A £N [OKYMEHT NOANUCAH
% INEKTPOHHOV MOANMCHIO

®enepanbHOe rocyIapcTBeHHOE 0I01KeTHOE 00pa3oBaTeIbHOe
Yupe:xIeHue BbICIIero 00pa3oBaHus
«POCCHUMICKASI AKAJTEMUSI HAPOJHOI'O XO3511CTBA
U TOCYJIAPCTBEHHOM CJIYKEbI
ITPU MPE3UJIEHTE POCCUMCKOM ®EJNEPAILIUN»

Bounrorpaackuii uHCTUTYT yripasneHus - ¢punuan PAHXul'C
@axkynbTET rOCY 1apCTBEHHOIO U MYHUIIUIIAJIBHOTO YIIPABIICHHUS

Kadenpa rocygapcTBeHHOT0 yIpaBlieHUsI U MEHEKMEHTA

YTBEPXIEHA

YUYEHBIM COBETOM

Bonrorpaackoro HHCTUTYTa yIIpaBJICHUS —
¢mmana PAHXul'C

[Ipotokon Ne2 ot 24.09.2024 r.

INPOT'PAMMA BAKAJIABPUATA

PernonanbHoe ynpasJjeHnue

(HaumeHosaHUe 0OPA308aMENbHOU NPOSPAMMbL)

PABOYASA ITPOT'PAMMA JTUCIUIIVINHBI,
peajin3zyemMoi 0e3 NpUMEeHEeHUs YJIEKTPOHHOI0 (OHJIAMH) Kypca

b1.0.21. JOKYMEHTAIIMOHHOE OBECIIEYEHME " AEJOITPOU3BOJACTBO B
IroCYaAZAPCTBEHHOM U MYHUIIMTTAJIBHOM YIIPABJIEHUUN

(K00 u HaumeHo8aHUue OUCYUNTUHDL)

38.03.04 "I'ocynapcTBeHHOE M MYHUIIUNIAJIbHOE yIIpaBjeHue'"

(KOO, HAUMeHOBaHUEe HANPABIEHUS NOO2OMOBKU /CNeYUATbHOCIU)

O'IHaﬂ, OYHO-3a04YHad
(chopma(vr) 06yuenus,)

I'ox vabopa - 2025
Bonrorpan, 2024 r.



ABTOpP—COCTaBHTEJIb:
K.IOpUA.H., JOIICHT Kad)e)IDI)I TOCVIAPCTBCHHOTO VIIPABJIICHUA W MCHCJDKMCHTA MuxueBa
CB eTJIaHa B na EI/IMI/I]Q OBHA (vuenas cmenens u(unu) yuenoe 36anue, O0IICHOCMSy) (Haumenosanue kagedput) (P.H.0.)

3aBenyronuit kadeapoit
COCYIAPCTBEHHOTO VIPABIECHUS U MEHEJDKMEHTA, K.3.H., no1eHT Ceipoy A.H.

(HaumeHosanue kageopwl) (yuenas cmenens u(uau) yuenoe 3eanue) (O.1.0.)

PIIJ B1.0.21. JOKYMEHTAIIMOHHOE OBECIHEYEHUE W AIEJOITPOM3BOJCTBO B
I'oCYIAAPCTBEHHOM 1 MYHUIIUITAJIBHOM YIIPABJIEHUUN

onoOpeHa Ha 3aceaHuu Kadeaphbl TOCYIapCTBEHHOTO YIIPaBICHUS U MeHekMeHTa. [IpoTokon
ot 30 aBrycra 2024 roma Ne 1.



COJEPKAHUE

Ilepeyensr  mIaHMpyeMbIX  pe3yJbTATOB  O0y4YeHMsl 1O  JUCHHUILIMHE,
COOTHECEHHBIX € IUIAHHUPYeMbIMH pe3yJIbTATAMH OCBOeHHsI 00pa3oBaTeIbHOI
NpOrpamMmbl

[.1.  OCBaMBAEMBIC KOMITETCHIIMHI . . . ...t ueeeneeenneenteenneeneeenneenneeneeenneenns 4
| DO 0374 15 2 4 S 010 4 (5517 SO 4
O0beM 1 MecTO IMCHUILIUHBI B CTPYKTYPe OIIBO..............o 6

ConepxaHue M CTPYKTYPA TUCHUIITTHHBI «eovvvereerernreesssssssssssssssssnssssssssnssssl
3.1. CTPYKTYPA JTUCHHTIIIIHBL. . .« ettt euteentte et et et e et et e et et e eaeeeaeeaneeens 7
RIVA 03 (57002 :0217 (53112 (W17 01 A111 51 SO 8
Marepnanbl TeKylIero KOHTPOJIsi yCIeBAeMOCTH O0YYAIOIIMXCSH «eeverrnerneenees 10
4.1. ®opMbl U METOAbl TEKYIIETO KOHTPOJIA YCIEBAEMOCTH OOydYaloImuXcs u

TIPOMEKYTOUHOM ATTECTALIMM . « vt eueeeaee et entteeate et e eate et e aaeeeateenneeenneenaan 10
4.2. TunoBbIe MaTepUabl TEKYIIETO0 KOHTPOJISI YCIIEBAEMOCTH O0YUYaIOIIUXCAL. . ... ... 11
OueHo4yHbIC MAaTEPHAJIBI IPOMEKYTOYHOM aTTECTANMH 10 JUCHUILIHHE .........21
5.1. MeTOIBI MPOBEHACHUS IKBAMEHA. . .« nueeeeeneeeeennteeeennaeeennneeeeaneeeenaneeeannnes 21
5.2. OueHoYHbIE MAaTEPUAIIBI TPOMEKYTOUHOM ATTECTALIMM . .. ..vv e eneenneennennennnnn. 21

MeToanuecKne MaTePHAJIBI 10 OCBOEHUIO TUCHUIITIHHBI «.cvvvvneneneneneneneneneeenld

YueOHass JuTepaTypa M pecypchbl HMH(pOPMAIHOHHO-TEJIEKOMMYHHKALMOHHOI
(o 077 0211 1) (= .2

7.1. OCHOBHAS JIATEPATYPA «.vuventeententennt et et eae et et et ereteaeene et ereneaneeaeennes 28
7.2. JIOTIOTHUTEITBHAS JIATEPATYPA teenvvenneeenneenneeenneenneeenaneenseenneeenaenneenneenns 28
7.3. HopmaTuBHBIE PaBOBBIE JOKYMEHTHI U WHAS TPaBOBas HHPOPMALHUSL. . ........... 28
7.4. IHTEpHET-PECYPCHI, CIIPABOUHBIE CHCTEMBL. ... uveeneeeenteenneennneennienseenannneens 29
7.5. VIHBIE HCTOUHMKH . ... e ettt ettt e et et e et et e et e et et e et et e e e eeeas 29

8. MaTepnanbHo-TexHH4YecKasi 6a3a, HHPOPMALMOHHbIE TEXHOJIOTHH, IPOrPAMMHOE
o0ecrnieyeHrne U HH(POPMALMOHHBIE CTIPABOYHBIC CHCTEMbI...veenerernrenneeenscneeeensld



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

1.1. OcBanBaeMbIe KOMIIETEHIIHH

1.1. Huctumiunaa b1.0.21 «JlokymMeHTanlMoHHOE oOOecredeHne U JICJONpPOU3BOJCTBO B
roCy/1JapCTBEHHOM U MYHUIMIAJIbHOM YIPABICHUN» 00ECTeYMBAeT OBJAJCHUE CIIEAYIOIHUMU

KOMIICTCHIIUAMM .
Kon
Konx HanmenoBanue HanmeHnoBaHuMe 3Tama oCBOCHUS
JTara OCBOCHUS
KOMIIETEHI[UU KOMIIETEHI[UU KOMIIETEHI[UU
KOMIICTCHIIUU
CniocoOHOCTh IPUMEHSITh 3HAHUS
Crtoco0eH OCYIIECTBIIAT
OCHOB JIEJIOTIPON3BOCTBA B
BHYTPUOPraHU3AL[MOHHBIE U
LIENAX OCYIIECTBICHHUS
MEXBEIOMCTBEHHEIE
BHYTPHOPTaHU3AIUOHHBIX H
KOMMYHHKAIIHH, 00eCIIeunBaTh
N MEKBEIOMCTBEHHBIX
B3aMMOJICHCTBHC Opraton KOMMYHHKAI[UH, OCYILECTBIATE
OIIK-7 BJIACTHU C IPAKIAHAMH, OIIK-7.2. Y » 0CY
JIOKYMCHTAITHOHHOE
KOMMEPYECKUMU .
obecrieueHne B3auMOAEHCTBHS
OpraHU3aIUsIMH, HHCTUTYTaMHU
OPraHOB BJIACTHU C TPaxKITaHAMU,
TpakIaHCKOT'O OOIIEeCTBa,
N obecrieunBaTh XpaHEHUE
CpeICTBAaMHU MacCOBOM
JOKYMEHTOB B TOCYTapCTBEHHOM
rHpOpMaN
¥ MYHUIIMIIATHHOM YIIPaBICHUHI

1.2. Pe3yabTaThl 00y4eHust

B pe3ynbraTe 0OCBOCHMS IUCHUIUIMHBI Y CTYJEHTOB JOJIKHBI OBITH CPOPMHUPOBAHBI:

OTO/TD
Kon srana
(pu HaTHYMH
OCBOCHUS
npodcTaHIapTa) Pesysbrarel 00y4YeHuUs
KOMIICTCHI]
TPYAOBBIE UIIU
HH
npodeccroHaIbHbIC
JercTBUs
Ha YPOBHE 3HAHUM:
- 3HACT BHU/BbI u KaTreropumn OpraHnu3alMOHHO-PACHOPAAUTEIIbHBIX]
JIOKYMEHTOB B CHCTEME IrOCYAaPCTBEHHON M MYHHIIMITAIGHON BIIACTH;
Ha YPOBHE YMEHMI:
- ompenenseT BUABl JOKYMEHTOB IOCYIapCTBEHHOIO YPOBHA U YpPOBHs
OIIK-7.2. MECTHOTO CaMOYINPABICHUs, NX PEKBU3UTHI 1 OCOOCHHOCTH COCTaBIICHUS,

KIaccH(PUIMpyeT KaTeropuu IOKYMEHTAalWH; BBIAEISIET OCOOEHHOCTH
(YHKIMOHUPOBAHUS JTOKYMEHTOB M COBPEMEHHOTO JOKYMEHTO00OpOTa B
OpTaHax BIACTH

Ha YPOBHE HABBIKOB:

- AQHAJIM3UPYCT HU CHUCTECMATU3UPYCT PA3JIUYHBIC BHJAbI HJOKYMCHTOB,
BBIACIISICT UX PEKBU3UTHI, COCTABIISICT U pa3pa6aTHBaeT JOKYMCHTaIUIo,
BCJACT ACJIONMPOU3BOACTBO IPU PECILICHUN HpO(i)eCCI/IOHaHLHI)IX 3ajga4




2. O0bem U MecTO JUCHHUILINHBI B cTpykType OI BO

VYuebnas nuctmminaa b1.0.21 «/lokymeHTaimonHoe obecneueHre 1 Je0nporu3BOACTBO
B rOCYJapCTBEHHOM U MYHMIIMIIaJIbHOM YIIPaBICHUW» MPHUHAJICKUT K 00s3aTerabHONU 0a30BOM
yacTd. B cooTBeTCTBMM ¢ Y4eOHBIM IIJJaHOM, MO OYHOH Qopme OOy4YeHHs AUCLUILIUHA
ocBamBaerca B oO0beme 108 wacoB (3 3E) um3ywaercs B Teuenme 3 cemecTpa. M3ydenwme
JUCLMILIMHBI 3aKaHUYMBAETCS 3a4ETOM B 3 CEMECTPE.

OcBoeHHME UCHUIUIMHBI ~ ONMUPAETCs HAa MHUHUMAQJIbHO HEOOXOAMMBIH  00BEM
TEOPETUYECKUX 3HAHUU B OOJIACTH SKOHOMHKH, MCUXOJIOTHUH, IOCYJAapCTBEHHOTO YIIPABICHHUS,
IOPUCTIPYACHIINY, JOKYMEHTOBE/IEHUS, a TaKKe Ha MPUOOpETEHHbIE paHee YMEHHUS U HaBBIKH B
chepe TOCYyIapCTBEHHOIO W MYHHUIMIIAIBHOTO YNpPaBIIEHUs, HKOHOMHYECKOH TEOpHH,
COLIMOJIOTUY OpTaHU3aI1H, YIPaBIECHUS Y€JIOBEUECKUMU PECYPCAMHU.

VYuebnas nuctmrminaa b1.0.21 «/lokymeHTanmonHoe obecneueHre 1 JeI0nporu3BOACTBO
B TOCYJapCTBEHHOM M MYHUIMIIAJIBHOM YIIPaBJICHUW» peanusyercsa nocie m3ydenus: b1.0.12
«BBenenne B mnpodeccuoHanbHyo aesTeabHOcTh», Bb1.0.20 «JlemoBble KOMMYHHUKAIMW»,
b1.0.14 «Cucrema TrOCYNapCTBEHHOIO W MYHHLHINAIBHOTO  ynopasieHus», bl.0.21
«/lokyMeHTalMoOHHOEe ~ ofOecrieueHHe M JICJIONPOU3BOACTBO B TOCYJAapCTBEHHOM U
MYHHUITUITATIEHOM YITPABIICHHM.

Ilo ounHo#t (opme o0OydeHUS KONUYECTBO AKAJAEMUYECKMX 4YacOB, BBIJIECICHHBIX Ha
KOHTaKTHYI0 paloTy c mpemnojaBaTesneM (1o BuAaM Y4YeOHbIX 3aHATHI) — 54 wyaca Ha
CaMOCTOSITENIbHYIO paboTy oOydaronuxcs — 54 yaca.

[To 3aounoil (hopme OOyueHHS KOJIMYECTBO aKaJEMHUYECKHMX YacoB, BBIJICJICHHBIX Ha
KOHTaKTHYI0 pa0oTy ¢ mpemnogaBaresneM (IO BuAaM Y4yeOHBIX 3aHATHH) — 12 dYacoB Ha
CaMOCTOATENbHYIO paboTy oOy4Jaroruxcs — 92 4acos.

dopma NpOMEKyTOUHON aTTECTallui B COOTBETCTBUH C Y4EOHBIM IUIAHOM — 3a4eT.



3.Conepxanue U CTPYKTYPa AUCHHILINHBI

3.1. CTtpyKTypa IMCHUILTHHBI

O0beM aucuuIIMHBI (MOYJIs1), Yac. ®opma
KonrakrHast padora Texyuero
H o0yyJaromuxcs ¢ HOHTPOI
Ne n/n AUMCHOBaAHHUE TEM ycneBaemMocT
(pa3nesos) Bcero npenojaasareaemM CP ',
10 BU/IaM YUeOHbIX 3aHATHI NPOMEXyTOU
HOH
Ja JP n3 KCP aTTecTaAluu
Ounasn ¢hopma obyuenusn
2 cemecmp
o
Hcropus pazBurus
Tema 1 JIEJIONPOU3BOACTBEHHON U 13 1 4 8
CEKPEeTapCKOi CITyKObI B
Poccun [Ipobaemsr pocta
JTOKYMEHT0000pOTa
Ircaoy. YCOP/I. o
Tema 2 YanuKanus, 13 3 10
(dhopmanuzanus,
CTaHapTHU3aLHUs JOKYMEHTa
Tema 3 Opranuzanus ciayxos1 JJOY 13 1 4 10 0]
Tema 4 | IIpaBuna opopmieHus 14 1 3 10 o
JTOKYMEHTOB
Tema 5 | TexHosoruu perucTpauuu u o
KOHTPOJISI UCIIOJIHEHUS 15 1 4 10
JTOKYMEHTOB
Tema 6 | Opranuszauus paboThI ¢ o
JIMYHBIMH OOpaIleHUSIMU 13 3 10
TpakJaH B OpraHbl BIacTH U
yIpaBIeHHS
Tema 7 | Opranuzanus ciryxooi JJOY
TEKYIIero XpaHeHUsI
nokyMmeHToB. IlocTpoenue 13 3 10
HOMEHKJIATYPBI Ie7. APXHUBH(Q
XpaHeHHe TOKYMEHTOB
Tema 8 | JIuHrBUCTHYECKHE
0c0OEHHOCTH TEeKCTa
IoKkyMeHTa Jlornueckue 10 4 6
OCHOBBI peJIaKTHPOBAHUS
JOKYMEHTa
[TpoMexyTouHas aTTecTanus 3ayer
Bcero: 108 4 28 76 33E
3aounas gopma odyuenusn
4 cemecmp
Tema 1 12 1 1 10 0
Ucrtopus pazsutus
JIETIONPOU3BOJACTBEHHON U
CEKPETapPCKOM CITyKObI B
Poccun [Ipobiemsl pocTta




O0beM aucuuIIMHbI (MOYJIs1), Yac. ®opma
KonrakrHast padora Texyuero
No 1/ HaumenoBanue Tem o0yualouuxcs ¢ yfﬁ;gi?\f:ﬂ
(pa3nesioB) Bceero npenogaBarTejaeM Cp ',
10 BU/IaM YUeOHbIX 3aHATHI NPOMEXyTOU
JI JIP 3 | KCP Hoi
JlokyMeHTO00OpOTA.
Oco0eHHOCTH JTOKyMEHTOB
B I'MY.
Ircaoy. yCOPU. 0
Tema2 | MHduiaims, 12 1 1 10
dhopmanuzanms,
CTaHIaPTH3ANHUs JOKYMEHTa
Opranunzanus ciayx0sr JOY 0
Tema 3 B OpraHax rocyJ1apCTBEHHOU 14 1 1 12
Y MYHUITUIAILHOW BIACTH
Tema 4 | IIpaBmma opopmiaeHHS 14 1 1 12 (0]
JIOKYMEHTOB
Tema 5 | TexHosoruu perucrpanuu u o
KOHTPOJISI UCTIOJTHEHUS 14 2 12
JIOKYMEHTOB
Tema 6 | Opranuszauus paboTHI ¢ o
JMYHBIMHE 00paLIeHUSIMH 14 ) 12
rpakIaH B OPTaHbl BJIAcTH U
YIpaBIeHHS
Tema 7 | Opranuszanus cinyxo6oit JOY
TEKYILEro XpaHeHHs
nokyMmeHnToB. [ToctpoeHue 14 2 12
HOMEHKJIATYpHI Ae7. ApXHUBHQE
XpaHeHHe JOKYMEHTOB
Tema 8 | JIuHrBUCcTHYECKHE
0CcOOEHHOCTHU TeKCTa
JlokyMeHTa Jlornueckue 14 2 12
OCHOBBI PEIaKTHPOBAHUS
JIOKYMEHTa
[IpoMexyTouHas aTTecTanus 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
IIpo6.embl pocTa 10KyMeHTO000poTa. OcoGeHnocTH 10KyMeHTOB B TMY. Tpu
nepuoAa pa3BUTHUS JENONPOU3BOJICTBEHHON M cekpeTapckoil cimyx0pl B Poccun. Ilpukaznoe
nenonpou3BoAcTBo (15-17 Bek). TexHonorus co3zgaHusl JOKyMEHTa B Ipukaze. CBHUTKOBOE
nenornpoun3BoAcTBO. Komnexckoe nemonpon3BoAcTBO (18 Bek). I'enepanbHblii permament 1720
roga. Beenenue unHa cekpeTapcKoro M CTpyKTypsl KaHienspun. Co3nanue apxuBoB. Beenenue
npoueaypsl peructpauuu. CosnaHue reHepalbHBIX (OPMYINISPOB A OCHOBHBIX JOKYMEHTOB.
HcnonnutenbHoe aenonpousBoacTBO (19 Bek). YBennueHue KOJIMYECTBA TUIIOB JOKYMEHTOB.
YcnoxHeHne TeXHONIOruu padboTsl ¢ AokyMeHTamu. Co3manue B Poccuu mIKombl cekperapeil.
[TocnepeBomtonmonnas pedopma B 061acTe pabOTHI ¢ JOKYMEHTaMu (coBeTckuit epuoa). Unes
BBEJICHUSI OE3pEeruCTPallMOHHOTO JIEJIOMPOU3BOJACTBA. Pa3BUTHE COBPEMEHHBIX TEXHOJIOTHI



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.
Uctopusa cozmanuss I'CHAOY. Beeaenue I'CAOY - rapanTus ONTUMAIbHOCTH pPAaOOTHI C
JOKYMEHTaMH B OpraHu3alud.  YHUQUUIUpOBAHHAs  CcHCTeMa  OpraHU3alMOHHO-
pacropsaUTENbHOM AeATeNbHOCTH. YHU(DUKAIUS TEeKCTa TOKyMeHTa. Tpu crocoda yHupUKauu
TekcTa: Tpadaper, aHkera, Tabmuma. TpeboBanuss k Tpadapery. TpeOGoBaHHs K aHKeTe.
TpeboBanus k Tabnuie. @opmanuzanus nHPOpPMALUU B cucTeMe yrpasieHus. CTaHgapTH3ams
JIOKYMEHTA.

TEMA 3: Cnoco0bl panuoHaJIu3aliy JeJoNpou3BoACTBa. Opranmsanusi ciayxosr JJOY B
opranax Focy)lapCTBeHHOﬁ H My}lI/IIIHHaJILHOﬁ BJIACTH.

KoMMmyHHKaTHBHast cucTeMa oOpraHu3aluu. PykoBoauTenb - KOMMYHHKATHUBHBIA ILIEHTP
OpraHM3alyH. WNndopmannonnsie IIEPErPY3KH PYKOBOIMTEIS. OnTumusanus
JOKYMEHTOIIOTOKOB B opraHuzanui. OnTUMH3alus BXOIALIMX JIOKYMEHTONOTOKOB. MeTon
IIPEIBAPUTEIBHOTO  PacCMOTPEHUS]  JTOKyMEHTOB. (COCTaBISIIOIIME  YCHEIIHOCTH  METOJa.
OnTuMH3aIMs UCXOAAIIUX JOKYMEHTOIOTOKOB.

CoznaHne KOMIUIEKCHBIX JTOKYMEHTOB. JlenernpoBaHue IpaBa MOAMNHMCH YacTH JOKYMEHTOB.
BBengenne um pacmpoctpaneHue Oe3MOKyMEHTHBIX (opMm aemoBoro oOmeHus. OnTuMuzarus
BHYTPEHHUX JIOKyMEHTOIIOTOKOB. MeToy yInpaBieHHs 10 OTKJIOHEHMsM. OnruMusanus
MH(GOPMaLIMOHHOTO 00ECIICUEeHUsI OpraHU3aIIH.

TEMA 4: IlpaBuia opopmiieHHs TOKYMEHTOB

[IpaBuiia opopmiienus 1okyMeHToB. PekBusutHslil coctaB nokymenta. 'OCT 6.30-2003.
Ilonsitue «pexBuszuT». CocTaB PEKBU3UTOB JOKYMEHTOB. binaHk poxkymenra. ®opmyisip
nokyMenTa. [IpaBuna opopmiieHns peKBU3UTOB TIOKYMEHTOB: TOCYIapCTBEHHBIN repd PO, rep6d
cyobekra P®, smOiema opraHuzaluy, KOAbI OpraHU3allM, Koi (OpMBI JOKYMEHTa,
HaumeHoBaHue opranuzanuu, MHH, cnipaBounble qanHbIe 00 OpraHn3anyuy, HAMMEHOBAHKE BUJA
JNOKYMEHTA, 1aTa U HOMEp JOKYMEHTa, CChUIKA Ha JaTy U HOMEpP JOKYMEHTa, MECTO COCTABJICHUS
WIM W3JaHusl JOKyMEHTa, TIpu¢ OrpaHHYEHHs JOCTyla K JOKYMEHTY, ajpecar, Tpud
YTBEPXKICHUS IOKYMEHTA, PE3OJIIOLUA, 3arojJ0BOK K TEKCTY, OTMETKa O KOHTpOJIE, TEKCT
JOKYMEHTa, OTMETKa O HaJMYuu [PWIOKEHUH, MOANUCh, TIpuU( COrIacoBaHMs, BHU3bI
COIJIaCOBaHUs, NeyaTb, OTMETKA O 3aBEPEHUU KOIUHM, OTMETKa 00 MCIOJHHUTENE, OTMETKA O
HaIlpaBJIEHUU JOKYMEHTAa B JI€J0, OTMETKAa O IIOCTYIUICHHMH JOKyMEHTa B OpraHU3aLHUIo,
3JIEKTPOHHBIN UACHTU(UKATOP.

TEMA 5: TexHo10ruy perucTpauui 1 KOHTPOJIsSI HCIOJTHEHHSI JOKYMEHTOB

Ilenn m 3agaun co3gaHMs KaHLEIAPUM B OpraHu3anuu. Jleaonpou3BOJICTBEHHBIE ONEpaluH,
npou3BoguMble B KaHuenspuu. [lepBuunas o0paboTka JokymeHTta. Perucrpanus u
UHJEKcUpoBaHue AokymeHTa. IloBropHas oOpabGoTka nokymeHTa. CrnpaBouHas pabota 1o

8



noKkyMeHTaM. Tekyliee XpaHeHHE JOKYMEHTOB. PexxuMm paloThl KaHLEISpUU Ha NpuMepe
JTAHHOTO Tofpa3aeeHust Bonrorpanckoit obmactHoi agmuHucTparuu. Crnerudurka o0paboTKu
IIPABUTEIBCTBEHHON U CPOYHON KOPPECTIOHACHIINH.

Lenu perucrpanuu JOKYMEHTOB B opranuzanuu. COCTaBISIIOIIME IMPOLEAYPHl PErUCTPALIUU.
[Toctpoenne UIIC no noxkymentam. Tpu tuma UIIC. Kpurepun Bei6opa ontumansaoit UTIC no
JOKYMEHTaM B OpTaHU3alIHH.

TEMA 6: Opranusanus padoTbl ¢ JJHYHBIMHU 00PALICeHUSIMH I'PA’KIAH B OPraHbI BJIACTH H
YnpagsieHus

Cucrema opraHU3al[MOHHO-TIPABOBOM JOKyMeHTauuu. Ha3sHaueHue U coctaB opraHU3alMOHHO-
npaBoBoi JokyMmeHTanuu. CocTtaBiieHHe U O(GOpPMIICHHE OTIENbHBIX BUIOB OPraHU3allMOHHO-
MIPaBOBBIX JOKYMEHTOB. CHcTeMa pacrnopsIuTeNIbHON NoKyMmMeHTauuu. HasHaueHue u coctas
pacnopsAUTENbHON NOKyMeHTauuu. [Iponenypsl U3naHus pacloOpsAMTEIbHBIX JTOKYMEHTOB Ha
MpUHIMIAX eAMHOHavanus. [Ipouenypsl n31aHus paclopsiAUTENBHBIX JOKYMEHTOB B YCIOBUAX
KoyieruanpHocTH.  OdopMileHne pacnopsauTeabHbIX JOKyMeHTOB. CucTeMa CHpaBOYHO-
nH(pOPMallMOHHON JoOKyMeHTanuu. HasHaueHne u cocTaB CHpaBOYHO-MHPOPMAIIMOHHOMN
nokymenrtanuu. CocrapieHue 1 opopMIIeHHE CIIPaBOYHO-UH(POPMALIMOHHBIX T0KYMEHTOB.

TEMA 7: Opranuzanus ciayx60it JOY Texymero xpanenus qokymentos. [loctpoenne CyxOa
HOMEHKJIATYPBI 1eJl. ADXMBHOE XpaHeHHe JOKYMEHTOB

JOKYMEHTAI[MOHHOTO oOecriedeH sl ynpaBieHus B opranuzanuu. Llens cozpanus cioyxost JJOVY.
3amaun coyx0bl JIOY. ®dynknum cimyx6er  JIOY. Tumer coyx6 JJOY B pasmudHbBIX
opranmzanusix. Pacuer konmuecTBa cayKalMx U cOTpyAHHKOB ¢ kateropueir MOII B ciyx6e
JOVY nnist pa3inuuHbIX KaTeropuil opraHu3anui.

TEMA 8: J/IunrpucTnyeckne 0CO0EHHOCTH TEKCTA JOKyMeHTa. Jlornueckne 0CHOBBI
PeIAKTHPOBAHUSA JOKYMEHTA

[ToHsAiTHE NMHTBUCTHUYECKOTO aHanM3a. TEHJICHIMH pa3BUTHSA JIMHTBHCTHYECKOTO aHaJIM3a
nokyMmeHnTa. [lonstue “mHpopmannoHHoro Oapbepa”. IlpoGnembl, MopoXkaaeMble POCTOM
JOKyMEHTOO0OpOTa M €ro JIMHIBUCTUYECKUM aHaInW30M. [IpuduHBI pocTa JTOKYyMEHTOOOOpOTA.
OOBeKTHBHBIE TPUYMHBI JIOTMYECKHX OCHOB pEIAKTUPOBAaHHS JOKyMeHTa. CyOBbeKTHBHBIE
MIPUYHHBI POCTa TOKyMeHT0000poTa. CrocoObI peryIMpoBaHus JOKyMEHTOO0OpOTA.

4. MarepuaJjbl TEKYyLIEero KOHTPOJIS yCIIeBAeMOCTH 00yYAKOIIUXCS

4.1. dopMbl u MeTOAbI TEKYyUIEr0 KOHTPOJSI YCIEBAEMOCTH OOy4Yaluuxcss H
NMPOMEKYTOYHOM aTTeCTALNHU

B  xome peammzaumm aucuumiuHel  b1.0.21  «/lokymeHTammonHoe —oOecrieueHue U
JIEJIONPON3BOACTBO B TOCYJApCTBEHHOM W MYHHUIMIAIBHOM YIPABICHUU» HCIIONIb3YIOTCS
CIIe/IyIOIINE METOABI TEKYIero KOHTPOJISl YCIIEBAEMOCTH O0yYatOLIHXCSL:

MeToap! TEKYIIETO KOHTPOJIS

Ne /i HaumeHnoBanue Tem (pasaenon)
yCIIEeBaEMOCTH

Tema 1 Hcropus pazButus VY CTHBII OIPOC, TECTUPOBAHUE
JIETTONTPOU3BOICTBEHHON 1
CEKpPETapCKOM CITyKObI B

Poccun ITpobnemsbr pocta
JlokymeHnToo60opora. OcOOEHHOCTH




JIOKyMeHTOB B [MYV.

Ircaoy. YCOPU.
Tema 2 Yuudukanus, popmanusanusi, Y CTHBII 0npoc, UCITYT
CTaHJAPTU3AIUS TOKYMECHTA

Opranuzanus ciyx0s1 JIOY B opranax

Tema 3 roCyJJapCTBEHHON U MyHULIUIIAJIBHON YcTHBII onpoc, TUCTTYT
BJIACTH
Tema 4 IIpaBuna opopmireHus YCTHBIN ONPOC, TUCITYT
JIOKYMEHTOB
TexHosmornu perucTpanuu u . .
Y CTHBIN ONpOC, pelIeHue Keica,
Tema 5 KOHTPOJISI KCIIOJTHEHUS

TECTUPOBAHUE
JIOKYMEHTOB

Opranuzanus paboThI C
JMYHBIMU OOpaIeHUMHA
rpakJaH B OpTaHbl BIACTU U
yIpaBieHUs

Tema 6 YcTHBIN onpoc, KOHTposIbHas paboTa

Opranuzanus ciyx06oit JJOY
TEKYLIET0 XpaHEHUs

Tema 7 NOKyMeHTOB. [locTpoenue
HOMEHKJIATYphl Jesl. ApXUBHOE
XpaHEHUE JOKYMEHTOB

Y CTHBIN OIIPOC, PELICHKE
CUTYallMOHHOMW 3aJ]a4¥, TECTUPOBAHUE

JIuHrBuctrueckue
0COOEHHOCTH TEKCTa
Tema 8 nokymeHnTa Jloruueckue VY CTHBIN OIIPOC, TECTUPOBAHKE
OCHOBBI PEIAKTUPOBAHU
JIOKyYMEHTa

4.2. TunoBble MaTepHaJIbl TEKYIIEI0 KOHTPOJIA YCIIEBACEMOCTHU Oﬁy‘lalOIIII/IXCﬂ

TEMA 1: Hcropusi pa3BuTHsI /€J0NPOU3BOICTBEHHONH H ceKpeTapckoii ciayxk0bl B Poccun
ITpoGemMbI pocTa 10KyMeHT0000poTa. OcobeHHOCTH 10KyMeHTOB B TMY.
Bonpocs! 1151 ycTHOr0 onpoca:

1.ITonsitue aenonpousBoactBa. Ero BaxkHocts B TMY.
2 Bo3HHUKHOBeHUE Jienonpon3BoacTBa B Poccun u passutne IMYVY.
3 IlpukazHoe nenonpou3BoAcTBO. CHCTEMa KOJJIEKCKOTO AEI0Nnpou3BoAcTBa. CucTeMa MUHUCTEPCKOTO
nenonpounsBoacTBa XIX - Hauana XX BB.
4. PamuoHanuzanus yOpaBleHWs © jAenonpousBojactBa B 1917 - 1941 rr. VYmnpasrneHue u
Jenonpou3BoacTBo B 1945 - 1990-x rr.
5. CoBpeMEHHBIH 3Tall AeTONpPOU3BOJCTBA
Bomnpoce! 11 TeCTUPOBAHUA:
1. YUuH cekperapsi, apxuBapuyca, CTpyKTypa KaHIEJIIpUs NOSIBUINCH B IEPUO:
a) IPUKA3HOTO JISIONPON3BOJICTRA,;
0) KOJISKCKOTO JICTIONPOU3BO/ICTBA;
B) MHHUCTEPCKOTO JICTIOMPOU3BOICTBA.

10



2. IIpukasHoe aenonpousBoacTBo B Poccun
a) 16-18 Beka;

0)15 —16 Beka;

B) 15 —17 Beka;

1)19-20 Beka.

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

Bonpocsl qis qucnyra:
1. Ucropust pa3BUTHUS IEIONPOU3BOICTBA U pocTa JOKyMeHTooOopoTa B Poccuu.
2. CoBpeMeHHbIE TEHACHIIUH Pa3BUTHUS TOKyMEHTO000POTa.
3. OObEeKTUBHBIE H CYObEKTUBHBIE IPUYMHBI POCTa JOKYMEHTOO00POTA.
4. CriocoOBbI COKpalIeHus: JOKyMEHTO000poTa B OpraHru3aliH.
Bonpochl 1,151 TeCTUPOBaHMA:
1. YTBepxkaeHne TOKyMEHTOB MMPOU3BOJUTCS:
a) MpOCTaBJIEHUEM TpHr(a WK U3IaHUEM CAMOCTOSATEIILHOTO PaCIIOPSAUTEIILHOTO aKTa;

0) moamucaHueM WJIM TpocTaBjeHueM rpuda, WIM HU3JaHHEM CAMOCTOSITEJBLHOIO

PACHOPSIIUTEITBHOIO AKTa;

B) MpOCTaBlieHWEM rpuda Ipu OJHOBPEMEHHOM H3JIaHUU CaMOCTOSITEILHOTO PACTIOPSIUTEIEHOTO

aKTa;

l") MOATMMCAaHNEM M ITPOCTaBJIICHUEM FpI/Iq)a IIpu OAHOBPEMEHHOM H3JaHHUHU CaMOCTOATEIIBHOI'O

pacropsiAUTENbHOIO aKTa;

2. Jenonpou3BoICTBO U JOKYMEHTAIIHOHHOE 00eCIICUeHHE YIIPABIICHUS:
a) pa3IM4aroTCcsT 00JIACTIMHU MUCTIOE30BaHHS,

0) UJACHTUYHBIC TIOHSITHS,

B) Pa3JIH4YAIOTCH BHIAMH OMEPAIHIi;

T) pa3nuyaroTcsl MO BUAAM OPTaHHU3aIfid, B KOTOPHIX UCIIONB3YIOTCS.

3.JIoOKyMeHT onpenensercs Kak:
a) HoCUTEeb HHPOPMALK B CHCTEME YIIPABJICHUS;

6) I/IH(I)OpMaHI/IH Ha MaTepHaJbLHOM HOCHUTEJIC C PEKBU3UTAMHU, M[MO3BOJAIINIUMHA

ee HIeHTH(UINPOBATH;
B) KaUeCTBCHHAS XapaKTEPUCTHKA YNPaBICHYSCKON HH(POPMAITUH;
T) CBEICHUS, TOATBEPKAArOIHe (PaKT 00BEKTUBHOMN NEHCTBUTEILHOCTH.

TEMA 2: TCAOY. YCOP/. Yuudukauus, popmMaauzanus, CTAHAAPTH3AMMA JOKYMEHTA.
Bomnpocsl AJis1 yCTHOTO onpoca
1. Conepxanwe TOHATHH “yHHUKanus~ , craHmapTm3anus’, ~dopmanmm3arms”
ocoOeHHocTh B IMY,
YHudukaus Tekcta JOKyMeHTa: aHKeTa, Tpadaper, Tadnua.
Tpadaper kak criocod yHU(DUKAIMH TEKCTa TOKyMEHTA
AHKeTa Kak crmoco0 yHH(pHUKAIIUK TEKCTa JOKYMEHTA
Tabnuia kak crocod yHU(pHUKAIMH TEKCTa TOKYMEHTa

kAN

Bonipocs! 111 TeCTUPOBaHUS:

1. 3nanus : Cnoyx6a JJOY, B uneane, noq4uHsIETCS:
a) HaMPSIMYIO PYKOBOJIUTEITIO;

0) 3aMeCTHUTEIIO PyKOBOIUTETIS;

B) HAYAJIBHUKY OTJEJa KaJIpoB;

') HAYaJbHUKY FOPUINYCCKON CITYKOBI.

11

nx



2. YCOP/J sBisieTcs:

a) yIpaBJIeHHEM CHCTEMOW OpTraHU3allHOHHON e TeIIbHOCTH;
0) yCOBEpILIEHCTBOBAHUEM OPraHU3aI[MOHHON JACATEIBHOCTH,
B) YHU(DUIIUPOBAHHON CHCTEMOU JOKYMEHTOB;

') YHUBEPCATbHON CUCTEMOW OPraHU3alIMOHHO-PACTOPSIANTENbHON JIOKYMEHTAIIUY.

3. TCHAOY —»sro0:
a) TpaXKIaHCKask CUCTeMa JIOKyMEHTAIMOHHOTO 00eCIieYeHus YIIPaBICHUS;
0) reHepasibHas CHCTEMA JIOKYMEHTAIIMOHHOTO 00SCIICUCHHS YIIPaBICHHMS;

B) rocy1apCTBE€HHAA CUCTEMA JOKYMCHTAIITMOHHOI'O obecrieuenus YIIPABJICHU A,

l") roC-MYHUIUIIAJIbHAA CUCTEMA NJOKYMCHTAlITUOHHOT'O obecreueHus YIIpaBJICHUS.

4. Tpu criocoba yHU(PUKAIIUKA TEKCTa JOKYMEHTA:

a) Tpadaper, aHkera, TabJauIa;

0) cxema, rpaduk, KapTa;

B) oreporpamma, aibooM GpopM, MapIIpyTOrpaMMa;
r) TpadapeT, aHkeTa, Tabauna, rpadux.

5. TeKCT aHKETHI CIICITHATNCTRI HAa3hIBAIOT:
a) HECBSI3aHHBIM;

0) pa3opBaHHBIM;

B) aCHHTaKCHYCCKUM;

I') COKpPAIICHHBIM.

TEMA 3: Cnoco0bl panuoHAJIU3aIUM 1eJONPOU3BOACTBA. Opranusamusi ciayxost 10OY B
OpraHax rocyJapcTBeHHON U MyHUIIUNIAJIbHOM BJIACTH.

Bomnpocsl aJis1 ycTHOTO onpoca

1. KommnoneHTsl cuctemsl JJOY, HX B3aUMOCBSI3b M B3aHMO3aBHCHMOCTD.

2. Cucrema I'MVYu ee snementsl. OcobeHHOCTh QyHKIMOHUpOBaHUs ciryk0b1 IOY B opranax
roCyJapCTBEHHON M MyHHUIMIIANbHON BiacTh B PO.

2. ITapametpsl atanonHoi mogenu CAOY B oprannzaiini ¥ OpraHax BIACTH.

3. OGocHOBaHME 3HAYMMOCTH W HeoOXoamMocTH panuoHanmu3anuu JJOY B opraHmzanmusx U B

cucteme IMYVY.

TEMA 4: TlpaBuia oopmieHusi J0KyMeHTOB

Bomnpocs! aAss1 yecTHOT0 onpoca

1. PeKBU3UTHI yHPaBICHUYCCKUX JOKYMEHTOB M NIPaBUIIA UX OOPMIICHUS
2. IlpaBwuiia opopmieHHS PEKBU3UTOB 3aroJIOBOYHON YaCcTH

3. IpaBuna ohopMicHNS PEKBU3UTOB OCHOBHOM YacTH

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

1)
2)

3)

BeiOpath 511000# TOKYMEHT B OpraHax rocyAapCTBEHHOW M MyHHMLMIAIbHOW BJIACTH U
MIPaBUJIBHO €TO COCTABUTH U O(hOPMUTB.

Ha cocraBiieHHOM U 0(GOpMIIEHHOM JOKYMEHTE yKa3aThb M PacHIM(poBaTh HMEIOIINECs
PEKBU3HTHI COITIACHO JECHCTBYIOIIEMY 3aKOHOAATENLCTBY PD.

Ha caiite opraHoB MecTHOro camoympaBieHus I. Bonrorpaga HaWTH JOKyMEHT
MYHHMIMIIAJBHOTO YPOBHS U  OXapaKTepU30BaTb OCOOEHHOCTH €ro COCTaBJIEHMS,
PEKBU3UTHBIN COCTaB, IOPUIUUECKYIO CHITY M KaTErOpHIO.

Tecr:
1. CBUTKOBOE CTOJIOITOBOE JIETOMPOU3BOICTBO CHOPMHUPOBAIOCEH B TTEPHOT;

a) NPUKA3HOT'0 JEeIONPON3BOJICTBA;

0) KOJIIEIKCKOTO JIETIONIPOU3BOJICTBA;
B) MUHHCTEPCKOTO JCTOMPOU3BOICTBA;
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T)UCIIOHUTENBHOTO JIeTONPOU3BO/ICTBA.

2. OCHOBHBIE TPHYHHBI POCTA JJOKYMEHTOO0OPOTA SBISIOTCS:
a) paluOHAIIbHbIE, UPPALMOHAIBHBL;

0) peryaupyemble, HEperyIupyeMble;

B) 00BEKTHUBHBIMA U CyOHEKTHUBHBIMU;

T') HETaTUBHBIC, TO3UTHUBHBIE.

3. JJokyMeHTOO00POT OpeIesIeTCs KakK:

a) COBOKYIHOCTb B3aMMOYBS3aHHBIX HPOLEIYp. 00ECIeunBaloNMX JIBUKEHHE JTOKYMEHTOB B
YUPEKICHUH;

0) NUPKYISITNS TOKyMEHTOB OpTaHU3aIlN;

B) JIOKYMEHTBI OpraHU3alli1, HAXOIAIINECS B JIBIKCHHM,

T') TOKyMEHTOOOMEH OpraHM3alliy C BHEIIHeH MHPOPMAIMOHHON Cpefol, o0ecTeunBaromui ee
a¢dexTnBHOE PYHKITMOHUPOBAHUE.

4. TenaeHIUYU POCTa JIOKYMEHTOO00POTA SBIISIFOTCSL:
a) TIO3UTHBHBIM SIBIICHHIEM COBPEMEHHOCTH;

0) HETaTUBHBIM SIBJICHHEM COBPEMEHHOCTH;

B) HETATHBHBIM SIBJICHUEM PA3BUTHUS IIUBUIIN3AIINY;
T') TO3UTHBHBIM SIBJICHUEM PA3BUTHUS IIUBIIN3AINH .

5. OObeKTUBHBIE TPUYNHBI POCTa JOKYMEHTO000pOTa

a) (hopMHPYIOTCS 110 BOJIE U KETAHUIO JIIOACH;

0) (hopMUPYIOTCS IIOMUMO BOJIH U YKEJIAHHs JIIOLICH;

B) (hOPMHPYIOTCS 11O BOJIE TOCCTPYKTYP;

r) GopMHpyIOTCS 110 BOJE TOCCTPYKTYD U KETAHUIO TIOJEH.

6. CyObeKTHBHBIE TPUYUHBI POCTA JOKYMEHTO000pOTa

a) (dopMupyroTcs O6iaroaaps aIMUHUCTPATUBHBIM JICHCTBUSM JIFOJICH;
0) dopMuUpyIOTCS 10 BOJEe CyOBEKTOB rOCYAapCTBA;

B) (GOPMHPYIOTCS TI0 BOJIE CYOBEKTOB YIIPABJICHHUS,

) (GOpPMHUPYIOTCS IO BOJIE U JKENIAHWIO JTFOJICH.

TEMA 5: TexHoJIOTHH PerHCTPAIIMA H KOHTPOJIS HCTIOJTHEHHS TOKYMEHTOB
Bomnpocsl 151 ycTHOTO onpoca

1. Cucrema opraHu3alMOHHON TOKYMEHTAIHH.

2. Cuctema pacnopsIuTeIbHON JOKYMEHTALUH.

3. Cucrema nH(OPMAIOHHO-CIIPABOYHOM JOKYMEHTALIUH.

BOHpOCI)I AJIS1 JOMOJTHUTEJILHOI0 PAaCCMOTPECHUA TEMBI

1) Kaxue moxyMeHTBI HEOOXOAUMMO KOHTPOIHPOBATH

2) CpOKY UCTIONTHEHUS JOKYMEHTOB

3) OO6oOuicHue, aHaIU3 W UCMHOJB30BAHHWE IAHHBIX 00 HWCHOJIHEHUU JOKYMEHTOB B YCIIOBHSIX
TPaIUITHNOHHONW W aBTOMATH3UPOBAHHON TEXHOJIOTHH 00pabOTKH TOKyMEHTOB.

Bomnpocs! 1151 npoBeAeHUs1 KPYIJIoro €roja:
B uem 3HaueHune perucTpanun J0KyMEHTOB?
KaxoBbI (OpMBI 1 TOPAIOK PETUCTPALINU TOKYMEHTOB?
Kaxue MoryT GbITH MecTa perucTpanuu J0KyMEHTOB?
Heo6xomumsbl 111 opMBI aBTOMATH3aLMN PETUCTPALMN TOKYMEHTOB?
Bomnpocs! o copepxaHuio yueOHON TEMBI:
Uro Taxkoe HeKcalus 10KyMEHTOB?
Kak opranmnszoBath cripaBouHO-MH()OPMAIIMOHHYIO PabOTy ¢ TOKYMEHTaMH?
Kaxwue OpIBatoT *KypHAIBI PETUCTPAIINH JOKYMEHTOB?

PN R WD =
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Bomnpocs! a5 Tecra:

1. Cnoco0oM parroHaIu3auuy J0KyMeHT0000poTa MOXKHO Ha3BaTh
a) METO/ YIIPABJICHUS 110 OTKJIIOHEHHSIM;

0) KOJIMYECTBEHHBIH aHAJN3 TOKYMEHT0000pOTa;

B) CUTYaTHBHBIN aHAIN3 JOKYMEHTOO0O0POTa;

I') KQUECTBEHHBIA aHATN3 QOKYMGHTOO6OQOT3.

2. OnTuMH3anus JOKyMEHTO000pOTa B OpraHU3alliy IIpU3BaHa
a) 3aMEeJUTHTh U COKPATUTh JOKYMEHTOOOOPOT;

0) COKpaTUTh IOKYMEHTO000POT;

B) YCKOPHUTH JIOKYMEHTOO0OPOT;

r) COKpPAaTUTb U YCKOPUTH QOKYMQHTOO6OQOT.

3. MeTop npeaBapuTEIHLHOTO PACCMOTPEHUS JOKYMEHTOB IPUMEHSIETCS B OTHOIICHUH
a) BXOJISIIIETO TOKYMEHTOIOTOKA;
0) BHyTpEHHETO JOKYMEHTOITOTOKA;

B) MCXOJAMIETO JOKYMEHTOIIOTOKA;

T) 1I000r0 JOKYMEHTOIOTOKA.

4. Meto yIipaBICHHS 110 OTKIIOHESHUSIM
a) BXOJISIIETO TOKYMEHTOIIOTOKA,;

0) BHYTPEHHETO IOKYMEHTOMOTOKA,;

B) HCXOJIAIIEr0 JOKYMEHTOIOTOKA;

I) JII000T0 JOKYMEHTOITOTOKA.

5. Pabota ¢ koHpHAEeHITHATEHOW HH(pOPMAITNEH BKITIOYaeT B ceOs:

a) TeXHUYIECKUE acleKThl obecnieuenns KU;

0) TEXHUYECKHE U HOPMATHBHO-TIPABOBBIC aciieKThl o0ecneueHus: KU;
B) OpraHU3aIMOHHbIC acTeKThl obecneueHus KU;

I') TEXHUYECKUE, OPTaHN3AIMOHHBIE 1 HOPMATUBHO-TIPABOBBIE aCIIEKTEI ob6ecneuenus K.

6. ABTOMaTH3UPOBAHHBIN TOKYMEHTOOOOPOT MPU3BaH HA COBPEMEHHOM JTarle:

a) TMOJHOCTBHIO 3aMCHUTH OYMaXKHBIN;

0) mpoay0IMpPOBaTh OYMasKHBIH;

B) pas3ieinuTh ¢ OYMaKHBIM JJOKYMEHTOITOTOKH (BXOIAIINE, NCXOIAIINE, BHYTPEHHHE)

I) pa3enuTh ¢ OYMaKHBIM UH(OOPMAIIMOHHBIC MOTOKH (YaCTh IOKYMEHTOB - JIIEKTPOHHBIC, YaCTh
- OyMaxHbIE)

TEMA 6: Opranusanus padoTsbl ¢ JJMYHBIMHU 00PAaILeHUAMH I'PA’KIAH B OPIraHbl BJIACTH H
Yupasienus
Bomnpocs! AJist yCTHOIO onpoca
1. OcobeHHOCTH ITPABOBOTO PETYINPOBAHUS ITOAaYN OOpalieHuid rpakaad B PO
2. Bupas! oOpamieHwii rpaXkiaH u UX XapaKTepHCTHKa
3. IlpouenypHo-mpoueccyaibHble CpOKU (HOPMHUPOBAHUS, COCTABICHUS M IOJaYd OOpalleHUH
rpak/iaH B OpraHbl TOCYJapCTBEHHOW M MyHHIMIIAIBHOM BiacTu Poccun

Tembl pedepaTos:

1) OOparmienus rpaxaad Kak ¢popMa BOJICH3bSIBICHUSI HACEICHUS

2) IIpaBoBoe rocymapcTBO B COBPEMEHHBIX YCIOBHAX pe(OpMHUPOBaHUS TOCYIapCTBEHHOTO
MYHUITUTAIBHOTO YIPABICHUS U TIpaBa rpakaaH

3) Pe3yibTaTMBHOCTH M 3HAYUMOCTH OOpAICHUN TPAXKIaH B YCIOBHIX (DOPMUPOBAHUS SIMHOMN
CHUCTEMBI ITyOJIMIHOM BIIacTH B PO.

TEMA 7: Oprauusamus ciayxooii JIOY Ttekymero xpanenusi JokymeHntoB. IlocTpoeHue
HOMEHKJIATYPBI [1e]1. ApXHBHOE XpaHeHHe JOKYMEHTOB
Bomnpochl Uisi yCTHOT0 onpoca
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1. ®opwmsl u cTpyKTypa ciayx0s1 JJOY

2. Tlomoxenwue o cimyxoe [JOY

3. JomxkHOoCcTHOM cocTaB ciryx0s1 JJOY

4. J1OMKXHOCTHBIE HHCTPYKIIMH

5. ®opwmsl 1 cTpyKTypa ciayx0b1 JOY

1. ITonstue ”neno”. [Ipu3Haky 3aBeIeHUS JCIT.

2. TexHomOrNs CO31aHNsl HOMEHKIJIATYphl B OpraHU3alliH.

3. Brenpenue HoMEHKIATYpBI €.

4. AHann3 KOHKPETHON HOMEHKIIATYPHI JIEJT - CAaMOCTOsITeNbHas paboTa.
5. TexHomorus ciucaHus TOKyMEHTOB B apXUB. DKCIIEPTHU3a IEHHOCTH TOKYMEHTOB.
6. Ocob6enHocTH 0QOPMIIEHUS apXUBHOTO Jea.

7. OYHKIUYU apXUBa B OpraHU3aluu.

8. OcobeHHOCTH PaboTHI C ApXUBHOM HHPOpMaIHEH

TEMA 8: JIuHrBuctuveckue OCOOEHHOCTH TeKCTa JAOKyMeHTa. Jloruyeckue OCHOBBI
pexaKTHPOBAHMSA JOKYMEHTA
Bomnpocsl /151 yCTHOr0 onpoca
1. AHamM3 TeKkcTa JIOKYMEHTa: CHUCTEMAaTHYECKUH, HWCTOPUYECKWH, aHaJIUTHYECKHUH,
(YHKIMOHAIBHBINA M TMHTBUCTHYECKHH.
2. JluarBUCTHYECKHE OCOOCHHOCTH TEKCa JTOKYMEHTA.
3. OIHI/I6KI/I, BCTPCUACMBIC B TCKCTAaX JOKYMCHTOB AOJKHOCTHBIX JIMIT FOCyI[apCTBeHHOﬁ BJIaCTH
¥ MECTHOTO CaMOYIIPABIICHHUSI.
Bonpocs! a5 TecTUpOBaHNS:
1. SI3bIK JOKYMEHTOB OTJIMYAET:
a) 00pa3HOCThb M Pa3HOOOpa3Ue SI3BIKOBBIX CPENICTB;
0) TOYHOCTH ¥ Cy’KEHHUE TNaNa30Ha S3bIKOBBIX CPEJICTB;
B) UCIIOJIb30BaHHE MTPOPECCHOHATI3MOB;
F) HUCIIOJIB30BAHUEC NJHUAJICKTU3MOB.

2. Kakas ¢pa3a HEyMecTHa B JOKYMEHTE U HYXKIaeTCsl B PEIaKTUPOBAHUH:
a) «IIPOCUM YCKOPHUTB PELICHHUE BOIPOCA...»;

0) «3a HEOOOCHOBaHHBIN MPOTYIL...»;

B) «IIpecTaBbTe Baim npeanokeHus B yKa3aHHbBIE CPOKH...»;

I') KKOHTPOJIb UCTIOJTHEHHS BO3JIAraeTCsl. . .»

.3. Onrrumu3aIys TOKyMEHTO000pOTa B OpraHU3alliy, B TIEPBYIO OYepeib, ABIAETCS (DYHKIHEH:
a) PYKOBOJUTEINS OpTaHU3aIlHN;

0) ciyx0b1 JIOV;

B) BCEX COTPYAHHMKOB OpraHU3alllH;

T') PYKOBOJAUTENEH CTPYKTYPHBIX TOJIpa3IeICHAN.

4. OpraHu3alMOHHO-PACTIOPIUTEIbHAS TPYIa JOKYMEHTOB:

a) CYIIECTBYET B KAXKJIOW OpraHHU3aIlHY;

0) cymiecTByeT B opraHax BJIACTH U YIIPABJICHIS;

B) CYIIIECTBYET B TOCYIAPCTBEHHBIX YUPEIKICHUAX;

T) CYIIECTBYET B TOCYAAPCTBEHHBIX U MYHUITUIIAIBHBIX YIPEKICHUIX.

5. PEKBU3UTOM Ha3bIBAETC:

a) JIEMEHT JIOKYMEHTA;

0) nHGOPMAIIMOHHBIN SJIEMEHT JOKYMEHTA;

B) HOCHTEIb HH(DOPMAIIHH;

T') BCIOMOTaTelbHOE CPEACTBO OOpMIIEHHS JOKYMEHTA.

6. Hocuremsimu mH(GOPMAITAN SBIISIOTCS:
a) Oymara, IJIacTHK;
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0) Oymara, IIaCTHK, BUJICO, aYHO - JICHTHI,

B) JIFO00MH MaTC[}I/IaHBHHﬁ 06T)GKT, Ha KOTOPOM HAHECEHA HHQ}OQM&HI/IH;

T) anupyc, nepraMmenT, Oymara, mIacTHK.

7. Benymas 3ajauya KaHUEISAPUU:

a) OpraHu30BaTh U OIS KHUBATE JIOKYMEHTOOOOPOT B OPraHM3allMy 110 €IMHBIM IPaBHUIIAM;
0) pOBEPSITH PabOTy C TOKyMEHTaAMH B OPTaHW3AIIMN M HAKA3BIBATh 32 HAPYIICHUS;

B) PEKOMEHIOBaTh PYKOBOJUTEIIO CITIOCOOBI OPraHU3aIK JOKYMEHTO000pOTa;

') MallIMHOTIMCHBIE U 3KCTETUITMOHHBIC OTIEPAIUHU C IOKYMEHTaMH.

8. TexHONOTHS PETUCTPAlH JOKYMEHTOB OBIBAIOT:
a) IIEHTPaJIM30BaHHbIC;

0) HeHTpaIN30BaHHbIC U JCICHTPAIN30BAHHEIC;

B) JIELlEHTPaIN30BaHHbIE;

r) HCHTPAJIN30BAHHLIC, JCTICHTPAJIN30BAHHLIC, CMCIIIAHHBIC.

9. TexHoJIOTUsI KOHTPOJISI UCTIOIHEHHUS JOKYMEHTOB IIPEIIOaraer:
a) KOHTPOJIb Ka4eCTBa UCTIOIHEHHUS;

0) KOHTPOJIb KA4Y€CTBA U CPOKOB MCIIONHEHHS;

B) KOHTPOJIb CO3JIaHMS U OTIIPABKH IOKYMEHTA aJipecary;

T') KOHTPOJIb Pa3peIIeHNs] BOIPOCOB, OTPAKEHHBIX B JJOKYMEHTE.

10. OnpeneneHue NOHATUS «ACTION:

a) ramka ¢ JOKyMEeHTaMH;

0) JOKYMEHTBI, OTHOCSIIIMECS K OJTHOW Mpodiieme;

B) IIEPBUYHEIN TOKYMEHTHBIA KOMIIIEKC, CTPYIITMPOBAHHBINA 10 KAKOMY-TTHO0 MMPU3HAKY;

T) TEPBUYHBIA JOKYMEHTHBIH KOMIUIEKC, CTPYNIHPOBAHHBINA 110 WIACHTUYHBIM PEKBH3UTAM
JIOKyMEHTA.

11. HomenknaTypa mei:

a) TOKYMEHT, B KOTOPOM ITEPEUHCIICHBI TIIaBHBIC Jie)Ia OpraHNu3allnmy;

0) TOKYMEHT, B KOTOPOM MEPEYNCIICHBI BCE e]a OPraHU3alllu;

B) IPUMEPHBIN CIIUCOK €], HCOOXOIUMBIX K 3aBEICHHUIO B OPraHU3aLuHY;
T') TOKYMEHTBI, OTHOCSIIINECS K OHOW Tpobiieme.

12. ApxuBHOE XpaHEHHUE IOKYyMEHTOB HEOOX0IMMO:

a) JJ1s1 IOBTOPHOTO UCTIONIBb30BAHUS IOKYMEHTOB;

0) JUIs OTYETHOCTH MEPE] BBIMIECTOSMUMYI OPraHU3aUsIMHU;
B) Ha CIyYail NPONaky JOKYMEHTa B OPraHHU3alUy;

I') Ha CiIydail ynpa3gHeHUs OpraHu3aluy.

13. Opranu3anyoHHas rpynmna JOKyMEHTOB

a) ycTaB, MOJIOKEHHUE, IPaBUIIa, HHCTPYKLUS;

0) ycTaB, OJIO’)KEHUE, TUTaH, HHCTPYKITHS,

B) YCTaB, OTYET, MPaBUJIa, HHCTPYKLIUS;

I) yCTaB, NOJ0XKEHUE, NPABUIIA, HHCTPYKLUS, PETJIAMEHT.

14. PacriopsinurensHast rpynmna JOKYMEHTOB:

a) IOCTaHOBJICHUE, PACIIOPSKEHUE, PEIICHHUE, IIPUKa3, YKa3aHHUE;

0) yKas3, IOCTaHOBIICHNE, PACTIOPSDKEHNE, IPUKA3, YKA3AHUE

B) yKa3, IOCTAaHOBJICHUE, PACHIOPSKEHUE, PELLICHNE, [IPUKa3, YKa3aHUe
T') yKa3, IOCTaHOBJIEHHE, pacIIOPsDKEHUE, pellieHue, TpHUKa3s.

15. CrpaBouHO-HHGOPMAIIMOHHAS TPy TOKYMEHTOB.

a) NOoKJIagHas 3aIucKa, akT, MPOTOKOI;

0) moroBop, ciyxeOHas 3aMucKa, HHCTPYKIIHS;
B) CIIpaBKa, yKa3aHUE, 3asBJICHHUE;
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I) TenerpaMma, TeaeoHOrpamMMa, yKasaHue.

16. IIpaBma odopmireHnst peKkBU3UTOB, oTpaxkeHHbIe B [[OCT P 2016 T.
a) HOCAT 00s3aTeabHbBIN XapaKTep;

0) HOCSIT peKOMEHJATENbHBIN XapaKTep;

B) HOCSIT TUPEKTHUBHEIN XapakTep;

T') HOCSIT peKOMEHAATEIbHO-0053aTeIbHBINA XapaKTep;

17. Opranuzanus ciayx6oii JJOY Tekyiiero XxpaHeHus JOKyMEHTOB.
a) OHO OCYIIECTBIISIETCS B OTHOIIIEHUH MCTIOJHEHHBIX JOKYMEHTOB
0) OHO OCYIIIECTBISETCS B OTHOIIICHUH HEUCIIOJTHEHHBIX TOKyMEHTOB
B) OHO OCYIIECTBISETCS B OTHONIEHUN JOKYMEHTOB HA KOHTPOJIE

') OHO OCYILECTBIISIETCS! B OTHOILICHUN IPOCPOUEHHBIX JOKYMEHTOB

18. Ilpuka3 - OCHOBHOM pacHOpsIAUTENbHBIN JOKYMEHT B OpraHU3aluy. BUABI IPUKA30B!
a) [0 JINYHOMY COCTaBy, OIIEPATUBHON AEATEILHOCTH;

0) 110 INYHOMY COCTaBY, XO3SIMCTBEHHOW NEATEILHOCTH;

B) KaapOBBIE, MO TEKYIIEH NesSTeTbHOCTH;

T') TIO JINYHOMY COCTaBYy, OOILEH JesITeNbHOCTH;

19. TekcT akTa COCTOUT U3:

a) 000CHOBBIBAIOIIEH, KOHCTATUPYIOIIEH, pEKOMEH Y OISl YacTH;
0) BBOAHOMH, (pakTHUECKOW, PEKOMEHAYIOIEH YacTH;

B) BBOJIHOM, KOHCTATUPYIONIEH, NTOTOBOM YacTH;

T') BBOJHOM, KOHCTaTHpYIOLel, peKOMEHIYIOIEH yacTu;

20. JoxmagHast 1 ciry>keOHast 3aIMCKH:
a) B 3HAUMTEIHHON CTENeHN WACHTHUYHBI 10 O(OPMIICHUIO U COJICPKAHUIO;
0) IpOTUBOIIOCTaBIEHBI 10 OOPMIICHHIO U COJIEPKAHUIO;

B) 110 O[I)OQMJ'ICHI/IIO COBMAAAIOT, 11O COJMCPIKAHUIO MPOTUBOIOCTABJICHBI,

T') HICHTUYIHBI TI0 COACPIKAHUIO, PA3IMIAIOTCS 110 OOPMIICHHIO;

21. TpeboBaHus K 0QOPMICHUIO OOBSICHUTEIFHOMN 3aIUCKH:
a) COCTABIIETCS OT IEPBOTO JINIIA

0) cocTaBisIETCS OT TPETHETO JIUTIA,;

B) COCTaBJIICTCS OT IPYIIIBI JIHIL;

T') COCTaBIISICTCS] OT HAPYIIUTEIS TUCIUTITHHBL.

22. TpeboBanus K 0hOPMIICHHUIO TOCTAHOBJICHUSI.

a) COJICPKUT KOHCTATHUPYIOIIYIO U PACTIOPSIUTENHHYIO YACTH;

0) conepKUT 0O0OCHOBBIBAIONIYIO, KOHCTATUPYIONIYIO M PACTIOPSIIUTEIbHYIO YACTH;
B) COACPKHT PA3bICHUTEIIbHYI0, KOHCTATHPYIOIIYIO U PACIIOPSIUTEIBHYIO YacTH;
T') COJICP>KUT 0OOCHOBBIBAIOIIYI0, KOHTPOJIUPYIOIIYIO M PACTIOPSIIUTEIEHY IO YaCTH,

23. TpeGoBaHust K 0OPMIICHHIO HHPOPMAIIMOHHO - aHATUTUYECKOHN 3aIMCKH.

a) HOCUT PEKOMEHATEIbHBIN, HAYYHO-UCCIICAOBATEIbCKUHN, TOSICHSIOMINI XapaKTep;

0) HOCUT PEeKOMEHIATENbHBIN, MOSCHIIOMNN XapaKTep:;

B) HOCUT PEKOMEHJaTeIbHBIN, NCCIIEeI0BATEIbCKIUI, MOSICHAIOMINI XapaKkTep;

T') UCTIONIb3YETCS I Tiepeiau HeoOX0AuMOi HH(OpMAIMK B LESIX pa3pelIeH s MpoOIeMBbl.

24. TpeboBaHusA K 0(OPMIICHHUIO TTPOTOKOJIA:

a) 4aCTH TEKCTa: BBOJHASI(CITYIIANH - BBICTYIHIN-PELINIIN), OCHOBHAS ;

0) "YacTH TEKCTa: MOBECTKA JIHS, OCHOBHAS (CIYIIIATH-BBICTYTHIH-PEIIIIIH);
B) YaCTH TE€KCTa: BBOJHAS, [IOBECTKA JIHS, CBEICHHUS O IPUCYTCTBYIOIINX ;
) 9aCTH TEKCTA: BBOJIHAS, OCHOBHASA (CAVINATN-BBICTYITAIN-PEIIIIN).

25. TpeboBaHus K 0POPMIIEHHUIO IOTOBOpPA!
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a) 00s13aTeILHOE KOJIMYECTBO YYaCTHUKOB CTOPOH — JIBa;
0) 00s13aTeThbHOE KOTMIECTBO SK3EMILISPOB — JIBA;
B) 00s13aTeNIbHOE YKa3aHUE OTCHUIOK K 3aKoHaMm Pd;

r) 00s13aTeNEHOE O!IQOQMHGHI/IC PEKBU3UTHOI'O MUHHUMYMa A0TOBOPA.

26. AuHyIMpoBaHUE TOKyMEHTA:

a) pacrpocTpaHseTcs Ha OyayIue MOCIeACTBHS TOKyMEHTA,

0) pacrpocTpaHsSeTCs Ha YK€ HACTYIHBIIUE ITOCIEACTBHS JOKYMEHTA,

B) pacupocTpaHseTcs Ha Oyayliye ¥ YK€ HAaCTYIUBIINE NOCIEJICTBUS IOKYMEHTA;

T') pacTIpoCTpaHsAETCs Ha MOTEHIIMAIbHBIE TIOCIEICTBUS TOKYMEHTA;

IkaJja oneHUBaHUA

YcrHblii onpoc

VYpoBeHb 3HAHW, YMEHMH ¥ HaBBIKOB OOy4Yalollerocs NpU YCTHOM OTBETE€ BO BpeMs
MIPOBEJICHUS TEKYILIEro KOHTpoJis onpexaensercs Oamiamu B auanazone 0-100 %. Kpurepusmu

OLCHUBAHUA IIPpU HOPOBCACHUHU YCTHOTO OIIpOoCa ABJACTCA ACMOHCTpAalUsA

TEOPECTUUCCKUX HOJIO)I(eHI/II;'I, B paMKax OCBamBaeMoi KOMIICTCHIIMK, YMCHUC IIPUMCHIATH

IMOJIYYCHHBIC 3HAHUSA Ha MPAKTUKC,

I/IH(l)OpMaI_II/II/I B o0JiacTu AOKYMEHTAIIUOHHOI'O obecneyeHus.

HpI/I OLICHUBAHUU PE3YJIbTATOB YCTHOI'O OIIPpOCA UCIIOJIB3YCTCs CICAYIOIIAsA MKajJIa OICHOK:

100% - 90%

VYuyaiuiicst 1eMOHCTPUPYET COBEPIIEHHOE 3HAHNE OCHOBHBIX TEOPETUUECKHX MTOJI0KEHHM, B
paMKax 0CBaMBacMOM KOMIICTCHIIMH, yMEET MIPHMEHSTH MOy ICHHBIC 3HAHUS Ha TIPaKTHKE,
BJIaJICCT HABBIKAMH aHAIN3a U CHCTEMATH3AIMH MHPOPMAIMH B 00JaCTH TOKYMEHTAIHOHHOTO
obecneuenus cucteMel TMY

89% - 75%

VYyammiicss AEeMOHCTPUPYET 3HaHUE OOIBIICH YaCTH OCHOBHBIX TEOPETHUYCCKIX ITOJIOKECHUM, B
paMKax OCBaMBaeMOI KOMIIETEHLUHU, YMEET IPUMEHSATh NOJTYUYEHHbIEC 3HaHUS HA PAKTUKE B
OTJENBHBIX chepax npodheCCHOHATBLHOMN NeATSILHOCTH, BIaJICeT OCHOBHBIMH HABBIKAMU
aHaIIN3a ¥ CUCTEMAaTH3alUy UHPOPMAITUH B 00TaCTH TOKYMCHTAIMOHHOT'O 00CCIICYCHUS
cucrtemel IMY

74% - 60%

VYyamuiicss AeMOHCTPUPYET AOCTATOYHOE 3HAHNWE OCHOBHBIX TEOPETUYECKUX MOJIOKESHUI, B
paMKax ocBaMBaeMOU KOMIIETEHIIUU, YMEET UCIOIb30BaTh MOJTYYSHHBIE 3HAHUS JIJIST PEIICHUSI
OCHOBHBIX MMPAKTHYECKHX 3371a4 B OTACIBHBIX cepax mpodeccHOHATBHON NeATeTbHOCTH,
YaCTHUYHO BJIAJICCT OCHOBHBIMHU HAaBbIKAMU aHAJIM3a M CHCTEMAaTH3aluH HH(DOpMAIHK B 001aCTH
JIOKYMEHTAIMOHHOTO o0ecriedeHus cucteMsl [ MY

menee 60%

VYyammiicss JEeMOHCTPUPYET OTCYTCTBUE 3HAHUS OCHOBHBIX TEOPETHUCCKUX ITOJIOKECHUM, B
paMKax ocBaMBaeMOil KOMIIETEHITNH, HE YMEET IIPUMEHATH TOTy9IeHHBIE 3HAHUS Ha MPaKTHKE,
HE BIIQJICCT HABBIKAMH aHATN3a M CUCTEMAaTH3aluH HHPOPMAIIH B 001aCTH
JIOKYMEHTAIMOHHOTO o0ecriedeHus cucteMsl [ MY

TecTupoBanme

YpoBeHb 3HaHUM, YMEHH W HAaBBIKOB OOYyYalOIIErocsi MpU YCTHOM OTBETE€ BO BpeMs
MIPOBEACHUS TEKYIIETO KOHTPOJIs onpenensercs Oamnamu B quanazone 0-100 %. Kpurepuem
OLICHUBAHUS [IPU IPOBEICHUH TECTUPOBAHUS, SBIIAETCS KOJMYECTBO BEPHBIX OTBETOB, KOTOPHIE
JlaJ CTyACHT Ha BOMpOCHI TecTa. [Ipu pacuere konmdecTBa 0aioB, MOTYYEHHBIX CTYACHTOM IO
UTOTaM TECTUPOBAHUS, UCTIONB3YETCs cleayromas ¢popmyna:
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rac b — xonnuecTBO 63.J'IJ'IOB, MOJIYYCHHBIX CTYJACHTOM I10 UTOT'aM TCCTUPOBAHUS
B — xoauuecTBO BCPHBIX OTBCTOB, JaHHBIX CTYJICHTOM Ha BOIIPOCHI TECTA,

O — o0u1ee KOJIMYECTBO BOIIPOCOB B TECTE.

IIpoBepka keiica

YpoBeHb 3HaHUWI, yMEHHMI U HaBBIKOB OOydYalomlerocsi MpU TMPOBEpKe Keiica BO BpeMs
MPOBEACHUS TEKYIIEro KOHTPOJs ompenensercss Oamamu B auamnazone 0-100 %. Kpurepusmu
OLICHWBAaHWS TIPH TMPOBEpPKE Keiica SBISETCS JEMOHCTpAIMsl OCHOBHBIX TEOPETUYECKUX
MOJIO’KEHUH, B pAMKax OCBaWBa€MOW KOMIETEHIINH.

ITpu ouleHMBaHUM PE3yNbTATOB PELICHUS Kelica UCIOIb3YETCs CIEAYIONIas IKala OLEHOK:

100% - 90% | Ydamuiicst 1eMOHCTPUPYET COBEPILIEHHOE 3HAHHE OCHOBHBIX TEOPETUUECKUX MOJIOKEHUH,
MPaKTUYCCKUX U aHAJTTUTUYCCKNX HABBIKOB B paMKax ocCBauBaeMoH KOMIICTCHIINU.

89% - 75% | Yuammiicst IeMOHCTPUPYET 3HAHKUE OOJBIIEH YaCTH OCHOBHBIX TEOPETHUECKHUX TOJIOKEHUH,
MPAKTUYCCKUX U AaHATUTUYCCKUX HABBIKOB B PAMKAX OCBAMBAEMOW KOMITCTCHIIHY.

74% - 60% | Yuamuiicss AeMOHCTPUPYET AOCTATOYHOE 3HAHUE OCHOBHBIX TEOPETUUYECKUX MOJIOKEHUH,
MPAKTUYECKUX M aHATUTUYCCKUX HABBIKOB B PAMKaX OCBAMBAEMOW KOMITCTCHIIHH.

MeHee 60% | Yuammiics JEMOHCTPUPYET OTCYTCTBUE 3HAHUS OCHOBHBIX TE€OPETUUECKUX MOJIOKEHUH,
MPAKTUYCCKUX M aHATUTUYCCKUX HABBIKOB B PAMKAX OCBAMBAaEMOW KOMITCTCHIIHH.

Pemenue 3agau

VYpoBeHb 3HaHUM, yMEHUIl M HaBBIKOB OOydYalomlerocsi Mpu peUuIeHUH 3ajjad BO BpeMs
NIPOBE/ICHUS TEKYIEro KOHTPOJs ompenensercs Oamnamu B auanazone 0-100 %. Kpurepuem
OLICHMBAHUS NPU PELICHUH 3aj1ad, SBJSETCS KOJUYECTBO BEPHO pEIIeHHBIX 3adad. [Ipu pacuere
KoJInyecTBa OaljioB, IOJIyYEHHBIX CTYACHTOM IO MTOTaM pelieHHs 3ajady, HCHOJIb3YeTCs
cnenytromas Gopmyna:

)
rae b — konudecTBO 6aMIOB, TOMYYEHHBIX CTYACHTOM T0 UTOTaM pelIeHHs 3a/1ay;
B — konm4ecTBO BEpHO PEILICHHBIX 33/a4;
O — o011ee KOJIMYECTBO 3a/1a4.

Pemenne cuTtyanluoOHHOM 3agaun

VYpoBeHb 3HaHUM, YMEHHH W HAaBBIKOB OOYyYalOLIErocs MpPU BBINOJIHEHWU CUTYallMOHHOMN
3aJjaud BO BpeMs IPOBEACHUS TEKYIIEro KOHTPOJIs onpeaensercs Oamnamu B auanazone 0-
100 %. Kpurtepusmu orileHMBaHUSI SIBIISIETCS cOOp U 0000111eHue HEOOX0AUMOM HHPOPpMAIIH,
MPaBUJIBHOE BHITIOJHEHNE HEOOXOAMMBIX PACYETOB, JOCTOBEPHOCTh U 0OOCHOBAHHOCTH
BBIBOJIOB.

HpI/I OLCHUBAHNU PE3YJIbTATOB PCUHICHUA CHTyaHHOHHOﬁ 3aaa4u UCIIOJIB3YCTCA CIICAYyrolas
IKaJjia OICHOK:

100% - 90% | Yuammiicst IEMOHCTPHPYET COBEPIICHHOE 3HAHNE OCHOBHBIX TEOPETHUYECKUX TOIOKCHNH,
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yMeeT coouparth 1 000011aTh HEOOXOAUMYI0 HH(OPMAILHIO, TIPABUIIBHO OCYLIECTBIISIET PACUETHI,
JeraeT 000CHOBaHHBIE BBIBOMBI

89% - 75%

Yyammiicss AEMOHCTPHUPYET 3HAHKE OOJBIIEH YaCTH OCHOBHBIX TEOPETHIECKUX MOJIOKCHUH,
MOJKeT coOpaTh OOJIBIIYIO YaCTh HEOOXOANMON MH(POPMAIUH, PACCUNTHIBACT HEOOXOANMBIE
MIOKa3aTeNH, IeJIaeT BHIBOBI, JOIYCKast IPH 3TOM HE3HAYUTEIIbHbIE OLINOKH

74% - 60%

VYyammiics IeMOHCTPUPYET 3HaHUE HEKOTOPOW YacTH OCHOBHBIX TEOPETHYECKHX MOJIOKEHHH,
MOJKET coOpaTh HEKOTOPYIO YacTh HEOOXOANMMOM HHPOPMALINH, PACCIUTHIBACT HEOOXOIMMEIC
MIOKa3aTelH, IeJIaeT BHIBOIBI, OMYCKast PH 3TOM OIIHOKH

Mmenee 60%

yanHHP'ICH JACMOHCTPUPYCT OTCYTCTBUC 3HAHNUA OCHOBHBIX TCOPECTUICCKUX HOJIO)I(GHI/Iﬁ, yMeHI/Iﬁ
1 HABBIKOB B paMKax ocBamBaeMoOi KOMIICTCHIIMH.

5. Onenounbie MarTrepuaJbl l'lpOMe)RyTO'lHOﬁ aTTeCTAalluM 10 TMCHUIIJINHE

5.1. MeToabl npoBeeHHUs IK3aMeHAa

3auyeT NPOBOAUTCS ¢ NPUMEHEHUEM CJIEAYIOIMX MEeTOA0B: METO] YCTHOTO OIIpoca Io
BOIPOCAM M3 MEPEeyHs MPUMEPHBIX BOIPOCOB M3 I1.5.2.

5.2. OueHo4Hble MaTepUAJIbI IPOMEKYTOYHON ATTECTAllUH

Kommnonent [IpomexyTOUHBIH / KITFOYEBOH HHIUKATOP Kpurepuii onieHnBanust
KOMITETEHIIUU OLICHUBAaHUS
OIIK-7.2. - XapakTepuzyeT BHIbI M  KaTErOpuu | - OOBSCHSET OCHOBHBIC DJIEMEHTHI
OpraHU3aMOHHO-PACIOPAAUTEIBHBIX JIOKyMEHTa
CrOoCOGHOCTD MPUMEHSATD | TOKyMEHTOB B CHCTEME TOCYIAPCTBEHHOM M | - MpUMEHSET Ha MIPaKTUKE
3HaHHs OCHOB MYHULUAIbHON BIACTH; JIEHCTBYIOIINE B obnactu
ACJIONPOU3BOACTBA B LEIIAX JCJIONPOU3BOJCTBA HOPMATHUBHBIC
OCYILECTBIICHU MIPABOBBIC aKThI
BHYTPHOPTaHU3AMNOHHEIX | - onpemensieT BHJIBI JIOKYMEHTOB | -  OTIpeIeNseT BHJIBI
1 MCKBEIOMCTBEHHBIX | rocynapcTBEHHOTO — YPOBHSL M YPOBHS | TOCYIApCTBEHHBIX u

KOMMYHHKaIUH,
OCYUIECTBIISATh
lIOKyMeHTaL[I/IOHHOG
obecrnieueHue
B3aUMOJICHCTBUS OPraHOB
BJIACTH C TPakIaHAMH,
oOecrieynBaTh XpaHCHUE
JIOKYMCHTOB B
rOCy/apCTBEHHOM U
MYHUITUATEHOM
YIIpaBJIEHUA

MECTHOI'0 CaMOYIIpaBJICHHA, UX PCKBU3UTHI U
0COOEHHOCTH COCTaBJICHUA, maccmbnunpye’r

KaTeropuu JIOKyMEHTALIH; BBLJIENIAET
0COOEHHOCTH (YHKIIMOHMPOBaHUS
JIOKYMEHTOB u COBPEMEHHOI'O

JOKyMEHTO000pOTa B OpraHax BIACTH

MYHUIMIAJIbHBIX JOKYMCHTOB U
HalpaBJICHUA UX UCIIOJIb30BAHMSA;

- XapakTepu3yer u
kaaccuuimpyer PEKBH3HUTHI
JIOKyMEHTa;

- YCTaHaBIMBAaeT  OCOOCHHOCTH

(YHKIMOHHPOBAHUSI COBPEMEHHOTO
JIOKyMeHT0000poTa B IMY

- aHaJIU3HpYyeT n CHCTeMaTHU3upyeT
pa3nuyHbIe BUABI JOKYMEHTOB, BBIAEISET HX
PEKBHM3UTHI, COCTaBISIET M pa3padaTbiBaeT
JOKYMEHTAIHI0, BEIET JENONPOU3BOACTBO
[IPU peleHuH NpodecCHoHaIbHBIX 3a1a4

- aHANM3UpYeT u
CUCTEMaTU3UPYET JIOKYMEHTHI,
3HAaeT MOKa3aTelld pacIlpeneaeHus
HX I10 YPOBHSAM BJIACTH,
- BeleT JAETONPOU3BOJICTBO B
cucreme opranos MY

TunoBbIe OLIEHOYHbIE cpeacrea l'[pOMe)RyTO'lHOﬁ aTTeCTallumn

BOl'[pOC]:I K 3a4€Ty 110 JUCHUIIJINHE
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b1.0.21 «/lokyMeHTaImoHHOE o0ecTiedeHre U JICIONPOU3BOICTBO B TOCYIaPCTBEHHOM U
MYHHIIUIIAIBHOM yTPaBICHUI»

Hcropus pa3Butus aenonpousBosacTsa B Poccun

[IpoGaemsr pocTa JOKYMEHTOO00OpOTA

Crioco6b! paroHaIn3aul JOKYMEHT0000poTa.

I'CAOY. VYCOPH. VYaudwuxarmus, dopManuzamnms, CTaHIapTHU3aANUS JTOKyMEHTa

Opranu3zalimoHHas rpymnmna J0OKyMeHTOB.

PacniopsinuTenpHas rpymnmna JOKyMEHTOB.

CrnpaBoyHO-MH(POPMAIIOHHAS TPYTINa JOKYMEHTOB.

[TpaBuna opopmieHust JOKYMEHTOB. PEKBU3UTHBIN COCTAB IOKyMEHTA.

Opranuzanus cinyx0sr 10Y

9. TexHOMOrMM pEerucTpanyu T0KyMEHTOB.

10. TexHOMOrMM KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB

11. Opraamzarus ciayx6o0it JJOY Texymiero XxpaHeHus TOKYMEHTOB.

12. ApxuBHOE XpaHEHUE JOKYMEHTOB

13. OcobeHHOCTH TEKCTa JOKYMEHTa

14. Jlornueckue OCHOBBI pEIaKTUPOBAHUS JOKYMEHTA

15. JINHrBUCTUYECKHE OCHOBBI PEJaKTUPOBAHUS JOKYMEHTA

16. UnpopManlMoHHbIH aHANIN3 JOKYMEHTA

17. Cioco6s1 yHU(DUKAITUN TEKCTa JOKYMEHTA

18. Ilpukas - OCHOBHOM pacHopsAUTENbHbIN JOKYMEHT B OpraHU3aluH

19. TpeOoBaHMsI K pEKBU3UTHOMY COCTaBYy TOKYMEHTA

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

21. TpeboBaHus K OPOPMIICHHIO AKTA.

22. TpeGoBaHnus kK 0popMIIEHUIO IPUKA3a.

23. TpeboBaHHs K O(OPMIICHHUIO PACTIOPSKEHUSI.

24. TpeGoBanus K 0hOPMIICHHUIO TEIC(POHOTPAMMBI.

25. TpeboBaHus K OOPMIICHUIO TUIaHA.

26. TpeGoBanus K 0HOPMIICHHIO OTYETA.

27. TpeboBaHus K 0POPMIICHHIO 3asiBICHUS

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

29. TpeboBaHus K OPOPMIICHUIO TPOTOKOIIA

30. TpeboBanus Kk 0OPMIIEHUIO TOTOBOPA

31. CnyxeOHas epenucka

32. Homenknarypa nen

b

O N

Ixkana oueHNBaHUA

YpoBeHb 3HAHWA, YMEHHA ¥ HaBBIKOB OOYYaIOIIErocs NpU YCTHOM OTBETE BO BpeMs
MPOMEXKYTOYHOM  arrecTammu  ompezensercs oneHkamu  «Otmuaao» /  «Xopomioy/
«YnosierBoputensHO»/ «HeynoBnerBopurenbHo». KpurepusmMu oOleHHBaHMS Ha 3adeTre C
OIICHKOW SIBIISICTCSl JICMOHCTpAIlMsi OCHOBHBIX TEOPETHUYECKHX IMOJIOKCHUH, B paMKax
OCBaWBaeMON KOMIETEHIIUH, YMEHHE TIPUMEHSTh IOJy4YCHHBIC 3HAHUS HA MPAKTHKE, OBIIAJICHUC
HABBIKAMU aHANIN3a U CUCTeMAaTH3aluy HHGOpMaIuu B 001acT (PUHAHCOB.

Tt e, GopMol POMEKYTOUHOM aTTECTAIIMA KOTOPBIX SBJSETCS 3a4eT C OIEHKOM,
MIPUHSATHI CIETYIOIINE COOTBETCTBHUSL:

- 90-100% - «oTiuHO» (5);
- 75-89% - «xopomio» (4);
- 60-74% - «ynoBnerBoputTenbHOY (3);
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- meHee 60% - «HeyIOBIETBOPUTETHHOY (2).

[Ipu oneHMBaHUM PE3yJIHTATOB YCTHOTO OIPOCA UCIIONb3YETCs CIIEIyIOIIast Kajga OLEHOK:

OTanbl KOMIETEHIMH, IPEIYCMOTPEHHBIE 00Pa30BaTEIbHOI NPOrPaMMON,
100% - 90% c(hopMHIpPOBaHKI HA BEICOKOM ypoBHe. CBOOOHOE Bila/IeHHE MaTEPHAIOM, BHISIBICHNE
o 7ue MEKIPEIMETHBIX CBSI3el. Y BEpEHHOE BIIa/ICHHUE TIOHATHHHBIM aIllapaToM

JUCHUITIINHEL. HpaKTI/I‘ICCKI/IC HaBbIKHU HpO(l)eCCPIOHaJ'H:HOﬁ JACATCIbHOCTHU

(oTIIM4HO)
chopMHPOBaHbI Ha BRICOKOM ypoBHE. CITIOCOOHOCTH K CAMOCTOSITCIIBHOMY
HECTAaHJAPTHOMY PELICHUIO IPAKTUYECKUX 3a1a4
Oransl KOMIIETSHIIUH, IPEIYCMOTPEHHBIE 00pa30BaTeIbHOM IPOrpaMMoii,
89% - 75% c(OpMHUpPOBaHBI 10CTaTOYHO. JeTaabHOE BOCIIPON3BEIeHHE YUeOHOr0 MaTepHara.
[IpakTryeckre HaBBIKA MPOPECCHOHANBHON eI TETHHOCTH B 3HAYUTEIHHOIM Mepe
(xoporo) chopmupoBansl. [IpuCyTCTBYIOT HABBIKH CAMOCTOSITENBHOTO PEIICHNUS TPAKTHYECKUX
3a/1a4 C OTAENbHBIMU AJIEMEHTaMH TBOPYECTBA.
OTarnel KOMIETEHINH, TIPELyCMOTPEHHbBIE 00pa30BaTENbHON IPOrPaAMMOH,
74% - 60% c(opMHUpPOBaHBI HA MUHIMAJIFHOM ypoBHE. Haimiure MUHUMAaIbHO JOITyCTHMOTO
YPOBHS B yCBOCHUH y4eOHOTO MaTeprala, B T.4. B CAMOCTOSITEIbHOM PEIICHUH
(yZ10BIIETBOPHUTEIIBHO) NpakTHYecKuX 3a1ad. [IpakTuueckre HaBbIKM NPo(ecCHOHABHOM eI TeIbHOCTH

c(OpMHUPOBaHBI HE B MTOJIHOM Mepe.

DTankl KOMIIETCHIINH, IPCAYCMOTPCHHBIC O6pa30BaTeJ’ILHOI71 nporpaMMoﬁ, HC

60% copmupoBanbl. HeocTaTouHblii ypoBeHb YCBOSHHS TIOHSITUIHOTO arnmapara 1
MeHee 60%

Hanmmure pparMeHTapHbBIX 3HAHUH 10 aucuuIuinae. OTCyTCTBHE MUHIMAJIBHO
(HeyJOBJIETBOPUTEIIHHO)

A0IMyCTUMOTO YPOBHS B CAMOCTOSATECIIBHOM PEIICHUN ITPAKTUYICCKUX 3a1a4.
HpaKTPI‘leCKI/IC HaBbIKHU HpO(beCCHOHaHBHOﬁ JACATCIBbHOCTU HC C(bOpMPIpOBaHI)I.

6. Metonuueckue MarTrepHaJbl 110 0CBOCHUIO JUCHHUIIIMHBI

MeToauueckue peKOMEHIANNH 10 HANTUCAHUIO pedepaToB

Pedepar sBnseTcs MHAUBUAYATBHONW CaMOCTOSITEIbHO BBIMOJIHEHHON paboToil CcTyeHTa.
Temy pedepara cTyAeHT BbIOMpaeT M3 MEpPedHs TEM, PEKOMEHIYEMBIX IpernojaBaTelieMm,
BEIYIIMM COOTBETCTBYIOLIYIO JHCLUUIUIMHY. PedepaT 1nomKeH coiepkaTh —Cleayrolue
CTpYKTypHbIE 3sieMeHThl: TutynpHblii Jauct Copepxanue Bsenenue OcHOBHasi 4YacTb
3akmoyenne Crnucok mjureparypsl I[Ipunokenust (mpu HeobGxoaumoctu). TpeOGoBaHus K
odopmiienuto pedeparon: mpudt — 14, nonst — no 2 cm, unrepsai — 1, o0bem — He MeHee 10
CcTp.

PexomeHnaanum no nJIaHUPOBAHUIO U OPTAaHU3ALMU BpeMeHH, He00X0IMMOIo HA U3y4eHue

JTUCIHHUILIHHDI
CTpyKTypa BpeMeHH, He00X0IUMOr0 Ha U3y4YeHHe JUCHMIIIIHHbI
Popma H3yueHHUS TUCIUTLIHHBI Bpewms, 3atpaunBaeMoe Ha H3y4EHHE AUCIUILINHEL, %o
Wzydenne nuteparypsl, peKOMEHIOBAaHHOH B YIeOHOM 40
porpamMe
Pemenue 3ama4, NpakTHUECKUX yNPaKHEHUN U 40
CUTYalLMOHHBIX IPUMEPOB
W3ydenne TeM, BBIHOCUMBIX Ha CAMOCTOSITEIIbHOE 20
paccMOTpeHHe
Htoro 100
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MeTtoau4eckue peKOMEeHAAlMHU 110 MOAT0TOBKE K NPAKTHYECKOMY (CEeMHHAPCKOMY)
3aHATHIO

OCHOBHOM IIEJTBIO MPAKTUYECKOTO (CEMUHAPCKOT0) 3aHITHS SIBJISICTCS ITPOBEPKA TTYOHHBI
MOHMMAHUS CTYJICHTOM H3y4aeMOW TEMBbI, y4eOHOr0o MaTepuajga M YMEHUS H3JIO0XKHUTh €ro
COJICP)KaHUE SICHBIM M YETKHM SI3BIKOM, PAa3BHTHE CAMOCTOSITECILHOTO MBIIIJICHHUS U TBOPYESCKOU
aKTUBHOCTH y CTYJEHTa, yMCHHS pellaTh MpaKTUYecKue 3anadn. Ha mpakTudeckux
(ceMHHApCKUX) 3aHATHAX IMPEIIoJiaracTcs paccMaTpHBaTh HanOOJee Ba)KHBbIC, CYIICCTBEHHBIEC,
CIIO)KHBIE BOTPOCHl KOTOpBIC, HaWOoliee TPYAHO YCBAaWUBAIOTCSA CTyneHTamu. llpu sTom
TOTOBUTHCS K MPAKTHYCCKOMY (CEMHUHAPCKOMY) 3aHSATHIO BCETJa HY)KHO 3apaHee. [loaroroBka k
MPAKTHYECKOMY (CEMUHAPCKOMY ) 3aHSTHIO BKJIFOYAET B CeOsI CleayolIee:

- 00s513aTeIIPHOE 03HAKOMJICHHE ¢ BOIIPOCAMHU JIJIsl YCTHOTO OIpoca,

- M3YYCHHE KOHCIIEKTOB JIEKIIUH, COOTBETCTBYIONIMX pa3/eiioB y4eOHWKaA, Y4eOHOTO
OCOOMS, COIePIKAHMS PEKOMECHIOBAaHHBIX HOPMATHBHBIX IMPABOBBIX aKTOB;

- paboTa ¢ OCHOBHBIMU Te€pPMUHAMH (PEKOMEHTyEeTCS UX BBIYUHTH);

- W3ydYeHHUE JOIOJIHUTEIBHON JMTEepaTyphl IO TEeMe 3aHATHs, Jejias IPH ITOM
HEOOXOIUMBIC BBITICKHU, KOTOPBIE MIOHAT00STCS PU OOCYKIACHUH HA CEMUHAPE;

- (opMyJIUPOBAHHE CBOCTO MHCHHS IO KaXKIOMY BOIPOCY W apryMEHTHPOBAHHOE €ro
000CHOBaHUE;

- 3allMCh BO3HHKIIHX BO BPEMS CaMOCTOSITEILHOW pabOTHI ¢ y4YeOHHMKAMH W HAy4HOM
JTUTEPaATYpPhI BOIIPOCOB, YTOOBI 3aT€M Ha CEMUHAPE TIOTYYUTh HA HUX OTBETHI,

- oOpalleHHe 32 KOHCYJIbTAIIUCH K TPEeIo1aBaTelio.

PexomMeHgaluM 10 U3yYeHHIO METOAUYECKUX MATEPHAJIOB

Meroanueckue Marepuanbl MO JUCHUIUIMHE TO3BOJISIOT CTYACHTY ONTHUMAaJIbHBIM
o0pa3oM OpraHu30BaTh NPOIECC U3YyUEHHS JAHHOM AUCUUIUIMHBL. MeToanyecKkue MaTepuabl Mo
JTUCHUILTAHE TPU3BaHBl MMOMOYb CTYACHTY TOHSATH CHENU(UKY H3y4aeMOro Marepuaia, a B
KOHEYHOM HUTOre€ — MaKCHMajbHO IOJIHO M KAa4eCTBEHHO €ro OCBOUTh. B mepByro ouepenb
CTYJIGHT JIOJDKEH OCO3HATh IPEJIHAa3HAYCHHE METOAMYECKHX MaTEPHaJIOB: CTPYKTYpY, LEIU U
3amaun. JlJis 3TOro OH 3HAKOMHTCS C MpeaMOyJIoW, OIVIaBIEHHEM METOJIWYECKUX MaTepuasosB,
rOBOpsl HMHAye, OCYIIECTBISET IEPBUYHOE 3HAKOMCTBO C HUM. B pasnene, MOCBAILIEHHOM
METOJIMYECKUM PEKOMEHJAIUSM [0 HW3YYCHHIO JUCIHUIUIMHBL, TMPUBOASTCS COBETHI 11O
IJIAHUPOBAHUIO U OPTaHU3AIMU HEOOXOIUMOTO ISl U3YUYCHUS TUCHUILIMHBI BPEMEHU, OMTMCaHUE
MOCNEAOBATEIbHOCTH  JCUCTBUH  CTyJeHTa  («CLEHapuil  M3y4YeHHs  JUCUUIUIMHBDY),
PEKOMEHIAIMYU 10 padoTe ¢ JUTEePaTypPOd, COBETHI MO MOJATOTOBKE K IK3aMEHY M Pa3bsCHEHUS
[0 TMOBOXY pabOThl C TECTOBOM CHUCTEMOW Kypca W HaJa AOMAallHUMH 3alaHusiMu. B menom
JaHHBIE METOJUYECKHUE PEKOMEHIAIMK CIOCOOHBI  OOJErduTh W3yYEHUE CTyJICHTaMHU
JUCHMIUIMHBL M TOMOYb YCIEIIHO cJaThb JK3aMeH. B pasmene, coaepskamieMm yueOHO-
METOANYECKUE MaTEPHAIIbl JUCIUIUIUHBI, COJIEPKaHUE MPAKTUUECKUX 3aHATUN 110 AUCIUIUIMHE.

PexoMeHganmu 1mo caMocTosITE/IbHOM padoTe CTyIeHTOB
Ha camocrosiTenbHy 0 paboTy CTYJCHTOB 110 TUCIUIUIMHE
b1.B.05 «/lokymenranmonnoe  obecrneuenue opraHoB ['MVY»  BblHOCSTCA
CIICAYIOLINE TEMBI:

N Tema Bonpocsl, Bbinocumbie Ha CPC Ounas 3aounan
n/n ¢opma ¢opma
1 2 3 4
Tema 1 IIporuBopeuns B MoAX0Max K 0] 10
0pOpPMIICHHIO 3asIBIICHHH.
Vcropust pa3BUTHS ABTobunorpadus.
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JIETTONPOU3BOJACTBEHHON U
CEKPEeTapCKOW CITyKOBI B
Poccun [Tpobnemsr pocta
JlokyMeHTOO0O0pOTA.
OCOOEHHOCTH JOKYMEHTOB B
I'™MY.
Ircaoy. ycorua. OcobenHoctu HOArOTOBKH 0] 0]
Yuaudukanus, hopmanuzanus, | TPYAOBbIX A0TOBOPOB,
Tema 2 | crapmapTu3anus JOKyMeHTa B | COACPKalMX crierupueckue
OpraHaX BJIACTH u ycioBus. O(l)OpMJ'IeHI/IC TPYAOBOTr'O
YIpaBICHHSL. FLOTOBOPA.
Opranuzanus cinyx0er JIOY B | HononnurensHbie YCIIOBHSI 0 0]
OopraHax TOCYJapCTBEHHOH U | TPYAOBOro A0roBopa.
MYHHIIHTIATBHOMN BIACTH Ocobennocru HOJArOTOBKU
Tema 3 TPYAOBBIX JIOTOBOPOB,
COZIepIKALINX cnenuduyeckue
ycnoBus. OpopMileHHE TPYI0BOrO
JIOTOBOpA.
Tema 4 | [IpaBuna odopmiieHUs Odopmienne B TPyJOBOIl KHIKKE 10) 10)
JOKYMEHTOB 3aIuCcCu o COBMECCTHUTCIIBCTBE.
HUcnpasnenue 3anuceil B Tpy10BOM
KHHXKKE.
Tema 5 | TeXHOIOTUM PETUCTPALUU U [lpukaz o mpueme Ha paGoTy. 0 (0]
KOHTPOJISI HCTIOJTHEHHUS] Ilpukas o mepeBoje COTPyIHHKA.
JIOKYMEHTOB ITpuka3 06 yBOJNIbHEHUH.
Tema 6 | Opranuzanus paboTHI C JIOKyMEHTUPOBAHHME OT3bIBA U3 0] 0O
JIAYHBIMHA 06paI]_ICHI/I$IMI/I OTITyCKa. YueOHblit OTITYCK.
rpaXk/iaH B OpraHbl BIacTH U
yIpaBIeHHs
Tema 7 | Opranuzanus ciayx6oit JJOY OdopmieHre pactopsAUTETBHBIX 0O, C3 0O, C3
TEKYIIETrO XpaHEHUS JAOKYMEHTOB.
JnoxkymeHToB. IlocTtpoenue
HOMEHKJIATYypHI Aed. ApXHUBHOE
XpaHeHHe JOKYMEHTOB
Tema 8 | JIMHTBHCTHYECKHE Cucrema CIIPABOYHO- (0] 0]
0COOEHHOCTHU TEKCTA MH(OPMAIMOHHOH J0KYMEHTAIUH.
JTokyMeHTa Jlormaeckue
OCHOBBI PeIaKTHPOBAHUS
JIOKYMEHTa

HeorbemiembIM 371€MEHTOM Y4eOHOIrO Ipolecca SBISETCS CaMOCTOATENbHas padboTa
crynenta. Ilpu camocrosiTensHOM paboTe aOOCTUTAeTCs KOHKPETHOE YCBOEHHE Y4eOHOTO
MaTtepuaia, pa3BUBAIOTCS TEOPETUUYECKUE CIOCOOHOCTH, CTOJb BAaXKHBIE JJIsi COBPEMEHHOM
MOJATOTOBKU CMEUUATUCTOB. DOpPMBI CaAMOCTOATENBHONW pabOThl CTYACHTOB MO JAUCLUUIUIMHE:
HalMcaHNe KOHCIIEKTOB, IOATOTOBKAa OTBETOB K BONpOCAaM, HamwcaHue pedeparoB, perieHue
3aJa4, UccieaoBaTenbckas paboTa.

3amaHusg UIS CaMOCTOSATENBHOW pabOThl BKIIOYAIOT B CE0Sl KOMIUICKC AHATMTHYECKHX
3aJaHUil BBIMIOJIHEHUE, KOTOPBIX, MpEIIojiaraeT TIIATelIbHOE H3ydeHHWE HaydyHOW U y4eOHOi
JIUTCPATYpPhI, MNEPHUOANICCKUX HSI[aHI/Iﬁ, a TaKKE€ 3aKOHOAATCIbHBIX W HOPMATUBHBIX
JOKYMEHTOB TpeljaraeMeix B 1.6 «YueOHas nuTepatypa H pecypchbl HH(GOPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHOW ceTn "Unrepuer", y4e0HO-METOIMIECKOE obecrieueHue
CaMOCTOSITENTFHOM PabOTHl OOyYaroUIMXCs MO AMCLHUIUIMHE». 3afJaHusl MPEeNOCTaBIAIOTCS Ha
IIPOBEPKY B II€YaTHOM BUJE.

Pexomenpauuu mo padore ¢ aureparypoit
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[Ipu u3ydyeHum Kypca yueOHOM AMCHUIUIMHBI 0CO00€ BHUMAHHE CleqyeT OoOpaTuTh Ha
PEKOMEHIyEMYIO OCHOBHYIO U JOIMOJIHUTENBHYIO JTUTEPATYPY.
BaXHBIM 371€MEHTOM IMOJATOTOBKH K CEMUHApy SIBJSETCS IIyOOKOEe M3yuyeHHe OCHOBHOHM U

Z[OHOJIHI/ITCJII)HOf/'I JINTCPATYPHhI, peKOMeHZ[OBaHHOf/'I MO0 TEMC 3aHATHSA, 4 TAKKC MICPBONCTOUYHHUKOB.
IIpu 3TOM NOJIE3HO MPOYUTAHHYIO JINTEPATYPY 3aKOHCHEKTUPOBATh. KOHCIIEKT T0OJIKEH OTBEYATh
TpEM Tpe6OBaHI/I$[MI OBITH COACPIKATCIIbHBIM, 110 BO3MOXHOCTH KpaTKUM W IIPaBUJIBHO
0 OpMIICHHBIM.

CopnepkaTebHBIM €r0 CIIEAYeT CUUTATh B TOM CiIydae, €CIM OH ITepelacT BCe OCHOBHBIC
MBICJIIM aBTOPOB B HEJIOCTHOM BHJEC. H310XUTh TEKCT KpaTKO — D3JTO 3HA4YUT IMCPCaAaTb
COJIep)KaHWE KHWTH, CTaThH B 3HAYMTEILHOW Mepe CBOMMH cioBaMu. [Ipm »TOM cnemyer
NIPUIEPKUBATHCS TIPABUJIA - 3alMCBIBATH MBICTH aBTOpa pabOTHI JIMIIB TOCIE TOTO, KaK OHa
XOpomIo MoHATa. B Takom ciryyae mocraBieHHas nenb Oyaer nocturayTa. LlutupoBats aBTOpoB
n3y4aeMbIX padoT (C 00s3aTeIbHON CCHUIKOW Ha MCTOYHHUK) CIEAYET B T€X ClIydasx, €CJIU HaJo
3aIKCHIBATh OYEHb BAYKHOE OIPEJICIICHNE WM TOJI0KEHHE, 0000IIAt0muii BEIBO/.

Baxxno u BHeurHee opopmiieHue KOHCIeKTa. B ero Hauane Hajgo yka3aTh TeMy ceMHHapa,
JaTy ~— HamUCaHWsl,  Ha3BaHWs  JIMTEPAaTypHBIX  WCTOYHUKOB,  KOTOpble  OyAyT
3aKOHCIEKTHPOBaHbI. ['yOoKkast caMmocTosiTenbHas paboTa HaJ HUMH OOECIEUHUT YCHEIIHOe
YCBOEHHUE U3y4aeMOU NUCIUILIAHBI.

OmHMM U3 BaXHEWIIUX  CPEIACTB  CEPbE3HOr0  OBJIAJACHUA  TEOpUEH  SIBISAETCS
KOHCnEKmupoeanue nepeoucmouHuKos.

Jlis cocTaBneHHsl KOHCIIEKTa PEKOMEHYeTCsl CHauyala MpOYUTaTh paboOTy IETUKOM, YTOOBI
YSICHUTH €€ OOIIHiA CMBICT U coepkanue. [Ipu 7ToM MOXKHO cienaTh MOMETKHU O €€ CTPYKType, 00
OCHOBHBIX TOJIOKEHHUSX, BBIBOJAX, HAJ0 CTapaThCsl OTIMYATh B TEKCTE OCHOBHOE OT
BTOPOCTENEHHOT'0, BBIBOJIbI OT apTyMEHTOB M JI0KA3aTeNbCTB. ECIM €CTh HEMOHATHBIE CIIOBA, HAJIO
B SHITUKJIONICTUIECKOM CIIOBape HAWTH, YTO ATO CJIOBO 0003Ha4YaeT. 3aKOHYUB YTeHHe (Tmaparpada,
TJIaBbI, CTaThH) HAAO 3a1aTh cebe BOMPOCHI Takoro poja: B uem rmaBHas mbicib?  KakoBbl
OCHOBHBIE 3BEHbs Jl0Ka3aTenbcTBa ee? YUTo BbITEKaeT W3 yTBepkIeHWd aBtopa? Kak 310
COTJIACYETCSI C TEM, UTO YK€ 3HAE€TE O MPOYUTAHHOM U3 JPYTHX UCTOYHUKOB?

SICHOCTH M OTYETIMBOCTh BOCTIPUATHS TEKCTA 3aBUCUT OT MHOTOTO: OT COCPEIOTOUYCHHOCTH
CTYIEHTa, OT TEXHHKH YTCHHUS, OT HACTOMYMUBOCTH, OT SIPKOCTHU BOOOPAKEHUS, OT TEXHUKH
(UKCUpOBaHMS TPOYUTAHHOTO, HAKOHEI, OT OJPyIuluu — oOmen U B KOHKPETHO
paccMmatpuBaeMoii mpooieme.

Pe3ynbpTaToM mepBoHauaIbHOIO YTEHHUS JOJKEH OBITh MPOCTON miam mexkcma u uemkoe
npeocmaenienue 0 HEACHHIX Mecmax, OTMEUYeHHbIX B KHure. [locie mnpenBapuTenbHOTO
O3HAKOMJICHUS, IPU TIOBTOPHOM YTEHUU CJIENYET 6bl0eUNb OCHOBHbBIE MbICIU A6MOPA U UX
pa3BUTHE B MPOU3BEACHUHU, OOpAaTUTh BHHUMAaHHE Ha OOOCHOBAaHHE OTACIBHBIX MOJOXKEHHUH, Ha
MeToapl W (OpMBI JI0Ka3aTeNbCTBA, HambOoyee spkue MNpuMepsl. B xome 3Toi paboTHI
OKOHYATENFHO OTOHMpAaeTCs MaTepuan JUisl 3aliCH U ONpPENENsIeTCs €€ BUI: MJIAH, Me3UCH,
KoHcnekm.

[Inan »TO KpaTkuii, MociIeAOBaTENIbHBIA IMEPEYeHb OCHOBHBIX MBICIEH aBTOpa. 3amuch
MIPOYMUTAHHOTO B BHJIC TE3UCOB — 3HAYUT BBISIBUTH M 3aMHCATh OTMIOPHBIC MBICIIA TeKCTa. Pa3Hura
MEXIy IJIAaHOM M TE3UCaMH 3aKJII0YaeTcsl B CIEIYIOLIEM: B IJIaHE MBICIb Ha3bIBaeTCs (CTaBb
BCEr/la BOMpOC: O 4eM roBopurcsa?), B Tezucax — (opMmynupyercs — (4TO UMEHHO 00 3TOM
ropoputcs?). 3amnuch OMNOPHBIX MBICIEH TEKCTa BaXKHA, HO TIOJHOTO TMIPEACTABICHUS O
MPOYMTAHHOM Ha OCHOBAaHWHU MOJO0OHOM 3amKMCH HE COCTABHUIIb. Ba)XKHO OCMBICIIUTB, KaK aBTOP
JIOKa3bIBa€T CBOIO MBICIH, KaK yOEKIaeT B HCTUHHOCTH CBOMX BBHIBOJIOB. Tak BO3HHKAaeT
KoHCIieKT. dDopma 3amucu, Kak Mbl YK€ OTMETHIIH, YCJIOXKHSETCS B 3aBUCUMOCTH OT IIEJICH
paboThI: TJIaH — 0 4YeM?; Te3UChl — 0 4eM? YTO UMEHHO?; KOHCIIEKT — O 4eM? 4TO UIMEHHO? Kak?

KoHcnekt 3To KpaTkoe TMocienoBaTebHOE H3JI0KeHHe cojepxkaHus. OCHOBY ero
COCTaBJISIET IUJIaH, TE3UChl W BBINUCKA. HeJoCcTaTku KOHCHEKTUPOBAHUS: MHOIOCIOBUE,
[UTHPOBAHUE HE OCHOBHBIX, & CBS3YIOIIUX MBICICH, CTPEMIICHHE COXPAaHUTh CTHIIMCTUYECKYIO
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CBSI3aHHOCTb TEKCTa B yIIepO ero Jiornueckoil crpoitHocTu. Ilpuctynarh kK KOHCIIEKTUPOBAHHIO
HEOOXOJUMO TOrJla, KOrJa CJIOXKWJINCh HaBBIKM COCTAaBJICHHS 3allCH B BHUJE Pa3BEPHYTOrO
NOpOOHOTO IUIaHa.

dopma 3ammcH TPU KOHCIEKTUPOBAHWUU TpeOyeT 0cOo00ro BHHUMAHHS: Ba)XXHO, YTOOBI
COOCTBEHHBIE YTBEP)KJCHUS, PAa3MBIIIICHUS Ha/l IPOYUTAHHBIM, YETKO OTJIENSINCH IIPH 3allKCH.
Pa3ymMHee BBIHOCHTH CBOM MOMETKHM Ha HIMPOKHUE TOJISI, 3alUChIBATh Ha HUX JOIMOJHUTENbHbIE
CIpaBOYHbBIE JJAHHBIE, TOMOTAIOIINE YCBOCHUIO TEKCTA (1aTa COOBITUS, YIIOMSIHYTOTO aBTOPaMH;
CBEICHMS O JIMIE, Ha3BaHHOM B KHUT'€; TOUHOE COZAepKaHHe TepMHHA). Eciau KoHcnekTupyercs
TEKCT BHYIIUTEIBHOTO 00beMa, HEe00X0AUMO YKa3bIBaTh CTPAHUIIBI KHUTH, KOTOPbIE OXBATHIBAET
Ta WJIM WHAs YaCTh KOHCIEKTA.

Jns ynobcTBa MOJB30BaHMS CBOMMM 3alMCSAMH  BaXXHO 03arjaBUTh KpPYMHbIE YacTH
KOHCIIEKTa, MOAYepKHUBas 3azonoexku. ClieqyeT NMOMHUTh O Ha3HAYEHUM KpPAacHOM CTpPOKH,
CTPEMHTBHCS K YETKOM rpaduke 3amuceid - ycTynmamM, KOJIOHKaMmH. M3maraTth riilaBHbIE MBICIH
aBTOpa M HUX CHUCTEMY AapryMEHTOB - HEOOXOAMMO NPEUMYIIECTBEHHO CBOMMH CJIOBAaMH,
nepepabarbiBasi TakuM 00pa3oM HMH(OpPMAIMIO,— TaK MPOXOAUT YSACHEHHE €€ CyTH. MBICIb,
(dbpa3sbl, TOHATHIC B KOHTEKCTE, MOTYT MPUOOpECTH OoJiee MPOCTPpaHHOE M3JIOKEHUE B 3anucu. Ho
TEKCT OpUTHMHANA CBEPTBHIBACTCS, M CTYJCHT, OTpadaTbiBasi JOTMYECKOE MBIIIICHUE, YUUTHCS
BBIJIETISITh TJIaBHOE M 0000IIaTh OJHOTUIIHBIE CYXKICHHs, OoJHOpoaHbIe (akThl. Kpome Toro,
JieTiasi 3alyuCcy CBOMMH CJI0BaMH, 0000I11asi, CTy/IEHT YUUTCs MUCbMEHHOM peun.

3HaHue O0Ilel cTpaTeruu YTEHMsI, TEXHUKU COCTAaBJICHHE IJIaHA U TE3MCOB OIpeNeisieT U
TEXHOJIOTHI0 KOHCTIEKTUPOBaHUS

- BHuMarenbHO 4MTaTh TEKCT, MOIYTHO OTMEYas HEMOHSTHbIE MECTa, HE3HAKOMBIE
TEPMUHBI U NIOHATUS. Botnucame na nona 3Ha4€HNE OTMEUCHHBIX TOHATHIA.

- Ilpy nepBOoM uYTeHHMH TEKCTa HEOOXOJUMO COCTaBUTh €r0 HPOCMO niaw,
MIOCJIE0BATENbHBIN NIEPEYEHb OCHOBHBIX MBICIIEH aBTOpA.

- Ilpy MOBTOPHOM YTEHHWH TEKCTa BBIACIATH CUCHIEMY OO0KA3ameabChme OCHOBHBIX
MOJIOXKEHUH pabOTHI aBTOPA.

- 3akiouuTeNbHBIA  3Tam paboThl € TEKCTOM COCTOUT B OCMBICICHHUH paHee
OTMEUYEHHBIX MECT U X KPaTKOM M1OCIIEJ0BATEIbHON 3aIHUCH.

- Ilpy KOHCHEKTUPOBAHUU HYXKHO CTPEMUTHCS GbIPA3UMb MbICIL AGMIOPA CEOUMU
cnoeamu, 3TO IoMoraet 6oJsiee riIy00KOMY YCBOSHHIO TEKCTA.

- B pamkax paboThl HaJg MEPBOUCTOUYHUKOM BaXXeH YyMEINbIl omébop uumam.
Heo6x0auMo yunThIBaTh, HACKOJIBKO SIPKO, OPUTHHAIBHO, CKATO M3JI0’KEeHa MbICIb. LUTupoBaTh
HEOOXOUMO T€ CYXJACHUS, Ha KOTOPbIE BIIOCIIE/ICTBUU BO3MOXHA CChIJIKA KaK Ha aBTOPUTETHOE
U3JI0’)KEHUE MHEHHS, BBIBOJIA IO TOMY WJIM HHOMY BOIPOCY.

KoncnektupoBars 11emecoo0pa3Ho He Ha OT/IEIIBLHOM JINCTE, a B OOIIEH TeTpaau Ha OJHOU

cTpanuie Jucta. OOOpOTHas CTOpOHA JHCTa MOXET OBbITh HUCIOJb30BaHA JUISL JOMOJHEHUH,
HEOOXOAUMOCTh KOTOPBIX BBIICHUTCS B JAajibHeWieM. [Ipy KOHCHIEKTHPOBAaHUM JIUTEPATypPbI
ClleflyeT OCTaBHTh LIMPOKHE IOJIS, YTOOBI 3amKcaTh HAa HUX IUIaH KOHcrekTa. [lomst MoryT ObITh
MCIOJIb30BaHBI TAKXKE JUISI 3alMCH CBOMX 3aMEUYaHMi, OMOIHEHH, BopocoB. [Ipu BeicTyIUIeHHN
Ha CEMHHAape CTYIEHT MOXET T[OJb30BaTbCsl CBOMM KOHCHEKTOM JJIsi IUTHPOBAHUS
MEPBOMCTOYHUKA. Bce yuyacTHUKM 3aHSATHSI BHUMATENBFHO CIYIIAIOT BBICTYIUICHUSI TOBAPHIIEH IO
TpyIIe, OTMEYAaroT CIOpPHBIE WJIM ONIMOOYHBIE TIOJOXKEHHS B HHUX, BHOCST TMOMPABKH,
MIPECTABISAIOT CBOU pelieHus] 1 000CHOBaHMS 00CY>KIaeMbIX POOIeM.

B koHn1ie cemunapa, korja npenojaBarteib 3aHITHs OJIBOJUT UTOTH, CTYJI€HTHI C YYETOM
pEeKOMeH1aluil pernoiaBaTess U BHICTYIJICHUH COKYPCHUKOB, AOIMOJHSIOT WIH UCIIPABIISIIOT
CBOU KOHCIIEKTHI.

PexoMenaganmuu aJ1s NOATOTOBKH K IK3aAMEHY

HpI/I IMOATrOTOBKE K OJOK3aMCHY CTYACHT BHHMATCIBHO IIPOCMATPUBACT BOIIPOCHI,
npeaAyCMOTPCHHBIC pa60qel71 nporpaMMoﬁ, N 3HAaKOMUTBCA C peKOMeHHOBaHHOﬁ OCHOBHOH
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HHTepaTypOﬁ. OcHoBoi IJId caaurd DK3aMCHA CTYACHTOM SBJIACTCA H3YUCHUC KOHCIICKTOB
HGKHHﬁ, MMPOCIyHIaHHBIX B TCYCHHUE CEMECCTpa, I/IH(i)OpMaHI/IH, IoJIyd€HHass B PE3YJIbTATC
CaMOCTOSTEIILHOM pa6OTBI B TCYCHHUC CEMCCTpaA.

7. YdyeOHasi JuTeparypa M pecypcbl HMH(OPMANUOHHO-TEJIEKOMMYHHUKAIIMOHHON CeTH
HNurepuer

7.1. OcHoBHAs1 JIUTEpaTypa

1. Ilysanora, H. H. /lokymeHTanmonHoe oOecrieueHre yIpaBiIeHUs | yYeOHUK U TMPAKTUKYyM
IUtst cpenero npodeccuonansHoro oopasosanus / H. H. IllyBanoBa. — 3-e u3z., nepepab. u
non. — MockBa : M3matensctBo FOpaiit, 2023. — 247 c¢. — (Ilpodeccuonansuoe
obpazoBanue). — ISBN 978-5-534-16538-8. — URL : https://urait.ru/bcode/531240

2. Joponwna, JI. A. OpraHumzanus ¥ TEXHOJOTHUS JOKYMEHTAIIMOHHOTO OOeCIeYCHUS
yOpaBleHus : y4eOHUK U MpakTukyM uig By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢
u3., nepepad. u gon. — Mocksa : UznarensctBo HOpaiit, 2023. — 270 c. — (Bsicmiee
obpazoBanue). — ISBN 978-5-534-16016-1. — URL : https://urait.ru/bcode/530251

3. IlysamoBa, H. H. Opranuzanuss U TEXHOJOTUS JOKYMEHTAIIMOHHOTO O0O€CTIeUeHUs
yopaBlieHus : ydeOHuK U mpakTukyMm ais By3oB / H. H. lllyBanoBa. — 3-e u3z., nepepad. u
non. — Mocksa : U3gatensctBo FOpaiit, 2023. — 247 ¢. — (Briciee oOpa3zoBaHue). —
ISBN 978-5-534-16537-1. — URL : https://urait.ru/bcode/531239

7.2. lonoJIHUTEILHAS JIUTEPaTypa

1. Kysuenos, U. H. JlokymMeHTallMOHHOE OOECIIEUeHUE YIPABICHUS IEPCOHATIOM : YYEOHHK H
npaktukyMm s By30B / M. H. Ky3nemnoB. — 2-¢ uzn. — Mocksa : M3zgarensctBo IOpaiir,
2023. — 393 c¢. — (Bwicmiee ob6pazoBanue). — ISBN 978-5-534-14830-5. — URL :
https://urait.ru/bcode/511202

2. lysanosa, H. H. OcHOBBI J1en10mpon3BoACTBa. fA3BIK CIyXEOHOTO TOKYMEHTa : YUYEOHUK U
npaktukyMm s By3oB / H. H. IllyBamosa, A. FO. MBanoBa ; mox obmeit pemakimerd H. H.
[lyBanoBoit. — 3-e u3., mepepad. u qorm. — Mocksa : UznarensctBo FOpaiit, 2023. — 384
c. — (Bwiciee o6OpazoBanme). — ISBN  978-5-534-15217-3. — URL
https://urait.ru/bcode/511417

7.3. HopmaTuBHbIe IPABOBbIe JOKYMEHTHI M MHAS NIPaBoBasi HHGopMaLus

1. Koncturynus Poccuiickoii @enepanuu (IpUHITa BCEHAPOJHBIM rojocoBanuem 12.12.1993)
(c yueTom morpaBoK, BHECEHHBIX 3akoHamMu P®D o mompaskax k Korncturynuu PO ot 30.12.2008
Ne 6-®DK3, ot 30.12.2008 Ne 7-OK3, ot 05.02.2014 Ne 2-OK3, ot 21.07.2014 Ne 11-DK3) //
Cobpanwe 3akoHoaarenbeTBa PO, 2014, Ne 31, cr. 4398.

2. ®epnepanpHblii 3ak0oH Ne 131-®3 «O6 o00mmMX NOpUHOUIAX OPraHu3aldd MECTHOTO
camoymnpasiieHus B POy

3. ®enepanbhbiil 3ak0H «O TOCYIapCTBEHHOW TpakaaHCKoU ciyx0e Poccuiickoit denepannm
ot 27 uronst 2004 r. Ne 79-@3.

4. ®enepanbubliii 3ak0H Ne 414-D3 ot 21.12.2021 r. «O nmy6nnyHON BIacTH B cyObekTax POy.
5.TOCT P 2016 rona.

7.4. UnTepHeT-pecypchl, CIPABOYHbIE CHCTEMBbI.

OdunmanbHpIi calT MUHHCTEPCTBA TPY/la U COMaNbHOM 3amuThl Poccuiickoit deneparm —
http://rosmintrud.ru

1. www.nnir.ru / — Poccuiickas HalfuoHaJIbHasg OMOIHOTEKA

2. www.nns.ru / — HanmoHanbHas 2eKTpoHHAsE OMOIHOTeKa

3. www.rsi.ru / — Poccuiickas rocyapcTBeHHass OMOIHOTEeKa
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https://urait.ru/bcode/531240
https://urait.ru/bcode/511417
https://urait.ru/bcode/511202
https://urait.ru/bcode/531239
https://urait.ru/bcode/530251

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

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

6. http://www.garant.ru/ — ['apanT

7. WWW.isras.rssi.ru (opunmanbHBIN cait KypHala «Couuonoruyeckue
HCCIIE0OBAHUS)

8. www.mintrud.ru (caiit MuHHCTEpCTBa TpyAa U coluaibHOro pa3putus Poccuiickoit
Denepannn)

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

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

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

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

13. http://www.personal-mix.ru  (Hay4HO-IIPAKTHUUYECKUHA >KypHal MO YyIPaBICHHUIO
nepconanom «Ilepconan MUKCy)

14. http://www.kadrovik.ru (3;exTpoHHas Bepcust )xypHayia «CpaBOYHUK KaJPOBUKAY)

15. www.top-personal.ru (351eKTpOHHAsE Bepcus )KypHaia « Y IIpaBlIeHHE EPCOHATIOM)

16. www.uptp.ru (caliT MexayHapoaHoro xypHana «lIpobmembl Teopuun W NPAKTHKU
YIPAaBICHUS)

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

7.5. NHble HCTOYHUKH
1.Kab6amos C.1O., AchanmuspoBa W.I'. [[enonponu3BOACTBO U apXUBHOE JEIO B OMPEACICHUIX U
TepMHUHAX [DneKkTpoHHBIH pecypc]:: yded.mocodme / Kadamos C.1HO. — M.: ®nmara, 2012.
http://e.lanbook.com/view/book/20181/pagel/. — 3aru. ¢ 3kpaHa.
2.Ky3uenos W.H. [lenonpou3BoncTtBo [DNEKTpOHHBIN pecypc]: y4eOHO-CIpaBOYHOE Mocooue/
Kysnenos WN.H.— OnexrpoH.TekcToBble naHHble.— M.: JamkoB 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 - bubnnoTexa SKOHOMUYECKOH U IETOBOM JIuTepaTyphl. UuTanbHs.

8. MarepuajibHO-TeXHMYecKasi 0a3a, HHPOPMALMOHHbIE TEXHOJIOTHH, MPOrPaMMHOe o0ecrevyeHue u
uHGpOpMaLHOHHbIE CIPABOYHbIE CHCTEMBI

MarepuanbHO-TeXHHYECKOE 00ecrieyeHre AUCHUIUIMHBI BKIIIOYAeT B ce0sl:

- JIEKIUOHHBIE ayJTUTOPHUH, 00OPYIOBaHHBIE BUACOMPOCKIIMOHHBIM 000PYAOBAaHUEM IS
NPE3eHTAIUH, CpeCTBAaMH 3BYKOBOCIIPOU3BEICHHS, SKPAHOM;

- TIOMEIIEHUS ISl IPOBEICHUSI CEMHHAPCKHUX U MPAKTUYECKUX 3aHSATHIA, 000pyTOBaHHbIC
yueOHOI MeOebIo.

JucuuiuinHa —moajepkaHa COOTBETCTBYIOUIMMH  JIMIIEH3UOHHBIMH — TIPOTPaMMHBIMHU
npoaykramu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC I'apanr,
CIIC KoHcynbTaHT.

[IporpammHsble cpeacTBa obecrieueHust yaeOHOTo Mpolecca BKIIIOYAOT:

- IporpamMmsbl npe3eHTannoHHou rpaduxu (MS PowerPoint — a1 moAroToBKu cinai1oB u
IIPE3EHTALINN);

- TekcToBbie penaktopsl (MS WORD), MS ECXEL — gyt Tabmut, auarpamm.

By3 obecnieunBaer kaxxaoro odyyaromerocsi pabouuM MeCTOM B KOMIIBIOTEPHOM Kiacce
B COOTBETCTBHUH C 00HEMOM H3Y9aeMBIX ITUCIHILINH, 00ECIIEYMBACT BBIXO/] B C€Th MIHTEpHET.

[TomemieHuss i caMOCTOSTENFHON pPa0bOThl OOYYAIOMIMXCSl BKIIOYAIOT CIEAYIOIIYIO
OCHAIIEHHOCTh:  CTOJBI ~ AyJAWTOpPHBIC, CTYJbsl, JOCKA AayIUTOPHBIC, KOMIIBIOTEPHI C
MOJKITIOYEHUEM K JIOKAJIbHON CeTH MHCTUTYTa (BKJIOYasi MPaBOBBIE cUCTeMbl) U IHTEpHET.

Jns  w3ydeHuss y4eOHOW  MUCIMIDIMHBI — WCIIOJB3YIOTCS  aBTOMAaTH3HPOBAaHHAs
OoubimoreyHass MH(POPMALMOHHAsT CUCTEMa M DJIEKTPOHHbIE OHOIMOTEYHBIE CHUCTEMBI:
«YHuBepcurerckass ~ 6ubmmoreka  ONLINE»,  «DnextpoHHO-OmbmmoTreyHass  cuctema
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m3narensctBa  JIAHb», «OnextpoHHO-OmbnuoTeunas cucrema wuznarenbcTtBa  «tOpaify,
«OnekTpoHHO-OubmmoTeunass cucrema [PRbooks», «Hayunas »snexktponnass Oubnnoreka

eLIBRARY» u ap.
DenepabHOe rOCyIapCTBEHHOE 0I0KEeTHOE 00pa3oBaTe/ibHOe
YUYpexaeHue BbICIIero 00pa3oBaHus
«POCCHUHCKASI AKAJEMUS HAPOJHOI'O XO3SMCTBA
U T'OCYJIAPCTBEHHOM CJIYKBbI
IPU NPE3UJIEHTE POCCUNCKOM ®EJEPAIINN»

Bonrorpaackuii uactutyT ynpasienus - puiman PAHXul'C
q)aKy.]'II)TeT TOCYAJApCTBECHHOT'O U MYHUIIUIIAJIBHOI'O YIIPABJICHUA

Kagenpa rocynapcTBeHHOTO yIpaBieHUsI 1 MEHEKMEHTA

YTBEPXJEHA

YYEHBIM COBETOM

Boarorpanckoro MHCTUTYTa yInpaBiIeHHUS —
¢unnana PAHXul'C

[Tpotokon Ne2 ot 24.09.2024 r.

INPOI'PAMMA BAKAJIABPUATA

PernonanbHoe ynpaBjieHue

(Haumenoganue 06pa308amenbHOl NPOSPAMMbL)

®OH/JIbI OIEHOYHBIX CPEJCTB IPOMEXYTOUYHOMN
ATTECTAIIMH 11O JNCIUAIIVIMHE

b1.0.21. JOKYMEHTAIIMOHHOE OBECIIEYEHME U AEJOIPOU3BOJACTBO B
IOCYJAPCTBEHHOM U MYHHUIIMTTIAJIBHOM YIIPABJIEHUN

(UHOeKC U HAUMEHOBAHUe OUCYUNIUHBL (MOOY/IS), 8 COOMEEMCMEUNU C Y4eOHbIM NIAHOM)
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(I)OHI[ OLCHOYHBIX CPECACTB leOMe)KyTO‘-IHOﬁ aTrTeCTallui MO0 JUCHUIIJIMHE
b1.0.21 «/lokyMeHTaIMoHHOe OOecreueHre U JeONPOU3BOACTBO B TOCYAapCTBEHHOM H
MYHULUNAIBHOM YIIPABICHUN

[IpoMexxyTouHas arrectanus no AucuMIuinHeE b1.0.21. JOKYMEHTAIIMOHHOE OBECITEYEHUE
N AEJIONPOU3BOACTBO B IOCYJAPCTBEHHOM U MYHUIIMITAJIBHOM YIIPABJIEHUHA

MIPOBOAMTCS B COOTBETCTBHH C Y UEOHBIM IUIAHOM I OYHOU (hOpMBI 00yueHus: @ 4 cemecmpe —
8 sude 3avema.

BOHpOCbI K 3a4€Ty 10 JUCHUILJIUHE
b1.0.21. JOKYMEHTAIIMOHHOE OBECIIEYEHHUE U JEJOIIPOU3BOJACTBO B
TFOCYJAPCTBEHHOM N MYHUIIMTTIAJIBHOM YIIPABJIEHUUA

BOITPOCHI K 3AYETY

33. Uctopus pa3BUTHSA AETIONPOU3BOACTBa B Poccun

34. IIpoGnemsl pocTa TOKyMEHTOO0OpOTa

35. Crioco0bl palMoHaIu3aluu J0KyMEHTO000pOoTa.

36. TCOY. YCOP/. Yaudwukarus, popMad3amus, CTaHIapTH3AIUSI JOKyMEHTA.

37. Opranu3zanuoHHas rpymnmna JokyMeHToB. VX ocobenHocTu B cucteme I'MYV.

38. PacnopsinurenbHas Tpymnna JOKyMEHTOB U clienudUKa UX M3aHUs B TOCYAapCTBEHHOM
yIpaBJI€eHUH U MECTHOM CaMOYIIPABICHUH.

39. CnpaBouHO-WH(GOPMALIMOHHAS TPYIIa JOKYMEHTOB.

40. TIpaBuna opopmiieHUs TOKYMEHTOB. PEKBU3UTHBIN COCTaB JOKYMEHTA.

41. Opranmzanus  ciayx6sr JIOY B opraHax TrocylapCTBEHHOM BJIACTU M MECTHOTO
caMOYyIIpaBJIeHHUS.

42. TexHOIOTUU PETUCTPALIUU JOKYMEHTOB.

43. TexHOIOTUU KOHTPOJIS UCIIOTHEHUS JOKYMEHTOB

44. Opranuzanus cayx6oi JJOY Texkymiero XxpaHeHus: TOKyMEHTOB.

45. ApXHBHOE XpaHEHUE JTOKYMEHTOB

46. OcoOeHHOCTH TEKCTa TIOKyMEHTa

47. Jlornyeckue OCHOBBI pEITaKTUPOBAHUS JOKYMEHTA

48. JINHIrBUCTHYECKHE OCHOBBI PEITAKTUPOBAHUS JOKYMEHTA

49. upopMallMOHHBIHN aHAIN3 JOKYMEHTA

50. Crioco0On! yHH(UKAIMH TEKCTa JOKYMEHTA

51. IIpukas - OCHOBHOI pacOpsAUTENbHBIA JOKYMEHT B OpraHU3alun

52. TpeGoBaHMsI K pEKBU3UTHOMY COCTaBY JOKYMEHTA

53. TpeboBanus K 0(hOPMIIEHUIO OPTraHU3ALMOHHBIX JOKYMEHTOB (MHCTPYKLUS, NpaBUia U
T.IL.).

54. TpeGoBanust K 0HOPMICHHUIO aKTa.

55. TpeboBanus kK 0(hOPMIICHHIO PUKA3a.

56. TpeboBaHus K 0POPMIICHUIO PACHOPSHKEHUS.

57. TpeboBanwust kK 0hOpMIICHHIO TeJIe(hOHOTPAMMEI.

58. TpeboBanust kK 0HOPMIICHHIO TIIAHA.

59. TpeboBanus kK 0QPOPMIICHHIO OTYETA.

60. TpeboBaHus kK 0POPMIICHHUIO 3asBICHUS

61. TpeboBarms K 0HOPMIICHHIO TOKIAJTHOH (CITyKEOHOI) 3aIUCKH.

62. TpeboBaHus K 0pOPMIICHUIO TPOTOKOJIA

63. TpeboBanus K 0(HOPMIICHHIO TOTOBOpA

64. CnyxeOHas epernucka

65. Homenknarypa aen

TECTOBBIE MATEPHUAJIbBI

1. YTBepkieHne JT0KyMEHTOB NPONU3BOANTCS:
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a) mpocTaBJIeHHEM Tprda WITH U3JaHUEM CaMOCTOSATEILHOTO PACTIOPSAUTENFHOTO aKTa;

0) moAnmMcaHueM WM IPOCTaBICHUEM Ipru(a, I U3AaHUEM CAMOCTOSITEIBHOTO PACTIOPSIUTEIBHOTO
aKTa;

B) MPOCTaBJIeHNEM Ipuda MpH OJHOBPEMEHHOM M3aHUHU CAMOCTOSITEIILHOTO PACIOPSIANTEILHOTO aKTa;
T') HOANKCAHNEM U IPOCTaBIICHHEM rpr(a Mpu 0THOBPEMEHHOM H3JaHUN CaAMOCTOSTEILHOTO
PacOpsSIIUTENBHOTO aKTa;

2. Jle10NIpOMU3BOACTBO M JOKYMEHTAIMOHHOE o0ecliedeHHe yIIpaBJIeHus :
a) pa3IMyaroTCs 00JIACTAMHU HCIOIb30BAHUS;

0) MJICHTUYHBIC TIOHSITHUS;

B) pa3IU4alOTCs BUAAMHU OTI€PAIHii;

T') pa3IMyaroTcs IO BUAAM OpPraHU3aluii, B KOTOPBIX UCTIOIB3YIOTCS.

3. lokyMeHT omnpeesieTcs KaK:

a) HOCHUTENIh UH(OPMAIUK B CUCTEME yIIPABJICHUS;

0) naopmariss Ha MaTepHAIILHOM HOCHTENIE C PEKBH3WTAMH, IIO3BOJISIONIAMHU  €¢
HUICHTU(DHUITIPOBAT;

B) Ka4€CTBEHHAS XapaKTePUCTUKA yIPABICHYCCKOW HH(POPMAIIHH;

T') CBEJICHUS, MOATBEPKIAtONHe (HakT O0BEKTUBHON JIEHCTBUTEILHOCTH.

4. YuH cexkpeTaps, apXuBapuyca, CTPyKTypa KaHIeJsApus NOABUIUCH B EPUOL:
a) IPUKA3HOTO JICIONPOU3BO/ICTBRA;

0) KOJUIEKCKOTO JEJIONPOU3BOICTBA;

B) MHHHUCTEPCKOTO JIETIOMPOU3BOCTBA.

5. Ilpuka3zHoe aenonpousBoacTso B Poccun
a) 16-18 Beka;

0)15 —16 Beka;

B) 15 —17 Beka;

r)19-20 Bexa.

6. Konie:xkckoe gesionpoussoactso B Poccuu
a) 19 Bek;
0) 18 Bek;
B) 17 Bexk;
r) 16 Bek.

7. OTMeHa T0KyMeHTa:

a) pacrpoCTPaHACTCS Ha OYIYIIHUE MMOCISACTBUS JOKYMEHTA;

0) pacrpocTpaHseTcsl Ha yXKe HACTYIUBIINE MTOCIEICTBHS JOKYMEHTA;

B) pacmpocTpaHsercs Ha Oy Iyliye 1 yKe HACTYIHUBIIHNE TOCIECTBUS IOKYMEHTA;
T') pacipoCTpaHseTCsl Ha MOTEHIUATbHBIC MTOCICACTBHS JOKYMEHTA;

8. CBuTKOBOE CT0JI0LIOBOE 1€JIONIPOU3BOACTBO ChOPMHPOBAJIOCH B IIEPHOA:
a) IPUKA3HOI'O JIEJIONPOU3BOJICTBA;

0) KOJUIEKCKOTO JETIONPOU3BOICTBA;

B) MUHHCTEPCKOTO JEJIONPON3BOIACTBA;

T')UCIIOTHUTEIHHOTO AETONPOU3BOCTBA.

9. lokyMeHT0000pOT onpeae/sieTcs Kak:

a) COBOKYIHOCTH B3aMMOYBSI3aHHBIX POLIEAYD, 00ECIICUNBAIOIINX ABUKECHUE JOKYMEHTOB B
YUpEKICHNH;

0) MUPKYJSIIEST TOKyMEHTOB OpTraHU3aIlNH;

B) IOKYMEHTBI OPTaHHU3AIINH, HAXOJISIIUECS B JIBUKCHUM,

I') JOKYMEHTOOOMEH OpraHM3alliy ¢ BHEIIHEH HH(POPMALMOHHOHN cpellol, 00ecrieynBaoNIHii ee
s¢dexTrBHOE HYHKIMOHUPOBAHUE.
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10. TenageHUUH pocTa JOKYMEHTO000POTA SIBJISIOTCS
a) HO3UTUBHBIM SIBJICHUEM COBPEMEHHOCTH;

6) HETaTUBHBIM ABJICHUEM COBPEMCHHOCTH,

B) HETaTHBHBIM SIBJIEHUEM Pa3BUTHUS [IUBUIN3ALIUY;

I') HO3UTUBHBIM SIBJICHUEM PAa3BUTUS INBIIN3ALMH .

11. OcHOBHBIC IPUYHHBI POCTA JIOKYMEHTO0000pPOTA SIBJISIFOTCH:
a) paloHaIbHBIC, UPPALUOHAIBHBL;

0) perynupyeMsbie, HEpPETryJIUPYEMEIE;

B) OOBEKTHBHBIMU M CyObEKTUBHBIMH;

I') HEeTaTUBHbBIE, TO3UTUBHBIE.

12. O0beKTHBHBIE MPHYUHBI POCTA JOKYMEHT0000poTa
a) GopMHUPYIOTCS TIO BOJIC U YKEJIAHUIO JIFOJICH;

0) GopMHUPYIOTCSI TOMUMO BOJIH U JKEJIAHHS JIOICH;

B) (GOPMHPYIOTCS TIO BOJIE TOCCTPYKTYP;

r) (OPMHUPYIOTCS O BOJIE TOCCTPYKTYP U JKEIaHUIO JIIOACH.

13. Cy0bexkTUBHBIE IPUYUHBI POCTA JOKYMEHT0000pOTa

a) (dopMupyroTcs 0jaronaps afMHUHUCTPATUBHBIM JICHCTBUAM JIIOJICH;
0) ¢opmupyrorcs mo Bose CyObEKTOB TOCYAapCTBA;

B) (QOpPMHPYIOTCS IO BOJIE CYOBEKTOB YIIPABICHUS;

r) (GOPMUPYIOTCS TI0 BOJIE U KEJIAHUIO JTIOJICH.

14. Cnioco60M panuoHAJIM3aAUMU JOKYMEHT0000P0TA MOKHO HA3BATh
a) METOJl YIIPABJICHUS 110 OTKJIOHEHHSM;

0) KOJNMYEeCTBEHHBIH aHaJIH3 JOKYMEHT0000pOTa;

B) CUTYaTHBHBIN aHAJIU3 JOKYMEHTO00O0POTa;

T') KAa4eCTBEHHBIN aHAIN3 TOKYMEHTOO00pOTA.

15. OnTuMH3anus JOKYMEHT0000p0Ta B OPraHM3alliy NPHU3BaHA
a) 3aMEJUIUTh U COKPAaTUTh JOKYMEHT0000pOT;

0) COKpaTUTh JOKYMEHTOO0OPOT;

B) YCKOPHTH JJOKYMEHTOO0OPOT;

T') COKPaTUTh U YCKOPUTH JOKYMEHTOOOOPOT.

16. MeToa npeqBapuTeILHOTO PACCMOTPEHHSI JOKYMEHTOB NPUMEHSETC B OTHOLIEHUH
a) BXOJSLIETO TOKYMEHTOIIOTOKA;

0) BHyTpEHHETO JOKYMEHTOIIOTOKA;

B) HCXOJIAIIETO JIOKYMEHTOIIOTOKA;

T) JII000TO TOKYMEHTOMOTOKA.

17. MeToa ynpaBjieHHusI 0 OTKJIOHEHUSIM
a) BXOJISIIETO JOKYMEHTOIIOTOKA;

0) BHyTPEHHETO JOKYMEHTOIIOTOKA;

B) MCXOJIAIIETO JOKYMEHTOIIOTOKA;

r) J110060T0 TOKyMEHTOIOTOKA.

18. PaGora ¢ koHpuaeHIHAILHOH HH(OPMaLUell BRJIKYAET B ce0s:

a) TEXHUYECKHUE acTeKThl ooecmeuenus KU,

0) TEXHUYECKHE U HOPMATUBHO-ITPABOBBIC acnieKThl o0ecneueHus KU;

B) OpraHu3alOHHbIe acTieKThl o0ecrieueHust KI;

I') TEXHUYECKHE, OpPraHU3allMOHHbIE 1 HOPMAaTUBHO-TIPaBOBbIE acniekThl obecnedenust KU.

19. ABTOMATH3HPOBAaHHBII JOKYMEHTO000POT MPU3BAH HA COBPEMEHHOM JTame:
a) IOJHOCTHIO 3aMEHUTH OyMasKHBIH;
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0) nmpoayOIupoBaTh OyMaXKHBIN;

B) pa3eiuTh ¢ OYMaKHBIM JOKYMEHTOIIOTOKH (BXOJSIINE, UCXOAIINE, BHYTPCHHUE)

T') pa3enuTh ¢ OyMakHBIM HH(OPMAIIMOHHBIE TIOTOKH (4acThb JOKYMEHTOB - 3JIEKTPOHHEIE, 9acTh -
OyMasKHBIE)

20. OnTuMu3anusi I0KyMeHT0000pPOTa B OPraHu3alluy, B IEPBYIO oUepeb, siBJsieTcs (PyHKIMei:
a) pyKOBOJUTEJIS OPTaHU3AITIH;

0) ciyx0wt 10V

B) BCEX COTPYJHHKOB OpTaHH3aIlHH;

T') pYKOBOJIUTENIEH CTPYKTYPHBIX MOIpa3/IeICHNN.

21. Cayx6a JOY nogyuHsieTcs:

a) HaNpsIMy10 PYKOBOJIUTEIIO;

0) 3aMECTHUTENI0 PYKOBOAUTEIIS;

B) HauaJbHUKY OT/eJNa KaJpoB;

T') HAYaJbHUKY FOPUANIECKON CITYKOBL.

22. YCOP/] siBnsiercs:

a) yIpaBJIeHUEM CUCTEMOW OpraHU3alMOHHON JIeSTeIbHOCTH;

0) YCOBEPIIICHCTBOBAHUEM OPTAaHU3AIMOHHON JCSITSIIBHOCTH;

B) YHU(UIIUPOBAHHON CHCTEMOW JOKYMEHTOB;

T') YHUBEPCAILHOM CUCTEMOM OpraHu3aIliOHHO-PACIIOPSIUTEIHLHON JOKYMEHTAIUH.

23. TCAOY —3T1o0:

a) TpaXJIaHCKasl CUCTeMa JIOKYMEHTAI[MOHHOTO 00ECIICUCHHUS YIIPaBJICHUS;

0) reHepanibHas CHCTEMa JOKYMEHTAIIMOHHOTO 00eCTICUeHH S YIIPaBICHNUS;

B) rOCyIapCTBEHHAS CUCTEMA JIOKYMEHTAIIMOHHOTO 00ECIIeUCHUS YIIPABICHHUS,

F) roC-MyHUIUIIAJIbHAA CUCTEMA NOKYMCHTAIMOHHOT'O O6CCHCI-ICHI/ISI YHpaBJICHUA.

24. Tpu cnoco6a yHu(PHKAIUHN TEKCTA JOKYMEHTA:
a) Tpadapet, aHkeTa, TabIHUIIA;

0) cxema, rpaduK, KapTa;

B) oneporpamma, aas00M (HopM, MapIIpyTOrpamMma;
r) Tpadaper, aHkeTa, TadMIa, TpadUK.

25. TekeT aHKeTHI CHIELUATUCTHI HA3bIBAIOT:
a) HECBSI3aHHBIM;

0) pa3opBaHHbIM;

B) ACHHTaKCUYCCKUM;

T') COKpaIICHHBIM.

26. OpraHu3anOHHO-PACTIOPSAANTEIbLHAS IPYNIAa JOKYMEHTOB:

a) CYIIECTBYET B Ka)KJI01 OpraHu3aLui;

0) cyImIecTByeT B opraHax BJIACTH M YIIPABJICHHUS,

B) CYIIIECTBYET B TOCYNaPCTBEHHBIX YUPEIKICHUX;

I') CYIIECTBYET B TOCYAaPCTBEHHBIX M MYHULUNAIBHBIX YUPEKICHHUIX.

27. PekBU3UTOM Ha3bIBAETCS:

a) SJIEMEHT IOKYMCHTA;

0) nHPOPMAIIMOHHBIHN SJIEMEHT JOKYMEHTA;

B) HOCHTEIb HH()OPMAITHH,

T') BCIIOMOTaTeNIbHOE CPEeNICTBO OQOPMIICHHE TOKYMEHTA.

28. Hocuteassmu nHgpopMaunu ABJSAIOTCH:

a) Oymara, TJIacTHK;

0) Oymara, IacTuK, BUJCO, AyAHO - JICHTHI,

B) 100011 MaTepHasIbHbI 00BEKT, HA KOTOPOM HaHeceHa HH(pOpMaLus;
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T') manupyc, IepraMmenT, Oymara, IacTHK.

29. Beaymias 3a1aua KaHueJIsipuu:

a) OPTaHU30BaTh U MOAEPKUBATH TIOKYMEHTOOOOPOT B OpraHU3alliy MO €AWHBIM MPaBUIIaM;
0) mpoBepATh PaboTy ¢ JOKYMEHTAMU B OPTaHU3allui U HAKa3bIBaTh 32 HAPYIICHUS;

B) PEKOMEHIOBATh PYKOBOIUTEIIO CTIOCOOBI OpTaHU3aIlii JOKYMEHTO000pOTa;

I') MAaIIHOIIMCHBIC U SKCICIUIIMOHHBIC OnI€palli C JOKYMCHTaMU.

30. TexHoJiorust perucTPany JOKYMEHTOB ObIBAIOT:

a) IICHTPATM30BaHHBIC;

0) LIeHTpaIM30BaHHBIC U JCIIEHTPAIN30BAHHbIE;

B) JELEHTPAIN30BaHHbIC;

I') ICHTPAIN30BaHHBIE, ICLIEHTPAIN30BaHHBIC, CMEILIAaHHBIE.

31. TexHoJiorust KOHTPOJISI HCTIOJTHEHNUS TOKYMEHTOB TPEANOIaraer:
a) KOHTPOJIb Ka4eCTBa UCIIOTHCHUS;

0) KOHTPOJIb Ka4eCTBA U CPOKOB HCITOJIHCHUS,

B) KOHTPOJIb CO3JIaHMsI U OTIIPABKHU JIOKYMEHTA aJipecary;

T') KOHTPOJIb pa3peIIeHuUs] BOPOCOB, OTPAXKCHHBIX B JIOKYMCHTE.

32. Onpenesienue MOHATHS «TET0»:

a) marnka ¢ JOKyMCHTaMH;

0) JOKYMEHTHI, OTHOCSIIHECS K OJHOU Tpodieme;

B) TICPBUYHBII TOKYMEHTHBIH KOMILIEKC, CTPYIITMPOBAHHBIN [0 KAKOMY-JTU0O0 MPU3HAKY;

I') IEPBUYHBIN JIOKYMEHTHBINM KOMIUIEKC, CTPYIIITUPOBAHHBIHN 110 HICHTHYHBIM PEKBU3UTAM JJOKYMEHTA.

33. HomenkiaTypa aeu:

a) HOKYMCHT, B KOTOPOM IICPCUNCJICHDI ITIaBHBIC ACJIa OpraHru3alun,

0) IOKyMEHT, B KOTOpPOM IepEUMCIICHBI BCE /Ieia OpraHu3aluH;

B) IPUMEPHBIN CIHUCOK JI€J1, HEOOXOIUMBIX K 3aBEICHHUIO B OPraHU3aLUH;
T') JOKYMEHTHI, OTHOCSIIIIHECS K OHOU TIpodieme.

34. ApxuBHOe XpaHeHHe JOKYMEHTOB He00X0ANMO:

a) JUI TOBTOPHOTO MCITOJIb30BAaHUS IOKYMEHTOB;

6) JJI1 OTYETHOCTHU NEPE BRIIIECCTOAIINMMHA OPraHru3alusiMu,
B) Ha CIy4yail IpONaXky JOKYMEHTa B OpPraHu3aliH;

I') Ha CiIy4ail ynpasaHeHHs OpraHu3aluy.

35. SI3bIK JOKYMEHTOB OT/INYAeT:

a) 00pa3HOCTh U Pa3HOOOpPA3HE SI3BIKOBBIX CPEIICTB;

0) TOYHOCTH M CY)KEHHE THAaIla30Ha SI3BIKOBBIX CPEICTB;
B) MCIOJIB30BaHNE MPO(PECCHOHATNU3IMOB;

T') UCTIONIB30BAHUE JHAJICKTU3MOB.

36. Kakas ¢)pa3a HeyMecTHa B JOKYMEHTE U HY:KIaeTcs B peJaKTHPOBAHUM:
a) «IIPOCHM YCKOPHUTb PEILLIEHUE BOIPOCA...»);

0) «32 HeOOOCHOBAaHHBIN MPOTYIL...»);

B) «Ipe/cTaBbTe Bamym npemiokeHus B yKa3aHHbIE CPOKH...»);

T') KKOHTPOJIb UCTIOJTHEHHUS BO3JIAraeTcsl. ..»

37. Opranu3alMOHHAs IPyNIA J0OKYMEHTOB:

a) ycTaB, OJ0XKEHHUE, TIpaBiia, HHCTPYKIHS,

0) ycTaB, ONOXKEHHE, TJIaH, HHCTPYKIIHS;

B) YCTaB, OTYET, IPAaBMWJIA, UHCTPYKLINS;

F) YyCTaB, MOJIOKECHUEC, IIpaBUjia, UHCTPYKIUA, PETITITAMECHT.

38. PacnopsinutenbHasi rpynna 10KyMeHTOB.
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a) MOCTAHOBIIEHHUE, PACTIOPsIKEHNE, PEllIeHNe, PUKa3, yKa3zaHHe;

0) yka3, IOCTaHOBJICHUE, PACHIOPSKCHUE, IPUKA3, YKa3aHUe

B) YKa3, [IOCTAaHOBJICHUE, PACIIOPSIKEHUE, PELIeHNE, IPUKa3, YKa3aHUe
T') yKa3, IOCTaHOBJIEHHE, paCIIOPsDKEHUE, pellieHue, MTpHUKa3s.

39. CnpaBouHo-uH(pOpMANMOHHAS TPyNNa J0KyMEHTOB.
a) TOKJIaIHast 3aMMCKa, aKT, IPOTOKOIT;

0) noroBop, ciuyxeOHas 3aI1CKa, HHCTPYKINS;

B) CIIpaBKa, yKa3aHUe, 3asBJICHUC;

r) Teerpamma, Tesie)oHOrpaMma, yKkasaHue.

40. IIpaBuaa ogopMmienusi peKBU3UTOB, oTpa:keHHbie B OCT P 2016 r.:
a) HOCAT 00s3aTeNbHEII XapaKTep;

0) HOCSIT peKOMEHIaTeNbHBIN XapaKTep;

B) HOCAT IMPEKTUBHBIIN XapakrTep;

T') HOCST peKOMEHIATEIHbHO-00s3aTCIIBHBIN XapaKTep;

41. Opranusanus ciay:x0oii IOY Texkymero XxpaHeHus1 JOKYMEeHTOB.
a) OHO OCYILECTBIISIETCS! B OTHOILICHUN HCIIOJTHEHHBIX JOKYMEHTOB

0) OHO OCYIIECTBIISICTCS B OTHOIIICHUH HEUCIIOTHEHHBIX IOKYMEHTOB

B) OHO OCYIIECTBIISIETCS B OTHOIIEHWH TOKyMEHTOB Ha KOHTPOJIE

') OHO OCYIIECTBIISIETCS] B OTHOILLEHUH NMMPOCPOUYCHHBIX TOKYMEHTOB

42. Ilpuka3 - 0CHOBHON pacnopsiAuTeIbHbII JOKYMEHT B OPraHU3alMM. BUAbI IPUKA30B:
a) M0 JTMYHOMY COCTaBY, OIEPATUBHOM JesITeTLHOCTH;

0) MO TMYHOMY COCTaBY, XO3IHCTBEHHON AEATEIBHOCTH;

B) KaJIpOBBIE, I10 TEKYLIECH AEATEIbHOCTH;

T') IO INYHOMY COCTaBY, OOIIEH AESTENbHOCTH;

43. TekcT aKTa COCTOUT M3:

a) 000CHOBHIBAIOIIEH, KOHCTATHPYIOIICH, pEKOMEHAYIOMICH JacTH;
0) BBOJHOM, (hakTHYECKOI, peKOMEHYIOIIEH YacTu;

B) BBOJIHO, KOHCTATUPYIOIICH, UTOTOBOM YacTH;

T') BBOZAHOM, KOHCTaTHPYIOLIEH, peKOMEHAYIOIEeH 4acTu;

44. JloxknagHasi 4 cJy:keOHAs 3aNIMCKH:

a) B 3HAYUTEIHLHON CTETIEHU HCHTHYHBI IO OOPMIICHHUIO U COJIEPIKAHHIO;
0) MPOTUBOIOCTABIICHBI TI0 OPOPMIICHUIO U COJIEPIKAHUIO;

B) 1O OPOPMIICHUIO COBIAJIAIOT, TI0 COACPKAHUIO TPOTHBOIIOCTABIICHBI;

T') HASHTHYHEI TI0 COAEPKAHUIO, pa3IMYAIOTCs 10 0(hOPMIICHHUIO;

45. TpeOGoBanusi k 0popMIeHHIO 00bICHUTEIBHON 3aNIMCKH:
a) COCTaBISAETCS OT MEPBOTO JIUIA

0) COCTaBIISIETCSI OT TPETHETO JIUTIA;

B) COCTABJIAETCS OT TPYIIIBI JINIL;

T') COCTaBJISIETCS OT HAPYIIUTEINS JUCIUATUTHHEL.

46. TpedoBaHus K 0OPMIIEHUIO MOCTAHOBJICHHUS.

a) COJICPXKUT KOHCTATHPYIONIYIO M PACTIOPSIIUTEIBHYIO YacTH;

0) conepUT 000CHOBHIBAIONIYIO, KOHCTATHPYIOIIYIO M PACTIOPATUTENHHYTO YaCTH;
B) COJIEPXKUT Pa3bsICHUTENbHYI0, KOHCTATUPYIOIIYIO U PacTIOPAIUTENbHYIO YacTH;
T') COJIEP’KUT 0OOCHOBBIBAIOIIYIO, KOHTPOJIUPYIOIIYIO U PACTIOPSIUTEIEHY IO YaCTH,

47. Tpe6oBaHus Kk opopMIeHNI0 HHPOPMALMOHHO - AHAJTUTHYECKOH 3aMHCKHU.

a) HOCHUT peKOMCHZ[aTCJ'IBHBIfI, Hay‘-IHO—I/ICCJ'Ie,ZlOBaTeJ'IBCKI/IfI, HOHCHSIIOH_II/Iﬁ XapakTep,
6) HOCHUT peKOMCHI[aTeJ'IBHBIfI, HOHCHHIOHII/Iﬁ XapakTep,
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B) HOCHT PEKOMEHIATENbHEIHN, HCCICA0BATENBLCKUM, MOSICHSIIONUN XapaKkTep;
T') UCTIOJIB3YEeTCs IS TIepeiadll He0OX0IMMON HHPOPMAIINHU B TIETISAX Pa3pelIeHus MPOOIEeMBI.

48. TpeGoBanns Kk o¢opMJIEHHIO IPOTOKOJIA:

a) 4YaCTH TEKCTa: BBOJIHASI(CIIYIIIATH - BICTYTHIU-PEIINIIN), OCHOBHAS ;

0) gyacTH TEKCTa: MMOBECTKA JTHS, OCHOBHAS (CITyIIaIH-BBICTYITHIN-PEIITIIIH);
B) YaCTH TCKCTa: BBO/IHAs, IMMOBECTKA JHA, CBEACHUA O IIPUCYTCTBYIOMIUX ;
T') YaCTH TEKCTa: BBOAHAS, OCHOBHAsI (CIIYIIATN-BBICTYTHIIN-PEIIIHIIH ).

49. Tpeo6oBanusi kK 0popMIIEHHIO JOTOBOPA:

a) 00s13aTeIbHOE KOJUYECTBO YUaCTHUKOB CTOPOH — JIBa;

0) 00s13aTebHOE KOJMYECTBO SK3EMILISPOB — JBa;

B) 00s13aTeNIbHOE YKa3aHUE OTCHIJIOK K 3aKOHaM Pd;

r) o0s13aTenpHOe 0popMIIEHHE PEKBH3UTHOTO MHHUMYMa JIOTOBOPA;

50. AHHyJIMpOBaHMeE JOKYMEHTA:

a) pacmpocTpaHsIeTcs Ha OyayIIue MOCIeACTBHS TOKyMEHTA;

0) pactipocTpaHsieTcs Ha yKe HaCTYIUBIINE MOCIEICTBHSI JOKYMEHTA;

B) pacmpocTpaHsercs Ha Oy Iyliye U y:Ke HaCTYIHUBILIHIE MOCIEACTBUS TOKYMEHTA,;

T') pacTIpoCTpaHsAETCs Ha MOTEHIINATBHBIE TIOCTIEICTBUS TOKYMEHTA,;
OTKPBITBIE 3AJIAHUS

TeopeaneCKne 3aJaHus C OTKPBITHIMH BOIIPOCAMM

1 BapuaHT

B yem otnuume nenonpou3BOACTBa OT JTOKYMEHTO000poTa? (YKaKUTE KaueCTBEHHBIE U
MpoIeTypHBbIE 0COOCHHOCTH)

Kakue ocHOBHBIE TOKyMEHTHI Bbl 3HaeTe Ha ypoBHE rop. Bonrorpana? (ykaxure BUAbl U
HaMEHOBAHHE)

B uem oTnnune qOKYMEHTOB, U3aBaeMbIX OpraHaMU TOCY/IapCTBEHHOM BJIAcTH CyObeKTa
P® oT n0oKyMEHTOB, M37aBaeMbIX OpraHaMU MECTHOIO caMmoylpasieHus? (0OocHyiiTe
MO3ULMIO, HMCXOASd W3 IIPABOBOTO PETYJUPOBAHUSA CHUCTEMBI TOCYAAPCTBEHHOIO H
MYHUIUNAJIBHOTO YIPABJICHHUs, a TAKXKE paccMaTpuBasi OCOOCHHOCTH JIEJIONPOU3BOICTBA
U BUJIbl JOKYMEHTOB I'OCYapCTBEHHOI'O U MyHHILIUIIAIBHOTO YPOBHS)

IIpaBoM 3aKOHOAATENLHOW WHUIMATUBBI 00JaNAIOT: (JONMUCaTh B COOTBETCTBUU C
Hopmamu Konctutrynuu PO)

Kakue  (QyHKIMM  BBINOJHSAET  PYKOBOAUTEIb  OpraHU3alMM B Ipolecce
JeNoNpon3BoicTBA? (pacCMOTPETh Kiaccu(uKauio GYHKIUH 110 pa3HbIM OCHOBAHUSM)
K 3akonam otnocutcs: Koncrutynus P®, Ycras Bonrorpaackoit o6mactu, Ycras rop.
Bousrorpana, Yka3 Ilpe3uaenra, aktsl riaBsl Boarorpana, aktel ry0epHaTopa (BeIOpaTh
HY’KHOE U apryMEHTHPOBATh)

Kaxue nmpasa nmeer Ilpesnnent P® kak ocHoBHOe 3BeHO B I'MYVY B 3akoHOmaTenbHOM
npoiiecce?

Kakue BBl 3HaeTe NPUHIMIIBI COCTaBJICHUS, OPOPMICHHS U H3JAHHUS JOKyMeHTa?
(Yka3aTb U 0XapaKTepHU30BaTh)

B 4em CymHOCTh M Ha3HaYyeHUE ITOKYMEHTOB, M31ABAEMbIX MCIIOJHUTEIBHOU CUCTEMOM
OpPraHoOB rocyJapCcTBEHHOU BiacTu? (MIPUBECTH IPUMEP OpraHa UCHOJIHUTEIbLHONW BIAaCTU
U U37aBa€MbIX UM JOKYMEHTOB)
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10.

B uem pazHuIa MOHATHI: JOKYMEHTB YPOBHS TOCYIapCTBEHHON BIACTH U JOKYMEHTBI
MyOJIMYHOM BiIacTH?

2 BapuaHT

Kakue cramum mnpoXOaUT KaXABIH JOKYMEHT B THpoIecce MAeJIONPOU3BOJICTBA B
roCy/1apCTBEHHOM yNpPaBICHUU?

B 4yem orimume mokyMeHTa oT HocuTens nHpopmarn?

SIBNSIIOTCSL M IOKyMEHTOM: HWH(OpPMAIIMOHHBIE IMUChMA, CIYXEOHBIC 3aliCKU, aKThI
[lpesunenrta, neknuHM, YYEOHWKH, 3alUCH CTYACHTOB, IIEPENHCAHHBIE HOPMBI
Koncturymuu P® ? (oTBeT apryMeHTHpPOBATH ).

Jlenonpoun3BOACTBO OpPraHOB TOCYJapCTBEHHOW BiacTH Bonarorpajackoit oOnacta u
JeJIONIPOM3BO/ICTBO OpraHoB rop. Bonrorpaga cxoxu Ttem, 4ro ... (momucaTh) Hu
Pa3INyYHbI TEM, UTO ... (JOMHCATh)

IIpe3uneHT kak BbICIIEE JOJKHOCTHOE JIMLO YyYacTBYET B JEJONPOU3BOJACTBE U H3JaET
... (ykaxuTe KakuM o0pa3oM W BUJIbI HOPMATHBHO-TTPABOBBIX aKTOB)

B rocynapcTBeHHOM [1€101pOM3BOJCTBE (B OpraHax rocyJJapCTBEHHOM BJIACTH) M3/1al0TCS
CJIEAYIOLIME BUABI JOKYMEHTOB: (HAMUIINUTE C yY€TOM YPOBHEH BJIACTH)

I'maBa MyHUIMIANTBHOTO OOpa30BaHMs M3/aeT M IMOJIMMUCHIBAET 3aKOHBl OpPraHoB
MECTHOT'0 caMoyTpaBieHus? ( apryMEHTUPOBAHHO OTBETUTH)

Kakue pekBU3HUTHI yKa3bIBatOTCA Yallle BCEro Ha JOKYMEHTax?

B 4yem npeumy1iecTBa 37€KTPOHHOTO IOKYMEHTO000poTa?

[Tosnuser nmu pepopma I'MVY u popmMupoBaHue €IUHON CUCTEMBI ITyOJUYHON BIACTH HA
JeTIONpOU3BOACTBO B cucteMe I'MY? (mpoaeMoHCTpUpOBaTh OCOOEHHOCTH U OTIMYUS
I'MY ot myOnu4HO# Bi1acTy)

3 BapuaHT

Kakue nokymentsl siBisitorcs ocHoBoit MY B coBpemenHnoit Poccun? (Ha3Bath BHIBI,
HAUMEHOBAHMUS, HA3BAHUS, JAThl BCTYIUICHHUS B CUTY W MPUHSITHS JTOKYMEHTOR)
JIOKyMEHTBI, ONpeAeIISIONIIe CTaTyC OpraHa rocy/1apCTBEHHON BIAacTH — 3TO: (yKa3aTh U
MIEPEYUCIIUTD)

CrpykTypy JTFO00TO JOKYMEHTA COCTABJISIOT: (YKaXHUTE, KAKUE dJICMCHTHI)

Kakas crtpykrypa B 1000i oOpraHu3anud, B OpraHe BJIacTH 3aHUMAETCS
JIEJIOTIPOU3BOCTBOM?

['maBHas nienp, 3a1aun ¥ QYHKIMKM TOKYMEHTA B OpraHu3aiuu: (ykasarb, pacimudpoBaTh)
B cootBeTcTBHE ¢ DeiepaibHBIM 3aKOHOM, KaKHe BUIBI IOKYMEHTOB BIIPaBE BBICTYIATh
B KauecTBE OOpalleHUI rpa’kJjaH B rOCYJapCTBEHHBIN opraH?

Kakme mOKyMeHTBI Jie)KarT B OCHOBE (OPMHUPOBAaHUS W  (PYHKIIHOHUPOBAHUS
COBPEMEHHOT'0 MEeCTHOTO caMmoympanieHus B PO? (yka3aTh JOKyMEHT U €ro poJib)

Mbp rop. Bonrorpaga u3gaet 3aKoHBI WM MMOJ3aKOHHBIC aKThI? (apTYMEHTUPYHTE CBOIO
MO3UIINIO, KCXO/IS U3 MIPABOBBIX HOPM U MTPHUHIIUIIOB)

PexkBuzutamu m000ro JOKYMEHTA SIBISIFOTCS (HAMUIIUTE ONpEAETICHHE U YKaKUTE BUIbI
B coorBeTcTBUU ¢ [[OCTom P 2016 1.)

38



10. YcraB rtop. Bosrorpama sBnsieTcs ITOKyMEHTOM: (BBIOpaTh TPaBUIIBHBI OTBET H
000CHOBATH €T0)

- MECTHOT'O YPOBHS
- PErHOHAJIBHOTO YPOBHS

- TOCYIapCTBEHHOTO YPOBHS

- (henepanbHOTO YpOBHS

- CHCTEMBI ITyOJINYHOI BI1acTh

IIpakTnyeckue 3a1aHus (3a1a41)

1. B coorBerctBum ¢ DenepanbHbiM 3aKOHOM «OO0 O0OpaIeHUsSX TpaKIaH»
COCTaBHUTh B OpraHbl TOCYIAPCTBEHHON BiacTh Bonrorpaackoit o6imact BUA

oOpamieHusl TpakJaaH — JKalIo0y Ha HEMPaBOMEPHOE JCHCTBUE WIIH
Oe3zmelicTBUE JOHKHOCTHOTO JIMIIA HWCHOJHUTENBRHOTO OpraHa cyObekTa
dbenepauuu.

2. Cyuerom I'OCT Poccun 2016 rosia cocTaBUTh JOKYMEHT OPraHU3alIMOHHO-
pactopsIUTEIHFHOM TPYIIBI TOCYTAPCTBEHHOTO YPOBHS C MCIOJb30BaHUEM
JCHUCTBYIOIIEH CUCTEMBI PEKBU3UTOB.

3. Ha caiite opraHa MeCTHOTO caMmoOyIpaBlieHUs - Boarorpajackoi ropoackoit
JIlyMbl HaWTH HNOKYMEHT pACHOPSAUTEIIBHOTO XapakTepa M ONpPEACIIUTh
CIIEyIOIIME €ro XapakKTepUCTHUKU: 1) CTPYKTYpHOE NOJpa3JeicHHeE,
W3/IaBIIee JAHHBIA JIOKYMEHT, 2) HaMMEHOBAHHE U CTATyC JIOKYMEHTa, 3)
JaThl U3JIJAaHUS U FOPUIUYECKOTO ICUCTBUS IOKYMEHTA, 4) OpraHu3alMOHHbIC
Y MPABOBBIC MOCIIECICTBUS ACHUCTBUS TAHHOTO IOKYMEHTA.

4. Kakue cmocoObl, Mephl M METOJbl COKpAIIEHUs JIOKYMEHTOOOOpoTa B
OpraHax rocyJapCTBEHHOM BJIaCTH U MECTHOTO CAMOYIPABICHUS Bbl MOXKETE
NOPEUIOKUTh B YCIOBHUSX COBPEMEHHON ONTUMHU3ALUU JESITEIbHOCTU
BJIACTHBIX CTPYKTYp B CBSI3U € (OPMHUPOBAHMEM E€IUHOW CHUCTEMBI
nyOian4aHoi Biactu B PO.

39



	1.1. Осваиваемые компетенции
	1.2. Результаты обучения
	В результате освоения дисциплины у студентов должны быть сформированы:
	3.1. Структура дисциплины
	4. Материалы текущего контроля успеваемости обучающихся
	4.1. Формы и методы текущего контроля успеваемости обучающихся и промежуточной аттестации
	4.2. Типовые материалы текущего контроля успеваемости обучающихся

	5. Оценочные материалы промежуточной аттестации по дисциплине
	5.1. Методы проведения экзамена
	5.2. Оценочные материалы промежуточной аттестации

	6. Методические материалы по освоению дисциплины
	7. Учебная литература и ресурсы информационно-телекоммуникационной сети Интернет
	7.1. Основная литература
	7.2. Дополнительная литература
	7.3. Нормативные правовые документы и иная правовая информация
	1. Конституция Российской Федерации (принята всенародным голосованием 12.12.1993) (с учетом поправок, внесенных Законами РФ о поправках к Конституции РФ от 30.12.2008 № 6-ФКЗ, от 30.12.2008 № 7-ФКЗ, от 05.02.2014 № 2-ФКЗ, от 21.07.2014 № 11-ФКЗ) // Собрание законодательства РФ. 2014, № 31, ст. 4398.
	2. Федеральный закон № 131-ФЗ «Об общих принципах организации местного самоуправления в РФ»
	3. Федеральный закон «О государственной гражданской службе Российской Федерации» от 27 июля 2004 г. № 79-ФЗ.
	4. Федеральный закон № 414-ФЗ от 21.12.2021 г. «О публичной власти в субъектах РФ».
	5. ГОСТ Р 2016 года.
	7.4. Интернет-ресурсы, справочные системы.
	Официальный сайт Министерства труда и социальной защиты Российской Федерации – http://rosmintrud.ru
	7.5. Иные источники

	8. Материально-техническая база, информационные технологии, программное обеспечение и информационные справочные системы

		2024-10-02T15:43:50+0300
	Алмосов Александр Павлович
	Я подтверждаю точность и целостность этого документа




