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1. HACIIOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. Obs1acTh NPpUMEHEHUA

®onn oneHouyHsix cpeacts (GOC) — HeorbemiieMas dacTb pabouei
IporpaMMbl  JUCHUIUIMHBL  «J{OKyMEHTallMOHHOE OOeCreYeHHe JeATEeIbHOCTH
rOCyapCTBEHHOW CHCTEMbI YIPABJICHUS» U MPETHA3HAYEH ISl KOHTPOJS U OLEHKH
00pa3oBaTeIbHBIX JOCTUKEHUN CTYI€HTOB, OCBOMBIINX MIPOTPaMMYy TUCHUILITUHBI.

1.2. Hean u 3aga4u GoHAA OLIEHOYHBIX CPEACTB

[enp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHSI MOATOTOBKU O0y4YarolIErocs
tpeboBanusiMm  OI'OC  BO  OakanmaBpuarT 1O  HaMpaBICHUIO  TOATOTOBKH
46.04.02 JIokyMEHTOBEIECHUE W  APXUBOBEJACHUE, YTBEP)KJIECHHBIM  IPUKA3Z0M
MuHucrtepcTBa Hayku U Bblcmiero oOpasoBanusi Poccuiickoit ®@enepanuu
oT 29 oktsi0pst  2020r. Ne 1345 (¢ u3MEHEHUSMH W  JIONOJHEHUSIMHU) U
[TpodeccuonanpHomy  cranmapry «CHeuMamucT IO  OPraHU3alMOHHOMY U
JOKYMEHTAllMOHHOMY OO€CIIEUEHUIO YNPaBICHUS OpraHU3alleiD», YTBEPKICHHOMY
[Ipukazom MuHucTEpCTBa TpyAa U COUMAIBHOM 3amuThl Poccuiickoin Penepanuu
«O0 ytBepxkaeHnn npodeccuonaapHoro cragaapta» ot 15 urons 2020 r. Ne 333H;
[TpodeccuonansHomy crannapry «CrneuuaaucT MO YHPaBICHUIO JOKyMEHTalHen
OpraHu3anun», yTBepKIeHHOMY IIpukazom MuHucTEepcTBa Tpyna M COLUAIBHON
3amuThl  Poccuiickoit  ®enepauun  «O0  yTBEpXKIECHHH MNPOPECCHOHAIBHOIO
crangapta» ot 10 mas 2017 r. Ne 416H.

1.3. Ilepeyenr koMmeTeHIHUil, (OpMUpPYeMBbIX B Mpouecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHOI POrPaMMBbI

IIpouecc oOcCBOEHHUS IOUCLMIUIMHBI HANpaBiI€H HA OBJAJCHUE CIEIYIOIIMX
KOMITETEHIIMH ¥ MHIMKATOPOB MX JOCTHIKEHHSL:

Koa mo ®I'oC BO ‘ NHauKkaTop 10CTHKEHHUS
[TpodeccuonanbHbIe
I1K-2. CnocoOeH opranu30BbIBaTh [IK-2.1. Opranusyer AesTebHOCTb
JESATENBHOCTD MOAPA3AEICHUS 110 NOJIpa3eIICHNUs 110 YIIPABICHUIO JOKYMEHTAMHU
yIPaBJIEHUIO JOKYMEHTaMHU B rOCY/IapCTBEHHOW CUCTEME YIPaBICHUS

1.4. Dranbl ¢opMUpPOBaHMS KOMIIETEHIIM W CpeACTBa OLEHMBAHMUS
YPOBHH UX C()OPMHUPOBAHHOCTH

KoHTpo/bHO-01IeHOYHBbIE

Jransl popmupoBanus komnereHuuii | Kommerenuuu cpeacTBa / crnocod
OlleHMBAHUS

Tema 1. Opranuzaunonsoe ycrpoiictso | [IK-2 BerlnonHeHNE IPAKTHYECKUX
TOCYIApCTBEHHOW CHUCTEMBI YIPaBJICHUS. 3aJlaHU, YCTHBIN OIIPOC
KomnereHuun opraHoB rocyJapCTBEHHOMN
BJIACTH, CITOCOOBI u METOJIBI
OCYIIECTBIICHUS (PYHKITHI
Tema 2. BsaumootHomenuss  opraHos | [IK-2 BelIntonHeHne npakTUYecKux
TrOCyIapCTBEHHOW BJIACTH M  OpPraHOB 3aJJaHu#, YCTHBIN OIIpoOC
MecTHOro camoymnpasieHus. Cucrema
JIEJIIONPOU3BOJICTBA roCy1apCTBEHHOU




CITYKOBI

Tema 3. Crpykrypa 3akoHomatenbHol u | [1K-2 BrinosiHeHNE TpakTHYECKUX
HOPMAaTHUBHO-METOANYECKOU 0a3sl 3aJlaHUi, YCTHBIN OIIPOC
JIEJI0NPOU3BO/ICTBA B cucTeme

TOCYAapCTBEHHOM  ciyxObl.  [IpaBuia
IOATOTOBKU YIPABIECHYECKUX TOKYMEHTOB
Y BEJCHUs JEJIOBON NIEPENNUCKU B OpraHax
rOCyIapCTBEHHOM BIACTH

Tema 4. JlokymeHnTupoBanue T1pynoBsix | [IK-2 BelnnonHEHNE PAKTUYECKUX
OTHONIIEHUNA B CHUCTEME TOCYAapCTBEHHOMU 3aJlaHui, YCTHBIN OIPOC
CILYKOBI

Texkymas arrecrauus [IK-2 KontposbHas padota
IIpomeskyTouHas aTTecTaums [IK-2 VYcTHBIM 3aueT

1.5. Onucanue nokaszarese (GOPMUPOBAHNS KOMIIECTEHIIMI

Ko koMnereHuumn Pe3yabTaThl ¢)OPMHPOBAHHOCTH
[1K-2. Cnocoben 3HaeT: TeOPETUYECKUE OCHOBBI JOKYMEHTAI[MOHHOI'O 00eCTeYeH s
OpraHU30BbIBATH NESITEIbHOCTH TOCY/1ApPCTBEHHOM CUCTEMBI YIIPABJICHUS, €T0
JESATEIIBHOCTD TEPMHMHOJIOTHIO U 3a/1a4y; IPaBUjIa MOATOTOBKH YIIPABJIEHYECKUX
NOJIpa3/IeJICHUsl IO | JIOKYMEHTOB U BEJCHHUS JIII0BOI MEPENUCKU B OpraHax
YIPaBICHUIO roCyapCTBEHHOM BJIACTH;
JIOKyMEHTaMU YMeer: COCTaBIIATh YIPABICHUECKUE TOKYMEHTHI, (DYHKIIHOHUPYIOIIUE B
OpraHax roCyJapCTBEHHOH BJIACTH;
Brnageer: HaBbIKaMu OpraHu3alMM JESTEIBHOCTH IOAPA3JIEICHUS 10
YIIPABICHUIO JOKYMEHTAMH B TOCYAAPCTBEHHOW CUCTEME YIIPABJICHUS

1.6. Kpurepum ouneHUBaHHS KOMIIETEHUMH HAa Ppa3HbIX 3Tanmax ux

(¢popMupoBanus
KosmuectBo
Bup yueOHoii padoThI 0aJ1J10B
00 \ 300

Beinonnenue u 3amura npakTHYECKuX padoT 48 40
KonrponsHas pabora 20 20
KoHnTponb camocTosTenbHON paboThl 12 20
3ayer 20 20
Bcero 100

HaxonureanHas cucreMa ounenuBanus mo 100-0ajabHo0M mmKaJje

Yerpipexoa/uibHAsS Cucrema
100-6annbHas BykBeHHas WIKaJa, COOTBETCTBYIOLIAs
CHCTEMA OlleHMBAHUSA . OlICHUBAHUS
mKaJja 100-6annbHO# mKaJIe
JK3aMeHa 3ayera
OTinaHO 90-100 A — OTJIMYHO — TEOPETHUYECKOE COAEpKaHUE

Kypca OCBOCHO IIOJIHOCTBIO, 0e3 Ipo0eIios;
HEOOXOANMbIE TPAKTUYECKHE HABBIKU PaOOTHI
C OCBOEHHBIM MaTepHaloM C(OPMHPOBAHEI,
BCE MPEIYCMOTPEHHBIE TPOrpaMMoii 00ydeHust
yueOHble 3aJaHusl BBIITOJHEHBI, KaYeCTBO HX
BBIIIOJIHEHUS ~ OIIGHEHO  YHCIOM  Oalios,
OJIM3KHMM K MAKCHMAJIbHOMY

Xopo1o 83-89 B — oueHp Xopomo — TEOPETUYECKOE
CoJIepXKaHMUEe Kypca OCBOCHO MOJHOCTHIO, 0e3




mpo0OenoB;  HCOOXOIUMBIC  MPAKTUYCCKUE
HABBIKH Pa0OTHI C OCBOCHHBIM MAaTEPUAIOM B
OCHOBHOM c(hOpMUPOBAHEI, BCE
MPEyCMOTPECHHBIC ~TPOTPaMMON  O0YYEHUs
yueOHBIC 3aJaHUs  BBIMIOJHCHBI, Ka4yeCTBO
BBIINOJIHEHUS OOJIBIIMHCTBA W3 HUX OILEHEHO
YHCIIOM 0aIoB, OJM3KAM K MAKCHMAJIBHOMY

Xopouio

75-82

C — XOpomo — TEOPETHYECKOE COACPIKaHNE
Kypca OCBOGHO TIIOJHOCTBIO; HEKOTOpBIE
MPaKTHYIECKNE HABBIKU pabOTBI C OCBOCHHBIM
MarepuanoM c(OpMHPOBaHEI HEJOCTATOTHO;
BCE IpeTyCMOTPEHHBIC MPOrpaMMOi
oOyueHHs ydYeOHbIE 3aJaHWUs BBITIOIHEHHI,
KauyeCTBO BBITIOJIHEHUSI HU OJHOTO U3 HUX HE
OLICHEHO MHUHHMMAJBHBIM YHCJIOM OaJioB,
HEKOTOpbI€  BHJBl  3aJaHUi  BBHIIOJHEHEI
¢ omOKaMu

Y 10BJIETBOPUTEIBHO

63-74

D - ynoBieTBOPHUTENBHO — TEOPETHUUECKOE
CoJIepXKaHNe AUCIUILIUHBI OCBOCHO YaCTHYHO,
HO 1mpoOenbl HE HOCAT  CYLIECTBEHHOIO
XapakTepa; HEOOXOIWMBIE  IPAKTHYECKHE
HaBBIKM PabOTBI C OCBOCHHBIM MAaTepHaIOM
B OCHOBHOM C(OPMHPOBAHBI; OOJBIIMHCTBO
MPEAyCMOTPEHHBIX HPOrpaMMON  00ydIeHUs
y4eOHBIX 3aJaHU BBINOJIHEHO, HEKOTOpHIC
W3 BBITIOJITHCHHBIX SaﬂaHHﬁ, coacpKat
OIINOKH

Y 10BJIETBOPUTEIIBLHO

50-62

E - nmocpeacTBeHHO — TeOpeTHYECKoe
CONlepXKaHUE Kypca OCBOCHO YAaCTHYHO;
HEKOTOpBIC TPAKTHUYCCKUEC HABBIKH PabOTHI
He c(OPMHUPOBAHBI, MHOTHE
MPEIYyCMOTPEHHBIE TMPOrpaMMOi  00y4YCeHHUS
yueOHblE 3aJaHdss  HE BBINOJHEHBI  JTHOO
Ka4eCTBO BBIMOJHEHHS HEKOTOPBIX W3 HUX
OLICHEHO YHUCJIOM OaioB, OIU3KUM K
MHUHAMAJILHOMY

3ayTeHo

HeynosnerBoputensHo

2149

FX - HEYI0BJIETBOPUTEIBHO —
TEOPETHYECKOE COJIepKaHHe Kypca OCBOEHO
YaCTHYHO;  HEOOXOJIUMbIE  INPAaKTHYECKHE
HaBBbIKU paboTs! He c(pOpPMUPOBAHHI;
0OJIBIIMHCTBO MIPEIYCMOTPEHHBIX
nporpaMMoii  oOyueHHMs y4eOHBIX 3aJaHHUH
HE BBITIOJTHEHO 160 Ka4ecTBO
UX BBITIOJIHCHUS OLIEHEHO 4YHCIIOM 0alios,
OIM3KUM K MHHUMaJIbHOMY; npu
JIOTIOTHUTENBHONH CaMOCTOSITEIbHONH pabdoTte
HaJ MaTepraioM Kypca BO3MOXKHO
MOBBIIIEHNE Ka4eCTBA BBHIMOJHEHUS YIeOHBIX
3aJJaHuH

HeynosnerBopurensHo

0-20

F - HEYAOBJICTBOPUTCIIBHO — TEOPETHUUCCKOC

coJiepaxKaHue Kypca HE OCBOCHO;
HEOOXOIMMBIE MPAKTHYECKHE HABBIKU PAaOOTHI
He c(hopMHUPOBaHEI; BCE BBITTOJTHEHHBIE

y4eOHbIe 3aJaHus COIePKaT TPyObIe OIMUOKH,
JIOTIONTHUTENbHAs CaMOCTOsSTeNbHAs paborta
HajJ  MaTepuajoM  Kypca  He MpPUBEACT
K KAKOMY-THOO  3HAYMMOMY  TIOBBIIICHHUIO
Ka4yeCcTBa BBHIMIOJHECHUS YUCOHBIX 3aJaHHA

He 3auteno




2. KOHTPOJIBHO-ONEHOYHBIE CPEJCTBA
2.1. OueHo4HbIe CPEACTBA TEKYIIEr0 KOHTPOJIS

Bomnpocsl AJ1s1 yCTHOTO onpoca:

1. Opraan3aliMOHHOE YCTPOMCTBO TOCYAAPCTBEHHOW CUCTEMBI YIIPABIICHHS B
Poccun.

2. YTO BXOJIUT B KOMIIETEHIIUH OPTaHOB rOCYJapCTBEHHOW BIACTH?

3. OxapakTepu3yiTe B3aUMOOTHOIIICHUSI OPraHOB rOCYJIapCTBEHHOM BJIACTH U
OpraHOB MECTHOTO CaMOYyTIPaBJICHUS.

4. OxapakTepu3yuTe CUCTEMY JEIOMPOU3BOACTBA TOCYIAPCTBEHHOM CITYKOBI.

5. YTo BXOJOUT B CTPYKTYpPY 3aKOHOAATEIBHON MU HOPMATHBHO-METOIMYECKOMN
0a3bl AEIONPOU3BOICTBA B CUCTEME FOCYITAPCTBEHHOM CITYKObI?

6. [IpaBuna MNOATOTOBKM  YNPABIEHYECKHX JOKYMEHTOB B  OpraHax
rocyJ1JapCTBEHHOU BJIACTH.

7. IIpaBuiia BeieHUs JEI0BOM MEPENUCKHU B OpraHax rocy1apCTBEHHOM BIACTH.

8. OxapakTepu3yiiTe 0COOEHHOCTH JTOKYMEHTUPOBAHUS TPYJIOBBIX OTHOIICHHIM
B CHCTEME roCyJapCTBEHHOM CITY>KOBI.

TeMmbl 17151 MOATrOoTOBKM pedeparos

1. Oprann3aiMOHHOE YCTPOMCTBO rOCYAAPCTBEHHOW CUCTEMBI YIIPABJICHHUS.

2. KoMreTeHIIuM OpraHoB TOCYJIapCTBEHHON BJIACTH, CIIOCOOBI U METOBI
OCYLIECTBIECHUS (QYHKIIHMA.

3. B3auMOOTHOIIIEHUS] OPTaHOB T'OCY/IAPCTBEHHOM BJIACTH U OPraHOB MECTHOTO
CaMOYIIPABJICHHUS.

4. CuctemMa Jeionpor3BOACTBA TOCYIapCTBEHHOM CITY>KOBI.

5. CtpykTypa 3aKOHOJATCIHPHOM W  HOPMATHUBHO-METOJIWYECKOW  0Oa3bl
JIETIONIPOU3BOICTBA B CUCTEME TOCYAapPCTBEHHOM CITYKOBI.

6. [IpaBuia MOATOTOBKYU yNPABIEHYECKUX JTOKYMEHTOB.

7. IlpaBuina BeA€HUsI 1€IOBOM NIEPENUCKU B OPraHax roCy1apCTBEHHOM BIIACTH.

8. JlokyMeHTUpOBaHUE TPYAOBBIX OTHOILIEHHWN B CUCTEME TOCYHapCTBEHHOM
CITY>KOBI.

TeMbl /151 NOATOTOBKH Npe3eHTANNMi

1. B3auMOOTHOIIEHUSI OPraHOB IOCYAAPCTBEHHOW BJIACTU U OPTaHOB MECTHOTO
CaMOYTIPaBJIEHUS.

2. JIOKyMEHTUPOBAHHUE TPYAOBBIX OTHOLICHUN B CHUCTEME TOCYIAapCTBEHHOMU
CITY>KOBI.

3. KoMmmieTeHIIMM OpraHoOB TOCYJApCTBEHHOM BJIACTH, CHOCOOBI M METOJbI
OCYIIECTBICHUS (HYHKITHA.

4. OpraHu3aliOHHOE YCTPONCTBO IOCYTapCTBEHHON CUCTEMBI YIIPABJICHHUS.

5. IlpaBuna BeieHUs AEIOBOM MEPENMUCKH B OpraHax rocyJapCTBEHHOM BIACTH.

6. IIpaBuiia MOATOTOBKM YNPABIEHYECKUX JOKYMEHTOB.

7. Cuctema Jenonpou3BOICTBA TOCYapCTBEHHOM CITYKOBI.



8. CTpykTypa 3aKOHOJATEIbHOH W  HOPMATUBHO-METOMMYECKOW  0Oa3bl
JICJIONPON3BOICTBA B CUCTEME TOCYJAPCTBEHHOM CITY>KOBI.

Bonpocs! 1J151 poBeeHUsI KOHTPOJIbHOI padoThI

1. ATTecranus rocyaapCTBEHHOTO IPaXAaHCKOTO CITYXKaIIEro.

2. B3auMOOTHOIIIEHUSI OPraHOB I'OCYIAPCTBEHHOM BJIACTH U OPTaHOB MECTHOTO
CaMOyTPaBJICHUS.

3. BusutHas kaprouka.

4. 'ocynapcTBEeHHass BIAcTh — OpraHU3alus BBICHIMX TOCYAapCTBEHHBIX
OpraHoB, MOPSAOK UX OOpa30BaHUA, CTPYKTypa, IMOJTHOMOYMS, B3aHUMOJEHCTBHE C
HACEJICHHEM, a TaK¥Ke APYT C APYTOM.

5. l'ocynapcTBeHHast BIacTh Kak 0co0asi pa3HOBUIHOCTH COIIMATLHOM BIIACTH.

6. 'ocynapcTBEHHBIN anmnapar: MOHATUE, CTPYKTYpa, OpraHu3alusl.

7. JlokyMeHTallMOHHOE ~ obOecrieyeHnue KaapoBoil  paboTel B OpraHax
rOCyJapCTBEHHOM BJIACTH.

8. JIOKyMEHTUPOBAHKUE TPYAOBBIX OTHOILUIEHUN B CUCTEME TIOCYJApPCTBEHHOMU
CITYKOBI.

9. KanmpoBast cimyx06a rocy1apCTBEHHOIO opraHa M €€ (PyHKUMH B 00JacTu
KaJpOBOI0 JI€JI0IIPOU3BOJICTBA.

10. KomnieTeHIIMM OpraHoOB roCy/1apCTBEHHOM BJIACTH.

11. MyHuunanbHble MPaBOBBIE AKTHI, IPUHATHIE B MPEAENIax KOMIIETEHIIMH
MYHUIUIIATBHOTO 00pa30BaHUs.

12. Oprann3allnOHHOE YCTPOUCTBO TOCYAAPCTBEHHOW CUCTEMBI YIIPABJICHUSI.

13. Oprann3aiiOHHO-IIPABOBOM CTATyC OPraHOB MECTHOTO CAMOYIIPABJICHHUS.

14. Opransl rOCyZapCTBEHHON BJIACTH U OPTaHbl MECTHOI'O CAMOYITPABIICHHUS.

15. OcHOBHBIE  TOJOXEHUS 1O JOKYMEHTHUPOBAHHUIO  YIPAaBICHUYECKOU
JEATEIIbHOCTH I'OCYIAPCTBEHHBIX OPraHOB BIIACTH.

16. OcHoBHble TpaBwia OGOPMIICHHS YIPaBICHYECKUX (OpPraHU3allMOHHO-
pacnopsiAUTEIbHBIX ) JOKYMEHTOB.

17. OcHOBHBIE CTaHAAPTHI B 00JIACTH JIEJIONPOU3BOICTBA.

18. OCHOBHBIE TEPMUHBI U ONIPEICTICHUS.

19. IlepeyeHp  TUNOBBIX  YNPABICHUYECKHX  ApXMBHBIX  JOKYMEHTOB,
00pa3yoIuXcsi B IPOLECCe MACSITEIbHOCTH T'OCYAapCTBEHHBIX OPraHOB, OPraHOB
MECTHOTO CaMOYTIPABJICHUS U OPTaHU3aLNN, C YKA3aHHEM CPOKOB XPAHEHUSI.

20. [TonHoMOuMs (efepanbHbIX OPraHOB rOCYJapCTBEHHOM BJIACTH B 00JAacCTH
MECTHOTO CaMOYTIPABJICHUS.

21. IloctymnneHue Ha rOCyIapCTBEHHYIO IPaKAAHCKYIO CITYXKOY.

22. IIpaBuna BeAEHHS JE€JIOBOM MEPENUCKA B OpraHax roCyJapCTBEHHOU
BJIACTH.

23. [IpaBuna TOATOTOBKM  YNPABIECHYECKHX JOKYMEHTOB B  OpraHax
roCy1apCTBEHHOM BJIACTH.

24. [IpuHUMIIBI OpPraHU3ALMKA U JEATEIBHOCTH TOCYAApCTBEHHOIO armapara —
OCHOBOIIOJIArarolye Havasa, uieH, Orpenessionie Xxapakrep (pyHKIHOHUPOBAHUS U
pa3BUTHS anmnapara rocygapcrsa B LEJIOM.

25. IIpuHIIMIIBI COBPEMEHHOTO FOCY/IAPCTBEHHOTO aIlapara.



26. [IpyHUIMIBI: B3aUMOOTHOUIEHUI MEXIY TIOCYAapCTBEHHBIMH OpraHaMu H
OpraHaMy MECTHOT'O CaMOYIIPaBJICHUS.

27. IlpucBoeHne KJIACCHBIX YHWHOB TPa)XXTAHCKOW CIyKObl M THPOBEACHHE
KBaJIM()MKALIMOHHOTO K3aMeHa.

28. Cucrema J1eJ0IpOU3BOJICTBA TOCYJAPCTBEHHOM CITYKOBI.

29. Cucrembl JOKYMEHTAIlUN HA FOCY1apCTBEHHOMU CITykO0€.

30. CiyxO0bI JOKYMEHTAIL[MOHHOIO oOecrnieueHus YIPABIICHHUS B
rOCy/IapCTBEHHBIX MYHUIIUIAIBHBIX 00pa30BaHUSIX.

31. CnyxeOHBIil KOHTPAKT.

32. CoctraBienue u O(OpMIIEHHE JTOKYMEHTOB IO JIMYHOMY COCTaBy
00pa3yIomuXCcsi B TPOIECCe MOCTYIJICHUS Ha TOCYAApCTBEHHYIO TPakKIaHCKYIO
CIIY>KOY U €€ TPOXOKICHUS.

33. CrocoObl 1 METObI OCYIIECTBICHUS (PYHKIIUI OPraHOB rOCYJapCTBEHHOM
BJIACTH.

34. CrtangapTu3anus ynpaBieHYECKNX TOKYMEHTOB.

35. CTpykTypa 3aKOHOAATEIbHOM M  HOPMAaTHMBHO-METOJIMYECKOW  0a3bl
JICJIONPOU3BOCTBA B CUCTEME TOCYJAPCTBEHHOM CITYKOBI.

36. CTpyKTypHO-(QYHKIIMOHAIBHBIA MOAXOA JUId HW3YYEHHMs] MexaHHu3Ma
rocyaapcTaa.

37. TpeboBaHusl  3aKOHOJATENbCTBA K  IOATOTOBKE U O(OPMIICHHUIO
OpraHU3allMOHHBIX  JIOKYMEHTOB  (IIOJIOKEHUS, HHCTPYKUHUSA,  JIOJKHOCTHAs
WHCTPYKIIUS, IUTaTHOE paclUCcaHue, MpaBujia BHYTPEHHErO TPYAOBOrO Paclopsaka,
perJIaMeHT).

38. YHudukaius ynpaBieH4eCKUX TOKYMEHTOB.

39. DIIEKTPOHHBIE MUCHMA JIETOBOTO COAEPKAHUSL.

40. DTUKETHBIE IPaBUJIA AEIOBOU IEPENUCKH.

2.2. OneHOYHBIE CPeCTBA JJIsl IPOMEKYTOYHOM aTTecTaluu (3a4eT)

Teopernueckue BONPOCHI K 3a4eTy

1. Opraau3aliOHHOE YCTPOMCTBO TOCYJaPCTBEHHOM CUCTEMBI YIIPABJICHUS.

2. KoMrieTeHIIuM OpraHoB rocy1apCTBEHHOM BIIACTH.

3. CiocoObl U METOJIbI OCYIIECTBIICHUSI (PYHKIIMII OpPraHOB TOCYJapCTBEHHOM
BIIACTH.

4. 'ocygapcTBEHHas BJACTh Kak 0c00asi pa3HOBUIHOCTh COLIMAILHOM BJIACTH.

5. TocynapctBeHHass BJacTb — OpPraHu3alusg BBICHIMX TOCYAApPCTBEHHBIX
OpraHoB, TOPSAJAOK WX OOpa3oBaHUs, CTPYKTypa, MOJHOMOYHS, B3aUMOJEHCTBHUE C
HACEJICHHEM, a TaK¥)Ke APYT C APYTOM.

6. CTpyKTypHO-QYHKIIMOHAIBHBIM ~ MOAXOJ IS HW3YyYCHHS  MEXaHU3Ma
rocyapcTBa.

7. T'ocynapCTBEHHBIN ammapar: MOHATHE, CTPYKTYpa, OpraHu3aLusl.

8. IIpyHIMIIBI OpraHU3ali U ACSTEIBHOCTH TOCYAApCTBEHHOIO ammapara —
OCHOBOITOJIATAIOIIME HaYala, UeH, ONPeAeIsIonne Xapakrep GyHKIIMOHUPOBAHUS U
pa3BUTHS anmnapara rocyapcTBa B LIEJIOM.

9. ITpyHIMUITBI COBPEMEHHOT'O TOCYAAPCTBEHHOIO anmnapara.



10. B3auMOOTHOLIEHUSI OpraHOB TIOCYJApCTBEHHOM BJIACTM M  OPraHoB
MECTHOTO CaMOYIIPABJICHUS.

11. Cuctema 1enonpou3BOJICTBA FTOCYJAPCTBEHHOM CITY>KOBI.

12. Oprann3alOHHO-ITPABOBOM CTATYC OPTAHOB MECTHOI'O CAMOYIIPABIICHHUS.

13. Opranbl rocyJapCTBEHHOM BJIACTH U OPraHbl MECTHOI'O CAMOYIIPABIICHHUS.

14. IlpyuHIMIIBI: B3aMMOOTHOILLIEHUN MEXAY TOCYJAapCTBEHHBIMH OpraHaMu M
OpraHaMH MECTHOT'O CAMOYIIPABJICHHUS.

15. TlomHOMOUMS peiepalibHBIX OPraHOB FOCYAAPCTBEHHOW BIACTH B 00JIaCTH
MECTHOT'O CaMOYIIPaBJICHUSI.

16. City:x0b1 JOKYMEHTAIIMIOHHOTO obecrieueHus YIPaBJICHUS B
rOCy/IapCTBEHHBIX MYHUIIUIAIBHBIX 00pa30BaHUSIX.

17. Cucrembl TOKYMEHTAIIMU HA TOCYJAPCTBEHHOM CIIykOe€.

18. OCHOBHBIE  TOJIOKEHHA IO JOKYMEHTHPOBAHMIO  YIPABIECHYECKOU
JEeATEIbHOCTH FOCYJapCTBEHHBIX OPraHOB BIIACTH.

19. Yuuduxanus ynpaBieHuYeCKUX JOKYMEHTOB.

20. CtangapTuzaius yupaBieHYECKUX JIOKYMEHTOB.

21. CtpykTypa 3aKOHOJATENbHOW ¥  HOPMATHUBHO-METOJUYECKON  0a3bl
JICJIONPOU3BOCTBA B CUCTEME TOCYJAPCTBEHHOM CITYKOBI.

22.1lpaBuna TOATOTOBKM  YIPABICHYECKUX JOKYMEHTOB B  OpraHax
roCyAapCTBEHHON BJIACTH.

23. [IpaBuna BeneHUs HOEJIOBOM NEPENUCKHM B OpPraHax TIOCYJapCTBEHHOU
BJIACTH.

24. OCHOBHBIE CTaHJAPTHI B 00JIACTH JIETONPOU3BOICTBRA.

25. OCHOBHBIE TEPMUHBI U ONPEICICHHUS.

26. [lepeyeHb ~ TUMNOBBIX  YNPABICHYECKUX  ApPXHMBHBIX  JOKYMEHTOB,
o0Opa3yloluxcsi B MPOIECCe ACATENbHOCTH TOCYJAPCTBEHHBIX OPraHOB, OPraHoOB
MECTHOTO CaMOYIIPABJIEHUS U OpraHUu3alliid, C yKa3aHHEM CPOKOB XPaHEHHS.

27. TpeOboBaHUsSI  3aKOHOJATENHCTBA K  TMOJATOTOBKE U O(OPMIICHHUIO
OpTraHU3allMOHHBIX  JOKYMEHTOB  (IIOJIOKEHMS,  HMHCTPYKUHUSA, JOJIKHOCTHAs
WHCTPYKIIMS, IITATHOE paclHuCaHue, MpaBUjia BHYTPEHHETO TPYAOBOTO pacropsika,
pErJIaMeHT).

28. MyHULIMNIAIbHBIE MPABOBBIE AKThI, MTPUHATHIE B IMpeaeaaX KOMIETECHIHUH
MYHHUITUTIATFHOTO 00pa30BaHusI.

29. OcHoBHbIEe TmpaBuiaa OG(OPMIIEHUS YHpPaBICHYECKUX (OpraHU3aIMOHHO-
pacnopsaaIuTENbHBIX) TOKYMEHTOB.

30. DTUKETHBIE NTPaBUIIA IEJIOBOM MTEPENUCKHU.

31. DaeKTpOHHBIE TMUChMA JIEJIOBOTO COAEPHKAHUS.

32. BusuTtHas KapTOUKa.

33. JJOKyMEHTUPOBAaHHUE TPYAOBBIX OTHOIIEHHWW B CHUCTEME TOCYJIAPCTBEHHOMU
CITYKOBI.

34. JlIokyMeHTallMOHHOE ~ OOECIeYeHne KaapoBoll pabOThI B  OpraHax
roCy1apCTBEHHOM BIIACTH.

35. KampoBasi cimyk0a rocyapCTBEHHOTO OpraHa u ee¢ (yHKIMH B O0JacTH
KaJIpOBOT0 JIEJIONPOU3BOJICTBA.



36. CoctaBnenue u Oo(OpMIEHHE JOKYMEHTOB IO JIMYHOMY COCTaBy
oOpa3yloluxcsi B IMpollecce TMNOCTYIUICHUS Ha TOCYAapCTBEHHYIO T'PaXIaHCKYIO
CIIy’K0Y U €€ TIPOXOKICHUSI.

37. llocTymieHue Ha roCyJapCTBEHHYIO TPaXKJAHCKYIO CITYKOY.

38. Ciny>xe0OHbII KOHTPAKT.

39. IIpucBoeHME KIACCHBIX YMHOB TPAXITAHCKON CIY>KObl M MPOBEACHHE
KBIM(PUKALMOHHOTO dK3aMeHa.

40. ATTecTanus rocy1apCTBEHHOIO TPaXAaHCKOTO CITYXKaIIEro.

41. MyHuuunaiabHble TPABOBBIE aKThl, MPUHATHIE B MpeAenax KOMIETEHIUU
MYHHIIMIIAJIBHOTO 00pa30BaHusl.

42. Opranu3alliOHHOE YCTPOUCTBO rOCYAAPCTBEHHOW CUCTEMBI YIIPABIICHUS.

43. Oprann3alOHHO-NPABOBOM CTAaTyC OPTaHOB MECTHOI'O CAMOYTPABIICHHUS.

44. Oprassl roCyJapCTBEHHOM BJIACTH U OPTraHbl MECTHOTO CaMOYTIPABJICHUS.

45. OCHOBHBIE  TOJIOKEHHA II0 JOKYMEHTHUPOBAHMIO  YIIPaBICHYECKOM
NEATEIbHOCTH F'OCYJaPCTBEHHBIX OPraHOB BIIACTH.

46. OcHoBHbIE TpaBWwiIa OGOPMIICHUS YIPaBICHUECKUX (OpPraHU3allMOHHO-
paciopsAUTENbHBIX) JOKYMEHTOB.

477. OCHOBHBIE CTaHJAPTHI B 00JIACTH JIETIONPOU3BOJICTBA.

48. OCHOBHBIE TEPMUHBI U OIIPEICIICHMUS.

49. IlepeyeHp ~ TUIOBBIX  YOPABJICHYECKMX  APXUBHBIX  JIOKYMEHTOB,
o0Opa3ylolmuxcsi B MPOLECCE ACATENBHOCTH TOCYJAPCTBEHHBIX OPraHOB, OPraHoOB
MECTHOTO CaMOYIIPABJIEHUS U OpPraHU3alNid, C YKa3aHUEM CPOKOB XPaHEHHUSI.

50. ITonmHoMouMst (penepanbHBIX OPTraHOB rOCYIAPCTBEHHON BIIACTH B 00JIACTH
MECTHOTO CaMOYIIPaBJICHUSI.

51. IlocTynneHnne Ha TOCYy1apCTBEHHYIO IPAXKIaHCKYIO CITYXOY.

52.IlpaBuna BelneHUs JAEJIIOBOM MEPENUCKH B OpraHax TrocyJapCTBEHHOM
BJIACTH.

53.IIpaBuna TOATOTOBKM  YIPABJIEHYECKUX JOKYMEHTOB B  OpraHax
rOCyJJapCTBEHHOU BJIACTH.

54. IIpuHUMIIBI OpraHU3ALMK U JEATEIBHOCTH TOCYAApCTBEHHOIO armapara —
OCHOBOIIOJIArarole Havasna, uaeH, Orpenesstonie Xxapakrep GQyHKIMOHUPOBAHUS U
pa3BUTH anmapara rocygapcrsa B LEJIOM.

55. IIpuHIIMTIBI COBPEMEHHOIO TOCYAAPCTBEHHOTO aIapara.

56. [IpuHIMIBI: B3aUMOOTHOUIEHUI MEXIY TOCYAapCTBEHHBIMH OpraHaMu H
OopraHaMu MECTHOT'O CaMOYIpaBJIEHUSI.

57. IlpucBoeHUE KIACCHBIX YHMHOB TPAXAAHCKOM CIy>KObl M MPOBEACHHE
KBIM(PUKALIMOHHOTO 3K3aMeHa.

58. Cucrema J1eJI0npOr3BOJICTBA TOCYAAPCTBEHHOM CITYKOBI.

59. Cucrembl TOKYMEHTAIIMU Ha TOCYJAPCTBEHHOM CITykKOe€.

60. Ciry>x0b1 JOKYMEHTAIIMOHHOTO obecrieueHus yIpaBJICHUS B
rOCyIapCTBEHHBIX MYHUIIUIAIBHBIX 00pa30BaHUSIX.

61. Ciry>keOHBIN KOHTPAKT.

62. CoctaBieHue u oOQopmIIeHHE JTOKYMEHTOB [0 JIMYHOMY COCTaBy
00pa3yoIuXCcsi B MPOLECCe MOCTYIJICHUS Ha TOCYAApCTBEHHYIO T'PakKIaHCKYIO
CIIy0y U €€ TIPOXOKICHUS.



63. CrtocoObl M1 METO/BI OCYIIECTBICHHS (PYHKIMI OPraHOB TOCYIapCTBEHHOMN
BJIACTH.

64. CtangapTuzaius ynpaBiIeHYECKUX TOKYMEHTOB.

65. CTpykTypa 3aKOHOJATEJIbHOM M  HOPMAaTHUBHO-METOAMYECKON  0a3bl
JIEJIONPOU3BOCTBA B CUCTEME TOCYJAPCTBEHHOM CITYKOBI.

66. CTpyKTypHO-(QYHKIIMOHAIBHBIA MOAXOA JUI H3Y4YEHHMs] MeXaHu3Ma
rocy1apcTBa.

67. TpeboBaHUA  3aKOHOJATENbCTBA K  MOATOTOBKE U OGOPMIICHHUIO
OpPraHMU3AIMOHHBIX  JOKYMEHTOB  (TOJOXEHHs, HMHCTPYKIHS,  JIOJDKHOCTHAs
WHCTPYKIMS, IITATHOE pacHucaHue, MpaBujla BHYTPEHHETO TPYJIOBOTO PACIIOPSIKA,
pErJIaMEHT).

68. Yaudukamus ynpaBIeHIECKUX JOKYMEHTOB.

69. DneKTpOHHBIE MUChMA JIETIOBOTO COJAEPKAHMUS.

70. DTUKETHBIE NTpaBUIIa JEI0BOM MEPEIUCKHU.



