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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 IMPaBOBOM pEraMEHTAallUd OpraHu3aluy JIEIONpPOU3BOJACTBA B
OpraHax rocyJapCTBEHHOTO U MyHHUIIMTIIAILHOTO YIIPABJICHUS;

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

- U3yyeHHe 0COOEHHOCTEN OpraHu3aluu padoThl C JOKYMEHTaMH B OpraHax 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 10 | 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 iucuMIIMHBI B CTPYKTYPe 00pa30oBaTeIbHOI MPOrpaMMbl
JucuumuimHa (Mooyns) «Jlenonpon3BOACTBO B OpraHax roCyAapCTBEHHOTO M MYyHHULMIAIBLHOTO
yIpaBIeHUS» OTHOCUTCS K 4acTH, (GOpMUpPYyEeMOl ydacTHUKaMHU 0Opa30BaTeNbHBIX OTHOILEHUHN OJl0Ka

JUCHUIIINH yqe6H0ro Ij1aHa.

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

CTpyKkTypa AMCUMIVIMHBI 1JI 04HOI opMbl 00yUeHM I



O0beM IUCHUIUTMHBI B (OpME KOHTAKTHOM paboThl OOyYaOIMUXCS C MeJarornyecKuMu

5

paboTHHKaMu W (WJIM) JUIAMH, TPUBJIICKAEMBIMU K peau3aliii 00pa3oBaTEIbHOW MPOrpaMMbl Ha

WHBIX YCIIOBHSX, P MMPOBEACHNUN YUCOHBIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
2 Jlexuun 12
2 CeMuHapbl/1ab0opaTopHbIe pabOTHI 16
Bcero: 28

O06beM TUCHUIUTMHBI (MOIYIIsI) B JOpME CaMOCTOSATEIbHON pabOThl 00YIAIOLIUXCS COCTABIISIET

44 akapeMu4ecKux 4aca(oB).

CTpyKTypa JUCHUIIMHBI AJI5l 04HO-3204HOI (popMBbI 00yUeHU

O0beM uCHUILIMHBI B (GOpME KOHTAKTHOW pPabOThI 0OyYaromuxcsi ¢ TeAaroru4ecKuMu

paboTHHKaMu M (WJIM) JHMIAMH, TIPUBJICKAEMBIMH K pealu3alii 00pa3oBaTeIbHOW MPOrpaMMBbl Ha

HHBIX YCJIOBHUAX, IIPU IIPOBCACHUU y‘le6HbIX 3aHSATHH:

Cemectp | Tun y4eOHBIX 3aHATUI KonunuectBo
4acoB
2 Jlexun 4
2 CemMuHapbl/1abopaTtopHbie paboThI 12
Bcero: 16

O0beM AUCIHUIUTUHBI (MOJTYJIs1) B JOPME CAMOCTOSITEIILHON paOOThl 00YYAOIIUXCS COCTABIISET

56 akamemMuueckux vaca(oB).

3. Coep:xaHue U CUUIIMHBI

Haumenosanue pasnena
NUCHUTILINHEI

Conepxanue

Pa3nen I Beenenue.
WCTOYHUKH U JIUTEPATYpa

1.1. Ilpenmer, conepxanue, 3a1a4u
JUCUHUTLIINHBI.

1.2. UcTouHUKY U IUTEpaTypa

3akoHoaarenbHble akThl X VI — 1. XX B. Mo
BOIIPOCAM OPTaHM3aLUU AEIONPOU3BOCTBA B
OpraHax rocyJ1apCTBEHHOI'O U MyHULIUIIAJIBLHOTO
ynpasienus B Poccun.

CoBpeMeHHbIE 3aKOHOJaTENIbHbIE aKThI,
HOPMAaTHBHBIE MPABOBbIE AKThl U HOPMATHUBHO-
METOANYECKHUE NTOKYMEHTHI Poccuiickon
Oenepannu. [lepuoanueckue n3gaHus.
CrnpaBounble uznanusd. Jlureparypa. OdunuanbHbie
CalThl TOCYJaPCTBEHHBIX U MYHUIIUIIATBHBIX
OpTraHOB.

Paznen II lenonpousBoacTso
B OpraHax rocyJapCTBEHHOTO U
MYHHULUITAJIBHOTO YIIPABJICHUS
JIOPEBOTIOLMOHHON Poccun

PersiamenTanus 1e10npon3BoicTBa OPraHoOB
rocy/1apCTBEHHOTO ¥ MECTHOTO YIpPaBIIE€HUS
JIOPEBOJIIOLIMOHHOM Poccuu B 3aK0OHOIaTENBHBIX
aktax XVIII — 1. XX B. “I'eHepanbHbIil periaMeHT
1720”,“YupexxaeHus 11 ynpaBieHus IyOepHHi
Bcepoccutickoii umnepun” 1775 r., “O0muii Haka3




rpakJIaHCKUM TyOepHaTtopam”, “Oobimee
yupexaenue munuctepcts 18117, “Ilonoxxenue o
MOPsIKE TPOU3BOJICTBA JIEN B I'yOEpPHCKUX
npasieHusx” 1837 r.

Bunbl 1okyMeHTOB, 00pa3yromuxcs B
JESTEIbHOCTH KOJUIETHI, MUHUCTEPCTB,
ryoepHaTopa, ry0epHCKOro IMpaBieHUs], Ka3eHHOU
nayaThl, MPUKa3a OOIECTBEHHOTO MPU3PEHHS U
JIPYTUX TYOEpHCKUX OPTaHOB YIIPaBJICHUS.

®opmyisip TekcroBoro nokymenra X VIII B.,
dbopmyssip TEKCTOBOTO JokyMeHTa XIX - Havama
XX BB. [IpaBuna u Tpaguuuu opopmiIeHus
PEKBU3UTOB JOKYMEHTOB: aBTOp JOKYMEHTA,
HAauMEHOBAHME BUJIA IOKyMEHTa, ajipecat, JaTa,
PErUCTPallMOHHBINA HOMEp, OJAIHKCH, I1€YaTh,
OTMETKH Ha JjokyMmeHTe. [losiBienue GankoB
nokyMeHTOB B XIX Beke: OJaHKU yUPEKACHUI,
CTPYKTYPHBIX NOJIpa3/ieJIeHUH, TOJKHOCTHBIX JIMIL,
UMEHHBIC OJIaHKH.

Paznen II1
J1enonpoun3BOACTBO OPraHOB
roCy1apCTBEHHOIO U
MYHHUIMIIAJIBHOTO YIPaBIEHUS B
COBETCKHI NEPUOLT

PernamenTanust 1enonpon3BoCcTBa B OpraHax
roCyJJapCTBEHHOI'O U MECTHOI'O yIIPaBJIECHMUSI B
coBeTcKuil nepuoy (ot JleKpeToB NepBhIX JIeT
CoBerckoil B1acTu A0 pa3pabOTKH TUIIOBBIX U
HPUMEPHBIX UHCTPYKLUH 110 1eI0IPOU3BOJICTBY).

Paznen 4. CoBpeMeHHBIE
HOPMAaTHUBHBIE TIPABOBBIC AKTHI,
peryaupyrolne BeIeHue
JIEIOTIPOU3BO/ICTBA B
roCyJapCTBEHHBIX U
MYHUIUIIAIBHBIX OpTaHax

Koucturynus P®; ®enepanbubiii
KOHCTUTYLIMOHHBIN 3aK0H OT 25 nekalps 2000 r. Ne
2-DK3;

®enepanbhble 3aKoHbl: O3 o1 27.07.2006 T.
Nel149-®3 «O6 undpopmannu, UHGOPMAITIOHHBIX
TEXHOJIOTHUSIX U O 3allluTe HHPOPMALUN;
®denepanbHblii 3akoH 0T 06.04.2011 Ne 63-D3 “O06
ANIeKTpoHHOM noanucK’”’; denepanbHbId 3aKOH OT
01.06.2005 Ne53-@3 «O rocynapcTBEHHOM SI3bIKE
Poccutickoit @eneparuny; O3 “O06 oOmmx
IIPUHIIMIIAX OPTaHU3aLUN MECTHOTO
camoympaninienus B Poccuiickoit @eaepanun’; O3
@3 “O nopsake paccMOTpeHHs 0OpaleHUH
rpaxknan Poccutickoit deneparuu’; O3 “O0
o0ecrneyeHny A0CTyna K HHQOpMaI|H O
JeSITEIbBHOCTH TOCY/IapCTBEHHBIX OPraHOB U
OpraHOB MECTHOT'O CaMOYIIPaBJIEHUs U IpyTUe

[TocTanosnenus llpaButenscrBa PO:
ITocranosnenue IIpaBurenscrBa Poccuiickon
Oenepanuu ot 27 aexadpst 1995 r. Ne 1268 «O6
YIOPSAOYEHUH U3TOTOBIIEHUS, HCIIOIb30BaHMS,
XPaHEHUsl U YHUUTOXKEHHs reyaTei u OJIaHKOB C
BOCIIPOU3BEICHHEM TOCYAaPCTBEHHOT0 repba
Poccuiickoit ®enepanun» ; [loctanoBieHne
ITpaButensctBa PO ot 19.01.2005 Ne30 «O




TumoBom peraaMeHTe B3auMOJCHCTBUSA
benepanbHBIX OPraHOB HCIIOJHUTEIHHOU BIACTHY;
[Tocranosnenue [IpaButensctBa PO ot 28.07.2005
Ne452 «O TunoBom periaMeHTe BHYTpEHHEN
opranusanuu QenepaibHbIX OPraHOB
HWCIIOTHUTEIbHOM BnacThy ; IloctaHoBIeHME
ITpaButensctBa PD ot 15.06.2009 Ne 477 «O06
yTBepkaeHuu [IpaBui 1e1omnpou3Bo/icTBa B
benepanbHbIX OpraHax UCHOJHUTEIBHOMN BIACTHY;
ITocranoBnenue IIpaBurenscta PO ot 22.09.2009
No 754 “O0 yTBep)ACHUU TOJIOKEHHUS O CHCTEME
MEXBEJIOMCTBEHHOI'0 3JIEKTPOHHOTO
nokymentoobopora” (M3/10); ITocranoBiieHne
ITpaBurensctBa PO ot 08.09.2010 Ne 697 “O
€IMHOM crCcTeMe MEXBEIOMCTBEHHOTO
AJIEKTPOHHOT'O B3aUMOJCHCTBUSA .

[Tpuka3sbl GenepalbHBIX OPraHOB
WCIIOJTHUTEIIbHOW BIIACTH

Pazgen V Opranuzanus
CITY>KOBI JIEJIONPOU3BOJICTBA B
roCyJ1apCTBEHHBIX U
MYHHUIUTIATBHBIX OpraHax u
perinaMeHTanus ee qesITeIbHOCTH

Cnyx0a nenonpon3Bo/ICTBa B OpraHax
rOCyJapCTBEHHOTO U MYHUIIUIAILHOTO
yhpaBJeHus, 0COOEHHOCTH (HOPMUPOBAHMUSI,
JIOJDKHOCTHOM M YuClIeHHbIH cocTaB. OCHOBHBIE
IEJH, 3212491 U (PYHKIUHU CITYKOBI
JIeJIONIPOU3BO/ICTBA B OpraHax roCyAapCTBEHHOIO U
MYHUIIUIATBHOTO ynpaBieHus. [IpaBa u
OTBETCTBEHHOCTb CIIY>KOBbI J1€JI0IPOU3BO/ICTBA.
PernamenTanust 1esiTeIbHOCTH CITYKOBI
JIeJIOTIPOU3BO/ICTBA B JIOKAJIILHBIX HOPMAaTHUBHBIX
aKTaxX OPraHOB rOCyApPCTBEHHOTO U
MYHUIIUTIAIBHOTO YIIPABICHHUS.

PazgenVI Bunbl 10OKyMEHTOB
U CUCTEMBI IOKYMEHTAIINH,
¢dbopmupyroLMeECs B JeITEIbHOCTH
OpPraHoOB rOCYIapCTBEHHOIO U
MYHUILUIIAJIBHOTO YIIPABICHUS HA
COBPEMEHHOM JTare

Bb10op Bua 1OKyMEHTa B 3aBUCUMOCTH OT
cnenu(uKy IesITeIbHOCTH OpTraHa
rOCyJapCTBEHHOT0 UM MyHUIIUTIAIEHOTO
yrpaBieHusi. BUIbI JOKYMEHTOB, CO3/1aBaeMbIe B
(benepanbHBIX OpraHax UCIOIHUTEIbHOM BIACTH U B
OpraHax MECTHOTO CaMOYIPaBJICHUs

Posnb cucremMbl opraHu3aliioHHO-
pacropsANTEIbHON TOKYMEHTAINU B IS TEILHOCTH
OpraHOB rocy/1apCTBEHHOI'0 U MYHHMILIUIIAIBHOTO
yrpasieHusi. OpraHu3alioHHbIE TOKYMEHTHI:
a/IMUHUCTPATUBHbIE PETJIAMEHTHI U CTaHIAPThI
MPEIOCTABIICHUS TOCYIaPCTBEHHBIX U
MYHUIIUTATBHBIX YCIYT, MOJIOKEHUS], HHCTPYKIINH,
IITaTHOE PaclMCaHUE U ApYyTHe.

PacniopsinuTenbHble TOKyMEHTHI:
MIOCTAaHOBJICHUS, PEIICHUS, PACTIOPSKCHNS,
MPOTOKOJIBI, TPUKA3HI.

WNupopmaninoHHO-CIIpaBOYHbIE
JIOKYMEHTBI: cy*eOHble TICbMa, TOKJIaJHbIE U
CIIy’kKeOHbIe 3aliCKH, aKTbhl, CIIPABKH.




WNHcTpyKuus 1o 1em0npon3BoACTBY
KaK OCHOBHOM JIOKYMEHT, ONPEAEIISIIOLINN TOPSII0K
JIEJIONPOU3BOJICTBA B OPraHax rOCYyAapCTBEHHOTO U
MYHULIMIIAJIBHOTO YIIpaBiieHUs. biranku
JIOKYMEHTOB, BH/IbI OJJAHKOB, IPUMEHSIEMBIX B
Opra"ax rocy1apCTBEHHOI0 ¥ MyHULIMIIATbHOIO
yIpaBJIeHUSL.

Pa3znen VII Opranusanus
paboThI C JOKYMEHTaMH B OpTraHax

roCy/1apCTBEHHOIO U

MYHUIUITIAJIBHOT'O YIIPABJICHUA

Opranuzanus T0KyMeHT0000pOoTa B OpraHax
rOCYJapCTBEHHOTO W MYHHUITUIIAILHOTO
yrpasieHus. TeXHOJIOTH4YeCKre 3Tanbl padoThI C
JOKYMEHTaMH C y4eTOM (IIPHEM U IePBUYHAS
00paboTKa JOKYMEHTOB, IPEABAPUTEIHHOE
paccMOTpeHHe, PETUCTPaIs, KOHTPOIb
UCTIOJIHEHU S, TOATOTOBKA OTBETHBIX IOKYMEHTOB,
OTIpaBKa, HH(YOPMAITMOHHO-CIIPaBOYHAs paboTa).

Opranu3zanus onepaTUBHOTO
XpaHEeHUs JJOKYMEHTOB B OpraHax
rOCYJIapCTBEHHOTO W MYHHUITUIIAILHOTO
yIIpaBJICHUS: TIOPSIOK (POPMUPOBAHUS JICIT,
pa3paboTka HOMEHKJIATYPHI A€, IPOBEACHUE
OKCHEPTHU3bI ICHHOCTH JOKYMEHTOB, IIOJIrOTOBKA
JIeJT /1711 TIepelaud B apXHB.

Pa3nen VIII HoBrie

MH(POPMAIMOHHBIE TEXHOJIOTHH B
JOKYMEHTAI[MOHHOM 00ecIIe4eHun
JEeATEIbHOCTH I'OCYJaPCTBEHHBIX U
MYHULUIIAJIBHBIX OPTaHOB

Mcnonb30BaHue CUCTEM JIEKTPOHHOTO
JIOKYMEHTOO00POTa B JEATEILHOCTH OPraHOB
rOCyJapCTBEHHOTO YU MYHUIIUIAIBLHOTO
yIIpaBJICHUS, BIUSHIE WHPOPMALIMOHHBIX
TEXHOJIOTUI Ha BeJIeHUE JIeJIONPOU3BO/ICTBA.

B03MOXHOCTH 2JIEKTPOHHOTO
B3aUMOJICHCTBUS MEX/y OpraHaMu
roCy/1apCTBEHHOI'0 U MYHUIIUIIAIBHOTO
YIPaBIEHUS, OPraHU3aLUsIMHU U 3aBUTEISIMU:
00OMEH JOKYMEHTaMH B 3JIEKTPOHHOU popme,
MOPTaJIbl TOCYJAPCTBEHHBIX U MYHULIMIIAIBHBIX
YCIIYT; AJIEKTPOHHBIE IPUEMHBIE Ha OPUIIHATBHBIX
caiiTax roCyJJapCTBEHHbIX U MyHUIIUIIATbHBIX
OpraHoOB yNpaBJIEHUSI.

4. O0pa3oBaTe/bHbI€ TEXHOJIOTHH

No/Ne | HaumenoBanwue pazaena Bunget yueOHol | OO6pa3oBareabHbIe TEXHOIOTUH
paboTHI
1 BBenenune, ICTOYHUKHN U Jlexmus 1. BBoanas gexius ¢
HACIOIb30BaAHUEM
nuTeparypa
BHUJIEOMATEPHUATIOB
2 Jenonpon3BoICTBO B Jlekmsg 2. [TpoGnemHas neKIus
opraHax
roCyIapCTBEHHOI'O U MouuTtopuHT 1oKyMeHTOB 18-20
yap CamocrosTenpHas P JOKYM




MYHULUIATBHOTO pabora BEKOB

YIPABICHUS

JIOPEBOIOLUOHHON

Poccun

Jlenonpon3BoICTBO Jlexuus 3 [IpoGnemHas nexus

roCyJapCTBEHHBIX U

MYHHUIMIAIBHBIX OopranoB | CamocTosATenbHas [ToaroroBka K JieKIIuu

. | pabota

YIPaBJIECHUS B COBETCKUIM

IepHOJ

CoBpeMeHHbIE Jlexuus 4. Jlexuus-Bu3zyanuzanus ¢
MIPUMEHEHUEM CIIANA-TIPOEKTOPA

HOPMAaTUBHBIE MPABOBbIE [TpakTrueckoe
[ToaroroBka K JieKUuu

aKThl, PETYJIUPYIOLINE sansTHe 1 N3ydyeHue JOKyMEHTOB Ha

» PETYTHPYIO CamocTosTenbHas Y1 M

MPaKTUYECKOM 3aHATHU

BEJICHUE pabota

JIeJIONPOU3BO/ICTBA B

rocyJapCTBEHHBIX U

MYHULHUINAIBHBIX OPraHax

Opranuzanus ciay>K0bl Jlexums 5. [TpoGnemHas nexus

JIeJIONPOU3BO/ICTBA B [IpakTuueckoe .
Hcnonb3oBanue keiic-meTo1a

rocyJapCTBEHHBIX U 3aHsATHE 2

MYHULHUINAIBHBIX OPraHax

i p [ToaroroBka u npoBeaeHUE

U perJiaMeHTalus ee CamocrosiTenpHas MPAKTUYECKOTO 3aHATUSA

NEeATEILHOCTH pabora

Buael 10KyMEHTOB U Jlexmus 6. Jlexuus ¢ pazdbopom
KOHKPETHBIX CUTYyallui

cucTeMsbl TokyMeHTauuu, | [IpakTuueckoe

co3/1aBaeMble B 3aHarTue 3 Hcnons3oBanue keiic-meTo1a
IIpoBeaeHne NPAKTUIECKOTO

NeSTeTbHOCTH OPTaHOB
3aHATUSA

rocyaapCTBEHHOTO U CamocrosiTenbHas

MYHULUNAIEHOTO paboTta

yIpaBJeHUSI.

Opranu3zanus paboTs ¢ [IpakTuueckoe [TonrotoBka K TECTUPOBAHUIO
[IpoBeaeHne NpakKTUYECKOTO

JOKYMEHTaMU B OpraHax 3aHsTHe 4
3aHATHUS

roCy/1apCTBEHHOIO U CamocTosTenbHas

MYHHIIMITAJIEHOTO paboTta

YIPABICHUS

Hossle nngopmanmonnsie | [Ipaktuueckoe MOHUTOpPHHT CalTOB
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TEXHOJIOTHH B 3aHATHE 5 MYHHUIIMINIATIBHBIX 00pa30BaHu
0 33/IaHUIO0 MIPEToJaBaTeNs
JTIOKYMEHTAI[MOHHOM CamocTosTenbHas
[TpoBeneHue MPaKTHYECKOTO
oOecrnieueHue pabora 3aHATUS

JESATEIbHOCTH OPraHOB
ITogroroBka k 3auery

roCy1apCTBEHHOIO U

MYHULUIIAIEHOTO

yIpaBiIeHUs

B nmepwon BpeMEHHOrO NPHOCTAHOBIEHUS TIOCEHICHHUS OOYYArOIIMMHUCS TOMEIICHHH U
tepputopuun PITY s opranuzanuu ydyeOHOro mpoiiecca ¢ IpUMEHEHHEM 3JIEKTPOHHOTO 00y4eHus U
JTUCTAHIIMOHHBIX ~ O00pa30BaTEIbHBIX TEXHOJIOTUH MOTYT OBITh  HCIIOJIB30BAHBI  CIICAYIOIINE
00pa3oBaTeNbHbIE TEXHOIOTHH:

— BUJICO-JICKIINH;

— OHJIAWH-JIEKIIUH B PEKUME PEAIbBHOTO BPEMEHH;

— DJIGKTPOHHBIC YYCOHUKH, YIeOHBIC TOCOOUS, HAYIHBIC U3JIAaHUS B AJICKTPOHHOM BHJIC U JIOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTeNIbHBIM pecypcam;

— CUCTEMBI JIJIsl SJIEKTPOHHOT'O TECTUPOBAHUS;

— KOHCYJIBTALIMM C UCITIOJIb30BAHUEM TEJIEKOMMYHUKAIIMOHHBIX CPEJICTB.

5. OneHka NJIAHUPYeMBbIX Pe3yJIbTATOB 00y4YeHHUs!

5.1 CucreMa oleHUBAHUA

®opMa KOHTPOJISA Makc. K0J1M4ecTBO 0aJJI0B
3a oany Bcero
padory

Texywuii KOHmponw:
- yuacmue 8 OUCKYCCUU U 8bINOJIHEHUEe 3A0aHULL HA 10 6annos 40 bannos

npakmu4yeCcKux 3ansamuix

- mecm (memwl 4-7) 20 b6annos 20 bannos
Ilpomesrcymounas ammecmayust 40 bannos
(3auem)

Hmoeo 3a cemecmp (Oucyuniuny) 100 6annos

[Toxy4eHHbI COBOKYIHBII PEe3yNIbTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO LKAy OLEHOK U B
IIKaJIy orleHOK EBpomelickoii cucTeMsl iepeHoca u HakoruteHus kpeautoB (European Credit Transfer
System; nanee — ECTS) B COOTBETCTBUM ¢ TaOIUIICH:

IITxana
100-6annpHast mkana | TpagunuoHHas mkana ECTS
95 -100 A
8304 OTJIMYHO B
68 _ 82 XOpOIIIO SAITEHO C
56 — 67 YJIOBJIETBOPUTEIIBHO D
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50-55 E
2049 eYIOBJIETBOPUTEHHO € 3a4TEHO FX
3-10 HEYIOBJICTBOPHTEIbH HE 3auTeH F

5.2 Kputepun BbICTaAB/IEHUS OLEHKH 1O JUCIUIJINHE

Banaepl/
Ixana
ECTS

Onenka no
JTACHUIINHE

Kpurtepnn onieHKH pe3yabTaToB 00y4eHHUsl 0 AUCHUILINHE

100-83/
AB

OTJIMYHO/
3a4YTEHO

BeicTaBnsercst oOyqaromeMycs, i OH ITyOOKO U TPOYHO YCBOMII TEOPETHUECKHUI U
MpaKTHIECKUI MaTepHall, MOKET IIPOAEMOHCTPHPOBATh 3TO Ha 3aHATHIX U B XOJC
MIPOMEXYTOUYHOM aTTeCTalUH.

OO0ydaroniuiicsi HCUSPITBIBAIONIE U JIOTHIECKH CTPOHHO M3IaraeT ydeOHBI MaTepua,
YMEET yBS3bIBATh TEOPHIO C MIPAKTHKOH, CIIPABISIETCSI C PEIICHUEM 3312
npodeccrnoHaNIbHOM HAaNPaBICHHOCTH BBICOKOTO YPOBHSI CIIO’KHOCTH, IIPAaBHUIIBHO
000CHOBBIBAET IIPHHSTHIE PELICHHUSL.

CB00OHO OpUEHTHPYETCS B yueOHOM 1 poecCHOHANIbHOM TUTEepaType.

OrieHKa Mo JUCLUIUINHE BBICTABILIIOTCA 00ydaromeMycs ¢ y46TOM pe3ysIbTaToB
TEKyLIeH U IPOMEXYTOUHOM aTTECTALIMHU.

KommereHnny, 3aKperuiéHHbIE 32 JUCHUIIHHOMN, COPMUPOBAHBI HA YPOBHE —
«BBICOKHI.

82-68/

xoporro/
3a4TCHO

BeicraBnsercst oOy4aromeMycs, €Cii OH 3HAaeT TEOPETUIECKUH U MPAKTHIECKAH
MaTepHall, FPaMOTHO U 10 CYILECTBY M3JIaraeT ero Ha 3aHATUSAX U B X0
MPOMEKYTOUHON aTTECTALNU, HE TOMyCKas CYIECTBEHHBIX HETOYHOCTEM.
OOyuaronuiicst MPaBIIILHO IPUMEHAET TEOPETHUECKNE MTOJI0KEHUS IPU PEIICHUH
MPaKTHIECKNX 3a/1a4 Ipo(heCCHOHATBLHOM HANPaBICHHOCTH Pa3HOTO YPOBHS
CJIO)KHOCTH, BJaZieeT HEOOXOAMMBIMHE JIsl STOTO HAaBBIKAMU M PUEMaMH.
JlocTaTOYHO XOPOIIO OPUEHTUPYETCS B y4eOHOI U podecCHOHAIBHON INTepaType.
OrieHKa Mo JUCLUIUINHE BBICTABIISIIOTCA 00ydaromeMycs ¢ y46TOM pe3ysIbTaToB
TEKyLIeH U IPOMEXYTOUHOM aTTECTALIMHU.

KomnereHuuny, 3akperui€HHbIe 32 JUCHUILTMHON, COPMUPOBAHBI HA YPOBHE —
«XOPOIIHNY.

67-50/
D,E

yIOBJICTBO-
purenbHo/
3a4TCHO

BricTaBisiercst o0y4aromeMycsi, €Ciii OH 3HaeT Ha 6a30BOM YpOBHE TEOPETUUECKUI
MpaKTHYECKUI MaTepuall, JOIyCKaeT OT/ASNIbHbIE OIIMOKH ITPU €r0 M3JI0KEHHH Ha
3aHATHSX U B X0/1€ IPOMEKYTOUYHON aTTEeCTAallUH.

OOyyaronMicst NCTIBITHIBACT ONIPEEIEHHbBIE 3aTPy/JHEHHUS B IPHMEHEHUH
TEOPETHUYECKNX MOJIOKEHNH NTPH PEIICHUH NMPAKTHUECKHUX 3a7a4 MPOoQecCHOHATbHON
HAaIpaBJIeHHOCTH CTAHJIapTHOTO YPOBHS CIIO’KHOCTH, BIaJeeT HEOOXOIUMBIMH IS
3TOr0 0a30BBIMH HaBbIKAMU M IPUEMaMH.

JleMOHCTpHpyeT N0CTaTOYHBII YPOBEHb 3HAHUS YU€OHOH JTUTEPaTypHI IO JUCIUIUINHE.
OrieHKa MO JUCLUIUINHE BBICTABIIIIOTCA 00ydaromeMycs ¢ y46TOM pe3yIbTaToB
TEKyLIeH U IPOMEXYTOUHOM aTTECTALIMHU.

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

49-0/
F,FX

HEY/IOBJICT-
BOPHUTENHHO/
HE 3a4TCHO

BricTaBisiercst oOy4aronieMycsi, €l OH He 3HaeT Ha 0a30BOM yPOBHE TEOPETHYECKHH
W NIPaKTUUECKUI MaTepHal, A0IycKaeT rpyOble OIMOKH IIPU €ro M3JI0)KEHHH Ha
3aHATHSX U B XOZ1€ IPOMEKYTOUHON aTTECTAaLlUH.

OOy4aronuicst NCTIBITHIBACT CEPhE3HbIE 3aTPYAHCHHS B IPUMEHEHHN TEOPETHIECKUX
TIOJIOKEHHH MTPH PEIICHUH MTPAKTHYECKUX 337124 MTPOEeCCHOHANBEHON HAaIlPaBICHHOCTH
CTaH/IapPTHOTO YPOBHS CII0KHOCTH, HE BJIaJieeT HEOOXOIUMBIMH JUIS 3TOTO HaBBIKAMH 1
IpUEMAMH.

JlemoHCTpHpYeT pparMeHTapHbIE 3HAHNS y4eOHOM IUTEpaTypsl O AUCIIUILINHE.
OrieHKa Mo JUCHHUIUIMHE BBICTABISIOTCS 00ydaromeMycs ¢ Y96TOM pe3yIbTaToB
TEKyLIeW U IPOMEXYTOUHOM aTTECTALIMHU.

KomnereHiuu Ha ypoBHE «10CTaTOUYHBINY, 3aKPETUIEHHBIE 32 TUCIUILUIMHON, HE
c(OpMHUPOBAHEL.




12

5.3 OueHouyHble cpeacTBa (MaTepuHaibl) IJsl TeKyIIero KOHTPOJS YyCHeBaeMOCTH,
NMPOMEKYTOYHOM aTTECTAUM 00y4aloOLIMXCSl 0 JUCHHILIHHE

IIpumep TecTOBOIO 3a1aHMS

Bomnpoc 1

bnaHk mocTaHOBJIEHUS B OpraHax MECTHOIO CaMOYIPABJIEHUs BKIIOYAET B ce0sl CIENyoLIHe
PEKBHU3HTHI:

A) u3o0paxkenune repda MyHUIIMIAIBLHOTO OOpa30BaHUs, MECTO Ui pa3MEIIECHUS Ha3BaHUS
BHU/Ia IOKYMEHTA, MECTO JJIS 1aThl 1 HOMepa JOKYMEHTa, MECTO COCTaBJICHHS

b) u3oOpaxenue repba MyHUIMIIAIHLHOTO 00pa3oBaHWs, HAUMEHOBAaHHE OpraHa MECTHOTO
CaMOYTIpaBIICHHS, MECTO JJIsl pasMELICHUs] Ha3BaHWs BHJA JOKYMEHTa, MECTO s JaThl U HOMepa
JOKYMEHTA, CIIPAaBOYHbIE JaHHbIE 00 OpraHe MECTHOTO CaMOYIIPaBIICHHUS

B) m3o0pakenue repda MyHUIMIIAIEHOTO OOpa30BaHUS, HaUMEHOBAHUE OpPraHa MECTHOTO
caMOyIIpaBliCHHs, HAUMEHOBAaHUE BHJIA JOKYMEHTa, MECTO Ui JaThl M HOMEpa JOKYMEHTa, MECTO
COCTaBJICHUS

') n3oOpakenue repda MyHHIMIIATBHOTO 00pa30BaHMs, HAMMEHOBAHHUE JIOJHKHOCTHOTO JIMIA
MECTHOTO CaMOYIIpaBJICHUs, HAUMEHOBAHUE BU/Ia TOKYMEHTa, MECTO JUIsl JaThl 1 HOMEpa JJOKYMEHTa,
MECTO COCTABJICHUS

Bompoc 2

Buza opunmanbHOTO TOKYMEHTa 3TO:

A) peKBH3HT TOKYMEHTA, BBIPAXKAIOLINIA COTIaCUe WIH HECOTJIACHS JOJDKHOCTHOTO JIUIIA C
coiep’KaHueM JJOKyMEHTa

b) Haanmuce Ha JOKyMEHTE, cliellaHHas JOKHOCTHBIM JIMIIOM M COZEpIKallasi IPUHATOE UM

pelieHue
B) noanucanue 10KyMeHTa €ro COCTaBUTEIEM
Bompoc 3
B kakue pekBU3UTHI JOKYMEHTA JlaTa BXOJUT KaK COCTaBHas 4acTh?
a) rpud yTBEpKICHUSI B) MOAMHCH
0) BH3a COTTIaCOBAHUS T') PE30TIOLHUS
Bompoc 4

OO0umii G1aHK JOKYMEHTA BKJIIOYAET B ceOs CIEAYIONINe PEKBU3UTHI:

A) n3zobpaxxenue repda, sMOJIEMBbl, MECTO I pa3MEIICHNs Ha3BaHUs BU1a JOKYMEHTa, MECTO
JUIsL 1aThl 1 HOMEpa IOKyMEHTa, MECTO COCTABIICHHSI

b) nzobpaxenue repda, sM0IeMbl, HAUMEHOBaHHE OPraHU3alluK aBTOPa, MECTO IS
pa3MelleH s Ha3BaHus BU/IA JJIOKYMEHTa, MECTO JUIsl 1aThl M HOMepa JOKYMEHTa, MECTO COCTaBJICHUS

B) uzo6paxenue repba, s3M01eMbl, HAUMEHOBAaHUE OPraHU3allUK aBTOPa, MECTO IS
pa3MelleHHs Ha3BaHus BU/Ia JOKYMEHTA, CIPaBOYHBIE JaHHbIE 00 OpraHu3aluy, MECTO Ui AaThl U
HOMepa IOKYMEHTa, MECTO COCTABJICHUS

Bormpoc 5

Kakue u3 mepeunciieHHbIX JOKYMEHTOB TPEOYIOT YTBEP)KICHHS?

A) ycraB b) mratHoe pacniucanue B) nmpukasbl

I') noknagusle 3anucku J{) TOKHOCTHBIE HHCTPYKIIUU

Bomnpoc 6

Tunosoit hopMyssip puKasza COACPKUT CIAEAYIOUINE PEKBU3UTHI:

A) rep6 (3m01eMy), HaMMEHOBaHKWE OPTaHU3AI[MM-aBTOPa, CIIPAaBOYHBIE TaHHBIE 00
OpraHu3aIiy, HANMEHOBAaHUE BU/Ia JIOKYMEHTA — TIPUKa3, 1aTy, HOMEpP, MECTO COCTaBJICHUS,
3aroJOBOK K TEKCTY, TEKCT, TOJIMTUCH, BU3bI COTJIaCOBaHUS

b) rep6 (3mbOnemy), HaMMEHOBaHNE OpraHU3alMU-aBTOPa, HAMMEHOBaHUE BUAA JTOKYMEHTA —
IpUKa3, 1aTy, HOMEp, MECTO COCTABJICHHUS, 3aT0JIOBOK K TEKCTY, TEKCT, MOANUCH, BU3bI COTTIACOBAHUS
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B) rep0 (sM0O5eMy), HAUMEHOBaHHE OPraHU3alUU-aBTOPA, HAMMEHOBAHME BUAA JOKYMEHTA —
IIpHKa3, JaTy, HOMEp, MECTO COCTABIICHMS, 3aT0JIOBOK K TEKCTY, TEKCT, IIOJMHCh, IIeYaTh, BU3bI
COIJIACOBaHUS

Bomnpoc 7
B opranax MecTHOTo caMOYITpaBJICHUS MOTYT MIPUMEHSTH CIEAYIONIUE BUIbI OJaHKOB:
A) Gy1aHK TTICBEMA b) 61aHK KOHKpETHOTO BUIA IOKYMEHTa

B) 6nank rinaBbl MyHHIMIIAIEHOTO 00pa30BaHUs

I') 6nank nocranosnenus [IpaBurenscrBa

Bomnpoc 8

K  opraHM3anMOHHBIM  JTOKYMEHTaM, HCIOJb3yeMbIM B  JEATEIbHOCTH  OPraHOB
roCy1apCTBEHHOI'0 U MYHUIIUIIAJIBHOIO YIIPABIEHUSI, OTHOCATCA:

A) ycraB opraHuzauuu 0) perjiaMeHT MPeiCTaBUTEIbHOIO OpraHa  B) aJMHHUCTPAaTUBHBIN
peraamMeHT TI) IpUKa3 ) MHCTPYKLUS IO JEJIONPOU3BOJCTBY €) KOPIOPaTUBHBIN CTaHAAPT

Bomnpoc 9

bnank ¢ nzobpaxxkenuem ['ocynapcrBennoro repba Poccuiickoit @enepannu MOTyT UMETh:

a) JIrobast opranusanysi, 3aperucTpupoBaHHas Ha Tepputopun Poccuiickoit deneparyn

6) Hpe,I[CTaBI/ITeJIBHBIe n OpraHu3alMOHHO-PACIIOPAAUTCIIbHBIC OpraHbl MCCTHOT'O
CaMOYIIpaBJICHUS

B) YupexaeHus u opraHusanuu, ykazanuele B DenepanbHom KoHcturynmonnom 3akone «O
lNocynapctBennom repoe Poccuiickoit deneparmm»

r) YupexxJeHus U opraHu3aluu, ykazanuole B [IpaBuiiax aenomnpoun3BojacTBa B ¢eaepabHbBIX
OpraHax MCIHOJIHUTEIbHON BIACTH.

Bomnpoc 10

®3 “O mopsmke paccMOTpeHus oOpameHuid rpaxkngan Poccuiickoit  ®Deneparym’
permaMeHTHpYeT:

A. CpOKHU pacCMOTpPEHHs OOpalleHHI rpaxkaaH

b. cpok peructpanuu ooparnieHuii rpaxiaan

B. HaumeHOBaHUS JOHKHOCTEH paOOTHUKOB OpraHU3allK, 3aHUMAIOIIUXCSI pACCMOTPEHUEM
oOparteHui

I'.  cocTaB peKBU3UTOB MHCbMEHHOTO OOpAIEHHS TPaKIaHHA

Bonpoc 11

B cootBerctBun ¢ ®3 “O mnopsaake paccMoTpeHHs oOpaileHuil rpaxaaH Poccuiickoi
®enepanyn’ ycTaHOBJICHBI CIEAYIOIINE BU/IbI TMCHbMEHHBIX OOpaIlleHuit:

A. mpemioxeHue I'. pexomennanus
b. xamoba B. 3aaBneHue
Bonpoc 12

@3 “O0 >1eKTPOHHOH MOANUCH” YCTAaHABIMBACT CIIETYIOLINE BUJIbI MOITUCEN:

A) mpocTast 371eKTpOHHAas! MONKChH

b) kBanupunupoBaHHas ycuiIeHHas 3JeKTPOHHAs OIHCh

B) 3amumiennas snekTpoHHas MOIHUChH

I') ycunieHHast 31€KTpOHHAs! TOANUCH

Bomnpoc 13

TpeboBaHMs K CTPYKType TEKCTa U TMOPAIKY Pa3pabOTKH aIMHHUCTPATHUBHOIO periaMeHTa
U3JI0KEHBI:

A. @3 “O06 obecrieueHun A0CTyNa K HHPOPMALIUU O EATEIILHOCTH TOCYAapCTBEHHBIX OPraHOB
Y OpPraHOB MECTHOTO CaMOYIIPABIICHUS

b. @3 “O6 undopmanyu, THPOPMALMOHHBIX TEXHOJIOTUAX U O 3aluTe HHPOpMauu”

B. IlocranoBnenune IlpaBurensctBa P® “0 THIIOBOM periamMeHTe B3aWMOJEHCTBHS
(benepaabHBIX OPraHOB UCIIOJHUTEIBHOM BIACTH

I'. ©3 “O6 opranuzanuy NpeoCcTaBIeHUS TOCYJaPCTBEHHBIX U MYHULIUIIATbHBIX YCIYT”

Bonpoc 14
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Cornacao @3 “O06 00X NPUHIMIIAX OPTaHU3AIMH MECTHOTO camoyrpasieHus B PD” rinasa
MYHHUIUTIAIEHOTO 00pa30BaHMs U3/1aeT:

A. IOCTaHOBJIEHHUS I'. yxa3zbl

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

Jlist oOMeHa TOKyMEHTaMU TP MPEAOCTaBICHUH TOCYJAPCTBEHHBIX M MYHHIIUITATBHBIX YCIIYT
B AJIEKTPOHHOMN (hOpMe UCTIOTIB3YETCS:

A. cHCTEeMBI MEKBEIOMCTBEHHOTO JOKYMEHTOO00pOTa

b. pernonanbHbIi MOpTaN rOCyAapCTBEHHBIX U MyHUIIUIAIBHBIX yCIYT

B. cucrema MeXBEIOMCTBEHHOTO 3JIEKTPOHHOTO B3aUMOICUCTBUS

I'. cuctema 31€KTPOHHOTO JOKYMEHTO000pOTa

[TpumepHBIii TepeueHb BOMPOCOB K 3a4eTy [0 BCEMY KYpCY:
1. JIoKyMeHT 1 ero MecTo B CUCTEME yIpPaBICHUS.

2. IlpaBoBoe peryaupoBaHME BEIEHUS [JEJIONPOU3BOACTBA B (heepaibHBIX OpraHax
HCIOJIHUTENBHOM Biactu Poccuiickoit @enepanuu.

3. IlpaBoBoe peryaupoBaHH€ BEIEHHUS JIEJIONPOM3BOJACTBA B OpraHax MECTHOI'O
camoynpasnenus Poccuiickoit @enepanuu.

4. JlokanbHble HOPMATHBHBIC AaKThl, PErJIaMEHTUPYIOIIME JEIONPOU3BOJCTBA B OpraHax
rocy/1apCTBEHHOI'0 U MYHUIIUIIAJIBHOTO YIIPABICHUS.

5. IlpaBuna nenomnpousBoacTBa JUisl (efepaibHbIX OPraHOB HCIIOJIHUTENBHOM BIIACTH.
(comeprkaHue, 3HaUeHUE U BO3MOKHOCTH UCIIOJIb30BAHNUA).

6. Metoauueckue pEeKOMEHJAIMM MO pa3padOTKe MHCTPYKLMHA IO JeONpOU3BOJACTBY B
(denepanbHBIX OpraHax MCIOJIHUTEIbHOW BIAacTH (COJIEp)KaHWE, 3HAYeHHWE U BO3MOXKHOCTHU
WCIIOTH30BaHUS ).

7.  HWcnonp3oBaHue ~ ONaHKOB  JuId  JOKYMEHTHUPOBaHMS  JCATEIbHOCTH  OPraHOB
rOCYJapCTBEHHOTO M MyHMLMNAIbHOrO ynpaieHus. CocTaB pekBU3UTOB OnaHkoB. Knaccugukarus
OJIaHKOB.

8. OpraHu3allMOHHbIE JIOKYMEHTHI, MX HCIOJb30BaHUE B OpraHax TOCYJapCTBEHHOIO U
MYHHMIMIIAJIBHOTO YIIPABICHUS.

9. PacnopsauTenbHble NOKYMEHTBI, UX HCIIOJIb30BAHME B OpraHax TOCYJapCTBEHHOIO U
MYHHUIIMIIAJIBHOTO YIPaBICHUS.

10. Opranuzanus paboThl C JOKYMEHTaMH B OpraHax rocyAapCTBEHHOTO M MYHULIUIAIbHOIO
yIpaBJieHUs (TEXHOJIOTUUECKUE ITAIbI).

11. Opra#uzanus cioyxObl  JeNONPOU3BOJCTBA B  OpraHax TOCYJapCTBEHHOTO U
MYHHIIMIIAIBHOTO YIPaBJIE€HUS HA COBPEMEHHOM JTarle.

12. OpraHuzanus [IeJI0NpOU3BOJCTBA B OpraHax TOCYJapCTBEHHONO W MYHULHUIAIBHOIO

YIIpaBJICHHUSA B IlOpeBOJ'IIOI_II/IOHHHﬁ nepuon.
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13. Opranu3zanusi JeIONPOU3BOJICTBA B OpraHax TOCYAapCTBEHHOTO W MYHMIIUIIAIBHOTO
yIpaBJeHus B coBeTckuii mepuoa (1917-1991).

14. BausiHre HOBBIX MH(OPMAIIMOHHBIX TEXHOJIOTMH Ha JIOKyMEHTAIlMOHHOE OoOecreucHHe B
OpraHax rocyJapCTBEHHOTO U MyHHUIIUIAIBLHOTO YIIPABICHUS.

15. CucreMbl 1OKyMEHTALMH, 00pa3yroluecs B AEATEIbHOCTH OpPraHOB T'OCYJapCTBEHHOTO U
MYHHMIMIIAJIBHOTO YIIPABICHUS.

16. HudpopMannOHHO-CIIPABOYHBIE  JOKYMEHTHI, HMX  HCIOJb30BaHME B  OpraHax

rocyaapCTBEHHOI'O U MYHHIUIIAJIBHOT'O YIIPABJICHUS.

6. YueOHo-MeTOoANYECKOE U HH(OPMAIHOHHOE 00ecniedeHHe T CIUTIIHHbI
6.1 CnucoK HCTOYHHMKOB U JIUTEPATYPbI

Hctounnku

OcHOBHbIE

Koncturynus Poccuiickoit denepanuun

@denepallbHbIl  KOHCTHUTYIIMOHHBIM 3akoH oT 25 gpekabps 2000 r. Ne 2-OK3 «O
I'ocynapcrBerroMm repoe Poccuiickoit @eneparnuny // C3 PO 2000, Ne 52 (Yacrts 1), cT. 5021;

@3 “O nopsake paccMoTpeHusi oOpaiieHuil rpaxaan Poccuiickoit @eneparun” Ne 59-03 ot
02.05.2006 // Poccuiickas razera Ne 95 ot 05.05.2006;

@3 “O06 undpopmaiuu, HHGOPMAIIMOHHBIX TEXHOJIOTUIX U O 3auuTe uHbopMmaruu” Ne 149-D3
ot 27.07.2006 // C3 P®. 2006 Ne 31. Cr. 3448;

®3 “O06 apxusHOM nene B Poccuiickoii deneparun™ Ne 125-D3 ot 22.10.2004 // Poccuiickas
raszera Ne 3614 ot 27.11.2004;

@3 “O06 obecrieueHnn JOcTyna K MH(GOpPMAIUK O IESTETbHOCTH T'OCYAAPCTBEHHBIX OPraHOB U
opraHoB MecTHoro camoynpasieHuss” Ne 8-®3 or 09.02.2009 // Poccuiickas razera Ne 25 or
13.02.20009;

@3 “O0 o0mMx NpUHLMIAX OpraHU3allMM MECTHOro camoymnpasiieHuss B Poccuiickoit
Oeneparun” Ne 131-d3 ot 06.10.2003 // C3 PD, 06.10.2003, N 40, ct. 3822;

@3 “O0 opraHuzaluy MPEAOCTaBICHUS T'OCYJapCTBEHHBIX M MYHULHUMNAIbHBIX yciuyr” Ne 210-
@3 ot 27 uronst 2010 // Poccmiickas razera Ne 5247 ot 30.07.2010;

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

ITocranosnenue IlpaButensctBa Poccuiickoit denepaunn ot 27 nexadps 1995 r. Ne 1268 «O6
YHOPSAOYEHUH H3TOTOBJICHUS, HCIOJIb30BAaHUS, XPAaHEHHUsS U YHHUTOXKEHHUs Iedyared U OJIaHKOB ¢
BOCIIPOU3BE/IEHUEM rocyaapcTBeHHoro repba Poccuiickoii @eneparuny // C3 PO. 1996. Ne2. Ct. 123;

[TocranoBnenune IIpaButensctBa P® ot 19.01.2005 Ne30 «O TumnoBoM perjiaMeHre
B3aUMOJIeHCTBHA (heZiepalibHBIX OPraHOB UCTIONHUTENbHOU BinacTi»// C3 PO 2005, Ne 4, ct. 305;

[ToctanoBnenue IlpaButensctBa P® ot 28.07.2005 Ne452 «O TumoBoM periaMeHTe
BHYTpPEHHEH opraHuszaiuu (eaepalbHbIX OPraHOB MCHOJIHUTENbHOM Bractuy» //C3 P® ot 01.08.2005
N 31 cr. 3233;

[TocranoBnenne IIpaButenbctBa P ot 15.06.2009 Neo 477 «O6 yrBepxnenuu I[Ipasun
JIeJIONPOU3BOJICTBA B (pefiepabHbIX OpraHax MCIOJHUTENbHON BiacTuy// Poccuiickas razera Ne 4937
ot 24.06.2009.
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[TocranoBnenne [IpaButensctBa PO ot 22.09.2009 Ne 754 “O06 yTBEp>KIACHHU TOJOKEHUS O
CHUCTEME MEKBEJIOMCTBEHHOTO 3JIEKTPOHHOTO JoKyMeHTooOopoTa” (MO/I0) / Poccuiickas razera Ne
5007 or 30.09.2009.

[TocranoBnenue IIpaButensctBa P® ot 08.09.2010 Ne 697 “O eauHoil cucreme
MEXBEJJOMCTBEHHOTO 3JIeKTPOHHOTO B3aumoaenctsus” // // C3 P®. 2010. Ne 38. Cr. 4823.

[Tpuka3z Munkomcs3u Poccun ot 31.07.2014 No 234 «O6 yrBepxkaenun IlpaBun okazaHus
yCIIyT IOYTOBOM CBsi3M» // «Poccuiickas razeray. Ne 299. 31.12.2014.

Metoauyeckie peKOMEHJalUd 1o pa3paboTKe HHCTPYKUUNA 1O JENONpPOU3BOACTBY B
(benepanbHBIX OpraHax HCIOJHUTEIFHON BIACTH, YTBEpKIEHHBIE TpuKa3oM PocapxuBa ot 23 nexabps
2009 Ne 76.

I'OCT P 7.0.97-2016. HatmonaneHslii crangapt Poccuiickoit @enepauun. Cucrema cTaHIapToOB
no uHpopMmanuu, OUOIMOTEYHOMY U H3AaTeIbcKOMY Jeny. OpraHu3aluOHHO-PACTIOPSAUTEIbHAS
noKyMeHTanus. TpeboBanus K 0)OpPMIIEHUIO JOKYMEHTOB.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXKUBHOE Aei0. TepMunsl U onpeaeneHus.- M.: UK
W3parensctBO crangaptos, 2013.

I'OCT P 51511-2001 «Ilewatun c BocmpoHW3BEIACHHUEM TOCyAapCTBEHHOro repba Poccuiickoi
Oenepaunn. Dopma, pasmepsl U TexHuueckue tpedoBanus» (¢ u3M. Nel ot 25.12.2002 Ne505-cr). -
M.: U3narenbcTBO cTanaapTos, 2001.

[lepedyeHb TUTIOBBIX YIpPaBICHYECKUX apXMBHBIX JOKYMEHTOB, OOPa3yIOLIUXCS B JCSITEIBHOCTH
rOCy/IapCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CAMOYIIPABJICHUS M OpraHu3allui, ¢ yKa3aHHEeM CPOKOB
xpanenus. — M.: Pocapxus, BHUNJIA/L, 2010.

JlononHUTEIbHBIE

I'enepanbubiii permament. 1720 . // TIC3 Poccuiickoit Umnepun. Cobpanue nepsoe, T. VI, No
3534.

Yupexaenue ais ynpasienus ryoepanii Beepoccuiickoit ummnepun // 1 TIC3, T.20, Ne14393.

Ob6mee yupexaenrnem Munuctepets. 1811 1. // TIC3 1. XXXI, Ne 24686.

Jluteparypa

OcHoBHas

beikoa T.A., EmbimeBa E.M. JlenonmpousBoactBo: JIOKYMEHTBI W TEXHOJIOTHH: YUYeOHOE
nocobue-puzaep [DaexTponHslit pecypc]. M.: PITYVY, 2014. — 300 c.

JlokyMeHTaIlMOHHOE O0OecCTeueHne yIpaBJeHHs (IeI0Mpon3BOACTBO) : y4ued. mocodue / T.A.
brixosa, T.B. Ky3nernosa, JI.B. Cankuna. — 2-e u3z., nepepad. u gorn. — M. : UTHOPA-M, 2017. —
304 c. + Jomn. maTtepuanbl [DIEeKTpOHHBIN pecypc; Pexum moctyma http:/www.znanium.com]. —
(Briciee oOpa3oBaHue: bakanaspmuar). - Pexum JI0CTyTa:
http://znanium.com/catalog/product/762591.

JlokymeHnTanmonHoe obecneuenue ympasienus / C.A.I'moroBa, A.FO. Konbkoa, .M.
Kykapuna, E.A.Ckpuriko, o obuieit pegakiueit T.A.beikoBoit.-M.: OO0 «1C-ITa6numunry, 2016. -
350 c.: nn. ISBN 978-5-9677-2615-6.

Kykapuna IO.M. Pernamentauusi paboThl C DJJEKTPOHHBIMU JOKYMEHTAaMH B OpraHax
roCyJapCTBEHHOW  BJIaCTU W MecTHoro camoympasienust  Poccuiickoit ~ ®eneparun  //
HenonpouzBozactso. 2015. Ne 4. C.33-38.

Kykapuna FO.M. Ocob6eHHOCTH TOKYMEHTUPOBAHUS YIPABICHUYECKOW NESITEIBHOCTA B OpraHax
MecTHoro camoytpasienus Poccuiickoii @eneparuu. // Ienonpoussoactso, 2016, Ne 2, C. 31-38

Kykapuna IO.M. JlokymMeHTHpOBaHUE AEATEILHOCTH MPEICTABUTEIBHBIX OPraHOB MECTHOIO
camoynpaneHus: Poccuiickoit @enepanuu // JlenonpousBoactso. 2018. Ne 2. C.34-45.

6.2 Ilepeyens pecypcoB HH(POPMALHOHHO-TEIeKOMMYHUKALMOHHOM ceTH «UHTepHET».
HanuonaneHas aiekrponHas oudnuorexa (HObB) www.rusneb.ru

ELibrary.ru Hayunast anextponnas 6ubdiamoreka www.elibrary.ru
Onekrponnas oudianorexa Grebennikon.ru www.grebennikon.ru
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1. MaTepI/IaJILHO-TeXHI/I‘leCKOC o0ecrneyeHue AUCHHUIIIIMHBI

Hus  obecrieueHuss  TUCHUIUIMHBI  WUCIOJB3YEeTCS ~ MaTepUANTbHO-TEXHHMUYECKas  0asa
00pa30BaTEeNbHOr0 YUPEKICHUS: y4yeOHbIE ayIUTOPUU, OCHAIIEHHBIE KOMIIBIOTEPOM U MPOEKTOPOM
JUTSL IEMOHCTPAIMH YI€OHBIX MAaTEPUAIIOB.

CocTtaB mporpaMMHOT0 00€CIICUCHHUS
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. ObecnieyeHne 06pa30BaTeILHOIO NMPOIECca IJIsl JIMI] ¢ OTPAHUYEHHBIMU BO3MOKHOCTAMU
310pPOBbSI M HHBAJIHN/I0B

B xonme peamm3zanuy JUCHUIUIMHBL HCIOJB3YIOTCA CIEAYIOLUIUE JIONOJHUTEIBHBIE METOJBI
00y4eHHs, TEKYIIEr0 KOHTPOJS YCIIEBAEMOCTH M IPOMEXKYTOYHOH aTTecTaluu OOydJaromuxcs B
3aBUCUMOCTH OT UX MUHIUBUIYaTbHBIX OCOOCHHOCTEM:

e UIsl CIICNIBIX WU CJIA0OBUIAIIMX: JIEKUUU OQOPMIISIOTCS B BHUAE 3JIEKTPOHHOIO JOKYMEHTA,
JIOCTYIIHOT'O C TIOMOIIbIO KOMIIBIOTEPA CO CIELUATM3UPOBAHHBIM IPOrPAMMHBIM OOECIIEUECHUEM;
IIUCbMEHHBIE 3aJaHMsl BBIIOJHAIOTCS HAa KOMIBIOTEPE CO CHELUAIU3UPOBAHHBIM IPOTPaAMMHBIM
o0ecriedYeHneM WM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; OOECIIEYMBACTCS WHAMBHIYaIbHOE
paBHOMepHOe ocBelieHue He MeHee 300 JIOKC; s BBINOJHEHMs 3aJaHUsl IpU HEO0OXOAMMOCTH
MIPEIOCTABIIAETCS YBEIMUYMBAIOIIEE YCTPOICTBO; BO3MOYKHO TaKXKE€ HCIOJIb30BaHUE COOCTBEHHBIX
YBEIUYMBAIOLINX YCTPONCTB; MMCbMEHHBIE 3aJJaHNsl 0(OPMIISIOTCS YBETMUEHHBIM HIPUPTOM; IK3aMEH
1 3a4€T MPOBOJATCS B YCTHOU (pOpME MM BBIMIOJIHAIOTCA B MUCbMEHHON (hopMe Ha KOMIBIOTEPE.

® U TIIYXUX M CIAOOCHBIIAIUX: JIEKUUU O(QOPMIISIOTCS B BUJAE 3JIEKTPOHHOTO JOKYMEHTa,
aub0  TpeNoCTaBiseTCs  3BYKOYCWIMBAIOIIAsl — ammaparypa HWHIUBUAYalIbHOIO  IOJIb30BAHUS;
MUCbMEHHBIE 3aJlaHUsl BBIMIOJHSAIOTCS HAa KOMIIBIOTEpE B NMHUCBMEHHOH (opme; sKk3aMeH U 3auéT
MIPOBOASATCS B MUCbMEHHOM (JopME Ha KOMITBIOTEPE; BO3MOYKHO MPOBE/IEHUE B (JOPME TECTUPOBAHMUSL.

® /Ul JIMIl C HapyLIEHUSMU OMOPHO-JBUTATENBHOIO ammapara: JIEKIUU Oo(GOpMIISIIOTCS B BHJIE
NEKTPOHHOTO JOKYMEHTA, JOCTYIIHOIO C IIOMOLIBI0 KOMIBIOTEPA CO CHEUAIN3UPOBAHHBIM
MIPOrpaMMHBIM  O00€CI€YeHHEM; MHCbMEHHbIE 3aJjaHHsl BBIMOJHSIOTCS Ha KOMIIBIOTEPE CO
CMEeLUAIU3UPOBAHHBIM NPOIPAaMMHBIM 00ecrieueHNeM; FK3aMeH U 3auéT MPOBOJATCS B YCTHOH (hopme
WJIM BBITIOJIHSAIOTCS B MUCbMEHHOM (pOpMe Ha KOMIIBIOTEPE.

ITpu HEOOXOMMMOCTH MpeycMaTpUBAETCs YBETUUYEHUE BPEMEHHU AJIsl IIOATOTOBKU OTBETA.

[Ipouenypa mpoBeneHus MPOMEKYTOUYHOW aTTeCTalMU JJisi OOy4yaroUIUXCsl YCTAHABIUBAECTCS C
y4€TOM WX WHAMBHUIYAIbHBIX TCUXO(PU3UUYECKUX 0COOCHHOCTEH. [IpoMexxyTouHas arTecTalus MOXKeT
MIPOBOJIUTHCS B HECKOJIBKO ITATOB.

IIpu mpoBeneHHH TPOLEAYPHl OLEHHBAHUS pPE3YAbTaTOB OOy4deHHs IpeaycMaTphBaeTcs
HCIOJIb30BaHUE TEXHUYECKUX CPE/ICTB, HEOOXOAUMBIX B CBSI3M C MHIUBUIYaTbHBIMU OCOOCHHOCTAMU
oOydJaroluxcsi. OTH CpelcTBa MOTYT OBITh MPEJOCTABIEHBl YHUBEPCUTETOM, WM MOTYT
HCIOJIb30BaThCsl COOCTBEHHbIE TEXHUUECKHUE CPEJICTBA.

IIpoBenenue mpoueaypbl OLEHUBAHUS PE3YAbTaTOB OOYyUYEHMs JOMYCKAeTCs C UCIOJIb30BaHHEM
JUCTAaHIIMOHHBIX 00Pa30BaTeNbHBIX TEXHOJIOTUH.
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ObecneunBaercs AOCTYN K HH(GOPMAIMOHHBIM W OubnuorpaduyeckuM pecypcam B CETH
WuTepHer uist kKaxxaoro odydaronierocst B popMax, alanTHPOBAaHHBIX K OTPAHUYCHUSM UX 3I0POBBS U
BOCHIPHUATHS UHPOPMALIUH:

e Uil CICNBIX W CIA0OBUISIIUX: B TEYaTHOM Qopme yBeIW4YeHHBIM HIpupTOoM, B (opme
AJIEKTPOHHOTO JOKYMEHTa, B popme ayaunodaiina.

® JIJIs TIIYXUX U CJIA0OCIBIIIAIINX: B Ie4aTHOU (hopMe, B (hOpME FIEKTPOHHOTO JJOKYMEHTA.

® /U151 O0YYAIOIINXCSl C HAPYIICHUSIMH ONIOPHO-BUTATEIbHOTO armapara: B Ie4aTHOH Gopme, B
(dhopme 3EeKTPOHHOTO JOKYMEHTa, B (popme aynuodaiina.

VY4eOHble ayIUTOpUU MAJisi BCEX BUJOB KOHTAKTHOM M CaMOCTOSITENIbHON paboThl, HaydHas
OubnroTeka M WHBIC TOMENIEHHsS I OOYYEeHHs OCHAIIEHBI CIEHUATbHBIM O0OpYAOBAaHHEM U
y4eOHBIMU MECTaMH ¢ TEXHUUYECKUMHU CPEJICTBAMU OOyUEHUS:

® IS CIICTIBIX U CJIA0OBUISIINX: YCTPOMCTBOM JIJIsi CKAHUPOBAHMS M UTEHUS ¢ Kamepoid SARA
CE; nucnuieem Bpaitnia PAC Mate 20; npuntepom bpaiinsg EmBraille ViewPlus;

oISl TIYXUX U clIa0OCHBIIANINX: aBTOMAaTHU3MPOBAHHBIM pabOYMM MECTOM Ui JIIOJEH C
HapyILICHUEM CITyXa U c1abO0CIbIIIalINX; aKyCTUYECKUI YCUIIUTEIbh U KOJIOHKH;

o1 OOyYarOIIMXCS C HApPYMICHUSAMHU OIOPHO-ABUTATEILHOTO ammapaTa: IepeIBUKHBIMH,
perynupyeMbiMu sproHomudeckumu napramMu CHU-1; kOMObIOTEpHON TEXHUKOH €O CHELHaIbHBIM
MIPOrPaMMHBIM 00eCTIeYeHUEM.

9. MeTtoanuyeckue MaTepHaJIbl

9.1 Mnanbl ceMUHAPCKUX/ MPAKTHYECKHUX/ JIA0OPATOPHBIX 3aHATHIA

Tema 1
Tema 4. (2 yaca) CoBpeMeHHbIe HOPMATHBHbBIE IPABOBbIE AKTHI, PeryJMpYyoIIue 1eTeIbHOCTh
rocy/1apCcTBEHHBIX © MYHHIIUNIAJIbHBIX OPraHOB.

DopMa npoBeieHUs — TUCKYCCUS

CTyneHThl H3Yy4alOoT COBPEMEHHbIE HOPMATHUBHBIE aKThl, PErJaMEHTHPYIOIIME IOKYMEHTUPOBAaHHE
YIPaBIE€HYECKON JESITENbHOCTH B OpraHax rocy/1apCTBEHHOI'O0 ¥ MYHUIIMIIAIBHOTO yIIpaBJIEHUS.

1. Yem pasnuuarorcs oOumii 61aHK U OaHK MUCHMAa, OJaHK KOHKPETHOTO BHIA JIOKYMEHTA?

2. Kakve Bujpl 0JaHKOB NMPHMMEHSIOTCA B OpPraHax TroCyJapCTBEHHOrO M MYHHIMIAIBLHOTO
yIIpaBJICHUS?

3. KakoB coCTaB pPEeKBU3UTOB JOKyMEHTOB, NPUMEHSEMBIX B OpPraHaXx roCyAapCTBEHHOTO H
MYHHUIMIIAIIBHOTO YIIPABJIEHUS?

4. KaxoBbl Tpe60Banus K 0QOPMIEHUIO PEKBU3UTOB JOKYMEHTOB?

Ncrounuku u nureparypa

Hcrounukn:

@DenepanbHbIl  KOHCTUTYLMOHHBIA 3akoH oT 25 gekabps 2000 r. Ne 2-®K3 «O
I'ocynapctBernom repoe Poccuiickoit deneparnuny // C3 PO 2000, Ne 52 (Yacrts 1), cT. 5021,

®enepanbhblil 3akoH PO ot 27.07.2006 1. Nel49-03 «O06 undopmanuu, nHGOpMaUnOHHBIX
TEXHOJIOTHSX | 0 3amute nHpopmarum» // C3 PD. 2006. Ne31. Ct. 3448.
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®enepanbubiii 3akoH OoT 01.06.2005 Ne53 «O rocymapctBeHHOM sA3bike Poccuiickoit
@eneparun» / C3 PD. 2005. Ne23. Cr. 2199.

[TocranoBnenue IIpaBurenscrBa Poccuiickoii denepanuu ot 27 nexadbps 1995 r. Ne 1268 «O06
YOOPSAOYEHUH H3TOTOBIICHUS, MCIOJIb30BAaHUS, XPAaHEHUS U YHHUTOXKEHHUS Iedyared U OJIaHKOB ¢
BOCITPOM3BEICHUEM rocyiapcTBeHHOTO Tepba Poccutickoit deneparumny // C3 PD. 1996. No2. Cr. 123;

[TocranoBnenue IIpaButensctBa PD ot 15.06.2009 Ne 477 «O6 yrBepxaenuu IlpaBun
JIeTIOTIPOU3BOCTBA B (he/iepaIbHBIX OpraHax UCIOTHUTEIBHOM BIACTI.

MeTtoauueckie peKOMEHAAlMU IO pa3pabOoTKe MHCTPYKUHUHA IO JEJIONPOU3BOJICTBY B
(benepanbHBIX OpraHax HCIOJIHUTEILHON BIIACTH, YTBEpKIECHHbBIE MpHKa3oM PocapxuBa ot 23 gexabps
2009 Ne 76.

I'OCT P 7.0.97-2016. HanumonaneHelii crangapT Poccuiickoit ®enepaunu. Cucrema
CTaHIapTOB MO uH(pOpManuu, OHOTMOTEYHOMY U HU3JAaTeNbckoMy jaeny. OpraHuzalnuoHHO-
pacrnopsauTenbHas JoKyMeHTanus. TpeGoBaHus K 0pOPMIICHUIO TOKYMEHTOB.

I'OCT P 51511-2001 «Ileuatu ¢ BOCHpPOM3BEACHUEM TOCyAapcTBeHHOro repba Poccuiickoii
Oenepaunn. Dopma, pazmepsl U TexHuueckue TpedoBanus» (¢ u3M. Nel ot 25.12.2002 Ne505-c1). -
M.: U3narenbcTBO cTanaapton, 2001.

Ob6mepoccuiickuil  kmaccuukaTop yrpasieHdeckoil gokymentammu OK  011-93. M.:
I'occrannpapt Poccun, 1995.

Jlureparypa:

C.A. TnoroBa, A.IO. KoubkoBa, FO.M. Kykapuna, E.A. Ckpunko JlokymMeHTamOHHOE
obecrniedyeHue ympapieHus, moja obmeit penakuueir T.A. BeikoBoit. — M.: OO0 “1C-ITaGnumunr”,
2016. - 350 c.

Tema 5. (2 waca) Opranumsanusi ciayxkO0bl [JeJIONPOM3BOACTBA B TIOCYJAPCTBEHHBIX H
MYHHIHMIAJTbHBIX OPraHax U perjiaMeHTAnHs ee esiTeJIbHOCTH.

®opma nposeaeHUs — JUCKYCCHS

CTy,I[eHTBI N3YYarOT MNPCHJIOKCHHBIC TPCHOAABATCIIEM OpPraHU3allUOHHBIC CTPYKTYPBI CJ'Iy>K6
ACJIOMPON3BOACTBA, ITOJOXKCHUA W JOJDKHOCTHBIC MHCTPYKHOHWH COTPYAHUKOB M TI'OTOBAT OTBETHI Ha
KOHTPOJIbHBIC BOITPOCHI

Bomnpocsr:

1. TunoBble HANMEHOBAHUS U OPTaHU3AIMOHHAS CTPYKTYpa CIy>KOBI AETOMPOU3BOCTBA B OpraHax
rOCYIapCTBEHHOTO M MyHUILIMIAIBHOTO YIIPABJICHHUS.

2. OCHOBHBIC LIEJIH U 33J1a4¥ CITYXKOBI IeTIONPOU3BOICTBA B OpraHax roCylapCTBEHHOTO U
MYHUIIMTIAJIBHOTO YIPABJICHUA.

3. JIOJDKHOCTHOM M YMCIIEHHBIM COCTaB CIY>KOBI AETOMPON3BOACTBA B OpraHax rocyAapcTBEHHOTO U
MYHUIIMTIAJIBHOTO YIPABJICHUA.

4. PernameHTanus OESTEIBHOCTH CIY>KOBI JAETOMPOU3BOACTBA B JIOKAIBHBIX HOPMATHUBHBIX aKTax
OpraHa rocyJapCTBEHHOIO U MyHULIMTIIAJIBHOTO YIIPABIICHUS.
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HcTouyHuKHM U IUTEpaTypa:

[TocranoBnenue IlpaButensctBa P® ot 15.06.2009 Ne 477 «OG6 yrBepxkaenuu IlpaBun
JIeTIOTIPOU3BOCTBA B (he/iepaIbHBIX OpraHax UCIOIHUTEIBHON BIaCTI.
Metoanuueckre peKOMEeHJAUK M0 pa3padoTKe MHCTPYKLUI 10 JeJIONpPOU3BOJACTBY B (helepaibHbIX

opraHax MCIOJHUTEIHLHOM BJIACTH, YTBEPKIEHHbBIE TprKa3zoM PocapxuBa ot 23 nekabps 2009 Ne 76.

Tema 6 (8 yacoB). Bubl JOKYMEHTOB U CHCTeMbI JOKYMEHTAIUH, CO31aBaeMble B 1eSITeIbHOCTH
OPraHoOB roCyJAapCcTBEHHOI0 U MyYHHMIMIIAJIbHOIO YIIPABJICHHS.

3aHATHE IPOBOAUTCS C UCTIOIB30BAHUEM Keiic-MeToaa. CTyIeHThI U3y4atoT 00pa3ibl JOKyMEHTOB U
aAHATM3UPYIOT MPABUIBLHOCTH UX OOPMIICHHUS.

Ha ocHoBe npeyi0)KeHHbIX NIPENoJaBaTeNIeM CUTYaluil CTYAEHTbI CAMOCTOSTEILHO COCTABIISIOT
MIPHUKA3bI, IPOTOKOJIbI, PACTIOPSKEHHUSI, TOCTAHOBJICHHUS, PEILICHUS, OOpalleHHs TpaskJjaH U OTBETHI Ha
HUX.

Bomnpocsr:
1. BI/IIH)I AOKYMCHTOB, U31aBACMBIX OpraHaMu rocyaiapCTBCHHOI0O 1 MyHUIUIIAJIbHOI'O
YIIPaBJICHHUS.

2. Poib cuctemsl OpFaHI/ISaI_II/IOHHO'paCHOpHHHTeHBHOﬁ AOKYMCHTAUU B ACATCIIBHOCTU. OPTraHOB
rocyaapCTBEHHOI'O U MYHHUIIUIIAJIBHOT'O YIIPABJICHHA.

3. Hcnonp3oBaHue O6JAHKOB M MIA0JIOHOB U AJICKTPOHHBIX IOKYMEHTOB B JICATEILHOCTH. OPTaHOB
rOCyJIapCTBEHHOI'0 ¥ MyHULIUIIAIIBHOTO YIIPABJICHHUS.

HcToynuku u qureparypa:

MeTtoauueckue peKkoMeHaluy o pa3paboTKe MHCTPYKIIHI 110 IETI0NPOU3BOJICTBY B (eiepatbHbIX
OpraHax MCHOJHHUTEIbHON BIACTH, YTBEpkKACHHbIE Mpuka3zoM Pocapxusa ot 23 gexabps 2009 Ne 76.

I'OCT P 7.0.97-2016. HanmonaneHusiéi crangapt Poccuiickoit denepannu. Cucrema cTaHIapToOB IO
nHpopmanuy, OUOIMOTEUHOMY U U3JATENbCKOMY Jeny. OpraHu3alMmOHHO-PACIIOPSIUTENbHAS

AOKYMCHTaIH. Tpe60BaHI/IH K O(i)OpMJ'IeHI/IIO JAOKYMCHTOB.

OdunmanbHble caliThl (peaepanbHbIX OPraHOB UCHIOIHUTENIBHON BIACTH M MyHULIUTIATBHBIX
oOpa3zoBanuii ropona MockBel, MockoBcko# o0nactu u Apyrux cyorektoB Poccuiickoii @enepariui.
JlokymenTanonnoe obecneuenue ymnpasineHus / C.A.I'motosa, A.}O. Konrskosa, FO.M. Kykapuna,
E.A.Cxpunko, nox o6meit pepakiueit T.A.bsikoBoit.-M.: OO0 «1C-ITa6nuuunry, 2016. -350 c.: u.
ISBN 978-5-9677-2615-6.

Kabamos C.}O. Opranuzanus oOLIero M CHENUaJIbHOIO JEJIONPOM3BOACTBA B OpPraHax MECTHOIO
camoynpasieHus: yuebnoe nocodue. — M.: UTHOPA-M, 2013.

Kykapura FO.M. OcoOeHHOCTH JOKYMEHTHPOBAaHMS YIPaBICHYECKON MESITEIbHOCTH B OpraHax
MecTHOro camoytpasienus Poccuiickoii @eneparuu. // Jlenonpoussoactso, 2016, Ne 2, C. 31-38
Kykapuna HO.M. JIOKyMEHTUpPOBAHWE JEATEIBHOCTH MPEICTABUTEIbHBIX OPraHOB MECTHOTO
camoynpaneHus: Poccuiickoit @enepanuu // JlenonpousBoactso. 2018. Ne 2. C.34-45.

®uonosa JI.P., bonnpipea FO.A. Opraauszanus JIOY B axmuHucTpaiuu paiiona //
HenonpounzBoactso, 2009, Ne 4, c. 69-74.

CI/ITyaHHI/I N KOMILICKTBI JOKYMCHTOB OpPraHOB IrOCyAapCTBEHHOI'O U MYHUIIUITIAJIBHOI'O YIIPaBJICHUA.

CocTaBuTH NOCTAHOBJIEHHE 110 CJIeAYIOLIEH YIPAaBIeHYECKO CUTYallUM:
Curyamus Ne 1
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[ToaroroButh nocranosienue [ massl roposa JIbiTkapuHo MOCKOBCKOM 001aCTH, TOCBSAIICHHOE
MPOBEACHUIO MYOJWYHBIX CIOymaHud 1Mo mpoekty M3menenmit B IlpaBmia 3emienosib3oBaHus U
3acTpoiiku ropoackoro okpyra JIeitkapuno. IlocranoBnenue noanucano ['naBoii MyHUIMITIAIIBHOTO
obpazoBanus 15 centsa6ps 2018 rona u 3apeructpupoBano 3a Ne 9241,

[Ty6nmunblie ciymanus O0yayT nposenensl 19 Hosops 2018 B 11 00 mo aapecy r. JIsiTkapuHo,
yn. Cadponosa, 1. 2a. HeoOxoqumo coriacoBaTh COCTaB OPrKOMHUTETA 10 MPOBEACHUIO MyOIHMYHBIX
ClIymianuid  corinacHo npuioxkeHuto Nel. Heo0XoaumMo yCTaHOBUTH MECTO O3HAKOMIICHUS C
MaTepuagaMi MyOJIMYHBIX clymaHui no mnpoekry W3menenmii B [IpaBuia 3emienosnb3oBaHus U
3aCTpOMKH ropoAcKoro okpyra JIeitkapuHo o azapecy r. JIsitkapuno yi. IlepBomaiickas a. 7 xa6. Ne
28. Marepuanbl OyayT goctymnHbl st o3HakomuieHust ¢ 04.11.2018 mo 18.11.2018 ¢ 9 00 mo 18 00
(moHenenTbHUK-YETBEPT).

VY CTaHOBUTH CPOK MOJAYM NMPEITI0KEHUNA U peKoMeHaAauii o npoekty M3menenuii B [IpaBuia
3eMJIENIONIb30BAaHUsl M 3aCTPOMKHU ropojckoro okpyra JleitkapuHo B oprkomurer ¢ 04.11.2018 no
18.11.2018 mo anpecy r. JIpiTkapuno yi. [leppomaiickas 1. 7 ka6. Ne 28.

JlanHoe nocra”oBiieHHEe W NpoeKT M3menenuit B IlpaBuina 3emilenonb30BaHMs U 3aCTPOUKHU
TrOpOJCKOTO OKpyra JIBITKApUHO JOKHBI OBITH OIYOJMKOBaHBI B razere “‘JIbITKapuHCKHEBECTH U
pasmelnieHsl Ha opuIaIbHOM caiite ropoaa JIsitkapuno B cetn “UuTepHer”. KOHTpOIH HCHOTHEHUS
MocTaHoBJIeHUs Bo3naraercsa Ha [lepBoro 3amecturens I'naBbl Anmunucrpauuu T. JIsiTkapuao B.B.
Jlyuenko.

CocTaBHTBH pellleHHe MO cJIeAyIoLIeil yIpaBJeHYecKOi CHTyalun:

3ananue 1.

22 oktsa6ps 2018 roma CoeroMm pemnyratoB PameHckoro MyHHIMIANEHOTO paiioHa
MockoBckoil o0nacTu OBLJIO TMPUHATO pEIHIEHHE O Ha3HAYeHUM Ha JIOJDKHOCTb PYKOBOJUTENS
aamunuctpanuu Pamenckoro MynununanbHoro paioHa MockoBckoit obnactu [IpoxodreBa E.B. B
COOTBETCTBHUH € Y CTaBOM PaMEHCKOro MyHUIIMIIAIBHOTO paliOHa U PELICHUEM KOHKYPCHOM KOMHCCHH
II0 MPOBEACHUIO KOHKYpCAa Ha 3aMELIEHUE IOJDKHOCTH PYKOBOAMTENS aAMHMHHMCTpanuu PameHckoro
MynununansHoro paiiona Mockockoii o0nactu oT 20 okta6pst 2018 rona Ne 25.

I'nmaBe Pamenckoro MyHununansHoro paiiona Jlemuny B.®. He0OX01MMO 3aKIHOUUTh KOHTPAKT
C PYKOBOJMTENEM aJMHHHCTpannu PameHnckoro MyHuIumnaipsHOro paiioHa MOCKOBCKOW 001acTu
ITpoxodnersiM EBrennem BacunbeBnuem ¢ 23 oktsa6ps 2018 roga cornacHo Gpopme, COrIacOBaHHOMU ¢
I'y6epnaTopom MockoBckoit obnactu.

HeobxonuMo Takxke OMyOJMKOBaTh JaHHOE pelleHHe B OOIIECTBEHHO-MOJUTHYECKON Traszere
Pamenckoro myHununanbHoro paiiona “PoaHuk” u pazMecTuTh Ha opuuuanbHoM HHTepHeTr-caiiTe
aIMHMHHCTpanu PaMeHCKOro MyHHIIMIIaIBbHOTO paioHa.

KoHTtposs Bo3naraercs Ha 3amecturens I'nmaBbl PameHckoro MyHunumnaiabHOro parona B.B.
NBanosa. Pemenue noanucan ['naBa Pamenckoro mynumumnansHoro paiiona B.®. [lemun.

Tema 7. (2 yaca) Opranusanusi padoTbl ¢ JOKYMEHTAMH B OPraHaX rocy1apCcTBEeHHOI0 H
MYHHMIMIAJIbHOTO YIIPABJIEHUSA

dopma npoBeeHUs — JTUCKYCCHA

Ha ocHOBe npeyioxeHHBIX MPENoJaBaTeieM UHCTPYKLIHM MO IEJIONPOU3BOJICTBY CTYICHTHI
CaMOCTOSATEIIHO COCTABJISIIOT OCHOBHBIE TEXHOJIOTHYECKHE ITAIBI PAOOTHI C TOKYMEHTAMH U JAIOT UM
KPaTKYIO XapaKTEPUCTHUKY.
Tema 8. (2 yaca) HoBble MH()OpMAIIHOHHBIE TEXHOJOTHU B JOKYMEHTAIIMOHHOM O0ecriedyeHuM
AeSITeJIbHOCTH OPraHOB IOCYyAaPCTBEHHOI0 M MyYHMUIMIIAJIbHOI0 YIIPABJICHHUS

DopMa npoBeieHUs — TUCKYCCUSA

CTyI[CHTBI HU3Yy4aroT O(I)I/II_II/Ia.HBHBIC CalThI Pa3JIMUHBIX ~MYHUIUIIAJIBHBIX O6pa3OBaHI/II>'I u
3aKOHOJaTeNIbHbIE aKThl PM M rOTOBSAT OTBETHI Ha KOHTPOJIbHBIC BOIIPOCHI



22

Bomnpocsr:
1. PermamenTarusi mpea0CTaBICHUS MYHUITUIIAIBHBIX YCIYT B JIEKTpOHHOH opme B D3 “O06
OpraHu3alliy MPEJI0CTABICHUS TOCYIaPCTBEHHBIX U MYHUIIUIIAJIbHBIX YCIYT” .

2. AJMHHHCTpaTHBHBIE PETJIAMEHTHI U CTAaHAAPTHI MIPEIOCTABICHUS TOCYIAPCTBEHHBIX U
MYHHIIMIIATBHBIX YCIYT B 3JIEKTPOHHOM popme.

3. B03MOXHOCTH 3JIEKTPOHHOT'O B3aUMOJICHCTBUS MEKIY OpraHaMH IrOCyJapCTBEHHOTO U
MYHULUIIAJIBHOTO YIIPABJICHUs, OPraHU3aALUSAIMHU U 3asIBUTEIISIMU.

4. Opranuzanus paboThl IEKTPOHHON TPUEMHOI B OpraHax rocyJapCcTBEHHOTO U
MYHHIIMIIAILHOTO YIPaBICHUS.

HcToyHuKHM U JIUTEpaTypa:
@3 “O0 obecnieyeHnn AOCTyNa K MH(PpOPMAIUH O IEATEIEHOCTH TOCYAAPCTBEHHBIX OPTaHOB U OPTaHOB
MectHoro camoympasiieHus” Ne 8-D3 ot 09.02.2009 // Poccuiickas razera Ne 25 ot 13.02.2009;
@3 “O6 opraHu3zaluy NpeAOCTaBICHUs IOCYJApPCTBEHHBIX U MyHMIMNAIBHBIX ycayr’ Ne 210-®3 ot
27 wions 2010 // Poccutickas razera Ne 5247 ot 30.07.2010;
®enepanbublii 3akoH 0T 06.04.2011 Ne 63-D3 “O6 snekrponHoii moanucu’ // Poccuiickast razera Ne
5451 ot 08.04.2011.
[locranoBnenue IlpaBurensctBa P® “O enuHON cucreMe MEXBEAOMCTBEHHOIO 3JIEKTPOHHOIO
B3aumozercteus” ot 08.09.2010 Ne 697 // C3 Pd. 2010. Ne 38. Ct. 4823.

[Tpukaz MuH#CTEpCTBa CBSI3U U MacCOBBIX KOMMyHUKanuii PO u ®@enepanbHoil ciayx0Obl oxpanbl PO
oT 27 Mast 2015 . N 186/258 “O6 YTBEPKICHUU TpeOoBaHuit
K OpPraHM3alMOHHO-TEXHUYECKOMY B3aMMOJEHCTBUIO TOCYJaPCTBEHHBIX OPraHOB U T'OCYIapCTBEHHBIX
OpraHM3aluil MocpeacTBOM 0OMEHa JOKYMEHTaMU B 3JIEKTPOHHOM BHjIE”

OdunmanbHble CAUTHl OPraHOB rOCYAAPCTBEHHOM BIACTH U MyHHIIMITAILHBIX 00pa30BaHUii ropojaa
Mocksbl, MockoBcKoii 001acTu 1 Apyrux cyobektoB Poccuiickoit deneparym.
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IIpunoxenne 1. AHHOTAITHS
paboueil mporpaMMbl JTUCIUITIIHHBL

AHHOTAIIUSI PABOYEHA ITPOTPAMMBI JIUCHUATLIAHBI

JucuuiuimHa (Modyns) peanusyeTcs Ha GpaKyabTeTe yIpaBieHus Kadeapoil rocy1apCTBEHHOTO U
MYHHIIMIIAILHOTO YIIPaBICHUS.
Lenp nOUMCHUIUIMHBI — HW3Y4YeHHE OCOOEHHOCTEH BeICeHHs JIeJONPOU3BOJICTBA B OpraHax

TOCY/IapCTBEHHOT'O U MYHHIIMITAILHOTO YIPABICHUS HA 0a3e COBPEMEHHBIX HOPMATHBHBIX MPABOBBIX
aKTOB.
3aaun JUCIUTIIIMHBI COCTOSIT B CIICYIOIIEM:

- U3yYEHUE OpraHu3aluy JEeJIONPOU3BOJACTBA B OpraHax TIOCYJapCTBEHHOIO U MECTHOI'O
yIpaBJeHUs JOPEBOIOLUOHHON Poccuu;

- U3Y4YEHHE COBPEMEHHOW IPaBOBOM perjaMeHTAllUd OpraHu3alluy JIeJIONPOU3BOJICTBA B
opraHax rocyJ1apCTBEHHOI'O U MyHUIIMIIAJIbHOTO YIIPABJICHNUS,

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

- U3y4eHHe 0COOEHHOCTEN OpraHu3aluy padoThl C TJOKYMEHTAMU B OpraHax rocyAapcTBEHHOTO
Y MYHULUIAIBHOTO YIIpaBIeHUs, (OPMUPOBAHUE CITY>KOBI AETOMPON3BOICTBA,;

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

JucuuiuimHa (MO/Ty1b) HampaBieHa Ha (POPMUPOBAHHE CIICAYIONIMX KOMITCTCHIIUI:
[1K-3.3 - BrageeT TeXHOIOTUSMH paOOThI ¢ OOpAIICHUSIMHU TPaK/IaH.

B pesynbpTaTe ocBOCHMS TUCHUILUIMHBI (MOJYJIS) 00YYaAIOIIUNACS TOJKEH:

3nams:

- 0COOEHHOCTHU TIPOBEACHHUSI MMYOIUYHBIX MEPOTIPUSITHIA;

- OpraHU3aIUIo JOKYMEHTAIIMOHHOTO 00eCreueHus AeITeIbHOCTH OPTaHOB rOCYAapCTBEHHOTO
U MYHUIUOAIBHOTO  YIpPaBJICHHs B  YCIOBUSAX TNPUMEHEHHs HOBBIX  MH(POPMAIIMOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHA.

Ymems:

- BECTH JEJIOBYIO MEPENUCKY U MOAIEP>KUBAThH JIEKTPOHHBIE KOMMYHUKAIINH;

- IPUMEHSATH HOBbIE MH()OPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTHH B JIEIOMPOU3BOJICTBE
OPTraHOB TOCYIAPCTBEHHOT'O U MYHHUIIAIIATFHOTO YITPABICHHUS.

Bnaoemy:

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

- COBPEMCHHBIMH TEXHOJIOTHSMH YIIPABICHUS JOKYMEHTAIHCH.

Paboueit mporpaMMoii TIpeIyCMOTPEHBI CIEIYIONIME BUIbI KOHTPOJISI: TEKYIIUA KOHTPOJIb

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.



