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pa3oBaHUs — MporpaMMaM OakanaBpuaTa, MporpaMMmam CIieUalIuTeTa, IporpaMmmaM MarucTpa-
Typb» 0T 05.04.2017 Ne 301;
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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-
TEIHHOCTU» SIBIISIETCS MOATOTOBKA OakalaBpoB K Oyaymied mpodeCCHOHAIbHOU ACSITeNIbHOCTH
HA OCHOBE M3Y4YECHHS BHJOB YIIPaBICHUYECKUX JTOKYMEHTOB M OCHOBHBIX IMPaBWJI OpraHU3aluu
BCEX JTAnoB pabOThI C HUMH.

1.2. 3a0auu yuebnot Oucyuniunsl

3amayaMu OCBOCHUS TUCIUILIHHBI «OCHOBBI JOKYMEHTUPOBAHUS YIIPABICHYECKOH 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)OpMHpOBaTB MMPAKTUYCCKUC HABBIKU IMOATOTOBKH PA3HBIX BHUAOB YIPABJICHYCCKHUX
JIOKYMCHTOB;

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

1.3. Buowi komnemenyuit, popmupyemoie 6 pe3ynvmante 0C60eHUA OUCUUNTUHBL

N3ydyenne nucumminHel «OCHOBBI TOKYMEHTHUPOBAHMS YIPABJICHYECKON 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
NOJIpa3/ieJIeHUs MU, 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
91EeKMUGHOU NIl U3Yy4EHMsI, OTHOCUTCS K eapuamugnou 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 OBJIAACTH CICAYIOIUMU 3HAHUAMHA, YMCHUAMU U HAaBbI-
KaMH, COOTHCCCHHBIMU C IJIAHUPYCMBIMHU PC3YJIbTaTaAMHU OCBOCHUA 06p8.30BaTeJ'IBHOI71 nporpam-
MBI

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

Hpoqbeccuouaﬂbuble Komnemenuuu

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 COCTaBJICHUS U

MEHT0000pOTa U THUBHBIC MTPABO- o opMIIeHUS KOH-
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cxeM QYHKIIMOHAJb-
HBIX B3aMMOCBSI3EH
MEXy Mojpasere-
HUSIMH, OCHOB paspa-

BbIC aKThI I Me-
TOJIMYECKHUE J10-
KYMEHTHI B 00-

JIaCTH JOKYMEH-

KPETHBIX BU/I0B
JIOKyMEHTOB, pea-
JIM30BBIBATh OT-
JIEJIbHBIE TaIlbl

OOTKH U BHEJPEHUS | TUPOBAHUSA JIOKyMEHTO000poTa
IPOLEAYpP PETYIUPO- | YIPaBIECHUYECKON
BaHUs TPYAOBBIX OT- | JESTEIBHOCTH,
HOIICHHH U COIpO- OCHOBHBIE BUJIbI
BOXKJIAIOLIEH JTOKY- U QYHKIIH
MEHTalUU YIIPaBJICHYECKON
JIOKyMEHTall1H,

npasuiia opopm-
JICHUS yIIpaB-
JICHYECKHUX JI0-
KYMEHTOB, JTaIlbl
JIOKYMEHTO000-
poTa, IyTH OIl-
THUMHA3AIIUU 10-
KYMEHT0000poTa

3. O0béM yueOHOH TUCHUIIINHBI

3aounas opma o0yueHus:

Buabl yueOHol padoThI

Pacnpenesienne yyeOHoro

BpeMeHU
Konmaxmmnas paboma 10,25
AyIuTOpHBIE 3aHATHUS (BCETO): 10
Jlexyuu 4
IIpakmuyeckue 3ansimus 6
Jlabopamopnvie 3anamus
IIpomexyTouHas aTTecTanus 0,25
Kouncynomayus nepeo sxsamernom
Ox3amen
3auem 0,25
Konmponvnasa paboma
Pyxoeoocmeo kypcosoii pabomoii
Camocmoamenvnan paboma 97,75
Camocmosmenvras paboma 6 meyeHue cemecmpa 93,75
Ilooecomoska KoHmponbHOU pabomul
Hanucanue xypcosoii pabomot
Iloozomoeka k npomedxncymouHol ammecmayuu 4
Bun Tekyuieit arrectanuu KOHMpObHAs paboma
Oowasa mpyooémrkocmes OUCYUNTUHDBL:
uacwl 108
3auémmuuie eOUHUYbl 3




N3yuenne qucuuminHbl «OCHOBBI TOKYMEHTHPOBAHUS YIIPABIECHYECKOUN NEATEIBHOCTH
HE MpelycMaTpUBaeT MOArOTOBKY KypCOBOM paboThl.

4. Coep:xkanune TeM y4eOHOM THCHMILINHBI

HanmeHoBaHMe TeMbl
y4eOHOH THCHUILINHBI

Conep:xanue TeMbl

Tema 1. HopmaruBHble
MPABOBBIE M METOJAHYECKUC
OCHOBBI  JJOKyMEHTAI[MOH-
HOTO OOECTICUeHUsl YIpaB-
JICHUS

(MK-12)

[ToHsATHS «HOPMATHBHBIN TTPaBOBOM akT», Knaccudukanus u cu-
CTeMa HOPMATHUBHBIX IIPABOBBIX aKTOB, CBOICTBO IOPUAMUYECKON
CHJIBI HOPMATHUBHOTO MPaBOBOro akTa, [IpaBoBoe perymupoBaHue
paboTel ¢ wHpOpManmel, PerimameHTanus AETONMPOU3BOICTBA B
OopraHax BJacTHU U yIpaBJieHHs, Meronuueckoe obecreueHue Jie-
JIOTIPOU3BOJICTBA B T'OCYJIaPCTBEHHBIX OpraHu3auusx, [IpaBoBbie
OCHOBBI HCIIOJIb30BaHMs O(UIIHAIBHBIX CUMBOJIOB B IOKYMEHTAX,
[TpaBoBbIE OCHOBBI CO3/1aHUS NEKTPOHHBIX JOKYMEHTOB U pado-
ThI ¢ HUMH, [IpaBoBBIE OCHOBBI apXUBHOTO Jiena, [IpaBoBbie OCHO-
BBI pabOTHI ¢ 00paleHusIMH TpaxiaH, [[paBoBble OCHOBBI PaOOTHI
C TOKYMEHTaMH COJepKallliMU roCyJapCTBEHHYIO Taiiny, [IpaBo-
BOE PEryJIMpoBaHHUE pabOThI C TIOKYMEHTAMHU, COJAEPKAIIUMHU CBE-
JIeHUs] KOH(PUIECHIIMAIBHOTO XapakTepa, I[IpaBoBble OCHOBBHI HC-
MOJIb30BaHUs O(QUIIMATIBHBIX S3BIKOB B padOTEe C JOKYMEHTaMH,
HammonanbeHble cTanaapTsl B o0nacTu Aenonpou3BoacTa, Hop-
MaTHBHBIE TIpaBoBble akThl PecriyOnuku Komu B o0nactu paboTsl
C IOKYMEHTaMH.

Tema 2. Cuctemsl 10Ky-
MEHTAIMU U BUJIBI JOKY-
MEHTOB

(IIK-12)

OcHoOBHBIE TEpMHUHBI U onpeneneHus, Kinaccudukaius nokymeH-
TOB, CHcTeMa OpraHM3alMOHHO-IPABOBOM JOKyMeHTauuu, Cu-
cTeMa pacrlopsAaIuTeIbHON nokyMeHTanuu, Cuctema nHbopmaru-
OHHO-CIIPAaBOYHOM JTOKyMeHTauuu, Cucrema miaHoBOM JOKYMEH-
tauu, CuctemMa OT4eTHOM noKyMeHTanuu, CuctemMa y4eTHOM 10-
KyMeHTaluu, CucrteMa JOroBOPHOM JOKYMEHTAIUU.

Tema 3. O0mire MPUHLIMITBI
OpraHu3aIK JeNI0NPOn3-
BOJICTBA U JOKYMEHTHUPOBA-
HUS YIpaBJIEHYECKOH Jiesi-
tenpHOCTH ([TK-12)

OO61re MPUHIKMITBI OPTaHU3AINH IeTTOTIPOU3BOICTBA, OOIIIHE
MPUHIIMITBEI OPTaHU3alUN JOKYMEHTO000pOTa, O0IINE MPUHIIUITHI
JOKYMCHTHUPOBAHUA.

Tema 4. OOmmue npaBuia
MOJITOTOBKH U 0(hOPMITCHUS
nokymentoB (ITK-12)

I'OCT P 7.0.97 — 2016. [IpaBuna odopmiieHUs OTAETbHBIX PEK-
BU3HUTOB JOKYMEHTOB.

Tema 5. [IpaBuiia noaro-
TOBKU U 0pOpMIICHUS KOH-
KPETHBIX BUJIOB IOKYMEH-
toB ([TK-12)

[TpaBuna moArOTOBKK U OPOPMIIEHHUST OPTraHU3AIMOHHO-TTPABOBBIX
JIOKYMEHTOB, PACHIOPSAUTENbHBIX JOKYMEHTOB, HH()OPMAIIMOHHO-
CIIPABOYHBIX JOKYMEHTOB.

Tema 6. Opranuzanus 10-
KYMEHT0000poTa
(MK-12)

OO0m1as XxapakTepucTUKa JOKYMEHTOMOTOKOB. [IpaBuia paboTsl ¢
BXOJIAIINMHE TOKyMeHTaMu, [IpaBuina paboThl ¢ UCXOISIIMMHU J0-
KymeHTamH, [IpaBuna paboTsl ¢ BHYyTPEHHUMH JOKYMEHTaMH,
IIpaBuna TeKyIero XxpaHeH!Us TOKYMEHTOB U IIEpelauu ux B ap-
XHB M HA YHHUYTOXKCHUE.

Tema 7. JlokanbHbIE HOP-
MAaTHBHBIC aKThI B 00JIaCTH
JIOKYMEHTAIMOHHOTO 0bec-
TICYCHUS YIIPABIICHUS

WNHcTpykuus 1o 1enonpousBoAcTBy, [lonoxkeHnne o CTpyKTypHOM
nojapasaenenuu, Tabenb u amb00M GopM JOKYMEHTOB, rpaduk
JOKyMeHT0oo0opoTa, HoMeHKkaTypa e, HHbIE JIOKAIbHBIE aKThI.
OnTuMu3anus JOKyMEHT0000poTa U cXeM (PyHKIIMOHAJIBHBIX
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| (IIK-12) | B3amMOCBsA3el MEXTy 10PA3/ICICHUAMH

5. YueOHO-MeTOAMYeCKOEe 1 MH(OPMAINITMOHHOE O0ecnedyeHHe Y4eOHOM TUCIUIIJIMHBI

5.1. Ocnosnaa numepamypa:

1. ApacnanoBa, B.A. JIokyMeHTallUOHHOE OOECIEYCHHE YIPABJICHUS: Y4yeO.-paKT. IMo-
coome / B.A. ApacmanoBa. — M.:. upexr-Memma, 2013 // - URL:
http://biblioclub.ru/index.php?page=book&id=137706.

2. Ky3ueunos, U.H. JlokymeHTalimoHHOE OOecTieueHUE yIpaBiIeHUs U IEJI0NPOU3BOICTBO:
yuebnuk g 6akanaspos / WM. H. Kysuenos. - M.: FOpaiit, 2013. - 576 c.

5.2. /lononnumenvnas numepamypa:

1. Bopucosa, E. DnemMeHThI CTHIIA: MPUHIUIIBL YOenuTenbHoro aeiaosoro nuceMa / E. bo-
pucosa; pen. E. Kpyuenunkas. — M.: Anenuna busnec byke, 2016. — 126 ¢. — («MacrtepcTBo pa-
OOTHI co CIIOBOM). — Pexum JIOCTyTIA: o [MOJITHCKE. — URL:
http://biblioclub.ru/index.php?page=book&id=229832.

2. I'punbepr, A.C. JlokymeHtanuonHoe obecrneuenue ympasienus / A.C. I'punbepr,
H.H. T'op6aués, O.A. Myxamermmmaa. — M.: FOuutu-/lana, 2015. — 391 c.: Tab6mn., rpad., un.,
CXEMBI — Pexum JOCTYyTIA: o [IOAITHCKE. — URL:
http://biblioclub.ru/index.php?page=book&id=115031.

3. HdenoBoe nucbMo / aBT.-cocT. U.H. Ky3nenos. — 8-e uzn., nepepad. — M.: U3znarenn-
cko-toproBas kopropauus «J/lamkos u K°», 2018. — 162 c. — Pexxum pocTtyna: no noamnucke. —
URL.: http://biblioclub.ru/index.php?page=book&id=496193.

4. lemun, FO0.M. [lenonpousBojictBo. JlokymMeHTanroHHbii MeHexMeHT / FO.M. [lemuH.
— M.; bepnun: dupexkr-Meaua, 2014. — 205 c.: Tabin., cxeMm. — Pexxum 10CTyma: 1mo moAmnucke. —
URL.: http://biblioclub.ru/index.php?page=book&id=253657.

5. Kabamos, C.}O. [Ienonpou3BoJCTBO U apXHUBHOE JIEJI0 B TEPMHUHAX U OMpEAeTeHUsX /
C.IO. KabGamog, N.I'. AchanmusipoBa. — 3-e u3j., crep. — M.: UznarensctBo «@muHTan, 2018, —
295 c. — Pexum JOCTyTIA: o HOJIITUCKE. — URL:
http://biblioclub.ru/index.php?page=book&id=69168.

6. Kazanmesa, ['.B. JIuunbie 1okyMeHTBI: TpeOOBaHUS K OPOPMIIEHHIO U 00pa3IIbl JOKY-
menToB / I'.B. Kazanmesa. — 6-¢ usn., crepeornr. — M.: M3mparensctBo «@imHTan, 2017. — 40 c.
— Pexxum nocryna: mo moamucke. — URL: http://biblioclub.ru/index.php?page=book&id=103531.

7. Kosuna, E.C. lenonpousBozactso / E.C. Ko3una. — M.: lupekr-Menua, 2013. — 27 c.
— Pexxum nocryna: mo moamucke. — URL: http://biblioclub.ru/index.php?page=book&id=141469.

8. Muxaiinos, FO.M. Kak mpaBuiibHO U OBICTPO pa3paboTaTh TOKYMEHTALIUIO TIPEANPUs-
tus / FO.M. Muxaiinos. — M.; bepnun: dupext-Menua, 2014. — 232 c.: wi. — Pexxum noctyma:
no nomnucke. — URL: http://biblioclub.ru/index.php?page=book&id=253689.

9. Poroxwun, M.IO. JleronpounsBojctBo: kypc eknuii / M.FO. Poroxun. — M.; bepnun:
Hupexkr-Meauna, 2014. — 229 c.: wn. — Pexum pocryma: mo mnoxamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=253702.

10. Poroxwun, M.IO. [lokymentanmonnoe obecneuenue ynpasiuenus / M.IO. Poroxun. —
M.; Bepmun: Hupext-Meauna, 2014. — 398 c.: wi. — Pexum gocryna: mo moamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=253705.

11. Cronspos, FO.H. Hoxymentonorus / FO.H. CronsipoB; MUHHCTEPCTBO KYJIbTYpbI
Poccwuiickoit denepannu, OenepaibHOe TOCYIapCTBEHHOE 00pa30BaTeIbHOE YUPEIKICHHUE BBIC-
niero npogeccuoHanibHOro oopazoBanus «OpIOBCKUN TOCYIaPCTBEHHBIH MHCTUTYT UCKYCCTB U
KyneTypb». — Opein: ['opuszont, 2013. — 370 c.: un. — Pexxum pocryna: no noamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=276208.

12. Tpopumona, O.B. OcHoBsl aenoBoro nucema / O.B. Tpodpumona, E.B. Kymuuk; Mu-
HUCTEPCTBO OoOpa3oBaHus u Hayku Poccuiickoit ®@eneparmu, TroMeHCKHI TOCynapCTBEHHBIN



YHUBEpCHUTET. — 4-¢ u3l., crep. — M.: U3narensctBo «®@aunTtayn, 2016. — 305 c.: Tabn. — Pexum
nocryna: mo noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=57968.

5.3. dnekmponno-ouduOoMmeunan cucmema:

1. DnexkTpoHHO-OMONMMOTEYHAs cHCcTeMa «YHUBEpPCUTETCKass OHOIMOTeKa OHJIAMH»
(www.biblioclub.ru).

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

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

1. CnpaBouHo-nipaBoBas cucteMa «l'apanT».

2. CnpaBouHo-nipaBoBas cuctema «Koncymnbtant [1mtocy.

3. DNeKTpoHHO-OMONIMOTeYHasT CHCTeMa «YHHBEPCHTETCKas OHOIMOTeKa OHJIAHY
(www.biblioclub.ru).

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

5. HaumonanbHast snekrponHas 6udanoreka (https:/mH36.pb).

5.5. Pecypcol ungpopmayuonno-meneKOMMyHuUKayuonnou cemu «MUnmepnuemy:
1.Caiit Beepoccuiickoro Hay4yHO-UCCIIEI0BATENbCKOIO HHCTUTYTA JTIOKYMEHTOBEIEHUS U
apxuBHOro jena http://www.vniidad.ru/

5.6. Hopmamuensle npasosvle akmol u MemoouyecKue 0OKymMeHmol:

1. Tpynosoii konekc Poccuiickoit @enepannn ot 30.12.2001 Ne 197-P3;

2. Tpaxnanckuit kogekc Poccuiickoit @enepanuu (dyacth nepas) ot 30.11.1994 No 51-
®3;

3. Tpaxnanckuit kogexc Poccuiickoii deneparuu (dacts BTopas) ot 26.01.1996 No 14-
®3;

4. ®denepanbHblii KOHCTUTYIIMOHHBIN 3aK0H OT 25.12.2000 Ne 2-®PK3 «O INocynap-
cTBeHHOM rep6e Poccuiickoit denepaunny;

5. ®enepanbublii 3ak0H 0T 27.07.2006 Ne 149-D3 «OO6 unbopmanuu, nHGOPMAIUOH-
HBIX TEXHOJIOTHSX U O 3alIuTe HHPOPMAITII,;

6. denepanbublii 3akoH 0T 06.04.2011 Ne 63-D3 «O06 >IeKTPOHHOM MOAUCHY;

7. ®epnepanbHblit 3akoH 0T 22.10. 2004 No 125-®3 «O06 apxuBHOM jene B Poccuiickoit
Denepauuny;

8. ®enepanpubiii 3akoH 0T 02.05.2006 Ne 59-®3 «O mopsiike paccCMOTpEeHHs oOparie-
Huii rpaxaad Poccuiickont denepannmny;

9. ®enepanbHbii 3aK0H 0T 27.07.2006 Ne 152-D3 (pexn. ot 31.12.2017) «O nepcoHab-
HBIX JIAHHBIX»;

10. ®enepanpubiii 3akoH 0T 29.07.2004 Ne 98-d3 (pen. ot 18.04.2018) «O xommepue-
CKOM TaifHey,

11. denepanpusiii 3akoH 0T 01.06.2005 Ne 53-03 «O rocymapcTBEHHOM si3bike Poccwii-
ckou Penepauuny;

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

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

14. Tlocranosnenue IIpaBurensctBa PO ot 15.06. 2009 Ne 477 «O6 yrBepxaenuu Ilpa-
BUJI I€JIONIPOU3BOJICTBA B (heicpabHBIX OpraHaxX MCIOJHUTENIBHOM BIaCTHY;

15. Meronnuyeckue peKOMEHIAIUH 0 pa3pabd0TKe HMHCTPYKIIHA 1O JEIONPOU3BOICTBY B
denepalbHBIX OpraHax HMCIOJHUTENbHOW BiacTu yTB. [Ipukazom Pocapxusa ot 23.12.2009 Ne
76;

16. Ilpuxa3z Pocapxupa ot 11.04.2018 Ne 44 «O6 yrBepxknenuu I[IpumepHO MHCTPYK-
MU 110 IETONPOU3BOJICTBY B FOCYJAPCTBEHHBIX OpPraHU3aIUsaX»;
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17. Tlocranosnenue IlpaBurensctBa Poccuiickoit @enepaumnu ot 27.12.1995 Ne 1268
«O0 ynopsiJOueHUU H3TOTOBJICHUS, MCIOJIB30BAaHUS, XPAHEHUS M YHMUYTOKEHHUs IMedaTell u
0;1aHKOB ¢ BocnpousBeaeHueM ['ocynapecrsenHoro repdoa Poccuiickoit denepanumy;

18. Ilocranosnenue IIpaButenbctBa PO ot 22.09.2009 Ne 754 (pen. ot 17.10.2017) «O06
yrBepxacHuU [lonoxeHus o cucreMe MeXBEIOMCTBEHHOTO AIEKTPOHHOIO JJOKYMEHTO000pOTa»;

19. Ilpuka3 MunkyiaeTypbl Poccun ot 25.08.2010 Ne 558 (pen. ot 16.02.2016) «O06
yTBepkaeHNH [lepedyHs TUNOBBIX YNMPAaBICHUECKUX APXUBHBIX TOKYMEHTOB, 00pa3ymoIuxcs B
poluecce AeSITeNbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPaBJICHUS U Op-
raHu3anuil, ¢ yKka3aHueM CPOKOB XPaHEHUS;

20. ITpuka3z MunkynbsTypsl Poccuu ot 31.03.2015 Ne 526 «O06 yTBepKACHUHN TIPABUIT OP-
raHW3aluu XpAaHEeHUs, KOMIUICKTOBAHUS, y4eTa U NCIOJIb30BAHUS JOKYMEHTOB APXUBHOTO (hOH-
na Poccuiickoii denepanuu U Ipyrux apXuBHBIX JOKYMEHTOB B OpraHax rocy1apcTBEHHOI Bia-
CTH, OpraHaXx MECTHOTO CaMOYIIPaBJICHUs U OpraHU3aLUIX»;

21. Vxka3 Ilpesunenta PO ot 30.11.1995 Ne 1203 (pen. ot 03.09.2018) «O6 yTBepxke-
Huu [lepedns cBeneHUl, OTHECEHHBIX K TOCYAAPCTBEHHOU TaliHEe»;

22. Tlocranosnenue [IpaButensctBa PO ot 06.02.2010 Ne 63 (pen. ot 29.12.2016) «O06
yTBepKIeHUU MHCTPYKIIMU 0 NOpsIKE JOIYCKA JOLKHOCTHBIX JIMIL M IpaxkaaH Pocculickont @e-
JIepalliy K TOCY/IapCTBEHHOU TailHe»;

23. Tlocranosnenue IlpaBurensctBa PO ot 23.07.2005 Ne 443 (pen. ot 18.03.2016) «O6
yrBepxkaeHun IlpaBun pa3paboTKM TepedyHs CBEACHHM, OTHECEHHBIX K TOCYIapCTBEHHOU
TalHEY;

24. Tlocranosnenue IlpaBurensctBa PO ot 04.09.1995 Ne 870 (pen. ot 18.03.2016) «O6
yTBepKIeHUMU [IpaBuil OTHECEHUs CBEAECHUMN, COCTABISAIONIMX FOCYIAPCTBEHHYIO TailHY, K pa3-
JIUYHBIM CTETIEHSIM CEKPETHOCTHY;

25. Tlocranosnenue [IpaButenscrBa P ot 01.11.2012 Ne 1119 «O06 yTBep)kaeHUU Tpe-
OOBaHMI K 3alUTe MEePCOHATBHBIX JAHHBIX NMPH UX 00paboTKe B MH(POPMAIIMOHHBIX CHCTEMax
NEPCOHAIBHBIX JaHHBIX»;

26. ITlocranosnenue IIpaBurensctBa PO ot 15.09.2008 No 687 «O0 yrBepxkaeHuu Ilo-
JIO’KEeHHsT 00 0COOEHHOCTSAX 00paOOTKH MEPCOHATBHBIX JaHHBIX, OCYIIECTBISIEMON 0€3 UCIOJIb-
30BaHUS CPEJICTB aBTOMATHU3AIHI;

27. Tlocranosnenue IlpaBurensctBa P® ot 03.11.1994 Ne 1233 (pen. ot 18.03.2016)
«O6 ytBepxkaenun [lomoxxeHus o nmopsake oOpaiieHus co ciayxeOHoi nHdopMmalei orpaHu-
YEHHOI'0 pacHpoCTpaHeHUs B (eepaabHBIX OpraHax HCIOJIHUTEIbHOW BJIACTH, YIOJIHOMOYEH-
HOM OpraHe YIpPAaBJICHUS MCIOJIb30BaHMEM aTOMHOM JHEPIrUU M YNOJHOMOYEHHOM OpraHe II0
KOCMHYECKOH IeSITCITEHOCTI,

28. TOCT P 7.0.8-2013. Hauumonansubiii crangapt Poccuiickoit ®@eneparnuu. Cucrema
CTaHJapTOB N0 MH(MOpMAIK, OMOIHMOTEYHOMY M M3AaTelbCKOMYy neny. Jlenmonpou3BoaCcTBO U
apxuBHoe jeno. Tepmunsl u ompenenenus (yrB. Ilpukazom Poccranmapra ot 17.10.2013 Ne
1185-cT);

29. TOCT P 7.0.97-2016. Cuctema craHmapToB 1o uHpopMaluu, ONOIMOTEYHOMY U U3-
naTenbckoMy neny. OpraHu3allMOHHO-paclopsiAUTeNbHas JOKyMeHTauus. TpeOoBaHUS K
odopmaenuro nokymeHToB (yTB. [Ipukasom Poccrangapra ot 08.12.2016 Ne 2004-cT);

30. 3akon Pecryonmuku Komm ot 06.06.1994 Ne XII-20/1 «O T'ocymapctBeHHOM repbe
Pecniyonmuku Komny;

31. Mocranoenenwne [IpaBurenpcrBa Pecniyommku Komu ot 11 deBpans 2015 romga Ne 58
«O0 yTBEp>KACHNUU TUIIOBOW MHCTPYKIIMHU IO JICIONPOU3BOJCTBY B OpraHax B CUCTEME UCIIOJIHU-
TenpHOM BiaacTu PecniyOmuku Kommy;

32. TIlocranosnenue IlpaButensctBa Pecnyomuku Komu ot 20.09.2011 Ne 396 «O6 op-
raHU3aluy MEKBEJOMCTBEHHON CHCTEMBI 3JIEKTPOHHOTO TOKyMeHTooOopoTa» (BMmecte ¢ [lomo-
KEHHEM O MEKBEJOMCTBEHHOH CHCTEME AJIEKTPOHHOT'O JOKYMEHTO000pOTa).



B yuebHOM mporiecce mpu peanu3anuy yueOHoH TucHUIInHbl « OCHOBBI TOKYMEHTHPO-

6. CpencrBa o0ecniedyeHusi OCBOECHHSA
Y4eOHOM M CIUILINHbBI

BaHUA ynpaBnqueCKoﬁ ACATCIIBHOCTH Y UCIIOJB3YIOTCA CICAYIOMIUE PECYPCHI:

Hngpopmayuonnwie
mexHon02uu

Ilepeuenv npozpammnozo obecneyenus u UHGOpMayuoOHHbIX
CNPAGOUHBIX cUCmeM

OducHbIif TakeT 11
paboThI ¢ TOKYyMEHTa-
MU

Microsoft Office Professional
LibreOffice

OUOJIUOTEYHBIE CU-
CTEMBI

Nudopmannonto- CnpaBouHo-nipaBoBas cucteMa "KoncynbranT [lmroc"
crpaBo4Hble cMCcTeMbl | CripaBouHO-TIpaBoBas cucreMa "['apant”
DNEeKTpOHHO- OBbC «YHuBepcuterckas OMOIMOTeKa OHIAH

Hayunas anexkrponnas oudiaunoreka (Www.e-library.ru)

HanmonanwsHas snexrponnas oubauoreka (https://H36.pd)

DNEeKTPOHHAs 1TOYTa

DJeKTpOoHHAs 1o4Ta B JoMeHe Krags.ru

CpencrBa [uist Opranu-
3a1uy BeOMHApOB, Te-

CepBucCHI BeO- ¥ BUIACOKOH(PEPEHIICBS3H, B TOM YHCTIE
BigBlueButton,

JIEMOCTOB U KOH(]e-
pEHLIMI

ConpoBoxk/ieHHEe OCBOCHUS TUCHUIUIMHBI 00YYarOIUMCSI BO3MOXKHO C UCIOJIb30BAHUEM
3JIEKTPOHHOM MH(pOopMalMoOHHO-00pa3oBareabHOl cpeasl [OY BO KPAI'CuY, B Tom uucie 06-
pasoBarenbHOro opraia Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepuaibHO-TeXHU4YeCKoe o0ecreyeHue
OCBOCHUS Y4eOHOM TN CUUIITHHBI

IIpu npoBeneHuMn y4yeOHBIX 3aHATUH MO AuUCHMIUIMHE «OCHOBBI JTOKYMEHTHPOBAHHUS
yIpaBJICHUYECKON JAESITeNbHOCTH» 3aJeiCTBOBaHa MaTepuaibHO-TexHHueckas 6aza ['OY BO
KPAI'CnY, B coctaB KOTOPOIl BXOJAT CIIEAYIOIINE CPEACTBA U PECYPCHI AJIsl OPraHU3allK caMo-
CTOSITEIPHOM U COBMECTHOM PabOThI 00YUAIONINXCS C TIPETO/IaBaTeIeM:

— CHenMaIbHbIe OMEIICHUS Ul pealn3allii JAHHOW JUCHUIUIMHBI MPEICTaBISAIOT CO-
0ot yueOHbIC ayIUTOPUH ISl IPOBEACHUS 3aHATUH JICKIIMOHHOTO THIIA, 3aHATHI CEMUHAPCKOTO
THUTIA, TPYIIIOBBIX ¥ HHIMBUAYAIHHBIX KOHCYJIBTANN, TEKYIIETO KOHTPOJIS U MPOMEKYTOTHOM
aTTeCTalluH, a TAK)Ke MOMEIICHHUS Il CAMOCTOATENbHOM paboThl M IOMEIEHUS ISl XpPaHEeHUs U
NPOPIIAKTHIECKOTO OOCITy)KUBaHHs y4eOHOro oOopymoBanus. CrieluaibHbIe MOMEIICHUS
YKOMIUIEKTOBAHBI CIIEIUATU3UPOBAHHON MeOEIbl0 M TEXHUYECKHMMM CpEICTBaMHU OOyueHUs,
CITy’KallluMU JJIs1 IpeJIcTaBlIeHus yueOHoM nHpopManuu OOJIbIION ayAUTOPHH.

Jlnst mpoBeieHUsl 3aHATUH JIEKIIMOHHOTO THIA TMpeaaraoTcs HaObophl 1€MOHCTPALIMOH-
HOTO 00OpYIOBaHUS M Y4eOHO-HATJSIIHBIX TOCOOMH, 0OecTieuynBaroIie TeMaTHIYECKUE HILTIO-
CTpalluu;

— TIOMEIIEHHUE TSI CAMOCTOSITETIHHON pabOThl 00yJaromUXCsl OCHAIEHO KOMITBIOTEPHOMH
TEXHUKOM C BO3MOXKHOCTBIO MOAKIIOUEHHS K ceTu «MHTepHeT» M obecredeHneM AOCTymna B
3EKTPOHHYIO0 HH(DOPMALIMOHHO-00pa30BaTENIbHYIO CPEy OpraHU3aIuy;

— KOMITBIOTEPHBIE KJIACCHI, OCHAIIICHHbIE COBPEMEHHBIMH IEPCOHATBHBIMUA KOMITBIOTEPaMH,
paboTaIMIMMH TIO/ YIIpaBIECHUEM OIeparmoHHbIX cucteM Microsoft Windows, oObeuHEeHHBI-
MH B JIOKQJIbHYIO CETh U MMEIOLIMMHU BbIXO] B VIHTEpHET;

— Oubmmoreka  AKaneMuuW, KHIDKHBIA — (OHI
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HCCJIEIOBATENLCKYIO JIUTEPATypy, HayUHbIE KypHaJbl U TPYAbl HAYUYHBIX KOH(EpeHIHil, a Takxke
YUTAILHBIN 347,

— cepBepHOE 000pyAOBaHUE, BKIIOYAIOIIEE, B TOM YHUCIIE, HECKOJIBKO cepBepoB cepuu IBM
System X, a Takxe BUPTyaJIbHBIE CepBEpa, padOTAIOIIUE MO YIIPABICHUEM OTEPAIlMOHHBIX CH-
crem Calculate Linux, Bkmouennoii B Peectp Poccuiickoro 10, u Microsoft Windows Server u
CIIy)KalllMMU ISl pa3MeIlleHUs] pa3IMUYHbIX CEPBUCOB U CIYX O, B TOM uucie A oOecreyeHus
pabotel CYBJI MySQL u MS SQL Server;

— CeTeBOe KOMMYTAI[MOHHOE 000pyJoBaHME, OOeceurBaoliee padoTy JIOKaIbHON CETH,
MpeaocTaBlIeHue I0CTyna K ceTu Internet ¢ oOmiei ckopocThio nmoakiatoueHus 10 Mout/cek, a
Takke paboty OecripoBogHOrO cerMenTta cet Wi-Fi B moMmemnieHusx AKaieMuu;

— UHTEPAaKTUBHBIC HHPOPMAaLIMOHHBIE KHOCKH «HDO»;

— IIpOTpaMMHBIC U aIliapaTHbIC CPEICTBA JIJIS TIPOBEACHUS BHICOKOH(EPEHIICBS3H.

Kpome Toro, B 00pa3oBaTeIbHOM MpOIECCe OOYYAIONIMMHUCS IIMHPOKO HCIOJIB3YIOTCS
CJIETYIOIINE AJIEKTPOHHBIE PECYPCHI:

— cucrema Internet (ckopocTh moaKIIIOUeHUsT — 5 MOUT/CeK);

— cait www.krags.ru;

— ©OecnpoBonHas cetb Wi-Fi (B OTKpBITOM JOCTYTIE).

KoHkpeTHble moMeneHus Ui OpraHu3aluy 00y4eHus 1o Aucuumiingae «OCHOBBI 10-
KYMEHTUPOBAHHSI YIPABICHUECKON NIEATEIBLHOCTHY IMpenacTaBieHsl B CpaBke 0 MaTepUalIbHO-
TEXHUYECKOM oO0ecreyeHun o00pa30BaTeNbHOM MpOorpaMMbl 110 HANpaBJIEHUIO MOArOTOBKU
38.03.03 Ympasienue nepcoHaioM, ChOPMUPOBAHHON B COOTBETCTBHH C PACIIICAHUEM YUCOHBIX
3aHATUI U IPOMEXYTOYHOU aTTecTanuu 1 nacnopramu kabuneto 'OY BO KPAI'CuV.

10



