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I. Hesu v 3agaun AUCUMILUIMHBI (MOXYJISA)

Iesu: OCHOBHOI LENBIO AUCHHUILIMHBI «J{OKyMEHTAIMOHHOE OOecredeHne AeITeIbHOCTH
OpPraHOB BIIACTH» SBISETCS pa3BUTHE CUCTEMbl 3HAHWH, YMEHMH W HAaBBIKOB CTYJCHTOB
OakajaBpuaTa IO BCEM acCHEKTaM JOKYMEHTALMOHHOH JAEATEIbHOCTH TOCYIapCTBEHHBIX |
MYHUIUNATBHBIX ~ OPraHOB € y4eToM TpeOOBaHMNH HOPMATUBHBIX JOKYMEHTOB H C
UCTIOJIF30BAHUEM COBPEMEHHBIX TEXHOJIOTHUI pabOThI C JOKYMEHTAMH.

3agauu TUCIUIUINHBL:

e cdopMHupOBaTH MPEACTABICHHE O IOKYMEHTAIMOHHOM OOECIIEYEHUH EATeIEHOCTH
OPraHoOB BJIACTH, €T0 MPABOBBIX OCHOBAX;

®  C03/1aTh OCHOBY JJsi (OPMHUPOBAHUS HABBIKOB JIEIOBOM KOMMYHHMKAIIMM B YCTHOM U
NUCbMEHHOMN (hopmax;

e cmocoOcTBOBaTh  (OPMUPOBAHMIO  HABBHIKOB  BEJCHUS  JEJONPOM3BOJACTBA  C
HCTIOJIB30BAHUEM JICKTPOHHOTO IOKYMEHTOO00POTa;

® [IPUBHUTH HABBIKM HCIOJb30BAHUS BHYTPUBEIOMCTBEHHOTO U MEXKBEIOMCTBEHHOI'O
AIIEKTPOHHOT'0 IOKYMEHTO000pOTA .

II.Mecto nucuunimmnabl B crpykrype OIIOII BO

Kypc B1.B.03 «J/lokyMeHTaIllMOHHOE OOECTeueHNe eATEeIbHOCTH OPraHOB BIACTH
BKIIOYEH B  (QeaepanbHbIi  TOCYAapCTBEHHBIM  0Opa3oBaTeIbHBI  CTaHAAPT  BBICIIETO
oOpa3oBanus o HampasieHuio noarotoBku 38.03.04 ['ocynapcTBeHHOE M MYHHUIIMIAIBHOE
ynpasieHue (ypoBeHb OakamaBpuara), mnpoduiab «['OCymapCcTBEHHOE U MYHHIIUIIAIBLHOE
yIpaBJIeHUE» B 00513aTebHOM YacTH Y4eOHOTO TIaHa.

[IpenmectByronme TMCIUILIMHBI, HA KOTOPBIE JaHHAs auciuIuinHa onupaercs: b1.0.16
CoBpemMenHble WH(GOPMAIIMOHHO-KOMMYHUKALIMOHHbIE TeXHOJOrMu B ympasienuu, b1.0.19
OCHOBBI TOCYTAPCTBEHHOT'O U MYHUIIUTIATBHOTO YIIPABICHUS

[Tocnenyromue TUCUUTUIMHBL, TSI KOTOPBIX OCBOGHUE JAHHOW JAWCIUILIMHBI HEOOXOAUMO:
b1.B.25 JlenoBeie KOMMYHUKAlMM B TOCYJIApPCTBEHHOM W MYHHUIMNAJIBHOM YIPABJICHUU,
Bb1.0.10 T'ocynapcTBeHHass 1 MyHUIMNaidbHas ciayxk6a; b1.B.07 DTtuka rocyaapcTBeHHOU H
MYHULIUIIAJIBHOU CITYKOBI.

III.TpedoBanus K pe3yjibTaTaM OCBOCHUS AUCHHMIIIMHBI

[Ipouiecc ocBOeHMS TUCHUIUIMHBI HAIllpaBiieH Ha (OPMHUpPOBAHHUE IEMEHTOB CIEAYIOLIUX
komrereHuit B coorBerctBum ¢ GI'OC BO u OIl BO no nanHoMy HanpaBlieHUIO TOATOTOBKHU:

[TK-6 - CnocobGeH mpuMeHsATh TEXHOJIOTHH M CPEICTBa o0ecredeHus: nHPOpMaInoHHON
0€30MaCHOCTH, TEXHOJIOTHH AJIEKTPOHHOTO JOKYMEHTO000pOTa

I[IK- 13 CnocobeH OCymecTBIATh TEXHOJOTHYECKOEe O00ecleueHne CiyKeOHOM
NESTEIIbHOCTH CIIEIUANKMCTOB (110 KATeTOpUsM U TPYIIaM JODKHOCTEH TOCyIapCTBEHHOU
TPaKIAaHCKOU CITY>KObI 1 MYHUITUTIATBHOU CITY)KOBI)

I[IK-14 - CmoocobeH BecTH  JIJONMPOU3BOJICTBO,  HCIIOJIB30BATH  MEXaHU3MBI
BHYTPUBEJIOMCTBEHHOT'O U MEKBEJIOMCTBEHHOT'O AJIEKTPOHHOTO JOKYMEHTO000pOoTa

Ilepedyenb MiIaHMPYyeMBbIX Pe3yJIbTATOB 00y4YeHHs MO0 JUCHHUILINHE (MOAYJIIO),
COOTHECEHHBIX C HHANKATOPAMM JOCTHKEHUS] KOMIeTeH Mt

Komnerenuus HNuaukaropsl Pe3yabTarnl 00yyeHus
KOMIIeTeHIM I
IIK-6 - Cnocoben | MK mikes.2 3HaTh: TEXHOJIOTHUHU CPEJCTBA
MPUMEHATh TEXHOJOIMU U | Brageer ocHoBamMu obecniedeHus: HHHOPMATMOHHON
CpeacTBa o0ecredyeHust | 3JIEKTPOHHOTO 0€30MaCHOCTH U TEXHOJIOTUU




nH()OPMAITMOHHOM JTIOKYMEHTOO00pOTa 3JIEKTPOHHOTO IOKYMEHTO000POTa;
0€30MacHOCTH, TEXHOJIOTUU YMeTb: TEXHOJIOTUH 3JIEKTPOHHOTO
3JIEKTPOHHOTO JOKYMEHTOO0OpOTa B OpraHax
JOKYMEHTO0000poTa roCyAapCTBEHHOM U MYHULIMIIAJIBHON
BJIACTH
BnageTts: ocHOBaMU 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa
ITK- 13 Cnocoben | UK k133 3HaTh: OCHOBBI TEXHOJOTHYECKOTO
OCYIIECTBIISATH Cobmonaer oOecrniedyeHuss aJMUHHUCTPATUBHBIX
TEXHOJIOTHYECKOE aJIMUHUCTPATUBHbIE pEriaMeHTOB OPTraHoOB
o0ecrieueHre  CIy>KeOHOMW | perjJaMeHThl OPraHOB | TOCYAapCTBEHHOM BIIACTH;
JEeATEeIIbHOCTH roCyJapCTBEHHOMN YMmeTb: pa3pabaTeiBaTh U
CIIEIIMATUCTOB (mo | Bmactu Poccuiickoit peaM30BbIBATH MEPHI IO COKPAIICHUIO
KareropusiMm u  rpynnam | @exepanuu, OpraHoB o0BemMa TOKyMEHTO000poTa B
JOJKHOCTEN roCy/1apCTBEHHOM roCy/1apCTBEHHBIX ¥ MYHHUIIUIATIbHBIX
rocyJapCTBEHHOM BJIACTU CYOBEKTOB opraHax;
rpakIaHCKol ciyxO0bl U | Poccuiickoii Bnaners: HaBBIKaMU BEICHUSA

MYHUIUIATBHON CITYKObI)

®denepaunu, OpraHoB
MECTHOTO

JICJIOTIPOU3BOICTBA C UCIIOIB30BAHUEM
AJIEKTPOHHOTO IOKYMEHTO000POTa;

caMmoyIpaBlICHHS,

rOCy/IapCTBEHHBIX U

MYHHIIUITATEHBIX

MPEANPUATHI U

YUpEKACHUN
[IK-14 - Cnoco6en Bectu | UK niki4.2 3HaTh: OCHOBHBIE TPUHIIUIIBI
JEJI0NPOU3BOJICTBO, OcymecTBisieT OpTaHU3alLMH JEATEITLHOCTH CITY>KOBI
UCIIOJIb30BAaTh MEXaHM3MbI | JOKYMEHTAllMOHHOE U | IOKYMEHTallMOHHOTO 00ecIeYeH s B
BHYTPUBEJOMCTBEHHOTO U | OpraHU3alMOHHO- rOCYJapCTBEHHBIX U MYHHIIMIIAIbHBIX
MEXBEIOMCTBEHHOTO TEXHUUYECKOE Oprasax;
JIEKTPOHHOI'O o0ecrieueHne VYMmeTb: oprann3oBath 3 (HEKTUBHYIO
JIOKYMEHTO000poTa COBEILIaHUH, 3acCelaHuil | JeATENbHOCTD CITYKOBbI

AOKYMCHTAIIMOHHOTO obecrieyeHus B
rOCyJapCTBEHHBIX U MyHHIIUITATbHBIX
OpraHax;

BuageTs: HaBBIKaMH UCIIOJIB30BAHUS
BHYTPUBCIOMCTBCHHOTO U
MEKBEIOMCTBEHHOT'O AJICKTPOHHOTO
JOKYMEHT0000poTa




IV.Conep:kanue u CTPYKTYpa AMCUUNIMHBI

TpynoeMKOCTh M CHUIUIMHBI COCTABJSAET 2 3a4eTHbIE eJUHMIbI, 72 YacoB.
N3 Hux peajm3yeTcs ¢ MCNOJb30BAHUEM IJIEKTPOHHOTO 00y4eHNs H TUCTAHIIMOHHBIX 00Pa30BaTeJIbHbIX TEXHOJIOTHIl 7 4acoB
®opMa NPOMEKYTOUYHON aTTECTANUM: 3a4eT

4.1 ConeprxaHue TUCIHUILTUHBI, CTPYKTYPUPOBAHHOE 110 TEMaM, C yKa3aHHUEM BUIOB YU€OHBIX 3aHATHN U OTBEJCHHOTO HA HUX KOJMYECTBA
aKaJIeMUYECKUX 4acOB

OuyHoe 00yueHue

Bunsr yaeOHOM paboThI, BKIIIOYAsi CAMOCTOSITEILHYIO o
OpPMBI TEKYIIIETO
£ pabory 00y4aromuxcs U TpYJA0EMKOCTS (B Yacax) p Y
3 KOHTPOJIS
o KonrakTHas paboTa npenonasarens | o P .
5 N — = s YCIIEBAEMOCTH;
Ne i/ Pasnen nucMIuInHbl/ TEMBI @) yaaiom e o ®dopma
Cemunapcku o Q .
Komcvmyramt | 2 5 & MIPOMEXKYTOUHOM
e
Jlexuun yIbpTall s £ aTTecTaluy
(mpakTHueck 51 O a
(no cemecmpam)
Y€ 3aHATHUS)
Paznen 1. JlokymeHTannmoHHoe obecrieueHue
YIPaBJICHUS B TOCYIAPCTBEHHBIX U MYHULIMTIATBHBIX 16 16
opraHax
Pe3ynbTaTh!
Temal. Poimp ©u  MeCTo  JIOKYMEHTAIIMOHHOIO
YCTHBIX OIIPOCOB U
1. obOecrieueHruss B paboTe  TrOCYJAapCTBEHHBIX W | 5 2 2 2
BBITIOJTHEHUSI
MYHHIIMITATEHBIX OPTAaHOB .
3aJlaHuH, JTOKJIaIbI
Tema 2. HopmaTtuBHO-TIpaBOBas 1 MeToAM4YECKas 0asa, Pe3ynbTaTh!
) periiaMeHTHpYIoLIast JIOKyMEHTALMOHHOS | ¢ ) ) ) YCTHBIX OIIPOCOB U
' o0ecrieueHrne TroCYIapCTBEHHBIX M MYHULIMIIAIBHBIX BBITIOJTHEHUSI
OPraHoB 3aJaHuM, TOKJIa b
3 Tema 3. Oprasuzamuss JIeJIONPOU3BOJACTBEHHOU 5 ) ) ) Pe3ynbTaThl
) CIy’)KObl TOCYJAapCTBEHHOTO W  MYHHIIMITAILHOTO YCTHBIX OIIPOCOB U




CeMm

Buzpsl yaeOHOM paboOThI, BKIIOUAsk CAMOCTOSITENILHYIO

@OpMBI TEKYILETO

g a00Ty 00VYaroIuXcs U TPYIOEMKOCTE (B Yacax KOHTPOJIS
No /it Paznen nucuurnHbl/ TeMBbI g P Y OOYT Py, ( ) P )
q KonraktHas paboTa nmpenogaBatens |= = o 4  YCICBACMOCTH,
¢ oOyJaronmMucs ®opma
opraHa BBITIOJIHEHUS
3aJIaHNM, TOKIAJIBI
Pesynpratel
Tema 4. YHupuuupoBanHas cucrema Y
. YCTHBIX OIIPOCOB U
4. OpPraHU3alMOHHO-PACTIOPAIUTEIBHON  JOKYMEHTALMH | 5 2 2 2
BBITTOJIHEHUS
(YCOPL) .
3alaHAM, TOKJIaabl
Pe3ynbTaTh!
5 Tema 5. TpeGoBanuss Kk OnaHKaM JIOKyMEHTOB 5 ) ) ) YCTHBIX OIIPOCOB U
’ rocyAapCTBEHHBIX BBITTOJIHEHUS
3aJaHuM, TOKJIa b
Pe3ynbTaTh!
Tema 6. OcHOBHBIE  JAEIONPOU3BOACTBEHHBIE
YCTHBIX OIIPOCOB U
6. onepanuu. Perucrpauusi JOKyMEHTa M OpraHu3anus | S5 2 2 2
BBITTOJIHECHUS
CIPaBOYHO-MH(POPMAITMOHHOTO OOCITY)KHBAHHSI .
3alaHui, TOKJIaabl
Pe3ynbTaTh!
7 Tema 7. @opmMupoBaHHE U XpaHEHUE JElI B 5 ’ 7 ) YCTHBIX OIIPOCOB U
’ Jenonpoun3BoacTBe. HoMeHknaTypa nei. BBIITOJTHEHUS
3aJaHuM, TOKJIa b
Pe3ynbTaTh!
] Tema 8. Opranuzanus AeTONPOU3BOJICTBA 1O paboTe C 5 ) ) ) YCTHBIX OIIPOCOB U
oOpallleHusIMU Tpa)1aH BBITTOJIHEHUS
3aJaHuM, TOKJIa b
Paznen 2. JlenoBble KOMMYHUKAIUU 2 2 5
Pe3ynbTaTel
9 Tema 9. JlenoBble KOMMYHUKALIUA — CTPYKTYpPa, BUbI, 5 ) ) 5 YCTHBIX OIIPOCOB U
bopmbl BBITIOJTHEHUS
3aJIaHNM, TOKIaJIBI
Hroro yacos 18 18 23 3auver




O4HO-3209HOE OOyUCHHE

Bunpr yueGHO# paOoThI, BKIIFOYAsi CAMOCTOSATEIBHYIO

DopMBI TEKYIIETO

§ paboTy 00yJarommxcs ¥ TPYTOEMKOCTH (B 4acax) KOHTpOI
2} KonrakTHas paboTa npenonasarens | o .
5 N — = = YCIIEBAEMOCTH;
Ne i/ Pasnen nucMIuIinHbl/ TEMBI @) yaaiom e o ®dopma
CemuHapcku o Q N
Komovmpramt | 2 5 & MIPOMEXKYTOUHOMN
e
Jlexuun YJbTall 8 £ aTTecTaluy
(mpakTuyeck u O A4
(no cemecmpam)
Y€ 3aHATHUs)
Paznen 1. JlokymeHTanmmoHHOE obOecrieueHne
YIIPaBJICHUS B TOCYAAPCTBEHHBIX U MYHUIUITIAIbHBIX 16 16
oprasax
Pe3ynbTaTh!
Temal. Pomb W  MeCTO JOKYMEHTAIIMOHHOIO
YCTHBIX OIIPOCOB U
1. obOecrieueHruss B paboTe  TOCYJAapCTBEHHBIX W | 5 2 2 2
BBITIOJTHEHUSI
MYHUIUIATIBHBIX OPTaHOB .
3alaHui, TOKJIaabl
Tema 2. HopmaTtuBHO-IpaBOBas 1 MeToAM4YECKas 0asa, Pe3ynbTaTh!
) periiaMeHTHpYIoLIast JIOKyMEHTALMOHHOS | ¢ ’ ) ) YCTHBIX OIIPOCOB U
' o0ecrieueHrne TrOCYIapCTBEHHBIX M MYHULIMIIAIBHBIX BBITIOJTHEHUSI
OPraHoB 3alaHUM, TOKJIAbl
N Pesynpratel
Tema 3. Opranuzanusg JeONPOU3BOACTBEHHON
YCTHBIX OIIPOCOB U
3. CIIyXOBl TOCYIapCTBEHHOTO W  MYHHUIMITAJIBHOTO | 5 2 2 2
BBITIOJTHEHUSI
oprasa .
3alaHu, TOKJIaabl
Pesynpratel
Tema 4. YHudunupoBaHHas cucrema Y
. YCTHBIX OIIPOCOB U
4. OpPraHU3alMOHHO-PACTIOPAIUTEIBHON  JOKYMEHTALMH | 5 2 2 - 2
BBITIOJTHEHUSI
(YCOPL) .
3alaHuM, TOKJIaabl
Pe3ynbTaTh!
5 Tema 5. TpeOoBanuss Kk OJaHKaM JIOKyMEHTOB 5 ) ) ) YCTHBIX OIIPOCOB U
' roCy/1apCTBEHHBIX BBITIOJTHEHUS
3aJaHuM, TOKJIa b
6. Tema 6. OCHOBHBIE JE€JIOTPOU3BOJICTBEHHBIE | 5 2 2 - 2 PesynbTaTe!




2 | Bugsl yue6HOI pabOTHI, BKIIOYAS CAMOCTOATENRHYI0 | DOPMBI TEKYIIEro
Ne /n Pasie THCIHILTHHbL TeMb © E paboTty 00yJaronuxcst ¥ TPYJAO0EMKOCTh (B Yacax) KOHTPOJIS ‘
q KonraktHas paboTa nmpenogaBatens |= = o 4  YCICBACMOCTH,
¢ oOyJaronmMucs ®opma
omnepauuu. Perucrtpanuss AJOKyMEHTa W OpTraHHU3alus YCTHBIX OIIPOCOB U
CIPaBOYHO-MH(POPMAITTOHHOTO OOCITYKHUBAHHUSI BBITIOJTHEHUSI
3aJaHuM, TOKJIa b
Pe3ynbTaTel
7 Tema 7. ®@opMmMupoBaHME M XpaHEHHE Jel1 B 5 ) ) i ) YCTHBIX OIIPOCOB U
) Jenonpoun3BoacTBe. HoMeHknaTypa nei. BBIITOJTHEHUS
3aJaHuM, TOKJIa b
Pe3ynbTaTel
] Tema 8. Opranuzanusi AeIOMPOU3BOACTBA IO padboTe ¢ 5 ) ) ) YCTHBIX OIIPOCOB U
oOpaleHus MU TpaxaaH BBITIOJIHEHUS
3aJIaHNM, TOKIAJIBI
Paznen 2. JlenoBble KOMMYyHUKaIUU 2 2 5
Pe3ynbTaTel
9 Tema 9. JlenoBble KOMMYHUKALIUA — CTPYKTYpPa, BUbI, 5 ) ) 5 YCTHBIX OIIPOCOB U
bopmbl BBITIOJTHEHUS
3aJIaHNM, TOKIAJIBI
Hroro yacos 18 18 1 23 3auer
4.2 [1lnan BHEayAUTOPHON CaMOCTOSATEIHLHON pabOThl 00YUAIOIIUXCS TI0 TUCIUILTHHE
OuyHoe 00yueHue
CaMocTosiTenpHas paboTa 00yJaronuxcs Y4eOHo-
CemMmecT o . | Cpoxu 3aTpatbl o M%TOI[H%CK%
P a3BaHUE paszena, TEMbI Bun camocrositensHOM BLINONTHEH | BpeMeHs LIEHOYHOE CPEACTBO obecrieueHue
paboThI CaMOCTOSITENIbHO
" (uac.) i paboTHI




CamocrosiTenpHast paboTa 00yJaronuxcs

YyebHO-

METOIUYECKOE
Cemecr .| Cpoku 3arpaTsl
Hazpanue pa3zznena, TeMbl Bun camocrositensHOM OueHo4HOE CpeAcTBO obecrieyeHue
p BBITIOJIHEH | BpPEMEHH
paboThl CaMOCTOSTENIbHO
us (dac.) N
i paboTHI
3akperieHue u OcH.
CUCTEeMAaTU3alus JauTepaTypa:
3HAHUM MO TeMe [1-6].
Pazgen 1. JlokymeHTanmnoHHOE oOecreueHre|3aHsTHsI. Jor.
1 |ynpaBnenus B rOCYJapCTBEHHBIX u|Pabota co cipaBo4YHOM JauTepaTypa:
MYHHUIIUTIAJIBHBIX OpraHax JIUTEPATYPOH, C [3, 7].
WHTEpHET-
HMCTOYHUKAMHU.
Brinosinenue 3aganus.
3aKkperieHue u OcH.
cucTeMaTu3aius auTeparypa:
3HAaHUH 10 TEME [1-6].
Temal. Ponp m MecTO AOKYMEHTAIlMOHHOI'O|3aHSTHS. Komnern 2-it 3amuTa 10KIaaa, Horm.
1 obOecrieueHnss B paboTe TrocyaapcTBeHHBIX H|PaboTta co cnpaBoYHO#M | Hemenu 2 YCTHBIN OMPOC, JuTeparypa:
MYHHULIMITAJIBHBIX OPTaHOB JUTEPATYpPOH, C cemecTpa BBITNIOJTHEHUE 3a/1aHUS (3, 7].
UHTEPHET-
HMCTOYHHKAMH.
BrinonHenue 3amanus.
3akperieHue u OcH.
CUCTEeMAaTH3alus JauTepaTypa:
3HAHUM MO TeMe [1-6].
Tema 2. HopmaTtusHO-nipaBoBas u .
Mmeroandeckas  Oasa erIaMEeHTHU mast SAHATHA. Konen 4-i 3amura qokiiana
1 - P pyIo PaGora co cripaBouHOl | Hemenu 2 o ’
JOKYMEHTAI[MOHHOE obecrieyeHue . YCTHBIH OIIpOC
JUTEPATypOi, C cemecTpa

rocyaapCTBEHHBIX U MYHUIIUITIAJIBHBIX OPraHOB

WHTEPHET-
HCTOUYHUKAMH.
BrinonHenue 3aganus.




CamocrosiTenpHast paboTa 00yJaronuxcs

YyebHO-

METOANYECKOE
Cemecr .| Cpoku 3arpaTsl
Ha3Banue pa3znena, TeMbl Bun camocrositensHOM OueHo4HOE CpeAcTBO obecrieyeHue
p BBIIIOJIHEH | BPEMEHHU
paboThl CaMOCTOSTENIbHO
us (dac.) N
i paboTHI
3akperieHue u OcH.
cucTeMaTu3anus auTeparypa:
3HAHUM MO TeMe [1-6].
Tema 3. Opranuzanus IeI0NpPOU3BOJACTBEHHOM|3aHATHS. Kownern 6-i1 3amura JoKiIaza,
1 CITY>KOBI roCyIapCTBEHHOI'O u|Pabora co cipaBouyHO# | Henenu 2 YCTHBIH OIIPOC,
MYHULUIIAJIBHOTO OpraHa JIUTEpaTypou, ¢ cemecTpa BBIITOJIHECHUE 3aJJaHUS
WHTEpHET-
HMCTOYHHKAMH.
Brinosinenue 3aganus.
3aKkperieHue u OcH.
cucTeMaTu3aius auTeparypa:
3HAaHUH 10 TEME [1-6].
Tema 4. YHaubunupoBanHas cucTeMa|3aHsATUS. Koumnerr 8-i1 ammra 1ok
1 OpraHu3alMOHHO-PACTIOPAIUTEIBHON Pabota co cripaBouHOW | Hemenu 2 CTHEL OLIDOC ’
nokymenTanuu (YCOPJ) JINTEPATYPOH, C ceMmecTpa y p
WHTEpHET-
HMCTOYHHKAMH.
BrinonHenue 3amanus.
3akperieHue u OcH.
cucTeMaTu3anus auTepartypa:
3HAHUM MO TeMe [1-6].
3aHATUS. Korern 10- 3ammra 1oKiIana
Tema 5. TpeboBaHusi Kk OJIaHKaM JTOKYMEHTOB L |honen HTa A A8,
1 PaGora co cripaBouHO# | i HEAEIH 2 YCTHBIU OIPOC,
roCyJapCTBEHHBIX U MYHUIIUIATBHBIX OPTaHOB .
JIUTEpaTypou, ¢ cemecTpa BBIITOJIHEHUE 3aJaHUS

WHTEPHET-
HCTOUYHUKAMH.
BrinonHenue 3aganus.




CamocrosiTenpHast paboTa 00yJaronuxcs

YyebHO-

METOANYECKOE
Cemecr .| Cpoku 3arpaTsl
Hazpanue pa3zznena, TeMbl Bun camocrositensHOM OneHoyHOe CPEesCTBO obecrieyeHue
p BBITIOJIHEH | BpPEMEHH
paboThl CaMOCTOSTENIbHO
us (dac.) N
i paboTHI
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CUCTEeMAaTU3alus JauTepaTypa:
3HAHUM MO TeMe [1-6].
Tema 6. OcHOBHbBIE [A€IONPON3BOACTBEHHbBIE
3aHSITHUS. Kowner 12- 3amura JoKiIaza,
omepanuu.  Peructpanmst ~— AOKyMeHTa U o .
1 PaGora co cripaBouHOI | i HEAETH 2 YCTHBIU OIPOC,
OpraHm3aiusi  CHpaBOYHO-MH(POPMAIIOHHOTO .
JUTEPATypOi, C cemecTpa BBITIOJTHEHHE 3a/1aHUS
00CITyKHUBaHUS
WHTEpHET-
HMCTOYHUKAMHU.
Brinosinenue 3aganus.
3aKkperieHue u OcH.
cucTeMaTu3aius auTeparypa:
3HAaHUH 10 TEME [1-6].
3aHATUSL. Kouwnerr 14-
Tema 7. @opMupOoBaHHE U XpAHECHHE J€1 B N 3amuTa 10KIaaa,
Pabota co cripaBo4HO# | ¥ Hemenn 2 N
nenonpousBoacTBe. HomeHknatypa nein. . YCTHBIHN OIpOC
JIUTEpaTypou, ¢ cemecTpa
UHTEPHET-
HMCTOYHHKAMH.
BrinonHenue 3amanus.
3akperieHue u OcH.
CUCTEeMAaTH3alus JauTepaTypa:
3HAHUM MO TeMe [1-6].
3aHATUS. Korern 16- 3ammra 1oKiIana
Tema 8. Opranuzainusi IeJIONPOU3BOACTBA IO o | w 1 m . a1 A8,
PaGora co cripaBouHO# | i HEAEIH 2 YCTHBIU OIPOC,
pabote ¢ oOpaleHUsIMH I'paXIaH .
JUTEPATypOi, C cemecTpa BBITIOJTHEHHE 3a/1aHUS

WHTEPHET-
HCTOUYHUKAMH.
BrinonHenue 3aganus.

Paznen 2. JlenoBble KOMMYHHKALUU
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Y JUCTAaHITMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH (Yac)
BroakeT BpeMeHN caMOCTOAATEIbHOM PadoThl, MPEeAyCMOTPEHHbIH Yy4eOHbIM IJIAHOM 23
JJIS1 TAHHOM JUCHMILIHHBI (Yac)
OuHo-3204HOE O0yUYCHHE
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METOAMYECKOE
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HazBanue paszznena, TeMbl Bun camocrosTensHO# OneHoyHOoe CPesCTBO obecrieueHue
p BBHITIOJTHEH | BpPEMEHH
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CamocrosiTenpHast paboTa 00yJaronuxcs

YyebHO-
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Cemecr .| Cpoku 3arpaTsl
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4.3 Conepxanue yueOHOro MaTepuaa

4.3.1 IlepeueHb CeMHUHAPCKHUX, MPAKTHUECKUX 3aHATUH U JTaOOPaTOPHBIX paboT

OuyHoe 00yueHue

Ne paznena u temnl | HaumenoBanue cemunapos, | Tpymo Ouenounble  |Dopmupy
JTUCIUTLTAHBI MPAKTUIECKUX U E€MKOC CpencTBa eMbIe
n/m (Momys) 1ab0opaToOpHBIX padboT Th KOMIIETE
(dac.) 130002078
Pa3pean 1.
JoxyMeHTauMOHH
oe o0ecrieyeHue
ynpaBJieHus B
rocy/1apcTBeHHBIX
u
MYHHIMIAJIbHBIX
oprasax
1,2 Ilonsarue 2 Hoxknan, padora | [TK-6
«1EJI0MIPOU3BOJICTBOY, C TepMUHaAMH,
«TOKyMEHTallMOHHOE BEITIOJTHEHUE
oOecrieyeHre yrnpaBaeHHUs» 3aJlaHus:
(AOY). lenonpous3BoACTBO Ucropus
Temal. CymHoOCTh | Kak (pyHKITUS yIIpaBIICHHUS. pa3BUTHS
¥ HOPMATHBHOE Jlenonpou3BOaCTBO KaK JEIOTIPOU3BOJICT
obecrieueHue cucreMa paboThI € Ba B Poccun
JOKYMEHTAIMOHHO | JOKYMEHTaMH.
ro obecrieyeHus B | 3aKOHOTBOpUYECKas,
pabote yIpaBieHYECKas
TOCY/IapCTBEHHBIX | JIEATEIHLHOCTD
Y MYHUIUNATbHBIX | TOCYAapCTBEHHBIX U
OpTraHoOB MYHHIIMITATEHBIX OPTaHOB U
JIEJIONPOU3BOICTBO.
3HaueHue TOKYMEHTOB IS
peanuzanuu
YIIPABJICHUYECKUX PELICHUN.
34 OCHOBHEIE 3aJa4u 2 Hoxkmnan, I1K-14
JEIOTPOU3BOICTBEHHON BEITIOJTHEHUE
Opranuzanus
cinyxObl. WMHCTpykuuu 1o 3aJlaHus:
JIEIONIPOU3BOJICTBE
o JIEJIONIPOU3BOJICTBY [ToaroroBka
HHOM CITYKOBI .
roCy/1apCTBEHHOTO u JOJKHOCTHOM
rOCY/IapCTBEHHOTO
MYHHIIUIIATBHOTO ~ OpTaHa. WHCTPYKIIUU
U MYHULUIIAIBHOTO
oDrana YuudunuupoBanHas paboTHUKa
p ’ CUCTEMAa OpPraHU3alMOHHO- CITY>KOBI
YHudunmupoBaHHas .
pacnopsAUTENbHOM JOKYMEHTAI[MOH
cucrTema
JIOKYMEHTALUH. CocrtaB HOT'O
OpraHU3aMOHHO-
. | TOKYMEHTOB, oOecrieueHns
pacnopsANTENbHOMI
(YHKINOHUPYIOLTHX B
JIOKYMEHTaIu1
(YCOPII) OpraHax TOCyJapCTBEHHOTO
u MYHHIIHITAIEHOTO
yIpaBJICHUSI.
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5,6 biianku 10KyMeHTOB, UX 2 Hoxkmnan, T1IK-13
TpeGoBarus K KIIacCU(pUKALUS, BBIHOJIHE'?HI/IG
IaHKaM TEXHOJIOTHSl y4eTa. 3a/1aHUS:
[1OKYMCHTOB [Mopsimox odopmieHus OcobenHoctu
JIOKYMEHTOB OpraHOB CO37aHus U
roCyJapCTBEHHBIX .
U MYHHIHTATbHBIX TOCY/IapCTBEHHON 1 odopmiteHus
OpTaHOB. MYHUIUIIAJIBbHOMN BIACTH. IIPOEKTOB
JlokyMeHTO000pOT B 3aKOHOAATEIbH
OcHOBHBIE
rOCYIapCTBEHHBIX U bIX aKTOB PO,
JIEJIONPOU3BOJICTBE
e —— MYHUIUTIATBHBIX OpraHax. aKTOB
KoHTpoJib 3a ucrnoaHeHuem [Ipe3unenra,
JIOKYMEHTOB. [IpaBuTenscTBa.
7,8 dopmMUpOBaHKE /1] B 2 Hoxkmnan, I1K-14
rOCYJapCTBEHHBIX U BBITIOJIHCHHE
MYHHIMIIAJIbHBIX OpPraHax. 3a/1aHUS:
Homenkiarypa 3aKOHOAATENBCTBO, AHanu3
nen. OpraHuszanus | perlIaMeHTHPYHOLee OCHOBHBIX
JIEIIONPOU3BOJICTBA | OPTaHU3AINIO PAOOTHI C nosioxxeHuit O3
o pabore C | MUChbMaMH, 3asIBJICHUSIMU U oT 2 mas 2006 T
oOpalieHusIMU xKanoOaMu rpaxiaH. Ne 50-®3 «O
rpakJIaH MopsIAKe
paccMOTpEHMUS
oOpareHuit
rpaxnaad POy
Pasznen 2.
HenoBbie
KOMMYHUKAIMHU
9 | Henoseie Crpykrypa 51 BH/IbI 2 Hoxknan, onpoc | IIK-13
KOMMYHUKAlUM — | JI€JOBBIX KOMMYHUKAIUI
CTPYKTYpa, BUJbI,
dbopmbl
Bcero yacos: 18
OuHOo-3204HOE 00yUeHH e
Ne paznena u temsl | HaumenoBanue cemunapos, | Tpyno Onenounsle  |Dopmupy
JUCLUTUIUHBI MPaKTUYECKUX U €MKOC cpencTaa eMbIe
n/n (Momys) 71a00paTOpHBIX paboOT Thb KOMIIETE
(dac.) HIIUA
Pa3pean 1.
JoxyMeHTauMOHH
oe o0ecrieyeHue
ynpasJjieHHs B
roCyAapcTBEHHBIX
"
MYHHUIUIIAJTbHBIX
opraHax
1,2 | Temal. Cymnocts | [TonsiTue 2 Hoxnan, padora | [IK-6
1 HOPMAaTHUBHOE «J1eTIOTIPOU3BOJICTBOY, C TEpMHUHAMH,
obecrieueHue «TOKYMEHTAIIMOHHOE BBIITOJIHEHHE
JTOKYMEHTAIMOHHO | O0eCTieueHue yIpaBICHUS 3a/1aHUs:
ro ooecneuenus B | (JIOY). JlenonpounsBoncto Ucrtopus
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pabote
roCyJapCTBEHHBIX
Y MYHHIIATIQTBHBIX
OpraHoOB

KaK (QYHKIHS yIpaBlIeHUSI.
Jenonpoun3BoCTBO Kak
cucreMa paboThI €
AOKYMCHTaMMU.
3aKOHOTBOpYECKas,
yIpaBieHUYECKas
JEeSITENIbHOCTD
roCy1apCTBEHHBIX U
MYHUIIMIIAJIBHBIX OPraHOB U

pa3BUTHUSA
JIEJIOMPOU3BOJICT
Ba B Poccun

JIEJI0NPOU3BO/ICTBO.
3HaueHue T0KyMEHTOB Jis
peanuzanuu
YIPaBJICHUYECKUX PEHICHUMN.
34 OcHOBHEBIE 3agaun Hoknan, IIK-14
JEJIONPOU3BOICTBEHHON BBITIOJTHEHUE
Opranuzanus
cmyx0b1. MHCTpyKIMHM 110 3aJlaHus:
JIEJIONPOU3BOJICTBE
o JEJIONPOU3BOJCTBY [ToaroroBka
HHOM CITYKOBbI .
rOCY/IapCTBEHHOTO u JOJHKHOCTHOM
rOCY/IapCTBEHHOTO
MYHULIUIIAJIBHOTO  OpraHa. MHCTPYKLUU
U MYHULUIIAIHHOTO
oDrana YHuduuupoanHas paboTHUKA
p ' CHUCTEMa OpraHU3alMOHHO- CITY>KOBI
YHudunupoBaHHas .
pacnopsANTENbHOMI JOKYMEHTAI[MOH
cucrTema
JIOKYMEHTaIUH. Cocras HOTO
OpraHU3aIMOHHO-
. | TOKyMEHTOB, obecrniedeHus
pactopsANTENbHOMI
(G YHKIIMOHUP YIOIITHX B
JIOKYMEHTaIu1
(YCOPII) OpraHax TOCYJapCTBEHHOTO
u MYHUIIMIIAIEHOTO
yIpaBICHUS.
5,6 biianku 10KyMeHTOB, UX Hoxkmnan, T1K-13
KJIacCU(pUKALIUS BEITIOJTHEHUE
TpeboBanus K (ucar,
TEXHOJIOTHS yUeTa. 3aJlaHus:
OaHKam
[Mopsimox odopmieHus OcobenHoctu
JIOKYMEHTOB
JIOKYMEHTOB OpPTaHOB CO3/1aHus U
rOCy1apCTBEHHBIX .
rOCy/IapCTBEHHOU U odopmiteHus
U MYHUIUTIATHHBIX 9
ODIAHOR MYHULIUIIAJIbHON BIACTH. MIPOEKTOB
p ' JlokyMeHTO000pOT B 3aKOHOAATEIbH
OcHOBHbIE
rOCYIapCTBEHHBIX U bIX aKTOB PO,
JIEIIONPOU3BOJICTBE
MYHHIIMITAILHBIX OpraHaXx. aKTOB
HHBIC OTIepaIUH.
KoHTpoJib 3a ucnoaHeHuem [Ipe3unenra,
JIOKYMEHTOB. [TpaBuTenscTBa.
7,8 dopmMUpOBaHKE /1] B Hoxkmnan, I1K-14
rOCY/IapCTBEHHBIX U BEITIOJTHEHUE
MYHUILIMIIAJIBHBIX OpraHax. 3aJlaHus:
Homenkiarypa 3aKOHOAATENIBCTBO, AHanu3
nen. OpraHuzanus | periiaMeHTHpYloliee OCHOBHBIX
JIEIIONPOU3BOJICTBA | OPTaHU3AINIO PAOOTHI C nosioxxeHuit O3
o pabore C | MMChbMaMH, 3asIBJICHUSIMU U oT 2 mas 2006 T
oOpalieHusIMU xKanoOaMu rpax/iaH. Ne 50-®3 «O
rpaxaaH MOpsAJIKE
paccMOTpeHHS
oOpareHuit

rpaxaad POy
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Pa3znen 2.
HenoBbie

KOMMYHUKaAIUHN

9 | llenoBklie
KOMMYHHKAITUH — —
CTPYKTypa, BHIBI,
dbopmbl

Crpykrypa u

BUIBI 2

JIETTOBBIX KOMMYHHUKAITHHA

Joxian, ompoc

I1K-13

Bcero yacos:
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4.3.2. IlepeueHp T€M (BOIPOCOB), BHIHOCUMBIX Ha CAMOCTOSATEIBHOE U3YUEHHUE B PAMKaX
CaMOCTOATENIFHON pabOTHI CTYIEHTOB

Tema* 3ananue dopmupyemast UK
Nerr/m KOMIIETEHITUS
1 CamocTosTeIpH0e IIK-14 - Cnocoben Bectu | MK miki4.2
OcHoBHas HCTIOJTB30BATH MEXAHHU3MBI | yoyevrenary
auteparypa: [1-6].
JlenoBbie PesymbTaT 10KTaT BHYTPHBEIOMCTBEHHOTO M | OHHOE U
KOMMYHHKAITUH — MESKBEIOMCTBEHHOTO OpTaHHU3aIno
CTPYKTYypa, BUJIBI, HHO-
(bopMsI 3JIEKTPOHHOIO TEXHUYECKOE
JOKYMEHTO00OpoTa oOecrieueHne
COBCIIIaHUI,
3aceqaHui

4.4. Meroauuecke yKa3aHHsI IO OpTaHU3aI[ii CaMOCTOATEILHON PabOThI CTYICHTOB

CamocrosTenpHas paboTa 3aKITF0YaeTCs:
— B IMOATOTOBKC K IMPAKTUYCCKUM 3aHATHUAM IO OCHOBHBIM U JTOIOJHUTCIIbHBIM HCTOYHUKAM
JMTEPATYypbl, U MHTEPHET UCTOUHUKAM,
— B BBIIIOJIHEHUU JOMAIIHUX Ba,Z[aHI/If/’I, KaK HpaBHJIO, 3aKJIHOYAIOIINXCS B BBIINOJIHCHUU

IMPAKTUYCCKOT'O 3aJIaHUAA;

— B CaMOCTOSATCIbHOM H3Y4YCHUU OTHACJIbHBIX TCM WX BOIIPOCOB IIO y‘-Ie6HI/IKaM HIJIN

y4eOHBIM TIOCOOUSM, IT0 HHTEPHET-UCTOYHHUKAM;

— B BBINIOJIHEHUN KOHTPOIBHBIX MEPOIIPHUITUMN TI0 AUCIUTUTHHE;
— B [IOATOTOBKE COOOIIEHNH U TOKIAI0B.

4.5. [IpumepHast TeMaTUKa KypCOBBIX paboT (ITPOECKTOB)

VY4eOHbIM MJIaHOM HE TPETyCMOTPEHO.
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V. YueOHO-MeTOANYecKOe M HH(OPMALMOHHOE 0O0ecredyeHHue TUCIUITHHBI (MO1YJIAA)

a) OCHOBHAs JINTepaTypa:

1. Ao6ynanze, [[. I'. JlokymeHTalmOHHOE 00OECIICUCHHUE YIPABICHUS TIEPCOHAIIOM | YIYECOHUK
U npakTukyMm st By3oB / 1. I'. AGynanze, U. b. Bempsbkkuna, B. M. MacnoBa. — 3-¢
u31., mepepad. u gon. — Mocksa : U3gatensctBo HOpaiit, 2023. — 374 ¢. — (Bwicmee
obOpazoBanme). — ISBN 978-5-534-16669-9. — Tekct : DSIEKTpOHHBIA //
O6pazoBarenpHas miatrpopma FOpait [caiitr]. — URL: https://urait.ru/bcode/531461
(mata obpamenwus: 01.06.2023).

2. Kosanea, H. H. HMudopmanmonHoe obecriedeHEe OpraHOB BJIACTH : yueOHOe mocobue
st By3oB / H. H. KoBaneBa. — 2-e m3a., mepepad. u gorn. — Mocksa : M3naTenbcTBo
FOpaiit, 2023. — 245 c¢. — (Bricmee obpazoBanue). — ISBN 978-5-534-13291-5. —
Texct : snexrtponnslii // OOpa3zoBatenpHas miaardopma IOpaiit [caiitr]. — URL:
https://urait.ru/bcode/518915 (mara obpamenus: 01.06.2023).

3. Kopnees, U. K. JlokymeHTanoHHOE 00€CIeYeHUE YIPABICHUS | YIEOHUK U MPAKTUKYM
1S cpeanero npodeccuonansHoro oopazosanus / M. K. Kopnees, A. B. ITmenko, B. A.
MamrypreB. — 3-e uzn., nepepad. u ngon. — Mocksa : U3narensctBo HOpaiit, 2023. —
438 c¢. — (Ilpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr :
anekTpoHHbI  //  OOpasoBarenbHass 1uatdopma  IOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/523611 (mara obpamenus: 01.06.2023).

4. Kyznenos, U. H. JlokymeHTanmmoHHOE 0OecrieueHHEe yIpaBiIeHUs IEPCOHAIOM : YYEOHHK
u npaktukym s By3oB / M. H. KysnemoB. — 2-e u3a. — Mocksa : M3marenbcTBo
Opaiit, 2023. — 393 ¢. — (Bsicmee obpa3oBanue). — ISBN 978-5-534-14830-5. —
Texcr : anextponnsiii // OOpasoBarenvHas mmiatdgopma FOpait [caiit]. — URL:
https://urait.ru/bcode/511202 (nara obpamenus: 01.06.2023).

5. Kysuenos, U. H. JlokymeHTanimonHoe obecrniedeHue yrpasieHus. JJokymMeHT0000poT 1

JIETIOTIPOM3BOJICTBO : YUCOHUK M MpakTukyM 1ist By3oB / U. H. Ky3nenos. — 4-¢ u3n.,
nepepab. u gon. — Mocksa : UznarensctBo HOpaiit, 2023. — 545 c¢. — (Bsicmiee
obpazoBanme). — ISBN 978-5-534-16003-1. — Tekct : SaeKTpOHHBIA //

OobpazoBarenpHas twiarpopma FOpaiit [caitir]. — URL: https://urait.ru/bcode/523612
(mata obpamenus: 01.06.2023).

0) 10MOJIHUTEJIbHAS JIUTEepaTypa

1. Tomomxkesuu O.A., Xypasnea U.A., [Ipyxunun I'. B., MockButnaa H.B. OcHOBBI
U pOoBHU3AIMH TOCYAAPCTBEHHOTO M MYHHUIIMIAIBHOIO yIpaBieHHUs : ydeOHOe rocoOue ams
By30B / H.B. MockButuna. — Upkyrck : U3natensctBo PMO, 2021. — 163 c. 1 31eKkTpoH. omT.
nuck (CD-ROM), Tupax 6 3k3.

2. Bomexanun,JI.A. Teopus u npakTUKa MaOIUK pUICHIIH3 [DIEKTPOHHBIN pecypc] :
yaeOHnoe nmocobue / JI. A. BeiexaHuH. - DJIEKTPOH. TEKCTOBBIC 1aH. - Mocksa : ®nuHTa, 2014. -
371 c. - Pexxum nocryma: OBC "AiiOykc". - Heorpanuu. mocrym. - ISBN 978-5-9765-0272-7 : b.
.+

3. UerBeptkoB, H.B. CoBpemenHnas mpecc-cinyxba [DnexrpoHHsiii pecypc] / H. B.
UeTBepTKOB. - DNEKTPOH. TEKCTOBbIE naH. - MockBa : Acnekt IIpecc, 2010. - 191 c. - Pexxum
nocryna: ObC "A#bykc". - Heorpanuy. noctym. - ISBN 978-5-7567-0581-2 : b. .+

4. JlenoBble KOMMYHUKAIWH : yueOHUK st OakanaBpoB/ B. I1. PataukoB [ ap.] ; moxg
penakuueit B. I1. PatnukoBa. — Mocksa : U3parensctBo FOpaiit, 2020. — 527 ¢. — (bakanasp.
bazossriit kypc). — ISBN 978-5-9916-3496-0. — Texkcr : anexrponnsiit // DbC FOpait [caiT].
— URL: https://urait.ru/bcode/466777 (nata obpamenus: 22.03.2021).+

5. Cewmxo, 1. A. OcHoBsl nenonpoun3BojacTBa : yueoHoe nocobue / . A. Cemxko, JI. A.
AnryxoBa. — CraBponons : Ct'AY, 2018. — 119 c¢.— Tekcr : snexTpoHHsblit // Jlanp :
3JIeKTpOHHO-OMOmmoTeyHass cucrema. — URL:  https://e.Jlanbook.com/book/141613  (mara
obpamenus: 13.03.2021).+
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6. becmamoBa, FO. M. [lenmoBas »THKa, mOpodecCHOHANIbHAs KyJIbTypa W OTHKET
[Dnexrponnslii pecype] / FO. M. becmanosa. - D1ekTpoH. TeKkcToBbIe AaH. - MockBa : ®JIMHTA,
2016. - Pexxum noctyna: 9bC "UznatensctBa Jlans". - Heorpanuu. noctyn. - ISBN 978-5-9765-
2778-2 : b. u.+

7. JHoponmna, JI. A. OpraHuzaius ¥ TEXHOJIOTHS JOKYMEHTAIIMOHHOTO O0eCreYeHUS
yOpaBieHus . y4eOHHMK u mnpaktukym st By3oB/ JI. A. Jloponuna, B. C. UputukoBa. —
Mocksa : UznatensctBo FOpaiit, 2021. — 233 ¢. — (Bricmee oOpazoBanue). — ISBN 978-5-
534-04568-0. — Tekct : oanektponHsidi // OBC IOpaiit [caiir]. — URL:
https://urait.ru/bcode/468850 (nara obpamenus: 22.03.2021).+

B) 0a3bl TaHHBIX, THHOPMAIIMOHHO-CITPABOYHBIE U TIOMCKOBBIE CHCTEMBI

[lepeuens anexrponsbix pecypcos (ObC) no cocrosuuto Ha 01.01.2023 r.:

OBC «Hammonaneubiii udposoit pecypc DbC «M3narenscTBo Jlanb» (aapec moctyma:
http://e.lanbook.com/): OO0 «U3narennsctBo Jlanby. Kortpakt Ne 274/22 ot 28.10.2022 r. Cpoxk
nevictBust mo 13.11.2023 r. Ilena kontpakta: 600 000 py6. KomnyecTBO mosb30BaTeNei:
KPYTJIOCYTOYHBIN JOCTYIl HEOTPAaHWYECHHOMY YHUCIY IOJb30BaTeNield M3 JII000H TOYKH CeTH
NurtepHer.

OBbC D43 «bubmmorex» (ampec gocryma: https://isu.bibliotech.ru/): OO0 «bubanorex».
000 «Muremnext». Konrpakr 068/22 ot 31.05.2022 1. — 3 Ha3B. Cpok aelCTBUS: OCCCPOUHBIM.
JIunensuonnoe cornamenue Ne 31 or 22.02.2011. KoauuecTBO II0OJIB30BAaTENEH:
KPYTJIOCYTOYHBIN JIOCTYIl HEOTrPaHWYEHHOMY 4YHUCIY IMOJb30BaTeNeld U3 1000 TOYKH CeTH
HuTtepner.

«PykoHnT» (Anpec noctyma: http://rucont.ru/): Konarpakt Ne 286/22 ot 08.11.2022r.; Akt
ot 14.11.2022 1. Cpoxk nefictBus o 13.11.2023 r. llena kouTpakta: 241 311 py6. KonuuectBo
MOJIB30BATENICH: KPYTJIOCYTOYHBIM JOCTYI HEOTPAHUYCHHOMY YHWCIY TOJb30BaTENICH U3 JIFOOOH
TOYKH ceTu VHTepHeT.

OBC «Albykce.py/ibooks.ru» (ampec mocryna: http://ibooks.ru): OOO «Aibykc» KonTpakt
Ne 275/22 ot 08.11.2022 1.; Akt Ne258 ot 14.11.2022 1. Cpoxk aevictBus o 13.11.2023 r. Llena
KOHTpakTa: 265348 py0. KommduectBO  mojb30BaTenel:  KPYIVIOCYTOUHBIM  JOCTYII
HEOrpaHMYEHHOMY YHCIY MOJIb30BaTeNIe! U3 JII000H TOUKHU ceTH MIHTepHeT.

OnekTpoHHO-O0ubMoTeunas cuctema «9bC [Opaiity (ampec moctyma: https://urait.ru):
000 «Onextponnoe um3narenbctBo FOpaiit»y. Kontpakr Ne 250/22 ot 14.09.2022r.; Cpoxk
nevictBust o 17.10. 2023 r. Ilena xoHtpakta: 821 465 py6. KommuecTBo mojb30BaTeleii:
KPYIJIOCYTOYHBIM JOCTYN W3 JII00OW TOUkM ceTd VIHTepHeT, KOJIMYECTBO €IMHOBPEMEHHBIX
JOCTYTOB COrJlacHO, npuioxeHus: Kk KoHTpakTy. DIeKTpoHHbIE BEPCUM MEYaTHBIX M3JaHUM 1O
pa3IUYHbBIM OTpacisaM 3HaHuH, ceiule 10,6 ThIC. Ha3B.

OnektponHas oubmuorexka W] I'pebennnkoB (ampec moctyma: http://grebennikon.ru):
000 «M [ «I'pebennnkoB», OO0 «M1]J] «I'pebeHHnKOB», KOHTpakT Ne 295/22.; Axt ot 02.12.22
r. Cpok neiictBus ¢ 01.01.2023 mo 31.12.2023 r. Ilena kontpakra: 94 759 py6. KonudaectBo
NOJIb30BATENICH: KPYIJIOCYTOUHBIA JIOCTYNl M3 JIOOOH TOYKM ceTh HMHTepHEeT, KOJIUYeCTBO
€MHOBPEMEHHBIX JOCTYNOB corjacHo npuioxeHus k Konrpakrty. XapakrepucTuka: MOJHbIE
TEKCTBl CTaTel W3 )KYPHAJIOB MO MOJINUCKE - 28 Ha3B., albMaHaxoB — 49 Ha3B., BUACOMATEPUATIbI
— 232 Hass.

Hayunas snextponnas 6ubnnorexka «kELIBRARY.RU» (agpec nocryna: http://elibrary.ru
): OO0 «HDOb», Kontpakt Ne 334/22 ot 05.12.2022 r.; Akt ot 19.12.2022 1. Cpok neicTBHs 1O
31.12. 2023 r. Lena xontpaxta: 527 489,00 py6. KonnuecTBo nonbp3oBarteseil HEOrpaHUUEHHOE,
JOCTYN B JIOKAJIbHOW CETH By3a.  XapaKTEpHUCTHKA: MOJHbIE TEKCThl CTAaTed U3 KYpPHAJIOB IO
noAnucke - 49 HauM.; TOCTYI K apXUBaM B T€UCHHUE 9 JIET, CIEAYIOMMX MOCIe OKOHYAHUS CPOKa
00cCIyXKUBaHUS; IOJHBIE TEKCTHI CTaTeH U3 KypHAJIOB CBOOOIHOIO JOCTYTIA.

OKBCOH (ampec moctyma: http://www.vlibrary.ru): Cornamenue Ne 84 DKBCOH or
15.10.2015 o corpyanudectBe B oOmactu pa3BuTus HMHpopManmoHHON cHCTEMBI J0CTymHa K
AIIEKTPOHHBIM KaTayjoram Oubimorek chepsl o0pa3oBaHUS M HAyKH B pPaMKax €AWHOTO
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Wntepuer-pecypca. Hcnonaurens: PenepaibHOE ToCyIapcTBEHHOE OIOKETHOE YUpexKIIeHHUE
«["ocynapcTBeHHas myOnuyuHas HaydyHO-TeXHHUecKas Oubimoreka Poccunm». llena koHTpakTa: Ha
6e3Bo3me31HOM ocHOBe. KonmuecTBo monb3oBareneil: 6e3 orpaHuueHuil, ¢ KOMIBIOTEPOB CETH
UT'Y. Enunas unopManmoHHas cuUcTeMa JOCTYIa K JIEKTPOHHBIM KaTajoraMm OMOINOTESYHON
CHUCTeMBbl O00pa3oBaHMsI W HAyKM B paMkKax enuHoro VIHTepHeT-pecypca Ha OCHOBE
YHUGUIIMPOBAHHOTO KaTaJIoTa OMOIMOTEUHBIX PECYPCOB

lNocynapcTBennast mHpopMaIonHas cucreMa «HannoHanbHas SneKTpoHHAs OMOITMOTEeKaY
(H3B) (Anmpec nmocryna: http://H36.pd): DenepanbHOE TOCYAAPCTBEHHOE OFOIKETHOE
yupexnaenue «Poccuiickass rocynapcTBeHHas OubOnuorteka». [loroBop Ne 101/HDB/0760 ot
14.09.2015 o mpenocrtaBnenuu noctymna kK HamuonanbHOW siexkTpoHHONM Oubamoreke. llena
KOHTpaKkTa: Ha 0e3B0o3Me31HO ocHoBe. KommuecTBO moisib3oBaTeneil: 0e3 orpaHudeHui, c
koMribtoTepoB cetu UI'Y. JlocTym K COBOKYMHOCTH pacnpeaesieHHbIX (POHIOB MOTHOTEKCTOBBIX
AJIEKTPOHHBIX BEPCHUI NE€YaTHBIX, MIEKTPOHHBIX U MYJIbTUMEIUNHBIX pecypcoB HOb, a Takxke k
eIMHOMY CBOJHOMY KaTanory ¢gonma HOb.

CrnpaBouHo-npaBoBas cucrema «Koncynbrant Ilnrocy (agpec moctymna: B TOKanbHOM ceTH
Hb UI'Y): OO0 «Uudopmanmonnsiii [lenrp KOHOHA». JloroBop 0 cCOTpymaHHMYECTBE OT
15.10.2018. Cpoxk neiicTBus — 10 pacTop:keHus: cTopoHaMu. [leHa koHTpakTa: Ha 6€3BO3ME3THOM
ocHoBe. KommyecTBOo monb3oBareneil: 0e3 OrpaHMYCHM. XapakTepucTuka: npaBoBas bJ[ —
3aKoHOAaTeNbCcTBO PD, MexayHapoIHOE TPaBo, IOPUANYECKAs JINTEpaTypa.

Hayunas 6ubmmoreka UpkyTrckoro rocynapcrBenHoro yauBepcuteTa [Odum. cait]. URL:
http://ellib.library.isu.ru (nara o6pamenus: 02.03.2023).

O6pa3zoBatenpHbIi opTan MpKyTcKoro rocymapcTBeHHOro yHuBepcuteTa [Odwur. cait].
URL: http://educa.isu.ru (gara obpamenus: 02.03.2023).

®denepanbHblii  00pa30BaTEeNbHBIA MOPTAT «IJKOHOMHKA. Conuonorus. MeHeIKMEHT»
[O¢wu. caitr]. URL: http://ecsocman.hse.ru (nata oopamenus: 02.03.2023).

Cnpasouno-npaBoBast cucteMa «['’APAHT» (aapec noctyma: B mokansHo# cetu Hb UT'Y):
Horoop Ne B/12 06 wuH(popmanmnoHHO-IpaBOBOM coTpyaHuuectBe Mmexay OOO «l apanT-
CepBuc-Mpkyrck» u @DeaepanbHOe TOCYIApCTBEHHOE OIOKETHOE YIIPABICHHUE BBICIIETO
npodeccuonanbHoro obpasoBanus «VpkyTckuii rocynapcTBeHHbI yHuBepcuter» (PI'BOY
BIIO «UT'Y») ot 16.11.2012; Peructparmumonnsiii auct Ne 38-70035-003593 ot 21.11.2012.
Cpok geiicTBusl — 10 pacTop:keHUs: cropoHamu. lleHa koHTpakTa: Ha Ge3BO3ME3HOI OCHOBE.
KonuyectBo momp3oBateneii: 0e3 orpanwvenuit. [IpaBoBass BJ] — 3akoHomatenbcTBO PO,
MEXyHapOAHOE MPaBo, FOPUIANYECKAs JIUTEPATypa.

buGnuoreunsii  GoHA yKOMIUIEKTOBAH TMEYAaTHBIMU M JJIEKTPOHHBIMH  H3JaHUSMU
OCHOBHOHM Yy4eOHOW JNHTEpaTypbl MO BCeM IOUCHMIUIMHAM, npaktukam, ['MA, yka3aHHbIM B
yaeonoM mmane OITOIT BO 38.03.02 Menemxment. [ToapoOHas nadopmarus mpeacTaBieHa Ha
caiite oubnmotexu UI'Y: http://library.isu.ru/ru/inform_serv/For_teachers/useful inform.html.

[Ipu ucnonp3oBaHUK B 00pa30BATEIHHOM IMPOIECCE TICYATHBIX M3JaHUN OMOJIMOTECYHBIN

¢dona obecrieunBaeT MeYaTHBIMU M3JaHUAMU U3 pacuera He MeHee 0,25 SK3eMIUISIPOB KaXKJOTro
U3 U3JaHUM, YKa3aHHBIX B pa0ouux MporpamMMmax AUCHUIUIMH (MOJIyJei), MPakTUK Ha OJHOTO
o0yyJaromerocsi U3 4ucia JUl, OJHOBPEMEHHO OCBAWBAIOUINX COOTBETCTBYIOIIYIO JAUCHUIUIUHY
(MOJTyJIb ), TPOXOASIINX COOTBETCTBYIONIYIO MPAKTHUKY.

OOyuarommecss U3 yucina wHBamuAoB U Jmi ¢ OB3 obecrnieueHpl medyaTHBIME U (WIIH)
AEKTPOHHBIMU 00pa30BaTeIbHBIMU pecypcaMu B (popmax, aJanTUPOBAHHBIX K OrpaHUYECHUAM
UX 310pPOBBSL.

HNHTEepHET-HCTOYHUKH

1. Caiir T'ocymapctBennoit Jlympr @DepepanpsHoro CoOpanuss PD - [DnexTpoHHBIH
pecypc] Pexxum nocrtyma: http://www.duma.gov.ru/

2. Caiir IlpaButenbctBa Poccuiickoit ®Denepanuu [DnekTpoHHBIM pecypc] Pexum
nocrtyna: http:// pravitelstvo.gov.ru.
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3. Cainr Ilpencenarens IlpaBurensctBa P® [DnektponHsiii pecypc| Pexum nocryna:
http://premier.gov.ru/

4. Cair IIpesunenra  P® [OnekTpoHHBII  pecypc] Pexxum  pmocrymna:
http://www.kremlin.ru/

5. Caiit ®enepanpHoro cobpanus Poccuiickoit denepanmu. [DIeKTpOHHBIH pecypc]
Pexxum noctyma: http://council.gov.ru/

6. Cepep opranoB rocyaapctBeHHoi Bractu Poccuiickoit denepanuu «OdunmanpHas
Poccusy. [DnexTponnsiii pecypc| Pexum nocryna: http:// www.gov.ru.

7. HWudopmanmonnsie pecypcbl Poccum. [OnekTpoHHBId pecypc| Pexum gocryma:
http://www.rir.csti.ru.

8. Komurer no BompocaM MecTHOro camoymnpasieHusi l'ocynapctBeHHON Jlymbl
[DnexTponnsbIit pecypc] Pexxum noctyma: http://www.duma.gov.ru/localcom/

9. MeHeIKMEHT MYHULMNAIBHBIX YyCIyr [DNeKTpoHHBIH pecypc| Pexum nocryna:
http://www.tacis-muse.ru/

10. MectHoe camoympaBieHue [DnekTpoHHbI pecypc] Pexum npocryma: http://vif-
s.narod.ru/msu/msu.html

11. Poccuiickast acconmanus no 6usHec-kommyHHKausM (PABK) [O¢wun. caiir]. URL:
http://www.rabc.org.ru.

VI. MaTepuajibHO-TeXHHYeCKOe o0ecneyeHue TUCHUIINHBI

6.1. YuebHo-nmabopaTopHoe 060pyoBaHHE

664003, Npkyrckas o6macTb, T. UpkyTck, yi. Jlenuna, 3, yueOusiii kopiryc Ne3, ayn . 107
(ataxx 1), 06opymoBaHHAS CHEIUATHU3UPOBAHHON MeOENbl0 (KOMIIBIOTEPHBIE CTOJBI, CTYNbS; a
Tak ke TexHukou: Konuposansuslii anmapat Canon IR-2016)J — 1 mrt, Monutop LCD 19"
Samsung B1930 NW — 1 mr., [Ipuatep HP P1005 — 1 mr., Cucremsnsiii 610k Lenovo — 1 mir.,
npuntep Kyocera P2035d — 1 mr., M®Y MFP M125r — 1 mit., Monutop BenQ 24" Senseye 3 —
1 mt., Cucremusriii 6ok Dexp Atlas H105 — 1 mt., MOV Brother MFC 1912WR — 1 mir.

VYyeOHas ayauTopusi I TPOBENCHUS 3aHATUHN JICKIIMOHHOTO THma aya. 118 ( stax 1,
noMenieHue 66), 3aHATUH CEMMHAPCKOTO THUIA, I KypCOBOIO IIPOEKTUPOBAHMS, MJIs
NPOBEJCHUS TPYNIOBBIX M HWHAWBUIYAJIbHBIX KOHCYJIbTallMd, TEKYLIEro KOHTPOIS U
NpOMEXKYTOUHOW arrectanmuu Ha 70 paboumx wMect (63,3 kB.M), oOOpymoOBaHHas
CIIeNMaIn3UPOBaHHON (y4eOHOM) MeOenbio (CTOJIbI, CKaMbH, MeEJoBas JO0CKa, IEepEeHOCHAas
J0cKa); 00OpymOBaHWEM JJs TPE3eHTAllMd y4eOHOro Marepuala Mo  JIUCHUIUIHHE
«/lokyMeHTalIMOHHOE oOOecrneyeHne NeAaTebHOCTH opraHoB Biactu»: IIpoektop AcerX1240
KOJIOHKH; OkpaH HacTeHHblid Classic 220%220, YHuBepc. NOTOJIOYHOE KpEIUICHHE JUIS
MPOEKTOPOB Acer, HaOOPhI IEMOHCTPAITMOHHOTO 000PYAOBaHUS U y4eOHO-HATIISAIHBIX ITOCOOHH,
o0ecrieynBamIIMe TEMAaTUYECKHE WUIIOCTPAIMK, COOTBETCTBYyMOIME paboueil mporpamme
JTUCIUIUIAHBI «J{0KyMeHTallMOHHOE 0OecreueHe IeATEIbHOCTH OPTaHOB BIACTU Y.

6.2. IIporpammHoOe obecriedeHre

YHuBepcutrer o0ecnedeH HEOOXOIWMBIM KOMILIEKTOM JIMIIEH3MOHHOTO W CBOOOJIHO
pacIpoCTpaHseMOro MPOrPaMMHOTO OOECTICUeHHs, B TOM YHUCIIe OTEYECTBEHHOTO MPOM3BOACTBA
(mompoOHbie cBenmenuss mnpuBenacHsl Ha caire WIY: IIHUT. PEECTP mnporpamMmmuoro
obecnieuenus 2023 — https://isu.ru/ru/employee/license/main/).

B UCH UT'Y umeetcs mporpaMmMHOe 0OeCTrieUeHHE:

1. Adobe Acrobat XI Jluunensuss AE s akaa. opranmzauumii Pycckas Bepcust Multiple
License RU (65195558) Platforms (11447921 T'ocynapctBennbiii koHTpakT Ne 03-019-13,
19.06.2013, 6eccpouHo).
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2. Microsoft® Office Standart 2010. Homep Jlunensun Microsoft 60642086. JIunensus ot
11.07.2012; 6eccpouHo.

3. Kaspersky Free (exeronno obnoBnsemoe I10) YcioBusi HCIONb30BaHMs MO CCHUIKE:
http://www.kaspersky.ru/free-antivirus; 6eccpouHo.

4. 7zip (exeromHo oOHoBiIsiemoe I[10) VYcnoBusi UCMONB30BaHHUA TIO  CCBUIKE:
https://www.7-zip.org/license.txt ; 6eccpouno

5. WinRAR T'ocynapcrBennsiit KoHTpakT Ne 04-175-12 ot 26.11.2012, 6eccpouno.

6. [Iporpamma as cratuctuueckorr oopadotku manabix SPSS Statistics 17.0 (SPSS Base
Statistics; kon-Bo 16; cyOnuneH3noHHbld goroBop Ne2008/12-UT'Y-1 or 11.12.2008 .
6eccpouno; IBM SPSS Custom Tables; kon-Bo 7; numen3nonHsiii moroBop Ne20091028-1 ot
28.10.2009 r.; 6eccpouno; IBM SPSS Custom Tables; kon-Bo 7; cyONUIICH3HOHHBINA TOTOBOP
NoAJI120503-1 ot 03.05.2012 r.; 6eccpouno); IBM SPSS Statistics 22 (IBM SPSS Statistics
Base Campus Edition, IBM SPSS Custom Tables; xon-Bo 15; NIuIleH3MOHHBIA JTOTOBOP
No20161219-2 ot 26.12.2016 1.; GeccpoyHO).

8. «AnTtnmnaruat.BY3», 25 Teic. mpoBepok noroBop Ne5789/347/22 ot 30.12.2022, na 1

TOJI.

9. Acrobat Professional 10.0 WIN AOO License RU (65083701) Cetificate Number:
9435977 Kotuposka Ne 03-165-11 ot 23.11.2011  [lara munensuu 09.12.2011; 6eccpouno

10. CorelDRAW Graphics Suite X7 Education Lic (5-50) CYBJIMILIEH3UMOHHbIN
JOI'OBOP Ne IIIIT/ - JIum. moroop / 326 ot 23 smBaps 2015 r. Corel License number:
081571. JIuuensus ot 30.01.2015; 6eccpouHo.

11. Mozilla Firefox (exxerogno oonoisiemoe I10). YcnoBust mpaBoobnanatens (YcmoBus
UCTIONIb30BaHus 10 cchuike: https://www.mozilla.org/ru/about/legal/terms/firefox), 6eccpouno.

6.3. TexHuueckre 1 3JIEKTPOHHBIE CPECTBA

B xone ydyeOHOTO mporiecca UCHOIB3YETCsl OONBIIIOE KOJIUYECTBO DIICKTPOHHBIX CPENICTB
00ydeHus, TPENOCTaBIsIeMbIX OecrmaTHRIMU oOpa3oBareabHbiMu MOOC-mmatrpopmamu  u
UHTEpHET-cepBUCOM Y outube:

https://youtu.be/uJYqQwrlJieM TexHnonoruu mpoBepkH Ha 3aMMCTBOBaHUS (AHTHILIArHUAT).

https://youtu.be/AerDcg_dGVk LeaderTask ot A mo A

https://youtu.be/3R23aD4e4n(Q OOHOBICHHBIN CEPBUC KHUTOOOECIICUCHHOCTH B
YHuBepcurerckoit oubamoreke OHnaitH

https://youtu.be/ItpssPUESy0 nHTepHeT-cepBUCHI [UIsl TPOJIBUYKEHUS CBOETO KOHTEHTA B
CETH.

http://webinar.ido.tsu.ru/p7e4yuyx35im/ lludposas Tpanchopmaims uccieroBaTeNs.

http://webinar.ido.tsu.ru/pfnm2noptqgc7/ Pabora B Moodle.

http://webinar.ido.tsu.ru/pairf2nuOpya/ Coznaem onnaitH-pecypc.

5 MHCTPYMEHTOB OHJIalH-HccaenoBarens — www.ilovepdf.com/ru (pabora ¢ pdf-
dainamn), www.trello.com/ru (yrpaBieHne OpoeKTaMy, KOMaHIHON paboToH),
www.zamzar.com (npeoOpa3oBanue (aiiioB u3 ¢popmara B popmar), joxi.ru (CKpUHILIOT),
thinglink.com (co3ganue mHTEpaKTUBOB), bubble.is (Bu3yanprHOE MPOrpaMMHPOBAHHUE).

https://www.youtube.com/watch?v=ZKyNjR WpABI&feature=youtu.be&fbclid=IwAR0Gz
5s8d-8vQ5atZT6VEvVXIIMP-5Z9FYH1yCZ98tVUMImvjDDVoaVk71-4CTtuibe npe3eHTanuu
JAYOTOH.

https://www.youtube.com/watch?v=LgiJtgFWF4g HopmaTuBHoe obecrieueHue
6ubnuorpaduu.

https://www.youtube.com/watch?v=8PNua9TEShY becruiarapie ”HCTpYMEHTHI
pa3zpaboTku koHTeHTa. Kilaccrka 1 HOBUHKH.

https://drive.google.com/open?id=1-VIwMZ{4u22i0SPZKOCYDvTPMvuliZEp
UHCTPYKLHUS JJIs yaT-00Ta.

https://www.sparkol.com/en/ PazpaGoTka prcOBaHHBIX Mpe3CHTAIUH.
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https://www.planetaexcel.ru/ MS Excel.

https://www.youtube.com/user/planetacxcel/videos Ilnanera Excel

https://www.youtube.com/watch?v=SPQZR7-BKyM Mo03roBoii mrypM mpoeKTa WiH nean
B MyLifeOrganized.

https://baguzin.ru/wp/levin-statistika-dlya-menedzherov-s-
1sp/?fbclid=IwAR1100Zw9VPH4A8u6L.2941prgk UsIX8K9AvVU6WuHfwQddxceJ4 12BGgwY
CrarucTtrka ¢ ucroiab3oBanueM MS Excel.

MartepuajabHO-TeXHUYECKOe 00ecredeHue AU CIUILTHHBI

VYyeOHast ayaAuTOpHs AJIsl IPOBEICHUS 3aHATUN JIGKIIMOHHOTO M MPAaKTUYECKOTO TUMa, AJIs
NPOBEJCHUS TPYNIOBBIX ¥ WHAWBHIYAIbHBIX KOHCYNIbTAllMd, TEKYIIErO0 KOHTPOIS U
MPOMEKYTOUYHON aTTeCTallud, JUIsi CaMOCTOATEeNbHOM paboTrel Ha 40 paboumx MecT,
o0opy/ioBaHHAs CIICIUATH3UPOBAHHON (y4eOHOI) MeOenpio (CTOMBI, CKaMbH, METOBasl JOCKa,
MEepPEeHOCHAs JT0CKa); 000pYyIOBaHUEM ISl TIPE3EHTAIlMKd y4eOHOTO MaTepHalia Mo JUCIUILINHE
«JlokymMeHTalMOHHOE OOecTieueHre AeSITeIbHOCTH OpraHnoB BinacTu»: [Ipoextop Epson EB-X72,
skpaH HacTeHHBIH ScreenMedia Economy-P 200*200cm M000008393, noytOyk 15.6» Lenova
B590, xonoHkH; HAOOPHI JEMOHCTPAIIMOHHOTO OOOPYIOBaHMUA M Y4e€OHO-HAIIISIHBIX MOCOOUH,
o0ecrieunBarOIe TeMaTHUYECKUE WLUIIOCTPAllMK, COOTBETCTBYIOLIUME pabodeil mporpamme
JTUCIUTIIAHBI «J{OKyMEHTAIIMOHHOE 00eCTIeueHHEe IEATEIbHOCTH OPTaHOB BIIACTH .

Kommbrorepnsiii kmacc (yueOHas ayauTopwsi) Ui OpPraHU3AMH CaMOCTOSATEIbHOU
paboTbl, KypcOBOTO  NpPOCKTHpOBaHWMs Ha 16  pabouumx  MecT, 0OOpyHZOBaHHAas
CIIeNMAIM3UPOBAaHHON (yueOHOM) MeOenbio (KOMITBIOTEPHBIE CTOJBI, CTYJbs, IEPEHOCHAs
nocka); kommneiorepamu (Cucremusiii 6ok Intel Original LGA775 Celeron E3300 (7 mir.),
Cuctemnsrii 670k Intel Core 13-2120 (10 mt.), MoruTop 17»Samsyng 743N silver Sms (2 mT.),
Mounwutop LG Flatron W1942S (1 mr.), Mouutop LG FLATRON E2242 (10 mr.), Monurop
TFT 17 Samsung 710N (4 mT.) C HEOrpaHWUYEHHBIM JIOCTYNIOM K cetn MHTepHeT; Habopom
JEMOHCTPAIIMOHHOTO 00OpYMOBaHUS ISl MpPE3eHTAMU Y4eOHOTO MaTepuana Mo JAUCIUTLIINHE
«JlokymeHTallmoHHOE 0OecreyeHe AeITeIbHOCTH OPraHOB BIACTU»: MOOUIIBHBIA MYJIbTUMEIUA
npoektop Aser X1160PZ, nHoyrOyk 15.6» Lenova B590, mepeHocHO# 3KkpaH, KOJIOHKH; HAOOPHI
JEMOHCTPAIIMOHHOTO O0OpYJOBaHUS M Y4eOHO-HATJSIHBIX IMOCOOMA, O0OEeCIeunBaOIINe
TEMaTHUYECKUE  WJUTFOCTPAIlUU, COOTBETCTBYIONUME pabouell mporpamMme  JAUCIUTLTAHBI
«/lokymeHTallMOHHOE oObecreueHre AeSITeIbHOCTH OpPraHoB BJIAcTH», C BO3MOXXHOCTBIO
MOJIKJIFOUEHUsST K ceTu VHTepHeT u obecreueHreM JO0CTYyMa B JJIEKTPOHHYIO WH(OpPMAIMOHHO-
00pa3oBaTeNIbHYIO Cpely OpraHU3aluu.

VII.O0pa3oBaTesibHbIE TEXHOJIOTHU

B cootBerctBun ¢ tpedoBanusmu PI'OC nmo HampaBiIeHHIO HOATOTOBKU pealn3anus
KOMIIETEHTHOCTHOTO IO/XOJa MpEeayCMaTpUBAETCsl IIUPOKOE HCIOJIb30BAHUE B Y4eOHOM
npoliecce aKTUBHBIX M MHTEPAKTUBHBIX (OpM IpoBeneHus 3aHATUi (paboTa ¢ TEPMUHOJIOTHEH,
KEHCBI, BBIIIOJHEHHUE 3aJaHMH, CBS3aHHBIX C MOHWCKOM, AHAJIW30M HOPMATUBHBIX AKTOB IO
U3y4yaeMOMY TpEeAMETY, BBIIOJHEHHE 3aJaHUi CBS3aHHBIX C NPUHATHEM YIPABICHUECKUX
pelleHN, HamucaHue M 3alMra pedepaToB, TECTUPOBAHNWE) B COYETAHMM C BHEAYJUTOPHOM
paboToii ¢ uenbio GOPMHUPOBAHUS U PA3BUTHUS MPOPECCHOHATBHBIX HABBIKOB OOydaromuxcs. B
pamMkKax y4eOHOro Kypca HpPeIyCMOTPEHbl BCTPEUM C MPEACTABUTEISIMH POCCHUMCKUX U
3apyOeKHBIX KOMIIAHUH, TOCYJapCTBEHHBIX M OOIIECTBEHHBIX OpraHM3alUi, MacTep-KIacChl
9KCHEPTOB U CIELUAINCTOB.

[IpenoaBanue TUCHUILTUHBI «/{oKyMeHTallMOHHOE OOecredeHne AesiTeIbHOCTH OPraHOB
BJIACTU» NPETOaraeT UCIOIb30BaHUE CIEAYIOIUX 00pa30BaTEIbHBIX TEXHOIOT UL

® IIPOBEJCHHE AyJUTOPHBIX 3aHATHI C UCIOJIB30BAaHUEM MYJIbTUMEAUHHBIX TEXHOJIOTUH,
ayJo- U BUAEOMATEPHUAJIOB;

25



® TPOBEJCHHE JIEKIIMOHHBIX 3aHATUH B (opme mnpoOIEeMHON JEKIUH, JEKIIUU-
JTUCKYCCHU;

® WCTOJB30BaHUE MPOOIIEMHO-OPUEHTHPOBAHHOTO MOIX0a MOCPEACTBOM IMPOBEICHUS
YCTHOT'O OIIpOCa;

® TECTOBbIE TEXHOJIOTHUHY;

e HamucaHHe U 3aluTa pedeparos;

® BBINOJIHEHHUE CTYIEHTAMHU KOHTPOJIBHBIX U CAMOCTOSITENIbHBIX paboT.

VYaenbHbII Bec 3aHATHUNA, NPOBOJUMBIX B HMHTEPAKTUBHBIX (QopMax, ompenensercs
[JIABHOM 1enbi0 (MHUCCHEH) MporpaMmbl, OCOOCHHOCTHIO KOHTHHTEHTA OOYYaroIUXCS U
CoJIepKaHUEM KOHKPETHBIX IUCIUIUTHH (ompenensercs  TpeboBanusMu PI'OC ¢ yderom
cneruuku OITOIT). 3aHATHS NEKIMOHHOTO THUMA JJIsi COOTBETCTBYIOIIUX TPYII CTYIACHTOB
OTpeieNiieTCsl COOTBETCTBYIONIMM PabOUrM Y4eOHBIM IJIAHOM B COOTBETCTBUH C TpeOOBaHUSMU
OI'ocC.

JIMCTaHLIMOHHBIE TEXHOJIOTHUH, WCIONb3yeMble MpPU pealu3alii pa3INYHbIX BHUIOB
yueOHOi paboThI:

e WEB-KkoHCyBTaIIMM 10 TIOJATOTOBKE, BHITIOJHEHHUIO U 3alIUTE pedepaTos;

® HUBUyalbHOE OOIIEHHE CO CTYACHTaMHU Yepe3 AMEKTPOHHYIO MOUTY;

® TUCTAHIIMOHHBIC JIGKIIMM C WCIOJIb30BaHMEM HWH(POPMAIMOHHBIX IIAThOpM st
NpoBe/ieHUs] BeOMHAPOB OHJIANH B Zoom;

® IICIIOJIb30BaHUE CIeMaTU3UPOBAHHOTO 00pazoBaTeIbLHOTO noprana  UI'Y
https://educa.isu.ru/ s oOpraHW3anMM  TEKYIIEro KOHTPOJISI 3a  YCIEBAaeMOCTBHIO |
MOCEIAEMOCTBIO.

JIUCTaHLIMOHHBIE  TEXHOJIOTMM TPU  OCBOCHHUU JAMCUUIUIMH  MPUMEHSIOTCS  C
ucnonp3oBanneM OOpazoBaTeNbHOTO TopTana MpKyTCKOro rocylIapCTBEHHOTO YHHBEPCHUTETA
(Anpec nmoctyma: http://educa.isu.ru). Tekct nekmuii, 3agaHus K TPAKTHUUYECKUM 3aHITHSIM
pa3MenIarTcs Mo AUCHUILTHHAM B COOTBETCTBYIOIIUX pa3jiefaxX YKa3aHHOTO MH(OPMAIIMOHHOTO
noptana UI'Y. UaTepakTHBHOE 00IIIEHNE CO CTYICHTAMH OCYIIECTBIIICTCS HAa MHGOPMAITMOHHON
wiarpopme  Zoom. Cpoku U TIJIaH BUIACOKOH(EpPEHIMH 3aqaeT mpernojaaBarenb. l[lpu
HEO0OXOMMOCTH MIPUEM SK3aMEHA OCYLIECTBIISIETCSA B TUCTAHIIMOHHOM (pOpME ¢ MCIOIb30BAHUEM
uHPOPMALMOHHBIX TIaTdopM. MHIuBHIyaTbHOE OOIIEHHE CO CTYACHTaMH MPOXOIUT TaKKe
yepes IEKTPOHHYIO MOYTY IPernoaaBaTess.

VIII.OneHo4yHbIe MaTepHabl AJIsl TEKYIIero KOHTPOJISA M MPOMEKYTOYHOH aTTeCTAMHI

Ouenounsie cpeacraa (0OC):

8.1. OueHouHBIE CPECTBA AJI1 BXOJHOTO KOHTPOJIS.

OCHOBHOW €ro Lenbl0 SBISETCS BBISIBICHHWE IPOOENTOB B 3HAHUAX, TPEOYEMBIX IS
nanpHeimeil paboTel o Kypcy. s mpenonaBatelis 3T0 HEOOX0IMMO, YTOOBI OLEHUTh YPOBEHb
TOTOBHOCTH TPYNIIBI B LIEJIOM; MPOOJIEMBI OTAEIBHBIX CTYACHTOB M HMX OTHOIICHHE K OIIEHKE
YPOBHSI CBOEH TOTOBHOCTH. BX0JHON KOHTPOJIb HEOOXOIMM, YTOOBI HAMETHTD ITyTH YCTPAaHEHHUS
BBISIBJICHHBIX TPOOJIEM, CIUIAHUPOBATh COJEp)KAaHHE, METOAUKY pabOThl, OpraHU3aALHIO
CaMOCTOSITENIbHOM PabOTHI.

Ha mepBoMm 3aHsATHM 1O AUCHMIUIMHE «J{OKyMEHTaIlMOHHOE OoOecIieueHHne AeATeIbHOCTH
OpPraHOB BJACTU» NPOBOAUTCS pabora ¢ TepMmuHONOTHEH. COrjaacHO KOMIETEHTHOCTHOMY
HOAXOJY, B 3aJJaHE BKJIIOYCHBI 3a/IaHMS, HANPaBJICHHBIC HA MPOBEPKY 3HAHWH, MOIYYCHHBIX
CTyAGHTaMH B mporecce wu3ydeHus aucuuiuinid  CoBpeMeHHble  MH(POPMALMOHHO-
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KOMMYHUKAIIMOHHBIE ~ TEXHOJIOTMM B  ympaBlieHud, (OCHOBBI  TOCYJapCTBEHHOTO U
MYHUIIUIIAJIBHOTO YIIPaBIECHUS

3anaHus AJ151 BXOJAHOT0 KOHTPOJIS

[IpoBoauTcs B BUE 3a1aHus - paboTa ¢ TepMuHOIorue. [IpoBepstoTcs ocTraTouHbIe
3HaHUS CTYJIEHTOB, OJIYYEHHBIC NPU U3ydeHUU npeapaymmx aucuumivg. (ITK-6)

- IeJIONPOU3BOJICTBO

- IOKYMEHT

- PEKBU3UT IOKyMEHTa

- OPraHU3aLUOHHBIE IOKYMEHThI

- pacnopsAUTENbHBIE JOKYMEHTHI

- UH(pOpPMAIIMOHHO-CIIPABOYHBIEC JOKYMEHTBI

- IOKYMEHTO0000pOT

- apXuB

- pacrnopsiKeHue

- IPUKa3

- pelieHue

- aKT

- 3asIBJICHUE

- IOKJIaJ{HAsl 3aMK1CKa

- CIIy>keOHasl 3amncKa

- CIy’)ke0HOe MHCHMO

- IPOTOKOJI

- CTIpaBKa

- KOHTPOJIb

- DJIEKTPOHHBIN TOKYMEHT
Kpurepun oneHku: kaxnaoe mnpaBuibHoe omnpeneneHue 0,3 Oamna, YCTHBIH OTBET B XOe

oOcyxeHus: TepMUHOB — 2,5 Gaia. MakcumanbHas orieHka 10 6aiios.

8.2. O1leHOYHbIE CPEACTBA TEKYIIErO0 KOHTPOJIS:

Tekymuii KOHTPOJIb TPOBOJUTCS C LEJBIO MPOBEPKU CTENEHU M KauyecTBAa YCBOCHMS
M3y4aeMoro MaTepuaia, onpeaesieH!s] HeoOXOIUMOCTH BBEICHUS MU3MEHEHHUM B COJlep)KaHuE U
METOJBI OOyueHHus. B mpoliecce TEKyIero KOHTPOJS OIICHHBACTCS CaMOCTOSITeNbHAs padora
CTyJIEHTa HaJ| M3y4yaeMbIM MaTepUajoOM: IMOJHOTA BBHINOJHEHHS 3a/JaHUN, YPOBEHb YCBOEHUS
y‘-Ie6HI>IX MaTrCpraJIOB IO OTACIBHBIM pasjciiaM IAUCHUIIIINHBIL, pa60Ta C I[OHOHHHTGHBHOﬁ
JUTEPaTypoil, YMEHHMsS] U HaBBIKM WHIUBUAYAIbHBIX M TPYNIOBBIX IMpPE3CHTAIUM, OBJIaJCHUE
IMPAKTUYCCKUMHU HABBIKAMU aHaHHTHHGCKOﬁ, HCCHGHOB&TGHLCKOﬁ pa60T1>1.

@®opMbl TEKyIIET0 KOHTPOJs Mo JuciumuinHe «/lokymeHTanmoHHoe oOecredeHue
JESATEIIBHOCTH OPraHOB BIIACTH»: IPOBEpPKa JOMAIIHMX 3aJaHHI; TECTUPOBAHUE (3aKpHIThIE
BOITPOCHI) 0 KaXJI0W MPOUIEHHON TeME;yCTHBIN OMpOC M0 TeéMaM, HalMCaHUE W MOATOTOBKA K
3alIUTC pe(I)epaTOB, BBITIOJIHCHUEC 3aI[aHI/H>'I CBA3aHHBIX C MOACIUPOBAHUCM CUTyaAllUH U
IPUHITHEM YIIPABICHUYECKUX PELICHH.

IIpumepHsIii cniucok TeM pedepatos ( [1K-6), (ITK-13)

1. 3HaueHMe JOKYMEHTAllMOHHOIO o0ecrnedeHus B paboTe TIOCYyJapCTBEHHBIX U
MYHUIUTATBHBIX OPraHoB B cyObekTe PD

2. HopmaTtuBHO-mpaBoBas U MeToAMYecKas 0a3a, peraaMeHTHPYIOIas JOKYMEHTAMOHHOE
o0ecrieyeHne ToCyapCTBEHHBIX M MyHULIIMIAIBHBIX OpraHoB MpkyTckoi obnactu
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[Ipouecc opraHu3anyl  EJIOMPOU3BOJCTBEHHOW CIYXKOBI TOCYJAapCTBEHHOTO U
MYHULIMIIAJILHOTO OpraHa Ha MPUMepe ...

YuuuuupoBaHHas CHCTEMa OPTaHU3AIMOHHO-PACTIOPSAUTEILHOM  TOKYMEHTAIUU
(YCOP/I) mpoGiemMbl MpUMEHEHHS

OcHOBHBIE JIeTONPOU3BOJICTBEHHBIC ONepaliu. Perucrpamusi JOKyMEeHTa U OpraHU3aIHs
CIIPaBOYHO-UH(OPMAITMOHHOTO OOCTY)KUBAHHS B MYHHUITUIIAJTLHOM 00pa30BaHUN
dopmupoBaHue U XpaHEHHE JIeIT B ACIOMPON3BOACTBE TOCYAaPCTBEHHOTO OpraHa..
Homenknartypa aen oprana rocyJ1apCTBEHHOM BJIACTH Ha IPUMEPE. ..

Homenknarypa fgen opraHa MyHUITUTIATBHOM BIACTH HA TIPUMEPE. . .

Opraam3anus JelIoNpOu3BOJICTBA 10 paboTe ¢ oOpameHusMu TpaxaadH B HpkyTckoi
obnactu

JlenoBble KOMMYHHKAIIUU — CTPYKTYpa, BUABI, (OPMBIL, UX MPAKTUUECKOE IPUMEHEHNE
Jenonpoun3BoJICTBO B COBETCKYIO 3IOXY

CoBpeMeHHOE TOCYJapCTBEHHOE PEryIMpOBaHUE JETIONPOU3BOACcTBA B Poccuu
Hopmatusubie nokymentsl 1 I'OCThI qenonpon3BocTBa

Knaccudukanus JIOKYMEHTOB: OpraHu3alMOHHEIE, pacrnopsiAuTENbHBIE,
WH(POPMAIIMOHHO-CIPABOYHEIE B OPraHaX rocyAapCTBEHHOW U MyHHUIIMITAILHOW BIIACTH
TexHonorus paboThl ¢ JOKYMEHTAMH B OpraHaX MyHHUIIUIIAJIbHOW BIACTH

Opranuzanus JOKyMEHTO00OpOTa B OpraHax roCyJapCcTBEHHON BIacTH

Opranuzanys JOKyMeHTO000pOoTa B OIO)KETHBIX YUPEKICHHUIX

OO0mue mpaBWiIa pErucTpaud JOKYMEHTOB B OpraHaXx TOCYJapCTBEHHON U
MYHUIIUINIAJILHOM BIACTH

KoHTponb WCHONHEHUs MOKYMEHTOB B OpPTraHax TrOCYAapCTBEHHOW W MYHUIIUMATHHON
BJIACTU

PacriopsimuTenbHble TOKYMEHTBI, W3JIaHHBICE HA MPUHIHUMAX eauHOoHadanmus. [Ipukas.
Pacnopspxenue

. PaCHOpﬁI[I/ITeJIBHBIG AOKYMCHTBI, H3JaHHBIC B YCJIOBHAX KOJUICTUAJIBHOI'O IMPUHATHUA

peuenus. [loctanoBnenus. Pemenus
JloxymMeHTHpOBaHUE YIPaBIECHYECKON JIEATENBHOCTU roCy1apCTBEHHBIX "
MYHULIMIIAJBHBIX OPTaHOB BiacTu Ha npumepe Vpkyrckoii ob6macTi.

JleMOHCTPAaLMOHHBI BAPUAHT TeCTa
Ha kakux  OsaHkax  JOKYMEHTOB  MOXET OBbITh  HCIOJNB30BAaH  PEKBHU3UT
«["ocynapcrBennslit rep6 Poccuiickoit denepanun»? (I1K-14)
a. Ha Bcex OGmankax mokymeHToB B Poccuiickoit deneparum
0. Ha OmaHkax BbICIIEH 3aKOHOJATENBLHON (TIPEICTABUTEILHOMN) U HUCIIOHUTEIHHON
(pactiopsiauTeNbHOM) BiacTH Poccuiickoit deaepanmn
B. Ha Omankax BpIcuieil 3aKoHOATENBHON (IIPEACTABUTENBHOM) U UCTIONHUTEILHON
(pactiopsiauTenbHOM) — Biacth  Poccmiickoit  Dexepanmi W OpraHoB
rOCy/IapCTBEHHOM BIacTH cyobekToB Poccuiickoii deneparmn
r. Ha Omankax JOKyMEHTOB BCEX TOCYAApCTBEHHBIX CTPYKTYp B Poccuiickoit

denepaunn
n. Ha Gmankax BeICIIEH 3aKOHOJMATEIHHONW (ITPEACTABUTENHHOM) U UCTIOJHUTEIHHOM
(pacnopsaAuTeNsHOMN) BJIACTHU Poccuiickoit ®denepanuy, OpraHoB

roCyJapCTBEHHON BilacTH CyObekTOoB Poccuiickoit ®denepanmuui W OpPraHoB
MECTHOT'O CaMOYIIPaBIICHUS

e. Ha Omankax BpICIIEH 3aKOHOAATEIBHON (TIPEICTABUTEIILHON) M UCTIOTHUTEIIBHOM
(pacnopsigutensHOi) Brmact  Poccuiickoit  @Denmepanyui W HAa  OJaHKax
0O0IIECTBEHHBIX 00BbEIUHEHNI
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2. Kakolf JOKyMEHT yCTaHaBIMBAeT COCTaB M TPeOOBaHHS K O(OPMIICHUIO PEKBH3UTOB
OpraHU3aIMOHHO-PACTIOPSAAUTENLHON JOKYMEHTAllMM B OpraHax TIOCYJapCTBEHHOMN
BJIACTH U OpraHax MecTHoro camoynpasinenus? (I1IK-6)

a. TumoBas WHCTPYKIMS 1O JEJIONPOU3BOJACTBY B (eAepalbHbIX OpraHax
UCTIONHUTENBHOM BiacTu (yTB. [Ipukazom Pockynbrypsl ot 27.02.2006 N 49)
6. Permament IlpaButensctBa P® u Ilonoxxenne o6 Amnmapare IlpaButensctea PD
(yrB. [TocranoBnenuem IlpaButensctBa PO ot 01 uronst 2004 1. N 260)
B. «['ocynapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO O0ecTieueHHs YIIpaBICHUS
r. OcHoBHble monoxeHua. OOmue TpeOoBaHMS K JOKYMEHTaM H CIy)0aMm
JTIOKYMEHTAIMOHHOTO oOecnieueHus», [Ipuka3 ['maBapxusa CCCP ot 25.05.1988
Ne 33(0*) ('CAOY)
n. IlpaBuna nenompousBoicTBa B (efepaibHbIX OpraHax HCIHOJIHUTEIBHOM BIacTh
(yrB. [ToctanoBnenuem IlpaButensctBa PO ot 15 uronst 2009 r. N 477)
3. K kakomy Buay nokymeHToB oTHOCATCS Cnyxeonbie muchbma? (ITIK- 13)
a. K opraHmzanmoHHBIM JOKyMEHTaM
a. K pacnopsaauTtenbHbIM TOKyMEHTaM
6. K unpopmamoHHO-CIIpaBOYHBIM JOKYMEHTAM
4. Korna peructpupytorces Bxosmue 1okymeHTsl? (ITK-6)
a. Ilpu HanucaHuM ykazaHUi 110 UCIIOJIHEHUIO JOKYMEHTA (PE30IIIOINH)
6. Ilocie mpouTeHHs! pyKOBOIUTEIEM
B. [locrynuBmme B pabGouee BpeMs B JEHb IMOCTYIUICHHS, NPH IOCTYIUICHUH B
Hepabouee BpeMsi — Ha CIeAYIOMUN pabouuii 1eHb
r. Ilpu yrBepxxnenuun
. B neHp noctyrmieHus
5. BreiOepure cioBecHoO-1H(poBOI crocod odopmiieHUs pekBu3UTa «Jlata JOKyMeHTa»
(IIK-6)
a. 05.07.2021
6. 5wurons 2021 r.
B. 05 urons 2021 r.
r. 05 wurons 2021 roma
n. 05.07.21
e. 05/07/21

6. Kakue noxymeHntsl B coorBeTcTBUU ¢ PenepanbHbIM 3akoHOM OT 22.10.2004 Ne 125-D3
«O06 apxuBHOM zene B Poccuiickoit denepaiiun» OTHOCATCS K JTOKYMEHTaM APXUBHOTO
donna Poccuiickoit @eneparmu? (I[1K-14)

a. BCE JIOKYMEHThl OpraHOB TIOCYJapCTBEHHON BJIACTU U OpPraHOB MECTHOIO
caMoyIpaBlIeHH

0. TOCTaBJ€HHbIE Ha TOCYAAPCTBEHHBIM yYeT U MOJUIekKAIIMe MOCTOSHHOMY
XPaHEHUIO

B. TOJBKO JIOKYMEHTHI (peiepaIbHbIX OPTraHOB UCIIOJIHUTEIBHON BIaCTU

7. Kakoil HOpMaTMBHO-METOIWYECKUN JOKYMEHT YCTAHABIMBAaET €IOUHBIA IOPSIOK

JIOKYMEHTHUpOBaHUs HHMOpMaIuu 1 paboTy ¢ qokymeHTaMu B opranuzaiuu? (I1K-14)
a. Ilomoxxenue 00 opranuzanuu
6. JlomKHOCTHAs HHCTPYKLHUS
B. MHCTpyKIus N0 AeI10NpON3BOACTBY

8. B cooTBeTcTBUM ¢ KaKUM HOPMATUBHBIM JTOKYMEHTOM OMNpPENEISIIOTCS CPOKH XpaHEHUs
nokymenToB? (I1K-6)

a. Oepepanpubii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM jelie B
Poccuiickoit denepanun»

0. «llepeueHpb TUMOBBIX YNPABIECHUYECKUX aApXUBHBIX JOKYMEHTOB, 00pa3yIOlIUXCs B
IPOLECCE JEATEIIBHOCTH TOCYJAapCTBEHHBIX OPraHoB, OpPraHOB MECTHOIO
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CaMOYTpaBIICHUSI U OpPTaHM3aIfii, ¢ YKa3aHHEM CPOKOB XPaHECHHS» YTBEPKICH
npuka3zoM MuHKyIbTYpsl PD ot 25.08.2010 Ne 558)

B. [TOCT P 6.30-2003 «YHudumupoBaHHas cHCTEMa OpPraHU3ALMOHHO-
pacnopsAUTEeNbHON TOKyMeHTauuu. TpeGoBaHus K O0GOPMICHHIO AOKYMEHTOB)
(ot 03.03.2003 Ne 65-cT)

9. T'nme xpansitcs aena BpeMennoro 1o 10 et cpoka xpanenus? (ITK- 13)

a. B rocynapcTBeHHOM apXuBe

6. B opranmzanuun

B. Ilo yka3zaHUIO pyKOBOOUTENS

10. Beibepure KOMOMHAIIMIO BUIOB JJCKTPOHHOM TOANUCH, IJIs KOTOPBIX COIJIACHO
QenepanbHoMy 3akoHy «OO SJEKTpOHHOM moanmucu» HE TpedyeTcss Co3/laHue
cepruduKaTa KIro4da IpoBepku dnekTpoHHou moanucu? (ITK-14)

a. TPOoCTas IEKTPOHHAsS MOAMNKCH, YCHUIICHHAs! HEKBATU(DUIIMPOBAHHAS dJIEKTPOHHAS
MOJIUCH

0. ycwieHHas  HEKBATU(UIMPOBAHHAS  JJIEKTPOHHAS  TOJMUCH,  YCHJICHHAs
KBaJIM(ULIMPOBAHHAS AIEKTPOHHAS MOMNKCH

B. TPOCTasi AJIEKTPOHHAS TOJIUCH, YCUJICHHAs] KBATU(UIIMPOBAHHAS SIEKTPOHHAS
MOJIHUCH

11. IlpaBuna u OpraHu3alMio JOKYMEHTAIlMOHHOTO OOecmeueHHus YIpaBlICHHUS B
opranuzanuu ycranapiupaet: (I1K- 13)

a. IlpaBuna BHYTpEHHETO pacHOpPsIKa;

6. Hucrpykmus o JIOY

B. YcCTaB OpraHu3aluu

12. JTemompousBoacto — 310 —(11K-14)
a. COBOKYMHOCTb pabOT MO JAOKYMEHTHUPOBAHHIO YIPABICHUYECKOH IEATEIbHOCTH
YUpEeXKICHUHN U M0 OpraHU3allK B HUX JOKYMEHTOB;
6. odopmiieHHE TO YCTAaHOBJICHHBIM MpaBWiIaM HH(GOpPMAIMH, HEOOXOAMMOM s
OCYILIECTBJIEHHUS YIPABICHYECKUX JACHUCTBUIA;
B. TIPOLIECCHI, OTHOCSINIHUECS K 3aUCu HH(pOpMaIumy;
r. paboTra c JOKyYMEHTaMH B COOTBETCTBHUM C TpeOOBaHUSAMHU JEHCTBYIOIINUX
3aKOHOAATEIHHBIX AKTOB W HOPMAaTHBHO-METOIUYSCKUX MATEPHAIIOB.
13. Xoa o6cyxneHnus BOIPOCOB U PELIEHUs, IPUHUMAEMble Ha 3aCelaHUsAX KOJUIETHAIbHBIX
OpraHoB, COBETaX, COOpaHusX, coBemanusax pukcupyrorcs B: (I1K-6)

a. Axrax;

0. OrtueTax;

B. IIporokonax;

r. Jloknanax.

14. Cobmronenue equHbIX TpaBmiI ohopmiieHus JokyMeHToB ooecnieunBaet: (ITK-13)

a. KauecTtBeHHOE cocTaBieHUE TOKYMEHTOB, IOPUIUUECKYIO CHITY TIOKYMEHTOB;

6. IOpunuueckyro cuiy TOKyMEHTOB, ONEPATUBHOCTh U KaYECTBEHHOE COCTABIICHUE
JOKYMEHTOB, ~OpTraHU3allMi0  OBICTPOTO TOUCKA JOKYMEHTOB, aKTHUBHOE
coctaBiienre DBM mnpu cocTaBieHUn JOKYMEHTOB;

B. IOpuanueckyio cuiry JOKYMEHTOB, OIIEpaTUBHOE COCTABIICHUE JOKYMEHTOB;

r. Oprauzanuio OpICTPOro MOKUCKA TOKYMEHTOB, UX IOPUANYECKYIO CHITY.

15. Vkaxure BapuaHTbl HEBEPHOTO JTaTHPOBAHUS CIIyKeOHbIX JoKyMeHTOB: (I1K-14)

a. 15/08/23
6. 15.08.23

B. 2023 18 08
r. 15.8.23

16. bnank 115 BHEITHUX TOKYMEHTOB BKiro9aeT pekBU3UTHL: (I1TK-13)
a. DOmMOiieMa opraHu3aly, ero ajapec;
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0. DOMmOiemMa opraHu3anuy, €ro HauMEHOBAaHME, IIOYTOBBIA ajgpec, HOMEp
KOHTAKTHOTO TenedoHa, 1aTa U HOMEp T0KyMEHTa;

B. HaszBanue opranuzaiyu, ero NouTOBBIN aJpec, JaTa U HOMEP MUChMa;

r. Hasanue opranuzaiuu, 3M01eMa, HOMEP KOHTAKTHOTO TenedoHa.

17. Jnst HaWydiiero MOHMMAaHUS CMbICTAa TOKYMEHTa HauOojee 3HAYUMYIO YacTh HYXHO
pasmemiats: (I1K-6)

a. B Hauane Tekcra;

6. B cepenune Tekcra;

B. B KoHIIe TeKkCTa;

r. He nmeer 3HaueHus.

18. IlpaBoBoii cTatyc paboTHuKa opranuzanuu pernamentupyercs: (IK- 13)

a. IlonoxxeHuem o CTPYKTYpHOM MOApa3ieIeHUH

0. Ilpuka3om 1Mo OCHOBHOU AESITETHLHOCTU

B. JlOMKHOCTHON MHCTPYKLIMEH;

r. Ilpuka3zom mo JUYHOMY COCTaBY.

19. K opranuzamumonasiM qokymeHTaMm otHocsres: (I1IK- 13)

a. Ilpuka3el 1O OCHOBHOW JEATEIbHOCTH, YCTaB, IITaTHOE pacHUCaHHE,
JOJI’KHOCTHBIE MHCTPYKLIUH;

0. VYcraB, CTpyKTypa W INTaTHAas YHUCICHHOCTh, INTaTHOE pacrucanue. lIpaBuia
BHYTPEHHETO pacnopsaka, JOKHOCTHbIE HHCTPYKIUY;

B. YcTaB, mMpuKa3 MO JMYHOMY COCTaBY, MPHKa3bl 1O OCHOBHOHU JIESTEILHOCTH,
aKTbl, IPOTOKOJIBI;

I. AKTBI, TIPOTOKOJIbI, yCTaB, yYPEIUTENBbHBINA JIOTOBOp, MPUKA3bI IO IJTUIHOMY
COCTaBY, OyXTaJITEPCKUE OTUYETHI.

20. [laTta BcryruieHus npukasa B cuiy sBisercs: (I1IK-14)

a. /Jlara ero odopmieHHs cekpeTapeM;

0. Jlara ero moamucanusi pyKOBOJIUTEIIEM;

B. /JlaTa moxymeHTa, Ha OCHOBaHUM KOTOPOTro opopMIIIETCS MPUKa3;

r. Jlara BBeneHue ero B ACMCTBUE, YKa3aHHAs B TEKCTE

21. bnanku poTokoia uMeroT cienytomue pekBu3uthl: (I1K- 13)

a. HawmmeHoBaHue opraHu3alyivi, HAMMEHOBAHHE BHJIA JOKYMEHTA, JaTa 3acelaHus,
HOMEp MPOTOKOJIA, MECTO 3ace/laHusl, 3ar0JI0OBOK K TEKCTY, TEKCT, OJIMUCH;

0. HawmmeHoBaHue oOpraHu3alid, HAaUMEHOBAaHHME BHJA JIOKYMEHTa, HOMeEp
IIPOTOKOJIA, MECTO 3acelaHus, TpUQ YTBEP>KICHHUs, 3aroJIOBOK K TEKCTY, TEKCT,
TIOJIITUCH;

B. HaunmeHoBaHue opranusanuv, HAMMEHOBaHHE BHJIA JOKYMEHTa, JaTa 3acelaHus,
MECTO 3acefaHus, TPUQ YTBEPKICHUS, 3aTOJIOBOK K TEKCTY, TEKCT, TOIHICH;

r. HaumeHoBaHue opraHu3anuy, HAUMEHOBAaHUE BUAA JOKYMEHTA, J1aTa 3acelaHus,
HOMEp MPOTOKOJIA, MECTO 3aCelaHusl, TEKCT, MOATHUCH.

22. B Tekcte nmpoTokoiia Kpatkoit popmel ykaseiBatorcs: (I1K-14)

a. Vaunmanel v ¢paMumu npeaceaaTens, ceKpeTapsl U IPUCYTCTBYIONINX, a TaK JKe
WHUIMAIBI U (paMUINU TOJKHOCTHBIX JIMII, TPUTJIALICHHBIX HAa COBEIIAHUE;

0. CrhucOK MPUCYTCTBYIOIINX, PACCMAaTPUBAEMbIE BOIIPOCHI, IPUHSATHIC PEIICHNUS,

B. CHuCOK NpHUCYTCTBYIOIIMX, TMOPSAKOBBIA HOMEpP BOIpOca IO IOBECTKE JHS,
3aroJIOBOK K JOKIamy, (paMuiIuu JOKIAJYUKOB M BBICTYIAIONIUX B MOPSIKE UX
BBICTYIUICHUS,

r. Homep mpoTokosa, MECTO COCTaBIICHUS, 3arOJIOBOK K TEKCTY, TEKCT ( IOBECTKa
JTHS, CITYIIAJH, TOCTAHOBUIIM, TIOJIITUCH).

23. K moxymeHTam o nugHOMY cocTaBy oTHocsTcs: (ITK- 13)

a. TpynoBble KOHTPAKTHI TPYIOBbIE KHUKKH, JTUYHBIC JIeJa, 3asBJICHUS O IpUeMe Ha
paborty;

6. 3asBieHUs pabOTHUKOB O TIPUEME U YBOJBLHEHHH, PE3IOME, aBTOOHOTpadus;
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B. Jluunele nenma, TpyAOBbIE KOHTPAKTHI, MPUKA3bl MO JI/C, TPYAOBBIC KHWXKKH,
JUYHbIE KaPTOYKH, JTUIEBBIC CUYeTa IO 3apabOTHOH I1ate;

r. 3asgBieHus paOOTHHKOB O MpHEME M YBOJBHEHHUH, pe3toMe, aBToOHOrpadus,
TPYJIOBbIE KOHTPAKTHI

24. BHyTpeHHHE JOKYMEHTBI pETUCTPUPYIOTCS B IEHB:

a. Ilocrymnenus; (ITK-6)

0. Ilommmcanus;

B. He perucrpupyrorcs;

r. Peructpupyrorcst B I€Hb YTBEPKICHHUS.

25. Noxymentsl iepenarotcs B ['ocapxus: (I1K-6)

a. ToJIbKO Ha MOCTOSTHHOE XpaHEHUE;
6. Tonbko Ha BpeMEHHOE XpaHEHHE;
B. Ha nocTtossHHOE U BpeMEHHOE XpaHEHUE;
r. Ha genosutapHoe XpaHEHHE.
Kpurepuii onieHkn: Kaxaplid TpaBUIBLHBIN OTBET HA 3aKPBITHIN BOTpoc 1 Oas.

MaxkcumanbHas oneHka 25 6ajuioB.

NNk W=

SNk W=

Bonpocsl 111 yCTHOIO onpoca

YcrHbii onpoc Nel

Pob W MecTo JOKyMEHTAIMOHHOTO o0ecreueHus B padoOTe TOCYAApCTBEHHBIX U
MyHHUITUTIATBHBIX opraHoB (ITK-6)

HopmatuBHO-ipaBoBas U MeToau4ueckasi 0aza, perJaMeHTHPYIOIIas JOKyMEHTAlMOHHOE
obecreueHre rocyJapcTBEHHBIX U MyHHUITUTIATBHBIX opranoB (ITK-13)

Opranuzanus AeI0NpPOU3BOJICTBEHHOMN CIIyXObl TOCYAapCTBEHHOTO M MYHHIIMIIAIBHOTO
oprana (ITK-13)

YHuduuupoBaHHas CHCTEMa OPTaHU3AIMOHHO-PACTIOPSAUTEILHOM  TOKYMEHTAIUU
(YCOPL) (IIK-13)

TpeOoBanusi K OJIaHKaM JTOKYMEHTOB TOCYIApCTBEHHBIX U MYHHUIIUMAIBHBIX OPTaHOB
(TIK-14)

OcCHOBHBIE JICIONPOU3BOJICTBEHHBIC OIEepaliuy. Peructpaiyst JOKyMeHTa U OpraHu3aIys
cripaBo4HO-UH(popMarmoHHoro oocmyxkuBanus (I1K-13)

dopmupoBaHUe U XpaHEHHUE Jien B AenonpousBozacTte. Homenknatypa aen. (ITK-6)
Opranu3anus I1eJ0mpou3BoJICTBA 10 paboTe ¢ oopamenusmu rpaxaad (I1K-14)

YcrHbiii onpoc Ne2

JlenoBble KOMMYHUKAITUU — CTPYKTYpa, BubI, hopmbl (ITK-14)

CoBpeMeHHOe TocyAapCTBEHHOE peryaupoBanue aenonpousBoacTsa B Poccuu (I1K-13)
I'OCTwo1 nenonpousBozctia (I1K-6)

CocraBnenue 1 oopMIIeHHE OCHOBHBIX BHJIOB TIOKyMeHTOB. (ITK-6)
Opraam3anuonnsie nokyMeHThI (I1K-13)

Pacniopsanurensubie nokyments! (I11K-13)

. Uudpopmanmonno-cnpaBounbie 1okyMeHThI (I1K-13)

YcrHbiid onpoc Ne3

Texuomnorus pabotsl ¢ fokymentamu (I1K-6)

Opranmszanus nokymentoooopora (ITK-13)

OO01ue npaBuiia perucTpaluy J0KyMEHTOB

Kontponb ucnionaenust nokymeHToB (I1K-6)

PacnopsinuTenbHble JOKYMEHTHI, M3JaHHbIE Ha NPHUHLOUNAX eauHoHavanus. [Ipukas.
Pacnopsixenue (I1K-14)
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6. PacnopsinurenbHble JOKYMEHTBI, M3JAHHBIE B YCIOBUSAX KOJUIETMAJIBHOTO IPUHATHUSA
pemenust. [Tocranosnenus. Pemennst (ITK-14)
7. JoxymeHTHpoBaHME ynpaBieHUecKoi aesrenbHocTd ['MY: ocHoBHBIE noHsATuUSA (IIK-6)

Kpurepun onenku:

OneHka «5» CTaBUTCS, €CIOU CTYACHT: 1) TOJHO W apryMEHTHPOBAHO OTBEYACT IIO
COJICp)KaHUIO 3aJaHus; 2) OOHapyXMBaeT MOHMMAaHHWE MaTepualia, MOXKET 000CHOBAaThH CBOU
CYXKICHHsI, MPUMEHUTh 3HAHUS Ha MPaKTUKE, IPUBECTU HEOOXOIMMBbIE MPUMEPHI HE TOJIBKO IO
yu4eOHUKY, HO U CaMOCTOSITEIbHO COCTaBIIEHHBIC, 3) W3JIaraeT MaTepuas IMOCIEAOBATEIbHO U
MPAaBUIBHO.

Ouenka «4» CTaBUTCS, €CIM CTYJEHT JaeT OTBET, YAOBJIECTBOPSIOIIMM TeM Ke
TpeOOBaHUAM, UTO U JUIA OLICHKH «5», HO A0IMycKaeT 1-2 omubKu, KOTOpbIE caM K€ UCTIPaBIIsET.

Onenka «3» CTaBUTCS, €CIH CTYASHT OOHApPY>KMBAET 3HAHWE W TMOHMMAaHHUE OCHOBHBIX
MOJIO’KEHUH JAHHOTO 3aJaHus, HO: 1) m3nmaraer mMaTepuai HEMOJIHO U JIOMYCKaeT HETOYHOCTH B
OTIpe/ICNICHUU TOHSATUI WM (QOPMYIHPOBKE NpPaBWI; 2) HE yMEET JOCTAaTOYHO TIyOOKO U
JI0Ka3aTelbHO 000CHOBATH CBOM CYXKICHMS M MPUBECTH CBOM MPUMEPHI; 3) U3JIaraeT mMarepHual
HETIOCJIEZI0BATENIFHO U JIOITYCKAeT OIIMOKH.

Onenka «2» CTaBUTCA, €CIIM CTYOEHT OOHAapy)KHWBaeT HE3HAaHWE OTBETa Ha
COOTBETCTBYIOILIEE 3a/laHue, AOIMYyCKaeT OMMOKM B (OPMYIHMPOBKE OMPENENICHUH W MpaBull,
HCKaXAIONINEe WX CMBICT, OECHOpsSIOYHO M HEYBEpPEHHO wu3iaraetT martepuan. OueHka «2»
OTMEYAaeT TaKue HEJOCTaTKU B TMOATOTOBKE CTYIEHTA, KOTOpPBIE SBISIOTCS CEPhE3HBIM
MPENSTCTBUEM K YCIICIIHOMY OBJIAJIEHUIO MOCIEAYIOIINM MaTepUaIoM.

8.3. O1ieHOYHBIE CPEICTBA TSl MPOMEXKYTOYHOM aTTecTauu (B popMe 3a4era).

VYcnemHoe W3y4eHHE JAHHOTO Kypca BBIPaXKAeTCsl B CHUCTEME OLICHOK, IMOTy4aeMbIX
CTYJIEHTOM B Tporiecce o0ydeHus. ONeHKH cTaBITCs 3a pabOTy Ha CEMUHAPCKUX 3aHATHSX, TIPU
MOJrOTOBKE pedepaTa, yCTHOTO Ompoca, MPOXOoxKAeHUs TecTa. [Ipu ycloBUUM BBIOJHEHUS BCEX
NUCbMEHHBIX paboT, CTYACHT JIOMYCKAeTCs K cAaue 3aueTa.

[IpumepHbIe BONPOCHI K IK3aMeHY
Baok Ne 1. biiok 6a30BbIX BOIPOCOB

1. JaiiTe omnpenesieHUE TMOHATUSAM  <«JIEJTOMPOU3BOACTBO» M «IOKYMEHTAI[MOHHOE
obecnieuenue ympasneHus». ( [1K-13)

2. [lepeuncnure OCHOBHBIE  3aKOHOJATENbHBIE U HOPMATHUBHO-METOJIUYECKUE
JOKyMeHTHI nenonpousBojictra. ( [1IK-13)

3. Yro Takoe uHbOpMallMd U KakoBbl TpeOOBaHUS, MpenbsABIsSEMbIE K
ynpasieHueckoit uudopmarmu. ( [1K-13)

4. OxapakTepu3yiTe MOHITHE «TOKYMEHT» U KakoBbI ero ¢pyukmuu. ( [TK-13)

5. [lepeuncnure BUIABI JOKYMEHTOB, B Ye€M HUX IOpUIAUYECKAs CHIa U CIOCOOBI
nokymentupoBanus. ( [TK-13)

6. Uto noHumMaercs noj 3eKTpoHHbIM JokyMeHToM (ITK-6)

7. JlaliTe  XapakTepuUCTUKy YHH(PUIIUPOBAHHONW CHCTEMBl OpPraHU3AIMOHHO-
pacniopsiautenbHoi qokymeHTanuu.(I11K-13)

8. OO6mas xapakTepucTuka «popmyssipa ITOKYMEHTa», «PEKBU3UTA JIOKYMEHTa».
[TocTosiHHAs 1 TIepeMeHHas 9YaCcTU PeKBU3HUTA.

9. [lTonsitne Onanka JOKyMeHTa. Buael OJlaHKOB JOKyMEHTOB. TpeOoBanms,
npeIbsBIseMbIe K OJIaHKaM TOKYMEHTOB. PEKBU3UTHI OJlaHKA JOKYMEHTA.

10. Kakne xapakTepUCTMKH PEKBU3UTOB, OMNPEACIAIONNUX HOPUAUIECKYIO CHUITY
nokymenTa. (I1IK-6)

11. S3bIK B cTUIb Ccy)eOHBIX ToKyMeHTOB (ITK-6)

12. [TonsTue moroopa, ero cocranenue u opopmienue (ITK-6)
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13. WHceTpykuus 1o BUAY A€ATEIbHOCTU U TOJKHOCTHAsA nHCTpykuud. (I11K-6)

14. HazoBute otamel  odopmiieHHsT W TOATOTOBKHU pacnopsaIuTEIbHBIX
nokymeHToB.(I1K-13)

15. CnpaBoyHO-MH(GOPMAIIMOHHBIE  JOKYMEHTBI: Ha3HAY€HWE, BHUIBI, MOPSIOK
pa3pabotku u opopmienus. (I1K-13)

16. [IpaBuna cocraBienus u opopmiaeHus ciayxeoHoro nuceMma. (I1K-14)

17. IMopsimoxk  coctaBneHusst W OQOPMIICHHS  CIIY>)KEOHOHM,  JOKIagHOW U
obbsacauTenbHON 3anucku. (ITK-13)

18. [IpoToko Kak cripaBOYHO-UH(GOPMAIIMOHHBIN U PACHIOPSAUTENbHBIA JOKYMEHT

19. CymHocTth nenoBoit kommyHuKanuu ( [1K-6)

20. Haznauenue, coctaB u oopmiieHue TUUHBIX T0KyMeHTOB. (I1K-13)

21. Cnyx6a JIOY, ee TUIOBbIE OpraHU3aIlMOHHBIC CTPYKTYpPBI, TIpaBa W
OTBETCTBEHHOCTb. 3a7auu 1 pyHkiuu ciayxos1 JOVY.(I1IK-14)

22. O6wem nokymentoobopota. (ITK-14)

23. Cucrema ynpaieHUs] JOKyMEHTaMU. XapakTepucTuka u 3ransl BHeapenus. (I1K-
14)

24. IIpuem, mepBuuHas  o0paboTka W MpeABapUTENBHOE  PACCMOTPEHHE
nokymeHToB.(ITK-6)

25. CornacoBaHue JOKYMEHTOB. YTBEp)KJIEHUE JTOKYMEHTOB. YUET M PETUCTPALUs

nokymeHToB. KonTposs ucnonaenus 1okyMmeHToB. (ITK-6)

Bbaok Ne2 Bonpochbl NMOBBINIEHHOH CJI0KHOCTH, HANIPABJIEHHbIE HA YIIPABJIeHHE
aesiteJibHOCTH opraHoB Biaactu (IIK-6, IIK — 13, I1K-14)

1. AHanM3 TOHATHH  <«IETOMPOU3BOJICTBO» M <«IOKYMEHTAIIMOHHOE O00ECTICUeHUE
ynpasaeHus». ( [1IK-13)

2. PackpoiiTe = 3akoHOJATenbHBIE W HOPMATUBHO-METOAUYECKHUE OCHOBEI
nenonpousBoctra. ( [1IK-13)

3. UYro cocTaBiseT OCHOBY MH(OPMAILIMK U KaKOBBI TpeOOBaHUS, IPEABIBISIEMbIE K
ynpasineHueckoit uadopmarmu. ( [1K-13)

4. AHaM3 MOHATHS «IOKYMEHT» U KakoBbl ero ¢pyHkuuu. ( [TK-13)

5. Uro BKJIIOYEHO B OCHOBY KIacCH(UKAIMK BUIOB JOKYMEHTOB U CIOCOOOB
JIOKYMEHTHPOBAHUS, U B YEM COCTOMT MX ropuanyeckas cuna. ( [1K-13)

6. B yem cocTout 0cOOEHHOCTh OHATHUS AMEKTPOHHBIN HoKyMeHT (ITK-6)

7. B dWem cocrouT CymHOCTP M CMBICI  YHU(PHUIIMPOBAHHOW  CHCTEMBI
OpraHM3alMOHHO-pacnopsauTenpHol nokyMmenTanuu.(I11K-13)

8. B d4em ocoOeHHOCTP TOHATHS W OOIas XapakTepucTuka «popmyisipa

JOKYMEHTa», «pPEKBH3UTa TOKyMeHTa». OCOOEHHOCTH TOCTOSHHOW W TIEPEMEHHOH YacTH
PEKBH3HTA.

9. UYro cocTaBisieT OCHOBY IOHATHS OJIaHK JIOKYMEHTa, Kakue ObIBaOT
Pa3sHOBUIHOCTH OJAaHKOB JOKYMEHTOB. TpeboBaHMs, MpeabsBisieMble K OJaHKaM JTOKYMEHTOB.
Kakwue ObIBalOT peKBU3UTHI OJIaHKA TOKyMEHTa?

10. Kakue xapakTepuCTUKH PpPEKBU3UTOB, OMNPEACISIIOMNX HOPUANYECKYIO CHUITY
nokymenTa. (IIK-6)

11. Oco0eHHOCTH s3bIKA U CTHIISI CITy)keOHBIX nokyMeHTOB (I1K-6)

12. B ueMm cocTosT OCOOCHHOCTH JOTOBOpa KakK JOKYMEHTa, €ro COCTaBJICHUS U
odpopmienus (ITK-6)

13. KakoBbl mpaBUia COCTaBICHHS MHCTPYKIUM 1O BHUAY JEATEIBHOCTH H
noipkHocTHOM mMHCTpyKinH. (ITK-6)

14. B uem cymHOCTh 3TanoB O(GOPMIICHHS M TOATOTOBKH  PaCIOPSIUTEIbHBIX
nokymeHToB.(ITK-13)

15.  OcoleHHOCTH, Ha3HAa4YeHUE, BUIBI, NOPSAOK pa3paboTKu H  odopMIIECHUS

cripaBOYHO-UH(pOpMaIMoHHBIX JoKyMeHTOB: (ITK-13)
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16.  OcoGenHocTH cocTaBieHus 1 opopmieHus ciyxxeoHoro mucbMa. (I1K-14)

17. OcobenHoctu cocTaBlieHHsT W OGOPMIICHHS  CIY)KEOHOH, JOKJIaJHOHW U
o0wsicauTenbHOM 3anucku. (ITK-13)

18. OcoOeHHOCTH BEACHHMS TPOTOKOJAa KaK CHPaBOYHO-MHGOPMAIIMOHHBIA U
pacmnopsaIuTeN-HOrO JOKyMEHTa

19. JlokaxuTe HEOOXOAMMOCTh OCYIIECTBICHHS JCIOBBIX KOMMYHHKAIIMA B OpraHax
rocy/1apcTBEHHOW U MyHHnunaiabHou Biaactu ( [IK-6)

20. B uem 3akmrouaercs Ha3Ha4yeHHE, COCTaB U O(OPMIICHHE JIMYHBIX JOKYMEHTOB.
(TTK-13)

21. Ocobennoctu (opmupoBanus ciyx0br JIOY, ee TUMOBBIE OpraHU3alMOHHBIC
CTPYKTYpBHI, IIpaBa U OTBETCTBEHHOCTh. 3a1aun U (GyHKIuHU ciryx0n1 IOV .(I1K-14)

22.  TlapameTpsl uamMepenus oobema fokyMmentoooopora. (I1K-14)

23.  XapakTepuCTUKa M dTalbl BHEAPEHUS CUCTEMBI ynpasieHus nokymeHramu. (IT1K-
14)

24, B uem cMBICT TpueMa, TEPBUYHON OOpabOTKM ¥ TPEIBAPUTEIHLHOTO
paccmotpenus fokymeHToB.(I1K-6)

25. B yeM coCTOMT OCOOEHHOCTh TPOLEAYp COTJIACOBAHUS, YTBEP)KICHHS, YUeTa U

pErucTpamyy ¥ KOHTPOJIS UCIIOJTHEHHS JOKYMEHTOB B opraHax rocynapctsenHoi Biuactu ?. (ITK-
6)

Baoxk  Ne3. IIpakTHyeckue 3aj4a4d, 3aJaHHsd, PACKPBIBAKOIIMEe MeEXaHU3M
ynpasJjieHHs JIOKyMeHTAaHOHHBIM 00ecIe4eHneM OPIraHoB BJIACTH

3amaane 1. CoctaBbTe M oopMUTE TPHKA3bl MO OCHOBHOHM NESATEILHOCTH W JIPyrUe
pacropsauTeabHbIe TJOKYMEHTHI, HeOOXOAMMBbIE B JaHHBIX ynpaBieHueckux cutyanusax.([1K-13)

Curyauus 1. IlerpoB A.A., mpencenarens PoccuiicKOoro areHTCTBa MEXKIyHAPOIHOTO
COTpYAHMYECTBA M pa3BUTHs ( TocyaapcTBeHHasi opraHuzamnus npu lIpaButensctBe PD), 24
(deBpans TeKyIero roga MOPYYHS CTPYKTYPHBIM MOJpPA3/EICHUSIM areHTCTBAa COBMECTHO C
npeacraputeasiMu  ['ockomumyiectBa K 10 ampenst MOATOTOBUTH MPOEKT MPOrpamMMBbl
NPUBJICYCHUS] WHOCTPAHHBIX MHBECTHIMH K TNPOLECCY AaKIHMOHUPOBAHUSA TOCHPEANPUITHI.
[Topydyenue ObUTO maHO BO HcmoJiHeHHME TocTtaHoBiieHus [IpaBurensctBa P® ot 24 derpans
Tekymero roaa Ne246I'maBHOMY ympaBiI€HHUIO OTpPAciE€BbIX HWHBECTULIMOHHBIX MPOTPAMM,
['maBHOMY JOTOBOPHOMY- MNpPaBOBOMY YIIPABICHUIO W [71aBHOMY yNpaBIEHHIO CTPAaTEruu U
MHBECTUPOBAHUS.

[TpoekT mpuka3za npezacenaTesis areHTCTBA ObLT 3aBU3HPOBAH €T0 MEPBBIM 3aMECTUTENIEM
J.H. ®enopoBslM M HadaabHUKOM [J1aBHOTO JOrOBOPHO-IIPABOBOro ympasieHus I.B.
NneunbsiM. KoHTposb 32 HcnioyiHEHUEM Bo310keH Ha Penoposa JI.H.

Curyammmss 2. Ha MoOCKOBCKOM KOMOHMHATe T1I0 MPOU3BOJACTBY MY3BIKAJIbHBIX
WHCTPYMEHTOB M MebOenu ( TOCTIpeanpHusITHE), KOTOPhI BXOJWUT B KOHIIEPH MO pa3paboTKe U
IIPOU3BOJCTBY MPOAYKIUU MY3BbIKAJIBHON IPOMBIIUIEHHOCTH , JEHCTBYET IIOJIOKEHHE O
MIPEMUPOBAHUHN PYKOBOJIUTENICH 1IEX0B, OT/ACIIOB U CiIyx0, yrBepxkaeHHOoe 05.01.2003 Ne27.

12 ampens Tekylero rojxa nupekrop komOunata M.B JlaproHOB mOpy4Hi HaYaJbHUKY
oTzena Tpynaa u 3apabortHoit mnatel MapkoBy H.I'. paccunrats pazmep npeMun pyKOBOJIUTEIISM
OTJICJIOB, LIEXOB U CIIY)KO KOMOMHATa 10 UTOraM padoThl 3a 1 kBapTan K 15 ampens, a ri1aBHOMY
OyxrajiTepy OpraHu3oBaTh BbIILIATY TpemMuu K 20 ampens Tekymero rojga. HadampHUK u
TJIAaBHBIN OyXranrep 3aBU3HPOBAIN MTPOSKT MPHUKA3a AUPEKTOpa KOMOMHATA.

3ananue 2.CocraBbre U opopmure ciyxednsie nuchma. ( [1K-14)

JlemapTaMeHT TNOAJEPKKH pa3BUTHS Majoro MpeANpUHUMATENbCTBA IHCBMOM  3a
HOJIHUCHIO 3aMAMPEKTOpa JenapraMeHTa VBaHoBa A.A. yBeIOMUI pyKOBOJCTBO JAETCKOrO caza
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No 1234 0 ToMm, 4TO B CBSI3M C pa3BUTHEM MPEANPUHUMATENHCTBA 3/IaHUE IE€TCKOTO cajia AOKHO
OBITH MEepeaHo JIJIsl TEXHHUECKUX HYXI JIeTapTaMeHTa.

Ucnonuutenem IlerpoBoit C.A. mo mnopydeHHIO AMpeKTopa aerckoro caga Nel234
yrOpaBieHus 00pa3oBaHUU Topoaa OBUIO COCTaBIECHO MHUCHMO, aIPECOBAHHOE OTAETY IHUCEM
MDPUU TOPOJIa, B KOTOPOM JUPEKTOP JAETCKOTO cajia Mpocuiia pa3oOpaThcsl B JAHHOM BOIIPOCE,
MOTHUBUPYS T€M, YTO B Ha3BaHHOM palOHE JETCKUX CaT0B OCTAJOCh MAJIO U HE BCE JIETH MOTYT
nocemaTh JeTCKUe JOIIKONbHBIE YydpexaeHus. I[luchbmMo OBLIO TOMYyY4e€HO OTBETOM Ha
MOJTYYCHHBIM IOKYMEHT OT JIeTIapTaMEHTa.

KpuTtepun oneHkH oTBeTa HA IK3aMeEHe:

[IpumepHOe BpeMsi MOJATOTOBKM YydYalluXcsi K OTBETy MO OujieraM MOXET ObITh B
muana3one ot 15 mo 30 muHyT. Bpems oTBeTa Ha OWJIET B L€TIOM HE JOJDKHO MPEBBIMIATH 15
MUHYT.

Ecnu cTyneHT OTBETHII HAa TPETUI BONPOC MO BBIOPAHHOMY OWIIETY, 9TO O3HAYAET, YTO
YUAIIANUCS y’)KE€ MOXKET MPETECHJIOBATh Ha OTMETKY «3» MO MATHOAIBHON mikanme uiu 60 1o
cToOayubHOM. Jlanee mpu ycTHOM OTBETe Ha TEOPETUYECKYIO YacTh OMJIETa YYalHICS MOXET
n00aBUTh K UMEIOIIUMCs Oaniam eme oauH win aBa 6amia (win 40 6amuioB 1Mo cTOOAITEHOM
IIKaje) B 3aBHUCHUMOCTH OT KauecTBa TMOATOTOBKH. TakuMm o00pa3oM, TpHUMEHSETCs
HaKOMUTENbHAs CUCTEMA OIL[CHUBAHUS, COOTBETCTBYIOIIAs TPAAULIMOHHON MATHOAIIBHON HIKaJIe.

Ha otmetky «4» (wmm ot 71 no 85 GaiioB) OlleHUBAETCSl OTBET B IIEJIOM Ha OWJIET, eCliu
yyaluiicss mpu OTBETE€ Ha TEOPETUYECKYI0 YacTh OujieTa MPOJEMOHCTPUPOBAT CHCTEMHBIE
MOJIHBIE 3HAHUS W YMEHHMs IO MOCTaBJIIEHHOMY Bompocy. CoaepikaHue BOIpoca ydaluics
U3JIOKUJ CBSI3HO, B KpaTKoHM (hopMe, pacKpbul MOCIEI0BATEIbHO CYyTh M3yYEHHOTO MaTepuaia,
JEMOHCTPHUPYS MPOYHOCTh U MPUKIAJHYIO HAMPABICHHOCTb MOJTYYEHHBIX 3HAHUM U YMEHUM, HO
IpU OTBETE HAa TEOPETHYECKYI0 4YacTh Owiera OBLIM JOMNYIIEHbl HE3HAUUTEIbHbIE OIIMOKH,
WHOT/Ia Hapyliajgach IOCIEAOBATEIbHOCTh W3JIOKEHUSI WJIM OTCYTCTBOBAJIM HEKOTOpbIE
HECYIIECTBEHHBIE 3JIEMEHTHI COJIEPIKAHMUS.

Ha otmetky «5» (o T 86 mo 100 6amioB) oleHMBaeTCs OTBET B LIEJIOM HA OWJIET, €cliu
yyaluiicss mpu OTBETE€ HA TEOPETUYECKYI0 YacTh OujeTa MPOJEMOHCTPUPOBAT CHCTEMHBIE
MOJIHbIE 3HAHUS W YMEHHMs IO MOCTaBJIIEHHOMY Bompocy. CojaepikaHue BOIpoca ydalluics
U3JIOKUJI CBSI3HO, B KpaTKo# (hopme, pacKpbUl MOCIEI0BATEIbHO CYyTh M3y4YEHHOTO0 MaTepuaia,
JEMOHCTPHUPYS MPOYHOCTh U MPUKJIAAHYIO HAMPABIECHHOCTDh MOJYYCHHBIX 3HAHUN U YMEHUU, HE
JIOTTYCKaJl TEPMUHOJIOTHYECKUX OMMUOOK U (PAKTHUECKUX HETOYHOCTEH.

[lIxana BPC
Hrtoroserit AxagemMudeckas OleHKa
CEMECTPOBBIM  peUTHHT (S
UTOT)
60-70 GammoB YAOBJIETBOPUTEIHLHO
71-85 Gannos 3a4TE€HO XOPOIIIO
86-100 6amioB OTIUYHO
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PazpaboTunk: /ﬂé%// J01EHT KaeAphl rOCyJapCTBEHHOTO ¥ MYHHIMIIATLHOIO
YIIpaBJICHHS, katfmAar skonomMuyeckux Hayk H.B.MocksuTHHA

ITporpamMma paccMOTpeHa Ha 3ace/laHuM Kaeapel rocy1apeTBEHHOT0 M MyHHIHIIATBHOTO
yIUpaBICHUS

ITporokon Ne6 ot «20» anpens 2022 1.

3aB.kadeapoit k.unoc.uayk, gouent JKypasnesa ML.A.




