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1. HEJb OCBOEHUSA JUCHUIIJIMHbI (MOAYJISI) — dopmupoBanue y oOydaromuxcs
TEOPETUYCCKMX 3HAHUU W MPAKTHYECKUX YMEHUW I OpraHu3alud ACJONMPOM3BOJICTBA,
HEOOXOUMBbIC TIPY BBHITIOJHEHHH OINEpaluid IO CO3JaHHI0 W 00pabOTKe OpraHu3alruoOHHO-
pacmopsAUTENbHBIX JOKYMEHTOB, BEICHUS JCIIOBOW MEPENUCKH, aHanu3a WH(OOPMAIMOHHBIX
MMOTOKOB W HWH(POPMAIIMOHHOTO B3aUMOJICHCTBUS B OPTraHU3AlMH, COBEPIICHCTBOBAHUU
TEXHOJIOTUH JTOKYMEHTAlIMOHHOTO OOECIeUeHHsI YIpaBJICHUS M apXUBHOTO Jena Ha 0ase

HoBeHmmx [ T-TexHomorHiA, 00ecredeHus TEKYIIEro XpaHSHHsI TOKYMEHTOB.

2. TPEBOBAHMUS K PE3YJIIbTATAM OCBOEHUSA IUCHUIIJIMHBI (MOAY JISI)

B pesynbrare

KOMIICTCHIIUH

CrocobeH ympaBiisiTh CBOMM  BPEMEHEM,

OCBOCHHA

NUCHUILINHEI

(Mmomynsi)  popmupyroTcs

CaMOpa3BUTHS Ha OCHOBE MPHUHIUIIOB 00pa3oBaHus B TeueHue Beel sxu3nu (YK-6)

[lepeueHp mIaHUPYEMBIX PE3YABTATOB 00YUYEHHUS 110 TUCHUIUIMHE (MOIYIIO),

COOTHECCHHBIX C MHAUKATOpaMH JOCTUIKCHUA KOMHGTGHHHI;'I

ClIeIyIoIIHe

BBICTpaMBAaTh W PCAJIMU30BbIBATL TPACKTOPUIO

KoMmnerenuus

NHauKaTopbI 10CTHKEHU S
KOMIleTeH Ui

Pe3yabTaThl 00yuyeHus

VK-6. Ciocoben
YIPaBJIATb CBOUM

6.1. Ucmonb3yet
WHCTPYMEHTBI U METOIBI

3HaTh: HOPMATHUBHBLIC TOKYMCHTBI I10O

YHU(PUKAIUU ¥ CTaHJapTU3alluU B 001acTu

BPEMEHEM, YIPABIICHHS] BPEMEHEM IIPH | JOKYMEHTAIIMH, IEHCTBYIOINE Ha
BBICTPauBATh U BBITTOJTHEHUN KOHKPETHBIX tepputopun P®; rocynapcTBeHHbIE
peanu30BLIBATH 3a/1a4, IPOEKTOB, NPU CTaHIAPTHl U 3aKOHOIATEIbHBIE AKTHI 110
TPAEKTOPUIO JOCTHKEHHUH IOCTABJIEHHBIX | JOKYMEHTHUPOBAHMIO;

caMOpa3BUTHSI HA
OCHOBE
MIPUHITATIOB
o0paszoBaHus B
TEUCHHE BCceH
JKU3HU

eJen.

6.2. Onpenensier
MIPUOPUTETHI COOCTBEHHOU
JIEATETBHOCTH,
JMYHOCTHOTO Pa3BUTHUS U
po(hecCHOHATILHOTO POCTa.
6.3. OnenuBaet TpebOBaHUS
pBIHKA TpyJia U
PEUTOKEHUS
00pa30BaTEIIbHBIX YCIYT
JUIS. BBICTPAUBaHUS
TPACKTOPUHU COOCTBEHHOT'O
po(heCcCHOHATILHOTO POCTa.
6.4. Ctpout
poheCCHOHATILHYIO
Kapbepy M OnpeesseT
CTpaTeruo

CUCTEMBI TOKYMCHTAIIUH, Tpe6OBaHI/IH K

COCTAaBIICHUIO U O(POPMIIEHUIO JOKYMEHTOB;

TUTIOBBIE HHCTPYKIUH TIO
JIEJIONPOU3BO/ICTBY, PETJIaMEHT PadOThI,
JOJIKHOCTHBIE HHCTPYKLIUU;

OCHOBHBIE BU/IbI IOKYMEHTOB,
peraaMeHTHPYIOIUX 00pa30BaTeNbHYIO
NeSITeNIbHOCTh;

OCHOBBI JIEJIONIPOU3BO/JICTBA B
00pa30BaTEILHOM YUPEXKICHUU.

YMeTh: pallioHAIBEHO ¥ 3PPEKTUBHO
OPraHU30BBIBATH JICIOIPOU3BOJICTBO B
00pa3oBaTeIIbHOW OpraHU3aIiH;
COCTaBJISITh y4eOHO-METOJMUECKUE U
HOPMAaTHUBHO-TIPABOBBIC JJIOKYMEHTHI,
perIaMeHTHPYIOUINE IeSITeIbHOCTh
00pa3oBaTeNbHOI OpraHu3alun

Brnaners: metonamu, cnocobamu u
CpeACTBaMU MOIy4EHUs], XpaHEHHUS,
nepepaboTKy HHPOPMALIUH,

OCHOBaMH KOMIBIOTEPHOI IPaMOTHOCTH
TEXHOJIOTUEH OpraHu3aluu
JIeTIOTIPOU3BOICTBA B 00pa30BaTEIbHOM
YUPEXKICHUH.
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3. YKABAHUE MECTA JUCHUIIJIMHBI (MOAYJISI) B CTPYKTYPE OCHOBHOM
MMPOPECCUOHAJIBHON OBPA3OBATEJIBHOM IMPOT' PAMMBI

JucuumuinHa «/lenonpon3BoACTBO U JJOKYMEHTOOOOPOT B 00pa3oBaTEIbHOM YUPEKICHUU B
CTPYKTYpE OCHOBHOUW TmpodeccnoHabHOW 00pa30oBaTeNbHON TMpPOrpamMMbl  HAIPaBIICHUS
noarotoBku 44.03.05 Ilemarornyeckoe oOpazoBanue (¢ AByMsI MpO(WISIMH TOJATOTOBKH),
HanpasJieHHOCTh (mpodun) MaremaTtuka. MHpopmaTnka sBisiercs GaKyaIbTaTHBOM.

4. OBBEM [JUCHUIIJIMHBI (MOAYJIsI) B 3AYETHBIX EJIWMHUIAX C
YKA3AHUEM KOJ/IMYECTBA AKAJEMHWYECKHUX YACOB, BBIJIEJIEHHBIX HA
KOHTAKTHYIO PABOTY OBYYAIOUIUXCSA C NPENNIOJABATEJIEM (IO BUJIAM
YUYEBHbIX 3AHATHI) " HA CAMOCTOSATEJBHYIO PABOTY
OBYYAIOUIUXCHI.

OOmast TpyI0EMKOCTh AUCIUIUINHBI COCTaBISAeT | 3aueTHyI0 enHuIly Win 36 JacoB (3
pacuera 1 3.e.= 36 yacoB).
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B uHTEpakTHUBHBIX (pOpMax yachl UCHOJIB3YIOTCS B BUAE KPYTJIOTO CTOJIA.

5. COAEPKAHUE JUCIUIIJIMHBI (MOAYJIsl), CTPYKTYPUPOBAHHOE I1O
TEMAM (PA3JEJIAM) C YKASAHMEM OTBEJEHHOI'O HA HUX KOJMYECTBA
AKAJEMHUYECKHUX YACOB U BUJ1OB YYEBHbIX 3AHATHUU.
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1 | Pasnen 1. Conepkanue, 3HaYEHHUE 1 2 - 3 7
b

ACJIOMIPOU3BOJACTBA. Texnomorus
OopraHu3aluu ACJIOIPONU3BOJACTBA B
O6pa3OBaTCJ'ILHOM YUYPCIKKACHUUN

2 | Paznmen 2. HopmaTtuBHO- 2 4 - 6 1 7
3aKoHoIareiabHas 6aza. OCHOBHEIE
BU/JIbI IOKYMEHTOB U CHCTEMBI
nokyMeHTaruu. OcobeHHOCTH
TIOJITOTOBKH ¥ O(hOPMITCHHUS
OTJICTIbHBIX BUJIOB IOKYMEHTOB

3 | Paznmen 3. ®opmupoBaHue nen U 1 4 - 5 1 8
OpraHu3aIus XpaHeHUs




JOKYMEHTOB. DKCIEpTH3a
OCHHOCTHU JOKYMCHTOB.
TexHuyeckue cpeacTna,
HCII0JIb3YEMBIE B
JIEIONIPOU3BOCTBE. DIIEKTPOHHBII
JOKYMEHT0000pOT

3auer

UTOI'O: 4 10 - 14 2 22

ConepxxaHue TMCUMILUIUHBI (MOTYJIs)

Paznen 1. Conepikanue, 3HaYeHHUe 1eJIONPOU3BOCTBA.
TexHos0rNs opraHu3aumu AeJ10NPOU3BOACTBA B 00pa30BaTeIbHOM YUpeKIeHUH

Tema 1.1 OcHOBHBIE TEPMHUHBI U IOHATHE «/1eJIONMPOU3BOACTBO». M cTOPHUSI BOBHUKHOBEHUS
U OCHOBHBIE JTanbl Pa3BUTHS  JejJonpousBoacTBa. CucreMbl  OpraHu3aluu
aejaonpou3BoacTBa. [loHsiTHe M MPUHIMNLI OPraHU3AIUH TOKYMEHT0000POTA

[Tonsatue «aemonpon3BoacTBO». OCHOBHBIC TSI U 3a/1a4H JEIOMPOU3BOIcTBA. Heo6xoammMocTh
OpraHU3aIuy JISJIOMPOU3BOJICTBA B YUPESKICHUH. 3HAYCHHE JICTIONMPOU3BOJICTBA B JICSITEIIBHOCTH
o0OpasoBaTenbHOTO yupexkaeHus. CexkpeTapb, IEIOMPOU3BOIUTEND, TJOKYMEHTOBE, KaHIICISAPHSI.
Hcropudeckue stansl pa3BUTHS Jenonpon3BojicTBa B Poccun. CoBpeMeHHOE TOCyIapCTBEHHOE
peryaupoBaHue  JeNonpou3BoAcTBa. CHCTEMBI  JI€JIOTIPOM3BOJICTBA:  IIEHTPATM30BaHHAS,
JEeIeHTpain30BanHast, cmemanHas. CTpykTypa U 00bEM JoKymMeHTooOopoTa. (OCHOBHBIE
MIPUHIIMATIBI OPTaHU3AIIMN pabOThl C JOKYMEHTOMOTOKAMH, KaK CO3/IaHUE ONITUMAJIbHBIX YCIOBHMA
JUIsL BCEX BHJOB paboOThl ¢ JokyMeHTamu. OpraHu3aiioHHas CTPYKTypa IepcoHaa,
obecreunBaroIiero padboTy ¢ JOKyMEHTaMHU.

Tema 1.2 PekBu3uTHI J0KYMEeHTOB. Perncrpanusi u unaexcanus 10kymeHToB. CTpykTypa 6a3
JaHHBIX J0KyMeHTOB. [lpuem, o0padorka m pacnpenejieHde MOCTYNAKIIMX JTOKYMEHTOB.
Opranuzanust 00pad0TKM U Nepeaayu OTIPABJIAEMbIX I0KYMEHTOB.

[lonsitue pexkBusurta nokymMeHTa. Bunel pekBuszutoB. IlpaBuna odopmieHHs peKBU3UTOB
nokymeHntoB.  @opmynsap-oOpazeun.  brmank nokymentra. Bunel 6mankoB. TpeGoBanus k
O6mankaMm aokymeHToB. LllaGnonsl. MHaekcanus u peructpanus HOKYMEHTOB. Buasl u Gopmbl
perucTpauuy JOKYMEHTOB. TpeboBaHMSA K TEKCTaM CIIYKEOHBIX JOKYMEHTOB: KPAaTKOCTh M TOYHOCTH
H3JII0XKCHUA PIH(I)OpMaI_II/II/I, HCKIIFOYCHUC JOBOSKOI'O TOJIKOBAaHH, 00BEKTUBHOCTb M OOCTOBEPHOCTDH
nH(OpMAIH, COCTABIIEHHE IPOCTHIX JOKYMEHTOB, CTPYKTYPHPOBaHHE TEKCTa JOKYMEHTa, IIHPOKOE
WCIONBb30BaHNe TpadapeTHBIX W THUIIOBBIX TEKCTOB IPH OMWUCAHUHM TOBTOPSIONINXCS YIPaBICHISCKAX
cutyanuit. SI3bIK W CTHIb CIY)KEOHBIX JTOKyMEHTOB. JTambl 0OpaOOTKM BXOJSIIMX JTOKYMEHTOB.
[lepBuunas oOpaboTka BXOIMMIMX JOKYMEHTOB. Perucrpupyemble W HEpEerUCTPUpPYEMbIE
nokymeHThl. [IpeaBaputenbHOE€ pacCMOTPEHHE JOKYMEHTOB JUIsl HAPABICHHUS HCHOIHUTEISIM.
Pezonronus.

[Topsigoxk TNOATOTOBKM  HUCXOIALIMX JOKYMEHTOB. (CocCTaBieHHME MpPOEKTa JIOKYMEHTAa,
corjacoBaHue, noanucanue (yTBepkaeHHe), TupakupoBaHue. CrocoObl M METOIbI OTIPABKU
UCXOIAIMX MOKyMEeHTOB. OOmasi XapakTepucTuKa CIyxeOHOW mnepenucku. PasHOBHAHOCTH
CIIY’)K€OHBIX THCEM (COMPOBOJUTENBHOE MHCHMO, MUCHMO-TIPOCKOA, MUCHMO-3AMPOC, MUCHMO-
OTBET, MHCHMO-COOOIIEeHHEe, HHPOPMAIIMOHHOE MHUCHhMO, TapaHTHIHOE MHCHMO, IHCHMO-
MpUTJalieHue 1 T.1.).

Tema 1.3 Ilopsinok Npoxo:kaeHHsi BHYTPEHHHUX NOKYMeHTOB. OpraHus3anusi KOHTPOJA 3a
HCIIOJIHEHHEM NOKYyMeHTOB. Pabora ucnosHuTeeil ¢ nokymenTamu. Opranusanusi NOMCKOBOM
CHCTEMBbI 110 IOKYMEHTAaM.




BuyTpeHHue NOKyMEHThI 0Opa30BaTEIbHON OpraHu3aiuy (3asBICHHS, CITy)KEOHBIC 3aIMCKH,
JOKJIaHbIe, OOBSICHUTEIbHBIC, CIIPAaBKHU, CBOJKU, OTYEeThl U Ap.). [lomroroska, odopmieHue,
peructpanus. I[IpaBuna MOCTAHOBKM JIOKYMEHTOB Ha KOHTPOJIb. [IOpSIOK CHSATUSL JOKYMEHTOB C
KOHTpos. OTYET 1O MCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OIepaTUBHOE MCIOJIHEHHE
AOKYMCHTOB COTpyAHUKaMU B COOTBCTCTBUHM C HUX OOJDKHOCTHBIMU 00SI3aHHOCTAMH U
pesomronneil  pykoBoxutens.  OTBETCTBEHHOCTh  3a  HecoOmogeHne  TpeOoBaHMA
HMCIOJIHUTEIHCKOH JUCHUITIINHBI, 3a HCIIPABUJIIBHOC HCIIOJIB30BaHUC HCﬁCTBYIOIHHX
HOpPMAaTUBHBIX NJOKYMCHTOB B IIOATOTOBKC, O(bOpMJ'IeHI/II/I MU HCIIOJITHCHUH OOKYMCHTOB B CpPOK.
[TounckoBasi cucrema JTOKyMEHTOB - KapTOTEKH W KIacCH(UKAIIMOHHBIC CHPABOYHUKH. Bubl
KapToTeK. Buapl kiaccu(pukanoHHBIX CIIPAaBOYHUKOB.

Tema 1.4 Cnocodbl U MeTOAbI JOCTABKH [JO0KYMeHTOB. O0pa0doTka KOH(HIEHIUAIbHBIX
AOKYMEHTOB M [IOKYMEHTOB [UISl CJY:KeOHOTO0 TIOJIb30BAHMA. JKCKYpcHs B  OTe]
AeJIonpon3BoaAcTBa MypMaHCKOro apKTHYeCKOro rocyJapcTBeHHOI0 yHUBepcUuTeTa.
Opranmzaiysi MOYTOBOM, KYphEpCKOM M 3KCHpecc-I0CTaBKU JOKYMEHTOB. [IOHSATHS: «1IEHHOCTh U
06e30macHOCTh MHGMOpPMALUNY», «KOHPHUIEHIUAIBHOCTBY, «yrpo3a KOH(UIECHIIMAIBHOCTHY,
«3amuta uHpopmanuu». be3omacHOCTh 1EHHBIX HHPOPMALMOHHBIX pecypcoB. lleHHas
nHpopmalrsa U KOHPUIEHIIMAIbHbIE TOKYMEHTHI. PernmamenTanus cocraBa KOHGUACHINAIbHBIX
cBeleHU U JoOKyMeHTOB. Ilopsimok pabGoThl ¢ KOHQHUAECHUUATbHBIMU JOKyMEHTAMU H
Marepuanamu. Kondunenunansaas nHbopManus U CBEJACHUS B IEATEILHOCTH 00pa30BaTEIbHOM
OpraHu3aIiy.

Pa3nen 2. HopmaTuBHO-3aKk0HOAaTe/ILHAs 6a3a.
OcHoBHbIE BU/IbI IOKYMEHTOB H CHCTeMbI JOKYMEHTALINH.
Oco0eHHOoCTH MOATOTOBKHU M 0()OpMJIEHUS OT/AeJIbHbIX BUI0OB JOKYMEHTOB

Tema 2.1 HopMaTUBHO-3aKOHOAATeJIbHbIE © HOPMATUBHO-METOAMYECKHE JOKYMEHTHI 110
aejonpon3soacTsy. HopMaTtuBHO-3aK0HOAATE/IbHbIE H HOPMATHBHO-METOAUYECKHE
AOKYMEHTHI 10 apXUBHOMY JeJy.

3akoHoaarenbHbIe akThl Poccuiickoit deneparu 1 MypMaHCKOM 001acTH, periIaMeHTHPYIOIITHE
JIeIONIPOU3BOJCTBO U apXMBHOE Jesi0. ['ocynapcTBeHHbIe CTaHAAPTHl U yHUDUKAIMS B 001acTh
JEJIONIPOU3BOJICTBA M apXWUBHOro jena. MHCTpykuus no Aenonpou3BOACTBY MwuHuctepcrsa
oOpazoBanust U Hayku Poccuiickoit deaepannn. MeToaudeckue peKOMEHIAINU 110 pa3paboTKe
HOMEHKJIATYpbl U HWHCTPYKLUHU IO JIEJONPOU3BOJCTBY B 0Opa3oBaTEIbHOM YUPEKICHHUU.
Tunosble mepeyHH € yKa3aHHMEM CPOKOB XpaHeHHUs AOKyMeHTOB. [IpaBmia paboTbl apXuBOB
OpraHu3aluil.

Tema 2.2 Kinaccupukanus noxkymentoB. IOpuanueckas cuiia gokymenra. Haznauenue u
COCTAaB OPraHu3auMOHHO-TIPABOBOM AOKYMEHTAIMH. Ha3znauenmue " CcOCTaB
OPraHu3alOHHO-PACIIOPSAIUTENbHON AoKyMeHTauuu. HazHauyeHne u cocTaB CIPaBOYHO-
HH(OPMAIMOHHON JOKYMEHTAMHU.

Knaccudukamnuss TOKyMEHTOB, €€ OCHOBHbBIE MPU3HAKU. [ pyNIbl JOKYMEHTOB - TOKYMEHTHI MO
o0mMM ¥ aJAMHHHCTPAaTHBHBIM BOINpOcaM, T.€. IO BOIpocaM OOIIero pyKOBOJCTBA
NpEeNNpUsITHEM M €ro JesATeNbHOCThIO; - JOKYMEHThl MO (YHKIUSM  YIOpaBlIECHUS.
Knaccudukamus cinykeOHbIX JOKYMEHTOB: IO aJMHUHHCTPATUBHBIM BOIpOCaM; MO BOIpOcaM
MaTepHUaTbHO-TEXHUUECKOTO CHAOXEHUS; TOKyMEHTallus MO TUIAaHUPOBAHHIO; MO ONepaTUBHON
JEeSITeNbHOCTH; MO OyXrajlTepcKoMy YYeTy; MO TMOATrOTOBKE M pAacCTaHOBKE KaapoB U T...
Knaccudukanuss mo HaMMEHOBAaHUIO: TPHUKA3bl, PACMOPSDKEHUS, IUTAHBI M OTYETHI, AaKThl,
MIPOTOKOJIBI, IOTOBOPHI, YCTaBbl, MHCTPYKIIUH, JOBEPECHHOCTH U T.A. Knaccudukaius mo mecry
COCTaBIIEHUS, TIO CTENEHW YHU(DUKALUU, MO TPOUCXOXKICHHUIO, MO BHUIY OGOpMIIEHUS, IO
crnoco0y ¢ukcanuu WHDOpPMAIMK, IO CTEMEHH CIOKHOCTH, MO CTENEHU TJIACHOCTH, IO



IOPUIMYECKON CuJie, IO CpOKaM HCIOJHCHHS, [0 CPOKaM XpaHCHHs, 10 CTEICHU
00513aTEIBLHOCTH.

Cucrema opraHu3aliMOHHO-TIPAaBOBOM JOKYMEHTAIMH (YCTaB YUpEeXKAECHHUs, [10JI0KEHHUSI, IITATHOE
pacnucaHue, JOJDKHOCTHbIE MHCTpyKuuu). Cuctema oOpraHM3allMOHHO-PACIOPAIUTEIILHON
JOKYMEHTaIMK (yKa3, MpHKa3, BHIMKCKA U3 TPUKa3a, paciopsikeHue, nocraHosjicHue). Cucrema
CIPaBOYHO-UHGOPMAIIMOHHON JOKYMEHTAIMK (ITPOTOKOJ, aKT, 3asBJIICHUE, JOKIaIHAs 3alKcKa,
MPEUIOKEHUE, TPEACTAaBICHUE, CIy)KeOHas 3amucka, OObsCHHUTENbHas). CxeMa IMOArOTOBKU
paCHOp?[[[I/ITCJH)HI)IX IIOKyMCHTOB. HOpﬂI[OK CHATHUA 1 BblA4YN KOHI/If/'I C I[OKYMeHTOB.

Tema 2.3 JlokanbHble HOpMAaTHBHBIE aKThl. CocTaB M padoTa ¢ Ka/ipOBOii T0OKYMeHTALHeil.
[lonoxenusi, mnpaBuia, HMHCTPYKUMM (TpaBUja BHYTPEHHETO TPYJOBOIO  paclopsjka,
MHCTPYKLUHU O TOPSAKE OCYLIECTBICHUS KaKON-IM00 NeATENbHOCTH WM MOPSAIKE NTPUMEHEHUS
MOJIOKEHUH 3aKOHOJATEIbHBIX M MHBIX HOPMATHUBHBIX AaKTOB, MOJIO)KEHHUS O CTPYKTYPHBIX
MOAPA3JICIIEHUSAX, KOJUIEKTUBHBINA oroBop U Ap.). [Topsanok odopmieHus U NOANUCAHUS ITHX
JOKYMEHTOB JUIsl IPUMEHEHUSI KaK CaMOCTOSITENIbHBIX MPaBOBBIX akTOB. [loHATHE U CTpyKTypa
NepCOHANBbHBIX AaHHBIX. O0s3aTeNbHbIE KaIpOBbIE TOKYMEHTHI 00pa30BaTeIbHON OpraHU3alky,
UX BHJIbl, COCTaB, HOPMaTUBHbIE TPEOOBaHUS K BEACHUIO KaJIpOBOM JOKYMEHTAUU (IIPUKA3bl U
pacrnopsbkeHHsi 1O JIMYHOMY COCTaBy, 3asBJI€HHE, TPYIOBOM JOroBOp, JOJDKHOCTHAs
MHCTPYKILUS, TPYIOBas KHIKKA, JIMYHAs KapToyka, JIMYHOE JeJo). [[BrkeHHe M XpaHEeHHe
KaapoBOM AokyMmMeHTauuu. JKypHanbl M KHUTH Yydera. McnosiHeHHe colraibHO-MPaBOBBIX
3aIpoCoB.

Pa3znen 3. @opmupoBanue aeJ1 1 OPraHu3anusi XpaHeHus: J0KYMEHTOB.
JKcnepTH3a HeHHOCTH 10KYMEHTOB.
TexHu4eckue cpeacTBa, HCMOJIb3yeMble B 1eJ10NPOU3BOACTBE.
JJIeKTPOHHBIH IOKYMEHT0000POT

Tema 3.1 IlpaBuia cocTaBjieHHSI HOMEHKJIATYPBI JeJ y4dpe:xaeHus. dopMupoBaHue W
opopmwienne naeja. OpraHmszanusi ONEPATHBHOIO XpPaHeHUs TOKYMeHTOB. MopmMupoBaHue
apxuBa B 00pa30BaTeJIbHOM Y4peKIeHNH.

[lonsite o «uene». Homenknarypa gen. CocraBieHre HOMEHKIATyphl Jel B
00pa30BaTeIbHOM YUPEKICHHUH. dopMuUpoBaHUE JIEIN. [Tpu3naku 3aBeleHHs [EI:
HOMUHAJIbHBIN, TPEIMETHO-BOMPOCHBIN, aBTOPCKUM, KOPPECIOHIEHTCKHM, TreorpaduyuecKuid,
xpoHoJsiorndyeckuii. Buapl apxuoB. TpeboBanus k apxuBaM. [lopsanok nepenaun JOKyMEHTOB Ha
apxuBHOe XxpaHeHue. CucremaTuzaius JOKYMEHTOB B apxuBe. PaboTa ¢ HaydyHO-CHpPaBOYHBIM
anmapaTtoM (UCTOpHYECKas CIpaBKa, OMUCH JIed MOCTOSHHOTO U BPEMEHHOTO XpaHEHHS
JOKYMEHTOB, KHUTU y4eTa U JBUKECHHUS JIE).

Tema 3.2 /le1a MOCTOSHHOTO M BPEMEHHOI0 CPOKAa XpPaHEHUsl. JKCHEPTHasi KOMMCCHUS
yupexaenusi. [lopsiiok yHHUYTOKeHHS TOKYMEHTOB.

Oco0OeHHOCTH XpaHEHUS JeN MOCTOSHHOrO, BpeMeHHOro (cBeimie 10 JieT) u 1en mo JUYHOMY
coctaBy. Ilopsgox mnepemaum naen B [ocymapctBeHHble apxuBbl. (Co3/laHHE SKCIEPTHOU
KOMHCCUU yupexjaeHusa. [IpoBeneHue 3KCHepTHU3bl IEHHOCTH JOKyMeHTOB. OdopmieHue
MPOTOKOJIOB 3aC€IaHUil KOMUCCHU U aKTOB Ha yHUUTOKeHHe aen. [Ipomemypa yHUUTOXEHUS
JOKYMEHTOB.

Tema 3.3 MHcnmoan3oanme IIK B penompomsBoacree. CpencrBa KONHPOBAHUS M
onepaTuBHOro pasmuoxxeHusi. [Ipuem u 00padoTka JOKYMEHTOB, NOCTYNAIIIUX N0 KAHAJIAM
3JIEKTPOHHOM NOYTHI M (pakcuMuIbHOI cBsi3u. IIpaBuia 0e3onmacHoil padoThl ¢ OPIrTEXHUKOIA.
KomnbloTepHble cpelIcTBa MOATOTOBKM JOKYMEHTOB. Vcmosib3oBaHHe —IIaOJOHOB  JUIS
¢dbopmMupoBaHHUS JOKYMEHTOB Ha KoMIbloTepe. Vcronb3oBaHHe B KOMIbIOTEpe OJaHKOB
nokymMeHToB. Co3faHue OJIaHKOB JOKYMEHTOB B KOMIIbloTepe. M3rotoBiieHue, KOMUPOBaHUE U



THPaKUPOBAHUE JOKYMEHTOB. CpencTBa 00pabOTKU NOKYMEHTOB. JIOKyMEHTBI, IeperaBaeMbie
0 KaHaiaM CBs3M (TejerpaMma, Telekc, (akcorpamma, tenedonorpamma). IlonsaTue
«OPIrTCXHUKA». OcHOBHBIE BH/IbI OpFaHHSaHHOHHOﬁ TCXHHUKU. HpaBI/IJIa TEXHUKH 0€30I1aCHOCTH
paboTHI C OPITEXHUKOM.

Tema 3.4 JekTpoHHOe 10KyMeHTHpPOBaHUe. [loHsITHE «3JIEKTPOHHBIN JOKYMEHT».
[IpeumymiecTBa nepenauum JOKyMEHTa C KOMIIBIOTEPA Ha KOMIIBIOTEp.  YCTaHOBKAa Ha
KOMIIBIOTEPE CIIEHHUAIBHO BBIIEICHHOM IMAIKK JUIS NMOCTYNAIUX JOKyMEeHTOB. IIpenmymectsa
anekTpoHHOW mouThl. Jloctyn k Internet. Cucrema perucrpauuu u koHtposisi. Co3gaHue
NIeKTpOHHOW ©Oa3bl JaHHbIX. llowck pokymeHTa. OKckypcuss B apxuB  MypMaHCKOTO
ApPKTUYECKOI0 FOCYAAPCTBEHHOTO YHUBEPCUTETA.

6. IEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHUS, HEOBXOAUMOI'O
JJIs1 OCBOEHUSA TMCHHUIIVIMHBI (MO YJIsS).

OcHoBHas JInTeparypa:

1. @enepanbhblii 3akoH oT 22.10.2004 Ne 125-®3 «O06 apxuBHOM [eiie B
Poccuiickoit ®enepanun» (pen. denepanbHbix 3akoHOB oT 04.12.2006 Ne 202-D3, ot
01.12.2007 Ne 318-@3, ot 13.05.2008 Ne 68-D3, ot 08.05.2010 Ne 83-D3, ot 27.07.2010 Ne
227-D3)

2. Oenepanbublii  3akoH  "OO0 wuwHbopmanuu, uHOpPMaTH3ALMM U 3alIUTE
unpopmanun". 3akon noanucan Ilpesunentom Poccuiickoit denepanuu 20 despans 1995 rona
N 24-03

3. 3akon Mypmanckoit o6mactu ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM Jeiie
B MypmaHCKO# 001aCcTH»

4, ®enepanbHblid 3akoH OT 27 utonig 2006 r. N 152-®3 "O nepcoHanbHbIX JaHHBIX"

5. ®enepanbHblii 3ak0H OT 2 Masg 2006 r. N 59-®3 "O nopsiake paccMOTpEHHUs
obOpamenuii rpaxaan Poccutickoit @eneparuu” C n3MEHEHUSIMH U IOTIOJTHEHUSAMU OT: 29 HIOHS,
27 uronst 2010 1., 7 mas, 2 urons 2013 1., 24 Hos6ps 2014 1.

6. [IpaBuna genonpou3BoAcTBa B (efepabHBIX OpraHaxX HCIOJHUTENbHOM BIACTH
(yrBepkaeHsl noctanoBiieHueM [IpaBurensctBa Poccuiickoit @enepamuu ot 15.06.2009 Ne 477
7. [lepeueHpb TUIOBBIX YHPaBICHYECKHX APXUBHBIX JOKYMEHTOB, 00pa3ylolIuXcs B

MpoLecce AEATEIbHOCTH TOCYIAapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIPAaBIICHUS U
OpraHu3alyii, ¢ yKa3aHUEM CPOKOB XpaHEHUs. YTBEPKIEH MpUKa30oM MUHUCTEPCTBA KYIbTYPhI
Poccuiickoit ®eaeparuum ot 25 aBrycta 2010 r. Ne 558

JlonoJIHUTEIbHAS JINTEpaTypa:
1. I[Tucemo MunoOpazBanus PO ot 20 nmekabps 2000 roma N 03-51/64 «O
MeTtoauyeckux pEKOMEHIAIMIX [0 padoTe ¢ JAOKYMEHTaMH B 00IIe00pa30oBaTeIbHbBIX

YUIPEKICHUSIX )

2. Opranuszanus JAenonpou3BoJACTBa M AokymMeHToobopora JIOY [Tekcr]: meron.
pek. / JI. U. JIykuna. - M. : Cdepa, 2009. - 128 c.

3. Couory6, O.I1. [lenonpon3BoACTBO: COCTAaBICHHUE, peAaKTUPOBAHUE U 00paboTKa

nokyMeHToB: YueOHoe nocodue / O.I1. Conory0. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIIIMHBI
MOAYJIA)

B o6paszoBarenbHOM Mpolecce UCTIONb3YIOTCS:

— ydeOHble ayJUTOPUM JUIL  TPOBEACHUS  y4eOHBIX  3aHATHH, OCHAIEHHbIE
00OpyZIOBaHNEM U TEXHUYECKUMU cpelcTBaMH oOyueHusi: yueOHas mebens, [1K, o6opynoBanue
JUIsL AEMOHCTpPALIMKU TPe3eHTalNH, HATJIsHbIE TOCOOHS;



— TMOMEIIEHUS JUIi  CaMOCTOSATENIbHOM  paboThl  OOyYaromuXcsi, OCHAIEHHBIC
KOMIBIOTEPHOM TEXHUKOM C BO3MOXKHOCTBIO MOJIKIIIOUEHUS K ceTu «HTepHeT» U obecreueHueM
JIOCTYIIa B AIEKTPOHHYIO HH(POpMAIIMOHHO-00pazoBaTenbHyto cpexy MAIY.

7.1 TIEPEYEHDb U EH3UOHHOI'O ITPOI'PAMMHOI'O OGECIIEYUEHUA
.JI]/IIICH3I/IOHH06 nporpaMmmMHoe¢ o0ecmeyeHne 0TEYeCTBEHHOI 0 NMpou3BOJACTBA
Kaspersky Anti-Virus
.JI]/IIIQHZ&I/IOHHOC MnmporpamMmMHoOe€ ob0ecreuenue 3apy6e>RHOr0 Mmpou3BOJACTBa
MS Office
Windows 7 Professional
Windows 10

CB0001HO pacnpocTpaHsieMoe MPOrpaMMHoOe odecrieyeHne 0Te4eCTBEeHHOT0
IPOU3BOACTBA

7Zip

CBOﬁO}IHO pacrpocrpansieMoc nmporpammMmHoO¢C odecrieyeHue 3apy6emn0r0 NMpoOUu3BOJACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJIEKTPOHHO-BUBJINOTEYHBIE CUCTEMBI:
ObC uznarenscrBa «Jlaub» https://e.lanbook.com/
ObC m3natensctBa «FOpaiit» https://biblio-online.ru/
OBbC «YuuBepcuTerckas oubimoreka oHnaitay» https://biblioclub.ru/

7.3 COBPEMEHHBIE ITPO®ECCHUOHAJIBHBIE BA3bI TAHHBIX
1. Cynebubie u HOpMaTuBHBIE akThl PO http://sudact.ru/
2. Nadopmarmonno-ananutudeckas cucreMa SCIENCE INDEX

3. DnekTpoHHas 0aza TaHHBIX Scopus
4. Ba3el nanueix komnannn CLARIVATE ANALYTICS

7.4 UTHOOPMAIIMOHHBIE CITPABOYHBIE CUCTEMbI
1. CnpaBoyHO-TIpaBOBast nHpOopManmoHHas cucrema Koncynprant [Lroc
http://www.consultant.ru/
2. 000 «CoBpemeHHBIE Meaua TEXHOJIOTMH B  OOpa3oBaHMM U KYJIBTYPE»
http://www.informio.ru/

8. UHBIE CBEJIEHUSI U MATEPHUAJIbI HA YCMOTPEHUE BEJIYIIEN KA®EIPBI
He npenycmoTpeHo.

9. OBECIIEYEHHUE OBPA30BAHMUA JJIA JINL C OB3

st oGecriedeHrss 06pa30BaHUs MHBAJIMIOB U JIMI C OIPaHMUYEHHBIMH BO3MOKHOCTSIMH 3710POBbS
peanu3anys AUCHUILNIMHBL MOXXET OCYIIECTBIATHCA B aJalTHPOBAHHOM BHIE, C Y4YETOM
cneun(UKd OCBOEHUS M JUIAKTUYECKUX TpeOOBaHMM, UCXOAd W3 HMHIUBUAYAIbHBIX
BO3MOJKHOCTEH U MO JIMYHOMY 3asIBJICHUIO 00y4YaroIerocs.
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