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PaGouass mporpamma ydeOHOW  AWCHMIUIMHBI  «J[OKyMEHTallMOHHOE
oOecrieyeHue | JEJIONMPOU3BOJACTBO B TOCYJAPCTBEHHOM U MYHHUIUIAIBLHOM
YIOpPaBJICHUM» COCTaBieHa B cooTBercTBUM ¢ TpeboBanusmu GI'OC BO mno
HanpaBiaeHnto noarotoBku 38.03.04 «Il'ocygapCTBEHHOE MW MYHHUIIMIIAIBHOE
yIpAaBJICHUE», YTBEPKIACHHOIO MpHUKa3oM MMHHCTepcTBa 00pa30BaHMsS U HAyKU
Poccuiickoit ®enepanuu Ne 1016 ot 13 aBrycra 2020 roga (3aperucTpupoBaH B
Mumntocte Poccuu 27 aBrycta 2020 1. Ne 59497).

Opranmzanus-paspadorunk:  TyukoBckuéh  ¢unmman  MOCKOBCKOTO
MOJIMTEXHUYECKOTO YHUBEPCUTETA

PazpaboTunk

Turosa C.C.



1. HEJIM U 3AJAYU OCBOEHUA JUCIUIIJIMHBI

Iesbro 0CBOEHMS TUCHMITIMHBI «J{0KyMEHTallMOHHOE 00ecriedeHne 1 1€I0IPOU3BOICTBO
B T'OCYJAapCTBEHHOM M MYHHUIIUIIAIBLHOM YIIPABJICHUW» SIBISETCA CHOPMUPOBATH y CTYICHTOB
3HaHUE OCHOB YIPaBICHHUS TOKYMEHTHPOBAaHHOW HWH(OpMaLUeH, BKIOYas TEOPETUYECKHE
3HAHUS O JIOKYMEHTE€ M HOCHUTEISX HH(POpMalM{, NPAKTUYECKUE HABBIKM IO BBINOJIHEHUIO
OCHOBHBIX OIlEpaluii ¢ JOKYMEHTaMH B JI€JIOIPOU3BOJICTBE OPraHU3aALUU, OCOOEHHOCTH PabOThI
c OpraHU3alMOHHO-CIIPABOYHBIMU JNOKYMEHTaMHU, oOpalleHusIMu IpaK/JaH,
KOH(HICHIIMATIHHBIMHI JOKYMEHTAMHU.

3ajauaMu  M3y4YeHUs ~ AMCUMIUIMHBI  «JloKyMeHTanuMoHHoe  o0ecredeHue |
JEJI0NPOU3BOJICTBO B FOCYAAPCTBEHHOM Y MYHULIMIIAIIBHOM YIIPABJICHUN SBJISIOTCS:

— copmMupoBaTh NOHMMAHHUE CTYJEHTAMM JIOTUYECKHM BEPHOIO M apryMEHTHPOBAHHOIO
JOKYMEHTUPOBAHUS  YNPABICHUYECKONW  JEATEIbHOCTH, OCYILECTBICHHUS  JI€IOBOM
IIEPENUCKY;

— O3HAaKOMWTb CTYJIEHTOB C TEOPETHYECKUMH M METOAOJOTHYECKMMH OCHOBAaMHU,
HOPMaTUBHO-TIPAaBOBOW 0a30i TOKYMEHTAlMOHHOTI'O O0ECIICUEHHUs YIIPaBICHUS;

— BBIIBUTb OCOOCHHOCTH NPHUMEHEHHs] TEXHOJOIMH CO3AaHUsl JOKYMEHTOB, MCII0JIb30BaTh

X B HpaKTI/I‘ICCKOfI JACATCIIBHOCTH.

2. MECTO JUCHHUILJIUHBI B CTPYKTYPE OBPA3OBATEJIHLHON
IHPOI'PAMMBI
HucuuruimHa — «/loKyMeHTalMOHHOEe ~ oOecliedeHue U JAEJIONPOU3BOJACTBO B
rOCyJapCTBEHHOM M MYHHIMIIQTbHOM YIPABICHUU» OTHOCUTCA K JUCIHMILIMHE 00s3aTeNbHOM
gactu Onoka bl «/luctmmmussl (Momymu)» ywyeOHoro mana, cormacHo ®I'OC BO mus

HarpaBieHus moaArotToBku 38.03.04 I'ocynapcTBEHHOE M MYHHUITUTIATBHOE YIIPaBJICHUE.



3. IEPEYEHb IIVTAHUPYEMBIX PE3YJIBTATOB OBYYEHUSA IO JUCHUIIVIMHE (MOAYJIIO), COOTHECEHHbIX

UHIUKATOPAMHU JOCTUKEHHUA KOMIIETEHIIUIA

Koa v HanmenoBanue
KOMIIETEeHIIUH

Kon u HauMeHOBaHHe HHIMKATOPA NOCTUKEHHU S
komnerenuun (M/IK)

Ili1anupyemble pe3yjibTaThbl 00yUeHUs

YK-1

Crioco0eH OCyIIECTBIISTh
TIOUCK, KPUTUYCCKHIA
aHaJu3 ¥ CUHTE3
uHpopmanuu,
IPUMEHSThH

CUCTEMHBIH ITOIX OIS
PEIICHUS MTOCTABICHHBIX
3a1a4

NYK-1.1 Ananusupyer 3a1ady, BeIJICss €€ Oa30BbIe
COCTaBJISIIOLIHE

YHUK-1.2 OcymiecTBisieT NOUCK, KPUTUIECKH OLIEHUBAET,
0000111aeT, CUCTEMaTH3UPYET U PAHXXUPYET WH(OPMAIIHIO,
TpeOyemyto JUIsl pelIeHUs TOCTaBICHHOM 3a/1a4u
YUK-1.3 PaccmarpuBaeT u mpejyiaraeT palioHaIbHbIC
BAPUAHTHI PELLICHUS TOCTABJIECHHOM 3a]a4M, UCTIOIb3Ys
CUCTEMHBIHN MOJXO0/, KPUTHUECKH OLICHUBAET UX
JIOCTOMHCTBA U HEJIOCTATKHU.

OIIK-4

CrocobeHn
pa3pabaThIBaTh MPOEKTHI
HOPMATHUBHBIX MPABOBBIX
aKkToB Bcepe
npodeccuoHaNbHOM
JIEATENHHOCTH,
OCYIIIECTBISITh X
MIPABOBYIO U
AHTUKOPPYHIIHOHHYIO
IKCIIEPTHU3Y, OIICHKY
PETyIHPYIOIIETO
BO3JICHUCTBUS B
MOCIEACTBUI X
IPUMCHCHUS

NOIIK-4.2 JleMmoHCTpUpYET 3HaAHUSI 0a30BbIX MOJOXKEHUN
Y KaTeTOPHI HOPMATHBHBIX NIPAaBOBBIX  aKTOB,
PEryIupyroIuX MpoeCcCUOHABHYIO J1eATeNIbHOCTh
MPUMEHUTEIHHO K CHCTEME TOCYIapCTBEHHOTO U
MYHUIIUTAIBHOTO YIIPABIEHHS; YMEHHUE TPAMOTHO U
KOPPEKTHO aHAJIM3UPOBATh U IIPUMEHSThH IIPaBOBBIE
HOPMBI B PAKTUYECKOH MpodeccuoHalIbHON
JeSTeTbHOCTH

3HaTh: roCyJapCTBEHHOE PEryJINPOBAaHUE
JIOKYMEHTAILlMOHHOT'0 00ECIIEUEHNs yIIPaBJICHMS B
roCyAapCTBEHHBIX U MYHUIIMIIATbHBIX OpraHU3alMIX;
COBPEMEHHYIO OpPTraHU3alIo T0KYMEHTO000pOTa B
OpraHax rocyJ1apCTBEHHOM BJIACTH U OpraHax MECTHOI'O
CaMOYITPaBJICHUS U T€HICHIMU ncnob3oBanus UKT;
OpraHU3alMI0 ONEPATUBHOTO XPAHEHUSI JOKYMEHTOB B
TEKYILEM JEJIONPOU3BOJACTBE U NOATOTOBKY TOKYMEHTOB K
nepesavye B BEIOMCTBEHHBIN apXUB (BKIIOYAs SKCIIEPTUY
[IEHHOCTH JOKYMEHTOB, O()OpPMIICHHE €I, COCTABICHNE
OTHCeli); OCHOBHBIC HAYYHBIC U PAKTHUECKUE POOIEMBI
opranuzaruu JIOY u TeHaeHInn pa3BUTHS
JIEJIOTIPOU3BO/ICTBA B TOCYJAPCTBEHHOM amnmnapare
YIpaBJICHUS.

YMeTh: cOCTaBIATh U 0QOPMIIATH YIIPABIEHYECKHE
JIOKYMEHTBI, B TOM YHCJIE HOPMaTUBHBIE U
WH(OPMaIIMOHHO-CIIPABOYHBIE, B COOTBETCTBUU C
TpeOOBaHUSMHU MTPABOBBIX aKTOB M CTaHIapPTOB;
pa3bupaTbcs B COBPEMEHHBIX CUCTEMAax
JIOKyMEHTO000pOTa, TPaMOTHO HCIOJIb30BaTh IOMCKOBBIE
BO3MO>KHOCTH JIAHHBIX CUCTEM; COCTaBIIAThH
KJIacCU(PUKAIIMOHHBIE CTIPABOYHUKH (HOMEHKJIaTypa Jied,
KJIACCU(UKATOPHI PA3TUYHBIX BUJIOB, IEPEUHU
JIOKYMEHTOB CO CPOKaMU XpaHEHUs).




OIIK-5

Cnocoben
UCTIOJIb30BaTh

B Ipo(hecCHOHANBHOI
JeSITeTbHOCTH
nH(pOpMaIMOHHO-
KOMMYHHKAIIHOHHbIE
TEXHOJIOTUH,
rOCyJapCTBEHHBIE U
MYHUIUTATbHbIE
UH(POPMALOHHBIE
CHCTEMBI;
IPUMEHSTH TEXHOJIOTHH
3JIEKTPOHHOTO
NPaBUTENILCTBA U
IPEOCTaBICHUS
rOCyJapCTBEHHBIX
(MyHUIIMTAJIBHBIX) YCIIYT

HOIIK-5.1 Ucnonb3yeT B podeccuoHambHOM
JeSATeIbHOCTH HH(POPMAIIMOHHO-KOMMYHHKAITMOHHBIE
TEXHOJIOTUH, TOCYAaPCTBEHHBIE U MyHUIIUTIATIbHBIC
WH()OPMAIIMOHHBIC CUCTEMBI

MK-5

Brnaners ocHoBamMu
o0ecrnieueHus
UH(POPMALIMOHHOM
0€30MacHOCTH B
OpraHax BJacTd U
peryIupOBaHHS
BOIIPOCOB, CBSA3aHHBIX C
00paboTKOI 1 3aITUTON
MEPCOHAIBHBIX JTAHHBIX
TOCYJapCTBEHHBIX U
MYHUITUITATBHBIX
CITY’KaIIAX

NIIK-5.2 Bemonssier npodeccnoHaabHbIE 3a1a41 110
paboTe ¢ MepcoHaIbHBIMHU JAaHHBIMU HAOCHOBE 3HAHUS
MIPABUJI UX 3aAIIUTHI

NIIK-5.3 OcymectBasieT 00pabOTKY MePCOHAIBHBIX
JTaHHBIX B COOTBETCTBUU CTPEOOBAHUSIMH
3aKOHOJATEIbCTBA

Baanerb: HaBbIKaMU MOATOTOBKHU JIOKAIBHBIX aKTOB,
CBSI3aHHBIX C BHYTPEHHEH /1eATeIbHOCTHIO OpraHU3aIiH B
YCIIOBHAX Tepexo/ia Ha 6e30yMaKHbIe TEXHOIOTHH;
TEXHOJIOTUSIMU MPUEMa, UCTIONIHEHHUS, OTIIPaBKU
JIOKYMEHTOB B TPAJIULIMOHHBIX YCIOBHSIX U B YCIOBHUSX
pabotsl ¢ npuMmeHeHueM cpencts UKT; npaBunamu
MCIIOJIb30BAHUS PA3IMYHBIX HOCUTENCH HH(POPMAIIUU JIIIst
JIOKYMEHTHUPOBAHHUS YIIPaBICHUYECKUX (DYHKIUI OpraHoB
rocyAapCTBEHHOM BJIIACTH U OPTAHOB MECTHOTO
CaMOYIIpaBIICHUSI.




4. CTPYKTYPA ¥ COAEPKAHME JUCIATIIAHBI (MOYJIST)

4.1 O6beM IMCUMILTHHBI M BUJBI Y4eOHOH padoThl

Buabl yueOHoli padoTsl

0O0BeM B yacax

OO0miast TpyA0EMKOCTh JUCIUILIUHBI

144(4 3a4eTHBIX eIUHUIbI)

KoHnTtakTHas paboTa o0yqaronumxcs ¢ 14
npenojiaBaresieM (BCEro)
AynutopHas pabora (BCero), B TOM YHCIE: 14
Jlexumn 6
CeMuHaphbI, MPAKTUYCCKUE 3aHITHS 8
JlaboparopHbie pabOTHI -
Bneaynuropnas padota (Bcero): 130
B TOM YHCIIE: -
KOHCYJIbTAIHsI 110 TUCIMILIIMHE

130

CamocTtosTenbHas pabota o0yyaroumxcs (BCero)

Bua npome:xyTouHOM aTrTecranuu
o0yyJaromerocs

3a4er ¢ OLEHKOM




4.2 TeMaTH4eCKHUii IUIaH y4eOHO AUCIUTNTIHHBI

HaumenoBanue pa3aesioB U TEM

Kypc

Buabl yueOHoii pa6oThl, BKJIIOYas CAMOCTOSATEIbHYIO PadoTy

00y4aloIIUXCH ¥ TPYA0EMKOCTH (B Yacax)

Bcer

N3 aux

ay/INTOPHbIE

3AHATHUSA

JlaGoparto
pHbIe

CKHue/ceMu

CamMocTosfTeNb
Hasi padoTa

KypcoBas
padora

KonTposbHa
s1 padora

Komnerenuuu

Tewma 1. Mcropus passurus
JenonpousBozcTsa B Poccuu.

18

| Jleknun

— ([IpakTHYe

16

NYyK-1.1
YHK-1.2
YHK-1.3
NOIIK-4.2
HOIIK-5.1
UIIK-5.2
HIIK-5.3

Tema 2. Ponb nenonpousBoicTBa B
yIIpaBJICHUH.

18

16

NyK-1.1
YHK-1.2
YHK-1.3
NOIIK-4.2
HOIIK-5.1
UIIK-5.2
HIIK-5.3

Tema 3. ®opMupoBaHue U BEJICHUE
JIOKYMEHTO000pOTa B OpraHU3al1H.

18

16

NyK-1.1
YHK-1.2
YHK-1.3
NOIIK-4.2
HOIIK-5.1
UIIK-5.2
HIIK-5.3

Tewma 4. Kimaccudukanuu 10KyMeHTOB:
BUJIbI, QYHKITUH U ITPaBUIIA
odopmIteHuUS.

18

16

NyK-1.1
YHK-1.2
YHK-1.3
NOIIK-4.2
NOIIK-5.1




UIIK-5.2
NIIK-5.3

Tema 5. PexkBu3uThI 0(hUIIHATIBHBIX
JIOKYMEHTOB M MpPaBUJIA UX
odopmIIeHUS

17,5

0,5

16

NvyK-1.1
YHK-1.2
YUK-1.3
NOIIK-4.2
HOIIK-5.1
UIIK-5.2
NIIK-5.3

Tema 6. Opranuzanus ornepaTuBHOIO
XpaHEHHs U UCTIOJIb30BaHUS
JIOKYMEHTOB.

17,5

0,5

16

NvyK-1.1
YHK-1.2
YHK-1.3
HOIIK-4.2
HOIIK-5.1
HIIK-5.2
UIIK-5.3

Tema 7. JlenoBasi mepenucka U si3bIK
YIPaABICHUYECKUX JTOKYMEHTOB.

17,5

0,5

16

NvyK-1.1
YHK-1.2
YHK-1.3
HOIIK-4.2
HOIIK-5.1
UIIK-5.2
UIIK-5.3

Tema 8. DyeKTpOHHBIN
JIOKYMEHTOO00O0pOT.

19,5

0,5

18

NyK-1.1
YHK-1.2
YHK-1.3
HOIIK-4.2
HOIIK-5.1
HIIK-5.2
HIIK-5.3

HTOro nmo xucuuinHe

144

130




4.3 ConepxaHue TMCUUILTHHBI «/[oKyMeHTallHOHHOE o0ecnieueHHe 1 1eJI0NPOU3BOACTBO B
roCy1apCcTBEHHOM M MYHHIIMIIAJILHOM YNIPABJICHUMN» 110 TeMaM

Tema 1. UcTopusi pazBuTHs AejionpousBoacTrsa B Poccun.

Hcropuss 0TEUECTBEHHOrO AENONpou3BoAcTBA. (CKiIanbIBaHUE CHUCTEMBI IIPaBOBOM
JOKYMEHTaL1H. Jlenonpoun3BoacTBO JIOPEBOJIIOLIMOHHON Poccun (mpukazHoe
JIEJIONPOU3BOJICTBO, KOJIJIEKCKOE JIEJIONPOU3BOJICTBO, HCIOJHUTEIBHOE JIEIO0IPOU3BOJICTBO).
HenonpounsBojactBo B coBeTcKyto 3moxy (1917-1991 rr.) Eaunas rocynapcTBeHHasl cucrema
JeJI0NPOU3BOACTBA. [lenonpon3BoaCTBO B COBpeMeHHOM Poccun.

Tema 2. PoJsib 1€J10IPOU3BOACTBA B YIIPABJIEHUM.

[Ipenmer, conepkanue u 3agaun Kypca. OCHOBHBIE MOHATHUS U ONPEAEIEHUS: TOKYMEHT,
JIEJIONPOU3BOJCTBO, JOKYMEHTOBEJIEHUE, JOKYMEHTAlMOHHOE OOECIeuYeHUue YIpaBJICHUS,
JNOKYMeHT0000poT, pekBu3uThl, [[OCT. Ctannapruzanus 1el0nporu3BOCTBA. 3aKOHOAATEIBHOE
peryarpoBaHue IeI0NPOU3BO/ICTBA: 3aKOHbI OOLIETo JeHCTBUS U MOA3aKOHHBIE aKThI.

Tema 3. ®opmupoBaHue U BeeHHe JOKYMEHT0000pOTAa B OPraHU3allUM.

JIOKyMeHTOOOOpOT, TIOHATHE, OCHOBHBIC TpeOOBaHUS K €ro  OpraHHW3aIUH.
JIOKyMEHTOIOTOKH, MX aHaJIW3 U coBeplueHcTBoBaHUE. Kiaccupukanuss JOKYMEHTONOTOKOB:
TOPU30HTAIIBHBIE, BEPTUKAJIBHBIE, BOCXOZSINNE, HUCXOIALIME, BXOIAIIME, HCXOAAIUE U
BHyTpeHHue. lloncuer obbema nokyMeHTOOOOpoTa. 3HaueHue oObeMa JOKYMEHTOO0OOpOTa.
OcHOBHBIE J3Tambl paboOTHl ¢ JAOKyMeHTamu. llepBoHauanmbHas o00paOOTKa MOCTyMArOIIEH
KOPPECIIOHJIEHIINN, COPTUPOBKA JAOKYMEHTOB M HX IpeaBapuTelbHas perucrpauus. [lopsamox
OPOXOXKJICHHUS BXOAAIIMX M BHYTPEHHHUX JOKYMEHTOB. Perucrpanus ciy>keOHBIX JIOKyMEHTOB,
INPUHLMIIBI perucTpanuu. JJokyMeHThl, noanexamue o0s3arenbHol peructpanuu. MHaekcanus
JOKYMEHTOB. DOpMBbI perucrpauuu JOKyMeHTOB. CrpaBOYHO-MH(POPMAIMOHHBIE KAPTOTEKH.
Opranuzanys UCHOJHEHUS] JOKYMEHTOB. CpPOKHM MCIOJIHEHMSI JOKYMEHTOB. DOpMBI KOHTpPOII,
aHaJIU3 UCTIOJIHUTENbHON pabOThl M CHATHE JOKYMEHTOB C KOHTPOJIS.

Tema 4. Kinnaccugukanuu 10KyMeHTOB: BUAbI, PYHKIMHU U NPaBUIa 0(pOPMIIEHHS.

Obmee nouatue o JokyMmeHTe. OpraHU3alMOHHO - PACHOPSAUTENbHAS JTOKYMEHTAIIUS.
Bunsl noxkymentoB m ux kinaccudukanusa. Llens knaccuduxanuu. [lo HammMeHOBaHMIO, TO
cnoco0y (huKcaruy, 1Mo CTeNeHH CI0XKHOCTH, IO CTENEHU INIACHOCTH, M0 IOPUANYECKON CHIIe, 110
MIPOUCXOXKICHUIO, [0 CPOKAM XPaHEHHUsI, [0 CTENEHU 0053aTeIbHOCTH, 110 CTENIEHN YHU(DUKAIIH.

Tema S. PexkBu3uThI 0QpUIHAIBHBIX JOKYMEHTOB M IIPABUJIA X 0QOpPMIICHHS.

30 OCHOBHBIX PEKBH3HUTOB O(UIIMAIBHBIX JOKYMEHTOB M IpaBHJIa MX PACIOJIOXKEHUS Ha
nokymenre. CocraB u mpaBuia opopmieHust pekBU3UTOB aokymeHToB. [[OCT P 6.30-2003 .
TpebGoBanust k 0pOPMICHHIO PEKBU3UTOB. CXEMbI PACIOIOKEHUS PEKBU3UTOB. PEKBU3UTHI,

KOTOPBIC NOJIKHBI UCITOJIB30BATHCA ITPU U3TOTOBJICHUHN 0J1aHKOB JAOKYMCHTOB.



Tema 6. Opranuszanusi OnNepaTUBHOIO XPAHEHHUS U UCNOJIb30BAHMS JOKYMEHTOB.

IlepBuunbie noxymentsl npeanpusarus. 'OCT P 7.0.8-2013. XpaHeHue NOKyMEHTOB B
MpOLIECCe UX HCIIOJIHEHHS. XpaHEHUE HUCIIOJIHEHHBIX JOKYMEHTOB. ['OCymapCTBEHHBIM apXuB,
MYHHUITUTIAIBHBIA  apXuB, NOpoduIb apxwBa, apXuBHbIA ¢oHA, ApxuBHBIA (oHg PO,
OOBEMHEHHBIN  apXUBHBIA  (QOHJ,  apXUBHBIM  (GOHI  JUYHOTO  IPOUCXOKIACHUSA,
dbonrm000pa3oBaTeh, 00eCIeUeHNE COXPAHHOCTH JOKYMEHTOB.

Tema 7. [le10Basi nepenucKa v sI3bIK yNPaBJeHYECKUX TOKYMEHTOB.

®denepanpubliii 3ak0H PO "OO6 snexktponHOM 1mudpoBoi noanucu". JlemoBas mepemnucka.
DONeKTpOHHAasl TMOAMKUCH, CEPTHU(PHUKAT MPOBEPKH DJIEKTPOHHON MOMAIMUCH, KIIIOY AIIEKTPOHHON
MOJIMCH, YAOCTOBEPSIOIIUN LEHTP, CPEACTBA JIEKTPOHHON noanucu. [IpaBoBoe perynupoBaHue
OTHONICHHI B 00JIACTH UCITOJIb30BAHUS AIICKTPOHHBIX IMOANMUCEH. BUIBI AIEKTPOHHBIX MTOAHCEH.
[Ipu3HaHue 3JIEKTPOHHBIX HOJANUCENW, CO3JAHHBIX B COOTBETCTBUUM C HOPMaMU HHOCTPAHHOI'O
1paBa U MEXAYHAPOJHBIMU CTaHJAPTaAMMU.

Tema 8. D1eKTPOHHBIH JOKYMEHTO00OPOT.

[Tonstue 3JIEKTPOHHOTO JIOKyMEHTO000pOTa B OpraHu3aIuu. 0630p
ABTOMAaTU3UPOBAHHBIX CUCTEM yIpaBJIeHUS JOKyMeHTaMu. [IpaBuia npuMeHeHus 3JIEKTPOHHOTO
nokymentoobopora. Buaet 3/10. IIpaBa u 00s3aHHOCTH COYYAaCTHHUKOB AJIEKTPOHHOTO
B3aMMOJICHCTBUSL B cdepe AokyMeHTooOopora. [IpuHIMIBI NPU3HAHUS DIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa, MOAMUCAHHOTO IU(POBON MOANKMCHIO, PAaBHO3HAYHBIM JOKyMEHTaM Ha

6YM8.)KHOM HOCHUTCIIC.

4.4. llpakTuyeckas NOAroTOBKAa
[IpakTHyeckass MOArOTOBKA PEANU3YETCSl IyTEM IPOBEIEHUS IMPAKTUUYECKUX 3aHITHH,
IpeycMaTpUBAIOIINX y4yacTHe OOY4YarolIMXCs B BBINOJIHEHUHM OTIENBHBIX 3JIEMEHTOB paloT,
CBSI3aHHBIX € OyayiIeil mpodeccuoHaNbHON AESITEIbHOCTBIO.

O0bem 3aHATHH B POpME IPAKTUIECKOM ITOATOTOBKH 110 COCTABIISIET 8 4acoB

Bupa 3ansaTus Tema 3aHATHSA KoauyecTBo ®opma Konsbi
qacoB MPOBECICHUSA KOMIIETCHIINH
IIpakTHueckoe 1 Beimonnenue VK-1
3ansTHe | Tema 1. Mcropus pa3BuTHs TPaKkTHICCKOro OIIK-4
JIENIONPOU3BOICTBA B 3AIAHIL OTTK-5
WunuBunyanenas | [1K-5
Poccun. CaMOCTOATEIbHAA
pabora
ITpakTueckoe | Tema 2. Ponb 1 Beinonnenue VK-1
3aHATHE 2 JENONPOU3BOICTBA B [PaKTHIECKOr0 OIIK-4
YIIPaBJIEHUH. 3a/laHusl. OIIK-5
WanuBunyaneras | [1K-5
CaMOCTOSITEIIbHAS
pabora




[Tpaktuyeckoe | Tema 3. @opmupoBaHue U Boimonaenune VK-1
3aHsATHE 3 BeJICHHE JOKyMEHTOO0OpOTa HPAaKTHYECKOTO OIIK-4
B OpPraHU3alUU. 3aJlaHusl. OIIK-5
Wunueunyanenas | [TK-5
CaMOCTOATCIIbHAs
pabora
[Ipaktnueckoe | Tema 4. Knaccudukaryum Beinonnenue VK-1
3ausTHE 4 JIOKYMEHTOB: BUJIbI, HPAKTUYECKOTO OIIK-4
(yHKIMHE ¥ paBUIa 3aJaHUA. OIIK-5
oopMIIeHHsL. Wnnusunyanenas | 1IK-5
CaMOCTOATCIIbHasA
pabora
[Ipaktnueckoe | Tema 5. PekBU3UTHI Bemonnenne VK-1
3aHsATHE 5 O(QUIUATBHBIX JOKYMEHTOB HPaKTUYECKOr O OIIK-4
Y IIpaBuiia X 0OpMIICHUS 3aJlaHusl. OIIK-5
Wnnusunyanenas | 1IK-5
CaMOCTOSATCIIbHAs
pabota
ITpaktnueckoe | Tema 6. Opranusanus Brimonnenue VK-1
3aHATHE 6 OIEPATUBHOIO XPAHEHHS U npakrudeckoro | OINK-4
HCIIOJIb30BAHUSA 3aJaHusl. OIIK-5
JIOKyMEHTOB. Wunueunyanenas | [TK-5
CaMOCTOSATCIIbHAs
pabota
IIpaktnueckoe | Tema 7. JlenoBas nepenucka Beimosnaenne VK-1
3aHsTue 7 U SI3BIK YIIPaBICHYCCKUX NPaKTUICCKOTO OIIK-4
JIOKYMEHTOB. 3aJaHUA. OIIK-5
Wunueunyanenas | [TK-5
CaMOCTOSTENbHAS
pabota
[Tpaktuyeckoe | Tema 8. DIEKTPOHHBIH Brinosnnenue VK-1
3aHsATHE 8 JTOKYMEHTOOOOPOT. MPAKTHIECKOTO OIlK-4
3a/1aHHUs. OIIK-5
Wnnusunyanenas | 11K-5
CaMOCTOSITENbHAS
pabota

4.5. Y4yeOHo-MeTOAMYeCKOe 0OecriedeHHe CaMOCTOATEIbHOI padoThl CTY/1eHTOB

CamocrosiTenbHast paboTa CTYA€HTOB MIPEAyCMOTPEHa YUYEOHBIM IIJIAHOM 1O TUCHUIUIMHE
B 00veme 130 gacos.

CamocrosaTenbHas paboTa peaqn3yercss B paMKax MporpaMMbl OCBOGHUS JTUCIMILIMHBI B
ciemyromux hopmax:

- paboTa ¢ KOHCTIEKTOM 3aHATHs (00padOTKa TEKCTa);

- IpOpabOTKa TEMATUKN CAMOCTOSTEIIbHON pabOTHI;

- HallMCaHUe KOHTPOJIbHON PabOTHI;

- MoucK uHpopMaluu B ceTu «VIHTepHEeT» U IUTepaType;

- BBITIOJTHEHUE WHINBHUIYATbHBIX 33 JaHHIA;

- MOJITOTOBKA K c/jaue 3aueTa, IK3aMeHa.

CaMocTrosTenbHas pa60Ta IpOBOAUTCA C LCIIBIO:



- CUCTEMAaTU3alMH U 3aKPETUICHUS MTOJIYYCHHBIX TEOPETUYECKUX 3HAHUM U IPAKTUYECKUX
YMEHHI 00YyJarOIIUXCS;

- YIIIyONIeHHsI U PACHIMPEHUS TEOPETUUECKUX 3HAHUHN CTY/IEHTOB;

- (opMupoBaHus yMEHMH HCHOJIb30BATh HOPMATUBHYIO, IPAaBOBYIO, CIPAaBOYHYIO
JOKYMEHTAIUIO0, YUeOHYIO U CIIELUAJIbHYIO JIUTEPATypY;

- Pa3BUTHUA MO3HABATEIBHBIX CIOCOOHOCTEH M aKTUBHOCTH OOYYArOMIMXCS: TBOPYECKOM
MHHUIMATHBBI, CaMOCTOSTEIBHOCTH, OTBETCTBEHHOCTH, OPTraHW30BAaHHOCTH; (HOPMHUpPOBAHHE
CaMOCTOSITEJIbHOCTU MBIIUIEHUS, CIHOCOOHOCTEH K CaMOpPa3BUTHIO, COBEPLIEHCTBOBAHUIO U
caMOOpraHu3aluu;

- Pa3BUTHIO UCCIIEI0BATEILCKUX YMEHUN CTYIEHTOB.

TexHOoNOTMS OpraHM3alMU  CaMOCTOSTEIBHONH paboThl  O0yYaromuXcs BKIOYAET
UCIOJIb30BaHUE HH(OPMAIIMOHHBIX U MaTEPUATbHO-TEXHUUYECKUX PECYpPCOB (uinana:

-OMOIMOTEKY ¢ YMTAIbHBIM 3aJI0M, KOMIIBIOTEPHBIE KJIACCHI C BO3MOXKHOCTBIO PaOOTHI B
WHTepHer;

-ayAUTOPHHU JUIsl CAMOCTOSTEIbHON PaOOTHI.

Ilepen BbIMONHEHHEM OO0Y4YaIOLUIMMHUCA BHEAYIUTOPHOM CaMOCTOSATENBHOM paboThI
IIpenoaaBareb MPOBOAUT KOHCYJIBTHPOBAHME 10 BBIIOJHEHHUIO 3aJaHUS, KOTOPBIA BKIJIIOYAET
[eNb 3alaHusl, €ro COJACP)KaHUs, CPOKH BBIOJHEHHS, OPUEHTUPOBOUHBIA 00BEM pPabOTHI,
OCHOBHbIE TpeOOBaHUS K pe3yabTaTaM paboThl, KpUTEPUHU OLIEHKH.

Bo BpeMmsi BbINOJIHEHUs OOy4aroIIMMUCS BHEAYIMTOPHOW CaMOCTOATENbHON paboOThl U
Opu HeoOXOAWMOCTH MpenojaBaTelb MOXET IPOBOAUTh HHAWBUAYAJIbHBIE U TPYIIOBBIE
KOHCYJIbTAIIUH.

CaMmocrosiTenbHasi paboTa MOXKET OCYIIECTBIATHCS HWHAMBUAYAJIbHO WM TpyNIaMu
0o0y4aromuxcst B 3aBUCUMOCTH OT LeENH, 00beMa, KOHKPETHOM TEMaTHKH CaMOCTOSTeNbHOU
paboThI, YPOBHS CII0)KHOCTH, YPOBHS YMEHHUH 00yUarOIUXCsl.

KoHTposib camocTosTenbHON paboThI CTYAEHTOB IPEyCMaTPUBAET:

-COOTHECEHUE COJIEPKAHUS KOHTPOJIA C IeNIIMU 00yUeHus;

-00bEKTUBHOCTH KOHTPOJIS;

-BAINJHOCTh KOHTPOJs (COOTBETCTBUE MPEABABIAEMBIX 3aJaHUM TOMY, 4TO
IpeJnoiaraeTcs MpoBEPUTH);

-nuddepeHuanio KOHTPOJIbHO-U3MEPUTEIbHBIX MATEPHAIIOB.

@DopMbI KOHTPOJISE CAMOCTOSTENIEHONU PaOOTHI:

-IPOCMOTP U MPOBEPKA BBIMOJIHEHHS CAMOCTOATENBHOM paboThI MperoaBaTelieM;

-OpraHu3alys CaMONpPOBEPKH, B3aUMONPOBEPKH BBIITOJIHEHHOTO 33/1aHUS B TPYIIIIE;

-00CY)XJIeHHE Pe3yIbTaTOB BHITIOJHEHHON PabOThI HA 3aHSTHH;



-IPOBEICHUE TUCEMEHHOTO OTIPOCa;
-MPOBEICHUE YCTHOTO OMNpPOCAa; OpraHW3alusi W IMPOBEICHUE WHIANBUIYAILHOTO
cobecenoBaHMS,

-OpraHu3aius U NpoBeeHNe cobeceJoOBaHus ¢ TPYIION.

5. OueHoYHBIe MaTepUabl 10 AUCHHUILINHE
@OHJT OLEHOYHBIX CpPEACTB 10 JUCUUIUIMHE (MOAYJIK) BKJIIOYAET OLICHOYHbIE
MaTepualbl, HallpaBJICHHbIE HA IPOBEPKY OCBOCHUSI KOMIIETEHIIMI, B TOM YKCIIE 3HAHUM, YMEHUN
1 HaBbIKOB. DOH/ OLICHOYHBIX CPEACTB BKJIKOYAET OLEHOYHBIE CPEACTBA TEKYIIErO KOHTPOJS U
OLICHOYHBIE CPEICTBA IIPOMEKYTOYHON aTTECTALIUN.
@OoH OIEHOYHBIX CpeACTB MO aucuuiuiiHe mnpuBenéH B llpunoxenun 1 (poua

OILICHOYHBIX CPE/ICTB) K paboueil mporpaMmMe AUCIUILTHHBL.

6. YueOHO-MeToAMYECKOE H MATEPHAIbHO-TeXHHYECKOe ofecrevyeHne TUCHMIIHHBI
6.1 IlepeueHb y4eOHBIX U3IAHHUNA U YI€OHO-METOAMYECKUX MATEPHAIIOB IS OCBOCHHS
JUCLUIUIMHBI

OcHOBHas JIUTEpaTypa:

1. [llyBanmoBa, H.H. Opranuzamusi ¥ TEXHOJOTHUS JIOKYMEHTAIIMOHHOTO OOECTICUeHUS
yrpaBiieHus : ydeOHUK W mpaktukym st By3oB/ H. H. lllyBanoBa. — 2-e wm3n., mepepad. u
non. — MockBa : M3natensctBo HOpaiir, 2022. — 265c. — (Boicmee o0pa3oBaHue). —

ISBN 978-5-534-12358-6. — Tekct : anekrponHsli // O6pa3zoBarenbHas miaardopma FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/489984

2. Jlenonpon3BOACTBO M JOKYMEHTAIMOHHOE  OOeCledeHHe TOCyJapCTBEHHON u
MYHUIUNATBHON CiIy:kObl : yueOHoe mocobue / coctaBurens 0. B. Mupromkuna. —
CraBponons : CK®Y, 2016. — 115 c.— Tekcr: anekTpoHHbIH // JlaHb : 3J€KTpOHHO-

oubimoreunas cucrema. — URL: https://e.lanbook.com/book/155606

JlonoJHHUTEeNbHAs JUTEPATYPA:

1. JlokyMeHTOBeieHHe: YYeOHUK JUIsl CTYICHTOB YYPEXKACHH BbBICIIET0 O0OpazoBaHus /
M.B. Jlapun, E.A. [lnemkesuu, B.®. SAukoBas, B.C. Munranes, 32 E.B. TepeurseBa, M.JI.
[MaBnuH; mox pea. a-pa uct. Hayk, mpod. M.B. Jlapuna. M.: N3natenbckuii EHTp «AKameMus»,

2016. — 320 c. — 800 »k3.

2. KysznenoB U.H. JlenoBoe muceMo : yueOHO-cipaBoyHOe mocobue. - M. : JlamkoB u K,
2012 — 288 c.
3. Jlenonpon3BOACTBO W JOKYMEHTOOOOPOT B  CHCTEME  TOCYNapCTBEHHOIO U

MYHUIIMIIAJILHOTO yrpaBieHus : yue0.-meto. nocodue / E. B. 3aiinesa, H. B. ['onuaposa ; M-Bo


https://urait.ru/bcode/489984?utm_campaign=rpd&utm_source=web&utm_content=4ad79e04bad8ee922fa6d42639332d9a
https://e.lanbook.com/book/155606

obpazoBanus u Hayku Poc. ®enepanuu, Ypan. denep. yu-t. — ExarepunOypr : U3a-Bo Ypain.
yH-Ta, 2017. — 178 c.

HNuaTepHeT pecypchl:

1. CoseTt denepanuu ®denepaabHOTro CobGpanust Poccuiickoii denepanuu

http://www.council.gov.ru/index.html

2. OdwunmanbHbII caiiT [Ipe3unenra Poccuiickoii Oenepanuu

http://www.president.kremlin.ru/mainpage.shtml

3. Caiit «Apxusl Poccun» noxa srupoit @enepanbHoro apxuBHoro areHrcTBa (Pocapxusa)

http://www.rusarchives.ru

4. Caiit Poccranmapra http://www.gost.ru
5. [Mopran rocynapCTBEHHBIX 1 MYHHLIMITATIBHBIX yCayr hitp://www.gosuslugi.ru/ru/
6. denepanpHas ciyxba 1Mo Haa30py B cdepe CBsi3M, WHPOPMALMOHHBIX TEXHOJOTHHA U

maccoBbIx kommyHuKanui, ®TYIT HTL] "Uudopmpeructp" http://www.inforeg.ru

1. Bcepocculickuil HaydHO-UCCIIEI0BATEIbCKUI MHCTUTYT JOKYMEHTOBEACHUS U apXUBHOTO

nena (BHUMIA ) http://www.vniidad.ru

6.2 Ilepeuenr mpodeccHOHATBHBIX 0a3 NAaHHBIX M WH(POPMAIMOHHBIX CIIPAaBOYHBIX
cucTeM
1. KoncynpTant+ (JIMIEH3MOHHOE IPOrpaMMHOE 00eCIeyeHne OTeYeCTBEHHOIO IIPOU3BOJICTBA)

2. http://www.garant.ru (pecypcsl OTKPBITOTO JJOCTYIIA)

6.3 HepequL MaTCpUAIIbHO-TCXHUYCCKOT O, IPOTPAMMHOTO obecreueHust

HaumenoBanue HaumenoBanue OcHalleHHOCTH Iepeuenn
JAMCUMILTUHBI CrenUaJbHbIX CHeNHATbHBIX JINIIEH3HUOHHOT 0
(MmonyJin), NOMeLIeHUil U MOMeIIeHU I U NPOrpaMMHOI0
NMPAKTUK B | MOMeIUeHUi s NMoMelleHu 1J1s o0ecrnieyeHusl.
COOTBETCTBUH C | CAaMOCTOSATEIbHOM CaMOCTOSTEJIbHOM

Y4eOHBIM ILIAHOM padoThI padoThI

b1.0.33 Kabuner yueGHbIC MecTa, Microsoft Windows XP
I[OKYMCHTaHI/IOHHOC JAOKYMCHTAIIMOHHOT'O O60py,Z[OBaHHI>I€ OJIOYHOH Microsoft Ofﬁce
obecreueHue u obecreyeHuns Me0eInbi0, KOMIIBIOTEpaMHu Kaspersky Endpoint
JENOMPOU3BOACTBO | YIPABICHIA C BRIXOJIOM B CCTh TS OM3HEeca

MHTEpHET, paboyee MecTo Koucymprantlloc
MPEMNOAABATeNs B COCTABE | Ay 1imaadar

CTOJI, CTYJI, TyMOa,

B TOCYydJapCTBCHHOM
U MYHUIUIIAJIBHOM

yIpaBJIeHUU KOMIBIOTED Cisco WebEx
PETOIaBaTElsl C BBIXOIOM Hudopmarionno-
B CE€Th HHTEPHET, IKPaH, KOMMYyHUKallHOHHAA
MYJIbTUMEIUUHBIN HHaT(bOPMa <<C(1)GPYM>>
IPOEKTOP, TEIEBU30P, OO6pazoBarenbHas
TEeMaTUYECKUE CTEH/IB, matdopma
TPE3EHTAMOHHBIH https://mospolytech-
MatepHal, KOMIUICKT tuchkovo.online/

0JaHKOB TEXHUYECKOM
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http://www.vniidad.ru/
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JOKYMCHTAaIlUN

Aynuropus uist yueOHbIe MeCTa,
CaMOCTOSTENILHON | 000pyI0BaHHBIC
paboTsI 01104HOI MeOenbio,

KOMITBIOTEPaMH C
BBIXOJIOM B CETh
Uutepner,
MHOTO()YHKIIHOHAJIEHOE
YCTPOMCTBO

7. MeToauyecKue peKOMeHAAlNH 110 00y4eHHIO JIUI] C OTPAHUYEHHBIMU
BO3MO’KHOCTSIMHU 3/10POBbSI H MHBAJIU/I0B

OOyueHnue no JUCHUIUIMHE 00YYarOIIUXCs ¢ OTPAHMYCHHBIMH BO3MOXKHOCTSIMU 3JI0POBbSI
OCYIIECTBIISICTCSI C yYETOM OCOOEHHOCTEH ICHXO(pU3NIECKOTO Pa3BUTHS, WHIAMBHIYaTbHBIX
BO3MOXXHOCTEH U COCTOSIHUS 3JOPOBBS TAKUX 00YUAIOIIHUXCS.

Copepxanne 00pa3oBaHUSI U YCJIOBUSA OpraHU3aluu OO0y4YeHHs, OOYyYarolmMXcs C
OTPaHUYEHHBIMHU BO3MOKHOCTSIMH 3/I0POBbS ONPEAETSIOTCS aIallTUPOBAHHON 00pa3oBaTEIbHON
IpOrpaMMoOM, a JJs WMHBAIMJIOB TaKkX€ B COOTBETCTBUM C WHIUBUIYaJIbHOW IPOTrpaMMOM
peadbuiuTaIy HHBAIUAA.

OcBoeHME MUCHUIUIMHBI 00YYalOIMMUCS C OTPAaHUYECHHBIMH BO3MOXKHOCTSIMH 3[I0POBBS
MOJKET OBITh OPraHU30BaHO KaK COBMECTHO C JAPYTUMHU OOYYAIOUIUMHUCS, TaK U B OTIEIbHBIX
rpynnax. IlpennonaraioTcst  crneuuanbHble  YCIOBHS  JUIsL  TOJNY4YEeHHs  0Opa3oBaHUs
00y4JaroIMMUCS C OTPaHUYEHHBIMU BO3MOKHOCTSIMH 3/10POBBSL.

ITpodeccopcko-niegarornyeckuif coctaB 3HaKOMHUTCSA € ICHUXO0JIOT0-(PU3HOIOTHYECKUMU
0COOEHHOCTSIMH  O0Oy4aroIMXCs HMHBAJIUAOB U JIUI C OrPAaHUYCHHBIMH BO3MOXKHOCTSMHU
3/10pOBbs, MHAMBHUIYyaJIbHBIMH IIPOTpaMMaMU peaOUIuTallMi HHBATUAOB (TIPU HAIUYHH).

B cootBeTcTBUU ¢ MeTOAMUECKUMHU pekoMeHaanusiMu Muno6paayku PD (yTB. 8 anpens
2014 r. N AK-44/05BH) B Kypce Mpeamnojaraercs HCHOJIb30BaTh COLMAIbHO-AaKTHBHbBIE H
pedrexcuBHbIE METOABl OOYyUEHHs, TEXHOJOIMH COLMOKYJIbTYPHOH peadMIUTALUU C LENbI0
OKa3aHHs TOMOIIM B YCTAHOBJIEHHWU IOJIHOLEHHBIX MEXIUYHOCTHBIX OTHOIIEHUH C JIPYTUMH
CTYJIEHTaMH, CO3JaHMH KOM(OPTHOTO MCHXOJIOTUYECKOTO0 KJIMMara B CTYAEHUYECKOH rpyImie.
[TonGop u pa3paboTka y4eOHBIX MaTE€pHUalOB IPOU3BOJATCA C YYETOM MpPEIOCTABICHUS
MaTepuaia B pa3IUYHbIX (OpMax: ayJualbHOMN, BU3YalbHOM, C UCIOIB30BAHUEM CIICIIUATIBHBIX
TEXHUUYECKUX CPEACTB U MH()OPMALIMOHHBIX CUCTEM.

OcBoenue nuctuiimHbl aunamu ¢ OB3 ocyiiecTBiasieTcsl ¢ UCIOJIb30BAHUEM CPEICTB
o0yuyeHHsT OOIIEero W CHEeNMaJbHOrO Ha3HaueHWs (MEepPCOHAIBHOTO U KOJUIEKTUBHOIO
UCIOJIb30BaHUs ). MaTepualibHO-TEXHUYECKOe 00ecIeyeHne MpelycMaTprUBaeT MPHUCIIOCOOIeHNE

aynutopuit kK Hyxaam auil ¢ OB3.




®opma mpoBeeHNUS aTTECTAIMH IS CTYJCHTOB-MHBAIH/IOB YCTAHABINBACTCS C YUIECTOM
UHAUBUAYAIBHBIX — Tncuxodu3mueckux  ocobennocreil.  [lna  crymentoB ¢ OB3
npeaycMaTpuBaeTcs JOCTyNHas (opma MPeIOCTaBICHUS 33JaHUN OICHOYHBIX CPEJICTB, a
MUMEHHO!
— B IIEYaTHOW WJIM 3JIEKTPOHHOU (hopMe (ISl JIUI] C HAPYIICHUSAMH ONOPHO-/IBUTATEIHLHOTO
amnmapara);
— B MeYaTHOM QopMe WHIM DIEKTPOHHOH (opMe C YBEIMYEHHBIM MIPUPTOM U
KOHTPACTHOCTBIO (ISl JIMII C HAPYLICHUSAMH CIIyXa, PeUH, 3pEHHS);
— METOJIOM YTEHHsI aCCUCTEHTOM 3aJaHus BCIYX (JUIs JIUI C HAPYIICHUSMH 3PEHUS).
CtyneHTaM C WMHBIMJHOCTHIO YBEIMUYMBAETCS BpPEMS Ha IOJIrOTOBKY OTBETOB Ha
KOHTPOJIbHBIE BOMPOCHL. JIIs TakuX CTYIEHTOB MpeaycMaTpuBaeTcs JocTymHas (opma
IPEOCTABICHHS OTBETOB HA 33aJJaHUs, 2 UMEHHO:
— NUCBMEHHO Ha Oymare Wil HaOOpOM OTBETOB Ha KOMITBIOTEpE (ISl JIUL C HAPYIICHUSAMHU
clIyxa, peun);
— BBIOOPOM OTBETa M3 BO3MOXKHBIX BAPHAHTOB C MCIOJIB30BAaHUEM YCIYT acCHCTEHTa (IUIs
JIMII C HApYIIEHUSIMU OIIOPHO-BUTaTEIBHOTO aIapaTa);
— YCTHO (U151 JIUII C HAPYIICHUSMU 3PEHHUS, OTIOPHO-ABUIATEILHOTO aImapaTa).
— IpyU HEOOXOAMMOCTH Ui OOYyYaroUIMXCsl ¢ WHBAJIUIHOCTBHIO TPOLENypa OIICHUBAHUS

PE3YJIbTATOB O6y‘-I€HI/I$I MOKET IMMPOBOAUTHCA B HCCKOJIBKO 3TAIlOB.

8. O0pa3oBaTesibHbIEC TEXHOJIOTHH
YueOHBI MpoIecc MTpH TPENOoJaBaHUM Kypca OCHOBBIBAETCS Ha HCIOJIb30BAaHUHI
TPAaAUIIUMOHHBIX, HWHHOBAIMOHHBIX U I/IH(l)OpMaIII/IOHHI)IX O6pa30BaTeJ'II>HI>IX TEXHOJIOTHH.
TpamuimoHHble 00pa3oBaTENbHBIE TEXHOJOTUU MPEJCTABICHBI JIGKIMSIMH M CEMHHApPCKUMU
(mpakTUYECKUMU) 3aHATHAMEU. IHHOBaIlMOHHBIE 00pa30BaTeIbHbIE TEXHOIOTHH HCTIONb3YIOTCS B
BUJIE IIHPOKOrO0 MPUMEHEHMs] AKTHUBHBIX M MHTEPAKTUBHBIX ()OpPM IPOBENEHUS 3aHATUH.
UndopmannonHsle  o0pa3oBaTeNbHblE TEXHOJOTHMH  pPEATM3yIOTCS IMYyTeM  aKTHUBU3ALUU

CaMOCTOSITENIbHON PabOThI CTYACHTOB B HH(OPMAIIMOHHON 00pa3oBaTeIbHOM cpere.



[Ipunoxenue 1

DoH/I OLIECHOYHBIX CPEICTB
JJISI TEKYIEro KOHTPOJISI M MPOMEKYTOYHOM aTTeCcTAlMN NIPH U3YyYeHUN
Y4eOHOM TUCHMIIIMHBI
b1.0.33 lokymeHTALMOHHOE O00ecIiedeHUue U AeJT0NPOU3BOJCTBO B
rocy1apCTBEHHOM U MYHUIIMIIAJILHOM yIIPaBJIeHUH

Tyukoso 2023



1. TACIIOPT ®OHJA OIIEHOYHBLIX CPEACTB

KonTponupyemsie
pa3aebl (TeMbI)
AUCIUIIIMHBI

Kox 1 HamMeHOBaHHE
KOMIIeTeHIINH

HNupukarop
JOCTHKEHHSA
KOMIICTCHIINH

HaunMmeHoBanue
OLIEHOYHOI'0
cpeacTBa

Tewma 1. Ucropus
pasBUTHSA
JIeJIONIPON3BOICTBA B
Poccun.

YK-1CnocobeH ocyIecTBIsATh MOUCK,
KpUTUYECKUHaHAIN3 U CUHTE3
WHPOPMAITUH, IPUMEHSTH
CUCTEMHBIN TIOJIXOJIJISl PEIICHUS
MOCTaBJICHHBIX 33124

OIIK-4 Crioco6en

pa3pabaThiBaTh MPOCKTHI
HOPMATHBHEBIX MPABOBHIX aKTOB B
chepe npodeccnoHATBHOMH
JeSITENIBHOCTH, OCYIIECTBIISITh HX
MIPABOBYIO U aHTUKOPPYIIIMOHHYIO
9KCIEPTH3Y, OLICHKY
pEryIUpYIONIEro BO3AeHCTBUS U
MOCJICACTBUN UX PUMEHEHHSI

OIIK-5 CriocobeH ncnomnp30BaTh

B TIpo(heCCHOHANTBHOM

JeSITETBHOCTH HHPOPMAITUOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTHH,
rOCYJapCTBCHHBIC H MYHHUIIMITATEHBIC
WHPOPMAITUOHHBIE CHCTEMBI;
MPUMEHSTH TEXHOIOTHH
AJIEKTPOHHOTO NMPaBUTEILCTBA U
MPEIOCTABICHHS TOCYAapCTBEHHBIX
(MyHUIIMTIATIBHBIX) YCIYT

I1K-5 Brnagerr ocHOBaMH
obecneueHUANH(OPMAITMOHHOM
0€30MacHOCTH B OpraHax BIACTH U
pETyIUPOBaHUS BOIPOCOB, CBSA3aHHBIX
¢ 00paboTKOH U 3amuUTON
MEPCOHATBHBIX TAaHHBIX
TOCYIapCTBEHHBIX W MYHHIIUTIATBHBIX
CITy’KaIluX

NyK-1.1
YUK-1.2
YUK-1.3
HOIIK-4.2
HOIIK-5.1
HNIIK-5.2
HIIK-5.3

Ompoc, n1oknan
(pedepar), Tecr,
3a1a49u Ipu pazodope
KOHKPETHBIX
CHUTYalHii, 3a4ET C
OLICHKOH

Tema 2. Poinb
JISIIONIPON3BOJICTBA B
YIIPABJICHUM.

YK-1CnocobeH ocymecTBIsATh MOUCK,
KPUTHYECKUaHAIIN3 U CUHTE3
nH(pOpMAIUH, IPUMEHSThH
CUCTEMHBIN TIOJIXOIJISI pEICHUS
MOCTAaBJIEHHBIX 33124

OIIK-4 Crocoben

pa3pabaThIBaTh MPOCKTHI
HOPMAaTUBHBIX [TPABOBHIX aKTOB B
cdepe mpodecCHOHANBHOM
JESATEIIbHOCTH, OCYIIIECTBIIATH UX
MIPABOBYIO ¥ aHTUKOPPYIIIHOHHYIO
AKCIIEPTH3Y, OLICHKY
PETYJIUPYIONIETO BO3IEUCTBUS U
MOCJICACTBUN UX PUMEHEHHSI
OIIK-5 Crioco0eH BCcnob30BaTh

B ipodeccroHanbHOM

JESATeIbHOCTH MH(DOPMALIMOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTHH,
roCy/IapCTBEHHBIC U MYHUIIUITATLHBIC
nH()OPMAITHOHHBIC CICTEMBI;

NyK-1.1
YHK-1.2
YHK-1.3
HOIIK-4.2
HOIIK-5.1
HIIK-5.2
HIIK-5.3

Omnpoc, noknanu, TecT,
3aJ1a4u TIpu pasdope
KOHKPETHBIX
CUTYyaIni, 3a49eT C
OLIEHKOH




MIPUMEHSTH TEXHOJIOTUH
3NEKTPOHHOTO MPaBUTENHCTBA U
MPEeIOCTaBICHHS TOCYAaPCTBEHHBIX
(MyHULIMTIATIBHBIX) YCIYT

[1K-5 Brnagets ocHOBamMU
obecreueHUAMHPOPMATTTOHHOM
0€30IacHOCTH B OpraHax BIACTH U
PETyIUPOBaHUS BOIPOCOB, CBA3aHHBIX
¢ 00pabOTKON 1 3aITUTOM
MEPCOHAIBHBIX TaHHBIX
rOCYIapCTBEHHBIX U MYHHUIIUITATBLHBIX
CITy>KaIuX

Tema 3.
DopMHpOBaHUE U
BEJICHNE
JIOKyMEHT0000pOTa B
OpraHu3alyy.

YK-1CnocobeH ocymecTBIsATh MTOUCK,
KPUTHYECKUIaHAIIN3 U CHHTE3
uH(popManuK, TPUMEHSTH
CHCTEMHBIN TTOIXOIUIS PELICHUS
IIOCTABJICHHBIX 3a1a4

OIIK-4 Criocoben

pa3pabaTsiBaTh IPOESKTHI
HOPMAaTHBHBIX IIPABOBBIX aKTOB B
cdepe nmpohecCUOHATBHOM
JeATeITLHOCTH, OCYIECTBIISATh HX
MPaBOBYIO ¥ aHTUKOPPYIILHOHHYIO
9KCIEPTH3Y, OLICHKY
PETYJIMPYIONIETO BO3ICUCTBUSA U
MOCJICICTBUI MX IPUMEHCHUS

OIIK-5 CriocobeH ncnomnp30BaTh

B ipodeccroHanbHoi

JeATeTbHOCTH NH()OPMALIOHHO-
KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH,
TOCYyAapCTBCHHBLIC 1 MYHUIIUIIAJIbHBIC
nH(pOpPMaMOHHBIE CHCTEMBI;
NPUMEHSTH TEXHOJIOTUU
AJIEKTPOHHOTO MPaBUTEILCTBA U
MPEOCTABICHHS TOCYAapCTBEHHBIX
(MyHUIMITATTBHBIX ) YCIYT

I1K-5 Bnagers ocHOBaMU
obecrie4eHuIMHPOPMAITUOHHOH
0€30MacHOCTH B OpraHax BJIAcTH U
PETyJIMpPOBaHUS BOIIPOCOB, CBSI3aHHBIX
¢ 00pabOTKOM U 3aIUTON
NEPCOHATIBHBIX JaHHBIX
rOCY/IapCTBEHHBIX 1 MyHHIIUITATEHBIX
CITy>KaInuX

NyK-1.1
YHK-1.2
YHK-1.3
NOIIK-4.2
HOIIK-5.1
UIIK-5.2
UIIK-5.3

Ormpoc, moKam, TecT,
3aJ1a4M Tpu pasdoope
KOHKPETHBIX
CUTYyaluil, 3a4eT ¢
OLICHKOM

Tema 4.
Knaccudukamumn
JTOKyMEHTOB: BH/IBI,
(GYHKIIUY U TIpaBuIIa
odopmiteHusI.

YK-1CrocobeH oCyIecTBIATh ITOUCK,
KPUTHYCCKUaHATIN3 U CHHTE3
HHPOPMAITUH, IPUMEHSTh
CHUCTEMHBIN MOJX0JI/IJIA PENIEHUS
IIOCTABJICHHBIX 3a1a4

OIIK-4 Criocoben

pa3pabaThIBaTh MPOCKTHI
HOPMATHBHBIX IIPAaBOBBIX AKTOB B
cdepe mpodecCHOHANBHOM
JESITEIIBHOCTH, OCYIIECTBIISITh UX
IIPABOBYI0 ¥ AHTUKOPPYILIMOHHYIO
9KCTIIEPTH3Y, OLICHKY
PEryJIUPYIONIETro BO3ACHCTBUS U

NyK-1.1
YHK-1.2
YHK-1.3
NOIIK-4.2
NOIIK-5.1
UIIK-5.2
HIIK-5.3

Ormpoc, nokiau, TecT,
3aJauu pu pasoope
KOHKPETHBIX
CUTYyallUii, 3a4€ET C
OIIEHKOM




MTOCIICACTBUN UX IPUMCHEHHSI

OIIK-5 Criocoben ncnoap30BaTh

B ipoeccroHanbHOI

JESATSIbHOCTH HH(POPMAIIMOHHO-
KOMMYHHKAIIMOHHBIC TEXHOJIOTHH,
rOCYJapCTBCHHBIC H MYHUIIMITATBHBIC
“H(OPMAITMOHHBIC CUCTEMBI,
MPUMEHSTh TEXHOJIOTUU
3JIEKTPOHHOTO MPABUTEIHCTBA U
MPEIOCTABIICHUS TOCYAaPCTBEHHBIX
(MyHHITUITATIBHBIX ) YCITYT

[1IK-5 Brnagets ocHOBamMU
obecreueHUAMHPOPMATTOHHOM
0€30IMacHOCTH B OpraHax BIacTU U
pEryIUpPOBaHUS BOIIPOCOB, CBA3aHHBIX
¢ 00pabOTKON 1 3aITUTON
NEPCOHAJIBHBIX JAaHHBIX
ToCyAapCTBCHHBIX U MYHHUIIUIIAJIbHBIX
CITY’KaInX

Tema 5. PexBU3HUTEI
OUIHATIEHBIX
JIOKYMECHTOB 1
NpaBua UX
odopmiteHUs

YK-1CnocobeH ocymecTBIsATh MTOUCK,
KpUTHYECKUIaHAIU3 U CUHTES
nH(popManuy, TPUMEHATh
CHCTEMHBIN TTOIXOIUIS PEIICHUS
IIOCTABJICHHBIX 3a1a4

OIIK-4 Criocoben

pa3pabaTeIBaTh IPOESKTHI
HOPMAaTHBHBIX IIPABOBLIX AKTOB B
cdepe nmpodecCHOHATBHOM
JEATeITLHOCTH, OCYIECTBIISATh HX
MPaBOBYIO ¥ aHTUKOPPYIILHOHHYIO
9KCIIEPTH3Y, OLIEHKY
PETyIMpPYOLIEro BO3/ICHCTBHS 1
MOCJIC/ICTBUI MX IPUMEHEHUSI

OIIK-5 CriocobeH ncnomnbp3oBaTh

B ipodeccroHanbHoi

JeATeTbHOCTH NH()OPMALIIOHHO-
KOMMYHHUKaIIMOHHBIE TEXHOJIOTHH,
TOoCyAapCTBCHHBLIC 1 MYHUIIUIIAJIbHBIC
nH(pOpPMaMOHHBIE CUCTEMBI,
NPUMEHSTH TEXHOJIOTUU
3JIEKTPOHHOTO MPaBUTEILCTBA U
MPEOCTABICHHS TOCYAaPCTBEHHBIX
(MyHUIUITATBHBIX ) YCIYT

I1K-5 Brnagers ocHOBamMH
obecneueHUINH(OPMAITUOHHON
0€30I1aCHOCTH B OpraHax BIACTH U
PEryINpOBaHuUs BOIPOCOB, CBA3aHHBIX
¢ 00pabOTKON 1 3alTUTON
MEPCOHAIBHBIX TaHHBIX
rOCYJapCTBEHHBIX U MyHHLIUTIATBHBIX
CITy>KaInuX

NvyK-1.1
YHK-1.2
YHK-1.3
HOIIK-4.2
HOIIK-5.1
UIIK-5.2
UIIK-5.3

Omnpoc, noknanu, TecT,
3aJ1auM IpH pa3doope
KOHKPETHBIX
CUTYyalluil, 3a4eT ¢
OLIEHKOM

Tema 6. Opranm3arus
OTIEpaTHUBHOTO
XpaHEHUS U
HCIIOJIb30BaHHMS
JIOKYMEHTOB.

YK-1CrocobeH oCyIecTBIATh ITOUCK,
KPUTHYCCKUAHATIN3 U CHHTE3
HHPOPMAITUH, IPUMEHSTh
CHUCTEMHBIN MOJX0J/IJIA PENIEHUS
MOCTABJICHHBIX 33124

OI1K-4 Criocoben

NyK-1.1
YHK-1.2
YHK-1.3
HOIIK-4.2
HOIIK-5.1
UIIK-5.2

Ormpoc, nokiam, TecT,
3aJauu pu pasoope
KOHKPETHBIX
CUTYyallUii, 3a4ET C
OLICHKOH




pa3pabaThiBaTh IPOCKTHI
HOPMAaTHBHBIX IIPABOBBIX AKTOB B
cdepe mpodecCHOHATBHOM
JeATEIILHOCTH, OCYIIECTBIISTh HX
MPABOBYIO ¥ aHTUKOPPYIIIHOHHYIO
IKCTIEPTH3Y, OLCHKY
PETYJIUPYIOLIETO BO3ACHCTBHS 1
MOCJICICTBUN UX IPUMEHCHUSI

OIIK-5 CriocobeH ncnomnp30BaTh

B ipoeccroHanbHOI

JeATeIIbHOCTH UH()OPMALIOHHO-
KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH,
rOCY/IapCTBEHHBIC M MyHHIIUITATbHBIC
MH(OpPMALMOHHBIE CUCTEMBI,
MPUMEHSTH TEXHOJIOTUU
3NIEKTPOHHOTO TIPABUTEIHCTBA U
MPEeI0CTaBIICHUS TOCYAaPCTBEHHBIX
(MyHUIIMIIATIBHBIX) YCIYT

[IK-5 Bnagets ocHOBamu
o0ecrie4eHuIMHPOPMAITHOHHOH
0€30IacHOCTH B OpraHax BIACTH U
PETyINpPOBaHUS BOIIPOCOB, CBSI3aHHBIX
¢ 00paboTKOH 1 3amUTON
NEPCOHAJIBHBIX JaHHBIX
rOCY/IapCTBEHHBIX 1 MyHHIIUITATEHBIX
CITYKaIINX

HUIIK-5.3

Tema 7. JlenoBas
MEePEIUCKA U SI3BIK
YIpaBIeHIECKAX
JTOKyMEHTOB.

YK-1CnocobeH oCyIIecTBIATh MOUCK,
KpUTHYECKUIaHAIU3 U CUHTES
UHPOPMAIUH, TIPUMEHSTh
CHUCTEMHBIN TIOAXO IS PEIICHHS
MOCTaBJICHHBIX 33124

OIIK-4 Criocoben

pa3pabaThiBaTh MPOCKTHI
HOPMATHBHBIX PABOBBIX aKTOB B
cdepe nmpodecCUOHANTBHOM
JeSITENIBHOCTH, OCYIIECTBIISITh HX
MPABOBYIO U aHTHUKOPPYIIIMOHHYIO
9KCIIEPTH3Y, OLIEHKY
PEryIUPYIOLIEro BO3ICHCTBUS U
MOCTIC/ICTBUN MX TPUMEHEHHUS

OIIK-5 CriocobeH ncnomnp30BaTh

B ipodeccroHanbHoi

JeSITENTBHOCTH HH(POPMAITUOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTHH,
rOCYJJApPCTBEHHBIC H MYHUIIMITATBHBIC
nHPOPMALUOHHBIE CUCTEMBI;
NPUMEHSTH TEXHOJIOTUU
AJIEKTPOHHOTO MPAaBUTEIHCTBA U
MPEIOCTABICHHS TOCYAaPCTBEHHBIX
(MyHMLMTIATBHBIX) YCIYT

I1K-5 Brnagers ocHOBaMH
obecneueHUANH(OPMAITMOHHON
0€30I1aCHOCTH B OpraHax BIACTH U
pETyIUPOBAHUS BOIIPOCOB, CBSA3aHHBIX
¢ 00pabOTKOM 1 3aNTUTON
NIePCOHAJIBHBIX JaHHBIX
rOCY/IapPCTBEHHBIX M MYHHIIUIIATEHBIX

NyK-1.1
YHK-1.2
YHK-1.3
HOIIK-4.2
HOIIK-5.1
UIIK-5.2
UIIK-5.3

Ormpoc, noknaju, TecT,
3aJ1auM IpH pa3doope
KOHKPETHBIX
CUTYaIIlUH, 3a4eT ¢
OLIEHKOM




CJIyKalmunx

Tema 8. YK-1Cnocoben ocymecTisTh monck, | MYK-1.1 Ormpoc, noKam, TecT,
DIIeKTPOHHBINA KpUTHIECCKUHaHATN3 U CHHTE3 YUK-1.2 3a1a49u Ipu pazodope
JIOKYMEHTOOOOPOT. nH(pOpMAaIUH, TPUMEHSTh YUK-1.3 KOHKPETHBIX
CUCTEMHBIN TIOJXO/IJIS PEIICHHUS NOIIK-4.2 CUTYyaIlni, 3a49eT C
[TOCTABIICHHBIX 3372 HOIIK-5.1 OIIEHKOU
OIIK-4 Criocoben HIIK-5.2
pa3pabaThiBaTh MPOCKTHI HIIK-5.3

HOPMATHUBHBIX MIPABOBBIX aKTOB B
chepe npodeccrnoHATBHOMH
JEATEIILHOCTH, OCYIIECTBIISATh HX
MPABOBYIO Y aHTHKOPPYIIIMOHHYIO
9KCIIEPTH3Y, OLICHKY
PETYJIUPYIOLIETO BO3/ACHCTBHS 1
MOCJICICTBUN UX IPUMEHCHUSI

OIIK-5 Criocoben ncnoap30BaTh

B Mpo(heccCHOHaIbHOI

JeATeIbHOCTH UH()OPMAIIHOHHO-
KOMMYHHKAIIMOHHBIC TEXHOJIOTHH,
rOCYJapCTBCHHBIC H MYHHUIIMITATBEHBIC
MH(OpPMALMOHHBIE CUCTEMBI;
MPUMEHSITH TEXHOJIOTHU
3JIEKTPOHHOTO MPABUTEIHCTBA U
MPEJOCTABICHHS TOCYAapCTBEHHBIX
(MyHUIIMIIATIBHBIX) YCIYT

[1K-5 Brnagets ocHOBamMU
obecrie4eHuIMHPOPMAITHOHHOH
0€30I1acHOCTH B OpraHax BIACTH U
pEeryIHUpOBaHUS BOIPOCOB, CBA3aHHBIX
¢ 00paboTKOH U 3amUTON
MePCOHAJIBHBIX JIAHHBIX
rOCYJapCTBEHHBIX U MYHHIUTIATLHBIX
CITYKaInX

Ortansl GopMupoBaHus komnereHuuil B mponecce ocBoeHus: OITIOII mpsimo cBsizaHBbI C
MECTOM JHUCUUIUIMH B oOpa3oBarenbHOM mporpamme. Kaxapiii stan  ¢opmupoBaHus
KOMIIETEHIIMH, XapaKTepU3yeTcsl ONpPEIEICHHBIMU 3HAHUSIMM, YMEHUSMU M HaBbIKaMHU U (WUJIN)
OIBITOM MNPO(ECCHOHAIBHOW AEATENbHOCTH, KOTOpBIE OLEHHMBAIOTCA B IPOLIECCE TEKYILEro
KOHTPOJISl YCHEBAEMOCTH, MPOMEXYTOYHOM aTrTecTallMM M0 TUCHMIUIMHE (TpakTHKE) U B
npoliecce HMTOroBoW arrectauuu V3ydeHue yueOHOM AUCHUIUTUHBI «JlOKyMEHTallMOHHOE
o0OecrieueHre M JENONPOU3BOJCTBO B TOCYAAPCTBEHHOM W MYHHUIMIAIBLHOM YIPABICHUH »
OasupyeTcss Ha 3HAHHUAX U YMEHHUSAX, IOJYYEHHBIX OOydYaloIMMHUCS B XOJ€ OCBOCHUS
IPOTrpaMMHOr0 MaTepuaia yaeOHoM qucuuIuIHbl «OCHOBBI IPO(PECCHOHATBHOM 1A TEILHOCTH
«[ocynapcTBeHHass TpakIaHCKas M MyHHIMIanbHas ciayx0a B Poccuiickoit ®enepanumn.
HtoroBasi ouieHKa CPOPMUPOBAHHOCTH KOMIIETEHLUH OMpEeNseTcs B MEepuoj] MOATOTOBKH U

CcIa4y 3a4deTa ¢ OLICHKOM.




2. TUIIOBBIE KOHTPOJIBHBIE 3A/IAHUA UJIX HHBIE MATEPHUAJIDI,
HEOBXOJIMMBIE JIUIs1 OHEHKHU INTAHUPYEMBIX PE3YJIbTATOB
OBYYEHUA 110 JUCHUIIJIMHE, XAPAKTEPU3YIOIIUX OTAIIbI
®OPMHPOBAHUA KOMIIETEHIIAI B ITIPOIIECCE OCBOEHMUS
OBPA30BATEJIbHOMN ITPOT'PAMMBI

2.1 IEPEYEHBb BOITPOCOB JIJISI HOATOTOBKHU K 3AUETY C OLIEHKOM

1. CBsa3b uHpopMayu U T0KyMeHTa. Poib nH(pOpMaIiy B COUANBHBIX B SKOHOMHUYECKUX
poueccax.

2. JIOKYMEHT U €r0 MECTO B CUCTEME YIIPABIICHUS.

3. JIOKyMEHTOBEIEHUE KaK Hay4yHasl AUCLUIIJIMHA U €€ CBS3b C APYTUMU HayYHBIMU
JUCLUILINHAMMU.

4. OnpeneneHue J0KyMEHTa B HOPMaTUBHBIX aKTax.

5. 3akoHOAAaTeNbHAs U HOPMAaTUBHAs PErIaMEeHTalus JOKYMEHTUPOBAHUS B JOPEBOJIIOLMOHHON
Poccun.

6. 3aKoHOAATEIbHBIE AKThI 00 00513aTEIILHOCTH JOKYMEHTUPOBAHUS HH(OPMALIUH.

7. llonsitue knaccupukanuu J0KyMeHTOB. Bunel kitaccudukanmu. Pa3Butre 1o0KyMeHTHOM
kiaccugukanuu B Poccun.

8. O0mue u yacTHbIe (YHKIIMU JOKYMEHTA. 3aBUCUMOCTD TIOHSATHS «IOKYMEHT» OT €T0
¢byukun. BiusHue QyHKIUI TOKyMEHTa Ha €T0 CTPYKTYPY.

9. 3aBUCHMOCTb MOHATHUS «IOKYMEHT» OT €ro (yHKIIHH.

10. Pa3BuTHE NOHATHUS «JTOKYMEHT.

11. TlonsiTne «uH(pOopMaLKs» U €ro pa3BUTUE MPUMEHUTENIBHO K JOKYMEHTOBEICHUIO.

12. ABTOp OKyMEHTa, NOPSAJOK 0003HAUEHUSI OpraHU3alMH-aBTOPa JOKYMEHTA.

13.TOCT P 7.0.97-2016. Ero coaepxanue, 3HaueHUE, OCOOEHHOCTH BHEAPEHUSI.

14. latupoBka qokyMeHTa. [laTa kak cocTaBHas 4acThb psijia peKBU3UTOB. TpeboBaHuUs

K 0()OpPMJICHHIO J1aThI.

15. JlpeBHeitmme Matepuaisl s muckMa. M3o0peTenune Oymaru u COBEpIIIECHCTBOBAHHE €€
IIPOU3BO/ICTBA.

16. Mcropust BOSHUKHOBEHHUS U Pa3BUTHS OTAEIBHBIX BUIOB JTOKYMEHTOB.

17. UcTtopust pa3BUTHS OTACIBHBIX JIEMEHTOB (hOpMyJisipa JOKYMEHTA.

18. Kunonokymentuposanue. [lossnenue, pazsutue. Buneosanucs. Kpurepun neHHoctu
KMHOJOKYMEHTOB.

19. Konuu 1OKYMEHTOB, UX UCTOPHUYECKOE PA3BUTHE U BUJBL. JlyOInKaT TOKyMeHTa.

20. MatepuanbHas COCTAaBIISIFOLIAsl JOKYMEHTA U €€ pa3BUTHE.



21. OOBEKT U peIMeT U3Y4YEHUs B JOKYyMEHTOBEICHUN. MeTobl B JOKYMEHTOBETYECKUX
UCCJIEJOBAHMSIX.

22. HopMaTHBHO-METOIMYECKUE aKThI, PETIIAMEHTHPYIOIIUE CO3AaHne U OPOpMIICHHE
JIOKYMEHTOB.

23. O6o3HaueHue axpecata. [IpaBuia HanMcaHus U MeCTo azipecata B popmyisipe
JIOKYMEHTA.

24. O6werocyaapcTBeHHas: yHU(PUKAIUS TOKyMEHTOB. DOpMBbl YyHU(UKAITUH.

25. O6mue TpeboBaHUs K TEKCTY TOKyMeHTa. JIorndyeckas CTpyKTypa TEeKCTa.

26. OnepatuBHas U UCTOpUYECKas (PETPOCIEKTUBHAS) JOKYMEHTHas HHPOpMaIUs KaK
eanHas THPOPMAaIIMOHHAS CUCTEMA.

27. OCHOBHBIE TEXHOJIOTHH KOMUPOBAHUS U PA3MHOXKEHHS JOKYMEHTOB

28. OcHOBHbIE (haKTOPBI, ONPEEIIAIOLINE PALIMOHATIBHYIO OPraHU3aLHIo
UH(POPMALIMOHHO-TOKYMEHTALMOHHOT0 00CTY’)KHUBaHUS YIIPaBJICHUECKON AEATEIbHOCTH.
29. OcobeHHOCTH TOKYMEHTHUPOBAHUS ACATEIHLHOCTU KOJIJIETUANIBHBIX OPTaHOB.

30. OcobeHHOCTH POopMYIIsipa TOKYMEHTOB, ITOTYYCHHBIX PA3TUYHBIMHU CIIOCOOAMU
JOKYMEHTHPOBaHUS (TEKCTOBBIMU, MAIIMHHBIMH, KHHO-, (OTO-, POHO-, TEXHUYECKHMH).
31. OTmMeTkH Ha TOKyMeHTax. MX poib B MPOXOXKICHUM U UCIIOJHEHUN TOKYMEHTa,
MeCTO B (hOpMYJIsIpe JOKYMEHTA.

32. OTTHCK 1eYaTu Kak peKBU3UT JoKyMeHTa. Cirydan 00s3aTeTbHOTO IPOCTABICHHUS
repOOBOIi Ie4yaTH Ha JOKyMEHTaX.

33. IlogymeHMKK 1 Konuu. Bunel konuid. [TopsAnok ynocToBepeHni KO,

34. IlogyivHHBIE U TOJJIOXKHBIE JOKYMEHTBI. Bubl dhanbcudpukanum 10KyMEHTOB.

35. Iloanuch Kak cocTaBHas 4acThb PEKBU3UTOB (IIEPEUUCIUTh BCE PEKBU3UTHI).

36. IlonsaTne «pekBU3UT JOKyMeHTa». [locTosHHBIE M IEpEMEHHBIE PEKBU3HTHI.

37. IlonaTue «cucTeMbl JOKYMEHTALMW, Pa3BUTHE CUCTEM. Y HU(DUIIMPOBAHHBIE
CUCTEMBI TOKYMEHTAIIUH.

38. IlonsiTHE «ANEKTPOHHBIN JOKyMeHT». Kiaccudukanus u XxapakTepucTUKa COBPEMEHHBIX
HocuTeneil nupopmau

39. IonsaTue «61aHK» IPU CO3IaHUM JJOKYMEHTA. biiaHKu npeanpusaTuil pa3auuHbIX
¢$hopM COOCTBEHHOCTH.

40. IToHATHE KOMIUIEKCOB TOKYMEHTOB. [IpoCThIe KOMITIIEKCHI TEKCTOBBIX IOKYMEHTOB.
41. IlonaTHe M NpU3HAKK OPUTHMHAA JOKYMEHTA.

42. IToHATHS «IIEHHOCTh TOKYMEHTAY, «OKCIIepTH3a LIeHHOCTH». [lopsaaok onennBanus
JTIOKYMEHTOB.

43. ITopsinok mognucanus JOKyMeHTOB. DopMbl moanucanus 10KkyMeHToB. [loanucu



KaK COCTaBHasi 4yacTb psiia PEKBU3HUTOB.

44. TTopsanok coriaacoBanus JOKyMeHTOB. OdopMieHrne BHYTPEHHETO U BHEIITHETO
COIJIACOBaHUS.

45. ITopsaaok u ciocoObl YTBEPKICHHS TOKYMEHTOB.

46. IIpaBoBO€E peryiupoBaHHUe MIPOLECCOB IEKTPOHHOTO JOKYMEHTUPOBAHUS. DJIEKTPOHHAS
¢ poBast MOAIMUCH.

47. Pa3zBuTtHe yHU(UKAIUHN U CTAaHJAPTU3AIMH JOKYMEHTOB BO BTOPOii mosoBuHe XX B.

48. PazButue popmyisapa nokymenta B X VI-XX BB.

49. PexBU3UT «aznpecar», €ro 3Ha4YCHUE U COBPEMEHHbIE TPEOOBaHUS K O(OPMIICHHIO.

50. PekBU3UTHI, IPUIAIOIINE JOKYMEHTY FOPUIUYECKYIO CUITY.

51. Ponb 3akoHOAarenbHbIX akToB X VIII B. B yHU(UKAIMKN TEKCTa OTACTBHBIX BUIOB
JIOKYMEHTOB.

52. CnokHble KOMILJIEKCHI IOKyMEHTOB.

53. CocraB opraHM3alMOHHBIX JJOKYMEHTOB, UX XapaKTepUCTHKA.

54. CocraB ynocroBepeHus TOKyMeHTOB. [IpaBuiia oopMIIeHUS! pEKBU3HUTOB, YIOCTOBEPSIOLIIX
JIOKYMEHT.

55. Crioco6b! npecTaBieHusl YHU(PHUIIMPOBAHHBIX TEKCTOB (QHKETHI, TAOIULIbI, TpaapeTHbIe
TEKCTHI).

56. CreHorpadusi, TMKTOrpaMMbl U JIOTOIPaMMBI; X COBPEMEHHOE TPUMEHEHHE.

57. CyImHOCTb MOHATHSI «IOKYMEHT» U €T0 Pa3BUTHE.

58. TekcToBOE JOKYMEHTHPOBAHUE U ATAIIBI €70 PA3BUTHS.

59. TexHuueckoe JOKYMEHTHPOBaHUE U 00JaCTH ero MpuMeHeHHs. OCHOBHbBIE TPYIIITbI
TEXHUUYECKOH TOKYMEHTAIIUU U BUbl TEXHUYECKUX JOKYMeHTOB. [loHsTHE OpUrrnHaia B
TEXHUUYECKOHN TOKYMEHTALIUH.

60. TpeboBaHUs K KOHCTPYMPOBaHUIO OJ1aHKOB. Buspl O1ankoB. bianku opranu3zanmii u
HNPEINPUATHH pa3anuHbIX (OpM COOCTBEHHOCTH.

61. TpeGoBaHus K COCTaBICHUIO U O(DOPMIICHHUIO aKTa.

62. TpeboBaHUS K COCTABICHUIO U 0(hOPMIICHNIO HHPOPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB.
63. TpeboBaHUs K COCTAaBICHUIO U O()OPMIICHHUIO POTOKOJIA.

64. TpeGoBaHus K COCTaBIECHUIO U O(OPMIIEHUIO PACTIOPATUTENBHBIX TOKYMEHTOB.

65. TpeOoBaHUs K COCTABICHUIO U 0(DOPMITCHHUIO CITY’)KeOHOTO MHCchbMa. PasHOBHIHOCTH
IIUCEM.

66. YHU(pHKAIMA TEKCTa JOKYMEHTA KaK OJJHO U3 HalpaBJIEHUH €ro COBEPILIEHCTBOBAHMUSL.
YHuduuupoBaHHbIe TEKCTHI, METOAMKA UX Pa3pabOTKU U CIIOCOOBI MTPE/ICTABICHHUS.

67. YHuduuupoBaHHas cucTeMa OpraHu3allMOHHO-PACTIOPSIAUTEIbHON JOKYMEHTAIIUH.



68. danbcudukau 10KyMeHTOB. CIIocoObI MOAIETKH JIOKYMEHTOB

69. ®ononokymentuponanue. [losBienue, pazButue, npuMmeHenue. Kpurepuu neHHoCTH
(OHOTOKYMEHTOB.

70. ®opManu3anms TeKCTa JOKyMEHTa. Y HUPUKAIHS TEKCTa JOKyMEeHTa. MeTo bl yHU(DUKAITUH.
71. ®opMyIsip JOKYMEHTA M €r0 COCTaBHbIC YacTH. THAMBUTyaIbHBIN U TUTIOBOW (hOPMYIISIp

72. ®orogokymenTupoBanue. [losBienue, pazputue, npuMenenue. Kpurepuu neHHOCTH
($OTOIOKYMEHTOB.

73. YUepHOBUKH, NOJIMHHUKH, OPUTUHAJIBI JOKYMEHTOB. [[pr3Haku opuruHana.

74. DneMeHThI TeKCTa: 3arojI0OBOK, MPUIIOKEHHUSI, TPEOOBaHUS K MX O(OPMIICHHUIO.

75. JIMHrBUCTUYECKHE OCOOEHHOCTH TEKCTOB CIY)KEOHBIX TOKYMEHTOB.

Kputepuu onieHnBanus

IIIkana oneHNBAHUSA Kpurepnu oneHnBanus

«OMIUYHOY OLIGHKA  COOTBETCTBYET  IOBBIIIEHHOMY YPOBHIO M  BBICTaBIIACTCS
00yyaromemMycsi, €cJid OH IIyOOKO U MMPOYHO YCBOMJI IPOTPaMMHBIN MaTepHa,
UCUEpIIbIBAONIE, IIOCJIEA0BATEIbHO, 4YETKO M JIOTUYECKU CTPOHHO €ro
U3JaraeT, yMeeT Tec-HO YBI3bIBaTh TEOPHIO C IPAKTUKOH, CBOOOIHO
COpaBIAeTCS C 3aJadaMy, BONPOCAMH M JPYTUMH BUAAMU NPUMEHEHHS
3HaHUH, IpUYeM HE 3aTPyAHSETCS C OTBETOM NPH BHIOW3MEHEHMHU 3aJaHuH,
UCTIONIB3YET B OTBETE MaTepuall MOHO-TpapUUECKON JIMTEpaTyphl, MPaBUIBHO
000CHOBBIBACT NMPHUHATOE PELICHHE, BIAACET Pa3sHOCTOPOHHUMH HAaBBIKAMH U
IIpYEMaMH BBIIIOJIHEHUS IPAKTUYECKUX 3a1ad.

«xopouoy OIICHKa  COOTBETCTBYET  TMOBBIIIEHHOMY YypPOBHIO M  BBICTaBIAETCS
o0y4aromemycs, €clId OH TBEpJO 3HAaeT MaTepuall, FPaMOTHO U IO CYIIECTBY
u3jaraeT ero, He JOIyCKas CYLIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIPOC
WIA BBIOJIHEHWM 3aJaHui, MNPaBWIbHO MNPUMEHSET TEOPETUUECKHUE
MOJIOKEHUSI TIPU PEIIeHWH TPAKTUYECKHX BOMPOCOB M 3ajad, BIaaeeT
HEO0XOIMMBIMH HaBBIKAMH U IPUEMAMH UX BBIIOJIHEHHUSI.

«V0067IemBOpUmMenbHOY | OLICHKAa COOTBETCTBYET IOPOrOBOMY YPOBHIO U BBICTaBIIsIETCS 00yJaroImemMycs,
€CIIM OH HMEeT 3HAHUS TOJBKO OCHOBHOTO Marepuaja, HO HE YCBOWJI €ro
JeTajeid, JOMyCKaeT HETOYHOCTH, JIEMOHCTPUPYET HENOCTATOYHO MPaBHIIbHEIE
(GOPMYITHPOBKH, HAPYIICHNS JIOTHYECKOHW MOCIIEIOBATEIBHOCTH B M3JI0KECHUH
NPOrpaMMHOTO MaTepHaya, WCIBITHIBACT 3aTPyJHEHHS IpPU BBIIOJIHEHUH
MIPAKTHYECKUX paboT.

«He OIIEHKa BBICTABIISIETCS O00ydarolmeMycsi, KOTOPBIA HE JOCTHraeT MOpPOrOBOTO
YI0BJIETBOPUTEIHHO YPOBHS, AEMOHCTPUPYET HENOHHUMaHHE MPOOJEMBbI, HE 3HAET 3HAYMTEIBHOU
YacTH TPOTPaMMHOTO MarepHhaia, JONMYyCKaeT CyNIECTBEHHBIE OIINOKH,
HEYBEPEHHO, C OOJIBIIMMH 3aTPYAHEHUSIMH BBITIOJIHSAET MPAKTUYECKHe paboTHI.

2.2 THNMTOBOE TECTOBOE 3A/IAHUE

Ne TecroBoe 3aganue BepHbrit
(3TaJIOHHBIH)
OTBET
1 B kako¥i mocie10BaTeabHOCTH CIIEYET YKa3bIBaTh AJIEMEHTHI Otser: 2

MIOYTOBOTO aJpeca PeKBU3HUTA «Apecary (COTTIacHO MpaBHiIaM
OKa3aHHMs yCIyT MOYTOBOM CBA3M, ocTaHoBIIeHUE [IpaButenscTBa PO
ot 15.04.2005 Ne221)?




Bbi0epuTe 01MH NpaBUIbHBIN OTBET.
1) TTouToBBIi HHAEKC, HA3BAHKE YJIMIIBI, HOMEP J0Ma, HOMEP

KBapTHUPbI, HA3BaHUE HACEJIEHHOTO MTyHKTa (TOPO/I, TOCEJIOK, HA3BaHUE

paiiona, Ha3zBaHue oOnactu (kpas, AO, pecnyOauK, cTpaHa (s

MEXTYTOPOJHUX MOYTOBBIX COOOIIECHUI)

2) HasBanue yauiibl, HOMEp JI0Ma, HOMEp KBapTUPbI, Ha3BaHUE
HACEJICHHOTO IyHKTa (TOpOJI, ITOCENIOK, Ha3BaHUE pailoHa, Ha3BaHUE
obnactu (kpas, AO, pecryOiuK, cTpaHa (IUIsl MEXIyTOPOIHUX

IMOYTOBBIX COOOIIEHMH, IOYTOBBIA MHACKC

3) IlouToBBIil HHIEKC, CTpaHa (IJIsI MEXKITYTOPOJHUX OYTOBBIX
cooOuieHunit, Ha3Banue obnactu (kpas, AO, pecnyOnuK, Ha3BaHUE
HACEJICHHOT'O ITyHKTa (rOpo/I, OCENIOK, Ha3BaHUE pailoHa, Ha3BaHUE

YJIALIBI, HOMEP J0Ma, HOMEP KBAPTUPBI

Haiinure 1 ucnipaBbTe ommOKU B opopMIIeHUH PeKBU3UTOB «I pud OtBer: 2
YTBEPKIACHUS»:
Bri0epuTe 01uH NPpaBUJILHBIH OTBET.
1)
YTBEXIAIO:
I'maBa agMuHMCTpanUK
VYmpaBbl 3apeueHCKOro pailona
XKypasnes B.C.
« » 202 T
2)
Yr1Bepxkaaro:
Hupexrop OOO «Typuct»
N.B. 3aBropoanss
« » 202 T
3)
YTBEPXIEHO
25.12.202__ 1. Ne 184-p
Pacnopsixenrem riaBbl
AJMUHHCTpaLUU
4)YTBEPX/IEH
IIporokosiom CoBeTa JUPEKTOPOB
OAO «IIpodunb»
or 12.10.202 1. Ne 6
CooTHecuTe OHATHUSA U ONIPEEICHHUS. Ortser:
K kaknoi mo3uuum nepsoro croJiona noadepure 1-6
COOTBETCTBYHIIYIO MO3UIIMI0 U3 BTOPOI0 CTOJI0LA. 2-a
1 | CrpykTypHOE TIo/ipa3jielieHue, Ha a | apxuB 3-B

KOTOPOE BO3JIOKEHBI (PYHKIIUH I10
BEJICHUIO JIEJIOTIPOU3BOJICTBA, a TAKXKE
JM1a, OTBETCTBEHHBIE 32 BEACHUE
JIEJIONPOU3BOJICTBA B IPYTUX
N0JIpa3JeJICHUsIX OPraHu3allu.

2 | OpraHu3anus WM CTPYKTYpHOE 0 | cmyx0a

OCYICCTBIAIOIICC KOMITIJICKTOBAHUE,
YUCT, XPAaHCHUC U MCIIOJIb30BAHUC

noapa3acyICHUE OpraHu3aluu, JCJIOIIPOU3BOACTBA




APXUBHLIX TOKYMCHTOB

3 | FOpunnueckoe ninm gusudeckoe Juio, | B | GoHI000pa3oBaTehb
B TIPOIIECCE NIEATEILHOCTH KOTOPOTO
o0Opa3yercs JOKyMEHTaIbHBIN (OH]T

3anuunTe BhIOpaHHbIE OYKBBI 110/ COOTBETCTBYIOUIMMHU LU(ppamMu.
1 2 3

YcTaHOBUTE IPABUIIBHYIO MOCIEI0BATEIbHOCTh O(OPMIICHHS
MIEPBUYHBIX JOKYMEHTOB

1) HaumeHoBaH1e YKOHOMUYECKOTO CYObEKTa, COCTABHUBILIETO
JOKYMEHT

2) Cogepxanue pakTa X03HCTBEHHON KUIHU

3) [ara cocraBieHMs TOKyMEHTa

4) HaumeHnoBaHHe TOKyMEHTa

YxkaxkuTe 0TBeT B BH/e M0CJIe10BaTeIbHOCTH Hudp
BbIOPAHHBIX 3JIEMEHTOB (Yepe3 3ansTyI0)

Otser: 1,4,3,2

3anummTe NMOHATHE, 0 KOTOPOM MJET peyb.

JIOKYMEHT, aJIpeCOBaHHbII OpraHu3aluu Wiu
JOJKHOCTHOMY JIMILY € IPOCKOOM 0 pueme Ha paboTy, yBOJIbHEHHH,
IIepEeBOJIE, IPEI0OCTABICHUN OTIYCKA.

OrTBer:
3asgBieHue

B kakoli nocie10BaTeIbHOCTH CIIEYET YKa3bIBaTh 3JIEMEHTHI
MIOYTOBOTO aJpeca PeKBU3NUTA «Apecary (COTJIacHo MpaBuiiaM
OKa3aHHUs yCIIyT [IOYTOBOW CBA3M, ITocTaHOBIIeHUE [IpaBurenscTBa PO
otT 15.04.2005 Ne221)?

Bbi0epuTe 01MH NpaBUIIBHBIN OTBET.

4) T1o4TOBBII MH/ICKC, HA3BAHHE YIIUIIBI, HOMEP J0Ma, HOMEP
KBapTUPBI, HA3BaHUE HACEJIEHHOTO ITyHKTa (FOpOJI, IOCETIOK, Ha3BaHUE
pailoHa, Ha3BaHue obnactu (kpas, AO, pecryOauK, cTpaHa (Juis
MEXyTOPOJHUX MOYTOBBIX COOOIIEHHIA)

5) Ha3Banue ynuiibl, HOMEp JI0Ma, HOMEp KBapTUPhI, HA3BaHUE
HAaCEJICHHOTO MyHKTa (TOpo/i, MOCENIOK, Ha3BaHUE pailoHa, Ha3BaHUE
obnactu (kpasi, AO, pecriyOnuK, cTpaHa (JU1sl MEXIyTOpPOIHUX
IOYTOBBIX COOOIICHMM, TOYTOBBIA HHIECKC

6) IlouToBBIi MHIIEKC, CTPaHA (U1 MEXKITYTOPOJAHUX TTOYTOBBIX
cooOuieHui, Ha3BaHue obnactu (kpas, AO, pecniyOiMK, Ha3BaHUE
HACEJIEHHOT'0 MyHKTa (TOpoJ, MOCEN0K, Ha3BaHUE paliOHa, HA3BaHUE
YIIMILBI, HOMEp AO0Ma, HOMEp KBapTHUPHI

OtBeT: 2

Haiiaure u ucnpapbTe ommOKM B 0pOPMIIEHUN PEKBU3UTOB
«'pud yrBepKaeHUNN»:

1)

YTBEXIAIO:

I'maBa agMHUHUCTpAILIIH
VYnpassl 3apedueHcKoro paiioHa
XKypasnes B.C.

« » 202 T.

OtserT: 2




2)

Yr1Bepxkaaro:

Hupextop OO0 «Typuct»

N.B. 3aBropoaHss

« » 202 1.
3)
YTBEPXIEHO

25.12.202 1. Ne 184-p
Pacnopsixennem riaBbl
AJIMUHUCTpALIMKI

4)YTBEPXJEH

[Ipotokomom CoBeTa TUPEKTOPOB
OAO «IIpodunby»

or 12.10.202 1. Ne 6

Kakoii BapyaHT (pOpMYyTHPOBKHM NYHKTA PACIOPSAAUTEIbHOM

YacTH NMPHUKAa3a ABJseTCH NPAaBUIbHBIM?
Bri0epuTe 0quH NPpaBUJIbLHBIH OTBET.

1) 'maBHOMY OyXTantepy MOArOTOBUTH M MPEACTABUThH HA
YTBEPKJIEHUE CMETY PACXOJ0B Ha KOMaHAUPOBKHU B 2024 r. B CpOK 110
20.01.2024.

2) I'maBHomy Oyxranrepy Jmurpuesy I1.JI. moaroroButs u
IIPE/ICTaBUTh HAa YTBEPKJIECHUE CMETY PacX00B Ha KOMaHAUPOBKHU B
2024 r. B cpok 10 20.01.2024.

3) I'maBromy Oyxrantepy OOO «Arat» [1.JI. [ImurpueBy
MIOArOTOBUTH M NPEACTABUTH Ha YTBEpKIeHUE B cpok a0 20.01.2024
CMETY pacxoJI0B Ha KOMaHIUPOBKH B 2024 T.

4) IMopyuuts rnaBHOMY Oyxranrepy Jmutpueny I1.JI. moaroroButs
U IPEJCTaBUTh Ha yTBepxkAeHue B cpok J10 20.01.2024 cmeTy pacxonos
Ha KOMaHJIUPOBKHU B 2024 1.

OtBeT: 2

CmupHoB A.A. — HauvajbHUK oOTHena JenomnpousBojactea OO0
«PaccBer». PykoBoaurens opranuszanuu: reHepanbHbii qupektop C. 5.
Kosanés. Ceroans cocrosuicst coBer aupektopoB OOO «Paccsery,
00cyKaanoch HpeoOpa3oBaHUE CTPYKTypbl oOecTtsa. PemieHo, uro
¢uHaHCOBBIM oOTAEN M Oyxrantepus OOBEAUHSIOTCS B  OJHO
CTPYKTYpHOE Nojpa3zeneHue ((GUHaHCOBOE yIpaBlIeHUE), PYKOBOJCTBO
KOTOpBIM MoOpydaercsd rinaBHoOMy Oyxranrepy A.B. JloBakuny.
Cekperapckue IODKHOCTH pykoBojacTBa OOmiecTBa BBIBOAATCS U3
MOJAYUHEHUS  CIY>KOBI  JENONPOU3BOACTBA U OOBEIUHSAIOTCS B
CaMOCTOSITENIbHOE ~ CTPYKTYpPHOE  MojpaszfiefieHHe  (cekperapuar).
PykoBoacTBO cekperapmaToM MOpydaeTcsi MOMOIIHHUKY T'€HEpPaIbHOTO
mupekropa H.JO. Manununy.

Kakoii pacriopsiiuTenbHbIN TOKYMEHT HEOOXOIUMO COCTaBUTbH ISt
pelIeHns JaHHOW IPOU3BOACTBEHHON CUTYaIu?

Otser: [Ipukas

[EN

Nucnekrop kanuensipun 3A0 «Cupuyc» U.M. Pycakosa B
COOTBETCTBHUH C ITPUKA30M I'€HepalibHOro aupekTopa ot 12.03.2025 Ne
45 nomxna 6b11a k 12.04.2025 npoBecTu 3KCrepTU3y HEHHOCTH
JIOKYMEHTOB, XPaHSILUXCS B KaHLEJIApUU. B cBsI3u ¢ [uTenpHON
Oone3Hblo 3aBeaytomei kanuensipueit .M. Pycakosa ucnonnsinia ee
00513aHHOCTH U HE CMOTJIA BBIIOJIHUTH MMOPYYEHHE B CPOK.

Ortser:
OOBsicHUTENbHY
10 3AIHUCKY




[Tocne BbIxosa Ha padoTy 3aBenyromias KaHIEIsIpruel moTpedoBana
ot M.. PycakoBo#l COCTaBUTh

JUis1 perenunst Ce30HHBIX MPOOJIEM pa3BUTHUS arpOIpPOMBIIIIIICHHOTO
KoMmIuiekca B BopoHexxckoil o6imactu He06X0IMMO OpraHu30BaTh
CBOEBPEMEHHYIO YOOPKY ypoxkas, 00pabOTKy ITOYBHI M TOCEB O3MMBIX
CEJIbCKOXO035CTBEHHBIX KYJIBTYP.

Kosnernn MunucTepcTBa arpolnpoMBIIIIIIEHHOTO KOMILIEKCA U
IIPOOBOJLCTBHS BopoHekckoi 001acTH HEOOXOIMMO U3AaTh
«O06 opranuzanuu paboT 1Mo yOopke ypoxkas u
MOCeBY KyJIbTYp B 2025 rogy».

OrTBer:
ITocTanoBnenue

CooTHecuTe IMOHATHS U OIIPCACIICHUS.

K kaxaoii no3umum nepBoro croyidua noadepure
COOTBETCTBYIOIILYIO MO3UIIUIO U3 BTOPOIO CTOJIOHA.

1 | CtpykTypHOE Moapa3aeieHue, Ha a | apxuB
KOTOPOE BO3JIOKECHBI (PYHKIIUH I10
BEJICHUIO JETIONPON3BO/ICTBA, a TAKKE
JIMIIA, OTBETCTBEHHBIC 32 BEJICHUEC
JIEJIONPOU3BOJICTBA B IPYTHX
MIOJIPA3JICJICHUSIX OPTaHU3AIUH.

2 | Opranu3anus Win CTPYKTypHOE 0 | cyx0a
HOZIpa3/ieieHNe OpTraHu3aIiH, JEJIOIPOM3BOICTBA
OCYILIECTBIISAIOIIEE KOMIUIEKTOBAHHE,
y4eT, XpaHeHHE U UCTIOJIb30BAHUE
APXUBHBIX TOKYMCHTOB

3 | FOpunnueckoe nnm gusndeckoe auio, | B | GoHI000pa3oBaTeb
B TIPOIIECCE JIEATETLHOCTH KOTOPOTO
o0Opa3yercs JOKYMEHTaIbHBIN (OH]T

3anummTe BeIOpaHHbIe OYKBBI 1TOJI COOTBETCTBYIOIIMMHU U(PPAMH.
1 2 3

OTBeT:
1-0
2-a
3-B

[EEN

VYcTaHoBHTE TPaBUWIIbHYIO TIOCIIEI0BATENBHOCTH OOpMIIEHUS
IIEPBUYHBIX JJOKYMEHTOB

1) HaumeHoBaHNE S KOHOMHUYECKOTO CYObEKTa, COCTABUBILIETO
JOKYMEHT

2) Conepxanue dakta X03IMCTBEHHOM KU3HU

3) Jlata cocraBieHus JOKyMeHTa

4) HaumeHoBaHMe TOKyMEHTa

YkaxuTe OTBET B BH/IE MOCJIe10BATEJIbHOCTH U(P

BbIOPAHHBIX 3JIEMEHTOB (Yepe3 3anATyI0)

OtseT: 1,4, 3,2

[EEN

Haiinure ommbku B oopmiieHHH GJIaHKOB:
Bri0epuTe 0AMH NpaBUIIbLHBII OTBET.

Munucreperso odpasosanus PO
: } i Mex KO/ IbHbII
YuedHO-1POH3BOACTBEHHbII
HEHTP
Ha Ne

2)

OtBeT: 1




N
]

CAPATOBCKAS NOPOJACKAA AYMA

NPOTOKOA

3)

T 3A0 «Mudopmannonubie
” TEXHOJIOIHH YIIPAB/ICHH»
np. Jlenuna, 81, ExarepunOypr, 620000

Tesn.: 183-15-01, ¢axc: 183-18-36

Email: ...

OKIIO 03415612

Ne

Ha Ne ot

[EEN

YcTaHOBHTE PAaBUIIBHYIO ITOCIIEA0BATEIBHOCTD JICIIONPOU3BO/ICTBA B
MpHUKa3ax:

1) Ipsik nenan Ha TOKYMEHTE MTOMETY «BBITTHCATH)

2) CocraBieHue MPOeKTa OTBETHOT'O JOKYMEHTA

3) IlocrymiieHue 10KyMeHTa B IPUKa3

4) IlocrymieHre JOKYMEHTA B CTOJ UJIH MOBBITHE

5) Hoknan apsKy o jaene

6) Beinecenue mpurosopa

YkaxuTe 0TBET B BH/I€ MOC/I€10BATEJILHOCTH (PP BHIOPAHHBIX
3JIEMEHTOB (Yepe3 3anATyI0)

OTtBeT:
3,1,4,25,6

[EEN

B TeueHne kakoro BpeMEHH IMOUICKUT PETUCTPALIUN THCbMEHHOE
oOparieHue, MoCTyNUBIIEe B FOCYJapCTBEHHBII OpraH, OpraH MECTHOTO
CaMOYITIPABIICHUS WU JOJDKHOCTHOMY JIMILY:

Bbi0epuTe 01MH NpaBUIIbHBIN OTBET

1) ogHOTO NTHSA

2) naTH THeH

3) Tpex nHel

Ortser: 3

Kak Ha3pIBalOTCS COLIUANIBHBIE CETH, MO3BOJIAIOIINE OTACIbHBIM
JMIaM 1 KOMITaHUSAM O0IIaThCs JPYT € APYTOM U OOMEHUBATHCS
JAHHBIMU IIPU TIOMOIIH J1eJI0BOTO (hopyMa U IpYTUX CPE/ICTB
KOPHOPaTUBHOI'O B3aUMOAEHCTBHUSI?

Ortser:
Kopnoparushsie
COLIMAJIbHBIE CETU

[EN

Buapl cBenenunii, KOTOphIE AAIOT BO3MOKHOCTH KOCBEHHO JIMOO
HAMPSIMYIO UACHTHPHUIIMPOBATH TPAKIAHIHA U B OTJICIBHBIX CITydasx
MOJTYYUTh O HEM JIOTIOJIHUTEIbHYIO HH(POPMAITUIO

Bbi0epuTe 01MH NpaBUIIbHBIN OTBET.

1) craTucTUyeckue TaHHbIE

2) nHpOPMAaLIMOHHBIE TaHHBIE

3) cexkpeTHbIE TaHHbBIS

4) nepcoHabHbIE JTAHHBIE

OtserT: 4

[EN

I'ocynapcTBeHHBIN OpraH, MyHULMIIAJIbHBIN OpPraH,
IOPUINYECKOe UM (prU3nYecKoe JIMI0, CAMOCTOSITENbHO MIIK COBMECTHO
C IpYrUMHU JIMLIaMU OpPTaHU3YIOLUeE U (MIM) OCYIIECTBIISIONINE
00paboOTKy MEePCOHATBHBIX JAHHBIX, a TAKXKE ONPEIEIIONIUE eI
00pabOTKH EPCOHAIBHBIX IaHHBIX, COCTaB EPCOHAIBHBIX JaHHbIX,

Otser: 3




MOAJIeXKAIUX 00paboTKe, AecTBUS (OTepaIii), COBEPIIIAEMBIE C
MEePCOHANBHBIMU JIaHHBIMU
Boi0epuTe 01MH NPaBUIbHBII OTBET.
1) pyKOBOAUTETh MEAUIIMHCKON OpraHU3alluK
2) MEIMIIMHCKAs cecTpa MpoLeIypHOro kabuHera
3) omepaTop nepcOHaIbHBIX JAHHBIX
4) MUHUCTp 3/1paBOOXPAaHEHUS

N

Jlannble, KOTOpbIE OMYOJIMKOBAaHBI B OTKPBITHIX HCTOYHUKAX C Ortger: 4
0 | cormacus BnaaembIla, OTHOCATCS K
Bbi0epuTe 01MH NPABUJIbHBIH OTBET.

1) cnenuaabHBIM

2) OMOMETPUYECKUM

3) 3aceKkpeueHHbIM

4) 001IeTOCTYITHBIM

2 Uro HE Bxoaut B cornacue B nmucbMeHHOU popme rpaxaannHa Ha | Oter: 3
1 | 06paboTKy ero nepcoHaIbHBIX JaHHBIX

BobiGepuTe 01MH NPaBUJIbHBII OTBET.

1) bammmro, uMs1, OTYECTBO

2) aapec cyObeKTa

3) Homep 0aHKOBCKOM KapThl

4) HOMep JOKYMEHTA, YAOCTOBEPSIOIIErO €ro JINYHOCTh

2 B xakom cinyuae HE HyxHO nucath cornacue Ha 00paboTKy Ortsert: 2
2 | IepCOHANBHBIX JTaHHBIX

Bri0epuTe 0quH NPpaBUJILHBIH OTBET.

Bapuants! oTBeTa:

1) npu nogaye TOKYMEHTOB Ha peOeHKa B LLIKOJIY

2) npu TpyAOYCTpOICTBE

3) npu 3aKII0OYEHUH KPEIUTHOTO 1I0TOBOpa ¢ 6aHKOM
4) HY>)KHO BO BCEX NEPEUYHNCIECHHBIX CIIydasx

Kpurepun onenuBanus

% BepHBbIX pelieHni (0TBETOB) IIIxana oueHUBaHUA
85-100% «OMAUYHON

70-84% «XOpouio»

51-69% «y00871emMEOPUMENILHOY
50% u meHee «HE YJIOBJIETBOPUTEIBHO

2.3 MIPUMEPHAS TEMATUKA KOHTPOJIbHBIX PABOT 11O IUCHUIIJIMHE

1. ConepxaHue v Ha3HAYEHHE IEIIOMPOU3BOACTBA.

2. OpranuzanroHHbie (OPMBI JEIOMPOU3BOICTRA.

3. Cnyx0a enonpou3Bo/ICTBA, LIETH U 33/1a4H, PYHKIIMOHAIBHOE COAepKaHHE A TEIbHOCTH.
4. 3akoHonatenbcTBo Poccuiickoit denepannu B chepe nuHGopManuu U JOKYMEHTAIIHH.

5. 3aKOHOIATENHCTBO 00 PJEKTPOHHOM MOITHUCH.

6. Byl 2JIeKTpPOHHOM NOJAIKMCH U MOPSAOK UX TPUMEHEHUS.




7. HopmatuBHbIi fokyMeHT «lIpaBuia nenonpon3BoacTBa B GpefaepalibHBIX OpraHax
VCIIOJIHUTEJILHOM BJIaCTU», €r0 Ha3HAUYEHHUE.

8. HanroHanbHble CTAaHIAPTHI 110 YIIPABICHUIO TOKYMEHTAMHU.

9. HopmaTuBHBIE IPAaBOBbBIE aKThI OpraHa BIACTH, PEIIIAMEHTHPYIOLIUE OpraHU3alnio paboThl ¢
JIOKYMEHTaMH.

10. MHCTpYKIIHS IO I€TOMPOU3BOJICTBY, HOPMAaTUBHAS U METOAMYECKast 0a3za pa3paboTKu
MHCTPYKLUU 110 JEJIONPOU3BOACTBY.

11. bnank noKyMeHTa, BUJbl OJAHKOB COCTaB PEKBU3UTOB OJAHKA.

12. CocTaB peKBU3UTOB yIOCTOBEPEHH S, OPSAAOK UX O(POPMIICHHUS.

13. CiyxeOHbIe OTMETKH Ha JOKYMEHTE, TOPAIOK UX 0POPMIICHHS.

14. Cuctema opraHu3alliOHHO-IIPABOBOM TOKYMEHTALUH, HA3HAYEHHUE U BUI0BOI COCTaB
JIOKYMEHTOB.

15. [loHsiTHE HOPMATUBHOI'O IIPABOBOI'O aKTa, BUbl HOPMAaTUBHBIX ITPABOBBIX aKTOB
(denepanbHbIX OPraHOB UCIIOIHUTEIbLHON BIACTH.

16. JlomkHOCTHAS! MHCTPYKIIHSI, HA3HAYEHUE TOKYMEHTa, COCTaBlIeHHE U 0(hOpMIICHHE.

17. IIpouenypa corinacoBaHus JOKyMEHTOB, €€ Ha3HAUE€HUE, BHEIIIHEE U BHYTPEHHEE
COIJIaCOBAHUE.

18. BuznupoBaHue JOKyMEHTOB, 0OCOOEHHOCTH BU3UPOBAHUS PACHIOPSAIUTENbHBIX JOKYMEHTOB.
19. Cuctema pacnopsiAMTENbHON TOKYMEHTAllMU, Ha3HAUYE€HUE U BUI0BOM COCTAaB IOKYMEHTOB.
20. CocraBnenue u ohopMiIeHHE IPUKA3a 10 OCHOBHOM JIESITEIbHOCTH.

21. Tlopsinok JOKYMEHTHPOBaHUS KOJUIErHaIbHOH (COBEIATENbHOI) AeITEeIbHOCTH.

2322. IIpoTokoi 3acenanusi, BUABI IPOTOKOJIOB, COCTaBIIeHHE U 0OPMIICHHUE.

23. Cucrtema UH(POPMALIMOHHO-CITPAaBOYHOM TOKYMEHTAIlMU, Ha3HAUE€HUE U BUJIOBOM COCTAaB
JIOKYMEHTOB.

24. JlenoBoe NMCbMO, Pa3HOBUIHOCTH JEJIOBBIX ITUCEM.

25. CocraBnenue u oopMIIEHHE JEIOBOTO MHUChMa.

26. TekcT ynpaBieHYeCKOro JOKyMEHTa, 00II1e TpeOOBaHMS K COCTABICHHUIO TEKCTa
JIOKYMEHTA.

27. AKT KaK BUJ] IOKyMEHTa, Pa3HOBUIHOCTU aKTOB, OCOOCHHOCTH COCTaBJICHUS U O(OPMIICHHS.
28. IloHaTre 1OKyMEHTO0O0POTa, KAUeCTBEHHBIE U KOJIMUECTBEHHBIE TapaMeTPhbl
JIOKyMEHTO000pOoTa.

29. IIpyHUIMIIBI palMOHATBHOM OpraHu3aluy T0KyMEHTO000poTa.

30. OcHOBHbIE ATaMbl JBUKEHUS TOCTYNAIOIIUX TOKYMEHTOB.

31. OcHOBHBIE 3TaNbl ABUKEHUS OTHPABISEMBIX JOKYMEHTOB.

32. ®opMbI U METO/IbI COBEPILIEHCTBOBAHUS TOKYMEHTOO00OPOTA.



33. HazHaueHue 1 1Ieu perucTpauy JOKYMEHTOB, IPUHIUIIBI PETUCTPAIUH.

34. CTpyKTypa perucTpalliOHHOI0 HOMEpPa NOCTYNAIOIINX, OTIPABIISAEMbIX U BHYTPEHHUX
JIOKYMEHTOB.

35. OcHOBHBIE PEKBU3UTHI PETUCTPAITMOHHBIX (hOpM.

36. OcoOEHHOCTH perucTpaly OTASIbHBIX BUIOB JOKYMEHTOB (IIPHKa3, JEJI0BOE MHUCHMO).
37. Opranu3aiioOHHbIE OCHOBBI KOHTPOJISI UCIIOJHEHMSI TOKYMEHTOB (IIOPYUYEHMUIA).

38. TexHOJIOTUSI KOHTPOJIS UCTIOIHEHUS IOKYMEHTOB (TIOpy4eHUi).

39. Cpoku UCHIOTHEHUS IOKYMEHTOB, BUIbI CPOKOB, OPSAIOK UCUUCIICHUS CPOKOB UCIIOTHEHUS
JIOKYMEHTOB, MOPSIIOK MEPEHOCa CPOKa UCTIONHEHUS JOKYMEHTA.

40. OcHOBHBIE 3Tallbl KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB (IIOPY4YEHHUI).

41. Opranuzanusi paboThl UCIIOJIHUTENIS C JOKYMEHTaMHU.

42. HopMaTHBHBIE OCHOBHI M 00IIIME IPUHLIUIIBI OpraHU3aluu paboThl ¢ 0OpallleHusIMHU TpaxaaH
43. Buasl oOpalieHuii rpaxaaH, 0COOEHHOCTH PaCCMOTPEHUSI OOpaIlleHHid TpaxaaH
Poccuiickoit @enepanuu.

44. IloHsTHE IEHHOCTU JOKYMEHTA, KPUTEPUH LIEHHOCTU JOKYMEHTOB, CPOKH XPaHEHUSI
JIOKYMEHTOB.

45. Opranu3zanus u IOpsA0K MPOBEICHUS IKCIEPTU3bI IICHHOCTH IOKYMEHTOB OpraHa BIACTH.
46. Cpoku XpaHeHUsI TOKYMEHTOB, KAaTETOPUHU JOKYMEHTOB, BBIAEISAEMBIX IO CPOKaM XPaHEHUS,
CPOKM XPaHEHUs AJIEKTPOHHBIX JEI.

47. Ilepeynn TOKyMEHTOB CO CPOKAMM XPAHEHHUs, UX IPUMEHEHHE B JEIONPOU3BOACTBE.

48. HomeHkuaTypa Jies1 oprasa BJIacTH, GyHKIIMHA HOMEHKIATYpPhI A€, IPUHLUIBI ee
MOCTPOEHUS.

49. ®opma HOMEHKJIATYpHI JeJl, OCHOBHBIE ATAlbl €€ pa3pabOTKU HOMEHKJIATyphl JEll.

50. IIpaBuna cocTaBiieHUs 3aroJIOBKOB €]l HOMEHKIIATYPBI JEIl.

51. CornacoBanue 1 yTBEpKAECHUE HOMEHKIIATYPBI A€Jl, CPOK AEUCTBHUS HOMEHKIATYPHI JI€T, €€
BEJICHUE U KOPPEKTUPOBKA.

52. ®opMupoBaHue A€ B ICTOMPOU3BOICTBE, OCOOCHHOCTH (HOPMHUPOBAHHMS B JI€NIa OTACIbHBIX
KaTeropuil 10KyMEHTOB.

53. Buapb! onucelt €1, OCHOBHBIE IIPUHIUIIBI U IOPSAOK COCTABJICHUS OMMCEN eIl

54. JInyHOE Ae10 roCyIapCTBEHHOIO TPayKJaHCKOTO CIY>KAIIero, COCTaB TOKYMEHTOB Jiefa,
0COOEHHOCTH €ro (POpPMHUPOBAHUS.

55. Opranusanus paboThl M0 YHUYTOXKEHHUIO JOKYMEHTOB C UCTEKIIMMH CPOKAMH XPaHEHHUS.
56. OdopmiieHue Jies Ipy UX Nepeaaye Ha apXUBHOE XpaHEHHE.

57. llonstue «uHPOPMAIIMOHHAS CUCTEMA YIIEKTPOHHOTO JTJoKyMeHToobopoTtay (CDJ10),

¢bynkuu CO/10.



58. HopmatuBHbIe TpeOOBaHUS K HHPOPMAIIMOHHBIM CHCTEMaM 3JICKTPOHHOTO
JOKYMEHTO000pOTa.

59. TloHsATHE «AIEKTPOHHBIN JOKYMEHT», OCHOBHBIE IPUHIIMIIBI OPraHU3allUuU PabOThI C
3JIEKTPOHHBIMH IOKYMEHTAaMHU B JIEJIONPOU3BOJICTBE.

60. HazHaueHue cucTeMbl MEXBEJOMCTBEHHOTO AJIEKTPOHHOTO IOKyMeHTooOopoTa (MD10),

ctpykrypa MO/1O.

IIpnMepHbIe NpaKkTHYeCKHe 3a1aHUA:

IIpakxmuyeckoe 3a0anue: cocmasums NPUKa3

Hupekrop OOO «CeBepublii TpaH3ut» BenuamuHoB Erop ['enHanpeBud mnopyuui
COCTaBUTh IIPHUKa3 IO ciexymoolieMy Bompocy. B mpukaze tpebyercs nopyuuth Bnaaumupy
Anekceesuuy JlnanoBy, Hukonaro Auronosuuy Casupckomy u Annpero [lerposuuy Kynemosy
COCTaBHUTh MPOEKT (PMHAHCOBOTO OTYETa /s Kopropauuu «YpanHedreraz». Homep nokymenra

1-342 ot 12 max 2014 rona.

HpakmuquKoe 3a0anue.; cocmasums npuxkas

Bl — mHauvanbHuk oraena jenomnpousBojactBa OOO  «Paccser». PykoBoaurtens
opranuszanuu: resepanbHblii qupektop C.5. KoBanés. CeromHs coCTOSICS COBET AMPEKTOPOB
opsiackoro OO0 «PaccBet», 00cykaanock mpeodpa3zoBaHue CTPYKTyphl obuiecTBa. Pemeno, uto
(buHAHCOBBIM oOTHEN U Oyxraiarepus OOBEIUHSIOTCS B OJHO CTPYKTYpHOE MOJIpa3/ieleHue
(¢punancoBoe ympaBiieHHE), PYKOBOACTBO KOTOPBIM IOpydYaeTcs IJIaBHOMY Oyxrantepy A.B.
JloBakuny. Cekperapckue TOJDKHOCTH PYKOBOJcTBa (OOIIECTBa BBIBOASTCS M3 TOMYWHEHUS
CIIY’KOBI JIJIONPOU3BOJICTBA U OOBEIUHSIIOTCS B CAMOCTOSITENIBHOE CTPYKTYPHOE IMOJIpa3/ieiieHne
(cexperapuar). PykoBoJCTBO cekpeTapuaToM MOpy4aeTcsi IOMOLIHUKY TeHEpaTbHOTO AUPEKTOPA

H.IO. Manwnmuny. KonTponupoBaTh UCTIOJHEHUE TIPUKa3a OYyAETe BHI.

Ilpakmuyeckoe 3a0anue: ogopmums  obvaAcHumenvnyio  3anucky. Cocmasumo
pesonyuro.

B 3A0 «Bpemena roma» ObuUla IpoBeleHa PEBU3HS, B pe3yjbTaTe KOTOpOHl Obuin
BbISIBJIEHBI HEOOOCHOBAHHBIE 3aTPaThl HA OPraHU3alUIO JIEJIOBbIX MeponpusiTuil. B cBsa3u ¢ aTum
mupektop 3A0 «Bpemena roma», 3aperucrtpupoBaHHoro B I. bpsncke, H.II. Copoxun
3aTpe0oBall OOBACHUTENBHYIO 3alUCKy OT riaBHoro Oyxranrepa A.E. ManunoBoii. Panee
JUPEKTOPOM OBbLIT M3JIaH MpUKa3, B KOTOPOM PYKOBOJUTENH CTPYKTYPHBIX MOJpa3AesieHuil npu
OpraHM3ali JEIOBbIX MEpPONpUATUN OOs3BIBAINCH MpeAcTaBiIsATh B Oyxranteputro 3A0

AOKJIAAHBIC 3allUCKU C YKa3aHUEM CMCTHI pPacxoJOB HC IIO3OHEC 10 JHEH [0 Hadajia



COOTBETCTBYIOILIETO  Meponpustus. Jupektop  mopyuumn — OyxraiaTepud  MPOBOJIUTH
(¢uHaHCHpPOBaHKME AETOBBIX MEPONPHATHHA HAa OCHOBAHMU €ro pe3oironuu. OIHAKO TIIaBHBIN
Oyxranrtep npoduHaHCHpPOBajIa KOMaHAMPOBKY HadaimbHHKA othena cObita E.C. Tuxonosa 6e3
pesomonuu  aupektopa. Ot guna rmaBHoro Oyxranrepa A.E. MaHmiIoBoW cocTaBbTe
OOBSCHUTENIBHYIO 3alHMCKY, TJ€ YKaXHUTe, YTO OIiaTa OcCyllecTBiIeHa B cBsizu ¢ 10-aHEeBHOMN
3apy0eKHOW KOMAaHIUPOBKOW JTUPEKTOPA.

Pe3omronms cocTaBiseTcs IMPOU3BOJIBHO.

IIpakmuyeckoe 3adanue: cocmasbme u 0popmume 00BACHUMENLHYIO 3ANUCKY

Wucnexrop kanuenspun 3A0 «Cupuyc» WM. PycakoBa B COOTBETCTBUM C NPUKA30M
reHepanbHoro nupekropa ot 12.03.2005 Ne 45 nomkna Obuta k 12.04.2005 mnposectu
9KCHEPTU3y LEHHOCTH JOKYMEHTOB, XpPaHAIIMXCS B KaHLUeNspuu. B cBA3M ¢ uinTesnbHON
6ose3Hbio 3aBenyrouieil kanuenspueit M.J. PycakoBa ucnonHsuia ee 0053aHHOCTH U HE CMOTIJIa
BBIIIOJIHUTh IOpydeHHe B cpok. Ilocie BbIxoma Ha paboTy 3aBeAyrollas KaHILEIspuen

norpebosaina ot M.M. PycakoBoil 00bSCHUTENbHYIO 3aIIUCKY.

IIpakmuueckoe 3adanue: cocmasums 0e1080€ NUCbMO

BbI — HavanpHMK OTAENA JEIONPOM3BOJICTBA OONaAMUHUCTpanuu. Buepa nposenen 9 B
roay npesuanyM kosuieruu npu ['ydbepuarope bpsuckoit obmactu A.B. Tumodeere. Hauanbuuk
ropuanueckoro oraena E.P. CunuH BHeC IpenoKeHUE MO peopraHu3aluy aJIMHUHUCTPALMA
bpsiackoit obnactu B [IpaBurensctBo bpsiHckoit obnactu. I'yGepnatop bpsiHckoit obmactu A.B.
TumodeeB cipocui JOKJIAIUMKa O KOJIMYECTBE 3aMmecTuTeseil ['yoepHatopa B HOBOM CTPYKTYpE,
IPEJIOKUI COKPaTUTh MX Ha 2 enuHuupl. [lopydeHo ympaBieHHIo Mo KaapoBoil padore k |
kBaprany 2017 roma mNOArOTOBUTH MPOEKT peopranusaunuu. HauvanpHuKy [nenapraMeHTa
¢unancos I1.E. BnacoBy mpocunTath pacxo/isl o peopranusanuu ko Il ksapramy 2017 rona.

Bam Heob6xoaumo Hanucath nucbMo Ha ums IIpeacenatens bpsiHckoit obnactHoi Jymbl
A.E. EnuceeBa 3a TOANUCHIO Baliero pPyKOBOAWTENS — 3aMectutens [ 'ybepHaropa
A.A.Ilono3zoBa. B nuceme, cornacuo 3amnpocy u3 Jymer (Ne 1-342 oT cerogHsiiHero yucia) —

HpOI/IH(bOpMI/IpOBaTB Enuceesa o TOM, YTO MMPOU3OLIJIIO Ha MPE3UTUYMC.

IIpakmuueckoe 3a0anue: 0popmums NOIHBLIL NPOMOKOL NO NPEOTIOHCEHHOU CUMYAYUU.

B 3A0 «/lBurarensy cocTosioch 3acefaHue TexHudeckoro Cosera mpu I'eHepaibHOM
mupektope T.Jl. I'maronese moj ero npejcenaTesibcTBOM, B IPUCYTCTBUU Bcex uieHOB CoBera
(16 yenoBek) u cexperapst Cosera. CoBeT 00Cy»kaal BONpochl 0 cocTosiHuu padotel 3A0 3a

IOpoUIeINil roag W mepcrnekTuBbl pa3BuTHs OOmiectBa B OyaylieM ToJy, O BBITOJIHEHUU



IIPOrpaMMBbl  BBITYCKAa MPOAYKIMM M ee peanusaunuu. [lo mepBomy Bompocy IOKIan Ienan
3amectuTenb ['eHepanpHoro aupexkropa K.A. PycnaHoB, KOTOpeli Jan  pa3BEpHYTYIO
XapakTepUCTHKy JnesTenbHOocTH OOmecTBa, OTMETHJI pacIIMpPEHHE COTPYTHHYECTBA» C
naprHepamu B Ipyrux pernonax. K. A. PycnaHoB 1nonokmia O NOAIMCAaHUM COTJIALICHUS C
yHUTapHbIM npeanpustueM «TypOouna» u ero mnepcnektuBax i OO6mectBa. CoBeT NMPUHSI
pelIeHre O 3aKIIUeHUH JoroBopa ¢ mpeanpustueM «TypOuHa» O BBITyCKe 3amyacTedl Juis
CEJIbCKOXO03sMCcTBEHHOW TeXHUKH. Kommepueckuil aupekrop AnToHOB M.K. nonoxun o
COOJIIOJICHUH TUIAHOB Pealn3aliy TOTOBON MPOJIYKIIMH, OTMETUB MPU 3TOM TPH Cllydasi CPbIBOB
IOCTaBKU M HapylieHuss OOLIecTBOM CBOMX 0053aTeNbCTB U3-32 HENPAaBHJIBHOW KOMIUICKTAllUU
3aKa30B. IIpUYMHONM TAaKOro IIOJNIOXKEHHUS SBUJIOCH OTCYTCTBHUE COBPEMEHHOIO CKJIAaICKOIO
oOopynoBanus. Pemenne mo BTOpoMy BoOIpocy coiepxkano mnopydeHue Kommepueckomy
nupexktopy AHTOHOBY M.K. moAaroroButh 00OCHOBaHHME MpPOEKTa PEKOHCTPYKLUHM CKIIAAa

MPEITPHUITHSL.

Ipakmuyeckoe 3a0anue: cocmagums O1AHK HOMEHKIAMYPbl 0ell U PEeKGUIUNbL
HOMEHKJIATYPHI JIeN 10 TeKCTa.
Odupma: 6psckoe OO0 «Paccser», HomeHnkiarypa aen Ha 2017 roa. Hupexkrop OO0 —

Anrton UBanosuy Tenerux.

IIpakmuyeckoe 3adanue: cocmasums omeem 6 uoe 0e108020 NUCbMA HA 0OpaujeHue
2PAdCOaHUHA.

B kaHuemsipuio KoOMMeEpyecKoro OaHKa «ATJIAHTUYECKUMH TpaH3uT» 27 sHBaps
T.I.IIOCTYIWJIO MHUCbMO OT TpaxnaHuHa UBana EprenveBnua TyxkukoBa. OH mnpocur
PYKOBOJCTBO ©OaHKa MpPEJOCTaBUTh €My O€CHpOLEHTHYI0 CCyay Ha MaTh JeT («Ha
notpedutensckue nenan»). CoctaBbTe OTBET OT JUIa JUpeKTopa OaHka AHapes MarBeeBuda
TutoBa, re U3BECTUTE 3asABUTENS, UTO CPEAM MOTPEOUTEIBCKUX KPEIUTOB OaHKa MOJOOHBIX
KPEIUTHBIX ITPOTYKTOB HET.

O3HaKOMUTCS C KPEIUTHBIMH TPEAJIOKEHUSIMH MOXXHO B oduce Oanka (bpsHCk,

yin.BepHazckoro, 4, od. 3) uiu Ha caiite OaHka: www.a-tranzit32.ru

IIpakmuyeckoe 3adanue: no02omogumv NYOIUYHOE GbICMYNIEHUE NO NPeONONCEeHHOU
cumyayuu.

IloaroToBUTH NOKJIAL O CBOEH IPyINIE OT UMEHHM CTAPOCTHI IPYMIIbI Ul BBICTYIUIEHUS Ha
Bcepoccuiickom cnére crtapoct. B BbICTyIJIEHMHM O3BYYUTh Y4YeOHYI0O U BHEYy4EOHYIO

NeSTeNIbHOCTD TPYIIIBI, 0OCOOEHHOCTH CIIeUaIN3aluu, Oyayline KapbepHble MePCIEKTUBBI.



IIpakmuueckoe 3adanue: cocmagbme u oopmume 3asa6ienue Ha OMNYcK
Bbl — nHauanbHuK opranuszannoHHoro otnaena OOO «Cucrema-bpsHck». D10 Bai
OCHOBHOM OTITYCK, KOTOPBIX BBl Oepere Ha 30 mHei ¢ 12 aBrycra T.r. 3aMeCTUTEINb TUPEKTOPA 110

kagpam OOO — Oner UBanosuu Kopo6GoB.

IIIxama onieHnBaHus

IlIxaja oneHUBAHUS Kpurtepuu oueHuBanus
COMIIUYHOY OOyuarommiics TITyOOKO U COIEepKAaTENEHO PACKPBIBAET TEMY KOHTPOJIBHON paboTHI,
HE JOMycTHB omHO0K. OTBET HOCUT Pa3BepHYTHII U HCUEPIIBIBAIOLINI XapaKTep.
«xXopouioy OOyJaromuiics B IeJIOM PacKphIBAeT TEMY KOHTPOIBHOM
paboThL, OHAKO OTBET HE HOCHUT Pa3BEPHYTOrO M MCUEPIIBIBAOIICTO XapaKTepa.
«Y008IECMBOPUMETLHOY OOGy4aronuiics B LEJIOM PAaCKpPBIBAET TEMY KOHTPOJIbHOW pabOThl U AOITYCKAET Psi

HeTO‘IHOCTeﬁ, @parMeHTapHo PACKPBIBACT COACPIKAHUC TCOPECTUICCKUX BOIIPOCOB
WK UX paCKpbIBACT COACPIKATCIBHO, HO JOIYCKAasA 3HAYUTCIIbHBIC

HETOYHOCTH.
«He OOyyaromuiicst He BIaJeeT BEIOpaHHOI TeMOM KOHTPOJIbHOM paboThl. Tema
yaogﬂemgopumeﬂb;{o» KOHTpOJ'H:-HOﬁ pa6OTI>I HC pacKpbITa

2.4 IIPUMEPHBIE TEMbI TOKJAJOB (PE®@EPATOB) 110 JUCHUIIJIMHE
1. Pa3BuTHe 3akoHOAATENBHOW periaMeHTalu padoThl ¢ JOKyMeHTaMu B Poccuiickoii

®enepanuu B 1990- 2013 rr.

2. AHanu3 MHCTPYKUMM IO JEJIONPOU3BOJCTBY (HAa NMpHUMEpe HHCTPYKIMM KOHKpPETHOU
OpraHu3aIim)
3. AHanmu3 JOJDKHOCTHBIX HMHCTPYKUMH paOoTHHkOB cinyxObl JIOY (Ha mnpumepe

MHCTPYKUUN KOHKPETHOTO YUPEKICHUS).

4. AHanu3 CTpyKTYypbl U (QYHKIUH CIy>KOBI JEJIONPOU3BOACTBA (Ha IMpHUMEpPEe KOHKPETHOU
OpTaHU3aIlHH).

S. Opranuzanus padotsl ciryx6b1 JJOY (Ha npuMepe KOHKPETHOM OpraHu3alum).

6. Opranuzanus J0KyMeHT0o000poTa (Ha mpuMepe KOHKPETHOH OpraHMu3alii) U OCHOBHBIE

HaIrpasJICHHA €TI0 COBCPUICHCTBOBAHUA.

7. Opranu3zaiys perucTpauuu J0KyMEHTOB (Ha MpuMepe KOHKPETHOW OpraHU3aIim).

8. MeToapl opraHM3alii KOHTPOJISL 3a MCIIOJIHEHHEM JIOKYMEHTOB INpU TPaAULIMOHHOM
JEIIONIPOU3BOICTBE.

9. Opranu3zanus paboTsl ¢ 00palleHUsIMU TPaKIaH B TOCYAAPCTBEHHBIX YUPEKICHUAX.

10.  Meronuka cocTaBICHHUSI HOMEHKIIATYPHI JIEJ YUPEKACHUSI.

11.  IIpoOGnemsl S3KCHEPTU3bI HEHHOCTH JOKYMEHTOB B JICJIONIPOU3BO/ICTBE.

12.  OmpIT opranu3anuu paboThl C JOKYMEHTaMH 3a pyOeKOM.




Kputepuu onenuBanust

IIxana oneHUBaHUA

Kputepun onenuBanus

«OMIAUYHOY OOyuaronuiicst TITyOOKO M COJIEpIKATEIbHO PACKPBIBAET TEMY JOKIIana
(pedepara), He momycTUB OMKMOOK. OTBET HOCUT PA3BEPHYTHIN U
VCYEPIIBIBAIOIINI XapaKTep

«XOpouto» OOyuJaromuiics B IIEJIOM pacKpbIBaeT TeMy Jokiana (pedepara),

OJTHAKO OTBET XOTsI OBl HA OJIMH M3 HUX HE HOCUT Pa3BEPHYTOTO U
MCUEPIBIBAIOIIETO XapaKTepa.

«VO0BTIeMBOPUMENLHOY

OOyuJaromuiics B 1IEJIOM pacKphIBaeT TeMy Jokiana (pedepara) u
JIOIYCKAET Pl HETOYHOCTEH, )parMeHTApPHO PACKPHIBAET
COJICpKaHNE TEOPETHUCCKUX BOTIPOCOB HIIH UX PaCKphIBACT
COZIEPIKATENIbHO, HO IOMYCKasl 3HAYUTEIIbHBIC HETOYHOCTH

3. IOKA3ATEJIM OHEHUBAHUS KOMIIETEHIIUI HA PA3JIMYHBIX
ITAITAX UX ®POPMUPOBAHUA, JOCTUXKEHUE OBYYAIOIIIUMUCA
INJTAHUPYEMBIX PE3YJIbTATOB OBYUYEHUS 11O AMCIUIIVIMHE (MOY JIIO)

YK-1CriocobeH ocymecTBIsITh TOUCK, KPUTUYECKUH aHATN3 ¥ CUHTE3 UHPOPMAIMH, TPUMEHSTH
CHCTEMHBIN TTOJIXOI/UISl pEHICHHsI MOCTABJICHHBIX 33134

dran Kputepum onieHuBaHus
(YpPoBeH | Hey/10BJIE€TBOPUTEIBHO | Y/IOBJIETBOPUTEIb X0poIIo OTJIMYHO
b) HO

3HATH Obyuaromuiics Obyuaromuiics OObyuaromuiics OO0yuarormuiics
JEMOHCTPHUPYET MOJTHOE | IEMOHCTPUPYET JEMOHCTPUPYET JIEMOHCTPHUPYET
OTCYTCTBHE W HETIOJIHOE YacTUYHOE MOJTHOE
HEIOCTATOYHOE COOTBETCTBHE COOTBETCTBHE COOTBETCTBHE
COOTBETCTBHE CIIEIYIOIINX CIICAYIOIINX CIIEIYIOIINX
CIICIYFOIIIUAX 3HaHUM: cOopa, 3HAHUU: cOOpa, 3HaHUM: cOopa,
3HAHWIA: OCHOBHI cOOpa, | aHau3a, aHanm3a, aHanm3a,
aHanmu3a, KJIacCU(UKANU 1 KJaccu(puKauy 1 KJaccu(puKaluy 1
KJIaccu(UKauu 1 cUCTEeMaTH3alH cUCTEeMaTH3aluH CUCTEMaTHU3aLUH
CHUCTEMAaTH3aLUU WHPOPMAIIH, UHQOpMAITUH, WHPOPMAITUH,
MH(POPMAIUH, OLECHKH OLIEHKHU OLICHKH OLIEHKH
s¢dhexTuBHOCTH a¢dhexTuBHOCTH 3¢ hekTUBHOCTH a¢hexkTuBHOCTH
JIOKYMEHTAIIHOHHOTO JIOKYMEHTAIIMOHHOT | JOKYMEHTAIIHOHHOT | JJOKYMEHTAIIHOHHOT
obecrieyeHus 1 0 obecrieyeHus 1 0 obecrieyeHus 1 0 obecrieyeHus u
JIeJIOTIPON3BOJICTBA B JIEJIOTIPOM3BOJICTBA | JEJIONIPOM3BOJICTBA | JEJIONPOU3BOCTBA
roCyJapCTBEHHON U B FOCYJapCTBEHHONW | B rOCYJapCTBEHHOW | B rOCYJapCTBEHHOU
MYHUIMIIATEHON cepe | U MyHHIMIATBEHON U MYHUIIMIIAIBHON | U MyHMIIMIIAJILHOMN

ctepe cdepe cthepe

yMeTh OOyuaromuiics He OOyuarommuiics Oo6yuaromuiics OOyuarommuiics
yMeeT UM B JEMOHCTPHPYET JEMOHCTPHUPYET JEMOHCTPHUPYET
HEJI0OCTATOYHOM HETIOJIHOE YaCTUYHOE MOJTHOE
CTETIEHH yMEeeT COOTBETCTBHE COOTBETCTBHE COOTBETCTBHE
OCYIIECTBISTE OO, CIIEYIOIINX CIICAYIOIINX CIIETYIOIINX
aHanus, YMEHUI: YMEHUI: YMEHHUI:
KJIacCU(UKALNIO U OCYILIECTBIISTD OCYILECTBIIAT OCYILIECTBIIATD
CHCTEMaTH3aLUI0 cOop, aHanms, cOop, aHanus, cOop, aHanms,
WHQOPMAITUH, OLICHKY KIACCU(UKAIMIO U | KIaCCUPHUKANNIO M | KIACCUPHUKALIUIO 1
3 dexTrBHOCTH CHCTEMAaTHU3AIUIO CHCTEMaTHU3AIUIO CHCTEMATH3AIUIO
JOKYMEHTAIIHOHHOT'O MHPOPMAIIH, nHpOpMaLUH, UHPOPMALUH,
oOecreyeHns u OIICHKY OIICHKY OIICHKY
JIETIONPON3BOJICTBA B a¢dexTuBHOCTH b GEKTUBHOCTH 3 HEKTHBHOCTH




TrOCy/IapCTBEHHOH H

MYHHUITUIATBHOU chepe

JIOKYMEHTAI[HOHHOT
0 obecrieueHus 1
JIeJIOTIPOU3BOCTBA
B rOCyZapCTBEHHOU
Y MyHULIUIAIBHOU

chepe

JIOKYMEHTAI[HOHHOT
0 obecrieueHus 1
JIEJIONPOU3BOICTBA
B IOCYJJapCTBEHHOU
1A MyHUIIUTAIBHON

cthepe

JIOKYMEHTAIHOHHOT
0 obecnieyeHus 1
JIETIOTIPOU3BOCTBA
B rOCYJapCTBEHHOU
Y MyHULIMIAJIBHON

chepe

BJIA/IETH

OO0yyaromuiics He
BIIaJICET WU B
HEJI0CTAaTOYHOU
CTEIICHU BJIAJCET
METOJaMH 1

TEXHOJIOTHSIMH cO0pa,

aHaJIN3a,
KJIacCU(UKAINU 1
cUcTeMaTr3aliu

nH()OPMAITUH, OIICHKH

3¢ pekTUBHOCTH
JOKYMCHTAIMOHHOT'O
obecrieueHus U
JIEIIONIPON3BOJICTBA B
TrOCyIapCTBEHHOU U

MYHHIIUTIATBHOH chepe

OO0yyaromuiics
BJIAJICCT B
HETNOJITHOM 00BbeMe U
MIPOSIBIISIET
HEJ0CTAaTOYHOCTh
BIIA/ICHUS
METOJIaMH H
TEXHOJIOTHSIMH
cOopa, aHaNIN3a,
KJTaccu(uKauy u
CUCTEMaTHU3aluu
WHPOPMAIIH,
OIICHKH
a¢dhexTuBHOCTH
JOKYMCHTAIlMOHHOT
0 obecrieyeHus U
JIEIIONPOU3BO/ICTBA
B rOCY1apCTBEHHOM
Y MyHULIUTIIAIBHON

ctepe

OO0yuaromumcs
JIOTTYCKAIOTCS
HE3HAYNTEIIbHBIC
OIIIMOKHU,
HETOYHOCTH,
3aTpyJHEHHS,
YaCTHYHO BIIaJICCT
METOIaMH U
TEXHOJOTHAMU
cOopa, aHanm3a,
KJIacCU(pUKAINN U
CHCTEMATH3AIUN
nH(popMaIuy,
OIICHKU

3¢ (HeKTUBHOCTH
JIOKYMEHTAI[HOHHOT
0 obecrieueHUs U
JIEJIONPOU3BOICTBA
B F'OCYIApCTBEHHOM
1A MyHUIIUTAIBHON

chepe

OO0yyaromuiics
cBO0OOJTHO
MPUMEHSIET
MOJyYCHHBIC
HABBIKH, B ITOJIHOM
oOBpeme BiIajieeT
METOJaMH U
TEXHOJIOTHSIMH
cbopa, aHanm3a,
KiTaccuukaniy u
CUCTEeMaTHU3alu1
WHPOPMAIUH,
OIICHKH
a¢dhexkTuBHOCTH
JOKYMCHTAIIMOHHOT
0 obecrieyeHus u
JIEJIOTIPOU3BOJICTBA
B rOCy1apCTBEHHOM
Y MyHULUIIAIBHON

cthepe

OIIK-4 CriocobeH pa3zpabarbIBaTh MPOEKTH HOPMAaTHUBHBIX MPABOBBIX aKTOB Bedepe mpodeccrnoHanbHoR
JIeATENbHOCTH, OCYILECTBIIATH UXIIPABOBYIO M aHTUKOPPYIIIIMOHHYIOIKCIEPTU3Y, OIICHKY
PETYJIUPYIOUIEr0 BO3ICHCTBHS M MOCIEACTBII HX MPUMEHECHHUS

3HATb

OO6yuarommuiics

JIEMOHCTPHUPYET TMOJTHOE

OTCYTCTBUE WU
HEJIOCTAaTOYHOE
COOTBETCTBUE
CIEAYIOLIUX
3HAHWH: OCHOBHEIC
3aKOHOJATEIbHBIE U
HOPMAaTHBHO-
METOJIMYCCKHE

JIOKYMEHTBI B 00JIaCTH

JIOKYMEHTAI[AOHHOTO
oOecrieueHust
YIPaBICHUAS U UX

OCHOBHBIE TPEOOBaHHUS

— TepMI/IHOHOI‘I/IIO B
obnact
JIOKyMeHTaHI/IOHHOFO
oOecrieyeHust
yIpaBICHUS; —

b

TpeOoBaHU K OJaHKaM

" COCTaBYy PCKBU3UTOB
ACJIOBBIX TOKYMCHTOB;

COBpEMEHHBIE
MPOIIECCHI B 00JIaCTH
rOCyJJapCTBEHHOTO

JISIIONPOU3BOJICTBA —

OO0yyaroimuics
JIEMOHCTPHUPYET
HEIIOJIHOE
COOTBETCTBHUE
CIICIYFOIIAX
3HAHHNI: OCHOBHEIE
3aKOHOATEIbLHEIE U
HOPMAaTHUBHO-
METONYECKHE
JIOKYMCHTBI B
obmactu
I[OKyMeHTa]_[I/IOHHOF
0 obecreueHust
YIPaBJICHHUS U UX
OCHOBHBIC
TpeOoBaHUS; —
TEPMHUHOJIOTHIO B
obnact
)IOKyMEHTaI_H/IOHHOF
0 obecrneueHus
yIpaBICHUS; —
TpeOOBaHM K
OJIaHKaM U COCTaBY
PEKBU3UTOB
JCIIOBBIX
JIOKYMEHTOB;
COBPEMEHHBIC

OO0yuaromuiics
JEMOHCTPHUPYET
YaCTUYHOE
COOTBETCTBHE
CITEAYIOIINX
3HAHUN: OCHOBHBIE
3aKOHOJATEIbHEIE U
HOPMaTHUBHO-
METOIMUYECKHE
JIOKYMEHTBI B
obracTu
IlOKyMeHTaHI/IOHHOF
0 o0ecIieueHus
yIpaBICHUS U UX
OCHOBHBEBIC
TpeOoBaHUsI; —
TEPMHUHOJIOTHIO B
obnactu
JIOKyMeHTaHI/IOHHOF
0 obecrieueHus
yIpaBICHUS; —
TpeOOBaHUS K
OJIaHKaM U COCTaBYy
PEKBU3UTOB
JCIIOBBIX
JIOKyMEHTOB;
COBPEMEHHBIE

OO6yyaroruiics
JIEMOHCTPHUPYET
IIOJIHOE
COOTBETCTBUE
CIICIYFOIINX
3HAHUNA: OCHOBHBIE
3aKOHOJATEIbHEIE U
HOPMAaTHUBHO-
METONYECKHUE
JIOKYMCHTBI B
obmactu
I[OKyMeHTaHI/IOHHOF
0 obecnieueHust
YIpaBJICHUS U UX
OCHOBHBIC
TpeOoBaHUS; —
TEPMHUHOJIOTHIO B
obGmactu
)IOKyMeHTaHI/IOHHOF
0 obecneyeHus
YIPaBICHUST, —
TpeOOBaHUS K
OJIaHKaM U COCTaBy
PEKBU3UTOB
JCIIOBBIX
JIOKYMEHTOB;
COBpPEMCHHBIE




OCHOBHBIC BUJIBI
OpraHu3aIMOHHO-
paclopsAUTENBHBIX
JIOKYMEHTOB, UX
KJTacCH(DHUKAITHIO,
METOJIUKY UX
COCTaBJICHHS U

0 OopMIICHUS; OCHOBBI
AIIEKTPOHHOTO
JOKYMEHT0000pOoTa,
HA3BaHUS OCHOBHBIX
cucrem COJI —
0COOEHHOCTH
odopmiIeHUS
JIOKYMEHTOB JIJIst
BHEIIIHEH U BHYTPEHHEH
KOMMYHUKAIUX ISt
peleHus 3a1aq
MEXITMYHOCTHOTO U
MEXKKYJIBTYPHOIO
B3aNMOJICHCTBHUS

MPOIIECCH B
obnactu
roCyAapCTBEHHOTO
JIEJIOTIPON3BOJICTBA
— OCHOBHBIE BUJIBI
OpTraHu3aIOHHO-
paciopsIUTENBHBIX
JIOKYMEHTOB, UX
KJTaccu(pHUKaITHIO,
METOJIUKY HX
COCTaBJICHHUS U

0o OpMITCHNS;
OCHOBBI
3IIEKTPOHHOTO
JIOKyMEHT0000POTa,
HA3BaHUS OCHOBHBIX
cucrem COJI —
0COOEHHOCTH
odopmiteHUS
JOKYMCHTOB JIJIs1
BHEIIHEN U
BHYTPEHHEU
KOMMYHUKAIIAX JJI5
peleHus 3a1a4y
MEXIIMIYHOCTHOTO U

MIPOLIECCHI B
obmactu
rOCyJapCTBEHHOT'O
JIeJIOTIPOU3BOJICTBA
— OCHOBHBIE BUJIBI
OpTraHU3aIMOHHO-
pacmopsAUTEIbHBIX
JIOKYMEHTOB, UX
KJTacCH(PUKAITIIO,
METOJIUKY HX
COCTaBIICHHUS U

0 OpPMIICHHS;
OCHOBBI
3NIEKTPOHHOTO
JIOKyMEHT0000pOTa,
Ha3BaHUS OCHOBHBIX
cuctem COJI —
0coOeHHOCTH
odopmITeHUS
JOKYMCHTOB JIJI1
BHEIIIHEN U
BHYTPECHHEU
KOMMYHHKAIIAN IS
peluieHus 3aaa4q
MEXIIHYHOCTHOTO U

MPOIIECCHI B
obnactu
rOCYJapCTBEHHOTO
JIEJIOTIPOU3BOICTBA
— OCHOBHBIE BUIBI
OpraHu3aIOHHO-
paciopsAUTEIBHBIX
JIOKYMEHTOB, UX
KJTaccu(puKaIuio,
METOJIUKY MX
COCTaBJICHUS U
o(hopMITCHHS;
OCHOBBI
3IIEKTPOHHOTO
JTOKyMEHT0000pOTa,
HA3BaHUS OCHOBHBIX
cucrem COJI —
0COOEHHOCTH
odopmiteHUs
JOKYMCHTOB JIA
BHEIIHEHN U
BHYTPECHHEH
KOMMYHHUKAIIAA JJI5T
peleHus 3a1a4y
MEXIIMIHOCTHOTO U

MEXKYJIBTYPHOTO MEXKYJIbTypHOTO MEXKYJIbTypHOTO
B3aNMOJICHCTBHUS B3aUMOJICHCTBHUS B3aNMOJICHCTBHS
yMeTh OO0yyaromuiics He OO0yyaroimuiics OOyuaromutics OOyuaromuiics
yMEeT WK B JEMOHCTPHUPYET JEMOHCTPUPYET JIEMOHCTPHUPYET
HEIOCTATOYHOM HETIOJIHOE YaCTUYHOE MOJTHOE
CTETIeHH yMeeT COOTBETCTBHE COOTBETCTBHE COOTBETCTBHE
0QOPMIISTH PEKBU3UTHI | CIETYIOLINX CIICAYIOIINX CIIEIYIOIINX
JIEJIOBBIX TIOKYMEHTOB; | YMEHUM: YMEHUM: YMEHUI:
— TIPaBUIILHO oQOopMIIITH odopMIIITH 0 OpPMIIATH
COCTaBJISTH U PEKBU3HUTHI PEKBHU3UTHI PEKBU3HUTHI
odopmisITe HanboIee JIEJIOBBIX JIeTTOBBIX JIEJIOBBIX
Ba)KHBIE JTOKYMEHTHI JIOKYMEHTOB; — JOKYMEHTOB; — JIOKYMEHTOB; —
CUCTEMBI MIPAaBUIBHO MIPaBUIILHO MIPaBHIIBHO
OpraHU3alMOHHO- COCTaBJIATh U COCTaBIISITh U COCTaBIIATh U
pacropsAUTEIbHON 1 opopMIIITH odopmIIATH 0QOpPMIISTH
UHQOPMaIIOHHO- HanboJee BaKHbIC HanOoJiee BaKHbIC HauboJee BaXHbIE
CIIPaBOYHOI JIOKYMEHTBI JIOKYMEHTBI JIOKYMEHTBI
JOKyMEHTAIluU B CHCTEMBI CHCTEMBI CHUCTEMBI
COOTBETCTBHH C OpTraHu3aIOHHO- OpTraHU3aIMOHHO- OpraHu3aIOHHO-
HOPMAaMH U NIpaBUJIaMU; | PaCHOPSAUTENBHON | PaCHOPSAUTEIBHON | paclopsaAuTENbHON
— aHaJIM3HPOBATH 1 MHQOPMALMOHHO- | U MH)OPMALMOHHO- | ¥ HH(POPMALIMOHHO-
JIOKyMEHTOOOOPOT H CIIPAaBOYHOM CIIPaBOYHOM CIIPaBOYHOMU
PEKOMEH/IOBATh JIOKyMEHTAIIH B JIOKYMEHTAIINH B JIOKyMEHTAIIH B
pELIEeHNUs 0 ero COOTBETCTBHH C COOTBETCTBHH C COOTBETCTBHH C
ONTHMHU3ALINU; — HOpMaMHU U HOpMaMu U HOpMaMU H
pabotath ¢ MIpaBUJIaMU; — MIpaBHJIaMU; — MpaBUIIaMU; —
JIOKyMEHTaMH B aHAIN3UPOBATh aHAJIM3UPOBATDH aHAJIM3UPOBATH
KOMITBIOTEPHBIX JOKYMEHTO000pOT U | JOKYMEHTO000pOT U | JOKYMEHTO000pOT U
mporpaMmmax PEKOMEHIOBATh PEKOMEHIOBATh PEKOMEHIOBATh
pEelIeHus 1o ero pelIeHuns 1o ero pELIeHNs IO ero
ONTUMHU3ALINU; — ONTHMU3ALIUY; — ONTUMHU3ALNN; —
paboTatb ¢ paboTaTth ¢ paboTath ¢




JOKYMCHTaMHU B

JAOKYMCHTaMHu B

JOKYMCHTaMU B

KOMITBIOTEPHBIX KOMITBIOTEPHBIX KOMITBIOTEPHBIX
nporpamMMax nporpammax nporpamMmmax

BJaajerh | OOyuarommiics He OObyuarommuiics Obyuatomumcst Obyuarommuiics
BIIaJIeeT WU B BIIaJICeT B JIOTTYCKAIOTCSI cBOOO/IHO
HEJOCTaTOYHOU HETIOJTHOM 00BeMe M | HEe3HAUNTEIIbHBIC IpUMEHSET
CTEIICHU BIIaJICET TPOSIBIISCT OLINOKH, MOJTyYCHHBIC
HaBBIKAMH BEICHHUS HEJIOCTATOYHOCTh HETOYHOCTH, HaBBIKH, B TOJTHOM
HEOOXOIMMO¥ BIIQ/ICHUS 3aTpyJHEHHS, oOBpeme BiIajeeT
JOKyMEHTAIIH I10 HaBBIKAMU BEACHUS | YaCTWYHO BIAJECT | HABBIKAMU BEIACHUS
CO3/IaHHIO CHCTEMBI HEO0OX0IUMOi HaBBIKAMU BEJCHUS | HEOOXOAUMOIt

obecrievyeHus KauecTBa
Y KOHTPOJIS ee
a¢dexkTuBHOCTH; —
YBEPEHHBIM HaBBIKOM
odopMIIeHUS HanOoJIee
Ba)KHBIX TOKYMEHTOB
CUCTEMBI
OpTraHu3aIOHHO-
pacnopsIuTENbHON U
UHPOPMAIIOHHO-
CIIPaBOYHOU
JIOKyMEHTAITIH B
COOTBETCTBHH C
HOPMAaMH | NIpaBUIIaMHU
JUTSI pEeIIeHus 3a1a4
MEKITMYHOCTHOTO U
MEXKKYJIBTYPHOTO
B3aUMOJICUCTBHUS B
OyMaxHOM U
AJIEKTPOHHOM BHJIE

JIOKYMEHTAIMH IO
CO3JIaHHIO CUCTEMBI
obecrieyeHust
Ka4yecTBa U
KOHTPOJIS ee

3¢ (heKTUBHOCTH, —
YBEPECHHBIM
HaBBIKOM
odopmiteHUS
HauboJIee BaXKHBIX
JIOKYMECHTOB
CHUCTEMBI
OpraHu3alMOHHO-
pacnopsaIuTeNbHON
1 MH(POPMAIMOHHO-
CIIPaBOYHOU
JIOKYMEHTAIUH B
COOTBETCTBHH C
HOpPMaMH U
MpaBUIIaMU JIs
peleHus 3a1a4
MEXITMYHOCTHOTO U
MEXKYJIbTYPHOTO
B3aMMOJICHCTBUS B
OyMaxHOM U
SIIEKTPOHHOM BHJIC

He0o0X0ouMOoN
JIOKYMEHTAIIUHU TI0
CO3JIaHHIO CUCTEMBI
oOecrieyeHust
KayecTBa U
KOHTPOJIA ee

3¢ heKkTUBHOCTH; —
YBEPCHHBIM
HABBIKOM
odopmiteHUs
Han0oJee BaKHBIX
JIOKYMCHTOB
CHCTEMBI
OpTraHU3alMOHHO-
pacnopsIAUTENbHON
1 UH(OPMAIOHHO-
CIIPaBOYHOM
JIOKYMCHTAIIMU B
COOTBETCTBHH C
HOpMaMH H
MPABUIIAMH JUISI
peleHus 3a1a4
MEXITMYHOCTHOTO U
MEXKYJIETYPHOTO
B3aUMO/ICHCTBUS B
OyMa)kHOM H
JJIEKTPOHHOM BHJIE

JIOKYMEHTAIHH TI0
CO3JIaHUIO CUCTEMBI
obecnieyeHus
KayecTBa U
KOHTPOJIS ee

3¢ (HEeKTUBHOCTH; —
YBEPECHHBIM
HABBIKOM
odopmiteHUs
Hau0o0JIee BaXKHBIX
JIOKYMEHTOB
CUCTEMBI
OpraHu3aIlOHHO-
pacnopsaIuTebHON
1 MHPOPMAIOHHO-
CIIPaBOYHOU
JIOKYMEHTAIUH B
COOTBETCTBHH C
HOpMaMH U
MpaBUIIAMH IS
peleHus 3a1a4
MEXKITMYHOCTHOTO U
MEXKYJIbTYPHOTO
B3aNMMOJICHCTBHS B
OyMa)kHOM H
3JIEKTPOHHOM BHUJIC

OIIK-5 Crioco6eH ucmosb30BaTh B IPOPECCHOHANBHOHN e TeIbHOCTH HH)OPMAIOHHO-
KOMMYHHMKALIMOHHBIE TEXHOJIOTHH, TOCYIaPCTBEHHBIE 1 MYHHUIIMIIAIbHBIE MH()OPMAIIMOHHBIE CUCTEMBI,
MIPUMEHSTH TEXHOJIOTHH IEKTPOHHOTO NPaBUTEILCTBA U MPEJOCTABICHNS TOCYIapCTBEHHBIX
(MyHUIIMIIATIBHBIX) YCIYT

3HAThb

OO0yyvaromuiics
JEMOHCTPHPYET MOJTHOE
OTCYTCTBHE W
HEJI0OCTATOYHOE
COOTBETCTBHE
CJICYIOIINX

3HaHUU: MHPOPMAIHOH
HO-
KOMMYHUKAIIMOHHBIE
TEXHOJIOTHH,
TrOCY/IapCTBEHHBIE U
MYHHITUTIATEHBIE
HHGOPMAIMOHHBIC
CHCTEMBI, COBpEMEHHBIC
TEXHOJIOTHH

OO0yyvarommuiics
JIEMOHCTPHUPYET
HETIOJHOE
COOTBETCTBHE
CIIeTYFOIIUX
3HAHUM:
UHPOPMAIMOHHO-
KOMMYHUKAIIMOHHBI
€ TEXHOJIOTUH,
roCyJIapCTBEHHBIC U
MYHHIIUTIATEHBIE
WH(POPMAITMOHHBIC
CHCTEMEI,
COBpPEMEHHbBIE
TEXHOJOTHU

Oobyuatommuiics
JEeMOHCTPUPYET
YaCTUYHOE
COOTBETCTBHE
CIICAYIOIINX
3HAHWM:
WHPOPMAITUOHHO-
KOMMYHHKaIIMOHHBI
€ TEXHOJIOTHH,
rOCyJapCTBEHHBIE U
MYyHULHIATbHbIE
nHGOPMALMOHHbIE
CHCTEMBI,
COBpEMEHHbBIE
TEXHOJIOTHH

OOyuarommuiics
JEMOHCTPHUPYET
HOJTHOE
COOTBETCTBHE
CIIEIYIOMINX
3HaHUI:
WHPOPMAITMOHHO-
KOMMYHHMKALMOHHBI
€ TeXHOJIOTHH,
TOCYJIapCTBEHHBIE H
MYHUIHIIATbHBIE
WHPOPMaMOHHbIE
CUCTEMBI,
COBpEMEHHbBIE
TEXHOJIOTHH




3NEKTPOHHOTO 3IIEKTPOHHOTO 3JIEKTPOHHOTO 3JIEKTPOHHOTO
NPaBUTEILCTBA U MPaBUTEILCTBA U MIPABUTENLCTBA U MPaBUTEIHCTBA U
TIPUHIHATIBI TIPUHIIHTIBI TIPUHIHIIBT MPUHIHITBI
NpEAOCTaBICHUS NPeIOCTaBICHHUS MIPeJOCTaBICHHS MPeOCTaBICHUS
TOCYTapCTBEHHBIX TOCYIapCTBEHHBIX rOCYJapCTBEHHBIX rOCYJapCTBEHHBIX
(MyHUTIUITATEHBIX ) (MyHUIUITANBHBIX) | (MyHUOHIAIBHBIX) | (MyHHUIHITAIHHBIX )
yCIyT yCIyr yCIyT yCIyT
yMeTh OO0yyarommuiics He OO0yyaromuiics OOyuaromuiics OO6yyaromuiics
yMEeT HJIH B JEMOHCTPHUPYET JEMOHCTPHUPYET JIEMOHCTPHUPYET
HEJI0OCTATOYHOM HETIOJTHO® YaCTUYHOE MOJTHOE
CTETIEHN yMEeeT COOTBETCTBHE COOTBETCTBHE COOTBETCTBHE
UCIIOJIb30BaTh B CIIEYIOIINX CIICAYIOIINX CIIEYIOINX
npoheccHoHaTBHOM YMEHUI: YMEHU: YMEHUI:
JeSITeIbHOCTH WCIIOJIb30BaTh B HCTONB30BaTh B WCTIONB30BaTh B
MHQOPMAaIIIOHHO- npodeccCHOoHANBHON | TPOeCcCHOHAIFHON | IpodecCHOHATEHON
KOMMYHHKAIIHOHHBIC JIeSITeIbHOCTH JeSITEITBHOCTH JeSITeTbHOCTH
TEXHOJIOTHH, MH(POPMAITMOHHO- UH(POPMAIMOHHO- MHGOPMAITUOHHO-
rOCyJapCTBEHHBIE U KOMMYHHKAIIMOHHBI | KOMMYHHKALIMOHHBI | KOMMYHHUKAIIUOHHBI
MYHUIMITATEHBIC € TeXHOJIOTUH, € TEXHOJIOTHH, € TEXHOIIOTHH,
UHPOPMAIHOHHBIC TOCYJAPCTBCHHBIC H | TOCYJAPCTBEHHBIC U | TOCYAapCTBEHHbBIC U
CHCTEMBI; MYHUIIHIIATBEHBIC MYHUIIUTAIEHBIE MYHUIIHIIATbHBIC
MPUMEHSTh TEXHOJIOTHH | HHPOPMAIMOHHBIE | HHPOPMAIMOHHBIE | HHPOPMAIHOHHBIC
3IIEKTPOHHOTO CUCTEMBI; CHCTEMBI; CUCTEMBI;
NPaBUTEILCTBA U MPUMEHATH NPUMEHSATH MPUMEHSITh
NPEOCTaBICHUS TEXHOJIOTHH TEXHOJIOTHH TEXHOJIOTHH
TrOCYIapPCTBEHHBIX 3IIEKTPOHHOTO 3JIEKTPOHHOTO AJIEKTPOHHOTO
(MyHHLIMTIATILHBIX ) MPaBUTEILCTBA U NPaBUTEILCTBA U MPaBUTEIBCTBA U
ycIyr NPEOCTaBICHNUS NPEAOCTaBICHUS MPeIOCTaBICHHUS
rOCYIapCTBEHHBIX rOCYJapPCTBEHHBIX rOCYJapCTBEHHBIX
(MyHUIIMITANBHBIX) | (MyHUIHMIATBHBIX) | (MyHHUIIHIIATHHBIX )
ycIyr yCIyT ycIyr
Biaagerb | OOyuaronmiics He OO0yyaroimuiics OO0yuaromumcs OOyuaromuiics
BJIaJICeT UITU B BJIaJICCT B JIOTTYCKAIOTCS cBO0OJTHO
HEIOCTATOYHOM HETIOJIHOM 00beMe M | He3HAUUTEIIbHbIC MpUMEHSIET
CTETIeHH BJaJieeT MPOSIBIISIET omuoKwy, MOJTy4YeHHBIE
HaBBIKAMHU pabOTHI € HEJI0CTATOYHOCTh HETOYHOCTH, HaBBIKH, B TOJTHOM
UHPOPMAITHOHHO- BJIaJICHUS 3aTpy/AHEHUS, o0BbeMe BiIajeeT
KOMMYHHKAIIHOHHBIMU | HH(OPMAIIMOHHO- YaCTUYHO BJIaJeeT WHPOPMAITHOHHO-
CHUCTEMaMH, HABBIKAMHA | KOMMYHHKAIIMOHHBI | HHPOPMAIMOHHO- KOMMYHHKAIIHOHHBI
paboThI B MU CHCTEMaMH, KOMMYHHUKAIIMOHHBI | MU CHCTEMaMH,
WHPOPMAITUOHHBIX HaBBIKaMU pabOThI B | MU CUCTEMaMH, HaBBIKaMU paboTHI B
CUCTEMax WHQOPMAIMOHHBIX | HABBIKAMH pabOTHI B | MHPOPMAIIHOHHBIX
TrOCYJTApPCTBEHHBIX U cucrteMax HHPOPMALMOHHBIX | CHCTEMax
MYHHUIMIATBHBIX TOCYJApCTBEHHBIX U | CUCTEMax TOCYJapCTBEHHBIX U
POTpaMM, MYHUIHITIATEHBIX TOCYJAPCTBCHHBIX U | MYHUIIMIIATBHBIX
UCIIOJIb30BaHUS pOrpamm, MYHHUIUMATBHBIX MPOTpamMM,
3IIEKTPOHHOTO WCIIOJIb30BaHUS Iporpamm, WCTIONIb30BaHHUS
NPaBUTEILCTBA U AIIEKTPOHHOTO HCTIOJTB30BaHUS AJIEKTPOHHOTO
NPEI0CTaBIICHNUS MPaBUTEILCTBA U AJIEKTPOHHOTO MPaBUTEILCTBA U
rOCyJapCTBEHHBIX NPEIOCTaBICHNUS MIPaBUTENBCTBA U MPEIOCTaBICHHUS
(MyHHIIMTIATILHBIX ) rOCYJIapCTBEHHBIX MIPEIOCTABIICHHS rOCYJIapCTBEHHBIX
yCIIyr B (MyHUIIUTIATIBHBIX) | TOCYJAapPCTBEHHBIX (MyHUIIUTTATBHBIX )
npodeccuoHanbHON yCIyT B (MyHHMIIMTIATBHBIX) | YCIyT B
chepe npodecCHOHAIBHON | yCIIyT B npodeccuoHaNbHON
chepe npodeccuonanbHol | chepe

cepe




[1K-5 Brnagets ocHOBamu oOecriedeHus] HHPOPMAIIMOHHOW O€30MaCHOCTH B OpraHax BIAacTH U
peryarpoBaHus BOIPOCOB, CBA3aHHBIX C 00Pa0OTKOM U 3aLUTOH [1ePCOHANBHBIX JaHHBIX
rOCYIapCTBEHHBIX 1 MYHHLIUTAIBHBIX CITY>KaIIUX

3HATh OO0yyaromuiics OO0yuaromuiics OOyuaromutics OO0yyaromuiics
JIEMOHCTPHUPYET MOJTHOE | JIEMOHCTPUPYET JEMOHCTPHUPYET JIEMOHCTPHUPYET
OTCYTCTBHE WIT HETIOJIHOE YaCTUYHOE MOJTHOE
HEIOCTaTOYHOE COOTBETCTBHE COOTBETCTBHE COOTBETCTBHE
COOTBETCTBHE CIEAYIOMINX CIICAYIOIINX CIIEIYIOMINX
CIEAYIOLIUX 3HaHUI1: OCHOBBI 3HaHU: OCHOBBI 3HAHUI: OCHOBBI
3HAHUWA: OCHOBBI obecreueHus obecrniedyeHus obecrnieueHus
obecrieyeHust WHPOPMAITMOHHOW | HHDOPMAIMOHHOW | HH(GOPMAITUOHHOM
HH()OPMAITHOHHOH 0e301acHOCTH B 0e30IacHOCTH B 0e301IacHOCTH B
0e30MacHOCTH B opraHax BJIACTH, opraHax BJIACTH, opraHax BJIaCTH,
opraHax BIacTH, BOTIPOCHI, BOIPOCHI, BOIIPOCHI,
BOIIPOCHI, CBSI3aHHBIC C | CBS3aHHBIE C CBSI3aHHEBIE C CBsI3aHHBIE C
00paboTKOM M 3amUTON | 00pabOTKOM M 00paboOTKOH 1 00paboTKOH 1
MEPCOHAJIbHBIX JaHHBIX | 3allUTON 3aIUTON 3aIUTON
rOCYapCTBEHHBIX U MEPCOHATBHBIX MEPCOHATBHBIX MEPCOHATBHBIX
MYHUIIMATEHBIX JTAaHHBIX JAHHBIX JTAaHHBIX
CITYKaIIUX TOCYJAPCTBEHHBIX U | TOCYJAPCTBEHHBIX U | TOCYJAPCTBCHHBIX U
MYHHIIATIATBHBIX MYHHUIUTIATBHBIX MYHHIIUATATBHBIX
CITYKAIIHUX CITy’KaInX CITY)KaIIUX
yMeTh OObyuaromuiicst He Obyuaromuiics OObyuatommuiics OO0yuaromuiics
yMEET WK B JIEMOHCTPHUPYET JEMOHCTPHUPYET JEMOHCTPHUPYET
HEIOCTATOYHOM HETIOJIHOE YaCTUYHOE MOJTHOE
CTCTICHH yMEEeT COOTBETCTBHE COOTBETCTBHE COOTBETCTBHE
obecreynBaTh CIIEYIOIINX CIICAYIOIINX CIIEYIOINX
UHQOPMAITMOHHYIO YMEHUM: YMEHUI: YMEHUI:
0e301acHOCTh B obecreunBaTh obecrneunBaTh obecrieunBaTh
opraHax BJIACTH, C WHPOPMAIMOHHYIO | HUHPOPMAITHOHHYIO | UH(POPMAIIHOHHYIO
00pabaThIBaTh U 0e301MacHOCTh B 0€301MacHOCTh B 0e301acHOCTh B
3alIMIIaTh opraHax BJIACTH, C OpraHax BIIACTH, C opraHax BJIAcTH, C
TIepCOHANILHBIC JaHHBIE | 00pabaThIBaTh U o0OpabaTsIBaTh U 00pabaTsIBaTh U
rOCYJapCTBEHHBIX U 3alIMIIaTh 3alyIaTh 3alMIIaTh
MYHHIIUTATBHBIX MEePCOHAIILHBIC NepCoOHAIbHBIE MepCOHANbHBIE
CITyKaIUX JIaHHBIC JTAHHBIC JTaHHBIC
TOCYJIAPCTBEHHBIX U | TOCYJAAPCTBEHHBIX U | TOCYAaPCTBEHHBIX U
MYHHIIUATIATBHBIX MYHHUIUTATBHBIX MYHHIIATIATBHBIX
CITYKAIIHUX CITYKaInX CITY)KaIIUX
Baagerh | OOyuarommiics He OObyuaromuiics Obyuatomumcst OO0yuarommuiics
BJIaJIeCT UIU B BJIaJICeT B JIOITyCKAalOTCS cBO0OOJTHO
HEIOCTATOYHOM HETOJTHOM 00beMe U | HE3HAYUTEIbHBIC MPUMEHSIET
CTETICHH BIaJieeT MPOSIBIIAET ook, MOJTYYCHHBIC
HaBBIKAMH 00€CIICYCHHs | HEIOCTATOYHOCTh HETOYHOCTH, HaBBIKH, B ITOJIHOM
HHGOPMAIUOHHOM BJIaJICHUS 3aTpy/IHEHUS, obBbeme BiajeerT
0e3omacHOCTH B HaBBIKaMH YaCTUYHO BJIQJICET obecrieyeHus
OpraHax BIIACTH, obecrieueHus oOecrnievyeHus MH(POPMAITUOHHOM
00paboTKH M 3aITUTHI UHGOPMAITUOHHOM “H(OPMAIMOHHOM 0€e301acHOCTH B

MIEPCOHALHBIX JaHHBIX
TOCYJapCTBEHHBIX U
MYHHIIUTIATBHBIX
CITyXKaIux

0€e30I1aCHOCTH B
opraHax BJIACTH,
00paboTKH H
3alAThI
MEPCOHANBHBIX
JIAaHHBIX
TOCYyJapCTBEHHBIX U
MyHI/IHI/IHaHI)HBIX
CITYKAIHIX

0€3011aCHOCTH B
opraHax BJIACTH,
00paboTKH U
3aIIUTHI
MEPCOHATBHBIX
JIAHHBIX
TOCYJapCTBEHHBIX U
MyHI/II_[I/IHaJIBHLIX
CITy’KaIuX

opraHax BJIacTH,
00paboTKH 1
3aIUTHI
NEPCOHAIBHBIX
JTAHHBIX
rOCYJapCTBEHHBIX U
MYHUIIUTIAJIBHBIX
CITy’KaIlnX




4. METOANYECKUE YKA3ZAHUSA JJIAA OBYYAIOIIUXCS 11O OCBOEHHUIO
AACHUIIIINHBI

Meroauueckue yKazaHus Uil 3aHATUN JIEKIIMOHHOTO THIa

B xone JeKIHOHHBIX 3aHATUH o0ydaroniemycs HeoOXOIMMO BECTH KOHCIEKTHPOBAHUE
yueOHOro Marepuaia, oOpamaTh BHUMaHUE Ha KaTeropuu, (GOpMYyIUPOBKH, PACKPHIBAIOIIKE
COJIep’)KaHUE TEX WM MHBIX SBJIEHUN M IPOLECCOB, HAy4YHbIE BBIBOJABI U IPAKTUUYECKUE
pexoMenmanuu. HeoOxoauMo 3amaBaTh MNPENOAABATENIO YTOUHSIONIME BONPOCHI C LENbIO
YSICHEHHUS TEOPETUYECKUX MOJ0KEHUN, pa3pelieHUs] CHOPHBIX CUTYallUN.

[enecooOpa3no nopabaTbiBaTh CBOW KOHCIEKT JIEKIIMH, JIeJasi B HEM COOTBETCTBYIOIINE
3allMCU U3 OCHOBHOM M JIOIOJIHUTEJIBHOM JINTEpATypbl, PEKOMEHIOBAHHON IPENoJgaBaTeaeM U
MPEAYCMOTPEHHOM y4eOHOU MPOrpaMMON UCITUTLIMHBI.

Metoauyeckue yKazaHus JUIS  3aHATUA CEMHHAPCKOTO  (MPaKTUYECKOro) THIIA.
[TpakTHyeckue 3aHATHS MO3BOJSIOT Pa3BUBaTh y OOYYaIOIIErocs TBOPUYECKOE TEOPETUUYECKOE
MBIIUICHUE, YMEHUE CaMOCTOSITENIbHO WM3y4daThb JINTEPATypy, AHAIU3UPOBATh IPAKTHUKY; ydaT
YETKO (POpPMYIMpPOBATh MBIC/Ib, BECTH JIUCKYCCHIO, TO €CThb MMEIOT HCKIIOUUTEIBHO Ba)XKHOE
3HAQUYEHHE B PA3BUTUU CAMOCTOSATEIBHOIO MBIIUICHHUS.

[logroroBka K MNpakTUYECKOMY 3aHATHUIO BKJIIOYaeT naBa drtanma. Ha mnepBoM stame
oOy4aroluiics IUIAaHUPYET CBOK CaMOCTOSITENIbHYIO padoOTy, KOTOpas BKIIOYAET: YSICHEHUE
3a/laHusl Ha CaMOCTOATEIbHYIO paboTy; MoJ00p OCHOBHOM M JOIMOJIHUTENBHOM JIUTEPATyphl;
COCTaBJIEHHE IUIaHa paboThl, B KOTOPOM OIPENENAIOTCS OCHOBHBIE IYHKTBI IMpPEICTOAIIEeH
noarotoBku. CocTaBieHue IUIaHa AUCHUILUIMHUPYET M MOBBIIIAET OPraHU30BaHHOCTh B padoTe.
BTopoil sTan BKIIOYAET HENMOCPEACTBEHHYIO IOJArOTOBKY K 3aHATHIO, KOTOPas HAYMHAECTCS C
M3YYEHUs OCHOBHOM M JIOMOJHUTENbHOU IuTepaTypsl. Oco00oe BHUMAaHUE IIPH 3TOM HEOOXOAUMO
0o0paTuTh Ha COJIep’KaHUE OCHOBHBIX IOJIOKEHUI M BBIBOJOB, OOBSCHEHHE SIBJICHUN U (aKTOB,
YSICHEHHE IPAKTUYECKOTO IPUIIOKEHMSI pacCMaTpUBAEMBIX TEOPETHYECKHX Bompocos. [lanee
clielyeT MOJrOTOBUTH TE€3UCHI JIJISl BHICTYIJICHHH MO BCeM y4yeOHBIM BOMPOCAM, BEBIHOCUMBIM Ha
MIPAKTUYECKOE 3aHATHE WU M0 TeMe, BBIHECEHHON Ha IUCKYCCHIO (KPYIJIBIH CTOJ), MPOIyMaTh
IPUMEDPBI C LIEIbI0 00eCIIeYeHUsI TECHOM CBA3HM M3Y4aeMOi TeMbI ¢ pealbHO KU3HbI0. ['0TOBsCH
K JIOKJIaJy WM BBICTYIUIEHUIO B paMKaX MHTEPAaKTUBHOW (HOpMBI (IUCKYCCHsl, KPYIJIbIi CTOIN),
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