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1. llosicHuTEILHAA 3aNMUCKA

1.1. Llenp u 3aaa4u JUCITUTIMHBI

ear AUCUMIIMHBI:

M3ydeHHe OCOOCHHOCTEH TOKYMEHTAIIMOHHOTO OO0eCTICUCHHS

yOpaBJICHUSA B OpraHax FOCY,Z[apCTBeHHOﬁ BJIaCTU MW MCCTHOI'O CaMOYIIpaBJICHUA Ha Oaze
COBPEMECHHBIX HOPMATHUBHBIX IIPAaBOBBIX aKTOB.

3agaun:

- U3yYE€HHE COBPEMEHHOM MTPaBOBOM periaMeHTaIluU JOKYMEHTAIIMOHHOTO 00ECTICUCHUS
YIIPaBJICHUS B OpraHax rocyJapCTBEHHOM BIACTU U MECTHOTO CaMOYIIPABIICHUS U

OpraHu3aIusX;

- U3YUYCHUC TpC6OBaHI/II71 HOPMAaTUBHO-MECTOAUYCCKUX TOKYMCHTOB U JIOKAJIbHBIX HOPMATHUBHBIX
AKTOB K JOKYMCHTAIUOHHOMY 00eCIIeYCHHIO YIpaBJICHUA B OpraHax FOCynapCTBGHHOI\/II BJIaCTH U

MCECTHOI'O CaMOYIIPaBJICHUA,

- U3y4YEHHUE BUJIOB YNIPABICHUECKUX TOKYMEHTOB, CO3/1aBa€MbIX B OpraHax rocyaapcTBEHHON
BJIACTH U MECTHOI'O CaMOYIIPABJICHUS U OPTaHU3ALMAX;
- U3yueHue 0coOOEHHOCTEN COCTABIEHUS TEKCTOB, O(POPMIICHUS U IPUMEHEHUS PA3ITUYHBIX
BUJIOB OPraHU3allMOHHBIX JOKYMEHTOB, JIOKAJIbHBIX HOPMAaTUBHBIX aKTOB, PACIOPSIUTEIbHBIX
JOKYMEHTOB, UH(POPMAIIMOHHO-CITPABOYHBIX IOKYMEHTOB;
- U3y4€HUE BIUSHUS HOBBIX HH(OPMAIIMOHHBIX TEXHOJIOTHH Ha JOKYMEHTHPOBAHUE
yIpaBIE€HYECKON AESITEIbHOCTH B OpraHax roCy/1JapCTBEHHOM BJIACTU U MECTHOT'O
CaMOYIIPABJICHUS U OPraHU3aLUAX.
- U3yueHue 0coOEHHOCTEN OpraHu3ali padoThl ¢ JOKYMEHTaMH B OpraHax rocyJaapCcTBEHHOM
BJIACTH U MECTHOI'O CaMOYIIPABJICHUS.

1.2. IlepeveHb MJIAHMPYEMBbIX Pe3yJIbTATOB 00y4eHHS 0 TUCHHUILINHE (M00YJ110),
COOTHECEHHBIX ¢ HHANKATOPAMH J0CTHKEHUSI KOMIeTeHI Ui

KoMmnerenuus

(KOJ ¥ HANMEHOBAHME)

NuankaTopbl KOMIETEHUM A
(KOJ 1 HAUMEHOBAHHE)

Pe3yabTaTsl 00yuyeHus

YK-1

Cnocoben
OCYIIECTBIISITh MOUCK,
KPUTUYECKUM aHAJIU3 U
CUHTE3 UH(POPMAIIHH,
PUMEHSTH CUCTEMHBIH
MOJIXOJ] AJISl peLIeHUS
MOCTaBJICHHBIX 3a/1a4.

VK-1.1

AHanusupyeT NOCTaBJICHHYIO 3aauy
4yepe3 BhIICNICHUE €e 0a30BbIX
COCTaBJIAIOIIUX, Ocy]_L[eCTBHHeT
JIEKOMITO3HITHIO 3aa4H.

YK-1.2

HaxoauT u KpUTUYEeCKH OIICHUBACT
nH(popMaIno, HEOOXOTUMYIO JTS
pelIeHUs 3a1a4H.

VK-1.3

CornocTaBisieT pa3Hble HCTOYHUKU
WH(pOPMAIIUHU C TETBIO BBISBJICHHS HX
MPOTUBOPEUYUI U TIOMCKA JOCTOBEPHBIX
CYXKICHUU.

3HaTh: OCHOBHBIE ATalbl U
creruduKy MOATOTOBKU
JIOKYMEHTaluu TUISt
peanuzamnuu
OpraHU3aIl[MOHHBIX u
COILIMATIbHBIX MPOCKTOB
YMers: OpraHu30BaTh
nporecc MOATOTOBKH
JOKYMEHTAIIUHN pealTu3aIiiu
OpTraHU3aI[MOHHBIX u
COIMATBHBIX TIPOCKTOB
Brnanets: HaBbIkKaMu
JTIOKYMEHTHUPOBAHHUS
OpTraHHU3aI[MOHHBIX U
COLMATBHBIX TIPOCKTOB
rOCYyAapCTBEHHBIX,
OOLIECTBEHHBIX U
TBOPUYECKUX OpPTaHU3AIIHA.

I1K-3

CnocobOen
OpPraHU30BBIBATH U
MOAJEPKUBATH
KOMMYHMKAIHIO B

[IK-3.1

OcCy1IEeCTBIISIET YCTHYIO U TUCBMEHHYIO
KOMMYHUKAIAIO C OpraHamMu
roCyJapCTBEHHOM BJIIACTU U MECTHOIO
CaMOYIIpaBJICHUs, TOJIMTUYECKUMU

3HaTh: 0COOCHHOCTH
IIOATrOTOBKH nu
peIaKTUPOBAHUS
nyOiukanuii, 0030poB H
AHHOTAIH.




CUCTEME pealln3alnuu NapTUSMH, OOIIECTBEHHBIMHU U UHBIMH | YMETb: OpraHu30BaThH
MOCTaBJIEHHBIX OpraHMU3aIMsIMU 110 IMUPOKOMY CIIEKTpPY | Mpolecc  MOATOTOBKU U
pohecCHOHATBLHBIX HaIpaBJICHUH yOIHMYHOM pPEAaKTUPOBAHUS
3amay. EATEILHOCTH. nyonukauii, 0030poB U
aHHOTanul
1K-3.2 BrageTts: HaBbIKaMu
Oxka3bIBaeT COJICHCTBUE PA3BUTHIO IOArOTOBKH U
MEXaHU3MOB MOJTUTUYECKOM PENAKTHPOBAHMS
KOMMYHHUKAINH. nyOsnkanuii, 0030poB u
AHHOTAIU .
[1K-3.3
['oToBUT Npe3eHTalNN, AaHATTUTUYECKUE
CIPaBKH, COCTABJISIET OTUETHI Ha
OCHOBaHHUH MOJIFOTOBKHU U MPOBEJICHUS
MyOJIMYHBIX MEPOTIPUSITHIA.
1.3. MecTO IMCHUITIUHBI B CTPYKTYpe 00pa3oBaTe/IbHOIM MPOrpaMMbl
Hucnunnuza «JOKYMEHTAIIMOHHOE OBECIIEYEHUE YITPABJIEHU A
I'OCYJAPCTBEHHBIX OPI'AHOB N OPI'AHOB MECTHOI'O CAMOVIIPABJIEHU S
OTHOCUTCSI K 4acTd, (GOpMHUPYEMOHl ydYacTHMKaMH OO0pa30BaTeIbHBIX OTHOIIEHUH OJ0Ka
JTUCIUIUIMH y4eOHOro 1urtana. [ ocBOEHUS AMCUUIUIMHBI HEOOXOIMMBI 3HAHUWS, YMEHUS W
BJIQ/ICHUS, COPMUPOBAHHBIE B XOJA€ HU3YUEHHUS CIEAYIOIIMUX IUCHUIUIMH U MPOXOKICHUS
npakTuk: «l'ocynapctBoBeneHue», «Pycckuil sSi3bIK M KyJbTypa peun». B pe3ynbrare ocBoeHus
JTUCIUTIIMHBL (OPMUPYIOTCS 3HAHUS, yYMEHUS W BIIQJICHUSA, HEOOXOIUMBIC IJisi HW3Yy4YeHUS
CIEIYIOIIMX AUCUUIUIHH U IPOX0XKACHUS MpakTuk: [Ipenauriomuas npaktuka
2. CTpyKTypa AUCLHUIIINHBI
O61mas TpyA0EMKOCTh AUCHUIUIMHBI COCTaBiseT 3 3.¢., 108 akagemuueckux yaca (0oB).
CTpyKTypa JUCHUIIMHBI /151 04HOI (popMBI 00yUeHUs
O06bemM aUCHUTUIMHBI B (hOpME KOHTAKTHOW PaGOTHI OOYyYarOUIUXCS C TMeJaroru4ecKuMU
paboTHUKaMU U (WIIK) TUI[AMH, TPUBIIEKAEMBIMU K pean3aiuy o0pa3oBaTelbHOM MPOrpaMMbl Ha
WHBIX YCJIOBUSX, IPU MTPOBEJACHUH YUCOHBIX 3aHITHIA:
Cemectp | Tun yueOHBIX 3aHATHIA KomnuecTBo
4acoB
5 Jlexun 20
5 CeMuHapb1/1a00paTOPHBIE PAOOTHI 22
Bcero: 42

O06beM quCHUIUTMHBL (MOTyJisA) B (hOpMe CaMOCTOSATENbHON paboThl 00YYAIOIIHUXCS
cocTaBisieT 66 akageMUYecKUX yaca(oB).

3. ConepskaHue QU CHUTNIAHBI

Ne | HaumeHoBaHue pa3aeJia Conepxanue
JAMCUMILTUHBI




Paznen 1. BBenennue.
HCTOYHUKH W JIUTEpaTypa.
OcHoBHbIE OHATHS B cepe
JeJIONPOU3BOACTBA

1.1. Ilpeamer, conepxkanue, 3aaa4n AUCLUIIINHBL.
OcHOBHbIE NOHATHS B cepe AeT0NPOU3BOICTBA.
1.2. UcTouHUKH U TUTEpaTypa

Pa3znen 2. CoBpeMeHHbIE
HOPMATHBHBbIE NIPABOBbIE AKTHI,
peryJjaupyouiue
JeJIONPOU3BO/JICTBO B
rocy/1apCcTBeHHBIX U
MYHUIIUNIAJTbHBIX OPraHax
OpraHu3anMusix

CoBpeMeHHbIE  HOPMATHUBHBIE  IPaBOBBIE
aKThl ¥ HOPMATHBHO-METOJMYECKHE JIOKYMEHTHI,
peryimpyroomme Aea0npou3BoacTBo B Pocculickoit
Oenepaunn. PenepanbHbli  KOHCTUTYLHOHHBIN
3akoH ot 25.12.2000  Ne = 2-®K3 «O
IN'ocynapctBennom repbe Poccuiickoit deneparumy;
[TocranoBnenue IlpaButensctBa PO ot 22.09.2009
No 754 «O6 ytBepxknenuu Ilonoxenus o cucreme
MEKBEJIOMCTBEHHOI'O 3IIEKTPOHHOIO
JTOKyMeHTOoOOOpoTa»; [IpaBuia Ielonpou3BOACTBA
B TOCYJApCTBEHHBIX OpraHax, OopraHax MECTHOrO
camoyrmpasiieHusi, yTB. IIpukasom PocapxuBa ot
22.05.2019 No71; MeToandeckue peKOMEHAAIUHU 11O
pa3paboTKe HMHCTPYKIHHA IO JEIONPOU3BOJICTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOrO
camoyrmpasiieHusi, yTB. IIpukasom PocapxuBa ot
24.12.2020 Ne 199. JlokanbHble HOpMATUBHBIE AKThI
rOCYJJapCTBEHHBIX OpPraHOB M OPraHOB MECTHOTO

CaMOYIIPaBJIEHUs -  pErJaMeHThl,  IpaBuIia,
WHCTPYKIIUU U JP.

Pa3nea 3. CoBpemMeHHBbIe [Tonstue “pEeKBU3UT  JOKYMEHTa”, COCTaB

npasuJia 0popmMJIeHUs PEKBU3UTOB YIPaBICHUYECKUX JIOKYMEHTOB,

PEeKBU3UTOB YIIPAaBJIeHYECKUX tpedoBanuss OCT P 7.0.97-2025. HanmoHanbHbBIH

JIOKYMEHTOB crannapt Poccuiickoit  ®enepanuu. Cucrema
CTaHIApTOB MO HWH(OpManuu, OUOTUOTEUHOMY U
U3/1aTE€IIbCKOMY JeIy. Opranu3aluroHHO-

pacnopsauTenbHas JOKyMeHTanus. TpeOoBaHHUS K
oopMiIeHHIO JOKYMEHTOB. bBilaHKM J1OKyMEHTOB,
kinaccuukanuss OJIAaHKOB, PEKBH3HUTHI OJAHKOB,
PEKBU3UTHI, 00ECHIEUNBAIOIINE FOPUANYECKYIO CHITY
JIOKYMEHTA, OTMETKH Ha JIOKYMEHTax

Pa3nen 4. Buabl ynpaB/jieHUYeCKHX
JOKYMEHTOB U CHCTEMBbI
JOKYMEHTAIlUH, CO31aBaeMble B
rocy/1apCcTBEHHbIX OPraHax u
OpraHax MecTHOI0
caMoynpaBJIeHUS

Buabsl  JOKyMEHTOB,  HM3JaBa€MbIX  OpraHamu
rocy/1apCTBEHHOU BJIACTH u MECTHOI'O
camoymnpasiieHusd. HopmaTuBHbBIE NpPaBOBBIE aKThI
OpPraHOB TOCYJapCTBEHHOM BJIacCTM M MECTHOIO
CaMOYIIPABJICHUS U UX POJIb B I€ATEIbHOCTHU TaHHBIX
opraHoB. PernmameHtanus mnopsaka MOJITOTOBKU
HOPMAaTUBHBIX IPABOBBIX AKTOB B pPErjaMEHTax M
MHCTPYKLHUSAX 10 AETONPOU3BOICTBY.

Ponb CUCTEMBI OpraHU3alMOHHO-
pacnopsAUTEIbHON TOKYMEHTALUU B JI€ATEIbHOCTH
OpraHoB T'OCYJIapCTBEHHOM BJIACTH W MECTHOrO
camoynpasiieHusi. OpraHu3aliOHHbIE JOKYMEHTHI U
JIOKaJIbHbIE HOPMAaTUBHBIE AaKThl, PETYJIHPYIOLINE
MOPSIOK pabOTHl OPraHOB IOCYIAPCTBEHHON BIACTH
Y MECTHOTO CaMOYIPAaBJICHHUS.




PacnopsiqutenbHbie JIOKYMEHTBI:
ITIOCTaHOBJICHMS, penieHus, pacnopsKEeHHUs,
MIPOTOKOJIBL, MIPUKA3BI. OcobenHoctu ux

opopMileHUsT HW TIPUMEHEHHUS B JCITCILHOCTH
FOCYIIapCTBCHHBIX OpI‘aHOB n OpI‘aHOB MCCTHOTI'O
caMOyTpaBJICHUS.

HNHudopMalmoOHHO-CIIPAaBOYHbIE JOKYMEHTHI:
CIIy)KeOHBIC TIMChbMA, JIOKJIATHBIE M CIy>KEeOHbIE

3alUCKHM, aKThl, CIpPaBKH B  JESATEIbHOCTH
roCy/apCTBEHHBIX OpPraHOB U OPraHOB MECTHOTO
CaMOYIIpaBJICHHUS.

Hpyrue CUCTEMBI JIOKYMEHTalluH,
o0pasyrommuecs B JeATETbHOCTH OpraHoB
rocy/1apCTBEHHON BJIACTH u MECTHOTO
CaMOYIIPABJICHHUS: CUCTEMA IOKYMEHTOB 10 JINTYUHOMY
COCTaBy, CHCTE€Ma IUIAHOBOW  JOKyMEHTAlHH,

cucreMa OyXrajaTepcKoil Yy4eTHOW TOKYMEHTALUU U
apyrue cnenupuieckiue CUCTeMbl JOKYMEHTAIUH.

WNHcTpyKkIMg 1O IEIONPOU3BOJACTBY  Kak
OCHOBHOM JIOKYMEHT, ONPEICIAIOMUNA MOPSI0K
JEJIONPOU3BOACTBA B OpraHax TIOCYJapCTBEHHON
BJIACTU M MECTHOTO caMmoynpaBieHus. biiaHku
JOKYMEHTOB, BHJbl OJIaHKOB, TPUMEHSEMBIX B
opraHax TOCYJAapCTBEHHOW BJIACTH M OpraHax
MECTHOI'O CaMOYIIPABJICHHUS.

4. O0pa3oBaTe/ibHbIE TEXHOJIOTUH

No/Ne | HaumeHnoBaHME pazjena Bunet  yueOHoii | OOpa3oBaTelbHBIC TEXHOIOTHH
pabOTHI
1 BBenenue, ICTOUYHHNKH U Jleknus 1. BBoaHag gexuus ¢ UCIoIb30BaHUEM
auTeparypa BHJIEOMATEPHAIIOB
2 CoBpemeHHbIE Jlexuus 2. Jlexums-Busyanusanus ¢
HOpPMaTUBHBIE ITPABOBBIC CamocTosaTesbHas | IPUMEHEHUEM CIIAliA-IPOEKTOpa
aKThI, PETYJIHUPYIOIINE paborta [ToaroroBka K JIEKIIUU
JIEIONPOU3BOJICTBO B W3y4eHune JOKyMEHTOB Ha
roCyJJapCTBEHHBIX U MPaKTUYECKOM 3aHITHU
MYHHIIMIIATBHBIX OpraHax
Poccuiickoit Deneparuu
3 CoBpeMeHHbIE IPaBUIIA Jlexuus 3-4 [TpobGneMHas nekmus
opopmiieHHs peKBU3UTOB | CeMHUHapCKoe
YIpaBIEeHYECKUX 3aHsTHe 1 Hcnonk3oBaHue Keic-meToaa
JIOKYMEHTOB [IpoBeaeHne NPaKTUIECKOTO
3aHATUA
CamocTrodrenbHas
paboTa
4 Buns!l ynpasiieHueckux Jlexuus 5-6. Jlexuus ¢ pa300poM KOHKPETHBIX
JIOKYMEHTOB U CUCTEMBI CemuHapckoe CUTyauui
JIOKyMEHTaIUH, 3aHsTHE 2-5
C03/1aBaeMbl€ B CamocrositensHas | Mcnosb3oBaHue Kelic-MeToAa




rOCyJapCTBEHHBIX U pabota
MYHHIUIIATBHBIX OpraHax

3aHATUA

[ToaroroBka K 3a4eTy

HpOBeI[eHI/Ie MIPaKTUYCCKOTO

5. OueHka MUIaHUPYEMBIX pe3yJbTaTOB 00y4eHus!

5.1. Cucrema oLleHUBaHUA

®opma KOHTPOJISA

Makc. KOJM4eCTBO 0aJJI0B

3a OI[H)JBCGFO
paboTy
Texywuii KOHMPOL:
yuacmue 8 OUCKYCCUU U 8bINOTIHEHUE 15 bannos 60 bannos
3A0aHUL HA CEMUHAPCKUX 3AHAMUIX
Bcezo: 60 6annos
Ilpomedicymounas ammecmauus 40 6annos
Umoeo 3a cemecmp (Oucyunnuny) 100 6annos
3auem

[Tomy4yeHHBIN COBOKYNHBIN PE3YIbTAT KOHBEPTUPYETCS B TPAAULMOHHYIO IIKAJIy OLICHOK U B
KTy OleHOK EBponelickoii cucteMsl iepeHoca U HakoruieHus: kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTcTBHH ¢ TaOnuIeit:

100-6annpHas TpazmionHas mKaa [kana

IKajza ECTS

95— 100 Otau4HO A

83-94 B

68 — 82 Xopo1o 3a4TCHO C

56 —67 v D

50_55 JIOBJICTBOPUTEIBHO E

20 —-49 FX

HEYJIOBJIETBOPUTEIHHO HE 3a4TEHO
0-19 F
5.2 Kputepuu BbICTaBICHHUS OLIEHKHU IO AUCIUIIINHE

Banasl/ Ounenka no Kpurtepun oneHkn pe3yibTaToB 00y4eHHs 110

Ixana AUCHUILINHE AUCHUILINHE

ECTS

100-83/ COTIUIHOY/ BrictaBnsiercst o0ydaromemycsi, €Ciii OH ITy00KO U

A.B «3a4TE€HO IIPOYHO YCBOWJI TEOPETUYECKUM U IPAKTUUECKUI
(oTmyHO)»/ MaTtepuai, MOXET IIPOJEMOHCTPUPOBATH ATO HA 3aHATHAX
«3aUTCHO» U B X0JI€ MPOMEKYTOYHOH aTTECTAIlUH.

pelIeHus.

OO0yJaromuiics: HICUEPITBIBAIOIIE U JJOTUYECKHA CTPOHO

u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPUIO C
MIPAKTUKOM, CIIpaBIISIETCA C PELICHUEM 3a/1a4y
npodeccroHaNbHOM HAIPaBICHHOCTH BHICOKOTO YPOBHS
CJI0KHOCTH, IPaBUJILHO 0OOCHOBBIBAET MPUHSTHIE




Baaanl/
MIxanaa
ECTS

OueHka no
JUCHUILIMHE

Kpurepun oneHkn pe3yibTaToB 00y4eHHs 110
AUCLHHILIAHE

CB0OOIHO OPHEHTHPYETCS B YYeOHOU U
npoeCCUOHATILHOM ITepaType.

OneHka 1o JUCHHUIUIMHE BBICTABIIAIOTCS 00YYarOIEeMycs C
y4E€TOM PE3YJIbTATOB TEKYIIEH U ITPOMEKYTOUHOM
aTTECTALNN.

Komnerenmun, 3akpeniaéHsble 3a AUCLUIUIMHOM,
c(OPMHUPOBAHBI HA YPOBHE — «BBICOKHI».

82-68/

«XOpOLIO»/
«3a4TECHO
(xopom10)»/
«324TCHO»

BrictaBnsiercst o0y4aromiemycsi, €Ciid OH 3HAeT
TEOPETUYECKUH U MPAKTUYECKUN MaTepuall, (paMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHITHUSIX U B XOJI€
MPOMEKYTOYHOM aTTECTalllK, HE JOMYCKas CYIIECTBEHHbBIX
HETOYHOCTEIA.

OOyuaromuiics: MpaBHUIBHO MMPUMEHSET TEOPETHUCCKUE
TMOJIOXKEHUS MIPU PEIICHUU MTPAKTUYECKHUX 3a/1a4
npo¢eCCHOHANTBHON HAMPaBICHHOCTH Pa3HOTO YPOBHS
CI0KHOCTH, BIaJCCT HEOOXOIUMBIMH JJISI TOTO HaBBIKAMU
A OIpUEMaMU.

JlocTaTOYHO XOPOIIIO OPHEHTUPYETCS B yUeOHOU U
npo¢eCCHOHANBHON JTUTEPATYPE.

OrneHka o JUCIUILTAHE BBICTABISIOTCS 00ydatomeMycst ¢
Y4ETOM PE3YJIbTATOB TEKYIIEH U MPOMEKYTOYHOM
aTTeCTallMH.

KomniereHiuu, 3akperni€HHbie 3a TUCIUIIITMHOM,
c(hopMHpOBaHBI HA YPOBHE — «XOPOLINI.

67-50/
D.E

«YIOBJIETBOPH-
TETBHOY/
«3aUTEHO
(ynosnerBopu-
TEJILHO)»/
«3a4TCHO

BricTaBnsiercs oO0ydaromemycsi, €clii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUI U MTPAKTUUECKUI MaTepurall,
JIOTTYCKaeT OTeNIbHbIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHUAX U B XOJ€ IPOMEXYTOYHOU aTTECTALUH.
OOyyaronuiics UCIBITHIBACT OIpeIeIEHHbBIE 3aTPYAHCHUS
B IPUMEHEHHUH TEOPETUYECKUX MOJI0KEHUN IIPU PEILICHUH
MPAKTUYECKHX 3a71a4 MpodeccCnoHaNIbHOM HallPaBIEHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOKHOCTH, BJIaJIEET
HEO0OXOIUMBIMHU IS 3TOTO 0a30BBIMH HAaBBIKAMU U
MIpUEMaMH.

JIeMOHCTpHUpYET TOCTATOYHBIN YPOBEHb 3HAHUS yUeOHOM
JIUTEPaTyphl 110 JUCLUIUIMHE.

OneHka no JUCHUILIMHE BBICTABISIOTCS 00y4daromeMycs ¢
y4E€TOM PE3YJIbTATOB TEKYIIEH U ITPOMEKYTOUHOM
aTTeCTalUu.

Komnerenmun, 3akpeniaéHsble 3a AUCLHUIUIMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «JIOCTATOUYHbII).

49-0/
F,FX

«HCYOOBJICTBOPHUTC

JIBHOY/
HE 3a4TEHO

BeicraBisieTcs o0ydaromemMycsi, €cJid OH He 3HaeT Ha
0a30BOM YpOBHE TEOPETHIECCKUI U IPAKTHYECKUI
MaTepHall, I0IycKaeT rpyObie OmMOKY P ero
M3JI0)KEHUH Ha 3aHATHAX U B X0O/1€ IPOMEXKYTOUHON
aTTeCTallHH.

OOyyaronuiicsi HICIIBITHIBACT CEPhE3HBIE 3aTPYJHEHUS B
MPUMEHEHUH TEOPETUUECKUX MOJIOKEHUH MPH PEeICHUN
NPaKTHYECKHX 3a/1a4 MPO(EeCCHOHANBHON HAIIPaBISHHOCTH




Banasl/ Ounenka no Kpurepun oneHkn pe3yibTaToB 00y4eHHs 110
Ikana AUCHMILIAHE AUCLHHILIAHE
ECTS

CTaHJapTHOI'O YPOBHS CIIO)KHOCTH, HE BIaJIeeT
HEOOXOIUMBIMU JIJIs1 3TOTO HAaBBIKAMU M MTPHUEMAMHU.
JleMoHCTpHpYeT (parMeHTapHble 3HaHUs y4eOHOH
JIUTEPATYPBI 110 AUCLUIUIMHE.

OreHka o JUCHUIUIMHE BBICTABIIAIOTCS 00YYarOIEMyCs C
y4E€TOM PE3YJIBTATOB TEKYIIEH U TPOMEKYTOUHOU
aTTECTALlUN.

KoMmnereHnumn Ha ypoBHE «JIOCTaTOYHBIIN), 3aKPEIUIEHHBIC
3a AMCUUIUIMHON, HE COPMHUPOBAHBI.

5.3. OreHOYHbBIE CPEACTBA JJIS TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH, TIPOMEKYTOUHOMN aTTECTAIIUH
00y4JaromuXcs M0 TUCIUTUTHHE

5.3.1. OueHouHsbIe CpeACTBA JAJI TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH

1. W3yuuth TpeOOBaHUS K COCTaBICHHIO U O(QOPMIIEHHIO MPOTOKOJIOB B TOCYAAPCTBEHHBIX
opraHax W opraHax MECTHOT'O CaMOYIIPaBJIEHHs Ha OCHOBE “MeToANYeCKUX PeKOMEHIAIul
Mo pa3paboTKe MHCTPYKIHMI MO JIEIOMPOU3BOJCTBY B TOCYJapCTBEHHBIX OpPraHax, OpraHax
MECTHOT0 caMoyIpaBieHus”, yTB. [Ipukazom Pocapxusa ot 24.12.2020 Ne 199.
Cwm. npuiioxenue 9

2. CoctaBuTh U OGOPMHUTDH MOJHBIH M KPATKUN MPOTOKOJ IO MPUBEICHHOHN YIpaBIECHUYECKOM
CUTyaI1H.

5.3.2. OueHoYHbIE CPEACTBA JIJIs MPOMEKYTOYHOM aTTECTaINU:

HToroBast KOHTpOJIbHAs paboTa Mo AUCIUIUTHHE “ JIOKyMEHTAaIIMOHHOE 00eCTIeYeHUE YITpaBICHUS
rOCy/apCTBEHHBIX OPTaHOB M OPraHOB MECTHOT'O CaMOYIIPaBIEHUS

Bapuant 1 3aganue 1 BrimomHuTe TECTOBYIO 4acTh KOHTPOJIBHOW paboThl. B ogHOM Bompoce
MOXKET GBITL OIVH HUJIN HECKOJIBKO ITPAaBUJIBHBIX OTBECTOB

Bomnpoc 1 Buza opunmanbHOTO TOKyMEHTa 3TO:

A) PEeKBU3UT, coZiepKalIUi yKa3aHue JOKHOCTHOTO JIMIIA MO UCTIOIHEHUIO TOKYMEHTA;

b) pexBU3UT, PUKCUPYIOLIHNI cOrTacue Uil HeCOTJIacue JOHKHOCTHOTO JIMIIA C COJIepP)KaHUEM JOKYMEHTa;
B) pexBu3uT, BBIpaXKAOUIUMK COTJIACHE OpPraHW3allid, HE SBISIONICHCS aBTOPOM JTOKYMEHTAa, C €ro
COJZIep)KaHUEM;

I') pexBu3uT, coaepKamuii HHGOPMALIKIO O MoTydaTene J0KyMEHTa,

Bonpoc 2 Bussl npocTaBistoTcs:

A) paOOTHHUKOM, MT€YATABIIAM JOKYMEHT

b) paboTHHKaMu CBOEH OpraHU3aIIH

B) paGoTHUKaMu ApyTruX OpraHu3aIui

Bonpoc 3 OtmeTka 0 Npui10KEeHUH CTaBUTCS

a) [Tocne Tekcra

b) Ilocne noanucu

¢) B mpaBom BepxHeM yriry

d) Ha HmxHeM none JoKyMeHTa

Bonpoc 4 brank KOHKpETHOr0 BUJa IOKyMEHTA BKJIIOUAET B ce0s CIeIyIOIe PEKBU3UTHI:

A) n3obpakenue repba (3mMOIeMBbI), OTMETKA AJIsl pa3MEIIeHUs] HAMMEHOBAaHUS BUAa JOKYMEHTa, OTMETKa
JUISL IAThl U PETUCTPALIMOHHOTO HOMEpa IOKyMEHTa, MECTO COCTaBIICHUS

b) nzo6paxenue repba (3mM0OIeMbl), HAUMEHOBAHUE OPTaHU3AIMH aBTOPA, HAMMEHOBAHKE BU/Ia JOKYMEHTA,
OTMETKa JUIsl 1aThl U PETUCTPALlMOHHOTO HOMEpA IOKYMEHTA, MECTO COCTABIICHUS



B) uzobpakenue repba (3MOneMbl), HAaMMEHOBAHWE OPTraHM3ALMU ABTOPA, MECTO JUIsl pPa3MELICHHUs
HAaUMEHOBAaHMS BHJAa JOKYMEHTa, CIpPaBOYHbIE JaHHbIE OO0 OpraHu3alud, OTMETKa i JaThl U
PETUCTPALIMOHHOTO HOMEPA JOKYMEHTA, MECTO COCTaBJICHHUS
Bonpoc 5 Kakue u3 nepedriciieHHbIX TOKyMEHTOB TPEOYIOT YTBEPKIeHUS ?
A) ycraB b) mrratHoe pacriucanne B) mpukas I') noknannas 3anucka J1) noctanosienue E)nomxHocTHas
UHCTPYKIUS
Bonpoc 6 B coctaB npukasa 1o OCHOBHO! J€SITEIBHOCTH BXOJAT CIELYIOIINE PEKBUZHUTHI:
A) u3obpaxenue repba (9MOJIeMbl), HaMEHOBaHHE OpraHM3AlMM aBTOpa, CIPABOYHbIE IaHHBIE 00
OpraHu3alyi, HAMMEHOBaHUE BHJAa JOKYMEHTa — IIpHUKa3, J1aTa, HOMEp, MECTO COCTAaBJIEHHUS, 3ar0JIOBOK K
TEKCTY, TEKCT, TIOJIIUCH, BU3bI COTJIACOBAHMUSI
b) nzobpaxenue repba (3M0s1eMbl), HAMMEHOBAHNE OPraHU3ALMU aBTOPa, HAMMEHOBAaHHUE BHUIa JOKYMEHTa
— IpHUKa3, 1aTy, HOMEp, MECTO COCTaBJICHHUSI, 3ar0JIOBOK K TEKCTY, TEKCT, MOMKICH, BU3bl COTIACOBAHUS
B) uzo0paxkenue repda (3m01eMbl), HAUMEHOBaHHE OPraHU3aLMU-aBTOPA, HAUMEHOBAHUE BU/Ia JOKYMEHTA
— IpUKa3, JaTy, HOMEpP, MECTO COCTABJIEHHUS, 3arojlOBOK K TEKCTYy, TEKCT, MOJIHCh, Me4YaTh, BHU3BI
COIIaCOBaHUsA
Bormpoc 7 B nesatensHOCTH COBPEMEHHBIX OpraHU3alNi MPUMEHSIOT CJIEIYIONNE BUIbI OJTaHKOB
(JAOITOJIHUTD):
A) 61aHK TMCHMA
b) 61ank koHKpeTHOrO BUJa JokyMeHTa E)..?
B)?
) ?
Bompoc 8 JlIokyMeHTUpOBaHKE ITO:
A) nporuecc IBUKEHUS JOKYMEHTOB B OpraHU3aliu
b) 3anuce unpopManuu Ha pa3iIMUHbIX HOCUTENSAX [0 YCTAaHOBJIEHHBIM MIpaBUIaM
B) coznanue 1oKyMeHTOB
I') pabora ¢ nokymeHTamMu
Bonpoc 9 K oprannzaiinoHHbIM JOKyMEHTaM OTHOCATCS:
A) ycraBbl 0) mpaBWwJia  B) aKThl T) MPOTOKOJBI J1) HHCTPYKIMH €) PETJIAMEHTHI ) TOCTAHOBJICHUS
Bomnpoc 10 Kakoiif TokyMeHT U3 Ha3BaHHBIX HI)KE MOMMUCHIBAECTCS ABYMS IOJKHOCTHBIMU JIMLIAMU?
A) rapaHTHifHOE TMCHMO 0) MMOCTaHOBJIEHUE B) MpuKa3 ') 1OroBop 1) MPOTOKOJI €) COMPOBOAUTEIHHOE
MUCbMO
Bonpoc 11 KakoBbl MUHUMasIbHBIE pa3Mepbl MoJel fokymeHTa, ycraHoBieHHblie [[OCT P 7.0.97-2025?
A) 20 mm — neBoe, 10 MM — mipaBoe, 10 MM — BepxHee, 20 MM — HUKHEe
b) 20 mm — neBoe, 20 MM — nipaBoe, 20 MM — BepxHee, 20 MM — HUXKHEE;
B) 10 mm — neBoe, 20 MM — nipaBoe, 20 MM — BepxHee, 20 MM — HIKHEE;
I') 20 mm — neBoe, 10 MM — nipaBoe, 20 MM — BepxHee, 20 MM — HUXKHEE;
Bormpoc 12
Ha ucxoasmux 1oKyMeHTax BU3a IPOCTABIISIETCA:
a) Ha nepBoM sK3eMIUIsIpe UCXOASIIETO JOKYMEHTA Ha JIUIIEBOM CTOPOHE MEPBOTO JIUCTA
b) Ha mepBoM 3K3eMIUISIpe NCXOAAIIETO JOKYMEHTa Ha 000POTHOM CTOPOHE TTOCIIEAHETO JINCTA
¢) Ha BTopom sk3emmiisipe (KOMUU) HCXOAALIETO JOKYMEHTa Ha 000POTHOM CTOPOHE MOCIEAHEr0 JINCTA
d) Ha Bropom sk3eMIutsipe (KOIHIH) UCXOISIIETO JOKYMEHTA Ha JINIEBOW CTOPOHE MOCIIEAHETO JINCTA
10CJI€ PEKBU3UTA CIIOAMHUCHY
Bomnpoc 13 MupopmanmoHHO-CTIPaBOYHBIN TOKYMEHT 3TO:
a) JlokyMeHT, cofepkaiuii nHpopManuio o (GakTUYECKOM MOJI0KEHUH /1€, KOTOPbII CIYKUT OCHOBaHHEM
JUTSE IPUHSTHS peIICHUH
0) JIoKyMeHT, OpraHu3yoLuil paboTy yUpeKACHUS U CITy>KallMH U1l HOpPMUPOBaHUS pabOThI COTPYAHUKOB
B) JlokyMeHT, B KOTOpOM 3a(UKCUPOBAaHbI IOPYUYEHUS] PyKOBOJICTBA
r) JlokyMeHT, pUKCHPYIOLIHIA A TeNbHOCTh KOJJIETHAIIBHOTO OpraHa YIpaBIeHHs
Bomnpoc 14 brank ¢ n300pakeHueM rocy1apcTBeHHOTo repda Poccuiickoit depepaiuu MOTYT UMETh:
a) OpraHbsl TOCYAapCTBEHHOM BIACTU M yUPEKIACHHUS, 3apErUCTPUPOBAaHHbIE HAa TeppuTOpun Poccuiickoit
denepaunun



0) Bce opranbl rocy1apcTBEeHHON BJIACTH U MECTHOTO camoynpasieHus: Poccuiickoii deneparuu

B) Opranpl TOCyAapCTBEHHOM BIIACTH W YUpeXJaeHHs, ykazaHHble B DenepanbHoM KOHCTHUTYIIHOHHOM
3akoHe «O rocyaapcTBeHHOM repoe Poccuiickoit deneparumm»

r) Oprassl rocyJJapCTBEHHOM BIIACTH U yupexkaeHus, ykazanHusle B Koncturyuuu PO

1) Opranbl rocyapCTBEHHOW BJIACTH M YUpexJeHHs, ykazaHHble B [locranoBnenun IlpaButensctBa PO
“O0 ynopsii04eHUH W3rOTOBJICHUS, HCIOIb30BaHUS, XpPAaHEHUS U YHUUYTOXKEHHUS IeyaTed u OJaHKOB C
BOcIpousBeeHneM I 'ocypapcTBenHoro repoa PO”

Bompoc 15

K pekBu3uTaM, NpUIAIOLIUM JOKYMEHTY IOPUANYECKYIO 3HAYMMOCTb OTHOCSITCSL:

Bomnpoc 16 Kakyro nnpopmaiuo conepxuT pacnopsIuTeabHas 4acTh NpuKa3a (pacriopsKeHHs )
pykoBoauTENs?
a) [TopyueHue ¢ yka3aHueM UCIOTHUTEIECH U CPOKOB UCTIOTTHEHUS
b) CBeneHus o 1enu U3AaHUS IPUKa3a
¢) CBeneHust 0 TOJHKHOCTHOM JIMIIE, KOTOPOE MOJrOTOBUIIO MPOEKT MIPpUKa3a
d) CBenenust 0 TOKyMEHTax, KOTOPbIE MOCIYKUJIM OCHOBAaHUEM JUUISl M3AaHUS [TPUKa3a
e) CBenieHust 0 TOJDKHOCTHOM JIMIIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb UCIIOHEHHS ITpUKa3a
Bonpoc 17 OTTuck neyaTy npocTaBisieTcs Ha CASAYIOUUX PA3HOBUIHOCTSIX CIIYKEOHBIX MTUCEM:
a) PeximamMHbIX
b) Hanomunanumsx
¢) [Ipurnamenusx
d) lapaaTuitHeIx
e) UndpopmanioHHbIX
3ananue 2. Ykaxute, Kakue (PyHKIUHU BBINOJIHIIOT COBpEMEHHbIE HH()OPMALIMOHHO-CIIPABOYHbBIE
JIOKYMEHTbI, HA30BUTE X BU/bI, JaiiTe XapaKTePUCTUKY

Bonpocsl no kypcey:

1. HopmaruBHble mnpaBoBble akThl Poccuiickoin @enepannuu, perIaMeHTUPYIOIINE
OpraHM3alLMIO IEJIONPOU3BOICTBA B TOCYIaPCTBEHHBIX OpraHax.

2. HopmaruBuble mpaBOBbIe akThl Poccuiickoit ®eneparuu, peraaMeHTHPYIOIINE
OpTraHM3aLMIO0 JAEJIONPOU3BOICTBA B OpraHax MECTHOI'O CaMOYIIPABIICHUS.

3. JlokaibHble HOpPMAaTHBHBIE aKTbl, PpErJIAMEHTUPYIOUIUE JIEJIONPOU3BOJICTBO B
rOCyapCTBEHHBIX OPraHax U OpraHax MECTHOI'O CaMOYIIPABJICHNUS.

4. CocTaB peKBU3UTOB YIIPaBICHYECKUX JOKYMEHTOB, CO3aBa€MbIX B TOCYJIapCTBEHHBIX
Oprasax.

5. IlpaBuna odopmileHUsT PEKBU3UTOB YIPABICHUYECKUX TOKYMEHTOB, CO3/aBa€MbIX B
rOCy/IapCTBEHHBIX OpPraHax.

6. Bunel [10KyMEeHTOB, co3jaBaeMble s JOKYMEHTUPOBAaHHUS yNpPaBICHUYECKON
JEATEIIBHOCTH MECTHOM aJMUHUCTPALIUH.

7. Buagel JOKYMEHTOB, CO37aBaéMble IpU JOKYMEHTUPOBAHUU JIEATEIbHOCTU
IIPECTaBUTEIILHOTO OPraHa MECTHOI'O CaMOYIIPABIICHUS.

8. OpraHn3annoHHbBIC TOKYMEHTHI (BHIOBOM COCTaB U ()YHKIMOHAIHHOE HA3HAUCHHE IS
rOCyJJapCTBEHHBIX OPTaHOB).

9. PactiopsimutenbHbIe TOKYMEHTHI (BUOBOI COCTaB U ()YHKIIMOHAIBHOE HA3HAYCHUE JIJIS
rOCyJJapCTBEHHbBIX OPTaHOB).

10. MudopmanmoHHO-CIpaBOYHBIE JOKYMEHTHI (BHIOBOW COCTaB M (YHKIHOHAIHHOE
Ha3HaueHHe Ui TOCYJapCTBEHHBIX OPTaHOB).

11. OcHoBHbIE 3Tambl pabOThl ¢ JOKYMEHTAaMU B OpraHax I'OCYJIapCTBEHHOM BJIAacTU U
MECTHOI'O CaMOYIIPABJICHUS.



12. OcobenHOCTH OpraHu3aluy padoThl ¢ JOKYMEHTaMH B OpraHax rocyJIapCTBEHHOMN
BJIACTH U MECTHOT'O CaMOYIIPaBJICHHUS.

6. YueOHO-MeTOAMYeCKOe U MH(OPMAIITUOHHOE o0ecneyeHue TUCIUTIIHHbI

6.1. CriicoK HCTOYHUKOB M JIUTEPATYyPHI
HUcrounnku
OcHoBHBIE
denepanbHblii KOHCTUTYLHMOHHBIM 3akoH oT 25 npekabps 2000 r. Ne 2-OK3 «O

lNocynapcTBeHHOM repOe Poccwuiickoi Ddeneparumy. // URL:
http://www.consultant.ru/document/cons_doc LAW 29674/ .
Oenepanpubiii 3akoH PO ot  27.07.2006 1. Nel49-®3 «O6 wuHbopmaruwy,

UH(GOPMAITMOHHBIX TEXHOJIOTUAX u 0 3aIUTE uH(pOpMALIIN //

URL:http://www.consultant.ru/document/cons_doc LAW_61798/

®enepanbhblil 3akoH oT 02.05.2006 Ne 59-d3 «O mnopsiake paccMOTpeHHs] oOpalieHuit
rpaxkaan Poccutickoii @eneparmu // URL: https://base.garant.ru/12146661/

@enepanbHblii 3akoH “O0 olecrmeyeHMHM JOCTyna K HHPOPMALUU O JEATEIbHOCTH
TOCYJJapCTBEHHBIX OPraHOB M OpraHoB MecTHOro camoympasieHus” Ne 8-D3 ot 09.02.2009 //

URL: https://base.garant.ru/194874/ .

®denepanbHblil 3akoH  “O0 OOIIMX MPUHITUIIAX OPTraHU3aIlMd MECTHOTO CaMOYTIPaBJICHHS

B Poccuiickoit ®eneparun” Ne 131-D3 ot 06.10.2003 // URL: https://base.garant.ru/186367/

@3 “O6 oOuMX NPUHLIMIIAX OPraHU3aLM MECTHOTO CaMOYIIPABJICHUS B €IMHON cHCcTEME
nyOarM4HOM BJIACTH” oT 20.03.2025 Ne 33-@3 // URL:
https://www.consultant.ru/document/cons_doc LAW 501319/

@enepanbHblii  3akoH  “O0  opraHu3alMM  NPEAOCTABICHHUS TOCYAApCTBEHHBIX U

MyHUIUTIATBHBIX yeayr” Ne 210-®3 ot 27 urons 2010 // URL: https://base.garant.ru/12177515/

@enepanpublii 3ak0H oT 06.04.2011 Ne 63-03 “O06 snmexrponHoit moxmucu” // URL:
http://www.consultant.ru/document/cons_doc LAW 112701/

ITocranosnenue [IpaButensctBa PO ot 22.09.2009 Ne 754 “O0 yTBepkKIeHUH HOJI0KESHUS
0 CHUCTEME MEKBEIOMCTBEHHOT'O AJIEKTPOHHOTO JJoKyMeHToobopoTa” (MD/10) (B neiicTs. pen.) //

URL: https://base.garant.ru/196328/ ..

[TocranoBnenue IlpaBurensctBa PP ot 08.09.2010 Ne 697 “O enunHoil cucreme

MEXXBEJIOMCTBEHHOT'O AJICKTpOoHHOTO0 B3anmoeiicTeus” // URL: https://base.garant.ru/199319/.

[TocranoBnenue IlpaButensctBa P® ot 15.02.2022 Ne 172 “O rocynapcTBEHHOM
uHPOpMaMOHHOW cucteme “TumoBoe 00NayHOE pEHIEHWE CHCTEMBI  AIIEKTPOHHOTO
JIOKyMEHTO0000poTa”( I'ic TOP Col) /! URL:
https://www.consultant.ru/document/cons_ doc LAW_ 409710/1a38655e258231cff6b2bdf1bb6b
62c820149071f/
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https://base.garant.ru/196328/
https://base.garant.ru/199319/

[TocranoBnenne IlpaBurensctBa PD ot 17.02.2022 N 198 (pen. ot 04.08.2025) "O6
yrBepkaeHnn llonmoxkenuss 06 wuHOpManuonHoir cucreme "EamHoe uH(pOpMannoHHOE
MIPOCTPAHCTBO MPOIIECCOB TOCYJapCTBEHHOTO  yIpaBieHUS" (T'ocB10)//  URL:
https://www.consultant.ru/document/cons_doc LAW_ 409819/

ITpuka3 Pocapxusa ot 22.05.2019 N 71 “O06 yTBep»aeHUN paBUII IEJIONPOU3BOJICTBA B
TOCYJapCTBEHHBIX opraHax, oprasax MECTHOTO CaMOYIIPaBJICHUS URL:

https://base.garant.ru/72291836/

[Ipuka3z PocapxuBa ot 15 wutons 2020 1. Ne 69 «O06 yrBepxkaeHUH THIIOBBIX
(YHKIMOHATBHBIX TpeOOBaHMH K CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa M CHUCTEMaM
XpaHEHHs JJIEKTPOHHBIX JIOKYMEHTOB B apXuBax rocynapcTBeHHbIXx opraHoB» // URL:
https://www.consultant.ru/document/cons_doc LAW 365612/

MeTtoauueckie peKOMEHAAIMKU IO pa3paboTKe HHCTPYKIHMM MO JeTONpOM3BOACTBY B
rOCyJJapCTBEHHBIX OpraHax, OpraHax MECTHOIO caMoyImpaBieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 // URL: http:// http://www.consultant.ru/document/cons_doc LAW_ 373895/.

I'OCT P 7.0.97-2025 Cucrema craHapToB o HHQOpMaLUH, OHUOIMOTEUHOMY H
u3aTeNIbckoMy Jeny. OpraHu3allMOHHO-pACTIOpSIAUTENbHAS JTOKyMEeHTaluusa. TpeOoBaHUS K
opopmiennto 1okymeHToB. (yTB. Ilpukazom Poccranmapra ot 26.06.2025 N 622-ct) // URL:
https://www.consultant.ru/document/cons_doc LAW_ 510883/

I'OCT P 7.0.8-2025. Hamumonanbublli cTanmapt Poccuiickoit ®enepanuu. Cucrema
CTaHJapTOB MO MH(OpMAIK, OMOTUOTEYHOMY M M3/AaTelbCKOMY Aeny. Jlenonpou3BoiCTBO U
apxuBHoe aeno. Tepmunsl u onpenenenus” (yrB. [Ipukazom Poccrangapra ot 28.01.2025 N 30-

ct. // URL: https://www.consultant.ru/document/cons_doc LAW_500321/

Jlureparypa
brikosa T.A., Bsnosa JI.M., Kykapuna F0.M., Cankuna JI.B. [lenonponsBoacTo: YueOHUK - 5-
e u3a., nmepepad. u gom. - M.: Mudpa - M, 2023. 403 c. + JJon. MaTtepuansl [ DNeKTpOHHBIN
pecypc]. TekeT : 31eKTPOHHBIN.
URL:https://znanium.ru/catalog/document?1d=475923 & from_similar=1

JHokymenTtoBenenue: Yueb. / Ots. pen. FO.M. Kykapuna; ABt. komn.: [C.A. ['motoBa, I".A.
JBoenocona, A.1O. KonbkoBa, FO.M. Kykapuna, [1.A. Kronr, I'.H. Jlanckoii, JI.P. [Tapuesa, C.O.
Vaesuuena]. M.: PITY, 2024. 580 c.

Kyxkapuna FO.M. DnextpoHHble 00palieHus TpakKaH B OpraHbl TOCYIapCTBEHHOMN BIACTH
U MECTHOTO CaMOYIIPaBJICHUS: MpPOOJIeMbl B3aUMOJCHCTBUS / YIpaBlieHHE TOKyMEHTaMU B
U poBoil SIKOHOMUKE: TpobaeMbl B3aumozeicTBus: Marepuanst 11 MexyHapoaHoi Hay4HO-

npaktud. koHp. MockBa, 6 wHosOps 2019 r. M.. PITY, 2019. C. 40-47. URL:


https://base.garant.ru/72291836/

https://www.rsuh.ru/upload/main/fdta/sbornik_conf upr doc 2019.pdf (mara oOpamenus -
20.03.2024).

Kabamos C.}O. Opranuzamus o0mero U CrnenuansbHOro AENONpPOU3BOACTBA B OpraHax
MECTHOTO caMoyIpaBieHus: ydeOHoe mocoome. — M., 2019 [DnextponHHbI pecypc] Pexum

nocrtymna: https://znanium.com/read?id=362975

6.2. Ilepedenp pecypcoB HHPOPMAITMOHHO-TEIEKOMMYHHUKAITMOHHOM ceTH « THTepHET».
HanmonanwsHas anektponnas oubnuoreka (HOb) www.rusneb.ru
ELibrary.ru Hayunas snextponHnas 6ubnmmuoreka www.elibrary.ru
OnektponHas 6udimoteka Grebennikon.ru www.grebennikon.ru

6.3. IIpodeccronanbubie 06a3bl JAHHBIX U HHPOPMAITMOHHO-CIIPABOYHBIE CUCTEMBI

1. Koncynsrant [Lnroc
2. Tapanr

7. MaTepI/laﬂbHO-TeXHI/I'{ECK()e odecrneyeHue JAHCHHUIIIMHBI

VYyeOHas ayauTopus ISl MPOBENEHUS 3aHATUM JIEKIIMOHHOIO M CEMHUHAPCKOr0 THUIIA, KYPCOBOI'O
MPOEKTUPOBAHUS (BBHIIOTHEHHS KypPCOBBIX PadOT), TPYNIOBLIX U WHANBUAYAIbHBIX KOHCYJIbTALIUH,
TEKYILIEr0 KOHTPOJISI ¥ IPOMEKYTOUHOM aTTeCTaIUH.

CrenmanusupoBanHasi MeOenb: paboune Mecta g oOydaromuxcs, pabouee MecTo IS
MeIaroruyeckoro  pabOTHUKA, JOCKa (UIs HamMCaHus MapkepoM). JleMoHCTpanmoHHOE
o0opynoBanue/TeXHUYeCKue CpecTBa: MPOEKTOp (CTAIl[MOHAPHBIN), MEPCOHAIBHBIM KOMIBIOTED
JUIS TIeIaTOTMYEeCKOT0 pabOTHHUKA

[Toment. s caMOCTOSITEIBHON PabOThl oOydaromuxcs. YuranbHbiil 3an Haydnoit OubmmoTexu
(pumman 6nbmmorexu B MICTOpUKO-apXUBHOM HHCTUTYTE).

KomruiekT crienuann3upoBaHHON MeOenu: yueOHast MeOelib, KOMITBIOTEPHBIC CTOJIBI

TexHUYECKHUEe CpPEJCTBA: KOMIBIOTEPHAs TEXHUKA C MOJKIIOYEHUEM K HWH(OPMAIMOHHO-
KOMMYHUKAIIMOHHOW ceTH «WHTepHEeT» W JOCTYNIOM B JJIGKTPOHHYIO HH(DOpMAIMOHHO-
obpazoBarensHyo cpexy PITY (mpoBomHoe coenauHeHHEe W OECHPOBOAHOE COCAUMHCHHE II0
texHoJaoruu Wi-Fi). KoMnbroTepsl 11 00y4Jaronuxcsl.

Cocras nporpammuoro obecneyenus (I10)

Ne Haumenosaunue [10 [IpousBoauTENH Croco0
n/n pacrpoCcTpaHeHHUsI
(muyenszuonnoe unu
Cc60000HO
PACnpoOCmpamsiemoe)

1 Adobe Reader Adobe JINIIEH3MOHHOE

Microsoft Office Microsoft JIMLIEH3UOHHOE

3 Windows Microsoft JIAIIEH3UOHHOE



https://www.rsuh.ru/upload/main/fdta/sbornik_conf_upr_doc_2019.pdf

8. Odecneyenne 00pa3oBaTeIbHOIO NMpoLECca IS JIUL ¢ OTPAHNYCHHBIMH
BO3MOKHOCTSAAMH 310POBbA U HHBAJIN/I0B

B X0J€ peain3aiuu JUCHUIIIIMHBI UCITOJB3YIOTCA CICAYOIMHNUE JOIMMOJTHUTCIIBHBIC
METO/JbI O6yLICHI/IH, TCKYIICTO KOHTPOJIA YCICBACMOCTH H HpOMeXCYTOQHOﬁ aTTeCTalnuu
06y11a101u1/1xcsf B 3aBUCHUMOCTHU OT UX MHAWBUIAYAJIbHBIX OCOOEHHOCTEH:

® IS CIIETBIX M CJIa0OBHUOSIINX:
VYHuBepcurer Ha 6a3e HayuyHoif OMOIMOTEKHM MMeEET KOMIIBIOTEphI co mipudToM bpains u
nporpaMMHbIM o0ecnieuenreM «JAWS for Windows 16.0 Pro» u «MAGIc for WINDOWS v.13.0
Pro. Screen Magnification Software. With speech - optimaly. OOyuatommecs Moryr
MI0JIb30BAaThCA DJIEKTPOHHOM OMOMMOTEeYHOU cucTemMoi ''znanium.com', KOTOpas BKJIIOYAET B
OCHOBHOM JIUTEPATYpy, BBIIYLIEHHYIO 9-10 U31aTeIbCTBAMH, BXOIALIMMH B IPyIIy KOMIIAHUI
«MH®PA-M» u nipenocrtasnset goctym K 3000 Ha3BaHUN 3JIEKTPOHHBIX KHHUT M0 MAaTeMaTHKE,
r'YMaHHUTapHbIM, COLIMAIBHBIM U €CTECTBEHHBIM HayKaM,
- JIeKIMH OQOPMIIIOTCS B BHJE 3JEKTPOHHOTO JOKYMEHTa, JOCTYIHOTO C IOMOIIBIO
KOMITbIOTEpA CO CHEIMATN3UPOBAHHBIM ITPOrPaMMHBIM 00eCIIeUeHUEM;
- TUCbMEHHBIE 33aJaHMs BBIMOJHSIOTCS Ha KOMIIBIOTEpE CO CIEHUATM3UPOBAHHBIM
IpOrpaMMHBIM 00€CTIIeYeHHEM, HITU MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;
- o0ecrneynBaeTcs UHIMBHIYyaIbHOE paBHOMEpHOE ocBetenne He menee 300 Jrokc;
- 7S BBIOJHEHMS 3a/aHusl MPU HEOOXOIUMOCTH TPEAOCTABISAETCS YBEIUYHBAIOILEE
YCTPOMCTBO; BO3MOXKHO TAK)X€ UCIIOJIb30BAHUE COOCTBEHHBIX YBEJIMUYMBAIOIINX YCTPONUCTB;
- IUCbMEHHBIE 33JJaHUs O(POPMIISIOTCS YBEINYECHHBIM HIPUPTOM;
- 3K3aMeH U 3a4€T MPOBOJATCS B YCTHOM (pOpME WK BBIIOJIHSIIOTCS B TUCbMEHHOU (hopme Ha
KOMIIBIOTEPE.
® IS TIyXHUX U CIa00CBIIIAIINX
- JekiuMu O(OPMISIIOTCS B BHJE 3JEKTPOHHOIO JOKYMEHTa, JHOO MpPeJoCTaBiIseTCs
3BYKOYCWJIMBAIOIAs anmnaparypa HHAUBUAYAIbHOTO IOJIb30BaHUS;
- IUCbMEHHBIE 33JJaHNS BBINMOJIHAIOTCS Ha KOMIIbIOTEPE B MUCBMEHHOM (hopMe;
- 9K3aMEH U 3a4€T IPOBOASTCS B MMCbMEHHOM (hOopMe Ha KOMITbIOTEPE; BO3MOYKHO IPOBEACHHE
B (hopMe TECTHPOBAHUS.
® Ui JMI] C HAPYLIEHUSIMU OIIOPHO-JBUTATEIBHOTO arapara:
- JIeKUMU O(OPMISIOTCS B BHUAE 3JIEKTPOHHOTO JIOKYMEHTA, JOCTYIHOTO C IOMOIUIbIO
KOMIIBIOTEPA CO CIELHUAIN3NPOBAHHBIM IPOTPAMMHBIM 00€CIICUEHHEM;
- THMCbMEHHBIE 3aJJaHMs BBINOJHSIIOTCA Ha KOMIBIOTEpE CO CIENUATU3UPOBAHHBIM
MIPOrpaMMHBIM 00eCIIeUeHUEM;
- 9K3aMEH U 3a4€T MPOBOJATCS B YCTHOM (popMe MIIK BBIMOJIHSAIOTCS B MUCbMEHHOM (opMe Ha
KOMIIBIOTEPE.

ITpu HeoOXoAUMOCTH IPEyCMaTPUBAETCS YBEINUEHUE BPEMEHH /1715l IOATOTOBKU OTBETA.

[Ipouenypa  mnpoBeaeHHs  MPOMEXKYTOUHOM  aTrTecTaluud A8 oOydaroluxcs
YCTQHABIMBAaETCS C Y4€TOM HMX HMHIUBUAYAIbHBIX TCUXO(U3UYECKHX OCOOEHHOCTEH.
[IpomerxyTouHast aTTecTalysi MOXKET IIPOBOJAUTHCS B HECKOJIBKO 3TAIlOB.

ITpu mpoBeneHHUH MpoLEeaAyphbl OLEHUBAHUS PE3yJIbTaTOB O0yueHHs HpeaycMaTpuBaeTCs
UCTIOJIb30BaHUE TEXHUYECKHX CPEJICTB, HEOOXOAMMBIX B CBS3M C HWHIWBUAYAIbHBIMU
0COOEHHOCTAMH 00yUaroIUXCsl. DTH CPEACTBAa MOT'YT OBITh ITPEIOCTaBIEHBl YHUBEPCUTETOM, MIIH
MOTYT HCII0JIb30BATHCSA COOCTBEHHBIE TEXHUUECKHUE CPENICTBA.

[IpoBenenue mpoueAypbl OLEHMBAHUS PE3YyJbTaTOB OOYyYEHHUS JOIYyCKaeTcs ¢
UCIIOJIb30BaHUEM JIUCTAaHIIMOHHBIX 00pa30BaTEIIbHBIX TEXHOIOTHH.

ObecnieunBaeTrcst 10cTyn K MHGOPMALMOHHBIM M OHOIHOrpadUuecKuM pecypcam B CETH
WHTtepHer nns kaxgoro oOyuwaromierocss B (opMax, aJalTUPOBAHHBIX K OTPAaHUYEHUSM HX
3JI0pOBbsI U BOCIIPUATUS UHPOPMALIUK:

® IS CIETBIX ¥ CIa0OBHUIAIINX:



- B le4aTHOU (hopMe yBEIMUECHHBIM HIPUPTOM;

- B popMe 3JIEKTPOHHOTO IOKYMEHTA;

- B (hopme ayanodaiina.

® IS TAYXUX U CIA0OCHBIIIAIINX:

- B Ie4aTHoH ¢opme;

- B opMe 3JIEKTPOHHOTO IOKYMEHTA.

® i 0OYYAIOIIUXCS C HAPYIICHUSIMHU OMOPHO-IBUTATEIILHOTO alapara:
- B Ie4aTHou popme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B popme ayauodaiina.

VY4eOHble ayAUTOpUH UIS BCEX BUAOB KOHTAKTHOW M CaMOCTOSITENILHON paboOThl, HAydHAas
OMOIMOTEKAa U WHBIE TIOMEIICHHsI Jisi OOYYEHHUs OCHAIICHBI CIEIMAIbHBIM O00OpYJOBaHUEM W
y4eOHBIMU MECTaMH ¢ TEXHHYECKUMHU CPEJICTBAMU O0yUCHUS:

® IS CJIETIBIX M CJIa0O0BHUOSMIINX:

- YCTPOMCTBOM 1Jis1 CKaHUpOBaHUs U uTeHus ¢ kamepoid SARA CE;

- nuctuieeM bpaiinag PAC Mate 20;

- npunHTepoM bpaitng EmBraille ViewPlus;

® IS TIIyXHUX U CIa00CBIIIAIINX

- ABTOMATH3MPOBAaHHBIM pabOYUM MECTOM /s JIOJeH C HapylleHHeM ciyXa |
¢J1a00CIIBIIIAIINX;

- aKyCTUYECKUI YCUIIUTENh U KOJIOHKH;

® Ui 00y4aroIIKXCs C HapYLIEHUSIMH OIOPHO-BUTaTEJILHOTO alapara:
- IEPEABMKHBIMU, PETYIUPYEMBIMU 3proHomMuueckumu napramu CU-1;
- KOMIIBIOTEPHON TEXHUKOM CO CIIEIUATIbHBIM TPOTrPAMMHBIM 00eCIIEYECHUEM.

9. MeTogu4eckue MaTepuaJbl.

9.1. Ilnanvl cemunapcrux 3auamuti

Tema 3. (4 uyaca) CoBpemMeHHble NpaBuWia O(GopM/IEHHS PEKBU3HUTOB YIPAaBJEHYECKHX
AOKYMEHTOB

1.U3yunte TpeGoBaHHS K cOCTaBy W O(OPMIICHHIO PEKBH3UTOB JOKYMEHTOB WU
651aHKOB, M3/I0KeHHbIe B “IIpaBuiax 1enonpou3BOJCTBa B FOCYAapCTBEHHBIX OpraHax, opraHax
MECTHOI'O CaMOYTIpaBJeHMs , YTBEPKIACHHbIX Npuka3zoM Pocapxusa ot 22.05.2019 N 71. (cm.
pazzaen 2 “JIokyMEeHTUPOBaHUE YIIPABICHUECKON NeATeIbHOCTH )

2. W3yuutp TpeboBaHMs K OQOPMIIEHHIO OJIAHKOB M PEKBHU3UTOB JIOKYMEHTOB IIO
Hanmonansnomy crangapty 'OCT P 7.0.97-2025 “Cucrema ctanaapToB mo HH(pOpMaiuu,
OMOIMOTEYHOMY M M3JATENbCKOMY Aeiny. OpraHu3allMOHHO-PACTIOPSAUTENIbHAS JOKYMEHTAIIHS.
TpeboBanust k 0OPMIICHHUIO TOKYMEHTOB” .

3. U3yunts TpeboBaHus “MeTONNYECKUX PEKOMEHIAIHHA 110 Pa3paboTKe MHCTPYKLIUH MO
JIeNIOTIPOU3BOICTBY B TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOIO caMoyImpaBieHus",
yTBEPKACHHbIX NprKa3zoM Pocapxua ot 24.12.2020 N 199 k 61aHKam U peKBU3UTaM IOKYMEHTOB
(mpunoxxenus 2, 3).

4. Ha ocHOBe U3y4€HHBIX JOKYMEHTOB BBIIIOJIHUTH CJIEAYIOIIEE IPAKTUUECKOE 3aJaHHeE:

1. CocraBuTh OnaHK mpukasa ajii MUHUCTEpCTBAa HAyKH U BbICIIEro odopa3zoBaHusi Poccuiickoit
O®eneparn (MMUHOBPHAYKU POCCHUMN) Anpec: Teepckas yiu., n.11 , r. Mocksa, 125009,
Email: info@minobrnauki.gov.ru Caiit: https://www.minobrnauki.gov.ru/

JUis MOATOTOBKM 3TOTO 3aJjaHUs CM. MpuiiokeHue 2 “Meroandeckux pekoMeHAauui Mo
pa3paboTKe MHCTPYKIUI 110 1€J0NPOU3BOJCTBY B TOCYIaPCTBEHHBIX OpraHax, OpraHax MECTHOIO


https://www.minobrnauki.gov.ru/
mailto:info@minobrnauki.gov.ru

camoynpasiienus”, a Takxke 'OCT P 7.0.97-2025.

2.CoctaBuTh OJNIaHK MHCHbMA JUISI 3aMECTHTENS MHUHHCTpAa HAyKH M BBICHIETO 00pazoBaHUs
Poccuiickoit ®enepanuu  Anpec: Tsepckas ym., a.11 , r. Mocksa, 125009, Email:
info@minobrnauki.gov.ru Caitt: https://www.minobrnauki.gov.ru/

Jns mOATOTOBKM HTOTO 3aJaHUsl CM. HpWilokeHue 2 “MeToaudecKuxX peKOMEeHAAlui 10
pa3paboTKe HHCTPYKITHUIA 10 IETOMPOU3BOJCTBY B TOCYIAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoymnpasnienus’, a Takke ['OCT P 7.0.97-2025 paznen 6 “brnanku 10KyMeHTOB”.

3. Jlanee opopMHUTH OTIENbHBIE PEKBU3UTHI MO YKa3aHHBIM 3aJaHUsIM. {11 MOATOTOBKHU 3TOTO
3aganus cM. ['OCT P 7.0.97-2025 paznen 4 u 5. B pa3znene 4 Ha3BaHbl U IPOHYMEPOBAaHbI BCE
PEKBU3UTHI, @ B pa3jiesie 5 MpeICcTaBIeHO ONMCAHUE KaXK/I0T0 PEKBU3UTA U MPUBEACHBI IPUMEPHI
uxX oopMIIeHHUs, a TaKKe MpHIokKeHHe 3 K “MeToauuecKuM peKOMEHAALUsM M0 pa3padoTke
WHCTPYKLIMHA 1O JIeJONPOU3BOJACTBY B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoynpaBiieHus", yTBEpKIACHHBIX NTpuKa3oM Pocapxusa ot 24.12.2020 N 199.

HcrouyHukM U quTeparypa:
ITpuka3 Pocapxusa ot 22.05.2019 N 71 “O06 yTBepxaeHUN NpaBuil AEJIONPOU3BOJICTBA B

roCyIapCTBEHHBIX oprasax, oprasax MECTHOT'O caMOyIIpaBJICHUSA // URL:

https://base.garant.ru/72291836/

MeTtoauueckie peKOMEHAAMU IO pa3padoTKe MHCTPYKIHMM MO AeTONpOM3BOACTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoympaBieHnus, yTB. [Ipukasom PocapxuBa ot
24.12.2020 Ne 199 // URL: http:// http://www.consultant.ru/document/cons_doc LAW_ 373895/.

I'OCT P 7.0.97-2025 Cucrema craHmaptoB 1o uHbopManuu, OUOIMOTEYHOMY U
u3aTeNibckoMy neny. OpraHu3allMOHHO-PACTIOpSIUTENbHAS JTOKyMeHTauusa. TpeGoBaHUS K
opopmienuto 1okymeHToB. (yTB. Ilpukazom Poccranmapra ot 26.06.2025 N 622-ct) // URL:
https://www.consultant.ru/document/cons_doc LAW_ 510883/

I'OCT P 7.0.8-2025. Haumonanbubiii ctanaapt Poccuiickoit ®enepaunu. Cucrema
CTaHJapTOB MO WHMOpMaIuu, OMOIUOTEUHOMY M M3JATEIhCKOMY Jeny. JlemonpousBojicTBO U
apxuBHoe jaeno. Tepmunsl u onpeneneHus” (yrB. [Ipukaszom Poccrangapra ot 28.01.2025 N 30-
ct. // URL: https://www.consultant.ru/document/cons_doc LAW_500321/

Jlureparypa
brikosa T.A., Bsnosa JI.M., Kykapuna F0.M., Cankuna JI.B. [lenonpousBoacto: YueOHUK - 5-
€ u31., mepepad. u mom. - M.: Uudpa - M, 2023. 403 c. + Jlon. Marepuaisi [ D1eKTpOHHBII
pecypc]. Teker : 31eKTpOHHBIN.
URL:https://znanium.ru/catalog/document?id=475923&from_similar=1

HoxymenTtoBeaenue: Yueb. / Ots. pen. FO.M. Kykapuna; ABt. komu.: [C.A. ['motoBa, I'.A.
HBoenocona, A.1O. KonbkoBa, FO.M. Kykapuna, I1.A. Kronr, I'.H. Jlanckoi, JI.P. [1apuesa, C.O.
Vaesuuena]. M.: PITY, 2024. 580 c.


https://www.minobrnauki.gov.ru/
mailto:info@minobrnauki.gov.ru
https://base.garant.ru/72291836/

Tema 4. (18 uwacoB) Buabl ynpasileHYeCKHMX JOKYMEHTOB M CHCTEMbl JAOKYMEHTALIMH,
co3/1aBaeMble B OPraHU3alUsIX, FOCY1aPCTBEHHbIX H MYHHIMINIAJIbHBIX OPraHax
1. Buapl 1OKyMEHTOB, M34aBacMbIX Pa3HbIMU OpPraHaMu IOCYAApCTBEHHOW BJIACTU U MECTHOTO
caMOyTIpaBJICHUSI.
2.JIoKyMEHTHpOBaHHUE PACTIOPSAAUTENBHOM AeaTenbHOCTU. Llenb 3aHATHs — u3yueHune TpeOoBaHMiMA
rOCy/IapCTBEHHBIX CTAHIAPTOB M HOPMAaTHBHO-METOAMYECKHX AaKTOB K COCTABJICHHIO U
o(opMIIEHHIO PACHOPSIIUTENBHBIX JOKYMEHTOB, IIOJIy4Y€HHE HABBIKOB MX COCTaBJICHUS U
o OpMIIEHHUS 10 33/1aHHBIM CUTYaIHsIM.
B pesynbrare BeINONHEHN 3aJaHUI CTYACHT JOJDKEH:
- UIMETh MPEJICTABICHHUE O CUTYyalUsIX, TPEOYIOIUX U3/IaHUS PACTIOPSIIUTENbHBIX TOKYMEHTOB;
- 3HaTh BHJBl PACHOPSAMUTENBHBIX JIOKYMEHTOB; COCTaB pEKBU3UTOB (hopMyisipa
pacnopsAUTENLHOTO TOKYMEHTa U TPeOOBaHUS K UX COCTaBJICHUIO H 0()OPMIICHHIO.
- YMETb COCTaBJIATh U O(OPMIIATH paclopsAUTENbHbIE TOKYMEHTHI 10 33JaHHBIM CUTYalUsIM U
HMMETh HaBBIKM UX O(POPMIIEHHUS HA KOMIIbIOTEPE.
3anaHus U1 CaMOCTOSITENIbHON paboThI
- Byuuth TpeboOBaHUs, NPEIbIBISIEMbIE K COCTAaBICHUIO U O(OPMIICHHIO PAaCHOPSAIUTEIbHBIX
JIOKYMEHTOB.
- CoctaBUTh U OPOPMUTH MIPUKA3 [0 OCHOBHOM AESITEIHLHOCTH.
- CocTaBUTh U O()OPMUTH PACTIOPSIKEHHUE.
- CoctaBUTh U OPOPMUTH KPATKUN U TIOJTHBIA IPOTOKOJI 3aCEAAHMUS.
W3yunte TpeboBanus Meroandyeckue peKOMEHIAMUW M0 pa3paboTKe HMHCTPYKLUUH IO
JIEJIONPOU3BOJCTBY B TOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYyIpaBli€HUs, YTB.
[Ipukazom Pocapxusa ot 24.12.2020 Ne 199.

HUcrounnku u tuteparypa

[Tpuka3 Pocapxusa ot 22.05.2019 N 71 “O0 yTBep>KIeHUH TPABIII JIEIOMPOU3BOJICTBA B
roCyJapCTBEHHBIX opraHax, opraHax MECTHOI'O CaMOYTIPaBJICHHUS /1 URL:
https://base.garant.ru/72291836/

Metoanyeckre peKOMEHAALUUU M0 pa3paboTKe MHCTPYKIHUM IO JEJIONPOU3BOJCTBY B
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Ipunooicenue 1
AHHOTALIUA AMCHUIIJIMHBI

Jucuumnnuza «JlokyMeHTallMOHHOE OOecreueHue YIpPaBJIEHUS TOCYIapCTBEHHBIX OPraHoB U
OpPraHOB MECTHOT'O CAMOYIIPABICHHS» BXOAUT B YaCTh JUCLUHUIUINH, (OPMUPYEMYIO YUaCTHUKAMU



00pa3oBaTeNbHBIX OTHOLICHUH y4eOHOro IUIaHa MO HAINpPaBJICHUIO MOJATOTOBKM OakalaBpoOB IO
HanpasiieHnto moArotoBku 41.03.06 «Ily6nuyHas moauTHKA U COIIMANIbHBIE HAYKN.

Heab AUCHMIUIMHBI: W3yYE€HHE OCOOCHHOCTEW JOKYMEHTAIIMOHHOTO OOCCTICUCHHS
yOpaBleHUS B OpraHax TrOCYJapCTBEHHOW BIACTH W MECTHOTO CaMOYIIpaBieHHs Ha 0Oasze
COBpeMeHHLIX HOpMaTI/IBHBIX HpaBOBBIX aKTOB.

3agaunm:

- W3y4YeHHWE COBPEMEHHOW TIPAaBOBOM pErJaMEHTAllMd JOKYMEHTAIlMOHHOTO OOecredeHus
yIpaBJICHUS B OpraHax rocyJapCTBEHHOM BJIACTU U MECTHOT'O CAaMOYIIPaBJIECHUS U OPraHU3aLUAX;

- I/IS}"—IGHI/IG Tpe6OBaHHﬁ HOpMaTI/IBHO-MeTO)II/IquKI/IX )IOKYMeHTOB " JJOKAJIBHBIX HOpMaTI/IBHBIX
aKTOB K IOKyMEHTALIMOHHOMY OOECIIEUCHHUIO YIIPABIICHUS B OpraHax rocyJapCTBEHHOM BIAaCcTH U
MECTHOT'O CaMOYTIPABJICHHSI;

- U3Y4YEHUE BHJIOB YIPABIECHYECKUX TOKYMEHTOB, CO3[aBa€MbIX B OpraHax rocyJapCTBEHHOM
BJIACTH ¥ MECTHOTO CaMOYTIPABJICHUS U OpTaHU3aIUIX;

- U3y4eHHe 0COOEHHOCTEH COCTABIECHUS TEKCTOB, OPOPMIICHHUS U TIPUMEHEHUS Pa3INYHBIX BHIOB
OpFaHI/ISaHI/IOHHLIX I[OKYMeHTOB, JIOKAJIBHBIX HOpMaTI/IBHBIX aKTOB, paCHOpH}lI/ITeJ'H)HI)IX
JOKYMEHTOB, MH()OPMAIIMOHHO-CITPABOYHBIX JTOKYMEHTOB;

- I/ISYHGHI/IG BIIMAHUS  HOBBIX I/IH(i)OpMaHI/IOHHI)IX T€XHOJ’IOFI/II>1 Ha JIOKYMGHTI/II)OBaHI/IC
YOPaBJICHUYECKON  JAESATENbHOCTH B  OpraHax TIOCyAapCTBEHHOM BJIacTM W MECTHOIO
CaMOYIIpaBJICHUS U OpraHU3aUAX.

- U3y4eHHe OCOOEHHOCTEH opraHu3anuu paboThl ¢ JOKYMEHTaMU B OpPraHax roCyIapCTBEHHOMN
BJIACTH U MECTHOTO CaMOYIIPaBJICHUSI.

B pesynbrare ocBOCHUS AUCIUIUIMHBI 00YJaIONTUNCS JOJIKEH:

3HaTh:

- OCHOBHBIC JTambl M CHENU(UKY  TOATOTOBKH JOKYMEHTAIMH IS peaTu3aiuu
OpPraHU3ALMOHHBIX U COLUATIBHBIX IPOEKTOB;

- 0COOCHHOCTH MOATOTOBKH U PEIaKTUPOBAHUS MyOIUKAIUi, 0030pOB ¥ AHHOTAIIUM.

YMeTh:

- OpraHu30BaTh MPOILECC MOJATOTOBKH JOKYMEHTAMH PEAU3aAlMU OpPraHU3alMOHHBIX U
COIIMAJIBHBIX IIPOEKTOB;

- OpraHu30BaTh NPOIECC TMOJATOTOBKM U PEAAKTUPOBAHUS IyOJMKAIUK, 0030pOB WU
aHHOTAaIHH.

Bmaners:

- HaBbIKAMU JOKYMEHTHUPOBAHUS OPraHU3alMOHHBIX M  COLUAIbHBIX IPOEKTOB

rOCYIapCTBEHHBIX, OOIIECTBEHHBIX U TBOPUYECCKUX OpPTaHHU3AIIHIH;
- HaBBIKAMHU MOJATOTOBKH U PEIAaKTUPOBAHUS MTyOIUKalUii, 0030pOB U aHHOTAITHIA.

O61mas TpyA0EMKOCTh AUCHHUIUINHBI COCTaBsAeT 3 3.¢., 108 akagemuueckux yaca (0OB).



