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Pabouas mporpamma AMCHUIUIMHBI JIOKyMEHTAallMOHHOE OOECleYeHue YMpaBJICHUS CO-
CTaBJIeHA B COOTBETCTBHU C TpEOOBaHUSAMHU (he/IepaIbHOTO TOCYIaPCTBEHHOTO 00pa30BaTeIbHOTO
crangapra Beicuiero oopaszosanus (OI'OC BO), o0s3aTenbHBIMY IPU peaTu3aliii OCHOBHBIX ITPO-
deccroHanbHBIX 00pa3oBaTENbHBIX IMPOrpaMM OakalaBpuaTa IO HAMpaBICHHUIO MOATOTOBKHU
38.03.04 T'ocynapcTBeHHOE M MYHHIMIIAIBHOE YIpPaBICHHE OOpPa30BaTEIbHBIMU YUPEKACHUS
BbICIIero oopa3zoBanus Ha Teppuropun Poccuiickoit denepannu, UMEIOIIMMH FOCYAAPCTBEHHYIO
AKKpEIUTAIHIO.

PaGouas nporpamma coctaBieHa Ha OCHOBE OCHOBHOM MpoQecCHOHANIbHON 00pa30BaTellb-
HOUW MpOrpaMMbl U TpeAHa3HaYeHa JUIsi 00y4aroInuXCsl 10 HAIIPABICHUIO YTIPaBJICHUS MEPCOHA-
JIOM B Ka4€CTBE IUCUUIUIMHBI YaCTH, (POPMUPYEMOI1 yuacCTHUKaMU 00pa30BaTeIbHbIX OTHOIICHUN
osioka b.1.

1. Hesan u 3aaa4 JMCHUILTHHBI

Lenbto U3ydeHUs: TUCLMITIIMHBI ABJISIETCS (POPMUPOBAHUE TOTOBHOCTU OCYILECTBIIATDH Be-
JICHHUE JIIONPOU3BOJICTBA, SJEKTPOHHOTO JOKYMEHTOOO0POTa M apXUBHOTO Je/1a, KOMIETEHIIUH
I1K-5 cpeactBaMu aucHUIIMHbI «J{OKyMEHTAIllMOHHOE O0eCIIeYeHne YIPaBICHU.

3ajayamMy U3y4eHUS TUCLUUIUINHBI SBIISIOTCS:

— OCBOHWTH IOPSJIOK B3aMMOJIECUCTBUS B PaMKaX BHYTPHUBEIOMCTBEHHOI'O M MEKBEIOM-
CTBEHHOT'0 JIEKTPOHHOTO IOKyMEHTO000pOTa, OpraHu3aluy 1 BEJECHUs AEI0IPOU3BOJICTBA U JI0-
KyMEHTO000pOTa IIPU MOJIETUPOBAHUY aIMUHUCTPATUBHBIX IIPOLIECCOB B OpraHax rocyJapCTBEH-
HOM BJIACTH U OpraHax MECTHOI'O CaMOYIIPABJICHUS;

— (opmHupoBaTH YMEHUSI OCYIIECTBIATH B3aUMOJICHCTBIE B paMKaxX BHYTPHUBEIOMCTBEH-
HOTO W MEXBEJOMCTBEHHOTO AJIEKTPOHHOTO JOKYMEHTO000pOTa; pazpadaTeiBaTh M 0HOPMIIATH
yIpaBJIeHYECKUE JOKYMEHTBI; IPUMEHATh paBuiia padoThl C JOKYMEHTaMH U OCYILECTBIIATH J10-
KYMEHTO00OPOT, MPUMEHATh METOABI (DOPMUPOBAHHE TOKYMEHTAIHHOTO (POHIA TOCYIapCTBEH-
HOT'0 U MyHMIIMIIAJILHOT'O OpraHa, y4peKIeHus1, OpraHnu3aluy;

— OBJIAJICTh HABBIKAMU IIPUMEHEHUS METOJI0B OCYIIECTBIICHHS B3aUMOJCICTBUE B PaMKax
BHYTPHUBEIOMCTBEHHOTO X MEKBEIOMCTBEHHOT'O AJIEKTPOHHOTO IOKyMEHTO000pOTa, (hOpMUpPOBa-
HUS JOKYMEHTAJIBHOTO ()OHJA TOCYAAPCTBEHHOIO0 U MYHHIIMIIATIBHOTO OpraHa, YUpeKJIeHUs, Op-
raHU3aluy; HaBbIKAMU Pa3pabOTKU U OPOPMIICHHUS YIPABICHUECKUX JTOKYMEHTOB, IPUMEHEHUS
npaBui paboThI ¢ JOKYMEHTAMH U OCYILECTBIIEHUS JOKYMEHTOO0O0pOTa.

2. IlepeyeHpb MJIAHMPYEMBIX Pe3yJIbTATOB 00y4eHHUs 10 TUCHHUIINHE, COOTHECEHHBIX
¢ IJIAHMPYEeMbIMH pe3yJIbTaTaMH 0CBOEeHUsI 00pa3oBaTeIbHOM NPOrpaMMbl

ITpornecc u3ydeHus TUCIUILIMHBI HAlIpaBjieH Ha (OpMHUPOBaHNE KOMIIETEHIUH, IPECTaB-
JICHHBIX B KOMIIETEHTHOCTHOM KapTe AuCcUUIINHBI B cooTBeTcTBUU ¢ PI'OC BO, koMneTeHTHOCT-
HOW MOZEJIBIO BBITYCKHHKA, ONPENeIeHHON By30M U npeacrasieHHor B OIIOIL, u conepxanuem
JUCHATIIINHBL:

3agaun Kon u Kon u HammeHnoBaHue PesyabTaTnl 00yyeHus
npogeccno-| HaMMeHOBAHMEe | HHAMKATOPA A0CTHKEHHSA

HAJIbHOM KOMIICTCHIIUH KOMIIEeTCHIIUH
NesATeJIbHO-

CTH
OcymectB- (IIK-5. Cnocoben|[IK-5.1. YyactByer Bo B3au-|3HaeT NOPSAOK B3auMOJIEH-
JIEHUE UC-  |OCYHIECTBIIATh Be-|MOAECHCTBHM B paMKaxX BHYTPH-|CTBUS B paMKaX BHYTPHUBEIOM-
IOJIHU- JEHUE JENONPOU3- BEIOMCTBEHHOIO U MEKBEIOM-(CTBEHHOTO U MEKBEIOMCTBEH-
TEJIbHO-pac- |BOJCTBA, 3JIEKTPOH-|CTBEHHOTO 3JIEKTPOHHOIO JI0-/HOT'O 3JIEKTPOHHOIO JIOKYMEH-
opsIu- HOTO  JIOKYMEHTO-|KyMEHTO00OopoTa TOOOOPOTA; COCTaB YMNpaBJICH-
TeNbHBIX U |000poTa U apxuB-|[IK-5.2. Pa3pabarbiBaeT H|4yecCKUX JOKYMEHTOB; TpeOoOBa-
HOTO Jiena oopmisier  ympaBieHYECKHe HUS K OPOPMIICHHUIO JTOKYMEH-
JIOKYMEHTBI
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obecneun-
BAIOIIUX

byHKIUH

I1IK-5.3. O6pabateiBaeT pa3-
JUYHBIE BHIBI YIpaBIICHYE-
CKHUX JIOKyMEHTOB U OCYILIECTB-
JSIET JIOKyMEHTOOOOpOT B CO-
OTBETCTBHH C IPHHSATHIMH IIpa-
BUJIAMH

[1IK-5.4. YyactByer B (hopmu-
pPOBaHMM  JTOKYMEHTAJIHHOTO
dboHIa TOCYTApCTBEHHOTO U
MYHHUIATIATBHOTO oprasa,
YUPEXICHUS, OpraHu3aluu

TOB; MOPSAIOK pabOTHI C TOKY-
MeHTaMH; (HOPMHUPOBAHHE JIO-
KYMEHTAJILHOTO (OHJIa TOCY-
JTAPCTBEHHOTO U MYHHIIUIIAb-
HOTO OpraHa, yupexJIeHus, op-
raHU3aluu

YMeer OCylIECTBIIATH B3aUMO-
JICCTBUE B paMKaxX BHYTpHBe-
JOMCTBEHHOTO ¥ MEKBEJOM-
CTBEHHOTO JJICKTPOHHOTO JO-
KyMEHTO000poTa; pa3pabaTsi-
BaTh U OOPMIIATH YIIpPaBIICH-
YeCKHe JOKYMEHTBI, IpHUMe-
HSTH MpaBHUiIa PabOTHI C OKY-
MEHTaMHU M OCYIIECTBIATh JO-
KYMEHTO000POT, METOBI hOp-
MHUpPOBaHHE JIOKYMEHTAIBHOTO
dOoHIAa TOCYZapCTBEHHOTO W
MYHHUIUTIATEHOTO oprana,
YUPEIKIACHUS, OpraHU3aIUN
Baageer meromamu  ocy-
IICCTBJICHUSI B3aUMOJICHCTBUEC
B paMKax BHYTPHBEIOMCTBEH-
HOTO M MEXBEJIOMCTBCHHOTO
AJIEKTPOHHOTO JOKYyMEHT0000-
pora, (GOPMHpPOBAHUS JIOKY-
MEHTaJbHOTO (OHJA TOCynap-
CTBCHHOTO U MYHHIIMIIATBHOTO
opraHa, y4pexJIeHHs, OpraHu-
3allu¥; HaBBIKAMHU pa3pabOTKH
U OoQOpMIIEHHS YHpaBieHYe-
CKUX JOKYMEHTOB, INpHMEHe-
HUS TpaBUJI pabOTHI C JOKY-
MEHTaMH M OCYIIECTBIICHUS
JIOKyMEHTO000poTa

3. MecTo IUCHMILUINHBI B CTPYKTYP€E OCHOBHOI 00pa30BaTeILHOI MPOrpaMMbl U

JucuunnuHa JJokyMeHTallmoHHOE O0ecTieueHue YIpaBiIeHUs OTHOCUTCS K 4acTH, POopMHu-
pyemoil ydacTHMKaMu oOpa3oBarenbHbIX oTHomeHud Omoka 1 (b.1). Kommnerenmuw,
JlokyMeHTallMoOHHOe ~ OoOecliedeHre  YIpaBJICHUS, TaKxke

bopmupyemble

MUCIUILIINHOMN

(bopMUpYIOTCS U HA IpYTUX dTanax o0y4eHHs APYTUMHU TUCHUIUIMHAMU B COOTBETCTBUU C y4eO-
HBIM IUIAHOM.

4. O0beM AUCHMILVIMHBI U BUJbI y4eOHOH padoThl
4.1. Ounas dopma o0yueHus

Buj yueOHoit padoThl Bcero | CemecTpsl
4acoB | 7
KonTakTHas paGora o0yuanuxcs ¢ npenoaaparesjieM, B TOM YucJie: 54 54
3aHsATHs JeKimonHoro Tuma (3JIT) 16 16
3anstus cemuHapckoro tuna (3CT): 34 34
naboparopusie padotsl (3CT (JIP))
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Buj yueOHoit padoThl Bcero | CemecTpsl
4acoB | 7

npaktuueckue 3anarust (3CT I1P) 34 34
TPYIIOBBIE KOHCYJIbTALNH, U (M) HHAUBUIYAIbHYIO paboTy 00y4aro- 2 2
IIMXCS C IEIarOrMYeCKUMH PA0OTHUKAMH OpTaHU3aluu U (WJIN) JIUIIaMH,
MPUBJICKAEMBIMH OpTaHM3aLMeH K peanu3aiuy 00pa3oBaTeIbHBIX MPO-
rpaMM Ha MHBIX YCJIOBUAX (B TOM YMCIIC UHANBUAYATbHbBIC KOHCYIbTAIIMHN)
(TK)
TPYNIOBBIE KOHCYJIBTAIUU IO MOATOTOBKE KYPCOBOTO MPOEKTa (PaboThI) - -
KOHTaKTHasi paboTa IpH MPOBEACHUH MPOMEKYTOYHOH aTTeCTalluu (B TOM 2 2
YHCIIe P OLICHUBAHUH PE3YJIbTaTOB KYPCOBOTO MPOSKTHUPOBAHHUS (BBITIOJ-
HeHUsl KypcoBbIX padot) (ITA koHT)
CamocrosiTesibHas padora odyuawiierocs (CPO), B ToM yucie 54 54
CPy3 -camocrosTensHas paboTa 00yJaroIerocs mpy MmoAroToBKe K y4eo- 52 52
HBIM 3aHATHSAM M KYpPCOBBIM ITPOEKTaM (paboTam)
CPna -camocrosiTenbHas padoTa 00ydJaronierocs Ipy NOAroToBKe K mpome-| 2 2
KYTOYHOM aTTECTalUHU
IIpome:xkyTouHasi aTTECTANMSA 3a4er
OO0umast Tpy10eMKOCTb JMCUMILIHHBI: YaChl 108 | 108

3aYeTHbIE eTHHUIIbI 3 3

4.2. OyHo-3204Has popMa 00yUyeHHs
Bup y4eOHoii padoThI Bcero | CemecTpbl
4acoB| g

KonTakTHas padora o0y4yaroumuxcs ¢ npemnojgaBarejieM, B TOM YucJjie: 26 26
3aHsATUs JekiuonHoro Tuma (3JIT) 10 10
3anstus cemunapcekoro tuna (3CT): 12 12
naboparopusie padbotsl (3CT (JIP))
npaxktuueckue 3ansatus (3CT IIP) 12 12
IPYNIOBbIE KOHCYNbTALNHU, U (UJIM) HHAUBUAYAIbHYIO paboTy o0y4ato- 2 2
IIUXCS C IEarOrMYeCKUMH PAOOTHUKAMK OpTraHU3aluy ¥ (WJIN) JTUIAMH,
MPUBIIEKAEMBIMH OpTaHU3alMeH K peaTu3aiuy 00pa30BaTebHBIX IPO-
rpaMM Ha MHBIX YCJIOBHUSAX (B TOM YMCIIC UHANBUAYATbHBIC KOHCYIbTAIIMHN)
(TK)
TPYMIOBBIE KOHCYNBTAILIUU IO MOATOTOBKE KYPCOBOTO IIpoeKkTa (paboThl) - -
KOHTaKTHasi paboTa MpH MPOBEICHUHU MPOMEKYTOYHON aTTecTaluu (B TOM 2 2
YHCIIe TP OIICHUBAHUH PE3YJIHTaTOB KYPCOBOTO MPOSKTHUPOBAHHUS (BBITION-
HeHus KypcoBbIX pabot) (ITA koHT)
CamocrosiTesibHasi pa6ora odyuawmierocsi (CPO), B Tom uncie 82 82
CPy3 -camocrosTensHas paboTa 00yJaroIIerocs Mpy MoAroTOBKE K y4ue0- 80 80
HBIM 3aHSITHSIM U KYPCOBBIM MPOEKTaM (paboTam)
CPma -camocTosiTenbHas paboTa 00ydJaronerocs Ipy NOArOTOBKE K pome-| 2 2
KYTOYHOU aTTecTarun
IIpomexyTouHas aTTeCTALMSA 3ayer
OO6masi Tpy10eMKOCTh THCIIUIIIHHBI: YACHI 108 | 108

3a4eTHbIC eAUHHUIbI 3 3




4.3. 3aounas ¢opma o0yueHus

Buna yueOHoii padoThI Bcero| Kypcsl
4acoB | 4
KonrTakTHas padora o0yuyarommxcs ¢ npemnojgasaresieM, B TOM 4YHucie: 14 14
3aHATUsA JeknuoHHoro Tuna (3JIT) 4 4
3aHsaTUs ceMunapckoro tuma (3CT): 6 6

naboparopusie padotsl (3CT (JIP))

npaktuaeckue 3anstus (3CT I1P) 6 6

IPYIIIOBBIC KOHCYJIBTALIUH,
IIMXCS ¢ IearornYecKuMy PabOTHUKAMH OpTaHU3aluy U (WIN) JIUIAMHU,
IIPUBJICKAEMBIMH OpraHU3aLUel K peanu3auy 00pa30BaTesIbHBIX MPO-
IpaMM Ha MHBIX YCJIOBUSX (B TOM YMCIIE HHIUBUAYAJIbHBIE KOHCYJIBTALIUN)

(I'K)

1 (WIHM) MHIMBHAYAIBHYIO paboTy 00y4aro- 2 2

IPYNIOBBIE KOHCYJIBTALUHU MO MOATOTOBKE KYPCOBOIO IIpoeKTa (paboTh) - -

KOHTaKTHasi paboTa MpH MPOBEACHUH MPOMEKYTOYHOH aTTeCTaluu (B TOM 2 2
qucyie IPU OLICHUBAaHUM PE3YJIbTaTOB KYPCOBOTO MIPOSKTUPOBAHHUS (BBIIO-
HeHus KypcoBbIX padot) (ITA koHT)

CamocrosiTenbHas padora odyuawuerocs (CPO), B ToM yucie 9 90

CPy3 -camocrosTensHas paboTa 00y4aromerocs mpyu moAroToBKe K y4eo- 90 90

HBIM 3aHATHSIM U KYpPCOBBIM ITPOEKTaM (paboTam)

CPna -camocrositenpHas pabota 00y4darolierocs Npu NoAroToBke k npome-| 4 4

KYTOYHOH aTTecTaluu

IIpoMe:kyTouHasi aTTECTALMSA 3aver

OO0mas Tpy10eMKOCTb THCIIUIIIHHBI: YACHI 108 | 108
3aYeTHbIe eINHUIIBI 3 3

5. Conepixkanue M CHUIITHHBI
5.1. Conep:xanue pa3iej0B IMCHUUILIUHBI

HaumenoBanue
Ne
asaesa
n/n pasi
JTUCIHHUIIINHBI

Coaep:xanue pasgesa

1. |[lokymeHT B cucteMe
yIpaBiIeHUs

Ponb u 3HaueHue NTOKYMEHTAlMOHHOTO OOECIeUeHHUsl YIPaBIICHUS.
Conepxanrie U QyHKIIMHU TOKYMEHTAIIMOHHOTO 00ecIieueHne yrpaB-
nenusi. HopmatuBHO-mpaBoBast 6a3a JOKYMEHTAI[MOHHOTO obecrieye-
HUS yrpaBieHus. ['ocymapcTBeHHas cucTeMa JOKYMEHTAI[HOHHOTO
obecneuenus ynpasnenus (I'CJOYVY). JlokymeHntannoHHoe obecrie-
YEeHHUE JICATEIIbHOCTH OPTaHOB TOCYJAPCTBEHHOTO YIIPABJICHUS U Op-
TaHOB MECTHOT'O CaMOYIPAaBIEHUSs, TOMKHOCTEH rOCyAapCTBEHHOU 1
MYHHUIMIIAIBHON CITYKOBI.

2. |TpeGoBanus k
yIIpaBICHYECKUM J0-
KyMEHTaM

VYHuuKanus M CTaHJapTH3aALMs yIPaBIE€HUYECKUX JTOKYMEHTOB.
VYHuuuupoBaHHble CUCTEMbI TJOKyMeHTaluuu. HopmaTtuBHbie 1 nipa-
BOBBIE aKThl O MpaBWiIaX O(POPMIICHUS YIPABICHUYECKHX JIOKYMEH-
TOB. ['0oCcyapcTBEHHBIE CTaHAPTHI HAa YIIPABICHYECKYIO JOKYMEHTA-
nuto. TpeboBaHus K 0hOPMIICHUIO PEKBU3UTOB JOKYMEHTOB. Dop-
MyJIIp IOKyMeHTa. biank nokymeHta, Buibl OiankoB. CoBpeMeH-
HBIE CPEJCTBA JOKYMEHTUPOBAHUS.
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Cucrema ympasieH-
YECKOW TOKyMEHTa-
[IUU OpraHa BJIacTH,
YUPEXKICHHUS, Opra-
HU3AIIH

CtpyKTypa cUCTEMBI yIIPaBIEHUECKON JOKyMeHTaluu. Opranuzanu-
OHHBIE IOKYMEHTBI YUpeXJIeHHsI, opranu3anuu. TpeboBaHus k opra-
HU3AIMOHHBIM JTOKyMeHTaM. llopsiiok pa3paboTKH, COCTaBIEHUS,
oopmieHus U BBeJICHHE B JICHCTBHE OPraHU3ALMOHHBIX JOKYMEH-
TOB. PacriopsautenbHble JOKYMEHTBI YUYPEKICHHs, OPraHU3aLUU.
TpeboBanust K pacopsiiuTeNbHBIM JoKyMeHTaM. llopsiiok paspa-
00TKH, cocTaBIeHUs, 0POPMIICHHS U BBEJICHHE B JICHCTBHUE paciopsi-
IUTEIbHBIX JOKYMEHTOB. VH(OpManuoHHO-CIIpaBOUHbIE JOKY-
MeHTHI npennpuarus. [Ipennaznadenue nHGOPMAIIMOHHO-CIIPaBOY-
HBIX 10KyMeHTOB. [IpaBuina coctaBienus u opopmieHus nHpopma-
LIAOHHO-CIIPABOYHBIX JTOKYMEHTOB. METOAUYECKNE U CIIPABOYHBIE
MaTEepHajbl 110 BOIPOCAM JEATEIBHOCTH JIMI] HA TOJDKHOCTAX IOCy-
JTApCTBEHHOM IrPpa)1aHCKOW M MYHHIIMIIATBHOMN CITy>KOBI.

CnyxeOHas Koppe-
CTIOHJICHITUS B
yIIpaBJICHUH

CayxeOHasi KOPPECIIOHIEHIIMS B AEATEIBHOCTH OPraHOB rocyjaap-
CTBEHHOI'O YIIPABJICHUs], MECTHOI'O CAMOYIIPABIICHHUS, YUPEKACHUMN U
opranuzaiuii. Bunel ciyxe6HOM koppecnonaeHuuu. CiyxeOHOe
MMCbMO, Pa3HOBUJHOCTU CIYKEOHBIX NuceM PeKBU3UTHI CiryxeO-
HOro mucbMa. PeueBoll 3THUKET B ClIy)XeOHOW KOPPECHOHIECHILIUU.
MexnyHapoaHsle IACbMa, NIPABUJIA COCTABICHUE MEXKIYHAPOIHBIX
nuceM. DJIEKTPOHHbIE MUCbMa, TPeOOBaHMS K 3JEKTPOHHOM Koppe-
CHOH/ICHIIMM B JACATEIBHOCTH OPraHOB rOCYAApCTBEHHOTO YIIPaBIIe-
HUS, MECTHOTO CaMOYIIPABJICHMsI, YUPEXKACHUNA U OpPraHu3alui, Ha
roCy/1apCTBEHHON U MYHULIMIIATBHOM CiIy:x0€.

JIOKyMEHTBI 110 JINY-
HOMY COCTaBYy, BeJie-
HHE KaJpOBOH JOKY-
MEHTaLUU

JIOKyMEHTBI 10 JUYHOMY COCTaBy (mepcoHany). JJoxkymeHTupona-
HUE TPYIOBBIX (ciyxeOHbIX) oTHomeHHH. [lopsaok odopmieHus
JOKYMEHTOB TIpH TIPUEME Ha paboTy, IPU NepeBO/Ie, IPH PaCTOpIKe-
HUU TPYLOBOrO J0roBopa (KOHTpakTa). JJOKyMeHTHI 1o Tpyay Hu
omate Tpynaa. TpynoBoil KoHTpakT (norosop). Ilpukassl mo nuu-
HOMY cocTaBy. JIuunele nena. Benenue kaapoBoil JOKyMEHTALUH.
O3HakoOMJIEHHE COTPYAHHUKOB C KaJpoBoil nokymeHTanuen. Cocras-
JIeHHe JOKYMEHTOB JIMYHOTO XapakTepa (aBToOHOrpadus, 3asmiie-
HUE, TOBEPEHHOCTb, pacnucka). Pe3toMe Kkak HOBBIN BUJ] TIOKYMEHTA.
Opranuzanus paboTsl ¢ IEPCOHANBHBIMU JaHHBIMU paOOTHUKOB. 3a-
LIUTA IEPCOHATBHBIX JaHHBIX COTPYAHHUKOB.

Opranuzanus pa-
OOTHI ¢ yrpaBiIeHYe-
CKUMH JOKYMEHTAMH

JIokyMeHTOOOOpOT U TOKYyMEHTONMOTOKH. CTPYyKTypa JOKYMEHTO-
000poTa opraHu3alum 1 yupexxaenue. TpeboBaHus, IpebsIBIseMble
K JIOKYMEHTO000poTy. XapakTepUCTUKU JOKyMeHTooOopora. Hop-
MaTHBHO-TIPABOBbIE AKTHI, PErJIaMEHTUPYIOIIUE JOKYMEHTOOO0POT
opranusanuu 1 yupexzaenue. [lopsaok u npaBusia paboTsl ¢ BXOs-
IIMMH, UCXOIAUIMMU W BHYTPEHHUMH AokymeHTamu. [locnenoBa-
TEJILHOCTh M COJIEpKaHUE Olepalnuii ToKyMmeHToo0opoTa. Mojaenu-
pOBaHKE aIMUHUACTPATUBHBIX IIPOLIECCOB U MPOLIEAYP B OpraHax roc-
YIapCTBEHHOW BJIACTH M OpraHax MECTHOTO CaMOYMpaBIEHHUS U HX
JOKYMEHTAIMOHHOE 00ecTeyeHHe.

Cucremaruzamusi ynpaBJI€HUECKUX HOKyMeHTOB. dDopMmupoBaHue
HOMEHKJIATYphl /€] OpraHa BIAcTH, YYPEXKACHHUs, OpraHHU3alluu.
q)OpMI/IpOBaHI/Ie M BCACHUC J1€JI B OpraHax BJIACTH, YIPCKICHHUAX, Op-
TaHU3AIUAX.
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CripaBo4HO-MH(OPMAITMOHHBIE CUCTEMBI OpraHa BJIacTH, YUpekKe-
HUS, OpTaHU3aIMK. YYeT JOKyMEHTOB, X TMOWCK, CIIPaBOYHAs pa-
6orta. Opranu3aiys JeJI0MPOU3BOJICTBA. 3alIUTa KOH(PUICHIINAIb-
HBIX JIOKyMEHTOB OT HECAHKIIMOHUPOBAHHOTO JOCTYTIA.

5.2. Pa3znesnl JUCHUIIIMHEBI H BUALI 3aHATHHA
5.2.1. Ounas ¢opma oOyueHust

HaumeHoBaHue pa3jiesioB u ®opmu- | Beero KonrakTHas padora CPO
TeM ATUCHUILIMHBI pyemMasi |4acoB| c o0yyawomumucs (4ac.)
KoMIIe-
TeHIHUs Hroro B TOM 4YHCIIE

3JIT|3CT|3CT| K/
(IP)|(ITP)| TIA

Tema 1. JlokymeHT B cucreme ynpasie-| IIK-5 14 6 2 4 8
HUS
Tewma 2. TpeboBaHus K ynpaBieH4e- ITK-5 14 6 2 4 8

CKHUM JOKYMCHTaM

Tema 3. Cucrema ymnpasiendeckoit go-| IIK-5 19 10 4 6 9
KYMEHTAIIMM OpPTaHa BIIACTH, YIPEXKJIe-
HUS, OpraHU3aliH

Tema 4. CiiyxeOHasi KOpPECTOHICHITUS T1K-5 17 8 2 6 9
B yIIpaBJICHUH

Tema 5. JIokyMEHTBI 110 JINYHOMY CO- ITK-5 19 10 4 6 9
CTaBY, BeJICHHE KaJPOBON JTOKyMEHTa-

12078

Tema 6. Opranuzanus padbotsi ¢ ynpas- | [1K-5 15 6 2 6 9
JICHYECKUMH JJOKYMEHTaMHU

'K I1K-5 2 2 2
IIpomesxyTouHas arrectanus (3a4er) I1K-5 4 2 2 2
Bcero yaco 108 | 54 | 16 34 | 4 | 54

5.2.2. OuHo-3a204Has popma 00yUeHHs

HanmeHnoBanue pa3aeiioB u ®opmu- | Beero KonrakTHas padora CPO
TeM JUCHUILIMHBI pyemasi |4acoB| c o0yuyawmumucs (4ac.)
KOMIIe-
TeHIUs Hroro B TOM YHCJIE

3JIT [3CT|3CT | TK/
(JIP)|(ITP) | TIA

Tema 1. JlokymeHT B cucreme ynpasie-| IIK-5 15 3 1 2 12
HUSI
Tema 2. TpeGoBanus K ynpaBieHde- I1K-5 15 3 1 2 12

CKHUM JJOKYMCHTaM

Tema 3. Cucrema ympasnenueckoit go-| IIK-5 18 4 2 2 14
KyMEHTAI[MM OpraHa BIIACTH, yUpexJe-
HUS, OpraHu3aluu

Tema 4. Cnyxxe6Has koppecnionaenius | I[1K-5 18 4 2 2 14
B yIIpaBIICHUH




Tema 5. JIoKyMEHTBI 110 JINYHOMY CO- IIK-5 18 4 2 2 14
CTaBY, BEJICHHE KaJpOBON JOKyMEHTa-
U
Tema 6. Opranu3zanus padotsl ¢ yrpas- | [IK-5 18 4 2 2 14
JICHYECKUMH JJOKYMEHTaMHU
'K [1K-5 2 2 2
[IpomexxyTounas arrectarus (3a4eT) ITK-5 4 2 2 2
Bcero yacos 108 | 26 | 10 12 | 4 | 82
5.2.3. 3aounas ¢opma o0yueHust
HanmeHoBaHMe pa3ie/ioB U ®opmu- | Beero KonrakTHas padora CPO
TeM QU CHUTIIUHbBI pyemasi |4acoB| ¢ o0y4amumMucs (4ac.)
KOMIIe-
TeHIHUs Hroro B TOM 4HUCIIE
3JIT |3CT |3CT | 'K/
(JIP)|(ITP) | ITA

Tema 1. lokymeHT B cucteme ympasie-| [IK-5 15 1 1 14
HUS
Tewma 2. TpeboBanus K ynpapieH4e- ITK-5 15 1 1 14
CKUM JIOKYMEHTaM
Tema 3. Cucrema ynpasneHdeckoit mo-| IIK-5 18 2 1 1 16
KyMEHTAllUM OpraHa BJIACTH, y4upexje-
HUS, OpTaHU3aLUuU
Tema 4. CiiyxeOHasi KOpPECTIOHICHITUS T1K-5 18 2 1 1 16
B yIIpaBJICHUH
Tema 5. JIokyMEHTBI 110 JINYHOMY CO- IIK-5 18 2 1 1 16
CTaBY, BeJICHHE KaJpOBOH JTOKyMEHTa-
iy2078
Tema 6. Opranunzanus padbotsl ¢ ynpas- | [IK-5 16 2 1 1 14
JICHYECKUMH JJOKYMEHTaMHU
'K I1K-5 2 2 2
ITpomesxyTouHas arrectanus (3a4er) I1K-5 6 2 2 4
Bcero yacos 108 14 6 4 4 | 94

6. KonTakTHas U caMoCcTOsITeIbHAS PadoTa 00y4arommuxcsi
KonTakTHas paboTa mpu MpoBeACHUU yYEOHBIX 3aHATHI MO AUCHUTUIMHAM (MOJYIISM)

BKJIFOYAET B CeO4:

3aHATHUS JIEKIIMOHHOTO TUNA (JIEKIUH U WHBbIE Yy4eOHbIC 3aHATHS, NpeaycMaTpUBaroIIue
MPEUMYIIECTBEHHYIO Tiepenady yueOHor nHpopmaIuy negarorndeckumMu pabotaukamu PMAT
u (W) nuuamu, npusiekaeMbiMu PMAT k peanuszanuu oOpa3oBaTeiIbHBIX MPOTPaMM Ha MHBIX
YCIIOBUAX, 00y4aromuMcs) U (MJIK) 3aHATUS CEMHUHAPCKOTO TUIA (CEMUHAPHI, IPAaKTHYECKUE 3a-
HATUS, TPAKTUKYMBI, 1a00paToOpHble pabOThl, KOJUIOKBUYMbI U MHBIE aHAJIOTMYHBIE 3aHITHS), U
(MM) TPYNIIOBBIE KOHCYIbTAUM, U (WJIN) MHIMBUAYAIBHYIO paboTy 00y4aroMXcs ¢ Mearoru-
yeckuMu pabotHukamu PMAT u (unm) nunamu, npusinekaeMbiMu PMAT k peanuzanuu oOpaso-

BAaTCJIbHBIX MPOTpaAMM Ha UMHBIX YCIIOBUAX (B TOM YHUCJIC UHAWBUAYAJIbHBIC I(OHCYJIBTaI_[I/II/I).

3anarus JICKOMOHHOI'0 TUIIA IMPOBOAATCA B COOTBETCTBHUU C 00BeEMOM U COJZICPIKAaHUEM,

MMpeaACTaBJICHHBIM B Ta6JII/II_Ie pasaciia 5.
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ITpu mpoBeaeHnU y4eOHBIX 3aHATHIA MO0 TUCHUIUIMHE 00ECIIeYBAETCS pa3BUTHE y 00yda-
IOLUXCS HaBBIKOB KOMaHJIHOU pabOThl, MEXINYHOCTHON KOMMYHUKALIUW, IPUHSTUS PEIICHUH,
JHUJIEPCKUX KA4eCTB (BKIJIIOUYAs IPU HEOOXOIMMOCTH MPOBEICHHE NHTEPAKTUBHBIX JICKIHH, TPyII-
MOBBIX JUCKYCCUH, POJIEBBIX UTP, TPEHUHIOB, aHAJIN3 CUTYAI[Mil 1 UMUTAIIMOHHBIX MOJENEH, co-
Jep’KaHuE AUCLUILIMHBI (MOJYJIsl) COCTABJIEHO HA OCHOBE PE3yJIbTaTOB HAYUHbIX MCCIIEA0BAaHUM,
npoBoauMbIXx PMAT, B TOM 4mcCIIe C y4€TOM PErHOHAIBHBIX OCOOCHHOCTEH MpodecCHOHATbHON
JESITEIIbHOCTH BBIITYCKHUKOB ¥ MOTpeOHOCTEH paboToaareneil.

6.1. 3aHATHA CEeMHMHAPCKOr0 THNA (CeMHUHAPbl, MPAKTUYeCKHEe 3AHATHUS, NPAKTH-
KYMBbI, JIa00paTOpHbIe padoThl, KOJJIOKBUYMBI U JIP.)

Tema 1. /lokymenm 6 cucmeme ynpaeneHus

Tpyooemxocms 3anamusn. 4 daca (ounas popma).

I]ens 3anamun: OCBOGHUE CYIIHOCTH M COJCPKAHUS TOKYMEHTALIMOHHOTO 00ECTICYCHHUS
yrpaBiaeHus st GOpMHUPOBAHUS TOTOBHOCTU OCYILECTBIISATH BEJICHUE JEIONPOU3BO/ICTBA, JJICK-
TPOHHOTO JOKyMeHTOoOoOOpoTa 1 apxuBHoro jaena ([1K-5).

Tun 3anamusa: ceMuHap

Dopma npogedenus: TpynInoBbIe JTUCKYCCUU

Ocnosénaa mema (Mu6o npoodaema) 011 00cyscOeHua: poilb U 3HAYCHHUE JOKYMEHTA B
yIpaBJICHUH.

Bonpocul ona oocyscoenusn:

1. Ponb u 3HaueHUE JOKYMEHTAIMOHHOTO O0ECIICYCHUS YIIPABIICHHUS.

2. Cognepxanue v pyHKIUU JOKYMEHTAIIHOHHOTO O0ecTieueHUe YIpaBICHUSs.

3. HopmaruBHO-TIpaBoBas 0a3a JOKyMEHTAIIHOHHOTO 00ECIIEYeHUs YIIPaBICHHUS.

4. T'ocynapcTBeHHas cucTeMa JOKyMeHTalmoHHOro ooecneueHus ynpasnenus (I'CAOY).

5. JloKyMeHTalMOHHOE O0ecreueHue AesITeIbHOCTU OPraHOB I'OCYJapCTBEHHOI'O YIIpPaB-
JICHUS] U OPTaHOB MECTHOT'O CaMOYIPAaBIEHUS, IOJDKHOCTEH TOCYJapCTBEHHON M MyHHUIIMITATEHON
CITYXKOBI.

3aoanue: NOATOTOBUTCS K IUCKYCCUU O POJIM M 3HAYEHUU B 00ECIICUCHUU JIEATEIbHOCTH
OpraHoOB TI'OCY/JapCTBEHHOI'O YNPABIEHUS M OPraHOB MECTHOIO CAMOYIPABJICHUS, TOJKHOCTEN
roCy/IapCTBEHHOW U MYHULIUTIATHHON CITYKOBI.

Tema 2. Tpebosanusn K ynpagienuecKkum 0OKYMEHmMam

Tpyooemkocmo 3anamus: 4 qaca (ounast popma).

Ilens 3anamusa: ocBoeHre TpeOOBaHUN HOPMATHBHO-TIPABOBBIX aKTOB K YIIPABIEHYECKUM
JOKYMEHTaM 1151 (GOpMUPOBAHHSI TOTOBHOCTH OCYIIECTBIISITH BEICHUE JICTOMPOU3BOJICTBA, DJICK-
TPOHHOTO JOKyMeHTOo0O0poTa 1 apxuBHoro jaena (ITK-5).

Tun 3anamusa: ceMuHap

@Dopma npogedenus: TPyNIOBbIE TUCKYCCUH, TpaKTUUYeCcKas paboTa

Ocnosnas mema (Mud60 npoodaema) onsa oocyxycoenun: TpedOBaHUS HOPMATUBHO-TIPABO-
BBIX aKTOB K COCTABIICHUIO U O(DOPMIICHUIO yIIPaBICHUYECKUX JOKYMEHTOB.

Bonpocul ona oocyymcoenusn:

1. Vaudukaius u cTaHgapTA3aus yIpaBIeHIeCKUX JOKYMEHTOB.

2. YHU(UIIMPOBAHHBIC CHCTEMBI JOKYMEHTAITUH.

3. HopMaTtuBHBIE 1 paBOBbIE aKTHI O MpaBUiIaxX 0POPMIICHHUS YIIPABICHUYECKUX TOKYMEH-
TOB.

4. TocynapcTBEeHHBIE CTaHIAPTHI HA YIIPABIEHYECKYIO IOKYMEHTAIIUIO.

5. TpeboBanus k 0HOPMIICHHIO PEKBU3UTOB JTOKYMEHTOB.

6. ®opmynsip fokyMeHTa. braHk nokymeHTa, BuabI O1ankoB. COBpeMEHHBIE CPEICTBA J10-
KYMEHTHPOBAHUSI.
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3aoanue: cocTaBUTh MaKeThl OOIIEro OJlaHKAa OpraHW3alvy, OJaHKa JEIOBOTO MUCHMA,
0JlaHKa KOHKPETHOTO BHJIa IOKYMEHTA OpPraHa roCyJapCTBEHHOTO YIPaBICHUS, MECTHOTO CaMo-
yIpaBICHUS, YUYPSKICHUS U OPTaHU3alUU, TOJKHOCTH TOCYAApCTBEHHOW M MYHHIIUIIATHHON
CITYXOBI.

Tema 3. Cucmema ynpasnenueckoi 0OKyMeHmMauuu opeana 61acmu, yupexcoeHust, op-
2anuzayuu

Tpyooemxocms 3anamusn. 6 9acoB (ounas popma), 1 gac (3aounas gopma)

Ilenv 3anamua: OCBOEHUE CUCTEMBI YIPABICHYECKOW JOKYMEHTALlMM OpraHa BIIACTH,
YUpEXKJIEHUS, OpraHU3aluu, MOpsiiKa UX pazpaboTKu U pabOThl ¢ HUMH JUIs POPMHUPOBAHUS TO-
TOBHOCTU OCYILECTBIISATh BEACHHUE JEIONPOU3BOJICTBA, FIEKTPOHHOIO JOKYMEHTO00OpOTa U ap-
xuBHOro aeia (ITK-5).

Tun 3anamusa: ceMuHap

@Dopma npoeedenus: TpyNIoBbie AUCKYCCUU, IPaKTHUECKas paboTa

Ocnosnasa mema (muéo npoonema) 013 06CyxycoenusA: peHaA3HAYCHUE, TTOPAJIOK U Tpa-
BUJIA COCTaBJICHUS U OOPMIICHHSI OPraHU3alMOHHBIX, PACTIOPSAUTEIBHBIX U UH()OPMAIIMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB.

Bonpocul ona oocyscoenusn:

1. Crpykrypa cuctemsl ynpaBieHY€CKONH JOKYMEHTAIIH.

2. OpranuzalMoOHHbIEC IOKYMEHTHI YUpEeKIeHUs, opranu3anuu. TpeOoBaHUus K opraHuza-
UOHHBIM JToOKyMeHTaM. [lopsimok pa3pa®oTku, coctaBieHHs, 0OPMIICHUS U BBEICHHE B JICH-
CTBHUE OPTaHU3AIMOHHBIX TOKYMEHTOB.

3. PacnopsimuTenbHBIE TOKYMEHTBI YUPESKICHUs, OpraHu3anuu. TpeOoBaHus K pacropsi-
JTUTENbHBIM JoKyMeHTaM. [lopsaok pa3paboTku, cocTaBieHusi, 0pOpPMIICHUS U BBEICHUE B JICH-
CTBUE PACHOPAIUTEIBHBIX TOKYMEHTOB.

4. NHdopmanroHHO-CIIpaBOYHbIE TIOKYMEHTHI ipeanpusatus. [Ipeqnaznayenue nundopma-
IIMOHHO-CIIPAaBOYHBIX JTIOKYMEHTOB. llpaBmia cocraBienuss U odopmieHus: MHPOPMALUOHHO-
CIIPABOYHBIX IOKYMEHTOB.

5. Metoaudeckue U CipaBOYHbIE MaTE€pHalibl IO BOIIPOCAM JI€ATEIbHOCTH JIUI] Ha JOJK-
HOCTSX TOCYJapCTBEHHOM IpakJaHCKON ¥ MyHHUIIUIIATLHOUN CITyXKOBI.

3aoanue: packpbITh CO/EepKaHUE U MpaBuia 0GOpMIIEHUSI OPraHU3allMOHHBIX, paclops-
TUTENbHBIX ¥ MH(GOPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB KOHKPETHOTO OpraHa rocyaapCTBEH-
HOTO YIIPaBJIEHUS, MECTHOTO CAMOYIIPABJICHUS, YUPEXKICHUS U OpraHu3alluy, JOKHOCTEH rocy-
JAPCTBEHHOHN M MYHHUIIMIIATEHOU CITyXKOBI.

Tema 4. Cnyscedonan Koppecnonoenyus @ ynpagieHuu

Tpyooemkocmy 3anamus’ 6 yacoB (ouHas ¢popma), 1 gac (3aouHas popma)

I]ensy 3anamusa: OCBOGHUE MOPSIKA U MPABWI COCTaBIECHUS U O(QOPMIICHUS CITy>KEOHOM
KOPPECHOH/JIEHIIMU B JESATENIbHOCTH OPraHOB I'OCYJIapCTBEHHOI'O YIPaBJIEHUs, MECTHOIO CaMo-
yIpaBIeHUs, YIPEKACHUN U OpraHu3anuil s GopMUpoBaHUS TOTOBHOCTH OCYIIECTBISAThH Befe-
HHE JICONPOU3BOICTBA, JICKTPOHHOTO JOKYMEHTOO0O0poTa 1 apxuBHOro jaena (ITK-5).

Tun 3auamua: ceMuHap

@dopma npoeedenusn: TPyIIOBbIE JUCKYCCUH, TpaAKTUUYECKasi paboTa

OcHnoenas mema (1ubo npoodema) 011 006cyryHcoeHus: paBUiia COCTaBIECHUS U opopmiie-
HUS CITy’)KEOHOW KOPPECHOHJIEHIIMU B JIEATEIbHOCTH OPraHOB IrOCYJapCTBEHHOTO YIpPAaBIIEHUS,
MECTHOT'O CaMOYTIPABIICHHUS, YUPEKICHUN U OpraHU3aLMi.

Bonpocuwl ona obcysymcoenusn:

1. CnyxebHas KOPPECHOHCHIIUS B IEATEIILHOCTH OPraHOB TOCYAApCTBEHHOTO yIIpaBiie-
HUS, MECTHOTO CAaMOYTIPABIICHHUs, YUPEKACHUN U OPraHU3aLAN.

2. Buapl ciyxeOHOM koppecnionaeHu. Ciayxe0Hoe MHMCbMO, Pa3HOBUIHOCTH CIIYXe0-
HBIX TIceM PekBU3UTHI cyKeOHOTr0 MUChMa.

3. PedeBoil 3THKET B CIIy’>keOHOH KOPPECTIOHICHIINH.
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4. MexyHapoHble MHChbMa, IPABUIIA COCTABICHUE MEXAYHAPOIHBIX ITHUCEM.

5. DneKTpOHHbIE MHChbMa, TPEOOBAHHUS K AIEKTPOHHON KOPPECIIOHICHIINH B 1€ATEIbHOCTH
OpraHOB rOCYJapCTBEHHOTO YIPABJICHHS, MECTHOTO CAMOYTIPABIICHHUS, YUPEIKICHUN U OpraHu3a-
W, HA TOCY/IapCTBEHHOW U MYHHUITUIIAJILHOM CITyXKOe€.

3aoanue: cocTaBUThH CIIy’)K€OHOE MUCHMO OpraHa TOCYAAPCTBEHHOTO YIPABJICHUS, MECT-
HOTO CaMOYIIPaBJICHUS, YUPEKICHUS U OpPraHu3alluy, JOKHOCTHOTO JIMIIA TOCYIapCTBEHHON U
MYHUIUTIATIBEHOM CITy>KObI (MCXOIHBIE IaHHBIE OTIPEICIISIIOTCS MPENOIaBaTeNIeM 110 AUCITUIUIHHE).

Tema 5. /lokymenmul no 1uunomy cocmagy, edenue Kaopoeoil 0OKymMeHmayuu

Tpyooemxocms 3anamusn. 6 dacoB (ounas popma), 1 gac (3aounas Gopma)

Iens 3anamusa: ocBOeHHE NOPsAKA U MPaBWI 0POPMIICHUS U BEeIEHUs KaJpOBOW JOKY-
MEHTAIlMM OpraHa BJACTH, YUYPEXKACHUs, OpraHu3aluu s (HOPMUPOBAHUS TOTOBHOCTU OCY-
HIECTBIIATH BEJCHHUE JEIOMPOU3BOJCTBA, HIEKTPOHHOTO JOKYMEHTOOOOPOTa U apXMBHOIO Jeia
(TIK-5).

Tun 3anamusa: ceMuHap

@Dopma npoeedenus: TpyNInoBbie AUCKYCCUU, IPaKTHUECKas paboTa

Ocnosnas mema (nu6o npoodaema) 011 0ocyycoenusn: NOPsAI0K 0HOPMIICHHS U BEJICHUS
KaJpOBOM JTIOKYMEHTAIIUX OpraHa BIACTH, YUPEXKICHUS, OPTraHU3aIHH.

Bonpocul ona obcysymcoenusn:

1. JIokyMeHTBI IO TUYHOMY COCTaBY (IIEPCOHATY).

2. JIOKyMEHTHpPOBAaHUE TPYIOBBIX (CIyKEOHBIX) OTHOIICHUHA.

3. Iopsanox odhopmieHus: TOKyMEHTOB MPHU MpUEMe Ha paboTy, IpHU MEPEBOE, IPHU pac-
TOP>KEHHUH TPYJIOBOTO JOTOBOPA (KOHTPAKTA).

4. JIOKyMEeHTHI 110 TPYly U OoIuiaTe TpyAa. TpyaoBoil KOHTPAKT (AOTOBOD).

5. Ilpuka3sbl 1O TUYHOMY COCTaBY.

6. Jlnunble nena cayxamux (paboTHUKOB).

7. Benenune kanpoBoil qokymeHTanuu. O3HAKOMJICHHUE COTPYIHUKOB C KaJpPOBOHM JOKY-
MEHTAalEN.

8. CocraBieHune JOKyMEHTOB JJHYHOTO XapakTepa (aBroOuorpadus, 3asiBIeHUE, TOBEPEH-
HOCTb, pacnucka). Opranuszaius padoThl ¢ IEPCOHAITBHBIMU TaHHBIMH PAOOTHUKOB. 3allIuTa mep-
COHAJIBHBIX JIAaHHBIX COTPYAHHUKOB.

3aoanue: noarOTOBUTH (POPMYJIISPHI MPUKA30B MO JIHYHOMY COCTaBY, JIMYHOW KapTOUKH
paboTKa, TOKyMEHTOB I10 y4E€TYy TPYAa M HMCIIOJIB30BaHMs pab04Yero BpEMEHH OpraHa rocysiap-
CTBEHHOTO YIIPABJIEHHsI, MECTHOT'O CaMOYIIPaBJICHUS, YUPEXKJICHHUS M OPraHU3allH, JODKHOCTEH
rocy/1apCTBEHHOW U MYHULIUIIATbHON CITYKOBI.

Tema 6. Opzanusayusa padbomul ¢ ynpasieH4ecKUMu 0OKymMeHmamu

Tpyooemkocms 3anamus’ 6 yaco (ouHast popma), 1 yac (3aouHast popma)

I[ens 3anamun: ocBOeHNE TPABUII pabOTHI ¢ JOKYMEHTAaMHU U OCYIIECTBICHHUS TOKYMEH-
T0000pOTa A1 (POPMUPOBAHUS TOTOBHOCTH OCYILECTBIISATh BEJCHME JIEIONPOU3BOJCTBA, dJEK-
TPOHHOTO JOKyMeHTo0oOO0poTa 1 apxuBHoro jaena (I1K-5).

Tun 3anamua: ceMuHap

@dopma npoeedenusn: TPyIIOBbIE JUCKYCCUH, TpaAKTUUYECKasi paboTa

Ocnoenasa mema (1ubo npoodrema) 01 o6CyycoeHusa: oOpranu3aIys JOKyMEeHTO000poTa
TPEIIPUSTHSL.

Bonpocul ona oocyymcoenusn:

1. JTokyMeHTOOOOPOT U JOKYMEHTONOTOKH. CTPYKTYypa JOKYMEHTOOOOPOTa OpraHu3aluu
U yupexxaeHue. TpeboBaHus, MpeabsBiIseMble K TOKYMEHTOO00POTY. XapaKTepUCTHKH JOKYMEH-
To00OpOTA.

2. HopMmaTuBHO-TIPaBOBBIE aKThl, PETJIAMEHTUPYIOIIHE JOKYMEHTOOO0POT OpraHu3aIiy 1
YUpEKICHUE.
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3. Tlopsimok u mpaBuia paboOThl ¢ BXOISAIIMMU, UCXOASIIMMHA U BHYTPEHHUMHU JTOKyMEH-
tamu. [locaenoBaTeIbHOCTE M COJep KaHKEe OTEpaIiii JOKYyMEHTO000poTa.

4. MojaenupoBaHHe aJIMUHHCTPATUBHBIX IMPOLECCOB M MPOLEAYpP B OpraHax rocyuap-
CTBEHHOH BJIACTH M OPTaHaX MECTHOT'O CAMOYIIPABIICHUS U UX JIOKYMEHTAIIMOHHOE 00eCIICUeHHE.

5. Cucremartu3zamus ynpaBiIeHYECKHX JOKyMEHTOB. @OpMUPOBaHUE HOMEHKIIATYPHI JIeT
OpraHa BJIACTH, YUPEKACHUS, OpPTaHU3aLIUH.

6. Opranuzanust xpaneHus 10KymMeHToB. @opMupoBaHue 1 BEeACHUE Je]l B OpraHax Biia-
CTH, YUPEKICHUSIX, OpraHu3alusiX. APXUBHOE XpaHEHUE JOKYMEHTOB.

7. CrpaBo4HO-UH(OPMAIIMOHHBIE CUCTEMBI OpPraHa BJIACTH, YUPEXKACHUS, OpraHU3aIHu.
Yuer JOKyMEHTOB, UX HOUCK, CIIpaBo4Has padoTa.

8. Opranuzanusi AeJIONPOM3BOJCTBA. 3alUTa KOH(PHICHIMAIBHBIX JOKYMEHTOB OT He-
CaHKIIMOHUPOBAHHOTO JIOCTyIa

3aoanue: coctaBUTH CXeMbl pabOTHI C BXOSIIMMH, HCXOSAIIMMHI U BHYTPEHHUMH JIOKY-
MEHTaMH1 OpraHa roCy/IapCTBEHHOTO YIIPABICHHUS, MECTHOTO CAMOYTIPABIICHUS, YUPEXKICHHUS U Op-
raHu3anusl.

6.2. 3agaHus 1J15 CAMOCTOSITEILHOM PadoThl 00y4YaKOIIMXCS

Tema 1. /lokymenm 6 cucmeme ynpasineHus

Buo pabomui: uzyuenue nuteparypsl 110 TeMe, IOATOTOBKAa K CEMUHAPCKOMY 3aHSTHIO.

Bonpocwl ona camocmoamenvnoit pabomot:

1. Ponb u 3HaueHUE JOKYMEHTAIMOHHOTO O0ECIICYCHUS YIIPABIICHHUS.

2. Cognepxanue v pyHKIUU JOKYMEHTAIIHOHHOTO O0ecTieueHUe YIpaBICHUSs.

3. HopmaruBHO-TIpaBoBas 0a3a JOKyMEHTAIIHOHHOTO 00ECIIEYeHUs YIIPaBICHHUS.

4. T'ocynapcTBeHHas cucTeMa JOKyMeHTalmoHHOro ooecneueHus ynpasnenus (I'CAOY).

5. JIoKyMeHTallMOHHOE O0ecreueHue AESITEIbHOCTH OPraHOB I'OCYJIapCTBEHHOIO YIIpPaB-
JICHUS] U OPTaHOB MECTHOT'O CaMOYIPAaBIEHUS, TOJKHOCTEH TOCYJapCTBEHHON U MyHUIIUIIATIbHON
CITYXKOBI.

3aoanue: N3yuuTh MaTepHUAI MO BOIIPOCAM JII CAMOCTOSTENIbHOM paboThI, MOTOTOBUTCS
K JIUCKYCCHUM O POJM U 3HAYEHMM B OOECIEUEHUU JACSITEIbHOCTH OPraHOB I'OCYJapCTBEHHOIO
YIPaBIEHUS U OPraHOB MECTHOI'O CaMOYIPABJIECHUS, NOJKHOCTENH TOCYJapCTBEHHON U MYHHIIH-
MaJbHOM CITY>KOBI.

Tema 2. Tpebosanus Kk ynpasnenueckum 0OKyMeHmam

Buo pabomui: nzyyeHue nurepaTypsl 10 TEME, HOATOTOBKA K MPAKTUUYECKOMY 3aHSITHIO.

Bonpocwt ona camocmoamensvhoii padomor:

1. Vaudukaius u cTaHgapTA3aus yIpaBIeHIeCKUX JOKYMEHTOB.

2. YHU(MUIIMPOBAHHBIC CUCTEMBI JOKYMEHTAITUH.

3. HopMaTtuBHbIe 1 paBOBbIE aKTHI O MpaBUiIax oPOPMIICHHUS YIIPABICHUECKUX TOKYMEH-
TOB.

4. TocynapcTBEeHHBIC CTAaHIAPTHI HA YIIPABIEHYECKYIO TOKYMEHTAIIUIO.

5. TpeboBanus k 0HOPMIICHHIO PEKBU3UTOB JTOKYMEHTOB.

6. @opmynsip fokyMeHTa. brank nokymeHTa, Buabl O1ankoB. COBpeMeHHbIE CPeCTBA J10-
KYMEHTHPOBAHUSI.

3aoanue: N3y4nuTh MaTEpUAI MO BOIIPOCAM JISI CAMOCTOSTENIbHOM paOOThI, MOATOTOBUTCS
K TIPAKTUYECKOMY 3aHSTHIO, COCTAaBUTh MaKeThl 001Iero O6JlaHKa opraHu3amuy, OJlaHKa JeJI0BOTO
nuchMa, ONlaHKa KOHKPETHOTO BHJIA JJOKYMEHTA OpraHa roCcyJapCTBEHHOTO YIPaBJICHUS, MECT-
HOTO CaMOYIIPaBJICHUS, YIPESKICHUS U OpTraHU3AIMH, JOJPKHOCTH TOCYJapCTBEHHON W MYHUIIU-
HaJIbHOW CITY>KOBI.

Tema 3. Cucmema ynpagenueckoil 00KyMeHmayuu op2ana 61acmu, yupexcoeHus, op-
2anuzayuu
Buo pabomer: vizydenue nuteparypsl o TeMe, OJroTOBKA K MPAKTUIECKOMY 3aHSATHIO.
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Bonpocwl ona camocmoamenvnoit pabomol:

1. CtpykTypa cuCTeMBbI YIPABICHUYSCKOU TOKYMEHTAIIUH.

2. OpraHu3alMOHHBIE TOKYMEHTHI YUpexaAeHus, opranu3anun. TpeOoBaHus K opraHu3a-
UOHHBIM JoKyMeHTaM. [lopsiok pa3paboTku, cocTaBieHus, ohopMIIeHUS U BBEICHHUE B JICH-
CTBUE OPTaHU3allMOHHBIX JIOKYMEHTOB.

3. PacniopsauTenbHble JOKYMEHTHI YUpPEKIEHUs, opranuzanuu. TpebGoBaHus K pacropsi-
JTUTETBHBIM JoKyMeHTaM. [lopsinok pa3paboTku, cocTaBieHus, 0hOpMIICHUS U BBEACHUE B JCH-
CTBUE PACHOPAIUTEIbHBIX JOKYMEHTOB.

4. NudopmManroHHO-CIIPaBOYHbIE TOKYMEHTHI Tpeanpusts. [Ipeanaznayenue uapopma-
[IMOHHO-CIIPABOYHBIX JTOKyMEHTOB. [IpaBuna cocraBneHuss u odopmieHus HHYOPMALMOHHO-
CIPABOYHBIX IOKYMEHTOB.

5. Metoauyeckue U CIpaBOYHbIe MaTepHalibl IO BOIIPOCAM JIEATEIbHOCTH JIUI] Ha JOJK-
HOCTSIX TOCYJapCTBEHHOHN IPa)K1aHCKOW N MYHHUIIMITATBHOMN CITYKOBI.

3aoanue: N3y4uTh MaTEpHUAI MO BOIIPOCAM JJII CAMOCTOSITENIbHOM pabOoThI, MOJATOTOBUTCS
K MPAKTUYECKOMY 3aHATHIO, M3YUYUTh COAEpIKaHUE M MpaBuia 0pOpPMIICHHUS OpraHU3alMOHHBIX,
pacnopsiAUNTEIbHBIX U MHPOPMAILIMOHHO-CIIPABOYHBIX IOKYMEHTOB KOHKPETHOTO OpraHa rocyap-
CTBEHHOTO YIIPaBJIEHUsI, MECTHOTO CaMOYIIPABJICHUS, YUPEXKIEHUS U OPraHU3allU, JOJKHOCTEN
roCcy/1apCTBEHHOW U MYHULIUTIATHHON CITYKOBI.

Tema 4. Cnyscednan KoppecnonoeHyus @ ynpagieHuu

Buo pabompui: izyuenue nuteparypsl 110 TEME, IOJATOTOBKA K IPAKTUYECKOMY 3aHATHIO.

Bonpocul ona camocmoamenvnoit padomot:

1. CnyxebHass KOPPECHOHACHIIUS B IEATEIILHOCTH OPTaHOB TOCYAAPCTBEHHOTO YIIPaBJie-
HUS1, MECTHOTO CAMOYIIPABIICHUS, YUPEXKIECHUN U OpraHU3aLui.

2. Buapl cimyxeOHoi koppecnionaeHun. Ciryxe0Hoe MTUChMO, Pa3HOBHIHOCTH CITyXeO-
HBIX NHceM PeKBU3UTHI C1y’eOHOro NUChMA.

3. PedeBoii 3THKET B CIIy’)keOHOH KOPPECTIOHCHIINH.

4. MexayHapo/iHble TMCbMa, IIPABUJIa COCTABIIEHUE MEXYHAPOHBIX [TUCEM.

5. DIeKTpPOHHbIE NUCbMa, TPEOOBAHHUS K AIEKTPOHHON KOPPECIIOHACHLIUHU B JESITEIbHOCTH
OpPraHoB rOCYAapCTBEHHOI'O YIIPABJIEHUS, MECTHOTO CAMOYIIPaBJICHMS, YUPEXKICHUN U OpraHu3a-
L[1H, Ha TOCYIapCTBEHHON U MYHUIIMIIAIBHOM CIIyX0€.

3aoanue: N3yunTh MaTepHUal MO BOIPOCAM I CAMOCTOSATENIbHOW PabOThl, HOATOTOBUTCS
K MPAaKTUYECKOMY 3aHATHIO, U3yYUTh MIPAKTUKY COCTaBICHUS U OPOPMIIEHHUS CITyK€OHON Koppe-
CIIOHJICHIIMM KOHKPETHOI'O OpraHa TOCYJapCTBEHHOIO YIPABIEHUS, MECTHOTO CaMOYIPABIICHUS,
YUPEXKJIEHUS U OPTaHU3alluH1, JOJKHOCTEH rocy1apCTBEHHOW M MYHUIIMIIAIBHOMN CITYKOBI.

Tema 5. /lokymenmot no 1uunomy cocmaesy, eedenue Kaopoeoi 00OKyMeHmayuu

Buo padbompi: uzyuenue nuTeparypsl 110 TEME, IOATOTOBKA K MPAKTUYECKOMY 3aHATHIO.

Bonpocwt ona camocmoamensvhoii padomuor:

1. JIoKkyMeHTBHI 10 JINYHOMY COCTaBY (TI€pCOHAIY).

2. JIoKyMEHTHpPOBAaHHE TPYIOBBIX (CITYKEOHBIX) OTHOIICHHH.

3. Tlopsinok odopmiieHUs! JOKYMEHTOB IIpH IpuemMe Ha paboTy, MpH MepeBoje, MpH pac-
TOPKEHUH TPYJOBOTO JOTOBOPA (KOHTPAKTA).

4. JIOKyMEHTHI IO TPYAY U oriate Tpynaa. TpyaoBoil KOHTPAKT (J0TOBOD).

5. Tlpuka3bl IO TUYHOMY COCTaBY.

6. JluuHble nena cayxamux (paboTHUKOB).

7. Benenune kanpoBoil qokymeHTaruu. O3HAKOMJIEHHE COTPYIHUKOB C KaJpPOBOHM JOKY-
MEHTAlUEH.

8. CocraBieHne TOKyMEHTOB JJMYHOTO XapakTepa (aBroOnorpadus, 3asBICHUE, TOBEPEH-
HOCTb, pacnucka). Opranusanus padoThl ¢ epCOHATLHBIMU TaHHBIMU paOOTHUKOB. 3aluTa mnep-
COHAJIBHBIX JIaHHBIX COTPYAHHUKOB.
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3aoanue: N3y4nTh MaTEpHUal MO BOIIPOCAM I CAMOCTOSATENILHOM PabOThI, HOATOTOBUTCS
K MPaKTUYECKOMY 3aHATHUIO, TOATOTOBUTH (POPMYJIPBI IPUKA30B IO JIMYHOMY COCTaBY, JINYHON
KapTO4kH paboTKa, TOKYMEHTOB IO Y4YeTy TPyJAa M HCIIOJIb30BaHUS pabovyero BpeMEHU OpraHa
roCyJapCTBEHHOI'O YIIPABJIEHHS], MECTHOT'O CAaMOYIIPaBJICHUS, YUPEKICHUS U OpraHU3aLuu, 10JIXK-
HOCTEH rocy1apCTBEHHON M MyHUITUTIAIBHON CITY>KOBI.

Tema 6. Opzanuzayusa padomel ¢ ynpaeieHyecKuUMu 0OKyMeHmamu

Buo pabomei: vzydyenue nuteparypsl 1o TeMe, OroTOBKA K MPAKTUIECKOMY 3aHSTHIO.

Bonpocwl ona camocmoamenvhoit pabomot:

1. JIokyMeHTOOOOpOT M JOKyMEHTONOTOKU. CTPYKTypa JOKYMEHTOO0OPOTa OpraHU3aIlUuH
u yupexjaenue. TpeboBaHus, MPeabsSBIIEMbIE K JOKYMEHTOO0OPOTY. XapaKTePUCTUKH JOKYMEH-
To00OOpOTA.

2. HopMaTuBHO-TIPAaBOBBIC aKThI, PETJIAMEHTUPYIONIUE TOKYMEHTOO0OPOT OpraHU3aIH U
YUPEKICHUE.

3. Iopsamox u npaBuia pabOTHI ¢ BXOASIIUMU, UCXOSAIINMHA U BHYTPEHHUMH JTOKYMEH-
tamu. [locienoBaTenbHOCTD U COIepIKaHue ONepalrii JOKYMEHTO000pOoTa.

4. MopenupoBaHue aJIMHUHUCTPATUBHBIX TPOIECCOB W MPOIEIyp B OpraHax rocyuap-
CTBCHHO# BJIACTH ¥ OpPraHax MECTHOT'O CAaMOYIPABIICHHS U X JIOKYMEHTAIIMOHHOE 00eCIieueHHE.

5. CucreMaTtusanus yrnpaBlIeHUYCCKHX JOKYMEHTOB. DOpMUPOBaHHE HOMECHKIATYPHI JIETT
OpraHa BJIACTH, YUPEXKJICHUS, OpraHU3allNH.

6. ®opMupoBaHUE U BEIACHUE JC]I B OPraHax BIACTH, YUPEIKICHUIX, OPTaHH3AIIHSIX.

7. CrnpaBo4HO-UH(POPMAIIMOHHBIE CUCTEMbI OpraHa BJIAcTH, YUPEKICHUS, OPTaHU3aIHH.
Y4er TOKyMEHTOB, HX TIOUCK, CIIpaBOYHAas padoTa.

8. Opranuzanus OeJONPOU3BOACTBA. 3aliuTa KOHGUACHIUAILHBIX JTOKYMEHTOB OT He-
CaHKIIMOHMPOBAHHOTO JIOCTYTIA

3aoanue: n3ydnTh MaTepHUall MO BOIPOCAM IS CAMOCTOSTEIILHOM PabOThI, IOJrOTOBUTCS
K TIPAaKTHYECKOMY 3aHSITHIO, COCTABHTH CXEMbI PA0OTHI C BXOSIIUMU, UCXOSIIMMHA ¥ BHYTPEH-
HUMH JIOKYMEHTaMH OpraHa TOCYJAapCTBEHHOTO YIIPaBIICHHsI, MECTHOTO CaMOYIIPaBJICHHUS, YUpe-
JKICHHS U OpTaHU3aITHS.

6.3. MeToauueckre pPEKOMEHJAIMU IO CaMOCTOSITENbHOM palboTe oOywaroumxcs u
MIOArOTOBKE K TPOMEXYTOYHOM aTTecTaluu

MeTtoauyeckne peKOMeHaluK 10 CaMOCTOSTENIbHON paboTe COCTaBIICHbI C LENbIO ONTH-
MU3aI1H [TPOLiecca OCBOCHUS 00yUaroIMMUCS y4eOHOr0 MaTepHaa.

CamocrosiTenpHas paboTa 00yJarolierocsi HarpaBjaeHa Ha yriayOJeHHOEe U3YUYECHHE pa3Jie-
JIOB U TeM paboyeil mporpaMMbl U MperoiaraeT U3y4eHue JIUTEPaTypHbIX HCTOYHUKOB, BBINOJ-
HEHHUE JIOMAIllHUX 33/IaHUi U KOHTPOJIbHBIX PadOT, MPOBEJCHUE UCCIIEI0BAaHUI Pa3HOTO Xapak-
Tepa. PaboTa oCHOBBIBaeTCS Ha aHAIM3€ MaTepPHUAJIOB, MyOIUKYEMBbIX B UHTEPHETE, a TAKXKE pPealb-
HBIX (DaKTOB, JIMYHBIX HAOIIOACHUH.

CamocrodrenbHas paboTa oOydarolierocs HaJl ycBOCHHEM MaTepuaia o AUCIUILINHE MO-
JKET BBITIOTHATHCA B UnTaIbHOM 3a5ie PMAT, cieninaibHO OTBEACHHBIX JIJISl CAMOCTOSITEILHOM pa-
00TBI IOMEIIEHUSX, TOCPEACTBOM UCIIOIb30BaHMs AIeKTpoHHON 6ubnuorexku u DM1OC PMAT.

CopepxaHve U KOJIMYECTBO CaMOCTOSTENIbHONH pPaOOThI OOYyYaroLIerocsi Onpeaessercs
y4eOHBIM IJTAHOM, METOAMYECKUMH MaTeprallaMH U yKa3aHUSAMHU IpernoaBaTess.

Taxxe camocTosiTenpHas paboTa BKIIIOYAET MOJATOTOBKY M aHAJIW3 MaTepUalioB 110 TeMaM
IPONYILIEHHBIX 3aHATHI.

CamocrosiTenbHast paboTa BO BHEAyIUTOPHOE BPEMsI BKIIIOUAET:

1) paboTy ¢ JEKIMOHHBIM MaTEpPHAIOM, MPEAYCMAaTPUBAIOIIAS MPOPAOOTKY KOHCIIEKTa
JICKIIHI;

2) u3ydeHue y4eOHOI 1 HaydHOU JIUTEepaTyphl;
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3) mowuck (moxoop) U 0030p JIUTEPATYPHI, AIEKTPOHHBIX UCTOYHHUKOB HH(OPMALIUH TIO HH-
JIMBHIYalbHO 3aJaHHOM MpoOiieMe Kypca, HalMCaHue TO0KJIAIa, NCCIIeI0BATeLCKON paboThI 110
3a/IaHHOM MpobIeme;

4) BBINOIHEHHE 3aJaHUsI 10 TIPOIYICHHOMN MU IJI0XO YCBOCHHOH TEME;

5) MOArOTOBKY K MPAaKTHYECKUM 3aHSITHSIM,

6) mMoAroTOBKa K MPOMEKYTOYHON aTTECTAIHH.

B 3aBucumocTH OT BBIOpAaHHBIX BHIOB CAMOCTOSTEIBHOH pabOTBHl  CTYIEHTHI
CaMOCTOATENIFHO IUTAHUPYIOT BpeMs Ha uX BblIonHeHHWe. Ilpeanaraercss paBHOMEpPHO
pacrpeneuTh U3y4eHrne TeM y4eOHOM JUCIUTUINHBL.

7. ®OH/ OLICHOYHBIX CPEICTB
@oHJ OLIEHOYHBIX CPEACTB M0 AWCIMIUIMHE pa3padoTaH B COOTBETCTBUH ¢ Meronuye-
CKMMHU PEKOMEHIaLUsAMU U siBiisieTcs cocTaBHOM yacThio OITOIL.

8. IlepevyeHb OCHOBHO¥ U I0NOJHUTEIBLHOM YUeOHOIi TUTEPATYPBbI, HEOOX0AUMOIH s
OCBOEHMS TUCIUIIHHBI

8.1. OcHoBHAas JuTEpaTypa

1. Kysuenos, .H. [lokymentannonsoe odecrieueHue yrnpasieHus. JJokyMeHToo00poT u
JICJIONPOM3BOJICTBO: YU4eOHUK U MpakTukyM s By30B / M. H. Ky3HenoB. — 5-¢ u3j., nepepabd. u
nor. — Mocksa: M3aarensctBo FOpaiit, 2025. — 425 c. — (Bricuiee obpa3zoBanue). — ISBN 978-5-
534-20027-0. — Tekcrt: anektpoHHblii // OOpasoBarenbHas mmiatdopma IOpailt [caldT]. —
URL: https://urait.ru/bcode/581143

2. Noponuna, JI.LA. OpraHuzamus W TEXHOJIOTHUS JOKYMEHTAI[MOHHOTO OOeCIeUYCHUS
yhpaBieHus: y4eOHUK U MpakTukyMm uis By3oB / JI. A. Jloponuna, B. C. UputukoBa. — 2-e us.,
nepepad. u gon. — Mockpa: M3narensctBo FOpaiit, 2026. — 270 c. — (Beiciiee oopa3oBaHue). —
ISBN 978-5-534-16016-1. — Tekct: snekTpoHHbIii // OOpa3zoBarenbHas mmiargopma HOpait
[caiiT]. — URL.: https://urait.ru/bcode/583339

3. Kopuees, M.K. JIoOKyMEHTUpOBAaHHE YIIPABICHUYCCKON ACATCIBHOCTH: YYCOHHUK JIJIS
By30B / U. K. Kopnees, A. B. ITlmenko, B. A. Mamypres. — 3-¢ u3a., nepepad. u gom. — Mocksa .
WznatenbcrBo FOpaiit, 2026. — 438 ¢. — (Beicmee oopazosanue). — ISBN 978-5-534-16001-7. —
Texkcr: 3JIEKTPOHHBIN//O0pa3oBarenbHas iatdopma IOpaiit [caiT]. —
URL: https://urait.ru/bcode/583330

4. lllysanosa, H.H. Opranuzanus u TEXHOJOTHUS TOKYMEHTAIIMOHHOTO O0OeCredYeHUs
ynpasieHusi: yaeOnuk st By3oB/ H. H. lllyBanosa. — 3-e m3n., mepepad. u mom. — MockBa:
UznatenbctBo FOpaiit, 2026. — 234 ¢. — (Beicuiee oo6pazoBanue). — ISBN 978-5-534-20347-9. —
Tekcr: aeKTpoHHBIN//OOpazoBaTenbHast raTdopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/583833

8.2. JlomotHUTEIbHAS JIUTEPaTypa

1. JlokymeHTOBeieHUE: YUYE€OHHMK W TPAKTHKyM [UIsl BY30B/ TOJ pemakuuei
JI. A. loponunoii. — 4-e u3n., nmepepad. u gomn. — Mocksa: M3natenscrBo FOpaiit, 2026. — 336 ¢. —
(Beiciiee oopaszoBanue). — ISBN 978-5-534-19110-3. — Tekcr: anekrponnsiii // O6pasoBarenbHast
atdopma IOpaiit [caiir]. — URL: https://urait.ru/bcode/583331

2. BanoBa, A.IO. Pycckmii s3bIK B J€JIOBOM JOKYMEHTAIIMH: YYCOHHK JUIS
By30B/A. 0. MBaHoBa. — 3-¢ u3x., nepepad. u gom. — MockBa: U3marensctBo FOpaiit, 2026. —
129 c. — (Bwicmiee oOpazoBanue). — ISBN 978-5-534-20345-5. — Tekcr: snextponHbid [/
OopazoBarenbHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/598501

3. bapunosa E.b. Dnexkrponnslit apxuB: yueOHuK ais By30B / E. b. bapunoBa. — Mockaa :
WznatenberBo FOpaiit, 2026. — 166 ¢. — (Bricmee oopa3oBanune). — ISBN 978-5-534-16886-0. —
Texkcr:  snektponHsld  //  OOpa3zoBatenpHast  miardpopma  FOpait  [caiit]. —
URL: https://urait.ru/bcode/589278
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9. O0HOB/IsIEMBIe COBpPeMEHHbIE NPOodeccnoHaIbHbIE 0a3bI JaHHBIX U HH()POPMAIINOH-
Hble CIIPABOYHbIE CHCTEMbI

9.1. O6HoBAsIEMBbIE COBpPeMEHHbIE NMPOo(decCHOHATbHBIE 0a3bl TaHHBIX

1. AnMuHHCTpanus  Topojckoro  okpyra  Xumkd. OdunuanbHbli  caWT. -
URL:http://www.admhimki.ru/

2. TocynapctBennas [[yma ®DenepanbHoro CobOpanus P®. OdunmanbHbiii calT. -
URL:http://duma.gov.ru/

3. Odpunmaneueiii caiit [lpaButensctBa u ['yOepHaTtopa MockKoBCkOW 00jacTu. -
URL:https://mosreg.ru/

4. Tpesunpent PO. Odunmansusrii caiir. - URL:http://www.kremlin.ru/

5. IpaButensctBo P®. Odunumansusrii caiir. - URL:http://government.ru/

6. Coser @enepanuu  DepepansHoro CobOpanuss P®D. OdwunuanbHblii  caiT. -
URL:http://council.gov.ru/

7. Caiit o kagpoBomy aenonpousBoactsy. — URL: https://www.kadrovik-praktik.ru.

8. DnekTponnbIit xypHai. — URL: http://www.hr-journal.ru/.

9.2. O6HoBAsIEMbIe HHPOPMALIMOHHBIE CIPABOYHBIE CHCTEMBI

1. Unudopmarmonno-mnpaBosas cuctema «I"apant». — URL: http://www.garant.ru/

2. NadopmanimoHHO-IIpaBoBas cucreMa «KoHcynpTaHT ILJTIOCY. — URL:
http://www.consultant.ru/

10. O6HoBIsIEMBbI KOMILJIEKT JHI[€H3MNOHHOT0 MPOTPAMMHOIO0 o0ecneyeHunst
WHTerpupoBaHHbIi MaKeT NpUKIaAHBIX porpamM Microsoft Office.
OneparmonHas cucrema Microsoft Windows.

Cucrema oOHapyKeHHS TEKCTOBBIX 3aMMCTBOBaHui_https://rmat.antiplagiat.ruy/.
AnTtuBupycHas nporpamma KasperskyEndpointSecurity.

Kopnoparusnast uaopmanmnonHas cucrema «KMCy.

agkrownE

11. O6HoBIIsIEMbIe 3JIEKTPOHHBbIE 00pa30BaTe/ibHbIEe pecypchl
1. OBC «YHuBepcuterckas 6ubanoreka OHIalH».
2. KopnoparuBnast uapopmarmonHas cucrtema «KMUCy.

12. Onucanne MaTepuaIbHO-TeXHHYECKOH 0a3bl, HE00X0AMMON A1 OCyLeCTBJICHUS
00pa3oBaTeIbHOIO NMpoLecca M0 JUCHUIIHHE

N3yuenne nucuumnianusl JJokyMeHTallMOHHOE oOecrieueHe yrpaBieHusl o0ecreunBaeTcs
B COOTBETCTBUH TpeOoBaHusiMU DeepaibHOro rocyJapcTBEHHOTO 00pa30BaTeIbHOTO CTaHAapTa
no HanpasieHuto 38.03.04 T'ocypapcTBEeHHOE M MYHUILIMIIAJIbHOE YIPABIE€HUE K MaTe€pHabHO-
TEXHUYECKOMY 00ECTIEUEHHUIO.

MarepuanbHO-TEXHUYECKOE OOecredeHne HeoOX0aUuMOoe ISl pealn3alui JUCIUTITHHBI
BKJIIOYAeT: yueOHas aynuTopus (kabuHeT npoQecCHOHaNbHbIX TUCUMIUIMH) JJIs IPOBEACHUS 3a-
HSATUHN BCEX BUJOB, IPEyCMOTPEHHBIX 00pa30BaTeIbHON MPOTrPaMMO, B TOM YUCIIE TPYIIIOBBIX
Y MHAMBUYaIbHbBIX KOHCYJIbTAlUN, TEKYILIETr0 KOHTPOJIS U MPOMEXYTOUHOM aTTectanuu. O0opy-
JIOBaHME: IOCAJ0YHbIE MECTa MO KOJIMYECTBY O0Oydarommxcs; pabouee MecTO MpernoiaBares;
mkad; Texuuyeckue cpeacrsa ooydenus: I1K, TB.

[Tomernienue a1 CaMOCTOSTENHHOM PAOOTHI: TIEPCOHATIbHBIE KOMITBIOTEPHI (12 1mIT.) C BO3-
MOKHOCTBIO TOJKIIOYEHUsI K HWH(pOPMAIMOHHO-TEJIEKOMMYHUKAMOHHOW cetn "WHTepHer" u
o0ecreyeHreM JI0CTyIa B AJIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTeIbHYIO CPEY, K COBPEMEH-
HBIM IPOQecCHOHANTBHBIM 0a3aM JaHHBIX U MH()OPMAIIMOHHBIM CIIPABOYHBIM CHCTEMAaM.

Kommnext mebenn PMAT obecrieueHa HEOOXOAMMBIM KOMIUIEKTOM JIMLIEH3MOHHOTO U
CBOOOJTHO PacIpOCTPaHAEMOI0 IPOrPAMMHOTO 00ECIeUeHH s, B TOM YHCIIE OTEUECTBEHHOT'O MPO-
M3BOJICTBA (cocTaB onpesneseH B .10 1 moaiexuT oOHOBIEHHUTO (TTPH HEOOXOIUMOCTH ).


http://www.admhimki.ru/
http://duma.gov.ru/
http://www.kremlin.ru/
http://government.ru/
http://council.gov.ru/
http://www.hr-journal.ru/
http://www.garant.ru/
http://www.consultant.ru/%20Информационно-правовая
http://www.consultant.ru/
https://rmat.antiplagiat.ru/
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[Tpu ucnonp30BaHUU B 00pa30BaTEILHOM MpoIlecce MEYaTHBIX M31aHUi OMOITMOTEUHBIN
(GOHI YKOMIUIEKTOBAH MEYaTHBIMU M3/IaHUAMH 13 pacdera He MeHee 0,25 sK3eMInisipa KaxI0ro
U3 M3/1aHUH, YKa3aHHBIX B 11.8, HA OJTHOTO 00YYArOIIErocs U3 YMcia JIUI, OJHOBPEMEHHO OCBanBa-
IOIINX COOTBETCTBYIOUIYIO AUCIMIUINHY (MOYIb), TPOXOISIIINX COOTBETCTBYIOUIYIO MPAKTHKY.

OOyuaronmmcest obecriedeH 10cTyI (YAaJeHHbIH JOCTYI), B TOM YUCIIE B CIIy4ae pUMEHe-
HUSI 9JIEKTPOHHOTO 00Y4YEHHs], TUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHI, K COBPEMEHHBIM
npodeccuoHaIbHBIM 0a3aM JaHHBIX U WH(POPMALMOHHBIM CIIPABOYHBIM CHCTEMaM, COCTaB KOTO-
PBIX OIPENEAeTCS B 1.9 M TOJICKUT OOHOBJICHHUIO (TIPH HEOOXOIUMOCTH ).

JlonosiHeHusI M U3MeHEeHHsI B padoueil mporpaMmMe TUCHHUILIHHBI
JlokyMeHTallHOHHOe o0ecrieyeHne ynpaBJjieHus

Ha 20 /20__ y4eOHblii rog

Crnenyroniye 3anicu OTHOCATCS K IL.I.
ABTOp
3aB. kadenpoii




