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AHHOTAIMSI PABOYEI ITPOrPAMMBI JUCHUILIMHBI (MOAYJIST)/MIPAKTUKHT

b1.b.21 «JloKyMeHTallMOHHOEe o0ecneyeHue 1 1eJ0NPON3BOICTBO B
rOCYJIAPCTBEHHOM M MYHUIIMNIAJILHOM YIIPABJIEHUI

HauMeHO8aHue OUCYUNIUH (MOOYIS)/NPAKMUKU

Astop: nouent C.B. MuxneBa

Koa u HauMeHOBaHUe HATIPABJIEHHUS TOATOTOBKH, MPOoQuIs:

38.03.04 T'ocynapcTBEHHOE M MYHULIMNIAJIIBHOE YIIPaBJICHHUE

KBanudukanus (cTeneHb) BLINMYCKHUKA:

bakanasp

®opma 00yueHHUs:

Ounasi, 04YHO-3a04YHas

Leapb ocBoeHUS TMCUMIJIMHBI:

[lenb ocBoenus qucuumiusel b1.5.21 «JloKyMeHTallMOHHOE obecnieueHue u
JEJIONPOU3BOACTBO B TOCYJapCTBEHHOM W MYHULUIAIBHOM YNPABICHUW» SBJSIOTCS H3ydeHUE
COBPEMEHHBIX TpeOOBaHMH K JIOKYMEHTHPOBAHHIO U OpraHM3aldd paboThl C JOKyMEHTaMH,
oOpazyromuxcsi B MpodeccHoHaNbHOM JesTeNbHOCTH OPraHOB TOCYJApCTBEHHOM W MYHUIIMIAIBHOMN
CITyKOBI

Ilnan kypca:

Tema 1Ucropust pazsurtus genonpousBoactsa B Poccun (15 — 21 Beka).

Tewma 2IIpo6GiieMbl pocTa JOKyMEHTOOOOpOTA.

Tema 3CrniocoObl paliMOHATU3aLUU JIETOTPOU3BO/ICTBA.

Tema 4I'CHIOY. YCOP/. Yuudukanus, popmanuzanus, CTaHIapTHU3ALNS TOKYMEHTa

Tema 5OpranuszanuoHHas rpynmna JOKyMEHTOB. PacnopsautenpHas rpynmna JIOKyMEHTOB.
CrnpaBouHo-uH(DOpPMALIMOHHAS TPYIINa JOKYMEHTOB.

Tema 61IpaBuna opopmieHust JokyMeHTOB. PekBusutHsiii coctaB fokymenta. [OCT 6.30-2003.

Tema 7Opranuzanus ciyxos1 JIOVY.

Tema 8 TexHosOrMM perucTpauy 10KyMEHTOB.

Tema 9TexHOMOrMU KOHTPOJIS UCIIOTHEHUS TOKYMEHTOB

Tema 10 Opranmzanus cinyxk6oit JIOY Ttekymero xpanenus naokymeHToB. I[loctpoenue
HOMEHKJIATyphl Jell. APXHMBHOE XpaHEHHE JOKyMeHTOB. Opranmzamusi ciyxo6oit JIOY apxuBHOTro
XpaHEHUs T0KyMEHTOB.

DOopMbl TEKYLLLEro KOHTPOJIS U NPOMEXXYTOYHOU aTTecTauuu:

1.1. JIncummuua b1.b.21 «JlokymMeHTaIllmoHHOE 00ECTICUCHHE U JISTIONPOU3BOJICTBO B
rOCYy/IapCTBEHHOM Y MYHHUIIUIIATHPHOM yTPaBICHUI» 00€CIeYNBACT OBIAICHUE CIEAYIOIUMU

KOMIICTCHIIUAMU
Kon
Kog HaumenoBanue HanmMenoBanue stana ocBOeHUS
JTana OCBOCHUS
KOMICTCHITIH KOMIICTCHIUH KOMIICTCHITHH
KOMICTCHI[HH
CrocoOHOCTh IPUMEHSITh OCHOBBI
3aKoHo/AaTenbcTBa Poccuiickoit
CriocoOHOCTE HCITOB30BATh
OCHOBBI TIPABOBBIX 3HAHHUU B Deneparu,
YK OC-10 p YK OC-10.1.2.1 PETYIUPYIOMINX CO3/IaHIE U
pa3IHYHBIX cepax
OpraHU3aINI0 XPAaHCHHS JOKYMEHTOB B
JIESTETHHOCTH
TOCYJapCTBCHHOM M MYHHIIHITATEHOM
YIPaBIECHUH
OIIK OC-7 Cniocob6HOCTh aHATM3UPOBATE U OIIK OC-7.1.1 CnocoOHOCTh MPUMEHSATH OCHOBHBIE
MIPUMEHSITh HOPMBI 3aKOHOJATeIbHBIC, HOPMATUBHO-
KOHCTUTYLIMOHHOTO, IIPaBOBBIC TOKYMEHTHI
aJIMAHUCTPATUBHOTO U U TOCy/IapCTBEHHBIE
CITy’)keOHOTO TIpaBa B CTaHJAPTHI, peTrIaMEHTHPYIOIIIC
npodeccroHaIBHOMN cocTaBieHue, ohopMIICHUE U




JACATCIBbHOCTHU

OpraHu3aIuio padboThl
C JIOKYMEHTaMH

OIIK-1

Branenue HaBbIKaMHU ITOMCKA,
aHaJin3a M UCIIOJIb30BaAHUS
HOPMATHBHBIX H MTPABOBBIX

JIOKyMEHTOB B CBOEM
npo¢eCCUOHATBHOM
JIeATEITBHOCTH

OIlK-1.1.2.1

Croco6HOCTh AHAJIU3UPOBATH
COBPEMCHHOC IMMPABOBOC, HOPMATHBHOC 1
METOANYECKOC PCTYJIMPOBAHUEC
ACJIONPOU3BOACTBA

[1K-24

Bnanenue TexHOIOTHAMH,
npueMamu, 00ecIeYHBatOIINMU
OKa3aHHE TOCYAapPCTBEHHBIX U
MYHHITUTIAIBHBIX yCIYT
(u3NIEeCKUM U FOPUINIECKAM
JIUIaM

[1K-24.1.1.

CrnocoOGHOCTh MPUMEHSTH MTPaBUIIa
JIOKYMEHTHPOBAHHS IPU OKa3aHUHU
TOCYAapCTBEHHBIX U MyHHUIMITAIBHBIX

yCIyr

I1K-26

Brnanmenue HaBbIKaMu cOopa,
00paboTkn HMHpOpPMAIMU U
ydacTuss B WH(GOpMATHU3ALUU
JIEATEITBHOCTH
COOTBETCTBYIOIIMX OPTaHOB
BJIACTH U OpPraHu3aIui

I1K-26.1.1.1

CriocoGHOCTH (pOPMHUPOBATH U
HaIpaBJIsATh MEKBEAOMCTBEHHBIX
3aIpOCOB B OpraHbl (OpraHu3anm)

1.2.

B pesynbrare 0OCBOCHHUS AUCHUILTUHBI Y CTYACHTOB JOJDKHBI OBITH ChOPMUPOBAHBI:

OTO/TO
(ipu HaTIMYMK
npodcrangapra)

Kox srama
OCBOEHHSA
KOMITETEHIUN

PesynbraTel 00y4yeHus

YK OC-10.1.2.1

- OdopmiseT JOKYMEHTHI B COOTBETCTBHH C TPEOOBAaHUAMHU
paskIaHCKOT0, TPYJOBOTO 3aKOHOAATEILCTBA POCCHUICKOI (enepanyn u
TOKaJIEHBIMA HOPMATHBHBIMH aKTaMH OpTraHU3aluH

- JlemoHCTpHpYET 3HAHHUE TPYIOBOTO 3aKOHOJATENbCTBA U MHBIX aKTOB,
CoJepaKALIX HOPMBI TPYAOBOrO MpaBa

OIIK OC-7.1.1 |- AHanu3upyeT COBpeMEHHOE IPaBOBOE, HOPMATUBHOE U
METOANYECKOE PEryINPOBaHUE NETONPOU3BOICTRA

- AHanM3uUpyeT MEKIYHAPOHbIE CTAaHAAPTHI HA IIPEJCTABICHUE

KOMOWHHPOBAHHOM JOKYMCHTAIMH U TepeIady TaHHBIX

OIIK-1.1.2.1

- IlpumensieT rocyjapCcTBEHHBIE U MEXTyHAPOAHbBIE CTAaHAPTHI HA
TOKYMEHTAITHIO B TPO(ECCHOHATFHOMN e TeTFHOCTH

- CocraBnsier W 0oQOpPMISIET JOKYMEHTHL B  COOTBETCTBHH C
TpeOoBaHMsIMH [ 'OCyTapCTBEHHOW  CHCTEMBI  JIOKYMEHTAIMOHHOTO)
oOecrieueHns yrpaBIeHAS

I1K-24.1.1.

- TIopsimox WHGPOPMHUPOBAHUS O MPEAOCTABICHUUA MYHHUIUIIAIBHON
yCIIyTH

- @opMmymupyer TepeueHb  JIOKYMEHTOB, HEOOXOAWMBIX  JUIs
MIPEIOCTABICHUS] TOCYZAPCTBEHHOW (MYHHIIMIAJIBHON) YCIyIH B

3JIEKTPOHHOM BU/IE

I1K-26.1.1.1

- Bnageer HaBblkaMHU BeJEHHSA AEIONPOU3BOJACTBA C NPHUMEHEHHEM
MH(OPMAIMOHHBIX TEXHOIOTHI

B Bnaz[eeT HaBbIKaMH COCTAaBJICHHUA U O(l)OpMJ'IeHI/IH Pa3JIMIHbIX BUJI0B
PIOKYMCHTOB TPpaJUIIMOHHBIM CII0co00M U B OJICKTPOHHOM BUEC




B xone

peanuzauuu  aucuuuimeasl - b1.b.21  «/lokyMeHTanmoHHOE

oOecrieueHne

n

ACJIOIPONU3BOACTBO B I'OCYAAPCTBECHHOM M MYHUIUIIAJIBHOM YIIPABJICHUW) HCIIOJB3YIOTCA CICAYIOIIHC

(I)OpMBI M MCTOABI TCKYIIECTO KOHTPOJIA YCIICBACMOCTHU o6yqaronmxca:

Ne n/m HaumeHnoBanue Tem (pa3nesioB) Metone1 Teymero KoHTpos
yCIeBaeMocTH
Ounas gpopma
Tena 1 Hcropwus pa3BuTHs aenonpou3BoacTBa B Poccun (15 —21 YCTHBIN onpoc
BEKA).
VYerHblit onpoc
Tema 2 [Ipobnembl pocTa JOKYyMEHTOO0O0POTA.
Tema 3 Crioco0bl palloHATH3AIMH JSIOTPOU3BOICTRA. VeTHBI onpoc
Tema 4 I'CAOY. YCOP/A. Yaudukanus, hopMarn3amms, VYCTHBIH ompoc
CTaHJAPTHU3ANMSI TOKYMEHTA
OpranuzaioHHas rpymnmna J0KyMEHTOB. VeTHBI onpoc
Tema 5 | PacnopsaurensHas rpynmna 10kyMeHToB. CIpaBOYHO-
nH(OpPMAIMOHHAS TPpyNTa JOKYMEHTOB.
IIpaBuna opopmiteHnst TOKyMEHTOB. PEeKBU3UTHEI cOCTaB VYcTHBIH onpoc
Tema 6
pokymenTa. 'OCT 6.30-2003.
Tema 7 | Opranusanus ciyx0s1 JJOY. VeTHBI onpoc
Tema 8 | TeXHONOTHHM PETHCTPAN JOKYMEHTOB. VerHbii onpoc
Tema 9 TexHOJIOTHU KOHTPOJISI UCTIOJIHEHUSI IOKYMEHTOB VYeTHbIl onpoc
Opranusanus cinyx6oii JJOY Tekyiiero xpaneHus VeTHBIH onpoc
Tema 10 | AOKYMCHTOB. [TocTpoeHue HOMEHKIATYPHI Ael. APXUBHOE
XpaHeHne ToKyMeHTOoB. Opranm3arus ciryxooit JJOY
ApPXHUBHOTO XPAHCHUS TOKYMEHTOB.

[TpomeskyTouHas aTTecTalus IpOBOIUTCA B (popMe 3aueTa METOIOM YCTHOTO OIpoca 10 MEePEeuHIo
IIPUMEPHBIX BOIIPOCOB.
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