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POCCHHMCKOU OENEPALIN
&
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PABOYAS TIPOT'PAMMA JUCHHUIIJIMHBI (MOY JIA)

JIEJIOITPOH3BOACTBO MYHHUITHITATBHBIX YIPEKJEHUH

HarpagiieHue noAroToBKH (CHenuaibHOCTh)
46.03.02 JOKYMEHTOBEJIEHUE U APXVBOBEJIEHUE

HarnpasieHHOCTH (Ipo(uIIb/crielaau3ans) mporpamMMbl
JIOKYMEHTOBE/IEHHE U JIOKyMEHTAlHOHHOE 00ecIieYeHHE yIpaBIIeH s

Vposens Beicirero o6pazoBanus - 6akaraBpuar
[TporpaMmMa MoAroTOBKH - aKaJIeMHYECKHUi OakaraBpyar

®dopma 00yueHus
OYHas

Mucruryr/ paxynsrer  MHCTHTYT ryMaHHTapHOTO obpazoBaHusl

Kadenpa [lenarorudeckoro 06pa3oBaHus U JIOKYMEHTOBEICHHU
Kype B
Cemectp 8
MarsnuToropck
2020 rox

Pabouas nporpamma cocraniena Ha ocHope @I'OC BO no nampaBiieHuUIo
40.03.02 JOKYMEHTOBEJIEHUE U APXWUBOBEJIEHUE (ypoBens 6akanaBpu
Munobpuayku Poccun ot 06.03.2015 . Ne 176)



Pabouas nporpamma coctasiena Ha ochoe G@I'OC BO no HanpapiaeHHIO MOAFOTOBKH
40.05.02 JJOKYMEHTOBEJIEHUE U APXUBOBEJIEHUE (ypoBens GakanaBpuara) (npvkas
MunobGpuaykn Poccun ot 06.03.2015 r. Ne 176)

PaGouas  mporpamMma  paccMoTpeHa M ogo0OpeHa Ha 3acelaHHH  Kadenpsl
[lesarornyeckoro o6pa3oBaHus ¥ JIOKYMEHTOBEICHHS

30.01.2020, mpoToxon Ne 5 (b
3as. kadempoii L 7 C.C. Benukanosa

Pabouast nporpamma o100peHa MeToIH4ecKon Kowﬁ "
11.02.2020 r. mpoToxon Ne 5

|
[Tpencenarens y . T.E. Abpam3on

Pabouas nporpamma coctasieHa: M

sonent kadeapet [TOu/1, kana. Gpunosn. Hayk > C.JI. Anapeesa

Peliensent: /§

Cr. apxusuct [TAO "MMK" , ">{ C.A. Beno6oponosa
/




JIner akryaauszanuu padoueil mporpaMmbl

Pabouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogodpena st peanmszanuu B 2021 - 2022
y4eOHOM roy Ha 3aceqanuu kageapsl Ileqarornueckoro o0pa3oBaHus U JOKYMEHTOBEICHHUS

[Ipotokom ot 20 r. Ne

3aB. kadeapoii C.C. Bennkanosa

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u o100peHa s peanuzamnuu B 2022 - 2023
yueOHOM roay Ha 3aceqanuu kageapsl Ilemarormueckoro o0pa3oBaHUs U JOKYMEHTOBEICHUS

IIporokomor 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nporpamma nepecmMotpena, o0cyxaeHa u ogoopena s peanuzauuu B 2023 - 2024
yueOHOM roy Ha 3aceqanuu kadeapsr Ilemarormueckoro o0pa3oBaHUs U JOKYMEHTOBEICHHS

[Iporokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nmporpamma nepecMoTpeHa, o0cyxaeHa u ogodpena st peanmsanuu B 2024 - 2025
y4eOHOM roy Ha 3acenanuu kadeapel [lemarormueckoro o0Opa3oBaHUs U JOKYMEHTOBEICHHS

IIporokomor 20 . Ne
3aB. kadenpoit C.C. BenukanoBa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

2 MecTo THCHHUIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30oBaTe/IbHOI MporpaMMal

Jucuunnuza J{enonpon3BoCTBO MyHULIMIAIBHBIX YUPEKICHUN BXOIUT B BAPUATUBHYIO
4acTh y4eOHOTO I1aHa 00pa30BaTENbHOM MPOTPAMMBI.

Jiga  u3ydeHus  AMCUMIUIMHBI  HEOOXOAMMBI  3HAHUS  (YMEHHMs,  BJaJCHUsA),
cOpMHUPOBAHHBIC B PE3Y/IbTATE U3YUCHHSI JUCIUTUTUH/ IPAKTUK:

ApPXUBBI 10 TUYHOMY COCTaBY

J1enonpoun3BoACTBO KOMMEPUYECKUX IIPEANIPUATHN

Kondunenmnuansnoe 1en10npon3BoACTBO

Opranu3anys 1 TEXHOJIOTUS TOKYMEHTAIMOHHOTO 00ECTICYECHHUs YIIPABICHUS

IlepconasibHBIE TaHHBIE U UX JOKYMEHTUPOBAHUE

[IpakTuUKyM MO COCTABIEHUIO U OPOPMIICHHUIO CITYKEOHBIX TOKYMEHTOB

[Tpon3BoaCTBEHHAS - TPAKTUKA MO MOJYYCHHUIO MPOPECCHOHATBHBIX YMEHHHA M OIIBITA
pohecCuoHaNBHOM AeSITeIbHOCTH

NudopmannonHoe obecrieueHue ynpaBaeHUs

Kanposoe nenornpounsBoactso

JlokyMeHTaIMoHHOE 00ecleYeHne aIMUHUCTPATUBHBIX OTHOIIEHUH B PD

JlokyMeHTaIMoHHOe 00ecredeHne rpakJaHCKUX OTHOIIeHHi B PD

JIoKyMeHTallMOHHOE 00€ecIIedeHEe TPYIOBbIX OTHOLLIEHUH B PO

MopenupoBaHue CUCTEM JOKYMEHTAMU OpraHU3aluu

OCHOBBI CEKpETapCKOro 00CTy>KUBaHUS

JlokyMeHTOBEICHHE

YyeOHass - TpakTHKa IO TMOJIYYSHHIO TEPBUYHBIX MPO(EeCCHOHANBHBIX YMEHUN H
HaBBIKOB, B TOM WYHCJIE€ I[IEPBUYHBIX YMEHHH M HAaBBIKOB HAay4HO-HCCIEN0BATEIbCKOU
JEATEIIbHOCTH

CoBpeMeHHast opraHu3alus rocyJapcTBEHHbIX yupexaenuit Poccun

JlokymeHTaIrmoHHO€E 00ecreueHre rocy1apCTBEHHOro ycTpoiicTBa B PO

OCHOBBI TOKyMEHTOBEACHUS

VYpaBneHue 4ea0Be4eCKUMHU pecypcamu

3HaHus (YMEHUs, BaJIeHus), MOJTYYeHHbIE IPU U3yYEHUHN JaHHOW AUCLUILIMHBI OyayT
HEOOXOUMBI IJIS1 U3YUCHUS] AUCIUILITNH/TIPAKTHK:

l'ocynapcTBeHHbBIE, MyHUIUITAIBHBIE U BETOMCTBEHHBIE APXUBBI

JIOKyMEHTallMOHHOE ~ OOecleyeHre yYNpaBiICHUS Ha NPEINpUITHIX  Pa3IuYHbIX
OpTraHU3aIMOHHO-TIPABOBBIX POpM

JIOKYMEHTBI ¥ JOKYMEHTOOOO0POT B OyXTaJITepCKOM yUeTe

MexayHapoaHbIE CTAHIAPTHI YIIPABICHUS JOKYMEHTAMHU

[ToaroToBka K 3aIIMTe U 3aIUTA BBITYCKHOMN KBAIM(DUKAIIMOHHOMW PabOThHI

[ToaroroBka k caade u cadya rocy1apCTBEHHOTO HK3aMEHa

[IpousBoacTBEHHAs — MPEAAUIIIIOMHAS ITPAKTUKA

3 KomnereHuunu ody4yaroiierocsi, popMupyemMbie B pe3yabTaTe 0CBOEHUsI

AUCHMIUIMHBI (MOAYJIS) U IVIAHUPYEMbIe Pe3yJibTaThl 00y4YeHUs

B pesynbrare ocBoeHUs TUCHUIUIAHBI (MOIYIs) «JleIonmpon3BOACTBO MYHUITUTIATBHBIX
YUpEXKIEHU» 00yJaOUTUICs TOIKEeH 001a1aTh CIEAYIONTIMHI KOMITETEHIUSIMHU:

CtpyKTypHBII [Tnanupyemsble pe3ynbTaThl 00ydeHUs
JJIEMEHT
KOMIIETCHIIUU




OIIK-3

BlIaZicHHUEeM 0a30BbIMU 3HAHUSIMHM CHCTEM OPIaHOB I'OCYIapCTBEHHON U

MYHHULUIIAJIbHOMN BIACTH

3HaTh

- crienu UKy OpraHoB TrOCYIapCTBEHHON BJIACTHU KaK CyObEKTOB
IPAXKJAHCKUX [IPABOOTHOLIECHUN

- crietu(UKy OpraHoB MYHUIIUIIAJIbHON BIACTH KaK CyObEKTOB
IPAXKJAHCKUX [IPAaBOOTHOLIECHUN

- CUCTEMY OPraHOB I'OCYJIapCTBEHHON U MyHULIMTIATILHOM Bi1acTh B PD;

- IPaBOBOE PETYJINPOBAHNE OPraHU3aLMU CUCTEMBI FOCYAAPCTBEHHOM
BJIACTH Ha (eJIepaIbHOM U PETHOHATILHOM (CyOBhekTOB PD) ypoBHsX, OC-
HOBBI MECTHOT'O CaMOYIIPaBJICHHUS

- TEOPETUYECKHE U NCTOPUUYECKIE OCHOBBI COBPEMEHHOM CHCTEMBI OpPraHOB
rOCyJIapCTBEHHOW U MYHUIMITAJIbHOW BJIACTH

YmMmern

- TOJIKOBATh I'PAXKTAHCKO-TIPABOBBIE HOPMBI, TIOCBSIIICHHBIC CUCTEME
OpPraHoOB TOCY/IapCTBEHHOW U MYHUIIUTIATHHON BIACTH

- CAMOCTOSATENBHO OCYIIECTBIISTh: MMOUCK, aHATIN3, CHCTEMAaTH3AIIIO
Ipa)<IaHCKO-TIPaBOBOI HH(pOPMAINH B cpepe CUCTEMbI TOCYJapCTBEHHOM
BJIACTHU Ha (eJIepalIbHOM U PETHOHATEHOM (CyOBheKkTOB PD) ypoBHSX,
OCHOBBI MECTHOTO CAMOYTIPABJICHHUS

- aHAJIM3UPOBATh TPAXKITAHCKO-TIPABOBBIE HOPMBI BO B3aUMOOTHOIIICHUSX C
(benepanbHBIMU U perHoHANTbHBIMU (CyObekTOB PD) opranamu
TOCY/IapCTBEHHOW BJIACTH U MECTHOTO CaMOYITPABJICHHUS

Bnaners

- BO3MOXXHOCTBIO MEXAUCIUILTUHAPHOTO MPUMEHEHUS TPakIaHCKO-
IIPaBOBBIX OCHOB B c(pepe CUCTEMbI TOCYAapCTBEHHOM BJIACTH HA
(benepanbHOM U peruoHaIbHOM (CyObekTOB PD) ypoBHSIX, OCHOBBI
MECTHOTO CaMOYIIPaBJICHHUS;

- Ipo(heCCHOHAIBHBIM SI3bIKOM B cpepe OpraHu3aluy CUCTEMbI
roCyJapCTBEHHOM BJIACTH HA (PeiepaIbHOM M PETHOHAIBHOM (CyOBEKTOB
P®) ypoBHSX, OCHOBBI MECTHOTO CaMOYIPABJICHHUS;

- HaBbIKaMU pabOThl C UCTOYHUKAMHU T'OCYIapCTBEHHOTO M MyHHUIIMITAJIEHOTO
npaBa

- HaBbIKaMH aHAJIM3a Pa3JINYHbIX [IPABOBbIX SIBICHUMN, IOPUANYECKUX
(akTOB, MPABOBBIX HOPM M ITPABOBBIX OTHOLIEHUH B chepe OpraHnu3auu
CU-CTEMbI TOCYAapCTBEHHOM BIIaCTH Ha (peIepaJTbHOM U PETMOHATILHOM
(cyonexToB P®) ypoBHsIX, OCHOBBI MECTHOT'O CAMOYITPABIICHMS,
SIBJIIOIINXCS] 00bEKTaMH MPOPECCUOHANBHOMN 1E€ATEIbHOCTH; aHAIN3a
MIPaBONIPUMEHUTENBHON U TPABOOXPAHUTENIBHOM PAKTUKH; pa3peIeHuUs
MIPaBOBBIX MPOOJIEM U KOJUIU3HUM B 00JIaCTH rOCYAapCTBEHHOTO U
MYHMIMIIAJILHOTO ITpaBa

- croco0amMy COBEPILIEHCTBOBAaHUS PO(eCCUOHATIbHBIX 3HAHUM U YMEHUH
IyTeM HCII0JIb30BaHMsI BO3MOKHOCTEH HH(OPMAIIMOHHOMN Cpeibl

[TK-6 ciocoGHOCThIO aHATU3UPOBATh CUTYAIIMIO HA PhIHKE WH(GOPMAIIMOHHBIX TPOJIYKTOB U
YCIIYT, 1aBaTh SKCIIEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMaM JIEKTPOHHOTO JJOKYMEHTO000pOoTa
Y BEICHUS JIEKTPOHHOTO apX1Ba

3HaTh OIIpEJIETICHUS IIPOLIECCOB AHAIM3UPOBATH CUTYAL[UIO HA PBIHKE
MH(OPMALIMOHHBIX MPOTYKTOB U YCIYT
YMerb KOPPEKTHO BBIPaXKaTh U apIyMEHTUPOBAHHO 00OCHOBBIBATH MOJIOKEHUS

CIOCOOHOCTH aHATM3UPOBATH CUTYAIMIO HA PhIHKE NH(OPMAIIMOHHBIX
MPOAYKTOB U YCIIYT, 1aBaTh 3KCIEPTHYIO OLIEHKY COBPEMEHHBIM CUCTEMaM
AIEKTPOHHOTO JJOKYMEHTOO0OPOTa U BEACHHUSI SJIEKTPOHHOTO apXUBa




Bnanets

crioco0amMM COBEPILIEHCTBOBAHUS NPO(ECCHOHAIBHBIX 3HAHUN M YMEHUIN
MyTeM HCIOJIb30BaHMsI BO3MOXKHOCTEH HH(POPMAIIMOHHOMN CpeJibl U
aHaJIM3€ CUTYallMu Ha PbIHKE HH(OPMAIIMOHHBIX IPOAYKTOB U YCIIYT, 1a4H
JKCIIEPTHOM OLICHKU COBPEMEHHBIM CUCTEMAM 3JIEKTPOHHOI'O
JOKYMEHTO000POTa U BEAECHUS 3JIEKTPOHHOTO apXUBa.

ITK-20 cmocoOHOCTBIO HCIIOIL30BaTh IIpaBuJia OpraHru3ali BCCX O3TAIIOB pa6OTBI C
JOKYMCHTAaMH, B TOM YUCJIC apXUBHBIMU JOKYMCHTaAMH

3HaThL OIIPCACIICHUA ITPOLCCCOB OpraHn3alii BCCX OTAIIOB paGOTH C
JOKYMCHTAMH, B TOM YUCJIC ApXUBHBIMU NJOKYMCHTAMU,

YMeTh HpHOGpeTaTB 3HAHHS B 00JIACTH UCIIOIb30BaHUS IpaBUJI OpraHru3al BCCX
JTaIlIOB pa6OTBI C JOKYMCHTaMH, B TOM 4YHCJIC apXUBHBIMU JOKYMCHTaMU,

Bnanets OCHOBHBIMU MCTOJaMU PCIICHUS 3a1a4 B 00J1aCTH UCIIOJIb30BaHUs IIpaBUjI

OopraHnu3alnr BCCX OTAIIOB pa6OTI)I C IOKYMCHTaMu, B TOM 4YHCJIC
APXUBHBIMH JOKYMCHTAMU;

[TK-26 BnajeHrneM HaBbIKaMHU 00pabOTKH TOKYMEHTOB Ha BCEX ATAmax JOKyMEHTO000poTa,
CHCTEMaTH3aIiH, COCTABIICHUS] HOMEHKJIATYPBI JeJ

3HaTh OIIpeJIeJIEHUs POoLecCOB 00pabOTKU JOKYMEHTOB Ha BCEX Tarax
JTOKyMEHTO000pOTa, CHCTEMATH3aIMH, COCTABICHHSI HOMEHKJIATYPHI JIETT;

VYMeTb KOPPEKTHO BBIPAXATh M apI'yMEHTHPOBAHHO OOOCHOBBIBATH ITOJIOKEHHUS
00pabOTKM JOKYMEHTOB Ha BCEX 3Tamax JOKYMEHTO000poTa,
CHCTeMaTH3alluH, COCTABJICHUS! HOMEHKIIATYpPbI Je;

Brnanets OCHOBHBIMH METOJIaMU PELIeHUs 3ajad B 00J1acTh 00pabOTKH JOKYMEHTOB

Ha BCEX JTamax I{OKYMGHTOO60pOTa, CHUCTEMAaTU3alm, COCTaBJIICHHUA
HOMCHKIJIaTYpbI OCJI.

JIIK-1 crioco6HOCTRIO pa3pabaThIBaTh MAaKETHI JIOKATbHBIX HOPMATUBHBIX aKTOB U
HOPMAaTHBHO-METOMUECKUX JOKYMEHTOB [0 HMH(OPMAIIMOHHO-10KYMEHTAlIHOHHOMY
00€ecrevYeHNI0 YIIPaBIEHUS U apXUBHOMY XPaHEHHIO TOKYMEHTOB

3HaTh

olpeziesieHus IPOLECCOB Pa3pabOTKU MaKETOB JIOKAIbHBIX HOPMaTHUBHBIX
aKTOB U HOPMATUBHO-METOAMYECKUX JOKYMEHTOB [0 HH(pOPMAIMOHHO-
JIOKYMEHTAIlMOHHOMY 00€CIIEUeHHIO YIIPABJICHUS U apXUBHOMY XPaHEHUIO
JOKYMEHTOB

YmMmern

npuoOpeTaTh 3HaHUA B 00JIACTH CIIOCOOHOCTHU pa3pabaThIBaTh MAKETHI
JIOKaJIbHBIX HOPMATUBHBIX aKTOB U HOPMaTUBHO-METOIMYECKUX
JOKYMEHTOB 110 MH(OPMAIIMOHHO-A0KYMEHTAIIHOHHOMY 00€CIIeYeHHIO
YIpaBJI€HUS U apXUBHOMY XPaHEHHIO JOKYMEHTOB

Bnanets

croco0amMM COBEPILIEHCTBOBAHUS NMPO(EeCCHOHAIBHBIX 3HAHUN U YMEHUH
MyTE€M HCIOJIb30BAHUS BO3MOXKHOCTEH MH(POPMAIIMOHHON Cpeibl TPU
CIOCOOHOCTH pa3padaThIBaTh MAKEThI JIOKATbHBIX HOPMAaTUBHBIX aKTOB U
HOPMAaTUBHO-METOAMYECKUX IOKYMEHTOB 110 HH(OpPMAaIMOHHO-
JOKYMEHTAIMOHHOMY 00€CIIeUeHHIO YIPaBICHNUS U apXUBHOMY XPaHEHUIO
JIOKYMEHTOB




4. CTpyKTypa, 00b€éM U colepkaHie TUCHUIINHBI (MOLYJI5)
OO0mas TpyI0eMKOCTh JUCIUIUIMHBI COCTAaBisieT 3 3a4eTHBIX enuuuil 108 akaa. gacoB, B TOM

qyuce:

— KOHTaKTHas pabora — 45,2 akaj. 4acoB:
— aynuropHas — 44 akaJ. 4acos;

— BHeayuTopHas — 1,2 akaJ1. 4acoB

— caMocCTosTeNbHAs paboTa — 62,8 aka. 4yacos;

dDopMa arrecTaiuu - 3a4cT

AynutopHast § s
o | KomraxTHAA pabora o 3 ®dopma TeKyILero
=
= B aKaJl. 4acax 5} Bu KOHTPOJIS
Paznen/ tema 3 (B axaj. uacax) == A y p Kon
S 3 © | caMOCTOSITEBHOM | YCIIeBaeMOCTH U
JHACUIHTLIAHBL 3 [ . | xomneTeHIUH
@) g £ padoThI TIPOMEKYTOYHOM
nab. | mpakrt. | 3 3
Tlex. Z'g aTTecTaluu
3aH. 3aH. | O &
1. Pasnen 1. TTonstue
MYHHUIMIAIBHBIX YUPEIKICHUI
TTouck
JTIOTOJTHUTENHHOM
uH(popMaIHy 1o
3aJIaHHOM TEME.
KonrponbHas
paborta.
Brimonnenue
Teoperuueckoe
JIOMAIITHUX
1.1 MyHununansHbIe MPaKTHYECKUX 3azianme k Teme 1
. e)K,HeHI/IHy KaK OOBEKTHI P a0oT TpaxTiieckoe OITK-3, IIK-6,
yap 8 4 4 10 P 3panue 1 I1K-20, I1K-26,
MYHUIUNAIEHOTO CamocTosaTenbHOe
o KonTponbhas ATIK-1
yIpaBJicHHS U3ydeHHe y4eOHOM
1 HAy4HO pabora
Y 3aueT
JTUTEPATYPBI
Pabora ¢
KOMITbIOTEPHBIMH,
AJIEKTPOHHBIMHU
y4ueOHUKaMU,
TECTOBBIMU
CHCTEMaMM
Uroro no pazneny 4 4 10
2. pasmen 2. OcobeHHOCTH
OpraHu3alHn
JICJIOTTPOU3BOJICTBA




2.1 OcobennocTn
JOKyMEHTaJIbHOTO  (hoHIa
MYHUIHMNATBHBIX
YUpEKACHUN

4/21

ITouck
JIOTIOJTHUTENIbHOM
uH(opMaIMHY 10
3aJaHHOU TeMe.
KonrtponbHas
pabota.
Brinmonnenune
JIOMAIIHUX
MPAaKTUYECKUX
pabor
CamocrosTensHoe
u3ydcHHe y4eOHOMH
1 Hay4HO
JIUTEPaTypbl

15

Teopetnueckoe
3ajanue K Teme 2.1
[IpakTiaeckoe
3naHue 2
KonTponbuas
pabota
3auer

OIIK-3, TIK-6,
ITK-20, TIK-26,
AIK-1

OIIEpaTUBHOIO
JIOKYMEHTOB
MYHHMIUIAIBHBIX
YUpEKACHUM

2.2 Opranuzanus
XpaHCHUS

521

Tlownck
JIOTIOJTHUTEIILHOM
HHPOPMAITHH 1O
3aJJaHHOM Teme.
KonTponpaas
paborta.
Brmonnenue
JIOMAIITHUX
MPAaKTUIECKUX
pabor
CamocTosaTensHOe
u3ydeHue yueOHon
¥ HAYYHO
JIUTEPATYpPhI
Pa6ora ¢
KOMHb}OTeprIMI/I,
AJIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMU
CHUCTEMaMHU

11,8

Teopermueckoe
3aJlaHue K TeMe 2.2
[IpakTuaeckoe
3naHue 3
KonTponpaas
pabora
3auer

OIIK-3, TIK-6,
IK-20, TIK-26,
JAIK-1

JIOKYMEHT0000poTa
MYHUIUIIATBHOM
YUpEXIECHUH

2.3 Opranuzanus

B

521

TTouck
JIOTIOJTHUTEIBHOM
uH(popMaIHy 1o
3aJJaHHOU Teme.

KonrponbHas
paborta.
Brimonnenue
JIOMaITHUX
MPaKTUIECKUX

11 pabot
CamocTosaTensHoe
U Hay4yHO
TUTEPaTypHI
Pabora ¢
KOMITBIOTEPHBIMH,
AJIEKTPOHHBIMHU
yueOHUKaMU,
TECTOBBIMU
CHCTEMaMH

u3ydeHue y4eOHOH

Teopetnueckoe
3agaHue K Teme 2.3
[IpakTuueckoe
3nanue 4
Konrponbnas
pabora
3auer

OIIK-3, TIK-6,
IK-20, TIK-26,
AIIK-1




TTouck
JIOTIOJTHUTEILHOM
uH(opMaIMHY 10
3aJJaHHOM TeMeE.

24 Opranuzanus KonTponshas Teopermaecroe
3¢ PeKTHBHOTO pabora 3aJAHKE K TeMe 2.4
KCITOJIb30BaHMS BI:IHOJ'IHeI:II/Ie Ipaxmirieckoe OLIK:3, IIK-6,
OKVMCHTOB s 4 4/21 15 OMALLHIX 31aHue 5 ITK-20, T1IK-26,
HOKY A KontponpHas ATIK-1
MYHHITUTATBHBIX MPAKTHIECKUX aGora
YUPEKICHHUIX pabor P
3auer
CaMocCTOosTebHOE
u3ydcHHe y4eOHOMH
Y HAY9HO
JIUTEPaTyphl
Htoro no pasaeny 18 18/8U1 | 52,8
Hroro 3a cemectp 22 22/8U | 62,8 3a4ET
OIIK-3,I1K-
Hroro no auciumiinae 22 22/8U | 62,8 3a4yer 6,I1K-20,I1K-

26, JTTK-1




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B npomecce oOydeHus 1o AMCHUIUIMHE «J[e10MPOU3BOJICTBO MYHHIMITAIBHBIX
YUPEKACHUI IPUMEHSIOTCS CIICTYIOIINE TEXHOIOTHH.

1. TpaguuuonHble o0Opa3oBaTeIbHBIE TEXHOJOTHH, MPEANOJAralue MpsIMYIO
TPAHCIALMIO 3HAHUM OT TpenojaBareist K CTyAEHTY (NPEeHMMYIIECTBEHHO Ha OCHOBE
00BSACHUTEIBHO-WTIOCTPATUBHBIX METOZI0B 00yueHus). Y4yeOHas 1eaTeIbHOCTh CTYI€HTa HOCUT
B TAaKUX YCJIIOBUSX, KaK MMPABUJIO, PETIPOIYKTUBHBINA XapaKTep.

@opMbl y4eOHBIX 3aHATHI C UCIIOJIB30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHI:

WudopmanmonHas JeKuus — I[OCIENOBATEIbHOE H3JIOKEHHE MaTrepuala B
JTUCIUIUIMHAPHON JIOTHKE, OCYIIECTBISIEMOE MPEUMYIIECTBEHHO BepOalbHBIMU CpEICTBAMU
(MOHOJIOT TpernoaaBaTes).

[IpakTuueckoe 3aHsTHE, MOCBSIIEHHOE OCBOSHUIO KOHKPETHBIX YMEHUU U HABBIKOB I10
NPEIOKEHHOMY ITOPUTMY.

[IpakTuueckue 3aHATHSA MPOBOAATCA B (pOpMe MPAKTUYECKOW MOATOTOBKH B YCIOBHSIX
BBITIOJTHEHUST OOYJaIONIUMUCS BHUIOB pa0OT, CBSI3aHHBIX C Oynymed mnpodeccHnoHATbHOMI
NESTENIbHOCTHIO U HANpaBICHHBIX Ha (OPMUPOBAHUE, 3aKPEIUICHUE, PAa3BUTHE MPAKTUYECKUX
HAaBBIKOB M KOMIETEHIMI 10 MPpo¢uiIto 00pa3oBaTeIbHON IPOTPaMMBI.

2. Texnonmoruu npobIeMHOr0 OOyYeHHUSI — OpraHu3alus o0pa3oBaTEeNBLHOrO Mpolecca,
KOTOpask MPEIIoJaracT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3AaHUE YUEOHBIX MPOOIEMHBIX
CUTYalUi JIJIsl CTAMYJIMPOBAHUS aKTUBHOW MO3HABATEIBHON AEITEIbHOCTH CTYICHTOB.

@®opMbl y4eOHBIX 3aHATHH C UCTIOIB30BAaHUEM TEXHOJIOTHIA MPOOIEMHOTO 00yIeHUSI:

[IpakTuueckoe 3aHaTHe B GopMe NPAKTHKyMa — OpraHu3anus ydeOHO paboThl,
HalpaBJ€HHAs Ha pelIeHHUE KOMIUIEKCHOMW y4eOHO-TIO3HABATENbHOM 3a/auyu, TpeOyromen oT
CTyJICHTa IPUMEHEHHUS KaK HAyYHO-TEOPETUUECKUX 3HAHUM, TaK U MPAKTUYECKUX HABBIKOB.

[IpakTrueckoe 3aHATHE HA OCHOBE Kelc-MeTOJa — 00y4eHHE B KOHTEKCTE MOJEIUPYEMOIt
CUTYalllH, BOCIIPOU3BOALICH peabHbIe YCIOBHUS HAYYHOU, TPOM3BOJICTBEHHOM, 00IIECTBEHHOM
nestenibHOCTH. OOyyarouiyecs: JOJKHBI MPOAHATU3UPOBATh CUTYallUIo, pa3o0paThCcsi B CYTH
npo0JeM, IPeATIOKUTh BO3MOYKHBIE PEIIEHHS U BBIOpATh Jydinee u3 HuX. Keiicel 0azupyroTcs Ha
pearabHOM (paKTHYECKOM MaTepHualle WM 5Ke MPUOIMKEHBI K pealbHOM CUTYyaluu.

3. TexHONOTMU MPOEKTHOTO OOYYECHHUs — OpraHU3alms 00pa30BaTENLHOTO TpoIecca B
COOTBETCTBUHM C AJITOPUTMOM IIOATAITHOIO PELIeHUs MPOOJEMHOHN 3a7adM WM BBIIOJIHEHUS
yuebHoro 3aianus. [IpoekT npeanonaaraeT COBMECTHYIO Y4EOHO-TI03HABATEIbHYIO JIEATEIbHOCTh
IPYMIIbI CTYEHTOB, HANPaBJIEHHYIO Ha BhIPA0OOTKY KOHLIEMIMM, YCTAaHOBJIEHHE LeNiel U 3a1ad,
(GOpPMYITHPOBKY OXKHJIAEMBIX PE3YJIbTaTOB, OIpPEJEeNICHHNE TNPUHINUIOB W METOAHMK pEIICHUsS
MIOCTaBJIEHHBIX 3aJlad, IUJIAHUPOBAaHUE XoJa paldoThl, MOUCK JOCTYMHBIX M ONTHMAJIbHBIX
pECYpCOB, MO3TANHYIO peajM3aluio IJIaHa pabOThl, MPE3EHTALMIO PE3yJbTaTOB pPabOThHI, HX
OCMBICJICHHE U peIIEKCHIO.

NndopmanvonHbplii  MpoeKT — y4yeOHO-TIO3HABAaTeNIbHAs JESTENBHOCTh C  SIPKO
BBIpa)KEHHON 3BPHCTUYECKOI HAPaBIEHHOCTHIO (ITOUCK, OTOOP U cHCTeMaTU3alus HHPOpMaLuu
0 KakoM-TO 00BEKTe, 03HAKOMJIEHHE YYaCTHUKOB IPOEKTa ¢ 3TOM MH(OpMalMel, ee aHalIu3 U
00o011eHue 17151 Mpe3eHTay 60see HIMPOKON ayTMTOPHH).

5.  HHpopMannoHHO-KOMMYHHKAIIUOHHBIE  O0pa3oBaTelIbHBIE  TEXHOJOTHH  —
opranu3zaiysi 00pa3oBaTeIbLHOIO MPOIecca, OCHOBAHHAS HA MPUMEHEHUH CHEeMaT3UPOBAHHBIX
MPOrPaMMHBIX CpeJl ¥ TEXHUUECKUX CPEJICTB paboThI ¢ MH(OpMAaLIKEH.

@opmMbl Y4eOHBIX 3aHATUH C MCHOJIb30BAHUEM HH(POPMAIMOHHO-KOMMYHUKAIIHOHHBIX
TEXHOJIOTHIl: NeKIHsI-BU3yaIN3alus — U3JI0)KEHHUE COJEepKaHHs COMPOBOKIAETCS Mpe3eHTalnen
(eMoHCTpaleil yueOHbIX MaTepHaloB, MPEICTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX CUCTEMaX, B
T.4. WUTIOCTPATUBHBIX, IPaUIeCcKUX, ayaHo- U BUICOMATEPHAIIOB).

[IpakTuueckoe 3aHATHE B (QOpME TMpEe3eHTAMH — TMPEACTABIECHUE pe3ybTaToOB
MPOCKTHON MJIM MCCIIEI0BATEIbCKON JEATEIBHOCTH C UCIOJIb30BaHUEM CHEIMATM3UPOBAHHBIX
MPOrPaMMHBIX CpeJ.



6 YueOHO-MeTOAUYECKOE 00eciedeHHe CAMOCTOSITeJIbHOI PadoThl 00y4aroIIMXCst
[TpencraBneno B mpuioxeHun 1.

7 OueHoYHbIE CPeICTBA IJISA MPOBeIeHUs POMEKYTOYHOM aTTecTaluu
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYeCKOEe H HH(POPMALIMOHHOE 00ecneyeHue TUCIUIIHHBI (MOTYJIs1)
a) OcHoBHas TUTEpaTYypa:

0) lonoJiHMTEILHASA JIATEpaTypa:

1.Anconenxo, H. M. CuctemMHOE pYKOBOACTBO oOpranm3anued : yueOnuk / H. W.
Amnroinenko. - M. : Dk3amen, 2006. - 1 aigexrpon. ont. auck (CD-ROM). - 3ari. ¢ TuTyI1. 3KpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=192.pdf&show=dcatalogues/1/10529
83/192.pdf&view=true = (mara oOpamenus: 24.08.2020). - MakpooosekT. - Tekcr
ANEKTPOHHBIN. - CBeienus AocTynHbI Takxke Ha CD-ROM.

2.Anopeesa, C. JI. Opramm3amuss paboTel ¢ OOpamIeHUsSMH  TpaKIaH
yueOHOo-MeToarueckoe nocodue / C. JI. Aumpeesa ; MI'TY. - Marautoropck : MI'TY, 2016. - 1
anektpoH. onrt. guck (CD-ROM). -  3arm. ¢ Turyn. oskpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2950.pdf&show=dcatalogues/1/1134
762/2950.pdf&view=true  (mara oOpamenus: 04.10.2020). - Makpooosekt. - Tekcr
AIIEKTPOHHBIN. - CBeaeHus noctynHsl Takke Ha CD-ROM.

3. Kuoppunr, B. M. OCHOBBI rocynapcTBEHHOIO W MYHHUIUIAIBHOTO YIIPABJICHUS |
yue0-uuk / B. . Knoppusr. - M. : Dk3ameHn, 2006. - 1 sanekrpoHn. ont. quck (CD-ROM). - 3ari. ¢
TU-TY. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=190. pdf&show dcatalogues/1/10528
53/190.pdf&view=true (mara oOpamenus: 24.08.2020). - Makpoobbekt. - Tekcr
AIIEKTPOHHBIN. - CBefeHus noctynHel Takke Ha CD-ROM.

4 TadypoBa, B. M. OcHOBBI TOCYJapCTBEHHOTO W MYHHUIIMIAIBHOTO YIPABICHUS :
yuebnoe mocobue / B. M. TapypoBa, A. I'. BacumbeBa, JI. M. Paxumora ; MITYVY. -
Marnuroropck : MI'TY, 2017. - 1 snekrpos. ont. auck (CD-ROM). - 3ari. ¢ tutyn. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3231.pdf&show=dcatalogues/1/1136
901/3231.pdf&view=true  (mara ooOpamenus: 24.08.2020). - MakpooObekr. - Tekct
AIIEKTPOH-HBIH. - CBeieHus JocTynHbl Takxke Ha CD-ROM.

5. l'ocymapcTBeHHOE W MYHUIIMIIATBHOE yIpaBieHHe B Poccuu: MCTOpUs, COBPEMEHHOE
COCTOSIHHE, IEPCIICKTUBBI pa3BuTHs : MoHOTrpadus / M. B. Anekcannposa, H. P. bansiackas, C. B.
Butuk u np. ; MI'TY. - Marauroropck : MI'TY, 2015. - 1 snektpon. onrt. auck (CD-ROM). -
3aru. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=1319.pdf&show=dcatalogues/1/1123
548/1319.pdf&view=true  (mata oOpamenus: 24.08.2020). - MakpooObekT. - Tekcr
ANEKTPOHHBIN. - CBeieHHs JOCTyHBI Takxke Ha CD-ROM.



https://magtu.informsystema.ru/uploader/fileUpload?name=192.pdf&show=dcatalogues/1/1052983/192.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=192.pdf&show=dcatalogues/1/1052983/192.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2950.pdf&show=dcatalogues/1/1134762/2950.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2950.pdf&show=dcatalogues/1/1134762/2950.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=190.pdf&show=dcatalogues/1/1052853/190.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=190.pdf&show=dcatalogues/1/1052853/190.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3231.pdf&show=dcatalogues/1/1136901/3231.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3231.pdf&show=dcatalogues/1/1136901/3231.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=1319.pdf&show=dcatalogues/1/1123548/1319.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=1319.pdf&show=dcatalogues/1/1123548/1319.pdf&view=true

B) MeToguyeckue ykazaHnus:
Metoanueckue yka3aHus K OCBOGHHIO Kypca IPeCTaBIIeHbI B IPHIIOKEHUIX 1 1 2.

r) [Iporpammuoe odecnneuenne u UHTEepHeT-pecypcehl:
IIporpammHoe o0ecnieuenmne

Haumenosanue I10 Ne norosopa Cpoxk neiicTBuUS JTULIEH3UU
MS Windows 7
Professional (st 11-1227-18 o1 08.10.2018 11.10.2021
KJIACCOB)
MS Windows 7
Professional (st N-757-17 ot 27.06.2017 27.07.2018
KJIACCOB)
MS Office 2007 |n, 135 o1 17.09.2007 Gecepouro
Professional
7Zip CBOOOJIHO PACIIPOCTPAHIECMOE 0ECCPOUHO

IIpodeccuonanbublie 6a3bl JAHHBIX M HH(OPMAIMOHHbIE CIPABOYHbIE CHCTEMbI
HasBanue xypca CchlUIKa
DnekTpoHHas 0asza MepuoArYecKuX u3gaHui East
View Information Services, OO0 «MIBUC»
HaI_[I/IOHaJ'IbHa}I I/IH(l)OpMaLII/IOHHO-aHaJ'II/ITI/I‘leCKaH

https://dlib.eastview.com/

cucrema — Poccuiickuit  unmexc  Haywynoro|URL: https://elibrary.ru/project_risc.asp
uutuposanus (PUHIL)
ITouckoBas cucrema Axagemusi Google (Google

URL: https://scholar.google.ru/

Scholar)
Nudopmanuonnas cucrema - Equnoe okHo noctymna URL: http://window.edu.ru/
K HH(OpPMaIMOHHBIM pecypcam ' ) —

9 MaTtepuaJbHO-TEXHHYECKOE 00ecTedeHne TUCIUTIHHBI (MOILYJIs1)

MarepuanbHO-TEXHHUECKOE 00ecIeueHUe AUCIUIUINHBI BKITIOUAET:

Y4eOHble ayAuTOpPUM IS TPOBEIACHHUS 3aHATUM JIEKIMOHHOTO THUMA: JOCKa,
MYJIbTUMEANMHBIE CPEICTBA XPAaHEHUS, TTepelauu U MpeICTaBIeHUs HHPOPMALIUH.

VY4eOHble ayauTOpUU JUIsl TPOBEIACHUS MPAKTUUYECKUX 3aHSATHH, TPYINIOBBIX H
WHAVBUAYAJIBHBIX KOHCYJIbTAIMH, TEKYIIETO KOHTPOJSI M NMPOMEKYTOUHOM aTTECTallMM: JOCKa,
MYJIbTUMEANIMHBIA TPOEKTOP, KPAH.

[TomerieHus 17151 CaMOCTOATENBHOM paboThl 00yUarOIIUXCsl: EPCOHATbHBIE KOMITBIOTEPHI
¢ makerom MS Office, BeixomomM B UMHTepHET W C JOCTYIOM B 3JCKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENbHYIO CPEly YHUBEPCUTETA

[lomemenne ans  XpaHeHuss W OPOQUIAKTHYECKOrO OOCTYXUBaHUS  yueOHOIo
oOopynoBaHusi: IKadbl JUIsI XpaHEeHHS Y4eOHO-METOJMYECKOW JOKYMEHTAIuH, Yy4eOHOTro
000pyI0BaHUS ¥ YI€OHO-HATJIATHBIX TTOCOOUH.


https://dlib.eastview.com/
https://elibrary.ru/project_risc.asp
https://scholar.google.ru/
http://window.edu.ru/

Ipuioxkenne 1
Paspgen 1. MNoHATME MYHULMNAIbHBIX YYPEXKAEHUI B 3aKOHOAaTeIbCTBE
Tema 1. MyHuuMnanbHble yupexKaeHNUa Kak 06beKTbl MYHULUNANbHOIO yNpasieHus

[ToHsATHE MYyHHUIIUNATBHBIX yUpexaeHuil B 3akoHogarenbcTBe PD . CrocoOsl co3manus
MYHHULIMIIAJIBHBIX yupexaeHuil. OpraHsl ynpaBieHUS MYHULMIAIBHBIMUA YYPEXKICHUAMU
OcoOeHHOCTH OpraHu3alMM YIpaBiICHUs MYHULIMNAIBHBIMU YUPEKICHUSAMH  YIIpaBJIEHUE
MYHHULIMIIAJbHBIMU 3aKyIKaMH U JEJIONPOU3BOACTBO MY,

IIpakTuyeckoe 3axanue Ne 1

1. U3yunts 'K P® B yacTu kacaromieics AesITeIbHOCTH MyHUITUTIATBHBIX YUPEKICHHI.
CnenaTp U3BJICUCHUS U3 TEKCTA 3aKOHA, YKa3aB MyHKT, CTaThIO, YaCTh.

2.M3yunuth @3 "O HEKOMMEPUECKUX OpraHU3alusx" B YaCTH Kacarollencs IeITeIbHOCTH
MYHUIIUTIATBHBIX yupexaeHuil. Caenars U3BJICUEHUS U3 TEKCTA 3aKOHA, YKa3aB MyHKT,

CTaThIO.
HaumenoBanue H3Bneuenune TpeboBanue k
IIPaBOBOTO aKTa OpraHu3alu

JETOIPOU3BOACTBA
CraTbst / yHKT

Teopernyeckoe 3aganue K JJeKIMOHHOMY MaTtepuay Teme 1.1
CocraBuTh 1o 2 Bompoca K Kaxjaomy naparpagy temsl. OTBET yka3aTh B CKOOKaXx.

Pa3nes 2. OcoGeHHOCTH OpPraHu3aniu AeJ10NPON3BOACTBA MYHUIIUNIAIbHBIX
yUpexRIeHUi

Tema 1 Oco0eHHOCTH JOKYMEHTAJBHOI0 GOHAA MYHHMIMIIAJBHBIX YUPEKICHUI
IIpakTHyeckoe 3aganue2

1.M3yuuth cripaBouHyto HHGopmMaiuto: "Cpoku XpaHEeHHs JOKYMEHTOB OpraHu3aui”
(MaTtepuas HOArOTOBJIEH CHEIUATUCTAaMU
Koncynperantllntoc) http://www.consultant.ru/document/cons_doc_LAW 121777/

OTBeThTE Ha BOIIPOCHI:

1.1. KakoB ciucok nepedHeil, B COOTBETCTBUU ¢ KOTOPBIMU MYHUIIUIIATIBHBIC YUPEKICHUS
MOTYT XpPaHUTbh JOKYMEHTBI? YKaXUTE MOJIHbII IEPEUEHb.

1.2. Ot gero 3aBUCHT HaOOp MEepeUYHEH I KOHKPETHOU opranu3aruu? OTBeT 000CHOBATS.
[IpuBecTH npuMepsl.



https://newlms.magtu.ru/mod/page/view.php?id=710734
https://newlms.magtu.ru/mod/page/view.php?id=710735
https://newlms.magtu.ru/mod/page/view.php?id=710735
https://newlms.magtu.ru/mod/page/view.php?id=710736
https://newlms.magtu.ru/mod/page/view.php?id=710736
https://newlms.magtu.ru/mod/page/view.php?id=710747
https://newlms.magtu.ru/mod/page/view.php?id=710747
https://newlms.magtu.ru/mod/page/view.php?id=710748
https://newlms.magtu.ru/mod/assign/view.php?id=708976
https://newlms.magtu.ru/mod/assign/view.php?id=724215
https://newlms.magtu.ru/mod/assign/view.php?id=710749
http://www.consultant.ru/document/cons_doc_LAW_121777/

1.3. B kakux HOpMaTHUBHBIX aKTaX MOKHO HAWTH YCTAHOBJICHHBIE CPOKU XPaHEHHUS
nokyMeHToB MY? OtBer o6ocHOBaTh. [IpuBecTr mpuMepsl.

2. M3yuutp Yka3 [Ipesunenta PD ot 06.03.1997 N 188 (pen. ot 13.07.2015) "O6
yTBepkaeHnu [lepeuns cBeneHnii KOHPUICHITUATBHOTO

xapakrepa http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&nN=18273
4&fld=134&dst=1000000001,0&rnd=0.1754227244166473#09363460651758608

OTBeThTE Ha BOIIPOCHI:

2.1. Kakue cBeeHust KOHQUIESHIIMAIBHOTO XapaKkTepa MOTYT XPaHUTh MyHULIUIIAJIbHbIE
yupexaenusi? OtBer o6ocHOBaTh. [IpuBecT npumepsl.

2.2. Ot yero 3aBUCUT HAOOp CBeACHMI KOH(UIEHITMAIBHOTO XapakTepa B MY? OTBet
ob6ocHoBatk. [IpuBecTu mpuMepsl.

Tema 2. Opranu3anusi onepaTUBHOIO XpaHeHHUs! JOKYMEHTOB MYHHIMIIAJTbHBIX
yUpexRIeHui

IIpakTHyeckoe 3a1anue mo reme 3

[Tonb3ysce [IpumMepHO HHCTPYKIIMHU 110 ACIONPOU3BOACTBY B TOCYIaPCTBEHHBIX
opranmzarusax (2018), o01mepocCuiiCKUMHI 1 BEJOMCTBEHHBIMH TIEPEUHSAMH, YKa3aMu
[Ipesunenta PO u np. akramu, MOATOTOBUTH (PparMeHT MHCTPYKIIUU TIO ACIIONPOU3BOCTRBY,
KaCarOIIUICsl OpraHU3aIiy OMEPATUBHOTO XPAHEHUS JOKYMEHTOB MYHHUIIUIIAIEHOTO
yapexaeHus (yka3zatb cepy) 10 nepenayn ux Ha XpaHEeHHEe B apXHUB WIH YHUUTOXKEHHUE.

Memoouueckue ykaszanus

HpI/I COCTAaBJICHUHU IIPOCKTA YUUTBIBATH OPTraHU3aAIUI0 OIICPATUBHOI'O XPAHCHUA
JOKYMCECHTOB, OTHOCAIINXCA K CBEACHUAM KaTCTOPUH OI'PaAHUYCHHOI'O JOCTYyIIA.

Tun yupexaeHus BBIOMpaeTcs B COOTBETCTBUH ¢ TUIIOM MY, BHIOPaHHOTO B KOHTPOJIbHOM
pabore.

Hctounnku:

1. ITpuxa3 Pocapxusa ot 11.04.2018 N 44 "O6 yrBepxaeauu [IpumepHoil HHCTPYKIIMH 110
JIETIOTPOU3BOJICTBY B TOCY/IApPCTBEHHBIX opraHu3anusax" (3apeructpupoBano B MuHiocte
Poccun 17.08.2018 N 51922)

2. CnpaBounas uapopmanus: "[lepedyeHr HOPMATHBHBIX aKTOB, OTHOCSIIIMX CBEICHUS K
KaTeropuy OrpaHuYeHHOro aoctymna’ (Marepuan moAroToBJIeH ClIeUaTUCTaMU
Koncynerantllntoc. URL: http://www.consultant.ru/document/cons_doc_LAW_93980/


http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=182734&fld=134&dst=1000000001,0&rnd=0.1754227244166473#09363460651758608
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=182734&fld=134&dst=1000000001,0&rnd=0.1754227244166473#09363460651758608
https://newlms.magtu.ru/mod/assign/view.php?id=714803
http://www.consultant.ru/document/cons_doc_LAW_93980/

Tema 3. Opranuszanusi 10KyMeHTO0000p0OTa B MyYHUIIUNIAJILHOM y4pe:KIeHHH

IIpakTnueckoe 3aganue 4

1. U3yunuts [Ipuka3 Pocapxusa ot 11.04.2018 N 44 "O6 yrBepxxknennu [IpumepHoit
WHCTPYKIIUH TI0 JIEJIONPOU3BOICTBY B TOCYIaPCTBEHHBIX

opranmzanusax" (3apeructpupoBano B Muntocte Poccun 17.08.2018 N 51922) B cucreme
Koncynerantllmroc www.consultant.ru http://www.consultant.ru/document/cons_doc_LA
W_305137/

OTBeTUTH Ha BONPOCHI U PEACTABUTh UX B CBOOOAHON yacTu TaOIHIIBL.

BOHpOCBI 10 TEMC ((OpFaHI/ISaHI/IH ,Z[OKYMeHTOO60pOTa MYHUIUITIAJIbHBIX yqpenmeHI/Iﬁ»

Ne Bomnpoc OTtBer

IL.1.

HOKYMGHTOO6OPOT MY Bxir04aeT nocliea0BaTeIbHOCTh
nepeMemeHI/Iﬁ AOKYMCHTOB, a TaKKC OIl€panuu,
COBCpHIACMBIC C JOKYMCHTAMHU B IIPOLUECCC UX CO3MAHUA U
ucnoanenus. HazoBure 3tu orcpanuu.

2 Ha xakue npyHLIMIIBI OUPAETCS] OpraHu3aius
JIOKyMeHToobopoTa B MY?

3 Kak BenyT ydyer nokymenToobopota B MY?

4 Kakue 1oKyMeHTHI IONaJaoT B COCTaB BXOIAIINX U
UCXOJAIINX TOKYMEHTOB MVY?

5 Uto Takoe «MDJ1O»?

6 YTO BXOJUT B MOHATHE «KOppecHOHaeHIus» MY ?

7 Hy»Ho 111 mpoBOJAUTH NEPBUYHYIO 00paOOTKY 3JIEKTPOHHBIX
JIOKYMEHTOB?

8 IIpukazaM U pacopsKEHUsM 110 OCHOBHOM J€ATEIbHOCTH B

MY npucBanBarTcs nMopsaakoBbie Homepa? Creayer Jiu ux
PETUCTPHUPOBATH B OTACIBHO, B PA3HBIX PETUCTPAIIMOHHBIX
dhopmax?

9 Kak oprannsoBaTh JOKYMEHTOOOOPOT MPUCIIAHHBIX
OyMaXHBIX IOKYMEHTOB, eciii B opranuzanuu CIJ(?

10 Kaxue nokymeHTsl MY MOryT co31aBaThCsl, XpaHUTHCA U
UCIOJIb30BATHCS UCKIIIOYUTENBHO B 3JIEKTpOHHOM Bue? Kak
YCTAHOBUTBH IE€PEUYEHb ITUX TOKYMEHTOB?

11 ['me perucTpupyroTcst MpOTOKOJIBI 3aceaHNi, COBEIIIAHHH,
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IIPOBOAMMBIX PYKOBOJCTBOM OpraHU3aLuu?

12 Kakue TpeboBaHus PEIBbABISIOTCS K MapIIpyTam
JBUKCHHSI OPraHU3alMOHHO-PACTIOPSIUTETHHBIX
nokymeHToB B COJ1?

13 Uemy TOJDKHO COOTBETCTBOBATH MPOXO0KIEHUE BHYTPEHHUX
JOKYMEHTOB Ha dTarnax uX MOATOTOBKH U OPOPMIICHUS U
YeMy Ha dTare UCIOJHEHUS?

14 CKOJIBKO pa3 U I'/ie Hy’)KHO PETUCTPUPOBATh BXOAIINE
JIOKYMEHTBI?

15 Kakyto 3amaqy craBUT pyKoBOIUTEINb CITy:k0b1 JJIOY MY nipu
OopraHu3aiuu J0KyMeHTooboporta?

16 Crnenyert u Bcerja COXpaHsTh KOHBEPTHI WM YIIAKOBKY
BXOJIALIUX JOKYMEHTOB?

17 Kakue nonomHUTeNbHbIC MOTOKH HAOIIOIAI0TCS BHYTPU
MIOTOKA BXOAIIEH JoOKyMeHTaluu MY?

18 Korga Hy»XKHO 3aperucTpupoBaTh UCXOIAIIUN JOKYMEHT,
€CJIM OH OBLI MOJIUCAH B KOHIIE paboyero JHs UIU B
Hepabouee BpeMsi?

19 J71s KaKuX UCXOJSIINX JOKYMEHTOB COCTABISIOTCS
COTMPOBOUTENBHBIE MHChMa?

20 KakoBa 1ienp npeaBapuTeabHOr0 pacCMOTPEHUS
MOJIy4aeMbIX JOKYMEHTOB?

21 Otany nepBUYHON 00pabOTKH JOKYMEHTOB COOTBETCTBYIOT
HECKOJIBKO onepauuii. HazoBure ux.

22 Kakue meramanneie BHOcAaTca B COJ] o BXOoASIIUX U
UCXOJAIINX TOKyMEHTax MY?

23 Uro nenath, €y Bl OMYYHIIH HECTAaHAAPTHOE IO BECY,
pa3Mepy | T.II. IOYTOBOE OTHpPaBIIeHHUE?

24 Uro nenath, €CH BBl OTYYUIH [TIOYTOBOE OTIPABIICHHE B
MOBPEXKICHHOU yIaKOBKe?

25 Crnenyet nu AenaTh KOMHHA UCXOISAIINX JOKYMEHTOB?

26 KTO Takoii 0OTBETCTBEHHBIN UCIIOJIHUTENb JOKYMEHTA?
KakoBsl ero o0si3anHOCTH?

27 [Tepen peructpanueit HCXOASIMUX TOKyMEHTOB CiyxOa

JEJIONPOU3BO/ICTBA IIPOBEPSAET UX IIPaBUIbHOCTh. Ha uTo




KOHKpETHO oOpaiaercss BHUMaHue?

28 HazoBwute cpeacTBa CBsI3U 7151 TOCTABKU U OTIIPABKU
JOKyMEHTOB MY B opranu3anyy U OpraHbl BIACTH.

29 Kto pa3pabarbiBaeT MapIpyThl JBHKEHUS
OpraHU3aIOHHO-PACTOPSAUTENBHBIX JOKYMEHTOB 115t COJ]
MVY?

30 HazoBure 11e1b opranu3anuu 10KyMmeHToo0opoTa B MY.

31 Kak moryt peructpupoBarbcsi BHyTPEHHUE JOKYMEHTBI?

Tema 4. Oprannsanusi 3¢p(peKTUBHOr0 MCNOJIb30BAHUA JOKYMEHTOB B
MYHUIUNAJIbHBIX Y4PeKICHUAX

ITonsTHE 00 UCIIOJB30BAHUH JAOKYMCHTOB B OpraHu3alvu . YyeT ucronb30BaHus HOKYMCHTOB
IIpUu CO3AaHUH CUCTEM YIIPABJICHUSA JOKYMCHTAMU B OpraHU3aluu. MG)I(,I[YHapOI[HHﬁ OIIBIT.
VYuer 0c00EHHOCTEN NCIIOIB30BaHUS JAOKYMCHTOB B 6yMa)KHOM H CMCIIaHHOM THIIaX
JACJIOITPOU3BOJACTBA Hcnonb3oBaHue QJICKTPOHHBIX KOITHI AOKYMCHTOB B TCKYILIEM
ACJIONIPOU3BOJACTBEC.

Teopernueckoe 3aqaHue K JJeKUMOHHOMY MaTepuaay Temam 1-4

CoctaBuTh 110 2 Bompoca K KaxxJoMy naparpady temsl. OTBET yka3aTb B CKOOKax.

IIpakTHYeckoe 3aganue S

[Tonp3ysick muTEpaTYpOM 1O JENONPOU3BOJACTBY U HOPMAaTUBHBIMU aKTaMHU, COCTaBUTh
(parMeHT HHCTPYKIUH 10 JEIONPOU3BOJICTBY MYHHIIUIIAIBHBIX YUPEKICHUNH BEIOPAHHOTO
BaMU THIA U c(hephl AeSITENbHOCTH.

Memoouueckue ykazanus
B unCTpyKLIMM CclieyeT OTpa3uTh:

a) yCTaHOBJICHUE TPEOOBAHUH K TIOUCKY, UCITOJIH30BAHHUIO U TIEpeiaue TOKYMEHTOB, a TAK)KE
CpOKaM XpaHEHHUsI IOKYMEHTOB

0) mpuHsATHE peleHui 00 OpraHru3aluy JOKYMEHTOB C T€M, YTOObI OHU OTBEYaIN
TpeOOBaHUAM, MPEABSIBISIEMBIM K UX HCIIOJIb30BAHUIO;

B) OIpe/ieJIeHHE YPOBHS JOCTYIIA MOJIb30BaTeNeH K pa3HbIM KaTErOpUsIM TOKYMEHTOB
OpraHu3aIuy;

T') ONPEACIICHUE CITUCKOB PACCHUTKU JOKYMEHTOB TIOJIb30BATENISIM M 3aUHTEPECOBAHHBIM
JINLAM;
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1) KOHTPOJIb UCTIOJHEHUS JOKYMEHTOB;
€) opranu3anus HHHOPMaIMOHHO-CIIPABOYHOM pabOThI ¢ JOKYMEHTaMHU.
Memoouueckue ykazanus

[ToMHUTE, 4YTO HEMAJIOBAKHBIM SIBJISIETCS] IIPOLIECC aHATM3a UCTIOIB30BAHUS JIOKYMEHTOB, B
X0J1€ KOTOPOTO CHEHAIUCTHI M 3aMHTEPECOBAHHBIE CTOPOHBI TPUHUMAIOT B3BEILICHHOE
pelleHre, OCHOBaHHOE Ha MOTPEOHOCTSX BHEIIHUX U BHYTPEHHUX MOTpeOuTenen
JIOKYMEHTUPOBaHHOM nHpopManyu. OLeHUBaeTCsl HE TOJBKO 11eJ1ec000pa3HOCTh U
BO3MOXXHOCTh HCIIOJIb30BaHMs MH(POpPMALIMK B MEPY KOMIIETCHIIMU MOJIb30BATENs, HO U
y100CTBO €€ pa3MelIeHus], CKOPOCTh JOCTYIA U MPOYHE MOMEHTbI, KOTOPbIE HAXOAATCS B
chepe BHUMaHHS aIMUHUCTPATOPOB CUCTEMBI YIIPABJICHHS TOKYMEHTAMH.

1.Ky3uenosa T.B. [lenonpou3BoacTBoO (JOKYMEHTAIIMOHHOE 0OecTieueHIe YIIPaBIeHuUs).
M.2007. C.216-218.

2. Cwm. Ilpuka3 Pocapxusa ot 11.04.2018 N 44 "O6 yrBepxaenuu [IpumepHOii HHCTPYKIIUU
O JICJIOMPOU3BOJICTBY B FOCYIapCTBEHHBIX Opranu3anusx"” (3aperucTpupoBaHo B
Munrocte Poccuu 17.08.2018 N 51922) B pazaenax:

V1. KoHTpob UCTIOTHEHHSI TOKYMEHTOB (TIOPYYECHHIT)
VII. Opranuzanust paboThl UCTIOTHUTENS C JOKYMEHTaMH

IX. Opranuzanus 70ocTymna K JOKYMEHTaM U UX UCTIOJIb30BAHUS

3.TOCT P UCO -15489-2007 u 2019

KonTtpouabHnas padora «/le10n1pon3BoACTBO MyYHUIIUNIAJIBHBIX Y4YPEKICHU D

1. BoiOpaTh U3 ciucka A0MyCTUMBIX cep IeATENbHOCTH 11 MyHUIIUIAIbHBIX
opraHu3aIyii oy chepy:

1) mHayka;

2) oOpasoBaHue;

3) 3mpaBOOXpaHEHUE;

4)  KyIbTYpa;

5) cpencTBa MaccoBoit HHGOPMAITHIH;
6) coumagbHas 3aIINTa;

7) 3aHATOCTH HACEJICHHS,

8) ¢wuskynabTYpa U CIOPT;



9) opraHU3aLys OKA3aHUs YCIYTH OOMIECTBEHHOTO IIUTAHUS B YUPSIKACHHUAX COLIMATBHON
cdepsr;

10) nesTenbHOCTb 110 OPraHNu3aluu 00YCTPOUCTBA MECT MACCOBOI'O OT/bIXA, CO3JaHUIO
YCIIOBUH /Il MACCOBOI'O OT/JbIXa HACEJIEHUS U PA3BUTUSI TOPOJICKOM CPEbl;

11) peanuzanuy HHBECTUIIMOHHBIX ITPOEKTOB B cepe KyIbTYphl, GUKYIbTYPHI U CIOPTA;
12) TpaHCTIOPTHBIC YCITYTH.

2. BeiOpaTh BU MyHUITUTIAIEHOTO YUPEKICHUS:

a ) Ka3eHHOE;

0) Or0/KETHOE;

B) aBTOHOMHOE.

Pe3ynbratel BIOOpa cOOOLIUTH MpenoiaBatento (chepsl AesITeNsHOCTH U BUIbl MY He
JIOJDKHBI TIOBTOPSITHCSL B TPYIINE). B COOTBETCTBUYU ¢ BHIOOPOM YTOUHSIETCS TEMa, HAIIPUMEP:
«/lenonpouze00cmeo MyHUYUNATLHBIX OI00HCEMHBIX YupedcoeHull 8 cghepe 06pa308aHus»

Memoouueckue ykazanusa k KP

[Tocne yrouHeHUs TEMBI ¥ CTPOTO B €€ paMKax CJeIyeT MOATOTOBUTH pedepaT U AOKIaI Ha
CEMHUHApPCKOM 3aHATUH (C Mpe3eHTallel) N0 CIelyIoIIeMY TUIaHy:

1. O61mas xapakTepucTHKa MyHUIIUIAIBHBIX YUPEKIECHUI BBIOPAaHHOTO THIIA.

2. HopmaTtuBHO-TIpaBoBas 6a3a OpraHu3alyu AeJ0NPOU3BOACTBA MyHUIIUIIATbHBIX
YUpEXJIeHU BBIOPAHHOT'O THIIA.

3. OOmias xapakTepuCTHKA YIPaBIEHUS U TUIIMYHAS CTPYKTYpa MyHULIUIIAIBHBIX
yUpEXKAeHUH BHIOPAaHHOTO THUIIA.

4. IOKyMEHTUPOBaHHE ACATEIbHOCTH MYHUIMIIATIBHBIX YUPEXKICHUH BEHIOPAHHOTO TUTIA.
5. Opranu3zanus JOKyMEHT0000pOTa MyHULIUTIATBHBIX YUPEXKIEHUN BEIOPAHHOTO THIIA.

6. Opranu3zanus ornepaTUBHOTO XPAHEHUS JOKYMEHTOB MYHHUIIUIAIBHBIX YUPEKICHHMI
BbIOpaHHOTO TUIIA.

7. Opranu3zanus UCIOIb30BaHUS JOKYMEHTOB MYHUIIUIIAIBHBIX YUPEXKACHUH BHIOPAHHOTO
THUIIA.

8. O0mIast XxapakTepruCcTHUKa TOKYMEHTaIBLHOTO (hOHIa 1 HOMEHKJIATYPHI e
MYHUIIUTNIATIBHBIX YUPEXKJACHUN BEIOPAHHOTO THUIIA.

9. PexoMenaanuu 1o opraHu3aluy AeJ0NpOU3BOICTBA MyHUIIUIIAIbHBIX YUPEKACHUN
BBIOPAHHOTO THUIIA.

Bonpocsl k 3auery



10.
11.
12.
13.
14.

15.
16.
17.

18.
19.

20.

Cuctema opraHoB MyHHIUNaIbHOW Biactd B P®. Cnenuduka opraHoB MYHUIIMITAIBHON
BJIACTU KaK CYObEKTOB IPaXKAAHCKUX MTPABOOTHOLICHHIH.

HopmaruBHOE M mpaBOBOE PETYIMPOBAHHWE CHCTEMbl OPraHOB MYHULIMIAIBHOW BJIACTU U
yIpaBJIEHUs.

WNHdopMalmoHHbIE pPECypchl OPraHOB TOCYNAapPCTBEHHOW W MYHHMLMIAIBHOW BIAcTH H
yIpaBJIEHUS.

Opranuzanus 3TanoB paboThl ¢ TOKYMEHTaMH, B TOM YHCII€ apXUBHBIMU JOKYMEHTaMH, B
MYHULUIIAJIBHBIX YUPEKICHUSX.

Opranuzanus J0KyMEHTO000pOTa B MyHULIUIIATBHBIX YUPEKICHUSAX.

[TonsiTHE MyHUIIMNIATBHBIX YUPEXKACHHUIN B 3aKOHOAATENbCTBE PO.

OO011as xapakTepuCTHKa MyHULIMIIAIbHBIX YUpPEKICHUN 110 chepam aesTeabHocTH CriocoObl
CO3/aHUSI MyYHULIMIIAJIbHBIX YUPEXKACHUMN.

Opranpl  ympaBlieHHUS MYHUIUNATBHBIMU  yupexaeHusMu. OOmas XapaKkTepuCcTHKa
YIIpaBJICHUS ¥ TUIIMYHAS CTPYKTYPa MyHUIIUTIAIBHBIX YIPEXKICHHH (Cepa AeaTeIbHOCTH Ha
BBIOOD CTYJIEHTOB.

Oco0eHHOCTH OpraHu3allK YIIPaBJIeHUs] MyHULUIIAIbHBIMU YUPEXKICHUSIMH.

VYipasieHre MyHULUIIATbHBIMU 3aKYIIKAMH U AEJIONPOU3BOACTBO MVY.

Oco0eHHOCTH crcTeMaTU3allu I0OKYMEHTOB MYHUIIUIIAIBHOTO YUPEXKICHHSL.

Homenknatypa en MyHULIMIAIBHOTO yupexaeHus. O01mas XxapakTepucTHKa.

WHCcTpyKIUs 10 JeI0NpOU3BOJCTBY MYHUIIMIIAIBHOTO yupexaeHus. OO1iast XxapakTeprUCTHKA.
HopmartuBHo-nipaBoBas 0aza opranusaiyu AeJ0NpoU3BOICTBA MyHUIIMIIAIBHBIX YUPEKACHUN
BbIOpaHHOIO TUIA.

JloKyMeHTupOBaHuE AEATEIbHOCTH MyHULIUIIAJIbHBIX YUPEXKICHUN BEIOPAaHHOTO TUIIA.
Opranuzanys J0KyMEHT0000pOTa MyHUITUIIAIBHBIX YUPEXKAECHUH BBIOPAHHOTO THIIA.
Opranuzanys ONEpPaTMBHOIO XPAaHEHHsS JIOKYMEHTOB MYHULHUINAIBHBIX  YUPEKICHUM
BBIOPAHHOTO THUIIA.

Opranu3anys UCIOJIb30BaHUS JOKYMEHTOB MYHUIIUIIAIBHBIX YUPEXA€HUH BEBIOPAaHHOTO THIIA.
OO01mas XapakTepucTUKa JOKYMEHTAJIBHOTO (OHJa M HOMEHKJIATYphl €] MYHHUIMIAIbHBIX
YUpEXJIeHU BBIOPAHHOT'O THIIA.

PekoMenganuu 1O OpraHu3aldy JEJIONPOM3BOACTBA MYHULUMNAIBHBIX  YUPEKICHHM
BbIOpaHHOTO TUIA.



Hpuioxenne 2

OIIeHO‘leIe Cpeacrea Jisl MIpoOBEACHUSA l'[pOMC)KyTO‘lHOﬁ aTTeCTalluMn

Crpykry
PpHBIA
DJIEMEHT
KOMIICTEC
HIIUH

O1eHOUHBIE CpeACTBA O0yUCHUS

OIIK-3 BiaseHueM 02a30BbIMU 3HAHUSIMH CHCTEM OPraHOB I

OcyIlapCTBeHHOﬁ Hu MYHHIIHHaJILHOﬁ BJIACTH

3Harthb - cnenu(UKy OpraHoB rocyJJapCTBEHHOH BJIacTH Bomnpocsl k 3auety
KaK CyObEKTOB I'pPaX/1aHCKUX IIPABOOTHOIIECHUN Cucrema opraHoB MyHuuunaibHoil Biactu B P®. Cpoeuuduka opraHos
- cieun(UKy OpraHOB MyHULIMIIAJIBHOM BIACTH KaK | MyHHIIMIIATbHOM BJIACTH KaK CYObEKTOB IPAXKAAHCKUX ITPABOOTHOILICHUH.
CyOBEKTOB IPaXKTAHCKUX MMPABOOTHOILICHHHA HopMaTuBHOE M NIpaBOBOE pEryJIMpPOBAaHHE CUCTEMbl OpPraHOB MYHUILIMIIAIbHOU
- CUCTEMY OpPraHOB rOCYAapCTBEHHON U BJIACTH U yIIPABJICHHUS.
MYHHUIMIIAJIBbHOMN BiacTu B P@; [TonsATHE MyHUMIIMIIATIBHBIX YUPEXKACHUHN B 3aKOHOAATENbCTBE PD.
- IPaBOBOE PEryJIMPOBAHUE OpraHu3aluu cucreMsl | OOmIas XapakTepucTUKAa MYHUIUNAIBHBIX YUPEXKICHUN 10 cdepam AesTelbHOCTH
rOCYJapCTBEHHOM BIacTH Ha QefepalbHOM U Croco0bI co3/TaHUsI MYHULIUITAIBHBIX YUPEKICHUH.
peruoHanbHOM (cyobekToB PD) ypoBHSX, OCHOBBI | OpraHsl yrnpaBlIeHUs MyHUIUMNAIbHBIMU yupexaeHussMHu. OO0Imas xapakTepucTHKa
MECTHOI'O CaMOYIIPaBJICHUS yOpaBieHUS M TUNUYHAs CTPYKTypa MYHUIMNAIBHBIX YyupexIeHuil (cdepa
- TEOPETUYECKHE U UCTOPUUYECKHE OCHOBBI JeSITeIbHOCTH Ha BBIOODP CTYAECHTOB.
COBPEMEHHOM CHCTEMBI OPraHOB rocyAapcTBEHHON | OCOOEHHOCTH OpraHU3alluy YIPaBJIEHUS MYHUIIUNIAIbHBIMU YUPEKICHUSIMHU.
Y MYHULIMTNIAIBHOM BJIACTU VYnpasiieHne MyHUIIMNAIBHBIMY 3aKYIIKaMU U JI€JI0IPOU3BOICTBO MYV

Ymetp - TOJIKOBATh I'PaXk/1aHCKO-TIPABOBBIE HOPMBI,

MOCBSIIIIEHHBIE CUCTEME OPTaHOB TOCYJapPCTBEHHOMN
Y MYHUIIMNIANIBHOM BJIACTU

- CaMOCTOSITEIbHO OCYIIECTBIISATh: IOUCK, aHAIIN3,
CUCTEMATH3ALMIO TPaKJaHCKO-TIPAaBOBOM
nH(popmaruu B chepe cCucTeMbl TOCy1apCTBEHHON
BJIACTH Ha (eIepalIbHOM U PETHOHATIBHOM
(cyobexToB P®) ypoBHSX, OCHOBBI MECTHOTO
CaMOYIIPaBJICHUS

- aHAJIM3UPOBATh TPAXkTAHCKO-TIPABOBHIE HOPMBI
BO B3aMMOOTHOLICHUSX C (eepaTbHbIMU U

IIpakTnyeckoe 3aganmne Ne 1
1. U3yunts 'K P® B uactu kacaromieiics AesITeIbHOCTA MyHUIIUTIATbHBIX
yupexaeHui. Crenatb U3BJICUCHUS U3 TEKCTA 3aKOHA, YKAa3aB MYHKT, CTAThIO, YaCTh.
2.M3yunts @3 "O HEKOMMEPUYECKUX OpraHu3alusax" B 4aCTH Kacarolencs
JIeATeTLHOCTH MYHUIIUTIAIBHBIX yupexaeHnid. Caenatb u3BJICYCHHS U3 TEKCTa
3aKOHA, YKa3aB MYHKT, CTaTbIO.

HanmenoBanmne 3BeueHme TpeboBanme

MMPaBOBOTO aKTa K

CtaThs / MyHKT OpraHu3aIuu
IIeJI0NPOU3BO
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Crpykry
PpHBIA
DJIEMEHT
KOMIICTEC
HIIUH

OreHOUHBIE CpeACTBA O0yUCHUS

peruoHanbHbIMU (cyObekToB PD) opranamu
rocyJapCTBEHHOH BJIACTH U MECTHOTO
CaMOYIIPaBIICHUS

/ICTBa

Teopernueckoe 3ajaHue K JeKIMOHHOMY MaTepuaay Teme 1.1

CocrtaBuTh 10 2 Bompoca K KaxaoMy naparpady temsl. OTBET yKka3aTb B CKOOKaX.
IIpakTnyeckoe 3aganue2

1.U3yunts cripaBounyro uHpopmaiuio: "Cpoku XpaHEeHUS TOKYMEHTOB

opranmzaruit" (MaTepuani noAroToBJICH CHEIUATUCTAMHI

Koncyaprantliroc) http://www.consultant.ru/document/cons_doc LAW 121777/

OTBeThTE HA BOIIPOCHI:

1.1. KakoB cicok nepeuHei, B COOTBETCTBUU C KOTOPBIMU MYHULIUIIATIbHbBIE

YUPEXKJIEHUS MOTYT XPaHUTh JOKYMEHThI? YKa)KUTE MOJIHbIN IEpEUYEHb.

1.2. Ot yero 3aBucUT HaOOp MepeyHel /uisd KOHKpeTHOH opranuzanuu? OTBer

o0ocHoBatk. [IpuBecTu nmpumepsl.

1.3. B kakux HOPMAaTUBHBIX aKTaX MOYKHO HAaliTH YCTAaHOBJIEHHBIE CPOKH XPaHEHUS

nokymeHToB MY? OtBer o0ocHOBath. [IpruBectu mpumepsl.

2. M3yuuts Yka3 [Ipesunenta PO ot 06.03.1997 N 188 (pen. ot 13.07.2015) "O6
yrBepxxaeHnn [lepeuns cBeaeHuit KOHOUIEHIINATBHOTO
xapakrepa http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=L AW&n=
182734&fld=134&dst=1000000001,0&rnd=0.1754227244166473#0936346065175
8608
OTBeThTE Ha BOIIPOCHI:
2.1. Kakue cBeeHust KOHQUIEHIIMAIBHOTO XapaKkTepa MOTYT XPaHHUTh
MyHUIUNATbHBIE YupexxaeHus? OTBeT o00ocHOBaTh. [IpuBecTr mpumepsl.
2.2. Ot 4ero 3aBUCHT HAOOP CBEICHMI KOH(MUIEHIIMATBLHOTO XapakTepa B MY?
OtBet o0ocHOBaTh. [IpuBecTH npuMepsl.

IIpakTHyeckoe 3axanue 4
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Crpykry
PpHBIA
DJIEMEHT
KOMIICTEC
HIIUH

OreHOUHBIE CpeACTBA O0yUCHUS

1. U3yuuts [Ipuka3 Pocapxusa ot 11.04.2018 N 44 "O06 yrBepxxknenuu [IpumepHoii

HHCTPYKIUHU 110 ACTOIIPOU3BOACTBY B IOCYJapCTBCHHBIX

opranmzarusax" (3apeructpupoano B Muntocte Poccun 17.08.2018 N 51922) B

CHCTCMC

Koncynbrantllinroc www.consultant.ru http://www.consultant.ru/document/cons_d

oc_LAW_ 305137/

OTBeTUTH Ha BOIIPOCHI U IPEJICTABUTh UX B CBOOOAHOMN 4acTH TaOIHUIIbL.
Bomnpocel o teme «Opranuzanus J0KyMeHT0000pOoTa MyHULIUIIATIbHBIX

YUPEKICHUN»

Bomnpoc

OTBeT

[TokyMeHTO0060pOoT MY BKIIIOUAET MOCIEe10BaTEIbHOCTD
[lepeMeIeHUI TOKYMEHTOB, a TAK)Ke OIllepalii, COBEPIIAEMbIE C
MOKYMEHTaMH B MPOLIECCE UX CO3/1aHus U ucriosHeHus. HazoBure
BTH OIEPALIUH.

Ha xakue mpHHIIMITBEI ONTUPAETCS OPTaHU3aIUs IOKYMEHTO000pOTa|
BMYVY?

Kak BexyT yuer nokymeHToo0opora B MY?

Kakue 1OKyMEHTHI IONAJaoT B COCTaB BXOJAIIMX U UCXOIALINX
MOKyMeHTOB MVY?

Hro Takoe « MDD O»?

HTo BXOAMT B MOHATHE «KOPPECHOHAEHIMSI» MY ?

Hy>xHO 11 IPOBOAUTH NEPBUUHYIO 00PAOOTKY NEKTPOHHBIX
MOKYMEHTOB?

[[prkazaM u pacriopsiKEHHUSIM 10 OCHOBHOM J€ATENbHOCTH B MY
[[PUCBAUBAIOTCA MOPSAKOBbIE HOMepa? Ciieayer 1u ux
PErUCTPUPOBATH B OT/IEJIBHO, B Pa3HBIX PETUCTPALIMOHHBIX

thopmax?
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Kak oprann3oBaTh JOKYMEHTOOOOPOT MPUCIAHHBIX OYMa)kKHBIX
MOKYMEHTOB, €CJIi B opranuzanuu CI/[?

10

Kakue AOKYMCHTBI MY MOT'YT CO34aBaTbCA, XPAHUTHCS U
MCITI0JIb30BAaThCA UCKIIOYHUTCIIBHO B 3JICKTPOHHOM BI/IZIG? Kaxk
yCTAHOBUTH IICPCUHCHDL OTHUX IIOKYMGHTOB?

11

['ne peructpupyroTcsi IPpOTOKOJIBI 3aCE€JaHHI, COBELIAHU,
[IPOBOJIMMBIX PYKOBOACTBOM OpPraHU3aluu?

12

Kakue TpeOoBaHUs IPEIBABISIOTCS K MapIIpyTaM JBHKESHUS
OpraHyu3alMOHHO-PACIOPAIUTENbHBIX TOKyMeHTOB B COJ1?

13

Hemy nOJIKHO COOTBETCTBOBATH MPOXOKICHUE BHYTPEHHUX
MOKYMEHTOB Ha dTanax uX MOATOTOBKH U 0OPMIICHHS U YeMy Ha
DTare UCIOJIHEHUI?

14

CKOJIBKO pa3 U Iie Hy’)KHO PErMCTPUPOBATh BXOIAIINE
TOKYMEHTBI?

15

Kakyto 3amauy craBuT pykoBoauTenb ciyx0e1 JIOY MY npu
OpraHu3aluy JOKyMEeHTo000poTa?

16

CriefyeT Jii BCeryia COXpaHsITh KOHBEPTHI WM YIaKOBKY
BXOJAIIUX JOKYMEHTOB?

17

Kakue 1onosHUTeNbHbIE TOTOKU HAa0II01al0TCs BHYTPU IOTOKA
BXOJA1IEN ToKyMeHTauuu MVY?

18

Korna Hy»HO 3aperucTpupoBaTh UCXOISIINI JOKYMEHT, €CIIA OH
OBLJT MOJINICAH B KOHIIE pab0Uero JAHs UIU B Hepabouee BpeMs?

19

JTJ1s1 KaKMX UCXOSAIIUX JOKYMEHTOB COCTaBISAIOTCS
CONPOBOUTEIBHBIE MUCbMA?

20

KaxoBa 111 npeBapUTEIbHOIO PACCMOTPEHNUS MTOJIy4aeMbIX
TOKYMEHTOB?

21

Drany nepBUYHOI 00pabOTKH TOKYMEHTOB COOTBETCTBYIOT

HEeCKOJIbKO ornepanuii. HazoBure ux.
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22 Kakue metagannbie BHOCATCS B COJ] 0 BXOIAMIMX M UCXOASALINX
mokyMeHTax MVY?
23 Hrto nenaTh, €Clid Bbl HOJIY4YMIM HECTAHJAPTHOE TI0 BECy, pa3Mepy
M T.II. TOYTOBOE OTIPaBJICHHUE?
24 Hrto nenaTh, €Clid Bbl HOJIYYMIIM I0YTOBOE OTIPABICHUE B
[TOBPEKJICHHON yIIaKOBKe?
25 Crieiyet Jiu JiesaTb KOMUHM UCXOASIUX JOKYMEHTOB?
26 KT0 Takoli OTBETCTBEHHBIN UCIIOJHUTEND J0KyMeHTa? KakoBel ero
0Os13aHHOCTH?
27 [lepen peructpanmeii ucxonsammx 1okyMmeHToB Ciryx0a
NeIoNPON3BOCTBA IPOBEPSIET UX MPaBUIBLHOCTH. Ha uTo
KOHKpETHO oOpaiaercsi BHUMaHue?
28 HazoBuTe cpeacTBa CBSA3M /IS IOCTABKU U OTIPABKU JJOKYMEHTOB
MYV B opraHu3anuy 1 oprassl BJIacTH.
29 KTo pa3zpabarbiBacT MapuIpyThl JBHKECHUS
OpraHN3alMOHHO-PACTIOPSAUTENBHBIX TOKyMeHTOB st COL MVY?
30 Ha3zoBuTe 11ens opranusaiuu JOKyMeHToo0opoTa B MVY.
31 Kak MOryT perucTpupoBaThcsi BHyTpEHHHE JOKYMEHTHI?
BrnaneTts | - BO3MOXHOCTHIO MEXIUCITUTUIMHAPHOTO

MPUMEHEHHUS TPaXKTAHCKO-TIPABOBBIX OCHOB B
cdepe cucTeMBbl TOCYAapCTBEHHOM BIIACTH Ha
dbenepanbHOM U peruoHaibHOM (CyObekToB PD)
YPOBHSX, OCHOBBI MECTHOTO CaMOYTIPABIICHUS;

- IpoheccCHOHANIBHBIM SI3BIKOM B chepe
OpraHu3aIiy CUCTEMbI TOCYIAPCTBEHHOHN BJIACTH

IIpakTnyeckoe 3aganue Ne 1
1. U3yuuts 'K PO B yactu kacaronieics IeaTeIbHOCTH MyHULIMTATbHBIX
yupexaeHui. Cnenars U3BJI€UEHUS U3 TEKCTA 3aKOHA, YKa3aB MyHKT, CTaThIO, YacTh.
2.M3yunts @3 "O HEKOMMEpPUYECKUX OpraHu3anusix" B 4acTH Kacarolencs
JIeATETbHOCTH MYHULIMIAIBHBIX YupexaeHni. Caenarb U3BJICYEHUS U3 TEKCTa

3aKOHAa, YKa3aB MYHKT, CTAaTbIO.
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Ha (peneparTbHOM U peruoHATBHOM (CyOBeKkTOB PD)
YPOBHSIX, OCHOBBI MECTHOI'O CaMOYIIPABJICHUS;

- HaBBIKAMHU pabOThI C UCTOYHUKAMH
roCyIapCTBEHHOTO U MYHMIIMIIAJILHOTO IIpaBa

- HaBbIKaMU aHaJIM3a Pa3INYHbIX IPABOBbIX
SBJICHUH, FOPUINYECKUX (PAKTOB, IPABOBBIX HOPM U
IIPABOBBIX OTHOLIEHUH B chepe opraHuzanuu
CUCTEMBI TOCYJaPCTBEHHOM BJIACTU Ha
denepaibHOM U peruoHaIbHOM (CyOBheKTOB PD)
YPOBHSX, OCHOBBI MECTHOT'O CAMOYIIPaBJIEHUS,
ABJIAIOIIUXCSI 00bEKTaMU MTPOodeccuoHaTbHOM
JEATENILHOCTH; aHAJIN3a IIPaBONPUMEHUTEIBbHON U
[IPaBOOXPAHUTENBHOM MPAKTUKU; pa3pelieHus
IPaBOBBIX NMPOOJIEM U KOJTU3UH B 00JacTn
roCy/1apCTBEHHOTO U MYHMIIMIIAJILHOTO MpaBa

- crioco0amMM COBEPIICHCTBOBAHUS
po(hecCHOHANIBHBIX 3HAHUN U YMEHUH ITyTeM
UCIIOJIb30BaHUS BO3MOKHOCTEN MH(POPMALIMOHHON
CpeJibl

l13BncueHme TpeboBanue k opr

JICJIOITPON3BOJICTBY

HanMeHoBaHMe paBOBOIO aKTa
Ctathsi / MyHKT

AHU3alluH

Teopernyeckoe 3ajaHue K JeKIIMOHHOMY MaTepuay Teme 1.1
CocrtaBuTh 10 2 Bompoca K KaxaoMy naparpady temsl. OTBET yka3aTh B CKOOKaX.

IIpakTHyeckoe 3axanue
1.M3yuuth cripaBouHyto HHpopMaruto: "Cpoku XpaHeHHs JOKYMEHTOB
opranuzaruit" (MaTepuani moAroToBJICH CHEIHATUCTAMHI
Koucynpsrantllntoc) http://www.consultant.ru/document/cons_doc LAW_121777/
OTBeThTE HA BOIIPOCHI:
1.1. KakoB cicok nepeuHei, B COOTBETCTBUU ¢ KOTOPBIMU MYHULIUIIAIbHbBIE
YUPEXKJIEHUS MOTYT XPaHUTh JOKYMEHTBI? YKaXHUTE MOJIHbII TepeueHb.
1.2. Ot yero 3aBucUT HAOOp MepeyHe /uisd KOHKpeTHO! opranuzanuu? OTBer
o0ocHoBate. [IpuBecTu mpumepsl.
1.3. B kakux HOPMAaTUBHBIX aKTaX MOYKHO HAaliTH YCTAaHOBJIEHHBIE CPOKH XPaHEHUS
nokymeHToB MY ? OtBet o0ocHOBaTh. [IprBecTu npuMepsi.

2. M3yuuts Yka3 [Ipesunenta PD ot 06.03.1997 N 188 (pen. ot 13.07.2015) "O6
yrBepxxaeHnn [lepeuns cBeaeHnit KOHQUIEHINATBHOTO

xapakrepa http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=L AW&n=
182734&f1d=134&dst=1000000001,0&rnd=0.1754227244166473#0936346065175
8608

OTBeTbTE HA BOIIPOCHI:

2.1. Kakue cBeeHust KOH(QUIEHIIMAIBHOTO XapaKkTepa MOTYT XPaHHUTh



https://newlms.magtu.ru/mod/assign/view.php?id=724215
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MYyHHIIHTNIATbHBIC yupexkaeHus? OTBer 000cHoBaTh. [IpuBecTr mpuMepsl.
2.2. Ot 4ero 3aBUCHT HaOOP CBEICHHMI KOHMUICHIINAILHOTO XapakTepa B MY?
OtBet o6ocHoBaTh. [IpuBecTu npuMepsl.

IIpakTnyeckoe 3ajaHue 1o reme 3
ITonp3ysick IIpuMepHON HHCTPYKLIMHU IO IEIOINPOU3BOJCTBY B FOCYAaPCTBEHHBIX
opranuzanusx (2018), o0mepocciiCKuMI 1 BEIOMCTBEHHBIMU TIEPEYHSIMU,
ykazami [Ipesunenta PO u np. aktamu, HOArOTOBUTH (PparMeHT UHCTPYKLIUU 110
JIETIONIPOU3BOJICTBY, KACAIOIIMICS OPraHU3alliy ONIEPATUBHOIO XPAHEHHUS
JIOKYMEHTOB MYHHUIIMIIATBHOTO YUpekaeHus (yKazarh cepy) 10 nepeadn ux Ha
XpaHEHHUE B apXUB WK YHUYTOXKEHUE.
Memoouueckue ykazanus
IIpu cocraBiieHNM POEKTA YYUTHIBATh OPTaHU3ALUIO ONIEPATUBHOIO XPAHEHUS
JIOKYMEHTOB, OTHOCSIIUXCS K CBEIEHUAM KaTErOpUU OrPaHUYEHHOTO AOCTYIIA.
Tun yupexneHus BbIOUpAeTCsl B COOTBETCTBUU ¢ TUIIOM MY, BBIOpaHHOTO B
KOHTPOJIbHOM paboTe.
Hcrounukn:

1. ITpuxa3 Pocapxusa ot 11.04.2018 N 44 "O06 yrBepxaeauu [IpumepHoit
MHCTPYKLUH IO JEJIONPOU3BOACTBY B TOCYIaPCTBEHHBIX OpraHu3alusix"
(3apeructpupoBano B Munrocte Poccun 17.08.2018 N 51922)

2. CrpaBouHast uHpopmanus: "[lepedeHb HOPMATUBHBIX aKTOB, OTHOCSIINX
CBEJICHMSI K KaTEropuH orpaHuueHHoro nocryna" (Marepuas noaroToBieH
cnenuanucramu Koncynsrantllnoc.

URL: http://www.consultant.ru/document/cons_doc_LAW_ 93980/
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KonrpoabHasi padora «J/1eJJonpou3B0JACTBO MYHHIIMIIAJILHBIX YYD EXKIeHU)

ITK-6 cnoco0HOCTHI0O AHAIM3UPOBATH CUTYAI[HI0 HA PhIHKe MH(POPMALMOHHBIX MPOAYKTOB H YCJIYT, 1aBATh IKCIEPTHYIO OLIEeHKY
COBPEMEHHBIM CHCTEMaM JIEKTPOHHOI'0 JOKYMEHT0000pPOTa U Be/leHHs 3J1eKTPOHHOI0 apXHBa

3HaThb oIpeziesieHusl IPOLECCOB aHAIU3UPOBATh WHupopmaninoHHble pecypchl OPraHoOB rOCYAAPCTBEHHON M MyHMIIMIIAJILHOW BJIACTU
CUTYAallMIO HA PhIHKE HH(POPMALIMOHHBIX U yIIpaBJICHHUS.
IPOJYKTOB U yCIyT Oco0OeHHOCTH cUCTEMATHU3AIMH JOKYMEHTOB MYHULIUIIAIBHOIO YUPEKICHUS.
Homenknartypa iein MyHULIMIAIBHOTO yupexaeHus. O01as XxapakTepucTHKa.
HopmaTtuBHo-nipaBoBasi 0a3a opraHu3aluu JEJIONPOU3BOACTBA MYHUIUIAIbHBIX
YUpEkKAECHUHN BBIOPAaHHOI'O THIIA.
Ymetp KOPPEKTHO BbIpaXaTb U apryMEHTHPOBaHHO IIpakTHyeckoe 3aganue no reme 3
000CHOBBIBaTh MOJIO’KEHUS criocobHocTH | [Tonp3ysce [IpuMepHON HHCTPYKIIMU 1O JEIONPOU3BOICTBY B TOCYIaPCTBEHHBIX
AHAJIN3UPOBATH CUTYaLUIO Ha pbiHKe | opranuzanusx (2018), obumepoccuiickuMu 1 BEJOMCTBEHHBIMU NIEPEUHSIMU,

MH(OPMALIMOHHBIX MPOAYKTOB M YCIYT, JaBaTh
JKCIIEPTHYIO OLEHKY COBPEMEHHBIM CHUCTEMaM
AJIEKTPOHHOI'O JOKYMEHTO0O0OpOTa M  BEJIEHUs
JJIEKTPOHHOI'O apXUBa.

ykazamu [Ipesunenra PO u np. akramu, OArOTOBUTH (ParMEHT UHCTPYKIIUHU IO
JIEJIONPOU3BOJCTBY, KaCAIOLUICS OPraHN3alMN ONIEPAaTUBHOIO XPaHEHHUSI
JIOKYMEHTOB MYHUIIMTIATBHOIO yUpekIeHHs (yKa3aTh chepy) 10 nepeadn ux Ha
XpaHEHUE B ApXUB WJIM YHUUTOXKECHHUE.

Memoouueckue ykazanus

ITpu cocTaBiieHNN IPOEKTA YYUTHIBATH OPraHU3ALMIO ONIEPATUBHOTO XPaHEHUs
JIOKYMEHTOB, OTHOCSIIIUXCSI K CBE/IEHUSIM KaTerOpUU OrPaHUYEHHOIO JOCTYIIA.
Tun yupexaeHus: BBIOMpaeTcss B COOTBETCTBHM ¢ TUIIOM MY, BEIOpaHHOTO B
KOHTpPOJIbHOM pabore.

Hcrounuku:

1. Ilpuka3 Pocapxusa ot 11.04.2018 N 44 "O6 yrBepxnenun [Ipumepnoit
WHCTPYKIIUH TI0 ICJIOMPON3BOJICTBY B TOCYAAPCTBEHHBIX OpTraHU3aImsx"
(3apeructpupoBano B Munrocte Poccun 17.08.2018 N 51922)
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2. CnpaBounas nnpopmanus: "llepedeHb HOPMATUBHBIX aKTOB, OTHOCSIIIUX

CBEJICHMSI K KaTEropuu orpaHudeHHoro pocrtyna" (Marepuani nmoaroToBjieH

cneruanucramu Koncynsrantllnoc.

URL: http://www.consultant.ru/document/cons_doc_LAW_93980/
IIpakTuyeckoe 3aganue 4

1. Uzyuuts [Ipukas Pocapxusa ot 11.04.2018 N 44 "O6 yrBepxkaenuu [lpumepnoit

MHCTPYKLUU IO JEJIONPOU3BOJCTBY B TOCYIaPCTBEHHBIX

opranm3anusax" (3apeructpupoano B Muntocte Poccun 17.08.2018 N 51922) B

CUCTEME

KoncyaprantlIitroc www.consultant.ru http://www.consultant.ru/document/cons_d

oc_ LAW_305137/

OTBeTUTH Ha BOMIPOCH U MIPEJICTABUTH UX B CBOOOAHON 4aCcTH TaOIHUIIBL.

Bonpocsl o Teme «Opranusanus 10KyMeHTo000poTa MyHUIIUIATIbHBIX

PEXKIACHUIN»

No Bomnpoc OTBeT
[1.m.

JToxymenT0000pOoT MY BKIIIOYAET MOCIIEI0BATETLHOCTh
[epeMeNIeHNI JOKYMEHTOB, a TaK)Ke ONEepallly, COBEpIIAeMbIE C
MTOKYMCHTAMH B ITPOLECCCE X CO3AaHNA U UCITOJITHCHUS. Hazosure
PTH ONEpalnH.

2 Ha xakue mpUHIIUIIBI OMUPAETCsl OPTaHU3AIHS TOKYMEHTO000pOoTa
B MVY?

3 Kak BeyT y4yer JoKkyMmeHToobopota B MY?

4 Kakue TOKyMEHTHI MOMAAal0T B COCTAB BXOSIINX M HCXOISTITIX
mokymeHToB MVY?

5 Uto Takoe «MDJ1O»?

6 UTO BXOAWT B MOHATHE «KOPPECTIOHAEHIIN MY ?

/ Hy>kHO 11 IPOBOIUTH NEPBUYHYIO 00PaOOTKY AICKTPOHHBIX
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ITOKYMEHTOB?

[IpukasaM 1 pacopsKEHUSM 110 OCHOBHOM J€ATEIbHOCTH B MY
[IpYCBaMBaIOTCs MOPsAKOBbIE HOMepa? Crenyer au ux
[PETUCTPUPOBATE B OTACIIBHO, B PA3HBIX PErUCTPALMOHHBIX
bopmax?

Kak oprann3oBaTh JOKYMEHTOOOOPOT IMPUCIAHHBIX OyMa)kKHBIX
ITOKYMEHTOB, €ciid B opranuzauuu COJ1?

10

Kakne nokymeHnTsl MY MOTyT CO371aBaThCs, XPAHUTBCS U
MICII0JIb30BaThCSl UCKIIOYUTEIBHO B AJIEKTPOHHOM Bue? Kak
yCTAaHOBUTBH TE€PEUYEHb ITUX JOKYMEHTOB?

11

['ie perucTpupyroTcs IPOTOKOJIBI 3aCElaHni, COBELIaHM,
[IPOBOAMMBIX PYKOBOJICTBOM OpraHU3aluu?

12

Kakue TpeOoBaHMs NPeIbIBIAIOTCA K MapIIpyTaM JIBUKECHUS
OpraHU3alMOHHO-PACIOPSAUTENbHBIX JOKyMeHTOB B COJ1?

13

Uemy TOJDKHO COOTBETCTBOBATH MPOXOKICHUE BHYTPEHHHUX
ITOKYMEHTOB Ha dTanax UX MOATOTOBKH M 0(OPMIICHHS U YeMy Ha
bTare UCHoJIHEHUd?

14

CKOJIBKO pa3 U rie Hy’KHO PErUCTPUPOBATH BXOASAIINE
ITOKYMEHTBHI?

15

Kakyto 3a1a4y cTaBUT pyKoBoAMTENb CIyx0b1 IOY MY npu
OpraHu3aluy JOKyMeHToo0opoTa?

16

Crnenyer jau BCera COXpaHsTh KOHBEPTHI UJIU YITAKOBKY
BXOJIAIINX TOKYMEHTOB?

17

Kakue 1onoaHUTeNbHbIE MOTOKU HA0JI0Ial0TCs BHYTPU IOTOKA
BXOJA1IEN ToKyMeHTauuu MVY?

18

Koraa Hy»HO 3aperucTpupoBaTh UCXOIAIIUN JOKYMEHT, €CIIU OH
ObUI OJMCaH B KOHIIE paboyero 1Hs Win B Hepabouee Bpemsi?

19

JISI KaKMX UCXOOAINX JOKYMCHTOB COCTABJIAIOTCA
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CONPOBOUTENIbHBIE MHUChMa?

20 KakoBa 11eJ1b mpeiBapuTeIbHOTO PACCMOTPEHHS MOTYyYaeMbIX
ITOKYMEHTOB?

21 (DTany nepBUYHON 00pabOTKH JOKYMEHTOB COOTBETCTBYIOT
HEecKoJIbKO onepanuid. HazoBute ux.

22 Kakue meragannbie BHOCATCS B COJl 0 BXOIAMIMX U UCXOISAIINX
mokymeHTax MVY?

23 UTto nenatb, €Ciu BbI MOJYYUIIM HECTAaHIAPTHOE IO BECY, pa3Mepy
1 T.I1. TIOYTOBOE OTHpaBJICHUE?

24 Uto nenaTh, €CIIK Bl MOIYYHIIN TIOYTOBOE OTIIPABICHHUE B
MOBPEXXICHHOHN ynakoBke?

25 Crenyer JIu 1enaTh KOMUU UCXOJAIIUX TOKYMEHTOB?

26 KTO Takol OTBETCTBEHHBIN UCIIOIHUTEND TOKyMeHTa? KakoBbl ero
00s13aHHOCTH?

27 [lepen peructpanueit HCXoAsIUX TOKyMeHTOB Ciyx06a
eTONPOU3BO/ICTBA IPOBEPSET UX MpaBMIIbHOCTH. Ha uro
KOHKpETHO oOpaliaercsi BHUMaHue?

28 Ha3zoBuTe cpeacTBa CBsI3U /7S TOCTAaBKU U OTIPABKU JTOKYMEHTOB
MYV B oprann3anuu 1 Oprassl BIACTH.

29 KTo pa3pabarbiBaeT MapmIpyThl JBHKEHUS
OpraHu3aIMOHHO-PACHOPSAUTENBHBIX TOKYMEHTOB 11t COJL MVY?

30 HazoBwuTe 11€71h Opranu3anuu J0KyMeHToo00poTa B MY.

31 Kak MOTyT perucTpupoBaThCsi BHYTPEHHHE JOKYMEHTHI?




Crpykry

PpHBIA
BJIEMEHT o 5
KOMIIETE LICHOYHBIE CPEACTBA O0yUYEHUS
130002071
Bnaners | cocobamu COBEPLICHCTBOBAHHUS IpakTHyeckoe 3aJanue mo reme 3

npoeCCUOHATBHBIX 3HAHMW M yMEHUH myTem
UCTIOJIB30BaHUSI BOZMOXKHOCTEH MH(OPMAIIMOHHON
Cpelpl IpU aHaJIM3€ CUTyallud Ha pBbIHKE
UHPOPMALMOHHBIX MPOAYKTOB M YCIYT, Jadu
JKCIIEPTHON OLEHKH COBPEMEHHBIM CHCTEMaM
JIEKTPOHHOI'O  JIOKyMEHTOO0OpOTa U  BEAEHUS
3JIEKTPOHHOT'O apXHBa.

ITonb3ysice IIpuMepHONM HHCTPYKLIMHU IO IEIOINPOU3BOJICTBY B FOCYAaPCTBEHHBIX
opranuzamusx (2018), o0mepoccniickuMu 1 BEIOMCTBEHHBIMH TIEPEYHSIMU,
ykazami [Ipesunenta PO u np. aktamu, HOArOTOBUTH (PparMeHT HHCTPYKIMUHU IO
JIETIONIPOU3BOJICTBY, KACAIOIIMICS OPraHU3alliy ONIEPATUBHOIO XPAHEHHUS
JIOKYMEHTOB MYHHUIIMIIAIBHOTO YUpekaeHus (yKazark cepy) 10 nepeadn ux Ha
XpaHEHHUE B aPXUB WM YHUYTOKEHUE.

Memoouueckue ykazanus

IIpu cocraBiieHNM NPOEKTA YUUTHIBATH OPTAaHU3ALUIO OIIEPATUBHOIO XPAHECHUS
JIOKYMEHTOB, OTHOCSILMXCSI K CBEIEHUSIM KaT€rOPpUU OrPaHUYEHHOIO JOCTYIA.
Tun yupexneHus BbIOUpPAETCsl B COOTBETCTBUU ¢ TUIIOM MY, BHIOpaHHOTO B
KOHTPOJIbHOM paboTe.

Hcrounukn:

1. ITpuxa3 Pocapxusa ot 11.04.2018 N 44 "O06 yrBepxaeauu [IpumepHoit
MHCTPYKIIUU 110 I€JIONPOU3BOJICTBY B TOCYAAPCTBEHHBIX OpraHU3alusix"
(3apeructpupoBano B Munrocte Poccun 17.08.2018 N 51922)

2. CrpaBoyHast uHpopmanus: "[lepedeHb HOPMATUBHBIX aKTOB, OTHOCSIINX
CBEJICHMSI K KaTErOpuu orpaHuueHHoro gocryna" (Marepuan nmoaroTosieH
cnennanucramu Koncynsrantllitoc.

URL: http://www.consultant.ru/document/cons_doc_LAW_ 93980/

ITK-20 cnoco0HOCTHI0 HCN0JIB30BATH NPABHJIA OPTaHU3AlMHU BCeX ITANOB PadoThl ¢ JOKYMEHTAMHU, B TOM YHCJI¢ apDXUBHBIMH JOKYMEHTAMHU

3HaTh

OMpEeaACIICHUA IMPOUCCCOB OpraHnu3alliu BCEX
9TaIlOB pa6OTBI C JOKYMCHTaMH, B TOM YHCJIC
APXUBHBIMU JOKYMCHTAMU,

Bomnpocsl k 3auery

7. Opranu3zanus 3TanoB padoThI C TOKyMEHTaMHU, B TOM YHUCIIE€ apXUBHBIMU
JIOKYMEHTaMH, B MYHULIAIIAJIbHBIX YUPEKICHUAX.

8. Opranuzanys JOKYMEHT0000pOTa B MyHUIIUIAJIBHBIX YUPEKICHUSIX



https://newlms.magtu.ru/mod/assign/view.php?id=714803
http://www.consultant.ru/document/cons_doc_LAW_93980/

Crpykry

PpHBIA
JJIEMEHT 0 6
KOMIICTE LIEHOYHBIE CPeJICTBA O0yUEHUs
HIUU
13. VYipasieHrne MyHULUMIIAIbHBIMY 3aKyIIKaMU U JEJIOIPOU3BOACTBO MY.
14. Oco0eHHOCTH CUCTEMATU3alUK JOKYMEHTOB MYHUIMIIAIbHOIO YUPEKIECHUS.
20. Opranu3zaiys onepaTUBHOIO XpaHEHHs JOKYMEHTOB MYHUIIMIIAIbHbBIX
yUpeKAEeHUHN BHIOPAaHHOI'O THUIIA.
21. Opranu3zaiys CNoJb30BaHus JOKYMEHTOB MyHUIIMIAIBHBIX YUPEXKACHUM
BBIOPAHHOTO THUIIA.
23. PexkoMenaanuu 1o opraHu3anuu AeJ0NPOU3BOACTBA MYHUIIUIIAIbHBIX
yUpEekKAECHUN BHIOPAaHHOI'O THIIA.
YmeTh IpuoOpeTaTh 3HaHUS B 00JIACTU UCIIOJIb30BAHUS IIpakTHyeckoe 3a1anue no reme 3

IMpaBUJI OpraHru3al BCCX 3TAIIOB pa6OTBI C
JOKYMECHTAMH, B TOM YHUCJIC apXHWBHBIMU
AOKYMCHTaMH,;

ITonp3ysick I[IpuMepHONM HHCTPYKIIMHU T10 I€JIONPOU3BOJICTBY B TOCYAAPCTBEHHBIX
opranu3zanusax (2018), o01epoccuiickuMu U B€IOMCTBEHHBIMU MTEPEYHSIMU,
ykazamu IIpesunenta PO u ap. akramu, HOArOTOBUTH (PpAarMeHT HHCTPYKLHUH 110
AEJIONPOU3BOACTBY, KACAIOLIUICA OPraHU3ALMH ONEPATHBHOIO0 XpPaHEHU s
AOKYMEHTOB MYHHUIMIIAJTbHOIO YUpesKAeHus (YKa3aTh cepy) 10 nmepesavu ux
HA XpaHEHHE B AaPXMB WJIM YHHMYTOKEHUeE.

Memoouueckue ykazanus

IIpu cocraBiieHNM POEKTA YYUTHIBATh OPTaHU3ALUIO ONIEPATUBHOIO XPAHEHUS
JIOKYMEHTOB, OTHOCSIIUXCS K CBEICHUAM KaTErOpUU OITPaHUYEHHOTO AOCTYIIA.
Tun yupexneHus BIOMpAeTCsi B COOTBETCTBUU ¢ TUIIOM MY, BBIOpaHHOTO B
KOHTPOJILHOM paboTe.

Hcrounukn:

1. ITpuxa3 Pocapxusa ot 11.04.2018 N 44 "O6 yrBepxaeauu [IpumepHoit
MHCTPYKLUH TI0 JEJIONPOU3BOACTBY B TOCYIaPCTBEHHBIX OpPraHU3alusix"
(3apeructpupoBano B Munrocre Poccun 17.08.2018 N 51922)

2. CrpaBouHast uHpopmanus: "[lepedeHb HOPMATUBHBIX AKTOB, OTHOCSIIIUX
CBEJICHMSI K KaTErOpuu orpaHuueHHoro nocryna" (Marepuan nmoarotosieH
cnenuanucramu Koncynsrantllnoc.



https://newlms.magtu.ru/mod/assign/view.php?id=714803

Crpykry

PpHBIA
DJICMCHT O 6
KOMIIETE LHCHOYHBIC CPCACTBA OOYUYCHHA
HIIUAU
URL.: http://www.consultant.ru/document/cons_doc_LAW_ 93980/
BJ'Ia,Z[eTB OCHOBHBIMHU MCTOJaMU PCIICHUA 3a/1a4 B 06J'IaCTI/I HDaKTI/I‘IECKOG 3aIaHUE 4

MCIIOJIb30BaHMS TPABUII OPTAHU3AIMU BCEX ITAIOB
paboThI C TOKYMEHTaMH, B TOM YHCII€ apXUBHBIMH
JIOKYMEHTaMU;

1. Uzyunts [Ipukas Pocapxusa ot 11.04.2018 N 44 "O6 yrBepxkaenuu [Ipumeproit
MHCTPYKIUU IO JEJIONPOU3BOJICTBY B TOCYIaPCTBEHHBIX
opranmzarusax" (3apeructpuporano B Muntocte Poccun 17.08.2018 N 51922) B

CHUCTCMC

Koncynprantllinroc www.consultant.ru http://www.consultant.ru/document/cons_d
oc_LAW 305137/

OTBeTUTH Ha BOIIPOCH U IPEJICTABUTh UX B CBOOOAHON 4acTH TaOIHUIIbI.
Bomnpocsl no teme «Opranuzanus J0KyMEHTO000pOTa MyHUITUTIATBHBIX

YUPEKICHUN»
No Borpoc OTBer
[1.1.

JToxymenTo000pOoT MY BKIIIOYAET MOCIIEI0BATETLHOCTh
[epeMeNIeHNI JOKYMEHTOB, a TaK)Ke ONEepalliK, COBEPIIAEMbIE C
MTOKYMCHTAaMH B ITPOLECCCE X CO3AaHNA U UCITOJITHCHUSA. Hazosure
PTH ONEpalnH.

2 Ha xakue npUHLIKITBI OMUPAETCsl OpraHu3alus JOKYyMEHTO000pOoTa
B MV?

3 Kax BenyT yueT nokymeHToob6opora B MY?

4 Kakue TOKyMEHTHI IONAJa0T B COCTaB BXOIAIINX U UCXOIALINX
ToKymMmeHTOB MV ?

5 Uto Takoe «MDJ1O»?

6 UTO BXOOUT B OHATHE «KOPpPECHOHAEHIMSI» MY ?

U Hy>xHO 111 IPOBOANUTH NEPBUUHYIO 00PA0OTKY NEKTPOHHBIX

ITOKYMEHTOB?



http://www.consultant.ru/document/cons_doc_LAW_93980/
https://newlms.magtu.ru/mod/assign/view.php?id=716049
http://www.consultant.ru/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_305137/

Crpykry
PpHBIA
DJIEMEHT
KOMIICTEC
HIIUH

OreHOUHBIE CpeACTBA O0yUCHUS

[IpukasaM U pacopsKEHUSM 110 OCHOBHOMU J€ATEIbHOCTH B MY
[IPYCBaMBAIOTCs MOPSAAKOBbIE HOMepa? Crenyer au ux
[PETUCTPUPOBATH B OTACIIBHO, B PA3HBIX PErMCTPALMOHHBIX
dhopmax?

Kak oprann3oBaTh JOKYMEHTOOOOPOT IMPUCIAHHBIX OyMa)kKHBIX
ITOKYMEHTOB, €ciid B opranuzauuu COJ1?

10

Kaxne AOKYMCHTBI MY MOT'YT CO34aBaTbCA, XPAHUTHCS U
M CI10JIb30BATHCS UCKIIIOUUTCIIBHO B 3JICKTPOHHOM BI/I[[G? Kaxk
YCTAHOBUTHL MNCPCUYCHb 9TUX ,I[OKYMGHTOB?

11

['1e perucTpupyroTCsi IPOTOKOJBI 3aCE€JaHHI, COBELIAHU,
[TPOBOJIMMBIX PYKOBOACTBOM OpPTraHU3alun?

12

Kaxue TpeboBaHus MPEIbABISAIOTCS K MaplIpyTaM JBHKEHUS
OpraHU3allMOHHO-PAaCIOPSAUTEIBHBIX JOKYMEHTOB B COJ1?

13

Uemy TOJDKHO COOTBETCTBOBATH MPOXOKICHUE BHYTPEHHUX
ITOKYMEHTOB Ha dTanax UX MOATOTOBKH M 0(OPMIICHHS U YeMy Ha
bTare UCHoJIHEHUd?

14

CKOJIBKO pa3 U I'Zie Hy’KHO PETUCTPUPOBATh BXOAIINE
ITOKYMEHTBI?

15

Kaxyro 3aiauy ctaBuT pykoBoautenb ciiyx0b1 JIOY MY npu
OpraHu3aIyy JTOKyMeHToo0opoTa?

16

Crnenyer au Bcera COXpaHsITh KOHBEPTHI WU YITAKOBKY
BXOJAIINX JOKYMEHTOB?

17

Kakue 1onoaHUTeNbHbIE MOTOKK HA0JI0Ial0TCsl BHYTPU IOTOKA
BXOA1IEN ToKyMeHTauuu MVY?

18

Korna Hy>KHO 3aperiucTpupoBaTh UCXOMSIINN JOKYMEHT, €CITH OH
OBLIT TIOJINKMCAH B KOHIIE pabouero THS WK B Hepabouee Bpemsi?

19

I[J'ISI KaKuX UCXOAAIUX TOKYMCHTOB COCTABJIAIOTCS
COITPOBOJUTCIIBHBIC micbma’?




Crpykry

PpHBIA
JIIEMEHT 0 6
COMIIETE LIEHOYHBIE CPEeCTBA 00yUeHUs
HITNH

20 KakoBa 11eJ1b peiBapuTeIbHOTO PACCMOTPEHUS MOTYyYaeMbIX
ITOKYMEHTOB?

21 OTany nepBUYHON 00pabOTKHU JOKYMEHTOB COOTBETCTBYIOT
HECKOJIBKO onepauunii. HazoBure ux.

22 Kakue meragannbie BHOCATCS B COJl 0 BXOISIIMX M UCXOISIIIX
mokymeHnTax MVY?

23 Yro menark, €CIU BBI MOJYYHUIH HECTAaHIAPTHOE IO BECy, pa3Mepy
1 T.II. IOYTOBOE OTIPaBJICHHUE?

24 Yro menark, €CIU BBI MOJYYHUIH IOYTOBOE OTIIPABIICHUE B
[MOBPEXAECHHON YIIaKOBKe?

25 Crenyer Ju 1enaTh KOMUK UCXOJAIIUX JOKYMEHTOB?

26 KTO Takoi OTBETCTBEHHBIN MCIIOIHUTENb JOKyMeHTa? KakoBsl ero
00s13aHHOCTH?

27 [lepen peructpanueit ucxoaamumx JokymeHToB Ciyx0a
ITEeTOTIPON3BO/ICTBA IPOBEPSET UX MPaBMIIbHOCTH. Ha uTo
KOHKPETHO 00Opalaercs BHUMaHue?

28 HazoBuTe cpeicTBa CBSI3M IS TOCTABKU U OTIPABKU JIOKYMEHTOB
MY B opranuzanuy ¥ oprassl BJIacTH.

29 KTo pa3pabarbiBaeT MapmIpyThl JBHKEHUS
OpraHu3aIMOHHO-PACHOPSAUTENBHBIX TOKYMEHTOB 11t COJI MVY?

30 Ha3zoBuTe 11€716 Opranuszanuu J0KyMeHToobopoTta B MY.

31 Kak MOTyT perucTpupoBaTbCsi BHyTPEHHHE TOKYMEHTHI?

KOHTDOJ]I)HaH paﬁoTa «I[CJIOIIDOI/[Z}BO)]CTBO MVYHHUIIMITAJIbHBIX V‘lpB)Kl]BHHi;I»

I1K-26 Bi1ageHHeM HaBbIKaMHU 00pa0dOTKHU JOKYMEHTOB HA BceX 3Tanax JI0KyMeHT0000poTa, CHCTeMAaTH3allUH, COCTABJIeHU HOMEHKJIATYPbI
aen

3HaTh ‘ orpeziesieHus: IPOIEcCOB 00pabOTKU JOKYMEHTOB ‘ Bonpocsl k 3auety




Crpykry
PpHBIA
DJIEMEHT
KOMIICTEC
HIIUH

OreHOUHBIE CpeACTBA O0yUCHUS

Ha BCEX ATanax JOKyMEHTO000poTa,
CUCTEMAaTU3alllH, COCTaBIICHUSI HOMEHKJIATYPBI
ACT;

6. HudopmanroHHbIe pecypchl OpraHOB rOCy1apCTBEHHOW U MyHHIIUTIAIBHOM
BJIACTH U yIIPaBJICHUS.

7. Opranu3zanus 3TanoB paboTsl C JOKYMEHTaMHU, B TOM YHCJIE apXUBHBIMU
JIOKYMEHTaMH, B MyHULIUNAJIBHBIX YUPEKICHUSAX.

8. Opranuzanys JOKyMEHTO000pOTa B MyHUIIMITAJIBHBIX YUPEKIACHUSIX

13. VYnpaBieHne MyHULIUIIAIbHBIMU 3aKyIKaMH U 1€J0IPOU3BOACTBO MY .

14. Oco0OeHHOCTH cHCTEMAaTU3alUU IOKYMEHTOB MYHULIUIIAIIBHOTO YUPEXKICHUS.
15. Homenknarypa aen MyHULIMIaabHOTO yupexxaeHus. OOmas
XapaKTepUCTHKA.

16. WHcTpyKLus 1O AETONPOU3BOACTBY MYHUIIMIIATIBHOTO yupexaeHus. Oomas
XapaKTepUCTHKA.

17. HopmartuBHo-1ipaBoBas 0a3a opraHu3aiim JeJI0Nporu3BOCTBA
MYHUIMNAJIBHBIX YUPEXKACHUN BHIOPAHHOTO TUIIA.

18.  JlokyMeHTUpOBaHHE JeSITeIbHOCTH MyHUIIUNATBHBIX YUPEKACHUN
BbIOpaHHOTO TUIIA.

19. Opranuzanus J0KyMEHTO000pOTa MyHUIIUTIAIBHBIX YUPEXKACHUN
BbIOpaHHOTO TUIIA.

20. Opranuzanys onepaTUBHOIO XpaHEHNs JOKYMEHTOB MYHUIIMIIAIbHBIX
YUpeXJIeHU! BBIOPAaHHOT'O THIIA.

21. Opranuzanys UCnoJb30BaHus JOKYMEHTOB MyHUIIMIIAIBHBIX YUPEXKACHUN
BbIOpaHHOTO TUIIA.

22. OO611ast XapakTepUCTUKA TOKYMEHTAIbHOTO (POHIa U HOMEHKJIATYphI Jel
MYHHUIIMMATIBHBIX YIPEXKACHUNH BHIOPAHHOTO THIIA.

23. PexoMenaanuu 1o opraHu3anuu AeJ0NPOU3BOACTBA MYHUIIMIIAIbHBIX
yUpeXJIeHU BRIOPAaHHOTO THIIA.

YMmeTn

KOPPEKTHO BbIpaXaTb U apryMEHTHPOBAHHO
000CHOBBIBaTh TOJIOKEHUS o0paboTku
JJOKYMEHTOB Ha BCEX 3Tamax JOKYMEHT0000poTa,

IIpakTnyeckoe 3ajanue no reme 3
[Tonw3ysce [IpruMepHO HHCTPYKIHUH O IEIOMPOU3BOICTBY B TOCYIapPCTBEHHBIX
opranuzaiusx (2018), o6mepoccuiickuMu ¥ BEJIOMCTBEHHBIMU EPEYHSIMU,



https://newlms.magtu.ru/mod/assign/view.php?id=714803
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KOMIICTEC
HIIUH

OreHOUHBIE CpeACTBA O0yUCHUS

cucreMaru3sanuu, COCTAaBJICHUA HOMeHKJIaTypBI
e,

ykazamu IIpesnnenta PO u ap. akramu, HOArOTOBUTH (P)parMeHT HHCTPYKLHUH 110
JAeJI0NPOU3BOACTBY, KACAIOIMIiCH OPraHN3aliy ONEePATHBHOIO XPAHEHHUA
AOKYMEHTOB MYHHMIMIIAJILHOI0 YYpe:KIeHus (yKa3aTh cepy) 10 nepeaadyu ux
HA XpaHeHHe B apXUB MJIM YHHYTOKCHHUeE.

Memoouueckue ykazanus

ITpu cocTaBiieHNN IPOEKTA YYUTHIBATH OPraHU3ALMIO ONIEPATUBHOTO XPaHEHUs
JIOKYMEHTOB, OTHOCSIIIMXCS K CBEICHUSM KaT€rOPUH OIPAaHUYEHHOTO JOCTYIIA.

Tun yupexaeHus BoIOMpaeTcss B COOTBETCTBHM ¢ TUIIOM MY, BEIOpaHHOTO B
KOHTpPOJIbHOM padore.

Hcrounuku:

1. Ilpuka3 Pocapxusa ot 11.04.2018 N 44 "O6 yrBepxnaenun [IpumepHoit
WHCTPYKIIUH TI0 IETOTPOU3BOJICTBY B TOCYJapPCTBEHHBIX OpraHu3arusix"
(3apeructpupoBano B Muntocte Poccun 17.08.2018 N 51922)

2. CnpaBounas uapopmanus: "[lepedueHb HOPMATHBHBIX aKTOB, OTHOCSIIINX
CBEJICHUS K KaTeropuu orpaHnyeHHoro gocryna" (Marepuan noarotoBieH
cnernuanucramu Koncynsrantllnoc.

URL: http://www.consultant.ru/document/cons_doc_LAW_ 93980/

Bnanets

OCHOBHBIMH METOJIaMH PEILICHHUS 3a7a4 B 00JacTh
00paboTKK JOKYMEHTOB Ha BCEX dTamax
JTIOKYMEHTO00O0pOTa, CUCTEMATH3AIIHH,
COCTaBJICHUS] HOMCHKIIATYPBI JICII.

IIpakTHUYecKoe 3aaHue 5
[Tonb3ysick AUTEPATYPOU O AETONPOU3BOACTBY U HOPMATUBHBIMU aKTaMH,
COCTAaBUTH Q)paFMeHT I/IHCTPYKI_[I/II/I 10 )IeJ'IOHpOI/ISBOJICTBy MYHI/II_[I/IHaJ'II)HI)IX
yUpekJIeHU BEIOPAHHOTO BaMU THIA U C(Hephl AeSITETLHOCTH.
Memoouueckue yxazanus
B unCcTpyK1IMU creayeT OTpa3uTh:
a) yCTaHOBJICHHE TPEOOBAHMI K MMOUCKY, UCIIOIB30BAHUIO U TIEpe1aue TOKYMEHTOB, a
TaK)Ke CPOKaM XpaHEHUs! JOKYMEHTOB



http://www.consultant.ru/document/cons_doc_LAW_93980/
https://newlms.magtu.ru/mod/assign/view.php?id=735036
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0) mpuHATHE PELICHNH 00 OpraHU3alru JOKYMEHTOB C TeM, YTOOBI OHU OTBEYAIH
TpeOOBaHUAM, NIPEIBABIAEMBIM K UX UCIIOIb30BaHUIO;

B) OIpE/IETICHUE YPOBHS JOCTYIIA [10JIb30BATENEH K pa3HbIM KaTEropusiM
JIOKYMEHTOB OpraHu3aluu;

I') ONpeieNIEHUE CIIMCKOB PACChUIKU JOKYMEHTOB I10JIb30BAaTESAM U
3aMHTEPECOBAaHHBIM JINIIAM;

1) KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB;

€) opranu3zanus MHGOPMaIMOHHO-CIIPAaBOYHOM pabOThl C JOKYMEHTaMHU.
Memoouueckue yxazanus

[ToMHUTE, YTO HEMAIOBAXKHBIM SIBJISIETCS IIPOLIECC aHATIM3a UCIIOJIb30BaHUS
JIOKYMEHTOB, B X0J1€ KOTOPOTO CIIEUAINCTHI U 3aMHTEPECOBAHHBIE CTOPOHBI
INPUHUMAIOT B3BEILIEHHOE pellleHNe, OCHOBAHHOE HA OTPEOHOCTSIX BHEIIHUX U
BHYTPEHHUX MOTpeOuTeNell ToKyMeHTUpoBaHHON nHpopMaluu. OLieHnBaeTcs He
TOJIBKO 11€71€CO00Pa3HOCTh M BOZMOKHOCTB MCIIOJIb30BaHMsI HH(OpMALUU B MEPY
KOMIIETEHIIMH I0JIb30BaTeNsl, HO ¥ YA00CTBO €€ pa3MeIlleHus, CKOPOCTh JIOCTyNa U
IIpOYre MOMEHTHI, KOTOPbIE HaXOATCA B cepe BHUMAHUS aIMUHUCTPATOPOB
CUCTEMBI yIIPaBJICHUS JOKYMEHTaMHU.

1.Ky3nenosa T.B. Jlenonpon3BoacTBO (IOKyMEHTallMOHHOE 0OecrieueHue
yrpasnenus). M.2007. C.216-218.

2. Cwm. IIpuxka3z Pocapxusa ot 11.04.2018 N 44 "O6 ytBepxxaenuu Ilpumepnoii
MHCTPYKIHUU O JEJIONPOU3BOJICTBY B TOCYIapCTBEHHBIX OPraHu3alusax"
(3apeructpupoBano B Muntocte Poccun 17.08.2018 N 51922) B pa3nenax:

V1. KoHTposib UCTIOTHEHUS TOKYMEHTOB (TIOPYYEHHIN)

VII. Opranunzanus paboThl UCTIOJIHUTENS C JOKYMEHTaMHU

IX. Opranuzanus 10cTymna K JOKYMEHTaM U UX HCTIOIb30BaHUS

3.TOCT P UCO -15489-2007 u 2019

JIIK-1 cnoco6HOCTHI0 pa3padaThIBATh NAKETHI JJOKAIbHBIX HOPMATUBHBIX AKTOB 1 HOPMATHBHO-METOAUYECKUX JOKYMEHTOB 110
HH(POPMALMOHHO-T0KYMECHTAIIHOHHOMY 00eCIeYeHUI0 YIIPABJICHUS] H APXHBHOMY XPaHEHHUIO JOKYMEHTOB
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PpHBIA
JJIEMEHT 0 6
KOMIICTE LICHOYHBIE CPEACTBA OOYUECHHUS
HIUU
3HaTh OIIpEeJIETICHNUS IPOLIECCOB Pa3pabOTKU ITaKEeTOB Bonpocsl k 3auery
JIOKQJIbHBIX HOPMATUBHBIX aKTOB H Homenknarypa en MyHULIMIAIBHOTO yupexaeHus. OO01mas XxapakTepucTrKa.
HOPMAaTUBHO-METOJUYECKUX JOKYMEHTOB I10 WHCTpYKIIMST TIO JAEJIONPOM3BOJICTBY MYHHUIHMIIAIBHOTO YyupekaeHus. OoOmas
UH(POPMALIMOHHO-TOKYMEHTALUOHHOMY XapaKTEepPUCTHKA.
00€ecneveHNI0 YIPaBIEHUS U apXUBHOMY HopmaTtuBHo-nipaBoBasi 0a3a opraHu3aluu JeJIONPOU3BOACTBA MYHUIUIAIbHBIX
XPaHEHUIO JOKYMEHTOB YUpEXKAECHUHN BBIOPAaHHOI'O THIIA.
OcoOeHHOCTH cUCTEMATU3AIMH JOKYMEHTOB MYHUIIUIIATIBHOTO YUPEKICHUS.
YMmers puoOpeTaTh 3HaHUS B 00J1aCTH CIIOCOOHOCTH IIpakTHyeckoe 3a1anue no reme 3

pa3pabaThIBaTh MAKETHI JIOKAJIbHBIX HOPMATHBHBIX
AKTOB 1 HOpMAaTUBHO-MCTOJUYCCKNX JOKYMCHTOB
no WHGPOPMALMOHHO-TOKYMEHTALMOHHOMY
00ecneveHnI0 YIpaBIeHusl U apXUBHOMY
XPaHEHUIO JOKYMEHTOB

ITonp3ysick I[IpuMepHOM HHCTPYKLIMHU IO IEIOINPOU3BOJCTBY B FOCYAaPCTBEHHBIX
opranu3zanusax (2018), o01epoccuiickuMu U B€IOMCTBEHHBIMU MTEPEYHSIMU,
ykazamu IIpesnnenta PO u ap. akramu, HOArOTOBUTH (PpAarMeHT HHCTPYKIHUH 110
AeJIONPOM3BOJACTBY, KACAIOLIUIICHA OPraHU3alH ONIEPATUBHOI0 XPAHEHUS
AOKYMEHTOB MYHHIMIIAJTbHOIO YYpesKaAeHus (yKa3aTh cepy) 10 nmepesayu ux
HA XpaHEHHE B AaPXMB WJIM YHHMYTOKEHUeE.

Memoouueckue ykazanus

IIpu cocraBiieHNM POEKTA YYUTHIBATh OPTaHU3ALUIO ONIEPATUBHOIO XPAHEHUS
JIOKYMEHTOB, OTHOCSLIUXCS K CBEICHUAM KaTErOPpUU OTPaHUYEHHOTO JOCTYIIA.
Tun yupexneHus BbIOUpPAETCsl B COOTBETCTBUU ¢ TUIIOM MY, BHIOpaHHOTO B
KOHTPOJILHOM paboTe.

Hcrounukn:

1. ITpuxa3 Pocapxusa ot 11.04.2018 N 44 "O6 yrBepxaeauu [IpumepHoit
MHCTPYKLUH TI0 JEJIONPOU3BOACTBY B TOCYIaPCTBEHHBIX OpPraHU3alusix"
(3apeructpupoBano B Munrocte Poccun 17.08.2018 N 51922)

2. CrpaBouHast uHpopmanus: "[lepedeHb HOPMATUBHBIX AKTOB, OTHOCSIIIUX
CBEJICHMSI K KaTeropuu orpaHuueHHoro nocryna" (Marepuan nmoaroToieH
cnenuanucramu Koncynsrantllnoc.
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URL: http://www.consultant.ru/document/cons doc LAW 93980/

IIpakTHyeckoe 3aganue S
ITonp3ysick muTEpaTYpOM IO JEIONPOU3BOJACTBY U HOPMAaTUBHBIMU aKTaMU,
COCTABHMTH (PparMeHT MHCTPYKIMH IO AeJONPOU3BOACTBY MYHHIIUNIIAJIBHBIX
y4pesKaeHHil BBIOPAHHOT0 BAMH THIIA M C()epbl JesiTeIbHOCTH.
Memoouueckue yxazanus
B nHCTpyKIMU ClieyeT OTpa3uTh:
a) yCTaHOBJICHHE TPEOOBAHUH K TIOMCKY, HCIIOIB30BAHMIO M TIepeiaye JOKYMEHTOB, a
TaK)K€ CPOKaM XPaHEHUS IOKYMEHTOB
0) nmpuHsTHE peleHui 00 OpraHu3aluy JOKYMEHTOB C T€M, YTOObI OHU OTBEYaIN
TpeOOBaHUAM, MIPEIBABIAEMBIM K UX UCIIOIb30BAHUIO;
B) OIpe/ieJIeHNE YPOBHS JOCTYIIA M0JIb30BATENEH K pa3HbIM KaTeropHsM
JIOKyMEHTOB OpTraHU3allNH;
T') OIpEeJeNIeHNE CITUCKOB PACChIIIKU JOKYMEHTOB MOJIb30BaTENSM U
3aMHTEPECOBAHHBIM JIUIIAM;
1) KOHTPOJIb UCTIOJIHEHUS JOKYMEHTOB;
€) opranu3zanus HHHOPMaIIMOHHO-CIIPAaBOYHON pabOThI C JOKYMEHTaMHU.
Memoouueckue yxazanus
ITomHMTE, YTO HEMAIOBAKHBIM SIBIISIETCS MTPOLIECC aHAJIN3A UCIIOJIb30BAHUS
JIOKYMEHTOB, B X0JI€¢ KOTOPOT'O CIIEHUAIMCTHI U 3aUHTEPECOBAHHBIE CTOPOHBI
INPUHUMAIOT B3BEIIEHHOE pellIeHHe, OCHOBAHHOE Ha MOTPEOHOCTAX BHELIHUX U
BHYTPEHHUX MOTpeduTeneil fokyMeHTupoBaHHON nHpopMaluu. OlieHnBaeTcs He
TOJIBKO 11€1€CO00Pa3HOCTh M BOZMOKHOCTB MCIIOJIb30BaHMsI HH(POpPMAIUU B MEPY
KOMIIETEHIIMH 0JIb30BaTeNsl, HO ¥ YA00CTBO €€ pa3MellleHus, CKOPOCTh IOCTyNa U
IPOYre MOMEHTBI, KOTOPbIE HaXOAATCs B cpepe BHUMAHUS aIMUHHUCTPATOPOB
CHUCTEMBI YIIPABIECHUS JOKYMEHTAMU.
1. Ky3nenoBa T.B. Jlenonpon3BoACTBO (JIOKyMEHTAllMOHHOE 0OecrieueHue
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ynpasnenus). M.2007. C.216-218.
2. Cwm. IIpuxka3 Pocapxusa ot 11.04.2018 N 44 "OG6 yrBepxkaenuu [IpumepHoit
WHCTPYKITUH TI0 JICJIONPON3BOICTBY B TOCYIAPCTBCHHBIX OpPraHU3aIusix"
(3apeructpuposano B Muntocte Poccuu 17.08.2018 N 51922) B paznenax:
V1. KoHTpOJIb HCIIOHEHHS IOKYMEHTOB (TIOpYUYCHHUI)
VII. Opranuzanust paboThl UCTIOTHUTENS C JOKYMEHTaMH
IX. Opranuzanus 7ocTymna K JOKYMEHTaM U UX UCIIOJIb30BAHUS
3.TOCT P UCO -15489-2007 u 2019
Brnagets | cmocoGamu cOBEpIIEHCTBOBAHUS KoHTpo.ibHas pa6ora «J/1e10n1pon3BoACTBO MYHHIIUNIAJIbHBIX YUPeKISHU D)

po(hecCHOHANIBHBIX 3HAHUN U YMEHUH ITyTeM
UCIIOJIb30BaHUS BO3MOXKHOCTEH MH(DOpMaIMOHHON
CpeJibl TP CTIOCOOHOCTH pa3padaThIBATh MAKETHI
JIOKQJIbHBIX HOPMAaTUBHBIX aKTOB U
HOPMAaTUBHO-METOIMYECKUX IOKYMEHTOB IO
UH(POPMALIMOHHO-TOKYMEHTALMOHHOMY
00€ecneveHnI0 YIpaBIeHusl U apXUBHOMY
XPAaHEHUIO JOKYMEHTOB

1. BoiOpaTh U3 ciucka A0MyCTUMBIX chep IeATeNbHOCTH sl MyHUIIUTIAIbHbIX
opraHu3zanuii onny coepy:

1)
2)
3)
4)
5)
6)
7)
8)
9)

HayKa;
o0pa3oBaHue;

3[IpaBOOXPAHECHHUE;

KYJIbTYpa;

CpeJICTBa MaccoBOM MH(pOpMaIUY;

collMalbHAas 3allINTa;

3aHATOCTb HACEJICHMUS,

(GU3KyIBTYpa U CIOPT;

opraHu3anusa OKazaHUs yCIyTu 06H1€CTBCHHOFO IIUTaHUA B YUYPCIKIACHUAX

COLIMANIbHOM cephl;

10) nesTeNnbHOCTD MO OpTraHU3aAIMHA 00yCTPOMCTBA MECT MAaCCOBOTO OT/IBIXA,
CO3JaHMIO YCIIOBUH AJI1 MACCOBOT'O OT/IbIXa HACEJIEHUS U Pa3BUTHS TOPOACKON
Cpenbl;

11) peanu3zanuyu HHBECTUIIMOHHBIX MPOEKTOB B c(epe KyIbTYphl, PU3KYIbTYPHI U
CIIOpTa;

12) TpaHCHOPTHBIE YCIYTH.
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2. BeiOpaTh BU MyHUITUTIAIEHOTO YUPEKICHUS:
a ) Ka3eHHOE;
0) Gr0/KETHOE;
B) aBTOHOMHOE.
Pe3ynbrarhl BBIOOpa COOOMUTE MpernoaBaTento (chepsl IesITSIBbHOCTH | BUILI MY
HE JIOJDKHBI IOBTOPSATHCS B TpyIIe). B COOTBETCTBUM ¢ BHIOOPOM yTOUHSAETCS TEMA,
Harpumep: «/Je1onpouszso0cmeo MyHUYURANbHBIX OI0O0HCEMHBIX YUpeHcOeHUll 8
cghepe obpazosanus»

Mertoaunyeckue ykazanus k KP
[Tocne yrouHeHus: TEMBI U CTPOTO B €€ paMKaXx cleAyeT MOArOTOBUTH pedepar u
JIOKJIa/I HA CEMUHAPCKOM 3aHATHH (C TIPE3EHTANNEH ) TIO CIIeAYIONIeMY IIaHy:
1. O6mas xapakTepucTHKa MyHUITUTIAIBHBIX YUPEKIESHUI BRIOPAHHOTO THIIA.
2. HopmatuBHO-TIpaBoBasi 0a3a opraHu3aIiy JeJIONPON3BOACTBA MYHHUIIHITATHHBIX
yUpeXJIeHUN BRIOPAHHOTO THIIA.

3. OOmias xapakTepuCTHKa yIPaBIEHUS U TUIIMYHAS CTPYKTypa MyHULIUTIAIBHBIX
YUpeXJIeHU! BBIOPAaHHOT'O THIIA.

4. IOKyMEHTUPOBaHHE AEATEIbHOCTH MYHUIMNAIBHBIX YUPEXKI€HUH BEHIOPAaHHOTO
THUIIA.

5. Opranu3zanus T0KyMeHT0000pOTa MyHUIIMIIATIbHBIX YUPEXIEHHH BEIOPAHHOTO
THUIA.

6. Opranu3zanys onepaTUBHOTO XPAHEHUS JOKYMEHTOB MYHHUIIMIAIbHBIX
yUpeXJIeHU! BRIOPAaHHOTO THIIA.

7. Opranu3zanus UCIOJIb30BaHUA JOKYMEHTOB MYHUIIUIIAIIBHBIX YUPEXKACHUN
BbIOpaHHOTO TUIIA.

8. O01mas XxapakTepuCTUKa JOKYMEHTAIBHOTO (DOH/Ia 1 HOMEHKIIATYPHI JIe
MYHHUIIMNIATIbHBIX YUPEXKACHUNH BHIOPAHHOTO TUIIA.

9. PekoMeHaanmy 1o opraHu3aluu AeJ0NPOU3BOACTBA MYHUIIMITAIBHBIX
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10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
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YUpEKACHUI BHIOPAHHOTO THUIIA.

Bormpocs! k 3agery

Cucrema opranoB MyHumnansHoi Biacté B PO. Cnenngurka opraHoB MyHHIMTIATEHON BIACTH KaK CYOBEKTOB I'PaKTaHCKUX MPABOOTHOIICHHH.
HopMaTuBHOE 1 TpaBOBOE PEryJIUPOBaHUE CUCTEMBI OPTaHOB MYHULIMIIAIBHOM BIIACTU U YIIPABJICHUS.

WudopmanroHHbIe pecypchl OpraHOB roCyIapCTBEHHOW M MyHHIIUIIAIBHOM BJIACTH M YIIPABJICHUSI.

Opranu3anus 3TanoB paboThl ¢ JOKYMEHTaMM, B TOM YHCII€ apXUBHBIMH JOKYMEHTaMHU, B MYHULIUIIAIBHBIX YUPEKICHUSX.
Opranu3zanus J0KyMEHTO000pOTa B MyHULIUIIATbHBIX YUPEKICHUSAX.

[ToHsATHE MyHUIMIIATIBHBIX YUPEKACHUHN B 3aKOHOAATENbCTBE PO.

OO01as XxapakTepuCcTUKa MyHUIIUIAIBHBIX YUPEKIEHHUH 110 cepaM aestenbHocTH CriocoObl coO3JaHusI MyHUIIMNANBHBIX YUPEKICHUM.
Oprasbl ynpapieHUs MyHUIUTAIBHBIMU yupexaeHussMH. O01as XapakTepruCcTUKa yIpaBIeHUs U TUIIUYHAS CTPYKTYpa MYHHUIMIIAIBHBIX YUPEKICHHUH
(cdepa nesTenbHOCTH HA BBIOOP CTYJEHTOB.

Oco6eHHOCTH OpraHU3alMy YIPaBIeHUsI MyHULUIAIBHBIMU YUPEXKICHUSIMU.

VYnpapieHne MyHUIIMNIATbHBIMU 3aKYIIKaMHU U 1€JI0TPOU3BOACTBO MY .

Oco6eHHOCTH CHCTEMAaTHU3ALUH IOKYMEHTOB MYHUIIUIAIBHOTO YUPEKICHHUS.

Homenknarypa aen MyHUIMIaabHOTO yupexaeHus. OOmas XxapakTepucTUKa.

WHCTpyKIIKS 1O AETONPOU3BOACTBY MYHUITUIIATBHOTO yupexaeHus. O01mas XapakTepucTuKa.

HopmaTtuBHo-nipaBoBas 6a3a opraHuzanuu AeJ0NPOU3BOACTBA MyHUIIMITATBHBIX YUPEKICHUHM BHIOPAaHHOTO THUIIA.

JIOKyMEHTUPOBaHHE ACATEIHHOCTH MYHUIIUIAIBHBIX YUPEXKACHUN BHIOPAHHOTO THIIA.

Opranu3zaiys J0KyMEHTO000pOTa MyHUIIUTIATBHBIX YUPEXKIEHUIN BEIOPAHHOTO THIIA.

OpraHu3anus ornepaTuBHOIO XpaHEeHUs JOKYMEHTOB MyHULIMTAIBHBIX YUPEKICHUN BRIOPaHHOTO THIIA.

Opranu3zaiys UCHOIb30BaHUS JOKYMEHTOB MYHUIIMIAIBHBIX YUPEXKACHUH BHIOPAHHOTO THIIA.

OO1m1ast xapaKTEepUCTHKA JOKYMEHTAJIBHOTO (JOHIA U HOMEHKIJIATYPHI /1€ MyHULIUIIAIBHBIX YUPEKICHUNH BBIOPAHHOTO THIIA.
PexoMenaanuu o opraHuzaiuu AeI0NpPOU3BOACTBA MYHUIIMIIATIBHBIX YUPEXKACHUN BIOPAHHOTO TUIIA.



