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

- @enepanbHOTO  TOCYJApCTBEHHOTO  00pa3oBaTENBbHOTO  CTaHAApTa  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 Poccun «O0 yrBepkaenun Ilopsiaka opraHuzamuu u
OCYIIEeCTBIICHUSI 00pa30BaTeNIbHOM AESITEILHOCTU MO 00pa30BaTEeIbHBIM MPOTrPAMMAaM BBICIIETO
oOpa3oBaHusi — ImporpaMMaM OakajlaBpuaTra, MporpamMmaM CIHEIUaIUTeTa, MporpaMMam
maructpatyps» oT 05.04.2017 Ne 301;

- yuebHoro miana ['OY BO «Komu pecmyOnmkaHCKash akaJeMus TOCYIapCTBEHHOMN
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» SIBISIETCS TOATOTOBKA OakaIaBpoB K Oyaylieill mpodeccHoHaNbHON AeITeNbHOCTH
Ha OCHOBE (OPMHUPOBAHUS Yy OOYYArONIMXCS OCHOBHBIX YMEHHII W HaBBIKOB B 00JacTH
yIpaBJIeHUs] OpraHu3anyei, B 4acTh (HOpPMUPOBAHHMS HABBHIKOB M 3HAHUH 00 OCHOBHBIX
NOJOXKEHUSIX JOKYMCHTUPOBAHUS W O3HAKOMIICHHMS C TEOpPHEH M NPAKTHKOH pPaboOTBl C
JOKYMEHTUPOBAHHON uH(OpManueld; 1O OpraHu3alud padoThl C Pa3IUYHBIMU BHJIAMU
JOKYMEHTALUH (opraHM3anMOHHO-PACTIOPAAUTEILHOM, MH()OPMaAIMOHHO-CIIPABOYHON ),
HN3YUCHUC COBPCMCHHBIX IIPAaBUJI JOKYMCHTHPOBAHHA THUIIOBBIX CI/ITyaI_[I/Iﬁ U OpraHu3anusa
paboTbl C JOKYMEHTaMH, pErJIaMEHTHPYIOIIUMH (QYHKIMM W MpOLenyphl YHpaBICHHUS
IIEPCOHAJIOM B OpraHU3allNy.

1.2. 3a0auu yuebnoit oucyunaunl

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

— chopMupoBaTh TOHATHE COBPEMEHHOW CHCTEMBI JOKYMEHTAIlMH 110 YIPABJICHHUIO
IIepCOHAJIOM;

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

— MOKa3aTh B3aUMOCBS3b HH(POPMALIUU U JJOKYMEHTA,

— 03HAKOMHTH C COBPEMEHHBIMH TPEOOBAHUSAMH K paboTe C JOKYMEHTAaMH,

— c(OopMHPOBATh Y CTYJEHTOB PAllMOHAIBLHBIE MOIXOABI K PEIICHUIO 3a/1a4 OpraHU3aIiu
paboThI ¢ TOKYyMEHTaMH;

— M3YYHUTh COBPEMEHHBIEC TEXHOJIOTHH JETIONPOU3BO/ICTBA;

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

— chopMupoBaTh HaBBIKHM MPO(HECCHOHATBHON YIPABICHUECKON AESITEIbHOCTH.

1.3. Buovi komnemenuyuii, hopmupyemole é pezyivmame 0C80CHUA OUCUUNIUHBL

N3ydyenue nucuumniauHsl «/JoxymenmayuonHoe obecneuenue YnpasieHus nepcoHanroM»
HalpaBJIeHO HAa (OPMHUPOBAHUE CIETYIOIUX KOMIETEHIHI:

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(}OPMaLMOHHON O€30M1aCHOCTH.

2) npodeccroHaNbHBIE:

[IK-12 — 3HaHWe OCHOB pa3pa0OTKM W BHEIPCHHS KAJAPOBOW W YIIPaBICHUYCCKOU
JOKYMEHTAIIUM, ONTHMM3ALUU JOKYMEHTOOOOpOTa M CXeM (YHKIMOHAJIbHBIX B3aUMOCBS3EH
MEXIy TMOApa3AeiIeHUsIMA, OCHOB pPa3pa0dOTKM W BHEAPEHHS NPOIEAYp PperyIupOBaHHS
TPYAOBBIX OTHOIIEHUH M COMPOBOXKIAIOIIEH TOKyMEHTAIIUH.

1.4. Mecmo oucuyunaunsl ¢ cmpykmype o0pazo6amenvHoll nPpoZPaAmMMbl:

Hucuunnuna «/[okymenmayuonHoe obecneuenue yYnpasieHusi NepcoHanoMy SBISETCS
00s13aTeIbHON AJI1 M3Y4YEeHHUs, OTHOCUTCA K 0a30Boil yactu nporpammsbl brioka 1 «/ucuumimHel
(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 pe3yJbTaTaMH OCBOCHHS 00pa30BaTEIbHOMN

IIPOrpaMMBI:

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

CIIOCOOHOCTH pelIaTh
CTaHJapTHBIC 3a7a4n
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

Ounas popma o0OyueHus:

Buabi yueOHol padoThl

Pacnpenesienue yueoHoro

BpeMeHH
Konumaxkmmuasn paboma 56,35
AynutopHble 3aHATHS (BCETO): o4
Jlexyuu 18
Ilpaxmuueckue 3anamus 36
Jlabopamopnule 3ansmus
[TpomesxyTouHas arTecTanus 2,35
Kouncynomayus nepeo sxsamenom 2
Dxzamen 0,35
3auem
Konmponvnasn paboma
Pyxosoocmeo kypcosoii pabomoii
Camocmoamenvnana paboma 87,65
Camocmosmenvras paboma 8 meyeHue cemecmpa 51,65
Iloozomoska KkonmponbHOU pabomol
Hanucanue xypcosoti pabomoi
Iloocomoeka Kk npomesicymouHol ammecmayuu 36
Bun texymen arrectanun mecmuposanue
Oowaa mpyooémkocmep OUCUUNIUHDBL:
yacwl 144
3auémHule eOUHULYbL 4

3aounas popma o0OyueHus:

Buasbi yueOHoli padoThl

Pacnpenesienue yueGHoro

BpeMeHH
Konumaxkmmnan paboma 16,35
AyIuTOpHBIE 3aHATHUS (BCET0): 14
Jexyuu 6
Ilpakxmuueckue 3anamusl 8
Jlabopamopnule 3anamus
[TpomesxyTouHas aTTecTanus 2,35
Koncynomayus nepeo sxzamenom 2
Oxzamen 0,35
3auem
Konmponvnas paboma

Pyxosodcmeo kypcosoii pabomoii
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Camocmosmenvhnan paboma 127,65
Camocmosmenvras paboma 6 meyeHue cemecmpa 118,65
Iloocomoska KoHmpoabHOU pabomuol
Hanucanue xypcosoii pabomot
Iloozomoska k npomedxcymounou ammecmayuu 9
Bup Texymen arrecrauuu
Oowasa mpyooémkocms OUCUUNTUHDBL:
yacwl 144
3a4émHvle eOUHUYbL 4

I/IsyquHe JUCIHHUITIINHBI (ﬁﬂOKyM@Hm&lb;uOHHO@ obecneyenue ynpaejieHus nepcoralom
HC IpEAyCMATPUBACT IIOATOTOBKY KprOBOﬁ pa6OTBI.

4. Copep:xkanue TeM y4eOHOM IMCHMILINHBI

Ne | HaummeHoBaHHMe TeMbl
N Conep:xaHnue TeMbl
n\n | y4eOHO¥ JMCIUTLIMHBI
1 Hcropus passutus u Hcropust ctaHOBIIEHHs 1€101Ipou3BoAcTBA B Poccnn:
HOPMaTUBHO-TIPAaBOBOE OCHOBHBIE XapaKTEPUCTUKU U OCOOEHHOCTH.
peryJiMpoBaHue Jlenonpoun3BoACTBO B AOPEBOMIOIIMOHHOM Poccuu (o 1917
JIOKYMEHTAIMOHHOTO r.). Komnexckoe nenonpoussoctro (XVIII B.).
oOecrnieueHus ynpasieHus: | MuHucrepckoe (MCIOIHUTENBHOE) AeNonpon3BoaAcTBO (XIX -
(OIIK-10, TIK-12) Havyano XX B.). emonpouszsoacteo B CCCP (1917 - 1991) rr.
CoBpeMeHHOE pOCCHIICKOE AEeNONPON3BOACTBO. OCHOBHBIE
MIOHSATHS 1e0NPOn3BoACTBA. DYHKIIMU AETONPOU3BOICTBA B
COBPEMEHHOW opranuzanuu. Y HU(PUKAIMSI U CTaHAapTU3ALUS
nokymenToB. Kitaccugpukanust noxkymentoB. HopmarusHo-
MIPaBOBbIE OCHOBBI OPraHU3AIMH JIEJIONPOU3BOJICTBA B
Poccun. I'ocynapctBennsie crangapThel Poccuiickoit
denepanyn B 007aCTH 1€T0NPOU3BOJICTBA.
2 OcCHOBHbBIE OHATHS U [TonsiTre mokymeHTHpoBaHHOM nHPopmaryu B O3 «O6

ITIOJIOKCHUSL
JOKYMEHTAIMOHHOTO
oOecrieueHust
yIpaBJICHHS IEPCOHATIOM
(OIIK-10, 1IK-12)

nH(popMauu, THOOPMAITMOHHBIX TEXHOJIOTUAX U 3aIUTE
nHpopmanuny. CorictBa nHpopmanuu. [lonsarue
3JEKTPOHHOTO ToKyMeHTa B D3 «O0 3JIeKTPOHHOMN TTOATTUCH.
[lepconanbHble JaHHBIE Tpak1aHuHA coryiacHo @3 «O
MEPCOHANIbHBIX TAHHBIX». TEPMUHBI U ONIPEEIECHUS
«JIETIOTIPOU3BOJICTBOY, «TOKYMEHTAIIMOHHOE 00ECTICYeHIE
YIPABICHUS», YIPABICHUE JOKYMEHTAIUEN», PEKBU3UT
JTIOKYMEHTA», KIOPUANYECKas CUjla JJOKYMEHTay,
«O(UIIUATBHBINA JOKYMEHTY, «IIOMTUHHUKY, «KOTTHUS»,
«ryomukat» u ap. corntacao 'OCT P 7.0.8-2013.
Haunonaneheiii cranaapt Poccuiickoii @enepannu. Cucrema
CTaHJApTOB 110 HH(MOpPMAIUH, OUOTUOTEUHOMY U
u3aarenbckomy Aeny. JenonpousBoACTBO U apXUBHOE JIETIO.
TepMuHBI U OTIpEaEICHUS




CrpyktypHOE
HOJpa3/ieIeHue

JIEJIOTIPOU3BOICTBEHHOM
CITYKOBI
(OIIK-10, TTK-12)

OpraHu3alioHHas CTPYKTypa IEIONPOU3BOJACTBEHHOM
ciyxO0bl. 3a1auu ¥ QYHKIHUH CITYKOBI IeTOMPOU3BOJICTBA.
[onoxeHust U MHCTPYKIUS 110 JIOKyMEHTHPOBAHUIO
yIpaBlIeHYIECKOH AesTenbHoCcTH. Tabens GopM TOKYyMEHTOB,
MIPUMEHSEMBIX B Opranu3anuu. OpraHu3amus CrpaBoyHO-
MH(POPMAIIMOHHOM pabOTHI.

DopMmyIsip COBPEMEHHOTO
yIIPaBJIEHYECKOTO
JOKYMEHTa

(OIIK-10, TTK-12)

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

PexBHU3UTHI JOKYMEHTOB H ITpaBHUiIa UX 0(OPMIICHHUSL.
bnank nokymenTa. Buabr 6mankoB. CoctaB G1aHKOB, TOPSIOK
pacroio’keHus! peKBU3UTOB Ha Onankax. [IpaBuia
KOHCTpyHpoOBaHus O6iaHka. bianku ¢ n3o0pakeHuem
rocyJIapcTBeHHOTO repba Poccuu u rocynapctBeHHoro repoa
Pecriy6nuku Komu.

ABTop nokymenTa. [lopsgok 06003HaYeHN HANMEHOBAHHUS
OpraHM3alyy - aBTopa AoKyMeHTa. CripaBoYHbIe TaHHBIE 00
aBTope. Mx cocras, pa3menienue Ha Onanke. OKIIO.
WHH/KIIII. OI'PH. OKV /L.

Bupg nokymenra.

O6o3nauenue anpecara. [IpaBuna Hanvcanus ajgpecara u
MECTO yKa3aHus azpecata B popmyisipe qokymenTa. [lopsmox
odopmIIeHHs TOKYMEHTa C HeCKOJIbKUMU aapecamiu. [Topsinok
o opMIIEHHS [TOYTOBOTO apeca Ha IOKYMEHTE.

Jara noxymeHTa. 3HauyeHHe AATUPOBAHUS JOKYMEHTA.
Hater 06padoTku moxkymenTa. [lopsamok odhopmiienus nat Ha
JOKYMEHTE.

CocraB ynocroBepeHus JokyMeHTa. HazHauenne
MOJITMCAaHuUs JOKyMeHTOB. [IpaBuia noanucu J0KyMEHTOB
pa3nuyYHbIX Kateropuil. MecTto noamnucu Ha GopmyIisipe.
OnexkTpoHHas noAnuchk. PakCUMHUIIbHAS TOAMUCH.

[Teyatn u ux Ha3HaueHue. Bupl neyaTen.
I'ocynapcTBenHas repOoBast evath. 3aKOHOAATeNIbCTBO PD
00 M3TOTOBJICHUH M UCTIOIH30BAHNH IepOOBBIX TIeUaTeH.
[Topsimok mpocTaBieHHs neyaTei Ha JOKyMEeHTax.

YTBepxaeHue 1o0kyMeHToB. ClocoObl yTBEPKACHHUS.
CocraB rpuda yTBepKIeHUS, MTOPSI0K ero opopMIIeHus,
MecTO B (popMyIsipe JOKYMEHTA.

CornacoBanue gokyMeHTa. [lopsiiok u BUABI
coryacoBanusi. Bussl u rpu¢ cornacoBanusi, ux opopmieHue,
MecTO B hopMysipe JOKYMEHTa.

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

TekcT noKymeHTa
(OIIK-10, 1IK-12)

[ToHsATHE «TEKCT JOKYMEHTa» MPU PA3IUYHBIX CIIOCOOAX
nokyMeHTupoBaHus. CLieHapuil TOArOTOBKU JJOKYMEHTA.
CopepxaHue MPOCTHIX U CIOKHBIX JOKYMEHTOB.

[Topsiiok U310KEHUS TEKCTa TOKyMeHTa. TpeboBaHus
4ETKOCTH U SICHOCTHU TEKCTa JOKyMeHTa. Jlornueckas
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CTPYKTypa TekcTa. B3aumocBs3b conepxkanus u GopMbl
JokyMeHTa. @opMain3anus TEKCTa JOKyMeHTa. MeTobl 1
crocoObl ohopmIteHHUs TEKCTA TIOKYMEHTA ¢ TOMOIIIbIO
KOMIIBIOTEDA.

OneMeHThI TekcTa. [ToHsTHE «3aroJ0BOK JOKYMEHTAa.
Ha3znauenue 3aroioBka, ero Mecto B GopMyssipe JOKyMEHTA.
[Ipriio>keHust K TEKCTY U MOPSIIOK UX 0OPMIICHHSL.

Opranu3zanuoHHO-
pacropsAUTeIbHbIC U
MH(POPMAIIMOHHO-
CIPAaBOYHBIC JIOKYMEHTBI
(OIIK-10, TTIK-12)

Buner mokymMeHTOB, ux kinaccudukaius. Kommieke
OpPraHHU3alMOHHO-TIPAaBOBBIX U IOTOBOPHO-ITPABOBBIX
JIOKYMEHTOB, UX Ha3HauY€HUE U cojiepxanue. Popmyisip
OpPraHMU3alMOHHO-TIPAaBOBOrO JOKyMeHTa. CornacoBaHue,
MIOJNKCAHUE U YTBEPKIEHUE OPraHU3allMOHHO-IIPABOBbIX
JOKYMEHTOB, B TOM uucie ¢ nomouipro COJI.

Knaccugukanus paciopsIuTenbHbIX JOKYMEHTOB 110
Croco0y NPUHATHS peleHus (KoJJIerualbHbIH,
€MHOJIMYHBIN), IO COJIepKaHuUIO (110 OCHOBHOM
JEATEIIBHOCTH, 110 JUYHOMY COCTaBY, 10 aIMMHUCTPAaTUBHOU
nesTesbHOCTH). OCHOBAaHUS U3/IaHUS PACTIOPSIUTENbHBIX
nokyMeHTOB. [Ipouenypa uznanus pacnopsauTeIbHbIX
JIOKYMEHTOB B YCJIOBUSIX €MHOHAYAIUS U KOJUIETHAIBHOCTH.
[TopsAnok n3aaHNs COBMECTHBIX PACIOPSAIUTEIIBHBIX
JOKYMEHTOB. @OpMYyJIIp pacropsIUTENbHBIX JOKYMEHTOB.
CocraBieHue 1 0popMIIEHHE PACIIOPAAUTEIbHBIX
JIOKYMEHTOB, B TOM YHUCJIE B AJIEKTPOHHOU Cpelie.

Ha3nauenue crpaBo4HO-HH(OPMAIIIOHHOMN
JIOKYMEHTAIMHU. XapaKTepUCTHKa OCHOBHBIX BUJIOB
CIPaBOYHO-MH(POPMALIMOHHBIX TOKyMEHTOB. [Ipouieaypa
MOATOTOBKH, COCTABICHUS U 0(OPMIICHUS TOKIaIHbIX,
CITy’K€OHBIX U O0BSACHUTEIbHBIX 3aITUCOK, CIIPABOK, aKTOB,
3asIBJICHUH U JIp., B TOM YHUCJIE B AJIEKTPOHHOMU CpeJe C
nomotpio COJI. TIpoToKoa U aKT, MOPSI0K 0POPMIICHHUS.

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

CnyxeOnas nepernucka. JlemoBoe (cnyxeOHOE) MICHMO:
noHsaTue, GyHKIMHU, pazHoBUIHOCTH. Kiaccudukanus
JIEIOBBIX (CITY>KEOHBIX) MUCEM T10 COICPKAHUIO.
Knaccudukanus nenoBsix (coyKeOHBIX) MTUCEM TI0 IIEIIEBOMY
Ha3HAYEHUIO U UX ocobeHHocTH opopmienus. [Ipasua
COCTaBJIEHUS U OPOPMIICHUS CITY>K€OHOI MepenucKu, B TOM
quclie B 3JIEKTpOHHOM cpeze. [Topsanok paboThl ¢ 1€10BbIM
nucbMoM. OMOKY B TEKCTE /1€70BOM nepenucku. busnec-
STUKET B JIEJIOBOM 3JIEKTPOHHOM nepenucke. [IpuHmmms
JIeTTIOBOM 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
IIPHUHIMAIIBI n METOANYCCKHUC OCHOBBI opraHu3anvu
JOKYMEHTO00O0pOTa, B TOM YHCIIE B JIEKTPOHHOM cpejie.

[lpuem, TPOXOXIACHWE W  TOPSAOK  HCIOTHEHUS
MOCTYNAIOMNX  JOKYMEHTOB. PabGoTa wucnomHuTens c
JOKYMEHTaMHU. OTanbl HUcnonHeHus. [lopsamok o00paboTku
NOKyMeHTOB. IIpaBuna opraHuzanuy JBUKEHHsS BHYTPEHHHX
" MCXOJISTIAX JIOKYMEHTOB. Hanpasnenus
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COBEpIIICHCTBOBAHUS  JOKYMEHTOOOOpPOTa HM IYTH  €ro
cokpameHus. [IpoxoxkaeHne W TMOPSIOK  HMCIOTHCHHS
BXOJISAIIUX JOKYMEHTOB.

TenmeHuuu  pocrta  JOKyMeHTooOopora.  BnusiHue
aBTOMAaTH3AIMK 00pabOTKH HH(POPMAIIMK HA KOJIMYCCTBECHHBIC
M KA4YeCTBEHHBIC XaPAKTEPHUCTUKH JOKYMEHTOOOOpPOTA.
Pabota ¢ koHbuaeHIIHaTEHON HHMOPMAaITHEH

9 | Homenknarypa nen [TonsiTrie HOMEHKIATYPHI 1eT. TpeOoBaHUS K OCTaBICHUIO
OpraHu3aIum: HOMEHKJATyphI nei. [Tonstue «hopMupoBaHue e,
MOJITOTOBKA U BEJICHHE. OCHOBHBIC TPeOOBaHUS K IPOBEICHHUIO ITON pabOTHI.
Tekymiee u apxuBHOE CoBpeMeHHAass HOPMAaTHBHO-METOIUEcKas 0asa,

XpaHEHHUE JIOKYMEHTOB ornpeaenstonas TpeOoBaHus K JOPMUPOBAHUIO JCIT B
(OIIK-10, TTIK-12) nenonpousBojcTse. [IpaBuna hopmMupoBaHus pa3TUIHBIX

KaTeropuil 10KyMEeHTOB B jiena. [[pyuHIunel  cucreMaru3anuu
JOKYMEHTOB BHYTpPH JI€J1, B TOM YHUCJIE 3IEKTPOHHBIX €.
Cpoku xpaHeHUs JOKyMEHTOB. TpeboBaHus K Jeiam,
craBaeMbIM B apxuB. [loaroroBka Jien ajis AIUTEIBHOIO
XpaHeHus. DKCIepTU3a LICHHOCTH JIOKYMEHTOB.

5. Y4eOHo-MeTOAMYeCKOEe H HH(POPMALMOHHOE o0ecnedeHne y4eOHOH TUCHHUIIINHBI

5.1. Ocnosenaa numepamypa:

1. ApacnanoBa, B.A. JlokyMeHTannoHHOE oOecleueHUE YIpaBJCHHUS: ydeO. - TPaKT.
nocobue / B.A. Apacnanoga. — M.: Hupext-Menua, 2013 /l -
URL.: http://biblioclub.ru/index.php?page=book&id=137706.

2. Saxosmu, II.A. JlemompousBoacTtBo B KaapoBoi ciyxbOe / IIILA. SakoBuu. — M.:

Onutn-lana, 2015. - 161 c¢. — Pexum  gocryma: 1O  MOAMUCKE.  —
URL: http://biblioclub.ru/index.php?page=book&id=119021.

5.2. /lonoanumenshasn numepamypa:

1. T'punbepr, A.C. JloxymeHtaumoHHoe oOecneuenue ynpasiaeus / A.C. ['punoepr,
H.H. Fop6aqéB O.A. MyxamerminHa. — M.: FOuutu-Zlana, 2015. — 391 c.: ta6u., rpag., ui.,
CXEMBI Pexxum JOCTyTa: no MOAMUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=115031.

2. Jemun, FO.M. [lenonpousBoactBo. JJokyMmeHTarmoHHblit MeHeKkMeHT / FO.M. [lemuH. —
M.; bepnun: qupext-Menua, 2014. — 205 c.: tabn., cxem. — Pesxxum moctyma: mo mOJMuUCKe. —
URL.: http://biblioclub.ru/index.php?page=book&id=253657.

3. Kabamos, C.}O. Jlenonponu3BoACTBO U apXWBHOE JEJI0 B TEPMHUHAX H OIPEIEICHUSIX /
C.IO. Kabamos, N.I'. AchanmusipoBa. — 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. Jluunbie noxkymeHTH: TpeOoBaHus K OGOPMIICHHIO W 00Opasibl
nokymenToB / I'.B. KazanneBa. — 6-¢ m3., crepeorurr. — M.: U3narensctBo «®DmmaTay, 2017, —
40 C. — Pexum JIOCTyma: 1o HOJITUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=103531.

5. Ko3suna, E.C. JlenonpousBoactso / E.C. Ko3una. — M.: lupekr-Meana, 2013. — 27 ¢. —
Pexxum noctyna: mo moanucke. — URL: http://biblioclub.ru/index.php?page=book&id=141469.
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http://biblioclub.ru/index.php?page=book&id=69168
http://biblioclub.ru/index.php?page=book&id=103531
http://biblioclub.ru/index.php?page=book&id=141469

6. Poroxwun, M.IO. [lenonpousBoactBo: kypc jekiuii / M.FO. Poroxxun. — M.; bepnun:
Hupext-Menua, 2014. — 229 «c¢.: wn. — Pexum jgocryma: 1o MOJNUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=253702.

7. Poroxun, M.IO. [JTokymenTarimonnoe obecrieuenue ynpasienus / M.IO. Poroxun. — M.;
bepnmun: [lupexr-Menuna, 2014. — 398 c.: un. — Pexum pocrynma: 1o MOANMCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=253705.

8. Poroxun, M.IO. [lenonpousBoactBo: kypc Jeknmii / M.FO. Poroxkun. — M.; bepnun:
Hupext-Menua, 2014. — 229 «c¢.: win. — Pexum jgocrtyma: 1o MOJIUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=253702.

5.3. Dnekmponno-oudIUOMEUnan cucmema:

1. DnekTpoHHO-OMOMMOTEUHAass cHUCTeMa «YHUBEPCHUTETCKas OWOJMOTEKa OHJIAH»
(www.biblioclub.ru).

2. HanmonanbHast snekrponHas 6udmnoreka (https:/m36.pb).

5.4. IlIpogheccuonanvhwvie 6azvl 0anHbIX, UHPOPMAUUOHHO-CRPABOUHBLE U NOUCKOBDLE
cucmemul:

1. CopaBouHno-npaBoBas cucteMa «I['apanT».

2. CrmpaBouno-npaBoBas cucrema «Koncynprant [nrocy.

3. DNneKTpOHHO-OMONIHMOTeUHass cucTeMa «YHUBEpCUTETCKass OuOnIMoTexka OHJaiH»
(www.biblioclub.ru).

4. Hayunas snekTpoHHas ounbnmuorexa (www.e-library.ru).

5. HanmonanbHast anekrponHast oudaunoreka (https:/mH36.pd).

5.5. Pecypcol unghopmayuonno-menekommynukayuonnou cemu « Mnmepnemy:
Kypuan «CripaBouHUK cekperaps 1 opuc-meHemkepay: hitps://www.sekretariat.ru/
Kypnan «Cekperapb-pedepent»: https://www.profiz.ru/sr/rubric/2/

[Mopran Jenonpoussoacteo: https://delo-pro.ru

IMTopran «Bce o nenonpoussoactex: http://delo-ved.ru

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

Kanpossrii mopran: Www.hrm.ru

Kanpossrit mopran: www.aup.ru

http://shop.mcfr.ru/ (xypran «Bomnpocs! ceBepar)

LN~ LN R

6. CpeacTBa odecniedeHHs OCBOEHUsI
Y4eOHOM M CIUILINHbBI

B yuebHOM mporiecce mpu peannzanuu y4eOHOW TUCHUIUIMHBL «/JOKYMeHmAayuoHHoe
obecneuenue ynpasieHus nepcoHaIomy UCIONb3YIOTCS CIEAYIOLIIE PECYPChI:

Hugpopmayuonnsie Ilepeuenv npozpammmnozo obecneuenus u uHGoOpmMayuoHHbIX
mexHon02uu CNPAGOUHBIX cucmem

Oduchbiit maket s | Microsoft Office Professional

paboThI ¢ ) )
LibreOffice
JTOKyMEHTaMU
Nudopmanmnonto- CnpaBouno-nipaBoBas cucteMa "KoncynpranT [lmroc"

CIPaBOYHbBIE CHCTEMBbI
CnpaBouHo-nipaBoBas cuctema "["apant"
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DNEeKTPOHHO- OBbC «YHuBepcuteTckast OMOIMOTeKa OHIIAHH

OnOIMOTEYHBIE _

CHCTEMBI Hayunas snekrponnast 6udanorexa (Www.e-library.ru)
Hanmonanwsnas snexrponnas oubauoreka (https://H36.pd)

DJEeKTpOHHAs TI0YTa DieKTpoHHAs 1mo4Ta B jomMeHe Krags.ru

CpencrBa s CepBuchl BeO- 1 BUICOKOH(DEPEHIICBS3H, B TOM YUCIIE

OpraHu3aIiH BigBlueButton,

BeOMHAPOB,

TEJIEMOCTOB U

KOH(EpeHIHI

COHpOBO)KI[CHI/IC OCBOCHUA AUCHHUIIIINHBI O6yT-IaIOHII/IMC$I BO3MOXHO C HUCIIOJIB30BAHUEM
AJIEKTPOHHON HWHQOpPMAIMOHHO-00pazoBarenpHoil cpeapl [OY BO KPAI'CuY, B ToM umcie
obpasoBatenbHOro mopTaia Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepuajibHO-TEXHUYECKOE o0ecneyeHre 0CBOEHUS
yueOHOH THCHHUIIMHBI

ITpu npoBeneHUN y4eOHBIX 3aHATHH 110 JUCLUILUINHE «/[oKyMeHmayuoHnoe obecnedenue
YApasienus nepconanom» 3aecTBoBaHa MaTepuaibHo-TexHuueckas 6asa 'OY BO KPAI'CuY,
B COCTaB KOTOPOI BXOJAT CIEAYIOIINE CPEACTBA U PECYPCHI AJIl OPraHU3alUN CAMOCTOSITEIbHON
U COBMECTHOM pabOoThI 00yUaIOLIMXCS C MPENoiaBaTeIeM:

— CHelMaJIbHble TOMEUICHMs JIs pealu3aliy JaHHOW IUCILUIUIMHBI MPEICTaBIISIIOT
coOoi ydeOHbIE ayTUTOPUM JJIsl MPOBEACHUS 3aHATUH JIEKIMOHHOTO THIMA, 3aHATUH
CEMHUHApPCKOI0 THIA, TPYNIOBBIX W HHIWBUIYaJbHBIX KOHCYJbTAI[Ml, TEKYIIEro KOHTPOIS U
OPOMEXYTOUHOW aTTeCTallud, a TaKXKe IOMEIIEHUs JUIsI CaMOCTOATENbHOM paboThl U
MOMEILEHUS ISl XpaHEHUs U NPOPHIAKTUYECKOTO OOCIyKHBAaHUS yuyeOHOro 00OpyHOBaHUS.
CriennanpHble TOMENIEHUS YKOMIUIEKTOBAaHbI CIIEIUATU3UPOBAHHON MEOENIbI0 M TEXHUYECKUMU
cpeacTBaMu OOydY€HHUs, CIIyXKallluMU Ui TpeAcTaBiIeHUs y4dyeOHOW uH(popMauuu OOJbIION
ayJUTOpUH.

Jis  mpoBeneHuss — 3aHATUH  JIGKIMOHHOTO  THMAa  MpEAjaralorcs  Habophl
JIEMOHCTPAIIMOHHOTO O0OpPYAOBaHUS M y4yeOHO-HAINIAJHBIX IOCOOMH, oOecreuynBarolye
TEMaTUYEeCKHE WILTOCTPALIH;

— TIOMEIIEHHE JUIsI CaMOCTOSITEIbHON paboThl 00y4aroIMXCs OCHALIEHO KOMIIbIOTEPHOM
TEXHUKOW C BO3MOJKHOCTHIO MOAKIIOUEHUs: K ceTu «VHTepHeT» M obecredeHueM JocTyna B
AIIEKTPOHHYIO HHPOPMALMOHHO-00pa30BaTEIbHYIO Cpelly OpraHu3allny;

— KOMIIBIOTEPHbIE KJIACChl, OCHAIIICHHBIE COBPEMEHHBIMU MTEPCOHATBHBIMU KOMIIBIOTEPAMH,
paoTalomMMKU  TOJ  YOpABICHUWEM  ONEpalMoOHHBIX  cucTteM  Microsoft ~ Windows,
00BeAMHEHHBIMH B JIOKAIBHYIO CE€Th M UIMEIOIIUMH BbIX0J B IHTEpHET;

— Oubnmoreka  AKaJeMuHu, KHIDKHbIM  (OHA  KOTOPOH  COAEpPKHUT  Hay4yHO-

HCCJIEIOBATENLCKYIO JTUTEPATYPy, HAYUHBIC KYPHAIBI U TPYAbl HAYYHBIX KOH(EPEHIINI, a TaKkKe
YHUTaJbHBIN 3all;

— cepBepHOE 000pyI0BaHNUE, BKIIOYAOIEEe, B TOM YHCIIE, HECKOIBKO cepBepoB cepun IBM
System X, a Take BUpTyaJbHBbIE cepBepa, paboTalolMe IMOJA YIPaBICHHEM OINEPAIlMOHHBIX
cucreM Calculate Linux, Bximtouennoit B Peectp Poccuiickoro I10, u Microsoft Windows Server
U CIYXaIlUMHU 711 pa3MEeUIeHHs Pa3IMuHbIX CEPBUCOB U CIYX,O, B TOM 4HCIe IS oOecrneueHus
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paboter CYBJI MySQL u MS SQL Server;

— CeTeBOE KOMMYTAIlMOHHOE 00OpyIoBaHuE, o0OecreynBaromee paboTy JIOKaJIbHOW CeTH,
npeJocTaBlIeHHe 10CcTyna K cetu Internet ¢ obmieii ckopocThio moakmodenus 10 Mout/cek, a
Takke paboty OecripoBogHOrO cermenTta cet Wi-Fi B moMmenieHusx AKaieMuu;

— UHTEPaKTUBHBIC HHPOPMAaLIMOHHBIE KHOCKH «HDO»;

— NIpOrpaMMHBbIE U allapaTHbIE CPEACTBA Ul IPOBEIECHUS BHICOKOH(EPEHIICBSI3H.

Kpome TOro, B o0pa3zoBaTeabHOM Mpolecce OO0Y4arOLUMHCS LIMPOKO HCIOJb3YITCS
CJICAYIOLINE HIIEKTPOHHBIE PECYPCHI:

— cucrema Internet (ckopocTh nmoaKIIOUeHUs — 5 MOUT/CeK);
— caifr www.krags.ru;
— OecnpoBonHas cetb Wi-Fi (B OTKpBITOM JOCTYTIE).

KoHkperHble  moMemieHWs  JJIsi  OpraHu3anuu  OOy4YeHHs 1O  JUCHUIUIMHE
«okymenmayuonnoe obecneuenue ynpasienus nepcorairom» mpeactaBieHsl B CrpaBke o
MaTepHaIbHO-TEXHHUECKOM OOecrieueHrr 00pa30BaTEeIbHOM IMPOrpaMMbl 10  HAlpaBJICHUIO
noarotoBku 38.03.03  Vmpasnenue nepconanom, CcPOPMUPOBAHHONH B COOTBETCTBUHM C
pacnrcaHueM y4eOHBIX 3aHATUN U MMPOMEKYTOYHON aTTECTAllMU U macnopramu kabunetos 'OY
BO KPAT'CnV.
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