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IMosicuuTeILHAS 3aIMCKA

O0BeM qucIUILUIMHLL 1 3.€.
1. Pe3yabTarbl 00y4eHusi MO0 AUCHHUILVIMHE (MOAYJII0), COOTHECEHHBIE C MHIUKATOpaMU
JOCTH)KEHUS] KOMIIETEHLIMH, YCTAaHOBJICHHBIMM  00pa30oBaTeIbHOM MpOrpaMmMon

Komnerennus HNupukatopsl Pe3yabTaThl 00yyenus
KOMIIEeTEeHIIH I
VYK-4. Cnocoben nAa-1 yK-4. Hcnonbsyer | 3HaTh: HOPMATHUBHBIC JOKYMEHTHI MO YHUQUKAIMH U
OCYILECTBJIATH pasiuuHble  (OPMBI,  BHJbI CTaHJapTU3alHuu B obnactu JIOKYMEHTaluu,
JIEJIOBYIO YCTHON M MNCbMCHHOM JICNOBON | jejicryromue Ha Teppuropur P®; rocynapCTBeHHbIE
KOMMYHHKAIIIO B KOMMYHUKALIIH Ha CTaHAapThI u 3aKOHOJATCIbHEIC aKThI o
. . | TOCyI1apCTBEHHOM SI3BIKE
YCTHOU ¥ MTUCbMEHHON S JIOKyMEHTHPOBAHHUIO;
Poccuiickoit deneparyu 6

(hopmax Ha W2 yk-4. Ocymectsiser CUCTEMBI JOKYMEHTAllMH, TPEOOBaHUS K COCTaBICHUIO U
rocyAapCTBEHHOM KOMMYHHKALIMIO, OCHOBBIBASCH 0 OPMIICHHIO JOKYMEHTOB;

s3pIke Poccuiickoit
denepanuu u
HHOCTpaHHOM(BIX)
SI3BIKE(aX)

VK-6. Cnocoben
YIPaBISITH CBOMM
BPEMEHEM,
BBICTPAMBATh U
peau30BhIBATH
TPaEeKTOPHIO
CaMOpa3BUTHUS Ha
OCHOBE MPHHIIUITOB
o0pa3oBaHUs B
TEeYEHHE BCEM KU3HU

Ha CHUCTEME HOPM HU3Yy4YaeMOro

MHOCTPAHHOTO SI3BIKA,
UCTIONB3YyS ~ KOMMYHHKAaTHBHO
MIpUEMJIIEMBII CTHUJIb B
COOTBETCTBUH C LEIBI0 U

CUTyaluei ooIeHus

UJ-3 yk K-4. Bemonnser mis
JIMYHBIX uenen epeBo
odurmanbHEIX u
MpoQeCCHOHATBHBIX TEKCTOB C
MHOCTPAHHOTO SI3BIKA Ha
PYCCKHH, ¢ PyCCKOTO SI3bIKa Ha
HMHOCTPaHHBIN

NA-1yx-6. Hcnonesyer
HHCTPYMEHTBI M METOBI
yIpaBJIeHUS COOCTBEHHBIM

BPpEMCHEM TIPU  BBIIIOJIHECHUN
KOHKPETHBIX 3a1a4

N-2yx-6. [Inanupyer
TPaeKTOPHIO CBOETO
caMopa3BUTHS,

podecCHOHANEHOTO pocra,
BBIIBIISIL  JIMYHBIE  PECYPCHI,

BO3MOKHOCTH MW OI'paHUYCHUSA
AT €€ peanr3aluun

THIIOBBIE MHCTPYKIMH MO JNEIONPOU3BOJICTBY, PETJIAMEHT
paboTHI, TOKHOCTHBIE HHCTPYKIIHY;

OCHOBHBIE  BHUZBl [OKYMEHTOB, PEIIaMEHTUPYIOIIUX
00pa3oBaTENbHYIO ACATCIHHOCTS;

OCHOBBI  JICJIONPOM3BOACTBA B 00pa30BaTEIbHOM
YUPEXKICHUU.

YMeTh: palMoHaNbHO W 3(PQPEKTUBHO OPraHU30BHIBATH
JeTONPOU3BOJCTBO B 00pa30BaTeIbHOM OpraHHU3alNy;
COCTaBJIATh  y4eOHO-METOAWYECKHE ¢  HOPMAaTUBHO-
HpaBOBbIC JIOKYMEHTBI, periiaMeHTHPYIOIIUE
JeATeNEHOCTh 00pa3oBaTeIbHON OpraHu3aluy

Bnanerts: MCTOAAaMU, crocodbamMu u cpeacrBaMu

HOJTy4YeHUS, XpaHeHus, nepepaboTKu
uHbopMaIuy, OCHOBaMH KOMITbIOTEPHOU
IPaMOTHOCTH;  TEXHOJOTMEH  OpraHu3anuu
JIEJIONPOU3BOCTBA B 00pa3oBaTebHOM
YUPEXKICHUU.

2. Coaep:kaHue TUCHUTLUINHBI (MOTYJIs)

Pazgea 1. Cogepxxanne, 3HaueHHe AejionpousBoacTBa. TexHomorus
OpPraHM3alyH 1eJIONPOU3BO/ACTBA B 00pa30BaTEIbHOM YUpeKIeHUN

Tema 1.1 OcHOBHBIC TEPMHUHBI H MOHSITHE «1eJT0NPON3BOACTBO». McTOpHS BO3HUKHOBEHHA
U OCHOBHbBIE 3TAlNbl PA3BUTHS Ae10NPon3BoAcTBa. CHCTeMBbl OPraHU3aluu
aenonpou3BoacTsa. [IoHsATHE M NPUHIMIILI OPrAHU3ANMH JOKYMEHTO000pOTA




[Tonstue «aenonpon3BoAcTBO». OCHOBHBIE LENH U 33Ja4u Jenonpou3BojcTBa. Heo6xoaumocts
OpraHu3aIy JIEJIOMPON3BOJICTBA B YUPEKICHUHN. 3HAUCHHUE JIEIONPOU3BOJICTBA B JCSITEIIBHOCTH
o0pa3oBaTenbHOro yupexaeHus. Cekperapp, JeJI0NpOU3BOIUTENb, TOKYMEHTOBEA, KaHIEISIPUS.
Hcropuueckue 3tanbl pa3BuTHs aenonpoun3Boactsa B Poccun. CoBpeMeHHOE TOCy1apCTBEHHOE
perynvdpoBaHue JAenomnpou3BoicTBa. CHCTeMbl  JI€IONPOU3BOJCTBA:  IIEHTpaJIM30BaHHAs,
JeleHTpann3oBanHast, cmemanHas. CTpykrypa u 00BEM gokymMeHTooOOpoTa. (OCHOBHBIC
MPUHIIMITBI OpraHU3auu PadoThl ¢ TIOKYMEHTOMOTOKAMHU, KaK CO3/IaHue ONTHUMAJIbHBIX YCIOBUMN
JUISE BCEX BHUAOB paboThl C jAoKyMeHTamH. OpraHu3aldoOHHAs CTPYKTypa I[EpCcoHaa,
obecrneunBaromiero padboTy ¢ J0KyMEHTaMH.

Tema 1.2 PekBu3uTHI JOKYMEHTOB. Perucrpauusi u unaexcamnusi 10kymeHToB. CTpykTypa 6a3
AaHHBIX J0KkyMeHTOB. Ilpuem, o0paboTka M pacnpenejieHHe NOCTYNAIONIMX JOKYMEHTOB.
Opranuszanusi 00padoTKH U NepeIayu OTIHPABJIAEMbIX JOKYMEHTOB.

[TonsTHe pekBU3WTAa NOKyMeHTa. Buasl pekBusuToB. llpaBuna odopmiileHUS PEKBU3UTOB
nokymMeHToB.  Dopmynsap-oOpazen.  bnank noxkymenrta. Bunasl GnankoB.  TpeGoBaHus k
Osankam gokyMmeHToB. lllaGnonel. MHaekcanus u peructpauus AO0KyMEHTOB. Buasl u Gopmsl
perucTpanuu JOKYMEHTOB. TpeOOBaHUS K TEKCTaM CIIY)KEOHBIX JOKYMEHTOB: KpPaTKOCTb H
TOYHOCTh W3JIOKEHUs WH(POpPMAIMH, WCKIIOYEHHE JBOSKOTO TOJKOBAaHUS, OOBEKTUBHOCTH WU
JIOCTOBEPHOCTh MH(OpPMAIMM, COCTaBJIEHUE MPOCTBIX JOKYMEHTOB, CTPYKTYpHUpPOBAHHE TEKCTa
JOKYMEHTa, IIUPOKOE HCIOIb30BaHUE Tpa(apeTHbIX M THUIOBBIX TEKCTOB IPH OMHCAHUH
HOBTOPSIOLINXCS YIIPABIEHYECKUX CUTyalUd. SI3bIK U CTUJIb CIIYyKEOHBIX JOKYMEHTOB. DTaIbl
00pabOTKH BXOIAIIMX JTOKYMEHTOB. [lepBuunast 00pabOTKa BXOJAIIMX JOKYMEHTOB.
Peructpupyemple U HeperucTpupyeMble JOKyMeHThL. [IpenBapurenbHoe paccMOTpeHHE
JIOKYMEHTOB JIJIs1 HalpaBJIeHUs UCIIOIHUTENSAM. Pe3omonns.

ITopssnoK MOArOTOBKM  MCXOAAIMX JOKyMEHTOB. (CocTaBieHHE IPOEKTa [OKYMEHTa,
corjacoBaHue, nojanucaHue (yrBepikieHue), TupaxupoBaHue. CrnocoObl U METOJbl OTIPaBKU
UCXOIAUMX JIOKyMeHTOB. OOImas XapaKTepUCTHKa CIIy)KeOHOM mnepenucku. PasHoBuaHOCTH
CITY)KEOHBIX THCEeM (COMPOBOIUTENHHOE MUCHMO, MUCHMO-TIPOCHOA, MHUCHMO-3aMpPOC, MUCHMO-
OTBET, MHUCbMO-COOOIIEHNEe, WH(POPMALMOHHOE MHUCbMO, TapaHTUHHOE MHUCBMO, IHCHMO-
MpUriameHue 1 T.1.).

Tema 1.3 Ilopsitok Npoxo:kKiaeHHs] BHYTPEHHHUX AOKYMeHTOB. OpraHuszanusi KOHTPOJIA 3a
HCIIOJIHEHHEM JOKYMeHTOB. Padora ucnosiHuTeseit ¢ nokymMeHramu. Opranusanusi NOMCKOBOM
CHCTeMBbI 10 JOKYMeHTaM.

BHyTpeHHne IOKyMeHThl 00pa3oBaTeIbHON OpraHu3aluy (3asBJIECHUS, CIyXeOHbIe 3alMCKH,
JOKJIaJIHble, OOBSICHUTEIbHBIE, CIIPaBKU, CBOJAKH, OT4YeTHl U Ap.). Iloxroroska, odopmieHue,
peructpauus. IlpaBuna mocTaHOBKM JOKYMEHTOB Ha KOHTpPOJb. [IOpsiIOK CHATHS TOKYMEHTOB C
KOHTpoiA. OT4er MO WCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTWBHOE HCIIOJIHEHUE
JOKYMEHTOB COTPYJHMKaMHM B COOTBETCTBUM C HX JOJDKHOCTHBIMHU OOSI3aHHOCTSIMU H
pesomoneld  pykoBoguTens.  OTBETCTBEHHOCTb  3a  HecoOmtoJeHue  TpeOoBaHMi
UCIIOJIHUTENIBCKOM  JAMCLUMIUIMHBI, 3@  HENPaBWIbHOE  MCIOJb30BAaHUE  JIEHCTBYIOIIMX
HOPMAaTUBHBIX JOKYMEHTOB B MOJTOTOBKE, OOPMIIEHMHM U HCIIOJIHEHUU JOKYMEHTOB B CpOK.
[TouckoBas cuctemMa JOKYMEHTOB - KapTOTEKH U KIacCU(UKAIIMOHHBIE CIIPABOYHUKH. Bujbl
KapToTeK. Buspl kilaccuuKalnoHHbIX CIPAaBOYHUKOB.

Tema 1.4 Cnoco0bl W MeTOABbI JOCTABKH JO0KYMeHTOB. O0pa0doTka KoH(pMIeHIMAIbHBIX
JIOKYMEHTOB W [IOKYMEHTOB [UIsl  CJIY:KeOHOr0 MO/Ib30BAHUA. JKCKYpPCHsi B OTeJl
Ae10npou3BoAcTBa MypMaHCKOI0 ApKTHYeCKOro rocy1apcTBeHHOI0 YHHBEPCUTETA.

Opranusaiysi OYTOBOH, KYphEPCKOM M 3KCIIpecc- JOCTaBKH JIOKyMEHTOB. [IOHSATHS: «1I€HHOCTh U
0e3omacHOCTh HMHGMOpPMALUNY», «KOH(PHUIECHUUAIBHOCTE», «yrpo3a KOH(UIEHIUAIBHOCTH,
«anmTa uHopManuu». be3zomacHocTh IEHHBIX HH(GOPMAIMOHHBIX pecypcoB. Llennas
uHpopManus U KOHpHUIEHIIHATbHbIE JOKYMEHTHI. PerimamenTanus cocraBa KOH(pUICHINATBHBIX



CBelleHHH W JO0KyMeHTOB. Ilopsigok paboTel ¢ KOHGUIACHIMATBHBIMH JOKYMEHTAMHU U
matepuanamu. Kondunenuansaas napopmanus u cCBeIeHUs B IEATEIBHOCTH 00pa30BaTeIbHON
OpraHu3aIluy.

Pa3znes 2. HopmaTuBHO-3aK0oHOAaTe bHAasA 0a3a. OCHOBHbBIE BU/IbI JOKYMEHTOB M
cucTeMbl JOKyMeHTAlIuH. OCO0eHHOCTH MOATOTOBKHU M 0opMIIeHNs OTAEJbHbBIX
BU/IOB JIOKYMEHTOB

Tema 2.1 HopMaTuBHO-3aKOHOAATEeJIbHbIE © HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aejonpoun3BoacTsy. HopmaTuBHo-3aK0HOAaTe/IbHbIE © HOPMATHBHO-METOANYECKHE
JAOKYMEHTBI M0 ApXUBHOMY JIeJy.

3akoHonarenbHbIe akThl Poccuiickoit @eneparu u MypMaHcKoii 061acT, perajaMeHTHPYIOIne
JIeJIONPOU3BOJICTBO M apXUBHOE J1e10. ['ocyiapcTBEHHbIE CTaHAAPTH U YHU(UKALKS B 00JIaCTH
JIeTIONPOU3BOJICTBA M apXMBHOro Jena. VHCTpykuus IO JIeIonpou3BOACTBY MuHuHcrepcTBa
oOpa3zoBanus U Hayku Poccuiickoii ®enepanun. Meronndyeckue peKOMeHJalMK o pa3padboTke
HOMEHKJIATYPhl M HMHCTPYKIMH TIO JEJIOTIPOU3BOACTBY B 00pa30BaTEIbHOM YUPEKICHUH.
TumnoBele mepeyHu € yKa3aHUEM CPOKOB XpaHEHHUs J0OKyMeHTOB. [IpaBuiia pa®oTbl apXHMBOB
OpraHu3aIuu.

Tema 2.2 Knaccuduxanus nokymentoB. KOpuandeckas cuina gokymenta. HasHauenue u cocraB
OpPTaHHW3AI[MOHHO-TIPABOBOM  JIOKYMEHTAaMA. Ha3HaueHWe W COCTaB  OPTraHU3AIMOHHO-
pacropsAUTeIbHON JOKyMeHTaluu. Ha3HauyeHWe # COCTaB CIPaBOYHO-WH(POPMAIMOHHOM
JIOKYMEHTAITUH.

Knaccugukaius J0KyMEHTOB, €€ OCHOBHBIC MPHU3HAKH. [ pYIIIbI TOKYMEHTOB - JIOKyMEHTHI IO
o0mMM W aJMUHHCTPATHBHBIM BOIPOCaM, T.€. IO BONPOCAaM OOINEr0 PYKOBOJCTBA
OPEINPUATAEM W €ro  JICATCNIbHOCTBIO; - JOKYMEHThI 10 (YHKIHUSAM  YIPABICHHS.
Knaccudukanus ciaykeOHBIX JOKYMEHTOB: IO aJIMHHHCTPATHBHBIM BOMPOCAM; IO BOIPOCAM
MaTepUaIbHO-TEXHUYECKOTO CHA0XEHUS, TOKYMEHTAaIUsl MO IUIAHWPOBAHUIO; 1O ONEPATUBHOMN
JESATSIIbHOCTH; IO OYXTaJITePCKOMY VYYeTy; IO TOJArOTOBKE M PACCTAHOBKE KaJpPOB H T.H.
Knaccudukanus mo HaMMEHOBAaHUIO: TPHUKA3bl, PACMOPSHKEHUS, TUIAHBI M OTYETHI, aKThl,
MIPOTOKOJIBI, TOTOBOPHKI, YCTAaBbl, MHCTPYKITUH, JIOBEPSHHOCTH M T.1. Knaccudukarus mo mecry
COCTaBIIEHUS, TO CTEMEHW YyHU(DUKAIMH, MO TPOUCXOKIACHHUIO, MO BUAY OGOPMIEHHS, IO
crioco0y ¢duxcanuu HMHPOPMALMKM, TO CTENEHH CIOKHOCTH, MO CTENEHU TJIaCHOCTH, IO
IOPUMYECKON Cuile, 10 CpOKaM HWCIOJHEHUS, IO CpOKaM XpaHEeHHs, IO CTeNeHU
0053aTEeIbHOCTH.

CucremMa opraHu3aIiOHHO-TIPABOBON JJOKYMEHTAIMH (YCTaB yUPEKIACHHUsI, MOJTO0XKEHUS, IITATHOE
pacnucaHue, JOJDKHOCTHBIE WHCTpyKnuu). CucTtemMa OpraHW3allMOHHO-PACIIOPSIUTEIIBHON
JTOKyMeHTanuu (yka3, MpuKas, BBIUCKA U3 MPUKa3a, pacropspkeHue, mocraHoBienue). Cucrema
CIIPaBOYHO-UH(POPMAITMOHHON JOKYMEHTAIMK (ITPOTOKOJI, aKT, 3asBJICHHE, JOKJIaTHAas 3aliCKa,
MpeJIoKEHNe, TMPEICTaBICHUEe, CIy)KeOHasi 3amucka, OO0BsCHUTeNnbHas). Cxema MOATrOTOBKHU
pacToOpsIUTEIBHBIX JTOKYMEHTOB. [1Ops/IOK CHATHS 1 BBIJIAYH KO C JIOKYMEHTOB.

Tema 2.3 JlokajibHbIe HOpMaTUBHBbIE aKThbI. CocTaB M padoTa ¢ KaJPOBOM J0KYMEHTalHel.
[Tonoxenus, mpaBuia, WHCTPYKIMHM (IpaBWiIa BHYTPEHHEro TPYJOBOTO  pacHopska,
MHCTPYKIUHU O TOPSIIKE OCYLIECTBICHUS KaKOW-TNO0 NesSTeNbHOCTH WU MOPSAAKE NTPUMEHEHUs
MIOJIOKEHUN 3aKOHONATEIBHBIX M MHBIX HOPMATHBHBIX AaKTOB, IIOJIOXKEHHS O CTPYKTYPHBIX
MOJIpa3/ieNIeHusIX, KOJUIEKTUBHBIN 1oroBop u Ap.). [lopsnok odopmieHUs U MOJIUCAHUS ITHX
JIOKYMEHTOB JUIsl IPUMEHEHHUs KaK CaMOCTOSTENbHBIX NPAaBOBBIX aKTOB. lIoHsATHE M CTpyKTypa
NEePCOHAIBHBIX AaHHbIX. O0s3aTeNbHBIE Ka/IPpOBbIE IOKYMEHTHI 00pa30BaTeIbHON OpraHU3alluH,
UX BUJbI, COCTaB, HOPMATHBHbBIE TPEOOBAHUS K BEIEHUIO KaJPOBOM JOKyMEHTAIUH (IIPUKa3bl U
pacnopsDKEHHsT 10  JMYHOMY COCTaBy, 3asBIIEHHE, TPYAOBOW JIOTOBOp, JOJKHOCTHAs



UHCTPYKLMS, TPYAOBas KHIKKA, JIUYHAs KapTOdka, JHUYHOE JAeo). [IBuxkeHHe U XpaHeHue
KapoBOil JokyMeHTauuu. JKypHanbl W KHUTH Yydera. VcmoiliHeHHE COLMabHO-TIPABOBBIX
3aMpocCoB.

Pa3zgen 3. ®opmupoBaHue aeJ1 1 OPraHU3aNUs XPAaHEHUS JOKYMEHTOB. JKCIePpTH3a
LHEHHOCTH JOKYMEeHTOB. TexHn4ecKue cpecTBa, NCnoJib3yeMblie B
JeJIONPON3BOACTBE. DJIEKTPOHHBIN JOKYMEHT0000pOT

Tema 3.1 IIpaBuia cocTaBjeHUSs] HOMEHKJIATYPbI JeJ yupexaeHus. PopMupoBaHue M
odpopmienne aea. OpraHuzanmsi ONEPATHMBHOIO XpaHeHWs JOKYMeHTOB. (dopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM y4PeKICHUH.

IlonsiTe o «ueney. Homenkiatypa nen. CocraBiieHHE HOMEHKJIATypbl J€1 B
00pa30BaTEIbHOM  YUPEKACHUU. @opmupoBanue gaen. llpusHaku 3aBeneHus Aei:
HOMUHAJIBHBINA, TPEAMETHO- BOIPOCHBINA, aBTOPCKH, KOPPECIOHICHTCKHUNA, TreorpaduyecKuid,
xpoHonorndeckuil. Buapr apxusoB. TpeboBanus k apxuBam. [lopsaok nepegaun JOKyMEHTOB Ha
apxuBHoe XpaHeHue. Cucrtemarusanus JOKYMEHTOB B apxuBe. Pabora ¢ Hay4HO-CIpaBOYHBIM
anmaparoM (MCTOpUYEcKas CIpaBKa, ONUCH Jiel IOCTOSHHOIO U BPEMEHHOIO0 XpaHEHUs
JIOKYMEHTOB, KHUTH y4e€Ta U JIBUKEHUS JIEN).

Tema 3.2 Jles;a MOCTOAHHOIO W BPEMEHHOI0 CPOKAa XpaHEHHsl. JKCHEPTHAs KOMMCCHS
yupexaenusi. [lopsiiok yHHYTOXKEHUS TOKYMEHTOB.

OcoOeHHOCTH XpaHEHUs Jesl NOCTOSHHOro, BpeMeHHOro (cBeimie 10 jieT) u Jien mo JIMYHOMY
coctaBy. Ilopsnok mnepemaun pnen B [ocynmapctBeHHble apxuBbl. Co3laHue 3KCHEPTHOH
KOMHCCUHU yupexaeHus. lIpoBeneHue SKCHEpTU3bl LEHHOCTH JOKyMeHTOB. OdopmieHnue
IPOTOKOJIOB 3ace/laHMii KOMUCCHM M aKTOB Ha yHHYTOXXeHue jaein. [Ipoueaypa yHHUTOXEHUS
JOKYMEHTOB.

Tema 3.3 MHcnouan3oBanme IIK B pgenonpoumssBoacrBe. CpencrBa KONUPOBAHUS M
onepaTuBHOro pasmuoxxeHusi. IIpuem u 00padoTka JOKYMEHTOB, IOCTYNAIOIIKX N0 KAaHAJIAM
3JIEKTPOHHOM MOYTHI M (hakcumMuIbHOI cBsizu. [IpaBuiia 6e3onacHoii padoThI ¢ OPIrTEXHUKOIA.
KomneloTepHsle cpeicTBa MOATOTOBKM JOKyMEHTOB. Mcmonb3oBaHue 11a0JI0OHOB — AJis
dbopMupOBaHUSA JIOKYMEHTOB Ha KoMIbloTepe. lcrnonb3oBaHue B KOMIBIOTEpPE OJIaHKOB
nokyMeHToB. Co3iaHue GJaHKOB JOKYMEHTOB B KOMIbioTepe. M3roTtoBieHue, KOMUPOBAHUE U
TUPaXHPOBaHUE NOKYMEHTOB. CpenctBa 00pabOTKH JOKYMEHTOB. JIOKyMEHTHI, epeaaBaeMble
0 KaHajaM CBs3u (Tejerpamma, Tenekc, ¢akcorpamma, TtenegoHorpamma). [lonsTue
«oprrexHukay». OCHOBHbBIE BHJIbl OPraHU3alMOHHON TeXHUKH. [IpaBuia TeXHUKH 0€301MacCHOCTH
paboThI C OPTTEXHUKOIA.

Tema 3.4 DuekTpoHHOE NOKyMeHTHPOBaHue. IloHsITHE «JIEKTPOHHBIN JOKYMEHT).
[IpeumymiectBa mepenayu JOKyMEHTa C KOMIIbIOTEpa Ha KOMIIBIOTEp.  YCTaHOBKa Ha
KOMIIBIOTEPE CHEUAIBHO BBIAECIEHHON NaNKy JUIsl MOCTYNAKIIMUX T0KyMEHTOB. [Ipenmyinectsa
anekTpoHHOM mnouthl. [loctym k Internet. Cucrema perucrpaumm u koHTpons. CoznaHue
ANIEKTPOHHOM 0a3bl JaHHBIX. Ilomck JOKyMmMeHTa. OKCKypcus B apXuB MypMaHCKOTO
apKTHUYECKOI'0 TOCYIapCTBEHHOI'O YHUBEPCUTETA.

3. IlepedyeHb y4eOHO-METOTUYECKOr0 O0eceYeHNsl TUCIHIJIHHBI (MOITYJIs1)
- MyJbTUMEAMMHBIE IPE3CHTAMOHHBIE MaTepuanabl MO JAUCHUIIIMHE (MOIYJIIO)
MpeJICTaBIeHbI B 3JIeKTpoHHOM Kypce B OUOC MAY;
- METOJMYECKHE YKa3aHMs K BBINOJIHEHHUIO J1a00PaTOPHBIX/MPAKTHUYECKUX/KOHTPOIBHBIX
pabot (BeIOpaTh) MpecTaBiIeHbI B 2JIeKTpOoHHOM Kypce B OMOC MAY;
- METOJMYECKHE MaTepuaibl JUIsi OOYydYalOIIMXCS 10 OCBOCHUIO JAMCLUIUIMHBI (MOIYJIS)
npeJcTaBieHbl Ha oduiuaibHoM caiite MAY B pa3nene «Hdpopmanus no o6pa3oBareabHbIM


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

nporpamMmam, B TOM YHUCJIE aJallITUPOBAHHBIM)).

4. ®oHJ OLEHOYHBIX CPEACTB M0 JUCHHUIITIMHE (MOTYJII0)
SBnsiercs OTIENBHBIM KOMIIOHEHTOM 00pa30oBaTEIbHON MpOTrpamMMbl, pa3padboTaH B Gopme
OTJICJILHOTO JJOKYMEHTA, BKIIIOUAET B CeO:
- IepeYeHb KOMITETEHIINH C YKa3aHHUEM 3TaroB UX (HOPMHUPOBAHUS B MPOIECCE OCBOCHUS
JTUCIUTITUHBI (MOIYJIs);
- 3aJ]aHUs TEKYIIET0 KOHTPOJIS;
- 3a7IaHUS TIPOMEKYTOUYHON aTTECTAIUU;
- 3a/laHUS1 BHYTPEHHEH OLIEHKU KauyecTBa 00pa3oBaHUsI.

o. HEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHMW S,
HEOBXOIUMOTI'O JJisd OCBOEHUSA JUCHUIIJIMHBI (MOAYJIS).

OcHoBHasi IuTEpaTypa:

1. ®enepanbubiii 3ak0H oT 22.10.2004 No 125-d3 «OO6 apXwBHOM Jelie B
Poccuiickoit ®enepanun» (pea. PenepanbHbix 3akoHOB 0T 04.12.2006 Ne 202-®3, 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. Oenepanbubiii  3akoH  "OO0 uHbopManuu, HHPOPMATH3AUK U  3aIIUTE
uHpopmanun". 3akon noanucan Ilpesnnenrom Poccuiickoit @enepanun 20 despans 1995 rona
N 24-03

3. 3akoH Mypmanckoii o6iactu ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM Jerne
B MypmaHCKoii o6nacTu

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

5. ®epnepanbublii 3akoH 0T 2 mas 2006 r. N 59-®3"O nopsiake paccMOTpeHHs
obparmenuit rpaxxaan Poccuiickoit denepanun" C u3MeHEHUSIMH U JOTOJTHEHUSIMU OT: 29 UIOHS,
27 uronst 2010 1., 7 mas, 2 urons 2013 1., 24 Hos6ps 2014 1.

6. [TpaBuiia nenonpou3BoACTBa B (eiepabHBIX OpraHaxX MCIOJHUTENIbHON BIAcTH
(yrBepxkieHsl noctaHoBieHueM [IpasurensctBa Poccuiickoit @eneparuu ot 15.06.2009 Ne 477
7. [lepeueHpb TUIOBBIX YNPABICHUYECKUX APXMUBHBIX JOKYMEHTOB, 00pa3yIOLIUXCs B

nporiecce JIeATeIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIpAaBJICHUS U
OpraHu3alfii, C yKa3aHWeM CPOKOB XpaHEHHs. Y TBEPXKACH NMPUKAa30M MHHHUCTEPCTBA KYJIbTYPHI
Poccuiickoit @enepanuu ot 25 aBrycra 2010 r. Ne 558

Jlono/iHUTeIbHASI JTUTEpaTypa:

1. [Tucemo MunoOpa3Banuss PD ot 20 nexabps 2000 roma N 03-51/64 «O
MeToauueckux pEeKOMEHIAIMsIX IO paboTe ¢ JJOKyMEHTaMH B 00meo0pa3oBaTeIbHBIX
YUPEKACHUAK»

2. Opranu3zanus J1eJI0ompou3BoJIcTBa U JokymeHToodopora IOV [Tekcr]: meron.
pek. / JI. W. Jlykuna. - M. : Coepa, 2009. - 128 c.
3. Comnory6, O.I1. Jlenonmpou3BOACTBO: COCTABICHHUE, PEIAKTUPOBAHUE B 00pabOTKa

nokyMeHTOB: YuebHoe mocooue / O.I1. Comory6. - M.: Omera-JI, 2013. - 207 c.

6. MPO®ECCHUOHAJIBHBIE BA3bl JAHHBIX W MWH®OPMALIMWOHHBIE
CITPABOYHBIE CUCTEMbI

1) T'ocynapcTBeHHas cuctemMa mpaBoBoil HH(GOPMAaIUH - OQUIHATBHBIA HHTEPHET-TIOPTAI
npaBoBoii nHpopmarmu- URL: http://pravo.gov.ru

2) Uudopmanmonnas cucrema «ExanHoe OKHO J0cTyma K 00pa3oBaTelbHBIM Pecypcamy -
URL: http://window.edu.ru

3) CnpaBouno-nipaBoBas cucrema. KoncynbranT [Imroc - URL: http://www.consultant.ru/

7. HEPEYEHb JIMIHEH3UOHHOI'O ITPOT'PAMMHOI'O OBECIIEYEHUS, B TOM
YUCJIE OTEYECTBEHHOI'O NTIPOU3BO/ICTBA


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

JInueH3uMoHHOE MporpaMMHoe odecrieyeHne 0Te4eCTBEHHOI0 MPOU3BOACTBA
KasperskyAnti-Virus

JIMLeH3HOHHOE MPOrpaMMHoe odecrneyeHre 3apyoe;KHOro MPOU3BOJACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe IPOrpaMMHOe o0ecrnedeHre 0Te4eCTBEHHOI 0 POU3BOACTBA
7Zip

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHOe odecriedeHue 3apy0esKHOro MpPou3BoJACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

8. OBECIIEYEHUE OBPA30BAHUSA AJ1A JIUII C OB3

s obecriedenust 00pa30BaHUS MHBATUIOB U JIHI] C OTPAHUYEHHBIMH BO3MOXHOCTSIMU 3/I0POBBS
peanu3anus JUCHMIUIMHBI MOKET OCYIIECTBISATHCS B aJalTUPOBAHHOM BHUIE, C YYETOM
cnenupuKd OCBOCHUS U JUJAKTUYECKUX TpPeOOBaHWM, WCXOlId U3 HHIUBUIYaTbHBIX
BO3MOYXHOCTEH U 10 JITYHOMY 3asIBJIICHUIO 00yJaromIerocs.

9. MATEPUAJIBHO-TEXHUYECOE OBECHEYEHUE AUCHUIIJIMHBI(MOIYJISA)
npencrasieno B npuiokeHuu k OIIOIT «MarepuallbHO-TEXHUYECKUE YCIOBHUS pealn3alluu
00pa3zoBaTeNbHON MPOTrpaMMBbl» U BKIIFOYACT:

- yaeOHBIE ayAMTOPUM JUISI TPOBEICHHS Y4YEOHBIX 3aHATHH, MPETyCMOTPEHHBIX
MPOTPaMMOi OakayiaBpuaTa/CrieraInTeTa/ MarucTpaTyphl (BBIOpATH), OCHAlICHHbIC
000py/I0BaHNEM M TEXHUYECKHUMH CPEICTBAMU O0yUCHUS;

- IOMEIIEHUsT  JUIl  CaMOCTOSITENIbHOM ~ paboThl  OOy4YaroIIMXCS,  OCHAILECHHBIE
KOMITBIOTEPHON TEXHUKON C BO3MOXKHOCTBIO MOAKIIOUEHUS K ceTu «HTepHeT» 1 obecrneueHueM
JIOCTYTIA K 3JIEKTPOHHOM HH(POPMAIIMOHHO-00pa3oBaTenbHol cpeie MAY;

10. Pacnpenesienne Tpya10eMKOCTH MO BUAaM Y4eOHOM 1eSITeILHOCTH
Ta6nuna 11 - Pacnipenenenue Tpya0eMKOCTH

. Pacnipenenenuie TpyaoeMKOCTH AUCIUTUIMHBI (MOIYJIs1) 10 hopMaM oOyueHus
Bun yae6Ho#
) Ounas OuyHo-3204yHas 3aouHas
NEeATEILHOCTH B
cero
Cemectp Bcero Cemectp Bcero | Cemectp/Kypce 4ACOR
3 4acoB 4acoB
Jlexum 4 4
IIpakTuueckue
P 10 10
3aHATHUSA
CamMmocTosTenpHas
22 22
pabota
ITonroroBka K
IIPOMEKYTOUHON - -
aTTeCcTalnn
Bcero uacos
M0 TUCIUTIHHE 36 36




/ u3 HUX B popMme

. 10 10
IIPaKTUYECKON
OATOTOBKH
DopMBI ITPOMEKYTOUHOM aTTECTALUU U TEKYILEr0 KOHTPOJIS
3aver o [ [ [ 4] [ [ | 1] |
IlepeyeHb NpaKkTHYECKUX 3aHATHIH 10 popmMam 00ydyeHHs
Ne .
o\ Tembl NMPaKTHYeCKHUX 3aHATHH
1 2

Ounas popma

Pazgen 1. Coneprxanue, 3HaueHUE JEIOMPOU3BOCTBA. TEXHOIOTHUS OpTaHU3aIuN
JICJIONIPOU3BOJICTBA B 00Pa30BaTEIIbHOM YUPEKICHUU

2 | Pa3nmen 2. HopmatuBHO-3akoHOMaTeNnbHast 6a3a. OCHOBHBIE BUJIBI JOKYMEHTOB U CHCTEMBI
nokyMeHTaru. OcoGeHHOCTH OJITOTOBKU U 0OPMIIEHHUS OT/IETIbHBIX BUJIOB JIOKYMEHTOB

3 | Paznen 3. ®opMupoBaHue AC] U OPTaHU3AMMS XPAHCHUS JOKYMEHTOB. DKCIIEpTH3a
LIEHHOCTU JOKYMEHTOB. TeXHHUECKHUE CPEJICTBA, UCIIOIb3yEeMbIE B IETIOMPOU3BOJICTBE.
DNEeKTPOHHBIA JOKYMEHTO000POT

4 | Tema 3. 1 IlpaBuna cocTaBiaeHHs] HOMEHKIATYPBI A€ yupexaeHus. DopMupoBaHue U
oopmiienue aei. Opranusaiys OepaTuBHOIO XpaHeHHs TIOKyMeHTOB. DopMupoBaHue
apxuBa B 00pa30BaTEeIbHOM YUPEKICHUU

5 | Tema 3.2 HWcnonwszoBanue IIK B nenomnpousBojctBe. CpeacrBa KONUPOBAaHUA U
OIepaTuBHOro pasMHoxeHus. IIpuem 1 06paboTka JOKYMEHTOB, IOCTYHAMOLIMX 110 KaHAIaM
SIIEKTPOHHOM MOYTHI M (hakCUMIITBHOM cBsi3u. [IpaBuia G6e30macHol pabOThI C OPTTEXHUKOM.




