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1.IEJb OCBOEHUA JUCHUIIJIMHBI (MOAYJIS)- dopmupoBaHue y OOydarolmMXcCs
TEOPETUYECKUX 3HAHUH M MPaKTUYECKMX YMEHUN M OpraHu3alMy AeJONpPOM3BOJACTBA,
HEOOXO/JMMBIE TPU BBHIMOJIHEHUH ONEpaluii Mo co3JaHui0 U 00paboTKe OpraHU3aluOHHO-
pacropsAAUTENbHBIX JIOKYMEHTOB, BEICHHS JICJIOBOW MEPENUCKH, aHaIu3a HH(OPMAIIMOHHBIX
NOTOKOB ¥ HH(MOPMAIIMOHHOTO B3aMMOJCHCTBHS B OpraHU3alllM, COBEPIICHCTBOBAHUU
TEXHOJIOTUH JTOKYMEHTAllMOHHOTO OOeCHeueHHs] YNpaBICHUS M apXWBHOrO Jena Ha 0ase

HoBeHmux [T-TexHomorui, odeceueHus: TeKyIEero XpaHeHus TOKYMEHTOB.

2. TPEBOBAHMUA K PE3YJIbTATAM OCBOEHUSA JUCIUIIJIMHbBI (MOIYJISA)

B pesynbrare

KOMIICTCHIIN U

OCBOCHUA

JUCLUITINHEL

(Momynst)  (OPMHPYIOTCA — CIICIYIOITUE

Crioco6eH oCyLIECTBIIATh J1€I0BYI0O KOMMYHUKAIUIO B YCTHOM U MUCbMEHHOU (hopMax Ha
rocyapcTBEHHOM si3bike Poccuiickoit @enepannu u nHOCTpaHHOM(bIX) si3bike(ax) (YK-4);

CriocobeH ynpaBisiTb CBOMM BpPEMEHEM, BBICTPaMBaTh M PEATU30BBIBATH TPACKTOPHIO
caMOpa3BUTHUs HA OCHOBE MPHHIIUIIOB 00pa30BaHus B TeueHue Beeit xku3uu (YK-6)

[lepeueHb TUTAHUPYEMBIX PE3YJIBTATOB OOYUICHHUS MO TUCIUTUTHHE (MOJYJI0), COOTHECEHHBIX C
WHJIUKATOpaMU JOCTUKEHUS KOMIIETEHINI

Komnerenuus

HNuagukaropbl
KOMIIeTeHIINH

Pe3yabTaThl 00yueHus

VK-4. Cnocoben

VK-4.1. Bnaneer

3HaTh: HOPpMAaTUBHLIC AOKYMCHTBI 10

OCYIIECTBIISATh CUCTEMON HOpM yHU(UKAIMU © CTaHIApTU3alUu B 00JacTu
JIEJIOBYIO pPYyCCKOro JOKYMEHTaluy, JIEHCTBYIOIIME HA TEPPUTOPHUH
KOMMYHUKAIIUIO B | JINTEPATYpHOroO si3blka | P®; rocyJ1lapCTBEHHbIE CTaH/1apThl U
YCTHOH U IIPY €TI0 3aKOHOZATEIbHBIE aKTBI 1o
NUCbMEHHOU HCIIOJIb30BaHUU B JIOKYMEHTUPOBAHUIO;
dopmax Ha KaueCcTBe CHUCTeMBbl  JOKYMEHTallMH, TpeOoBaHUS K
rOCy/IapCTBEHHOM | TOCY/IapCTBEHHOI'O COCTaBJICHUIO ¥ O()OPMIIEHUIO JOKYMEHTOB;
a3pike Pocculickon | sa3bika PO u HOpMaMu THUIOBBIE HMHCTPYKIUU II0 JIEIOIPOU3BOJCTBY,
®denepanyu u MHOCTPAHHOTO(bIX) peraamMeHT paboThl, JOKHOCTHBIE HHCTPYKIUY;
MHOCTPAaHHOM(BIX) | s13bIKa(OB), UCIOJIB3YET | OCHOBHBIE BH/IBI JIOKYMEHTOB,
A3bIKe(ax) pa3ianuHble popMmBl, pEerIaMEeHTHPYIOLIUX o0pa3oBaTeNbHYIO0
BU/Ibl YCTHOH U JEATENBHOCTD;
MUCbMEHHON OCHOBBI JI€JIONIPOU3BOJICTBA B 00pa30BaTEIbHOM
KOMMYHHKAIUH. YUPEXKICHUU.
VK-4.2. Ucnons3yer YMers: panroHaIBHO u 3¢ dexTuBHO
A3BIKOBBIE CPEACTBA OpPraHU30BBIBATH JENTONIPOU3BOICTBO B
JUTSL TOCTHKEHUS o0pa30BaTeNbHON  OpraHu3alMM; COCTaBIATh
npodecCHOHATBHBIX y4eOHO-METOIUUECKHe u HOPMAaTUBHO-
1esiel Ha PyCCKOM U MpaBOBbIE JTOKYMEHTBI, perjJaMeHTHUPYIOINe
MHOCTPaHHOM(BIX ) JesITeIbHOCTh 00pa30BaTEIbHOM OpraHu3aluu
s3pIKe(ax) B paMKax Bnangers: MeTomamu, cmocodbaMu M CpeACTBaMU
MEXJINYHOCTHOTO U MIOJIy4EHUs, XpaHEeHus, nepepadoTKu
MEXKYJIbTYPHOTO nHpopmanuu, OCHOBaMH  KOMIIBIOTEPHOMU
O0ILeHHUS. IPaMOTHOCTH;  TEXHOJOTMEH  OpraHu3aluu
YK-6. Cnocoben VK-6.1. OnenuBaer JIETIOTIPON3BOICTBA B 00pa3oBareIbHOM
YIPABIIATh CBOUM | JINYHOCTHBIE PECYPCBL | yUPEkKICHUU.

BpEMEHEM, 10 JOCTHYKEHUIO LIeer
BBICTpauBaTh U caMOpa3BUTHUSA U
peann30BbIBATh YIpaBJICHUSI CBOUM

TPACKTOPUIO

BPEMCHCM Ha OCHOBC




CaMOpa3BUTHUSA HaA MMPUHIIUIIOB

OCHOBE o0pa3oBaHUs B TEUECHUE

NPUHLHUIIOB BCEH JKU3HU.

o0OpaszoBaHus B VYK-6.2. Kputnuecku

TEUCHUE BCEU OLICHUBAET

KU3HU 3¢ peKTUBHOCTH
HCIIOJIb30BaHUS

BPEMEHHU U JAPYTUX
peCYpCoB IIpu
peanuzanuu
TPaeKTOPUHU
CaMOpa3BUTHUS.

3. YKABAHUE MECTA JUCHUIIVIMHBI (MOAYJISA) B CTPYKTYPE
OBPA3OBATEJIbHOM ITIPOT'PAMMBI.

JuctumianHa — «/lenonpon3BoACTBO M JIOKYMEHTOOOOpOT B 00pa3oBaTelbHOM
YUPESKACHUU»  OTHOCHUTCS K  (paKynbTaTHBaM  dYacTd, (opMupyemMoil  y4acTHHKaAMH
00pa3oBaTEeNbHBIX OTHOICHUH OCHOBHOW MPOQeCcCHOHATBLHOIM 00pa30BaTeIbHOM MPOrpaMMBI 10
Hanpasienuio moarotoBku 44.03.05 Ilemarormueckoe oOpa3zoBanue (C IBYMs NpOGUISIMH
noaroroBkn) Hampasnennocts (mpoduim) XynokecTBEHHOE oOpa3oBaHue. J[omomHHTENBEHOE
obpazoBanue (J{n3aiin).

4. OBBEM JUCHUIIVIMHBI (MOAYJisA) B 3AYETHBIX EJMHUIAX C
YKA3ZAHUEM KOJIMYECTBA AKAJEMHUYECKHUX WJIN ACTPOHOMHUYECKHX
YACOB, BBIAEJEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIUXCHA C
MPENOJABATEJIEM (IO BHJIAM VYYEBHBIX 3AHATHH) W HA
CAMOCTOATEJBHYIO PABOTY OBYYAIOIIIUXCHI.

OOm1ast TPYA0EMKOCTh JUCITUIUTNHBI COCTABISET | 3a4eTHYI0 eAnHUIly Win 36 9acoB (U3
pacuera 1 3.e.= 36 4acos).
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B nHTEpakTHUBHBIX (popMax yachl UCHOIB3YIOTCS B BUAE KPYIJIOrO CTOJIA.

5. COAEP)KAHUE JUCHUIIJIMHBI (MOAYJISA), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JEJIAM) C YKA3AHMEM OTBEJAEHHOI'O HA HHX
KO/JIMYECTBA AKAJIEMHUYECKHUX HWJIU ACTPOHOMHUYECKHUX YACOB H
BU0OB YUEBHBIX 3AHSATUI.
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1 | Pasznmen 1. Conmeprkanue, 3HAUCHUE 2 2 - 3 6

JIEJIONPOU3BOICTBA. TexHOoIOrus
OpraHu3alyy JeJ0IPOU3BOICTBA B
00pa30BaTEIbHOM YUPEKICHUU

2 | Pazgen 2. HopmatuBHO- 2 4 - 5 1 8
3aKkoHoJaTelbHas 6a3a. OCHOBHEIC
BUJIbI JIOKYMEHTOB U CHCTEMBbI
nokymeHTanuu. OcoOEHHOCTH
MOATOTOBKH ¥ 0O(hOPMIICHHS
OTJICITbHBIX BUJIOB JIOKYMCHTOB

3 | Paznen 3. ®opmupoBanue aen u - 4 - 6 1 8
OpraHH3aIysl XPAHCHUS
JOKYMEHTOB. DKCIIepPTH3a
LICHHOCTH JOKYMEHTOB.
TexHuuyecKue Cpe/CcTBa,
HCIIOJIb3YEMbIC B
JIEIONIPON3BOJICTBE. DIICKTPOHHBII
JOKYMEHTO000pOT

3a4CT

UTOIO: 4 10 - 14 |2 22

Conep:xanue TUCUMILTHHBI (MO1YJIs1)

Pa3znen 1. Conepixanue, 3HaUeHHe J1eJI0ONPou3BoAcTBa. TexHomorus
OpraHH3aINH /IeJIONPON3BOCTBA B 00Pa30BaTEIbHOM YUpPeKIeHH

Tema 1.1 OcHOBHBIC TEPMHUHBI H MOHATHE «1eJTONPON3BOACTBO». McTOpHS BO3HHKHOBEHHA
M OCHOBHbBIE 3TAlNbl PA3BUTHS 1eJ10IIPON3BOACTBA.CHCTEeMbl OPraHU3aluH
aenonpou3BoacTsa. [loHATHEN NPUHIMNIBIOPTAaHU3ALMH JOKYMEHT0000pOTA

[TonsTue «aenonpon3BoAcTBO». OCHOBHBIE LENU U 33Ja4u Jesonpon3BojcTBa. Heo6xoaumocts
OpraHM3aly JEJIONPOU3BOACTBA B YUPEKICHUHN. 3HAUEHUE JEIONPOU3BOJICTBA B AEATEILHOCTU
o0pa3oBaTenbHOro yupexjaeHus. Cekperapp, JeI0NpPOU3BOJUTENb, TOKYMEHTOBEA, KaHIEISIPUS.
HcTtopuueckue aransl pa3BUTHs Aesonpou3BoacTBa B Poccun. CoBpeMEHHOE TOCY1apCTBEHHOE
perynvdpoBaHue jenomnpousBoicTBa. CHCTeMbl JI€JIONPOMU3BOJACTBA:  ILEHTpaIN30BaHHas,
JIeLIeHTpajIn30BaHHas, cMemanHas. CTpykTypa U 00BEM J10KyMeHTo0OopoTa. (OCHOBHBIE
MPUHLIMIIBI OpraHU3auu padoThl ¢ TOKYMEHTOIIOTOKAMHM, KaK CO3/IaHue ONTHUMAJIbHBIX YCIOBUMN
JUIs BCeX BHJIOB paboThl ¢ JokyMeHTamMHu. OpraHuzallioHHas CTPYKTypa IepcoHaia,
o0ecreynBaroIero paboTy ¢ JTOKyMEHTaMHU.

Tema 1.2 PexkBu3uTHI 10KyMeHTOB. Perucrpanusi 1 uHaekcanusi 10KyMeHToB. CTpyKTypa 0a3
AAaHHBIX J0KyMeHTOB. IIpmem, o0pa0orka M pacnpenesieHHe NOCTYNAOMIMX JAOKYMEHTOB.
Opranuzanys 00pad0TKH M NepeAadyy OTHPABJISIEMBbIX IOKYMEHTOB.




[TonsiTe peKBU3UTATOKYMEHTA. Buael pekBU3HUTOB. [IpaBuia odopmiIeHUSPEKBU3UTOB
TOKyMeHTOB.  @opmynsip-oOpaszen.  bmankmokymenta. Bumer 6mankoB. TpeOGoBanus k
Onankam gokymeHToB. lllaGnonsl. MHaekcauust u perucrpanusi 10KyMeHTOB. Buisl 1 popmbl
pETUCTpPalMU TOKYMEHTOB. TpeOoBaHHA K TEKCTaM CITy>KEOHBIX JOKYMEHTOB: KPaTKOCTb M TOYHOCTh
H3JI0KCHUA I/IHCI)OpMaI_[I/II/I, HUCKIIIOYCHHUEC OBOSKOI'O TOJIKOBAHHA, O0OBEKTUBHOCTD H JOCTOBEPHOCTH
WH(POPMAITH, COCTAaBIIEHHE MPOCTHIX JOKYMEHTOB, CTPYKTypHPOBaHHE TEKCTa TOKYMEHTa, IIHPOKOE
HUCIIOJIB30BaHUEC Tpa(bapeTHI)IX U TUIOBBIX TCKCTOB IPHU ONHCAHUHN MNOBTOPAIOHINXCA YIIPABICHYCCKUX
cuTyanuit. SI3bIK M CTHIIb CIy>KEOHBIX JOKYMEHTOB. JTambl OOPaOOTKUBXOSIIMX JTOKYMEHTOB.
[lepBuunas 00paboOTKa BXOASIIMXJOKYMEHTOB. Perucrpupyemble U HEpPErHCTPUPYEMbIE
JTOKyMeHTHI. [IpenBapuTenbHOE pacCMOTPEHHE JOKYMEHTOB JUIsl HAIIPABJICHUS WCIIOTHUTEIISIM.
Pesomronus.

[TopsimOK  TOATOTOBKM  HMCXOAAIIUMX JOKyMeHTOB. (CocTaBleHHE MPOCKTa JIOKYMEHTA,
coriacoBaHue, noamnucanue (yrBepkieHue), ThupaxupoBaHue. CrocoObl U METOJbI OTIPaBKU
UCXOJAIIUX JOKyMEeHTOB. OOmias XapakTepHCTHKa CIyKeOHOW mepenucku. Pa3sHOBHIHOCTH
CIIy’)keOHBIX MHUCEM (COMPOBOAUTEIHHOE MHCHbMO, MUCHMO-IIPOCKOa, MUCHMO-3aMpPOC, MUCHMO-
OTBET, MHUCHMO-COOOIICHHE, WHPOPMAIIMOHHOE IHCHMO, TapaHTUHHOE MHUCHMO, MHUCHMO-
MpuriameHue 1 T.1.).

Tema 1.3 Ilopsigok NpoxoxkIeHUs] BHYTPEHHHUX JTOKYMeHTOB. OpraHu3anus KOHTPOJS 3a
HCIOJIHEHHEM I0KYMeHTOB. Padora ucnosinureliei ¢ JokymMenTamMu. Opranu3anusi NOUCKOBOM
CHCTEeMBbI 110 TOKYMEeHTaM.

BuyTpeHHue NOKyMEHTHI 00pa30BaTENIbHOM OpraHu3aluu (3asBICHUS, CIIy>)KEOHbIE 3aIlUCKH,
JIOKJIaJHbIe, OOBSCHUTEIbHBIC, CIIPAaBKH, CBOJKH, OTYeTHl M Ap.). [logroroBka, odopmiieHwme,
peructpauus. IIpaBuna MOCTaHOBKM JOKYMEHTOB Ha KOHTPOJb. [IOpSANOK CHATHA JOKYMEHTOB C
KOHTpoJisl. OTYEeT MO MCIOJHEHUIO KOHTPOJIBHBIX JIOKYMEHTOB. OnepaTMBHOE MCIOJIHEHUE
JOKYMEHTOB COTPYAHMKAMU B COOTBETCTBUU C UX JOJKHOCTHBIMU OOS3aHHOCTSIMH U
pe3omronuei PYKOBOJIMTEIIA. OTBETCTBEHHOCTh 3a HECOOJII0ICHUE TpeOoBaHUI
WCIIOJIHUTENIbCKOM  JMCUMIUIMHBI, 33  HENPAaBWIBHOE  HCIOJIb30BaHUE  JCHCTBYIOIIMX
HOpMaTI/IBHI)IX I[OKYMGHTOB B IIOJAT'OTOBKC, O(l)OpMJ'IeHI/H/I U UCIIOJIHCHUU I[OKYMCHTOB B CpOK.
[TouckoBast cucteMa JOKYMEHTOB - KapTOTEKHM W KIACCHU(UKAIMOHHBIE CIPABOYHHUKHU. Bub
KapTOTGK. BI/II[I)I KJ'IaCCI/I(i)I/IKaIII/IOHHBIX CHpaBO'-IHI/IKOB.

Tema 1.4 Cnoco0bl U MeTOABbI JOCTABKH JOKYMeHTOB. O0pa0doTka KoH(pMIeHIMAIbHBIX
JOKYMEHTOB M JOKYMEHTOB /UI1 CJIY:KeOHOI0 TOJIb30BAHMSl. JKCKYPCHsi B OTHeJ
AeJionpoun3BoacTBa MypMaHCKOIro apKTHYeCKOro rocyapcTBeHHOr0 YHUBepCHTeTa.
Opranuzanysi OYTOBOH, KypbEePCKOM M IKCIPECC-IOCTaBKU JOKYMEHTOB.IIOHATHSA: «LI€HHOCTH U
0e30macHOCTh MHGMOpPMALUN», «KOH(PUIECHUUAIBHOCTEY», «yrpo3a KOH(UIEHIUAIbHOCTH,
«3anmTa uH(popManuu». be3omacHOCTh 1EHHBIX HH(GOPMAIMOHHBIX pecypcoB. lLlenHas
uH(popMalrsg 1 KOHUIEHIMAIbHbIE JOKYMEHTHI. PernmamenTanus cocraBa KOH(QUACHIMATbHBIX
cBeeHuil U JokyMmMeHTOB. Ilopsimoxk pa®oTbl ¢ KOHOUAEHIMAIbHBIMH JOKYMEHTAaMH U
Matepuanamu. Kondunennnansaas nHGOpMAIHs U CBEJCHUS B IEITEILHOCTH 00pa30BaTeIbHON
OpraHM3aIiHy.

Pa3nen 2. HopmaTuBHO-3aK0HOAaTe/IbHas 6a3a. OCHOBHBIE BUAbI JOKYMEHTOB H
CUCTEeMbI JOKYMeHTAIMU. OCO0eHHOCTH NMOATOTOBKU M 0(pOPMIICHUSA OTAEJbHBIX
BH/I0B IOKYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIC H HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aejonpounssoacTsy. HopmaTtuBHO-3aK0HOAATEIbHbIE © HOPMATHBHO-METOANYECKHE
JOKYMEHTBI 110 apXUBHOMY Jey.

3akoHoaaTenbHbIe akThl Poccuiickoit @enepannu 1 MypMaHCKo# 001acTH, periaMeHTUPYIOLIHE
JIeNIOTIPOU3BOICTBO M apXUBHOE J1en10. ['ocynapcTBeHHbIE CTaHAApThl U yHU(DUKALUSA B 00JacTh
JEJIONPOU3BOJACTBA U ApPXUBHOIO Jena. MHCTpykuus mo [enonpou3BOACTBY MuHHCTEpCTBa



obpazoBanus U Hayku Poccuiickoit @enepanuu. MeTtogudyeckue peKOMEHIaIuy 10 pa3padoTKe
HOMEHKJIATyphl M MHCTPYKIMH TIO JeNONPOU3BOACTBY B 00Pa30BaTEIIbHOM YUPEKICHUU.
TunoBble mepeyHu C yKa3aHHEM CPOKOB XpaHEHHUs AokyMeHTOoB. [IpaBuia paboTbl apXuBOB
OpraHu3aIuu.

Tema 2.2 Knaccupukanus nokymenTon. IOpuanyeckas cuia gokymenra. Haznauenue un
COCTAB  OPraHU3allMOHHO-TIPAaBOBOH  NokymeHTanuu. Ha3nauenume u  cocraB
OPraHM3alNOHHO-PACTIOPAINTENbHOM JokyMeHTanun. Ha3HaueHue M cocTaB CIIPaBOYHO-
HH(OPMAUOHHOM TOKYMEHTALMH.

Knaccugukaius JOKyMEHTOB, €€ OCHOBHBIC MPHU3HAKH. [ pyIIbl TOKYyMEHTOB - JIOKyMEHTHI IO
o0mMM ¥ aJMUHHCTPAaTHBHBIM BOIIpOcaM, T.€. IO BONpOcaM OOILEro pPyKOBOJCTBA
npeanpuiaTuCM " €ro JAcCATCIIbHOCTHIO, - AOKYMCHTBIL 10 (I)YHKI_[I/ISIM YIIpaBJICHUA.
Knaccudukanus ciayxkeOHbIX TOKYMEHTOB: MO aJAMHHHCTPAaTHUBHBIM BOIpPOCaM; MO BOIPOCaM
MaTCpHUAIIbHO-TCXHUYCCKOT'O CHa6)KeHI/I$I; AOKYMCHTAIMA IO INJIAHUPOBAHUIO; IO OHCpaTHBHOﬁ
NESTENIbHOCTH; IO OyXTaJITepCKOMY y4eTy; IO TMOATOTOBKE M PACCTaHOBKE KaJIpoB U T...
Krnaccudukanus 1Mo HAMMEHOBAaHUWIO: IPUKA3bl, PACIOPSDIKEHUS, TUIAHBI M OTYETHI, aKTHI,
MPOTOKOJIBI, TOTOBOPHI, YCTaBbl, HHCTPYKIUH, JOBEPEHHOCTH U T.1. Knaccudukanus mno mecry
COCTaBJICHUS, O CTENEHH YHU(UKAIMM, [0 NPOUCXOXKICHUIO, MO BUAY OQPOPMIIEHHUS, IO
croco0y ¢ukcanuu HHPOpPMALMH, IO CTENEHH CIOKHOCTH, IO CTENEeHU TIJIACHOCTH, IO
IOpUJIMYECKON CHJie, IO CpOKaM HCIIOJIHEHHS, II0 CpOKaM XpaHEHHUs, 10 CTENeHHU
0053aTeNbHOCTH.

Cucrema opraHu3aliMOHHO-TIPAaBOBON JOKYMEHTALUU (YCTaB yUpeKICHUS, TIOJ0KEHHS, IUTATHOE
pacnucaHue, JODKHOCTHbIE MHCTpyKIuuM). CucreMa oOpraHu3allMOHHO-PaCHOpsAIUTEIbHON
JIOKyMeHTaIuu (ykas, puKa3, BRIKMCKA U3 MPUKa3a, pacropsbkeHune, nocraHosienue). Cucrema
CIPaBOYHO-UH(GOPMAIIMOHHON JOKYMEHTAIMK (IIPOTOKOJI, aKT, 3asBICHUE, MOKIaHAs 3al1CKa,
MpeJIOKEHUE, MPECTaBICHUE, CIIy)KeOHas 3amucka, oObsicHUTeNnbHas). CxemMa MOATOTOBKHU
pacnopsAUTEIbHBIX T0KYMEHTOB.[IOpSI0K CHATHS 1 BbIIAUM KOITHIA C IOKYMEHTOB.

Tema 2.3 JlokanbHbIe HOpMAaTHBHBIE aKThl. CocTaB 1 padoTa ¢ KaAPOBOM AOKYMeHTaLHel.
[Tonoxenus, mnpaBwiIa, WHCTPYKIUU (MpaBUja BHYTPEHHETO TPYIOBOTO  paCIOpsIKa,
MHCTPYKLIUU O MOPSAKE OCYIIECTBICHUS KaKOH-THOO NeATeNIbHOCTH WU MOPSJIKEe TPUMEHEHUs
MTOI0KEHUH 3aKOHOAATCJIBHBIX M HWHBIX HOPMATHUBHBIX A4KTOB, IOJOXCHUA O CTPYKTYPHBIX
NOJpa3/IeIeHUsIX, KOJUIEKTUBHBINA JToroBop U JAp.). [lopsaok opopmieHHs U MOJMUCAHUS 3TUX
JOKYMCHTOB IJId NPUMCHCHHA KAaK CaAMOCTOSATCIIBHBIX IPAaBOBBIX AKTOB. ITonsarue n CTPYKTYypa
NEepCOHANbHBIX JaHHbIX. O0s3aTenbHbIE KaAPOBbIE JOKYMEHTHI 00pa3oBaTeIbHONOPraHU3aIUH,
UX BHJIbl, COCTAaB, HOPMATUBHbIE TPeOOBaHUS K BEIEHUIO KaJpOBOM JTOKyMEHTAalUU (IIpUKa3bl U
pacnopspDKeHHs 10 JIMYHOMY COCTaBy, 3asBIEHHUE, TPYIOBOM JOrOBOp, JOJKHOCTHAs
MHCTPYKLMS, TPYAOBas KHMXKKA, JIMYHAs KapTOdKa, JMYHOE JAeo). [IBuxkeHue U XpaHeHue
KagpoBoN nokymeHTauuu. JKypHanbl M KHuru ydera. lMcnonaHeHue conualbHO-IIPaBOBBIX
3aIIpOCOB.

Paszpnen 3. ®opMupoBaHue /1e/1 1 OPraHU3als XPAHEHUS] JOKYMEHTOB. JKCIEePTU3a
LIEHHOCTH JOKYMeHTOB. TexHu4ecKue cpeacTBa, HCMOAb3yeMble B
AEJIONPOU3BOACTBE. DJICKTPOHHBIN I0KYMEHT0000pOT

Tema 3.1 IlpaBmiia cocTaB/IeHUSI HOMEHKJIATYPbI JeJ y4dpexaeHus. PopmupoBaHue M
opopmienne aes. OpraHuzanmsi ONEPATHMBHOIO XPaHeHWs NOKyMeHTOB. PopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM Y4PEKICHUH.

IlonsiTe o «uenex. Homenkiatypa nen. CocraBiieHHE HOMEHKJIATyphl J€l B
00pa30BaTEIbHOM YUPEkKACHUU. dopmupoBaHue JeIl. IIpusHaku3aBeneHus nen:
HOMUHAJIBHBIA, TPEAMETHO-BONPOCHBINA,aBTOPCKHUMA, KOPPECIIOHACHTCKUN, Teorpaduyeckuid,
xpoHonornyeckuil. Buapl apxuBoB. TpeboBanus k apxuBam. [lopsiiok nepenadu T0KyMEHTOB Ha



apxuBHOe XxpaHeHue. Cucrtemarusaius JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIpaBOYHBIM
anmnaparoM (UCTOpUYecKas CIpaBKa, OMNHMCH JI€J1 IOCTOSHHOTO W BpPEMEHHOTO XpaHEHUS
JIOKYMEHTOB, KHUTH y4eTa U JIBUKEHUS JIeT).

Tema 3.2 Jle1ia mOCTOSIHHOIO W BPEMEHHOI'0 CPOKAa XpaHeHHs. JKCIEePTHAsE KOMHUCCHUS
yupe:xaeHus. [lopsiiok yHHUYTOKeHUS TOKYMEHTOB.

OcoOeHHOCTH XpaHEHUs JAeNl MOCTOSHHOro, BpeMeHHOro (cBeimie 10 5eT) u Jen mo JIMYHOMY
cocraBy. Ilopsgox mnepemaun pgen B [ocynmapctBeHHble apxuBbl. (Co3laHMe SKCHEPTHOU
KOMUCCHH yupexaeHus. [IpoBeneHue sKcmepTu3bl LEHHOCTH AOKyMeHTOB. Odopmiienue
MPOTOKOJIOB 3acelaHUii KOMHUCCHUU M aKTOB Ha yHUYTOXKeHue naein. [lpomemypa yHUUTOXKEHUS
JIOKYMEHTOB.

Tema 3.3 MHcnoab3oBanue IIK B gesonmpoumsBoacrBe. CpeacrBa KONMPOBAHUS U
onepaTuBHOro pasmHoxkenusi. [lpuem n 00paGoTKa JOKYMEHTOB, MOCTYNAIOIIUX 10 KAHAJIAM
3JIeKTPOHHOM MOYTHI M hakcuMuiIbHOM cBsi3u. [lpaBuiia 6e3omacHoi padoThI ¢ OPITEXHUKOM.
KomneioTepHble cpeicTBa MOATOTOBKM JOKyMEHTOB. Mcrmonb3oBaHue 11a0JIOHOB — JJist
dbopMUPOBaHUS JIOKYMEHTOB Ha KoMIbloTepe. lcmonp3oBaHHe B KOMIIbIOTEpPE OJIAHKOB
nokymeHToB. Co3manue OJJaHKOB JOKYMEHTOB B KoMmIblOTepe. M3roromieHue, KOmMpoBaHUE U
TUPaXUPOBaHHUE JOKyMeHTOB. CpencTBa 00pabOTKU TOKYMEHTOB. JIOKYMEHTHI, TiepeaBacMbIe
0 KaHajaMm CBs3M (Teierpamma, Teliekc, (akcorpamma, Ttenedonorpamma). IloHsTue
«OPITCXHHUKA). OCHOBHI)IC BHU/IbI OpFaHI/I3aIII/IOHHOI71 TEXHUKU. HpaBHna TECXHUKN 6€3OHaCHOCTI/I
paboThI C OPTTEXHUKOM.

Tema 3.4 DiekTpoHHOe NOKyMeHTHpPOBaHue. [loHsITHE «3JIEKTPOHHBII JOKYMEHT).
IIpeumyiiecTBa nepenadyd JOKyMEHTa C KOMIIBIOTEpAa Ha KOMIIBIOTEp.  YCTaHOBKAa Ha
KOMITBIOTEPE CIIEHHUAIBHO BBIJICICHHOM IMAINKHU JUIA MOCTYNAIUX JOKyMeHTOB. [Ipenmymecrsa
anekTpoHHoW mouThl. Jloctyn k Internet. Cucrema perucrpanuu u KoHtpoissa. Co3nanue
ANIEKTpOHHOM 0a3bl  JaHHbIX. [loMck gokymMeHTa.OKCKypcuss B apXuB MypMaHCKOIO
apPKTUYECKOI0 FOCYAapCTBEHHOTO YHUBEPCUTETA.

6. HEPEYEHDb YYEBHO-METOAUYECKOI'O OBECIIEYEHMHI,
HEOBXOINMOTI'O JJIs1 OCBOEHUA AUCHUIIJINHBI (MO YJISA).

OcHoBHasi IuTEpaTypa:

1. Oenepanpublii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM jene B Poccuiickoit
®enepanum» (pea. Denepanbubix 3akoHOB oT 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, o1 27.07.2010 Ne 227-D3)

2. OenepanbHblil 3akoH "O0 uHbopMauy, HHPOPMATH3ALUK U 3aiuTe HHGopManuu'". 3aKoH
nonmnucan [Tpesunentom Poccuiickoit @eneparuu 20 dhespans 1995 roga N 24-03

3. 3akoH Mypmanckoit obmact ot 20.02.2006 Ne 730-01-3MO «OO06 apxuBHOM J1eine B
MypmaHCKoi 06acTi

4. ®Denepanbublii 3aK0H 0T 27 utosd 2006 1. N 152-03 "O nepcoHalbHbIX JaHHBIX"

S. Oenepanpabiii 3akoH 0T 2 Mast 2006 r. N 59-03"0O mopsiake paccMOTpeHHsT 0OparieHHid

rpaxaan Poccuiickoit @eneparnun” C U3MEHEHUSIMU U AOTIOJIHEHUAMHU OT: 29 urons, 27 utons 2010 r., 7 mas, 2
utons 2013 ., 24 Hosi6ps 2014 .

6. [MpaBuna pmenompom3BoncTBa B (elEpalbHBIX OpraHaX HUCIONHHUTENBHOW — BIIACTH
(yrBepxxaensl nocranoBienueM [IpasurensctBa Poccuiickoit @enepaunn ot 15.06.2009 Ne 477
7. [lepeueHb THIOBBIX YIPABICHUYECKUX APXUBHBIX JIOKYMEHTOB, 00pa3ylIUXCs B IMPOIECCe

JIeATENbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYITPaBJICHUS U OpraHu3alnil, ¢ yKa3aHUEM
CPOKOB XpaHEeHHs. YTBep:KleH npuka3oM MunucrepcTBa KyabTypsl Poccuiickoit denepanuu ot 25 aBrycra
2010 r. Ne 558

JdomosHuTeIbHAS JIUTEpATYypa:

1. ITucemo MunoGpaszBanust PO ot 20 nekabpst 2000 roma N 03-51/64 «O Meroandyeckux
PEKOMEHJAIMSX 110 paboTe ¢ JOKYMEHTaMU B 00IIC00pa30BaTEIIbHBIX YUPESIKICHHUIX)



2. Opranuzanus AeIonpou3BoAcTBa U ToKyMmeHToobopota JOVY [Tekcr]: meron. pek. / JI. H.
Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Conoryd, O.I1. Jlenompou3BOACTBO: COCTaBJICHWE, pEAaKTHpOBaHHWE W  00paboTKa
nokyMeHToB: YueOHoe nocodue / O.I1. Comnory6. - M.: Omera-J1, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JAUCHUIIJINHBI
MOAYJIsd)
B o6pazoBaTenbHOM IpoIecce UCTIONIb3YIOTCS:

— ydeOHBbIE ayAUTOPUU ISl MPOBEACHUA YUYEOHBIX 3aHATHUN, OCHAILEHHBbIE 00OpYAOBaHUEM U
TEXHUYECKUMHU CpeAcTBaMH oO0ydeHusi: yueOHas wmebenp, IIK, oOopynoBanme s
JEMOHCTpALMK MIPE3EHTAIIH, HATJIsTHbIe TOCOOMS,;

— TMOMEIIEHUs Ji1 CaMOCTOSITENIbHOM pabOThl, OCHAIICHHbIE KOMIBIOTEPHON TEXHHKON C
BO3MOXKHOCTBIO TOAKIIOUCHHS K ceTH «HTepHEeT» 1 00ecrieueHreM JOCTyIa B SJICKTPOHHYIO
nH(popManmoHHO-00pa3oBaTeNbHY0 cpeaxy MATY.

7.1 HEPEYEHDb JIMIIEH3UOHHOI'O ITPOIT'PAMMHOI'O OBECIIEYEHU S
.HI/IIICHZ%I/IOHHOC nporpaMmmMHoe¢ o0ecrmeYeHne 0TeYeCTBEHHOI 0 MMpoOUu3BOJACTBA
KasperskyAnti-Virus

.JII/IIIBH3I/IOHHO€ nmporpaMmMHoe¢ obecreuenue 3apy6e>mmr0 IpOU3BOJACTBA

MS Office

Windows 7 Professional

Windows 10

CBOﬁO}IHO pacipocrpansieMoc nmporpammMmHoO¢C o0ecnmeyeHne 0Te4YeCTBEHHOI 0 MMpoOUu3BOJACTBA
7Zip

CBOﬁO}IHO pacipocrpansieMoc nmnporpammMmHO¢C ob0ecreueHue 3apy6e>mmr0 MMpoOUu3BOJACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJIEKTPOHHO-BUBJINMOTEYHBIE CUCTEMBbI:

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

OBC m3narenscTBa «tOpait» https://biblio-online.ru/

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

7.3 COBPEMEHHBIE MIPO®ECCHUOHAJIBHBIE BA3bI JAHHBIX
1. CyneGnble u HopmaTuBHBIE akThl PO http://sudact.ru/

2. Uapopmanmonno-ananmutuaeckas cuctema SCIENCE INDEX

3. DnekTpoHHas 0a3a IaHHBIX Scopus

4. baszer nanabix kommaanu CLARIVATE ANALYTICS

7.4 THOOPMALUOHHBIE CITPABOYHBIE CUCTEMbI

1. CripaBo4HO-TIpaBoOBast UH(POPMALIMOHHAS cucreMa Koncynbrant [Timroc
http://www.consultant.ru/

2. OO0 «CoBpeMeHHBIE MeaMa TEXHOJOTMM B  OOpa3oBaHMM M KYJIBTYpe».
http://www.informio.ru/

8. UHBIE CBEJJEHUSI U MATEPHUAJIBI HA YCMOTPEHUE BEJIYIIEN KA®EIPHI
He npexgycmorpeno.

9. OBECIIEYEHME OBPA30OBAHMUA /115 JIUII C OB3
Jns obecrieuenust 00pa30BaHUs UHBAIUAOB U JIMIL C OTPAHUYEHHBIMH BO3MOXKHOCTSIMU 3/I0POBBS
peanusanys IUCLHUIIMHBI MOXET OCYLIECTBIATHCA B aJallTUPOBAHHOM BHJAE, C Y4E€TOM


https://e.lanbook.com/
https://biblio-online.ru/
https://biblioclub.ru/
http://sudact.ru/

cienuPUKA OCBOCHUS W JUIAKTHYECKHMX TPeOOBaHMM, WCXOAS W3 WHIWBHAYATbHBIX
BO3MOXXHOCTEH U M0 TMYHOMY 3asIBJICHUIO 00YJaroMIerocs.



