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Pabo4yas nporpamma guCUUNIMHBLI COCTaBEHa B COOTBETCTBMUN C hefepanbHbiM roCyAapCTBEHHbIM 0Opa3oBaTeNbHbIM
CTaHOapToM Bbicwero obpasoBaHust Mo HanpaeneHuto nogrotoBkn 46.03.02 [JokyMeHTOBeAeHME WM apXMBOBeAEHUE,
yTBEPXOEHHBIM NpukazoM MuHobpHaykn Poccmm ot 29.10.2020 r. Ne 1343

CoctaButensb (1):

KaHaMaaT negarormyeckmx Hayk, 3aBefyowmi kacgpeapon BunbuunHckas-byTeHko
MapuHa OayapgoBHa

Ot kadenpbl cocTaBUTENS: BunbunHckas-

3aBegyowmin  kadenpon UCTOpUM M Teopun am3arHa U ByTeHko MapuHa

MeanakoMMYyHUKaumm OpyapooBHa

Ot BbINycKatoLleln kadeapsbi: BunbuynHckas-

3aBenyowmii kadbeapon ByteHko MapuHa
OpyapooBHa

MeToaunyeckuin otaen:




1 BBEOAEHUE K PABOYEW MPOrPAMME AUCLIUIMJIUHbI

1.1 Uenb AaucumnnuHbl: CcOpMUPOBAaTL KOMMeTeHUuuM obyvatoweroca B obractu  opraHusaumm
[eronpon3BoACTBa B OpraHax rocyapCTBEHHON BNacTy

1.2 3apauv AUCLUMNNNHDI:

- PackpbITe NpMHLMNLI U METOAbI OpraHM3aumm Aenonpon3BoACTBa B OpraHax rocyaapCTBeHHOM BNacTu.

- MNokasaTb 0cCOBGEeHHOCTN AeWCTBUSA CNyxObl AOKYMEHTaLMOHHOro obecneyeHus ynpaeBreHus B opraHax
rocyJapcTBeHHON BNacTu

- MSy‘-IVITb COBpPEeMEHHYHK 3aKOHOAaTeslbHYyl0, NpaBoOBYHO N HOPMATUBHYHO 6a3y, pernameHTUpyrLyto pa60Ty C
AOKYyMeHTaMu B opraHax FOCyJJ,apCTBeHHOVI BnacTun.

- PaccmoTpeTb BOMpOCbl  BAWSIHUA  MHOPMAUMOHHbIX TexHorornn (C3[) Ha coBeplUeHCTBOBaHME
JEenonpon3BOACTBa B OpraHax rocy4apCTBEHHOW BRacTMy.

1.3 TpeboBaHus K NnpeaBapuTeNibHOM NOAroTOBKe OOy4aloLerocs:

I'Ipe,uBapMTeanaﬂ noAroToBKa npeagnonaraeT co3gaHne OCHOBbI OA (bOpMVIpOBaHVIﬂ KOMMeTEeHUUN, YKa3aHHbIX
B M. 2, npun n3yv4eHnmn ancunniinH:

KagpoBbit MEHEAXXMEHT B CUCTEME FOCYAapCTBEHHON CryX0bl
KoHpmaeHunansHoe 0enonpomsBoacTBO M apXuBbl JOKYMEHTOB MO NTIMYHOMY COCTaBy
OpraHun3aumsa 4enonpon3BoacTBa B OpraHax MyHUUMNanbHOW BNacTu

2 KOMNETEHUMUN OBYYAIOLWEIOCA, ®OPMUPYEMBbIE B PE3YJIbTATE OCBOEHUA OUCLIUMNIIUHBI

MNK-5: Cnoco6eH opraHM3oBaTb JOKYMEHTOOOG0OPOT B OpraHM3auum

3HaTb: OCHOBbI BeJeHUsI eNoNPOM3BOACTBA B FOCYAAPCTBEHHbIX YYPEXAEHNAX
YMeTb: opraHnsoBaTb JOKYMEHTAUMOHHOE obecneyeHne ynpaBneHnsi B rocy4apCTBEHHbIX YYPEXAEHNSX
BnageTb: meTogamu paboTbl C JOKYMEHTaMU B rOCy4apCTBEHHbIX YUPEXOEHUsIX




3 PE3YNIbTATbI OBYYEHUA NO ANCLUUNNWHE

KoHTakTHas
pabota

MHHOoBaLL.

dopmbl
3aHATUN

CP
Mex. Mp. | (4acs)
(vacel) | (vacebl)

HaumeHoBaHWe 1 cogepxaHvne pa3genos,
TEM U y4eOHbIX 3aHATUI

CewmecTp
(kypc onsa 3A0)

Paspgen 1. [enonponsBoacTeo B
roCy4apCTBEHHbIX CTPYKTypax: MCTOpUSI U
COBPEMEHHOE COCTOSIHWNE

Tema 1. [enonpon3BoacTBEHHbIE
OOKYMEHTbl KaK MWCTOPUYECKUA WUCTOMUHUK.
MepBble cneumann3npoBaHHbIE OTpacneBble
yripaBneH4yeckme yupexaeHuss — ObA4biU
n30bI. PasHoBuaHocTn JOKYMEHTOB
TeKyllero genonpousBoactsa Ha Pycu:
yKasbl;  goknagbl; namsaTu; OTMUCKN;
WHCTPYKUMWN (HaKasbl, HakasHble rpamMoThl);
0o6bICkM;  BbINUCU  (CMpaBKKW);  pOCMUCU
(MMeHHble, pPOCMUCHbLIE, CMETHbIE CIUCKMU,
onucm); DEeCATHU; pasfaToyHbIe;
BepcCTarbHbl€E; CbICKHbIE; DEeCsTHY;
BEOOMOCTMU; CKasKu; 4enobuTHbIE;
nopy4Hble. PasHOBNOHOCTU KHUT: 3aruCHbIE;
npuxogHbie (npuxogHo- pacxogHble);
nepenucHble, onacHble, NUCLOBbLIE;
OO030pHblE;  MpuUNpaBOYHblE;  OOPOYHbLIE;
OOVMOYHbIE; oKnagHble; pasgaToyHble
»KanoBaHbs; OTKas3sHblE; oknagHble
LePKOBHbIE; MEXEBbIE; TaMOXEHHbIE;
KpecTonpuBOaHLIE; bosipckue KHUMN, 3 20 HW
bosipckMe  CNUCKW;  KUMELKUe  CMMUCKM;
CMOTpPENbHbIE KHUTN U CMOTPEHHbIE CMUCKM;
paspsigHble; 3anuCHble  KHUMM  MOXOAOB;
CTOPOXEBbIE; CTPOENbHbIE; MEPHbIE KHUMM
pacCTOAHNNA.

XapakTtepucTuka JernonpovsBoacTBa
BbICLUMX W LIeHTpanbHbIX rocyaapCTBEHHbIX
yupexaeHun Poccun B nepBor NONOBUHE
XIX BEKa. OonbIT paumoHanusaummn
JenonponsBoacTBa B oTAENbHbIX
BeOOMCTBax BO BTOpoW nonoBuHe XIX —
Hayane XX Beka. PaboTta opraHoB paboue-

KPEeCTbSHCKOM MHCNeKummn no
paunoHanusaumm Oenonpon3BoacTea.
VHCTUTYT TEXHUKM yNPaBREHUsl, ero Hay4Ho-
mMeToaunyeckas " npaktmnyeckasi
[eATEenbHOCTb. Mpobnemsi

COBEpPLUEHCTBOBAHMA [OE50Npon3BoAcTBa B
1950-1980-x rr., ux 3akoHogaTenbHast u
HOpMaTMBHas pernameHTaums.




Tema 2. OpraHu3auunoHHbie dopmbl
genonpousBoacTtea.  WMx  3aBUCUMOCTb  OT
cneumdukn 1M OpraHn3aLMOHHON CTPYKTYpbI
yypexaeHus. Bugbl  pokymeHTOOGOpOTAa:
obuwun; KagpoBbIN; CEKPETHbIN;
3ANeKTPOHHbIN.OpraHm3aLmoHHoe obecneyeHne
AEenonpoun3BoOACTBA B OpraHusauuu, TUMoBble
CTPYKTYpbl cnyx06bl  [OOY. TlonoxeHne o
cnyxbe [OKYMEHTaUMOHHOro  obecrnedeHus
ynpaBrieHusi: CoCTaB pasfesioB, cofepxaHue
Kakgoro pasgena, ocobeHHOCTU MOMOXeEHUs,
HOpMaTMBHasi OCHOBA M MOPSIAOK COCTaBMNEHNS

MONOXEHWS. [omKHOCTHbIE NHCTPYKLUN
paboTHMKOB  CNyXObl  JOKYMEHTaLWOHHOro
obecneyeHus yrnpaBneHus, 3HayeHne
WHCTPYKLUMIA 1 UX HOpMaTuBHas 6asa, nopsagok
COCTaBrneHus, cocTaB n cogepxaHue
pasgenos. Pekomengauum no  pacyeTty
YMCITEHHOCTU paboTHUKOB CNyXObl
OOKYMEHTaLMOHHOIo obecneyeHuns

yrnpaBneHus v ap.

Pasgen 2. OTpacnesoe OenonpousBoACTBO B
CMCTEME rOCYLapCTBEHHbIX OPraHoB

10

HU

Tema 3. WcnonHutenbHas Bnacte B PO.
YnpaBneHue OopraHn3aumoHHo-
OOKYMEHTaLMOHHOTO obecneyeHus
MpesngeHta P®. Ynpaenenue [lpesvaeHTa
Poccwuiickon  ®depepauumn no pabote c
obpalleHnsiMM  rpaxgaH W opraHusauun.
KaHuensapusa MNpeangeHTa Poccuinckon
depnepaumn. dPepeparnbHble opraHbl
ucnonHutensHo  Bnactn.  ®PepeparnbHble
cnyxbbl M areHTcTBa. [OCygapCTBEHHble
Koprnopauum, aensiowmecs ynonHOMOYEHHbIMU
opraHamu yrnpaeneHus B OTAENbHbIX
oTpacnsix. ['ocynapcTBeHHble BHEDBHOIKETHbIE
oHAbI.

Cemunap: [lpaBuna [penonponsBoAcTBa B
denepanbHbiXx  OpraHax  WUCMOMHUTENbHOWN

BracTu. CosaaHue [IOKYMEHTOB B
denepanbHoM  opraHe  MCMOMNHUTENbHOM
Brnactu.  TpeGoBaHus K  opraHusauuu

OOKyMeHToobopoTa B dedepanbHOM oOpraHe
nUcnonHUTensHon BracTu. [JokyMeHTanbHbIN
doHA denepanbHOro opraHa UCNOSTHUTENBHOM
BMacTm. OcobeHHoCcTH paboTbl c
3MNEKTPOHHBbIMU JOKYMEHTamMu B doegeparnibHOM
opraHe NCNOSIHUTENBHOM BRacTu.

CemuHap: Oenonpoussogcteso B MB[ Poccuw.
OCHoOBHbIE npasuna opraHusaumm
AokymeHToobopota B MB[] Poccuu. NMopsagok
noaroToeBkn u odopmneHns pewexHnin 8 MB[
Poccuun. lMopsgok MCNONHeHUs MNopyyYyeHun B
MBI Poccun. OcobeHHOCTM oOpraHu3auuu
NCMNOSHEeHNA nopyyYeHun " yKasaHun
Mpe3naeHTa, NOpyYeHwUin, coaepXalimMxcsl B
NMOCTaHOBIEHUSIX " PacrnopsKeHUsIX
lMpaBuTensctBa M NPOTOKONAxX 3acedaHun
MpaButenbctBa, nopydeHun [lpencenatens
MpaButensctBa W  ero  3amecTuUTenen.
KoHTponb 3a  UCMOMHEHWEM  MOPYYEHUN.
Mopagok B3aMMOOTHOLLEHWMI C  OpraHamu
cynebHowm BnacTu.

38

HU




Tema 4. CynebHas cuctema PO. lNoHATME M
BMAbl cyaebHOoro AenonponssoacTBea.
Cemunap: [okymeHTOObGOpOT cyaa. Bwuabl
cynebHoro 4enonpov3BOACTBa B 3aBUCMMOCTHU
OT HanpaeneHun OesaTenbHOCTn paboTHUKOB
annapara cyaa.

Tema 5. PegepansHoe CobpaHue Poccunckon
depnepauyuu (Cosert depepaumu n
locynapctBeHHaa [lyma) — degepanbHbIn
opraH 3akoHoaTernbHOW BracTu. YnpasreHue
JenonpovsBoacTtea annapara CoserTa
®epepauymun. OcHOBHble 3agadn M PyHKUUK
Co. Cucrtema OOKYyMeHTauunm CoBeTa
degepaumm. Mpuem, peructpauns n
npoxoxgeHne  noctynatowmx B Coser
depepaummn  OokymeHTOB. Peructpaums u
npoxoxaeHune BHYTPEHHMX OOKYMEHTOB.
MogrotoBka u odopmiieHNE [OKYMEHTOB.
Pernctpauwms M oTnpaBka  MCXOOALMX
OokymeHToB.  [lopsagok  peructpaumm  w
0opMneHNs NPOEKTOB 3akOHOB Poccunckomn
depepaummn o nonpaBkax K KoHcTuTyumm
Poccuinckon  ®epepaumn,  deaepanbHbix
KOHCTUTYLIMOHHBIX 3aKOHOB W hefepanbHbIX
3aKOHOB, MOCTYNMBLUMX W3 [OCynapCTBEHHON
Oymbl Ha paccmoTpeHne CoeTta depepauun.
Pabota c 3aKOHOMpPOEKTamu,
nogrotoBneHHsiMn CoBeTom depepaunm B
nopsigke peanusauun npaea 3akoHogaTernbHOM
uHMumatmebl. [logrotoBka u  odopmneHne
aktoB CoBeTta Pegepaumm 1 opraHM3aunoHHO-
pacnopsiAnTenbHbIX OOKYMEHTOB.
OdopmneHue napnameHTCKoro  3anpoca
CoBeTta Pegepaumm n 3anpoca uneHa CoseTa
depepaumun. lMoagrotoBka U odopmneHune
npoTtokonoB 3acepaHu CoseTta Pepepauum,
CoseTta nanatbl, CoBeTa N0 B3anMOAENCTBUIO
CoBeta ®epepauuym C 3aKoHOAATENbHLIMU
(npegcTaBuTENBHBIMM) opraHamm
rocygapctBeHHoOW Bnactu cyobektoB PO
(CoBeta 3akoHopatenen). [logrotoBka u
odopmneHne NPOTOKOIIOB COBeLLaHn,
BbIMUCOK  ”3 MPOTOKONIOB  COBELLAHUNA.
[okymeHTaunoHHoe obecneyeHne 3acenaHum
CoBeta ®epepaumm un 3acegaHui CoseTta
nanatbl. [JOKYMEHTaUMOHHOE U TEexXHU4eckoe
obecneyeHve  NapramMeHTCKMX  CryLlaHuin,
"KpyrnbiX CTOMOB" W WHbIX MepPONpPUATUN,
NPOBOAUMbIX B CoBeTte depepauymm.
MoproTtoBka M Nepefava LOKYMEHTOB B ApXuB
Coseta ®epnepauun. BegeHne 3Bykosanucu u
MOAroTOBKA TEKCTOB CTEHOrpaMM 3acefaHui
CoBeta  ®epepauun, Coseta nanaThl,
komuteToB, Komuccun CoseTta Pepepauum,

napnameHTCKMX cnywaHumn 7 MHbIX
MeponpusiTuii,  npoeogmmbix B CoBeTe
depepauymm. TupaxunpoBaHue 7]

nonvrpaduyeckoe WCMOSIHEHWE [OKYMEHTOB.
M3rotoBneHne u uncnonb3oBaHWe nevaten u
LITaMMoB.

CemuHap: NHdpopmaLMoHHO-cnpaBoYHoe
obecnevyeHune genonponssoacrtea B CO

WUtoro B cemectpe (Ha kypce anga 3A0)

KoHcynbTaumm n npomexyTodHas atTectauus
(Ok3ameH)

2 15 HU
2 15 HA
12 98

19,5 6,5




Bcero koHTakTHasa paborta n CP no

39,5
AUCLMMNVHE

104,5

4 KYPCOBOE NPOEKTUPOBAHUE
KypcoBoe npoektupoBaHue y4ebHbIM NnaHoM He npeaycMOoTPeHo

5. ®OH[l OLIEHO4HbIX CPELCTB AN NPOBEOEHUSA NPOMEXYTOYHOW ATTECTALMMN
5.1 OnucaHue nokasartenein, KpMTepUeB M CUCTEMbI OLlEHUBaHUA pe3ynbTaToB 06yyeHus

5.1.1 NokasaTenun oueHUBaHUA

Kopn HanmeHoBaHWe oLeHOYHOro
MokasaTenu oueHUBaHWA pesynbTaToB 0byyeHus
KoMneTeHUun cpeacTea

AHanunsmpyeT OOKYMeHTOO6OpOT B  CUCTEME  rOCYAapCTBEHHbIX
yupexaeHun, BbisBNAs npobnembl u ownbkn B ero opraHusaumu,|Bonpocekl ans

AK-5 BbIABNAET cneumdmky gokymeHToobopoTa B cooTBeTcTBMM  c|cobecefoBaHUsA M MPaKTUKO-
OTpacrneBo MPUHAAMEXHOCTbIO  OpraHusauuMu, HamedaeT NyTu|opueHTMpOBaHHbIE 3adaHus.
yCTpaHeHus HeJocTaTkoB, OMupasdcb  Ha poccumckne  u|Kypcosasi paboTta
mMexgyHapogHble ctaHgaptel JOY n apxuBHoro gena

5.1.2 Cuctema un KpMTEPUM OLLIEHMBaAHUA

KpuTepun oLeHMBaHUA COPMMPOBAHHOCTU KOMNETEHLIMIA

Lkana oueHnBaHus
YcTHoe cobecenoBaHme

MucemeHHas paboTa

MonHbIN, ncyepnbiBaOWMKA OTBET, SBHO
OEeMOHCTpUpYoWmMin rnybokoe noHumaHue

npeaMeTa W LUMPOKYID  3pyauumio B
5 (oTnn4HO) oueHnBaemon obnactu. Kputudeckuw,
OpWUrMHanbHbIN noaxon K
maTepuany.YumTbiBaloTCs G6annsbl,

HaKonreHHble B Te4eHne cemecTpa.

Tema kypcoBow paboTbl pacKkpbiTa MNOSTHOCTLIO,
npvBedeHbl  ANst  aHanuM3a  OOKYMEHThI
opraHusauum

OTtBeT CTaHOapTHBIN, B Lenom
KayeCTBEHHbIN, OCHOBaH Ha BCEX
obsa3aTenbHbIX UCTOYHUKAX MHGOPMaLNN.
MpucyTcTBYlOT Hebonblme npobensl B
3HaHUsX unm HecyLleCTBEHHbIE
OLUMOKKN.YUnTbIBaOTCS Gannsbl,
HaKOMNJIEHHbIE B TEYEHME ceMecTpa

4 (xopoLuo)

Tema kypcoBol paboTbl packpbiTa, HO eCTb
OTCTYNneHnst oT Tembl. [NMpuBeaeHbl JOKYMEHTHI
opraHunsauuu (OPL) n gaH ux aHanus

OTBeT HEeNosHbIN, OCHOBaHHbLIA TOMBKO Ha
NEKUMOHHBIX mMaTepuanax. Mpu
MOHUMaHUK CYLLHOCTM NpegmMeTa B LefnoMm
— CyLleCcTBEHHble OLWNOKM nnu npobens B
3HaHMAX Ccpasy MO HECKONbKMM Temam,
He3HaHue (nyTtaHuua) BaXXHbIX
TEPMWHOB.Y4YMTbIBAKOTCA 6annbl,
HaKoOMMEeHHbIE B TEYEHME CEMECTpA.

3 (yooBneTBOpUTENbHO)

B packpbiTum Tembl KypcoBon paboTbl €CTb
CYLLECTBEHHbIE Nponycku OCHOBHbIX
TEOPETUYECKUX MOHATUIN, OTCYTCTBYET aHanu3
3aKkoHoaaTernbHoN n HOpPMaTMBHO-
METOAMYECKON  OCHOBbI  CTaHAapTM3aLuu.
[OKyMEeHTOB OpraHusauuu, npuBegeHHble Ons
aHanusa, He B MOMHON Mepe OTBeYalT Teme
paboThbl

HecnocobHocTb 0TBETUTL Ha Bonpoc 6e3
nomoLuu aK3ameHaTopa. HesnaHune
3HaUMTENMbHOW  YacTW  NPUHUMNMANBEHO
BaXHbIX 3MNeMeHTOB OVCUMNINHDI.
MHorouncneHHble rpybble OLUNGKM.
MonbiTka CNWCbIBaHUS, WCMOMNb30BaHMWS
HepaspeLUeHHbIX TEXHUYECKMX YCTPOMCTB
WM NOMb30BaHMS MOACKA3KoW Apyroro
Yernoseka (BHE 3aBUCUMOCTU oT
yCneLHocTn Takon noneiTkn).He
yunTbiBalOTCA  Gannbl, HaKoMmneHHble B
TeyeHue cemecTpa.

2 (HeyOoBMETBOPUTESNBLHO)

Tema KypcoBow paboTbl He packpbiTa. PaboTa
He npowuna npoBepKy B cucteme
"AHTUnnarmvat"

5.2 Tunosble KOHTPOIJIbHbIEe 3aA4aHUA UNTN UHbIe MaTepuanbl, HeoOxoauMbIe ANA OLEHKU 3HaHUM, YMEHVIVI,

HaBbIKOB U (MNK) ONbITa AeATENIbHOCTU
5.2.1 Nepe4yeHb KOHTPOJIbHbLIX BONPOCOB

Ne n/n |

dopMynMpoBKM BOMPOCOB

Kypc 4




PasHoBugHocTn AOKYMEHTOB TeKyLllero genonpon3socrtea Ha Pycw: YKa3bl, oKnagbl; NnaMATn; OTNUCKNK;

L WHCTPYKLMKW; OBbICKW; BBINMUCK; POCMIUCUK; BEOOMOCTU; CKa3kn; YENOOUTHbBIE; NOPYYHbIE.

2 Pa3HOBMOHOCTN KHUT: 3anUCHbIE; MPUXOAHbIE; NepPenUCHbIe, OnacHble, MUCLOBbIE; A030PHbIE

3 PasHoBMAHOCTU KHUTM: 0OPOYHbIE; [OUMOYHbIE; OKMaAHble; pa3gaToyHble XanoBaHbs; OTKa3HbIe; OKNagHble
LIEPKOBHbIE; MEXEBbIE; TAMOXEHHbIE

4 Pa3HOBMOHOCTM KHUT: KPECTOMNPUBOAHbIE; BOSIPCKME KHUMM, BOAPCKUE CMIUCKY; XUMNELIKUE CMIUCKU; CMOTPErbHbIE
KHWUMM U CMOTPEHHbIE CMUCKN; pa3psagHbie

5 Pa3HOBMOHOCTN KHUT: 3anMUCHbIE KHUM MOXOA0B; CTOPOXKEBbIE; CTPOESbHbIE; MEPHbBIE KHUMM PACCTOSHWUIA.

6 XapakTepucTuka 4enonpov3BoACcTBa BbICLUMX U LEHTPanbHbIX rOCy4apCTBEHHbIX yYpexaeHuni Poccun B
nepsoi nonosuHe XIX Beka.

7 OnbIT paunoHann3aumm 4enonpon3BoacTea B OTAENbHbLIX BEAOMCTBAxX BO BTOPOW NonoBuHe XIX — Havane XX
BekKa.

8 Pa6boTta opraHoB paboye-KpeCTbSHCKON MHCMEKLUN MO pauuoHanusaummn genonpomssoacrtaa. UHCTUTYT
TEXHWKN YNPaBMNEeHNsi, ero Hay4YHO-MeTOAMYecKasi U NpakTuieckas OesTenbHOCTb.

9 Mpobnembl coBepLueHCTBOBaHUS genonponseoactea B 1950-1980-x IT., ux 3akoHogaTernbHas n HopMaTuBHas
pernameHTauus.

10 OpraHnsaumoHHble hopMbl Aenonpon3BoacTea. VX 3aBMCMMOCTb OT cneuuduKn n opraHm3aumoHHON
CTPYKTYPbl YYPEXKAEHNS.

11 Buabl fokyMmeHTOO60pOTa: 06LWMIA; KagpPOBbLIVA; CEKPETHbIN; 3NEKTPOHHbIN

12 ,D,OJ'I)KHOCTI—!bIG WHCTPYKUMM pabOTHMKOB CryX0Obl AOKYMEHTALMOHHOrO 0b6ecneveHnst ynpaBneHus, 3Ha4eHme
WHCTPYKUMIA 1 X HopMmaTnBHasa 6a3a, NopsifoK COCTaBEHMWS, COCTaB U CoAepXaHme pasaernos.

13 YnpasneHne opraHn3aunoHHO-A0KYMeHTaunoHHoro obecnevenuns MNpesngeHTta PO.

14 YnpasneHue lNpe3ngeHTta Poccm@cxo@ depnepauun no pabote ¢ obpalleHUaMU rpaxaaH 1 opraHu3aLuii.
KaHuensapus MNMpesugeHta Poccunckon degepauun.

15 "ocypapcTBeHHbIE KOpNopaLumm, ABASIOWNECS YNTOTHOMOYEHHBIMM OpraHaMu yrnpasreHus B OTAENbHbIX
oTpacnsx.

MpaBuna genonpou3soacTBa B hefepanbHbIX OpraHax ucnonHuTensHon snactn. CosgaHne JOKYMEHTOB B

16 deaepansHOM OpraHe UCMONHUTENBHON BnacTu. TpeboBaHmsa K opraHusauum AokymeHToobopoTa B
defepanbHOM OpraHe UCMOSTHUTENBHON BNACTW.

17 [okymeHTanbHbIM hoHA beaepanbHOro opraHa UCNONTHUTENBbHOM BnacTy. OcobeHHocTn paboTbl ¢
3NEKTPOHHLIMU AOKYMEHTaMM B peeparnibHOM OpraHe UCMONHUTENbHON BNacTu.

18 OcHoBHble NpaBuna opraHnsaumm gokymeHToobopoTta B MBIl Poccuum.

Mopsagok nogrotoBku 1 odopmreHns pewexHmin B8 MBI Poccuu. Mopsagok ncnonHeHus nopydeHmn 8 MB[]

19 Poccnmn. OcobeHHOCTU opraHu3aumm UCNONTHEHUS NopyYeHWid U ykasaHum MNpesngeHTa, nopyqerimﬁ,
copepXKallumxcs B MOCTAHOBIIEHUSX U pacnopsikeHnsix MpaBnTenscTBa U NPOTOKONax 3aceaaHun
MpaButenscTtBa, nopydeHun MNpeacenarens MNpaBuTensCcTBa U €ro 3amectTuTenemn

20 KoHTponk 3a ncnonHexnmem nopy4veHun B MB[1 Poccun. Mopsaok B3aMMOOTHOLLEHWIN C opraHamm cygebHon
BNacTn

21 MoHaTne n Buapl cygebHoro genonponssoacTea. ﬂ,OvaMeHTOO60pOT cyna. Bugbl cynebHoro
[enonpon3BoAcTBa B 3aBMCMMOCTU OT HanpaBneHnn AeaTensHOCTM paboTHMKOB annapaTta cyga

22 YnpaeneHue genonpoussoacTsa annapata Coseta ®enepauyunn. OCHOBHble 3aaaun u dyHKumnm CO.
Cuctema gokymeHTtaumm Coseta ®egepaumu. MNprem, peructpaums n npoxoxgeHune noctynawowwmx 8 Coset

23 depepaunn gokymeHTOB. Perncrpaumsa n npoxoxgeHne BHYTPEHHNX JOKYMEHTOB. MogrotoBka u ocbopmneHue
OOKYMEHTOB. Perncrpaums u otnpaeka UCXogsawmnx JOKYMEHTOB.

Mopsanok permcTpauumn n odopmeHns npoektos 3akoHoB Poccuiickorn Pepepaumn. PaboTa ¢

24 |3akoHonpoekTamu, nogrotoBrneHHbIMM CoBeTom degepaumm B Nopsgke peanusauum npaea 3akoHo4aTeNbHON
MHULMATUBBI.

25 MoarotoBka n ocpopmneHune aktos Coseta Pefepauun 1 opraHnM3aLMOHHO-paCcNoOPSANTENbHbBIX JOKYMEHTOB.

26 OdopmnieHne napnameHTckoro 3anpoca Coseta Pegepaumm 1 3anpoca uneHa Coseta Pegepauun.
MogroToBka 1 odopmneHne NnpoTokosnoB 3acegaHun Coseta ®epepaumm, Coseta nanatbl, CoBeTa no

27 Baawmop,eﬁcmmg CoBeta denepaumm ¢ 3akoHogaTeNnbHbIMU (I'Ip%p,CTaBMTeﬂbeIMVI) opraHamu
rocyaapcTBeHHom Bnactu cyobektoB PO (CoBeTa 3akoHoaatenew). MNogrotoska U ooopmiieHmMe NPOTOKONOB
COBELLi@aH1IN, BbINNCOK U3 NPOTOKOSIOB COBELLaHUN

28 |OokymeHTaumoHHoe obecneyeHne 3acegaHun Coseta Pepepaumm n 3acegaHmii Coseta nanartbl.

29 ﬂoxymeHTau,liiOHHoe N TexHn4Yeckoe obecneyeHne napnameHTCKUX CnyLaHum, "KpyribiX CTOMOB" N NHbIX
MeponpuaTuin, nposoammbix B CoBete ®egepaumm

30 MoarotoBka u nepegada gokymeHToB B Apxme CoBeTa deaepauum

31 WHdopmaumoHHo-cnpaBoyHoe obecneyeHne genonpoussoactsa B Cosete Penepauum

5.2.2 TunoBble TeCcTOBble 3aAaHUA

1. Tekct OOKYMeHTa COCTaBNAKT Ha rocyaapCTtBeHHOM A3blke Poccunckon cbep,epau.mm mnn Ha

rocygapcTBeHHbIX si3blkax cybbekToB Poccunckon degepawmm B COOTBETCTBUM C:

a)npaBI/IJ'IaMM genonpoun3soacTtea B (be,qepaanblx opraHax MCMNOMNHNTENBHOM BNAacTu




6)3akoHogaTtenscTBoM Poccuiickon ®egepaumm n cybbektoB Poccuiickon ®egepaumm
B)[C AOY

2. B pokymeHTax (nNpukas, pacrnopsikeHue u T.4.) opraHusauuin, 4eiCTBYOLWUX Ha NPUHUMNAX eaMHoHavanus, a
Takxe JOKYMeHTax, agpecoBaHHbIX PyKOBOACTBY OpraHu3aLuun, TEKCT uanaraor:

a)oT TpeTbero nuua MHOXeCTBEHHOMO Yncna

6)oT nepBoro nNuua eanHCTBEHHOro Y1cna

B)OT TPeTbero nvua eanHCTBEHHOrO Y1cna

3. B npakTtuke ohopmneHnsi AOKYMEHTOB 3arofloBOK COCTaBMSAETCS K:
a) TekcTy noboro omumanbHOro JOKyMeHTa

©0) TekcTy AOKYMeHTa, NOAroToBNeHHOro Ha doopmaTte A4

B) TEKCTY AOKYMEHTa, MOAroTOBEHHOro Ha chopmaTe A5

r) TEKCTY UCXOOALMNX AOKYMEHTOB, 06beMoM He Bonee 5-7 CcTpok.

4. Ipwu cornacoBaHUK KONMYECTBO rPUQOB Ha AOKYMeHTe onpeaenseTcs:
a) KONMYeCTBOM BbILLECTOALLMX UHCTaHLNI;

©0) opraHu3aumen-aBTopoM JOKYMEHTa;

B) TMNOBOW NpoLeaypor NOAroTOBKA AOKYMEHTA;

r) B KaX4OM Cryyae MHOUBMAyansHo

[) KONM4eCcTBOM Y4acCTBYOLLUX B COrNacoBaHn NHCTaHLUMN

5. Kakne 13 nepevncneHHbIxX HuxKe JOKYMEHTOB TpebyloT yTBepxaeHna?
a) npukas

©) nucemo

B) MPOTOKON

r) akT

A) NonoxeHue

€) JoknagHas 3anvcka

6. OTMeTbTe BapmnaHT OTBETA, B KOTOPOM NPaBUIbHO Ha3BaHbl PEKBU3WTLI GriaHka nucbma:

a) (repb, ambnema), kog opraHv3auMu, HaMMEHOBaHWE OpraHum3auuu, CrpaBoYHble AaHHble 06 opraHu3aumu,
kog opMbl JOKYMEHTA, MECTO Af1si NPOCTaBNeHUsl AaTbl JOKYMeHTa, MecTo Ans

NPOCTaBMEHNs1 PErMCTPALMOHHOIO HOMEPA OOKYMEHTA, CChIfIka Ha HOMEp U AaTy BXOASILLEro AOKYMEHTa;

0) (repb6, ambnema), HauMmeHOBaHME OpraHu3auuMu, KOA4 OpraHu3auun, pata [AOKYMeHTa, MecTo [Anis
NPOCTaBMEHNS PErMCTPaLMOHHOIO HoOMepa AOKYMEHTa, MECTO U34aHNs JOKYMEHTA, CCbhinka Ha HOMep 1 AaTy BXoASLEero
[OKYMEHTa;

B) (repb, ambnema), HauMeHOBaHUEe OpraHM3auuyM, HaMMeHoBaHVWEe BuAa OOKYMeHTa, AaTa OOKYMEHTa, Kof
OopMbI JOKYMEHTa, MECTO NS IPOCTaBIEHUs] PErMCTPALIMOHHOIO HoMepa

AOKYMEHTA, CNpaBOYHble AaHHble 00 opraHu3auum, CCbifika Ha HOMep 1 AaTy BXOASALWEero AOKYMeHTa

r) (rep6, ambnema), HaumMeHoBaHWEe OpraHW3aLuu, CNpaBoYHble AaHHble 06 opraHusauuu, koA opraHvM3auum
Orl'PH, mecTo ons npocTaBneHus Aatbl AOKYMEHTA, MECTO 4SS MPOCTaBNeHUs

perncTpaLmMoHHOro HoMepa, CChiflka Ha PerucTPaLvoHHbIA HOMEp U AaTy BXOASLLEro LOKYMEeHTa, MecTo Ans
3aronoBKa K TEKCTY

7. B kakom BapvaHTe OTBeTa NpaBuilbHO Ha3BaHbl PEKBU3UTLI, NpuaaoLLme OKYMEHTY CBOMCTBO HOPUOUNYECKON
CUnbl:

a) HanveHoBaHve opraHu3daumn, HaMMeHOBaHWE BMAa AOKYMEHTa, perMcTpaumoHHbLIN HoMep, AaTa, Noanuchb,
neyatb, rpud yTBEPXKAEHUS.

0) HavmeHoBaHMe opraHusauuun, KOA opraHusauuvM, HauMeHoBaHWe BuAa OOKYMEHTa, Ko AOKYMEHTa, MECTO
n3gaHus JOKyMeHTa, gaTa, Noanuch, neyatb, rpud yTBepKaeHus!, BU3bl

cornacoBaHus.

B) locypapcTtBeHHbIi repb (repb® cybbekta ®Pegepaumm), HaMMeHOBaHWE oOpraHu3auun, HauMeHoBaHue
CTPYKTYPHOro nogpasgeneHusi, permctpaumMoHHbli HoMep, Aata, Nognnck, nevaTb,

rpud cornacoBaHus.

r) FocypapcTtBeHHbin repb (rep6 cybbekta Pepepaumn), HaMMeEHOBaHWE OpraHu3auuvM, HauMeEHOBaHWe
CTPYKTYpHOro nogpasgeneHuns, Koabl opraHusaumnn, kog opmbl JOKYMEHTa,

HanMeHOBaHWe BuOa OOKYMEHTa, AaTa OOKYMEHTa, PermcTpauMOHHbIA HOMEP, MOAMUCH, rpudd YyTBEPXKAEHMUS,
BW3bl COrNacoBaHus, OTTUCK NeYyaTtu
5.2.3 TunoBble NPaKTUKO-OpUEeHTUPOBaHHbIE 3afaHus (3apayn, Kenchbl)

1. Mpumensa TOCT P 7- 2016, cocTaBbTe Mpuka3 Mo OCHOBHON OEATENbHOCTM Ha MPOAOMbLHOM W YrNOBOM
6naHke, BblAENAS PEKBU3UTBI 3TOr0 BMAA AOKYMEHTOB. HasoBWTe OCHOBHblE OLIMGKM Mpu COCTaBNEHUM MPUKa3oB Mo
OCHOBHOW AeATeNbHOCTMU.

2. W3 npegnoxeHHoro Habopa OOKYMEHTOB BbiGepuTe opraHvw3aLuoHHO-pacnopsianTenbHble, 060CHYINTE CBON
BbIOOp M, nNpoaHanuavMpoBaB OOKYMEHTbI, onpeaenute, KakMe AOKYMEHTbl HE UMET HpUAUYECKON CUMbl, 3anofHuTe
HepocTatoLwmne pekBnsunThbl



5.3 MeToanyeckne matepuansl, onpeaenstowme npoueaypbl oLeHUBaHNUA 3HaHWUWA, YMEeHUI, BnafaeHuin (HaBbIKOB
1 (MNK) NPaKTMYECKOro onbiTa AeATeNIbHOCTH)

5.3.1 YcnoBus gonycka oby4atrowerocsi K npomMexyTo4HoOW aTrecTaumm U NopsAoK NMUKBMAALMKN akafeMU4yeckon
3a0MKEHHOCTH

lMpoBeaeHe NMPOMEXYTOYHOW aTTecTauum pernameHTUPOBaHO fokKanbHbIM HOpMaTuBHbIM aktom CIGIYMTA
«lMonoxeHne o NpoBeAeHNM TEKYLLIEro KOHTPONSA YCneBaeMOoCTH U NMPOMEXYTOYHOM aTTecTaumm obyyaoLwmxca»

5.3.2 ®opma npoBefeHUs NPOMEXYTOYHOM aTTecTaumum No AUCUMnInHe

YcTHas + lNucbmeHHas KomnbloTepHoe TecTupoBaHue MHas

5.3.3 Oco6eHHOCTU NpoBeAeHUsi NPOMEXYTOYHOM aTTecTauMm No AUCLUUNNnHe

Obyvarowmmes 3anpeLlaeTca nonb3oBaTbca NbbIMU BCOMoraTenbHbiMM MaTepuanamu. Bpems, otBogumoe
Ha NOAroToBKy K oTBeTY — 30 MUHYT.

6. YYHEBHO-METOOMYECKOE U UH®OPMALMUOHHOE OBECNEYEHUE OUCUUNIIUHDbI
6.1 YyebHasa nutepaTtypa

ABTOp | 3arnasue | WN3pgatenbcTeo l"on nspaHus | Ccblnka
6.1.1 OcHoBHas y4yebHas nuTepaTypa
LUnaxTuH, E. M.,|denonpon3BoacTBO N peXnMm KasaHb: KasaHckun http://www.iprbooksh
YcmaHos, . M. CeKpeTHOCTW B OpraHax| ropugu4eckum UHCTUTYT 2020 op.ru/108593.html
BHYTPEHHUX Aen MBI Poccumn
Jlatblwesa, H. A. CynebHoe https://www.iprbooks

Mocksa: Poccuiickuni
rocy4apCTBEHHbIN 2021
YHMBEPCUTET NpaBocyans

0Eenonpon3BoaCcTBO hop.ru/117258.html

6.1.2 lononHuTenbHasa yyebHasa nutepartypa

BunbumHckan-byteHko |[OCHOBBI  4enonpov3BoACTBa
M. 3. " cekpeTapcKoro

http://publish.sutd.ru/

CanT-Tletepbypr: 2019 |tp_ext inf publish.ph

obCcnyxmBaHusi crierynta p?id=2019332
KysHeuoBa, W. B.,|KoHdwngeHuransHoe http://www.iprbooksh
XavatpsH, I'. A. LenonponssoAcTeo Mocksa: Av M Ap Meavia 2020 op.ru/97083.html

3aALUMLLEHHBIN  3NEKTPOHHbIN

AOKyMeHToo60poT

6.2 MNepeyeHb npocdeccnoHanbHbIX 6a3 AaHHbIX U MHPOPMALIMOHHO-CNPABO4YHbIX CUCTEM

1. Mpukas MuHkyneTypbl Poccun ot 9 mapta 2011r. (B pea. npukasoB MuHkynbTypbl Poccun ot 04.08.2011 N
841, ot 02.10.2012 N 1042) «O6 yTBEpPXAEHUN MHCTPYKUUM MO Aenonpou3Boactsy B MuHUCTEPCTBE KynbTypbl
Poccuiickon depepauun» http://base.consultant.ru

2. Mpwukas MwuHoGpHayknm Poccun ot 1 Hosibps 2012 r. No 1360 «O6 yTBEPXKOEHWM WHCTPYKUMU MO
Jenonpou3Boactey B degepanbHon  cnyxbe no  Hagsopy B cdepe  obpasoBaHuMs M HayKu»
http://base.consultant.ru/cons/cgi/online.cgi?
reg=doc;base=EXP;n=543642;fld=134;dst=100012;rnd=176509.055309702176600695;;ts=01765091538556637242436
4.

6.3 MNepeyeHb NULEH3UOHHOIO U CBO6OAHO pacnpoCcTpaHsAeMoro NporpamMmmMHoOro obecnevyeHus
MicrosoftOfficeProfessional

MporpammHas cuctema Ansi OOHapyXXeHUs TEKCTOBbIX 3aMMCTBOBaHMIA B y4ebHbIX UM HayyHbIX paboTax
«AHTMnnarnat.BY3» Bepcun 3.3

6.4 OnncaHue maTepuanbHO-TEXHUYECKOWN 6a3bl, HEOOGXO0AMMOWN ANns ocyLlecTBeHMA o6pa3oBaTeNibHOro
npouecca no gucumnnuHe

AyauTtopwus OcHalleHune

MynbTuMeauiiHoe obopyaoBaHue, crneumanusnpoBaHHas Mebenb, Aocka
JlekumoHHas Y A PyA H P A
ayauTopus

CneuuanuauposaHHaa mebenb, Jocka
YyeGHas ayautopus
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