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1. IlosicHuTEILHAA 32T CKA
1.1. Heapb u 3272494 AMCHUTIMHBI

lens UCHUIIIMHBI — W3YYCHHE OCOOCHHOCTEHW BEACHHUS JEIONPOM3BOJCTBA B OpraHax
TOCY/IapCTBEHHOT'O U MYHHIIMITAILHOTO YIPABIICHUsS HA 0a3e COBPEMEHHBIX HOPMATHUBHBIX MPABOBBIX
aKTOB.

3aaun JUCIUTIIIMHBI COCTOSIT B CJICYIOIIEM:

- U3yYEHUE OpraHu3aluu [JEJIONPOU3BOJCTBA B OpraHax TIOCYJapCTBEHHOIO W MECTHOIO
yIpaBJIeHUS T0PEBOIIOIMOHHON Poccnu;

- U3YYEHHE COBPEMEHHOW IMPAaBOBOM pEraMEHTAallUd OpraHu3aluy JIEJOIPOU3BOACTBA B
OpraHax rocyJapCTBEHHOTO U MyHHUIIMTIIAILHOTO YIIPABJICHUS;

- U3Y4YEHHE BHUJAOB JIOKYMEHTOB, CO3/1aBa€MbIX B OpraHax TIOCYJapCTBEHHOIO M
MYHHIIMIIAILHOTO YIpaBlieHus, 0cOOeHHOCTEN nX 0OpMIICHHS U IPUMEHEHUS,

- U3yyeHue 0COOEHHOCTEN OpraHu3aluu padoThl C JOKYMEHTaMH B OpTaHax rocyJapCTBEHHOTO
Y MYHULUIAIBHOTO yIIpaBIeHUs, (OPMUPOBAHUE CITY>KOBI AETOMPON3BOICTBA,

- W3yYeHUE BIUSHUS HOBBIX HWH(MOPMAIMOHHBIX TEXHOJOTUH Ha JOKYMEHTAI[MOHHOE
o0ecrniedyeHre eATeIbHOCTH OPraHOB TOCYIaPCTBEHHOT'O U MYHUIIMIIATBHOTO YIIPaBICHHUS.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHUsI 10 TUCHHIIJIMHE, COOTHECEHHBIX C
HHIMKATOPAMH J0CTHKEHUs KOMIIeTeHIN I

Komnerenuus Nuaukaropsl Pe3yabTaThl 00yyeHus
(kK01 ¥ HAMEHOBaHUE) KOMIIeTeHIHit
(K01 1 HAMMEHOBAHUE)
[1K-3 [1K-3.3 3HaTh: - OCOOEHHOCTH HPOBEACHUS
Crniocoben paspabareiBath | Braneer TEXHOJIOTUSIMU | ITyOJIMYHBIX MEPOIPUATHIH;
51 peann3oBbIBaTh | pabOTBl ¢  OOpalieHUsMH | YMETh: - BECTH JI€JIOBYIO NMEPENNUCKY U
MEPOIPUATHS 0 | TpaXkJaH MO ICPKUBATH JJIEKTPOHHBIE
OpraHu3anuu KOMMYHHUKAaIUH.
JeATEIIbHOCTH OpraHoB Bnagers — HaBbIKaMH IIPOBEICHMS
rOCYJapCTBEHHON  BIACTH MyOIMYHBIX MEpONPHUITHI u
Poccuiickonn  ®enepanuy, dbopmupoBaHus DIEKTPOHHBIX
OpraHoOB T'OCYAApCTBEHHOU KOMMYHUKAIUi C  MCIOJIb30BAHUEM
BJIacTU CcyObekToB PO, COBPEMEHHBIX TEXHOJIOTHH
OpraHoB MECTHOI'O YIIPAaBJICHUS JOKYMEHTALUEH.
CaMOYIIPaBJICHUS

1.3. MecTo AMCUMIIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM NMPOrpaMMbl
JucuumuimHa (Mooyns) «Jlenonpon3BOACTBO B OpraHax roCyAapCTBEHHOTO M MYyHHULMIAIBLHOTO
yIpaBIeHUS» OTHOCUTCS K 4acTH, (GOpMUpPYyEeMOl ydacTHUKaMHU 0Opa30BaTeNbHBIX OTHOILEHUHN OJl0Ka
JUCLUUIUIMH Y4eOHOTO TJIaHa.
2. CTpyKTYpa AUCHMILIUHBI

OO0mas TpyI0EMKOCTh TUCIUTUTHHBI COCTABISIET 2 3.€. 72 akaJeMHYECKHX Jaca (OB).

CTpyKTypa JUCHUIIMHBI 1JI5l 04HO-3204HOI (popMBbI 00yUeHU
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paboTHHKaMU W (WJIM) JUIAMH, TPHUBJICKAEMBIMH K peau3aiii 00pa30oBaTEIbHOW MpOrpaMMbl Ha

WHBIX YCIIOBHSX, P MMPOBEACHNUN YUCOHBIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
2 Jleknun 4
2 CeMuHapbl/1ab0opaTopHbIe pabOTHI 12
Bcero: 16

O06beM TUCHUIUTMHBI (MOIYIIsI) B JOpME CaMOCTOSATEILHON pabOThl 00YIAIOLIUXCSl COCTABIISIET

56 akanemuueckux yaca(oB).

3. Conep:xaHue THUCUUIINHBI

HaumenoBanue paznena
NUCHUILIINHE]

Conepxanue

Paznen I Beenenue.
WCTOYHHKH U JIUTEparypa

1.1. [Ipenmer, conepxanue, 3a1a4u
JUCLUIINHBL.

1.2. UcTouHuKM U IUTEpaTypa

3akoHogarenbHble akThl X VIII — 1. XX B. o
BOIIPOCaM OPraHU3alluU ACJIONPOU3BOACTBA B
opraHax rocyJapCTBEHHOI'O U MyHUIIUIIAIbHOIO
ynpasienus B Poccun.

CoBpeMeHHbIE 3aKOHOJATENIbHBIE aKThl,
HOPMAaTHUBHBIE [TPAaBOBBIE aKThl © HOPMAaTUBHO-
METOANYECKHUE NTOKYMEHTHI Poccuiickon
®enepaunu. [lepuoguueckue n3nanus.
CrpaBounsle nznanus. Jluteparypa. OpunnaabHbie
CalTBI TOCYJaPCTBEHHBIX U MYHHULIUIIAJIbHBIX
OpraHoB.

Paznen II lemonpon3BoacTBO
B OpraHax roCcy/JapCTBEHHOTO U
MYHUIUIIAJIBHOTO YIIPAaBJICHUSA
JIOPEBOIIOLMOHHON Poccun

PernamenTanus 1e10npon3Bo/ICTBa OPraHOB
roCyJJapCTBEHHOI'O M MECTHOT'O YIIPaBJICHHUS
JIOPEBOITIOLIMOHHOM Poccru B 3aKOHOAATENBHBIX
aktax XVIII — 1. XX B. “I'eHepanpHblil peraaMeHT
17207,“YupexxaeHus A yrnpaBieHus ryoepHUii
Bceepoccuiickoit umnepun” 1775 r., “O0muii Haka3
rpakJIaHCKUM TyOepHatopam”, “Oob1ee
yupexaenue muauctepcts 18117, “Ilonoxenue o
MOPSJIKE TPOU3BOJICTBA JIEN B I'yOEpHCKUX
npasieHusx” 1837 r.

Bunbl 1oKkyMeHTOB, 00pa3yroIuXcs B
JESATEIbHOCTH KOJUIETHI, MUHUCTEPCTB,
ry0epHaTopa, TYOepHCKOTO TpaBJICHUS, Ka3eHHOM
naJyiaThl, MPUKa3a OOIECTBEHHOTO MPU3PEHUS U
JPYTUX TYOEpHCKHUX OPTaHOB YIIPaBJICHUS.

®opmyisp TekcroBoro nokymenra X VIII B.,
dbopmymsip TEKCTOBOTO JokyMeHTa XIX - Havama
XX BB. [IpaBuna u Tpaguuuu opopmieHus
PEKBU3UTOB JJOKYMEHTOB: aBTOpP JOKYMEHTA,
HAaMMEHOBAHME BHUJA IOKYMEHTA, aJpecaT, 1aTa,




pPErucTpallMOHHBIA HOMEp, MOAMNKCH, N1eYaTh,
OTMETKH Ha JokyMeHTe. [losiBreHue G1aHKoB
JIOKyMEHTOB B XIX Beke: OJIaHKH yUpEKICHUH,
CTPYKTYPHBIX MOAPA3ACICHHUM, TOJKHOCTHBIX JIHII,
UMEHHBIE OJIAHKH.

Pazmen 111
J1enonpou3BOACTBO OPraHOB
roCyJIapCTBEHHOTO U
MYHUIUIIAIBHOTO YIPABICHUS B
COBETCKHUI MEPHO]T

Pernamenranus ne1onpon3BoACTBa B OpraHax
rOCyJapCTBEHHOTO M MECTHOTO YIIPABJICHHUS B
coBeTckuii mepuon (ot JlekpeToB nepBbIX JET
CoBeTckoi BIacTH 10 pa3pabOTKH TUIIOBBIX U
HNPUMEPHBIX HHCTPYKLUH 11O JIETIONPOU3BOCTBY).

Paznen 4. CoBpeMeHHBIE
HOPMAaTUBHBIE PABOBBIC AKTHI,
pPEryIupYIOIINE BEICHHUE
JIEJIONIPOU3BO/ICTBA B
rOCy/IapCTBEHHBIX U
MYHUIUIIATBHBIX OpTaHax

Koncturynusa PO; @enepanbHbliii
KOHCTUTYLIMOHHBIN 3aK0H OT 25 nekalps 2000 r. Ne
2-OK3;

®enepanphble 3aKoHbl: D3 o1 27.07.2006 T.
Ne149-03 «O6 undopmanuu, HGOPMAITMOHHBIX
TEXHOJIOTUSIX U O 3aIIUTe HH)OPMAIHNY;
®denepanbublil 3akoH 0T 06.04.2011 Ne 63-D3 “O06
ANIeKTpOHHOM noanuck’”’; denepanbHbI 3aKOH OT
01.06.2005 Ne53-®@3 «O rocynapCTBEHHOM SI3bIKE
Poccutickoit @eneparuny; O3 “O6 oOmmx
HOPUHIUIAX OPraHU3alud MECTHOTO
camoympaniienus B Poccuiickoit @enepannn’; O3
@3 “O nopsake paccCMOTPEHHS 0OpaleHH
rpaxxaan Poccuiickoit @eaepanun’; O3 “O6
o0ecrnieyeHny A0CTyNna K UHGOpMAIMH O
JIeSITEJIBHOCTH T'OCY/1apCTBEHHBIX OPIraHOB U
OpraHOB MECTHOT'O CaMOYIIPABJICHUS U IPYTUe

ITocTanosnenus llpaBurenscrea PO:
ITocranosnenue IIpaBurenscrBa Poccuiickon
®enepaunu ot 27 nexadps 1995 r. Ne 1268 «O6
YIOPSAAOYEHUH U3TOTOBIIEHUS, UCIIOIb30BaHMSI,
XPaHEHUsl U YHUUTOXKEHMs reyaTei u OJIaHKOB C
BOCIIPOU3BEICHHEM TOCYAAPCTBEHHOr0 repba
Poccuiickoit ®enepannn» ; [loctanoBieHne
ITpaButensctBa PO ot 19.01.2005 Ne30 «O
TumnoBom pernaMeHTe B3auMOJEHCTBUS
(benepanbHBIX OPraHOB HCIIOJHUTEIBHON BIACTHY;
[TocranoBnenue [IpaButenscta PO ot 28.07.2005
Ne452 «O TunoBom periiaMeHTe BHYTPEHHEN
opranu3aiuu QenepaibHbIX OpPraHOB
WCIIOJIHUTENBHOM BiiacTh» ; IlocraHoBnEeHME
[TpaButensctBa PO ot 15.06.2009 Ne 477 «O6
yrBepxkacHuM [IpaBun nenonpon3Bo/cTBa B
denepanbHbIX OpraHax UCIOJHUTEIBHOMN BIAaCTHY;
ITocranoBnenue IIpaBurenscta PO ot 22.09.2009
No 754 “O06 yTBepX)AeHUHU TTOJIOKEHHUS O CHCTEME
MEXXBETOMCTBEHHOTO 3JIEKTPOHHOTO
nokymenToobopora” (M3/10); IlocTanoBienne
ITpaButensctBa PO ot 08.09.2010 Ne 697 “O




€IMHON CHCTEME MEXBEIOMCTBEHHOI'O

AJIEKTPOHHOI'O B3aUMOAECHCTBUS .
ITpukassl GpenepaabHbIX OPraHOB

VCIIOJIHUTENIbHOM BJIaCTH

Pazgen V Opranuzanus
CITY>KOBI JIEJIONPON3BOJICTBA B
roCyJ1apCTBEHHBIX U
MYHUITUTIAIBHBIX OpraHax u
periaMeHTanus ee qesITeIbHOCTH

Crny»x0a enonponu3BoOJICTBA B OpraHax
roCyAapCTBEHHOTO M MYHHITUIIAIHHOTO
yIpaBieHus, 0COOEHHOCTH (DOPMHUPOBAHHSI,
JOJDKHOCTHOM M YHCJICHHBIA cocTaB. OCHOBHEBIC
1Y, 3312491 U (PYHKIUHU CITYKOBI
JISTIOTPOU3BOJICTBA B OPTaHaX IroCyAapCTBEHHOTO 1
MYHUIUIIAIBHOTO yripaBieHus. [IpaBa u
OTBETCTBEHHOCTH CITYXKOBI JISTIONMPOU3BOJICTBA.
PernamenTanus qesTeIbHOCTH CITYKObI
JIETIOTPOU3BOJICTBA B JIOKAJTHLHBIX HOPMATHUBHBIX
aKTaX OpraHoB rOCYJAapCTBEHHOTO U
MYHUIIUIIATILHOTO YIIPABICHHUS.

PaznenVI Buael 1o0KymMeHTOB
U CUCTEMBI JOKYMEHTAIIUH,
dbopMupyroluecs B A€ATeIbHOCTH
OpPraHoB roCyapCTBEHHOIO U
MYHULUIIAJIBHOTO YIIPaBIICHUS HA
COBPEMEHHOM JTaIle

Br160p Bua JOKyMeHTa B 3aBUCUMOCTH OT
crienuPuKU nesTeIbHOCTH OpTraHa
rocyAapCTBEHHOI0 WJIM MYHULIUIIAJIbHOTO
yrpasiieHus. BUapl TOKyMeHTOB, CO37aBaeMbIC B
benepanbHBIX OpraHax UCMOJHUTENBHON BIACTU U B
opraHax MECTHOI'O CaMOYIIPaBJICHUS

Ponb cuctembl opranu3anuoHHO-
pacnopsiAUTENLHON JOKYMEHTAIIMH B ACSITEIBHOCTH
OpPraHoOB IOCYAapCTBEHHOI0 U MYHULIMIAIIBHOTO
ynpasieHusi. Opranu3aiuoOHHbIE TOKYMEHTHI:
aIMUHUCTPATUBHBIC PETJIAMEHThI U CTaHJAPThI
MPEA0CTaBICHUS TOCYITAPCTBEHHBIX U
MYHUIUIAJIBHBIX YCIIYT, MOJ0KEHUSI, UHCTPYKIUH,
HITAaTHOE paclUCaHME U ApYyTHE.

PacniopsiqutenbHble JOKYMEHTHI:
MMOCTaHOBJICHHU S, PELICHUS, PACTIOPSKEHUS,
MIPOTOKOJIbI, TPUKA3BI.

WHupopmalinoHHO-CIIpaBOYHbIE
JIOKYMEHTHI: CITy>KeOHbIe TUChMa, TOKIaIHbIE U
CITy>Ke€OHBIE 3aITMCKH, aKThI, CITPABKH.

WNHcTpykuus 1o 1em10nponu3BOACTBY
KaK OCHOBHOW JJOKYMEHT, ONPEACIISIIOIINN MOPSI0K
JIEJIOTIPOU3BOJICTBA B OPraHax rOCYAapCTBEHHOTO U
MYHUIMTIAJILHOTO yripaBiieHus. bianku
JIOKYMEHTOB, BH/IbI OJJAHKOB, MPUMEHSIEMBIX B
opraHax rocy/IapCTBEHHOTO U MyHHUITUIIATILHOTO
yIpaBJIeHUSI.

Paznen VII Opranuzanus
paboThI C JOKYMEHTaMH B OpraHax
roCy/1apCTBEHHOIO U
MYHUIUIIAIBHOTO YIPaBIEHUS

Opranusanus 10KyMeHTO000pOTa B OpraHax
roCyJapCTBEHHOTO U MyHULIUTIAIEHOT'O
ynpaieHus. TexHogoruueckue 3ransl padboTsl ¢
JIOKYMEHTaMH C y4eToM (IIpHEM U MepBUYHAsS
00paboTKa JOKYMEHTOB, IIPEIBAPUTEIHLHOE
paccMOTpeHHe, perucTpaIus, KOHTPOJIb
HCITIOJIHCHU A, TOATOTOBKA OTBETHEIX JOKYMCHTOB,
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OTHpaBKa, HH(PpOpPMAITMOHHO-CIIPaBOYHAs paboTa).

Opranu3zanus onepaTUBHOTO
XpaHEHHUs JOKYMEHTOB B OpraHax
roCyJapCTBEHHOTO M MyHUIIUTIAIILHOTO
yrpaBieHUs: TOPSAOK popMHUpOBaHUS /e,
pa3paboTKa HOMEHKIJIATYPHI €], IPOBEICHUE
HKCIIEPTU3BI IEHHOCTU JOKYMEHTOB, TOITOTOBKA
JIeJT 1711 TIepelaud B apXHMB.

Pa3nen VIII Hosrie
MH()OPMAIIMOHHBIC TEXHOJIOTUH B
JOKYMEHTAIIMOHHOM O0eCTICYCHUH
NEeSATEIbHOCTH TOCYJaPCTBEHHBIX U
MYHUITUTIAJIHBIX OPTaHOB

Mcnonb30BaHue CUCTEM IEKTPOHHOTO
JOKYMEHTOO0O0POTa B JEATEILHOCTH OPraHOB
roCyJapCTBEHHOTO U MYHUIIUIIAJILHOT'O
yIIpaBJICHUS, BIUSHIE WHPOPMALIMOHHBIX
TEXHOJIOTUI Ha BeJIeHUE JeJIONPOU3BOICTBA.

B03MOXHOCTH 3JIEKTPOHHOIO
B3aUMOJICHCTBUS MEXy OpraHaMH
rOCyJapCTBEHHOIO U MYHHUIIUITAIIBHOIO
yIpaBJIEHUS], OPraHU3ALUAMY U 3aBUTEIISAMU:
00OMeH TOKYMEHTaMH B 3JIEKTPOHHOH (opme,
HOPTaJIbl TOCYAAPCTBEHHBIX M MYHULIUIIAIBHBIX
YCIIYT; AIEKTPOHHBIC IPUEMHBIC Ha O(PHUIIHATEHBIX
caifTax rocy1apCTBEHHbBIX U MYHHUIIMIIATbHBIX
OpPraHoOB yIIPaBJICHUS.

4. O0pa3oBaTe/ibHbI€ TEXHOJIOTHH

No/Ne | HaumeHnoBaHME pazjiena Bunsr yuebHol | O6pa3oBareabHbIE TEXHOIOTUU
paboThI
1 BBenenue, HICTOYHUKU U Jlekmnsg 1. BBognas gexuus ¢
HCITOJIL30BAHUEM
nuTeparypa
BHJIEOMATEPHAIIOB
2 J1enonpou3BoJCTBO B Jlexuus 2. [TpobnemHuas nekuus
opraHax
roCyIapCTBEHHOT'O U MouuTtopuHr noKyMeHToB 18-20
yaap CamocrosiTenpHas P JOKYM
BEKOB
MYHHUIIMIIAJIEHOTO pabota
yIpaBiIeHUS
JIOPEBOIIOLIMOHHOMN
Poccun
3 Jenonpon3BoICTBO Jlexiug 3 [TpoGnemHas neKIus
rOCyJapCTBEHHBIX U
MYHUIUIAIBHBIX OpraHoB | CaMocTosITeNbHAs IToaroroBka K JEKIIHH
pabota

YIIpaBJICHHUSA B COBETCKHUU

epHOJ




CoBpeMeHHbIE Jlexuus 4. Jlexuusa-Bu3zyanuzanus ¢
MIPUMEHEHUEM CIalA-TpoeKTOpa
HOPMAaTHUBHBIE MPABOBbBIE [IpakTnueckoe
[ToaroroBka K JieKuuu
aKTBhl, PETYJINPYIOLINE sanaTue 1 N3yuenue 10OKyMEeHTOB Ha
» PEryHpyIo CamocrosiTenbHas i AOKYM
MIPAaKTUYECKOM 3aHSATHUU
BeJICHIE pabora
JIEJIONIPOU3BO/ICTBA B
roCyJapCTBEHHBIX U
MYHULHUIAJIBHBIX OPraHax
Opranu3zanus ciryXO0bl Jlexkuus 5. [TpoGiieMHast eKIus
JIEJIONIPOU3BO/ICTBA B [IpakTuueckoe .
Hcnons3oBanue Kemc-merona
roCyJapCTBEHHBIX U 3aHsATHE 2
MYHULHUIAIBHBIX OPraHax
[ToaroroBka u npoBeaeHUE
U periaMeHTanus ee CamocrosiTenbHas MPAKTUYECKOTO 3aHSATHUS
NEeATEILHOCTH pabora
Buapl 10KyMEHTOB U Jlexmus 6. Jlexmus ¢ pazdbopom
KOHKPETHBIX CHUTYallUi
cucteMbl fokyMeHTauuu, | [Ipaktuueckoe
CO3/1aBacMbI€ B 3aHATHE 3 Hcnonbp3oBanue keiic-merona
[IpoBeaeHne NpakKTUYECKOTO
NEeSTETbHOCTH OPTaHOB
3aHATUS
roCyIapCTBEHHOTO U CamocrosiTenpHas
MYHULUAIBHOTO pabota
YIPABIICHHUS.
Opranuzanus padoThl C [IpakTuueckoe [ToaroroBka K TECTUPOBAHUIO
IIpoBeaeHne NPAKTUIECKOTO
JTOKyMEHTaMH B OpraHax 3aHsTHE 4
3aHATUSA
rocyaapCTBEHHOTO U CamocrosiTenbHas
MYHULUNAIBHOTO paboTta
yIpaBiIeHUS
Hossie undopmanmonnsie | [IpakTuueckoe MOHUTOPUHT CalTOB
MYHUIIMINIAJIBHBIX 00pa30BaHui
TEXHOJIOTUU B 3aHATHE 5
0 33JJaHUIO0 MPENoAaBaTels
JOKYMEHTAMOHHOM CamocrosiTenbHas [TpoBeaeHME MPAKTUIECKOTO
3aHATUSA
o0ecrnieueHue paboTta

ACATCIIBHOCTH OPraHOB
rocyaapCTBECHHOTO U
MYHUIUIIAIBHOTO

YIpaBJICHUS

IToaroroBka k 3a4CTy
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B nmepwon BpeMEHHOTO MPHOCTAHOBIICHUS TOCEHICHHSI OOYYalONIMMHUCS TOMEIICHUH U
tepputopun PI'TY st opranusanum yaeOHOTO mporiecca ¢ MPUMEHEHHEM AJICKTPOHHOTO OOYYeHHS U
AUCTAHIITMOHHBIX 06p330BaTeHBHBIX TEXHOJIOTHI MOTYT GBITB HUCITIOJIb30BAaHbI (S (S13%10)1004(§
o0pa3oBaTeNnbHbIE TEXHOIOTHH:

— BUJICO-JICKIINH;

— OHJIAMH-TIEKLUU B PEKUME PEalbHOTO BPEMEHH;

— OJICKTPOHHBIC y‘-Ie6HI/IKI/I, y‘-Ie6HBIC HOCO6HH, HAY4YHBIC U3JaHUA B 3JICKTPOHHOM BUAC U JOCTYIL
K MHBIM 3JIEKTPOHHBIM 00pa30oBaTelIbHBIM pecypcam;

— CUCTCEMBI IJId 3JICKTPOHHOT'O TCCTHUPOBAHUS;

— KOHCYJbTALIUU C UCTIOJIb30BAHUEM TEIEKOMMYHUKAIIMOHHBIX CPEJCTB.

5. OnleHKAa JIAHHUPYEMBIX Pe3yJIbTATOB 00y4YeHUs

5.1 CucreMa oleHUBAHUA

DopmMa KOHTPOJISI Makc. K0J1M4ecTBO 0aJJI0B
3a oany Bcero
paboty

Texywuti KOHMpPos.:
- yuacmue 6 OUCKYCCUU U 8bINOJHEHUE 3a0aHULL HA 10 6annos 40 b6annos

npakmu4yeCcKux 3ansamuix

- mecm (memwl 4-7) 20 6annos 20 6annos
IIpomesxcymounas ammecmayusi 40 b6annos
(3auem)

Hmoeo 3a cemecmp (Oucyuniuny) 100 6annos

[Tonmy4yeHHBII COBOKYITHBIN PE3YJIBTAT KOHBEPTUPYETCS B TPAJAULMOHHYIO KAy OLIEHOK U B
mKany oneHok EBpormeiickoil cucteMsl nepeHoca u HakoruieHust kKpenutoB (European Credit Transfer
System; nanee — ECTS) B COOTBETCTBUU ¢ TAOJIUIICH:

[Tkana
100-6annpHast mkana | TpagunuoHHas mkana
ECTS
95 — 100 OTJINYHO A
83-94 B
68 — 82 XOpOIIIO 3a4TEHO C
56 — 67 JTOBJICTBOPHUTCIIBHO D
50 — 55 Y P E
20 -49 FX
HEYHAOBJICTBOPUTCIIBHO HEC 3a4YTCHO
0-19 F
5.2 Kputepuu BbICTABJIEHHS OL[EeHKH 10 JUCIUIIIMHE
Baaabsl/ | OueHka mo KpuTepuu oueHKH pe3yJbTATOB 00y4YeHHs 10 TUCHUTIIHHE
IIkana | AUCHUILIMHE
ECTS
100-83/ OTJIMYHO/ BricTaBnseTcs o0y4aromemMycs, €CIH OH TITyOOKO ¥ MMPOYHO YCBOMII TEOPETUICCKUHN H
AB 324TEHO MPaKTHYECKUI MaTepuall, MOXKET MPOJAEMOHCTPUPOBATH 3TO Ha 3aHSITHSIX U B XOJIE
' MPOMEKYTOYHOM aTTeCTaIHu.
OOyyaronMiCst UCUEPITBIBAIONIE U JIOTHYECKH CTPOWHO M3JIaraeT y4eOHbI MaTepHal,
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Banaepy/
Ixana
ECTS

Onenka no
JTUCHUIINHE

Kpurtepnu onieHKku pe3yabTaToB 00y4eHHUsI 0 AUCHUILINHE

YMeeT YBSI3bIBaTh TEOPHIO C IIPAKTHKOM, CIIPABISIETCS C PEIICHHEM 3a1a4d
npo¢ecCHOHANBHON HAIIPaBICHHOCTH BEICOKOI'O YPOBHSI CIIOXKHOCTH, TIPABUIILHO
00OCHOBBIBAET IIPHHSTHIE PELICHHUS.

CB00OHO OpUEHTHPYETCS B yueOHOM 1 poecCHOHANIbHOM TUTEepaType.

Or1ieHKa o AUCIMIUINHE BBICTABIISAIOTCS 00ydaromeMycs ¢ y46TOM pe3yinbTaToB
TEKYLIEH U IPOMEXKYTOUHOM aTTECTALIMHU.

KomnereHuuny, 3aKperui€HHbIe 32 JUCHUILTHHON, COPMUPOBAHBI HA YPOBHE —
«BBICOKHI».

82-68/

Xoporro/
3a4TCHO

BricTaBnseTcs o0ydaromemMycs, €CIH OH 3HAeT TEOPETUICCKUN M MPaKTHISCKUN
MaTepHall, FPaMOTHO U IO CYILECTBY M3JIaraeT €ro Ha 3aHATUAX U B X0
MPOMEKYTOYHON aTTECTALUH, HE IOMyCKasl CyIECTBEHHBIX HETOYHOCTEM.
OOyuaronuiicst MPaBUIIbHO IPUMEHAET TEOPETHUECKNE MTOJI0KEHUS IPU PEIICHUH
MPaKTHIECKUX 3a/1a4 Ipo(heCCHOHATBLHOM HANPaBICHHOCTH PAa3HOTO YPOBHS
CJIO’KHOCTH, BJIaZIeT HEOOXOAMMBIMH ISl 3TOTO HAaBBIKAMH U MIPUEMaMHL.
JlocTaTOYHO XOPOIIIO OPHUEHTUPYETCs B y4eOHOII U podecCHOHAIBHON INTepaType.
OrieHKa Mo JUCLUIUINHE BBICTABILIIOTCA 00ydaromeMycs ¢ y46TOM pe3ysIbTaToB
TEKyLIeH U IPOMEXYTOUHOM aTTECTALIMHU.

KommnereHnuu, 3akperui€éHHbIC 3a TUCIMIUTMHOM, COPMHUPOBAHBI HA YPOBHE —
«XOPOIIHNY.

67-50/
D,E

YIOBIETBO-
purenbHo/
3aYTEHO

BricTaBisiercs o0y4aroeMycsi, €Ciii OH 3HaeT Ha 6a30BOM YpOBHE TEOPETUUECKUI
MpaKTHIECKUI MaTepral, JOIyCKaeT OTASIbHBIE OMIMOKH IIPU €T0 M3JI0KEHUH Ha
3aHATHSX U B X0€ NIPOMEKYTOUYHON aTTECTALHH.

OOyJaronuiicst NCTIBITHIBACT ONPECIEHHBIE 3aTPyTHEHUS B IPUMEHECHUH
TEOPETHUYECKUX MOJIOKCHHH NPH PEIICHUHN MPAKTHUCCKHUX 3a7a4 MPOoQeCcCHOHATbHON
HAIpaBJIEHHOCTH CTAHIApTHOTO YPOBHS CIIO’KHOCTH, BIAJCET HEOOXOIUMBIMH IS
3TOr0 0a30BBIMH HaBBIKAMHU M IPUEMaMH.

JleMOHCTpHpYeT A0CTaTOYHBII YpOBEHb 3HAHUS Y4eOHOM TUTEepaTyphl 10 JUCLIUIUINHE.
OrieHKa Mo JUCLUIUINHE BBICTABILIIOTCA 00yJaromeMycs ¢ y46TOM pe3ysIbTaToB
TEKyLIeH U IPOMEXYTOUHOM aTTECTALIMHU.

KomnereHuuny, 3aKperui€HHbIe 32 JUCHUILIMHON, COPMUPOBAHBI HA YPOBHE —
«J1OCTaTOYHBIIY.

49-0/
F,FX

HEY/IOBJICT-
BOPHUTENHHO/
HE 3a4TCHO

BricTaBnsiercs oby4aromemMycsi, €Ciii OH He 3HaeT Ha 6a30BOM ypOBHE TEOPETUUECKUI
Y PaKTHYECKUN MaTepual, JOMyCcKaeT TpyObie OMMOKY MPH €ro U3TI0KEHUHU Ha
3aHATHAX U B X0J1€ IPOMEXKYTOUHOM aTTECTALIUH.

OOyJaronIuiicst UCTIBITEIBACT CEPhEIHBIC 3aTPYTHCHUS B IPUMECHEHUH TEOPETUICCKUX
MOJIOXKCHUH TIPU PEIICHUH MPaKTHICSCKUX 33729 IPO(eCcCHOHAILHONW HAPaBICHHOCTH
CTaHJAPTHOTO YPOBHS CIOXHOCTH, HE BIaJleeT HEOOXOIUMBIMH JUISA 3TOTO HABBIKAMH U
NpUEMaMH.

JleMOHCTpHpYET (pparMeHTapHbIC 3HAHUS YUSOHOM JTUTEPATYPHI IO AUCIUILIHHE.
OreHka Mo JUCITUIUIMHE BBICTABISIOTCS 00yJaomeMycs ¢ y96TOM pe3ysIbTaToOB
TEKyLIeW U IPOMEXYTOUHOM aTTECTALIMHU.

KomMmmeTeHnin Ha ypoBHE «I0CTATOYHBINY, 3aKPETUIEHHBIC 38 TUCITUTUTHHOM, HE
c(OpMHUPOBAHBI.

5.3 OueHouyHble cpeacTBa (MaTepuajbl) /sl TeKyHIEro KOHTPOJISI YCHeBaeMOCTH,
NMPOMEKYTOYHOM ATTECTANMHU 00y4aI0IUXCS MO0 JMCIUIITTHHE

Bonpoc 1
brank mocTtaHOBIEHHS B OpPraHax MECTHOTO CaMOYIPABIICHHS BKIIIOYAET B ceOs cleayromme

PCKBU3UTHI:

IIpuMep TecTOBOIO 3aaHUA

A) nzoOpaxkeHue repba MyHHIMIAILHOTO 00pa3oBaHUS, MECTO I pa3MELIEHUS Ha3BaHUS
BUJIa JOKYMEHTa, MECTO JUIs AaThl U HOMEPa JT0KYMEHTa, MECTO COCTABICHUS
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b) u3oOpaxkenue repba MyHUIMIIAIHLHOIO 00pa3oBaHWs, HAUMEHOBAaHHME OpraHa MECTHOTO
CaMOYTIpaBIICHHS, MECTO JJIsl pasMELIeHUs] Ha3BaHMs BHIA JOKYMEHTa, MECTO JUIL JaThl U HOMeEpa
JOKYMEHTA, CIIPAaBOYHbIEC JaHHbIE 00 OpraHe MECTHOT'O CaMOYIPABICHHS

B) u3o0pakenue repda MyHUIMIIAIEHOTO OOpa30BaHUS, HaMMEHOBAHUE OpraHa MECTHOTO
caMOyIpaBliCHHs, HAUMEHOBAaHNE BHJIA JOKYMEHTa, MECTO Ui JaThl M HOMEpa JOKYMEHTa, MECTO
COCTaBJICHUS

') nzobpaxkenue repda MyHHIMIIATBHOTO 00pa30BaHMs, HAMMEHOBAHUE JIOJKHOCTHOTO JIMIA
MECTHOTO CaMOYIIPaBJICHUs, HAUMEHOBAHNE BU/Ia TOKYMEHTA, MECTO JUIsl JaThl 1 HOMEpa JJOKYMEHTA,
MECTO COCTABJICHUS

Bompoc 2

Buza opunmanbHOTO TOKYMEHTa 3TO:

A) peKBH3HT TOKYMEHTA, BBIPAYKAIOLIMIA COTJIaCHE MIIM HECOTIIACHsl JOJDKHOCTHOTO JINIA C
coziep’KaHuEeM JJOKYMEHTa

b) Haamuce Ha JOKyMEHTE, clieNlaHHas JODKHOCTHBIM JIMIIOM M COZEpIKaIlasi IPUHATOE UM

pelieHue
B) noanucanue 1o0KyMeHTa €ro COCTaBUTEIEM
Bompoc 3
B kakue pekBU3UTHI JOKYMEHTA JlaTa BXOAUT KaK COCTaBHAs 4acTh?
a) rpud yTBEpKICHUSI B) MOJMHCH
0) BU3a COTJIACOBAHUS T') PE30TIOLHS
Bompoc 4

OO0t Gi1aHK JOKYMEHTA BKJIIOYAET B €05 CIEAYIOLINE PEKBU3UTHI:

A) n3o0paxxenue repoa, sMOJIEMbI, MECTO JIJIsl pa3MEIleHHs Ha3BaHUs BU/IA JJOKYMEHTA, MECTO
U1 1aThl 1 HOMEpa I0OKyMEHTa, MECTO COCTABIICHHS

b) m3o6paxenue repba, sMOIEeMbl, HAMMEHOBAHHE OPTaHU3ALUN aBTOPA, MECTO JIJIs
pa3MelleH!s Ha3BaHUs BUJIA JJIOKYMEHTa, MECTO JUIsl JaThl U1 HOMepa JOKYMEHTa, MECTO COCTaBJICHUS

B) uzo6paxenue repba, 3M01eMbl, HAUMEHOBAaHUE OPraHU3AlMK aBTOPA, MECTO JJIs
pa3MelleHHs Ha3BaHus BUJA JIOKYMEHTa, CIIPaBOYHBIE JaHHbIe 00 OpraHu3aluu, MECTO IS 1aThl U
HOMepa JIOKYMEHTa, MECTO COCTABJICHUS

Bormpoc 5

Kakue u3 mepeunciieHHbIX JOKYMEHTOB TPEOYIOT YTBEP)KICHHS?

A) ycraB b) mrratHoe pacniucanue B) nmpukasbl

I') noknaausle 3anucku J) TOIKHOCTHBIE MHCTPYKIIMH

Bomnpoc 6

Tunosoit popMyssip puKasza COACPKUT CIAEAYIOUINE PEKBU3UTHI:

A) rep6 (3m01eMy), HaMMEHOBaHKWE OPraHU3aI[MM-aBTOPa, CIIPAaBOYHBIE JaHHBIE 00
OpraHu3aIiy, HANMEHOBAaHKE BU/Ia JIOKYMEHTA — IIPUKa3, AaTy, HOMEpP, MECTO COCTABIICHHUS,
3aroJOBOK K TEKCTY, TEKCT, OJIIUCh, BU3bI COTIACOBAHHUS

b) rep6 (3mbOnemy), HaMMEHOBaHNE OpraHU3alMU-aBTOPa, HaMMEHOBaHUE BUAA JTOKYMEHTA —
IpUKa3, 1aTy, HOMep, MECTO COCTABJICHHUS, 3aT0JIOBOK K TEKCTY, TEKCT, MMOANUCH, BU3bI COITIACOBAHUS

B) rep6 (sM051eMy), HaUMEHOBaHNME OpraHU3aUU-ABTOPa, HAUMEHOBAHNE BHUJIA IOKYMEHTA —
IpUKa3, 1aTy, HOMEp, MECTO COCTABIICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, IIOJHCh, IIeYaTh, BU3bI
COTJIACOBAHUS

Bomnpoc 7
B opranax MecTHOro caMoymnpaBJIeHUsI MOTYT IPUMEHSTH CIEAYIOLIUE BUbI OJaHKOB!
A) 6naHK TUchMa b) 6mank KOHKpPETHOTO BHJIAa TOKYMEHTA

B) GanHK T71aBBI MYHUITUTIATTEHOTO 00pa30BaHMS

') 6nank mocranoBienus [IpaButenscTBa

Bomnpoc 8

K opraHMzanmoHHBIM  JOKyMEHTaM, MCHOJb3yeMbIM B  JESATEIBHOCTH  OPraHOB
rOCyJapCTBEHHOTO M MYHHITUTIATHHOTO YIIPABICHHUS, OTHOCSTCS:
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A) ycTaB opraHu3zanuu 0) perjJiaMeHT MPeICTaBUTEIbHOTO OpraHa  B) aAMHUHUCTPATHBHBIHI
peraamMeHT T) MpHUKa3 Jd) MHCTPYKLUS MO JEJIONPOU3BOJCTBY €) KOPIOPaTUBHBINA CTaHAAPT

Bomnpoc 9

bnank ¢ m3o6paxenuem ['ocynapcrBeHHoro repba Poccuiickoit denepanuu MOTyT UMETh:

a) JIroOast opranu3anus, 3aperucTpupoBaHHasi Ha TeppuTopuu Poccuiickoit denepanun

0) IlpencraBuTenpHble W OPraHU3alMOHHO-PACHOPSAIUTENIBHBIE  OpraHbl  MECTHOIO
CaMOYIIPAaBJICHUSA

B) YupexaeHus U opraHusanuu, ykazaHHele B @enepanbHoM KoHcTuTynmoHHoMm 3akoHe «O
I'ocynapcrBenHoM repoe Poccuiickoit deneparium»

r) YupexxJaeHus U OpraHu3aluy, ykazanHele B [IpaBuiax nemonpousBoacTBa B (heaepanbHbIX
OopraHax MCHOJHHUTEIbHOU BJIACTH.

Bonpoc 10

®3 “O mnopsake paccMOTpeHus oOpamieHuid TpaxkngaH Poccuiickoit  ®Depepanun’
peraaMeHTHpYeT:

A. CpOKM paccMOTpeHHUs 0OpalleHui rpaxaan

b. cpok peructpanuu oOpaieHuii rpaxkaaH

B. HanmmeHOBaHUs JOHKHOCTEH paOOTHUKOB OpraHMU3aIlK, 3aHUMAIOIIUXCS PACCMOTPEHHEM
oOpareHuit

I'.  cocTaB peKBH3UTOB MHUCHMEHHOTO OOpPAIEHHS TPaKIaHIHA

Bonpoc 11

B cootBerctBuu ¢ ®3 “O mopsake paccMoTpeHus oOpaimieHuil rpaxknan Poccuiickoit
®eneparnyn’ ycTaHOBIICHBI CIEAYIOIINE BUIBI MMCHMEHHBIX OOpaIIeHUH:

A. mpemioxeHue I'. pexomeHnaamus
b. xamo0a B. 3agBienue
Bomnpoc 12

@3 “O0 27eKTPOHHOM MOANMUCH YCTAHABIUBACT CIICYIOIINE BUIbI MTOITUCEH:

A) npocTast 371eKTpOHHAs MOANUCH

b) kBanmpunupoBaHHas yCUICHHAs 3JICKTPOHHAS TIOIHChH

B) 3amuiienHas 31eKTpOHHAs MOANUCH

I') ycunenHast 3J€KTpOHHAs OJIUCH

Bonpoc 13

TpeboBaHMsl K CTPYKType TEKCTa W MOPSAKY Pa3pabOTKU aJIMUHUCTPATUBHOTO perjiaMeHTa
U3JI0KEHBI:

A. @3 “O0 obecrnieueHNH AOCTYyMNa K HH(OPMALIUU O AESITEIbHOCTH IOCYAapCTBEHHBIX OpPraHOB
1 OPraHOB MECTHOT'O CaMOYIIPABJICHUS

b. ®3 “O06 nnpopmannu, THGOPMATMOHHBIX TEXHOJIOTHUSX U O 3aluTe HHGopManuu”

B. IlocranoBnenune IlpaBurensctBa P® “o0 TumoBoM perinameHTe B3aUMOICHCTBUSA
(dhenepalibHBIX OPTaHOB MUCTIOJHUTEIHHOMN BIacTH”

I'. ©3 “O6 opranu3zanuu NpeaoCTaBICHUS FOCYJapCTBEHHBIX U MYHULIUIIAIBHBIX YCIIyT”

Bonpoc 14

Cornacao @3 “O06 00X NPUHIMIIAX OPTaHU3ALMK MECTHOTO camoympasieHus B PO rimasa
MYHMIIMIIAIEHOTO 00pa30BaHus U3/1aeT:

A. IOCTaHOBJICHUS I'. ykassl

b. pemenus J. mpukasbl
B. pacnopsixenus E. yxazanus
Bomnpoc 15.

s oOMeHa TOKYMEHTaMU MU MPEeAOCTaBICHUH TOCY1apCTBEHHBIX U MYHULIMIAIBHBIX YCIYT
B AJIEKTPOHHOMN (hOpMe UCTIOTIB3YeTCS:

A. cuCTeMbI MEKBEIOMCTBEHHOT'O JOKYMEHTO000pOTa

b. pernoHanbHBbIi MOpTa rocy1apcTBEHHBIX U MyHUIIMIAIBHBIX YCIyT

B. cucrema MexBeOMCTBEHHOTO 3JIEKTPOHHOTO B3aUMOJIEHCTBUS
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I'. cucrema 3IeKTPOHHOTO JOKYyMEHTO000pOoTa

[IpuMepHBIil IEPEUYEHBb BOIIPOCOB K 3a4ETY IO BCEMY KYpCY:
1. JIOKyMEHT U €ro MECTO B CUCTEME YIIPaBJICHUSI.

2. IlpaBoBoe peryaupoBaHHME BEIEHUS [EJIONPOU3BOACTBA B (heepasibHBIX OpraHax
HCTIOJHUTENbHOM BiacTu Poccuiickoit dexneparium.

3. IlpaBoBoe peryaupoBaHHE BEACHUSA JEJONPOM3BOACTBA B  OpraHax MECTHOIO
camoynpasiieHus Poccuiickoit denepannm.

4. JloxanbHble HOPMAaTUBHBIE aKThl, PEIVIAMEHTUPYIOLIUE JEJIONPOU3BOJACTBA B OpraHax
roCy/1apCTBEHHOI'O0 U MYHUIIUIIAJIBLHOTO YIIPABICHHUSI.

5. IlpaBuna penompousBojcTBa Ui (¢eAepalbHbIX OPraHOB HCHOJHUTEIBHON BIACTH.
(conepxaHue, 3HaUEHUE U BO3MOXKHOCTHU MCIIOIb30BAHMUS).

6. MeToauueckiue pPEKOMEHIAIMH TI0 pa3padOTKe HMHCTPYKIHMHA IO JeJIONPOU3BOJACTBY B
denepanbHBIX OpraHax HCIOJIHUTEIBHOW BIAcTH (COAEp)KaHHWE, 3HAYEHHE U BO3MOXKHOCTHU
UCIOJIb30BaHUSA).

7.  Hcnonp3oBaHue  OJIaHKOB Uil JIOKYMEHTHPOBAHHSI  JEATEIbHOCTH  OpPraHOB
rOCYJapCTBEHHOTO M MyHHMIMNAIBbHOTO ynpaieHus. CocTaB peKBH3UTOB OnaHkoB. Knaccugpukarus
OJIaHKOB.

8. OpraHuzallMOHHbIE JTOKYMEHTHI, MX HCIOIb30BaHWE B OpraHax TOCYJapCTBEHHOTO U
MYHUIMIIAJILHOTO YIIPaBJICHUS.

9. PacnopsauTenbHble JOKYMEHTBI, MX MCIIOJIb30BAaHHE B OpraHax TrOCYAapCTBEHHOTO U
MYHHUIMIIAJIBHOTO YIIPABICHUS.

10. Opranu3zaiust paboThl ¢ JOKYMEHTaMHU B OpraHax rOCYJapCTBEHHOTO M MYHHULIMIAIBHOTO
yrIpaBieHUs (TEXHOJIOTUYECKUE ITAITbI).

11. Opranuzamuss ciyKObl  JEJNONPOU3BOACTBA B  OpraHax TIOCYAapCTBEHHOTO H
MYHHMIMIIAJIBHOTO YIIPABJIEHUS HA COBPEMEHHOM JTalle.

12. OpraHusanus [IeJI0NpPOU3BOJCTBA B OpraHax TOCYJapCTBEHHOIO W MYHUIHIAIBHOIO
YIpaBIEHUS B JOPEBOIIOLNOHHBIN EPUO.

13. Opranuzanus [IeJ1O0NpOU3BOJCTBA B OpraHax TIOCYJapCTBEHHOIO W MYHUIUIAIBHOIO
yIpaBJeHus B coBeTckuii mepuoa (1917-1991).

14. BausiHue HOBBIX MH(OPMAIIMOHHBIX TEXHOJIOTMH Ha JIOKyMEHTAllMOHHOE obOecreueHHe B
OpraHax roCyJapCTBEHHOTO U MyHHUIIUIAIbHOTO YIIPABJICHUS.

15. CucreMbl 1OKyMEHTALMH, 00pa3yIOLIUecs B IEATEIbHOCTH OPraHOB I'OCYJapCTBEHHOTO U
MYHHMIMIIAJIBHOTO YIIPABICHUS.

16. HudpopMalMOHHO-CIIpAaBOYHbIE  JOKYMEHTHI, HMX  HCIIOJb30BaHME B  OpraHax

rocyaapCTBECHHOTO U MYHHUIUIIAJIBHOTO YIIPABJICHUA.
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6. YueOHo-MeTOoANYECKOE U HH(POPMAIHOHHOE 00ecniedeHHe T CIUTIIHHbI
6.1 CnMcoK HCTOYHHMKOB U JIUTEPATYPbI

Hcrounnku

OcHoOBHbIE

Koncturynus Poccuniickoit denepanuun

denepanbHblii  KOHCTHTYIMOHHBIM 3akoH oT 25 gekabps 2000 1. Ne 2-OK3 «O
Tl'ocynapcrBernom repoe Poccuiickoit deneparnuny // C3 PO 2000, Ne 52 (Yacrts 1), cT. 5021;

®3 “O mopsiake paccMoTpeHus: oOpamieHuii rpaxiaan Poccuiickoit @enepammu” Ne 59-D3 ot
02.05.2006 // Poccuiickas razera Ne 95 ot 05.05.2006;

®3 “O6 urpopmanyu, THOOPMAITMOHHBIX TEXHOJIOTUAX U O 3amuTte nHpopmaruu” Ne 149-03
ot 27.07.2006 // C3 P®. 2006 Ne 31. Cr. 3448;

®3 “O06 apxuHOM nene B Poccuiickoit deneparuu™ Ne 125-D3 ot 22.10.2004 // Poccuiickas
raszera Ne 3614 ot 27.11.2004;

@3 “O06 obecrieyeHUH JOCTyNa K UHPOPMAIMK O EATEIbHOCTH IOCYIapCTBEHHBIX OPraHOB U
opranoB MectHoro camoymnpasienusi” Ne 8-®3 ot 09.02.2009 // Poccuiickas razera Ne 25 ot
13.02.20009;

@3 “O0 o0mux NPUHIUIAX OpPraHM3alMH MECTHOTO camoympaBieHusi B Poccuiickoi
Oenepanun” Ne 131-D3 ot 06.10.2003 // C3 PD, 06.10.2003, N 40, cT. 3822;

@3 “O06 opraHu3alMM MPEIOCTABICHUS TOCYIAPCTBEHHBIX M MYHHIHMNAIBHBIX yciyr” Ne 210-
®3 ot 27 uronst 2010 // Poccuiickas razera Ne 5247 ot 30.07.2010;

Oenepanpubiii 3akoH  oT 06.04.2011 No 63-®3 “O6 »snextpoHHoW mnonanucu’(B pea. OT
01.07.2011 N 169-®3) // Poccuiickas razera Ne 5451 ot 08.04.2011.

[Tocranosnenue IlpaButenscTBa Poccuiickoit deneparuu ot 27 mpexadbps 1995 r. Ne 1268 «O06
YIOPSAOYEHUH H3TOTOBJICHUS, MCIOJIb30BAaHUS, XPAHEHUS M YHUUTOXKEHMs redyaTeil u OJaHKOB C
BOCIIPOU3BE/IEHUEM rocyaapcTBeHHOro repba Poccuiickoit @eneparumny // C3 PO. 1996. Ne2. Ct. 123;

[TocranoBnenune IIpaButensctBa P® ot 19.01.2005 Ne30 «O TumoBoMm periaMeHTe
B3aUMOJIeHCTBHS (heZiepalibHBIX OPraHOB UCTIONHUTENbHOU BiaacTuy// C3 PD 2005, Ne 4, ct. 305;

[TocranoBnenue IlpaButensctBa P® ot 28.07.2005 Ne452 «O TumoBoM periameHte
BHYTpPEHHEH opraHuzaiuu (eaepalbHbIX OPraHOB MCHOIHUTENbHOM Bractuy» //C3 P® ot 01.08.2005
N 31 cT. 3233;

ITocranoBnenue IlpaButensctBa PP ot 15.06.2009 Ne 477 «OO6 yrBepxkaenun IlpaBun
JIEJIOTIPON3BOJICTBA B (De/IepalIbHBIX OpraHax MCIOJHHUTENIbHON BiacTuy// Poccuiickas razera Ne 4937
ot 24.06.2009.

[TocranoBnenue IlpaButensctBa P ot 22.09.2009 Ne 754 “O0 yTBEp>KICHUM IMOJOKEHUS O
CHCTEME MEKBEIOMCTBEHHOT'O 3JIEKTPOHHOTO JokyMeHTooOopota” (MD10) // Poccuiickas razera No
5007 ot 30.09.2009.

IlocranoBnenune IIpaBurensctBa P ot 08.09.2010 Ne 697 “O enuHON cucreMe
MEXBEJOMCTBEHHOT0 3JIeKTpOHHOTr0 B3aumozencteus” // // C3 P®. 2010. Ne 38. Cr. 4823.

ITpuka3z MunkomcBsizu Poccun ot 31.07.2014 Ne 234 «O6 yrBepxaenuu [IpaBun oxazaHus
YCIIYT TIOUTOBOM CBsi3M» // «Poccuiickas razetan. Ne 299, 31.12.2014.

Mertoauyeckre peKOMEHJIAIMM 1o pa3paboTKe HMHCTPYKUMH IO JAEJIONpPOU3BOJACTBY B
(denepanbHBIX OpraHax MCIOJIHUTEILHON BIACTH, YTBEpkKACHHbIE Ipuka3zoM PocapxuBa ot 23 nexabps
2009 Ne 76.

I'OCT P 7.0.97-2016. HaumonansHeiii cranaapt Poccuiickoii @epeparuu. Crucrema CTaHIapTOB
no wuHpopMmanuy, OMOIMOTEYHOMY U HU3JAATEIbCKOMY Jeny. OpraHu3alMoOHHO-paclopsIUTeIbHAS
nokyMeHTanus. TpeboBaHus K OPOPMIIEHUIO IOKYMEHTOB.
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I'OCT P 7.0.8-2013 Jlenonpon3BOACTBO U apXUBHOE z1e10. TepMuHsbl U onpenenenus.- M.: UTIK
N3parenscTBO cTangapTos, 2013.

I'OCT P 51511-2001 «Iledatu ¢ BOCHpPOWM3BEACHHEM TOCyAapCcTBEHHOro repba Poccuiickoit
Oenepanun. Dopma, pazmepsl U TexHHUeckue TpedboBanms» (¢ m3M. Nel ot 25.12.2002 Ne505-cT). -
M.: U3parensctBO cTangaptos, 2001.

[lepeueHp TUMOBBIX YIPABIEHYECKUX APXUBHBIX JOKYMEHTOB, 00pa3yIOIIMXCS B JEATEIbHOCTH
roCy/1apCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYIIPABJIEHUS U OpraHU3aluil, C yKa3aHUEM CPOKOB
xpanenus. — M.: Pocapxus, BHUN/IA ], 2010.

JlonomHUTEIbHBIE

I'enepanbubiii permament. 1720 1. // T11C3 Poccutickoit Umnepun. Cobpanue neppoe, T. VI, No
3534.

Yupexaenue 1uist yrpaiaeHus ryoepauii Beepoccutickoit ummnepuu // 1 TIC3, T.20, Ne14393.

O6mee yupexaearem muauctepcts. 1811 1. // TIC3 1. XXXI, Ne 24686.

Jlutepatypa

OcHoBHas

beikoBa T.A., EmbeimeBa E.M. JlenonpousBoactBo: JOKYMEHTBI M TEXHOJOTHH: Y4eOHOE
nocobue-puzaep [dnexTponnslii pecypc]. M.: PITYVY, 2014. — 300 c.

JlokyMeHTallMoOHHOEe obecrieyeHre ympaBieHHs (IeTOompon3BOACTBO) : yued. mocobue / T.A.
breikosa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-¢ usn., nepepad. u gon. — M. : UHOPA-M, 2017. —
304 c. + Hdomn. marepuansl [DneKTpoHHBIA pecypc; Pexum goctyma http://www.znanium.com]. —
(Briciee oOpa3oBaHHUe: bakanaBpuar). - Pexum JI0CTyTa:
http://znanium.com/catalog/product/762591.

JlokymeHTanionHoe obecniedenue ympasinenus / C.A.'norosa, A.FO. Konbkopa, HO.M.
Kyxapuna, E.A.Ckpunko, mox obmeit penakuueii T.A.BbpikoBoii.-M.: OO0 «1C-ITa6mummary, 2016. -
350 c.: un. ISBN 978-5-9677-2615-6.

Kykapuna HO.M. Pernmamenramusi paOOThl C JIIEKTPOHHBIMH JOKYMEHTaMH B OpraHax
TOCYJapCTBEHHON  BJacTM M MECTHOro camoympasieHuss  Poccuiickoit ~ @enepamumn  //
HemonpousBozacteo. 2015. Ne 4. C.33-38.

Kykxapuna FO.M. Oco6eHHOCTH JOKYMEHTUPOBAHHs YIPaBICHYECKOH EATENIbHOCTH B OpraHax
MeCTHOTOo camoytpasienus Poccuiickoit @eneparuu. // Jlenonpounssoctro, 2016, Ne 2, C. 31-38

Kykapuna HO.M. JlokyMeHTHpOBaHHE IESATEIbHOCTH NPEACTAaBUTEIbHBIX OPraHOB MECTHOIO
camoynpasneHus Poccuiickoit @enepauuu // JlenonpousBoactso. 2018. Ne 2. C.34-45.

6.2 IlepeueHb pecypcoB HHGOPMALNHOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH « UHTEepHET».

HarnwonaneHas siekrponnas oudmuorexa (HOB) www.rusneb.ru
ELibrary.ru Hayunas anektponHas oubnmoreka Www.elibrary.ru
Onekrponnas oudianorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

7. MaTepuajibHO-TEXHHYECKO€E ofecreyeHue JUCHUILINHBI
Hns  obecrieueHuss ~ TUCHUIUIMHBI  HUCHOJB3YyeTCS ~ MaTepUANbHO-TEXHHYECKas  0aza
00pa3oBaTeNbHOTO YUPEKICHUS: yU4eOHbIE ayAUTOPUH, OCHAIIEHHBIE KOMITBIOTEPOM H IIPOCKTOPOM

AJI JEMOHCTpaluu y‘-Ie6HBIX MaTCpHraIoB.

CocraB nporpaMMHOTO obecrneueHUs .
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Windows

Microsoft Office

Adobe Master Collection
AutoCAD

Archicad

SPSS Statisctics

OC «Anbt ObpazoBanue»
Visual Studio

Adobe Creative Cloud

CoNo~LNE

8. O0ecnieuenne 00pa3oBaTEeIbHOIO MpoLecca JJIsl JUI ¢ OTPAHMYEHHBIMH BO3MOKHOCTSIMU
310POBbSI H HHBAJINI0B

B xoxe peanuzanyy JUCHUIUIMHBI HCHOJB3YIOTCS CIEAYIOIIME JONOTHHUTEIBHBIE METOJIBI
0o0y4yeHHs, TEKYIIEro KOHTPOJS YCIIEBAEMOCTH M IPOMEXKYTOYHOM aTrTecTaluu OOydyaroIlMXcs B
3aBHCUMOCTH OT UX WHIAUBHIYaTbHBIX 0COOCHHOCTE:

® Ui CJENBbIX W CIA0OBUIAIIMX: JIEKUUU O(GOPMISIFOTCS B BHJIE€ JIEKTPOHHOI'O JOKYMEHTa,
JOCTYITHOTO C TIOMOMIBIO KOMITBIOTEpA CO CIIEHUAIM3UPOBAHHBIM TIPOTPAMMHBIM 00€CIICUCHUEM;
MUCHMEHHBIC 33/IaHUSl BBIMOJIHAIOTCS HAa KOMIBIOTEpE CO CIEHUAIM3UPOBAHHBIM IPOTPAMMHBIM
o0ecrieyeHneM WIM MOTYT ObIThb 3aMEHEHbl YCTHBIM OTBETOM; OOeCHeuMBaeTcs WHIUBHyaIbHOE
paBHOMepHOe ocBenieHue He MeHee 300 JroKC; 1UIsi BBIMOJTHEHHUS 3aJaHusl MPU HEOOXOIUMOCTH
IIPEJOCTABIIAETCS YBEIMUYMBAIOIIEE YCTPOWCTBO; BO3MOXKHO TAaK)XK€ HCHOJIB30BAaHHE COOCTBEHHBIX
YBEIIMYHMBAIOIINX YCTPOHUCTB; MUCHMEHHBIC 3aJaHus O(DOPMIISIOTCS YBEIWMYCHHBIM MPU(TOM; 3K3aMEH
1 3a4€T MPOBOAATCA B YCTHON (pOpME MIIM BBINOJIHAIOTCS B MUCbMEHHOM (popMe Ha KOMIbIOTEpE.

® Ui TIIyXUX M CIA0OCHBIIAIIUX: JIEKIUH O(QOPMIISIIOTCS B BUAE SJCKTPOHHOTO JOKYMEHTA,
aM00  IpenocTaBiseTCsl  3BYKOYCWJIMBAIOLIas — anmaparypa  HHAMBUAYAJIBHOTO  HOJb30BaHUS;
MUCHMEHHBIC 33JaHUs BBIONHSIOTCS HAa KOMITBIOTEpE B NMUCHBMEHHOH (opme; dK3aMeH U 3auéT
IIPOBOJIATCS B MUCBMEHHOM (hopMe Ha KOMIIbIOTEPE; BO3MOKHO IIPOBEIEHUE B (hOpME TECTUPOBAHUS.

® Ul JIWIl C HAPYIIECHUSMH OTIOPHO-IIBUTATENBHOTO arapara: JISKIUU O(QOpMIISIFOTCS B BHIIE
AJIEKTPOHHOTO JIOKYMEHTa, JOCTYIIHOTO C IIOMOIIBI0 KOMIIBIOTEpa CO  CIEMUATU3UPOBAHHBIM
IPOrpaMMHBIM  OOeclieYeHHeM; IMHCbMEHHBIE 3a/laHUsl  BBINOJHSIOTCS HAa KOMIBIOTEpE CO
CTEIMAM3UPOBAHHBIM MPOTPAMMHBIM O0ecTieueHHEeM; PK3aMeH U 3a4€T MPOBOJATCS B YCTHOU opme
WM BBITIOJIHAIOTCS B MUCBbMEHHOM (popMe Ha KoMIbroTepe.

[Tpu HEOOXOMUMOCTH TIpeyCMaTPUBACTCS YBEITMUYEHUE BPEMEHH ISl TIOATOTOBKH OTBETA.

[Iponienypa mpoBefieHHsT MPOMEKYTOYHON arTecTaluy JUis OOyYarolUXCsl YCTaHABIMBAETCS C
YU€TOM MX MHIUBHIYaTbHBIX NCUXO(U3NIECKHX 0cobeHHocTel. [IpoMexyTouHas arTecTausi MOXKeT
MIPOBOAMTHCS B HECKOJIBKO 3TAIOB.

[Ipu mpoBeseHWM TIPOLEAYPHI OIEHUBAHUS pPE3YJAbTaTOB OOy4YeHHs IpeaycMaTpHBaeTCs
HCIOJIb30BaHNE TEXHUYECKUX CPE/ICTB, HEOOXOJUMBIX B CBS3M C MHAWBUIYaJbHBIMH OCOOEHHOCTSMU
oOydJaromuxcsi. OTH CpeACTBA MOTYT OBITh MPEJOCTaBICHBl YHUBEPCHUTETOM, WIH MOTYT
HCIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKUE CPEJCTBA.

[TpoBenenune mporeaypsl OICHUBAHUS PE3YJIbTaTOB OOYUYSHHS JOMYCKAETCS C MCIIOJIb30BaHHEM
JMCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHH.

ObecneunBaeTcsi 10CTyll K HWHGOPMAlMOHHBIM M OHOIMOrpapuueckuM pecypcam B CETH
WuTepHer Uit Kaxxoro odyuaromierocs B popMax, aJaiTUPOBAHHBIX K OTPAHUYEHUSAM UX 3/10pPOBbS U
BOCTIPHUSITHS HHPOPMAIINH:

e Ui CIENBbIX U CIA0OBUISAIIMX: B TMe4YaTHOM Qopme yBenuueHHbIM HIpupToM, B (hopme
9JIEKTPOHHOTO JIOKYMEHTa, B (hopMe ayanodaiina.

® ISl TITyXUX U c1a0O0CIbIIIalNX: B Ie4aTHON GopMme, B popMe 3JIEKTPOHHOTO TOKYMEHTA.

® TSl 00YJAIOIINXCSl C HAPYIICHUSIMI ONIOPHO-BUTATEIIHHOTO armapara: B IeYaTHOH opme, B
(dhopme 2eKTPOHHOTO JOKYMEHTa, B popme aynnodaiina.
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VY4eOHble ayIUTOpUU AJIi BCEX BHJIOB KOHTAKTHOM M CaMOCTOSTEIbHOM paboThl, HaydHas
OubnuoTeka M WHBIC TOMENIEHHs I OOYYEeHHs OCHAIIEHBI CIEUATbHBIM O0OpYAOBAaHHEM U
y4eOHBIMU MECTaMH ¢ TEXHUUECKUMHU CPEJICTBAMU O0yUEHUSI:

® ISl CIICTIBIX U CJIA0OBUJISIIUX: YCTPOWCTBOM JIJIsSi CKAHUPOBAHMS M YTEHUS ¢ Kamepoir SARA
CE; nmucrimeem bpaiinsa PAC Mate 20; npuntepom bpaiinsg EmBraille ViewPlus;

® Ui TIHYyXUX W CIA0OCIHBIIAIIUNX: ABTOMATU3MPOBAHHBIM pabO4YMM MECTOM JUIsl JIIOACH ¢
HapyIICHUEM CIIyXa U CI1a00CTBIIIANINX; aKyCTUIECKUN YCHIINTEINb U KOJIOHKH;

o isi OOy4aroIIMXCs C HapYILICHUSAMU OINOPHO-IBUTATENLHOTO ammapaTa: MepeIBUKHBIMHU,
perynupyeMbiMi spronomudeckumu napramMu CHU-1; KOMIOBIOTEpPHON TEXHUKOH €O CHEHHaTbHBIM
IPOrPaMMHBIM 00ECTICYCHHEM.

9. MeToauuecKkue MaTepHuaJibl

9.1 Ilnanbl ceMUHAPCKUX/ MPAKTHYECKHX/ JIA00PATOPHBIX 3aHATHIA

Tema 1
Tema 4. (2 yaca) CoBpeMeHHbIe HOPMATHBHbIE IPABOBbIE AKTHI, peryJIHpYyolIUe 1eTeJIbHOCTh
rocy1apCcTBEeHHbIX H MYHMUIMIAJbHBIX OPraHOB.

®opma nposeeHUs — JTUCKYCCHS

CTy,HeHTI)I HU3Yy4aroT COBPEMCHHBLIC HOPMATUBHBIC AKTbI, PCrIIAMCHTHUPYIOIIHUEC JOKYMCHTHPOBAHUC

yIPaBICHUYECKON JAESITETbHOCTU B OpraHax TOCyIapCTBEHHOIO U MYHUITUTIATBHOTO yIIPaBICHHUS.
1. Yem pasznuuarorcs o6muii 61aHK ¥ 6IaHK MUChbMA, OJIaHK KOHKPETHOTO BHA JOKyMEHTa?

2. Kakue Bujbl GIaHKOB NPHMMEHSIOTCS B OpPraHaX rOCYJapCTBEHHOIO U MYHHIUIAIBLHOTO
yIpaBIICHUS?

3. KakoB cocTaB peKBU3UTOB JOKYMEHTOB, NPUMEHAEMBIX B OpPraHaXx roCyJapCTBEHHOIO H
MYHUIUIIATIEHOTO YIIPaBICHUS?

4. KakoBsl Tpe60BaHUS K 0(OPMIICHHIO PEKBH3UTOB JOKYMEHTOB?

Hctounuku u nureparypa

HcroyHuku:

@denepanbHbIi  KOHCTUTYLMOHHBIH 3akoH oT 25 gekabps 2000 r. Ne 2-®K3 «O
INocynapctBennom repoe Poccuiickoit @enepanun» // C3 PO 2000, Ne 52 (Yacts 1), ct. 5021;

®enepanbhblil 3akoH PO ot 27.07.2006 1. Nel49-03 «O06 undopmanuu, nHGOPMaIMOHHBIX
TEXHOJIOTHUSX U 0 3amuTe nHpopmauuny // C3 PD. 2006. Ne31. Cr. 3448.

O®epnepanbubiii 3akoH  oT  01.06.2005 Ne53 «O rocynapctBeHHOM si3bike Poccuiickoit
Oenepanuny // C3 PD. 2005. Ne23. Cr. 2199.

[Toctanosnenue [IpaBurensctBa Poccuiickoit deneparum ot 27 nexadbps 1995 r. Ne 1268 «O6
YIOPAJOYCHUN HW3TOTOBJICHMS, UCIOIb30BAHUS, XPAaHEHHs W YHUUTOXKEHHUS TeuyaTed U OJaHKOB C

BOCIIPOU3BEJIEHHUEM TocyapcTBeHHOro repba Poccuiickoit denepaunny // C3 PD. 1996. Ne2. Cr. 123;
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[TocranoBnenne IlpaBurensctBa PD ot 15.06.2009 Ne 477 «O6 yrBepkaenun [IpaBun
JIEIIONPOU3BOICTBA B (peiepalibHBIX OpraHaX UCTIOTHUTEIBHOU BIACTH.

Meronudyeckue peKoMeHAAud 10 pa3paboTKe WHCTPYKIHMKA 110 JIEIONPOU3BOJCTBY B
(benepanbHBIX OpraHax HCIOIHUTEILHON BIACTH, YTBEPKACHHbIE Tpuka3zoM PocapxuBa ot 23 nexalps
2009 Ne 76.

I'OCT P 7.0.97-2016. HanumonanbeHelii crangapT Poccuiickoit ®enepaunu. Cucrema
CTaHIapToB 10 wuHpOpManmu, OMOTMOTEYHOMY U HU3JAaTeNbcKoMy jaeny. OpraHu3aluoHHO-
pacrnopsauTenbHas JoKyMeHTanus. TpeboBanus K 0hOpMIEHUIO JOKYMEHTOB.

I'OCT P 51511-2001 «Ileuat ¢ BOCHpPOHM3BEACHUEM TOCyAapCTBEHHOro repba Poccuiickoit
Oenepanun. Popma, pazmepsl U TexHndeckue TpedoBanus» (¢ m3Mm. Nel ot 25.12.2002 Ne505-cr). -
M.: U3parensctBO cTangaptos, 2001.

Ob6mepoccuiickuil  kmaccuukaTop ympasieHdeckoir gokymentanmmu OK  011-93. M.:
I'occrangapt Poccun, 1995.

Jlureparypa:

C.A. TI'nmoroBa, A.IO. KonbkoBa, FO.M. Kykapuna, E.A. Ckpunko JlokymMeHTaliOHHOE
obecrnieueHue ympapieHus, noja obmei penakuueir T.A. beikoBoil. — M.: OO0 “1C-ITaGnumunr”,
2016. - 350 c.

Tema 5. (2 waca) Oprasm3anus CiaykObl JAeJONPOM3BOACTBA B TIOCYJIAPCTBEHHBIX M
MYHHUIHMIAJIbHBIX OPraHax U perjaMeHTAUHs ee 1esiTeIbHOCTH.

DopMa npoBeieHUs — TUCKYCCUS

CtyaeHThl M3y4yaloT TMPEUIOKEHHBIE TPErojaBareyieM OpraHU3aIl[MOHHBIE CTPYKTYpPBI CITYXKO
JIEJIONIPOU3BOJICTBA, IOJOXKEHUS U JOJKHOCTHBIE MHCTPYKUMU COTPYJHHMKOB M TOTOBAT OTBETHI Ha
KOHTPOJIbHBIE BOIIPOCHI

Bomnpocsr:

1. TunoBble HAUMEHOBAHUS M OPraHU3ALMOHHAS CTPYKTYpa CIyX ObI EIONPOU3BOJCTBA B OpraHax
rOCYJapCTBEHHOTO ¥ MyHUIIMIIAJIBHOTO YIIPABICHHUS.

2. OCHOBHBIE IIeJIU 1 3aJ1a4ud CIYXObI JEIONPOU3BOJICTBA B OPraHax rocyJapCTBEHHOIO U
MYHHUIMIIAJIBHOTO YIIPABIICHHUS.

3. JloMKHOCTHOM M YMCIIEHHBIN COCTaB CIIYKOBI 1€J0MPOU3BOICTBA B OPraHax roCy1apCTBEHHOTO U
MYHHUIMIIAJIBHOTO YIIPABICHHUS.

4. PernameHTanus IeATENbHOCTH CIYXObI J€ONPOU3BOJCTBA B JIOKAIBHBIX HOPMAaTHUBHBIX aKTax
opraHa rocyAapCTBEHHOI'0 U MyHULIMIIAJIBHOTO YIIPABJICHMUS.

HcTouyHuKkM U JUTEpaTypa:

[TocranoBnenune I[IpaButensctBa P® ot 15.06.2009 Ne 477 «O06 yrBepxaenun [lpasun

JIeJIONPOU3BOICTBA B (pe/iepalibHbIX OpraHax UCHOJIHUTEIbHOM BIACTH.
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MeTtoauyeckue pekoOMEHAAlUU Mo pa3paboTKe MHCTPYKIMM MO JEJIONpPOU3BOJCTBY B (perepalbHbIX

OpraHax MCIOJHUTENILHOU BJIACTH, YTBEP)KICHHbIE Mpuka3zoM Pocapxusa ot 23 nexabps 2009 Ne 76.

Tema 6 (8 yacoB). Buabl 10KyMEHTOB U CHCTeMbI JOKYMEHTAIUH, CO31aBaeMble B eI TeJIbHOCTH
OPraHoOB roCyJAapCcTBEHHOI0 U MyYHHMIMIIAJBHOI0 YIIPABJICHH.

3aHATHE IPOBOAUTCS C UCTIOIB30BAHUEM Keiic-MeToaa. CTyIeHThI U3y4atoT 00pa3ibl JOKyMEHTOB U
aQHATM3UPYIOT MPABUIBLHOCTH UX OOPMIICHHUS.

Ha ocHoBe npe/10KeHHbIX NIPENOoJaBaTeIeEM CUTYalui CTYAEHTBl CAMOCTOSITEIbHO COCTaBIISIIOT
MIPHUKA3bl, IPOTOKOJIbI, PACTIOPSDKEHUS, TOCTAHOBJICHHUS, PELICHUS, OOpalleHHs] TPaKIaH U OTBETHI Ha
HUX.

Bomnpochsr:
1. BI/II[BI AOKYMCHTOB, U31aBACMbBIX OpraHaMu rocya1apCTBCHHOI0O 1 MyHUIUIIAJIbHOI'O
YIIPaBJICHUS.

2. Poub cucreMsl OpFaHI/I3aLII/IOHHO-paCHOpHHHTGHBHOﬁ JOKYMCHTAUU B ACATCIIbBHOCTH. OPraHOB
rocyaapCTBEHHOIO U MYHHUIUIIAJILHOT'O YIIPABJICHUA.

3. HMcnonn3oBaHue OJaHKOB U I1a0JIOHOB U SJICKTPOHHBIX JOKYMCHTOB B ACATCIIbHOCTU. OPI'aHOB
rocyaapCTBEHHOT'O U MYHHUIUIIAIIBHOT'O YIIPABJICHU.

HcToynuku u qureparypa:

Meroanueckre peKOMEHAIMH 10 pa3padOoTKe MHCTPYKIHIA 1O IIONPOU3BOJCTBY B (heiepaibHbIX
OpraHax MCIIOJHUTEIILHOU BJIACTH, YTBEP)KICHHbIE puKka3zoM Pocapxusa ot 23 nexadps 2009 Ne 76.

I'OCT P 7.0.97-2016. HauunonansHubiii ctangapt Poccuiickoit ®@eneparuu. CucteMa CTaHIapTOB IO
uHpopmanuy, OUOIMOTEUHOMY U U3JAaTeNbCKOMYy Jneny. OpraHu3zaldOHHO-PACIOPSIUTEIbHAS

nokyMeHTanus. TpeboBaHus K OPOPMIIEHUIO TOKYMEHTOB.

OdunnanbHble calThl (eepanbHbIX OPraHOB UCHOJHUTENIBHOM BIACTH U MyHHUIIUTATIBHBIX
obpa3oBanuii ropoga Mocksbl, MockoBcKkoii 001acTu u qpyrux cyobektoB Poccuiickoi @enepannu.
JokymenTanmonHoe obecneuenue ynpasieHus / C.A.I'morosa, A.}O. Konbskosa, KO.M. Kykapuna,
E.A.Cxpunko, non o6meit pegakiueit T.A.boikoBoit.-M.: OO0 «1C-ITa6numunary, 2016. -350 c.: um.
ISBN 978-5-9677-2615-6.

Kabamos C.}O. Opranuzamus o0mero M CrenuagbHOro JeJONPOU3BOJCTBA B OpraHax MECTHOTO
camoyrmpasiieHus: yueoHoe nocoodue. — M.: UHOPA-M, 2013.

Kykapuna FO.M. OcoOeHHOCTH JOKYMEHTHPOBAHUS YIPABJICHYECKOW EATENHHOCTH B OpraHax
MecTHOro camoytmpasienus Poccuiickoii @eneparuu. // Jlenonpoussoactso, 2016, Ne 2, C. 31-38
Kykapuna FO.M. JlokyMeHTHUpOBaHWE JEATEIBHOCTH TPEJICTABUTEIHLHBIX OPraHOB MECTHOTO
camoympasnenust Poccuiickoit @enepaunn // JenonpousBonactso. 2018. Ne 2. C.34-45.

®uonosa JI.P., bonasipesa F0.A. Opranuzanus IOY B anmuHucTpanuu paiiona //
HenonpouzBoactso, 2009, Ne 4, c. 69-74.

CI/ITyaHHI/I M KOMILICKTBI JOKYMCHTOB OpPTraHOB IOCyJapCTBCHHOI'0O U MyYHUIIUIIAJIbHOI'O YITPABJICHU .

CocTaBuTH NOCTAHOBJICHHE 110 CJICAYIOLIEH YIPABJICHYECKON CUTYallUM:

Curyamus Ne 1

[ToaroroButh nocranosienue I massl roposa JIbiTkapuHo MOCKOBCKOM 001aCTH, MOCBSAIIEHHOE
MIPOBEJICHUIO MYOJMYHBIX CIylIaHuid 1o mnpoekty M3menenuii B IlpaBuna 3emienonb3oBaHus U
3acTpOMKHM ropoackoro okpyra JIsitkapuno. IloctanoBnenue noanucano ['71aBoii MyHHIIMIIAIBHOIO
obOpazoBanus 15 cents6ps 2018 rona u 3apeructpuponano 3a Ne 9241,
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[Ty6nmunble cnymanus O0yayTt nposenaeHsl 19 Hos6ps 2018 B 11 00 mo agpecy r. JIsiTKapuHoO,
yin. Cadponona, a. 2a. Heo6xoauMo corsiacoBaTh COCTaB OPTKOMHUTETA MO MPOBEICHUIO MYyOJUYHBIX
CIIymiaHuid coriacHo mnpuioxkeHuto Nel. Heo0XoauMoO yCTaHOBUTH MECTO O3HAKOMIICHUS C
MaTepuagamMi MyOJIMYHBIX CIymIaHUW 1o mpoekTy M3menenwit B IlpaBuia 3emienosib3oBaHUS U
3aCTpOMKH ropoAcKoro okpyra JIsitkapuHo o azapecy r. JIsitkapuno yi. [lepBomaiickas a. 7 xa6. Ne
28. Marepuansl OyayT goctymnHbl s o3HakomuieHust ¢ 04.11.2018 mo 18.11.2018 ¢ 9 00 mo 18 00
(moHenenTbHUK-YETBEPT).

VY CTaHOBUTH CPOK MOJAYM NMPEITIOKEHUN U peKOMeHAaIui 1o npoekty M3menenuit B [IpaBuna
3eMJIENIONIb30BAaHUsl M 3aCTPOMKHU ropojackoro okpyra JleitkapuHo B oprkomurer ¢ 04.11.2018 no
18.11.2018 mo anpecy r. JIeiTkapuno yi. [leppomaiickas 1. 7 ka6. Ne 28.

JlanHoe nocra”oBiieHHEe U NpoeKT M3menenuit B [IpaBwiia 3eMienosib30BaHUs U 3aCTPOUKHU
TrOpOJCKOTO OKpyra JIBITKapUHO JOKHBI OBITH OIYOJMKOBaHBI B razere “‘JIbITKapuHCKHEBECTH U
pasmelnieHsl Ha opUIaIbHOM caiiTe ropoaa JIsitkapuno B cetu “HUutepHer”. KOHTpOIh HCHOTHEHUS
IocTaHOBJIEHUs Bo3naraercs Ha [lepBoro 3amecturens ['nmaBel Anmunuctpauuu T. JIsiTkapuno B.B.
Jlyuenko.

CocTaBHTH pellleHHe MO cIeAyIolIell yIpaBJeHYecKOi CHTyalun:

3ananue 1.

22 oktsa6ps 2018 roma Coerom penyratoB PameHckoro MyHHIIMIANbHOTO paiioHa
MockoBckoil 00nacTu OBUIO TPHUHATO PEIICHHE O Ha3HAYEHWHU Ha JOJDKHOCTh PYKOBOJUTENS
aamunHuctpanuu Pamenckoro MynununanbHoro paiiona MockoBckoit obnactu [IpokodneBa E.B. B
COOTBETCTBHUH € Y CTaBOM PaMEHCKOro MyHUIIMIIAIBHOTO paliOHa U PELICHUEM KOHKYPCHOM KOMHCCHH
[0 IPOBEICHHI0 KOHKYpCa Ha 3aMEIIEHUE JOJDKHOCTHM PYKOBOJMTENS agMUHHCTpauuu PameHckoro
MynunumnaasHoOro paitona MockoBckoit oomactu ot 20 okta6ps 2018 roma Ne 25.

['maBe Pamenckoro myHunumnagbHoro paiiona Jlemuny B.®. He06X0AMMO 3aKITIOUYUTH KOHTPAKT
C pYKOBOAMTENEM aJMHUHHCTpanuu Pamenckoro MyHuiunaibHOro paitona MoCKOBCKOW o0nacTu
[TpoxodreriM EBrenniem BacunbeBuuem ¢ 23 oktsi6ps 2018 roma cornacHo hopme, coracoBaHHOM ¢
I'ybepnaTopom MockoBcko#t obnactu.

HeoOxoaumo Takke OMyOJIMKOBAaTh JaHHOE PElIeHHE B OOIIECTBEHHO-TIOIUTHYECKON Ta3eTe
Pamenckoro myHunumnanbHoro paiiona “PoaHuk” u pazMecTuTh Ha oduumamsHoM MHTepHeT-caiiTe
aAMUHUCTpaluu PaMeHCKOro MyHUIIMIIAIBHOTO paiioHa.

KonTtposs Bo3naraercs Ha 3amecturens InaBbl PameHckoro MyHunumnaiabHOro parona B.B.
NBanosa. Pemenue noanucan ['nasa Pamenckoro mynuiumnansHoro paiiona B.®. [lemun.

Tema 7. (2 yaca) Opranu3anusi padoTbl ¢ JOKYMEHTAMH B OPraHax rocy1apcTBeHHOI0 U
MYHHMIMIAJIbHOTO YIIPABJIEHUSA

®opma nposeeHUsA — TUCKYCCHS

Ha ocHOBe npenyioKeHHBIX MPENnoJaBaTesieM UHCTPYKLIHM 110 IEJIONPOU3BOJICTBY CTYICHTHI
CaMOCTOSTENILHO COCTABJISIIOT OCHOBHBIE TEXHOJIOTHUECKHUE ATAMbl pabOTHI C IOKYMEHTAMU U JJAIOT UM
KPaTKYIO XapaKTEPUCTHUKY.
Tema 8. (2 yaca) HoBble MH()OpMAIIMOHHBIE TEXHOJOTHU B JOKYMEHTAIIMOHHOM O0ecredeHun
AeSITeJIbHOCTH OPraHOB IOCYyAaPCTBEHHOI0 M MyYHMIMIIAJIbHOI0 YIIPABJICHHUS

®DopMa npoBeieHUs — TUCKYCCUSA

CTYI[CHTBI HU3Yy4aroT O(I)I/II_II/IaJIBHLIC CalThI Pa3JIMUHBIX ~MYHUIUIIAJIBHBIX 06p330BaHI/II7I u
3aKOHOJaTeNIbHbIE aKThl PM M rOTOBSAT OTBETHI Ha KOHTPOJIBHBIC BOIIPOCHI

Bomnpochsr:
1. PernameHTanus MpeaoCTaBICHUS MyHUIIUIIATBHBIX YCIYT B 3JIeKTpOoHHOU popme B D3 “O06
OpraHu3aly NPeJOCTaBICHUS TOCYIAPCTBEHHBIX U MYHUIIMTIAIBHBIX YCIYT .
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2. AIMUHHCTpaTHBHBIC PETJIAMEHTHI U CTaHAAPTHI MPEAOCTABICHUS TOCYJApPCTBEHHBIX U
MYHUIIUTIATBHBIX YCIYT B 3JIEKTPOHHOM (hopme.

3. B03MOXHOCTH 3JIEKTPOHHOT'O B3aUMOJICHCTBUS MEKIY OpraHaMH TOCyJapCTBEHHOTO U
MYHULUIIAJIBHOTO YIIPABICHUS, OPraHU3aALUSIMHU U 3asIBUTEIISIMU.

4. Opranuzanus paboThl IEKTPOHHON IPUEMHOI B OpraHax rocy1apcTBEHHOTO 1
MYHHIIMIIAILHOTO YIIPaBICHUS.

HcTounuku u TuTeparypa:
d3 “O06 obecneyeHnM J0CTyNa K MHPOPMALIUK O ACATEIHHOCTH TOCYIaPCTBEHHBIX OPTaHOB M OPT'aHOB
MecTtHOro camoymnpasienus” Ne 8-@3 ot 09.02.2009 // Poccwuiickas razera Ne 25 ot 13.02.20009;
®3 “O06 opraHu3anuy MPEIOCTABICHUS TOCYAAPCTBEHHBIX U MYHUIMMAIBHBIX yciayr” Ne 210-D3 ot
27 uronsa 2010 // Poccuiickast razera Ne 5247 ot 30.07.2010;
®denepanpublii 3akoH 0T 06.04.2011 Ne 63-D3 “O06 snexrponnoi noanucu’ // Poccuiickas razera Ne
5451 or 08.04.2011.
[TocranoBnenue IlpaButensctBa P® “O enuHoil cucteMe MEXBEIOMCTBEHHOTO SJEKTPOHHOTO
B3aumoeicTus” ot 08.09.2010 Ne 697 // C3 P®. 2010. Ne 38. Cr. 4823.

[Ipuka3 MuHucTepcTBa CBS3U U MaccOBbIX KOMMyHUKauuil P® u ®enepanbHoil ciayx0Obl oxpansl PO
oT 27 Mas 2015 . N 186/258 “006 YTBEPKJICHUU TpeOoBaHMI
K OpraHM3alMOHHO-TEXHUYECKOMY B3aUMOAECHCTBUIO FOCYIAPCTBEHHBIX OPraHOB U IOCY/IapCTBEHHBIX
OpraHu3alyii mocpeacTBOM 00MeHa JOKYMEHTaMH B 3JIEKTPOHHOM BHjIE”

OdunmanbHbIE CAUTHl OPraHOB rOCYAAPCTBEHHOM BJIACTH M MYHHUIUTIAILHBIX 00pa3oBaHUil ropoia
MockBbl, MockoBckoii obmacTu u apyrux cyobekToB Poccuiickoit denepanuu.
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IIpunoxenne 1. AHHOTAITHS
paboueil mporpaMMbl JTUCIUITIIHHBL

AHHOTAIIUSI PABOYEHA ITPOTPAMMBI JIUCHUATLIAHBI

JucuuiuimHa (Modyns) peanusyeTcs Ha GaKyabTeTe yIpaBieHus Kadeapoil rocy1apcTBEHHOTO U
MYHHIIMIIAILHOTO YIIPaBICHUS.
Lenp nOUMCHUIUIMHBI — HW3Y4YeHHE OCOOEHHOCTEH BeICeHHs JIeJONPOU3BOJICTBA B OpraHax

rocyaapCTBCHHOIO U MYHHUUIIAJIBHOI'O YIPABJICHUA Ha Oaze COBpPCMCHHBIX HOPMATHUBHBIX IMPAaBOBLIX
AKTOB.
33,[[3‘11/1 JUCHHUIIIMHBI COCTOST B CIICAYIOIIECM.

- U3yYEHUE OpraHu3aluu [JEJIONPOU3BOJCTBA B OpraHax TrOCYJapCTBEHHOIO U MECTHOIO
yIpaBJeHUs JOPEBOIOLUOHHON Poccuu;

- U3Y4YEHHE COBPEMEHHOW IPaBOBOM perjaMeHTAllUd OpraHu3alluy JIeJIONPOU3BOJICTBA B
opraHax rocyJapCTBEHHOI'O U MyHUIIUIIAJIbHOTO YIIPaBJIEHNUS,

- U3Yy4YEHHE BHUJAOB JIOKYMEHTOB, CO3/1aBa€MbIX B OpraHax TIOCYJapCTBEHHOIO H
MYHHIIMIIAILHOTO YIpaBleHus, 0coOeHHOCTEN nX 0OpMIICHHS U TPUMEHEHHUS,

- U3y4eHHe 0COOEHHOCTEN OpraHu3aluy padoThl C TJOKYMEHTAMU B OpraHax rocyAapcTBEHHOTO
Y MYHULUIIATBHOTO yIpaBJiIeHUs, JOPMUPOBAHUE CITY>KOBI AETOMPON3BOICTBA;

- W3Y4YCHUE BIHMSHUS HOBBIX HWH(POPMALMOHHBIX TEXHOJOTHA Ha JOKyMEHTAIIMOHHOE
o0ecrniedyeHre eATeIbHOCTH OPraHOB TOCYIaPCTBEHHOT'O U MYHUIIMIIATBHOTO YIIPABICHHUS.

JucuuiuimHa (MOJTy/1b) HalpaBjieHa Ha (GOPMUPOBAHHE CIICAYIONIMX KOMITCTCHITHIA:
[1K-3.3 - BrageeT TeXHOIOTUSMH pabOThI ¢ 0OpaICHUSIMHU TPaK/IaH.

B pesynbpTaTe ocBOCHMS TUCHUILUIMHBI (MOJYJIS) 00YYaAIOIIUNACS TOJKEH:

3nams:

- 0COOEHHOCTHU TIPOBEACHHUSI MMYOIUYHBIX MEPOTIPUSITHIA;

- OpraHU3aIuIo JOKYMEHTAIMOHHOTO 00eCIeueHus AeITeIbHOCTH OPTaHOB roCyJapCTBEHHOTO
U MYHUIUOAIBHOTO  YIpaBICHHUS B  YCIOBUSX MPUMEHEHHS  HOBBIX  HH(OPMAIOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHA.

Ymems:

- BECTH JEJIOBYIO MEPENUCKY U MOAIEP>KUBAThH JIEKTPOHHBIE KOMMYHUKAIINH;

- IPUMEHSATH HOBbIE HMH(DOPMAIIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUH B JIETOMPOU3BOJICTBE
OPTraHOB TOCYIAPCTBEHHOT'O U MYHHUITUTIATBHOTO YITPABICHHSL.

Braoems:

— HaBBIKAMU TIPOBEACHHSI MYyONHYHBIX MEpPONpUATHH u (OPMHUPOBAHUS DIIEKTPOHHBIX
KOMMYHHKAITUH C UCIIOJIb30BAHNEM COBPEMEHHBIX TEXHOJIOTUH YIIPaBICHUS JOKYMEHTAIUEH.

- COBPEMCHHBIMU TEXHOJIOTHSMH YIIPABJICHUS JJOKYMEHTAITUCH.

Pabouelt mporpamMmoii MpeayCMOTPEHBI CICIYIOIINE BUIBI KOHTPOJISA: TEKYIIUH KOHTPOIH

YCI€BaCMOCTHU B (I)OpMC OIMpOCOB, TECTA, IPOMECIKYTOUHAA aTTCCTALUS B (bopMe 3a4cTa.
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OO6m1ast TpyI0EMKOCTh OCBOSHUS TUCIUTUTAHBI (MOYJIsl) COCTABIISIET 2 3aYETHBIX €IUHUIIBI,

72 4acos.



