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o o ®dopma
Y IbSHOBCKHUI TOCYIapCTBEHHBIH YHUBEPCUTET
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1. HEJA U 3AJAYU OCBOEHUSA JUCIHUITJIMHBbI

Heab y4eOHO#H AMCUUILUIMHBI - MOJATOTOBKA CIEIHAIUCTA, OOJIAJAIOIIETO 3HAHHSIMU
MIPABOBBIX, HOPMATHUBHBIX M OPTraHU3ALMOHHBIX OCHOB JOKYMEHTAIlMOHHOTO oObOecreyeHus
yIpaBJICHUS,, YMEHUSIMH 110 COCTAaBJICHUIO U O(POPMIICHHIO OTAEIBHBIX BHJOB YIPABICHUYECKUX
JOKYMEHTOB M HaBBIKAMM MX IPUMEHEHMs JJs PEIIeHUs 33Jad JOKYMEHTAallMOHHOTO
obecrieyeHns pabOThl OPraHOB rOCYIaPCTBEHHON BIACTH U MECTHOTO CaMOYIIPABJICHUSI.

3agaum u3ydeHus JUCHUIIMHBI
- c(OpMHUPOBATH IIEIIOCTHOE MPECTABICHHUE O JIONPOU3BOACTBEHHOM IPOIIECCE;
- U3yYUTh COBPEMEHHBbIC TPEOOBaHUS K JOKYMEHTHPOBAHUIO YIPABICHUECKON JESATENLHOCTH U
opranu3zanuy paboThl ¢ JOKYMEHTaMH B TOCYJapCTBEHHBIX OpraHax;
- OBJIaJICTh COBPEMEHHOI MPaKTUKON M OpraHu3anueid padoThl ¢ JOKYMEHTAMU MPU PELICHUH
CTPaTEruuecKux M ONEPATUBHBIX 3a/1a4 OPraHu3aLuu;
- COpUEHTUPOBATh CTYJEHTOB Ha aHalIW3 COLMUAJbHBIX SBJICHUN, (UKCUPYEMBIX B
OpPraHU3alMOHHO-PACHIOPSAAUTENBHOM ~ JOKYMEHTAllMM  OpPraHOB  TOCYAapCTBEHHONo U
MYHULUIIAJIBHOTO YIIPABIICHHUS.

2. MECTO JUCIHUIIJIMHBI B CTPYKTYPE OIIOII
VYueOnas qucuuruinaa «OcHOBBI aenonpon3BoactBa» (I1K-6) BXoauT B GJIOK TUCHUILIUH,
(bopMHpyEeMBIX yYacTHMKaMHM OOpa30BaTENIbHBIX OTHOILEHHH, SBISETCS JUCLUIUIMHOW IO
BeiOOopy OOII 6akanaBpuata @I'OC BO mno nampasnenuto 38.03.04 «['ocymapcTBeHHOE U
MYHUIUNAJIbHOE YIPaBJIECHUE)» M HAXOIUTCS B JOIMUYECKOW M COAEPIKaTEIbHO-METOUYECKON
cBsi3u ¢ guciumuimHo  «CoBpeMeHHble  (DMHAHCOBBIE  HWHCTPYMEHTBHI  COIMAIBHOTO
npeanpuaumarenbera» (ITK-6).
Jlj1 KaueCTBEHHOT'O0 OCBOEHMSI IMCLUIUIMHBI 00yJaromuics JOJKEH:

3HATh:
- OCHOBBI YIIPaBJICHHUS;
- CUCTEMY IIPABOBBIX PETYJISATOPOB;
- 3HauYeHWe HWH(OpPMAlMUd B COBPEMEHHOM HWH(OPMAIIMOHHOM OOIIECTBE B I1E€JIOM H B
npodeccuoHaIbHOMN J1eSTETbHOCTH,
- 3aKOHOJ1aTeNbCcTBO P®D, perinameHTHpyroliee KOMIETEHIIUIO OPraHOB TOCYJJapCTBEHHOM BIacTH
Y MECTHOTO CaMOYIIPaBJIEHHs U BUABI JOKYMEHTOB, BO3HUKAIOLINX B PE3y/bTAaTe PEAIN3ALUNA UX
MMOJTHOMOYHH,
- TpaBOBble TPEeOOBAHUS YCTAHOBJIEHHUS U COONIOJIEHHUS peXHMMa OrpaHHMYEHHUs J0CTyHa K
uH(pOpMalH, B TOM YHCJIE TOCYAApPCTBEHHON U MHBIX OXPAHSIEMbIX 3aKOHOM BUJIOB TaliH.
YMETh:
- paboTaTh B TEKCTOBOM pPEIaKTOpE;
- paboTaTh B JIOKAJIBHBIX U TJI00ATBHBIX CETSX;
- OPraHMU30BbIBATh U MOJIEPKUBATh (HYHKIIMOHUPOBAHUE UH(POPMALIIOHHO-T0KYMEHTAIIMOHHBIX
cucreM,  00ecHeuMBaIOIIMX  COOJIOJEHHWE  PEKMMOB  OrpaHMYEHHUS  JOCTyma K
JIOKyMEHTHPOBAHHON MH(pOpMAINH;
- QHAJIM3UPOBATh M YHU(DUIIUPOBATh OPUIIMATBHBIE TEKCTHI,
- WCIOJIB30BaTh 3aKOHOAATeNbHbIE aKkThl Poccuiickoii denepanuy, HOPMATHBHBIE ITPaBOBBIE
aKThl W HOPMAaTUBHO-METOAMYECKHE JOKYMEHTHI (eepabHbIX OpPraHOB HCIIOJIHUTEIbHON
BJIACTH IIPH COCTABJICHUU U O(POPMIIEHUH YIIPABICHYECKUX IOKYMEHTOB.
BJIQJIETh!
- 0uIMANBbHBIM CTUJIEM MUCbMEHHOHN peuH;
- TEXHOJIOTHEH norcka u 06paboTku TpedyeMoii nHpopManuu,;
- HaBBbIKAMU JOKYMEHTHPOBAHMSI YIPABIEHYECKOW JEATENIBHOCTH C HCIOJIb30BAaHUEM
COBPEMEHHBIX TEXHUYECKUX CPENICTB;
- HaBbIKaMU TUCbMEHHBIX KOMMYHUKALIN;
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- HaBBIKAMH PabOTHI C MPABOBBIMHU AKTAMHU.

«OCHOBBI ACJIOMPOU3BOACTBA» SABJIACTCA HHCHHHHHHOﬁ, HpeIIH_IeCTBYIOH_[eﬁ JJIs1 TaKHUX
mucnumine  Kak: «[Ipemmumiomuas mpaktuka» (I1K-6), «I[loaroroBka k cmade u crada
rocyaapctBeHHoro sk3amena» (I1K-6).

3. IEPEYEHb INTAHUPYEMBIX PE3YJIbTATOB OBYYEHUSA 110 JIMCHUIIJIMHE
MOAYJK), COOTHECEHHBIX C IINTAHUPYEMbBIMU PE3YJIbTATAMU
OCBOEHMSI OCHOBHOH NPO®ECCHOHAJIbHOI OBPA30BATEJ/ILHOM
MMPOI'PAMMBI

B coBokynmHOCTH ¢ IpyruMu JucHuimimHaMu npodeccruonansuoro nukia @IOC BO nmo
HampaBineHnto MY  mucummuimHa — «OCHOBBI  JIEJIONPOM3BOJACTBa»  OOECIeYMBAET
UHCTpYMEHTapHeM (OPMUPOBAHHS CIETYIONIMX KOMITETECHITHH.

Kon u HanmeHoBaHue [lepeueHb IaHUPYEMBIX PE3YJILTATOB O0YUYEHHUS 10
peanu3yeMoi KOMIIETEHIUH JUCLUILIMHE (MOJYJII0), COOTHECEHHBIX C MHIMKATOpaMu
JOCTHKECHHS] KOMIIETEHIUI

IIK-6 - cnocobGeH pa3pabaTelBaTh | 3HATh: MpaBWia, NPHHIMIBI M IOAXOABI  Pa3spabOTKH
METOANYECCKHE u CIIpaBOYHBIC MCTOAUYCCKUX U CIpPaBOYHBIX MATCpHUAJIOB II10 BOIpOCaM
MaTepHaIbI o BOIIPOCAM npoeccnoHaIbHON NEATENBHOCTH;
JEATENBHOCTH JINI] HA JOIKHOCTAX YmeTb: paspabaTeiBaTh MeTO,Z[I/I‘IeCKI/IGU U  CIpaBOYHBIE

o . | MaTepHaisl 110 BOIIpocaM NPopeCCHOHAILHON AEITEILHOCTH,
rocyJapCTBECHHOM IpaXxJ1aHCKOU P P pod A ’

. o Bnanernb: HaBpIKaMu pa3pabOTKHA METOAMYECKUX U CIIPABOYHBIX
cnyx0b1 Poccuiickoit denepanuu, .

MaTepHasoB MO BOMpocaM Mpo(ecCHOHaIbHON NeATENbHOCTH

rOCyIapCTBEHHOM CITYKOBI
CyOBEKTOB Poccuiickoit
®denepanuu, JIOJDKHOCTSIX

MYHUIIMIAJIBHON CITYKObI

VYyeOHast TUCHMITIIMHA OPUEHTHPOBAaHA HA UcclieoBaHue 3((HEKTUBHOCTH OpPraHU3aLUH
JIOKyMEHTOO00pOTa, B TOM YHCJE 3JIEKTPOHHOr0, Ha TOCYJApCTBEHHOM M MYHULMIMAIbHON
ciyxx6e PD. Tembl Kypca OpraHM4ecKH YBSI3aHbl C OCOOCHHOCTSAMH PAa0OTHI C JIOKyMEHTaMHU
PYKOBOJUTENEH U CIIEHUAINCTOB B CUCTEME TOCYIaPCTBEHHOI'O ¥ MYHHUIIUIIAILHOTO YIIPaBJIEHUS
Ha COBpPEMEHHOM »HTame. JucuumianHa cnocoOCTBYeT (OPMHPOBAHUSA y CTYIEHTOB BUICHUS
BO3MO>KHOCTH YIIpaBlieHUs1 HH(pOpMalliel KaK YaCTH CUCTEMBI CTPATErMUeCKOr0 yIpaBiIeHHUS.

N3ydyenne pucuuiuinHbel «OCHOBBI JIE€IONPOU3BOJCTBA» OTKPBIBAET MEPCIEKTUBBI IS
YCHEIIHOTO0 MPOXO0XKJEHHUSI MO KOHKYPCYy B OpraHbl TOCYAapCTBEHHOTO W MECTHOTO
caMOyIpaBJIEHUS.

4, OBIIAA TPYAOEMKOCTD JUCHUITJIMHBI
4.1. O6beM TUCHUIUIMHBI B 3a4€THBIX €IUHMIIAX (Bcero) 2 3auéTHble equHuibl. OOImas
TPYAOEMKOCTh AUCIUILTHHBI COCTABISET /2 yaca, BUJ IPOMEKYTOUHOM aTTeCTAaINH - 3a4ET.
4.2. O0beM TUCIUILTIHBI 110 BHIaM Y4eOHOW paboTHI (B Yacax)

KonnuectBo yacoB (hopma 00yueHusi 0uHAsN)
Bun yue6HO# paboThI B T.4. [10 CEMECTpam
Bcero o many 5

KonrtaktHas paboTta 00y4daronuxcs ¢ 32 32
IpenoaBaTeneM

AyIUTOpHBIE 3aHSTHSL: 32 32

JIEKITUA 16 16
CEMHUHAphI U TPAKTUUECKHUE 3aHATH 16 16
nabopaTopHble padoThl, MPAKTUKYMBI - -
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CamocrosiTenpHas padbora 40 40

dopma TEeKyIIero KOHTPOJIsl 3HAaHUU U
KOHTPOJISI CAMOCTOSITEIIbHON pabOTHI:

YCTHBIH OMPOC, pelIeHue
KelicoB, pedepar,

YCTHBIN OIpOC,
pELIECHHE KEWCOB,

TECTHPOBaHUE, KOHTP.padoTa, TECTHUPOBAHUE pedepar, TecTupoBaHHe
KOJUIOKBHYM, pedepar u Jp.

Kypcoas pabora - -

Bunsl npoMeKyTOYHOM aTTecTanuu 3a4eT 3a4eT
(’K3ameH, 3a4eT)

Bcero yacoB 110 1UCHUIIIMHE 72 72

KonuuecTtBo yacos (popma 00yueHnst 04HO-
3204HAast)

Bun yuebnoit paboTbl
Bcero no miany

B T.4. IO CCMCCTpaM

2
KonTaktHas pabota 00y4aromuxcs ¢ 16* 16*
MIperoaBaTesieM
AyIUTOpHBIE 3aHITHSL: 16* 16*
JICKITUH 8* 8*
CEMUHAPBI U MMPAKTHYCCKUE 3aHIATHS 8* 8*
nabopaTopHbIe pabOThI, MPAKTUKYMBI - -
CamocrosTenpHas padora 56 56

dopma TeKyIIero KOHTPOJIS 3HAHUH U
KOHTPOJISI CAMOCTOSITEIILHOI pabOThI:

YCTHBIN OIPOC, PEIICHHUE
KeiicoB, pedepar,

YCTHBIN 01poc,
pELIECHHE KEWCOB,

TECTUPOBaHUE, KOHTP.padoTa, TECTUPOBAHUE pedepar, TecTupoBaHue
KOJUIOKBUYM, pedepar u Jp.

Kypcosast pabota - -

Buzsl npoMexyTOUHOM aTTecTanuu 3a4eT 3a4eT
(7K3aMeH, 3a4eT)

Bcero yacos 1o nucuuIiae 72 72

*KonnyectBo uvacoB pabotel IIIIC ¢ oOyuarommmucs B AMCTAaHIMOHHOM (opmare c

NPUMEHEHHUEM JIEKTPOHHOTO O0yUYeHUS

4.3. Conepxanue TUCIUIUIMHBI (MOynsi). PacrpenencHue 94acoB Mo TeMaM W BHJIAM
y4eOHOI paboThI
dopma o0yueHusi OUHAas
Busibl yueOHbIX 3aHATHI
AyJTUTOPHBIE 3aHATHA
JANTOD 3anstuss | Camo- dopma
IIpaktu- | JlaGopa-
B cTod- TEKYILEro
HaspaHue pa3neinoB u tem Bcero YecKHe TOpPHBIE
Jlex HWHTEPAK- | TeJb- KOHTPOJIA
3aHIATHS, | paboTHI, N N
01058 THBHON Has 3HaHHUN
CEMHHA- | IPAKTH-
¢dopme | pabora
pbI KYMBI
1 2 3 4 5 6 7 8
Pa3gen 1. TepmunoJiorns, ucropusi 1 HopMaTtuBHas 6a3za JIOY
1. CoBpemeHHas 3aKOHOJATeNbHAas U 6 1 1 - - 4 TECTHPO-
HOPMAaTHBHO-METOUYECKasl 0asa BaHUE
JeJI0NPOU3BOCTBA
2. CraHoBneHue u pasBHUTHE 6 1 1 - - 4 YCTHBIH
JenonpousBojcTsa B Poccun ompoc
3. OpraHu3aliOHHbIE (opMBI 6 1 1 - - 4 TECTUPO-
JeJI0NPOU3BOCTBA BaHUE

®dopma A
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Paznen 2. JlokyMeHTHpPOBaHHE YNIPaBJIeHYECKOH /1eATEILHOCTH
4. CrpyxTypa u coJiepKaHue 8 2 2 - - 4 TECTUPO-
JIOKyMEHTa, TpeOOBaHMs K O OPMIICHHIO BaHHE
JIOKYMEHTOB
5. CucremMa OpraHu3allMOHHO-TIPABOBOMN 8 2 2 - - 4 pelieHue
JIOKyMEHTalU1 KeiicoB
6. Cucrema pacnopsauTenbHOM 8 2 2 - - 4 peuienue
JIOKyMEHTalU{ KeiicoB
7. Cucrema MH)OPMAIMOHHO- 8 2 2 - - 4 peleHue
CIIPABOYHON JOKYMEHTAlMU KelcoB
Pasnen 3. Opranusanusi padoThl ¢ JOKYMEHTaMH
8. OpraHmzanusi AOKYMEHTO0O0OpOTa H 6 1 1 - - 4 TECTHPO-
YIPaBICHUs] JOKyMEHTAIHEH BaHHE
9. Cucremarmzanus W  XpaHEHHE 8 2 2 - - 4 peleHue
JIOKYMEHTOB KelcoB
10. ApxuBHoe zneno B Poccun 4 1 1 - - 2 TECTHPO-
BaHHE
11. CoBpeMeHHbIE HH(POPMALOHHBIC 4 1 1 - 2 peleHue
TEXHOJIOTUM B  JIOKYMEHTALIOHHOM KelcoB
o0ecreyeHnn ypaBiaeHus
Konrposb - - - - - - pedepar,
3a4er
Bcero 72 16 16 - - 40 -
®opma 00yueHHsI OYHO-3209HAS
Bupl y4eOHBIX 3aHATHIA
AYZMTOPHEIC 3AHATH 3aHaTus Camo- dopma
IIpaktu- | JlabGopa-
HasBaHue pa3nenos u Tem Bceero YecKue TOpHBIE N crost- TeKyIero
Jlex UHTEpPAK- | Tellb- KOHTPOJIA
147071 3AHATHA, | Pa0oTHL, TUBHOM Has 3HAHUK
CeMHUHa- | MpPaKTH-
bopme pabota
pbl KYMBI
1 2 3 4 5 6 7 8
Pasnea 1. TepmuHoJiorusi, ucropusi ¥ HopMaTuBHas 6a3a JI0Y
1. CoBpemeHHas 3aKOHOZATENbHAs U 6 1 - - - 5 TECTUPO-
HOPMaTHBHO-METOMYIECKas 6aza BaHME
JIeTIONPOU3BOJICTBA
2. CraHoBieHue u pa3BUTHE 6 - - - - 6 YCTHBII
JenonponsBoicTea B Poccnn orpoc
3. OpraHn3aluOHHbIE (hopMBI 6 - - - - 6 TECTUPO-
JIeJIONPOU3BOJICTBA BaHHE
Pasnea 2. JlokyMeHTHPOBaHUE YIIPABJIEHYECKOM 1eSITeJIbHOCTH
4. CrpyxTypa U coJepKaHNE 8 1 2 - - 5 TECTUPO-
JIOKyMEHTa, TpeOOBaHHS K O(OPMIICHHIO BaHHE
JIOKYMEHTOB
5. CucteMa opraHm3aliOHHO-TIPaBOBOM 7 1 1 - - 5 peleHue
JIOKYMEHTAIUN KencoB
6. Cucrema pacnopsaUTEILHOM 7 1 1 - - 5 penienue
JIOKYMEHTAIUN KencoB
7. Cucrema WH(POPMAITMOHHO- 8 1 1 - - 6 penienue
CIIPAaBOYHOM JTJOKYMEHTaIUU KelcoB
Pasnen 3. Opranusanusi padoThl ¢ JOKYMEHTaMH
8. Opranmsamusi JOKYMEHTOO0OpOTa M 7 1 1 - - 5 TECTUPO-
yIpaBJIeHUs! JOKyMeHTaIuel BaHHe
9. Cucremaruzainus U  XpaHEHHE 7 1 1 - - 5 pelieHue
JIOKYMEHTOB KelcoB
10. ApxusHoe zeio B Poccrn 6 1 1 - - 4 TECTUPO-
BaHHE
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11. CoBpemeHHble HH(POPMALOHHBIC 4 - - - 4 pelieHue
TCXHOJIOTHUH B JAOKYMCHTAlTUOHHOM KeHCcoB
obecrieueHnH yIpaBJIeHUs
Kontpois - - - - - - pedepar,
3a4CT
Bcero 72 8 8 - - 56 -

5. COAEP) KAHUE JUCHUIIJIMHBI (MOAYJIA)

B mpouecce m3yueHuss NAaHHOW JUCHUIUIMHBI CTYJIEHTHI 3HAKOMATCA CO CIEAYIOIIMMH
KJIFOUE€BBIMH BOIIPOCAMHU.

Pa3znesa 1. TepmuHoJi0rusi, ucTOpUs U HOpMaTuBHas 6a3a JI0Y

Tema 1. CoBpeMeHHasi 3aKOHOAaTeJbHasi M HOPMATHBHO-MeToaMYeckasi 0a3a
JAeJIONPOM3BOACTBA

CoctaB W CTpyKTypa HOPMAaTUBHOM TIPAaBOBOM ©  METOJAMYECKOH  OCHOBBI
JOKYMEHTAIlMOHHOTO  O0eCre4YeHHuss YOpaBIEHHUS, POJIb H  OOBEKTHl  PEryIupOBaHUs
3aKOHO/ATENIbHBIX aKTOB M HOPMAaTHMBHBIX TIPABOBBIX AaKTOB (heepaIbHBIX OpPraHoOB
WCIIOJIHUTENIbHOM  BJIACTH, HALUMOHAJIBHBIX U  JIOKAJIbHBIX HOPMATHUBHO-METOJMYECKHX
JOKyMEHTOB. Ha3HaueHWe © OCOOCHHOCTH WCIIOIBb30BaHUS [ OCYyJapCTBEHHON CHCTEMBI
JOKYMEHTAIMOHHOTO obecrieueHus ympasieHuu u [IpaBun nenonpousBoacTBa B (peaepaibHBIX
opraHax MCIHOJHUTEIbLHOMN BIACTH.

Tema 2. CTaHOBJIeHHe U Pa3BUTHeE JeJoNPou3BoaAcTBa B Poccnu

[Ipukaznoe pgenompousBoAcTBO Pycckoro rocynmapctBa (15-17 BB.) Komnexckoe
JIEJIONPOU3BOJICTBO B TOCYIAApCTBEHHBIX YyupexjaeHusx Poccum 18 Beka. HcnonnutenbHOe
JICIIONIPOU3BOJCTBO B yupexaeHusix Poccun (19-mau. 20 BB.) JlenonpousBOACTBO B
yupexJaeHusix coerckoro mnepuoma. OcHoBHble pazpadorku BHUUJIAJl B o6mactu
JIeJIONPOU3BO/ICTBA.

Tema 3. Opranusanuonusie (pOpMbI 1e10NPOU3BOACTBA

3HavYeHHe OpraHu3aluu JTOKYMEHTAIIMOHHOTO 00ecIieueHus yIpaBlIeHUs] B COBPEMEHHOM
SKOHOMUYECKOW ku3HM Poccun. OpraHuzaiimoHHO-(QYHKIIMOHATIbHAS CTPYKTYpa CIIYXKObI
JIeJI0Npou3BoACTBa. HopMaTHBHOE perynnpoBaHUE AESITEIBbHOCTU CIIYKOBI JETONPON3BOACTBA.
JIOmKHOCTHOM cocTaB CIyXObl JIeIONMPOU3BOJCTBA. PoOJb CTPYKTYpHBIX MOApa3eIeHUN
OpraHu3aIy B peanu3aiui GyHKIUNH JeT0POU3BOICTBA.

Pa3nea 2. lokymMeHTHPOBaHHE YIIPABJIEHYECKOI 1esITeIbHOCTH

Tema 4. CTpykTypa M cojep:KaHHe [JOKYMEHTa, TpeOoBaHHsl K 0OGOpPMIIEHHUIO
JOKYMEHTOB

@OyHKIUM ¥ BUIBI TOKYMEHTOB, UX yHH(uKauus u cranpaptuzaunus. Knaccupukanums
nokyMeHTOB. TpeboBanus k OnaHkaMm gokyMeHTOB. [IpaBuia cocraBinenust 1okymeHToB. Cocras,
coJiepKaHWe U OCOOEHHOCTH peanu3alu TpeOOBaHUNH K PpACHOJIOXKEHHIO U O(OpMIIEHHUIO
PEKBU3UTOB TIOKYMEHTOB. CTPYKTypH3alisl TEKCTOB YIIPaBIEHYECKUX JOKYMEHTOB. TpeOoBaHus
K KaueCTBY IOKYMEHTOB.

Tema 5. Cucrema opraHu3aMOHHO-TIPABOBOM JOKYMEHTALUH

JlokymeHTanbHBIA  (POHI U TepedeHb JOKYMEHTOB, OOpa3yroluxcsi B IpoIecce
NeSITeIbHOCTH TOCYAapCTBEHHOro oprana. CocraB, pacloyio)KeHHEe U IpaBuia O(QOpMIICHHS
PEKBU3UTOB OTJENIbHBIX BHUJOB OPraHU3AllMOHHO-TIPABOBBIX, JOKYMEHTOB. (OcoOeHHOoCTH
oopmieHHs OTIENbHBIX BUJOB JOKYMEHTOB, OOpa3yIOIIMXCs, OOpa3yIOIIMXCsl B Ipolecce
JIeATEIIbHOCTH TOCYTapCTBEHHOI'O OPraHa.

Tema 6. Cucrema pacnopsiauTe/IbHON JOKYMEHTALMH

Ha3nauenne u cocTaB pacmopsSauTENbHOM JOKYMEHTAllMM B  YIPABJICHYECKOU
JESATEIIbBHOCTH ~ OpraHa BJAacTH. PacnopsauTenbHble  JOKYMEHTBI, H3JaBacMble  IpU
KOJUIETHAJIbHOM TIPUHATUU pelleHui. PacnopsauTenbHble JOKYMEHTHI, H3[aBaeMble IMpu
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€IMHOJIMYHOM NPUHITUY PELICHUH.

Tema 7. Cucrema HH(PpOPMALHOHHO-CIIPABOYHOI JOKYMEHTAIIUH

XapakTepuCTHKa OCHOBHBIX BHIOB HH(OPMAIMOHHO-CIIPABOYHBIX W AHATMTUYECKUX
TOKyMEeHTOB. (OcCOOEHHOCTH COCTaBIEHHS HMH(OPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB B
Pa3IMYHBIX CUTYalMs YIPaBICHUECKON AeATeNbHOCTU. Poib 1 Ha3HAUeHHE JIEIOBOM MEPEUCKH
KaK CpelICTBa U criocoba nH(OPMAIIMOHHOTO 0OMEHA MEX/ly OpraHaMy BJIACTH, OPTaHU3AIUSIMH,
rpakIaHaMH.

Pa3znen 3. Opranusanusi padoThbl ¢ JOKYMEHTAMHU

Tema 8. Opranuzauusi JOKYMEeHT0000pOTA M YIIpaBJIeHUsI TOKYMeHTanuei

[lpuHumnel  opraHu3auuu  JOKymMeHTooOopoTa. Ilopsmok JBMWXKEHHS JOKYMEHTOB B
OpraHu3alliil M OCHOBHBIE JTamlbl JOKyMeHTooOopoTta. Llemwu, 3agaun U OCHOBHBIC NPUHIIUIIBI
peructpauuu. Pa3paboTka perucTpaluoHHBIX (opM AOKyMEeHTOB. OpraHuzaiys KOHTPOJIS
UCIIOJTHEHUS JOKyMEHTOB. [Topsiiok paboThl ¢ oOpameHusMu rpaxaad. OCOOCHHOCTH OpraHU3aIin
paboThl ¢ KOH(UAEHINATIBHBIMU JJOKYMEHTaMU.

Tema 9. CucremaTnzanms U XpaHeHue J0KyMEHTOB

Homenknarypa nen opraHuzaluu Kak cxema cHcTeMaTh3alldu JOKyMeHToB. [IpaBuia
IIOCTPOEHHUS 3ar0JI0BKOB JI€J U UX CUCTEMAaTH3aluy B HOMEHKJIaType aen. OnpeneneHue CpokoB
XpaHeHUs JOKyMeHTOB U feil. [Ipunuunel popmuposanus nen. OcodeHHocTd GopMupoBaHus B
JieJ1a Pa3IMYHbIX KaTeropuil TOKyMEHTOB.

Tema 10. ApxuBHoe 1es10 B Poccun

[lonaTne «apxuBHBIM JOKyMEeHT». Kiaccupukamust JOKYMEHTOB 1O CPOKaM XpaHCHUSI.
OKcnepTu3a IEeHHOCTH JOKYMEeHTOB. [loaroroBka nen [uis nepefadd B apXHMB OpraHU3aLUM.
Odopmiienne gena: BHYTPEHHsSI ONHCH Jeja, JIMCT-3aBEpUTENb Jiea, OOJIOXKKa Jiena.
CocraBneHue onuceid Ha Jena, nepegaBacMble B apxuB opranuzauuu. llopsok mnepenaun
JOKYMEHTOB UM JIeJl Ha apXuBHO€ XpaHeHue. llopsaok yHUYTOXKEHHS AOKYMEHTOB M JEN C
UCTEKIIUMH CPOKAMHU XPaHEHHUS.

Tema 11. CoBpemeHHble MH(POPMALMOHHBIE TEXHOJOTMH B JAOKYMEHTAIIMOHHOM
ol0ecrieyeHUH ynpasJIeHUS

CucreMpl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa, HX KIacCU(pUKalusi, OCOOEHHOCTU
BHE/IpEHUs W TeHAEHIUH pa3BuTHA. CucremMa MEXBEIOMCTBEHHOIO  3JIEKTPOHHOTO
nokymentoobopora (M3JIO): Ha3HaueHue, QYHKUMHM, CTPYKTypa. BuIbl 10KyMEHTOB,
nepecsutaeMplx 1o MOJIO. Crpykrypa »snektpoHHoro coobmenus MOJIO. Cucrema
MEXBEIOMCTBEHHOTO 3J€KTpOHHOTO B3aumozeicteus (CMOB). Pony CMDOB B peanuzanuun
(GyHKLUH 3JIEKTPOHHOTO NTPaBUTEIbCTBA.

6. TEMBbI IPAKTUYECKNX U CEMUHAPCKHNX 3AHATUN

Paznen 1. TepmuHosiorusi, ucTOpusi 1 HopMaTuBHas 6a3a JIOY

Tema 1. CoBpeMeHHasi 3aKOHOAaTeJbHasi M HOPMATHBHO-MeToaMYeckasi 0a3a
AeJIONPOU3BOICTBA

®opmar npoBeACHUS: BHICTYIIEHUE C JOKIaJ0M, MyJIbTUMEANIHON Mpe3eHTaluei.

Bormpocs! mutst o6cyxieHust:
1. 3HaueHue TOKYMEHTA B )KU3HU YeIIOBEKa M 00IIecTBa
2. JIokyMEeHTUpOBaHUE JIEATETLHOCTH YIPABICHUYECKUX CTPYKTYP KaK HCTOYHUK BO3HUKHOBEHUS
JIOKyMEHTAIUU
3. Postb TOKyMEHTAITMOHHOTO 00ECTICUEeHHUS B COBEPIICHCTBOBAHUH MTPOIIECCOB YIIPABIICHUS
4. XapakTepuCTHKa 3aKOHOJATEIbHBIX W HOPMATUBHBIX akTOB Poccuiickoin ®Penepanuu,
HOPMAaTHBHO-METOINYECKHUX JIOKYMEHTOB 51 rOCyAapCTBEHHBIX CTaHJApTOB,
pEerIaMeHTHPYIOIMNNA JOKYMEHTAI[MOHHOE O0ecTieueHre YIpaBIeHUs
5. IlpumeHsieMble TEPMUHBI U OTPEICTICHUS B JTOKYMEHTAIMOHHOM OOECTIEYCHUH YIPaBJICHUSI.
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('OCT P 51141-98 Jlenonpou3BOACTBO K apXUBHOE J1€710. TEPMHUHBI M ONIPECIICHHS )
6. McTounuku [Uisi M3y4eHUs Kypca: 3aKOHOJATENbHbIE M HOPMATHUBHBIE aKThl, HOPMaTHBHO-
METOIUYECKHE TOKYMEHTHI
3aaHusl K CEMUHAPCKOMY 3aHSTHIO:
1. U3yunth OCHOBHBIE TepMHUHBI W ompeneneHus mucuumuimabl mo ['OCT P 51141-98
«/lenonpon3BoICTBO U apXUBHOE J1€10. TepMUHBI U ONpeAETICHUS»
2. IlpoaHanu3upoBaTh MOHATHE «IOKYMEHT» MO HOPMATHUBHBIM aKTaM, BBIBUTH CHEIU(UKY
olnpezeneHus
3. CocTaBUTH KPOCCBOP/I MO MOHSITUHHOMY anmnapary JUCIUIUIUHBI
Tema 2. CTaHoB/IeHHEe U Pa3BUTHe JeJI0NPOU3BoACTBAa B Poccun
@dopmaT NpoBeICHUS: BHICTYIUICHHE C JOKJIAA0M, MyJIbTUMEIUMHON Mpe3eHTaluei.
Bompocs! 1uist 06cyxnenns:
1. OcHOBHblIE TNPUYMHBI BO3HUKHOBEHHS JIEJONPOU3BOJICTBA KakK CIEHMUAIBHOTO BHUIA
JeSITEIIbHOCTH
2. ®aKkTOophbl, BIUSIONIUE HA COCTOSHUE JIETIONPOU3BOICTBA
3. CpaBHUTENbHAS XapaKTepUcTUKa (OPM COBPEMEHHOTO JEIOMPON3BOICTBA
4. Jlenonpou3BOJCTBEHHBIE ONlepaliy B yupexaeHusx Poccuu 1o peomroruu 1917 rona
5. Oco0eHHOCTH COBETCKOW CUCTEMBI OpraHU3AIMH JIEIOIPOU3BOJICTBA
6. 3HaueHHe OpraHu3alMK JOKYMEHTAIIMOHHOTO O0eCredyeHHsl YNpaBieHHs B COBPEMEHHOM
SKOHOMMYECKOM Ku3HU Poccun
3aaHus K CEMUHAPCKOMY 3aHATHIO!
1. IIpoBecTH CpaBHUTENBHBIA aHATU3 (HOPM JTOKYMEHTOB, OCOOCHHOCTEH JOKYMEHTHPOBAHHMS,
BEJICHUS JIeJIONPOU3BOJICTBA Ha KaxkIoM dTane pazsutus [JOY B mocoBeTckuii nepuoy
2. Ilpoananu3upoBaTh HOPMATHBHYIO 0a3y AEIONPOU3BOACTBA HAa KaXJ10M 3Tane pazsurus JOY
B JIOCOBETCKUH MEpUOJ
3. OmnpenenuTh BIUSHUE Pa3BUTUS TEXHUUECKUX CPEJICTB HAa Pa3BUTHE JEIIONPOU3BOJICTBA U
U3MeHeHUs (POpMBbI JOKYMEHTA
4. BeisiBuTh 0011ME U ceU(PUUIECKIE YePThl pa3BUTHS JI€JIONPOU3BOJICTBA B COBETCKUN MEPUOJT
Y Ha COBPEMEHHOM 3Tarle
Tema 3. Opranuzanuonnbie ¢popMbl 1eJIONPOU3BOICTBA
®dopmar npoBeneHus: (ppoHTATHHBIA TUCHMEHHBINH KOJJTOKBUYM.
Bormpocs! komokBryma:
1. XapakTepucTuka OCHOBHBIX (hOpM JETO0NPON3BOJICTBA
2. DyHKIMH 1 33/1a49H CITY>KOBI JI€TIOMPOU3BO/ICTBA
3. KBanudukanronusle TpeOOBaHUS K COTPYIHUKAM CIyXObI IeTONPOU3BOICTBA
4. Opranuzanus Tpyaa padOTHHKOB CITYKOBI JI€JIOMPOU3BOJICTBA
5. Knaccuduxkanus, yHudukanus 1 CTaHAapTH3AIUS B I€TONPOU3BOJICTBE
6. HopMaTHBHO-METOIMYECKUE AKThI, PETIAMEHTHUPYIONTUE pa0OTy CIYKOBI JISITOMTPOU3BOJICTBA
7. ®akTophl, BIUSIONIME Ha OPraHU3alMIO JIETONPOU3BOACTBA U TEXHOJOTHIO B YUPEXKICHHIX
pa3IMyYHbIX YPOBHEH yIpaBlieHuUs
8. OpranuzalmoHHbIe, TPaBOBbIE, COLIUAIBHBIE U IICUXO0JIOIMYECKHE aCIEKThI JIeTONPOU3BOJICTBA
9. ABTOMAaTHU3WPOBaHHBIE TEXHOJOTHH OOPa0OTKM OKYMEHTOB W WX BIHSHHE Ha CHCTEMY
JIEJIONPOU3BO/ICTBA KOHKPETHOM OpraHu3aluu
10. BnusHme xapakTepa yNpaBlIeHUs, TMPUHIWIIOB TPUHITHS YIPABICHYECKHX PEIICHHHA Ha
OpPraHMU3aLHI0 U TEXHOJOTHUIO JAEJIONPOU3BOACTBA
11. B3aumocBs3b J€IONPOU3BOJCTBA C OpraHu3aluell BeIOMCTBEHHOIO M TOCYAapCTBEHHOTO
XPaHEHUs JOKYMEHTOB
12. TuroBsIe CTPYKTYPHI IEIOTPOU3BOICTBEHHON CITY’KOBI B OPTaHU3AIMIX PA3TUIHBIX YPOBHEH
YIPaBJICHUS
13. PernamenTanust QyHKIMIA TOpa3IeICHUH 110 TOKYMEHTAIIMOHHOMY 00CITyKHBaHHIO
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14. TunoBbie ¥ UHAUBUTyAJIbHBIC TTOJIOKEHUS O ciryxoe [JOY

15. JlomxHOCTHAsT MHCTPYKLHUS KaK OCHOBHOM HOPMAaTUBHBIM JOKYMEHT, OIpPEIEISIOLINMA

OpraHU3alMOHHO-IIPABOBOE IOJI0XKEHNE paOOTHHKA

16. MHCTpYKIIKS 1O JOKYMEHTAITMOHHOMY 00€CIIEUEHUIO YIIPABICHHS - OCHOBHONH HOPMAaTHUBHBIN

aKT 10 perjJaMeHTaly opraHu3anuu u Texsoaoruu J10Y

17. TaGenp yHUUIUPOBAHHBIX (OPM JOKYMEHTOB OpraHu3anuu. Ilopsiok pazpaboTku

18. AnbOoM yHH(DUIIMPOBaHHBIX (OPM TOKYMEHTOB opranuzanuu. [lopsnox pazpaboTku

19. HopmwupoBanue Ttpyaa paOoTHUKOB ciyxObl JIOY, THMOBbIE HOPMATHUBBI BPEMEHH Ha

JIeJIOTIPOU3BOICTBEHHBIE PaOOTHI

20. PazmMerienue cTpyKTypHBIX MozipasaeneHuit cinyxosr J0Y

21. YcnoBus Tpyna, opraHu3aius u o00opyaoBaHue paboynux Mect

22. Tlopsimok XpaHeHus ieyaTeld, OJaHKOB U MPaBUIIA TIOJIb30BAHUS UMU

23. DTuKa eJI0BbIX OTHOUICHUH, ICUX0JIOTHYECKHUE aclIeKThl padOThl ¢ JOKYMEHTaMHU

24. TlonroToBKa KaapoB crieuanucToB ciry:x0 10V, ¢hopMbl NOBBIIEHHUS UX KBAIU(DUKAITIH
CrpykTypa OTBETa Ha BOIPOCHI KOJUIOKBUYMA:

- TEOpeTHYecKas 9acTh (MaX 2 pyKONMHCHBIX CTPAHHIIBI);

- IpaKTU4ecKas 4acth (MiN 2 pyKOIUCHBIX CTPAHUIIBI), T1IC IPUBOAUTCS KOHKPETHAS CUTYALHS C

aHAJIM30M B COOTBETCTBUU C TEOPETHUYECKON YacThio. KOHKpEeTHast cuTyausi MOKET OBITh B3ATa

KaK U3 OQULHAIbHBIX HICTOYHUKOB, TaK 110 pe3yJbTaTaM IPOXOKICHUS IPAKTUKU CTYACHTA.

Paspnen 2. /lokyMeHTHPOBaHUE YIIPABJIEHYECKOM AeATeIbHOCTH

Tema 4. CTpykrypa M cojaep:kaHMe [JOKYMEHTa, TpeOoBaHusi K 0(QOPMJICHUIO
JOKYMEHTOB

®opmar nposeseHus: padoTa B MaJIbIX TPYIINax.

Bomnpocs! 11 o0cyxkaeHus:
1. BBIIBUTH OCHOBHBIE TPU3HAKU KJIACCU(UKALUN JOKYMEHTOB
2. OnpenenuTh HanpaBieHUs YHU(UKAUU B paboTe ¢ JOKYMEHTaMH Ha IpuMepe KOHKPETHOH
OpraHu3aiuu (opraHa BJIACTH)
3. Onpenenuts HampaBieHus cranaapTuzauuu B chepe 10Y
4. CopoektupoBath Ha (popmare A4 OMaHKU JOKYMEHTOB OpPraHOB IOCYAapCTBEHHOM BilacTu
(MECTHOrO CaMOYIpaBJIEHUsI) B COOTBETCTBUM C TPeOOBaHMSAMU HOPMATHBHO-METOAMYECKHX
JIOKYMEHTOB
5. Ilpoananu3upoBath 0ObEKTUBHBIE TPUUMHBI TPUMEHEHHS PEKBU3UTOB
6. Oxapaktepu3oBaTh TpeOOBaHUS, IPEAbSBIIEMbIE K popMaTaM OJAaHKOB U pa3Mepam IoJsen
7. JlaTh XapakTepUCTUKY MOpsAKa 0POPMIICHHS PEKBU3UTOB JOKYMEHTOB
8. Ilpoananu3upoBaTh CXEMbI PACTIONOKEHHSI KOHKPETHBIX PEKBU3UTOB Ha OJIaHKaX JJOKYMEHTOB
9. OmnpenenuTh NOHATHE 30HBI YHU(UIMPOBAHHON (POPMBI JOKYMEHTa M CIyKeOHOro MO
YHUPUIIMPOBAHHOU (HOPMBI TOKyMEHTa
10. OnpenenuTh ciyx’eOHble OTMETKH
11. OnpenennTh peKBU3NUTHI, IPHUIAIOIINAE FOPUINYECKYIO CUITY TOKYMEHTY
12. ChopmynupoBaTth npaBuiia opopmieHus pekBuzuToB B coorserctBuu ¢ ['OCT P 7.0.97-
2016 «HammonanbHbIli cTanmapt Poccuiickoit @enmeparuu. Cucrema CTaHIApTOB 110
uHpopManuy, OMOIMOTEYHOMY M H3JaTeIbCKOMy jAeny. OpraHu3alMoHHO-pacropsaUTeIbHAas
nokymeHTanus. TpeboBaHus kK 0hOpPMIICHHUIO TOKYMEHTOB»

3ananus Ui paboThl B TpyIIIE:
1. U3 BBIIAHHBIX PEKBU3UTOB COCTABUTH OJIAHK MHUCHhMa B YIJIIOBOM M MPOJIOJIBHOM IITaMIle
2. U3 BBIJAaHHBIX PEKBU3UTOB COCTABUTH OJIAHK aKTa B YIJIOBOM M NMPOJOJIHHOM IITaMIIe
3. U3 BBIJAHHBIX PEKBU3UTOB COCTaBUTh OJIAHK DPACIOPSDKEHUS B YIJIOBOM M IPOJOJIBHOM
LITaMIIe
4. onpeenuTh PEKBU3UT U3 TPYIIIHI BbIIAHHBIX MPenoaBaTeieM HHPOPMAIMOHHBIX 3JIEMEHTOB
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B COOTBETCTBUH C KOHKPETHBIM 33/1aHUEM.

Tema 5. CucreMa OpraHu3alMOHHO-NPABOBOI JOKYMEHTAIIUH

dopmar nposesieHHs: padoTa B MaJlbIX IPYyIIaX.

Bompocs! quist 06cyxnenns:
1. dyHKUMM OpraHU3aMOHHBIX JJOKYMEHTOB
2. CpaBHUTENbHBIN aHAJIN3 OCHOBHBIX OPraHU3alMOHHBIX JJOKYMEHTOB
3. TpeGoBaHMs K COCTaBJIEHUIO U O()OPMIIEHHIO OPraHU3ALMOHHBIX JOKYMEHTOB, OCOOCHHOCTH
odopmieHHs B opraHax rocyAapCTBEHHOTO U MYHUIUIIAJIBLHOTO YIPaBICHHUS
4. Ilepedncnure peKBU3UTHL, IPEAYCMOTPEHHBIC HA OPIraHU3ALMOHHBIX JTOKYMEHTax
5.[laliTe onpenieseHUe OpraHU3alMOHHBIM JOKYMEHTaM.
6. KakoB nops0k co3aaHus J0JKHOCTHOTO perjiaMeHTa CIyXKallero

3ananus Ui paboTHI B TPYIIIE:
1. Ha ocHOBaHMM  yNpaBJIEHYECKOH CHUTyaluu, MpPeNIOKEHHOW  IperojaBaTelieMm,
CaMOCTOSITENIbHO COCTaBUTh (POPMYJISIp OPraHU3ALUOHHBIX IOKYMEHTOB
2. BbIsiBUTH OIIMOKKM B COCTAaBICHUM U OQOPMIICHUH 00pa3LiOB OpraHU3alMOHHBIX JOKYMEHTOB,
IPEJJIOKEHHBIX MPEN0JIaBaTeIIEM
3. YCTaHOBUTH MEpapXUI0 BUJIOB IOKYMEHTOB, cojepxamuxcsa B Koncturyuun PO, npeacraBus
€€ B BUJIE CXEMBbI
4. Tlpoananu3upoBaTh 00pa3lbl JOKYMEHTOB OpPraHOB I'OCYJapCTBEHHOM BJIacTH U MECTHOIO
CaMOYIpPAaBJICHUS, SBISAIOIIMXCS IPABOBBIMU aKTaMu. BbIABUTH 00s3aTeNbHBIA  COCTaB
PEKBU3UTOB U PACHOI0XKUTh UX Ha (popmate A4
5. [IlpoananusupoBaTh 0Opa3lbl OPraHU3allMOHHO-HOPMATHBHBIX JIOKYMEHTOB OpPraHOB
rOCyJapCTBEHHON BIJIACTM W MECTHOIO caMoylpaBieHus. BbIiBUTH 00s3aTenbHBIA COCTaB
PEKBHU3UTOB U PACIONOKUTh UX Ha popmare A4

Tema 6. CucreMa pacnopsiiuMTeJIbHOMH JOKYMEHTAIIUH

®opmar nposeneHus: padoTa B MaJIbIX TPYIIax.

Bomnpocs! qis o0cyxkaeHus:
1. ®yHKIMH pacHOPSAUTENEHBIX TOKYMEHTOB
2. CpaBHUTEJIbHBIN aHAJIN3 PACHIOPSIUTENBHBIX JOKYMEHTOB
3. TpeboBaHusI K COCTABICHUIO U OGOPMIICHUIO PACTIOPSITUTENLHBIX TOKYMEHTOB
4. TlonmHOMOYMS W3/aHUS paA3IMYHBIX BUJOB OPraHU3ALMOHHBIX U PACHOPSAUTENBHBIX
JIOKYMEHTOB B 3aBUCUMOCTH OT YpOBHSI OpraHa yINpaBi€HHs U KOMIIETEHIMH JOJKHOCTHOTO
auna

3ananus 11 paboThI B TpyMIIE:
1. U3yunth TpeGoBaHMs rocylapCTBEHHBIX CTaHAAPTOB U HOPMATHBHO-METOJMYECKHUX aKTOB K
COCTaBJICHUIO ¥ O(DOPMIIEHUIO PACTIOPSIAUTEIbHBIX IOKYMEHTOB
2. Ha3Batb BU/IbI pacCOPSIIUTENBHBIX IOKYMEHTOB, IPOBECTH UX CPABHUTENIbHBIN aHAIN3
3. CocTaBUTh MMPOEKTHI PACTIOPSAIUTEIHHBIX JOKYMEHTOB Ha OCHOBE B3SITBIX U3 IPAKTUKU PAOOTHI
KOHKPETHBIX OPTraHOB BJIACTH, UCIIOIb3Ysl MOJEIU-00pa3LIbl
4. BpISIBUTH OLIMOKHU B COCTAaBJIEHUU U OPOPMIIEHUN 00pa3lloB paclopsAUTEIbHBIX JOKYMEHTOB,
NPEUIOKEHHBIX MPEeroiaBaTeseM
5. VI3yunTh KOMIIO3UIIMIO TEKCTOB PACHOPSAUTEIbHBIX IOKYMEHTOB (IIOCTAHOBJICHHUS, PEILICHUS,
NPUKAa3bl, PACTIOPSKEHUS)
6. Ilpoanamu3upoBath O0O0pa3Ibl PACHOPSAIAUTEITHHBIX JOKYMEHTOB, IPOTOKOJBI 3acedaHuil
KOJIJIETUI, KOMUCCHUI, IOCTOSIHHO JIEHCTBYIOIINX COOpaHHii OpraHOB TOCYAapCTBEHHOM BIACTU U
MECTHOI'O CaMOyTpaBjieHUs. BbIIBUTE 00s13aTENbHBIN COCTaB pEKBU3UTOB U PACIOJIOKUThH UX Ha
dopmare A4

Tema 7. CucreMa HH(P)OPMALIMOHHO-CIIPABOYHOI TOKYMEHTALMH

dopmar nposesieHHs: paboTa B MaJIbIX TPYIIaXx.

Bormpocs! mu1st 06cyxieHust:
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1. ®ynKuKM nHPOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB
2. CpaBHUTENBHBIN aHATN3 OCHOBHBIX HH(POPMALMOHHO-CITPABOYHBIX JTOKYMEHTOB
3. TpebGoBaHusl K COCTaBICHHUIO M OPOPMIICHHIO MH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB,
0c00eHHOCTH 0(OPMIICHHS B OpraHax rocyJapCTBEHHOI0 M MyHULIMTIAIIEHOTO YITPABICHHS
4. Cneuu¢uyeckue dYepTbl COJACPKATEIbHOIO  acleKkra HH(GOPMalMOHHO-CIIPAaBOYHbBIX
JIOKYMEHTOB
5. OO6nacte npuUMEHEHHs HUH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB. Mcnosib3oBaHue
yHADUIIUPOBAHHBIX (OPM

3ananus Ui paboThl B IpyIIe:
1. Ha3BaTth BuABl U MHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB, IPOBECTU UX CPAaBHUTEIBHBIN
aHamu3
2. CocTaBUTh NPOCKTHl M MH(POPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB HAa OCHOBE B3SITHIX M3
HPAaKTUKU PabOThl KOHKPETHBIX OPTraHOB BJIACTH, UCHOJb3Ys MOJIEIN-00pa31ibl
3. BrIsIBUTH OIIMOKYU B COCTaBICHUH M OPOPMIICHHH 00pa3oB U WH(POPMALMOHHO-CIIPABOYHBIX
JIOKYMEHTOB, ITPEJJI0KEHHBIX MPENoAaBaTesIeM
4. I3yunTh KOMIIO3HIIMIO TEKCTA IPOTOKOJIA M aKTa
5. M3yunTh KOMITO3MLIMIO TEKCTOB HH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB (CiyxeOHOe
MUCHMO, TOKJIAJHAS 3aIMCKa, CIIPaBKa, OTYET | T.JI.)
6. IlpoananusupoBaTb 00pa3upl HUHGOPMALMOHHO-CIPABOYHBIX  JIOKYMEHTOB  OpPraHOB
rOCy/IapCTBEHHOW BJACTM M MECTHOTO CaMOYIpaBicHUs. BbIABUTH 00s13aTENbHBIA COCTaB
PEKBU3UTOB U PACHOI0XKUTh UX Ha (popmate A4

Paszpnen 3. Opranuszanus padoTsl ¢ JOKyMEHTAMU

Tema 8. Opranuzauusi JOKYMEHT0000pOTA U YIIpaBJIeHUsI TIOKYMeHTaluei

dopmaT mNpoBeAEHUs: MacTep-kiacc (MPOU3BOJCTBEHHOE COBEIAHUE) C Y4acTHEM
TrOCyIapCTBEHHBIX W MYHHMIMIAIBHBIX CHYyXallUX YIbsSHOBCKOW obnactu. IlpumepHsiit
[IepeYEHb BOIPOCOB IPEICTABIICH B IIPOCKTE PETJIAMEHTa COBELIAHUS.

IMPOEKT PEI'JTIAMEHTA
NPOBEACHUsI MacTep-KJacca (IPOU3BOACTBEHHOI0 COBEIIAHNS) 110 TeMe
«loxkyMeHTaLMOHHOE 00ecneyeHUe YIIPABJICHHUS HA TOCYAAPCTBEHHOM IPasKIaHCKOH
ciayxoe»

00.00.2015 2 aKaja.gaca
MecTo npoBeaenus: 3an 3acenanuii [Ipasutensctna (1 aTax)

5 MHUH. 1. IlpuBeTcTBeHHOE CJI0BO HAYAJBHHUKA YIPABJICHHS eJONPOU3BOACTBA M
padoThI ¢ 00palleHUsIMH I'PAXKIAH

20 MuH. 2. OpraHu3amusi JAOKYMEHTOOOOpPOTa B OPraHax MCHOJHHTEJbHOH BJIACTH
YabsiHOBCKOW 00JacTH (COCTaB/ieHMe HOMEHKJIATYpPbI [ejl, (popMHpOBaHHE
aeJ1, padoTa c apXUBOM)
Jlokimaquuk: TpeAcTaBUTENb YIPaBIEHUS JEJIONPOM3BOJACTBA U paboOTHl ¢
00palIeHUsIMU TPaXKAaH

20 mua. 3. OpraHusamnusi JOKYMEHTOOO0OpPOTA B OPraHax MCHOJHHUTEIbHO BJIACTH
YiabsiHOBCKOM o00saacTh (perumcrpanmsi, IOCTAHOBKA Ha KOHTPOJb, padora
MaIIUHOIUCHOIO 0I0pPO)
Jloknmamyuk: TMpeacTaBUTENb YHOPABICHHUS JIEIONPOM3BOJICTBA M PabOTHI C
oOpallleHusIMU TpaXk/iaH
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20 muH. 4. ABTOMATH3amMsl JIOKYMEHTAIMOHHOTO  o0ecrevYeHHsl  yNpaBJIeHHs:
BO3MO’KHOCTH cHcTeMbl «Lotus»
Jlokiiaquuk: TpeAcTaBUTENb YIPABICHHUS JEJIONPOM3BOJACTBA U paboOTHl ¢
oOpaleHUsIMU TPaKIaH

25 gac 5. Cnenudguka opraHuzanmm padoTbl ¢ JOKYMEHTAMH B OPraHax BJIACTH
(cucrema koHTpoass mnopydeHuii I'yOepHatopa u oOpameHuii rpaskaas,
NMOAr0TOBKA K MEYATH NPOEKTOB HOPMATHBHO-IIPABOBBIX AKTOB)
Jloxiiaquuk: TNpeAcTaBUTENb YIPABICHUS JEJIONPOM3BOJACTBA U paboThl ¢
oOpallleHUus MU TpaxaaH

Tema 9. CucremaTu3zanus U XpaHeHue JOKYMEHTOB
@dopmaT NpoBeACHUS: BHICTYIUICHHE C JOKJIAI0M, MyJIbTUMEAUMHON Mpe3eHTaluei.
Bompocs! quist 06cyxnenus:
1. CrpykTypa AOKYMEHTOOOOPOTa, MAapIIPYTHO-TEXHOJOTHYECKHE CXEMbl  JIBYKEHUS
JIOKyMEHTOB
2. XapaKkTepucTuka JOKYMEHTOIIOTOKOB
3. Peructparus kak KIFOYSBOM AJIEMEHT OpraHU3aIiH IOKYMEHTO000pOTa
4. 3HaueHre KOHTPOJIS UCIIOTHEHUS JOKYMEHTOB IS PEIICHUs yIIPaBICHUECKUX 3a7a4
5. TpaguuroHHAsT TEXHOJIOTHSI KOHTPOJIS 32 HCIOJHEHUEM JOKYMEHTOB W BHJIBI KOHTPOJIBHBIX
KapTOUeK
6. Homenkatypa fenn Kak OCHOBHOW YYETHBIN JOKYMEHT B JICJIOIPOU3BOJICTBE
7. IlpaBuna cocTaBieHHs] HOMEHKIATYPBI A€
8. HopmaTuBHBIC TpeOOBaHUS K (POPMUPOBAHUIO JIEIT
9. OcHOBBI OpraHu3aIK TEKYIIET0 XPaHEeHUs JOKYMEHTOB
3ananus 11 paboThI B TPYIINIE:
1. pazpaboTaTh U npe3eHToBaTh cBOAHYIO0 HJ[ nmst opranuzanuu, coctosiei u3 6 CTpyKTypHBIX
nonpasnenenuii: 01 - cekperapmar (20 gmem), 02 - 3amecTHTenh JHUPEKTOpa TIO
aJIMUHHUCTPATUBHO-X03sIiicCTBeHHOMN nesitenbHocTH (12 mem), 03 - otaen kaapoB (25 mem), 04 -
oyxranrepus (25 mem), 05 - kommepueckuit ornen (12 men), 06 - mpomsBoacTBEeHHBIHA 1ex (12
nein). [lepedensb fen 1o oTAenaM BbIIAET MPernoiaBaTeb.
Tema 10. ApxuBHoe aeJio B Poccun
®dopmar npoBeneHus: paboTa B MaIbIX TPYIINax.
Bompocs! qi1st 06cyxnenus:
1. HopmaruBHbIE JOKYMEHTBI, pErIaMEHTUPYIOLIUE BOMPOCHl OPTaHU3AIMH APXUBHOTO
XpaHEHUs JOKYMEHTOB
2. TpeboBaHus K MPOBEICHUIO IKCIEPTU3BI LICHHOCTU JOKYMEHTOB, K KOMILJIEKTOBAaHUIO apXHUBa
Y OpPTaHU3AINH XPAaHEHUS JJOKYMEHTOB
3. HopmaTuBHbBIE NTOKYMEHTHI, periaMEeHTHUPYIOUINE OPraHu3alri0 paboOThl C AIEKTPOHHBIMU
JIOKyMEHTaMH
4. XapakTepucTuKa COBPEMEHHOT0 MporpammHoro obecriedenus B chepe JJOY
5. [Nonstue nnpopmanmonHo-nouckobix cuctem (UI1C)
6. [IpuHIMIBI U TpeOOBaHUS K OPTaHHU3AIMH JIEKTPOHHOTO apXHBa, OCOOEHHOCTH SKCIIEPTHU3BI
[IEHHOCTH JIEKTPOHHBIX JOKYMEHTOB
3ananus 11 paboThl B TPYIIIE:
1. Pa3paboTaiiTe cuctemy qeHCTBHI 7151 CICAYIOMIUX CUTYAIIH:
- HEMOCPEACTBEeHHOE (PU3NUECKOE YHUUTOXKEHUE, BKITI0Uas CKUTaHKEe, U3MENbYCHHE, TIepe3aluch
U CTHpaHUE;
- TaJbHENIIee XPaHEHNUE B CTPYKTYPHOM TMOAPa3/IeICHUH;
- IepeMEIIeHUE B COOTBETCTBYIOIIEE XPAHWIIHIIE, OCYIIECTBIIIEMOE TI0]] KOHTPOJIEM;
- Tepemada B JPYTYIO OpraHH3alyio, KOTOpas TMpHH:UIa Ha ce0s OTBETCTBEHHOCTh 3a

®dopma A Crpanuna 12 uz 24
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YIPaBICHYECKYIO JESTEIBHOCTh B PE3Y/IbTaTe PECTPYKTYPHU3AIUH, IPOJIAXKH UITH MPUBATU3ALINN;
- repejavya JJOKYMEHTOB B XPaHWIIUILE, YIIPABIsEMOE B MHTEpPECaX OpPraHU3alMi HE3aBUCUMBIM
MOCTaBIIUKOM YCIYT 110 COOTBETCTBYIOIEMY KOHTPAKTHOMY JI0TOBOPY;

- Iepeiavya B apXuB OpraHu3aluy;

- iepesiaya B CTOPOHHHUE apXUBHbBIC YUPEIKIACHUS

2. CocTaBUTH MPUKA3 O CO3/IaHUU dKCTIepTHON Komuccuu (DK) B yCIIOBHOU OpraHu3anuu

3. CoctaBuTth npotoko 3aceqanus K 006 yHUUTOXKEHUU Aesl 1 U3MEHEHUH CPOKOB XpPaHEHUS

4. CocTaBUTh aKT 00 YHUUYTOKEHUH TOKYMEHTOB, YTPATHBIINX HAYYHO-TIPAKTHYECKOE 3HAYCHHE

5. OdopMuTsh Aena A cAavu B apXUB OPTaHU3ALUN

Tema 11. CoBpemeHHble UHGPOPMALMOHHbIE TEXHOJOTHHM B JOKYMEHTAIIMOHHOM
ol0ecrieyeHUH ynpaBJIeHUSsI

®dopmar npoBeneHus: paboTa B MaJIbIX TPYIINaXx.

3aaHusl K CEMUHAPCKOMY 3aHSTHIO:
1. Ilpoananu3upoBaTh HOPMATUBHBIE JOKYMEHTHI, pEriaMEHTHPYIOIINE OPraHU3aIII0 pabOThI C
AJIEKTPOHHBIMU JTOKYMEHTaMU
2. [laTb XapakTEpUCTUKY BO3MOXKHOCTSM COBPEMEHHBIX TEXHOJOTMl B OTHOILIECHUU
JOKYMEHTHPOBaHUS, JOKYMEHTOOOOpOTa ¥  OpraHu3amuu padoTel C  O(QHUIHATBHBIMA
JIOKyMEHTaMU
3. JlaTh XapakTepUCTHKY TPAAULMOHHBIM M COBPEMEHHBIM BO3MOXKHOCTSIM HMH(POPMAIMOHHO-
MOMCKOBBIX CUCTEM
4. Ha ocHOBaHMM YHpPaBJIEHYECKOM CHUTyallUM IpPOAHAIU3UPOBATh CIIOCOOBI OpraHu3aluu
JOKYMEHTO000pOTa U MPEIOKUTH Hanbosee 3 PEeKTUBHBIN TSI KOHKPETHOM OpraHu3aluu
5. Ompenenuts 3¢ dexTrnBHOE MporpaMMHOE 00ECIIeUeHHE, MPOAHAIN3UPOBATE U MPEUIOKUTH
CrocoObl ONTHUMH3AIUHU CYIIECTBYIOIIETO MPOrPAMMHOTO OOECHEYEHUS C IENbI0 MOBBIIICHUSI
3¢ (HEKTUBHOCTH YIIPABIICHUS JOKYMEHTaIuel
6. Pa3zpaboTaTh adropuT™ BHEAPEHHS CUCTEMBI YIPABJICHUS JTOKyMEHTaluen
7. 3y4nTh NPUHIIMIIBI OPTaHU3ALIMY AJIEKTPOHHOTO apXUBa, ApXHUBA JIEKTPOHHBIX JOKYMEHTOB
8. M3yunth OCOOEHHOCTH SKCHEPTH3bl IEHHOCTHU HJIEKTPOHHBIX JOKYMEHTOB, OpraHU3aIllUH
XPaHEHUs U UCIOIb30BaHUS 3JIEKTPOHHBIX JOKYMEHTOB
9. IlpoaHanu3upoBaTh COBpPEMEHHOE IpOrpaMMHOe ofecredeHne B cdepe opraHuzanuu
XPaHEHUs U UCTOJIb30BaHUS 3JIEKTPOHHBIX JOKYMEHTOB

7. JABOPATOPHBIE PABOTHBI, IPAKTUKYMBbI
JlanHblii Buj padot He npexycMorpeH YII.

8. TEMATHKA KYPCOBBIX, KOHTPOJIbHbIX PABOT, PE®@EPATOB

Caymarend caMOCTOSTENFHO TPOBOIAT HWCCIEIOBAHHS W BBIOJIHSIOT pedepaTsl 1o
BONpOCAM  OpraHu3alMd  JOKYMEHTOOOOpOTa M COCTaBJE€HHUS  OpPraHU3alMOHHO-
pacrnopsiAMTENbHOW JOKyMEHTallUM B OpraHax BIJIaCTM Bcex YypoBHeW. Pedepar wmoryr
OpernonaraTb  packpbITHE TEOPETHYECKHX BOIPOCOB, a TaKKe HW3yueHHEe M  aHajIu3
CTaTUCTHUYECKUX JaHHBIX MO TpoOjeMaM BHEIPEHHUs DSJICKTPOHHOTO JIOKYMEHTOO00OpOTa B
cucreMe ['MY, opranusanuu paOoThl ¢ oOpalleHHsIMH TPaKIaH, a TaKKe OLEHKH KayecTBa
COCTaBIJICHUS CITY)KEOHBIX JOKYMEHTOB B (helepalbHBIX, PETHOHAIBHBIX OpraHaxX BIIACTH U B
OpraHax MECTHOTO CaMOYIIPaBJICHUSI.

O0wvem pedepaTa He MOXeT MpeBbImaTh 30 MaIMHOMHMCHBIX CTpaHWIl ¢opmara A4,
mpudt Times New Roman mpudr 14, mexcrpounslii maHTepBan 1,5. Pedepar comepxut
TUTYJBHBIA JIHCT C YKa3aHUEM TEMBI M €r0 aBTOPa, COACpPKAHME, TEKCT, CIIMCOK HUCIOIB3yeMOM
mutepatypel. CTpykTypa Tekcta pedepara JOKHA ObITh HPUOIM3UTENBHO CIEAYIOIIAs:
PAaCKpBIBAETCSl aKTYaJIbHOCTh BOIPOCA, BBICKA3BIBAIOTCS HMMEIONIMECS Pa3MYHBbIC TOAXOIBI K
®dopma A Crpanuna 13 uz 24
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U3YyYEHHUIO BOIIPOCA, MPOBOAUTCS aHAJIM3 NPAKTUKU U BBIABISAIOTCS MPOOJIEMBI, MPUBOIATCS
PEKOMEH/IAlMU 110 PEIICHUIO BBIABICHHBIX MPOOJIEM, B 3aKIIOUYEHHM HW3JaratoTcsi OCHOBHBIC
BBIBOJIBI.

TemaTuka Hanucanus pedepara no Kypcy «OCHOBBI I€TOMPOU3BOICTBAY!
1. TocynmapcTBeHHOE peryaupoBaHHE JOKYMEHTALMOHHOIO OOeCleYeHHs YIIpaBlIeHHUs B
COBPEMEHHBIN MIEPUOL
2. HopmatuBHO-1IpaBoBasi 0a3a 3J€KTPOHHOI0 1I0KyMeHTooOopoTa B Poccuu
3. JlokyMeHTallMOHHOE 00CTY)KMBaHUE KaK OCHOBHAsI ()YHKIIMS 0OECTIEYeHHS yIIPaBICHUS
4. Opranusanus U TEXHOJIOTUsa paboThl ¢ JOKYMEHTaMM B OpraHax rocylapCTBEHHOM BIIACTH U
MECTHOI'O CaMOYIIPABJICHUS
5. Merozibl KOHTPOJISI MCIIOJHEHUs MPUHATBHIX JTOKYMEHTOB B IOCYJAapCTBEHHBIX OpraHax MU
YUPEXKIECHUAX
6. Jlenonpouns3BoJICTBO KaKk HHPOPMALMOHHO-KOMMYHUKAIIMOHHOE 00ECIIeYeHNE YIIPABICHUS
7. ApxuBHas cuctema Poccuiickoit ®denepannn
8. DTamnbl IPOX0XKIEHHUS JOKYMEHTOB B TOCYIapCTBEHHOM OpraHe WM YUYpEKICHUN
9. Opranuzanus Je0NpPOr3BOACTBA MO MPEATIOKEHHSIM, 3asBICHUSAM H Kaio0aM rpaxaaH
10. OcoGeHHOCTH OpraHu3alui 000pOTa JOKYMEHTOB, COJEPKAIUX CIIY)KEOHYIO TaliHy
11. IlpeumyiecTBa HyMepalu JOKyMEHTOB C UCIIOJIb30BaHUEM HOMEHKIATYPbI J1€]
12. IlpoBeneHue »SKCIEPTH3bl LEHHOCTH JOKYMEHTOB B TIOCYJAapCTBEHHBIX OpraHax MHIHU
YUPEXKJIECHUAX
13. OcoGennoctu paboTel LleHTpanbHOM S3KCHEpTHON KOMUCCHH FOCYJapCTBEHHOIO OpraHa
14. [lpaBuna cocraBieHHUs ONHUCEH JeN MOCTOSHHOIO XPAaHEHUS M OMHCEH JAeN M0 JUYHOMY
COCTaBY B IOCYJJapCTBEHHBIX OpraHax WM YUYpPEKIACHUAX
15. Ilepenaua nen Ha BEIOMCTBEHHOE apXMBHOE XpPaHEHHME B IOCYNApPCTBEHHBIX OpraHax Wi
YUPEXKIECHUAX
16. [Ipotiecc opranu3anuu J0KyMEHTOOO0OpOTa OPTraHOB TOCYAAPCTBEHHOM BIACTH Y IBTHOBCKOM
o0mnactu
17. OcobeHHOCTH OpraHu3aly JOKYMEHTOOOOpOTa OpPraHOB MECTHOI'O CaMOYIpaBICHUS
VY bssHOBCKOM 001acTi
18. PernmameHTanusi npoieccoB JOKYMEHTAI[MOHHOTO OOECHEeYeHHUs YIpaBICHHUS B OpraHax
rOCyIapCTBEHHOW BIACTH U MECTHOTO CaMOYIIPABJICHHUS
19. be3nokyMeHTHBI 00MeH MHpopManueil B opraHax rocyJapCTBEHHOM BJIACTH U MECTHOI'O
CaMOYIIPaBJICHUS
20. KoHTpob NCHOTHUTENBCKON JUCIMILIMHBI B OpraHaX rocy/1apCTBEHHOW BJIACTH U MECTHOTO
CaMOYIPABJICHUS: PYYHON U aBTOMaTU3UPOBAHHBII BapUaHT
21. HopmaruBHblE MaTepHalbl, OINPEACAIOUUE JeATENIbHOCTh 10 JOKYMEHTAllMOHHOMY
00eCIeYeHNIO yIpaBJIeHUs B OpraHax rocy/1apcTBEHHON BJIACTH U MECTHOTO CaMOYIPaBJICHUS
22. ®opmupoBanue nHpopmanroHHo-nouckoBoil cucremsl (UI1C) B opranax rocyaapcTBeHHON
BJIACTH U MECTHOT'O CaMOYIIPABJICHUS
23. Poct MWHQOpPMAIMOHHBIX TOTOKOB KaK OOBEKTHUBHAs pPEaJbHOCTh HHPOPMAIIMOHHOTO
oO11ecTBa: OCHOBHBIE TyTH peIIeHUs Mpo0ieM HHPOPMALIMOHHON Neperpy3Ku
24. BHeapeHue KOMIBIOTEPHBIX TEXHOJOTHMH B MPOIECCH JAOKYMEHTOOOpa3oBaHUS U
OopraHu3ani pabdoThl C JOKYMEHTaMH B OpraHax TIOCYAapCTBEHHOW BJIACTH W MECTHOTO
caMOyIpaBJIEHUS
25. MapupyTsl IBHKEHUS JOKYMEHTOIIOTOKOB B OpraHax rocyJapCTBEHHOU BJIaCTH U MECTHOTO
CaMOYIPAaBJIEHUS: UX ONTUMH3AIHS, IOHATHE ONIEPOrPaAMMBI

9. NEPEYEHbB BOITPOCOB K 3AYETY
1. Conepxanue 1 Ha3HaYEHHE JEIONPOU3BOJACTBA
2. OpranuzanuoHHbie (POPMBI 1EITONPOU3BOICTBA
®dopma A Crpanuna 14 uz 24
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3. Cityx06a 1es1onpou3BOJCTBA, LEU U 3a/1a4i, (YHKIMOHAIBHOE COJlepKaHUEe AeITeIbHOCTH

4. 3akononatenscTBO Poccuiickoit denepanuu B chepe HHPOPMALUU U JOKYMEHTAIHH

5. 3aKOHOIATENBLCTBO 00 JICKTPOHHOM IMOAITUCH

6. Busibl 31€KTPOHHOM MOJIHICH U TIOPAJOK UX TPUMEHEHHS

7. HopmaruBHblii nokymeHT «llpaBuna nemompous3BoACTBa B (hefepalibHBIX —OpraHax
VCIIOJIHUTEJILHOM BJIaCTH», €T0 Ha3HAUYEHUE

8. HanmoHanbHble cTaHIApThI IO YIIPABJIEHUIO TOKYMEHTaMU

9. HopmaTHBHBIE ITPABOBBIE aKThl OpraHa BIACTH, PETJIAMEHTHUPYIOIINE OPTaHU3aAIMI0 paboThI C
JOKYMEHTaMH

10. MHCTpyKIMs MO AETIONpPOM3BOACTBY, HOpPMAaTHBHAas W MeTOAMYECKas Oaza pa3paboTKu
UHCTPYKLIUU 110 AETO0IPOU3BOJICTBY

11. bnank noxymeHTa, BUAbI OJaHKOB COCTaB PEKBU3UTOB OJIaHKa

12. CocTaB peKBU3UTOB yIOCTOBEPEHHUS, HOPSAA0K UX OhopMiIeHUs

13. Ciry>xeOHbIE OTMETKHM Ha JOKYMEHTE, MOPSAIOK UX 0(OpPMIICHUS

14. Cucrema OpraHuM3allMOHHO-TIPABOBOM JOKYMEHTAllM¥, Ha3HAY€HUE U BUAOBOM coOCTaB
JIOKyMEHTOB

15. TloHATue HOPMATUBHOIO MPABOBOIO aKTa, BHUJAbl HOPMATHBHBIX IPABOBBIX aKTOB
(denepanbHbIX OPraHOB UCIIOJIHUTEIbHON BIacTH

16. lo;mxkHOCTHAs: MHCTPYKIMS, Ha3HAU€HHE JJOKYMEHTa, COCTaBlIeHHe U ohopMiieHne

17. Ilponenypa corjiacoBaHus JOKYMEHTOB, €€ Ha3Hau€HUE, BHEIIHEE U BHYTPEHHEE
COIJIACOBAHUE

18. BusznpoBaHue JOKyMEHTOB, OCOOEHHOCTH BU3UPOBAHMSI pACIOPSAAUTEIbHBIX TOKYMEHTOB

19. Cucrema pacropsguTeIbHON TOKyMEHTALlMU, Ha3HaYeHHEe U BUJJOBOI COCTaB JOKYMEHTOB
20. Cocrapnenue u 0(hOpMIICHHE ITPUKA3a 10 OCHOBHOM JESITETLHOCTH

21. Ilopsinok JOKYMEHTUPOBaHUS KOJUIEIHalbHOM (COBEIIATENbHOI) AeATeNbHOCTH

22. IlpoTokon 3aceanusi, BUABI IPOTOKOJIOB, COCTaBIEHUE U 0OPMIIEHHE

23. CucremMa uHGOPMALMOHHO-CIIPABOYHOM JOKyMEHTAalluM, Ha3HAue€HHEe M BHJIOBOM COCTaB
JIOKYMEHTOB

24. JlenoBoe NMCbMO, Pa3HOBUIHOCTHU JEJIOBBIX ITHUCEM

25. Cocranenue u oopMIIEHHE JEIOBOTO MUChMa

26. TekcT ynpaBiIeHYECKOro JOKYMEHTa, OOLI1e TpeOOBaHUS K COCTABICHHUIO TEKCTa JOKYMEHTa
27. AKT KaK BUJ IOKYMEHTa, Pa3HOBUHOCTH aKTOB, 0COOCHHOCTH COCTaBIIEHUS U 0(OPMIICHUS
28. Ilonatue JOKYMEHTOOOOpOTa, KAayeCTBEHHbIE W  KOJMYECTBEHHBIE  IapameTpbl
JIOKyMEHTO00O0poTa

29. IIpyHLIKIIBI paLlMOHANIBHOM OpraHu3aluyu T0KyMEHTO000poTa

30. OcHOBHBIE ATaNbl ABMKEHUS TOCTYNAIOUINX JOKYMEHTOB

31. OCHOBHBIE ATaIlbl JBMKEHUS OTIPABISIEMBIX IOKYyMEHTOB

32. ®opMbI U METO/IbI COBEPILIEHCTBOBAHUS TOKYMEHTO000pOTA

33. Ha3znaueHue U 1IeNId pEerucTpalii JOKYMEHTOB, IPHHLIUIBI PETHCTPALUU

34. CrpykTypa pErHCTpPalMOHHOIO HOMEpa MOCTYHAIOIMX, OTHPAaBISEMbIX M BHYTPEHHUX
JIOKYMEHTOB

35. OcHOBHBIE PEKBU3UTHI PETUCTPALIMOHHBIX (hopM

36. OcOOEHHOCTH perucTpaIiy OTACIbHBIX BUAOB JOKYMEHTOB (IIPHKa3, AETOBOE MTUCHMO)

37. Opranu3aiioHHble OCHOBBI KOHTPOJISI UCTIOJTHEHUS IOKYMEHTOB (TIOPYUYEHHI)

38. TexHOMOTHs KOHTPOJISI UCTIOJIHEHHS TOKYMEHTOB (ITOpYyUYEeHHIA)

39. Cpoku UCHOTHEHUS TOKYMEHTOB, BUbl CPOKOB, MOPSAO0K HCUUCIECHUSI CPOKOB HCIIOTHEHUS
JIOKYMEHTOB, IOPSIIOK NIEPEHOCA CPOKa MCIIONHEHNS JOKYMEHTA

40. OcHOBHBIE 3Tallbl KOHTPOJISI UCTIOTHEHUS TOKYMEHTOB (ITOpY4YEeHUIA)

41. Opranu3zaiusi paboTbl HCIIOJIHUTENS C JOKYMEHTaMHU

42. HopMaTHBHBIE OCHOBHI M 00I1IM€ IPUHLIUIIBI OpraHU3aluy paboThl ¢ 00pallleHUsIMHU Ipax1aH
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MHuHHCTEpCTBO HayKHU U BEICIIEro 00pa3oBanust PO

o o ®dopma
Y IbSHOBCKHUI TOCYIapCTBEHHBIH YHUBEPCUTET

®-Pabouast nporpaMma o TUCHUIUINHE

43. Buapl oOpanieHult rpaxkaaH, 0COOCHHOCTH PacCMOTPEHHUsI oOpalieHuii rpaxaan PD

44. TlonsTHEe UEHHOCTH JOKYMEHTa, KPUTEPUHM IEHHOCTH JOKYMEHTOB, CPOKHM XpaHECHHUS
JIOKYMEHTOB

45. Opranu3zanus 1 NopsI0K IPOBEACHUS SKCIIEPTU3bI LIEGHHOCTH IOKYMEHTOB OpraHa BJIacTH
46. Cpoku XpaHeHHsI JOKYMEHTOB, KaTETOPUU TIOKYMEHTOB, BBIJEIIAEMbIX 10 CPOKAM XpaHEHUs,
CPOKH XpaHEHUS JICKTPOHHBIX JIeI

47. IlepeyHu TOKyMEHTOB CO CPOKaMH XPAaHEHUS, UX IPUMEHEHUE B JIEJIONPON3BOICTBE

48. Homenkmatypa [en oOpraHa BIAacTH, (YHKIMM HOMEHKJIATYpbl JeJ, NPUHIMIBI €e
MOCTPOCHUS

49. ®opma HOMEHKJIATYPHI J€J, OCHOBHBIE ATAIIbI €€ Pa3pad0OTKU HOMEHKJIATYpPhI A€l

50. IIpaBuia cocTtaBiieHUs 3ar0JIOBKOB J1€7T HOMEHKJIIATYPhI Jell

51. CornacoBanue 1 yTBEpKIACHHE HOMEHKJIATYPHI JI€], CPOK JEHCTBHUS HOMEHKIIATYpHl JEl, €€
BEJICHHE U KOPPEKTUPOBKA

52. ®opmupoBaHUE JeN B JACIONPOU3BOACTBE, OCOOCHHOCTH (POPMHUPOBAHUS B Jeia OTACIBHBIX
KaTeropuii T0KyMEHTOB

53. Bupel onuceii e, OCHOBHBIE MPUHIIMITBL U TIOPSJIOK COCTaBJICHUS OTUCEH el

54. JluyHoe Aeno rocyJapCTBEHHOTO TPaKIAaHCKOTO CIIYXKalllero, cocTaB JOKYMEHTOB Jefa,
0c00eHHOCTH ero (POPMHUPOBAHUS

55. Opranuzaius paboThl 10 YHUUYTOKEHHUIO IOKYMEHTOB C UCTEKIIUMU CPOKAMH XPAHEHUS

56. OdopmiieHre Aen Ipy Ux Mepeaaye Ha apXUBHOE XpaHEHHE

57. llonarue «uH(pOPMAIMOHHAS CUCTEMA AJIEKTPOHHOTO TIoKyMeHTooO0opoTay (CO/]), pyHkimu
Col

58. HopmaruBHble  TpeGoBaHuss K  MH(POPMAIIMOHHBIM  CHUCTEMaM  3JIEKTPOHHOTO
JIOKyMEHTOO000pOTa

59. TloHATHE «ANEKTPOHHBIA JOKYMEHT», OCHOBHbBIC MPHHIIMIIBI OpPraHU3alMH PabdOTHI C
AIIEKTPOHHBIMU JIOKYMEHTAMH B JIETIONPON3BOJICTBE

60. HaznaueHme cuctemMbl MEKBEIOMCTBEHHOTO 3JIEKTPOHHOTO TOoKyMeHTooOopota (MDJ10),
cTpyktypa M310

10. CAMOCTOSATEJBHASA PABOTA OBYYAIOLIIUXCSA

dopma o0yueHusi OUHAasI

HaumeHnoBanue pa3aenoB u TeM Bun camoctosiTensHOM paboThI O6bem dopma KOHTPOIIS
(mpopaboTka yueOHOTO MaTepuana, | B dacax (mpoBepka penieHus
peleHue 3aaa4, pedepar, J0KIa, 3ama4, pedepara u
KOHTpOJIbHAs paboTa, HOATrOTOBKA K ap.)

cJ1avyec 3a4€Ta, DK3aMCHa 1 ,I[p)

Paspnen 1. TepmunoJiorusi, ucropusi 4 HopmatuHas 6aza J1I0Y

1. CoBpemeHHast 3aKOHOJIATEJbHAas W TECTUPOBaHHE 4 TIpOBEpKa TecTa
HOPMAaTHUBHO-METOANYECKAs 6aza
JIeJIONPOU3BOACTBA
2. CraHoBieHue u pasBuTHE | NpopaboTKa y4eOHOro Marepuaa 4 YCTHBIH OIIPOC
JenonpoussosacTea B Poccun
3. OpraHu3aliOHHbIE (hopMBI TECTHUPOBaHUE 4 MIPOBEpKa TecTa
JISIIOTIPOM3BOICTBA

Pa3gen 2. JlokyMeHTHpOBaHHe YIIPABJIEHYECKOM AesITeJIbHOCTH
4. CrpykTypa u coZlep>KaHue TECTUPOBAHUE 4 IIPOBEPKA TECTA
JIOKyMEHTa, TpeOoBaHMI K 0(POPMIICHHIO
JIOKYMEHTOB
5. Cuctema OpraHmM3aIiiOHHO-TIPAaBOBOM pelIeHue KeHcoB 4 [IPOBEPKA  PELIEHUs
JIOKYMEHTAIUN KeicoB
6. Cucrema pacnopsaUTEILHOM penieHne Kelcon 4 MIPOBEpKa TECTa
JOKYMCHTallN
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7. Cuctema uH(popManoHHO- peleHe KelcoB 4 MPOBEpKA  peIleHUs
CIPaBOYHON TOKYMEHTallUU KelcoB
Pa3nen 3. Opranusanusi padoThl ¢ JOKYMEHTAMH
8. OpraHuzanust TOKyMEHTOOOOpOTa U TECTUPOBaHHE 4 IIPOBEpKa TecTa
yIpaBJIeHUs] JOKyMEHTaIMeH
9. Cucremarmzanus W  XpaHEHHE peleHne KelcoB 4 MPOBEpKAa  peIleHUs
JIOKYMEHTOB KelcoB
10. ApxuBHoe zeno B Poccuu TECTHPOBaHUE 2 IIpOBEpKa TecTa
11. CoBpemeHHble HMH(POPMALIOHHBIC peleHue KelcoB 2 MPOBEpKA  peIIeHUs
TEXHOJIOTHH B  JIOKYMEHTALHIOHHOM KeHcoB
o0ecTieyeHnn yIpaBIeHHS
Konrpons HanucaHue pedepaTa, ImoJAroToBKa - mpoBepka  pedepara,
K c/iade 3adera 3ager
Dopma 00yyeHHs] 0YHO-320YHASA
HanmMenoBaHue pa3aenoB u TeMm Bun camocrosTenpHOI paboThl Ob6vem dopMa KOHTPOJIS

(mpopabotka yueOHOTO MaTepuana, | BUacax | (TpOBepKa perieHHs

pemeHue 3anad, pedepar, T0KIa, 3amad4, pedepara u

KOHTpOJIbHAs paboTa, HOATOTOBKA K ap.)

cliaye 3a4era, 9K3aMeHa U JIp.)
Paznen 1. TepMuHoJiorusi, MCTOpUsi 1 HOpMaTuBHas 6a3za I0Y
1. CoBpemeHHas 3aKOHOHIATEIbHAs W TECTUPOBAHHE 5 MIpOBEpKa TecTa
HOPMaTHBHO-METOAMYECKas Oaza
JICJIOTIPOU3BOACTBRA
2. CraHoBIIeHHE U pasBuTHE | NpopaboTKa y4eOHOro Marepuana 6 YCTHBIH OIIPOC
Jlesionpou3BoicTBa B Poccun
3. OpraHu3alioHHbIE (bopMBI TECTHUPOBaHUE 6 IpoBepKa TecTa
JICJIONIPOU3BOACTBRA
Paznen 2. JIokyMeHTHpPOBaHHE YIIPABJIECHYECKOI JeSITeJbHOCTH
4. CrpykTypa u COJZlep>KaHue TECTUPOBAHUE 5 IIPOBEPKA TECTA
JIOKyMeHTa, TpeOOBaHMsI K O(OPMIICHHIO
JIOKYMEHTOB
5. Cucrema OpraHM3alMOHHO-TIPABOBON peleHne KeicoB 5 IpOBEpPKa  peIICHUA
JIOKyMEHTaINH KeHcoB
6. Cucrema pacnopsauTensHOM pelieHue Keicon 5 [IPOBEpKa TECTA
JIOKyMEHTAIX
7. Cucrema MH)OPMAIMOHHO- peleHne KeicoB 6 IpOBEpPKa  pEeIICHUS
CIPaBOYHOHN JIOKYMEHTALUH KeHcoB
Pasnen 3. Opranusanusi padoThl ¢ JOKYMeHTaMHU
8. Opranmzanust TOKyMEHTOOOOpOTa U TECTUPOBaHHE 5 IIpOBEpKa TecTa
yIpaBJIEeHUs] JOKyMEHTAaIHeH
9. Cucremarmzanus W  XpaHEHHE peleHne KeicoB 5 IpOBEpPKa  pEeIICHUS
JIOKYMEHTOB KeHcoB
10. ApxusHoe neno B Poccuu TECTUPOBAHUE 4 IIPOBEpKa TECTA
11. CoBpemeHHbIE HH(POPMALOHHBIE peleHe KelcoB 4 MPOBEPKA  pEIleHUs
TEXHOJIOTHK B  JIOKYMEHTAllMOHHOM KelcoB
o0ecrieyeHnn yIpaBIeHHs
KonTtpons HamucaHue pedepara, IoAroTOBKa - npoBepka  pedepara,
K caaye 3adeTa 3a4er

O} PeKTUBHOCTh JIEKIIMOHHBIX UM NPAKTHUECKUX 3aHATUH 10 Kypcy «OCHOBBI
ACJIONIPOU3BOJACTBA» 3aBUCUT OT Ka4YCCTBa CaMOCTOSITSIILHOU pa6OTBI CTYACHTOB. HpI/I
MOATOTOBKE K 3aHATHAM CTYACHTY IMOJIE3HO!

- UI3YUUTH TCOpCTI/ILIeCKI/Iﬁ MaTcpurall rmo [[aHHOﬁ TEMEC (KOHCHCKT BaHHTI/Iﬂ);

- 03HAKOMUTKCS C JIUTEPATYPO, PEKOMEHIOBAaHHOM MpEIogaBaTesieMm;

- BBITIIOJIHUTD 3aJaHUs, NPCAJIOKCHHBIC ITPETIOAABATCIICM K 3aHATHIO,

- COCTaBUTH IICPCUCHL BOIPOCOB, BLBI3BIBAIOIINX 3aTPYAHCHUA, HCACHOCTH HWJIM COMHCHUI,
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00OCYIMTh WX C TIPENoJjaBaTeeM WIN Ha 3aHSTHH;
- 3AaHIMATHCS CAMOCTOSTEIIbHBIM MTOMCKOM JIOMOJTHUTEIIBHOM JTIUTEPATYPHI 110 U3y4aeMOi TEME.

CamocrosTenbHas paboTa TpHU3BaHA 3aKPENHUTh W aAKTHBH3UPOBATH TEOPETUYCCKHE
3HAHUS W TPAKTHUYCCKUC HABBIKM, IMOJIYUCHHBIC CTYJICHTAMH Ha JICKIMSIX M J1IAOOPaTOPHBIX
3aHATHAX. YacTh BpeMEHH, OTBEICHHOTO Ha CAMOCTOSATENBHYIO paboTy, TOJIKHA UCTIOIh30BATHCS
Ha TOATOTOBKY K ayJWTOPHBIM 3aHATUSAM, Jpyras 4YacTb - Ha OCMBICICHHE pPe3yIbTaTOB
CEMHHAPCKHX 3aHSATHA.

[Ipn opraHu3anuu NPAKTUYECKUX 3aHATUH HUCHONB3YIOTCS: pa30op KOHKPETHBIX
cuTyanuii (KEHChl), BBIIOJHEHUE MPAKTUYCCKHX pPAa0OT B MalbIX TpyIIax, TECTUPOBaHUE,
MOJTOTOBKA pedepara.

JUJ1s1 JTy4dnIero yCBOCHHS MOJIOKEHHUH JUCIUTUIMHBI CTYACHTHI JOJDKHBI:

- TMOCTOSHHO M CHCTEMAaTHYECKH C WCIOJIh30BAaHHEM PEKOMEHIOBAHHON JIMTEpPAaTyphl U
AJIEKTPOHHBIX UCTOYHUKOB HH(POPMAIIUHU 3aKPEILISTh 3HAHUS, ITOJyYCHHbBIE HA JICKIIHSX;

- HaXOJUTh PEIICHUS MPOOIIEMHBIX BOIPOCOB, TIOCTABICHHBIX MPEIOaBaTEIIEM B XO€ JICKIUH,
CEMHMHAPCKHX 3aHSITHIA;

- PperyasipHO H CBOCBPEMEHHO U3y4YaTh MaTEepUA, BBIJAHHBIA TpErojaBarejeM Ha
CaMOCTOSITEIILHYIO TPOPAOOTKY;

- PETYJIIPHO OTCJICKUBATH U MCIIOIH30BaTh HH(POPMAIIHIO, HAWCHHYIO Ha CIECITHATN3HPOBAHHBIX
cairax.

CamocTtosiTestbHas  paboTa  CTYIEHTOB CTPOMTCS HAa  OCHOBE  HCIIOIBH30BAHUS
JTUCTAaHIIMOHHBIX ~ TEXHOJIOTMH  OOydYeHHs, TpPH KOTOPOM 0Opa3oBaTElIbHBIC  PECYPCHI
paszpabareIBaloTCsT Ha 0a3e MHOXKECTBA PA3HOOOPA3HBIX CPEACTB: IIEYATHBIE MAaTEPHAIIBI,
AJIGKTPOHHBIC JICKIMH, JJICKTPOHHBIC IJKYPHAJbl, YyIAJICHHBIH JOCTYN K IPOTPaMMHBIM
CpEeIICTBaM.
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11. YYHEBHO-METOAUYECKOE U UTH®OPMALINOHHOE OBECIIEYEHUE
JUCHHUIIJINHBI
a) Cniucok peKoMeHyeMOoil JIuTepaTypbl
OCHOBHAasl JINTeparypa:
1. I'pozoBa, O.C. [lenonpou3BoJCTBO: ydeOHOE MOCOOME /I aKaJeMHYecKoro OakamaBpuara/
O.C.I'po3oBa. - Mocka: U3ngarensctBo IOpaiit, 2019. - 124 c. - (YuuBepcuteTsl Poccun). -
ISBN  978-5-534-06787-3. -  Tekcr: oanekrponnsiii/ ObC  Opaiit  [caiiT]. -
URL:https://www.biblio-online.ru/bcode/438790
2. Komnprukuna, T.b. [lenoBble KOMMYHHMKAIlMHM, IJOKYMEHTOOOOPOT M JEIOMPOU3BOJCTBO:
yueOHoe mocobue st npukiiagHoro 6akanaBpuara/ T.b.Koneimkuna, U.B.1yctuna. - 2-¢ us.,
ucrp. u aoi. - Mocksa: M3natensctBo FOpaiit, 2019. - 163 c. - (bakanasp. [IpuknaaHoii kypc). -
ISBN  978-5-534-07299-0. -  Tekct: onekrponnsiii/ OBC  HOpaiit  [caiT]. -
URL:https://www.biblio-online.ru/bcode/437256
JAONOJIHUTEIbHAS JIUTepaTypa:
1. TOCT P 7.0.97-2016. Hammonanbnsiii crangapt Poccuiickoit ®enepamuu. Cucrema
CTaHJapTOB MO HHPOpMALMK, OMOTMOTEUHOMY W H3AATENIbCKOMY Jeny. OpraHnu3anuoHHO-
pacnopsiauTenbHas JoKyMeHTanus. TpeOoBaHus K oQopmiieHHI0 JOKyMeHTOB (yTB. [Ipukazom
Poccrarnmapra ot 08.12.2016 Ne 2004-ct) (pen. ot 14.05.2018). - Teker: anexrponnsii// CIIC
Koncynprant [lntoc. - 2019
2. Ilpuxa3z ®epepanpHoro apxmBHOro areHtcTBa oT 11.04.2018 Ne 44 «OO6 yTBepKaeHUU
MPUMEPHOM MHCTPYKIMH MO JIEJIOMPOU3BOJICTBY B FOCYIapCTBEHHBIX OpraHM3aIMsaxX». - TeKcT:
annekrponrnsiit// CIIC KoncyneranT [lmroc. - 2019
3. Kysueno, M.H. JlokymeHTannoHHOe obecriedeHue ymnpasieHus. J[OKyMeHTOOOOpOT u
JICJIONPOM3BOJICTBO: YUCOHHMK U MPAKTHKYM JUIsS NpuKiIagaHoro OakamaBpuara/ M.H.Ky3Hewos. -
3-e u3n., mepepab. u nmom. - MockBa: MznatensctBo FOpaiit, 2019. - 461 c. - (bakanasp.
[Mpuknanuoit kype). - ISBN 978-5-534-04275-7. - Tekcr: anekrponusii// OBC KOpaiit [caiiT]. -
URL:https://www.biblio-online.ru/bcode/431759
yueOHO-MeToAMYecKas JuTeparypa:
1. Mopo3oBa T.B. Meronnyeckue yka3aHus 1O OpraHM3allUd CaMOCTOSITEIbHOH paboThI
CTYJIEHTOB MO JUCHUIUIMHE «OCHOBBI JIEIONPOU3BOJICTBA»: JJIs CTYAEHTOB OakajlaBpuara Io
HanpasyeHuto noarotoBku 38.03.04 «['ocynapcTBEHHOE U MYHUIIMIIAIBHOE YIIPABICHHUE» BCEX
dopm oOyuenust/ T.B.Mopozosa; Ynl'Y, MUDub, Kad. skon.anamusza u roc.ymnpaBieHUs. -
Vabsaosck: Ynl'Y, 2019. - 3arn. ¢ skpana; HeonyOiankoBaHHBIN pecypc. - DIEKTPOH.TEKCTOBbIE
JIaH. (1 (aiin: 373 KBb). - Tekcr: AJIIEKTPOHHBIH. — URL:
http://lib.ulsu.ru/MegaPro/Download/MObject/2325

CornacoBaHo:

(NAS SyendoTerlpn, lonsceds A
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®opma A

) [Ipodeccuonanbubie 6a3hl JaHHBIX, HH(OPMALHOHHO-CIIPABOYHBIC CHCTEMbI

1. DIeKTPOHHO-0HO/IHOTEIHbIE CHCTEMbI:

1.1. IPRbooks : 371eKTpOHHO-OHOIMOTEYHAs CHCTEMA ! caift / rpynna xomnanui A ITu Ap
Memua. - Caparos, [2021]. — URL: http://www.iprbookshop.ru. — Pexum noctyna: Uil
3aperuCTpUp. MOJIB30BATEINCH. - TeKcT : 31IeKTPOHHBIH.

1.2. IOPAMT : »snekTpoHHO-OMONMOTEYHas CHCTEMaA : caiit / OOO DnekTpOHHOE
wanatenseteo FOPAWT. — Mocksa, [2021]. - URL: https://urait.ru. — Pexum poctyma: s
3aperucTpup. nonp3osarenei. - Tekcr : JIIEKTPOHHBIH.

1.3. KoOHCyJNbTaHT CTyJEHTa : 3IeKTPOHHO-OMONIHOTeYHAs CHCTEMa : caiir / 00O
TMonutexpecype. — Mocksa, [2021]. — URL: https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexum
JOCTYIIa: JUIS 3apETHCTPHP. MOJIB30BATENEH. — TeKCT : 3IEeKTPOHHBIH.

1.4. JlaHp : SNEKTPOHHO-OMOIHMOTEYHAs CHCTEMA : caitr / 000 2BC Jlaup. — CaHKT-
IlerepGypr, [2021]. — URL: https://e.lanbook.com. — PexuM nocTyma: Ui 3aperuCTpHp.
nonp3oBarenei. — TEKCT : AeKTPOHHBIH.

1.5. Znanium.com : IEKTPOHHO-GUOIHOTEUHAs CHCTEMA : CAHT / 000 3uanuym. - Mocksa,
[2021]. - URL: http://znanium.com . — PeskuM JIOCTYTIA © JUISl 3aPETHCTPHP. NOJIB30BaTeNeH. - Texcr
: HJIEKTPOHHBIH.

2. KoncyabtantIlmoc [DneKTpOHHBIH pecypc]: cmpaBoyHas IpaBoBas CHCTEMA. /000
«Koncymprant I1mocy - DIEKTPOH. JIaH. - Mocksa : Koncynsrantllmoc, [2021].

3. Basbl JAHHBIX NEPHOJIAYECKHX H3TaHHI:

3.1. Baza JaHHBIX TEPHOAMYECKAX H3JAHWH @ SJIEKTPOHHBIC JKypHAIILI / 000 UBUC. -
Mocksa, [2021]. — URL: https://dlib.eastview.com/browse/udb/12. — Pexum poctyma UL
aBTOpH3. ToJIb30BaTeNeH. — TeKeT HIIEKTPOHHBIN.

3.2. ¢LIBRARY.RU: Hayunas osneKTpoHHas OubGmuorexa : caiir / OOO Hayunas
JnexTponHas bubnmorexka. — Mocksa, [2021]. — URL: http:/elibrary.ru. — Pexwum noctyna : s
aBTOpH3. TOb30BaTeNeH. — TEKCT : 2/IeKTPOHHBIH

3.3. «Grebennikony : snexrponnas Gubmuorexa / MJI I'peGeHHHKOB. — Mocksa, [2021]. -
URL: https://id2.action-media.ru/Personal/Products. — Pexxum JocTyma :© JUIA  aBTOPH3.
nop3oBareneit. — TEKCT : AEKTPOHHBIA.

4. HanmonaJbHas 3JeKTPOHHas OHO/IHoTEKA @ JIEKTPOHHAL 6ubnuoreka : QenepanbHast
rocyaapcTBeHHas MHGOPMAIMOHHAs CHCTEMA : caiir / MunucrepctBo Kyistypsl PO : PI'b. —

Mocksa, [2021]. — URL: https://u36.pd. — Pexum nocryma : mis MoJb30BaTeleil HaydHOH
6ubIHOTeKH. — TEKCT © MEKTPOHHBIH.
5. SMART Imagebase 1/ EBSCOhost z [moprau]. - URL:

https://ebsco.smartimagebase.com/‘?TOKEN=EBSCO-
1a2ff8c55aa76d8229047223a7d6dc9c&custid=s6895741. — Pexum pnoctynma : Juld aBTOPHS.
nosnb3oBareneil. — M300paxeHue : 37IeKTPOHHBIE.

6. ®exepanbHbie HHPOPMANHOHHO-00pa3oBaTeIbHbIE IOPTAJIBL:

6.1. ExauHOe OKHO jgocTyma K oOpa3oBarelbHBIM pecypcaMm : denepanbHbii nopran /
yupemurens ®TAOY JIIO HPI'OIT 1 WT. — URL: http://window.edu.ru/ . — TeKcT : 3]IeKTPOHHBIH.

6.2. Poccuiickoe obpasoBanue : (enepabHbIi MOpTal / yupemurens ®TAOY IO
[[PT'OIT u UT. — URL: http://www.edu.ru. — Texer : 3JIEKTPOHHBIH.

7. O6pazoBaTeabHbie pecypebl Yal'y:

7.1. DnektponHas OuGmuoreka Yil'y : MOIylh ABUC Mera-ITPO / 000 «/lata
Axcnpecey. — URL: http://lib.ulsu.ru/MegaPro/Web. — Pexum focryma : Ui NOJIb30BaTENEH
Hay4yHOM GuGIHOTEKH. — TEKCT : AIEeKTPOHHBIH.

CorracoBaHo:
sguest, lear. Sy W PIIIAVUL: TH7) | or.06 4ol
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12. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUITJIMHBI

Heo6xoanMoe MaTepranbHO-TEXHUYECKOE 00ecrieueHre JUCIUIUIMHBI IPEI0Iaraer:

- HaJlm4yue OnbimoreqHoro (oHaa JIuTepaTyphl 10 OCHOBAM JIOKYMEHTALIMOHHOIO 0OecreueHus
ynpasieHus B cucteme MV (yueOHUKH U ydeOHBIE TOCOOHS, )KYPHAIIbI, IEPBOUCTOYHUKH);
- aKTyajau3alnuio paboueil nporpamMmbl JUCHUIUIMHBI, BKJIIOYAIOIIEH OCHOBHBIE HOHATHUS
TEOPETUYECKOI0  MaTepuana, IPAaKTUYECKUE 3aJaHus, KOHTPOJbHBIE BOIPOCHl  AJIs
CaMOIIPOBEPKH, BOIIPOCHI K 3a4€Ty, TECTOBBIE 3aJaHMS;
- HaJIM4ue JOCTYITHOTO ISl CTYAEHTa Bbixoaa B VIHTepHeT;
- HUINYME CIEeLHaNbHO 000PYI0BaHHbBIX ayJUTOPUN AJI1 MYJIbTUMEIUNHHBIX ITPE3EHTALHIH;
- TECTOBBIE MaTE€pHaJIbI IO TEMaM Kypca Ha OyMa)KHOM HOCHUTEIIE;
- KAPTOYKH C CUTYallUOHHBIMHM 33aJa4yaMu (KelcamH).
[Tpu M3ydeHUH TUCIUIUIMHBI PEKOMEHIYETCS UCII0JIb30BATh:
- yueOHbIE HATMSAHbIE TOCOOUS (TaOMUIIBI, CXEMBI, TUATPAMMBI U T.J.);
- KApTOUKH C Pa3AaTOYHbIM MAaTEPHAIIOM;
- TEXHUYECKHE CPe/ICTBA O0YUEeHHUS;
- KpyTJIbl€ CTOJIBL;
- JICJIOBBIE U POJIEBBIE UTPHI
- BCTPEYM C COTPYJHUKAMHM OPraHOB TOCYAapCTBEHHOTO W MYHHIMIAJIBLHOTO YIPaBJICHUS
PETHOHAIBHOTO U (heiepabHOTO YPOBHS;
- JIEKL[MIO-HAJIOT.

AyIuTopUH YKOMIUIEKTOBAaHbI CIELUATU3UPOBAaHHONM MeOenblo, Y4eOHOHW JTOCKOM.
Aynuropun Ans NPOBEACHUs JEKUUN 000pYAOBaHbl MYJIbTUMEIUNWHBIM OOOpPYHIOBAaHUEM JUIS
npefocTaBieHuss MHpopManuu Oonblmiol ayautopuu. [lomemieHus Uit caMOCTOSITEIbHOM
paboThl OCHAILlEHbl KOMIIBIOTEPHOM TEXHUKOM C BO3MOYKHOCTBIO TOJKIIOYEHUS] K CETH
«IHTepHeT» M obOecnedyeHUeM JOCTyNa K 3JIEKTPOHHON HH(OpMaIMOHHO-00pa30BaTeIbHON
cpene, AIEKTPOHHO-OMOINOTEYHOM CUCTEME.

Ilepeuenb 000pyIOBaHUs, UCIIOIB3YEMOTO B YU€OHOM IpolLiecce, YKa3aH B CBEACHUAX O
MaTepUaIbHO-TEXHUYECKOM OOECIEeUeHU U OCHAIIEHHOCTH 00pa30BaTeIbHOro Ipoliecca,
pasMelleHHbIX Ha oduuuanbHoM caidite Yinl'Y B pasgene «CeeneHuss o6 oOpa3oBaTelbHOU
OpraHu3aII».

13. CIEHMAJIBHBIE YCJOBUSA U1 OBYUYAIOIIUXCSA C OTPAHUYEHHBIMU
BO3MOXKHOCTAMMH 310POBbSI U UHBAJIN10OB

B cnydae wneoOxogmmocTH, OOydYaromuMcs U3 4YHCIa JUIl C OrPaHUYEHHBIMHU
BO3MOXHOCTSIMHM 3JI0pOBbsl (IO 3asiBJICHHIO OOYyYarollerocsi) MOTyT NpeJlaratbCsi OAMH U3
CIIEAYIONIMX BapUaHTOB BOCHPHUATHSA WHQPOPMAMKA C yYETOM WX HWHIWBUAYAIbHBIX
NCUXO(PU3UUECKUX 0COOEHHOCTEH:
- JUIsL JUI] C HapylUIeHUEeM 3pEHHus: B NedaTHOM (opMe yBEIWYEHHBbIM HIpu(pTOM; B popme
AIIEKTPOHHOTO JIOKyMeHTa; B (opme ayauodaiina (mepeBos yueOHBIX MaTepUalioB B
aynuodopmar); B medatHoill (opme Ha s3bike bpaiins; MHIUBUAYyalbHbIE KOHCYJIBTAllUU C
NpUBJICUECHHEM TH(IIOCYPIOTIEPEBOAUNKA; MHIUBUIYyaJIbHbIE 3a/1aHUS U KOHCYJIbTALlUY;
- JUId JIMIl C HapylUIeHHeM cilyXa: B NedyaTHoil ¢opme; B (opMe 3JIEeKTPOHHOIO JOKYMEHTA;
BUFEOMaTEepUaIbl C CYOTUTpaMu; WHAMBHUIYalbHbIE KOHCYIbTAllMd C TPHUBJICYCHUEM
CypAOINEpEeBOIYHNKA; MHANBUIyalIbHbIE 3a/IaHUSI U KOHCYJIbTALlUU;
- IS JUI] ¢ HapyIIEHWEM OIOPHO-JIBUTATENIbHOIO ammnapaTa: B mevyaTHoil ¢opme; B (opme
AIIEKTPOHHOIO JOKYMEHTA; B popMe ayanodaiina; MHANBUYaIbHbIE 3a/IaHUs U KOHCYJIbTALIUH.

PazpaboTunk cT.nmpenojiaBatenb kapeapel DAul'yY Mopo3zosa T.B.
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IMTPUJIOXXEHUE 1

B) IIpodeccnonanbubie 6a3b1 JAHHBIX, HHPOPMAIHOHHO-CIIPABOYHbIE CHCTEMBbI
1. DekTpOHHO-0M0INOTEeYHbIE CHCTEMBbI:
1.1. Iudposoii o6pasosarenbHbiii pecype IPRsmart : a1ekTpoHHO-6MG1MOTEYHas CHCTEMA

caiitr / OOO Kowmmanus «A#i Ilm  Ap Memmay. - Caparos, [2022]. — URL:
http://www.iprbookshop.ru. — Pexum jgocTyma: JUis 3aperucTpHp. nojb3oBaresned. - Teker :
9JIEKTPOHHBIH.

1.2. O6pasoBatenshas mnargopma IOPAMT : oGpasoBatenbHbIA pecype, 3IeKTPOHHAS
Gubnmoteka : caiit / OO0 Diexrponnoe m3zarensetBo IOPAUT. — Mocksa, [2022]. - URL:
https://urait.ru. — Pexum mocTyna: it 3aperucTpup. Mojb3oBaTesiel. - TeKCT : 3JIeKTpOHHBIHA.

1.3. Ba3a maumBIX «DnekTpoHHas 6GuGimoreka Texuunueckoro BY3a (OBC «Koucymbprant
CTyJIEHTa») : 3JIeKTpoHHO-OMOmoTeynas cucrema : cait / OOO Ilonurexpecype. — Mocksa,
[2022]. — URL: https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexum noctyna: s 3aperucTpup.
nosib3oBatesieil. — TeKeT : 2JeKTPOHHBIM.

1.4. DBC Jlanp : >nekTpoHHO-OubmMoTeynast cucrtema : caiit / OOO DBC Jlaue. — Cankr-
[lerep6ypr, [2022]. — URL: https://e.]Janbook.com. — Pexum pocryma: Juis 3apericTpup.
nosib3oBateseid. — Tekcr : 2IeKTPOHHBIM.

1.5. OBC Znanium.com : 3Je€KTpOHHO-OnuOMHOTeyHas cucrema : caiitr / OOO 3HanuyM. -
Mocksa, [2022]. - URL: http:/znanium.com . — Pexum jgoctyma : s 3apervcTpHp.
noJsib3oBaTesen. - TeKCT : 2IeKTPOHHBIH.

2. KoncyasrantIlmoc [DnekTpoHHbi pecype]: crnpaBounas mpasoBas cucrema. /OO0
«Koucynprant [Imroc» - Dnekrpon. nas. - Mocksa : Koncynprantllmoc, [2022].

3. Ba3spl JaHHBIX MEPHOANYECKHX H3JaHHIH:

3.1. Basza maHHBIX nepuoauveckux m3manmii EastView : anexrponHslie sxypHamsl / OO0
MBUC. - Mocksa, [2022]. — URL: https:/dlib.eastview.com/browse/udb/12. — Pexxum pocrymna :
JUISL aBTOPHU3. TTOJIb30BaTenel. — TeKCT : 27IeKTpOHHBIH.

3.2. eLIBRARY.RU: nayunast osnektpoHHas Oubnmorexka : caiit / OOO Hayunas
DnexrponHas bubmmoreka. — Mocksa, [2022]. — URL: http://elibrary.ru. — Pexxum noctyna : ms
ABTOPH3. TOJIb30BaTeNel. — TeKCT : 2IeKTPOHHBIH

3.3. Dnekrtponnas Oubnmoreka «M3marensckoro noma «I'pebennuxon» (Grebinnikon) :
snekrponnas Gubmmorexa / OO0 U] I'peGennnko. — Mocksa, [2022]. — URL: https://id2.action-
media.ru/Personal/Products. — Pexxum pocryma : Jjuis aBTOpu3. mosb3oBarenei. — Tekcr :
ANICKTPOHHBIN.

4. @epepanbHasi rocygapcrBenHasi uHgopmanuonnasi cucrema «Hanmonaabnas
3JIeKTpoHHAst GubIHoTeKa» : dIeKTpoHHas Oubmmoreka : caiit / ®I'BY PI'B. — Mocksa, [2022]. —

URL: https:/u36.pd. — Pexxum noctyma : juist mojb3oBaTteneil HayuHoi 6ubmmoreku. — Texer :
JJIEKTPOHHBIH.

5. SMART Imagebase : HayuHo-unpopmanuonnas 6aza manaeix EBSCO // EBSCOhost :
[moprau]. - URL: https://ebsco.smartimagebase.com/? TOKEN=EBSCO-

1a2ff8c552a76d8229047223a7d6dc9c&custid=s6895741. — Pexum poctyma : s aBTOpH3.
nonp3oBareneit. — Mi3o0paxkeHue : 2JeKTPOHHBIE.

6. ®enepanbubie HHPOPMALMOHHO-00PA30BATEIbHBIE IOPTAJIbI:

6.1. Exuroe okHO JoCTyIa K 00pa3oBaTeNbHbIM pecypeam : (enepanbubli nopran . — URL:
http://window.edu.ru/ . — TekcT : 37€KTPOHHBIH.

6.2. Poccuiickoe obpazoBanue : penepanbubiii nopran / yupenurens OI'AY «DULTO». —
URL: http://www.edu.ru. — Texcr : 27eKTpOHHBIH.

7. O6pazoBaTenbHble pecypenl Yal'y:

7.1. Dnextponnas Oubnmoreunas cucrema Yiul'V : momyns «DiekTpoHHas OuOImoTEKa»
ABUC Mera-ITPO / OO0 «Jlarta Dxkcnpece». — URL: http://lib.ulsu.ru/MegaPro/Web. — Pexum
JIOCTYIIA : JUIS TIOJIb30BaTe/el HayuHOM 6u6IMoTekn. — TEKCT : AMEKTPOHHBIH.
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IIpodeccnonanbubie 6a3bl 1aHHBIX, HHPOPMATHOHHO-CIIPABOYHBIE CHCTEMbI

1. DeKTPOHHO-0HO.IHOTEUHBIC CHCTEMBI:

1.1. Ilngposoit oGpaszosarenbhbiii pecype [PRsmart : s1ekTporHo-6ubanoTeunas cucrema :
caiit / OOO Komnauus «Ai Ilm  Ap Meaua». - Caparos. [2023]. — URL:
http://www.iprbookshop.ru. — Pesxum noctyna: uisi 3aperucTpup. nosjib3osareseit. - Teker : aek-
TPOHHBIH.

1.2. OGpasosaresnbnas naargopma FOPANT : oGpasosatensubiii pecype. anekTponnas 61u6-
amoreka : caitt / OO0 Jnekrponnoe winarenbetBo «HOPAWT». — Mocksa, [2023]. - URL:
https://urait.ru. — Pexxum goctyna: s 3aperucTpHp. nojib3oBateseil. - TEKCT : 9eKTPOHHbIH.

1.3. baza nmanubix «Jnexrponnas Gubnuorexa texuudeckoro BY3a (9BC «Koucynsrant
CTyZCHTa») @ 1eKTpPOHHO-OuOmoTeynas cucrema : cadt / OO0 «llonutexpecype». — Mocksa.
[2023]. — URL: https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexum pocryna: ans 3aperucrpup.
nonb3oBarene. — TeKCT : 3MeKTPOHHBIH.

1.4. KoncyabranuT Bpaua. DIeKTpOHHAsA MeauuUMHCKas Oubiaunoreka : 0asza JaHHBbIX : caift /
000 «Bplcias 1ko1a Opraiu3aiii 1 YIpasiaeHus 31paBooxpaHennemM-KoMmnekeHbiit Meuint-
ckuit KoncanTuur». — Mocksa. [2023]. — URL: https://www.rosmedlib.ru. — Pesxum poctyna: s
3aperucTpHp. Mob3oBareseii. — TeKeT : 21eKTPOHHbII.

1.5. bonbmasi Meauumuckas 6ubanoTeka @ AIeKTPOHHO-OMOIMOTEUHas cueTema @ caiit /
000 «bykan». — Tomck, [2023]. — URL: https://www.books-up.ru/rw/library/ . — Pexum jgocryna:
U181 3apEerHCTPUP. Nosb3oBaTeneil. — TekeT : 2IeKTPOHHbIHA.

1.6. ObC Jlans : anextponno-oubnnoreunas cucrema : caiit / OO0 DbC «Jlanby. — Cankr-
[TetepOypr. [2023]. — URL: https://e.lanbook.com. — Pexxum goctyna: /uis 3aperucTpup. nojib3o-
Batesei. — TeKCT : IEeKTPOHHBI.

1.7. 9bC Znanium.com : »1eKTpoHHO-OndanoTeunas cuctema : caitt / OO0 «3nanuym». -
Mockga, [2023]. - URL: http://znanium.com . — Pe:kum JocTyna : s 3aperucTpup. 1oib3osare-
aei. - Teker : 2AeKTPOHHBIIA.

2. KoncyabranrIlmoe [Daextpounbiii pecype]: cnpaBounas npasosas cuctema. / OO0
«Koncynsrant [Liocy - Daekrpos. jgan. - Mocksa : KoneyasrautlLitoc, [2023].

3. ba3bl JaHHBIX MEPHOIHYECKHX H31aHMIi:

3.1. eLIBRARY.RU: nayunas aiexrponnas oudmuoreka : caiit / OO0 «Hayunas Dnex-
TponHast bubimoreka». — Mocksa, [2023]. — URL: http://elibrary.ru. — Pexxum goctyna : s aBro-
pu3. nosnb3oBateaei. — TekeT : 271eKTpoHHbII

3.2, Duextponnas Gubnmorexa «M3narensckoro noma «I'pedennukos» (Grebinnikon) :
anekTponnas  Ooubnmoreka / OO0 W] «I'pebennuxoB». — Mocksa, [2023]. — URL:
https://id2.action-media.ru/Personal/Products. — Pesxxum 1octyna @ uig aBTopu3. nojb3oBaresen. —
Texker : 21eKTPOHHDbII.

4. Wenepanabuas rocyaapersennas nadopmannonnas cnerema «Haunonaasnas Jiek-
Tpounast OnbdanoTera» : HnekTpornas oubmuorexa : caiit / ®I'BY PI'b. — Mocksa, [2023]. — URL:
https://H36.pd. — Pexxum goctyna : a5 noab3osaresneii HayuyHol oubianoreku. — TekeT @ 2J1eKTpoH-
HBbIH.

5. Poccuiickoe ofpazoBanue : (enepanbhbiii nopran / yupeaureab OIAY «DUL[TO». -
URL: http://www.edu.ru. — TekcT : 31eKTPOHHbIIA.

6. JaexTponunasi oudanoreunast cucrema Yal'V : moayae «Dnekrponnas OuOIHOTEKa»
ABUC Mera-ITPO / 000 «Jlata Dxcrpecer. — URL: http:/lib.ulsu.ru/MegaPro/Web. — Pexum 10-
CTYNa : U1 Molib3oBaresieii HayuHoi OMO1HoTeKH. — TeKCT @ 2K TPOHHBIH.
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	Учебная дисциплина «Основы делопроизводства» (ПК-6) входит в блок дисциплин, формируемых участниками образовательных отношений, является дисциплиной по выбору ООП бакалавриата ФГОС ВО по направлению 38.03.04 «Государственное и муниципальное управление...
	Для качественного освоения дисциплины обучающийся должен:
	«Основы делопроизводства» является дисциплиной, предшествующей для таких дисциплин как: «Преддипломная практика» (ПК-6), «Подготовка к сдаче и сдача государственного экзамена» (ПК-6).
	12. Сформулировать правила оформления реквизитов в соответствии с ГОСТ Р 7.0.97-2016 «Национальный стандарт Российской Федерации. Система стандартов по информации, библиотечному и издательскому делу. Организационно-распорядительная документация. Требо...
	ПРОЕКТ РЕГЛАМЕНТА
	основная литература:
	1. ГОСТ Р 7.0.97-2016. Национальный стандарт Российской Федерации. Система стандартов по информации, библиотечному и издательскому делу. Организационно-распорядительная документация. Требования к оформлению документов (утв. Приказом Росстандарта от 08...

