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1. EJb OCBOEHUA JUCIHUIIJIMHBI (MOAYJISA) — dopmupoBanue y oOydaromuxcs
TEOPETHUUYECKUX 3HAHUW U NPAKTUYECKUX YMEHHH [Jisi OpraHu3aluu AeJIONPOU3BOACTBA,
HEOOXOUMBIC TPHU BBHIMOJTHCHUHM ONEpaldidi MO CO3MaHUI0 M 00pabOTKEe OpraHU3alMOHHO-
pacTopsINTEIBHBIX JOKYMEHTOB, BEICHUS JEIOBOW MEPENUCKH, aHanu3a WHGOPMAIMOHHBIX
MOTOKOB ¥ HMH()OPMAIIMOHHOTO B3aUMOJICHCTBUS B OpraHU3allid, COBEPIICHCTBOBAHUU
TEXHOJIOTUH JTOKYMEHTALIMOHHOTO OOeCHeueHHsl yIpaBJIeHUS M apXUBHOIO Jeia Ha 0aze
HoBemux I T-TexHomornii, 006ecIeueHns TEKYIEero XpaHeHus JOKYMEHTOB.

2. TPEBOBAHMUA K PE3YJIbTATAM OCBOEHUSA JUCIUIIJIMHbBI (MOIYJISA)

B pesymbrate OCBOGHHS JAUCHUILIMHBI  (MOIynsi) (OpMHUPYIOTCS — CIenyromue
KOMITETECHIIUH:

Crnioco0eH ynpaBisiTb CBOMM BPEMEHEM, BBICTpauBaThb U PEaIU30BBIBATH TPAECKTOPHIO
CaMOpa3BUTHUs HA OCHOBE MPHUHIIUIIOB 00pa3oBaHus B TeueHue Beel sxu3nu (YK-6)

[lepeueHp MIaHUPYEMBIX PE3YJIbTATOB 00YUYEHHUS M0 AUCUUIUIMHE (MOIYII0), COOTHECEHHBIX C
WHJUKATOpaMU JOCTUXKEHUS KOMIIETSHITUI

Komnerenuus Nuaukaropsl Pe3yabTaThl 00yyeHus
KOMIIeTCHIIUH
VYK-6. Cnocoben VK-6.1. Onpenensger ceon | 3HaTh: HOPMATHUBHBIE  JOKYMEHTBI IO
YIPAaBIATb CBOUM | JIMYHBIE PECYPCHI, yHU(DUKALUU ¥ CTaHAApTU3aLMU B 00JacTH
BPEMEHEM, BO3MOXXHOCTH U JIOKyMEHTalUH, NeicTByroME Ha
BBICTPauBaTh U OTrpaHUYEHUs IJIs TEPPUTOPUU P®; roCy1apCTBEHHbBIE
pean30BbIBAaTh JIOCTHUKEHUS MIOCTAaBICHHON | CTAaHAApThl W 3aKOHOAATEIbHBIE AKTHI IIO
TPACKTOPHIO LENH JIOKyMEHTUPOBAHHUIO;
camopazsutus Ha | YK-6.2. Co3naer u CUCTEMBl JIOKYMEHTAllUHU, TpeOOBaHUSA K
OCHOBE JIOCTPauBaET COCTaBJIEHUIO 1 0(OPMIICHUIO IOKyMEHTOB;
IPUHLIUIIOB MHUBUAYAIbHYIO TUIIOBBIE UHCTPYKLUU o
0o0pa3oBaHUs B TPAEKTOPUIO CAMOPA3BUTHUS | JIENIONPOU3BOJICTBY, pErjJaMeHT paboThl,
TE€YeHHE Bcel IIPU MOJIyYEHU U JOJIKHOCTHBIE HHCTPYKLIUU;
KU3HU npogecCuoHaIbHOIO OCHOBHBIE BH/IBI JOKYMEHTOB,
o0Opa3oBaHus peraaMeHTUPYIOIINX o0pa3oBaTeNbHYIO
JIESTEIIBHOCTB;
OCHOBBI JIEJIONPOU3BO/ICTBA B

06pa3OBaTCJ'H>HOM YUIPCKIACHUU.

YMeTp: pauMOHWIBHO UM 3(QPEKTUBHO
OpraHM30BBIBATH  JEJIONPOU3BOJACTBO B

o0pa3oBaTesIbHON OpraHu3ally;
COCTaBJIATh  y4yeOHO-METOJIUYECKHE U
HOPMATUBHO-IIPAaBOBLIC AOKYMCHTBI,
periiaMeHTHpYIOLIHe JeSITeTbHOCTD

00pa3oBaTeNbHOI OpraHu3aluu

Bnaners:  meromamu, — crmocobamMu UM
CpencTBaMu MOy YCHHS, XpaHEHHS,
nepepadoTKy HHPOPMALUH,

OCHOBAaMH KOMITHIOTEPHON IPaMOTHOCTH;
TEXHOJIOTHEH OpraHu3aIH
JITIONPOM3BOACTBA B 00pa30BaTEIHLHOM
YUPEKIACHUU.




3. YKABAHUE MECTA JUCHUIIJIMHBI (MOIVYJisi)) B CTPYKTYPE
OBPA3OBATEJIbHOM ITPOI'PAMMBI.

HucuuiuimHa — «/lenonpous3BOoACTBO M JTOKYMEHTOOOOPOT B 00pa3oBaTeIbHOM
YUPEKACHUU» B CTPYKTYpEe OCHOBHOW MpPO(ECCHOHAILHOW 00pa3oBaTeIbHON MPOTrPaMMBI
HanpaBieHust nmoArotoBku  44.03.03CnenmanpHoe  (IePEKTOIOTUYECKOE) OOpa3oBaHHE,
HarpaBjIeHHOCTh (poduis) Jloronenus sBisieTcs: GakyIbTaTHBOM.

4, OBPBEM [UCHUIIVIMHBI (MOAYJisl) B 3AUETHBIX EJAMHUIAX C
YKA3AHUEM KOJHUYECTBA AKAJEMUYECKHUX WJIN ACTPOHOMMHUYECKHUX
YACOB, BBIJIEJIEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOUIUXCA C
MPENOJABATEJIEM (II0 BHJIAM VYUYEBHBIX 3AHSATHH) UM HA
CAMOCTOSTEJBHYIO PABOTY OBYUYAIOLIIUXCHI.

OO01mmast Tpy10eMKOCTh TUCIUIUTHHBI COCTaBIsIeT | 3a4eTHYI0 eAnHUIY Wi 36 4acoB (U3
pacuera 1 3.e.= 36 yacon).
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B HHTCPAKTHBHBIX cbopMax YacChbl UCIIOJIB3YIOTCS B BUAC KPYIJIOr0O CTOJIA.

5. COAEP)KAHUE JUCHUIIJIMHBI (MOAYJIA), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JAEJIAM) C VYKA3AHMEM OTBEAEHHOI'O HA HHX
KOJINYECTBA AKAJEMHUYECKUX HWJIN ACTPOHOMMUYECKHUX YACOB H
BUI0OB YUEBHBIX 3AHSATUIA.
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1 | Pazgen 1. Comepxanue, 3HaYCHHE 1 - 1 10

JIETIONPOU3BOJICTBA. TeXHOIOTUA
OpraHM3alM JIEI0IPOU3BOJCTBA B
00pa30BaTeIbHOM YUPEXKICHUU

2 | Paznen 2. HopmartuBHoO- 1 1 - 2 10
3aKoHOmaTenspHas 0aza. OCHOBHBIE
BUJIBI TOKYMEHTOB M CHCTEMBI
nokymeHTaruu. OcOOEHHOCTH
TIOATOTOBKH ¥ 0(hOpMIICHHSI




OT/CJBbHBIX BUIOB IOKYMEHTOB

3 | Pa3nmen 3. ®opmupoBanue nen u - 1 - 1 8
OpraHu3alysl XpaHEHUs
JIOKYMEHTOB. DKCIIepTH3a
LEHHOCTH JOKYMEHTOB.
TexHuyeckre cpeacTna,
UCIOJIb3yeMbIE B
JIEJIONPOU3BOJICTBE. DIIEKTPOHHBIN
JOKYMEHTO0000pOT

3auer 4

HUTOIO: 2 2 - 4 - 28 |4

Conep:xanue TMCUMILUIUHBI (MO1YJIs1)

Paznen 1. Conep:kanue, 3HaYeHHUe JeJONPON3BOAcTBA. TexHoorus
OpraHH3aINH /IeJIONPON3BOCTBA B 00Pa30BaTEIbHOM yUpeKIeHNH

Tema 1.1 OcHOBHBbIE TEPMHHBI U NOHATHE «1eJ0NPOU3BOACTBO». McTOpHsA BO3HMKHOBEHUS
U OCHOBHBIE ITANbI PA3BUTHS 1€J0NPOU3BOACTBA. CHCTEMBbI OPraHu3auuu
nesionpou3BoacTBa. [loHsiTHE H MPHHIUNIBI OPTAHU3ALUH J0KYMEHT0000pOTA

[NonsTre «aenonpon3BoacTBo». OCHOBHBIC €M U 3a7a4M JIesonpon3BoacTBa. HeoOxoanmocTs
OpraHu3aluy JEJONPOU3BOICTBA B YUPEXKIEHUHN. 3HaUeHUE JIeIONPOU3BOCTBA B ACATEIbHOCTU
oOpazoBarenpHOro yupexaeHus. Cekperapp, AEI0NPON3BOAUTEND, JOKYMEHTOBE, KAHIEIAPUS.
Hcropuyeckue 3Tanbl pa3BuTHs Jenonpous3BoacTsa B Poccun. CoBpeMeHHOE rocy1apcTBEHHOE
perynupoBaHue  Jenonpous3BoicTBa. CHCTEMBl  JEIONPOM3BOACTBA:  IIEHTPAIN30BAHHAs,
JIeLIeHTpajIn30BaHHas, cMemanHas. CTpykTypa U 00BEM J10KyMeHT000opoTa. OCHOBHBIE
IMPUHIMUIIBEI OpTraHru3alun pa6OTI>I C JOKYMCHTOIIOTOKaMH, KaK CO3JaHUC OITHUMAJIbHBIX YCJ'IOBI/Iﬁ
JUIs BCceX BHJIOB paboTel ¢ JokyMeHTamMu. OpraHu3allMOHHAash CTPYKTypa IepcoHaa,
oOecrneunBaromiero padboTy ¢ J0KyMEHTaMH.

Tema 1.2 PexkBu3uTHI 10KyMeHTOB. Perucrpanusi 1 unaekcauusi 10kymeHToB. CTpykrypa 0a3
AAHHBIX J0KyMeHTOB. IIpmem, o00pa0oTka M pacnpenesieHHe NOCTYNAKMIMX JOKYMEHTOB.
Opranuzanyst 00pad0TKH U Nepeaayu OTHPABIAEMbIX TI0KYMEHTOB.

[TonsTue pexkBu3uTa MOKyMeHTa. Buasl pekBuzutoB. IIpaBuna odopMieHHs PEKBU3UTOB
nokymeHtoB.  ®dopmynsap-oOpaszen.  brmank gokymenta. Buawsl OmankoB. TpeGoBaHus K
Onankam gokymeHToB. lllaGmonsl. MHaekcanust u peructpanusi T0KyMeHTOB. Buasl 1 popmbl
peTucTpanuy AOKYMEHTOB. TpeOoBaHUs K TEKCTaM CIIYy)KEOHBIX JOKYMEHTOB: KPaTKOCTh U TOYHOCTb
N3JI0XCHUA I/IH(bOpMaHI/II/I, HUCKIIIOYCHHUE JIBOSKOI'O TOJIKOBAHM, OOBEKTUBHOCTL U JOCTOBEPHOCTH
I/IH(I)OpMaLIHI/I, COCTABJICHUC IIPOCTBIX JOKYMCHTOB, CTPYKTYPHPOBAHHUC TCKCTAa JOKYMCHTA, HINPOKOC
HCIIOJIB30BAaHUC Tpa(i)apeTHLIX W TUIIOBBIX TCKCTOB IIPU OINMCAHUHN MNOBTOPAIOMINUXCA YIIPABICHYCCKUX
cutyanuit. SI3bIK M CTHIIb CIYKEOHBIX JOKYMEHTOB. JTambl 0OpabOTKH BXOJSIIMX JIOKYMEHTOB.
[Tepuunass oOpaboTka BXOJSIMIMX JOKYMEHTOB. Perucrpupyemple W HEPETHCTPUPYEMbIC
JnoKyMeHTHI. [IpeaBapuTenbHOE pacCMOTPEHUE JOKYMEHTOB JJisl HAIlpaBIEHUS HCIIOIHUTEIISAM.
Pesomronus.

[Topsimok  MOATOTOBKM  UCXOIAIIMX JOKYMEHTOB. (CoCTaBieHME MpPOEKTa JIOKYMEHTa,
coTJlacoBaHue, Mojanucanue (yTBep)kKaeHue), ThupaxupoBaHue. CrocoObl U METOIbI OTIPABKU
UCXOAIMUX JOKyMeHTOB. OOmiasi XapakTepucTUKa CIyKeOHON mnepenucku. PasHOBHIHOCTH
CITY)KEOHBIX THCEM (COMPOBOIUTENHHOE MUCHMO, MUCHMO-TIPOCHOA, MHUCHMO-3aMpPOoC, MHUCHMO-
OTBET, MHUCHMO-COOOIICHHE, HHPOPMAIIMOHHOE TMHUCHMO, TapaHTUHHOE MHUCHMO, MHUCHMO-
MpUTJIANIeHUE U T.11.).




Tema 1.3 Ilopsitok NpoXoKAeHHs] BHYTPEHHHX AOKYMeHTOB. OpraHusanusi KOHTPOJA 3a
HCIOJIHEHUEM JOKYMeHTOB. PaboTra ncnosHuTel1ei ¢ jokyMmeHTamMu. Opranu3anusi NoMCKoOBOM
CHCTEMBbI 10 JOKYMEeHTaM.

BHyTpennue noKkyMeHThI 0O0pa3oBaTEeNbHON OpraHu3aluu (3asBICHUS, CIy>KeOHbIE 3alMCKH,
JOKJIaIHBIC, OOBSICHUTEIbHBIC, CIIPAaBKU, CBOJKH, OTYETHI W j1p.). [loaroroBka, odopmieHue,
peructpauus. [lpaBuna mocTaHOBKM JOKYMEHTOB Ha KOHTPOJb. [IOpSIOK CHSATHS OKYMEHTOB C
KOHTpoiA. OT4er MO MCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTuBHOE MCIIOIHEHUE
JOKYMEHTOB COTPYAHMKAaMH B COOTBETCTBUU C UX JOJUKHOCTHBIMU OOS3aHHOCTSIMH U
pesomronerd  pykoBoguTens.  OTBETCTBEHHOCTh 33 HECOONIOAeHHWE  TpeOOBaHMIA
UCIIOJHUTENIbCKON  JMCUMIUIMHBIL, 32  HENpPaBWJIbHOE  HCIOJb30BaHUE  JICHCTBYIOIIMX
HOPMATUBHBIX JOKYMCHTOB B IIOATI'OTOBKC, O(bOpMHeHI/II/I U HCIIOJIHCHUH OOKYMCHTOB B CPOK.
[TouckoBasi cucreMa JOKYMEHTOB - KapTOTEKH U KIACCHU(UKAMOHHBIC CIPABOYHHUKHU. Buibl
KapToTeK. Buapl KiaccuuKamoHHBIX CIIPABOYHUKOB.

Tema 1.4 Cnoco0bl W MeTOABbI JOCTABKH JOKYMeHTOB. O0pa0doTka KoH(pMIeHIMAIbHBIX
JIOKYMEHTOB W JIOKYMEHTOB /UIsl  CJIY:KeOHOrO IO/Ib30BAHUA. JKCKYpPCHsI B OTIeJl
AeJI0NPON3BOACTBAa MypMaHCKOr0 apKTHYECKOr0 rocy1apCTBEHHOI0 YHHBEPCUTETA.
Opranusanysi OYTOBOM, KYphEpPCKOM M 3KCIIPEcC-A0CTaBKH JOKYMEHTOB. [IOHATHSA: «I€HHOCTh U
0€301acHOCTh  MH(POPMALUNY, «KOH(MUICHIUAIBHOCTE», «yrpo3a KOH(QUACHIIUAILHOCTHY,
«3ammTa uHpopManuu». be3zomacHocTh 1EHHBIX HH(GOPMAIMOHHBIX pecypcoB. lLlenHas
uH(popMalusg U KOH(UIEHIMAIbHbIE JOKYMEHThI. PernmamenTanus cocraBa KOH(QUACHIIMAIbHBIX
cBeieHuil U JokyMeHTOB. Ilopsimok pa®oTbl ¢ KOHOUAEHIMAIbHBIMU JOKYMEHTAaMH U
marepuanamu. Konpunennuansuas nHpOopMaIys U CBEICHUS B IEATEIHOCTH 00pa30BaTeIbHON
OpraHu3aluy.

Pa3nen 2. HopmaTuBHO-3aK0HOAaTe/IbHAs 6a3a. OCHOBHbIE BUJAbI JOKYMEHTOB H
cucTeMbl JOKyMeHTAluH. OCO0EHHOCTH MOATOTOBKHU U 0opMIIeHNsI OTAEJbHbIX
BU/I0B 10KYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIC H HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aejonpounssoacrsy. HopmaTuBHO-3aK0HOAATEIbHBIE  HOPMATHBHO-METOAUYECKHE
AOKYMEHTBI 110 apXUBHOMY Jey.

3akoHozaarenbHble akThl Poccuiickoit @enepanyu 1 MypMaHCKo# 001acTH, periaMeHTUPYIOLIIE
JIeNIOTIPOU3BOJICTBO M apXUBHOE J1en0. ['ocynapcTBEeHHbIE CTaHAApThl U yHU(DUKALUsA B 00JacTU
JICTIONIPOM3BOJICTBA M apXMBHOro Jena. MHCTpyKnus IO Aenonpou3BOACTBY MUHHCTEpPCTBA
oOpa3zoBanus U Hayku Poccuiickoit ®eneparnun. Mertonndyeckue peKoMeHJalluK Mo pa3paboTke
HOMEHKJIATYpbl ¥ HHCTPYKLHMU MO JIEJIONPOU3BOJACTBY B 00pa30BaTEIbHOM YUPEXKJICHUU.
TumoBesle MepeyHU € yKa3aHMEM CPOKOB XpaHEHHUs JOKyMeHTOB. [IpaBuia paboThl apXHBOB
OpraHu3aIui.

Tema 2.2 Knaccuduxanusa nokymenron. FOpuandeckas cuiia gfokymenra. Haznauyenue u
COCTaB  OPraHM3allMOHHO-NPaBOBON  NoxkymMeHTanuu. Ha3nayenme u  cocras
OpPraHU3alMOHHO-PACTIOPAANTENbHON HJoKkyMeHTanun. HazHaueHue U coCTaB CIIPaBOYHO-
UHGpOPMALMOHHOM JOKYMEHTALNH.

Knaccudukanus TOKyMEHTOB, €€ OCHOBHbIE MPHU3HAKU. [ pymnmbl JOKYMEHTOB - JOKYMEHTHI IO
o0mMM W aJMHUHUCTPATUBHBIM BOIpOCaM, T.e. IO BOIpOcaM OOIIEro pyKOBOJCTBA
npeanpusaATuEM MW €ro  JCATCIbHOCTBIO, - HOOKYMCHTBI II0 q)yHKHI/ISIM YIIpaBJICHUA.
Knaccugukarus cnyxeOHBIX JTOKYMEHTOB: IO aJMUHHCTPATUBHBIM BONpOCaM; IO BONPOCaM
MaTCpHAIIBHO-TEXHUYCCKOT'O CHa6>KeHI/I${; AOKYMCHTAMA IO IIJIAHUPOBAHHUIO; IO OHepaTHBHOP'I
NeSITeIbHOCTH; MO OYXTaJTepCKOMY YYeTy; IO IOATOTOBKE M PACCTAHOBKE KaJpOB U T.1.
Knaccn@mxaum{ II0 HAWMMCHOBAHUIO: ITIPHUKA3bl, PACIOPAXKCHHA, IIJIaHBI WM OTYCTHI, AaKThI,
IPOTOKOJIBI, JOTOBOPBI, YCTaBbl, MHCTPYKIIUHU, JOBEpeHHOCTH U T.A. Knaccudukanus mo mecty



COCTaBJICHUS, IO CTENEHH YHH(HUKAIMM, TO MPOUCXOXKACHUIO, MO BUAY O(OPMIIECHHUS, IO
crioco0y ¢dukcanuu HHPOPMAIMK, TIO CTENEHH CJIOKHOCTH, IO CTENEHW TJIACHOCTH, TIO
IOPUIMYECKON CWiie, 10 CpOKaM WCIOJHEHUS, [0 CPOKaM XpaHCHHs, IO CTEIeHU
00513aTEIILHOCTH.

CucreMa opraHu3aliMOHHO-TIPAaBOBON JOKYMEHTALUU (YCTaB yUpEKICHUS, I0J0KEHHS, LITATHOE
pacriucanue, JOJDKHOCTHhIE HMHCTpYKIuH). CucremMa OpraHu3aliOHHO-PACIIOPSAUTEIBHOMN
JOKyMeHTaruu (yka3, MpuKas, BRIMHCKA U3 MPUKa3a, pacropshKeHue, moctaHoBieHue). Cucrema
CIPaBOYHO-UH(POPMALIMOHHOW JOKYMEHTAIIUH (IIPOTOKOJ, aKT, 3asBICHHE, JOKJIAIHAs 3aIHCKa,
NpeUIoKeHNe, TPEACTaBICHUE, CIy)KeOHas 3amucka, oObsicHUTEeNbHas). Cxema MOATrOTOBKU
pacropsAUTEIbHBIX JOKYMEHTOB. [1OpSIIOK CHATHS Y BBIIAYH KOIHH C IOKyMEHTOB.

Tema 2.3 JIokajibHbIe HOPMATUBHBIE aKThI. CoCTaB M padoTa ¢ KaJpoOBOH JOKyMEHTAaLMeH.
[TonoxeHus, TmpaBuiIa, MHCTPYKUMM (TpaBuUiIa BHYTPEHHETO TPYAOBOIO  paclopsika,
UHCTPYKIUU O MOPSIIKE OCYIIECTBICHUS KaKOW-ITNO0 NeSTENbHOCTH WU MOPSIKE TPUMEHEHUs
MOJIOKEHUU 3aKOHOAATCIIbHBIX M HWHBIX HOPMATHUBHBIX A4KTOB, IOJOXCHUA O CTPYKTYPHBIX
MOJIpa3/ieNieHUsX, KOJUIEKTUBHBIN N0oroBop u Ap.). [lopsnok odopmiaeHUs U MOAIUCAHUS ITHX
JOKYMCHTOB AJId NPUMCHCHHA KAaK CaMOCTOSATC/IBHBIX IPABOBBIX AKTOB. Iloustue u CTPYKTYypa
MEePCOHANBHBIX AaHHBIX. O0s3aTeNbHBIE KaIPOBbIE TOKYMEHTHI 00pa30BaTEIbHON OpraHU3allNH,
WX BUJBI, COCTaB, HOPMATUBHbBIC TPEOOBAaHUS K BEACHHUIO KaJPOBOM JTOKYMEHTalUH (MIPUKA3bl U
pacmopspDKeHHs 1O JIMYHOMY COCTaBy, 3asiBI€HHE, TPYIOBOM JOrOBOp, JOJKHOCTHAs
WHCTPYKIUS, TPYAOBas KHWXKKA, JIMYHAS KapTOuykKa, JIMYHOE J1eJ0). J[BW)KeHHEe W XpaHEHue
KaapoBOM gokymMeHTauuu. JKypHaibl W KHUTH ydera. lcmonHeHHe coIMalbHO-IPAaBOBBIX
3a1poCoB.

Pa3nen 3. ®opmupoBanue e/l H OPraHU3alUs XPaHEHHUSI JOKYMEHTOB. JKCIepTH3a
LEHHOCTH JOKYMeHTOB. TexHn4YecKue cpeacTBa, HCIOJb3yeMble B
JAeJI0NPOU3BOACTBE. DJIEKTPOHHBII JOKYMEHT0000pOT

Tema 3.1 IlpaBuia cocTaB/ieHHSI HOMEHKJIATYPbI JeJ YyupexaeHus. dopmupoBaHue U
odpopmiienne aes. OpraHu3anmsi ONEPATHMBHOIO XPaHeHHs NOKYMeHTOB. (PopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM YYpPeKICHHH.

IlonsaTue o «uene». Homenkiatypa nen. CocraBieHnE HOMEHKJIATypbl J€l B
00pa30BaTEIbHOM YUPEXKJICHHUH. ®opmMHUpoOBaHHUE JEIL. IIpusHaku 3aBeneHus nen:
HOMUHAJIBHBINA, TPEeIMETHO-BOIIPOCHBIN, aBTOPCKHM, KOPPECHOHAECHTCKUH, Treorpaduyeckuid,
xpoHosorndyeckuil. Buapl apxuBoB. TpeboBanus k apxusam. [lopsiiok nepenayu T0KyMEHTOB Ha
apxuBHOe XpaHeHue. CucreMaTH3alys JOKyMEHTOB B apxuBe. PaboTa ¢ Hay4yHO-CIIPaBOYHBIM
anmapatoMm (UCTOpHYEcKas CIpaBKa, OMNMCH JieJd MOCTOSHHOTO W BpPEMEHHOTO0 XpaHEHHS
JIOKYMEHTOB, KHUTH Y4eTa U JABM)KEHUS Jel).

Tema 3.2 /lesja MOCTOAHHOIO W BPEMEHHOI0 CPOKAa XPAaHEHHs. JKCHEPTHAs KOMMCCHS
yupesxxaeHusi. [lopsiiok yHu4TOKEHUsSI JOKYMEHTOB.

OcoOeHHOCTH XpaHEHHUs Jed MOCTOSHHOTO, BpeMeHHOro (cBeimie 10 jer) u Jen mo JIMYHOMY
cocraBy. Ilopsanok mnepemaun pnen B [ocymapcTBeHHble apxuBbl. Co3laHHE HKCHEPTHON
KOMHCCUHU YyupexJeHus. lIpoBeneHue SKCHEpTU3bl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3AaCEIaHUM KOMHCCHUM M aKTOB Ha YHUYTOXKEHHE nein. [Ipoumenypa yHMUYTOXKEHUS
JIOKYMEHTOB.

Tema 3.3 MHcnouan3oanme IIK B penonpomssoacrBe. CpeacrBa KONHPOBAHUS M
OnepaTuBHOr0 pasMHoxkeHus. [Ipuem u 00padoTKa TOKYMEHTOB, MOCTYNAKIIUX M0 KAHAJIAM
JIEKTPOHHOM NOYTHI M (hakcummibHOI cBsizu. [IpaBuiia 6e3onacHoil padoThI ¢ OPIrTEXHUKOI.
KomneioTepHble cpeicTBa MOATOTOBKM JOKYMEHTOB. lcmonb3oBaHue 11a0JOHOB st
dbopMupoBaHHS JIOKYMEHTOB Ha KoMmImbioTrepe. lcmnonb3oBanne B KoMIbloTepe OJaHKOB



nokymeHToB. Co3fmaHue OJIaHKOB JOKYMEHTOB B KOMITbIOTepe. M3roToBIeHNE, KOMUPOBAHUE U
THPAXUPOBaHUE TOKyMEHTOB. CpencTBa 00pabOTKHM JOKYMEHTOB. JIOKYMEHTHI, MepeaBacMble
Mo KaHajaMm CBs3M (Tenerpamma, Tenekc, (akcorpamma, Ttenedonorpamma). Ilonsitue
«oprrexHuka». OCHOBHBIC BHJIBI OpraHU3AIMOHHON TeXHUKHU. [IpaBuia TeXHUKH 0€30MMacHOCTH
paboOTHI C OPTTEXHUKOM.

Tema 3.4 DuekTpoHHOE NOKyMeHTHpPOBaHue. IloHsITHE «3JIEKTPOHHBII JOKYMEHT).
[IpeumyiiectBa nepenaud JOKYMEHTa C KOMIIBIOTEpAa HA KOMIIBIOTEpP.  YCTaHOBKA Ha
KOMIIBIOTEPE CHEUAIBHO BBIIEJICHHOW MaNKy JUIsl HOCTYNAOIIMUX JOKyMEeHTOB. [Ipenmyiiectsa
anekTpoHHoM mouThkl. Jloctynm k Internet. Cuctema peructpauuu u KoHTposisi. Cosmanue
ANIEKTPOHHOM 0a3bl JaHHbIX. [lomck mgokymMeHTa. OKCKypcus B apXuB MypMaHCKOTO
ApPKTUYECKOI0 FOCYAapCTBEHHOTO YHUBEPCHUTETA.

6. IHEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHMHA],
HEOBXOINMOTI'O JJI1 OCBOEHUA JUCHUIIJINHBI (MOAYJISA).

OcHoBHas IuTEepaTypa:

1. Oenepanbubii 3ak0H oT 22.10.2004 No 125-®3 «OO6 apXwBHOM Jelie¢ B
Poccuiickoit ®enepanun» (pea. PenepanbHbix 3akoHOB 0T 04.12.2006 Ne 202-®3, ot
01.12.2007 Ne 318-d3, ot 13.05.2008 Ne 68-D3, ot 08.05.2010 Ne 83-D3, ot 27.07.2010 Ne
227-03)

2. Oenepanbhbiii  3akoH  "OO wHbopManuu, uHPOpPMATH3AIUMM U 3aIIUTE
uHpopmanun". 3axon noanucan Ilpesnnentom Poccuiickoii deneparmu 20 gespans 1995 rona
N 24-03

3. 3akoH Mypmanckoii o6ractu ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM Jemne
B MypmaHCKoil o6acTu»

4, ®enepanbubliii 3akoH OT 27 utoiig 2006 r. N 152-03 "O nepcoHanbHbIX TaHHBIX"

5. ®enepanbubiii 3akoH 0T 2 Mast 2006 1. N 59-®@3 "O nopsiike paccCMOTPEHHs
obparmenuit rpaxaan Poccutickoit denepanun" C u3MeHEHUSIMH U JOTIOTHEHUSIMU OT: 29 HIOHS,
27 wrons 2010 ., 7 mas, 2 utons 2013 r., 24 HosOps 2014 r.

6. [TpaBuiia nen0npou3BOACTBA B (pe€pAIbHBIX OpraHax HCIOJIHUTEIbHOW BIAacTU
(yrBepkieHbl ocTaHoBieHueM [IpaBurenscTBa Poccuiickoii @eneparuu ot 15.06.2009 Ne 477
7. [lepeueHb TUIOBBIX YNPABICHUYECKUX APXMUBHBIX JOKYMEHTOB, 00pa3yroLIUXCs B

npoliecce JeATeIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABJICHUS U
OpraHu3aIii, C yKa3aHueM CPOKOB XpaHEHHs. Y TBEPKICH MPUKa30oM MHUHHCTEPCTBA KYJIbTYPHI
Poccuiickoit @enepanuu ot 25 aBrycra 2010 r. Ne 558

Jlono/IHUTeIbHASI JTUTEepaTypa:

1. [Tucemo MunoOpa3Banuss PD ot 20 nexabps 2000 roma N 03-51/64 «O
MeToanyeckux peKOMEHIAIMsIX 0 pabdoTe ¢ JOKYMEHTaMH B 00mIeo0pa3oBaTeIbHBIX
YUPEKACHUAK»

2. Opranu3zanus J1eJI0ompou3BoJcTBa U JokymeHToodopora IOV [Tekcr]: meron.
pek. / JI. U. JIykuna. - M. : Cepa, 2009. - 128 c.
3. Comnory6, O.I1. Jlenonmpou3BOJCTBO: COCTABICHHUE, PEIAKTUPOBAHUE B 00pabOTKa

nokyMeHTOB: YuebHoe nocooue / O.I1. Comory0. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JAUCHUIIJINHbI
MoAayJIsl)

B o0pazoBaTenbHOM IpoIECCe UCTIONIBb3YIOTCS:

— yueOHBIE ayJUTOpPUM JUIs  TPOBEACHUS  YYeOHbIX  3aHATUH, OCHAICHHbIC
000pyIOBaHUEM U TEXHUYECKUMU CpeJICTBaMH oO0ydeHus: yueOHas mebens, [1K, obopynoBanue
JUTSL IEMOHCTPAIIAY TIPE3EHTANNH, HATJISHBIE TOCOOHS;



— TOMEIIEHUs] JUIs  CaMOCTOSATENbHOM  paboThl  00ydaromuxcs, OCHAIllCHHBIE
KOMITHIOTEPHON TEXHUKON C BOZMOKHOCTBIO TIOJIKITFOUEHUS K ceTH «HTepHeT» n o0ecrieueHrneM
JOCTYTIA B 3JICKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBarenbHyto cpeny MATY.

7.1 HEPEYEHbB JIMEH3NOHHOI'O NIPOTPAMMHOI'O OBECIIEYEHUSA
JInueH3noHHoOe MporpaMMHoe o0ecnieyeHne 0Te4eCTBEHHOI0 NPOU3BOJACTBA

Kaspersky Anti-Virus

JIMLeH3HOHHOE MPOrpaMMHoe odecrneyeHre 3apyoe;KHOro MPOU3BOJACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe IPOrpaMMHOe o0ecrnedeHre 0Te4eCTBEHHOT0 IPOU3BOACTBA
7Zip

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHOe odecriedeHue 3apy0esKHOro MpPou3BoJACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJEKTPOHHO-BUBJIMOTEYHBIE CUCTEMBbI:

OBC m3parenscrBa «Jlansy» https://e.lanbook.com/

OBC uznatenscrBa «tOpaiit» https://biblio-online.ru/

OBbC «YHuBepcuterckas Oubianoreka onnaita» https://biblioclub.ru/

7.3 COBPEMEHHBIE IPO®ECCHUOHAJIBHBIE BA3bI IAHHBIX
1. CyneOnbie u HOpMaTuBHBIC akThl PO http://sudact.ru/

2. Uapopmanmonno-ananmurudeckas cuctema SCIENCE INDEX

3. DnekTpoHHas 6a3a IaHHBIX Scopus

4. bazel manubix kommaanu CLARIVATE ANALYTICS

7.4 UTHOOPMAIIMOHHBIE CITPABOYHBIE CUCTEMBbI

1. CrnpaBouHO-TIpaBOBast uH(pOpMalMOHHAS cucreMa KoHncynbTanT ITmroc
http://www.consultant.ru/

2. 000 «CoBpemeHHbIE MeAMa TEXHOJOTMM B  OOpa3oBaHUM U KYJbTYpe».
http://www.informio.ru/

8. UHBIE CBEJEHUS U MATEPUAJIbI HA YCMOTPEHUE BEJIYIIEN KA®E/IPHI
He npexgycmorpeHo.

9. OBECIIEYEHUE OBPA30BAHUA AJIs JIMI C OB3

Jns obecrieueHust 00pa30BaHUS UHBATUIOB U JIHII C OTPAHHYEHHBIMHA BO3MOKHOCTSIMU 3/I0POBBS
peanu3anus TUCHUTUIMHBI MOYXET OCYIIECTBISATHCA B aJalTUPOBAHHOM BHIE, C YYETOM
cnenuuKA OCBOSHUS U JUJAKTUYECKUX TPEOOBAaHM, WCXONId W3 HHIUBUIYaTbHBIX
BO3MOXKHOCTEH U 0 IMYHOMY 3asIBICHUIO 00yJaronerocs.
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