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PaGouass mporpamma AuCUMITIUHBI «J{OKyMEeHTallMOHHOE OOecledeHne YIpaBiIeHUS
NIEPCOHATIOM)» COCTaBJIEHA B COOTBETCTBUHU C TPEOOBaHUSAMHU:

- @enepanbHOTO  TOCYJAPCTBEHHOTO  00pa3oBaTENbHOTO  CTaHIApTa  BBICIIETO
oOpazoBanus mo HampasieHuo noarotoBku 38.03.03 VYmpasnenue mnepcoHanoM (ypOBEHb
OakanaBpuata), YTBepKICHHOTO IpukazoM MunHoOpHayku Poccuun ot «14» nexadps 2015 roga
Ne 1461;

- Ilpukaza MwunHoOpHayku Poccum «O0 yrBepxkaenun Ilopsaka opraHuzanuu U
OCYIIEeCTBIICHUSI 00pa30BaTeNIbHOM AESITEILHOCTU MO 00pa30BaTEeIbHBIM MPOTrPAMMAaM BBICIIETO
oOpa3oBaHusi — ImporpaMMaM OakajlaBpuaTra, MporpamMmaM CIHEIUaIUTeTa, MporpaMMam
maructpatyps» oT 05.04.2017 Ne 301;

- yuebHoro twiana ['OY BO «Komu pecrmyOnukaHCKas akaaeMHs TOCYIapCTBECHHON
CIyObl U ympaBieHus» 1o HampasieHuto 38.03.03 VYmpasnenue mnepcoHanom (ypoBEHb
OakayaBpuaTa) HampaBJICHHOCTH (MMPodnIiIb) «YTpaBiIeHNE TIEPCOHAIIOM OPTaHU3AINN.
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1. Heau u 3a1a4u Y4eOHOIH AUCIUTIMHBI

1.1. I{enw uzyuenus yueonoii oucyuniunsl

Llenpto OCBOGHUS AMCHMIUIMHBI  «/[OKyMeHmayuoHHoe obecnedeHue YnpaeieHus
nepcoHanomy» SIBISETCS TMOArOTOBKA OakaIaBpoB K Oyaymiel npodeccuoHanbHON AesITeTbHOCTH
Ha OCHOBE (OPMHUPOBAHUS Yy OOYYArONIMXCS OCHOBHBIX YMEHHII W HaBBIKOB B 00JacTH
yIpaBJIeHUs] OpraHu3anyei, B 4acTh (HOpPMUPOBAHHMS HABBHIKOB M 3HAHUH 00 OCHOBHBIX
NOJOXKEHHUSAX JOKYMCHTUPOBAHUS W O3HAKOMICHHS C TEOpHEH M TPAKTHKOH paboThl C
JOKYMEHTUPOBAHHON uH(}OpManmel; 1o oOpraHu3anmud padoThl € Pa3IUYHBIMU BHJIAMU
JOKYMEHTALUH (opraHM3anMOHHO-PACTIOPAAUTEILHOM, MH()OPMaAIMOHHO-CIIPABOYHON ),
HN3YUCHUC COBPCMCHHBIX IIPAaBUJI JOKYMCHTHPOBAHHA THUIIOBBIX CI/ITyaI_[I/Iﬁ U OpraHu3anusa
paboTbl C JOKYMEHTaMH, pPErIaMEHTHPYIOIIUMH (YHKIMM W HPOLEAYpPbl YIpPaBICHHS
IIEPCOHAJIOM B OpraHU3allNy.

1.2. 3a0auu yuebnoit oucyunaunl

3agayaMn  OCBOGHUS JUCLUIUIMHBL «/JoKyMenmayuonnoe obecneuenue ynpasienus
nepCoHAnOM» SBISIOTCSL:

— chopMupoBaTh TMOHATHE COBPEMEHHOW CHCTEMBI IOKYMEHTAIMH 110 YIPABJICHHUIO
IIepCOHAJIOM;

— U3Y4HTh 3aKOHOJIaTEITbHBIC u HOPMAaTHBHO-METOIUYECKUE JOKYMEHTHI,
perylaMeHTHPYIOIINE MPOIECCHl JOKYMEHTUPOBAHUS OTHOILICHUH B OpraHU3allny;

— MOKa3aTh B3aUMOCBS3b HH(POPMALIUU U JJOKYMEHTA,

— 03HAKOMHTH C COBPEMEHHBIMH TPEOOBaHUSAMHU K paboTe C JOKyMEHTaMH,

— c(OopMHPOBATH Y CTYJIECHTOB PAllMOHAIFHBIC MOIXOABI K PEIICHHUIO 3a/1a4 OpraHu3aIiu
paboThI ¢ TOKYyMEHTaMH;

— M3YYHUTh COBPEMEHHBIEC TEXHOJIOTHH JETIONPOU3BO/ICTBA;

— O3HAaKOMHTb C OCHOBHBIMM INPaBUJIAMH U HOPMaMM TEKYILIErO U apXUBHOT'O XPaHEHMS
JIOKYMEHTOB;

— c(hopMupoBaTH HaBBIKU NMPO(HECCHOHAIBHON YIIPaBIEHUYECKON JesITeTbHOCTH.

1.3. Buovi komnemenuyuii, hopmupyemole é pezyivmame 0C80CHUA OUCUUNIUHBL

N3ydyenue nucuumniauHsl «/JoxymenmayuonHoe obecneuenue YnpasieHus nepcoHanroM»
HalpaBJIeHO HAa (OPMHUPOBAHUE CIETYIOIIUX KOMIIETEHIIHH:

1) OGmenpodeccroHanbHbIE:

OIIK-10 — cnocoGHOCTH pemaTb CTaHAApTHBIE 3aJaud  MPOQEeCcCHOHANBHOM
JeSITEIbHOCTH Ha OCHOBE MH(OpMaIMOHHON U Oubinorpaduyeckoi KyJbTypbl ¢ IPUMEHEHUEM
UH(POPMALIMOHHO-KOMMYHUKAIMOHHBIX TEXHOJNOTMM M € YYeTOM OCHOBHBIX TpeOoBaHUUN
MH(pOPMallMOHHON 0€30M1aCHOCTH.

2) npodeccroHaNbHBIE:

[IK-12 — 3HaHWe OCHOB pa3pa0OTKM W BHEIPCHHS KAJAPOBOW W YIIPaBICHUYCCKOU
JOKYMEHTAIIUM, ONTHMM3ALUU JOKYMEHTOOOOpOTa M CXeM (YHKIMOHAJIbHBIX B3aUMOCBS3EH
MEXIy TMO/Apa3AeiCHUsIMHA, OCHOB pPa3paOdOTKH W BHEAPEHHs TPOLEAYP PperyIupOBaHUS
TPYAOBBIX OTHOIIEHUH M COTPOBOXKIAIOIIEH TOKYMEHTAIIUH.

1.4. Mecmo oucuyunaunsl ¢ cmpykmype o0pazo6amenvHoll nPpoZPaAmMMbl:

JuctmtummHa  «/[okymMenmayuonnoe obecneuenue YNpaeieHusi NepcoHAnIoOM» SBISETCS
0053amenbHOU A1 U3Yy9SHHs], OTHOCUTCS K 6a30601 uacmu niporpammel bioka 1 «Jlucuumimabl
(Momynn)».



2. TpeGoBaHusi K pe3yJibTaTaM OCBOCHHS
Y4eOHOM I CIUIIINHbBI

B pesynbTrare u3yueHusi TUCHUILUIUHBL «/[oKyMeHmayuornHoe obecneueHue ynpaeieHus
nepcoHanom» OOydaroUIuecs: JODKHBI OBIAACTh CICAYIONIMMH 3HAHUSIMH, YMEHHUSMH U
HABbIKAMHU, COOTHECEHHBIMU C IUIAHUPYEMBIMU pE3yJIbTaTaMHd OCBOEHHUS 00pa3oBaTeIbHOU

IIPOrpaMMBI:

dopmupyemblie IlnanupyemMblie pe3yJibTaThl 0CBOCHUSA
KOMIETEeHI[UH Y4eO0HOi TUCIUIIHHBI
3HaTh \ YmMmern Baanern
QObwenpogeccuonanvhvle KomnemeHyuu
OIIK-10 — CIocoObl pemiaThb pelaTh CTaHAAPTHBIC | CITOCOOHOCTHIO

CIIOCOOHOCTH pelIaTh
CTaHJapTHBIC 3a7a4u
npoQeCcCHOHAILHON
JESITEIbHOCTH Ha
OCHOBE
nH(GOPMALIMOHHON U
oubmmorpaduueckon
KYJIBTYPBI C
IPUMCHECHUEM
nH(pOpMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTUH U C
Y4ETOM OCHOBHBIX
TpeOoBaHUit
nH(pOpMaITMOHHOM
0e30MacHOCTH.

CTaHJApTHBIC 3aa4n
YIpaBJICHUA

NepCcoHaIOM Ha OCHOBC

HH(pOpMaITMOHHOM
KYJIBTYPHI C
MIPUMEHEHUEM
MH(}OpPMaLOHHO-
KOMMYHUKAITHOHHBIX
TEXHOJIOTHH U C
Y4€TOM OCHOBHBIX
TpeboBaHMit
UH(POPMALMOHHOM
0e30IacCHOCTH, B TOM
qucIe A7
JOKYMEHTHPOBaHUS
yIpaBIeHYECKON
NEeSITETTLHOCTH U
BEJICHUS
JIeJI0NPOU3BO/ICTBA.

3aJa4u yIpaBICHHS
MEPCOHAIOM Ha
OCHOBE
uHbOpMaITMOHHON
KYJIBTYPHI C
IpPUMEHEHHUEM
UH(POPMALIMOHHO-
KOMMYHHKAITMOHHBIX
TEXHOJIOTH U C
Y4€TOM OCHOBHBIX
TpeboBaHMI
UH(POPMALIMOHHOM
0€301acHOCTH, B TOM
qucie s
JTOKYMEHTHUPOBAHHSI
YIIPABJIEHYECKOU
JeSITeTbHOCTH U
BE/ICHUS
JIeJIONPOU3BO/ICTBA.

pemaTh CTaHAapTHHIE
3a/lauM yIpaBIeHUS
MIEPCOHAJIOM Ha
OCHOBE
nH(pOpMaAITMOHHOM
KYJIBTYPBI C
MIPUMCHCHHEM
nH(pOpMaMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHH U C
Y4€TOM OCHOBHBIX
TpeboBaHuU
UH(pOpMaAITMOHHOM
0C30ITaCHOCTH, B TOM
YUCIIe NS
JOKYMEHTUPOBaHUS
YIIPaBJIEHYECKOU
NEeSATEIbHOCTH U
BEJICHUS
JIEIONPON3BOJICTBA.

Ilpogpeccuonanvnvie Komnemenyuu

Buo oeamenvnocmu: OpP2ARU3AUUOHHO-YRPABGICHUYECKAA U IKOHOMUUECKAA

[TIK-12 — 3HaHwme
OCHOB pa3paboTKU U
BHEJIPEHUS KaJIpOBOI
U YIIPaBJIEHYECKOU
JIOKyMEHTaIluH,
ONTUMU3ALNH
JIOKyMEHTO000poTa
U CXEM

(G YHKIIMOHATBHBIX
B3aUMOCBS3EH
MEXY
NOJIpa3IeJICHUSIMH,
OCHOB pa3pabOTKU U
BHEJPEHUs
poLesyp
peryJIMpoBaHus
TPYAOBBIX

TEPMHUHOJIOTHIO
JIEJIONPOU3BO/ICTBA,
IIpaBHJia COCTABJICHUS
u ohopMIiIeHUs
JIOKYMEHTOB COT'JIACHO
I'OCT P 7.0.97 - 2016
1 3aKOHOJIaTeIbCTBY
P®; sTansl
JIOKyMEHTO000poTa
JIOKYMEHTOB,
COTPOBOKIAIOIINX
yIpaBJieHUE
HEPCOHAIOM

paspabaThiBaTh U
BHEAPATH
yIIPaBJICHYECKYIO
JOKYMEHTAIHIO,
ONITUMHU3UPOBATH
JOKYMEHTOO0O0POT U
CXEMBI
(YHKIIMOHATBHBIX
B3aUMOCBS3ENH MEKITY
MOJIpa3/IeICHUIMHU

3HAaHHUEM OCHOB
pa3paboTKu U
BHE/IPCHHUS
YIIPABJICHYECKOU
JOKYMEHTAIUH,
ONITUMH3AIUN
JOKYMEHTO000pOoTa U
CXEM
(YHKIIMOHATBHBIX
B3alMOCBS3EH MEXKIY
Moipa3iesIeHusIMU




OTHOUIEHUH U
COIIPOBOXKAAIOLIEH
JIOKYMEHTaIluu

3. O0béM yueOHOH TUCHUTLIUHBI

3aounas popma o0OyueHus:
1 cemecmp peanuzayuu

Buabl yueOHoii padoThl

Pacnpenesienne yueoHoro

BpeMeHU
Konumaxmmuas paéoma 14
AyauTopHBIC 3aHATHS (BCETO): 14
Jlexyuu 6
IIpakmuyeckue 3ansamus 8
Jlabopamopnvie 3anamus
[IpomexyTouHas aTTecTalus 0
Koncynemayus nepeo sxzamenom
Oxzamen
3auem
Konmponvnasn paboma
Pyxosoocmeo kypcosoil pabomoii
Camocmoamenvnas paboma 58
Camocmosmenvnas paboma 6 meuenue cemecmpa 58
Iloozomoska koHmponbHOU pabomul
Hanucanue xypcosoii pabomot
Iloozomoska k npomedxcymounol ammecmayuu
Bun texymen arrectanun mecmupoeanue
Oowas mpyooémkocmop OUCUUNIUHBL:
yacwl 72
3auémuvie eOUHUYbL 2

2 cemecmp peanuzayuu

Buabl yueOHol padoThl

Pacnpenesienue yueoHoro

BpeMeHH
Konmaxmmnas paboma 2,35
AyIuTOpHBIE 3aHATHUS (BCET0): 0
Jlexyuu
IIpakmuyeckue 3ansimus
Jlabopamopnule 3ansamus
IIpoMexyTouHas aTTecTalus 2,35
Koncynemayus nepeo sxzamenom 2
Dxzamen 0,35
3auem
Konmponvnasa paboma
Pyxosoocmeo kypcosoii pabomoii
Camocmosamenvnasn paboma 69,65




Camocmosmenvras pa6oma 6 medenue cemecmpa

60,65

Iloocomoska konmponvHol pabomoi

Hanucanue xypcosoii pabomot

Iloozomoska k npomedxcymounol ammecmayuu 9

Bup Texymei arrectauuu

Oowas mpyooémkocmop OUCUUNIUHBL:

yacol 72

3ayémHvie eOUHUYbL 2

W3ydyenune aucuuiiuHbl «/JoxymeHmayuonHoe obecneuenue YNpagieHus nepcoHanrom
HE TPeyCMaTPHUBACT MOATOTOBKY KYPCOBOM PabOTHI.

4. Conep:xkanue TeM yueOHOMH THCHMILINHBI

Ne | HaumeHoBaHHe TeMbl
. ConepxaHnue TeMbl

o\l | y4eQHOil TUCIMIINHBI

1 Hcropus pa3sutus u Hcropust ctaHOBIIEHHs 1€10NIpon3BoAcTBA B Poccun:
HOPMAaTHUBHO-TIPAaBOBOE OCHOBHBIE XapaKTEPUCTUKU U OCOOCHHOCTH.
peryaupoBaHue Jlenornpoun3BoCTBO B AOPEBOMIOIIMOHHOM Poccun (o 1917
JOKYMEHTAllMOHHOT'O r.). Komnexckoe nenonpouspojctso (XVIII B.).
obecnieueHus yrpasieHus | MuHHCTEpCKOE (MCTIOTHUTEIHLHOE) ASIONMPOon3BoAcTBO (XIX -
(OIIK-10, TTIK-12) Havano XX B.). Jenonpoussonacto B CCCP (1917 - 1991) rr.

CoBpeMeHHOE POCCUICKOE NIeT0NPOU3B0IcTBO. OCHOBHBIE
MIOHATHSL 1EN0NPOU3BOACTBA. DYHKIIMHU AEIONPOU3BOICTBA B
COBPEMEHHOM opraHu3anuu. YHu(UKaus U cTaHAapTH3aLuUs
nokymeHnToB. Knaccudukanus nokymentos. Hopmarusao-
MIpaBOBbIE€ OCHOBBI OpraHU3allUy JEJIONPOU3BOICTBA B
Poccun. I'ocynapcrBennsie cranaapTsl Poccuiickoi
®denepaniv B 00J1aCTH J1€T0MPOU3BOJICTBA.

2 OcCHOBHBbIE NIOHATUS U [Tonstue nokymeHnTupoBanHoi nHGopmanuu B P3 «O6
MTOJIOKEHHUSI nH(popManuy, THPOPMAITMOHHBIX TEXHOJIOTHSIX U 3aIIUTE
JOKYMEHTAllMOHHOT O uHpopmanun». CoiictBa unpopmanuu. [lonstue
o0ecrnieueHus 3NEKTPOHHOTO JokyMeHTa B @3 «O0 371eKTPOHHOMN MOIIUCH.
ynpasieHus nepconainoM | IlepconanbHble nanHble rpaxaannHa cornacHo @3 «O
(OIIK-10, TTIK-12) MIEPCOHAJIBHBIX TAHHBIX». TEPMUHBI U ONIPENEICHUS

«JIeTIOTIPOU3BOICTBOY, «JJOKYMEHTAITMOHHOE 00ecTIeyeHne
YIpaBIEHUN», «yIpaBICHUE JOKYMEHTAIHeN», «PEeKBU3HUT
JIOKYMEHTa», «IOpUIuYecKasi CUjla I0KyMEHTa»,
«o(uIUaTbHBINA JOKYMEHT, «ITOJATUHHUKY, «KOTHS,
«ayonukar» u ap. cornmacio ['OCT P 7.0.8-2013.
Hammonanwsueiii crannapt Poccuiickoit deneparuu. Cucrema
CTaHJapTOB MO MH(pOpMaLUU, OUOIMOTEUHOMY U
M3/1aTeNbCcKOMY Jieny. Jlenonpon3BoACTBO U apXUBHOE JAEIIO0.
TepMuHbI U onpeneseHus

3 CrpykTypHOE Oprasu3anvoHHas CTPYKTypa AEIONPOU3BOACTBEHHON
TI0/Ipa3ieNicHNe CITy>kO0bI. 3a1a4un U GYHKIUU CITYKObI 1EIONPOU3BO/ICTBA.

JI€JIOTIPOU3BOICTBEHHON
CITYKOBI
(OIIK-10, 1IK-12)

[NonoxeHust 1 MHCTPYKIUS 110 TOKyMEHTHPOBAHUIO
yIpaBIeHYECKOH AesTenbHoCcTH. Tabens GopM TOKYyMEHTOB,
MPUMEHSEMBIX B OpraHu3anuu. OpraHu3amnus CrpaBoYHO-
MH(POPMAIIMOHHOM pabOoTHI.
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DopmyJIIp COBPEMEHHOTO
YIIPaBIEHYECKOIO
JOKYMEHTa

(OIIK-10, TTK-12)

I'OCT P 7.0.97 — 2016 «Opranu3aliuOHHO-
pacriopsiauTeabHas JOKyMeHTaus. TpeboBaHus K
0(QOPMIICHUIO TOKYMEHTOBY.

PexBHU3UTHI JOKYMEHTOB | MpaBHiia UX 0()OPMIICHUS.
bnank nokymenTa. Buabl 6mankoB. CoctaB G1aHKOB, OPSIOK
pacroyio’keHus! peKBU3UTOB Ha Onankax. [IpaBuia
KOHCTpyHpoBaHus O6jaHka. bianku ¢ n3o0pakeHuem
rocyJaapcTBeHHOTo repba Poccuu u rocynapctBeHHoro repoa
Pecriy6mmmku Komu.

ABTop nokymenTa. [lopsgok 0003HauYeHUS HAUMEHOBaHUS
OpraHu3aluy - aBTopa AokymeHTa. CripaBouHble JaHHBIE 00
aBTope. 1x cocras, pasmenienne Ha Onmanke. OKIIO.
WHH/KIIII. OI'PH. OKV /.

Bupg nokymenra.

O6o3nauenue anpecara. [IpaBuna Hanvcanus ajgpecara u
MECTO yKa3aHusd ajpecata B popmyisipe fokymeHTa. [lopsaox
odopmIIeHHs TOKYMEHTa C HeCKOJIbKUMU aapecamiu. [Topsiiok
oopMIIeHHs TOYTOBOTO aapeca Ha TIOKyMEHTE.

Jata noxkymeHTa. 3HaueHHe JaTUPOBAHUS JOKYMEHTA.
Hatbl 06pabdotku nokymenta. [lopsaok opopmienus aar Ha
JOKYMEHTE.

CocraB ynocroBepeHus qokymeHnTta. Haznauenue
MOJIMMCAHNUs TOKyMeHTOB. [IpaBuia noanucu JOKyMEHTOB
pa3nuyHbIX Kateropuit. Mecto noanucu Ha popmyssipe.
DnexkTpoHHas TOANUCH. DaKCUMUITbHAS TTOIITUCH.

Ileyatn u ux Ha3HaueHUe. Buapl neyarTen.
lNocynapctBenHas repOoBas meyaTh. 3aKOHOJATENHCTBO PO
00 M3rOTOBJIEHUHU U UCIOJIb30BAHUY IepOOBBIX MeUaTeH.
[Topsnok npocraBineHus reyaTei Ha JOKYMEHTAX.

VYTBepxkIeHHe JOKyMeHTOB. CIIocOObI yTBEpKIECHUS.
CocraB rpuda yTBep>KIeHUS, MTOPSI0K ero opopMiIeHus,
MecTO B (popMyIIsipe JOKYMEHTA.

CornacoBanue qokyMmeHTa. [lopsaok u BUbI
coryiacoBanusi. Bussl u rpu¢ cornacoBanus, ux opopmieHue,
MecTO B (hopMyIsipe JOKYMEHTA.

OtmeTtku Ha TokyMeHTax. OTMeTka 00 OrpaHu4eHUuN
JOCTyTa K TOKyMeHTaM. VX poJib B IPOXOKICHUN H
UCIIOJHEHUH JIOKYMEHTa, MeCTO B (hOpMyJIsipe JOKYMEHTA.
Oco6oe HazHaueHne pe3oonun. TpedoBaHus K e
coJiepKaHuio U opopmiieHnto. OTMETKH O B3ATUH JOKYMEHTa
Ha KOHTPOJIb, NCTIOJIHEHUH JOKYMEHTA H JIp.

Texkct JAOKYMCHTa
(OTIK-10, TIK-12)

[ToHsATHE «TEKCT JOKYMEHTa» MPU PA3TUUHBIX CIIOCOOAX
nokymeHTupoBanus. ClieHapuii TOATOTOBKY JOKYMEHTA.
CopepxaHue MPOCTHIX U CIOKHBIX JOKYMEHTOB.

[Topsimok u3n0XKeHHs TeKcTa JoOKyMeHTa. TpeboBaHus
YETKOCTH U SICHOCTH TEKCTa JOKYMeHTa. Jlornueckas
CTPYKTYypa TekcTa. B3zaumocBa3b conepkanus 1 GopMbl
JokyMeHTa. @opMain3anus TeKCTa JOKyMeHTa. MeTobl 1
croco0bl 0(pOpMIICHHUS TEKCTA TOKYMEHTA C TIOMOIIBIO
KOMIIBIOTEPA.

OnemeHTsl TeKCTa. [IoHATHE «3ar0JI0BOK JOKYMEHTa».
Ha3znauenue 3arojioBka, ero Mecto B GopMyssipe JOKyMEHTA.
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[IpniiokeHust K TEKCTY U MOPSIIOK UX 0OPMIICHHSL.

Opranu3zanuoHHO-
pacropsAUTeIbHbIC U
UH(POPMAIIMOHHO-
CIPAaBOYHBIC JIOKYMEHTBI
(OIIK-10, ITIK-12)

Bunpsl nokymeHTOB, X Ki1accudpukamus. Kommieke
OpraHU3alIOHHO-TIPABOBBIX U JOTOBOPHO-TIPABOBbIX
JIOKYMEHTOB, UX Ha3Hau€HUE U cojiepxanue. opmyisip
OpraHU3alMOHHO-TIPAaBOBOI0O J0KyMeHTa. CoriacoBaHue,
MO/NKCAHUE U YTBEP)KIEHUE OPraHU3allMOHHO-IIPABOBbIX
JIOKYMEHTOB, B TOM 4yucie ¢ momouipo CO/I.

Knaccugukarus pacnopsIuTenbHbIX JOKYMEHTOB 110
Croco0y NPUHATHS pelieHus (KOoJIJIerualbHblIH,
€AMHOJIMYHBIN), IO COJIEPKaHuUIO (II0 OCHOBHOM
NESITeIbHOCTH, 110 JINYHOMY COCTaBY, 110 aIMUHUCTPATUBHON
nesTebHOCTH). OCHOBAaHUS U3/IaHUS PACIIOPSIUTENbHbBIX
nokyMeHToB. [Iponenypa u3ganus pacopsiiuTeNIbHBIX
JIOKYMEHTOB B YCJIOBUSIX €AMHOHAYAIUS U KOJUIETHAIBHOCTH.
[Topsimok u3aHKus COBMECTHBIX PACIIOPSAUTEIbHBIX
JOKYMEHTOB. @OpMyJIIp pacropsIUTENbHBIX JOKYMEHTOB.
CocraBieHue 1 opopMIIeHHE PACIIOPAAUTEIbHBIX
JIOKYMEHTOB, B TOM UHCJIE B 3JIEKTPOHHOM cpeje.

Ha3nauenue crpaBo4HO-UH(OPMAIIIOHHON
JOKYMEHTAlMU. XapaKTepUCTHKa OCHOBHBIX BUJIOB
CIPaBOYHO-MH(POPMALMOHHBIX TOKyMeHTOB. [Ipoueaypa
MOJITOTOBKH, COCTAaBJICHUS U OPOPMIICHHSI JOKJIAIHBIX,
CITy’)K€OHBIX U 00BSCHUTEIbHBIX 3aIIUCOK, CIIPABOK, aKTOB,
3asiBJICHUH U JIp., B TOM YHUCJIE B AIEKTPOHHOU CpeJie C
nomoipio COJI. TIpoTokoa U aKT, MOPSI0K 0POPMIICHHUS.

Jlenosast mepenucka.
(OIIK-10, TTK-12)

CnyxeOHas nepernucka. JlemoBoe (cnyxxeOHOE) MICHMO:
noHsATue, QyHKIMHU, pazHoBUIHOCTH. Knaccudukanus
JIEJIOBBIX (CITY>KEOHBIX) MUCEM T10 COICPKAHUIO.
Krnaccudukanus nenoBsix (coyKeOHBIX) MTUCEM TI0 IIEIIEBOMY
Ha3HAYEHUIO U UX 0cobeHHocTH opopmienus. [IpaBuia
COCTaBJIEHUS U 0POPMIICHUS CITY>KEOHOH NepenucKku, B TOM
YuUCIIe B 2JIEKTPOHHOI cpene. [lopsmok paboTel ¢ 1eT0BBIM
nucbMoM. OmMOKY B TEKCTE /1€70BOM nepenucku. busnec-
JTUKET B JIEJIOBOM 3JIEKTPOHHOM nepenucke. [IpuHnmmns!
JIeTOBOM 3JIEKTPOHHOM nepenucku. Ommoky,
pacrpoCTpaHEHHBIE B JEJIOBOM JIEKTPOHHOMN MEPEMHCKE.
Henonyctumble npreMbl 0pOpMIIEHHS 3JIEKTPOHHBIX ITHCEM.
CTpyKTypa 37€KTPOHHOTO MUChMA.

Opranuzanus
JIOKYMEHTOO000pOTa
(OIIK-10, 1IK-12)

Onpenenenne TMOHATHS —JOKyMeHTooOopora. Oomue
NPUHIUIBL ¥ METOIUYECKHE  OCHOBBI  OpTaHU3aINH
JOKYMEHTO000pOTa, B TOM YHCIIE B JIEKTPOHHOH cpefie.

[lpuem, TPOXOXKIACHWE W  TOPSAOK  HCIOJHEHUS
MOCTYMAIOUIMX  JOKYMEHTOB. PabGora ucnoimHHTENsT C
noKyMeHTaMu. OTtanbl ucnoiHeHus. [lopsnox o6GpaboTku
nokyMmeHTOB. [IpaBuiia opraHu3anu JBMKEHUS BHYTPEHHHX
" HCXOJISTIAX JIOKYMEHTOB. Hanpasnenus
COBEPILEHCTBOBAHMUS  JOKYMEHTOOOOpPOTa ¥ IYyTH  €ro
cokpamieHus. [IpoxokaeHue ©  MOPSNOK  MCHOTHEHHS
BXOJISIIUX JOKYMEHTOB.

Tennenun pocta JIOKYMEHTOO000POTA. Brnusnaue
aBTOMaTH3alMK 00padOTKK MHPOPMALIMU HA KOJTHMUECTBEHHBIE
M KAueCTBEHHBIC  XaPAaKTEPUCTHKH  JTOKYMEHTO00OpOTa.
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Pabota ¢ koHbuaeHIHaTEHON HHbOpMaITHEH

9 | Homenknarypa nen [TonsiTrie HOMEHKIATYPHI ieT. TpeOoBaHUS K OCTABICHUIO
OpraHu3aIum: HOMEHKJIATyphI fei. [Tonstue «hopMupoBaHue ey,
MOJITOTOBKA U BEJICHHE. OCHOBHBIC TPeOOBaHUS K IPOBEICHHUIO ITON pabOTHI.
Tekymiee u apxuBHOE CoBpeMeHHass HOPMAaTHBHO-METOIUEcKas 0asa,

XpaHeHHUE JIOKYMEHTOB ornpeaenstonas TpeOoBaHus K JOPMUPOBAHUIO JCIT B
(OIIK-10, TIK-12) nenornpou3spojicTse. [IpaBuna hopMupoBaHus pa3IMIHbBIX

KaTeropui J10KyMEeHTOB B Jiena. [[puHuunel  cucremMarusanuu
JOKYMEHTOB BHYTPH JI€J1, B TOM YMCJIE dJIEKTPOHHBIX JEII.
Cpoku xpaHeHus1 JOKyMeHTOB. TpeboBaHMsI K Jenam,
caaBacMbIM B apxuB. [loaroroska nen uist JUIMTEIBLHOTO
XpaHeHus. DKCIEePTU3a LICHHOCTH JIOKYMEHTOB.

5. Y4eOHO-MeTOAMYeCKOEe H HH(POPMALMOHHOE o0ecnedeHne Y4eOHOH TUCHHUIIINHBI

5.1. Ocnosenaa numepamypa:

1. ApacmanoBa, B.A. JlokyMeHTannoOHHOE oOOe€cCleueHHUE YIpaBJICHHUS: ydeO. - IPaKT.
nocoowue / B.A. Apacnanosa. — M.: Hupekr-Menua, 2013 // -
URL.: http://biblioclub.ru/index.php?page=book&id=137706.

2. Slaxopwmu, II.A. Jlemompom3BojacTtBo B KaapoBou ciyxOe / IILA. SIlHkoBuu. — M.:
Onutn-lana, 2015. - 161 c¢. — Pexum  gocryma: 1O  MOAMUCKE.  —
URL.: http://biblioclub.ru/index.php?page=book&id=119021.

5.2. /lononnumenshan numepamypa:

1. T'punbepr, A.C. JloxkymeHtanmoHHoe oOecneuenue ymnpasiaeus / A.C.'punoepr,
H.H. I'op6aués, O.A. Myxamermmmaa. — M.: FOnutu-Zlana, 2015. — 391 c.: Ta6xa., rpad., ui.,
CXEMBI Pexum J0CTyna: o MIOJIITHCKE. —
URL.: http: //blb|IOC|Ub ru/index.php?page=book&id=115031.

2. Jlemun, FO.M. [lenonpousBoactBo. JJokymeHTanmonabii MeHeKkMeHT / FO.M. [lemuH. —
M.; bepnun: Jupexr-Menua, 2014. — 205 c.: tabn., cxem. — Pexxum goctymna: 1o moanucke. —
URL.: http://biblioclub.ru/index.php?page=book&id=253657.

3. Kabamos, C.}O. Jlenonpou3BOACTBO U apXWBHOE €0 B TEPMHHAX W OIpPEIEIICHUSIX /
C.IO. Kabamos, N.I'. AcanmusipoBa. — 3-¢ u3n., crep. — M.: M3natenberBo «DmuaTan, 2018, —
295 C. Pexum JOCTyMa: o IOJIIIHCKE. —
URL.: http://biblioclub. ru/mdex php?page=book&id=69168.

4. Kazannesa, ['.B. Jluunsie noxkymeHTH: TpeOoBaHusi K OGOPMIICHHIO W 00Opasibl
nokymenToB / I'.B. KazanneBa. — 6-¢ m3., crepeorurr. — M.: U3narensctBo «®DmmaTay, 2017, —
40 C. — Pexum JIOCTyma: o MOJIITUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=103531.

5. Kosuna, E.C. lenonpoussoacteo / E.C. Ko3una. — M.: lupexr-Menua, 2013. — 27 c. —
Pexxum noctyna: o moanucke. — URL: http://biblioclub.ru/index.php?page=book&id=141469.

6. Poroxwun, M.IO. JlenonpousBoactso: kypc aekuuii / M.IO. Poroxxun. — M.; bepnun:
Hupexkr-Meaua, 2014. — 229 c.: wun. — PexuMm pgoctyna: 1o MOANHCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=253702.

7. Poroxun, M.IO. [lTokymeHnTarimonnoe obecrieuenue ynpasinenus / M.IO. Poroxun. — M.;
bepnmun: [lupexr-Menuna, 2014. — 398 c.: un. — PexuMm [ocryma: 1o MOJIMCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=253705.
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8. Poroxun, M.1O. [lenonpousBoactBo: kypce nekiuii / M.IO. Poroxxun. — M.; bepnun:
Hupext-Meaua, 2014. — 229 «c¢.: win. — Pexum jgocryma: 1o MOJANUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=253702.

5.3. dnekmponno-ouduOMeunan cucmema:

1. DnexkTpoHHO-OMONMMOTEYHAss cHCcTeMa «YHUBEPCUTETCKass OMONIMOTEKa OHJIAWH»
(www.biblioclub.ru).

2. HanmonanbHast anekrponHas oudauoreka (https:/H36.pb).

5.4. IIpogheccuonanvnvie 6azvt 0aHHBIX, UHPOPMAUUOHHO-CHPABOUHDIE U NOUCKOBbIE
cucmemul:

1. CnpaBouHo-npaBoBas cucreMa «l'apanT».

2. CnpaBouHo-nipaBoBas cuctema «Koncynabtant [lmocy.

3. DNeKTpoHHO-OMONMMOTeYHast CHCTeMa «YHHBEPCHTETCKas OHOIMOTeKa OHJIAH»
(www.biblioclub.ru).

4. Hayunas siektponHast oubanoreka (www.e-library.ru).

5. HaumonanbHast siekrponHas 6udmunoreka (https:/m36.pb).

5.5. Pecypcol ungpopmayuonno-menekommynukayuonnoi cemu «Mumepnemy:
Kypuan «CripaBouHUK cekperaps u oduc-meHemkepay: https://www.sekretariat.ru/

Kypnan «Cekperapb-pedepent»: https:// www.profiz.ru/sr/rubric/2/
[Mopran Jenonpoussoacteo: https://delo-pro.ru

ITopran «Bce o genonpousBoactee»: http://delo-ved.ru

[Mopran «/lenonpousBoacteo»: Www.delo-press.ru

Kanpossbrii mopran: Www.hrm.ru

KaapoBssrii moptair: Www.aup.ru

http://shop.mcfr.ru/ (xypuan «Bormpocs! ceBepay)

LNk wN

6. CpeacTBa odecniedeHHus 0CBOEHUsI
Y4eOHOH IMCUMILINHBI

B yueOHOM mporecce mpu peanuzanuy y4eOHOM IUCUUIUIMHBL «/[oKyMenmayuonHnoe
obecneyeHnue ynpagieHus NepCoHAIOM» UCTIONb3YIOTCS CIEIYIOIUE PECYPCHI:

Hnghopmayuonnvie Ilepeuens npozpammmnozo obecnevenus u UHGHOPMAUUOHHBIX
MexHOo102UU CHPABOUHBIX CUCHIEM
Oducubiit maket s | Microsoft Office Professional
paboThI ¢ LibreOffice
JOKYMEHTaMHU
WNudopmannonto- CrnpaBouHo-nipaBoBas cucrema "Koncynbrant [Tnroc"
crpaBo4HbIC CHCTEMBI | CripaBoyHO-TIpaBoBas cucrema "['apant”
ONEeKTPOHHO- OBbC «YHuBepcuteTckast OMOIMOTeKa OHJIAHH
OnbOIMOTEUHBIE Hayunas snekTponHas 6u6anorexa (Www.e-library.ru)
CUCTCMBI HarmonanwsHhas anexkrponHas 6ubnuoreka (https://H36.pd)

DJIEKTPOHHAS 10YTa

DyeKkTpoHHAs 1mouTa B jomMeHe Krags.ru

CpenctBa miis
OpraHH3aLIH
BEOMHAPOB,
TEJIEMOCTOB U
KOH(epeHIMH

Cepsuchl BeO- 1 BUICOKOH(EPEHIICBSA3H, B TOM YHUCIIE
BigBlueButton,
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ConpoBoxk/1eHHE OCBOCHUS TUCLUIUIMHBI 00YYarOIUMCsI BO3MOXKHO C HCIOJIb30BAHUEM
AIIEKTPOHHON HH(pOpMaAIMOHHO-00pazoBaTenbHOi cpeasl OY BO KPAI'CuY, B TOM uucne
obpasoBatenbHOro noptaia Ha ocHose Moodle (https://moodle.krags.ru).

7. MaTepuajibHO-TEXHUYECKOe o0ecneyeHre 0CBOEHUS
yueOHOH TUCHHMILIMHBI

[Tpu nmpoBeneHnN y4eOHBIX 3aHATHH 10 JUCUUIUIMHE «/[OKYMeHmayuoHHoe obecneuenue
VnpasieHus nepcoHanomy 3aeCTBOBaHa MaTepuaibHo-TexHu4yeckas 6aza [OY BO KPAT'CuY,
B COCTaB KOTOPOM BXOJAT CIEAYIOIINE CPEICTBA U PECYPCHI Il OPraHU3aIlUN CAMOCTOSITEIHbHOM
Y COBMECTHOM paboThl 00y4aIOIIUXCS C MPENojaBaTesIeM:

— CIeUUAIbHBIC MOMEUICHUS I pealu3aldyd JAaHHOW TUCHMIUIMHBI TPEACTaBISIOT
co0oil yueOHBIE ayqUTOPUU [UJIsl TPOBENEHHUS 3aHATUN JIEKUMOHHOTO THIA, 3aHATUH
CEMHMHApCKOTO THUIMA, TPYNIOBBIX W MHIVMBUAYAJIbHBIX KOHCYJIbTAIMH, TEKYIIETO KOHTPOJIS U
MPOMEXKYTOUHOM aTTecTaly, a TakKe TMOMEIIeHHsI [UJIsl CaMOCTOATENIbHOW paboThl U
MOMEIIEHUS ISl XPAaHCHHUS W MPOQPIIIAKTHYECKOTO OOCIY)KHBaHHUS y4eOHOro 000pyHIOBaHUS.
CrnieunasnbHble TOMEUICHHS] YKOMIUIEKTOBAHBI CIIEIUATHU3UPOBAHHON MEOENbI0 U TEXHUYECKUMU
CpeAcTBaMU OOYYEeHHMs, CIY)KAllUMHU IS TIpEACTaBiIeHUs y4eOHOW WHGopManuu OOobIIoN
ayJUTOPHUHU.

Jns  mpoBeneHHMs ~— 3aHATHA — JIGKIMOHHOTO — THNA  NpeUIaralorcs — HabophI
JEMOHCTPAIIMOHHOTO  00OpyIOBaHUS M y4eOHO-HATMSAHBIX MOocoOui, oOecmednBaroIne
TEMaTUYECKHE WILTIOCTPAIIHH;

— TOMEILEHUE AJIi CaMOCTOSITENbHON paboThl 00YUYaIOIIUXCSl OCHAIIEHO KOMITBIOTEPHOU
TEXHUKOH C BO3MOXXHOCTBIO TOIKIIOUeHHs K cetn «MHTepHeT» M obOecneueHneM JI0CTyra B
3JIEKTPOHHYIO HHPOPMALMOHHO-00pa30BaTENbHYIO Cpely OpraHu3alny;

— KOMITBIOTEPHBIE KJIACCHI, OCHAIIICHHBIE COBPEMEHHBIMH TTEPCOHAILHBIMU KOMITBIOTEPAMH,
paGoTaromMMKM  TOJ  YHpaBICHHWEM  ONepaluoHHBIX  cucteM  Microsoft ~ Windows,
00BEeTMHEHHBIMHU B JIOKATBHYIO CETh M UMEIOIIMMH BBIX0OZ B IHTEpHET;

— Oubnmoreka  AKaJeMuHu, KHIWKHBIM  (OHA  KOTOPOH  COAEPKHUT  HAy4yHO-
HCCIIEIOBATEIIBCKYIO JIUTEPATYPY, HAyUHbBIE )KYPHAIBI M TPY/ABl HAYYHBIX KOH(QEPEHIINH, a TaKKe
YHUTaJbHBIN 3all;

— cepBepHOE 000py0BaHKE, BKIIOYAOIIEE, B TOM YHUCIE, HECKOIBKO cepBepoB cepun IBM
System X, a Takxke BUpTyaJlbHbIE cepBepa, paboTaroIiue IMOJ YIpPaBICHHEM ONEpPallMOHHBIX
cucreM Calculate Linux, Bkimouennoit B Peectp Poccuiickoro I10, u Microsoft Windows Server
U CITY’)KalllUMU JUTSL pa3MEIICHUsT Pa3IMYHBIX CEPBUCOB M CITY)KO, B TOM YHUCIIE [T 00€CTICUCHHS
paboter CYBJI MySQL u MS SQL Server;

— CETeBOE KOMMYTAIIMOHHOE 000pyI0oBaHWE, 00ecreynBaIiee padoTy JIOKAIbHONW CETH,
MpeaoCTaBlIeHne OCTyna K ceTu Internet ¢ obmiel ckopocThio moakaoueHus 10 MoOut/cek, a
Takxe padoty GecripoBogHOro cermenta cetd Wi-Fi B momenieHusx AxkaiemMun;

— UHTEPaKTUBHBIE HHPOPMaLIMOHHBIE KHOCKH «H)O»;

— MpOrpaMMHBIE U alMapaTHbIe CPECTBA /Ul IPOBEIEHUS BHICOKOH(EPEHIICBS3H.

Kpome TOro, B 0Opa3zoBaTeabHOM Mpolecce OO0YYAIOUUMHCS HIMPOKO HCIOJIb3YIOTCS
CJICAYIOIIHE AIIEKTPOHHBIE PECYPCHI:

— cucrema Internet (ckopocTh moaKIOUeHUs — 5 MOUT/CceK);
— caiftr www.krags.ru;
— ©OecnpoBonHas cetb Wi-Fi (B OTKpBITOM JIOCTYTIE).

Konkpernsle  momMemnieHust  JUisi  OpraHu3aluud  OOy4YeHHs 1O  JTUCHUIUIMHE
«oxymenmayuonnoe obecneuenue ynpasienus nepconanrom» TpeactaBieHbl B CrpaBke o
MaTepuaIbHO-TEXHUYECKOM obecrieueHun o0pa3oBaTelbHOM MporpamMmbl IO HAmpaBiICHUIO
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noarotoBku 38.03.03  Vnpaenenue nepconarom, cHOPMUPOBAHHONH B COOTBETCTBUU C
pacnucaHieM YYeOHBIX 3aHATUH U MPOMEKYTOYHOM aTTECTAIlMK U Macrnopramu kabuneros ['OY
BO KPAI'CnYV.
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