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PaGouas mporpamma aucnurummabl  «HDOpMaAIMOHHO-TOKYMEHTAITMOHHOE
oOecriedeHrne JCsITeIbHOCTH OpPraHOB BJIACTH» COCTaBlieHA B COOTBETCTBUH C
denepanbHBIM TOCYAAPCTBEHHBIM 00pa30BaTENbHBIM  CTaHAAPTOM  BBICIIETO
obopazoBanus (PI'OC BO) mno namparienuto 46.03.02 [JoxymeHTOBeAeHHE U
apXWBOBEJICHNE

Ilpozpammy cocmasunu:

Herkuna Jlappsa AlekcaHapoBHA,
CTapIIUH MPEIOIaBaTEIIb

PabGouass mnporpamma  aucuumuiuabl  «HMHDOpMamOHHO-TOKYMEHTAIMOHHOE
oOecrieueHue JEATEILHOCTH OpraHOB BJACTH» YTBEPXKJEHA Ha 3aceJaHuu
Kadeapbl 00IIero, CTPaTern4ecKoro, MHGHOPMAIIMOHHOTO MEHEIP)KMEHTA U OU3HEC -
IIPOLIECCOB

poTokoJ1 Ne 9 ot «22» mas 2020 r.
3asenyromuii kadenpoii Epmonenko B.B.

Pabouas mporpamma o0cyxaeHa Ha 3acefaHuu Kadeapsbl (BbITYCKaOIIEH )
poTokoJ1 Ne 9 ot «22» mast 2020 r.

3aBenytomuii kadeapoi (Beimyckarouieit) Epmonenko B.B.

YTBepxkaeHa  Ha  3acelaHUM  Y4EOHO-METOJAMYECKOW  KOMHCCHH
dakynapTeTa YIpaBieHUs U ICUXOJIOTUN

I

poTokoi Ne 6 ot «25» mast 2020 r. /

[Ipencenarens YMK ¢axynbrera lllnroo6yns E.1O. //)
7]

PerieH3eHThI: -

®anbko Cepreit ['puropseBuu, 3aBeayromuil kadenpoil «IKOHOMUKA U
opranmzauusi mnpousBoactBay MITY um. H.D. baymana, HUCHOTHUTENbHBIN
JMPEKTOP HEKOMMEpUYECKOoro maptHepcrBa «OObeArHEeHUe KOHTpOIuiepoB Poccumy,
JI-p 9KOH. HayK, rpodeccop

bonnapeBa Mapuna MBaHOBHA, HaUYaJIbHUK OTJENA CIY>KEOHOMN MepenucKu
aaMuHucTpanuu KpacHogapckoro kpas



1 OEJIM U 3AJAYU NU3YYUYEHU S JTUCIHATIJINHBI
1.1 eap aAMCHUNINHBI

Henbto aucuurnssl «MHPOpMAIIMOHHO-TOKYMEHTALMOHHOE O0OecreueHne
JIESITEIbBHOCTH OpPraHOB  BJIACTU»  SBISETCS  (popMHpOBaHHE KOMIUIEKCHOTO
IPEACTABICHASI O TEOPETHYECKUX AaCMEeKTax M CYLIECTBYIOIIEH ITPAKTHKE
OpraHM3alliy JIeJIONPOU3BOJACTBA B PA3JIMYHBIX OpPraHax TOCYyIAPCTBEHHOM U
MYHULANIAIBHON BIACTH.

1.2 3apauu ocBOCHUSA TUCHHUIIINHBI

JUIst  MOCTMKEHUS 1eNedl pellarTcs  CICAYIUIME 3aJaud  U3yYCHHUs
JVCLUTIIINHBL

Teopemuueckas KoMnoHenma:

- OBJIQJICHHME TEOPETHUYECKUMHU 3HAHUSAMH B 00JacTh  JOKYMEHTAIUH
oOpasymoleicss B ACATEIbHOCTH OPraHOB TOCYNAapCTBEHHOM M MYHUIUMIAIBHOM
BJIACTH;

llo3nasamenvrnasn kKomnonenma:.

- (hopmupoBaHHE MPEACTABICHUS O COBPEMEHHBIX NpHEMax M CPEJICTBAX
JEJIONIPOU3BOCTBA B OpraHax BIIACTH;

IIpakmuueckas KomMnoHenma.:

- MOJYYUTh HEOOXOJAUMBIA HABBIK MOATOTOBKH U O(OPMIIEHHS TOKYMEHTOB
U OpraHu3auuud paboThl C JOKyYMEHTaMH B OpraHax TOCYJapCTBEHHOW U
MYHULHANIAIBHON BIACTH.

1.3 MecTo AUCHMIVIMHBI B CTPYKTYpe 00pa3oBaTe1bHOI MPOrpaMMbl

JucuunnvHa «HpOpMaIIMOHHO-TOKYMEHTAIIMOHHOE oOecrieueHue
JEATEIbHOCTH OPTraHOB BJACTU»  SIBISIETCA JTUCLUILIMHOM o  BBIOOPY
BapuaTUBHOM yactu broka 1 yuyeOHOro rjaHa HampaBiieHus moarotoBku 46.03.02
«JloKyMEeHTOBE/IEHUE U apXUBOBEAEHUE» TMporpamMmbl  «OpraHu3alOHHOE
MPOEKTUPOBAHUE JIOKYMEHTAI[MOHHOTO obecrnieueHust yIpaBJICHUS B
OpraHu3alumy.

N3ydenune IUCHMIUIMHBI TPEAMNoJiaraeT MEXKIUCIHUIUIMHAPHBIE CBSI3U U
O0azupyeTcs Ha 3HAHUM CTyJACHTAMU JUCHUIUIMH: «JlOKyMEHTOBeIeHUeY,
«MHpopmanionHble  TexHoJorum». llpu  u3ydeHum  pa3nenoB  Kypcea
«MHpOpMaIIMOHHO-TOKYMEHTAIIMOHHOE ~ O0ecrieueHne JesATeIbHOCTH OpraHoB
BJIACTW»  OCYIIECTBISIETCS CBA3b C  JUCHUIUIMHAMU  «APXUBOBEICHHEY,
«JloKyMeHTOBEIEHUE», «AJIMUHUCTPATUBHOE MPABOY, «udopmarmonnoe
npaBoy, «[ paxxaaHCcKoOe MPaBo».

1.4 llepeyeHb MJIAHMPYEMBIX Pe3y/JbTATOB 00y4YeHUSs MO IMCHHUIITIUHE, COOTHECEHHBIX
¢ IVIAHMPYEMbIMH pe3yJIbTaTaMH 0CBOCHHUsI 00pa30BaTe1bHOM NPOrPaMMbl



Nzyuenne yuebHON muctuminibel  «WHbOpManOHHO-A0KYMEHTAIIMOHHOE

obOecreueHue ACATCIIbHOCTH OPraHOB BJIACTHU)» HAIIPABJICHO Ha (1)OpMI/Ip0BaHI/IC y

06y‘IaIOHII/IXCH HCO6XOI[I/IMI)IX JJIs1 q)aKTI/I‘ICCKOFO IMPOsABJICHUA 3as1BJICHHBIX

KOMHCTGHHI/Iﬁ NpcaACTaBJaCHUA, 3HAHWA, YMCHHA W HABBIKOB. B Ta6JII/III€ 1

MpCACTAaBJICHBI Tpe6OBaHI/I$I (KOMHGTCHHI/II/I) K U3YUCHHIO CTYJACHTOM AWCHUIIIINHEI.

Tabnuna 1 — TpeGoBaHUsS K OCBOEHUIO CTYICHTOM JUCIUILTAHBI

Ne | HWnpekc Copnepxanue B pe3ynbrate n3ydeHus: yaeOHON AUCIUTUINHBI
KOMIIETEHI] KOMIIETEHINH 00yyaroIuecs 10JIKHbI
uu (unm ee yacTu) 3HATh YMETh BJIAJICTh
1 CIIOCOOHOCTBIO UCTOPHIO U OLIEHUBATh OLIEHUBATh
OLICHUBATh COBPEMEHHOE UCTOPHUIO U UCTOPHIO U
UCTOPHIO U COCTOSIHUE COBPEMEHHOE COBPEMEHHOE
COBPEMEHHOE 3apyOexKHOro COCTOSIHUE COCTOSIHUE
K-7 COCTOSIHUE OIlbITa 3apy0eKHOTrO 3apy0eKHOTO
3apyOexKHOro yIpaBICHUS OIbITa OIIbITa
OIIbITA YIIPABJICHUS | JOKYMEHTaMH U yIIpaBJICHUS yIpaBiIeHus
JOKYMEHTaMH U OpTaHU3aINH UX JOKYMEHTaMH H JTOKYMEHTaMH U
OpraHu3aly uxX XpaHEHUS OpraHu3alM UX | OpraHU3alUM UX
XpaHEHHS XpaHEHHS XpaHEHHS
2 CIIOCOOHOCTBIO KaK ONpeieInTh aHAJIM3UPOBATh CIIOCOOHOCTBIO
aHAJM3UPOBATH LEHHOCTb IICHHOCTb aHAJM3UPOBATh
K-8 LIEHHOCTb JIOKYMEHTOB C JIOKYMEHTOB C LIEHHOCTb
JOKYMEHTOB C LENBI0 UX B0 UX JOKYMEHTOB C
LEJIBIO UX XpaHEHUS XpaHEHUS LEJIBI0 UX
XpaHEHHS XpaHEHHS
3 CIIOCOOHOCTBIO METO/bI pabOTHl B | BECTH HAy4YHO- CIIOCOOHOCTBIO
BECTH HAay4YHO- TOCYJJApCTBEHHBIX, | METOJMYECKYIO BECTH HAy4YHO-
METOMUYECKYIO MYHUIUOAIBHBIX | paboTy B METOAMYECKYIO
paboty B apXxuBax rOCYJapCTBEHHBIX | paboTy B
MK-13 rOCYJapCTBEHHBIX, | apXUBax , MyHHIIUNAJIBHBIX | TOCYAapCTBEHHBIX
MYHUITUTIATBHBIX OpraHu3aIHii apXuBax , MyHUITUTTAJTBHBIX
apxHBax M apxuBax apxuBax apxuBax "
OpraHu3anui OpraHu3anuin apxuBax
OpraHu3alui
4 CIOCOOHOCTHIO padboTy CIryx 05l OpPraHU30BBIBATh | CLIOCOOHOCTHIO
OpPraHU30BBIBAThH JOKYMEHTAIIMOHHO | paboTy cyXObI OpPraHU30BBIBAThH
paboTy ciryxObI ro obecreyeHust JOKYMEHTAllMOHH | paboTy CIIyKObI
JOKYMEHTAI[HOHHOT | YIIpaBJIEHUS U oro o0ecrieyeHus | JOKYMEHTAI[HOHH
IK-30 0 obecrieyeHus apXUBHOTO yIpaBICHUS U oro obecrieyeHus
yIIpaBlICHUs U XpaHEHUS apXHBHOTO yIpaBlIeHUs U
apXHBHOTO JOKYMEHTOB XpaHEHHS apXHBHOTO
XpaHEHUS JOKYMEHTOB XpaHEHUS
JIOKYMEHTOB JTOKYMEHTOB
5 BJIaJICHUEM 3aKOHOJATEIbHYI0 | OPUEHTUPOBATHCS | 3aKOHOJATENbHON
3aKOHOJIATE€JIbHON U | 1 HOPMATHBHO- B [IpaBOBOM Oa3ze Y HOPMaTUBHO-
MK-32 HOPMAaTHUBHO- METOMUYECKYIO MH(POPMAIIMOHHO- | METOUYECKOM
METOINYECKOMI 0a3y JTOKYMEHTAIMOHH | 06a30i1
6a3oi nH(POPMAIIMOHHO- | Oro obecneueHus: | MHGOPMAIIMOHHO-

4




WH(pOPMaIMOHHO-
JTOKYMCHTAI[HOHHOT
0 ob0ecrieueHus
yIIPaBICHUS U
apXUBHOTO JIeIa,
CIIOCOOHOCTBIO
OpPHUEHTUPOBATHCS B
IIpaBoBOM Oa3ze
CMEKHBIX 00J1acTeit

JOKYMEHTAI[HOHHO
ro odecreyeHus
yIIPaBIICHHUS U
apXUBHOTO JIejIa

yIIpaBJICHUS,
apXI/IBHOFO acjia u
CMEXHBIX
obacreit

JOKYMEHTAITMOHH
oro odecreyeHust
yIpaBICHUS U
aApXUBHOTO JIeTa,
CITIOCOOHOCTBIO
OPUEHTHPOBATHCS
B IIPaBOBOH Oaze
CMEKHBIX
obnacrei

2 CTPYKTYPA U COAEPKXAHUE JUCHUIITINHBI

2.1 Pacnpeesienne TPYA0€MKOCTH AUCHUIJIMHBI 110 BUIaM padoT

OOmas Tpya0eMKOCTh AWCIHILIMHBI cocTaBisieT 6 3ad.em. (216 gacoB), ux
pactipenienieHue 1Mo Bugam pabot (Ans CTyJIeHTOB OYHOH W 3a04HOU (opm
oOydYeHHs) MPEACTaBICHO B Ta0IHIIE 3.
Tabmuma 3 — Pacmpenenenne TpymoOeMKOCTH IO BCEM BHIAM ayJWTOPHOW U
CaMOCTOSITENILHON pabOThI CTYJIEHTA IO CEMECTpaM

Ounas ¢opma

3aounas ¢gopma

Buasbi padorsl

Bcero

Cemectp

yacoB

7 cemecTp

8 cemecTp

Bcero

uacos | TIPS 4

O61mas Tpy10eMKOCThb, 4Yac

216 216

216 216

AyauropHasi padora

82 82

28 28

B TtoMm gucie:

3aHsaTus JICKIITMOHHOI'O THUIIA

36 36

12 12

3aHaTHs CCMHUHApPCKOIro TUIia
(CeMI/IHapBI, MMPaKTUYICCKUC
3aHATUSA, IPAKTUKYMbBI U UHBIC
AHaJIOTHYHBIC 3aH${TI/Iﬂ)

36 36

16 16

JlaGopaTopHbIe 3aHATUS

CamocrosiTeibHas padora

98 98

179 179

B TtoMm uuncie:

Kypcosas pabora (KP)

Pacuetno-rpaduueckoe 3ananue
(PT3)

Pedepar (P)

Occe (D)

CaMOCTOSTENBHOE N3YUEHUE
pas3nennoB

CamonoaroToBka

Kontponupyemsie

10 10




CaMOCTOATCIIBHBIC pa6OTBI

HOI{I‘OTOBKa H caavda

36 36 9 9
JK3aMeHa
Bux uTOroBOro KOHTpOJIst IK3aMeH JK3aMeH
qac 216 216
O0uas Tpy10eMKOCTh
3a4.el. 6 6




2.2. CTpyKTYypa QM CHUAIINHbBI

Pacrnipenencane BUaoB yueOHON paObOTHI M UX TPYAOEMKOCTH IO pa3jeiiaM U TeMaM JUCIMILIAHBI JUIS CTYJACHTOB OYHOU |
3a09HOM (popM 00yUIECHUS TIPEICTABICHO B TaOHIIE 4.

Tabnuna 4 - ConepxaHue v CTPYKTypa JUCHUILUIUHBI (MOIYJIS)

KoanuecTBo yacos, OPO

KoanuecTBo yacon, 30O

Ne
pasiena HaunmeHoBaHue pasjiesioB Beero J?ynnmpx;;u; paﬁoleI > CP Beero HAYHHTOPS;H paﬁoTj}[ = CP
1 2 3 4 5 6 7 8 9 10 11 12
1 HOPMATUBHO-METOIUYECKASA 40 2 2 36
BA3A JIOY B OPTAHAX BJIACTH 36 8 8 20
2 CTPYKTYPA U ®YHKIUU CIIYKDB 36 3 8 20 40 2 2 36
J1IOY B OP'AHAX BJIACTH
3 JOKYMEHTUPOBAHUE 44 4 4 36
JAEATEJIBHOCTHU OPT'AHOB 30 6 6 18
BJIACTU
4 TEXHOJIOI'MU PABOTHBI C 36 8 8 20 42 2 4 36
JOKYMEHTAMM B OPI'AHAX
BJIACTHU
5 HNEPCHEKTUBbBI JIEKTPOHHOI'O 30 6 6 20 41 2 4 35
INPABUTEJBCTBA B P®
KoHnTponupyembie caMoCTOSITeIbHBIE pA0OTHI 2
JK3aMeH 36 9
Hmozo no oucuunaune: 216 36 36 98 216 12 16 179

2.3 Conep:xaHue pa3/ie/ioB U TeM THCHHUILINHBI




2.3.1 3ansATHS JIEKIITMOHHOTO THIIA U JIA00PATOPHBIX PadoT

Tabauua S — Cogepkanue JeKUM 10 JUCHUIIIIMHE

No

TEMBI

HaumenoBanue pasnena u

TEMBI

ConeprkaHue JEKIUN

Ounas popma
00yJeHus

3aounas Gopma
00yJeHus

Bpewms

dopma
TEKYILEro
KOHTPOJIA

Bpewms

®opmMma
TEKYILIETO
KOHTPOJIA

HOPMATHUBHO-
METOJIAYECKAS BA3A
JIOY B OPTAHAX
BJIACTH

Onpenenenre NoHATUS "HOPMATUBHO-METoInYecKas 0asza
JOVY". HopmaTUBHO-IIPABOBBIE AKThI, PETJIAMEHTUPYIOLIUE
JOKYMEHTAI[MOHHOE 00ecleyeHre yIpaBIeHHs B OpraHax
BJIACTH Ha (heiepaIbHOM ypOBHE: 3aKOHOAATEIIbHbBIE aKTHI B
cdepe TOKyMEHTAlUU; YKa3bl U paclopsyKeHUs MPe3UIeHTa
Poccuiickoit denepanuy; NOCTAHOBIICHHS U PACIIOPSIKEHUS
npasurenbeTBa Poceuiickoit denepanyn; npaBoBble aKTh
HOPMAaTUBHOT'O U HHCTPYKTUBHOI'O XapakTepa.
I'ocynapcTBeHHbBIE M MEKIYHAPOHBIE CTAaHIAPTHI Ha
JOKYMEHTAII0. PernoHanbHble HOPMAaTHBHO-TIPABOBbIE
aKTbl. BHyTpeHHUE HHCTPYKIIMU U METOIUYECKUE
JIOKYMEHTBI I10 JI€J0MPOU3BOJICTBY OPraHOB BJIACTU U
MECTHOTO CaMOYITPaBJICHHUS.

Konnoksuym

Komnoksuym

CTPYKTYPA U
®OYHKIU CJIYKB 10Y
B OPTTAHAX BJIACTHU

OpranuzannoHHblie (POpMbI PabOTHI C TOKYMEHTaMH.
TunoBble OpraHu3alvoHHbIE CTPYKTYpPHI c1yx0b1 JJOY.
3anaun u GyHkuK cnyx0bl IOY. OyHKIMU CTPYKTYPHBIX
noapazaenenuii cayx0sl JJOY. JIomKHOCTHOM U YUCTICHHBIN
coctaB ciayx0b1 IOV, ero pyHKIIOHAIBHBIE 00S3aHHOCTH.
[Tonoxenue o ciyx6e JIOY 1 70IKHOCTHBIE HHCTPYKIUH
cotpyaHukoB. HopmaruBHas pernamenTanus ciyx6s1 IOY.
HopmupoBaHue 10KyMEeHTallMOHHBIX Pa0oT.

Komnoksuym

Komnoxsuym

JOKYMEHTHUPOBAHMUE
JAEATEJIBHOCTH

Busl 10KyMEHTOB, UCIIONB3YEMBIX B OpraHax BIacTH
paznuuHoro ypoBHs. [IpaBuna opopmiieHns JOKyMeHTaluu.

Komnoksuym

Komnoxsuym

8




OPI'AHOB Baactu CocraB pekBU3UTOB. JIOKyMEHTHPOBAaHUE
pacnopsAMTEIbHON JESITENbHOCTH OPraHOB BJIACTH.
JlokyMeHTHUpOBaHNE 3aKOHOTBOPYECKON JESITETbHOCTH.
TEXHOJIOI'UU PABOTDI | Tumnosie onepanuu o padore ¢ JOKyMEHTaMU: TIEpBUYHAS
C AOKYMEHTAMMU B 00paboTKa, peructpaius, KOHTPOJIb 32 CPOKAMHU
OPI'AHAX BJIACTH WCTIOJHEHUS, HH(OPMAIIMOHHO-CIIPaBOYHAs padoTa 1Mo
8 KomnoxkBuym 2 KomnokBuym
JIOKyMeHTaM, popMHupoBaHue e, XpaHeHHe JOKYMEHTOB
OpPraHoOB IOCYJIapCTBEHHOMN BJIaCTU U MECTHOI'O
caMOyMpaBIeHUS.
HEPCIIEKTUBbI [TonsiTHE ANEKTPOHHOrO MpaBUTENbCTBA. Llenu u 3agaun
SJEKTPOHHOI'O 3JIEKTPOHHOI'O IIPaBUTENILCTBA. [1OopTabl 2JIEKTPOHHBIX 8 KosokBiyM 5 KosmoksiyM
INPABUTEJIBCTBA B P® | yciyr. UHTepHET-IPUEMHBIE OPTAaHOB BJIACTH.
DNEKTPOHHBINH JOKYMEHTOOOOPOT B OpraHax BJIACTH.
Bcezo: 18 12

2.3.2 TlpakTHYecKue (CeMHUHAPCKUE) 3aHATHS
[TpakTrdeckue (CEMHUHAPCKUE) 3aHATHS OTCYTCTBYIOT




2.3.3 JlabopaTopHbIe 3aHATHS
IIpuMmep J1adopaTOpPHOIO 3a1aHUS

JlabGopaTopHnasi padora Nel

Heab: n3ydyeHne MexaHW3Ma B3aUMOJCUCTBUS TPAXKIAH C OpTaHaAMHU
MECTHOT'O CaMOYIIPABIICHUS YE€PE3 UHTEPHET-PECYPCHI, 3HAKOMCTBO CO CTPYKTYpOU
aAMUHUCTPALIMY MYHUIIUMIIAILHOTO 00pa3oBaHus. BeIMomHuTe yrpakHEeHUs U
odopMHUTEe OTUET O MPOAEIAHHOMN paboTe.

3apanue:

1. PaccMoTpuTe BOMPOC OpraHu3alMd TpakJaH C OpraHaMu MECTHOTO

CaMOYTIPaBJIEHUS YEPE3 NHTEPHET-PECYPCHI.

2. Uccnenyiite callT MyHHUIIUNIATBHOTO 00pa3oBanus . KpacHonap.
Onuumre ero CTpykTypy.

3. U3yunTe [Topsimok paccMoTpeHusi 00palieHUil rpakaaH,
NMOCTYNMBUINX B A/IMUHUCTPANNIO MYHUIIMIIAJIHHOTO 00Pa30BaHMS TOPOJ
Kpacuonap yepe3 UnTepHeT-IPpUEMHYIO.

2.3.3 IllpumepHasi TemaTnka pedepaToB M NMPAKTHYECKOr0 3aJaHUsl K

3aHATHUAM 110 KYPCY «ﬂOKYMeHTa[[HOHﬂoe odecreueHue YHupaBJjicHUSA B AO»
Pedepats! He TperycMOTPEHBI.

2.3.4 IllpumepHasi TeMaTHKAa KYpPCOBBIX padoT

Ne

HanmMmenoBanue TeMbl
/o

NudopmannoHHO-10KyMeHTAllHOHHOE o0ecnieueHne 1esiTeIbHOCTH OPraHoOB
BJIACTH

Pa3pabotka uncTpykuuu no JJOY

Pa3paboTka HOMEHKIATYpBI €] OpraHu3aluu

Pazpabotka [Tonoxxenust no ciyx6e JI0Y oprannzanuu

Pa3paboTka OJKHOCTHBIX MHCTPYKIIMHU niepcoHana ciryxosl [IOY

Pa3pabotka anp0oma ¢popM opraHu3allMOHHbIX JoKyMeHToB OAO

Pazpabotka anp0oma Gopm pactiopssiuTenbHbIX ToKyMeHToB OAO

Pa3pa0oTka J0KaJIbHBIX HOPMATUBHBIX coBeTa aupekTopoB OAO

Paspabotka cuctemsl gokymenTamuu no CMK

©0 NSO WIN =

Pa3paboTka cucteMbl JOKYMEHTAIMH Mo npoekTy cozaanus COJ10

-
©

Pa3pa60TI<a CUCTCMBI JOKYMCHTAIIUH T10 JIOTUCTUYECKON AEATEIbHOCTH KOMIAHUU

[EN
=

Pa3zpaboTka cucTeMbl JOKYMEHTAIMH JIJIsI TOIUYHOTO coOpaHus akironepo OAO

[EN
N

Pa3zpabotka anpboma GpopM HHPOPMAITMOHHO — CITPABOYHBIX JOKYMEHTOB

-
w

«kadeapa-aekaHaT-yue0HO-METOINYECKOE YIIPABICHUE)

[N
P~

JAUCIIMITIIMHBI

BJIACTH (TEMAaTHKA OCJI0KHEHHOI0 XapaKTepa)

Pazpabotka anpboma (GopM JOKYMEHTOB MO 0Opa30BaTEIBHOM MPOLIECCY B IIETH
Tembl 1O NPEASIOKEHUIO CTYIEHTA, MPEABAPUTEIHHO COTJIACOBAHHBIE C JIEKTOPOM

NudopmanuoHHO-10KyMeHTAllUOHHOe o0ecneyeHHe [esiTeIbHOCTH OpPraHoB

15. NudopmaninoHHO-T0KyMEHTAIIHOHHOE oOecrieuenne 3aceJaHus KOMUTETA

3akoHoaTenabHoro coopannst KpacHogapckoro kpas

16. WupopMalilnoHHO-IOKYMEHTAIIMIOHHOE ~ 00ecleyeHne CcecCuu  3aKOHOJAATeIbHOIro




coOpanust Kpacnomapckoro kpast

17. Opranuzanys JA€JONPOM3BOACTBA B YIPABIECHUM JIeNaMHM  3aKOHOAATEIBHOIO
coOpanust Kpacnomapckoro kpast

18. Opranu3anus JA€JIONPOM3BOJICTBA B YINPaBICHUH JAeTaMH  aJMUHUCTPAIUH
KpacHonapckoro kpas

19. Opranuzanys AeI0NPOU3BOICTBA B aIMUHUCTPALUU MYHHIIUIIATBHOTO 00pa3oBaHus (
Ha IIpuMepe )

20. Opranuzanus JeloNporu3BOACTBA B aAMUHUCTPAIIMH MYHHIMIIAIBHOTO 00pa3oBaHUs
r. Kpacnonap

21. Opranu3anus KaapoBOro JeIOIPON3BOJICTBA B AIMUHUACTPAIIMH MYHULIUTIAIEHOTO
oOpasoBaHus (Ha MpuUMepe )

22. [IpoGnembl BHEIpEeHHs] ANEKTPOHHOIO JOKYMEHTOOOOpPOTa B OpraHax MECTHOTO
camoynpaBJieHus (Ha mpumepe )

23. Opranuzanys KOHTPOJS HCIOJHEHHUS JOKYMEHTOB B OpraHax HCIOJIHUTEIbHOM
Biactu cyonekra PO (Ha mpumepe )

24. Cucrema paboThl ¢ OOpallIEeHUSIMU TPaXkIaH B OpraHbl MECTHOTO CaMOYIIpaBJeHUs (Ha
npuMepe )

25. HopmaruBHO-MeToIMUecKast 6a3a JOKYMEHTAIIMOHHOTO 00ECTICYeHHS YIIPABIICHUS B
aIMUHHUCTPAIMH MYHHUIIUIAIEHOTO 00pa30BaHUs
(Ha mpuMepe )

26. MeToauka cocTaBIeHUS MHCTPYKIMH IO JIEIOMPOU3BOJCTBY B OpraHax MECTHOTO
caMmoyITipaBJieHHs (Ha IpuMepe )

217. CoBpeMeHHbIE CUCTEMBI 3JIEKTPOHHOTO TOKYMEHTOO00pOTa B OpraHax
WCIIOJTHUTENIHOM Bi1acTu cyobekTa PD (Ha mpumepe )

28. Pa3paboTka cuctembl ympaBieHUs WHGOPMALMOHHBIMU pecypcamMu oOecredeHus
JeSITEIbHOCTH OPTaHOB MECTHOTO CAMOYIPABIICHHS
(Ha npumepe )

29. TeMbl MO NpEeNIOKEHUIO CTYAEHTA, MPEIBAPUTEIbHO COTJIACOBAHHBIE C JIEKTOPOM
JIVICITATUTHHEI

3 O6pa3oBaTe/ibHbIE TEXHOJIOTUH

3.1 ®opMbl IpoOBeIeHUA 3aAHATHIA 110 AUCHUTLIIIHHE

OOpazoBaTeNbHbIE TEXHOJIOTUH, UCIIOJIb3YEMbIE NPU peaTn3aliyi pa3IndHbIX
BUJIOB Y4€OHOM €A TEIbHOCTH:

— JIeKIMM:  MHTEpAaKTHBHbIE  (AMAJoOroBble) W NOpOOJIEMHBIE  C
KOMIBIOTEPHBIMHU TPE3CHTALUSIMU;

— TPaKTHYECKHE 3aHSTHUS.

TpagunonHsie 00pa3oBaTENbHBIE TEXHOJOTHHU: MPAKTHUYECKUE 3aHATUS U
JEKIUH.

Texnonorus mnpobieMHOro oOyudeHHUs: JIEKIHUS — AUCKYCCHs, MPOOIeMHast
JeKuus, KOMIBbIOTEpHass mnpe3eHTauus. Ha nexkuusax u3nararoTcsi OCHOBHBIC
TEOPETUUECKHE TOJIOKEHUs] M  KOHLEMUHUs Kypca, Jaiolle CTyAeHTaM
uH(pOpMaIliU, COOTBETCTBYIOLIYIO POTpamMMme.

Ha kaxIoM mpakTHUeCKHX 3aHSATHSIX OTBOIMUTCS BpeMs JUIsl JUCKYCCHUHU, B
KOTOPOM YYacTBYIOT JOKJIAIYUK, MOATOTOBUBIIMI COOOIIEHHE MO Kakoil — Ju0o



NPaKTUYECKON mpoliieMe apXUBHOTO TpaBa, ero OMmoHeHTHl (1 wim 2 4denoBeka),
IIOATOTOBUBIINE KOHTPAPTYMEHTHI, U IPYTUe CTYIECHThI IPYIIIHI.

Hpyrasg ¢opma opraHuzanusi pabOThl CTYJAEHTOB — HallMCaHUE pedepara,
KOTOpOE MpeACTaBisieT co00M HEOOJIBIIOE UCCIEI0BAaHUE KaKOH — JIM00 MpoOIeMbl
KACaroLleecss apXWBHOIO IPaBa C IPEUIOKEHUEM BAPUAHTOB DPELICHHs JAHHOU
poOJIEMBI.

Jist OTBETOB HAa WMHAMBUAYAJIBHBIE BOIIPOCHI, a TAaKXE JUIsl IIOMOIIM B
MOATOTOBKE pedepaToB MPEIyCMOTPEHbl HWHAWBUAYAJIbHBIE KOHCYJIbTALUH
IPENoIaBaTeIs.

VY aenbHbIM Bec 3aHATHI B yacax, IPOBOJAWMBIX B MHTEPAKTHUBHBIX (popmax
1151 ODO (4 u. nexuuii U 4 4. npaktuueckux 3aHaTuil) u st 3P0 (4 4. nekuui u
4 4. IpaKTUYECKUX 3aHATHI).

Peanu3anusi akTUBHBIX, WHHOBALIMOHHBIX OOpa30BATENbHBIX TEXHOJOTHM,
KOTOpBIE CHOCOOCTBYIOT pPa3BUTHIO OOLIEKYJIbTYPHBIX M Mpo(heCcCHOHAIBHBIX

KOMITETEHIIUM 00yJarouuxcsi MpuBeACHbI B Ta0uIle 9.

Tabanua 9 - @PopMbl OPpraHu3annu 3AaHATHI

Hcnosb3yemble Koumnuec-
Ne HHTEePaAKTHBHbIE LORE L TBO 4aCOB
Bun 3ansatus (JI, IIP, JIP) u tema TBO 4aCOB
n/m o0pa3oBaTejbHbIE 300
101010
TEXHOJIOTHH
1 J (CTPYKTYPA U ®YHKIUHN | Jlexuus npoOiemMHasl. 2 2
CJOYXKB J10Y B OP'AHAX KomnerorepHast
BJIACTN) MIPE3CHTAIHSL.
2 JI (TEXHOJIOI'MU PABOTBI C | JIeknus - quckyccus. 2 2
JOKYMEHTAMMU B KomnrerorepHas
OPT'AHAX BJIACTH) IPe3CHTAIHS
3 P (TEXHOJIOT'UHN PABOTBHBI | IIpaktuueckoe 2 2
C JOKYMEHTAMMU B 3aHATHE - TUCKYCCHSL.
OPI'AHAX BJIACTH) KommeroTepHas
pe3CHTAIHS
4 ITP (ITEPCIIEKTHUBbI [TpakTueckoe 2 2
SJIEKTPOHHOI'O 3aHATHUE - TUCKYCCHUS.
IMPABUTEJIbCTBA B P®) KomnrerorepHas
Pe3CHTAIHS
Hroro 4 4




4. OHEHOYHBIE CPEJACTBA JJIAA TEKYIIEI'O KOHTPOJIA
YCHEBAEMOCTHU U IPOMEXYTOUYHOM ATTECTALIUU

4.1 ®oH OLIEHOYHBIX CPECTB /ISl MPOBeIeHUsI MPOMEKYTOUHOM aTTecTaluu

Tabdamma 10 — OuneHoYHbIe CcpeacTBAa, HaNpAaBJIEeHHble Ha oOmNpenejeHHe
cTeneHu c)OpMUPOBAHHOM KOMIICTEHLIMH

PacuerHo-
Komneren- | Kypcosas KonTtpons- | JlaGopaTopHoe
rpadpuueckoe | Tect | Pedepar | Dcce

105044 pabora
3a7aHue

Has paboTa 3aaHue

IIK 46 +

4.2 Bompochl K 3k3aMeHy mno aucuuiuinHe «MHGopMaumoHHO-I0KYMEHTAIUOHHOE
o0ecrneyeHue 1eATeIbHOCTH OPTaHOB BJIACTI)

1. HopMaTuBHO-IIpaBOBBIE AKTHI, PETJAMEHTUPYIOIIHE JOKYMEHTALIMOHHOE
o0ecrnieueHne yrpaBjieHHs B OpraHax BJIacTH Ha (peiepajJbHOM ypOBHE.

2. l'ocynapcTBeHHBIE U MEKYHAPOAHBIE CTAHAAPTHI HA JOKYMEHTALHIO.

3. PeruoHaibHble HOPMATUBHO-IIPABOBBIE AKThI IO JI€JIONPOU3BOJCTBY
OpraHoOB BJIACTH.

4. TunoBble OpraHU3allMOHHBIE CTPYKTYPHI ciryk0b1 JIOY opraHoB BiacTH.

5. 3anaum u ¢pyukiuu cayk0e1 JIOY B opranax BiacTH.

6. Jlo>KHOCTHOM 1 4MCIIeHHbIN cocTaB ciyx0bl JIOY, ero pyHKImOHaAIbHbBIE
00S3aHHOCTH.

7. HopmupoBaHue TOKyMEHTAIMOHHBIX pa0oT.

8. JIOKyMEHTHPOBaHNE PACHIOPAIUTEIBHON IEATEIbHOCTH OPIaHOB BIIACTH.

9. JIOKyMEHTUPOBAHHUE 3aKOHOTBOPUYECKOU JI€ATETBHOCTH.

10. Buapl NOKYMEHTOB, WUCIHOJIb3YEMBIX B OpraHax BJAacTH Pa3JIMYHOIO
YPOBHSI.

11. IlpaBuna odpopmiienns nokymentanuu. CoctaB peKBU3UTOB.

12. Peructpanusi JOKyMEHTOB B OpraHax BJIACTH.

13. KoHTpoab 32 cpoOKaMu UCITOJIHEHUSI JOKYMEHTOB.

14. UudopmarimoHHo-cripaBOYHasi paboTa 1Mo JOKyMEHTaM.

15. ®opmupoBanue nen.

16. XpaHeHne MOKYMEHTOB OpPTaHOB T'OCYIapCTBEHHOW BIACTH M MECTHOTO
caMOyIIpaBJICHUS.

17. IloHATHE 3JIEKTPOHHOTO MPABUTEIHCTBA.

18. IlepcrieKTUBBI DNEKTPOHHOTO MTpaBUTENLCTBA B PD.

19. UnTepHeT-ipreMHBbIE OPTaHOB BJIACTH.
20. DneKTpOHHBIN TOKYyMEHTOOOOPOT B OpraHax BIIACTH.

KpnTepml OIlCHUBAHUA Ha IK3aMEHC mo AUCHUIIJINHE
«I/IH(I)OpMaIII’IOHHO-I[OKyMeHTaIII/IOHHOC oOecreueHue ACATCJIBHOCTH OPraHoB
BJIACTH» .



1) omeHka 5 BBICTABISACTCS MPH OTIMYHOM OTBETE Ha KaXKIBIH BOIPOC
(3amaHne) SK3aMEHAIMOHHOTO OuJIeTa.

JIIsi moJIydeHHsl OLEHKH «OTJHMYHO». B 0TBeTe pacKkphiTa CYIIHOCTH
OCHOBHBIX KaTCTOPHHA W TOHSATHH, COICPKAIIUXCS B BOIPOCE, OIMPEACIICHBI BCE
HEOOXOJMMBIC JIOTUYECKUE CBSI3M M OTHOIICHHS MEXKIY HHUMH TOJHOCTBHIO
PaCKPBIBAIOIINE CMBICT OTBETA HA MOCTABICHHBIN BOTPOC, U MPUBEICHBI TPUMEPHI
U3 TMPAKTHYECKOW EeATEeTLHOCTH, WUTIOCTPUPYIOMUE OTBET Ha IOCTABJICHHBIN
BOIIPOC.

2) oIlcHKa 4 BBICTABISCTCS IMPH OTBETE HA KaKIblii Bompoc (3aaaHuc)
9K3aMEHAITMOHHOTO OMJICTa C OIIEHKOM «XOPOIIIOY.

JIIsi TOJIydeHHsI OIEHKH «XO0pomo». B oTBeTe packpbiTa CYITHOCTH
OCHOBHBIX KaTE€TOPWUW W TOHATHHA, COACPKAIIUXCS B BOMPOCE, U OMPEICICHBI BCE
JIOTUYECKAE CBSI3M W OTHONIICHUS MEXKIYy HHUMH, OOSCIEeYMBAIOIINE ITOJTHOE
PacCKpBITHE CMBICIA OTBETA HA ITOCTABJICHHBIN BOIIPOC.

3) oreHKa 3 BBICTABIIACTCS MPH YJIOBJICTBOPUTEIBHONW OICHKE HA KaKJIbIi
BOIIPOC (3aJlaHK€) dK3aMEHAIMOHHOTO OnJjIeTa.

JIs moJiydyeHHMsl OLEHKH «Yy/0BJIETBOPUTEJbHO». B oTBeTe packpsiTa
CYIIIHOCTh OCHOBHBIX KaTeTOpPUH MU TOHATHUH, COAEpKAIIUXCS B BOIPOCE, TaKHUM
o0pa3oM, 4ToObI B HEM MIPOCMATPUBAIICS OTBET HA IOCTABJICHHBINA BOIIPOC.

4) oneHKa 2 BBICTABIIACTCSA TPU HEYJOBIICTBOPHUTEIHHOW OIEHKE Ha JiBa
WJIU Ha KX BOMPOC (3aJ]aHK€) SK3aMEHAIMOHHOIO OueTa.

B xome wusydeHus y4ueOHOW AWCHUILUIMHBI peuiaomcsa ciaeoyrujue
éocnumameJibHble 3a0auu:

— (opmupoBaHHE U Pa3BUTHE Y CTYICHTOB aHATUTHYECKOTO U TBOPUYECKOTO
MBIILJICHUS;

— (¢opmupoBaHue MHPOPMAITUOHHOMN U YIIPABICHUYECKON KYIbTYPHI,

— npuoOlIeHHe K  I[IEHHOCTSAM  YIPaBIEHYECKOTO  HMCKYCCTBA,
JOCTHXKEHUSIM MUPOBOM yIPABICHUYECKOW HAYKH;

— ¢opmupoBaHue HEO0OXOIUMBIX MOPaJIbHO-3TUYECKUX u
poecCHOHANIBHBIX Ka4eCTB JIOKYMEHTOBE/IA.

5 MIEPEYEHb OCHOBHOM 1 JONOJTHUTEJIbHON YYEBHOM JINTEPATYPBI,
HEOBXOJUMOM 11 OCBOEHUS JTUCIHUATIIMHBI
5.1 OcHoBHasi JInTepaTypa

Tabauuna 11 — IlepeyeHb OCHOBHOM JIMTEPATYPbI
’ No ‘ ABTOp, Ha3BaHHWE, MECTO U3JAHHUsI, U3JATEIBCTBO,

Koymmuecr \ DIIEKTPOHHBIN ]




n/m. roJl U3JIaHus y4eOHOM JIUTepaTyphl, K-BO BO JK3. B pecypc

CTpaHuIl, BUI U XapaKTCPHUCTUKA MHBIX ouobmoTe
WH()OPMAITMOHHBIX PECYPCOB Ke
1 JlokyMeHTaIMoOHHOE O0ecrieueHue yIpaBieHus : yueOHo-
npakTudeckoe nocodue / Poroxun, Muxaun FOpbeBud ; 19
M. 1O. Poroxus. - M. : [TK Ben6u] : IIpocnexr , 2009. -
383 c.
2 Mupounnuenko A.A., MupomHuyenko M.A.
DneKkTpoHHOE NpaBuTeNbCTBO. [IpenocTaBnenue
rOCy/IapCTBEHHBIX U MYHUIUIAIbHBIX YCIYT. Y4YeOH. 5

nocobue. noa pea. B.B. Epmonenko. Kpacnoaap:
Ky6anckwii roc. yu-t, 2014. 240 c.

3 JlokyMeHTallMOHHOe obeclieueHHe ypaBJeHnus
rocyapCTBEHHOM ciayx60i : yuyeb. / JI. P. ®uoHoBa. - WNurtepner
Ilensa: U3p-Bo IIIY, 2012. - 130 c.

5.2 JlonoiHMTEIbHAS JIUTEPATypa

Tabimua 12 — IlepeyeHnb JONMOJTHUTEIBLHOM JIUTEPATYPHI

No ABTOp, Ha3BaHUE, MECTO M3JIaHUsI, U3AATEIIBCTBO, TOJT Koi-Bo DJIEeKTPOHHBII
n/un U3JaHNs y4yeOHOM JUTepaTypsl, K-BO CTPAHMIL, BUA U 9K3. B pecypc
XapaKTEPUCTHKA UHBIX HH()OPMAIIMOHHBIX PECYPCOB oubimoreke
Kypnanwi

4 enonpouzeoocmaso c 2004 no
Hacm. 6p.

5 Henonpouzeoocmeo u 00KymeHmoobopom ¢ 2004 no
Hacm. ép.

Hopmam UGHO-npaeoe6vle aKnbsl

[TpaBuia nenonpou3BoAcCTBa B (esiepaibHbIX OpraHax
VCIIOJTHUTENIHOM BJIACTH : YTB. IOCTAHOBJIEHUEM
ITpaButensctBa PO ot 15.06.2009 Ne 477

I'OCTBI o IOV B opranax BiaacTu http://www.cons
ultant.ru/

6 IEPEYEHH PECYPCOB HUH®OPMAIIMOHHO-TEJEKOMMYHUKAIITMOHHOM
CETU <MHTEPHET», HEOBXOJINMBbIX /IS OCBOEHUA JUCHUIIJIMHBI

— URL: www.biblio-online.ru — snekTpoHHbIe yueOHBIE TOCOOHSI.
— URL: www.iprbooksshop.ru - 3aekTpoHHO-OMOIHOTeYHas CHCTEMA.

7.METOJUYECKHUE YKA3AHMS JJISI OBYYAIOILIUXCS IO OCBOEHUIO
JTUCHUTINHBI

OcBocHue JAUCHOUIUIMHBL TpEAyCMAaTpuBaCcT IMPOCITYHIMBAHUC J'IeKI_[I/Iﬁ u
IMPOBCACHUC ITPAKTHICCKUX 3aHSATHUIM.



http://www.biblio-online.ru/
http://www.iprbooksshop.ru/

Jns Tiiy0OKOro U3ydeHus! JUCHUILIMHBI HACTOATEIbHO PEKOMEHTYETCSI:

— CHCTEMATUYECKH TOTOBUTHCS K MPAKTUYECKUM 3aHATUSAM M0 Yy4eOHBIM
MOCOOUSIM, HAYUYHBIM CTaThsIM B JKypHasaX, a TaKXKe C UCIOJIb30BAHUEM PECYPCOB
HNnTepHer;

— CBOEBPEMEHHO BBIMOJHATh MPAKTUYECKUE 3aJlaHus, TOTOBUTH pedepartsl.
CamocrosiTenbHas paboTa CTYJEHTA - OJUH U3 BOXKHEHIIMX ATAroB B MOJATOTOBKE
cnenuanictoB. OHa mnpuoOIIaeT CTYJEHTOB K HCCIEAoBaTelIbckoil paboTe,
o0oramaer ONBITOM W 3HAHUSMH, HEOOXOAMMBIMH JIs JAJTbHEHIIETO WX
CTAHOBJICHUSI KaK CIECHHAIKNCTOB, MPUBUBAET HABBIKU PAaOOTHI C JUTEPATypOH,
CTATUCTUYECKUMU JJAHHBIMH.

[lenb camocTOSITENBHOM pPabOTHl - CHCTEMATH3alUs, 3aKpEIUICHHE U
pacuiupeHrue TEOPETUYECKUX U TMPAKTUYECKUX 3HAHUM C UCIOJIb30BaHUEM
COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTHUH U JIUTEPATYPHBIX UCTOYHUKOB. J11s
pa3BUTHS HABBIKOB  CaMOCTOSTENBbHONM pabOThl  CTyJEHTaMH BO  BpeMms
CaMOCTOATENLHOM pabOThI BBITTOJIHSIOTCS:

— pedeparbl, CBA3aHHBIE C PACCMOTPEHHUEM CTPYKTYpbl M TMPUHIIUIIOB
opraHu3anuu HH(QOPMaAIMOHHBIX PeCYpCcoB B ceT MHTepHeET;

—  pedepaTbl, CBs3aHHbBIE C  0030pOM  COBPEMEHHOTO  pBIHKA
CHEIUATN3UPOBAHHBIX CIPABOYHBIX CHUCTEM, KOHKYPEHTHOW OOpHOBI MEXKIy HX
CO3/JIaTEJISIMU 32 BJIAJICHUE PHIHKOM;

— JOMaIlIHue 3ajaHusi o noucky B MHTepHeTe MHMOpMauu HA 3aJaHHYIO
Hay4YHYIO TEMY U MOATOTOBKE JOKJIA/a.

— pedeparbl, CBA3aHHBIE C TMPABOBbIMH AaCIEKTaMU HCIIOJIb30BaHUs
nH(OpPMAIMOHHBIX ~ pecypcoB  MHTepHeTa, OXpaHOW  MHTEJUIEKTYaJbHON
COOCTBCHHOCTH;

B conmepkaHuy NMUCbMEHHBIX pabOT JOJKEH ObITh COOCTBEHHBIM aHAIU3 U
KPUTUYECKUN TIOJIXOJT K PEIICHUIO MPOOJIeMbI 110 BRIOpAaHHOU TeMe UCCIeOBaHUS,
MOAKPEIJIEHHBI CTAaTUCTUYECKUMHU JAaHHBIMU WU KOPIIOPATUBHOM OTUYETHOCTHIO
W3BECTHBIX KOpropanuidi. Marepuanbl JOJKHBI OBITh HU3JI0KEHBI HAa BBICOKOM
TEOPETUYECKOM YPOBHE, C TPUMEHEHUEM MTPAKTUUYECKUX JAHHBIX, IPUMEPOB.

CryneHTaMm peKOMEHIyeTCs HEMPEPBHIBHO IPOBOJIUTh HAYYHBIE UCCIEAOBAHUS
Mo/ PYKOBOJICTBOM TpernoaaBaTesst kadeapsl 1Mo M30paHHOM TeMe€ W TOTOBHTH
COOOIIeHNsT Ha Hay4yHble KoOHGepeHur, cTtartbi B COOpPHHUK MOJIOABIX
WCCIIE0BATEIIEH U HAYYHBIE )KYPHAJIBI.

OOydeHne CTYJIEHTOB C OrpaHUYEHHBIMU BO3MOXKHOCTSMHU OPTraHU3YeTCs B
COOTBETCTBHHM C TPeOOBaHUSIMU «METOANYECKUX PEKOMEH AU TT0 OpTraHU3aluu
o0pa3zoBaTeILHOTO Mpolecca Il 00yUYeHUs THBAJIUJIOB U JIUIl C OrPaHUYCHHBIMU
BO3MOXXHOCTSIMA  3JIOPOBbSI B 00Opa3oBaTEebHBIX OPTaHU3AIMSAX  BBICIIETO
npodeccuoHaIbHOTO 00pa3oBaHus» oT «8yampeist 2014 r.

8. HIEPEYEHb NH®OPMAIIMOHHBIX TEXHOJIOI'UI, UCITOJIb3YEMBIX ITPH
OCYHIECTBJIEHUU OBPA30OBATEJBHOI'O TPOLUECCA IO JIUCHUIIJIMHE
8.1 IlepeueHb HEOOXOAMMOT0 POTPAMMHOI0 00eceyeHust

B xome mpakTHueckMX ~— 3aHATHA ~ HMCIHOJB3yeTcs  pa3paboTaHHOE
YHUBEPCUTETOM U Kadepoi mporpaMMHOe 00ECTICUCHHE:



1. DnekTpoHHas nHOOPMAITMOHHO-00pa3oBaTebHAs Cpejla YHUBEPCUTETA.
2. DIEeKTPOHHO-OUOIMOTEYHAsE CUCTEM YHUBEPCUTETA
3. Ha cepBepe yHuBepcurera:

— Omnepammonnas cuctema WINDOWS XP;
—IIpunoxenns Microsoft Office.

8.2. IlepeueHb He0OX0AMMBIX HHGOPMALMOHHO CIIPABOYHBIX CHCTEM
CnpaBouno-npaBoBas cucrema «Koncynbrant [moc» u «["apanT»

9. MATEPUAJIBHO-TEXHUYECKAS BA3A, HEOBXOJANMASA IJIA
OCYHECTBJIEHUSA OBPA3OBATEJIBHOI'O ITPOUHECCA 110 JUCHUIIJIMHE

9.1. YueOHas s1adopaTopusi OPraHU3AIMOHHOIO MPOCKTUPOBAHUSA, CUCTEM
JOKyMEHTaluu, THPOPMALIMK U 3HaHUH, ayl. 426:

—  MYJbTUMEIUUHBIN IPOEKTOP, 3KPaH, HOYTOYK;
— b/l KOMIIBIOTEPHBIX MPE3ECHTALUN;

— b/ ITOJTHOTEKCTOBBIX MOHOTpadui, COOpPHUKOB MOJIOJIBIX
uccienoBarenei u KoH(hepeHuuid;

—  Bb/] nomHOTEKCTOBBIX yueOHBIX MOCOOUIA U XpecToMaTuil Kadenpsi;
— B/l myummnx BKP u KP cTyneHTos;

— BJl vHHOBAIIMOHHBIX TBOPUYECCKUX MPOSKTOB CTYIACHTOB.
9.2. Ilpe3eHTanmu:

1 — TIpe3eHTanus yueOHON TUCIUILIMHBI
2 - TexHonorus noAroToBKU pedepara



PEINEH3UA1
Ha pado4yIo y4eOHYyI0 IporpaMmMy 1o AMCHHUILINHE
b1.B.IB.15.2 UTH®OPMALNOHHO-TOKYMEHTAIINOHHOE

OBECIIEYEHME JEATEJIBHOCTH OPI'TAHOB BJIACTH

Pabouass  yueGmas  mporpaMMa 1o  mporpamMmme — 0OakajaBpuara
«OpraHu3aliOHHOE  TMPOCKTHPOBAHHE  JTOKYMEHTALIMOHHOTO  OOecreyYeHHs
yIpaBJEHUs B OPTaHU3AIMU» COCTaBJI€HA B COOTBETCTBUHU C TpeboBaHusMu OI'OC
BO 3+ u [IpumepHoit 0CHOBHOM 00pa3oBaTelIbHON MPOTpaMMOM 110 HAMPABIICHUIO
noarotroBku 46.03.02 «JlokyMeHTOBEICHUE K apXHUBOBEACHUEY.

Conepskanus paboueil mporpamMmbl cOOTBETCTBYET TpeboBanusim OGI'OC BO
3+ (B yacTHOCTH mII. 6.3, 6.4, 6.5, 6.6, 6.9, 6.10).

B nmpouecce 3amylaHUpOBaHHBIX 3aHATHH Yy CTYJIEHTOB IPOUCXOJUT
(GopMUpOBaHKE KOMILJIEKCHOTO MpPEACTaBICHHUSI O TEOPETHMUYECKHUX acHeKTax |
CYILLECTBYIOILIEH MPAKTUKE OPTraHU3ALMH JIEJIONPOU3BO/ICTBA B PA3JIMYHBIX OpraHax
rOCyJ1apCTBEHHON U MyHULIUITAIIBHOW BJIACTH

B kauectBe 00s13aTenbHON (POPMBI CAMOCTOSATEIBHON pabOTHI B IpOrpamme
IPEAYCMOTPEHO H3YYEHHE TEOPETHYECKHX OCHOB B 00JIACTH  JIOKYMEHTalUu
oOpa3zyrolencs B JIeATeIbHOCTH OPraHOB TOCYJApCTBEHHOM M MYHHULIMIIAIBHON
BJIACTH.

PekomeHnnyemMas aBTOpOM JIMTEPATypa COAEPKUT PA3IMUHbIE BUbI U3IaHUM,
KOTOpBIE€ OTBEYAIOT COBPEMEHHBIM TPEOOBAHUSAM K yueOHOMY MpOIIECCy.

Pabouass yueOHas mnporpamma OTJIMYAETCS JIOTUYECKOW CTPOHHOCTHIO,
MPAKTUYECKON HAINPABICHHOCTHIO.

3AKJIIOYEHHUE.

PaGouass  yueOHas  mporpamma 1o  aucuumiuHe  b1.B.JIB.15.2
NH}opMamoHHO-TOKYyMEHTAIMOHHOE ~ O0OECIIEYeHHe JIeSITEIbHOCTH  OpPraHOB
BJIACTH MOXKET HUCIOJIb30BATHCS B YUEOHOM MPOILECCE IO MporpaMmMe OakajiaBpuara
«OpraHu3alMOHHOE  MPOEKTUPOBAHHE  JOKYMEHTALIMOHHOTO  oOecrneyeHus
yOpaBJI€HHUsT B OpPraHM3aldW» IO HANpaBJICHHIO nNoAroToBku  46.03.02
«JlokymenTtoBenenue u apxuBoseneHue» B ®I'bOY BO «KyoI'Vy.

3aBeyronui kageapoil « IKOHOMHKA M OPraHU3aI|s IIPOU3BOICTBA

MI'TY um. H. O. baymana, HCTIOJHUTENBHBIM TUPEKTOP HEKOMMEPIECKOro
naptHepcTBa «O0BbEIUHEHHE KOHTPOJITIEPOBY ,D;OKTOp SKOHOMH%CKHX HayK,
npodeccop Ze7” _— > C.I. @anbko
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PEINEH3USA2
Ha pado4yIo y4eOHYyI0 IporpaMmMy 1o AMCHHUILINHE
b1.B./IB.15.2 JOKYMEHTAIMNOHHOE OBECIIEYEHHUE

YIIPABJIEHUA B AKHMOHEPHOM OBIIECTBE

Pabouass  yueGmas  mporpaMMa 1o  mporpamMmme — 0OakajaBpuara
«OpraHu3allMOHHOE  TPOCKTUPOBAHHE  JOKYMEHTAIIMOHHOTO  OOECIEeUeHHUs
yIpaBJEHUs B OPTaHU3AIMU» COCTaBJI€HA B COOTBETCTBUHU C TpeboBaHusMu OI'OC
BO 3+ u IlpumepHoii 0CHOBHOM 00pa3oBaTeIbHONW MPOrpaMMOM MO HAIMPABJICHUIO
noarotoBku 46.03.02 «/lokyMEHTOBEICHHE U APXUBOBEICHUEY.

Conepskanus paboueil mporpaMMmbl cOOTBETCTBYeT TpeboBanusm OI'OC BO
3+ (B wacTHOCTH TII. 6.3, 6.4, 6.5, 6.6, 6.9, 6.10).

Conepsxanue pabodeil mporpaMmbl COOTBETCTBYET IMOCTABIICHHBIM IIEJISIM,
COBPEMEHHOMY YpPOBHIO W TEHACHIMSAM pa3BUTHUA HAyKH, CIHOCOOCTBYET
dbopMUpOBaHUIO TIPEACTABICHUN Y OyAYyIIUX CHEIHAINCTOB — JOKYMEHTOBEIOB O
COBPEMEHHBIX ITPUEMax U CPEACTBAX JACJIONPOU3BOJICTBA B OPraHaxX BJIACTH.

N3ydenne naHHOW AUCHUIUIMHBI MOMOXKET UM MOJYYUTh HEOOXOIUMBIN
HaBBIK TOATOTOBKM U O(OpMIICHHUS JOKYMEHTOB M OpraHu3aluud paldoThl C
JIOKYMEHTaMH B OpTaHaxX roCcy1apCTBEHHON U MyHUILIUTTAIbHOM BJIACTH.

[Tpu pazpaboTke paboueid yueOHON MPOrpaMMbl UCIOJIb30BAIACh HOBEHIIAs
OTEUYECTBEHHAs JINTEpATypa U HOpMATUBHO—TIpaBoBas Oaza.

SAK/IIOYEHUE.
Pabouast yuebnast mporpamma mno nucuurinae b1.B.JIB.15.2 NudopmarmonHo-
JOKYMEHTAllMOHHOE OOeCHedeHHe JESTeIbHOCTH OpPraHoB BJIACTU  MOXKET
UCIIONIb30BaThC B yd4eOHOM  Mpolecce IO mIporpamme  OakanaBpuata
«OpraHu3alMOHHOE  MPOEKTHPOBAaHUE  JIOKYMEHTALMOHHOIO  OOecreYeHus
yIOpaBlIeHUs B OpraHu3aluu» 10 HampaBleHuto noarotoBku 46.03.02
«JoxymentoBenenue u apxuBoegeHue» B ®I'bOY BO «Kyol'V».

PerienseHt

HAYaJIbHUK OT/elia
CITy>keOHOM IepeNuCKH yTIpaBJICHHUS,
aaMuHUCcTpauuu KpacHomapckoro K
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