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1. [lepeyeHb MJIAHUPYEMBIX Pe3y/JIbTATOB 00y4eHHS MO JUCHUILIHHE, COOTHECEHHBIX €
IVIAHMPYEMBbIMH Pe3yJibTaTAMHU OCBOCHUS 00pPa30BaTeILHOI MPOrpamMMbl

1.1. OcBanBaeMbIe KOMIIETEHIIHH

Jucuuniimaa b1.B.05S «/lokymenTannonHoe obecnedenne opranos I'MY» olecneunBaer
OBJIAJIEHUE CJIEeTYIOIHMMH KOMIEeTEHIIUSIMH:

Kon
Kon HaumenoBanue HaumenoBaHue KOMIIOHEHTa
KOMIIOHEHTa
KOMIETEHINH KOMIIETEHIINN KOMIIETEHIINH
KOMIETEHINH
[IKp-6 Crioco6eH OCyIIeCTBIATh ONTUMH3AIHIO [IKp-6.1.1
CnocobeH aHaM3upoBaTh BUABI U
JIETIOBBIX IIPOLIECCOB, OPraHU30BLIBATh
KaTeropuu JOKyMEHTOB
TOKyMEHTOO0OPOT U AETOBYIO IIEPEMHCKY C
TOCyJJapCTBEHHOTO U
rpakJaHaM{ U BHELITHUMH OpraHU3alHsiIMH,
MYHUIUNATIBHOIO YPOBHS, BECTH
B TOM YHCJIC Ha HHOCTPAHHOM SI3bIKE /WU
JIEJIOTIPON3BOACTBO, OPraHU30BATh
C UCIOJIb30BaHNEM HH(OPMAIIMOHHO-
. M OCYILECTBJIATH IOKYMEHTO000pOT
TEJIEKOMMYHHUKAIIMOHHBIX TEXHOJIOTUI
ITKc-1 Crioco0eH pa3pabaTsiBaTh JOKYMEHTHI IMKc-1.1.1 CnocobeH pa3pabaTeIBaTh 1

CTPATEernYecKOro IAHUPOBAHUS U
OporpaMMHUpOBaHus B chepe
rOCyIapCTBEHHOTO M MyHHUIUIATIEHOTO
YIIPaBJICHUSA, OCYILIECTBIATD UX
000CHOBaHKE, aHAJIM3 U KOHTPOJIb
HCIIONTHEHUS

COCTaBJISITh OPTaHU3ALUOHHO-
pacnopsIUTeNIbHYI0 1 HOPMaTHBHO-
IPaBOBYIO JOKyMEHTALUIO B chepe
rOCyJapCTBEHHOTO
MYHHUIUIIAJIBHOT'O YIIPAaBJICHUA JJI
pemreHus mpoeCCHOHATBHBIX
3amayq

1.2. Pe3yabTatbl 00y4eHust

B pe3ynbraTe 0OCBOEHUS NUCHUIUIUHBI Y CTYJEHTOB JOJIKHBI OBITH CPOPMHUPOBAHBL:

OTO/TD

(pu HaTMUUH
mpodcTangapTa) TpyAOBbIE
WU POQeCCHOHATIbHBIC
IEUCTBUS

Kox srama ocBoeHus
KOMITETEHIIHH

Pesynbrarer o0ydeHus

- 3HACT

Ha ypOBHE 3HAHMIA:

BHUIbBI

n KaTEeropuu

OpTaHM3aIOHHO-|
pacnopsiAUTENbHBIX JOKYMEHTOB B CHCTEME TOCYJapCTBEHHON 1
MYHUIIMIIAJIBHOM BIIACTH;

Ha YPOBHE YMEHUI:

TKp-6.1.1

- ompernensieT BHIBI JOKYMEHTOB TOCYIapCTBEHHOTO YPOBHS W
YPOBHS MECTHOTO CAMOYIPABJCHHS, WX PEKBH3HTHl |
OCOOGHHOCTH  COCTaBIEHHSA; KIacCUQUIUPYEeT  KaTeropuu
JOKyMEHTAIUW; BBIJEISIET O0COOCHHOCTH (YHKIMOHHPOBAHMS
JIOKyMEHTOB M COBPEMEHHOI'0 JIOKYMEHTOOOOpOoTa B OpraHax
BJIACTH

[Ha YPOBHC HABLIKOB!

- aHaJM3UpyeT ©  CHCTEMaTH3UpPyeT  paslIU4Hble  BUJBI
MOKYMCHTOB, BBIOCISIET WX PEKBU3UTHl, COCTABISCT U
pa3pabaTeiBaeT TOKYMEHTAIHIO, BEAET JACIOMPOHM3BOACTBO IPH
penieHnn npoheCCHOHATBLHBIX 3a1a4

ITKc-1.1.1

Ha YpOBHE 3HAHUI:

3HAeT BUJbl U KATETOPUU JOKYMEHTOB HOPMATUBHO-IIPABOBOIO U
UHOTO COJIEpXKaHUS B CHCTEME FOCYJapCTBEHHOM U
MYHULMIIAJILHON BIIACTH;




Ha ypOBHE YMEHUI:

OIIpEIENAeT CIOCOObI COCTABICHUSI JOKYMEHTOB NPHUMEHHUTEIBHO,
K KOHKPETHOMY HX BHJY Ha TOCYJAapCTBEHHOM H MECTHOM
VPOBHSIX, WX  PEKBH3HTBI W  OCOOCHHOCTH  JAEHCTBHA,
(OYHKIIMOHUPOBAHUST M XpAaHEHUS; KIacCH(PUIUPYET KaTeropuy
TOKyMECHTAINN; BBIACTICT OCOOCHHOCTH METIONPOW3BOACTBA U
QIIEKTPOHHOTO ~ JJOKYMEHTOO0OpOTa Mpu  (YHKIHOHHUPOBAHHY|
TOKyMEHTOB B OpraHax BJIACTH IIPH PEIICHUH NMPOQeCcCHOHATBHBIX
3amay

Ha YpOBHE 3HAHUI:

3HAEeT 0COOCHHOCTH KaXKIOTO BHJIA U KATETOPUH JJOKYMEHTOB B
COBPEMEHHOM CHCTEME rOCYAapCTBEHHOTO U MyHUIUIIATBHOTO
yIpaBJICHUS,




2. O0bem U MecTO JUCHHUILINHBI B cTpykType OI BO

VYuebnas npucuumnHa b1.B.05 «/lokymeHtanumonHoe obecniedeHue opraHoB I'MVY»
MIPUHAUICKUT K OJOKY BapHaTHUBHOW YacCTH JUCUUIUIMH. B COOTBETCTBHM C y4eOHBIM ILIaHOM,
1o o4Hoi popme oOyueHMs TUCHMIUIMHA OCBAWBAETCS BO 2 ceMecTpe, Mo 3aoyHoi (opme B 4
cemecTpe, olmmasi TPyJI0eMKOCTh JUCIMIUIMHBI B 3a4eTHBIX enuHuiax coctasiser 3 3E (108
yaca).

[To ounoit (opme OOydeHHS] KOJIWYECTBO AaKaJEMHUYECKUX UacOB, BBIJCICHHBIX Ha
KOHTaKTHYIO paboTy ¢ mpernoaaBarenemM (MO BUAaM Y4eOHBIX 3aHATHI) — 32 vaca: 4 4 NeKuui u
28 4acoB MPAKTUICCKUX 3aHATUA U Ha CAMOCTOSITEIIbHYIO pa0oTy 00ydaromuxcs — 76 4acos.

ITo 3aounHoit (hopme OOyueHHs] KOJUYECTBO aKaJIEMHUECKHMX YacOB, BBIIEJICHHBIX Ha
KOHTaKTHYIO paboTy ¢ mpernoaaBaTeseM (1Mo BUAaM YUeOHBIX 3aHITHI) — 16 4acoB: 4 4 JIEKIU 1
12 yacoB NMpPaKTUYECKUX 3aHATUH M HAa CaMOCTOSATENbHYIO paboTy oOywaromuxcs — 92 yaca, Ha
KOHTpPOJIb — 2 4.

dopma NpOMEeKyTOUHON aTTeCTallui B COOTBETCTBUH C Y4EOHBIM IUIAHOM — 3a4eT.

Ha npaktudeckyro MOAroTOBKY OOy4YaroIIMXcsl BbLAEIEHO 28 yacoB MO O4YHOU (opme

oOyuenus u 12 gaca 1o 3a04Hoi hopme.

OcBoeHue JUCLHUIUIMHBI ~ ONMpAETCs HAa MHUHMMAlIbHO HEOOXOAMMBIM  00BEM
TEOPETUYECKUX 3HAHUH B OOJIACTH SKOHOMHKH, ICUXOJIOTHUH, IOCYJapCTBEHHOIO YIIPABICHMS,
IOPUCIIPYACHLIUMY, TOKYMEHTOBE/ICHUS, a TaK)Ke Ha INPUOOPETECHHbIE paHEe YMEHUS U HAaBBIKU B
chepe TroCyIapCTBEHHOIO W MYHHUIMIIAIBHOTO YNpPaBJIEHUs, HKOHOMHYECKOH TEOpHH,
COLIMOJIOTMH OPTaHM3ALMH, YIPABICHHUA YEJIOBEUYECKMMH pecypcaMh. 3HaHUS M HaBBIKW,
NOJTy4aeMble CTYyACHTAMH B pe3yNbTare U3y4eHUs JUCHUIUIMHBI, HEOOXOAUMBI JJIsl OpraHu3aluu
JOKyMEHTO000pOTa B OpraHax rocyapCTBEHHOM W MyHUIIMIIAJIbHOMN BIACTH, B TOCYAaPCTBEHHBIX
1 MYHULIMIIAJIbHBIX OPTaHU3aLUAX, YUPEKACHUAX U IPEAPUATHIX.

VYuebnas pucuumanHa b1.B.05 «/lokymeHnranumonHoe obecnieuenue opraHoB I'MVY»
peanmzyercs nocie uyueHus aucuuiuimH: b1.6.03 «MHpopManmonHo-aHATHTHYECKIE
TEXHOJIOTMM TOCYJapCTBEHHOTO W MyHMIMINaiIbHOro ymnpasieHus», bl1.5.04 «IIpaBosoe
o0ecriedeHre TOCyAapCTBEHHOT0 U MYHHUIIUIATIBHOTO yrpasieHus», b1.5.04 «MynunumnaisHoe
YIPAaBJIEHUE U MECTHOE CaMOYIIPABIICHUEY.



3.Conepxanue U CTPYKTYPa AUCHHILINHBI

3.1. CTtpyKTypa IMCHUILTHHBI

O0beM aucuMIIMHbI (MOIYJIs), Yac. Dopma
KonrakrHasi padora rekyero
H o0y4Jaronuxcs ¢ ROITpOII
Ne n/n AUMEHOBaAHHUE TEM ycneBaeMoCT
(pa3nenoB) Bcero npenojasarejem CP ',
M0 BHJIAM Y4eOHBIX 3aHATHIl TIPOMEKYTOY
HOH
Ja Jp 3 KCP aTTecTAluN
Ounasn ¢hopma ooyuenusn
2 cemecmp
0
Hcropust pazButus
Tema 1 JIEJOMPOU3BOACTBEHHON U 13 1 4 8
CEKpeTapCKOU CITyKOBI B
Poccuu IIpobnemsr pocta
JIOKYMEHTO000pOTa
Ircaoy. yCOPU. 0
Tema 2 Yinpuiauus, 13 3 10
(dhopmanuzanus,
CTaHAApPTH3aLMs JOKYMEHTa
Tema 3 Opranuzanus ciayx0s1 JJOY 13 | 4 10 (0]
Tema 4 | IlpaBuna opopmieHus 14 1 3 10 o
JIOKYMEHTOB
Tema 5 | TexHosOruu perucTpanuu U 0
KOHTPOJISI UCTIOJIHEHUS 15 1 4 10
JIOKYMEHTOB
Tema 6 | Opranusauus paboTsl ¢ 0
JMYHBIMEA 00paIIeHUSIMU 13 3 10
TpakJaH B OpPraHbl BIACTH H
yIpaBJIeHHS
Tema 7 | Opraamzanus ciyx6oit IOY
TEKYIIETO XpaHECHHsI
nokyMeHToB. [TocTpoenue 13 3 10
HOMEHKIIATYPHI Ae. APXHUBHQ
XpaHeHHe JOKYMEHTOB
Tema 8 | JIunrsuctuyeckue
0CcOOEHHOCTH TEKCTa
nmokyMmeHTa Jlornaeckue 10 4 6
OCHOBBI PEJIAKTHPOBAHUS
JOKYMEHTa
[TpoMexyTO4Has aTTeCTALHS 3ayer
Bcero: | 108 4 28 76 33E
3aounasa gpopma odyuenusn
4 cemecmp
Tema 1 12 1 1 10 0
Hctopus pa3Butus
JIETIONPOU3BOACTBEHHON U
CEKPETapCKON CITyKOBI B
Poccun [Ipobiemsr pocta




O0beM aucUMIIMHBI (MOIYJIs), Yac. ®opma
KonrakrHasi padora rekyero
No /it HaumenoBanue Tem odyuarouuxcs ¢ yg;;iﬁ:loﬂﬂ
(pa3neJion) Bceero npenogaBarTeaeM Cp ',
M0 BHJIAM Y4eOHBIX 3aHATHIl TIPOMEKYTOY
J JIP 13 | KCP HOi
JlokyMeHTO000pOTA.
OCOOEHHOCTH JTOKYMEHTOB
B I'MY.
Ircaoy. yCOPU. 0
Tewa2 | aduxauus, 12 1 1 10
hopmanmzanms,
CTaHJIAPTHU3ALHUS JTOKYMEHTa
Opranuzanus ciayx0s1 10Y 0
Tema 3 | B opranax rocyaapcTBEHHON 14 1 1 12
¥ MYHHUIIUTAITEHOW BJIACTH
Tema 4 | IlpaBmia ohopMiIeHUS 14 1 1 12 (0]
JIOKYMEHTOB
Tema 5 | TexHosnoruu perucrpanuu u o
KOHTPOJIST UCTIOJTHCHUS 14 2 12
JIOKYMEHTOB
Tema 6 | Opranuzauus paboThI ¢ o
JMYHBIMHA 00paIICHUSIMU 14 ) 12
TpaX<JaH B OPTaHbI BIACTH U
yIpaBJIeHHS
Tema 7 | Opranuzaunus ciyxooit J0Y
TEKYLIET0 XpaHEeHHs
noxkyMeHToB. [Toctpoenue 14 2 12
HOMEHKJIATYpHI Ae]. ApXUBHQE
XpaHeHHe JOKYMEHTOB
Tema 8 | JIuHrBuctuyeckue
0COOEHHOCTHU TEKCTa
JIokyMeHTa Jloruueckue 14 2 12
OCHOBBI PEJITAKTUPOBAHUS
JIOKYMEHTa
[TpomexxyTOUHast aTTecTalus 4 3auer
Bcero: | 108 4 12 92 33E

Ipumeuanue: 4 — ¢popmol mexyweeco xommpons ycneeaemocmu: onpoc (0), mecmuposanue (T),
xoumponvuas paboma (KP), xonnoksuym (K), acce (3), pecpepam (P), oucnym (1) u op.

3.2 Coneprxxanue IMCUMILITUHBI (MOTYJIsSA)

TEMA 1: Ucropusi pa3BuTHSI 1eJIONPOU3BOJACTBEHHOI U ceKpeTapcKoii ciy:x0bl B Poccun
ITpoGiemMbl pocTa 10KyMeHT0060poTa. OcoGenHocTH 1oKyMeHTOB B TMY.

Tpu meprona pa3BUTH JEIOMPOU3BOACTBEHHON U cekpeTapckoi ciyx0b1 B Poccun. Tlpukasznoe
nenonpou3BoacTBo (15-17 Bek). TexHonorus co3zgaHus JOKyMEHTa B Ipukaze. CBHUTKOBOE
nenornpoun3BoAcTBO. Komnexckoe nemonpon3BoacTBo (18 Bek). I'enepanbHblii permament 1720
roja. Beenenue unHa cekpeTapckoro u CTpyKTypsl kanuenspun. Co3nanue apxuBoB. Beenenue
npoueaypsl peructpaunu. CoznaHue reHepalbHBIX (OPMYIISIPOB Al OCHOBHBIX JOKYMEHTOB.
HcnonaurensHoe aenonpou3BoactBo (19 Bek). YBenuueHHe KOJIMYECTBA TUIIOB JOKYMEHTOB.
YcnoxxHeHne TexHOJIOTHH paboThl ¢ mokymeHTamu. Co3manuwe B Poccum mikosbl cekperapeit.
[TocnepeBomtoninonnas pedopma B 061acTe pabOTHI ¢ JOKyMEHTaMu (coBeTckuit mepuon). Unes
BBEJICHUSI OE3pEerucTpallMOHHOIO JIEJIOMPOU3BOJACTBA. Pa3BUTHE COBPEMEHHBIX TEXHOJOTHI



paboTbl C JOKyMEHTaMu B TocieBOeHHbI mnepuox 20-ro Beka. TeHAeHUUH pa3BUTHUSA
JIeJI0nponu3BoJIcTBa B 21 Beke.

[Tonsatne  “nokymeHtoobopor”. TeHaeHUuMM pa3BUTUS  JOKyMeHTooOopoTa. [loHsTue
“uHpopmanoHHoro ©6aprepa”. IIpoGiembl, mMopoxkaaeMble pPOCTOM JIOKYMEHTOOOOpOTa.
[TpuunHbl pocTa AOKyMEHTO0O0poTa. OOBEKTHBHBIE NPUYMHBI POCTAa JIOKYMEHTOOOOpOTa
CyObeKkTUBHBIE  MPUYMHBI  pocTa  JOKyMeHTooOopora.  CrocoObl — peryJupoBaHUS
JOKYMEHTO000pOTa.

TEMA 2: TCAOY. YCOPI,. Yuudukamnus, popMaanzanus, CTAHAAPTH3AUMSA T0KYMEHTA.

Ucropust cozmanuss ['CHOY. Beenenune ['CAOY - rapaHTus ONTUMaIBbHOCTH pPabOTHI C
JOKyMEHTaMH B OpraHu3aluMud.  YHU(UUIUpOBaHHAas  CUCTEMa  OpPraHU3alMOHHO-
pacTopsANTENBHON IeATEILHOCTH. Y HU(UKAIUS TeKCTa TOKyMeHTa. Tpu criocoba yHupHUKauu
TeKCTa: TpadapeT, aHkeTa, Tabmuma. TpebGoBanus Kk Tpadapery. TpeOoBaHHS K aHKeETe.
TpeboBanus k Tabnume. opmanuzanus nHGOPMAIMK B cUCTeMe yrpaBieHus. CTaHmapTH3aus
JOKyMEHTA.

TEMA 3: Cnoco0bl pauMoHAJU3ALMU 1eJONPOU3BOACTBA. Opranmsanus ciay:xon JJOY B
OPraHax rocyJapcTBeHHON U MyHUIIUNIAJIbHON BJIACTH.

KoMMyHMKaTHBHas cUCTEMa OpraHM3allMd. PykKoBoauTenb - KOMMYHHMKaTHBHBIA LIEHTp
OpraHu3alnH. HNudopmanmonusie Heperpy3Kku PYKOBOJHTEIIS. Ontumunsanus
JOKYMEHTOIIOTOKOB B opraHuzauuu. OnTumuszanus BXOIALIMX JTOKYMEHTONOTOKOB. MeTon
IIPEIBAPUTEIIBHOTO  PAacCMOTPEHUs] JOKyMEHTOB. (COCTaBISIOIIME YCIECIIHOCTH METOJA.
OnTuMu3anus UCXOAAIUX JOKYMEHTOIIOTOKOB.

Co3iaHne KOMIUIEKCHBIX JOKYMEHTOB. JlemermpoBaHue mnpaBa IMOANMCH YacTH JOKYMEHTOB.
BBenenune u pacmpocTtpaHeHue Oe€3J0KyMEHTHBIX (opM nenoBoro oOmeHus. OnTuMu3anus
BHYTPEHHUX JOKYMEHTOIIOTOKOB. MeToa yhpaBleHHs MO OTKJIOHeHWsM. OnTumusanus
MH(POPMALIMOHHOTO 00ecreueHus] OpraHu3alluu.

TEMA 4: IIpaBuia odopmiieHHsI TOKYMEHTOB

[TpaBuna opopmieHus JOKyMeHTOB. PekBusutHsIi coctaB fokymenta. [OCT 6.30-2003.
Ilonstue «pexBus3uT». CoCTaB PEKBU3UTOB JOKYMEHTOB. binaHk noxkymeHtra. ®@opmyisip
nokyMeHTa. [IpaBuna opopmiieHns peKBU3UTOB TOKYMEHTOB: TOCYIapCTBEHHBIN repd PD, rep6d
cyobekra P®, smOinema opraHuzaluy, KOAbI OpraHu3aluM, Koi (OpMbl JOKYMEHTa,
HauMmeHoBaHue opranuzanuu, MTHH, cnipaBouHble qanHbIe 00 OpraHn3anyuy, HAMMEHOBAHKE BUJA
JOKYMEHTa, 1aTa 1 HOMEpP TOKYMEHTa, CChIIKA Ha 1aTy U HOMEP JOKYMEHTa, MECTO COCTaBJICHHUS
WIA W3JaHUS JIOKyMEHTa, Trpud OrpaHMYeHHs [OCTynma K JOKYMEHTy, ajapecar, Tpud
YTBEPKACHUSA JOKYMEHTA, PE30JIOLMS, 3arojOBOK K TEKCTy, OTMETKa O KOHTpOJIE, TEKCT
JOKYMEHTa, OTMETKa O HaJWYuu [PWIOKEHUH, MOANUCh, TIpuU( COrIacoBaHMs, BHU3bI
COIJIaCOBaHUs, NeyaTb, OTMETKA O 3aBEPEHUHU KOIUHM, OTMETKa 00 MCIOJHHTENE, OTMETKa O
HaIlpaBJICHUU JOKYMEHTAa B JI€J0, OTMETKAa O IIOCTYIUICHHMH JOKYMEHTa B OpraHU3aLHIo,
3JIEKTPOHHBIN UAEHTU(UKATOP.

TEMA 5: TexHoJIOrHH PerucTPAIIMU M KOHTPOJISI HCTIOJTHEHHSI IOKYMEHTOB



Ienn m 3amauu co3maHus KaHLEISIPUU B OpraHusanuu. JleIonpou3BOACTBEHHBIE OlEpalui,
npous3BoguMble B KaHuenspuu. [lepBuunas o0paboTka nokymeHTta. Perucrpamus u
UHJEKCUpoBaHue JokymeHTa. [loBropHas oOpabGoTka nokymenTa. ChpaBouHas pabota 1o
nokyMeHTaMm. Tekyiiee XpaHeHHE ITOKYMEHTOB. Pexum paloThl KaHLEISpUM HAa TpUMEpe
JaHHOTO ToApaszzaeneHus Boarorpanackoil obmactHoit anmunucTpanuu. Crnenuduka o6paboTKu
MIPaBUTEIBCTBEHHON U CPOYHOM KOPPECTIOHICHIINH.

Ilenn perucrpauuu JOKYMEHTOB B opraHu3anuu. COCTaBISIIOIIME MPOLENYPhl PETUCTPALUU.
[Toctpoenue UIIC no noxkymenram. Tpu tuna UIIC. Kpurtepun Beidopa ontumansnoit UIIC no
JOKYMEHTaM B OpraHU3aLiH.

TEMA 6: Opranuzanus padoTbl ¢ JJMYHBIMHU 00pallleHUSIMH I'PA’KIaH B OPraHbl BJIACTH H
Yupasiienus

Cucrema opraHu3allMOHHO-IIPAaBOBOM JOKyMeHTauuu. Ha3HaueHue u coctaB opraHM3alMOHHO-
npaBoBOM JokyMeHTanuu. CoctaBieHue U OQOpPMIIEHHE OTIENbHBIX BUAOB OpraHM3alMOHHO-
IIPaBOBBIX JOKYMEHTOB. CHcTeMa paclopsIuTENIbHON NoKymMeHTauuu. HasHaueHue u cocras
pacnopsauTenbHON AokyMeHTanuu. [Ipoueaypsl u3naHus pacnopsSAUTEIbHBIX JTOKYMEHTOB Ha
NpUHIUNAX enuHoHadanud. [Ipounenypsl u3ganus pacnopsAUTENBHBIX TOKYMEHTOB B YCIOBHSAX
KoyuternanpHocTu.  OdopMieHre pacnopsAUTENbHBIX JOKyMEeHTOB. (Cucrema CHpaBOYHO-
MHPOPMALIMOHHOM JOKyMeHTauuu. Ha3HaueHne M cocTaB  CIPaBOYHO-UH(OPMAIIMOHHON
nokyMeHnTanuu. CocraBieHue U 0pOpMIIEHHE CIPABOYHO-MHPOPMAILIMOHHBIX JOKYMEHTOB.

TEMA 7: Opranuszauus cay:x60ii JOY Tekyiero xpaneHus 1okymentosn. [locrpoenne Ciryxb6a
HOMEHKJIATYPBI J1e]1. ADXHBHOE XpaHeHHe T0KYMEHTOB

JOKYMEHTAI[MOHHOT0 oOecriedeHusl ynpasiaeHus B opranuzauuu. Llens cozpanus ciayxost JJOVY.
3agaun cayx6b1 JIOY. ®ynkuum cioyx6sr  JIOY. Tumel cinyx6 JOY B paznuuHbIx
opram3anusx. PacueT konmuecTBa CIyKalluxX W COTPYIAHHKOB ¢ kateropuedr MOII B ciyx0e
JOY st pa3nvuHbIX KaTerOpuil OpraHu3anui.

TEMA 8: J/IunreucTuyeckue 0COOEHHOCTH TeKCTa JOKyMeHTa. Jlormueckue 0CHOBBI
pelaKTHPOBAHUSA TOKYMEHTA

HOHHTHG JIUHI'BUCTHYCCKOI'O aHaJIn3a. TGHHGHHI/II/I paSBI/ITI/ISI JIMHI'BUCTHUYCCKOI'O aHaJIn3a
nokymeHnTa. [lonstue “mHpOpManmoHHOTO Oaphepa”. [IpobimeMbl, MTOpoKIaeMble POCTOM
JOKYMEHTO00OpOTa M €ro JMHTBUCTUYECCKUM aHaau3oM. [IpuduuHBI pocTa JTOKyMEHTOOOOpOTA.
OOBEKTUBHBIC TMPUYUHBI JIOTHYECKUX OCHOB PEIaKTHPOBaHUS JOKyMeHTa. CyObeKTHBHBIC
MPUYHMHBI POCTa TOKyMeHT0000poTa. CriocoObl peryIupoBaHus JOKyMEHTOO0OpOTa.

4. MarepuaJbl TeKyliero KOHTpoJisi yceBaeMocTH 00y4alommuxcst
4.1. @opMbl M MeTOAbI TeKyUIero KOHTPOJSA YCHEBAEMOCTH O0y4YalOUIUXCA U
NMPOMEKYTOYHOM aTTecTalun

B xone peammzanuun auctumummasl b1.B.05  «/lokymenTarmonHoe oobecnieuenne opranoB ['M Yy
WCIIOJIB3YIOTCS CIIEYIOLIME METOAbI TEKYIIEero KOHTPOJISA YCNeBaEMOCTU 06yYatoLMXCs:

MeTO,I[BI TCKYLICTIO KOHTPOJIA

Ne i/t HaumenoBanwue tem (pasnenoB)
yCIIEBaEMOCTH

Tema 1 HcTopus pazButus VYCTHBIN OnpocC, TECTUPOBAHUE
JEJIONPOU3BOICTBEHHON U
CEKpeTapCKoi CcyKXObl B

Poccuu IIpoGiemsl pocTa




HoxymenToo0opota. OcoOeHHOCTH
JTOKyMEHTOB B [MYV.

'CI0Y. YCOP/.
Tema 2 YHudukanus, popmanuszanus, Y CTHBII 0npoc, IUCITYT
CTaHapTU3ALUS TOKyMEHTA

Opranuzanus cayx6s1 JJOY B opranax

Tema 3 roCyJJapCTBEHHON U MyHULIUITAJIbHON YerHblll onpoc, AucmyT
BJIACTHU
Tema 4 ITpaBuna opopmienus VYcTHBIN Onpoc, AUCTYT
JIOKYMEHTOB
TexHosornu perucTpanuu u . .
YCTHBIN ONpoC, peleHue Keica,
Tema 5 KOHTPOJIS UCIIOJIHEHUS
TECTUPOBAaHUE
JIOKYMEHTOB

Opranuzanus paboThI C
JUYHBIMU OOpaICHUSIMH
TpaKJaH B OPTaHbl BIACTH U
yIpaBIICHUS

Tema 6 YCTHBIN onpoc, KOHTpOJIbHAs paboTa

Opranuzanus cinyx60it JJOY
TEKYLIETro XpaHEeHUs

Tema 7 NOKyMeHTOB. [locTpoenue
HOMEHKJIATYpBI Je)l. ApXUBHOE
XpaHEHUE JOKYMEHTOB

Y CTHBIN OIIPOC, PELICHKE
CHTyaHHOHHOﬁ 3aaa4yu, TCCTUPOBAHUC

JIuHTrBUCTHUYECKHE
0COOCHHOCTH TEKCTa
Tema 8 nokyMeHTa Jlornueckue YcTHBIIM 0ONpOC, TECTUPOBAHUE
OCHOBBI PEJAKTUPOBAHMUS
JIOKyMEHTAa

4.2. TunoBbie MaTepUAJbI TEKYIIEr0 KOHTPOJISI YCIIEeBAEMOCTH 00y4al0IMXCs

TEMA 1: Hcropusi pa3BuTHsSI JeJONPOU3BOICTBEHHON H ceKpeTapckoii cayxk0bl B Poccun
IIpo6sembl pocTa 10KYMeHTO000poTa. OCo6eHHOCTH 10KYyMeHTOB B MY,
Bomnpocsl 1151 ycTHOr0 onpoca:

1.ITonsitue aenonpousBoactBa. Ero BaxxHocts B TMY.
2 Bo3HWKHOBEHHE JeNOonpon3BocTa B Poccuu u passutie IMYVY.
3 ITlpukazHoe nenonpou3BoACcTBO. CHcTeMa KOJJIEKCKOTO AeTIonpon3BoAcTBa. CucteMa MUHUCTEPCKOTO
nenomnpousBoacta XIX - nauana XX BB.
4. PamuoHanm3anus yOpaBleHWS © JAelonpomsBojacTtBa B 1917 - 1941 rr. VYmnpasieHue
Jenonpon3BoacTBO B 1945 - 1990-x rr.
5. CoBpeMEHHBIH 3Tan AeT0npOru3BOICTBA
Bomnpocek! 11 TeCTUPOBAHUA:
1. UuH cexpertapsi, apXxuBapuyca, CTpyKTypa KaHIIeISIPUs TOSIBIINCH B IIEPUOT:

a) OIPUKA3HOTO JEeJIONPOU3BOJICTRA;
0) KOJUIEI)KCKOTO JIEJIOTIPON3BOACTBA;



B) MUHUCTEPCKOTO JISTIONPOU3BOJICTBA.

2. IlpukaszHoe aenonpou3BoJicTBo B Poccuu
a) 16-18 Bexa;

6)15 —16 Beka;

B) 15 —17 Beka;

r)19-20 Bexa.

3. Konnexxckoe nenonpousBoactso B Poccun
a) 19 Bek;
0) 18 Bek;
B) 17 Bek;
r) 16 Bek.

Bonpocs! qis aucnyra:
1. VcTopwust pa3BuTH IEIONPON3BOICTBA M POCTa TOKyMEHTO0OopoTa B Poccum.
2. CoBpeMeHHbBIE TEHACHIINY Pa3BUTHS JOKYMEHTO00O0pOTA.
3. OOBEKTUBHBIC U CYOBEKTUBHBIC IPUUYUHBI POCTA JOKYMEHTO000pOTA.
4. CrtocoOBI COKpaIIeHHs TOKyMEHTO000pOTa B OpraHU3aIlNH.
Bonpocs! aj1s TeCTUPOBAHUSA:
1. YTBepxkaAEeHNE TOKYMEHTOB MPOU3BOJUTCS:
a) MPOCTaBJICHUEM Trprda WIH U3JaHHEM CaMOCTOSTEIHHOTO PACIIOPSAUTEIHHOTO aKTa,

6) NOoANUCAaHUEM WM MPOCTABJICHUEM rpm])a, WIH H3JaHHEM CaMOCTOATEJIBHOIO

PACHOPSIIUTETBHOIO AKTa;

B) MMPOCTaBJICHUCM l"pI/I(l)a Ipyu OAHOBPEMEHHOM U3JaHUN CAMOCTOATCIBHOTO PACTIOPAAUTCIIBHOTO

aKTa;

I') TMOANMCAHUEM M TPOCTaBJIEHHEM Ipuda Npu OJHOBPEMEHHOM HW3IaHWHM CaMOCTOSITEIBHOTO

pacnopsaIUTENbHOTO AKTa;

2. Jlenonpou3BOACTBO U TOKYMEHTAI[HOHHOE 00ECIICUCHUE YIIPABICHHUS
a) pa3IMyaroTCs 00JIACTIMY UCIIOIh30BaHMS,

0) WICHTUYHBIC TTOHITHS,

B) Pa3/inYalOTCsA BUIAMHU ONEPAIIUIi;

') pa3In4yaroTcs M0 BUJAM OpraHU3allfid, B KOTOPHIX UCIIOIb3YIOTCA.

3.JIoKyMEHT OIpeaensercs Kak:
a) HocHUTe b MH(OPMAITUK B CUCTEME YIIPABJICHUS;

6) I/IH(l)OpMﬂIII/lﬂ Ha MaTepUHajbHOM HOCHUTEJIC C PEKBU3UTAMHU, [MO3BOJAIINMHA

ee nAeHTU(GUIUPOBATD;
B) KaUECTBEHHAs XapaKTEPUCTHKA yIPaBICHYECKON HH(POPMALIUH;
I') CBEICHHS, MOATBEpKIAIOIINE PaKT OOBEKTHBHOM JeHCTBUTEIBHOCTH.

TEMA 2: TCAOY. YCOP/. Yuudukauus, popmajau3ainus, CTAaHAAPTH3AIMSA JOKYMEHTA.
Bomnpocsl 1Ji51 yCTHOTO onpoca
1. Copepxanue moHATHH “yHMbuWKanus’, ~craHmaptuzaums’, ~opmanuzanus’
ocobeHHocTs B IMYVY.
YHudukarms Tekcta JOKyMeHTa: aHkeTa, Tpadaper, Tabaura.
Tpadaper kak criocod yHHU(PHUKAIMHA TEKCTa JOKYMEHTa
AHKeTa Kak crioco0 yHH(pHUKAIUU TEKCTa JOKYMEHTa
Tabnuia kak crmocod YHU(pHUKAINHA TEKCTa TOKYMEHTa

AW

Bomnpocs! 11 TecTUpPOBaHNS:

1. 3aanns : Cnyx06a JIOY, B unearne, mogduHIETCS:
a) HAPSAMYIO PYKOBOJMUTENIO;

0) 3aMECTUTENIO PYKOBOIAHUTEIIS;

B) HAYAJILHUKY OTJEJIa KaJIpOB;

nux



T') HAYAJIbHUKY IOPUAHYECKOH CITYKOBI.

2. YCOP/J sBisieTcs:

a) YIIpaBJICHUEM CUCTEMOI OPraHU3aIMOHHON AESITEIbHOCTH;
0) yCOBEpILIEHCTBOBAHUEM OPraHU3aI[MIOHHON ACATEIHHOCTH,
B) YHHU(PHUITUPOBAHHON CHCTEMOH JOKYMEHTOB;

') YHUBEPCATbHON CUCTEMOW OPraHU3allMOHHO-PACTOPSIANTENbHON JIOKYMEHTAIIUY.

3.I'CAOY —3t0:
a) rpayKJIaHCKasi CUCTeMa JIOKYMEHTAIMOHHOTO 00€CIICYeHHUs YITPaBJICHUS;
0) reHepasibHas CHCTEMa JIOKYMEHTAIIMOHHOTO 00ECTICUeHUS! YIIPaBICHHUS,

B) rocyiapCTBE€HHasA CUCTEMA JOKYMCEHTAIITMOHHOI'O obecrieueHus YIPABJICHUSA,

l") TroC-MyHUIUIIAJIbHAA CUCTEMA NOKYMCHTAIITUOHHOT'O obecrieueHus YIIpaBJICHUS.

4. Tpu criocoba yHU(PUKALUKM TEKCTa JOKYMEHTA:

a) TpadapeT, aHKeTa, TAOJINIIA;

0) cxema, rpaduk, KapTa;

B) omneporpamma, aas00M (popM, MapIIpyTorpaMma;
r) TpadapeT, aHkeTa, Tabauna, rpadux.

5. TeKCcT aHKEThI CTIeIUATNCThl HA3bIBAOT:
a) HECBSI3aHHBIM;

0) pa3opBaHHBIM;

B) aCHUHTaKCUYECKUM;

I') COKpPAIICHHBIM.

TEMA 3: Cnoco0bl panuoHAJIU3AIUM 1eJONPOU3BOACTBA. Opranmsamusi ciayxost 10Y B
OpPraHax rocyJapcTBeHHON U MyHUIIUNIAJIbHOM BJIACTH.

Bomnpocsl /151 yCTHOr0 onpoca

1. KomnonenTts! cucreMsl IOY, ux B3aMMOCBSI3b U B3aUMO3aBUCUMOCTb.

2. Cucrema 'MVu ee snementsl. OcobeHHOCTh (yHKIMOHUpOBaHUs ciyx0bsl IOV B opranax
rOCyIapCTBEHHON U MyHUIIMIIAJIbHON BilacT B PO.

2. INapametpsl atanonHoi mogenu CAOY B oprannzaiui 1 OpraHax BIACTH.

3. OOocHOBaHME 3HAYMMOCTH M HeoOXoAMMOCTH panuoHanu3anuu JJOY B opraHuzanmusx U B

cucteme IMYVY.

TEMA 4: IlpaBuiia oopmiieHHs TOKYMEHTOB

Bomnpocs! a5 yecTHOr0 onpoca

1. PeKBU3UTHI yHpaBIeHYECKUX JOKYMEHTOB M NIPAaBUIIa HX O(POPMIICHHUS
2. IlpaBuna odopmileHHs PEKBU3UTOB 3ar0JIOBOYHOM YacTH

3. TlpaBuna odopmieHHsS peKBU3UTOB OCHOBHOI YacTH

4. TlpaBmiia opopMIICHHS PEKBU3UTOB O(POPMIIIIONICH YacTH
Keiic-3apanus:

1)
2)

3)

BeiOpate 5110001 TOKYMEHT B OpraHax rocyAapCTBEHHOW M MYHHMLMIAIbHOW BJIACTH U
MPaBUJIBHO €TO COCTABUTh U ODOPMUTB.

Ha cocraBieHHOM M 0(GOpMIIEHHOM JOKyMEHTE yKa3aThb M PacHIM(poBaTh MMEIOIINECs
PEKBU3UTHI COITIACHO JECHCTBYIOIEMY 3aKOHOAATENLCTBY PD.

Ha caiite opraHoB MecTHOro camoympaBieHuss I. Bonrorpaga HaWTH JOKyMEHT
MYHMIMIIAJBHOTO YPOBHS U  OXapaKTepU30BaTb OCOOEHHOCTH €ro COCTaBJICHMS,
PEKBU3UTHBIN COCTaB, IOPUIUUECKYIO CHITY M KaTErOpHIO.

Tecr:
1. CBUTKOBOE CTOJIOITOBOE JIETOMPOU3BOICTBO CHOPMHUPOBAIOCEH B TTEPHOT;

a) IMPUKA3HOT'O JCIOIMPOU3BOJICTBA,

6) KOJUICIKCKOT'O ACJIIOMPOU3BOACTBA,



B) MUHUCTEPCKOTO JIETIOTPON3BOICTBA;
T)HCIIOTHUTENFHOTO JeIIOPOU3BO/ICTRA.

2. OCHOBHBIE TPUYHHBI POCTA JOKYMEHTOO0OPOTA SBISIOTCS:
a) palMOHAJIbHbIC, UPPALMOHAIBHBI;

0) peryampyemsbie, HEPETyIHPYEMbIe;

B) OOBEKTHBHBIMU U CyObEKTUBHBIMH;

') HETaTUBHBIC, TIO3UTHUBHBIC.

3. JIokyMEeHTOO0O0pOT OTpeIesIeTCs KakK:

a)  COBOKYIHOCTh B3aMMOYBS3aHHBIX IPOLEAYDP, 00SCHECUNBAIONINX JIBIXKEHHE JTOKYMEHTOB B
VUIPEHKJICHUH,

0) NUPKYISITUS TOKYMEHTOB OpTraHU3aIlNH;

B) IOKYMEHTHI OpTaHU3aIlNY, HAXOISIINECS B JIBIDKEHUM,

T') TOKyMEHTOOOMEH OpraHM3allii C BHEIIHeH WH()OPMAIMOHHON cpefol, o0ecleunBaroImni ee
s dexTrBHOE QYHKIIMOHUPOBAHUE.

4. TenpeHIIUN pocTa JOKyMEHTOOOOPOTA SBISIFOTCS:
a) MIO3UTHBHBIM SIBJICHHEM COBPEMEHHOCTH;

0) HETaTUBHBIM SBICHHEM COBPEMEHHOCTH,

B) HETATHBHBIM SIBJICHUEM Pa3BUTHUS IIUBUIIN3AIINY;
F) TIO3UTHUBHBIM ABJICHUEM PA3BUTHUA HUBUIIU3AIIUH .

5. OOBeKTUBHBIC TPUYUHBI POCTa JOKYMEHTOO000pOTa
a) popMHPYIOTCS TIO BOJIE U JKEIAHUIO JTFO/ICH;

0) (GOpMUPYIOTCS IOMUMO BOJIH M XKEJIAHUsI JIIOJICH;
B) (OpMHPYIOTCS IO BOJIE TOCCTPYKTYD;

1") il)OpMI/IQYIOTCSI 110 BOJIE TOCCTPYKTYP U KEITAHUIO HMQEﬁ.

6. CyObeKTUBHBIE IPUYMHBI POCTA JOKYMEHTOO00POTa

a) ¢GopMupyloTcs Onaronaps aiIMUHUCTPATHBHBIM ACHCTBHAM JIIOACH;
0) dbopmupyrOTCS O BOJIE CYOBEKTOB TOCYIapCTRA;

B) (QopMHpYIOTCS IO BOJIe CYOBEKTOB YIIPaBJICHUS;

r) (GOpMHUPYIOTCS 1O BOJIE U JKEJIAHHUIO TFOJICH.

TEMA 5: TexHoJIOrHH PErHCTPAIIMA H KOHTPOJISI HCIIOJTHEHHSI TOKYMEHTOB
Bomnpocsl 1J1 yCTHOro onpoca

1. Cuctema opraHu3allMOHHON TOKyMEHTAIIH.

2. Cuctema pacnopsIuTeIbHON JOKYMEHTALUH.

3. Cucrema HHPOPMAITHOHHO-CITPABOYHON JTOKYMEHTAIHH.

Bonpoch! 151 A0NIOTHUTEIBHOTO PACCMOTPEHMSI TEMbI

1) Kaxkue nokymMeHTH HeOOXOAUMO KOHTPOJIUPOBATh

2) CpoKu HCIIOJIIHEHUS TOKYMEHTOB

3) OO6oOmenne, aHalM3 W HCIOJIB30BAHWE MAaHHBIX 00 WCIIOTHEHHWH JOKYMEHTOB B YCJIOBHSX
TPaJMIMOHHON ¥ aBTOMATU3WPOBAHHON TEXHOJIOTUU 00pabOTKU JIOKYMEHTOB.

Bomnpocsl 1715 IpoBeeHUs KPYIJIOT0 CTOJIA:
B ueMm 3HaueHUE peruCTpanuy JOKyMEHTOB?
KakoBbl (GOpMBI 1 TIOPAOK PETHCTPAIH JOKYMEHTOB?
Kakue MoryT OBITh MECTa PETUCTPALIUN TOKYMEHTOB?
Heo6xomumMebl i1 GOpMBI aBTOMATU3AIMH PETUCTPAIIMN TOKYMEHTOB?
Bormpocs 1o cojiep:kaHuio y4eOHOM TEMBbI:
Uro Takoe HieKcalus J0KyMEHTOB?
Kak opranmnzoBath cripaBo4HO-HH()OPMAITHOHHYO pabOTy C TOKyMEHTaMH?

Nk W=



8. Kakue ObIBaIOT JKypHaJbI pErHCTPALUU T0KYMEHTORB?
Bonpocs! s Tecra:
1. Cnoco6oM parmoHaau3anud JOKYMEHTO000pOTa MOKHO Ha3BaTh
a) METO/I YIIPaBJICHUS 110 OTKJIIOHECHHSIM;
0) KOJIMYEeCTBEHHBIH aHAJN3 TOKYMEHT0000pOTa;
B) CUTYaTHBHBIN aHAIN3 TOKYMEHTO000POTA;

') KAYECTBCHHBIN aHAIN3 JIOKYMEHTO000pOTA.

2. OnTumu3anys J0KyMEHTO000pOTa B OpraHu3aluy MprU3BaHa
a) 3aMEJIJINTh ¥ COKPATHTh IOKYMEHTOO00POT;

0) COKpaTUTh IOKYMEHTO00OPOT;

B) YCKOPHUTH JIOKyMEHTOO0OPOT;

r) COKpPAaTUTb U YCKOPUTH QOKYMCHTOO60[20T.

3. MeTtoa npenBapUTEIsHOI0 PACCMOTPEHNS JOKYMEHTOB IIPUMEHSETCS B OTHOIIEHUHU
a) BXOJISIIETO JOKYMEHTOIOTOKA;
0) BHYTPEHHETO TOKYMEHTOIIOTOKA;

B) UCXOJANIETO JOKYMCHTOMNOTOKA,

T') T000T0 JOKyMEHTOIIOTOKA.

4. Meto yIpaBICHHS 110 OTKIIOHCHUSIM
a) BXOJISIIETO JOKYMEHTOIIOTOKA;

0) BHyTpEHHETO JJOKYMEHTOITOTOKA;

B) HCXOJISIIETO JOKYMEHTOIIOTOKA;

I) J1000r0 JIOKYMEHTOIOTOKA.

5. Pabora ¢ kon(uaeHITHATPHON HH(OPMAIHEH BKITIOYAET B ceOsI:

a) TeXHUYECKHUE acrnekThl o0ecneuenus KU;

0) TeXHUYECKHE U HOPMATUBHO-TIPABOBEIC acIieKThl obecneuenus: KU;
B) OpraHu3aIlMOHHBIC aclieKThl o0ecnieuenus KU;

T') TEXHUYECKHE, OPra"v3alMOHHBIC U HOPMATHUBHO-TIPABOBEIC dCICKThI obecnieuenus KU.

6. ABTOMaTU3MPOBAHHBIN IOKYyMEHTOOOOPOT MPU3BaH Ha COBPEMEHHOM JTaIe:

a) TIOJTHOCTBIO 3aMEHUTH OYMasKHBIN;

0) mpoayOIMpPOBaTh OYMasKHBIH;

B) Pa3JeIHTh ¢ OyMaKHBIM JOKYMEHTONOTOKH (BXOJIIHE, NCXO/SIINE, BHYTPEHHHUE)

I') Pa3IenuTh ¢ OyMaXHBIM HH(GOPMAIMOHHEIC MOTOKHU (JaCTh JTOKYMEHTOB - SJIEKTPOHHEIE, YaCcTh
- OyMaxHbIe)

TEMA 6: Opranusanusi pa0doThl ¢ JUMYHbIMU 00PALIEHUSIMM TPAKIAH B OPTraHbI BJIACTH U
Yupasienus
Bomnpocsl /151 yCTHOr0 onpoca
1. OcobeHHOCTH TTPABOBOTO PETYINPOBAHUS ITOAaUX oOpalieHuii rpakaad B PO
2. Bwunel oOparieHui rpaxaaH U UX XapaKTePUCTHKA
3. IlpouenypHo-TpolieccyaibHble CPOKM (OPMHUPOBAHUS, COCTaBJICHHA W MOJA4YM OOpalleHHUH
TpaKJaH B OpraHbl FOCYAAPCTBEHHON U MyHULIMIIAIBHOM BiacTu Poccun

Tembl pedeparoB:

1) OOpamienns rpaxaad Kak ¢popMa BOJICH3bSIBICHHUS HACEICHUS

2) IlpaBoBOEe roCcyJapCTBO B COBPEMEHHBIX YCIOBHSIX Pe(GOpPMHPOBAHHUS TOCYJApPCTBEHHOIO U
MYHHUITUTAIBHOTO YIPABICHUS U TIPpaBa TPakaaH

3) Pe3ynapTaTMBHOCTD M 3HAYMMOCTH OOpAIeHUH TPaXKAaH B YCIOBHAX (DOPMUPOBAHUS €IIMHON
CHUCTEMBI ITyOJIMIHON BIIacTu B PO.

TEMA 7: Opranusamusi cay:x6oit JIOY Texkymero xpanenusi aokymeHToB. Iloctpoenue
HOMEHKJIATYPBI [1ej1. ADXHBHOE XpaHeHHe T0KYMEHTOB



Bomnpocs! ajs yCTHOr0 onpoca

1. ®opwmsl u cTpykTypa ciryx0s1 JJOY

2. Tlomoxenue o cioyx6e JIOY

3. JlomkHocTHOM cocTtaB cityx0bl JIOY

4. JIomKHOCTHBIE HHCTPYKLIUU

5. ®op™sI U CTpyKTypa cayk0s1 JOY

1. ITonstue ”aeno”. [IpuzHaku 3aBeicHUS A€

2. TexHomorusi co3jaHvsi HOMEHKIIATYPBI B OpPraHU3allNH.

3. Brenpenue HOMEHKIATYphI €.

4. AHanu3 KOHKPETHON HOMEHKIIATYphI JIEJT - CaMOCTOsITeNbHas paboTa.
5. TexHoMmorUs CIMCaHus TOKYMEHTOB B apXUB. JKCIIEPTHU3a IEHHOCTH IOKYMEHTOB.
6. OcoGeHHOoCTH 0(OPMIIEHHUS apXUBHOTO JIeTa.

7. DyHKIUYU apXUBa B OpraHU3aLUu.

8. OcobeHHOCTH PabOTHI C ApXUBHOM HHpOpMaIHeH

TEMA 8: JIuHrBuctuveckue O0COOEHHOCTH TeKCTa JAOKyMeHTa. Jloruyeckue OCHOBBI
peAaKTUPOBAHUSA TOKYMEHTA
Bomnpocs! AJist yCTHOIO onpoca
1. Anamu3 TekcTa JOKYMEHTa: CHCTEMAaTHUYECKUW, HCTOPUYECKUM,  aHaJTUTHUYECKUH,
(hyHKITMOHANBHBIN U TMHTBUCTHYECKHI.
2. JluarBUCTHYECKHE OCOOCHHOCTH TEKCa JTOKYMEHTA.
3. OwmmOku, BCTpeyaeMble B TEKCTaX JOKYMEHTOB JOJKHOCTHBIX JIMI TOCYAapCTBEHHOM BIIACTH
¥ MECTHOTO CaMOYIPaBIICHHUSI.
Bonpocs! A1 TecTUpOBaHMSA:
1. SI3BIK TOKYMEHTOB OTJIMYAET:
a) 00pa3HOCTh M Pa3HO0OpasHe S3BIKOBBIX CPEIICTB;
0) TOYHOCTH ¥ Cy’KEHHUE TNara30Ha S3bIKOBBIX CPEJICTB;
B) MCIOJIB30BaHKE NPO(ECcCHOHATN3IMOB;
T') UCTIOJIb30BaHUE TUATICKTH3MOB.

2. Kakas ¢pasza HeyMecTHa B JOKYMEHTE U HY)KJAeTCs B PEJAKTHPOBAHUH:
a) «IIPOCHM YCKOPUTH PELIeHNE BOMPOCa...»);

0) «3a HEOOOCHOBAHHBIN MPOTYIL...»;

B) «IIpe/icTaBbTe Baiy npeuioskeHus B yKa3aHHbIE CPOKH...»);

T') «KKOHTPOJIb UCTIOIHEHHS BO3JIATaeTCsl. . .»

.3. Onrrumu3aIys TOKyMEHT0000pOTa B OpTraHU3aIlid, B TIEPBYIO OYepeb, ABISAETCS (DYHKITHEH:
a) pyKOBOJMTEIISI OpTaHU3aINH;

0) ciyx0bt JIOV;

B) BCeX COTPYAHHUKOB OpTaHHU3AIIHN;

T') pyKOBOJHTENIEH CTPYKTYPHBIX ITOApa3ICICHUIA.

4. OpraHu3aloHHO-pacopsANTENbHAS TPYIa JOKYMEHTOB!

a) CYIIECTBYET B KAXKI0W OPraHN3aluH;

0) CyIIecTByeT B OpraHax BJIaCTH M YIPaBJICHHUS,

B) CYIIECTBYET B TOCYIapPCTBEHHBIX YUPEIKICHHSIX;

T') CYIIECTBYET B TOCYJAPCTBEHHBIX M MYHUIIUITATBHBIX YIPEIKICHUSAX.

5. PexBU3UTOM Ha3LIBACTCH:

a) DJIEMEHT JOKYMCHTA,

0) nHGOPMAITMOHHBIH 2JIEMEHT JOKYMEHTA;
B) HOCUTENb HH(POPMALIUH;
T') BCIOMOTaTelIbHOE CPeACTBO OOpMIIEHHS JOKYMEHTA.

6. Hocurensmu napopManun SBISIOTCS:



a) Oymara, IaacTHK;
0) Oymara, IIacTHK, BUJEO, ayAHO - JCHTHI,

B) TFO00M MaTepHATLHEIN 00BEKT, HA KOTOPOM HaHeceHa HHGPOPMAITHS;

I') manupyc, nepraMmeT, OyMara, miacTuk.

7. Benymias 3aj1aua KaHUEISPUU:

a) OPra’m30BaTh U MMOIEPKMUBATH JOKYMEHTOOOOPOT B OPraHU3AIMH 10 €ANHBIM IPABUIAM;
0) mpoBepsITh pabOTy C JOKYMEHTaMH B OPraHU3AIMU M HAKa3bIBaTh 3a HAPYIIICHHUS,

B) PEKOMEHIOBaTh PYKOBOJUTEIIO CITIOCOOBI OPraHU3aIK JOKYMEHTO000pOTa;

F) MAaIIMHOITMCHEBIC U OKCIICAUIIMOHHEBIC OII€palu ¢ JOKYMCHTaMU.

8. TexHONOTHSI pErUCTPaLK JOKYMEHTOB ObIBAIOT:
a) LCHTPAJIM30BAaHHEIC;

0) LeHTpaNnu30BaHHbIE U JICLIEHTPAIN30BaHHbIE;

B) JIELIEHTPAIN30BaHHbIE;

I') IEHTPATN30BAHHELIE, NENIEHTPATN30BAHHEIE, CMENTAHHEIE.

9. TexHOIOTUSI KOHTPOJIS UCITOJHEHMSI JOKYMEHTOB MPE/IIIOJIaraeT:
a) KOHTPOJIb Ka4eCTBa UCTIOJTHCHUS;

0) KOHTPOJIb KQYECTBA M CPOKOB MUCIIOIHEHNS

B) KOHTPOJIb CO3/[aHMs U OTIIPABKHU JIOKYMEHTA aJIpecary;

T') KOHTPOJIb Pa3pelIeHrs] BOIPOCOB, OTPAXKEHHBIX B JJOKYMEHTE.

10. OnpeneneHue MOHATHUS «JICTION:

a) rarka ¢ JJOKyMEeHTaMH;

0) JOKYMEHTHI, OTHOCSIIIIHECS K OJTHOW TTPpoOIIeMe;

B) IEPBHYHBIA JOKYMEHTHBIA KOMILICKC, CTPYINUPOBAHHBINA 0 KAKOMY-THOO IPU3HAKY:

I) TNEPBUYHBIA JIOKYMCHTHBIH KOMIUIEKC, CTPYNIMPOBAHHBIA 110 HICHTUYHBIM PEKBH3UTAM
JOKYMEHTA.,

11. HomenknaTypa gei:

a) IOKyMEHT, B KOTOPOM TIEpEUUCIICHbI TJIABHBIC JIe]la OpraHnu3aliHg;

0) TOKYMEHT, B KOTOPOM HEPEYMCIICHBI BCE Aea OPraHU3allH;

B) IPUMEPHBIN CIUCOK JIeI, HEOOXOUMBIX K 3aBEJICHHIO B OPTaHH3aIINY;
T') JOKyMEHTBI, OTHOCSIIINECS K OJTHOH TpoOdIieMe.

12. ApxuBHOE XpaHEHHUE IOKYyMEHTOB HEOOXO0IMMO:
a) JUIs MIOBTOPHOT'O MCTIOJIb30BAaHUS IOKYMEHTOB;

6! JJI1 OTYETHOCTH NEPE]] BLITICCTOAINMMU OPraHUu3alnuAMU,
B) Ha cnyqaﬁ IIponaXy TOKYMEHTA B OpraHru3aliiu;

T) Ha CITy4Yail yIpa3JHEeHUS] OpraHU3aIiH.

13. Opranu3anroHHas rpynna JOKyMEHTOB

a) yCTaB, MOJIOKEHHE, IPaBUiIa, WHCTPYKIIHS,

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

B) yCTaB, OTYET, IPAaBUJIA, HHCTPYKLHS;

I) VCTaB, MOJI0XKEHUE, NPABUIIA, MHCTPYKIUS, PETJIAMEHT.

14. PacniopsiutenbHas rpymnmna JOKyMEHTOB:

a) MIOCTaHOBJICHHUE, PACIIOPsDKEHIE, PEIeHHe, IPUKas3, yKa3aHHe,

0) yka3, IIOCTAaHOBJICHHE, PACTIOPSHKCHHE, IPUKA3, YKA3aHHE

B) YKa3, IOCTaHOBJICHUE, PACTIOPSDKEHHE, PELICHHE, TIPUKA3, YKa3aHUC
T') yKa3, IOCTaHOBJICHHE, PACTIOPSKCHUE, PEIICHUE, TTPHUKa3.

15. CnpaBouHo-uH(OpMAIIMOHHAS TPYTITIA JOKYMEHTOB.

a) JOoKJlagHad 3a0ucKa, aKT, IIPOTOKOJI;

0) moroBop, ciyxeOHas 3arucKa, HHCTPYKIIHS;



B) CIIpaBKa, yKa3aHHe, 3asBJICHUE;
I) TenerpaMma, TeaeoHOrpamMma, yKazaHHe.

16. [IpaBuna odopmienus pekBu3uToB, orpaxxennsie B OCT P 2016 1.
a) HoCAT 00s3aTeNbHBIN XapaKTep:;

0) HOCAT peKOMEHIATENHHBIA XapaKTep;

B) HOCST JIUPEKTUBHBIN XapaKkTep;

T') HOCSIT PEKOMEHIaTeIbHO-00513aTeIbHBIN XapaKkTep;

17. Oprannzanus ciyx00ii IOY Texymiero XxpaHeHus: JOKyMEHTOB.
a) OHO OCYILECTBIISIETCSI B OTHOIIEHUH MCIIOTHEHHBIX JOKYMEHTOB
0) OHO OCYIIECTBIISICTCS] B OTHOIICHUH HEHCIIOJIHEHHBIX JJOKYMEHTOB
B) OHO OCYIIECTBISIETCS B OTHOUICHUH IOKYMEHTOB Ha KOHTPOIIE

') OHO OCYIIECTBIISIETCSl B OTHOILICHUU TPOCPOUCHHBIX JJOKYMEHTOB

18. IIpuka3 - OCHOBHOH paclopsiIUTENbHBIA JOKYMEHT B OPraHU3alMH. BUbI IPUKA30B:
a) 10 IMIHOMY COCTaBY, OTIEPATHBHOM JIETENTFHOCTH;

0) 10 TMYHOMY COCTABY, XO3IHCTBEHHOMN JICATEIbHOCTH;

B) Ka/IpOBBIE, 110 TEKYIICH ACITCIHLHOCTH;

T') 110 JIMYHOMY COCTaBYy, 00IIeH A TEIEHOCTH;

19. TexcT aKTa COCTOHT U3:

a) 000CHOBBIBAIOIIEH, KOHCTATUPYIOIIEH, pEKOMEH Y OISl YacTH;
0) BBOJHOMH, (haKTHUECKOH, peKOMEHTYIOLICH YacTH;

B) BBOJIHOM, KOHCTATUPYIONIEH, HTOTOBOM YacTH;

T') BBOJHOH, KOHCTaTHPYIOIIEH, peKOMEHIYIOIIEH YacTH;

20. loxnamuas v ciryxeOHasi 3aITUCKH:
a) B 3HAYUTEIHHOU CTECIICHU MICHTUYHBI IO O(OPMIICHUIO U COJICPIKAHUIO;
0) MPOTHBOIIOCTABJICHBI TT0 0(OPMIICHHIO U CONCPIKAHMIO;

B) 110 O!l!O[ZMHeHI/HO COBMAJAIOT, IO COACPIKAHUIO MPOTUBOMOCTABJICHBI,

1") HUACHTUYHEI 110 COACPIKAHUIO, PA3JINYAIOTCA 10 Oq)OpMJ'ICHI/IIO;

21. TpeGoBaHust K 0HOPMIICHHUIO O0BICHUTEILHON 3aITUCKU:
a) COCTaBIAETCS OT MIEPBOLO JINIIA

0) cocTaBisieTcs OT TPETHETO JIUIIA;

B) COCTABIISIETCS OT TPYIITIBI JIHIL;

T') COCTaBJISICTCS OT HAPYLIUTEINS TUCITUTUTHHEL.

22. TpeboBaHusA K 0(OPMIICHHIO ITOCTAHOBIICHUS.

a) COJICPKUT KOHCTATHUPYIOIIYIO U PACTIOPSIUTENHHYIO YACTH;

0) conepkuT 000CHOBBIBAIONILYIO, KOHCTATUPYIONIYIO U PACTIOPAAUTEIBLHYIO YACTH;
B) COJICPXKHT Pa3hsICHUTEILHYI0, KOHCTATHPYIONIYIO ¥ PACTIOPSTUTEIBHYIO YacTH;
T') COIEPKUT 00O0CHOBBIBAOIIYIO, KOHTPOJIHUPYIOILYIO M PACTIOPSIUTEIBbHYIO YaCTH;

23. TpeboBaHus K 0OPMICHUIO HHPOPMALMOHHO - AaHATTUTUIECKOM 3aIHCKH.

a) HOCHUT PeKOMEHAaTeNbHbIH, HayYHO-UCCIIEA0BATENIbCKUAMN, TIOSCHAIOIINN XapaKkTep;

0) HOCUT PeKOMEHIATENbHbBIN, TOSCHIIOIINA XapaKTep;

B) HOCHUT PEKOMEHATENbHEIN, HCCIEA0BATEIBCKUM, TTOSICHSIIONTUI XapaKTep;

T') ICTIONB3YETCA IS Tiepeadl HeoOX0IuMor HH(POPMAIIMH B TENSIX pa3pemieH sl MPoOIeMBbl.

24. TpebGoBaHus K 0POPMIICHUIO TPOTOKOJIA!

a) 4YaCTH TEKCTa: BBOHAS(CIYIIAIH - BEICTYIIIU-PEIIAIN ), OCHOBHAS

0) yacTH TEKCTa: TIOBECTKA JTHS, OCHOBHAS (CIIYIIAIH-BBICTYTIFIIN-PEIIIIHN );
B) YaCTH TEKCTa: BBOAHAA, ITOBECTKA JHA, CBEACHHSA O IMPUCYTCTBYIOIHX ;

T) YacTU TEKCTa: BBOJAHAA, OCHOBHAA 1CHYI.HaJ'II/I—BBICTYHI/IIH/I—QGIHI/IJ'II/I!.



25. TpeboBanus K 0(hOPMIICHHIO JOTOBOpA:

a) 00s13aTeNbHOE KOMMYECTBO YYACTHUKOB CTOPOH — JIBa;

0) 00s13aTeIHPHOE KOJTMIECTBO DK3EMIUIIPOB — 1BA;

B) 00s513aTEIILHOE yKa3aHUE OTCHUIOK K 3aKkoHaMm Pd;

r) obs3aTenbHOe 0POPMIICHHE PEKBU3UTHOTO MHHUMYMA JIOTOBOPA;

26. AHHYIIMpOBaHUE IOKYMEHTA!
a) pacmpocTpaHsieTcss Ha OyAyIue MocaeCTBUS JOKYMEHTa;
0) pacnpocTpaHseTcsl Ha yKe HAaCTyNHUBIINE ITOCIEACTBHS JOKYMEHTA;

B) PACIIPOCTPAHACTCA HA 6yg!ymne 1 YKC€ HACTYIUBUINWE MOCJICACTBUA JIOKYMCHTA,

T') pacTpoCTpaHsAeTCs Ha MOTEHIIMATbHBIE TIOCIEICTBUS TOKYMEHTA;

Ixkana oueHNBaHUA

YcTHBIM onpoc

YpoBeHb 3HAHWA, YMEHHH ¥ HaBBIKOB OOy4Yalomerocs NpPU YCTHOM OTBETE BO BpeMs
MPOBEACHUS TEKYIIEr0 KOHTPOJs omnpenensiercss Oamamu B nuamnazone 0-100 %. Kpurepusmu

OOCHHWBAHWA IIpU HOPOBCACHHHU YCTHOI'O OIIpoCa ABJIICTCA ACMOHCTpalud OCHOBHBIX

TCOPCTUUCCKUX HOHO)KGHHﬁ, B paMKax OoCBanBacMoOM KOMIICTCHIIUM, YMCHUC TIPUMCHIATH

IMOJIYYCHHBIC 3HAHUS Ha IIPAKTHUKCE,

nHpOpPMAaLIUU B 00JIaCTH JOKYMEHTAIIMOHHOTO 00ECTICYECHUSI.

Mpu oueHUBaHUK pe3y/iIbTaTOB YCTHOIO ONpPoOCca UCMNOJIb3yeTcA CIeAyoLas WKaia OLEHOK:

100% - 90%

Yyamuiicss AeMOHCTPUPYET COBEPIIIEHHOE 3HAHUE OCHOBHBIX TEOPETUYECKUX MOJIOKESHUM, B
paMKax OCBaMBaeMOil KOMIETEHITNH, yMEET IPUMEHSTH MTOJyYeHHbIC 3HAHMUS Ha TPaKTHKE,
BJIa/IeeT HABBIKAMU aHAJIM3a U CHCTEMAaTH3alui HH()OpMAIUK B 00JIACTH JOKYMEHTAIIHOHHOTO
obecneuenus cucteMel TMY

89% - 75%

Yyammiicss AeMOHCTPUPYET 3HAHUE OOJBIIICH YaCTH OCHOBHEIX TCOPETHUECKUX MOJOKCHUH, B
paMKax OCBaMBaeMOIl KOMIIETEHLIUHU, YMEET IPUMEHSATh TOJTYUYEHHBIE 3HAHUS Ha PAKTUKE B
OTJENBHBIX c(hepax MpoeCCHOHATBHOMN NeATCILHOCTH, BIaICET OCHOBHBIMH HAaBBIKAMU
aHaIIN3a ¥ CUCTEMAaTH3aluy HHPOPMAITIH B 00TaCTH TOKYMCHTAITHOHHOTO 00CCIICYCHUS
cuctemel IMY

74% - 60%

VYyamuiicss AeMOHCTPUPYET AOCTATOYHOE 3HAHUE OCHOBHBIX TEOPETUUYECKUX MOJNIOKESHUH, B
paMKax 0CBaMBaeMOIl KOMIIETEHIIMU, YMEET UCIOIb30BaTh MOJYYSHHbBIE 3HAHUS JIJIS1 PELIeHUS
OCHOBHBIX MIPAKTHYECKUX 3a]a4 B OTACIBHBIX chepax MpodecCHOHATbHOMN AesITeIbHOCTH,
YAaCTHUYHO BJIAACCT OCHOBHBIMHU HABBIKAMHU aHAJIN3a U CUCTEMATU3AllUN I/IH(I)OpMaHI/II/I B 06J'[aCTI/I
JIOKYMEHTAITMOHHOTO obecriedeHus cucteMsl [ MY

menee 60%

Yyammiicss AEeMOHCTPUPYET OTCYTCTBHE 3HAHUS OCHOBHBIX TEOPETHUECKUX MOJI0KEHUH, B
paMKax OCBaMBaeMOil KOMIIETEHITNH, HE YMEET IIPUMEHATH TOy4YeHHbIE 3HAHUS Ha MPAaKTHKE,
HE BIIQICCT HABBIKAMH aHAJN3a U CUCTEMAaTH3aluu HHPOPMAIIH B 001aCTH
JIOKYMEHTAIMOHHOTO o0ecriedeHus cucteMsl [ MY

TecTupoBanue

YpoBeHb 3HaHUM, YMEHH W HAaBBIKOB OOYyYalOIIErocsi MpPU YCTHOM OTBETE€ BO BpeMs
MIPOBEJICHUS TEKYIIETO KOHTPOJIs onpeaernsercs Oamiamu B auamnazone 0-100 %. Kpurepuem
OLICHUBAHMUS TIPY TIPOBEICHUH TECTUPOBAHUS, SBIISICTCS KOJIMYECTBO BEPHBIX OTBETOB, KOTOPHIC
Tl CTYJICHT Ha BONpOcCkI TecTa. [Ipu pacuere koimyecTBa 0aIOB, MOTYUYCHHBIX CTYICHTOM I10
UTOTaM TECTUPOBAHMUSI, UCTIOIB3YETCs Cleaytolnas popmyria:

OBJIAJACHUC HaBbIKaMM adHAJIHW3a MW CHUCTCMAaTH3alluHn




b _5 x100% ,
(@)

rac b — xonmuecTBO 63J'IJ'IOB, MOJIYYCHHBIX CTYJCHTOM I10 UTOTaM TECTUPOBAHMUA,
B — xonuuecTBO BCPHBIX OTBCTOB, JAHHBIX CTYACHTOM Ha BOIIPOCHI TCCTA,

O- 06]].[66 KOJIMYECTBO BOIIPOCOB B TCCTC.

IIpoBepka keiica

VYpoBeHb 3HaHUI, yMEHMH U HaBBIKOB OOyYaroulerocsi INpH IPOBEpKE Keiica BO BpeMs
IIPOBE/ICHUS TEKYILEro KOHTpos onpeaensercs Oamnamu B auanazone 0-100 %. Kpurepusmu
OLICHMBAaHUS TMpU TMPOBEpPKE Keiica SBISETCS JIEMOHCTpALMsi OCHOBHBIX TEOPETUYECKUX
II0JIO’KEHUH, B paMKaX OCBaMBaeMON KOMIIETEHIIUH.

Mpwn OUEHUBAHUN PE3Y/IbTATOB pPELUEHNA Kenca MCNOJIb3YETCA CneayroLlasn LkKaja OueHOK:

100% - 90% | Yuaruiicss JEMOHCTPHPYET COBEPIIECHHOE 3HAHHE OCHOBHBIX TEOPETHUECKHUX ITOT0KEHUH
9
MPAKTUYCCKUX W AaHATUTUYCCKUX HABBIKOB B PAMKAX OCBAMBAEMOW KOMITCTCHIIHH.

89% - 75% | Yuammiics JEMOHCTPUPYET 3HAHUE OOJIBIICH YaCTH OCHOBHBIX TCOPETHUCCKHUX TOJOKECHUH,
MPAaKTHYECKUX U aHATMTUYECKUX HABBIKOB B pAMKaX OCBaWBAEMOW KOMIICTCHIIUH.

74% - 60% VYyammiicsa ZIEMOHCTPUPYET JOCTATOYHOE 3HAHNE OCHOBHBIX TEOPETHUECKHUX ITOJT0KEHUHA
&
MPAKTUYCCKUX M AaHATUTUYCCKUX HABBIKOB B PAMKAX OCBAMBAEMOW KOMIICTCHIIHH.

MeHee 60% | Yuammmiics JEMOHCTPUPYET OTCYTCTBUE 3HAHUS OCHOBHBIX TEOPETUUECKUX MOJIOKEHUH,
MPAKTHYECKUX U aHATMTUYECKUX HABBIKOB B pAMKAX OCBAWBAEMON KOMIICTEHIIUH.

Pemenue 3agau

YpoBeHb 3HaHUM, YMEHUH M HaBBIKOB OOy4Yalollerocss MpU peUIeHHH 3a7ad BO BpeMs
MPOBEACHUS TEKYIEro KOHTPOJIs ompenensercs Oamnamu B auamazone 0-100 %. Kpurepuem
OLICHUBAHMUS TIPU PEIICHUH 3a7ay, SBISCTCS KOJUUECTBO BEPHO PENICHHBIX 3a1ad. [Ipu pacuere
KOJIM4yecTBa 6aJ'IJ'IOB, MMOJIYYCHHBIX CTYACHTOM IIO HTOTraM PpCIICHUA 3aJad, HCIIOJIb3YyCTCA
creayronias Gopmya:

5 =5 x100%
O

rae b — komudecTBO 0amIOB, MOMYYEHHBIX CTYICHTOM T10 UTOTaM PEIICHUS 3a7a4;
B — xonn4uecTBO BEpHO PEIICHHBIX 3a/1ay;
O — o0111€€ KOIUYECTBO 3a7a4.

Pemenne cuTyalluOHHOM 3a1aum

VYpoBeHb 3HaHUI, YMEHMH U HAaBBIKOB OOYYalOLIErocs MPU BBINOJIHEHUU CUTYallMOHHON
3aJjaud BO BpeMs IIPOBEACHUS TEKYILEro KOHTPOJIs onpeaensercs Oamnamu B quanazone 0-
100 %. Kputepusimu orieHuBaHus sBiseTcsi coop u 00001eHne HeoOxouMoi nHpopMaIHH,
NIPaBUJIbHOE BBIIIOJIHEHNE HEOOXOAMMBIX PacYETOB, JOCTOBEPHOCTh U OOOCHOBAHHOCTh
BBIBOJIOB.



Mpu oLEeHUBaAHUN Pe3YJIbTAaTOB PELLEHNS CUTYaALMOHHOM 3a4a4M UCMOJIb3YETCs Ceaytolas LWKana
OLLeHOK:

100% - 90% | Yuamuiicst 1eMOHCTPUPYET COBEPILIEHHOE 3HAHHE OCHOBHBIX TEOPETUUECKHUX MOJI0KEHUH,
yMeeT coouparth 1 000011aTh HEOOXOAUMYI0 HH(OPMAIHIO, TIPABUIIBHO OCYIIECTBIISIET PACUETHI,
JiesiaeT 000CHOBaHHBIE BBHIBOJIBI

89% - 75% | Yuammiics IeMOHCTPUPYET 3HAHUE OOJBIIEH YaCTH OCHOBHBIX TEOPETHUECKHUX TOJIOKEHUH,
MOJKET coOpaTh OOJBIIYIO YaCTh HEOOXOANMON HH(POPMAITHH, PACCUNTHIBAET HEOOXOANMEBIE
MIOKa3aTelH, JeIaeT BHIBOABI, JOIYCKas IIPU 9TOM HEe3HAYHTEIbHbIC OIHUOKH

74% - 60% | Yuamuiics IeMOHCTPUPYET 3HAHNUE HEKOTOPOI YaCTH OCHOBHBIX TEOPETUUECKUX MOJIOKECHUH,
MOXeET cOOpaTh HEKOTOPYIO YaCTh HEOOXOAUMON HHPOPMAIIMH, PACCUUTHIBAET HEOOXOIUMBIE
MOKAa3aTesH, IeNIaeT BHIBOIBI, JOMYCKAst IPU 3TOM OIIHMOKH

meree 60% | Yyammuiics ZeMOHCTPHUPYET OTCYTCTBHE 3HAHUSI OCHOBHBIX TEOPETHUECKUX MOIOKEHNH, yMEHUN
U HABBIKOB B PAMKaX OCBalBAEMOM KOMIETEHIINH.

5. OueHo4HbIC MaTepPHAJIbI MPOMEKYTOYHOM aTTECTANMH 10 JMCIUIIIHHE

5.1. MeToabl npoBeeHUs IK3aMeHAa
3auyeT NPOBOAUTCS ¢ NPUMEHEHUEM CJIEAYIOIMX MeTOA0B: METO]I YCTHOI'O OIIpoca I10
BOITPOCAM M3 NIEPEYHS IPUMEPHBIX BOIIPOCOB M3 M.5.2.

[Ipn HEOOXOIMMOCTH MNpeayCMaTpuBaeTCs YBEJIMYEHHE BPEMEHU Ha IMOJATOTOBKY K
IIPOMEKYTOYHOM arrecranuu. lIpounenypa mpoBeneHHMs NPOMEXYTOYHOW aTTECTAllMH U
o0OyyYaromuxcsi ¢ OTrpaHMYEHHBIMH BO3MOXKHOCTSIMHU 3/I0pPOBbS U OOYYAIOIIMXCS HHBAJINIOB
YCTaHABIMBACTC C  y4ETOM  WHAMBHIYAJBbHBIX  TICHXO(PU3NYECKHX  OCOOECHHOCTE.
IIpomexyTo4yHas arTecTanust MOXKET IIPOBOIUTHCS B HECKOJIBKO ATAIOB.

5.2. OneHo4YHbIe MaTepHAJIbI IPOMEKYTOYHOM ATTECTALIUH

Komnonent [TpomexxyTOUHBIH / KITIOYEBOI MHIUKATOP Kpurepuii onennBanus
KOMITETEHIUN OLICHMBaHUS
IIKp-6.1.1 - XapakTepu3yeT  BHJABI M KAaTCTOpUHMF OOBSCHSET OCHOBHBIE 3JIEMEHTHI
OpTraHU3aIOHHO-PACTIOPSANTEIBHBIX IMTOKyMeHTa
Criocoben aHaM3MpoBaTh IMOKYMEHTOB B CHCTEME TOCYJapCTBEHHOM H- IIPUMEHSET Ha MPAKTHKE
BUbI U KATCTOPUU MYHULIUITAJIBHOW BJIACTH; MercTByOIIHE B o0JacTH
AOKYMEHTOB IETI0NPON3BOICTBA HOPMaTHBHBIE
TFOCYyTapCTBEHHOTO U [PaBOBbIE AKTHI
MYHHOUIATBHOTO YPOBHA, L onpenenser BHIBI JOKYMEHTOB-  OIpeIeNsieT BHIB
BCCTH NEJTIOUPOU3BOACTBO,  |rocyapCTBEHHOTO YPOBHS M YPOBHSI MECTHOTOTOCYIapCTBEHHBIX U MYHHIIUIIAIBHBIX
OpraHHu30BaThL N CaMOyTpaBJIeHH, ux PEKBU3HUTEI WIOKYMEHTOB ¥  HAMpaBICHUS WX
OCYIECTBIATD 0OCOOCHHOCTH COCTaBJIEHHS; KJIACCHMHUIUPYETUCIIONb30BAHNUS;
JIOKyMEHTO060pOT [KaTeropuu JIOKyMEHTAalHH; BBIJICIISICT-  XapaKTepHU3yeT y
0COOCHHOCTH (PYHKIIMOHHPOBAHUS IOKyMEHTOBKIACCH(DUITUPYET PEKBU3UTHI
M COBPEMEHHOTO JOKYMEHTO000pOTa B OPTaHAX|IOKYMEHTa;
BITACTH - yCTaHaBIHMBAeT 0COOCHHOCTH|
(byHKIIMOHMPOBaHUSI ~ COBPEMEHHOTO|
ImokymMenToobopora B MY
- aHaJIU3HPYET u CHCTEMaTU3UPYyeT- aHATM3UPYET M CHUCTEMaTH3HPYET
a3JIMYHbIC BHJBl JTOKYMEHTOB, BBLIENSET HMX[JOKYMEHTHI,  3HAeT  IOKa3arely|




KOMIICTCHIINH OLICHHUBAaHUA

Komnonent [TpoMesxyTOUHBIH / KIIIOYEBOW HHIAMKATOP Kputepuii oneHuBaHuS

PEKBHU3UTBI, COCTaBIAET M  pa3padaTbIBacTpaclpeleleHus] HxX
ITOKYMEHTALMIO, BEAET NEJIONPOU3BOICTBO IPHBIACTH;

10 ypPOBHSM|

pemeHny npodecCHOHANBHEIX 3a/1a4 - BEIET  JAEIOMPOH3BOICTBO B
cucteme opranos TMY
ITKc-1.1.1 - 3HAaeT BUJbl W KATETOPUH JIOKYMEHTOBF DAa3JIMYaeT CTPYKTYPHBI cOCTaB
HOPMAaTHBHO-TIPABOBOTO M MHOTO COZEPKaHMS BIOKyMEHTa
CriocoOeH pa3pabaThiBaTh (CHCTEME TOCYJApCTBEHHOW M MYHHIMNAJIbHOW- odopmisier JIOKYMEHTBI B
U COCTaBJISITH BJIACTH, COOTBETCTBUU CO CTaHAapTaMu W
OpraHH3aHOHHO- rpeOOBaHMSIMA 3aKOHOAATEIbCTBA

PacCTIOpPSATUTETBHYIO 1
HOPMAaTHBHO-TIPABOBYIO
JIOKYMEHTAIUIO B chepe

FoCy1apCTBCHHOTO 1 VPOBHAX, WX PEKBH3UTBHI M OCOOCHHOCTHF MPOBOAUT KJ1acCHU(UKAIHIO|

MX BHAY Ha TOCyJapCTBEHHOM H MCCTHOM]HpaBOBOﬁ AKThI

MYHUIUTTATEHOTO neiicTBUS, (YHKIMOHHUPOBAHUSA M XpaHEHUS;HokyMeHTOoB [MY

YHpaBJICHUS I pCIICHUA

XO3SHCTBYIOMIEro BIEKTPOHHOTO JIOKyMEHTO000pOTa npul MV, IlpumeHsaeT npaBOBBIE OCHOBEI
SneKta (DYHKIIMOHMPOBaHMM JIOKyMEHTOB B OpraHaxopraHu3aluu u BEJICHUS
Y BIaCTH TPH pEUIeHUH NpodeCcCHOHATIBHBIX|IEIONPOU3BOACTBA B
Bafaq OCYapCTBEHHBIX ¥ MyHHIINIAJIbHBIX|

pranax
- 3HAaeT OCOOCHHOCTHM KaXJIO0ro BHAA pasnuyaer JIOKYMEHTALUIO

- onpeaciaiacT CITOCOOBI COCTaBJICHUA- COCTaBJIACT OpraHrn3anuOHHO-|
MOKYMCHTOB TPHUMCHUTCIIBHO K KOHKpeTHOMypaCHOpSI}_'[I/ITeJ'ILHHﬁ U HOPMATUBHO-

[KITACCH(UUMPYET KaTreropud JOKYMEHTALUM;- 3HAET OCOOEHHOCTH M CHCTEMBI
1poheCCHOHANBHBIX 3afay [BPIACIACT OCOOCHHOCTH JIENONPOM3BOACTBA HMPICKTPOHHOTO JOKYMEHTO060pOTa B

[KaTeropuun JOKYMCHTOB B COBPEMCHHO i OCyAapCTBEHHOI'O

CUCTEMC IrOCYyJapCTBECHHOI'O U MYHUIIUITIAJIbHOTOMYHUIUTIAJIBHOT O YpOBHA n ux|
IIPaBJICHUA,; CKBU3UTLI U KaTCTrOprUU

U

=

o N
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THnoBbIe OLIECHOYHBIE cpeacrea l'[pOMC)KyTO‘IHOﬁ aTTeCTalluu

Bomnpocel K 3a4eTy 10 AUCHUILJIMHE
«JlokymenTaunonHoe odoecneuenue opranos 'MY»

Vcropus pa3BuTHs 1e10NpOon3BoACTBa B Poccuu

[TpoGnembI pocTa TOKyMEHTOOO0pOoTa

CriocoObl panoHaIn3aluyu 10KyMEHTO000poTa.

I'CAOY. VYCOPH. Vauduxauums, ¢dopmanusanus, CTaHAapTH3aLUsA
OpraHu3annoHHas TpyNIa JOKyMEHTOB.

PacniopsiantenbHas rpymmna J0OKyMEHTOB.

CrnipaBoyHO-MH(OPMAITOHHAS TPYTINA JOKYMEHTOB.

[TpaBuna opopmieHUst JOKyMEHTOB. PEKBH3UTHBIN COCTaB TOKYMEHTA.
Opranmzanus ciyx0sr I0Y

TexHOMOTUYM perucTpanuy J0KyMEHTOB.

. TeXHOJIOrMM KOHTPOJISL NCIIOJIHEHMSI IOKYMEHTOB
I1.
12.
13.
14.

Opranumzanus cinyx0o0it IOV Tekyuiero xpaHeHus JOKyMEHTOB.
ApXHUBHOE XpaHEHHUE IOKyMEHTOB

OcobeHHOCTH TeKCTa TIOKyMEHTa

Jlornueckue 0CHOBBI PeJaKTUPOBAHUS JOKYMEHTA

. JINHrBUCTHYECKHUE OCHOBBI PEAAKTUPOBAHUS JOKYMCHTA
16.
17.

WHpopManmoHHBI aHATN3 JOKyMEHTa
Crnioco0b!l yHU(pHKALUK TEKCTa TOKYMEHTa

HOKYMCHTA



18. IIpuka3 - OCHOBHOM pacHoOpsIINTENbHBINA TOKYMEHT B OpraHU3allul

19. TpeOoBaHMsI K pEKBU3UTHOMY COCTaBY TOKYMEHTA

20. TpeboBanus K 0(pOPMIICHUIO OpPraHU3AIMOHHBIX JOKYMEHTOB (MHCTPYKIMA, MpaBWiia U
T.IL.).

21. TpeboBaHus K OPOPMIICHUIO AKTA.

22. TpeGoBaHnus K 0popMIIEHUIO IPUKA3a.

23. TpeboBaHHs K OOPMIICHHUIO PACTIOPSKEHUSI.

24. TpeGoBaHus K 0HOPMIICHHUIO TEIC(POHOTPAMMBI.

25. TpeboBaHus K OOPMIICHHIO TUIaHA.

26. TpeGoBanus K 0HOPMIICHHIO OTYETA.

27. TpeboBaHus K 0OPMIICHHIO 3asiBICHUS

28. TpeGoBanus K 0pOpMIIEHUIO AOKIATHOMN (CITy>KeOHOM) 3alHCKH.

29. TpeboBaHus K OPOPMIICHUIO TPOTOKOJIA

30. TpeboBanus Kk 0OPMIIEHHIO TOTOBOPA

31. CnyxeOHast epenucka

32. Homenknarypa nen

Ixkana oueHNBaHUA

YpoBeHb 3HAHW, YMEHH ¥ HaBBIKOB OOYYaIOIIErocs NpU YCTHOM OTBETE BO BpeMs
MPOMEXKYTOYHOM  arrecTammu  ompezensercs oneHkamu  «Otmuuao» /  «Xopomioy/
«Y nosierBoputensHO»/ «HeynoBnerBopurenbHo». KpurepusmMu oOleHHBaHUS Ha 3adeTre C
OIICHKOW SIBIISICTCSI JICMOHCTpAIlMsi OCHOBHBIX TEOPETHUYECKHX IMOJIOKCHUH, B paMKax
OCBaWBaeMON KOMIETCHIIUH, YMEHHE TIPUMEHSTh IOJyYCHHBIC 3HAHUS HA MPAKTHKE, OBIIAJICHUC
HABBIKAMU aHANIM3a U CUCTeMAaTH3aluy HHGOpMaIuu B 001acT (PUHAHCOB.

Tt muctmrinH, GopMol POMEKYTOUHOM aTTECTAIIMA KOTOPBIX SBJSETCS 3a4eT C OIEHKOM,
MIPUHSATHI CIETYIOIINE COOTBETCTBHUS:

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

- meHee 60% - «HEYIOBICTBOPUTETHLHOY (2).

Mpu oLEeHNBaAHUN Pe3YyJIbTaTOB YCTHOrO ONPOCA UCMOJIb3YETCs C/ieAyHolLas LWKaia OLEeHOK:

OTansl KOMIETEHINH, IPEAyCMOTPEHHBIE 00pa30BaTEIbHON MPOrpaMMOoii,

100% - 90% chopmupoBaHbl Ha BBICOKOM ypoBHE. CBOOOHOE BIaICHUE MaTepUaIOM, BBISIBIICHHE
°° 0 MEXIIPEIMETHEIX CBs3€H. YBEpeHHOE BIIa/ICHUE MOHITHITHBIM aIllapaToM

(OTJ'II/I‘IHO) JAUCHOUILIUHBI. HpaKTH‘IeCKI/Ie HaBBbIKH HpO(i)eCCPIOHaHLHOI;’I JACATCIBbHOCTHU

c(hOopMUPOBaHBI Ha BBICOKOM ypoBHE. CIIOCOOHOCTH K CAMOCTOSITEIILHOMY
HECTaHIAPTHOMY PELICHUIO MPAaKTHUYECKUX 3a7au

OTansl KOMIIETEHIINH, IPETyCMOTPEHHBIE 00pa30BaTEeIbHOM NPOrpaMMOH,

89% - 75% c(hopMHIPOBAHEI OCTAaTOYHO. JleTarbHOE BOCIIPOM3BEACHNE YIEOHOTO MaTeprana.
[IpakTryeckue HaBBIKK TPO(PECCHOHATEHON AEATEIEHOCTH B 3HAYUTEIHHON Mepe
(xoporwuo) chopmupoBasbl. [IpUCYTCTBYIOT HABBIKM CAMOCTOSITEIIBHOTO PEIICHHS MIPAKTUIECKUX
3aJa4 C OTAENbHBIMU 3JIEMEHTaMH TBOPYECTBA.

74% - 60% Drarbl KOMIIETEHIINH, IPEyCMOTPEHHbIE 00pa30BaTeIbHON IIPOrpPaMMOH,
copMHpOBaHbI HAa MUHIMaJILHOM ypoBHe. Hamnmune MUHUMAJIBHO JOIyCTHMOTO




YPOBHSI B yCBOGHHH y4eOHOTO Marepuasa, B T.4. B CAMOCTOSTEIbHOM PELICHUH
(YooBIEeTBOPUTEIHHO) MPaKTUIECKUX 3a1a4. [IpakTHdeckue HaBBIKH MPO(ECCHOHATBHOMN eI TeIbHOCTH
c(hopMHUpPOBAHEI HE B IIOJIHOH Mepe.

Orarnsl KOMIICTEHIINH, TIPETyCMOTPEHHbIE 00pa30BaTEIbHON IPOrpaMMOH, HE
copmupoBanbl. HepoctaTouHblil ypoBeHb yCBOCHUSI MOHSTHIHOTO anmnapaTa u

menee 60% .
Hanuyre GparMEHTAPHBIX 3HAHUH MO qucUIUIMHE. OTCYTCTBHE MUHHMATBHO

(HEYIOBIIETBOPHUTEIHHO)
JOIYCTHMOT'O YPOBHS B CAMOCTOSTEIIBHOM PELICHHH ITPAKTHYECKUX 3a1ad.

[TpakTHueckne HaBBIKK MPOGECCHOHATBHON AEATETBHOCTH HE CHOPMUPOBAHBI.

6. MeTonuyecKkue MaTepUuaJbl 0 OCBOCHUIO JUCUHUILIHHBI

MeToan4yeckue peKoOMeHIalUM 110 HANIMCAHUIO pedepaToB

Pedepar sBnsieTcs MHAUBUAYATbHONW CaMOCTOSITEIBHO BHIMIOJHEHHON paboToil cTyeHTa.
Temy pedepata CTyJeHT BbBIOMpaeT W3 NEpe4Hs TeM, PEKOMEHJIYEMBIX IpEroaaBaTeleM,
BEIYIIMM COOTBETCTBYIOLIYIO AMCUMIUIMHY. Pedepar nomkeH coaepikaTh —Clexyromue
CTPYKTypHBI€ dsieMeHThl: Tutynenslidi Jmct Conepxanue Bpeaenue OcCHOBHas 4YacTh
3akmouenne Crucok mureparypsl [lpunokenust (mpu HeoOxoaumoctu). TpeOGoBaHus K
opopmienuto pedeparon: mpudt — 14, monst — mo 2 cm, uHTEpBAI — 1, 00BeM — He MeHee 10
CTp.

PexoMeHaauMu Mo MIAHUPOBAHUIO U OPTAHU3ANMH BPpeMeHH, He0OX0IMMOr0 HA U3yUYeHue

JTUCIHUILIHHLI
CTpyKTypa BpeMEeHH, HCOOXOUMOTO Ha N3YYCHHUE TUCIMILTAHBI
Dopma n3ydeHHUs TUCIUTUIHHBI Bpewmsi, 3arpaunBaeMoe Ha M3y4YeHHE AUCIUILINHEL, Yo
Wzydenne nurepaTypsl, peKOMEHIOBAHHOH B YICOHOM 40
IporpamMmMe
Pemenue 3anay, npakTHUECKUX yNPaKHEHUN U 40
CUTYaIIMOHHBIX IPUMEPOB
Wzydenne TeM, BBIHOCUMBIX Ha CAMOCTOSITEIIFHOE 20
paccMOTpeHue
Hroro 100

MeToanuyeckne peKOMEHIAUM 10 MOATOTOBKE K NPAKTHYECKOMY (CEMHUHAPCKOMY)
3aAHATHIO

OCHOBHOH 11€JIbI0 MPAKTUYECKOTO (CEMUHAPCKOT0) 3aHTHSI SIBIISIETCS [TPOBEPKA ITyOHHbI
NOHUMaHMA CTYJICHTOM H3y4aeMOW TeMbl, y4eOHOro MaTepuaja U YMEHHS H3JI0XKHUTh €ro
COJIEp’KaHUE SICHBIM M YETKHM S3BIKOM, PAa3BUTHE CAMOCTOSITEIbHOTO MBIIIJICHUSI U TBOPUYECKOU
aKTUBHOCTH Yy CTYJEHTa, YMEHMs pellaTh IpakTUdyeckue 3azaud. Ha mnpakrtudeckux
(ceMMHapCKuX) 3aHATUSAX IpenroiaraeTcs paccMaTpuBaTh Haubosee BayKHbIE, CYIIECTBEHHBIE,
CIIO)KHBIE BOINPOCHI KOTOphIe, Haubojee TPYyAHO YCBauBaloTCcs cryaeHTamu. Ilpu sTOM
TOTOBUTHCS K MPAKTUYECKOMY (CEMUHAPCKOMY) 3aHSATHUIO BCErJa HY>KHO 3apaHee. [loaroroska k
IPAaKTUYECKOMY (CEMUHAPCKOMY) 3aHATHIO BKIIIOYAET B ce0sl cieLyrolee:

- 00s3aTebHOE 03HAKOMIIEHHE C BOIIPOCAMH JIs1 YCTHOT'O OIIpoca,

- W3y4YeHHE KOHCIIEKTOB JIEKIMH, COOTBETCTBYIOIIMX pa3/eioB y4yeOHUKA, yueOHOro
ocoOus, CoiepKaHNUs PEKOMEHI0BaHHBIX HOPMATUBHBIX IIPABOBBIX aKTOB;

- paboTa c OCHOBHBIMU TEPMHHAMH (PEKOMEH/IYETCS UX BBIYUUTh);

- U3yuyeHUe JOIOJIHUTEIBbHON JHUTEepaTypbl IO TEeME 3aHATHs, Jejas IpU 3TOM
HE00XO0/IMMbIE BBIITUCKHU, KOTOPbIE TIOHA1005TCs TPU 00CYKICHUN Ha CEMUHAPE;

- (opMyIUpOBaHUE CBOEr0 MHEHMS MO KaXKIOMY BOIPOCY U apryMEHTHPOBAHHOE €ro
000CHOBaHUE;




- 3allUCh BO3HUKIIHX BO BpPEMsl CaMOCTOSITENLHOW PalOOTHI ¢ yd4eOHHMKAMU W HAay4HOU
JUTEPATYPBI BOIPOCOB, YTOOBI 3aT€M Ha CEMHHAPE MOJIYIUTh HA HUX OTBETHI;
- oOparlreHre 3a KOHCYJIbTaIluel K Mpero1aBaTeo.

PexomMeHnaanum no u3y4eHH0 MeTOAMYECKHX MATEpPHAJIOB

Metoauueckue Matepuaibl MO JUCHMIUIMHE TO3BOJISIOT CTYAEHTY ONTHMAJIbHBIM
00pa3oM OpraHu30BaTh NPOILECC U3YUCHHS JaHHOM TUCIMIUIMHBL. MeToquuecKiue MaTepualbl 1Mo
JUCHUIUIMHE TPU3BaHbl MMOMOYb CTYAEHTY MOHATH clelu(UKy H3ydaeMoro Mmarepuaia, a B
KOHEYHOM HUTOr€ — MAaKCHMaJbHO IIOJIHO M Ka4eCTBEHHO €ro OCBOUTh. B mepByro odepenb
CTYJEHT JIOJDKEH OCO3HATh IMpeAHAa3HauYE€HHUE METOJWYECKHUX MaTepHalioB: CTPYKTYpYy, LEIH U
3ajaud. JJ1 9TOro OH 3HAKOMHUTCS C NMpeaMOyJIoH, OrjiaBIeHHEM METOIMYECKUX MaTepHalloB,
rOoBOpsl MHaue, OCYLIECTBIIAET IEPBUYHOE 3HAKOMCTBO C HHMM. B paszzgene, MOCBSIIEHHOM
METOJMYECKUM PEKOMEHJAUUAM [0 H3YYEHHMIO JUCLUIUIMHBL, TPUBOASTCA COBETHI 11O
IUTAHUPOBAHMIO U OPTaHU3AlMHU HEOOXOIUMOTO IS U3YUYECHHsI AUCUUIUIMHBI BpEMEHH, ONTUCaHHE
MIOCJIEAOBATENBHOCTH  JEWCTBUM  CTyJEHTa  ((CLIEHApUil  M3Y4YEHUs  JHUCLUIUIMHBDY),
pPEKOMEHIalluu Mo pabdoTe ¢ JUTEePaTypol, COBETHI MO MOJArOTOBKE K 3K3aMEHY U pa3bsCHEHUS
0 TOBOJAY paboThl ¢ TECTOBOM CHUCTEMOH Kypca M Haja AOMAIIHUMM 3aJaHusMu. B 1emnom
JaHHbIE METOJMYECKHE pPEKOMEHJAIMM CHOCOOHBI OOJEerdyuTh U3yYEHUE CTyJIeHTaMHu
JMCUMIUIMHBL M TIOMOYb YCIEUIHO CJAaTh OJK3aMeH. B pasgene, cogepxkamieMm ydeOGHO-
METOJIMYECKHE MaTepHalibl TUCIUILINHBI, COIep)KaHNEe MTPAKTUUECKUX 3aHATUHN MO AUCLUILINHE.

PexomMeH1alMU 110 CAMOCTOSITEJIbHOI padoTe CTYy1eHTOB
Ha camocTosTensHyt0 paboTy CTYJJeHTOB MO AUCIHIUINHE
b1.B.05 «/lokymenrammonnoe  obecrieueHue  opraHoB I'MVY»  BbIHOCSTCA
CIIE/TYFOIIIHIE TEMBI:

N Tema Bonpocsl, BeiHocuMbIe Ha CPC Ornasn 3aounas
n/n ¢opma ¢opma
1 2 3 4
IIpotuBopeunst B noaxonax K (0] [0
oopmiIeHHIO 3as1BJICHHH.
Vcropus pasBuTus ABTobuorpadus.
JIEJIOMPOU3BOACTBEHHON U
Tema 1 | cexperapckoit ciry:KObI B
Poccuu IIpo6nemsr pocta
JlokyMeHTO000pOTA.
OCOOEHHOCTH JTOKYMEHTOB B
I'MV.
rcaoy. ycorpn. OcobenHoctr HOArOTOBKH 0] 0]
Yuaudukanys, popmanuzanusi, | TPYAOBBIX AOTOBOPOB,
Tema 2 | cranmapTu3anus JOKyMeHTa B | COACPKAIMX crenuguyeckue
oprasnax BJIACTH " ycioBus. O(l)OpMJ'ICHI/Ie TPYAOBOI'O
YIIpaBJICHHUSL. slorosopa.
Opranuzanus cinyx0st JJOY B | HonoanurensHbie YCIOBHS 0] 10
opraHax rocyJapCTBEHHOW u | TPYAOBOTO A0roBopa.
MYHHIIHIIATBHON BIACTH OcobenHnoctu MTOJITOTOBKH
Tema 3 TPYIOBBIX JIOTOBOPOB,
CoZepKaIUX cnenuduaeckre
ycnoBus. OdopMIiteHIE TPYIOBOTO
JOTOBOpA.
Tema 4 | IlpaBuna odpopmieHus Odopmiienne B Tpy0BOH KHIDKKE (0] 0
JTOKYMEHTOB 3aIrceu 0 COBMECCTHUTCIILCTBE.
Hcnpasnenue 3anuceil B Tpy10BOM
KHUKKC.
Tema 5 | TexHOJOTWM perucTpallvi U IIpukaz o mpueme Ha pabory. 0} (0]




KOHTPOJIA UCTIOJITHCHU A HpI/IKaB O MIEpEBOAE COTpPyAHHKA.

JIOKYMEHTOB [Ipuxa3 06 yBOJIbHEHHUH.

Tema 6 | Opranuzanus pabOTHI ¢ JIOKyMEHTUPOBAHWE OT3bIBA U3 o 0]
JUYHBIMH 00paIeHUSIMH OTIIycKa. YUeOHBIH OTILYCK.
TpaKJaH B OpraHbl BIACTH U
YOPABJICHUS

Tema 7 | Opranmanus cayx6o0it JOY OdopmiieHre pactopsIUTEIBHBIX 0, C3 0, C3
TEKYIIEro XpaHCHUs JIOKYMEHTOB.

JnokymeHTOB. IlocTpoenue
HOMEHKJIATYpHI J1e]1. ApXUBHOE
XpaHEHHEe JOKYMEHTOB

Tema 8 | JIuHrBucTUYECKHE Cucrema CIpaBOYHO- 0} (0]
0CO6€HHOCTI/I TEKCTAa PIHCI)OpMaHPIOHHOfI JOKYMEHTAIINNA.
JIokyMeHTa Jloruueckue
OCHOBBI PEJIaKTUPOBAHUS
JIOKYMEHTa

HeoTbemieMbIM 3J1eMEHTOM y4eOHOTO Ipolecca SBIISETCS CaMOCTOsATeNbHas paboTta
cryaenta. llpu camocTosTenbHON paboTe TOCTUTaeTCss KOHKPETHOE YCBOGHHE YUeOHOTO
MaTepHualia, pa3BUBAIOTCS TEOPETUUYECKHE CIIOCOOHOCTH, CTOJNb Ba)KHBIE [UI COBPEMEHHOMH
MOJITOTOBKH CIIEIHATNCTOB. DOPMBI caMOCTOSTENBHON pabOTHl CTYACHTOB O IHCHIUIUINHE:
HalnMcaHUe KOHCIIEKTOB, MOATOTOBKAa OTBETOB K BONpPOCAaM, HamucaHue pedeparoB, pelieHue
3aJa4, UccieaoBarenbckas padoTa.

3amaHusd JUIS CaMOCTOATENIbHOW pabOThl BKIIOYAIOT B CE0S KOMILIEKC AHAIMTHYECKUX
3aJJaHA{ BBITTOJTHEHHWE, KOTOPBIX, MPEIIOJaraeT TIATeIbHOE HM3YYCHHE HAydYHOW W y4eOHOM
JUTEpaTyphl, NEPUOJUYECKUX H3JaHMHA, a TaKKe 3aKOHOJATENBHBIX M HOPMATHBHBIX
JOKYMEHTOB TMpejyiaraéMbix B 1.6 «YdeOHas JuTeparypa HU pecypchl HH(OOPMAIMOHHO-
TEJIEKOMMYHUKALUOHHOU CeTH "NHTepHer", yueOHO-METOJMUECKOe o0ecrieueHne
CaMOCTOSITENTLHON paboThl 00ydYaIOMIMXCsl MO JAUCHUILTHHE». 3alaHusi MpPEIOCTaBIISIOTCS Ha
IIPOBEPKY B IEYaTHOM BH/IE.

PexoMenganuu no padore ¢ IuTepaTypoi

IIpu u3ydyeHum Kypca ydeOHOM AMCHUIUIMHBI 0COO00€ BHUMAHHE CleqyeT OoOpaTuTh Ha
PEKOMEHIyEMYIO0 OCHOBHYIO U JIOTIOJIHUTEIBHYIO JTUTEPATYPY.

BaxHbIM 371€MEHTOM IMOATOTOBKH K CEMUHApy SIBJSETCS IIyOOKOE M3yueHHEe OCHOBHOHM U
JOTIOJTHUTEIBHOM JTUTEPaTyphl, PEKOMEHIOBAaHHOM 110 TeME 3aHSTHS, a TAKXKE MEPBOUCTOYHUKOB.
[Tpu 3TOM MOJIE3HO MPOYUTAHHYIO JIUTEPATYPY 3aKOHCIIEKTUPOBaTh. KOHCIEKT JOKEH OTBeYaTh
TpeM TpeOOBaHUsIM: OBITH COJEpIKATEIBbHBIM, 1O BO3MOXXHOCTH KpPAaTKUM M MPaBUIBHO
0 OpMIICHHBIM.

ConepxaTenbHBIM €r0 CIIEAYeT CUATATh B TOM CiIy4ae, €CIM OH TepelacT BCe OCHOBHBIC
MBICIM aBTOPOB B IEJIOCTHOM BHJAE. M3JIO0XKHTh TEKCT KpPaTKO — OSTO 3HAYMUT IepeiaTh
COZiep)KaHWE KHHTH, CTaThbH B 3HAYMTEIILHOW Mepe CBOMMH cioBaMu. [lpm 3TOM cnemyer
NPUIEPKUBATHCS TIPAaBUJIA - 3alMCBIBATH MBICIH aBTOpa pabOThHI JIMIIB TOCIE TOTO, KaK OHa
XOpOIIO TOHsATAa. B TakoM citydae rmoctaBieHHas 1eib OyAeT qocTurayta. L{lutiupoBats aBTOpoB
M3y4aeMbIX paboT (C 00sS3aTeNbHON CCHUIKOW HAa UCTOYHHUK) CIEAYET B TEX CIydasiX, €CJIM HaJlo
3aMKChIBaTh OYEHb BaKHOE OMpPEJICTICHUE WIH MOJI0KEeHHEe, 0000LIAt0IIHiA BHIBOJ.

BaxxHo u BHemHee odopmileHHe KOHCTIEKTa. B ero Havase Hamo ykasaTs TeMy CeMUHApa,
JaTy ~ HamkCaHUs,  HA3BaHUS  JIUTEPATypHBIX  HUCTOYHMKOB,  KOTOpble  OynayT
3aKOHCIIEKTHpOBaHbl. [1yOoKkas camocTosiTenbHas paboTa HaJl HUMH OOECIEUHUT YCIEIIHOEe
YCBOEHHE U3y4aeMON AUCHUIITUHBI.

OmHUM W3  BaOXHEWIIMX  CPEIACTB  CEPhE3HOTO  OBJAJCHUS  TEOPUEH  SIBIISCTCS
KOHCneKmuposanue nepeoucmoyHuKos.



Jlns cocTaBieHUs] KOHCIIEKTa PEKOMEHIYETCsl CHayalla MPOoYuTaTh padoTy IEIMKOM, YTOObI
YSICHUTB €€ 001U cMbIC U coaepkanue. [Ipr 3ToM MOKHO c/iefiaTh IOMETKH O €€ CTPYKType, 00
OCHOBHBIX IIOJIOXKEHUSX, BBIBOJAX, HAJ0 CTAapaTbCs OTIMYATh B TEKCT€ OCHOBHOE OT
BTOPOCTENIEHHOT'O, BBIBOJIBI OT apITyMEHTOB M JI0KA3aTENbCTB. ECIM €CTh HEMOHATHBIE CII0BA, HAJIO
B DHLUKJIONEIMYECKOM CJIOBape HalfTH, Y4TO ATO CIOBO 0003HAUaeT. 3aKOHYMB uTeHHe (maparpada,
TJIaBbl, CTAaThW) HAJO 3a/JaTh cebe BOMPOCH Takoro poja: B dem rmaBHas Mbicib?  KakoBbl
OCHOBHBIE 3BEHbs JOKazaTeinbcTBa e€€? UTo BbITEKaeT M3 yTBepkAeHMH aBTopa? Kak 3T10
COIJIACYETCS C TEM, UTO YK€ 3HAETE O MPOUYUTAHHOM U3 JPYTHX UCTOYHUKOB?

SICHOCTB M OTYETIIMBOCTH BOCIPUATHS TEKCTA 3aBUCUT OT MHOI'OT0: OT COCPEIOTOUYECHHOCTH
CTYJEHTa, OT TEXHUKU YTEHHS, OT HACTOMYMBOCTH, OT SIPKOCTHU BOOOPAKEHUS, OT TEXHUKH
(buKCUpOBaHMSA TPOYUTAHHOTO, HAKOHEL, OT JpyIuluu — oOmien U B KOHKPETHO
paccmarpuBaeMoii mpodieme.

Pe3ynbraToM nepBOHAYaIbHOTO YTEHUS JOJDKEH OBITh NMPOCTOU mian mekcma u uemkoe
npeocmaenenue 0 HeEACHbIX Mecmax, OTMEYECHHbIX B KHHre. [locie mnpenBapHUTEIBHOTO
O3HAKOMJICHUS, IPU IIOBTOPHOM YTEHUU CJIENYET 6blOEUNb OCHOGHbBIE MbICIU A6MOPA U UX
pa3BUTHE B MPOU3BEACHUHU, OOpAaTUTh BHMMaHHE Ha OOOCHOBAHHE OTAENbHBIX MOJOXKEHHM, Ha
MeToAbl W (opMBI J0OKa3zaTeNnbCTBa, Haubosee spkue MnpuMepbl. B xome 3Toit paboThI
OKOHYATEJIbHO OTOMpaeTcsi MaTepuan JUisl 3aliCH U ONpENeNseTcs €€ BUI: HJIaH, Me3UChl,
KOHchexkm.

[Iman 3TO KpaTkuil, MOCIENOBATENIbHBIA IEPEYEHb OCHOBHBIX MBICIEH aBTOpPA. 3amuCh
IIPOYUTAHHOTO B BHUJIE TE3UCOB — 3HAYUT BBISBUTH U 3alIMUCATh OINIOPHBIE MBICIIX TeKcTa. PazHuna
MEX/1y IJIAaHOM U Te3UCaMH 3aKII0YaeTcs B CIEAYIOIIEM: B IUIaHE MBICIh Ha3bIBaeTCs (CTaBb
BCErja BOMpOC: O 4YeM ToBopuTca?), B Te3nucax — (Gopmynupyercs — (4YTO UMEHHO 00 3TOM
ropopurca?). 3amuch OMOPHBIX MBICIAEH TEKCTa BakKHA, HO IIOJHOTO MPEACTaBICHHUS O
MIPOYHUTAHHOM HAa OCHOBAHHHM IOJO0OHOMN 3alMCH HE COCTaBUIIb. BaXXHO OCMBICIHUTDH, KaK aBTOP
JIOKa3bIBa€T CBOIO MBICIb, KaK yOEXIaeT B HMCTUHHOCTU CBOMX BBIBOJIOB. Tak BO3HHKAaeT
KOHCIIeKT. dDopma 3amucH, Kak Mbl YK€ OTMETWIH, YCIIOKHSETCA B 3aBUCUMOCTH OT LEJIEH
paboTHI: TIaH — O YeM?; Te3UCHI — 0 4eM? YTO UMEHHO?; KOHCIIEKT — O 4eM? 4TO MIMEHHO? Kak?

KoHcnekT 3TO0 KpaTkoe TIOCIIeNoBaTENbHOE W3JIOKEHHE coiepxkaHus. OCHOBY ero
COCTABJISIET IIJIAH, TE3UChl W BBINUCKA. HeZoCcTaTku KOHCHEKTHPOBAHUSA: MHOIOCIOBUE,
LUTUPOBAHUE HE OCHOBHBIX, & CBA3YIOIIUX MBICICH, CTPEMIICHUE COXPAHUTH CTUJIMCTUYECKYIO
CBSI3aHHOCTh TEKCTa B yIIepO ero jioruyeckoit crpoiHocTu. Ilpuctynarh K KOHCIIEKTUPOBAHUIO
HEOO0XOIMMO TOTJA, KOIJA CIIOKWINCh HAaBBIKM COCTaBJICHMS 3allUCH B BUJE Pa3BEPHYTOTO
MOJIpOOHOTO IJIaHAa.

dopma 3amMcu MpH KOHCHEKTHUPOBAHHWU TpeOyeT 0coO0O0ro BHHUMAaHMS: BaXKHO, UYTOOBI
COOCTBEHHbBIE YTBEP)KIACHUS, Pa3MBbIIIJICHHUS Ha/l IPOYUTAHHBIM, YETKO OTJEISUTUCH MIPU 3aIHCH.
PasymHee BBIHOCUTH CBOM IOMETKH Ha LIMPOKHUE IIOJIA, 3aIMCHIBATh HA HUX JOIOJHUTEIbHBIC
CIpaBOYHbIE JaHHBIE, IOMOTAIOIINE YCBOCHUIO TEKCTa (J1aTa COOBITHS, YIIOMSHYTOTO aBTOPAMU;
CBEIICHM O JIMIE, Ha3BaHHOM B KHUTI'€; TOUHOE COZAEpkKaHME TEPMHHA). Eciau KoHcneKkTupyercs
TEKCT BHYIIUTEIBHOIO 00beMa, HEOOXOIMMO YKa3bIBaTh CTPAHUIIBI KHUTH, KOTOPHIE OXBATHIBAET
Ta WIN WHAs 4acTh KOHCIIEKTA.

Jns ynoOcTBa MONb30BaHHUS CBOMMH 3allUCSAMU Ba)XHO 03arJIaBUTh KPYIIHBIE YacTu
KOHCIIEKTa, IOAYEpKUBas 3a20106ku. CleqyeT TNOMHUTb O Ha3HAYEHUM KpPacHOM CTpOKH,
CTPEMUTBCS K YETKOW rpaduke 3amuceil - ycTymamu, KOJIOHKamMu. M3maraTh TJ1aBHbIE MBICIH
aBTOpa M HUX CHCTEMY apryMEHTOB - HEOOXOAMMO IpPEUMYIIECTBEHHO CBOMMH CJIOBaMH,
nepepabarbiBass TakuM 00pa3oM HMH(OpPMAINIO,— TaK MPOXOIUT YSICHEHUE €€ CyTH. MBEICIb,
(bpa3bl, MOHATHIE B KOHTEKCTE, MOTYT IpuoOpecTH OoJiee MpOCTpaHHOE U3JI0kKeHne B 3anucu. Ho
TEKCT OpUTHMHAJa CBEpPTHIBACTCA, U CTYAEHT, OTpadaThiBasi JIOTMYECKOE MBIIUICHUE, YYUTHCS
BBIJICJIATE TJIaBHOE M 00001IaTh OJHOTHIIHBIE CYXJAEHUs, oJHOpoiaHble (akTel. Kpome Toro,
Jienasi 3arricy CBOMMH CJI0BaMH, 000011asi, CTyIeHT YYUTCS] MUCbMEHHOM pedH.

3HaHue OO0IeH CTpaTeruy YTEHHs, TEXHUKH COCTABIICHHE IJIaHA M TE€3MCOB OINpeleNseT U
TEXHOJIOTHIO KOHCIIEKTUPOBAHHUS



- BHuMMarenbHO 4MTaTh TEKCT, MOIYTHO OTMEYas HEMOHSATHBIE MECTa, HE3HAKOMBIE
TEPMUHBI U NIOHATUS. Botnucame na nona 3HaueHne OTMEUCHHBIX MTOHSATHI.

- Ilpu mnepBoM UTEHMM TEKCTa HEOOXOJUMO COCTAaBUTb €r0 HPOCMOU hidaH,
ITOCJIEI0BATEIIbHBIN MEPEUYEHb OCHOBHBIX MBICIIEH aBTOpA.

- Ilpy NMOBTOpHOM 4YTEHHMH TEKCTa BBIACIATH cUCHIEMY OO0KA3amebCme OCHOBHBIX
MOJIO’KEHUH paboThI aBTOpA.

- 3aKIIOYMTENBbHBIA  3Tam  paboThl € TEKCTOM COCTOMT B OCMBICIIEHHH paHee
OTMEUYEHHBIX MECT U MX KPaTKOM MOClIeJ0BaTeIbHON 3alHCH.

- Ilpy KOHCHEKTMPOBAaHUU HYXHO CTPEMUTHCS GbIPA3UMb MbICIL AGMOPA CEOUMU
cioeamu, 3To IoMoraet 6oJjiee rIy0OKOMY YCBOCHHIO TEKCTA.

- B pamkax paboTel HaJ TNEPBOUCTOYHUKOM BaXKEH YyMEJbIH omoop wyumam.
Heo0Oxonumo y4uThIBaTh, HACKOJIBKO SIPKO, OPUTHHAIIBHO, CKATO M3JI0’KEHA MBICIb. LluTnpoBars
HEOOXO/IMMO T€ CYKJCHHUS, Ha KOTOPbIE BIOCIEICTBUM BO3MOXKHA CCBHIJIKA KaK Ha aBTOPUTETHOE
U3JI0’)KEHUE MHEHHUS, BBIBOJIa IO TOMY WJIM HHOMY BOMPOCY.

KoncnexkTrpoBaTh 11€7€c000pa3Ho He Ha OTJEIFHOM JIMCTE, a B O0IIel TeTpaau Ha OJJHOM
crpanurie smcra. OOOpOTHas CTOpPOHA JIMCTa MOMKET OBITH KCIOJB30BaHA ISl JOTOJTHEHHH,
HEOOXOMMOCTh KOTOPBIX BBIACHUTCS B JaibHeImeM. [Ipy KOHCHEKTUPOBAHWUHU JUTEPATYPHI
ClIeZyeT OCTaBUTh LIMPOKHE IOJIs, YTOObI 3amKcaTh Ha HUX IUIaH KOoHcrekTa. [lonst MoryT ObITh
HCII0JIb30BAHbI TAKXKE JUISl 3allUCU CBOMX 3aMEYaHMi, JOIOJHEHUH, BONpocoB. 1Ipu BeicTyIuIeHMN
Ha CEMHUHAape CTYJIEHT MOXET I[0JIb30BaTbCd CBOMM KOHCIEKTOM JJISi LIMUTUPOBAHMS
NIEPBOMCTOYHUKA. Bce yuaCTHHKM 3aHATHSI BHUMATENIbHO CIYIIAIOT BBICTYIUIEHUS! TOBAapHILEH 110
rpymnrne, OTMEYaloT CIOpHble WJIM OLIMOOYHBbIE TIOJOXKEHUS B HHUX, BHOCST IOMNPAaBKH,
MIPEICTABIISIOT CBOM PEIICHHS U 0O0CHOBAHUS 00CYKIaeMBIX TIPOOIIEM.

B kon1ie cemuHapa, Korja npernojaBaTeilb 3aHITHs TIOJIBOIUT UTOTH, CTYJIEHTHI C YIETOM
pPEKOMEeHIallMi MPEnoaBaTelis U BHICTYIUICHH COKYPCHUKOB, TIOMOJHSAIOT WJIM UCTIPABIISIOT
CBOU KOHCITEKTHI.

PexoMeHaamum AJsi MOATOTOBKH K IK3aMeHY

[Ipy mnmoAroToBKE K OSK3aMEHy CTYAEHT BHUMATEIBHO MPOCMATPUBAET BOIPOCHI,
MpeAyCMOTPEHHBIE pabodeil MmporpamMmoil, W 3HAKOMUTHCA C PEKOMEHIOBAaHHON OCHOBHOM
nuteparypoil. OCHOBOHM UIsl cAaud 5K3aMeHa CTYJEHTOM SIBJISIETCS M3yYE€HHE KOHCIEKTOB
JIEKIHMM, TPOCITYIMIAHHBIX B TEUEHHWE CEeMecTpa, HH(pOpManMs, IOJy4YeHHass B pe3yJbTare
CaMOCTOSITENTLHOM PabOThl B TEUEHUE CEMECTpA.

7. YdeOHast JuTeparypa M pecypcbl HH(OPMANUOHHO-TEJEKOMMYHUKAIIMOHHON CeTH
HNurepuer

7.1. OcHoBHAas1 JIUTEpaTypa

1. Kynses H.H., u np. JlokyMeHTOBeieHnE [DNEKTPOHHBIM pecypc]: y4eOHHK
Jloroc, 2011

2. Kysunenos MN.H. [lenonpou3BoAcTBO [DIEKTPOHHBIN pecypc]: yueOHO-CIpaBOYHOE
nmocoboue  JlamxoB u K 2014

3. TpunbGepr A.C.,u np. JIOKyMEHTAIIMOHHOE obecrieueHue YIPaBJICHUS
[DnexTponnsIii pecypc]: yueonnk IOHUTU-JJAHA 2012

7.2. lonoJIHUTEILHAS JIUTEpPaTypa
I'punbepr A.C., I'op6aue H.H., Myxamermnaa O.A. JlokyMeHTallMoHHOE
obecrieueHne ynpapieHUs [ DIEKTPOHHBIA pecypc]: yaeOHUK IOHUTHU-TAHA 2012



7.3. HopmaTuBHBIe IPABOBbIE JOKYMEHTHI M MHAS NIPaBOBasi HHGopMaLu

1. Koncturynus Poccuiickoii @enepanuu (IpUHITa BCEHAPOIHBIM rojocoBanuem 12.12.1993)
(c yueTom nomnpaBoK, BHeCeHHBIX 3akoHaMu P® o nmonpaskax k Koncturymuu PO ot 30.12.2008
Ne 6-®DK3, ot 30.12.2008 Ne 7-®K3, ot 05.02.2014 Ne 2-OK3, ot 21.07.2014 Ne 11-DK3) //
Cobpanmne 3akonomarenbctBa PO. 2014, Ne 31, cr. 4398.

2. @enepanbubiii 3akoH Ne 131-03 «OO6 oOmMX NPUHIMIIAX OpraHU3alld MECTHOTO
camoytpaBiicHus: B POy

3. ®enepanbHblii 3ak0H «O TOCYAapCTBEHHOM rpaxIaHCKol ciyx6e Poccuiickoit deneparmm»
ot 27 nronst 2004 r. Ne 79-@3.

4. @enepanbublif 3akoH Ne 414-@3 ot 21.12.2021 r. «O nyOnu4HOi BiacT B cyObekTax PDy.
5.TOCT P 2016 ropna.

7.4. UnTepHeT-pecypchl, CIPABOUYHbIE CHCTEMBbI.

OdunuanbHbiil cailt MuHUCTEpCTBa TpyAa U colMainbHOM 3amuThl Poccuiickoit denepanum —

http://rosmintrud.ru
1. www.nnir.ru / — Poccuiickas HanmonajgpHasg On0OInorexa

2. www.nns.ru / — HanimoHanbsHast anekTpoHHast Onbianoreka

3. www.rsi.ru / — Poccmiickas rocyapcTBeHHass OMOIMOTEeKa

4. www.busineslearning.ru / — CucremMa JUCTaHIIMOHHOTO OU3HEC 00pa30BaHUS

5. http://www.consultant.ru/ — KoncynsTaHT mitoc

6. http://www.garant.ru/ — ['apanT

7. WWW.isras.rssi.ru (opunmanbHBIN cait KypHaa «Couunonoruyeckue
HCCIICIOBAHUS)

8. www.mintrud.ru (caiitr MuHHCTEpCTBA TPy/Aa M COLMATBLHOTO pa3BUTHs Poccuiickoi
Ddenepannn)

9. www.AUP.ru (AAMMHUCTPATUBHO-YTIPaBICHUYECKUN TOPTAI)

10. www.ilo.ru (ourmansHblii caiT MexayHapoJHON OpraHU3aluy TPYa)

11. http://www.hrm.ru (cnenuanuzupoBansbiii cait st HR- menemxepos)

12. http://www.jod-today.ru (caiit razeTsl «PaboTa myst Bacy)

13. http://www.personal-mix.ru  (Hay4yHO-IPAKTHUECKUHA >KypHal MO YyIpPaBICHHUIO
nepconanom «Ilepconan MUKCy)

14. http://www.kadrovik.ru (35exkTpoHHas Bepcus KypHana «CripaBOUYHUK KaJIpOBUKaA)

15. www.top-personal.ru (371eKTpOHHAsE BepcHUsl )KypHaia « Y IIpaBlIeHHE EPCOHATIOM)

16. www.uptp.ru (cadT MexayHapoaHoro >xypHana «lIpoGiembl Teopur M TPAKTUKH
YIPaBICHUS»)

17. www.chelt.ru (caiiT )xypHayia «HemoBek u Tpy1»)

7.5. NHble HCTOYHMKH
1.Kab6amos C.1O., Achanmuspoa W.I'. [[enonponu3BOACTBO U apXUBHOE JENIO B OMpPEACICHUIX U
TepMHuHAX [DneKkTpoHHBIH pecypc]:: yded.mocodme / Kadamo C.1HO. — M.: ®nmara, 2012.
http://e.lanbook.com/view/book/20181/pagel/. — 3aru. ¢ 3kpaHa.
2.Ky3uenor W.H. [lenonpou3BoncTtBo [DNEKTpOHHBIN pecypc]: y4eOHO-CIpaBOYHOE Mocooue/
Kysnenos WN.H.— OnexrpoH.TekcToBble naHHblie.— M.: JlamkoB u K, 2014.— 460 c.—
http://www.iprbookshop.ru/586
3. Kynsies H.H., Ypanos I.H., ®a6puunos A.I'.Jlokymenrosenenue: yueonuk / Kynses H.H. — M.:
Jloroc, 2011. http://www.iprbookshop.ru/9082.— 3BC «IPRbooks».

ek-lit.agava.ru/books.htm - bubnnoTexka SKOHOMUYECKOH U IETOBOM JIuTepaTyphl. UuTanbHs.
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http://www.nnir.ru/

8. MarepuajbHo-TeXHHYeCKasi 0a3a, HH(OPMAINMOHHBIE TEXHOJIOTUH, IPOrPAMMHOE o0ecrieyeHue u
HH(pOPMAIHOHHBIE CIPABOYHbIE CHCTEMBbI

MarepuanbHO-TEXHUYECKOE 0OecrieueHre TUCIUILUIMHBI BKIIOYAeT B ce0sl:

- JIEKIIMOHHBIE ayJIUTOPUH, 00OPYJOBaHHBIE BUIECONPOECKIIMOHHBIM 000PYIOBaHUEM IS
MIPE3EHTALNN, CPEICTBAMU 3BYKOBOCIIPOU3BEICHMUSI, SKPAHOM;

- TIOMEILEHHs AJIsl IPOBEIECHUS] CEMMHAPCKUX U MPAKTUYECKUX 3aHATHH, 000py10BaHHbIE
y4eOHOI MeOebIo.

JucuuiuinHa nojajepKaHa COOTBETCTBYIOUIMMHU JIMLIEH3UOHHBIMH  MPOrPaMMHBIMHU
npoaykramu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC I'apaHnr,
CIIC KoHcynbTaHT.

[IporpammMHbIe cpeacTBa obecreueHus! y4eOHOTo IMpoIecca BKIIOYAOT:

- IporpamMmBbl Ipe3eHTannoHHoM rpaduku (MS PowerPoint — 17151 mOArOTOBKH claiioB 1
MIpe3eHTALNN);

- rekctoBble pegakTopsl (MS WORD), MS ECXEL — nns tabnuil, Auarpamm.

By3 obecrieunBaeT kaxxaoro o0ydaromerocsi pabouuM MeCTOM B KOMIBIOTEPHOM Ki1acce
B COOTBETCTBUH C 00BEMOM U3y4aeMbIX TUCIMILIMH, OOeCIIeYrBaeT BBIXO/ B ceTh MIHTEpHeT.

[lomemienuss uisi caMOCTOATENbHONM pabOTHl O00YYAIOIIMXCSl BKIIOYAIOT CJIETYIOIIYIO
OCHAIlEHHOCTh:  CTOJIbl ~ ayJAUTOpPHBIE, CTYJbsl, JOCKH ayJUTOpHBbIE, KOMIIBIOTEPHl C
MOJIKJIFOUEHUEM K JIOKAaJIbHOW CETH MHCTUTYTA (BKJIIOYas IpaBOBbIE cUCTEMBI) U IHTEpHET.

Jns  wn3ydeHust  yyeOHOM — IUCHMIUIMHBI  HMCIIOJIB3YIOTCSI  aBTOMAaTU3MPOBAHHAs
Oubimoreynass WHPOPMAIMOHHAS CHUCTEMa ¥ DIIEKTPOHHBIE OMOIMOTEYHBIE CHUCTEMBI:
«YHuBepcurerckass ~ 6ubmmuoreka  ONLINE»,  «OnexkTpoHHO-OMOMMOTEYHass  cucTeMa
m3natensctBa  JIAHDbY», «OnextpoHHOo-OMOnMoTeuHast cucrema wusgarensctBa «HOpaiimy,
«OnexTpoHHO-OubanoTeunas cucrema IPRbooks», «Hayunas osnexkrponHas OubianoTteka
eLIBRARY» u ap.



7. MaTepuanbHoO-TeXHH4YecKasi 0a3a, THPOPMALMOHHbIE TEXHOJIOTHH, IPOrPAMMHOE
o0ecrnieyeHne U MHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMBI

MartepuanbHO-TeXHHYECKOE 00ecIedeHre JUCIIUILTUHBI BKIIIOYAEeT B ceOs:

- JIEKIIMOHHBIE ayJUTOPUH, 0O0OPYJOBAHHBIE BUICONPOCKIIMOHHBIM 00OPYIOBaHUEM JUIS
MIPE3EHTALNN, CPEICTBAMU 3BYKOBOCIIPOU3BEICHHUS, SKPAHOM;

- TIOMEILEHUS JJIS1 IPOBEICHUS] CEMMHAPCKHUX U MPAKTUYECKUX 3aHATH, 000py10BaHHbIC
yueOHOI MeOeblo.

JlucuuninuHa TnojAepKaHa  COOTBETCTBYIOIIMMM — JIMIIEH3MOHHBIMM  IPOTPaMMHBIMU
npoaykramu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC I'apanr,
CIIC KoHcynbTaHT.

[TporpamMMHBbIe cpecTBa obecriedeHns yueOHOro rnpoiecca BKIF0YakoT:

- IporpaMMBbl Iipe3eHTannoHHoM rpaduku (MS PowerPoint — 17151 MOATOTOBKY Clai10B 1
MIpe3eHTaLNi);

- TexcToBble penakTopsl (MS WORD), MS ECXEL — st Tabnui, 1uarpamm.

By3 oOecnieunBaer kaxxaoro oOydaronierocsi pabouyuM MeCTOM B KOMITBIOTEPHOM KJIacce
B COOTBETCTBUH C 00BEMOM U3y4aeMbIX TUCIMILIMH, 00ECIIeYMBAET BBIXO/] B C€Th MIHTEpHET.

[Tomemenust aJis caMOCTOSITENIBHON pPa0OThl OOydaroluXcs BKIIOYAIOT CIEAYIOLIYIO
OCHAlICHHOCTb:  CTOJBl  AyJUTOpPHBIE, CTYJbsl, JIOCKM ayJUTOPHBIE, KOMIBIOTEPHI C
MOJIKJIFOUEHUEM K JIOKAJIbHOU CETH MHCTUTYTA (BKJIIOYas MPaBOBbIE CUCTEMbI) U IHTepHET.

Jns  wu3ydeHust  y4yeOHOW  JUCHMIUIMHBI — HMCIOJIB3YIOTCS  aBTOMAaTU3MPOBAHHAs
OoubmuoTeuyHass WHQPOPMAIIMOHHAST CHCTEeMa M JJIGKTPOHHBIE OHOJMOTEUHBIE CHUCTEMBI:
«YHuuBepcurerckass ~ 6ubmuoreka  ONLINE»,  «OnexkTpoHHO-OMOMMOTEUHass  cucTeMa
m3narensctBa JIAHbY», «DnektponHo-Oubnmoreunas cuctema wu3gatenbeTBa  «HOpaidy,
«OnexTpoHHO-OnbanoTeunass cuctema IPRbooks», «Hayunas osnexkrponHas OubianoTeka
eLIBRARY» u np.

ObecneunBaeTcs BO3MOKHOCTh OECIPENSITCTBEHHOIO I0CTya 00YYaIOIIMXCsl MHBAIH/IOB

B ayJJUTOPUH, TyaJICTHbIE U APYTHE MOMEIICHHUS, a TAK)Ke UX MPEObIBAHUS B YKa3aHHBIX
MOMEIICHUAX (HaJM4ne MaHIyCoB, MOPYYHEH, paCIIMPEHHBIX IBEPHBIX IPOEMOB, TU(PTOB, IPU
OTCYTCTBHH JH(TOB ayAUTOPHS PACIIONaraeTcsi Ha MEPBOM Taxke, HAJTMUUE CIICIIHATBbHBIX
Kpeces U APYTUuX IpUCrocoOIeHui).

VY4eOHble ayTUTOPUHN JJIS BCEX BHJIOB KOHTAKTHOW M CAMOCTOSITEIbHOI paboThl, HayuHas
O6uOIMOTeKa U UHBIE IOMELIEHUS JJ1s1 O0y4eHUs OCHAILEHBI CIIELUAIbHBIM 000pYIOBaHUEM U
Y4eOHBIMH MECTaMH C TEXHHYECKUMH CPEICTBAMU OOYUEHUS sl 00yUaroIInXCs C
OrpaHUYEHHBIMU BO3MOXKHOCTSIMH 3[J0POBbs U 00YUAIOIIMXCS MHBAJINAOB C pa3HBIMU BUJIAMHU
OTpaHUYECHUH 37]0POBbS:

- C HApYIICHUSAMHU 3PEHUSI:

[TpunTep bpaitns braille embosser everest-dv4

DneKkTpoHHBINA pyuHO#l BuaeoyBeneuntear CAHI]
- C HAPYIICHUSIMH CITyXa:
cpenctBa OecrpoBoHOM nepenaun 3Byka (FM-crucremsr);
AKyCTHUYCSCKHI YCHIINTENh W KOJIOHKH;

TUudodIenIeepsl, paJIuoKIaCcCH.



- C HAPYHIICHUAMU OIMOPHO-ABUTATCIIBHOIO aIllapara:

NEPCABUIKHBIC, PCTYIIUPYCMBIC SPrOHOMHUYCCKHUC ITaPThl C UCTOYHUKOM IMAUTAHUA IJIA
HMHANBHUAYAJBbHBIX TCXHUYCCKUX CPECIACTB,

KOMIIBIOTEPHAsI TEXHUKA CO CIIELHAJIbHBIM IIPOrPAMMHBIM 00€CIIEUEHUEM;
aJbTepHATUBHBIC YCTPOHCTBA BBOJA HH(OPMALINH;

JPYTUX TEXHHYECKUX CPECTB MpUeMa-nepesadn yueoHoi nuhopmManuy B 10CTYITHBIX
(dbopmax JuIst CTYICHTOB C HAapyIIEHUSIMUA OTIOPHO-JBUTaTEIbHOIO anmnapara.

Hoctyn k nH(popMaIoHHbIM 1 6nOnuorpaduyeckum pecypcam B ceTu IHTepHeT A1 KaKI0ro
o0y4arolerocs MHBAJIMAA WIK 00y4aroLerocs ¢ OrpaHMuYe€HHBIMH BO3MOXHOCTSIMU 3/JOPOBbS
o0ecreyeH Npe0CTaBIeHUEM €My HE MEHEee YeM OJITHOTO y4eOHOro, METOAMYECKOTO I1e4aTHOTO
W/WIIN 3JIEKTPOHHOTO U3AaHUs 10 a/JalTAllMOHHON JUCHUIUIMHE (BKIIIOYask SJICKTPOHHbIE Oa3bl
NEPUOMUECKUX U3JaHUi), B (hopMax, aJanTHPOBAHHBIX K OTPAHUYEHUSIM HX 310POBbS U
BOCHIPUATHS HHPOPMALIUH:

J51s 00y4aronuxcsi ¢ HapyueHUsIMH 3PEHUS:

® B 1Ie4aTHOM popMe yBETHMUECHHBIM MIPU(TOM;
* B (hopMe IEKTPOHHOTO JTIOKYMEHTA,
* B popme aynnodaiina;
¢ B nieyatHo# dopme mpudTom bpaiins.
Jlnist o0ydaronmxcst ¢ HapyIICHUsIMH CITyXa:

® B reyatHo# opme;
* B (JopMe IIEKTPOHHOTO JIOKYMEHTA,;
* B (hopme aynmodaiina.
Jli1st 00y4aromuXxcst ¢ HapyIICHUSIMUA OIIOPHO-/IBUTaTeIBHOTO arapara:

® B reyatHo# opme;

* B (hopMe TEKTPOHHOTO JIOKYMEHTA,;

* B hopme aynmodaiina.
CozeprkaHue aganTalMOHHON AUCIIMIUIMHBI Pa3MEIICHO Ha caiiTe WH(OPMAIMOHHO-
KoMMyHHUKaImoHHo# cetu UnTepuet: Cebuika: http://vigr.ranepa.ru/sveden/education/ ...

Nudopmanmonnsie cpeactBa oOydeHHUs, aJalTHUPOBAHHbIE K OTPAHUYEHUSM 30POBBS
00yJarommxcsi:

JNIEKTPOHHBIE Y4YeOHUKH, y4eOHble (MIBMBI 10 TEMaTHUKE IMCLUUIUIMHBI, MpPE3eHTALNH,
WHTEPAKTHBHBIE y4yeOHbIE M HArJsIHBIE TIOCOOMS, TEXHHYECKHE CpPEACTBA IPEAbSIBICHUSL
uHpopMaIuu (MyJIbTUMEAUMHBIN KOMIUIEKC) U KOHTPOJISI 3HAHUH (TECTOBBIE CHCTEMBI).
9BC «Aiibykey, MabopMarroHHO-TipaBoBbie 0a3bl qaHHbIX («KoHcynbrant [Tmroc», «"apanty).

MynbTUMeAUIHBIN KOMILIEKC B IEKITMOHHOMN ayAUTOPUH.
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BOITPOCHI K 3AYETY

1. Hcropus pazsButus aenonpousBoicTsa B Poccun

2. Ilpobnemsl pocTa JOKyMEHTOOOOpOTA

3. Cnoco0bl palMoHaIM3alKU T0KYMEHTO000pOTa.

4. T'CHOVY. YCOPU. Yuuduxamus, hopmanuzaius, CTaHIapTA3AIMISI JOKYMEHTA.

5. OpraHu3zanMoHHas rpymna JokyMeHToB. X ocobenHocTu B cucteme I'MYV.

6. PacnopsinurenbHasi rpymnna JOKyMEHTOB U crielrn(dUKa UX H31aHUSA B TOCYIapCTBEHHOM
YIPaBICHUH U MECTHOM CaMOYIPABICHHUH.

7. ChopaBo4HO-MH(YOPMALIMOHHAS TPYIIA JOKYMEHTOB.

8. IlpaBuna opopmieHus: JOKyMEHTOB. PEKBU3UTHBIN COCTaB JOKYMEHTA.

9. Opramms3amus ciayx6s JIOY B opramax rocygapcTBEHHOW BIIACTU W MECTHOTO
CaMOYTIPaBJICHHUS.

10. TexHOIOTMM PErUCTPALIMH TOKYMEHTOB.

11. TexHOMIOrMM KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB

12. Opraamzanus ciayx6oit JIOY Tekyiero XxpaHeHus T0KyMEHTOB.

13. ApxuBHOE XpaHEHUE JOKYMEHTOB

14. OcobeHHOCTH TEKCTa JOKYMEHTa

15. Jlornueckue 0OCHOBBI pENAKTUPOBAHUS JOKYMEHTA

16. JIuHrBUCTHYECKHE OCHOBBI PEJaKTUPOBAHUS JOKYMEHTA

17. UndopmMalnoHHbIH aHAIN3 JOKYMEHTA

18. CiocoOs1 yHU(DUKAITNN TEKCTA JOKYMEHTA

19. Ilpukas - OCHOBHOH pacHOpsAUTENIBHbIN JOKYMEHT B OpraHU3aluH

20. TpeOoBaHMs K PEKBU3UTHOMY COCTaBY JIOKyMEHTa

21. TpeboBanus K O(pOPMIICHUIO OpPraHU3alMOHHBIX JOKYMEHTOB (MHCTPYKIMSA, MpaBWiIa U
T.IL.).

22. TpeboBaHMs K OOPMIICHUIO AKTa.

23. TpeOGoBanus kK 0HOPMIICHHIO TIPUKA3A.

24. TpeboBaHMs K OPOPMIICHUIO PACTIOPSIKEHUS.

25. TpeGoBanus kK 0hOPMIICHHUIO TEIE(POHOTPAMMBI.

26. TpeboBaHus K O(OPMIICHUIO TUIAHA.

27. TpeGoBanus K 0HOPMIICHHIO OTYETA.

28. TpeboBanust K 0POPMIICHUIO 3asIBICHUS

29. TpeGoBanus K 0POPMIIEHUIO AOKIATHOMN (CITy>K€OHOM) 3aICKH.

30. TpeboBanus kK 0pOPMICHUIO TPOTOKOIIA

31. TpeboBanus k 0OpPMIIEHUIO TIOTOBOPA

32. CnyxeOHas epenucka

33. Homenknarypa nen

TECTOBBIE MATEPHUAJIbBI

1. YTBepkieHne 10KyMEHTOB NPOU3BOANTCS:

a) MPOCTaBJIEHNEM Iprda WIH N3JaHHEM CaMOCTOSTEIHHOTO PAaCIOPSANTEIHHOTO aKTa,

0) moNFICaHNEeM HITH TIPOCTaBJICHHEM TpHda, WIH N3JaHHEM CaMOCTOSITETFHOTO PACIOPSAUTEIHHOTO
aKTa;

B) IpOCTaBICHHEM Tprda MPU OJHOBPEMEHHOM HU3JIaHUHM CaAMOCTOSTEIILHOTO PACTIOPSIUTEILHOTO aKTa;
T') TIOJIMTUCAHNEM U TIPOCTABJICHNEM TpHda MpH 0OJHOBPEMEHHOM U3JJaHUH CAMOCTOATEIHHOTO
PacTopsSIINTENIEHOTO aKTa;

2. les1onpou3BOACTBO U IOKYMEHTAIlHOHHOE O0ecleyeHne yIpaBIeHus:
a) pa3IUYaroTCcsl 00JaCTsIMU HCTIOIB30BaHNS,

0) UICHTUYHBIC TIOHSITHUS;

B) pa3lnN4aloTCsl BUJAMU OIeparvi;

I') pa3IMyaroTCcsl 0 BUIAM OpPraHU3aluil, B KOTOPBIX UCIIOIb3YIOTCS.



3. JlokymMeHT onpeeJ/isieTcsl KaK:

a) HocHUTeNNh HH(OPMAITUH B CHCTEME yIIPABICHUS;

0) uHpopmalss Ha MaTCPUAIBHOM HOCHUTENE C PEKBH3UTAMH, TO3BOJISIONIMMU €€
UACHTU(UITUPOBATH;

B) Ka4eCTBEHHAs XapaKTEePHCTHUKA yIPaBICHYECKOW HH(POPMAIIHH;

T) CBEIEHUs, IONTBEp K Aaromue (PakT 00HEKTUBHOMN TeHCTBUTEITHLHOCTH.

4. YuH cexkpeTapsi, apXuBapuyca, CTPyKTypa KaHU e sIpUsl NOSIBUJIUCH B EPUOJ:
a) IIPUKA3HOTO JIEJIONPON3BOJICTBA;

0) KOJIIIEXKCKOTO JIeJIONPOU3BOJICTBA;

B) MUHHCTEPCKOT'O JEJIONPOU3BOCTBA.

5. Ilpuxa3snoe geaonpou3BoacTso B Poccuu
a) 16-18 Beka;

0)15 —16 Beka;

B) 15 —17 Beka;

r)19-20 Bexa.

6. Koie:xxckoe nenonponssoactso B Poccun
a) 19 Bek;
0) 18 Bek;
B) 17 Bek;
r) 16 Bek.

7. OT™MeHa 10KyMeHTa:

a) pacrpocTpaHsIeTcs Ha OyIyIIue MOCIeCTBUS JOKYMEHTA;

0) pacripocTpaHsieTcs Ha yKe HacTYIUBIINE TTOCIEICTBHSI JOKYMEHTA;

B) pacnpoCTpaHseTcs Ha OyAyIIre U YK€ HACTYIUBIIHE TOCICICTBUS TIOKYMEHTA;
T') pacTIpoCTPaHsAETCs Ha MOTEHIINATBFHBIE TIOCTIEICTBUS TOKyMEHTA,;

8. CBuTKOBOE CTOJI0LIOBOE AeJI0NPOU3BOACTBO CGOPMHUPOBAIOCH B EPUOL:
a) IMPUKA3HOT'O ACIOIIPOU3BOACTBA,

0) KOJIIEKCKOTO JICTIONPOU3BOICTBA;

B) MHHHMCTEPCKOTO JAETIONPOU3BOICTBA;

F)I/ICHOJ’IHI/ITCJ'ILHOFO ACIOIIPOU3BOACTBA.

9. lokyMeHT0000pOT onpeaessieTcs Kak:

a) COBOKYIIHOCTb B3aMMOYBSI3aHHBIX IPOLIEAYD, 00€CIEUNBAIOIINX ABUKEHUE JOKYMEHTOB B
YUPEKACHUH;

0) IMPKYJSIIKSL TOKYMEHTOB OpraHU3allly;

B) IOKYMEHTHI OPTaHH3aLUH, HaXOsIIHeCs B ABHKCHUM;

T') JOKyMEHTOOOMEH OpraHHU3aIiy ¢ BHEIIHEH NH()OPMAIIMOHHON Cpeloi, 00ECTIeYNBAIONINNA ee
s dekTrBHOE QYHKIIMOHUPOBAHUE.

10. TengeHUUH PoCcTa JOKYMEHTO000POTA SIBJISIOTCS:
a) TO3UTHUBHBIM ABJICHUEM COBPEMCHHOCTH;

6) HETAaTUBHBIM ABJICHUEM COBPEMCHHOCTH;

B) HETaTHUBHBIM SIBJICHUEM Pa3BUTHUS LIMBUIN3ALIH;

I') HO3UTUBHBIM SIBJICHUEM PAa3BUTHUS LIUBUIN3ALMH .

11. OcHOBHBIE IPUYHHBI POCTA JOKYMEHTO0000pOTA SIBJISIFOTCH:
a) palMoHaIIbHBIE, UPPAIMOHATBHBL;

0) perynupyembie, HEPETyIIUPYEMBIC;

B) OOBEKTHBHBIMH H CyOBEKTHBHBIMU;

T') HEraTUBHBIC, TIO3UTUBHEIE.
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12. O0beKTUBHBbIE NPUYUHBI POCTA JOKYMEHT0000pOTa
a) (hopMHPYIOTCS TIO BOJIE U YKEJIAHHUIO JIIOJIEH;

0) (GOpPMHUPYIOTCSI TIOMUMO BOJIM U JKEJIAHHS JFOCH;

B) (hOPMHPYIOTCS 1O BOJIE TOCCTPYKTYD;

r) (GopMHPYIOTCS TTO BOJIE TOCCTPYKTYP U JKETAHHIO JIFOICH.

13. Cy0bexkTUBHBIC IPUYAHBI POCTA JOKYMEHT0000pOTa

a) GopmupytoTcs 6marogapsi alMUHACTPATHBHBIM ICHCTBUSAM JIONEH;
0) (GopMHUPYIOTCS O BOJIE CyOBEKTOB IOCY1apCTBa;

B) (hOpMHPYIOTCS 110 BoJIe CyOBEKTOB YIPaBIICHHUS;

r) (GOpPMUPYIOTCS 1O BOJIE U KEJTAHUIO JTIOJEH.

14. Crioco00M panmoHaJIM3aUH JOKYMEHT0000pOTAa MOKHO HA3BATh
a) METOJ| YIIPABJICHUS 110 OTKJIOHCHUSIM;

0) KONMYECTBEHHBIN aHAN3 JOKYMEHTOO00POTa;

B) CUTYaTHBHBIN aHAIHN3 TOKYMEHTOO00POTA;

I') KAYEeCTBEHHBIH aHAIN3 JOKYMEHTOO00POTA.

15. OnTuMu3anus J0KyMEeHT0000pOTa B OPraHu3aliu NpU3BaHa
a) 3aMe/TUTh U COKPATUTh JOKYMEHTOO00pOT;

0) COKpaTUTh JOKYMEHTOOOOPOT;

B) YCKOPHTH JOKYMEHTOO0OPOT;

T') COKPaTUTh U YCKOPHUTBH JOKYMEHTOOOOPOT.

16. MeToa npeaBapuTeIbHOr0 PACCMOTPEHNUS JOKYMEHTOB IPUMEHSIETCS] B OTHOLLEHUH
a) BXOAALIETO TOKYMEHTOIIOTOKA;

0) BHYTpEHHETO TOKYMEHTOIIOTOKA;

B) UCXOJAIIETO JOKYMEHTOIOTOKA,;

T) T000T0 TOKYMEHTOIIOTOKA.

17. MeTtoa ynpaBJieHHs 110 OTKJIOHECHHSAM
a) BXOJSLIETO TOKYMEHTOIIOTOKA;

0) BHYTPEHHETO JIOKYMEHTOIIOTOKA;

B) UCXOJIAIIETO JOKYMEHTOIIOTOKA;

T) TF000TO TOKyMEHTOIOTOKA.

18. Pa6ora ¢ xonpuaeHuuaILHOI UH(pOpMaLUeii BKIIOYaeT B celsi:

a) TEeXHUYECKHe acnekThl obecneueHus KU,

0) TeXHUYECKHEe W HOPMATHBHO-TIPABOBEIC acIeKTHI o0ecniedeHms KU ;

B) OpraHU3aIlMOHHBIC acMeKThl obectiedeHust KU;

I') TCXHUYECKHE, OPraHU3al[MOHHbBIC U HOPMAaTUBHO-TIPABOBEIE acIiekThl obecneueHus K.

19. ABTOMATH3HPOBAHHBIN JOKYMEHTO000POT NPU3BAH HA COBPEMEHHOM 3Tale:

a) MOJIHOCTHIO 3aMEHUTH OyMaKHBIN;

0) nponyOnupoBaTh OyMaXxHBbII;

B) pa3eNuTh ¢ OYMa)XHBIM JTOKYMEHTOIIOTOKH (BXOISIINE, HCXOISIINE, BHYTPEHHHUE)

T) pa3ienuTh ¢ OyMaXHBIM HH(POPMAIMOHHBIC TIOTOKH (YacTh JOKYMEHTOB - JICKTPOHHBIC, YaCTh -
OyMasKHBIE)

20. OnTuMu3anust JOKyMEHT0000pOTa B OPraHM3alMy, B IEPBYI0 O4Yepeb, sABJsieTcs (PyHKIMeii:
a) PYKOBOJIUTEJIS OpraHU3aIlHu;

0) ciyx0wt 10V

B) BCEX COTPYJHHKOB OPTaHH3AIHH;

T') pYKOBOJIUTENEH CTPYKTYPHBIX MOJIpa3/IeTIeHAN.

21. Cnyx0a 1OY nogumHseTcs:
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a) HaIPAMYIO PyKOBOJIUTEIIO;

0) 3aMEeCTHTEIIO PyKOBOIUTETIS;

B) HAaYaJILHUKY OT/EJNa KaJpOB;

T') HAYaJIbHUKY IOPUANYECKOH CITYKOBI.

22. YCOP/ siasieTcsi:

a) YIIPaBJICHHEM CHCTEMOI OpraHU3aIlMOHHON IeITeITFHOCTH;

0) ycoBepIIEHCTBOBAaHNEM OPraHU3allMOHHON e TebHOCTH;

B) YHU(QUIUPOBAHHON CHCTEMOH JOKYMEHTOB;

T') YHUBEPCAIbHOM CUCTEMOI OpraHu3aIliOHHO-PACIOPAIUTEIHHON JOKYMEHTAIUH.

23. I'CIOY -73T10:

a) TpaXkIaHCKas CCTeMa JJOKyMEHTAIMOHHOTO 00eCIIeYeHNs YIIPaBICHUS;

0) reHepabHas CUCTEMa JJOKYMEHTAIIMOHHOTO 00CCIICUCHHS YIIPABIICHUS,

B) TOCYJapCTBEHHAS CUCTEMA JOKYMEHTAIIMOHHOTO O0CCIICUCHHUS YIIPABIICHUS;

T') TOC-MYHUIIUITaTbHAs CHCTEMAa JOKYMEHTAIIMOHHOTO 00eCTIedeHNs yIPaBICHHUSI.

24. Tpu cniocoda yHupuKanuu TeKCTa JOKYMEHTa:
a) Tpadapet, aHKeTa, TabIHLa;

0) cxema, rpaduk, KapTa;

B) oleporpamma, anb0oM (Gopm, MapIIpyTorpamMma;
r) Tpadaper, aHKeTa, TabaMIA, TPaUK.

25. TekcT aHKETHI CHIENUATUCTHI HA3BLIBAIOT:
a) HECBSI3aHHBIM;

0) pa3opBaHHBIM;

B) ACHHTaKCHYCCKHM;

T') COKpAIIeHHBIM.

26. OpraHu3auMOHHO-PACTIOPAAUTEIbHAS TPYNIIA JOKYMEHTOB:

a) CYIIECTBYET B KOKIIOH OpTaHU3aIliH;

0) CylIecTByeT B OpraHax BJIACTH H yIPABJICHUS;

B) CYIIECTBYET B TOCYIaPCTBEHHBIX YUPEKICHUIX;

T') CYIIECTBYET B TOCYAAPCTBEHHBIX U MYHUIUITATIBHBIX YIPEIKIACHHSIX.

27. PekBU3MTOM Ha3bIBaeTCs:

a) DJIEMEHT JIOKyMEHTa;

0) nHQOpPMAIIMOHHBIN DJIEMEHT JOKYMEHTA;

B) HOCHTEINH HH)OpMALINY;

T') BCIIOMOTATEIbHOE CPEeICTBO 0(OPMIICHHE TOKYMEHTA.

28. Hocureasimu nHGOpMAaLUM ABJISIOTCS:

a) Oymara, IJIaCTHK;

0) Oymara, IIacTUK, BUJIEO, ayAHO - JICHTHI,

B) 110001 MaTepuaNbHbIN 00BEKT, HA KOTOPOM HaHEeceHa HH(pOpManus;
I') Hanupyc, IepraMmenT, Oymara, II1acTHK.

29. Benymas 3agaua KaHUeJsIpuu:

a) OpraHMn3oBaTh U NOAACPKUBATDH I[OKYMCHTOO6OI)OT B OpraHu3anuu 1o €IMHLIM IpaBUjiaM;
0) mpoBepsATh pabOTy ¢ JOKYMEHTAMH B OPTaHU3AIMY M HAKA3bIBATH 332 HAPYIICHUS;

B) PEKOMEHIOBATh PYKOBOAMTEIIO CIIOCOOBI OPTaHU3aIUH JOKYMEHTO000POTa;

F) MAalIMHOIMMCHBIC U SKCICAUIIMOHHBIC OnIepaliy ¢ JOKYMCHTAMMU.

30. TexHOJIOTHSA PErUCTPAIUN TOKYMEHTOB ObIBAIOT:
a) MICHTPATM30BaHHBIC;

0) IICHTpaIN30BaHHbBIC U JICIICHTPATN30BaHHEIC;

B) JIEIEHTPAIN30BaHHbBIC;
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I‘) HCHTPAJIN30BaHHBIC, ICLICHTPAIN30BAHHBIC, CMCIIAHHBIC.

31. TexHOJIOTHSI KOHTPOJISAA HCIIOJHEHHUS JOKYMEHTOB MPeanoiaraer:
a) KOHTPOJIb KaYeCTBA UCIIOJTHCHUS;

0) KOHTPOJIb Ka4eCTBA M CPOKOB UCTIOJTHCHUS;

B) KOHTPOJIb CO3JaHMSI U OTIIPABKHU TOKYMEHTA aJipecary;

') KOHTPOJIb pa3pelIeHus] BOIPOCOB, OTPAKEHHBIX B JIOKyMEHTE.

32. OnpeaesieHne MOHATHS «IEJI0»:

a) mamnka ¢ JOKyMeHTaMH;

0) JOKYMEHTBI, OTHOCSIIIUECS K OJJHOU TpodIeme;

B) TIEPBUYHBII TOKYMEHTHBIH KOMILIEKC, CTPYIITHPOBAHHBIN 10 KAKOMY-JTH00 TPHU3HAKY;

T') IEPBUYHBIN JJOKYMEHTHBI KOMIUIEKC, CTPYIIITUPOBAHHBIH 110 HIEHTHYHBIM PEKBU3UTAM JOKYMEHTA.

33. HomeHk1aTypa Jes:

a) JOKyMEHT, B KOTOPOM TIePEUHCIICHBI TTIaBHbIC Jiella OpraHNu3aIiH;

0) JIOKYMEHT, B KOTOPOM MEpEUUCIICHBI BCE Jieia OpraHu3allnHg;

B) IPUMEPHBIN CIIHUCOK eI, HEOOXOUMBIX K 3aBEICHHIO B OpraHU3aLlUH;
T') JOKYMEHTBI, OTHOCSIIIIHECS K OJTHOU TpobIeMe.

34. ApxuBHOe XpaHeHHe JOKYMeHTOB He00X0ANMO:

a) AJIs1 IOBTOPHOTO MCTIONB30BAHUS JIOKYMEHTOB;

0) 11 OTYETHOCTH IEPEe BBILIECTOALINMU OPraHU3aLUsIMHU;
B) Ha CiIydYail Mponaku JOKyMEHTa B OpraHN3aLlnY;

T) Ha ciy4ail ynpa3IHeHHUs OpraHu3aIyHy.

35. SI3bIK JOKYMEHTOB OTJIMYAeT:

a) 00pa3HOCTh M Pa3HOOOpa3Ue A3bIKOBBIX CPEIICTR;

0) TOYHOCTh U Cy)KEHHE JHAaIa30Ha SI3bIKOBBIX CPEICTB;
B) UCIIOJIE30BaHKE MPOQPECCHOHATN3MOB;

T') UCTIONIb30BAHUE JTHATICKTU3MOB.

36. Kakas ¢paza HeyMeCcTHA B JOKYMEHTe U HYKIaeTCs B peJaKTHPOBAHUU:
a) «IIPOCUM YCKOPUTb PELIEHUE BOIIPOCA...»);

0) «3a HEOOOCHOBAHHBIN MPOTYIL...»;

B) «IpeAcTaBbTe Balu npennoskeHus B yKa3aHHBIE CPOKH...»);

I') «<KOHTPOJIb UCTIOJIHEHHUS BO3JIAraeTcs. ..»

37. OpraHu3anuoHHAas rPynna J0KyMeHTOB:

a) ycTaB, OJIOXKEHUE, TIPaBHIIa, HHCTPYKITHS,

0) ycTaB, MOJI0KEHUE, TUIaH, HHCTPYKIIHS,

B) YCTaB, OTYET, MPABUJIA, HHCTPYKIIUS;

T') yCTaB, NOJOXCHHE, TIPAaBUIIa, UHCTPYKIIHS, PETJIAMEHT.

38. PacnopsinutenbHasi rpynna 10KyMeHTOB.

a) IOCTaHOBJICHHE, PacllOpsDKEHHE, pellieHHe, IPHKa3, yKa3aHue;

0) ykas3, HOCTaHOBJICHHE, PACTIOPSDKEHHE, IPUKA3, YKa3aHHE

B) yKa3, IOCTaHOBJICHUE, PACTIOPSDKEHNUE, PeIlICHNE, TIPHKa3, yKa3aHue
T') yKa3, HIOCTaHOBJICHHE, PACIIOPSHKEHUE, PEIICHHE, PUKa3.

39. CnpaBo4HO-uH(pOPMALMOHHAS IPYIIIA JOKYMEHTOB.
a) JOKJTaHas 3aIKCKa, aKT, IPOTOKOT;

0) 10TrOBOD, CITy>)KeOHAS 3aMKCKa, HCTPYKIIUS;

B) CIIpaBKa, yKa3aHUe, 3asIBJICHUE;

T) Teerpamma, TesieoHOrpaMma, yKkasaHue.

40. IlpaBuia opopmieHust peKBU3UTOB, oTpaskeHHbie B 'OCT P 2016 r.:
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a) HOCSIT 00s13aTeNBHBII XapakTep;

0) HOCSAT pEeKOMEHIATENbHbII XapakTep;

B) HOCSIT JIMPEKTUBHBIN XapakTep;

T') HOCSAT PEKOMEH/IATeIbHO-00513aTeIbHBIN XapaKTep;

41. Opranusamnus ciay:ko00ii JOY Tekymero XxpaneHusi J0KyMeHTOB.
a) OHO OCYHICCTBIIACTCA B OTHOIICHUHN MCIIOJTHEHHBIX JTJOKYMCHTOB

0) OHO OCYIIIECTBIISICTCS B OTHOIIICHUN HEHCITOIHEHHBIX JOKYMEHTOB

B) OHO OCYIIECTBISICTCS B OTHOIICHUY JIOKyMEHTOB Ha KOHTPOJIE

') OHO OCYIIECTBIIIETCS B OTHOUICHUH IPOCPOUEHHBIX TOKYMEHTOB

42. Ilpuka3s - OCHOBHOM pacnoOpsiAMTEJbHbIN JOKYMEHT B OPraHNu3aliu. BUIbI IPUKA30B:
a) 10 TMIHOMY COCTaBY, ONEPATUBHOU eI TeTHHOCTH;

0) 10 IMYHOMY COCTaBY, XO3HCTBCHHOH JIEATEIILHOCTH;

B) KaJpOBBIE, 110 TEKYLIEH JIesITeTbHOCTH;

T) 110 JITYHOMY COCTaBY, OOIIEeH TeITeTbHOCTH,

43. TekcT aKTa COCTOUT H3:

a) 000CHOBBIBAIOLIEH, KOHCTATUPYIOILIEH, pEKOMEHAYIOIIEH YacTH;
0) BBOIHOM, (haKTHIECKOH, pEKOMEH Ty IOIIEH YacTH;

B) BBOJIHOM, KOHCTATUPYIOIIEH, HTOTOBOH YacTH;

I') BBOJHOH, KOHCTaTUPYIOIIEH, PEKOMEHIYIOLIEH YacTH;

44. JloxknagHasi 4 cJIy:keOHAs 3aMCKH:

a) B 3HAYUTEIHHON CTEIICHU HJICHTHYHBI IO OPOPMIICHHUIO H COJICPIKAHUIO;
0) MPOTUBOIOCTABIICHBI IO OPOPMIICHUIO M COJICPKAHUIO;

B) 1O O(OPMIICHUIO COBIAJIAIOT, TIO COICPIKAHUIO IPOTHBOIIOCTABIICHBI;

T') UACHTUYHEI 110 COACPIKAHUIO, PA3ITUYAIOTCS 110 OPOPMIICHUIO;

45. TpeooBanusi kK 0opopMIEHHIO 00bICHUTEIBLHOM 3aMMCKH:
a) COCTaBJISICTCS OT TIEPBOTO JITIA

0) cocTaBisieTCsl OT TPETHETO JIUIIA;

B) COCTABJISIETCS OT TPYIIIIBI JIHIL;

I') COCTaBJISICTCS OT HAPYIIUTEIIS JUCIUATIIHHBI.

46. TpeGoBaHusi K 0OPMJIEHHIO NIOCTAHOBJICHHUS.

a) COJICP)KUT KOHCTATUPYIOIIYIO U PACHIOPSAUTEIbHYIO YacTH;

0) comep>KUT 000CHOBBIBAIOIIYIO, KOHCTATUPYIOLIYIO U PACIIOPSANTENBHYIO YacTH;
B) COJICPKHT Pa3bICHUTEIbHYIO, KOHCTATHPYIOLIYIO M PaCTIOPSITUTEIBHYIO YaCTH;
T') COZIEP>KUT 0OOCHOBBIBAIONIYIO, KOHTPOINPYIOLIYIO M PAaCTIOPSIUTEIBHYIO YaCTH;

47. TpeGoBanus k oGopmMJIeHHI0 HHPOPMALUOHHO - AHATUTHYCCKON 3aITUCKH.

a) HOCUT PEKOMEHIaTeIHHBINA, HAYYHO-UCCIICAOBATEIHLCKHM, TTOSCHSIONTUN XapaKTep;

0) HOCHT peKOMEHIaTeNILHBIH, OSCHSIONIUI XapaKkTep;

B) HOCUT PEKOMEHIATEIbHBIH, NCCIEI0BATENBLCKIM, TOSCHAIOLINNA XapaKTep;

I') UCTIONB3YyeTCs U1 Iepeiaun HeoO0XoanMol HH(QOpMaLKH B LENSAX pa3pelleHus MpoOIeMBl.

48. TpeGoBanns Kk o¢opMJIEHHIO IPOTOKOJIA:

@) YaCTH TEKCTa: BBOJHASI(CIYIIAH - BHICTYITHIM-PEIINIIN), OCHOBHAS ;

0) JYacTH TEKCTa: MMOBECTKA JTHS, OCHOBHAS (CITyIIaIH-BBICTYITHIN-PCIITIIIH);
B) YaCTH TCKCTA: BBOJJHAs, MOBCCTKA JHA, CBEACHUA O IIPUCYTCTBYIONIUX ;
T') 4aCTH TEKCTa: BBOJHAsI, OCHOBHAs (CIYLIaIH-BbICTYTHIN-PEILIUIIN).

49. TpeodoBanusi kK 0poOpPMIIEHHIO JOTOBOPA:

a) 00s13aTeIbHOE KOIMYECTBO YIACTHUKOB CTOPOH — JIBa;
0) 00s13aTeNbHOE KOJMYECTBO SK3EMILISPOB — JIBa;
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B) 00s513aTEJILHOE YKa3aHUE OTCHUIOK K 3akoHaMm P®d;
r) 00s13aTepbHOE 0(hOpMIICHHE PEKBU3UTHOTO MIHIMYMa JIOTOBOPA;

50. AHHyIMpOBaHMe JOKYMEHTA:

a) pacnpocTpaHseTcss Ha OyayIue NoCIeCTBUS TOKYMEHTa;

0) pacnipocTpaHseTcs Ha yKe HaCTYIUBIINE ITOCIIEICTBUA JOKYMEHTA;

B) pacmpocTpaHsieTcs Ha OyAyIye 1 y)Ke HaCTYIHUBIINE TIOCIE/ICTBUS TIOKyMEHTa;
T') pacpocTpaHsIeTCcsl Ha TOTCHIUAbHBIE TOCIEACTBUS TOKYMEHTA,;

10.

OTKPBITBIE 3AIAHUSA
Teopernueckue 3aJaHUsI ¢ OTKPBITBIMH BOIIPOCAMH
1 BapuaHT

B uem oTinume nenonpousBOACTBA OT AOKyMEHT0000poTa? (YKaXKUTE KauyeCTBEHHBIEC U
npoleypHble 0COOEHHOCTH)

Kakue ocHOBHBIE JOKYMEHTHI Bbl 3HaeTe Ha ypoBHe rop. Bonrorpaga? (ykaxurte BUAbI U
HaMEHOBAHHE)

B yem oTnuune AOKyMEHTOB, H3[JaBa€MbIX OpraHaMH rOCyAapCTBEHHON BIacTH CyObeKTa
P® or n0oKyMEHTOB, M37aBaeMbIX OpraHaMU MECTHOIO caMmoylpasieHus? (0OocHyiiTe
MO3ULMIO, HMCXOAs W3 IIPAaBOBOTO PETYJMPOBAaHUS CUCTEMBI T'OCYAAPCTBEHHOIO H
MYHUIUNAJIBHOTO YIPABJIECHHUS, a TAKXKE paccMaTpuBasi OCOOCHHOCTH JIEJIONPOU3BOICTBA
U BUJBI JOKYMEHTOB FOCYAApCTBEHHOTO U MyHHUIIMIIAJIbHOTO YPOBHS)

IIpaBoM 3aKOHOAATENILHOW WHUIMATUBBI 00JaNAIOT: (JONMUCaTh B COOTBETCTBUU C
HopMamu Koncrurynuu P®)

Kakue  QyHKIMM  BBINOJNHSAET  PYKOBOJUTEIb  OpraHU3alMM B Ipolecce
JeIOTPON3BOICTBA? (PacCMOTPETh KiIaccuPuKaIuio (yHKIUH 10 pa3HBIM OCHOBaHUSIM )
K 3akonam otnocutcs: Koncrutynus P®, Ycras Bonrorpaackoit o6mactu, Ycras rop.
Bounrorpana, Yka3 Ilpesuaenra, aktel riaBel Bonrorpana, aktel ryoepHaTopa (BRIOpaTh
HY’KHOE U apryMEHTHPOBATh)

Kakne npasa nmeer [Ipesunentr P kak ocHoBHOE 3BeHO B I'MVY B 3aKOHOJATENBHOM
npoiiecce?

Kakue BBl 3HaeTe NPUHIUNBI COCTaBICHHS, OGOPMICHHMS W U3JaHUS JTOKyMeHTa?
(Yka3aTb U 0XapaKTepHU30BaTh)

B 4eM cymHOCTh U Ha3HA4EHHE JTOKYMEHTOB, W3/1aBA€MbIX HCIIOJHUTEIBHON CUCTEMOMN
OpPraHoOB rocyJapCcTBEHHOU BiacTu? (IPUBECTH IPUMEP OpraHa UCHOJIHUTEIbLHONW BIACTU
U U3/1aBaEMbIX UM JIOKyMEHTOB)

B yem pa3HMIIa MOHATHI: TOKYMEHTHI YPOBHS TOCYJapCTBEHHOH BJIACTU U JOKYMEHTHI
MyOJIMYHOM BIacTH?

2 BapuaHT

Kakue cramum mnpoxomuT Kaxkabld JOKYMEHT B TMPOIECCe JEIONPOM3BOJCTBA B
rocyJapCTBEHHOM YIIPaBJIE€HUU?
B ueM oTiimune qokymMeHTa OT HOCUTENSI HHPOPMAITHH?
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10.

SBnSIFOTCSL M JJOKYMEHTOM: WH(MOpPMAIMOHHBIE IMHUCHhMA, CIY>KEOHBIE 3aIMCKH, aKThI
[lpe3unenrta, neknuM, Y4YeOHHKH, 3alUCH  CTYACHTOB, IIEPENHCAHHBIE HOPMBI
Koncturynuu PO ? (oTBET apryMeHTHPOBATS).

Jlenonpoun3BOACTBO OpPraHOB TOCYJapCTBEHHOW BiacTu Bonrorpajackoit oOnactd u
JIEJIONIPOU3BOJICTBO OpraHoB Top. Bosrorpaga cxoxu TeM, 4YTO ... (JIomucaTh) H
pa3iINyHbI TEM, UTO ... (JOMHCATh)

[Ipe3uneHT kak BhICLIEE AOHKHOCTHOE JIMIIO YYacTBYET B JEJIONPOU3BOJACTBE M M3JACT
... (YKaxuTe KakuM 00pa3oM U BUIbI HOPMATHBHO-TIPABOBBIX aKTOB)

B rocyaapcTBeHHOM J1€10IIPOU3BOJICTBE (B OpraHax rocyAapCcTBEHHON BJIACTH) U3/1AI0TCSA
ClIeyIoIlKe BUIbI JOKYMEHTOB: (HalMIIUTE C YYETOM YPOBHEH BJIaCTH)

['maBa MyHUIMOATIBHOTO O0Opa30BaHUS W3Aa€T U TMOANMCHIBAET 3aKOHBI OpPraHOB
MECTHOT0 caMoyIipaBiieHus? ( apryMeHTHPOBAHHO OTBETHUTD)

Kaxue pekBU3UTHI yKa3bIBAIOTCS Yallle BCETO Ha JOKYMEHTaX?

B uem npeumyiecTBa 3M€KTPOHHOTO TIOKyMEHTO000poTa?

[ToBnusier mu pedhopma MY u hopmupoBanre eqMHON CUCTEMBI ITyOJIUYHON BIACTH Ha
JeNnonpon3BoAcTBO B cuctemMe ['MVY? (mpoaeMOoHCTpHUpPOBATh OCOOEHHOCTH U OTIHYHS
I'MY ot nyOau4HOM BJ1acTH)

3 BapuaHT

Kakmne nokymeHTsl siBIsitOTCSt ocHOBOW 'MY B coBpemeHHoi Poccun? (Ha3BaTh BHIBI,
HAaUMEHOBAHMUSA, HA3BaHUS, JAaThl BCTYIUICHHUS B CUTY U MPUHITHUS JOKYMEHTOB)
JIOKyMEHTBI, ONpEAEIISIONINE CTaTyC OpraHa rocy1apCTBEHHON BIAacTH — 3T0: (yKa3aTh U
NEPEUYUCIIHTB)

CrpykTypy JF000T0 JOKYMEHTA COCTABJISIOT: (YKaXHUTE, KAKUE SJICMCHTHI)

Kakas cTtpykTypa B 1000 oOpraHusanud, B OpraHe BJIAacTH 3aHUMAeTCs
JIEJIOTIPOU3BOJICTBOM?

['maBHas 1enb, 3a7a4u U QYyHKIIUN TOKyMEHTa B OpraHu3aiuu: (ykasarb, pacimudpoBarh)
B cootBerctBum ¢ denepanbHbIM 3aKOHOM, KaKHe BHJIbI JOKYMEHTOB BIPaBE BHICTYIMATh
B KaueCTBE OOpaIIeHHUI rpaskaH B TOCYJapCTBEHHBIN OpraH?

Kakune mokyMeHTBI Jie)kaT B OCHOBE (OpPMHUpPOBAaHUA U  (PYHKIIMOHUPOBAHHS
COBPEMEHHOT'0 MECTHOTO caMmoyrpaBieHus B PO? (yka3aTb JOKyMEHT U €ro poJib)

Mbp rop. Bonrorpaga u3gaet 3aKoHBI WM TMOJ3aKOHHBIC aKThI? (APTYMEHTUPYHTE CBOIO
MO3UIIUIO, KCXOMS U3 TTPABOBBIX HOPM M IMPUHIIUATIOB)

PexkBuzutamu m000ro JOKYMEHTA SIBJISIFOTCS (HAIUIIUTE ONpEAeTIeHHE U YKaXKUTE BUIbI
B cootBeTcTBUU ¢ [OCTom P 2016 T1.)

YcraB rop. Bosrorpana sBisercs TOKyMeHTOM: (BbIOpaThb MPaBHIBHBIM OTBET H
000CHOBATH €r0)

- MECTHOT'O YPOBHS
- PETHOHAJIBHOTO YPOBHS
- TOCYJITapCTBEHHOI'O YPOBHS

- (penepaIbHOTO YPOBHS
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- CUCTEMBI Hy6J'II/I‘-IHOI71 BJIaCTH

IIpakTH4yeckue 3a1anus (3a1a4u)

1. B cootBerctBUu ¢ DenepanbHbiM 3akOHOM «OO0 00OpalieHUsAX TpakIaH»
COCTaBUTh B OpraHbl TOCYIaPCTBEHHOM BacTH Bonrorpaackoit o6mactu BUA
oOpaimieHusi TpakgaH — ’kajno0y Ha HEMpaBOMEPHOE [IEHCTBUE WIIU
Oe3melicTBUE JOHKHOCTHOTO JIMI[A HWCIOJHUTEIHLHOTO OpraHa cyObnekTa
dhenepanum.

2. Cyuerom I'OCT Poccun 2016 rona cocTaBuTh JOKYMEHT OPTaHU3aLIMOHHO-
pacnopsaIuTeNbHON TPyl TOCYIAPCTBEHHOIO YPOBHS C MCIOJIb30BaHUEM
JEMCTBYIOLIEH CUCTEMbI pEKBU3UTOB.

3. Ha calite oprana MECTHOTO CaMOYIpaBjieHUs - Boirorpaackoil ropoickon
JIlyMbl HaWTU JNOKYMEHT pacCHOPSAUTEIBHOIO Xapakrepa W ONIPEACIIUTh
CIIEIyIOIME €ro XapakTepUCTHKU: 1) CTPYKTypHOE ToJpa3JeieHue,
U3JIaBIlee JAHHBIM JTOKYMEHT, 2) HaMMEHOBAaHUE U CTaTyC JOKYMEHTa, 3)
JAThl U3JJAHUS U FOPUIUYECKOTO IEUCTBUS TOKYMEHTA, 4) OpraHU3alOHHbIE
Y IIPaBOBBIE ITOCIIEACTBUSA IEUCTBUS JAHHOIO JIOKYMEHTA.

4. Kakne cmocoObl, Mepsl W METOABl COKpAIICHHs JTOKYMEHTOOOOpOoTa B
OpraHax rocyJJapCTBEHHOM BJIACTU U MECTHOTO CaMOYMPABJICHUS Bbl MOKETE
MPEUIOKUTh B YCIOBUSIX COBPEMEHHOM ONTUMH3ALMNKN JEATEIbHOCTU
BJIACTHBIX CTPYKTYp B CBS3U C (OPMHUPOBAHUEM €IAUHOM CHUCTEMBbI
nmyoin4HoOM BiiacT B PO.
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