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YIIPaBICHUS.
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1. ey u 3a5a4n y4eOHOM JMCIHUIIIHHBI

1.1. I{enw uzyuenus yueonoii oucyuniunvl

[lenpro OCBOCHHS TUCIUIUIMHBI «BUABI YIPaBIEHYECKUX JOKYMEHTOBY SIBISIETCS MOATO-
TOBKa OakajgaBpoB K Oyayiieill mpodecCHOHaNbHOM NeATEIbHOCTH Ha OCHOBE MU3YUCHHsS BHJIOB
VIPaBICHYECKUX JOKYMEHTOB, MPUOOPETCHUS HABBIKOB JOKYMEHTHPOBAHUS HMH(POPMAIUU HC-
XOJIs M3 LIeJIed M 3a/1a4 yIIpaBJICHUSI.

1.2. 3a0auu yueoHot Oucyuniunsl

3amauaMu OCBOCHUS IUCIUTUIMHBI «BUIBI YIIPaBICHUECKUX JOKYMEHTOBY SIBJISIFOTCS:

— U3Yy4YUTb OCHOBHBIC HOPMATUBHBIC IIPABOBBIC AKThl U MCTOANYCCKUC TOKYMCHTELI B 06-
JaCTH IOKyMEHTHPOBAHUS YIIPABICHUECKOW eI TEIbHOCTH;

— M3YYUTh OCHOBHBIC BU/IBI 1 (DYHKIIMH YIIPaBICHYECKOM TOKYMEHTALIUY;

— MPOAHAIM3UPOBATH MPABHUJIA MIOATOTOBKU YIPABICHUYECKUX JOKYMEHTOB;

— C(bOpMI/IpOBaTB MMPAKTUYCCKUC HABBIKKM COCTABJICHUS PA3HBIX BHUJAOB YIIPABJICHYCCKUX
JIOKYMEHTOB.

1.3. Buowl komnemenuyuii, hopmupyemole 6 pe3yibmame 0C60CHUA OUCUUNTIUHDL

N3yuenune qucuuiuiiHbl « Bkl yIIpaBIeHYeCKUX TOKYMEHTOBY HAIPaBICHO HAa (HOpPMHU-
pOBaHHUE CIEAYIOINUX KOMIIETCHIINN:

1) mpodeccuoHabHbBIC:

— I1K-19 — cnocoGHOCTh UCTIONB30BaTh MPaBUIIA MOJTOTOBKH YIPABICHYECKUX JOKYMEH-
TOB U BEJICHUS JICTIOBOM NIEPEIHCKH;

— IIK-25 — BiageHne HaBBIKAMH TOATOTOBKH YIPABICHYECKHX JOKYMEHTOB U BEICHUS
JICITIOBOM TEPEIHCKH.

1.4. Mecmo oucuyunnunst 6 cmpykmype o0pazoeamenvHoil RPOZPaAMMbL:
JucuunnuHa «Buabl ynpaBleHYeCKUX JTOKYMEHTOBY» SIBISIETCS 00s13amenvHOu s U3y-
YEHUs, OTHOCUTCS K 8apuamusHou yacmu nporpamMmmbl biioka 1 «Jlucuurminaer (MOTyIIN)».



2. TpeGoBaHust K pe3yJibTATaM OCBOCHHS
Y4eOHOM I CIUTIINHbBI

B pesynbTate mzydyeHus AMCUMILIMHBI «BUIbI ynpaBieHUYECKUX TOKYMEHTOBY» 00ydaro-
IIMECs JIOJDKHBI OBJIAJIETh CICIYIOIIMMH 3HAHUSMH, YMEHUSMHU M HaBBIKK B 00JaCTH JOKYMEH-
TUPOBaHUA UH(POPMALMK U PaOOTHI C TOKYMEHTAMU, COOTHECEHHBIMU C IJIAHUPYEMbIMU PE3YJib-
TaTaMU OCBOCHHS 00Pa30BaTENLHOM MTPOrPaMMBbI:

dopmMupyemblie Ili1anupyemble pe3yJibTaThbl 0CBOCHHUS
KOMIeTeHIMH (KO, y4eOHOM TUCUMILINHBI
co/iep)KaHue KOMIIe- 3HaTh YmMmern Baagern
TCHITUH )

Ilpogheccuonanvnuvie Komnemenyuu

Buo oesmenvnocmu. mexnonocuueckas

I1K-19 - CII0Cc00- HOPMAaTHUBHBIC HCIIOJIb30BAaTh IIpa- CIIOCOOHOCTBIO HCITOIEL30-
HOCTb HCIIOJIb30BAaTh | MPABOBLIC U MC- BuJIa IOATOTOBKH BaThb IIpaBuJia MOATOTOBKH
mpaBujia IIOATOTOBKHU | TOAHYCCKHUC OC- YIIPpaBJICHYCCKUX YIpaBJICHUYCCKHUX JOKYMCH-
YIPaBJICHUYCCKHUX O0- | HOBBI IIOATOTOBKHU | JOKYMCHTOB TOB

KYMEHTOB U BEJEHHUA | JOKYMEHTOB, CU-
JIETIOBOM TEPENHUCKU CTE€MBbI JOKYMEH-
TalWM, UX JOKY-
MEHTHBIA COCTaB,
npaBwia MoJro-
TOBKH M COCTaB

PEKBU3UTOB

YIPaBJICHYECKHUX

JIOKYMEHTOB
[IK-25 — BiajgeHwe | BUABI, PA3HOBUI- | COCTABIISTH U HaBBIKAMH IIOJITOTOBKH
HaBBIKAMH TIOJATOTOB- | HOCTH, OCOOCHHO- | ohopMIIsATh pas- YIIPABJICHUYECKUX JOKYMEH-
KM YIPAaBJICHYECKUX | CTU U MpaBuia JINIHEBIC BUIBI TOB
JIOKYMEHTOB U Be€Je- | MOArOTOBKHU YIPaBIECHYECKUX
HUSI JIJIOBOM TMepe- | yNpaBIECHYECKUX | JTIOKYMEHTOB

I CKHU JAOKYMCHTOB

3. O0bém yueOHOH TUCHHMIINHBI
Ounasn gopma o0yueHus

JlucumIuimHa peanusyercs B 2-X CEMeCTpax:
1 cemecmp peanuzayuu

Buabl yueonoii pacorhi Pacnpenesienue yue0HoOro
BpeMeHH
Konmaxmmnasn paboma 36,3
AyIUTOpHBIE 3aHATHUS (BCETO): 36
Jexyuu 18
Ilpaxmuueckue 3anamus 18
Jlabopamopnule 3anamus
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[IpomMexxyTouHas arrecrauus

0,3

Koncynomayus neped sxzamerom 0
Ox3amen
3auem
Konmponvnas paboma 0,3
Pyxoeoocmeo kypcosoii pabomoii
Camocmoamenvnas paboma 35,7
Camocmosmenvras paboma 6 meyeHue cemecmpa 32,7
Iloozomoeka KoHmpoabHOU pabomol 3

Hanucanue xypcosoii pabomot

Iloozomoska k npomedxcymounol ammecmayuu

Bup Texymei arrecranuu

KOHTpOJIbHAs paboTa

Oouwan mpyooémkocmep OUCUUNTUHDBL:

yacwel

72

3ayémubvie eOUHUYbL

2 cemecmp peanuzayuu

Bupabl yueOHoii padoThI

Pacnpene.nem/le yqeﬁnoro

BpeMeHH
Konumaxkmmnan paboma 56,35
AynutopHble 3aHATHS (BCETO): o4
Jlexyuu 18
IIpakmuyeckue 3ansamus 18
Jlabopamopuvie 3anamus 18
[TpomexyTouHas aTTecTanus 2,35
Koucynomayus nepeo sxsamenom 2
Oxzamen 0,35
3auem
Pyxosoocmeo kypcosoii pabomoii
Camocmosamenvnas paboma 51,65
Camocmosmenvras paboma 8 meyeHue cemecmpa 15,65
Hanucanue xkypcogoii pabomoi
Iloozomoska k npomedxcymounol ammecmayuu 36

Bup Texymen arrecranuu

KOHTpOJIbHAsA paboTa

Oobuwan mpyooémkocmes OUCUUNTUHBL:

4acol

108

3ayémuvie eOUHUYbL
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3aouHnas popma 00y4yeHUs
Jucnuminza peanu3yercs B 2-X CECCHUSIX

1 ceccun
Bib1 yueBHoii paGoThi Pacnpenesienue yueGHoro
BpeMeHH
Konumaxkmmnan paboma 4.3
AyauTopHbIe 3aHATHS (BCETO): 4
Jlexyuu 4
Ilpakxmuueckue 3anamusl
Jlabopamopnule 3anamus
[TpomexyTouHas arTecTanus 0,3
Koucynomayus nepeo sx3amenom 0
Ox3amen
3auem
Konmponvnas paboma 0,3
Pyxosoocmeo kypcosoii pabomoii
Camocmoamenvnas paboma 67,7
Camocmosamenvhas paboma 8 meyeHue cemecmpa 64,7
Tloocomoska koHmponvHol pabomoi 3

Hanucanue xypcosoti pabomuwi

Tlooeomoska k npOMechyn’ZOllHOlz ammecmayuu

Bup Texymen arrecranuu

KOHTpOJIbHAs paboTa

Oobuwan mpyooémkocmes OUCUUNTIUHBL:

yacwl 72
3a4émHvle eOUHUYbL 2
2 ceccusn
Brjub yuedHoii pa6orhi Pacnpenenienue yueOHOro
BpeMEeHH
Konmaxmmuasn paboma 10,35
AyIuTOpHBIE 3aHATUS (BCEr0): 8
Jlexyuu
Ipaxmuyeckue 3anusimus 4
Jlabopamopuvie 3auamus 4
[TpomexyTouHas aTTecTanus 2,35
Koncynemayus nepeo sxzamenom 2
Dx3amen 0,35
3auem
Pyxosoocmeo kypcosoii pabomoii
Camocmoamenvnan paboma 97,65
Camocmosimenvras paboma 6 meyeHue cemecmpa 88,65
Hanucanue xypcosoii pabomot
Tloocomogka Kk npomesrcymouHol ammecmayuu 9

Bup Texymel arrecranuu

KOHTpOJbHas paboTa

Oowan mpyooémkocmop OUCYUNIUHDBL:




yacol 108
3a4émHbvle eOUHUYbL 3

4. Conepskanue TeM y4eOHON TUCUMIJIMHBI

HanmenoBanue TeMbl y4eOHOI

e — Conep:xxanue TeMbl

Hopmartusabie mpaBoBeie U MeTonuue- | [loHSATHS «HOpMaTHBHBIN paBoBOi akT», Knaccudu-
CKHE€ OCHOBBI IOKYMEHTALIHOHHOTO Kallis U CUCTEMa HOPMAaTUBHBIX IIPABOBBIX aKTOB,
oOecrnieueHus yrpaBiIeHUs CBOWCTBO IOPUIMYECKON CUIIBI HOPMATUBHOTO IIPaBo-
(TIK-19, TIK-25) BOro akTta, [I[paBoBo€ perynupoBanue padOThI C MH-
dopmaruet, Pernmamenranus 1e10npon3BoOCTBA B
opraHax BJacTH M ynpasieHusi, Metoauueckoe obec-
IIeYEeHUE JEeIONPOU3BOCTBA B TOCYAAPCTBEHHBIX Op-
ranuzanusx, IIpaBoBbie OCHOBBI HCIIOIB30BaHUSA O(HU-
LMAJIbHBIX CHMBOJIOB B JJOKyMeHTaX, [IpaBoBbie ocHO-
BbI CO3/1aHUS 3JIEKTPOHHBIX JOKYMEHTOB U pabOThI C
HUMH, [IpaBOBBIE OCHOBBI apXUBHOTO Jeia, IIpaBoBeie
OCHOBBI pabOThI C 0OpaleHusIMH IpaxiaH, [IpaBoBsie
OCHOBBI pa0OTHI C TOKYMEHTAMHU COJEPIKALIIMH TOCY-
JapCTBEHHYIO TaliHy, [IpaBoBoe perynupoBanue pa-
OOTBI ¢ JOKYMEHTaMHU, COJIEPKALUMU CBEICHUS KOH-
¢bunenmanbHOro Xapakrepa, IlpaBoBbsie OCHOBBI HC-
MOJIb30BaHUS O(PUIIMANBHBIX SI3BIKOB B paboTe ¢ J10-
KyMeHTamH, HalroHabHble CTaHIapThl B 00JIaCTH
JIeJI01pou3BoACTBa, HopMaTuBHbIE IPAaBOBBIE AKThI
Pecniy6nmku Komu B o6mactu paGoThl ¢ JOKyMEHTa-
MHU.

Knaccugukarus nokymenTa, kak 00b- | Kiaccuduxanus 10KyMEHTOB 110 pa3IMYHbIM KJIaCCH-
€KTa ¥ MHCTPYMEHTA yIpaBJICHUS (UKAIOHHBIM MPU3HAKAM: 110 BUY OQOPMIICHHS, TTO
(ITK-19, ITK-25) cpeacTBaM (UKcaIMH, IO CpoKaM ucnoiaHeHus, 1o
coJiepKaHuto, o popme (1o yHU(PUIIUPOBAHHOCTH),
M0 MECTY COCTaBJIeHHUs (TI0 «apeanry OOUTaHU»), IO
MIPOMCXOXKIACHUIO, 110 TIOJTMHHOCTH, TI0 CTETICHH
IJIAaCHOCTH, IO CUCTEMaM JJOKYMEHTALlMU U BUaM J10-
KYMEHTOB (110 MPU3HAKy Ha3HAYEeHHUs), IO CUCTEMaM
JOKyYMEHTaIuH (1o cdepe AesTesIbHOCTH). Y HU(]UKa-
IIUS] CHUCTEM JJOKYMEHTAIIUN U BUIOB JTOKYMEHTOB

[TpaBuia moaAroToBKH U 0(hOpMIIEHUS I'OCT P 7.0.97 — 2016. O61mue npasuiia mNoAr0OTOBKU

JIOKYMEHTOB u opopmiienust fokymeHToB. [IpaBuia opopmienus
(ITK-19, TTK-25) OTJIEIIbHBIX PEKBU3UTOB JOKYMEHTOB.

Cucrema opraHu3alMOHHO-TIPABOBOM Haznavenne n 0COOEHHOCTH CHCTEMBI OpraHU3aIlH-
JIOKyMEHTAIUU OHHO-TIPaBOBO ToKyMeHTanuu. OCOOEHHOCTH OT-
(TIK-19, TIK-25) JIENIBHBIX BUJOB OPTaHU3AIIMOHHO MPABOBBIX JIOKY-

MEHTOB: Y CTaB, YUpeIUTeIbHbIN 10roBop, ITonoxe-
Hue 00 opranuzanuu, [lomgoxxeHnue o CTpyKTypHOM
MOJIpa3/IeIeHUuH, KOJJIETHAIbHOM (MJTH COBEILATelNb-
HOM) opraHne, [lonoxeHune o Buzae aedarenbHocTH, Pe-
rinameHT, [lItatHoe pacniucanue, MacTpykius, Jlomxk-
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HOocTHast uHCTpYyKuus, [Topsaok, [Ipasuna, Homen-
KJIaTypa.

Cucrema pacnopsIuTeIbHON TOKyMEH-
Taluu

(ITK-19, TIK-25)

Haznauyenue 1 0COOEHHOCTH CHUCTEMBI Pacopsiau-
TeNbHOU JoKyMeHTauu. OCOOEHHOCTH OTAEIbHBIX
BUJIOB pAaCHOPSAUTENbHBIX JOKYMEHTOB: IIPUKa3, pac-
NOpsKEHUE, YKa3, yKa3aHue, I0CTaHOBJIEHUE, pellie-
HUE.

Cucrema uHGOPMALIMOHHO-
CIIPaBOYHOMN JTOKYMEHTAIHH
(IIK-19, TIK-25)

Ha3znauenue nu 0coOOEHHOCTH CUCTEMBI HH(POPMAIMOH-
HO-CIPaBOYHOMU JoKyMeHTanuu. OcoOeHHOCTH OT-
JeNBHBIX BUJIOB UH(OPMAIIMOHHO-CIIPABOYHBIX JOKY-
MEHTOB: JIOKJIa/{Hasl 3allUCKa, CIayxkeOHas 3alMcKa,
00BsICHUTEINIbHAS 3aMIMCKA, IPEIOKEHHE, ITPEICTAB-
JICHUE, 3asBJICHUE, BCE PAa3HOBUIHOCTH JI€JIOBBIX ITH-
CeM, NIPOTOKOJI, aKT, CIPaBKa, 3aKJIIOUEHUE, OT3bIB,
CBOJIKA, CIIUCOK, IIEPEUCHb.

Cucrema 1m1aHOBOM JOKyMEHTallUU
(ITK-19, [1K-25)

Haznauenue 1 0COOEHHOCTH CUCTEMBI IIJIAHOBOM J0-
KyMeHTanuu. OcoOEHHOCTH OT/IEIbHBIX BHJIOB TLIAHO-
BBIX JIOKYMEHTOB: IIJIaH, IpOorpaMma, rpaguk, Kkapra,
IIPOEKT, IUIAH-TIPOTHO3.

Cucrema OTYETHOM TOKYMEHTALIUU
(ITK-19, [TK-25)

Ha3nauenre ¥ 0COOCHHOCTH CUCTEMBbI OTYETHOM J0-
KyMCHTAlluU. Ocobennoctu OTACJIBHBIX BUJOB OTUCT-
HBIX TOKYMCHTOB: Pa3HOBUJHOCTHU OTYCTOB.

Cucrema y4yeTHOU JOKYMEHTAIUU
(TIK-19, TIK-25)

Ha3nauenue 1 0COOEHHOCTH CUCTEMbI YUETHOM JIOKY-
MeHTarui. OCOOCHHOCTH OTIEIBHBIX BUIOB YUETHBIX
JIOKYMECHTOB: KHUTA, )KypHaJI, TACIIOPT, KAPTOUKa, Be-
IIOMOCTB, OITHCH

Cucrema 10roBOpHOM JOKYMEHTALUU
(ITK-19, [TK-25)

Ha3nauenne 1 0COOEHHOCTH CUCTEMBI JIOTOBOPHOI
nokyMmeHTauu. OcOOEHHOCTH OTAENbHBIX BUIOB J0-
TOBOPHBIX JOKYMEHTOB: JOTOBOPHI M KOHTPAKTHI
IpaKJaHCKO-ITPAaBOBOr'0 M TPYAOBOIrO Xapakrepa.

3aBUCHUMOCTD OT/IENBbHBIX JIEJIONPOU3-
BOJICTBEHHBIX MIPOLIEAYpP OT BUJA JOKY-
MEHTa

(TIK-19, TIK-25)

YTBepxKAAEMBIE JOKYMEHTBI, TOKYMEHTBI 3aBEPsAEMBIE
I1€4YaThI0, HEPETUCTPUPYEMBIE JOKYMEHTHI.

5. Y4eOHo-MeToaM4YecKoe M HH(POPMALMOHHOE o0ecrnieueHrue Y4eOHOH M CHMILIHHBI

5.1. Ocnosnasa numepamypa:

1. ApacnanoBa, B.A. JlokymeHTaiimonHoe o0ecrieueHrue yrpaBiaeHus: yueo.-TipaKT. mo-

cobue / B.A. ApacnaHosa.

— M.:

[upexr-Menua, 2013 // -

URL: http://biblioclub.ru/index.php?page=bhook&id=137706.

2. T'punbepr, A.C. loxymenrtanuronHoe obecrnieuenue ynpasienus / A.C. I'pun6epr,
H.H. T'op6aués, O.A. MyxamermmunHa. — M. : FOuutu-/ana, 2015. — 391 c. : tabn., rpad., um.,

CXEMBI — Pexum

AOCTYIIa: oo IIOAIIMUCKCE. -

URL: http://biblioclub.ru/index.php?page=bhook&id=115031.

5.2. /lononnumenvnan aumepamypa:

1. Jlemus,

IO.M.  [lenonpou3BoJCTBO.

JIOKyMEHTAllMOHHBI ~ MEHEDKMEHT  /

IO.M. [lemun. — M. ; bepnun : upext-Menua, 2014. — 205 c. : Tabxa., cxem. — Pexxum gocryma:
no noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=253657.
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http://biblioclub.ru/index.php?page=book&id=137706
http://biblioclub.ru/index.php?page=book&id=115031
http://biblioclub.ru/index.php?page=book&id=253657

2. Ko3zuna, E.C. llenonpoussozactso / E.C. Kozuna. — M. : lupexkt-Menua, 2013. — 27
C. — Pexum JOCTyMa: o HOJITUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=141469.

3. Kyzuenos, C.JI. CoBpeMeHHBIC TEXHOJOTUH JOKYMEHTAIIMOHHOTO OOeCIeueHus
yrnpasneHus: yuaeo. mocodue / C.JI. Kyzuenos; mon pen. T.B. Ky3nenoBoii. - M.: M3garensckuii
oM MDU, 2010.

4. Kymnup, O.H. OcHOBBI 10KyMEHTHUPOBAHUS YIPABICHUECKON JESITEIBHOCTH: y4eO.
nocobue no crenkypey / O.H. Kymuaup, M. B. Kymnaup; Komu pecnybnukaHckas akana. Toc.
ciykObl 1 ynpasinenus. - CoiktbiBKap: U3n-so KPAI'CuY, 2009. - 77 c.

5. Kymmnup, O.H. [luceMenHbIe Ae10BbIe KOMMYHUKAIUU: y4ueb. mocooue / O. H. Kym-
Hup, M. B. Toauka; Komu pecriyOnmnkaHckast akaj. Toc. CIy:KObl U yrpaBieHus. - ChIKTBIBKap:
Uzn-so KPAI'CunVY, 2013. - 120 c.

6. Muxaitnos, FO.M. Kak npaBuiibHO 1 ObICTpO pa3paboTaTh JOKYMEHTAIIUIO PEAIPH-
atust / FO.M. Muxaitnos. — M. ; bepnun : Jlupekr-Menua, 2014. — 232 c. : un. — Pexxum nocry-
na: o noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=253689.

7. Poroxun, M.IO. JlenonpousBoacteo: kypc jekmuii / M.IO. Poroxun. — M. ; bepiaun

Hupexr-Meauna, 2014. — 229 c. : un. — Pexum pgoctyma: 1O TOAMHCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=253702.

8. Poroxwun, M.1O. JlokymeHTannonHoe obecrieueHue ynpasienus / M.1O. Poroxun. —
M. ; bepmun : Hupexr-Menua, 2014. — 398 c. : wi. — Pexum pgocryna: Mo HOJAMUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=253705.

5.3. Dnekmponno-oubIUOMEUnHan cucmema:

1. DnexTpoHHO-OMOMMOTEYHAasT cucTeMa «YHUBEPCUTETCKass OMOMMoTeKa OHIIAlH»
(www.biblioclub.ru).

2. HaumonanbHast snekrponHas 6udanoreka (https:/m36.pb).

5.4. Ilpogpeccuonanvrvie 6a3vl OAHHBIX, UHPOPMAUUOHHO-CRPABOUHDLE U NOUCKOBbIE
cucmemol:

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

2. CrmpaBouHo-nipaBoBasi cucteMa «KoHcynprant [Lnrocy.

3. DNeKTpoHHO-OMONHMOTeYHast CcHcTeMa «YHHBEPCHTETCKas OWONIMOTeKa OHJIAH»
(www.biblioclub.ru).

4. Hayunas snekTponHast oudanoreka (www.e-library.ru).
5. HarnmonanbHas snekTpoHHas oudauoreka (https:/H30.pdh).

5.5. Pecypcol ungpopmayuonno-meneKoOMMyHuKayuonnou cemu «Mumepnemy:
1. Caiit Beepoccuiickoro HayuyHO-HCCIIE10BaTENbCKOTO HHCTUTYTA IOKYMEHTOBEICHUS U
apxXuBHOTO Jiena http://www.vniidad.ru/

5.6. Hopmamuensle npasosvle akmol U MemoouyecKue 00OKymMeHmol:

TpynoBoii kogekc Poccuiickoit deneparmm ot 30.12.2001 Ne 197-@3;

I'paxxnanckuii kogeke Poccuiickoii @eneparun (dacts nepsasi) ot 30.11.1994 Ne 51-P3;

I'paxxnanckwuii kogexc Poccuiickoit @eaepanmn (yacth BTopasi) oT 26.01.1996 Ne 14-D3;

denepalbHbIN KOHCTUTYIIMOHHBIN 3ak0H 0T 25.12.2000 Ne 2-DK3 «O IN'ocymapcTBeHHOM
repOe Poccuiickoit deneparm;

®enepanbublif 3akoH oT 27 .07.2006 Ne 149-03 «O06 uHpopmanmu, HHPOPMALUOHHBIX
TEXHOJIOTHSX U O 3aIIUTe HHPOPMAITHH;

®enepanbhblii 3ak0H 0T 06.04.2011 Ne 63-D3 «O06 311eKTPOHHOMN MOITUCHY;

®enepanbHbnii 3akoH oT 22.10. 2004 Ne 125-D3 «O6 apxuBHOM nene B Poccuiickoit De-
Jepaluny;
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®enepanbubiii 3akoH oT 02.05.2006 Ne 59-@3 «O mopsiike paccMOTpeHHsI OOparieHuit
rpaxnaaH Poccuiickoin denepannny;

®denepanbHbliil 3ak0oH 0T 27.07.2006 Ne 152-®3 (pen. ot 31.12.2017) «O nepcoHAIBHBIX
JTAHHBIX»;

®enepanbhblii 3akoH ot 29.07.2004 Ne 98-D3 (pen. ot 18.04.2018) «O kommepueckoi
TalHEY,

®enepanbhblil 3akoH 0T 01.06.2005 Ne 53-D3 «O rocymapcTBeHHOM si3bIke Poccuiickoi
denepanuny;

3akoH P® ot 25.10.1991 Ne 1807-1 «O s3p1kax HaponoB Poccuiickoit dexepaunny;

3akoH P® o1 21.07.1993 Ne 5485-1 (pex. ot 29.07.2018) «O rocynapcTBEHHOH TaitHEY;

[Tocranosnenue IlpaButensctBa PO ot 15.06. 2009 Ne 477 «O6 yrBepxaenuu IIpasun
JIEJIONPOU3BOJICTBA B (peiepalibHbIX OpraHax UCIOIHUTEIbHOM BIACTH;

MeTtoanyeckre peKOMEHIAINHU 110 pa3paboTKe HHCTPYKIUI 1O EIONPOU3BOACTBY B (he-
JIEpaJIbHBIX OpraHax UCIIOJIHUTENbHOM Bi1acTu yTB. [Ipukaszom Pocapxusa ot 23.12.2009 Ne 76;

IIpuka3 Pocapxusa ot 11.04.2018 Ne 44 «O06 yrBepkenuu [IprumepHOil HHCTPYKIIMH 11O
JIEJIONPOU3BOJICTBY B TOCYIaPCTBEHHBIX OPraHU3aLIUAX;

[Tocranosnenue IlpaButenscrBa Poccuiickoit ®@enepamun ot 27.12.1995 Ne 1268 «O06
YIOPSA0OYCHUH U3TOTOBIICHUS, UCTIOIB30BAHUS, XPAHEHHS M YHUUTOKEHHUS TeyaTeil 1 OJaHKOB C
BOcTpou3BenieHueM [ ocynapcTBenHoro repba Poccuiickoii deneparum,

[TocranoBnenue I[IpaButensctBa PD ot 22.09.2009 Ne 754 (pexn. ot 17.10.2017) «O06
yrBepkaeHnH [1o0XeHns 0 cucTeMe MeKBEAOMCTBEHHOTO JIEKTPOHHOTO JOKYMEHTO000POTaY;

[Tpukaz Munkynetypbl Poccun ot 25.08.2010 Ne 558 (pen. ot 16.02.2016) «O6 yTBep-
xaeHuu llepednst THIIOBBIX YIPaBICHYECKHX apXUBHBIX JOKYMEHTOB, 00pa3yIOIIUXCS B MPOIEC-
ce JIeATENbHOCTH TOCYAaPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYIIPaBJICHUS U OpraHu3a-
Ui, C yKa3aHUEM CPOKOB XPaHECHUS»,

[Tpukaz Munkynbtypbl Poccun ot 31.03.2015 Ne 526 «OO0 yTBepkaeHUU MpaBUI Opra-
HU3AIMH XPAHEHUs, KOMIUICKTOBAHUS, YUeTa M UCIOJIb30BAHUS IOKYyMEHTOB ApXHBHOTO (hOHIIA
Poccuiickoii denepanuu U Apyrux apXMBHBIX JTOKYMEHTOB B OpraHax rocyJapCTBEHHOH BIIACTH,
OpraHax MECTHOTO CaMOYIIPABJICHUS M OPTaHU3ALUAX Y,

Vka3 IIpesunenta PO ot 30.11.1995 Ne 1203 (pen. ot 03.09.2018) «OO0 yrBep)acHUH
Ilepeuns cBeneHM, OTHECEHHBIX K TOCYJapPCTBEHHOM TaliHE»;

ITocranosnenue IlpaBurenscrBa P® ot 06.02.2010 Ne 63 (pea. ot 29.12.2016) «O06
yTBEpKIeHUU MHCTPYKIIMU O OpsIKE JOIYCKA JOKHOCTHBIX JIMIL M rpaxkaaH Pocculickoit @e-
JEpalliy K TOCY/IapCTBEHHOW TaltHe;

[Toctanosnenue IlpaButensctBa P ot 23.07.2005 Ne 443 (pen. ot 18.03.2016) «O6
yrBepkaeHnH [IpaBun pa3paOOTKM TMepeuHsl CBEIEHUH, OTHECEHHBIX K TOCYIapCTBEHHOU
TalHEY;

[TocranoBnenne [IpaButensctBa PD ot 04.09.1995 Ne 870 (pen. ot 18.03.2016) «O6
yTBepKJIeHUU [IpaBuil OTHECEHUs CBEAECHUM, COCTABISAIONIMX TOCYIAPCTBEHHYIO TailHY, K pa3-
JIUYHBIM CTETICHSIM CEKPETHOCTHY;

[Tocranosnenne [IpaBurensera PO ot 01.11.2012 Ne 1119 «O6 yrBepkaeHnn TpedoBa-
HUH K 3alIUTe TEPCOHANBHBIX JaHHBIX MPU UX 00pabdoTKe B MHPOPMAIIMOHHBIX CUCTEMAX MepPCo-
HATBHBIX JTAHHBIX);

[TocranoBnenne [IpaButensctBa PO ot 15.09.2008 Ne 687 «O6 yrBepxkaenuu Ilomoxe-
HUSL 00 0COOEHHOCTSAX 00paOOTKM MEPCOHATbHBIX JaHHBIX, OCYILECTBISEMON 0€3 MCIOJIb30Ba-
HUS CPEJICTB aBTOMAaTHU3AIIUN Y,

[Toctanosnenue [IpaBurensctBa PO ot 03.11.1994 No 1233 (pexn. ot 18.03.2016) «O6
yrBepkaeHnH [TonoxkeHns o nopsake oOpalieHus co ciyxebHoi nupopmarmen orpaHuYeHHOTO
pacripocTpaHeHus B GeiepaIbHBIX OpraHax UCIIOJHUTEFHON BIIACTH, YITOJIHOMOYEHHOM OpTraHe
yIpaBJIEHUS MCIIOJIb30BAaHUEM aTOMHOM SHEPTHMM U YIMOJTHOMOUYEHHOM OpraHe Mo KOCMHYECKOH
NEeSITeTTHHOCTI;
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I'OCT P 7.0.8-2013. HanmonansHbiii crangapt Poccuiickoit @enepanuu. Cucrema craH-
IapToB 1o uH(opMauu, OUOIHMOTEYHOMY M U3JaTelNbCKOMY Jeny. Jlemonpou3BOACTBO U ap-
xuBHOE z1e10. Tepmunsl u onpeaenenus (yrB. Ilpukasom Poccrannmapra ot 17.10.2013 Ne 1185-
CcT);

I'OCT P 7.0.97-2016. Cucrema cTtaHAapToB 1O WHPOpPMAIUK, OUOIHMOTEYHOMY H H37a-
TenbcKkoMy Jeny. OpraHuzallMoHHO-pacnopsauTenbHas JokyMeHTanus. TpeboBanus kK odopm-
nenuto okymMeHToB (yTB. Ilpukasom Poccrangapra ot 08.12.2016 Ne 2004-cT);

3akon Pecryommmkn Komu ot 06.06.1994 Ne XI1-20/1 «O TI'ocynapcrBeHHOM TepOe Pec-
nyonuku Komuy,

[Toctanosnenue IlpaBurenscTBa Pecryommkun Komu ot 11 depans 2015 roma Ne 58 «O6
YTBEP)KJICHUH TUIIOBOM MHCTPYKLIUU MO JICIOMPOU3BOJCTBY B OpraHax B CUCTEME UCIIOIHHUTEIb-
Ho# Biactu PecniyOmuku Komuy;

[TocranoBnenne [IpaButensctBa Pecyomuku Komu ot 20.09.2011 Ne 396 «O6 opranu-
3allMM MEKBEJJOMCTBEHHOMN CHUCTEMbI 3JIEKTPOHHOTO JOKYMeHTooOopoTa» (BmecTe ¢ [lonoxenu-
€M O MEKBEJIOMCTBEHHOM CHCTEME DIICKTPOHHOTO IOKYMEHTO000POTa).

6. CpencrBa o0ecrieueHusi 0CBOEHHS YUeOHOI 1M CUMIIMHBI

B ydue6HOM mporiecce mpu peanu3anuu yaeOHON AMCHHUILTUHBI « BUIBI yIIpaBIeHYSCKUX
JIOKYMEHTOB)» UCIIOJIB3YOTCS CIEAYIOLINE IPOrPaMMHBIE CPELICTBA:

Hugpopmayuonnsvie mexnono- | Ilepeuenv npozpammnozo obecneyenus u uHGHopmayuoHHbvIX

cuu CRPABOYHbIX cUcCmem
Oduchbrit maket aist padotsl ¢ | Microsoft Office Professional
JOKYMEHTaMHU LibreOffice

HNndpopmannonHo-cnpasounsie | CipaBouHo-npaBoBas cucrema "Koncynbrant [Tnroc"

CHCTEMBI CnpaBouHo-nipaBoBas cuctema "["apant"

DNEeKTPOHHO-OMOINOTEUHBIE OBbC «YHuBepcuterckast OMOIMOTeKa OHJIANH

CHCTEMBI Hayunas anexktponHas Oubianorexa (Www.e-library.ru)

Hannonanwsnas snexrponnas oubdnuorexa (https://H36.pd)

DJNeKTpOHHas MouTa DneKkTpoHHas 1mo4Ta B jomMeHe Krags.ru

CpenctBa s opranuzanuu | CepBUCH BeO- U BUACOKOH(DEPEHIICBSI3H, B TOM YHCIIE
BeOuHapoB, TenemoctoB u | BigBlueButton
KOH(pepeHIHH

COHpOBO)KIleHI/Ie OCBOCHUS OUCHUITIINHBI O6y‘IaIOHH/IMC$[ BO3MOXHO C HUCIIOJIB30BAHUEM
ANEKTPOHHOU MH(POpMaIIMOHHO-00pa3zoBarenbHol cpeasl [[OY BO KPAI'CuY, B Tom uucie 06-
pasoBarenbHOro noprana Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepuajibHO-TeXHHUYECKOe o0ecrieyeHue
OCBOCHUS Y4eOHOM IMCUUIITTHHBI

[Ipu mpoBeneHUN yueOHBIX 3aHITUN MO AUCHUIUTMHE «BUAbI ynpaBieHYeCKUX JOKYMEH-
TOB» 3aJIECTBOBaHa MatepuaabHO-TexHHUYeckas 6aza 'OY BO KPAI'CuY, B coctaB KOTOpOit
BXOJST CIIEAYIOIINE CPENICTBA U PECYPCHI JJIsi OpPraHU3aluy CaMOCTOSTEIbHOW U COBMECTHOM
paboThl 00yUaOIIUXCS ¢ MPernoiaBaTesieM:

— cHelalbHble TOMEIICHUS JUIS peaanu3alud JaHHOW JUCHUIIMHBI MPEACTABISIOT CO-
Ooli yueOHbIe ayTUTOPUH JUIS TIPOBEACHHS 3aHSITUN JIEKIIMOHHOTO THIIA, 3aHATHI CEMHUHAPCKOTO
THIIA, prr[HOBBIX nu I/IHI[I/IBI/IJIyaJ'II)HI)IX KOHCYHBTaHHﬁ, TGKYHIGI‘O KOHTpOJ'IS[ nu HpOMC)KyTO‘—IHOfI
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http://www.e-library.ru/

aTTecTalliy, a TaK)Ke OMELIEHUS AJI1 CaMOCTOSATEIbHON pabOThl U MOMEIIEHUS ISl XpaHEHUs U
npopHIAKTHYECKOTO OOCITyKUBaHHUs ydueOHOro oOopynoBanus. CrnenuaibHble MOMEUICHUS
YKOMIUIEKTOBAHBI CIEIUATU3UPOBAHHON MeEOEIbl0 W TEXHUYECKHMMHU CPEICTBAMH OOYyYEeHHS,
CIIy’>KaIllMMU JIJIs1 TIPEJICTaBIIeHUs yaeOHOH nH(opMaIiy O0JIbIION ayAUTOPUH.

Jlnist IpoBeICHUs 3aHATUH JICKIIMOHHOTO THIA MpeaararTcss HaObophl 1EMOHCTPAIIMOH-
HOro 00OpyIOBaHMS M Y4eOHO-HAIJISIAHBIX MMOCOOMH, oOecreuynBarone TeMaTuYecKue MILTIo-
CTpaluu;

— J1abopaTOpHIO, OCHAIICHHYIO JIA0OPATOPHBIM 000PYIOBAaHHEM;

— MOMEIIEHHUE IJISi CAaMOCTOSITENIbHOM paboThl 00YYarOIIMXCs OCHAILIEHO KOMITbIOTEPHOM
TEXHUKOH C BO3MOXKHOCTBIO MOAKIIOUEHHs K cetn «HTepHEeT» M obOecneueHHeM JI0CTyIa B
AIIEKTPOHHYIO MHPOPMALMOHHO-00pa30BaTENbHYIO Cpely OpraHu3alny;

— KOMITBIOTEPHBIE KJIACCHI, OCHAIIICHHbIE COBPEMEHHBIMH IEPCOHAILHBIMU KOMITBIOTEPAMH,
paboTaronMMu 10| yIIpaBJICHUEM ONEpaluoHHBIX cucteM Microsoft Windows, o0be1MHEHHBI-
MU B JIOKaJIbHYIO CETh U UMEIOIIUMHU BbIX0J B MIHTepHeT;

— Oubnuoreka  AKaJeMuHW, KHIDKHBIM  (OHA  KOTOPOH  COAEpPKHUT  HAy4dHO-
HCCJIEIOBATEILCKYIO JIUTEPATYPy, HAyYHBIE KYPHAIbI U TPYAbl HAYYHBIX KOHPEPEHIIUH, a TaKxKe
YUTAILHBIN 347,

— cepBepHOE 000pyI0BaHUE, BKIIIOYAIOIIEE, B TOM YHUCIIE, HECKOJIBKO cepBepoB cepun IBM
System X, a Takke BUPTyallbHBIE CepBepa, padOTaIOMIKNE IO/ YIPABICHHEM ONEPAIMOHHBIX CH-
ctem Calculate Linux, BkimtoueHHoi B Peectp Poccutickoro I1O, u Microsoft Windows Server u
CIy’KaIllUMU JUIs pa3MeIleHus] Pa3IidHbIX CEPBUCOB M CIYXKO, B TOM YHCIE JUIsI 00ECTICUYCHHS
pabotel CYBJl MySQL u MS SQL Server;

— CeTeBOe KOMMYTAIIMOHHOE 000pyJOoBaHME, OOeceurBaoiiee padoTy JOKaIbHON CETH,
IpeocTaBleHue JocTymna K cetu Internet ¢ obmielt ckopocThio moakmouenust 10 Mout/cek, a
Takke paboty OecripoBogHOro cermenta cet Wi-Fi B momeneHusx AkajieMuu;

— UHTEepaKTUBHbIE HHPOpMAIMOHHBIE KHOCKU «HOY;

— MpOrpaMMHBIE U alapaTHBIE CPECTBA I IPOBEICHUS BUICOKOH(DEPEHIICBA3H.

Kpome TOro, B 00Opa3zoBaTelbHOM TMpoIecce OOYJAIOMMMHUCS HIMPOKO HCIIONB3YIOTCS
CJICYIOIINE AIIEKTPOHHBIE PECYPCHI:

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

— cait www.krags.ru;

— OecnpoBoaHas ceTb Wi-Fi (B OTKpBITOM J0CTYyIIE).

KonkpeTHble moMenieHust isi OpraHu3aii o0y4eHHus Mo AUCHUIIIHHE «Buasl ympas-
JIEHYECKHX JJOKYMEHTOBY IpeicTaBlieHbl B CripaBKke 0 MaTepUaibHO-TEXHUYECKOM 00eceueHI
00pa30BaTebHON TIPOrpaMMBbI 10 HampaplieHHto moAroToBku 46.03.02 JlokyMeHTOBeneHUE U
apXuBOBeJIeHNEe, C(HOPMUPOBAHHON B COOTBETCTBHH C PACIHCAHUEM yYEOHBIX 3aHATHH U TPO-
ME)XXYTOUHOM arrecTanuu u nacnopramu kabuneros 'OY BO KPAT'CuV.
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