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1. OEJIb OCBOEHUSA JUCHUIIJIMHBI (MOAYJIS) — dopmupoBaHue y oOydaroniuxcs
TEOPETUYECCKMX 3HAHWW M TMPAKTHICCKUX YMEHHHA JUIS OpTaHHM3alliH JIEJOIPOU3BOJICTRA,
HEOOXOJMMBIC TIPH BBIMIOJHEHUU OIEpaluii MO0 CO3JIaHUI0 W 00pabOTKE OpraHW3alMOHHO-
paciopsANTEIbHBIX JOKYMEHTOB, BEICHHS JICJIOBOH MEPENHCKH, aHaan3a WHGOPMAIMOHHBIX
MOTOKOB W HMH()OPMAIIMOHHOTO B3aUMOJICHCTBUS B OPraHU3allMH, COBEPIICHCTBOBAHUHU
TEXHOJIOTHI JIOKYMCHTAIIMOHHOTO OOCCIICYCHMs YIpPABJICHUS W apXWUBHOTO Jeja Ha 0ase

HoBeWmux [T-TexHomoruit, o0ecreueHus: TeKYIero XpaHeHus: JOKYMEHTOB.

2. TPEBOBAHMUSA K PE3YJIBTATAM OCBOEHUSA JTUCIUAIIJIMHBI (MOAY JIS)

B pesynberare

KOMIICTCHIIN U

OCBOCHHA

JHUCHHUILINHBI

(Momynst)  (OPMHUPYIOTCA — CIICIYIOITUE

CrniocoOeH ymnpaBisiTh CBOUM BpPEMEHEM, BBICTpaMBaTh M PEAIM3OBBIBATH TPACKTOPHUIO
CaMOpPa3BUTHS Ha OCHOBE MPUHIIMIIOB 00pa3oBaHus B TeueHue Beeil sxu3nu (YK-6)

[lepedens mIaHUPYyEMBbIX PE3YyIbTaTOB 0OYUEHUS 110 TUCIHUILIMHE (MOAYIIO), COOTHECEHHBIX C
MHIUKATOPaMH TOCTHKEHUSI KOMICTCHIIMN

KomMmnerenuus

HNuaukaropsl
KOMIIETEHIIN A

PesyabTaTsl 00yyeHus

VK-6. Cocoben
YIPaBJISITH CBOUM
BpPEMCHEM,
BBICTPaWBaTh U
peaHI/ISOBBIBaTB
TPACKTOPHIO
CaMOpaBBI/ITI/IH Ha
OCHOBE
HpI/IHI_[I/IHOB
o0pa3zoBaHus B
TEUYeHHE BCelt
JKU3HU

VK-6.1. Hcnonb3yet
MHCTPYMEHTBI ¥ METOJBI
yIpaBJIEHUS] BPEMEHEM IpH
BBIIIOJTHEHUH ~ KOHKPETHBIX
3aga4,  MPOEKTOB,  IPH
JOCTHKEHUH TIOCTAaBICHHBIX
LEJIECH.

VK-6.2.
HPHOPUTETHI
ACATCIIbHOCTH,
JMYHOCTHOTO Ppa3BHTHS |
npo¢eCcCHOHAIBLHOTO POCTa.

Omnpenenser
CcOOCTBEHHON

VK-6.3. OueHuBaet
TpeOOBaHUS PBIHKA TpyJda U
NPEUIOKEHUS

00pa3zoBaTeNbHBIX yCIIyT
TSt BBICTPAaNBaHUS
TPACKTOPUU COOCTBEHHOTO
npo¢eCCHOHATIBHOTO POCTa.

YK-6.4.
po¢eCCHOHATBHYIO
Kapbepy W OINpenensier
CTpaTETHIo
npo¢ecCuoHaIbLHOTO
pa3BUTHSL.

Crpour

3HaTh: HOPMAaTUBHBIC AOKYMCHTEIL 1o
YHU(UKAIIMA U CTaHIApTU3AIMH B 001acTH
JIOKYMEHTALUH, JIEUCTBYIOLIINE Ha
TEPPUTOPUU P®; roCyJ1apCTBEHHBIE
CTaHOapThl W 3aKOHOAATCJIbHBIC AKTBI I10
JIOKYMEHTUPOBAHUIO;

CHCTEMBl JIOKyMEHTAlluW, TpeOOBaHUS K
COCTaBJICHUIO ¥ 0()OPMIICHUIO JJOKYMEHTOB;
TUITOBBIC HHCTPYKIIUU 1o
NEJIONPOU3BOJCTBY, pErjJaMeHT paboThl,
JOJDKHOCTHBIE HHCTPYKIIUH;

OCHOBHbIE BU/IBI
peTIIaMEHTHPYIOIINX
NeSITeNIbHOCTD;
OCHOBBI JIEIONPOU3BOICTBA B
00pazoBaTeIbHOM YUPEKICHUH.

JTOKYMEHTOB,
00pa3zoBaTeNbHYIO

YMerb:  pauuoHanbHO U APPEKTHBHO
OpPTaHHW30BBIBATH  JICJIONPOU3BOJCTBO B
o0Opa3oBaTenbHOI OpraHH3aIliH;
COCTaBJIATh y4eOHO-METOTNICCKUE u
HOPMATHUBHO-ITPABOBBIC JTOKYMECHTBI,
perjiaMeHTHPYIOIIHE JIEATENHHOCTD
00pa3oBaTenbHOIN OpraHu3anuu

Bnagets:  MeTogamu, — cmocodamMu U
CpeI[CTBaMI/I HOJ'Iy‘-IeHI/ISI, XpaHeHI/ISI,
nepepadoTku nHpopMaIuu,

OCHOBaMHU KOMIBIOTEPHON TPAMOTHOCTH;
TEXHOJIOTHEHN OpraHu3aIu
JENIONPOU3BOJCTBA B  00pa3oBaTeNbHOM
YUPEKICHUH.




3. YKABAHHUE MECTA JUCIMIIVIMHBI MOAVYJIsA) B CTPYKTYPE
OBPA3OBATEJIBHOM ITPOI'PAMMBI

JucuurumHa — «/lenonpousBoACTBO W JOKYMEHTOOOOPOT B 00pa3zoBaTeIbHOM
YUpEXKJIEHUU» SABISETCS (PaKyJIbTaTUBHOM M OTHOCHUTCA K 4acTd, GOPMUPYEMON ydyaCTHUKAMU
0o0pa3oBaTeNbHBIX OTHOLICHWH, MpPOrpaMMbl TIO HampaBieHHI0 mnoarotoBkd  44.03.05
[Tenarorndyeckoe obpazoBanue (¢ 1ByMs mpoduiisiMu MOATOTOBKH). HampaBiieHHOCTD (TTpoduim)
AHrauickuit si3pik. Hemenkuit s3bik.

4. OFPBEM JUCHMIIVIMHBI (MOAYJIsI) B 3AYETHBIX EJMHULAX C
YKA3AHUEM KO/INMYECTBA AKAJIEMHWYECKHUX YACOB, BBIIEJEHHBIX HA
KOHTAKTHYIO PABOTY OBYUYAIOIIUXCHA C IPEIIOJABATEJIEM (I1IO BUJJAM
YYEBHbIX 3AHATHI) n HA CAMOCTOATEJIBHYIO PABOTY
OBYYAIOIIUXCH.

OO6m1ast TpyI0EMKOCTh TUCIUIUIMHBI COCTABIISIET | 3a4€THYIO eIUHUILY Wik 36 4acoB (U3
pacuera 1 3ET= 36 yacos).
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B nHTEepakTHUBHBIX (popMax yachl UCIIOIB3YIOTCS B BUE KPYTJIOrO CTOJIA.




5. COAEP KAHUE JUCIUIIVIMHBI (MOAYJIsl), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JAEJAM) C VYKA3AHMEM OTBEJIEHHOI'O HA HHX
KO/INMYECTBA AKAJEMHUYECKHX HWJIHN ACTPOHOMHMYECKHUX YACOB H
BUIOB YUEBHBIX 3AHATUN
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1 | Pasnmen 1. Coneprxkanue, 3HaueHHE 2 2 - 4 1 6

JIETIOTIPON3BOJICTBA. TEXHOIOTHS
OpraHu3aliu JeJIONPOU3BOICTBA B
00pa3oBaTeIbHOM YUPEKICHUN

2 | Paznen 2. HopmatuBHoO- 2 4 - 6 - 8
3aKoHOJiaTeabHas 0a3a. OCHOBHEIE
BUJIbI TJOKYMEHTOB M CHCTEMBI
nokymeHTanuu. OcoOeHHOCTH
HOJITOTOBKH M O(pOPMIICHHUS
OTJICNTLHBIX BUJIOB JIOKYMEHTOB

3 | Paznen 3. ®opmupoBanue aen u - 4 - 4 1 8
OpraHu3anus XpaHCHUs
JIOKYMEHTOB. DKCIIEpTH3a
LIEHHOCTHU JOKYMEHTOB.
TexHuueckue cpeacTna,
HCIIOJIb3YEMBIC B
JEJI0ONPOU3BOJICTBE. DIIEKTPOHHBII
JIOKYMEHTOO0OPOT

3auer -

UTOIrO: | 4 10 - 14 2 22

Conep:xanue TMCHUUILIUHBI (MOTYJIs1)

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

Tema 1.1 OcHOBHBIE TEPMUHBI H TIOHATHE «1eJONPOU3BOACTBO». UCTOPUSA BO3HMKHOBEHUS
U OCHOBHbBIE 3TaNbl PA3BUTHS AeJ0NPON3BoACTBA. CHCTEeMbI OPraHU3alHU
AejionpousBoacTBa. [loHsITHE M NIPUHIUIIBI OPraHU3ALMHU JOKYMEHT0000pOTa

[MonsiTne «aenonpou3BoaCTBO». OCHOBHBIE LIEIH U 337a4d JIeI0NPOU3BoCTBa. HeoOxoammocTh
OpraHM3aIy JeJIONPOU3BOACTBA B YUPEKACHUH. 3HaUCHHUE JeIONPON3BOICTBA B I€ATEILHOCTH
oOpa3oBaTenbHOro yupexaeHus. Cekperapb, I1eI0NpOU3BOIUTENb, JOKYMEHTOBE, KaHICIAPHSL.
Ucropuueckue stanbl pa3BUTHs Aenonpous3Bojctsa B Poccun. CoBpeMeHHOE rocygapCTBEHHOE
PEryjinpoBaHuc ACJIOMPOU3BOACTBA. CucreMsl ACJIOMPOU3BOACTBA: HOCHTpAJIM30BaHHA,
JeleHTpanu3oBaHHas, cMmemanHas. CTpykrypa u 00BbEM JoKyMeHTooOopoTa. (OCHOBHBIE
NPUHIUIBI OPraHU3aluN PA0OTHI C TOKYMEHTOIIOTOKAMH, KaK CO3/JaHUE ONTUMAJIBHBIX YCIOBUN




JUIs BCEX BHIOB paboTel ¢ JoKyMeHTamMu. OpraHu3allioHHash CTPYKTypa IepcoHaa,
obecreunBaroIiero paboTy ¢ JOKyMEHTaMHU.

Tema 1.2 PekBU3UTHI J0KyMeHTOB. Perucrpanusi 1 mHaekcanusi 10kymMeHToB. CTpykTypa 06a3
AaHHBIX JA0KyMeHTOB. IIpuem, 00pa0oTka M pacnpeneieHHe NOCTYNAIIUX JTOKYMEHTOB.
Opranuszanusi 00pad0TKH M Nepeaavu OTIPABJIseMbIX TOKYMEHTOB.

[lonarue pexBusuTa AoKymMeHTa. Buasl pexBusutoB. IIpaBuna odopmieHHs pEeKBHU3UTOB
nokymeHToB.  Dopmynsap-oOpaszen.  brmank gokymenta. Bunbl 6mankoB.  TpeboBanus K
Omankam gokymeHToB. lllaGmonsl. MHAekcanust U peructpanus JOKyMEHTOB. Buasl u Gopmsl
perucTpauuy JOKYMEHTOB. TpebGoBaHHs K TeKCTaM CITy)KEOHBIX JOKYMEHTOB: KPaTKOCTh W TOYHOCTH
H3JI0KCHUA I/IH(l)OpMaI_II/II/I, HUCKIIIOYCHHUEC JIBOSKOI'O TOJIKOBAHMHA, OOBEKTUBHOCTh H OOCTOBEPHOCTH
uHGOpPMAIIUH, COCTABIIEHUE IPOCTHIX JOKYMEHTOB, CTPYKTypPHPOBaHHE TEKCTa JOKYMEHTA, IIMPOKOE
HUCIIOJIB30BaHUEC Tpa(l)apeTHI:IX U TUNOBBIX TCKCTOB IPU ONHCAHUHN MOBTOPAIOIINUXCSA YHPABJICHYCCKUX
cuTyanuid. SI3bIK M CTHIIb CITY)KEOHBIX JIOKYMEHTOB. JTambl OOpaOOTKH BXOMSIIUX JOKYMEHTOB.
[lepBuuynast 00paboTKa BXOASAIIMX JOKYMEHTOB. Peructpupyemble W HEPETUCTPUpPYEMBbIE
NOoKyMeHTHI. [IpeaBaputenbHOe pacCMOTPEHHE NOKYMEHTOB JUIS HAIlpPaBICHUS HCIIOIHUTEISIM.
Pesoumronus.

[lopsimok  MOATOTOBKM  MCXOIAIIMX AOKYMEHTOB. (CoCTaBlI€HHME TIPOEKTa JIOKYMEHTA,
COIJIACOBaHMUE, TMOJANMUCcaHue (yTBep:kIeHHe), THpaxkupoBaHue. CrnocoObl M METOMbl OTHPaBKH
UCXOSAIIUX JOKyMeHTOB. OOmiasi XapakTepucTHKa ciy>keOHOW mnepenucku. Pa3sHoBHIHOCTH
CIIy’)K€OHBIX THCEM (CONMPOBOAMTENBHOE MUCHMO, MUCHMO-TPOCHOA, MUCHMO-3AMPOC, MHCHMO-
OTBET, MHUCbMO-COOOIIEHHE, HHPOPMAIMOHHOE MHCHMO, TapaHTUHHOE MHUCHBMO, MHUCHBMO-
IpUIjIaleHue 1 T.1.).

Tema 1.3 Ilopsitok Npoxo:kaeHHsi BHYTPEHHHUX JOKYMeHTOB. OpraHusanusi KOHTPOJIA 3a
HCIIOJITHEHHEM T0KYMeHTOB. Pabora ucnosmHuresnei ¢ 1okymeHramMu. Opranuzanusi oMcKoBOi
CHCTEMBbI 110 JOKYMEeHTaM.

BHyTpeHHHE TOKYMEHTHI 00pa30BaTEeNbHOW OpraHM3aluu (3asBJICHUS, CIY)KEOHbIC 3aIUCKH,
JOKJIaHbIe, OOBSICHUTENbHBIC, CIIPaBKHU, CBOJKH, OT4YeThl U Ap.). Iloaroroska, odopmieHue,
peructpanus. [IpaBuiaa MOCTaHOBKM TOKYMEHTOB Ha KOHTpOJIb. lIopsilok CHATHSA JOKYMEHTOB C
KOHTpoiA. OT4er MO WCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOIHEHHE
JAOKYMCHTOB COTpyYAHHKaMH B COOTBCTCTBUM C HUX HOOJDKHOCTHBIMH OGHS&HHOCTHMH )48
pe30JIIOIMEeN  PYKOBOAMUTENS. OTBETCTBEHHOCTh 32 HecoOmwoaeHHe  TpeOOBaHMI
HUCITOTHUTEIbCKON JUCIHUIIIIMHBI, 3a HCIIPAaBUJIBHOC HUCIIO0JIb30BaHHUC ﬂeﬁCTBYIOHlHX
HOPMATUBHBIX JOKYMEHTOB B MOJATOTOBKE, OOPMIICHUU U HCIOJHEHUHU JOKYMEHTOB B CPOK.
[TouckoBast cucreMa JOKYMEHTOB - KapTOTEKHM U KJIACCU(PUKALMOHHBIE CIPAaBOYHUKHU. Buibl
KapToTeK. Bupl Kiaccu(puKalmOHHBIX CIIPABOYHUKOB.

Tema 1.4 Cnoco0bl W MeTOABI JOCTABKH JOKYMEHTOB. O0pa0doTka KOH(pHMICHIHAIbHBIX
JAOKYMEHTOB H JIOKYMEHTOB JUIl CIY)KeOHOI0 I0Jb30BAaHHUS. OJKCKypcus B  OTAe]
AeJIonpon3BoacTBa MypMaHCKOro apKTH4YeCKOro rocy1apcTBeHHOr0 YHUBepCHTeTA.
Opranuzaiys MoYTOBOM, KYpbEPCKOM M AKCIPECC-IIOCTaBKUA JOKYMEHTOB. [IOHATHS: «II€HHOCTh W
0€30MacHOCTh MH(POPMALUU», «KOH(DUICHIMATBHOCTb», «yrpo3a KOH(UICHINATBHOCTH»,
«3ammTa  uH(popManuu». be3omnacHOCTh IEHHBIX WHGOPMALMOHHBIX pecypcoB. lLleHHas
uHpopManus U KOHQHICHIIMATIbHBIE JOKYMEHThI. PerinamMenTanus coctaBa KOH(GHICHIIMATBHBIX
cBeieHUl U JokyMeHTOB. Ilopsmok paboTel ¢ KOH(QUACHUMAIBHBIMU JIOKYMEHTAMU H
marepuainamu. KonpuaennuanbHast nHGOpMAIHs U CBEACHUS B ACATEIBHOCTH 00pa30BaTeIbHON
OpraHu3aluy.



Pasnen 2. HopmaTtuBHO-3aKk0HOAaTeIbHAsA 0a3a. OCHOBHBIE BUIbI JOKYMEHTOB U
CUCTEeMBbI JOKYMeHTAIuU. OCO0eHHOCTH NOATOTOBKH H 0(p)OPMIICHHUSA OTAEJbHBIX
BH/IOB IOKYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIE H HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aesionpousBoacTtsy. HopmaTtuBHo-3aK0HOAATE/IbHbIE H HOPMATHBHO-METOAUYECKHE
AOKYMEHTBI 110 apXMBHOMY JeJIy.

3akoHomarenbHbIe akThl Poccuiickoit deneparn 1 MypMaHCKOM 001aCTH, pErIaMeHTHPYIOIINE
JIeNTOTIPOU3BOICTBO M apXUBHOE /1e10. ['ocyapcTBEHHbIE CTaHAAPThl U yHU(UKALUs B 00JIaCTH
JIETIONIPOU3BOJICTBA M apXMBHOro Jena. MHCTpyKuus Mo Aeronpous3BOACTBY MuHHCTEpCTBA
oOpa3zoBanus u Hayku Poccuiickoit @enepanuu. MeToauueckiue peKOMEHAAuu 1Mo pa3padoTke
HOMEHKJIATYpbl U HHCTPYKLIHMHU TIO JEJOMPOU3BOJACTBY B 00pa30BaTEIbHOM YUPEKICHUU.
TumoBsle MepeyHu ¢ yKa3aHHMEM CpPOKOB XpaHEHHUs JOKyMeHTOB. [IpaBmia paboThl apXHBOB
OpraHu3aIui.

Tema 2.2 Knaccupukanusi 1okymeHToB. FOpuanyeckas cujia nokymenta. HazHnauenue u
COCTAB  OPraHM3allMOHHO-NPaBOBOl  JokymeHTanmuu. Ha3nauyeHme ®  cocrTaB
OPraHu3alOHHO-PACIIOPSAUTEIbHON AoKyMeHTannu. HazHayeHHe M coCcTaB CIPaBOYHO-
UHGpOPMALMOHHOM JOKYMEHTALMH.

Knaccudukanus 10KyMEHTOB, €e OCHOBHbIE MpPHU3HAKU. [ pynmbl JOKYMEHTOB - JOKYMEHTHI IO
o0mMM W aJMUHHCTPAaTHBHBIM BOIIpOCaM, T.€. IO BOMPOCaM OOIIEro PyKOBOJCTBA
OpEeNNpUsITHEM M €ro JAeSITeNbHOCTBbIO; - JOKYMEHThl 1O (YHKUHAM  YIOpaBIIECHUS.
Knaccudukanust cmyxeOHBIX TOKYMEHTOB: IO aJMUHHUCTPATUBHBIM BOIIPOCaM; MO BOIIPOCaM
MaTepuaIbHO-TEXHUYECKOTO CHA0XEHUS; TOKYMEHTallUs MO IUIAHUPOBAHMIO; 1O ONEpaTUBHON
NESATENILHOCTH; IO OYyXTalTepCcKOMY Y4eTy; IO TOJArOTOBKE M PACCTAaHOBKE KAApOB W T.1.
Knaccudukanus mo HaMMEHOBAaHUIO: TPHUKA3bl, PACIOPSIKEHUS, IUIAHBI M OTYETHI, AaKThl,
MPOTOKOJIIBI, TOTOBOPHKI, YCTaBbl, MHCTPYKIIMHU, JOBEPECHHOCTH U T.A. Kiaccudukanus mo MecTy
COCTaBJICHUS, TIO CTENEHU YHU(DPUKAIUHM, MO MPOUCXOKACHUIO, MO BUAY OGOpPMIIEHHS, IO
croco0y ¢ukcanmuu WHPOPMAIMK, IO CTENEHH CIIOXKHOCTH, IO CTENeHW TJIaCHOCTH, IO
IOPUAMYECKON Cuile, IO CpOKaM KCIOJHEHUs, 10 CpOKaM XpaHEHUs, IO CTENeHHU
00513aTENTLHOCTH.

Cucrema opraHu3aliMOHHO-TIPABOBON JJOKYMEHTAIUH (YCTaB yUpEKICHHUs, MTOJI0KEHHS, INTaTHOE
pacnicanue, JOJDKHOCTHbIE HWHCTpyKuuu). CucreMa OpraHu3alliOHHO-PaCcCHOpsAIUTEIbHON
JTOKyMeHTauu (yka3, IpuKas3, BBIHCKA U3 MpUKas3a, pacrnopsskeHue, nocranoienue). Cucrema
CIIPaBOYHO-UH(POPMAITMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asBICHUE, MOKIa(HAs 3alUCKa,
peyIoKEeHNe, Mpe/CTaBlIeHue, Ciy)KeOHasi 3amucka, oObsicHUTeNnbHas). CxeMa MOArOTOBKHU
pacropsIANTENbHBIX TOKYMEHTOB. [IOpAI0K CHATHSA 1 BBIIAYM KOIUH C TOKYMEHTOB.

Tema 2.3 JlokanbHbIe HOpMAaTHBHBIE aKThl. CocTaB M padoTa ¢ KaApPOBO# AOKYMeHTalHe.
[Tonoxenus, mpaBuiaa, WHCTPYKUMHM (IpaBUIa BHYTPEHHETO TPYJOBOTO  pacHoOpsKa,
HHCTPYKIUU O MOPAAKEC OCYLICCTBJICHUSA KaKo#-1100 ACATCIIBHOCTH WJIKM NTOPAAKC IPUMCHCHUSA
NOJIOKEHUH 3aKOHOJATENbHBIX M MHBIX HOPMATUBHBIX AaKTOB, TOJOXEHUS O CTPYKTYPHBIX
NOJpa3/IeIEeHUsIX, KOJUIEKTUBHBINA OroBop U 1p.). Ilopsimok odopmiieHUs U MOANUCAHUS ITUX
JOKYMEHTOB JJIsl IPUMEHEHHsI KaK CaMOCTOATENbHBIX MPABOBBIX akToB. [IoHATHE M CTPyKTypa
NEepCOHANBHBIX JaHHBIX. OOs3aTeNnbHbIe KaApOBbIE JOKYMEHTHI 00pa30BaTEIbHOM OpraHU3aIHH,
UX BUJBI, COCTaB, HOPMATHBHbIE TPEOOBAHUS K BEIECHUIO KaJPOBOM JOKYMEHTAlUH (IIPUKa3bl U
paclopsDKEHHsT 10 JIMYHOMY COCTaBy, 3asBJIEHUE, TPYIOBOW JOTOBOp, JOJDKHOCTHAS
UHCTPYKLIMSA, TPyNOBas KHUXKaA, JIMYHAs KapToyKa, JIMYHOE Aej0). J[BUXKEHMEe M XpaHEHHe
KapoBol JokyMeHTauuu. JKypHanbl U KHUTH YyueTa. McmonHeHHe ColMallbHO-ITPaBOBBIX
3aIIpOCOB.



Pa3nen 3. ®opmupoBaHue aeJ1 1 OPraHU3alUsi XPaHEeHUsI JOKYMEHTOB. JKCIepTH3a
LEHHOCTH JOKYMeHTOB. TexHn4yeckue cpeacTrsa, HCIOJb3yeMble B
AeJIONPOU3BOACTBE. DJICKTPOHHBIN J0KYMEHTO000pOT

Tema 3.1 IlpaBuia cocTaBjeHHsI HOMEHKJATYPbI JeJ yupexaeHus. DopmupoBaHue W
opopwiienne nej. OpraHusanusi ONEPATHUBHOIO XpPaHeHUs [TOKyMeHTOB. dPopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM yYpeKICHNH.

[TonsiTne o «aeme». Homenknarypa gen. CocraBieHre HOMEHKIATYypbl Jell B
00pa30BaTENILHOM YUPEKICHUH. ®opMuUpOBaHUE [EIN. IIpu3Haku 3aBeneHus nei:
HOMUHAJIBHBIN, TMPEIMETHO-BOIPOCHBIM, aBTOPCKUM, KOPPECIIOHIECHTCKHM, reorpaduyuecKuii,
xpoHonorudeckuii. Buzpl apxusoB. TpeboBanus k apxuBam. [lopsaok nepenaun JOKYMEHTOB Ha
apxuBHOe xpaHeHue. Cucremaruszaius JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIpaBOYHBIM
annaparoM (HUCTOpUYECKas CIpaBKa, OMNMCH J€Jd IOCTOSHHOTO U BpPEMEHHOIO XpPaHEHUs
JIOKYMEHTOB, KHUTH y4e€Ta U ABUKECHUS JE).

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

Oco0eHHOCTH XpaHEHUs Je MOCTOSHHOTO, BpeMeHHOro (cBbimie 10 jeT) u nen mo JUYHOMY
cocraBy. llopsnox mnepemaunm gnen B I'ocynmapcrBeHHble apxuBbl. Co3qaHME SKCIEPTHOU
KoMucCCHH yupexaeHus. [IpoBeneHue »sKcmepTU3bl LEHHOCTH JOKYMeHTOB. OdopmieHue
MPOTOKOJIOB 3aCElaHUii KOMUCCUU U aKTOB Ha yHUUTOKeHue jaei. [Ipomeaypa yHUUTOXKEHUS
JIOKYMEHTOB.

Tema 3.3 MHcnoan3oBanue IIK B genonpousBoacrBe. CpeacrBa KONUPOBAHUSI U
onepaTuBHOro pasmMuoxkenusi. [lpuem n 06padoTka JOKYMEHTOB, MOCTYNAKIIUX M0 KAHAJIAM
3JIEKTPOHHOM MOYTHI M hakcuMUIIbHOM cBsi3u. [IpaBuiia 6e30macHoil padoThI ¢ OPITEXHUKOM.
KOMHBIOTepHBIC cpeactBa IMOATOTOBKH  OTOKYMCHTOB. Hcnonb3oBanue I_HaG.HOHOB JJIA
dbopMUpOBaHUS JTOKYMEHTOB Ha KoMIblotepe. lcmonp3oBaHHe B KOMIBIOTEpe OJAHKOB
nokymeHToB. Co3gaHue OJaHKOB JOKYMEHTOB B KOMITbIOTEpe. M3roToBIEHUE, KOMUPOBAHUE U
THPAXUPOBaHUE TOKyMEHTOB. CpencTBa 0OpabOTKH JOKYMEHTOB. JIOKyMEHTHI, TIEpeIaBacMbIe
M0 KaHajaM CBS3M (TejaerpamMma, TeleKkc, ¢akcorpamma, TenedoHorpamma). IloHsTue
«oprrexHuka». OCHOBHBIE BUJIbI OPTaHU3AIMOHHON TeXHUKHU. [IpaBuia TeXHUKH 0€30MMacCHOCTH
paboTHI C OPTTEXHHUKOM.

Tema 3.4 DuekTpoHHOe NOKyMeHTHpPOBaHue. IIoHsITHE «3JIEKTPOHHBIN JOKYMEHT».
[IpenmymiecTBa Iepenadud NOKYMEHTa € KOMIIBIOTEpAa Ha KOMIBIOTEp.  YCTaHOBKA Ha
KOMIIBIOTEPE CHELUAIIBHO BBIACIEHHOW NaNKU s MOCTYNAIMX J0KyMeHTOB. [IpenMyiectsa
anekTpoHHOM mouThl. Jloctym k Internet. Cuctema peructpauun u KoHTpousisi. Co3maHue
ANIEKTPOHHOM 0a3bl naHHbIX. [lomck mgokymeHTa. ODKCKypcus B apXuB MypMaHCKOTO
apKTHUYECKOI0 TOCY1apCTBEHHOTO YHUBEPCUTETA.

6. INIEPEYEHD YYEBHO-METOAUYECKOI'O OBECIIEYEHWNA,
HEOBXOJIUMOTI'O JJIs1 OCBOEHUSA JUCHUTIJIMHBI (MO Y JISA)

OcHoBHas1 JiuTEpaTypa:

1. OenepanpHblii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit
Oenepanun» (pea. Denepanbhbix 3akoHOB oT 04.12.2006 Ne 202-®3, or 01.12.2007 Ne 318-®d3, ot
13.05.2008 Ne 68-D3, ot 08.05.2010 Ne 83-D3, o1 27.07.2010 Ne 227-D3)

2. OenepanpHblii 3ak0oH "O0 WHpOpManmu, HHPOPMATU3AWHU U 3ammTe WHpopManmu'. 3aKoH
nonnucan [Ipesunentom Poccuiickoit @enepanuu 20 despans 1995 roga N 24-D3
3. 3akon Mypmanckoir obnactu ot 20.02.2006 Ne 730-01-3MO «OG6 apxuBHOM [iene B

MypMmaHCKOH 00J1acTH»
4. ®Denepanbbiii 3akoH oT 27 uroiis 2006 r. N 152-®3 "O nepcoHalIbHBIX JaHHBIX



5. OenepanbHblii 3ak0H OT 2 Mas 2006 1. N 59-03 "O mopsinke paccMOTpeHHs OOpalleHHH
rpaxaan Poccwuiickoii @enepanun” C n3MEHEHUSIMH U AOTIONHEHUsIMU OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 ., 24 vosi6ps 2014 .

6. [IpaBuna jgenonmpow3BojACTBA B (elepalbHBIX OpraHax HWCIOJHHUTEIBHON  BJIACTH
(yrBepxaeHsl nocranosneHueM [IpasurensctBa Poccuiickoii @enepanuu ot 15.06.2009 Ne 477
7. [lepeueHb THUIIOBBIX YIPABICHYECKUX apXWUBHBIX JIOKYMEHTOB, 0Opa3yrOIIUXCS B IPOIECCe

JIESATEJIbHOCTU I'OCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABJIEHUs U OpraHu3alui, ¢ yKa3aHueM
CPOKOB XpaHeHHUs. YTBep:kleH npukazoM MunucrepctBa KyabTypsl Poccuiickoit denepanuu ot 25 aBrycra
2010 r. Ne 558

JomotHuTEIbHAS JIUTEPATypa:

1. ITucemo MwunobOpazBanuss P® ot 20 nexabpst 2000 roma N 03-51/64 «O Mertoandyeckux
PEKOMEHAIMSIX TI0 paboTe ¢ JOKYMEHTaMH B 00I€00Pa30BaTEIBHBIX YUPEHKICHUSIX>»

2. Opranusanysi JeJoNnpon3BojicTBa U JoKymeHToooopoTta JJOY [Tekct]: meroa. pek. / JI. W.
Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Conoryd, O.I1. Jlenonmpou3BOJACTBO: COCTaBJICHWE, pEAaKTHPOBaHWE W  00paboTKa
JokyMeHTOB: YueoHoe nocodue / O.I1. Conory0. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JAUCHHUIIJINHbI
(MoAayJisl)

B o6pazoBaTenbHOM IPOIECCE UCTIONIB3YIOTCS:

— y4eOHbIE ayAWTOPUM JJIsi TPOBENEHUS  y4eOHBIX  3aHSATHH, OCHAIICHHBIC
000pyI0BaHWEM M TEXHUUYECKHMH CpefcTBaMu oOydeHus: yueOHas mebenb, [1K, obopynoBanue
JUTSL IEMOHCTPAIINH MPE3EHTAINH, HATJISTHBIE TOCOOHS;

— TMOMEUICHUs JIUII  CaMOCTOSTENbHOH  paboThl  OOydYarommxcsi, OCHAIICHHBIC
KOMITHIOTEPHON TEXHUKON C BO3MOKHOCTBIO TIOJKITFOUEHUS K ceTH «MHTepHeT» 1 o0ecrieueHrneM
JOCTYTIA B AJICKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBaTenbHylo cpeny MATY.

7.1 HNEPEYEHb JIMIOEH3UMOHHOI'O U CBOBOJHO PACITPOCTPAHSAEMOI'O
IMPOI'PAMMHOI'O OBECIIEYHEHUA:

7.1.1. JIunieH3MOHHOE MPOTrPaMMHOe odecriedeHne 0Te4eCTBEHHOr0 MPOU3BOICTBA:
- Kaspersky Anti-Virus

7.1.2. J/IMueH3NOHHOE IPOrpaMMHOe o0ecredeHne 3apy0e;KHOro Npou3BOACTBA:
«  MS Office
«  Windows 7 Professional
«  Windows 10

7.1.3. CpoOoaHO pacnpocTpaHsieMoOe TMPOrpaMMHOe olOecneyeHHe OTeYeCTBEHHOI0
NMPOU3BOJCTBA:
. TZip

7.14. Cpo0oaHO pacnpocTpaHsieMoe TNpOrpaMMHOe o0ecrnedyeHUe 3apy0esKHOro
NMPOU3BOJACTBA:

« Adobe Reader

« Mozilla FireFox

« LibreOffice.org

7.2 QJEKTPOHHO-BUBJIUOTEYHBIE CUCTEMBbI:

OBC m3parenbcrBa «Jlanb» https://e.lanbook.com/

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

ObC «YHuBepcuterckas 6ubnuoreka onnaita» https://biblioclub.ru/

7.3 COBPEMEHHBIE TIPO®ECCHUOHAJIBHBIE BA3bI TAHHBIX



1. Uudopmannonno-anamutuyeckas cucrema SCIENCE INDEX
2. DnexkTpoHHas 0a3a JaHHBIX Scopus
3. basel nannbix komnanuu CLARIVATE ANALYTICS

7.4 UHOOPMALUOHHBIE CITPABOYHBIE CUCTEMbI

1. CnpaBo4yHO-IpaBOBast 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 BEQYIIIENA KA®EJIPHI
1. CyneGubie u HOpMaTUBHBIC akThl PD http://sudact.ru/

9. OBECIIEYEHHUE OBPA3OBAHMUA IJIs1 JIUIL C OB3

s obecrieueHust 00pa30BaHUSI MHBATUIIOB U JIUI] C OTPAHUYCHHBIMU BO3MOXKHOCTSIMH 3/I0POBbS
peanu3anys JUCHHMIUIMHBI MOMKET OCYIIECTBISATHCS B aJAalTHPOBAHHOM BHJZIE, C Y4YETOM
cnenupuKA OCBOCHUS U JUJAKTUYSCKUX TpeOOBaHMIA, WCXOAS W3 HHIWBUIYaTbHBIX
BO3MOYKHOCTEH M TI0 TUYHOMY 3asBJICHHIO 00YyJaromerocs.



