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Pazpen 1. HEJIb OCBOEHUA AMCIHUITJIIMHBI

[leapt0o OCBOCHMSI AUCIUIUIMHBI SIBISETCS JOCTHXKCHHE IUIAHUPYEMBIX PE3yJbTaTOB OOYydYCHHS,
cooTBeTCcTBYIONIMX ycTaHOBICHHBIM B OIIOII nnaukaropam A0CTUKEHUSI KOMIIETSHITUI:

Konun Kon n HaumeHoBaHue Pe3ynbrarel 00yueHus
HAaUMEHOBAHME |HMHIMKATOpa JOCTHKECHUS
KOMIETEHIIUU KOMIIETEHIIUH

1. VK-11 VYK-11.2. Cnenyer 3HAHMS: - CHCTEMY I'OCYAApCTBEHHOI'O YIIPaBICHUS

Cnocoben 0a30BbIM ITHYECKUM MIPOTUBOICUCTBUEM KOPPYIIUY; - IPABOBBIE U

dopmMHpOBaTh  [IIEHHOCTSIM, OpraHU3alMOHHBIE OCHOBBI IPOTUBOAEHCTBUSA

HETEPIUMOE JEMOHCTPUPYS KOPPYIILIUH; - OCHOBHBIE aHTUKOPPYILIMOHHBIE

OTHOILIECHHUE K HETEPITUMOE OTHOLICHHE |UHCTPYMEHTHI; - STUYECKUE HOPMBI

HPOSIBJIEHUSAM  |K IIPOSIBIIEHUSAM AHTUKOPPYILIUOHHOIO IOBE/ICHUS, COLUAIbHBIE,

IKCTpPEMU3MA,  |IKCTPEMHU3MA, IIPABOBBIE, STUYECKUE MOCIEICTBUS KOPPYILIMOHHOTO

Teppopu3Ma, Teppopu3Ma, OBCACHUA.

KOPPYIIIHOHHOM |KOPPYIIIHOHHOMY YMEHHUSI: - BBISIBJISITh U OLIEHUBATh KOPPYILIMOHHbIE

y MOBEJICHUIO U |TTOBEICHHIO U pucKH, (GOPMUPOBATH MEXAHU3MBI 110 UX

IPOTMBOICHCTBO |IPOTUBOAEHCTBOBATL UM |HCUTPAIHM3ALMH; - IPUMEHSATH aHTHKOPPYIIINOHHBIC

BaTh UM B B HpO(l)CCCHOHaHbHOP'I CTaHAApPThI ITOBCACHUS IIPU OCYIICCTBIICHUU

HpO(i)GCCI/IOHaJII) NEATEIBbHOCTH HpO(l)eCCI/IOHaJII)HOf/'I JOCATEIIBHOCTU.

HOWU HABBIKHU: - HABBIKAMU IIOUCKA, aHAJIN3A U

JeSITEIbBHOCTH MCII0JIb30BAaHUsl HOPMAaTUBHBIX U PABOBBIX
JIOKYMEHTOB, HAaIIpaBJICHHBIX HA IPOTHUBOJICHCTBUE
KOPPYIIIKHU, B CBOEH ITpodeccuoHalibHOU cdepe; -
CHOCOOHOCTBIO 1aTh MPABOBYIO M 3THYECKYIO OLICHKY
CUTYalUsIM, CBSI3aHHBIM C KOPPYILIMOHHBIM
MOBE/IEHNEM, IPUMEHSATh aHTUKOPPYILIMOHHBIE MEPBI
IO BBISIBJIEHHBIM (paKTaM KOPPYNIIMOHHBIX
HapyILIECHUN.

Paznen 2. MECTO JUCHUIUIMHBI B CTPYKTYPE OITOIT

Jucnunianza otHocuTes K 00s3aTenbHoi yactu OITOIN.
JucnunnuHa sBIseTcs 00s53aTebHON

Jns  mpomomxkenus  (GopMHpOBaHUS — 3asABICHHBIX  KOMIIETEHIIMH  HEOOXOAMMBI  3HAHUS
npeamectByromux auctumuinH: [IpaBoseaenue (YK-11); rocymapcTBeHHOI UTOTOBOW aTTECTAIIMN
B ¢opme: [ToaroroBka K caue u caada rocyaapcrBenHoro sk3amena (YK-11)

N3yuaemass NUCHMIUIMHA SIBIASETCS OCHOBOM JUIsl TIPOJOJDKEHUS (OPMHUPOBAHUS YKa3aHHBIX
KOMIIETEHIMI B cienyromux auciuiuinHax: CyneOHas skoHoMuueckas skcreptuza (YK-11),
[IpoTuBOMEHCTBHE JIETATU3AMK TIPECTYMHBIX 10X0/10B B 3KoHOMEKE (YK-11); rocymapcTBeHHOM
UTOTOBOM aTTecTtanuu B ¢opme: [loaroroska k ciaye u caada rocyaapcTBeHHOro sk3amena (YK-
11)

Pazzen 3. OIIMCAHUE OBPA30BATEJILHBIX TEXHOJIOI' WA

Jns hopmupoBaHMs 3asiBIEHHBIX KOMIIETEHLUUN HCIONB3YIOTCS METOJ0JIOTUYECKUE TEXHOJOTHUH,
peanu3yrone JesATeIbHOCTHBIM, JIMYHOCTHO-OPUEHTUPOBAHHBIN, IPAKTUKO-OPUEHTUPOBAHHBIN
MOAXO/BI.

OCHOBHBIMHU CTPATETUYECKUMH TEXHOJIOTHAMM SIBIISIFOTCS: JICKLIMOHHBIE 3aHATHUSA, MPAKTHYECKHE
3aHATUS, IPOLEAYPHI CAMOOOYUEHUS



Ha gpoctumxeHne KOHKPETHBIX Iiefie OOydeHHs HampaBieHbl MPUMEHsSIEMble TaKTUYECKUe
TEXHOJIOTUH: case-study, Kiaccuueckas JICKIus

Paznen 4. COAEP’KAHUE JUCLMITIIMHDBI

4 cemecTp
N Komnuectso | @opmupyemslie
Buael 1 TeMbI 3aHATHH
JacoB KOMIICTEHIUU
Teopernyeckue 0CHOBBI TOCYIAPCTBEHHOI TaHHbI 44 VK-11
Jlexmust. OO1IHE MOOKEHHSI O TOCYIaPCTBEHHOM TaliHe 2
[Tpaktuueckoe 3ansaTue. [loHsTHE ¥ 3HAYCHUE TEPMHUHOB 4
rocyIapCTBEHHON TailHbI
Jlexnus. Cuctema 3alIUThI TOCYAAPCTBEHHOM TaliHe 2
[TpakTrueckoe 3aHsATHEe. AHANU3 CyIeOHON MPAKTHKHU IO 8
rocyIapCTBEHHON TailHe
Jlekuus. Jlonmyck K rocy1apCTBEHHOM TalHE 2
[TpakTrueckoe 3ansaTHEe. AHANU3 CyIeOHON MPAKTUKU IO 6
rocynapCTBEHHON TailHe
Jlexuus. [Ipekparnienue qomycka K TOCyJapCTBEHHOM TaliHe 2
3aaHus 111 CaMOCTOSITEIbHOM padOThI, B TOM YHMCJIE BHIMOJHEHUE
KP
BrlmotHeHME MPAKTHYECKOTO 3a1aHuUs 18
IIpaBoBoOEe o0ecnieueHne Pe;KMMA CEKPETHOCTH 64 YK-11
Jlexuus. [lonarue, 3HaUeHNE U PABOBOE PETYIUPOBAHHE PEXKUMA 2
CEKpPETHOCTH B topuctipyaeHnu. CBeIeHUs, COCTABIISIFOIITNE
TOCY/IapCTBEHHYIO TaliHY; MOHATHE, CYIIIHOCTh U 3HAYEHUE PEKIMa
CEKPETHOCTHU
Jlexnus. [Topsigok qomycka AOMKHOCTHBIX JTUI] M TPaXKIaH 4
Poccuiickoit @eaepanuu K rocygapCTBEHHOM TalHE.
O6mmue nonosxeHus U GopMBbI JOMYCKa K TOCYIapCTBEHHOU TaifHe.
Odopmiaerue u nepeodopMIIEHHE JOITYCKa
Jlexius. OCHOBHBIE TpaBUIIa BEIEHUSI CEKPETHOTO 2
JIeTIOTPON3BO/ICTBA.
[TpaBuiia BHIMOTHEHHS CEKPETHBIX padoT. OTBETCTBEHHOCTh
COTPYJIHMKOB 33 HapyIICHUE PEXKUMa CEKPETHOCTHU
[TpakTrdeckoe 3aHsTHEe. AHAU3 CyIeOHON MTPAKTHKH TIO 18
roCyIapCTBEHHOM TailHe
Jlextus. OTBETCTBEHHOCTH 3a HapyllleHHe 3aKoHo1aTenbcTBa PD B 2
00JIACTH TOCYIaPCTBEHHON TaliHbI
3amanus A CaMOCTOSITENIbHON pabOThI, B TOM YHKCIIE BHITIOJTHEHHE
KP
BrinonHeHnue mpakTUYecKoro 3a1aHus 36
MHast KoHTakTHas paboTa: 0

Paszen 5. METOJUYECKUE YKA3AHMS JUISI OBYUYAIOIIMXCSI IO OCBOEHUIO
JIACLIUTUIMHBI

W3yueHne OUCHMIUIMHBI PEKOMEHIYeTCsl HayaThb C O3HAKOMJICHHs C paboueil mporpaMmoii, ee
CTPYKTYPOH ¥ COACp)KaHUEM pa3AelioB. YUEOHBIM MaTepuall CTPYKTYPHPOBaH, W3yUYCHHE
JUCLUTUIAHEI OCYILIECTBIISETCS B TEMaTH4ECKON IIOCJIEJ0BATEIBLHOCTH.
3aHATHSA JTeKIMOHHOT0 THUIA JAI0T CUCTEMATU3UPOBAaHHbIE 3HAHMSI 110 IUCLUIUIMHE,



KOHIEHTPUPYIOT BHUMaHUE Ha HanboJjee CI0KHBIX M BaKHBIX Bompocax. Bo BpeMs JEKIIMOHHBIX
3aHITHIA PEKOMEHIYETCSI BECTH KOHCIICKTUPOBAaHUE yU4eOHOT0 MaTepuala; oopanar BHUMAHUE HA
(GOpPMYIUPOBKH M KATETOPHH, PACKPHIBAIOIINE CYTh MPOOJIEMbl, SBICHUS WJIH MPOIECCa;
3apuKCUpoBaThH BBIBO/IBI u MIPaKTHYECKHE pPEKOMEH1al1u.
[TonrotroBka K 3aHATHSIM CEMHHAPCKOr0 THIA BKJIIOYAaeT O3HAKOMJIGHHE C ILJIAHOM
IMMPAKTUYCCKOI'0 3aHATHA, pa60Ty C KOHCIICKTOM HCKHHﬁ, BBIIIOJITHEHUEC AOMAIIHCIO 3aJdaHusd,
paboty ¢ y4eOHOH W y4eOHO-METOIWYECKOW JIUTEepPaTypol, HAyYHBIMH H3AAHUSIMH U
JJIEKTPOHHBIMU 00pa30BaTENbHBIMU PECYypcaMH, PEKOMEHJIOBaHHBIMU paldouell mporpammoit
JUCIUTUIAHBIL.

CogepxaHue caMOCTOATEJNBHOH PadoThI ompezensercs paboyeil MporpaMMoil IUCHUIUIMHBI,
OLNCHOYHBIMU W MCTOAMYCCKUMH MaTCpUualaMH, 3aJaHHUAIMHU W YKa3aHUAMHU IIperiogaBaTCiisd.
CamocTtosTenpHass padoTa MOXKET OCYIIECTBISTHCS B ayJUTOPHOW M BHEAYIUTOPHOH (opmax.
O} PeKTUBHBIM CPEICTBOM OCYUIECTBICHUS CAaMOCTOSITENIbHOM pabOThl SBISETCS AJIEKTPOHHAS
nH(pOpMallMOHHO-00pa3oBaTeNnpHasl Ccpela YHUBEPCHUTETa, KOTopas oOecrneunmBaeT MAOCTYyN K
oOpa3zoBaTelbHOM  MporpamMmme, paboueid  mporpaMMe  JUCHMIUIMHBIL, K  DJIEKTPOHHBIM
OMOIMOTEYHBIM CHCTEMaM, IPOPECCHOHATBHBIM 0a3aM TaHHBIX U HHPOPMAIMOHHBIM CIIPABOYHBIM
cuctemaM. M3ydeHue QUCIHUIUIMHBI BKIIOYAET BHIMOIHEHHUE MTOATOTOBKY KOHTPOJIbHOM paboTHI.

[TeproaguaHOCTH TPOBEACHUS, (POPMBI TEKYIIETO KOHTPOJS YCIEBAEMOCTH, CUCTEMAa OI[CHUBAHUS
X0J1a OCBOEHUS UCLUIUIMH MPEACTaBICHBI B paboueil mporpamme.

DopMOH TPOMEKYTOUHOU ATTECTALUHU 10 JUCLIUIUIMHE SABIISETCS 3a4ET.

Paznen 6. MATEPUAJIBHO-TEXHUYECKOE n YYEBHO-METOANMYECKOE
OBECIIEYEHUME JUCHUITIMHbI

6.1. YueOHO-MeTOIMUECKOE 00ECIIEUEHNE

KonunuectBo
9K3EMILISIPOB MEYATHBIX
NoNe . W3IaHUH, UMCIOIINXCS B

Crucox UCOIb3yeMOH JIUTEePaTyphl
n/n OnoNIMoTeKe, Uin
AIIEKTPOHHBIN apec U3JaHUs
(pecypca) B cetu uTepHer

YYEGHBIE, YYEBHO-METOAMYECKHWE 1 HAYYHBIE U3JIAHWA

1. [IIpaBoBenenue [Tekcr] : [y4eO. mocoOWe I CTYACHTOB 96
BY30B 110 Hetopul. crieruansHocTsM / @. K. 3unnypoB u ap.] ;
noj pen. A. M. Aprembea, @. K. 3unnyposa. M.: OHUTU-
HAHA, 2010. - 254, [1] c. ISBN 978-5-238-01801-0.
OK3eMILISIPBI: Bcero 96.

2. |AspytuH, IOpuit Edppemonuu. I'ocynapcrBo u npaso [Tekcr] 23
: TEOpHUS W TpaKTUKa : [y4eO. mocodue aJisi CTYJCHTOB BY30B
no cnemquanbHocTH "FOpucnpynenmusa”" (030501) u nHayw.
cnenuaneHocT  12.00.01 "Teopuss m wmcropus mnpaBa H
rocyJapcTBa; UCTOpUS YYEHUH O MpaBe U rocynapcrse, uis
KypCaHTOB M CiymiaTesned oOpaszoBar. yupexaeruii MBJI
Poccun ropun. npoduis] / FO. E. ABpytun. 2-e u3z., nepepad.
u non. M.: 3akon u npaBofOHUTHU-ITAHA, 2009. - 503 c.
ISBN 978-5-238-01669-6. Dx3eMIUISIpLL: BCero 23.

3. |JlapuonoB, W. K. TI'ocymapctBo m mpaBo: 0€30MacHOCTb U
NPOTUBOJICHCTBIE Koppyniuu [DnekTpoHHbIH pecype| :|https://e.lanbook.com/book/3
Monorpadwus / Jlapuonor U. K. 3-e uzn. Mocksa: JlanmkoB u 30416

K, 2022. - 414 c. ISBN 978-5-394-05102-9.




OJIEKTPOHHBIE OGPA3OBATEJIBHBIE PECYPCDI

1.

Hayunas snektponnas 6uommoreka eLIBRARY.RU

http://elibrary.ru

2.

Hayunas snektponnas 6ubnuoreka «KubepiaeHuHKay

http://cyberleninka.ru

[MPO®ECCHUOHAIJIBHBIE FA3bI JAHHBIX 1 THO®OPMALIMOHHBLIE CIIPABOYHBIE

CUCTEMBbI
1. |CupaBouno-npaBoBas cucrema Koncynprant+ http://www.consultant.ru
2. |MudopmanmonHo-npaBoBoit noprai ['apant http://www.garant.ru

6.2. MatepuanbHO-TeXHUYECKas 6a3a v MporpaMMHOe o0ecrieueHue

NoNe | Aynutopuu aiis npose- | [lepeueHb OCHOBHOTO 000PY10BaHHS [Iporpammuoe
/Tl |AeHUS Y9eOHBIX 3aHSATHH, obecrnieueHne
CaMOCTOSITEeNIbHOI pabo-
THI ¥ TIPOBEJICHUS TOCY-
JApCTBEHHOM UTOTOBO
aTTeCTalluu
1. 325 (111) Komriekr yueoHoit mebenu (1) Microsoft Windows
Enterprise, CnpaBouHas
paBoBas cuctema
"Koncynprant  Ilmroc",
Microsoft Office

Standard, Arent Dr.Web,
Kommnekr T'APAHT-
Macrep, Microsoft
Access, Microsoft Visio
Professional,  Microsoft
Project Professional,
Microsoft Visual Studio
Enterprise, Kommekt 110
1A pemeHI/m OCHOBHBIX
I10JIb30BATCJIIbCKUX 3a1a4

Pasnen 7. ®OPMbI KOHTPOJISI OCBOEHUS AUCLMIUIMHBL ®OHJ OLEHOYHBLIX
CPEJICTB

KpI/ITepI/II/I OLICHUBAHUA MHAWUKATOPOB NOCTHIKCHUA KOMHGTGHHI/Iﬁ HaITpaBJICHEI HaA:

- YCBOGHHME TEOPETUYECKOTro MaTepuasia (00beM 3HaHUH, INTyOuHa YCBOEHUs), IPEAYCMOTPEHHOTO
paboueii mporpaMMmoii;
- YMEHHE u3JaraTh MaTepuan (Y4eTKOCTh, TPaMOTHOCTb H3JIOKEHHUS MaTrepualia, TOYHOCTh U
MOJTHOTA BOCITPOU3BEICHUS YIeOHOTO MaTepHraa);
- YMEHHE MPUMEHATh TEOPETUUECKUE 3HAHUS MPU PEUICHUH MPAKTUISCKUX 3aJaHUM.
IIIxana OIICHUBAHMIA MMPEACTABIICHA HUXKCE.

YpoBeHb
c(hOpMUPOBAHHOCTH [xana
Kpurepuu onienuBanus
3JIEMEHTOB OIICHUBAHUS
KOMIIETEHIINHT
[Toporosbiii OOyuaromuiicsi HWMeeT 3HaHHS OCHOBHOTO MaTepuana,|3adTeHo
YPOBCHB NpoABJIACT YMCHUC JIOTUYHO C€ro wuisjiaraTb, HO MOKCT
JOMyCKaTh ~ HETOYHOCTM B H3JIOKEHMH  MarTepuana,
HE/I0CTaTOYHO MPaBUIIbHBIE (HOPMYITUPOBKH, UCIIBITHIBAET



|3any,HHeHI/I$I B BBLIIIOJTHCHUH MMPAKTUYCCKUX Sa,Z[aHI/If/'I

7.1. Tekyluii KOHTPOJIb YCIIEBAEMOCTH

Texkymmii KOHTPOJb YCIIEBAEMOCTH OOECIEYMBAET OLEHHBAHWE XOJa OCBOCHHUS JMCHUIUIMHBI
(MOmyJIsl) U IPOU3BOJUTCS C IPUMEHEHUEM TEXHOJOTUU PEUTUHIOBOIO KOHTPOJIS B COOTBETCTBUU
C TEXHOJIOTMYECKOW KapTOW AUCHUIUIMHBL. [lOpsAAoK CcOCTaBI€HUS TEXHOJIOTMYECKOW KapThl U
QITOPUTM  TPOBEACHHS] MPOLEAYpPhl OLICHUBAHHS BHUAOB JACSITEIBHOCTH  OOydaroluxcs,
HANpaBJICHHBIX HAa OCBOCHHME 3HAHWH, yYMEHHWH, HAaBBHIKOB ¥/ WM OINbITa JAEATEILHOCTH, IO
HaKOIMUTEJILHON cHcTeMe B Oajuiax ycTaHaBiMBaeTcs mosioxkeHueM o cucreme PUTM B ®I'BOY
BO «{II'TY»

7.2. IlpoMexxyTouHast aTTeCTaIs 00yJaronuXCst
[IpomexyTouHast arrecTausi o0ydJaronuXcsl HAlIpaBJICHA HA OICHUBAHUE PE3YyJIbTaTOB OOYYCHHUS
M0 TUCIUILIMHE (MOYJII0) M IPOBOJUTCS C UCIONIb30BaHUEM (DOHIOB OLIEHOYHBIX CPEJICTB.

[lpumepsl THIOBBIX KOHTPOJBHBIX 3aJaHMid u3 0a3pl (OHOA OIEGHOYHBIX CPEACTB II0
00pa30BaTeNIbHON MporpamMmme.

1. McTopus pasBuUTUA OTeYECTBEHHOTO AeN10NPOM3BOACTBA.
2. NoHATUE «AOKYMeHT». FOpuamndyeckas cnna AOKYMeHTa.
3. MoHATUE «PEKBU3UT LOKYMEHTA», COCTAaB PEKBU3UTOB.

4. MpaBuna opopmneHUs PeKBU3UTOB (rocyaapCcTBeHHbIN repb PP, HasBaHMe opra-HM3al MK, CNPaBoYHble
OaHHble 06 opraHM3aumm).

5. MpaBunna opopmMmaeHna PeKBM3UTOB (AaTa AOKYMEHTa, afpecaT, rpud yTBep K ae-HUA AOKYMEHTa).

6. MNpaBuna odopmMNeHMS PEKBU3MTOB (Noanucb, OTMETKa 06 WUCMOAHWTENE, OTMETKA O Haauyuu
NPUNOKEHUA).

7. NpaBuna opopmMaeHUsA PEKBM3UTOB (pe30oLUna, OTMETKA O 3aBEPEHMM KOMUKU, OTMETKa 06 MCMONHEHUN
OOKYMEHTa U HanpaB/ieHWM ero B A4eo).

8. Buabl cnyXebHbiX AOKYMEHTOB, MCMO/b3YIOWMNXCA B AesaTenbHocTU opraHos YWC.

9. TloHATME «NPOTOKO/I» W OCOBEHHOCTM ero noarotoBkM u odopmnerua. 10.MoHATME «aKT» U
0CO6EHHOCTM ero NoAroToBKM U 0GOPMAEHUA.

11 .MoHATUA «NAaH», «PanopT» U 0COBEHHOCTU X NOAFOTOBKU U 0OPOpPMAEHMA.
12. MoHATHE «A0KYMEHTOObOopOoTa» N NpobaeMbl €ro COBEPLLUEHCTBOBAHMA.
13.0praHusauma 40CTaBKN OKYMEHTOB.

14.MpaBnna 06paboTKM NOCTYNMBLIEN AOKYMEHTALMMN.

15. MNpaBuna 06paboTKM OTNPaBAAEMbIX JOKYMEHTOB.

16. MNopAaAoK NPOXOXKAEHUA BHYTPEHHUX AOKYMEHTOB.

17. KOHTpOAb CNONHEHMA 4OKYMEHTOB B topucnpygeHuum n 8 YUC.

18. CpOKM NCMONHEHMA [OKYMEHTOB.

19. Perncrpauma 4OKYMEHTOB, ee BUAbl.

20.Mepenaya 31EKTPOHHOIO CO0bLLEHMA.



21. dakCcMMUAbHAA CBA3b.

22. MNpuem n obpaboTKa TenepoHorpamm.

23. MNpuem 1 06paboTKa TeneTainorpamm.

24. OpraHu3auma AeAaTeNbHOCTU MALWMHOMMUCHOTO Btopo.

25. MoHATHe «geno», npasuna ero GOpMMpPOBaHMSA.

26. Mpasuaa opopmaeHua gena.

27. MNpaBnaa NoAroTOBKU M 0GOPMIEHNA HOPMATUBHbIX NPaBOBbIX aKTOB (06LWMe NOHATHA).

28. MNoHATUE «rocyAapcTBeHHan TaiHa». MepeyeHb CBEAEHWI, COCTaBAALWMX rOCYAaPCTBEHHYIO TaliHy B
06/1acT oNepaTMBHO-PO3bICKHOW AEATENbHOCTH.

29. MpUHUMNbI OTHECEHUA CBeAEHUI K roCyAapCTBEHHOM TaliHe.

30. CBegeHUsA, He NoafexKallme OTHECEHUIO K FOCYAapCTBEHHOM TaliHe.

06p03eu npumMmepHo20 cocmaesieHUA mecma meKyuw,e2co KOHmpo-as

Tecm 0. [lesionpou3zeo0cmaeo U pexcum cekpemHocmu

lopoezoselli yposeHb

1.1lo0KymeHTO060pPOT — ABUKEHME AOKYMEHTOB B OPraHM3aLmum C MOMEHTa UX Co3gaHuA [0:
1. nepefayn Ha UCNONHEHME

2 NoALWMBKN B AeN0

3. 3aBepLUEHNA UCMOJIHEHWUA U OTNPABKU

2. [loN}KHA 1N UHCTPYKLMA NO A4,e10NpPoU3BOACTBY OPraHU3aLMmU YCTaHOBUTb TEXHONOTUIO BCEX
AeN0NPOU3BOACTBEHHbIX ONepaLMii, BbINOAHAEMbIX B OpraHM3aumumn?

1. pa 2. HeTt

3. Kem ycTaHaBAMBalOTCA MHAMBUAYA/IbHbIE CPOKU UCMONIHEHUA AOKYMEHTOB?
1. pyKoBOAUTENIEM CTPYKTYPHOrO NoapasaeneHusn, rae UCNoaHAeTCa AOKYMEHT
2. KaHuenapuen

3. pykoBoguTenem opraHmsaumm

4. Kakue ¢popmbl perncrpaumm gokymeHTos B Poccumn?

1. XypHanbHaA

.2. KapTo4Han

3. aBTOMaTU3UpPOBaHHaA

4. BCe BbllenepeyncneHHble

5. Mpu pernctpaumm KakKMX AOKYMEHTOB BMecTe € NOPAAKOBbIM perucTpayMuoHHbIM HOMEPOM
npocrtaBnaeTca Homep Aesa, B KOTOPOM XpPaHUTCA KOonNuAa p,ouymeH'ra?



1. npuKasbl

2. NPOTOKO/Ibl

3. aKTbl

4. nnucoma

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

2. AOKNaaHble 3aMUcKu

3. NPUKa3bl N0 OCHOBHOW AeATeNbHOCTH

4. NpuKasbl N0 AMYHOMY COCTaABY,

5. cnpasku

7. Npun perucTpauymm Kakoro AOKYMEHTA AaTy PerucTpauum ykasbiBaloT He B AieHb ero nognucaHua?
1. npukas

2. NpoOTOKOAN

3. peweHune

4. nocTtaHoB/AEeHMEe

8. Ecnv JOKYMeHT oTnpaBaseTca B 4Ba agpeca no noyte, To CKOJIbKO HE06X04MMO NOArOTOBUTL
3K3eMNAAPOB 3TOro A,0KYyMeHTa?

1. yeTbipe

2. ABa

3. Tpu

9. Kakue moryt 6bITb HOMeHKAaTypbl gen?

1. KOHKpeTHanA

2. npumepHas

3. TMnoBasA

4. BCe BblleNnepeyncieHHble

10. B HomeHKAnaType gen A0KYMeHTbl CUCTEMATU3UPYIOTCA:
1. no BMAAM AOKYMEHTOB

2. NO coaeprKaHuto

3. N0 CpOKaM XpaHeHUsA

4. BCe BblWENepeyYnceHHble

11. Kto moxKeT paboTaTb C AOKYMEHTAMU, UMEIOLMMU KOMMEPUECKYIO TaliHY?
1. ToNbKO pyKoBOAMTEND

2. BCe pabOTHUKM OpraHn3aumnm



3. pyKoBOAMTENN CTPYKTYPHbIX NOAPa3Ae/eHNI, OpraHmM3auni

4. pabOTHUKMK, onpeaeneHHble PyKOBOAUTENEM

12. PeKBU3UT AOKYMEHTA — 3TO:

1. ero otAenbHbIN 31eMEHT

.2. 4acTb cnyxebHoro nnucoma

.3. dupmeHHbI braHK

13. Yo saBnAeTca aaroit npotoKkona?

1. paTa nognNucaHnAa NPOTOKoa

2. faTa 3acepaHun

3. paTa pernctpauum NnpoTokoaa

14. B pekBusute «Aapecat» MHULUANDI CTABAT:

1. nepen damunnein agpecaTa

2. nocne damuanmn agpecaTa

15. C KaKoii uenblo Ha cnyXKebHOM Nucbme yKasbiBaloT pamuauio u tenedpoH ucnonHurens?
1. ona onepaTtMBHOM CBA3M C UCMIONHUTENIEM

2. ANA NPUAAHUA LOKYMEHTY HOPUANYECKOM CUbl

16. Kem noanucbiBaloTcAa AOKYMEHTbI, COCTaBAAEMble KOMUCCUErn?

1. pykoBoautenem opraHmsalmm

2. npepcepatenem

3. npeacefatenem u YneHamm KOMUCCUM

4. npeacefaTenem 1 CeKpeTapem

17. Ona poKymeHTa, NOAJIMHHUK KOTOPOro OCTAaeTCA B OpraHM3aLlmu, BU3bl NPOCTaBAAIOTCA:
1. HMXKe NoANUCK PYKOBOAMUTENA, MOAMNUCABLUETO AOKYMEHT

2. B HMXKHEW YacTi 060pPOTHOM CTOPOHbI NOCAEAHErO IUCTA NOA/NMHHMKA AOKYMEHTA

3. Ha NepBOM INCTE JOKYMEHTA Ha ero 060POTHOWM CTOPOHE

18. ina AOKyMeHTa, NOAJIMHHUK KOTOPOro OTNpPaB/AAEeTCA U3 OpraHu3auum, BU3bl NPOCTaBAAIOTCA:
1. B HUMKHEM YacTW INLEBOM CTOPOHbI NOC/EAHEro IMCTA KOMUU AOKYMEHTA, HAaX0AALLENCA B OpraHn3aumm

2. B HUXKHEN YacTu O6Op0THOl7I CTOPOHbI NOCnegHero INCTta KON OOKYMEHTa, HaXOAHLLI,el\;ICFI B
OopraHunsauunun

3. Ha NepBOM INCTe 0HOPOTHOM CTOPOHbI AOKYMEHTA
19. NoHaTtue «JenonponsBoacTBO» — 3TO:
1. cuctema XxpaHeHuA OKYMEHTOB

2. cocTaB/eHue AOOKYMEHTOB



3. LOKYMEHTMPOBAHMNE M.0praHn3aumns paboTbl C LOKYMEHTaMU
20. C nomoLublo KaKoro peksusnta opopmanerca BHELLHEE COrnacoBaHue 4OKyMeHTa?
1. BU3bI, COrIacoBaHuUs

2. rpuda cornacoBaHms

[TepeueHs BOMPOCOB i MTPOBEICHUS TIPOMEKYTOUHON aTTeCTalluU
1. VicTopua pas3BuTHUA OTeYeCTBEHHOTO 4e/10MPOMU3BOACTBA.

2. NoHATMe «4OKYMeHT». Opuamyeckan cmaa OKyMeHTa.
3. MNoHATME «PEKBU3UT AOKYMEHTa», COCTaB PEKBU3UTOB.

4. Mpasuna opopmMIeHNa PEKBU3UTOB (rocyAapCTBEHHbIN repb PO, HasBaHWe opra-HM3aumK, CnpaBoyHble
OaHHble 06 opraHM3aumm).

5. MpaBuna opopmneHns pekBU3UTOB (AaTa AOKYMEHTa, agpecaT, rpud yTeepKae-Hus SOKyMeHTa).

6. MNpaBuna odopmMNeHMs PEKBU3MTOB (Nognucb, OTMETKa 06 WCMONHWTENE, OTMETKA O Haauyuu
NPUAOXKEHUR).

7. Mpasrna obopMNEHNA PEKBU3UTOB (Pe30/10LMA, OTMETKA O 3aBePeHUmM KONumn, oTMeTKa 06 MCNoNHEHUN
OOKYMEHTa 1 HanpaB/JIeHMM ero B Aefo).

8. Buabl CcnyxebHbIX AOKYMEHTOB, WCMO/b3ylOLWMXCA B AeATenbHocTu opraHos YUC.

9. TloHATME «NPOTOKON» U OCOBEHHOCTM ero noArotoBkn U odopmaenusa. 10.MOHATME «aKT» U
0COBEHHOCTM €ro NoAroTOBKM M 0bOPMIEHMS.

11 .MoHATMA «MNAAH», «PaANoOPT» U OCOBEHHOCTU UX NOATOTOBKMU U 0GOPMIEHMUS.
12. NoHATMe «aoKyMeHToobopoTa» M NPobaeMbl €ro COBEPLLUEHCTBOBAHUA.
13.0praHmsauma A0CTaBKM OKYMEHTOB.

14.MpaBuna 06paboTKM NOCTYNMBLUENA LOKYMEHTALMN.

15. Mpasurna 06paboTKM OTNPABAAEMbIX LOKYMEHTOB.

16. NopAagoK NPOXoXKAEHUA BHYTPEHHUX OKYMEHTOB.

17. KOHTPOAb NCNONHEHNA AOKYMEHTOB B topucnpyaeHumn un 8 YUC.

18. CpOoKM NCNONHEHMA AOKYMEHTOB.

19. Pernctpauna 4OKYMEHTOB, ee BUAbI.

20.Mepefaya 31EKTPOHHOIO CO0bLLEHMA.

21. ®akcMMunbHan CBA3b.

22. Mpuem n 0bpaboTka TenepoHorpamm.

23. MNpuem 1 06paboTKa TeneTanorpamm.

24. OpraHu3auma AeATeIbHOCTU MALLMHOMMUCHOrO 6topo.

25. MNoHAaTHe «aeno», npasuna ero GopMmMpoBaHMA.



26. MpaBuaa opopmaeHua gena.
27. MNpaBnaa NoAroToBKM M 0GOPMIEHNA HOPMATUBHbIX NMPaBOBbIX aKTOB (06LWMe NOHATHA).

28. MNoHATUE «rocyaapcTBeHHan TaHa». MNepeyeHb CBeAEHMI, COCTaBAALLMX rOCYAaPCTBEHHYIO TaliHy B
06/1aCcTV ONepaTMBHO-PO3bICKHOW AEATENbHOCTH.

29. MpUHUMMbI OTHECEHWUA CBEAEHUN K FTOCYAaPCTBEHHOM TaliHe.

30. CBegeHuA, He NoasiesKalle OTHECEHUIO K rocy4apCTBEHHOM TalHe.



