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PaGouas mporpamma JUCHUIUIMHBI «YTpaBieHYEcCKas JOKYMEHTAIUs» COCTaBlIEHA B
COOTBETCTBUU C TPEOOBAHUSAMU:

- @enepanbHOTO  TOCYJApCTBEHHOTO  00pa3oBaTENBbHOTO  CTaHAApTa  BBICIIETO
oOpa3oBaHusi 1o HampasieHHio noAaroroBku 38.03.03. VmopasieHue nepcoHasioM (YpOBEHb
OakanaBpuata), YTBepKJICHHOTO IpukazoM MunHoOpHayku Poccuu ot «14» nexadps 2015 rona
Ne 1461,

- Ilpukaza MwunHoOpHayku Poccum «O06 yrBepxkaeHuu Ilopsinka opraHuzanue |
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 pecmyOiuMKaHCKash akaJeMus TOCYIapCTBEHHOMN
CIyObl W ympaieHus» 1o Hanpasienuto 38.03.03. VYmparienue nepcoHanioM (ypoBEHb
OakanaBpuaTa) HalpaBJICHHOCTH (TIPOdUIIL) «YIpaBICHUE EPCOHAIOM OPTraHU3AIUI.

© Komu pecrmyOnrkaHcKas akaeMust
rOCy/IapCTBEHHOMU CITYKObI
u ynpasienus, 2020



1. Heau u 3a1a4u Y4eOHOIH AUCIUTIMHBI

1.1. I{enw uzyuenus yueonoii oucyuniunvl

[{enpro OCBOEHUS TUCIUTIINHBI « Y IPaBICHUECKAS JOKYMEHTAIUS» SIBJISICTCS [TOATOTOBKA
OakanmaBpoB K Oymymedl mpodeccHOHAbHOW JEATENBHOCTH TIOCPEICTBOM 3HAKOMCTBA C
OCHOBAMHU Pa3pabOTKU M BHEJPEHUS YNPABICHYECKOW HOKYMEHTAIMH C YYeTOM IleNieil u 3amad
yIIpaBJICHUS TIEPCOHAIIOM.

1.2. 3a0auu yueonoii oucyunaunut

3aiagamMul OCBOCHHMSI TUCITUTUIMHEI « Y TIPaBIieHYEeCKAs TOKYMEHTAILIHS SIBIISIOTCS:

— M3YYHUTh HOPMATUBHYIO 0a3y JOKYMEHTUPOBaHUS YIIPABICHYCCKOMN JIEATEIIEHOCTH;

— U3yYUTh OCHOBHBIC BUJBI U (DYHKITUH YIIPABICHYECKUX IOKYMEHTOB,

— M3YYHTh COCTaB PEKBU3HUTOB, HEOOXOJWUMBIX JUISI OQOPMIICHHS YIIPABICHYSCKHX
JIOKYMEHTOB;

— MOJIYYUTh 3HAHUSI OCHOB Pa3pa0dOTKU U BHEIPEHUS YIPABICHUYCCKOW JOKYMCHTAIIUH;

— chOpMHUPOBATH MPAKTUICCKUE HABBIKH COCTABIICHUS U O(OPMIICHHSI OCHOBHBIX BHJIOB
YIPaBJICHYECKUX JIOKYMEHTOB.

1.3. Buowvl komnemenyuii, hopmupyemoie é pezyibmame 0C80EHUA OUCUUNTIUHBL

N3yuenne  mucuMIuiMHbl — «YTpaBieHYECKas JJOKYMEHTAIUs»  HaAlpaBJICHO  Ha
dbopMupoBaHue cienyolel npoheccnoHanTbHON KOMITETESHINH:

IIK- 12 — 3HaHWe OCHOB pa3padOTKM W BHEAPEHUS KaJIpPOBOH W YIIPaBICHUYCCKOU
JOKYMEHTAIlMU, ONTHUMH3AIHNHA JOKYMEHTO000pOTa U cXeM (PYHKIHMOHAIBHBIX B3aUMOCBSI3EH
MEXIY MOAPA3JCICHUSIMHA, OCHOB pa3pabOTKW ¥ BHEIAPCHUS TPOICIYyp peryIupOBaHUS
TPYJIOBBIX OTHOIIEHHUI 1 COMTPOBOKIAIOLIEN JOKYMEHTAIUH.

1.4. Mecmo oucuyunaunsl ¢ cmpykmype o0pazo6amenvHoll npoZPammol:
I[I/ICIII/IHJ'H/IHa <<anaBJIquecxa$[ AOKYMCHTAIUA» SABJIACTCA 2IEeKMUBHOU IJId U3y4YCHUA,
OTHOCUTCS K 8apuamueroti 4acTi nmporpammbl bioka 1 «/{ucruninnel (Moaynn)y.

2. TpeGoBaHusi K pe3yJibTaTaM OCBOCHHSA
Y4eOHOH TMCUMILINHBI

B pE3YyIbTAaTC U3YUCHUA NUCHUIIIINHBI «anaBnqueCKaﬂ AOKYMCHTAaIUA» 06yqafonmec;1
JOJDKHBI OBJIAACTH CICAYHOIIMMH 3HAHUAMH, YMCHHAMHW W HaBbIKaMH, COOTHCCCHHBIMU C
IJIAaHUPYCMBIMHU PE3YyJIbTaTAMU OCBOCHU A O6p330BaTCJ'IBHOI71 IMpOrpaMMmal:

dopmupyemble IlinanupyemMsble pe3y/ibTaThbl OCBOCHUS
KOMIIeTCeHIIUH Y4eOHO# JMCIUIIIHHbI
3HaTh ’ Ymerb ‘ Baagers
Ilpogheccuonanvnvie Komnemenyuu
Buo deamenvnocmu: opzanu3ayuonnHo-ynpasieH4ecKas u IKOHOMU4ecKas

[1K-12 — 3Hanue OCHOBBI paspabatrbIBaTh U HAaBBIKAMU COCTaBJICHUS U
OCHOB pa3pabOTKU U | pa3pabOTKH U BHEJIPSTH o opMIIEHUST OCHOBHBIX
BHEJIPEHNUS KaJIpOBOM | BHEIPEHMUS YIPaBIEHYECKYIO BHUJIOB YIIPABJIEHYECKUX
U YIIPaBJIEHYECKOM YIPaBIEHYECKON | IOKYMEHTAIHIO, JIOKYMEHTOB
JIOKyMEHTAllUH, JOKYMEHTAllMM, | UCIIOJIb30BaTh
ONTHUMH3ALNH OCHOBHBIC IIpaBUIIa
JOKYMEHTOO00pOTa U | HOpMaTHBHBIE COCTaBJICHUS U
CXeM IPaBOBBIC aKTl | O(hOPMIIEHUS
(GYHKINOHATBHBIX Y METOUYECKHE | KOHKPETHBIX BU/I0B
B3aMMOCBSA3€H MEXKIY | JOKYMEHTHI B JIOKyMEHTOB
10/Ipa3IeJICHUSIMH, o0nactu
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OCHOB Pa3pabOTKU U | TOKYMEHTHPOBaH
BHEIPEHUS NPOLEAYp | U
perynupoBaHUs yIIPaBICHYECKOM
TPYHAOBBIX JACATCIIbHOCTH,
OTHOUICHUH U OCHOBHBIE BH/IbI
COIPOBOXKIAIOIIEH U QYHKIIUN
JOKYMEHTALUH yIIPaBICHYECKOM
JOKYMCHTAIlUU,
npaBuiIa
odopMIICHHS
YIIPaBICHYECKUX
JIOKYMEHTOB

3. O0BbéM yueOHOH TUCHUTLINHBI

3aounas opma oOyuenust

BHIb1 yuebHoii paGoThi Pacnpenesienne yueGHoOro
BpeMeHHU
Konmaxmmnas paboma 10,25
AynuropHble 3aHATHS (BCETO): 10
Jlexyuu 4
IIpakmuyeckue 3ansimus 6
Jlabopamopnvie 3anamus
IIpomexyTouHas aTTecTanus 0,25
Kouncynomayus nepeo sxsamernom
Ox3amen
3auem 0,25
Koumponvnas paboma
Pyxoeoocmeo kypcosoii pabomoti
Camocmosamenvhnas paboma 97,75
Camocmosmenvras paboma 6 meyeHue cemecmpa 93,75
Iloozomoeka KoHmpoabHOU pabomol
Hanucanue xypcosoii pabomot
Iloozomoeka k npomedxncymouHol ammecmayuu 4
Bun Texymieit arrecraiuu Ilpakmuyeckue 3adanus
Oowas mpyooémkocmos OUCUUNIUHBL:
uacwl 108
3auémHule eOUHUYbL 3

N3yuenune pucHUIIIMHBL «YIpaBlIE€HYECKas JOKYMEHTalMs» HE IpeayCMaTpUBAcT
HOJArOTOBKY KypCOBOM paOOTHI.



4. Conep:kanue TeM y4eOHOMH THCHMIINHBI

HanmenoBanue TemMbl y4eOHOI
AMCUHMILINHBI

Conep:xaHnue TeMbl

HopmaTtusHbIe IIPaBOBBIC u
METOINYECKUE OCHOBBI
JOKYMEHTAllHOHHOTO obecneyeHus
YIIPABJICHUS

(TK-12)

[TousiTus «HOPMATUBHBIN MIPaBOBOM aKT»,
Krnaccudukanus u cucreMa HOPMAaTHBHBIX TPABOBBIX
akToB, CBOMCTBO IOPUINYECKON CHUIIBI HOPMATHUBHOTO
IIpaBoOBOro akTa, [IpaBoBoe perynupoBaHue pabOThI €
uH(popmanvelt, PermamenTanus aeaonpousBoJICTBA B
opraHax BJAaCTM M YyIpaBieHusd, MeToaudeckoe
obecrieueHue J1eJI0MPOU3BOJICTBA B TOCYIaPCTBEHHBIX
opraHu3anusax, lIpaBoBble OCHOBBI HCIIOJIB30BAHUS
OopUIMATBHBIX CUMBOJIOB B JOKyMEHTaxX, [IpaBoBbie
OCHOBBI CO3/IaHUSl JJIEKTPOHHBIX JIOKYMEHTOB U
paboTsl ¢ HUMH, [IpaBOBbIE OCHOBBI apXMBHOTO J€Ta,
[TpaBoBBIE OCHOBBI paOOTHI ¢ OOpAIIEHUSMH TPAKIAH,
[IpaBoBbie  OCHOBBHI ~ pabOTBI €  JIOKyMEHTaMU
COAEpXKaIlMMU TOCYJIapCTBEHHYIO TalHy, I[IpaBoBoe
peryJivpoBaHue paboThI c JIOKYMEHTaMHU,
coziepKaluMu CBEJICHUSA KOH(UACHIIUATIHLHOTO
xapakrepa, IIpaBoBblE OCHOBBI  HCIIOJIb30BAHUS
O(pUIMATBHBIX S3BIKOB B paboTe C JIOKYMEHTaMH,
Hanuonansubie CTaH/1apThl B obnactu
JIeJIONPOU3BOICTBA, HopmaTuBHBIE NpPaBOBBIE AKThI
PecnyOmuku  Komm B obmactu  pabGoTel ¢
JIOKYMEHTaMHU.

Knaccugpukanuss ~ 10oKyMeHTa,  Kak
00BbEKTa U MHCTPYMEHTA YIIPaBJICHUS
(TK-12)

Knaccudukanus  JOKYMEHTOB MO  Pa3IMYHBIM
KJ'IaCCI/I(bI/IKaIII/IOHHI)IM IIprU3HaKaM: 110 BUOY
oopMIIeHHS, TIO CpeAcTBaM (PHUKCAIUU, O CPOKaM
UCIIONIHEHUS, TI0 cojepxaHuto, 1o ¢opme (1Mo
YHU(PUIIUPOBAHHOCTH), MO MECTY COCTaBlieHUs (IO
«apeaiqy OOUTaHUS»), 10 TMPOUCXOXKICHHUIO, IO
MOAJTMHHOCTH, MO CTENEeHH TJIaCHOCTH, MO CHUCTeMaM
JOKYMEHTallud U BUJAM JOKYMEHTOB (110 MpPU3HAKY
HA3HA4YeHHs ), IO CUCTeMaM JOKyMeHTaluu (o cgepe
JESTEIbHOCTH). YHHU(PHUKAIUSA CUCTEM JOKYMEHTAIUH
W BUJIOB JOKYMEHTOB

[TpaBuiia MOArOTOBKH M OGOPMIICHUS

I'OCT P 7.0.97 — 2016. O6mme npaBuiia MOATOTOBKH

JIOKYMEHTOB u opopmieHuss TOKyMeHTOB. [IpaBuna odopmiieHus

(TTIK-12) OTJICJIBHBIX PEKBU3UTOB JOKYMEHTOB.

Cucrema opraHuzalnoHHO-TIpaBoBoM | HasnaueHue u 0COOEHHOCTH CUCTEMBI

JIOKyYMEHTAUU OpraHN3alMOHHO-TTPAaBOBOMN JOKYMEHTAIUN.

(IIK-12) OcoOeHHOCTH OTAENbHBIX BHJOB OpPraHU3AlMOHHO
MPAaBOBBIX JOKYMEHTOB: YCTaB, YUpEIUTEIbHBIN
norosop, [Tonoxxenune 06 opranuzanuu, [lonoxenue o
CTPYKTYPHOM TOApAa3/IeIeHUH, KOJUIErHaabHOM (MIIn
coBellaTesbHOM) opraHe, IlomoxxeHue o Buze
nesarenbHocTH, Permament, llltatHoe pacnucanue,
WNucrpyknus, JlomkHocTHas uHCTpykuus, [lopsanok,
IIpaBuna, Homenknarypa.

Cucrema pacniopsaautensHoi | HazHauenue U 0COOCHHOCTH CHCTEMBI
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JIOKYMEHTAITU! pactiopsiiuTenbHON  nokyMeHTanuu.  OcoOeHHOCTH

(TIK-12) OTJICTTHbHBIX BUJIOB PACIOPSIUTEIBHBIX JTOKYMCHTOB:
NpUKa3, pacropshKeHue, yKa3s, yKa3aHue,
MIOCTaHOBJICHUE, PEIICHHE.

Cucrema uHpopMannoHHo- | Haznauenue " 0COOEHHOCTH CUCTEMBI

CIIPABOYHOU JOKYMEHTAIUU WH(OPMAIIMOHHO-CIIPABOYHON JOKYMEHTAITUH.

(TIK-12) Oco0OEHHOCTH OTACNBHBIX BHUIOB HH(POPMAIIMOHHO-

CIIPAaBOYHBIX  JOKYMEHTOB: JIOKJIAJHAsl  3alKcKa,
cay)KeOHasi 3almucKa, OOBSCHUTEIbHAS  3aIlHCKa,
MpeAJIOKEHUE, TMPEACTABICHUE, 3asBIICHUE, BCE
Pa3HOBHJIHOCTH JICJIOBBIX IIMCEM, IIPOTOKOJ, akKT,
CIIpaBKa, 3aKJIIOYEHUE, OT3bIB, CBOJKA, CIIHCOK,

MepPEYCHb.
Cucrema miaHOBOW JOKYMEHTAIMU Ha3nauenne u 0COOCHHOCTH CHCTEMBI IUJIAHOBOM
(TIK-12) nokymeHTanuu. OcOOEHHOCTH OTAETbHBIX BHUIOB

IUTAHOBBIX JTOKYMEHTOB: IUIaH, IporpaMma, rpaguk,
KapTa, IPOEKT, ILIaH-IIPOrHO3.

Cucrtema OTYETHOM TIOKYMEHTAlUU Ha3nauenne M 0COOEHHOCTHM CHCTEMBI OTYETHOM
(TIK-12) nokymeHTanuu. OcoOEHHOCTH OTAETIbHBIX BHIOB
OTYETHBIX JIOKYMCHTOB: PA3HOBHJIHOCTH OTYETOB.
Cucrema y4yeTHOU JOKYMEHTAIlUU Haznauenne #u OCOOCHHOCTH CHCTEMBI y4YETHOU
(TIK-12) nokymeHTanui. OCOOEHHOCTH OTHENBHBIX BHUJIOB

YUYCTHBIX JOKYMCHTOB: KHHUIQA, KYpHaJI, I[aCHOPT,
KapTOo4Ka, BEAOMOCTb, OITMChH

CucremMa 10roBOpHOM JOKYMEHTALMH Ha3naueHne M 0COOEHHOCTH CHUCTEMBI JIOTOBOPHOM
(TIK-12) JokyMmeHTauu. OcoOeHHOCTH OTAEIbHBIX BHUJOB
JIOTOBOPHBIX JOKYMEHTOB: JIOTOBOPBI M KOHTPAKTBI
Ipa’kJaHCKO-TIPaBOBOTO M TPYAOBOI'O XapakTepa.

3aBUCUMOCTh OTHEIBHBIX | YTBEPKIaeMble JOKYMEHTBI, JOKYMEHTHI, 3aBEPSICMbIC
JIETIONIPOU3BOJICTBEHHBIX TPOLEAYpP OT | MeYaThbi0, HEPETUCTPUPYEMBIE TOKYMEHTHI.

BHJIa JOKYMEHTA
(TTIK-12)

5. YueOHO-MeTOoAUYeCKOe U HH(OpMAIIHOHHOE o0ecTieyeHre Y4eOHOH TUCIUTLTUHBI

5.1. Ocnosenaa numepamypa

1. ApacnanoBa, B.A. JlokymeHTanmoHHOE oOOecledeHne YIpaBieHUs: YdeO.-TpakxT.
nocoobue / B.A. ApacmanmoBa. — M.: J[wupexkr-Memma, 2013 // - URL:
http://biblioclub.ru/index.php?page=book&id=137706.

2. Ky3uenos, N.H. JlokymMeHTalIMOHHOE 0OCCIICUeHUE YITPABJICHUS H JICTIOPOU3BOJICTBO:
yuebHuk uia 6akanaspoB / M. H. Kysnenos. - M.: FOpaiit, 2013. - 576 c.

5.2. Jlonoanumenvnan numepamypa
1. T'punbepr, A.C. Jlokymentannonnoe obOecrnieuenue ympasienus / A.C. ['punbepr,
H.H. T'op6aués, O.A. Myxamermmmaa. — M.: FOuutu-/lana, 2015. — 391 c.: Tabmn., rpad., um.,

CXEMBI - Pexum JOCTYyTIA: 1o MHOIIINCKE. - URL:
http://biblioclub.ru/index.php?page=book&id=115031.
2. JlemoBoe mmcbmo / aBT.-cocT. WM.H. Ky3memoB. — 8-¢ wm3a., mepepab. — M.:

W3 natenbcko-Toprosas kopnopamus «/lamkos u K°», 2018. — 162 c¢. — Pexxum ngocryna: mo
noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=496193.




3. demun, KO.M. JlenonpousBoactBo. JJokymeHTaiimoHabii MeHeKMeHT / FO.M. JlemuH.
— M.; bepnun: {upexkr-Menua, 2014. — 205 c.: Tabxa., cxem. — Pexxum goctyna: 1mo moanucke. —
URL: http://biblioclub.ru/index.php?page=book&id=253657.

4. Kabamos, C.}O. [lenonpou3BoACTBO U apXUBHOE JIEJI0 B TEPMHUHAX U ONpeAeNeHUsX /
C.IO. Kab6amos, N.I'. AchanmusipoBa. — 3-e uz., crep. — M.: U3narenbctBo «@munTan, 2018, —
295 C. - Pexum JOCTyTa: 1o [IOJITHCKE. - URL:
http://biblioclub.ru/index.php?page=book&id=69168.

5. Kazanmera, I'.B. JIuunbie mOKyMeHTHI: TpeOOBaHHS K O(GOPMIICHHUIO U 0OOpa3Ilbl
nokymentoB / I'.B. Kazanuesa. — 6-e¢ u3z., crepeorun. — M.: U3natensctBo «@nunTan, 2017. —
40 C. - Pexum JOCTYyTIA: o IIOAITHCKE. - URL:
http://biblioclub.ru/index.php?page=book&id=103531.

6. Kosuna, E.C. JlenonpousBoacteo / E.C. Ko3una. — M.: lupexr-Menaua, 2013. — 27 ¢. —
Pexxum nocryna: mo moamnucke. — URL: http://biblioclub.ru/index.php?page=book&id=141469.

7. MuxaitnoB, FO.M. Kak mpaBmibHO U OBICTpO pa3paboTaTh JAOKYMEHTAIIHIO
npennpustast / FO.M. Muxaitnos. — M.; bepmun: dupexkr-Meana, 2014. — 232 c.: uin. — Pexxum
nocryma: o nmoanucke. — URL: http://biblioclub.ru/index.php?page=book&id=253689.

8. Poroxwun, M.IO. JlenonpousBoactBo: kypc Jyeknuii / M.IO. Poroxun. — M.; bepiun:
Hupexkr-Meauna, 2014. — 229 c.: wun. — Pexum pocryma: no mnoxamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=253702.

9. Poroxun, M.1O. JlokymeHnranmonHoe obecnieuenue ynpasienus / M.IO. Poroxun. —
M.; bepimun: Hupekr-Menma, 2014. — 398 c.: wi. — Pexxum pocryna: mo moamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=253705.

10. Cronspos, KO.H. Hdokymenromorus / FO.H. CromsipoB; MHUHHUCTEPCTBO KYIBTYPHI
Poccuiickoit ®enepaunu, DenepanbHoe TrocynapcTBEHHOE 0OpPa30BaTEIbHOE YUpEXkKACHUE
BBICILIETO MPOQECCHOHANBHOIO 00pa3oBaHus «OpIOBCKUNA TOCYJapCTBEHHBIM HHCTUTYT
UCKYCCTB U KyIbTypbD». — Opein: ['opuzont, 2013. — 370 c.: mi. — PexxuM noctyna: no noanucke.
— URL: http://biblioclub.ru/index.php?page=book&id=276208.

11. SukoBuu, HI.A. JlenonpousBojactBo B KaapoBoi ciyx6e / II.A. SIHkoBuu. — M.:
Onuutu-slana, 2015. - 161 c. — Pexum goctyma: mno mnogmucke. — URL:
http://biblioclub.ru/index.php?page=book&id=119021.

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-nipaBoBas cucteMa «Koncynprant [Tmrocy.

2. CnpaBouHO-TpaBoBasi cucrema «l apanty.

3. DIeKTpOHHO-OMONIMOTeYHasT CUCTeMa «YHHBEPCHTETCKash OMOMMOTEKa OHJIANHY
(wwwe.biblioclub.ru).

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

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

5.5. Pecypcol ungpopmayuonno-meneKoMmynuxayuonnou cemu «Mumepuemy:
1. Caiit Becepoccuiickoro Hay4HO-MCCIEA0BATEIbCKOTO MHCTUTYTA IOKYMEHTOBEICHUS U
apxXuBHOTO Jena http://www.vniidad.ru/

5.6. Hopmamuenbsle npasosvle akmol U MemooudecKue 00OKymMeHmol:
1. Tpynooit kogekc Poccuiickoit @eaepanmu ot 30.12.2001 Ne 197-D3;


http://biblioclub.ru/index.php?page=book&id=119021
about:blank
about:blank
http://www.vniidad.ru/

2.  TD'paxnanckuii kogekc Poccuiickoit @enepanun (dacts nepsas) oT 30.11.1994 Ne
51-d3;

3. I'paxmanckuii kogexc Poccuiickoit @enepanuu (qacte BTopas) ot 26.01.1996 Ne
14-D3;

4.  @enepanbHbI KOHCTUTYLIMOHHBIN 3aK0H OT 25.12.2000 Ne 2-®K3 «O
I'ocynapcrBerHom repoe Poccuiickoit deneparumny;,

5.  ®@epepanbubiii  3akoH ot 27.07.2006 Ne 149-®3 «OO6 wuHpopmanuu,
MH(OPMALIMOHHBIX TEXHOJOTHIX U O 3aluTe UHPOpMALIUNY;

6.  ®enepanbhsii 3akoH 0T 06.04.2011 Ne 63-D3 «O0 37EKTPOHHOM MOIIHCHY;

7. ®enepanbubiii 3ak0H oT 22.10. 2004 Ne 125-03 «O6 apxuBHOM nene B Poccutickoi
Denepauuny;

8.  ®enepanbubiii 3akoH oT 02.05.2006 No 59-03 «O mopsake paccCMOTPECHHS
oOparenuit rpaxxaan Poccuiickoit @eaepannny;

9.  ®epepanbubiii 3akoH oT 27.07.2006 Ne 152-®3 (pen. ot 31.12.2017) «O
MEPCOHATBHBIX JaHHBIX);

10. ®epepanbhbiii 3akoH oT 29.07.2004 Ne 98-®3 (pen. or 18.04.2018) «O
KOMMEPYECKOU TaillHEe»;

11. ®enepanbubiii 3akoH oT 01.06.2005 Ne 53-®3 «O roCyIapCTBEHHOM SI3bIKE
Poccuiickoit @enepanuny;

12. 3akon P® or 25.10.1991 Ne 1807-1 «O s3pikax HaponoB Poccuiickoii
denepaununy;

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

14. Tlocranosnenue IlpaButensctBa PD ot 15.06. 2009 Ne 477 «OO6 yTBep>KAECHUU
[TpaBun nenmonpon3BoCTBa B peiepaabHBIX OpraHaX NCIIOTHUTEIBHON BIACTH,

15. Metoauueckre peKOMEHIAIMH 10 pa3paboTKe UHCTPYKLIUN MO JAeTONPOU3BOACTBY
B (penmepanbHBIX OpraHax UCIONHUTENbHOU BacTh yTB. [Ipuka3zom PocapxuBa ot 23.12.2009 Ne
76;

16. TIIpumkaz PocapxuBa ot 11.04.2018 Ne 44 «OO6 yrBepxkaenun IIpumepHOit
WHCTPYKIIMU TIO JIEIOMPON3BOACTBY B TOCYIAPCTBEHHBIX OPTraHU3AIUIKY,;

17. Tlocranosnenue IIpaBurennsctBa Poccmiickoit ®enepammu ot 27.12.1995 Ne 1268
«O0 ynopsiOueHUU H3TOTOBIEHUS, WCIONB30BAaHUS, XPAHEHUS M YHUUYTOXKEHUS TedyaTedl u
0;1aHKOB ¢ BocnpousBeaeHueM ['ocyaapcrBernHoro repda Poccuiickoit denepanuny,

18. TIlocranoBnenue IIpaBurensctBa P ot 22.09.2009 Ne 754 (pen. ot 17.10.2017)
«O06  yrBepxkneHnn llojokeHHs O  CHCTEME  MEKBEJIOMCTBEHHOTO  DIIEKTPOHHOTO
JIOKYMEHTO000pOTa»;

19. TIlpuka3z MunkyneTypsl Poccum ot 25.08.2010 Ne 558 (pen. ot 16.02.2016) «O6
yTBepxkaAcHUH [lepedHs THUIMOBBIX YIPABICHUYECKUX APXUBHBIX JOKYMEHTOB, 00Opa3yroOIIMXCS B
nporiecce JeATENIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIpAaBJICHUS U
OpTraHM3aIHii, ¢ yKa3aHUEM CPOKOB XPaHCHHSIY,

20. IIpwukaz MusKyasTYpBl Poccuu ot 31.03.2015 Ne 526 «O0 yTBepkJIeHUU MPaBUI
OpraHM3aIMy XpaHEHUS, KOMIUIEKTOBAaHHUS, Y4e€Ta U WCIOIHb30BAHMS JOKYMEHTOB APXHUBHOTO
donna Poccuiickoit denepannu U Ipyrux apXUBHBIX TOKYMEHTOB B OpraHax rocyAapCTBEHHOU
BJIACTH, OPTaHAX MECTHOTO CaMOYIPABIECHUS U OPTaHU3ALIUAX »;

21. VYxka3 Ilpesupgenra P® ot 30.11.1995 Ne 1203 (pex. ot 03.09.2018) «OO6
yrBepxkacHuH [lepedns cBeJeHM, OTHECEHHBIX K TOCYapCTBEHHOM TaltHe;

22. Tlocranosnenue [IpaButenbctBa PO ot 06.02.2010 Ne 63 (pen. ot 29.12.2016) «O6
yTBep:kaeHUU VHCTpyKIMHU O NOpsAAKE JOIyCKa JOJDKHOCTHBIX JIMII M rpaxkaaH Poccuiickoin
®denepaliyl K rOCy1IapCTBEHHON TaliHEY;

23. Tlocranonenue I[IpaButensctBa PO ot 23.07.2005 Ne 443 (pen. ot 18.03.2016)
«O06 yrBepxaeHun [IpaBun pa3pabOTKH TEpPEeUHsI CBEICHHM, OTHECEHHBIX K TOCYIapCTBEHHOMN
TaiiHey;



24. Tlocranonenue I[IpaButensctBa PO ot 04.09.1995 Ne 870 (pen. ot 18.03.2016)
«O0 ytBepxkaenuu I[lpaBui oTHeceHUs! CBEJEHH, COCTaBISIIOIIMX TOCYIapCTBEHHYIO TalHy, K
Pa3JIMYHBIM CTETICHAM CEKPETHOCTH;

25. TlocranoBnenue IlpaButensctBa PD ot 01.11.2012 No 1119 «O6 yTBepxkacHUN
TpeOOBaHUI K 3alUTe NEPCOHANBHBIX JaHHBIX MpPU HMX 00paboTKe B HH(GOPMAIIMOHHBIX
CUCTEMaxX MEPCOHAIBHBIX JaHHBIX);

26. IlocranoBnenue IlpaBurenscrBa P® ot 15.09.2008 Ne 687 «OO6 yrBepkaeHUH
[Tonoxenuss 00 OCOOCHHOCTSIX OOPaOOTKM IMEPCOHAIBHBIX JIaHHBIX, OCYIIECTBISIEMON Oe3
UCTIOJIb30BAaHUS CPEJICTB aBTOMATU3ALIUNY;

27. Tlocranosnenue IIpaButenpctBa PD ot 03.11.1994 Ne 1233 (pen. ot 18.03.2016)
«O6 yrBepxkaeHun IlomokeHus o mopsake oOpamieHus co chayxeOHol wuHbopmanmen
OTPAaHUYEHHOT0 pacHpoCTpaHeHUs: B (¢eAepalbHbBIX OpraHax HCIOJHUTEIBHON BIACTH,
YIIOJITHOMOYEHHOM OpraHe YIpPaBJICHHs MCIOJIb30BAHHEM aTOMHOM YHEPTUHU U YIIOJIHOMOYEHHOM
Oprase 1o KOCMUYECKOH JIeATEIbHOCTIY;

28. TOCT P 7.0.8-2013. Hanmonanbubiit crangapt Poccuiickoit denepanuu. Cucrema
CTaHAapToOB Mo uH(opManuu, OUOIMOTEUHOMY M M3JaTeNbCKOMY Nely. Jlernonpous3BoJICTBO U
apxuBHoe zeno. Tepmunsl u onpenenenus (yrB. Ilpuxazom Poccranpapra ot 17.10.2013 Ne
1185-cr);

29. TOCT P 7.0.97-2016. Cucrema cranmapToB 1o uHpopmanuu, OUOIMOTEUHOMY U
u3zaTenbckoMy neny. OpraHu3zalMOHHO-paclopsiAuTeIbHas JOKyMeHTauus. TpeOoBaHHS K
odopmiieHnto ToKyMeHTOB (yTB. [Ipuka3zom Poccrarmapra ot 08.12.2016 Ne 2004-cr);

30. 3akon Pecny6muku Komu ot 06.06.1994 Ne XI1-20/1 «O I'ocynapctBeHHOM repbe
Pecrryomuku Komuy;

31. TlocranoBnenue IIpaButenscrBa Pecnyosnnku Komu ot 11 ¢espans 2015 roga Ne
58 «OO0 yTBep)KJIE€HUU THUIIOBOW MHCTPYKIMHM IO JIEJIONPOU3BOJCTBY B OpraHax B CHUCTEME
UCTIOJIHUTENbHOU BiacTu PecriyOnuku Komuy;

32. TlocranoBnenue IlpaBurtensctBa Pecmybmuku Komu ot 20.09.2011 Ne 396 «O6
OpraHu3allMi MEXBEJIOMCTBEHHOW CHUCTEMbI 3JIEKTPOHHOI'O JOKYMEHTOOOOpOTa» (BMecTe ¢
[MonoxeHreM 0 MEKBEJOMCTBEHHON CUCTEME IEKTPOHHOTO JOKYMEHTO000pOTa).

6. CpencrBa odecriedeHHsi 0CBOEHUS
y4eOHOH TUCHHMIIIMHBI

B yueOHOM mpouecce Mpu peanu3aluyd y4eOHOW JUMCHUIUIMHBI «YIpaBieHYecKas
JOKYMEHTAIUs» UCTIONB3YIOTCS CIELYIOIUE PECYPCHI:

Ilepeuens npozpammmnozo obecnevenus u UHGHOPMayUOHHBIX
CHPABOUHBIX CUCHEM

Hngpopmayuonnvie
MexHOo102UU

OducHbIif TakeT 11

Microsoft Office Professional

paboTHI ¢ LibreOffice

JOKYMEHTaMHU

NudopmannonHo- CnpasouHo-nipaBoBas cucrema "KoncynpsranT [ nroc"
crpaBOYHbIC CUCTEMBI | CripaBo4YHO-TIIpaBoBas cucrema "['apant”

ONEeKTPOHHO- OBbC «YHuBepcuteTckast OMOIMOTeKa OHJIANH
OnOIMOTEYHbIE Hayunas snekrponnast udanorexa (Www.e-library.ru)
CHCTEMBI HanmonaneHas snexTponHast oubnuoreka (https://H36.pd)

DJIEKTPOHHAS 1MOYTa

DJeKTpoHHAs 1mouTa B jomMeHe Krags.ru

CpenctBa miis
OpTaHu3aIH
BEOMHAPOB,

TEJIEMOCTOB U

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



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

| KoHpepenmwit |

ConpoBokJIeHHE OCBOCHHUS JUCLUUIUIMHBI 00YYarOIIUMCs BO3MOXKHO C HCIOJB30BaHUEM
3JIEKTpOHHOU HH(pOpManmoHHo-00pazoBatenbHO cpeapl 'OY BO KPAI'CuY, B ToM umcie
obpasoBatenbHOro opTaia Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepunaibHO-TeXHH4YeCKOe o0ecrieyeHue
0CBOEHN S Y4eOHOM M CIUTINHbBI

[Ipu mpoBeneHNN yueOHBIX 3aHATHIA MO AUCHUIUIMHE «YIpaBICHYECKas! TOKYMEHTALIUS»
3azelicTBOBaHa MarepuanbHo-TexHudeckas 6asza 'OY BO KPAI'CuY, B cocTaB KOTOpOW BXOAAT
CIIEIyIOIIUE CPECTBAa U PECYpPChl [UIsl OpraHU3alliid CaAMOCTOATEIbHOW U COBMECTHOW pabOThI
00y4aromuxcst ¢ MpenoaBaTeIeM:

— CHelUallbHble TOMENICHUs NS pealu3aliyd JaHHOW TUCIUIUIMHBL TMPEACTaBISIOT
coOoi ydeOHBIE ayaUTOPHH JJIsl TPOBEACHUS 3aHATHUH JIGKIMOHHOTO THIA, 3aHITHUN
CEMHUHApPCKOT0 THIIA, TPYNIOBBIX W HHAWBUIYaTbHBIX KOHCYIbTAI[Mi, TEKYIIErOo KOHTPOIS H
IPOMEKYTOUYHOW AaTTEeCTAllMM, a TakKXKe I[MOMEMICHUS JJIsi CaMOCTOATENbHON paboThl U
MOMEIIEHUS NIl XpPaHEHUS U MPOQPHIAKTUYECKOTO OOCITYKHMBAaHUA y4eOHOro 00OpyHOBaHUS.
CrienaabHbIC TIOMEIICHHSI YKOMIUICKTOBAHBI CIICIIUATH3UPOBAHHON MEOCIBI0O U TEXHUICCKUMU
cpeacTBaMu OOydeHHUs, CIYXKAallMMU JUIs TpeAcTaBlieHus ydeOHoi wuHpopmanuu OOoNbIION
ayJIUTOPHUH.

Jlns  mpoBelneHUss — 3aHATMH  JIGKIMOHHOTO  TWUIMA  MOpeajaralTcs  HaOopbl
JIEMOHCTPAIIMOHHOTO O0OpYAOBaHUS U Y4EOHO-HATJSIHBIX IMOCOOM, OOecrneynBaroIne
TEMaTHUYECKHUE WILTIOCTPAIIHH;

— TIOMEIIEHHUE TSI CaMOCTOSITETIbHON pabOThl 00yYarOMMXCsl OCHAIIEHO KOMIIBIOTEPHON
TEXHUKOW C BO3MOXKHOCTHIO MOAKIIOUEHHUs K ceTH «MHTepHeT» M obecrmeueHueM JOoCTyma B
AIIEKTPOHHYIO HHPOPMALIMOHHO-00pa30BaTENBHYIO Cpely OpraHu3allny;

— KOMIIBIOTEPHBIE KIJIACChI, OCHAIIIEHHBIE COBPEMEHHBIMU MEPCOHATBHBIMU KOMIIBIOTEPAMH,
paboTaromMMU  TOJ]  yNPABJICHHEM  OMEpPallMOHHBIX  cucteM  Microsoft ~ Windows,
00BEIMHEHHBIMH B JIOKAIBHYIO CETh M UMEIOIIMMU BbIX0J B UHTEpHET;

— Oubnmoteka  AKaJeMUHW, KHIDKHBIM  (OHA  KOTOPOH  COAEpPNKHUT  HAy4dHO-
HCCIIEIOBATENBCKYIO JTUTEPATyPy, HAyUHBIE KYPHAIBI U TPYAbl HAYYHBIX KOH(EPEHIINI, a TaKKe
YUTATbHBIN 347,

— cepBepHOE 000pyI0BaHUE, BKIIFOYAIOIIEE, B TOM YHCIIE, HECKOJIBKO cepBepoB cepun IBM
System X, a Takke BUPTyaJdbHBIE CE€pBepa, palOoTaronIue TOJ YIMpaBIECHHUEM OTEPAIIMOHHBIX
cucteM Calculate Linux, Bkmtouennoit B Peectp Poccuiickoro 10, u Microsoft Windows Server
U CITY’)KalllAMU JUTSL pa3MEIICHUsT Pa3IMdHbIX CEPBUCOB U CIYXKO, B TOM YHCIIE 11 0O0ecreueHus
pabdote CYBJ] MySQL u MS SQL Server;

— CeTeBOe KOMMYTAIlMOHHOE 00O0pyJoBaHuE, o0OecreuynBaromee paboTy JIOKaJbHOW CeTH,
IpeocTaBlieHHe 1ocTyna K ceTu Internet ¢ obmieil ckopocThio moakimtouenus 10 Mout/cek, a
Takke paboty 6ecrpoBogHOro cerMenTta cet Wi-Fi B moMeneHusx AkaieMuu;

— UHTEepaKTUBHbIE UHPOpPMaIMOHHBIE KHOCKU «HpOY;

— MPOTpaMMHBIE U allapaTHBIE CPEJCTBA IS IPOBEICHUS BHICOKOH(EPEHIICBSI3H.

Kpome Ttoro, B oOpa3oBaTelbHOM TMpolecce OO0y4YarOUMMUCS IIUPOKO HCIOJIBb3YIOTCS
CJIEIYIOIINE AJIEKTPOHHBIE PECYPCHI:

— cuctema Internet (ckopocTh moAKIIOYeHUS — 5 MOUT/CEK);
— cait www.krags.ru;
— ©OecnpoBoanas cetb Wi-Fi (B OTKpBITOM 1OCTYyTIE).
KonkpeTHple  moMmemieHuss JUisl  OpraHM3aluu  OOy4eHHs 1O  JUCHUIUIHHE
10


https://moodle.krags.ru/

«YmpaBieHueckas JOKyMEHTalus» mpencraBieHsl B CHpaBke O MaTepHAIbHO-TEXHUYECKOM
obecrieueHnn 0Opa3oBaTEIBLHOM TpOrpaMMbl MO  HampaBieHutro noarotoBku  38.03.03
YmpasieHnue nepcoHanoM, ChOpMUPOBAHHON B COOTBETCTBUU C PACTIHCAHUEM yUEOHBIX 3aHATHUI
Y TIPOMEKYTOUHOM aTTecTanuu 1 nacnopramu kabunetos ['OY BO KPAI'CuV.
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