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1 TlosicHuTe/IbHAA 3aMHCKAa

1.1 Ileap u 3aga4y AUMCHUILIMHBbI
HGHB AUCHUIUIMHBL — HU3YUCHUC OCO6CHHOCT€I>1 BCACHUA OCIIOIMPOU3BOACTBA B OpraHax

rocyaapCTBCHHOIO W MYHUIIMIIAJIBHOI'O YIHPABJICHUA Ha baze COBPCMCHHBIX HOPMATHUBHBIX
IMPaBOBLIX AKTOB.
33,[[3‘11/1 AUCHUIUIMHBL COCTOAT B CIICAYIOIICM!

- U3y4CHHUE OpraHU3alMM JEJIONPOU3BOACTBA B OPraHax roCyJapCTBEHHOIO U MECTHOI'O
yIIpaBJICHUS JOPEBOIIOLUOHHON Poccun;
- U3yYECHHE COBPEMEHHOM IPABOBOM pErIaMEHTALMM OPTaHU3alUU JEJIONPOU3BOICTBA B

opraHax roCyaapCTBCHHOTO U MYHUIIUIIAJIbHOTO YIIPABJICHUSA

- HU3Yy4YCHHUC BHUIAOB OOKYMCHTOB,

CO3aBaCMbIX B OpraHax TOCyHAapCTBCHHOI'O U

MYHUIIUTIAIBHOTO YIIPaBIEHHsI, 0COOEHHOCTEH X 0(OpMIICHUS U TPUMEHEHHUS;

- U3y4YyeHHE OCOOCHHOCTEH OpraHu3auuud padoThI
roCy/1apCTBEHHOIO
JIEJIONPOU3BOCTBA;

u MYHULANIAJIBHOTO yIIpaBJICHUS, ¢dbopmupoBaHue CITYKOBI

- W3y4YCHHE BIUSHHUS HOBBIX HMH(OPMAIMOHHBIX TEXHOJOTMH Ha JOKYMEHTALMOHHOE
o0ecrieyeHre JIeATeNbHOCTH OPraHOB TOCYAAPCTBEHHOTO U MYHUIIUIIAIBHOTO YIIPABICHHUS.

1.2 HepequL IJIAHUPYEMBIX pPE3yJIbTaTOB oﬁyqumI o IMCOMIlJIMHE,
COOTHCCCHHBIX ¢ MHAUKATOPAMH NJOCTU/KCHHUSA KOMHETCHIIPIFI

KomMmnerenuus
(kK011 ¥ HAIMEHOBAHHE)

Nuaukatopsl KoMneTeHI U
(ko1 ¥ HANMECHOBAHNC)

PesyabTaTsl 00y4eHus

[IK-2. Criocoben oprannzoBarth
1 OCYIIECTBIISThH
JIOKyMEHTALMOHHOE
obecrieueHne ynpaBleHHS B
OpraHu3aLUsIX Pa3IUnIHBIX
OpraHu3alUOHHO-TIPABOBBIX
¢dbopM u (hopM COOCTBEHHOCTH,
rOCyIapCTBEHHBIX OpraHax u
OpraHax MECTHOT'O
CaMOyTpaBJICHUS

IIK-2.1. [TpumeHsieT TeOpeTUdecKue
3HaHMSA B c(hepe NOKyMEHTAMOHHOTO
obecrieueHHs yIpaBJIeHHs B
IIPAKTUYECKOHN NEATENbHOCTH

3uamv: meopemuueckue 0cHo8bl
OOKYMEHMAYUOHHO20 0Decneverus
VAPAGIeHUs.

Ymemn: npumensime meopemuueckue
BHAHUSL NPU OPSAHUZAYUL
OOKYMEHMAYUOHHO20 0Decneverus
VAPAGIeHUs.

Bnaoemw: memooonozueii
OOKYMEHMAYUOHHO20 0Decneverus
VAPAGIeHUs.

IIK-2.2. Opranu3yeT JOKyMEHTallIOHHOE
obecrieueHne ynpaBlICHHS B
OpraHM3aLUIX Pa3InIHBIX
OpraHU3alMOHHO-TIPABOBEIX (GopM 1
(hopM COOCTBEHHOCTH, TOCYJapCTBEHHBIX
OpraHax U opraHax MECTHOTO
caMOyHpaBJICHUS

3uamo. 0ocobenHocmu NOCMAano8KU
OOKYMEHMAYUOHHO20 0Decneverus
VAPABNIEHUSL 8 OPLAHUZAYUSX PAZTULHBIX
OP2AHU3AYUOHHO-NPABOBLIX (PopM U hopm
cobcmeeHHOCmU, 20CY0apCMEeHHbIX
Op2anax u Opeanax MecnHo2o
CaMOYnpaseHus.

Ymemw: opeanuzosamo
OOKYMEHMAYyUoHHOe obecneuenue 8
OP2AHUZAYUSX PAZTULHBIX OP2AHUZAYUOHHO-
npaeoguvix hopm u popm cobcmeennocmu,
20CY0apCmMBEHHbIX OP2AHAX U OP2AHAX
MECMHO20 CAMOYNPAGLEHUS. YNPAGILeHUS
Bradems: nagvikamu cosepuieHcmeosanus
cucmemol OOKYMEHMAYUOHHO2O
obecneuerus ynpasierus

[1K-2.3. BemomnuseT paboTy 1mo
JIOKyMEHTALMOHHOMY 00EeCTIEeYEeHHIO
YIPaBIEHYECKUX IPOLIECCOB B
OpraHM3alUsIX Pa3IUYHBIX

3namv: cocmas gynxyuil cyico
OOKYMEHMAYUOHHO20 0Decneverus
VAPAGIeHUs.

Ymemn: ocywecmensimo pabomy no

C JOKYMCHTaAMM B OpraHax
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OpraHu3alUOHHO-TIPABOBBIX (OPM U
(hopM COOCTBEHHOCTH, TOCYJapCTBEHHBIX
OpraHax M OpraHax MeCTHOTO
CaMOyTpaBIICHUS

OOKYMEHMAYUOHHOMY 0DeCneyeHur
VAPABIEHUECKUX NPOYeCcos

Bnademv.: nasvikamu 0oKyMeHmMuposanus
VAPAGLEHUeCKUX NPOYeccos u pabonvl
OOKyMeHmayueti 6 OpeaHU3aYyUsxX
DA3MUYHBIX OP2AHUZAYUOHHO-NPABOGHIX
dopm u popm cobcmeennocmu,
20CYOapCmMEEeHHbIX OPeAHAX U OPeAHAX
MECMHO20 CAMOYNPAGIIeHUsL

[1K-5. Criocoben oprannzoBarthb
OTIEpaTHBHOE M ApXUBHOE
XpaHeHHE JIOKYMEHTOB B
OpraHu3alUsIX Pa3INnIHbIX
(hopM COOCTBECHHOCTH,
rOCyIapCTBEHHBIX OpraHax u
OpraHax MECTHOT'O
CaMOyTpaBJICHUS

IIK-5.1. Ucnionb3yeT TeOpeTHYECKHE,
MPaBOBBIC 1 METOANYCCKHAE OCHOBBI
OIEPATUBHOTO M APXUBHOT'O XPAHCHUSI
JOKYMEHTOB B OpPraHH3alHsAX Pa3IHIHbIX
(hopM COOCTBEHHOCTH, TOCYJapCTBEHHBIX
OpraHax M OpraHax MeCTHOTO
CaMOYTPaBJICHHUS B IPAKTHYECCKON
JeSATETBHOCTH

3uamov.: meopemuueckue, npagogvie u
MemMoOUHecKue 0CHO8bL ONEePAMUEHO20 U
APXUBHO20 XPAHEHUSL OOKYMEHMO8 6
OP2AHU3AYUSIX PAZTUYHBIX (POPM
cobcmeenHocmu, 20Cy0apCmeeHHbIX
Op2anax u Opeanax MecnHo2o
CAMOYNPAseHUst 8 NPAKMUECKOl
oesimenbHoOCmu

Ymemn: npumensimo snanue meopuu
apxXusHO20 0end 8 NPaKmu4ecKou
oesimenbHOCmu

Bradems: nagvikamu npumeHeHust
npasoswix HOPM 6 Chepe apxueHo2o dena
npU OCywecmeneHuu OnepamueHo20 u
APXUBHO20 XPAHEHUSL OOKYMEHMO8 8
OP2AHU3AYUSIX PAZTUUHBIX (POPM
cobcmeenHocmu, 20Cy0apCmEeHHbIX
Op2anax u Opeanax MecnHo2o
CAMOYnPABeHUst 8 NPAKMUYECKOl
oesimebHOCIu

IIK-5.2. OpranusyeT onepaTuBHOE U
apXUBHOE XPAHEHUE JOKYMEHTOB B
OpraHM3aLMSIX Pa3IMIHBIX (HOPM
COOCTBEHHOCTH, TOCYIapCTBEHHBIX
OpraHax M opraHax MECTHOTIO
CaMOyTpaBJICHUS

3uamu: npasuna opeanuzayuu
ONepamueHO2o U ApXUSHO20 XPAHeHUs
OOKYMEHMO8

Ymems: opeanuzosvieamv onepamugroe u
apxueHoe Xpanenue OOKYMEHMOs 6
OP2aHU3AYUAX PASTUYHBIX POpM
cobcmeeHHOCmUL, 20CYOAPCTNEEHHbIX
OP2aHax u OP2aHax MecmHo2o
camoynpasnenus

Braoems: nasvikamu obpabomku u
n0020MOBKU OOKYMEHMO8 OJisl MeKyuie2o u
ApPXUBHO20 XPAHEHUs.

[1K-5.3. Bemmonusier paboThI 110
OTIEpPaTHBHOMY M apXHUBHOMY XPaHEHHIO
JIOKYMEHTOB B OPTaHHM3ALMSIX Pa3IMIHBIX
(hopM COOCTBEHHOCTH, TOCYJapCTBEHHBIX
OpraHax U opraHax MECTHOTO
caMOyIpaBIICHHS

3namv: cocmas QyHKyull apxuos u
noopaszoeneHutl no OOKYMeHMAYUOHHOMY
obecneuenulo YnpaeieHus no OpeaHu3ayuu
OTEPATUBHOTO M APXMBHOT'O XPAHEHUS
JIOKYMEHTOB

Ymems: gvinonusams komnaexc pabom no
ONepamusHOMY U apXusHOMY XPaAHEeHUIO
O0OKYMEHMO8 8 OP2AHUAYUSX PATUYHBIX
dopm cobcmeennocmu, 20Cy0apcmeeHHbIX
0p2anax u Op2anax MecmHozo
camoynpasnenus

Bnaodemv.: nasvikamu cosepuiencmeosans
ONepamusHo20 U apxusHO20 XpaHeHusl
OOKYMEHMO8
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1.3 MecTO0 AMCHUILUIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM
MPOrpamMmabl
Juciunnuza (Moaynb) «/lenonmpon3BoACTBO B OpraHax TIOCYJapCTBEHHOH BIIACTH U

MECTHOTO YTpPaBJICHUS» OTHOCUTCS K 4acTH, (GOpMHUPYEeMOHl ydacTHHKaMU O0Opa3oBaTEIbHBIX
OTHOIICHUH OJI0KA JUCUUIUIMH Y4eOHOTO TUIaHa.

Jiss OcBOEHMSI TUCHMIUIMHBI (MOIYJisl) HEOOXOMUMBI 3HAHHS, YMEHUS W BIAJCHHA,
c(OPMHPOBAHHBIE B XOJ€ HM3YUYCHHS CIEAYIOIIMX TUCHUIUIMH M TPOXOXKICHHUA TMPAKTHK:
«/lokymenroBenenue», «OpraHuzanuss M TEXHOJOTHS JOKYMEHTAI[HOHHOIO OOecredyeHus
ynpasieHus», «Mcropus rocynapctBeHHbIX yupexaeHuii CCCP u POy.

B pesynpTare OCBOEHMS IUCHMILIMHBI (MOXIYJsi) (OPMHUPYIOTCS 3HAHUS, YMEHHUSA U
BJIQJICHUSI, HEOOXOIUMBIE ISl M3YYEHHUS CIEAYIOIINX IUCHUIUIMH M TPOXOXKICHHUS MPAKTUK:
«MeToaMKa COBEPIIEHCTBOBAHUS CHUCTEMbI YIIPaBJICHUS JIOKYMEHTaMH B OPraHU3AIMIX),
«PerynupoBanne JOKyMEHTAI[MOHHOTO OOeCHeueHus] YIpaBlieHHs B aJMUHUCTPATHBHBIX

periraMCHTax»

2 CrpyKrypa JUCUHMILJIMHBI

OO01mast TpyA0eMKOCTh IUCIUTUTHHEI COCTaBisieT 3 3.e., 108 .

CTpykTypa AUCHHUILIMHBI VI 04HOH (opMBI 00yUeHH

O6bveM TUCHMIUIMHBI B (pOpME KOHTAKTHOM PabOThl 00yYaromUXCs C MeAaroruuecCKuMu
pabOTHHUKAaMU U (UJIH) IMIIAMH, IPUBJIEKAEMBIMHU K peau3aliii 00pa30BaTeIbHONW MPOrpaMMBbl Ha
MHBIX YCIOBHSX, TP MIPOBEACHNUHU YUSOHBIX 3aHATHIL:

Cemectp | Tum yaeOHBIX 3aHATHI KonuuectBo
4acoB
2 Jlekuun 24
2 Cemunapsl/mabopaTopHbie padOThI 36
Bcero: 60

O0beM TUCHHILTUHBL B (HOPME CaMOCTOSTENbHON pabOTHI 00YYAIOIINXCS COCTABISET 48
aKaJIEMUYECKUX YaCOB.

CTpyKTypa JTUCHUIIMHBI JJI51 3204HO (popMBbI 00yUeHUs1

O0beM TUCIUIUIMHBI B ()OpME KOHTAKTHOW PabOThl OOYYAIOMIMXCS C TEAarorH4eCKUMHU
paboTHUKaMU ¥ (WIIK) TUIIAMU, TPUBJICKAEMBIMU K pean3aliii 00pa30BaTEIbHON MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, TIPU MIPOBECHUH YICOHBIX 3aHSATHH:

Cemectp | Tum yaeOHBIX 3aHATHI KonuuectBo
4acoB

2 Jlexiuu 8
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2 ‘ Cemunapsl/1abopaTopHbie pabOThI 16

Bcero:

24

O0beM OUCIHILTUHBI B (POPME CaMOCTOSTENBHON pabOThI 00YYAIOIIMXCS COCTABISET 84
aKaJIEMUYECKUX YaCOB.

3 Coaepxanue TMCHUIINHBI

HaumenoBanue pa3jaeia
AMCIUNINHbBI

Conepxanue

Pasznen I Beenenue.
HCTOYHMKHM H JIUTEepaTrypa

1.1. Ilpeamer, coneprkanue, 3a1a4n AUCLUIIINHBI.
1.2. cTrouHMKM U IUTEpaTypa

3akonogarenpHble akThl X VIII — H. XX B. 0
BOIIPOCAM  OPraHM3alMy  JCJIONPOU3BOACTBA B
opraHax TOCYJapCTBEHHOIO U MYHHUIUIIAIbHOIO
ynpasienus B Poccuu.

CoBpeMEHHbBIE  3aKOHOAATEIBHBIE  AKTHI,
HOPMAaTUBHBIE IIPABOBbIE AKThl M HOPMATHUBHO-
MeToandeckue 1oKyMeHThl Poccutickon denepanun.
Ilepuognueckue uzganus. CrpaBouHbIE W3JAHUS.
JIureparypa. Odunmansuble CalTBI
roCy/1apCTBEHHBIX U MyHUIIMIAJIBHBIX OPTaHOB.

Paspnea II leronpou3BoacTreo B
OpraHax rocy1apcTBeHHOro u
MYHHIUNAJIBHOI0 YIIPABJICHUSA
aopeBoIOUMOHHOM Poccun

PersniamMeHTanus 1enonpon3BoACTBa OPraHoOB
rOCyJapCTBEHHOIO M MECTHOIO  YINpaBJICHUS
JOPEBOIOLMOHHON Poccum B 3aKOHOAATENBHBIX
akrtax XVIII — 1. XX B. “I'eHepanbHblil perinamMeHT
1720”,“YupexxaeHus Aisi ynpaBlIeHHS TyOepHHiA
Bcepoccuiickoit umnepun” 1775 r., “O0muit Hakas
rpaxaaHckuM ryoepraatopam”, “Ooiee yupexxaeHue
muHuctepets 18117, “IlonoxeHne o mnopsake
MIPOM3BOJICTBA JIeN B TyOepHCKUX npaBieHusx” 1837
I.

Bunsl  10KyMeHTOB, 0Opa3ylomMXCsi B
JESTEIbHOCTH KOJUIETUH, MUHUCTEPCTB,
ry0epHaTopa, TyOepHCKOTO MpaBJICHUS, Ka3eHHOU
najaTel, IMpHKa3a OOIIECTBEHHOIO TMPHU3PEHUs U
APYTUX TYOEPHCKUX OPTaHOB yIpPaBJICHUS.

®opmyisip TekcroBoro nqokymenra XVIII B.,
dbopMyIsp TekcToBOro HoKyMeHTa XIX - Hadama XX
BB. [IpaBuna u Tpaguuuu oopmieHus peKBU3UTOB
JOKYMEHTOB:  aBTOp JOKYMEHTa, HaWMEHOBaHHE
BUJA IOKYMEHTA, aJpecarT, /1aTa, perucTpalMOHHBIN
HOMEp, MOJINUCH, NI€4YaTh, OTMETKH HAa JOKYMEHTE.
[TosiBnenne OnaHKOB 1OKyMeHTOB B XIX Beke:
OJaHKM YUPeXKICHUH, CTPYKTYpPHBIX MOAPA3/IeICHHH,
JOJDKHOCTHBIX JIMII, UMEHHBIE OJIAaHKH.




Paznea 111 Jdesronpou3BoacTeo
OPraHoOB rocy1apCTBEHHOI0 1
MYHHMUMIAJIBHOIO YIIPABJICHHUS B
COBETCKUI NMepHo

Pernamenranus eonporu3BOACTBa B OpraHax
TOCYJapCTBEHHOTO W MECTHOTO YINpaBICHUS B
coBeTckuil mnepuox (or JleKpeTroB MEpBBIX JIET
CoBerckoii BnacTu 0 pa3pabOTKH THUIIOBBIX U
MPUMEPHBIX HHCTPYKLUH 10 1€IOIPOU3BOCTBY).

Paszpnen 4. CoBpemeHHbIE
HOPMATHBHBIC INPABOBbIE AKTHI,

peryJmpyouue BeJeHUe
AeJI0TPOU3BOICTBA B
rocy1apcTBeHHbIX "

MYHUIIMNAJIBHBIX OpraHax

Koncturyuus PO; ®enepanbHbIi
KOHCTUTYLIMOHHBIN 3aK0H 0T 25 aexabpst 2000 r. Ne
2-®K3;

@enepanbhblie 3akoHbl: D3 ot 27.07.2006 .
Nel49-®3 «O6 wundpopmauuu, HHGOPMAIIMOHHBIX
TEXHOJIOTUSIX M O  3aluTe  UHPOPMALUNY;
®enepanbhblii 3akoH 0T 06.04.2011 Ne 63-D3 “O6
NEKTpOHHOU mnoanucu’; PenepanbHbI 3aKOH OT
01.06.2005 Ne53-®3 «O rocynapCTBEHHOM S3bIKE
Poccmiickoit  ®enpeparuny; D3 “O06  oOmux
MPUHIUITAX OpraHu3aIu MECTHOTO
camoynpasieHuss B Poccuiickoit ®enepanun”; O3
@3 “O nopsake paccMOTPEHHsI OOpAIICHUH Tpax1aH
Poccwuiickoit @eneparn’; @3 “O06 obecrieueHUH
gocTyna K uHpOpMAMM O  JCATEIbHOCTH
TOCYJapCTBEHHBIX OPraHOB M OPraHOB MECTHOTO
CaMOYIIPaBJIEHUs U IpyTue

ITocTranoBneHus IIpaBuTenscTBa P®:
Ilocranosnenne  IlpaBurensctBa  Poccuiickon
@eneparun ot 27 gexabps 1995r1. Ne 1268 «O6
YIOPSJOYCHUH  W3TOTOBJICHUS,  HCIIOJIB30BaHMA,
XpaHEHUsI W YHUYTOXKEHHUS TeyaTed W ONaHKOB ¢
BOCIIPOM3BEJICHUEM  TOCYIApCTBEHHOTO  repba
Poccuitickoit  ®Depepanun» 5  IlocranoBneHue
IIpaButensctBa PO ot 19.01.2005 Ne30 «O Tunosom
periaMeHTe B3auMoJiecTBuUS (hefepaibHbIX OPTaHOB
HCIIOJIHUTEIILHOU BJIACTHY; ITocranoBieHue
IIpaButensctBa P® ot 28.07.2005 Ne452 «O
TunoBom periaMeHTe BHYTPEHHEW OpraHu3aluu
(benepanbHBIX OPraHOB MCIIOJHUTENBHON BIACTH» ;
ITocranoBnenue IlpaBurensctBa P® ot 22.09.2009
Ne 754 “O6 yTBep)KICHHMU TIOJIOKEHHUS O CHCTEME

MEXBEIOMCTBEHHOTO AIIEKTPOHHOTO
nokymenroobopora” (M3O); IlocraHoBneHue
IIpaButensctBa PO ot 08.09.2010 Ne 697 “O enunoit
CHCTEME  MEXBEJIOMCTBEHHOI'O  BJIEKTPOHHOTO

B3aumojeiicteus”’, [lpaBuna nenonpom3BOACTBA B
rOCy/1JapCTBEHHBIX OpraHax, OpraHax MECTHOIO
CaMOYIpAaBJIEHUS’,  YTBEPKICHHbIE  IPUKA30M
PocapxuBa ot 22.05.2019 N 71. Ilpuxa3sl
(benepanbHBIX OPraHOB HCIIOTHUTEIBHOMN BIACTH

Pasznen V Opranusanust ciayx0bl
JAeJIONPOU3BOACTBA B
rOCY1apCTBEHHBIX H

Cayx6a JICJIOTIPOU3BOICTBA B opraHax
rocyaapCTBCHHOI'O U MYHHUIIUIIAJIBHOT'O YIIPAaBJICHHA,
0COOCHHOCTH  (DOPMHUPOBAHMSI, JODKHOCTHOH U
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MYHUIIMNIAJIBHBIX OpraHax u
periiaMmenTanusd €¢ 1eATeJIbLHOCTH

9HUCIeHHBIH cocTaB. (OCHOBHBIC IENH, 3a7a4d H
GYHKIUU  CITyKOBI JICIIONPOU3BOACTBA B OpraHax
rOCyIapCTBEHHOTO U MYHHIIUIIATHLHOTO YIPABICHUS.
[TpaBa u OTBETCTBEHHOCTh CITYKOBI
JIENIONPOU3BOACTBA. PernaMeHTarusi JaesTeIbHOCTH
CIy’)KObI ~ JIETIOTPOM3BOJCTBA B JIOKAJIBHBIX
HOPMATUBHBIX aKTaX OPraHOB T'OCYJApPCTBEHHOTO H
MYHHIIUITATLHOTO YIIPABICHUSI.

PazneaVI Buabl 10KyMEHTOB H
CUCTEeMbI JOKYMEHTAIlUH,
(popmupyromuecs B
AeSITeJIbHOCTH OPraHOB
roCy1apCTBEHHOI0 U
MYHUIIUNIAJIBHOTO YIIPABJICHUS
Ha COBPEMEHHOM JTare

Breibop Buga JOKyMEeHTa B 3aBHCHUMOCTH  OT
cieuupuKu NEeATEIbHOCTH opraHa
roCyJapCTBEHHOTO WU MYHULUIIAJIBHOTO
yIpasieHus. BuIbl NOKYMEHTOB, CO3/aBacMble B
(benepanbHBIX OpraHax MUCIOJHUTEIFHON BJIACTH U B
OopraHax MECTHOI'O CaMOYIIPaBJICHUS

Posb cuctemel OpraHu3aluOHHO-PACIOPSIUTEILHON
JNOKyMEHTalUU B JIeATEIIbHOCTH OpraHoB
roCyJapCTBEHHOI0 ¥ MYHUIIUIIAJIBHOTO YIIPaBICHUS.
Opranu3zalnoHHbIE JOKYMEHTBI:
aIMUHUCTPATUBHBIC PEIVIAMEHTBI W  CTaHAAPTHI
IIPEAOCTABIICHUS roCcyJapCTBEHHBIX u
MYHUILUIAIBHBIX YCIIYT, IOJIOXKECHUS, UHCTPYKLUH,
LITaTHOE PACIIUCaHUE U JPYTHeE.

PacnopsiqurensHble JOKYMEHTBI:
IIOCTaHOBJICHMUS, peuieHus, pacropsKEHHUs,
IIPOTOKOJIBL, TPUKA3BL.

WNHudopMalmoHHO-CIIPaBOYHbIE JOKYMEHTHI:
ClIy’)keOHble MHChbMa, [OKJIAJHbIE M CIyKeOHbIE
3aIIMCKH, aKThl, CIIPABKHU.

WNHcTpykiug 10 IEIONPOU3BOJACTBY  KaK
OCHOBHOM JTOKYMEHT, OIPEICIAIOMUNA MOPSIA0K
JEJIONPOU3BOCTBA B OPraHaxX IOCyIapCTBEHHOIO U
MYHULUANIAJIEHOTO yIIpaBJICHUS. biranku
JOKYMEHTOB, BHJIbI OJaHKOB, TPUMEHSIEMBIX B
opraHax TOCYJapCTBEHHOIO U MYHHUIUIIAIbHOIO
YIIPABJICHMUSL.

Pa3znen VII Opranuzanust
padoThI ¢ JOKYMEHTAMH B
OpraHax rocyJapcTBeHHOIo u
MYHUIMIIAJTBHOTO YIIPaBJIeHUS

Opranu3anusi  JOKyMEHTOOOOpOTa B OpraHax
rOCYJapCTBEHHOTO U MYHUIIUIAILHOTO YIIPABIICHHUS.
TexHonoruyeckue 3Tansl pabOThI ¢ JOKyMEHTaMH C
yuyetoM (mpueM W mepBuUYHas ~ oOpaboTka
JOKYMEHTOB,  TpPEIBAapUTEIbHOE  PACCMOTpPEHHE,
perucTpanus, KOHTPOJIb HCIOJHEHHUs, MOJIrOTOBKA
OTBETHBIX IOKYMEHTOB, OTIIPaBKa, HH(POPMAITMOHHO-
crnipaBoyHas pabota).

Opranuzanusi ONEPAaTUBHOTO XPaHEHHS
JOKYMEHTOB B OpraHax TOCYJapCTBEHHOTO U

MYHULUIATBHOTO yIpaBiICHUS: MOPSII0K
dopmupoBaHus jed, pa3paboTKa HOMEHKIIATYpPHI
Jen, MIPOBEJICHUE AKCIEPTU3BI LICHHOCTH
JIOKYMEHTOB, TOJITOTOBKA JIEJ1 JIs Iepelayi B ApXUB.
Pa3gea VIII HoBble Wcnonb3oBanue CHUCTEM 3JIEKTPOHHOT'O

HH(OPMaLOHHbIE TEXHOJIOTHH B

JOKYMEHTOO0OpOTa B JESATCILHOCTH  OpPraHOB
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AOKYMEHTAIMOHHOM
o0ecreyeHuH AesITeJIbHOCTH
rocy/1apcTBeHHBIX H
MYHHIHMNAJIbHBIX OPTAHOB

rocyaapCTBCHHOI'O U MYHHUIIUIIAJIBHOT'O YIIPAaBJICHHA,
BIIUSHHUC I/IH(I)OpMaI_II/IOHHBIX TEXHOJOT U Ha BCACHUC

JIEJIONPON3BOACTBA.
B0O3MOXXHOCTH ~ 3JIEKTPOHHOTO  B3aMMOJICUCTBUS
MEXKIY opraHaMu roCyJIapCTBEHHOT'O u

MYHUIUIIAJIBHOTO YIPABJICHUA, OpraHU3allUsIMU U
3aABUTEISIMU. OOMEH AOKYMCHTaMHU B 3JICKTpOHHOﬁ

bopme, IIOPTAJIBI roCyJapCTBEHHBIX u
MYHUILHUIAIBHBIX YCIIYT; 3JICKTPOHHBIC IPUEMHBIC Ha
oumanbHBIX calTax TOCYAApCTBEHHBIX U

MYHUILUIAJIBHBIX OPTaHOB YIIPABJICHMUS.

4 OOpa3oBaTejibHbIE€ TEXHOJIOTHH

Ne/Ne | HaumenoBanue paszzaena Buner yuebHoit | OGpa3oBaTenbHbIE TEXHOIOTUN
paboThI
1 BBenenue, HICTOUHUKH U Jlexmusg 1. BBoanas meknust ¢
HCIIOJIE30BAHUEM
TuTepaTypa
BUJICOMATEPHATIOB
2 Jlenonpoun3BoJCTBO B Jlexmug 2. [TpoGnemHuas nexius
oprasax
roCyJapCTBEHHOT'O U MOHUTOPHUHT JOKYMEHTOB 18-
yAap CaMocTosTenbHast p JIOKY
20 BexOB
MYHUIIUTIATIEHOTO pabota
yTIpaBICHUS
JIOPEBOITIOLIMOHHOMN
Poccun
3 Jlenonpon3BoACTBO Jlexms 3 [TpoGnemuas nexius
rOCy/IapCTBEHHBIX U
MYHHIIMIATBHBIX opranoB | CamocTosiTeNnbHas IToaroroBka K JNEKIINH
. | pabora
yIpaBICHUS B COBETCKHIA
nepuos
4 CoBpeMeHHbIE Jlexius 4. Jlekuus-Busyanu3anus ¢
MIPUMEHEHUEM CJIAMI-
HOPMAaTHUBHBIC PABOBBIC [IpakTrueckoe
MPOEKTOpa
aKTBL, PETYIUPYIONINE sansmue | IToaroroBka kx ek
15074
» PETYMPYIOL CaMocTosTenbHas A H
N3yueHne nOKyMEHTOB Ha
BEJICHUE pabota
MPAKTUYECKOM 3aHATUU
JIEJIONPOU3BOJICTBA B
rOCy/IapCTBEHHBIX U
MYHHIIUITATBHBIX OPTaHax
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Opranuzaius ciryx0bl Jlexmus 5. [TpoGnemHuas nexius
JIEJIONPOU3BOCTBA B IIpakTnueckoe .
Hcnonb3oBanue kemc-MeToga
rOCy/apCTBEHHBIX U 3aHATHE 2
MYHMIMIIAIBHBIX OPraHax
IToaroroBka u npoBeacHUE
U perylaMeHTalus ee CamocTosTenbHas IIPAKTUYECKOIO 3aHATHS
JEeSTEIbHOCTH pabora
Bunsl 10OKyMEHTOB 1 Jlexuus 6. Jlexuus ¢ paz6opom
KOHKPETHBIX CUTYaLUH
CUCTEMBI JoKyMeHTanuy, | [Ipakrudeckoe
co3JlaBacMbIC B 3agAThe 3 Hcnonb3oBanue kemc-MeToga
IIpoBenenue NpakTUYECKOro
JEeSITEIbHOCTH OpPraHOB
3aHATHS
roCy/1apCTBEHHOTO U CamocTtosTenbHas
MYHHIMIIAIBLHOTO pabora
yIpaBJIEHUS.
Opranuzanust paboThl C IIpakTnueckoe IToaroroBka K TECTUPOBAHUIO
IIpoBeneHue NpakTUYECKOro
JOKYMEHTaMU B OpraHax | 3aHsATHE 4
3aHATHS
roCy/1apCTBEHHOTO U CamocTosTenbHas
MYHHIMIIAIBLHOTO pabora
yHIpaBIeHUS
Hosrie nundopmarmonnsie | [Ipaktuueckoe MOHUTOPHHT CaUTOB
MYHUIIUTIATBHBIX 00pa30BaHuit
TEXHOJIOTUU B 3aHATHE 5
I10 3a/IaHUIO NIPENOaBATEINS
JOKYMEHTallMOHHOM CamocrosiTenbHas [IpoBenenune npakTUUECKOro
3aHATHS
obecrieyeHne pabora
JESTEIbHOCTH OpPraHOB IToaroroBka k 3auery
roCy/1apCTBEHHOTO U
MYHHIMIIAIBLHOTO
yIpaBICHUS

B mepuox BpeMEHHOro0 NPHOCTAHOBJIECHUS MOCEHICHUS OOYYarOIIMMUCS TOMEIIEHUH H
teppuropun PITY s opranmsanuu y4eOHOro mporecca ¢ NPUMEHEHHEM 3JIEKTPOHHOTO
o0y4YeHHs W JUCTAHLIMOHHBIX OOpPa30BaTENbHBIX TEXHOJIOTUH MOTYT OBITh HCIIOJIb30BaHBI
clieAyIolre o0pa3oBaTesIbHbIE TEXHOIOTHHU:

— BUJICO-JICKIIUH;

— OHJIAMH-JICKLIUU B PEKUME PEAIBHOIO BPEMEHY;

— JJICKTPOHHBIE yUYeOHUKH, yuyeOHbIe TOCOOUs, HayuYHbIe U3JaHUs B DJIEKTPOHHOM BHUJE U
JOCTYTI K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIbHBIM Pecypcam;

— CUCTEMBI JJIs JJIEKTPOHHOI'O TECTUPOBAHUS;

— KOHCYJIBTALIUM C UCIIOJIb30BAHUEM TEIIEKOMMYHUKALIMOHHBIX CPEACTB.
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5 Ouenka nIaHNPyeMbIX Pe3yJIbTaTOB 00y4eHU s
5.1 Cucrema onieHUBaAHHUSA

Dopma KOHTPOJIA Makc. KOJIM4€eCTBO
0aJU10B
3a ogny Bcero
padory
Texywuii KOHMPOL:
- yuacmue 8 OUCKYCCUU U 8bINOJIHEHUEe 3A0aHULL 10 6annos 40 6annos
HA NPAKMUYECKUX 3aHAMUIX
- mecm (memol 4-7) 20 6annos 20 6annos
IIpomedxxcymounas ammecmayusi 40 6annos
(aK3aMeH)
Hmoeo 3a cemecmp (Oucyuniumny) 100 6annos

ITosy4eHHBII COBOKYIHBIN pe3yabTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKAJIy OLICHOK U B
IIKaly OIIeHOK EBporeiickoii cucteMsl epeHoca 1 HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cOOTBETCTBHH ¢ TaOIHUIIEH:

100-6amnpHast TpazuImonHas mkana IIkana
[IKaja ECTS
95 -100 A
2304 OTJIMYHO B

68 — 82 XOpOIIO 3a4TE€HO C

56 — 67 D
5055 yIOBJIETBOPUTEIHHO E

20 — 49 FX
0-19 HEYJIOBJIETBOPUTEIHHO HE 3a4TCHO F

5.2 KpnTepml BBICTABJICHHUA OLICHKH 110 JUCHHUIIJINHE

bannsl/ Orenka 1o Kpurepun onieHKH pe3yabTaToB 00yUEHUs 10 TUCIHUILIINHE
Ilxana ECTS | nucuuruinze

100-83/ «OTJIINYHO» BricraBnsiercs oOyuaromemMycs, €ciid OH IITyOOKO U

AB IIPOYHO YCBOMJI TEOPETUYECKUM U NIPAKTUUECKUI

MaTepua, MOXKeT IPOJEMOHCTPUPOBATh 3TO HA 3aHIATUAX U
B XO/I€ IPOMEXKYTOUYHON aTTECTALINH.

OOyuaronuiics HCUEPIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPHIO C
IIPAKTUKOM, CIIpaBIISIETCA C PEIIEHUEM 3a/a4
npodeCCUOHATLHON HANPAaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, NTPABHIILHO 0OOCHOBBIBACT MIPUHSATHIC
peLIeHuS.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeCCHOHATILHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEMyCs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUU.
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Bamnel/
lkama ECTS

O1ueHka 1o
NIUCIUATUINHE

Kpurepun onieHKH pe3yabTaToB 00yUEHUs 10 TUCIHUILIIHNHE

Komnerenuu, 3akpeni€HHble 3a AUCHUIIIMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «BBICOKUI.

82-68/

«XOopouio»

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUH U IIPAKTUYECKUNA MaTepuai, IpaMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSIX U B XOJE
IIPOMEKYTOYHON aTTECTAllU, HE JNOIYCKasl CYLIECTBEHHbBIX
HETOYHOCTEH.

OOyuaromnuiicss IpaBUIBHO MPUMEHSET TEOPETHUECKHUE
IIOJIOXKEHUS IIPU PELLIECHUHU ITPAaKTUYECKUX 3a1a4
npodeCCHOHATBLHON HAMPABIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMH ISl TOTO HaBbIKAMH
U IpUEMaMU.

JIOCTaTOuHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEMyCs C
y4E€TOM PE3YNIbTATOB TEKYIIEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnerenium, 3akperaéHuble 3a AUCIUTUTMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIHUN.

67-50/
D.E

«yIOBJIETBOPU-
TEIILHO

BricraBnsiercs o0yuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTepUall,
JIOMYCKAET OTAETIbHBIC OMIMOKH MPH €ro U3JI0KEHUHU Ha
3aHATHUAX U B XOZE IIPOMEXKYTOYHOU aTTECTALIUH.
OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
B IPUMEHEHUH TEOPETUYECKUX ITOJI0KEHUN IIPU PEILICHUN
MPAaKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHON HAPaBICHHOCTH
CTaHAAPTHOI'O YPOBHS CIIOKHOCTH, BJIaJICET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HAaBBIKAMHU U
IPUEMAMH.

JIeMOHCTpHpPYET I0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JIUTEPaTyphl 10 JUCLUIIIIUHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromEeMycs C
y4E€TOM PE3YNbTATOB TEKYIEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnereniuu, 3akperniéHnble 3a AUCIUTUTMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBINY.

49-0/
F,FX

«HCYHOOBJICTBOPUTC
JIBHO»

BricraBnsiercst oOyuaromemycs, €ciii OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
MaTepHal, 1oMycKaeT rpy0obie OUIMOKH IpU ero
M3JI0KEHUHU Ha 3aHATUSAX U B XOJI€ POMEKYTOUHOMN
aTTeCTallUU.

OOyuaronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
NPUMEHEHUH TEOPETUYECKUX MOJIOKEHUH MPH PEeLICHUN
MPAaKTUYECKHX 3a/1a4 MPO(HEeCCHOHAIBHONW HAPaBIEHHOCTH
CTaHJAPTHOTO YPOBHS CJIOKHOCTH, HE BIIaJeeT
HEOOXOIMMBIMU JIJISl 3TOTO HAaBBIKAMU U MIPHUEMaMHU.
JleMOoHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOM
JUTEPATyphI M0 TUCHUIUIMHE.
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Bamnel/ O1ueHka 1o Kputepuu onieHKH pe3ynbTaToB 00yUeHUs O JUCIUILTHHE
Hlkana ECTS | qucouruinge

OreHka Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromEeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

KomMmneTeHuu Ha ypoBHE «JOCTaTOUHBII», 3aKPEIUIEHHBIE
3a AMCLUUIUIMHON, He CHOPMHPOBAHBI.

5.3 OueHouHbIe cpeAcTBA (MATEPUAJIBI) NJIf TEKYIEr0 KOHTPOJIA
yCIeBaeMOCTH, IPOMEKYTOYHOM aTTeCTANNM 00yYAOIIUXCS 110

AUCLHUILINHE
IIpumep TecTOBOrO 3a1aHUA

Bonpoc 1

bnank mnocTaHOBIEHHMS B OpraHax MECTHOTO CaMOYIIpaBJICHHs BKIIOYaeT B cels
CIICAYIOIINE PEKBU3HUTHI:

A) m3o0paxkeHne repba MyHHIIUIIAIEHOTO 00pa30BaHUs, MECTO JJISl Pa3MEILCHHUS Ha3BaHUS
BUJIa JOKYMEHTa, MECTO ISl 1aThl U HOMEPa JIOKyMEHTa, MECTO COCTABIICHHS

b) u3o6paxenue repda MyHUIMIIAIHLHOTO 00pa30BaHMs, HAUMEHOBAHNE OpraHa MECTHOTO
cCaMOYTIpaBJICHHs, MECTO [T Pa3MELICHNs Ha3BaHMs BUA JOKYMEHTa, MECTO JJIsl JaThl U HOMEpa
JOKYMEHTa, CIIPaBOYHbIE JaHHbIE 00 OpraHe MECTHOI'O CaMOYTIPaBIICHUS

B) u3o6paxenune repba MyHHMIMTIAIEHOTO 00pa30BaHusl, HAMMEHOBaHHE OpraHa MECTHOTO
caMmoOyTIpaBJIeHHsI, HAUMEHOBAHUE BUA JJOKYMEHTa, MECTO JUISI AaThl U HOMEpa JOKYMEHTa, MECTO
COCTaBJICHUS

I') u3o6paxxenue repba MyHHUIMIIAIHLHOTO 00pa30BaHUs, HAUMEHOBAHHE JIOJDKHOCTHOTO
JUIIa MECTHOTO CaMOYIpaBJICHUs, HAMMEHOBAHHE BUIA JOKYMEHTA, MECTO Ul JaThl 1 HOMEpa
JOKYMEHTa, MECTO COCTaBJICHUS

Bompoc 2

Bu3za oduunanbHOro JOKyMeHTa 3TO:

A) pEeKBU3UT TOKYMEHTA, BEIPA)KAIOLINI COTIIACKE UM HECOTJIACHS TOHKHOCTHOTO JIMIIA
C coZiep)KaHUEM JOKyMEHTa

b) Hagnuch Ha TOKyMEHTe, C/IeJaHHas JOJDKHOCTHBIM JIUIIOM M COJIepIKallasi IPUHITOE
UM pelleHue

B) noanucanue 10KyMeHTa ero COCTaBUTENIEM

Bompoc 3

B kakue pekBU3UTHI JOKYMEHTA J1aTa BXOJUT KaK COCTaBHAas YacTh?
a) rpu¢ yTBEp)KICHUS B) IIOJIIUCH

0) BH3a COrjacoBaHUs T') pPe30JIIOLHUs

Bompoc 4

OO0t 61aHK JOKYMEHTA BKJIIOYAET B c€0s CIEAYIONINE PEKBUZUTHI:

A) m3o06pakeHnue repda, SMOJIEMbI, MECTO ISl pa3MEICHIsI Ha3BaHUS BUIA JOKYMEHTA,
MECTO JUJIs JaThl K HOMEpa JOKYMEHTa, MECTO COCTaBJICHUS

b) u3o6paxenue repba, sMOIEeMbl, HAUMEHOBAaHUE OPTaHU3ALMU aBTOPA, MECTO ISt
pa3MelleHus Ha3BaHus BUJIa JOKYMEHTa, MECTO JJIs IaThl 1 HOMepa JOKYMEHTa, MECTO
COCTaBJICHUS

B) uzo6paxenue repba, sMOIeMbl, HAUMEHOBAaHUE OPTaHU3ALIUU aBTOPA, MECTO IS
pa3MeleHus Ha3BaHus BUJIA JIOKyMEHTA, CIPaBOYHBIE JaHHBIE 00 OpraHU3aluy, MECTO IS
JaThl 1 HOMEpa JOKYMEHTA, MECTO COCTaBJICHUS

Bomnpoc 5

Kakue u3 nepeuncieHHbIX JOKYMEHTOB TPEOYIOT YTBEPKACHUS ?

A) ycraB b) miratHoe pacnucanue B) npukassl
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I') noknagusle 3anucku J[) AOTKHOCTHBIE MHCTPYKIIUU

Bompoc 6

Tumnosoii GopMysip IpUKa3a COAEPKUT CIETYIONINE PEKBUZUTHI:

A) rep6 (3mM01eMy), HaUMEHOBaHHUE OpPTaHU3AI[MH-aBTOPA, CIIPABOYHBIE JaHHBIE 00
OpraHM3alii, HAMMEHOBAHNME BUJIA IOKYMEHTA — PUKa3, 1aTy, HOMEP, MECTO COCTaBJICHHUS,
3aroJIOBOK K TEKCTY, TEKCT, TOANNCH, BU3bI COINIACOBAHUS

b) rep6 (smOnemMy), HaMMEHOBaHHE OPraHU3allMN-aBTOpa, HAMMEHOBAHUE BU/IA
JOKYMEHTa — IIPUKa3, 1aTy, HOMEP, MECTO COCTABJIEHUS, 3aT0JIOBOK K TEKCTY, TEKCT, MOIIHCH,
BU3BI COIIACOBAHUs

B) rep6 (sm0Onemy), HaMMEHOBaHHE OPTaHU3aIMH-aBTOpa, HAaMMEHOBAHUE BUIA
JOKYMEHTa — IIpUKa3, 1aTy, HOMEP, MECTO COCTABJIEHUS, 3aT0JIOBOK K TEKCTY, TEKCT, MOIIHICH,
1e4aThb, BU3bI COINIACOBAHUS

Bompoc 7
B opranax MecTHOro caMOYIIpaBJICHUS MOTYT MMPUMEHSTH CIEAYIONIUE BUIABI OJaHKOB:
A) O;raHK TTMCHMAa b) 6mank KOHKPETHOTO BHUJIA TOKYMEHTA

B) 61aHK riiaBbl MyHHIIMTIAIEHOTO 00pa30BaHuUs

') 6nank nocranosnenus [IpaBurenscTBa

Bomnpoc 8

K opraHumzallioHHBIM JOKYMEHTaM, HCIOJb3yEMBIM B JI€ATEIbHOCTH OpIraHOB
roCyJapCTBEHHOI0 ¥ MYHUIIUIIAIBHOT'O YIIPABIEHUS, OTHOCATCS:

A) ycraB oOpraHuzanuu 0) perjJaMeHT IMpelCTaBUTEIBHOTO OpraHa B)
aIMMHHUCTPATUBHBIA pEerjaMeHT T) MpUKa3 J) HMHCTPYKIMS IO JEJIONPOU3BOACTBY  €)
KOpPIIOPAaTUBHBIA CTaHIAPT

Bomnpoc 9

bnank ¢ n3o6paxenuem ['ocynapcreHHoro repba Poccuiickoit @enepaiuit MOTyT HMETh:

a) JIrobast opranu3zaiysi, 3aperucTpupoBaHHas Ha Teppuropun Poccuiickoit deneparyn

0) IlpeacraBuTenbHbIE W OPraHU3AIMOHHO-PACTIOPSIUTENbHBIE OPraHbl MECTHOTO
CaMOYIIPaBJICHUs

B) YupexaeHHs U opraHu3aluy, ykazaiHiele B denepanbHoM KOHCTUTYIIMOHHOM 3aKOHE
«O T'ocynapctBennoMm repoe Poccuiickoit @enepanuny

r) VYupexaeHHs M OpraHM3aluu, YyKa3aHHele B [IpaBuiax Jenonpou3BOACTBAa B
(benepanbHBIX OpraHax UCHOJHUTEIBHOM BIACTH.

Bonpoc 10

@3 “O mnopsake paccMoTpeHuss oOpamieHuil rpaxnaan Poccuiickoit ®eneparun”
perIaMeHTHpYET:

A. CcpokH paccMOTpeHHs OOpalleHH TpakJaH

b. cpok perucrpanuu obpaiieHuil rpaxaan

B. HAaMEHOBAHMA JIOJDKHOCTEH paOOTHUKOB OpraHU3allMM,  3aHUMAIOLIMXCS
paccMOTpeHHeM OOpaIeHHIA

['.  cocTtaB peKBU3UTOB MMCHMEHHOTO OOpaIleHHs IPpaXI1aHNHA

Bonpoc 11

B cootBerctBun ¢ @3 “O mopsake paccMOTpeHus oOpaiieHuid rpaxiaan Poccuiickoit
@eneparn’ yCTaHOBICHBI CIEAYIOMINE BUIbI MMCHbMEHHBIX OOpaIleHnH:

A. TpemioxeHue I'. pexomeHnamus
b. xano6a B. 3agaBnenue
Bonpoc 12

@3 “O0 37eKTPOHHOM MOAMUCH” YCTAaHABINBACT CIIEIYIOIINE BUIBI TOIITHCEH:
A) mpocTast 3J€KTpOHHAas OJIUCh

b) xBanuumpoBaHHas ycuiIeHHas 3JEKTPOHHAS TOAMNUCH

B) 3amuienHas 351eKTpOHHAs TOANNCH

I') ycunenHas 31€KTpOHHAs OIUCH



16

Bonpoc 13

TpeboBaHMs K CTPYKTYpE TEKCTA U MOPAIKY pa3pabOoTKH aIMUHHCTPATUBHOTO pErjlaMeHTa
U3JI0KEHBI:

A. @3 “O6 obecneueHnH AOCTyna K MH(OPMAIMH O JCSITEIBHOCTH T'OCYJapCTBEHHBIX
OpPraHOB U OPTaHOB MECTHOI'O CaMOYIIpaBJICHUS

b. @3 “O6 undpopmanmu, HHPOPMAITMOHHBIX TEXHOJIIOTUAX U O 3amuTe HHPopMaun”

B. Ilocranosnenue IlpaBurensctBa P® “0 TuUnOBOM periaMeHTe B3aMMOAEHUCTBUSA
denepaabHBIX OPraHOB HCIIOTHUTEIBHONW BIACTH

I'. ©3 “O6 opranu3zanuu NpeaoCTaBICHHUs rOCY1apCTBEHHBIX U MYHUIUIIAIBHBIX yCIyT”

Bonpoc 14

Cornacao @3 “O06 oOuMX NPUHIMIIAX OPraHU3ALUU MECTHOTO camoyrpaBiieHus B PD”
rjlaBa MyHHIIMIIAIBHOTO 00pa30BaHuUs H3/1aeT:

A. IOCTaHOBJIEHHUS I'. ykasel

b. pemenus J. mpukassl
B. pacnopstxenus E. yxazanus
Bonpoc 15.

Jlist oOMeHa TOKyMEHTaMU MPH MPEAOCTaBICHUH TOCYAAPCTBEHHBIX M MYHHUIIUTIATBHBIX
YCIIyT B AJIEKTPOHHOU (hOpMe UCTIOTB3YETCSI:

A. cUCTeMBI MEKBEIOMCTBEHHOT'O JJOKYMEHTO000pOTa

b. pernoHanpHbIi OPTaj TOCYAaPCTBEHHBIX U MYHULUIIAJIBHBIX YCIYT

B. cucrema MeXBEIOMCTBEHHOIO 3JIEKTPOHHOTO B3aUMOJICCTBHUS

I'. cucrema 3JeKTPOHHOTO IOKYMEHTO000pOTa

CnTyamm H KOMIIJIEKTBI JTOKYMEHTOB OPraHoB rocyiapCTB€eHHOro 1 MyHHIUNMajabHOT o
YupaBJiecHUsA AJIA COCTABJICHUA TOKYMECHTOB HA IMIPAKTHYCCKUX 3aHATUAX:

CocTaBuTh NOCTAHOBJICHHE 110 CJEAYIOLIEH YIIPABJIeHYeCKON CUTyaluu:

Curyanus Ne 1

[ToaroroButh mnocTaHoBieHue [maBel ropoma JIeiTkapuHo MockOBCKoW o6macTy,
MOCBAILIICHHOE TPOBEJCHUIO MyOIMYHBIX COylmIaHui mo mnpoekty M3menenuit B IlpaBuia
3€MJICTIOIBb30BAHNS U 3aCTPOUKHU IOpPOACKOro okpyra JIeitkapuno. IlocranoBiieHre NOANKMCAHO
['maBoii MyHUIMIAIBHOTO 00pa3oBanus 15 centsi0ps 2018 rona u 3apeructpupoBano 3a Ne 924.

[TyGnuynble cnymanust OyayT npoBeneHbsl 19 nHosOps 2018 B 11 00 mo ampecy T.
JIeitkapuno, yin. CadponoBa, a. 2a. HeoOxomumo coriacoBaTh COCTaB OPrKOMHTETa IIO
MPOBEICHUIO MyOJUYHBIX CIyHIaHWN corjacHo mnpuiaoxkeHuto Nel. HeoOxoauMo ycTaHOBHTH
MECTO 03HAKOMJICHHS C MaTepHaliaMy IyOJIMYHBIX CIyIIaHUH 110 IpoekTy M3menenuii B [IpaBua
3€MJICTIOIB30BAHNS M 3aCTPOMKHU TOPOACKOro okpyra JIsITkapuHO 10 aapecy T. JIbITkapuHO yiI.
ITepBomaiickas a. 7 ka0. Ne 28. Matepuansi OynyT gocTynHsl 1uis o3HakomiieHus ¢ 04.11.2018 no
18.11.2018 ¢ 9 00 no 18 00 (moHENENBHUK-UYETBEPT).

YCTaHOBUTH CPOK MOJA4YM IPEMIOKECHUM M PEKOMEHIALUN 0 NpoekTy 3MeHeHuil B
IIpaBuna 3eMIICNIONB30BaHUS U 3aCTPOMKHM TOPOACKOro OKpyra JIBITKapuHO B OPrKOMHTET €
04.11.2018 mo 18.11.2018 mo axpecy r. JIsiTkapuno yiu. [lepBomaiickas 1. 7 kab. Ne 28.

JlanHOo€e nnocraHoBiieHKE U IPOeKT M3menenu B [IpaBuiia 3eMienosb30BaHus U 3aCTPOUKHU
TOPOACKOT0o OKpyra JIBITKapuHO JOJDKHBI ObITH OIyOIMKOBaHBI B ra3ere “JIbITkapuHCKHEBeCTH
U pa3MelieHbl Ha o¢uimMaabHOM caiite ropona JIsitkapuno B cetn “HMutepHer”. KoHTposb
HCIIOJIHEHUS TIOCTAHOBJIEHUs Bo3ziaraercs Ha [lepBoro 3amecturens I'maBel AIMUHUCTpALUY T.
JIerrkapuno B.B. Jlynenko.

CocTaBuTh penieHne Mo cjeayoueil ynpaBjaeH4eCKoH CUTyaluu:
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3ananue 1.

22 oxtsa6ps 2018 roma Coerom nemytaToB PameHckoro MyHHMIMDaNbHOTO paiioHa
MocKOBCKOM 005acTH OBIJIO MPHUHATO pEIIEHHE O HA3HAYEHUWH Ha JIOJDKHOCTh PYKOBOJMTEIS
anMuHHUCcTpanuu Pamenckoro MyHnunumnansHoro paitona MockoBckoit oonactu [lpoxodnesa E.B.
B COOTBETCTBHUU C YCTaBOM PaMEHCKOro MyHUIUIIAIBHOIO palilOHAa U PEIICHUEM KOHKYPCHOU
KOMUCCHH I10 IIPOBEACHHUIO KOHKYpCa Ha 3aMEILLEHUE TOJKHOCTU PYKOBOAUTENS aIMUHUCTPALUU
Pamenckoro MyHnunumnansHoro paiiona Mockosckoit oonactu ot 20 okts0pst 2018 roma Ne 25.

I'maBe PameHckoro mMyHunmnaibHoro paiiona emuny B.®D. HeoOX0oIuMO 3aKIIOUHUTH
KOHTPakT C pYKOBOAMTENIEM aIMHUHHUCTpauuu PameHckoro MyHUIMIIATBHOTO pailoHa
MockoBckoit obmactu IIpokopreBeiM Eprenmem BacunbeBnuem c¢ 23 oxts6ps 2018 rona
coryacHo ¢opme, corsiacoBanHoi ¢ I'ydGepHaTopoM MOCKOBCKOH 00J1acTH.

Heo6xonumo Takke oOImyOIMKOBaTh JaHHOE PELICHHE B OOIIECTBEHHO-TOIUTUYECKON
razere PamMeHCKOro MyHHIMIANBHOTO paiioHa “PomHuk” W pasmecTuTh Ha O(UIHAIBHOM
NHTtepHer-caiTe aAMUHUCTPALMKU PaMEHCKOro MyHHIIMIIAIBHOIO palioHa.

KonTpons Boznaraercs Ha 3amecturens [n1aBel PaMeHCKOro MyHUIIMIIAIIBHOTO pailoHa
B.B. lBanoBa. Pemenue noanucai I'naBa Pamenckoro MmyHunmnansHoro paiona B.®@. Jlemun.

IIpuMepHBbIH IepeyeHb BONPOCOB K IK3aMeHY 110 BCceMy Kypcey:

1. JIOKYMEHT M €ro MECTO B CUCTEME YIIPaBJICHHUS.

2. IlpaBoBoe peryJaHpOBaHHE BEACHUS JEIONPOM3BOJACTBA B (helepanbHBIX OpraHax
HCTIOJHUTENBHOM Biactu Poccuiickoit dexneparuu.

3. llpaBoBoe peryjaMpoBaHUE BEIEHHUS JAEJIONPOM3BOACTBA B OpPraHax MECTHOIO
camoytmpasiieHus Poccuiickoin denepanni.

4. JloxanpHble HOPMATHUBHBIE AKTHI, PETVIAMEHTUPYIOLIUE JEJIONPOU3BOACTBA B OpraHax
roCyJapCTBEHHOI0 ¥ MYHUIIUIIAJIBHOTO YIIPABICHUS.

5. IlpaBuna Aenonpou3BoACTBA Ui (enepajbHbIX OPraHOB HMCIOJHUTEIHHON BIACTH.
(conepxaHue, 3HAUEHUE U BO3MOKHOCTH UCIOIb30BaHUS).

6. Metoanyeckre peKOMEHIANU MO pa3padoTKe MHCTPYKIHMHA MO JEJIONPOU3BOJICTBY B
(benepanbHBIX OpraHax HCIOJHUTENBHOW BIacTH (ColepiKaHue, 3HAUY€HHE M BO3MOXKHOCTHU
HCTIOJIb30BaHMS ).

7. Hcnonwp3oBaHue ONAaHKOB Ui JTOKYMEHTHPOBAHUS JIEATEIBHOCTH OPIaHOB
rOCYJapCTBEHHOTO M  MYyHHIHMIAIBbHOTO  ynpaBieHus. CocTaB pPEKBHU3UTOB  OJIAHKOB.
Knaccudukanus 61aHKOB.

8. OpraHu3alOHHbIE JOKYMEHThI, UX HCIOJb30BAaHUE B OpraHax roCyJapCTBEHHOI'O U
MYHMIMIIAJIBHOTO YIIPABJICHUS.

9. PacnopsinurenbHble JOKYMEHTBI, MX MCIOJIB30BAaHME B OpraHax rocyJapCTBEHHOIO U
MYHMIMIIAJIBHOTO YIIPABJICHUS.

10. Opranuzanmuss paboTel € JOKYMEHTaMH B OpraHax TOCYJapCTBEHHOTO U

MYHHIMIIAJIBHOTO YIPABJIECHUS (TEXHOJOTUYECKUE TAIIbI).
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11. Opranuzanust ciayxObl JEJONMPOU3BOJACTBA B OpraHax ToOCyIapCTBEHHOTO U
MYHHIMIIAJIBHOTO YIIPABJIEHUS HA COBPEMEHHOM JTalle.

12. Opranuszanus AeI0NpOU3BOACTBA B OPraHax roCyJapCTBEHHOTO U MYHULIUIAIBHOIO
YIPaBJIEHUS B JOPEBOJIIOLNOHHBIN EPUO.

13. Opranuszanus AeI0NpOU3BOACTBA B OPraHax roCyJapCTBEHHOTO U MYHULIUIIAIBHOIO
yIpaBiieHus B coBeTckuii nepuof (1917-1991).

14. BausiHue HOBBIX MH(POPMALIMOHHBIX TEXHOJIOTUI HA TOKYMEHTALMOHHOE 00ecTedeHne
B OpraHax rocy/1lapCTBEHHOI'O U MYHULIUIIAJIbHOIO YIIPABICHUS.

15. Cucrembl  JOKyMEHTaluH, oOpasylomuecss B JCATEIbHOCTH  OpPraHOB
roCy/1apCTBEHHOI'O0 U MYHMIIUIIAJIBHOTO YIIPaBJICHUS.

16. HuHpOopManmOHHO-CIIPAaBOYHBIE JOKYMEHTBI, HMX HCIOJb30BAHHE B OpraHax

rocyaapCTBCHHOIO U MYHHUIIUIIAJIBHOT'O YIIPAaBJICHHA.

6 YdyeOHO-MeTOAUYECKOEe M HHPOPMAILIMOHHOE O0ecTievyeHe TN CIUTIIUHBI

6.1 CnucoOK HCTOYHHUKOB M JIUTEPATYPHI

HUcTounuku

OcHoBHBIE

denepanbHblii KOHCTUTYLHMOHHBIM 3akoH oT 25 nekabps 2000 r. Ne 2-©K3 «O
I'ocynapctBennom repbe Poccuiickoit ®enepanum» // [DnekTponHslii pecypc]. — M., 2019. —

Pexxum noctyma: http:// www.consultant.ru/document/cons_doc LAW_29674/.

@enepanbubiii  3akoH PO ot  27.07.2006 1. Nel49-®d3 «OO6 wuHbopmanuy,

MH(POPMALIMOHHBIX TEXHOJIOTUAX U O 3ammre uHpopmMarum» // [DnekTpoHHBIH pecype]. — M.,

2019. — Pexxum noctyma: http://www.consultant.ru/document/cons_doc LAW_61798/.

®enepanbubiii 3akoH 0T 02.05.2006 Ne 59-D3 «O mopsake paccMOTpeHHs OOparieHuit
rpaxnaan Poccuiickoit deneparumy»// [Dnexkrponnsiii pecype]|. — M., 2019. — Pesxxum nocryma:
https://base.garant.ru/12146661/.

@enepanbublii 3akoH “O0 olecrmeyeHMHM [OCTyna K HHMOPMALUU O JEATEIbHOCTH
rOCYJapCTBEHHBIX OpPraHOB M OpraHoB MectHoro camoympasieHus” Ne 8-D3 ot 09.02.2009 //

[DnexTponnbiii pecype]. — M., 2019. — Pexum nocrymna: https://base.garant.ru/194874/

denepanbHblii 3ak0H “O0 00IMIMX MPUHIIUIIAX OPTraHU3ALUU MECTHOTO CAMOYTIPABJICHUS B
Poccuiickoit @enepauuu” Ne 131-d3 ot 06.10.2003 // [DnexTponnslii pecypc]. — M., 2019. —
Pexum nocryna: https://base.garant.ru/186367/

@enepanbublii  3akoH  “O0  OpraHu3alM  MPEAOCTABICHHUS TOCYAApCTBEHHBIX U
MyHUIUNATBHBIX yeayr” Ne 210-®3 ot 27 uronst 2010 // [Dnexrponnsiii pecype]. — M., 2019. —
Pexum nocryna: https://base.garant.ru/12177515/
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@enepanbubiii 3akoH oT 06.04.2011 Ne 63-®3 “O6 osnexkrpoHHoi mnognucu” //
[D5eKTPOHHBIH pecypc]. — M., 2019. - Pexum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_112701/.

[Tocranosnenue [IpaBurensctBa PO ot 22.09.2009 Ne 754 “O6 yTBep:kKI€HHH TOT0KESHUS
0 CHUCTEME MEKBEIOMCTBEHHOT'O 3JIEKTPOHHOTO JIoKyMeHToobopoTa” (MD/10) (B neiicts. pen.) //

[DnexTponHsIii pecypc]. — M., 2019. — Pesxum nocryna: https://base.garant.ru/196328/.

ITocranoBnenue IlpaButensctBa P® ot 08.09.2010 Ne 697 “O emuHON cucreMme
MEXBEJIOMCTBEHHOTO JJIEKTPOHHOTO B3aUMOJICHCTBUS // [DNMeKTpoHHbIH pecype]. — M., 2019. —

Pexxum noctyna: https://base.garant.ru/199319/.

[Tpuka3 Pocapxusa ot 22.05.2019 N 71 “O06 yTBep»xaeHUHN TMpaBUII IETONPOU3BOJICTBA B
TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyIpaBiieHHs // [DneKTpoHHBIN pecypc]. —

M., 2020. — Pexxum noctyna: https://base.garant.ru/72291836/

Meroauueckne peKOMEHJAlMKH O pa3padOTKe HMHCTPYKLUHUH IO AEIONPOM3BOJICTBY B
rOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOTo camoyrpasieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 // [Onextponnsiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

I'OCT P 7.0.97-2016. Hauuonansusiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMaAIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neiny. OpraHu3anoHHO-
pacniopsiiuTenbHas JoKyMeHTaus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [ DIeKTpOHHBIH
pecypc]. — M., 2019. Pexum JocTymna:
http://www.consultant.ru/document/cons_doc LAW_216461/.

Jlutepartypa
beikoBa T.A. JlokyMeHTalioHHOEe  OOecleYeHHe  yOpaBleHUs  (JIEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yuebHoe mocooue/ T.A. beikoBa, T.B. Ky3uenosa. -2-e¢ uza. nepepad. u
JO1I. - Mocksa: HUundpa-M, 2018. -304 c. — Pexxum JOCTyIIa:
http://znanium.com/go.php?id=942800/

Bunorpagoa T.B. CocrosHue ryOepHCKOro JAenonpou3BojicTBa B Poccwiickoll MMIIEpUU U

IOIBITKA ero pedopmupoBanus B 1iepBoil monoBuHe XIX B. // Bectuuk PITY. 2014. No2.

[DneKTpOHHBII pecypc]. - M., 2019. - Pexxum JOCTyIIa:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=59.

EpmonaeBa A.B. JlokyMeHTanmMoHHOE oOecrneyeHne AEsITEeIbHOCTH OPraHOB TOCYAAPCTBEHHOM

BJIACTH B IIOCTCOBETCKUU MEPUO: TEHACHIIMH U IiepcneKTuBskl pazsutus // Bectuuk PITY. 2014.

Ne2. [DneKTpOHHBIH pecypc]. - M., 2019. - Pexxum JOCTyIIa:

https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=99.
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6.2 Tlepeuenn pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHUKAIMOHHOM CETH

«AHuTepHeT»
- T'apanT [OnextponHslii pecypc]. — DnekTpoH. naH. — M., cop. 2013. — Pexum nocryna:

http://www.garant.ru.

- Koncynperant Ilmtoc [DnexTpoHHBIA pecypce]. — DaekTpoH. naH. — M., cop. 2013. — Pexum

nocryma: http://www.consultant.ru.

6.3 IlpodeccnonanbHble 0a3bl JAHHBIX U HHPOPMALIMOHHO-CIIPABOYHbIE
CUCTEMbI

Hoctyn k npodeccuonanbHbIM 6a3am naHHbIX: https://liber.rsuh.ru/ru/bases

WudopmanroHHbIe CIIPaBOYHbBIE CUCTEMBI:

1.
2.

Koncynprant Ilntoc
lapanT

7 MaTepI/IaJILHO-TeXHI/I‘IeCKOG o0ecmeueHue ANCHUIIINHBI

Aynuropun Juisi IpOBEACHUS JIEKIIMA U CEMUHAPCKUX 3aHATUI C TEXHUYECKUMU CPEJICTBAMU
o0yuyeHus (MyJIbTUMEIUA-TTPOEKTOP (BUICONPOEKTOP), 3KpaH (IIEPEHOCHOM MM CTAI[HOHAPHBIN)),
KOMIIBIOTEPHBIH KJIACC [T TPOBEACHUS JIAOOPATOPHBIX 3aHATHH.

1. Ilepeuens ITO

Nent Haumenosanue [10 [IpousBoaurens Crioco6
/m pacrpocTpaHeHHs
(ruyensuonnoe unu
6000010
pacnpocmpausemoe)
1. Adobe Master Collection CS4 Adobe JINLIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JINICH3UOHHOE
3. Windows 7 Pro Microsoft JILIEH3MOHHOE
4. Microsoft Office 2013 Microsoft JINICH3UOHHOE
5. Windows 10 Pro Microsoft JILIEH3MOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JInneH3noHHoe
8. Zoom Zoom JINICH3UOHHOE
2. Ilepeyens Bl m UCC
Nent HaumenoBanue
/1

1

MexnyHapoanbie pedepaTuBHbIe HaykoMeTpuueckue bJI, mocTymHbie B paMKax

HanuoHaILHOM noanucku B 2020 T.




21

Web of Science
Scopus

2 | [IpodeccuonanpHble MONMHOTEKCTOBBIE B/I, 1OCTYyNHBIE B paMKax HallMOHAJIHHON
noxamucku B 2020 r.

XKypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnans! Taylor and Francis

3 | [Ipodeccuonanbubie momHOTEKCTOBBIE B]]

JSTOR

N3nanus mo oOmeCTBEHHBIM U TYMAaHUTAPHBIM HayKaM
OnekrponHas 6ubnroreka Grebennikon.ru

4 | KoMnbroTepHbIE CIIpaBOYHBIE IPAaBOBBIE CUCTEMBI
Koncynprant Ilntoc,
lapanTt

8 Oobecneuenne 00pa3oBaTeILHOIO MpoUECCa AJIA JHUI ¢ OTPAHUYCHHBIMHU

BO3MOKHOCTHAMH 310POBbHA 1 HHBAJIUAOB
B xozxe peanuzanyy IUCHMILIMHBI UCIIOJIB3YIOTCS CIEAYIOIINE JOIOIHUTEIbHBIC
METOJbl O0O0Y4YEHMsI, TEKYIIEro KOHTPOJIS YCHEBAEMOCTH M IPOMEXYTOUHOM aTTECTallMU
00yyYaromuxcs B 3aBUCUMOCTH OT UX WHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

® IS CIENBIX U CIAa0OBUAAIIMNX:

- JeKuuu O(OpMISIOTCS B BHUAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMIIBIOTEpA CO CIEIHMATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCTIeUeHUEM;

- TMCbMECHHBIE 3a/JaHHS BBINOJIHSIOTCS HA KOMIIBIOTEPE CO CHEHUAIU3UPOBAHHBIM
MIPOTPaMMHBIM 00€CTieueHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- oOecrieuynBaeTCs MHIMBUYallbHOE paBHOMEpHOE ocBenieHne He meHee 300 IoKc;

- JUIs BBINIOJMHEHMS 3aJaHusl NP HEOOXOTUMOCTH TPEAOCTABISACTCA YBEIWYHMBAIOLICE
YCTPOMCTBO; BO3MOKHO TAK)KE UCII0JIb30BAHNE COOCTBEHHBIX YBEINUYMBAIOIINX YCTPOUCTB;

- MUCBbMEHHBIE 3aJ]aHNs OPOPMIISIOTCS YBEIMYESHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMeE MM BBITIOTHSIOTCS B MUCbMEHHOHN (opme Ha
KOMIIBIOTEPE.

® IS TIYXMX M CIa0O0CIbIIAIINX:

- Jekuud O(OPMIISIIOTCS B BHJIE 3JCKTPOHHOTO JOKYMEHTa, JHOO MpPEeJOCTaBIIAETCS
3BYKOYCWJIMBAIOIAs allapaTrypa MHANBUAYAIbHOIO II0JIb30BaHUS;

- MUCHbMEHHBIE 33JJaHNS BBIMOJIHAIOTCS Ha KOMITBIOTEPE B MUCBMEHHOM (hopMe;

- 9K3aMEH M 3a4€T MPOBOJISATCS B MUCbMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO IPOBE/ICHUE
B (hopMe TECTHUPOBAHUSI.

e JUIsl IUI| C HAPYILIEHUSIMU OIIOPHO-/IBUTaTEILHOTO alniapara:

- JeKuuu O(OpMISIOTCS B BHUJAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IIOMOIIBIO
KOMIIBIOTEpA CO CIEIMATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCIICUeHUEM;

- TMCbMECHHBIE 3a/JlaHHS BBINOJIHSIOTCS HA KOMIIBIOTEPE CO CHEHUAIU3UPOBAHHBIM
MIPOTPaMMHEIM 00€CTICUeHUEM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMe MM BBIMIOJTHAIOTCS B MUCBMEHHOHN (opme Ha
KOMIIBIOTEPE.

[Tpu HEOOXOMMMOCTH MPeyCMaTPUBACTCS YBEIIMUCHNUE BPEMEHH Il IOATOTOBKH OTBETA.
[Iponienypa  mpoBefeHHMs  NPOMEXKYTOUHOH  arTecTauuu Uil OOydaromuxcs

YCTAHABIMBACTCS C Y4YETOM UX HMHIUBHIYAJbHBIX ICUXO(PHU3MUECKUX OCOOEHHOCTEH.
IIpomexyToyHast arTecTanusi MOXKET IIPOBOIUTHCS B HECKOJIBKO ATAIOB.
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[Ipu npoBeneHNH MpoLEaYpHl OLEHUBAHUS PE3yJIbTATOB OOyUEHHs IpeaycMaTpuBaeTCs
UCTIOJNIb30BaHME TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C HWHAMBHUIYAJIbHBIMH
0COOEHHOCTSMH 00yYarOMUXCsA. DTH CPEICTBA MOTYT OBITh MIPEOCTABICHBl YHUBEPCUTETOM, WIIN
MOTYT UCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKUE CPEICTBA.

[IpoBenenue mpoueaypbl OICHHMBAHHUS  PE3yJAbTaTOB  OOy4YEHHsS  JIOMYCKaeTcs C
MCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTEeIbHBIX TEXHOIOTHA.

ObecneunBaeTcst A0CTyN K MH(POPMAIMOHHBIM U OMOIMOrpaduyeckuM pecypcaM B CETH
WuTepHeT U Kaxaoro oOydvamomerocss B (opmax, aganTUPOBAHHBIX K OTPAHUYEHUSAM HUX
3JI0POBbSI U BOCIIPUATHUS MH(POPMAITUH:

® IS CIENBIX U CIAa0OBUAAIIMNX:

- B Ie4aTHOU (opMe yBEIIMUECHHBIM HIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

® Ui TIIYXHX U CJIA0OCIHbIIAIINX:

- B IeYaTHOH opme;

- B (hopMe 3IEKTPOHHOTO JJOKYMEHTA.

e s O0yYaroIuXcs ¢ HAPYLICHUSIMU ONOPHO-/IBUTATEIbHOTO arapara:
- B IIeYaTHOM (opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

VY4eOHble ayIUTOPHH Ui BCEX BUIOB KOHTAKTHOW M CaMOCTOSATENbHOM paboThl, HAyYHAs
O6ubIMOTEKa UM MHBIE MOMEIICHUS IJIs1 0Oy4eHUs] OCHAIICHBI CIEMUATBbHBIM O00OPYIOBaHUEM U
y4eOHBIMH MECTaMU C TEXHUYECKUMHU CPEACTBAMHU O0YUCHUS:

® IS CIENBIX U CIAaOOBUAAIINX:

- YCTpOMCTBOM U1l cCKaHMpoBaHUs U uTeHus ¢ kamepoil SARA CE;

- nuctuieeM bpaiinsa PAC Mate 20;

- mpuntepoMm bpaitis EmBraille ViewPlus;

® I TIIyXHX U CJIA0OCIHbIIAIINX:

- aBTOMATU3MPOBAHHBIM paboOuMM MECTOM s JIIOJEH C HapylmeHHeM CciyXa H
¢71a00CIIBIIIAIINX;

- aKyCTHYECKHH yCUIIUTENbh U KOJIOHKH;

e s O0yYaroIuXcs ¢ HAPYIICHUSIMU ONOPHO-/IBUTATEIBHOTO arlnapara:
- IePEIBMKHBIMHU, PEryJIUPYEMBbIMU 3proHOMU4eckuMu nmapramu CHU-1;
- KOMIIBIOTEPHON TEXHUKOW CO CHELUATbHBIM ITPOrPaMMHBIM 00€CIICUEHUEM.

9 MeToanyecKkue MaTepUuaIbl
9.1 IlnaHbl NPAKTHYECKUX 3AHATHIA.

Tema 1
Tema 4. (8 yacoB) CoBpeMeHHbIe HOPMATHBHBIE IPABOBbIE AKTHI, peryJIupyluue
AeATeJIbHOCTh ITOCYJaPCTBEHHbIX H MYHHIMIIAJIbHBIX OPraHoOB.

®opma npoBeAeHUs — TUCKYCCHS
CTyneHThI U3y4aloT COBPEMEHHBIC HOPMATHUBHEIC aKThI, PErIaMEHTUPYIONINE JOKYMEHTUPOBAHUE
yIpaBICHYECKON ACSITETFHOCTH B OPraHaX TOCYJaPCTBEHHOTO M MYHHUITUTIAIIBHOTO YIIPABICHHUS.
l. Yem pasmuuarorcs oOmmil OnaHk M ONAHK IHCbMa, OJIAHK KOHKPETHOIO BHJIA

JNOKyMeHTa?
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2. Kakue Bujibl 0J1aHKOB IPUMEHSIOTCS B OPraHax rocy1apCTBEHHOIO ¥ MYHHIIUTIAIBHOTO

ynpaBiieHus?

3. KakoB COCTaB PEKBU3UTOB JOKYMEHTOB, IPUMEHAEMBIX B OPraHax TOCYAapCTBEHHOTO
Y MYHHUIIMIIQJIBHOTO YIPABICHUs?
4. KakoBsl Tpe6OBaHUS K OPOPMIICHHIO PEKBU3UTOB JJOKYMEHTOB?
9.1.1 MHMCTOYHHMKHM H JUTEpATypa
Hcrounuku:
denepanbHblii KOHCTUTYLHMOHHBIM 3akoH oT 25 nekabps 2000 r. Ne 2-©K3 «O
I'ocynapctBennom repbe Poccuiickoit ®eneparmum» // [InekTponHslii pecypc]. — M., 2019. —

Pexxum noctyma: http://www.consultant.ru/document/cons_doc LAW_29674/.

denepanbHblii 3ak0H “O0 00IMIMX MPUHIIUIIAX OPTraHU3ALUN MECTHOTO CAMOYTIPABJICHUS B
Poccuiickoit @enepauuu” Ne 131-D3 ot 06.10.2003 // [Dnexrponnslii pecypc]. — M., 2019. —
Pexum nocryna: https://base.garant.ru/186367/

[Tpuka3 Pocapxusa ot 22.05.2019 N 71 “O06 yTBep»xaeHUHN TMPaBUII IETONPOU3BOJICTBA B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyIpaBiieHHs // [DneKTpoHHBIN pecypc]. —

M., 2020. — Pexxum noctyna: https://base.garant.ru/72291836/

Meroauueckne peKOMEHJAlMH O pa3padOTKe HMHCTPYKLUHUH IO AEJIONPOM3BOJICTBY B
rOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOTo camoyrpasieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 // [Onextponnsiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

I'OCT P 7.0.97-2016. Hauuonansusiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMaAIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neiny. OpraHu3anoHHO-
pacniopsiiuTenbHas JoKyMeHTaus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [ DIeKTPOHHBIH
pecypc]. — M., 2019. Pexum JocTymna:
http://www.consultant.ru/document/cons_doc LAW_216461/.

9.1.1.1 JlurepaTtypa
beikoBa T.A. JlokyMeHTaloHHOE  OOecleYeHHe  yOpaBleHUs  (JIEIOMPOU3BOJICTBO)

[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikosa, T.B. Ky3uenosa. -2-e¢ uza. nepepad. u
JIOTI. - Mockaa: Wudpa-M, 2018. -304 C. - Pexxum JIOCTyma:
http://znanium.com/go.php?id=942800/

Bunorpagoa T.B. CocrosHue ryOepHCKOro JAenonpou3BojicTBa B Poccwiickoll MMIIEpUu U

MOIBITKA ero pedopmupoBanus B 1iepBoil monoBuHe XIX B. // Bectuuk PITY. 2014. No2.
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[DneKTpOHHBII pecypc]. - M., 2019. - Pexxum JOCTyIIa:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=59.

EpmonaeBa A.B. JlokyMeHTanmMoHHOE oOecreyeHne AEsITEeIbHOCTH OPraHOB TOCYAAPCTBEHHOM

BJIACTH B IIOCTCOBETCKUU MEPUO: TEHACHIIMH U IepcneKTuBkl pazsutus // Bectuuk PITY. 2014.

Ne2. [DneKTpOHHBIH pecypc]. - M., 2019. - Pexxum JOCTyIIa:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=99.

Tema 5. (10 yacoB) Opranmszanus ciay;k0bl JAeJONPON3BOACTBA B IOCYJIAPCTBEHHBIX H
MYHHIMIAJTbHBIX OPraHax U perjaMeHTAlHs ee AesiTeJbHOCTH.

®opma npoBeAeHUsT — TUCKYCCHS

CTyneHTbl U3y4yaloT NpPEJIOKEHHBIC MpEenojaBaTelieM OpPTraHU3aIllMOHHBIE CTPYKTYpPBHI CIIyXO
JEJIONPOU3BO/ICTBA, IOJI0KEHUS U TOJDKHOCTHBIE MHCTPYKIUU COTPYIHUKOB U TOTOBST OTBETHI HA
KOHTPOJIbHBIE BOIIPOCHI

Bonpocsr:

1. TunoBble HANMEHOBAHMS U OpPraHU3AIMOHHAS CTPYKTYpa CIIyKOBI JeONPOU3BOICTBA B
OpraHax rocyIapCTBEHHOIO U MyHULIUIIAJIBHOTO YIIPABJICHMUS.

2. OcCHOBHbIE LIEJIM ¥ 33/1a4H CITY>KOBI I€JIONPOM3BOJICTBA B OpPraHax rocy1apCTBEHHOTO U
MYHUIUIIATIBHOTO YIIPABICHHUS.

3. JIOJDKHOCTHOM M YMCIICHHBIM COCTaB CIIy>KOBI 1€JI0MPOU3BOJICTBA B OpraHax
rOCyJJapCTBEHHOI'O0 U MyHUIUIIATIBHOI'O YIIPABIICHHUS.

4. PermameHTauusi NEATEIBHOCTH CIIY)XOBI JEIOMPOM3BOJCTBA B JIOKAJIBHBIX HOPMATHBHBIX
aKTax OpraHa rocyZapCTBEHHOI'O U MyHUIMIIAIBHOIO YIIPaBICHUS.

HcTounuku u utepartypa:

®enepanbubiii 3akoH 0T 02.05.2006 Ne 59-D3 «O mopsake paccMOTpeHHs OOparieHui
rpaxnaan Poccuiickoit deneparumy// [Dnexkrponnsiii pecype]|. — M., 2019. — Pexxum nocryma:
https://base.garant.ru/12146661/.

[Tpuka3 Pocapxusa ot 22.05.2019 N 71 “O06 yTBep»xaeHUHN TpaBUII IETONPOU3BOJCTBA B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyIpaBiieHHs // [DneKTpoHHBIN pecypc]. —
M., 2020. — Pexxum goctyma: https://base.garant.ru/72291836/

Metoandeckre peKOMEHAAUU IO pa3paboTKe HMHCTPYKIMHA IO JEJIONPOU3BOJCTBY B
rOCYJapCTBEHHBIX OpraHax, opraHax MeCTHOTO caMoympasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 // [Onextponnsiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

I'OCT P 7.0.97-2016. Hauuonansusiii crangapt Poccuiickoit ®@enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMaAIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neiny. OpraHu3anmoHHO-

pacniopsiiuTenbHas JoKyMeHTanus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [ DIeKTpOHHBIH
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pecypc]. — M., 2019. Pexum JocTymna:

http://www.consultant.ru/document/cons_doc LAW_216461/.

beikoBa T.A. JlokyMeHTalloHHOEe  OOecleYeHre  yIpaBleHUs  (JIEIOMPOU3BOJICTBO)
[DnexTponHbIi pecypce]; yuebnoe nocoobue/ T.A. brikoBa, T.B. Ky3nenosa. -2-e u3z. nepepad. u
JO1I. - Mocksa: HNndpa-M, 2018. -304 c. — Pexxum JOCTyIIa:
http://znanium.com/go.php?id=942800/

Tema 6 (10 yacoB). Buabl JOKyMEHTOB M CHCTEMBI JOKYMEHTALIHU, CO3/1aBaeMble B
AeATeJIbHOCTH OPraHOB rOCyAapCTBEHHOI0 1 MYHHIIUIIAJILHOTO YIIPABJICHHS.

3aHsATHE IPOBOAUTCS C UCTIONB30BaHUEM Kelic-MeToa. CTyIeHTHI U3y4aloT 00pasiibl
JOKYMEHTOB M aHAJIM3UPYIOT MPAaBUIBHOCTh UX 0(hOpMIICHHUSI.

Ha ocHose NPpCAJIOKCHHBIX MMPCIIOAaBaTCIIEM cmyaunﬁ CTYACHTHI CAMOCTOATCIIbHO COCTABJIAOT
MIPUKA3bl, IPOTOKOJIBI, PACTIOPSKEHUS, TIOCTAHOBJICHUS, peIlICHHsI, 00palleHNs TpaXJaH U
OTBCThI HAa HUX.

Bonpocsr:
1. Buasl JOKYMEHTOB, N3/1aBa€MbIX OpraHaMH FOCYAApCTBEHHOTO0 U MyHHUIIMIIAJIbHOTO
YTIpaBJICHUS.

2. Ponb cucreMbl OpI‘aHI/ISaL[I/IOHHO-paCHOpHHHTGHBHOﬁ AOKYMCHTAIUU B ACATCIIbHOCTHU.
OpraHoB IroCyJapCTBCHHOI'0O 1 MYHUIIUTTIAJIBHOT'O YIIPABJICHUS.

3. Hcnonp3oBaHue OJaHKOB U MAOJIOHOB U AJIEKTPOHHBIX JOKYMEHTOB B JIESTEIBHOCTH.
OpPraHOB I'OCYAAPCTBEHHOIO0 U MYHULIUIIAJIBHOTO YIIPABJICHMUS.

HcTounuku u utepartypa:

denepanbHblii KOHCTUTYLHMOHHBIM 3akoH oT 25 nekabps 2000 r. Ne 2-©K3 «O

I'ocynapctBennom repbe Poccuiickoit ®enepanum» // [InekTpoHHslid pecypc]. — M., 2019. —

Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_29674/.

[Tpuka3 Pocapxusa ot 22.05.2019 N 71 “O06 yTBep»xaeHUHN TPaBUII IETONPOU3BOJICTBA B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyIpaBiieHHs // [DneKTpoHHBIH pecypc]. —
M., 2020. — Pexxum goctyma: https://base.garant.ru/72291836/

Mertoandeckre peKOMEHAAuu MO pa3paboTKe MHCTPYKIMHA IO JEJIOMPOU3BOJCTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoynpasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 // [Onextponnsiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

I'OCT P 7.0.97-2016. Hauuonansusiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMAIMH, OHOIMOTEYHOMY M H3AATEeIbCKOMY neiny. OpraHu3anuoHHO-
pacniopsiiuTenbHas JoKyMeHTanus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [ DIeKTpOHHBIH
pecypc]. — M., 2019. Pexum JocTymna:
http://www.consultant.ru/document/cons_doc LAW_216461/.
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beikoBa T.A. JlokyMeHTalOHHOE  OOecleYeHre  yIpaBleHUs  (JIEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3uenosa. -2-e uza. nepepad. u
JIOTI. - Mockaa: Wudpa-M, 2018. -304 C. - Pexxum JIOCTyma:
http://znanium.com/go.php?id=942800/

Tema 7. (10 yacoB) Opranusanus padoThl ¢ JOKYMEHTAMH B OPraHaX rocyAapcTBeHHOr0 1
MYHHMIHMIIAJIBHOTO YIIPABJICHUSA

®opma npoBeeHUsT — TUCKYCCHS

Ha ocHOBe npei0;KeHHBIX IPErnogaBaTeIeM HHCTPYKIUHI 110 IEJI0IPOU3BOACTBY CTYACHTHI

CaMOCTOATCIIBHO COCTAaBJIAIOT OCHOBHBIC TCXHOJIOI'MYCCKUC DTAIlbl paGOTbI C JOKYMCHTaMH "

JAl0T UM KPaTKYIO XapaKTEpUCTHKY.

Tema 8. (10 yacoB) HoBble HH(pOpMALIHOHHBIE TEXHOJOTHH B IOKYMEHTAMOHHOM

o0ecreYeHNH AeATeJIbHOCTH OPraHOB rOCyAapCTBEHHOT0 1 MYHMIIUNIAJILHOTO YIIPABJICHHUS
®opma npoBeeHUsT — TUCKYCCHS

CtyneHTbl u3ydaloT OQUIMaIbHBIE CAaHTBl PaA3IMYHBIX MYHHUIUIAIBHBIX 00pa3oBaHU U
3aKOHOJATEIbHBIE aKThl PD 1 rOTOBAT OTBETHI HA KOHTPOJIBHBIE BOIIPOCHI

Bonpocsr:
1. PernmameHTanus npenocTaBiICHUs MyHUIUIIAIBHBIX YCIYT B AJIEKTPOHHOU opme B O3
“O0 opraHu3zaiyy MpeaoCTaBICHUS TOCYAAPCTBEHHBIX U MyHUIIUTIAIBHBIX YCIyT .

2. AZMMHHCTpaTHBHBIE PEIVIAMEHTHI U CTAHAAPTHI IPEIOCTABIEHUS TOCYIaPCTBEHHBIX U
MYHUIIUTIATBHBIX YCIYT B 3JICKTPOHHOM hopme.

3. B03MOHOCTH 3JIEKTPOHHOI'O B3aUMOJEHCTBHUS MEXKy OpraHaMH rocyJapCTBEHHOIO U
MYHUILUIIAJIBHOTO YIPABJICHU], OPTaHU3ALUAMU U 3asIBUTEIISIMH.

4. Opranuzanus paboThl 3JEKTPOHHOM MPUEMHON B OpraHax rocyJapCTBEHHOTO U
MYHUIUIIAJIBLHOTO YIIPABIICHHUS.

HMcTouyHuMKH M IMTEpaTypa:
@enepanbupiii  3akoH PO ot  27.07.2006 1. Nel49-®d3 «OO6 wuHbpopmanuy,

MH(OPMALIMOHHBIX TEXHOJOTHIX U O 3amure uHpopMmanum» // [DIeKTpoHHBIH pecypc]. — M.,

2019. — Pexxum moctyma: http://www.consultant.ru/document/cons_doc LAW_61798/.

®enepanbubiii 3akoH 0T 02.05.2006 Ne 59-D3 «O mopsake paccMOTpeHHs OOparieHuit
rpaxnaan Poccuiickoit deneparumy// [Dnexkrponnsiii pecype]|. — M., 2019. — Pesxxum nocrymna:
https://base.garant.ru/12146661/.

@enepanbublii 3akoH “O0 olecrmeyeHMHM [OCTyna K HHMOPMALUU O JEATETbHOCTH
TOCYJapCTBEHHBIX OpPraHOB M OpraHoB MectHoro camoympasieHus” Ne 8-D3 ot 09.02.2009 //

[DnexTponnbiii pecype]. — M., 2019. — Pexum nocrymna: https://base.garant.ru/194874/

denepanbHblii 3ak0H “O0 00IMIMX MPUHIIUIIAX OPTraHU3ALUN MECTHOTO CAMOYTIPABJICHUS B
Poccuiickoit @enepauuu” Ne 131-®3 ot 06.10.2003 // [Dnexrponnslii pecypc]. — M., 2019. —
Pexum nocryna: https://base.garant.ru/186367/
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@enepanbublii  3akoH  “O0  OpraHu3alM  MPEAOCTABICHHUS TOCYAApCTBEHHBIX U
MyHUAIUNATBHBIX yeayr” Ne 210-®3 ot 27 uronst 2010 // [Dnexrponnsiii pecype]. — M., 2019. —
Pexum nocryna: https://base.garant.ru/12177515/

@enepanbubiii 3akoH oT 06.04.2011 Ne 63-®3 “O6 osnexkrponHoi mnognucu” //
[D5eKTPOHHBIH pecypc]. — M., 2019. - Pexum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_112701/.

[Tocranosnenue [IpaBurensctBa PO ot 22.09.2009 Ne 754 “O6 yTBepkKI€HHH TOT0KESHUS

0 CHUCTEME MEKBEIOMCTBEHHOT'O 3JIEKTPOHHOTO JIoKyMeHToobopoTa” (MD/10) (B neiicts. pen.) //

[DnexTponHsIii pecypc]. — M., 2019. — Pesxum noctyna: https://base.garant.ru/196328/.
ITocranoBnenue IlpaButensctBa P® ot 08.09.2010 Ne 697 “O emuHON cucreMme
MEXBEJIOMCTBEHHOTO JJIEKTPOHHOTO B3aUMOJICHCTBUS // [DNMeKTpoHHbIH pecype]. — M., 2019. —

Pexxum noctyna: https://base.garant.ru/199319/.

beikoBa T.A. JlokyMeHTaloHHOEe  OOecleYeHre  yIpaBleHUs  (JIEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3uenosa. -2-e uza. nepepad. u
JIOTI. - Mockaa: Wudpa-M, 2018. -304 C. - Pexxum JIOCTyma:
http://znanium.com/go.php?id=942800/

EpmonaeBa A.B. JlokyMeHTanMoHHOE oOecreyeHne AESTEeIbHOCTH OPraHOB TOCYAAPCTBEHHOM

BJIACTH B IIOCTCOBETCKUU MEPUOA: TEHAECHIIMH U IiepcueKTuBkl pazsutus // Bectuuk PITY. 2014.

Ne2. [DneKTpOHHBIH pecypc]. - M., 2019. - Pexxum JOCTyIIa:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=99.

OdunmanbpHble CAUTBl OPraHOB TOCYAAPCTBEHHOM BIACTH M MyHHIIMIIAIIBHBIX 00pa30BaHUN

ropoaa Mocksbl, MockoBckoii 00acTu u apyrux cyobpekToB Poccuiickoii deneparui.

9.2 MeToanuyeckue PECKOMEHIAIIUHA 110 ITOATOTOBKE IMCHbMECHHBIX p360T

B npornecce o0yuenus ctyaentsl PITY BBINONHAIOT pa3Hble BUBI TUCbMEHHBIX paloT.

OCHOBHBIMU IIETISIMH MMCBMEHHBIX Pa0OT B By3€ SBISIOTCA:

* 3aKpeIUICHHUE MOJTyYEeHHBIX 3HAHUH M0 CIIEIHMATILHOCTH, IPUMEHEHNE 3TUX 3HAHUH MPH
perneHnH mpoeCCUOHATBHBIX 3a1a4;

* pa3BUTHE HaBBIKOB BEICHUS CAMOCTOSTEILHON pabOTHI, OBJIaIeHHE METOAUKAMU U
NPUHIUIIAMUA CAMOCTOSITEIbHON MCCIIeI0BATEIbCKON 1EATEIbHOCTH;

* (hopMupoBaHNE YMEHUS TPAMOTHO H JIOTHYHO U3JaraTh COOpaHHbIC HAy4YHbIC JaHHbIC
U MaTepuaibl COOCTBEHHON MCCIIeI0BATEIbCKON IEATEIbHOCTH.

Haubonee npocras, HO oueHb BakHasi popMa MUCbMEHHOU pabOTHI B By3€ — 3TO
KOHTpOJIbHAs paboTa. OHa sBIsSETCs 0053aTeIbHBIM DJIIEMEHTOM CaMOCTOSTEIHbHON pabOThHI
CTYZCHTA U, TIPEXKJIE BCETO, IEMOHCTPUPYET YMEHHE BOCIIPUHUMATh U NIEpeaBaTh
UH(OPMALIHIO.
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OTOT BUJ MUCBMEHHOM PabOThI MPEYCMOTPEH YUeOHBIMH IUTAHAMU MTOATOTOBKH
0akanaBpoB M Ha Kadenpe apXUBOBEICHHS MTPeIaracTcsl B paMKax U3ydeHUs 0OIUX KypCcoB U
KIIB.

Taxke B mporecce 0OydeHHUs] CTYACHTY IPEICTOUT BBIIOJHEHHE KYPCOBBIX padoT,
KOTOpbIE (OPMUPYIOT UCCIIEAOBATEIBCKUE HABBIKM, PA3BUBAIOT CIIOCOOHOCTH CUCTEMAaTU3aLUH 1
OCMBICJICHHSI YK€ CYIIECTBYIOLIET0 3HAHUS M HANpPaBJICHbl HAa CAMOCTOSTENILHOE pEILICHHE
HEKOTOPBIX TEOPETHUECKUX WM MpaKTHUecKuX 3a7ad. KypcoBas paboTa 7eMOHCTpUPYET YMEHHE
paboTaTh ¢ HMCTOYHUKAMH, HCIOJNb30BaTh JOCTH)KEHUS COBPEMEHHOM HaykKHu (Hampumep,
UCTIOJIb30BaTh JOCTHKEHHSI apXHUBOBEICHUS, a TAKXKE CMEXKHBIX HAyK M HAYYHBIX AUCLUIUINH),
YCIIEIIHO pelIaTh MOCTaBICHHbIE 33Jayd, oO0pabareiBaTh U 0000maTh marepuan. Hamucanue
KOHTPOJILHOM pPa0OThI, MOJArOTOBKA M 3alllUTa KYPCOBOM MMEET psAJ OpPraHU3al[MOHHBIX H
METOAMYECKUX 0coOeHHOcTeH. O3HAKOMIIEHHE C JaHHBIMH METOJWYECKMMHU PEKOMEHIAIMSIMU
MIOMOXKET CTYZECHTaM IPaBUIbHO OPraHU30BaTh CBOIO YUEOHYIO M HAyYHO-HCCIEIOBATEIbCKYIO
paborty.

OO0mue Tpe0OBaHNUSA K CTPYKTYpe U COAePKAHMIO MHCbMEHHBIX padoT

BaxHoii ¢opmoii caMOCTOATENBHOM pabOTHI CTy/AEHTA SIBJISETCSI KOHTPOJIbHAs padoTa.
Ona mpenycMoTpeHa aisi OOJIBIIMHCTBA TUCHMIUIMH y4eOHOro IUIaHa, YUTaeMbIX Ha Kadeape
apxuBoBezieHUs. Ee HanucaHue nmpecienyer 1eib yriyOleHHOW NpopadOTKU AUCIUIITNHEIL.

KonrponbHast paboTa BBINONHAETCS CTYJCHTaMH B COOTBETCTBHHM C TEMAaTHUKOM,
eXKErogHo  yTBepknaemor  kadenpoil. KourponbHas paboTa  sBiISeTCS  3JIEMEHTOM
CaMOCTOSITENIbHON pabOThI CTYACHTOB, TO3TOMY BBIOODP TEMBI MPEIOCTABISACTCS CTYACHTY.

Jlo HamucaHMs KOHTPOJBHOH paOOThl CTYIEHT JOJDKEH B IIEJIOM O3HAKOMHTBCS C
paszzienamu Kypca, peyCMOTPEHHBIMHI Y4eOHOM POrpaMMOi.

PaboTa 1o HanMcaHUIO KOHTPOJIbHOW HAYMHAETCS C BBISABICHHS U U3YUYCHUSI HCTOUHUKOB
U nuTeparypsl o teme. [1o okoHuaHuM cOopa M U3yUeHHs! JIUTEPATypPhl M UCTOYHUKOB CIEAYeT
IIPOAYyMaTh IJIaH KOHTPOJIbHOM paboThl. CocTaBieHue Mi1aHa — Ba)kKHAs 4YacTh paOOTHI HAJ TEMOIA.
[Tnan npexacraisier co0oi MepevyeHb BOMPOCOB, OTPAXKAIOLINX CojepkaHue uccienoBanus. Ot
TOT0, HACKOJIBKO YETKO OH MPOAYMaH U IMOCTPOEH, BO MHOTOM 3aBUCUT Kau€CTBO KOHTPOJIbHOM
pabotbl. B mian nenecooOpa3Ho BKIIOYUTH HanOoJiee BaXKHBIE TEOPETUYECKHE U MPAKTHYECKUE
BOMPOCHI TEMBI, KOTOpbIE IPU HEOOXOAUMOCTH MOTYT OBITH JeTalu3upoBaHbl. Kak mpaswuio,
pabouuii BapuaHT IUIaHa JIOJDKEH OBITh Pa3BEPHYTHIM, YTO 00JeryaeT paboTy Haj TEMOM.

B okoHuaTenbHOM BapuaHTE IUIaH MOXET OBITh JaH B COKPALICHHOM BHUJE, HO
00s3aTeNIbHBIM YCIIOBHEM TMPH 3TOM SBJISIETCS OTPaXKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpUBaeMBbIX B KOHTPOJIbHOW pa 6ore. CocTaBleHHBIN IUIAH JOJDKEH HAHTH OTpakeHUE B
OIJIaBJICHUU K KOHTPOJBbHOH pabote. PaboTa MomKHA BKIIIOYATh TUTYJBHBIN JIUCT, OTJIaBlICHHE,
BBEJICHHE, OCHOBHYIO YacTh, COCTOAIIYIO U3 HECKOJIBKHX Pa3/IeIOB WK naparpados, 3aKI0ueHHe,
CIHMCOK MCTOYHMKOB M JUTEpaTypbl. Bo BBeeHMN HEOOXOIMMO KPAaTKO PACKPBITh 3HAYCHUE U
aKTyaJbHOCTh HM3y4yaeMOIro BoOIpoca (TeMbl), Ha3BaTh OCHOBHBIC 3aJaud paboOTH, ee
XPOHOJIOTUYECKUE pPaMKH, OOOCHOBaTh CTPYKTYpY, JaThb KpaTKUMl 0030p HCTOYHHUKOB H
auteparypsl o Teme. O030p UCTOUHUKOB M JIUTEPATYPHI HE JOJDKEH CBOAUTHCS K MEPEUUCICHHIO
MCIOJIb30BAHHOTO aBTOPOM HOPMAaTHBHOTO MaTepuana M OMyOJIMKOBaHHBIX crareil. B Hewm
ClIeyeT NaTh aHAIM3 MCTOYHHKOB W JIMTEPaTyphl. B 3aBUCHMOCTH OT oObeMa M LIEJIEBOTrO
Ha3Ha4YeHUs paboThl, 0030p UCTOYHUKOB U JINTEPATYPHl MOXKET OBITh MPEACTABICH OTIEIbHBIM
naparpadoM WK pa3/ieioM B OCHOBHON YacTH paboThI.

OcHOBHasi yacTb KOHTPOJBHOH pabOThl JNOJDKHA OBITH HM3JI0KEHA B COOTBETCTBUHU C
IUTAHOM, OCBEIIATh COCTOSHHE U COJEp)KaTh aHAJM3 PAacCMAaTPHUBAEMbIX BOIIPOCOB C YYETOM
COBPEMEHHOT'O YpPOBHS Pa3BUTUS TEOPETUYECKUX 3HAHUH M OIBITa NPAKTUYECKOH pabOTHI
apXMBHBIX YUPEXKICHUI B 3TON 00JIaCTH.

[Ipu packpbITHH TON UM UHON TEMBI CTYACHT JOJDKEH CTPEMUTHCS MOJAPOOHO U TITyOO0KO
M3JI0KHUTh KPYT BOIIPOCOB, BXOJAIIMX B Hee. [lo mMepe paccMOTpeHHs Marepuana OTIENbHbIC
MIOJIOKEHUS KOHTPOJIBHOM paboThI cielyeT WUTIOCTPHPOBATh IPUMEpaMH U3 JIUTEPATyphl U, TIO
BO3MOKHOCTH, M3 TNPAKTHKH PabOThl KOHKPETHBIX apXHBOB C 00s3aTENbHBIMU CCHUIKAMU Ha
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JTUTEpaTypy U UCTOUYHUKU. B 3aKiIr0oueHUH KOHTPOJIBHON pabOThl HEOOXOIUMO MOJBECTH UTOTH
TEOPETUYECKON U TMPAaKTHYECKOW pa3paboTKu BOMpPOcoB. CIHMCOK MCTOYHUKOB U JIUTEPATYPHI
IpeacTaBisieT co0oi MepeyeHb HCHOJIB30BAHHBIX PabOT MO TeMe, B KOTOPOM YKa3bIBAIOTCA

(bamMHUITUN ¥ MHUIHAIBI aBTOpa (aBTOPOB), Ha3BaHUE pabOTHI, MECTO, BPEMsI €€ OIyOJIUKOBAHUS U
CTpaHMIIBI.
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IHpuioxenue 1

AHHOmMayua oucyunaunvl (Mooyns)

Hucuuruinaa  (Moxynp) — peanu3yercss Ha  (aKylbTeTe  apXUBOBEICHHS U
JTOKYMEHTOBeIeHUs Kaeapoil JOKyMEHTOBEIEeHHs, ayJHOBU3YyalbHBIX U HAayYHO-TEXHHUYECKUX
apXUBOB.

Lenb AUCHUIIIMHBI — U3Y4YEHHUE OCOOCHHOCTEH BEICHHS AEJIONPOM3BOJICTBA B OpraHax
TOCYJapCTBEHHOTO W MYHUIMIIAJBHOTO YINpaBieHUS Ha 0a3e COBPEMEHHBIX HOPMATHBHBIX
IIPAaBOBBIX AKTOB.

3asauy IUCLUIUIMHBI COCTOSAT B CJIEIYIOIIEM:

- U3y4CHHME OpraHU3alMM JEJIONPOU3BOACTBA B OPraHax roCyJapCTBEHHOIO U MECTHOI'O
yIIpaBJICHUs JOpeBOIIOMoHHON Poccny;

- U3y4YECHHE COBPEMEHHOM IPABOBOM pErIaMEeHTALMU OPTaHU3alUU JCIONPOU3BOICTBA B
opraHax rocyJIapCTBEHHOIO U MyHUIIUIIAJIbHOTO YIIPABJICHNUS,

- U3y4YeHue BHJAOB JOKYMEHTOB, CO3JaBacMbIX B OpraHax TIOCYyJApCTBEHHOIO U
MYHHUIIUTIAIBHOTO YIIPaBIEHHsI, 0COOEHHOCTEH X 0(OPMIICHUS U TPUMEHEHHUS;

- U3y4yeHHe OCOOCHHOCTEW opraHu3amud paboThl € JOKYMEHTaMH B OpraHax
roCyJapCTBEHHOTO u MYHULAIIAIBHOTO yIIPaBJICHUS, ¢dbopmupoBaHue CITYKOBI
JEJIONPOU3BO/CTBA;

- W3y4YCHHE BIUSHHUS HOBBIX HMH(OPMAIMOHHBIX TEXHOJOTMH Ha JOKYMEHTALMOHHOE
o0ecrieyeHne JIeATeNbHOCTH OPraHOB TOCYAAPCTBEHHOTO U MYHUIIUIIAIBHOTO YIIPABICHHUS.

JucuumuinHa (MOyJb) HalpaBjieHa Ha (pOpMUPOBaHUE CIETYIOMUX KOMITETCHIIUNA:
[1K-2. CnocobeH oOpraHu30BaTh W OCYIIECTBIATH JOKYMEHTALIMOHHOE oOecredeHne

yIOpaBJICHUS B OPraHM3alUAX Pa3MUYHBIX OPraHU3allMOHHO-TIPABOBBIX ¢GopM U  (opm
COOCTBEHHOCTH, FOCYIaPCTBEHHBIX OpraHax U OpraHaXx MECTHOTO CaMOYIPABJICHHUS;

[1K-5. CnocobeH opraHu30BaTh ONEPATHBHOE M ApXMBHOE XpAaHEHUE JOKYMEHTOB B
OpraHu3alysIX pa3lnu4YHbIX (OPM COOCTBEHHOCTH, TOCYAApPCTBEHHBIX OpraHax M oOpraHax

MECTHOI'O CaMOYIIPABIICHHUS.

B pesynbraTe 0CBOGHUS TUCIMILINHBI (MOJYJIs1) 00YYaIOIIHIACS JOJKEH:

3HaTh:

- TEOPETUYECKHE OCHOBBI JJOKYMEHTAIIHOHHOTO 00eCTIeYeHNUs YIIPaBICHHS;

- OCOOCHHOCTH TIOCTAaHOBKHM JOKYMEHTAIlMOHHOTO OOEeCreueHHusl YIpaBlICHHUS B
OpraHu3alMsIX pa3IMYHBIX OPraHU3aIMOHHO-TIPAaBOBBIX GopM U  (HOpM COOCTBEHHOCTH,
rOCYJapCTBEHHBIX OpraHax U OpraHax MECTHOTO CaMOYTIpaBJICHUS;

- cOCTaB (PYHKIIHH CITY>KO TOKyMEHTAIMOHHOTO 00ECTIeYeHHsI YIIPABIICHUS;
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- TEOPETUYECKHE, IIPABOBbIE M METOJMYECKHE OCHOBBI OIEPATHUBHOIO U apPXHUBHOIO
XpaHEeHHs1 JOKYMEHTOB B OPraHM3ALMAX Pa3IU4YHBIX (OPM COOCTBEHHOCTH, I'OCYIApCTBEHHBIX
OopraHax ¥ OpraHax MECTHOT'O CaMOYIIPaBJICHUs B IPAKTUYECKOU IEATEIBHOCTH ;

- IpaBUJIa OpPraHU3aluy ONEPaTUBHOIO U ApXUBHOI'O XPAHEHHUs JOKYMEHTOB;

- cocTaB (PyHKUMH apXWMBOB U MOAPA3JCICHHA MO JOKYMEHTAI[HOHHOMY OOECIeUCHHIO

YIIPABJICHUS 10 OPTaHU3aLUU OIIEPATUBHOIO U APXUBHOI'O XPAHEHUS JOKYMEHTOB;

YMers:

- TNPUMEHATh TEOPETUYECKHE 3HAaHUS TPU OpTraHU3alUH  JIOKYMEHTAllMOHHOTO
o0ecrieyeHus yrpaBieHHs;

- OpraHu3oBaTh JOKYMEHTAI[MOHHOE O00ECleYeHue B OpraHU3alUAX Pa3IHYHBIX
OpraHU3aIMOHHO-TIPABOBBIX POPM U (POpM COOCTBEHHOCTH, TOCYJAPCTBEHHBIX OpraHax U OpraHax
MECTHOTO CaMOYIPaBJICHHUs YIIPABIICHHUS,

- OCYWIECTBIISATH pabOTy IO JOKYMEHTAIMOHHOMY OOECIEUCHHIO YINPaBICHYECKUX
IPOLIECCOB;

- IPUMEHSATH 3HAHUE TEOPUH APXUBHOTO JIeNla B IPAKTHYECKON AEATEIbHOCTH

- OpPraHU30BHIBAaTh ONEPATUBHOE M ApXMBHOE XPAHEHUE IOKYMEHTOB B OpraHHM3alMsix
pa3nu4yHbBIX  (QOpPM  COOCTBEHHOCTH, TOCYJAapCTBEHHBIX OpraHax M OpraHax MECTHOTO
caMOyITIpaBJICHHS;

- BBINIOJIHATH KOMIUIEKC padoT M0 ONEepaTHBHOMY U apXUBHOMY XPaHEHHIO JIOKyMEHTOB B
OpraHu3alMsIX pa3lnu4YHbIX (OPM COOCTBEHHOCTH, TOCYAApPCTBEHHBIX OpraHax M oOpraHax
MECTHOTO CaMOYIPaBJICHUS;

Biagers:

- METOJI0JIOTHEN TOKYMEHTAIIMOHHOTO 00eCTIeUeHUs YITPABICHHS

- HaBbIKAMH COBEPLICHCTBOBAaHHMS CHUCTEMBl JOKYMEHTAI[HOHHOTO obOecreueHus
yTpaBJICHUS;

- HaBBIKAaMU JOKYMEHTHUPOBAHHS YIIPABICHUECKUX MPOLIECCOB M pabOThI JOKYMEHTaLUeH
B OpraHM3alUsAX Ppa3IMYHBIX OPraHU3alMOHHO-TPABOBBIX (GopM U (GopM CcOOCTBEHHOCTH,
rOCYJapCTBEHHBIX OPraHax U OpraHax MECTHOTO CaMOYTIpaBJICHUS;

- HaBbIKaMH MTPUMEHEHHsI IPABOBBIX HOPM B cpepe apXUBHOTO JieJa IIPU OCYIIECTBICHUN
ONEPATUBHOTO M AapXMBHOTO XpPAaHEHHs JIOKYMEHTOB B OPraHM3aLUAX Pa3IUYHBIX (HopMm
COOCTBEHHOCTH, TOCYIApCTBEHHBIX OpraHax U OpraHax MECTHOTO0 CaMOYIIPaBICHHUS B
IIPAKTUYECKOU NEeATEIbHOCTH;

- HaBBIKaMH 00pa0OTKH U MOATOTOBKH JIOKYMEHTOB JUUIsl TEKYIIETO M apXUBHOT'O XPAHEHUS;

- HaBbIKaMU COBCPHICHCTBOBAHUS OIICPATUBHOI'O U apXHUBHOTO XpPaHCHUA JOKYMCHTOB.
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[To mucummuuHe (MOIYNIO) MPEAYCMOTPEHA MPOMEXKYTOYHAs arTecTamus B Qopme
JK3aMEHa.
OOmast TpyJOEMKOCTh OCBOCHMSI AUCLUMIUIMHBI (MOIYJSI) COCTaBisieT 3 3a4€THBIX

CAUHHUIBI.



