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PaGouas mporpamMma muctuIuiiHbl «OCHOBBI TOKYMEHTHPOBAHUS YIIPABICHUECKON Jesi-
TEIbHOCTU» COCTABIIEHA B COOTBETCTBHUH C TPEOOBaAHUSIMHU:
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IIECTBJICHUSI 00pa30BaTEIbHON JEATEILHOCTH MO0 00pa30BaTeNbHBIM MPOTrPaMMaM BBICIIETO 00-
pa3oBaHUs — MporpaMMaM OakanaBpuaTa, MporpaMMmamM CIeUalIuTeTa, MporpaMmmaM Marucrtpa-
Typb» 0T 05.04.2017 Ne 301;

- yueOHoro miana ['OY BO «Komu pecnyOnukaHcKas akajeMus TOCYAapCTBEHHOU
city>kObl U ynpasieHus» 1o HanpasieHuto 38.03.03 VYmpasneHue nepcoHanoM (ypoBeHb Oaka-
JaBpHaTa) HaNpaBiIeHHOCTH (Mpoduiib) «YIpaBlieHnEe EPCOHAIOM OPraHU3alun»
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1. Leaun u 3a1a4n y4eOHOI AUCHUTIMHBI

1.1. I{enw uzyuenus yueonoii oucyuniunsl

Henbto ocBoeHMs] AUCHMUILTUHBI «OCHOBBI JOKYMEHTHPOBAHUS YIpPaBIEHYECKOW nes-
TEIBHOCTU» SIBIISICTCS MOATOTOBKA OakalaBpoB K Oymaymied mpodeCCHOHaIbHOU AESITeNIbHOCTH
HA OCHOBE M3Y4YECHHS BHJOB YIIPaBICHUYECKUX JTOKYMEHTOB M OCHOBHBIX IMPaBWJI OpraHU3aluu
BCEX JTAnoB pabOThI C HUMH.

1.2. 3a0auu yuebnot Oucyuniunsl

3amayaMu OCBOCHHS TUCIUILIHHBI «OCHOBBI JOKYMEHTUPOBAHUS YIIPABICHYECCKOH Jesi-
TCIBbHOCTW)» ABJISAFOTCA:

— M3YYUTh OCHOBHBIC HOPMATHUBHBIC TMPABOBHIC aKThl U METOJNYECKHUE JJOKYMEHTHI B 00-
JIaCTU JOKYMCHTHPOBAHUSA ynpaBHeHHGCKOfI JACATCIIBHOCTH,

— M3YYHUTh OCHOBHBIC BUJIbI M (DYHKITUH YIIPABJICHYECKOM TIOKYMEHTAIINY;

— Cq)OpMHpOBaTL MPAKTUYCCKUC HABBIKU IMOATIOTOBKH PA3HBIX BHUAOB YIHPABJICHYCCKHUX
JIOKYMCHTOB;

— U3YYUTh OCHOBHBIC ITpaBUJIa OpraHru3alun BCEX 3TAIIOB pa60TI>I C JOKYMCHTaMH.

1.3. Buowi komnemenyuit, popmupyemoie 6 pe3ynvmante 0C60eHUA OUCUUNTUHBL

N3ydyenne nucumminHel «OCHOBBI TOKYMEHTHUPOBAHUS YIPABICHYECKOU NEATEIBHOCTH
HaIpaBJIeHO HAa (OPMHUPOBAHUE CIIETYIOIINX KOMIIETEHITHIA:

npogeccuoHalbHbIE:

[1K-12 — 3HaHue OCHOB pa3paldOTKHU M BHEAPEHHS KAJAPOBOH M YIPABICHUYECKOW JIOKY-
MEHTAlMU, ONTUMU3ALUU JOKYMEHTO000pOTa U cXeM (PYHKIIMOHAIbHBIX B3aUMOCBS3EH MeXay
MOJIpa3/ieNIEHUsIMU, OCHOB pa3pabOTKU U BHEAPEHHS NMPOLENYp PEryIupOBaHUS TPYIOBBIX OT-
HOILIEHUI ¥ CONPOBOXKIAIOLIEHN TOKYyMEHTALINN.

1.4. Mecmo oucyunnunst 6 cmpykmype 06pazo6amesibHOl RPOZPAMMDbL:

JucuunnuHa «OCHOBBI JOKYMEHTHUPOBAHHUS YIPABICHUECKON AEATEIbHOCTUY SIBISIETCS
91eKMUGHOU NIl U3Yy4EHMsI, OTHOCUTCS K eapuamuénou yacmu nporpaMmsl bioka 1 «/lucuu-
IUTMHBI (MOIYIIH)».

2. TpeOoBaHus K pe3yJibTATAM OCBOEHMUS
Y4eOHOH TMCUMILINHBI

B pPE3YIbTAaTC HU3YUYCHUA NUCHUILIAHBI «OCHOBEI JAOKYMCHTHPOBAHUSA ynpaBHCHIICCKOfI
JCATCIIBHOCTH» 06yt1a101m/1ecs[ JOJDKHBI OBJIAACTHh CICAYIOIUMHU 3HAHUAMH, YMCHUAMHA U HAaBbI-
KaMH, COOTHCCCHHBIMU C IJIAHUPYCMBIMHU PEC3YJIbTaTaAMH OCBOCHUA OGp&SOB&TGJ’IBHOﬁ nporpam-
MBI

dopmupyemble IlinanupyemMsble pe3y/ibTaThbl OCBOCHUS
KOMIIEeTeHIUH Y4eOHO# JMCIUIIIHHbI
3HaTh ’ Ymerb ‘ Baagers

Hpoqbeccuouaﬂbuble KomnemeHuuu

Buo oeamenvnocmu: Op2ARU3AUUOHHO-YRPAGICHYECKAA U IKOHOMUUECKAA

[1K-12 — 3HaHMe Ooc- | OCHOBHI pa3pa- pa3palaTsIiBaTh U HaBBIKAMH COCTAaBJICHUS U
HOB pa3pabOTKu U OOTKM U BHE/Ipe- | BHEAPATH YIPaB- o(hopMIIeHHST OCHOBHBIX
BHE/IPEHUS KaJpOBOH | HUS YIPaBJIECH- JIEHYECKYIO JIOKY- | BUJIOB YIPaBICHUYECKHUX J0-
U YIIPaBJIEHYECKOU YECKOH JOKY- MEHTAIUIO, UC- KyYMEHTOB

JOKYMEHTAIUH, ON- | MEHTAllUH, OC- M0JIb30BaTh IIPaBU-

TUMH3AIHU JOKY- HOBHBIE HOpMa- | Jla COCTAaBJICHUS U

MEHT0000pOTa U THUBHBIC MTPABO- o opMIIeHUS KOH-

3



cxeM QYHKIIMOHAJb-
HBIX B3aNMMOCBSI3¢it
MEXIy MoApa3aeiie-
HUSMH, OCHOB pa3pa-
OOTKHU ¥ BHEIPCHUS
MpOLIeIyp PETYIUPO-
BaHMSI TPYIOBBIX OT-
HOLIEHUW U COIPO-
BOKJIAIOIICH JOKY-
MCHTAIUU

BbIC aKThI I Me-
TOJIMYECKHUE J10-
KYMEHTHI B 00-
JacTU TIOKyMEH-
TUPOBAHHS
YIIPABJICHYECKOU
NeSITeIIbHOCTH,
OCHOBHBIC BH/IbI
1 QyHKIHH
YIIPABJICHYECKOU
JIOKYMEHTAIUH,
npasuiia opopm-
JICHUS yIIpaB-
JICHYECKUX J0-
KYMEHTOB, JTaIlbl
JIOKYMEHTO000-
poTa, IyTH OIl-
TUMH3ALUH JI0-
KYMEHT0000poTa

KpPETHBIX BH/IOB
JIOKyMEHTOB, pea-
JN30BBIBATH OT-
JIEJIbHBIE TaIlbl
JIOKyMEHTO000poTa

3. O0bém yueOHOH TUCHHIIINHBI

OuHnas popma 00yueHHs:

Brjabt yuebnoii paorsi Pacnpenesienue yueOHOro Bpe-
MEeHH
Konmaxkmmnan paboma 36,25
AyIUTOpHBIE 3aHATHUS (BCETO0): 36
Jlexyuu 18
Ipaxmuuecxue 3anamus 18
Jlabopamopnule 3ansamus
[TpomexyTouHas arTecTanus 0,25
Koncyremayus neped sxzamenom
Ikzamen
3auem 0,25
Konmponvnas paboma
Pyxosoocmeo kypcosoii pabomoii
Camocmoamenvnaa paboma 71,75
Camocmosmenvras paboma 8 meyeHue cemecmpa 67,75
Tloozomoexa KoHmpoabHOU pabomol
Hanucanue xkypcosoti pabomoi
Tloocomogka Kk npomescymouHol ammecmayuu 4
Bun tekyiei arrecranuu KonTtposnbsHas padbota
Oowan mpyooémkocmep OUCUYUNIUHBL:
yacwl 108
3ayémubvie eOUHUYbL 3




3aounas popma o0OyueHus:

BHab1 yueGHoii paGoThi Pacnpenesienue yueGHOT0 Bpe-
MEHU
Konumaxkmmuasn paboma 10,25
AynutopHble 3aHATHS (BCETO): 10
Jlexyuu 4
IIpaxmuueckue 3anamus 6
Jlabopamopnvie 3anamus
[TpomesxyTouHas arTecTanus 0,25
Koucynomayus nepeo sxzamenom
Ix3zamen
3auem 0,25
Koumponvnas paboma
Pyxosoocmeo kypcosoii pabomoii
Camocmosamenvhnas paboma 97,75
Camocmosmenvhas paboma 6 meyeHue cemecmpa 93,75
Tloocomoska kKoHmMpoOaLHOU pabomoi
Hanucanue xypcoeoti pabomuwi
Iloocomoeka Kk npomedcymouHol ammecmayuu 4
Bun texymeit arrectanuu Konmponvnas paboma
Oowaa mpyooémkocmep OUCUUNIUHDBL:
yacwl 108
3auémmuovle eOUHUYbl 3

I/I3y‘~I€HI/I€ JAUCIHUITIINHBI «OCHOBEI AOKYMCHTHPOBAHUSA ynpaBnquecxoﬁ JACATCIIBHOCTHU»

HE IPpEAYyCMATPUBACT IIOATOTOBKY KprOBOﬁ pa60TBI.

4. Conep:kanue TeM y4eOHOM JMCHUIIIHHBI

HaumeHoBaHue TeMbl
yueOHOH TUCIHHUIIMHBI

Conep:xanue TeMbl

Tema 1. HopmarusHble
MIPaBOBBIE M METOAMYECKUE
OCHOBBI  JJOKyMEHTaIlMOH-
HOTO oOO0ecrieueHus: yrpas-
JeHus

(IMK-12)

[ToHsITHST «HOPMATUBHBIN MpaBoOBO# akTy», Knaccudukanus u cu-
CT€Ma HOPMATHBHBIX IPABOBBIX aKTOB, CBOMCTBO HOPHUIAMYECKOU
CHJIBI HOpPMaTHUBHOI'O MPaBOBOro akTa, IIpaBoBoe perymupoBaHue
pabotel ¢ wHboOpMalmel, PermaMenTamus aeI0npon3BOACTBA B
opraHax BJIacTW W yHIpaBjeHus, Meroauueckoe obecrieueHue Je-
JIOTIPOU3BOJICTBA B TOCYJIAPCTBEHHBIX OpraHu3anusx, [IpaBoBbie
OCHOBBI HCIIOJIb30BaHUS O(QHUIMATBHBIX CUMBOJIOB B JJOKYMEHTaX,
[TpaBoBbIE OCHOBBI CO3/1aHUS ANEKTPOHHBIX JTOKYMEHTOB U pabdo-
Tl C HUMHU, [IpaBoBBIE OCHOBBI apXUBHOTIO Jiena, [IpaBoBbIE OCHO-
BbI pa0OTHI ¢ 0OpalieHusIMH rpaxkjaaH, [IpaBoBbie OCHOBBI pabOTHI
C JOKYMEHTaMH COJAEpKalllMMU rOCyJapCTBEHHYIO Taliny, IIpaBo-
BOE PEryJIMpoBaHHUe pabOThI C TOKYMEHTAMHM, COJACPKAIIUMHU CBE-
JeHUs KOH(UICHIMATBHOTO XapakTepa, IIpaBoBble OCHOBBHI HC-
MOJIb30BaHUS O(ULIMATIBHBIX S3BIKOB B pab0OTe C JOKYMEHTaMHU,
HarmmonansHbie cTaHAapThl B 00JacTH JeNONpPON3BoACcTBa, Hop-
MaTHBHBIC TIPaBOBBIC akThl PecriyOmuku Komu B o6mactu paboThl
C IOKYMEHTaMH.
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Tema 2. CucteMsl JOKY-
MCHTAIIM U BUAbI ILOKy-
MEHTOB

(MK-12)

OcHoBHBIE TepMHUHBI U onpeneneHust, Kinaccudukarus nokymeH-
TOB, CricTeMa OpraHu3alMOHHO-TIPABOBON JOKyMeHTanuu, Cu-
cTeMa paclopsAaIuTeIbHON TokyMeHTanuu, Cuctema nHbopmaru-
OHHO-CIIPAaBOYHOM JIoKyMeHTaluu, Crucrema miaHoBOM JOKYMEH-
tauu, CucrteMa OT4eTHOM JoKyMeHTanuu, CucremMa y4eTHOU J10-
KyMeHTanuu, CucrteMa JOroBOpHOM JOKYMEHTAIIUH.

Tema 3. OO011MIE MPUHIIKITHI
OpTaHHU3aIUH JICJIOMPOU3-
BOJICTBA U JJOKYMEHTUPOBA-
HUS YIIPABJICHYECKOU Jesl-
tenpHoct (ITK-12)

OO01Ke MPUHIIKMITBI OPTaHU3AIMH ISTIOTPOU3BOICTBA, OOIIIHE
MPUHIIAITBEI OPTaHU3AIUN JOKYMEHTO000POTa, OOIIHE TPUHIIHUITHI
JIOKYMEHTUPOBAHUSI.

Tema 4. O0uue npasuiia
MOJATOTOBKU U 0POpPMIICHUS
nokymenToB (I1K-12)

I'OCT P 7.0.97 — 2016. [IpaBuna opopmiieHUs OTAETBHBIX PEK-
BU3UTOB JIOKYMEHTOB.

Tema 5. [IpaBuna noaro-
TOBKHU M 0POPMIICHHUS KOH-

KPETHBIX BUJIOB JOKYMCH-
toB ([1K-12)

HpaBHna IIOATrOTOBKH U O(bOpMJ'ICHI/IH OpraHru3aliluMOHHO-IIPABOBBIX
JOKYMCHTOB, paCliopAauTCIIbHBIX JOKYMCHTOB, PIH(i)OpMaIII/IOHHO-
CIIpaBOYHBIX JOKYMCHTOB.

Tema 6. Opranuzanus 10-
KyMEHTO000poTa
(MK-12)

OO011ast xapakTepuCcTHKa JOKyMeHTonoTokoB. [IpaBuia paboTsl ¢
BXOJLIMMU IOKyMeHTaMu, [IpaBuia paboTel ¢ HCXOAAIMMUMHU J0-
KymeHTamH, [IpaBusna paboTbl ¢ BHyTPEHHUMH JIOKYMEHTaMH,
IIpaBuna TeKyIero XxpaHeH!s TOKYMEHTOB U IIEpelauy ux B ap-
XMB Y Ha YHUUYTOKEHHUE.

Tema 7. JlokanbHbIE HOP-
MaTHUBHBIE aKThl B 001aCTH
JIOKYMEHTaIlMOHHOT0 o0ec-
NIeUEHUs! YIpaBICHUs
(IMK-12)

WHCTpyKIUS 1O AETONPOU3BOACTBY, [1070KEHNE O CTPYKTYPHOM
noapasnenenuu, Tabenb u anp6oM GopM TOKYMEHTOB, rpadux
JIOKyMeHTooOopoTa, HomeHkIaTypa aei, MHbIE JTOKAIbHBIE aKTHI.
OnTtumuzanus 10KyMeHT0000poTa U cxeM (DYHKIIMOHAIBHBIX
B3aMMOCBSI3e MEXTy MOJIPa3/ICICHUIMHI

5. YuedHo-meToanueckoe U HH(POPMALMOHHOE o0ecnieyeHue YUeOHOH TUCHUTITHHBI

5.1. Ocnosnaa numepamypa:
1. ApacnanoBa, B.A. JIokymeHTallmOHHOE OOecrieueHue yrnpaBieHHs: y4el.-TpaKT. Mo-

coome / B.A.

ApacnanoBa. -  M.:

HupekT-Menua, 2013 // - URL.:

http://biblioclub.ru/index.php?page=book&id=137706.
2. Ky3uenos, N.H. JlokymeHTaIlIMOHHOE OOCCIICUeHUE YITPABICHHS U JICIOPON3BOJICTBO:
yuebHuk i 6akanaspoB / M. H. Kysnenos. - M.: FOpaiit, 2013. - 576 c.

5.2. /lononnumenvnas numepamypa:
1. Bopucoga, E. DneMeHTBI CTUIISA: IPUHIIUIIBI YOSAUTEIBHOTO AenoBoro nmuckMa / E. bo-
pucosa; pea. E. Kpyuenunxkas. — M.: Ansnuna busnec bykc, 2016. — 126 c¢. — («MacrepcTBo pa-

00THI co CJIOBOMY).

- Pexxum JOCTyMa: o TOJIITHCKE. - URL:

http://biblioclub.ru/index.php?page=book&id=229832.
2. I'punbepr, A.C. [okymeHnramuonHoe oOecriedenne ympasnenus / A.C. ['punbepr,
H.H. T'op6aués, O.A. Myxamermmmaa. — M.: FOuutu-/lana, 2015. — 391 c.: Tab6mn., rpad., un.,

CXEMBI —

Pexum

JOCTyMa: o HOJIITUCKE. — URL:

http://biblioclub.ru/index.php?page=book&id=115031.
3. Henosoe mucwemo / aBT.-coct. U.H. Ky3nenon. — 8-e uzn., mepepad. — M.: M3narens-

cko-Toprosasi koprnopauus «Jlamkos u K°», 2018. — 162 c. — Pexxum pocTtyna: o noamnucke. —
URL.: http://biblioclub.ru/index.php?page=book&id=496193.




4. Nemun, FO.M. Jlenonpou3BoactBo. JJokymeHTalinoHHBIH MeHeKMEHT / FO.M. JlemuH.
— M.; bepnun: {upexkr-Menua, 2014. — 205 c.: Tabxa., cxem. — Pexxum goctyna: 1mo moJamnucke. —
URL: http://biblioclub.ru/index.php?page=book&id=253657.

5. Kabamos, C.1O. [lenonpou3BoACTBO U apXHUBHOE J€JI0 B TEPMHUHAX U ONpeAeNeHUsX /
C.IO. Kab6amos, N.I'. AchanmusipoBa. — 3-e uza., crep. — M.: U3narenbctBo «@munTay, 2018. —
295 C. - Pexum JOCTyTa: 10 IIOJITHCKE. - URL:
http://biblioclub.ru/index.php?page=book&id=69168.

6. Kazannesa, ['.B. JIuunbie nokymMeHTbI: TpeOOBaHUS K O(POPMIIEHUIO U 00pa3Lbl JOKY-
menTtoB / I'.B. Kazannesa. — 6-e uzn., crepeorun. — M.: MU3narensctBo «@munTay, 2017. — 40 c.
— Pesxum mocryma: o moanucke. — URL: http://biblioclub.ru/index.php?page=book&id=103531.

7. Kosuna, E.C. [lenonpousBojactso / E.C. Ko3una. — M.: lupexr-Menua, 2013. — 27 c.
— Pesxum mocryma: o moamucke. — URL: http://biblioclub.ru/index.php?page=book&id=1414609.

8. Muxaiinos, FO.M. Kak npaBuibHO U OBICTPO pa3paboTaTh JOKYMEHTALUIO MPEATIPHS-
tus / FO.M. Muxaiinos. — M.; bepnun: {upexr-Menua, 2014. — 232 c.: un. — Pexxum pocrymna:
no nonucke. — URL: http://biblioclub.ru/index.php?page=book&id=253689.

9. Poroxwun, M.O. JlenonpousBoactBo: kypc nekuuii / M.FO. Poroxun. — M.; bepnun:
Hupexr-Menua, 2014. — 229 c.. un. — Pexum pgocryna: mo mnoamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=253702.

10. Poroxwun, M.IO. [lokymeHntanmonroe obecrieuenue ynpasienus / M.1O. Poroxus. —
M.; bepnun: Hdupexkt-Menua, 2014. — 398 c.: un. — Pexxum poctyna: mo moamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=253705.

11. Croaspos, IO.H. [lokymenronorus / FO.H. CronsipoB; MUHUCTEPCTBO KYJIbTYpHI
Poccuiickoit @enepanun, denepaibHOE rOCyIapCTBEHHOE 00pa30BaTEIbHOE YUPEKICHHUE BbIC-
niero npodeccuoHaIbHOro oopazoBaHus «OPIOBCKUN TOCYIAPCTBEHHBI MHCTUTYT UCKYCCTB U
KynbTypb». — Open: ['opuzonr, 2013. — 370 c.: min. — Pexxum nocryma: mo moamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=276208.

12. Tpodumona, O.B. OcHoBsl aenoBoro nucema / O.B. Tpodumona, E.B. Kymuuk; Mu-
HHUCTEpPCTBO oOpa3oBaHuss M Hayku Poccuiickoit ®denepanyu, TroMeHCKUM rocynapcTBEHHBIN
yYHUBEpCUTET. — 4-¢ u3M., crep. — M.: M3natensctBo «@munTay, 2016. — 305 c.: Tabn. — Pexum
nocryma: o nmoanucke. — URL: http://biblioclub.ru/index.php?page=book&id=57968.

5.3. Dnekmponno-oudIuomeunan cucmema:

1. DnexTpoHHO-OMOMMOTEUHAsT cucTeMa «YHUBEPCUTETCKas OMOIMOTEKa OHJIAWH»
(www.biblioclub.ru).

2. HanmonanbHast aektponHast oudaunoreka (https:/H36.pb).

5.4. IIpogheccuonanvhuvie 6azvl 0anHvIX, UHPOPMAYUOHHO-CHPABOUHDLE U NOUCKOBbIE
cucmemul:

1. CnpaBouno-nipaBoBasi cuctemMa «I apanT».

2. CnpaBouHo-nipaBoBasi cuctema «Koncymnbtant [1mrocy.

3. DIeKTpOHHO-OMONMHMOTeYHasT CHCTeMa «YHHBEPCHTETCKas OHOIMOTeKa OHIIAHY»
(wwwe.biblioclub.ru).

4. Hayunas snektponHast oudanoreka (www.e-library.ru).

5. HanmonanbHast anektponHas oudmuoreka (https://H36.pd).

5.5. Pecypcol ungpopmayuonno-menekoMmMyHuKayuonnou cemu «Mumepnuemy:
1.CaiiT BcepoccHiickoro HayqHO-HCCIEA0BATEIbCKOTO HHCTUTYTA IOKYMEHTOBEICHUS U
apxXuBHOTO Jena http://www.vniidad.ru/

5.6. Hopmamuenbsle npasosvle akmol U MemooudecKue 00OKymMeHmol:
1. Tpynosoii konekc Poccuiickoit @enepanuu ot 30.12.2001 Ne 197-D3;


http://biblioclub.ru/index.php?page=book&id=57968
about:blank
about:blank
http://www.vniidad.ru/

2. T'paxnanckwuii kogekc Poccuiickoit @enepanyu (qacts nepsasi) oT 30.11.1994 Ne 51-
®3;

3. Tpaxnanckuit kogekc Poccuiickoit @eneparuu (dacts Bropas) ot 26.01.1996 Ne 14-
®3;

4. @enepanbHblii KOHCTUTYLHOHHBIN 3aK0H 0T 25.12.2000 Ne 2-®K3 «O I'ocynap-
cTBeHHOM repbe Poccutickoii deneparumny;

5. @enepanbublii 3ak0H OT 27.07.2006 Ne 149-03 «O6 unpopmanmu, HHPOPMAIIUOH-
HBIX TEXHOJIOTUSX U O 3alIUTe HH(OPMALIUNY;

6. ®Denepanbublii 3akoH 0T 06.04.2011 Ne 63-D3 «O0 371eKTPOHHOH MOAIUCHY;

7. ®epnepanbHblit 3akoH oT 22.10. 2004 No 125-D3 «O6 apxuBHOM jeine B Poccuiickoit
Denepauuny;

8. ®enpepanbhblit 3akoH OT 02.05.2006 Ne 59-D3 «O nopsake paccMoTpeHus oOpaiiie-
Huil rpaxaan Poccuiickoin denepannny;

9. ®enepanbublii 3aK0oH 0T 27.07.2006 Ne 152-D3 (pen. ot 31.12.2017) «O nepconanb-
HBIX JTAHHBIX);

10. ®enepanbublit 3akoH 0T 29.07.2004 Ne 98-D3 (pen. ot 18.04.2018) «O xommepue-
CKOM TaiHe,

11. ®epepanbublit 3akoH oT 01.06.2005 Ne 53-@3 «O rocynapcTBeHHOM si3bike Poccuii-
ckor Penepanuny;

12. 3akon P® ot 25.10.1991 Ne 1807-1 «O s3pikax HapoaoB Poccuiickoit denepanuny;

13. 3akon P® ot 21.07.1993 Ne 5485-1 (pen. ot 29.07.2018) «O rocymapCTBEeHHOI
TalHEY,

14. Tlocranosnenue IIpaButensctBa PD ot 15.06. 2009 Ne 477 «O6 yrBepxnenun I[pa-
BUJI IEJIONIPOU3BOJICTBA B (heIepabHBIX OpraHaxX UCIIOTHUTEIBHOM BIACTHY;

15. Meronnueckue peKOMEHJAuu M0 pa3pad0TKe MHCTPYKIMM MO JEI0NPOU3BOICTBY B
(benepanbHBIX OpraHax MCHOJHMUTENbHOM Biactu yTB. IIpukasom PocapxuBa ot 23.12.2009 Ne
76;

16. Ilpuka3 PocapxuBa ot 11.04.2018 Ne 44 «O06 yrBepxnaenuu IIpumepHON HHCTPYK-
[IMU TI0 IETTOTIPOU3BOJICTBY B FOCY/TAPCTBEHHBIX OPTaHU3AIUAX ),

17. Tlocranosnenue IlpaBurensctBa Poccuiickoit @enepanmuu ot 27.12.1995 Ne 1268
«O0 ymopsiIOYeHNN W3TOTOBJICHUS, MCIOJIb30BAHMS, XPAHCHUS M YHHYTOXEHUS TedyaTed u
OnankoB ¢ BocripousBeaeHneM ['ocynapcrsenHoro repda Poccuiickoit deneparuny;

18. Tlocranosnenue IIpaBurenscrBa PO ot 22.09.2009 Ne 754 (pexn. ot 17.10.2017) «O6
yrBepxkacHun [lonoxeHus o cucreMe MeXBEeIOMCTBEHHOTO AIEKTPOHHOTO JOKYMEHTO000pOTay;

19. Ilpuka3 MunkyneTypsl Poccun ot 25.08.2010 Ne 558 (pem. ot 16.02.2016) «O6
yTBepxkAcHUH [lepedHsi TUIMOBBIX YIPABICHUECKUX APXUBHBIX JOKYMEHTOB, 0Opa3yIOMIMXCS B
polecce AeSITENbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPaBJICHUS U Op-
raHu3aluii, ¢ yKka3aHUEM CPOKOB XpaHEHUSD;

20. TMpuxa3z MunkyneTypsl Poccuu ot 31.03.2015 Ne 526 «O06 yTBEp»KACHUU TPaBUI Op-
TaHU3aIUU XpaHEHUs, KOMIUIEKTOBAHHS, YUeTa U UCIIOJIb30BaHUS TOKYMEHTOB ApXUBHOTO (OH-
na Poccniickoit @enepanny U Apyrux apXWBHBIX JOKYMEHTOB B OpraHax roCyIapCTBEHHOM Bila-
CTH, OpraHax MECTHOT'O CAMOYIPABJICHUS U OPraHU3aALUIX»;

21. Vka3 IIpesuaenta PO ot 30.11.1995 Ne 1203 (pexn. ot 03.09.2018) «O6 yTBepxke-
Huu [lepeuns cBeneHni, OTHECEHHBIX K TOCYIAPCTBEHHOW TalHEY;

22. Tlocranosnenue [IpaButenbcrBa PO ot 06.02.2010 Ne 63 (pen. ot 29.12.2016) «O6
yTBepKAeHUH MHCTPYKIIMU 0 MOpsI/IKE JOMYCKa JOHKHOCTHBIX JIMIL U TpaxkaaH Poccuiickoit ®e-
JIepalliy K TOCYJJapCTBEHHOM TallHEeY;

23. Tlocranosnenue IlpaBurensctBa PO ot 23.07.2005 Ne 443 (pen. ot 18.03.2016) «O6
yrBepkaeHnu [lpaBun pa3paOOTKu TepedHs CBEIECHUM, OTHECEHHBIX K TOCYIapCTBEHHOU
TaliHe»;



24. Tlocranosnenue IIpaBurensctBa PO ot 04.09.1995 Ne 870 (pen. ot 18.03.2016) «O06
yrBepxkaeHuH [IpaBusl oTHECEHHs CBEICHHM, COCTaBISIIOIIMX FOCYAapCTBEHHYIO TaiiHy, K pas-
JMYHBIM CTETICHSIM CEKPETHOCTHY;

25. Ilocranosnenwue IIpaBurensctBa PO o1 01.11.2012 Ne 1119 «O6 yTBepkaecHUU Tpe-
0OBaHMI K 3alIUTe MEPCOHATBHBIX JAHHBIX NMPH MX 00paboTKe B MHPOPMAIMOHHBIX CHCTEMax
MEPCOHAIBHBIX JaHHBIX;

26. Ilocranosnenue IIpaBurensctBa PO ot 15.09.2008 Ne 687 «O6 yrBepxnenun Ilo-
JI0)KeHUs1 00 0COOEHHOCTSIX 00pabOTKH MEPCOHAIBHBIX JaHHBIX, OCYILIECTBISIEMON 0€3 HUCIOJb-
30BaHUS CPEJICTB AaBTOMATU3ALIUIY;

27. Ilocranosnenne IIpaButenpctBa PO ot 03.11.1994 Ne 1233 (pen. ot 18.03.2016)
«O06 yrBepxkaenuu [lomoxxeHust o mopsiake oOpaiieHus: co cayxeOHoil nHpopMalei orpaHu-
YEHHOT'0 pacHpocTpaHeHus B (eaepajabHbIX OpraHaxX HCIOJIHUTEIbHOW BJIACTH, YIIOJIHOMOYEH-
HOM OpTaHe YNPAaBJICHHUS HCIIOJIb30BAHUEM AaTOMHOW SHEPTHU M YIIOJIHOMOYEHHOM OpraHe II0
KOCMHUYECKOH JESITeTbHOCTIY;

28. TOCT P 7.0.8-2013. HammonanpHbIi cTangapt Poccuiickoit @eneparnuu. Cucrema
CTaHAapToOB Mo uH(opManuu, OUOIMOTEUHOMY M M3JaTeNbCKOMY Nely. Jlernonpous3BoJICTBO U
apxuBHoe zeno. Tepmunsl u omnpenenenust (yrB. Ilpuxazom Poccranpmapra ot 17.10.2013 Ne
1185-cT);

29. TOCT P 7.0.97-2016. Cuctema craHmapToB 1o WHGOpMaIuy, OMOIMOTSIHOMY U U3-
naTenbckoMy neny. OpraHu3alMOHHO-paclopsiAuTeIbHAas JOKyMeHTanus. TpeOoBaHUS K
odpopmiienuto 10kyMeHToB (yTB. [Ipukazom Poccranmapra ot 08.12.2016 Ne 2004-cT);

30. 3akon Pecny6nuku Komu ot 06.06.1994 Ne XI1-20/1 «O I'ocymapctBeHHOM rep6e
Pecriyomuxu Komny;

31. Iocranosnenue [IpaBurenscrBa Pecnyonuku Komu ot 11 despans 2015 roma Ne 58
«O0 yTBEp)KACHNUU THIIOBOW WHCTPYKIIMHU IO JISIOTPOU3BOJICTBY B OpraHax B CHCTEME HCITOTHU-
TesbHOM Biactu PecriyOnmku Komuy;

32. Tlocranosnenue [IpaBurenscTBa PecmyOommku Komu ot 20.09.2011 Ne 396 «O6 op-
raHU3aluu MEXBEJOMCTBEHHOW CHCTEMBI 3JIEKTPOHHOTO J0KyMeHTooOopoTa» (Bmecte ¢ [lono-
JKEHHUEM O MEXBEJOMCTBEHHON CUCTEME AJIEKTPOHHOTO JOKYMEHTOO00pOTA).

6. CpencrBa obecnedyeHusi OCBOECHHS
Y4eOHOH TMCUMILINHBI

B yueOHOM mporiecce mpu peanuzanui yueOHo nucuuiinabl «OCHOBBI 1OKYMEHTHPO-
BaHU YIPABIEHYECKON EATEIIbHOCTU» UCIIOIb3YIOTCS CIEAYIOIINE PECYPCHI:

Ilepeuens npozpammmnozo obecnevenus u UHGHOPMayUOHHBIX
CHPABOUHBIX CUCHEM

Hngpopmayuonnvie
MexHOo102UU

OducHblii naker 1y
paboThI ¢ TOKyMEHTa-
MU

Microsoft Office Professional
LibreOffice

OUOIMOTEYHBIE CH-
CTEMBI

NudopmannonHo- CnpasouHo-nipaBoBas cucrema "KoncynpsranT [ nroc"
cIpaBOYHbIC CUCTEMBI | CripaBOouHO-TIpaBoBas cucrema "['apant"
ONEeKTPOHHO- OBbC «YHuBepcuteTckast OMOIMOTeKa OHJIANH

Hayunas snekrponnas oudianoreka (Www.e-library.ru)

HanmonanwsHhas anexkrponHas ounbnuoreka (https://H36.pd)

DJIEKTPOHHAS 1MOYTa

DJeKTpoHHAs 1mouTa B jomMeHe Krags.ru

CpenctBa 11 opraHu-
3aIuy BeOMHAPOB, TE-
JIEMOCTOB ¥ KOH(]e-
pEHIIMI

Cepsuchl BeO- 1 BUICOKOH(EPEHIICBSA3H, B TOM UHUCIIE
BigBlueButton,



http://www.e-library.ru/

ConpoBokIeHUE OCBOCHUS JUCUUIUIMHBI 00YYarOIIUMCS BO3MOXKHO C MCIOJIb30BaHUEM
ANIeKTPOHHON HH(pOpMamoHHo-00pa3zoBatenbHOl cpensl 'OY BO KPAT'CuY, B ToMm yncne 00-
paszoBarenbHOro nopraia Ha ocaoBe Moodle (https://moodle.krags.ru).

7. MaTepunaibHO-TeXHH4YECKOe o0ecrevyeHue
0CBOEHM S Y4eOHOM M CIUTIIUHbI

[Ipn npoBeneHun y4eOHBIX 3aHATUA MO gUCHUIUIMHE «OCHOBBI JOKYMEHTHPOBAHUS
YIpaBICHYECKON JAESITEIbHOCTH» 3aJ€MCTBOBaHAa MaTepuaibHO-TeXHHUeckas Oaza ['OY BO
KPAI'CuY, B cocTaB KOTOPO# BXOJIST CIEIYIOIINE CPEJICTBA U PECYPCHI AJIsi OpraHU3alui camo-
CTOSITENIbHOM M COBMECTHOM pabOTHI 00YJaIOIIMXCS C MIPET01aBaTeNeM:

— CIlelUaTbHbIC MOMEIICHUS AJIsl pealnu3ali JaHHON TUCHUILUIMHBI IPEICTABISIOT CO-
001 yueOHBIC ayAUTOPUH JJISl IPOBEACHUS 3aHATUH JICKIIMOHHOTO THIIA, 3aHATHH CEMUHAPCKOTO
TUIIA, TPYIIOBBIX U UHAUBUAYAIbHBIX KOHCYJIbTALUNA, TEKYIIEr0 KOHTPOJIS U MPOMEKYTOUHON
aTTECTAIlNH, a TAK)KE MOMEIICHHUS I CAMOCTOATEIBHON paboThl M TIOMEIIEHUS ISl XPaHEHUS U
npoUIaKTHYECKOro OO0CIyXuBaHus y4deOHOro obOopynoBanus. CrenuanbHbIE MOMEIECHUS
YKOMIUIEKTOBAHBI CIIEIHATU3MPOBAHHON MEOENbI0 W TEXHHYECKHMMH CpEICTBAMH OOydeHUs,
CITy’KaIlllMMU JJIs IPeJICTaBIeHHs yueOHOM nHpopManuu OOJIbIION ayAUTOPHH.

Jlnist IpoBeICHUs 3aHATUH JICKIIMOHHOTO THIA TPEAaraloTcsi Habophl IEMOHCTPAIMOH-
HOTO 00OpyIOBaHMS M Y4eOHO-HATJISIAHBIX MMOCOOMH, 0OecreynBarone TeMaTUYeCKue UILTIO-
CTpaIuy;

— TIOMEIIEHHE JUIsI CaMOCTOSITEIbHOM paboThl 00yYaroIIMXCsl OCHALEHO KOMIIbIOTEPHOMH
TEXHUKOH C BO3MOKHOCTBIO TOAKIIOUEHHsS K cetn «MHTepHEeT» m obecriedeHneM A0oCTymna B
3JIEKTPOHHYIO HHPOPMALIMOHHO-00pa30BaTEIbHYIO Cpelly OpraHU3alny;

— KOMITBIOTEPHBIE KJIACCHI, OCHAIIICHHBIE COBPEMEHHBIMH ITEPCOHATBHBIMU KOMITBIOTEPAMH,
paboTaronMMu TOJ| yIpaBlIeHUEeM ONepalnoHHbIX cucteM Microsoft Windows, o0be1nHEHHBI-
MU B JIOKQJIbHYIO CETh U MMEIOLIMMH BbIXOJ B VIHTEpHET;

— Oubnmoreka  AKaJeMuHu, KHIWKHBIM  (OHA  KOTOPOH  COAEPKHUT  HAy4yHO-
HCCIIEIOBATEIIBCKYIO JIUTEPATYPY, HayUHbIE )KYPHAIBI M TPYABl HAYYHBIX KOH(MEPEHINH, a TaKKe
YUTATbHBIN 3aJT;

— cepBepHOE 000pyA0BaHUE, BKIIOYAIOIIEE, B TOM YHCIIE, HECKOJIBKO cepBepoB cepun IBM
System X, a Takke BUPTyaJlbHbIE cepBepa, padoTaloIMe MO yIpaBIeHHEM ONEPalMOHHBIX CHU-
crem Calculate Linux, BkmtouenHoii B Peectp Poccuiickoro I10, u Microsoft Windows Server u
CIy’KaIllUMU JUIs pa3MeIleHHs] pa3IMuHbIX CEPBUCOB M CIyX O, B TOM uucie Uil obecreueHus
pabdote CYBJ] MySQL u MS SQL Server;

— CeTeBOE KOMMYTALlMOHHOE 00OpyJoBaHuE, o0ecrneunBaromee paboTy JIOKaJIbHOW CeTH,
MpeoCTaBlIeHNEe TOCTyna K ceTu Internet ¢ oOmieit ckopocThio moakitoueHus 10 Mout/cek, a
Takke padoty 6ecipoBoHOTO cerMeHTa cetu Wi-Fi B moMemneHusx AkajieMun;

— UHTEepaKTUBHbIE HHPOpPMaLIMOHHbIE KHOCKU «HOY;

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

Kpome TOro, B 0OpazoBaTeabHOM IHpolecce OO0YJaroIUMHCS LIMPOKO HCIOIb3YIOTCS
CJICAYIOIINE AIIEKTPOHHBIE PECYPCHI:

— cucrema Internet (ckopocTs oakIIOYeHUS — S MOUT/CEK);

— cait www.krags.ru;

— ©OecnpoBoanas cetb Wi-Fi (B OTKpbITOM nOCTYyTIE).

KoHkpeTHbIe MOMEIeHUs U1 OpraHu3aluy 00y4eHus 1o Aucuurinae «OCHOBBI J10-
KYMEHTHPOBAHUS YIPaBICHUYECKON NEATENbHOCTH)» MpecTaBieHbl B CrpaBke 0 MaTepHUaIbHO-
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https://moodle.krags.ru/

TEXHUYECKOM oOOeCledyeHn 00pa30BaTeNbHOM MPOrpaMMbl IO HANpaBJICHUIO MOATOTOBKU
38.03.03 YnpaBneHnue rnepcoHasioM, chOpPMUPOBAHHOW B COOTBETCTBHH C PACITMCAHUEM YUEOHBIX
3aHATUI U IPOMEXKYTOYHOU aTTecTanuu 1 nacnopramu kabuneto 'OY BO KPAI'CuV.

11



