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1. HaumeHoBaHue QMCHHUIIIMHBI
MexBEeJOMCTBEHHBI JJOKYMEHTOOOOPOT U JAEJIIONPOM3BOJICTBO B OpraHax
rOCYIapCTBEHHOIO U MYHULIMIIAJBHOI'O YIIPABJICHUSA

2. llepeveHb MIAHUPYEMBIX Pe3yJIbTATOB OCBOEHHSI 00pPa30BaTebLHOM MPOrpaMMbl
(mepeyeHb KoOMIeTeHHHH) ¢ YKa3aHHeM WHIMKATOPOB MX [OCTH:KEHUS] U
IJIAHUPYEMBbIX Pe3yJIbTATOB 00y4YeHHUsI M0 AUCHHUILINHE

Tabnuua 1 — Jlns npuema 2024 r.

Kon HaumeHoBanue NHaukaTopbl Pe3yabTarnl 00yueHus (YMeHUs U

KOMIIe [KOMIIEeTEeHIHU OCTHKEHU S 3HAHMS1), COOTHECEHHbIE ¢

TeHIU KOMIeTeHIu HHANKATOPAMM 10CTUKEHUSI

U KOMIIeTEeHIIUN

[TKH-7 |CniocoOHOCTh 1. JleMoHCTpHpYyET 3HATh:
[IPUMEHSTh 3HAHUS B chepe - cbhepy wuH(DOpPMAITMOHHO-
MH(POPMAITMOHHO- nH(OpMaIMOHHO- KOMMYHUKAIIMOHHBIX ~ TEXHOJIOTHUH,
KOMMYHUKAITMOHHBIE  ([KOMMYHHKAITMOHHBIX nH(GOPMALMOHHON 0e30MacHOCTH ¥
TEXHOJIOTHH, OCHOBHBIETEXHOJIOTHH, 3amuThl  MHGOPMAIMH, OCHOBHBIC
MTOJIOKEHUS WH(POPMAITMOHHOMN MOJIOKEHNUS ~ 3aKOHOJATEeNbCTBA O
3aKOHO/IATENIbCTBA 0/0€30MacHOCTH Y 3allUTHIIEPCOHAIBHBIX JaHHBIX, 00 OOMmMX
MEePCOHANBHBIX JTAHHBIX, MHDOPMAIINK,  OCHOBHBIX|[IIPUHIIUIIAX (G YHKIIMOHUPOBAHUS
00 OOmMX NPUHIMNAX|[TOJ0KEHUH CHUCTEMBI 3JIEKTPOHHOTO
(YHKIIHOHUPOBAHUS 3aKOHO/IaTEIbCTBA OIPaBUTENbCTBA JUISI  OpraHU3ALNH
CUCTEMbI AJIEKTPOHHOTO[[IEPCOHAIBHBIX JAHHBIX, 00 IOKYMEHTO0000pOTa
[IPaBUTEIBCTBA JUTSOOIIMX MIPUHIUIIAXTOCYIaPCTBEHHBIX u
obecrieueHus (GYHKIIMOHUPOBAHUS MYHULUIIAJIBHBIX OPraHOB BJIACTH M
NEeATENbHOCTH CUCTEMBI  DJIEKTPOHHOTO|yIIPABIICHHUS,;
FOCYJApCTBEHHBIX M [IPABUTEJIbCTBA JULS] yMeTh:
MYHUITATIATBHBIX obecrieueHus - HCIIOJIb30BaTh chepy
OpPraHoB  BJACTH  H|IEATEIbHOCTH nH(OPMALMOHHO-
YIPaBIICHUS rOCyJapCTBEHHBIX WKOMMYHHKAllMOHHBIX  TEXHOJIOTUH,

MYHULIUNIAJIBHBIX OPraHOBUH(POPMAIIMOHHON O€30MacHOCTH U
BJIACTHU U YIIPaBJICHUSI. 3amuThl  MHGOpPMALMM, OCHOBHBIE

[OJIOKEHUS  3aKOHOJATEILCTBA O
MEePCOHAIBHBIX JaHHBIX, 00 OOIIUX|

PUHIIATIAX GbYHKIIMOHUPOBAHHS
CHCTEMBbI SIIEKTPOHHOTO
NpaBUTEIbCTBA JUII  OpPraHU3alUH
TOKYMEHTO0000pOoTa
rOCY/IapCTBEHHBIX u
MYHHUIIATAIBHBIX OPraHOB BJIACTH H
yIIpaBJICHUS.

2. Bnaneer HaBbiKamu 3HATH:

coopa, 00paboTKH| - coop, 00paboTKYy|

UHPOpPMALUK U ydacTusi BUH(OpMAIMM TIPU OCYIIECTBICHUU

UHpOpMATU3AITUU NTOKYMEHTOOOOpOTa M Y4acTHsl B

eI TeTbHOCTH UHpOpMATU3AIUU JEeSITEITbHOCTH

COOTBETCTBYIOIINX COOTBETCTBYIOIIIUX OPTAaHOB BIIACTH;

OpraHoB BJIACTH u yMeTh:

OpraHu3aIui. - POU3BOANTH coop,

00paboTKy uHpOpMauu npu
OCYIIECTBICHUN JOKYMEHTOO0OPOTa|




TOCYJapTBCHHBIMU OpraHaMiu BJIACTH.

3. [Ipumensier
UH(POPMALMOHHO-
KOMMYHHKAIIMOHHBIE
TEXHOJIOTUH, HHCTPYMEHTHI
U METOJIBI
UH(POPMALMOHHOM
0€30I1aCHOCTH U 3aIlUTHI
uH(pOpMaIMU, OCHOBHbBIE
TIOJIOKECHHS
3aKOHO/IaTENILCTBA O
NIepCOHAJIBHBIX JTaHHBIX, 00
00LIMX MPUHIIUIIAX
(yHKIIMOHUPOBAHUS
CUCTEMBI AJIEKTPOHHOTO
MPABUTEIHCTBA JIJIS
o0ecrieueHusI
NesITeIbHOCTH
rOCyJapCTBEHHBIX U
MYHUITUTIATEHBIX OPTaHOB
BJIACTH U YIIPABICHHUS.

3HATH:

- MH(OPMaLMOHHO-
KOMMYHHUKAIIHOHHBIC ~ TEXHOJIOTHH,
WHCTPYMEHTBI u METO/TBI
WH(OPMAITMOHHON 0€30MacHOCTH |
3amuThl  WH(GOpPMAIMU, OCHOBHEIC
MOJIOKCHUST  3aKOHOJIATENIbCTBA O
MEePCOHAIBHBIX JaHHBIX, 00 OOIIUX|
MIPUHIIAIIAX (YHKITMOHHPOBAHWS]
CUCTEMBI AIIEKTPOHHOTO
MIPaBUTEIILCTBA B
MEXBEIOMCTBEHHOM
TOKyMEHTO000pOTE u
TICIIOTTPOU3BOICTBE TSI OOCCIIeUeHUS]
NEATEIEHOCTH TOCYJapCTBEHHBIX M|
MYHHIIMITATLHBIX OPraHOB BIIACTH W
VITPaBJICHUS,

yMeTh:

- HCIIOJTb30BATH
nH(pOpMaIMOHHO-
KOMMYHUKAIIUOHHbIE  TEXHOJIOTHH,
WHCTPYMEHTBI u METO/IbI
nH(pOpMaITMOHHOW 0E30MacHOCTH M|
3amuThl  MHGOpPMAlMM, OCHOBHBIE]
MOJIOKEHUS ~ 3aKOHOJIATEeNIbCTBA O
MEePCOHAIBHBIX JaHHBIX, 00 OOIIUX|
MPUHIIUIIAX (YHKIIMOHUPOBAHHUS
CUCTEMBI AIEKTPOHHOTO
MPaBUTENIbCTBA B
MEKBEIOMCTBEHHOM
TTOKyMEHTO000pOTe u
IEJIONPOU3BOJICTBE AJIsI OOecTeueHus]
NESTEIbHOCTH TOCYJapCTBEHHBIX M
MYHUIIMIIAJIBHBIX OPraHOB BIACTH H

yIIpaBJICHUS.
[TKH-8 |CnocoOHOCTh 1. JemoHcTpupyeT 3HATD.

OCYIIECTBIISTh HABBIKH - MEXBEJIOMCTBCHHBIE,
MEXBEJJOMCTBEHHBIE,  [MEKBEIOMCTBEHHBIX, BHYTPUOPTaHU3AI[MOHHbBIE u
BHYTPHUOPTAaHU3ALMOHH (BHYTPUOPTaHU3AIIMOHHBIX |THYHOCTHBIX KOMMYHUKAIIUH,
bIe U JTUYHOCTHBIE U JMYHOCTHBIX|0OECTIeYeHUS B3aMMOJICHCTBHUS]
KOMMYHHKAITIH, KOMMYHHKAIIHH, OpraHoB rocyJapCTBEHHON "
oOecrieunBaThb obecrieueHus MYHHUIIUTTATbHOM BJIACTH u
B3aMMO/ICHICTBUE B3aMMOJICHCTBUSL  OPraHOB|YIIPABIICHUS co BCEMU
OpraHoB roCy/1apCTBEHHOM M[3aWHTEPECOBAHHBIMH CTOPOHAMH C
rOCYyIapCTBEHHOU U MYHUIIUIIATFHOW BJIACTH HIOMOIIBIO  JOKYMEHTOOOOpOTa B
MYHHIIMITAIEHOW BIIACTH [YIIPAaBIEHUS CO  BCEMHIpealM3allii CTPATeTHYECKUX LeTiei U
1 yIIPaBJICHUS CO BCEMU [3aMHTEPECOBAHHBIMU HAI[MOHANBHBIX ~ 337a4  Pa3BUTHS]

3AUHTCPCCOBAHHBIMU

CTOpOHaMH B pcCain3aluy

4

Pocculickoit denepanuu;



CTOPOHAMH B
peanusanuu
CTPATETHUYECKUX LEeNei
1 HAllMOHAJIbHBIX 3a/1a4
pa3zButus Pocculiickon
Denepaunn

CTpaTeruuyeckux Lenerd wu yMeTh:

HAI[MOHAJIbHBIX 3a1a4 - UCII0JIb30BaTh

pa3BUTHSA PoccuiickoiiMeXBEeIOMCTBEHHBIE,

denepanui. BHYTPUOPraHU3ALMOHHBIE U
JTUYHOCTHBIX KOMMYHHKAIUH,
obecrieueHust B3auMOICHCTBUS
OPraHoB TOCYJapCTBEHHOU U
MYHULIMIIAJIbHOM BJIACTH U
YIPaBJIEHUS CO BCEMU
3aMHTEPECOBAHHBIMU CTOPOHAMM C
MOMOIIBIO JJOKYMEHTO000POTa B
pean3aluy CTPATErMYECKUX LEIeH U
HAI[MOHAJIbHBIX 33/1a4 Pa3BUTH
Poccuiickoit @enepanuu.

2. Omnpenenser 3HATh!

MIPUOPUTETHBIE - IPUOPUTETHBIE HANPABJICHUS]

HaIpaBJICHUS MEKBE/IOMCTBEHHBIX,

MEXBEJJOMCTBEHHBIX, BHYTPHOPTaHU3AIIMOHHBIX "

BHYTPUOPTaHU3AIMOHHBIX |JTHYHOCTHBIX KOMMYHUKAIUH,

151 JMYHOCTHBIX|0OECTIeueHUS B3alMO/IEHCTBUS]

KOMMYHHKAIUH, OpraHoB rOCyAapCTBEHHOMN 51

obecrneueHus MYHUIIUTIAJTbHOM BJIACTH u

B3alMO/JICHCTBUSL  OPraHOB[yIIPABIICHUS co BCEMU

roCyJapCTBEHHOM M3aMHTEPECOBAHHBIMA CTOPOHAMH

MYHUIUIIAJBHON BJIACTH H[IOMOIIBIO MEKBEJIOMCTBEHHOI'O

yIIpaBJICHUS CO  BCEMHUIOKYMEHTOOOOpOTa y

3aMHTEPECOBAHHBIMHU NIEI0NPOU3BOJICTBA B oprasax

CTOPOHAMH B pEANIM3alUUOCYAAPCTBEHHOTO n

CTPATETMYECKUX LEeJIeH HWMYHULUIIAJBHOTO  YIPABICHHUS B

HAI[MOHAJIbHBIX 3aza4
pa3BUTHS Poccuiickoif
denepanuu.

peann3aliy CTPATerHYSCKUX IeIei 1
HallMOHAJIBHBIX  3a/Ja4  Pa3BUTHS
Poccuiickoit dexnepaiuu;

yMeTh:

- HCIOJIb30BATH)
MIPUOPUTETHBIE HaIpaBJIeHUs
ME)KBEIOMCTBEHHBIX,
BHYTPUOPraHU3AIMOHHBIX u
JTMYHOCTHBIX KOMMYHUKAIIUH,
oOecrieyeHus B3aUMOJIECHCTBHSI
OpraHoB rocyapCTBEHHON u
MYHHUILIUTTATbHOM BJIACTHU H
yIIpaBICHUS co BCEMU
3aMHTEPECOBAHHBIMU  CTOPOHAMHU
MTOMOIIBIO MEXKBEIOMCTBEHHOT'O
TOKyMEHTO000pOTa u
NIEIONTPOM3BOICTBA oprasax
rOCy/IapCTBEHHOTO u
MYHHUIIUIIAILHOTO ~ YIIPaBJICHHUS B
peann3aluy CTpaTerndecKuX 1emei u
HAI[MOHANBHBIX  337a4  Pa3BUTHS]

B

Poccuiickoit denepanuu.



3. Brinenser 3HATh:

OCHOBHBIE  HalIpaBJICHUS - OCHOBHBIC  HallpaBJICHUs
COBEPILECHCTBOBAHUSA COBEpPILECHCTBOBAHUS

MEKBEIOMCTBECHHBIX, MEKBEIOMCTBECHHBIX,

BHYTPUOPraHU3ALMOHHBIX [BHYTPHOPraHU3ALMOHHBIX "
151 JIMYHOCTHBIXJINYHOCTHBIX KOMMYHUKAIIHUH,
KOMMYHUKAIUH, obecrieueHus B3aUMO/JICUCTBUS]
obecrneyeHus OpraHoB rOCyAApCTBEHHOMN "
B3aUMOJCUCTBUSA OPraHOBMYHULMIIATIBHOMN BJIACTU 51
roCyJIapCTBEHHOMN W yTIPaBJICHUS c IIOMOIIIBIO
MYHHUIMIIAJBHON BJIACTH HMEKBEIOMCTBEHHOTO

yIpaBJICHUS CO  BCEMHUIOKYMEHTOOOOpoTa )7l
3aMHTEPECOBAHHBIMHU NIEJI0NPOU3BOJICTBA co BCEMH|

CTOPOHAMU B peATH3AIMU3ANHTEPECOBAHHBIMU CTOPOHAMH B
CTpPaTeTUUECKUX IIeJell H[peain3alluy CTPATErHIYeCKUX IeJIeH U]

HaIlMOHAJIbHBIX 3aJa4HAlAOHAJIBHBIX ~ 337a4  Pa3BUTHUS
pa3BUTUA PoccuiickoiiPoccuiickont denepannu;
denepanuu. YMeThb:
- oOecrneunBaTh
COBEPIICHCTBOBAHUE
B3aUMOJICUCTBHUA OPraHoB

rOCy/IapCTBEHHOW Y MYHUILIMIAIbHOU
BJIACTH M YIPABICHUS C IMOMOIIBIO

ME)XBEIOMCTBEHHOTO
TOKYyMEHTOO00O0POTa u
NIeTTOTIPOU3BO/ICTBA co BCEMHU|

3aMHTEPECOBAHHBIMU CTOPOHAMH B
peann3alii CTPATErHYSCKUX Ieei 1
HallMOHAJIBHBIX  3a/ad  Pa3BUTHS
Poccuiickoit denepaiumu.

3.MecTo IMCHMILIUHBI B CTPYKTYpPe 00pa30BaTeIbHOM MPOrpaMMbl

Jns npuema 2024 1. mucuuiuimHa «MeEXBEIOMCTBEHHBIM JOKYMEHTOOOOPOT U
JEJIOMPOU3BOICTBO B OpPraHax roCyAapCTBEHHOIO M MYHUIMIAIBHOIO YHPABICHUS»
OTHOCUTCS K MNpeanpoduiaIbHOMYy MpOQPECCHOHATEHOMY UMKy HaIlpaBJICHUS
noarotroBku 38.03.04 ['ocygapcTBEHHOE U MYHULIMIIATBHOE yIIPaBICHUE.

4. O0beM JUCUMILIMHBI (MOAYJISI) B 3a4€THBIX €IMHUIIAX U B AKaJIeMUYeCKUX
yacax ¢ BblIeJIeHMeM o00beMa ayaIMTOPHON  (JIEKUMHM, CEeMHHapbl) H

CaAaMOCTOSITEJIbHOM Pa0oThl 00y4ar0IUXCH

Ta6muna 2 — I npuema 2024 r.

. Bcero (B 3/e n yacax 4 cemecTp (B yacax
Bua yuyeOHo# padoTsl mo cero (s 3/e ) P( ) ounas
¢opma
AUCHHILTHHE
OO01mas Tpy10eMKOCTh 4 3.e. 144 uacos 144
JAUCHUTLTAHBI
Konmaxkmmnasa paboma - 50 50




AyoumopHnuie 3auamus

16 16
Jlexyuu
Ipaxmuuecxue u cemunapcxue 34 34
3anamus
94 94
Camocmoamenvhan paboma
Bun Texyiiero KoHTposist KontponpHas paborta KonTpobHas pabora
By npomexyro4Hoi arrecTanuu 3a4eT 3a4eT

5. Conep:kanue AUCUMILUIMHBI, CTPYKTYPUPOBAHHOE MO TemMaM (pasaesiam)
AUCHUIUVIMHBI € YKa3aHHMeM HX 00beMOB (B aKaJeMHYeCKMX 4Yacax) U BHIAOB
y4eOHbIX 3aHATHH

5.1. Coanepxanue TMCHUILTHHBI

Pasgen 1. CymHocTb, 3BOJIOIMA M TOCYJAPCTBEHHOE peryJupoOBaHHe
JeJIONPOU3BOACTBA

Tema 1. CymHoCTb, CTPYKTYPA U OCHOBHbIC IIOHATHS AeJIONPOU3BOACTBA

CylHOCTh M CTPYKTypa JEJIONPOU3BOACTBA, HA3HAYECHUE TOKYMEHTHUPOBAHUS U
opraHuzanuud paboTel ¢ jJokyMeHTamu. OOlee W CHelUanbHOE J1eTONMPOU3BOICTBO.
Oco0eHHOCTH JENONMPOU3BOICTBA B OpraHax TroCyJapCTBEHHON BIACTH W MECTHOIO
CaMOYMpPAaBJIEHUS, TOCYAAPCTBEHHBIX U MYHULIMIAIBHBIMU MPEANPUATUAX U YUPEKIIE-
HUSIX, HAYYHBIX, 00pa30BaTEIbHBIX, OOIIECTBEHHO-TIOJUTUYECKUX, KOMMEPUYECKUX U
HEKOMMepUeckux opranuzanusax. [lonstus mndopmanuu, cBeIeHUN U JOKYMEHTHUPO-
BaHHON MH(popManuu (JOKyMEHTa) B yrpaBieHUH. JJOKyMEHT Kak OOBEKT Peryiupo-
BaHUs, €ro CBOMCTBA U NMpu3Haku. OyHKIMHU U BUIBI TOKYMEHTOB, UX KJIacCHU(pUKAIIMS,
CBSI3b C COJIEpKAHUEM YTpaBlIeHUsA. YHUDUKAIMSA U CTaHIAPTU3AIUS YIIPABICHYSCKUX
JOKYMEHTOB.

Tema 2. UcTopusi pa3BUTHS 0T€4eCTBEHHOIO /1€JI0NPOU3BOICTBA

3apok/ieHHe U CTaHOBJIEHHE PYCCKOTO JEJIOMPOU3BOJACTBA, MpaBWIa U OCOOCH-
HOCTH pETyJIMPOBAHUS MPHUKA3HOTO JAeNOoNpou3BoacTBa. DopMHUpOBaHHE 3aKOHOJA-
TEJIbHOTO PEryJIHpPOBaHUS OTEUECTBEHHOTO JEJIOMPOU3BOJACTBA, IpaBUja U OCOOCH-
HOCTH KOJIJIEXKCKOTO JeJOoNpon3BoaAcTBa. OCHOBHBIE XapaKTEPUCTHKU U OCOOEHHOCTH
pEryJIupoOBaHusl MHUHHMCTEPCKOIO JEJIONpOou3BoACTBA. POPMHUPOBAHME TEOPUHU IEJIO-
nponsBoacTBa. OCOOEHHOCTH COBETCKOIO JIEJIONPOU3BOACTBA M €r0 PEryJupOBAHMS.
CrangapTu3aiusi JOKYMEHTUPOBAHUS YIPABICHYECKOW JEATEIBHOCTH M PaboOThI ¢
HUMH. CTpPYKTypa U OCHOBHBIE TOJIOXKEHHSI TOCYJAapCTBEHHON CHUCTEMbl JTOKYMEHTa-
IIMOHHOTO obecreyeHust ynpasieHus. OCHOBHBIE Ye€PThl U OCOOEHHOCTH COBPEMEHHOTO
JIEIONIPOU3BOJICTBA, JOKYMEHTAIIMOHHOTO OOECIEYCHUsS] YMIpPAaBICHUS W YIPABIICHHUS
JOKYMEHTaMHM, UX UCITOJIb30BaHUE B TOCYAAPCTBEHHOM U MYHULIMIIAJIBHOM YIIPABJICHUM.

Tema 3. HopmaTtuBHassi mnpaBoBas M  MeTOAUYECKAss  OCHOBa
JeJIONPOU3BOACTBA

CymHOCTE M CTPYKTypa rOCYyIapCTBEHHOI'O PETYIMPOBAHUSA AEIONPOU3BOIACTBA.
OCOOEHHOCTM M COOTHOILIEHHE 3aKOHOJATEJIBHOrO M MOJA3aKOHHOIO, HOPMAaTHBHOTO
IIPAaBOBOI'0 U METOAWYECKOIO PEryJMPOBAaHMS AEJIONpon3BoACcTBa. COCTaB U CTPYKTypa
HOPMAaTUBHOW MPABOBON U METOJAMYECKON OCHOBBI JIETONPOU3BOACTBA, POIb U OOBEKTHI
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pEryJIMpOBaHUs 3aKOHOJATENIBHBIX AaKTOB W HOPMATHBHBIX IPaBO-BbIX aKTOB
(enepanbHbIX OpPraHOB MCIHOJHUTEIBHON BIIACTH, HAUMOHAIBHBIX M JIO-KaJbHBIX
HOPMATHBHO-METOANYECKUX TOKyMEHTOB. Ha3zHaueHue, CTpykTypa M 0CO-OCHHOCTH
uCroyib30BaHusl ['ocyaapCcTBEHHOW CHCTEMBI JOKYMEHTAIMOHHOIO oOecne-yeHus
ynpasienud. CTpykrypa u npumenenue [IpaBun genonpousBoacTBa B (helie-paibHbIX
OpraHax MCHOJIHUTEJIbHOW BJIACTH. MyHHUIIMIIANBHBIE IIPABOBBIE AKTHI, PE-TYJIUPYIOLIHE
TEJIOIIPOU3BOCTBO.

Pazaea II. lokyMeHTHPOBaHME YIIPABJIEHYECKOH AeATEIbHOCTH

Tema 4. IIpaBuiia opopMiIeHUs1 JOKYMEHTOB

TpeboBanust [lpaBun aenonpousBoacTBa B (eaepalibHbIX OpraHax HMCIOJHU-
TenbHO BiacTu M IlpaBun odopmiieHHs PEKBU3UTOB JOKYMEHTOB, YCTaHOBJIEHHBIX
MeTronuueckuMH peKOMEHAAIMSAMU MO0 pa3pabOoTKe MHCTPYKIHM MO J1E€JI0NPOU3BOICTBY
B (QenepanbHbIX OpraHax HCIIOJHHUTEIbHO BIACTH, K O(QOPMIIECHUIO JOKYMEHTOB,
pa3pabaTbhiBa€MbIX B TOCYAAPCTBEHHBIX OpraHax U OpraHax MECTHOTO CaMOYTIPaBIICHHUS.
OOuue TpeOoBaHUS TOCYAAPCTBEHHBIX CTAHIAPTOB K COCTABICHHUIO U O(OPMIICHHUIO
JOKYMEHTOB. TpeOoBaHUS K COCTaBy, PACIOJIOKEHUIO M O(POPMIICHUIO PEKBU3UTOB
yIPaBIEHYECKUX JOKYMEHTOB. TpeOoBaHus K OJaHKaM JOKYMEHTOB. BapuaHThl U BUIbI
0JIaHKOB, OCOOCHHOCTH WX NpUMEHEHUs. Buubl 0GJIaHKOB TOCYJIapCTBEHHBIX OpPraHOB,
OpPraHOB MECTHOTO CaMOYIIPABJICHUS, OPraHOB YOPABJIEHUS TOCYJApPCTBEHHBIX H
MYHUIIUTAIBHBIX TPEANPUATHA UM YUPEXKACHHM, HAydyHbIX M 00pa3oBaTeIbHBIX
OpraHu3alnii, KOMMEPUYECKMX U HEKOMMEPYECKUX OpraHW3alMil (gajee MMEHYHTCS —
oprasbl ynpasiieHus). bnaHku AOKYMEHTOB (enepaslbHOrO OpraHa HMCIOJIHHUTEIbHOU
BIAacTH, O0OJacTb MX MNPUMEHEHHS U TpeOOBaHUS K COCTaBy, pPacIOJOXKEHUIO U
0(OpMIIEHUIO PEKBU3UTOB.

Tema 5. OpraHu3auMoOHHO-paCcCHOPAAUTENbHAA JOKYMEGHTALMS  OPraHoOB
ylpaBJieHUs!

CrpykTypa OpraHM3allMOHHO-PacnoOpsAUTENbHON JokyMeHTauuu. CocTaB U
HAa3HAUYCHUE OTHAEJIbHBIX BHJIOB OPraHU3alMOHHO-TIPABOBBIX, PACHOPAIUTEIbHBIX U
MH(POPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB. JlOKyMeHTalbHBIH (OHI ¥ THUIIOBBIC
VIpPaBICHUYECKHE JTOKYMEHTBI, OOpasylomuecss B TMpoIecce NeATeIbHOCTH OpPraHOB
ynpasienus. CocTaB JOKyMEHTOB (elepaibHOI0 OpraHa HMCHOJHUTEIHLHON BIACTH.
Cuctema 1 BUIIbl JOKYMEHTOB, CO3/1aBAEMbIX OPraHaAMU MYHULIMIAIBHOTO YIPABICHUS.

Tema 6. IloaroroBka u odopmMmieHue OTAeJbHBIX BHIOB [OKYMEHTOB B
OpraHax ynpasJjeHUs

CocraB, pacmojoXKeHrue W CTaHJapTHBIE MpaBuia OPOPMIICHUS PEKBU3UTOB OT-
JEIbHBIX BUAOB OPraHU3allOHHBIX, PACHOPSAUTENBHBIX UM  UH(OPMAIMOHHO-
CIIPABOYHBIX JOKYMEHTOB. [IOAroTOBKA, COINIaCOBaHME M YTBEPKIACHHE OpPraHU3allu-
OHHBIX JIOKYMEHTOB B OpraHax YIpaBJICHUS, MOPSAJOK MOATOTOBKH U O(POPMIICHUS
MOJIOKEHUM, TMpaBWl M MHCTPYKUUU. TpeOoBaHHUS K BHECEHUIO H3MEHEHUN B
MOJIOKEHNS, TpaBWwiIa W HHCTpYKIMU. [loAroTroBka, corinacoBaHUE W YTBEPKIACHHUE
pacro-psIANTENBHBIX JOKYMEHTOB, MOPSAJOK IMOATOTOBKM W OQOPMIICHUS MPHUKA30B,
pacro-psbKeHU W pelleHud B opraHax yrpaBieHus. TpeOoBaHUS K BHECEHHIO
W3MECHEHU B paHEe W3JaHHbIE MPUKa3bl W pacnopstkeHus. Buael u  mopsaok
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opopMIIeHUS  TPOTO-KOJOB  3acelaHuii  (COBEILaHMIN). JIoKyMEHTUpOBaHHUE
MH()OPMAIIMOHHO-CTIPABOYHONM ~ JEATENIbHOCTU  OPraHOB  YIPaBIEHUs, TMOPSAIOK
MOATOTOBKM H  O(OpPMJICHUS CIY>KEOHBIX TMHCEM, AaHAIUTHYECKUX, CIIYXKEOHBIX,
JOKJIAHBIX U OOBSICHUTEIbHBIX 3aMHUCOK.

Tema 7. SI3bIK U CTWIb YIPABJIEHYECKOIr0 JOKYMeHTA. TpedoBaHus K TEKCTY

Oco0eHHOCTH S3bIKa YIPaBICHUYECKOro JOKyMmMeHTa. TpeOoBaHUs K TEKCTYy JA0-
kyMeHTa. CTpyKTypu3alus TEKCTOB YNPABICHYECKUX TOKYMEHTOB. Buabl yHuduim-
POBaHHBIX TEKCTOB, OCOOEHHOCTH O(OpMIeHUS TpaapeTHOro TEKCTa, aHKEeThl U
TaOJIULIbL. SI3bIKOBasi CTAaHIAPTU3ALIMS U SI3bIKOBbIE TPEOOBAaHUS K PEKBU3UTAM U TEKCTY
JOKYMEHTOB.

Paspnea II1. Opranusanusi padoThl ¢ JOKYMEHTAMH B OpPraHax ynpaBJIeHHUs

Tema 8. OpranmzanuoHHbIE OCHOBbI PadOTBHI ¢ JOKYMEHTAMH B OpPraHax
ynpaBJieHHUsI

Opranuzaimonsabie  GopMbl pabOTBI C JOKYMEHTaMH B OpraHax YIpaBJICHUS.
Crpyktypa, QYyHKIMH W 3aJadd JIEJIOMPOU3BOJCTBEHHON CITYKOBI (CIIy>KOBI JOKYMEH-
TAIMOHHOTO OO0ECTICUeHusl yIpaBieHus). PermameHTanusi paOOTHl JIETOMPOU3BOI-
CTBEHHOW CITY’)KOBI (CITy’)KOBI JOKYMEHTAI[MOHHOTO obOecrieueHus ympasieHus). WH-
CTPYKIUS TIO JICTIOTIPOU3BOJICTBY B OpraHe YIPaBICHHS W HOPMATHBHOE PETYIUpOBa-
HUE €€ CTPYKTYphl M pa3paborku. TabGenb ¢opm AOKyMEHTOB. AbOOM (GoOpM TOKY-
MEHTOB OpraHa yIpaBJeHus (OpraHU3alnu).

Tema 9. Opranmszaunusi JOKyYMEHTO000pPOTa W XPaHEeHUS JOKYMEHTOB B
OpraHax ynpasJIeHHSI

[TpuHIIMOBI OpraHU3alMU JOKYMEHTOOOOpOTa M OpraHu3aius JTOKyMEHTOIIO-
TOKOB B Opranax ymnpasiieHusi. OCHOBHBIE dTaIlbl pabOThI C IOKYMEHTAMHU U MOPSIOK UX
IBUKEHUST B opraHax ympasieHus. [lopsgox oO0paOoTKH BXOIANIUX JOKYMEHTOB:
npueM W TepBHYHas o00paboTKa JOKYMEHTOB, NPEIBAPUTEIBHOE PACCMOTPEHUE H
pacrpeneneHue JOKYMEHTOB, PErucTpalus JOKYMEHTOB, PACCMOTPEHUE TOKYMEHTOB
PYKOBOJICTBOM, Tepefaya JOKYMEHTOB Ha wucrnonHenue. OpraHuszaius paboThl IO
KOHTPOJIIO 332 CpPOKaMU HCIIOJHEHUS JIOKYMEHTOB B OpraHax yrpasieHHs. Tumsl
KOHTPOJISI: MO CYIIECTBY U CPOKOBBIA KOHTPOJIb (KOHTPOJIb HAJl CPOKAMU UCIIOJTHEHUS ).
Bunsl cpokoBoro koutposa. IlpegynpenutenbHbiii KOHTPOdab. CpOKHM HCHOJIHEHUS
JOKYMEHTOB: THUIIOBbIE, WHIMUBUAYyaJIbHbIE. TEXHONOTHMS KOHTPOJBHBIX OINEpaIUU.
O6paboTka UCXOASIINX IOKYMEHTOB: COCTABJIEHUE MPOEKTA, COTJIACOBAHKUE JOKYMEHTA,
MOANUCAHUE  JIOKYMEHTa, PErucTpalus HCXOASUIMX  JOKYMEHTOB, OTIIpaBKa
nokyMmeHToB. Opranuzanusi WHGOOPMAIIMOHHO-CIIPABOYHON PaOOTHI MO JOKYMEHTaM B
opraHax ymnpasiieHusl. OpraHuzainusi palMOHaJIbHOTO JIBH)KEHUSI JOKYMEHTOB BHYTPHU
opraHa ynpasieHus. OpraHuzanus  ONEPAaTUBHOIO  XPAHEHUS  JTIOKYMEHTOB.
JlokymeHTanbHbli (hOHJ opraHa ympaBiieHUs U ero ¢opmupoBaHue. Cuctemaruzanus
WCIOJIHEHHBIX JIOKYMEHTOB M HOMEHKnatypa aen. @opmupoBanue aen. l[loaroroska
JOKYMEHTOB M J€J1 K YHUUYTOXKEHHIO U NIepelaue Ha JUTUTEIIbHOE XpAaHEHHUE. DKCIEPTU3a
LEHHOCTH JOKYMEHTOB.



Tema 10. Opranuszaunus padoTsl ¢ OTACJBHBIMU IPYNNIAMH J0KYMEHTOB B
OpraHax ynpasJieHUS

Opranuzanus paboTel ¢ OOpallleHUsIMH TpakJaH B opraHax ympasieHus. Hop-
MAaTUBHOE PEryJHpoOBaHUE PabOThl C OOpallleHUAMH TpaxaaH. TexHOnoruss padoThl C
oOpalieHUsIMU TpaXKJaH, 3alpocaMH IOPUAMYECKUX U (PU3MYECKUX JIMII: MPUEM, Mep-
BUYHas 00paOOTKa, PErucTpalus, PacCMOTPEHUE OOpallleHuM, MOATOTOBKA MPOEKTa
OTBETa, KOHTPOJIb UCIIOJHEHUS OOpaIIeHH.

Opranuzanus paboThl ¢ KOH(UICHIHUATbHBIMU JTOKYMEHTaMU B TOCYIapCTBEH-
HBIX OpraHax M OpraHax MECTHOro camoymnpanieHus. HopmaTuBHOE perynupoBaHue
paboTel ¢ KOoHpuUAeHIMANbHOU HH(popMmanueil. TexHomorus y4yera, pacCMOTPEHHUS U
UCIIOJIHEHUSI MOCTYNUBIIMX KOH(MUIECHUMAIBHBIX TOKyMEHTOB. CocCTaBleHUE, HU3ro-
TOBJICHHE M H3JaHUEe KOH(QUIEHIHMAIbHOrO aoKyMmeHTa. [lopsgok pa®OThl MCTOTHU-
Tene ¢ KOHPUIAECHIUANbHBIMU JOKYMEHTaMH W MaTepuanaMu. lIpoBepka Hamuuus
JOKYMEHTOB, JIeJ U HOCUTENeH HHpOopMaluu.

Tema 11. ABromaru3amusi JAeJIONPOU3BOACTBA M JOKYMEHT0000poTa B
opraHax ynpasJieHHsl

[Ipumenenue MHGOPMAIIMOHHBIX TEXHOJOTHHN B JIEIONPOU3BOACTBE U JOKYMEH-
TallMOHHOM OOECIEYEHUN TOCYAapCTBEHHOTO M MYHUIUIMAIbHOTO Yyrpabienus. Crie-
mudrKa JTOKYMEHTAIMOHHBIX MPOIIECCOB B YCIOBUAX «IJEKTpOHHOTrO oduca». Buen-
pEHUE KOMIBIOTEPHBIX TEXHOJOTHH B JOKYMEHTHPOBaHHE pabOThl OpraHOB yIpaBiie-
HUSl. DJIEKTPOHHBIM JOKYMEHT: ONpelesieHue, CTPYKTypa, OrpaHMYEHHUs HCIOJIb30Ba-
Hus. HOpuandeckas cuiia 3JIEKTPOHHOTO JOKYMEHTa. DJIEKTPOHHAs MOJAMUCH: TUIH3a-
U, XapakTEepUCTHKA, HOpMaTWBHas 0aza, oOecreunBarolias BHEJIPEHUE U peayin3a-
[IUI0, YCIIOBUS NPHUIAHUS IOPUAMYECKOW CHIIbI. ABTOMAaTH3allds COCTaBIEHUS DJIEK-
TPOHHBIX JOKYMEHTOB. CHCTEMBI 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa, UX BO3MOXKHO-
CTH, yca0BHsS 3G ()EKTUBHOTO MPUMEHEHUS B JEIOMPOU3BOJCTBE OPTAHOB YIIPaBICHUSI.
ABTOMaTH3aIMs ATANOB pabOThl C JOKYMEHTAMH B JEJIOMPOU3BOACTBE (00paboTKa U
perucTpainus JOKYMEHTOB, YYeT, KOHTPOJb HCIOJHEHUs, apxuBupoBanue). CoBpe-
MEHHAsl apXUTEKTypa CHUCTEMBI JIEKTPOHHOrO JoKyMeHTooOoporta (COJI): meHTpanu-
30BaHHOE XPAHWIIMILE SJIEKTPOHHBIX JOKYMEHTOB, CUCTEMBI YHPABICHUS TOKYMEHTO-
000pOTOM, KOMMYHUKAITMOHHAS Cpe/la, MHTETPAI[MOHHBIE U CUCTEMHBIC KOMITOHEHTHI.
1C:1oKkyMEeHTOO0OpOT Kak MpUMEP MPUKIATHOTO PEIICHUS MJii aBTOMAaTH3alHUHu J10-
KyMEHTO000pOTa OIO/KETHBIX U KOMMEpUECKHX opranm3ainuii Ha miardgopme 1C. Be-
nomcTBeHHble CO/] Ha OCHOBE MOPTAIBHBIX PELUICHUN.

Tema 12. Cucrema Me;KBeIOMCTBEHHOI0 3JIEKTPOHHOTO B3aUMOJEHCTBUSL H
MeKBeIOMCTBEHHbIH JIEKTPOHHBINH IOKYMEHT0000POT

[Iporpamma «MHbOpMaIImOHHOE OOIIECTBO» M MECTO CHUCTEM YMPABICHHUS KOH-
TEHTOM M CHCTEM OJJIEKTPOHHOTO JTOKYMEHTO00OpoTa B 3TOMl mporpamme. OkazaHue
HACEJICHUIO TOCYAapCTBEHHBIX YCIYr B 3JIEKTPOHHOM ¢dopMe. DIEKTPOHHOE IpaBH-
TEJILCTBO W €ro COCTaB. EAMHBIA MOPTall rOCYJIapCTBEHHBIX U MYHUIIMIIAJIIBHBIX YCIYT.
Nudopmanmonusie cucTeMbl (GenepaibHbIX OPraHOB BJIACTH W BEJOMCTBEHHBIC HH-
dbopMmainmoHHbie cucTeMbl. PeecTp denepalbHbIX TOCYJapCTBEHHBIX HHPOPMAIIMOHHBIX
cucteM. Cucrema MEXBEJOMCTBEHHOTO 3JIEKTPOHHOro B3auMmozeicteus (CMOB).
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CrocoObl opraHu3aii MeXBEJOMCTBEHHOI'O B3aWMOJCHCTBUS. YUYAaCTHUKH U CpEAbl
CM3B. Mecro CM3B B cTpykType OIEKTPOHHOIO MPABUTEIBCTBA, TEXHUYECKUE
noapobHoctu B3aumojnencTBuss U Texnonormueckuit nopran CMOB. Ilonstue u
OCHOBHBIE MPUHUUIBI MEXBEAOMCTBEHHOTO  3JIEKTPOHHOIO JOKYMEHTO00OpOTa
(MB0). MOJIO kak dhenepanbHas nuHbopmalnmonHas cuctema. Llens coznanus u

ucnosb3oBanuss MOJ1O. DenepanbHas cinyx6a oxpanbsl Poccuiickoit denepanmu
(D®CO Poccun) kak opranuzarop MIJ10. Apxurekrypa MIJ1O. Yuactauku MIJIO u
ycioBus moakiatoueHus. O6meH pgokymeHtamu B MOJIO, ucnonp3oBaHuE dIeK-
TPOHHBIX TOKYMEHTOB U CKaHOB JIOKYMEHTOB. Vcronb30BaHue 3JIEKTPOHHON MOAUCH B
M3JIO u CMO3B. Ilpo6aembl mHGOpMAIIMOHHOW O0€30MaCHOCTH TPU OpraHU3aAIlUU
MO3JIO u nyTH UX pelieHus.

5.2. YueOHO-TEeMaTHYECKHH IJIAH
Tabnuua 3 - Jlig npuema 2024 r.

TpynoemMKocCTh B yacax ®opmsbl
KonrtakTHas pabora TEKYILETO
HanmenoBanue Temsl P Camocrost i
CeMuHapsl, KOHTPOJISI
(paznena) AUCITUTUTHHBI Bcero | OGmias, TeIbHas
Jleknuy | mpakTH4eCcKue YCIIEBAEMOCT
B T.4. paborta
3aHATHUS "
I Cymnocrs,
IBOJIIOLMSA U
rocyiapcTBeHHoOe
30 8 4 4 22
peryJupoBaHue
AOKYMEHTAIIIOHHOT 0
o0ecrieyeHus1 yrpaBJIeHUsI
Ompoc,
1 CymnocTs, y4acTHe B
CTPYKTYpa U OCHOBHBIE IpYIIOBOI
TOHATUA 11 4 2 2 7 JIUCKYCCHH,
JOKYMEHTAI[HOHHOTO peleHue
obecrnievyeHus yrpaBieHHUs TECTOBBIX
3aJaHud
Ompoc,
ydacTtue B
2 Ucropus pa3BuTHs rpyHnoBoi
0TE€4YeCTBEHHOI'O 9 2 1 1 7 JICKYCCHH,
JeTOTIPOU3BOICTBA pelieHue
TECTOBBIX
3alaHUN
Ompoc,
3 HopmartusHas ydactue B
rpyHnoBoi
MpaBoBast pym
JUCKYCCHUH,
U METOJNYECCKAasA 10 2 1 1 8 pelieHue
OCHOBa 3a1a4 u
JOKYMEHTALMOHHOTO TECTOBEIX
obecrieueHust yrpaBIeHUs 3a7aHMi

11




TpynoemMKkocTh B yacax

®opmsbl

KonraktHas pabota TEKYLIETro
HanmenoBanue temel CamocTos
CeMuHapsl, KOHTPOJISL
(pazgena) AUCIUIUTMHBI Beero | OO6mas, TeJIbHas
Jlexuuu | mpaxkTHYECKHe yCIIEBAEMOCT
B T.U. pabota
3aHSTHS "
Il JokymenTnpoBanue
ynpasBJieH4eCKOi 53 22 6 16 31
AeATEeJbHOCTH
Ompoc,
ydacTtue B
4 TlpaBuna TPYIIIOBOM
JOKYMEHTHPOBAHNs 12 4 9 9 8 JTUCKYCCHUH,
yIpaBIeHYECKON pelieHue
NeSITEIbHOCTH 3aj1a4 u
TECTOBBIX
3aJaHUI
Ompoc,
ydacTtue B
5 Oprann3annoHHO- TPyNIIOBON
pacropsaauTCIbHAA 13 6 2 4 7 JUCKYCCHU,
JOKYMEHTAIUsl OpraHoOB peleHue
YIpaBJICHUA 3a71a4 U
TECTOBBIX
3aIaHuN
Ompoc,
y4yacTHe B
6 [TogroroBka u TPYIIOBOM
o(opmiIeHHE OTIEIBHBIX 16 8 5 6 8 JMCKYCCHH,
BUJIOB JIOKYMEHTOB B peleHue
opraHax yInpasJICHHs 3aja4 u
TECTOBBIX
3aIaHuN
Ompoc,
y4yacTue B
7 S13BIK U CTUJIB IPYIIIOBOM
YIIPABJIICHYCCKUX 12 4 ) 4 8 JUCKYCCHHU,
JOKYMEHTOB. TpeboBaHus K pelenue
TEKCTY 3a7a4y "
TECTOBBIX
3aJaHuN
1l Opranuzanusi paéorsl
¢ IOKYMEHTAMH B 61 20 6 14 41
opraHax ynpabJeHHUsI
Ompoc,
8 Opranu3aloHHbIE ydactue B
OCHOBBI pabOTHI C TPYHIIOBOM
JOKYMEHTAME B OPraHax 8,5 1,5 0,5 1 7 JIUCKYCCHUH,
yIIpaBJICHUS petiehie
3a7a4 1
TECTOBBIX
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TpynoemMKkocTh B yacax ®opmsbl
HanmenoBanue temel Konrakrhas padora Camocros | (YHETO
CeMuHapsl, KOHTPOJISL
(pazgena) AUCIUIUTMHBI Beero | OO6mas, TeJIbHas
Jlexkiuu | mpaKTHYECKUe yCIIEBaEMOCT
B T.U. pabota
3aHSTHS u
3aJaHUN.
CpesoBast
pabota
Ompoc,
ydJacTHe B
9 Opranusanus IpyNIoBoi
JTOKYMEHTO000pOTa U 13 5 1 4 8 JIUCKYCCHUH,
XpaHEHUs JOKYMEHTOB B pemieHne
opraHax ynpaBJICHHS 3a7a4 u
TECTOBBIX
3aJaHAI
Ompoc,
ydJacTHe B
10 Oprauuzaryst paboTsI C TpYIIIOBOM
OTJICTEHBIMU TPYIIIaM 8.5 15 05 1 7 JICKYCCHH,
JOKYMEHTOB B OpraHax perieHue
YIIpaBJICHUS 3aaaq u
TECTOBBIX
3aTaHuN
Ompoc,
ydacTtue B
11 ABTomMaru3arus IPYIIIOBOM
JIeJIONIPOU3BOJICTBA U
JOKYMEHTO000pOoTa B 14 6 2 4 8 Hggﬁﬁfgf ’
opraHax yIrpaBJICHHA 3a71a4 U
TECTOBBIX
3aIaHuN
Ompoc,
ydacTtue B
12 Cucrema rpyHnoBoi
MEKBEIOMCTBEHHOTO JTUCKYCCHUU,
ANEKTPOHHOTO pelieHue
B3aHMO/ICHCTBUS U 17 6 2 4 11 CUTYAIMOHH
MEKBEIOMCTBEHHBIH BIX 337124 U
ANEKTPOHHBIH TECTOBBIX
JOKyMEHTOO0OPOT 3aJaHHi.
KonrponbHas
pabota
Hroro 144 50 16 34 g4 | KommpoTbia
g pabota

5.3. Conepxanue ceMMHAPOB, MPAKTHYECKUX 3aHATHH
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Tabnuua 4

HaumenoBanue TeM
(pa3aesioB) IMCUMILIHHBI

I[lepeyens BONMPOCOB Al OOCYJAeHHS Ha
CEeMUHAPCKHX, NPAKTHYECKHX  3aHATHAX,
peKoMeHayeMble HCTOYHUKH U3 pa3jeioB 8,9
(yxa3piBaeTcsi pasjiesl M NOPSIAKOBBII HOMep
HCTOYHMKA)

®opmbl
NMpOBeACHUA
3aHATHH

1. CymHocCTs, CTpyKTYypa U
OCHOBHBI€ IIOHATHS
JIEJIONPOU3BOJICTBA.
JIOKyMEHT Kak cucTeMa

1. CylIHOCTB U CTPYKTYypa JAEJIONPOU3BOACTBA,
Ha3HaueHHe JOKYMEHTHPOBAHUS U OpraHU3aIIH
paboThI C TOKyMEHTaMHU.

2.00m1ee 1 cienuanbHOe ASTONPOU3BOJICTBO.
3.0co6eHHOCTH JIeJIONPON3BOCTBA B OpraHax
rocy1apCTBEHHOH BJIACTU U MECTHOIO
CaMOYIIPaBIIEHUS, TOCYIapCTBEHHBIX U
MYHUIMNATbHBIMUA OPEANPUATUAX U YIPEKICHUSAX,
HaY4HBIX, 00pa30BaTeIbHBIX, OOIIECTBEHHO-
HOJIUTUYECKUX, KOMMEPUYECKHX 1 HEKOMMEPUYECKIX
OpraHM3aLMSIX.

4.Tlonarus naopmanuu, CBEACHUN 1
JIOKYMEHTHPOBaHHON MH(pOpMAINK (JOKYMEHTA) B
YIPaBJICHUH.

5.JIokyMeHT Kak 00BEKT peryanupoBaHus, €ro
CBOMCTBA U pu3HaKu. OyHKINN U BUIBI
JOKYMEHTOB, UX KIacCU(HUKAIHS, CBSI3b C
coJiep>KaHueM yrpaBiieHus. 6.YHupUKanus u
CTaHApTHU3ALMsSl YIPABICHUYECKUX JTOKYMEHTOB.
PexomeHnayemble HCTOUHUKU:

Pazoen 8. Ucmounuku: 1-14

Pazoen 9. Ucmounuku: 1-10

Hayunas nuckyccus,
pa3BepHyTas Oecena,

pelieHue 3a1ad4,
JIOKJIafIbl c
Mpe3eHTalnen

2. Uctopus pa3BuTUA
JIeT0NpOon3BOACTBA B Poccun

1.3apoxaeHue u CTaHOBJICHHE pycckoro
JIETIONIPOM3BOJICTBA, MpaBUJIa U  OCOOCHHOCTH
peryarpoBaHus MPUKA3HOTO AETIONPOU3BOJICTBA.
2.®opMupoBaHue 3aKOHOJJATEIBHOT O
peryaupoBaHus OTEYECTBEHHOT O
JIETIONIPOM3BOJICTBA, MpaBUJIa U  OCOOCHHOCTH
KOJUIEKCKOT'O IETIONPON3BO/ICTBA.

3.0OCHOBHBIE XapaKTePUCTUKA M OCOOCHHOCTH

peryinupoBaHus MHUHHUCTEPCKOTO
nenonpousBoacTBa.  4.dopmupoBanue  Teopuu
JeJIONPOU3BO/ICTBA.

5.0c00eHHOCTH COBETCKOIO JAENONpPOU3BOJACTBA U
ero peryinupoBaHHUs. 6.Cranaprusanus
JOKYMEHTHPOBAHUS yIIpaBJIEHYECKOU
JESITEIHOCTU U pabOThl ¢ HUMH.

7.CtpykTypa u OCHOBHbIE MOJIOKEHUS

FOCY,Z[B.pCTBCHHOfI CUCTCMbI OOKYMCHTAILIMOHHOI'O
obecreueHust YIIpaBJICHUA.
8.OCHOBHEIE YCPThI U 0COOEHHOCTH COBPEMCHHOTI'O

JIENIONPOU3BO/ICTBA, JIOKYMEHTAIL[MOHHOT O
obecrieueHusi ymOpaBiIeHUs W ymnpas- 15 neHus
JIOKYMEHTaMH, ux HCIOJIb30BaHUE B

ToCyJapCTBCHHOM U MYHUIIUITIAJIbHOM YIIPABJICHUU.

PexoMeHyemMble HCTOUHUKH:
Pasoen 8. Ucmounuxu: 1-10, 15

Hayunas nuckyccus,
pa3BepHyTas Oecena,

pelieHue 3a1ad,
JIOKJIafIbl c
Mpe3eHTaunen
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Pazoen 9. Ucmounuxu: 1-10

3. HopmartuBHO-1ipaBoBas
0aza eIonpoN3BOICTBA

1.CymmHOCTE ®  CTPYKTypa TOCYAapCTBEHHOTO
PEryaHpOBaHUS IEIONPOU3BOACTBA.
2.0cobennocti u
3aKOHOAATEIBHOTO u
HOPMAaTHUBHOT'O  IPAaBOBOTO U
pEryaHpOBaHUS IEIONPOU3BOACTBA.
3.CoctaB U CTPYKTypa HOPMAaTHBHOW IMPaBOBOW H
METOINYECKON OCHOBBI JIEJIONPOU3BOACTBA, POIb U
O00BEKTHI PErylIMpOBaHUS 3aKOHOAATEIbHBIX AKTOB
U HOPMATHBHBIX IIPABOBBIX aKTOB (heaepanbHbIX
OpPraHOB HCIOJHHUTEIBHOM BJIACTH, HALMOHAIBHBIX
U JIOKAJIbHBIX HOpPMAaTHBHO-METOMYECKIX
JOKyMEHTOB.  4.Ha3HaueHue, CTpyKTypa U
0COOEHHOCTH HCIIONB30BaHUs | 0CyIapCTBEHHOM
CHCTEMBl  JOKYMEHTAIlHOHHOTO  O0ecreueHus
yIIpaBIICHHUH.
5.CtpykTypa u
JIETIONIPOM3BOJICTBA B
UCTIOJIHUTENIbHON  BIIACTH.
NPaBOBbIC aKTHI,
JIETIOMTPOM3BOJICTBO
PexoMenayemMbie HCTOUHUKH:
Paszoen 8. Ucmounuku: 1-13
Paszoen 9. Ucmounuku: 1-10

COOTHOILIEHHE
IIOJ3aKOHHOT'O,
METOIMYECKOTO

pUMEHEHHE [TpaBun
(denepanbHBIX  OpraHax
6.MyHununansHbIe

perynupymoime

Hayunas nuckyccus,
pa3BepHyTas Oecena,

pelieHne 3ajad,
JIOKJIaJIbl c
Mpe3eHTannen

4. lpaBuna opopmieHus
JIOKYMEHTOB

1.TpeGoBanust IlpaBun  nenonpous3BOACTBA B
(enepabHBIX OpraHax HCIOJHUTENIBHO BIAcTU U
[IpaBun odopmieHus PEKBU3UTOB JOKYMEHTOB,
YCTaHOBJICHHBIX

2.MeronnyeckuMu PEKOMEH TAIUsIMHU o
pa3paboTKe MHCTPYKIMI MO AeIONpOM3BOACTBY B

Hayunas auckyccus,
pasBepHyTas Oecena,

pelieHne 3ajad4,
JIOKJIA b c
Mpe3eHTanein
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(henepabHBIX OpraHax HMCIOJHUTEIBHO BJIACTH, K
o(OpMIICHUIO JIOKYMEHTOB, pa3pabaThbIBaeMbIX B
TrOCYJIapCTBEHHBIX OpraHax M OpraHax MECTHOIO

CaMOYIIpaBIICHUSI.
3.006mmue TpeOOBaHUS roCyJ1apCTBEHHBIX
CTaH/IApTOB K COCTaBICHHIO U OQOPMICHHIO
JIOKYMEHTOB.

4. TpeGoBaHusi K COCTaBY, pAacCIOJOXKEHUIO H
oopmiieHnI0 PEKBHU3UTOB yIpaBICHUECKUX
JIOKYMEHTOB.

5. TpeboBanus K O1aHKaM JTIOKYMEHTOB.

6.BapuanTel ¥ BHIBI OJIAaHKOB, OCOOCHHOCTH HX
IPUMEHEHHS.

7.Bunpl  OIaHKOB  TOCYAApCTBEHHBIX  OpPTaHOB,
OpPraHOB MECTHOI'O CaMOYIPaBJIEHUS, OPIraHOB
yIIpaBJIeHUs] TOCYIapCTBEHHBIX U MYHUIIUIAIBHBIX
OPENIPUATHA W YUPEKICHWM, HAydHBIX U
obpazoBa- 16 TEJIbHBIX OpraHu3aIui,
KOMMEPUYECKMX W HEKOMMEPUYECKHX OpraHu3aluii
(aslee UIMEHYIOTCSI — OPTaHbl YIPABICHUS).
8.bmaHku JOKyMEHTOB (efepaabHOro oOpraHa
UCTIOJIHUTENILHOM BIAcTH, 00JIaCTh UX MPUMEHEHUS
U TpeOOBaHMS K COCTaBy, PACHOJIOKEHUIO |
o(opMITEHUIO PEKBU3UTOB.

PexomeHnayeMble HCTOUHHKU:

Paszoen 8. Uemounuxu: 1-9, 12, 14

Pazoen 9. Ucmounuku: 1-10

5. Opranu3anmoHHO-
pacnopsauTenTbHas
JTOKyMEHTAIIHS.

1.CtpykTypa OpraHu3anroHHO-PACTIOPIIUTEIHHON
JOKYMEHTALIUH.

2.CocTaB W Ha3Ha4YeHHE OTAEIbHBIX BHUJOB
OpPraHM3allMOHHO-TIPABOBBIX, PACIOPAIUTENBHBIX U
UH(POPMAITIOHHO-CITPABOYHBIX JIOKYMEHTOB.
3.JlokymMeHTaIbHBIN bonn u THIIOBBIE
yIpaBlIeHUYECKHE IOKYMEHTHI, oOpasyromecs B
IpOLECCE AESTENBHOCTH OPIaHOB YIIPABJICHHUS.
4.CocraB 1OKyMeHTOB (henepaibHOro

OpraHa UCIOJIHUTEIbHON BIACTH.

5.Cucrema W BHIBl JOKYMEHTOB, CO3JaBaeMbIX
OpraHaMy MYHULIUIIATBHOTO YIIPABICHUS.
Pexomenayemblie HCTOYHUKU:

Pazoen 8. Hemounuxu: 1-7, 13

Paszoen 9. Ucmounuku: 1-10

Hayunas nuckyccus,
pa3BepHyTas Oecena,

pelieHue 3ajad,
JIOKJIafIbl c
Mpe3eHTannen

6. CocraBiieHue u
oopmiieHne
OpTaHU3AIMOHHBIX
JIOKYMEHTOB

1.TpeboBanus K TEKCTY JIOKyMEHTA.
2.CTpyKTypHu3alisi  TEKCTOB  YIPaBIEHYECKHUX
JOKYMEHTOB.

3.Bunbl yHU(UIMPOBAHHBIX TEKCTOB, OCOOCHHOCTH
opopmiieHuss TpadapeTHOro TEKCTa, AHKETHl U
TaOJIUIIEIL.

4.513pIkOBasi  CTaHIApTHU3AlMs W S3BIKOBBIC
TpeOOBaHUSI K PEKBU3UTAM M TEKCTY JOKYMECHTOB.
PexoMeHyemMble HCTOUHUKH:

Paszoen 8. Ucmounuxu: 1-15

Pasoen 9. Uemounuxu: 1-10

Hayunas nuckyccus,
pa3BepHyTas Oecena,

perieHne 3ajad,
JOKJIAIbI C
Mpe3eHTannein
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7. SI3BIK U CTUJIB

1.Buael 1 mopsaok odopmiieHusT MPOTOKOJIOB

Hayunas nuckyccus,

YIPaBICHYECKUX 3acemanuii  (coBemanuii). 2.J[okyMeHTHpOBaHHUE | pa3BepHyTas Oecena,
JOKyMEeHTOB. TpeboBanusi K | HHGOPMAIMOHHO-CITPaBOYHON JIEATETHHOCTH | pEIICHUE 3amad,
TEKCTY OpraHOB YIPABJICHHS, IOPSIOK TOATOTOBKH | | JOKJIAdbI c
o opMIICHHUS CITYKEOHBIX MHUCEM, aHATIMTUYECKUX, | Mpe3eHTaIuei
CIIY’)K€OHBIX, JOKIAJHBIX U  OOBSICHUTEIBHBIX
3aIHCOK.
PexomenayemMble HCTOUHHUKH:
Pazoen 8. Ucmounuxu: 1-5, 10
Pazoen 9. Ucmounuxu: 1-10
8 OpranuzaioHHbIC lABTOMaTH3aIUsl  COCTAaBJIGHWS  AJIEKTPOHHBIX | Haywnas muckyccus,
OCHOBBI PabOTHI € JIOKYMEHTOB. pa3BepHyTas Oecena,
JIOKYMEHTaMH B OpraHax 2.CucTeMbl 3JEKTPOHHOTO JOKYMEHTO000pOTa, MX | PEIICHHE 3a1ad4,
yIpaBIeHUs BO3MOKHOCTH, YCIIOBUS 3¢ dexTuBHOrO | TOKIAIBI c
NPUMEHEHUsST B  JEJONPOM3BOJCTBE  OPTraHOB | MpE3CHTaIuei

ynpasiieHus. 3.ABTOMaTu3anus 3TarnoB paboThl ¢
JTOKYMEHTaMH B JEJONpPOU3BOJCTBE (00paboTka u

perucTpanus  JOKYMEHTOB,  y4eT, KOHTpOIIb
UCTIOJTHEHHMSI, ApXHUBUPOBAHUE).

4.CoBpemeHHas ApXUTEKTYypa CHUCTEMBI
AIIEKTPOHHOT O JIOKYMEHT0000pOTa (CO):
[CHTPAJIM30BAHHOE  XPAHWJIHUILE  DJICKTPOHHBIX
JIOKYMEHTOB, CHCTEMBI yIpaBICHHUS

JIOKYMEHTO00OPOTOM, KOMMYHUKAIIMOHHAs Cpena,
UHTETPAllMOHHBIE M  CUCTEMHBIE KOMIIOHEHTBHI.
1C:JlokyMeHTOO0OpPOT Kak MpUMEpP MPHUKIATHOTO
pemeHust JUIs aBTOMAaTH3alMKd JOKYMEHTOO00pOTa
OIOJUKETHBIX W KOMMEpPYECKHX OpraHu3alnuil Ha
miarpopme 1C. BemomctBennsie COJ] Ha ocHOBe
MOPTAIBHBIX PEIICHUM.

PexomeHnayemble HCTOYHUKU:

Paszoen 8. Uemounuxu: 1-8, 13

Pazoen 9. Ucmounuxu: 1-10

9 Opranuzarus
JOKYMEHTO000pOoTa U

XpaHCHHA TOKYMCHTOB B

opraHax yIipaBJICHUA

1.Opranuzanus paboThl ¢ KOH(UACHIHUATHHBIMU
JOKYMEHTaMM B TOCYJapCTBEHHBIX OpraHax u
OpraHax MECTHOI'O CaMOYIIPABJICHUS.

2.HopmatuBHoe  peryaupoBaHue  pabOTBl  C
KOH(UACHITHATbHON WHpopMmaruen. 3. TexHomorus
yuyeTa, paCCMOTPEHHUS U UCIIOTHEHUS OCTYNUBILINX
KOH(UIEHIMANIBHBIX HOKyMeHTOB. 4.CocTaBieHue,
U3rOTOBJICHWE W U3JaHHe KOHQUACHIINAIHLHOIO

JOKYMEHTA.
5.1Mopsanok paboTHI HCTIOJHUTENEH c
KOH(HIEHIUATbHBIMU JOKYMEHTaMU u
MaTepualaMu.

6.IlpoBepka HamuuMsi  JOKYMEHTOB, Jied1 U

HOCHUTeNeH HH(OpMAITUH.
PexomenayemMble HCTOUHUKH:
Pazoen 8. Hemounuxu: 1-9, 14

Pazoen 9. Hemounuxku: 1-10

Hayunas nuckyccus,
pa3BepHyTas Oecena,

pelieHue 3a1ad4,
JTOKJIaJIbl c
Mpe3eHTanunen

10 Opranuzarust paboThI C

OTACIIBHBIMU I'pyIIIIaM

AOKYMCHTOB B OpraHax

yIIpaBJICHUS

1.Opranusanust paboTbl ¢ 0OpalIeHUSIMH TPaKIAaH
B OpraHax  yHpaBJICHHS. 2.HopmatuBHoe
peryinupoBaHue padoThl ¢ 0OpaIlEeHUsIMU TPaKIaH.
3.TexHonorus paboThl ¢ OOpalllEeHUSIMH Tpa)/aH,

Hayunas nuckyccus,
pasBepHyTas Oecena,
peleHue 3aad,
bi(0):9) £:011 3§ c

17




3ampocaMi  IOPHJIWYECKUX W (PU3NUYECKHUX JIUIL:
npueM, TmepBUYHas o00paboTKa, perucrpauus,
paccMoTpeHre oOpallleHUi, MOATrOTOBKA IMPOCKTa
OTBETa, KOHTPOJIb UCTIOTHEHUST O0paIICHHH.
PexoMeHyemMble HCTOUHUKH:

Pasoen 8. Ucmounuxu: 1-10, 14

Pazoen 9. Ucmounuxu: 1-10

npe3eHTauen

11 ABTomarusanus

JIeTIOTIPOU3BOICTBA U
JOKYMEHTO00O0pOTa B
opraHax yrpaBJICHHSI

1.IlonsTue 51 OCHOBHBIE
MEKBEIOMCTBEHHOI'O
nokymeHToobopora (M3D/10).
2.M3/10 «kak ¢enepanbHas HH(MOPMALMOHHASL
cucteMa. llems co3manmsa u 20 HCIIOIB30BAHUS
M3 JIO. denepanbHas ciyx0a OXpaHbI
Poccuiickoit  ®enepanun  (PCO  Poccun) xak
opranmzarop MOJIO. Apxurexkrypa MOJIO.
VYyactHuku MO/1O 1 ycrioBus NOAKIIOYEHUS.
3.006men nokymentamu B MDJIO, ucnonb3oBanue
JJIEKTPOHHBIX JIOKYMEHTOB M CKAHOB JIOKYMEHTOB.
Ucnonb3oBanue snexrponnoit noanucu B M0 u

IIPUHIHAIIBI
JJIEKTPOHHOT O

CMD3B. 4.ITpobaemsr nH(POPMALMOHHON
6e3omacHocty nipu opranuzanuu M3J10 u mytn ux
pemnieHus

PexoMeHyeMble HCTOUHUKH:
Pasoen 8. Ucmounuxu: 1-11, 15
Paszoen 9. Uemounuxu: 1-10

12 Cucrema
MEKBEIOMCTBEHHOTO
ANIEKTPOHHOTO
B3aUMOJIEUCTBUA U
MEKBEIOMCTBEHHEIN
AJIEKTPOHHBIN
JOKYMEHTOO000pOT

1.Ilporpamma «MH(DOpManmoHHOe OOIIECTBO» U
MECTO CHCTEM YIPaBJICHUS KOHTEHTOM U CHCTEM

JJMEKTPOHHOTO  JIOKyMeHTooOOpoTa B 3TOM
porpamMmme.

2.0xa3zaHne HaCceJIEHUIO TOCY/IapCTBEHHBIX YCIYT B
JJEKTPOHHOM dopwme. DeKTpoHHOe

MPaBUTENBCTBO W €ro CcOCTaB. EAWHBIN mopTan
TOCYIApCTBEHHBIX W  MYHHUIUNAIBHBIX  YCIYT.
Nudopmarmonnsie CUCTEMBI (denepanbHBIX
OpraHoB BJIACTH u BEZIOMCTBEHHbBIE
nH(GOpMAIIMOHHBIE CHCTeMBI. PeecTp demepanbHbIX
TOCYIAapCTBEHHBIX ~ MH()OPMALIMOHHBIX  CHUCTEM.
Cucrema  ME@XBEIOMCTBEHHOTO  AJIEKTPOHHOTO
B3aumozeincTeus (CMOB).

3.Crioco0bl  OpraHu3alii  MEKBEJIOMCTBEHHOTO
B3aUMOJIeHCTBUsI. YuacTHUKH U cpeapl CMOB.

4 Mecto CMDB B cTpykType OIEKTPOHHOTO

MPaBUTEILCTBA, TEXHUUYECKHE MOJIPOOHOCTH
B3aUMOJEHUCTBUS U TEXHOJIOrMYESCKUI
noptan CMOB.

PexomenayemMble HCTOUHUKH:
Pazoen 8. Ucmounuxu: 1-15
Pazoen 9. Hemounuxu: 1-10

Hayunas nuckyccus,
pa3BepHyTas Oecena,

pelieHue 3ajad,
JIOKJIaJIbl c
Mpe3eHTannen
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6. IlepeueHb yueOHO-METOAUYECKOTO O0ecleYeHUsl ISl CaMOCTOSTEIbHOM
padoThI 00yYaOMIUXCH M0 JMCUUIIMHE

6.1. IlepeyeHb BONPOCOB, OTBOAUMBIX HAa CAMOCTOSITEIbHOE OCBOCHHE
AUCUMILVIMHBI, (POPMBI BHEAYIUTOPHOM CAMOCTOATEIbHOM PadOThI

Tabmuna 5

HaumeHoBaHue TeM
(pa3nesoB)
JMCHUNINHBI

Ilepeyenn BONPOCOB,
OTBOAUMBIX Ha
CaMOCTOAITEIbHOE OCBOCHHUE

DopMbI BHEAyAUTOPHOM
CaMOCTOSITEJILHOH PaldoThl

| Cymnoctb, 3BOJIIONMS

u rocyiapcTBeHHOe
peryJupoBaHue
AOKYMEHTAIlHOHHOT O
obecnieueHust
ynpaBJieHUs
1 CymHocTb, CTpPYKTypa Yuuduxkanus U Pabota ¢  ywyeOGHOW ®
U OCHOBHBIE TIOHATHUA | CTaHIapTU3ALUA CIIPaBOYHOM JIUTEPATYPOH.
JIeTIOTIPOU3BOCTBA yIpaBJIEHUYECKUX JOKYMEHTOB. Nzyuenue HOPMaTUBHBIX
Cocrasn NMpaBOBBIX  akTOB,  paboTta O
YHUQHUIIMPOBAHHBIX CUCTEM| CIIPABOYHOM MPABOBOW CUCTEMOM
JOKYMEHTAaIu, pUMEHsEMbIE B [Touck  uHdopmanuu 1O
oprasax rocyJIapCcTBEHHOM| 3amanHoi Teme B MHTepHeTe, paboTa
BJIACTH u MECTHOTO| C PpEKOMEHAOBaHHbIMH I HTepHET-
CaMOYIpaBJICHHUS. pecypcaMu
Brinonaenune 3aaHus K
CEMUHApy M NOATOTOBKAa K OTBETam
Ha MPOOJIEMHBIE BOTIPOCHI
2  HUcropus  pa3BuUTHSA OCHOBHbBIE Pabota ¢  y4yeOHOW |
OTEYECTBEHHOT'O XapaKTePUCTUKU U OCOOEHHOCTH| CHPaBOYHOMU JUTEPaTypoi
JEJIONPOU3BOICTBA peryaupoBaHuss MUHUCTEPCKOTO N3yyenue HOPMaTUBHBIX
JIEJIONIPOU3BO/ICTBA. NpaBOBBIX  aKTOB,  paboTra O
CIIPAaBOYHOU MPABOBOM CUCTEMOM
[Touck  undopmanuu 1O
3amaHHOM Teme B MHTepHeTe, paboTa
C PEKOMEHJIOBaHHbIMU VIHTEpHET-
pecypcaMu
BeinonHenue — 3ajgaHus K
CEMUHApy M NOATOTOBKAa K OTBETaM
Ha MpoOIEMHBIE BOIIPOCHI
3 HopmartuBHas npaBoBas HannonaneHbie PaGota ¢  yueOHOUW H
U METOJIMYECKas OCHOBa | CTaHAApThl Ha JOKYMEHTBl M UX| CHPaBOYHOW JUTEPATYpOU
JETONIPOU3BOCTBA poJib B peryinupoBaHUH N3yuenue HOPMaTUBHBIX
JOKYMEHTAllMOHHOTO MpaBOBBIX  aKTOB,  paboTa €O
ofecrieyeHMss  YOpaBJieHHUs  B| CIPaBOYHOU IMPaBOBON cHCTEMOMN
opraHax roCcyJapCTBEHHOM [Touck  unHdopmammu 1O
BJIACTH. 3agaHHON Teme B MHTepHeTe, paboTta
Me:xnyHapoaHbie C PEKOMEHJIOBaHHbIMU VIHTEepHET-

CTaHIapThl B 00JACTH PaOOTHI C

JAOKYMCHTaMH.

pecypcamu

Brinoasenue 3aaHusd K
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CCMHUHAPYy W NOAIOTOBKAa K OTBCTaM
Ha NMPOoOJIEMHBIE BOIIPOCHI

Il ToxkymenTupoBanmue
yIpaBJIeHYeCKOM
AeATeJIbHOCTH

4 TlpaBuna odopmiieHus TpeboBanus Pabota ¢  ywyebHOW m
TIOKYMEHTOB HAIMOHAIBHOTO CTaHJapTal CIpaBOYHOU JIUTEPATYPOU
I'OCT P 7.0.97-2016 k cocrany, N3yuenue HOPMAaTUBHBIX
pacroyioKeHu0 U Oo(GopMIICHHIO| MPABOBBIX  aKTOB,  paboTa  CO
PEKBHU3UTOB YIPABJICHYECKUX| CIPAaBOYHON MTPABOBOM CUCTEMOM
JIOKYMEHTOB. [Touck  uHpOpMamUM  TO
3anaHHoO# Teme B MHTepHete, paboTta
C PpEKOMEHJIOBaHHbIMU VIHTEepHET-
pecypcamu
Brimonnenne 3a1aHUA K
CEMHUHApy M MOJrOTOBKa K OTBETaM
Ha NpoOJIEMHBIE BOIIPOCHI
5 Opranu3aimoHHO- IToaroroBka b1 Pabora C yaeOHOH u
pacnopsauTenbHas opopMIIeHHE TMPOEKTa YKaza H| CHpPaBOYHOMU JUTEpaTypoi
JOKYMEHTAIsl OpPraHoOB | pacmopsKeHHs [Ipesunenra Nzyuenune HOPMaTUBHBIX
YIIpaBJICHUSA Poccniickoit enepanumn. NMpaBOBBIX  akTOB,  paboTta O
CIIPAaBOYHOW MPABOBOM CUCTEMOM
[Touck  wmHpOpMaUM  TIO
3amanHou Teme B MHTepHeTe, paboTa
C pexkoMeHJIoBaHHbIMU HHTepHeT-
pecypcamu
ITonrotoBKa K oOTBETaM Ha
BOIIPOCHI MPAKTUUECKOTO 3aHATUS
6 [ToaroroBka u TpeboBanus K Pabota ¢  y4yeOHOW |
opopMIIeHHE OTAENBHBIX | COCTaBICHHIO M OG(OPMIICHUIO| CIIPABOYHOM JTUTEpATypOid
BUJIOB  JOKYMEHTOB B | cIy)KeOHBIX 1ceM B Nzyuenue HOPMAaTHUBHBIX
OopraHax ynpaBJICHHS coorBerctBuU ¢ ['OCT P 7.0.974 npaBoBbIXx  akTOB, paboTa  CO
2016 CIIPaBOYHOM MPABOBOM CUCTEMOM
[Touck  undopmanmu 1O

3amaHHOM Teme B MHTepHeTe, paboTa
C pekoMeHJoBaHHbIMU HHTEepHeT-
pecypcamu

[TogrotroBka K OTBETaM Ha
BOIIPOCHI TPAKTUYECKOTO 3aHATUSA

7 SI3BIK "
YIPABIEHYECKUX
nokyMeHToB. TpeboBaHus
K TEKCTY.

CTHUJIb

JIMHTBUCTUYECKHE
TpeOoBaHUs HOPMATHUBHBIX]
JOKYMEHTOB K CTaHIapTHBIM|
PEKBU3UTaM JIOKYMEHTa

PaGota ¢  yueOHOUW H
CIIPaBOYHOU JIUTEPATYPOU

H3yuenne HOPMAaTUBHBIX
IOpaBOBBIX  aKTOB,  paboTa  co
CIIPaBOYHOM IIPAaBOBOM CUCTEMOM

[Touck  uHpopmamuu 1O

3agaHHON Teme B MHTepHeTe, paboTta
C PEKOMEHJIOBaHHbIMU IIHTEpHET-
pecypcamu

IlogroroBka K OTBeTaM Ha
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BOITPOCHI NPAKTUYICCKOTO 3aHATUA

III Opranmn3anus
padoThI c

AOKYMEHTAMHU B

opraHax ynpasJeHusl

8 Opranu3aiioHHbIC
OCHOBBI paboThI c
JOKYMEHTaMH B OpraHax
yIIpaBJICHUS

Tabenn bopMm
JOKYMEHTOB.

AnbOoMm bopM|
JOKYMEHTOB OpraHa yIpaBJICHUS.
IIpaBuna COCTaBJICHUS 51
ohopMIIeHHS

Pabora ¢  yuebHOM m
CIIPaBOYHOM JIUTEPATYPOU

N3yyenune HOPMaTUBHBIX
IPaBOBBIX  akTOB,  paboTra O
CIIPaBOYHOM NPABOBOM CUCTEMOM

ITouck  uHpopmanuu 1O

3anaHHoOi Teme B MHTepHete, paborta
C peKoMeHJIOBaHHBIMH MHTEpHeT-
pecypcamu

Beinonnenne  3amaHMs K
CEMHUHApy M MOJrOTOBKa K OTBETaM
Ha NpoOJIEMHBIE BOIIPOCHI

9 Opranusanus
JOKYMEHT000opoTa u
XpaHCHHUA IOOKYMCHTOB B
opraHax ynpaBJICHHS

Perucrpanusa n KOHTpOJIb
3a UCIOJIHEHHEM JOKYMEHTOB B
OpraHax ynpaBJeHUS

Pa6ora ¢  yuebHOM u
CIIPaBOYHOMU JIUTEPATYPOU

N3yuenune HOPMaTUBHBIX
NMpaBOBBIX  akTOB,  paboTta O
CIIPAaBOYHOW MPABOBOM CUCTEMOM

[Touck  wmHpOpMaUM  TIO

3amanHou Teme B MHTepHeTe, paboTa
C pexkoMeHJIoBaHHbIMU HHTepHeT-
pecypcamu

Brinonaenune 3aJaHUs K
CEMHUHApy M MOJrOTOBKa K OTBETaM
Ha MpoOJIEMHBIE BOIIPOCHI

10 Opranmsanus pabOThI

Opranuzanus paboTsl ¢

Pabota ¢  y4yeOHOW |

C OTIENBHBIMH TPyNIamMu | KOH(pHICHIHATbHBIMU CIIPABOYHOM JIUTEPATYPOIl
JJOKYMEHTOB B OpraHax | JOKyMEHTaMH B N3yuenue HOPMATHUBHBIX
yIPaBIICHUS rOCyJapCTBEHHBIX OpraHax M| IMpPaBOBBIX aKTOB, pabora co
opraHax MECTHOTO[ CIIPaBOYHOM MPAaBOBOM CUCTEMOM
caMOYIpaBJICHUS ITouck uHpopmaruu o
3amanHoi Teme B MHTepHeTe, paboTa
C peKoMeHJ0BaHHbIMU MHTepHeT-
pecypcaMu
Brimonnenue 3aJaHusd K
CEMUHApy M MOATOTOBKAa K OTBETaM
Ha TpoOIEMHBIE BOIIPOCHI
11 ABTomaTuzanus Hopmarusnoe PaGota ¢  y4yeOHOW W
JETOTIPOU3BOJICTBA U | perynupoBaHue U OCOOEHHOCTH| CIPaBOYHOM TUTEpPATypOid
JOKyMEHTO00opoTa B | MCIIOJIL30BaHUS 1 hpoBoH N3yuenue HOPMaTUBHBIX
opraHax ynpaBJeHUS MOJITHUCH B opraHax| IpaBOBBIX aKTOB, pabota co
FOCYyJJapCTBEHHOW  BJACTU  H| CIPABOYHOW MPABOBOM CUCTEMOM
MECTHOTO CaMOYITPABJICHUS ITouck uH(popMaIuu 1(6)

3agaHHoON Teme B MHTepHeTe, pabora
C PpEKOMEHJIOBaHHbIMU IHTEpHET-
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pecypcamu
Beinonnenue  3amaHus K
CEMUHApy M IMOJArOTOBKAa K OTBETAM
Ha MPoOJIEMHBIE BOIIPOCHI
12 Cucrema Cucrema Pabora ¢ yueOHOIl 1
MEXBEJOMCTBEHHOT'O MEXBEJOMCTBEHHOTO CIIPaBOYHOM JIUTEPATYpOi
3JIEKTPOHHOTO JJIIEKTPOHHOIO  B3aMMOJICHCTBHS] N3yyenune HOPMATUBHBIX
B3aUMOJICUCTBUSA u | (CM9B). IpaBOBBIX  akTOB,  paboTra €O
MEKBEIOMCTBEHHBIN CriocoObl  opraHuzanuy CIpaBOYHOU ITPaBOBOM
AJIEKTPOHHBIN MEXXBEJOMCTBEHHOI'O cUcTeEMOM
JOKYMEHTOO000pOT B3aUMOJICICTBUSA u ero [Touck  uHopmanuu 1O
YYaCTHUKHU. 3anaHHO# Teme B MHTepHeTe, paboTa
Mecto CMOB B ¢
CTPYKTYype PEKOMEH0BAHHBIMU WuTepuer-
DNEKTPOHHOTO pecypcamu
[IpaBUTENILCTBA, TEXHUYECKNE BemmonHenue  3agaHus K
MoApOOHOCTH B3aUMO/ICHCTBHSI. CEMUHAapy M MOJrOTOBKa K OTBETaM
Ha NpoOJIEMHBIE BOIIPOCHI

6.2. IlepeyeHb BONPOCOB, 3aJaHMi, TeM /AJsi NMOATOTOBKH K TeKylIIeMYy
KOHTPOJII0 (coryiacHo TadJnue 3)

IIpuMepHbBIe BONPOCHI A/ KOHTPOJIbHOI padoThI

1. CylHOCTh ¥ CTPYKTYpa JOKYMEHTAIIMOHHOTO 00€CTeueHts TOCyJapCTBEHHOTO
Y MYHULUIIAJIBHOTO YIIPABIICHHUS.

2. OyHKIUYU yOpaBieHUsI TOKYMEHTAMMU.

3. OcHOBHBIC TOHSTHSI W TEPMHUHOJOTHS JOKYMEHTAIIMOHHOTO OOECTeUeHUS
yIpaBIECHUS.

4. CBoiicTBa, MPU3HAKH, KJIACCU(UKAIUSI U BUIBI TOKYMECHTOB.

5. 3akoHOAATENbHOE PETYIHPOBAHHE JOKYMEHTAIIMOHHOTO OOeCTeUeHHUs
rOCYJapCTBEHHOTO U MYHUIIUIIAJIbHOTO YIIPABICHUS.

6. CocTaB 1 001aCTh MPUMEHEHUSI HOPMATHUBHBIX MPABOBHIX aKTOB (eJepaTbHbIX
OpPraHOB HCTIOJHUTEIBHOU BIIACTH, PETYIHPYIONIUX TOKYMEHTAIIMOHHOE OOECTICUCHHE
rOCYJapCTBEHHOTO U MYHUIIUIIAJIbHOTO YIIPABICHUS.

7. CoctaB u 005IacTb MNPUMEHEHUS TOCYAApPCTBEHHBIX (HALIMOHAJIBbHBIX)
CTaHJApTOB, PETYIUPYIOMHUX JTOKYMEHTAIIMOHHOE OOECIEUYeHHE TOCYIapCTBEHHOTO H
MYHULUANAIBHOTO YIPaBICHUSI.

8. Crpyktypa u o60mas  xapakTepuctuka OCHOBHBIX  IOJOXKEHHI
['ocynmapcTBeHHOM CUCTEMBI JOKYMEHTAIIMOHHOTO oOecnieueHus ynpasienus (I'CAOY).

9. Vaubukanus W CTaHAAPTU3ANMS JOKYMEHTOB OpPraHOB TOCYAapCTBEHHOU
BJIACTU U MECTHOTO caMoynpaBiaeHus. CUCTEMbI JOKYMEHTALIMU OPTaHOB YIIPABIICHHUSI.

10. CoctaB u Ha3HaueHUE OOIIEPOCCUMCKUX KIACCUPUKATOPOB TEXHUKO-
AKOHOMUYECKOU U colManbHON HH(GOPMAIIUH.

11. Iopsimok NBMXKEHUS JOKYMEHTOB M OCHOBHBIE 3Tambl JOKYMEHTOOOOpPOTa B
OpraHax roCcyJapCTBEHHOW BJIACTH U MECTHOT'O CaMOYIIPABIICHHUSI.
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12. OpraHuzanus perucTpaudd U KOHTPOJS 32 HCIOJHEHUEM JTOKYMEHTOB B
opraHax rocyJapCTBEHHOU BJIACTU U MECTHOTO CaMOYITpaBJICHUS.

13. Opranuzauus ONEpaTUBHOTO  XpaHEHUS JOKYMEHTOB B  OpraHax
rOCy/IapCTBEHHOM BJIACTU M MECTHOTO camoyIipaBieHus. [loAroToBka ea K apXUBHOMY
XpaHEHHUIO.

14. Opranuzanus paboTbl C KOHPUIACHUMAIBHBIMU JOKYMEHTAMH B OpraHax
roCy/IapCTBEHHOM BJIACTU M MECTHOT'O CAMOYIIPaBJICHU: 00LIasi XapaKTepUCTHKA.

15. Opranuzaius paboThl ¢ 00paIIEHUSIMU TPaK/IaH: 00Ias XapaKTePUCTUKA.

16. CucreMbl 53IEKTPOHHOTO JTOKYMEHTOOOOpOTa, MX Kilaccupuxanus,
0COOEHHOCTH BHEJIPEHUS U TEHACHIIMHU Pa3BUTHSI.

17. DNeKTpOHHBI JOKYMEHT: OIpeAeieHHe, CTPYKTypa, OrpaHUYCHUS
UCIIOJIb30BAHMS.

18. Knaccudukanuu cuctem 3JIeKTPOHHOTO JoKymMeHToobopoTa (CI/T).

19. Tpe6oBanus k COJI. CoBpeMenHast pyHkImoHanbHOCTh CO/I.

20. Oxazanue rocyapcTBeHHbIX yciyr Ha 6aze CO/I.

21. Cucrema MEXBEJOMCTBEHHOIO JJEKTPOHHOrO B3auMmojeucTBus (CMOB).
HopmartusHas 6a3a, y4acTHUKH.

22. DnekTpoHHOE npaBuTeabcTBO PO. TlopTansl rocynapcTBEHHBIX YCITYT.

23. MexBeJOMCTBEHHBIN JIEKTPOHHBIN JoKyMeHTooOopoT (MD10).

24. DneKkTpoHHas TOANUCH: TUIM3AIMS, XapaKTepUCTHKa, HOpMaTUBHas 0a3a,
oOecrieunBarollas BHEIPEHUE U PEeATU3aIHIO0, YCIOBUS IPUAAHUS IOPUIUYECKON CUITBI.

IIpumepHbIe 3a1aHUA 1151 KOHTPOJBLHOH PadoThI

3ananme 1

CocTaBUTh MPOEKT MPUKa3a MPUMEHUTENBHO K CIEAYIONIENH CUTYallUH:

ITo utoram copemanus B AIMUHUCTpAIUK SIpOCIaBCKOM 00JIaCTH PYKOBOAUTEH
JlemapramenTa oOpa3zoBanusi B.A. MakapoB mopy4mii MOJATOTOBUTh MPOEKT MPHUKa3a O
CBOEBPEMEHHOM M Ka4ECTBEHHOM MOJTOTOBKE IIKOJ 0071aCTH K HOBOMY YU4eOHOMY TOJTY.
B cBA3M Cc 3TUM HayaJdbHUKY PEMOHTHO-cTpouTenbHOoro ympasieHus (PCY) A.A.
WBanoBy, HadanbHUKYy ¢uHaHCcOBOTO ympasienus [I.A. IletpoBy, aupexTopam MIKOI
OBLJIO MOPYYEHO MPEACTABUTH CMETY PACXOJIOB HA PEMOHT IIKOJBHBIX 37aHuil 10 01
HIOHS TeKylero roga. HawanpHuky xo3stictBeHHOro ympasieHus JLJI. IIMsaxkuny
nmocTaBieHa 3amada obecrneuuth PCY HEOOXOAMMBIMH MaTepuajaMu i PEMOHTA
IIKOJI 10 15 uroJis TeKyIero roja.

Ocy1iecTBiaeHrEe KOHTPOJIS 38 UCMIOJIHEHUEM MPUKA3a BO3JI0KEHO HA 3aMECTUTENS
pykxoBoautens aenapramenta M.U. Tumodeesa.

Henocratroire pekBU3UTHI BEIOPATH CAMOCTOSITEBHO.

3aganue 2

CocTaBUTh TEKCT BHYTPEHHEW JOKJIAJHOW 3alMCKU TNPUMEHHUTEIBHO K
CIEYIOIIEN CUTYALUU:

Nucturyt counonorun Poccuiickoit akagemun Hayk (PAH) B anpene tekyiiero
roja MPOBEJ OMNPOC HACENEHUA CTONULBI MO TeMe «OleHKa XKUTEISIMA CTOJIULbI
JKOJIOTMYECKOTO CcOCTOAHUSI MockBbl». OtBeThl nmanmu  cBbimie 1500 xureneil.
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Benymemy cneunanucty uHctutyta /[.JI. )KykoBy Obulo mopydeHO MOArOTOBUTH 17
Mas TEKYILIEro roja MpOoeKT JOKIAAHOW 3alMCKH JAMPEKTOpa MHCTUTYTa mpodeccopa
A.B. Cene3neBa o pe3ynbpTaTax NPOBEACHHOTO aHAIM3a OTBETOB MOCKBHYEH B aJpec
aupekTopa JlemaprameHTa rocyJapCTBEHHOM MOJMTUKU WU PETyJIMpOBaHUs B cdepe
oxpanbl okpyxatomieit cpensl PO H.H. OnpxoBckoro. B 3anucky Haajiexano BKIIOYUTH
cienyromue GakThl:

I. 62% ONpoImEHHBIX CYUTAIOT OCHOBHBIMM IPUYMHAMH  3arpsI3HEHUS
OKpYXarolen cpenbl OOJbIIOE KOIMYECTBO SKOJIOTMYECKU BPEAHBIX MPOMBIIUIEHHBIX
npeanpusTui, a 79,8% - aBToTpaHCIOPT.

2. 45% omnpolIeHHBIX COIVIACHBI C TEeM, 4YTO B TOpOJI€ HE COOJIoAaeTcs
AKOJIOTHYECKOE 3aKOHOIaTENIbCTBO.

3. 42,2% MOCKBMYEH CUMTAlOT BHHOBHUKAMM CJIOKUBIIEHWCS CHUTYyallMU
MYHULUNAIBHYIO U OKPY/KHYIO BJIacCTb.

Kpome TOro, B 3amucKy HaJIeKajao BKJIIOYUTH NPEJJIOKEHHE 00 YCUIICHUHU
KOHTPOJSI 3a BbIOpOCAaMHU BpEOHBIX BEHIECTB B aTMoc(epy MNPOMBIIUICHHBIMU
NPEANPUSITUIMMU.

Hepnocraromue pekBU3UTHI BEIOpATh CAMOCTOSITENIBHO.

IIpuMepHbIe TeCTOBBIE 3aIaHUS

1. 3adukcupoBaHHas Ha MaTepyUaJIbHOM HOCHTEIC WHGOPMAIHS C PEKBU3HTAMH,
MO3BOJISIONIMMU €€ UISHTU(PUITMPOBaTh, HA3bIBACTCH ...

a) CBEJICHUS,

0) IOKyMEHT;

B) hopmysp;

r) OJIaHK;

1) TEKCT;

1) JOKyMEHTOBE/ICHUE;

2.  JledarenbHOCTh,  oOOeclieuuBaroIias  JOKYMEHTHPOBAaHHE,  0OpaboTKY,
UCITOJIb30BAaHUE U ONIEPATUBHOE XPaHEHHUE JIOKYMEHTOB — 3TO:

a) JeJI0IPOU3BOJICTBO;

0) TOKyMeHTOO0OPOT;

B) JOKYMEHTUPOBAHUE;

T') KJIacCU(PUKAIS;

1) CTaHAapTU3ALIMS;

3. CBOHMCTBO OHUITMAITBHOTO JIOKYMEHTA BBI3BIBATh ITPABOBBIC TTOCIICICTBHUS — ATO:

a) IOpUANYCeCKas 3HAYMMOCTh JIOKYMCHTA;

0) ropuandecKas cuia JOKYMCHTA;

B) YHU(UKAIUS;

') cUCTeMa JOKyMEHTAIl1H;

1) JOKyMEHTUPOBAHUE;

4. JIBmkeHUE JOKYMEHTOB B OpTraHHM3allMd ¢ MOMEHTA UX CO3JTaHUS WU

MTOJIYYCHUS JIO 3aBEPIICHUS UCIIOTHEHUS WA OTIPABKH — 3TO:

a) TOKyMEHTO000pOT;

0) I0KyMEHTHUPOBAHUE;

B) JI€JIONIPOU3BOJICTBO;
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T') pEeTUCTPALUs JOKYMEHTOB;

5. Cucrema TOKyMEHTAIUH — 3TO:

a) KOMITJIEKC B3aUMOYBSI3aHHBIX JOKYMEHTOB, CO3/IaHHBIN MO €IMHBIM

npaBwiaM U TpeOOBaHUSAM U OpUMEHsSIEMBbId B omnpenenéHHon cdepe
JeSITebHOCTH,

0) aneMeHTbl OpopMIIEHHUS OPUIIMATBHBIX TOKYMEHTOB;

B) TECHAsl B3aMMOCBSI3b COCTABISIONINX SIEMEHTOB JOKyMEHTA U €T0 TIOICUCTEM;

r) opma, KoTopas CILyKUT JUJIsl 3aKpEIUICHUS U nepeaadyu HHPOpMalnu;

1) TOCYHapCTBEHHBIA CTaHIAPT, OMNPENEISIOUMi TpeOoBaHUS K OQOPMIICHHIO
JTOKYMEHTOB;

6. IlpuBenenue dyero-nubo K eIWHON cucreMme, Qopme, e€IMHOO0Opa3uIo,
Ha3bIBACTCS:

a) KIaccupuKanus;

0) crangapTU3aIus;

B) YHU(DUKAIUS;

') CUCTeMAaTHU3aIus;

7.  Jlmer  Oymaru  WIM  DIEKTPOHHBIM  MAOIOH €  PEKBU3UTaMH,
WICHTU(OUITUPYIOITIMH aBTOpa OPHUIIMAIEHOTO TOKYMEHTa — 3TO:

a) OJ1aHK JIOKYMEHTA,

0) popMmyrsap-oOpaser JOKyMEHTA;

B) yHU(UIMpOBaHHas (popMa JTOKYMEHTA;

r) Tpadaper J0KyMEHTa;

1) aHKeTa;

8. YnpaBneHue JOKyMEHTaMH — 3TO:

a) JesATeNbHOCTb, OOECleuMBaolias pealu3alvio €AUHOM MOJMTUKH U
CTaH/IapTOB IO OTHOILEHHUIO K JOKYMEHTaJIbHOMY (POHy OpraHU3aliHy;

0) KOMILJIEKC B3aMMOYBSI3aHHBIX JOKYMEHTOB, CO3JaHHBIN MO €AUHBIM IpaBHIaM
U TpeOOBaHUSM U NPUMEHSIEMBIN B oNpenenéHHON cepe NesTeNbHOCTH;

B) JESATENIbHOCTh, LIEJICHANPaBICHHO oOecrneunBaromas (QyHKIUN YHOPaBICHUS

JNOKYMEHTaMH;
9. Hanuune B TOKyMEHTE JByX OCHOBHBIX CJIaraeMbiX, 0€3 KOTOPHIX OH
HE MOJXET CYIIEeCTBOBAaTh: HH(POPMAIIMOHHON M MaTepuadbHONM — 3TO
JOKYMEHTA.

a) aTpuOyTHUBHOCTB;

0) GyHKIIMOHAJIBHOCTb;

B) CUCTEMHOCT;

') yHUpUKAIWS;

1) UACHTU(HUKAIINS,

10. CoBOKYITHOCTbH B3aMMOYBSI3aHHBIX JOKYMEHTOB, () YHKIIMOHHPYIOIHX B chepe
yIpaBiIeHUS — 3TO:

a) KaJpoBasi TOKYMEHTAIIHS;

0) OyxranTepckasi TOKyMEHTaIus,

B) TCXHUYCCKAs JOKYMCHTAIINS,

') OPraHU3aIMOHHO-PACIIOPAIUTEIbHAS TOKYMCHTAIINS,

1) HAJIOroBas JIOKYMCHTAITHUS;
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I1. T'ocynapcTBeHHBId OpraH, KOTOPBII B COOTBETCTBUM C 3aKOHOJATEIbCTBOM
Poccuiickoit @enepanny ycTaHaBIMBAET NOPAIOK JTOKYMEHTUPOBAHMS MH(OpPMAIUU B
(denepanbHbIX OpraHax UCIOJHUTEIbHON BJIACTH.

a) IIpaBurensctBO Poccuiickoit @enepannu;

0) MunucrepcTBO KyJnbTypbl Poccuiickoit @enepanuu;

B) DenepanbHOE apXuBHOE areHTcTBO (PocapxuB);

r) ®enepanbHas ciryx0a rocyaapcTBEHHOU CTATUCTHKH;

12. VYmopaBneHuto JOKyMEHTaMH B  COOTBETCTBUU C  TpeOOBAHUSIMU
HanuoHasbHoro crangaptra 'OCT P MCO 15489-1-2007 nomxHbl 00y4yaThCs:

a) pyKOBOJICTBO OpTaHU3AIIMKU U PYKOBOAMUTEIN €€ MOApa3/IeICHUH;

0) mraTHpie PAOOTHUKU OpPTaHU3AIMK, OTBETCTBCHHBIC 3a CO3/IaHHE

JIOKYMEHTOB;

B) BpEMEHHbIE PaOOTHUKM M JUIA, paboTaloliue Ha OOUIECTBEHHBIX Hayalax,
OTBETCTBEHHBIE 32 CO3/IaHHE IOKYMEHTOB;

r) T00bIe IpyTHUe JIMIA, OTBETCTBEHHBIE 32 CO3/JaHUE JOKYMEHTOB;

13. B cooTBercTBUU ¢ TpeboBanusaMu HarmoHaiasHOro crangapra 'OCT P CO
15489-1-2007 OTBETCTBEHHOCTh 3a VIpPaBJICHHUE JOKYMEHTAaMHU  JIOJDKHA OBITH
pacrpeneneHa:

a) MEX]ly BCEMHU COTPYTHUKAMU OpraHU3allUn:

0) TOJBKO JIUIITL MEXKY JIUIIAMU, YIIPABIISIIOIIUMH JTOKYMEHTAITUCH :

B) TOJBKO JIMIIb MEXIYy PYKOBOJICTBOM OpraHu3alud, pPYKOBOJIHUTEIISIMU
NOApa3AeCHUI U JIUIaMU, YIPABISIOMUMYU JOKYMEHTALUEH;

14. HopmaTuBHBIE JOKYMEHTBI, KOTOpBIE OIPEIEISACT YCIOBHUS NPUIAHUS
ANIEKTPOHHOMY COOOIIIEHHUIO CTaTyca 3JIEKTPOHHOTO JOKYMEHTA.

a) ®enepanbHblil 3akoH «O0 nHbDOpMaIK, HHPOPMAIIMOHHBIX TEXHOJIOTUIX U O
3ammuTe HHGOPMAITUN;

6) 'OCT P 7.0.8-2013;

B) OCT P UCO 15489-1-2007;

r) 'OCT P 7.0.12-2011;

15. /laHHBIE, ONUCHIBAIOIINE KOHTEKCT, COJIEpHKAHUE, CTPYKTYPY TOKYMEHTOB,

oOecreunBaroIue yrpaBlIeHUE JOKYMEHTaMH B WH(GOPMAIIMOHHOW CUCTEME —
3TO:

a) MeTa/laHHbIE JOKYMEHTA;

0) crangapTU3aIus JOKyMEHTOB;

B) KiaccuUKAIKsI JOKYMEHTOB;

') TUMU3aLUs] JOKYMEHTOB;

16. bazoBbie TpeOOBaHUS MO YIPABICHUIO JOKYMEHTaMHU, OPUEHTUPOBAHHbIE HA
BHEJIPEHHE COBPEMEHHBIX CHCTEM aBTOMATHU3alIMK IOKYMEHTOO00POTa,

coziepaKarcs B:

a) 'OCT P 1CO 15489-1-2007,

6) 'OCT P 6.30-2003;

B) 'OCT P 7.0.12.-2011;

r) OCT P 1.5-2002;

1) TOCT P 7.0.8.- 2013;
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17. Homxuocth nuna HE yka3piBaloT B PEKBU3UTE «IIOMAMKCHY», €CIU JTOKYMEHT
o opmIsieTCs:

a) Ha OJIaHKe 711 KOHKPETHOT'O BUJa TOKYMEHTA;

0) Ha OJlaHKe JOJKHOCTHOTO JIUIIA;

B) Ha 0011IeM OJIaHKE;

) Ha OJIaHKe JJIsl TUChMA;

1) YKa3bIBaIOT BCET/IA;

18. MHOroCTpOYHBIE PEKBU3UTHI IEYATAIOTCS YEPE3:

a) 1 MeXXCTpOYHBIN UHTEPBAT;

0) 1,5 MeXCTpOUHBIX HHTEPBAJIA;

B) 1,5-2 MEXKCTpPOUHBIX UHTEPBAJIA;

r) 1-1,5 MEeXCTpOUYHBIX UHTEPBATIA;

1) 2-3 MEXCTPOUHBIX UHTEPBAJA;

19. PexBusutr oQuIMaIbHOTO JOKYMEHTA, CBUICTEILCTBYIOIIUM O TPABOBOM
CTaTyce JJOKyMEHTa Ha3bIBACTCS:

a) rpud yTBEepKICHUS;

0) pe3ororus;

B) OTMETKA O MOCTYIUICHUHU JOKYMEHTA;

) rpu CoriacoBaHus;

1) MECTO COCTaBJICHUS (M31aHUs) TOKYMEHTA;

20. ITpaBunbHBINA BapuaHT OPOPMIICHUSI PEKBU3HUTA «OTMETKA O HAIUYUU

IPUIOXKEHUSI», €CIHU MPUII0KEHHE COPOILITIOPOBAHO:

a) [Ipunoxenue: OT3bIB MO MPOEKTY B 2 IK3.;

0) IIpunoxenue: OT3bIB 110 TPOCKTY Ha 4 JI. B 2 IK3.;

B) npujioxkeHue: OT3bIB Ha S JI. B 2 3K3.;

r) [Ipunoxenue: OT3bIB 110 MPOEKTY Ha 4 IHCTaX B 2 SK3EMILIIPAX;

n) Ilpunoxenne: OT3bIB HAa MPOEKT, BCETO B 2 SK3EMILIIPAX;

21. Ilpu odopmiieHUH PE3OIIONUU HA JOKYMEHTE PYKOBOJIUTEIND JOJKEH

yKa3aTh:

a) haMIJIUIO UCTIOTHUTENS (Ha3BaHUE MOAPA3ICICHNUS);

0) comeprkaHue MOPyICHHUS,

B) CPOK MCIIOJTHEHUS;

I') 10J>KHOCTh PYKOBOJIMTEIIS;

1) IOAIMCH PYKOBOJIUTEIIS;

€) 1aTy HalUCAHUS PE3OTIOLNH;

22. KoHcTaTupyromas 4acTh paclopsAUTENBHOIO JOKYMEHTA COAEPKUT:

a) OCHOBaHUSI W3/aHUS JOKYMEHTA;

0) MOpyYeHUS PYKOBOIUTEIIS;

B) UMEHA HCIIOJIHUTEIIEH;

) TpeOOBaHMSI IO UCIIOJTHCHHUIO;

1) BU3bI COTJIACOBAHUS C UCTIOTHUTEISIMH;

23. Tekct npuka3a u3naraercs ot ...

a) IEPBOTO JMUIA €JUHCTBEHHOTO YUCJIa;

0) mepBoro JIMIa MHOKECTBEHHOTO YHCIIa;

B) BTOPOTO JIMIa MHOKECTBEHHOT'O YHCIIA;
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') TPETHETO JINIAa €AMHCTBEHHOT'O YHCIIA;

1) TPETHETO JIMIa MHOKECTBEHHOTO YHCIIA;

') CMEIIaHHOM;

1) KOPIIOPATUBHOM;

24. BugaMu CpOKOBOT'O KOHTPOJIS SIBISFOTCS:

a) TeKyILIuH;

0) npeaynpeauTeNbHbIN;

B) UTOTOBBIN;

I') HOPMAaTUBHBIN;

1) 3aKITIOYUTEIbHBIN,

25. TloBTOpHBIE 0OpaIlleHHs TPAXKIaH PETUCTPUPYIOTCS:

a) M0J1 HOBBIM HOMEPOM U C OTMETKOM MOBTOPHO;

0) Moj; cTapsblM HOMEPOM M C OTMETKOM MTOBTOPHO;

B) MOJi CTapblM HOMEPOM U uepe3 Je(Puc MPOCTaBISIOT MOPSIKOBBIM HOMED
oOparieHus;

T') I0JT HOBBIM HOMEPOM;

1) TIOJT CTapbIM HOMEPOM, 6€3 OTMETKU ITOBTOPHO;

26. B cmywae, eciu pelIeHHE ITOCTaBIEHHBIX B THUCHMEHHOM OOpaIleHUun
BOIIPOCOB OTHOCHTCSI K KOMIIETEHIIMM HECKOJIBKHX TOCYJapCTBEHHBIX OpPraHOB, TO
KOIUS OOpaIleHrs HaNpaBiIsieTCS B COOTBETCTBYIOIIHME TOCYAapCTBEHHBIE OpPraHbl B
TEUYCHHE:

a) CeMH JIHEW CO JIHS perucTpaluu;

0) ceMu THEH CO THS MOCTYIUICHHUS;

B) TpeX JHEH co JHS perucTpaluy;

T) IATH JHEN CO JTHS MOCTYTICHUS;

1) IeCATU THEH CO JTHS PETUCTpalIiy;

1) ’kanooa;

27. O0parieHue rpaxJaHuHA HE PaCCMaTPUBACTCS SCIIH:

a) He ykazansl ©®.1.0.;

0) oOpareHue COCTaBJIEHO B OJHOM dK3EMILISPE;

B) COJICPKUT HE LICH3YPHBIE CIIOBA;

r) HareyaTaHo mpudTom Cambria;

1) HAITMCAHO HAa UHOCTPAHHOM SI3BIKE;

28. JleicTByOIIE€E 3aKOHOIATEIBCTBO OMPEILISIET CPOK PETUCTPAIIHN OOpaIIeHUS
C MOMEHTA MOCTYIUICHUS

a) B TCUCHHE JHA,

0) B TeUcHHE 4 JTHEH;

B) B T€UCHHUE 3 JIHEII;

I') B TeUCHHE 2 THEH;

29. CucrteMaTu3UpOBaHHBIA TMEpeYeHb HAWMEHOBAHMHN [, 3aBOJUMBIX B
OpraHu3aluy, C YKa3aHHEM CPOKOB HMX XpaHEHHUS, OPOPMIICHHBIM B YCTAaHOBJICHHOM
MOPsIAKE- 3TO:

a) HOMEHKJIaTypa JIeJT;

0) aib0OM YHU(DUIIMPOBAHHBIX POPM JIOKYMEHTOB;

B) CUCTEMa JIOKyMEHTAIUH;
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T') OIKCB;

1) TUCT-3aBEPUTEIb;

30. Cucremsl kinacca «docflow» - 3T0 cUCTEMBI ...

a) MHTETrpallK TEXHOJOTHUI IEJIONPOU3BOJICTBA B €IUHBIN MPOIIECC;

0) MOJATOTOBKU TEKCTOBBIX IOKYMEHTOB;

B) aBTOMAaTHU3allUH YIIPABICHUS JOKYMEHTOOOOPOTOM;

') MPUMEHEHUE ayAMOBU3YaJIbHBIX CPEICTB;

1) UCIIOJIb30BaHUSI CPEJICTB BHEIIHUX KOMMYHUKAITUH;

31. YcnoBus npuaanus 35nekTpoHHor noanucu (D11) 1opuaudeckoi CUITbI:

a) opraHu3alusi UMeeT MPaBo UCTOb30BaTh DI

0) npu nepeaade MEKTPOHHOTO IOKYMEHTA UCIIOIb3YIOTCS 3alllUIIICHHBIC KaHAJIbI
u/unu mudpoBaHue

B) cepTU]UKAT KIIOYa MOIMUCH, OTHOCAIIHUICS K 3TOU DJIEKTPOHHOU 1U(poBO
MOJMKUCHU, HA MOMEHT MOJIUCH HE YTPATHII CHITY

I') TMOJATBEPXKIEHA TMOIMHHOCTh JJICKTPOHHOW HHUGPOBON MOAMKMCH B IJICK-
TPOHHOM JIOKYMEHTE

1) DJIEKTpOHHAas IudpoBas MOJNUCH UCIOJIH30BaHA B OTHOIICHHSIX, B KOTOPHIX
UMEET IOPUINYECKOE 3HAUCHHE

32. CgoiicTBa 0UIHATBHOTO MIEKTPOHHOTO JTOKYMEHTA:

a) 3alUIICH OT U3MCHCHUM;

0) OCHOBHOE Ha3HA4YeHHE — HAJEKHOE XpaHEHHE JTOKYMEHTOB, 3HAUMMBIX IS
OousHeca;

B) MOKHO MOJIU(DHUIIMPOBATS;

') BO3MOXKHO yJaJI€HHE BIIaJIeIbIIaMU;

1) BO3MOJKHO CYIIECTBOBAHHE HECKOJIIbKUX BEPCHUI;

€) 3ampelieHo yAaaleHne, KpoMe HEKOTOPBIX CTPOr0 KOHTPOIMPYEMBIX CUTYAIIHIA;

) HCIIOJIb3YETCs] B MEPBYIO OYEpeNb ISl MOAAECPKKA MOBCETHEBHOM PabOTHI €
JTOKyMEHTaMH;

33. IIpouenypa nocTaHOBKHU 3JEKTPOHHOM MOIUCH.

a) MOJTOTOBKA AJIEKTPOHHOTO JOKYMEHTA,

0) coznmanue xemu-(yHKIIHH,

B) mudpoBaHue XenI-()yHKIINU 3aKPBITHIM KITFOYOM;

') CO31aHuE ANEKTPOHHOUN MOIHCH;

1) COETMHEHUE AJIEKTPOHHOU MOJMHUCH C TOKYMEHTOM;

34. CornacHo ®exaepansHomMy 3akoHY Ne63-03 «O0 IEKTPOHHON MOIMUCKY,
HMMEET MECTO JIeJICHHUE Ha:

a) IPOCTYIO JIEKTPOHHYIO MOJIIKCH;

0) YCWICHHYIO0 HEKBaTU(UIIMPOBAHHYIO JIEKTPOHHYIO TIOIIHCH;

B) YCWICHHYIO KBATU(DUIIMPOBAHHYIO 3JIEKTPOHHYIO MOINUCH;

T') KBUTH(PUITUPOBAHHYIO SJIEKTPOHHYIO TOIIUCH;

1) HEKBATU(UIUPOBAHHYIO AJIEKTPOHHYIO MOIIUC;

€) IPOCTYIO0 KBAM(PUIIUPOBAHHYIO JIEKTPOHHYIO MOAMUCH;

35. OcHoBHbIE TpeOOBaHUA K (DYHKIIMOHATBHBIM BO3MOKHOCTSIM CO/1:

a) MOJHOLIEHHOE OOecreyeHrue BCeX TPAJMIIMOHHBIX 3TAaloB PabOThl C JIOKY-
MEHTaMU B JI€JIONPOU3BOCTBE;
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0) opraHuzanus UWHOOPMAIIMOHHOTO OOMEHAa ¥ COBMECTHOW paboOThl ¢
KOPHOPAaTUBHBIMU XpaHWIUIIAMHU HH(POPMALIMH, YIPABICHUE TIOTOKaMU padoT;

B) aKTyaJu3alMs KOPHOPATUBHOIO KOHTEHTa U 00eCleYeHUEe KOHTPOIUPYEMOTO
nocTyna K Hemy B Intranet—cetsax;

I) W3BJICYCHUE 3HAHUM U3 AapXUMBOB JIOKYMEHTOB U JPYTUX HCTOYHHUKOB
KOPHOpaTUBHOM MH(pOpMaINK;

1) MHTETPALMsl C BHEIIHUMH CUCTEMAMHM 3JIEKTPOHHOU MOYTHI;

€) OCYILECTBJIEHHE TOMOILY B MPUHATUU YIIPABICHYECKUX PEILICHUI;

) OCYILECTBIIEHHE reorpauyecKkoi MPUBSA3KUA JOKYMEHTa B 3a/IaHHOM CHUCTEME
KOOpJIMHAT;

36. LlenTpanu3oBaHHOE XpAaHWIUIIE JJIEKTPOHHBIX JOKYMEHTOB peall3yeT
cienyrouui GyHKIHOHAT:

a) XpaHEHHUE JJOKYMEHTOB B €JMHCTBEHHOM HK3EMIUISIPE B MECTE, XOPOIIIO

3aIMIIEHHOM OT HECAaHKIIMOHUPOBAHHOTO JOCTYIa;

0) JoruyHas M TMOHSTHAs MOJb30BATEIIO0 CHUCTEMa pa3MEIEHUsl JTOKYMEHTOB B
COOTBETCTBHH CO CTPYKTYPOW OpraHu3aiu (HOMEHKJIATypou Jen);

B) pa3MelIeHe BHOBb CO3/IaHHBIX MJIM OTCKAHUPOBAHHBIX JOKYMEHTOB;

') MEXaHU3M TMOJTHOTEKCTOBOTO MOUCKA;

1) IepeMenieHue JOKYMEHTOB M0 MapLIpyTaMm;

€) myOJIMKaIus JOKyMEHTOB Ha KOPIOPATUBHOM IOpPTAJe.

IIpumepHasi TeMaTHKa T0KJIAT0B

1. HopmatuBHBIE TpeOOBaHUS K TEKCTY JOKYMEHTA: 0011ast XapaKTEPUCTHUKA.

2. IIpaBuna opopmiieHHs TEKCTOB JOKYMEHTOB B AHKETHOM M TaOIMYHON (hopme.

3. Ha3nauenue M cocTaB OpraHM3AIMOHHBIX JTOKYMEHTOB TOCYAapCTBEHHOIO
oprasa.

4. JIomKHOCTHAsE MHCTPYKIMSA: Ha3HAYEHUE, COCTaB PEKBU3UTOB U CTPYKTypa
TEKCTa.

5. Tlpuka3 1O OCHOBHOMY BHUJIY JE€ATEIBLHOCTH: COCTaB M PACIOJIOXKEHUE
PEKBHU3UTOB, CTPYKTYpa TEKCTA.

6. PemieHue KOJUIETMAJIBbHOTO OpraHa YIMPABICHUS: COCTaB U PAaCIOJIOKECHHE
PEKBU3HUTOB, CTPYKTYpa TEKCTAa.

7. Ha3znauenue u coctaB MHGOPMAIIMOHHO-CITPABOYHBIX JOKYMEHTOB B OpraHax
rOCYJapCTBEHHOW BJIACTH U MECTHOT'O CAMOYIIPABIICHUSI.

8. CocraB, pacnoyJiO)K€HHE PEKBU3UTOB M CTPYKTypa TEKCTa JOKJIAJHOM,
OOBSCHUTEITHLHOU 3aITUCOK, IPOTOKOJIA, aKTa.

9. PasnHoBumHOCTH mTMceM. TpeOoBaHUS K COCTaBICHHI0O M O(DOPMIICHHIO
CITY’KEOHOTO MHUChMA.

IIpuMepbI NPAKTHKO-OPUEHTHPOBAHHBIX 3aIaHUH
3ananmue 1
CoctaBuTh U OPOPMUTH COMPOBOJUTEIILHOE MUCHMO OT UMEHU MUHHUCTEPCTBA B
aapec JlemaprameHTa TPOMBILIJIEHHOCTH U HUH(pacTpykTypbl IIpaButenbcTBa
Poccuiickoit @enepannii Ha OCHOBE CHEAYIOLIEH CUTYaLNH:
MunuctepctBo 3Hepretuku Poccuiickoit ®denepaunun (Munsnepro Poccun)
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MOATOTOBUJIO MPOEKT (perepaabHOi 1eaeBor nporpaMmbl « TOIIIMBO U 3HEPTHS»

[Iporpamma Obuia pazpaboraHa no nopydeHuto IIpaButensctBa Poccuiickoit
@enepamun ot 12.09.2016 Ne 1998-m u cormacoBaHa ¢ 3aMHTEPECOBAHHBIMU
opranuzanusamMu. O6bem mporpaMmmsl — 48 1.

[IporpamMmmy HEOOXOIUMO HANIPABUTh B 2 9K3. Ha yTBepkaAcHUE B [IpaBuTEIHCTBO
Poccuiickoit @enepaunu.

Hepnocraromue pekBU3UTHI BEIOPATh CAMOCTOATEIBHO.

3ananmue 2

CoctaButh U 0OPMUTH JOKIAIHYIO 3aIUCKY B COOTBETCTBUHU C INPUBEICHHOM
CUTYalEU:

B MOCKOBCKOM MHCTHUTYTE yCOBEPIICHCTBOBAHUS YUUTENEH CO3/1aHbI MOCTOSHHO
JEUCTBYIOIIME KypChl MOArOTOBKM JoromnenoB. Kypcel pabGoTaniu Ha TpUHIMIE
CaMOOKYIIae€MOCTH, OJHAKO B TEKylleM Yy4yeOHOM Toay JJsi TPOJOJIKEHUS UX
JEeSTENBHOCTH HEOOXOUMO JOMOJHUTENbHOE (HMHAHCHpOBaHHUE. JIMpEKTOp MHCTUTYTA
C.II. KoponeBa oOpatunack k MwuHuCTpy oOpa3oBaHuss U Hayku Poccuiickoi
@Oenepanii ¢ MPOchOOW BBIACIUTH JBECTH ThICAY pYyOJedl Mg MOKBapTaIbHOIO
(uHAHCUPOBAHUS JIEATEILHOCTH KYpPCOB B TeKylleM ydeOHoMm roay. JlokimanHas
3anucka Obljla COCTaBlIeHa 25 aBrycra MpoLIeAIIero rojaa, 3apeructpuponana 3a Ne 31 u
B TOT ’X€ JE€Hb OTHpaBieHa B MuHuUCTepcTBO oOpa3zoBaHus W Hayku Poccuiickoii
denepanum.

Henocraromue pekBU3UTHI BEIOPATh CAMOCTOATEIBHO.

3ananme 3

CoctaButh u oQopMUTH mpuKa3 00 wuTorax paboThl C JOKyMEHTaMU B
MunuctepcTBe 00pa3oBaHus U Hayku Poccuiickoit denepariuy B MpOIIEAIIEM TOYy.

B koHcTatHpyromeil yacTM yka3aTb Ha WTOTHM aHAlIW3a, BBISIBUBIIME HHU3KYIO
TpeOOBaTEIBLHOCTh  PYKOBOAMTENEH  TOJApa3/eIeHud K  KayeCTBY  IMOATOTOBKH
JOKYMEHTOB M KOHTPOJIO 32 UX UCIOJIHEHUEM. B pacnopsauTenbHON 4acTH NOPYYUTh
PYKOBOJIUTENSM TMOJPA3ACICHUA yCUINTh TpeOOBAaTEIBHOCTh K KadecTBY pPabOTHI C
JOKYMEHTaMH, a pPYKOBOAMTENIO OTJeja JOKYMEHTallMOHHOTrO olecreueHus
ynpasieHus: B.1. PomanoBoli — pa3paboTaTh MEphI MO YIYUIIEHUIO 3TOW paOOTHI.

Henocraromue pekBU3UTHI BEIOPATh CAMOCTOATEIBHO.

3ananue 4

1C: Joxymentoo6opoT 8. CripaBOYHUKH, BUIBI U MIAOJIOHBI JOKYMEHTOB. YUeT
pabouero BpeMeHHU.

Boiinute B 1C JIokymMeHTOOOOpPOT OT UMEHU qupekTopa Pegoposa.

N3yuure npaBuna ¢GopMUPOBAHUS PETUCTPALMOHHOTO HOMEpa JAOKYMEHTa B
3aBUCUMOCTH OT €ro Buaa. [ns sroro 3aiaure B pasaen HopmaTuBHO-crpaBOYHas
uHdopmarms u oTkpoiite Bumabl qokymenToB. Beibepute onuH M3 BUIOB TOKYMEHTOB H
OTpElaKTUPYWTEe ero. 3ajaiiTe CpoKk UCHOIHEHudA. 3anaiite Bectu yduer 1o
HOMeHKJatype nei. [IpoBepbTe HymMeparop.

Co3spaiite MHAEKC, CBSI3aHHBIM ¢ BonmpocaMu AesATEIbHOCTH.

Co3paiiTe HOBBIM JOKYMEHT, 3aperucrpupyure ero. HWM3yuute mnpasuia
dbopmupoBanusi Homepa. 3menure popMar HoMepa U OTMEHHUTE 3aTEM U3MEHEHMUS.

B ynpasnenun OusHec-miponeccamu Haiaute [llaGrnonsl OW3HEC-MPOLIECCOB.
Haitnute mabmon OGu3Hec-mpoliecca, CBA3aHHBIM ¢ 00pa0OTKOM BaIiero JOKyMEHTa U
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oTpeaaktTupyire ero. Ecnu Takoro maOnoHa HET, CO3JaiTe HOBBIA. 3aTEM MPOBEPHTE,
KakK OH paboTaer.

Ortkpoiite paznen Yuer pabouero Bpemenu. (IIpomomxaem paborath OT auia
nupekTopa Pengopona).

Opranusyiite y4yet paboyero BpeMeHH AupekTopa. s 3Toro mnepBoHaYaIbHO
HacTpolTe copaBoyHUK Buasl pabdor. Co3paiite HoByro pabory CopTtupoBka
JOKYMEHTOB.

Cdopmupyiite BpyuHyr0 exeAHEBHBIN oTueT nupekropa denoposa, BHECS Tyaa
paboThl, BHINOJHSAEMbIE UM Ha NPOTSIKEHUU paboudero JHSA. 3alOJHUTE HECKOJBbKO
paboT BpyUHYIO, HE 3aMOIHss BeCh pabo4Ynii IeHb A0 KOHIA.

Boiinute B Hactpoliku u agMuHUCTpUpOBaHME, U Haiaute B llepcoHanbHBIX
HacTpoiikax Yuer BpemeHu. [lotpedyem n00aBisiTh paboOTy B €XKEAHEBHBIH OTYET MPHU
BBINIOJIHEHUY 33/1a4H.

3aiinure B 3amaun nupekropa degoposa v HalauTe He3aBeplIeHHbIE. BribepuTe
OJIHYy U3 HHUX M 3aBepiuute. [Ipu aBTOMaTnueckoM J00aBiIeHUU pabOTHl B €XKEIHEBHBIN
OTYET BBEJUTE €€ JIIUTEIBLHOCTh U BUJ PA0OOTHI.

3alinure B Moum OT4YeThl AMPEKTOpAa M HAWAWTE TaM TEKYIIUM OTYET C
aBTOMAaTUYECKU BHECEHHOU paboTOil.

B HopmaruBHO-cripaBo4yHOW uHGpopmanuu Haiaute [paduxku paboTbl u
O03HAKOMbTECh C HUMH. ECIIM BBINOJHUTH 3aJlaHHE€ HEBO3MOYKHO, NPOJETIANWTE 3TO C
UCIOJIb30BaHUEM On-line Bepcuu mporpaMMal.

[TocTpoiiTe oTueT moO 3aTpaTaM BPEMEHM [0 HMEIOIIMMCA B 0a3e JaHHBIM.
IIpocmoTpuTe BCe BO3MOXKHBIE BApUaHThI oTyeTa. MIHTEpIIpeTUpyTEe pEe3yJIbTaThl.

Co3znaiite 1ByX HOBBIX COTPYAHUKOB.

Coznaiite HOBOE MOAPA3ACIICHHUE.

OpnHOro U3 HOBBIX COTPYIHUKOB HA3HAYbTE PYKOBOJAUTENIEM MOAPA3ACIICHHUS.

Kpurepun O0a1jIbHOI OLEHKH PAa3JIM4YHBIX (POPM TeKylIero KOHTPOJIs
ycneBaeMoCcTH

Opranuzanusi TEKyIIETO KOHTPOJIS YCIEBAEMOCTH OOYyYalolIUXcsl IO HTOraM
cemecTpa (MOJyIs), MO MporpaMMamM OakanaBpuaTta ¥ MarucTpaTypbl B COOTBETCTBHUU C
y4eOHBIMU IJIJaHAMW 10 HAMpPaBIEHUSAM TMOJATOTOBKH  BBICIIETO 0Opa30BaHUS
yTBepkieHa npukazoM DY mo ocHoBHO aestenbHOCTH Ne 0557/0 ot 23.03.2017.
Tabnmuna 6 - Bumel pabot oOyuaromierocsi, GOpMHUpPYIONUME TEKYIIHUH KOHTPOJIb IO
JUCHHUILINHE

Ne n/n Bun yue6HOI nesTenbHOCTH bamner | Makcumym
3a ceMecTp
(MOTyIIB)
W3MepuMble BUIbI KOHTPOJISI CAMOCTOSITENIbHOM paboThl 00ydaromuxcs
1 BrIinosHeHue 1 3ammra KOHTPOJIbHOM paboTh 10 10
2 AynuTopHasi KOHTpOJIbHast/cpe3oBasi paboTa 5 10
3 TecTupoBanue/011Il OIPOCHI 0,4 4
4 3ammTa pa3aIuuHbIX PadoT/Mpe3eHTaluH 1Mo 3aJaHHON TeMe 0,5 6
HuTtepakTiBHBIC GOPMBI IPOBEACHHS 3aHATHI
5 [Mocemenune 3aHsATHIA, BeICHHE KOHCIIEKTA JICKIIMK/CEMHUHApa 1 0,1 4

pabota ¢ HUM
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6 AKTHBHOE y4acTHe B HHTEPAKTHBHOM IPOIECcCe 0,1 3
7 OTBeThI Ha BOIIPOCHI HA CEMUHAPCKOM 3aHATUN 0,1 3
Bcero 3a cemectp (MoayIb) 40

/. ®OH/I OLIEHOYHBIX CPEJACTB /ISl IPOBeJIeHUs TPOMEKYTOUHOH aTTeCTAMHU
00y4aroIuxcs Mo JUCHUIVINHE
[lepeyeHb MIaHUPYEMBIX PE3yJIbTaTOB OCBOCHHS 00pa30BaTEILHON MPOrpamMMBbl
(mepedyeHb KOMIIETEHIINI) ¢ yKa3aHUEM HMHJMKATOPOB UX JOCTHKECHUS U TUIAHUPYEMBIX
pe3yNbTaToB O0y4YeHHUs MO JAMCHMIUIMHE COAepKuTcs B pasnene «2. IlepedyeHn

IIaHUPYCMBIX PE3YJIbTATOB OCBOCHUA O6p330BaTeHBHOfI MporpaMmal

(mepeyeHb

KOMIIETCHIIMM) C yKa3aHUEeM WHIAUKATOPOB UX JOCTIXKCHUS U IUIAHUPYEMBIX
Pe3yIbTATOB O0yUCHHUS IO JUCITUTLIIUHE.

7.1 TunoBble KOHTPOJIbHBIE 32IAHUS WIH WHbIE MATEPHUAJIbl, HEOOXOAMMBbIE
MJISl OLEHKU UHAMKATOPOB I0CTUKEHUS KOMIIETEHIU, YMEHHI U 3HAHU U
IIpuMepHbIe 3a1aHUsA, HEO0OXOAUMBIE JISI OLEHKH JOCTHKEHUSI KOMIIeTe HIIUi
Tabmuma 7 - J{ns npuema 2024 r.

HanmenoBanue HanmenoBanue PesynbTarsl 00yueHus Turnoseie
KOMITETEHITUHI WHIUKAaTOPOB (yMeHwUs 1 3HAHUS), KOHTPOJIbHbBIE
JOCTHKEHUS COOTHECEHHbIE C 3alaHus
KOMITIETEHIINH UHAUKATOpaMu
JOCTHKEHUS
KOMITETEHIINH
Croco6HOCTh 1. JlemoHcTpUpyeT 3HATD: 3aganue
MIPUMEHSATH 3HAHUS B chepe - chepy Cekperapsb-
nH(pOPMAaLMOHHO- UH(GOPMAIMOHHO- UH(GOPMAIMOHHO- MTOMOUTHUK
KOMMYHHKAIIIOHHBIE KOMMYHUKAIIMOHHBIX KOMMYHUKAIIMOHHBIX PYKOBOIUTEIIA,
TEXHOJIOTUU, OCHOBHBIE | TEXHOJIOTHIA, TEXHOJIOTUH, peJIBapUTENHLHO
MOJIOKEHUS UH(GOPMAIMOHHON uHGOPMALMOHHON IIPOCMOTpPEB
3aKOHOJATEIbCTBA 0 | 6e30MacCHOCTH U 3alUTHI | OE30MACHOCTH U 3aIUTHI | JOKYMEHTAIHIO,
MEePCOHANBHBIX JaHHBIX, | HHPOPMAIUHU, OCHOBHBIX | HHOPMAIIUU, OCHOBHBIE | TOCTYIUBIIYIO B
00 o0mMX NpUHIUNAX | MTOJOKEHUI MOJIOXKECHHUS OpraHu3aluio,
(GYHKIIMOHUPOBAHUS 3aKOHOJATEIhCTBA 0 | 3aKOHOJIaTENIbCTBA 0 | mepegaeT ee BCIO
CUCTEMbI JJIEKTPOHHOIO | MEPCOHANBHBIX JTaHHBIX, | IEPCOHANBHBIX MaHHBIX, | pykoBoautTemno. [Ipu
MIPaBUTENILCTBA Uit | 00 o0mMX mnpuHOUINAX | 00 OOMMX MPHHIMIAX | 3TOM B TAaNKy C
obecrnieueHus (YHKIIMOHUPOBAHUS (GyHKIIMOHUPOBAHUS JOKyMEHTaMU
JeSITeNIbHOCTH CUCTEMBbI JJIEKTPOHHOTO | CUCTEMBI JIIEKTPOHHOTO | BKJIQJbIBACTCS
rOCyZlapCTBEHHBIX U IIPABUTEIBCTBA IVl | IPaBUTENIbCTBA JUI | IACBMEHHBIN
MYHHUIMITAJIBHBIX oOecrieueHus OpraHu3aluu KOMMEHTapHH,
OpraHoB  BJACTH  H | IEATENBHOCTHU JOKYMEHT00000poTa BKJIFOUYAOLIUU
ynpasnenus (ITKH-7) rOCyIapCTBEHHBIX U | TOCYAapCTBEHHBIX U | CBEIEHUS O COCTaBe
MYHHIIUTTATBHBIX MYHUIUATBHBIX JIOKYMEHTOB,
OpraHoB  BJAacTH W | OPraHOB  BJIAacTM U | BOIIpOcax,
YIIpaBICHUS. yIIpaBJICHMUS, colepkamuxcs B
HUX, oT KOTO
MIOJIyYEHBI
JOKYMEHTBl U KOMY
yMeTh: aJ|peCOBaHBbI.
- HCIOJIb30BaTh ITpaBuibHO
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chepy nHMDOPMAITMOHHO-
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHH,
UH(POPMALMOHHOM
0€30MacCHOCTH M 3alUThI
uH(OpPMAIINH, OCHOBHBIC
MOJIOKCHHSI
3aKOHOIaTEeNLCTBA 0
MEPCOHATBHBIX JIAHHBIX,
00 oOuuX NpUHIMIAX

(G YHKIIMOHUPOBAHUS
CUCTEMBI DIJIEKTPOHHOTO
MIPABUTEILCTBA TUISt
OpraHu3aIuu
JIOKYMEHTO0000pOoTa
TrOCY/IapCTBEHHBIX "
MYHHIIHITATEHBIX
OpraHoB  BJAcTH W

yIpaBJICHHUS.

JM B YYPSKICHUU
MOHUMAIOT
Ha3HAuYCHUE
orepanuu
«IIpEeBAPUTEIILHOE
paccMOTpeHHe
JOKyMEHTOB»? YTo
IIpEJICTaBIISIET cOO0M
JIOKyMEHTO000pOoT?
3aganue
Ha
3aceJaHuH
DKCIIEPTHOU
KOMHUCCHHU
roCyJapCTBEHHOU
opraHuzanuu  ObLI
MIOCTABJIEH  BOIPOC
00  YCTaHOBJICHHH
CPOKOB  XpaHCHHs
psina  JIOKYMEHTOB,
KOTOpbIE HE BOIILIH
B THIIOBBIC ITEPEUHHU.
Kpome Ttoro, Bcran
BOIIPOC 00
M3MEHEHU!U
HEKOTOPBIX CPOKOB.
Pemennsa komwmccuun
00 YCTaHOBJICHHH H
U3MEHEHUU CpPOKOB
ObLTH
3a(pUKCUPOBaHBI
MIPOTOKOJIOM
3aceaHus
SKCIIEPTHOU
KOMUCCHH.
OCHOBaHUU
MIPOTOKOJIA
PYKOBOIUTEIH
OpraHu3alul H3aajl
pHUKa3,  KOTOPBIM
3apUKCUPOBAT
YCTaHOBJICHHBIE
JKCIIEPTHOU
KOMUCCHEU
XpaHEHUS
JIOKYMEHTOB.
OpHako 3KcIepTHO-
IPOBEPOYHAs
KOMUCCHUS
MYHHIIUITATEHOTO
apxuBa,
MPUHUMAIOIIETO Ha

Ha

CpOKH
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XpaHEHUE
JIOKYMEHTBI
OpraHu3aluu,
0TKa3aJlach
YTBEPKIaTh JTaHHOE
pelieHue. bruo
YKa3aHO Ha
HapyllIeHue
Opra"u3anuen
MPOLENYPBI u
JIOKYMEHTUPOBAHUS
peleHnsT  JTaHHOTO
BOIIPOCA.

Kakne
HapyIIEHUA
oOHapyxuia
AKCHEPTHO-
MPOBEpPOYHAs
KOMUCCHS B
JIEUCTBUSX
SKCIIEPTHON
KOMHUCCHH u
PYKOBOJIMTEIS
opra"uzanuu’?

2.Bmazeer HaBBIKAMU
coopa, 00paboTku
WHPOpMAIUA U yIaCTHS
B nHpOpMaTHU3AIIU
NeSITeIbHOCTH
COOTBETCTBYIOIIUX
OpraHoB  BJAacTU U
Opra"u3aiuiu.

3HATh:

- coop,
00paboTKy uHbOpMAITUN
npu OCYIIECTBIICHUH
TOKYyMEHTOOOOpOTa |
y4aCTHSI B
UHpOpMaTU3aAIUU
JeSITeTbHOCTH
COOTBETCTBYIOLINX
OpraHOB BIIACTH;

3apanune

OtneroMm
OpraHu3aIlMOHHON U
KaJIpoBOil  pabOThI
VYnpasnenus
MunucrtepcTBa
octuriuun PO 1o
Pecrybnuke
Kapenuss B KoHIuE
KaJICHAApPHOTO Troja
Obula  cocTaBJieHA
HOMEHKJIaTypa Jell
Ha CleAyoIuUn
KJICHAAPHBIM  TOJ.
27 nekaopst
TEKYLIETro rojaa
Ha4YaJbHUKOM
Yrpasnenus
T.II.MUraarseBoit
OBLIT U30aH u
MOAMNUCAaH  IpHUKa3
00 yTBEpXKIECHUU U
BBEJICHUU B
JEeUCTBUE
HOMEHKJIaTypbl e
c 1 SIHBapsI
CJIEAYIOLIEro Toja.
PykoBoauresnsm
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yMeThb:

- IPOU3BOJUTH

00paboTKy
pH

coop,
uHpOpMaun
OCYIIECTBIICHUH
JIOKyMEHTO00O0poTa
rocyJapTBEHHBIMHU
OpraHamMu BIIaCTH.

CTPYKTYPHBIX

MO Ipa3IeICHUI
PUKa30M
IPENUCHIBATIOCH
¢dbopmupoBanue,
UCTIOJb30BAHUE U
XpaHeHHe el B
COOTBETCTBUU c
pa3paboTaHHOU
HOMEHKJIaTypou
nen.  Kourtposb 3a
UCTIOJTHEHUEM
npHKasa ObLI
BO3JIOKEH Ha

HayaJbHUKA OTJela
OPraHu3alMOHHON U
KaJpoBOH  pabOThI
XioHHuHeHa  A.B.
Odopmure mpukas.

3aganue

B macrosmee
BpeMsl TPAKTHYECKH
BCE YUPEKICHUS
BEAYT DJIEKTPOHHBIN
JTIOKYMEHTOOOO0POT,
B CBSBU C OTUM
BXOJIs11as1 u
ucxoAsmas
JIOKyMEHTaus
XpaHUTCS B
AIIEKTPOHHBIX 0azax
JTAHHBIX.
CoBpeMeHHbIE
TEXHOJIOTUHU
BCTYIAIOT B
MPOTUBOOOPCTBO  C
TpaauUUsSIMUA B TOT
MOMEHT, Korja
0OHapyXHBaeTcs
HEe00XO0AUMOCTh
nepenaBaTh Bce Aena
B apxuB. Bompocsl

BO3HUKAIOT caMu
co00H — KakoW BHJ
DIIEKTPOHHBIA  WJIH
MeYaTHLIN
HEO0O0X0IMMO
XpaHHUTh B apXWUBE W
KaKUM obpazom
MPOBOJIUTH TPOIIECC
[IOJITOTOBKH

JAOKYMCHTAIIUN K
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c/la4ye B apXUB.

PykoBoauren
eM CITY>KOBI
JOKYMEHTAllMOHHOT
0 obecrieyeHust
yIpaBiIeHUS
NBanoson KK,
IIPEI0KEHO
NIEPEMECTUTH
JIOKYMEHTBI c
YKECTKOTO Ha

ONTUYECKUE TUCKU U
nepegaBaTb  HUX B
JIEKTPOHHOM BHJIE B
apxuB. B otBer Ha
9TO  NpPEIIOKEHUE
3aBEYIOIINN

apxuBoM HwukoHoBa
A.A. ykazama Ha
BOXHOCTh NEYATHBIX

MaTEpHAaJIOB u
pEeKOMEH ToBaIa
pacriedaTarhb
AJICKTPOHHBIC
JIOKYMEHTBI JUTS
TOTO, 9TOOBI

chopmupoBaTh W3
HUX JleJla U MPUHSATh
UX Ha XpaHEHUE B
YCTaHOBIIEHHOM
MOPsJIKE. CBoro
MO3UIUIO
IPUOPHUTETA
TPaULIUOHHBIX
OyMaKHBIX
MOJTUHHUKA u
KOIMUW U HEeXEJaHue
XpaHUTh  XpaHEHUE

JOKYMEHTBI B
3JIEKTPOHHOU (hopMme
OHa 000CHOBAJIA
CII0KHOCTBIO
OTIpeIeIIeHuUs
CPOKOB  XpaHEHHS
AIIEKTPOHHBIX
JOKYMEHTOB. B
KOHCYHOM cuere
OJIHUM u3
apryMEeHTOB TPOTHB
AIIEKTPOHHBIX
HOCHUTEIIEH  CTajo
OTCYTCTBHE
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YCTaHOBJIEHHOW

dbopmbI OIIHICH
AIEKTPOHHBIX
JIOKYMEHTOB.

Kak Bri
nojaraere,  Kakas
dbopma OTIHCH
MOJKET OBITH
UCIIOJIb30BaHA B
JTAHHOM ciy4ae?
Kaxum obpazom
cienyer
OTIPENICTSATh  CPOKH
XpaHECHHS
JIOKYMEHTOB B
IEKTPOHHOU
dbopme?

3. [Ipumensier 3HATh: 3aganue
nH(}OpPMaLIMOHHO- - Ha  Gepery
KOMMYHUKAITHOHHBIC nH(pOopMaImoHHO- BOJIOXPaHWIHIIA,
TEXHOJIOTHH, KOMMYHHUKAITHOHHBIE SIBJISTFOIIIETOCSI
WHCTPYMEHTHI U METOJIbI | TEXHOJIOTHUH, HUCTOYHHKOM
nH(pOpMaMOHHON MHCTPYMEHTBI U METOJbI | BOJOCHAOKEHUS
0€30IaCHOCTH U 3alIUThl | HHOOPMAITMOHHOK ropoja  3aMEHCKa,
nH(pOpMaIUY, OCHOBHBIE | O€30MMACHOCTH M 3alUTHl | HAXOUIACh M0JI0Ca
MOJIOKEHUS uH(pOpPMaIlMY, OCHOBHBIE | HEUCIIOIb3yeMOH
3aKOHO/IATENBCTBA O MTOJIOKEHUS 3EMJIN.
[IEPCOHANIBHBIX JaHHBIX, | 3aKOHOJATCIIHCTBA 0 | MyHununanurer
00 00ImMX MTPUHITUTIAX MEePCOHAIBHBIX JaHHBIX, | TOpOIa IIPOBEI
(hYHKIIMOHUPOBAHUS 00 00mMX MPUHIHKIIAX | TOPTH, TPEAMETOM
CHUCTEMBI DJIEKTPOHHOTO | (hyHKIIMOHUPOBAHUS KOTOPBIX  SIBUJIOCh
NpaBUTEIBCTBA [T CHUCTEMBI JJIEKTPOHHOTO | IIPaBO Ha
obecrnieueHus MIPaBUTEILCTBA B | 3aKJIFOUEHUE
ACATCIbPHOCTU MEXBEJOMCTBEHHOM JOroBOpa apeHIbl
roCy1apCTBCHHBIX 1 JTOKYyMEHTO000O0pOTE M | y4JacTKa.
MYHUIOHIIAJIBHBIX nenonpousBojictBe s | [lobenurenem
OpraHoB BJIACTH U obecrieueHus toproB crtaio OOO
yHpaBJICHHUA. OEATCIbHOCTH «CHHTE3».
roCyJapCTBEHHBIX u | B MectHoll rasere
MYHUIUIIATbHBIX MOSIBUJIACh
OpraHoB  BJAcTH W | MyOnMKaIius, oomui
YIpaBJICHUS, CMBICJI KOTOPOH
CBOJIUTCA K TOMY,
4TO «HYBOPUIIN
3aXBaTHIBAIOT
Oepera
BOJIOXPaHUJIMIIAY,
MPUBOJUIHNCH u
CCBUIKM O TOM, 4TO
apeHaa JTAHHOTO
ydyacTka Hapyliaet
CaHUTAPHYIO  30HY
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yMeThb:
- HUCIOJIb30BaTh
MH(}OPMALMOHHO-
KOMMYHHKAIIHOHHBIE
TEXHOJIOTUH,
WHCTPYMEHTHI U METOJIbI
MH(GOPMALMOHHON
0€30MacHOCTH 1 3alUThI
uH(pOpPMaIlMU, OCHOBHbBIE
HOJIOKECHHUS
3aKOHOJIaTEIbCTBA 0
NEPCOHAIBHBIX JaHHBIX,
00 O00mmMX MpUHIKATIAX

(GYHKITMOHUPOBAHUS
CHCTEMBI JJIEKTPOHHOTO
NIPaBUTEIIbCTBA B
MEKBEIOMCTBEHHOM
JOKYMEHTOO00pOTE U
JIETIOTIPOU3BOJICTBE IS
obecrieueHus
JeSITeTbHOCTH
roCyJapCTBEHHBIX u
MYHUIUITATBHBIX
OpraHoB  BJAacTH U

YIpaBJICHUA.

BOJIOXpaHUJIHIIIA.

FOpucter
000 «Cunres»
MOJATOTOBUJIIM OTBET
Ha nyoIMKanuio,
MOSICHHB, 4TO
00111eCTBOM c
MYHHIIHITATATETOM
3aKJIIOYEH JI0TOBOP O
KOMIUIEKCHOM
OCBOCHUU
TEPPUTOPUH, B
paMKax KOTOpOTO Ha
CIIOPHOM  y4acTKe
MIpeANnoaracTcs
BPEMEHHOE
pa3MelieHme
CTPOUTEIIBHOU
TIJTOTIA K.

Kakne
3eMEJIbHBIC yYACTKH
OTpPaHUYCHBI B
obopote?

B uwem moryr
3aKJII0YaThCS
OrpaHUYeHUA?

CymectByio
T JIM TIOJOKEHHUS,
MO3BOJISIONINE
UCKIIIOYUTh  TaKue
CropsI? Kaxkue
NEICTBUS B JTaHHOM
ciaydae, ¢ Bamen
TOYKHU 3peHus,
clenyer
COBEPIIUTH?

3aganue

3A0
«JKOCaH»  TPOCUT
OAO  «lIIporpecc»
00 OKa3aHUU
TEXHUYECKOU
MOMOIIT! B
pa3paboTke paboumnx
YepTeKEd HACOCHOU
CTaHIUU. 3A0
«JKOCaH»  TPOCHUT
MIPOU3BECTU 3Ty
paboty
HEIMOCPEACTBEHHO
HA  TUIOIIAgKe B
TPEXAHEBHBINA CPOK
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[TocranoBka
3a/1a4u:

CocraBbTe
rapaHTUIHOE
MKUCbMO 3A0
«IKOCan» OAO
«IIporpecc». Kaxkne
JOKYMEHTBI MO>KHO
COCTaBJISITh B
KOMIIaHHH, KaK
ciemyer
COBEPIIICHCTBOBATH
BHEIIIHUH u
BHYTPECHHUI
JTIOKYMEHTOO000POT?
Kax BeAETCS
MEXXBEJIOMCTBEHHBIN
JIOKYyMEHTOO00POT
opra"uzanuu’?

Croco6HOCTH
OCYIIIECTBIISTh
MEKBEIOMCTBEHHBIE,
BHYTPHOPTaHU3AI[HOHH
bI€ WU  JIMYHOCTHBIE
KOMMYHHKAIUH,
obecrieunBaTh
B3aUMOJEHCTBUE
OpraHoB
roCyJ1IapCTBEHHOM u
MYHULUIIAJBHON BJIACTH
U YIPABJICHUS CO BCEMH
3aMHTEPECOBAHHBIMU
CTOpPOHaMHU B
peanuzanuu
CTPATETUYECKUX LIeJIeh
U HalUMOHAIbHBIX 3a7a4
pasButusi  Poccuiickoi
Ddenepanun (ITKH-8)

1. JemoHCcTpHpyeT
HaBBIKH
MEKBEIOMCTBEHHBIX,
BHYTPHOPTaHU3AI[HOHHBI
X u JIMYHOCTHBIX
KOMMYHUKAaIUH,
obecrnieueHus
B3aUMOJIEHCTBUA
OpraHoB
roCyJlapCTBEHHOM u
MYHUIMIIAJIBHON BJIACTU
U YOPaBJIIEHUS CO BCEMU
3aMHTEPECOBAHHBIMU
CTOPOHAMHU B
peanuzauuu
CTpPAaTeruYeCcKHX LeeH U
HallMOHANBHBIX  3aJ1a4
pazButus  Poccuiickoit
®enepanuu.

3HATD:
MEXBEJIOMCTBEHHBIE,
BHYTPHOPTaHU3AIIMOHHBI
e " JUYHOCTHBIX
KOMMYHUKAIINH,
obecrieueHus
B3aUMOJICUCTBUA
OpraHoB
roCy/1IapCTBEHHOU u
MYHULUIIAJIBHON BIIACTH
U YIOpPaBJIEHUS CO BCEMU
3aMHTEPECOBAHHBIMU
CTOPOHAaMHU C IOMOIIBIO
JOKyMEHTOO0OpOoTa B
peanu3anuu
CTpPAaTernyeCcKux Lese u
HallMOHAJBHBIX  3aJ1a4
paszButusi  Poccuiickoi
®enepanuy;

3ananue

I'maBoit
MYHHITHITATLHOTO
oOpazoBaHusi  OBLI
MOJANUCAaH JIO0TOBOD,
1o KOTOPOMY
IOPUAUYECKOMY
JUILY
3aHUKEHHOU
pojiaBajiach
MYHULIUTIATbHAS
HEJBM)KMUMOCTbH, HO B
JIOTOBOpE
OTCYTCTBOBAJIU
UACHTUPULIHUPYIOLIN
e MPU3HAKU
obwekra. Ilo akrty
npreMa-tepeaadu
MOKYIaTen0  ObLIN
nepeaaHbl
JIOKYMEHTHI, Ha
OCHOBAaHUU KOTOPBIX
3a HUM
3aperucTpUPOBAHO
paBo
COOCTBEHHOCTH
HEJABU)XHUMOCTb.
DaKTUYECKOMN
nepeaadn
HEABM)KMUMOCTH  HE
npousonuio. Omnara
MOKYyTaTeIeM HE
MIPOU3BOIUIIACK.

1o
LeHe

Ha
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yMeTh:
- HUCIOJIb30BaTh
MEXXBEJOMCTBEHHBIE,
BHYTPUOPraHU3aLMOHHbI
e U JMYHOCTHBIX
KOMMYHHUKAIIIH,
obecrieueHus
B3aUMOJICUCTBHUS
OpraHoB
roCyJapCTBEHHOM U
MYHHUIMIIAJBHON BIIACTH
U YIpaBJIEHUS CO BCEMU
3aMHTEPECOBAHHBIMU
CTOPOHAMH C TOMOUIBIO
JOKyMEHTOOOOpoTa B
peanuzanuu
CTpaTErnyecKux 1ene u

HAIIMOHAJIBHBIX 3a1a4
pa3Butusi  Poccuiickoit
denepanuu.

Kakoii wuck nosmkeH
ObITh  NpEABSABIEH
UL HaJJIeXallero
odopMIICHHS  TIpaB
COOCTBEHHOCTH  3a
MYHHIIHITATEHBIM
oOpazoBaHuem?
3ananne
[Io wrToram
COBEIIaHUs B
AJIMUHHCTpALIUU
SpocnaBckoit
obnactu
PYKOBOJUTEID
[enaprameHnra
oOpazoBanusi B.A.
MakapoB  moOpy4HII
MOJITOTOBUTH TIPOCKT
MpHKa3a 0
CBOEBPEMEHHON  H
Ka4eCTBEHHOM
MOJTOTOBKE  IITKOJT
005acCT K HOBOMY
yaeOHOMy Troay. B

CBSI3U c 3TUM
HAYaJIbHUKY
PEMOHTHO-
CTPOUTEIBHOTO
ynpasieaus: (PCY)
A.A. NBanogy,
HAYaJIbHUKY
(h1HAaHCOBOTO
yopasienust  [LA.
[TetpoBy,
TUPEKTOpaM  LIKOJI
ObLIO0 MOPY4YEHO

NpeaACTaBUTb CMCETY
pacxoa0oB HA PEMOHT

IIKOJIBHBIX — 3JIaHHI
o 01 HUIOHA
TEKYILETOo roja.
HauvaneHuky
X03IMCTBEHHOTO
ynpasienus  JLJL
[MImsaxuny
MOCTaBJICHA 3ajaya
obecieunte  PCVY
HEO0OXOUMBIMHU
MaTepuagamMu s

pEMOHTa IIKOJ JI0
15 wurons Texyiero
roja.
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Ocyiectsiie

HUE KOHTpPOJS 3a
WCIIOJTHEHUEM
MpUKa3a BO3JI0KEHO
Ha 3aMEeCTUTENS
PYKOBOJUTEIIS
nernapramenta M.U.
Tumodeena.
Henocraromny
ue PEKBU3UTHI
BbIOpaTh
CaMOCTOSITENIHHO.
2. Ompenenser 3HATh. 3ananue
MIPUOPUTETHHIE - TPUOPHUTETHHIC Brr
HarpaBJieHUS HarpaBJIeHUs SBJISIETECH
MEKBEIOMCTBEHHBIX, MEXBEJIOMCTBEHHBIX, BBITTYCKHUKOM
BHYTPHOPTaHU3AIIMOHHBI | BHYTPUOPraHu3aninoHHs! | [len3enckoro
X u JUYHOCTHBIX | X " JUYHOCTHBIX | TOCYIapCTBEHHOTO
KOMMYHHKaIUH, KOMMYHUKAIUH, YHUBEPCUTETA
obecrieueHus obecrieueHus APXUTEKTYPBI u
B3aMMOCHCTBUS B3aUMOJICUCTBHUS CTPOUTEIBCTBA.
OpraHoB OpraHoB CocTaBbTe  TPOEKT
rOCyJIapCTBEHHOM U | TOCYyTapCTBEHHOMN U | XapaKTEePUCTUKHU-
MYHULUIIAIBHON BJIACTH | MyHULIMNAIBHOW BJACTH | PEKOMEHJAMU  Ha
W YOpaBlEHUS CO BCEMHU | U YIPABJIEHUSI CO BCEMHU | cedsi OT  HMEHH
3aMHTEPECOBAHHBIMHU 3aMHTEPECOBAHHBIMU qupekropa Bamiero
CTOPOHAMHU B | CTOPOHaMHU C IOMOIIBIO | HHCTUTYTA
peanu3anuu MEXBEJIOMCTBEHHOTO (bakynprera)  mus
CTpaTeruyeckux 1eyied u | JOKyMEHTO000poTa U | MOCTYIUICHUS B
HallMOHAJIBHBIX  3aJa4 | JEJONPOU3BOJICTBA B | ACIMPAHTYPY
pa3Butusi  Poccuiickoil | opranax MoOCKOBCKOTO
®denepanuu. roCyJapCTBEHHOTO U | HHCTUTYTA
MYHULHUIIAJIBHOTO HapOJIHOTO
yIpaBJICHUs B | xo3siicTBa.  Kakue
peanu3anuu JOKYMEHTBl MO’KHO
CTpPATernYeCcKHX LEeJIeH U | COCTaBIATh B
HallMOHAJBHBIX  3aJ1a4 | KOMIIAHUH, KaK
pasButus  Poccuiickoit | cnenyer
®denepauny; COBEpILIECHCTBOBATh
BHEITHUHN u
BHYTPEHHUI
JOKYMEHTO000pOT?
yMeTh: 3aganue
- HCIOJb30BAThH CocraBbTe
MIPUOPUTETHBIE nH(pOpPMaLMOHHOE
HaIpaBJIeHUs MACBMO O TPOJIaXKe
MEKBE/IOMCTBEHHBIX, YaCTHBIM u
BHYTPUOPTraHU3ALMOHHBI | TOCYJapCTBEHHBIM
X u JUYHOCTHBIX | IPEINPUATUAM
KOMMYHUKAIIUH, MEePCOHANBHBIX
obecrieyeHus KOMIBIOTEPOB IO
B3aMMOJICVCTBHUS JIOTOBOPHOM
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OpraHoB

CTOMMOCTH u 0

roCy/1apCTBEHHOU U | BO3MOKHOCTH

MYHULIMNIAJIBHOW BJIACTH | IPUHUMATh  3aKa3bl

Y YIPaBJICHUS CO BCEMHU | Ha COCTaBJICHUE

3aMHTEPECOBAaHHBIMU nporpamm u

CTOPOHAaMHU C TIOMOIIIBIO | OTIPABbTE Ha

MEKBEJJOMCTBEHHOTO Ha3HAYEHHIO

JOKYMEHTOOOOpOTa | | DJIEKTPOHHBIM

JIEJIONTPOU3BOICTBA B | CIIOCOOOM.

oprasax

rOCy/IapCTBEHHOTO u

MYHHUIUTIATEHOTO

yIpaBJICHUS B

peanu3anuu

CTpaTErnyeCcKuXx 1ene u

HallMOHAJIBHBIX  3aJa4

pasButua  Poccuiickoit

denepanyu.
3. Brimemsger oCHOBHEBIE 3HATD. 3aganne
HAIpaBJICHUS - OCHOBHBIE CocraBpte
COBEPIICHCTBOBAHUS HaIpaBJICHUSA MACBMO-TIPOCHOY
MEKBEIOMCTBEHHBIX, COBEPIIECHCTBOBAHUSA Jlrobumckoit
BHYTPHUOPraHU3AUOHHBI | MEKBEJOMCTBEHHBIX, WHKY0aTOpHO-
X u JIMYHOCTHBIX | BHYTPUOPTaHU3AaLMOHHBI | ITULIEBOIYECKON
KOMMYHHKAIUH, X " JUYHOCTHBIX | CTAHIIUHU B
obecrieueHus KOMMYHHUKAITUH, 00JIacCTHYIO
B3aUMOJCICTBUSA obecrieueHus aJMUHUCTPALMIO O
OpraHoB B3aUMOJCICTBUSA BBIJICJICHUHN CPEJICTB
roCyJIapCTBEHHOM U | OPraHoB u3 00J1aCTHOTO
MYHUIUIIAJIBHON BJIACTU | TOCYJapCTBEHHOM u | OromKeTa B cymMme
U YIpaBJCHHUS CO BCEMHU | MyHULIMNAJIbHOW Biactu | 15 wmiH. pyb6. 10
3aMHTEPECOBAHHBIMU u YIIPaBJICHUS C | Hayana peanu3anuu
CTOPOHAMHU B | HIOMOLIBIO MOJIOTHSAKA-TITULBI
peanuzauuu MEXKBEJIOMCTBEHHOI'O HAaCEJICHUIO. Kak
CTpaTeruyuecKux Ieyied u | JOKyMEHTO00opoTa U | BeJeTcs
HallMOHAIBHBIX  3aJa4 | JEJOMPOU3BOJICTBA  CO | BJIEKTPOHHBII
paszButusi  Poccuiickoil | Bcemu MEKBEIOMCTBEHHBIN
denepanuuu. 3aMHTEPECOBAHHBIMU JOKYyMEHTOO00POT

CTOPOHAMHU B | OpraHu3anuu u

peanuzauuu KAKOBbl IIYyTH €ro

CTpPATernYeCcKHX LEeJIeH U | COBEPLUICHCTBOBAHUS

HAI[MOHATBHBIX  3aj;ad | ?

pasButus  Poccuiickoit 3amanue

®denepauny, B

YMeETh: HBanoBCcKkoO#
- obecreuuBath | 00JIACTH CIOXKHUIOCH

COBEPIIECHCTBOBAHNUE KpaiiHe

B3aWMOJICVCTBUS HaNpsHKEHHOE

OpraHoB MOJIOKEHUE c

rOCy1apCTBEHHOU U | TOProBJIEH

MYHUIUIIAIBHON BJIACTH | MPOMBILIJIEHHBIMHU

" yIIpaBJICHUS C| ToBapamMu M, B
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IIOMOIIIBIO
MCXKBCIOMCTBCHHOI'O
JOKYMEHTOO0OpoTa U
JeTOTIPOU3BOACTBA  CO
BCEMH

3aMHTEPECOBAHHBIMU
CTOpOHAMH B
peanzanuu

CTpaTErnyecKux 1ene u
HAl[MOHAJBHBIX  3a/a4
pasButua  Poccuiickoit
®denepaunn

YaCTHOCTH,
mebenpr0. B 12 u3

15 pailoHOB
TOProOBJIsl MeOebio
BeJIeTCSA B
HEIMPUCTIOCOOICHHBI
X MTOMEIIEHUSX,
JIUTIEHHBIX
HE0OXOUMOTO
obopynoBaHus, He
MMEIOIINX
HOPMAaJIbHBIX
MOJIbE3AHBIX MYTEH.
s paspenieHus
JaHHOW  TpoOIEeMBI
K PYKOBOJIUTEIIO
aIMUHUCTpAIUU
NBanoBcKoOM
obmactu I. W
[TonexaeBy
obOparumcs
HaYaJIbHUK
YnpasneHus
TOPrOBIIN
AMUHUCTpALIUU
HBanoBCKOI
oomactm K. [l
Tapacos. B
NOKJIQMHOU 3aIicKe
B CBSI3U c
HE00X0IUMOCTBIO
CO3JJaHMs  YCIIOBHIA,
OTBEYAIOLIUX
TpeOOBaHUSAM
OpraHu3anuu
TOProBJIU MeOEeNbIo,
Tapacos MPOCHIT
JaTh yKa3aHUs
PYKOBOIUTEIISAM
aIMUHUCTpaUi
COOTBETCTBYIOIIHNX
panioHOB 0
MPEI0CTaBICHUH
JUTSt TOProBIIU
MeOeIbI0
MMOMEIICHUH,
OTBEYAIOUIUX
YCTaHOBJIEHHBIM
HopMmaM. Odopmure
JOKJIAHYIO
3aIUCKY. Kax
BeJIeTCS
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ME>KBEJIOMCTBECHHBIHM
JIOKyMEHTOO00pOT

opraHuzaiumn u
KaKOBBI IYTH €ro

COBCPLICHCTBOBAHUA
?

IIpuMepHBIN NepeYyeHb BONPOCOB K 3a4eTy

1. CymHOCTh M CTPYKTYpa JOKYMEHTAIIMOHHOT'O 00ECTICUeHHS TOCY]apCTBEHHOTO
Y MyHULIUTTAJIBHOTO yIPaBICHUS.

2. ®yHKIUY yIpaBIeHUS TOKYMEHTaMHU.

3. OcCHOBHbBIC TIOHSITUS W TEPMHUHOJIOTHS JOKYMEHTAIIMOHHOTO OOeCIeueHuUs
yIpaBJICHUS.

4. CpoiicTBa, MpU3HAKH, KJIACCU(PUKAIUS U BUIbI TOKYMECHTOB.

5. 3akoHoAaTeNbHOE PEryJIMpOBaHHE JOKYMEHTAIIMOHHOTO  OOecredeHHs
rOCYJapCTBEHHOTO M MYHUITUIIAJILHOTO YIIPABJICHHUS.

6. CoctaB 1 00JaCTh MPUMEHEHUSI HOPMATHUBHBIX MPABOBBIX aKTOB (heIepaibHbIX
OpraHOB HCTIOJHUTEILHON BJIACTH, PETYJIHPYIOMHUX JTOKYMEHTAIIMOHHOE OOecTieueHue
rOCYJapCTBEHHOTO M MYHUITUIIAJILHOTO YIIPABICHUS.

7. CoctaB u 00J1acTh TPUMEHEHHUS TOCYAApPCTBEHHBIX (HAIIMOHAJIBHBIX)
CTaH/JApTOB, PETYIUPYIOMIUX JOKYMEHTAllMOHHOE O0ecreueHne TOCYAapCTBEHHOI'O U
MYHHUIHUIAIBHOTO YIIPABICHHUS.

8. Crpykrypa u o60mas  xapakrepuctuka  OCHOBHBIX  TMOJIOKEHUM
["ocynapcTBeHHOM CHCTEMBI TOKYMEHTaIlMOHHOTO oOecrieuenus ynpasienus (I'CIOY).

9. Vaudukanus U CTaHAAPTU3ALMS JTOKYMEHTOB OpPraHOB TOCYIapCTBEHHOM
BJIACTU U MECTHOT'O caMoymnpaBieHuss. CUCTEMBI JOKYMEHTALIUH OPTaHOB YIPABJICHUSI.

10. CocraB u Ha3HaueHHWE OOIIEPOCCUMCKUX KIACCU(PUKATOPOB TEXHUKO-
SKOHOMUYECKOUN M COMMAIbHON MH(GOPMAIIUH.

11. OGuue TpeGoBaHUA K JTOKYMEHTHPOBAHHUIO YIPABICHUECKON NESITEIbHOCTH,
ycTaHoBlieHHble  [IpaBumamu  nemompou3BoACTBa B (efiepalbHBIX — OpraHax
UCITOJIHUTEIBHOM BIACTH.

12. Tpe6oBanus crangaptroB ['OCT P 6.30-2003 u I'OCT P 7.0.97-2016 «
0JlaHKaM JIOKYMEHTOB, CO3/1aBaeMbIe B OpraHaX rOCyapCTBEHHON BIIACTH.

13. Tpeb6oBanus cranmapta ['OCT P 6.30-2003 x odbopmiieHHIO TOKYMEHTOB:
o011ast XapaKTepuCTUKa U CTPYKTYpa.

14. Hoseie TpebGoBanus cranmapra ['OCT P 7.0.97-2016 k odopmieHuto
JIOKYMEHTOB.

15. Tpe6oBanus crangaptoB I'OCT P 6.30-2003 u I'OCT P 7.0.97-2016 k
oQOpPMJICHUIO PEKBU3UTOB JOKYMEHTOB (HAaMMEHOBAaHWE OpPTaHU3AIMH, CIPABOYHBIC
JaHHbIE 00 OpraHu3aluy, HAMMEHOBAaHUE BHUIA IOKYMEHTA, /1aTa JIOKYMEHTA).

16. Tpe6osanus crangaptroB ['OCT P 6.30-2003 u I'OCT P 7.0.97-2016 «
0(pOPMIICHUIO PEKBU3UTOB JIOKYMEHTOB (PErUCTPAIIMOHHBIN HOMEpP JOKYMEHTA, CChUIKA
Ha PETrUCTPALIMOHHBIA HOMEpP W JaTy JIOKYMEHTa, MECTO COCTAaBJEHHUS WM W3JaHUf,
HaMEHOBaHUE BUa JOKYMEHTA, 3ar0JI0OBOK K TEKCTY, aJipecar).
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17. Tpeb6oBanus crangaproB ['OCT P 6.30-2003 u I'OCT P 7.0.97-2016 x
O(QOpPMJICHUIO PEKBU3UTOB JOKYMEHTOB (TE€KCT JOKYMEHTAa, OTMETKAa O HaJIU4uu
MPWIOKEHUH, pE30JIOLUs, OTMETKA O KOHTPOJIE).

18. Tpeb6oBanus crangaproB 'OCT P 6.30-2003 u T'OCT P 7.0.97-2016 x
O(QOpPMJIEHUIO PEKBU3UTOB JOKYMEHTOB (MOAMUCh, Tpud YTBEpKACHUS, TpUP
COTJIacOBaHMsI, BU3a COTJIACOBAHUS JOKYMEHTA, €4aTh, OTMETKA O 3aBEPEHUH KOIIHH).

19. TpebGoBanusa cranpapra ['OCT P 6.30-2003 u I'OCT P 7.0.97-2016 x
O0(QOpPMJICHUIO PEKBU3UTOB JOKYMEHTOB (OTMETKAa O HAIpaBI€HUU JIOKYMEHTa B JIEJIO,
OTMETKa O MOCTYIJIEHUU JOKYMEHTA, OTMETKa 00 HCIIOIHUTEIE).

20. Tpebosanus crangaapra ['OCT P 7.0.97-2016 k opopMIEHUIO PEKBU3UTOB
JOKYMEHTOB (Ipu( OrpaHHYEHHUs JOCTyMa K JIOKYMEHTY, OTMETKa 00 3JIEeKTPOHHOU
TIOIIHCH).

21. HopmatuBHble TpeOOBaHUS K TEKCTY IOKYMEHTA: 0011asi XapaKTepUCTHKA.

22. TlpaBuna o¢opmiiIeHHS TEKCTOB JOKYMEHTOB B AaHKETHON W TaOJIMYHOMN
dbopwme.

23. Ha3naueHue M CcOCTaB OPraHU3alMOHHBIX JOKYMEHTOB TIOCYIapCTBEHHOTO
oprasa.

24. JIoyKHOCTHAsE MHCTPYKUMSA: Ha3HAaY€HUE, COCTAaB PEKBU3UTOB M CTPYKTypa
TEKCTa.

25. Ilpuka3 1Mo OCHOBHOMY BHJly JESTEIBHOCTH: COCTaB M PACIIOJIOKEHUE
PEKBHU3UTOB, CTPYKTYpa TEKCTA.

26. Pemenue KoOJUIETHAJBLHOTO OpraHa YIPABJICHUS: COCTaB W PACIOJIOKEHHE
PEKBHU3UTOB, CTPYKTYpa TEKCTA.

27. HaznayeHue u cocTaB MHPOPMALMOHHO-CIPABOYHBIX JTOKYMEHTOB B OpraHax
rOCy/1apCTBEHHOM BJIACTH M MECTHOT'O CAMOYIIPABJICHHUS.

28. CocraB, pacrmojoXeHHUE PEKBU3UTOB U CTPYKTypa TEKCTa JOKJIagHOM,
O00BSCHUTEIIHLHOM 3aITUCOK, TIPOTOKOJIA, aKTa.

29. PaznoBugHOocTH TiMceM. TpeOoBaHMS K COCTaBICHHIO M O(QOPMIICHHIO
CITY’Ke0HOTO MHUChMa.

30. Tlopsimok OBUKEHUS JOKYMEHTOB M OCHOBHBIE dTallbl JOKYMEHTOOOOpPOTa B
opraHax rocyZapCTBEHHON BJIACTU U MECTHOT'O CaMOYIIpaBJICHUS.

31. OpraHuzanus perucTpalii U KOHTPOJIA 3a HUCHOJIHEHUEM JIOKYMEHTOB B
opraHax rocyZapCTBEHHON BJIACTU U MECTHOT'O CaMOYIIpaBJICHUS.

32. OpraHuzanys OINEPATUBHOTO  XpaHEHUS JOKyMEHTOB B  OpraHax
rOCy/IapCTBEHHOM BJIACTH M MECTHOTO caMoyIlipaBieHus. [loAroToBka €1 K apXMBHOMY
XPaHEHHUIO.

33. Opranuzamust pabOThl ¢ KOH(PUACHIHMATHLHBIMH JTOKYMEHTAMHU B OpraHax
rOCy/IapCTBEHHOM BJIACTH M MECTHOT'O CAMOYIIPABJICHMS: 00Ias XapaKTEPUCTHUKA.

34. Opranuzanus padoThl ¢ 0OpallleHUSIMU TPaXKJIaH: 0011asi XapaKTePUCTHUKA.

35. CucremMbl SJIEKTPOHHOTO JOKYMEHTOOOOpOTa, WX KiIaccUUKAIWS,
O0COOEHHOCTH BHEJIPEHUS U TEHACHIIMHU Pa3BUTHSI.

36. DONEKTpOHHBIM JOKYMEHT: ONpPEAECICHHE, CTPYKTypa, OTIPAHUYCHUS
HCITI0JIb30BaHUS.

37. Knaccudukanuu CUCTEM AJIEKTPOHHOTO ToKyMeHTooOopoTa (CO/I).

38. TpeboBanus k COJ[. CoBpemenHas pyHkiroHanbHOCTH CO/I.
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39. Oka3zaHue rocy1apcTBeHHbIX ycayT Ha 0aze CO/I.

40. Cucrtema MeEXBEIOMCTBEHHOTO 3JEKTPOHHOTO B3aumojaeiictBus (CMDB).
HopmartuBHas 6a3a, y4aCTHUKH.

41. DnexkrponHoe npaBuTenbCcTBO PD. [lopTansl rocyaapCcTBEHHBIX YCIIYT.

42. MexBeJOMCTBEHHBIN EKTPOHHBIN JoKyMeHToo0opoT (MO 10).

43. DneKkTpoHHas TMOANUCH: TUIHM3ALMs, XapaKTepUCTHKa, HOpMaTUBHas Oa3a,
oOecreynBarollas BHEIPEHUE U peaTU3aliIo, YCIOBUS MPUAAHUS IOPUINUECKON CUJTIBI.

7.2 HWuble MaTepuajbl, He0o0X0AUMBbIe /Jsi OLEHKH WHIUKATOPOB
AOCTH/KEHUS KOMIIETEHUMH, YMEHUH U 3HAHUH

[lopsinok mpoBeneHUs NPOMEKYTOUHOW aTTeCTallid W CUCTEMA OLICHUBAHUSA
pE3yNbTaTOB TMPOMEXKYTOUHOW arTecTallud MO HTOraMm cemectpa (MoAyns) 1o
nporpaMMmam OakajaBpuaTa U MarucTpaTrypbl B COOTBETCTBUU C YYEOHBIMU TJIAHAMHU 110
HANpaBJICHUSIM TOATOTOBKU BbICIIET0 0Opa3oBaHMs yTBEpkJeHa mnpukazom DY mo
ocHOBHOI1 negarensHocTH Ne 0557/0 ot 23.03.2017.

8. IlepeyeHb OCHOBHOII W [JONOJHHUTEJbHOM Y4YeOHOH JIMTEpPaTyphl,
Heo0X0IMMOii 115l OCBOEHM I JTUCHMILTHHBI

HopmaTuBHBIC aKThI:

1. ®enepanbubiii 3akoH Poccuiickoir @enepanun ot 27.07.2004 Ne 79-03 «O
rOCYJapCTBEHHOU IpakIaHCKOMU ciyx0e Poccuiickoii denepanumy.

2. ®enepanbhbiii 3aKk0H Poccuiickoit @enepannu ot 02.03.2007 Ne 25-®3 «O
MYHUITUIIAIBHON cTyx0e B Poccuiickoit deneparium.

3. ®enepanbublii 3ak0oH Poccuiickoir @enepanun ot 02.05.2006 Ne 59-03 «O
MOPSIIKE pacCMOTpEeHUs oOpateHuit rpaxkaan Poccuiickoit deaeparum..

4. ®enepanbubiii 3akoH Poccuiickoit denepanuu ot 14.11.2002 Ne 161-d3 «O
rOCYJapCTBEHHBIX U MYHULIMIAIBHBIX YHUTAPHBIX MPEIPUATHIX.

5. ®enepanbublii 3ak0H Poccuiickoir @enepanun ot 29.07.2004 Ne 98-d3 «O
KOMMepueckoil TaiiHe» (B ped. ot 24.07.2007).

6. ®enepanpubiii 3ak0H Poccutickoit ®enepanmu ot 27.07.2006 Ne 149-d3 «O6
uHdopmaIi, THPOPMAIIMOHHBIX TEXHOJIOTHIX U 3aIIUTe HHHOPMAITII.

7. TlpaBuna nenaoNpoW3BOACTBA B (helepaibHBIX OpraHax HCIOJHUTEILHOM
Biactu. YTB. noctaHoBieHueM [IpaButensctBa PO ot 15.06.2009 Ne 477.

8. Tlocranosnenue IlpaButensctBa P® ot 07.09.2011 Ne 751 «O BHeceHuu
n3MeHeHuil B [IpaBuia nemompousBocTBa B (henepanbHBIX OpraHax MCHOIHUTEIHHOM
BIIACTH.

9. IlonoxeHue 0 CUCTEME MEKBEAOMCTBEHHOI'O 3JIEKTPOHHOTO JOKYMEHTOO0OpOTA.
VY1B. nocranossienueM [IpasutenscrBa PO ot 22.09.2009 Ne 754.

10. ITocranosnenue IIpaButenbctBa PO ot 25.04.2012 Ne 394 «O mepax 1o
COBEPIICHCTBOBAHHUIO UCIIOJIb30BaHUs MH(GOPMaLIMOHHO-KOMMYHUKAIITMOHHBIX
TEXHOJIOT U B JIEATEIBHOCTU TOCYAaPCTBEHHBIX OPTaHOBY.

OcHoBHas auTEpaTypa
11. [Hoponuna JI. A., UputukoBa B.C. Opranuzamuss U  TEXHOJOTHUS
JOKYMEHTAIIMOHHOTO OOECIICUCHUs YIpaBlIeHUS [DIEKTPOHHBIA pecypc]: YUeOHUK |
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MPaKTUKYM. 2-¢ u31., nepepao. u nor. M.: FOpaiir,
2024. 270 c. https://urait.ru/bcode/536404 (nara obopamenus: 16.03.2024).

12. MopozoBa O. A., Jlocea B.B., MBanoa JI. 1. WudopmanmoHHbIe
TCXHOJIOTUM B TOCYJapCTBCHHOM W MYHHUIIMIAIBHOM YIPABICHUH [DJICKTPOHHBIHI
pecypc]: yuebHoe mocobue. 3-¢ wu3A., mepepad. u gom.  M.: IOpaiir,
2024. 156 c. https://urait.ru/bcode/535359 (nara obpamenus: 16.03.2024).

JJonmosHuTENBHAS JJUTEPATYpPAa

13. Kupcanosa M. B., Anoguna H. H., AkxcenoB 10. M. [lenoBas nepenucka
[DnexTponnslii pecypc]: yueOHO-IpakTHUecKoe mocodue. 3-¢ u3a. M.. UHOPA-M,
2023. 136 c. https://znanium.ru/catalog/product/1710999 (mara oOpaieHus:
16.03.2024).

14. KysuenoB W.H. JlokymeHTanmoHHoe oOecleYeHUE  YIpaBJICHUS.
JIOKyMEHTOOOOpOT ¥ JCJONPOU3BOJCTBO [DICKTPOHHBI pecypc]: y4eOHUK W
PaKTUKYM. 4-¢ u3., nepepao. u nom. M.: Opaiir,
2024. 545 c. https://urait.ru/bcode/535548 (nara oopamenus: 16.03.2024).

15. IysamoBa H. H., iBanoBa A. FO. OcHOBBI JeT0TPOU3BOACTBA. SI3BIK
CITy)KEOHOTO JOKYMEHTa [DJIEKTPOHHBIA pecypc]: YYeOHHK M MPAKTUKYyM / MOJ pei.
H. H. lllyBanoBoii. 3-e  u3n., mnepepab. wu  jgom M.: IOpaiit, 2024. 384 c.
https://urait.ru/bcode/536464 (nata obpamenus: 16.03.2024).

9. IlepeueHnb pecypcoB HH(POPMANUOHHO-TEJIEKOMMYHUKAIIMOHHOM CeTH
«HTEepHET», HEOOXOAUMBIX /151 OCBOEHHUS TMCUMILINHBI

1. URL.: http://www.garant.ru — uadopMaIinoHHO-IpaBoBO# moptan «I apanT

2. Hayunas snekTtpoHHast 6ubimnoreka eLibrary.ru http://elibrary.ru

3. llepuogmyeckue  u3JaHUsT  YHUBEPCUTETa B  JJIEKTPOHHOM  BHJE
http://library.fa.ru/res_mainres.asp?cat=efa

4. DnextponHas oudauorexka dunancoBoro yausepcuteta (Ob) http://elib.fa.ru/

5. (http://library.fa.ru/files/elibfa.pdf)

6. DnexkrponHo-ombnmoteunas cucrema BOOK.RU http://www.book.ru

7.  ONeKTpoHHO-OMOIMOTEUHAss cHUcTeMa «YHHBEPCUTETCKass Oubiamoreka
OHJIAMH» http://biblioclub.ru/

8. DnexkTpoHHO-0MOIMOTeHast cucteMa Znanium http://www.znanium.com

9. «/lemoBass oHlaliH OWONHMOTEKa» W3IaTeNbCTBa «AJbnuHA [labmumep»
http://lib.alpinadigital.ru/en/library

10. DieKTpOHHO-O0NOITNOTECUHAS

10. MeToanueckue yKazaHus 11 00y4AKOIIMXCHA 10 OCBOCHHUIO TUCIHUTIMHBI

OOyueHue MO IUCUUIUIMHE TMPEAToiaraeT M3y4eHHe Kypca Ha ayJauTOPHBIX
3aHATUAX (JIEKIMM M CEMUHApPCKUE 3aHSATUSA) M CAMOCTOATENbHOM  paboThlI.
CemuHapckue 3aHATHS MO JUCIUIUIMHE MPEANOJIaraloT UX MPOBEJICHHUE B PA3IUYHBIX
dbopmax c 1eNbI0 BBISIBICHUSI MMOJTYUYECHHBIX 3HAaHUM, YMEHUN, HABBIKOB U KOMIIETEHIIH.
Kypc npenmnonaraer mupokoe HCHOIb30BAHUE WHTEPAKTUBHBIX METOAOB OOYyUEHHS.
JIns npoBeeHUs CEMUHAPCKUX 3aHATUM aKTUBHO HCIOIB3YIOTCS METOAbl padOThl B
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MaJlbIX TpYyINaxX, BOBJIEYEHHWE B UHIUBUAYalbHYIO paboty. Ilpu mnpoBeneHun
CEMUHAPCKUX 3aHITUI UCTIOIB3YIOTCS MPE3CHTAIUU.

CryneHtaM HEOOXOJMMO O3HAKOMHUTBLCS C COIEpKaHUEM paboueld mporpaMmbl
nucuuruivebl (nanee - PIIM), ¢ mensiMu u 3a7ayaMy AUCHUIUIMHBI, METOJUYECKUMU
pa3paboTKamMH MO JTaHHOM AUCIUIUIMHE, UMEIOMIMMCS Ha 00pa30BaTelIbHOM MOpTaje U
caiite kadeaphl.

N3ydenne AUCIUIUIMHBI TpeOyeT CHUCTEMATUYECKOr0 M IOCJIE€IOBATEIHLHOTO
HAKOIUICHUS] 3HAHUH, CIIEIOBATENIbHO, CTYJEHTaM HEOOXOAUMO IMepes KaXIoHu JIEKIeH
pocMaTpuBaTh paboOuyl0 MOPOrpaMMy JIUCIHUIUIMHBI, TPOCMOTPETh IO KOHCHIEKTY
Marepuai npeasiayiiei gekiuu. [Ipu 3aTpyIHeHUsIX B BOCIIPUSITHU MaTepualia clie1yer
00paTUThCSI K OCHOBHBIM JIUTEPATypHBIM MCTOYHUKaM. Eciu pazobparbcsi B MaTepuase
HE yIalloChb — OOpaTUTbCs K JEKTOpy (Mo Tpaduky ero KOHCYJbTallMi) WIH K
MIPENo/IaBaTEeNI0 Ha MPAKTUYECKUX 3aHATUSAX.

CryneHTaMm npu MOJATOTOBKE K CEMUHAPCKUM 3aHSITUSAM CJICTYET:

- 10 OYEPETHOT0 MPAKTUYECKOTO 3aHATUS 110 PEKOMEHIOBAHHBIM JIUTEPATYPHBIM
UCTOYHUKAM TpopadoTaTh TEOPETUYECKUH MaTepHall, COOTBETCTBYIONICH TEMBI
3aHATUS;

- TOpU TOATOTOBKE K TMPAKTHYECKUM 3aHATHUAM CJIeAyeT 00s3aTelbHO
UCIIOJIB30BaTh HE TOJIBKO JICKIIUM, YYCOHYIO JUTEpaTypy, HO W TaM, TJI€ 3TO
HE00X0AMMO, HOPMATHBHO-TIPABOBBIE AKThl, THTEPHET-UCTOUHHKY;

- TEOPETUYECKUI MaTepua ClieyeT COOTHOCUTD C MTPAaBOBBIMU HOPMaMHU, TaK Kak
B HUX MOTYT OBITh BHECEHBI U3MEHEHHUS, JOTIOJTHEHUS, KOTOPHIE HE BCETJla OTPaKEHBI B
y4eOHO uTeparype;

- B Hauaje 3aHATHH 3aJaTh TNPENojaBaTeli0 BOMPOCHI MO MaTepualy,
BBI3BABIIEMY 3aTPYIHEHHUS B €ro MOHMMAaHUM M OCBOCHHM TPH PEIIEHUU MPAKTHKO-
OpPUEHTUPOBAHHBIX 3aJ]JaHUH, 3aJIAaHHBIX ISl CAMOCTOSITEILHOTO PEIICHHUS;

-B X0JI€ CEMHHAapa JaBaTh KOHKPETHBIC, YETKHE OTBETHI MO CYIIECTBY BOIIPOCOB;

-Ha 3aHATUM JIOBOJUTH KAXKAYI0 3a]ady /O OKOHYATEIbHOTO pPEIICHHS,
JEMOHCTPUPOBATh TMOHMMAaHHUE TMPOBEJICHHBIX pacyeToB (aHAJIM30B, CHUTYyaluil), B
cilydae 3aTpyJHEHUN oOpamaThCs K Mperno/1aBaTelio.

Memoouueckue pekomeHoayuu N0 HANUCAHUIO KOHMPOJIbHOU PAdOmM bl

Kontponenass pabGota gomkHA OBITH  PE3yNBTATOM  CaMOCTOSITEIHHOTO
OCMBICTICHUSI TCOPETUYECKUX TIOJNOKEHUH T0 M30paHHOW TeMe, TBOPUYECKOTO
0000IIeHNsT KOHKPETHBIX TMPAKTHUYECKUX 3HAHWM, TMOJTYYEHHBIX U3 Hay4YHOU
TUTEPATYPHI, TyOTUITUCTUKH, TUIHBIX HAOIIOICHUIA U JPYTHUX NCTOYHUKOB.

CtpykTypa KOHTPOJIBHON Pa0OTHl COCTOUT U3 OJHOTO TEOPETUUECKOI0 BOIIpoca U
MPAKTUYECKOTO 3aIaHUSI.

Teopernueckas 4yacTh pabOThI IOKHA COJIEPKATh YETKUN U Pa3BEPHYTHIN OTBET
Ha ITOCTaBJICHHBIM BOIPOC C aHAJIM30M COBPEMEHHBIX HAYUYHBIX B3TJISIA0B HA MPEAMET
uccnenoBanus. [lo Mepe HEOOXOAMMOCTH TEKCTOBBIA MaTepHanl MOXKET JOMOJHSATHCS
rpaduKamMu, pUCyHKaMH U TaOJIUIIaMHU.

Heo0xoauMo BBISIBUTH KaK IMOJIOKUTENbHBIA, TaK M OTPUUATEIbHBIA OIbIT,
caenatb 000OIEHHBbIE BBIBOALI W BBIPAOOTATH MNPAKTHUUECKUE PEKOMEHAAIMU 10
COBEPIIEHCTBOBAHUIO UCCIIEYEMOIr0 O0OBEKTA.
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IIpu oTBeTe Ha TECTOBBIE 3aJaHUE CIIEAYET apryMEHTHPOBaTh BHIOOp BapuaHTa
(WM BapHAHTOB), T.€. MOACHUTH, IOYEMY BBIOpAaH TOT WJIM MHOW OTBET. BhlmosHeHue
TecTa 0€3 NOSICHEHUI 3aCUUTHIBAECTCS C HEIOUETAMH .

CryneHTy clienyeT TINATEIbHO TOTOBHUTBCS K BBIIOJHEHUIO KOHTPOJIBHOM
pabotel. IlonmoxxkurenpHbli  pe3ynprar €€ Oyner TMOdy4YeH, €ClIH  CTYAEHT
CUCTEMATHYECKN TOCEIIAET JIEKIMH, aKTUBHO YYacTBYET HAa CEMUHAPCKHX 3aHSTHUSAX,
CaMOCTOSATEIbHO  paboTaeT 1Mo MporpaMme Kypca. YCIEUIHOE  BBINOJIHEHUE
KOHTPOJIbHOI paO0OThl BO MHOT'OM 3aBUCUT OT MPAaBUJIBHON OpraHU3alMK €€ MOJATOTOBKH
M HalMCaHusA, a TakXkKe COONIOACHUS OCHOBHBIX TpeOOBaHUM, KOTOpble K HeH
IPEABIBISAIOTCS.

OcHoBHBIE 3Tanbl padOTHI CTYJIEHTa HaJ KOHTPOJILHON paboToii:

1) mon0Oop 1 U3yyeHue IUTepaTyphbl O TeME pabOoThI;

2) HanMcaHue padboThl MO MPEATI0KEHHOMY TUIaHY;

3) obopmiieHHE KOHTPOJIHHOUM pabOThI B IIEJIOM;

4) moaroToBKa K co0eceI0BaHUIO 110 KOHTPOJIBHOM padoTe.

1-3tam: [TogOop u U3ydeHue TuTepaTypsl Mo TeMe PabOTHI.

HauyunaTh paboTy HY)KHO ¢ moja0opa HEOOXOAUMOW HAYYHOHW JHUTEPATYpPHI IO
COOTBETCTBYIOIIEH TeMe. B mepByro ouepesib 3TO JOHKHBI ObITh YYCOHUKU M YUCOHBIC
nocobusi. HeoOxomuMo mNpuACpKUBAThCS CIUCKA pPEKOMEHIyemou  kadeapoi
JUTEepaTyphl, TaK KaK OH COOTBETCTBYET MporpamMme Kypca. B apyrux ydeOHHMKaX
MOJKET HE OKa3aThCs aHAIM3a COBPEMEHHBIX YIPABICHUYCCKUX CUTYaIUi, a OT/eIbHbBIE
TOYKH 3pEHUS MOTYT OBITh HETIPABUILHBIMHU C TIO3HUIIHIA CETOTHSIIHETO JTHSI.

Hapsimy ¢ yuyeOHMKamMu TIpM HalUCaHUM KOHTPOJIBHOW pabOThl MOXKHO
TIOJTb30BATHCS TIEPUOTUICCKUMU H3TAHUSIMH.

[TyOnuKkyemple B IEpUOIUICCKON ITeYaTH CTaThU U COOOIICHUS COZepKaT YETKO U
npodeCCUOHATBHO CKOMIIOHOBAHHBIM MaTepuan, OTIMYAIOTCS  OINEPATUBHOCTHIO
uHopManuu, oOWIMeM HOBBIX (aKTOB M IUGPOBBIMU JaHHBIMH. [Ipu H3ydeHHHU
MaTepUAIOB TEPUOJIUKH CIIEyeT oOpaiiarb BHUMaHHEC Ha IMOCIEAHHE COOBITHSA,
UCTIOJIh30BaTh aKTyaJbHBIC (DaKTHUECKHWE MAaHHBIE W CTATUCTHYECKHE OO030pHI Kak
POCCHIICKUX, TaK 1 3apyOCKHBIX aBTOPOB.

2-stan: Hanucanue paboThI 10 IPEITIOKEHHOMY TIaHY

['maBHast moyib3a U IIEHHOCTh KOHTPOJIBHOW PabOThI COCTOMT B TOM, YTO TPHU €€
HAllMCAaHWW CTYJCHT HE OrpaHWYeH B TIyOMHEe © (QopMax CBOUX TBOPUYECKHUX
M3BICKAHUM, B CBOCH KPUTUKE U PEKOMEHIAIMAX 10 PACCMAaTPUBAEMOM TEME. Y POBEHb
TBOPYECKON aKTUBHOCTHU, CAMOCTOATEIbHOCTH, OPUTMHATIBHOCTH

BBIMIOJIHEHUSI KOHTPOJIBHOM pabOThl SIBISETCS CBUAECTEIBCTBOM  3PEIOCTH
CTYJIEHTa, €r0 BBICOKUX MOTEHIUAIBHBIX BO3MOKHOCTEM.

TpeGoBanust k¥ GopmMe M CTPyKType KOHTPOJIBHOW pabOTHI NJisi BCEX CTYACHTOB
eauHbl. B 0o0meM u 11e710M, KOHTpOJIbHAsI paboTa JOJKHA COCTOSITh M3 CIIEAYIOIIUX
JacTen:

1. TutyneHblil nucT (yKa3bpiBaeTca ¢unuai, kadeapa, IUCIHUIUIMHA, TeMa, §.1.0.
PYKOBOJUTENS U CTYACHTA, TON).
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2. ConepkaHre KOHTPOJIBHON pabOTHI ¢ yKa3aHHEM CTPAHUI] KaXJIOW €€ JacTh
(rnmaBbl, maparpada).

3. Brenenue (1-2ctp.).

4. OcHoBHas 4yacTh paboThl (He MeHee 6-10 rmeyaTHBIX JIUCTOB).

5. PelieHue mpakTAYECKOrO 3aaHus

6. 3akmouenue (1-2-ctp.).

7. CIIUCOK MCTIOJIb30BaHHBIX HCTOYHUKOB.

KoHTponbeHass paboTa qo/DKHA OBITH HamKcaHa SCHBIM SI36IKOM W B YETKOH
JIOTUYECKOM MOCTIEI0BATEILHOCTH COTJIACHO MPEIOCTABICHHOMY COJIEPKaHUIO. CIEIyeT
n30eraTb  MOBTOPCHHMH, TPOTUBOPEYMH  MEXIY  OTACIBHBIMU  TOJOKCHUSIMH,
paccMaTpuBacMbIMU B pabote. JlomyckaeTcss WCIIOJIb30BAaHUE CTYJACHTaMH B paboTe
TIOJIO’KCHHM, BBIJICPIKEK M MaTePUAJIOB U3 YYeOHUKOB, MOHOTpaduii, HAYIHBIX CTATCH.

[Tpy HaNMMUMK TaKOTO MaTepuaja B TEKCTE KOHTPOJILHOUW pabOTHI JOJKHBI OBITH
KaBBIYKH, CHOCKH, OTOBOPKH C yKa3aHHMEM JINTEPATypHOTO IEPBOMCTOYHUKA, TO KE
caMO€ KacaeTcs Pas3IuYHOro IH(PPOBOIr0, CTATUCTUYCCKOTO MaTepuaia. YTIOMUHAHWE
mo0oi 1udpsel, T000T0 (hakTa TOHKHO OBITh CHA0XKEHO COOTBETCTBYIOIIEH CCBHLIKOM.
OTCyTCTBHE CCHUIOK MPH HATUYHMH YIIOMSHYTOIO MaTepuaa sBIseTCsS Tpyooi omuoOKon
M BJICYCT 32 COOOM CHIDKEHHE OOIIEeH OIICHKHU 3a BBITOJIHCHHE KOHTPOJIBHOM PaOOTHI.

3arMCTBOBaHUE MaTepuaia U3 JIUTEPATYPHBIX HCTOYHUKOB 005A3aTEIILHO JTOJDKHO
COIMPOBOXKJIATHCS COOCTBEHHBIMH KOMMEHTAPUSMH aBTOpa IO TOBOJY TEX MU WHBIX
MOJIOXKEHUI MPUHIUIIOB, 3aKOHOMEPHOCTEH, MHAYE TOBOPSI, UCIIOJIb30BAaHUE MaTepuala
y4eOHO-HAYYHOU JHUTEepaTypbl HE BO30OHOBISAETCSA, HO JOKHO HMMETh TBOPYECKYIO
OKpPACKy aBTOpa, M€YaTh €ro CaMOCTOSTEILHOTO OCMBICIICHHSI TEX WJIM UHBIX MPOOIIEM.

Bo BBeneHHH CTyIEHTY ciielyeT 000CHOBaTh aKTyaJlbHOCTh BBIOPAHHOW TEMBI B
TEOPETUYECKOM U MPAKTHUYECKOM AaCIEKTaX, PACKphITh €€ 3HaueHHe, yKa3aTh LEeIH U
3a/1ayu, KOTOpbIE CTABUT Tepes cO0O0M aBTop.

B 3akmoduennn o00001IalOTCST BBIBOABI M PEKOMEHIAIMHU, KOTOPBIE aBTOP
NPUBOJMI paHEe B TEKCTE, a TAaK)Ke BBICKA3BIBAIOTCS HOBBIC. B 3aKIIIOUEHHUM CTYNIEHT
JOJKEH TOMYEPKHYTh, XOTSI OBl CKPOMHYIO, 3HAYMMOCTb M OPUTHHAIBHOCTH
BBITIOJTHEHHOM UM pabOTHI.

KonTtponbsHas pabora 3akaHYMBAETCS CTUCKOM HCITOJIb30BaHHBIX MCTOYHUKOB. B
CIIUCOK CJEAYyeT BKJIIOYATh TOJNBKO Ty JIUTEpaTypy, KOTOpas HEMOCPEICTBEHHO
M3ydasiach CTYJICHTOM U Ha KOTOPYIO UMEIOTCS CCHUIKH B KOHTPOJIBHOM padore.

3-stan: OdopmiileHre KOHTPOJILHON PaOOTHI B IIEJIOM.

Konrponsaas padora opopmisercs B coorBerctBun ¢ 'OCT 7.32-2017 «OTtuer
0 Hay4yHO-UccaegoBaTenbckoil padore. CTpykrypa u npasuia opopmieHus», [OCT P
7.0.5—2008 «Cuctema cramapToB 10 uHbOpMAIMK, OWOIUOTEYHOMY W
U3/IaTeITLCKOMY JICTTY».

4- stan. IloaroroBka k codece0BaHUIO

[TpoBepuB paboTy, mpenogaBaTeNib Ha TUTYJIHBHOM JINCTE OTMeYaeT «Jlomymiena k
cobecenoBanuto» min «He nomyineHa Kk codeceoBaHUIO», a B KOHIIE pa0OThl OTMEYAET
e€ HEeJJOCTAaTKU U JIaeT BOMPOCHI K COOECEI0BAHMUIO.

Omenka «/lonyimena k coOece0BaHMUIO» MPEANOIaraeT MOJr0TOBKY CTYJIEHTOM
OTBETOB Ha BOTPOCHI W MUCIPABIICHUE YKa3aHHBIX OMMOOK. Tak KaK TeMbl TUCIIUTLTAHBI
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B3aMMOCBA3aHbl, CTYACHT AOOJIKCH OBITh TOTOB K OTBCTY Ha COIIPsS’KCHHBIC W JIPYTUC
AOINOJIHUTCIIbHBIC BOIIPOCHI.

11. IlepeyeHb HHPOPMALMOHHBIX TEXHOJIOIMH, HCHOJIb3YEeMbIX MpPH
OCYHIECTBJICHUH 00pa30BaTeJBLHOIO0 Iponecca Mo JMCHUIUIMHE, BKJOYasf
nepeyeHb He00XO0AMMOro MPOrPpaMMHOI0 o0ecneYyeHUss M HMHEQOPMALHOHHBIX
CIIPABOYHBIX CHCTEM

11.1. KoMmieKT JIMIEH3MOHHOI0 IPOrPAMMHOI0 00ecIeYeHus:

1. Windows, Microsoft Office;

2. Autusupyc Kaspersky Endpoint Security

11.2. CoBpeMenHblIe npodeccnoHabHbIe 0a3bl JAHHBIX U HH(OPMALIMOHHbIE
CIIPAaBOYHBIE CHCTEMBI

1. MudopmanmonHo-npaBoBas cucrema «l apant»

2. UndopmanmonHo-npasosas cucrema «Koncynbrant ILmrocy

3.  HudopmanmoHHo-00pa3oBaTelibHbIE  PECYpChl  JUYHBIX  KaOWHETOB
obyuaroruxcs miaropmel GpUHAHCOBOTO yHHBepcuTeTa. - http://org.fa.ru/

11.3. CeprupuuupoBaHHble MPOrpaMMHbIC H AaNNApaTHbIE CPEACTBA
3a1UMTHI HHpOpMALUU

He ncnone3yrorcs

12. Omnmcanme MaTepuAIbLHO-TEXHHUYECKON 0a3bl, HEOOXOAMMOM JJIs
OCylIeCTBJIEHUs 00pa30BaTeJIbHOI0 NMpolecca Mo AUCIUNJINHE

Jlns  ocymiecTBieHUss 00pa3oBaTeBHOTO IIpoliecca B paMKaxX JUCIUTLIAHBI
HEO0OXOAUMO HAITUYHE CIIEIUAIBLHBIX ITOMEIICHU.

CnernuasibHbIe TTOMEIICHUS TPEACTABISIIOT CcOo00W ydeOHble ayauTOpUU IS
IPOBEICHHUS  JIGKIIMH, CEMHUHApCKUX MW  MPAKTUYECKUX  3aHATHH, KypCOBOTO
IIPOCKTUPOBAHKS (BBIMIOJTHEHUS KYPCOBBIX padoOT), TPYNMNOBBIX W HHIMBUIYAJIbHBIX
KOHCYJIbTAIIMM, TEKYIIEro KOHTPOJISI W TPOMEKYTOUYHOW aTTeCTAlldid, a TakKe
MOMEIICHUS JUIsl CaMOCTOSATENbHOM paboOThl W TIOMEIICHHUS IS XpaHEHUsS W
MPOPHUIAKTUYECKOTO 00CTYKUBAHMS YI€OHOTO 000Dy I0OBaHUSL.

CnenuaibHble MOMENIEHUS YKOMIUIEKTOBAHbI CIEIUAIM3UPOBAHHON MEOENbI0 U
TEXHUYCCKUMHU CPEJCTBAMU OOYUYSHHMs, CIYKAIlUMU ISl TPEJICTABICHUS ydeOHOH
nH(popManuu OOJIBIION ayTUTOPHH.

IIpoBeneHre JNEKIMA M CEMHUHAPOB B paMKax IUCIMUIUIMHBI OCYIIECTBISCTCS B
IMOMEIICHUSAX :

o OCHAIIEHHBIX JIEMOHCTPALIMOHHBIM 000PY/I0BAHUEM;
. OCHAIIEHHBIX KOMIBIOTEPHOU TEXHUKOM, 00ECIEUnBAIOIEH HOCTYI K CETU
«IlHTEpHET» W K DJIEKTPOHHOW HH(POPMAIMOHHO - 00pa3oBaTENBbHON cpefe

®UHAHCOBOIO YHUBEPCUTETA.
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