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1. HEJIA U 3AJAYU OCBOEHUSA JUCIHUITJIMHBbI

Heab y4yeOHO#H AMCUMILUIMHBI - MOJATOTOBKA CIEIMANUCTA, OOJIAJAIONIETO 3HAHUSIMU
MIPABOBBIX, HOPMATHUBHBIX M OPraHU3AIMOHHBIX OCHOB JOKYMEHTAIIMOHHOTO oOOecreyeHus
yIpaBJICHUS, YMEHUSIMH 110 COCTaBJICHUIO U OQOPMIICHHIO OTAEIBHBIX BHIOB YIPABICHUECKUX
JOKYMEHTOB M HaBbIKAMU WX TMPUMEHEHMsI [UIsl pelIeHds 3aJad JOKYMEHTallMOHHOTO
oOecrieyeHus pabOThl OPraHOB rOCYAAPCTBEHHON BIACTH U MECTHOTO CaMOYIPABIICHHUS.

3agauyu U3yyeHUs1 TUCHUILINHBI:
- c(OpMHUPOBATH IIEIIOCTHOE MPECTABICHHUE O JeIONPON3BOACTBEHHOM IPOIIECCE;
- U3yYUTh COBPEMEHHBbIE TPEOOBaHUS K JOKYMEHTHPOBAHHUIO yIPABICHUYECKON JESTENbHOCTH U
opranu3zaiuu paboThl ¢ JOKYMEHTaMH B FOCYIapCTBEHHBIX OpraHax;
- OBJIAJICTh COBPEMEHHOH MPaKTUKON U OpraHu3anuerd padoThl ¢ TOKYMEHTaMU NpPU PEUICHUH
CTPaTEruuecKux 1 ONEPATUBHBIX 3a/1a4 OPraHu3aLuu;
- COpUEHTUPOBATH CTYJIEHTOB Ha aHalW3 COLMUAJbHBIX SBJICHUN, (UKCUPYEMBIX B
OpPraHU3al[MOHHO-PACHIOPSAAUTENBHOM  JOKYMEHTAllMM  OpPraHOB  IOCYAapCTBEHHONo U
MYHHIIMIIAIBHOTO YIPaBICHHUS.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII
VYyebnas aucturuinHa «OcHOBBI Aenonpoun3BoacTBay (I1IK-6) BXoguT B 0JIOK TUCIUIUINH,
dbopMUpyEeMBbIX Y4YaCTHHKAaMHU OOpa30BaTEIbHBIX OTHOUICHWM, SBJISETCS TUCIUILUIMHON IO
BeiOOpy OOII 6akanaBpuata @I'OC BO mo nampasnenuto 38.03.04 «locymapcTBeHHOE
MYHULUIIAJBHOE YIPaBICHUE» W HAXOAUTCSH B JIOTUUECKOW U COJEP)KATEIbHO-METOIUYECKOU
CBSI3U C TAKUMU TUCHUIUIMHAMU KaK « AHAJIU3 yIpaBiIeHUYECKOU aestenbHocTy U ayauT» (I11K-6),
«CoBpeMeHHbIe (DMHAHCOBBIE HHCTPYMEHTBHI COIHMANBHOrO mpeanpuHumarenscta» (I1K-6),
«OcHoBBI poccuiickoro napiaameHTapusmay (I1K-6).
J1J1s KaueCTBEHHOTO OCBOCHHMSI TUCIUIUIMHBI O0YYarOIIMICS TOJKEH:

3HATh:
- OCHOBBI YTIPaBJICHNUS,
- CUCTEMY IIPaBOBBIX PETYISATOPOB;
- 3HaueHWe HMHPOpPMALUMU B COBPEMEHHOM HWH(GOPMAlMOHHOM OOIIECTBE B LEIOM M B
poeCCHOHAIBHON JEATEIHHOCTH;
- 3aKOHOaTeNbeTBO PD, pernamMeHTHpyroIee KOMIETEHIIUIO OPraHOB TOCYJapCTBEHHOM BIIACTH
¥ MECTHOT'O CaMOYTIPaBJIEHMSI U BUAbI JOKYMEHTOB, BOSHUKAIOLINX B PE3y/IbTaTe peain3allui UX
MMOJTHOMOYMH;
- NpaBOBble TPeOOBaHUs YCTAHOBJIEHUS U COOIIOJEHHS pPEKMMa OrpaHMUYEHUs JOCTyna K
uH(pOpMaIIMK, B TOM YHUCIIE TOCYJAPCTBEHHON U MHBIX OXPAHIEMbIX 3aKOHOM BUIOB TalH.
YMETb:
- paboTaTh B TEKCTOBOM PEAAKTOPE;
- paboTaTh B JIOKAIbHBIX U ITTOOATBHBIX CETAX;
- OPTaHU30BBIBAThH U MOJICPKUBATH (HYHKIIMOHUPOBaHHE MHHOPMAIIMOHHO-TOKYMEHTAIIHOHHBIX
CUCTEM,  OOecleuyuBaloOlUMX  COONIOJIEHWE  pEeXHMOB  OTpaHMYEHHs  JocTynma K
JIOKYMEHTHPOBAHHOUN HH(OpMAIIHH;
- aHAJIM3UPOBATh U YHU(DULIUPOBATH OPHUIHATIbHBIE TEKCTHI;
- HCNOJb30BaTh 3aKOHOJATENbHbIE aKThl Poccuiickoil denepanny, HOPMaTUBHBIE NPABOBBIC
aKThl M HOPMAaTHUBHO-METOJWYECKHE JOKYMEHTHl (eepaabHbIX OPraHOB HCIOJHUTEIbHON
BJIACTH NP COCTABICHUU U 0(OPMIIEHUH YIPABICHYECKUX IOKYMEHTOB.
BJIQJIETh:
- 0UIIMATBHBIM CTUJIEM MICHbMEHHON peuH;
- TEXHOJIOTHeH nmoucka u 00paboTku Tpedyemoii nHdopManuu;
- HaBbIKAMHM JIOKYMEHTHUPOBAHMS  YIPABJICHUECKOW JIEATEIBHOCTH C  HCIOJb30BaHUEM
COBPEMEHHBIX TEXHUYECKUX CPE/ICTB;
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- HaBbIKaMU TUCbMEHHBIX KOMMYHUKALINH;
- HaBBIKaMU Pa0OTHI C MPABOBBIMU aKTAMHU.

«OCHOBBI JEONPOU3BOACTBA» SIBISIETCA AUCLUUIIMHON, MPEAIIECTBYIOMICH A1 TaKuX
mucuurinH  kak: «lIpenmunnomnas mnpaktuka» (I1IK-6), «IlogroroBka k cmade u caada
rocynapctBeHHoro 3k3ameHa» (I1K-6), «3ammra BBITYCKHOW KBadu(UKAIMOHHOW pPabOTHI,
BKJIIOYAsl IOJIFOTOBKY K IPOLEAYpPE 3alUThl U poueaypy 3amuts» (I1K-6).

3. HEPEYEHD IINIAHUPYEMBIX PE3YJIbTATOB OBYYEHMUS 11O JUCHUIIJIMHE
MOAYJI0), COOTHECEHHBIX C INIAHUPYEMBIMMU PE3YJIbTATAMU
OCBOEHMSI OCHOBHOI NPO®ECCHUOHAIbHOM OBPA30BATEJ/IbHOM
MMPOI'PAMMBI

B coBokynHOCTH ¢ IpyrumMu nucuMinimHaMu npogeccuonansHoro mukna I'OC BO mo
HanpaBieHuto  I'MY  jgucnumimHa — «OCHOBBI  JI@NONPOM3BOJCTBA»  OOECIEeYMBAET
MHCTPYMEHTapueM (POpPMHUPOBAHHMSI CISTYIONNX KOMITETECHITHHA.

Kon u HanmeHoBaHue [lepeueHp mIaHUPyEMbIX PE3yJIbTATOB 00yUEHHS 10
peanu3yeMoil KOMIIETEHLIUH JUCLUIUIMHE (MOZYJII0), COOTHECEHHBIX C MHJIMKATOpaMu
JOCTHKECHHS] KOMIIETEHIUI

IIK-6 - cnocoben pas3paOaThiBaTh | 3HATH: MpaBHia, MNPUHIMIBL M MOAXOABI  Pa3pabOTKH
METOINYECCKHE u CIIpaBOYHEIE MCTOAUYCCKHUX U CIPAaBOYHBIX MATCPpUAJIOB TII0 BOIpPOCaM
MATEePHAIIbI 1o BOIIPOCAM po(hecCHOHATBHON NeATEINbHOCTH;
NESITEIPHOCTH JIHIL HA OJKHOCTAX YmeTb: pazpabaTeiBaTh MeTO,Z[I/I‘IeCKI/IGU U  CIIPaBOYHBIC

o . | MaTepHaisl 110 BOIlpocaM NpoheCCHOHAILHON NeITEILHOCTH;
rOCY/IAPCTBEHHONH  IpakIaHCKOi P P pod A ’

" o Bnapnerb: HaBpIKaMu pa3pabOTKHA METOAMYECKUX U CIIPABOYHBIX
cyx0b1 Poccuiickoit denepanuu, o

MaTepHasoB MO BOMpocaM MpodecCHoHaIbHON AeITeTbHOCTH

roCyJIapCTBEHHOM CITyKOBI
CyOBEKTOB Poccuiickoit
®denepanuu, JIOJDKHOCTSIX

MYHHIIMIIATBHON CITYXKObI

VYyeOHast TUCUMIIIIMHA OPUEHTHPOBAaHA Ha UcclieoBaHue 3((HEKTUBHOCTH OpPraHU3aLUuH
JIOKYMEHTOO0OpOTa, B TOM YHCJE 3JIEKTPOHHOrO, Ha TOCYJapCTBEHHOM M MYHMIIMIAIbHOU
ciy:x6e PD. Tembl Kypca OpraHM4ecKH yBsi3aHbl ¢ OCOOCHHOCTSAMH PAa0OTHI C JIOKyMEHTaMH
PYKOBOIUTENEHW U CIEHUAINCTOB B CHCTEME TOCYAAPCTBEHHOIO U MYHUIIMIIAIBHOTO YIIPABJICHUS
Ha COBpPEMEHHOM »HTame. JucuumianHa cnocoOCTBYeT (OpPMHPOBAHUSA y CTYJEHTOB BUICHUS
BO3MOXKHOCTH YIIpaBlieHUs1 HH(pOpMaIuel Kak YaCTH CUCTEMbI CTPATErMYeCKOI0 YIIpaBICHHUS.

N3yuenne pucuuniauHbl « OCHOBBI JIE€JIONPOU3BOJCTBA» OTKPBIBAET MEPCIEKTUBBI IS
YCIIEIIHOIO MPOXOXKJIEHHUS IO KOHKYPCY B OpraHbl TOCYJapCTBEHHOIO W MECTHOIO
CaMOYIIpaBJICHHUS.

4. ObIIAA TPYAOEMKOCTDb ANUCIHUTIJINHBbI
4.1. O0beM IUCUMIUIMHBI B 3a4ETHBIX €IUHUIAX (Bcero) 2 3a4yéTtHbie enquHuIbl. OOmas
TPYIOEMKOCTb TUCHUUILTUHBI COCTABIsET 72 yaca, BUJ IPOMEKYTOUHON aTTeCTAIlUH - 3a4ET.
4.2. O0beM IHMCUHUIUIMHBI IO BUJaM y4eOHOH paboThl (B yacax)

KonnyectBo yacoB (popma 00yuyeHusi OuHasi)
Bun yueGHoM paboTh B T.4. IO CEMECTPaM
Y p Bcero no miany 5 P
KonraktHas paboTta 00y4aronuxcs ¢ 32 32
pero1aBaTesieM
AyIUTOpHBIE 3aHATHSL: 32 32
JIEKIIUHN 16 16
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CEMHHApPhbI U MPAKTUYECKUE 3aHATUS 16 16
na60paTopHLIe pa6OTBI, ITPAKTUKYMBI - -
CamocrosiTenpHas paboTa 40 40

dopma TeKyIero KOHTPOJIsl 3HAaHUU U
KOHTPOJISI CAMOCTOSITEIILHON pabOTHI:

YCTHBIH OMPOC, pelieHue
KelicoB, pedepar,

YCTHBIN OIPOC,
pELIEHHE KEWCOB,

TECTHPOBaHHUE, KOHTP.paboTa, TECTHUPOBAHUE pedepar, TecTupoBaHUe
KOJUIOKBHYM, pedepar u Jp.

Kypcosas pabora - -

Buas! mpoMexyTOYHOM aTTeCcTauuu 3a4eT 3a4eT
(’K3ameH, 3a4eT)

Bcero 4acoB 1o aucuuIimHe 72 72

Bun yuebnoit paboTbl

KonuuecTtBo yacoB (popma 006yueHust 04HO-
3a04Has)

Bcero no miany

B T.4. IO CEMCCTpaM

5
KonTaktHas pabota oOydaromuxcs ¢ 18* 18%*
MpernoaaBaTesieM
AyIUTOpPHBIC 3aHATHS: 18%* 18%
JIEKIIUU 8* 8*
CEMUHApPBI U NPAKTHYECKUE 3aHATHS 10* 10*
nabopaTopHbie paboThl, MPAKTUKYMBI - -
CamocrosiTenpHas pabora 54 54

CDopMa TEKYIIETO KOHTPOJIA 3HAHUU U

KOHTPOJISI CAMOCTOSITEIILHOI pabOThL:

YCTHBII OMPOC, pEIICHUE
KeiicoB, pedepar,

YCTHBIU OIPOC,
pELIECHHE KEWCOB,

TECTHpPOBaHUE, KOHTP.paboTa, TECTUPOBAHUE pedepar, TecTupoBaHue
KOJUIOKBUYM, pedepar u ap.

KypcoBast pabota - -

Buasl mpoMexxyTOYHOM aTTecTanuu 3a4eT 3a4eT
(7K3aMeH, 3a4er)

Bcero gacos 1o gucnuiniiie 72 72

*KonnyectBo uvacoB pabotel IIIIC ¢ oOydarommucs B AMCTAaHIMOHHOM (opmaTe cC

IPUMEHEHHUEM DJIEKTPOHHOTO 00y4eHuUs

4.3. Copepxanue AUCHUIUIMHBI (Momyisi). Pacmpenenenue yacoB mo Temam

yueOHOI paboThI

dopma o0yuyeHusi OUHasI

U BHUIAM

Bupl yaeOHBIX 3aHATHHA
AyJUTOpHBIE 3aHITHUS
. P 3anatus | Camo- dopma
IIpaktu- | JlaGopa-
B CTOSI- TEKyIIETO
HazBanue pa3znenoB u TeMm Bcero YEeCKHe TOpHBIE
Jlex HUHTEPAK- | TeJb- KOHTPOJIA
3aHIATHS, | paboTHI, N N
o THUBHOHU Hada 3HAHUU
CeMHHa- | MpPaKTH-
dhopme pabora
pBI KYMBI
1 2 3 4 5 6 7 8
Pasnen 1. TepmMuHoJiorusi, HCTOpUs 1 HOpMaTHBHas 6a3a JI0Y
1. CoBpeMeHHass 3aKOHOAATENbHAs U 6 1 1 - - 4 TECTUPO-
HOPMaTHBHO-METOJUIECKas Oaza BaHUE
JIeJIONPOU3BOJICTBA
2. CraHoBneHue u pasBuUTHE 6 1 1 - - 4 YCTHBIH
JienionpousBoicTBa B Poccnn orpoc

®dopma A
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3. OpraHu3alioHHbIE (hopMBI 6 1 1 - - 4 TECTUPO-
JICJIONIPOU3BOACTBRA BaHUE
Pazgen 2. JlokyMeHTHpOBaHHE YIPABJIEHYECKOIl eI TeJbHOCTH
4. CrpyxkTypa u coZlepKaHue 8 2 2 - - 4 TECTUPO-
JIOKyMEHTa, TpeOOBaHMs K O(OPMIICHHIO BaHUE
JIOKYMEHTOB
5. CucremMa OpraHu3allMOHHO-TIPABOBOM 8 2 2 - - 4 pelueHue
JIOKYMEHTAIIH KelicoB
6. Cucrema pacropsauTeTbHOMI 8 2 2 - - 4 pemeHne
JIOKYMEHTAaINHI KelcoB
7. Cucrema WH(POPMAITHOHHO- 8 2 2 - - 4 pemeHne
CIIPAaBOYHOM JIOKYMEHTALIUH KelcoB
Pasnen 3. Opranunsanusi padoThl ¢ JOKYMEeHTAMH
8. Opranmsanus TOKyMEHTOOOOpOTa H 6 1 1 - - 4 TECTHPO-
yIpaBICHUs] JOKyMEHTaIHeH BaHME
9. Cucremaruzauuss M  XpaHEHUE 8 2 2 - - 4 pelieHue
JIOKYMEHTOB KelcoB
10. ApxuBHoe neno B Poccun 4 1 1 - - 2 TECTUPO-
BaHHE
11. CoBpemeHHBIE HUH(POPMATHOHHBIC 4 1 1 - 2 pelieHue
TEXHOJIOTHH B  JIOKYMEHTAllMOHHOM KelicoB
o0ecreyeHnn ypaBIeHus
Kontposb - - - - - - pedepar,
3a4er
Bcero 72 16 16 - - 40 -
®opma 00yueHHsI OYHO-3209HAS
Buibl yueOHBIX 3aHATUH
AYZIMTOPHEIC 3AHATHA 3agsaTus Camo- dopma
IIpaktu- | JlaGopa-
Ha3zBanue pa3nienoB u Tem Bcero YecKue TOpPHBIE N erost- TeKyIero
Jlex UHTEpPAK- | Tellb- KOHTPOJIA
147071 3AHATHA, | Pa0oTHL, TUBHOM Has 3HAHUK
CeMHMHa- | TpPaKTH-
¢bopme pabota
pl KyMBbI
1 2 3 4 5 6 7 8
Pasnea 1. TepMuHoJiorusi, uCTOpusi 1 HOpMaTuBHas 0aza JI0Y
1. CoBpeMeHHas 3aKoHOAATeNbHAasT U 7 1 1 - - 5 TECTUPO-
HOPMaTHBHO-METOJMIECKas 6aza BaHME
JIeTIONPOU3BOJICTBA
2. CraHoBieHue u pasBuTHE 6 - - - - 6 YCTHBIN
Jienonpon3BoicTBa B Poccnn orpoc
3. OpraHuzalmOHHbIE (bopmbI 6 - 1 - - 5 TECTUPO-
JIeTIONPOU3BOJICTBA BaHHE
Pasnea 2. JlokyMeHTHPOBaHUE YIIPABJIEHYECKOIi 1esiTeIbHOCTH
4. CrpyxkTypa u coJlepKaHue 8 1 2 - - 5 TECTUPO-
JIOKyMEHTa, TpeOOBaHHS K O(OPMIICHHIO BaHUE
JIOKYMEHTOB
5. CucremMa OpraHHU3allMOHHO-TIPABOBOMN 7 1 1 - - 5 penienue
JIOKYMEHTAIUU KeNcoB
6. Cucrema pacnopsaUTEILHOM 7 1 1 - - 5 penienue
JIOKYMEHTAIUU KeNcoB
7. Cucrema WH(POPMAITMOHHO- 7 1 1 - - 5 penienue
CIIPAaBOYHOM JTJOKYMEHTAlUU KelcoB
Pasnen 3. Opranusanusi padoThl ¢ JIOKYMEHTAMH
8. Opranmsanusi JOKYMEHTOO0OpOTa M 7 1 1 - - 5 TECTUPO-
yOpaBJIeHUs TOKyMEHTanuei BaHHUE
9. Cucrematm3anusa ¥  XpaHCHHE 7 1 1 - - 5 pelieHue
JIOKYMEHTOB KelcoB
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10. ApxusHoe zaeno B Poccun 6 1 1 - - 4 TECTUPO-
BaHUE

11. CoBpemeHHble HMH(POPMALIOHHBIC 4 - - - 4 pelieHue

TEXHOJOTMM B  JOKyMEHTALIUOHHOM KEHCoB

obecrieueHnH yIpaBJIeHUs

Kontpois - - - - - - pedepar,
3a4er

Bcero 72 8 10 - - 54 -

5. COAEPKAHUE JUCIIAIIJIMHBI (MOAYJIS)

B mpouecce m3yueHus NAaHHOW AMCHUIUIMHBI CTYJEHTHI 3HAKOMSATCA CO CIEAYIOIIMMH
KJIFOUEBBIMH BOIIPOCAMM.

Pasznea 1. TepmuHosiorusi, ucTopusi 1 HopMmaTuBHas 6aza J10Y

Tema 1. CoBpemeHHasi 3aKOHOJAaTeJIbHAsi W HOPMaTHBHO-MeToJAu4ecKkasi 0a3a
JAeJIONPON3BOACTBA

CoctaB W CTpyKTypa HOPMAaTUBHOW TIPAaBOBOM W  METOJMYECKOM  OCHOBBI
JOKYMEHTAllMOHHOTO  OOECHEeYeHUs  YOpaBlIEHUS, pPOJb U OOBEKTHl  PEryJupoBaHUS
3aKOHOJATENbHBIX AKTOB W HOPMAaTHBHBIX IIPABOBBIX aKTOB (pelepajbHBIX OpraHoOB
WCIIOJIHUTENIbHOM  BJIACTH, HALUMOHAJIBHBIX U  JIOKAJIbHBIX HOPMATHUBHO-METOJMYECKHX
JNOKyMEeHTOB. HasHaueHne W 0COOCHHOCTH WCIIONB30BaHMs [ O0CylapCTBEHHON CHCTEMBI
JIOKYMEHTAIlMOHHOTO obecrieueHus ympasieHud u [IpaBun nenonpousBoacTBa B (peaepabHbBIX
OpraHax MUCIOJIHUTEIbHOU BIACTH.

Tema 2. CTaHoBJIeHHe U Pa3BUTHE JIeJ10NPon3BoacTBa B Poccuu

[Ipukaznoe penonpousBoactBo Pycckoro rocymapctBa (15-17 BB.) Komnexckoe
JIEJIONPOU3BOJICTBO B TOCYJApCTBEHHBIX YyupexaeHusx Poccum 18 Beka. HcnonnutenbHOe
JEIONpPOU3BOACTBO B yupexneHusix Poccum (19-mau. 20 BB.) Jlenmompou3BOACTBO B
yupexJIeHusx coperckoro nepuoaa. OcHoBHble paspaborku BHUMJIAJl B obnactu
JIEJIONPOU3BO/ICTBA.

Tema 3. Opranu3zanuonnbie (opMbI 1€J10MPOU3BOICTBA

3HayeHHe OpraHu3aluu JOKYMEHTAllMOHHOTO 00eCieueH sl YIIpaBlIeH!s] B COBPEMEHHON
SKOHOMHYECKON ku3HM Poccun. OpraHuzallnoHHO-QYHKIIMOHAJIbHAs CTPYKTypa CIy>KObl
nenonpousBojicTBa. HopmaTuBHOE peryavpoBaHUE JESTEIBHOCTH CIIY>KObI J1€IONpPOU3BOJICTBA.
JIOMKHOCTHOM  cocTaB  CIIyXObl J1€70MPOU3BOJCTBA. PoOJb CTPYKTYpHBIX MOApa3/eNeHUN
OpTraHH3aIH B peanu3aiy QyHKIHA JeTOMpPOU3BOACTBA.

Pasnen 2. JlokyMeHTHPOBaHHE YIIPABJICHYECKOM 1eSITeIbHOCTH

Tema 4. CTpykTypa M colaep:KaHHe [JOKYMEHTa, TpeOoBaHusi K 0(OpPMJIECHUIO
JOKYMEHTOB

OyHKIMM U BUABI JOKYMEHTOB, MX yHUGUKauusg U cra”napruzanus. Knaccudukanus
nokyMeHTOB. TpeGoBaHus k 6y1aHKaMm 10KyMeHTOB. [IpaBuna cocraBnenus: JokymeHToB. CocTas,
coJlep’kaHue U OCOOEHHOCTH peaju3aluu TpeOOBaHUN K PACIONOKEHUI0 U O()OPMIIEHUIO
PEKBU3UTOB JOKYMEHTOB. CTpYKTypH3alHs TEeKCTOB YIPaBICHYECKHX JOKYMEHTOB. TpeGoBaHus
K KauecTBY JIOKyMEHTOB.

Tema 5. CucremMa OpraHu3aliiOHHO-NPABOBOM JOKYMEHTAILIUH

JlokymeHTanbHBIA (GOHI U TepedeHb JOKYMEHTOB, OOpa3ylomuxcsi B MpoIecce
NeSITeIbHOCTH TOCYAapCTBEHHOro opraHa. CocraB, pacloyio)KeHHEe U IpaBuia O(QOpMIICHHS
PEKBU3UTOB OTJENIbHBIX BHUAOB OPraHU3allMOHHO-TIPABOBBIX, JOKYMeHTOB. (OcoOeHHocTH
oopmieHHs OTIENbHBIX BHUJIOB JOKYMEHTOB, OOpa3yIOIIMXCs, OOpa3yIOIIMXCsl B Mpolecce
JeSITEIbHOCTH TOCYAapCTBEHHOTO OpraHa.

Tema 6. Cucrema pacnopsauTeJbHOH JOKYMEHTALUH

Haznauennme u coctaB pacnopsiAUTEIbHOW JOKYMEHTAallMd B  YIPaBIEHYECKOM
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JEATCIIBHOCT ~ OpraHa  BIAacTH. PacnopsauTenbHble  JOKYMEHTBI, M3JaBacMble  IIpU
KOJUIETMAJIbHOM TIPUHATUU pelleHui. PacnopsauTenbHble JIOKYMEHTHI, H3[aBaeMble IIpU
€AMHOJIMYHOM IIPUHATHH PEILIECHUN.

Tema 7. Cucrema HH(POPMALMOHHO-CIIPABOYHOI JOKYMEHTALMH

XapakTepuCTUKa OCHOBHBIX BHJIOB HH(OPMALMOHHO-CIPABOYHBIX U aHAIUTHYECKUX
TOKyMEeHTOB. (OcoOEHHOCTH COCTaBleHHs HH()OPMAIIMOHHO-CIIPABOYHBIX JIOKYyMEHTOB B
pa3IMYHBIX CUTYyalUs yIPaBICHUYECKON NEATENbHOCTH. POJIb 1 Ha3HAYEHME NETI0BON MEPENUCKU
KaK CpeJlICTBa U cr1oco0a nH(HOPMAIIMOHHOTO 0OMEHa MEX]ly OpraHaMH BJIACTH, OPTaHU3ALUSIMH,
IPaXKAaHAMH.

Paznea 3. Opranu3anus padoThl ¢ JOKYMEHTAMHU

Tema 8. Opranuzauusi JOKyMeHTO000POTA M YIIPaBJIeHUs TOKyMeHTALHel

[lpuHuunbel  opraHu3auuu  JTOKyMeHTooOopoTa. Ilopsmok JBWXKEHHMS JOKYMEHTOB B
OpraHu3alliil U OCHOBHBIE ATambl JOKyMeHTooOopoTta. Llenw, 3amaun W OCHOBHBIE NPHHIUIIBI
peructpanuu. Pa3paboTka perucTpaluoHHBIX (OopM JOKyMeHTOB. OpraHuzaiys KOHTPOJIS
UCIIOJTHEHUS JOKyMEHTOB. [Topsiiok paboTsl ¢ oOpameHusMu rpaxaad. OCOOCHHOCTH OpraHU3aIin
paboThI ¢ KOH(UAEHINATIBHBIMU JJOKYMEHTaMU.

Tema 9. CucremaTu3zauus 1 XpaHeHue J0KYMEHTOB

Homenknarypa nen opraHuzanuu Kak cXxema cUcTeMaTH3aluu JOKyMmMeHToB. [IpaBuia
IIOCTPOEHHUS 3ar0JI0BKOB JIEJ U UX CUCTEMAaTHU3alMi B HOMEHKIaType aen. Onpenenenue cpokoB
XpaHeHUs JOKyMeHTOB U jeil. [IpuHuunel popmuposanus nen. OcobeHHOCTH GOPMHUPOBAHUS B
Jieria pa3IMYHbIX KATerOpHid JOKYMEHTOB.

Tema 10. ApxuBHoe 1es10 B Poccun

[TonaTne «apxuBHBIN JOKyMeHT». Kiaccupukamus TOKYMEHTOB IO CPOKaM XpaHEHHUSI.
OKkcnepTu3a IEeHHOCTH JO0KyMeHTOB. [loaroroBka nen Juis mepeiadd B apXWUB OpPraHU3aLUM.
Odopmnenne nena: BHYTPEHHsISI ONUChH Jiela, JIMCT-3aBEpUTENb Jieda, OOJOXKKa Jena.
CocraBneHue onuceidl Ha Jena, nepegaBaeMble B apxXWMB opraHuzanuu. llopsnok mnepenauu
JOKYMEHTOB M JIeJ Ha apXuBHOE XpaHeHHe. lIopsmoKk yHHYTOXKEHHS TOKYMEHTOB W JIeN C
UCTEKIIUMH CPOKAMHU XPaHEHHUS.

Tema 11. CoBpemeHHble MH(POPMANMOHHBIE TEXHOJOTMH B JOKYMEHTAIMOHHOM
ol0ecrieyeHUH ynpaBJIeHUS

CucreMpl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa, HUX KiIacCUPHUKalusi, OCOOEHHOCTH
BHEIpEHU W  TeHAEHIUH pa3BuTHa. CucremMa  MEXBEIOMCTBEHHOTO  3JIEKTPOHHOTO
nokymenrtoobopora (M3J1O): Ha3HaueHue, OGYHKUUH, CTPYKTypa. Buasl J0KyMEHTOB,
nepecsutaeMplx 1o MOJIO. Crpykrtypa anektpoHHoro coobmenus MOJIO. Cucrema
MEXBEIOMCTBEHHOTO 3JIEKTpOHHOTo B3auMoaencTBusa (CMDOB). Poars CMOB B peanuzanuu
(GYHKIHH 3JIEKTPOHHOTO NTPaBUTEIbCTBA.

6. TEMBI IPAKTUYECKNX U CEMUHAPCKUX 3AHATUN

Paznen 1. Tepmunosiorusi, ucropusi 1 HopMaTtuBHas 6a3za J0Y

Tema 1. CoBpeMeHHasi 3aKOHOAaTeJlbHasi M HOPMATHBHO-MeToaMYeckasi 0a3a
AeJIONPOM3BOICTBA

dopmar MpOBEICHHUS: BBICTYIUICHHUE C TOKJIaJA0M, MYJIbTUMEIUUHON PE3ECHTALIUEN.

Bonpocsr 11st 06cyxaeHus:
1. 3HaueHue TOKyMEHTA B KU3HU YeIIOBEKa M 00IIecTBa
2. JIOKyMEHTHpPOBaHUE JIEITEIBHOCTH YIIPABICHUYECKUX CTPYKTYP KaK UCTOYHUK BOSHUKHOBEHUS
JIOKyMEHTaIlUU
3. Poib 1OKyMEHTAIIMOHHOTO 00ECTICUeHHsI B COBEPIIIEHCTBOBAHHUH TPOIECCOB YIPABICHUS
4. XapakTepucTHKa 3aKOHOJATEIbHBIX M HOPMATHUBHBIX akTOB Poccuiickoir ®enepanuu,
HOPMAaTUBHO-METOANYECKHUX JIOKYMEHTOB u rOCy1apCTBEHHBIX CTaHJIapTOB,
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perJaMeHTUPYIOMIHNHA JOKYMEHTAIIMOHHOE O0ecTieueHue YIIpaBiIeHUs
5. [lpuMeHsieMble TEPMUHBI U ONpPEICICHHs B TOKYMEHTAIMOHHOM OOECIIEYEHUH YIPABJICHUSI.
('OCT P 51141-98 Jlenonpou3BOACTBO M apXUBHOE J1€710. TePMUHBI M ONIPECIICHHS )
6. McrouHuKM A7 U3Y4YEHMs] Kypca: 3aKOHOJATEJIbHBIE U HOPMAaTUBHBIE aKThl, HOPMAaTHUBHO-
METOANYECKHUE JOKYMEHTBI
3aaHusl K CEMUHAPCKOMY 3aHATUIO:
I. M3yunTh OCHOBHBICE TepMUHBI U omnpeneneHuss aucuummabl o ['OCT P 51141-98
«/lenonpon3BoICTBO U apXUBHOE J1€10. TepMUHBI U ONpEAEICHUS
2. IlpoaHanu3upoBaTh MOHSATHE «IOKYMEHT» MO HOPMATHUBHBIM aKTaM, BBISBUTH CHEHUDUKY
OnpeeIcHUs
3. CocTaBUTh KPOCCBOP/ IO MOHATUMHOMY annapary JUCLHUILIMHBI
Tema 2. CTanoBJIeHHe U pa3BUTHE Ae10npon3BoAcTBa B Poccun
®opmar NpoBeAECHUS: BHICTYIUIEHHE C JOKIAJA0M, MyJIbTUMEAUINHON Mpe3eHTaLUEH.
Bomnpocs! a1t 06cyxaeHus:
I. OcHOBHbIE TpPUYMHBI BO3HUKHOBEHMS JEJIONPOM3BOACTBA KaK CIHELUUAJIbHOIO BHJA
JeSITEIbBHOCTH
2. ®akTOpHI, BIUSIOLUIME HA COCTOSTHUE JEIO0NPOU3BO/ICTBA
3. CpaBHUTEIIbHAS XapaKTEPUCTHKA (OPM COBPEMEHHOTO JICIONIPOU3BOICTBA
4. Jlenonpoun3BoACTBEHHBIE Onepalnu B yupexaenusx Poccun 1o pesomounn 1917 roga
5. Oco0eHHOCTH COBETCKOW CUCTEMBI OpraHU3AIMH JIEIOIPOU3BOJICTBA
6. 3HayeHHe OpraHM3alMH JOKYMEHTAI[MOHHOTO OOeCledYeHHs] yMpaBlIeHUS B COBPEMEHHOM
SKOHOMMYECKOM Ku3HU Poccun
3aaHus K CEMUHAPCKOMY 3aHSTHIO!
1. IIpoBecTn CpaBHUTENBHBIA aHATU3 (HOPM JOKYMEHTOB, OCOOCHHOCTEH TOKYMEHTHPOBAHUS,
BEJICHUS JIEJIONPOU3BOJICTBA HAa KaxK10M 3Tane pa3sutusa [JOY B nocoBetrckuii nepuos
2. Ilpoananu3upoBaTh HOPMATUBHYIO 0a3y JEJIONPOU3BOJICTBA Ha Kaxa0M dTane pazsutus JOY
B JIOCOBETCKUU NMEPUOJL
3. OmnpenenuTh BIUSHUE PAa3BUTUS TEXHUUYECKHUX CPEJICTB HAa pPa3BUTHE JEJIONPOU3BOJACTBA U
U3MeHeHUs (POpMBbI JOKYMEHTA
4. BpIsBuTh 001IME U cCEU(PUUECKIE YePThl pa3BUTHUS JI€JIONPOU3BOJICTBA B COBETCKUI MEpUo
Y Ha COBPEMEHHOM 3Tarle
Tema 3. Opranu3zanuonnbie ¢popMbl J1€J10MPOU3BOICTBA
®dopmar nposeieHHs: PPOHTANBHBIA TUCHBMEHHBIA KOJUIOKBUYM.
Bonpocs! komnokBryma:
1. XapakTepucTika OCHOBHBIX (POPM JEJI0NPOU3BOICTBA
2. @yHKIMH U 3a/1a4M CIY>KOBbI AETONPOU3BOACTBA
3. KBanuukannonsele TpeOOBaHUS K COTPYTHUKAM CITyKObI IeTONPON3BO/ICTBA
4. Opranuzaius TpyJa paOOTHUKOB CITy>KOBI JI€TONPOU3BOICTBA
5. Knaccuduxkanus, yHuukanus 1 CTaHIapTU3aLMs B IEIONPOU3BOCTBE
6. HopMaTHBHO-METOIMYECKUE aKThl, PETJIAMEHTUPYIOLINE padoTy CITy>KObI 1€I0MPOU3BOCTBA
7. ®akTOpBl, BIMAIOIINAE HA OPraHU3aLUIO JEJIONPOU3BOACTBA U TEXHOJOTHUIO B YUPEKACHUIX
pa3IMYHbIX YPOBHEH yIpaBlieHuUs
8. OpraHu3alMoOHHbIE, IPABOBbIE, COLUAIBHBIE U IICUXOJOTUYECKUE ACTIEKTHI 1€JI0NPOU3BOICTBA
9. ABTOMaTM3MpPOBAHHBIE TEXHOJIOTHMM OOpAaOOTKM JOKYMEHTOB M HX BIHUSHUE HAa CHUCTEMY
JIEJI0NPOU3BO/ICTBA KOHKPETHOM OpraHu3aluu
10. BnusHue xapakrtepa yNpaBlICeHHs, NPUHLIMIIOB NPUHATUSA YIPaBICHYECKUX PEIICHUN Ha
OpraHM3alHI0 U TEXHOJOTHUIO JAEJIONPOU3BOACTBA
11. B3aumocCBsA3b AENONPOU3BOJCTBA C OPraHU3alMed BEIOMCTBEHHOIO M TOCYJAapCTBEHHOIO
XpaHEHUs JOKYMEHTOB
12. TunoBble CTPYKTYpPHI A€TONPOU3BOACTBEHHOM CITY>KOBI B OpraHU3aIUsaX Pa3INuHbIX ypPOBHEN
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13. Pernamenranus GyHKUUH Moapa3AeIeHUN 0 JOKYMEHTAIIHOHHOMY O0CITY)KUBaHUIO

14. TunoBsle U UHIUBUAYATbHBIC ITOJOXKEHUS O ci1y)oe JIOY

15. JlomKHOCTHAasE MHCTPYKLMSI KaK OCHOBHOM HOPMATHBHBIM JOKYMEHT, OIpEAEIsIOLU

OpraHU3alMOHHO-IIPABOBOE IOJ0XKEHNE paOOTHHKA

16. MHCTpYKIMS 110 TOKYMEHTAllMOHHOMY OOECIIE€YCHHUIO YIIPABJICHUS - OCHOBHOW HOPMATHUBHBIN

akKT 10 perjJaMeHTally opraHu3ainuu u Texsoaoruu J10Y

17. TaGenp yHUGUIIUPOBAHHBIX (OPM JOKYMEHTOB opranuzanuu. [lopsgok pazpaboTku

18. AnbOoM yHH(pULIPOBaHHBIX (JOPM TIOKYMEHTOB opranuzanuu. [lopsaok pazpaboTku

19. HopmupoBanue Tpyna paboTHHKOB ciy:kObl IOV, THUIIOBbIE HOpPMATHUBHEI BPEMEHH Ha

JIeJIOTIPOU3BOICTBEHHBIE PaOOTHI

20. Pa3menienne CTpyKTypHBIX MoApasaeneHuii ciryxos JJOY

21. YcnoBus Tpyaa, opranuzanus 1 000py1oBaHHE paboYuX MeCT

22. Ilopsimok xpaHeHus reyaTeil, 0JaHKOB U MpaBUJIa MOJIb30BAHUS UMU

23. DTHKa JeN0BbIX OTHOLICHUMH, IICHX0JI0IMYECKHE aCeKThl paboThl C JOKYMEHTaMU

24. IloaroroBka KaapoB crenuanuctos ciayk0 JJOY, popmbl moBbIIEHUS UX KBAIX(DUKALIUH
CrpyKkTypa OTBETa Ha BOIPOCHI KOJUIOKBUYMa:!

- TEOpETUYECKast YacTh (max 2 pyKOMUCHBIX CTPaHUIIbI);

- IpaKTUYecKas 4yacTh (min 2 pyKOIMCHBIX CTPAHMIIbI), TJI€ IPUBOIUTCS KOHKPETHAS CUTYyallUs C

AQHAJIM30M B COOTBETCTBUU C TEOPETHUYECKOW YacThio. KOHKpeTHast cuTyarusi MOKeT OBITh B3ATa

KaK U3 O(pUIHAIbHBIX HICTOYHUKOB, TaK 110 pPe3yJIbTaTaM IPOXOKICHUs NIPAKTUKU CTYACHTA.

Paspnen 2. /lokyMeHTHPOBaHUE YIIPABJIEHYECKOM AeATeIbHOCTH

Tema 4. CTpykTypa H colaep:KaHMe JOKYMEHTa, TpeOoBaHUSI K 0(QOpPMJICHUIO
JOKYMEHTOB

®opmar nposesieHus: paboTa B MaJbIX TpyIINax.

Bomnpocs! 11 00cykaeHus:
1. BBIIBUTH OCHOBHBIE NTPU3HAKU KJIACCU(UKALIUU TOKYMEHTOB
2. OnpenenuTh HampaBieHUs YHU(DUKAUU B paboTe ¢ JOKyMEHTaMH Ha IpuUMepe KOHKPETHOH
OpraHu3aiuu (opraHa BJIacTH)
3. Onpenenuts HampaBieHus cranaapTuzauuu B chepe 10Y
4. CopoektupoBath Ha (popmare A4 OMaHKU JTOKyMEHTOB OpraHOB IOCYJapCTBEHHOH BiIacTu
(MECTHOrO CaMOYTNpABJIEHUs1) B COOTBETCTBUU C TPeOOBaHMSIMU HOPMATHBHO-METOAMYECKHX
JIOKYMEHTOB
5. Ilpoananu3upoBath 0ObEKTUBHbIE IPUUMHBI IPUMEHEHUS PEKBU3UTOB
6. Oxapakrepu3oBaTh TpeOOBaHUS, IPEAbsBIIEMbIE K opMaTaM OJaHKOB U pa3Mepam IoJsen
7. JlaTh XapaKkTepUCTHKY MOpsAKa 0POPMIIEHHUS pEKBU3UTOB JJOKYMEHTOB
8. Ilpoananu3upoBaTh CXEMbl PACTIONOKEHHS] KOHKPETHBIX PEKBU3UTOB Ha OJIaHKaX JOKYMEHTOB
9. OnpenenuTh MOHSATHE 30HBI YHU(UIMPOBAHHON (POPMBI TOKYMEHTa M CIY>KEOHOTo MO
YHUGUIMPOBAHHOU (POPMBI TOKyMEHTa
10. OnpenenuTh ciy’eOHble OTMETKH
11. OnpenennTh peKBU3NTHI, IPHUIAIOIINAE FOPUINYECKYIO CHITy TOKYMEHTY
12. ChopmynupoBats npaBuia odopmieHus pekBuzutoB B coorBerctBuu ¢ 'OCT P 7.0.97-
2016 «Hamumonanensiii cranmapt Poccniickoit @epepannn. CucremMa CTaHAApTOB IO
uHpopManuy, OHMOIMOTEYHOMY W H3JATeNbCKOMY Jeny. OpraHu3alnnoOHHO-pacIopsIUTeIbHAs
JToKyMeHTalus. TpeboBanus K 0pOPMIICHUIO TOKYMEHTOBY

3ananust Ui paboThl B TpyTIIIE:
1. U3 BBIIAHHBIX PEKBU3UTOB COCTABUTH OJIaHK NMHUChMA B YIJIOBOM M IPOJIOJILHOM ILITaMIIe
2. U3 BBIJAaHHBIX PEKBU3UTOB COCTABUTH OJIAHK aKTa B YIJIOBOM M MPOJIOJIBHOM IITaMIIe
3. U3 BBIJAHHBIX PEKBU3UTOB COCTaBUTh OJIAHK DPACIOPSDKEHUS B YIJIOBOM M IPOJOJIBHOM
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HITamie
4. onpenenuTh PEKBU3HUT U3 TPYIIBI BBIIAHHBIX MPETOAaBaTesieM HH(POPMAIIMOHHBIX 3JIEMEHTOB
B COOTBETCTBUH C KOHKPETHBIM 33/1aHUEM.

Tema 5. CucremMa opraHu3aliioOHHO-NIPABOBOH JOKYMEHTALINH

dopmar nposesieHHs: pad0oTa B MaJlbIX IPyIaXx.

Bonpocs! a1t 06cyxaeHus:
1. @yHKIMKM OpraHU3aLUOHHBIX TIOKYMEHTOB
2. CpaBHUTENbHBIN aHAJIU3 OCHOBHBIX OPraHU3al[MOHHBIX JOKYMEHTOB
3. TpeboBaHMs K COCTaBJIEHUIO U O()OPMIIEHHIO OPraHU3ALMOHHBIX JOKYMEHTOB, OCOOCHHOCTH
odopmieHHs B OpraHax rocyJapCTBEHHOTO U MYHUITUIAILHOTO YIIPABICHHS
4. Ilepeuncanre peKBU3UTHI, IPETYCMOTPEHHbIE HA OPraHU3allMOHHBIX JOKYMEHTaX
5.JlaiiTe onpeneneHre OpraHu3aluOHHbIM JIOKYMEHTAM.
6. KakoB nops10k co3aaHus T0JKHOCTHOTO perjiaMeHTa CiIyXKallero

3ananus 11 paboThl B TpyIIIE:
1. Ha ocHOBaHMM  yIpaBJI€HYECKOW CHUTyalluM, HPEAJIOKEHHOH  IpernojaBaTeseM,
CaMOCTOSITENIbHO COCTaBUTh (POPMYJIIP OPTaHU3ALUOHHBIX IOKYMEHTOB
2. BpIABUTH OIIMOKM B COCTaBJIEHUU U 0(OpMIIEHUH 00pa3L0B OpraHU3allMOHHbBIX IOKYMEHTOB,
IPEJJI0KEHHBIX MPEN0/1aBaTeIIEM
3. YcTaHOBUTH HEPAPXHUIO BUJIOB TIOKYMEHTOB, cojepxaunuxcs B Koncruryuun PO, npencrasus
€€ B BUJIE CXEMBbI
4. Ilpoananu3upoBarb 00pa3lbl JOKYMEHTOB OPraHOB IOCYJapCTBEHHON BJIACTU M MECTHOTO
CaMOYIPAaBJICHUS, SBJSAIOIIMXCS IPABOBBIMU aKTaMU. BbIABUTH 00s3aTenbHBIA  COCTaB
PEKBU3UTOB U PACMOIOKUTh UX Ha popmaTe A4
5. IlpoananusupoBaTh 0Opa3lbl OpPraHU3allMOHHO-HOPMATHBHBIX JOKYMEHTOB OpraHoB
rOCyJapCTBEHHOM BIJIACTM W MECTHOIO camoylpaBiieHUs. BbIIBUTH 00s3aTenbHbIl cOCTaB
PEKBHU3UTOB U PACIONOKUTh UX Ha popmare A4

Tema 6. Cucrema pacnopsauTe/JbHOM JOKYMEHTAIIUH

®opmar npoBeneHus: padoTa B MaJIbIX TPYIINax.

Bomnpocs! 11 00cykaeHus:
1. @yHKIMM pacoOpsIANTENBHBIX TOKYMEHTOB
2. CpaBHUTENBHBIN aHAJIN3 PACTIOPSIAUTENBHBIX TOKYMEHTOB
3. TpeboBaHHUsI K COCTaBICHUIO U OOPMIIEHUIO PACIOPSAUTENbHBIX JOKYMEHTOB
4. IlonHOMOuYMsA W3JaHUS Pa3IMYHBIX BUJOB OPraHU3ALMOHHBIX M  PaCHOPSIUTEIBHBIX
JIOKYMEHTOB B 3aBUCHMOCTH OT YpOBHS OpraHa yNpaBiI€HUS U KOMIIETEHIMH JOJKHOCTHOTO
auna

3ananus i paOoThl B TpyMIIE:
1. U3yunTh TpeOOBaHUS TOCYAAPCTBEHHBIX CTAHJAPTOB M HOPMAaTHUBHO-METOAMYECKHX AKTOB K
COCTaBJICHUIO ¥ O(DOPMIIEHUIO PACTIOPSIUTENbHBIX JJOKYMEHTOB
2. Ha3Batb BBl pacIOpSAAUTENBHBIX JOKYMEHTOB, IPOBECTU UX CPABHUTEIBHBIN aHAIN3
3. CocTaBUTh MPOEKTHI PACTIOPSIUTENBHBIX TOKYMEHTOB HA OCHOBE B3AThIX U3 MIPAKTUKU PAOOTHI
KOHKPETHBIX OPTaHOB BJIACTH, UCIIOIb3Ys MOJIEIN-00pa3LIbI
4. BISIBUTH OLIMOKHU B COCTABJIEHUU U OPOPMIIEHUN 00pa3lioB paclopsAUTEIbHBIX JOKYMEHTOB,
IIPEJI0KEHHBIX MPENOIaBATEIIEM
5. VI3y4nTh KOMIIO3UIIMIO TEKCTOB PACHOPSAUTEIbHBIX IOKYMEHTOB (IIOCTAHOBJICHHUS, PEILICHUS,
IIPUKA3bl, paCIOPSHKEHNS)
6. Ilpoananu3upoBaTh 00pa3lbl pacHOPSAUTEIbHBIX JOKYMEHTOB, IPOTOKOJIBI 3aceJaHuil
KOJIJIETUI, KOMUCCHUH, TIOCTOSIHHO JIEHCTBYIOIIMX COOpaHMii OpraHOB TOCYAapCTBEHHOM BIACTH U
MECTHOI'O CaMOyTpaBJieHUs. BbIIBUTH 00s13aTENbHBII COCTaB PEKBU3UTOB U PACHOJIOKUTh UX Ha
dopmare A4

Tema 7. Cucrema HH(OPMALIMOHHO-CIIPABOYHOI JTOKYMEHTALMH
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Bomnpocs! a1t 06cyxaeHus:
1. ®yHK1MM HH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB
2. CpaBHUTENBHBIN aHAJTN3 OCHOBHBIX HH(POPMALMOHHO-CITPABOYHBIX JTOKYMEHTOB
3. TpebGoBaHus K COCTaBICHHUIO M OQOPMIICHHIO HMH(OPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB,
0c00eHHOCTH 0(OPMIICHHS B OpraHax rocy1apCTBEHHOI0 M MyHHIUIIAIBHOTO YIIPaBICHUS
4. Cneuucuyeckue dYepTbl COJAECPXKATEIBHOIO aclekra HH(POPMALMOHHO-CIIPaBOYHbBIX
JIOKYMEHTOB
5. OO6nacte npHUMEHEHHs HH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB. lcnoab3oBaHue
yHH(PUIIPOBAHHBIX (HOPM

3ananus Juid paboThl B rpymIie:
1. Ha3Bare BuIbI U MH(GOPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB, ITPOBECTH MX CPABHUTEIBbHBINA
aHaJIN3
2. CocraBuTh MPOEKTH M HWH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB Ha OCHOBE B3STHIX W3
HPAaKTUKU PabOThl KOHKPETHBIX OPTraHOB BJIACTH, UCIOJB3Ys MOJIEINU-00Pa31Ibl
3. BolsiBUTH OmMOKH B COCTaBICHUU U O(hOPMIICHUH 00pa3IioB M MHPOPMAITMOHHO-CIIPABOYHBIX
JIOKYMEHTOB, NIPEJIOKEHHBIX IIPENOAaBaTeIEM
4. 3yuuTh KOMIIO3ULIMIO TEKCTA IPOTOKOJIA U aKTa
5. W3yuuTh KOMIO3MLHIO TEKCTOB HH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB (CiIy>KeOHOe
MMCbMO, JJOKJIaJ{HAs 3aIIMCKa, CIIPaBKa, OTYET U T.1.)
6. IlpoananusupoBarb 00pa3upl HH(POPMALMOHHO-CIIPABOYHBIX  JIOKYMEHTOB  OpPIraHOB
TOCYJApCTBEHHOM BIIACTH W MECTHOTO CaMOYTpaBieHUs. BBIIBUTH 00s3aTENbHBIA COCTaB
PEKBU3UTOB U PACIONIOXUTh UX Ha popmaTe A4

Pa3zpnen 3. Opranusanus padoTsl ¢ JOKyMEHTAMHA

Tema 8. Opranuszanusi J0KyMeHTO0000pOTA M YNIPaBJIeHUs JOKYMeHTauuen

dopmar mNpoBeAEHUs: MacTep-kKiacc (MPOMU3BOJCTBEHHOE COBEIAHUE) C YYacTHEM
TFOCY/JapCTBEHHBIX W MYHHUIMIAIBHBIX CHyXallUX YJbsSHOBCKOW oOnactu. IIpumepHsbiii
IIEpEYEHb BONIPOCOB IIPEJCTABIIEH B IPOEKTE PETJIAMEHTA COBEIIAHNS.

ITPOEKT PEI'JTAMEHTA
NPOBEACHUSI MacTep-KJacca (IPOU3BOACTBEHHOI0 COBCIIAHNS) 10 TeMe
«loxkyMeHTaLlMOHHOE 00ecneyeHUe YIIPABJIeHHUs HA TOCYAAPCTBEHHOM IPaskIaHCKOH
ciayxoe»

00.00.2015 2 akag.yaca
MecTo npoBeaenusi: 3an 3acenanuii [Ipasutensctsa (1 3Tax)

5 MuH. 1. IlpuBeTcTBEeHHOE CJ0BO HAYAJIbHMKA YIPaBJeHHUS [1eJONPOU3BOACTBA M
padoThI ¢ 00palIeHUSIMH TPAKIAH

20 MmuH. 2. Oprasm3anusi JOKYMEHTO000pPOTa B OPraHax HCIOJHHUTEJbHOH BJIACTH
YibsiHOBCKOH 00JacTH (cocTaBjieHHMe HOMEHKJIATYpbl Aes, (opMupoBaHHue
aeJ1, padoTa ¢ apXuBOM)
Jlokiiaquuk: TpeAcTaBUTENb YIPABIEHUS JIEJIONPOM3BOJACTBA U paboOThl ¢
0OpalIeHUsIMU TPAXKAaH

20 mun. 3. OpraHm3anusi JOKYMEHTOOOOpPOTAa B OPraHax MCIOJHUTEJIbHOH BJIACTH
YiabsiHOBCKOM o00saacTh (permcrpanms, IOCTAHOBKA Ha KOHTPOJb, padora
MAIIMHOMUCHOTO 010PO)
Jloknmamyuk: TMpeacTaBUTENb  YIPABICHHUS JIENOMPOM3BOJCTBA M PabOTHI  C
oOpallleHusIMU Tpaxk/iaH
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20 muH. 4. ABTOMATHM3alHMsi  JOKYMEHTAUMOHHOr0  o0ecmeyeHHs]  yNpaBJIeHUS:
BO3MOKHOCTH cucTeMbl «Lotus»
Jlokiiaquuk: TpeAcTaBUTENb YOPaBIEHUS JIEJIONPOM3BOJACTBA U paboThl ¢
oOpaleHUsIMU TPaKIaH

25 4ac 5. Cnenudguka opraHuzanmm padoTbl ¢ JOKYMEHTAMHM B OPraHax BJIACTH
(cucrema koHTposss mnopydeHuii I'yOepHatopa m oOpameHuii rpaskaas,
MOAr0TOBKA K MEYATH POEKTOB HOPMATHBHO-NIPABOBBIX AKTOB)
JIoKnmajgyuK: TMpeaCcTaBUTENb YIPABICHHUS JICIOMPOM3BOJICTBA M PabdOTHI  C
oOpallleHUs MU TpaxaaH

Tema 9. CucremaTu3auusi U XpaHeHHe JOKYMEHTOB
@dopmaT NpoBeICHUS: BHICTYIUICHHE C JOKJIA0M, MYJIbTUMEANMHON Mpe3eHTauei.
Bonpocs! a1t 06cyxaeHus:
1. CrpykTypa JOKYMEHTOOOOPOTa, MAapUIPYTHO-TEXHOJOTHYECKHE CXEMbl  JIBUKCHUS
JIOKYMEHTOB
2. XapakTepucTuka JOKYMEHTOIIOTOKOB
3. Perucrpanus kak KJIt04€BOM JIEMEHT OpraHU3allii JOKYMEHTO000pOTa
4. 3HaveHre KOHTPOJISI UCIIOTHEHUS JOKYMEHTOB ISl PEIICHUs YIPaBIECHYECKUX 33124
5. TpaguuuoHHasi TEXHOJOTUSI KOHTPOJIS 3a UCIIOJTHEHUEM JIOKYMEHTOB M BHJIbI KOHTPOJIBHBIX
KapTOUeK
6. Homenkiatypa J1e71 Kak OCHOBHOM YYETHBIN JOKYMEHT B JIEJIONIPOU3BOICTBE
7. IlpaBuinia cocTaBiaeHs] HOMEHKIATYPBI A€l
8. HopmatuBHBIC TpeOOBaHMS K (POPMUPOBAHUIO JEIT
9. OCHOBBI OpraHU3alMK TEKYIIETO XPaHEHHUs JOKYMEHTOB
3amanus aig paboThI B TpyIIIE:
1. pazpaboTaTh U npe3eHToBaTh cBOAHYI0 HJ[ nmst opranuzanuu, coctosmiei u3 6 CTpyKTYpHBIX
noapazaenenuii: 01 - cekperapmar (20 genm), 02 - 3aMmecTUTeNnb JIUPEKTOpa IO
aJIMUHHUCTPATUBHO-X03sIiiCTBeHHOMN nestenbHOcTH (12 mem), 03 - otaen kaapoB (25 mem), 04 -
oyxranrepus (25 gen), 05 - kommepueckuit otaen (12 gen), 06 - mpousBoACTBEeHHBIN 1ex (12
nen). [lepedens fen 1o oTAenaM BbIIAET MPernoiaBaTeb.
Tema 10. ApxuBHoe aeJio B Poccun
®dopmar npoBeeHus: paboTa B MaJbIX TPYIINaX.
Bormpocs! 11t 06cyxaenus:
. HopmartuBHBIE JOKYMEHTBI, PETJaMEHTUPYIOUIME BOIMPOCHl OpraHU3AMU APXUBHOTO
XpaHEHUs JOKYMEHTOB
2. TpeboBaHUs K MPOBEACHUIO YKCIIEPTU3BI IICHHOCTH JOKYMEHTOB, K KOMIUIEKTOBAHUIO apXUBa
Y OpraHU3aINK XpaHEHHUsI JOKYMEHTOB
3. HopMaTuBHBIE NOKYMEHTHI, PErJaMEHTHPYIOIINE OpraHU3aluio paboThl C AIEKTPOHHBIMU
JIOKyMEHTaMH1
4. XapakTepuCTHKa COBPEMEHHOI0 porpaMMHoro obdecrnieuenus B cpepe JJOY
5. Ilonstue nunpopmanmonHo-nouckosbix cuctem (UI1C)
6. [IpuHIMIBI U TpeOOBaHMS K OPTaHHU3AIMH YJIEKTPOHHOTO apXHBa, OCOOCHHOCTH DKCIEPTU3bI
IIEHHOCTH JIEKTPOHHBIX TOKYMEHTOB
3ananus A5 paboThl B TPyIIIE:
1. Pa3paboraiiTe cucteMy AEMCTBUH AJI CIEAYIOIINX CUTYaIUH:
- HEMOCPEACTBEHHOE (PU3NUECKOE YHUUTOXKECHHE, BKITIOUAs CKUTaHKE, U3MEIbYCHHE, TIEpe3alrch
U CTUPAHHUE;
- JaJbHENIIee XpaHEHHE B CTPYKTYPHOM MOAPA3/IEIICHUN;
- IepeMeEIEHUE B COOTBETCTBYIOIEE XPAaHUIIUIIIE, OCYIIECTBIIIEMOE 110/ KOHTPOJIEM;
- Tepemada B JpPYryl0 OpraHHW3alyio, KOTOpas TMpHHsUIa Ha ce0s OTBETCTBEHHOCTh 3a
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YOPaBIEHYECKYIO NESTEIBHOCTh B PE3yJIbTaTe PECTPYKTYPHU3ALUH, IPOIAXKHU WM IPUBATHU3AIINH;
- Tepefaya JOKYMEHTOB B XpaHWIHIIE, YIIPABIIEMOE B HHTEPECAaX OPraHU3alUN HE3aBUCUMBIM
MOCTABIIUKOM YCIYT 0 COOTBETCTBYIOIIEMY KOHTPAKTHOMY JOTOBOPY;
- Iepeiaya B apXuB OpraHU3alHH;
- rlepesiaya B CTOPOHHHUE apXHUBHbBIC YUPEKICHUS
2. CocTaBuTh IpUKa3 O CO3AaHNUN IKcnepTHON komuccuu (OK) B yCcI0BHOM OpraHu3anuu
3. CoctaBuTth npotokoiu 3aceqanus K 00 yHUUTOKEHUU A€l 1 U3MEHEHUH CPOKOB XpaHEHUs
4. CocTaBUTh aKT 00 YHUUYTOKEHUU JTIOKYMEHTOB, YTPATUBLINX HAYYHO-IIPAKTHYECKOE 3HAUCHUE
5. OdopMuTh Aena A CAaYu B apXUB OpraHU3aluN

Tema 11. CoBpemeHHble MH(OPMALMOHHBIE TEXHOJIOTHMHM B JOKYMEHTALIMOHHOM
o0ecrie4yeHUM yIpaBJIeHUs

dopmar npoBeeHHs: paboTa B MaJIbIX IPYTIaX.

3amaHus K CEMUHAPCKOMY 3aHITHIO:
1. IIpoananu3upoBaTh HOPMATHUBHBIEC JTOKYMEHTHI, PETIIAMEHTHPYIOIINE OPTaHU3aLUI0 pabOTHI C
ANEKTPOHHBIMU JOKYMEHTaMH
2. JlaTh XapaKTEpPUCTHUKY BO3MOXKHOCTSIM COBPEMEHHBIX TEXHOJOTMA B OTHOUICHUH
JOKYMEHTHUPOBAaHUS, JOKYMEHTOOOOpOTa © oOpraHu3anuud paboTel ¢  odUIHATBEHBIMU
JOKYMEHTaMHU
3. JlaTh XapakTepUCTHKY TPAAUIMOHHBIM M COBPEMEHHBIM BO3MOXKHOCTSIM HH(OPMAaLMOHHO-
TIOUCKOBBIX CUCTEM
4. Ha ocHOBaHMM YIpPaBJICHYECKOM CHUTYyallMM MPOAHAIU3UPOBATh CIIOCOOBI OpraHU3alUU
JOKYMEHTOO00pOTa U PEAIOKUTH Hanbosee 3(pPpeKTUBHBIN 11 KOHKPETHON OpraHU3aIiu
5. Onpenenuts 3¢ ¢deKTUBHOE MPOrpaMMHOE OOecIeueHre, MPOAHaTU3UPOBaTh U MPEATIOKUTh
CHOCOOBI ONTHMHU3ALMHU CYLIECTBYIOIIErO MPOrPAaMMHOTO OOECIICYCHHS C IIETbI0 MOBBIIMICHUS
3¢ (peKTUBHOCTH yNpaBIeHUS JOKYMEHTaIUeH
6. Pa3zpaboTaTh anropuT™M BHEAPEHHS CUCTEMBI YIIPABJICHUS JTOKyMEHTAIHEH
7. I3yunTh NPUHLUIBI OPraHU3alMU 3JIEKTPOHHOTO apX1Ba, apXUBa AJIEKTPOHHBIX JOKYMEHTOB
8. M3yunth 0COOEHHOCTH SKCHEPTH3BI IEHHOCTH JJIEKTPOHHBIX JOKYMEHTOB, OpTaHU3aIlUH
XpaHEHMS U MCII0JIb30BaHMS AIEKTPOHHBIX TOKYMEHTOB
9. Ilpoananu3upoBaTh COBPEMEHHOE MPOrpaMMHOE obOecrieueHre B cdepe opraHu3aIuu
XpaHEHMS U MCII0JIb30BaHMSI AJIEKTPOHHBIX IOKYMEHTOB

7. JABOPATOPHBIE PABOTbBI, IPAKTUKYMBbI
Janublii Bug padbot He npenycmorpex YII.

8. TEMATUKA KYPCOBBIX, KOHTPOJIbBHBIX PABOT, PE®GEPATOB

Caymarenu caMOCTOSTENBHO MPOBOJIAT HCCIEAOBAaHMS U BBINOJHAIOT pedepaTsl 1o
BOIIpOCAM  OpraHM3ali  JOKYMEHTOOOOpOTa W COCTaBJIEHHUS  OPraHU3allMOHHO-
pacropsUTeNbHON JOKyMEHTAllMM B OpraHax BJacTd BceX YypoBHed. Pedepar moryr
IpearnoyiiaraTb  PacKpbITHE TEOPETUYECKUX BOIPOCOB, a TakXKe U3YYeHHE U aHaIW3
CTaTUCTHUYECKUX JAaHHBIX MO TNpoOjeMaM BHEIPEHHUs 3JIEKTPOHHOIO JOKYMEHTO0OOpOoTa B
cucteMe I'MY, opranuzamuu paboThl C OOpamIEHUSIMH TpakJaH, a TaKXKe OIECHKH KayecTBa
COCTaBJICHUS CIIYy>)KEOHBIX JIOKyMEHTOB B (helepalibHbIX, PErMOHAIBHBIX OpraHax BJIACTH M B
OpraHax MECTHOI'O CaMOYIIPaBJICHUSI.

O0wem pedepata He MoXkeT mpeBblmaTh 30 MalIMHOMMCHBIX CTpaHUll ¢dopmara A4,
mpudt Times New Roman mpudrt 14, mexcrtpounsiii umntepBan 1,5. Pedepar conmepxur
TUTYJIBHBIM JIUCT C YKa3aHUEM TEMBI U €0 aBTOPA, CONEP)KAHUE, TEKCT, CIIUCOK MCIOIb3yeMOMN
mutepatypel. CTpykTypa Tekcra pedepata goiKHA OBITH NPUOIU3UTENBHO CIEAYIOMIAs:
pPacKpbIBaeTCsl aKTyaJIbHOCTb BOIIPOCA, BBICKA3BIBAIOTCS HMMEIOLIUECS PA3IMYHbIE MOAXOABI K
M3YYEHHUIO BOIPOCA, MPOBOAMUTCS aHANU3 MPAKTUKU M BBIABISAIOTCS NMPOOJIEMbI, HMPUBOISTCS
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PEKOMEHIallMK TI0 PEIICHUIO BBISBICHHBIX MPOOJIEM, B 3aKIIOYEHHM H3JIaraloTcsi OCHOBHBIC
BBIBOJIBI.

Temaruka Hanucanus pedepara no Kypcy «OCHOBBI J€JIOIPOU3BOJICTBAN:
1. TocymapcTBeHHOE pETryJIMpOBaHUE JIOKYMEHTAIMOHHOTO 0O0eCleueHus] YIpaBiICHUS B
COBPEMEHHBIN NEPUOL
2. HopMaTtuBHO-TIpaBoBasi 6a3a 3JEKTPOHHOTO IOKyMeHTO000poTa B Poccun
3. JlokyMeHTallOHHOE 00CTy>KMBaHNE KaK OCHOBHAsI PYHKIIMs 0OecTieueHuUs yIpaBiIeHUs
4. Opranusanys U TEXHOJIOTUA pabOThl ¢ JOKYMEHTAMH B OpraHax rocylapCTBEHHON BIACTH U
MECTHOT'O CaMOYIIPaBJICHUS
5. MeToapl KOHTPOJISI UCIIOJIHEHUSI NPUHSTHIX JOKYMEHTOB B T'OCYJAPCTBEHHBIX OpraHax WM
YUPEKICHUAX
6. Jlenonpoun3BoJICTBO Kak HHPOPMALMOHHO-KOMMYHUKAIIMOHHOE 00ECTICYCHNE YITPABICHHS
7. ApxuBHas cucteMa Poccuiickoit deneparuu
8. DTanbl NPOX0XKIEHHUS JOKYMEHTOB B TOCYAAPCTBEHHOM OpraHe WM YUpeKICHUU
9. Opranuzaiiys JeJ0Nporu3BOJICTBA MO MPEITIOKEHUAM, 3aSBICHUIM U Kano0aM rpaxaaH
10. OcoGeHHOCTH OpraHu3alul 000POTa JOKYMEHTOB, COJIEPKAIIUX CITY)KEOHYIO TaitHy
11. IIpenmyiiecTBa HyMepaluu JOKYMEHTOB C HCIOJIb30BaHUEM HOMEHKJIATYPHI J1E]
12. IlpoBeneHue SKCepTH3bl IEHHOCTU JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax WU
YUPEKICHUAX
13. Ocobennoctu padotsl LleHTpalibHOMN 3KCIEPTHON KOMUCCUU TOCYJapCTBEHHOI'O OpraHa
14. IlpaBuna cocTaBi€HUs ONMMCEH Je MOCTOSIHHOTO XPAaHEHWs M OMUCEH JIe] MO JIMYHOMY
COCTaBYy B I'OCYJIJapCTBEHHBIX OpraHax MM YUpEexKICHUIX
15. Ilepenaua nen Ha BEIOMCTBEHHOE apXMBHOE XPAHEHHE B IOCYJApPCTBEHHBIX OPraHax WU
YUPEIKICHUAX
16. Ilporecc opranuzanuu JOKYMEHTOOOOPOTa OPraHOB rOCYAAPCTBEHHOM BIACTH Y IbIHOBCKOM
obnactu
17. OcobeHHOCTH OpraHM3aluu JOKYMEHTOOOOpOTa OpPraHOB MECTHOTO CaMOYINpaBJIEHUS
VY absiHOBCKOM 001acTH
18. PernmameHTanusi MpoueccoB AOKYMEHTAIIMOHHOTO OOECTeueHHUsl YyMpaBieHHs B OpraHax
roCy/apCTBEHHOW BJIACTH U MECTHOTO CaMOYIIpaBJICHUS
19. be3nokymeHTHBI 00MeH MHGopMalueil B opraHax roCyJapcTBEHHOW BJIACTH M MECTHOTO
caMOyIpaBJIEHUs
20. KoHTpOIb NCTIOMHUTENBCKON AUCIUIUIMHBI B OPraHax rocyJapCTBEHHOM BJIACTU U MECTHOTO
CaMOYTIPABJICHUS: pyYHOU M aBTOMATU3UPOBAHHBIA BAPUAHT
21. HopmaruBHbBIE MaTepuasbl, ONPEIECIAIONINE AEATENBHOCTh M0 JOKYMEHTAIMOHHOMY
00ecnevyeHnI0 yIIpaBJIeHUsI B OpraHax rocyJapCTBEHHOM BJIaCTU M MECTHOTO CAMOYTIPaBJICHUS
22. ®opmupoBanue nHpopmaImoHHo-mouckoBoii cuctemsl (UI1C) B opranax rocyaapcTBeHHOU
BJIACTU U MECTHOT'O CaMOYIIpaBJICHUS
23. Poct uWHQOPMAIIMOHHBIX TIOTOKOB KaK OOBEKTHUBHAS pPEaTbHOCTh HH(POPMAIIMOHHOTO
oOmiecTBa: OCHOBHbBIE MYTH PeLlIeHuUs podeM HHPOPMAIIMOHHOM Neperpy3Ku
24. BaeapeHue KOMIBIOTEPHBIX TEXHOJIOTMH B MPOLECCH JOKYMEHTOOOpa3OBaHUS U
opraHu3anu paboThl C JOKYMEHTaMH B OpraHax TIOCYJapCTBEHHOW BJIACTH M MECTHOTO
CaMOYTIpaBJICHUS
25. MapuipyTbl IBUAKEHUSI JOKYMEHTOIIOTOKOB B OpraHax rocyJapCTBEHHOM BJIACTH U MECTHOIO
CaMOYTIPABJICHUS: X ONTUMU3ALIMS, TOHATHE ONEPOTrPAMMBI

9. MIEPEYEHbDb BOITPOCOB K 3AYETY
1. ConeprxaHvie ¥ Ha3HAYCHHE JICIIONTPOU3BOJICTBA
2. OpranuzannroHHbie (POPMBI EITOMPOU3BOICTBA
3. Cityx0a 1esompou3BOJICTBA, 1IETH U 337a4H, PYHKITMOHAIBHOE COICPKAHUE JACATEIHHOCTH
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4. 3akoHoaTenbcTBO Poccuiickoit deneparuu B chepe nHGopmaIuy U JOKYMEHTAITMH

5. 3aKOHOAATENHCTBO 00 AIIEKTPOHHON MOAHUCH

6. Busipl 271€KTPOHHOM MOAIMCH U MOPSIOK UX IPUMEHEHHUS

7. HopmaruHbii jgokymeHT «[IpaBuna nemompousBoAcTBa B (efepalibHBIX — OpraHax
UCTIOJIHUTENIbHON BJIACTH», €T0 Ha3HAUYEHUE

8. HanroHanbHble CTaHIAPTHI 110 YIIPABJICHUIO IOKyMEHTaMU

9. HopmaTHBHBIE ITPaBOBBIE aKThl OpPraHa BJIACTH, PEIVIAMEHTHUPYIOLIME OPraHU3ali0 paboThl ¢
JIOKyMEHTaMU

10. MHcTpykuus mo JAeIONpOM3BOACTBY, HOpMAaTHBHas M MeToauyeckas 0a3za pa3paboOTKU
MHCTPYKLUU IO JEJIOIPOU3BOICTBY

11. bnank noKyMeHTa, BUibl OJAHKOB COCTaB PEKBU3UTOB OJIaHKa

12. CocTaB peKBU3UTOB yIOCTOBEPEHHS, MOPSAOK MX OhopMIIeHHUs

13. Ciy>xeOHble OTMETKHU Ha JOKYMEHTE, MOPSI0K UX 0(OpMIICHUS

14. Cucrtema oOpraHu3allMOHHO-TIPABOBOM JOKYMEHTAIlMM, Ha3HAYE€HHWE W BHJIOBOM COCTaB
JIOKYMEHTOB

15. IlonsiTue HOPMATHBHOIO IPaBOBOIO AaKTa, BHJAbBl HOPMATUBHBIX IPaBOBBIX aKTOB
(benepanabHbIX OPraHOB UCIOJHUTEIbHOHN BIIACTH

16. JloikHOCTHAs MHCTPYKLMS, HA3HAYEHHUE JJOKYMEHTA, COCTaBJIEHHE U OhopmileHne

17. Ilpouenypa corjacoBaHUsl JIOKYMEHTOB, €€ Ha3Hau€HWe, BHEIIHEe U BHYTpPEHHEE
corjacoBaHue

18. BusupoBaHue 10KyMEHTOB, 0COOEHHOCTH BU3UPOBAHUS PACHIOPSIIUTENBHBIX JOKYMEHTOB

19. Cucrema pacnopsiiMTeIbHON JOKYMEHTAIIUH, HA3HAYEHUE U BUJOBOM COCTaB JJOKYMEHTOB
20. Cocrasnenue u opopMmiIeHUe NPUKa3a 0 OCHOBHOM AeATEIbHOCTH

21. Ilopsaok TOKyMEHTHPOBAHUS KOJUIETHAJIbHOM (COBEIAaTENbHON) A€ATEIbHOCTU

22. IIpoToko: 3acefanus, BUJbl IPOTOKOJIOB, COCTABICHUE U 0OpMIICHHE

23. Cucrema uHGOPMAIIMOHHO-CIIPABOYHON JOKYMEHTAIMHM, Ha3HAUYE€HWE W BUJIOBOM COCTaB
JIOKYMEHTOB

24. ]JlenoBoe NUCbMO, Pa3HOBUIHOCTHU JE€JIOBBIX MHCEM

25. CoctaBnenue u ohopMIIEHHE JIEIIOBOIO MUChbMa

26. TekcT ynpaBIeHUYECKOTO JJOKYMEHTa, 00111e TpeOOBAHMS K COCTABICHHUIO TEKCTa IOKYMEHTA
27. AKT KaK BUJ] IOKyMEHTa, Pa3HOBUJIHOCTH aKTOB, OCOOCHHOCTH COCTaBJIEHUS U O(POPMIICHHS
28. llonatue AOKyMEHTOOOOpOTa, KaueCTBEHHbIE U  KOJWYECTBEHHbIE  MapaMeTpbl
JIOKYMEHTO000poTa

29. IlpuHUUMIBI paliMoOHANIbHON OpraHU3aluy JOKYMEHTO000poTa

30. OcHOBHBIE 3Tanbl ABMKECHUS TIOCTYAIOIIUX JOKYMEHTOB

31. OcHOBHBIE ATanbl ABMKEHUS OTIPABISEMBIX TOKYMEHTOB

32. ®opMBI 1 METOIbl COBEPILICHCTBOBAHMSI JOKYMEHTOO00pOTA

33. Ha3HaueHue ¥ 11eNu perucTpanuy JOKyMEHTOB, IPUHLIUIIBI pErUCTpalvu

34. CrpykTypa pETMCTPAallMOHHOIO HOMEpA IOCTYMAIOIIMUX, OTIPABISIEMBIX M BHYTPEHHHUX
JIOKYMEHTOB

35. OCHOBHBIE PEKBH3UTHI PETUCTPALIMOHHBIX (popMm

36. OcoOEHHOCTH perucTpaly OTAECIbHBIX BUAOB JOKYMEHTOB (IIPHKa3, AE0BOE MUCHMO)

37. Opranu3alOHHbIE OCHOBBI KOHTPOJIS HCIIOJTHEHUS JOKYMEHTOB (IOPYUYEHUN)

38. TexHONOTUS KOHTPOJISI UCIIOTHEHUS TOKYMEHTOB (TIOpyUYeHUH)

39. CpokH UCHOJHEHUS TOKYMEHTOB, BUbI CPOKOB, MOPSIOK NCUUCIEHUSI CPOKOB MCIIOTHEHUS
JIOKYMEHTOB, MOPSI0K MEPEHOCca CPOKa UCTIOTHEHUSI TOKYMEHTa

40. OcHOBHBIE 3TaNbl KOHTPOJIS UCTIOTHEHUS IOKYMEHTOB (TIOpy4eHHiT)

41. Opranuzanus paboThl UCITOTHUTEIS ¢ JOKyMEHTAMU

42. HopMaTHBHBIE OCHOBBI U OOIIME MPUHIIMITBI OPraHU3aLUU paboThl C 0OpAILIEHUAMU TPaKIaH
43. Bunel obpaiieHuii rpaxiad, 0cCOOEHHOCTH pacCMOTpeHHUsI oOparieHuii rpaxaan PO
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44. TloHsTHEe LEHHOCTH JOKYMEHTa, KPUTEPUHM LEHHOCTH JOKYMEHTOB, CPOKHU XpaHEHHUs
JIOKYMEHTOB

45. Opranu3zanys 1 NOpsI0K IPOBEIEHUS SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB OpraHa BjIacTu

46. Cpoku XpaHEHMsI JOKYMEHTOB, KATETOPUU JOKYMEHTOB, BBIIEISIEMbIX IO CPOKAM XpaHEHMUSI,
CPOKH XpaHEHUS JIEKTPOHHBIX /1€

47. Ilepeynu TOKyMEHTOB CO CPOKaMH XPAHEHHUs, UX IPUMEHEHUE B JIEJIONPOU3BOICTBE

48. Homenkiatypa el oOpraHa BJIAacTH, (YHKIMM HOMEHKJIATypbl JeJl, IPUHIUIBI €€
IIOCTPOEHUS

49. dopma HOMEHKJIATYPBI J1€]1, OCHOBHBIE 3Tallbl €€ Pa3pab0TKU HOMEHKJIATYPbI 1€

50. IIpaBuna cocTaBiieHUs 3aTOJI0BKOB JI€]1 HOMEHKJIATYPBI 1€

51. CornacoBaHue U yTBEpXkIE€HUE HOMEHKIIATYPHI JIeJl, CPOK JEHCTBUS HOMEHKIATYpHI Aei, e
BEJICHUE U KOPPEKTUPOBKA

52. ®opmupoBaHue e B JAEIONPOU3BOACTBE, OCOOCHHOCTH (POPMHUPOBAHUS B J€ja OTIEIbHBIX
KaTeropHil TOKYMEHTOB

53. Bunpl onuceii fei1, OCHOBHbIE IPUHIUIIBI U OPSAA0K COCTaBICHUS ONUCEN aen

54. JluyHoe Aeno rocyJapCTBEHHOTO TI'PakKJAHCKOIO CIIy)Kalllero, COCTaB JOKYMEHTOB JI€ja,
0COOEHHOCTH €ro (HOPMHUPOBAHKS

55. Opranuzanus paboThl 10 YHUUYTOKEHHUIO TOKYMEHTOB C UCTEKIIMMU CPOKAMU XPaHEHUs

56. OdopmiieHue Jies1 Ipy UX nepeade Ha apXUBHOE XpaHEHHE

57. Tlonstue «uHPOPMAITMOHHAS CHCTEMA JIEKTPOHHOTO JTOKyMeHToobopoTay (CO/1), pyHkumu
coa

58. HopmaruBHble  TpeOoBaHMS K  MH(POPMAIMOHHBIM  CHUCTEMaM  3JIEKTPOHHOTO
JIOKYMEHTO000poTa

59. lloHATHE «3JIEKTPOHHBIA JOKYMEHT», OCHOBHbBIE IPHUHLMIIBI OpraHu3allMd paboThl C
3JIEKTPOHHBIMU JIOKyMEHTaMH B 1€JI0IPOU3BO/ICTBE

60. Ha3znaueHue cHCTEMBbI MEXBEJOMCTBEHHOTO 3JIEKTPOHHOTO JOKyMeHTooOopota (M3]10),
cTpykrtypa M3J10

10. CAMOCTOSATEJIBHASA PABOTA OBYYAIOIIINXCA

®opma 00ydyeHHs1 OYHAas

HanmMenoBanue pa3aenoB u Tem Bun camocrosTenbHOM paboThI O0Bvem dopMa KOHTPOJIS
(mpopabotka yueOHOTO MaTepuana, | Byacax | (TIpoOBepKa pelieHHs
pemeHue 3aaad, pedepar, 10KIal, 3a1a4, pedepara u
KOHTpOJbHAsA paboTa, MOATOTOBKA K ap.)

cliaye 3ayera, YK3aMeHa u JIp.)

Pasnen 1. TepmunoJiorusi, uctopusi 1 Hopmatusnas 6a3za J10Y

1. CoBpeMeHHas 3aKOHOJAaTeNbHAS U TECTHPOBaHUE 4 IpoBepKa TecTa
HOPMAaTHBHO-METOANYECKAs 6aza
JeII0NPOU3BOJICTBA
2. CraHoByieHuE " pasButue | mpopaboTka yueOHOTO MaTepraia 4 YCTHBIN OIpOC
JiesonpousBoictea B Poccun
3. OpraHn3anoHHbIE (dopmbI TECTUPOBAHUE 4 IIPOBEpKa TECTA
JIeJIONPOU3BOACTBA

Pa3gen 2. JlokyMeHTHpOBaHHE YIIPABJEHYECKOH e TeJbHOCTH
4. CrpyxTypa u coJepKaHUE TECTHUPOBaHUE 4 IIPOBEpPKa TeCTa
JIOKyMEHTa, TpeOOBaHHS K 0(OPMIICHHIO
JIOKYMEHTOB
5. CucteMa opraHm3aliOHHO-IPaBOBOM peleHe KelcoB 4 IIPOBEpKA  PELICHUs
JIOKYMEHTAIIH KelcoB
6. Cucrema pacnopsIuTenbHON pelieHe KelcoB 4 IIPOBEPKA TECTA
JIOKyMEHTaIH
7. Cucrtema MHPOPMAIIMOHHO- pelieHne KelcoB 4 IIPOBEpKA  peLIeHUs
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CIIPAaBOYHOM JJOKYMEHTALUU | | | KECcoB

Pa3nen 3. Opranusanusi padoTsl ¢ JOKYMEHTAMH

8. Opranuzanust TOKyMEHTOO0OpOTa U TECTUPOBaHHE 4 IIPOBEpKa TecTa
yIOpaBleHUs JOKyMeHTauuei
9. Cucrematu3anus ¥  XpaHCHHE pelieHe KelcoB 4 MPOBEpKAa  peIIeHUs
JIOKYMEHTOB KelcoB
10. ApxusHoe neno B Poccuun TECTUPOBAHUE 2 MIpOBEpKa TecTa
11. CoBpemeHHble HH(POPMALOHHBIC peleHue KelcoB 2 MPOBEpKAa  peIleHUs
TEXHOJIOTUM B  JIOKYMEHTAllUOHHOM KelcoB
obecreyeHNH yIpaBIeHUS
Konrpons HanucaHue pedepara, MoAroTOBKa - mpoBepka  pedepara,
K c/iade 3adera 3ader
Dopma 00yyeHHs] 0YHO-320YHASA
HanmMenoBaHue pa3aenoB u Tem Bun camocrosTenpHOI paboThI Ob6Bvem dopMa KOHTPOJIS
(mpopabotka yuebHOTO MaTepuana, | BUacax | (TpOBepKa perieHHs

pemeHue 3anad, pedepar, T0KIa,
KOHTpOJIbHAs paboTa, HOATOTOBKA K
cliaye 3a4yera, YK3aMeHa U JIp.)

3amad, pedepara u
ap.)

Paznen 1. TepMuHoJiorusi, MICTOPpUs U HOpMaTUBHas 6a3za IOY

1. CoBpeMeHHas 3aKOHOJATEIbHAs W TECTUPOBAHHE 5 MIpOBEpKa TecTa
HOPMAaTHBHO-METOHIECKas 6aza
JICJIOTIPOU3BOACTBRA
2. CranoBieHue " pasBuTHE | TpopabOTKa yueOHOro MaTepuaa 6 YCTHBIN OIpOC
JiesonpousBoacTa B Poccuu
3. OpraHu3alioHHbIE (bopMBI TECTUPOBAHUE 5 IIPOBEPKA TECTa
JICJIOTIPOU3BOACTBRA
Paznen 2. JIokyMeHTHpPOBaHHUE YIIPABJICHYECKOH JeATeTbHOCTH
4, CrtpykTypa u coepKaHue TECTUPOBaHUE 5 MIpoBEpKa TecTa
JIOKyMEHTa, TpeOOBaHMsI K O(OPMIICHHIO
JIOKYMEHTOB
5. Cuctema opraHm3ariiOHHO-IIPABOBOI perieHne KelHcon 5 MPOBEpKA  pEIICHUS
JIOKyMEHTaINH KeHcoB
6. Cucrema pacnopsauTensHOM pelieHue Kecon 5 [IPOBEpKa TECTA
JIOKyMEHTaINH
7. Cucrema WH(POPMAITHOHHO- pelieHue Kecon 5 [IpOBEpKa  pPELIEHUs
CIPaBOYHOHN JIOKyMEHTALIUH KelcoB
Pasnen 3. Opranusauus padoThbl ¢ JOKYMeHTAMU
8. Opranmzanust TOKyMEHTOOOOpOTa M TECTUPOBaHHE 5 IIpOBEpKa TecTa
yIpaBJIeHUs] JOKyMEHTaIHeH
9. Cucremaruzauuss M  XpaHEHUE pelieHue Kecon 5 [IpOBEpKa  pPELIEHUs
JIOKYMEHTOB KeHcoB
10. ApxusHoe neno B Poccuu TECTUPOBAHUE 4 [IPOBEpKa TECTa
11. CoBpemeHHBIE WH(POPMAIHUOHHBIC pelieHue Kecon 4 [IpOBEpKa  pPELIEHUs
TEXHOJIOTUM B  JIOKYMEHTAllUOHHOM KelcoB
o0ecrieyeHnn yIpaBIeHHs
KonTtpons HamucaHue pedepara, IoAroTOBKa - nmpoBepka  pedepara,
K caaye 3adeTa 3a4er

O} PeKTUBHOCTh JIEKIIMOHHBIX U MNPAKTHUECKUX 3aHATHH 10 Kypcy «OCHOBBI

ACJIONIPOU3BOJACTBA» 3aBUCUT OT Ka4YCCTBa CaMOCTOSITEIBbHOM pa6OTLI CTYACHTOB. HpI/I

MOATOTOBKE K 3aHATUSM CTYICHTY IMOJIE3HO:
- U3yYUTh TEOPETHUUECKUI MaTepHall MO JaHHOU TeMe (KOHCIEKT 3aHATHUs);
- 03HAKOMUTKCS C JTUTEPATYPOU, PEKOMEHJOBAHHOM MPETo1aBaTeseM;

- BBIIIOJIHUTH 33JIaHU, IPEAJIOKEHHBIE MTPENOIABATENIEM K 3aHATHIO;

®dopma A
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00CYIUTh UX C TIpEnoaBaTesieM WIH Ha 3aHSTHH;
- 3AaHIMATHCS CAMOCTOSITEIILHBIM TTOMCKOM JIOMOJIHUTEIBHOM JINTEPATY PhI IO U3Y4aeMOi TeMe.

CamocrosTenbHas paboTa TpHU3BaHA 3aKPENHUTh W AKTHBH3UPOBATH TEOPETUYCCKHE
3HAHUS W TPAKTHYCCKUC HABBIKM, IMOJYUYCHHBIC CTYJACHTAMH Ha JIGKIHUAX W J1abOpaTOPHBIX
3aHATHAX. YacTh BpeMEHH, OTBEICHHOTO Ha CAMOCTOSTEIBHYIO pa0dOTy, JOJDKHA UCIIOIB30BAThCS
Ha TIOJArOTOBKY K ayJWTOPHBIM 3aHSATHSM, Jpyras 4acTb - Ha OCMBICIICHHC PE3yJIbTaTOB
CEMHMHAPCKHX 3aHITHH.

[lpu opraHu3aiuu TMPAKTHYCCKUX 3aHATHH HCIOJB3YIOTCS: pa300op KOHKPETHBIX
cutyanuii (KeWChl), BBIIOJHCHHWE NPAKTUYCCKHX pPa0OT B MAalbIX TpyNIax, TECTUPOBAHHE,
MOJTOTOBKA pedepara.

JUJ1s1 JTydniero yCBOSHHS MOJIOKEHHH JUCIUIUIMHBI CTYACHTBI JOJDKHBI:

- MOCTOSIHHO M CHCTEMAaTHUYECKH C HCIOJb30BAHUEM PEKOMEHOBAHHOW JIMTEPAaTyphl U
AJIEKTPOHHBIX KUCTOYHUKOB HH(POPMAIIUHU 3aKPEILISTh 3HAHUS, ITOJyUYCHHBIC HA JICKIIHSX;

- HAXOJUTh PEIICHHS MPOOJECMHBIX BOMPOCOB, OCTABICHHBIX MTPEOIaBATEIEM B XO/1€ JICKIINH,
CEMHMHAPCKHX 3aHATHIA;

- peryispHO W CBOCBPEMCHHO H3ydyaTh MaTepHaj, BbIIAHHBIA IMperojaBareieM Ha
CaMOCTOSITEIILHYIO ITPOPAOOTKY;

- PETYJISIPHO OTCIICKHUBATH M UCIIOJIH30BATh HHPOPMAIINIO, HAWICHHYIO Ha CIICIIMATH3HPOBAHHBIX
cairax.

CamocTtosiTeltbHas ~ paboTa  CTYJCHTOB CTPOMTCS HA  OCHOBE  HCIIOJB30BAHUS
JTUCTAaHIIMOHHBIX ~ TEXHOJIOTMH OOydYeHHs, TpH KOTOPOM 0OOpa3oBaTelbHBIC PECYpPCHI
paszpabareIBaloTCsT Ha 0a3e MHOXKECTBA PA3HOOOPA3HBIX CPEACTB: IIEYATHBIE MAaTEPHAIIBI,
AJIGKTPOHHBIC JICKIMH, OJJICKTPOHHBIC JKYpPHAIbI, YAAJICHHBIM JIOCTYl K MPOrPaMMHBIM
CpEeIICTBaM.
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11. YHEBHO-METOAUYECKOE U UTH®OOPMALINOHHOE OBECIIEYEHUE
JUCHHUIIVIMHBI
a) CniucoKk peKoMeHyeMOoil JIuTepaTypbl
OCHOBHAasl JINTepaTypa:
1. I'pozoBa, O.C. Jlemonpou3BoACTBO: y4eOHOE mocoOue Il akaJeMHU4YecKoro OakaiaBpuara/
O.C.I'po3zoBa. - Mocksa: UznarensctBo FOpaiit, 2019. - 124 c. - (YuuBepcuretrsl Poccun). -
ISBN  978-5-534-06787-3. -  Tekcr: onekrponnbiii// OBbC  [Opair  [caiit]. -
URL:https://www.biblio-online.ru/bcode/438790
2. Kompmmkuna, T.b. JlemoBble KOMMYHHKAIUH, JOKYMEHTOOOOPOT H JIEJIONMPOU3BOJICTBO:
yuebHoe nocobue i npukiaanoro 6akanaspuara/ T.b.Konsimkuna, U.B.llycruna. - 2-e u3n.,
ucrp. u aoi. - Mocksa: M3natensctBo FOpaiit, 2019. - 163 c. - (bakanasp. [Ipuknagnoi kypc). -
ISBN  978-5-534-07299-0. -  Tekct: onekrponnsiii/ ObC  HOpaiit  [caiT]. -
URL:https://www.biblio-online.ru/bcode/437256
JAONOJIHUTEIbHAS JJUTepaTypa:
I. TOCT P 7.0.97-2016. Hanuonaneusiii ctangapt Poccuiickoit ®enepauuu. Cucrema
CTaHJapTOB MO HHPOpMALMK, OMOIMOTEUHOMY W H3AATENIbcKoMy Jneny. OpraHu3almoHHO-
pacnopsiauTenbHas JoKyMeHTanus. TpeOoBaHus k oopmieHH0 HJoKkyMeHTOB (yTB. [Ipukazom
Poccrarnmapra ot 08.12.2016 Ne 2004-ct) (pen. ot 14.05.2018). - Teker: anexrponusii// CIIC
KouncynbranT Ilntoc. - 2019
2. Ilpuka3z denepanpHoro apxupHoro areHTcTBa OoT 11.04.2018 Ne 44 «OO0 yTBepKaeHUU
NPUMEPHON MHCTPYKIMH TIO JIEJIONPOU3BOJICTBY B FOCYAaPCTBEHHBIX OPraHHU3aAIUsAX». - TeKCT:
anextpouHbIi// CIIC Koncynwsrant [Tmroc. - 2019
3. Kyzueuo, WU.H. JloxymeHntanuonHoe oOecrieueHue ympaBieHUs. JJOKyMEHTOOOOpOT H
JIEJIONPOU3BOJICTBO: YUCOHUK M MPAKTUKYM I MpUKIaaHoro OakamaBpuata/ M.H.Ky3Henos. -
3-e u3n., mepepab. u gom. - MockBa: M3narensctBo FOpaiir, 2019. - 461 c. - (bakanasp.
[Tpuxnanuoit kypc). - ISBN 978-5-534-04275-7. - Texct: anexkrponusiit// ObC KOpaiit [caiiT]. -
URL:https://www.biblio-online.ru/bcode/431759
yueOHO-MeTOoAMYecKas JuTepaTypa:
1. Mopo3oa T.B. Meronndeckue yka3aHus 1O OpraHM3allMd CaMOCTOSTEIbHON paboThI
CTYJEHTOB MO JUCHUIUIMHE «OCHOBBI JIEIONPOU3BOJICTBAY: JJIs CTY/JEHTOB OakaiaBpuara IO
HanpasyeHuto noarotoBku 38.03.04 «I'ocyaapcTBEHHOE U MyHULMIAIBHOE YIIPABICHHUE» BCEX
dopm oOyuenus/ T.B.Mopozosa; Ynl'VY, NUDub, Kad. skoH.aHammsza u TOC.ymnpaBlieHUS. -
VabsaoBek: Ynl'Y, 2019. - 3arn. ¢ skpana; HeonyOnukoBaHHBIN pecypce. - DIEKTPOH.TEKCTOBbIE
JIaH. (1 ¢aiin: 373 KB). - TexkcrT: AIIEKTPOHHBIH. — URL:
http://lib.ulsu.ru/MegaPro/Download/MObject/2325

Cornacosano:
(ﬂ/’rﬁy b(uz 5\4 Sf\vlﬂ‘ﬁ'f et rOA o0 8 '4M H (f‘ﬁﬂ/
JOKHOCTE COTPYAHHKA RayYHOH OHOJIHOTEKH MOATTKCH

0) [IporpammHoe o0ecnieyeHne M CUMILTHHbBI
1. OC Windows
2. Microsoft Office
3. «1C: Ilpenmnpusitie 8». KoMruiekT /11st 00y4eHus B BBICIINX U CPETHUX YUE€OHBIX 3aBEICHUSIX
4. Statistica Academic for Windows
5. Kommurekt I1O «YauBepcam» («®unHaHcoBbIi aHamm3 + OrneHka OusHecay, «IHBeCTHUIIMOHHBIN
ananm3y, «brouxer» 1 «OlieHKa HEIBUKUMOCTI )
6. Auturmiaruar BY3
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[Ipogeccuonanbubie 6a3bl JaHHBIX, HHPOPMAILIHOHHO-CIIPABOYHBIE CHCTEMBI

1. DJAEKTPOHHO-GHOTHOTCHHBIC CHCTEMbI:

1.1. Ingposoit oOpazosatensHbiit pecype [PRsmart : s1ekTpoHHO-0HOTHOTEUHAS CHCTEMA :
caitt / OO0 Komnanus «Ai I[lm Ap Memuan. - Caparos., [2023]. - URL:
http://www.iprbookshop.ru. — Peskum nocTtyna: m1s 3aperueTpup. nojib3osaresie. - TekeT : aiek-
TPOHHBIH.

1.2. O6pazoparensnas naarpopma FOPAIT : o6pasosarensublii pecype, anekTponnas 6u-
smoTeka : caitt / OO0 Dnextponnoe winarenbetBo «HOPAWT». — Mocksa, [2023]. - URL:
https://urait.ru. — Peskum 1ocTyna: A0 3aperncTpup. noiszosaresieil. - TEKCT @ 371eKTPOHHBIH.

1.3. baza nmamubix «Inexrponnas Gubnuortexa texuuueckoro BY3a (OBC «Koucynwbrant
CTY/JEHTa») : 371eKTpPoHHO-Onbnuoreunas cucrema : caiit / OO0 «[lonutexpecype». — Mocksa,
[2023]. — URL: https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexum jocryna: ans 3aperucrpup.
moJib3oBaresneit. — Teker : 3IeKTPOHHMBIIA.

1.4, KoncyabranT Bpaua. DIeKTpoHHas MeauuuHckas oubnuoreka : 0asza JaHHBIX © caift /
000 «Beiciias 1kona opranusaluy M YIpassaeHus 31paBooxpaHenneM-KoMnekeHblit MeinH-
cknit koHcanTHHD». — Mocksa. [2023]. — URL: https://www.rosmedlib.ru. — Pesxxum noctyma: s
3aperucTpup. noJb3opareieii. — TekeT : ek TPOHHBII.

1.5, boaemas MeauunHckas OMOIMOTEKA | AIEKTPOHHO-OHOIMOTEUHAs cHcTeMa : caiiT /
000 «bykamn». — Tomek, [2023]. — URL: https://www.books-up.ru/rw/library/ . — Pexum jpocryna:
JU1s 3aperuCTpup. nojb3oBatesnei. — TeKeT : 3NeKTPOHHBINA.

1.6. ObC Jlanp : anektponno-Onbdnuoreunas cucrema : caiit / OO0 DbC «Jlanb». — Canxr-
[letepOypr. [2023]. — URL: https://e.lanbook.com. — Pexcum gocTyna: st 3aperucTpup. 1M0ab30-
Bareseii. — TekeT : 27eKTPOHHBIIA.

1.7. 9bC Znanium.com : 31eKTpoHHO-OnGanoTeunas cuctema : caitt / OO0 «3nannym». -
Mockga, [2023]. - URL: hitp://znanium.com . — Pexum gocTyna : Ui 3aperucTpHp. nojib3osare-
Jeii. - Teker : 3/eKTpOHHBIII.

2. KoucyapraurIlimoce [Dnextponnsiii pecypce]: cnpaBounas npasosas cuctema. / OO0
«Koneynprant [laroc» - Dnekrpos. aaH. - Mockea : Koncyasrantl Ltoc, [2023].

3. ba3pl JAHHBIX MePHOAHYECKHX N3 1aHMIL:

3.1. eLIBRARY.RU: nayunas s1exrponnas Ouomuorexa : caift / 000 «Hayunast Dnek-
TponHas bubimoreka». — Mocksa, [2023]. — URL: http://elibrary.ru. — Pexxum goctyna : s asro-
pu3. nonw3oBateneil. — Teker : 371eKTPOHHBbII

3.2. Daexrponnas GubGimoteka «Mzparensckoro noma «['peGennmkos» (Grebinnikon) :
snekTpoHnas Oubmmorexka / OO0 W/ «[pebennuxo». — Mockea, [2023]. — URL:
https://id2.action-media.ru/Personal/Products. — Pesxxum 1octyna : 171 aBTOpU3. NOJb30BaTese. —
TexcT : 2eKTpOHHBIA.

4. ®enepaasuan rocyaapersennas nudopmannonnas cncrema «Hannonansnas siex-
TpoHHas 6ubauoTera» : yrekTpornas oubmuorexa : caiit / ®I'BY PI'b. — Mockea, [2023]. — URL:
https://H36.pd. — Pesxum goctyna @ a8 noiab3oBateneil HayyHol OHOIHOTEKH. — TEKCT © JIEKTPOH-
HBIH.

5. Poccuiickoe oOpazosanue : ¢ezepanbubtit nopran / yupeaureab GIAY «DHLTO». —
URL: http://www.edu.ru. — TexkcT : 37¢KTPOHHBII.

6. Daexrpounas oubauoreunas cuerema Yal'V @ moayiae «DnexTponnas OGubianoTekar
ABUC Mera-ITPO / 000 «Jlata Dxcmpecer. — URL: http:/lib.ulsu.rw/MegaPro/Web. — Pexnm 10-
cTyna : /s noib3oparesei Hayanoi onbianorexn. — TekeT @ 21eKTPOHHBbIH.

CoracosaHo: /)
_ Wuwxenep Besivimit / Illypenko 10.B.  / j‘{_@_j | 01.0F. Aod3
t

Jomknoets corpyamuka YHTT BHO noagheh aATa
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12. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE JUCLHUIIJINHBbI

HeoOxonumMoe MaTepuanbHO-TEXHIHYECKOE 00eCTIeUeHUE TUCIIUTUTHHBI TIPE/IIoJaraeT:

- Ham4re OnbImoTeyHoro (GoHma IUTEpaTyphl M0 OCHOBaM JIOKYMEHTAIIMOHHOTO 00eCIeYeHUs
ynpapneHus B cucreme [ MY (yueOHHUKY 1 y4eOHBIC TTOCOOUS, KYpPHAIBI, IEPBOMCTOYHHKH );
- aKTyanu3alui paboueidl mporpaMmbl JUCHUIUIAHBI, BKJIIOYAIONICH OCHOBHBIC MOHSTHUS
TEOPETUYECKOr0  MaTepuaya, MPAKTUYECKUE 3aJlaHus, KOHTPOJBHBIE BOIMPOCHI IS
CaMONPOBEPKH, BOIIPOCHI K 3a4YETy, TECTOBBIC 33/1aHUS;
- HaJM4Me JOCTYITHOTO /ISl CTYJIeHTa Bhixoja B IHTepHeT;
- HAJINYHE CICIUATBHO 000PYI0BAaHHBIX Ay JUTOPUI JIJISI MYJIbTUMETUIHBIX TIPE3CHTAIIHIA;
- TECTOBBIE MAaTEPHUAIIBI IO TEMaM Kypca Ha OyMa)KHOM HOCHUTEIIE;
- KAPTOYKH C CUTYallHOHHBIMH 33JjauaMu (KelcamH).
[Tpu M3yueHUH TUCIUTUIMHBI PEKOMEHTYETCS HCIIOJIb30BATh:
- yueOHbIe HATJISAHbIE TOCOOUS (TaOIUIIBI, CXEMBI, TUArPAMMBI U T.11.);
- KQPTOYKH C Pa3AaTOYHBIM MAaTEPHAIIOM;
- TEXHUYECKUE CPEJICTBA OOYUCHUS;
- KPYTJIbIC CTOJIBI,
- JICTIOBBIE U POJICBBIC UTPHI
- BCTPEYH C COTPYJHHKAMH OPTraHOB TOCYJApPCTBEHHOTO W MYHHUIIUIAIBLHOTO YIPaBICHUS
PETHOHAIBHOTO U (eIepabHOTO YPOBHS;
- JICKITUIO-THAJIOT.

AyIuTOopuHM YKOMIUICGKTOBAHBI —CIEIHATU3UPOBAHHONH MeOelblo, y4eOHOW JTOCKOW.
Aynutopun A TPOBEACHHS JICKIIUH 00OPYIOBaHBI MYJIBTUMEIUWHBIM O000PYIOBAHHUEM JIJIs
npenocraBieHus HHGoOpMammu OoNbIION aynutopuu. [lomemeHus I CaMOCTOSITEIIBHON
paboThl OCHAIEHBl KOMITBIOTEPHOM TEXHHKOM C BO3MOXXHOCTHIO TMOJKIIOUEHUS K CETH
«uTepHeTYy M oOecmeYeHHEeM JO0CTyna K DSJIEKTPOHHOM HWH(GOPMAIMOHHO-00pa30BaTeIbHON
cpene, dIEKTPOHHO-OMOINOTEUHOM crucTeMe.

[Tepeuens 00opymOBaHUs, UCIOIB3YEMOTO B yUeOHOM IPOIIECCE, YKa3aH B CBEICHUAX O
MaTepUaIbHO-TEXHUYECKOM OOECIeUYeHUH U OCHAIIEHHOCTH 00pa30BaTeIbHOro Ipoliecca,
pa3MenieHHbIX Ha oduuuanbHoM caiite Yinl'Y B pasgene «CeneHuss o0 oOpa3oBareinbHON
OpTaHHU3aIII.

13. CHEIMAJIBHBIE YCJIOBUA JJIA OBYYAIOIIIUXCA C OT'PAHUYEHHBIMUA
BO3MOXHOCTAMMU 310POBbSA U UHBAJIN1OB
B cnyyae HeoOXoauUMOCTH, OOydYaroLMMCS M3 4YHClIa JIML C OrPaHUYEHHBIMU

BO3MOXKHOCTSIMU 37I0pOBbsl (10 3asBJICHUIO OOYYaIOLIErocsi) MOTYT IMpeiaraTbCsi OJUH U3
CIIEAYIOUIMX BapUaHTOB BOCHPHUATHS HHGPOPMAMM C YYETOM MX HHAWBUAYAIbHBIX
NCUX0(U3NUECKUX 0OCOOEHHOCTEMH:
- JUIA JIMI C HapylIeHHWEeM 3peHMs: B IeuaTHOM (opme yBeIuMueHHBbIM mpudrom; B (opme
AIIEKTPOHHOIO JIOKyMeHTa; B ¢Gopme ayauodaiina (mepeBoa ydeOHBIX MaTepuaioB B
aynuodopMmat); B mevyaTtHoW ¢opme Ha s3bike bpaiins; MHIMBUIyalbHBIE KOHCYJIBTALUH C
MMPUBJICYCHUEM an)nocypnonepeBoanKa; HHAWBUAYAJIBHBIC 3a/IaHUS U KOHCYJIbTAlluK,

- IS JUI C HapylIeHHWeM cliyxXa: B IeyaTHOM (opme; B (opMe 3IeKTPOHHOTO IOKYMEHTa;
BUJACOMarCprajibl C CY6TI/ITpaMI/I; HHIUBUAYAJIbHBIC KOHCYJbTAllUK C IIPHUBJICYCHHUEM
CYpAOIEPEBOIUNKA; MHANBHTyJIbHbIE 3a/1aHUSI U KOHCYJIbTALIUN;

T

’

" PaspaboTuny b . cr.npenosasatent kagenpsl IAulY Moposzosa T.B.
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'Y IIbSHOBCKHI TOCYIapCTBEHHBIN YHUBEPCUTET

®-Pabouast mporpamMma o JUCIUILIHHE

IMTPUJIOXEHUE 1

i) Mporpassnoe obecneuenme -
s  Dnepansonnan cacTesa Windows;
o [laker cippcnn nporpasas Microsofl Office,

&) [lpodecenonaibibie Gaikl JaHHBIY, HEGOPMATHOHAG-CIPABOYHLIC CHET eV

1. ey ponno-Daliam oTevnLie cHeTesi:

1.1. Undipopol obpasosarensiui pecvpe [IPRsman ;| arextpouno-0niamoTe nan CHCTEME
cafivr [/ OO0 Koummanas «ARR [ Ap Memwas. - Caparos. [2024]. - URL:
hitpwww aprbookshop. r. Pekin J0CTVIE: A0 SAPETHCTPHp. NoabioBatTencd. - Texer !
WICK TR LS.

1.2. Ofpasorarensnas naandopsa OPAHT : ofpasosareasiuil pecype, wiekTpoRmas
fufizmoTesa - cadir / 000D Jnextponnoe wiaarensctso «BOPAHT». = Mocksa, [2024]. - URL:
hitps:wraetru , — Pescan AocTYNE: A0 JApeTHCTPRP, NOAEIOBATEACH, - TERCT | MAeKTpOHHME,

1.5, baza pamuex «Jnextponsas GubGnmoresa Texuwqeckoro BY3a (9bC «Komcyasrant
crysentis) @ amextponno-Gubnnorevnas cucrenma @ cafit [/ 000 ellomatexpecypes, — Mockna,
[2024]. — URL: hups:www studentlibrary. ru'cgi-bin'mbdx. — Pesus 20cTyna: 108 aperucTpup.
mossosaTenell. — Texker | MeKTpormnil.

1.4. 3BC Mane - wesTporno-Guiauoreynas creresa | cafit / OO0 3BC «llapes. — Cankr-
[Terephypr. [2024]). - URL: hitps://elanbook.com. - Pesw pocTyna: and saperwcTpap.
novisomaTened. = Texet | MeRTpoEHLI.

1.5. 36C Ananium.com : anexTpomRo-GuianoTeumnas cuetema : caiit [ OO0 «3rarmyn. -
Mocksa., [2024). - URL: hupy/znaniumcom . — PekeM J0CTYIA @ A0 SaperscTpHp.
noRsoBaTEACH. - TexcT | WICKTPOHALIH.

2. KomeyawramrlLasee |Dnextponniit pecvpe]: coparounas mpasonad cucresa. [ OO0
v Koncyastant [Lnocs - Dnextpos. gan. - Mockea : KoscyastantlTmoc, |2024).

3. eLIBRARY.RU: payunan snexvponnas OwOamworexa @ cafiv /| 000 «Haywnas
Tnextpontan butaworexas. - Mocksa. [2024]. - URL: hup:felibrary.ru. ~ Pesoan apctyna : qas
mRTOpI. noakiIoaTenei. - Teker | aekTpotmLi

4. hescpaasnan  rocylapcreennas  mudgopmaunonnas  cucrema  «Hanmonaanmnan
siekTponnan Gubanovexas : anexTponnas Gubanorexa - calit | @I'BY PI'b. - Mockna. [2024). -
LRL: httpss/usbpd. — Pekis J0cTyNa @ 108 Doabsosarencl wayanol Gwlnporeks. — Teger :
WK TR

5. Pocemiickoe ofipatonanne © descpuannmil nopran |/ yupeantens DEAY «@HITO:. -
LIRL: hpewww. edu m, — TekeT & anekTpoRRERN,

b, MaexTponyan Gubamoreunan encresa Yal'¥ o woovns «oextponnas GubanoTeras
ABHC Mera-1TPO / 000 «/lata Ixcopeccs. — URL: hetp:/lib.ulsuru™MegalProWeb. — Peaon
AGCTYNA - Alg AoaslosaTe el Hayuro DubnnoTers, — TERCT | WIEKTPOHHLIN

Huwernep seayiummi [ P Lvpengs KB,
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2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII

VYyebnas aucrumuirHa «OCHOBBI Aenonpon3BoacTBay (I1K-6) BXoguT B OJIOK TUCIUIUINH,
(dopMHpYEeMBIX yYaCTHHKAMH OOpa30OBaTEIbHBIX OTHOIICHHUW, SABISETCA AUCHUIUIMHONW TIO0
BeIOOpy OOII OakamaBpuata ®I'OC BO no nampasiaenuto 38.03.04 «['ocymapcTBeHHOE U
MYHMIMIIAJIBHOE YIIPABICHUE» U HAXOAWUTCA B JIOTUYECKOW M COJEP)KaTEIbHO-METOINYECKON
CBSI3U C TAKUMU JUCIUIUIMHAMU KaK « AHAJIU3 YIIPaBICHUYECKOU aesTenbHOCTH U ayauT» (I1K-6),
«CoBpeMeHHBIE (PMHAHCOBBIE WHCTPYMEHTHI COLMAIBHOTO mpeanpuHumarenserBay (I11K-6),
«OcHoBBI poccuiickoro napiaameHTapusmay (I1K-6).

JUJ1sl Ka4eCTBEHHOTO OCBOCHUS AUCIUILIMHBI 00YYarOIIUICS JOIDKEH:
3HATH:

- OCHOBBI YIIpaBJICHHUS;

- CUCTEMY IMPABOBBIX PETYISATOPOB;

- 3HaueHWe HMHPOPMALUU B COBPEMEHHOM HWH(GOpPMAIIMOHHOM OOIIECTBE B IEJIOM H B
npodeccuoHaNbHON e TEIIbHOCTH;

- 3aKoHOJ1aTeNbeTBO P®D, perinamMeHTHpyroliee KOMIIETEHIIUI0 OPraHOB T'OCYJapCTBEHHOM BIIACTH
¥ MECTHOTO CaMOYTIPaBJICHUS U BUABI JOKYMEHTOB, BOSHUKAIOUINX B Pe3y/IbTaTe pealu3alui UX
IMOJTHOMOYHIA;

- MpaBOBble TPeOOBaHUs YCTAHOBIEHHUS U COONIOJCHHS pPEXKUMa OTpaHHUYEHUs JOCTyma K
uH(pOopMaLi, B TOM YHUCJIE TOCYAApPCTBEHHOM U MHBIX OXPAHAEMbIX 3aKOHOM BUJIOB TaliH.

YMETh:

- paboTaTh B TEKCTOBOM PEJAKTOPE;

- paboTaTh B JIOKAIbHBIX U TTI00ATBHBIX CETAX;

- OpraHU30BBIBATH U MOJICPKUBATH (HYHKIIMOHUPOBAHNE HH(GOPMAIIMOHHO-TOKYMEHTAIIMOHHBIX
cucteM,  00eCHeuMBaIONIMX  COOJIOJCGHHWE  PEKUMOB  OrpaHMYEHUS  JOCTynma K
JTIOKYMEHTHPOBAHHON HH(POpMAIIHH;

- aHAIM3UPOBATh U YHU(DUIUPOBATH OPHUIHATEHBIE TEKCTHI;

- WCIIOJIB30BaTh 3aKOHOAATENbHbIE aKkThl Poccuiickoi dPenepanny, HOPMATUBHBIEC IIPABOBHIE
aKThl ¥ HOPMATHBHO-METOJWYECKHE JOKYMEHTHl (heepaabHbIX OPraHOB HCIOIHUTEIHHON
BJIACTH IIPH COCTABJIEHUU U O(POPMIIEHUH YIIPABICHYECKUX IOKYMEHTOB.

BIIAJIETh:

- o(UIHAIBHBIM CTUJIEM TUCBMEHHOMW peuu;

- TEXHOJIOTHEH Mmoucka u 06paboTku Tpedyemoil nHpopMmaruy;

- HaBBbIKAMHU JOKYMEHTHPOBAHMs YIPABICHYECKOM JIE€ATENbHOCTH C  MCIOJIb30BAaHUEM
COBPEMEHHBIX TEXHUYECKUX CPENICTB;

- HaBBIKAMU MTMCbMEHHBIX KOMMYHUKAIIHI;

- HaBbIKaMU Pa0OTHI C MPABOBBIMU aKTaMHU.

«OCHOBBI J€NONPON3BOACTBA» SIBISIETCA JAUCUUIIMHON, MPEAIIeCTBYIONIEH A1 TaKuX
mucrumine - kak:  «[Ipegmunnomuas  mpaktukay — ([IK-6),  «3ammurta  BBITYCKHOU
KBaJIM(UKAIIMOHHOM paboThl, BKIIOYas MOJATOTOBKY K MpPOLEAYpe 3aIllMThl M MPOLEenypy
samute (I1K-6).
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