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Paznen 1. IEJIb OCBOEHMA JUCHUITIJIMHDBI

[lenb0 OCBOCHHS UCIUIUIMHBI SIBJISICTCS JOCTHD)KCHHE IUTAHUPYEMBIX pPE3yJIbTaToB OOydYeHUs,
COOTBETCTBYIOIMX ycTaHOBICHHBIM B OIIOIT nHaukaropaM JOCTUKEHUS KOMITETEHIIMN:

KO,Z[ 1 HAMUMCHOBAHUC
KOMIICTCHII U

Kon n HanmeHOBaHME
WHJIMKATOpa JOCTHKEHUS
KOMIIETCHIINU

PesynbTarel 00yueHus

1. YK-11 Cnocoben
(dbopMHpOBaTH HETEPITHMOE
OTHOIIIEHHE K
IPOSIBIICHUSM
IKCTPEMU3Ma,
TEppopHU3Ma,
KOPPYIIIHOHHOMY
MIOBEJICHUIO U
POTHBOCHCTBOBATH UM B
npoQeCcCHOHAILHON
JeSITeIIbHOCTH

YK-11.2 Cnenyet 6a30BbIM
STUYECKUM LIEHHOCTSIM,
JIEMOHCTPHPYS HETEPITUMOE
OTHOIICHHE K MPOSIBIICHUSM
IKCTPEMH3Ma, TEPPOPU3MA,
KOPPYMIIHOHHOMY
[IOBEIEHUIO U
MIPOTUBOICHCTBOBAThH UM B
podecCHOHABLHOM

eI TENLHOCTH

3HAHMUSI: - CHCTEMY TOCYAapCTBEHHOTO
YIIPaBJICHUS IPOTHBOACHCTBUEM
KOPPYIILIUH; - IPABOBBIC U
OpraHU3alMOHHBIE OCHOBEI
IPOTUBOJCHUCTBHS KOPPYIILIUH; -
OCHOBHBIC aHTHKOPPYIIIMOHHBIC
MHCTPYMEHTBI; - 3THYECKHE HOPMBI
AQHTUKOPPYIIIUOHHOTO MTOBECHUS,
COIMaJIbHBIC, IPABOBBIC, STHYECKUE
HIOCJIC/ICTBHSI KOPPYIILIMOHHOTO
TIOBE/ICHMSI.

YMEHMSI: - BBISBJISITh M OLICHUBATH
KOPPYIIUOHHBIE PUCKHU, HOPMHPOBATH
MEXaHU3MBI 110 MX HEHTpaIH3anum; -
HPUMCHSTh aHTUKOPPYIIIIUOHHBIC
CTaH/IapThl TIOBE/ICHUS TIPU
OCYILECTBIICHUU MPO(eCCHOHATBHON
JeATEIILHOCTH.

HABBIKH: - HABBIKAMU ITOHCKA, aHAITN3a U
UCIIOJIb30BAHUSI HOPMATUBHBIX U
MPaBOBBIX JIOKYMEHTOB, HAITPABJICHHBIX
Ha MPOTUBOJICHCTBUE KOPPYIILIUH, B
cBoelt mpodeccuoHanbHo chepe; -
CIOCOOHOCTBIO AaTh MPaBOBYIO U
ITHYECKYIO OLICHKY CHTYAaIUsIM,
CBSI3aHHBIM C KOPPYIIIHOHHBIM
TIOBE/ICHHEM, ITPUMEHSTh
AQHTUKOPPYMIIUOHHBIE MEPHI TIO
BBISIBJICHHBIM (paKTaM KOPPYIIIMOHHBIX
HapyIIECHHAMN.

Pazpen 2. MECTO JUCHHUIUIMHBI B CTPYKTYPE OITOIT

JucuunianHa oTHocuTes K 00s3aTenbHoi yactu OITOIN.
JucnurniuHa sSBIseTCs 0053aTeTbHON

Hns  mpopomkeHuss  (GOpPMHUPOBAaHUS  3asBICHHBIX
npeaniecTByromux auciumng: [IpaBosenenue (YK-11)
N3yuaemass AMCUUIUIMHA SBJISIETCS OCHOBOM Ui TNPOJODKEHUS (HOPMUPOBAHMS YKa3aHHBIX
KOMITETeHIMI B cieayrommx auciuminHax: CyneOHas skoHomuueckas skcmeptuza (YK-11),
ITpoTuBoAElicTBHE JIETAIM3alMM MIPECTYNHBIX 10X0A0B B 3koHOMuKe (YK-11); rocymapcrBenHoi
uToroBor arrectaru B (opme: IloaroroBka K mpoleaype 3aluThl W 3alIUTa BBIMTYCKHOM
KBanu(puKaronHou padotsl (YK-11)

KOMIIETEHIIUIH HCO6XOI[I/IMLI 3HaHUA

Pazzen 3. OIIMCAHUE OBPA30BATEJILHBIX TEXHOJIOI' M1

Jist popMupoBaHus 3asBICHHBIX KOMIIETEHIIUH HCTOIB3YIOTCS METOJOJIOTUYECKUE TEXHOJOTHH,
peanu3ylonie AesITeNbHOCTHBIN, JIMYHOCTHO-OPHUEHTUPOBAHHBIN, MPAKTHUKO-OPUEHTHUPOBAHHBIM
MOAXO/BI.



OCHOBHBIMU CTPAaTETMYECKUMHU TEXHOJIOTHSMU SABISIOTCS: JIEKLIMOHHBIE 3aHATUS, MPAKTUYECKUE
3aHSTHSL, IPOLIEAYPBI CAMOOOYUEHUS

Ha noctuxeHue KOHKPETHBIX IieJel 0O0ydeHus HamnpaBieHbl IPUMEHSEMblE TaKTHUECKHUE
TEXHOJIOTuH: case-study, Kiaccuyeckas JIeKIHs

Paznen 4. COAEPXXAHUE JUCHUITJIMHBI

4 cemecTp
N Komunuectso | @opmupyemslie
Bunel u TemMbl 3aHTHI
4acoB KOMIIETEHIIMH
TeopeTnvyeckre 0CHOBBI FOCY/IaAPCTBEHHOM TallHbI 60 VK-11
Jlexuus. [lonsTre u 3Ha4eHNHE rOCY1apCTBEHHOMN TalHBI 2
IIpakTrueckoe 3ansaTue. [loHsaTre u 3HaYEHUE TEPMHUHOB 4
rOCYJapCTBEHHOM TailHbI
Jlexuus. 3akoHonarenbcTBo Poccuiickoit denepanuu o 2
rOCYJApCTBEHHOM TailHe
[TpakTrueckoe 3ansTue. PazpaboTka noiaoxeHus 1no 8
JIEJI0NIPOU3BOJICTBY IPU HAJIMYUU TOCYIAPCTBEHHON TalHbI
Jlexuus. 3anuTa cBeIEHUIN COCTaBIISIFOIIMX TOCYIaPCTBEHHYIO 2
TallHy
[TpakTrueckoe 3ansaTue. Perucrpanns BXOAAIUX U UCXOASIINX 6
JIOKYMEHTOB
CamocTosTenpHas padora. M3ydeHue JISKIIMOHHOTO MaTeprala u 18
MOJTOTOBKA K TEKYIIEMY KOHTPOIIIO, BRINOIHEHUE pedepaTa,
U3YyYEHHUE JOIOJIHUTENBHOIO MaTepuaa, HauCaHue MUHU-
JOKJIaJI0B
3aaHus AJi CaMOCTOSITENIbHON padOoThI, B TOM YUCIIE BBIIIOJHEHHE
KP
BoinonHeHnue npakTHYeCKOro 3a1aHus 18
Jesonpou3BoactTBo B aesteabHocTd MBJI 52 YK-11
Jlexuus. Jlokymentoo6opot B MB/I 2
TexHnuueckoe obecrieyeHre paboThl C TOKYMEHTaMHU, YUET U
XpaHeHue TOKYMEHTOB U Jiesl B MBJ1
Jlexmus. CoctaBneHue ciy>ke0HON 3alrCKH, JOKIATHON 2
Jlexuus. PazpaboTka monckoBoil cucreMsl JokyMeHTOB B Excel 2
Jlexuus. JlIokyMEHTHpPOBaHUE YIIPABICHYECKON AEATEIBHOCTH 2
[TpakTrueckoe 3ausTue. CocrapieHNE HOMEHKIIATYPHI €T 8
YIPaBIEHYECKON JOKYMEHTAIUH
CamocrositenpHas padbora. M3ydeHue JIEKIMOHHOTO MaTepualia u 18
MOJTrOTOBKA K TEKYILIIEMY KOHTPOJIIO, BBIIIOJHEHHE pedepara,
M3y4eHHUeE JOMOJIHUTEIBHOIO MaTepuaa, HaMcaHue MUHU-
JIOKJIaJI0B
3amaHus I CaMOCTOSITEIHHOM pabOTHI, B TOM YKCJIE BHIMIOJTHEHNE
KP
BeImoniHEHNE MPAKTUYECKOTO 331aHUs 18
IIpaBoBoe o0ecneueHHe peKHMA CEKPETHOCTH 50 YK-11
Jlexuus. Ilonarue, 3HaueHNE U PABOBOE PETYIUPOBAHHUE PEXKUMA 1
CEKPETHOCTH B ropHcpyaeHIMU. CBEAEHMSI, COCTABIISAIOLINE
rOCYJapCTBEHHYIO TallHY; IOHITHE, CYIIIHOCTh U 3HAYEHHE PEeKUMA
CEKPETHOCTHU
Jlexuums. [Topssmok gomycka JOJKHOCTHBIX JIUI] M TPak/1aH 2




Poccuiickoit denepanynu kK rocy1apCTBEHHOW TalHE.
O6u1me monoxxeHust ¥ GOPMBI IOITyCKa K TOCY1apCTBEHHON TaiiHe.
Odopmnenue u nepeodhopmIIeHHE TONTyCKa

Jlexuus. OCHOBHBIE MpaBUIIa BEIEHUS CEKPETHOTO 1
JIeJI0NIPOU3BO/ICTBA.

[TpaBuia BBIMOIHEHUS CEKPETHBIX PaboT. OTBETCTBEHHOCTH
COTPYAHUKOB 33 HAPYUICHHUE PEKUMA CEKPETHOCTH

[TpakTudeckoe 3ansTue. PazpaboTka MeTOAHMKH 1O paboTe ¢ 10
CEKPETHBIMU JIOKYMEHTAMH
CamocTostenpHas padoTa. M3yueHue TeKIIMOHHOTO MaTepuania u 18

MOJIMOTOBKA K TEKYIIEMY KOHTPOJIIO, BBI-TIOJIHEHUE pedepaTa,
MOJTrOTOBKA K 3aluTe pedepara, n3ydeHue JOMOTHUTEILHOTO
MaTepuaia, HalucaHhue MUHU-IOKJIA0B

3anaHus AJi1 CaMOCTOSITENIbHON padOThI, B TOM YHUCIIE BBIIIOJIHEHHUE

KP
BrinosiHeHUE TPAKTUYECKOTO 33 IaHUS 18
Wuas koHTaKTHas padora: 0

Pasnen 5. METOJMUYECKUE VKA3AHUSI JUISI OBVYAIOLIMXCS TIO OCBOEHMIO
JIACHUTUIMHBI

V3y4yeHrne AWCHMILTUHBI PEKOMEHIYeTCs HavaTh C O3HAKOMIICHHUS C pabodeid MmporpaMMmon, ee
CTPYKTYpOl U coJep)KaHHEeM pa3lelioB. Y4eOHbII MaTepuan CTPYKTYPUpPOBaH, HU3Yy4EHUE
JUCITUTLIAHBI OCYIIIECTBIISETCS B TeMaTH4eCKOU MOCIIE0BATEIHLHOCTH.
3aHATHSA JIEKIMOHHOTO THNA [JAI0T CHCTEMaTU3UPOBAHHBIE 3HAHWUS MO AUCIMILIUHE,
KOHLICHTPUPYIOT BHUMAHWEC HaA HanOoJIee CIIOKHBIX U BaYKHBIX BOIIpoOCax. Bo BpEMs JICKIIMOHHBIX
3aHATHIH PEKOMEHAYETCS] BECTH KOHCIIEKTUPOBaHUE yueOHOr0o MaTrepHraia; oopamiarb BHUMaHue Ha
GOpMYITUPOBKM U KaTEroOpHH, pacKpbIBAIOIIME CYTh MPOOIEMBI, SBIEHUS WM TpoIlecca;
3a(UKCHPOBATH BBIBO/IBI u MPAKTHYECKHE PEKOMEHIaIUH.
[TonroroBka K 3aHATHSIM CEMHHAPCKOr0 THINA BKJIIOYAaEeT O3HAKOMJIEHME C ILJIJAHOM
MPAKTUYCCKOI'0 3aHATHA, pa60Ty C KOHCIICKTOM J'IGKHPIﬁ, BBIIIOJTHEHUE AOMAIIIHEIrO 3aJaHusd,
paboty ¢ y4eOHON U y4eOHO-METOIWYECKOW IUTEepaTypoil, HAyYHBIMU W3AAHUAMU H
AIIEKTPOHHBIMU  00pa30BaTEIbHBIMU pECypcaMH, PEKOMEHJOBAaHHBIMU paboueil mporpammon
JUCITUTIAHBI.

CopnepxaHue camMOCTOATENBLHOH PadoThl ompezensercs padoyeil MporpaMMoi IHCHUIUIMHBI,
OHCHOYHBIMU W MCTOAWYCCKUMH MaTcpuajaMu, 3aJaHUsIMU W YKa3aHUAIMU HOpCroaaBaTCisd.
CamocTosTenbpHass padoTa MOXKET OCYIIECTBISATHCS B ayJUTOPHOM M BHEAyIUTOPHOU Qopmax.
O} PeKTUBHBIM CPEICTBOM OCYIIECTBICHUS CAMOCTOSITENILHON pabOThl SBISIETCS AIIEKTPOHHAS
nH(pOpMaIMOHHO-00pa3oBaTeIbHAs Cpella YHUBEPCUTETA, KOTOpas o0ecrmeymBaeT IOCTYI K
oOpazoBaTtenbHONM  mporpamme, paboudedl  mporpaMMe  JIUCHUIUIAHBIL, K  3JEKTPOHHBIM
OMOTMOTEYHBIM CUCTEMaM, MpodeccroHaNbHBIM 0a3aM TaHHBIX ¥ HHPOPMAIIMOHHBIM CITPABOYHBIM
cuctemam. M3ydeHue QUCIUIUINHBI BKIIOYAET BHIMOTHEHHUE MTOATOTOBKY KOHTPOJIBHOM pabOTHI.

HCpI/IO,Z[I/I‘-IHOCTB MMPpOBCACHMN, (pOpMLI TCKYLICTO KOHTPOJIA YCII€BACMOCTU, CUCTCMa OLICHUBAHUA
X0a OCBOCHH NUCIUILIMH MMPCACTABJICHBI B pa6oqeﬁ nporpamMmme.

DopMOI TPOMEKYTOUHOU ATTECTALUH 110 JUCLUIUIMHE SBIISIETCS 3aUET.

Pasznen 6. MATEPUAJIbBHO-TEXHMYECKOE 141 YYEBHO-METO/JNYECKOE
OBECIIEYEHUME AMCHUITJIMHBI

6.1. YueOHO-MeTOIMUECKOE 0OECIIEUEHNE



NoNe
n/n

Crnucok UCoab3yeMOol JIUTepaTyphbl

KomnaectBo
IK3EMILISIPOB MEYATHBIX
H3JaHUH, IMEIOIUXCS B

OMOINOTEKE, WIIH
AIICKTPOHHBIN aJpec U3JaHus
(pecypca) B cetu MuTepuer

YYEBHBIE, YYEBHO-METOAMYECKHWE 1 HAVYHBIE N3JIAHUA

[IpaBoBenenue [Tekct] : [y4eO. mocoOue I CTYACHTOB
BY30B 110 Hetopu. cneruanbHocTsM / @. K. 3unnypoB u np.] ;
noj pen. A. M. Aprembea, @. K. 3unnyposa. M.: KOHUTU-
HAHA, 2010. - 254, [1] c. ISBN 978-5-238-01801-0.
DK3eMIUIIPEL: Bcero 97.

97

AspytuH, HOpuit Edppemosuu. ['ocynapctBo u npaso [Tekcr]
: TeopUs U MpaKTHKa : [ydueO. mocodue i CTYyIEHTOB BY30B
no crnenuanbHoctd "FOpucnpyaenmusa” (030501) u Haywd.
cnenranbHoctd  12.00.01 "Teopuss u wucropus mnpaBa u
rocy/lapcTBa; UCTOPHUS yYEHHUH O MpaBe U rocynapcrse', i
KYpPCaHTOB U clymiateneil oOpaszoBar. yupexaeHuii MBJI
Poccun ropun. npodwiis] / FO. E. ABpyrun. 2-e u3z., nepepad.
u non. M.: 3akon u npaBofOHUTHU-JTAHA, 2009. - 503 c.
ISBN 978-5-238-01669-6. Dx3eMIULIPLL: BCero 23.

23

Konctutynmonnoe mpaBo Poccum [Tekct]| : [yueOHHK s
CTYJCHTOB BY30B 1o CHELMAIbLHOCTU 030501
"FOpucnpyaennus"; no HayyHoil cnenuansHocTu 12.00.02
"KOHCTUTYLIMOHHOE TIPaBO; KOHCTHUTYLMOHHBINH CYJeOHbII
npolecc; MmyHunumnaibHoe npaBo"] / [b. C. D63eeB u ap.]; nox
pen. b. C. O063eeBa, E. H. Xazora, A. C. I[IpynuukoBa. 7-¢
u3l., nepepad. u gon. Mocksa: FOHUTU/UNITY, 2015. - 711
c. ISBN 978-5-238-02592-6. Dx3emruisapsl: Bcero 20.

20

Koctun, Bnagumup MBanosuu. HannonansHast 6e30nacHOCTb
coBpemenHoit Poccum  [Tekcr] SKOHOMHYECKHE U
couuokynbTypHble acnektsl / B. M. Koctun, A. B. Koctuna.
N3n. 2-e. Mocksa: JIEHAH/I, 2015. - 342 c. ISBN 978-5-
9710-1336-5. DK3eMILISIPLI: BCETO 5.

YepnoBa, HMpuna EsrenbeBna. [IpaBoBenenue [Tekcr]

yueOHoe mocobue : [ans cTyaeHToB HampasieHus 13.03.01
(140100.62) "TemmosHepreTnka U TEIUIOTEXHUKA" OYHOU U
3aounoil ¢opm obOyuenmsi] / W. E. UYepnoa; M-Bo
oOpazoBanmsi u Hayku Poc. ®Pexpepanuu, OPI'BOY BIIO
«ITOBOIIK. TOC. TEXHON. YH-T». Momkap-Omna: III'TY, 2015. -
283 c. ISBN 978-5-8158-1531-5. Dk3eMmisipsl: Bcero 29.

29 /
https://portal.volgatech.net/b
ooks/Chernova_pravovedeni

e 2015.pdf

OJIEKTPOHHBIE OBPA30BATEJIBHBIE PECYPCbI

1.

Hayunas snexkrponnas 6ubanorexka eLIBRARY.RU

http://elibrary.ru

2.

Hayunas snexktponHas Oubnuoreka «KnbepneHuHka

http://cyberleninka.ru

IMPO®ECCHUOHAIJIBHBIE FA3bI JAHHBIX 1 THOOPMALIMOHHBLIE CITIPABOYHBIE

CUCTEMBI
1. [CmpaBouHno-mipaBoBast cucreMa KoHcynpTanT+ http://www.consultant.ru
2. |UudopmarmonHo-nipaBoBoii optai ['apaHT http://www.garant.ru

6.2. MarepuanbHO-TeXHUYECKas 0a3a ¥ mporpaMMHoOe oOecrieueHre




NoNe | Aynutopuu aiis npose- | [lepedeHb OCHOBHOTO 000PYIOBaHHS [Iporpammuoe
/Tl |AeHUS YIeOHBIX 3aHSATHH, obecrnieueHne
CaMOCTOSATENIbHON pabo-
ThI U TIPOBEJICHUS TOCY-
JTAPCTBEHHON UTOTOBOM
aTTecTanuu

Pasgen 7. ®OPMbl KOHTPOJISI OCBOEHMS AUCLUMIUIMHBY ®OHJ] OLIEHOYHBIX
CPEJICTB

Kputepuu onieHrBaHUs HHANKATOPOB TOCTHXKEHUSI KOMIIETEHIIUN HANIPaBJIEeHbI HA!

- YCBOCHHE TEOPETUYECKOTO MaTepuasia (00beM 3HAHUH, IITyOMHA YCBOEHHUS ), PEAYCMOTPEHHOTO
paboueii mporpamMmmoi;

- YMEHHE Wu3JlaraThb MaTrepuan (YeTKOCTb, IPaMOTHOCTb M3JI0KEHUSI MaTepuaia, TOUYHOCTh U
MOJIHOTA BOCIIPOU3BEICHUS y4eOHOTO MaTepuana);

- YMEHHUE MIPUMEHATh TEOPETUUECKUE 3HAHUS MPU PEIICHUH MPAKTUYCCKUX 3aaHUMH.

[IIkana olleHUBaHUS IPEJICTABICHA HUXKE.

YpoBeHb
c(hopMUPOBAaHHOCTH [Ixama
Kputepuu onienuBanus
AJIEMEHTOB OLICHUBAHUS
KOMITETCHIHT
[Toporossiii OOyuvaromuiics WMeeT 3HAHUS OCHOBHOIO MaTrepuana,|3adyTeHo
YPOBEHB MPOSIBJISIET yMEHWE JIOTUYHO €ro wusjaraTb, HO MOXET
JOMyCKaTh ~ HETOYHOCTM B M3JI0KEHUHM  MaTepuaia,
HEJIOCTAaTOYHO TIPAaBWIbHBIE (POPMYIMPOBKH, MCHBITHIBAET
3aTPY/AHEHUS B BBINOJHEHUH NMPAKTHUYECKUX 3aaHUI

7.1. Texymuii KOHTPOJIb yCIIEBAEMOCTH

Texymuii KOHTPOJIb yCHEBAaeMOCTH oOOecreuyrBaeT OICHMBAaHHE XO0/la OCBOEHUS JUCIUILIMHBI
(MozyJsl) M IPOU3BOAMUTCS C IPUMEHEHUEM TEXHOJIOIMU PEHTUHIOBOTO KOHTPOJISI B COOTBETCTBUU
C TEXHOJIOTMYECKOW KapTOW AMCHUIUIMHBL. [lOpSAOK COCTaBIEHMS TEXHOJIOTMYECKOW KapThl U
QITOPUTM  TPOBEJIEHHUS MNpPOLENyphl OLEHHBAHHUA BUAOB JIEATENBHOCTH  OOydaromuxcs,
HAlpaBJIEHHBIX Ha OCBOCHHE 3HAHWUN, YMEHHH, HaBBIKOB W/ WM ONbITA JESATENBHOCTH, IO
HaKOIUTEJIbHOW cucTeMe B Oamjiax ycTaHaBiMBaercsl nojoxeHueM o cucreme PUTM B ®I'BOY
BO «{JII'TY»

7.2. [IpoMexyTOUHAS aTTECTAIHS 00YJArOIIUXCS
[IpomexxyTouHast aTTecTalusi 00OyJaroOMMXCsl HaMpaBiieHa Ha OIEHUBAaHUE PE3YJIbTATOB OO0YUCHHs
MO TUCIUILIAHE (MOYJII0) ¥ POBOIUTCS C UCIIOJIb30BaHUEM (DOH/IOB OIIEHOYHBIX CPEJICTB.

[IpuMepbl THUMOBBIX KOHTPOJBHBIX 3aaHWil W3 0a3bl (OHIA OIEHOYHBIX CPEACTB IO
o0pa3oBaTeNbHOI MporpamMmme.

1. NcTtopua pas3BmTMA OTEeYeCTBEHHOrO Ae/10NPOonU3BOACTBA.
2. MoHATME «JO0KYMeHT». KOpuanveckas cmna A4OKyMeHTa.
3. MNoHATNE «PEeKBU3UT JOKYMEHTa», COCTaB PEKBU3UTOB.

4. Npasuna obopMneHUs PeKBU3UTOB (rocyaapcTBeHHbI repb PO, Ha3BaHMe opra-HM3aLmu, CnpaBoYHble
OaHHble 06 opraHuM3auunm).




5. MNpasuna obopmaeHns peKBMU3UTOB (4aTa LOKYMEHTa, agpecaT, rpud yTBep:Kae-HUsA SOKYMEHTa).

6. MpaBuna odopmneHus pPeKBU3UTOB (MOAMUCb, OTMETKa 06 MWCNosHWUTeNe, OTMETKa O Haauyuu
NPUNOXKEHUS).

7. MNpasuna obopmMaeHUs PEKBU3UTOB (Pe30/1oLmMsA, OTMETKA O 3aBEPEHUN KOMNKN, OTMETKA 06 UCMOAHEHUN
JOKYMEHTa M Hanpas/ieHUN ero B Aeno).

8. Buabl cnyxebHbIX AOKYMEHTOB, MCMO/b3YIOWMXCA B AesaTenbHocTM opraHos YWC.

9. [lloHATME «NPOTOKOA» M 0cOBeHHOCTM ero noArotoBkM U odopmaeHua. 10.MoHATHE «aKT» U
0COBEHHOCTM ero NoAroToBkM U 0GOPMIEHUA.

11 .MoHATUA «NAaH», «PanopT» U 0COBEHHOCTM UX NOATOTOBKM U 0POpPMIEHMA.
12. NoHATMe «A0KYMeHToobopoTay 1M NpPobaemMbl ero COBEPLLIEHCTBOBaAHUSA.
13.0praHmsayma 4oCTaBKM AOKYMEHTOB.

14.MpaBnna 06paboTKM NOCTYNMUBLLEN AOKYMEHTALUMN.

15. MpaBuna 06paboTkM OTAPABAAEMbIX JOKYMEHTOB.

16. MNopagoK NPOXOXKAEHUA BHYTPEHHMX LOKYMEHTOB.

17. KOHTpO/Ib UICNONHEHUA AOKYMEHTOB B topucnpygeHumu n B YUC.

18. CpOKM UCNONTHEHNA LOKYMEHTOB.

19. Pernctpauna 4OKYMEHTOB, ee BUAbI.

20.Mepeaaya 31EKTPOHHOIO CO0bLLEHMS.

21. ®akcMMunbHanA CBA3b.

22. Mpuem n 06paboTka TenepoHorpamm.

23. MNpuem 1 0b6paboTKa TeneTainorpamm.

24. OpraHu3auma AeAaTesibHOCTU MALUIMHOMMUCHOro 6topo.

25. MoHAaTMe «aeno», npasuna ero GOpMMUpPOBaHMUS.

26. MNpasnna obopmaeHus aena.

27. MpaBuia NoAroToBKM U 0popMAEHNA HOPMATUBHbIX MPaBOBbLIX aKTOB (06LLMe NOHATMA).

28. MNoHATUE «TOCyAapcTBeHHan TailHa». MNepeyeHb CBEAEHMI, COCTaBAALWMX rOCYAapCTBEHHYIO TaliHy B
06/1acT ONepaTUBHO-PO3bICKHOW AEATENbHOCTH.

29. MpUHUMMNbI OTHECEHUA CBeAEHUI K rOCyAapCTBEHHOM TaliHe.

30. CBegeHun, He NoasiesKallMe OTHECEHUIO K ToCyAapCTBEHHOM TaHe.

06p03eu npumepHo20 cocmaesieHUA mecma meKyuw,e2co KOHmposiAa

Tecm 0. [lenonpou3go0cmeo U pexcum cekpemHocmu

Mopoeossili yposeHs



1.loKymeHTO060pOT — ABUKEHUE AO0KYMEHTOB B OPraHn3aLum C MOMEHTA UX CO3AaHUA A0:
1. nepenayn Ha ucrnosHeHue

2 NoAWMBKN B Aeno

3. 3aBepLUEeHMA UCNOJIHEHWUA NN OTNPABKU

2. lonKHa N1 UHCTPYKLMA MO 4,e10MPOoM3BOACTBY OpraHU3aL M yCTaHOBUTb TEXHO/IOTUIO BCEX
AeNoNPOU3BOACTBEHHbIX ONepaLyMii, BbINOAHAEMbIX B OpraHM3aumumu?

1. pa 2. HeT

3. Kem ycTaHaBauBaloTCcAa MUHAUBUAYA/IbHbIE CPOKU UCMONHEHUA JOKYMEHTOB?
1. pykoBoguTenem CTpyKTYpPHOro noapasaeneHms, rae MCNOMHAETCA AOKYMEHT
2. KaHuenapuen

3. pykoBogutTenem opraHusauum

4. Kakue ¢popmbl perucrpaumm goKymeHTos B Poccun?

1. )KypHanbHan

.2. KapTo4yHa“A

3. aBTOMaTU3MpPOBaAHHaA

4. Bce BbilenepeyYncieHHble

5. Mpu pernctpaumm KakKMXx AOKYMEHTOB BMecTe € NOPAAKOBbIM perucTpauMuoHHbIM HOMEPOM
npocraBnaeTca Homep Aena, B KOTOPOM XpPaHUTCA Konua AOKYMEHTa?

1. npuKasbl

2. NpOTOKO/bI

3. aKTbl

4. nnucobma

6. B KaKMX AOKYMEHTaX PAAOM C PerMcTpaLMOHHbIM HOMEPOM yKa3biBaeTca 6ykBa «J1» u «K»?
1. aKTbl

2. LOKNaAHble 3aMnCKu

3. NpWKa3bl MO OCHOBHOM AEATENbHOCTU

4. NpuKasbl N0 NMYHOMY COCTaBY,

5. cnpaBku

7. Npun perucTpaumm Kakoro AOKYMeEHTa AaTy PerucTpaLum ykasbiBaloT He B AieHb ero NognucaHua?
1. npukas

2. NpOTOKOAN

3. peweHune

4. noctaHoB/NeHMe

8. Ecm A,OKYMEHT oTnpaBaseTca B ABa afpeca Nno noyTe, TO CKONIbKO HE06X0AMMO NoAroTOBUTD



9K3eMNNAPOB 3TOr0 AOKYMEHTa?

1. yeTbIpe

2. ABa

3. Tpun

9. Kakue moryT 6biTb HOMEHKNATYpPbI aen?

1. KOHKpeTHaA

2. npumepHas

3. TMnoBaA

4. BCe BbilLeNepeyYncneHHble

10. B HomeHKnaType Aen J,O0KYMEHTbl CUCTEMATU3UPYIOTCA:
1. no BMAam JOKYMEHTOB

2. No coaeprKaHuto

3. No CpoKam xpaHeHwuA

4. BCe BblWeNnepeymcieHHble

11. Kto moxKeT paboTaTb ¢ AOKYMEHTAaMU, UMEIOLMMM KOMMEPUYECKYIO TaliHY?
1. ToNbKO pykoBOAUTEND

2. Bce pabOTHUKM OpraHn3aLmm

3. pyKOBOAMTENM CTPYKTYPHbIX NOAPA34e/IeHUIA, OpraHn3aLmin
4. pabOTHUKMK, onpeaeneHHble pyKoBoAUTEIEM

12. PekBU3UT AOKYMEHTA — 3TO:

1. ero oTAeNbHbIN 31eMeHT

.2. 4acTb cnyxebHoro nnucbma

.3. dMpmeHHbI 61aHK

13. Yr1o aBnAeTca aaroi npotoKona?

1. paTa nognNUCcaHMA NPOTOKOA

2. paTa 3acepaHua

3. paTa perncrpauum NnpoTokoaa

14. B pekBu3ute «Agpecat» MHULUANDbI CTAaBAT:

1. nepeg pamunuein agpecata

2. nocne pammnnm agpecata

15. C KaKoii uenblto Ha cnyKe6HoM Nnucbme yKasbiBaloT pamuauio u tenedpoH ucnonHurens?
1. onA onepaTMBHOM CBA3M C UCMONHUTENIEM

2. pNA NPUAAHUA SOKYMEHTY IOPUANYECKOM CUbI



16. Kem nognucbiBaloTcA 40KYMEHTbI, COCTaBAsieMble KOMUccuein?

1. pykoBoauTenem opraHmsaumm

2. npeacepaTtenem

3. NnpeacepaTenem 1 YieHaMu KOMUCCUM

4. npepcepatenem n ceKpeTapem

17. Ana AOKYMeHTa, NOA/IMHHMUK KOTOPOro OCTaeTcs B OpraHusauum, BU3bl NpOCTaBAAIOTCA:

1. HUXKe nognucKn pyKoBoauTeNnsa, NoANMCaBLIEro AOKYMEHT

2. B HUXKHEW YacTn 060POTHOM CTOPOHbI NOC/eAHEro INCTA NOA/IMHHUKA AOKYMEHTa

3. Ha NepBOM JINCTE AOKYMEHTa Ha ero 060pOTHOM CTOPOHE

18. Ona AOKyMmeHTa, NOA/IMHHUK KOTOPOro OTNPaBAAETCA U3 OpraHM3auum, BU3bl NPOCTaBAAIOTCA:
1. B HUXKHEN YaCTU INLLEBOM CTOPOHbI NOCAEAHErO IMCTA KONUM A0KYMEHTA, Haxo4ALenca B opraH13aumm

2. B H/MKHEM YacTM 060pPOTHOM CTOPOHbI MOCAEAHEr0 IMCTA KOMUK A0KYMEHTA, HaxoAdAllelnca B
opraHusauum

3. Ha NepBOM INCTe 0BOPOTHOM CTOPOHbI AOKYMEHTA

19. NoHAaTHe «JenonpomnsBoacTBO» — 3TO:

1. cMcTema xpaHeHUs AOKYMEHTOB

2. coCTaB/ieHMEe AOKYMEHTOB

3. IOKYMEHTMPOBaHNE N.0praHn3aLmsa paboTbl C LOKYMEHTaMMU

20. C nomoLLbI0 KAaKOro peKBU3nUTa opopmMaseTcs BHELLHee COr/lacoBaHUe A0KYMEHTA?
1. BU3bI, COrIacoBaHuUs

2. rpuda cornacoBaHms

HepequL BOIIPOCOB IJIs1 TPOBCACHUA HpOMe)KYTO‘{HOﬁ aTTcCTallnuu
1. cTtopuma pa3BuTnA OTe4eCTBEHHOrO 4e/10NMpomM3BOACTBa.

2. MNoHATUE «AOKYMEHT». lOpuaunyeckan cuia AOKYMeHTa.
3. MoHATUE «PEKBU3UT AOKYMEHTa», COCTAaB PEKBU3UTOB.

4. Mpasuna oGpopMIEHNA PEKBU3UTOB (roCyAapCTBEHHbIN repb PO, HazBaHWe opra-HM3aumK, CnpaBoyHble
JaHHble 06 opraHusaumm).

5. MNpasuna obopmaeHUs PeKBU3UTOB (4aTa AOKYMEHTa, aApecarT, rpud yTBep:Kae-Hua JOKYMEHTa).

6. MNpaBuna odopmneHus PeKBU3UTOB (MoamnMcb, OTMETKa 06 WCMONHWTENE, OTMETKA O Haauuuu
NPUNOXKEHUS).

7. MNpasuna obopmaeHUs PeKBU3UTOB (Pe30/1oLmMsA, OTMETKA O 3aBEPEHUN KOMNKU, OTMETKA 06 UCMOAHEHUN
[AOKYMEHTa M Hanpas/ieHUN ero B Aeno).

8. Buabl cnyxebHbIX AOKYMEHTOB, MCMO/b3YOWMXCa B AeaTenbHocTu opraHos YWC.



9.

MoHATME «NPOTOKOA» WM OCOBEHHOCTM ero noarotoBkM u odopmneHus. 10.MoHATME «aKT» U

0COb6EHHOCTHM ero noAroToBKUN U O(bOpMﬂeHMﬂ.

11

12.

.MoHATUA «NNaH», «PanopT» N 0COBEHHOCTM UX NOATOTOBKMU U 0DOPMAEHMS.

MoHATME «LOKYyMeHTOO60opoTa» U NPo6emMbl ero COBepLIEHCTBOBAHUS.

13.0praHmsauma 0CTaBKM OKYMEHTOB.

14.MpaBunna 06paboTKM NOCTYNMBLLIEN AOKYMEHTALUMN.

15.

16.

17.

18.

19.

MpaBnaa 06paboTKM OTNPABIAEMbIX JOKYMEHTOB.

MopALOK NPOXOXKAEHUA BHYTPEHHUX LOKYMEHTOB.

KOHTpONb NCNONHEHNA AOKYMEHTOB B topucnpyaeHumn n 8 YUC.
CpOKM UCMONHEHMA AOKYMEHTOB.

Perncrpauuna 4OKymeHTOB, ee BUAbl.

20.Mepenaya 3N1€KTPOHHOTO CO0bLLEeHMA.

21.

22.

23.

24.

25.

26.

27.

28.

dakcMMuabHanA CBA3b.

Mprem n 0bpaboTKa TenepoHorpamm.

Mpuem n ob6paboTKa TenetTannorpamm.

OpraHusauus AeaTebHOCTM MallMHONKUCHOro 610po.

MoHATME «aeno», Nnpasmna ero GopmMmmMpoBaHUS.

Mpasuna opopmneHuns gena.

MpaBnna NOAroTOBKMN M 0POPMAEHNA HOPMATUBHbIX NPaBOBbIX aKTOB (0bLue NOHATUA).

MoHATME «rocyAapcTBEHHAn TaliHa». lMepedyeHb CBEAEHWIA, COCTAaBAAIOWMX FOCYAaPCTBEHHYIO TallHy B

o0621acTh onepaTUMBHO-PO3bICKHOWN AEATENbHOCTH.

29.

30.

MPUHLMNbI OTHECEHUA CBEAEHWI K FOCYAaPCTBEHHOM TallHe.

CeefeHuA, He nognerkalme OTHECEHUIO K FOCVAapCTBEHHOﬁ TalHe.



