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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

OuHnas popMma 00yueHus:

Buabi yueOHol padoThl

Pacnpenesienue yueOHOro

BpeMeHU
Konumaxkmmnas paboma 36,25
AynutopHble 3aHATHS (BCETO): 36
Jlexyuu 18
Ilpaxmuueckue 3anamus 18
Jlabopamopnule 3ansmus
[TpomesxyTouHas aTTecTanus 0,25
Koncynemayus nepeo sxzamenom
Ox3zamen
3auem 0,25
Konmponvnasn paboma
Pyxosodcmeo kypcosoii pabomoii
Camocmoamenvnas paboma 71,75
Camocmosmenvras paboma 8 meyeHue cemecmpa 67,75
Iloozomoska koHmponbHOU pabomul
Hanucanue xkypcosoti pabomoi
Tloocomogka Kk npomesrcymouHol ammecmayuu 4

Bup Texymei arrectanun

IIpakmuueckue 3a0anus

Oowaa mpyooémkocmep OUCUUNIUHBL:

qacwol

108

3ayémuvie eOUHUYbL




3aounas popma oOyueHnust

Brub1 yueBHoii paGoThi Pacnpenesienue yueOHOro
BpeMeHHU
Konumaxkmmuas paboma 10,25
AynutopHble 3aHATHS (BCETO): 10
Jlexyuu 4
IIpaxmuueckue 3anamus 6
Jlabopamopnvie 3anamus
[TpomesxyTouHas arTecTanus 0,25
Kouncynomayus nepeo sxsamenom
IKzamen
3auem 0,25
Koumponvnas paboma
Pyxosoocmeo kypcosoii pabomoii
Camocmosamenvnas paboma 97,75
Camocmosmenvhas paboma 6 meyeHue cemecmpa 93,75
Tloocomoska kKoHmMpoaLHOU pabomoi
Hanucanue xypcoeoti pabomuwi
Iloocomoeka Kk npomesicymouHol ammecmayuu 4
Bup Texyien arrecranuu Ipaxmuueckue 3a0anus
Oowaa mpyooémkocmep OUCYUNIAUHDBL:
yacwl 108
3auémmuole eOUHUYbl 3

N3ydyeHue AUCHMILIMHBI
HOJTrOTOBKY KYpCOBOM paOOTHI.

«anaBnqueCKas{ JOKYMCHTAaIUA»

HE MpeayCMaTpUBAET

4. Copnep:xkanue TeM yueOHOMH TUCHMILINHBI

HanmenoBanue TemMbl y4eOHOI
JUCHUIIIMHBI

Conep:xxanue TeMbl

HOpMaTI/IBHBIC ITPaBOBBIC u
METOJHUYCCKHE OCHOBBI
JOKYMCHTAITUOHHOT' O obecneueHUs

yIpaBJICHUS
(TIK-12)

ITonsTus «HOPMaTUBHBIN [IpaBOBOM aKkT,
Knaccudukanusa u cucreMa HOPMAaTUBHBIX IPABOBBIX
akToB, CBOMCTBO FOPUINYECKON CHUJIBI HOPMAaTUBHOIO
paBoOBOro akTa, [IpaBoBoe perynupoBaHue pabOTHI ¢
uHpopmanuel, PernamenTanus aenonpou3BoACTBa B
opraHax BJAacTH M yIpaBieHus, MeTroaudeckoe
o0ecrieyeHne JeNONPOU3BOJICTBA B TOCYAAPCTBEHHBIX
opranuzanusax, lIpaBoBble OCHOBBI HCIOJIb30BAHUS
ouIMaNbHBIX CHMBOJIOB B JOKyMeHTaX, I[IpaBoBble
OCHOBBI CO3/IaHMSI JJEKTPOHHBIX JOKYMEHTOB U
pabotbl ¢ HUMH, [IpaBoBBIE OCHOBBI apPXMBHOTO J€Na,
[TpaBoBBIE OCHOBBI PAaOOTHI ¢ OOPAIICHUSIMHU TPAXK/IAH,
[IpaBoBble ~ OCHOBBI ~ PabOTBI €  JOKYMEHTaMHU
COZIEpKaIllMMU TOCYIapCTBEHHYIO TailHy, [IpaBoBoe
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perynupoBaHue paboTHI c JOKYMEHTaMH,
CONCpXAIIUMH  CBEIEHUS  KOH(HUICHIHAIHLHOTO
xapakrepa, [IpaBoBblE OCHOBBI  HCIIOJIH30BAHUS
oUIMANBHBIX S3BIKOB B paboTe C JOKYMEHTaMH,
Hanunonansnsie CTaH/1apThI B obmactu
JIeNIOTIPOU3BO/ICTBa, HopMaTHBHBIE IPAaBOBBIE aKThI

Pecniyoomkn  Komum B obmactu  paboTel €
JIOKyMEHTaMH.
Knaccupukamuss ~ mokymenta,  kak | Kmaccudukanus — TOKyMEHTOB  TIO  pas3iIMYHBIM
00BEKTa M HHCTPYMEHTA YIIPaBJICHUS KJIACCU(UKANMOHHBIM  MPU3HAKAM: o  BUIY

(TK-12)

opopmIiIeHHS, MO CpeACcTBaM (PHUKCAIUU, MO CPOKaM
UCTIOJIHEHUS, 10 CcojAepkaHuio, 1o ¢opme (1o
YHU(PUIIUPOBAHHOCTH), MO MECTY COCTaBlieHUs (IO
«apeally OOUTaHHs»), @O TPOUCXOXKICHHUIO, IO
MOAJTMHHOCTH, MO CTENEeHH TJIaCHOCTH, MO CHUCTeMaM
JOKYMEHTAllMd W BHJAM JOKYMEHTOB (IO MpPHU3HAKY
HA3HA4YeHHs ), IO CUCTeMaM JOKyMeHTaluu (mo cdepe
NESITeTbHOCTH). YHUDHUKAIMS CUCTEM JTOKyMEHTAIUU
Y BUJIOB JOKYMEHTOB

[IpaBuna TOATOTOBKH M O(QOPMIICHHS
JIOKYMEHTOB
(TTIK-12)

I'OCT P 7.0.97 — 2016. O6mue npaBuiia mOATOTOBKU
u odopmiieHus: TOKyMeHTOB. [IpaBumiia odopmiieHus
OTJICIIbHBIX PEKBU3UTOB JOKYMEHTOB.

CI/ICTCMa OpFaHHSaHHOHHO-HpaBOBOﬁ
I[OKYMGHTaHI/II/I
(TK-12)

Ha3nauenue u 0COOEHHOCTH CHUCTEMBI
OpraHM3alMOHHO-TIPAaBOBOMN JOKYMEHTALUN.
OcoOeHHOCTH OTAENbHBIX BHMJOB OpPraHU3ALMOHHO
MPAaBOBBIX JOKYMEHTOB: YCTaB, YUpEIUTEIbHBIN
norosop, [Tonoxxenune 06 opranuzanuu, [lonoxenue o
CTPYKTYPHOM TOAPAa3/I€ICHUH, KOJUJIETMaJbHOM (MK
coBellatenbHOM) opraHe, IlomoxkeHue o BHIE
nedarenbHocTH, Permament, IlltatHoe pacnucanue,
WNuctpykuus, JlomkHocTHas uHCTpykuus, [lopsanok,
IIpaBuna, Homenknarypa.

Cucrema
JIOKYMEHTAITU!
(TIK-12)

pacropsIuTeIbHON

Haznauenue u 0COOEHHOCTH CUCTEMBI
pactiopsiiuTenbHON  tokyMeHTanuu.  OcoOeHHOCTH
OTJICTIbHBIX BUJIOB PACIOPAIUTENBHBIX JTOKYMEHTOB:
MIPHKa3, pacropshKeHue, yKa3s, yKa3aHue,
MOCTAHOBJICHHE, PEIIICHUE.

Cucrema UH(GOPMaIMOHHO-
CIIPaBOYHON JOKYMEHTAluu
(TIK-12)

Ha3nauenwue " 0COOEHHOCTH CHUCTEMBI
MH(POPMALIOHHO-CITPABOYHOM JOKYMEHTAIIH.
Oco0eHHOCTH OTHENbHBIX BHUJOB HH(DOPMAIIMOHHO-
CIPAaBOYHBIX  JIOKYMEHTOB: JOKIAJHAs  3allKcKa,
cay)KeOHasi 3ammucKa, OOBSCHUTENTbHAS  3aIHCKa,
Npe/UIOKEHNe, MpPEeJCTaBICHUEe, 3asBICHUE, BCE
Pa3sHOBHUIHOCTH JICJOBBIX ITHUCEM, IPOTOKOJ, aKT,
CIpaBKa, 3aKJIIOYEHHE, OT3bIB, CBOJKA, CIHCOK,
TIePEYCHb.

Cucrema miaHOBOM JOKYMEHTAIUU

(TK-12)

Hasnauenne u 0COOEHHOCTHM CHCTEMBI ILIAHOBOM
nokymeHTanuu. OCOOEHHOCTH OTACIBbHBIX BHJIOB
TUTAHOBBIX JIOKYMEHTOB: IUIaH, MporpaMma, rpaduk,
KapTa, IPOEKT, IJIaH-TTPOTHO3.

Cucrema OTYETHOM TOKYMEHTalUU

(TK-12)

HasHauenue U OCOOEHHOCTH CHUCTEMBI OTUYETHOM
nokymeHTanuu. OCOOEHHOCTH OTACIBHBIX  BHJIOB
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OTYCTHBIX JOKYMCHTOB: Pa3HOBHUJHOCTHU OTYCTOB.

Cucrema y4eTHOM TIOKyMEHTalUU HasnaueHne ¥ OCOOCHHOCTH CHCTEMBI y4YETHOM
(TIK-12) nokymeHTanuu. OCOOEHHOCTH OTACIBHBIX BHJIOB
VUETHBIX JIOKYMEHTOB: KHHUTA, JKypHajl, WacmlopT,
KapTO4YKa, BEJJOMOCTb, OTTUCH

CucreMa JIOrOBOPHOH JOKYMEHTAIHH HasnaueHne u OCOOCHHOCTH CHCTEMBI JOTOBOPHOM
(TIK-12) nokymeHTanuu. OCOOEHHOCTH OTACIBHBIX BHJIOB
JIOTOBOPHBIX JOKYMEHTOB: JIOTOBOPHI M KOHTPAKTHI
IPaX<IaHCKO-TIPABOBOI'0 M TPYIOBOTO XapakTepa.

3aBUCUMOCTh OTZEIBHBIX | YTBEPKIaeMbl€ JOKYMEHTBI, JOKYMEHTHI, 3aBEPSICMbIC
JIEIONPOU3BOICTBEHHBIX MPOLEAYP OT | [E€YaTbI0, HEPETUCTPUPYEMBIE TOKYMEHTEI.

BHJIa JOKYMEHTA
(IIK-12)

5. Y4eOHo-MeToan4Yeckoe U HH(POPMALMOHHOE 00ecieuyeHrue Y4eOHOH M CHMILIHHBI

5.1. Ocnosnasa numepamypa

1. ApacnanoBa, B.A. JIoKyMEHTallMOHHOE OOCCIICUCHUE YIPABJICHHS: Y4eO.-PaKT.
nocoobue / B.A. ApacmanoBa. — M.: J[lupekr-Memua, 2013 / - URL:
http://biblioclub.ru/index.php?page=book&id=137706.

2. Ky3uenos, U.H. JlokymeHTallMOHHOE OOECTIeYeHUE YIIPaBICHUS U I€JIONPOU3BOICTBO:
yuebnuk i 6akanaspos / U. H. Kysuenos. - M.: FOpaiit, 2013. - 576 c.

5.2. lononnumenvnas numepamypa
1. T'punbepr, A.C. lokymeHTannoHHoe obOecrieuenue ynpasieHus / A.C. I'punOepr,
H.H. T'op6aués, O.A. Myxamermmna. — M.: KOnutu-lana, 2015. — 391 c.: Tabmn., rpad., un.,

CXEMBI — Pexum JOCTYyTIA: o MOJIHCKE. — URL:
http://biblioclub.ru/index.php?page=book&id=115031.
2. Jlenooe mucemo / aBt.-coct. M.H. Ky3nemoB. — 8- wu3g., mepepab. — M.:

N3narenscko-ToproBas koproparust «/lamkoB u K°», 2018. — 162 c¢. — Pexum goctymna: mo
noanucke. — URL: http://biblioclub.ru/index.php?page=book&id=496193.

3. demun, KO.M. JlenonponsBoactBo. JJokymeHTanmonabii MeHeKMEHT / FO.M. JlemuH.
— M.; bepnun: dupexkr-Meaua, 2014. — 205 c.: Tabin., cxeMm. — Pexxum 10ocTyma: mo moamnucke. —
URL.: http://biblioclub.ru/index.php?page=book&id=253657.

4. Kabamos, C.}O. [lenonpou3BoACTBO U apXHUBHOE 10 B TEPMHUHAX U OMpEACIECHUsIX /
C.IO. KabGamog, N.I'. Achanmuspoa. — 3-e u3., crep. — M.: UznarenbctBo «®mmHTan, 2018, —
295 c. — Pexum JoCTyna: o MOJTKCKE. — URL:
http://biblioclub.ru/index.php?page=book&id=69168.

5. Kazannena, I'.B. Jluunele AokyMeHTHI: TpeOoBaHUS K OGOPMIICHHIO M OOpa3ilbl
nokymenToB / I'.B. Kazannesa. — 6-¢ usg., crepeotun. — M.: M3nparensctBo «®uHTaY, 2017, —
40 c. — Pexxum JOCTYyTa: o MOJIMHCKE. — URL:
http://biblioclub.ru/index.php?page=book&id=103531.

6. Kosuna, E.C. [lenonpoussoactso / E.C. Ko3una. — M.: [lupekr-Meaua, 2013. — 27 c. —
Pesxum noctyna: mo moamucke. — URL: http://biblioclub.ru/index.php?page=book&id=141469.

7. MuxaitnoB, FO.M. Kak mpaBmibHO U OBICTpO pa3paboTaTh JAOKYMEHTAIIHIO
npeanpustas / FO.M. Muxaiinos. — M.; bepmun: {upexr-Menua, 2014. — 232 c.: wi. — Pexxum
nocryna: o noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=253689.

8. Poroxxun, M.IO. [lenonpousBonctBo: kypc nekiuii / M.FO. Poroxun. — M.; bepnun:
Hupext-Menua, 2014. — 229 c.. un. — Pexum pgocryna: no mnoamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=253702.




9. Poroxun, M.IO. [lokymenTarmonnoe obecrneuenue ympasienus / M.JO. Poroxun. —
M.; bepmun: Hupekr-Menua, 2014. — 398 c.: wi. — Pexum gocryna: mo nmoamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=253705.

10. Cromspos, FO.H. Hoxymentomorust / FO.H. CronsipoB; MUHHUCTEPCTBO KYJIBTYPBI
Poccuiickoit ®@enepanmu, DenepanbHOEe TOCYAAPCTBEHHOE O0O0pa30BaTEIbHOE YUPEKICHUE
BBICILIETO NMPOQECCHOHANBHOIO 00pa3oBaHus «OpIOBCKUNA TOCYJapCTBEHHBIH HHCTUTYT
UCKYCCTB U KyJIbTYpbD». — Open: ['opuzont, 2013. — 370 c.: ui. — Pexxum octyna: no nojmnucke.
— URL: http://biblioclub.ru/index.php?page=book&id=276208.

11. SukoBuu, HI.A. JlenonpousBojacTBo B KaapoBou ciyxoOe / LI.A. SnkoBuu. — M.:
Onutn-Jlana, 2015. — 161 c¢. — Pexum gocryma: mo momamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=119021.

5.3. Dnekmponno-oubIUOMEUHan cucmema:

1. DnexTpoHHO-OMOMMOTEYHAsT cucTeMa «YHUBEpPCUTETCKas OuOIMOTeKa OHJIAMHY
(www.biblioclub.ru).

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

5.4. IlIpogheccuonanvnvie 6azvl danHvIX, UHPOPMAUUOHHO-CRPABOUHBLE U NOUCKOBDLE
cucmemul:

1. CopaBouno-npaBoBas cuctema «Koncynbrant [Tnrocy.

2. CrnpaBodHO-TpaBoBasi cucrema «l apanrty.

3. DNeKTpOHHO-OMONIHMOTeUHass cucTeMa «YHUBEpCUTETCKass OuOnMoTexka OHJaiH»
(www.biblioclub.ru).

4. Hayunas snekTpoHHas 6ubnmuorexa (www.e-library.ru).

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

5.5. Pecypcol unghopmayuonno-menekommynukayuonnou cemu « nmepnemy:
1. Caiit Becepoccuiickoro HaydHO-MCCIE0BATEIbCKOTO HHCTUTYTA TOKYMEHTOBEICHUS U
apxuBHOTO jena http://www.vniidad.ru/

5.6. Hopmamuenovie npasoevie akmol u Memoouyeckue 00KymMeHmpl:

1.  Tpynosoii kogekc Poccuiickoit @enepanuu ot 30.12.2001 Ne 197-D3;

2.  T'paxmanckuii kogekc Poccuiickoit ®@eneparnuu (dacts mepsast) oT 30.11.1994 Ne
51-d3;

3. TI'paxmanckuii kogexc Poccuiickoit @eneparnuu (qacte BTopas) ot 26.01.1996 Ne
14-03;

4.  denepanbHbII KOHCTHTYIIMOHHBIH 3aK0H OT 25.12.2000 Ne 2-®K3 «O
['ocynapctBennom repbe Poccuiickoit deaeparumny;

5.  ®@epepampHpni 3akoH ot 27.07.2006 Ne 149-®3 «OO6 wuHpopmanmH,
UH(POPMALMOHHBIX TEXHOJIOTHUAX U O 3allUTe HHPOPMALIUN;

6.  denepanbHsrii 3akoH OT 06.04.2011 Ne 63-D3 «O0 37IEKTPOHHON MOITHCHY;

7.  ®enepanbhslii 3akoH oT 22.10. 2004 Ne 125-03 «O06 apxuBHOM Jiene B Poccuiickoit
Denepanuny;

8.  ®enepanbubiii 3akoH ot 02.05.2006 Ne 59-®@3 «O mnopsake paccMOTpEHUs
obparmenuit rpaxxaan Poccuiickoit deaepanumy;

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

10. ®enepanbubiii 3akoH oT 29.07.2004 Ne 98-®3 (pen. ot 18.04.2018) «O
KOMMEPYECKOM TailHEe»;

11. ®enepanbubiii 3akoH 0T 01.06.2005 Ne 53-®@3 «O rOCymapCTBEHHOM SI3BIKE
Poccuiickoit denepanmnny;
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12. 3akon P® ot 25.10.1991 Ne 1807-1 «O s3pikax HapomgoB Poccuiickoit
denepanuny;

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

14. IlocranoBnenue IlpaBurenscrBa P® ot 15.06. 2009 Ne 477 «O06 yrBepxkaeHUn
[TpaBun nenonpou3BoAcTBa B eiepaabHbIX OpraHaX UCIOIHUTEIBHON BIacTH»;

15. Meroanueckue peKOMEHIAIUH Mo pa3paboTke MHCTPYKIHUI MO JETONPOU3BOJICTBY
B (esiepalIbHBIX OpraHax UCIOTHUTENbHOU BiacTH yTB. [Ipukazom Pocapxusa ot 23.12.2009 Neo
76;

16. TIlpuxaz PocapxuBa ot 11.04.2018 Ne 44 «OO6 yrBepxaenun IIpumepHoii
WHCTPYKIIMU 110 JEJIONPOU3BOJICTBY B TOCYAAPCTBEHHBIX OPTaHU3AIMIX);

17. TlocranoBnenue IlpaButenbcTBa Poccuiickoit @enepanmu ot 27.12.1995 Ne 1268
«O0 ymopsOYeHUH H3TOTOBJICHUS, WCIIOJIB30BAaHUS, XPAHEHUS W YHUUYTOXKCHHUsS Iedyaredl u
6J1aHKOB ¢ BocIipou3BeieHneM ['ocynapctBenHoro repda Poccuiickoit denepanumy,

18. TIlocranoBnenue IIpaBurensctBa PD ot 22.09.2009 Ne 754 (pen. ot 17.10.2017)
«O6  yrBepxaenun IlojoxeHus O  cucTeMe€  MEXKBEJAOMCTBEHHOIO  3JIEKTPOHHOI'O
JIOKyMEHTO000pOTa»;

19. TIIpuxa3 MunkynsTypsl Poccun ot 25.08.2010 Ne 558 (pen. ot 16.02.2016) «O06
yTBepkaeHHH [lepedyHss TUNOBBIX YIMPaBICHUECKUX ApPXUBHBIX TOKYMEHTOB, 0Opa3ymoIIUXcs B
npolecce JeATeIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABJICHUS U
OpraHu3aIyii, C yKa3aHueM CPOKOB XPaHEHUS Y,

20. Ilpuka3 MunkynasTypsl Poccun ot 31.03.2015 Ne 526 «OO0 yTBepkIeHUH MpaBUil
OpraHu3alliil XpPaHEHUs, KOMIJICKTOBAHUS, Yy4eTa W HCIOJIb30BaHUS JOKYMEHTOB APXHBHOTO
donna Poccuiickoit denepanu U Ipyrux apXuBHBIX JJOKYMEHTOB B OpraHax rocyJapCTBEHHOM
BJIACTH, OPTaHaX MECTHOTO CAMOYIPABIICHHSI U OPTaHU3AIHSIX »;

21. VYka3 Ilpesunenta P® or 30.11.1995 Ne 1203 (pen. ot 03.09.2018) «O6
yTBepKaeHUM [lepeuns cBeieHnd, OTHECEHHBIX K TOCYAAPCTBEHHOUN TallHEe»;

22. TlocranoBnenue [IpaBurensctea PO ot 06.02.2010 Ne 63 (pexn. ot 29.12.2016) «O6
yTBepKIeHUM WHCTpyKIMH O NOpsAIKE JOMYyCKa JOJDKHOCTHBIX JIMII M IpaxJaaH Poccuiickoin
®denepanyy K roCy1apCTBEHHON TallHEe»,

23. TlocranoBnenue I[IpaButensctBa PO ot 23.07.2005 Ne 443 (pen. ot 18.03.2016)
«O06 yrBepxnenun IIpaBun pa3paboTKM HepedHsi CBEIEHUH, OTHECEHHBIX K IOCYAapCTBEHHOM
TalHEY;

24. TlocranoBnenue [IpaBurensctBa P® ot 04.09.1995 Ne 870 (pen. ot 18.03.2016)
«O0 ytBepxkaeHuu [lpaBui oTHECEHUS! CBEJEHHM, COCTABISIONIMX FOCYAapCTBEHHYIO TallHy, K
Pa3JINYHBIM CTEIEHSAM CEKPETHOCTH;

25. TlocranoBnenue IlpaButensctBa P® ot 01.11.2012 Ne 1119 «O6 yTBepkaeHHN
TpeOOBaHUI K 3alllUTe MEPCOHANBHBIX JaHHBIX MpPU HMX 00paboTKe B HH(MOPMAIIMOHHBIX
crcTeMax MEePCOHATBHBIX JAHHBIX);

26. IlocranoBnenue IIpaBurenscrBa P® ot 15.09.2008 Ne 687 «OO0 yTBepkaeHUN
[Tonmoxenuss 00 0OCOOCHHOCTSIX OOpaOOTKM TEPCOHANBHBIX JaHHBIX, OCYIIECTBIsIEMON 0Oe3
UCIIOJIb30BaHUS CPEJICTB aBTOMATU3ALIUNY;

27. Tlocranosnenwue [IpaBurensctBa PD ot 03.11.1994 No 1233 (pen. ot 18.03.2016)
«O6 yrBepxkaeHun IlomoxxkeHuss o mopsake oOpamieHuss co ciayxeOHoW uHpopMmanmen
OTPaHWYEHHOTO pACIpOCTpaHEeHUsT B (enepanbHBIX OpraHax HCIOJHUTEIFHOW —BIIACTH,
YIIOJIHOMOYEHHOM OpraHe YIpaBieHHs UCIIOJIb30BAaHHEM aTOMHOM YHEPTUU U YIIOJIHOMOYEHHOM
OpraHe 1o KOCMU4€ECKOH IesTeTbHOCTH;

28. T'OCT P 7.0.8-2013. Harmonanbhslii cranaapt Poccuiickoit @eneparun. Cucrema
CTaHJApTOB MO MHpOpMaLKU, OMOIMOTEUHOMY M M3AaTeNIbCKOMY Jeny. Jleaonmpou3BOACTBO U

apxuBHoe faeno. Tepmunsl u omnpenenenusi (yrB. Ilpukazom Poccrannmapra ot 17.10.2013 Ne
1185-cT);



29. TOCT P 7.0.97-2016. Cucrema cranaapToB 1o uHpopMmanuu, OHOIMOTEUHOMY U
u3zaTeNbeckoMy neny. OpraHuzalrOHHO-pAaclopsIUTeNbHAsT JTOKyMEHTauus. TpeOoBaHHs K
odopmaenuto nokymeHnToB (yTB. [Ipukazom Poccrangapra ot 08.12.2016 Ne 2004-cT);

30. 3akon Pecny6muku Komu ot 06.06.1994 No XII-20/1 «O I'ocymapcTBeHHOM TepOe
Pecriyonmuku Komuy;

31. TIlocranosnenue IIpaButenbcrBa Pecriyomuku Komu ot 11 deBpans 2015 roga Ne
58 «OO0 yTBep)KIE€HUU THUIIOBOW MHCTPYKLIMM IO JEJIOINPOU3BOJCTBY B OpraHax B CHUCTEME
WCITOJTHUTENIbHON BiacTu Pecryonuku KoMy,

32. TlocranoBnenue IlpaBurtensctBa Pecnmybmuku Komu ot 20.09.2011 Ne 396 «O6
OpraHu3alil MEXBEJIOMCTBEHHOW CHCTEMBI 3JIEKTPOHHOIO JIOKYMEHTOOOOpOTa» (BMecTe ¢
[MonoxxeHreM 0 MEKBEJOMCTBEHHON CUCTEME JIEKTPOHHOTO JOKYMEHTO000pOTa).

6. CpencrBa odecrieyeHsi 0CBOEHUS
y4eOHOH TUCHHMIIIMHBI

B yueObHOM mpomecce mnpu peanu3alMd Y4eOHOH JUCHUILTUHBI «YIpaBIeHUYECKAas
JOKYMEHTAIUS» UCTIONB3YIOTCS CIEeIyIOIUE PECYPChI:

Hngopmayuonnvie Ilepeuenv npozpammmnozo obecnevenus u UHGHOPMAYUOHHBIX
MexXHOo102UU CNPABOUHBIX CUCHIEM
Oduchbit maker s | Microsoft Office Professional
paboThI ¢ LibreOffice
JOKYMEHTaMHU
NupopmanronHo- CrnpaBouno-npaBoBas cucrema "Koncynbrant [Tnroc"
crpaBoYHbIC CHCTEMBI | CripaBouHO-IIpaBoBas cucreMa "[‘apant”
ONeKTPOHHO- OBbC «YHuBepcurerckas OnOIMOTEKa OHIIAH
OubNIMoTEeYHbIE Hayunas snexktponnas 6ubianorexa (Www.e-library.ru)
CHCTCMbI Hanmonanwsnas snexrponnas 6ubnuorexa (https://H30.pd)

9J'IeKTpOHHaSI mo4yTa

DeKTpoHHAs 1mouTa B jomeHe Krags.ru

CpenctBa mis
OpraHu3aIu

CepBucsl BeO- 1 BUJICOKOH(EPEHIICBSA3H, B TOM YHUCIIE
BigBlueButton,

BEOMHAPOB,
TEJIEMOCTOB U
KOH(EpEeHIHIT

ConpoBok/IeHHE OCBOCHHUS JUCLUUIUIMHBI 00Y4aroIIUMCS BO3MOXKHO C HCIIOJIb30BAaHHEM
ANIEKTPOHHON HH(pOpMaIMOHHO-00pazoBaTenbHOi cpeasl OY BO KPAI'CuY, B TOM uucne
oOpa3zoBarenpHOro nopraia Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepuajibHO-TEXHUYECKOE o0ecneyeHmne
OCBOEHUS Y4eOHOI TN CHUIITHHBI

[Tpu mpoBeneHNN yUeOHBIX 3aHATHIA O AUCHUIUINHE «YTIPaBICHYECKAsT TOKYMEHTALIHS
3a/ielicTBOBaHa MaTepranbHo-TexHudeckas 6aza [OY BO KPAI'CuY, B cocTtaB KOTOpPOl BXOIAT
CIIEYIOIINUE CPECTBA U PECYPCHI ISl OpTraHU3allMid CAMOCTOSTEIBHOW M COBMECTHOU pabOThHI
00ydJaronuxcs ¢ mpernoaBaTesem:

— CIICIHUAJIBHBIC IIOMCIICHHUA IJIA peaﬂmaunn II&HHOfI JUCIIUITIINHBI HpCIICTaBJISHOT
coboii ydeOHbIE ayaUTOPUHM [UJII TIPOBEICHUS 3aHATUW JICKIIMOHHOTO THIMA, 3aHATUN
CeMI/IHapCKOI‘O THIIA, prnHOBBIX nu I/IHI[I/IBI/IIIyaJIBHbIX KOHCyJH:TaI_II/If/'I, TGKYH_IGFO KOHTpOHH nu
MPOMEKYTOUYHON aTTeCTallud, a TakKe TIOMEIICHUsS i1 CaMOCTOSTEIbHOW paboThl U
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MOMEIICHUS JUI XpaHEHUS U MPOPHUIAKTHUECKOro OOCIYKMBaHHUS y4eOHOTO 000pyIOBaHUS.
CrienuanpHble TOMELEHHUs YKOMIUIEKTOBaHbI CIIEUATN3UPOBAHHON MeOEbI0 U TEXHUYECKUMU
CpeAcTBaMU OOYYEeHHMs, CIYKAIlMMHU JJs TpPEACTaBIeHUs y4deOHOW wuHpopMmanmu O0JbIION
ayJUTOpUU.

JUia  mpoBeneHuss — 3aHATUNH  JIGKUOHHOTO  THUMA  IIpeajararmTcs  Habopsl
JIEMOHCTPAllMOHHOTO O0OpYAOBaHUS M y4yeOHO-HAIVIAJHBIX IOCOOMH, oOecreynBarolye
TEMaTUYECKHE WILTIOCTPALIH;

— TIOMEILEHUE JUIsI CaMOCTOSITEIbHON paboThl 00yYarOIIMXCsl OCHAIEHO KOMIIbIOTEPHON
TEXHUKOM C BO3MOXKHOCTBIO TMOAKIIOUEHHS K cetu «MHTepHeT» m obecredeHuneM AO0CTyna B
3JIEKTPOHHYIO HH(OPMALMOHHO-00pa30BaTEIbHYIO Cpey OpraHU3aluu;

— KOMITBIOTEPHBIE KJIACCHI, OCHAIIICHHbIE COBPEMEHHBIMU IEPCOHAILHBIMU KOMITBIOTEPAMH,
paboTalIMMH  TI0J  yMNPaBICHHEM  ONEpPallMOHHBIX  cucteM  Microsoft ~ Windows,
00BbETMHEHHBIMHU B JIOKAIBHYIO CETh M UMEIOIIUMH BbIX0/ B IHTEpHET;

— Oubmmoreka  AKaneMHH, KHIDKHBIA  (OHI  KOTOPOH  COJOEpKHT  HAy4dHO-

UCCIICIOBATEIIbCKYIO JTUTEPATYPY, HAyYHbIE )KYPHAIIBI M TPY/bl HAYYHBIX KOHPEPEHIINH, a TAKIKE
YUTAILHBIN 3471,

— cepBepHOE 000pyIOBaHKE, BKIIIOYAKOIIEE, B TOM YHCIIe, HECKOJIBKO cepBepoB cepun IBM
System X, a Takke BUPTyallbHBIC CepBepa, paOOTaroIIUe IO/ YIPaBICHHEM OINEPAIlHOHHBIX
cuctem Calculate Linux, BxirouenHoi# B Peectp Poccutiickoro 10, u Microsoft Windows Server
U CITY’)KalllMMH JUTSE pa3MEIICHUS Pa3InYHbIX CEPBUCOB U CIYXKO, B TOM YHCIIE I 00eCreueHus
pabotsel CYBJl MySQL u MS SQL Server;

— CeTeBOe KOMMYTAIIMOHHOE 00OpYIOBaHHE, 00ECIIeUNBAOIIEe padOTy JIOKATHHON CETH,
NpeJOCTaBlICHUE JIOCTyNa K ceTu Internet ¢ oOmieit ckopocThio moakitoueHus 10 Mout/cek, a
Takxe paboTy OecrpoBoHOTO cerMeHTa cetd Wi-Fi B momenieHusx AKaieMun;

— UHTEPaKTUBHBIC HHPOPMaIMOHHBIC KHOCKH «HDO»;

— MpOrpaMMHbIE U alllapaTHBIC CPEJCTBA I IPOBEICHUS BHICOKOH(EPEHIICBSI3H.

Kpome TOro, B 00Opa3zoBaTeIbHOM TMpOIECCe OOYYAFOIIUMUCS HIUPOKO HCHOJIb3YIOTCS
CIICTYIOIIIHE DICKTPOHHBIC PECYPCHI:

— cucrema Internet (ckopocTs noaKI0ueHUs — 5 MOUT/CeK);
— caillt www.krags.ru;
— OecnpoBoaHas ceTb Wi-Fi (B OTKpBITOM A0CTYyTIE).

KoHkperHple  TOMEImIEHWS  JJIsl  OpraHW3amud  OOy4eHHs 10  JUCIHIUIMHE
«YmpaBieHueckas JOKyMEHTaunus» mpencraBieHsl B CHpaBke O MaTepHAIbHO-TEXHUYECKOM
oOecrieueHNH O00pa30BaTCIBHONM TIporpaMMBbl M0 HampaBieHuio noarotoBkn  38.03.03
VYnpasieHue nepcoHaioM, copMUpPOBaHHON B COOTBETCTBUU C PACITUCAHUEM yUEOHBIX 3aHATHHA
¥ TIPOMEKYTOUHOM aTTecTanuu u nacnopramu kabuaetos 'OY BO KPAT'CuV.
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