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PaGouas mporpamMma JUCHUIUTMHBI «BUIBI yIIpaBIEHYECKUX JTOKYMEHTOBY» COCTaBIIEHA
B COOTBETCTBHUH C TPEOOBAHUSMHU:

- @enepa’abHOrO roCyIapCcTBEHHOIO 00pa30BaTeIbHOIO CTAaHAApTa BBICIIETO 00pa3oBa-
HUS 10 HampasieHuio noarotoBku 46.03.02 JlokyMeHTOBeIeHHE W apXWBOBEACHHE (YPOBEHB
OakanaBpuata), yrBepKaeHHOro npukazoM Munoopraayku Poccun ot 06.03.2015 Nel76;

- Ilpukaza MunoOpHayku Poccum «OO06 yrBepxkaeHuu llopsaka opraHuzamuu U oCy-
HIECTBJICHUSI 00Pa30BaTEIbHOM AESITENLHOCTH MO0 00pa30BaTeNIbHBIM NIPOrpaMMaM BBICIIETO 00-
pa3oBaHUs — MporpaMMaM OakanaBpuaTa, porpaMMmamM CIeUaINTeTa, IporpaMmmaM MarucTpa-
Typb» 0T 05.04.2017 Ne 301;

- yuebHoro miana ['OY BO «Komu pecmyOiuKaHCKash akaJeMus TOCYIapCTBEHHOMN
cnyxObl u ympaBneHus» mno HampaBieHuro 46.03.02 JIokyMEHTOBEJCHHE W apXUBOBEICHHC
(ypoBeHb OakanaBpuara) HampaBIeHHOCTh (Tpodwmib) «JloKyMEeHTaIMOHHOE OOecIeYeHHe
yIpaBICHUS.

© Komu pecmyOnrkaHcKast akaeMust
roCyIapCTBEHHOM CITyXKObI
u ynpasienus, 2020



1. ey u 3a1a4m y4eOHOM TUCHUILIHHBI

1.1. I{enw uzyuenus yueonoii oucyuniunol

Lenbro OCBOCHHMS TUCHUILTUHBI «BUIBI yIIPaBICHYECKUX JTOKYMEHTOBY SIBIISIETCS TIOJTO-
TOBKa 0akanaBpoB K Oymyiiel mpodeccrnoHabHON AEeITeTbHOCTH HA OCHOBE M3YYCHHSI BHUJIOB
YIPaABJICHYECKUX JIOKYMEHTOB, NPUOOPETEHHsI HABBIKOB JOKYMEHTHUPOBaHHS WH(GOpPMAIUU HC-
XOJIsI U3 1IeJIed U 3aj1ay yIpaBJICHHS.

1.2. 3a0auu yueonoii oucyunaunut

3aiagyamMul OCBOCHHMSI TUCIMIUTHHBI «BUBI yIIPaBIECHUYSCKUX JOKYMEHTOBY SIBIISIOTCS:

— M3YYUTh OCHOBHBIC HOPMATHUBHBIC IPABOBHIC aKThl U METOJUYECKHUE JIOKYMEHTHI B 00-
JaCTH JOKYMEHTUPOBAHUS YIIPABICHUYESCKON ACITEITLHOCTH;

— M3YYHUTh OCHOBHBIC BUJIBI M (DYHKITMH YIIPABJICHYECKOM TOKYMEHTAIINY;

— MIPOAHATM3UPOBATH MPABUIIA ITOATOTOBKH YIIPABICHYSCKUX JOKYMEHTOB,

— copMHUpOBaTH MPAKTUYECKUE HABBIKM COCTABIICHUS PAa3HBIX BHJIOB YIIPABICHYCCKUX
JIOKYMEHTOB.

1.3. Buovl komnemenuyuii, hopmupyemole 6 pe3yibmame 0C60CHUA OUCUUNTIUHDL

N3zyuenne aucuuiuinHbl «Bubl yIIpaBIeHYECKUX TOKYMEHTOBY HANpPaBICHO HAa (HOpPMHU-
pOBaHHUE CIEAYIOINUX KOMIIETCHIINN:

1) npodeccronanbHble:

— I1K-19 — cniocoGHOCTh UCTIONB30BaTh MPaBUIIa MOJITOTOBKH YIPABICHYECKUX JOKYMEH-
TOB U BEJICHUS JICTIOBOM NIEPEIHCKH;

— IIK-25 — BrnageHne HaBBIKAMH TOATOTOBKH YIPABICHYECKHX JOKYMEHTOB U BEIACHUS
JICIIOBOM TEPEITHCKH.

1.4. Mecmo oucuyunnunst 6 cmpykmype o0pazoeamenvHoil RPOZPAMMbL:
JucuunnuHa «Buabl ynpaBleHYeCKUX JTOKYMEHTOBY» SIBISIETCS 00s13amenvbHOu s U3y-
YEHUs, OTHOCUTCS K 8apuamusHol yacmu nporpamMmbl biioka 1 «Jlucuurmimaer (MOTyIN)».



2. TpeGoBaHus K pe3yJibTaTaM OCBOECHHUS
y4eOHOM TUCUMILINHBI

B pesynbrare u3ydyeHHs AUCHUIUIUHBI «BUABI yIpaBIeHYECKUX JOKYMEHTOB)» 00ydYaro-
IIMECs JIOJIKHBI OBJIAJIETh CIEIYIOIMMH 3HAHUAMHU, YMEHUAMU U HABBIKM B 00JIACTU JOKYMEH-
TUPOBaHUS UH(OPMAIK U pabOTHI C TOKyMEHTAMH, COOTHECEHHBIMH C IITAHUPYEMBIMU PE3YiIb-
TaTaMU OCBOEHUs 00Pa30BaTEeIbHON IPOrPaMMBI:

dopmupyeMble
KOMIleTeHIHH (KOS,

I[lnannpyemble pe3y/ibTaThl 0CBOCHUS
Y4€eOHOM T CIUIIJINHbI

COZEpKaHUE KOMIIE- 3HaTh YmMmern Baagers
TCHIINH )
Ilpogpeccuonanvrvie komnemenyuu
Buo desmenvrnocmu: mexnonoeuueckas
[IK-19 - cnoco0- | HOpMaTHUBHBIE WCIOJB30BATh MPa- | CIHOCOOHOCTBIO UCIIOIB30-

HOCTh HCIIOJIb30BAaThb
mpaBujia IMOATOTOBKHU
YIIpaBJICHUYCCKHUX H0-
KYMCHTOB W BCIACHUA
HeHOBOﬁ MECPCIINCKU

MIPaBOBBIE U Me-
TOJUYECKHUE OC-
HOBBI IOJITOTOBKU
JIOKYMEHTOB, CH-
CTEMBbI IOKYMEH-
TalUH, UX JOKY-
MEHTHBIN COCTaB,
rpaBuja Moro-
TOBKH M COCTaB
PEKBU3UTOB
YIPaBJICHUYECKUX
JIOKYMEHTOB

BUJIA TIOJITOTOBKHU
YIPABJICHUECKUX
JIOKYMEHTOB

BaThb IIpaBuJia IOATI'OTOBKH
YIpaBJICHUYCCKHUX JOKYMCH-
TOB

[IK-25 — BiageHue
HAaBBIKAMH I1IOATOTOB-
KU  YIOPaBJICHYECKUX

BHU/IbI, PA3HOBH/I-
HOCTH, OCOOEHHO-
CTH | TpaBuia

COCTaBJIATh U
odopmIATh pas-
JIUYHBIC BUIBI

JOKYMCHTOB MW BCAC- | MOATOTOBKHU YHOPaBJICHYCCKUX
HUsA HCHOBOP’I Mepe- | yupabBJICHUYCCKUX AOKYMCHTOB
IIUCKHN JOKYMCHTOB

HaBbIKaMH IIOATIOTOBKH
YIpaBJICHUYCCKHUX JOKYMCH-
TOB




3. O0béM y4eOHOI JUCHTUNIMHBI

Ounas popma o0yueHust

Buasbl yueOHoii padboThl

Pacnipenenenue yuedoHOro

BpeMeHH
Konumaxkmmnan paboma 56,35
AyauTopHbIe 3aHATHS (BCETO): 54
Jlexyuu 18
Ilpaxmuyeckue 3ansamus 36
Jlabopamopnule 3anamus
[TpomexyTouHas arTecTanus 2,35
Koucynomayus nepeo sx3amenom 2
Dx3amen 0,35
3auem
Pyxosoocmeo kypcosoii pabomoii
Camocmoamenvnasa paboma 87,65
Camocmosamenvhas paboma 6 meyeHue cemecmpa 51,65
Hanucanue xypcosoii pabomot
Iloocomoeka Kk npomexicymoyHou ammecmayuu 36

Bup Texymen arrecranuu

KOHTpOJIbHAs paboTa

Oowan mpyooémkocmop OUCYUNIAUHDBL:

qacwol

144

3ayémuvie eOUHUYbL

4

3aounas popma o0yueHus
Jucnurnuna peanusyercs B 2-X CECCHsIX

1 ceccusx
Buant yueonoii pacorsi Pacnpenesienue yueOHOro
BpeMEeHH

Konmaxkmmnasn paooma 14
AyIuTOpHBIE 3aHATUS (BCET0): 14
Jlexyuu 6
Ipaxmuyeckue 3anusimus 8

Jlabopamopnule 3ansmus
[TpomMexyTouHas aTTecTalus 0
Koncynemayus nepeo sxzamenom 0

Oxzamen

3auem

Pyxoeoocmeo kypcosoii pabomoti
Camocmoamenvnas paboma 58
Camocmosmenvras paboma 6 meyeHue cemecmpa 58

Hanucanue xypcosoii pabomot

Ilooeomoska x }’lpOMe.?fcymOHHOﬁ ammecmayuu

Bup Texymei arrecranuu

KOHTpOJbHas paboTa

Oowan mpyooémkocmop OUCYUNIUHDBL:

yacwel

72

3auémmuovle eOUHUYbL

5




2 ceccusn

Buabl yueOHoii padoTsl

Pacnpenesienue yueo0Horo

BpeMeHU
Konmaxmmuasn paboma 2,35
AynutopHble 3aHATHUS (BCETO): 0
Jlexyuu
IIpaxmuueckue 3anamus
Jlabopamopnvie 3anamus
[IpomexxyTouHas aTTecTamus 2,35
Koncynomayus nepeo sxzamenom 2
Dxzamen 0,35
3auem
Pyxosoocmeo kypcosoii pabomoii
Camocmosamensnan paboma 69,65
Camocmosmenvras paboma 6 meyeHue cemecmpa 60,65
Hanucanue xypcoeoti pabomuwi
Iloocomoeka Kk npomedicymouHol ammecmayuu 9
Bup Texyiuei arrecranuu
Oobuwan mpyooémkocmep OUCUUNTUHBL:
yacwl 72
3ayémuvie eOUHUYbL 2

O4Ho-3204Hasi gpopma 00y4eHHs

Bupabl yueOHoii padoThI

Pacnpenesienue yueOHOro

BpeMeHH
Konmaxmmuasn paboma 28,35
AyIuTOpHBIE 3aHATUS (BCEr0): 26
Jlexyuu 10
Ipaxmuueckue 3anamus 16
Jlabopamopnule 3ansmus
[TpomexyTouHas aTTecTanus 2,35
Koncynemayus nepeo sxzamenom 2
Dx3amen 0,35
3auem
Konmponvnasn paboma
Pyxosoocmeo kypcosoii pabomoii
Camocmoamenvnas paboma 115,65
Camocmosimenvras paboma 6 meyeHue cemecmpa 106,65
Iloocomoska konmponvbHoU pabomul
Hanucanue xypcosoii pabomot
Tloocomogka Kk npomesrcymouHol ammecmayuu 9

Bup Texymei arrecranuu

KOHTpOJIbHAsI paboTa

Oowan mpyooémkocmop OUCYUNIUHDBL:

yacwel

144

3auémmuovle eOUHUYbL

6




4. Conep:xkanue TeM y4eOHOM TMCUMILINHBI

HaumeHoBanue TeMbl y4eOHOM
AMCHMILINHBI

Conep:xaHue TeMbl

HOpMaTI/IBHBIe IIPaBOBBIC U METOAUYC-
CKHEC OCHOBEBI I[OKYMCHTaI_II/IOHHOI‘O
O6€CH€‘I€HI/IH YIpaBJICHUA

(ITK-19, TIK-25)

[TonsTHS «HOpPMATHUBHBIN MPAaBOBOM akT», Kinaccudu-
Kall¥s U CUCTEMa HOPMAaTUBHBIX IIPABOBBIX aKTOB,
CBOWCTBO IOPUINYECKON CHIIBI HOPMATHUBHOTO MPaBO-
BOT0 aKTa, [IpaBoBoe perynupoBaHue pabOThI C HH-
dbopmarueii, Pernamenranus 1eonpon3BOACTBA B
opraHax BJacTH M ynpasieHusi, Metoauueckoe ooec-
NeYeHUe JeIONPON3BOCTBA B TOCYAaPCTBEHHBIX Op-
ranu3anusix, [IpaBoBbie OCHOBBI HCITOJIB30BAHUS O(H-
[UAIbHBIX CHMBOJIOB B JIOKyMeHTaX, [IpaBoBbie ocHO-
BbI CO3/IaHUS JJIEKTPOHHBIX JOKYMEHTOB U pabOThI €
HuMHU, [IpaBoBbIE OCHOBHI apXUBHOTO Jiena, [IpaBoBbie
OCHOBBI pabOTHI C 0OpameHusIMH Tpaxat, [IpaBoBsie
OCHOBBI pa0OTHI C JOKYMEHTaMH COAEPKAIIUMU TOCY-
JIapCTBEHHYIO TaiiHy, [IpaBoBOE peryaupoBanue pa-
OOTBI C JOKYMEHTaMH, COJIEPIKAIUMU CBEICHUS KOH-
¢uaeHuManpHOro Xapakrepa, [I[paBoBbie OCHOBBI HC-
MOJIb30BaHUs OPUITMAIBLHBIX S3BIKOB B paboTe ¢ J10-
KyMeHTamu, HanmoHanpHble cTaHAapThl B 001aCTH
JIEJIONPOU3BOACTBA, HOpMaTHBHEIE TPAaBOBBIE AKThI
Pecniy6onmukn Komu B o6mactu paboThI ¢ JOKyMEHTa-
MU.

Knaccugukanus 1okymeHTa, kak 00b-
eKTa ¥ HHCTPYMEHTa YIIPaBICHUSI
(ITIK-19, TIK-25)

Knaccugukarus 10KyMEHTOB 1O Pa3IMYHBIM KJIACCH-
(buKaMOHHBIM IPU3HAKAM: TIO BUTY O(OPMIICHHS, 110
cpeacTBaM (UKCAIH, IO CpOKaM ucnoiaHenus, [1o
coJiepkaHuto, o Gopme (1Mo yHU(PUIIUPOBAHHOCTH),
10 MECTY COCTaBJIEHHUS (IO «apeany OOUTaHUs»), IO
IPOMCXOXKAECHUIO, 110 MOATUHHOCTH, 110 CTENEHH
[JIACHOCTH, MO0 CHUCTEMaM JIOKYMEHTAllUM U BUJaM J10-
KYMEHTOB (I10 IPU3HAKY Ha3HAYEHHUS ), IO CUCTEMaM
JToKyMeHTaIuu (1o cdepe nesTeaTbHOCTH). Y Huduka-
IIUS] CUCTEM JJOKYMEHTAIIUU U BUJOB JOKYMEHTOB

[TpaBuiia moAroTOBKU U 0hopmIIeHUs
JIOKYMEHTOB
(ITK-19, TIK-25)

I'OCT P 7.0.97 — 2016. O0uue mpaBuia moAroTOBKH
u opopmiienust fokymeHToB. [IpaBuna opopmienus
OTJICIIbHBIX PEKBU3UTOB JOKYMEHTOB.

CucremMa opraHu3aoOHHO-TIPaBOBOM
JIOKYMEHTAITU!
(TIK-19, TIK-25)

Ha3nauenue u 0cOOEHHOCTH CUCTEMBI OpraHU3aLIU-
OHHO-TIPAaBOBOM JOoKyMeHTaIu. OCOOEHHOCTH OT-
JIENIbHBIX BUJIOB OPTaHNU3allMOHHO IIPABOBBIX JOKY-
MEHTOB: ¥YCTaB, YUpeIUTeIbHbIN J0r0BOp, [Tonoxe-
HUe 00 opranu3zanui, [logoxeHnue o CTpyKTypHOM
MO/Ipa3/IeJIeHNH, KOJIJIETHAIbHOM (MJIM COBEIATElb-
HOM) oprase, ITono)xeHne o Buze nedarenbHocTy, Pe-
rnameHT, [lItatHoe pacniucanne, MHcTpykius, Jlomx-
HOCTHas uHcTpykuus, Ilopsanok, [Ipasuna, Homen-
KJIaTypa.

Cucrema pacrnopsiAUTEIbHOW JOKYMEH-
TaIuH

(TTK-19, TIK-25)

HazHaueHne 1 0COOEHHOCTH CUCTEMBI PacTIOPSIH-
TEeTbHOMN JoKyMeHTanuu. OCOOEHHOCTH OTAETHHBIX
BHJIOB PaclopsAIUTEIbHBIX JOKYMEHTOB: IPUKa3, pac-
MOPsDKEHHE, YKa3, YKa3aHue, MOCTAaHOBJICHHUE, pellle-
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HUC.

Cucrema HHPOPMALIMOHHO- Ha3znauenune u 0coOOEHHOCTH CUCTEMBI HH(POPMAIMOH-
CIPAaBOYHON JOKYMEHTALUH HO-CIPaBOYHOMU JoKyMeHTanuu. OcoOeHHOCTH OT-
(TIK-19, TIK-25) JIETBHBIX BUJIOB HH(POPMAIIMOHHO-CIIPABOYHBIX JOKY-

MEHTOB: JIOKJIa{Hasl 3allUCKa, cIayxeOHas 3almcKa,
00BsICHUTENIbHAS 3aMMCKA, IPEIOKEHHE, ITPEICTAB-
JIEHHE, 3as1BJICHUE, BCE PA3HOBHUIHOCTH JICJIOBBIX IH-
CEM, NIPOTOKOJI, aKT, CIPaBKa, 3aKJIIOUEHUE, OT3bIB,
CBOJIKA, CIIUCOK, IEPEYEHb.

Cucrema 1m1aHOBOM JOKyMEHTAllUU Ha3znauenue u 0cOOEHHOCTH CUCTEMBI TUTAHOBOH J10-
(TIK-19, TIK-25) kyMeHTanuu. OCOOEHHOCTH OTIEIBHBIX BUIOB TIAHO-
BBIX JJOKyMEHTOB: TIJIaH, Mporpamma, rpaduk, Kapra,
MIPOEKT, TUIAH-TIPOTHO3.

Cucrema OTYETHOHM TOKYMEHTALIUU Ha3nauenmne u 0cOOEHHOCTH CUCTEMBI OTYETHOM J10-

(TIK-19, TIK-25) KyMeHTanuu. OCOOEHHOCTH OTIEIbHBIX BUOB OTUET-
HBIX JJOKYMEHTOB: Pa3HOBUIHOCTH OTYETOB.

Cucrema y4yeTHOU JOKYMEHTAIUU HazHnaueHue 1 0COOEHHOCTH CUCTEMbI YYE€THOM JTOKY-

(TIK-19, TIK-25) MeHTarui. OCOOCHHOCTH OTIEIHHBIX BUIOB YUETHBIX

JIOKYMEHTOB: KHUTA, )KypHaJ, TaCIOPT, KapTOUKa, Be-
JIOMOCTb, OITHCH.

CucremMa 10roBOpHOM JOKYMEHTALMH Ha3nauenue 1 0cOOEHHOCTH CUCTEMBI JOTOBOPHOI
(ITIK-19, TIK-25) nokyMmeHTauu. OcoOEeHHOCTH OTAEIbHBIX BUIOB J10-
TOBOPHBIX JIOKYMEHTOB: I0TOBOPBI M KOHTPAKTHI
Ipa’kJaHCKO-TIPaBOBOT0 M TPYAOBOI'O XapakTepa.

3aBUCHMOCTh OT/IC/IbHBIX JCIONPON3- | YTBEPXKAaeMbIe JOKYMEHTHI, JOKYMEHTBI 3aBEPEMbIC
BOJICTBEHHBIX IIPOLIEAYP OT BUA JOKY- | I€YaThio, HEPETHCTPUPYEMBIE TIOKYMEHTHI.
menra (TTK-19, TTK-25)

5. Y4eOHo-MeToaM4YecKkoe U HH(POPMALMOHHOE o0ecnieueHrue Y4eOHOH M CHMILIHHBI

5.1. Ocnosnana numepamypa:

1. ApacnanoBa, B.A. JlokymeHTanimonHoe o0ecrieueHrue yrpaBiaeHus: yueo.-TIpaKT. mo-
cobue / B.A. ApacnaHosa. — M.: Hupext-Menua, 2013 // -
URL.: http://biblioclub.ru/index.php?page=book&id=137706.

2. T'punbepr, A.C. loxymenrtanmonHoe obecrnieuenne ynpasienus / A.C. I'punbepr,
H.H. I'op6aués, O.A. Myxamerimunaa. — M. : FOuutu-/lana, 2015. — 391 c. : ta6xa., rpad., ui.,
CXEMBI Pexum JIOCTyTIA: o MOJITHUCKE. —
URL: http: //blb|IOC|ub ru/index.php?page=book&id=115031.

5.2. /lononnumenvuas numepamypa:

1. Jemmn, .M. [enonpousBonctBo. JOKyMEHTAalMOHHBIH  MEHEIKMEHT /
KO.M. Jlemun. — M. ; bepnun : lupexr-Menua, 2014. — 205 c. : Tabmn., cxem. — Pexxum poctymna:
no moamucke. — URL: http://biblioclub.ru/index.php?page=book&id=253657.

2. Ko3zuna, E.C. [lenonpousBozactso / E.C. Kozuna. — M. : lupexkt-Meaua, 2013. — 27
C. — Pexum JIOCTyTIA! 1o TOJIINCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=141469.

3. Ky3nenos, C.JI. CoBpeMeHHBIC TEXHOJOTHH JIOKYMEHTAIIHOHHOTO OO0ECIICUCHUS
yrnpasneHus: yuae6. nmocodbue / C.JI. Kyznenos; mon pen. T.B. Ky3uernopoii. - M.: 3garensckuit
nom MDBU, 2010.



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
http://biblioclub.ru/index.php?page=book&id=141469

4. Kymmnup, O.H. OcHOBBI TOKYMEHTHPOBAHUS YIPABICHUECKONW NEATENbHOCTH: y4eO.
nocobue no crenkypey / O.H. Kymuaup, M. B. Kymnaup; Komu pecnybnukaHckas akana. Toc.
ciyx0bl 1 ynpasienus. - CoikteiBKap: M3a-8o KPAI'CuVY, 2009. - 77 c.

5.  Kymmnup, O.H. [luceMenHbIe AenoBbie KOMMYHUKaIUU: y4ueb. mocooue / O. H. Kym-
Hup, M. B. Toauka; Komu pecniyOnukanckast akaj. Toc. CIy:KObl U yrpaBieHusl. - ChIKTBIBKap:
Hzn-so KPAI'CunVY, 2013. - 120 c.

6. Muxaitnos, FO.M. Kak npaBuibHO 1 ObICTPO pa3paboTaTh TOKYMEHTALHUIO MIPEIIPH-
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 TMOAMNHUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=253702.

8. Poroxwun, M.1O. JlokymeHTannonHoe obecrieueHue ynpasienus / M.IO. Poroxun. —
M. ; bepmun : upexr-Menua, 2014. — 398 c. : un. — Pexxum gocTyma: mo MOAMUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=253705.

5.3. Dnekmponno-oubIUOMeEunan cucmema:

1. DnexTpoHHO-OMOMMOTEYHAasT cucTeMa «YHUBEPCUTETCKas OuOIMOTeKa OHJIAH»
(www.biblioclub.ru).

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

5.4. Ilpogpeccuonanvrvie 6a3vl OAGHHBIX, UHPOPMAUUOHHO-CRPABGOUHDIE U NOUCKOBHIE
cucmemol:

1. CopaBouHno-npaBoBas cucteMa «I'apanT».

2. CrpaBouHo-nipaBoBas cucrema «Koncynprant ITmoc».

3. DNeKTpoHHO-OMONHMOTeYHast CcHcTeMa «YHHBEPCHUTETCKas OWOIMOTeKa OHJIAMH»
(www.biblioclub.ru).

4. Hayunas snektponHast oudaunorexa (www.e-library.ru).
5. HaumonanbHast snekrponHas 6udanoreka (https:/m36.pb).

5.5. Pecypcol ungpopmayuonno-meneKOMMyHuUKayuonnou cemu «Mumepnuemy:
1. Caiit Beepoccuiickoro HayuyHO-HCCIIE10BaTENbCKOT0 MHCTUTYTA IOKYMEHTOBEICHUS U
apxXuBHOTO Jiena http://www.vniidad.ru/

5.6. Hopmamuenwvie npasoevle akmol u Memoouyeckue 00KyMeHmul:

TpynoBoii konexc Poccuiickoit deneparmm ot 30.12.2001 Ne 197-D3;

I'paxxnanckuii kogeke Poccuiickoii @eneparuu (qacts nepsasi) ot 30.11.1994 Ne 51-@3;

I'paxxnanckwuii kogexe Poccuiickoit @enepanuu (yacts Bropasi) oT 26.01.1996 Ne 14-D3;

®denepalbHbII KOHCTUTYIIMOHHBIN 3ak0H 0T 25.12.2000 Ne 2-DK3 «O IN'ocymnapcTBeHHOM
repbe Poccuiickoit deneparumny;

®enepanbublif 3akoH oT 27 .07.2006 Ne 149-03 «O0 uHpopmanuu, HHPOPMALMOHHBIX
TEXHOJIOTUSIX U O 3alIuTe HH()OpMAIUI;

®enepanbhbiif 3akoH 0T 06.04.2011 Ne 63-D3 «O0 37eKTPOHHOM MOTUCHY;

®enepanbHbnii 3akoH 0T 22.10. 2004 Ne 125-D3 «O06 apxuBHOM nene B Poccuiickoit De-
Jieparumn;

®enepanbHblii 3akoH oT 02.05.2006 Ne 59-D3 «O mopsiake paccCMOTpeHHsS OOpalieHuid
rpaxaal Pocculickoit denepauuny;

®denepanbHbIit 3ak0oH 0T 27.07.2006 Ne 152-®3 (pexn. ot 31.12.2017) «O nepcoHATBHBIX
JTAHHBIX»;

®denepanbHbIi 3akoH 0T 29.07.2004 Ne 98-D3 (pen. ot 18.04.2018) «O koMMepUeckon
TaitHe»;
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®enepanbhblil 3akoH 0T 01.06.2005 Ne 53-D3 «O rocymapcTBeHHOM si3bIke Poccuiickoii
denepaununy;

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

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 UCHOIHUTEIbHOM BIACTHY;

MeTtoanyeckre peKOMEHIAINHU 110 pa3paboTKe HHCTPYKIUI 1O EIONPOU3BOACTBY B (he-
JIEpaJIbHBIX OpraHaxX UCIIOTHUTENbHOM BiacTu yTB. [Ipukasom Pocapxusa ot 23.12.2009 Ne 76;

IIpuka3 Pocapxusa ot 11.04.2018 Ne 44 «O06 yrBepxkaenuu [IpumepHoil HHCTPYKIIMU 11O
JIEJIONPOU3BOJICTBY B TOCYIaPCTBEHHBIX OPraHU3aLIUAX;

[Tocranosnenue IlpaButenscrBa Poccuiickoit ®@enepanuu ot 27.12.1995 Ne 1268 «O06
YIOPSA0YCHUH U3TOTOBIICHUS, UCTIOJIB30BaHUS, XPAHEHHS] U YHUUTOKEHHUS 1eyaTeil 1 OJaHKOB C
BOcTpou3BeieHueM [ ocynapcTBennoro repba Poccuiickoii @enepanumy,

[ToctanoBnenue IlpaButensctBa PD ot 22.09.2009 Ne 754 (pen. ot 17.10.2017) «O6
yrBepkaeHIH [1o0XKeHns 0 cucTeMe MEeXBEIOMCTBEHHOTO AIEKTPOHHOTO JTOKYMEHTO000pOTaY;

[Ipuka3z MunkynasTypbl Poccun ot 25.08.2010 Ne 558 (pen. ot 16.02.2016) «O6 yTBep-
xaeHuu llepednst THIIOBBIX YIPaBICHYECKHX apXUBHBIX JOKYMEHTOB, 00pa3yIOIIUXCS B MPOIEC-
ce JIeSATENbHOCTU TOCYAaPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJICHUS U OpraHu3a-
Ui, C yKa3aHUEM CPOKOB XPaHECHUS»,

[Tpukaz Munkynbtypsl Poccun ot 31.03.2015 Ne 526 «OO0 yTBepxaeHUU MpaBUJ Opra-
HU3AIMHA XPAHEHUs, KOMIUICKTOBAHUS, YUeTa M UCIOJIb30BAHUS TOKYyMEHTOB ApXHBHOTO (hOoHIIA
Poccuiickoii denepanuu u Jpyrux apXuBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOM BIIACTH,
OpraHax MECTHOTO CaMOYIIPABJICHUS M OPTaHU3ALUAXY,

Vka3 IIpesunenta PO ot 30.11.1995 Ne 1203 (pen. ot 03.09.2018) «OO0 yrBep)acHUH
IlepeuHs cBeieHUM, OTHECEHHBIX K TOCYAPCTBEHHON TallHE;

[TocranoBnenue IlpaBurensctBa PD ot 06.02.2010 Ne 63 (pen. ot 29.12.2016) «O6
yTBepKIeHUU MHCTPYKIIMU O NOpsIKE JOIYCKA JOJDKHOCTHBIX JUL U rpaxkaaH Poccuiickoit @e-
JEpalliy K TOCYy1apCTBEHHOU TaltHe;

[Tocranosnenue IlpaButensctBa P ot 23.07.2005 Ne 443 (pen. ot 18.03.2016) «O6
yrBepxkaeHun IlpaBun pa3paboTKu TepeyHs CBEIACHHM, OTHECEHHBIX K TOCYIapCTBEHHOU
TauHEY;

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

[Tocranosnenne [IpaBurensera PO ot 01.11.2012 Ne 1119 «O6 yrBepkneHnn TpedoBa-
HUH K 3aIIUTe MePCOHAIBHBIX TaHHBIX NMPH UX 00paboTKe B MHPOPMALMOHHBIX CHCTEMaxX Mepco-
HAJIbHBIX JTAHHBIXY;

ITocranosnenue IlpaButenscrBa PO ot 15.09.2008 Ne 687 «O6 yrepxaenuu [Tomoxe-
HUS 00 0COOEHHOCTSAX 00paOOTKH NMEPCOHAIbHBIX JaHHBIX, OCYILECTBISEMONW O€3 MCIOJIb30Ba-
HUS CPEJICTB aBTOMATU3ALUNY;

[Toctanosnenue [IpaBurensctBa PO ot 03.11.1994 Ne 1233 (pexn. ot 18.03.2016) «O6
yTrBepxkaeHnH [TonoxkeHns o nmopsake oOpalieHus co ciry>keOHoi nHpopmalel orpaHu4eHHOro
pacnipocTpaHeHus B (heiepalibHBIX OpTraHaxX MCIOJTHUTENBHOW BIIACTH, YIIOJTHOMOYEHHOM OpraHe
yIpaBJIEHUS UCIIOJIb30BAaHUEM aTOMHOM SHEPrHM U YIMOJTHOMOYEHHOM OpraHe Mo KOCMHYECKOU
NeSITETTHHOCTI;

I'OCT P 7.0.8-2013. HanmonansHsbiii crangapt Poccuiickoit @enepanun. Cucrema craH-
JapTOB 10 WHGPOPMAIHH, OMOIMOTEYHOMY M U3AATEIbCKOMY JAeny. Jlenonpou3BOACTBO U ap-
xuBHOE z1e10. Tepmunsl u onpeaenenus (yrB. Ilpukasom Poccrannapra ot 17.10.2013 Ne 1185-
CcT);

I'OCT P 7.0.97-2016. Cucrema cranaapToB 1o uH(popmauu, OHOIMOTeUHOMY M U37a-
TenbCcKOMY Jnieny. OpraHu3aimoHHO-paCcOpSAUTENbHAS JOKyMeHTaus. TpeboBanus Kk ohopm-
nenuto g1okymMeHToB (yTB. [Ipukazom Poccrangapra ot 08.12.2016 Ne 2004-cT);
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3akon Pecrybnmuku Komu ot 06.06.1994 No XI1-20/1 «O I'ocynmapctBerroM repoe Pec-

nyonuku KoMy,

[Tocranosnenue IlpaButensctBa Pecriyommku Komu ot 11 despans 2015 roga Ne 58 «O06
YTBEPXKICHUH TUIOBOW MHCTPYKIIMHU MO JEJIONPOU3BOACTBY B OpPraHax B CHCTEME MCIIOTHHUTEIb-

Holi Biactu PecriyOmmku Kommy,

[Tocranosnenue [IpaButenbcrBa Pecnyoauku Komu ot 20.09.2011 Ne 396 «O6 opranu-
3aI[U¥ MEKBEIOMCTBEHHOW CHUCTEMBI JIEKTPOHHOIO JIOKYMEHTO000poTa» (BMecTe ¢ [lonoxenu-
€M O MEKBEJIOMCTBEHHOM CHCTEME HJICKTPOHHOTO IOKYMEHTO000POTA).

6. CpencrBa obecrnieueHsi 0CBOCHHS Y4eOHOI THCHUTIMHBI

B ydueOHOM mporiecce mpu peanu3anuu y4eOHON AUCHHUILTUHBI « BUIBI yIIpaBIeHYeCKUX
JIOKYMEHTOB)» UCIIOJIb3YHOTCA CIECAYIOLINE IPOrPaMMHBIE CPELICTBA.

Hnpopmayuonnvie mexuono-
cuu

Ilepeuens npozpammnozo obecneyenus u UHGOPMayUOHHBIX
CHPABOUHBIX cUCEM

OducHblii makeT as paboThI €
JIOKYMEHTaMHU

Microsoft Office Professional
LibreOffice

HudopmalinoHHO-CIIPaBOYHbBIE
CUCTEMBbI

CnpaBouno-npaBoBas cucrema "Koncynprant I lnroc"

CnpaBouHo-nipaBoBas cuctema "["apant"

DIEeKTPOHHO-OUOINOTEUHBIE
CHUCTEMBI

OBC «YHuBepcutTerckas OMOIMOTEKA OHIJIAWHY

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

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

QHGKTpOHHaﬂ modra

DeKkTpoHHas 1mouTa B AoMeHe Krags.ru

Cpe,[[CTBa A1 OpraHu3aluu

CepBucsl BeO- 1 BUICOKOH(EPEHIICBSA3H, B TOM YHUCIIE

BeOuHapoB, TenemoctoB U | BigBlueButton

KOH(epeHIUH

CompoBoXkIeHIE OCBOCHHUS TUCIUIUIMHBI 00YYarOIIUMCST BO3MOXKHO C HCIOJIH30BAHUEM
3JIEKTPOHHOHN MH(pOopMaoHHO-00pa3oBarenabHOl cpeasl [OY BO KPAI'CuY, B Tom uncie 06-
pa3oBaTenbHOro noptana Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepuajibHO-TeXHU4YeCKOe o0ecrieyeHue
OCBOCHUS Y4eOHOM IMCUUIITTHHBI

[Tpu mpoBeieHNH yUeOHBIX 3aHITHHA 10 TUCHUTUTHHE «BUIbI yIpaBleHYeCKUX JOKYMEH-
TOB» 3aJIeCTBOBaHa MatepuanbHO-TexHHUYeckas 6aza 'OY BO KPAI'CuY, B coctaB KOTOpOit
BXOJIAT CJICAYIONIME CPEJCTBA M PECYPCHI AJI OPTaHU3aIMH CAMOCTOATEIHHOW U COBMECTHOM
paboThl 00yUaroIIUXCs ¢ MpernojaBaTeNeM:

— CIeIUATbHBIC TMOMEMICHUS ISl pealn3alii JAaHHOW TUCIUIUIMHBI TPEICTaBISIOT CO-
0ol yueOHbIe ayTUTOPUH IS TIPOBEACHHS 3aHATUI JEKIIMOHHOTO TUIIA, 3aHATUH CEMHHAPCKOTO
THUIIA, TPYIIOBBIX U UHAUBUAYATbHBIX KOHCYJIBTAIUN, TEKYIIET0 KOHTPOJS U MPOMEKYTOUYHOU
aTTeCTaIliH, a TaK)Ke TTOMEIICHUS JJIT CAaMOCTOSATEIbHON PabOThI M MIOMEIICHUS JIUTSl XpaHEHUS 1
MPOQHUIAKTHIECKOTO0 OOCITy)KHBaHHS ydeOHOTo oOopynoBaHus. CreluanbHble MTOMEIICHUS
YKOMIUTIEKTOBaHbI CIEIUATM3UPOBAHHON MeOeIbl0 M TEXHHYSCKUMHU CpEACTBAMH OOYUCHUS,
CITy’KallluMU JJIs IpeJIcTaBIeHus yueOHo nHdopMannuu 60IbIION ayAUTOPHH.
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http://www.e-library.ru/

Jlnist IpOBeICHUsT 3aHATUH JICKIIMOHHOTO THUTA TPEeAIaraloTcsi Habophl IEMOHCTPALMOH-
HOTO O0OpYyIOBaHMS M Y4eOHO-HATISIIHBIX MOCOOMH, 00eCIeunBaloNe TeMATUYECKUE WILTIO-
CTpalluu;

— TIOMEIIEHUE ISl CAMOCTOSITEIIbHONH PabOThl OOYYAIOIIUXCSI OCHAIIEHO KOMITBIOTEPHON
TEXHUKOW C BO3MOXKHOCTBIO MOJAKIIOUEHUs: K ceTn «VHTepHeT» W oOecredeHrneM JocTyrna B
AJEKTPOHHYIO0 WH(POPMAIIMOHHO-00pa30BaTEIbHYIO CPEIy OpraHH3aIlHH;

— KOMITBIOTEPHBIC KJIACCHI, OCHAIIICHHBIC COBPEMEHHBIMH ITEPCOHAILHBIMU KOMITBIOTEPAMH,

paboTaIMMMH 110/ YIIPaBIECHUEM OIepalmoHHbIX cucteM Microsoft Windows, oObeuHEeHHBI-
MU B JIOKQJbHYIO CETh U IMEIOIIUMHU BBIXOJ B VIHTEpHET;

— Oubmmoreka  AkaneMHuH, KHIKHBIH  (OHI  KOTOPOH  COJEPKUT  HAy4dHO-
HCCJICIOBATEILCKYIO JIUTEPATYPy, HAYUHBIC KYPHAIBI U TPYAbl HAYYHBIX KOHPEPEHIIUH, a TaKXKe
YUTATLHBIN 347,

— cepBepHOE 000pyI0BaHUE, BKIIIOYAIOIIEe, B TOM YHCIIE, HECKOJIBKO cepBepoB cepun IBM
System X, a Takxe BUpTyaJIbHbIE cepBepa, pabOTaIOIIUE MO YIIPABICHUEM ONEPAMOHHBIX CH-
creMm Calculate Linux, BkirouenHoi B Peectp Poccuiickoro 10, u Microsoft Windows Server u
CIIy)KaIllMMU ISl pa3MeIlleHus] Pa3IUYHbIX CEPBUCOB U CIYXkO0, B TOM uucie Asi obecredeHus
pabotsel CYBJl MySQL u MS SQL Server;

— CeTeBOE KOMMYTAIMOHHOE 00O0pyIOBaHUE, olecreunBaromee paboTy JIOKaJIbHOW CETH,
IpeoCTaBlIeHHE TOCTyma K cetu Internet ¢ oOmieii ckopocThio moakimodenuss 10 Mout/cek, a
Takke paboty OecripoBogHOrO cerMenTta ceti Wi-Fi B moMenieHusx AKaieMuu;

— UHTEepaKTUBHbIE HHPOpMAIMOHHBIE KHOCKU «HOY;

— MporpaMMHbIE U anmapaTHbIe CPECTBA JIJIs MPOBEACHUS BUICOKOH(PEPEHIICBS3H.

Kpome Ttoro, B oOpa3oBaTenbHOM TMpoliecce OOYYArOMIMMUCS IIUPOKO HCHOIB3YIOTCS
CJIETYIOIINE AJIEKTPOHHBIE PECYPCHI:

— cucrema Internet (ckopocTh moAKIrOYEHUS — S MOUT/CEK);

— caillt www.krags.ru;

— OecnpoBosHas ceTb Wi-Fi (B OTKpBITOM 0CTYyIIE).

KoHkpeTHBIE TTOMEIIEHUs Il OpraHu3anuy o0ydeHHs 1Mo AucUUIuMHe «Buapl yrpas-
JIEHYECKHX JJOKYMEHTOBY IpeicTaBlieHbl B CripaBke 0 MaTepUaibHO-TEXHUYECKOM 00ecrieueHI
o0pa3oBaTeNbHON MpOrpaMMbl MO HampasieHuto nmoarotoBku 46.03.02 JlokymeHTOBeneHHE U
apxuBOBeJIeHNE, C(HOPMUPOBAHHOI B COOTBETCTBMM C PACHMCAHUEM Y4YEOHBIX 3aHATUH U NpO-
MEXYTOUHOM aTTectanuu u nacnopramu kabuneros ['OY BO KPAI'CuY.
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