBsA3KU JOKYMEHTA B 3a/laHHOMN cHCTe-
M€ KOOP/AMHAT;
36.  lleHTpasin3oBaHHOE XPAaHWIHUILIE JIEKTPOHHBIX JOKYMEHTOB PEalMU3yeT CIeIylo-
U pyHKIIMOHAI:
a) XpaHEHHE JOKYMEHTOB B €IMHCTBEHHOM 3K3EMIUISIPE B MECTE, XOPOLIO
3allMIIEHHOM OT HECAaHKIIMOHUPOBAHHOTO JIOCTYIIA;
0) JTorn4yHas U MOHATHAS MOJIb30BATEII0 CUCTEMA Pa3MELIEHNS JJOKYMEHTOB B
COOTBETCTBUU CO CTPYKTYpOI opranuzanuu (HOMEHKIJIATypo Jien);
B) pa3MellleHle BHOBb CO3JJaHHbBIX WJIM OTCKAaHUPOBAHHBIX JTOKYMEHTOB;
I') MEXaHU3M IOJHOTEKCTOBOT'O MOUCKA;
1) IepeMeIeHre JOKYMEHTOB 10 MapuIpyTam;
€) nyoauKalys JOKyMEHTOB Ha KOPIIOPATUBHOM IOPTAJIE;
37.  3apadyaMu 3JIEKTPOHHOTO MTPaBUTENILCTBA MOKHO CUNTATh:
a) IOCTPOEHUE U Pa3BUTHE CUCTEM BEJJOMCTBEHHOTO U MEXXBEIOMCTBEHHOI'O JIOKYMEHTOO00pOTa
JUIs B3aUMO/ICIICTBHS OPraHOB BJIACTH, OM3HECA U IpakJaH;
0) opraHu3anuIo MEXBETOMCTBEHHOTO B3aUMOJICHCTBUS AJIs MOBBILIEHUS (-
(EeKTUBHOCTH rOCYJapCTBEHHOI'O YIPABJICHHUS;
B) OKa3aHUE roCyJAapCTBEHHBIX U MYHUIIMIIAIBHBIX YCIYT B AJIEKTPOHHOM BUJIE
JUISI TIOBBIILIEHUS UX KaueCTBa;
') OpraHu3anus MexXIyHapOJIHOTO COTPYJHNYECTBA B 00JaCTH Pa3BUTHUS IOCY-
JAPCTBEHHBIX U MYHUIIUIIAIBHBIX HH()OPMAIITMOHHBIX CUCTEM;
1) KOMMepUecKas JeSTeIbHOCTh B 00JIaCTH MPEAOCTaBICHUS TOCYJapCTBEHHBIX U MYHHUIIUIAb-
HBIX YCIYT;
38. VYyactaukamun CMOB (cuctemMa MeXBETOMCTBEHHOTO JICKTPOHHOTO B3aMMO/IEH-
CTBHSI) SBJISIFOTCS:
a) ¢eqepanbHBIC OpraHbl UCTIOTHUTEIHFHOM BIIACTH,
0) rocyaapcTBeHHbIE BHEOIOIXKETHBIE (DOH IBI
B) HCIIOJHUTENIbHBIE OpraHbl TOCYJapCTBEHHOH Bi1acTu cyObekToB PD;
I') OpraHbl MECTHOTO CaMOYIIPaBJICHHUS;
1) TOCY/1apCTBEHHBIE U MYHULIUTIATbHBIE YUPEKICHUS;
€) MHOTO()YHKITHOHAJIbHBIE IICHTPHI;
’K) KOMMEpUYECKUe MPEeANPpHUITUS;
3) HHOCTPaHHbIE NPEANPUITHS U OpraHU3alUY;
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39.  IloaKIIOYEHHIO K CUCTEME MEKBEJOMCTBEHHOI'O AJIEKTPOHHOI'O B3aMMOIECHCTBUS
(CMD3B) nonnexar:
a) ¢enepangbHbIE TOCYJApCTBECHHBIE WH(POPMALMOHHBIE CHCTEMBI, WCIOJIb3yeMbIE NPH MPEao-
CTaBJICHUH IrOCYJapCTBEHHBIX YCIYT M UCIOJHEHUN TOCYAAPCTBEHHBIX QYHKIMN (enepaabHbIMU
OpraHaMH HCIOJHHUTEIBHOM BIIACTH U OPraHaMM TOCYJapCTBEHHBIX BHEOIOKETHBIX (POHIOB;
0) peruoHanbHbIE CUCTEMbI MEKBEJOMCTBEHHOI'O 3JIEKTPOHHOTO B3aUMOJIEHCTBUS, CO3/1aBacMble
B cyObekTax Poccuiickoit @enepannu B 1ensx oOecredeHus: MpeloCTaBICHUs B AJIEKTPOHHOM
(dopMe rocy1apCTBEHHBIX YCIYT M MUCIIOJIHEHHS TOCYAAPCTBEHHBIX (DYHKIMHA MCIOIHUTEIbHBIMU
opraHaMu rocyJapcTBEeHHOU BiacTu cyobekToB Poccuiickoit denepanuu;
B) OT/ie/IbHbIE HH(OPMALIMOHHBIE CUCTEMbI MHBIX OPTaHOB U OpraHU3alHi,
YYacCTBYIOUIMX B IIPEIOCTABIECHUU T'OCYJAapPCTBEHHBIX U MYHUIUIAIbHBIX YCIYT U UCIOJIHEHUH
roCyJapCTBEHHbIX U MYHHMLMIAIBHBIX (DYHKIMI Ha OCHOBE JIOTOBOPEHHOCTH YKa3aHHBIX Opra-
HOB WJIM OpraHM3alMi U ollepaTopa CUCTEMBbI B3aUMOJICHCTBUS;
') “”HGOPMaLMOHHbIE CUCTEMBI ['0CyJapCTBEHHOI KOPIOpAaLUMK 110 AaTOMHOM
sHepruu "Pocarom", ¢ UCIIOJIB30BaHUEM KOTOPBIX MPEAOCTABIISIFOTCS TOCYJaPCTBEHHBIE YCIYTH U
UCIIOJIHAIOTCS TOCYAaPCTBEHHBIE (DYHKIIMU B YCTAaHOBJIEHHOM cepe AesaTenbHOCTH;
1) "HGOPMAIMOHHBIE CUCTEMbI HENPABUTEIILCTBEHHBIX HEKOMMEPUECKUX OpTaHU3aIliii;
€) nH(GOpMalMOHHbIE CUCTEMbI HEKOMMEPYECKHUX TBOPUYECKHX COIO30B U 00BbEAMHEHU];
40. IlocnenoBarenbHOCTh JEHCTBUM AJIs TOTO, 4TOOBI cTaTh yuacTHUKOM CMDOB (cucrembl Mex-
BEJIOMCTBEHHOT'0 3JIEKTPOHHOT'O B3aMMO/ICHCTBHS).
a) o0ecreyuTh pa3paboTKy EKTPOHHBIX CEPBUCOB UCIOIB3YeMO NH()DOPMAIIMOHHONW CUCTEMBI;
0) obecrieunTh pazpaboTKy UHTEpGEHCOB B3aUMOICHCTBUS UCTIOIb3YEeMON HH-
dbopmarnonHou cucremMsl 1 CMOB;
B) NIPEIOCTAaBUTh JEKTPOHHBIN cepBUC ornepaTopy y3i1a CMOB, yyactHukoM
KOTOpOTr0 JOJKHA OBITh JIaHHAas OpraHu3alysl, Ui IPOBEACHUS pEerucTpalii U BHECEHUS B pe-
€CTp IEKTPOHHBIX CEPBUCOB;
) 00ecreynTh HATMYME 3alUIIEHHOTO KaHala CBSI3U MEXy UCIIOJIb3yeMOM
uHpopMalnoHHOM cuctemoit u CMOB

Kpurepun 6a/1bHOI OLEHKH peaju3anuu (OpM TeKyIIero KOHTPOJS
yCIeBaeMoOCTH

Ornenka 3HaHMM CTYJIEHTOB OCYIIECTBIISIETCS B Oalljlax C Y4€TOM OILIEHKH
paboThI B cemecTpe (HanmucaHue KOHTPOJIbHOM pabOThl, ayTUTOPHBIX U JTIOMAITHUX
3aJlaHul, TOATOTOBKA MOKJIAJ0B M Y4YacTHE B OOCYXKIEHHAX Ha MPAKTHUUYECKHX
3aHSTHUAX ), OLICHKA UTOTOBBIX 3HAHUH (11O pe3ysibTaTaM 3a4yeTa) U B COOTBETCTBUU
¢ kpuTepusimu OUHAHCOBOTO YHUBEPCUTETA PEATU3YETCS CISAYIONINM 00pa3oMm:

Ne Bun otyetHocTH banier
n/o
1. | PaGorta B cemecTpe 40
2. | 3auer 60
3. | Uroro: 100

Ta6nuna 6- DopMbl TEKYIIET0 KOHTPOJIS YCIIEBAEMOCTH U UX OaJUTbHAs OIICHKA

Kpurepuii ouenkn banbl MeToanka OeHKH
ITocemenne ayaurop- 10 Matemaruueckuii pacuet: On= K3 x K6
HBIX 3aHATUN I'ne On — cymma 6anos;
K3 — konamuecTBO 3aHATUN, MOCEHIEHHBIX CTYJIEHTOM
(max 25 3ansTui);
K6 — xonmmuectBo 6ayoB 3a ogHO 3aHsTue (max 0,4 6an-
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n1a)
AKTHBHOCTb TIpU IIPO- 18 o BBIOOpY cTynEHTA:
BEJICHUU ayIUTOPHBIX Hoxknan, npe3eHTanus — 3 6aa
3aHATUH AKTHBHOE yyacTue B 00CyXaeHnH — 30aia

Pemenue 3amanuii — 3 Oayuia
AKTHBHOCTb TIpU IIPO- 12 [TogroroBka maTepuasoB U BBICTYIUICHUE HA CTyACHYE-
BEJICHUU BHeayau- CKMX Hay4yHbIX KOH(EpeHIUsX, B MEYaTHbIX U3JaHUAX, B
TOPHON pabOTHI TOM 4YHCJIC Y HUBEpCUTETA

C wenbr0 CTUMYJIUPOBAHUS CUCTEMATHYECKONM MOATOTOBKU CTYIEHTOB K
MPAKTUYECKUM U CEMUHAPCKUM 3aHSATHUAM MO JUCHUIUIMHE B TEUCHHE CEMECTpa
BBOJIUTCSI KOMIUJIEKCHBIM MOAXOJ K OLIEHKE, MOJy4aeMON CTYJEHTaMH [0 UTOram
W3YUYEHUs] TUCHUUIUIMHBI. Ha OCHOBAaHMM TOJOKEHHS O CHCTEME OICHKH 3HAHUU
cTyaeHToB B @uHaHcOoBOM yHUBepcutere aerctByeT 100-0anpHas cuctema OLeH-
KM 3HAaHUU. DTO O3HAYaeT, 4TO OIEHKA, MoJlyyaemMasi Ha 3a4eTe, COCTOUT U3 ABYX
YyacTel: TEKYyIIero KOHTPOJISI CTYJICHTOB B CEMECTpe — MaKcHMMalibHas orieHka 40
0aJJIOB U pe3yJIbTaTOB MPOMEKYTOUHOU aTTECTAMU — MaKCUMaJibHas orieHka 60
OaJLIIoB.

Texymuii KOHTPOJIb OCYIIECTBIISIETCS B XOJie¢ Y4eOHOro mporecca U KOH-
CYJIbTUPOBaHUSI CTYACHTOB, IO PE3yJbTaTaM BBIIOJIHEHUSI CAMOCTOSTENbHBIX pa-
60T. OCHOBHBIMH (hOpMaMH TEKYIIIETO KOHTPOJISI 3HAHUH SBIISIOTCS:

— pEIIeHHE TECTOB, CUTYAIIMOHHBIX 33Jlad U UX OOCYXKJEHUE C TOYKHU 3pe-
HUSI yMEHUsI (POpMyIUpOBaTh BBIBOJbI, BHOCUTh PEKOMEHIAIMU W TPUHUMATH
aJICKBaTHBIE YIPABICHYECKHUE PEIICHHUS;

— BBINOJHEHUE KOHTPOJIbHBIX 3a/IaHUI U 00CYX JEHUE Pe3yJIbTaTOB.

BTtopast coctaBnstoiasi OLIEHUBAET YCTHBIM OTBET HA SK3aMEHE U HE MOXKET
npeBbimath 60 6amios.

40 GasuIoB, MOTYYEHHBIE CTYJIEHTOM B TEYECHUE CEMECTPA, I0JKHBI 03HAYaTh
CaMyI0 BBICOKYIO XapaKTEPUCTHKY €ro padoThl. Takoil 6at moaydaroT CTYACHTHI,
KOTOpBIE HA MPAKTUYECKHUX 3aHSITUSX CHUCTEMATUYECKH MOKA3bIBAIOT BBICOKHUE pe-
3yJbTaThl TIPU OIPOCAX, MPOSBISIOT aKTUBHOCTh TMPH OOCYKJIEHUU H3Y4aeMBbIX
npo0seM, B MOJTHOM OOBbEME BBINOJHAIOT YYEOHYIO MpOrpaMMy, HE MUMEIOT Mpo-
MyCKOB.

MaxkcumaiibHas OIleHKa OTBETa Ha dK3aMmeHe olleHuBaercs B 60 Oayuios.
Kaxxplii Boripoc B OujieTe UMEET CBOIO JIONIO B OOIIEH OIEHKE B 3aBUCUMOCTH OT
CIIOXHOCTH. TeopeTuyecKuii Bompoc MakCUMaJIbHO orieHnBaeTcst B 30 0asios.

bannpHas cucreMa arTecTanuu:

- cTyneHT, noayuuBmuid ot 50 go 100 GannoB, cyuTaeTcss aTTECTOBAHHBIM,
nosryauBIuil ot 0 10 49 6aioB - HE aTTECTOBAHHBIM;

- CTYJIeHT, moay4yuBmui ot 50 70 69 6amioB, cunTaeTcs aTTECTOBAHHBIM Ha
«YJOBJIETBOPUTEILHOY;

- CTyJleHT, nmoiayuuBmui ot 70 10 85 0amioB, cunTaeTcs aTTECTOBAHHBIM Ha
«XOPOIIIOY;

- CTyIleHT, mony4yuBmuii oT 86 g0 100 6amnoB, cCUMTAETCS ATTECTOBAHHBIM
Ha «OTJIMYHO.
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Taxum 06pa3zoM, eciau CTYJEHT Mo uToram paboTsl B ceMecTpe Habupaet 21
Oayu, a mo uroram 3adyeta — 60 6ayT0B, TO 00IIas cymma 81 Ga1 COOTBETCTBYET
OKOHYATEJIbHOM OLIEHKE 4 «XOPOLIO».

Ecnu cTyneHT nojomen k 3a4ety ¢ oueHkoi 0 0amios, To pu 6e3ynpedyHoM
KayeCTBE OTBETOB HA TEOPETUYECKHE BONPOCHI OH MOXKET IMOJIyYUTh HTOTOBYIO
OLIEHKY 10 JaHHOW AMCLUMILIMHE TOIbKO 60 6aos.

O naHHOM MOAXO0J€ K OLEHKE 3HAHUM CTYJEHTOB IpPENoiaBaTeab HHHOPMHU-
pYET CTYIEHTOB Ha MEPBOM CEMHHAPCKOM (MpakThuueckoMm) 3aHsatuu. Ha mocnen-
HEM CEMHHAPCKOM 3aHSATUHU CTYICHTaM COOOIIAETCS OIEHKAa, KOTOPYIO OHH IOJTY-
YaroT M0 UTOraM paboThI B CEMECTpE.

CTyneHThl MOTYT yJIy4YIIUTh CBOIO OLIEHKY MO UTOTaM paboThl B CEMECTpE 3a
cdeT OoTpabOTKM MPOMYIIEHHBIX 3aHSATHI WU TOJYYEHHBIX HEYAOBICTBOPUTEIb-
HBIX OIICHOK Ha ceMuHapax. BmecTe ¢ TeM Bce oTpabOTKH MOTYT OBITh OCYIIIECTB-
JIeHbl B KOHCYJIbTAI[MOHHBIE THU B MIEPHOJ HE OoJiee IBYX KOHCYJIbTAIMil ¢ MOMEH-
Ta MOJyYEHUS OLICHKH «HEYI0BJIETBOPUTEIBLHO» WU MPOIyCcKa 3aHATHI. TosbKo B
ciiydae O0JIE3HU CTYAEHT MOKET OTpadaThIBaTh MPOIMYCKH B 00Jiee O3AHUE CPOKH.

OTtpaboTka NponmycKoB, UMEBLIMX MECTO IO IPUYUHE PabOTHI CTYIE€HTOB BO
BpEMs 3aHATUH, HE JIOMYCKAETCsl.

7. ®OHJ OLIEHOYHBIX CPEJACTB IS POBEACHHUS aTTeCTAlNU
7.1. IlepeyeHb KOMIETEHUMI ¢ YKa3aHHEM HHIAMKATOPOB UX (popMHpPOBaHMSA B
npoiuecce 0CBOCHUs 00pa3oBaTeIbHONH IPOrPaMMBbI:

[lepeyenb KOMIleTeHUUHA, POPMUPYEMBIX B MPOLECCE OCBOEHUS JTUCLUILIU-
HBI, cofiepkutTca B pazzenie 2 «llepeueHp mIaHUpyeMbIX pe3yIbTaTOB OOYUYEHHS 110
JUCUUIUIMHE, COOTHECEHHBIX C YKa3aHUEM MHAMKATOPOB UX JOCTHIKEHUS U TJIaHU-
PYEMBIX pPE3yJbTaTOB O0YUEHUS».

7.2. TunoBbIEe KOHTPOJIbHBIE 32/IaHUS WIH MHbIE MATEPHUAJIbI, HEO0OX0AMMbIE
JJISI OLlEHKHM HHAMKATOPOB TOCTHKEHHSI KOMIIETEHIIMA, YMEHU ¥ 3HAHUM

Tabnumna 7 - TunoBble KOHTPOJIBHBIC 3aJaHUs, HEOOXOIUMBIE ISl OLICHKU
WHJIMKATOPOB JIOCTH)KEHUSI KOMIIETECHITUI

KoMmnerennus Tunosnle 3axaHus

[NIKH-7 Crioco6HOCTH 1. Hemoncmpupyem 3HaHUA 6 cghepe UHpopmayuonHno-

MPUMEHATh HHPOpMAaIH-
OHHO-
KOMMYHHKAIIMOHHBIE
TEXHOJIOTHH, OCHOBHEIE
MOJIOKEHHS 3aKOHO1a-
TEIHCTBA O MEPCOHANb-
HBIX JaHHBIX, 00 00IINX
MpUHLIUNAX (YHKIIHOHH-
POBaHHS CUCTEMBI JIEK-
TPOHHOTO MPaBUTEILCTBA
1 o0ecreueHus Jes-
TETLHOCTH TOCyIap-
CTBEHHBIX U MYHUIH-

KOMMYHUKAUUOHHBIX MEXHOI02Ull, UH(OPMAYUOHHOI be3onacnocmu u
3auumel UHGOpMaAUUU, OCHOBHBIX NONOHCEHUIl 3AKOHOOAMENbCMEA O
HePCOHANbHBIX OAHHBIX, 00 00UWUX NPUHUUNAX (QYHKYUOHUPOBAHUA CU-
cmemul INEKMPOHHO20 HPABUMENbCIMEA 01 obecneuenus O0eamenabHo-
cmu 20Cy0apcmeenHbIX U MyHUWURATbHBIX OP2AHO6 611ACMmU U YHpas/ie-
HuA

Onummre GyHKIMOHAIBHYIO apXUTEKTypy [ 'ocynapcTBeHHOM MH(pOpMALu-
OHHOM CHCTEMBI O TOCYIHAPCTBEHHBIX (MYHUIUMIAIBHBIX) YUPEKICHHUIX
(T'C I'MY) ®enepanbhoro ka3Haueiicta Poccun. Mcnons3yiite cailt de-
JepabHOTO Ka3HaueicTBa (A7 N3ydeHHs MPaBOBBIX aKTOB W (PYHKIMIA Be-
JIOMCTBA), oUIHaNbHEIN calT Poccutickoit demepartul sl pa3MEIICHIS
HH()OPMAITUU O TOCYIAapCTBEHHBIX (MYHHUIIAIIATLHEIX) yapexaeHusx (URL:
http://www.bus.gov.ru) u peectp ®I'MC s onpeneneHust XapaKTepUCTUK
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MaJbHBIX OPTaHOB BIACTH
Y YIIpaBICHUS

TMCTMY.

2. Bnaoeem nagvikamu coopa, obpadbomku uHpopmayuu u yvacmus é
ungopmamuszayuu 0eamenbHOCIMU COOMEEMCMEYIOUUX OP2AH08 611ACU
u opzanuzayuil

[Ipoananm3upyiiTe MOIYIEHHOE OT IpernoaBaTelis oOpaleHe rpax aHnHa
WIN IOPUANYECKOro JIMla B oprad BiacTH. [loAroToBeTe OTBET Ha oOparie-
HUE, MPOCTaBIIssl BCe aTpHOYTHl JaHHOTO JOKYMEHTa M COOJI0Jasi OCHOBBI
JIEIIOBOY TIepenicKu. J|ONOTHUTEIHHO ONUIINTE, B YeM OyIeT 3aKIF09aThCs
pasHuLa B 0opopMIIEHUH TOKYMEHTOB IPH OTIPAaBKE OTBETA KIACCHUECKOU
MOYTOBOW CBSI3bI0 M TIOCPEACTBOM BJIEKTPOHHOTO MUCHhbMA. J[OMONHUTENb-
HbIe OaJUTBI OyTyT HAYMCIIEHBI 32 PACCMOTpPEHNE OOpAaIIEeHHUIO 110 CYIIECTBY
MTOCTAaBJIEHHOTO B HEM BOIIPOCA.

3. lIpumenaem uHpopMayuoHHO-KOMMYHUKAUUOHHbBIE MEXHOI02UN, UH-
CIpyMeHmbl U MEnoobl UHPOPMAUUOHHOU OE30NACHOCIU U 3auiUnbl
uHghopmayuu, ocrnosnvie NONOIHCEHUA 3AKOHOOAMENLCINEA 0 NEPCOHATb-
HbIX OGHHBIX, 00 O00WUX RNPUHUUNAX HYHKUYUOHUPOBAHUA CUCHIEMDbL
INEKMPOHHOZ0 NPAGUMENbCHEA 01 00ecneueHus 0eAmeabHOCMU 20Cy-
0apCmeEeHHbIX U MYHUWUNATBbHBIX 20CYOAPCHEEHHBIX OP2AHO8 61ACMU U
ynpaeneHus

[Ipoanammsupyiite caitt: URL: http://www.zakupki.gov.ru, mocranoBneHue
[IpaButensctBa Poccuiickoir ®@enepanuu ot 28.11.2013 Ne 1091 «O eau-
HBIX TPeOOBAHUSIX K PETMOHAILHBIM U MYHHLIUTIATBHBIM HH()OPMAIIMOHHBIM
cucteMaM B c(hepe 3aKyImoK TOBapOB, padOT, YCIyT AJsl 00eCIeYeHns ToCy-
JApCTBEHHBIX W MYHHLUNAJIBHBIX HYXI» M NHUCbMO MHHIKOHOMpa3BUTHSA
Poccum ot 17.12.2014 Ne 31727-EE/[128u «O HanpasneHnn QpyHKIIHOHATH-
HBIX TpeOOBaHMI K eMHOW MH(QOPMAIIMOHHOH crcTeMe B chepe 3aKyMmoK».
Kakue nmoacucremsr nomwkuel Bxoauts B [UIC EMC? [lepeuncnure ux oc-
HOBHBIE ()YHKIIWH.

I[TKH-8 CriocobHoCTh
OCYLIECTBISTh MEXBE-
JIOMCTBEHHBIE, BHYT-
pUOpTraHU3aIMOHHEIE U
JIMIHOCTHBIE KOMMYHH-
Kaluu, 00ecTieyuBaTh
B3aUMOJIEUCTBHE OPraHOB
roCyJapCTBEHHOU U My-
HULIUINAJIBHOMN BIACTH U
YIIPaBJICHUS CO BCEMU
3aMHTEPECOBAHHBIMHU
CTOPOHAMH B pPeaTU3aAINH
CTpaTeruyecKux 1enen u
HaIMOHATBHBIX 33144
pa3Butus Poccuiickoit
denepauuu

1. /lemoncmpupyem HA8bIKU MEHCBEOOMCHIBEHHBIX, 6HYMPUOP2AHU3AUU-
OHHBIX U JTUYHOCHIHBIX KOMMYHUKAUUI, 00ecneuenHus 63aumooeiicmeus
0p2aH08 20Cy0apCcmeeHHOl U MYHUUUNAIbHOU 6/1ACIMU U YRPAGIEHUSA CO
eécemu 3aUHMEPECOBAHHLIMU CMOPOHAMU 6 Peanu3ayuu cmpamezuie-
CKUX yeneil u HayuoHAaIbHBIX 3a0ay pazeumus Poccuiickoit @edepayuu.
OdopmuTe TOKIAAHYIO 3aMHUCKY, UCTIONIB3YsI CIIEAYIONUE JaHHBIE: — aape-
caT — 3aBeIyIOIUI OTIeNnoM oOpa3zoBaHus AJIMHUHHCTpanuu r. benropoga
K. B. CmomsHOB; — Tekcet: «llo Bamemy mopydeHHIo MHOIO TpOBEpEHA
MOATOTOBKA MmIKONEI Ne 12 k Hadamy ydeOHOro roja. YCTaHOBIEHO, YTO
KJIACCHBIE ITOMEIIEHHUS CHAOKEHBI COOTBETCTBYIOIIECH MEOENbI0 U 000pya0-
BaHHEM, IIIKOJIa o0eclieueHa HeOOXOIUMBIMA METOIMUECKUMH TTOCOOHSIMHU.
[TemaroruaeckuM MepCcOHAIOM MIKOJIA YKOMITIEKTOBAHAY;, — IOIMHACHIBAET
JIOKJIATHYI0 3alUCKy BEAYIIMH CIICNHUAINCT OTjAela oOpa3oBaHus B. B.
Heunnopenko."

2. Onpedensem npuopumemnsle HANPABGIEHUA MEHCEEOOMCHEECHHDIX,
GHYMPUOP2AHUZAUUOHHBIX U TUYHOCHHBIX KOMMYHUKAYUIL, 0DecneyeHus
63aUMOO0CHCMEUA OP2AHO8 20CYOAPCHBEHHON U MYHUUURAILHOU 61ACU
U YHPAGNEHUS CO 6CEMU 3AUHMEPECOCAHHBIMU CHIOPOHAMU 8 Peaiu3ayuu
cmpamezuyecKux yeseil u HayuonaabHulx 3a0au pazeumusn Poccuiickoii
Dedepayuu

CocraBUTh OJIOK-CXeMy TJIaBHBIX TIieliel (OPMHPOBAHUS SJIEKTPOHHOTO
npaBuTenbcTBA B Poccuiickoit denepanum ¢ y4eToM KOHKPETHBIX €ro
HaIpaBJICHUH (Ha OCHOBE apXHUTEKTYPHI dJICKTPOHHOTO IIPABUTEIHCTBA).
CocTaBHTh CYXIIEHHUE O TIEPCIIEKTUBAX HCITOIH30BAHUIN TEXHOJIOTHIA UCKYC-
CTBEHHOT'O WHTEIUICKTAa JUIS Pa3BUTH KOHIEHIUYM 3JCKTPOHHOTO MPaBH-
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TenbcTBa. KakoBo BiMsiHUE YPOBHS pa3BUTHS WH()OPMAIMOHHOTO OOIIECTBa
Ha JIaHHBIN MPOIECC

3. Bvidensaem ocHoGHble HANPAGNEHUA COBEPUIEHCINBOBAHUA MENCEEOOM-
CMBEHHbBIX, GHYMPUOPZAHUIAUUOHHBIX U JIUYHOCHIHBIX KOMMYHUKAUUIL,
obecneuenus 63aumMoO0eiicCmeus Op2aHo8 20CYOAPCMEEHHOU U MYHUUU-
RANBLHOI 61ACMU U YRPAGNEHUA CO 6CeMU 3AUHMEPECOBAHHBIMU CHIOPO-
HaMU ¢ peanuzauyuu cmpamecuyecKux uenell U HAWUOHAIbHBIX 3a0ay
pazeumusn Poccuiickoii @edepayuu

OO0sbscHHTEe, B KakuxX cpenax pasBopauuBaercsi CMOB mns obecrieueHus
MOJTHOTO IIMKJIa pa3pabdOTKH, TECTUPOBAHHUSA U MPOMBIIUICHHOTO HCIIOIB30-
BaHHUSI BUJIOB CBEJICHU.

O05pscHnTE, HEOOX0ANMMO JH ToaKII09aTh K CMOB nHbopMannoHHyIo cu-
CTeMy MOTPeOHUTENs AJS MOTYYEeHUS BO3MOXHOCTH HCIIOJIB30BAHUS BUIOB
CBEJICHUN MTOCTABIIIMKA.

OO0BsicHATE, KaKkasi OpraHu3aius s[Bisercs oneparopom CMOB.

OObsicHUTE, Kakue CBEACHUS AOCTYNHBI Ha TeXHONOTHYecKOM MopTanie
CMD3B.

O0psicHUTE, 9TO 00MIero Mexay MOJ10 u CMDOB.

OO\ DN A~ W=

O
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IIpumepHBIN NepeyeHb BOIPOCOB K 3a4eTy

. IlonsTe nenonpon3BOACTBA.

. CoBeTckoe J1eJ0MpOn3BOICTBO

. Poiib rocynapcTBa B opraHuzaiuu AeJI0NpOU3BOACTBA.

. MecTo 10KyMeHT0000pOTa B AEITETFHOCTH OPTaHOB BIIACTH.
. Cityx6a 1eonpou3Bo/ICTRa.

. CTpykTypa 1 PyHKIIUU CITYy>KOBI 1ETONPOU3BOICTBA.

. [IpHIIUTIBI 1 METOJIBI OpPTraHU3aIMU JOKYMEHTO000pOTA.

. CiocoObl paloHanu3alu JOKyMEHTO000pOoTa.

. @opMBbI OpraHu3aIi padoThl ¢ JOKYMEHTaMH.

. O6paboTKa MOCTYMAIOIINX JOKYMEHTOB.

. TexHonorus perucTpanuu J0KyMEHTOB.

. O6paboTKa OTIPABISIEMBIX JOKYMEHTOB.

. O6paboTKa BHYTpEHHUX IOKYMEHTOB OpraHU3allUH.

. Opranmsaiys KOHTPOJIS 32 UCTIOJTHEHUEM JOKYMEHTOB.

. [loutoBBIE OTHPABICHUS.

. [ToHsiTHE HOMEHKJIATYPHBIX JEII.

. Buib1 ¥ THITBI HOMEHKJIATYPHBIX JEIT.

. TeXHON0THS COCTaBICHUS HOMCHKJIATYPHBIX JE.

. [TogroToBKa ne K mepeaye B apXuB.

. ApXHUBHOE JIETI0.

. XpaHEHUE U YUET apXUBHBIX JIOKYMEHTOB.

. JlocTyn K apXMBHBIM JIOKYMEHTaM U UX UCIIOJIb30BaHHE.
. Ilpennoceinku BHeApeHUs WHEHOPMAIMOHHO-TEICKOMMYHUKAITMOHHBIX

TEXHOJIOTUH B IMPOUICCChI TOCYAAPCTBCHHOT'O YIIPABJICHUS.
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. 'ocynapcTBeHHble HH(POPMAILIMOHHBIE CUCTEMBI.
. [loHsiTHE NEKTPOHHOTO JOKYMEHTO0O0POTA.
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26. OcoOeHHOCTH M TEXHUYECKHE CPENICTBA, IPUMEHSEMbIE B FIEKTPOHHOM

JIOKyMEHTOOOO0pOTE.

CTH.

27. 3aKoHO/IaTeIbHOE PEryJIUPOBAHUE IIEKTPOHHOTO TOKYMEHTOO00pOTA.
28. IIpo6yieMbl pa3BUTHS IEKTPOHHOIO JOKYMEHTOOOOpPOTa B OpraHax Blia-

29. 3amurta uHpOpMAIUU B CUCTEME AJIEKTPOHHOTO JOKYMEHTO000pOTA.

30. MexxBeJOMCTBEHHOE B3aUMOJICHCTBUE B OpraHax BJIACTH.

31. Crioco6bl1 opraHu3auyi MEKBEIOMCTBEHHOTO B3aUMOICHCTBUS.

32. O0uiee npenCcTaBIEHUE O CUCTEME MEKBEIOMCTBEHHOIO 3JIEKTPOHHOIO

B3aumozeicteus (CMOB).

33. Yuactauku u cpensl CMOB.

34. Mecto CM3B B CTpyKType 3JIEKTPOHHOT'O IPABUTEIHCTBA.

35. MexXBeOMCTBEHHBIN 3JIEKTPOHHBINA JOKYMEHTOOOOPOT.

36. 3akoHogaTenpHOE perynupoBanue CMOB.

37. IlonsTue u BUbI OOpaIeHUN.

38. IIpaBo rpaxkian Ha oOpalIeHUE U €ro pacCCMOTPEHUE.

39. O06s3aHHOCTH OPraHoOB BIIACTU TIPH peaAJM3alMM HACEJICHUEM CBOETO

mpaBa Ha oOpalieHue.

40. MexBeTOMCTBEHHOE B3aUMO/ICHCTBUE MTPU PACCMOTPEHUH OOpAIlICHUIA.
41. IIpobaemsl B chepe paccMoTpeHus oOpaleHui TrpakJaaH U OpraHu3a-

HHﬁ, HaIpaBJICHUA UX PCIICHUS.

42. lludposuzanus npoiecca nojJayu U pacCMOTPEHUST OOpaIlleHH.

43. OcobeHHOCTH 3aIUThl HTHPOPMALMK NPU paboTe C TOKYMEHTaMH.

44. 1TonaTHE NEPCOHAIBHBIX TAHHBIX.

45. O053aHHOCTU OpPraHOB BJIACTU U UX COTPYAHUKOB IMpHU paboTe ¢ Mepco-

HaJIbHBIMH JAaHHBIMH.

46. IlocnencTBusl yTeUKU MEPCOHATBHBIX JIAaHHBIX.

47. CiocoObl 3a1uThl HHPOPMAIIUH.

48. Unentudukaius u ayreHTuQUKaIus.

49. TexHOIOTUYECKUE CPEICTBA 3alTUTHI HH(DOpMAIUH.
50. Enunas cucrema uieHTu(UKAIMY U ayTeHTU(PUKALIUHN.

IIpumepsbl NPAKTUKO-OPUEHTHPOBAHHBIX 3aJaHUM
3aganue 1
CoctaBuTh U OQPOPMUTH COMPOBOJIUTEILHOE MUCHMO OT UMEHU MUHHCTEP-

CTBa B ajpec [lemaprameHTa MpOMBIIIICHHOCTH U UHpacTpyKTyphl IIpaBurtesns-
ctBa Poccuiickon denepany Ha OCHOBE CIIEAYIOLIEH CUTYaALIUU:

MunucrepctBo 3HepreTuku Poccuiickoit @enepanuu (Munsnepro Poccun)

HOJIFOTOBWIIO MPOEKT (peiepanbHOM 11es1eBOM nporpamMmmsl « TOIIIMBO U SHEPTHSD)

[Iporpamma Obuta pazpadoTana o nopydenuto [IpaBurensctBa Poccuiickoi

®epneparuu ot 12.09.2016 Ne 1998-11 u cornacoBaHa ¢ 3aMHTEPECOBAHHBIMHU OpTra-
HuzanusMu. O6beM nmporpaMmmel — 48 1.

[IporpamMmmy HEOOXOAMMO HampaBUTh B 2 3K3. Ha yTBepkiaeHue B IlpaBu-

TesbcTBO Poccuiickon denepanun.
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HGI[OCTaIOHII/Ie PCKBHU3UTHL BBIGpaTB CaMOCTOATCIIBHO.

3aganue 2

CocTaButh 1 0()OPMUTH JOKJIAJHYIO 3aIMCKYy B COOTBETCTBHM C IPUBEACH-
HOW CUTYyaIEH:

B MOCKOBCKOM NI€AArorndecKOM YHUBEPCUTETE CO3JaHbl ITOCTOSIHHO JEH-
CTBYIOILIME KypChl OATOTOBKHU JoronenoB. Kypcel pabdotanu Ha npUHLIUIIE CaMo-
OKYMaeMOCTH, OAHAKO B TEKYLIEM y4eOHOM roay s NPOAOJDKEHUS WX JAESITENb-
HOCTH HEOOXOJIMMO JONOJHUTENbHOE (PUHAHCUPOBaHHE. J[MPEKTOp HHCTUTYTa
C.I1. KoponeBa obpatuinach Kk MUHUCTPY HayKH U BhIcIero oOpa3zoBanus Poccuii-
ckoit denepannu ¢ Mpoch0Oil BBIIECTUTH ABECTH THICSY pyOJeil i MOKBapTalb-
HOTO (PMHAHCUPOBAHHUS ACSATENBHOCTUA KypCOB B TEKylIeM yueOHOM roxay. [Joknan-
Has 3amnKcKa Oblla COCTaBJIEHA 25 aBrycTa MpOILUEIIEro roja, 3aperucTpupoBaHa
3a Ne 31 u B TOT k€ JieHb OTIIpaBieHa B MUHHCTEPCTBO HAyKH U BBICILIEr0 00pa3o-
BaHus Poccuiickon denepanum.

Henocraromye pekBU3UTHI BEIOPATh CAMOCTOSTEIBHO.

3ananme 3

CocTaButh 1 0POPMUTH MpUKa3 00 UTOrax paboThl C TOKyMEHTaMH B Mu-
HUCTEPCTBE HAayKu U BbIcuiero oopazoBanusi Poccuiickoit denepannu B npouea-
meM roay. B koHcTaTtMpyromiel 4acTh yka3aThb HA WTOTHM aHAIW3d, BBIABUBIIHE
HU3KYI0 TpeOOBaTEIbHOCTh PYKOBOJIUTENEH MOAPA3AECICHUN K KadyecTBY IOJATrO-
TOBKHM JIOKYMEHTOB M KOHTPOJIIO 3a UX MCIOJIHEHUEM. B pacnopsaauTensHON 4acTu
NOPYYHUTh PYKOBOAMTENSAM MOAPA3ACIICHUNA YCHIUTh TpeOOBaTEIbHOCTh K Kadye-
CTBY paboOThl C JOKYMEHTaMH, a PYKOBOJMUTEIIO OTHAENa JOKYMEHTALIMOHHOTO
oOecrnieuenus ynpasinenust B.M. PomaHoBoii — pa3paboTaTh MeEpHI MO YIYUIIEHUIO
3TOM paboThl. Hemocraromme peKBU3UTHI BIOPATh CAMOCTOSITENBHO.

3ananue 4

1C: HoxymentoobopoT 8. CrpaBOYHHMKH, BUIBI U IIa0JOHBI JOKYMEHTOB.
VYyet pabouero BpeMeHH.

Boiinute B 1C JJokyMeHTOO00pOT OT MMEHHU JupekTopa denopora.

N3yuute npaBuiia GOpMUPOBAHUS PETHUCTPAIIMOHHOTO HOMEpa IOKYMEHTa B
3aBUCUMOCTH OT ero Buja. Jjist aToro 3aiaure B pazaen HopmaTuBHO-cripaBoyuHast
uHdopMaIus 1 OTKpoiTe Buabsl 1okyMeHTOB. BriOepuTe o/MH U3 BUIOB JOKYMEH-
TOB U OTPEAAKTUPYUTE e€ro. 3ajanTe CpOK UCHOJHEHHUs. 3aaaiite Bectu yder mo
HOMEHKJIaType nein. [IpoBepbsTe HymMepaTop.

Co3spnaiite MHIEKC, CBsI3aHHBIN ¢ Bormpocamu 1esTeIbHOCTH.

Co3znaiiTe HOBBIM TIOKYMEHT, 3apeructpupyire ero. M3yuure npasuna ¢op-
MUpoBaHUsl HoMepa. 3menuTe ¢popMar HoMeEpa U OTMEHUTE 3aTeM U3MEHEHUSI.

B ynpasnennn OusHec-nporeccamu Haiinute [11aGaonb OU3HEC-TIPOIECCOB.
Haiinute mabnon OusHec-mporiecca, CBI3aHHBIM ¢ 00pabOTKOM Baliero JOKyMeH-
Ta, U OTpenakTupyite ero. Eciam Takoro mabioHa HET, CO3/aliTe HOBBIA. 3aTeM
pOBEphTE, KaK OH pabOTaeT.
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Otkpoiite paznen Yuet pabouero Bpemenu. (IIpogomxaem paborarh OT Ju-
na aupexkropa @enopona).

Opranuzyiite yueT pabouyero BpeMeHu AupexkTopa. st aToro nepBoHayvab-
HO HacTpoiTe crpaBouHUK Bunbel padot. Co3naiite HOBy0 padoty CopTUpoBKa
JIOKYMEHTOB.

Cdopmupyiite BpyuHYIO €KeTHEBHbIM oTueT aupekropa demnopoBa, BHECH
Tyzna paboThl, BBHITOJHIEMbIE UM Ha MPOTSKEHUU padovero JHs. 3arojHUTE He-
CKOJIBKO padOT BpYUHYIO, HE 3aIOJIHsS BECh paO0UMil IeHb 10 KOHIIA.

Boiinure B HacTpoliku n anMuHUCTpUpPOBaHKE, U HauauTe B IlepcoHanbHbIX
HacTpolikax Yuer BpemeHu. [loTpeOyem m00aBisTh paboTy B €KEITHEBHBIA OTYET
IIPU BBINOJHEHUU 33]1a4H.

3aiaure B 3agaun gupektopa denopoBa M HAWJIUTE HE3aBEpUICHHbIEC. BbI-
Oepute OJHY M3 HUX U 3aBepmuTe. [Ipu aBTOMaTHUYeCKOM J100aBlieHUM pabOTHI B
€KETHEBHBIM OTUET BBEUTE €€ JJIMTEIbHOCTh U BUJI PAOOTHI.

3aiiaute B Mou OTUETHI AUPEKTOPA U HAUAUTE TaM TEKYIIUWA OTYET C aBTO-
MaTHUYECKH BHECEHHOH paboTOil.

B HopmaTuBHO-cipaBouHO#i uHGopmManuu Haiiautre ['paduku paboThl U
O3HAKOMBTECh C HUMHU. ECIIM BBIIIOJIHUTH 33a/1aHUE HEBO3MOXHO, POAEIIANTE 3TO C
UCIOJIb30BaHuEM on-line Bepcuu mnporpammsbl. [locTpoiite oTueT mo 3arparam
BpPEMEHM 0 UMEroIMMes B 6a3ze naHHbIM. [IpocMoTpuTe BCEe BO3ZMOXKHbBIE BapUaH-
Tbl oTdeTa. HTepnpeTupyiite pe3ynbraThl. Co3mauTe ABYX HOBBIX COTPYIAHHUKOB.
Cozpaitte HOBOE moapaszaeneHue. OTHOrO U3 HOBBIX COTPYIHHUKOB Ha3HAYbTE Py-
KOBOJIUTEJIEM MOIPA3/ICIICHHUS.

IIpumep Oustera aJid 3auera

PenepaabHOE rOCyIapCTBEHHOE 00pa30BaTe/IbHOE 0I01KeTHOE YUpe:KIeHHE
BbICIIET0 00Pa30BaHUA
«@PuHaHcoBbli yHuBepcuter npu Ilpasurenscree Poccuiickoit @exepanumn»
(SIpocnaBckuii punua PUHYHHBEPCUTETA)

Kadenpa «["ocynapcTBEHHOE U MYHUIIMNIATbHOE YIIPABICHUE U MEIMAKOMMYHUKAIIUN
HucuumimHa  «MeXBEIOMCTBEHHbIH JOKYMEHTOOOOPOT U JIIONPOU3BOCTBO B OpraHax rocy-
JapCTBEHHOTO ¥ MYHUIIMIAIBLHOTO YIPABIECHUS

Ounnain Spocnasckuit ®opma 00y4yeHHs OYHO-3a04Has
Cemectp 5 Hanpasnenue 38.03.04«I ocyaapcTBEHHOE M MYHUIIMIIAIIbHOE YIIPABJICHUE)
[Tpodpwmis «"ocyaapcTBEHHOE U MYHUIIMIIAIbHOE YIPABICHUEY

BWIET JUISI TIPOBEJAEHUSA 3AUYETA Ne 1

No Bompock! Ounera MakcuMaibHbIi
n/n Oam1

1 | Buzabsl ¥ TMIIBI HOMEHKJIATYPHBIX JIE]T 15 6annos

2 | Hudposuzamus nporecca mojayu ¥ pacCMOTPEHUsI 0OpaIieHui 15 6annos

3 | IIpakTUKO-OpUEHTUPOBAHHOE 3a/I1aHUE 30 GayoB
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IToarorosun

YT1Bepxkaaro:

3aBenyrommii Kadenpoii
«["ocymapcTBeHHOE M MyHUIINTIATIBHOE
yIIpaBJIeHUE U METHaKOMMYHUKAIIUI) Jlata 20 T

IIpockypuosa K.1O.

7.3. CooTBeTCTBYyIOIIME TPHUKA3bl, PACTIOPSKEHUS] PEKTOpPaTa 0 KOHTPOJe
YPOBHSI OCBOEHHS TUCHMIUIMH M C()OPMUPOBAHHOCTH KOMIETEHIUH CTy/eH-
TOB

[Tpuka3 ot 23.03.2017 Ne0557/0 «O06 yrBepxknenun [lomokenuss o mpose-
JICHUU TEKYIIET0 KOHTPOJIS YCIIEBAEMOCTH U TIPOMEKYTOYHOM aTTecTanuu oOydJa-
IOIKXCS TI0 IMporpaMMaM OakajiaBpuaTta U MaructpaTypbl B @HMHAHCOBOM YHHUBED-
CUTETE» M JIOKaJbHbIE aKThl (PruiMaya Mo JAaHHOMY BONPOCY, pa3MeEIIeHHBIC TIO
cceuike: http://www.fa.ru/fil/yaroslavl/about/base/Pages/oup.aspx

8. IlepeyeHb OCHOBHOM M JIONMOJIHUTEILHON yuyeOHOI JuUTepaTypbl, He-

00X0AUMOi1 1JI1 OCBOCHUSA TUCUMUILIMHBI
HopmaTtuBHBIE aKThbI

1. ®enepanbubiii 3akoH oT 2 mast 2006 roma Ne 59-@3 «O mopsigke pac-
CMOTpeHHUs oOpaieHuit rpaxkaan Poccuiickoit denepanum.

2. ®enepanbubiii 3akoH Poccuiickoit denepaunn ot 27.07.2006 Ne 149-03
«O06 undopmanuu, UHPOPMAITMOHHBIX TEXHOJIOTUAX U 3allUTe HHHOPMALIUK).

3. ®enepanbubiil 3akoH oT 27 utonsa 2010 roga Ne 210-03 «O0 opranuza-
WU NPEIOCTABIICHUS TOCYAAPCTBEHHBIX U MYHUIIUTIAIBHBIX YCIIYT».

4. ®enepanbubiii 3aK0H 0T 22 okTs10ps 2004 roga Ne 125-D3 «O06 apxuBHOM
nene B Poccuiickoit @enepannmny.

5. IlpaBuiia Aenonpou3BoACTBa B (efiepaibHbIX OpraHax MCIOJIHUTEIbHON
BJIacTU. Y TB. nocra”HoBieHueM [IpaBurensctBa PO ot 15.06.2009 Ne 477.

6. [Tocranosnenue IIpaBurensctBa PO ot 25.04.2012 Ne 394 «O mepax no
COBEPIIICHCTBOBAHUIO  MCMOJB30BaHUS  HWHQPOPMAIMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUI B IESITEIbHOCTH TOCYAAPCTBEHHBIX OPTaHOB).

7. lloctanosnenue [IpaBurensctBa PD ot 22 centsops 2009 r. N 754 «O6
yTBepxkaeHun [1010KeHUsT 0 CUCTEME MEKBEJIOMCTBEHHOIO AJIEKTPOHHOTO JOKY-
MEHTO000POTaY.

8. ITocranosnenue IlpaButennctBa PO ot 25.12.2014 No 1494 «O6 yTBep-
xknenun [IpaBun oOMeHa JHOKYMEHTaMU B 3JIGKTPOHHOM BHUJE NPU OpraHU3aIuu
WH()OPMAITMOHHOTO B3aUMOJICHCTBUS.

9. Ilpuka3z PenepanpHoro apxuBHoro areHTcTBa OT 11.04.2018 Ne 44 «O6
YTBEPKJAECHUU MPUMEPHON HMHCTPYKIIUU IO JCJIONPOU3BOJICTBY B TOCYJIApPCTBEH-
HBIX OpPTaHU3AIMIX».

OcHoBHas JMTEpaTypa
1. Hoponuna, JI. A. OpraHuzanus M TEXHOJIOTHSl JOKYMEHTAI[MOHHOTO
oOecrniedyeHusl yrnpaBiaeHus : y4eOHUK U MPakTUKyM 11 By30B / JI. A. JlopoHuHa,
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http://www.fa.ru/fil/yaroslavl/about/base/Pages/oup.aspx

B. C. UputukoBa. — Mocksa : U3narensctBo FOpaiit, 2022. — 233 ¢. — (Bbic-
miee oOpazoBanue). — OOpazoBarenbHas miargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/489555 — TeKcCT : 2IeKTPOHHBIM.

2. Mopo3zoBa, O. A. MHdopmallMOHHbIE TEXHOJIOTUU B FOCYJapCTBEHHOM U
MYHUIIMTIATBHOM YIIpaBJeHUU : yueOHoe nocodue st By3oB / O. A. Mopo3sosa, B.
B. Jlocesa, JI. 1. IBaHoBa. — 2-¢ u3a., ucnp. u gon. — Mocksa : M3naTenscTBo
FOpaiit, 2022. — 142 ¢. — (Bwicuiee o6pazoBanue). — OOpazoBaTenbHas IaT-
dopma HOpaiit [caiit]. — URL: https://www.urait.ru/bcode/493854 — Tekcr :
AIEKTPOHHBIN.

JlonoJIHUTEIbHASI JIUTEpaTypa

3. KupcanoBa, M. B. JlenoBas nepemnucka : yaeOHO-IIpaKTUUECKOE Tocodue /
M.B. Kupcanoa, H.H. Anoauna, FO.M. AkcenoB. — 3-e¢ mu3g. — Mocksa :
NH®PA-M, 2022. — 136 c. — TekcT: HenocpencTBeHHbIN. - (Boiciee obpa3oBa-
Hue: bakanaspuar). - To xe. - 2022. - 3bBC ZNANIUM.com. - URL:
https://znanium.com/catalog/product/1710999 — TekcT : AIEKTPOHHBIH.

4. Kysnenos, 1. H. JlokymeHTalimonHoe odecrnieueHue ymnpasieHus. Jloky-
MEHTOOOOPOT U JIEJIOMPOU3BOJICTBO : yUeOHUK M MPaKTUKyM 1jsi By3oB / U. H.
Ky3znenos. — 3-e uzz., nepepad. u gon. — Mocksa : U3natensctBo FOpaiit, 2022.
— 461 c. — (Bwicmiee obOpazoBanue). - O6pazoBatenbHas miatdgopma HOpaiit
[caiiT]. — URL: https://urait.ru/bcode/488697 - TekcT : 23MEKTPOHHBIH.

5. Pazpopoxnseii, A. A. /JJokyMEHTUpOBaHUE YHPABICHYECKONU AEATEIBHO-
cTH : yuel. nocobue / A.A. Paznopoxubiii. — Mocksa : UHOPA-M, 2018. — 304
c. — (Bwicmiee oOpaszoBanue: bakamnaBpuar). - ObBC ZNANIUM.com. -
URL:https://znanium.com/catalog/product/969585 — TeKcCT : 2eKTPOHHBIA.

6. lllysanosa, H. H. OcHOBBI Aenonpou3BoAcTBa. SA3bIK CIy:KEOHOTO JOKY-
MeHTa : yueOHUK u npaktukym 1jst By30B / H. H. lllyBanosa, A. 0. MBanoBa ; mon
obomeit penakmueit H. H. [llyBanoBoii. — 3-e uzn., mepepad. u gom. — Mocksa :
NznarensctBO FOpaiit, 2022. — 384 c¢. — (Briciee obpazoBanue). — ObpasoBa-
tenpHas miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/487943 —
TeKCT : 2JIEKTPOHHBIN.

IMepuoauueckue U3TaHUS:
I'ocynapctBennas ciryx0a;
BecTHHK TOCYy1apCTBEHHOTO W MYHHUITUTIALHOTO YIIPABJICHUS;
BOITPOCbI T'OCYAAPCTBEHHOI'O MW MYHUIIMUITAJIBHOI'O
VIIPABJIEHU . Public Administration Issues.

9. IlepeueHnb pecypcoB HH(POPMAITMOHHO-TEJIEKOMMYHUKALIMOHHOM
ceTu «AHTEpHET», HEOOXOAUMBIX /IJIsl OCBOCHUSI JUCHUILTHHBI

1. http://archives.ru — opunmansubiii caiiT Pocapxusa.
2 http://www.vniidad.ru — opunmansusiii caitt BHUJIA/L.
3. http://www.profiz.ru — xxypHan «CekpeTapb-pepepeHT.
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4.  http://www.delo-press.ru — xypHan «/[e1ompon3BoaCcTBO U TOKyMEHTO00O0-

POT Ha MPEAIPUITHI.

5. http://www.sekretariat.ru — «PRO-Cekperapuar» (xypHan «CoBpeMeHHbIE
TEXHOJIOTHH JISTIOMPOU3BOJICTBA M TOKYMEHTOO00POTAY).
6. http://sekretarskoe-delo.ru — sxxypnan «Cekperapckoe Aeo.

7. http://e.sekretariat.ru  —
MEHEKEPay.

KypHa

«CripaBOYHHMK cekperaps U odwuc-

8. http://www.vniiki.ru — Online-goctyn x crangaptam ['OCT, OCT, TV,

NCO, MOK, nHOCTpaHHBIM CTaHIAPTAM.

9. http://elib.fa.ru(http://library.fa.ru/files/elibfa.pdf) - anmexTponnas 6GudmmoTe-

ka @unancoBoro ynusepcurera (9b);

10.
11.
ckast 6ubmoreka OHJTAVH»;
12.
13.
14.
dbopmanuu;
15.

http://www.book.ru— snexkrponHo-6mommoreunas cucreMa BOOK.RU;
http://biblioclub.ru_ »3nekTpoHHO-OMOMMOTEUHAsA CcUCTEMA «YHUBEPCUTET-

http://www.znanium.com-— 3JIeKTPOHHO-OMOIMOTEUHas cucTeMa Znanium;
http://elibrary.ru_ HayuHas snexTpoHHast Oubnunoreka elLibrary.ru;

http://www.pravo.gov.ru_ opuIUaIbHBI WHTEPHET-MOPTAT TPABOBOM WH-

http://smev3.gosuslugi.ru/portal/ cucrema MeXBEIOMCTBEHHOI'O 3JICKTPOH-

HOTO B3aumojierictBus. TexHnonornueckuii noprai CM3B 3.0;

16.

http://rkn.gov.ru/it/register/# peectp (enepanbHbIX rOCyJapCTBEHHBIX WH-

dbopmannonssix cucteM (Pockomuanzop Poccun);

17.
denepanum.

https://www.gosuslugi.ru mopTaji TOCyAapCTBEHHBIX ycayr Poccuiickoii

10. MeToanueckne YKa3aHus JJisd oﬁyqamumxca 0 OCBOCHHIO JUCIHUITJIMHBI

HaumeHoOBaHHE METOMUYECKUX MaTEpH- Ton MecToHax0Xk/ICHHE MaTepraa

aJioB I 00yYaIOITIXCS yTBEp- (ccpuika Ha caifT (humrana)
KICHUS

baprenes B.A. Meroanyeckue peko- https://cloud.mail.ru/public/CnoV/cYBRvyAHR

MEHJIAIIMK 10 BBIMOJHEHUIO KOHTPOJIb-

HOU PabOThI MO AUCHUILTHHE «MexBe-

JTOMCTBEHHBIN JTOKYMEHTOOOOpPOT U Je-

JIONPOU3BOCTBO B OPraHaX TOCYJAP- | 5y

CTBEHHOT'O W MYHHIIUIAIBHOTO YIIpaB-
JICHUS» JJISl CTYIEHTOB, OOYYaroIIMXCs
mo HampasiieHnto moaroToBku 38.03.04
«"ocymapcTBeHHOE W MYHHUITUTIAIIEHOE
YHPaBICHHUE)

IIpuka3 @uHyHHUBEpPCUTETA oT
14.05.2021 r. Ne 1040/0 «OG6 ytBep-
KICHUM METOJUYECKHX pPEeKOMEHIAIUI
0 TJIAHWPOBAHUIO U OPTaHM3AINN BHE-
ayIUTOPHONU CaMOCTOSITEIEHON pPabOTHI
CTYAEHTOB 1O 00pa30oBaTeIbHBIM IIPO-
rpaMMaM OakanaBpuaTa W MarucTpary-
pbl DUHAHCOBOM YHHUBEPCUTETE

http://www.fa.ru/univer/DocLib/%D0%9C%D0%B5%D
1%82%D0%BE%D0%B4%D0%B8%D1%87%D0%B5
%D 1%81%D0%BA%D0%B0%D1%8F%20%D1%80%
D0%B0%D0%B1%D0%BE%D1%82%D0%B0/%D0%
9F%D1%80%D0%B8%D0%BA%D0%B0%D0%B7%D
1%8B%20%D0%A4%D0%B8%D0%BD%D0%B0%D0
%BD%D1%81%D0%BE%D0%B2%D0%BE%D0%B3
%D0%BE%20%D1%83%D0%BD%D0%B8%D0%B2
%D0%B5%D1%80%D1%81%D0%B8%D1%82%D0%
B5%D1%82%D0%B0/%D0%9E%D0%B1%D1%89%D
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0%B0%D1%8F/%D0%9F%D1%80%D0%B8%D0%BA
%D0%B0%D0%B7%20%E2%84%96%201040_%D0%
BE%20%D0%BE%D1%82%2011.05.2021.PDF

11. Ilepeyenb HHPOPMALMOHHBIX TEXHOJOTMH, MCIOJb3yeMbIX NpPH OCY-
IIeCTBJEHUN 00pa30BaTEJIbHOI0 Mpolecca Mo AUCHUILINHE, BKIWYas mepe-
YeHb HEO00XO0AUMOr0 MPOrPaMMHOI0 odecneyeHusi 1 MHPOPMALMOHHBIX CIIPa-
BOYHBIX CHCTEM

11.1. Komniexkm auueH3uoHH020 RPOZPAMMHOZ0 0DechedeHuA:

1. KommbroTepubsie mporpammsl oOmiero HazHadenus Windows, Microsoft-

Office
2. AHTHBHpYCHAs IPOTrpaMMa.

11.2. Cospemennvie npogheccuonaivrvle 6a3vl OAHHBIX U UHGOPMAUUOHHBLE
CHPABOYHbBIE CUCH EMDBL

Tabnuna 8§ — Ucnons3yemsbie npodeccuoHanbHbie 0a3bl JaHHBIX U HHGOPMAIIOH-
HBIE CITPABOYHBIE CUCTEMBI

Ha3zBanue pekoMeHIyeMbIX TEXHUYECKUX U KOM-
Neri/mn HaumenoBanue pa3nenos u Tem
MIBIOTEPHBIX CPEJCTB O0yUEHUS
1 [IpaBoBast 6a3za nanubix «KoncynprantlLirocy Tewmsl 1-8

11.3. Cepmugpuuuposannvie npozpammusle U AnnapamHvle cpeocmea 3a-
wumal UuHGopmayuu: He npedycmompetbl.

12. Onucanue MaTepuaJbHO-TEXHUYECKOH 0a3bl, HEOOXOAMMOU JIA

OCYLLIECTBJICHHS1 00Pa30BaTEJbHOI0 MPOLECCA MO0 JMCHHMIINHE

MarepuanbHO-TexXHUYECKass 0a3a, KOTOpoi pacrnonaraet SApocinaBckuil (u-
mnan OUHyHUBEpPCUTETA: ayIUTOPHBINA (DOHJ, KOMIIBIOTEPHBIE KJIACCHI U AP.

JIeKUMOHHBIE M TPAKTUYECKUE 3aHATUS MPOBOAATCS B MYJIbTHUMEIUINHBIX
ayauTopusx (uiauana, a Takke B 000pYJOBAaHHBIX KOMIIBIOTEPAMH U MYJIbTHUME-
JTUITHBIM 000pYy/I0BaHUEM KJlaccax.

[Ipodeccopcko-negarorndeckuii = cocTaB  3HAKOMHUTCS € IICHXOJIOTO-
(U3MONIOTMYECKUMU OCOOEHHOCTSAMHU OOYYarOIIMXCsl WHBAJIUAOB U JIUI[ C OTPaHH-
YEeHHBIMU BO3MOXHOCTSAMHU 370pOBbs. [Ipn HEOOXOAMMOCTH OCYLIECTBISETCS J10-
NOJIHUTEIbHAS TOJAJIEPKKA IMPENOJIaBaHUS ThIOTOPAMM, ICHUXOJIOTAMH, COLUAIb-
HBIMU paOOTHUKAMHU, IPOLIEAIINMHU OJITOTOBKY aCCUCTEHTaMH.

B cooTBeTCTBUMM C METOAMYECKUMH pekoMeHaanusiMu MunobpHayku Poc-
cuu (yrBepxaeHsl 08.04.2014 Ne AK-44/05BH) B Kypce mpeanojaraeTcsi UCIoJib-
30BaTh COIMAJIbHO-aKTUBHBIE U pe(]ieKCUBHBIE METOAbl OOYyYEHHsSI, TEXHOJOTUU
COLIMOKYJIbTYPHOM peadMIMTALMKU C LEIbI0 OKa3aHUs MOMOIIM B YCTaHOBJIEHUU
MOJIHOLEHHBIX MEXJIMYHOCTHBIX OTHOILIEHUN C JPYTHUMH CTYJIEHTAMHU, CO3/IaHUU
KOM(OPTHOIO INCUXOJIOIMYECKOr0 KJIMMara B CTyJeHueckod rpynne. Ilonbop u
pa3paboTka yueOHBIX MaTEpUaIOB MPOU3BOAATCA C YUETOM IIPEIOCTABIICHUS MaTe-
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puasia B pa3iu4HbIX (opMax: ayJauanbHOMN, BU3YaIbHOM, C UCIOJIB30BaHUEM CIIe-
[UAJTBHBIX TEXHUYECKUX CPEACTB U MHGOPMAIIMOHHBIX CUCTEM.

OcBoenue qucuumuinHel dunamu ¢ OB3 ocyiecTBisieTcs ¢ UCIOJIb30BAHUEM
CpelCTB 00yueHHUsI OOIIETO U CIIENUATBLHOTO HAa3HAUYEHUs (MEPCOHAIBHOTO M KOJI-
JIEKTUBHOTO HCIOJIb30BaHUs1). MarepuaibHO-TEXHUYECKOEe OOecreueHrue Mpemy-
CMaTpUBAET IPUCIIOCOOJIEHNE ayIuTOpUi K Hykaam jul ¢ OB3.

dopMa npoBeIeHUS aTTeCTAllMU JIJIsl CTYI€HTOB-UHBAJIMIOB yCTaHABINBACT-
Csl C yUYETOM MHAMBUAYAIbHBIX MCUXO(U3UUECKUX 0coOeHHOCTeN. J{Jisi CTyAeHTOB
¢ OB3 npenycmarpuBaercst 1oCTymHas ¢hopMa MpeaoCcTaBIeHUs 3aaHU OIICHOY-
HBIX CPEJICTB, & UMEHHO:

—B [€YATHOW WJIM 3JEKTPOHHOU GopMe (A1 ULl ¢ HAPYIIEHUSIMH OIOPHO-
JIBUTATEJILHOTO ammnapara);

—B NIEYaTHOM (POpME WIIM 3IEKTPOHHOM (pOpME C YBETUUEHHBIM HIPUPTOM U
KOHTPACTHOCTBIO (JUIs JIUI] C HAPYUICHUSIMU CITyXa, peUH, 3pEHUs);

—METOJIOM YTEHHUs aCCUCTEHTOM 3aJaHus BCIYX (Ul JIUI] ¢ HAPYIICHHUSIMHU
3peHHUs).

CryaeHTamM ¢ MHBAIMIHOCTBIO YBEIMYMUBAECTCS BpEMs Ha IOATOTOBKY OTBE-
TOB HAa KOHTPOJbHBIE BONPOCHL. JlJII TaKMX CTYIEHTOB NpPELyCMaTpHUBAETCS I0-
cTynHas (opMa IpeI0CTaBIICHUSI OTBETOB Ha 3aJaHMsl, @ UMEHHO:

—UCbMEHHO Ha Oymare uiu HabOpOM OTBETOB Ha KOMIIbIOTEpE (IUIsl JIUI] C
HapyLIEHUSIMU CITyXa, PeUn);

—BBIOOPOM OTBETA U3 BO3MOXHBIX BAPUAHTOB C UCIOJB30BAHUEM YCIIYT ac-
CUCTEHTA (7151 JINL] C HAPYIIEHUSIMU ONOPHO-BUTATENBHOTO aIIapaTa);

—yCTHO (AJI JUI C HAPYIICHUSIMU 3PEHUS, OMIOPHO-ABUTaTEIBHOTO anmnapa-
Ta).

IIpu HeoOXomMMOCTH Jisi OOyYaroUIUMXCS C HUHBAIUAHOCTBIO MpolEaypa
OLIEHUBAHUS PE3yJbTAaTOB 00YUEHHSI MOXKET TPOBOAUTHCS B HECKOJIBKO 3TAIOB.
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