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HaumeHoBaHMe TUCHMILVIMHBI — «MeKBeIOMCTBEHHBIN TO0KYMEHTO000pPOT U
JeJIOMPOU3BOACTBO B OPraHaxX rocy1apcTBEHHOr0 M MYHHMIMIIAJIbHOIO YIIPaBJIEHUs»

1. IlepeyeHnb MIAHUPYEMBIX Pe3y/1bTATOB 00y4eHHS MO JUCHUIINHE, COOTHECEHHBIX C
IVIAHUPYEMBIMH Pe3yJIbTaTaAMH 0CBOCHHsI 00pa30BaTe/IbHOM MPOrpaMMbl

Lle b0 OCBOCHHS JUCIUIUIMHBI «MeXBEIOMCTBEHHBIH TOKYMEHTOOOOPOT U JICTONPOU3BOJICTBO
B OpraHax TOCYAAapCTBEHHOTO W MYHHUIMIIAJIBHOTO YIPaBJICHUS» SABISETCA: (HOPMUPOBAHHE
HAYYHBIX TPEICTABICHUA O TEOPETUYECKMX H MPAKTHYECKMX OCHOBaX B  00JacTu
I[OKYMCHTaI_[I/IOHHO—I/IHq)OpMaI_[I/IOHHOFO OGGCHG‘-IGHI/IH rocyaapCTBCHHOTO W MYHHIHUIIAJIBHOTO
yIpaBJICHUS;  UCIOJNB30BaHUE  HMH(DOPMAIMOHHO-KOMMYHHUKAIIMOHHBIX ~ TEXHOJIOTUH |
MPOrPaMMHBIX CPEACTB B IUGPOBON cpeie s B3aUMOJACUCTBUS C OOIIECTBOM, M PEIICHUS
M (poBbIX 3a1a49 B MPOGECCHOHATHHON JIEATETLHOCTH.

3agayaMm  OCBOCHHS JHWCIUIUIMHBI  «MEXKBEJOMCTBEHHBI JIOKyMEHTOOOOPOT W
JIEJIONPOU3BOACTBO B OpraHax TOCYJapCTBEHHOTO M MYHMIIMIIAIBHOTO YIIPABICHHS»
SIBJISTFOTCSL:

* 3HAHHWE COBPEMECHHON HOPMATUBHON M METOAMYECKOW 0a3bl OpraHU3alliy JEJIOMPOU3BOJCTBA
B OpraHax rocyJlapCTBEHHOM BJIaCTH, OpraHaX MECTHOTO CaMOYITPABIICHHUS;

* TpPUMEHEHHWE HOPMATHUBHO-TIPABOBOM 0a3bl 1 OCYIIECTBICHHUS JOKYMEHTAIIMOHHOTO
obecrieueHust yIpaBICHUYCCKON AeSTEIHHOCTH;

* coOJIONEHNEe COBPEMEHHBIX TPEOOBAaHWI K COCTABICHHI0O W O(QOPMIICHHIO JTOKYMEHTOB
MIPaBOBOTO XapaKkTepa;

* AQHAJIM3UPOBAHUE KPYMHBIX MACCHMBOB JAaHHBIX C HCIOJIB30BAaHUEM COBPEMEHHBIX
nH(pOPMAITMOHHO- KOMMYHHKAITMOHHBIX TEXHOJIOTHH.

Juctunnuaa «MeXBEeJOMCTBEHHBIM JOKYMEHTOOOOPOT M JIETOTMPOU3BOACTBO B OpraHax
rOCyAapCTBEHHOTO Y MYHHIIMITAILHOTO YIIPABICHUS» B paMKaX BOCIIUTATEIILHON paOOThHI HAallpaBJIeHA
Ha (GOpMHpOBaHHWE Yy OOYyYalOUIUXCS YMEHHUS apryMEHTHPOBAaTh, CaMOCTOSTEIHHO MBICIIHTD,
pa33HBaeT TBOp‘-I@CTBO, HpO(l)eCCI/IOHaJIBHBIC YMGHI/ISI TBOp‘IeCKI/I paBBHTOﬁ JIMYHOCTHU, CHUCTCMBbI
OCO3HAHHBIX 3HAHUIA.

Ilnanupyembie pe3yabTaTbl 00y4eHUs

[Iporecc ocBOEHUS AUCIUIUIMHBI HANIpaBieH Ha (POPMUPOBAHHUE CIIEAYIOLUIMX KOMITETEHIIHIA:
OIlIK-4 CnocobOeH pa3pabaTeiBaTh IIPOCKTHI HOPMATHBHBIX TMPAaBOBBIX aKTOB B cdepe
npoeCCHOHATBHON ~ AEATENbHOCTH, OCYIIECTBIISATh HUX IMPABOBYI0 M AHTUKOPPYIIMOHHYIO
JKCIIEPTHU3Y, OLICHKY PETYJIHUPYIOIIEro BO3ACHCTBUS U MOCIEACTBUI UX TPUMEHEHUS
OIIK-5 CrocobeH wucnonab30BaTh B TMPO(PECCHOHANBHOM NEATENBHOCTH HH(POPMALMOHHO-
KOMMYHHMKAIIMOHHbIE TEXHOJIOTUH, TOCYJapCTBEHHbIE W MYHHUIMNAIbHBIE HH(YOPMAIIOHHBIE
CHUCTEMBI; TIPUMEHSTh TEXHOJNOTHH  AJIGKTPOHHOTO  TPABUTEILCTBA UM IPEIOCTABICHUS
roCyAapCTBEHHBIX (MyHHUIIUTAIBHBIX) YCIYT

Marpuna CBA3H JMCIMIIIMHDI «Me:XBeIOMCTBEHHbII JIOKYMEHTO0000poT "
JeJIOMPOU3BOACTBO B OPraHax rocylapCTBEHHOr0 M MYHMUIMIAJbLHOIO YIHPaBJEHHS» H
KOMIIeTeHIUii, (POPMHUPYEeMBIX HA OCHOBE U3yYeHHs AUCHUNJIHHBI, C BpeMEHHBIMH TalaMHU
OCBOEHUS ee COePKAHUS

Kon n Kon Kox m HanuMeHOBaHne
Kox v HanmenoBanue
HANMEHOBAHHUE HHIUKATOpA AeCKPUITOPOB (MJIAHUPYEMBIX
HHIUKATOPAa KOMIEeTEHUNH
KOMIIETEHIINHI KOMIIEeTEeHIIN pe3yJbTaToB 00y4eHus
BBINYCKHUKA
BBINYCKHUKA " BbINNYCKHUKOB)




BBINIYCKHHUKA

OIIK-4 OIIK-4.1 OOnamaer 3uamusamu | OIIK-4.1 OIlIK-4.1.1
Crniocoben METOI0JIOTHYECKUX OCHOB 3unameo:
pa3pabatbiBaTh | pa3paboOTKU MIPOEKTOB TEOPETUUYECKHE U  MNPAKTHUYECKHE
MIPOEKTHI HOPMATHBHBIX MPABOBBIX AKTOB, OCHOBBI B obmactu
HOPMAaTUBHBIX METO/IOB OLICHKH JIOKYMEHTAIlMOHHO-
MIPaBOBBIX PETYIUPYIOIIETO  BO3JCHCTBUS UH(OPMAITMOHHOTO obecrnieueHust
aKToB B cdepe | MPOEeKTOB HOPMaTUBHBIX rocyaapCTBEHHOTO U
npodeccuoHalb | MPAaBOBBIX aKTOB; 3HAET MOPSIOK MYHHIIUTTATEHOTO yIpaBICHUS;
HOI1 pa3paboTku u MPUHSTUS COBPEMEHHYI0  HOPMaTHBHYIO U
NEeSTEIbHOCTH, | TIPOEKTOB HOPMATHBHBIX METOAMYECKYI0 0a3y opraHuzanuu
OCYIIECTBIISTh IPaBOBbIX  aKTOB  OpPraHoOB JEIIONPOU3BOACTBA B oprasax
WX MPABOBYIO M | TOCYJapCTBEHHOTO u TOCYJapCTBEHHOW BJIACTH, OpraHax
AHTUKOPPYILMO | MyHUIMIAIBHOTO YIpaBlICHUS, MECTHOTO CaMOyTpaBJICHUS;
HHYIO OCYIIECTBIICHUS OILICHKH
IKCTIEPTHU3Y, PEeryMpYIONMIETO  BO3JICHCTBHS OIIK-4.1.2
OIICHKY MIPOEKTOB HOPMATHBHBIX Ymems:
pEryIUpYIOMIEeT | IPaBOBBIX aKTOB; HOPMBI NPUMEHSTh HOPMAaTUBHO-TIPABOBYIO
O BO3JACHUCTBHS | 3aKOHOJATENbCTBA B cdepe 0a3y TUTST OCYIIECTBIICHUS
U TIOCIEACTBUI | aHTUKOPPYILIMOHHOMN TOJIUTUKH, JIOKYMEHTAIlMOHHOTO  00ecreveHus
WX PUMEHEHHS | PAaBOBOMU u YIpaBIECHYECKOH NeATeIbHOCTH;
AHTUKOPPYHIIMOHHOM coOmoaarh COBpEMEHHbBIE
OKCIEPTU3BI TpeOOBaHUS K COCTaBICHHUIO W
0hOpMIIEHHUIO JIOKyMEHTOB
MIPABOBOTO XapaKTepa;
OIIK-4.1.3
Bhaoemw:
paBHIaMU MIPUMECHECHHUS
TEXHOJIOTHH CO3JaHUS JOKYMEHTOB
MPABOBOTO XapakTepa Ha MPAKTHUKE B
TOM quCIe chepe
AHTUKOPPYTIIIMOHHOW MOTUTUKY;
OIIK-5 OIIK-5.3 Bmnaneer naBbikamu | OIIK-5.3 OIIK-5.3.1
Cnocoben aHaliu3a OTKPBITBIX JAHHBIX; 3name:
UCIOJIb30BaTh B | MPUMEHEHUs HWH(POPMAIIMOHHO- COBPEMEHHBIE uH(OPMAITMOHHO-
npodeccuoHanb | KOMMYHHUKAIIMOHHBIX KOMMYHHUKAI[UOHHbIE  TEXHOJOTHH,
HOH TEXHOJIOTUH pu ux [IPUMEHEHUE B
NesITeNIbHOCTH POTHO3UPOBAHUU u npodeccHoHaNIbHON  J1eATeNbHOCTH;
MHOOPMALIMOHH | IPOSKTHPOBAaHUU B cdepe poiab  IMQPPOBOH  KYJABTYpHl B
o- TOCYZIapCTBEHHOTO " uH(pOpPMAITMOHHOM  OOIIEeCTBE B
KOMMYHHKAIIMO | MYHUIIMTIATHHOTO  YIIPABICHUS; chepe TOCyIapCTBEHHOTO u
HHBIE NPUMEHEHUS TOCYIapCTBEHHBIX MYHHIIMIIAIEHOTO YIIPaBJICHMUS;
TEXHOJIOTHH, u MYHHIIUITATEHBIX
roCyJapCTBEHH | MH(OPMAITMOHHBIX CHUCTEM, OIIK-5.3.2
bIE U | TEXHOJOTHI AIIEKTPOHHOTO Ymemos:
MYHHUIMIAIbHBl | TPaBUTEIHCTBA u aHAJIM3UPOBATh KPYMHBIE MAacCHUBBI
e MPEIOCTABICHUS TAaHHBIX c UCIIOJTb30BaHUEM
MH(OPMALIMOHH | TOCYJapCTBEHHBIX COBPEMEHHBIX UH(}OPMAIIMOHHO-
bI€  CHUCTEMBI; | (MyHHUIMMAIBHBIX) YCIYr MpHU KOMMYHHUKAITUOHHBIX TEXHOJIOTHUI;

IMPUMCHSAITH

OCYILECTBICHUU

IPUMEHSITh HHCTPYMEHTHI 1M POBOH




TEXHOJIOTMHU npodeccuoHaIbHON KYJIBTYPBI B IIPUHATUU

ANEKTPOHHOTO JEeSITeIbHOCTH OpPraHM3aI[IOHHO-  yMPaBICHUYECKHUX
MPaBUTENBCTBA petnieHuii B cepe rocyIapcTBEHHOTO
u U MYHHUIMIAIBHOTO  YIPaBIICHUS;
MPEeAO0CTaBIICHU MPUMEHSATD TEXHOJIOTUH
o JJIEKTPOHHOTO ~ TPAaBUTENBCTBA U
rocyJapCTBEHH MPENOCTABIICHUSI TOCYIApPCTBEHHBIX
BIX (MyHULIUTTATBHBIX ) yCayT npu
(MyHHUIIUTIATBH OCYIIIECTBIICHUU MPOQeCCHOHATHHON
bIX) YCIIyT NEeSITeNIbHOCTH;

OIIK-5.3.3

Bnaoempy:

npueéMaMmM W MCETOJaMH aHalln3a
KPYIIHBIX MaCCHUBOB JaHHBIX C

HCTIONIb30BaHHEM COBPEMEHHBIX
UH(POPMAITUOHHO-
KOMMYHUKAI[HOHHBIX TEXHOJIOTHIA;
HaBBIKAMHU UCTIONIb30BAHUS
UH(POPMAITTOHHO-

KOMMYHHUKAI[UOHHBIX TEXHOJOTHI U
MPOrPaMMHBIX CPEACTB B LU(pOBOH
cpeae I B3aUMOJACHCTBHUSL  C
00IIeCTBOM, M pEIICHUs IH(PPOBBIX
3a/aq B npodeccuoHanbHOM
JESTEIIbHOCTH

2. Mecto

Y4eOHOM TMCHUILIMHBI B CTPYKTYpe 00pa30BaTeibHOI MPOrpaMMbl

bnok 1. Juciuniauna oos3arenbHoi yactu OIN.

B crpykrypHOI1

dbopMe MEXKMPEAMETHBIE CBS3H M3y4yaeMOW JUCIUIUIMHBI yKa3aHbl B

COOTBETCTBHUH € Y4eOHBIM IUIaHOM 00pa30BaTeIbHOI MPOrpaMMBbl IO OYHOH (popme 0OyueHwHs.

CBs13b TUCHIMIUIMHBI «MEXBETOMCTBEHHBIN TOKYMEHTOOOOPOT U JACIIONPOU3BOACTBO B OPTaHax
rOCy/IapCTBEHHOT'0 U MYHHIIUIIAJILHOTO YIPABIECHUSI» C IPEAIICCTBYIONUMHU TUCIUTUIMHAMHA U

CPOKHU UX U3YUYECHHS

Koo Jucyunnunsl, npeduwecmsyrowue neped OUCYUNIUHOLL Cemecmp
OUCYUNTIUHDL

b1.0.18 OcCHOBBI I'pakJIaHCKOTO ITPaBa 3

51.0.20 NudopmarimoHHbie TEXHOIOTUH B MPOhEeCCHOHATTLHON 3
JESITEIbHOCTH

b1.0.21 [IpaBoBBIE OCHOBBI TPOTUBOACUCTBUS IKCTPEMU3MY, 3
TEPPOPHU3MY, KOPPYTIIHU

b51.0.22 CoruaabHO-3KOHOMHUYECKAs! CTAaTUCTUKA 3

b1.0.24 KoHcTUTYLIMOHHOE MPaBO 3

CBs13b TUCHMIUIUHBI «MEXBETOMCTBEHHBIN TOKYMEHTOOOOPOT U JACIIONPOU3BOACTBO B OPTaHax
rOCy/IapCTBEHHOT'0 U MYHHIIUIIATLHOTO YIPABIECHUS» CO CMEKHBIMH JUCITUTUIMHAMH,

HU3Yy4aCMbIMU MMapaJljICJIbHO




Koo Hucyunnunvl, uzyuaemvie napaiienrbHo Cemecmp
OUCYUNTUHDL
b1.0.24 KoHncTuTynmonHoe npaso 4
b1.0.26 NudopmarimoHHO-aHATUTHYECKUE CUCTEMBI B 4
rOCyIapCTBEHHOM cepe

CBsi3b AUCHUILTUHBI «MeXBEJOMCTBEHHBIHN IOKYMEHTOO0OPOT U JEIONPOU3BOACTBO B OpraHax
rOCYIapCTBEHHOI'0 U MyHULIMIAIBHOIO YIIPABICHUA» C MOCIEAYIOIUMHU TACLUIIIIMHAMUA U

CPOKH UX U3YUCHUS

Koo Jlucyuniunsi, credyrowue 3a OUCYUNIUHOU Cemecmp
OUCYUNTIUHBL
51.0.28 AJIMUHHCTPAaTUBHOE TTPaBO 5
b51.0.29 MyHuIMnaapsHoE IpaBo 5
b1.0.34 ['ocynapcTBeHHAs 1 MyHUITUTIATbHAS CTy)K0a 7
51.0.38 VYipasiieHHE TOCY1apCTBEHHBIMU 3aKyIIKaMHU 7

3. O0beM IMCHUIIMHBI B 324€THBIX ¢IMHUIAX ¢ YKA3aHHEM KOJINYEeCTBA aKaJeMUYeCKUX
4acoB, BbIIeJIeHHbIX HA KOHTAKTHYI0 padoTy 00y4aroluxcs ¢ npenojgasareJsiemM (1o Buaam
Y4eOHBIX 3aHATHI) U HA CAMOCTOSATEIbHYIO Pa0oTy

Buabl yueOHoili padoThI ®opma o0yueHHnst
OuyHnas OuHo-3204Hast

ITopsiakoBBIil HOMeP cemMecTpa 4 5
OO01mast TPyI0eMKOCTh JUCIUTLITHHBI BCETO 3 3
(B 3.0):
KonTakTtHas paboTa c npemnonaBareiem 34 34
Bcero (B akajl. Jyacax), B TOM YHCIIE:
3aHATHS JEKIIMOHHOTO THTA (JICKITNH) 16 16
3aHATHSA CEMHUHAPCKOTO THIIA 16 16
(mpaKkTUYeCKUE 3aHATUSL, CECMUHAPBI)
3aHsATHs 1a00paTOPHOTO TUTIA - -
(;1raboparopHblie pabOThI)
Tekymias arrectanus 1 1
KoHcynbranmu (mpeadk3aMeHalMoOHHBIE) - -
[IpomekyTO4YHAs arTecTalus 1 1
CamocrosiTenbHas paboTa Bcero (B aka. 74 74
yacax), B TOM 4HUCJIIC:
dopma MPOMEKYTOUHOU ATTECTAIIUHN:
3aueT/ auddhepeHITMPOBAHHBIN 3a4eT 3a4eT 3a4eT
9K3aMeH
OO01mast TpyI0eMKOCTh JUCIUTLITNHBI (B 108 108
aKaJl. Jacax)

4.Conep:xanne IMCHUILIMHBI, CTPYKTYPHPOBAaHHOE 110 TeMaM (pa3aenam)

4.1. TemaTu4yeckoe MJIAHUPOBAHHE

TEMA 1. CoBpeMeHHasi opraHu3anusi 1eJONPOU3BOACTBA:
HaNpaBJIeHUs

NPUHIUNBI, (QYHKIUH,

Ponp nokymenTa M uHpOpManMM B JKM3HM 4ejoBeka M oOmiectBa. JIOKyMEHT Kak



MHCTPYMEHT yIpaBieHus. BiusiHue HaydyHO-TEXHUYECKOTO MPOrpecca Ha pa3BUTUE JOKYMEHTA.
CoBpeMmeHHBIE BUIBI U TpeOoBaHUS K AOKyMeHTaM. OCHOBHBIC TOHSATHS U ONPEICIICHUS:
JIOKyMEHT (€ro CBOMCTBA M (YHKIIMH), IEIONMPOU3BOACTBO (II€H, 3aJa4d W TPUHIIUIIBI),
JIOKYMEHTOBEJICHHE, TOKYMEHTO000POT. BUIBI TOKYMEHTOB 1 MX KJIacCH(PHUKALUA. YHUPUKAIHS
W CTaHJApPTH3alUs YNpaBIEHYCCKHX JTOKyMeHTOB. HopmaruBHas 0a3a JOKYMEHTAI[MOHHOTO
oOecriedueHrs ynpaBlieHUs U €€ YPOBHH (3aKOHOJATEIbHBIC aKThI, IMOA3aKOHHBIE HOPMATHBHO-
MPaBOBbIE aKThl, HOPMATHBHO-METOJIMYECKHUE JOKYMEHTHI) B OpPraHU3alMsAX MU B OpraHax
rOCyJlapCTBEHHON BJIAaCTH W OpraHax MECTHOIO camoympaBiieHus. locyaapCcTBEHHbIE W
OTpacieBble CTaHAAPTHl HA YHU(PUITUPOBAHHBIC CHCTEMBI JOKYMEHTAIIHH.

Opranuzanus JAeTONpPOU3BOJACTBA B TOCYAAPCTBEHHBIX W MYHHULMIAIBHBIX OpraHax
Bractu. Ciyxba IOKyMeHTalmoHHOro oOecrnedenus ympasiaeHus (JIOY): ocHoBHas 11einb,
3a1aul U (QYHKUUH CIyXObl. THUIOBBIE CTPYKTYphI ciny:x0bl JJOY B opraHax MyHHIMIAIbHOM
BIIACTH.

TEMA 2. CoBpeMeHHasi OpPraHU3alus MW TEXHOJOTHS JOKYMEHTALMOHHOIO
oOecneyenus ynpasijenusi (JJOY) B opranax rocyrapcTBeHHON M MyHMIMNAJIbLHOM
BJIACTH

Opranusanus TOKYMEHTOOOOpOTa: OOINHWE TMPHHIMIBI W METOJMYCCKHE OCHOBBI
opraHusanuunu I[OKYMGHTOO60pOTa. HpaBOBaH n HOPMATUBHO-MCTOANYCCKAA OCHOBaQa,
perynmupyiomas  J0KyMeHT0oO0opoT.  JlokampHble  HOpMmarwBHBIE  akThl.  Crnenuduka
JOKYMEHT0000pOTa B OpraHax IOCyJapCTBCHHONH M MYHHUIMIAILHON BiacTH. OpraHuzanus u
TEXHOJOT'UA pa6OTBI C JOKyMCHTaMH. HpI/IeM, IMPOXOXKACHUEC U IMOPAJOK UCIIOJIHCHHUA BXOAAMIUX
NOKyMeHTOB. HMcxomsamue pnokyMmeHTsl. IlpaBuna opraHuszanuu JABUKEHUS BHYTPEHHUX
JIOKyMEHTOB. ABTOMAaTH3WPOBAHHBIE CHCTEMBI JOKYMEHTO000POTA.

TEMA 3. Opranu3zanusi [JeJONPOU3BOACTBA MO0 O0O0pallleHUsIM TPakIaH B OpraHax
roCy1apCcTBEHHOH 1 MYHHMUMIIAJIBHON BJIACTH

OcHOBHBIE BHUIBI OOpaIllEHW: TPEIJIOKECHHUE, 3asaBICHUsS, XKajnoba, XOAaTaiCTBoO,
neTunys. HopmaTtuBHBIE JOKYMEHTBI, pErylupylomue padoTy ¢ OOpamieHUs MU Tpa)IaH.
Jlvunpnii mpuéM TrpakmaH B oOpraHu3anuu. Buasl oOpameHWid TpakaaH: TPEIIoKCHHUS,
3agBleHMs, KajnoObl. OpraHuzanusi pabOTBl C MUCBMEHHBIMH OOpAlICHUSAMHU TpakIaH:
perucTpanusi, KOHTPOJb, OTBETHI (CPOKHM OTBETOB), aHAIW3 OOpaIleHUH TpaKaaH, CPOK
xpaHeHus. Hampamnenne mo moaBegoMcTBeHHOCTH. OOXKanoBaHWE TpakJaHAMH OTBETOB,
MOJlyYeHHBIX OT oOpraHu3anuu. TpeboBaHHS K COJIEPKAHHUIO OTBETHBIX JIOKYMEHTOB.
[IpuMeHeHre aBTOMAaTU3UPOBAHHBIX TEXHOJIOTUMN.

TEMA 4. Opranusanusi 3J1eKTPOHHOI0 I0KYMEHT0000poTa

OcobeHHocTd  pabOTBI € DJIEKTPOHHBIM JOKYMEHTOM B TOCYJapCTBEHHOM U
MYHULUIIAJIBHOM yIpaBiIeHWU. HOpMaTUBHO-IIPABOBBIE aKThl U T'OCYIAPCTBEHHBIE CTAHAAPTHI,
perIaMEeHTUPYIOLME OpraHU3alui0 JOKyMEHTOOO0OpOTa C JJIEKTPOHHBIMU JOKYMEHTaMHU.
IOpuanueckas 3HaUMMOCTH IEKTPOHHOIO JOKyMeHTa. Ha3HaueHue, BUABI DIEKTPOHHOMU
MOJIUCH U UX UCIIOJIb30BaHUE B TOCYIaPCTBEHHOM M MYHUIIUIIAIBHOM YIIPaBIICHUU.

[TonaTne cuCTEeMBl 3JEKTPOHHOIO JOKyMEHTOOOOpOTa: Ha3HadeHue, (QyHKIHH,
TpeOOoBaHUSI. MexBe1OMCTBEHHBIN AIEKTPOHHBIN JIOKyMEHTOOOOPOT. Cucrema
MEXBEIOMCTBEHHOTO 3JICKTPOHHOTO JIOKYMEHTOOOOpOTa: Ha3HaueHHe, (DyHKIUH, CTPYKTypa.
Buner JTIOKYMEHTOB, nepechbUIaeMbIX o MEXKBEIOMCTBEHHOMY JIIEKTPOHHOMY
JTOKYMEHT0000poTy. CTpyKTypa 3JEKTPOHHOTO COOOIICHHUS.

Ponp cucteMbl MEXBEIOMCTBEHHOTO 3JEKTPOHHOTO B3aWMOJICHCTBUSL B pealld3aluu
(GyHKIUI  SIEKTPOHHOTO MPAaBUTENBCTBA. [IpUMEHEHHWE CHUCTEMBI MEKBEIOMCTBEHHOTO
3JIEKTPOHHOIO B3aMMOJACUCTBUSI TIPU MPEIOCTABICHUU TOCYAapCTBEHHOW ycinyru B MOII.
ApXUBHOE XpaHEHHE OHIEKTPOHHBIX JOKYMEHTOB B opranuzanuu. OcoOeHHOCTH mepenadyu
JNIEKTPOHHBIX JOKYMEHTOB Ha XpaHEHHE B BEJIOMCTBEHHbIE M TOCYAAPCTBEHHBIE apXUBBHI.



HopmaTtuBHO-11paBoBbIE

aKTBhI,

OpTraHHU3allMOHHBIC n

METOAUYCCKHE

JIOKYMEHTBHI,

TOCyIapCTBEHHBIC CTaHAAPTE, PETIAMEHTUPYIOMINX TEXHOJIOTHI0O PaboThl C 3IIEKTPOHHBIMU
JOKYMEHTaMH B TOCYIapCTBEHHOM U MyHHUIIUIAIbHOM YIIPABICHUH.

4.2. Conep:xaHue 3aHATHI CEMMHAPCKOI0 THIA

Ne | Conep:kaHue ceMUHAPOB Buabi cemunapo | Texkymuii KOHTPOJIb

1. |TEMA 1. CoBpemeHHass opraHu3amnusi | Yuactue B paboTe NunuBunyanpHoe U
AeJONPOU3BOACTBA: NMPUHUUNBbI, (YHKIHWH, | CEMUHApA — rpynmnoBoe
HaTNpaBJIeHUs bopmynupoBKa cobecenoBaHue.

1. Biusinue Hay4yHO-TEXHUYECKOTO MPOrpecca Ha | BONPOCOB, PEIUIMKH, | MOHUTOpUHT
pa3BUTHE JOKYMEHTA. Oecena, CEMHUHApPCKHUX
2. Yaudukanus Hu CTaHJIapTU3allUsl | BHICTYILJICHHS, 3aJaHuH.
YIIPaBIECHYECKUX JOKYMEHTOB. peuienue

3. TocynapcTBeHHbIE U OTpacjeBble CTAHIAPTHI | TPOOIEMHBIX,

Ha YHU(HUIUPOBAHHBIC CUCTEMBI IOKyMEHTAIIUU. | TBOPYECKUX 3ajad

4. Opranuzanus JE€JI0TPOU3BOACTBA B

roCyaJapCTBCHHBIX W MYHHUIUIIAJIBHBIX OpraHax

BJIACTH.

2. | TEMA 2. CoBpeMeHHAasi OpraHu3ammsi W | Ydactue B pabore WNunuBunyansHoe u
TEXHOJIOIrusd JOKYMEHTAIlHOHHOr0 | CCMUHApa — rpynroBoc
obeciedenusi  ynpapienusi (JOY) B | Popmymmposka cobecenoBaHme.
opraHax roCyXapCcTBEHHOI u | BOIIPOCOB, pernky, | MonuTopuHr
MYHHMUIHUNAJIbHOH BJIACTH Oecena, CCMUHAPCKIX
1. TlpaBoBag ¥ HOPMATHBHO-METOIMYECKAS BBICTYILTCHMUA, Sa/laHuH.

. paBo op 0-METOJNYEC pemeHIe
OCHOBA, PETYIUPYIOIIast JOKyMEHTOOOOPOT. HPOBTEMHBIX,
2. Crnenuduka TOKyMEHTOOOOpOTa B OpraHax
J . TBOPYECKUX 3aJad
rocyaiapCTBCHHOW U MYHUIIUIIAJILHOW BJIACTH.
3. ABTOMAaTHU3UPOBAaHHbIE CHUCTEMBI
JOKYMEHTOO00OpOTA.

3. | TEMA 3. Opranusaunusi AeJONpoU3BOACTBA | YyacTue B pabote NunuBunyanpHoe U
no o0pameHussM TIpaxaaH B OpraHax | ceMHHapa — rpynmnoBoe
rocyIapcTBEHHOW U MYHUIIMNIAJILHON BJIACTH | (OPMYITHPOBKA cobeceoBaHue.

1. JInunblii mpuéM Tpa’kJiaH B OpraHU3aliH. BOIIPOCOB, PEIUIUKH, | MOHUTOPUHT
2. Opraamzanus paboTbl C NHCBMEHHBIMH | Oecena, CEMHUHApPCKHUX
oOpallleHusIMU Tpak/iaH. BBICTYIUICHUS, 3aJaHui.

3. TpeOGoBaHus K COIEPKAHHIO OTBETHBIX | pEIlICHUE

JOKYMEHTOB. MPOOJIEMHBIX,

4. IIpumeHeHue aBTOMATU3UPOBAHHLIX | TBOPUYECKUX 3adad

TEXHOJIOTUH.




4. | TEMA 4. Opradu3anuss 3JIeKTPOHHOro | Yyactue B pabote NuauBumyansHOE
AOKYMEHT0000poTa CeMUHapa — rpYyIIOBOE
1. OcobGenHoctd pabOTBI C DIEKTPOHHBIM | (HOPMYITHPOBKA cobecenoBaHue.
JIOKyMEHTOM B roCyIapCTBEHHOM U | BOIIPOCOB, PEIUIMKHU, | MOHUTOPUHT
MYHHIMIATIBHOM YIIPaBICHUH. Oecena, CEMUHApPCKHUX
2. Ha3naueHue, BUIBI 3JIEKTPOHHON MOJNUCU U | BBICTYIICHUS, 3aJJaHuH.
UX HCIOJIb30BAaHHWE B TOCYIapCTBEHHOM U | peUICHHE
MYHHIIUITAIEHOM YIIPABICHUH. MPOOJIEMHBIX,
3. MexBeTOMCTBEHHBIN AJIEKTPOHHBIN | TBOPYECKUX 3a]1a4y
JOKYMEHTOOOOPOT.
4. Cuctema MeXBEJOMCTBEHHOTO JIEKTPOHHOIO
B3aUMOJCHCTBUSA
5. IlpuMmeHeHHEe CUCTEMBl MEKBEIOMCTBEHHOTO
AJEKTPOHHOTO B3aMMOJICHCTBHUS npu
MPEIOCTaBICHUN TOCYJapCTBEHHON YCIyrd B
M®OII.
4.3. CamocTosiTesIbHAst padoTa CTyIeHTa
Ne
HaumeHoBaHMe TeMbl AU CHUILINHBI ®opMbI NOATOTOBKH
1. | Cospemennan opzanuzayus - MOATOTOBKA K ceMHHapaMm (paboTta ¢
0e/10npou3600cmea: NPUHYUNDL, KOHCIICKTOM JICKITHH )
¢dyukyuu, nanpasnenusn - U3YYEHHE OCHOBHOM U JOTOJHUTEIBHON
JTUTEPATYyPBI
2. | Cospemennasn opzanuzauus u - MOATOTOBKA K ceMUHapam (pabora ¢
mexHo102us 00KYMEHMAYUOHHO20 | KOHCIICKTOM JIEKIINi)
obecneuenusn ynpaenenus (JJOY) ¢ | - H3yICHUE OCHOBHOH H JIOTIONHATELHOM
opzanax 20cyoapcmeennoil u JTEpATyphI
MYHUUURATbHOU 61ACMU
3. | Opzanu3ayusa denonpou3eoocmea no | - OArOTOBKA K ceMUHapam (pabora ¢
oopaweHuAM 2paxcoan 6 op2anax KOHCIIEKTOM JICKIIHIA )
20Cy0apCcmeeHHol U MyHUYURAIbHOU | - N3YYEeHUE OCHOBHOU U JOTOIHUTEIBHOU
enacmu JIUTEpPaTyphI
4. | Opzanu3zayun 31eKMPOHHO20 - MOATOTOBKA K ceMHHapaMm (paboTta ¢
00KymMeHnmoooopoma KOHCIIEKTOM JICKIIHi)
- U3YYEHHE OCHOBHOM U JOTOJHUTEIBHON
JTUTEPATyPBI
A) Hugpopmayuounwiii npoekm — TPOCKT, HANpaBICHHBIH HAa CTUMYIMPOBAaHUE YyueOHO-

IIO3HABATENIFHON JEATETBHOCTH CTYACHTA C BBIPAKCHHOW HIBPUCTUYECKON HAINPaBICHHOCTHIO
(mouck, oTOOp M cucTeMaru3anus HHPopMaIuu 06 00beKTe, oopMIICHHE €€ AJIsl TPE3CHTALUH).
WTOroBEIM NMPOAYKTOM NPOEKTa MOXKET OBITh MUCHMEHHBIN pedepar, >MeKTpoHHbBIH pedepar ¢



WJUTFOCTPAIUSIMU, CIAlA-1110y, MUHU-(UIBM U T.]I.

[TpumepHBIE TEMBI UHPOPMAUUOHHBIX RPOEKMOE:

1. 3Hauenue HOPMAaTUBHO-METOANYECKOM periaMeHTanuu JIEJIOMPOU3BOJICTBA.
XapakTepucTHKa  JCUCTBYIOIIMX  T'OCYJApCTBEHHBIX  HOPMATHUBHO-METOJMYECKHUX
JIOKYMEHTOB.
2. JIoMKHOCTHOM M YMCIICHHBINH cocTaB ciy0bl JIOY B opranax rocy1apcTBEHHOH BIIACTH.
3. HoxymenToobopot. OnpeneneHue, XapakKTepUCTUKa OCHOBHBIX JIOKYMEHTOITOTOKOB.
4. TlpaBuna mpuema U OO0paOOTKM BXOMSIIEH KOPPECIOHACHIIMU, WX BIHUSHHE Ha
OPTraHU3AIMIO IBUKEHUS IOKYMEHTOB.
5. DNeKTpOHHBIA  JOKYMEHTOOOOPOT:  KOMIBIOTEPHBIE  TEXHOJOTHMH  IOATOTOBKH
JIOKYMEHTOB.
6. CpaBHUTENbHBIC XaPAKTEPUCTUKH (POPM pErucTpaIiii TOKyMEHTOB.
7. Meroapsl OpraHu3alMyd KOHTPOJS 3a HCIOJHEHHEM JIOKYMEHTOB MpU TPaAUIIMOHHOM
JIEIONIPOU3BOJICTBE M AJICKTPOHHOM JJOKYMEHTOO0O0pOTE.
8. DOkcnepTu3a 1EHHOCTHM JOKYMEHTOB B JICJIONPOM3BOACTBE. 3aJaud M TOPSIOK
MIPOBEICHHS.
9. ®opmupoBaHUE €] Kak TEXHOJOTMYECKasl omepamus [aeaonpou3Boictsa. [lpaBuiia
dbopMUpOBaHUS B Je)ia JOKYMEHTOB OTACIbHBIX KaTETOPHIA.
4.4. PacnpenesieHue 4acoB 10 TeMaM M BUAaM YUeOHBbIX 3aHATHI
Homep
pazoena, Ilpakmuueckue Camocm. paboma
Komnem
memol Konmaxkmnuasa paboma Jlexkuuu 3anamus, CMy0eHmoe
oucuyuniu er-uun Cemunaput
Hbl
Dopmul e 03900 ovo 0300 e 0390 e 03900
o00yuenusn
TEMA 1. OIIK-4; 8 8 4 4 4 4 18 18
OIIK-5
TEMA 2. OIlK-4; 8 8 4 4 4 4 18 18
OIIK-5
TEMA 3. OIlK-4; 8 8 4 4 4 4 18 18
OIIK-5
TEMA 4. OIIK-4; 8 8 4 4 4 4 20 20
OIIK-5
Texymas OIIK-4; 1
aTTecTanusa OIIK-5
Koncynpra | OIIK-4; -
un OIIK-5
(mpemdK3am
CHAIlMOHHBI
e)
[Tpomexy- | OIK-4; 1
TOYHAA OIIK-5
arTecTanus
Bcezo: 34 34 16 16 16 16 74 74




4.5. MeTtoauyeckne yKazaHus JJisl 00y4alOMMXCs M0 OCBOEHHU IO THCIHIINHBI

JInsi mpaBUJIBHON OpraHM3allMU CaMOCTOSATENBHOM pabOThl HEOOXOAMMO YUYUTHIBATH MOPSIOK
U3Y4YEHUs pa3leloB Kypca, HAXOMAIIMXCA B CTPOrOM JIOTMYECKOW MocienoBaTesbHOCTH. [losaTomy
xopomee yCBOCHI/Ie O,Z[HOﬁ YaCTHU AUCHUIIIIMHBI ABJIISICTCA HpC,Z[HOCBIHKOﬁ JUIA ycnemHoro Hepexona K
ciegyromieid.  Jlng  smydmero  3amoMuHAHMS ~— MaTepHaia  I€JIeCO00pa3HO  HMCIIOJIb30BaTh
WHIUBUTyaTbHBIE OCOOCHHOCTH M Pa3HbIC BHUJIBI MAMSTH: 3pUTEIBHYIO, CIIyXOBYIO, aCCOIMATUBHYIO.
VYcnemHoMy 3allOMHHAHUIO  CIIOCOOCTBYET TPHUBEICHUE SPKUX CBHUIETEIBCTB W HATJISIHBIX
PUMEPOB. YUeOHBIM MaTepral J0KEH TTOCTOSTHHO TTOBTOPATHCS M 3aKPETLISATHCS.

[ToaroToBka K 3aHATHSIM CEMHUHAPCKOTO THIA (CEMUHAPHI, MPAKTHYCCKUE 3aHSITHS, TPAKTUKYMBI,
na6opaTopHHe pa60T1>1, KOJIJIOKBI/IyMBI 1 UHBIC aHAJIOTUYHBIC BaHHTI/ISI) HAYUHAKTCS C THIATCIBbHOT'O
O3HAKOMJICHUSI C YCJOBUSMH IMpEIACTOSAIIed paboThl, T. €. ¢ oOpamieHus K BOIPOCAaM 3aHATHM
cemuHapckoro tuma. OmnpeaenuBIIUCh € MPOOIEMON, cIeayeT OOpaTUThCS K PEKOMEHIyEeMOi
auteparype. Ilpu moaroroske o0s3arenbHO TpeOyeTcs W3ydeHUe JONOIHUTENBHOM JTUTEepaTyphl 1Mo
TEME TPEICTOSIICTO 3aHATHUA. be3 WCIoNb30BaHUS HECKONBKUX HCTOYHUKOB HH(POPMAIINH
HEBO3MOXKHO TIPOBEJICHUE JUCKYCCHHM Ha 3aHATHIX, OOOCHOBaHWE COOCTBEHHOW ITO3HIIHH,
MOCTpOeHUEe aprymeHTanuu. Ecim o0cykmaeMplii aClIeKT HOCUT JUCKYCCUOHHBIN XapakTep, CIeayeT
M3YYUTh CYIIECTBYIOIINE TOYKH 3PECHHsI U BHIOpATh TOT MOJAXOJ, KOTOPBIM BaM KakeTcs Haubosee
BepHbIM. [Ipu 3TOM cienyeT yuuThiBaTh HEOOXOIUMOCTh 0053aTeIbHON apryMeHTaluu COOCTBEHHOM
no3uuuud. Bo BpeMs 3aHATHH  pEeKOMEHIyeTcsl aKTUBHO Y4YacTBOBAaTh B  OOCYXKIEHHUH
paCCManHBaeMOﬁ TEMBI, BBICTyHaTI: C IIOATrOoTOBJICHHBIMHU 3apaHee JOOKJIagaMUu Hu HpGSGHTaI_II/ISIMI/I,
HpI/IHI/IMaTB y‘IaCTI/Ie B BBITIIOJTHCHHU N Hp&KTH‘-I@CKI/IX BaHaHHﬁ.

C muenpio oOecreyeHusi YCIENHOTO OOyYeHHsI CTYACHT JOJDKEH TOTOBHTBHCS K 3aHATHAM
JIEKIIMOHHOTO THIIA, MIOCKOJBKY OHU SIBJISIFOTCS BaXKHOW (POpMOI opraHW3aluu yu4eOHOTO Ipoliecca:
3HAKOMSAT C HOBBIM YYEOHBIM MaTEPHAIOM; Pa3bICHSIIOT Y4YEOHBIC DSJIEMEHTHI, TPYIHBIC IS
MMOHUMAaHUS; CHCTEMATH3UPYIOT yUeOHBIN MaTepuai; OpUCHTHPYIOT B y4eOHOM IpoIiecce.

[ToaroToBKa K JICKITUU 3aKIIOYACTCS B CICIYIOMIECM:

— BHHMMATEJIbHO POYUTAUTE MATEPUAN NPEABIAYIIEN JEKIINU;

— y3HalTe TeMy MPEACTOALIEH JEKIMHU (IT0 TEMATHYECKOMY ITIJIaHy);

— O3HAaKOMBTECh C YYCOHBIM MaTEpPHAIOM IO HMCTOYHHWKAM, PEKOMEHJIOBAaHHBIM COTJIACHO

y4e0HO-METOINIECKOMY 00ECTICUCHUIO TUCITUTUIMHEI;

— 3allUaImTe BO3MOXHBIC BOHpOCBI, KOTOpBIe BhbI 3adaauTe npenoznaBaTenIo Ha

JICKIIUH.

Bo Bpems neKIuu peKOMEHAYETCsI COCTABIATh KOHCIEKT, (PMKCUPYIOIIUH OCHOBHBIE MOJIOXKEHHUS
JICKIIMHU U KJIIFOYCBBIC onpez[eneHmI 10 HpOﬁI[CHHOﬁ TEME.

K ¢opmam npoMexyTO4YHOro KOHTPOJIS 1O  JUCHUIUIMHE  HEOOXOJMMO  TOTOBHUTCA
IIeJICHAITPABICHHO, PETYJISIPHO, CHCTEMAaTUYeCKH M C TEPBBIX JHEW oOydeHus. B camom Havaie
y4eOHOT0 Kypca 00yJaromeMycs ClaeayeT MO3HAKOMUTBCS CO CIAEAYIOIMMMH y4eOHO-METOINIECKUMHU
MaTepHaIaMHu:

— pabodei mporpaMMOi TUCITUTIITUHEI;

— IUTAHUPYEMBIMH pe3yJbTaTaMu 00y4eHUs;

— TEMaTUYCCKMMH IJIaHAMHU 3aHSATUH JICKIIMOHHOTO ¥ CEMHUHAPCKOTO THUIIA;

— KOHTPOJIbHBIMU MEPOIIPUATHAMH TEKYIIEH U IPOMEKYTOYHON aTTECTALlUH;

— TMepevyHeM yueOHO-METOUYECKOT0 00ECTICUeHHS TUCIIUTUTHHEI;

— TIEpEeYHEM BOIPOCOB K MPOMEKYTOUHOHN aTTECTAIUH.



[locme »TOrO 'y CTyOeHTa JOJDKHO CQOpPMHUPOBATHCA YETKOE MpeicTaBiieHue o0
o0beMe ¥ XapakTepe 3HaHWA © YMEHUH, KOTOPHIMH HaJAo0 OyIeT OBIaAeTh IO
JUCLIUIUIUHE. Cucremarnueckoe BBITIOJIHEHUE y4eOHO paboTsI Ha JEKUUAX,
CEMHUHAPCKHUX 3aHATUSAX U B TPOIECCE CAMOCTOSTENLHON pabOThI TMO3BOJUT YCIENIHO OCBOUTH
TUCITUTIIMHY U CO37aTh XOPOIIYy0 0a3y A CAauu MPOMEXKYTOUHOW aTTECTAIIHH.

B ciydae opranmsanum yueOHOH pabOThI C MCHONB30BAaHHEM JAWCTAHIIMOHHBIX 00pa30BaTEIbHBIX
TEXHOJIOTUH 3aHATHS TPOBOAATCS B DIIEKTPOHHOW WH(pOpMaAIrmoHHO-0OpaszoBarensHOU cpene (DUOC)
UHCTHUTYTA.

5. OBPA3OBATEJIBHBIE TEXHOJIOT'UA
5.1. O6pa3oBare/ibHbI€ TEXHOJOTHHI

B ocBoeHuun yueOHOM TUCIUIUIMHBI «MeXBeTOMCTBEHHBIH TOKYMEHTOO0OPOT U JEIONPOU3BOICTBO
B OpraHax TIOCYJIapCTBEHHOIO M MYHHMIMIIAJBHOIO YIPABICHUS» HCIOJIB3YIOTCSA CIELYIOIINE
TPaIUIHOHHBIE 00pa30BaTe/IbHbIe TEXHOJIOTHH:

- YTeHUE UH()OPMAIIMOHHBIX JEKIUH C UCIIOIb30BAHNEM JIOCKH U BUIEOMATEPUAIIOB;

- CEMUHApPCKUE 3aHATHS;
- KOHTPOJIbHBIE OMPOCHI;

- KOHCYJIbTAINH;

- caMOoCTOATeNbHAs paboTa CTYAEHTOB ¢ Y4eOHOMU JINTEpaTypoii;

- TECTUPOBAHUE 10 OCHOBHBIM T€MaM TUCIHILIMHBI (TPOMEXYTOYHBIH KOHTPOJIb);
- 3aUeTHAs aTTecTalHs.

5.2. Ucnonb3oBanne HHPOPMAIMOHHBIX TEXHOJIOI M

* TEXHOJOTWMH, OCHOBaHHbIe Ha wucnoiab3oBanuu ODWMOC wuHCcTUTYTA (METOAMYECKHUE
MaTtepuaibl o IUCIUILIMHE, pa3MmenieHHble Ha caiite ['CH);

* VHTEepHET-TEXHOJIOIUH;

*  KOMIIBIOTEpHBIE O0y4YarOLI1e U KOHTPOJIUPYIOIIUE IPOrPaMMBbI;

* uH(pOPMALIMOHHBIE  TEXHOJIIOTWH,  TO3BOJIIOUIME  YBENUYUTH  3(PPEKTUBHOCTH
IIPEnoiaBaHus (3a CUeT YCUIIEHUS WIUTFOCTPAaTUBHOCTH):
- NIeKYUA-6U3YANUZAUUA — UWITIOCMPAMUBHAS opMa NpoeoeHUsi UHPOPMAYUOHHBIX U
NPOONIEMHBIX NeKYUl;
- CeMuHap-npe3eHmauyua —  UCHONbL308AHUE  CMYOEHMamMu  HA — CeMUHAPAX
CReYUuanU3UPOBAHHLIX NPOSPAMMHBIX CPEOCMS.

5.3. AKTHBHbBIC 1 HHTEPAKTHBHBIC MeTObI U (OpMBI 00yYeHHUs

W3 mepeuHst BUAOB: («M032060U wimypm», AHAIU3 NPOOIEMHLIX CUMYAYUU, AHAIU3 KOHKPEMHbLIX
cumyayuu,  UHYUOEHMbl, UMUMAYUSL  KOJLJLEeKMUBHOU  NPOhECcCUOHANbHOU — OeamelbHOCmU,
meopueckas paboma, CA3AHHAA C CAMONO3HAHUEM U OCBOEHUeM OUCYUNIUMbL, 0eN08as uepd,
Kpy2nvlti Cmojt, OUCHYm, OUCKYCCUS, MUHU-KOHGDepeHyus u Op.) UCTONb3YIOTCS CIeIyIOIIHe:

- Oucnym (crioco0 BeACHHUs CIIOpa, TIPOBOUMOTO C IIENIbI0 YCTAaHOBIICHUSI HAYYHOW UCTUHBI CO

CCBIJIKAaMU Ha YCTOSIBIITUECS MTUChbMEHHBIC aBTOPUTETHBIC NCTOYHUKY ¥ TIATEIHHBIN
aHAJIM3 apTYMEHTOB KaXKIOW U3 CTOPOH);

- Quckyccusi (Kak METOJI, aKTUBHU3UPYIOIIUH MPOIecc 00yUeHHsI, U3yUSHHS CIIOKHOM TEMBI,
TEOPETHUECKON MTPOOITIEMBI) NPUMEHACMCS HA CEMUHAPAX-OUCKYCCUSIX, 20€ 00CYHCOAIOMC



CHOPHbLE BONPOCHL C BbIAGNIEHUEM MHEHUL 8 CMYOeHYecKoU spynne;

- beceoa.

6. ®oH/1 OLIEHOYHBIX CPEICTB /sl MPOBeIeHUs MPOMEKYTOUHOM aTTecTaAlMU
00y4YAKOIIHUXCS 10 TUCHHILINHE

KOHTpOJ'IB KadyeCTBa OCBOCHUA OUCHUIINIMHBI BKIHOYACT B cebs TCKYIHI/Iﬁ KOHTPOJIb

YCIIEBAEMOCTH U ITPOMEKYTOYHYIO aTTECTAIMIO 00yYarOIIUXCs.

KoHkpeTHBIII TepeyeHb THUIMOBBIX KOHTPOJIBHBIX 33JaHMi M HMHBIX MarepHalioB JUIs

OIICHKHM PE3yJAbTaTOB OCBOEHHUS IUCHUIUIMHBI, a Tak)Ke ONMCAHHUE IOKa3aTeled U KpUTEpPUEB
OIICHUBAHUS KOMIIETEHITNHN TTpUBEACH B ()OHE OLIEHOYHBIX CPEACTB IO JTUCIUILIAHE.

6.1. ®opmbI TeKylIEro KOHTPOJIS

- UHOUBUOYANIbHOE U 2PYNN0BOE CObeced08aHue;

- MORUMOPUHe pe3)ibmanoe CEMURAPCKUX 3aH}Zmu12,'

- nposepka pabomuwl ¢ TUMepamypou;
- NPO8epKaA UHPOPMAYUOHHBIX NPOEKMOB.

6.2. ®opma MpoMe;KyTOYHOr0 KOHTPOJIA 10 JMCHUIINHE — 3a4€T

NN A DD =

o

10.
11.

12.
13.
14.
15.
16.
17.

18.
19.
20.
21.
22.
23.
24.

Bormpocs! k 3auery:

CoBpeMeHHas opraHu3aIus AeI0MPOU3BOICTRA.

JIOKYMEHT KaK MHCTPYMEHT yNpPaBICHHUS.

BrusiHue Hay4YHO-TEXHHUECKOTO Mporpecca Ha pa3BUTHE TOKYMEHTA.

CoBpeMeHHbIE BUIBI U TPEOOBAaHUS K JOKYMEHTaM.

Bubl TOKyMEHTOB M UX KJIacCHU(DUKAIIHS.

VYHudukanus u cTaniapTu3anus ynpabBieHYeCKUX JOKYMEHTOB.

HopmaruBHast 6a3a JOKyMEHTAITMOHHOTO 00ECTICUeHUS YIIPABJICHUS U €€ YPOBHHU.
locynapcTBeHHBIE W OTpacieBble CTaHAApPThl Ha YHU(QULIHUPOBAHHBIE CHCTEMBI
JIOKYMEHTAITUH.

Opranuzanys JeJIONpOU3BOACTBA B TOCYJApCTBEHHBIX W MYHHIMNAIBHBIX OpraHax
BJIACTH.

Cmyx0a JOKYMEHTAIIMOHHOTO 00ecTieueHrs yIpaBiIeHus: QYHKIIAN CITYKOBI.
CoBpeMeHHass OpraHu3alus M TEXHOJOTHUA JOKYMEHTAI[MOHHOTO O00€CIedeHHS
YIIPaBJICHUS.

[IpaBoBasi 1 HOpMAaTHBHO-METOINYECKAsI OCHOBA, PETYIHUPYIOIIas JOKYMEHTOO00POT.
Crenunguka TOKyMEHTOOO0POTa B OPTaHax rocyJapCTBEHHON ¥ MyHUITUTIAILHOMN BIIACTH.
Opranu3zaiys u TEXHOJOTUSI pabOThI ¢ JOKYMEHTaMH.

[Tpuem, MpOXOKICHHUE U TOPSIOK HCIIOHEHUS BXOISAIIUX JOKYMEHTOB.

Hcxonsmiyie TOKyMEHTHI.

[IpaBwia opraHu3anuu JABMKEHUS BHYTPEHHUX JTOKYMEHTOB. ABTOMAaTH3WPOBAHHBIC
CHUCTEMBI IOKYMEHTO000pOTA.

OcHOBHBIE BUIBI OOpAIIICHUH.

JInuHbIl pUEM Tpa’kJaH B OpraHU3alliH.

Bunbr oOpariennii rpakaaH.

Opranu3zanys paboThl ¢ MUCbMEHHBIMU 00pallIeHUSIMU TPAXKIaH.

O0xanoBaHue TpakJaHAMHU OTBETOB, MOMYUYEHHBIX OT OPTaHU3AIIHH.

TpeboBanus K coAep>KaHUIO OTBETHBIX JOKYMEHTOB.

OcoOeHHocTH  pabOTBI €  DIEKTPOHHBIM  JOKYMEHTOM B TOCYJapCTBEHHOM U



MYHHIIMIIAIEHOM YTIPaBJICHHH.

25. FOpuauueckasi 3Ha4MMOCTb JIEKTPOHHOTO JOKYMEHTA.

26. IloHsATHE CHCTEMBI AIEKTPOHHOTO JOKYMEHTO000POTA.

27. CucteMa MEeXBEIOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHTO000POTA.

28.Bunpl  IOKYMEHTOB, TMEPEChUIAEMbIX IO  MEXKBEAOMCTBEHHOMY  AJIEKTPOHHOMY
JIOKYMEHTOOOOPOTY.

29. CTpyKTypa 3JIEKTPOHHOTO COOOIICHUSI.

30. IlpuMeHeHnE CHUCTEMBI MEXBEIOMCTBEHHOIO 3JEKTPOHHOIO B3aUMOJEICTBUS IIpU
MPEAOCTABICHUH TOCYIapCTBEHHOM ycinyru B MO,

31. ApxuBHOE XpaHEHHE NIEKTPOHHBIX JOKYMEHTOB B OpraHU3alLlUu.

32. Oco0eHHOCTH Tepeiadyr JIEKTPOHHBIX JIOKYMEHTOB Ha XpaHEHHE B BEJAOMCTBEHHbBIE U
TOCYIapCTBEHHBIC APXUBBI.

7. YYEBHO-METOJANYECKOE OBECIIEYEHUE
7.1. Pexomenayemasi iuTeparypa

OcHoBHasi JiuTEepaTypa
JHoponuna, JI. A. Opranuzaius U TEXHOJIOTUS TOKYMEHTAIIHOHHOTO 00eCTIeueHuUs
yIpaBJIeHUs : Y4eOHUK U PaKTUKyM Jutst By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-
e u31., mepepad. u mon. — Mocksa : U3mparensctBo FOpaiit, 2023. — 270 ¢. — (Briciiee
obpazoBanue). — ISBN 978-5-534-16016-1. — TexkcT : anekrponHsiii // OGpa3oBaTenpHas
matdopma FOpaiit : [caiit]. — URL: https://urait.ru/bcode/530251

Mopo3zoa, O. A. MH}popManmoHHbIe TEXHOJIOTHH B TOCYJAapPCTBEHHOM U MYHUIIUTIAILHOM
yIpaBieHuu : yueoHoe nocooue aist By3oB / O. A. Mopo3sosa, B. B. Jlocesa,

JI. Y. IBanoBa. — 2-e u3A., uctp. u gon. — Mocksa : U3parensctBo FOpaiit, 2023. —
142 c. — (Bwicmiee oopazoBanue). — ISBN 978-5-534-06262-5. — TeKcCT : 2JIeKTPOHHBIN
/I O6pazoBarenbHas iardpopma KOpaiT : [caiiT]. — URL: https://urait.ru/bcode/516119

JlonoHUTeIbLHASA JTUTepaTypa
Kamormog, C. I'. [udpoBoe rocyaapcTBeHHOE yIIpaBiICHHUE : YYCOHUK JJIs1 BYy30B /
C.T. KamonoB. — Mocksa : U3narensctBo FOpaiit, 2023. — 336 c. — (Bricmiee
oOpazoBanue). — ISBN 978-5-534-14992-0. — Texkcr : anexktponHslii // OOpa3oBarenbHas
wiatgopma FOpaiit : [caiit]. — URL: https://urait.ru/bcode/520044

Kosanesa, H. H. MHdopmanmonHoe obecrieueHre OpraHoB BIACTH : yueOHOe mocobue ais
By30B / H. H. KoBanieBa. — 2-e u3n., mepepad. u mon. — Mocksa : U3parensctBo IOpaiir,
2023. — 245 c. — (Bricmiee obpazoBanue). — ISBN 978-5-534-13291-5. — TekcrT :
anekTpoHHbid // OOpa3zoBarenbHas maatdopma FOpaiit : [caiit]. — URL:
https://urait.ru/bcode/518915

Konpimkuna, T. b. JlenoBbie KOMMYyHUKAIH, JOKYMEHTOOOOPOT U JAETONPOU3BOICTBO :
yueonoe nmocodue st By30B / T. b. Kompimkuna, . B. lllyctuna. — 3-e u3g., ucnp. u
nor. — Mocksa : U3marensctBo FOpaiit, 2023. — 145 ¢. — (Bwiciiee o6pa3oBanue). —
ISBN 978-5-534-14216-7. — Tekcr : anekTpoHHbI // Ob6pazoBaTenbHas miatgopma
FOpaiir : [caiiT]. — URL: https://urait.ru/bcode/513409



Kysnenos, 1. H. [JoxymeHTanimonHoe ooecnieueHue ynpansieHus. JJokyMeHTO000pOT 1
JIeTIOTIPOU3BOACTBO | YUeOHUK U pakTukyM it By3os / M. H. Ky3nenos. — 4-e u3z.,
niepepad. u gomn. — Mocksa : M3znarenscTBo FOpaiit, 2023. — 545 ¢. — (Bricuiee
obpazoBanue). — ISBN 978-5-534-16003-1. — TexkcT : anekrponHsiii // OGpa3oBaTenpHas
matdopma FOpaiit : [caitt]. — URL: https://urait.ru/bcode/523612

Ilepuoouueckaa rumepamypa (ouoaruomexa I'CH)

1. AktyanpHbIe IPO0OIEMbl SKOHOMUKU 1 MEHEKMEHTA.

2. Bonpocsl rocy1apCTBEHHOTO M MyHUIIMIIAIBHOTO YIIPaBJICHHUS.
3. [Ipobnems! ynpaBieHuUsI.

4. Poccuiickuil KypHaJl MEHEKMEHTA.

5. DKcnepr.

9BC IPR SMART:

1. Ars administrandi. MckyccTBo ynpaBnenus (noctynssiii apxus: 2010-2021 rr.). — URL:
https://www.iprbookshop.ru/11588.html.

2. E-Management (noctynusiif apxus: 2019-2021 rr.). — URL:
https://www.iprbookshop.ru/101192.html.

3. AxTyanbpHble IPOOIeMbl 5)KOHOMUKU U MEHeDKMEHTa (qocTynHbli apxuB: 2019-2021 rr.). —
URL: https://www.iprbookshop.ru/98831.html.

4. BecTHHK TOCYAapCTBEHHOTO ¥ MYHHIIMITAILHOTO yIIpaBieHus (HocTymHbi apxuB: 2019-2020
rr.). — URL: https://www.iprbookshop.ru/103735.html.

5. BecTHUK poccHICKOTO YHUBEpPCHTETA Py KOl Hapoa0oB. Cepusi rocy1apcTBEHHOE U
MYHHMIMIIAJIBHOE yHpaBieHue (qoctynHsiii apxus: 2014-2021 rr.). — URL:
https://www.iprbookshop.ru/32332.html.

6. Bectauk ynusepcurera (I'YY) (nocrynusiit apxus: 2019-2021 rr.). — URL:
https://www.iprbookshop.ru/101201.html.

7. Bonipock! ynpasienus (noctynubiid apxus: 2017-2021 rr.). — URL:
https://www.iprbookshop.ru/87622.html.

8. 'ocynapcTBeHHOE M MyHHUITUTIAIBLHOE YIIPaBICHUE. Y YCHBIC 3aMMCKU (IOCTYTHBIN apXUB:
2017-2021 rr.). — URL: https://www.iprbookshop.ru/82793.html.

9. MyHuUIMnaIuTeT: 3KOHOMHKA U yIipaBieHue (noctynubiid apxus: 2017-2021 rr.). — URL:
https://www.iprbookshop.ru/88631.html.

10. Pa3Butue teppuropuii (noctynssiii apxus: 2017-2021 rr.). — URL:
https://www.iprbookshop.ru/87309.html.

11. Pernonomnorus (Regionology) (moctymusrit apxus: 2018-2021 rr.). — URL:
https://www.iprbookshop.ru/79951.html.

12. Conuym u Biacth (moctymnHsiid apxus: 2017-2021 rr.). — URL:
https://www.iprbookshop.ru/87320.html.

13. Ctparernueckue pemeHus ¥ puck-MeHeKMEHT (noctynHelid apxus: 2020-2021 rr.). —
URL: https://www.iprbookshop.ru/106296.html.

14. Yopasnenue (I'YY) (noctynusiit apxus: 2019-2021 rr.). — URL:
https://www.iprbookshop.ru/101225.html.

15. YnpasneHueckoe KOHCYJIbTHpOBaHue (nocTymHbiid apxuB: 2017-2022 rr.). — URL:
https://www.iprbookshop.ru/87339.html.



16. Dxonommueckoe pazpute Poccun (moctymusiit apxus: 2012-2022 rr.). — URL:
https://www.iprbookshop.ru/51219.html.

7.2 DJIeKTPOHHbIe 00pa3oBaTe/ibHbIe H HHGOPMAIMOHHBIE pecypchl

1. DnextponHO-6uGIMOTeuHas cuctema «FOPAMT» - https://urait.ru/
2. YHuBepcHuTeTCcKas 0nbanoTeka onnaia — www/biblioclub.ru

7.3. Ilpodeccuonasbubie 6a3bl JaHHBIX U HHPOPMALIMOHHBbIE CIIPABOYHbIE CHCTEMbI

NupopmanuoHHO-CIPaBOYHbIE CUCTEMbI

1. «Cucrema Koncynbrantllntoc» — koMmmbroTepHas clipaBOuYHas NpaBoOBas CUCTEMA -
http://www.consultant.ru/

2. «["apanT» — CHpPaBOYHO-NIPABOBAasl CUCTEMa II0 3aKOHOJATENbLCTBY Poccuiickon
®denepannu - http:// www.garant.ru/

3. Ennnoe okHO HocTyma kK 00pa3oBaTebHBIM pecypcam. - http://window.edu.ru/

4. HanuonaneHas wuHpOpMalMOHHO-aHAIUTHYECKAsT cucTeMa PoccuiicKuii WHIEKC

HayuyHoro uutuposanus (PMHL). - https://www.elibrary.ru
5. ®enepanbubiii mopTan «Poccuiickoe oOpazoBanue» - http://www.edu.ru/
IIpodeccuonanbubie 6a3bl JAHHBIX

1. Hayuynast onexkrpoHHass OuOnuoreka eLibrary.ru - Poccuiickuii HMHIEKC HaydyHOTO
uutupoBanus (PMHLI)

2. OTKpBITHIA nopTan UHOOPMALMOHHBIX PECYPCOB (HAy4YHBIX cTared, COOpHUKOB padoT U

MoOHoOTpad Uil 10 Pa3TMIHBIM HAIPABJICHHUAM HaykK) https://elibrary.ru/project_risc.asp

ba3a naHHBIX Hay4HBIX KYpPHAJIOB Ha PyCCKOM U aHITIMICKOM s3bIke ScienceDirect

4. OTKpBITBIA JOCTYN K METaJlaHHBIM HAyYHBIX CTAaTEW MO Pa3IMYHBIM HANpaBJICHUSIM HayK

MOUCK PELEH3UPYEMBIX KYPHAJIOB, CTaTel, IIaB KHUI U KOHTEHTA OTKPBITOTO JOCTYyMa

http://www.sciencedirect.com/

®enepanbusblii nopran «Poccuiickoe odpazoanue» http://www.edu.ru/

6. becrimarHas osnekTpoHHas OuOnMMoTeka OHJaWH «EamHOE  OKHO  gocTyma K
oOpa3oBarenbHBIM pecypcam» http://window.edu.ru/

7. Epunas xomnexkuus uudpoBbix oOpa3oBaTelbHBIX pecypcoB HaydHo-mpakTuueckue u
MeToanueckue Marepuaisl http://school-collection.edu.ru/
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IlepeyeHns pecypcoB HH(POPMALMOHHO-TEJICKOMMYHUKALMOHHON ceTH «MHTEepHeT»,
HEeO0OXOAUMBIX /IJIS OCBOEHUSI AN CUMIIIMHBI
1. MunucrepctBo oOpazoBanus u Hayku Poccuiickoit ®enepauuu. 100% nocryn -
http://MmurOOpHaYKH. P/
2. denepanpHas ciyxba mo Ham3opy B cdepe obOpaszoBanus u Hayku. 100% pocrtym -
http://obrnadzor.gov.ru/
3. ®enepanbublii nopran «Poccuiickoe odpazoBanue». 100% nocrym - http://www.edu.ru/
4. NndopmammonHas cuctema «EIMHOE OKHO JOCTyma K 00pa3oBaTebHBIM PECypcam».
100% noctyn - http://window.edu.ru/
5. @enepanbHbIl LEHTp HHGOPMAIMOHHO-00pa3oBarelbHbIX pecypcoB. 100% moctym -
http://fcior.edu.ru/
6. DIEKTPOHHO-OMOINOTEUHAsI CUCTEMa, COZCpIKalias MOTHOTEKCTOBBIE YUeOHUKH, yaeOHbIE
noco6usi, MOHOTpauH M KypHaibl B 31eKTpoHHOM BHJE 5100 n3gaHuii OTKPHITOTO AOCTYyMA.
100% noctym - http://bibliorossica.com/
7. ®enepanbHas ciryx0a rocynapctBeHHOM craructuku. 100% nocrtym - http://www.gks.ru
8. CIIC I'apanr http://www.garant.ru



9. OdunmanbHbIi HHTEPHET MOPTA TPaBOBOM mHpopMatuu http:// www.pravo.gov.ru/
10. Caiit IIpe3unenrta PO http://www.kremlin.ru/

11. Caiit [IpaButensctBa PO http://government.ru/

12. Caiir I'ocynapcrBennoit JJymbr @enepanbaoro Coopanus PO http://duma.gov.ru/
13. Caiit CoBera ®enepannn denepanpaoro Codpanust PO http://council.gov.ru/
14. Caitt Koncturymonsoro cynga PO http://www.ksrf.ru/ru

15. Caiit Bepxouoro Cyma P® http://www.vsrf.ru/

16. Caiit I'enepanbHoil npokyparypsl P http://genproc.gov.ru/

17. Caitt Munuctepcta BHyTpeHHHX nen PO https://mBa.pd

18. ®enepanbHast AnTuMoHomnonsHas Ciryxo6a https://fas.gov.ru/

19. entpanbHublit 6ank PO https://www.cbr.ru/

8. IIporpammuoe odecneyeHue, HCI0JIb3yeMoe npu OCYIIIeCTBJICHUH
00pa30BaTeJBLHOIO Mpoecca no JMCHUIIHHEe

Onepanuonnas cucremMa Windows 10, Microsoft office, Untepner-6payzep Anaexc.0paysep
AntuBupyc Windows Defender (BXxoguT B cocTaB omepanroHHON cucteMbl Microsoft
Windows)

IIporpammHoe o0ecnieueHue 0TE4eCTBEHHOTO TPOU3BOACTBA
INDIGO
SAunexc.bpaysep

CB0001HO pacipocTpaHsieMoe MPOrpaMMHoOe o0ecreuyeHue
Adobe Reader mig Windows
Apxusarop HaoZip

9. MarepuajibHO-TEXHHYECKasi 0a3a, He0OXoAMMasi 1JIs1 OCyIIeCTBJICHUSI
00pa30BaTeJBLHOIO MpoIecca mo JMCHUIIHHEe

s mpoBenieHHs Yy4eOHBIX 3aHATUH MCIOJB3YIOTCS Y4eOHBIC ayIuTOPUHU, OCHAICHHBIC
000pyIOBaHHEM M TEXHUYECKUMH CpEICTBAaMU OOyuYeHUs: CIEeLHaJTU3UPOBAHHON MeOemblo,
OTBEUAIONIEW BCEM YCTAaHOBJIEHHBIM HopMaMm U TpeboBanusiM; [IK, mepenocHoit ayamo u
BU/JICOAIIApaTypoil (IPOEKTOp, IKPaH, MEPCOHATbHBINA KOMIIBIOTEP UM HOYTOYK ¢ HEOOXOAUMBIM
OpOrpaMMHBIM ~ OOecrieueHHeM JUId  TEeMaTH4YeCKHX WIUIIOCTPAlMid W JeMOHCTpAIlHid,
COOTBETCTBYIOIIMX IPOrPAMME TUCLUILIAHBI).

Jlnist caMOCTOATENbHON paboThl 00YYAOLINXCS UCTIONB3YIOTCSI TIOMEIEHHS], OCHAIIEHHBIE
KOMITBIOTEPHON TEXHUKOW: MEPCOHAJIbHBIE KOMIBIOTEPHI ¢ HocTynoM K cetu Mutepuer u DMOC
MHCTUTYTA, MPHUHTEPHI; CIEHUATU3UPOBAHHONW MeOenblo, OTBEYaIoUIel BCEM YCTaHOBJICHHBIM
HOpMaM U TPEOOBAHUSIM.

Jlnst oOyueHns: MHBAJIMOB U JIMI] C OTPAHUYECHHBIMH BO3MOXKHOCTSIMU 3[JOPOBBSI HHCTUTYTOM
MOTYT OBITh MPEICTABICHBI CHENUAIN3UPOBAHHBIE CPEACTBA OOyUYCHHUS, B TOM YHCJIE TEXHHYECKHE
CpeACTBa KOJUIEKTUBHOTO M MHIMBUIYaJIBLHOTO ITOJIb30BAHUS.

10. MeTtonnueckne peKOMeHAAIUH M0 00yYeHHIO JIUI] C OTPAHHUYEHHBIMHU BO3MOKHOCTAMH
310pPOBbS

[Ipodeccopcko-niearornyeckuii cocTaB 3HAKOMHUTCSI C TICHXOJIOTO-(PU3UOIOTUYECKUMU
OCOOCHHOCTSIMU OOYyYaroUIMXCsS WHBAIMIOB M JIMI C OrPAHUYECHHBIMH BO3MOXHOCTSMU
3I0pPOBbS, UHAUBUIYAIBHBIMHI MPOTPAMMaMH peabuIuTaluu WHBAMUAOB (mpu Hanuuuu). [lpu
HEOOXOJMMOCTH OCYIIECTBIISIETCS JIOMOJHUTENbHAA MOJAEpKKa MpernojaBaHusl ThIOTOPAMU,
MICUXOJIOTaMH, COIIMAILHBIMUA PAOOTHUKAMHU, MPOMIEAIINMHU MOATOTOBKY aCCUCTEHTaMH.

B cooTBeTrcTBUU ¢ MeTOMMUECKMMH peKoMeHnanusasMu Munoopraayku P® (yTB. 8 anpens
2014 r. N AK-44/05BH) B Kypce MpeanoyiaraeTcs HCHOJIb30BaTh COIMATbHO-aKTUBHBIE U
pedraekCcuBHbIE METOAbl OO0y4YeHHS, TEXHOJOTHMH COLMOKYJIbTYPHOH peaduINTAllUd C IENbIO



OKa3aHHs TOMOIIM B YCTAHOBJICHUU IOJHOLEHHBIX MEXINYHOCTHBIX OTHOUICHHH C APYyTUMHU
CTYJEHTaMH, CO3JaHHH KOM(OPTHOTO TICHXOJIOTUYECKOTO KJIMMara B CTYICHYECKOH TpyTIIe.
[Tonbop m pa3paboTka yd4eOHBIX MaTEPHAIOB MPOMU3BOIATCS C YYETOM TIPEIOCTaBICHUS
MaTepuana B pa3TUYHbIX (opMax: ayauanbHON, BU3YAIbHOH, C MCIOIB30BaHUEM CIEIHATBLHBIX
TEXHUUYECKUX CPEACTB U NH(POPMALIMOHHBIX CHCTEM.

OcBoenne nucuuiuMHebl unamMu ¢ OB3 ocymiecTBisieTcs ¢ MCNONb30BaHUEM CPEICTB
oOydeHus OOIIer0o U CHEUUalbHOIO Ha3HAuYeHUs (MEPCOHAJBLHOTO U  KOJUIEKTMBHOIO
UCIIONIb30BaHus1). MaTepuanbHO-TEXHUYECKOE 00ecrieueHre mpeayCMaTpUBaeT MPUCIIOCOOICHHE
ayauTopuil K Hykaam jui ¢ OB3.

®dopma MpOBEACHUS ATTECTAMH VISl CTYJACHTOB-UHBAIHMIOB YCTAHABIMBACTCS C YIETOM
VHIUBUyaTbHBIX MICUXO(PU3UIECKIX 0COOEHHOCTEH. st CTYJICHTOB C OB3
npelycMaTpuBaeTcs JOCTyIMHas (opMa MPeIoCTaBIeHUS 3aJaHWil OIICHOYHBIX CPEJACTB, a
UMEHHO:

* B IIE€YATHOHN WJIM AJIEKTPOHHOH (hopmMe (IS JIUL C HAPYIIEHUSIMU OMOPHO-JBUTATEIHLHOTO
arnrmapara);
* B mieyaTHOM (opMe WM DICKTPOHHOM QopMe ¢ yBEIMYCHHBIM MPUPTOM U

KOHTPACTHOCTBIO (JUISI JTUI] C HAPYLICHUSMU CITyXa, PeUH, 3pEHUs);

*  METOAOM YTECHHUS aCCUCTCHTOM 3aJaHUs BCIYX (IJIs JIHI] C HAPYIICHUSIMH 3PEHUS).

CtyaeHTaM C MHBQJIUIHOCTHIO YBEJIWYUBAETCS BpeMs Ha MOATOTOBKY OTBETOB Ha
KOHTPOJIbHBIE BOMPOCHL. J[7si TakuX CTYACHTOB MpeaycMaTpuBaeTcs MAOCTymHas ¢dopMma
MPEIOCTaBIICHUSI OTBETOB Ha 33/1aHUS, & UMEHHO:

* MHCbMEHHO Ha Oymare WM HaOOPOM OTBETOB Ha KOMITbIOTEpE (JJIsl JIUI] C HAPYLICHUSIMU
clIyXxa, peun);
* BBIOOPOM OTBETA M3 BO3MOXKHBIX BapUAHTOB C HCIIOJIB30BAHMEM YCIYyT aCCUCTEHTA (IS

JIUI] C HapYUICHUSIMH OMTOPHO-BUTATEILHOTO aliapara);

*  YCTHO (IJIs JIUI] C HAPYUICHUSIMH 3PEHHUS, OTIOPHO-/IBUTaTEILHOTO anmnapara).

[Ipn HEOOXOAMMOCTH Al OOyYaIOIUXCS C WHBAJIMIHOCTBIO TPOIEAYypa OICHUBAHUS

pe3ynbTaToB 00yUEHUSI MOXKET MPOBOJIUTHCS B HECKOJIBKO ATAIOB



MMPUJIOKEHHUE Nel:
IIpumepHbIe MUCbMEHHBbIE PA0OTHI

3ananmue 1.: cOCTaBUTH IPHKa3

Hupexkrop OOO «Pomamka» MBano MBan CepreeBud nmopyudus COCTaBUThH MPHUKaA3 IO
cienyromeMy Borpocy. B mpukaze tpebyercs nmopyunth Brmamumupy AnekceeBudy Cumoposy,
Hukonaro AnToHOBHuy IletpoBy um Amnapero IlerpoBuuy MakapoBy cOCTaBUTH IPOEKT
¢uHaHCOBOTO OTUeTa Ui KOoprnopauun «Akanemusi». Homep noxymenta 1-342 ot 12 mas 2020
roza.

3ananmue 2.: COCTaBUTH IIPHUKa3

Bl - HavanpHuk otnena genonpousBoactBa OOO  «Paccser». PykoBonurens
opranuzanuu: reaepaibubiil qupekrop C.M. KoBanés.

CeromHst cOCTOSIICS COBET AMPEKTOPOB Huxkeroponackoro OO0 «PaccBer», 00CyXaa10Ch
npeoOpa3oBaHUe CTPYKTypbl oOmiecTBa. PermieHo, 4Tto (UHAHCOBBIA OTIAEN W Oyxrairepus
O00BEIMHAIOTCS B OJHO CTPYKTYpPHOE MojapaszencHue (puHaHcoBoe yrpaBiieHHE), PyKOBOJACTBO
KOTOpPBIM TIOpydYaeTcss TIiaBHoMy Oyxrantepy A.B. HBanoBy. Cekperapckue TOJDKHOCTH
pykoBozncTBa OOmiecTBa BBIBOIATCS U3 MOJYUHEHHS] CIYXOBl  JEJIONPOU3BOACTBA H
O00BEIUHSIOTCS B CAMOCTOSITEIFHOE CTPYKTYpPHOE TojapasneneHue (cexperapuar). PykoBoncTBo
CEKpEeTapuaToM MOpYy4yaeTcs IOMOIIHUKY reHepanbHoro nupekropa H.JO. Mankuny.

Kontponuposars rcnonHenue npukasa Oyaere BbI.

3ananmue 3.: opopMUTH OOBICHUTEIBHYIO 3aMHUCKY.

CocraBute pesomonuio. B OOO «Bpemena roma» Obula mIpoBeneHa peBU3USA, B
pe3ynbTare KOTOpoil ObLIM BBISIBIEHBI HEOOOCHOBAaHHBIE 3aTpaThl HA OPraHU3aIMIO JIEJIOBBIX
Meponpusatuil. B cBa3u ¢ atum gupextop OOO «Bpemena roma», 3aperucTpupoOBaHHOTO B T
Kamuaunarpan, H.I1. Copokun 3arpeboBail 00BSICHUTEIBHYIO 3aIIUCKY OT IJIABHOTO Oyxranrepa
A.E. ManbueBoil. Panee nupekropoM ObIT W3JaH TNpPUKa3, B KOTOPOM PYKOBOJHUTEIH
CTPYKTYPHBIX MOApA3[eICHUH MpH OpraHu3alui JAEJIOBBIX MEPONPUATHH 0Os3bIBAINCH
npeactaBiaTh B Oyxranreputo OOO mokianHble 3alMCKH C yKa3aHHMEM CMEThI PacxXoloB HE
no3nHee 10 paHEH 40 Hayajga COOTBETCTBYIOIIETO Meponpusitus. [IupekTop mopyyui
OyXranTepuu MpPOBOAUTH (MHAHCHPOBAHHE JEJOBBIX MEPOINPHUIATUH HAa OCHOBAaHMU €ro
pesomonuy. OfHAaKko INMaBHBIM OyXrantep NpPOQUHAHCUPOBAJIA KOMAHJUPOBKY HayaJbHUKA
oraena cosita E.C. Tuxonosa 6e3 pesomtonuu aupexropa. OT nuia maBHoro Oyxranrepa A.E.
ManbueBoil cocTaBbTe OOBSCHUTEIbHYIO 3aMCKY, II€ YKaXHTE, YTO OIUIaTa OCYLIECTBIEHA B
cBs3u ¢ 10-mHeBHOM 3apyOeXHOM KOMaHAMPOBKOW mupekTopa. Pesomionusi cocraBisercs
IIPOU3BOJILHO

3ananmue 4.: coctaBsTe U 0POPMUTE OOBICHUTEIBHYIO 3AIMUCKY

Nucnexrop xanuensipuun 3A0 «Cnaprak» W.M. PycakoBa B COOTBETCTBUU C MPHUKA30M
reHepasbHOro gupekropa ot 12.03.2020 Ne 45 momxHa Obi1a k 12.04.2021 mpoBecTH SKCIIEPTH3Y
[IEHHOCTH JIOKYMEHTOB, XPAHSIIUXCSA B KaHIENSIPUU. B CBA3M C JIUTENBHON OO0JE3HBIO
3aBenytomen kanuensipueit .M. PycakoBa ucnonHsia ee 00s3aHHOCTH U HE CMOTJIA BBITIOJHUTH
MIOPYYEHHUE B CPOK.

[Tocne BbIxOma Ha paboTy 3aBemyromias KaHueaspuei morpedosana or .M. PycakoBoit
OOBSICHUTENFHYIO 3aITUCKY.

3aganme 5.: cocTaBHUTH JIEIOBOE ITUCEMO

Bpl — HauanpHUK OTHENA NEJIOMPOU3BOACTBA OONIaIMUHUCTpalui. Buepa nposeneH 9 B
rony npesuauyMm koiuteruu mpu l'yoepnarope Bomrorpaackoit obmactu A.B. Tumodeese.
Havanpnuk ropuaundeckoro otaena E.P. CuimH BHeEC MNpeajioKeHHE MO0 PEOopraHu3aluu
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aagMuHucTpanuu  Bomrorpanckoit ob6mactu B IIpaButenscTtBo Bomrorpaackoit  o0macTw.
I'ybepnarop Bomnrorpaackoit obmactu A.B. TumodeeB crnpocus MOKIaAUUKa O KOJIHMYECTBE
3amecTtuTenei ['yoepHaropa B HOBOM CTPYKType, MPEMIOKUI COKPATUTh UX HA 2 EIUHUIIBIL.
[lopyuyeno ympasieHuto mo kazapoBoil padore x I kBapramy 2020 roma moaroTroBUTH MPOEKT
peopranuzanuu. HauanesHuky nenapramenta ¢unancos [1.E. BimacoBy nmpocuuTars pacxomsl 1Mo
peopranusanuu ko Il kBapramy 2020 roaa.

Bam HeoOxogmmo Hamucats mucbMo Ha uMms Ilpencenarenss Bonrorpanckoit o6macTHO#
Hywmbl A.E. EnuceeBa 3a MOANKMCHIO Balllero pyKoBoAUTeNs — 3amecTtutens ['yoepHaropa A.A.
[Tono3oBa. B muceme, comtacHo 3ampocy u3 Hymbl (Ne 1-342 OT ceromHsiiHEro 4ucia) —
npouHpopMupoBaTh EnuceeBa 0 TOM, 4TO MPOU30ILIO HA MIPE3UTUYME.

3aganue 6.: 0pOPMUTH TOIHBIM TPOTOKOJ MO MPEATIOKESHHON CUTYAIIUH.

B OAO «/Iurarenb» cocrosyioch 3acegaHue texHuueckoro Coera mpu [eHepaibHOM
mupekrope T.JI. I'marosneBe moa ero mpexncenarenbCTBOM, B IPUCYTCTBUM Bcex wieHOB CoBera
(16 genorek) u cexperaps Coera. CoBeT o0OcCyxman Bompockl 0 coctosHuM padotel OAO 3a
OpPOIIEAIINI ToA M TepcrneKTUBbl pa3BuTus OOmiectBa B OydayIleM Tojay, O BBIOJHEHUU
IIporpamMMmsbl BBIITYCKa NPOAYKUMH M ee peanusauuu. [lo mepBomy Bompocy AoKman Aenal
3amectutens leHepanbHoro nupektopa K.A. PycnaHoB, KOTOpbIi Jajl  pa3BEpHYTYIO
XapaKkTepUCTUKY JesTenbHOCTH OOmecTBa, OTMETHJI pPACIIUPEHHE COTPYAHHYECTBA» C
naptHepamu B Apyrux pernonax. K. A. PyciaHoOB [0N0XHI O MOANMCAHUM COIVIAIIEHUS C
YHUTapHbIM TnpeanpustueM «TypOuHa» u ero mepcrnektuBax ans OOmiectBa. COBET MpHUHSII
pelieHre O 3aKJIIOYEHUH JI0ToBOpa ¢ mpednpustueM «TypOuHa» O BBIMYCKE 3amyacTed JJis
CENIbCKOXO3SIMCTBEHHONM TeXHUKH. Kommepueckuit aupexktop AHTOoHOB M.K. nonoxun o
COOJTIOIEHUH TIJIAHOB peaJI3allii TOTOBOM MPOMYKIIMHM, OTMETHUB MIPU 3TOM TPHU CIIydasi CPHIBOB
nocTaBKU U HapyuieHus: OOLIECTBOM CBOMX 00S3aTeNIbCTB M3-3a HEMPABUIBHON KOMIUIEKTALIUU
3aKa30B. IIpUuUMHON TaKkOro MONOXKEHUs SBUIOCH OTCYTCTBHE COBPEMEHHOIO CKJIAJICKOTO
o0opynoBanus. Pemienue mo BTOpoMy BONpoCy coaepxkano mnopydeHue Kommepueckomy
nupektopy AnToHOBY M.K. moarotroButh 0OOCHOBaHME MPOEKTAa PEKOHCTPYKIUH CKIIaga
NPEANPUSTHS.

3amanue 7.: cocTaBUTH OJIAHK HOMEHKJIATYPHI 1] M PEKBU3UTHI HOMEHKJIATYPBI JIETT 10 TEKCTa.
@upma: OOO «PaccBer», HomeHnknarypa aen Ha 2020 rox. Hupextop OOO — AHTOH
HBanosuu MBaHOB.

3aganue 8.: cocTaBUTH OTBET B BUJE JEJIOBOTO MKUChMa Ha OOpalieHe rpaKIaHuHa.

B kaHmenspuro KomMMepdyeckoro OaHkKa «ATIaHTUYECKUW TpaH3uT» 27 SHBaps T.T.
MOCTYNMWJIO MHUCHbMO OT TrpaxkaanuHa MBana EBrenbeBnuya TutoBa. OH MPOCUT PYKOBOACTBO
0aHKa TPEJOCTaBUTh €My OECIPOIICHTHYIO CCYQy Ha MSATh JET («Ha MOTPEOUTENHCKHUE TSI ).
CocraBpTe OTBET OT JIMIIa OUpeKTOpa OaHka AHapes MarBeeBnua lBaHOBa, I7Ie M3BECTUTE
3asIBUTEIISA, YTO CPEIU MOTPEOUTETHCKUX KPETUTOB OaHKa MOJOOHBIX KPEAUTHBIX TPOAYKTOB HET.
O3HaKOMHUTCSI ¢ KPEIUTHBIMH MPEUIOKCHUIMI MOKHO B orice 6anka (Hmwxkuuit HoBropon, yi.
Bepnanckoro, 4, od. 3) wiu Ha caiite 6aHka.

3aganue 9.: OArOTOBUTH MYOIMYHOE BHICTYIIJICHUE IO IPEAJIOKECHHON CUTYAIIUH.

[TonroroBUTh NOKIJIAL O CBOEH IpyNIe OT UMEHU CTapOCThI IPYIIIBI JUIsl BHICTYIUICHHS Ha
Bcepoccuiickom cnére crapoct. B BBICTyIUIGHMM O03ByYuTh Y4YeOHYI0 M BHEY4YeOHYIO
JeSITeNIbHOCTh TPYIIIbI, 0COOEHHOCTH CIIeIUaIU3aliy, Oyaylue KapbepHble NePCIEeKTHUBHI.

3ananmue 10.: coctaBpTe 1 0OPMHUTE 3asIBICHUE HA OTITYCK

Bbl — HaganpHuk opranuszanuoHHoro otnaena OOO «Cucrema». OTO Ball OCHOBHOM
OTITYCK, KOTOpBIi BbI Oepere Ha 30 mHel ¢ 12 aBrycra T.I. 3aMeCTHTENb TUPEKTOPA MO Kajapam
OO0OOQO - Oner UanoBuu TuTOB.
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MNPUJIOKEHHUE Ne2:
IIpumepHasi TeMaTHKA J1JIS JUCKYCCHT

Kax monumaercst nadopmarus B nenomnpousBoacTBe? Kakue moaxomsl K €€ onpeaeeHuo
cymectBytor? Kak onpenenser nnpopmanuto OenepanbHoe 3aKOHOAATENHCTBO?

UTto Takoe ynpaBieHYECKHUI MPOIECC ¢ TO3UIMH TOKYMEHTAITMOHHOTO 00eCIIeUeHHS !
Kakwue cymiecTByroT OCHOBaHUH 1S Kitaccudukanuu nHhopMaum?

Hcropus nenonpoussoacrea B Poccun.

Creunduka nenonpou3BoICTBa B KPYITHBIX, CPEIHUX U MaJIbIX OpraHU3alHsX.

KakoBa poinb 1oKymMeHTa B cepe yrnpapiaeHus?

Uto npumaeT TOKyMEHTY IOPUIUUYECKYIO CHITY?

[lepeunciure mNpeHMyIIeCTBA pPalMOHAIBHO JOKYMEHTAI[MOHHOE OOECIeueHue B
opranuzamnuu’?

Kakue Hayku moMUMO J€I0NPOU3BOICTBA CBSI3aHbI C IOKYMEHTALUEH ?

. CymiecTByeT 1 €IUHBINA TOKYMEHT, B KOTOPOM 3aKpEIICHBI BCE JEIOMPON3BOICTBCHHBIC

HOpMBI U nipaBuia? M nouemy?

HazoBure ocHoBHbie DenepanibHbie 3aKOHBI, PENIAMEHTUPYIOIINUE AEI0TPOU3BOACTBO HA
tepputopun Poccuiickoit denepannu?

Kakue nokymeHThI co3atoTcsi BHYTpU opranusanuu? Kak oHn Ha3pIBaroTCA?

W3 kakux 1moapasaesieHuil COCTOUT CITy>k0a JIeTONPOU3BOICTBA B KPYITHOW OpraHU3aIiuu?
Kakue ocHOBHBIE (DYHKITH BBIMIOJIHSIOT CIIYKObI €I0NPOU3BOACTBA?

B uém 3akmiouaercs nepBuyHas 00paboTka JOKyMEHTOB?

Urto Takoe peructpaums aokymeHta? Kakue nemonmpou3BOJACTBEHHBIE OIEpaMU
HEOOXOAMMO OCYIIECTBUTH sl peructpanuu qokymeHTta? Kakue ¢opmbl perucrpanuu
JIOKyMEHTOB BBl 3HAETE

OcoOeHHOCTH JEeNONMPOU3BOCTBA B KOMMEPUECKOH CTPYKTYpe H TOCYJapCTBEHHBIX
OopraHax.

Crnenuduka QyHKIMNA KaAPOBBIX CIYKO JEIOMPOU3BOACTBA B KOMMEPUECKON CTPYKType
Y TOCYJapCTBEHHBIX OpraHax.

Kakwue ecth criocoObl XpaHeHUsl TOKYMEHTOB B AJIEKTPOHHOM Buze? Kakue HocuTenu Jyist
3TOT0 UCTOIB3YIOTCA?

Kak cooTHOCATCSI TOHATUS JOKYMEHTAIBHBIN (OH] M apXUBHBINA (HOHI?

CoBpeMeHHBIE TPOrpaMMbl OOpaOOTKM ¥ OILIEHKH JOKYMEHTOB ¢ momotibio 1K,
CHEIUATM3UPOBAHHBIX JEKTPOHHBIX KOHCYJIBTAIMOHHBIX 0a3.
HopmarusHo-meToanueckas 6a3a A MPOBEACHHS SKCTIEPTU3bI IEHHOCTH JOKYMEHTOB.
OcoOeHHOCTH  mporenypa  KOHTPOJISA: 4YeM OHa  OTIMYaeTcs OT  JIPYTHX
JIETTONPON3BOJICTBEHHBIX OIEpariuii?

HaznaveHne cuctemMpl MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO JJOKYMEHTO000POTA.
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