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1. IlepeyeHb NJIaHUPYEMBIX Pe3yJ1bTATOB 00y4eHHUsI 10 AUCHMUILIMHE, COOTHECEHHBIX €
IUIAHMPYEeMbIMH Pe3yJIbTATAMH 0CBOCHHUsI 00pa30BaTeIbHON NMPOrpaMMbl

1.1. OcBauBaeMbie KOMIIETEHIIUH

Jucuunimua b1.B.0S «/lokymenTtaumonHoe odecnieuenue opranoB I'MY)» oOecneunBaer
OBJIA/IEHHE CJIeTYIOIIMMHU KOMIIETEHIIMSIMMU:

Kon
Kon HaunmenoBanue HaunmenoBanue KoMIoHeHTa
KOMITOHEHTa
KOMITETEHIINU KOMITETEHIHN KOMITETEHIINU
KOMITETEHIINU
[IKp-6 Crnoco0eH OCYIIECTBIISTH ONTUMH3ALUIO IMKp-6.1.1

Cnoco0eH aHaIM3upOBaTh BUIBI

JIETIOBBIX MPOLIECCOB, OPTaHU30BBIBATH

U KaTeropuy JOKYMEHTOB
JOKYMEHTOO00O0POT U AEJIOBYIO
TOCYAapCTBEHHOTO U

MEePETHCKyY ¢ TPAXKJAHAMH U BHEITHUMHU

MYHHIHMIAJIBHOTO YPOBHS, BECTH
OpraHu3alUsIMH, B TOM YHCIIE Ha
JeJIOTIPOHU3BOICTBO,
HWHOCTPAHHOM SI3BIKE W/HJIH C
OPraHU30BaTh U OCYLICCTBIATH
HCIIONB30BaHUEM MH(POPMALOHHO-
. JOKYMEHTO000pOT
TEJICKOMMYHHKAIIMOHHBIX TEXHOJIOTHH
IIKc-1 CrocobeH pa3zpabaThIBaTh JOKYMEHTHI IKc-1.1.1 CriocobeH pazpabaTsIBaTh U

CTPaTErH4ECKOTO IIIAHUPOBAHUS U
POrpaMMHpPOBaHUs B cepe
rOCYJapCTBEHHOI'0 ¥ MyHHULUIIAJIBLHOTO
YIIPaBJICHUSA, OCYILECTBIATh UX
000CHOBaHME, aHAJIN3 U KOHTPOJIb
HCIIOJTHCHU A

COCTaBIISITH OPTaHU3AIIMOHHO-
PaCIOPSIAUTENLHYIO U
HOPMAaTHBHO-TIPABOBYIO
JIOKYMEHTAIHIO B chepe
rOCYIapCTBEHHOTO
MYHULHUINIAJIBHOTO YIIPaBJICHUSA
JUTSL pELICHUS
poheCCHOHATBHBIX 33/1a4

1.2. Pe3yabTaThl 00y4eHuUst

B pe3yJibTaTeC OCBOCHUA JUCHUIUINHBL Y CTYACHTOB NTOJIKHBI OBITh C(l)OpMI/IpOBaHBII

OTD/TD
(mpu HanUIMH Kop sTana ocBoeHus
PesymnbTater 00yueHus
npodcranaapra) TpyAaoBble KOMITIETEHIIMN
WM npodeccroHaIbHbIe
JIeHUCTBUS
Ha ypOBHE 3HAHMH:
— 3HaeT BU/IBI u KaTeropuu OpraHU3aluOHHO-
pacIopsIIUTENbHBIX JOKYMEHTOB B CHCTEME TOCYAaPCTBEHHOU U
MYHULIMITAJIBHOU BJIACTH;
Ha ypOBHE YMEHUIL:
— OIIpe/ieNsieT BHIBI JJOKYMEHTOB TOCYIapCTBEHHOTO YPOBHS H
MKo-6.1.1 YPOBHSL MECTHOTO CaMOYINpaBIEHHS, WX PEKBU3HTHl U
p=o-- OCOOCHHOCTH  COCTaBJEHUS; KIaCCHQUUMPYET KaTeropuy
) JIOKYMEHTAIIMH; BBLIENSET OCOOCHHOCTH (YHKIIMOHUPOBAHHS
JIOKyMEHTOB U COBPEMEHHOTO JOKYMEHTOOOOpOTa B OpraHax
BJIACTH
Ha ypOBHE HaBBIKOB:
— aHAIM3UpyeT W  CHCTEMAaTHU3UpyeT Ppa3IM4Hble  BUJIBI
JOKYMEHTOB, ~BBIJEISIET WX PEKBU3MTHI, COCTAaBISET M
pa3pabarbiBacT JTOKyMEHTAIUIO, BEJET JEJIONPOU3BOJCTBO IPH
peneHny npodeccroHaIbHBIX 3a1a4
IMKc-1.1.1 Ha ypOBHE 3HAHUIA:
3HACT BUJIbI M KATETOPHH JOKYMEHTOB HOPMaTHBHO-TIPABOBOTO U




HWHOTO COZIEPKaHMA B CHCTEME TOCYIapCTBEHHOH H
MYHHIIUTIAIEHON BIIACTH;

Ha ypOBHE yMEHUIL:

OIIPEAEIAET CIIOCOOBI COCTABIECHHUS TOKYMEHTOB HPHUMEHHUTEIBHO
K KOHKPETHOMY HX BHAY Ha TOCYIapCTBEHHOM M MECTHOM
YPOBHSIX, WX  PEKBHU3UTBI M  OCOOGHHOCTH  OEHCTBHA,
(DYHKIMOHUPOBAHUS W XPaHEHMS; KIACCH(UIMPYET KaTeropuy
NOKyMEHTAalMM; BBIIENSIEeT OCOOEHHOCTH JENONpPOU3BOACTBA U
HIIEKTPOHHOTO  JIOKYMEHTOOOOpoTa mpu  (YHKIMOHUPOBAaHHUN
[TOKyMEHTOB B OpraHax BJIacTH IPHU PEIICHUH NMPOQeCCHOHANBHBIX
3a1auy

HA ypOBHE 3HAHUI:

3HaeT 0COOCHHOCTH Ka)KJ0TO BU/IA M KATETOPHHU TOKYMEHTOB B
COBPEMEHHOH CHCTEME T'OCYAapCTBEHHOIO U MYHUIUIIAIIEHOIO
YIPaBICHUS,




2. O0beM 1 MecTO TMCUUILTHHBI B cTpyKTYype OIl BO

VYyebnas mucuumimHa b1.B.05 «J/lokymeHTanmoHHoe obOecrnedueHne opraHoB [MY»
MPUHAUICKUT K OJIOKY BapHATUBHOW YaCTU JAWCIMIUIMH. B COOTBETCTBUU C y4EOHBIM IJIAHOM,
o oyHoi (opme oOyueHus: TUCIUILUIMHA OCBaMBaeTCs BO 2 ceMecTpe, Mo 3a04Hoi dopme B 4
cemectpe, o0IIas TPYyJAOEMKOCTh JMCHUIUIMHBI B 3aueTHBIX eauHunax cocrasiser 3 3E (108
yaca).

[To ounoit Qopme 00y4YeHHS KOIMYECTBO aKaJEMUYECKHX YacOB, BBIJICICHHBIX Ha
KOHTaKTHYIO paboTy ¢ mperojaBareseM (110 BUAaM y4eOHBIX 3aHiATHI) — 32 4yaca: 4 4 JISKIUH U
28 4acoB MPAKTUYECKHUX 3aHATHN U Ha CAMOCTOSITENIbHYIO paboTy oOy4arouuxcsi — 76 4yacos.

[To 3aounoit popme oOydeHHs KOJUYECTBO AaKaJEMHUYECKHUX YacOB, BBIJCICHHBIX Ha
KOHTaKTHYIO pa0oTy C mpenojiaBaresieM (1o BUAaM y4eOHBIX 3aHATHI) — 16 gacoB: 4 1 nexuuii u
12 4yacoB MpakTUYECKUX 3aHATHI M Ha CaMOCTOSITENbHYIO paboTy oOyuatomuxcs — 92 yaca, Ha
KOHTPOJIb — 2 .

dopma NpoOMeKyTOYHON aTTeCTAlluU B COOTBETCTBUH C YUEOHBIM IJIAHOM — 3a4eT.

Ha mpakTtuyeckyro MOATOTOBKY OOyYaromIuXcsi BbIIENEHO 28 4YacoB MO O4YHOW (opme

oOyuenus u 12 yaca no 3aouHoii popme.

OcBoeHne JUCHMIUIMHBI ~ ONMpAaeTcs Ha MUHUMAIbHO  HEOOXOIUMBIH  00beM
TEOPETUYECKUX 3HAHUH B OOJIACTH SKOHOMHKH, ICUXOJIOIHMH, FOCYAapCTBEHHOIO YIpaBJICHUS,
IOPUCIIPYJCHLIMH, TOKYMEHTOBEICHUS, a TaKXKe Ha NpUoOpeTeHHbIE paHee YMEHUs U HAaBBIKU B
chepe TroOCyJapCTBEHHOT0O W MYHULMINAIBHOIO YNPABICHHUS, SKOHOMMYECKOH TEOpUH,
COLIMOJIOTMM OpraHu3aliM, YNpaBICHHUs 4YEJIOBEUECKUMH pecypcamMu. 3HAHMS U HaBbIKH,
NOJTy4aeMble CTYyACHTAMH B PE3yJIbTare U3y4eHUs JUCHUTUIMHBI, HEOOXOAUMBI /ISl OpraHU3aluu
JOKYMEHT0000pOTa B OpraHax roCy/IlapCTBEHHON M MyHHIIMTIAIIHOW BIACTH, B TOCYIapCTBEHHBIX
Y MYHHULUINIAJIBbHBIX OPTaHU3aLUAX, YUPEKIACHUAX U IPENTPUATHSIX.

Vuebnas nucuuminmHa b1.B.05 «/lokymenTannonHoe obGecnieueHue opraHos I'MVY»y
peanusyercs nocie uzydenus qucuuiuini: b1.5.03 « MapopmannoHHo-aHaIUTHYECKHE
TEXHOJIOTUM TOCYJapCTBEHHOT0 W MYHUIUNaigbHOro ympasineHus», b1.5.04 «IIpaBoBoe
o0ecrieyeHrne TocyJapCTBEHHOTO U MyHMLMNAIbHOTO yrpasieHus», b1.5.04 «MyHnununansHoe
YIIPaBJICHUE U MECTHOE CAMOYTIPABIICHHUE).



3.Conep:xaHue U CTPYKTYpa AU CUUIIMHBI

3.1. CTpykTypa TUCHHMILUIHHBI

O0beM AUCHUIIMHBI (MOYJIs), Yac. ®opma
KonTakTHasi padora lﬁ';mi(f;z
Ne /i HaumMmeHoBaHHue TeM Oﬁy'{amml/lXCﬂ ¢ yCl'[eBaIZEMOCT
(pasnesioB) Bcero npemnofaBateem Ccp u,
10 BUJIAM YUeOHbIX 3aHATHI NPOMeRyTOH
HOH
JI JIP H3 KCP aTTreCTalluu
Ounasn ¢hopma odyuenusn
2 cemecmp
0
Hcropus pa3sutus
Tema 1 JIETIONIPOU3BOICTBEHHON U 13 1 4 8
CEKPETapCKOM CITy>KObI B
Poccuu [IpoGnemsl pocta
JIOKYMEHT0000pOTa
Ircaoy. yCOP/I. 0
Tema2 | MMpurauns, 13 3 10
(dhopMmanuzanms,
CTaHIApTH3ALHUs TOKYMEHTA
Tema 3 Opranun3zanus ciyx6s1 JOY 13 1 4 10 0
Tema 4 | IIpaBuia ohopmiieHUs 14 1 3 10 0]
JIOKYMEHTOB
Tema 5 | TexHOonOrMM perucTpanuu U 0
KOHTPOJIA MCTIOJTHEHUS 15 1 4 10
JIOKYMEHTOB
Tema 6 | Opranuszauus paboThI ¢ 0
JIUYHBIMY 0OpaIeHUus MU 13 3 10
TpaXXJaH B OPraHbl BIACTU U
yIpaBIeHUs
Tema 7 | Opranuzanus ciryxxooit IOY
TEKYIETO XpaHEeHUs
nokyMmeHTtoB. [locTpoenue 13 3 10
HOMEHKJIATYpPHI Jell. ApXHBH(
XpaHEHUE JOKYMEHTOB
Tema 8 | JIuHTBUCTHYECKHE
0COOEHHOCTH TEKCTa
JIoKyMeHTa Jlornueckue 10 4 6
OCHOBBI pEeJIaKTUPOBAHUS
JIOKYMEHTa
[IpomesxyTouHas aTTecTauus 3ayer
Bcero: 108 4 28 76 33E
3aounasa opma odyuenusn
4 cemecmp
0
Tema 1 HUctopus pazButus } 12 1 1 10
JEJIOTIPON3BOICTBEHHON 1
CEKPETapCKOii CITyKObI B
Poccuu [Ipobiemsl pocta




O0beM AuCHMILUIMHBI (MOAYJIA), Yac. ®opma
KonTakTHast padora TeKymero
o0yyaouuxcs ¢ KOHTPOJIS
Ne /i HaumMmeHoBaHHue TeM ycneBaemMocCT
(paznesion) Bcero npenofasareem Ccp u,
10 BUJIAM YUeOHbIX 3aHATHI NPOMeKRyTOH
HOH
Ja JP n3 KCP ATTECTAIUU
HokymeHnTo000pOTa.
Oco0eHHOCTH JTOKyMEHTOB
B I'MY.
Ircaoy. yCOPU. 0
Tema2 | HuKauus, 12 1 1 10
hopmanmzanms,
CTaHAAapTHU3aLMs TOKYMEHTa
Opranunzanus ciayx0s1 JOY 0
Tema 3 | B opraHax rocyJaapCTBEHHOU 14 1 1 12
Y MYHUITUNATEHOW BIACTH
Tema 4 | IlpaBuia odopmiieHus 14 1 1 12 0
JOKYMEHTOB
Tema 5 | TexHOIOrMM peTHCTpaLUU H 0
KOHTPOJIS UCTIOTHECHUS 14 2 12
JOKYMEHTOB
Tema 6 | Opranuzanus paboTHI C 0
JUYHBIME 00paIIeHUsIMU 14 5 12
TpaX<J1aH B OPTaHbI BIACTH U
yIpaBJICHUSI
Tema 7 | Opranuzanus cimyx00it JJOY
TEKYIIETO XpaHeHUs
nokymeHToB. [locTpoeHue 14 2 12
HOMEHKJIATYPBI JIeJI. APXHUBHC
XpaHeHHe JOKYMEHTOB
Tema 8 | JIuHrBUCTHYECKHE
0COOEHHOCTH TEKCTa
JOKyMeHTa Jlornueckue 14 2 12
OCHOBBI PEIaKTUPOBAHUS
JIOKYMEHTa
ITpoMexyTouHas aTTecTanus 4 3auer
Beero: | 108 4 12 92 33E

Hpumeuanue: 4 — opmwi mexyweco xommpoas ycnesaemocmu: onpoc (0O), mecmuposanue (T),
xkoumponvhas paboma (KP), konnoxeuym (K), acce (3), peghepam (P), oucnym (1) u op.

3.2 CopeprxaHue JUCHUILIHHBI (MOTYJIs1)

TEMA 1: Wcropusi pa3BHUTHSI 1eJIONPOU3BOJACTBEHHOIl M ceKpeTapckoi ciay:xobl B Poccun
IIpo0aemsl pocta 1okymMmeHT0060poTa. OcobeHHOCTH JOKYyMeHTOB B I'MY.

Tpu nepuona pa3BUTHS AETONPOU3BOACTBEHHON U ceKpeTapcKkoil ciryx0bl B Poccuu. Ilpukaznoe
nenonpousBoAcTBo (15-17 Bek). TexHomorus cosgaHus JAOKyMEHTa B mpukaze. CBHUTKOBOE
nenonpou3BoicTBo. Komnexxckoe nemonpounsBosictBo (18 Bek). I'enepanbublii pernament 1720
roja. BBeneHue ynHa CeKpeTapcKkoro U CTpyKTypsl Kanuensipuu. Co3ganue apxuBoB. Beenenue
nporenypsl peructpannn. Co3naHue reHepalbHBIX (GOPMYISIPOB JJISI OCHOBHBIX JOKYMEHTOB.
HcnonuutenbHoe aenonpou3BoaAcTBO (19 Bek). YBennueHUE KONMMYECTBA THIIOB JIOKYMEHTOB.
VYcnoxkHeHHEe TEXHOJIOTHU paboThl ¢ pokyMmeHTamu. Co3nanue B Poccum MIKONBI CEKpeTapei.
[TocnepeBomtonnonHast pepopma B 061acT paboThl ¢ JOKyMEHTaMu (COBETCKHUH mepuon). Mnes
BBEJICHUSI OE3pEerucTpalliOHHOrO JIeJIONPOU3BOJCTBA. Pa3BUTHE COBPEMEHHBIX TEXHOJOTUMN



paboTBl ¢ JOKYMEHTaMH B TOCJAEBOEHHBIN Tmiepuon 20-ro Beka. TEHACHIMH pPa3BUTH
JIeI0NpPON3BOJICTBA B 21 Beke.

[Tonsitue  ’mokymeHTo000poT”. TeHAeHIMHW  pa3BUTHUS  JOKyMeHTooOopoTa. Ilonsatue
“uH(popManuonHoro Oapeepa”. IIpoOiembl, MOpOXKIaeMble POCTOM JOKYMEHTOOOOpOTA.
[Tpuuunbl pocta OOKyMEeHTOOOOpoTa. OOBEKTUBHBIE NPUYMHBI POCTa JIOKYMEHTOOOOpOTa
CyObeKTUBHBIE  TPUYMHBI  pocTa  JAOKyMeHTooOopota.  CmocoObl  perylupoBaHHS
JIOKYMEHTO000pOTa.

TEMA 2: TCAOY. YCOP/. Yuudukauus, popMaanu3amusi, CTAHIAPTH3ALMS JOKYMEHTA.

Uctopust cozmanmst I'CHAOY. Beenernwe ['CAOY - rapaHTus ONTHMaIbHOCTH pabOTHI C
JOKYMEHTaMH B OpraHu3anud.  YHUQHUIMPOBAHHAS  CHCTEMa  OpraHU3aIlMOHHO-
pactopsANTENLHOM AeATeIbHOCTH. Y HUPUKALUS TeKCTa TOKyMeHTa. Tpu criocoba yHubHUKamm
Tekcra: Tpadaper, aHkera, Tabmuna. TpeboBanus k Tpadapery. TpeOoBaHUS K aHKETe.
TpeboBanwus k Tabymie. @opmanu3anus nHGOpPMAIUU B cucTeMe yrpasieHus. CtangapTu3anus
JIOKYMEHTA.

TEMA 3: Cnoco0bl paunoHaIM3auMu JAeJ0NPOou3BoACTBA. Opranmsauus ciay:xool JOY B
OpPraHax rocyJapCcTBeHHOH M MYHMUIMIIAIbHOH BJIACTH.

KoMMyHMKaTHBHas cUCTEMa OpraHu3aluu. PyKoBOAWTENb - KOMMYHUKATUBHBIM LEHTP
OpraHu3aluy. WNudopmannonnsie Heperpy3Ku PYKOBOAMTEIIS. OnTummnzanus
JOKYMEHTOIIOTOKOB B oOpraHu3zauuu. Ontumuzanus BXOASIIUX JOKYMEHTONIOTOKOB. Meron
IPEBAPUTEIILHOTO  PACCMOTPEHUsT JOKyMEHTOB. CocTaBisiolMe YCHEIIHOCTH MeETOoJa.
OnTumuzanus UCXOASINX TOKyMEHTOIIOTOKOB.

CozlaHue KOMIUIEKCHBIX JOKYMEHTOB. JlenerupoBaHue IpaBa MOJNUCH YacTH JIOKYMEHTOB.
BBenenne u pacnpocTpaHeHue Oe3JOKYMEHTHBIX (opm aenoBoro oOmieHus. OnTuMH3anus
BHYTPEHHUX JIOKYMEHTOIIOTOKOB. MeToJl ympaBieHUs 1O OTKIOHEHUsM. Ontumuzanus
UH(POPMALIMOHHOTO 00ecreueH s OpraHu3alny.

TEMA 4: IlpaBuia opopmieHusi 10KyMEHTOB

[TpaBuna opopmienus qokyMeHToB. PekBusutHslil coctaB fokymenta. [OCT 6.30-2003.
[Tonstne «pexkBm3uT». COCTaB pPEKBU3UTOB JOKYMEHTOB. biank pokymenta. @opmyisip
nokymeHTa. [IpaBuna opopmileHUs] peKBU3UTOB JOKYMEHTOB: rocynapcTBeHHbIN repod PD, repod
cyobekta P®, smbOnema opraHuzanuu, KOJbl OpraHu3aluu, KoJX (OpMBI JTOKyMEHTa,
HanMeHoBaHue opranuzaiuu, MHH, cnpaBounble 1anHbIe 00 OpraHu3aiiy, HaMMEHOBAHUE BU/IA
JOKYMEHTA, JlaTa ¥ HOMEp IOKYMEHTa, CChUIKA Ha JaTy U HOMEp JTOKYMEHTa, MECTO COCTABIICHHSI
WIA UW3JIaHUsT JIOKyMEHTa, Trpud orpaHuyeHus JOCTyna K JOKYMEHTy, aapecar, rpud
YTBEP)KICHHUS JTOKYMEHTa, PE3OJIOIMS, 3aroJIoBOK K TEKCTY, OTMETKa O KOHTpPOJIE, TEKCT
JOKYMEHTa, OTMETKa O HaJIM4YUHM TPWIOKEHHH, MOANUCh, TI'pu( COIVIACOBAHUS, BU3BI
COTJIACOBAHMS, TeYaTh, OTMETKA O 3aBEPEHHM KOIHMH, OTMETKa 00 WCIIOJHUTENE, OTMETKa O
HalpaBJI€HUU JOKYMEHTa B Jell0, OTMETKa O IMOCTYIJICHUH [OKyMEHTa B OpraHHU3alMio,
AIIEKTPOHHBIN HIIeHTH(UKATOP.

TEMA 5: TexHoJ0ru perucTpauuu 1 KOHTPOJISA HCIOTHEHHS TOKYMEHTOB

Henn w 3amaum co3gaHusl KaHIEISIPUA B OpraHu3anuu. Jlenonpou3BOACTBEHHBIE OIEpaluu,
Npou3BOAMMBIE B KaHuenspuu. IlepBuunas oOpaGorka pgokymeHTa. Peructpauus wu



WHJEKCHpOoBaHUE JokymMeHTa. [loBropHas oOpaboTka mokymeHnrta. CmpaBouyHasi paboTa Mo
NoKyMeHTaM. Tekyliee XpaHeHHE JOKYMEHTOB. Pexum paboTbl KaHUENSpHUM Ha IpHUMEpe
JAHHOTO TojpasfeseHus Bonrorpaackoit obnactHol agmuHucTpanuu. Crneunduka oopaboTku
IIPaBUTEIILCTBEHHON U CPOYHOU KOPPECTIOHACHIIUHY.

Ilenu peructpanuu JOKYMEHTOB B opraHuzanuu. CocTaBisiolue NpOLEdypbl PerucTpaluu.
[Toctpoenne UIIC no noxymentam. Tpu tuma UIIC. Kpurepun Bei6opa ontumansaoit UTIC no
JIOKYMEHTaM B OpraHU3aluH.

TEMA 6: Opranusanusi padoThbl ¢ JJHYHBIMU 00paLleHUSIMU FPAKIAH B OPraHbl BJACTH U
Yunpasienus

Cucrema opraHu3allMOHHO-TIPABOBOM JOKyMeHTanuu. HazHadeHue M coctaB OpraHu3allioHHO-
npaBoBoi JokymeHTanuu. CocTtaBieHue u o(pOpMIICHHE OTAEIbHBIX BHUIOB OpTaHH3aIlMOHHO-
MPaBOBBIX JOKyMEHTOB. CucTeMa pacnopsauTelnbHOM JoKyMeHTauuud. HasHaueHwe u cocrtaB
pacnopsauTenbHOM qokyMeHTauuu. [Ipouenypbl U3gaHus pacrnopsiAUTENbHBIX JOKYMEHTOB Ha
NpUHLMIAX elrHOoHauanus. [Ipouenypsl u3ganus pacoOpsSAUTEIbHBIX JOKYMEHTOB B YCIOBHSIX
KoiiernanbHocTH.  OdopmileHHe pacropsIuTeNbHBIX JOKYyMEeHTOB. CHcTeMa CHpaBOYHO-
WH(MOPMALIMOHHON JOKyMeHTanuu. HasHaueHne W cocTaB CHpaBOYHO-MH(OPMALMOHHON
nokymenrtanuu. CoctaBieHune U 0hopMIICHHE CIPABOYHO-HH(POPMAITHOHHBIX TOKYMEHTOB.

TEMA 7: Opranumzaousi ciayx6o0ii JIOY Tekymero xpaHeHusi AokyMeHToB. IlocTpoeHue
HOMEHKJIATYPbI JieJl. ApXHBHOE XPaHeHHe T0KYMEHTOB

Cnyx0a JOKYMEHTAI[MOHHOTO OOECHedYeHusl ympaBieHHs B opraHusauuu. lLlenb co3manus
ciayx6sl JIOY. 3amaun cioyxOb JJOY. Oynkuuum cioyx6sr  JJOY. Tumsr cayx6 OY B
pa3IUYHBIX OpraHM3alusax. Pacuer koinyecTBa CiayXallux U COTPYIHUKOB ¢ Kareropueit MOII
B ciryx6e JIOY ams pa3iauyuHbIX KaTeropuii OpraHu3aiuii.

TEMA 8: JIuHrBHcCTHYeCKHE OCOOEHHOCTHM TeKCTa JA0KyMeHTa. Jlormueckue OCHOBBI
peJaKTHPOBAHUA JOKYMEHTA

[TonsiTHE JMHTBUCTUYECKOTO aHalIW3a. [EHIACHIMHM DPAa3BUTUSA JIMHIBUCTHYECKOIO aHaIW3a
nokymeHTta. llonsatue “uH@opmanionHoro Oapbepa”. IIpoOnembl, MHOpoKIaeMble POCTOM
JIOKYMEHTOO0O0pOTa U €ro JMHIBUCTHUYECKHM aHaiu3oM. IIpuduHbBI pocTa JOKYMEHTOOOOpOTA.
OObeKTUBHBIE MPUYMHBI JIOTHYECKUX OCHOB PpEJAaKTUPOBAaHUSA JOKyMeHTa. CyObeKTHBHBIE
IPUYHHBI pocTa TOKyMeHToo0opoTa. Crioco0b! peryIMpoBaHus J0KyMEHTO000poTa.

4. MarepuaJibl TEKyLIero KOHTPOJIsl yCIIeBaeMOCTH 00y4arouXxcs

41. ®DopMbl U MeTOAbl TeKYIIEro KOHTPOJSA YCINEeBAEMOCTH OOY4YAKIIUXCHA U
NMPOMEKYTOYHOM aTTeCTAlluN

B xone peanuzanuu nuctmmanasl 51.B.05  «JlokymenTanonHoe obecnieuenue opranoB 'MVY»
UCTIOJIB3YIOTCS CIIEAYIOLINE MEeTOIbl TEKYIero KOHTPOJISI yCIIEBAEMOCTH 00yUaroInXCs:

MeTtonasl TCKYIICTO0 KOHTPOJIA

No mi/mm HanmenoBanme tem (pa3aenoB)
yCIIeBaEMOCTH

Hcropus pazsurus
JEJONPOU3BOICTBEHHON U
CEKpETapCKOU CIIyKObI B

Poccuu [Ipob6nemsr pocta
JlokymeHT0000p0oTa. OCOOEHHOCTH

Tema 1 YcTHBINM Onpoc, TECTUPOBAHKE




JIOKYMEHTOB B I MYVY.

I'C0Y. YCOP/.
Tema 2 YHudukanus, popmanuzanus, Y CTHBIH OMpoC, TUCITYT
CTaHIapTU3aIUs JOKYMECHTA

Opranuzanus ciyx6s1 [JOY B opranax

Tema 3 roCyJapCTBEHHON M MyHULIUITAJIBHON YcTHBII Onpoc, AUCITYT
BJIACTHU
Tema 4 IIpaBuiia opopmiteHust YCTHBIN 0MpOC, TUCTTYT
JOKYMEHTOB
TexHomornuu perucrpanuu u . .
VcTHBII 0onpoc, pelieHne Keica,
Tema 5 KOHTPOJIS UCIOJIHEHUSA

TECTHUPOBAHUE
JIOKYMEHTOB

Opranuzanust paboThI ¢
JTUYHBIMHU OOpaIIeHUSIMU
TpaKJlaH B OpTaHbl BIACTH U
yIpaBIeHUs

Tema 6 YCTHBINM 0mpoC, KOHTPOJIbHAS paboTa

Opranuzanus cinyx6oit JJOY
TEKYIIETro XpaHeHUs

Tema 7 NOKyMeHTOB. [locTtpoenue
HOMEHKJIATYpHI Jell. ApXUBHOE
XpaHeHue JOKYMEHTOB

YcTHBIN onpoc, penieHue
CUTYaIIMOHHOU 3a/1auu, TECTUPOBAHUE

JIuHrBUCTHYECKHUE
0COOEHHOCTH TEKCTa
Tema 8 nokymMmeHTa Jlornueckue Y CTHBIN OIIPOC, TECTUPOBAHUE
OCHOBBI PEJAKTUPOBAHUS
JIOKyMEHTa

4.2. TunoBble MaTepHAJIbI TEKYILIEr0 KOHTPOJIS yCIIeBAeMOCTH 00yYAIOIIMXCS

TEMA 1: Hcropusi pa3BUTHs /1eJIONPOM3BOJACTBEHHOl M CeKpeTapckoii ciay:xébl B Poccun
IIpo6sieMbl pocTa 10KYyMeHT0000poTa. Oco0eHHOCTH T0OKYMeHTOB B MY,
Bonpocs! 1151 ycTHOr0 onpoca:

1.ITonsTHe memompon3BoACcTBa. Ero BaxkHOCTh B MY,
2 Bo3HHMKHOBEHUE zienonpou3BoacTsa B Poccun u pazsutue I'MYVY.
3 Tlpukasznoe nenonpou3BoaAcTBO. CHcTeMa KOJJIEKCKOTO AETIONpPOon3BoACTBa. CrcTeMa MHHHCTEPCKOTO
nenonpou3BojictBa XIX - Hauana XX BB.
4. Pammonanuzauus ynpasleHHs W jAeionpomsBoactBa B 1917 - 1941 rr. VYmpaBieHue u
JIeIonpou3BoaAcTBO B 1945 - 1990-x rr.
5. CoBpeMeHHBII 3Tan JeIONMPOU3BOJICTBA
Bomnpoce! 11 TecTHpOBaHUSA:
1. YuH cexpeTtapsi, apxuBapuyca, CTpYKTypa KaHLEJISpUs TOSBUINCH B IEPUOLI;
a) IPUKA3HOrO JAEJIONPOU3BOICTRA;
0) KOJUIEKCKOTO JeIONPOU3BOJICTBA;
B) MUHUCTEPCKOTO JIEJIOTIPON3BOICTBA.




2. [Ipuka3Hoe Aea0mporu3BoACTBO B Poccuu
a) 16-18 Beka;

0)15 —16 Beka;

B) 15 —17 Beka,;

r)19-20 Beka.

3. Komnexxckoe mesompounsBoactso B Poccuu
a) 19 Bek;
0) 18 Bek;
B) 17 Bek;
r) 16 Bek.

Bonpocs! qis agucnyra:
1. UcTopus pa3BUTHS AETOMPOU3BOICTBA U POCTa TOKYMeHTO0O0poTa B Poccum.
2. CoBpeMeHHBIE TEHACHIIMH Pa3BUTHS JOKYMEHTO000pOTA.
3. OOBbeKTHBHBIC U CyOBEKTUBHBIC IPUUUHBI POCTa JOKYMEHTO00O0pOTA.
4. CiocoOBI COKpaIeHust JOKYMEHTO000pOTa B OpTaHH3aIIHH.
Bonpocsl 119 TecTHPOBAHUSA:
1. YTBepxneHne JOKyMEHTOB POU3BOIUTCS:
a) IPOCTaBJIEHUEM I'pU(a WIN U3IaHHEM CAMOCTOSITEIBHOTO PACHOPSIIUTEIBHOTO aKTa,

0) mnoamMcaHWeM MJIM TIPOCTaBJeHWeM Trpuda, WIM WU3TaAHHEM CaMOCTOSITEIbHOIO

PACHOPSIUTETBHOI0 AKTA;

B) IpOCTaBJIEHHEM I'prda IIPpHU 0OJHOBPEMEHHOM H31aHUH CAMOCTOSATENBLHOTO PACIIOPAIUTEIBHOTO

aKTa,

I') TMOANMCAHUEM M TPOCTaBICHUEM rpuda MpH OAHOBPEMEHHOM H3IAHHHU CaMOCTOSATEIBHOTO

pacropsAUTENBHOIO AKTa,;

2. Jlenonpou3BOICTBO U JIOKYMEHTAI[MOHHOE 00ECIICUCHUE YITPaBJICHUS:
a) pa3IuyaroTcs 00JIACTIMU UCTIONb30BAHMS;

0) HICHTUYIHBIC TTOHATHS;

B) pa3jiM4aOTCsl BUIAMH OTePAIHii;

I') pa3jIMyaroTCs IO BHJIAM OpPraHU3aIliii, B KOTOPBIX UCHIOIb3YOTCS.

3.JIoOKyMeHT onpeeNseTcs Kak:
a) HOCUTEJIb MH(DOPMALINU B CUCTEME YITPABIICHUS;

6) I/IHq)OpMaIIHH Ha MaTepUAJIBHOM HOCHUTEJIE C¢ PpPEKBU3UTAMHU, MMO3BOJANIINMHU

ee HICHTUPUIHPOBATD;
B) KaUueCTBEHHAsI XapaKTEPUCTUKA YIPaBICHYECKOW HHPOpMaIIH;
I') CBEACHUs, MOATBEpXkaaronue pakT 00bEKTUBHOM NCHCTBUTEIBHOCTH.

TEMA 2: I'CAOY. YCOP/. Yuudukauus, popMaanu3amusi, CTAaHIaAPTH3ALMS TOKYMEHTA.
Bonpocsl aj1s1 ycTHOTO onpoca
1. Conmepxanme TOHITHA “‘yHHbUKanus®, ~cTaHmapTuzanus’, dopMamu3zamus’
ocobennocts B 'MY.
VYHudukanus Tekcta JOKyMEHTa: aHKeTa, TpadapeT, Tabiunna.
Tpadaper kak criocob® yHUPHKAIINY TEKCTa JOKyMEHTA
AHKeTa Kak croco0 YHHU(HUKaLUU TEKCTa JOKYMEHTa
Tabnuua kax croco0 yHU(pHKAIKUK TEKCTa JOKYMEHTa

agkrwn

Bomnpocs! 115 TecTHpoOBaHUS:

1. 3nanus : Ciyxo6a JJOVY, B uneane, noguuHsIeTCS:
a) HaNPsMYIO PYKOBOJUTEIIIO;

0) 3aMECTHUTEIIO0 PYKOBOIUTEIIS;

B) HaYaJIbHUKY OT/ENa KaJpOB;

I') HAYQJIbHUKY I0PUIMYECKOM CITYKOBI.

n HX



2. YCOP]I sBnstercst:

a) yIpaBJIeHUEM CUCTEMON OpraHU3allMOHHON IeITeIbHOCTH;

0) yCOBEpPIICHCTBOBAHUEM OPTraHU3AIMOHHOM JEeSITeILHOCTH;

B) YHU(DHIIMPOBAHHOW CUCTEMOM TOKYMEHTOB;

I') YHABEPCAJIBbHON CUCTEMON OpraHu3alMOHHO-PACIOPAINTEILHON JOKYMEHTAIIHM.

3. I'CA0Y - sro:

a) TPaXKIAHCKasi CHCTEMa IOKYMEHTAIHOHHOTO 00ECIICYEH S YIIPABICHHS,;

0) reHepasbHas cUCTEMa JOKYMEHTAI[MOHHOTO 00SCIIeYeHHUS YIIPABICHUS;

B) TOCYJIApCTBEHHAS CHCTEMA TOKYMEHTAIHOHHOTO 00eCneYeH s YIIPABICHUS;

I') TOC-MYyHUIIMIIATbHAS CUCTEMA JOKYMCHTAIIMOHHOTO 00ECIICYCHUSI YITPABICHHSL.

4. Tpu criocoba yHU(PHKALUN TEKCTa JOKyMEHTA:

a) Tpadaper, aHKeTa, Ta0IHIA;

0) cxema, rpaduK, KapTa;

B) oneporpamma, ans06om (opm, MappyTorpamma;
r) TpadapeT, aHkera, Tabmuma, rpaduk.

5. TekcT aHKETHI CLIELMAIMCTEI Ha3bIBAIOT:
a) HECBSI3aHHBIM;

0) pa3opBaHHBIM;

B) aCHHTAaKCUYECKUM;

') COKpAIICHHBIM.

TEMA 3: Cnoco0bl paunoHaaIu3aluu JAeJ0Npou3BoAcTBa. Opranmsauus ciay:xool JOY B
OpPraHax rocyiapcTBeHHOH U1 MYHMUIMIIAILHOMH BJIACTH.

Bonpocsl A1 ycTHOro onpoca

1. Kowmmonents! cucteMsl JJOY, ux B3aUMOCBSI3b U B3aUMO3aBHUCHMOCTb.

2. Cucrema 'MVu ee anementsl. OcoOeHHOCTh QPyHKIMOHUPOBaHUs cinyx0bl JJOY B opranax
rOCyJapCTBEHHON U MyHUIIMNANbHOH Binactu B POD.

2. [Tapametpsi stanonnoit moaenu CJIOY B opraHu3aiiii 1 Opranax BIacTH.

3. ObocHOBaHKE 3HAYUMOCTH M HeoOXoauMmocTH panuoHanmuzanuu JOY B opraHmzanusx u B

cucteme I'MYV.

TEMA 4: IlpaBuia opopmiieHust 10KyMEHTOB

el AN

Bomnpocsl AJist ycTHOro onpoca

PekBU3UTHI YIIpaBIEHYECKUX JTOKYMEHTORB U MPaBUIIa UX 0POPMIICHUS
[TpaBuia ohopmMiIeHHsI PEKBU3UTOB 3aroJIOBOYHON 4aCcTH

[IpaBwita opopmiteHUs pEKBU3UTOB OCHOBHOM YacTH

. IIpaBmuia opopMieHUS pEKBU3UTOB 0(OPMIISIONIEH JacTH

Keiic-3aganus:

1)
2)

3)

BriOparp m1000# JOKYMEHT B OpraHax rocyJapCTBEHHOW M MYHMIMNAIBHOW BJIACTH U
MPABUJIBHO €r0 COCTaBUTh U OPOPMUTD.

Ha cocraBnenHoM u 0pOpMICHHOM JOKYMEHTE yKa3aTh M pacHu(poBaTh HMEIOIIHECs
PEKBU3UTHI COTJIACHO JEHCTBYIOIIEMY 3aKOHOIaTENbCTBY PO.

Ha caiite opraHoB MeCTHOro camMoympasieHus TI. Boiarorpaza HaWTH JOKyMEHT
MYHMIIMIIAJIBHOTO YPOBHSI U OXapaKTepU30BaTh OCOOEHHOCTH €ro COCTaBJIEHUS,
PEKBU3UTHBIN COCTAB, FOPUAUYECKYIO CHUILY U KaT€rOpHUIO.

Tect:

1. CBuTKOBOE CTOJIOIIOBOE IETOMPON3BOIACTBO CHOPMUPOBATIOCH B TICPHUO;:
a) MPUKA3HOTO JIeJIONPOHU3BOICTBA;

0) KOJIISKCKOTO JICTONPOU3BOICTBA;

B) MHHUCTEPCKOTO JIEJIONPOU3BOJICTBA;




I‘)I/ICHOJIHI/ITGJILHOI‘O ACIOIPOU3BOACTBA.

2. OCHOBHBIC IPUYMHBI POCTA IOKYMEHTOO0OPOTA SIBJISTFOTCS:
a) palMOHALHBIE, HPPAIIMOHABHBL;

0) peryanupyemsble, HEperyIupyeMbIe;

B) OOBEKTUBHBIMU U CyOhEKTUBHBIMU;

T') HEraTUBHBIC, TO3UTHUBHEIC,

3. JJokyMeHTOO00pOT onpeaenseTcs Kak:

a) COBOKYIHOCTh B3aMMOYBSI3aHHBIX MPOIENYp, 00SCIeYNBAIONINX JBWKECHHE JOKYMEHTOB B
YUPEIKICHUM;

0) IUPKYJSIIKS TOKYMEHTOB OpraHU3aliHN;

B) IOKYMEHTBI OpraHU3all1, HAXOAAIIHECS B IBHKECHHUH;

T') TOKyMEHTOOOMEH OpraHHM3aliy C BHEIIHEeH WH(GOPMAIIOHHONW Cperoi, 00ecreunBaomuni ee
s dexTrBHOE (YHKIIMOHUPOBAHHUE.

4. TenpeHINU pocTa JOKYMEHTOO00pOTA SIBISFOTCS:
a) TIO3UTHUBHBIM SIBIICHHEM COBPEMEHHOCTH;

6) HCraTUuBHBIM ABJICHHEM COBPEMCHHOCTH,

B) HETAQTHBHBIM SIBIICHHEM PAa3BUTHS [IMBIIIN3ALINH;
T') TIO3UTUBHBIM SBIICHUEM Pa3BUTHS [IUBIIH3ALUH .

5. O0OBbEeKTHBHBIC IPUUMHBI POCTa IOKYMEHT0000pOoTa

a) popMHPYIOTCA IO BOJIE U JKETAHHIO JTFOJICH;

0) (hopMUPYIOTCS IOMUMO BOJIH M XKEJIAHUS JIIOJICH;

B) (opMupyroTcs o Boje TOCCTPYKTYD;

r) hopMUPYIOTCS IO BOJIE TOCCTPYKTYP M JKETAHUIO TFOACH.

6. CyObeKTHBHBIE IPHYUHEI POCTa JOKYMEHT0000pOoTa

a) opmupyrorcs Gnaronapsi aAIMUHUCTPATUBHBIM JICHCTBHAM JTFOJICH;
0) dopmMupyrOTCH 10 BOJie CyOBEKTOB rOCYAapCTBa;

B) (opmupyroTcs 1o Boe CyOBEKTOB YIIPaBIICHUS;

r) (hopMHPYIOTCS 110 BOJIE M XKETAHHIO JIOCH.

TEMA 5: TexHo10rH1 perucTpanuy M KOHTPOJISI HCTIOJHEHHSI TOKYMEHTOB
Bomnpocsl 151 ycTHOro onpoca

1. Cucrema opraHu3allMOHHON JOKYMEHTALIMH.

2. Cucrtema pacnopsiANTEIbHON TOKYyMEHTAUU.

3. Cucrema uH(MOPMAIMOHHO-CIIPABOYHOM JJOKYMEHTAIIHH.

BOH[)OCI:I AJIAA JOMOJTHUTEJIBbHOI0 PAaCCMOTPEHHUA TEMbI

1) Kakue 10KyMEHTbI HEOOXOAMMO KOHTPOJIUPOBATH

2) CpoOKH HCIIOJHEHUS JOKYMEHTOB

3) OOoOmeHne, aHanMM3 W WUCIOJIB30BAaHUE JAaHHBIX 00 HCIIOJHEHHM JIOKYMEHTOB B YCIIOBHSX
TPaJUIIMOHHON U aBTOMAaTH3MPOBAHHON TEXHOJIOTHH 00Pa0OTKH JIOKYMEHTOB.

Bomnpocsl 115 mpoBeaeHns1 KPYIJIoro cToja:
B uem 3HaueHue perucrpanuu JOKyMEHTOB?
KakoBbI (hopMBI 1 IOPSIIOK PETUCTPALINU JIOKYMEHTOB?
Kaxkue MoryT ObITh MECTa PETUCTPALIUU IOKYMEHTOB?
Heob6xomumbl i (hOpMbI aBTOMATH3AIUN PETHCTPAIIMU JOKYMEHTOB?
Bompocs! 1o conepkaHnio yIeOHOH TEMBI:
Uro Takoe HaeKcalus JOKYMEHTOB?
Kaxk opranuzoBaTh cripaBOYHO-UH(POPMAIIMOHHYIO paboTy C TOKyMEHTaMu?
Kakwne OpIBarOT >KypHaIIBI pETUCTPAIIMH JOKYMEHTOB?

cONo AWM



Bomnpoch! 115 Tecra:

1. Croco6oM parroHamu3anud JOKyMEHT0000poTa MOYKHO Ha3BaTh
a) METOJI YIIPABJICHUS 110 OTKIIOHCHUSIM;

0) KOJIMYECTBEHHBIN aHAJIN3 JOKYMEHTO000pPOTa;

B) CUTYaTHBHBIN aHATN3 JOKYMEHTOO00pOTa;

I') KAYECTBEHHBIN aHAIH3 IOKYMEHTO000pOTa.

2. Ontumu3anus TOKyMEHTOO00pOTa B OpraHH3aIyy MPU3BaHa
a) 3aMeUTHTh U COKPATHTh TOKYMEHTOOOOPOT;

0) COKpaTUTh TOKYyMEHTOO0OPOT;

B) YCKOPHTH JOKYMEHTOO0OPOT;

') COKPaTUTh U YCKOPUTH JTOKYMEHTOOOOPOT.

3. MeTop npenBapuTEILHOTO PACCMOTPEHUS TOKYMEHTOB IIPUMEHSIETCSI B OTHOILICHUN
a) BXOJAIIETO TOKYMEHTOIIOTOKA,

0) BHyTpEHHETO TOKYMEHTOITOTOKA;

B) UCXOJISIIIETO IOKYMEHTONOTOKA;

T) TF000T0 JOKYMEHTOIOTOKA.

4. Meton ynpaBJeHHs 110 OTKIIOHCHUSIM
a) BXOZSIIETO JOKYMEHTOIMOTOKA;

0) BHyTpEHHETO JJOKYMEHTOITOTOKA;

B) UCXOJAIIETO TOKYMEHTOIIOTOKA;

I') J1000T0 JIOKYMEHTOMOTOKA.

5. Pabora ¢ koHpuaeHNInanpHON HHpOpManel BKII0YaeT B ceOst:

a) TEXHMYECKUE acnekThl odecnieuenus KU;

0) TeXHUYECKHE U HOPMATHBHO-TIPABOBbIC acleKThl ooecreueHus KU,

B) OpTraHM3alMOHHBIE acnieKThl obecnieuenus KU;

I') TEXHUYECKHEe, OPraHu3allMOHHbIE 1 HOPMAaTHBHO-NIPABOBBIE actieKThl obecneueHns KU.

6. ABTOMaTH3HUPOBAHHBIN JIOKYMEHTOOOOPOT MPHU3BaH HA COBPEMEHHOM JTare:

a) TIOJIHOCTBIO 3aMEHHUThH OYMasKHBIH;

0) mpoay0JIMpOBaTh OYMaXKHBIH;

B) pa3lelUuTh ¢ OyMa)XHBIM JJOKYMEHTOIIOTOKH (BXO/ISIINE, UCXO/SIINE, BHYTPCHHHE)

I') pa3/IeanuTh ¢ OyMaXHbIM HH()OPMAIIMOHHBIE TIOTOKH (YacTh JIOKYMEHTOB - DJIEKTPOHHbIE, YaCTh

- OyMaKHbIC)

TEMA 6: Opranu3anus padoTbl ¢ JJHYHBIMHU 00PALICHUSIMH IPAKIaH B OPraHbI BJIACTH H
Yunpasienus
Bonpocsl 17151 ycTHOTO onpoca
1. OcobGeHHOCTH TIPABOBOTO PETYINPOBAHMS ITOAAYN OOpaIeHu rpakaad B PO
2. Bunasl oOpaiieHuii rpaXkaaH U UX XapaKTepUCTHKA
3. IIpouenypHo-nipoueccyaibHble CPOKA (OPMHUPOBAHMSA, COCTABICHUS M MOJaud oOpamieHui
IrpaKJaH B OpraHbl FOCYJAPCTBEHHON M MyHHULIMIIAIBHOU BitacTu Poccuun

TemsI pedpepaToB:

1) O6parenust rpaxaan Kak GopMa BOJCH3bBICHUS HACCICHHS

2) IIpaBoBO€ TOCYIapcTBO B COBPEMEHHBIX YCIOBHSIX PeOPMHUPOBAHUS TOCYIAPCTBEHHOTO U
MYHHLMIIAIBHOTO YIIPABJICHUS U MPaBa IPaK/1aH

3) Pe3ynbTaTWBHOCTH U 3HAYUMOCThL OOPAICHUI TPAXKIAaH B YCIOBUIX (DOPMUPOBAHUS €AUHON
CHUCTEMBI IyOJIMIHOM Bi1acTh B PO.

TEMA 7: Opranmsamus ciayxkooi JOY Tekyuiero xpaHeHusi J0KymMeHTOB. IlocTpoeHue
HOMEHKJIATYPbI [1eJl. ADXHBHOE XpaHeHHe T0KYMEHTOB
Bonpocsl 1715 ycTHOTO onpoca



1. ®Dopwmsl u cTpyKTypa ciryx061 1OY

2. Tlonoxenue o ciayxoe 10Y

3. JHomxHOoCTHO# cocTas ciayx0b1 JJOY

4. JIomKHOCTHBIE HHCTPYKIIMU

5. ®opwms u cTpykTypa ciyx0b1 JJOY

1. [onstue ”neno”. IlpuzHaku 3aBeieHUs €.

2. TexHomorus co31aHus HOMEHKJIATYPhI B OpTaHH3aIIH.

3. BHenpenne HOMEHKIIATypHI JIelT.

4. AHanmu3 KOHKPETHOW HOMEHKIIATYPbI JeJl - CAMOCTOSITeIbHas paboTa.
5. TexHonOrHs civcaHus JOKYMEHTOB B apXUB. DKCIIEPTU3a IEHHOCTH JOKYMEHTOB.
6. OcobernocTy ohopMIICHHS apXUBHOTO JIeyIa.

7. OyHKIMM apXHUBa B OpraHU3aLUH.

8. OcobeHnHoCTH PaboThI C apXUBHOM HHpOpMaLUEit

TEMA 8: JIuHrBHCTHYeCKHE OCOOEHHOCTHM TeKCTa JO0KyMeHTa. Jlormueckue OCHOBBI
PeJaKTHPOBAHUA JOKYMEHTA
Bomnpocs! 17151 yecTHOTO 0mpoca
1. Anamu3 TekcTa JIOKyMEHTa: CHCTEMAaTHYeCKHH, WCTOPHYECKUH, aHAINTUYCCKHIA,
(hyHKITMOHANBHBIIN U TMHTBUCTHYECKUH.
2. JIuHrBHCTHYECKHE OCOOCHHOCTH TEKCa JOKYMEHTA.
3. OmmOku, BCTpeuaeMble B TEKCTaX JOKYMEHTOB JOJKHOCTHBIX JIUI] TOCYIaPCTBEHHOM BIACTH
¥ MECTHOTO CaMOYIIPaBJICHHSI.
Bonpochl 15151 TecTUPOBaHUA:
1. AI3BIK JOKYMEHTOB OTJIMYAET:
a) 00pa3HOCT W Pa3HOOOPa3He SA3BIKOBBIX CPEJICTB;
0) TOYHOCTB M CY)KE€HHE JTHana30Ha S3bIKOBBIX CPE/ICTB;
B) HCITIOJIb30BaHUE MPOPECCUOHATN3MOB;
T') HCIIOJIb30BaHUE JUATICKTU3MOB.

2. Kakas ¢paza HeyMecTHa B JOKYMEHTE M HYXKJIAETCS B peIaKTHPOBAHUU:
a) «IIPOCUM YyCKOPHTH PEIIeHHE BOIPOCa...»;

0) «3a HeOOOCHOBAaHHBIN MTPOTYIL...»;

B) «IIpeacTaBbTe Bamm npeioxkeHus B yka3aHHBIE CPOKH...»;

T') KKOHTPOJIb UCIIOJTHEHHS BO3/IaraeTcs. ..»

.3. OnTumu3anys JOKyMEHTO000pOTa B OPraHU3alliy, B IEPBYIO OUepeb, ABIAETCS QyHKIHEH:
a) PyKOBOIMTEIS OPTaHU3aIliH;

0) ciyx6ut 1OV

B) BCEX COTPYAHHUKOB OpraHU3aLuH;

T') PYKOBOJAUTENEH CTPYKTYPHBIX MTOAPa3ACTCHHIM.

4. OpraHu3alMOHHO-PACIOPSIIUTENbHAS TPYIINA JOKYMEHTOB:

a) CYIIECTBYET B KXKJION OpraHU3aIliH;

0) cymiecTByeT B OpraHax BJIACTH U YIPABIICHUS;

B) CYIIECTBYET B TOCYIaPCTBEHHBIX YUPEIKICHHSIX;

T') CYIIECTBYET B TOCYJAPCTBEHHBIX U MYHHUITUTIAIIEHBIX YUPEKICHUAX.

5. PexBu3uTOM Ha3bpIBaeTCS:

a) DJIEMEHT JIOKYMEHTA;

0) nH(OpPMAIIMOHHEBIH JIEMEHT IOKYMEHTA;

B) HOCHTENb HH(POpMAIIHH;

I') BCIOMOT'aTeNbHOE CPEACTBO O(hOPMIIEHHS JOKYMEHTA.

6. Hocurensimu nabopMaIyu sBIsSIOTCS:
a) Oymara, riacTuK;



0) Oywmara, IIacTHK, BHIICO, aAYIHO - JICHTHI;
B) JIFOOOI MaTepHUaJIbHBII 00BEKT, HA KOTOPOM HaHeceHa HH(MOpPMALSL;
I') Manupyc, nepramexT, oOymara, miacTHK.

7. Benymas 3a1a4a KaHIICISPHH:

a) OPraHN30BaTh M MOJJICPKHUBATE JIOKYMEHTOOOOPOT B OPraHU3AIINH 110 SMHBIM IPABUIIAM;
0) IpoBepsITh PabOTy C JOKYMEHTaMH B OpTaHH3allMK U HAKA3bIBATh 32 HAPYIICHUS;

B) PEKOMEHIOBATh PyKOBOJHTENIO CIIOCOOBI OpTraHU3aIiN JOKYMEHTO000pOTa;

I') MAITUHOTIMCHBIC M SKCTICTUIIMOHHBIC OTIEPAIHH C IOKYMEHTaMH.

8. TexHomorus perucTpamnuu J0KyMEHTOB OBIBAIOT:

a) IICHTpaTN30BaHHEIC,

0) LEHTpAIM30BaHHBIC U ICIICHTPAIN30BaHHbBIC;

B) JICIEHTPAIU30BaHHBIC;

I') ICHTPAJIN30BaHHEIC, JICTICHTPATN30BaHHbIC, CMEIIIAHHBIC.

9. TexHOJIOTHS KOHTPOJISI UCIIOJIHEHUS JIOKYMEHTORB TPEAIOIAracT:;
a) KOHTPOJIb Ka4eCTBa UCTIOTHCHHUS,

0) KOHTPOJIb KAYE€CTBA M CPOKOB MCIIOJHEHU,

B) KOHTPOJIb CO3JIaHUS M OTIIPABKU JOKYMEHTA ajpecary;

') KOHTPOJIb Pa3pEIICHUS BOIIPOCOB, OTPAKEHHBIX B IOKYMEHTE.

10. OmnpeneneHre NOHATHUS «ICIION:

a) Marka ¢ JOKyMEeHTaMUu;

0) JOKYMEHTHI, OTHOCSIINECS K OJTHOU MpoOIieMe;

B) NICPBUYHBIA JOKYMEHTHBIH KOMIUICKC, CTPYIIMPOBAHHBIN 10 KAKOMY-JIM0O0 NPH3HAKY;

I') TIEPBUYHBIA JOKYMEHTHBIH KOMIUIEKC, CTPYNIIHPOBAHHBIA MO HMICHTUYHBIM PEKBU3UTAM
JIOKYMEHTA.

11. Homenkmatypa aen:

a) TOKYMEHT, B KOTOPOM IE€PEUHCIICHBI TJIaBHBIC JIeJIa OpPTraHU3aIlii;

0) JTOKYMEHT, B KOTOPOM NIE€PEUYHCICHBI BCE JIeJla OPraHNu3aliH;

B) IPUMEPHBIA CIIMCOK J1eJI, HEOOXOANMBIX K 3aBEJCHUIO B OpPraHU3aLuHy;
') TOKYMEHTBI, OTHOCAIINECS K OJHOM mpoobieme.

12. ApxuBHOE XpaHEHHUE IOKyMEHTOB HEOOXOIUMO:

a) JUIsl TOBTOPHOT'O MUCTIOJIb30BaHHUS JIOKYyMEHTOB;

0) JIIsl OTYETHOCTH TIePe] BBIIECTOSIMUMH OPTaHU3AIUIMHU;
B) Ha cilydail NpONakKi JJOKYMEHTa B OPraHn3alllu;

r) Ha CIy4ail yrnpa3IHeHUs OpraHu3aluu.

13. OpranuzanuoHHas TpyIa JOKYMEHTOB

a) yCTaB, MOJIOKEHUE, MTPABIIIA, HHCTPYKIIUS;

0) ycTaB, OJIO’)KEHUE, TUTaH, HHCTPYKIIHS;

B) yCTaB, OTYET, paBUiIa, UHCTPYKITHS;

T') YCTaB, NOJOXKCHHE, TPABUIIA, MHCTPYKIIUS, PErIIAMCHT.

14. PacriopsautensHasi rpymnmna JOKyMEHTOB:

a) MIOCTaHOBJICHUE, PACTIOPSDKEHUE, PEIlICHUE, MTPUKa3, YKa3aHHE;

0) yKka3, IOCTAaHOBJICHHE, PACTIOPSKEHHUE, MPUKA3, YKa3aHNe

B) yKas3, IOCTaHOBJICHUE, PACIIOPSDKEHUE, PEIlICHUE, IPHKa3, yKa3aHUe
T') yKa3, HIOCTaHOBJICHHE, PACIIOPSKEHHE, PEIICHHE, TIPUKa3.

15. CnpaBouHo-uHGOpMAIOHHAS TPYIINa JOKYMEHTOB.
a) JOKJIaJ(Has 3alucKa, aKT, IPOTOKOJ;

0) moroBop, ciyxeOHasl 3aIMCcKa, HHCTPYKLIUS;

B) CIIpaBKa, yKa3aHUe, 3asBICHUE;




T) TenerpaMma, TeneoHorpaMma, yka3aHue.

16. [IpaBuna odopmieHust pekBu3uTOB, oTpaxkeHHsie B [OCT P 2016 T.
a) HoCAT 00sA3aTeNbHBIN XapakTep;

0) HOCSAT PEKOMECHIATCILHBIA XapaKTep;

B) HOCAT AUPEKTUBHBIN XapaKTep;

T') HOCSIT PEKOMEHIaTeIbHO-0053aTeBHBIN XapaKTep;

17. Opranmuzanus ciryx6oit JJOY Texymiero xpaHeHus: JOKyMEHTOB.
a) OHO OCYIIECTBIISICTCSA B OTHOIICHUH UCIIOJIHEHHBIX TOKYMEHTOB
0) OHO OCYIIECTBISCTCSI B OTHOILICHUH HEUCIIONMHEHHBIX JOKYMEHTOB
B) OHO OCYIIECTBIISCTCS B OTHOIICHNH JJOKYMEHTOB Ha KOHTPOJIE

') OHO OCYILECTBIISIETCSI B OTHOILIEHHH POCPOYECHHBIX JOKYMEHTOB

18. Tpuka3 - OCHOBHO# pacnopsIUTENbHBIN JJOKYMEHT B OPraHU3aI|H. BUJIbI IPUKA30B:
a) 10 INYHOMY COCTaBYy, OTIEPATHBHOMN EATEIbHOCTH;

0) [0 TUYHOMY COCTABY, XO3IHCTBEHHOM JICATEIbHOCTH;

B) KaJpOBBIC, IO TEKYIIEH NeSTeIbHOCTH;

T') 10 IUIHOMY COCTaBy, OOIIeH NesTeNFHOCTH;

19. TekcT aKTa COCTOUT W3:

a) 000CHOBBIBAIOIIEH, KOHCTATUPYIOIIEH, PEKOMEHAYIOIIEeH YacTH;
0) BBOJTHOH, (haKTHUECKOH, PEKOMEHTYIOIIEH YacTu;

B) BBOJIHOM, KOHCTATUPYIOIIECH, HTOTOBOM YaCTH;

T') BBOJHOH, KOHCTATUPYIOIIEH, pEKOMEHTYIOIIEH YacTH;

20. JloxmanHas u city)xeOHas 3aMCKU:

a) B 3HAUUTEIHLHOHN CTETeH! UACHTHYHBI TI0 OOPMIICHHIO U COJICPIKAHHUIO;
©) MPOTHUBOITOCTABJIEHBI TI0 O)OPMIICHUIO U COIEPKAHHIO;

B) 110 0(hOPMJICHHUIO COBIAJIAIOT, 110 COJCPIKAHUIO MPOTUBONOCTABICHBI;

T') HACHTHYHBI 110 COACPKAHMIO, PA3INIAIOTCS IO OPOPMIIEHHIO;

21. TpeboBanus K 0OPMIICHHUIO OOBICHUTEILHON 3aITUCKU:
a) cocTaiisieTcs OT IepPBOro JIUIA

0) cocTaBIseTCS OT TPETHETO JINIIA;

B) COCTABIISIETCS OT TPYIIITBI JIHII;

T') COCTaBISIETCS OT HAPYLIUTENS TUCIIUILTHHBL.

22. TpeboBanus K 0()OPMIICHHIO ITOCTAHOBIICHUSI.

a) COJIEP)KUT KOHCTATUPYIOIYIO U PaCTIOPSAUTENLHYIO YaCTH;

0) colepKUT 000CHOBBIBAIOTYIO, KOHCTATHPYIOIIYIO ¥ PACHOPSAUTEIbHYIO YacTH;
B) COZIEPKUT PAa3bICHUTENbHYI0, KOHCTATUPYIOLIYIO U PACHIOPSIUTENbHYIO YacTH;
T') COAEP>KUT 0OOCHOBBIBAIOILYIO, KOHTPOIUPYIOILYIO U PACIIOPIJUTENbHYIO YacTH;

23. TpeboBanus K 0HOpMIICHHIO HHPOPMALTUOHHO - AHATTUTUYECKOH 3aITUCKH.

a) HOCUT PEeKOMEHIaTeJIbHbIN, Hay4YHO-MCCIIeJ0BATENLCKHIM, TIOSICHSIOLINA XapaKTep;

0) HOCHT PEeKOMEHIATENbHBIN, MOSICHAIOMNN XapaKTep;

B) HOCUT PEKOMEHIaTEIbHBIN, UCCIIEA0BATENbCKHA, TIOSCHSIOUINHI XapakTep;

I') UCTIONIB3YETCS IS NIepeiay He0OX0AMMOM HHPOPMALIH B LIETSIX pa3pelieHns mpoOieMbl.

24. TpeboBanus K 0hOPMIICHHIO TPOTOKOIIA!

a) 4YaCTH TEKCTA: BBOIHAS(CIYIIIANN - BRICTYITWIIA-PEIINIIN ), OCHOBHAS ;

0) 4acTH TEKCTa: MOBECTKA JTHS, OCHOBHAS (CIYIIAIHU-BBICTYIIIIN-PEIIHIIN);
B) 4aCTH TEKCTa: BBOAHAS, TIOBECTKA JHS, CBEACHHUS O MIPUCYTCTBYIOIIUX ;
I') YaCTH TEKCTA: BBOJHA, OCHOBHAS (CIYIIAIN-BhICTYIUIN-DEIIMIIN).

25. TpeOoBaHus K 0OPMIICHHIO JOTOBOPA:



a) 00s13aTeTbHOE KOJIMYECTBO YIACTHIUKOB CTOPOH — JIBA;

0) 00s13aTeIPHOE KOJMIECTBO DK3EMIUISIPOB — JIBA;

B) 00s13aTebHOE YKa3aHUE OTCHUIOK K 3aKkoHaMm P®D;

r) o0s3aTenbHOE 0hopMIIEHHE PEKBU3UTHOTO MUHUMYMa JIOTOBOPA;

26. AHHYJIMpOBaHHE IOKYMEHTA!

a) pacnpocTpaHseTcs Ha Oy IyInue IOCIeACTBUS JOKYMEHTa,

0) pacmpocTpaHsieTcsl Ha YK€ HACTYIHBILHE ITOCIIE/ICTBHUS JOKYMEHTA,

B) pacrpocTpaHsiercs Ha Oyayniye U y)ke HACTYIMUBIINE NOCIACCTBHS JOKYMEHTA;

F) PacpoCTpaHiaACTCA Ha NOTCHIUAJIbHBIC MOCICACTBHUA JOKYMCHTA,

IxaJia oneHUBaAHUA

YcTHBbII onipoc

VYpoBeHb 3HAHW, YMEHHH ¥ HaBBIKOB OOYYalOLIErocs IpU YCTHOM OTBETE BO BpeMs
MPOBEJICHUS TEKYIETO KOHTPOJIS onpenensercs Oamramu B quana3one 0-100 %. Kpurepusvu

OLICHUBAHUA I1IpHU IMNPOBCACHUU YCTHOI'O

ornpoca ABJACTCA ACMOHCTpalusad  OCHOBHBIX

TCOPCTUICCKHUX HOHO)KCHHﬁ, B paMKax OCBanMBacMOi KOMIICTCHIWH, YMCHHC IIPUMCHATH

IMNOJIYYCHHBIC 3HAaHUA Ha IPAKTHUKE,

OBJIAJAICHUC HaBbIKaMM aHAJIM3a W CHCTEMATHU3allluu

uH(popManuu B 0071aCTH JOKYMEHTAITMOHHOTO 00ECTICUCHUSI.

[Tpu ouleHUBaHUM PE3YIBTATOB YCTHOTO ONPOCA UCIOJB3YETCs CIEAYIONIAs MIKaJIa OLEHOK:

100% - 90%

VYyammiics AEMOHCTPUPYET COBEPIICHHOE 3HAHNE OCHOBHBIX TEOPETHUSCKUX TON0KCHUH, B
paMKax 0cBaWBaeMOI KOMIETEHINH, YMEET MPUMEHSTH ITOTydeHHbBIC 3HAHNS Ha IIPAKTHKE,
BJIaJIeCT HAaBBIKAMU aHAJM3a U CUCTEMAaTH3aluH HH(OPMAIIIH B OOJIACTH JOKYMEHTAIHOHHOTO
obecneuenus: cucteMel TMY

89% - 75%

Yyamuiics AeMOHCTpUPYET 3HaHUE OOJbIIEH YaCTH OCHOBHBIX TEOPETHUYECKUX MTOJIOKEHHUI, B
paMKax OCBauBaeMOW KOMIIETEHIINHU, YMEET MPUMEHSThH NOJyUYeHHbIC 3HAHUS HA TIPAKTHKE B
OTIeNIbHBIX chepax nmpodecCHoHATBLHON IeATSILHOCTH, BJaIceT OCHOBHBIMY HABBIKAMH aHAJIHM3a
U CUCTeMAaTH3aIuu nHGopManuu B 00JacTH JOKYMEHTAIIMOHHOTO obecnieueHus cuctemsl [ MY

74% - 60%

VYyamnmiicss AEeMOHCTPUPYET JOCTATOYHOE 3HAHNE OCHOBHBIX TCOPETHUCCKUX ITOJIOKEHUM, B
paMKax OCBaWBacMOM KOMIICTCHITUH, YMEET UCIOIh30BATh TOTYICHHbBIC 3HAHMS IS PEIICHUS
OCHOBHBIX MIPAKTUYECKHX 3a[1a4 B OTACIHHBIX cepax MpodhecCHOHANBHOMN NesTeTbHOCTH,
YaCTUYHO BIIaJIe€T OCHOBHBIMHU HABBIKAMH aHAJIM3a U CUCTEMATH3alluu HH(POPMAIUH B 007IaCTH
JOKYMEHTAIIHOHHOTO o0ecriedeHus cucteMel [MY

menee 60%

y‘laIlII/If/'ICH I[eMOHCTpI/IpyeT OTCYTCTBI/IG 3HAHHUS OCHOBHBIX TeOpeTI/I‘IeCKI/IX HOHOH(CHHﬁ, B
paMKax OCBaHBaeMOﬁ KOMIICTCHIIUH, HC yMeeT HpI/IMeHﬂTB l'IOJ'ly‘-IeHHBIe 3HAHUA HA HpaKTI/IKe, HEC
BJIaJICET HABBIKAMH aHAJIN3a M CHCTEMATH3alUi HHOOPMAIIMH B 00JACTH JJOKYMEHTAIIHOHHOTO
obecnieuenus cucreMsl [ MY

TecrupoBanue

YpoBeHb 3HAHWN, YMEHUH M HaBBIKOB OOYYaroIIEerocs NpU YCTHOM OTBETE BO BpeMs
MPOBEJICHUS TEKYIIETo KOHTPOIIs onpeensercss Oamiamu B auamnazone 0-100 %. Kpurepuem
OLICHUBAHMSI TP MPOBEICHNUN TECTUPOBAHMUSI, SBJISIETCS KOJIMYECTBO BEPHBIX OTBETOB, KOTOPHIE
Jlall CTY/IEHT Ha BONpockl TecTa. [Ipu pacuere koinuuecTBa 6auIoB, MOMTyUYEHHBIX CTYJEHTOM I10
UTOTaM TECTUPOBAHMUS, UCIIOIB3YETCs cleayromas popmyna:

5=2100%.
0




rac b — xonugecTBO 6aJ'IJ'IOB, MOJIYYCHHBIX CTYACHTOM I10 UTOT'aM TECCTUPOBAHM,
B — konuuectBo BCPHBIX OTBCTOB, JaHHLIX CTYJCHTOM Ha BOIIPOCHI TCCTA,

O — o011ee KOJIMYECTBO BOIIPOCOB B TECTE.

IIpoBepka Keiica

YpoBeHb 3HaHUM, yMEHM U HaBBIKOB OOYy4aloUIerocsi IMpu MpPOBEpKe Keiica BO Bpems
MPOBEICHUS TEKYIIEro KOHTPOJsl onpenensiercs Oamamu B quanazone 0-100 %. Kputepusmu
OLICHMBAHMSI TPU TPOBEPKE Keilca ABIAETCS JEMOHCTPAllds OCHOBHBIX TEOPETHUYECKHX
MOJIO’KEHUH, B paMKax OCBaWBaEMON KOMIIETECHIINH.

ITpu oleHMBaHUK PE3yIbTATOB PELICHUS Kelica UCIOJb3YETCs CIEAYIONIas MIKala OLEHOK:

100% - 90% | Yyamuiics AEMOHCTPHUPYET COBEPIICHHOE 3HAHNE OCHOBHBIX TCOPETUUCCKUX MOJOKCHUH,
MPAaKTHYECKUX U aHATUTHYECKUX HABBIKOB B PAMKaX OCBAMBAEMOM KOMITETEHIINH.

89% - 75%  |Yuammiicst neMOHCTpHUPYET 3HAHKE OOJBIICH YaCTH OCHOBHBIX TEOPETHICCKHUX ITOJIOKCHHH,
NPaKTUYECKUX M aHATUTHYECKUX HABBIKOB B PAMKaX OCBaWBAEMOIl KOMIICTCHIIHH.

74% - 60% | Yuammiics 1eMOHCTPUPYET TOCTAaTOYHOE 3HAHHE OCHOBHBIX TEOPETUUECKHUX MOJI0XKEHHH,
MPaKTHYECKUX U aHAMTUYECKUX HABBIKOB B PaAMKaX OCBaMBAEMOM KOMIIETECHIINH.

MeHee 60% [ Ydamuiicst IeMOHCTPUPYET OTCYTCTBUE 3HAHUSI OCHOBHBIX TEOPETHUECKUX MOJIOKEHHUIH,
MPAKTUYCCKUX M aHATUTHICCKIX HABBIKOB B PAMKaX OCBAHBACMOI KOMIICTCHIIHH.

Penrenne 3agau

YpoBeHb 3HAHWMN, YMEHHH UM HAaBBIKOB OOYyYaIONIErocs NpHU pEIIeHUU 3a/ad BO BpeMs
MIPOBEICHUS TEKYIIETO KOHTPOJIA ompenensercs Oawiamu B auana3zoHe 0-100 %. Kpurepuem
OIICHMBAHMSI MIPH PEIICHUU 3a/a4, SIBISETCS KOIUYECTBO BEPHO pelIeHHbIX 3a1ad. [Ipu pacuere
KOJIn4eCcTBa 6aJ'IJ'IOB, MOJIYUYCHHBIX CTYACHTOM II0 HWTOTraM pPCEIICHHUA 3aaa4, HCIOJIbB3YCTCA
cienytomias Gopmyna:

5=2100%.
0

rae b — konuuecTBo 6ayIoB, MOMYYEHHBIX CTYJICHTOM 10 UTOTaM pelIeHUs 3a/1a4;
B — xosMuecTBO BEpHO PELIEHHBIX 3a7ay;
O — 00111€€ KOJIMYECTBO 3a7a4.

Pemienne cuTyallMOHHOM 3a1a4M

YpoBeHb 3HAHUN, YMEHUIl U HaBBIKOB OOY4YaroIIErocs MpU BbIMOJHEHHH CUTYallMOHHOM
3aJa4d BO BpeMs IPOBEICHUS TEKYILIEro KOHTPOJIS orpeensercss OamuiamMu B auana3one 0-
100 %. KpuTtepusimu orieHUBaHUs sIBIIsieTcs cOOp U 000011eHne Heo0X0AuMOoi HHpOopMaIuy,
NPaBUJIBHOE BBHINIOJHEHNE HEOOXOAMMBIX PacyeToB, JOCTOBEPHOCTh U 0OOCHOBAHHOCTh
BBIBOJIOB.

IIpu oLleHMBaHUU PE3YNIBTATOB PELICHUS CUTYALIMOHHON 3a/1a4d UCIIOJIB3YETCs CIeAyromas
1IKaja OLICHOK:




100% - 90%

VYyammiicss AEMOHCTPUPYET COBEPIIEHHOE 3HAHNE OCHOBHBIX TEOPETHUYECKHX TTON0KEHHUH, yMeeT
cobupath 1 00001aTh HEOOXOAMMYH0 HH(GOPMAIIHIO, TPABWIIBHO OCYIIECTBISICT PACUYETHI, ICIaCT
000CHOBaHHBIC BBIBOIBI

89% - 75%

VYuaiuiicst 1eMOHCTPUPYET 3HaHHE OO0JIbIIEH YaCTH OCHOBHBIX TEOPETUUECKHX MOJIOKEHUH,
MOJKET coOpaTh OOJBIIYIO YaCTh HEOOXOANMON HH(POPMAIIUH, PACCIUTHIBAET HEOOXOAUMEIC
MIOKa3aTelH, JeIaeT BBIBOBL, IOMYCKasl P 9TOM HE3HAYUTENbHBIC OLIHOKH

74% - 60%

Vyamuiicss AeMOHCTPUPYET 3HAaHUE HEKOTOPOW YaCTU OCHOBHBIX TEOPETHUECKUX MOJIO0KEHUH,
MOJKET coOpaTh HEKOTOPYIO YacTh HEOOXOANMOM HHPOPMALINH, PACCIUTHIBAET HEOOXOAMMEIE
MIOKAa3aTEeNH, JIEJIaeT BHIBOBI, JOIYCKAast IPH 3TOM OIIHOKH

menee 60%

VYuamuiics JACMOHCTPUPYCT OTCYTCTBUC 3HAHUA OCHOBHBIX TCOPECTUICCKUX HOJ'IO)KCHPIﬁ, yMeHI/Iﬁ
" HaBbBIKOB B paMKax 0CBaMBAaEMOI KOMIIETECHIIHH.

5. OueHnounbie MaTepHaJIbl HpOMe)KyTO‘IHOﬁ aTTeCTallum 1o JMCHMIIJINHE

5.1. MeToasb! NpoBe/ieHUs: IK3aMeHAa

3auer NMPOBOAUTCH ¢ IPUMEHECHHUEM CIIEAYIOLIUX METOA0B: MCTOJ YCTHOI'O OIIpoOcCa 1Mo

BOIPOCAM U3 MEePEYHs MPUMEPHBIX BOIIPOCOB M3 M.5.2.

5.2. OneHo4YHbIE MaTePUAJIbI POMEKYTOYHONH aTTECTALUH

Kommnonent [IpoMexyTOUHBIN / KITFOYEBON MHIUKATOP Kpurepuii onennBanust
KOMITCTEHIINT OLICHUBAHMS
[IKp-6.1.1 — XapakrepusyeT BHABI M KaTeTOPHH | — OOBSACHSIET OCHOBHBIC 3JIEMEHTHI
OpraHU3aI[IOHHO-PACTIOPSIUTEIHHBIX JOKyMEHTa
CriocoGeH aHaM3UPOBaTh JOKYMEHTOB B CHCTEME€ TOCYNAapCTBEHHOM M | — NpHUMEHSET Ha MPaKTUKE
BUJIbI M KaTCTOPHHA MYHHULIUNIAJIBHOW BJIACTH; JICHCTBYOIIUE B obJlactu
AOKYyMCHTOB JIEJIONPOU3BOJCTBA  HOPMAaTUBHbBIE
TOCYZapCTBEHHOTO U [PABOBBIE AKTHI
MYHHUHIATLHOTO YPOBHA, | _ e e nger BHJIBI JOKYMEHTOB | — OIpeessier BUJIBI
BCCTH ACTIOLPOMSBOACTBO, | 1, oy nancTReHHOrO ypOBHS M YPOBHS MECTHOTO | FOCYaPCTBEHHBIX u
OpraHm3oBath i caMOyTpaBIIeHHs, nx PEKBHU3HTHI U | MyHUIIMNAJbHBIX ~ JOKYMEHTOB H
OCYHICCTBITATH OCOOCHHOCTH COCTaBJICHHMS; KIACCU(PUIMPYET | HAIIPABICHUS UX MCIOIB30BaHUS;
AOKYMEHTO060poT KaTeropuu JOKyMEHTAIINH, BBIJIENAET | — XapaKTepHU3yeT u
0COOEHHOCTH (bYHKIMOHHPOBAHUSA | KiacCUPUUMPYET PEKBU3HTHI
JIOKyMEHTOB " COBPEMEHHOIO | JOKYMEHTA,;
)IOKyMeHTOOGOPOTa B OpraHax BJIaCTH — yCTaHaBJIMBAaECT 0COOEHHOCTH
(YHKIMOHUPOBAHUSI COBPEMEHHOTO
JIOKyMeHT0o00opota B IMY
— aHAJIN3UpYyeT u CHCTEMATH3HPYET | — aHAIM3HPYEeT u
pas3iyHble BHJIbI JOKYMEHTOB, BBIJIENSET MX | CHCTEMaTH3HPYeT JIOKYMEHTBI,
PEKBU3UTHI, COCTaBISET W pa3pabaThIBaeT | 3HACT ITOKA3aTEeNH pacHpeneIeHUs
JIOKYMEHTAIIHIO, BEAET JEONPON3BOCTBO NP | MX IO YPOBHSIM BIIACTH,
pemeHnn npodecCrHOHaIbHBIX 3a1ad — BeIeT  JIeJIONPOM3BOJICTBO B
cucteme opraHos 'MVY
IMKc-1.1.1 — 3HAaeT BHJABl M KAaTETOPHU JIOKYMEHTOB | — pAa3jIM4aeT CTPYKTYPHBIA COCTaB

CnocobeH pa3pabaTbIBaTh 1
COCTaBIIATh
OpraHU3aLIOHHO-
PACIIOPSIUTENBHYIO U
HOPMAaTHBHO-TIPABOBYIO

HOPMATUBHO-IIPABOBOI'O0 M WHOI'O COACPIKaHUA
B CUCTEMC FOCyﬂapCTBeHHOﬁ u
MyHPIHPIHaJILHOﬁ BJIaCTH,

JIOKyMEHTa

— odopmiser JIOKYMEHTBI B
COOTBETCTBUM CO CTaHIApTaMH U
TpeOOBaHUSAMHU 3aKOHOJATEIHCTBA

— OonpeaciiaeT CIIOCOOBI COCTaBJICHUA
JAOKYMCHTOB TNPUMCHUTCIIBHO K KOHKPETHOMY

— COCTaBJIACT OpraHnu3alMOHHO-
paCHOpHHI/ITeHLHHﬁ U HOPMATHUBHO-




KommonenT
KOMITETEHIIUN

[TpoMexyTOUHBIH / KITFOUE€BOH MHIUKATOP
OIICHUBAHUSA

Kpurepuii onennBanus

JIOKYMEHTAIUIO B chepe
rOCYIapCTBEHHOTO
MYHHLMIAJIEHOTO
YIPaBICHUS U1l PEILCHUS
po¢eCCHOHATBHBIX 3a1ad
XO3SICTBYIOIIETO CyOBEKTa

UX BHIY Ha TOCYJapCTBEHHOM M MECTHOM
YPOBHSIX, HMX PEKBU3UTHI W OCOOCHHOCTH
JecTBHs, (YyHKIMOHMPOBaHUS M XpaHEHUS,
KiaccuUIUpyeT KaTeropu JOKYMEHTAlLlUH;
BBIJIETISIET 0COOCHHOCTH JIENIONPOU3BOJICTBA H
3IEKTPOHHOTO JIOKyMEHT0000pOTa pu
(DYHKIIMOHMPOBAaHNH JOKYMEHTOB B OpraHax
BIaCTH NPU PpEIICHHH NPO(EeCCHOHATBHBIX
3amaq

NIPaBOBOU aKThI

— IPOBOJUT
JIokyMeHToB MY
— 3HAaeT OCOOEHHOCTH W CHCTEMBI
JIEKTPOHHOTO TOKYMEHTO000pOTa B
I'MY, Ilpumenser [IpaBOBbBIE
OCHOBBI OpraHM3alli ¥ BEICHUA

KJIaCCU(PUKALIUIO

— 3HAaeT OCOOEHHOCTH KaXXIOro BHIA U
KaTeTOPUU  JOKYMEHTOB B  COBPEMEHHOM
cucreme rOCYapCTBEHHOTO u
MYHHUIINAJIBHOTO YIpaBJICHUS,

JIETIONPON3BOJICTBA B
TOCYZapCTBEHHBIX "
MYHHIMIATIBHBIX OpraHax

— pasnuyaer JOKYMEHTAIHIO
rOCYAapCTBEHHOTO "

MYHUIUINIAJIBHOTO YPOBHA HU HUX
PEKBU3UTEI U KATETOPUHU

THnoBbIe OLIEHOYHbIE cpeacrea l'[pOMe)KyTO'lHOﬁ aTrrecralnum

Bomnpocsl k 3a4eTy no JMCUMILINHE
«JlokymeHTaunoHHoe ooecnevyeHue opranos 'MY)»

WcTopus pa3BuTus aenonpousBojactsa B Poccun
ITpobaembl pocta T0OKyMEHTO000pOTa

1

2

3. CrocoObI parmoHaTN3aIuy JJOKYMEHTO000pOTA.
4. TCAOY. VYCOPA. VYuudwukanus,

bopmanuzanus,

CTaHdapTu3anusas  OOKYMCHTa

OpranuzanvoHHas rpyImna J0KyMEHTOB.
PacniopsnurenbHas rpynmna JOKyMEHTOB.
CrnpaBouHO-UH(OpPMALIMOHHAS TPYMIA JOKYMEHTOB.

[TpaBuna opopmieHHsI JTOKYMEHTOB. PEKBU3UTHBIIN cOCTaB JOKyMEHTA.

Opranuzanus cinyx06s1 JJOY
TexHos0ruM perucTpanuy 10KyMEHTOB.

10. TexHOIOTUM KOHTPOJISI HCTIOTHEHHSI TJOKYMEHTOB

11. Opranuzanus ciayx060ii IOV Tekymiero xpaHeHus: JOKYMEHTOB.
12. ApxuBHOE XpaHEHHE IOKYMEHTOB

13. OcobeHHOCTH TEKCTa TIOKyMEHTa

14. Jlornyeckrue OCHOBBI pEAAKTUPOBAHUS IOKYMEHTA

15. JIuHrBuCTHYECKHE OCHOBBI PEJAKTUPOBAHUS JTOKYMEHTA

16. UndopMariioHHbIH aHaIH3 TOKYMEHTA

17. Cnoco6s! yHU(UKAIIMH TEKCTA JOKYMEHTa

18. IIpuka3 - OCHOBHOHM pacHOpsIIUTENLHBIN TOKYyMEHT B OpTraHU3aluu
19. TpebGoBaHus K pEeKBU3UTHOMY COCTaBY JIOKYMEHTa

T.IL.).

21. TpeboBaHus K OPOPMIICHHIO aKTa.

22. TpeOoBanus kK 0pOPMIICHHIO MTPHUKA3a.

23. TpeboBanus K OPOPMIICHHIO PACTIOPSKCHHUS.
24. TpeOoBanus K 0popMIICHHIO TeNe(hOHOTPAMMBI.
25. TpeboBanus Kk 0OPMIICHHUIO TIaHA.

26. TpeboBaHus K 0pOPMIICHHIO OTYETA.

. TpeboBanust Kk 0(hOpMIICHUIO OPraHU3AllMOHHBIX TOKYMEHTOB (MHCTPYKIMS, IIpaBUia U



27. TpeboBanus K 0(OPMIICHUIO 3asBJICHUS

28. TpeboBanus kK 0pOPMIICHUIO JOKIIAIHON (CITyKEOHOI) 3aIHCKH.
29. TpeboBanus K 0OPMIICHUIO MPOTOKOJIA

30. TpebGoBanwus K 0pOpPMIICHUIO JOTOBOpA

31. CnyxebHas mepenucka

32. Homenkmarypa aen

IkaJia oneHUBaHUA

YpoBeHb 3HaHUN, YMEHUN M HABBIKOB OOYYaromlerocss IpH YCTHOM OTBET€ BO BpeMs
NPOMEXYTOUHOW  arrecTauuu  ompexaensercs oneHkamu  «Omimmuno» /  «Xopomoy/
«Y noBnerBopurensHo»/ «HeynoBneTBopuTenbHO». KputepusiMu oOlLleHUBaHUS Ha 3a4yeTe C
OLICHKOW fBJIAETCS JEMOHCTPALlUs OCHOBHBIX TEOPETUYECKUX IOJOXKEHUH, B paMKax
OCBaMBaeMOW KOMIIETEHLIUH, YMEHUE MIPUMEHSTh MOJyUYeHHbIE 3HaHUS Ha MPAKTHKE, OBJIaICHUE
HaBBIKAMU aHAJM3a U CUCTEMAaTH3aluy MHPOPMAaIU B 00JacTH (PHAHCOB.

Hnst nucuuruine, GopMoil MpOMEXyTOYHON aTTeCTallMM KOTOPBIX SIBJISETCS 3a4€T C OLICHKOM,
MIPUHSATHI CJIETYOUIUE COOTBETCTBHUS:

- 90-100% - «otmuunO» (5);
- 75-89% - «xopomio» (4);
- 60-74% - «ynoBiaeTBOpUTEIBHO» (3);

- meHee 60% - «HEYJOBIETBOPUTETHLHO (2).

HpI/I OLCHUBAHUU PE3YJIbTATOB YCTHOT'O OIIPOCA UCIIOJIIB3YCTCs CIICAYIOIIAsd MIKaJIa OICHOK:

Oransl KOMIETEHIIUH, IPeAyCMOTPEHHBIE 00pa30BaTeIbHOM NPOrpaMMOH,
c(hopMHPOBAHEI Ha BEICOKOM ypoBHe. CBOOOIHOE BIIaJIeHHE MaTePHAIOM, BBISIBICHHUE
100% - 90%

MEXKIIPEAMETHBIX CBsI3el. Y BEpEHHOE BJaJ€HUE NOHATUHHBIM annapaToM
JMUCHUIUTAHBL. [IpaKTHYECKUE HABBIKK POPECCUOHATBHOMN e TeIbHOCTH

(oTaH4HO)
copMHUpOBaHBI HA BEICOKOM YpoBHE. CIIOCOOHOCTH K CAMOCTOSITETLHOMY
HECTaHIAPTHOMY PELICHUIO MPAaKTHUECKUX 3a1a4
OTarel KOMIETEHINH, TIPEyCMOTPEHHBIE 00pa30BaTeIbHOMN TPOTPaMMOH,
89% - 75% c(OpPMHUPOBaAHBI IOCTATOYHO. JeTanbHOE BOCTIPOM3BEICHHE YUeOHOro MaTepuara.
[IpakTHyeckne HaBBIKK MPOGECCHOHATIBHON AEATEIBHOCTH B 3HAUYMTEILHON Mepe
(xopomo) copmupoBansl. [IpuCyTCTBYIOT HABBIKH CAMOCTOSITEEHOTO PEIICHUS TPAKTHYECKUX
3a]a4 C OTAENbHBIMU 3JIEMEHTaMH TBOPYECTBA.
OTarel KOMIETEHIINH, TIPElyCMOTPEHHBIE 00pa30BaTeNbHON IIPOrpaMMOH,
74% - 60% c(OopMHUpPOBaHBI HA MUHUMAJILHOM ypoBHE. Hanmmune MUHIMaBHO IOy CTHMOTO
YPOBHSI B yCBOSHHH y4eOHOT'O MaTepHaia, B T.4. B CAMOCTOSTEIIbHOM pPeIIeHUH
(yZOBIETBOPHTEIBHO) MIPaKTUIECKHX 3a/1a4. [IpakTHdeckne HaBBIKH PO ECCHOHATIBHO e TeIbHOCTH

c(OopMHPOBAHEI HE B ITOJTHON Mepe.

Oranbl KOMIETEHIIUH, IPEAyCMOTPEHHBIE 00pa30BaTEIbHOM TPOrpaMMOii, He

chopmupoBansl. HemoctaTouHBINA yPOBEHb YCBOCHUS MOHITHIHHOTO anmapara u
MmeHee 60%

Han4#e (pparMeHTapHBIX 3HAHUH 10 qucuuIuHe. OTCYTCTBHE MUHUMAIBHO
(Hey10BJIETBOPHUTEIBHO)

JOITYCTUMOTI'O YPOBHS B CAMOCTOATCIIBHOM PCHICHUUN IPAKTHYCCKUX 3a/1a4.
HpaKTI/I‘IeCKI/Ie HaBbIKHU HpO(l)eCCPIOHaJ'IbHOfI JACATCIBbHOCTHU HE C(bOpMPIpOBaHI)I.




6. MeToauuecKkue MaTepHuaJibl 10 OCBOCHUIO TUCHUITIMHBI

MeToanuyeckne peKOMEeHIAIUN 110 HANMCAHWIO pedepaToB

Pedepar siBnsiercss ”HAMBUYaTbHOM CAMOCTOSATENILHO BHIITOJHEHHON PabOTOM CTyAEHTA.
Temy pedepata CTYIZEHT BBIOMpAaET W3 NEPEYHS TEeM, PEKOMEHIYEMBIX IpErNoAaBaTeseM,
BEIYIIMM COOTBETCTBYIOUIYIO IUCHMIUIMHY. Pedepar nomkeH conepkaTh CleAyrOIIue
CTPYKTypHble odnieMeHThl: Turynbublii smct Coxpepkanne Bpenenne OcHOBHas 4YacTh
3akmrouenne Cromcok murepatypbl [lpunoxenuss (mpu HeoOxomumoctH). TpeOoBaHus K
odopmuenuto pedepaton: mpudpt — 14, monsg — mo 2 cm, uatepsan — 1, oobem — He MeHee 10
CcTp.

PexoMenganuu mo IVIAHUPOBAHHUIO X1 OpraHu3aluu BpeMEHH, H606X0)II/IMOF0 Ha U3y4Y€HUEe

TUCIHUITNHBI
CprKTypa BpPEMEHH, H606X0)]]/IMOFO HAa H3YYCHHUEC TUCHHUIIIMHBI
dopma u3yueHHs! TUCIUTUIHHBI Bpewmsi, 3aTpauriBaeMoe Ha U3Y4YECHUE TUCIUTUIMHEL, Yo
U3yueHune autepaTypbl, pEeKOMEHIOBAHHOU B yueOHOM 40
IporpaMme
Peuienue 3aa4, MPaKTHYECKUX YIPAKHEHUN U 40
CUTYaIlMOHHBIX IIPUMEPOB
W3yueHune TeM, BBIHOCHMBIX Ha CAMOCTOSITEILHOE 20
paccMOTpEHHE
Uroro 100

MeToanyeckue peKOMeHIAHH 10 MOAT0TOBKE K MPAKTHYeCKOMY (CEMHHAPCKOMY)
3aHATHIO

OCHOBHOH 1ENbIO MPAKTUYECKOTO (CEMUHAPCKOT0) 3aHITUS SBIISIETCS MTPOBEPKA TITyOUHBI
MOHUMAHUS CTYJEHTOM H3y4aeMOW TeMbl, y4eOHOTO Marepuaga MU YMEHHUS H3JIOKHUTh €ro
COJIEpXKaHUE SICHBIM U YETKHUM SA3bIKOM, PA3BUTHUE CAMOCTOSATEIBLHOTO MBIIIJIEHUS U TBOPUYECKOU
aKTUBHOCTH Yy CTYyJIGHTa, YMEHHS pellaTh IMpakTUuecKkue 3afaun. Ha mpakTuyeckux
(ceMUHApCKUX) 3aHATUSAX TPEAINoyiaraeTcsi paccMaTpuBaTh HauOoliee BaKHBIE, CYIIECTBEHHBIE,
CJIOKHBIE BOIIPOCHI KOTOpBIE, HaWbOOJee TPYAHO YCBAaWBAIOTCSA cTylaeHTamu. [Ipu sTOoM
TOTOBUTHCS K MIPAKTHUECKOMY (CEMUHApPCKOMY) 3aHATUIO BCerna HyXHO 3apaHee. [loaroroska k
MPaKTUYECKOMY (CEMHUHAPCKOMY) 3aHSITHIO BKJIIOYAET B CeOsl CleIyIoiee:

- 00s13aTENIbHOE O3HAKOMIIEHUE ¢ BOITPOCAMU JIJIsl YCTHOTO OIpoca,

- HW3yYEeHHE KOHCIIEKTOB JICKI[MH, COOTBETCTBYIOIIMX pAa3/eioB y4eOHHKA, Y4EOHOTO
nocoOwus, CoiepKaHUs PEKOMEH/I0BAaHHBIX HOPMATHBHBIX MPABOBBIX aKTOB;

- paboTa ¢ OCHOBHBIMH TEPMHUHAMH (PEKOMEHYETCSI UX BBIYUHTH);

- U3Yy4YEHUE [OMOJHUTEIBHOM JUTEpATyphl MO TEME 3aHATHUS, Jenas OpU ITOM
HEO0OXOAMMBIE BBIITUCKHU, KOTOPBIE MIOHATO0SITCS TP 0O0CYKIEHUN HAa CEMUHAPE;

- (opMynupOBaHHE CBOETO MHEHHsS MO KaXKIOMY BOMPOCY U apryMEHTUPOBAHHOE €r0
000CHOBaHUE;

- 3allUCh BO3HHKIIHUX BO BPEMsI CaMOCTOSITENbHON PabOThl ¢ ydeOHMKaMHU W HAy4HOU
JUTEPATYPHI BOIPOCOB, YTOOBI 3aT€M Ha CEMUHAPE TTOJIYIUTh HA HUX OTBETHI;

- oOpareHue 3a KOHCYJIbTAIlUel K MpernoiaBaTeio.

PexomMeHaanuyM Mo M3y4YEeHHI0O METOAMYECKHX MATEPHAJIOB
Metoauyeckie wmarepuanbl MO JUCHUIUIMHE MO3BOJISIIOT CTYJAEHTY ONTHUMAJIbHBIM
00pa3oM OpraHu30BaTh MPOIECC U3yUEHHs TaHHON AUCIUILTUHBI. MeToJMuecKrue MaTeprasl 1Mo
JUCIUIUIMHE TPU3BaHBl MMOMOYb CTYJIEHTY MOHATh CHEHU(PHUKY H3ydyaeMoro marepuaia, a B
KOHEYHOM HUTOr€ — MAaKCHUMAaJbHO IIOJHO M KayeCTBEHHO €ro OCBOMTH. B mepByro ouepenp
CTYZIEHT JOJDKEH OCO3HaTh MPEAHA3HAYEHUE METOAUYECKHX MATEpUAOB: CTPYKTYpy, LEIH U
3agaun. g 3TOro OH 3HAKOMHTCS C IpeaMOyJIOi, OTJIaBJICHHEM METOJMUYECKUX MaTepHajoB,




roBOps HMHA4e, OCYLIECTBISAET IEPBHUYHOE 3HAKOMCTBO C HUM. B paszaene, mocBSIIEHHOM
METOAMYECKUM PEKOMEHAALMAM [0 U3YYEHUIO JUCLUILIIMHBI, IIPUBOAATCS COBETHI 110
IUTAHUPOBAHUIO U OPTaHU3AIMH HEOOXOAUMOTO Ul U3yUeHUs JUCLUILTUHBI BpEMEHH, ONMCaHue
[IOCJIE0OBATEIbHOCTY  JIEWCTBUH  CTyJeHTa  («CLIEHapuil  M3y4yeHUs  JUCLUUIUIMHBDY),
pPEKOMEHIalluu M0 paboTe ¢ JUTEepaTypoil, COBETHI MO MOJITOTOBKE K 3K3aMEHY U Pa3bsICHEHUS
Mo MOBOMY pabOThI C TECTOBOW CHUCTEMOW Kypca W HaJ JOMANIHUMH 33JaHusMU. B 1emom
JaHHbIE METOJUYECKHME PEKOMEHJAIMU CIIOCOOHBI OOJIErYuTh HW3Y4YEHHE CTYACHTaMU
JUCUMIUIMHBL M TOMOYb YCIEIIHO CcJaTh »dK3aMeH. B pasgene, coaepkameM ydeOHO-

MCTOANYCCKHUEC MaTCpHAJIbl JUCHUIIIMHBI, COACPIKAHUC ITPAKTUUYCCKHUX 3aHATUH 11O JUCHHUIIIINHE.

PexoMeHaanMM Mo caMOCTOSATEIbHOIM paﬁoTe CTYAECHTOB
Ha CaMOCTOATCIIbHYIO pa60Ty CTYACHTOB 10 ANCHUILINHE

b1.B.05 «/lokymenranmonnoe  obecrieuenue  opranoB MYy  BbIHOCATCS
CIIEAYIOIINE TEMBI:
13?[ Tema Bonpocsl, BeiHOcuMBIe HAa CPC g:;:;: 3;2;':41“
1 2 3 4
IIpoTtuBopeunst B MOAX0Hax K 0] 0]
oopMIICHUIO 3asIBJICHUI.
Hcropust pa3BuTus AsToOHOrpadus.
JIEJIONPOU3BOACTBEHHOU U
Tema 1 | cekperapckoii ciyxObI B
Poccuu IIpobnemsr pocta
JoxymeHTo060pOTA.
OCOOCHHOCTH [TOKYMEHTOB B
I'™MY.
I'c10v. YCOPU. OcobeHHoCTH MOITOTOBKH 10 10
Tema 2 Yuudukanus, popmanuzainus, | TPYIOBBIX JOrOBOPOB, CONEPKAIIMX
CTaHAAPTH3AIMs JTOKyMeHTa B | CTCIdHueckue yCIIOBHS.
OpraHax BJACTH H yrpasienns. | OPOPMICHNE TPy 000 10roBopa.
Opranuzaius ciyx0er JIOY B | JononHutensHbie ycloBus 0] 0]
OpraHax TOCYJapCTBEHHOH M | TPYZAOBOro jgorosopa. OcobeHHOCTH
TeMa 3 MyHHHHHaHBHOﬁ BJIACTU IMOATOTOBKHU TPYAOBBIX AOTOBOPOB,
coJieprKalux cnermduyeckue
ycCiloBus. O(bOpMHeHI/Ie TPYAOBOI'O
JI0TOBOpA.
Tema 4 | IlpaBuia odopmiteHus OdopmiieHre B TPYJIOBOIH KHIKKE 0] 0]
JOKYMEHTOB 3aI1uceu (6] COBMECTUTCIILCTBE.
Hcnpasnenue 3amnuceil B TpyA0BOH
KHUKKC.
Tema 5 | TexHOMOTUM peTUCTPALIUU U Ilpukaz o mnpuemMe Ha padoTy. 0] (0]
KOHTPOJIS MCIIOTHEHHS llpukas o nepeBoje COTPYAHHKA.
JIOKYMEHTOB IMpuxa3 06 yBOJIbHEHUH.
Tema 6 | Opranmuzanus paboTHI C JIOKyMEHTUPOBaHNWE  OT3BIBA U3 0] 0]
JIMYHBIMU 00PAIEHUAME OTIIyCKa. Y4eOHBIH OTIIyCK.
TpaXJaH B OpraHbl BIACTH U
yIpaBIEHU
Tema 7 | Opranusanus ciryxx6oi 10Y OdopmieHre  pacloOpsSAHTENbHBIX 0,C3 0,C3
TEKYIIETO XpaHEHU AOKYMEHTOB.
nokyMmeHToB. [loctpoenue
HOMEHKJIATyphl Aes. ApXUBHOE
XpaHEHHE TOKYMEHTOB
Tema 8 | JIuHrBHUCTHYECKHE Cucrema CIIPaBOYHO- (0] (0]

0COOEHHOCTH TEKCTA

WHPOPMAMOHHON JOKYMEHTAIIHH.




JTokyMeHTa Jloruueckue
OCHOBBI PEIaKTHPOBAHUS
JIOKyMEHTa

HeoTbeMieMbIM 37IEMEHTOM y4eOHOTO TpoIllecca SIBIISICTCS CaMOCTOSITeNbHAs pabora
crtynenta. Ilpu camocTosiTenbHON paboTe OCTHraeTcsi KOHKPETHOE YCBOEHHE Y4eOHOTo
MaTepuaina, pPa3BUBAIOTCS TEOPETUYECKUE CIOCOOHOCTH, CTOJb BAXKHBIC /JISI COBPEMCHHOM
MOJTOTOBKU CIEeNUaIUCTOB. DOpPMBI CaMOCTOSITENIbHOI PadOThl CTYJEHTOB MO JUCIUILIUHE:
HAIMCaHWe KOHCIIEKTOB, MOJTOTOBKAa OTBETOB K BOIPOCAM, HAMWCaHUE pedeparoB, pelieHUe
3aJa4, UcclieJoBaTenbckas padoTa.

3amaHusi UISI CAaMOCTOSATEIBHOW pabOThl BKIIOYAIOT B CeOS KOMIUIEKC AHATHTHYECKUX
3aJJaHUil BBINIOJIHEHUE, KOTOPBIX, IMpEIoiaraeT TIIATeIbHOE W3y4YeHHE HAyyHOW U yueOHOMU
JUTEPATyphl, MEPHOJUYECCKUX U3JaHUH, a TakKe 3aKOHOJATEIbHBIX W HOPMATHBHBIX
JOKYMEHTOB IMpeajiaraeéMbix B 1.6 «YueOHas nuTeparypa M pecypchl HH(DOpPMAIMOHHO-
TEJICKOMMYHHUKAIIMOHHOM CeTH "Unrepuer", y4e0HO-METOIMYECKOe obecrieueHue
CaMOCTOSITENIbHON paboThl OOydarolmUXcsl MO AUCIHUILIAHEY. 3aJaHusl MPEIOCTaBISIIOTCS Ha
MIPOBEPKY B IIEYATHOM BHJIE.

PexoMenganuu no padore ¢ JuTepaTypou
[Ipy w3ydyeHnn Kypca ydeOHOW MHUCHUIUIMHBI 0CO0O€ BHUMAHHE CIIEAyeT OOpaTUTh Ha
PEKOMEHIyeMYI0 OCHOBHYIO U JOIOJHUTENBHYIO JIUTEPATYPY.
BakHBIM 3JIeMEHTOM TOATOTOBKH K CEMHHAPY SBISETCS IIyOOKOE M3ydeHUE OCHOBHOW H

I[OHOJIHHTCJIBHOﬁ JINTCPATYPhI, peKOMeHILOBaHHOﬁ 10 TEMC 3aHATHA, 4 TAKKC ICPBONCTOYHUKOB.
I[Tpu 5TOM MOJIE3HO TPOYUTAHHYIO JTUTEPATYPY 3aKOHCIIEKTHPOBaTh. KOHCIEKT JOKEH OTBEYATh
TpeM TpeOOBaHHUSAM: OBITh COJEPIKATEIBbHBIM, IO BO3MOXKHOCTH KPAaTKUM W IPABHIBHO
0(OPMIICHHBIM.

ConepkaTebHBIM €r0 CIEAYeT CUMTaTh B TOM Ciydae, €CJIM OH TepelaeT BCe OCHOBHBIC
MBICJIM aBTOPOB B LECIOCTHOM BHJEC. N310kuTL TEKCT KpaTKO — OJ3TO 3HAYUT INCpCAaTb
COJepKaHWE KHUTH, CTaThHM B 3HAYMTEIBHONH Mepe CBOMMH ciioBamu. I[Ipu 3TOM criemyer
NPUJIEPKUBAThCSA MpaBUia - 3allMChIBaTh MBICIbL aBTOpa pabOThl JUIIb IMOCIE TOro, Kak OHa
XOpOIIIO MOHsATa. B TakoM ciIydae mocTaBieHHas 1ielb OyaeT JOCTUTHyTa. [l[uTHpOBaTh aBTOPOB
U3y4aeMbIX padoT (C 00SA3aTeNbHON CCBUIKON Ha MCTOYHHK) CJIEIYET B TE€X CIIydasx, €CIId HaJo
3aIlMCBhIBATh OYCHb BYKHOE OTPEJICIICHNE HITH TTOJI0KEHUE, 00000l BRIBO/I.

Baxxno u BHemHee oopmiieHne KOHCIIEKTa. B ero Hauane Ha/lo yka3aTh TEMy CEMUHapa,
Jary HaIIMCaHUs, Ha3BaHUA JIUTEPATYPHBIX HCTOYHHUKOB, KOTOpBIE OyyT
3aKOHCTIEKTHPOBaHbI. [ TyOokas camocTosTenbHas padoTa HaJ HUMHU OOECIEUUT YCIICIIHOe
YCBOCHHE U3Yy4aeMOW TUCITUTIIINHBI.

OgHuM U3 BaXKHEWIIUX  CPEACTB  CEPbE3HOrO  OBJIAJCHUS  TEOpHEH  sIBIseTCS
KOHCREeKmuposanue nepeoucmouHuKos.

Jlnst cocTaBneHHsI KOHCIIEKTa PEKOMEHIYeTCsl CHavaia MpoYuTaTh paboTy LENUKOM, YTOOBI
VSICHUTH €€ OOIINI CMBICIT U cosiepkanue. [Ipu 3ToM MOXKHO cienath MOMETKHU O €€ CTPYKType, 00
OCHOBHBIX TIOJIO)KEHHUSIX, BBIBOJAX, HAAO CTaparbCsi OTIMYATh B TEKCT€ OCHOBHOE OT
BTOPOCTENIEHHOT0, BBIBOJIBI OT aPTYMEHTOB U J1I0Ka3aTeIbCTB. ECIM €cTh HEMOHSTHBIE CJIOBA, HAZI0
B DHIIUKIIOTIEJITUYECKOM CJIOBape HANTH, UTO TO CIOBO 0003HAUaeT. 3aKOHYMB uTeHHe (Taparpada,
TJIaBbl, CTAaThW) HANO 3a7aTh cebe BOIMPOCH Takoro poja: B yem rnaBHas mbiciab? KakoBwr
OCHOBHBIE 3BEHbSl JIOKa3aTenbcTBa ee? UTo BhITeKaeT U3 yTBepxkaAeHui aBropa? Kak 3T0
COTJIaCyETCsl C TEM, YTO YXKE 3HAETE O MPOYUTAHHOM M3 APYTHUX UCTOYHUKOB?

SICHOCTB M OTYETIMBOCTH BOCIPUATHS TEKCTA 3aBUCUT OT MHOI'OTO: OT COCPENOTOYEHHOCTH
CTY/IEHTa, OT TEXHUKHU UYTEHHUS, OT HACTOMYMBOCTU, OT SPKOCTH BOOOPAKEHHUS, OT TEXHUKU
(GUKCUpPOBaHHUS TPOYUTAHHOTO, HAKOHEI, OT OHPYAUIHH — OOIIeH U B KOHKPETHO
paccMaTpuBaeMoi mpooieme.



Pe3ynbraToM nepBOHa4aIbHOIO YTEHUS JIOJDKEH OBITh MPOCTOW MaH meKkcma u yemkoe
npeocmaenienue 0 HEACHBIX Mecmax, OTMEUYEHHbIX B KHure. llocne mnpeaBapuTenbHOro
O3HAaKOMJICHHUS, [P IIOBTOPHOM YTECHHMH CIEAYET 6bl0€IUmb OCHO6HbIE MbICIU A6MOpa U UX
pa3BUTHE B MPOU3BEJCHUU, OOpAaTUTh BHUMaHHE Ha OOOCHOBAHME OTHENbHBIX IOJIOKEHHUH, Ha
MeToAbl W (OpMBbI JOKa3zaresnbcTBa, HauOosee spkue npumepsl. B xome 53Toil paboThI
OKOHYATEIbHO OTOMpAeTCss MaTepuain JUis 3aluCd M ONpEAETseTCs €€ BHJ: MldH, Me3UCHl,
KOHcneKm.

[Inan 3TO KpaTKuii, MOCIIENOBATENbHBIM IE€pEUEeHb OCHOBHBIX MBICIEH aBTOpa. 3aIuch
IIPOYMTAHHOTO B BUJIE TE3UCOB — 3HAYUT BBIIBUTH U 3aIMCATh OIIOPHBIE MBICIM TEKCTa. PazHuna
MEXly IJIAaHOM U TE€3UCaMM 3aKJIKYaeTcs B CIEAYIOLIEM: B IIJJaHE MBIC/Ib HA3bIBAeTCs (CTaBb
BCErJa BONPOC: O 4YeM TOBOpUTCs?), B Te3ucax — (opMyIHpyercs — (4TO UMEHHO 00 3TOM
rOBOPUTCS?). 3amuCh OIOPHBIX MBICIEH TEKCTa BaXKHA, HO IIOJIHOTO MPEACTaBIEHUS O
IPOYNTAHHOM HAa OCHOBaHHMM I10J00HOM 3alMCU HE COCTaBUIIb. BaXXHO OCMBICIUTH, KaK aBTOP
JIOKa3bIBAa€T CBOIO MbICIIb, KaK YOEXJaeT B HCTUHHOCTH CBOMX BBIBOJOB. Tak BO3HHKAeT
KoHcnekT. dopMa 3amucu, Kak Mbl YK€ OTMETHIIH, YCJIOXKHSETCS B 3aBUCHUMOCTH OT LieJed
paboTHI: TIJIaH — O YeM?; TE3UChl — 0 YeM? YTO UMEHHO?; KOHCIIEKT — O YeM? UTO UMEHHO? KaK?

KoHcnekr 3TO0 KpaTkoe IOCIIENOBAaTEIbHOE W3JI0KEHHE coiepxkaHus. OCHOBY ero
COCTaBJSieT IUIaH, TE3UChl M BbINUCKU. HenocrtaTku KOHCIEKTHUPOBAHUS: MHOI'OCIOBUE,
LUTUPOBAHUE HE OCHOBHBIX, a CBA3YIOIIUX MBICJIEH, CTPEMIICHUE COXPAHUTH CTHIMCTHYECKYIO
CBSA3aHHOCTh TEKCTa B yIIepO €ro JIoruueckoi crpoiHocTH. [IpuctynaTh K KOHCIIEKTUPOBAHUIO
HEOO0X0MMO TOTrJa, KOIja CIIOKWJIMCh HaBBIKM COCTABJICHUS 3allUCH B BUJAE Pa3BEPHYTOro
NOpOOHOTO TUTaHA.

dopma 3amMcu MpU KOHCIEKTUPOBAHMM TpeOyeT 0co0Oro BHUMAHHUS: BaXKHO, YTOOBI
COOCTBEHHBIE YTBEPKICHUS, Pa3MbIIUICHUS HAJ IPOUYUTAHHBIM, YETKO OTAEISUINCH MPU 3alHUCH.
Pa3yMHee BBIHOCHTH CBOM IOMETKHM Ha LIMPOKHWE IIOJIs, 3alIMChIBATH HAa HUX JOIOJIHUTEIILHBIE
CIIPaBOYHbBIE JJaHHBIE, IOMOTAIOIIUE YCBOCHUIO TEKCTA (1aTa COOBITUS, YIOMSHYTOTO aBTOPaMU;
CBEJIEHUS O JIMIE, HA3BaHHOM B KHUT€; TOYHOE cojiepaHue TepMuHa). Ecin KoHcnekTupyercs
TEKCT BHYIIMTEIHLHOTO 00beMa, HE0OXOJUMO YKa3bIBaTh CTPAHMIIBI KHUTH, KOTOPbIE OXBATHIBAET
Ta WINA WHAs 4aCTh KOHCIIEKTA.

Jiga ynoOcTBa MOJB30BaHMS CBOMMH 3alMCSIMM BaXXHO O3arjiaBUTh KPYMHBIE YacTH
KOHCIIEKTa, IOAYEPKUBas 3a2on06ku. ClenyeT NOMHUTb O Ha3HAUYEHUU KpPacHOM CTpPOKH,
CTPEMHUTBHCSA K YETKOH rpaduke 3amuceld - ycTynamu, KOJIOHKamMH. V3maraTh TJIaBHBIE MBICIIH
aBTOpa M HX CHUCTEMY AapryMEHTOB - HEOOXOJUMO NPEUMYIIECTBEHHO CBOMMH CJIOBaMH,
nepepadaTbiBas TakKUM 00pa3oM HHGOPMAINIO,— TaK MPOXOAMUT YSICHEHHE €€ CyTU. MBICIb,
(bpa3bl, MOHATHIE B KOHTEKCTE, MOTYT IpUoOpecTu Hosiee NpocTpaHHOE U3JIokeHHe B 3anucu. Ho
TEKCT OpUTMHAJIa CBEpPTHIBAE€TCSA, U CTYAEHT, OTpabaThiBasi JIOTUYECKOE MBIIUIEHUE, YUUTHCS
BBIJICJIATh TJIaBHOE M 0000LIaTh OJHOTHUIIHBIE CYXAEHUs, onHOponHbIe (akThl. Kpome Toro,
Jienas 3aMucy CBOMMHU clIoBaMH, 0000111asi, CTy/I€HT YUUTCS TUCbMEHHON pedH.

3HaHue oOIIel cTpaTeruu YTEHHUs, TEXHUKU COCTABJICHUE IUIaHA U TE3UCOB OIpeNeseT U
TEXHOJIOTHI0 KOHCTIEKTUPOBAHUS

— BuumarensHO YHMTAaTh TEKCT, MOMYTHO OTMEYas HEMOHSTHBIE MeECTa, HE3HAKOMBIE
TEPMUHBI U NIOHATUS. Botnucame nHa nona 31a4€HNE OTMEUCHHBIX ITOHATHI.

— Ilpu mnepBOM YTEHHMH TEKCTa HEOOXOAMMO COCTaBUTh €r0 HPOCHION NJAH,
IIOCJIEIOBATEIIbHBIN MIEPEUYEHb OCHOBHBIX MBICIIEH aBTOpA.

— Ilpu MOBTOpPHOM YTEHHM TEKCTa BBIACIATH CUCHIEMY OO0KA3aMmeabChne OCHOBHBIX
MOJIO’KEHUH paboThI aBTOpA.

— 3aKIIOYUTENbHBIM 3Tam paboThl C TEKCTOM COCTOMT B OCMBICIEHUU paHee
OTMEUEHHBIX MECT U UX KPAaTKOH MOCJIE10BATEIBHOM 3aIIUCH.

— Ilpm KOHCIEKTHpPOBAaHMM HY)KHO CTPEMUTHCS 6bIPAZUMbL MBICIbL AGMOPA CEOUMU
cnoeamu, STo TIOMOTaeT 0oJiee TITyOOKOMY YCBOEHHUIO TEKCTA.

— B pamkax pa0GoTel Hax TEPBOMCTOYHUKOM BAXKEH YMEJbI oméop uumam.
Heo6xo0auMo y4uThIBaTh, HACKOJIBKO SPKO, OPUTHHAIBHO, C)KAaTO U3JI0XKEHA MBICHb. LluTHpoBath



HGO6XOI[I/IMO TC CYXXIACHUA, HAa KOTOPBIC BIIOCIICACTBUU BO3MOXKHA CCBIJIKA KaK Ha aBTOPUTCTHOC
H3JI0KCHUC MHCHUS, BBIBOJA T10 TOMY HUJIM HHOMY BOIIPOCY.
KOHCHGKTI/IpOBaTB uenecooGpa3H0 HE Ha OTACIBbHOM JIUCTEC, a B 06]1.[6171 TCTpaanu Ha OI[HOﬁ

cTpanune Jsmcta. OOOpPOTHAas CTOpPOHA JIMCTa MOXET OBITh HCIOJIh30BaHA JJIsi JIOTOJHEHUH,
HEOOXOAMMOCTh KOTOPBIX BBIICHUTCS B JanbHeWmieM. [Ipy KOHCIEKTHPOBAHMU JIUTEPATyphl
CJICAYCT OCTABUTh HIMPOKUC I10JIA, ‘ITO6BI 3anucaTh Ha HUX INIaH KOHcHekTta. Ilomns MOT'yT 6LITB
HCIIOJIB30BaHbI TAKXE JJIA 3allMCU CBOUX 3aMe‘-IaHPIfI, ﬂOHOHHCHHﬁ, BOIIPOCOB. HpI/I BBICTYIIJICHUU
Ha CEMUHApe CTYACHT MOXET IIOJIb30BAaThCSI CBOMM  KOHCIIEKTOM JUIS  [IUTHPOBaHHS
NIEPBOMCTOYHUKA. Bce yU4acTHUKM 3aHATHSI BHUMATEILHO CIYIIAIOT BBHICTYIUICHUS TOBAPHILCH O
TpyIe, OTMEYAIOT CIIOPHBIE WIM ONIMOOYHBIC TIOJOKEHHS B HHUX, BHOCSAT IIOTPAaBKH,
NPE/ICTABIISIIOT CBOU PEIICHHSI U 000OCHOBAHUS 00CYKIAEMBIX TIPOOJIEM.

B KOHIC CCMUHAapa, Koraa npernoaaBaTejib 3aHATHA IIOABOAUT UTOI'U, CTYACHTHI C YYHECTOM

peKOMeH,I[aL[I/Iﬁ npernoaaBaTciisd U BLICTYHJ'ICHI/Iﬁ COKYPCHHUKOB, HOIIOJHAOT UJIN UCIIPABIIAIOT
CBOU KOHCIICKTBI.

PexoMenganuu aJ1si NOATOTOBKH K IK3aMCEHY

[Ipy mnOArOTOBKE K »HK3aMEHY CTYIEHT BHHUMATEIbHO NPOCMATPUBAET BOIPOCHI,
peyCMOTPEHHbIE padouell MporpamMMoil, W 3HAKOMHUTBCS C PEKOMEHIOBAHHOW OCHOBHOM
autepaTypoil. OCHOBOM 1 cAauu SK3aMeHa CTYIEHTOM SIBJISIETCS H3Y4YEHHE KOHCIIEKTOB
JIeKIMH, TPOCIYIIAHHBIX B TEUEHUE ceMecTpa, WH(pOpMalus, MOJyueHHAss B pe3ysbTare
CaMOCTOSITENIbHOM pabOThl B TEYEHUE CEMECTPA.

7. Y4yeOHas JuTepaTrypa M pecypcbl HH(OPMALMOHHO-TEJEKOMMYHHMKAIMOHHOH CceTH
HNurepHer

7.1. OcHoBHAas JUTEpaTypa

1. Kynses H.H., u np. JlokyMeHTOBe/leHHe [DJeKTpOHHBIM pecypc]: yueOHMK
Jloroc, 2011

2. Ky3znenos N.H. [lenonpousBoAcTBO [DNEKTPOHHBIA pecypc]: yueOHO-CpaBOYHOE
nmocooue JlamkoB u K 2014

3. TI'punbepr A.C.,um 1p.  JlokyMeHTalMOHHOE o0ecrieueHue yIpaBIEHUS
[DnexkTponnsIit pecypc]: yueonnk IOHUTU-JTAHA 2012

7.2. JlonoJiIHUTEJIbHAS JJUTEPATYypa
['punbepr A.C., I'opbaue H.H., Myxamermuna O.A. JIOKyMEHTaMOHHOE
obecrieueHre ynpaBiIeHHsI [ DIEKTPOHHBIN pecypc|: yueOHUK IOHUTU-JAHA 2012

7.3. HopMaTHBHbBIE IPaBOBbIE JOKYMEHTHI U HHAS NPaBoBasi HHGopManus

1. Koncturynus Poccuiickoit @eneparuu (MpuHATa BCEHAPOAHBIM roiocoBanueM 12.12.1993)
(c yueToMm nomnpaBok, BHeceHHbIX 3akoHaMu P® o nonpaBkax k Konctutyuu PO ot 30.12.2008
Ne 6-®K3, ot 30.12.2008 Ne 7-OK3, ot 05.02.2014 Ne 2-OK3, ot 21.07.2014 Ne 11-DK3) //
CoOpanmue 3akononatenpctBa PO. 2014, Ne 31, ct. 4398.

2. @enepanbubiii 3akoH Ne 131-@3 «OO6 oOmMX NPUHIMIAX OpraHU3alMd MECTHOTO
camoytpaBiieHus: B POy

3. @enepanbHblil 3ak0H «O TOCYIapCTBEHHOM rpaxaaHcKoi ciyx0e Poccuiickoit deneparuimy
ot 27 uronst 2004 r. Ne 79-@3.

4. ®enepanbublil 3akoH Ne 414-03 ot 21.12.2021 r. «O nybauuHol BiacTu B cyObekTax POy.
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7.4. UuTepHET-pecypchl, CIPABOYHbIE CHCTEMBbI.

OdunmanpHblii calT MUHHUCTEPCTBA TPY/A U COIMANbHOM 3ammThl Poccutickoit deneparuu —
http://rosmintrud.ru
WWW.Nnir.ru / — Poccuiickas HaljioHaaIbHasi OMOIMoTeKa
WWW.NNS.ru / — HarmoxasbHast 3JieKTpoHHAs: OMOInoTeka
WWW.ISi.ru / — Poccuiickast rocymapcTBeHHast OMOIHOTeKa
www.busineslearning.ru / — Cucrema AUCTaHIIMOHHOTO OM3HEC 00pa30BaHMUs
http://www.consultant.ru/ — KoucymnsTant mioc
http://www.garant.ru/ — I'apanT
WWW.iSras.rssi.ru (odurmanbHBIHA calrt KypHaia «Coumosiornyeckue
UCCJICI0BAHUS)
8. www.mintrud.ru (caiit MuHHCTEpCTBa TPy/a U COIUATBHOTO pa3BUTUS Poccuiickoi
denepanun)
9. www.AUP.ru (AnMUHHUCTPATUBHO-YTIPABICHUECKUN TOPTAI)
10. www.ilo.ru (opurmansHbIi calT MexyHapoIHON OpraHU3alMy TPY1a)
11. http://www.hrm.ru (cietmanusupoBanubiii cait 1t HR- MeHemkepoB)
12. http://www.jod-today.ru (caiit razersr «Pabota as Bacy)
13. http://www.personal-mix.ru  (Hay4HO-TIPAKTHYSCKHI JKypHAT [0  YIPaBJICHHUIO
nepconasioM «Ilepconan MUKCy)
14. http://www.kadrovik.ru (anekrporHas Bepcus xypHasia «CIpaBOYHHUK KaJIpPOBUKA)
15. www.top-personal.ru (3iekTpoHHast Bepcus )KypHaia « Y IPpaBJICHUE EPCOHATIOM))
16. www.uptp.ru (caiit mMexayHapoaHoro xypHana «IIpoGrembl Teopuu U TPAKTHKU
YIPaBICHUS)
17. www.chelt.ru (caiit sxypHana «YenoBek u Tpy1»)

Noook~owhE

7.5. UHble HCTOYHUKH
1.KaGamor C.IO., Achanmuspoa W.I'. JIenonpousBoJACTBO U apXUBHOE JIEJIO B ONpPENETIEHUIX H
TepMUHaxX [DnekTpoHHBIH pecypc]:: yueO.mocodbue / Kabamo CIO. — M.: ®nunta, 2012.
http://e.lanbook.com/view/book/20181/pagel/. — 3aru. ¢ skpaHa.
2.Ky3snenos W.H. J[lenonpousBoactBo [DieKTpOHHBIH pecypc]: ydeOHO-crpaBOuHOE IocoOue/
Kysnenmoe U.H.— Onekrpon.tekctoBeie naHHble.— M.: JlamkoB m K, 2014— 460 c.—
http://www.iprbookshop.ru/586
3 Kynsies H.H., Ypanos 1I.H., ®abpuunoB A.I'.JlokymenTtoBenenue: yueobnuk / Kynses H.H. — M.:
Jloroc, 2011. http://www.iprbookshop.ru/9082.— 5BC «IPRbooks».

ek-lit.agava.ru/books.htm - buGnroTeka SKOHOMHUYECKOM  JET0BOIt TUTepaTyphl. UnTambHsI.

8. MaTtepunaabHo-TexHU4YecKas 6a3a, HGpOpPMaNMOHHbIE TeXHOJOTHH, MPOrpaMMHoOe obecrieyeHne u
HH(OPMALNMOHHBIE CIPABOYHBIE CHCTEMBbI

MarepuanbHO-TEXHIHYECKOE 00ecTieYeHre JUCITUTUIMHBI BKITIOYaeT B ce0sl:

- JIEKIIMOHHBIE ayTUTOPUU, 00OPYTOBAHHBIE BUCONMPOCKIIMOHHBIM 000pYIOBAHUEM JIJIS
NPe3CHTAIHA, CPEJICTBAMH 3BYKOBOCIIPOU3BEICHHSI, DKPAHOM;

- TIOMEILEHHS ISl TPOBEICHUSI CEMMHAPCKHUX U MPAKTUYECKUX 3aHATHH, 000py10BaHHbIE
y4ueOHOI MeOenblo.

JlucuuiuinHa —MojaJepKaHa COOTBETCTBYIOIIUMH — JIMIIEH3MOHHBIMH  IPOTPAMMHBIMU
npoaykramu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC I'apanr,
CIIC KoncynbTaHT.

[TporpammHBIe cpecTBa oOecriedeH s yueOHOTO Ipolecca BKIIOYAIOT:

- MporpamMMbl Tipe3eHTalmoHHo# rpaduku (MS PowerPoint — ajist HoAroTOBKHU ClaiiioB U
MIPE3CHTAIINN );


http://rosmintrud.ru/
http://www.nnir.ru/
http://www.nns.ru/
http://www.rsi.ru/
http://www.busineslearning.ru/
http://www.consultant.ru/
http://www.garant.ru/
http://www.isras.rssi.ru/
http://www.mintrud.ru/
http://www.aup.ru/
http://www.ilo.ru/
http://www.hrm.ru/
http://www.jod-today.ru/
http://www.personal-mix.ru/
http://www.kadrovik.ru/
http://www.top-personal.ru/
http://www.uptp.ru/
http://www.chelt.ru/
http://www.iprbookshop.ru/586

- rekctoBbie peaakTopsl (MS WORD), MS ECXEL — s Tabnuir, 1uarpamm.

By3 obecnieunBaeT KaxxJoro o0ydaromerocst pabouuM MECTOM B KOMIIBIOTEPHOM Kiacce
B COOTBETCTBUU C 00bEMOM H3y4aeMbIX JUCLUILINH, 00€CIIeYMBAET BHIXO/ B CeTh VIHTEpHET.

[Tomemienust Ansi CaMOCTOSTENBHOW PabOTHI OOYYAIOMIMXCS BKIIOYAIOT CIEAYIONIYIO
OCHAIIIEHHOCTh:  CTOJIBI ~ AyJWTOpPHBIE, CTYyJbs, JOCKA ayJUTOpPHBbIE, KOMIBIOTEPHl C
MOJKJIIOYEHUEM K JIOKAJIbHON CETH MHCTUTYTA (BKJIIOYas IPABOBBIE CUCTEMBbI) U VIHTEpHET.

Jius  u3ydeHus  y4yeOHOM  TUCHUIUIMHBI ~ UCHOJB3YIOTCS  aBTOMAaTHU3UPOBAHHAS
OoubnmuoreyHas WHPOPMALMOHHAS CUCTEMa M DIIEKTPOHHBIE OMOIMOTEYHBIE CHUCTEMBI:
«YuauBepcuterckas ~ OmOmmoreka  ONLINE»,  «DnektpoHHO-OMOIMOTEYHass  cuUcTeMa
uznarensctBa  JIAHb», «OnexktpoHHO-OnOmmoreunass cucrema wu3garenbctBa  «HOpaiT,
«2nexTpoHHO-OMOMMoTeyHass cuctema IPRbooksy, «Hayunas osnekrponHas OuOimMoTeka
eLIBRARY» u np.



7. MaTtepuajbHO-TEXHHYECKasA 0a3a, HH(POPMALMOHHBbIE TEXHOJIOTHH, IPOTPaMMHOE
o0ecrnieyeHne U MH(POPMAIMOHHBbIE CIIPABOYHbIE CHCTEMBI

MarepuanbHO-TEXHHYECKOE 00ecTieyeHre AUCUUILUINHBI BKIIOYAeT B ce0sl:

- JIGKIIMOHHBIE ayAUTOPHUU, 0OOPYJOBAHHbBIE BUICOMPOCKIIMOHHBIM O00OPYIOBAaHUEM JIJIS
IPe3eHTAIHi, CPEJCTBAMH 3BYKOBOCIIPOU3BEICHHS, IKPAHOM;

- IOMEUICHUS JJI MPOBEACHUS CEMUHAPCKUX U MPAKTUUYECKUX 3aHATHI, 000py10BaHHBIE
yueOHOI MeOenbIo.

JucuumniuHa mojAepkKaHa COOTBETCTBYIOUIMMH JIMLIEH3UOHHBIMU MPOrPaMMHBIMU
npoaykramu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC I'apanr,
CIIC KoHcynbTaHT.

[TporpammMHbIe cpeacTBa obecreueH s yaeOHOTO MpoLecca BKIIOYAIOT:

- mporpamMmbl pe3enTtaroHHoi rpaduku (MS PowerPoint — st moaroToBKy CiiaiiioB u
Hpe3eHTalHii);

- rekcToBbie pegakropsl (MS WORD), MS ECXEL — s Tabnuir, 1uarpamm.

By3 obecnieunBaeT KaxxJoro o0ydaromerocsi pabouuM MECTOM B KOMIIBIOTEPHOM Kilacce
B COOTBETCTBUU C 00bEMOM H3yUaeMBbIX JUCLIUILINH, 00€CIIeYMBAET BHIXO/] B c€Th VIHTEpHET.

[Tomemnienust Ansi CaMOCTOSITENNFHOW PAaOOTHI OOYYAIOMIMXCSl BKJIIOYAIOT CIIEAYIOUIYIO
OCHAIIIEHHOCTh:  CTONIBI ~ ayJAUTOPHBIE, CTYyNbs, JOCKH ayJAUTOPHBIC, KOMIIBIOTEPHI C
MOJIKJTFOUYEHUEM K JIOKAJTHbHOU CETH MHCTUTYTA (BKJIFOYAsl PABOBBIC CUCTEMBI) U MIHTEpHET.

Jins  uw3ydeHus  y4yeOHOM  OUCHMIUIMHBI ~ UCHOJB3YIOTCS  aBTOMAaTH3UPOBAHHAS
OubnmuoreyHass WHPOPMALMOHHAS CHCTEMa M JJIEKTPOHHBIE OWOIMOTEYHBIE CHCTEMBI:
«Yuupepcuterckass ~ 6mbmuoreka  ONLINE»,  «DnexkrpoHHO-OMOnMOTedHas  cucrema
uznatenserBa  JIAHDb», «OnexTtpoHHo-OmOnuoreyHass cuctema wusgartensctBa  «HOpaiiTy,

«OnexkTpoHHo-OnbOMMoTeynass cuctema [PRbooks», «Hayunas osnextponnas Oubnuoreka
eLIBRARY» u np.
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BOITPOCHI K 3AYETY

WcTopus pa3BuTus aenornpousBoactsa B Poccun

[Tpobnemsl pocta TOKyMEHTO000pOTa

Crnioco0slI parroHaIu3al J0KyMEeHTO000pOoTa.

I'CAOY. YCOP/. Yuuduxamus, popmanusanus, CTaHIapTH3AIMS TOKyMECHTA.

Opranu3anoHHas rpyima J0KyMeHToB. FIx ocobenHocTu B cucteme [MY.

PacniopsinutensHas Tpymnmna JOKyMEHTOB M CIIEIM(HKA MX U3JaHUS B TOCYAapCTBEHHOM

yIOpaBIE€HUU U MECTHOM CaMOYIIPaBJICHUU.

CrpaBo4HO-UH(pOpPMAIIMOHHAS TPYTIIA TOKYMEHTOB.

[IpaBuna opopmiieHns JOKYMEHTOB. PEKBU3UTHBII COCTaB JOKyMEHTA.

9. Opranmzamus cuoyx0sr JIOY B opraHax TOCyIJapCTBEHHOH BJIaCTH U MECTHOTO
caMOyIpaBJICHUSI.

10. TexHOIOTUH PETUCTPALIH JOKYMEHTOB.

11. TexHONMOTHMU KOHTPOJI UCTIOTHEHUS IOKYMEHTOB

12. Opranusamus ciryx6o0it IOV Tekymiero XxpaHeHus JOKyMEHTOB.

13. ApxuBHOE XpaHEHHUE TOKyMEHTOB

14. OcoOeHHOCTH TEKCTa IOKYMEHTA

15. Jloruueckue OCHOBBI PEIAKTHPOBAHUS JOKYMEHTA

16. JIMHrBUCTHYECKIE OCHOBBI PEJAKTHPOBAHUS JOKYMEHTA

17. InpopmMaimoHHbII aHaIU3 JOKyMEHTa

18. Cioco0s! yHU(UKAITNH TEKCTa JOKYMEHTa

19. Ilpuka3 - OCHOBHOU pacnopsAUTENbHBIN JOKYMEHT B OpraHU3aIul

20. TpeboBaHHsI K pEKBU3UTHOMY COCTaBY JOKyMEHTA

21. TpeboBaHust K OPOPMIICHUIO OPTaHU3AIMOHHBIX JOKYMEHTOB (MHCTPYKIHS, MpaBUiIa U
T.IL.).

22. TpeGoBaHus K OOPMIICHHIO AKTa.

23. TpeboBanus kK 0POPMIICHHIO MTPHUKA3a.

24. TpeOoBaHus K 0POPMIICHUIO PACTIOPSKEHHUS.

25. TpeboBanust k 0(hOpMIICHUIO TelIe(hOHOTPAMMEL.

26. TpeOoBaHus K 0POPMIICHHIO TUIAHA.

27. TpeboBaHus K OPOPMIICHHIO OTUETA.

28. TpeOoBaHus K 0POPMIICHUIO 3asIBICHHS

29. TpeboBanus K 0POPMIICHHUIO JOKIIAJTHON (CITY’KEOHO) 3aIICKH.

30. TpeboBaHus K OPOPMIICHHUIO TPOTOKOIA

31. TpeboBanus kK 0OPOPMIICHHIO IOTOBOPA

32. CayxeOHast epenucka

33. Homenkmarypa aen

I

o N

TECTOBBIE MATEPHUAJIbBI

1. YTBep:knenune 10KyMeHTOB NPOU3BOIUTCS:

a) MpOCTaBJICHUEM I'puda WK U3aHUEM CAMOCTOSTEIBHOTO PACIIOPSAUTENFHOTO aKTa;

0) NoJIMHMCaHUEM HITH MTPOCTABICHUEM TpUda, UITU H3JITAHHEM CAMOCTOSTENILHOTO PACTIOPSIUTEIEHOTO
aKTa;

B) MPOCTaBJIeHHEM rprda Npu 0JTHOBPEMEHHOM HM3JIaHUU CAMOCTOSTEIBHOTO PACHIOPAIUTEIBHOTO aKTa,
T') IOJNIMCAHUEM U ITPOCTABICHUEM Iprda MPH OJJHOBPEMEHHOM U3JJAHUU CAMOCTOSTEILHOT'O
PacIOpsIUTENBHOTO AKTA;

2. le1onpou3BOACTBO H JOKYMEHTALIMOHHOE 00ecTieYeHne YIpaBJIeHH:
a) pa3IM4aroTcs 00JIACTIMU UCIIOIH30BAHMUS;

0) UICHTUYHBIC TIOHSATHUS;

B) pa3IU4ar0TCs BUIAMHU OTICpaIlHii;

T') Pa3IMYaroTcsl 10 BUJIaM OPTaHU3aIMid, B KOTOPBIX HCIOJIB3YIOTCS.



3. JlokymMeHT omnpeaeasieTcs KaK:

a) HOCUTEh MH(POPMAIIUY B CHCTEME YITPABIICHUS;

0) nadopMarMss Ha MaTEpPUATBLHOM HOCHTEIEC C PCEKBU3MTAMU, TIO3BOJSIFOIIUMU €€
UICHTU(UIINPOBATE;

B) KaueCTBEHHAs XapaKTEPHCTUKA YIPaBICHICCKOW HH(POpMAITHH;

T) CBEACHHMS, OJTBEPkKAAONUE PaKT OOBEKTUBHON JICHCTBUTEILHOCTH.

4. YuH cekpeTaps, apXuBapuyca, CTPYKTypa KaHUeJIspusi MOSIBUWINCH B EPHOA:
a) MPUKA3HOTO JETOMPON3BOCTBA;

0) KOJJIEKCKOTO JIeJIONPON3BOJICTBA;

B) MHHHCTEPCKOTO JEIIOTPOU3BOCTBA.

5. IIpuka3Hoe gej0npou3BoaAcTBO B Poccun
a) 16-18 Beka;

0)15 —16 Beka;

B) 15 —17 Bexka;

r)19-20 Beka.

6. Kosnnexxckoe nesionpousBoactso B Poccuu
a) 19 Bek;
0) 18 Bek;
B) 17 Bek;
r) 16 Bek.

7. OT™MeHa T0KyMeHTa:

a) pacrpocTpaHseTcst Ha Oy IyIue OCIeACTBUS JOKYMEHTA;

0) pacripocTpaHseTcsl Ha y>Ke€ HaCTYIHUBIINE TOCIEICTBUS IOKyMEHTa,;

B) PacIpoCTpaHseTcsl Ha OyAyIIue U y)Ke HACTYIHUBIIHE ITOCIEICTBUS JOKYMEHTA;
T') pacTipoCTpaHAeTCs Ha MOTEHIMANbHbIE [TOCIEACTBUS JOKYMEHTA;

8. CBUTKOBOE CTOJIOLOBOE 1EJIONPOU3BOACTBO COPMHUPOBAJIOCH B IIEPHOL:
a) MIPUKA3HOT'O JEJIONPOU3BOJCTBA;

0) KOJIIEKCKOTO JAETIONPOU3BOICTBA;

B) MUHHCTEPCKOTO JeJIONPON3BOICTBA;

T')UCHOJIHUTENBHOTO J1EJIONPOM3BOICTBRA.

9. 1okyMeHT0000pOT onpeae/isieTcs Kak:

a) COBOKYITHOCTH B3aMMOYBSI3aHHBIX MPOIIETYP, 00€CIICUNBAIONINX IBIDKCHHIE JOKYMEHTOB B
YUYpEKICHUU;

0) WUPKYJISMA TOKYMEHTOB OpraHU3aIIH;

B) IOKYMEHTHI OpraHU3alM1, HAXOASAINECS B JBIKECHHUH;

T') JOKYMEHTOOOMEH OpPTaHHU3aIiyU C BHEITHEH WHPOPMAIIMOHHOH cpeioi, 00ecTieYrBAaIOIIHiA ee
s¢dexTrBHOE QYHKIMOHUPOBAHUE.

10. TenaeHIMHU pocTa JOKYMEHTO000POTA SIBJISIIOTCS
a) TO3UTHUBHBIM ABJICHUEM COBPEMCHHOCTH,

0) HEraTHBHBIM SIBJICHUEM COBPEMEHHOCTH;

B) HETaTHBHBIM SIBJICHHUCM Pa3BUTHA HUBUIIN3AIIUN;

F) IO3UTUBHBIM ABJICHUEM PAa3BUTHA HUBUIIN3AIUH .

11. OcHOBHBIEC IPUYHUHBI POCTA JOKYMEHTO000POTA SIBJISIFOTCH:
a) palMOHANIbHBIE, HPPALIMOHAJIbHBI,

0) perynupyeMele, HeperyIupyeMbIe;

B) OOBEKTHUBHBIMH U CyOBEKTHBHBIMU;

') HeraTUBHBIE, TIO3UTHBHBIE.
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12. O0beKTUBHBIE NPUYUHBI POCTA IOKYMEHT0060pOTa
a) GOpPMUPYIOTCS IO BOJIC U JKEIAHUIO JIFOJICH;

0) (hOpMUPYIOTCS IOMUMO BOJIU H YKEJIAHUS JIIOJICH;

B) (OPMHPYIOTCS IO BOJIE TOCCTPYKTYP;

r) (OpMHUPYIOTCS TIO BOJIE TOCCTPYKTYP U JKETIAHHIO JIFOJIEH.

13. Cy0bekTHBHbIE MPUYUHBI POCTA JOKYMEHT0000pOTa

a) dopmupyrorcs 6marogaps aIMUHUCTPATHBHBIM IEHCTBUAM JIFOCH;
0) hopMUPYIOTCS 1O BoOJIe CYOEKTOB TOCYapCTBa;

B) (hopMUpYIOTCS 1O BOJIE CYOBEKTOB YIIPaBJICHUS;

r) (hOpMHUPYIOTCS TIO BOJIE H YKEIAHHUIO JTFOICH.

14. Crioco0oM panmoHaJIM3aUHM JOKYMEHTO000pOTA MOKHO HA3BATh
a) METOJ] yIPaBJICHUS IO OTKJIOHCHHUSM;

0) KOJNMYECTBEHHBIN aHAIN3 JOKYMEHTO000POTAa;

B) CUTYaTHBHBIH aHaJIN3 JOKYMEHTO000pOTa;

T') KaUeCTBEHHBIN aHAIN3 JTOKyMEHTO000POTa.

15. OnTuMu3anus J0KyMeHT0000pOTAa B OPraHU3ally MPU3BaHa
a) 3aMe/ITUTh U COKPATHTh IOKYMEHTOO00POT;

0) COKpaTUTH TOKyMEHTOO0O0POT;

B) YCKOPHTH JJOKYMEHTOOOOPOT;

T') COKPaTUTh U YCKOPUTH JOKYMEHTOOOOPOT.

16. MeToa npeagBapUTeIbLHOI0 PACCMOTPEHUS JOKYMEHTOB IPUMEHSIETCH B OTHOLLICHU U
a) BXOJAIIET0 JOKYMEHTOIOTOKA;

0) BHyTpEHHET0 JOKYMEHTOIIOTOKA;

B) HCXOASIIETO JOKYMEHTOIOTOKA;

T) J1000T0 TOKyMEHTOIOTOKA.

17. MeToa ynpasjeHHs 110 OTKJIOHEHUSIM
a) BXOZSIIETO JOKYMEHTOIIOTOKA;

0) BHyTpEHHET0 JOKYMEHTOIIOTOKA;

B) HCXOASIIETO JOKYMEHTOIOTOKA;

T) M000r0 JOKYMEHTOIIOTOKA.

18. PadoTa ¢ koHpuaeHnuaTbHOI HHPOPMaNuel BKIOYAeT B ce0s:

a) TeXHUYECKHUe acreKThl odecrieuenus KU;

0) TEeXHUYECKUE U HOPMATHBHO-TIPABOBbBIE aclekThl ooecrneueHus KU,

B) OpraHU3aIMOHHBIC aclieKThl obecreueHust KU,

') TEXHUUECKHE, OPraHu3allMOHHBIE 1 HOPMAaTUBHO-TIPABOBBIE aciieKThl obecneueHns KH.

19. ABTOMATH3HPOBAHHBI TOKYMEHTO000POT NMPU3BAH HA COBPEMEHHOM JTare:

a) TOJIHOCTBIO 3aMEHHUTh OyMasKHBII;

0) mpoayOIMpOBaTh OYMaXKHBIIA;

B) Pa3[eIUTh C OyMaXHBIM JJOKYMEHTOIIOTOKH (BXO/ISIINE, UCXO/IAIINE, BHYTPCHHHE)

T') pa3aenuTh ¢ OyMaXKHbIM HH(POPMAIIMOHHBIE TOTOKU (4aCTh JJOKYMEHTOB - 3JICKTPOHHbIC, YacTh -
OyMaKHbIE)

20. OnTuMuU3aus J0KYMEHTO000pP0TAa B OPraHu3alui, B MEPBYIO oUepe/b, ABJsieTcs (PyHKIHeEN:
a) pyKOBOJMTENS OpraHU3allNH;

0) cryx0b1 J1OY;

B) BCEX COTPYJHHKOB OpTaHM3AIlHH;

T') pYKOBOAWTENIEH CTPYKTYPHBIX ITOIPa3ACIICHUN.

21. Cayx6a JOY noxyuHseTCs:
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a) HaIPSIMYIO0 PYKOBOJIUTEIIIO;

0) 3aMECTUTEIIO PYKOBOJIHUTEIIS;

B) HaYAJIBHUKY OTJEJIa KaJIpOB;

T') HAYaJILHUKY FOPUIUYECKON CITykKOBI.

22. YCOP/ siBasieTcs:

a) YyIpaBJIeHHUEM CUCTEMOMN OPraHUu3allMOHHON JICATEILHOCTH;

0) yCOBEpIIEHCTBOBaHNEM OPTaHU3AIMOHHON e TeTFHOCTH;

B) YHU(PHUITUPOBAHHON CHCTEMOU TOKYMEHTOB;

T') YHUBEPCAIBHON CUCTEMON OPraHU3alMOHHO-PACTIOPSIUTEIBHON IOKYMEHTAIVH.

23.TCAOY - s71o0:

a) rpaKAaHCKasi CUCTeMa JJOKYMEHTAIIMOHHOTO 00SCTIICUEHUS YIIPABICHUS;

0) reHepalibHas CUCTEMa JIOKyMEHTAIIMOHHOTO 00CCIICUCHUS YIIPABJICHUS;

B) rOCyJIapCTBEHHAS] CHCTEMA JIOKYMEHTAIIMOHHOTO 00eCTIeUeHNs yIPaBICHHUS,

') FOC-MYHHUIIUMIAIbHAS CUCTEMA TOKYMEHTAIIHOHHOIO 00€CIICYEeHHUS YIIPaBICHHU.

24. Tpu cnocoda yHH(PUKAIUHA TEKCTA TOKyMeEHTa:
a) Tpadaper, ankeTa, TabIUIIA;

0) cxema, rpaduk, Kapra;

B) oneporpamma, ans0om (Gopm, MapmpyTorpamma,
r) TpadapeT, aHKeTa, Tabnwia, rpaduk.

25. TekeT aHKETHI CIENMAINCTHI HA3BIBAIOT:
a) HeCBSA3aHHBIM;

0) pa3opBaHHBIM;

B) ACHHTAKCUYECKUM;

T') COKpAIICHHBIM.

26. OpraHu3aniOHHO-pPaCOPAINTEIbHASA IPYNINA JOKYMEHTOB:

a) CyIIEeCTBYET B K&KIOH OpraHn3aIiH;

0) cymiecTByeT B OpraHax BJIAaCTH U yIIPABJICHHS;

B) CYIIECTBYET B I'OCY/IapPCTBEHHBIX YUPEKICHUSIX;

T') CYHIECTBYET B TOCYAaPCTBEHHBIX U MyHHIIUTIATIBHBIX YUPEKICHUSX.

27. PeKBU3MTOM Ha3bIBACTCH:

a) 2JIEMEHT JJOKYMEHTA;

0) UHPOPMAIIMOHHBIH JIEMEHT JIOKYMEHTA;

B) HOCHTEIIb HH(POPMAIIHH;

T') BCIIOMOTaTeIbHOE CPEICTBO O(hOpMIIEHHE JIOKYMEHTA.

28. HocureasiMu nH(GOPMALUH SABJISIIOTCS:

a) Oymara, IUIacTHK;

0) Oymara, TUTAaCTHK, BUJIECO, AYIUO - JICHTHI;

B) 1100011 MaTepuaIbHBII 00BEKT, HA KOTOPOM HaHeCceHa HH(OPMAaIHs;
T') Ianupyc, nepraMeHT, Oymara, IiacTuK.

29. Benymas 3agaya KaHUeJsIpuu:

a) OpraHu30BaTh U MOJICPKUBATH JOKYMEHTOOOOPOT B OPTaHU3ALMHU 110 €AUHBIM IPABUIIAM;
0) mpoBepsATh PabOTy C IOKYMEHTaMH B OpraHHM3alli U HaKa3bIBaTh 32 HAPYIICHUS;

B) PEKOMEH/IOBATH PYKOBOJIUTEIIO CIIOCOOBI OPTaHU3AINH JIOKYMEHTO000POTa;

') MAIIMHONMCHBIE ¥ SKCIIETUIIMOHHBIE OIIEPALIH C IOKYMEHTAMH.

30. TexHoJiorusi perucTpauuu J0KyMeHTOB ObIBAIOT:
a) IICHTPATN30BaHHEIE;

0) EeHTpaTM30BaHHBIC U ICIIEHTPAITH30BaHHBIC;

B) JCICHTPAIN30BAHHEIC,
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T') IICHTPaIN30BaHHBIC, JCIICHTPATN30BaHHEIC, CMEIITIAaHHBIC.

31. TexHoJIOTHSI KOHTPOJISI HCTIOJTHEHHUsI IOKYMEHTOB MPEINoJIaraer:
a) KOHTPOJIb KaueCcTBa UCIIOTHEHYS,

0) KOHTPOJIb Ka4eCTBa U CPOKOB MCIIOTHCHHUS;

B) KOHTPOITh CO3/IaHUSI U OTIPABKHU JIOKYMEHTA aJipecary;

T') KOHTPOJIb Pa3pelICHHs BOIPOCOB, OTPAKEHHBIX B IOKYMEHTE.

32. OnpenesieHHe MOHATHS «I€JI0»:

a) Mmarka ¢ JIOKyMECHTaMH;

0) TOKYMEHTBI, OTHOCSIIMECS K OJTHOM IpodiieMe;

B) MEPBUYHBII JOKYMEHTHBII KOMILIEKC, CTPYITMPOBAHHBIN 110 KAKOMY-JIN0O0 MPU3HAKY;

T') IEPBUYHBIA JOKYMEHTHBIN KOMILJICKC, CTPYIIITUPOBAHHBIN MO UICHTHYHBIM PEKBU3UTAM JOKYMEHTA.

33. HomeHkJ1aTypa Jies:

a) TOKYMEHT, B KOTOPOM TEePEUNCIICHBI TTaBHBIC JIeia OPraHU3aIlvy;

0) IOKYMEHT, B KOTOPOM IEPEUYHCIICHBI BCE JIeNia OpTraHu3allui;

B) MPUMEPHBIH CIUCOK JIe), HEOOXOIUMBIX K 3aBEJICHUIO B OpTaHU3aIUH;
T') TOKYMEHTBI, OTHOCSIITHECS K OTHOM IIpodieMe.

34. ApxuBHOe XpaHeHHe JOKYMEHTOB He00X0AuMO:

a) JUIs IOBTOPHOT'O HCIONb30BaHUA JOKYMEHTOB;

6) 1A OTYETHOCTHU NEPEA BhIIIECCTOAINMMHU OpraHru3alusaMu,
B) Ha ciyd4ail Mpomnaxu JOKyMEHTa B OpraHU3alllu;

T) Ha CiIy4ail ynpa3qHEeHUS OpraHUu3alHH.

35. SI3bIK TOKYMEHTOB OTJIMYAET:

a) 00pa3HOCTh U Pa3HOOOPA3KE SI3BIKOBBIX CPE/ICTB;

0) TOYHOCTB U CY)KCHHE THANa30Ha A3bIKOBBIX CPEJICTB;
B) HCIIOJIb30BaHUE MPOPECCHOHATU3MOB;

I') UCIIOJIb30BaHUE JTUATICKTU3MOB.

36. Kakas (ppasa HeymecTHA B JOKYMEHTe H HY:KIA€TCSl B peIAKTHPOBAHUM:
a) «IIPOCUM YCKOPUTH pEIlICHUE BOIIPOCa...»;

0) «3a HEOOOCHOBAHHBIN MTPOTYIL...»;

B) «IpeAcTaBbTe Balu npennoxeHus B yKa3aHHbIE CPOKH...»;

I') «KOHTPOJIb UCIIOJIHEHUS BO3JIaraeTcs. .. »

37. Opranu3anuoHHAas TPYNIa JOKYMEHTOB:

a) ycTaB, [TOJIOKEHHUE, TPaBUIIa, HHCTPYKIINS;

0) ycTaB, IOJIOKEHHE, TUTAH, HMHCTPYKITHS;

B) yCTaB, OTYET, PABUJIA, HHCTPYKLNS;

T) ycTaB, MOJIOKEHUE, MIPAaBUIIA, HHCTPYKIINS, PETIaMeHT.

38. PacnopsiauTe/ibHasi rpynna J0KyMeHTOB.

a) MOCTaHOBJICHHUE, PACTIOPSIKEHUE, PELLICHNE, TPUKA3, YKa3aHUE,

0) yka3, MOCTaHOBJICHHE, PACTIOPSDKEHUE, MPUKA3, YKa3aHUE

B) YKa3, IOCTaHOBJICHUE, PACIIOPsDKEHHE, pellieHue, TIPHKa3, YKa3aHHe
T') yKa3, IOCTaHOBJIEHHE, PACIIOPSHKEHUE, PELICHUE, TPUKA3.

39. CnpaBo4yHo-UH(OPMALMOHHAS TPYyNNa JOKYMEHTOB.
a) JIOKJIaIHAsl 3aIMCKa, aKT, IIPOTOKOI,

0) moroBop, ciry>)keOHas 3aIiCKa, HHCTPYKIUS;

B) CIIpaBKa, yKa3aHue, 3asBIICHUE;

T') TelerpaMmMa, Tene(poHoTpaMMa, YKa3aHue.

40. IIpaBuia ogopmiaeHusi peKBU3UTOB, oTpaskeHnbie B 'OCT P 2016 r.:
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a) HOCAT 00sI3aTeNBHBIA XapaKTep;

0) HOCAT PEKOMEHIATEILHBIN XapaKTep;

B) HOCSAT IUPCKTUBHBIN XapakTep;

T') HOCST PEKOMEHIAaTeIIbHO-0053aTeIbHBIN XapaKTep;

41. Opranuzanus ciay:xo60ii /IOY Tekyniero xpaneHusi J0KyMeHTOB.
a) OHO OCYIIECTBIISICTCS B OTHOIICHUH UCTIONHEHHBIX TOKYMEHTOB

0) OHO OCYILECTBIISETCS B OTHOIIEHHH HEUCIIOTHEHHBIX JOKYMEHTOB

B) OHO OCYIIECTBIISICTCS] B OTHOIICHNUH JOKYMEHTOB Ha KOHTPOJIE

T') OHO OCYIIECTBIISICTCS B OTHOIIEHNH MPOCPOYCHHBIX JOKYMEHTOB

42. llpuka3s - 0CHOBHOW pacnopsiAuTebHbI JOKYMEHT B OPraHU3aluu. BUbI IPHKA30B:
a) M0 JUYHOMY COCTaBY, OTIEPATUBHOM NESATEIBHOCTH;

0) 10 INYHOMY COCTaBY, XO3SIMCTBEHHOU JESITENbHOCTH;

B) KaJpOBBIE, 110 TEKYIIEeH AesITeTFHOCTH;

T) 110 JIMYHOMY COCTaBy, OOIIeH NesTeTbHOCTH;

43. TekcT aKTa COCTOUT M3:

a) 000CHOBBIBAIOIIEH, KOHCTATUPYIOIICH, PEKOMEHAYIOIIEH YacTH;
0) BBOZTHOH, (DaKTHUECKOM, pEKOMEHAYIOIIEH YacTu;

B) BBOJIHOM, KOHCTAaTUPYIOIIEH, HTOTOBOM 4acTH;

T') BBOJHOU, KOHCTATHUPYIOIIEH, pEKOMEHIYIOIIEH YacTH;

44, JlokaagHas ¥ CJIy:KeOHAS 3alMCKH:

a) B 3HAYUTEIHHON CTENIEHH UICHTUYHBI 110 O()OPMIICHUIO U COMICPIKAHHIO;
0) MMPOTUBOIIOCTABIIEHBI IO O(OPMIICHHUIO U COACPIKAHUIO;

B) 10 0(OPMIICHHIO COBIAJIAIOT, IO COJCP KaHUIO MPOTHBOIIOCTABIICHEI,

T') WISHTHYHBI [10 COJIEPKAHUIO, PA3INYAIOTCS 110 0QOPMIICHHUIO;

45. TpeoGoBanus Kk 0popMJIEHUIO 00bACHUTEILHOM 3aMCKH:
a) COCTaBIISICTCS OT IMEPBOTO JIUIIA

0) cocTaBnsieTCs OT TPETHETO JINIIA;

B) COCTABIISIETCSI OT TPYTIITHI JIHII;

T') COCTaBJISETCS OT HAPYIIUTEIS TUCITUTIIINHBL.

46. TpedoBaHus K 0)OPMIEHHI0 TOCTAHOBJIEHMUSI.

a) COICPIKUT KOHCTATUPYIOIIYIO U PACTIOPSAAUTEIBHYIO YaCTH;

0) coZep>KUT 0OOCHOBBIBAIOIIYIO, KOHCTATHPYIOIIYIO H PACIOPSITUTEIBHYIO YaCTH;
B) COJIEPXKUT Pa3bsICHUTENbHYIO, KOHCTATUPYIOIIYIO M PACIIOPSIIUTENbHYIO YacTH;
T') COJIEP)KUT 0OOCHOBBIBAIOINIYIO, KOHTPOIHMPYIOUIYIO M PACHIOPSTUTEIbHYIO YaCTH;

47. TpeGoBanus K ogopMiIeHNI0 MHGOPMALMOHHO - AHAJIUTHYECKOH 3aMIUCKHU.

a) HOCHT PEeKOMEHAATENbHBIN, HAYYHO-HUCCIIEI0BATENbCKUN, TIOSICHSIONTUI XapaKTep;

0) HOCHT PEeKOMEHIATENIbHBIH, MOSICHIIOIINHN XapaKTep;

B) HOCUT PEKOMEHIATEIILHBIN, UCCIIEIOBATEIbCKHM, TIOSCHSIONINIA XapaKTep;

T') HUCIIOJIB3YETCs JUIS NIepeaadn Heo0X0oauMOoi HH(OPMAIIUK B LIEJISX Pa3peLICHUs IPOOJIEMBI.

48. TpeGoBanust k 0OPMJICHHIO MPOTOKOIA:

a) 4aCTH TEKCTa: BBOIHAS(CITYIIIANHN - BRICTYTIMIM-PEIIIIN ), OCHOBHAS ;

0) yacTH TEKCTa: MMOBECTKA JTHS, OCHOBHAS (CITyIIATH-BbICTYIIIIN-PEIIIIIN);
B) YaCTU TEKCTa: BBOAHAS, [IOBECTKA JIHS, CBEACHUS O IPUCYTCTBYIOLINX ;
T') YaCTH TEKCTa: BBOJIHASI, OCHOBHAS (CIIyILAIN-BBICTYIHIN-PELIHIIN).

49. Tpe6oBaHus K 0popMIIEHHIO 10TOBOPA:

a) 00s13aTeNIbHOE KOJIMYECTBO YYACTHUKOB CTOPOH — JIBA;
0) 00s3aTeTEHOE KOJTMIECTBO DK3EMITISIPOB — JIBA;
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B) 00s13aTEIPHOE YKA3aHUE OTCHIJIOK K 3aKkoHaM Pd;
T) 00s13aTeNbHOE OOPMIICHHE PEKBU3UTHOTO MUHIUMYMa JIOTOBOPA;

50. AHHy/IMpOBaHHE TOKYMEHTA:

a) pacpocTpaHseTcs Ha OyIyIire TOCIeCTBIS TOKYMEHTa;

0) pacnipocTpaHsieTCs Ha y)Ke HACTYIHBIIHE MOCIECTBUS IOKYMEHTA;

B) pacmpocTpaHsieTcsi Ha OyIylye 1 y>kKe HaCTYNUBIINE MOCIEICTBHS JOKYMEHTA;
T') PacIpOCTPaHsAETCS Ha MOTEHIMATBHBIC TIOCIICACTBUS IOKYMEHTA;

10.

OTKPBITBIE 3ATAHUSA
TeopeTnyeckue 3aJaHus ¢ OTKPBITHIMH BONIPOCAMU
1 BapuaHT

B yeM oTimume Aen0MpOM3BOACTBA OT AOKYMEHTO000poTa? (YKaKUTEe KAaYECTBCHHBIC U
MPOLEAYPHBIC OCOOCHHOCTH )

Kakue ocHOBHBIE JOKYMEHTHI BBl 3HaeTe Ha ypoBHE rop. Bonrorpana? (ykaxure BUAbI U
HaNMMCHOBAHHC)

B yem oTiinume JOKYMEHTOB, H3/1aBa€MbIX OpraHaMH IOCYIapCTBEHHOH BIIACTH CYyOBbEKTa
P® ot nokymeHTOB, M3/1aBaeMbIX OpPraHaMH MECTHOTO camoylpaBieHus? (00OCHYyHTe
NO3UIMIO, HMCXOAs M3 IIPAaBOBOTO PETYJUPOBAHUS CUCTEMBl TOCYAApPCTBEHHOIO M
MYHMIIMIIAJIBHOTO YIPABJICHMS, @ TAK)KE paccMaTpuBas OCOOCHHOCTH JIEIOIPOU3BOJICTBA
U BUJIbI JOKYMEHTOB I'OCY/1apCTBEHHOT'O U MyHHUIIUIIAIBHOTO YPOBHS)

IIpaBoM 3aKOHOAATENbHOM MHUIMATHUBBI OO0JIAAAIOT: (AOMHCATh B COOTBETCTBUU C
HopMmamu Konctutynuu PO)

Kakne  ¢QyHKUMHM  BBINOJNHAET  PYKOBOAWTENb  OpraHM3allud B Hpolecce
JIeNonpoun3BoIcTBa? (paccMOTpeTh Kiaccuukanuio GyHKIHMA 110 Pa3HEIM OCHOBAHUSIM)
K 3axonam otnocutcs: Koncturyuuss P®, Ycras Bonrorpanckoit obmactu, Ycras rop.
Bonrorpana, Yka3 Ilpe3unenta, aktel riiaBsl Bonrorpana, aktel rydoepHaropa (BbIOpaTh
HY’KHOE U apryMEHTHPOBATh)

Kaxue npaBsa umeer IIpesunent PO kak ocHoBHOe 3BeHO B 'MY B 3akoHOmaTenbHOM
npoiecce?

Kakue BBl 3HaeTe NpPUHIUNBI COCTaBIEHUSA, O(OPMIIEHUS M HU3JaHUA JOKyMEHTa?
(yKazaTh M 0XapaKTepHU30BaTh)

B yeM cymHOCTh M Ha3Hau€HUE TOKYMEHTOB, M3/1aBA€MbIX MCIIOJIHUTEIHLHOW CHCTEMOM
OpraHOB TrOCYJIAPCTBEHHOM BiacTU? (MPUBECTH MPUMEP OpraHa MCTIOIHUTEIHLHON BIACTH
U U3]aBaeMbIX UM JJOKYMEHTOB)

B uem pasHuia NoHSTHUI: TOKYMEHTHI YPOBHS IOCYJapCTBEHHON BJIACTH U JOKYMEHTHI
nyOnuyHOol Bactu?

2 BapHaHT

Kakue cragum mnpoxXoauT KaXIpld JTOKYMEHT B TIPOILECCE JIEJIONPOM3BOJCTBA B
rOCyJJapCTBEHHOM YIIPaBJICHUU?
B ueMm oTiimune qoxkymeHTa OT HOCUTENS HHGOpMAITIN?
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10.

10.

SIBAsIOTCS UM TOKYMEHTOM: HMH(OpPMAallMOHHBIE NHChbMa, CIIyKEOHbIE 3alHCKH, aKThI
[lpesunenra, nexnuM, Y4YeOHHKH, 3alUCH CTYACHTOB, IIEPEHHCAHHBIE HOPMBI
Koucturynuu P® ? (0TBET apryMeHTUpPOBATH).

JleTonpon3BOACTBO OPraHOB TOCYJApCTBEHHOM BiacTH Bonrorpanckoit obmactu u
JIeJIONPOU3BOJICTBO OpraHoB Trop. Bondrorpaga cxoxu Tem, 4To ... (Jomucarb) u
Pa3IUYHBI TEM, YTO ... (OTHCATh)

[Ipe3uneHT kak BbIcHIEE TOHKHOCTHOE JIMIO YYACTBYET B JIEJIONPOU3BOJICTBE U U3MAET ...
(YKakuTe KakuM 00pa3oM U BHJIbI HOPMAaTHBHO-TIPABOBBIX aKTOB)

B rocynapctBeHHOM /1€70MIPOU3BOICTBE (B OpraHax rocy1apCTBEHHON BIACTH) U3/1aI0TCA
CJIETyIOIINE BU/Ibl JOKYMEHTOB: (HAIIUIIUTE C yYETOM YPOBHEH BIAacTH)

I'maBa MyHHMIIMTIATBHOTO 00pa30BaHUs U3AAET U MOMUCHIBACT 3aKOHBI OPIaHOB MECTHOTO
camoynpasiieHus? ( apryMEHTUPOBAHHO OTBETHUTD)

Kaxue pekBU3UTHI yKa3bIBAIOTCS Yallle BCETO HA JOKYMEHTaXx?

B uem npeumyiecTBa 3MeKTPOHHOTO JOKYyMEHTO0O0poTa?

[ToBnuser nu pepopma MY u dhopMupoBanue equHON cUCTeMbI TyOIMYHOI BIacTH Ha
JEIONpPOU3BOACTBO B cucteMe ['MVY? (mpoaeMOHCTpUpOBaTh OCOOCHHOCTH M OTIWYHS
I'MYV ot nyOauuHON BIaCTH)

3 BapuaHT

Kakue noxymeHtsl sBisitorcs ocHOBo MY B coBpemennoit Poccuun? (Ha3BaTh BUIBL,
HAaUMEHOBAHMUS, Ha3BaHUS, JaThl BCTYIUJICHHS B CUTY U MPUHSITHS IOKYyMEHTOB)
JIOKYMEHTBI, OIpeIesIoNIe CTaTyC OpraHa rocy1apcTBEHHON BIAacTH — 3T0: (yKa3aTh U
NIEPEYUCIIUTD)
CtpyKTypy JH000T0 TOKYMEHTA COCTABJISIOT: (YKaXKUTE, KAKHUE DIIEMEHTHI)
Kakas crtpyktypa B 1000i1 oOpraHu3aiui, B OpraHe BJIAcTH 3aHUMAETCs
JIETIOTPOU3BOICTBOM?
I'maBHas nenb, 3a1auu ¥ QyHKIUHU TOKYMEHTa B OpraHu3anuu: (ykasarb, pacmmgppoBarh)
B cootBercTBUM ¢ DenepanbHbIM 3aKOHOM, KaKh€ BU/Ibl JOKYMEHTOB BIIPABE BHICTYNATh
B KaueCTBE OOpaleHHI rpakaH B TOCYAapCTBEHHBIN opraH?
Kakume mokyMeHTHI JexxaT B OCHOBe (opmupoBanus u  (GyHKIIMOHUPOBAHUS
COBPEMEHHOT0 MECTHOTO camoympanieHus B PO? (ykazaTh JOKYMEHT U €T0 POJIb)
Mbp rop. Bonrorpana n3naer 3aKoHbI WIIH TTOJ3aKOHHBIC aKThI? (apTYMEHTUPYHTE CBOO
MO3UIINIO, KCXOS U3 TTPABOBBIX HOPM M MPUHIIUIIOB)
PexBu3uTamMu 1r000T0 TOKYMEHTA SIBJISIFOTCS (HAITUIITUTE OMPEICIICHHE U YKAKUTE BHJIBI
B cootBeTcTBUU ¢ [OCTom P 2016 T1.)
YcraB rop. Bomrorpama smBusiercs AoKyMeHTOM: (BBIOpaTh NpPaBUIBHBIM OTBET H
000CHOBATH €r0)

- MECTHOTO YPOBHS

- PETHOHAILHOTO YPOBHS
- TOCYIapCTBEHHOTO YPOBHS

- peepaIbHOTO YPOBHS

- CUCTEMBI ITyOTMYHOHN BIIACTH
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IpakTnyeckne 3agaHus (3a1a41)

1. B cootBerctBUu ¢ DenepanbHbiM 3ak0oHOM «O0 oOpallleHUsIX Tpa)kaaH
COCTaBUTh B OpraHbl TOCYIapPCTBEHHOM BiacTu Bosrorpaackoi 061acTu B

oOpaiieHusl TpakJaH — KaloO0y Ha HEmpaBOMEpPHOE JACWCTBHE WIH
Oe3ieilicTBUE JOKHOCTHOTO JIMIA HMCIOJHUTENBRHOTO OpraHa cyObekTa
benepanum.

2. C yuetom 'OCT Poccum 2016 Toma cocTaBUTh TOKYMEHT OpPTaHU3AI[MOHHO-
pacropsAUTEILHON TPYNIbI TOCYIAPCTBEHHOTO YPOBHS C MCIOJIb30BAHUEM
JEHUCTBYIOIIEH CUCTEMBI PEKBU3UTOB.

3. Ha caiite oprana MecTHOTO caMOYIIpaBJieHUs - Boirorpaackoil Topoackon
JlyMbl HaTH NOKYMEHT PACHOPAIUTEIBHOTO XapakTepa WU ONPEACIUTH
CIIEIyIOIIME €ro XapaKTepUCTUKHU: 1) CTPYKTypHOE MOApa3ieicHuE,
W3/IaBlIee JaHHBIA JIOKYMEHT, 2) HAaMMEHOBAHHUE U CTATyC JIOKYMEHTa, 3)
JAThl U3IAHUS U IOPUANYECKOTO IEUCTBUS JOKYMEHTA, 4) OpraHU3allMOHHbIC
Y IIPAaBOBbIE MTOCIEACTBUS NEUCTBUS TaHHOTO JOKYMEHTA.

4. Kakue cmocoObl, MEpbl M METOJIbI COKpAIICHHs JIOKYMEHTOO0OpOoTa B
OpraHax rocyJapCTBEHHOW BIACTH U MECTHOT'O CaMOYTPABJICHUS Bbl MOYKETE
NPEVIOKUTh B  YCIOBUSIX COBPEMEHHOW ONTUMHU3AIUU JI€SITEIBbHOCTH
BJIACTHBIX CTPYKTYp B CBA3U C (OPMUPOBAHUEM E€IUHOM CHCTEMBI
nyoin4HoM BiacTu B PO.
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