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IHosicuuTenbLHAA 3aMHCKA

O0beM qucruIuineel 1 3.e.
1. Pe3yabTaTbl 00y4eHHs MO JUCHUIIMHE (MOIYJI0), COOTHECEHHBIE C HWHIUKATOpaMU
JOCTH>KEHUS] KOMIIETEHIIMH, YCTAaHOBJICHHBIMH  00pa30BaTeIbHON MPOrpaMMon

Komnerennus

HNupnkatopsl
KOMITeTEeHIIU I

Pe3ysbTaThl 00y4eHust

YK-4. Criocoben
OCYIIECTBIISTH
JIETIOBYIO
KOMMYHUKAIINIO B
YCTHO! ¥ IMCbMEHHOMN
(hopmax Ha
roCyJIapCTBEHHOM
s3plke Pocculickoi
Denepanuu u
HHOCTPaHHOM(BIX)
s3bIKe(ax)

VK-6. Cnocoben
YIPaBIsATh CBOUM
BpEMEHEM,
BBICTPaWBaTh U
pea30BEIBATh
TPaeKTOPHUIO
camMopa3BUTHSA Ha
OCHOBE MPHUHIIUIIOB
00pa3oBaHUs B
TEUEeHHE BCEH KU3HU

VK-4.1. Bnageer cucreMoit
HOPM PYCCKOTO
JUTEPATypHOTO S3bIKA MPH
€ro HCIOJIb30BAHNH B
KadeCcTBE TOCYAapCTBEHHOTO
si3plka PO 1 HopMamu
MHOCTPAaHHOTO(BIX)
SI3bIKA(OB), UCIIOJIb3YET
paznuuHbie (OPMBI, BUJIBI
YCTHOHM ¥ TUCbMEHHOU
KOMMYHHKAIUH.

YK-4.2. Ucnons3yet
SI3BIKOBBIC CPEJICTBA JUIS
JOCTHKEHUS
npodeccHoHaNBHBIX IeTeH
Ha PyCCKOM U
HHOCTPaHHOM(BIX)
s3bIKe(ax) B paMKax
MEXJIMYHOCTHOTO
MEKKYJIBTYPHOTO OOIICHHS

YK-4.3.0cymiecTBisiet
KOMMYHHKALIUIO B

G poBoi cpene s
JOCTHKCHUS
npo(hecCHOHANBHBIX LIeNei
n 3¢ pexTuBHOTO
B3aHMOJICHCTBHS.

VK-6.1. OuenuBaer
JIMYHOCTHBIC pecypcm 110
JOCTHIKEHMIO 1IENneH
CaMOpa3BUTHS U
YIpaBJICHUS CBOUM
BpPEMEHEM Ha OCHOBE
MIPHUHIUIIOB 00pa30BaHUs B
TeYeHUe BCeN KU3HH.

VK-6.2. Kputuuecku
oreHuBaeT YPPEKTHBHOCTD
WCTIONE30BAaHMUS BPEMEHHU H
JIPYTHX PECYPCOB MPH
peanu3ayy TPaeKTOPUU
CaMOpa3BUTHSL.

3HaTh: HOPMAaTWUBHBIE JOKYMEHTHl MO YHH(UKAIMKA |
CTaHIapTH3ALUH B obnactu JIOKyMEHTAIIH,
JIeiCcTByoIMe Ha Tepputopuu P®; rocynapcTBEeHHbIE
CTaHAApPTHI " 3aKOHO/IATEIbHBIE aKTbI 1o
JOKyMEHTHPOBAHHIO;

CHCTEMBI JOKyMECHTAIlWH, TPEOOBAHUS K COCTAaBICHUIO H
o(opMIICHHIO TOKYMEHTOB;

TUIIOBbIE MHCTPYKIUU IO AETONPOHU3BOJACTBY, PEriaMeHT
paboThl, TOKHOCTHBIE MHCTPYKIUH;

OCHOBHBIC BHUbI JOKYMCHTOB, PErIIaMCHTUP YOI X
00pa30BaTEIbHYIO ACATCIBHOCTS;

OCHOBBI  JICNIONPOM3BOACTBA B 0Opa30BaTEILHOM
YUPEKICHHUH.

YMeTh: panyoHaNbHO W A3(PQPEKTUBHO OPraHW30BHIBATH
JIETIONPON3BOJICTBO B  00pa30BaTeNbHON OpraHU3alny;
COCTaBIATh  y4eOHO-METOAWYECKHE W  HOPMAaTHUBHO-
TIPaBOBBIC JIOKYMEHTBI, perilaMeHTHPYIOIIHE
JIeATeNIbHOCTh 00pa30BaTeIbHON OpraHu3alnuu

Brnaners: MeTomamu, criocodamMu U CpeACTBaMU

IIOJIy4EHUS, XpaHEeHUH, nepepadoTKu
UHpOpMauy, OCHOBaMH KOMITBIOTEPHOU
IPAMOTHOCTH;  TEXHOJOTMEH  OpraHu3aluu
JEJIONPOU3BOCTBA B 00pa30BaTEILHOM
YUPEKIACHUHU.

2. Coaep:xaHue TUCHHIINHBI (MOTYJIs1)

Pa3nea 1. Copepxanue, 3HaUCHHE 1eJIONPOU3BOACTBA. TexHonorns
OpraHM3alNH /1eJIONPON3BOACTBA B 00Pa30BATEIbHOM YUpPeKIeHUH




Tema 1.1 OcHoBHEBIE TEPMHUHDLI H MTOHATHE «1C€JTONMPOU3BOICTBO. I/ICT()])I/IH BO3HUKHOBCHHUA
N OCHOBHBIC 3TAIIbI PAa3BUTUA ACJIONIPOU3BOACTBA. CucremMbl OpraHu3anuu
AeJonpou3BoacTBa. IlonsiTHe M INPUHIUIIBI OPraHu3alnuu HOKYMeHTOOGOPOTa

[MonsiTue «penonpousBoAcTBo». OCHOBHBIE IENM W 33/1a4d JEJIONPOU3BOACTBA. HeoOXoauMocTh opraHu3anuu
JIETIONPOU3BOJICTBA B YUPEXKIECHUU. 3HAUCHHE JEJIONPON3BOJICTBA B JIESITEILHOCTH 00pa30BaTENbHOTO YUPEIKICHHS.
CekpeTapb, IeIONPON3BOANTEND, TOKYMEHTOBE]I, KaHIEsipys. VcTopuueckue 3Tarnsl pa3BUTHS JeI0MPOU3BOICTBA
B Poccun. CoBpeMEHHOE TOCYIapCTBEHHOE DEryJIMpOBaHUE JENONpPOU3BOACTBA. CHCTEMBI AEIONPOU3BOJICTBA:
LEHTPAIIM30BaHHasl, JCLEHTpalIn3oBaHHas, cMmemaHHas. CTpykrypa u 00bEM JoKyMeHTooOOpoTa. OCHOBHBIC
NPUHLUIBI OPTraHu3aluy padoThl C JOKYMEHTOIOTOKAMH, KaK CO3[aHHe ONTUMAaJbHBIX YCIOBHH JUISi BCEX BHUJIOB
pabotsl ¢ mokymeHTamu. OpraHn3anoHHas CTPYKTYpa MepCcoHaNa, 00ecIeunBaoniero padboTy ¢ JOKyMEHTaMH.

Tema 1.2 PekBu3UTHI JOKYMEHTOB. Perncrpauus u unaexcamnusi 10kymeHToB. CTpykTypa 6a3
AaHHBIX J0KyMeHTOB. I[Ipmem, o0pa0oTka M pacnpenesieHHe NOCTYNAKIIMX JOKYMEHTOB.
Opranuszanusi 00padoTKH U NepeIayu OTIHPABJIAEMbIX JOKYMEHTOB.

IlonsiTHE peKBU3HUTA [OKYMEHTA. Bunpel pexBU3NTOB. [IpaBmia odopMileHHS PEKBU3UTOB TOKYMEHTOB.
®Qopmymsp-obpazen.  bmank moxymenta. Bunel OmankoB. TpebOoBanus k OmaHkam AOKymeHTOB. [1laGmoHEI.
WHpekcanust 1 perucTpanus 10KyMeHTOB. Buibsl 1 (OpMBI perucTpanuu T0KyMeHTOB. T peOOBaHUS K TEKCTaM
CIIy)KC6HI)IX OOKYMCHTOB: KPATKOCTb W TOYHOCTb U3JIOKCHUA I/IH(bOpMa]_[I/II/I, HUCKIIIOYECHUE OBOAKOI'O
TOJIKOBaHUAI, O6T>CKTI/IBHOCTI> U OOCTOBCPHOCTH I/IH(bOpMaHI/H/I, COCTaBJICHHUE TMPOCTBIX JOKYMCHTOB,
CTPYKTYpUpPOBaHHE TEKCTa JOKYMEHTA, IIUPOKOE UCTIOIh30BaHNE TpahapeTHBIX U TUIIOBBIX TEKCTOB IPH
OIMMCAHNU IMMOBTOPAIOIINXCA YIIPABICHUCCKUX CHTyaHI/Iﬁ. SI3BIK M CTUIIB CIIy)KC6HI)IX JOKYMCHTOB. DTaInel
00paboTKU BXOASAIIMX JOKyMeHTOB.  [lepBuuHas o00paOOTKa BXOZSLIMX JOKYMEHTOB. Perucrpupyembie u
HECPETUCTPUPYCMBIC TOKYMEHTHI. HpeﬂBapHTenLHoe PacCMOTPEHUC TOKYMEHTOB JJId HAIIPaBJICHUSA HCIIOJHUTEIISAM.
Pesomronus.

HOp?[I[OK MOATOTOBKHU HCXOIAIHNX JOKYMCHTOB. CocraBiieHne IPOCKTa NOKYMCHTA, COIIaCOBAHUC, MOANMNCAHHNC
(yTBepxaeHue), TupaxkupoBanue. CriocoObI 1 METOIBI OTIIPABKH MCXOIAMINX JOKYyMEHTOB. OO0ImIas XapaKTepuCTHKA
CJ'Iy)Ke6HOI>i TICPCIIUCKHU. PaSHOBI/IHHOCTI/I CJ'Iy)Ke6HLIX IIMCEM (COHpOBOI[PITeJ'ILHO@ IIMCBHMO, HI/ICLMO-HpOCB6a,
MMACbMO-3a11poC, NUCbMO-OTBET, HI/ICBMO-COO6HI€HI/IG, I/IH(I)OpMaL[I/IOHHoe IIUCBbMO, FapaHTHfIHO@ IIUCBbMO, ITHCBMO-
MNpUrjiameHnue nu T.,I[.).

Tema 1.3 Ilopsitok Npoxo:kiaeHHsi BHYTPEHHHUX AOKYMeHTOB. OpraHuszanusi KOHTPOJIA 3a
HCIIOJIHEHHEeM J0KYMeHTOB. Padora ucnosiHuTeseit ¢ nokyMeHramu. Opranusanusi NOMCKOBOM

CHUCTEMBI 110 TIOKYMCHTaM.

BHyTpeHHHE [OKYMEHTHI 00pa3oBaTelbHON OpraHM3anuy (3asBICHHSA, CIIy)KeOHBIE 3alMCKH, JOKIATHEIE,
OOBSICHUTENIbHBIE, CIIPAaBKH, CBOAKH, OTYETHl U 1p.). Iloaroroska, opopmienue, perucrpanus. [IpaBuia nocTaHOBKH
JIOKYMEHTOB Ha KOHTpOIb. [10psAIOK CHATHSI TOKYMEHTOB ¢ KOHTpONs. OT4eT 10 MCTIOITHEHUIO KOHTPOJIBHBIX TOKYMEHTOB.
OnepaTHBHOE HCIIONHEHHE AOKYMEHTOB COTPYAHHUKAMHU B COOTBETCTBHU C MX JOJKHOCTHBIMU OOSI3aHHOCTSMH H
pesomonueit pykosoauTess. OTBETCTBEHHOCTh 32 HECOOMIOEHUE TPEOOBAaHUI UCIIOTHUTEIbCKON AUCIUIUIUHEL, 33
HENpaBUIILHOE HCIIOJIb30BAHUE JICWCTBYIOIIMX HOPMATHUBHBIX JIOKYMEHTOB B [MOJrOTOBKE, O(GOPMICHUH U
WCIIOJIHEHNH JIOKyMEHTOB B CpOK. llomckoBas cucreMa MOKYMEHTOB -  KapTOTeKH M KiIacCH(MKAIlMOHHBIC
CTIpaBOYHHUKH. Bubl kapToTek. Busl kilaccn(pmKannoHHBIX CIIPAaBOYHUKOB.

Tema 1.4 Cnoco0bl M MeTOIbI AOCTABKH 10KYMeHTOB. O0patoTka KOH(UIEHIUAIBHBIX I0OKYMEHTOB M JI0OKYMEHTOB
M1 CIy:KeOHOr0 TMOJIb30BaHMsl. JKCKYpCcMsi B OTAe] JeJ0Npou3BOACTBA MypMAHCKOro AapKTH4ecKoro
TOCYIAPCTBEHHOT0 YHHBEPCHTETA.

Opranuzaiysi OYTOBOM, KYPhEPCKOM M KCIpecc- AOCTaBKU JOKYMEHTOB. [IOHSATHS: «1I€HHOCTh U
0e30macHOCTh  MHGOPMAIHNY, «KOHPUICHIIMATBLHOCTE», «yrpo3a KOH(GUIECHIIUATEHOCTH,
«3amurta wuHpOpManum». be3omacHOCTh IIEHHBIX HWH(POPMAIMOHHBIX pecypcoB. lleHHas
uH(popMaIrs U KOHQUICHITHATLHBIC JOKYMEHTBI. PeraMenTanus coctaBa KOH(QUACHIIHATBLHBIX
cBefleHH W JOKyMeHTOB. Ilopsimok paboThl ¢ KOHPHUACHIUATHHBIMU JTOKYMEHTAMH U
Matepuaniamu. Kondunennnansaas nHGOpMAIHs ¥ CBEJCHUS B IEITEILHOCTH 00pa30BaTeIbHON
OpTraHMU3aIIH.

Paspnen 2. HopmaTtuBHO-3aKk0HOAaTEAbHAsA 0a3a. OCHOBHBIE BHABI JOKYMEHTOB M
cHUCTeMbl JOKyMeHTanuu. Oco0eHHOCTH NOATOTOBKH H 0)OpMJICHHUS OTAEIbHBIX
BH/I0B JOKYMCHTOB

Tema 2.1 HopMaTUBHO-3aKOHOAATEe/IbHbIE © HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110



aejgonpon3BoacTsy. HopMaTuBHO-3aKOHOAATEIbHbIE H HOPMATHUBHO-METOIMYECKHE
JAOKYMEHTHI 110 ADXHUBHOMY JeJ1y.

3akoHoaTenbHbIe akThl Poccuiickoit @eneparun 1 MypmaHCKoit 061acTi, periaMeHTHPYIOLIHe
JIEJIONPOU3BOJCTBO U apXUBHOE J1eN0. ['ocyaapcTBeHHbIe CTaHAAPThHl U YHU(PHUKAIUSA B 001acTU
JIEJIONPOU3BOJCTBA U ApXUBHOro Jena. MHCTpykuusi 1o Jenonpou3BOACTBY MuHHCTEpCTBa
obpazoBanus U Hayku Poccuiickoii Deaepannu. MeToguvyecKue peKOMEHIaIuu 110 pa3paboTKe
HOMEHKJIATYphl M HMHCTPYKIMH TIO JIeJIOTPOU3BOACTBY B 00pa30BaTEIIbHOM YUPEKICHUU.
TunoBble mepevyHu C yKa3aHHEM CPOKOB XpaHEHHUs AokyMeHToB. I[IpaBuia paboTbl apXuBOB
OpraHu3aIuu.

Tema 2.2 Knaccudukamnus nokymeHToB. FOpuandeckas cuna qokymeHTa. HazHaueHue u coctaB
OpraHU3aIlMOHHO-TIPAaBOBOM  JOoKyMmMeHTanuu. Hasnadenme © cocTaB  OpraHu3alMOHHO-
pactopsIUTeNIbHON JIOKYMeHTanuu. Ha3HaueHue © COCTaB  CIPaBOYHO-WUH(POPMAIMOHHOMN
JIOKYMEHTAIUH.

Knaccudukanus 1OKyMEHTOB, €€ OCHOBHbBIC IMPHU3HAKU. [ pyIIbl JOKYMEHTOB - JOKYMEHTHI IO
o0MM W aJIMUHHUCTPATUBHBIM BOMNpOCaM, T.€. MO BOmpocaM OOIIEro pyKOBOJICTBA
OPEeNNpHUsITHEM H €ro JAeSITeNbHOCTBbIO; - JOKYMEHThl 1O (YHKUUAM  YIOpaBlIEHUS.
Knaccudukanus ciaykeOHBIX JOKYMEHTOB: TII0 aJIMHHHCTPATHBHBIM BOIPOCAM; IO BOIPOCaM
MaTepuaIbHO-TEXHUYECKOTO CHA0XEHHSI;, TOKYMEHTallUs MO IUIAHHUPOBAHUIO; IO OMEepaTHBHOU
JEATEeTLHOCTH; 10 OyXraaTepCKOMY Y4YeTy; IO TOATOTOBKE W PAcCTaHOBKE KaJApOB U T.J.
Knaccudukanuss mo HaMMEHOBAHHWIO: TPHKA3bl, PACHOPSDIKEHHUS, IUIAHBI W OTYETHI, aKTHI,
MIPOTOKOJIBI, IOTOBOPHBI, YCTAaBbl, MHCTPYKIIUH, JTOBEPCHHOCTH U T.1I. Knaccudukanus mo MecTy
COCTaBIICHUS, MO CTEMEeHH YyHU(DUKAIMM, MO MPOUCXOXKACHUIO, MO BUAY OQPOPMIICHHUS, IO
croco0y (ukcanmmu wWHOOpPMAMK, IO CTETIICHH CIOKHOCTH, IO CTCICHU TJIACHOCTH, II0
IOpUJIMYECKON CHJIe, 10 CpOKAaM HCIIOJIHEHHS, II0 CpOKaM XpaHCHHWs, II0 CTEeIleHHU
00513aTEIIbHOCTH.

CucreMa opraHM3aIlMOHHO-TIPABOBOM JOKYMEHTAIUU (YCTaB yUpeKICHHS, MTOJTO0XKEHHS, IITAaTHOE
pacriicanue, JOJDKHOCTHBIE WHCTpyKiuu). CucremMa oOpraHu3allMOHHO-PACTIOPSIUTEITHLHON
JOKyMeHTanuu (yka3, puKas, BBIIHUCKA U3 MPUKa3a, pacropshkeHue, mocraHoBienue). Cucrema
CIIPaBOYHO-UH(DOPMAITMOHHON TOKYMEHTalUK (MPOTOKOJI, aKT, 3asBJICHUE, JOKJIAIHAs 3aIucKa,
MpeyIoKEHNe, TMpeICTaBIeHHe, CIy)KeOHasi 3amucka, oO0bsCHUTeNnbHas). CxemMa MOATrOTOBKHU
pactopsIANTENbHBIX TOKYMEHTOB. [1OpsiIOK CHATHS M BbIIauu KOTIUIA C IOKYMEHTOB.

Tema 2.3 JlokanbHble HOpMAaTHBHBbIE aKThl. CocTaB 1 padoTa ¢ KaJApoBO# J0KyMeHTanue.
ITonoxenus, mpaBwia, WHCTPYKUMH (IIPaBUJIa BHYTPEHHETO TPYAOBOIO DPACHOPSAKA, MHCTPYKIMH O MOpPSIKE
OCYIIECTBIICHUSA KaKoM-1100 JACATCIIBHOCTH WJIM TOPAAKE NPUMCHCHUSA MOJI0KEHU I 3aKOHOJATCJIBbHBIX W HHBIX
HOPMATHBHBIX aKTOB, IOJOXXEHUS O CTPYKTYPHBIX MOApA3IeNeHHAX, KOJJIEKTHBHBIM moroBop u ap.). Ilopsaok
O(bOpMJ'IeHI/ISI 1 NOANMMUCAHUA OTUX NOKYMCHTOB JJIsI IPUMEHCHHUSA KaK CaAMOCTOATCIIbHBIX IMPAaBOBBIX aKTOB. IlonsTue
" CTPYKTYpa NEPCOHAJIbHBIX JaHHBIX. OO0s3aTebHBIE KaJApOBbIC JOKYMCHTBI 06pa3OBaT€HBHOﬁ OopraHuzanuu, mux
BUJbI, COCTAB, HOPMATUBHLIC TpC6OBaHI/IH K BCIACHHIO KaﬂpOBOfI JAOKYMEHTalu (npmca3m U paclopsaKEHHU 110
JIMYHOMY COCTaBy, 3asBJICHUC, prHOBOﬁ JA0TOBOP, HAOJDKHOCTHAsd HWHCTPYKUHA, TPYAOBAasA KHWIKKA, JIMYHASA
KapToyKa, JIMYHOE JeJ0). J|BIKeHNe 1 XpaHeHHe KaApoBoi gjokyMeHTaunu. JKypHallsl ¥ KHATH yuerta. Mcnonnenne
COIIMAJIbHO-TTPABOBLIX 3aITPOCOB.

Pa3nen 3. ®opMupoBaHue /1es1 1 OPraHU3alus XpaHeHUs1 JOKYMEHTOB. JKCIepTH3a
HECHHOCTH TOKYMEHTOB. Texnuueckue cpeacrea, MCNOJIb3yEMbBIC B
AeJIONPON3BOACTBE. DJIEKTPOHHBI IOKYMEHT0000pOT

Tema 3.1 IlpaBuia cocTaB/IeHHMSI HOMEHKJIATYPBI Jesl yupexaenus. dopmupoBanue M odopMiicHHE eI
Oprannsanus onepaTHBHOIO XpaHeHHUs T0KyMeHTOB. PopMHpoOBaHHe apXHBa B 00pPa30BaTe/IbHOM yUPeKICHHH.
[onsitue o «uene». Howmenknarypa nen.  CocraBiieHHE HOMEHKIIATYPHI JIe B 00pPa30BaTEIbHOM YUPEKACHHH.
®opmupoBanue fen. IlpusHaku 3aBefeHuUs J[e€l1: HOMHHAJBHBIN, MPEIMETHO- BOINPOCHBIN, aBTOPCKUII,
KOPPECIIOHJICHTCKHUH, reorpaduueckuii, xpoHosorndeckuii. Buapl apxuBoB. TpeboBanust k apxuBam. [lopsmox
nepeaayn JOKYMEHTOB Ha apXuBHOE XpaHeHHe. CucTeMaru3amus JOKYMEHTOB B apxuBe. Pabora ¢ HaydHO-



CIPaBOYHBIM amIapaTtoM (MCTOpUYECKas CIPaBKa, OIMHCH JIeJI OCTOSHHOTO M BPEMEHHOTO XpPaHEHHUs TOKYMEHTOB,
KHUTH y4eTa U IBIDKCHUS JIeI).

Tema 3.2 /les1a NOCTOSTHHOTO M BPEMEHHOI0 CPOKA XpaHeHUs. JKcNnepTHas KoMuccus yupexaenus. [lopsaok
YHHYTOKEHUS JOKYMEHTOB.

Oco0eHHOCTH XpaHeHHs AeJ MMOCTOSTHHOTO, BpeMeHHOro (cBbime 10 jer) m men mo JIu9HOMY coctaBy. [lopsimox
nepenauu Jen B locynapctBeHHble apxuBbl. Co3gaHHe SKCIEPTHOM KOMHCCHM yupexaeHus. I[IpoBenenue
9KCIEPTU3bl IIEHHOCTH JTOKyMeHTOB. O¢opMieHre IMPOTOKOJIOB 3acCeJaHuil KOMHUCCHU M aKTOB Ha YHHYTOXKCHUE
nen. [Ipouenypa yHUUTOXKEHUS TOKyMEHTOB.

Tema 3.3 Ucnoun3zopanue IIK B nesionponssoacree. CpeAcTBa KONUPOBAHUS U ONEPATHBHOI0 PA3MHOKEHHUS.
IlpuemM n 00pa0oTKa XOKYMEHTOB, NMOCTYNAIOINUX MO0 KAHAJAM 3JICKTPOHHOH MOYTHI M (PAKCMMHMJIBHOW CBSI3H.
IIpaBuia 6e3onacHoii padoThI ¢ OPITEXHUKOIA.

KommbroTepHbie cpeicTBa MOArOTOBKH JOKYMEHTOB. Mcronbp3oBanue 1mabia0HOB Uit (OPMHUPOBAHUS TOKYMEHTOB
Ha KommbloTepe. lcmonp3oBaHMe B KOMITBIOTEpE OJIaHKOB AO0KyMeHTOB. Co3laHue OJaHKOB JIOKYMEHTOB B
KOMITbIOTEpE. V3roTOBICHHE, KONMMPOBAHUE M THPAXHPOBAHHE NOKYMEHTOB. CpencTBa oOpabOTKHM NOKYMEHTOB.
JlokyMeHTBI, TIepefaBaeMble TI0 KaHaJaM CBS3H (Telerpamma, Tellekc, pakcorpamma, TeaedoHorpamma). IlonsTue
«oprrexHuka». OCHOBHBIE BHABI OpPraHU3aLMOHHON TexHUKH. IIpaBuia TeXHHKH O€30MacHOCTH pPadOTHI C
OPTTEXHUKOM.

Tema 3.4 DiiekTpoHHOE T0KyMeHTHPOBaHue. [IoHsITHE «3JIEKTPOHHBIIH JOKYMEHT».

IIpeumymiecTBa nepenauu AOKYMEHTa C KOMIIBIOTEpA Ha KOMIIBIOTEP. YCTaHOBKA HAa KOMIIBIOTEPE CIELUAIBHO
BBIICJICHHOW MAaNKW U1 IOCTYNAIIUX JOKYMeHTOB. IIpeumymecTBa anekTpoHHoM moutsl. Jloctyn kx Internet.
Cucrtema perucrpaiuy 1 KOHTpoJs. Co3iaHue 3JeKTPOHHOM 0a3bl AaHHBIX. [lorck NoOKyMeHTa. DKCKYpCHUsl B apXuB
MypMaHCKOTro apKTHYECKOTO FOCYJapCTBEHHOTO YHHBEPCHUTETA.

3. IlepeuyeHb yueOHO-MeTOANYECKOT0 o0ecneyeHus TUCIUIIMHBI (MOTYJI51)

- MyJIbTUMEAMWHBIE MPE3EHTALMOHHbIE MaTepuanbl MO JAUCHUIUIMHE (MOAYIIIO)
IpeJICTaBlIeHbI B 3JIeKTpoHHOM Kypce B OOC MAY;

- METOJMYECKHE YKa3aHUs K BBINOJIHEHUIO J1a0OPAaTOPHBIX/MPAKTUUECKUX/KOHTPOJIBHBIX
paboT (BbIOpaTh) MpeAcTaBieHbl B A1eKTpoHHOM Kypce B DM1IOC MAY;

- METOJMYECKHE MaTepuaibl JUIsi OOYydYaloIIMXCS 10 OCBOCHUIO JMCLUIUIUHBI (MOYJIS)
IpeJcTaBiIeHbl Ha oduinanbHoM caiite MAY B pasgene «MHpopmaius no o6pa3oBaTelbHbIM
nporpaMMam, B TOM YHCJI€ aJallTUPOBAHHBIM».

4. ®oH/1 OLEHOYHBIX CPECTB MO TUCHUILINHE (MOAYJIIO)
SABnsieTcs OTHENBHBIM KOMIIOHEHTOM 00pa30oBaTeIbHOM MPOTrpaMMBbl, pa3padoTaH B ¢opme
OTJIETbHOTO JJOKYMEHTA, BKJIFOYAET B CeOs:
- IepeyeHb KOMIIETEHIUI ¢ YKa3aHHEM 3TaroB UX (OPMHUPOBAHUS B IIPOLECCE OCBOCHUS
JTUCITUTLIAHBL (MOJTYIIS);
- 3QJIaHUS TEKYIIETO KOHTPOJIS,
- 3a/1aHUS TPOMEKYTOUHOM aTTeCTAllNH;
- 3aJIaHUS BHYTPEHHEH OIIEHKH KauecTBa 00Opa30BaHMS.

5. TEPEYEHb YYEBHO-METOJIUYECKOI'O OBECHEYEHHUS, HEOBXOAUMOI'O 1Js1
OCBOEHUS JUCIHUIIJIMHBI (MO YJIST).

OcHOBHAs JUTEPATYpPA:

1. OenepanpHblii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM jene B Poccuiickoit
Oenepanum» (pea. Denepanbubix 3akoHOB oT 04.12.2006 Ne 202-®3, or 01.12.2007 Ne 318-@3, ot
13.05.2008 Ne 68-®3, ot 08.05.2010 Ne 83-D3, oT 27.07.2010 Ne 227-D3)

2. OenepanpHblil 3akoH "O0 uHbOpMauy, HHPOPMATH3ALUK U 3aimTe HHGopManuu'". 3aKoH
noanucas [Ipesnnentom Poccniickoit @eneparm 20 despanst 1995 roga N 24-D3

3. 3akon Mypmanckoir obmactu ot 20.02.2006 Ne 730-01-3MO «O06 apxwBHOM jelie B
MypmaHCKoi 06JacTi»

4. ®Denepanbbiii 3akoH 0T 27 urosst 2006 r. N 152-03 "O nepcoHaIbHBIX JaHHBIX"

5. Oenepanpabiii 3akoH 0T 2 Mast 2006 r. N 59-D3"0O mopsake paccMOTpeHHsT 00paIieHHd

rpaxaan Poccuiickoit @eneparnun” C U13MEHEHUSIMU U AOTIOJHEHUAMHU OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 ., 24 Hosi6ps 2014 r.


http://www.mstu.edu.ru/sveden/education/oop/
http://www.mstu.edu.ru/sveden/education/oop/

6. [IpaBuna genonpou3BOACTBA B (elepalnbHBIX OpraHax HMCIIOJHUTEIBHON  BIACTH
(yrBepxxaensl nocranoBienuem [IpasurensctBa Poccuiickoit @enepaunu ot 15.06.2009 Ne 477

7. [lepedeHp THUTIOBBIX YIPABICHUCCKUX APXUBHBIX TOKYMEHTOB, 00Opa3yIOIIMXCs B IpoIecce
JIEATENILHOCTU TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPaBJICHUs U OpraHu3alui, ¢ yKa3aHUeM
CPOKOB XpaHEHUs. YTBEpKICH IpukazoM MUHUCTepcTBa KylbTypsl Poccuiickoit ®@eneparuu ot 25 aBrycra
2010 1. Ne 558

JlonoHUTeILHAS JIMTEPATYypa:

1. [MTucemo MunoOpazBanust PO ot 20 mexabpst 2000 roma N 03-51/64 «O Meroandeckux
PEKOMEHIANUAX MO paboTe ¢ JOKYMEHTaMU B 00I1e00pa30BaTEIbHBIX YIPSIKICHUIX)

2. Opranuzanus AeIoNnponu3BoACTBa U ToKyMeHToobopoTta JOVY [Tekcr]: meron. pek. / JI. W.
Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Conoryd, O.I1. Jlenonmpou3BOACTBO: COCTaBJICHHWE, pEAaKTHpOBaHWE W  00paboTKa

nokyMeHToB: YueOHoe nocodue / O.I1. Conory6. - M.: Omera-JI, 2013. - 207 c.

6. TINPO®ECCHOHAJIBHBIE BA3bl JAHHBIX W MHWH®O®OPMAINMOHHBIE CIIPABOYHBIE
CUCTEMBbI

1) T'ocynapcTBeHHas cucTeMa MpaBoBoi HHMOpMAIUU - OPUITHATBLHBIN HHTEPHET-TTOPTAI
npaBoBoi uHGpopmanuu- URL: http://pravo.gov.ru

2) Undopmanmonnas cucrema «EanHoe okHO ocTymna K 00pa3oBaTeIbHBIM pecypcam» -
URL: http://window.edu.ru

3) CnpaBouHo-npaBoBas cuctema. Koncynerant [Lmtoc - URL: http://www.consultant.ru/

7. NEPEYEHb JIMOEH3UOHHOI'O MPOTPAMMHOI'O OBECIEYEHHMS, B TOM 4YMCJE
OTEYECTBEHHOTI'O ITPOU3BOACTBA

JIMneH3noHHOe NPOorpaMMHoe ofecreyeHne 0Te4eCTBEHHOr0 MPOU3BOCTBA
KasperskyAnti-Virus

JInneH3M0HHOe MporpaMMHoe odecrieyeHue 3apy0e:KHOr0 NPOU3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CB00601HO pacnpocTpaHsieMoe NPOrpaMMHOe ofecrieueHne 0TeYeCTBEHHOT 0 MPON3BOACTBA
7Zip

Cpo0oaHo pacnpocTpaHsieMoe NPorpaMMHoe odecniedeHue 3apy0e;KHOr0 MPOU3BOACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

8. OBECIIEYEHHUE OBPA30OBAHMUS U1 JIMII C OB3

Jns obecrieueHnss 00pa3oBaHHWs WHBAIMAOB W JIMI C OTPAHUYCHHBIMH BO3MOXKHOCTSIMH 3/I0POBBSI peali3aIiist
JUCIUILTHHBL MOXKET OCYIIECTBISITHCS B aJJalITAPOBAHHOM BHJIE, C YYETOM CHEUU(PHUKHA OCBOCHHUS U AUAAKTHUECKUX
TpeOOBaHMUil, NCXOI U3 MHIUBHUIyaJIHHBIX BO3MOXHOCTEH H 110 TMYHOMY 3aBJICHHUIO 00yUaroIerocs.

9. MATEPUAJIBHO-TEXHUYECOE OBECIIEYEHHUE JUCHOUIIJIMHBI(MOAYJISA) nIpeAcTaBiICHO B
npunoxkennn kK OIIOIT «MarepuaibHO-TEXHUYECKUE YCIIOBUS peain3aluu 00pa3oBaTeIbHON
MIPOrpamMMbI» U BKIIFOYACT:

- yaeOHBIE ayAUTOpPUM [UIS TIPOBEICHHS Y4YEOHBIX 3aHATHH, MPETyCMOTPEHHBIX
MPOTPaMMOt OakanaBpuaTa/CrenuaTnTeTa/MarucTpaTypsol (BBIOpATH), OCHAIIECHHbIE
000py/I0oBaHNEM U TEXHUYECKHUMH CPEICTBAMU OOyUEHUS;

- IOMEIIEHUs  JUII  CaMOCTOSITeNIbHOM ~ paboThl  0OydYaroIIMXCsl,  OCHAIlEHHBIE
KOMIIBIOTEPHON TEXHUKON C BO3MOXKHOCTBIO MOAKITIOUEHUS K ceTu «MHTepHeT» U oOecrieueHueM
JIOCTYTIA K 3JIEKTPOHHOUN HH(POPMAIIMOHHO-00pa3oBarenbHol cpene MAY;

10. Pacnpenesienne TPy10eMKOCTH MO BUAAM Y4eOHOM J1eSITeJIbHOCTH
Ta6muaua 1! - Pacnpesienenue TpynoeMKoCTH



http://www.consultant.ru/

. Pacnipenenenne Tpya0eMKOCTH AUCHUTLTHHBI (MOyTs1) 10 hopMaM oOyUeHUs
Bun yaebnoi
2 Ounas OuyHo-3a04yHas 3aouHas
NEeATEIbHOCTH B
cero
Cemectp Bcero Cemectp Bcero | Cemectp/Kypce HACOR
3 4acoB 4acoB
Jlexuuu 4 4
[IpakTrnueckue
P 10 10
3aHATUS
CamocrosTenbHas 2 ”
pabora
IToxroroBka k
MIPOMEKYTOUHOM - -
aTTecTaluy >
Bcero yacos
N0 JMCUHUNIHHE 36 36
/ m3 HUX B opme
IPaKTUYECKOM 10 10
TIOArOTOBKK”
DOpMBI TPOMEKYTOUYHOHN aTTECTALIMU U TEKYILEr0 KOHTPOJIS
Bader « 0 [ & [ [ [ [ ] ]
IlepeyeHb NPAKTHYECKUX 3aHATHI M0 (popMaM 00yUeHUs
Ne .
o\ TemMbl NpPaKTHYECKUX 3aHATHI
1 2

Ounas popma

Pasznen 1. Coneprkanue, 3Ha4eHHE JEIONPOU3BOACTBA. TEXHOIOIUA OpraHu3alnun
JeJI0NIPOU3BOCTBA B 00pa30BaTEIbHOM YUPEXKICHUH

2 | Pa3nen 2. HopmatuBHO-3akoHO1aTenbHast 6a3a. OCHOBHbIE BU/IbI JOKYMEHTOB U CHCTEMBI
JNoKyMeHTauu. OcoOEHHOCTU MOJTOTOBKH M 0hOPMIIEHHS OTJIEIbHBIX BUJIOB JOKYMEHTOB

3 | Pazgen 3. ®opmupoBaHuE €1 U OpraHU3aLMs XPaHEHUs JOKYMEHTOB. DKCIepTr3a
IIEHHOCTH JOKYMEHTOB. TE€XHUYECKUE CPEACTBA, UCTIOIb3YEMBIE B JCIIOMPOU3BOICTRE.
DNEKTPOHHBINA JOKYMEHTOO00POT

4 | Tema 3. 1 IlpaBuisia coctaBaeHUs] HOMEHKIIATYpHI A€l yupexaeHus. dopmupoBanue u
otopmiienue fen. Opranusaiys orepaTiBHOTO XpaHeH!s JOKyMeHTOB. DopMupoBaHue
apxuBa B 00pa30BaTEIbHOM YUPEXKIECHUU

S5 |Tema 3.2 HWcnonwszoBanue IIK B nenompomsBoactee. CpeactBa KONMPOBAaHUSA U
oIrepaTHUBHOrO pa3MHOXkeHus. [Iprem u 06paboTKa TOKyMEHTOB, OCTYHAIOUIUX TI0 KaHaiam
ANIEKTPOHHOM MOYTHI ¥ (hakcUMUITbHOM cBsi3u. [IpaBuia Ge3omacHol paboThl C OPTrTEXHUKOM.




