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HaumMeHoBaHue OUCYUNIUH (MOOYIA)/NPAKMuUKU

ABTOp:

E.B. KoBmukoBa

Ko u HauMeHOBaHUe HATIPABJIEHHUS NOATOTOBKH, MPOQUIIs:
38.03.04 T'ocynapcTBEHHOE M MYHULIUIIATIBHOE YIIPaBJIECHUE
KBanudpukauus (cTeneHb) BLINMYCKHUKA:

baxanasp

®opma o0yueHHUs:

Ounas, 3a04Hast

IMean ocBoeHNUsT TUCUMIIJINHBI:

Llens ocBoenus aucumiuinael b1.6.21 «JlokyMeHTalMoHHOE oOecrieueHue u
JIEJIONPOU3BOJICTBO B TOCYJAAaPCTBEHHOM W MYHHUMIIAJIBHOM YIPABICHUM» SIBISIOTCA HW3YUYEHUE
COBpEMEHHBIX TpeOOBaHMII K JIOKYMEHTHPOBAHMIO M OpraHu3alud padoThl C JIOKYMEHTAMH,
o0Opa3yromuxcsi B Mpo(hecCHOHATLHON JeATSIIbHOCTH OPraHOB T'OCYIApCTBEHHOW M MYHHIIMITAJILHOM
CITY>KOBI

Iliian kypca:

Tema 1Wctopus pazsutus nenonpoussoactsa B Poccun (15 — 21 Beka).

Tema 2IIpobaembl pocta 10KyMEHTO000pOTA.

Tema 3 CriocoObI paniioHaIN3alUU JIEJIOTPOU3BOICTBA.

Tema 4I'CHOY. YCOP/. Yaudukauus, popmanuszanus, CTaHgapTH3aLMsI JOKYMEHTa

Tema SOpranuzanmonHas rpynmna JoKyMeHTOB. PacmopsiiurenbHas rpynna JOKYMEHTOB.
CrpaBo4HO-HH(pOpMAIIMOHHAS IPYIINA JOKYMEHTOB.

Tema 6IIpaBuna opopmieHust fokymeHToB. PekBusuTHsbIil coctaB fokymenta. [OCT 6.30-2003.

Tema 7Opranusanus cinyxos JJOVY.

Tema 8 TexHoJIOTMH PETUCTPALIUU JOKYMEHTOB.

Tema 9 TexHOJIOTNN KOHTPOJIS UCIIOJTHEHUS TOKYMEHTOB

Tema 10 Opranmzanus cayx6oit JIOY Tekymiero xpaHeHus JT0KyMeHTOB. I[loctpoenue
HOMEHKJIATyphl JAed. ApXUBHOE XpaHeHHe JoKyMmeHToB. Opranuzanus ciayx0oit JIOY apxuBHOro
XpaHEHUs JOKYMEHTOB.

(I)OpMLI TEKYLIECro KOHTPOJISI U l'[pOMe)KyTO'—IHOﬁ arTreCcTalum:

1.1. JucuunnmHa b1.5.21 «JlokyMeHTalimoHHOE O0ecTeueHNE U JEIOMPOU3BOJICTBO B
rOCy/IapCTBEHHOM U MYHUIIUIIATHHOM YIPaBICHUN 00ECIIEYNBACT OBJIAJICHUE CIEAYIONUMU

KOMIICTCHIIUAMMU
Kog
Kon HanmeHnoBanue HanmeHoBanue 3Tama ocCBOEHHS
JTarna OCBOCHHS
KOMIIETEHIIUHA KOMIIETEHIIUHA KOMIIETEHIIHHA
KOMIIETEHI[UH
Cr1ocoOHOCTh TPUMEHATH OCHOBEI
3aKOHOIaTeNIbcTBa Poccniickoi
CocoOHOCTh UCIIO0JIB30BaTh
OCHOBBI IIPABOBLIX 3HAHUH B Denepau,
YK OC-10 p YK 0OC-10.1.2.1 PEryJIMpYIOLINX CO3/IaHHE U
pa3nuIHBIX cdepax
OpTaHM3aINI0 XPaHEHMsI IOKYMEHTOB B
IESITEILHOCTH
TOCYAapCTBEHHOM U MYHHIIUTIATHHOM
yIpaBICHUH




OIIK OC-7.1.1 CnocoOHOCTh MPUMEHSTh OCHOBHBIE
CrnocoOHOCTh aHATM3UPOBATh U
3aKOHOJIaTeNIbHBIC, HOPMAaTHBHO-
HIPUMEHSTH HOPMBI
MPaBOBBIE TOKYMEHTHI
KOHCTHTYHHOHHOTO, ¥ TOCYapCTBEHHBIE
OIIK OC-7 aJIMUHUCTPATUBHOTO U yAap
CTaH/apThI, PETJIAMEHTHPYIOIIUC
CITy>keOHOTO TIpaBa B
. COCTaBJIeHHE, 0(OPMIICHHUE U
npodecCHOHATBHONI
OpTaHU3aIHIO PaOOTHI
JESATEIBHOCTH
C TOKyMEHTaMH
BHaZ[CHI/IC HaBBIKAMH TIOMCKA, Croco6HOCTh AHAJIU3UPOBATH
aHaJIn3a U UCIOJIb30BaHUA COBPEMCHHOC IMMPaBOBOC, HOPMATUBHOC U
OIK-1 HOPMAaTUBHBIX U IPABOBBIX OMK-1.1.2.1 METOAUICCKOE PCTYIHPOBAHHE
JIOKYMEHTOB B CBOCH — ACIONPOU3BOACTBA
npodeccnOHaNBHON
JIeSITeIIbHOCTH
Brnanenune TexHONMOrUsIMH, CrnocoOHOCTh IPUMEHATH MPaBHIIa
IpHueMaMHy, 00eCTIeINBAIOIINMH JOKYMEHTHUPOBAHUS TPH OKAa3aHUH
OKa3aHHE TOCYIapCTBEHHBIX TOCYapPCTBEHHBIX U MyHHUIIMITATBHBIX
TIK-24 YA TK-24.1.1. yaap Yt
MYHHUIOUIAIBHBIX YCIYT yciIyT
(GU3MYECKUM 1 FOPUIUIECKIM
JIHLaM
Bnanenune HaBbIKamMu cbopa, Cnocob6HocTh opMHUpOBaTh 1
00paboTku MHpOpPMAIMU U HaIpaBJIATh MEXBEJIOMCTBEHHBIX
qacTHs B MH(OPMATH3ALUH 3alpoCoB B OpraHbl (OpraHu3anum
I1K-26 y $opuatizal 11K-26.1.1.1 P praiibl (OpranusaLiti)
JIeSTeIIbHOCTH
COOTBETCTBYIOIINX OPTaHOB
BJIACTU W OpraHU3aIui
1.2. B pe3yjibTaTe OCBOCHUA AUCHUILINHBL Y CTYACHTOB NOJIKHbBI OBITh C(bOpMI/IpOBaHBIZ
OTO/TO
Kopn stama ocBoeHust
(mpu HanUIMK Pe3ynbraTel 00y4eHus
KOMITETEHIINU
npodcranaapTa)
— OdopmisieT TOKyMEHTHI B COOTBETCTBHUH C TPEOOBAHUIMHU
rpa’kIaHCKOTO, TPYJOBOTO 3aKOHOIATENILCTBA POCCHHCKON
(beneparuu ¥ JTOKaJbHBIMU HOPMATHBHBIMU aKTaMU
YK OC-10.1.2.1 OpraHu3arnn
- JleMOHCTpHUpYeT 3HaHHWE TpYJOBOTO 3aKOHOJATENbCTBA |
MHBIX aKTOB, CO/IEPXKAIINX HOPMBI TPYZIOBOTO ITpaBa
OIIK OC-7.1.1 —  AHaTM3MpyeT COBpPEMEHHOE MPABOBOE, HOPMATUBHOE U
METOIMUECKOE PErYJIMPOBaHUE JEI0NPOU3BO/ICTBA
—  AHaIM3UpYyeT MEXIyHApOAHBIE CTAaHAAPTHI Ha
Mpe/icTaBiIeHue KOMOMHUPOBAHHOM JJOKyMEHTAIMU U TIepeady
TaHHBIX
— Ilpumensiet rocyJapcTBEHHbIE U MEXKAYHAPOIHBIE CTAHAAPTHI
Ha TOKyMEHTAIHMIO B TPOQECCHOHATIBHON IESTEIbHOCTH
OIlK-1.1.2.1 — CocraBmsier © 0(QOPMIISIET JTOKYMEHTHI B COOTBETCTBHH C
TpeboBaHusIMU ["0CyIapCTBEHHOI CHCTEMBI JIOKYMEHTAIIMOHHOTO
oOecTieueHns yrpaBIIeHHS
— Topsaok uHGOpMHUPOBaHUS 0 [PEeI0CTaBIICHHY]
IK-24.1.1. MYHULUNAIBHOM YCIyru




— @opmynupyer nepeueHb NOKYMEHTOB, HEOOXOJMMBIX IS
MIPEAOCTaBJICHHS TOCYIapPCTBEHHOHN (MYHUIINIAIBHON) YCIIyTH B
3JIEKTPOHHOM BHIE

— Brmameer HaBBIKAMH ~ BEIEHHS  JEJIONPOM3BOJCTBA  C
MprMEHEHHEM HH()OPMAIIMOHHBIX TEXHOJIOTHN

I1K-26.1.1.1 — Brnanmeer HaBBIKAMH COCTABIICHHS W O(DOPMIICHUS pa3IHIHBIX]
BUIIOB JOKYMEHTOB TPAIHULMOHHBIM CIIOCOOOM ¥ B 3JICKTPOHHOM
BHIC

B xome peammsamuu guctmmmHel  b1.B.21  «/lokymeHTanmoHHOe  obOecrieueHUE U
JIENIONPOU3BOJICTBO B TOCYJApPCTBEHHOM M MYHMIIMIIAJLHOM YIPABICHUU» HCIIONB3YIOTCS CIIEAYyIOIINe
(hOpPMBI 1 METOJIbI TEKYIIETO KOHTPOJISL YCIIEBAEMOCTH 00YJArOIIHXCS:

Metoabl TeKyLero KOHTpoJisi

Ne n/m HaumenoBanue Tem (pa3esioB)
ycneBaeMocTH
Ounas ¢popma
Ucropus pazsutus genonponsoacTsa B Poccun (15 — 21 VYcTHBIH onpoc

Tema 1
BEKa).

YceTHbli onpoc
Tema2 | IIpoGneMsl pocTa TOKyMEHTOOOOPOTA.

Tema 3 CriocoObl paruoHaAIM3aINH AeTONPOU3BO/ICTBA. VeTHbIH onpoc
Tena 4 Ircaoy. YCOP/. Yaudukanms, hopMannzamnms, VCTHBIH 0mpoc
CTaHJIapPTHU3ALNS JOKYMEHTA
OpraHu3zaiionHas rpyImna J0KyMeHTOB. VYcrHbli onpoc

Tema 5 | PacnopsoutenbHas rpymmna JOKyMeHTOB. ClipaBO4HO-
nHGOpPMAaLMOHHAs IPYIINA JOKYMEHTOB.

Tema 6 [paBuna oopmiieHUS TOKYMEHTOB. PEKBU3UTHBIN COCTaB VCTHBIN 0mpoc
nokymenTa. 'OCT 6.30-2003.

Tema7 | Opranmzanus ciyx0sr JJOY. VcTHBIH onpoc

Tema 8 | TexHONOTHH perucTpaIui JOKYMEHTOB. VerHbii onpoc

Tema 9 TexHOJIOTHH KOHTPOJISL UCIIOJIHEHUS! TOKYMEHTOB Ycrnbli onpoc
Opranmzanus ciyx60i JIOY Tekyiero xpaneHus VeTHBIH onpoc

Teva 10 | AOKYMEHTOB. [TocTpoeHre HOMEHKIATYPEI Jieil. ApXUBHOE

XpaHeHue 1okyMeHToB. Opranuzanus ciyxooit JJOY
ApPXUBHOTO XpaHEHUs! JOKYMEHTOB.

[TpomexyTouHasi aTTecTanys MpoBOAUTCS B (hopMe 3aueTa METOJJOM YCTHOTO OIpOca MO MEPEUHIO
IIPUMEPHBIX BOIIPOCOB.

OcHoBHas JInTepaTypa

1. Kysnenos 1. H. JlokyMeHTaIlmOHHOE 00ECTICUCHHE YITPaBICHUS U ACIIONPOU3BOCTRO:
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