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1. HEJIb OCBOEHUA JUCHUIIJIMHBI (MOAYJIS) — dopmupoBaHne y o0ydaromumxcs
TEOPETUYECKUX 3HAHUW M TPAKTUUYECKUX YMEHUH [UIs OpraHu3allH JeJIONpPOU3BOJICTBA,
HEOOXO/JMMBIE TPU BBHIMOJHEHUH ONEpalii Mo co3JaHui0 U 00paboTKe OpraHU3alMOHHO-
pacropsIUTeNbHBIX JOKYMEHTOB, BEIEHHUS JEJIOBOM IEpenucKd, aHajan3a HH()OPMAIIMOHHBIX
IOTOKOB ¥ HMH(OPMAIIMOHHOTO B3aUMOCWUCTBUS B OpraHU3allMl, COBEPIICHCTBOBAHHH
TEXHOJIOTUH JTOKYMEHTALIMOHHOTO 00eCHeueHs] YIpaBICHUS M apXWBHOro Jena Ha Oase

HoBelmux [T-TexHomoruii, obecrneueHns TeKymero XpaHeHus: JOKyMEHTOB.

2. TPEBOBAHUS K PE3YJIBTATAM OCBOEHUSA JUCHUIIVIMHBI (MOAY JIS1)

B pesynbrare

KOMIICTCHI U

OCBOCHHA

NUCHUIIINHEI

(Monmynsi)  GopMHpPYIOTCS  CIEAyIOIINe

CrniocobeH ympaBisiTh CBOUM BpPEMEHEM, BBICTpAMBATh M PEAJTH30BHIBATH TPACKTOPHUIO
CaMOPa3BUTHsI HA OCHOBE NIPUHITMIIOB 00pa3oBaHus B TeueHHe Beel sxu3Hu (YK-6)

[lepeueHp MIIaHUPYEMBIX PE3YIbTATOB 00YUYEHHUS [0 IUCUUIUIMHE (MOYI0), COOTHECEHHBIX C
WHJIUKATOpaMU JOCTHXKEHUSI KOMIIETECHIIUN

Komnerenuus HNuankaropsl Pe3yabTaThl 00yueHHs
KOMIIEeTeHIHI
YK-6. Cnocoben VK-6.1. 3HaTh: HOPMATUBHBIC JOKYMEHTHl MO YHHU(UKALUU H
ynpasiAtk cBouM | Onpenenser CTaHJapTU3ALIH B obmnactu JOKYMEHTaLUH,
BPEMEHEM, CBOH JINYHBIE JeicTByromue Ha teppuropun P®; rocynapcTBeHHbIE
BBICTPAaNBaTh U pecypesl, CTaHJapThI u 3aKOHOJAaTEIbHbIE aKThbl 1o
pean30BbIBAaTh BO3MOXXHOCTH M | TOKYMEHTHPOBAHMUIO;
TPAEKTOPUIO OTpaHUYEHUs CHCTEMBI JOKYMEHTAIH, TPEOOBAaHUS K COCTABICHUIO U
CaMOpa3BUTHA Ha | JJIs 0(popMIICHHIO TOKYMEHTOB;
OCHOBE JOCTH>KEHUS TUIOBBIE ~ MHCTPYKIMM IO  JICJIONPOU3BOJCTBY,
HPUHIUIIOB MIOCTaBJIIGHHOW | perfiaMeHT paboThl, TOJKHOCTHBIE HHCTPYKIIHH;
0o0pa3oBaHUs B e OCHOBHBIC BHUJBl JOKYMEHTOB, pPErIaMEHTHPYIOIIUX
TEYCHUE BCEU VK-6.2. 00pa30BaTeNbHYIO JESTEILHOCTD;
KHU3HU Coszpnaer n OCHOBBI  JIEJIONPOM3BOJCTBA B  00pa30BaTEIbHOM
JOCTPauBaET YUPEXKIEHUU.
UHIMBUAYAILHY | YMeTh: pallMOHAIBHO U 3¢ (EKTUBHO OPraHU30BHIBATH
10 TPAEKTOPHUIO | JIEJIONPOU3BOJICTBO B 00pa3oBaTeIbHON OpraHU3aluu;
caMOpa3BUTHUSA COCTaBJIATh y4E€OHO-METOIMYECKHE U HOPMAaTHBHO-
IPY NOTYYEHUU | TIPABOBbBIE JOKYMEHTHI, peraamMeHTHpyIoIne
npoeCCUOHAb | IEATEIILHOCTH 00pa30BaTEILHON OPraHU3aIH
HOTO Bnamers: Meromammu, cmocobaMum U CpeiCTBAMHU
obpa3oBaHus MOJTYYCHUSI, XpaHEHHUsI, TepepadboTku HHPOPMAIIHH,
OCHOBaMHU KOMIIBIOTEPHON ITPaMOTHOCTH;
TEXHOJIOTUEH  OpraHu3aluu JAEJIONpPOU3BOJACTBA B
00pa30BaTENILHOM YUPEKJACHUU.

3. YKABAHUE MECTA
OBPA3OBATEJIbHOM ITPOTPAMMBI.

Jucrunnuna

«Jlenonpon3BoaCcTBO U

TUCHATIIAHBL  (MOJIYJIS)

B CTPYKTYPE

JOKyMEHTOO0OpOT B 00pazoBaTebHOM

YUPESKACHUU» B CTPYKTYpEe OCHOBHOW MpO(ecCHOHAIBHOM 00pa3oBaTeIbHONH MPOTPaMMBI
HampaBieHuss noArotoBku 44.03.05 Ilemarormveckoe oOpa3zoBaHue (C JIBYMs NPOPHIIMU
NOJATOTOBKM), HampaBieHHOCTh (mpo¢wmin) HauvanpHoe oOpasoBanue. ThIOTEPCTBO SBISETCA
(baKkyIbTaTHBOM.
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4. OBbEM UCHUIIVIMHBI (MOAYJisl) B 3AYETHBIX EJIMHHUIAX C
YKA3ZAHUEM KOJMYECTBA AKAJEMHUYECKHUX WJIU ACTPOHOMHYECKHX
YACOB, BBIIEJIEHHbBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIUXCA C

BUJIAM

YYEBHbBIX

CAMOCTOATEJIBHYIO PABOTY OBYYAIOIIUXCHI.

3AHSITUN)

n HA

OOm1ast TpPyA0EMKOCTh AUCIUILIMHBI COCTaBIsACT 1 3aueTHYI0 eAuHUIly Win 36 yacoB (U3
pacueta 1 3.e.= 36 4acoB).
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B nHTEepakTHUBHBIX (popMax yachl UCIIOIB3YIOTCS B BUE KPYTJIOrO CTOJIA.

IO TEMAM
KO/MYECTBA AKAJEMMYECKHUX WJIA

5. COAEP KAHUE JUCIUIIVIMHBI (MOAYJIsl), CTPYKTYPUPOBAHHOE

(PA3JIEJIAM)

BUJI0B YUEBHBIX 3AHSATHUIA.

C YVYKA3AHMEM OTBEJAEHHOI'O HA HHUX

ACTPOHOMHMYECKHUX YACOB H

HaunmenoBaunue
pasznena, TeEMbI

KoHnTakTHas

abora

JIK

I1P

JIb

Bcero KOHTaKTHBIX

qaCoB

N3 HUX B

KoJ1-BO 4acoB Ha

WHTEPAKTUBHOU
CPC

) NN

KoJi1-B0 yacoB Ha
KOHTPOJTb

Pazgen 1. Conepxanue, 3HaueHue
JIEONIPON3BOICTBA. TeXHOIOTHSA
OpraHM3aIiy JIeIOMPOU3BOJICTBA B
00pa3oBaTEeILHOM yYUPEKICHIUN

(@)

Paznen 2. HopmatuBHO-
3aKoHojaTenbHas 6a3a. OCHOBHBIE
BUJIBI IOKYMEHTOB U CHUCTEMBI
nokymeHTauu. Oco6eHHOCTH
MIO/ITOTOBKH ¥ O(OPMIICHHS
OTJIETbHBIX BUJIOB IOKYMEHTOB

Pa3nen 3. ®opmupoBanue nen u
OpraHM3alys XpaHCHHUS
JOKYMEHTOB. DKCIIEpTH3a
LIEHHOCTH JOKYMEHTOB.
TexHuueckue cpeacTna,
UCIOJIb3YEMBIC B
JIEJIONPOU3BOJCTBE. DIIEKTPOHHBIN




JIOKYMEHTOO0OPOT

3a4CT

HUTOI'O: 4 10 - 14 |2 22

Conep:xaHue TMCHUMILIAHBI (MOTYJIs1)

Pa3nea 1. Conep:xanne, 3HaUeHHe JeJionpousBoacTBa. TexHonorus
OpraHM3alNH /1eJIONPON3BOACTBA B 00Pa30BATEIbHOM YUpesKIeHNU

Tema 1.1 OcHOBHBIE TEPMUHBI H TIOHATHE «1eJIONPOU3BOACTBO». UCTOPUSA BO3HMKHOBEHUS
U OCHOBHbBIE 3TaNbl PA3BUTHS JAeJ0NPON3BoACTBA. CHCTEeMbI OPraHU3alHU
aejonpousBoacTBa. [loHsiTHE M NIPUMHIUIIBI OPraHU3ALMHU JOKYMEHT0000pOTa

[MonsiTHe «aenonpou3BoaCTBO». OCHOBHBIE LIEH U 337a4d JIeIONPOU3BoACTBa. HeoOxoammocTh
OpraHM3aIy JeJIONPOU3BOACTBA B YUPEKACHUH. 3HaUCHHUE JEeIONPON3BOICTBA B I€ATEILHOCTU
oOpa3oBaTenbHOro yupexaeHus. Cekperapb, 1eI0NpOU3BOIUTENb, JOKYMEHTOBE, KaHICIAPHSL.
Uctopuueckue stanbl pa3BuTHs AenonpousBojctsa B Poccun. CoBpeMEeHHOE rocygapCTBEHHOE
PEryjinpoBaHuc ACJIOMPOU3BOACTBA. CucreMsl ACJIOMMPOU3BOACTBA: LOCHTpAJIM30BaAHHA,
JeleHTpanu3oBaHHas, cMmemanHas. CTpykrypa u 00BEM Jo0KyMeHTooOopoTa. (OCHOBHBIE
NPUHIUIBI OPraHU3aluN PA0OTHI C TOKYMEHTOIIOTOKAMH, KaK CO3/JaHUE ONTUMAJIBHBIX YCIOBUN
JUIsE BCEX BHUAOB paboThl C JoKyMeHTamMu. OpraHu3alMOHHas CTPYKTypa IepcoHaia,
obecrneunBaromniero padboTy ¢ JTOKyMEHTaMH.

Tema 1.2 PexkBU3UTHI J0KyMeHTOB. Perucrpanusi 1 maaexcanus 10kymMeHToB. CTpyKTypa 0a3
JaHHBIX JA0KyMeHTOB. Ilpuem, oOpabdorka m pacnpenejieHHe MNOCTYNAKIIMX JTOKYMEHTOB.
Opranusanus o0padoTKH U NepeJayu OTIPABJIAEMbIX J0KYMEHTOB.

[Tonstue pexkBuszuTa NOKyMeHTa. Bunel pekBuzutoB. IlpaBuna odopmiaeHUs PeKBU3UTOB
TOKyMeHTOB.  Dopmynsip-oOpaszen.  bmank mokymenta. Bunbl 6mankoB. TpeOGoBaHus K
6nankam gokymeHToB. lllaGnonsl. MHaekcanus u peructpanus AOKyMeHTOB. Buasl u Gopmbl
perucTpauuy JOKYMEHTOB. TpeOoBaHHS K TEKCTaM CIIY)KEOHBIX JOKYMEHTOB: KPAaTKOCTh U TOYHOCTH
HU3JI0XKXCHUA I/IH(l)OpMaI_[I/II/I, HCKIIIOYCHUE [OBOAKOI'O TOJIKOBAaHHA, 00BEKTUBHOCTL H AOCTOBCPHOCTDH
uHGOpPMAIIUH, COCTABJIEHUE IPOCTHIX TOKYMEHTOB, CTPYKTYpPHPOBaHHE TEKCTa JOKYMEHTA, IIMPOKOE
WCIIOJIb30BaHUE TpadapeTHBIX W THIOBBIX TEKCTOB IPH OIHMCAHWH ITOBTOPSIOIINXCS YIIPABICHUCCKUX
cuTyanuid. SI3bIK M CTHIIb CITY)KEOHBIX JIOKYMEHTOB. JTambl OOpaOOTKH BXOMSIIUX JOKYMEHTOB.
[lepBuunas o0paboTKa BXOIANIMX JOKYMEHTOB. Permcrpupyembie W HEpPErHCTPUPYEMbIC
nokyMmeHThl. [IpenBapuTenbHOE pacCMOTpPEHHE JOKYMEHTOB JJIsi HANpPaBICHUS HCIIOTHUTENSIM.
Pesoumonus.

[Topsimok  MOArOTOBKM  HMCXOASIIMX JOKyMeHTOB. (CocTaBieHHE TMPOEKTa JOKYMEHTa,
COIJIaCOBaHUE, MOJAMNMUcaHue (yTBep:kIeHHe), THpaxkupoBaHue. CrnocoObl U METO/bI OTHpPaBKH
UCXOSAIIUX JOKyMeHTOB. OOmiasi XapakTepucTUKa ciy>keOHOW mnepenucku. Pa3sHoBHIHOCTH
CIIy’)K€OHBIX THCEM (CONMPOBOAMTENHHOE MUCHMO, MUCHMO-TPOCHOA, MUCHMO-3AMPOC, MHCHMO-
OTBET, MHUCbMO-COOOIIEHHE, HHPOPMAIMOHHOE MHCHbMO, TapaHTUHHOE MHUCHBMO, MHUCHBMO-
IpUrjiameHue 1 T.1.).

Tema 1.3 Ilopsitok Npoxo:KaeHHsi BHYTPEHHHUX JOKYMeHTOB. OpraHusanusi KOHTPOJIA 3a
HCIIOJITHEHHEM T0KYMeHTOB. Pabora ucnosHuTesnei ¢ 1okymeHTaMu. Opranuzanmsi oMcKoBOi
CHCTEMBbI 110 JOKYMEeHTaM.

BHyTpenHue nokyMeHThl 00pa3oBaTeNbHON OpraHu3anuy (3asBICHUS, CIIy)KEOHbIE 3alUCKH,
JOKJIaIHBIe, OOBSICHUTENbHBIC, CIIPAaBKHU, CBOJKH, OTYeTHl M jAp.). Ilomroroska, odopmieHue,
peructpanus. [IpaBuiaa MOCTaHOBKM TOKYMEHTOB Ha KOHTPOJIb. llOpsloK CHATHS JOKYMEHTOB C
KOHTpoid. OT4er MO MCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOJIHEHUE
JOKYMEHTOB COTPYAHMKAaMU B COOTBETCTBUU C UX JOJDKHOCTHBIMH OOS3aHHOCTSIMH H




pe3oonrel  pyKOBOAMTEIIA. OTBETCTBEHHOCTh 32  HecoONoaeHue  TpeOoBaHMI
UCTIOJTHUTENICKOM  JWCHUIUIMHBL, 32  HENpPABWIBHOE  WCIOJNB30BaHUE  JCHCTBYIOIIUX
HOPMATUBHBIX JOKYMEHTOB B TMOJTOTOBKE, OOPMIICHUU U WCIOJIHEHUU JOKYMEHTOB B CPOK.
[TouckoBas cucTteMa TOKYMEHTOB - KapTOTEKH W KiacCH(UKAIMOHHBIC CIIPABOYHHKHU. BHIbI
KapToTeK. Bubl Ki1accu(hUKAIMOHHBIX CIIPABOYHUKOB.

Tema 14 Cnoco0bl W MeTOABI JOCTABKH JOKYMeHTOB. (O0pa0doTka KOH(pHMICHIMAIbHBIX
JAOKYMEHTOB H JIOKYMEHTOB [UI CIY)KeOHOI0 I0Jb30BAaHHUS. JKCKypcUsi B  OTAe]
AeJIoNpon3BoacTBa MypMaHCKOro apKTH4YeCKOro rocy1apcTBeHHOr0 YHUBEepCHTeTA.
Opranuzaiys MoYTOBOM, KYphEPCKOM M AKCIPECC-IIOCTaBKUA JOKYMEHTOB. [IOHATHS: «II€HHOCTh W
0€30MacHOCTh MH(POPMALUU», «KOH(PUICHIUATBHOCTb», «yrpo3a KOH(UICHIHUATBHOCTH»,
«3ammTa uH(popManuu». be3omacHOCTh IIEHHBIX HHGOPMALMOHHBIX pecypcoB. lleHHas
uHpopManus U KOHQHICHIIMATIbHBIE JOKYMEHTHI. PernamMenTanus coctaBa KOH(GHISHIIMATBHBIX
cBeieHUl U JokyMeHTOB. Ilopspok paboTel ¢ KOH(QUACHUMAIBHBIMU JIOKYMEHTAMU H
marepuanamu. KonpunennuansHast nHGOpMAIHs U CBEACHUS B ACATEIBHOCTH 00pa30BaTeIbHON
OpraHu3aluy.

Pa3nen 2. HopmaTuBHO-3aKk0HOAaTe/IbHAasA 6a3a. OCHOBHbIE BUIbI JOKYMEHTOB H
cucTeMbl JOKYMeHTAalui. OCO0eHHOCTH MOATOTOBKH M 0()OPMJIEHUS OTAEJIbHBIX
BH/IOB /IOKYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOIATEJIbHbIE © HOPMATHBHO-METOIMYeCKHe JOKYMEHTHI 110
AejonpousBoacTBy. HopmaTuBHO-3aK0HOAaTEIbHBIC  HOPMATHBHO-METOAHYECKHE
AOKYMEHTHI 10 apXHUBHOMY J1eJ1y.

3akoHonaTenbHbIe akThl Poccuiickoit @eneparun 1 MypMaHCKoit 0671acTH, perilaMeHTHPYIOIIHe
JEJIONPOU3BOJCTBO U apXMBHOE J1e0. ['ocyjapcTBeHHbIE CTaHAApThl U YHU(HUKaUI B 00JacTu
JEJIONPOU3BOJCTBA U APXUBHOIO Jena. MHCTpyKIMs Mo [e’aonpou3BOACTBY MuUHHCTEpCTBA
obOpasoBanus u Hayku Poccuiickoii @enepanuu. Meroaudeckue peKOMEHIAIMU 10 pa3paboTke
HOMEHKJIATYphl M HMHCTPYKIMH IO JEJIONMPOU3BOACTBY B 00pa30oBATEIbHOM YUPEKICHHUH.
TunoBble mepeyHH ¢ yKa3aHUEM CpPOKOB XpaHEHMsI NOKyMeHTOB. [IpaBuia paboOThl apXHUBOB
OpraHu3aLuil.

Tema 2.2 Knaccupuxkanus gokymenros. IOpuandeckas cuna goxkymenra. Haznadyenue n
COCTAaB  OPraHU3allMOHHO-TIPAaBOBOH  NokymMeHTanuu. Ha3nayenme u  cocras
OPraHM3alOHHO-PACTIOPAINTENbHOM JoKyMeHTanuu. Ha3HauyeHue M cOCTaB CIPaBOYHO-
HH(OPMAMOHHOM TOKYMEHTAMH.

Knaccudukanus 1OKyMEHTOB, €€ OCHOBHBIE NMPHU3HAKU. ['pyNIbl JOKYMEHTOB - JIOKYMEHTHI I10
o0mMM ¥ aJMUHHCTPaTHBHBIM BOIIpOcaM, T.€. IO BONpocaM OOILEro pyKOBOJCTBA
npeanpusaTuCM H“ €ro JACATCIIbHOCTBIO, - AOKYMCHTBIL 10 q)YHKI_[I/ISIM YIIpaBJICHU.
Knaccudukanus ciayxkeOHBIX TOKYMEHTOB: IO aJMHUHHCTPATUBHBIM BOIIpOCaM; MO BOIpOCaM
MaTCpUAIIbHO-TCXHUYCCKOTO CHa6)K€HI/I$I; AOKYMCHTAlMA TIO0 IJIAHUPOBAHUIO; IO OHepaTHBHOﬁ
NEeSATENIbHOCTH; IO OyXraliTepcKoMy YyueTy; IO TOJArOTOBKE M PAacCTaHOBKE KaApoB M T.1.
Knaccudukanus no HaMMEHOBAHMIO: MPHKa3bl, PACHOPSDKEHUS, IJIAaHBI M OTYETHI, AaKThI,
IPOTOKOJIbI, TOTOBOPHI, YCTaBbl, HHCTPYKILUHU, JOBEPEHHOCTH U T.A. Kiaccudukanus no mecty
COCTaBJICHUS, IO CTENEHH YHH(PHUKAIMK, TO MPOUCXOXKIACHUIO, MO BUAY OG(OpMIIEHHS, MO
crioco0y ¢dukcanuu HWHPOPMANMK, TIO CTENEHH CJIOKHOCTH, IO CTENEHW TJIaCHOCTH, IO
IOpUJIMYECKOM CHJIe, 10 CpOKaM HCIIOJIHEHHs, [0 CpOKaM XpaHEHWs, [0 CTEleHU
0053aTeNbHOCTH.

Cucrema OpFaHHBaHHOHHO-HpaBOBOﬁ JOKYMCHTaIH (yCTaB YUpPCKACHUA, ITOJIOKCHUA, IITATHOC
pacnucaHue, JOHDKHOCTHBIE HWHCTpyKIMHK). CucrteMa oOpraHuM3aldOHHO-PACIoOPSaAUTEIbHON
JOKyMeHTaluu (yka3, IpuKa3, BBIIKCKA U3 MpUKa3a, pacropsbkeHue, nocraHonienue). Cucrema
CIPaBOYHO-UH(GOPMALIMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asBJICHHUE, NOKIaIHas 3alucKa,



peJIoKEHNE, TMPEICTaBICHUEe, CIIy)KeOHasi 3amucka, oOBsicHUTeNnbHas). CxeMa MOJIrOTOBKH
pacopAIUTENbHBIX TOKYMEHTOB. [1OpsIIOK CHATHS ¥ BBIAAYM KOMHIA C TOKYMEHTOB.

Tema 2.3 JlokajibHble HOPpMaTUBHBbIE aKThl. CocTaB M padoTa ¢ KaAPOBOI T0KYMeHTalHel.
[lonoxenus, mnpaBuna, HMHCTPYKUUHU (IpaBWia BHYTPEHHErO TPYAOBOIO paclopsjka,
MHCTPYKIUU O TOPSIIKE OCYIIECTBICHUS KaKOM-THO0 AesITeNbHOCTH UM MOPSAKE MPUMEHEHUs
MOJIOKEHUN 3aKOHOAATCIIbHBIX W HWHBIX HOPMATHBHBIX AKTOB, IIOJOXCHUA O CTPYKTYPHBIX
MoJIpa3/iesieHusX, KOJUIEKTUBHBIN noroBop u Ap.). [lopsnok odopmiaeHUss U MOAMUCAHUS ITHX
JAOKYMCHTOB IJId MPUMCHCHHUS KaK CaMOCTOSATCIIBHBIX ITPABOBBIX AKTOB. Ilonsatue u CTPYKTYypa
NEepCOHAIBHBIX JaHHbIX. OOs3aTeNbHbIE KaIpOBblE TOKYMEHTHI 00pa30BaTeIbHON OpraHu3alni,
WX BUBI, COCTaB, HOPMATHUBHBIC TPEOOBAaHMS K BEACHHUIO KaJPOBOM JOKYMEHTAIMH (IIPUKA3bl U
pacmopsbKeHusi 10 JIMYHOMY COCTaBy, 3asBJIEHHME, TPYAOBOH JOTOBOp, JOJKHOCTHAS
WHCTPYKIUS, TPYAOBas KHUXKA, JIMYHAs KapTOuykKa, JIMYHOE JeJo0). J[BUKeHue U XpaHEHUe
KaJpoBoil AokymeHTanuu. JKypHanbl W KHUTM YydeTa. VICHOJIHEHWE COUMaIbHO-TIPABOBBIX
3a1poCoB.

Pa3nen 3. ®opmupoBaHue aeJ1 1 OPraHU3aNUsl XPaHEHUsSI JOKYMEHTOB. JKCIepTH3a
LEHHOCTH JOKYMeHTOB. TexHn4yeckue cpeacTsa, HCIOJb3yeMble B
AeJIONPOU3BOACTBE. DJICKTPOHHBIN J0KYMEHTO000pOT

Tema 3.1 IlpaBuia cocTaBjeHHSI HOMEHKJIATYPbI JeJ yupexaeHus. DopmupoBaHue W
opopwiienne nej. OpraHusanusi ONEPATHUBHOIO XpPaHeHUs TOKyMeHTOB. PopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM yYpPeKICHHH.

[lonsTne o «aeme». Howmenknarypa gen. CocraBieHre HOMEHKIATypbl Jell B
00pa30BaTENILHOM YUPEKICHHUH. ®opMuUpOBaHUE [EIN. IIpu3Haku 3aBeneHus nei:
HOMUHAJIBHBIN, TMPEIMETHO-BOIPOCHBIM, aBTOPCKUM, KOPPECIIOHIECHTCKHM, reorpaduuecKuii,
xpoHonorndyeckuii. Buapr apxusoB. TpeboBanus k apxuBam. [lopsaok nepenaun JOKYMEHTOB Ha
apxuBHOe xpaHeHue. Cucremaruszaius JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIpaBOYHBIM
annaparoM (UCTOpUYECKas CIpaBKa, OMNMCH J€Jd IOCTOSHHOTO M BpPEMEHHOIO XpPaHEHUs
JIOKYMEHTOB, KHUTH y4e€Ta U ABUKEHUS JE).

Tema 3.2 Jlesia MOCTOSSHHOT0O W BPEMEHHOI0 CPOKA XpaHeHHsl. JKCIEPTHAs KOMHCCHS
yupe:xneHus. [lopsitok yHMUTOKeHUS TOKYMEHTOB.

OcoOeHHOCTH XpaHEHUs Jel MOCTOSHHOTO, BpeMeHHOro (cBbimie 10 yeT) u nen mo JUYHOMY
cocraBy. llopsnox mnepemaunm gen B I'ocynmapcrBeHHble apxuBbl. Co3gaHMe SKCIEPTHOU
KoMuUCCHHM yupexjaeHus. [IpoBeneHue »sKcmepTusbl LEHHOCTH JOKYMEHTOB. OdopmieHue
MPOTOKOJIOB 3aCelaHUii KOMUCCUU U aKTOB Ha yHUYTOKeHue jaei. [Ipomeaypa yHUUTOXKEHUS
JIOKYMEHTOB.

Tema 3.3 MHcnoan3oBanue IIK B genonpousBoacrBe. CpeacrBa KONMUPOBAHUST U
onepaTuBHOro pasmMHoxkenusi. [llpuem n 00paGoTKa JOKYMEHTOB, MOCTYNAKIIUX 10 KAHAJIAM
3JIEKTPOHHOM MOYTHI M hakcuMUIIbHOM cBsi3u. IIpaBuiia 6e3o0macHoil padoThI ¢ OPITEXHUKOM.
KOMHBIOTepHBIC cpeactBa IMOATOTOBKH  OTOKYMCHTOB. Wcnonb3oBanue I_HaG.HOHOB JJIA
dbopMuUpOBaHHS JTOKYMEHTOB Ha KoMIbloTepe. Vcmonp3oBaHMe B KOMIBIOTEpE OJIAHKOB
nokyMmeHTOB. Co3nanue OJIaHKOB JOKYMEHTOB B KOMIbIOTEpe. M3roToBleHHe, KOMMMPOBAHUE U
THPAXUPOBaHUE TOKyMEHTOB. CpencTBa 0OpabOTKH JOKYMEHTOB. JIOKyMEHTHI, TIEpeIaBacMbIe
M0 KaHajmaM CBS3HM (TejaerpamMma, Telekc, ¢akcorpamma, TenehoHorpamma). IloHsTue
«oprrexHuka». OCHOBHBIE BUJIbI OPTaHU3AIMOHHON TeXHUKHU. [IpaBuia TeXHUKH 0€30MMacHOCTH
paboTHI C OPTTEXHUKOM.

Tema 3.4 DekTpoHHOe NOKyMeHTHpPOBaHue. IloHsITHE «3JICKTPOHHBIN JOKYMEHT».
[lpeumymiectBa nepefauyn JOKYMEHTa C KOMIIBIOTEpa Ha KOMIIBIOTEp.  YCTaHOBKa Ha



KOMIIBIOTEPE CIEIUAIIBHO BBIACIEHHOW NaNKU s MOCTYNAIMX J0KyMeHTOB. [IpenMyiectsa
anekTpoHHOM mouThl. Jloctym k Internet. Cuctema peructpauuu v KoHTpousisi. Co3maHue
ANIEKTPOHHON 0a3pl naHHbIX. [lomck mokymMeHTa. ODKCKypcus B apXuB MypMaHCKOTO
ApKTUYECKOI0 FOCYJAapCTBEHHOTO YHUBEPCUTETA.

6. INHEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHMUA,
HEOBXOJINMOTI'O JJId OCBOEHUA JUCHUIIJINHBI (MOY JISA).

OcHoBHasi IuTEpaTypa:

1. Oenepanbubiii 3akoH 0T 22.10.2004 Ne 125-®3 «O06 apxuBHOM jene B Poccuiickoii
®enepannn» (pen. denepanbubix 3akoHOB oT 04.12.2006 Ne 202-®3, ot 01.12.2007 Ne 318-d3, ot
13.05.2008 Ne 68-®3, ot 08.05.2010 Ne 83-D3, o1 27.07.2010 Ne 227-D3)

2. Oenepanpublii 3akoH "O0 mHpopManuu, nHPOpMATU3aLMU U 3aumuTe HpopManuu”. 3aKoH
nonmnucan [Ipesunentom Poccuiickoit deneparum 20 dhespans 1995 roga N 24-D3

3. 3akoH Mypmanckoir obmactu ot 20.02.2006 Ne 730-01-3MO «OO6 apxuBHOM Jiene B
MypmaHcKoi o0nacTu»

4. ®enepanbubiii 3akoH 0T 27 nrons 2006 r. N 152-03 "O nepcoHalbHBIX JaHHBIX '

5. OenepanpHblii 3ak0H OT 2 Mas 2006 1. N 59-03 "O mnopsike paccMOTpeHHs OOpalleHHH

rpaxaan Poccwuiickoii @enepanun” C n3MEeHEHUSIMH U AOTIONHEHUsIMU OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 ., 24 vos6ps 2014 .

6. [lpaBuna genonmpow3BojACTBA B (elepalbHBIX OpraHax HWCIOJHHUTEIBHON  BJIACTH
(yrBepxaeHsl nocranosneHueM [IpasurenscrBa Poccuiickoii @enepanuu ot 15.06.2009 Ne 477
7. Ilepeyerp TUMOBBIX YIPABICHUECKUX APXHMBHBIX JIOKYMEHTOB, OOpa3ylOIIMXCS B MpoOIecce

JIESATEIbHOCTU I'OCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPAaBIEHUs U OpraHu3aluii, ¢ yKa3aHueM
CPOKOB XpaHeHHus. YTBep:KIeH npukazoM MunucrepcTBa KyabTypsl Poccuiickoit denepanuu ot 25 aBrycra
2010 r. Ne 558

JomotHuTEIbHAS JIUTEpaATypa:

1. ITucemo MwunobOpazBanuss PO ot 20 nexabpst 2000 roma N 03-51/64 «O Meroandeckux
PEKOMEHIANUAX MO paboTe C JOKYMEHTaMH B 00I11€00pa30BaTEIbHBIX YIPSIKICHUIX»

2. Opranusanysi JeIonpon3BojicTBa U JoKymeHToooopoTta JJOY [Tekct]: meroa. pek. / JI. W.
Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Conoryd, O.I. Jlenompou3BOACTBO: COCTaBJIICHUE, peAaKTHUpOBaHHWE U  00paboTKa
JokyMeHTOB: YueOoHoe nocodue / O.I1. Conory0. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JAUNCHUIIJINHBI
MOAVJIsl)
B ob6pazoBaTenbHOM Iponecce UCMONIb3yIOTC:

— y4eOHbBIE ayJUTOPUU IJIs MPOBEICHUS yUEOHBIX 3aHSATHH, OCHAICHHBIE O00OpPYIOBAHUEM U
TEXHUYECKMMHU CpeAcTBaMU o0ydeHus: yuyeOHas wmeOenb, IIK, oGopynoBanme s
JEMOHCTpAIMK MPE3eHTAINi, HarJIaJHbIe TOCOOUS;

— TIOMEIIEHUS Il CaMOCTOSATEIbHOW pPabOThl, OCHAIIEHHBIE KOMITBIOTEPHOW TEXHUKOU C
BO3MOXXHOCTBIO TOJKIIOUEHHS K ceTH «HTepHeT» 1 0becreueHueM I0CTYyIa B SJIEKTPOHHYIO
nH(popMaInmoHHO-00pa3oBaTeNbHYIO cpeny MATY.

7.1 HEPEYEHD JIMIIEH3UOHHOI'O IPOI'PAMMHOI'O OBECIIEYHEHUA

JInueH3noHHoe MporpaMMHoe odecrieyeHre 0Te4eCTBEHHOr0 MPOU3BOICTBA

Kaspersky Anti-Virus

JIMIIeH3HOHHOE MPOrPaMMHoe olecrnevyeHne 3apy0eKHOro Npou3BoACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHOe o0ecnieyeHne 0Te4eCTBEHHOI0 MPOU3BO/ICTBA

TZip

CB0001HO pacnpocTpaHsieMoe MPOrpaMMHoOe odecriedeHue 3apy0esKHOro MPoOU3BOACTBA

Adobe Reader



Mozilla FireFox
LibreOffice.org

7.2 QJJEKTPOHHO-BUBJIUOTEYHBIE CUCTEMBbI:

OBC m3narenbcTBa «Jlanb» https://e.lanbook.com/

OBC m3narenbctBa «kOpaiiT» https://biblio-online.ru/

ObC «YHuBepcuterckas oubnuoreka onnaita» https://biblioclub.ru/

7.3 COBPEMEHHBIE [TPO®ECCHUHOHAJIBHBIE BA3bI TAHHBIX
1. CyneGubie 1 HOpMaTUBHBIC akThl PD http://sudact.ru/

2. UndopmannonHo-ananmutudeckas cucrema SCIENCE INDEX

3. DnekTpoHHas 0asza TaHHBIX Scopus

4. ba3sl manabeix komnanud CLARIVATE ANALYTICS

7.4 UHOOPMALUOHHBIE CITPABOYHBIE CUCTEMbI

1. CnpaBo4yHO-TIpaBOBast nHpopManoHHas cucrema Koncynbrant [Tmroc
http://www.consultant.ru/

2. 00O «CoBpeMeHHBIE MeAMa TEXHOJIOTMM B  00pa3oBaHUUM U KYJIbType».
http://www.informio.ru/

8. UHBIE CBEJIEHUSI U MATEPHUAJIbI HA YCMOTPEHUME BEQYIIENA KA®EJIPHI
He npenycmotpeHo.

9. OBECIIEYEHHUE OBPA3OBAHMUA IJIs1 JIUIL C OB3

s obecrieueHust 00pa30BaHUSI MHBATUIIOB U JIUI] C OTPAHUYCHHBIMU BO3MOXKHOCTSIMH 3/I0POBbS
peanu3anys JUCHHMIUIMHBI MOMKET OCYIIECTBISATHCS B aJAalTHPOBAHHOM BHJIE, C Y4YETOM
cnenupuKA OCBOSHUS U JUJAKTUYSCKUX TpeOOBaHMA, WCXOAS W3 HHIWBUIYaTbHBIX
BO3MOKHOCTEH M TI0 TUYHOMY 3asBJICHHIO 00YyJaromerocs.



