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1. HaumeHOBaHHeE IUCHHUIIIMHBI

«MeXBeTOMCTBEHHBI  JIOKYMEHTOOOOPOT
rOCYJapCTBEHHOTO U MYHHUIIUITAIIBHOTO YIIPABICHUS

NPOrpamMMmblI

n  AOCIOIIPOHU3BOACTBO B  OpraHax

2. Hepequb IVIAHUPYEMBIX PE3YJIbTATOB OCBOCHHUS Oﬁpa3OBaTeJIbHOﬁ

(mepe4yeHb KOMIETEHLIMH)

¢ YKa3aHu€M MHIAUKATOPOB HX

AOCTHKECHUSA U IVIAHMPYEMbIX Pe3yJibTAaTOB 00yYeHHs M0 JUCUMILIMHE
Jlna 2021 roxa npuema

Kon HanmenoBanue WNunukatop Pe3ynbrarel 00yueHus (yMEHUS U 3HAHUS),
KOMIIe- | KOMIIETEHIIUU JOCTUKEHUS COOTHECEHHbIE C UHIUKATOPAMU JOCTHKECHUS
TEHIINU KOMIIETEHINH KOMIIETEHIIUH
OIIK-4 | Criocoben 1. Bmageer nHaBblkamu | 3HATH:
pa3pabarbIBaTh OLICHKHU METOJIOJIOTUYECKUE  OCHOBBI  pa3pabOTKH,
MIPOEKTHI PETYIHUPYIOIIETO BHEJPEHUS W TPUMEHEHUS HOPMATHUBHOU
HOPMATHBHBIX BO3/JIEHCTBHS, IIPaBOBOM JOKYMEHTAallMM, HHPOPMAIMIOHHO-
MPABOBBIX AaKTOB B | BBIBIICHUS M OLIEHKH | KOMMYHUKAIIMOHHBIX TEXHOJIOTHH,
chepe BO3MO>KHBIX MHPOPMALIMOHHON 0€30IMacHOCTH ¥ 3aIIUTHI
npodeccnoHanbHOM MOCIEACTBUI BBeleHUs | nHpopmanuu, MpeynpexKIeHus u
NeSITEIbHOCTH, TE€X WIA WHBIX HOPM | MPOTHBOJCHCTBUS KOPPYIILIHH;
OCYILIECTBISTh UX | peryiaupoBaHUs OCHOBHBIE TIOJIOKEHHUSI 3aKOHOJATEIhCTBA O
IIPaBOBYIO u MEPCOHAIBHBIX JAHHBIX, 00 OOLIMX MPUHIUIAX
AHTUKOPPYIIIUOHHYIO (GYHKIIMOHUPOBAHUSI CUCTEMBI DJIEKTPOHHOTO
9KCIIEPTU3Y, OLIEHKY IIPaBUTENIHCTBA
PETYAUPYIOLIETO YMmern:
BO3JIEHCTBUS U aHaJIM3UPOBATh coJiep>KaHue TEKCTOB
MOCJEICTBHM ux HOPMAaTUBHBIX MIPABOBBIX u WHBIX
MIPUMEHEHHSI PEryJIUpYIOIINX T0KYMEHTOB;

OnpeaAciisAiTb  KIIFOYCBBIC 3HAYCHHUA TCKCTOB

JIOKYMEHTOB u 170:¢ KOPPYIIMOHHYIO
COCTaBJISIOLYIO;
MPEIBUICTh KPUTHYECKHE 3HAYEHUS

BO3MOJKHBIX IIOCJIEICTBUNA IPUMEHEHUS TEX UIIN
WHBIX HOPM PEryJINpPOBaHUs

2. Ilpumenser ooOuue

METOJIbl  AKCIEPTHOIO
aHaJlu3a U OLICHKHU
MIPOEKTOB
HOPMAaTHUBHBIX

IIPaBOBbLIX aKTOB

3HaTh:

METOA0JIOTUYECKHUN WHCTPYMEHTApUN
MIPOBEACHUS DKCIEPTHOM OLIEHKU IIPOEKTOB
HOPMAaTHBHBIX [TPABOBBIX aKTOB;

perilaMeHT AESATENbHOCTH JOJDKHOCTHBIX JIMIL
rOCyAapCTBEHHOIO OpraHa, »JKCHEPTHBIX U

pabounx rpynm 10 OCYIIECTBIIECHUIO
MOHI/ITOpI/IHFa HpaBOHpI/IMCHeHI/ISI
HOPMAaTHBHBIX [IPABOBBIX AKTOB

YMmeTh:

MCIIOJIb30BaTh Pa3jIN4HbIE BHUJbl HOPMATHUBHON
paBoBOM MHGOPMAIUY;
U3y4aThb UCCIIEAYEMYIO
IIPaBOOTHOUIEHUH;
YCTAHABIIMBATh COCTOSIHME CYLIECTBYIOILETO
I0JIO’KECHHUS B TPaBONPUMEHEHHUH

chepy




OIIK-5

Cnocoben
UCIOJIb30BaTh B
npodeccrnoHabHOM
JesTeNbHOCTH
MH(pOPMAIIMOHHO-
KOMMYHHUKAI[IOHHbIE
TEXHOJIOTHH,
rOCYJapCTBEHHbIE U
MYHUITUTIATBHBIE
MH(pOPMalLMOHHbIE
CHCTEMBI; TPUMEHATH
TEXHOJIOTUU
3JIEKTPOHHOTO
IIPABUTEJILCTBA u
MIPEOCTaBICHUS
roCyJJapCTBEHHBIX
(MyHUIIMTIAJIBHBIX )

yemyr

1. JdemoHcTpupyet 3HaTh:
3HaHUA O IPaBOBOM | METOJIOJIOTMYECKHE OCHOBBI
6azuce npUMeHeHHs | QYHKIIMOHUPOBAHUS MH(POPMALMOHHO-
MH(pOPMaLMOHHBIX KOMMYHHKAI[MOHHBIX TEXHOJIOTHH;
TEXHOJIOTHH B | FOCY1apCTBEHHbIE u MYHUIIMIIAJIbHBIE
roCy1apCTBEHHOM MH(POPMaLMOHHbIE CUCTEMBI,
yIIpaBJICHUH, TEXHOJIOTUHU (GYHKIIMOHMPOBAHUS
BAKHEHUIINX AJIEKTPOHHOTO ITPABUTEILCTBA
HCTOYHUKOB 3HAaHUU U | YMeTh:
Jy4IINX MHUPOBBIX | B COBEPUICHCTBE I10JIb30BATHCSA
OpakTUK B cdepe | TpPaAUIMOHHBIME U COBPEMEHHBIMU KaHaJIaMu
MH(pOPMAaLIMOHHBIX KOMMYHHKAaIUH
TEXHOJIOTUI U
roCyapCTBEHHBIX U
MYHHUIMIAIbHBIX
MH(pOPMAaLMOHHBIX
CUCTEM
2. BoiaBiser OCHOBHbBIE | 3HATH:
po0IIEMBI B | METO/IOJIOTMUECKHE M HOPMATHBHO-IIPABOBBIE
IIPaKTUYECKOM OCHOBBl ~ MH()OPMAIMOHHBIX  MOTpeOHOCTEN
npumenennn HKT B | creiikxonnepos;
roCy1apCTBEHHOM U | BO3MOXXHOCTH U cTaTUCTUKY npumeHenuss KT
MYHHUIUIIAJIBHOM B TOCYJapCTBEHHOM U  MYHULUIAIbHOM
YIPaBICHUU YIpaBIECHUU
Ymern:
dbopMHpOBaTE  CTPYKTYpPY  KOMMYHHKALUH
OpraHoB  MYyOJWYHOTO  yNpaBi€HUs  AJIs
YCTAaHOBJIEHHS OIEPaTHBHBIX, YCTOWYUBBIX WU
MPOIYKTUBHBIX B3alMOOTHOLIECHUH co
CTEUKXOJIIEpAMH;
ONPEAENATh TPYIHOCTU U BBISBIATH MPOOIEMbI
[IPUMEHEHHUS HKT B CUCTEME
(GYHKIIMOHUPOBAHMUSI  OPraHOB  MyOJIMYHOTO
yIpaBICHUS
3. Hcnone3yer | 3HaTh:
TEXHOJIOTMH METOI0JIOTHYECKUE " TEXHUYECKUE
AEKTPOHHOTO BO3MOXKHOCTH MH(pOpPMaIMOHHO-
IIPaBUTENIbCTBA U | KOMMYHHMKAIlMOHHON UHPPACTPYKTYPHI
MIPEI0CTABIICHUS OpraHoB MyOJIMYHOTO YIIPaBJICHUS:
roCy/1apCTBEHHBIX TEHJECHIMH  pa3BUTHS  WH(POPMAIMOHHO-
(MyHUIIUTIAJIBHBIX ) KOMMYHHUKAI[MOHHON  MHQPacTpyKTypsl B
yeayr quig  pasButus | Poccum u 3a pydexom
nH(}OPMALIMOHHO- Ymersn:
KOMMYHHMKAIIMOHHON (dbopmMynupoBaTh TEPCHEKTHBHbIE TpeOOBaHUS
UHQPaACTPYKTYpPHI [0 YCTAaHOBJEHHMIO BHYTPEHHMX M BHEUIHUX
OpraHoB KOMMYHHMKAIUI CO CTEUKXOIepaMu
roCyJapCTBEHHOMN u
MYHHULUITAJIILHOU
BJIACTH




Js 2022 roga npueMa M gajiee

Kon HanmenoBanue WNupukarop noctwkeHust | PesynbraTsl 00ydenus (yMeHHS

KOMIIe- | KOMIIETCHIINH KOMIIETCHIIUH Y 3HaHUs), COOTHECEHHBIE C

TEHLUU MHJMKAaTOpaMH TOCTHKEHUS

KOMIIETCHIIMH

[IKH-7 | Cnocobnocts mpumensith | 1. JlemoHcTpupyeT 3HaHUs B | 3HATH:
MH(POPMALIMOHHO— chepe MH(pOPMALIMOHHO — | METOOJIOTUYECKUE OCHOBBI
KOMMYHHKAI[MOHHBIE KOMMYHUKAIIMOHHBIX pa3paboOTKM,  BHEApPEHUS U
TEXHOJIOTUH,  OCHOBHBIE | TEXHOJIOTHH, HHPOPMALMOHHON | IPUMEHEHMUS HOPMaTUBHOU
IIOJIOKEHUS 0e301acHOCTH u 3aILUTHI | IPABOBOM JIOKyMEHTalluH,
3aKOHOJATEIbCTBA 0 | uH(popMmaIuH, OCHOBHBIX | HH(OPMALIMOHHO-
IIEPCOHANIBHBIX IAHHBIX, 00 | MOJIOKEHUH 3aKOHOJATENIbCTBA O | KOMMYHHUKAIlMOHHBIX
o0Imux IPUHIUNAX | IEPCOHAIBHBIX  JAaHHBIX, 00 | TEXHOJOrMH, HWH(POPMALMOHHON
(GyHKIMOHUPOBAHUS 00X IpUHLMIAX | 0€30MacHOCTH 51 3aIIUTHI
CHCTEMBl  3JIEKTPOHHOTO | ()yHKLIMOHHUPOBAHUS cUCTeMbl | HH(pOpMALMU, MPEeIyNpeKACHUSA
IIPAaBUTEIIBCTBA JUISL | QJIEKTPOHHOIO MPABUTEIIBCTBA JUISl | U IPOTUBOAECHUCTBUS KOPPYIILUH;
obecrieyeHus o0ecrieueHus JESATENBHOCTH | OCHOBHBIE II0JIO’KEHHUS
NEeSATEIbHOCTH roCyAapCTBEHHBIX U | 3aKOHOJATEIbCTBA 0
roCy1apCTBEHHBIX U | MyHUIMIIAJIbHBIX OPraHOB BJIACTH | IEPCOHANBHBIX  JAHHBIX, 00
MYHHUIMIAJIBHBIX OPraHOB | U YIIPaBICHUS o0mmx MPUHLIAIIAX
BJIACTH U yNIPABICHUS (YHKIIMOHMPOBAHUS ~ CHUCTEMBI

3JIEKTPOHHOTO MPABUTEIILCTBA
YMeTh:

AHAJIM3UPOBATH COACPIKAHUC
TCKCTOB HOPpMAaTUBHBIX
IIpaBOBLBIX n HUHBIX

PETYIUPYIOIINUX JOKYMEHTOB;
OTIpeeIsATh KJIFOUEBbBIC
3HAYEHMS TEKCTOB JJOKYMEHTOB U

ux KOPPYHNIMOHHYIO
COCTaBJIAIOILYIO;

MPEBUAETH KPUTHYECKHE
3HAYEHUs BO3MOKHBIX

MIOCJIEICTBUM NPUMEHEHUS TeEX
WY UHBIX HOPM PETYIUPOBAHUS

2. Brmaneer wHaBbikamMu cOopa,
o0paboTkn  uHpoOpMAIMM U
yyactusi B HMHGOpPMATH3AIUU

JIEATEIbHOCTH COOTBETCTBYIOIIUX
OpPraHOB BJIACTH U OpraHU3aLNN

3HATH:

METO/10JIOTUYECKHE,
HOPMaTUBHO-ITPABOBLIC u
OpraHu3aIOHHbIE OCHOBBI
cbopa u 00paboTku
uH(pOopMaIU B cucTeMe

MyOJIMYHOTO YIIpaBJIEeHUS
YMmerh:
HCIIOJB30BaAThH paSJ'II/I‘—IHI)Ie BHU/IbI

HOPMaTUBHOU [IPaBOBOI
nHpopmanuu;
OIIPENEATh OCHOBHBIE

HampaBlieHUus HHQOpMaTH3AUU
JESTEIbHOCTH OpraHoB
NyOJIMYHOTO YIPABICHHUS




3. Ilpumensier nuapopMamoHHo — | 3HATh:
KOMMYHHKAI[MOHHBIE TEXHOJIOTHH, | METOIOJIOTHYECKUE ACIICKTBI
MHCTPYMEHTBI U METOABI | IPUMEHEHUsI HH(OPMAIIMOHHO-
MH(POPMALIMOHHOM 0€30I1aCHOCTH | KOMMYHHUKAI[MOHHBIX
u 3alUTHI UHPOpPMAaLIUH, | TEXHOJIOT UK,
OCHOBHBIE IIOJIOKEHUS | OCHOBBI O0€CIeYeHUsl 3alllUuThl
3aKOHOJATEIbCTBA 0 | uHpopMaAlMM ¥  COXPAHHOCTHU
HNEPCOHANBHBIX  JaHHBIX, 00 | MEPCOHATIBHBIX JaHHBIX;
o0umx NPUHIUNAX | TPUHIMIE (YHKIIMOHUPOBAHHS
(bYHKLIMOHUPOBAHUS CHUCTEMBI | CUCTEMBI AIIEKTPOHHOTO
AJIEKTPOHHOIO IIPABUTEILCTBA AJIS | IPABUTEIILCTBA
obecrnieueHus JEATEIBHOCTH | YMeTh:
roCy/1apCTBEHHBIX U | GopMyIHupOBaTH
MYHMIMIIAIBHBIX HEepCIEKTUBHbIE TPEOOBaHUS 110
roCy/1apCTBEHHBIX OpPraHOB | YCTAHOBJICHUIO BHYTPEHHUX U
BJIACTH U yTIPABJICHUS BHEUIHMX KOMMYHMKAUUN U
oOecrnieuyeHus JeSITENIbHOCTH
OpraHoOB yOJIMYHOTO
YIPaBICHUS
I[IKH-8 | Ctoco6HOCTB 1.  Jemonctpupyet HaBbIKM | 3HATH:
OCYILIECTBIIATh ME)XBE/IOMCTBEHHBIX, METOJ0JIOTUYECKUE u
MEXXBEJOMCTBEHHBIE, BHYTPUOPraHU3aLMOHHBIX U | HOPMaTUBHO-TIPABOBbIE OCHOBBI
BHYTPUOPTaHU3ALMOHHbBIE | JUYHOCTHBIX KOMMYHHKAIHH, | QyHKIIMOHUPOBAHUS
u JUYHOCTHBIE | OOECIIeYeHns:  B3aUMOJEHMCTBUS | KOMMYHHKAIIMOHHON
KOMMYHHUKAIIH, OpPraHOB  TOCYAApPCTBEHHOW W | HHPPACTPYKTYPHI
obecreunBaTh MYHHULIMNIAJIbHOU BJIACTH U | YMeTh:
B3alMO/ICIICTBIE OPraHOB | yIpaBICHUS co BCEMHU | MOJIb30BATbCA TPATAULUOHHBIMU
rocy1apCTBEHHON U | 3aMHTEPECOBAHHBIMM CTOPOHAaMHU | U TIEPCHEKTUBHBIMH KaHaJIaMHU
MYHMIIMIIAJIBHON BJIACTU U | B pealn3alliil  CTPaTern4ecKuX | KOMMYHUKaLUU
YIPaBIEHUs CO BCEMH | IEJI€M M HalMOHAIBHBIX 3a7ad
3aUHTEPECOBAHHBIMU pa3sBUTUA Poccutickoit
CTOpOHaMu B peanuzauuu | Penepanu.
CTpaTerMuecKkux uenerd u | 2. Onpenenser NPUOPUTETHBIC | 3HATH:
HallMOHAJIBHBIX 3a/1a4 | HampaBJICHUS TEOPETUYECKUE,
pa3BUTHUs Poccuiickoil | MexBeTOMCTBEHHBIX, METOIOJIOTUYECKUE u
®denepanuu BHYTPUOPraHU3aL[MOHHBIX U | HOPMaTUBHO-TIPABOBBIE OCHOBBI
JUYHOCTHBIX KOMMYHHKAIHH, | ”HPOPMAIIMOHHBIX
o0ecrieyeHUss  B3auMOJIEHCTBUA | MOTpeOHOCTEH cTEHKX0NIepoB
OpPraHoOB  TOCYJAPCTBEHHOW U | YMeTh:
MYHUILIUNIAJIbHON BJIACTU u | hopMHpOBATH CTPYKTYpY
yIpaBiIeHUsS co BCEMU | KOMMYHHKAIUI OpraHoB
3aWHTEPECOBAHHBIMU CTOPOHAMHM | MMyOJIMYHOTO yNpaBJIEHUS IS
B pealu3alliyd CTPATErMYeCKHUX | YCTAHOBJIEHMSI  ONEpPaTHBHBIX,
Lelned M HAUOHAJIBHBIX 333y | yCTOMYMBBIX M IPOJYKTHBHBIX
pa3sBUTUA Pocculickoii | B3aMMOOTHOIIEHUI co
denepanuu CTEUKXOJIJIEpaMHU
3. Brinensier OCHOBHBIE | 3HATDB:
HaIpaBJICHUS METOJI0JIOTUUECKUE U
COBEPIICHCTBOBAHUS HOPMAaTUBHO-TIPAaBOBbIE OCHOBBI
MEXXBEIOMCTBEHHBIX, BBISIBJICHUSI MIEPCIIEKTUBHBIX
BHYTPHOPraHU3aL[MOHHBIX U | HaIpaBJICHUN YCTaHOBJICHHUS
JIMYHOCTHBIX KOMMYHHMKAIMH, | BHYyTPEHHHUX u BHEIITHHUX




OpraHOB  TOCYJApCTBEHHON U | MyOJIMYHOTO YIpaBJICHUS

oOecrieyeHUss ~ B3aUMOJICHCTBUA | KOMMYHUKAIlMii B CUCTEMeE

MYHULUIIAJIBHON BJIACTH U | YMerh:

YIPaBJICHUS co BCceMU | (hopMynHpOBaThH HOBBIE
3aMHTEPECOBAHHBIMH CTOPOHAMH | TPEOOBAHUS IO YCTAHOBJICHUIO
B pealu3alMM CTPATErMYECKUX | BHYTPEHHUX u BHEIIHUX
Hejied M HAaUMOHAIBHBIX 331a4 | KOMMYHUKALHI co
pa3BUTHS Poccuiickoii | creiikxonaepamu

denepanuu

3. MecTo AucHMILVIMHBI B CTPYKTYpe 00pa30BaTe/1bHON NPOrpaMMbl

HuctumirHa « MeXBeTOMCTBEHHBIN T0OKYMEHTOOO0POT U IETONPOU3BOJICTBO B
opraHax rocyJapCTBEHHOTO M MYHMIIMIAIBHOIO YIPaBJICHHUS» OTHOCUTCSA K oOImie-
(dakyabTeTCKOMY (MpeanpoPuIbHOMY) LMKIY, YacTH, (POPMHUPYEMON y4aCTHUKAMHU
oOpa3oBaTenbHbIX OTHOLICHUH, mo HampasieHuto 38.03.04 «locymapcTBeHHOE U
MYHHUIUIIATBHOE YIIPABICHUE.

4. OObeM JAUCHMIUVIMHBI(MOXYJISI) B 3a4YeTHbBIX €IMHHLIAX H B
aKaJleMU4eCKNX Yacax ¢ BblIeJIeHHeM 00beMa ayAUTOPHOH (JIeKINH, CEeMUHAPHI)
U CAMOCTOSITEJIbHOM PadoThl 00y4AKOIINXCS

Ounast / ouHO-3204HAast POPMBI OOyUEHHUS

Bup y4yeOHoi#i padoThl M0 AMCHMILINHE Bcero Cemectp 4/5
(B 3/e 1 yacax) (B yacax)
OO0masi Tpy10eMKOCTh 1M CHUILIHHbBI 33.e. /108 108
Konmaxkmmuasa paboma - Ayoumopnsie 50/34 50/34
3anaAmus
Jlexyuu 16/16 16/16
Cemunapul, npakmuieckue 3aHamus 34/18 34/18
Camocmoamensnasn paboma 58/74 58/74
Bun Texymiero KoHTpoJIs KOHmMpOIbHAA KOHmpOabHasA
paooma paboma
Byt npoMeKyTOUHOM aTTecTanuu 3auem 3auem

5. Conep:xxkanue TUCHUILIMHBI, CTPYKTYPUPOBAHHOE 0 TeMaM (pa3aesiam)
JTUCHUILVIMHBI C yYKa3aHHeM HX 00beMOB (B aKajeMHM4YeCKHX 4acax) U BH/IO0B
Y4eOHbIX 3aHATHH

5.1. ConepskaHue TUCUMIJIMHBI

Tema 1. Cogep:xaHue 1eJIONPOU3BOACTBA B CHCTEME IOCYJAAPCTBEHHOT0 M
MYHUIMIIAJIBHOIO yIIPaBJIeHUS

Uctopus pazButus rocy1apCTBEHHOTO JieIonpon3BoicTBa B Poccun. OCHOBHBIE
NOHATUS  Jenmonpous3BojcTBa.  lLlenn, 3amayd W OCHOBHBIE  MPUHIIUIIBI
Jenornpoun3BoacTea. OyHKINUK AET0NPOU3BOACTBA. POJb rocyiapcTBa B Opranusaluu
nenornpousBoacTBa. Ciayk0a Ae10npor3BOICTBA, €€ CTPYKTYpA, 3a1a4l U PyHKIIUU.

Tema 2. /lokymMeHTHpPOBaHHAS HH(OPMALMS




Copepxanne mH(pOpMalLMU, CBEIEHUN U JOKYMEHTHPOBAHHOW WH(pOpMaIluu
(ToKkyMeHTa) B ynpaBieHuH. JJOKyMEHT Kak 0OBEKT pEeryJMpoBaHus, €ro CBOMCTBA U
npusHaku. [loHatue, QyHKIMU M BUABI TOKYMEHTOB, UX KJIACCHU(HKAIHSI, CBS3b C
cofiepKaHHWEM yIpaBiieHUs. YHUHUKAIMS W CTaHAApTH3AlMsS YHIPaBICHUYECKUX
JNOKYMEHTOB.  MH(popMalmoHHO-AOKyMEHTallMOHHOe  oOecneueHue.  Cucrtema
JOKYMEHTalluu NyOnuyHOro ympapieHus. OpraHu3allMOHHO-pacopsAUTEIbHAS
nokymeHTtanusi. CTaHgapTU3aIus nporecca JOKYMEHTUPOBAHUS U KIIaCCU(PUKATOPHI.

Tema 3. Opranuszanusi 10KyMeHTO000pOTA

KauecTBeHHBIE W KOJHMYECTBEHHBIE XAPAKTEPUCTUKH JIOKYMEHTOOOOpOTA.
[lpuHUMOBl  OpraHu3alvu  JIOKyMEeHTooOOpoTa.  MeToabpl  palMoHaIU3aIluu
JIoKyMeHTooOopoTa. DopMbl OpraHuszanuud paboTel ¢ JokymMeHTamMu. OOpaboTka
JIOKYMEHTOB: 3Tallbl U OpraHu3anus KoHTposst. O01mue TpedoBaHus K CUCTEMATU3ALMH
JIOKYMEHTOB U (POPMUPOBAHUIO JIEN.

Tema 4. Oprann3anus XpaHeHUs1 TOKYMEHTOB

[TondaTtrie, BUIBI W THUNBI HOMEHKIATYPHI Jei. TEXHOJOTIWs COCTaBICHUS
HOMEHKJIATyphl jen. (OOecrieyeHre COXpPaHHOCTU Jei. XpaHEeHHWe W y4eT Jiedl.
VYcranoBnenue cpokoB xpanenus nei. [loaroroska nen k nepenaye B apxus. [lepenaya
JOKYMEHTOB B apxuB. I[loaroroBka Jeia K YHUUYTOXKEHUIO W YHHUTOXKEHUE JIETl.
DKcrepTu3a IEHHOCTH JOKYMEHTOB. J[0CTyn K apXUBHBIM JJOKYMEHTAaM.

Tema 5. IloaroroBka ciy»ke0HbIX JOKYMEHTOB M [1€J10Basl NMEePennucKa

TpeGoBanus K odopmieHHI0 JTOKyMEHTOB. TpeOoBanus K OjaHKam
JOKYMEHTOB. S3bIK W CTWIb OQUUHUATBHBIX JOKYMEHTOB. JlemoBas mnepenucka.
[lopsinok paccMoTpeHust oOpallleHMid TpaxaaH W opranuzauui. Pabora c
KOH(HIeHIIMATTbHBIMU JOKyMEHTaMu U MEPCOHAIbHBIMU JAHHBIMHU.
NudopmanmonHass Oe3omnacHOCT, M 3amuTa uHGopManuu. OTBETCTBEHHOCTh 3a
HapylleHUEe MopsiKa cOopa, XpaHEHHUs, HCIOJIb30BAHUS WA PaACIPOCTPAHEHUS
uHdopMaIuu.

Tema 6. ABTomMaTu3zanus u uupoBu3anus AeJ0NMPOU3BOACTBA

Nudopmarmonnas PEBOJIOIUS u uH(OPMAITMOHHOE 00111eCTBO.
XapakTepucTuka  pa3BUTUS ~ WHGOPMAIIMOHHOTO  OOIIECTBA.  DIIEKTPOHHOE
MPaBUTEILCTBO. MHGpOpMAIIMOHHBIE CUCTEMBI OPTaHOB ITYOJMYHOTO YIPABIICHHUS.
3ammra wHQOpMAIMM B CUCTEME DIIGKTPOHHOTO TIpaBUTENbCTBA. [loHsTHE
JIEKTPOHHOTO  JokymeHTa. CucremMa  3JIEKTPOHHOTO  JIOKYMEHTOOOOpOTA.
CocraBneHre IJICKTPOHHBIX JOKYMEHTOB. ABTOMaTH3alus pabOThI ¢ JOKYMECHTAMH.
ABTOMAaTH3UpPOBaHHBIC paboyne MecTa. ABTOMAaTH3UPOBAHHAS TPOIEaypa PabOTHI C
JIOKyMEHTaMH.

Tema 7. Me:xXBeIOMCTBEHHbIN 3JIEKTPOHHBbIN JOKYMEHTO000POT

[loHsiTME W OCHOBHBIE MPUHIUIBI MEXBEIOMCTBEHHOTO 3JIEKTPOHHOIO
nokyMeHtoobopora (MB/10). MOJIO kak denepanbHas nHGOpPMaIMOHHAS CUCTEMA.
enp co3manuss u  ucnosb3zoBanus MDBJO. AnmunuctpupoBanne MOJIO.
Apxurektypa MOJIO. VYuactHuku MOBJIO u ycnoBus mnoakiatodenus. OOMeH
nokymentamu B MOJ10. Ucnonb3oBanue 3nekTpoHHor nognucu B MOJ10 u CMOB.



[Tpo6nemsr nndopmannonHon 6e3omacHoctu npu opranmzanmu MIJ1O u mytu ux
peLICHHUS.

Tema 8. Me:xxBeIOMCTBEHHOE 3JIEKTPOHHOE B3aUMOAeCTBHE

Hctopusi  pa3BUTHSI ~ CHCTEMBI  MEKBEIOMCTBEHHOTO  AJIEKTPOHHOTO
B3aumoeiicteus (CMOB) B Poccun. OO1iee mpeacTaBicHHe 0 MEXBEIOMCTBEHHOM
B3auMoeiicTBun. Llenw, BUOBI W 3agaud MEKBEIOMCTBEHHOTO B3aMMOICHCTBUSL.
MexBeTOMCTBEHHOE B3aMMOJICHCTBHE B oOpraHax Biactu. Apxutekrypa CMOB.
Crnioco6s1 opranmzanuun CMOB. Yuactauku u cpenst CMOB. [paBuna 3anonHenus
CIIy’)KEOHBIX DJIEMEHTOB JJICKTPOHHBIX cooOmmeHuit B CMOB. Mecto CMOB B
CTPYKTYpE DJIEKTPOHHOTO TPaBUTENbCTBA. OCHOBHBIC HANPABICHUSI PAa3BUTHS U
coBepuieHcTBOBaHus1 CMOB.

5.2. Y4eOHO — TeMaTHYeCKHMI IJIAH
Ounast / ouHO-3204HAast POPMBI OOyUEHHUS

Ne HaumeHoBaHue TeM TpynoemkocTh B yacax ®opMbI TeKYyLIET0
n/m (pa3neJioB) Bcero | KonrakTHasi padora - KOHTPOJIA
JAUCUMIITUHBI AynutopHasi padora = ycrneBaeMoCTH
3
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1. | Temal. 8 6/4 212 4/2 2/4 Ompoc. Pemenne TecTos.
Conepxanue OO6cyxnenue
JIeNIOTIPOU3BO/ICTBA B JIMCKYCCHOHHBIX
CUCTEME BOIIPOCOB.
roCyJapCTBEHHOT'O U TepMUHOTOrMYECKHI
MYHUITUTIATEHOTO JIIKTAHT.
yIpaBJIeHUS

2. | Tema?2. 14 6/4 2/2 4/2 8/10 | Ompoc. Perrenune TecToB.
JlokyMeHTHpOBaHHast OO6cyxnenue
uHpOpManUs JIMCKYCCHOHHBIX

BOIIPOCOB.
TepMHUHOIOTMYECKHIT
JIMKTAHT.

3. | Tema 3. 14 6/4 2/2 4/2 8/10 | Ompoc. Perrenue TecToB.
Opranuzanus TepmuHoIOrM4eCKU
JIOKyMEHTO000poTa nukTaHT. O0CyKaeHue

JIMCKYCCHOHHBIX
BOITpOCOB. Pemenne
keiicoB. Pemienue
CUTYaIIMOHHBIX 33]1ad.

4. | Tema 4. 14 6/4 2/2 4/2 8/10 | Ompoc. Pemenue tecTos.
Opranuzanus XpaHeHus TepMUHOIOTMYECKH I
JJOKYMEHTOB JIMKTAHT.




OO6cyxnenue
JTUCKYCCHUOHHBIX
BOIIPOCOB. Pemienue
KeicoB. Pemenue
CUTYaIIMOHHBIX 3aJ1a4.

Tema 5. 16 8/6 2/2 6/4 8/10 | Onpoc. Pemienre TecToB.
[ToaroToBka ciry:keOHBIX TepmuHoOIOrM4eCKU
JIOKYMEHTOB U JIeJI0Bast JUKTaHT.

nepenycka O6cyxnenue
JMCKYCCHOHHBIX
BOIIPOCOB. Pemienne
keiicoB. Pemienue
CHUTYaIlMOHHBIX 33]1a4.

Tema 6. 14 6/4 212 4/2 8/10 | Ompoc. Pemienue TecTos.

ABTOMaTH3aLUsA U TepmuHoOrn4ecKuit

UG poBU3ALUL JIUKTAHT.

JIeTTOTIPOU3BOICTBA O6cyxnenune
JIMCKYCCHUOHHBIX
BOIIpOCOB. Pemenne
keiicoB. Pemienue
CHUTYaIIMOHHBIX 33]1a4.

Tema 7. 14 6/4 212 4/2 8/10 | Ompoc. Perienue TecToB.

MeKBe1OMCTBEHHBIN TepmuHoOrnYecKuit

3JIEKTPOHHBIN JIUKTAHT.

JIOKyMEHTOO00pOT OO6cyxnenue
JIMCKYCCHOHHBIX
BOIIpOCOB. Pemenne
Keiicos. Pemienne
CUTYaIIMOHHBIX 33]1a4.

Tewma 8. 14 6/4 212 4/2 8/10 | Ompoc. Pemienne TecToB.

MexBeTOMCTBEHHOE TepmuHoIOrM4YecKuit

3IIEKTPOHHOE JIUKTAHT.

B3alMOJIeIiCTBHE Ob6cyxnenune
JIMCKYCCHOHHBIX
BOIIpOCOB. Pemenne
KeiicoB. Pemenue
CUTYaIIMOHHBIX 33]1a4.

B nexoMm o quctuuininie 108 | 50/34 | 16/16 34/18 58/74 | Cormacuo yueOHOMY
TUTaHy: KOHTPOJIbHAS
pabota

Htoro B % 100 | 46/32 | 32/47 68/53 54/68

5.3. Conep:kaHue CeMMHAPOB, MPAKTUYECKUX 3aHATHH
Tabnuma 3
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HanmeHoBaHue Ilepeyenr  BompocoB i oOcyxaeHuss Ha | Dopmbl NPOBEACHUSA
TeM  (pa3aesioB) | CEMUHAPCKHUX, NMPAKTHYECKHUX 3aHATHUSAX, | 3AHATHH
AUCHUILINHBI peKoOMeHyeMble HMCTOYHMKM M3 pa3gejoB 8,9
(yka3piBaeTcsi pasjgeJ M NOPSAKOBbIH HOMepP
HCTOYHHMKA)
Tema 1. 3ansaTue 1. Ompoc.
Copepxanue 1. Mcropuueckue acieKThl pa3BUTHS ICIOTPOU3BOJACTBA | AHAIUTHYECKUH 0030p.
nenonpou3BoacTa | B Poccun Pemenue TECTOB.
B cucreme | 2. CoBpeMEHHOE [eJIONPOU3BOJACTBO: Ienu, 3aaaun u | O6cyxneHune
rOCyAapCTBEHHOIO | OCHOBHBIE IPUHIIUIIBI JMCKYCCHUOHHBIX
¥ MyHUIIUNAIbHOTO | 3. PoJb rocynapcTBa B OpraHu3aliy A€I0IPOU3BOJICTBA | BOIIPOCOB.
YIpaBJICHUS PexomeHayeMble HCTOYHMKM: TepMUHOJIOTMYECKHIT
8.1.1-8.1.9, 8.2.1-8.2.6, Pa3znen 9 JUKTAHT.
3aunsrtue 2. Ompoc.
1. Coyxba nenonpou3BOACTBA: CTPYKTypa, (pyHkumu, | Pemenue TECTOB.
IIPUHLIMIIBI O6cyxnenue
2. Opranuzanus JIeJIONPOU3BOCTBA B | IMCKYCCHOHHBIX
roCyJapCTBEHHOM OpraHe BOITPOCOB.
3. PernamenTanusi AesTeIbHOCTH PaOOTHHKOB CIIy>KOBI | TepMuHOIOTHYECKHIA
JIeJI0NPOU3BO/ICTBA JTUKTAHT.
PexomeHnayemble HCTOYHMKH: Pemenne mnpakTuyeckux
8.1.1-8.1.9, 8.2.1-8.2.6, Pa3nen 9 3a1ay
Tema 2. 3ausrue 1. Ormpoc.
HokymentupoBann | 1. Copep:kaHue ynpaBieHY€CKON JOKYMEHTAINH Pewmenue TECTOB.
ast “HopMaIHs 2. Cucrema ynpaBlIeHUECKOW JOKYMEHTAIUH O6cyxnenune
3. NHpOopMallnOHHHO-JOKYMEHTAIHOHHOE JUCKYCCHOHHBIX
o0ecrnieyeHre Kak mporece BOIIPOCOB.
4.
PexomeHnayemble HCTOYHMKH:
8.1.1-8.1.9, 8.2.1-8.2.6, Pa3aen 9
3ansTue 2. Pemenue TECTOB.
1. Odopmrnenne opraHU3alMOHHON TOKYMEHTAlUN O6cyxnenue
2. OdopmiieHre pacopsSANTEIBHON TOKYMEHTAINN JMCKYCCHOHHBIX
PexomeHnayemblie HCTOYHMKH ! BOIIPOCOB.

8.1.1-8.1.9, 8.2.1-8.2.6, Paznen 9

Pemenne mnpaxkTuueckux
3a1a4

Tema 3.
Opranuzanus
JIOKYMEHTOO000pOTa

3ansTue 1.

1. Conepxanue 10KyMEHTO0O0pOTA

2. MeTopl OpraHU3aIii CHCTEMBI IOKYMEHTO000pOTa
3. O6paboTka 1 cucreMaTH3anus J0KyMEHTOB
PexoMeHayemMble HCTOYHHKH:

8.1.1-8.1.9, 8.2.1-8.2.6, Paznen 9

Ompoc.
Pemenue
OO6cyxnenne
JMCKYCCUOHHBIX
BOIIPOCOB.
TepMHUHOJIOTMYECKHIT
JTUKTAHT.

TCCTOB.
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3aunsrue 2.

1. Pa3pabotka CXEMBI
rOCy/IapCTBEHHOT'O OpraHa
PexoMeHnayemble HCTOYHHKH:
8.1.1-8.1.9, 8.2.1-8.2.6, Paznen 9

JIOKyMEHTO000poTa

Ompoc.
Pemenue
OO6cyxnenue
JMCKYCCUOHHBIX
BOIIPOCOB.
Pemenne mnpakTuyecKux
3aaq

TECTOB.

Tema 4. 3ansTue 1. Omnpoc.
Opranuzanus 1. ConepxaHnue HOMEHKIATYPBI €1 Pemenue TECTOB.
XpaHeHus 2. OcHOBBI (POPMHUPOBAHUST HOMEHKIATYPHI €T O6cyxnenue
JIOKYMEHTOB 3. ApxuBbl Poccuiickoii ®Denepanuu, WX BHABI W | JUCKYCCHOHHBIX
byHKInn. BOIIPOCOB.
4. DKcrepTr3a U YHUUTOKEHHE JelT TepMuHOIOrHYECKUiA
PexoMeHyeMble HCTOYHMKH JMKTAHT.
8.1.1-8.1.9, 8.2.1-8.2.6, Pa3nen 9
3ansTue 2. Omnpoc.
1. Pa3paboTka HOMEHKIATyphl JAed rocyaapcrBeHHoro | Perienue TECTOB.
oprana O6cyxnenune
2. Pa3paboTka akTa 00 OLIeHKE [IEHHOCTH JOKYMEHTOB. | IUCKYCCHOHHBIX
3. Pa3paboTka akTOB 0 mepenayve Jei B apXUBBI BOTIPOCOB.
4. Pa3zpaOoTka akTOB 00 YHUUYTOXKEHUU J1e1 TepMuHOIOrHYECKUA
PexoMeHyemMble HCTOYHMKH JMKTAHT.
8.1.1-8.1.9, 8.2.1-8.2.6, Pa3nen 9 Pemenne mnpakTHUYeCKUX
3aj1a4
Tema 5. 3ansaTue 1. Omnpoc.
[ToaroroBka 1. TpeGoBaHus K 0POPMIIEHHIO TOKYMEHTOB Pemenne TECTOB.
CITy>KEOHBIX 2. OCHOBBI J1EJIOBOY TEPEMHUCKH OO6cyxnenue
JIOKYMEHTOB u | 3. PaccMoTpenne oOpamnieHnii rpakJjaH U OpraHu3alfidi | TUCKYCCHOHHBIX
nenosas nepenucka | 4. KoHpUIeHIMATbHOCTD U IEPCOHAIBHBIE JaHHBIE BOIIPOCOB.
PexoMenayeMble HCTOYHUKH TepmuHonOrnyecKkuii
8.1.1-8.1.9, 8.2.1-8.2.6, Pa3nen 9 IUKTAHT.
3ausrue 2. Ompoc.
1. Odopmiienne nenoBoi NepenucKku Pemenue TECTOB.
2. Pabota Ham  TWpoOeKTaMH  pacmopsAUTENbHBIX | OOCyXIeHHe
JOKYMEHTOB JMCKYCCHOHHBIX
PexoMeHnayemble HCTOYHMKH: BOIIPOCOB.

8.1.1-8.1.9, 8.2.1-8.2.6, Pa3nen 9

Perienne mpakTHUECKUX
3a1a4

3ansaTue 3.

1. PaGora ¢ oOpaleHus MU TpakJiaH U OpraHu3alui
PexoMeHnyemble HCTOYHMKU:

8.1.1-8.1.9, 8.2.1-8.2.6, Pa3znexn 9

Ompoc.
Pemenue
Ob6cyxnenue
JMCKYCCHUOHHBIX
BOIIPOCOB.
Pemenne mnpakTuueckux
3aj1a4

TECTOB.

Tema 6. 3ansTue 1. Ompoc.
Aromaruzamus 1 | 1. UHpopmanmonHoe  oOmiectBO M 3JIeKTpoHHOE | Pemenue TECTOB.
uudpoBU3aIL MIPaBUTEIBCTBO Ob6cyxnenue
nenorpousBoactBa | 2. Cucrema 3JeKTPOHHOTO TOKYMEHTO000poTa JTMCKYCCHOHHBIX

3. ABTOMaTHU3HPOBaHHBIE pabOYHe MeCTa BOITPOCOB.
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PexoMeHayeMble HCTOYHUKU TepmuHosOrnueckuii
8.1.1-8.1.9, 8.2.1-8.2.6, Pa3nen 9 IIUKTAHT.

3ansaTue 2. Omnpoc.

1. OdopmiieHne 351eKTpOHHOrO oOOpalieHuss B opra | Pemenue TECTOB.
rOCy1apCTBEHHOI'O YIIPABICHUS O6cyxnenue
Pexomenayemblie HCTOYHMKH JUCKYCCHOHHBIX
8.1.1-8.1.9, 8.2.1-8.2.6, Paznen 9 BOIIPOCOB.

Pemenne MMPAKTUYCCKUX
3aga4

Tema 7. 3ansTue 1. Ompoc.
MexsenomctBenH | 1. ComepikaHue MEXKBEIOMCTBEHHOTO 3JIEKTpOHHOro | Pemenue TECTOB.
Bl AJICKTPOHHBIA | JTOKYMEHTOOOOpOTa OO6cyxnenue
JOKYMEHTOO0OPOT | 2. ApXHTEKTypa MEKBEIOMCTBEHHOTO 3JIEKTPOHHOTO | IMCKYCCHOHHBIX
JOKYMEHTO000pOoTa BOIIPOCOB.
3. Ucnonp3oBaHue 37EKTPOHHOM MOIMTUCH TepmuHoIOrn4ecKuit
Pexomenayemble HCTOUYHUKH: JVKTAHT.
8.1.1-8.1.9, 8.2.1-8.2.6, Paznen 9
3ansrue 2. Ompoc.
1. AnMuHUCTpUpPOBaHUE MEXBEJIOMCTBEHHOIO | Penenue TECTOB.
ANEKTPOHHOTO JOKYMEHTO000pOoTa Ob6cyxnenue
Pexomenayemble HCTOYHUKH: JUCKYCCHOHHBIX
8.1.1-8.1.9, 8.2.1-8.2.6, Pa3nen 9 BOITPOCOB.
Pemenne mnpaxkTuueckux
3aja4
Tema 8. 3ansarue 1. Ompoc.
Mexsenomcte | 1. Comepxanne CUCTEMBI MEXKBEIOMCTBEHHOTO | Pemienne TecTos.
HHOE AJIEKTPOHHOTO B3aUMOJIEHCTBUS Ob6cyxnenue
IEKTPOHHOE 2. ApxuTekTypa CHCTEMI MEXBEIOMCTBEHHOTO | AUCKYCCUOHHBIX
N AJIEKTPOHHOTO B3aUMOJIEHCTBUS BOIIPOCOB.
B3aUMONICUCTBHC | 3 [Topsimox  3amofHEHMs  CIY)KEOHBIX  3JIEMEHTOB | TepMHHOIOrHYECKUA
AEKTPOHHBIX coo01eHn B CUCTEME | TUKTaHT.
MEXBEJLOMCTBEHHOT'0 2JIEKTPOHHOTO B3aUMOIEHCTBUS
Pexomenayemble HCTOUYHUKH:
8.1.1-8.1.9, 8.2.1-8.2.6, Pa3nen 9
3ausarue 2. Ompoc.
1. AAMUHUCTpUpPOBaHHE CUCTEMBI MEXBEJOMCTBEHHOTO | Pemenue TECTOB.
AJIEKTPOHHOTO B3aUMOJIEHCTBUS Ob6cyxnenue
Pexomenayemble HCTOYHUKH! JUCKYCCHOHHBIX
8.1.1-8.1.9, 8.2.1-8.2.6, Paznen 9 BOITPOCOB.

Perienue npakTHUECKUX
3a7a4

6. [lepeyeHb y4eOHO-METOAUYECKOTO ODecTiedeHus sl

padoThI 00Yy4aOUIUXCH MO TMCIHUIINHE

6.1. IlepeueHb BONPOCOB, OTBOAMMBIX HAa CAMOCTOSITEJIbHOE OCBOCHHE
AUCHHUIIMHBI, (POPMbI BHEAYIMTOPHOI CAMOCTOSATEJIbHOH PadoThI

CAMOCTOATEJILHOM

HaunmeHnoBanue Tem
(pa3nesioB)
TUCHUTIINHBI

IlepeyeHb BONPOCOB, OTBOAMMBIX HA
CaMoOCTOsITe/IbHOE OCBOEHHUE

®opMbl BHEAYAUTOPHOMI
CaMOCTOSITEJIbHOM PadoThI
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Tema 1.
Conepxanue
JIEJIONIPOU3BO/ICTBA B
CHCTEME
rocyaapCTBEHHOTO U

[TonsATHIiHBIN anmapar.
HenonpousBoactso B JpeBHeii Pycu.
IIpukasHoe 1emonponu3BoICTBO.
Komnexckoe 1e10npon3BoiCTBO.
HcnonHuTenbHOE 1€710IIPOU3BOJICTBO.

Pabota ¢ Hay4HOI1, yueOHOI 1
CIIPaBOYHOM JIUTEPATYPOIA,
WNHuTepHeT-pecypcamu.

[ToaroroBka (cooOIeHus) OKIAIA.
[TonGop, cucremaTuzanusi,

MYHULUIIAJIBHOTO CoBeTtckoe 1e10IpOU3BOICTBO. KPUTHYECKUI aHanu3 U 0000111eHne
yIpaBJIEHUs JIOTOKHOCTHOM perjaMeHT CilyKallux, MaTepuaia.
Y4aCTBYIOLIUX B CUCTEME [ToaroroBka k onpocy u
JOKYMEHT0000poTa TECTUPOBAHUIO 110 TEME 3aHATUS
Tema 2. Ananutuueckuit 0030p degepanbHOro Pabota ¢ Hay4yHoMi, yueOHOH 1
JlokymeHTupoBaHHas | 3akoHa oT 27.07.2006 N 149-@3 "O6 CIPABOYHOM JIUTEPATYPOH,
uHpopmManus nHpopManuu, HTHPOPMAIIMOHHBIX HNHuTtepHeT-pecypcamu.
TEXHOJIOTHUSX U O 3aIuTe nHpopmarmu'. [ToaroroBka (cooOrieHus) JOKIAAA.
Ananmutuueckuii 0630p 'OCT P UCO [Ton6op, cucremaru3anus,
15489-1-2019, HanmoHansHOTO CTaHapTa | KPUTUYECKUN aHATN3 M 00001IIeHre
Poccutickoit ®eneparuu «MHGopManus 1 | MaTepHaa.
JOKyMEHTaLus. Y IpaBIeHUE IToaroroBka K onpocy u
JOKYMEHTaMMu». TECTUPOBAHUIO 110 TEME 3AHITHUS
YHUPHUINPOBAHHBIE CUCTEMBI
JOKYMEHTalluu
Tema 3. Meroapl opranuzanuu J0KyMeHToobopora. | Pabora ¢ HayuHol, yueOHON U
Opranuzanus Crnioco0slI panroHa U3 CIIPaBOYHOMU JIUTEPATYPOH,
JOKYMEHTO000pOoTa | TOKyMEHTOO0O0pOTA. HuTepHeT-pecypcamu.
AHanmutnueckuii 0030p denepanbHOro [ToaroroBka (cooOIIEeHNUS) OKIIA A,
3akoHa ot 27 uronsa 2006 roga Nel52-D3 [Togbop, cucremaru3zanus,
«O mepcoHaNbHBIX TAHHBIX. KPUTHYECKHH aHAJIN3 U 000011IeHH e
AHanu3 1okyMmeHToo0opoTa B chepe Marepuana.
rOCYJapCTBEHHOM Ipa)1aHCKON CITY>KOBI. ITonroroBka k onpocy u
CxeMa TOKyMEHT0000pOTa TECTUPOBAHUIO 110 TEME 3aHITHS
Tema 4. Amnanutnueckuit 0630p PenepaabHOro Pab6ota ¢ Hay4HOI1, yueOHOI 1
Opranu3zanus 3akoHa oT 22 okTsa0ps 2004 roga Ne 125- CIIPaBOYHOM JIUTEPATYPOH,
XpaHEHUs @3 «O06 apxuBHOM nene B Poccuiickoit NurepHeT-pecypcamu.
JIOKYMEHTOB denepanuny». [TonroroBka (cooO1ieHus) 10KIaaa.
Apxusnbiit ponn Poccuiickoit @enepannu. | [Tonbop, cucrematuzanus,
KPUTHYECKHUH aHanu3 1 0000111eHne
MaTepuana.
IToaroToBka K onpocy u
TECTUPOBAHUIO 110 TEME 3aHATUS
Tema 5. JlokyMeHTanus 1no Tpya0BbIM Pabota ¢ mHay4yHoii, yueOHOU 1
ITogroroska OTHOILIECHUSM. CIIPaBOYHOU JIUTEPATYPOH,
CITy>KeOHBIX duHaHCOBasA JOKYMEHTAIUA. HNHTepHeT-pecypcamu.

HAOKYMCHTOB U
ACJIOBasd MEperrcKa

I'paxknancko-nipaBoBast JOKyMEHTALUA.
[IpeTeH3nOHHO-UCKOBAs JOKYMEHTALUS
TpeboBanust k 0OPMIIEHUIO TOKYMEHTOB.
WUcnonb3oBanne CIICHUaJIbHBIX TCPMHUHOB U
CJIOBOCOYETAHUM

MexayHapoiHas IEpENncKa.

[ToaroroBka (cooOmIeHus) T0KIaaa.
[Toxn6op, cucremaru3zanus,
KPUTUYECKHH aHAJIN3 U 00001IeHEe
Marepuara.

[ToaroToBka k onpocy u
TECTHPOBAHUIO TI0 TEME 3aHITHS

Tema 6.
ABTOMaTu3anus u
udpoBHU3aISL
JEJI0TPOU3BOJICTBA

OdopmiteHue AEKTPOHHBIX TEKCTOB.
OdopmiieHne deKTPOHHBIX TAOJIHII.
Kubepbe3omnacHOCTh 1 IU(poBast FTUTUCHA.
[{udpoBuzanus npouecca Moga4x 1
paccMoTpeHHst 00OpaleHHA.

Pabota ¢ Hay4HOIi, yueOHOI 1
CIIPAaBOYHOMU JIUTEPATYPOH,
HNHTepHeT-pecypcamu.

[ToaroroBka (cooOIeHNUs) JOKIA A,
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Enunas cucrtema uneHTUUKALINN U
ayTeHTH(UKAIIH.

[TonGop, cucrematuzanus,
KPUTHYECKHH aHAIIN3 B 0000IIeHNE
MaTepuana.

[ToaroroBka kK onpocy u
TECTUPOBAHUIO IO TEME 3aHATHUS

Tema 7. I'ocynapcrBenHble HHPOPMAITMOHHBIE Pabota ¢ Hay4yHO#, yueOHOMU 1
MeXBEeTOMCTBEHHBIN | CUCTEMBI. CIIPaBOYHOM JIUTEPATYPOH,
3JIEKTPOHHBIN Oco6eHHOCTH M TEXHUYECKHE CPECTBA, HHTepHeT-pecypcamu.
JTOKYMEHTO000POT [IPUMEHSIEMbIE B 3JIEKTPOHHOM [ToaroroBka (cooOrieHus) JOKJIAAA.
JOKYMEHTOO000pOTE. ITon6op, cucremarnzanus,
IlepcrieKTUBBI U YTPO3bI 3JEKTPOHHOTO KPUTHYECKHI aHAIIN3 U 00001IeHIEe
JOKYMEHTO000pOTa B rOCYJapCTBEHHOM MmarepHaia.
yrpasiieHuH. OCOOEHHOCTH pa3paboOTKH IToaroroBka k onpocy u
IIPOrpaMMHOr0 00ecreueHus JUIsl CUCTEM TECTUPOBAHUIO 110 TEME 3aHATUS
AJIEKTPOHHOTO JIOKYMEHTO000pOTA.
Tema 8. Amnanutnueckuit 063op FAUC Pabora c HayuHO#H, y4eOHOIl U1
MexXBEeTOMCTBEHHOE | «YIIpaBICHUEY. CIIPaBOYHOM JIUTEPATYPOH,
3JIEKTPOHHOE Nudpactpykrypa CMOB. WNurepuer-pecypcamu.
B3aUMO/ICHICTBHUE Ananutuyeckuit 0030p denepanbHOro [ToaroroBka (cooOIieHus) AOKIA .

3akona ot 06.04.2011 N 63-®3 "O6
AJIEKTPOHHOU MOAMHCH".
Me:xBe1OMCTBEHHOE B3aMOJICHCTBHE MTPU
PacCMOTPEHHH OOpaIlleHUMN.

Pexxumbl B3aMOIEHCTBUS YHACTHUKOB
yepe3 CMOB.

ITpaBuna kogudukanum 0ObEKTOB B
cucreme CMOB

[Ton6op, cucremaruzanus,
KPUTHYECKUH aHanu3 U 0000111eHne
Mmarepuara.

IToaroroBka K onpocy u
TECTUPOBAHUIO IO TEME 3aHATUS

6.2. IlepeyeHb BONPOCOB, 3aJaHUi, TeM /JJs MOATOTOBKH K TeKylIeMYy
KOHTPOJIIO (COriacHo tadJmuie 2)

IIpuMep KOHTPOJIBLHOM PadOThI
Kaxxnomy cTyaeHTy BblaeTcst oOlee 3aJaHue B COCTaBe KOTOPOH HEOOX0IMMO

pemmTh TpU 3aaa4un. [Ipu 3TOM CTyAEHT pemiaeT 3ajladyu B paMKaX yCTaHOBJICHHOTO
€My KOHKPETHOTO CTPYKTYPHOTO TOJApA3/eNeHUs TOCYyJapCTBEHHOTO OpraHa.
['ocynapcTBeHHBIM OpraH OMpeessieTcsl CTYACHTOM, a 3a/laHhe M0 CTPYKTYPHOMY
MO/IPa3/ICTICHUIO BBIJJAETCS TIPETIOIaBaTeIIeM.

3aoanue 1-ii 3a0auu:

CtyaeHT noipKeH pa3padoTaTh CXeMy JOKYMEHTOO0OpOTa B TOCYAapCTBEHHOM
OpraHe C BbIJICJICHUEM JIUI], OTBETCTBEHHBIX 3a MOJydeHue, 00paboTKy, OTIPABKY U
KOHTPOJIb CITYKEOHOM TOKyMeHTaIuu. [Ipr 3ToM 00s3aTEIBHO YUNTHIBAIOTCS B CXEME
BapHaHTHl OyMa)KHOTO M JIEKTPOHHOTO JOKYMEHTO0O0poTa. B pamkax sToro 3amganus
CTYACHT OTNpEeNIsieT HOMEHKIIATYPY JIeJ JIJIsl TOCYJapCTBEHHOTO OpTaHa.

3aoanue 2-ii 3a0auu

CTyAeHT MNOJAroTaBIMBAaeT MPOEKT OTBETa Ha oOpalieHue TpaxaaH (TEKCT
oOpameHust BbigaéTcs mpenojaBateneM). I[lpu sToM  oOpalieHue MOICKUT
pPETHCTpAIlU B CIICIUATILHOM PETHCTPE, MOATOTABIUBACTCS BAPUAHT OTBETA, COTIIACHO
rpaguka OmMpenenseTcs MapHIpyT corjacoBaHUsT W odopmisieTcs Ha OyMa)KHOM
HOCHTEJIC C UCTIOJIb30BAHUEM BCEX MPABMII 11O OPOPMIICHUIO JOKYMEHTA.
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3aoanue 3-1 3a0auu.

CTyneHT NMOoAroTaBRIMBaAET IMIPOCKT PACHIOPSAUTEILHOTO aKTa TOCY1apCTBEHHOTO
opraHa (o011ee coiep>KaHue akTa OoTpeIeisIeT IpernoaaBarTens). [Ipu 3ToM MpoekT akTa
MOJJICKUT PETUCTPAIlUU B CHCIUATBLHOM PETUCTPE, MPOBOJATCS MEPONPHUSITHS IO
COTJIACOBAHMIO IPOEKTa aKTa B COOTBETCTBUM C TpaUKOM JOKYMEHTOOOOpOTa,
oTpeeIeTCs MapIIpyT COIVIACOBAaHUA M OQopMIIIeTCss Ha OyMa)KHOM HOCHUTEIIE C
HCIIOJIb30BaHUEM BCEX MPABHUI MO 0(DOPMIICHUIO PACTIOPSIUTEIIBHOTO TJOKYMEHTA.

Kputepun OamnbHONW ONEHKM pa3iuuHBIX (OpPM TEKYIIEro KOHTPOJIS
YCIIEBAEMOCTH COJEPKATCA B COOTBETCTBYIOIIMX METOAMYECKHX PEKOMEHAALMAX

Kadeapsl.

7. @OHA OLEHOYHBIX CPeICTB sl IPOBEACHUA IPOMEKYTOYHOU
arrecTalui 00y4aroUUXCcs M0 IMCHUIIMHE

[lepedeHs MmIaHUPYEMbIX PE3YJIBTATOB OCBOCHHS 00pa30BaTEeIbHON MPOTPAMMBbI
(mepeyeHb KOMIETEHIIN ) C yKa3aHUEM MHANKATOPOB UX JOCTHKEHUS U TUTAHUPYEMBIX
pe3yibTaToB OOYy4YEeHUs MO NHUCIMIUIMHE CoAepkuTcs B pasnene «2. Ilepeuenb
IJIAHUPYEMBIX PE3YyJbTaTOB OCBOCHUS 00pa30BaTENIbHOW MPOrpaMMbl (MEPEUCHb
KOMIETEHIIM) C YyKa3aHUEM HWHIUKATOPOB UX JOCTHXKEHUS U IJIAHUPYEMBIX
pEe3yJabTAaTOB O0YUYECHUS 10 AUCIUTIIIUHE.

IIpumepHbIii MepedyeHb BONMPOCOB I MOJATOTOBKH K 3a4eTy
[ToHnsiTE ETONPOM3BOICTBA
CoBeTckoe J1e0mpOr3BOICTBO
Poub rocynapcTBa B OpraHu3anuu AeIOTPON3BOICTBA
MecTo 10KyMeHT0000pOTa B AESATEIHLHOCTH OPTaHOB BIIACTH
Cny>x0a aenonpousBoICTBa
CrpykTypa u GyHKIHMH CITY>KOBI I€TTOMPOU3BO/ICTBA
[TpuHIUTIBI 1 METOBI OpTaHU3AINH IOKYMEHTO000pOTa
CriocoObI panoHaIu3alul JOKyMEHTO000poTa
®dopMbl opranu3aiuy paboThl ¢ JOKyMEHTaMU
0. O6paboTKa MOCTyMNarONINX JOKYMEHTOB
1. TexHODOTHUS perucTpauu J0KYMEHTOB
2. O6paboTKa OTIPaBIISIEMBIX TOKYMEHTORB
13. O6paboTKa BHYTPEHHUX JOKYMEHTOB OpraHU3aIuU
14. Opranuzanusi KOHTPOJIS 32 UCIIOJIHEHUEM JIOKYMEHTOB
15. TlouToBBIE OTIIPABICHUS
16. [ToHATHE HOMEHKJIATYPHBIX JETT
17. Buabl ¥ TUIIBI HOMEHKJIATYPHBIX J1€JT
18. TexHOMOTHS COCTABICHHSI HOMEHKJIATYPHBIX JEIT
19. TloxroroBka jen k nepeaayde B apxuB
20. ApxuBHOE€ J1€710
21. XpaHeHue U y4eT apXUBHBIX JOKYMEHTOB
22. JlocTyn K apXUBHBIM JJOKYMEHTaM U MX HUCIIOIH30BaHUE

PR BOO~NOOR~WNE
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23. Ilpeanocbuiki  BHEApPEHUs HMHGPOPMAIIMOHHO-TEIEKOMMYHUKAITMOHHBIX

TEXHOJIOTUH B IMPOHCCChI TOCYAAPCTBCHHOI'O YIIPABJICHUA

24. I'ocynapcTBeHHbIE HHGOPMAIIMOHHBIE CHCTEMBI
25. [loHsATHE 2JIEKTPOHHOTO JOKYMEHTO000pOTa
26. OCOOCHHOCTM M TEXHUYECKHE CPElICTBa, NMPUMEHSEMbIE B 3JIEKTPOHHOM

JIOKyMEHTO000pOTE

2. 3aKkOHOJIaTENbHOE PETYINPOBAHUE DIEKTPOHHOTO TOKYMEHTO000pOTa

28. IIpoOnembl pa3BUTHUS SJIEKTPOHHOTO TOKYMEHTOO0OOPOTa B OpraHax BIACTH
29. 3amuTa nHOOPMAITUU B CUCTEME DIICKTPOHHOTO JOKYMEHTO000pOTa

30. MexBeTOMCTBEHHOE B3aMMO/ICHCTBHE B OPraHax BIACTU

31. Cioco0Opl opraHu3aiyuy MEKBETOMCTBEHHOT'O B3aUMOICHCTBUS

32. O01iee MpeACTaBICHUE O CHCTEME MEKBEIOMCTBEHHOTO JJIEKTPOHHOTO

B3auMo/iericteust (CMOB)

33. Yyactauku u cpenst CMOB

34. Mecto CM3B B CTpyKType 3JI€KTPOHHOTO MPABUTEIILCTBA

35. MeXBeJOMCTBEHHBIN 3JIEKTPOHHBIA TOKYMEHTOOOOPOT

36. 3akoHonarensHOE peryaupoBanue CMOB

37. [lonsiTue u BUIBI OOpaIieHui

38. [IpaBo rpaxmaan Ha 0OpallleHHuEe U €r0 PACCMOTPEHUE

39. O06s13aHHOCTH OPraHOB BJIACTH IMPHU pealn3allid HACEJICHUEM CBOETO MpaBa

Ha oOpailieHue

40. MexxBeTOMCTBEHHOE B3aUMOCHCTBHE MTPH PACCMOTPEHUH OOpaIIeHU
41. TIpoGaembl B chepe pacCMOTpeHHsT OOpaIlleHUI TpakIaH U OpTraHU3allNi,

HampaBJICHUA UX PCIICHUS

42. lludppoBuzarus mporecca moaaun 1 pacCMOTPEHUS 0OpaIieHui

43. OcobeHHOCTH 3aIUThl HHPOPMAIUH PU paboTe C JOKYMEHTaAMH

44, TlonsTHe TIepCOHATBHBIX JTAHHBIX

45. O0s3aHHOCTH OpPraHOB BJIACTH U WX COTPYJHUKOB TIpH padoTe ¢

IICPCOHAJIBHBIMH JaHHBIMU

46. TlocnencTBust yTeUKH MEPCOHAIIBHBIX JaHHBIX

47. CriocoObl 3auThl HHGOPMAITUN

48. Unentudukanus 1 ayTeHTUHUKAITHS

49. TexHOJIOTUYECKHE CPEJICTBA 3aIUTHI HHPOPMAIIUU
50. Eaunas cuctema uaeHTUPUKALUY U ayTeHTU(DUKALTUT

IIpuMepHBbI NepevYeHb OLEHOYHBIX CPEeICTB JJA NPOBEPKH KAaKI0I0

HHAMKATOPA JOCTUKEHUS KOMIIeTeHUNH, PopMHUpPyeMOil TUCUMILTIMHOMN

2021 rox npuema

Crocoben

HanmenoBanue HaumenoBanue | PesynbTarsl o0yueHus (yMeHuUs u TunoBbele KOHTPOJIBHBIE
KOMIIETCHIIUU WHJUKATOPOB 3HaHUs), COOTHECEHHBIE C 3a1aHUs
JIOCTH>KECHUS WHIUKATOpPaMU JOCTHKEHUS
KOMIIETCHIIUH KOMIIETCHIIMU
1. Bmaneer | 3HaTh: ITonroroBrTe TEKCT
HAaBbIKAMU METOAO0JIOTUYECKHE OCHOBBI | JII0OOTO BHYTPEHHETO
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pa3pabarbIBaTh
MIPOEKTHI
HOPMAaTUBHBIX
MIPABOBBIX aKTOB B
chepe
po¢eCCHOHAIIbH
Ol JIesTEIILHOCTH,
OCYILIECTBIISITh UX
MIPABOBYIO u
AHTHUKOPPYIIIUOH
HYIO JKCIEpPTHU3Y,
OLICHKY

OILICHKH
PEryJIUpYIOIIEero
BO3JICHCTBHS,
BBISIBJICHUS n
OIICHKH
BO3MOKHBIX
MOCJIEACTBUH
BBEJACHUA  TeX
NJIN UHBIX HOpM
peryJupoBaHus

pa3paboTKHy, BHEPEHUS u
NpUMEHEHHsST HOPMAaTUBHOIN IPaBOBOM
JOKYMEHTAIUH, MH(POPMALMOHHO-
KOMMYHUKAIIMOHHBIX ~ TEXHOJIOTHH,
uH(OPMAIIMOHHONW OE30MaCHOCTH H
3aIINTHI UHOpMAIHH,
NPEIYNpPEexICHUS U IPOTUBOACHCTBUS
KOppYIIHMH;

OCHOBHBIE MOJIOKCHHUS
3aKOHO/IATEIbCTBA O MEPCOHAIBHBIX
JaHHBIX, 00 OOMmMX NpPUHIMIIAX
(bYHKIIOHHPOBAHHS CHCTEMBI

JIOKyMEHTa II0 CBOEMY
BBIOODY. [TpocraBbTe
HEOOXOAUMBIE aTPUOYTHI
IS OTTHICAHMST HECKOJIBKHX

JTaroB nporecca
COIJIACOBAHUS JIOKyMEHTa
110 MOMEHTa ero
YTBEPXKICHHUS
pykoBoauteneM.  Jlaiite
HOSICHEHMSI CBOMX
JNENCTBUAN

PEryJINPYIOILEro AJIEKTPOHHOIO ITPaBUTEIBCTBA
BO3JCUCTBUA U Ymers:
MOCIEACTBUM  HX AQHAJIU3UPOBATh COJEP’KAHUE TEKCTOB
IIPUMEHEHMS HOPMATHUBHBIX IPAaBOBBIX M HHBIX
PEryJIMPYIOIIUX T0KYMEHTOB;
ONpENeNATh  KJIIYEBbIE  3HAUYCHUS
TEKCTOB JIOKYMEHTOB U ux
KOPPYNLHOHHYIO COCTaBIISIIOIIYIO;
OpeIBUIETh KPUTUYECKUE 3HAYECHUS
BO3MO>KHBIX HOCIIEACTBUM
OPUMEHEHHUS TeX WM HMHBIX HOPM
pEryJInpoBaHHUs
2. Ilpumenser | 3uathb: Paccunrars 4MCIIEHHOCTH
o0mue MeToAbl | METOI0JIOTHYECKUN HMHCTPYMEHTapui | ciykamux mo oopaboTke
HKCIEPTHOTO IPOBEJCHUSI  DKCHEPTHON  OLIEHKM | BXOASIEH JOKYMEHTAlUU
aHanmm3a U | IPOEKTOB HOPMATUBHBIX IPABOBBIX | A1  TOCYAAPCTBEHHOTO
OILICHKH aKTOB, opraHa C 00BEMOM
IIPOEKTOB peraamMeHT JEeSITeIbHOCTH | JOKYMEHTO000poTa 20
HOPMaTHUBHBIX JOJIKHOCTHBIX JIMI] TOCYAApCTBEHHOTO | THIC. JTOKYMEHTOB B TOJ,
IPaBOBBIX aKTOB | OpPraHa, ’KCHEPTHBIX U padouux IPymm | Ipu  cpenHell  HopMme
[0 OCYILIECTBICHUIO MOHUTOpPHUHTIA | BBIpaOOTKM  HA  OAMH
PaBONPUMEHEHHUS HOPMATUBHBIX | TOKYMEHT 0,65 q.
MPaBOBBIX aKTOB Koaddunment
YMmeTh: TPYAOEMKOCTH 0,7%,
UCMOJNb30BaTh  PA3JIMYHble  BHJBI | TOAOBOM  HOMHUHAJIBHBIN
HOPMaTUBHOM npaBoBoH | GoHA CITy’Ke0HOTO
uHpOpMaINH; BpeMeHH cocTaisieT 1980
M3y4yath HCCIIETYEMYIO chepy | 4, a K03 HUIHEHT HESTBOK
IIPAaBOOTHOLIEHUI; Ha ciyx0y 0,2.
yCTaHaBIIMBATh COCTOSTHUE
CYLIECTBYIOIIETO  TOJOXKEHUS B
IPaBONPUMEHEHUN
OIIK-5 1. 3HaTth: B mHacrosimmee Bpems B
Crniocoben JIEMOHCTpUp | METOOJIOTUYECKUE OCHOBBI | 1€ATEIbHOCTD OpraHoB
UCIOJIb30BaTh B | yeT 3HaHUS O | QyHKUHOHUPOBAHUS BJIACTH BHEJpEHa cucreMa
npoeCCUOHATIBH | IPAaBOBOM UH(POPMAIMOHHO- AJIEKTPOHHOTO
Oif JNeATenbHOCTH | Oa3uce KOMMYHUKAI[MOHHBIX TEXHOJIOTHH; nokymeHntoobopora. Ilpu
MH(POPMALIMOHHO- | IPUMEHEHUS rOCyJapCTBEHHBIE U MYHHUIIMIIAIbHBIE | 3TOM, BO MHOTHX
KOMMYHHKAIMOH | HUH(OPMAIMOHH | HH(GOpPMAllMOHHbIE CHCTEMBI; | BEAOMCTBAX
Hbl€ TEXHOJIOTUH, | bBIX TEXHOJOIMH | TEeXHOJIOTUU (YHKIIMOHMPOBAHUS | MPOJOIKACTCS
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roCy/1apCTBEHHbBIC
"
MYHHIIUITAEHBIC
WH(POPMAIIMOHHBI
e CUCTEMBI;
MIPUMEHSTh
TEXHOJIOTUU
AJIEKTPOHHOTO
MPABUTEILCTBA U
MIPEOCTABIICHUS
rOCy/IapCTBEHHBIX
(MyHUIIUTIQJTBHBIX

) yeayr

B

roCy1apCTBEHHO
M  yIpaBJICHHH,
BOKHEHIITNX
HUCTOYHUKOB
3HAHUU u
TYYIIAX
MHUPOBBIX
MIPAKTHK B cepe
nH(pOpMaIMoOHH

BIX TEXHOJIOTUH
u

BHGKTPOHHOI‘ (0] HpaBI/ITeHBCTBa
YMeTh:

B COBEPILICHCTBE MOJIL30BaThCS
TPAAUITMOHHBIMH W COBPEMEHHBIMH
KaHaJiaMu KOMMyHI/IKaLII/II/I

TyOnupoBaHHe
AIIEKTPOHHOTO JIOKYMEHTa
OymaxkupiM. Kakue mepsl,

0  BalieMy  MHEHHIO,
HEOOXOAUMO
IPEANPUHSTD JUTS
JIMKBHU Al NN
CBEIEHUS 10 MHHHMYyMa
OyMa)KHOTO
JOKYMEHTOOO0pOoTa?

[lonezen nu oOumiecTBy U
TOCY/IapCTBY  IIOJIHOCTBIO

TOCYJapCTBEHH 3JIEKTPOHHBIN
BIX u JIOKYMEHTO000POT B
MYHULIUTIATIbHBI oprasax Biactu?
X
UH(POPMALMOHH
BIX CUCTEM
2. BesaBisier | 3naTh: B mrarHoM pacnucanun
OCHOBHBIE METOJIOJIOTUYECKUE M HOPMATUBHO- | OPraHU3ALMN [IPOU3OLUIH
po0IeMbI B | IPaBOBbIE OCHOBBI MH(MOPMAIIMOHHBIX | U3BMEHEHUS  —  OTHEN
IPAaKTUYECKOM | OTPeOHOCTEH CTEMKXO0IIepOB; JOKYMEHTallMOHHOIO
PUMEHEHUN BO3MO>KHOCTH u CTaTHCTUKY | 0OecredeHUsl ObLI
KT B | npumeHeHus: UKT B rocy1apcTBEHHOM | IEpEMMEHOBAH B
roCy/IapCTBEHHO | U MyHHUIIMIAJIbHOM YIIPABJICHUU yIpaBJeHUE
M U | YMeThb: JOKYMEHTO0000pOoTa.
MYHUIIMNIATIBHO | GOPMHUPOBATH cTpykTypy | Odopmure Tadnuiy
M YIIpaBJICHUU KOMMYHHKAIM OpPraHoB MyOJIMYHOTO | COOTBETCTBUS K
yOpaBiaeHUs  JUIsl  yYCTAHOBJIEHMS | HOMEHKJIAType nen
OIEpaTUBHBIX, YCTOMYMBBIX U | OpraHu3alui, KOTOpas
MPOJAYKTUBHBIX B3aMMOOTHOLIEHHUH CO | pa3pabaThiBajiach KaK
CTEHKXOJIepamy; KJaccupukaTop
ONpEAENATh TPYAHOCTH U BBISIBIATH | CTPYKTYPHOI'O THUIA
npobnembl npumeHenus HWKT B
cucreMe (QyHKIMOHUPOBAHUS OPTaHOB
nyOJIMYHOTO YIpaBJIEHUs
3. Hcmons3yer | 3naTh: [Ipoananusupyiite
TEXHOJIOTHHI METOAOJIOTUYECKHEe M TEXHHYECKHE | MHPOPMALIUIO O CHCTEME
AIIEKTPOHHOTO BO3MOXKHOCTH MH(OPMAaLIMOHHO- | MEKBEIOMCTBEHHOT'O
IIPABUTEIBCTBA | KOMMYHUKallMOHHON AJIEKTPOHHOTO
u UH(QPaCTPYKTYpPbI OpraHoB | B3aUMOJICHCTBUS B
IPEOCTAaBICHUS | MYOJUYHOTO YIPABJICHUS: oprasax BJIACTH u
rOCYy/IapCTBEHH | TEHJIEHIIUU pa3BUTHUS | OTHILNTE po0JIeMsl,
BIX UH(POPMAIMOHHO- KOTOpBIE pemaer
(MyHUIIUTIAIIbHBI | KOMMYHHKAI[HOHHOMN BHEJpEHUE TaHHOU
X) ycayr ans | uHGpacTpykTypsl B Poccum u  3a | CUCTEMBI. Ob6ocnyiite
pa3BUTHSA py6exxom JIOBO/IBI.
UHPOPMALIMOHH | YMeTh:
o- dbopmyaupoBaTh MEePCIEKTUBHBIC
KOMMYHHKAIIO | TpeOOBaHMUS [0  YCTAaHOBJICHHIO
HHOWU BHYTPEHHUX U BHEUTHUX
WHDPACTPYKTYp | KOMMYHHUKAITUN CO CTEUKXOJACPAMHU
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bl OpraHoB
roCyapCTBEHHO
151 u
MYHULIMTIATbHON
BJIACTHU
2022 rox npuemMa
Haumenosanue Haumenosanue PesynbTarel 00ydeHus Tunosble KOHTPOJILHBIE
KOMIIETEHIIUH WHJUKATOPOB (yMeHus ¥ 3HaHUS), 3a/laHus
JOCTHKECHUS COOTHECECHHBIE C
KOMIIETCHIINU MHAUKATOpaMH J1OCTHKEHUS
KOMIIETCHIIMH
[TKH-7 1. JemoHcTpupyet | 3HaTh: Onwuiure
CrnocobHOCTB 3HaHUS B c(epe | METOIOJOTMYECKUE OCHOBBI | (GYHKLNOHAIBHYIO
IPUMEHSITD UHPOPMALIMOHHO  — | pa3pabOTKH, BHEIPEHUS U | apXUTEKTYpy
MH(pOPMaIMOHHO- — | KOMMYHUKAallMOHHBIX | IpUMEHEHUs HopMmaTuBHOMU | ['ocynapcTBeHHOMN
KOMMYHUKAIlHOHHBIE TEXHOJIOTHIA, MpaBOBOM  JIOKyMEHTaluu, | ”HHOPMAIIMOHHON
TEXHOJIOTUH, OCHOBHBIE | HH(OPMAIIMOHHON UH(POPMaIMOHHO- CUCTEMBI 0
ITOJIOKEHUS 0e30MacHOCTH U | KOMMYHHMKAallHOHHBIX roCy/1apCTBEHHBIX
3aKOHOZATEIbCTBA 0 | 3a1MTH UH(OPMALMHY, | TEXHOJIOTHH, (MyHMLIMIIAIBHBIX )
MIEPCOHANIBHBIX JAHHBIX, | OCHOBHBIX MOJIOKEHUH | ”HPOPMALIMOHHON YUPEKIACHUAX (ruc
00 o0muX NpUHLMIAX | 3aKOHOJATeldbcTBa O | OezomacHocTd M 3amwuThl | TMY) ®denepallbHOTO
(byHKIMOHUPOBAHUS IIEPCOHAIIBHBIX uH(popMaluuy, kazHauenctea  Poccum.
CHCTEMbI 3JIEKTPOHHOI'O | IaHHBIX, 00 OOIIHUX | MpexyNnpeKIeHUs u | Ucnone3yiite cant
IIPAaBUTEIIBLCTBA JUISL | IPUHIUIIAX IIPOTUBOAECUCTBUSA denepanbHOTrO
obecrieyeHus (YHKLIMOHUPOBAHUS KOPPYIILHNH; Ka3Ha4elcTBa (st
NEeATEIbHOCTH CHUCTEMBI OCHOBHBIE MIOJIOKEHUS | U3YYECHHUS MIPaBOBBIX
roCyZapCTBEHHBIX U | DJIEKTPOHHOTO 3aKOHOZATEIbCTBA O | aKTOB " GbyHKUIni
MYHHMIMIATBHBIX IPAaBUTENbCTBA  JUI | IEPCOHATBHBIX JAHHBIX, 00 | BEIOMCTBA),
OpPraHoB  BJIAaCTH U | obecredyeHus o0mmmx HOPUHIUNAX | OQUIHATBHBIN caur
yIIpaBJICHUS JEeATEIIbHOCTH (GyHKIIMOHUPOBAHUS Poccuiickoit ®denepanuun
TOCYJAapCTBEHHBIX U | CUCTEMBI AJIEKTPOHHOIO | AJIA pa3MelleHus
MYHHIIMITATIbHBIX IIPaBUTENIHCTBA uH(popManun 0
OpraHOB BJIACTU U | YMeTh: roCyAapCTBEHHBIX
YIIPABJICHUS aHAIM3UPOBATH COJEpKaHUE | (MyHUIUIAIbHBIX )
TEKCTOB HOPMATHUBHBIX | YUPEKIECHUAX (URL:
MIPaBOBBIX u uHbIX | http://www.bus.gov.ru) u
PETYAUPYIOIIUX peectp OI'MC g
JTOKYMEHTOB; onpeneneHus
OIIPEIEIATh KIIIOUEBBIE | XapaKTEPUCTUK I'cC
3HAYCHUS TekcToB | [MYV.
JIOKYMEHTOB u ux
KOPPYILIHOHHYIO
COCTaBJIAIOLLYIO;
NpeIBUIETh  KPUTUYECKHE
3HAYEHUS BO3MO’KHBIX
MOCJEACTBUI  MPUMEHEHUS
T€X WIM HHBIX HOpPM
PETrYIMPOBAHUS
2. Brmageer 3HaTh: [Ipoananusupyiite
HaBbIKAMU cOopa, | METO10JIOTUYECKHE, IIOJIy4E€HHOE oT
00paboTKH HOPMAaTUBHO-TIPAaBOBBIE U | IpenoAaBaress
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uH(pOopMaIun U | OpTaHW3aI[MOHHBIE OCHOBHI | OOpalleHue TpaKIaHMHA
y4acTHs B | cObopa u 00pabOTKH | WU FOPUAMYECKOTO JIUIA
uHpOpMaTU3ALUU uHpoOpMallUM B  CHCTEME | B opras BJIACTH.
JEeSITeIIbHOCTH MyOJIMYHOTO YIPaBIICHUS [loaroroBbTe OTBET Ha
COOTBETCTBYIOIINX YMmeTh: oOpaleHue, MpoCTaBIIssd
OpraHOB  BJIACTH U | HUCIOJNb30BaTh  Pa3IM4YHbIC | BCE aTpUOYTHl JIaHHOTO
OopraHu3anuin BU/IbI HOPMAaTUBHOM | IOKyMEHTa U COOJI01as
paBoBOM MHGOPMAIUY; OCHOBBI JIeI0BO
ONpPEEIATh OCHOBHBIE | IIEPEMHCKHU.
HaIpaBIICHUS JIOTOJIHUTENBHO
uHpOpMaTU3ALUU ONUIINTE, B 4YeM Oyner
JeSITEIbBHOCTH OpPraHoOB | 3aKJIIOYAThCA pa3HHILIA B
yOJIMYHOTO YIpaBJICHUs oopmiennn
JOKYMEHTOB npu
OTIIpaBKe OTBETa
KJIACCUYECKOU IOYTOBOM
CBSI3bI0 M IOCPEJCTBOM
AJIEKTPOHHOI'O MUChMa.
JlononHUTENbHBIE OaIbI
OyAyT HA4YUCJICHBI 3a
paccMOTpeHue
oOpareHuto 1o
CYULIECTBY
[IOCTAaBJIEHHOTO B HEM
BOMpOcCa.
3. [Ipumensier | 3narhb: [Ipoananusupyiite caur:
nH(OpPMAITMOHHO — | metomosiornueckue acrexrsl | URL:
KOMMYHHKAIIMOHHBIE | IPUMEHEHUS http://www.zakupki.gov.r
TEXHOJIOTHH, MH(}OpPMaLIOHHO- u, MIOCTaHOBJICHHE
WHCTPYMEHTHI U | KOMMYHHUKAIIHOHHBIX [TpaBuTenbcTBa
METOBI TEXHOJIOTHUH, Poccuiickoit deneparuu
UH(POPMALIMOHHOM OCHOBBI obecnieyenus | or 28.11.2013 Ne 1091
0€30MacHOCTH U | 3amuThl  uHGopMauuu M | «O eaIuHBIX TpeOOBaHUIX
3amUThl UH(GOPMAIIUH, | COXPAHHOCTH K  pETHOHANBHBIM U
OCHOBHBIE TOJIOKEHHUS | IEPCOHATBHBIX JTaHHBIX; | MyHULIUTIATHHBIM
3aKOHOJATENbCTBA O | IPUHLHUIIBI UH()OPMAITMOHHBIM
MEPCOHAIBHBIX (bYHKIITMOHUPOBAHHUS cucreMaM B cdepe
JAHHBIX, 00 OOIHUX | CHCTEMBI AJIEKTPOHHOTO | 3aKYyIMOK TOBAapoOB, padoT,
MPUHIIATIAX MIPaBUTENHCTBA ycayr ans o0OecrieueHHs
(GYHKIMOHUPOBAHUSA | YMeTh: roCy/1apCTBEHHBIX "
CUCTEMBI dbopMynupoBaTh MYHHIIMITATBHBIX HYXK
3JIEKTPOHHOTO MepCIeKTUBHbBIE " MTUCHMO
MpaBUTENBCTBA Ui | TpeOOBaHUs 1o | MUHKOHOMpPa3BUTHS
obecrnieueHus YCTaHOBJIEHUIO BHYTpeHHHUX | Poccum ot 17.12.2014 Ne
NEeATEILHOCTH U BHEIIHUX KoMMyHuKaiuil | 31727-EE/J128u «O
rOCyIapCTBEHHBIX U | AJs oOecrnieyeHus | HalpaBJIeHUH
MYHHIIUTTATBHBIX JESITEIIbHOCTH OpraHoB | (QYHKIIMOHATBHBIX
roCy/1apCTBEHHBIX MyOJIMYHOTO YIpaBIIEHUS TpeOoBaHUN K eIUHON
OpraHOB  BJAacTU | nH(OPMAITMOHHON
YIPaBJICHUS cucremMe B chepe
3aKyIOK»:
Kakne HOJICUCTEMBI
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IOJDKHEL BXoauTh B I YUC
ENC? Ilepeuucnure ux
OCHOBHBIE (DYHKITHH.

IIKH-8

CnocoOHOCTh
OCYILIECTBJISATh
ME>KBEJIOMCTBCHHLIC,
BHYTPUOPIraHU3alMOHH
BI¢ W  JIMYHOCTHBIC
KOMMYHUKAaIWH,
obecneunBaTh
B3alMOJICIICTBUE
OpraHoB
rocyaapCTBEHHOMN H
MYHHULUITIAJIBbHON
BJIACTU U YIpaBJICHUS
co BCEMU
3aMHTEPECOBAHHBIMU
CTOpOHAMU B
peanuzanuu
CTPATETUYECKUX LieJIen
M HAIlMOHAJIFHBIX 3aJa4
pasButus  Poccuiickoit
®Oenepanuu

1.  JlemoHcTpupyeT
HABBIKH

3HATEL:
METOI0JIOTHUECKIE u

OdopmMure HOKIATHYIO
3aIHCKY, UCIIOJIB3YS

MEXBEJJOMCTBEHHBIX, | HOPMaTHUBHO-IIPABOBbIE clenyrolue JdaHHble: —
BHYTPUOPraHU3alMOH | OCHOBBI azgpecaT — 3aBEIYIOIINI
HBIX M JIMYHOCTHBIX | (PYHKIIMOHUPOBAHUS OTIEeNIOM  OOpa3oBaHMUs
KOMMYHUKAIUH, KOMMYHUKAI[MOHHOU AJIMUHHCTpaLIUU r.
obecrieueHus HH(PpacTPyKTyphI benropona K. B.
B3aNMMOICUCTBHSA YMmeThb: CMOJISIHOB; TEKCT:
OpraHoB MI0JIb30BATHCS «Ilo Bamemy
FOCYJAapCTBEHHON U | TPaJAUIIMOHHBIMU U | IOPYYEHUIO MHOIO
MYHULUIIAIBbHON MEePCIEKTUBHBIMY KaHajlaMU | IPOBEPEHa MOATOTOBKA
BJIACTH U YIPABIEHUS | KOMMYHHUKAIIUH mkonsl Ne 12 x Ha-  gainy
co BCEMU y4ueOHOT0 roja.
3aMHTEPECOBAHHBIMU YcranosieHo, YTO
CTOpOHaMHU B KJIACCHBIE  TTOMEIICHUS
peanu3annu CHAOXKEHBI
CTpaTernyecKux COOTBETCTBY- foLen
uenen u MeOebIo U
HallMOHAJIBHBIX 3a7a4 o0opynoBaHUEM, IIKOJIA
pasButus Poccuiickoii obecrieyeHa
denepanuu. HEO0OXOIMMBIMH
METOANYECKUMU
MOCOOHSIMHU.
[Tenarornueckum
MepCOHAIOM HIKOJIa
YKOMIUIEKTOBaHa»;  —
MOAMUCHIBAET
JOKJIaHYIO 3aIuCKy
BEYIIMM  CHEUUATUCT
ornena obOpazoBaHusi B.
B. Heunnoperko."
2. Onpenensier | 3HaTh: CocTaBuTh OJOK-CXEMY
MIPUOPUTETHBIE TEOPETHYECKHUE, TJIaBHBIX nenen
HarpaBJICHUS METO/I0JIOTUYECKHE u | popMupoBaHUS
MEXBEJIOMCTBEHHBIX, | HOPMATHUBHO-IIPABOBbIE 3JIEKTPOHHOTO
BHYTPHOPTaHU3aIIMOH | OCHOBBI HWH()OPMAIIMOHHBIX | MPABUTEIHCTBA B
HBIX M JUYHOCTHBIX | MOTpeOHOCTEM Poccunitckoit deneparuu
KOMMYHUKaIUH, CTEHKXO0JIEpOB C YYETOM KOHKPETHBIX
o0ecrieueHus Ymers: ero HampasleHHH (Ha
B3aUMOJICUCTBUS dbopMHpOBaTE  CTPYKTYPY | OCHOBE ApPXUTEKTYPhI
OpraHoB KOMMYHUKAaIUH OpPraHoOB | PJIEKTPOHHOTO
TOCYJAapCTBEHHON W | MyOJUYHOTO  YIpaBJICHUS | PABUTEIbCTBA).
MYHULUIIATBEHON JUTSt ycraHoBlieHHs | COCTaBUTh CYKJIEHUE O
BJIACTH W YIPABJICHUS | OTIEPATUBHBIX, YCTOWUYMBBIX | IEPCIIEKTUBAX
co BCEMHU | U MPOAYKTUBHBIX | UCIOIB30BAHUM
3aMHTEPECOBAHHBIMU | B3AUMOOTHOIIEHUI CO | TEXHOJIOTHI
CTOpOHAMHU B | CTeMKxoJaepamMu HCKYCCTBEHHOTO
peanuzannuu MHTEJUIEKTA JUTSt
CTPaTErnYeCKNX pa3BUTHUSA KOHLIETIIINHI
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neieu Hu 3JIEKTPOHHOT' O
HAI[MOHAJBHBIX 3a]ad npaBuTenscTBa. KakoBo
paszButus Poccuiickoi BIIMSIHUE YpOBHA
Oenepanuu pa3BUTHUSA
MH(POPMAITMOHHOTO
oOmiecTBa Ha JIaHHBIH
po1iecc
3. Brigenser | 3uars: OObsicHUTE, B KakKHX
OCHOBHBIE METO/I0JIOTUYECKHE U | cpefax pa3BopavyMBacTCs
HaIpaBJICHUSA HOPMAaTUBHO-TIPABOBbIC CMDBB miis obecrieueHus
COBEPILIEHCTBOBAHUSI | OCHOBBI BBISIBIICHUSI | TIOJIHOTO LUK
MEXBEIOMCTBEHHBIX, | MEPCHEKTUBHBIX pa3paboTKu,
BHYTPUOPraHU3alMOH | HAIIPABJICHUH YCTAHOBJICHUS | TECTUPOBAHUS u
HBIX M JIMYHOCTHBIX | BHYTPEHHHX W BHEUIHUX | POMBIIICHHOTO
KOMMYHUKAIUH, KOMMYHUKAIIU# B CHUCTEME | UCTIOJB30BAaHUSI  BHJIOB
obecrnieueHus MyOIMYHOTO YIIPaBIICHUS CBEICHMIA.
B3aUMOJICVCTBHUS YmMmern:
OpraHoB dbopMynupoBath HOBBIE | OOBSICHUTE, HEOOXOAUMO
roCyJapCTBEHHOM | | TpeOOBaHUS o | jau noaximovyats kK CMOB
MYHUILIUTIATbHOU YCTaHOBJICHUIO BHYTPEHHUX | HH(OPMALMOHHYIO
BJIACTU W YIPABJICHUS | 1 BHEIIHMX KOMMYHUKAIUI | CHCTEMY  TOTpeOuTess
co BCEMU | CO CTEUKXOJIIepaMU TUIS HOJTyYeHUS
3aMHTEPECOBAHHBIMU BO3MO>KHOCTH
CTOPOHAMHU B UCIIONIb30BAaHUSI  BUJIOB
peanuzannu CBEJICHUH MOCTABILIMKA.
CTpaTernyecKux
menaeu u OOnbsacHuTE, Kakas
HallMOHAIBHBIX 3aJa4 OpraHu3alus  SBIIAETCS
pasButus Poccuiickoit oneparopom CMOB.
denepaunun
OOnbsacHuTE, KaKne
CBEIEHUsI JOCTYIIHBI Ha
TexHOIOrHYECKOM
nopraine CM3B.

OO0BsACHHATE, YTO OOIIETO
mexny MOJIO u CMOB.
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8. IlepeyeHb OCHOBHOW M [IONOJHHUTEJBLHOH Y4eOHO#l JIMTEpPATYpBHI,
HEe00X0IMMOH /151 OCBOEHHS JUCIHIIIHHDI
8.1. HopmMaTUBHBIH aKThI

1. denepanbHbii 3akoH oT 2 Mas 2006 roma No 59-03 «O mnopsake
paccMmoTpeHus oOpaleHuid rpaxaad Poccuiickoit denepanumny;

2. @enepanbHbiii 3ak0H Poccuiickoit ®@eneparun ot 27.07.2006 Ne 149-03
«O06 nnpopmaruu, THHOPMAIIMOHHBIX TEXHOJIOTHSIX U 3aIUTE WHPOpMAITUNY,

3. ®enepanbublii 3akoH 0T 27 utonst 2010 roga Ne 210-D3 «O6 opranuzanuu
MIPEIOCTABIICHUS TOCYAAPCTBEHHBIX U MYHUIIUTIAIBHBIX YCIYT;

4. @enepanbHblil 3ak0H 0T 22 okTA0pst 2004 roma Ne 125-®03 «O0 apxuBHOM
nene B Poccniickon @enepanuny;

5. IlpaBuna penmonpousBojacTBa B (efepalibHbIX OpPraHax HCHOJHUTEIbHOM




BJIACTU. YTB. nocrtaHoBieHueM IIpasurtensctBa PO ot 15.06.2009 Ne 477

6. Ilocranosnenue IlpaButensctBa PO ot 25.04.2012 Ne 394 «O mepax 1o
COBEPILICHCTBOBAHUIO  HCIOJBb30BaHUA  HHGOPMAIIMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTU B JIEATETLHOCTH T'OCYJAPCTBEHHBIX OPTaHOB

7. Tlocranosnenue IIpaButensctBa PD ot 22 centsops 2009 r. N 754 "O6
yrBepkaenun [lonoxkeHus o0 cUCTeMEe MEXBEJOMCTBEHHOTO  3JIEKTPOHHOTO
JTOKyMeHTooOopoTa"

8. IlocranoBnenme IIpaBurensctBa PD ot 25.12.2014 Ne 1494 «O6
yrBepxaeHun [IpaBun oOMeHa TOKyMEHTaMU B JIEKTPOHHOM BU/JIE TIPY OpTaHU3aIIH
UH(GOPMALIMOHHOTO B3aMMOJICHCTBHS»

9. Ilpukaz ®enepanbHoro apxuBHoro areHtctBa oT 11.04.2018 No 44 «o0
YTBEPKACHUH TMPUMEPHOU MHCTPYKIIUMHU IO JIEIOMPOU3BOJCTBY B TOCYIaPCTBEHHBIX
OpTraHU3AIHIX»;

8.2. IlepeyeHb OCHOBHOI M JONOJHHUTEJbHOW Y4eOHOIl JMTepaTyphbl,
HEe00XO0AMMOI1 1JIsl OCBOCHUSI TUCHMUILIHHBI:

b) OcHoBHas iuTepaTtypa:
1. Hoponuna, JI. A. OpraHuzamusi U TEXHOJIOTHS JOKYMEHTAI[MOHHOTO
oOecrieueHus yrpapieHus : y4eOHUK U MpakTUKyM 151 By30B / JI. A. Jloponuna, B. C.

UputnkoBa. — MockBa : UsmarensctBo HOpaiit, 2022. — 233 c. — (Bricmiee
oOpazoBanue). —  OOpasoBarenbHas 1uiatgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/489555 (mara oOpamenus: 08.12.2022). — Tekct
AIEKTPOHHBIN.

2. MoposoBa, O. A. HHpopMaMOHHbIE TEXHOJOTUU B TOCYJAaPCTBEHHOM U
MYHUIMIIATBHOM YIIpaBJieHU! : yueOHoe nmocodue /s By30B / O. A. Mopo3zosa, B. B.
Jlocera, JI. 1. IBaHOBa. — 2-¢ m31., uctp. u gom. — Mocksa : U3parensctBo FOpaiiT,
2022. — 142 c. — (Boicmee oopa3oBanue). — OoOpaszoBatenbHas miatdopma FOpaiir
[caiiT]. — URL: https://www.urait.ru/bcode/493854 (mata obpamenus: 02.11.2022).
— TeKCT : 2JIEKTPOHHBIN.

B) JlonoiHUTEIbHAS JIATEPATYPA:

3. Kupcanosa, M. B. Jlenosas nepenucka : yueOHO-pakTHUECKoe mocodue /
M.B. Kupcanosa, H.H. Anonuna, FO.M. AkcenoB. — 3-¢ u3a. — Mockga : UTH®PA -
M, 2022. — 136 c¢. — TekcT: HemocpenacTBeHHBIN. - (Bpicmiee oOpa3oBaHHE:
bakanaspuar). - To xe. - 2022. - 3ObC ZNANIUM.com. - URL:
https://znanium.com/catalog/product/1710999 (nata o6pamenus: 08.12.2022). —
TeKCT : DJIEKTPOHHBIN.

4. Kysnenos, M. H. JlokyMeHTalMOHHOE OOecneYeHre YIpaBICHUS.
JIOKyMEHTOOOOPOT U JICJIONPOU3BOJICTBO : YUEOHUK U MpaKTUKyM it By30B / U. H.
Ky3nenos. — 3-e uzj., nepepad. u gon. — Mocksa : M3natensctBo Opaiit, 2022, —
461 c. — (Bricuiee obpazoBanue). - ObpazoBarenbHas miatdopma KOpaitt [caitT]. —
URL: https://urait.ru/bcode/488697 (mata oOpamenus: 08.12.2022). - Texkcr
AIEKTPOHHBIN.

5. Pa3znopoxusbiid, A. A. JIokyMEHTUPOBAHHUE YIIPABICHUYECKOU AEATENBHOCTH :
yueb. nmocodue / A.A. Paznopoxusiii. — Mocksa : UH®PA-M, 2018. — 304 c. —
(Briciee  oOpaszoBanue: bakamaBpmar). - ObC ZNANIUM.com. - URL:

24



https://znanium.com/catalog/product/969585 (nara obpamenus: 08.12.2022). — Tekct
. DJICKTPOHHBIU.

6. IlysanoBa, H. H. OcHoBbel pgenonpou3BoAcTBa. S3bIK CIIyKeOHOTO
JIOKyMEHTa : yueOHUK U npakTukyMm s By3oB / H. H. lllyBanosa, A. FO. VBanoBa ;
nox obmeit penaknuei H. H. [llyBanoBoit. — 3-e u3n., nmepepad. u gon. — Mockasa :
WznarensctBo IOpaiit, 2022. — 384 c. — (Bwicuiee oOpa3zoBanue). —
OoOpasoBarenbHas miardopma FOpaiit [caitr]. — URL: https://urait.ru/bcode/487943
(mata obpamenust: 08.12.2022). — TeKcCT : 37IeKTPOHHBIMH.

Ilepuoouueckue uzoanus:

['ocynapcTBennas ciayx0a;

BecTHuK rocygapCTBEHHOTO M MyHUITUIIAILHOTO YIIPABJICHUS;

BOITPOCHI I'OCYIIAPCTBEHHOI'O " MYHUIUITAJIBHOT'O
VIIPABJIEHUA. Public Administration Issues.

9. Ilepedyennb pecypcoB MH(OPMANHOHHO-TEJIEKOMMYHMKANMOHHON CceTH
«HTEepHET», HEOOXOAUMBIX /1JI51 0CBOECHHUS TMCUMILINHBI

1. 3nexrponnsie pecypcsl BUK:

2. OnektpoHHas ~ Oubnmoreka  duHaHcoBoro  yHuBepcurera  (Ob)
http://elib.fa.ru/

3. DnekrponHo-O0nbMoTeyHas cuctema BOOK.RU http://www.book.ru

4. DIeKTpoHHO-OMONIMOTEYHAas cHUCTeMa «YHUBEpCUTETCKass OubOImoTeka
OHJIAH» http://biblioclub.ru/

5. DnekTpoHHO-OMOnMoTeyHas cuctema Znanium http://www.znanium.com

6. DneKkTpoHHO-OMOIMOTESUHAS cucrema U3/1aTeJIbCTBA «IOPAUT»
https://www.biblio-online.ru/

7. Jlenomas onnaitH-omOimoteka Alpina Digital http://lib.alpinadigital.ru/

8. OdwummanbHelii caiit PocapxuBa http://archives.ru

9. Odunmaneueiii caiit BHUMJA /L http://www.vniidad.ru

10. Meroauyeckue yka3aHus Ui OOY4alOUIUXCH 1O OCBOECHHIO

AUCHUTITMHBI
KonTpoabnas padora

1. KontposnbHas paboTa sIBIs€TCA OJAHOW U3 OCHOBHBIX (DOPM ayJUTOPHOH U
BHEAYIUTOPHOM  CaMOCTOSTENbHOM  pabOThl  CTYIEHTOB IO  JUCHUIUIMHAM
(MHOCTpaHHBIM  SI3bIK, MaTEMaTUYECKUM M  JIPyTUM  €CTECTBEHHO-HAyYHBIM
JUCLUUIUIMHAM), U MOXET pEeaIu30BbIBAThCA KAK B IUCBMEHHOM BHJE, TaK U C
UCIIOJb30BaHUEM  MH(POPMAIMOHHBIX  TEXHOJOTHMH M CIeUHUaIu3uPOBAHHBIX
MPOTrPAaMMHBIX MTPOJIYKTOB.

2. KonTponbHas paboTa OTpa’kaeT CTENEHb OCBOCHHUS CTYJEHTaMH Y4eOHOTO

MaTepHuana KOHKPETHBIX Pa3/esioB (TeM) TUCHUIUINH (B (hOpMe pa3BEpHYTHIX OTBETOB
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http://archives.ru/
http://www.vniidad.ru/

0 BONPOCAaM, PACKPBITHS TOHSTHI, BBIIOJHEHUS YHIPaKHEHWM, peleHus
NPaKTUYECKUX 3a]1a4, CHTyaluid, KEUCOB U Ap.).

3. Llenb BBITIOJIHEHUS] KOHTPOJIBHOU PabOThI, COAepIKAIIEH KOMIUICKT 3aJJaHui -
OBJIAJICHUE CTYJEHTAMU HAaBbIKAMU pELIEHUS THUIIOBBIX PACUETHBIX 3ajady,
dbopmupoBaHUe yueOHO-HCCIIEOBATEIbCKUX HABBIKOB, 3aKpEIUICHUE YMEHUU
CaMOCTOATENLHO PaboTaTh C pa3NTUYHBIMU UCTOUHUKAMU UH(POPMALIUU; PACIIUPEHUE
Y 3aKpeIUICHNE 3HAaHUW U YMEHHI; IPOBEPKA 3HAHWUW, YMEHNUW U BJIAJICHUM.

4. CopepxaHue 3aJlaHuid KOHTPOJIBHBIX palOT JIOJKHO OXBAaThIBATh OCHOBHOM
MaTepuall COOTBETCTBYIOIIMX pa3feioB (TeMm) aucuuiuinH. KOoHTposbHBIE 3aaHus
pa3padaTbIBalOTCS 10 MHOTOBAapUAHTHOM cucTeme. BapuaHThl KOHTPOJIBHBIX padOT
JIOJIKHBI OBITh PAaBHOIICHHBI IO 00BEMY U CII0KHOCTH.

5. ConepxaHue 3aaH1il KOHTPOJIBHBIX PA0O0T U TPEOOBAHUS K UX BBITIOJHEHUIO
pa3pabarbhIBalOTCS  IpenojaBaTesieM, BEAyIIUM CEMUHApCKHE  3aHATUS 10
JUCLUIUINHE.

6. TpeGoBaHMsI K BBIITOJIHEHUIO KOHTPOJIBHON paOOTHI:

® YETKOCTh M IMOCJEI0BAaTEIbHOCTh M3JIOKEHUsI MaTepuana (pelieHus) B
COOTBETCTBHUM C COCTABJIECHHBIM IUIAHOM;

e Hanmuuue OOOOIIEHUII W BBIBOJOB, CHAEJNAHHBIX HA OCHOBE M3y4YCHUS
UH(GOPMAILIMOHHBIX HCTOYHUKOB 10 JJAHHOU TEME;

® [IPEJOCTABIICHUE B TIOJHOM O0BEME pEUIEHUH HMMEIOLUXCS B 3aJaHuu
MPaKTUYECKUX 3a]1ay;

® WCIOJB30BAHWE COBPEMEHHBIX CIOCOOOB IMOMCKAa, OOpaOOTKM W aHaiu3a
uHbopMaIuy;

® CaMOCTOSITEJIBHOCTD BBIITOJIHEHHUS.

7. O0beM KOHTPOJIBHON paboThl HE OoJjiee 6 CTpaHUIl, HE BKJIIOYas TaOJIHII,
rpaduKoB U T. 1. (IpU HATTUYIUH).

8. OneHka KOHTPOJIBHBIX paOOT CTYACHTOB MPOBOJUTCS B MPOIECCE TEKYIIETO

KOHTPOJIA YCIIEBACMOCTH CTYJACHTOB.
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11. IlepeyeHb HH(POPMALMOHHBIX TEXHOJOIHH, MCIOJb3yeMbIX MPH
OCYLIECTBJICHMH 00pa30BaTeJIbHOIO Ipouecca 10 [AUCUMILIMHE, BKJIIOYasi
NepeYyeHb He00X0AMMOI0 MNPOrPpaMMHOI0 olecneYyeHUss M HH(OPMALMOHHBIX
CIIPABOYHBIX CHCTeM (MMPH HEOOXOTUMOCTH).

11. 1. KoMIIeKT JTMIEH3MOHHOI0 POTPAMMHOI0 00ecneYeHms :
1. Windows, Microsoft Office.

2. AutuBupyc Kaspersky

11.2. CoBpeMeHHbIe TpoeccuoHaIbHbIE 0a3bI JaHHBIX 1
HH(OPMALMOHHBIE CIIPABOYHBIE CHCTEMBI
1. UudopmanmonHo-npaBoBas cuctema «["apant»

2. UndopmannonHo-npaBoBas cucrema «Koncynprant [lmtoc»
3. CnoBapu u sunukioneauu: https://dic.academic.ru/
4. Cucrema KoMmIuiekcHOTO packpeitus uH(popmamuu «CKPUH» -

http://www.skrin.ru/

11.3. CepruduuupoBaHHble NPOrPaMMHbIC H AaNNapaTHbIe CpeaCcTBa
3ammUThl ”HPOPMALUM — HE ITPETYCMOTPEHO.

12. Onucanme MaTepUAJbHO-TEXHUYECKOH 0a3bl, HeOOXOAMMOM ISl
OCyILECTBJIEHHSI 00pa30BaTEJILHOI0 MpoLecca Mo AMCIUIIHHE,
3aHATHS TO JIUCHUIUIMHE TIPOBOASATCS B ayJIUTOPHUAX, O0OOPYIOBaHHBIX

My.TIBTHMGI[HfIHBIMH KOMIIJICKCaMH, KOMIIBIOTCPHBIMKU KJIaCCaMMW C BbIXOJOM B

HNuTtepHer.
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