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Pabowast mporpamMma TMOATOTOBKM CIELHAINCTOB CPEAHETO 3BEHA CPEIHETrO
npodeccuoHanbHOro oOpa3oBaHusi coctaBieHa 2024 TOAy B COOTBETCTBUHM C
tpeboBanusmMu OI'OC CIIO OIIOII TICC3 pa3paboTtana u yTBepxkacHa (eaepalbHBIM
rOCyJIapCTBEHHBIM OI0JKETHBIM 00pa30BaTEIbHBIM YUPEKIECHUEM BBICIIIET0 00Opa30BaHUS
«/larecraHCckuil  rocyJapCTBEHHBI  YHUBEPCUTET» CQOpMUpOBaHa Ha  OCHOBE
®enepalIbHOTO TOCYIAPCTBEHHOTO 00pa30BaTEIBLHOTO CTaHAApTa MO COOTBETCTBYIOUICH
cnequanbHocty  CIIO (®I'OC CIIO), yTBepkAEHHOro NpuUKazoM MuHHCTEpPCTBA
oOpa3zoBanuss u Hayku Poccuiickoit ®enepaumuu 23 oktabps 2023 r. Ne 798, mo
creruaibHoctu 40.02.04. FOpucnpyaeHuus

Opranuzanust  paspabotumk: ¢uimman  ¢eaepaibHOr0  rocyJapCTBEHHOTO
OrOKETHOTO 00pa30BaTENbHOIO YUPEKIACHHUS BbICIIEro oOpa3oBaHMs «/larecranckuil
roCyAapCTBEHHBIN YHUBEpCUTET» B I. 130ep0arie

Pazpaborunk: Maromenosa 3.A. — npenoaasarens otaeneHus CI1O
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KarupoBa A.X. k.I.H. — Tmpencenatresb MPeIMETHO-IIMKIOBOW KOMHCCHU Ha
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Maromenosa 3.A. 3aB ornenenus CI10

PabGouas mporpaMma MOJATOTOBKH CIEIUAIMCTOB CPEIHEr0 3BEHa CPEIHErO
poheCCUOHAIBHOTO 00pa3oBaHUs o CIIEUAITBHOCTH 40.02.04.
«¥OpucnpyaeHIysy coriiacopaHa ¢ MpeACTaBUTEIISIMU paboToaTeICH:

Otaen MBJI Poccuu no r. M36ep6a

I['KY P/l VYnpaBneHue COIMaIbHOM 3alIUThl HACEJIEHUS B MYHHIUIIAJIBHOM
oOpa3oBanuu B r. 136ep0Oaie.
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1. MACHHOPT PABOYEN TPOIT'PAMMbI YYEBHOM JJUCHUTIJIUMHBI

1.1.  O6aacTb npuMeHeHHUsI MPOTPaAMMBbI

PabGouass mporpaMMa JUCIMIUIUHBI  SIBJIICTCS YacThIO OCHOBHOW  MPOQECCHOHATBLHOM
oOpa3oBarenbHON mporpamMmmbl B cootrBerctBuu ¢ PI'OC mo cnemmansroctu CIIO  40.02.04
«OpucnpyneHums», TUTS OYHOTO u 320YHOTO dhopm o0OydeHust
CTYJIEHTOB, IMEIOIINX OCHOBHOE 00111ee 00pazoBaHue, 0 porpaMmme 0a30BOM MOITOTOBKH.

1.2. MecTo y4eGHOIi TUCHMILIMHBI B CTPYKType
OCHOBHOH npodeccHOHAILHOI 00pa30BaTeILHOI MPOrpaMMBbI:

B ocHoBHOII mpodeccroHanpHONW 00pa3oBaTENbHON TporpamMMme ydeOHas JUCIHIDIMHA
«J/IoKyMeHTaIlMOHHOE ~ O0ecrleueHHe  YIpaBJICHUs»  OTHOCHUTCS K 0OIIenpodecCHOHATLHBIM
JUCIUTUIMHAM TIPOQECCHOHATLHOTO IUKIIA.

1.3. Ileau u 3aga4n y4eOHOI TUCHUILIHHBI:
Conepxanue pOrpamMmsl y4aeOHOM JACUUIUIUHBI «JloKyMeHTaMOHHOE
o0ecrieyeHne ymOpaBlCHUS» HANpPaBICHO Ha JOCTIKCHUE CIEAYIOIMX LeNeil: - MoiyuyeHue
BBITYCKHUKOM o0pa3oBaHUs, MTO3BOJISOIETO proOpecTH HEOOXONMEIe oOrme u

npoheccHoHaNbHBIE KOMITETSHIINY U YCIIEITHO paboTaTh B U30paHHOM cdepe AesITeThHOCTH.

3agadei IMCIUIINHDBI ABJISIETCS .

a) obecredeHne peamu3aliil TpaB TpakgaH B cdepe IMEHCHOHHOTO OOECIeueHus |
COIIMAILHOM 3aIlUThI;

0) opraHu3alMiOHHOE oO0eclieueHre JESITEIbHOCTH YUYPEXKICHUH COIUATBHON 3alluThl
HacelyieHus ¥ opraHoB [lencuonHoro donna Poccutickoit deneparuu.

B pesynbTare U3Y4EHHUS JUCLUIUIMHBI «/loxyMeHTalMoOHHOE obecrieueHue
yIpaBJICHUs» 00YYalONIHNACS JOIKEH:

- yMeThb:

-0pOpPMIISITH OPraHU3allMOHHO - PAaclOpSAWUTENbHbIE JOKYMEHTHI B COOTBETCTBHHM C
nercteyromuM ['OCTowm;

OCYILECTBISITH  00paOOTKY  BXOJSIIMX, BHYTPEHHHX W HMCXOJSIIMX JOKYMEHTOB,
KOHTPOJIb 32 MX HCIIOJTHEHUEM;

0 OPMIIATH JOKYMEHTHI [UIs TIepelaul B apXUB OpraHU3aLuHy;

- 3HATh:

MIOHSITHE JOKYMEHTa, er0 CBOWCTBA, CIIOCOOBI IOKYMEHTUPOBAHUS;

MpaBwia COCTaBJICHHSA u odopmIieHus OpraHu3aIMOHHO-PACTIOPSIUTENLHBIX
nmokymeHToB (manee - OPD);

CHUCTEMY ¥ THIIOBYIO TEXHOJIOTHIO JIOKYMEHTAIIMOHHOTO OO0ECIIeUeHUs] YIpaBIeHHUs
(manee - IOY);

0COOCHHOCTH JICJIONPOM3BOJICTBA 10 OOpamIeHUsIM TpaXJaH W  KOHQUICHIHAILHOTO
JIeIIONPOU3BOICTBA.

OcBoeHue coaepkanus yaeOHOM AUCHUILTUHBI «J{oKyMeHTaoHHOe obecrieueHne
yIpaBJIeHHUs» 00ecreunBaeT JOCTIKEHUE CTYJCHTAaMH CIICAYIOIINX PE3YIbTaToB:
O0mme KoMIeTeHIMHA
OK 1. [TonnMaTh CyITHOCTD U COLIMATBHYIO 3HAYMMOCTh CBOEH Oyayielt mpodeccun,
MIPOSIBIATH K HEW yCTOMUYMBBIA HHTEpEC.
OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JIESTETHLHOCTD, BHIOUPATH THIIOBBIE METOBI U

CIIOCOOBI BBIIOJIHEHNS TPO(ECCHOHANBHBIX 3a/1a4, OLCHUBATh X 3P (PEKTUBHOCTh U Ka4eCTBO.



OK 3. [IpuHuMath pemieHUss B CTaHAAPTHBIX M HECTAaHIAPTHBIX CHUTyalUsX M HECTH 3a HHUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBasiTh MOHUCK W HUCHONb30BaHHE HHGPOpPMANUK, HEOOXOAMMOW s
3¢ GEKTUBHOTO  BBHIMOMHEHUS MPO(ECCHOHATBHBIX 3a1a4, Npo(ecCHOHATBbHOTO W  JUYHOCTHOTO
pa3BUTHSL.

OK 5. Hcnonb3oBaTh MHQOPMAIIOHHO-KOMMYHHUKAIIIOHHbIE TEXHOJIOTHH B
npodecCHOHANBEHON AEATEIFHOCTH.

OK 8. CamocTosTenpbHO ONpEneNsITh 3adadd  MNpo(eCCHOHATBHOTO MW JTUYHOCTHOTO
pa3BuTHS, 3aHUMATHCS caM000pazoBaHUEM, OCO3HaHHO IJTAHUPOBATH MTOBBIIIICHHE
KBaTH(UKAIIAH.

OK 9. OpueHTHpOBaTHCS B YCIOBUAX MTOCTOSHHOTO M3MEHEHHS ITPABOBOiT 0a3bl

IIpodeccnonaibHbie KOMIETEHIIUU

I[IK 1.1. OcymectBuares mnpodeccnoHadbHOE TOJNKOBAaHWE HOPMATHUBHBIX IIPABOBBIX
aKTOB JJIsl peanu3allid TpaB TrpaxaaH B chepe NEHCHOHHOTO oOecreueHHus W COIHMaIbHOU
3aIUThI.

K 1.2. OcymecTBiare TpUeM TpakIaH [0 BONPOCaM IIEHCHOHHOTO oOOecredeHHsl U
COLIMAJIBHOM 3aIlUTHI.

I[IK 1.3. PaccmarpuBaTh NakeT [JOKYMEHTOB JUISI Ha3HA4YeHUS TICHCHH, MOcoOuii,
KOMIIEHCALIMK, JpyruX BBHILJIAT, a TakkKe Mep COLMAJIbHON TMOMJIECPKKH  OTIAEIbHBIM
KaTeropysIM TPaXKAaH, HyKIAIOIUMCS B COITUATFHON 3aluTe.

[IK 1.4. OcymecTBisaTe ycTaHOBIeHHE (Ha3HAUYEeHWE, TMepepacyeT, IepeBon),
WHACKCAIIMIO W KOPPEKTUPOBKY TIIEHCHH, Ha3HAUYeHHWE MOCOOWiA, KOMIICHCAIMA W JOPYTHX
COLMATBHBIX BHITIAT, HCMIOIB3Ys HH()OPMAIIMOHHO-KOMITEIOTEPHBIE TEXHOIOTHH.

I[IK 1.6. KoHcynbTHpOBaTh TpaXJaH M NOPEACTABUTENECH IOPUAMYECKUX JUL IO
BOIIPOCAaM ITEHCHOHHOTO 00ECTIEYeHHUS U COIUATFHOM 3aIlUTHI.

1.4 Kosiu4iecTBO 4acoB Ha OCBOEHHE MPOrPaMMbl Y4eOHO TUCHUILIHHBI:
Ounas Gopma oO0yueHus:

MaKcHMalbHas yaeOHasi Harpy3ka oOyudatorierocs - 40 yacoB, B TOM 4ucIe:
o0s3aTenbHAas ayJUTOpHast yueOHasi Harpy3ka oOyuvaromierocs 36 yacos;

U3 HUX:

Jlexunm -18 yacos.

[IpakTnueckue 3ausaTus- 18 yacos.

KonTpois - 4 yaca

3aounas Gpopma 0OydeHHS:

MakcHMajlbHas ydeOHas Harpy3ka oOyudarorierocs - 40 yacos, B ToM
quce:

o0s13aTesIbHast ayIuTOpHas yueOHas Harpy3ka oOy4atomierocs-10 yacos; B
TOM YHCJIC:

JIEKIMH -8 4acoB;

MPAaKTUYECKUE 3aHATHUS -2 YACOB.

caMmocTosTeNbHas paboTa o0ydaronerocs - 26 yacos.



2.CTPYKTYPA U COAEP KAHUE JUCIUIIJIMHBI

2.1. OO06beM y4eOHOI TUCUMILIMHBI U BUABI Y4eOHOH padoThI

Ounas ¢popma 00yueHust

Buj yuedHoii paGéoTsl O0beM yacoB
MaxkcruManbHas yaeOHast Harpy3Kka (Bcero) 40
O0s13aTenpHas ayTUTOpHAs y4eOHas Harpy3ka (BCero) 36

B TOM YHCJIC:

IIEKLIUU 18

mabopaTOpHBIC 3aHATUS

[MPAKTUIECKUE 3aHATHUSL 18

[IpomexyT. arrecTanus 4

KypcoBast paboTa (IIPOEKT) (eciiu npedycMompeHo) -

CaMocTosTelbHas paboTa o0yuatorierocs (BCero) -

B TOM YHUCJIC:

paboTa ¢ KOHCIIEKTOM 3aHSTHIA,

paboTa ¢ TEKCTOM y4eOHHKa;

CO3JaHUE MPE3CHTALINIA;

morck nH(popManuu (¢ ucroabp3oBaHueM MHTepHET-pecypcoB) v HANMICAHNE

pedeparos.

Pabora ¢ HITA.
Pelenre CUTYalMOHHBIX 331a4

HToroBas artectaiys B JOpMe cemecmposoli OyeHKU - 3auem

3aounas popma o0yueHUs

Bun yuedHoii pa6oThl O0beM yacoB
MaxkcuManbHas yueOHast Harpy3Ka (Bcero) 40
O0si3aTenpHas ayAUTOpHAs yueOHas Harpy3ka (Bcero) 10

B TOM YHUCJIC:

IIEKIIHA 8

mabopaTOpHEIE 3aHATHUS -

MMPAKTUYCCKUEC 3aHATUA

2
[IpomexyT. arrecTanus 4

KypcoBas paboTa (IpOEeKT) (eciu npedycmMompeHro) -

CamocrosiTenpHast paboTta obyuarorierocs (Bcero) 26

B TOM YHUCJIC:

paboTa c KOHCTIEKTOM 3aHATHH; paboTa C TEKCTOM Y4eOHHKa; CO3JaHNe
[IpE3CHTaLNI;

mouck uH(GopManuu (¢ ucroib3oBaHueM VIHTepHET-pPeCypCoB) U HAIIMCAHUE
pedeparoB

Pa6ota ¢ HITA.

PelicHre CUTYAIMOHHBIX 32134

N &~ b~ 0O

HToroBas artecraiys B JOopMe cemecmposoll OyeHKU - 3auem




2.2. TemaTu4eckuii JIaH U coAepKaHUE YUeOHOMH TUCIHILTHHBI «[[0KyMeHTallMOHHOe o0ecriedeHue yIpaBaeHus»

dopMma o0yueHHsI: OUHAs], 3209HAaSA

HanmenoBanue Copep:xanue yueOHOTo MaTepHaJia, JIaGopaTopHble U MPaKTHYEeCKHe PadoThI, Oo0bem [O0BEeM
Pa3eioB U TeEM caMocTosITeJIbHasi padoTa o0yuaromuxcs, Kypcosasi padora (Ipoexr) (eciu YacoB [4acoB
npeoycmompetsl) A0 030
1 2 3 4
Pa3nes 1. O0mme noJioxKeHust
Tema 1 Ionstne o |JlekuunNel.Conepkanue y4e6HOI0 MaTepuasa; 2 2
JAOKYMEHTaX, cinocodax HopMaTHBHBIA JOKYMEHT, PErJIaMEHTHPYIOIINA OCHOBHBIE TEPMHHBI B 00JACTH JEIONPOHU3BOACTBA
pokymMeHTupoBanusi, |[loHsTHE «TOKYyMEeHT». SI3BIKM M crocoObl JOKyMeHTHpoBaHUs. COBpeMEHHbBIE BUIBI HOCHTENICH
HOocuTe X nHopManuu HPOpMaUK. 3aKOH, YCTaHABIMBAIOIIMN MPABOBON PEXHUM CO3/aHUs, XpPAaHEHUS W WCIIONb30BaHMUS
U PYyHKIMAX TOKYMeHTA. [MHPOPMAaMOHHBIX pecypcoB. OTinyne MOKYMEHTa JIMYHOTO IMPOUCXOXIEHHUS OT OQHUIHATBHOTO
TOKyMEHTa.
IpakTudeckoe 3ansiTueNel 2
1IlonsTHe 1 GYHKIINH JOKYMEHTOB.
2 CriocoObl JOKYMEHTHPOBAHHUSL.
3 MarepuanbHble HOCUTENH HH)OPMAIIHH.
4 Knaccuukanus JOKYMEHTOB TI0 Pa3JIMYHBIM IPHU3HAKAM.
IMpakTnyeckoe 3ansiTueNe2
HOpunudeckas cuina ohuIraIbHOTo JOKyMeHTa. OyHKIMH U 0N yHKIIMOHATBHOCTh IOKYMEHTA.
OcHoBHbIE 0JT0KH (TpyIB) QYHKIMN TOKYMEHTa, HX XapakTepucTuka. VizmeHeHue
neiicTBUs QyHKIMK BO BPEMEHH. 2
3amura pedepaToB Ha 3aIaHHYI0O TeMATHKY.
CamocrosiTeibHasi padoTa: 6
CamocTosTenpHast paboTa 00ydaromuxcs- BHIIONIHEHHE JOMALIHNUX 3aJaHui 110 Teme 1;
- IPE3EHTALNH, TOKJIAAbI U pedepaThl Ha NPUMEPHBIE TEMBI:
«HMcToprueckue 3Tansl Aen0npou3BoacTBa B Poccumny, «Jlenonpons3BoacTBo: BUE€pa U CETOAH»,
«Ob61epoccuiickue knaccuduraropsr: OKIIO, OKY ], OI'PH»,
- mpocMoTp mHGOopMmarmu B CMU, MHTepHET, HAYIHO-TIOMYJSIPHBIX CTAThIAX
Tema 2. llpusnakn 1 Jlekuus Ne2. Coaep:kaHue y4eOHOro MaTepuaJia: 2 2

CTPYKTYypa T10KyMEHTA.

OCHOBHBIE CBOMCTBA JIOKyMeHTa. Ornpenenenne aTpuOyTHBHOCTH ((QyHKIIMOHATBHOCTH,
CTPYKTYPHOCTH) IOKYMEHTA.

OCHOBHBIC IOPU3HAKHU JOKYMCHTA, UX XapaKTCPHUCTHKA. IOpI/I,Z[I/I'{CCKaH CHJia JOKYMCHTA.




B Pa3YMHBII CPOK.

IpakTnyeckue 3anaTusNe3

1 O0mmas xapakTepUCTHKa CTPYKTYpPhI JOKyMEHTA.
2 BHyTpeHHSIs M BHELIHSAS CTPYKTypa JOKYMEHTA.
3 PekBHU3UTHI JOKyMEHTa, UX OCOOCHHOCTH.

4 Knaccubukanus JOKyMeHTa.

CamocTosiTeJIbHast padoTa:

CamMocTosTenpHas padota o0ydarommxcs: ohopMieHne JOKYMEHTAIUH B COOTBETCTBUH C
HOpMaTHBHOHN 0a30#, B TOM YHCIIE C HCITOIb30BaHNEM HH()OPMAIIMOHHBIX TeXHOJMOTHH. 3yunTh
OCHOBHBIE TTpaBmiia 0()OPMIICHHS MAIIMHONMCHBIX TEKCTOB, TPeOOBaHUS K 0DOPMIICHHIO TEKCTA.

Tema 3.
Yaundukanus u
CTaHJAApPTU3ALMSA

JOKYMEHTOB.

Jleknust Ne3. ConepsxkaHue y4eOHOro MaTepuaJa:

OcHOBHBIE 1IeTH YHHU(UKAIUH JOKyMeHTOB. CTaHIapThl MpoBeleHHS YHHU(UKALMH JOKYMEHTOB.
Cucrembl JokyMeHTaluu, ux Buabsl. OcodenHocts YCOPJI. Bunbl craHaapTOB, MPUMEHSIONIUECS B
Hamieil crpane. Kowiuiekc HOpPMaTHBHBIX JOKYMEHTOB [0 cTaHaaptu3anuu. PaszpaboTka u
YTBEP)KJICHUE HOPMATHUBHBIX JOKYMEHTOB 10 CTAaHAAPTU3ALMK, KOHTPOJIb U HAA30p 3a COOII0IECHIEM
ux tpeboBanmii. YCJI , Buasl YCJI B Hameli ctpane. PexBusur gokymenTta. GopMymnsp TOKyMEHTa)
Ormmune  gopmynspa JokyMeHTa oT  (opmymspa-oOpasna. HopmaTHBHEIN — JTOKYMEHT,
pernamentupyromnii  npumeHenue YCOPJ. OchHoBuoii ctangapt Ha YCOP/. IlpunoxeHus,
BriroueHHsle B 'OCT .

CamocTosiTe/ibHast padoTa:

CaMocCTOsTeNIbHAsS paboTa OOydYaromMXCs: - BBINOJHCHHWE JOMAIHUX 3aJlaHuil 1Mo TeMe 3; -
MOJArOTOBKa U cOOp JOKYMEHTALMHU JJISl TPAKTHUECKUX PadOT; - TOUCK M MPOCMOTpP TOKYMEHTOB B
KOMHBIOTepHBIX CHpaBO‘-IHO-HpaBOBBIX CHUCTEMaAX, - Hpe3eHTaHI/II/I, JOKJIaAbl H peq)epaTbI H£
npuMepHble TeMbl: «OCHOBHbIC TPEOOBAaHUS K COCTABJICHHUIO W O(QOPMIICHHIO JOKYMEHTAY,
«OTHUUECKHE HOPMBI IIPH COCTABJICHUU TEKCTA JICJIOBOI0 muchMay, «IIpobiieMa onpeseneHus (GopMal
BEXUTMBOCTHY», «Bmsutka» - mpocmorp wmHpopmanmmu B CMU, UHTEepHET, HayYHO-TIOMYJSIPHBIX
CTaThSIX

Tema 4.
dopmyasip-odpasen,
PEKBU3HMTHI U
0J1aHKH.

Jlexnust Ne4 Conep:xkanue y4eGHOro Mmarepuasa:

dopmat Oymaru st moctpoenus Gpopmyssipa-oopasia OPJI. Pasmepsr noneit OP/l, ycTaHOBIICHHBIC
dopmynspoM-oopaziiom OPJl. PekBu3uThl Ha TONAX JOKyMeHTa. MakCHMAabHBI COCTaB
PEKBU3MTOB, YCTAHOBJIEHHBIN (hopMyisipoM-o0pasiioM. [lonoxkenus TalOynsropa mpu ohOPMIICHUY

pexBu3nToB. [locrosHuble pexkBU3UTHL. O0si3aTenbHbie pekBU3UThl. Coco0bl 0opMIIeHNUS




PEKBU3NTOB. XapaKTEPHCTHKA JOMOIHUTENBHBIX pekBu3uToB OPJl. OTnmume mpoxoibHOrO BapUaHTA|
PACHOJIOKEHNSI PEKBU3UTOB 3aroJIOBOYHON dYacTH ONaHKa OT YIVIOBOTO. bilaHK JOKyMeHTa 110
ompeaeneHnio ['OCT P 51141-98. CnocoObr wm3rotoBneHust OnaHKOB mOKyMmMeHTOB. OcHOBa s
2MpOEeKTHPOBaHMsI OJaHKa MOKyMmMeHTa. Buapl OmankoB, ycraHosineHHble ['OCT P 6.30-2003. Buns
MOKyMeHTOB Ha o0meM Onanke. [TocTossHHBIE peKBU3UTHI HA O1aHkax. CriocoObl OTMETKH Ha OaHKaX s
MepEeMEHHBIX peKBU3UTOB. OTinumne obmiero OnaHka OoT OjJaHKa muchbMa. TpeOoBaHUs, TPEABSIBIIEMBIC
Npd  M3TOTOBIEGHMM  OnaHka Cc  u3oOpaxkenweM  [ocymapctBenHoro repba PD  wim
repOoB cyOBekTOB PD.

IIpakTnyeckoe 3ansiTueNed

1 ®opmynsip-oOpaser OpraHu3aluOHHO-PACTIOPIIUTEIBHOTO JOKYMEHTa2

OOm1Ke cBeeHNsI O PEKBU3UTAX.

3 brnanku JOKyMEHTOB.

4 TpeboBaHMs K 0pOPMIICHUIO PEKBU3UTOB OPraHU3allMOHHO-PACTIOPSIUTEIBHBIX IOKYMEHTOB.

IMpakTyeckoe 3ansitue Ne5
3amuTa pedepaToB Ha 3aJaHHYIO TeMaTUKy. PaboTa ¢ 00pasiaMu JOKYMEHTOB.

CamocTosiTe/ibHast padora:
PaboTa ¢ KOHCTIEKTOM JICKIIMH U y4eOHUKaMU

Tema 5. IIpaBuua
oopMJIeHNSI OCHOBHBIX
BHU/I0B OPTaHU3ALMOHHO -
pacnopsiauTebHbIX
JAOKYMEHTOB.

Jlexuust NeS Cogepskanue y4eOHOro Marepuajia:

Bunel OpraHM3alMOHHO-PACTIOPAIUTENBHBIX JTOKYMEHTOB. PacrnopsauTensHble JOKYMEHTBI  Kak
MIPABOBBIE aKTHl. BCTymuieHHe B CHIly pacHOpsAMTENBHBIX JOKYMEHTOB. Pasindue pacnopsAHTENbHBIX
MOKyMEHTOB 110 cepe neiictusi. OCHOBaHME AJISI U3JaHUS PACIOPAIUTENBHOrO JoKyMeHTa. [locTpoeHue
TEKCTa pAaclopsIUTeNbHOro JokyMeHta. OdopmiieHHEe OTMETKH O HalIWYMU TPUWIOKEHHS B
pacropsINTENIEHOM AOKyMeHTe. [laTa B pacnopsanTensHOM AgokyMeHTe. dopMa M3aHUsS COBMECTHBIX
paclopsiIUTENbHBIX  JOKYMEHTOB. OpraHbl, TpPUHUMAIOIINE TIIOCTAHOBJIEHHE. Buabl mpHUKa30B
OTIUYnTENbHBIE 0COOCHHOCTH TIPH 0(OPMIICHHHN TPUKa3a 10 JTUYHOMY COCTaBY.

[IpaBo moamucu Ha MnpuKa3zax. PEKBU3WTBI Ha YKa3aHMAX M PACHOPSDKEHUSX. Bompockl H3laHus
pacriopspKEeHUs M YKa3aHusl.

IIpakTyeckoe 3aHsATHENL6

1 Opranu3aiOHHBIE JOKYMEHTBI

2 PacniopsiiuTenbHbIC TOKYMEHTHI

3 NudopMaioHHO-CITpaBOYHbIE IOKYMEHTHI

4 OOpMBbI OpraHU3alMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB

IIpakTyeckoe 3ansitue Ne7
JlenmoBast urpa « S MOJI0/10M CIIEIIMATUCT




CamocTosiTeJIbHast padoTa:
PaboTa ¢ KOHCIIEKTOM, Y4eOHUKAMH U HOPMATUBHBIMU MPABOBBIMU aKTaMHU

Pazagen 2. Opranusanusi padoThbl ¢ JOKYMEHTaMHU

Tema 6. Cayxda
JTOKYMEHTAIIMOHHOT O
odecreyeHust
yHpaBJieHHsI.

Jlexnust Ne6. ConepsxkaHue y4eOHOro MaTepuaJa:

Cay»x0a, OCyIIECTBISIOMAs TOKYMEHTAIHOHHOE oOecrieyeHre ynpasieHus. Tumosas CTpyKkTypa
yrpaBiieHus qenamu. [IpaBoBbie akThl, permaMmeHTupyromue padoty ciyxos JJOY. CtpykTypa Tekcra
nosnoxeHus o ciuyx6e JJOY, kaxapiit u3 paznenos. @ynkuuu ciryk0s1 JJOY. MacTpykims no
nenonpon3BoacTBY. PyHkuuM B ciryxoe OV 1 KaTeropuu CITyKalluX «CHEHaTuCTbDy. Buabl
IeTONPON3BOJICTBEHHBIX PadOT 0 HOpMaM BpeMeHH. J[0oKyMeHTO000pOT, mojacueT 00beMa
moKyMeHT0000poTa. [I0TOKM TOKYMEHTOB B COCTaBE TOKyMEHTO0000poTa. OCHOBHBIC DTAIThI
TOKyMeHT0000poTa. OCHOBHBIC MPUHITUITEI OPTaHU3AIMH TOKYMEHT0000poTa. OpraHu3aiiioHHbIC
(hOpMBI JeTOIPOHU3BOJICTBA, UX OTIMUHSL.

CamocTosiTe/IbHast padoTa:
PaboTa ¢ KOHCTIIEKTOM, YY€OHUKAMH ¥ HOPMATHBHBIMH ITPABOBLIMH aKTaMU

Tema 7. Opranuzanus
npuemMa, pacCMOTpeHHUs 1
perucrpamnun
JTOKYMEHTOB.

Jlexnust Ne 7. Conep:xaHue yueOHOro MmaTepuasa:

Peructpanysi TOKyMEHTOB, €€ OCHOBHas ILieilb. JIOKYMEHTBI, He MNojiiexainue perucrpauuu. Oopmel
perucTpauuMu JOKyMEHTOB. (OCHOBHOM TNPUHIMII PETUCTPAllMH  JOKYMEHTOB. XapaKTepUCTHKA|
CMEIIaHHOM CHUCTEMBI perucTpanuu. q)OpMI/IpOBaHI/IC COCTaBa PETUCTPAIMOHHOI'O HOMEpa BXOIANIHUX,
MCXOSIINX W BHYTPEHHHX JIOKyMEHTOB. Permcrpanmuss OTBETHBIX IOKYMEHTOB. PermcrpanmoHHBIC
HOMepa © OyKBeHHble 00o03HaueHUsI. DopMuUpOBaHHE PETHCTPAMOHHOTO HOMEPAa COBMECTHBIX
TOKyMEHTOB. PermcrpanvoHHble HOMEpa Ha BXOAAIIMX JOKYMEHTax. PeKBH3WTHI, BKIIOUYCHHBIE B
peructpanmonnbie (opmbel. OTnuune pasHbIX (OpM perucTpanuu, WX NpeuMyliecTsa. TpeboBaHHs
MPEIBIBISIFOTCS K PpabOTHHUKAM, OCYIIECTBISIONINM perucrpanur. KiaccupukaTtopsl mpu BBEICHHUH
nanuerx 8 UIIC.




CamocTosiTeJIbHasi padoTa: 2
PaboTa ¢ KOHCIEKTOM, YUeOHUKAMH M HOPMATHBHBIMH ITPABOBBIMH aKTaMHU
Tema 8. Jlexnus Ne§. ConepsxkaHue yueOHOro MaTepuaJa: 2
HNndopmanuonHo- Llenp co3maHus B OpraHM3alMyd MH(QOPMAIMOHHO-TIOMCKOBOUM cucteMbl. [loctpoenue UIIC mpw
crnpaBovHasi padora |peructpanuu JokymeHToB ¢ mnomombio PKK. Ilpu3Haku mocTpoeHUs: CHpaBOYHBIX KapTOTEK
PyOpuku cripaBouHBIX KapTodek. CripaBouHas paboTa 1Mo W3JaHHBIM MPABOBBIM akTaM. CrpaBOYHBIC
KapTOYKW B OPraHu3anuu. TeXHOJIOrHsI pabOThI C KAPTOTEKAMHU 10 TPAJAUIIMOHHON CHCTEME B PYYHOM
pexkume. CripaBovHas paboTa B aBTOMaTH3WPOBAHHOM PEeKUMe ¢ ucrnoiibzoBanunem 1K,
IpakTnyeckoe 3ansitue Ne8 2
NH(bOPMAIMOHHO-TIONCKOBAasE ~ CHCTEMa 1O JOKYMEHTaM opraHu3aiuu. MexaHusanus U
aBTOMATH3alMs pabOThl ¢ JIOKyMEHTaMH. METOA0NOorus JOKYMEHTAIMOHHOTO —OOeCIeUeHus]
yrpaBieHusT MeToIbl COBEPIICHCTBOBAHMS JOKYMEHTUPOBAHUSI YIPABICHUECKOW NEATEILHOCTH.
3aiuTa npe3eHTalNH, TOKIa bl U pedhepaThl Ha 3aJaHHBIC TEMBI.
CamocTosiTeIbHas padoTa.
Pabora ¢ HOPMATHBHBIMHM TPABOBBIMU JIOKYMEHTaMH PETJIAMEHTHPYIOIIUMHU  JACSITEIbHOCTH,
KaJpOBOTO OTJEJIa MPEANPHUSITHUS.

Tema 9. Jlexnust Ne9. JIokyMEHTHI [TOCJI€ OKOHYAHHS HX UCTIONHEHUs. OnpeIecHUE TTOHIATUS «ICJI0. 2
Opranusanus  ornpaBku®opmupoBanue nena. Homenkmnarypa gen ee opopmieHne. Biapl HOMEHKIATYpPbI e, Bujisl marmoxk,
HCXOASILIIUX IOKYMEHTOB |HCIIONIb3YIOUIUXCS IIPY OPraHU3aliy ONIEPAaTUBHOIO XPaHEHUs JOKYMEHTOB. POPMUPOBAHKUE HHJIEKCA

lera Mo HOMEHKIaType fen. GopMyIrpoBKa 3aroyioBka aena. OnpeneneHne CpOKOB XpaHEeHUs

moKkyMeHTOB. VIToroBo#i 3anrck B HOMEHKIIATYpe e, (hopMa ee COCTaBICHHSL.

IpakTuyeckoe 3ansTue Ne9 2
1 OcHOBHBIE TIOHSATHS U MTOJIOKEHUS TI0 IeTIOMIPOU3BOICTRY.

2. Cucrema TOKyMEHTAIUH.

3. Crangaprusaius. YHudukaius. Y HuUIUpoBaHHas CUCTEMa JOKYMEHTAIIMH

CamocTrosiTeqibHast padoTa.

PaboTa ¢ KOHCIIEKTOM JIEKITHi, TOTOTOBKA K TeCTUPOBaHUI0. [I[popaboTka OTBETOB Ha BOMIPOCHI K

3aderTy.

3a4vyeTr




3.YCJI0OBUA PEAJIM3AIIUU TPOI'PAMMBI TNCHUIIJIMHBI

3.1. TpeGoBaHusi K MUHUMAJILHOMY MAaTEePHAJbHO-TeXHUYECKOMY

o0ecrnevYeHnIo

Jns npoBeneHuss 3aHATHH MO AUCHMIUIMHE «JlOKyMEHTallMOHHOE o0eclieueHne YyMpaBieHHUs»
UCIOJIB3YIOTCS:

1. Kabuner MeHEMKMEHTa W OKOHOMHKH OpraHM3alidd, B KOTOPOM HMMEIOTCS  CTOJBI
nByxMecTHble-30mT, ckameliku aByxmectHele-30 mmT., qocka kimaccHas - 1 mr., kKadempa - 1 mr.,
CTOJI-IPENOJABATEIbCKUAN- 1 1IT., CTyn @penogaBaTelbCKUl-lmT., mnpoekTop - 1 mT., 3KpaH A
mpoekTopa - 1 mT., CTeHAbI - 1 8mT.

2. bBubnnoreka, YNTAIBHBIHA 3371 C BRIXOAOM B ceTh IHTEpHET, B KOTOPOM HMEIOTCS IapTa
JIByXMeCTHas -13 WIT., CTy/bs ABYXMECTHBIE - 13 1IT., CTON ONpenogaBaTens - 1 mT., cTyn
MpenoaaBarens - 1 WT., KOMOBIOTEPHI - 4 WIT., IPUHTEP - 1 MWT.

3.2. HNudopmanuonHoe odecneyenne o0yueHust

Ilepeuennb yueOHbIX u3nanmnii, MHTEepHET-peCcypCcoOB, JONOJIHUTEILHOMI JUTEPATYPbI

HOpMaTHBHI)Ie NnpaBoOBbIC¢ AKTbI:

1. "Koncrutyuust  Poccuiickoii ~ ®enmepanuu"  (IpuHATZ  BCEHApOJHBIM  T'OJOCOBAaHHEM
12.12.1993) (¢ y4eroM TOMpaBOK, BHECEHHHIX 3akoHamMu P® o mompaBkax k Koxcturymum PO ot
30.12.2008 Ne 6-®K3, or 30.12.2008 Ne 7-®K3, or 05.02.2014 Ne 2-®K3, ot 21.07.2014 Ne 11-
OK3)

2. Kopekc Poccuiickoit @epepanyn 00 aIMHHACTPATUBHBIX MPaBOHAPYIIEHHX, M., 2018.

3. O cranmapruzamuu: penepanpHbiii 3ak0H PD ot 29 urons 2015 Ne 162 (B pen. ot
03.07.2016) C3 P®, 06.07.2015. Ne 27. ¢1.3953.

4. O rocynapctBeHHOH Taiine: 3akoH P® ot 20 uronst 1993 roga Ne 5485-1 (B pen. ot
08.03.2015) . // Moctym u3 cipaB-mipaBoB.cucTeMbl «KoucyapranTIIrocy.

5. OO0 apxuBHOM Jienie PD: denepanbubiii 3akoH ot 22 okTs0pst 2004 Ne 125- @3 (B pen. ot
18.06.2017) // Joctyn u3 ciipaB-mipaBoB.cucTeMbl «KoHcynbTanTILIr0C).

6. O mnopsake paccMOTpeHus oOpaiieHuil TrpaxiaadH B P®: denepanbhbiii 3akoH ot 02 Mas
2006 1. Ne 59-@3 (B pex. ot 03.11.2015) // C3 P®.08.05.2006. Ne 59.Cr. 2060.

7. O mnepcoHaNbHBIX HaHHBIX: (eaepanbHblii 3akoH oT 27 mrons 2006 r. Ne 152-®d3 (B pen.
ot 29.07.2017) //C3 P®. 31. 07.2006. Ne 31.Cr. 3451

8. 00 oOecrmeyeHun noctyna K HHOOpPMAIMU O JESATENBHOCTH TOCYIJApCTBEHHBIX OPraHOB H
OpraHoB MECTHOTO caMOyIpaBieHus: penepanbHblii 3akoH oT 9 deBpains 2009 Ne 8- @3 (B pen. ot
09.03.2016)

9. O0 opraHuMzauuy  NOPEAOCTAaBICHHS  TOCYAapCTBEHHBIX W MYHHLIMOAJIBHBIX  YCIYT:
¢benepanbubiit 3akoH o1 27 uronsg 2010 r. Ne 210-D3 (B pexn. ot 26.12.2016).

10. OO0 snexTponHol nmoanucu: 3akoH P® ot 06 anpesst 2011 (B pexn. ot 23.06.2016).

11. O6  yrBepxaenmn IlepeyHss  TWUMOBBIX  YOPaBIEHUYECKHX  apXWBHBIX  JOKYMEHTOB,
oOpa3yromuxcst B  Tporecce  AeSITeTbHOCTH  TOCYJapCTBEHHBIX  OpPraHoB, OpPraHOB  MECTHOIO
CaMOYINpAaBJIEHUSI W OpraHu3alui, C YyKa3aHHEM CPOKOB XpaHEHus: npuka3 MuHKyJaeTypbl Poccun
ot 25 aBrycta 2010. Oxonomuka u xu3sbp" (byxranrepckoe mpunoxenwue), Ne 10, 16.03.2012.

12. O6 yTBepkKIeHMH TEXHMYECKMX TpeOOBaHMI K  B3aMMOJEHCTBUIO  MH(DOPMAIIMOHHBIX
CUCTEM B  €IMHOM CHCTEME  MEKBEJOMCTBEHHOIO  JJIEKTPOHHOTO  B3aMMOAEWCTBUA:  IPUKa3
MunkomcBsizu PO ot 27 pmekabps 2010. (B pex. or 02.10.2017) //C3 P®d. 20.09.2010. Ne 38. cr.
4823.



OcHoBHas quTEepaTypa

1. bacakoB M. U. JlokymMeHTallmOHHOE 0OecIieueHe yIpaBieHus (¢ OCHOBAMH apXUBOBEACHUS ). —
M.: KnoPyc, 2020. — 216 ¢

2. JIoKyMeHTOBEIeHHUE | YI4EOHUK M IPAKTHKYM JUIS CPEITHEr0 MPOpecCHOHATBHOTO 00pa3oBanust /
JI. A. loponuna [u mp.] ; mox penakuueii JI. A. loponuHoi. — 3-¢ u3n., nepepad. u gomn. — Mockea :
WznarensctBo FOpaiit, 2023. — 336 ¢. — (IIpodeccuonansruoe odpazopanue). — ISBN 978-5-534-15820-5.
— Texcr : amextponHbIi // O0pa3oBarenbHas miaTdopma KOpaiT [caitt]. —
URL.: https://urait.ru/bcode/509824

3. Kyzuernos U.H. /lokymeHnTannonHoe obecriedeHue ynpapieHus. JJokyMeHTO000pOT U
JIEeTIOTIPON3BOACTRO. - M.: FOpaiit,2017

4. KysneuoBa W.B. JlokymeHTanmmMoHHOe oOecrieueHHe YyOpaBieHUs [DNEeKTPOHHBIH pecypc]
yuebnuk st CCY3oB / WM.B. Kysmenosa, I''A. XauarpssH. — ONeKTpOH.TEKCTOBbIC JaHHbIC. —
CapatoB: A Ilm Dp Memma, 2016. — 109 c. — 2227-8397. — Pexum gocryna:
http://www.iprbookshop.ru/44181.html

5. Kopuees, /. K. JIokyMEHTallMOHHOE OOECTICUCHUE YNpPaBJICHHS : y4YeOHUK W TPAKTHKYM JUIS
cpenHero npogeccuonanbaoro odpasopanus / U. K. Kopuees, A. B. ITmenko, B. A. Mamypries. — 3-¢ u3f.,
nepepab. u gom. — MockBa: WsmarensctBo FOpaiit, 2023.— 438 c.— (Ilpodeccuonansnoe
obpazoBanmne). — ISBN 978-5-534-16002-4. — Texkcr : anexTponHHbIH // O0pazoBatensHas miatdopma KOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/523611

6. KysmenoB WM. H. JlokymeHtannoHHoe oOecniedeHue yrpaBieHus. JlokymMmeHTooOOpoT u
nenonpou3BoactBo. — M.: FOpaiit, 2020. — 463 ¢

7. bacakoB M.U. JlenompousBoactBo [JlokyMeHTamMoHHOE  OOecliedeHne  YIpPaBIICHHUS |
[DmexTponnsiit pecypc] : yuebnuk / M.U. bacakos, O.1. 3ampiikoBa. — OnekTpoH. TekcToBbIe TaHHBIE. —
PocroB-Ha- 23063-3. — Pexxum mocryna:_http://www.iprbookshop.ru/59345.html

JlonoiHuTe/ILHAS JIMTepaTypa

1. Aobynanze . I'. [lokymeHTanMoHHOE o0ecriedeHne ynpasiieHus. JJokyMeHTo000pOT 1 Je0NPOU3BOJICTBO.
— M.: FOpaiir, 2020. — 300 c.

2. JlokyMeHTaIlMOHHOe 00ecneueHne ynpaBiaeHus (J1e10mponu3BoICTBO) : yueOHoe mocobue / T.A. beikoBa,
T.B. Ky3nernosa, JI.B. Cankuna ; mos o6mr. pen. T.B. Ky3uenosoii. — 2-e uz ., nepepad. u non. — Mocksa

NUHOPA-M, 2020. — 304 c. + J[om. wmarepuansl [OnektpoHHbI pecypc]. — (Cpennee

npogeccuoHanbHOe oOpazoBaHue). - Texkct : AJIEKTPOHHBIH. -
URL.: https://new.znanium.com/catalog/product/1070624

3. Joponuna, JI. A. JlokyMeHTanMoHHOE oOecliedeHue YIpaBICHUs : YUeOHUK U MPAKTHKYM U CPEeTHErO
npodeccuonanbHoro oopazosanus / JI. A. Jloponuna, B. C. Uputukosa. — 2-¢ u3n., nepepad. u A0, —
Mockaa : U3narenscto HOpaiit, 2023. — 270 ¢. — (IIpodeccuonansHoe odpasosanue). — ISBN 978-5-
534-16017-8. — Tekct : oanekrponnbii // OOpa3oBarenpHas 1iatgopma HOpait [caiiT]. —
URL_: https://urait.ru/bcode/530252

4. Kopmnees, HU. K. J]lokymMeHTHpOBaHHE YNpPABICHYECKOW JEATEIBHOCTH : Y4eOHWK Ui  BY30B/
. K. Kopnees, A. B. [Timenko, B. A. Mamypres. — 3-¢ usg., nepepad. u gjon. — Mocksa : M3natenbcTBo
Opaiit, 2023.— 438 c.— (Boicmee oOpazoBanue). — ISBN 978-5-534-16001-7. — Tekcr
aneKTpoHHBIH // OOpa3oBarensHas mardpopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/523610

5. Ilmenko A.B., [oponmna JLA. JlokymeHTaunoHHOe oOeclieueHre YIpaBiICHUSA: YYEOHHK ISt
CIIO. M.: Akangemus. 2015.

6. Ilyeanosa, H. H. JlokyMeHTaIlMOHHOE OOECTICUCHHE YIIPABICHNS | YI€OHHK U MPAKTUKYM JUISL CPETHETO

npodeccuonansHoro obpasosanus / H. H. IllyBanoBa. — 3-e¢ wu3n., mepepab. u mom. — Mocksa :
WznatenscrBo HOpaiit, 2023. — 247 ¢. — (IIpodeccuonanpHoe obpasopanue). — ISBN 978-5-534-
16538-8. — Tekcr : onektponHbli // OOpa3oBarenbHas 1iardpopma IOpaiit [cadT]. —

URL: https://urait.ru/bcode/531240



https://urait.ru/bcode/509824
http://www.iprbookshop.ru/44181.html
https://urait.ru/bcode/523611
http://www.iprbookshop.ru/59345.html
https://new.znanium.com/catalog/product/1070624
https://urait.ru/bcode/530252
https://urait.ru/bcode/523610
https://urait.ru/bcode/531240

HuTepHET-pecypehl:

wwwmksrfmm(Koractutviimonnsiit cyn PO).
wwwmVsrfmi(BepxoBHbiit cya PO).

www.pfrf.ru (ITencuonnsiit poug PD).

LONoakrwWdE

Www.genproc. gov.ruff enepanphas npokyparypa P®D).

www.council.gov.ru (Coser ®enepanuu ®enepansaoro Codpanus PD).
www.duma.gov.ruff ocynapcreennas J{yma ®denepanbaoro Coopanus PD).

www.rfdeti.ru (Ymonnomouennsrii mpu [Ipesuaeare PD mo nmpaBam pebenka).
www.ombudsmanrf.org (YnoaHoMoueHHBIH 10 paBam 4yesioBeka B Poccuiickoit

denepanun).
3.3 IlepeueHn pecypcoB nHpOPMATHOHHO-TEJIEKOMMYHHKAIIMOHHO I ceTH
«I/IHTepHeT», He()ﬁXOIII/IM])IX OJId OCBOCHUSA JUCHMUIIJIUHBI.
Humepnem-pecypcol

Hassanue Cnioco6 roctyna K I'mnepceblika

pecypcey
1 DaexTponno - 6uéauoreunas cucrema (ABC) IPR books). ITo IP axpecam Www.Iprbooksh
Jluuensuonubiii Jorosop Ne 9590/2211 na 31eKTpOHHO- VHHBEPCHTETA M 110 op.ru

oubamoreunyio cucremy |PRbooks ot 24.10.2022 r. Cpok
inericrBuii 1orosopa co 02.10.2022 r. no 01.10.2023 r.

JIOTMHY U MAPOJIIO 10
OKOHYAHUS CPOKA
meficTBHS MOAMUCKH

3 DuekTponHo-0ubMoTeyHast cuctema (BC)
«YHHBepCUTeTCKAasl OUOIMOTEeKA OHJIAHH»:

Toroop 00 oxa3zanuu HHGopMaMOHHBIX ycayr Ne137-09/2022
oT 3 okTs0ps 2022 r. Cpok AeiicTBus 10orosopa c 01.10.2022 xo
30.09.2023 r.

Ilo IP agpecam
YHUBEPCHTETA U M0
VIOTHHY H MAPOJIIO 10
OKOHYAHUS CPOKa
meficTBUS MOAMUCKH

.ru

Www.Dbiblioclub

2 DiexkTponHo-0udanoreynas cucrema (AbC) I0paiir.

JInunensuonublii  goroBop Ne 32211773106-EII ot 24 okTsa0ps
2022 r. Cpox feiictBuii goroBopa co 29.11.2021 r. mo
28.11.2022 r. Ioamucka JAI'Y - Besa komtekmuss CIHO  pas
KOJLTe/KA.

Ilo IP agpecam
YHHBEPCHTETA U 0
VIOTMHY H ApOJIIO 10
OKOHYAHUS CPOKa
ImeficTBUS MOXMMCKH

https://urait.ru’.

4 Hay4Has 3JeKTpOHHasi 0u0/IM0TeKa

JInnensuonHoe cornamenue Ne 844 ot 01.08.2014 r. Cpox
neiicrBus cornamenus c 01.08.2014 r.

be3 orpanuyeHnst cpoka.

Ilo IP agpecam
YHHBEpPCHTETA

http://elibrarv.r
u

5 HanmonansHast jiekTponHast 6néanorexa(HIB) .

Jlorosop Ne101/HIB/101/HJB/1597 o npegocTaBjieHMH A0CTyNA K
HauunonajibHoM 31eKTPOHHOI 0ubauoteke ot 1 aBrycra 2016

r. Cpok aeiicrBus norosopa ¢ 01.08.2016 r. 6e3 orpanuyenust
cpoka. /loroBop Mo:keT MPOJIOHTHPOBATHLCS HEOrPaHUYEHHOE
KOJIMYECTBO Pa3, ecIH HH OJJHA H3 CTOPOH He iKeJIaeT ero
PACTOPTHYT.

Ilo IP agpecam
HH(POPMALMOHHO-
oudauorpaduueckoro
oTHesa

rusneb.ru

6 Springer Nature.

IMucemo PIIHU ot 17.10.2022 r. Ne 1354 0 npenocTaBieHnun
VIMIeH3UOHHOT0 A0CTYNA K COJeP:KAHUIO 0a3 TaHHBIX
u3nateancTBa SpringerNature Ha ycJoBUSIX HAIIMOHAILHO#
noanuckH . Jloctyn K :KypHaJjam 0ecCpo4Ho.

Ilo IP agpecam
YHHBEPCHTETA M YAaJIEHHO
/10 CPOKa OKOHYAHUS
lmoroBopa

http://Tink.sprin
ger.com

7 Wiley.

IMucemo PIIHMU ot 19.07.2022 r. Ne 983 o npexocraBieHun
VIMIEH3HOHHOTO JOCTYIA K COAeP:KaHHI0 023 TaHHBIX
M31aTebeTBA M3AaTenbeTBa John Wiley &Sons,Inc B 2022 roxy Ha
YCJIOBHSAX HALMOHAJILHOI noamucku . Cpok aeiictBus ¢ 13.07.2022
r. mo 30.06.2023 r.

ITo IP aappecam
YHUBepCHTeTa U nmocJje
PerucTpanuy yaajaeHHo 10
CPOKa OKOHYAHUS
morosopa

https://onlinelib
rarv.wilev.com/

8 China Academic Journals (CD Edition) Electronic

Ilo IP agpecam

https://ar.cnki.n



http://www.council.gov.ru/
http://www.duma.gov.ru/
http://www.ksrf.ru/
http://www.vsrf.ru/
http://www.genproc.gov.ru/
http://www.pfrf.ru/
http://www.rfdeti.ru/
http://www.ombudsmanrf.org/
http://www.iprbookshop.ru/
http://www.iprbookshop.ru/
http://www.biblioclub.ru/
http://www.biblioclub.ru/
https://urait.ru/
http://elibrary.ru/
http://elibrary.ru/
http://link.springer.com/
http://link.springer.com/
https://onlinelibrary.wiley.com/
https://onlinelibrary.wiley.com/
https://ar.cnki.net/ACADRE

Publishing House Co., Ltd.

[ucemo PODU ot 02.08.2022 Nel1044 o npegocraBiieHMH
VIMIEH3UOHHOI'0 10CTYNA K COACPKAHUIO 0a3 JAaHHBIX
uznareascTBa China Academic Journals (CD Edition) Electronic
Publishing House Co., Ltd B 2022 r. na yciioBusix
nenTpanu3oBanHoi noanmucku. Jocryn k pecypey a0 30.06.2023 r.

YHUMBepcUTETa U I10CJ1e
perucrpanum yaiajJeHHo 10
CPOKAa OKOHYaHUA
aorosopa

et/ACADRE

9 Questel SAS.

[Iucsmo PODU ot 30.06.2022 Ne 908 o npeocraBiaeHnn
VIMIEH3HOHHOT'0 JOCTYIA K COAEePKaHMI0 023 JTaHHBIX
uznareancTa Questel SAS B 2022r. Ha yclI0BHSIX
LeHTpaIu30BaHHOl moanmucku. Jloctyn Kk pecypey a0 30.06.2023

Ilo IP agpecam
YHHUBEPCHTETA U MOcJIe
pPerncTpanuy yaajaenHo 10
CpOKa OKOHYAHMS
l10roBopa

https://www.orb

it.com

10 American Physical Society.

IIncemo PITHU ot 31.10.2022 Ne 1402 o npeaocTaBjieHUH
UIHIIEH3HOHHOT0 JOCTYMA K COAEePKAHUIO 623 TaHHBIX
u3nareabcTBa American Physical Society B 2022 r. Ha ycioBusix
neHTpaau3oBaHHoi noanmucku. Jocryn k pecypey a0 30.06.2023 r.

Ilo IP agpecam
YHHUBEPCHTETA U MOcJIe
perncTpanuy yaajaeHHo A0
CPOKa OKOHYAHMS
orosopa

journals.aps.or
il

11 sxypuana "Ycnexu ¢pusuyeckux Hayk”.

[Mucsmo PLITHU ot 09.11.2022 Ne 1471 o npeaocTaBjieHUH
VIMLEH3MOHHOTO JOCTYIA K 3JIeKTPOHHOH BepCHM KypHaJa
"Yenexu ¢puznueckux Hayk' B 2022 r. HA YCJOBHSIX
eHTpaIu3oBaHHO# moanmucku. Joctyn k pecypey 1o 30.12.2030 r.

Ilo IP agpecam
YHHBEPCHTETA M NOCJIe
perucTpanuu yaajeHHo 10
CpOKa OKOHYAHMS
lloroopa

https:/7/ufn.ru/

12 MUAH. IMoaHOTEKCTOBAS KOJJIEKIUS MATEMATHYECKHX
"KypHAJIOB

I[ncemo PITHU ot 01.11.2022 Ne 1424 o npeapocTaBjieHUH
IMIEH3MOHHOI0 A0CTYNA K YJIEKTPOHHOH Bepcuu xkypHajia MUAH
B 2022 r. Ha YCJIOBUSAX LEHTPAJU30BaHHON moanucku. Joctyn K
pecypey 10 30.12.2030 r

Ilo IP agpecam
YHUBEPCHTETA U MOcJIe
perncTpanuy yaajaeHHo A0
CPOKa OKOHYAHMS
orosopa

http://www.mat
hnet.ru/

13 ®usnyeckuii uHcTuTyT UM. ILLH. JleGeneBa Poccuiickoii
akagemun Hayk (PUAH).

[Mucsmo PITHU ot 22.12.2022 Ne 1424 o npeaocTaBjieHHH
"TMIIEH3HOHHOT'0 1OCTYMA K 3JeKTPOHHON BepcHH *KypHaIa
«KBaHTOBas1 31eKTpOHMKa» B 2022 I. HA YCJIOBHAX
neHTpasau3oBaHHoi noanmucku. Joctyn k pecypey a0 30.12.2030 r.

Ilo IP agpecam
YHHBEPCHTETA M NOCJIe
perucTpanuu yaajeHHo 1o
CpOKa OKOHYAHMS
orosopa

https://quantum

electron.lebede
v.ru/arhiv/

14.By3o0Bckasi 3jIeKTpOHHAs1 Ou0IHOTeKa (COOCTBEeHHAs):
http://elib.dgu.ru/marcweb/Default.asp 2 naumenosanus

http://eor.dg
u.ru/

[ucemo PODU ot 14.06.2023 Ne 867 o npenocraBieHnn
TMIEH3HOHHOT0 I0CTYNA K COAePKAHUI0 §a3 TaHHBIX
u3nareancTBa Tongfang knowledge network technology co., Itd.

PerucTpanuy yiajaieHHo 10
CPOKAa OKOHYAHHUS
morosopa

http://np.icc.
dgu.ru/
http://moodle.d
gu.ru
15 EBSCO eBooks. Mo IP axpecam ebsco.com
Mucemo ot 28.04.2023 0  mpexocTaBJieHMH  JHIEH3HOHHOIOlyHHBEPCHTETA M MOCJIe
moctyma K cojep:xaHmio 0a3  JaHHbIX u3gaTeabcTBa  EBSCOlpermcrpanuu yaanenno 1o
Information Services GmbH. Toctyn k pecypcey a0 2030-12-31 CPOKAa OKOHYAHHUS
l1oroopa
16 CNKI Academic Reference Mo IP agpecam Www.publishe
YHHBEPCHTETA H MOCIIEe rsglobal.com



https://ar.cnki.net/ACADRE
https://www.orbit.com/
https://www.orbit.com/
https://journals.aps.org/
https://journals.aps.org/
https://ufn.ru/
http://www.mathnet.ru/
http://www.mathnet.ru/
https://quantum-electron.lebedev.ru/arhiv/
https://quantum-electron.lebedev.ru/arhiv/
https://quantum-electron.lebedev.ru/arhiv/
http://elib.dgu.ru/marcweb/Default.asp
http://eor.dgu.ru/
http://eor.dgu.ru/
http://np.icc.dgu.ru/
http://np.icc.dgu.ru/
http://moodle.dgu.ru/
http://moodle.dgu.ru/
https://www.ebsco.com/products/ebooks
file:///C:/Users/РҐР°РґРёР¶Р°С‚/Desktop/www.publishersglobal.com
file:///C:/Users/РҐР°РґРёР¶Р°С‚/Desktop/www.publishersglobal.com

Iucemo PODU ot 29.12.2022 Ne 1947 o npeaocTaBieHUH
JIMIEH3MOHHOI0 0CTYNA K COAePKAHUIO 023 TaHHBIX
H31aTe1bCTBA

ocTyn akTuBen m0 2030-12-31

YHHBEpPCHTETA U MocJie
perucTpanuu yaajaeHHo 10
CPOKA OKOHYAHMSA
orosopa

17 American Chemical Society Mo IP axpecam WWW.acs.org
YHHBepCHTETa U nocJie

IMucbsmo PODU ot 07.04.2023 Ne 573 o npeaocTaBieHUH perucTpanuu yaajaeHHo 10

UIMIEH3HOHHOTO A0CTYNA K COAEePKAHUIO 043 TaHHBIX CpPOKa OKOHYAHUSA

u3nareascrBa American Chemical Society Toctyn k pecypey 10 orosopa

2023-06-30

18 Spriner Nature 2023 eBook Collections Mo IP agpecam https://www.s

pringernature.
com/gp/librari

ans/products/e
books/ebook-

collection

19 Life Sciences Package u 6a3b1 nannbix Springer Nature

Ilo IP agpecam

WWW.springer

Mucemo PODU ot 21.11.2022 Ne 1541 o npegocraBjieHHMH
JINIEH3MOHHOT0 A0CTYNA K COAePKAHUIO 023 TaHHBIX
n3naTeabcTBaPecypchbl 6eccpoyHoro gomycka

YHUBEpPCUTETA

YHHBEPCHTETA U IOCJIe nature.com

Mucsmo PODU ot 29.12.2022 Ne 1950 o npeaocTaB/ieHUH PerucTpanuy yaajaeHHo 10

JIMLEH3MOHHOI0 I0CTYNA K COAEPKAHUIO 623 JAHHBIX CPOKA OKOHYAHMS

H31aTeNIbCTBA lmorosopa

Jloctyn akTuBen mo: 2030-12-31

20 ATP Publishing Mo IP axpecam scitation.org
YHHBeEpCHTETA H IOCjIe

IMucemo PO®U ot 31.10.2022 Ne 1404 o npexocraBieHnu PETUCTPANNH YATECHHO 110

JIMIIEH3HOHHOTO JO0CTYNA K CoAepKanuio 6a3 qannbix AIPP E- CPOKa OKOHYAHMS

Book Colectionl+ Colection2 usnarenscrsa AIP Publishing na JloroBopa

YCJIOBHSIX IEHTPAIU30BAHHOIM MoANKCKHU. JIocTyn akTUBeH:

DeccpoYHO

22 KypHaxa Ycnexn XuMHH o IP agpecam uspkhim.ru

3.4I1lepeyens nHGOPMAIHOHHBIX TEXHOJIOTHH, HCIOIb3yeMbIX NPH 0CYIIECTBICHHH

Oﬁpa3OBaTeJI]>HOFO nmpoumecca nmo TMCHUIVINHE, BKJIIOYas NMepevYeHb MPOrpaMMHOro o0ecrneyeHUus

4 UHGOPMANMOHHBIX CIPABOYHBIX CUCTEM.

HpeZ[YCMO’I‘peHO HCIIOJIBb30BAHHEC 3JI€KTp0HH01>i IOYTHI IJIA CBA3U CTYICHTOB C

IpernogaBaTeCiIsIMu.

IIporpammuoe obecreuenue mms mekimii: MS PowerPoint (MS PowerPoint Viewer.


file:///C:/Users/РҐР°РґРёР¶Р°С‚/Desktop/www.acs.org
https://www.springernature.com/gp/librarians/products/ebooks/ebook-collection
https://www.springernature.com/gp/librarians/products/ebooks/ebook-collection
https://www.springernature.com/gp/librarians/products/ebooks/ebook-collection
https://www.springernature.com/gp/librarians/products/ebooks/ebook-collection
https://www.springernature.com/gp/librarians/products/ebooks/ebook-collection
https://www.springernature.com/gp/librarians/products/ebooks/ebook-collection
file:///C:/Users/РҐР°РґРёР¶Р°С‚/Desktop/www.springernature.com
file:///C:/Users/РҐР°РґРёР¶Р°С‚/Desktop/www.springernature.com
https://www.scitation.org/?ref=website-popularity
https://www.uspkhim.ru/

IIporpamMmMHuoe obecrieueHne MPaKTUIECKOM paboTh KOMIIBIOTEPHOM Kitacce: MS PowerPoint
(MS PowerPoint Viewer), Adobe Acrobat Reader, cpeancrso mpocmorpa u3obpakenuii, Murepuer, E-
mail.

[IporpamMMHBIE TIPOYKTHI

1. Onepanuonnas cucrema: Windows
2. Microsoft office.

3. [Tporpammubie cpencTBa cxxarus qanHbix. WINRAR. WinArj. WinZip

4. DnekTpoHHas 6ubnnoreka Kypca u MHTepHeT-pecypesl - I CAaMOCTOSITEIbHOM
paboTHL.

NndopmannoHHo-cipaBoYHble CHCTEMBI:
1. Koncynprant mmroc (moroBop Ne 2363 ot 09.01.2023 1.)
4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA JUCHUIIJINHBI

KouTpoab u oumeHka pe3yJbTaTOB OCBOCHHS JUCITUILUIMHBI OCYIIECTBIISETCS IMPEINOoJaBaTeiieM B MPOIECCe
MIPOBEICHUS MIPAKTHYECKUX 3aHATHH, TECTUPOBAHUS, a TaKXe
BEITIOJTHEHHS 00yYJaloMMICS WHANBHUTYATEHBIX 33/IaHUH, TPOSKTOB, HCCIIETOBAHHA.

Pe3yabTarbl 00yyeHust @DopMbI H METO/IbI KOHTPOJISI M OLICHKH
(ocBOEHHBbIE YMEHHsl, YCBOCHHbIE 3HAHHS) Pe3yJbTATOB 00yUeHHsI

YmMerh:

0(OPMIIATH OPraHU3ALUOHHO - YCTHBIH ¥ IUCEMEHHBIN OIPOC, MPOBEpPKa

pacropsIuTeIbHbIC JOKYMEHTHI B BBIMOJHEHHBIX JOMAIITHUX 3aJaHUH

cootBeTcTBHH C JeiicTByIommuM ' OCTom

OCYIIECTBIIATH 00PA0OTKY BXOJISAIIMX, VCTHBIM U TUCEMEHHBIHN OIpoC, TPOBEpPKa

BHYTPEHHHX U UCXOJSIINX JOKYMEHTOB, BBITTOJTHEHHBIX JIOMAIITHUX 3aJaHU

0 OPMIIATH JOKYMEHTHI JIJIsSl Iepe/iadul B VCTHBIM U TUCEMEHHEBIH OIpoc, TPOBEpPKa

ApXHUB OpPTraHU3aAIIN BBITTOJTHEHHBIX JIOMAIITHUX 33 JaHui
3HaTh:

MOHATHE JTOKYMEHTa, €r0 CBOMCTBA, CITIOCOOBI VCTHBIM U TUCHMEHHBIHN OIpocC, TPOBEpPKa

TOKYMEHTHUPOBAHUS BBITTOJTHEHHBIX JIOMAIITHUX 3aIaHUI

IPaBHIIA COCTABIEHUS U ODOPMIICHHUSI YCTHBIM U MUCbMEHHBIH OIpoc, IPOBEPKA

OpraHU3alMOHHO-PACTIOPS TUTEIHHBIX
mokymeHToB (manee - OPJI)

BBIITIOJTHCHHBIX JOMAaIlTHUX 3a,£[aHI/Iﬁ

CUCTEMY M THIIOBYIO TEXHOJIOTHIO YCTHBII M MUCBMEHHBII ONpOC, MPOBEpKa
TOKYMEHTAI[IOHHOTO 00ecredeHust

ynpasnenwus (ganee - J1O V)

BBIITIOJTHCHHBIX JOMAaIlTHUX 3a,I[aHHﬁ

0COOEHHOCTH JIENIONPOU3BOJICTBA 110 YCTHBIM U MUCbMEHHBIH OIpoc, MPOBEpPKa
oOpaleHusIM rpaKiaan u
KOH(HICHIIMAILHOTO JISIONPOU3BOJICTBA

BBIITIOJTHCHHBIX JOMallTHUX 3a,I[aHHﬁ




