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1. HACHHOPT ®OHJJA OHEHOYHbIX CPEACTB

1.1. ObsacTb NpUMEeHEHU s

®ona oueHouneix cpeacts (P@OC) — HeoTheMiieMas dYacTh paboueit
IpOrpaMMbl  JTUCHUIUIMHBL  «JlOKyMeHTallMOHHOE oOOecredyeHne JesATeIbHOCTU
rOCy/1apCTBEHHOM CHUCTEMBI YNPAaBICHUA» U MPEJHA3HAUEH JUIsl KOHTPOJS U OLEHKU
0o0pa3oBaTeIbHBIX JOCTUKEHUN CTYI€HTOB, OCBOMBIINX MTPOTrpaMMy TUCLUILIIMHBI.

1.2. Hesn u 3ap0a4n GOHIA OLIEHOYHBIX CPEICTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHSI MOATOTOBKU OOYyYarOIIErocs
tpeboBanusasm OI'OC BO  0OakamaBpuar 1O  HaMpaBlICHUIO  IOATOTOBKHU
46.04.02 loxymeHTOBEICHE W apXMBOBEACHUE, YTBEPKIACHHBIM  IPUKA30M
MuHnucrepcTBa Hayku U Bbicuiero ooOpasoBanusi Poccuiickoit ®Dexnepanuu
ot 29 okTsi6pst  2020r. Ne1345 (¢ wu3MEHEHUAMHM U JOMNOJHECHUSIMHU) U
[Ipodeccuonansnomy  cranpapty «Croenquanuct MO  OpPraHU3allMOHHOMY U
JOKYMEHTAIIMOHHOMY OO€CIEYEHHUI0 YINpaBIEHUSI OpraHu3alen», yTBEpKIACHHOMY
[Iprkazom MuHucTEpCTBa Tpyla U COUMAJIBbHOM 3amuThl Poccuiickon Penepaunu
«O06 yTBepxkaeHun npodeccuoHanbHoro crangapra» ot 15 utons 2020 r. Ne 333H;
[Ipodeccronansuomy crangapty «CrnenuanucT MO YOPABICHHUIO JTOKYMEHTaMU
OpraHu3auum», yTBepKIAeHHOMY I[IpukazoM MuHucTepcTBa Tpyla M COLMAIBHOM
3amuThl  Poccuiickoit  ®enepanuu «O0  yTBEpKIE€HHUU MPOQPECCHOHATBLHOTO
crtangapta» ot 27 anpens 2023 r. Ne 4214.

1.3. IlepeyeHnb KoMmmeTeHIHUii, (opMUpPYeMBIX B mpolecce OCBOEHHS
OCHOBHOI 00pa30BaTeJIbHON MPOrPaAMMBbI

[Ipomiecc OCBOEHMS [HUCHMIUIMHBI HAIPaBJIEH Ha OBJIAJICHHE CIEAYIOIINX
KOMIIETEHIIUI U WHJIUKATOPOB UX JOCTHKEHUS:

Kox mo ®I'0OC BO | Nuankarop 10CTHKeHU st
[Tpodeccuonanpubie
[TIK-2. CnocobeH opraHnu30BbIBaTh I1K-2.1. Opranusyet AesiTeIbHOCTb
NesITeNbHOCTD MOAPA3/ICIICHUS 10 MO/Ipa3/IeNIeHus MO YIPABICHUIO JOKYMEHTaMH
yIPaBJICHUIO TOKYMEHTAMHU B rOCYJIapCTBEHHON CHUCTEME YIIPaBJICHHUS

1.4. Jranbl ¢GopMHUPOBAHHMS KOMIIETEHUHH W CpeICcTBA OLEHUBAHMS
YPOBHA UX ¢(pOPMHUPOBAHHOCTH

KoHTpo/ibHO-01IeHOYUHbIEe

Jransl popmupoBanusa komnereHuni | Kommnerenunu cpeacrsa / cnnocod
OLICHUBAHMS

Tema 1. OpranuzammonHoe yctpoiicto | [1K-2 BrinmonmHenue npakTHYeCKUX
TrOCYJApCTBEHHON CHUCTEMBI YIIPABIICHHUS. 3aJlaHul, YCTHBIN OIIPOC
KoMriereHiiun opraHoB rocynapCTBEHHON
BJIACTH, CIIOCO0ObI u METObI
OCyIecTBIeHUS (HYHKIIHIA
Tema 2.  B3aumoortHomenus  oprasos | [TK-2 BellonHEHNE IPAKTUYECKUX
TOCYJAPCTBEHHOM BJIACTH U OpPraHOB 3a1aHMM, YCTHBIN OIIPOC
MecTHOro camoymnpasieHus. Cucrema
JEJIONIPOU3BOICTBA rOCy/1apCTBEHHOU




CITY>KOBI

Tema 3. Crpykrypa 3akoHomarenpHON u | [1IK-2 BrinonHenue nmpakTuyeckux
HOPMaTUBHO-METOIUYECKOU 6a3bl 3a/1aHMM, YCTHBIN OIIPOC
JIeI0ONIPOU3BOCTBA B cucremMe

rocyapcTBeHHoW  cimyxObl.  IlpaBuia
IMOATOTOBKHU YHPABJICHYCCKUX NTOKYMCHTOB
U BEJICHUs JEJIOBOM NIEPENUCKHA B OpPraHax
roCyJIapCTBEHHOM BJIACTH

Tema 4. JloxkymentupoBanue TpyaoBbix | [TK-2 BrInosHenne npakTuyeckux
OTHOILIEHUHA B CHCTEME IOCYAAapCTBEHHOU 3a/1aHMM, YCTHBIN OIIPOC
CITY’KOBI

Texymas arrecranusi [1K-2 KonTponbhas padora
IIpomeskyTOYHAA aTTEeCTALMS IK-2 YcTHbIM 3aueT

1.5. Onucanue nokaszareJieii popMupoBaHusi KOMIETEHIIMIA

Koa komnereHuuu Pe3yabTaThl ) OPMHPOBAHHOCTH
[1K-2. Cnocoben 3HaeT: TEOPETUUECKUE OCHOBBI IOKYMEHTALMOHHOT'O 00eCIeYeH s
OpraHru30BLIBATH ACATCIIBHOCTHN FOCYJIapCTBeHHOﬁ CHUCTCMBI YIIpaBJICHHA, €0
ACATCIBbHOCTD TEPMHHOJIOTHUIO U 3a/Ia4M; IIpaBuJia MIOATOTOBKH YIIPABJICHUYCCKHUX
MOJIPa3/IeIeHUsI IO | IOKYMEHTOB M BEJACHUS JICTIOBOM MEPEMTUCKU B OpraHax
YIIpaBJICHUIO rOCyJapCTBEHHOH BIIACTH;
TOKyMEHTaM# YMeeT: cocTaBsATh YIpaBIeHYECKHE TOKYMEHTHI, (PYHKIMOHUPYIOIIHNE B
OpraHax rocy/lapCTBEHHOW BJIACTH;
BnagleeT: HaBbBIKaAMH OpraHu3alv ACATCIbHOCTH MOAPA3ACJICHUA I10
YIIPaBJICHUIO TOKYMEHTAMHU B TOCY/IAPCTBEHHOM CHCTEME YIpaBJIECHUs

1.6. Kpurepum ouneHHMBaHUSI KOMIIETEHIIMII HAa Ppa3HbIX 3Tamax HX

¢dopmupoBanus
KoaunuectBo
Bupa yueOHo# padoThl 0aJ110B
00 | 300

BrinonHenue u 3anmra IpakTHIECKux padboT 48 40
KontponbHas padoTa 20 20
KoHTposb camocTosTeIbHOM paboThI 12 20
3auer 20 20
Bcero 100

HakonureabHas cucrema oueHnBanug no 100-0aaapHoM HiKaJie

YeT1oipexdanibHas Cucrema
100-6anabHas BykBeHHasi IKaJ1a, COOTBETCTBYIOIIAS
cHCTEMA OLlEeHUBAHUSA . OLeHUBAHUSA
mKajia 100-6anabHOI IIKaTe
JK3aMeHa 3ayeTa
OtnaHO 90-100 A — OTNIMYHO — TEOPETHUYECKOE COIEPIKaHHE

Kypca OCBOEHO IIOTHOCTBIO, 0e3 TpoOesoB;
HEO0O0XOAUMBIC TIPAKTHICCKUE HABBIKM PaOOTHI
C OCBOCHHBIM MaTepHaioM C(QOPMHPOBAHEI;
BCE TPEAYCMOTPEHHBIEC IIPOrpaMMOii 00yUYeHH S
y4eOHbIC 3aJaHHs BBIOJHEHBI, Ka4eCTBO HX
BBINIOJTHEHHSI ~ OLIGHEHO  YHCIOM  0aJuioB,
OJIM3KUM K MaKCHMaJIbHOMY

Xoporio 83-89 B — oueHb XOpOIIO — TEOPETUUYECKOE
coJiepKaHre Kypca OCBOCHO TONHOCTHIO, 0e3




mpoOeNnoB;  HEOOXOMUMBIE  MPAKTHYECKUE
HaBBIKH Pa0OTBI C OCBOCHHBIM MaTEpHalOM B
OCHOBHOM copMHPOBaHEI; BCE
MPENyCMOTPEHHbIE TPOTPaMMON  OOYYCHHUSI
ydeOHbIC 3aJIaHUSl  BBIMONHEHBI, KAa4eCTBO
BBINIOJTHEHHST OOJBLIMHCTBA W3 HUX OLICHEHO
YHCIOM 0aJUIOB, OJIM3KUM K MAKCHMAJIBHOMY

Xopouio

75-82

C — XOpolIo — TEOPEeTHYECKOe CONCpIKaHUEe
Kypca OCBOEHO TMOJHOCTBIO; HEKOTOpBIE
MPaKTHYECKHE HABBIKH PabOTHI ¢ OCBOCHHBIM
MaTepuanoM CHOpMHUPOBAHBI HETOCTATOYHO;
BCE IPEeyCMOTPEHHBIE porpamMmoit
o0y4yeHHsT YydYeOHBIC 3aJlaHUS BBIMIOJHEHHI,
Ka4eCTBO BBITIOJHEHUSI HU OAHOTO W3 HUX He
OI[EHEHO MHHHMMAJIGHBIM YHCJIOM  0aJjlioB,
HEKOTOpbIe  BHIBI  3aJaHUM  BBIOIHEHBI
C omOKamMu

Y 10BIETBOPUTETHHO

63-74

D — ymOBIETBOPUTENBHO — TEOPETHUECKOE
COJICpKaHUE TUCIUILTHHBI OCBOCHO YACTHYIHO,
HO TpoOENbl  HE HOCSAT  CYIICCTBEHHOIO
XapakTepa; HEOOXOIMMBIC  MPAKTUICCKUE
HABBIKH pPa0OTBHl C OCBOCHHBIM MAaTEPHAJIOM
B OCHOBHOM C(HOPMHPOBAHBI;, OOJBIINHCTBO
NPEyCMOTPEHHBIX ~TIPOrpaMMOi  00ydeHUst
y4eOHBIX 3allaHUil BBINIOJIHEHO, HEKOTOpbIE
13 BBIMIOJIHCHHBIX 3a/1aHui, coziepxar
OIUOKHU

YV 10BIIETBOPUTEIILHO

50-62

E - nmocpenctBeHHO — TeOpeTHYECKOE
COZIep)KaHWEe Kypca OCBOGHO YaCTHYHO;
HEKOTOpbIE MPAaKTHYECKHE HABBIKU PabOTHI
He c)OpPMHUPOBaHBbI, MHOTHE
NpeyCMOTPEHHbIE TPOrpaMMoOl  00ydeHus
yueOHbIE 3aJaHUs HE BBIIOJHEHBI  JHOO
Ka4yeCTBO BBIMIOJIHEHHSI HEKOTOPBIX M3 HUX
OLICHEHO YHCJIOM 0OajuioB, OJIM3KHM K
MUHAMAIILHOMY

3auTeHo

HeynosnersopurensHo

21-49

FX HEYAOBJIECTBOPUTEIHHO -
TEOPEeTHYECKOE COAEpKaHUE Kypca OCBOEHO
YACTUYHO,  HEOOXOOUMBIE  IIPAKTHYECKUE
HaBBIKH paboTsI He COpMHUPOBAHBI;
OONBIINHCTBO MpeLyCMOTPEHHBIX
IporpaMMoil 00ydeHus Y4eOHBIX 3aJaHui
HE BBINIOJTHEHO 1mb0o Ka4yecTBO
VX BBIMIOJIHEHUS OLIEHEHO YHCIOM 0asulos,
OIM3KUM K MHHUMAIIbHOMY pu
JOTIOJTHUTENBHOW CaMOCTOATENbHOM pabore
HaJg  MaTepHaioM Kypca  BO3MOXHO
TIOBBIIIIEHNE KAYeCTBA BBIMIOJIHEHUS yIEOHBIX
3aJaHAI

HeynoBnerBopurensHo

0-20

F — HeynoBIeTBOPHUTENBHO — TEOPETUYECKOE

COZlep)KaHue Kypca HE OCBOEHO;
HE00XOIUMBIC TPAKTHYECKIE HABBIKA PaOOTHI
He cpOpMHPOBaHEI; BCE  BBINOJHEHHEIC

yueOHBIEC 3aJJaHUs CONlEpKAT TPyObIe OITHOKH,
JOTIOJIHUTENIPHAS  CaMOCTOsITENbHass padoTa
HaJl ~ MaTepuajoM  Kypca  He MPUBEIET
K KAKOMY-THOO ~ 3HaYUMOMY  IOBBIIICHHUIO
KavecTBa BHINOIHEHHS yIeOHbIX 3aJaHUH

He 3aureno




2. KOHTPOJIbBHO-OLHEHOYHBIE CPEACTBA
2.1. OueHo4HbIE CPeACTBA TEKYIIEr0 KOHTPOJIS

Bonpocel 1iis1 yCTHOr0 onpoca:

1. OpranuzaimoHHOEe YCTPOMCTBO TOCYJapCTBEHHOM CHUCTEMBbI YNPABJICHUS B
Poccumn.

2. UTo BXOJUT B KOMIIETEHIIMM OPraHOB TOCYIapPCTBEHHON BJIACTH ?

3. OxapakTepu3yiTe B3aMMOOTHOIICHHS] OPTaHOB IOCY/IapCTBEHHOU BJIACTH U
OPraHOB MECTHOI'O CaMOYIIPABJICHHUS.

4. OxapakTepu3yuTe CUCTEMY JICJIIONPOU3BOJICTBA TOCYIAPCTBEHHON CITYKOBI.

5. UTo BXOAWT B CTPYKTYPY 3aKOHOJATEIbHOW W HOPMATHUBHO-METOAUYECKOU
0a3bl JEJIOMPOU3BOJICTBA B CUCTEME TOCYJAPCTBEHHON CITYKOBbI?

6. [IpaBmia  MOATOTOBKM  YIPaBIEHUECKUX  JOKYMEHTOB B  OpraHax
rOCYAapCTBEHHOM BJIACTH.

7. IlpaBuia BeJieHUs JI€JTOBOM NIEPENMUCKU B OpraHax rocy1apCTBEHHOM BIACTH.

8. Oxapakrepu3yiTe 0COOCHHOCTH JTOKYMEHTUPOBAHUS TPYIOBBIX OTHOIICHUIA
B CUCTEME TOCYAapCTBEHHOMN CITYKOBI.

TeMbl 17151 NOATOTOBKH pedepaToB

1. OpranuzaimoHHOe YyCTPONCTBO rOCYIapCTBEHHON CUCTEMBI YIIPaBICHUSI.

2. KoMmrnereHiuu OpraHoB TOCYJAapCTBEHHOW BJIACTH, CIOCOOBI M METObI
OCYIIECTBJICHUS () YHKIIUM.

3. B3auMooTHOIIEHUSI OPTAaHOB TOCYIAPCTBEHHON BJIIACTH U OPTaHOB MECTHOTO
CaMOYTpPABJIEHUS.

4. Cuctema Aelonpor3BO/ICTBA TOCYJAPCTBEHHOM CITY>KOBI.

5. CTpykTypa 3aKOHOJATE€IbHOM ¥  HOPMAaTUBHO-METOJIUYECKOM  0Oa3bl
JIEJIOMPOU3BOJICTBA B CUCTEME T'OCYJAPCTBEHHOM CITYKOBI.

6. [IpaBuia MOATOTOBKH YIIPaBICHUYECKUX IOKYMEHTOB.

7. IlpaBuia BeieHHS JEI0BOM MEPEMUCKU B OpraHax rocyJapCTBEHHOM BJIACTH.

8. JlokyMeHTHUpOBaHUE TPYAOBBIX OTHOIIEHHH B CHUCTEME TOCYAapCTBEHHOMU
CITYXKOBI.

TeMbl 1Jisl MOATOTOBKH NpPe3eHTAIMA

1. B3auMOOTHOIIEHUsI OPTraHOB TOCYAAPCTBEHHOW BJIACTU U OPTAHOB MECTHOTO
CaMOYITPaBJICHUA.

2. JIOKyMEHTHpPOBAaHNE TPYAOBBIX OTHOIICHUN B CHCTEME TOCYAapCTBEHHOU
CITYXKOBI.

3. Komnerennmu opraHoB TOCYAapCTBEHHOW BJIACTH, CIIOCOOBI M METOBI
OCYIIECTBICHUS () YHKITHAHA.

4. Opraau3alOHHOE YCTPOMCTBO TOCYJaPCTBEHHON CUCTEMBI YIIPABICHUSI.

5. IlpaBuna BeaeHus 1€I0BOM MEPENUCKU B OpraHax rocy1apCTBEHHOM BIaCTH.

6. [IpaBuia mMOATOTOBKH YIIPABICHUYECKUX IOKYMEHTOB.

7. CucreMa J1eIonpou3BOCTBA TOCYIapCTBEHHOM CITYKOBI.



8. CTpykTypa 3aKOHOJATEIbHOM M  HOPMAaTUBHO-METOJUYECKOH  Oa3bl
JEJIONPOU3BOICTBA B CUCTEME I'OCYAAPCTBEHHOM CITyKOBI.

Bomnpocs! st npoBeaeHUs KOHTPOJIBbHOU padoThI

1. Atrecrtaius roCcyJapCTBEHHOTO TPAXKJAHCKOTO CIY>KaIEero.

2. B3auMOOTHOIIIEHHS OPTaHOB TOCYJaPCTBEHHOM BJIACTU U OPraHOB MECTHOTO
caMOyTIpaBJICHUS.

3. BusutHas kapTouka.

4. T'ocymapcTBeHHass BJIacTh — OpraHU3allusl BBICHIMX TOCYIapCTBEHHBIX
OpraHoB, TMOPSAOK UX OOpa3oBaHMSs, CTPYKTypa, MOJTHOMOYMS, B3aUMOJCHCTBUE C
HAcCeJIEHUEM, a TaKXKe JPYT C APYTOM.

5. l'ocynapcTBeHHast BIacTh Kak 0co0as pa3HOBUIHOCTh COIIUATBLHOM BIACTH.

6. ['ocymapcTBeHHBIN anmapat: OHSATHE, CTPYKTYpa, OpraHu3aIusl.

7. loxyMeHTallMOHHOE  OOecCleueHre KaJapoBOM  pabOThl B  OpraHax
roCyJapCTBEHHOU BJIACTH.

8. JlokyMeHTHUpOBaHUE TPYAOBBIX OTHOIIEHHH B CHUCTEME TOCYAapCTBEHHOMU
CITY>KOBI.

9. KagpoBasi cmyx0a TocyaapCTBEHHOrO opraHa U ee¢ (QyHKIUH B 00JacTH
KaJIpOBOTO JISJIOTPOU3BOICTRA.

10. KoMmneTeHIIun OpraHoB rocy1apCTBEHHON BIIACTH.

11. MyHuUIMTIaTIbHBIE TIPABOBBIC AKTHI, NMPUHATHIC B TpeEaeiaX KOMIICTCHIIUU
MYHUIIMTIAIBHOTO 00pa30BaHUsl.

12. OpranuzanoHHOE YCTPOMCTBO FOCYJAPCTBEHHON CUCTEMbI YIIPABIICHHUS.

13. OpranuzanoHHO-PABOBON CTATyC OPTraHOB MECTHOT'O CaMOYTIPABIICHUS.

14. Opransl rocy1apCTBEHHOM BIaCTH U OpPTraHbl MECTHOT'O CAaMOYIIPABIICHHUS.

15. OcHOBHBIE  TOJOKEHHUS 1O  JOKYMEHTUPOBAHUIO  YIPABICHYECKON
NEeATEIbHOCTU TOCYJapCTBEHHBIX OPraHOB BJIACTH.

16. OcHoBHBIE mpaBuiaa o(opMIIEHHUS YIpaBIEeHYECKHX (OpraHU3aIMOHHO-
pacnopsiAuTENbHbIX) TOKYMEHTOB.

17. OcHOBHBIE CTaHAPTHI B 00JIACTH JISITONPON3BOICTBA.

18. OcHOBHBIE TEPMUHBI U OTIPEICIICHHS.

19. TlepeyeHr  TUNOBBIX  YIOPABICHUECKUX  APXUBHBIX  JIOKYMEHTOB,
oOpa3yromuxcsi B TpoIecce ACSTEIBbHOCTH TOCYIAapCTBEHHBIX OPTraHOB, OPTraHOB
MECTHOT'O CaMOYIIPABIICHUS U OpPTraHU3allUi, C YKa3aHUEM CPOKOB XPAHEHUSI.

20. ITomnomounst (penepaabHBIX OPraHOB TOCYAAPCTBEHHOW BIACTH B 00JacTh
MECTHOT'O CaMOYIIPaBIICHHUSI.

21. TloctymuieHre Ha TOCYJapCTBEHHYIO TPAXKIAHCKYIO CITYXkKOY.

22. [lpaBunma BeneHUsS JEJIOBOM IEPENHMCKA B OpraHax TIOCyIapCTBEHHOM
BJIACTH.

23. llpaBmiia MOATOTOBKH  YNPaBICHYECKUX JOKYMEHTOB B  OpraHax
rOCyJapCTBEHHOM BJIACTH.

24. IlpyuHIATIBI OPTAHU3AIUN U JACSITEIBHOCTH TOCYIApCTBEHHOTO ammapara —
OCHOBOTIOJIATAIOIME Hadaja, UJeH, ONMPEICTSIoNnue XapakTep QyHKIIMOHUPOBAHUS U
pa3BUTHUSA anmapara rocy1apcTsa B LIEJIOM.

25. IIpuHIHATIBI COBPEMEHHOTO TOCYIapCTBEHHOTO arlapara.



26. IIpyHIUIBI: B3aUMOOTHOIIIEHUN MEXAYy TOCYAapCTBEHHBIMH OpraHaMu U
OpraHaMy MECTHOTO CaMOYIpPaBICHHUS.

27. IlpucBo€HHE KJIACCHBIX YWHOB TPaXKJAHCKOW CIIyKObl M MPOBEACHHE
KBIM(PUKALMOHHOTO 3K3aMEHa.

28. Cuctema Jeonpor3BOICTBA FOCYIAPCTBEHHOM CITY>KOBI.

29. CuctemMbl TOKYMEHTAIIMK Ha TOCYIapCTBEHHOM CITyKO0e.

30. Ciyx0bl JOKYMEHTAIUOHHOTO o0ecrieyeHus yIpaBJICHUS B
rOCyJapCTBEHHBIX MYHUIIUITATBHBIX 00Pa30BaHUSIX.

31. CiyxeOHbII KOHTPAKT.

32. CoctaBinenue u odoOpMIICHHE JOKYMEHTOB [0 JIMYHOMY COCTaBY
00pa3yloIuXxcsi B TPOIecce IMOCTYIUICHHS Ha TOCYAapCTBEHHYIO T'PaKIAHCKYFO
CITYO0y U €€ TIPOXOXKJICHHUS.

33. CriocoObl U METO/IbI OCYIIECTBIEHUSI (DYHKIMI OPraHOB roCyAapCTBEHHOU
BJIACTH.

34. CrannapTu3aliys yrpaBIeHYECKUX JOKYMEHTOB.

35. CTpykTypa 3aKOHOAATENBHOW H  HOPMATHBHO-METOJUYECKOW  0asbl
JEIIOTIPON3BOJICTBA B CUCTEME TOCYIAPCTBEHHOM CITY>KOBI.

36. CTpyKTypHO-QYHKIIMOHAIBHBIN  MOAXOM JUISI H3YYCHHS MEXaHH3Ma
roCyJ1apcTBa.

37. TpeboBanuss  3aKOHOJATENLCTBA K  TMOJATOTOBKE UM O(GOPMIICHHUIO
OpPraHM3AIMOHHBIX  JOKYMEHTOB  (TIOJIOKCHHS,  HWHCTPYKIHS,  JIOJDKHOCTHAs
MHCTPYKIIMSI, IITATHOE paclucaHue, MpaBuia BHYTPEHHETO TPYAOBOIO paclopsiaka,
pErJIaMeHT).

38. YHudukamus ynpaBieHYECKUX JTOKYMEHTOB.

39. DneKkTpOoHHbBIE TUCHMA JIEJIOBOTO COACPKAHUS.

40. DTUKETHBIE MTpaBUiIa ACJIOBOM MEPENUCKHU.

2.2. OueHOYHbIE CPeICTBA IS MPOMEKYTOYHOM aTTecTalum (3a4eT)

TeopeTuueckue BONPOCHI K 3a4eTy

1. OpranuzaimoHHOe YCTPONCTBO TOCYIapPCTBEHHON CUCTEMBI YIIPaBICHUS.

2. KomnereHIIMM OpraHoB TroCcy/1IapCTBEHHOM BJIACTH.

3. CriocoObl 1 METOMBI OCYIIECTBICHUS (PYHKIIMI OpraHOB TOCYJAapCTBEHHOM
BJIACTH.

4. TocynapcTBeHHas BJaCTh Kak 0c00asi pa3HOBUIHOCTh COIIMAIBHON BIACTH.

5. locynmapcTBeHHass BiacTh — OpraHU3aIUs BBICIIUX TOCYIapCTBEHHBIX
OpraHoB, TMOPSIOK WX OOpa3oBaHUs, CTPYKTypa, MOJTHOMOYHS, B3aMMOJICHCTBUE C
HaceJIeHUEM, a TAKXKe JIPYT C APYTOM.

6. CTpyKTypHO-QYHKIMOHATBHBIM ~ TOAXOM U HM3YyYCHHS  MEXaHU3Ma
roCy/IapcTBa.

7. l'ocymapcTBeHHBIN anmapar: MOHATHE, CTPYKTYpa, OpraHu3aIfusl.

8. [IpuHIIMTIBI OpraHW3alMKM U JEATEIHLHOCTH TOCYAApCTBEHHOTO ammapara —
OCHOBOTIOJIATAIOIIME Hadaja, UJeH, ONpeaemstonue Xxapakrep QyHKIIMOHUPOBAHUS U
pa3BUTHS amnmapara rocyaapcTBa B IEJIOM.

9. [IpuHIMTIBI COBPEMEHHOTO TOCYAAPCTBEHHOTO armapara.



10. B3auMOOTHOIIIEHHSI OPraHOB TOCYJApPCTBEHHOW BIIACTH H OPTaHOB
MECTHOT'O CaMOYIpaBJICHHUS.

11. Cuctema Aen0npou3BoICTBA TOCYAAPCTBEHHOM CITYKOBI.

12. Opranu3anOHHO-NPAaBOBOM CTATyC OPraHOB MECTHOT'O CaMOYIPABIICHUS.

13. Opranbl rocyAapcTBEHHOM BIACTH U OPTaHbl MECTHOTO CaMOYIIPaBICHUS.

14. TIpyHOHUIIBI: B3aMMOOTHOIICHUH MEXAY TOCYIapCTBCHHBIMH OpPTaHAMH H
opraHaMu MECTHOTO CaMOYIIPaBJICHHUS.

15. TlomHoMOums (enepanbHbBIX OPraHOB rOCYAAPCTBEHHOMN BlIacTH B 00JaCTH
MECTHOT'O CaMOYIpaBJICHHUS.

16. Cayx0bl JOKYMEHTAILMOHHOTO oOecrnieueHus YIPABIECHUS B
rOCyJIapCTBEHHBIX MYHHUIIUITATLHBIX 00Pa30BaHHSIX.

17. Cuctembl TOKYMEHTAIIMU HA TOCYIapCTBEHHOM CITyKO0e.

18. OcHOBHBIE  TOJNOXKEHHSI MO JOKYMEHTHPOBAaHHIO  YIPaBIECHYECKOU
JESITeILHOCTH TOCYITaPCTBEHHBIX OPraHOB BIIACTH.

19. Yuudukauus ynpaBieHU€CKUX JOKYMEHTOB.

20. CrarmapTu3anus ynpaBlIeHYeCKIX JOKYMEHTOB.

21. CTpykTypa 3aKOHOJATEIBHOW W HOPMATHBHO-METOIUYECKOW  0asbl
JIEJIOMPOU3BOJICTBA B CUCTEME T'OCYJAPCTBEHHOM CITYKOBI.

22. TlpaBuina TMOATOTOBKH  YNPaBIEHYECKHMX JOKYMEHTOB B  OpraHax
roCy/1apCTBEHHOM BIIACTH.

23. IlpaBua BeleHWs [EIOBOM TEPENHUCKH B OpraHax TOCYAapCTBEHHOU
BJIACTH.

24. OcHOBHBIE CTaHAAPTHI B 00JIACTH JAEIONMPOU3BOICTBA.

25. OCHOBHBIE TEPMUHBI U ONIPEICTICHUS.

26. IlepeyeHb  TUIOBBIX  YIPaBICHYECKUX  APXUBHBIX  JOKYMEHTOB,
oOpa3ylonuxcsi B Mpolecce JAESITeNIbHOCTH TOCYJAapCTBEHHBIX OpPraHOB, OpPraHOB
MECTHOT'O CaMOYIIPABJICHHS U OPTaHU3AIUi, C YKa3aHUEM CPOKOB XpaHEHUSI.

27. TpeboBaHusi  3aKOHOJATEIbLCTBA K  TMOJATOTOBKE H  O(QOPMIICHHIO
OpraHU3allMOHHBIX  JIOKYMEHTOB  (TIOJIOKEHUS,  HMHCTPYKIUSA,  JIOJDKHOCTHAs
WHCTPYKIIMSI, IITATHOE paclucaHue, MpaBujia BHYTPEHHETO TPYAOBOTO PAacIOpsIKa,
pEerjIaMeHT).

28. MyHUIIUTIaTIbHBIE TIPABOBbIE aKTHI, MPUHATHIE B Mpeaesiax KOMIIETEHIIUU
MYHHUITUTIATBHOTO 00pa30oBaHUS.

29. OcHoBHBIE mpaBwia O(GOPMICHHUS YIPABICHUECKHX (OpPraHU3aIMOHHO-
pactopsIUTENbHBIX) IOKYMEHTOB.

30. DTUKeTHBIC TTpaBUIIa IETTOBOM MEPEMTUCKH.

31. DnexkTpoHHBIE TUCHEMA JIEJIOBOTO COACPIKAHUS.

32. BuzuTHas KapTouka.

33. JIoOKyMEeHTUpPOBaHUE TPYJAOBBIX OTHOIIEHWW B CHCTEME TOCYIapCTBEHHOM
CITYKOBI.

34. JlIokyMeHTallnOHHOEe ~ OOecriedeHne KaapoBOoW paboOThl B opraHax
rOCyJapCTBCHHOM BJIACTH.

35. KampoBas cimyk06a rocyqapcTBEHHOTO OpraHa u ee¢ (yHKIIMHW B 00JacTu
KaJIpOBOTO JIEJIONPOU3BOICTBA.



36. CoctaBinenue u o(OpPMIIEHHE JOKYMEHTOB IO JIMYHOMY COCTaBYy
o0Opa3yloluxcsi B Mpolecce MNOCTYIUIEHUS Ha TOCYAApCTBEHHYIO TI'Pa)XIAHCKYIO
CITYX0y U €€ IPOXO0XKICHHUS.

37. IloctynieHue Ha roCy1IapCTBEHHYIO TPAXKIAHCKYIO CITYXKOY.

38. Ciyxe0OHbII KOHTPAKT.

39. [lpucBoeHME KIACCHBIX UYWHOB TPaXXJIaHCKOW CIIyXObl M TPOBEIECHUE
KBIM(PUKALMOHHOTO 3K3aMEHa.

40. AtTecTanus rocyapCTBEHHOIO IPAKIAHCKOTO CITYKaIEro.

41. MyHunMnandbHble MPABOBBIE aKThl, MPUHATHIE B Mpeaenaax KOMIETEHIIUU
MYHHUIIUIATBHOTO 00pa30BaHUsI.

42. Opranu3aluOHHOE YCTPOHUCTBO TOCYIAPCTBEHHON CUCTEMBI YIIpaBICHUS.

43. Opranu3almOHHO-TIPAaBOBOM CTaTyC OPraHOB MECTHOT'O CAMOYIIPaBICHUS.

44. Oprasbl TOCy1apCTBEHHON BJIACTH M OPTaHbl MECTHOTO CaMOYIPaBJICHHUS.

45. OCHOBHBIE  TMOJIOXKEHUS MO  JOKYMEHTHUPOBAHMUIO  YIpPaBICHUYECKOU
NEeSTENbHOCTU TOCYAAPCTBEHHBIX OPIaHOB BJIACTH.

46. OcHoBHBIE TpaBuiIa OGOPMIIEHUS YIpaBICHYECKUX (OpraHU3allOHHO-
pacnopsIuTENbHBIX) TOKYMEHTOB.

47. OCHOBHBIEC CTaHAAPTHI B 00JACTH JEIOMPOU3BOICTBA.

48. OcHOBHBIE TEPMUHBI U ONIPEICICHHUS.

49. TlepeueHb  THUIIOBBIX  YIPaBIEHYECKUX  ApPXUBHBIX  JTOKYMCHTOB,
oOpa3ylolnmxcsi B MpoIecce JAESTeNIbHOCTH TOCYJAapCTBEHHBIX OpPraHoOB, OpPraHOB
MECTHOT'O CaMOYIIPaBJICHHS U OPTaHU3alUi, C YKa3aHUEM CPOKOB XpPAHEHHS.

50. [MonmHOMOUMSA (enepadbHBIX OPraHOB TOCYAApPCTBEHHON BIACTH B 00J1acTU
MECTHOTO CAaMOYIIPABJICHHUS.

51. IocTyrieHne Ha rOCyIapCTBEHHYIO TPAXKIAHCKYIO CITYKOY.

52. IlpaBuna BejeHUs [EJIOBOM TMEPENHCKM B OpraHax TOCYAapCTBEHHOU
BJIACTH.

53. [lpaBmwia MOATOTOBKM  yMpaBIEHYECKUX JOKYMEHTOB B  OpraHax
rOCyJapCTBCHHOM BJIACTH.

54. IlpuHIMIBI OpraHU3allMy U ACSTEIHHOCTH TOCY/IapCTBEHHOTO ammapara —
OCHOBOIIOJIAralole Havaja, uiaeu, Onpeaessionme xapakrep QyHKIIMOHUPOBAHUS U
pa3BUTHS amnmapara rocyaapcTba B IIEJIOM.

55. [IpuHIMIBI COBPEMEHHOTO FOCYIapPCTBEHHOTO aIlapara.

56. [TpuHIMMIBI: B3aMMOOTHOIICHUH MEXIY TOCYIapCTBEHHBIMU OpPTaHAMH U
opraHaMy MECTHOT'O CaMOYIIPaBJICHMS.

57. IlpucBoeHME KIACCHBIX YWHOB TPaXXIaHCKOW CIIyXKObl M TIPOBEIICHUE
KBUTH(DUKAIIMOHHOTO dK3aMEHa.

58. Cucrema J1e0npon3BOACTBA TOCYIAPCTBEHHON CITYKOBI.

59. Cucrembl JOKYMEHTAIIMH HA TOCYJAPCTBEHHOM CITyX0e.

60. CayxOb1 JOKYMEHTAI[MOHHOTO o0OecredyeHus yIpaBJIEHUs B
rOCY/IapCTBEHHBIX MYHHITMITAIBHBIX 00pa30BaHUSX.

61. Coy>keOHBII KOHTPAKT.

62. CocraBienne u OQOpMICHHE JOKYMEHTOB IO JIMYHOMY COCTaBy
oOpa3ylolmuxcsi B IpoOLEeccCe MNOCTYIUIEHUS Ha TOCYAApCTBEHHYIO TI'Pa)XIaHCKYIO
CIy)X0y U €€ TPOXOKIACHHUS.



63. CriocoObl 1 METOJBI OCYLIECTBIEHUS (DYHKIMI OPraHOB rOCyAapCTBEHHOU
BJIACTH.

64. CrangapTuszanus ynpaBlIeHYECKUX JOKYMEHTOB.

65. CTpykTypa 3aKOHOJIATE€IbHOW U  HOPMATHUBHO-METOJUYECKOM  0asbl
JEJIOMPOU3BOICTBA B CUCTEME IOCYJAPCTBEHHOM CITYKOBbI.

66. CTpykTypHO-QYHKIIMOHAIBHBIM  TOAXOA JUIsi H3Yy4YEHUS MeXaHu3Ma
rocy/1apcTBa.

67. TpeboBaHusi  3aKOHOJATENbCTBA K  IMOATOTOBKE U OPOPMIIECHUIO
OpraHU3allMOHHBIX  JIOKYMEHTOB  (TOJOXKEHHUS, HMHCTPYKUHUSA,  JOJDKHOCTHAs
MHCTPYKIIMS, IITaTHOE pacHucaHue, MpaBuja BHYTPEHHETO TPYAOBOIO paclopsiiaka,
pErJIaMeHT).

68. Yaudukauus ynpapieHY€CKUX IOKYMEHTOB.

69. DnexTpoHHbIE TUCHhMA JIETIOBOTO COICPIKAHUSL.

70. DTUKeTHbIE IPaBUIIA JI€TTOBOM MEPEMUCKH.



