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IMosicuuTeILHAS 3aIMCKA

O0bpeM qucIUILUIMHLL 1 3.€.
1. Pe3yabTarbl 00y4eHusi 0 AUCHHUILVIMHE (MOAYJII0), COOTHECEHHBIE C MHIUKATOpaMU
JOCTH)KEHUS] KOMIIETEHLIMH, YCTAaHOBJICHHBIMM  00pa30oBaTeIbHOM MpOrpaMmMon

Komnerenuus HNuauxaropsl Pe3yabraTsl 06yuenust
KOMIIeTeHI Ui
3HaTh: HOPMAaTHBHBIC JIOKYMEHTHI 10 YHHU(HKALUU U
YK-6. Ciocoben VK-6.1. OuenuBaer CTaHIapTH3aLUU B obsactn JIOKYMEHTAaLluH,
YIPaBISITH CBOMM JIMYHOCTHBIE PECYPCHI 110 JeiictByrome Ha Teppuropun P®; rocymapcTBeHHBIE
BpEMEHEM, JIOCTIDKEHHIO Lienen CTaHIAPTHI u 3aKOHOaTEIbHBIE aKThI o
BBICTPaMBaTh U CaMOpa3BUTHS U JOKyMEHTHPOBAHHIO;
peann3oBBIBATh YIIPaBIICHUS] CBOUM CHCTEMBI JOKyMEHTAIlNH, TPEOOBAHUS K COCTAaBICHUIO H
TPaeKTOPHUIO BpPEMECHEM Ha OCHOBE o(opMIICHHIO TOKYMEHTOB;
CaMOpa3BUTHS Ha MPUHIUIIOB 00pa30BaHuUs B THIIOBBIE MHCTPYKIMH MO JEIONPOU3BOCTBY, PETIIAMEHT
OCHOBE NPHHIIUIIOB TEUCHHE BCEH JKU3HU. paboTHI, TOKHOCTHBIE HHCTPYKIIHY;
00pa3oBaHuA B OCHOBHBIE BHJABl JOKYMEHTOB, PETIaMEHTHPYIOMINX
TEYECHUE BCEH KU3HU VYK-6.2. Kputnuecku 00pa3oBaTebHYIO ACATCIBHOCTD;
oneHnBaeT 3GpPEeKTUBHOCTL | OCHOBBI  JICNIONPOM3BOACTBA B 00pa3oBaTeIbHOM
HCIIOJIE30BAHUS BPEMEHH U YYPEKICHUU.
JIPYTUX PECYPCOB IpH YMmeTh: panuoHanbHO U 3()()EKTHBHO OPraHU30BHIBATH
pcajin3aliii TpaCKTOpUH JICTIONPOU3BOJICTBO B 00pa30oBaTeNbHON OpraHU3allvy;
CaMOpa3BUTHS. COCTaBJIATh  y4eOHO-METOAMYECKHEe M  HOPMAaTHUBHO-
IpaBOBbIC JOKYMCHTHI, PETIIaMEHTUPYIOIIHE

JCATCIBHOCTD O6paSOBaTeJ'ILHOI>i OpraHu3anuun

Bnanerts: MCTOAAaMU, crocodbamMu u cpeacrBaMu

IIOJIY4EHMS, XpaHEeHUs, nepepaboTKu
UHpOpMaLuy, OCHOBAaMH KOMIIBIOTEPHOU
IPAMOTHOCTH;  TEXHOJOTMEH  OpraHM3aluu
JEJIONIPOU3BO/ICTBA B 00pa3oBaTebHOM
YUPEKIACHHUH.

2. Coaep:kaHue TUCHUILUINHBI (MOTYJIs)

Pa3znen 1. Conepixanue, 3HaUeHHe J1eJ0ONPou3BoacTBa. TexHomorus
OpraHH3aINH JIeJIONPON3BOCTBA B 00Pa30BATEIbHOM YUPeKIeHU U

Tema 1.1 OcHOBHBIC TEPMHUHBI U MOHATHE «1eJTONPOU3BOACTBO». M cTOPHS BO3HMKHOBEHHA
M OCHOBHbBIE 3TAlNbl PA3BUTHUS JeJ10IIPOoN3BoAcTBAa. CHCTEeMBbl OPraHUu3aluu

AC€J0MPOMU3BOACTBA. IlonsiTue u NPUHIUIBI OPraHu3anmuun IlOKyMCHTOOﬁOpOTa

Ionstue «aemonpon3BoacTBo». OCHOBHBIC IEIM H 33aJa4d JACIOMPOU3BOJCTBA. HEoOXOqMMOCTh OpraHHM3aluu
JIEIIOTIPOM3BOICTBA B YUPSIKICHUH. 3HAUCHHE JICIIONPOU3BOCTBA B ICATCIFHOCTH 00pa30BaTEIbHOTO YUPEHKICHUS.
Cekperapb, JeJIONPOU3BOAUTENL, JOKYMEHTOBEA, KaHUEsIpus. Mlctopuyeckue 3Tarbl pa3BUTHUS AEJIONPOU3BOICTBA
B Poccun. CoBpeMeHHOE TrocyJapCTBEHHOE pPEryJlIMpOBaHHE AeNonpou3BoAcTBa. CHCTEMBI J1€10MPOU3BOJCTBA!
[CHTPAJIN30BaHHAs, JCICHTPAIN30BaHHAsA, cMemranHas. CTpykTypa W 00BEM HOKymMeHTOooOOpoTa. OCHOBHBIC
MIPUHIIAITEI OpTaHU3auu PaboThl ¢ JOKYMEHTOMOTOKAMHM, KaK CO3JaHHE ONTHMATBHBIX YCIOBUH IS BCEX BUIOB
pabotsl ¢ gokymeHTamMu. OpraHnu3anMoHHas CTPYKTypa MepCcoHaNa, 00ecIednBaroniero padboTy ¢ JOKyMEHTaMH.

Tema 1.2 PekBu3uTHI JOKYMEHTOB. Perucrpauus u unaexcanusi 10kymeHToB. CTpyKkTypa 6a3
NAHHBIX J0KyMeHTOB. I[Ipmem, o00pa0oTka M pacnpenesieHHe NOCTYNAKUIMX JAOKYMEHTOB.
Opraauzanys 00pad0TKH U Nepeaayu OTIPABJIsAEMbIX JOKYMEHTOB.

IlonsiTue pekBU3HUTA [OKYMEHTA. Bunel pexBU3UTOB. [IpaBnna odopmileHHS PEKBU3UTOB TOKYMEHTOB.
®opmynsap-obpasen.  bmank moxymenta. Bunsl OmankoB. TpeOoBanus k OmaHkam AokymeHTOB. [1laGmoHEI.
Wnpekcanust U perucTpanus I10KyMeHTOB. Buibsl 1 (HOpMBI perucTpaiuu 10KyMeHTOB. TpeOOBaHUS K TEKCTaM




CITy’K€OHBIX JOKYMEHTOB: KPAaTKOCTh W TOYHOCTHh HW3JIOXKEHHS WH(POpPMAIMH, HUCKIIOYEHHE IBOSKOTO
TOJIKOBaHHUS, OOBEKTUBHOCTh M JIOCTOBEPHOCTh HH(OPMAIINH, COCTABICHUE MPOCTHIX JOKYMEHTOB,
CTPYKTYPUPOBAaHHUE TEKCTa JOKYMEHTA, IUPOKOE UCIIOIb30BaHUE TpahapeTHBIX U TUIIOBBIX TEKCTOB MPHU
OTKMCAHWU MTOBTOPSIONIMXCS YIPABICHUYSCKUX CUTYAIUH. SI3BIK ¥ CTHIIb CITy>KCOHBIX JOKYMEHTOB. DTalsl
00paboTKN BXOASAIIMX JOKyMeHTOB.  [lepBuuHas o00paOoTKa BXOZSIIMX JOKYMEHTOB. Perucrtpupyemsie u
HeperucTpupyeMble TOKyMEHTHI. [IpeBapuTensHOe pacCMOTPEHNE JOKYMEHTOB JJIsl HAlPaBJICHUS UCTIOMHHUTEISIM.
Pesomonus.

[Topsiiok MOATOTOBKM MCXOISIMX MOKyMEHTOB. COCTaBIEGHHE INPOEKTa JAOKYMEHTA, COTJIACOBAHHWE, MOAINMCAHUE
(yTBepxaenue), TupaxkupoBaHue. CriocoObl 1 METOIBI OTIIPABKH HCXOAMINX JOKYyMEeHTOB. OO0ImIas XxapakTepuCTHKa
CIy>)keOHOH mepenucku. Pa3sHOBHAHOCTH CITy)KEOHBIX IHCEM (COMPOBOAUTENBHOE WHCHEMO, MHCHMO-TIPOCHOa,
MICHMO-3aMPOC, MHCHMO-OTBET, MHChMO-COOOIICHNE, NH(HOPMALMOHHOE IHCHMO, FAPaHTHHHOE NMHUCHMO, MHCHMO-
TpUTJIAIICHIE U T.1.).

Tema 1.3 Ilopsiiok NPOXO:KIeHUS] BHYTPEHHHMX AOKYMEHTOB. OpraHu3anmsi KOHTPOJIS 3a
HCIOJIHEHHEM I0OKYMeHTOB. Padora ncnosinureliei ¢ JokymMmenTaMu. Opranu3anusi NOUCKOBOM

CHCTEMbI 110 TOKYMCHTaM.

BHyTpeHHHE IOKyMEHTHI 00pa3oBaTeNbHON oOpraHu3anuy (3asBICHMS, CIIy>KCOHbIC 3allMCKH, JIOKJIAIHbIC,
0OBSCHHUTENBHBIC, CIIPABKH, CBOAKH, OTYETHI U 1Ip.). [lonroroBka, odopmienue, perucrparus. [IpaBina noctaHoBKH
JIOKYMEHTOB Ha KOHTpOJb. [10psNOK CHATHSI JOKYMEHTOB ¢ KOHTpONs. OT4eT 1O HCIOIHEHUIO KOHTPOJIBHBIX JTOKYMEHTOB.
OrnepaTHBHOE HCIOJHEHHE JTOKYMEHTOB COTPYJIHHUKAMH B COOTBETCTBHU C HMX JOJDKHOCTHBIMU OOS3aHHOCTSIMH M
pesomtonueit pykosoautess. OTBETCTBEHHOCTh 32 HECOOMIOJEHUE TPeOOBaHUI UCIIOTHUTEIbCKON AUCLUIUINHEL, 33
HENpaBUIILHOE HCIIOJIb30BAHUE JICWCTBYIOIIMX HOPMATHUBHBIX JIOKYMEHTOB B IOJATrOTOBKE, O(GOPMICHUH U
UCIIOJIHEHNH JOKyMEHTOB B CpOK. llomckoBas cucTreMa MOKYMEHTOB -  KapTOTEKH M KIacCH()MKAIlMOHHBIC
CIpaBOYHHUKH. Busl kapToTeK. Buasl Kilaccn(puKannoHHBIX CIIPaBOYHUKOB.

Tema 1.4 Cioco0b1 M MeTObI JOCTABKH JOKYMeHTOB. O0padoTka KOH(UACHIUAIBHBIX JOKYMEHTOB U JI0OKYMEHTOB
ISl CJY:KeOHOTO TOJIB30BaHMS. OJKCKYpcHS B OT[eJ /IeJIONPOU3BOACTBA MyYPMAHCKOTO AapKTHYECKOro
roCyIapCTBEHHOT0 YHHBEPCHTETA.

Opranusaiys MoYTOBOM, KypbePCKOM M IKCIIPECC- JOCTaBKU JOKYMEHTOB. [IOHATHS: «1IEHHOCTh U
0e3omacHOCTh HHGMOpPMALUN», «KOHPUACHUUATHHOCTE», «yrpo3a KOH(PHUIECHIIUATBHOCTHY,
«3ammura wuHGOpManEm». be3omacHOCTh IICHHBIX HWH(POPMAIMOHHBIX pecypcoB. lLleHHas
uH(popMalra U KOH(UIEHIMATbHBIE JOKYMEHThI. PermamenTanus cocraBa KOH(QUICHIIMATBHBIX
CBeJleHUH W JOKyMeHTOB. [lopsimok paboThl ¢ KOHPUAEHIUATHHBIMH JOKYMEHTAMHU U
matepuanamu. Kondunennuansaas nadopmanus v CBeeHUS B ASSITEIFHOCTH 00pa30BaTEIbHOM
OpraHu3aIuu.

Pa3nea 2. HopmaTnBHO-3aKk0HOAaTebHAas 6a3a. OCHOBHbBIE BUAbI JOKYMEHTOB H
CHCTEeMbI JOKyMeHTanuu. Oco0eHHOCTH NMOATOTOBKH M 0OpMJICHHUS OTACIbHBIX
BU/I0B 10KYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIE © HOPMATHBHO-METOAMYeCKHe JOKYMEHTHI 110
aenonpoussoacTtBy. HopmaTtuBHoO-3aK0HOAaTeIbHbIE H HOPMATHBHO-METOANYECKHE
JOKYMEHTBI 110 ApXHUBHOMY JeJ1y.

3akoHoaTenbHble akThl Poccuiickoit @eneparuu 1 MypmaHCcKoit 0651acTh, periaMeHTUPYIOIIHe
JIETIOTIPOU3BOJICTBO M apXUBHOE JIeN0. [ 0CcyIapCcTBeHHBIC CTaHAAPTHl U YHU(UKAIUS B 00J1acTH
JIEJIONPOU3BOJCTBA U ApXUBHOro Jena. MHcTpykuusi Mo Jenonpou3BOACTBY MuHHCTEpCTBa
oOpa3oBanus u Hayku Poccuiickoit @enepannn. MeToanueckre peKOMEeHIalluu Mo pa3padboTke
HOMEHKJIATyphl M MHCTPYKIUH TIO JeNONPOU3BOACTBY B 00pa30BaTEIIbHOM YUPEKICHUU.
Tunosble MepeyHH C yKa3aHHEM CPOKOB XpaHEHHs JoKyMeHTOoB. IlpaBuia pa®oTbl apXxuBOB
OpraHu3aIuu.

Tema 2.2 Knaccudukamnus nokymeHnToB. FOpuandeckas cuina qokymeHTa. HazHauenue u coctaB
OpraHU3alMOHHO-IIPABOBOM  JOKymMeHTanuu. HasHadyenue M cocraB  OpraHuU3alMOHHO-
pacnopsiAMTeNbHOW JOKyMeHTauuu. Ha3zHaueHwe M cOCTaB  CIpaBOYHO-MH(POPMAIMOHHOM
JIOKYMEHTALUU.



Knaccudukanus TOKyMEHTOB, €€ OCHOBHBIC NPH3HAKW. [ pyIIbl JOKYMEHTOB - JTOKYMEHTHI IO
o0ImMM W aJMHUHUCTPAaTUBHBIM BOIIpOCaM, T.€. IO BOIpOcaM OOILEro pPyKOBOJICTBA
OPEINPUATHEM M €ro JACATeIbHOCTBhIO; - JOKYMEHTBI 10 (DYHKIHSM  YIpaBIICHUS.
Knaccugukarus cmyxeOHBIX JTOKYMEHTOB: IO aJMUHHCTPATUBHBIM BONPOCaM; IO BOIPOCaM
MaTepUaIbHO-TEXHHYSCKOTO CHA0KECHHS, JTOKYMECHTALMS 10 TUIAHHPOBAHMIO; 10 ONEepPaTHBHOU
JESATEIIbHOCTH; IO OyXTaJITePCKOMY YyYeTy; IO IMOATOTOBKE M PAcCCTaHOBKE KaJIpoB U T...
Knaccudukanus 1Mo HAaMMEHOBAaHHWIO: IPHUKA3bl, PACHOPSIKEHUS, IUIAHBI M OTYETHI, aKTHI,
IPOTOKOJIBI, IOTOBOPHI, YCTaBbl, MHCTPYKIINH, JOBEpEeHHOCTH U T.1. Kiaccudukanus mo mecty
COCTaBJICHHUS, 10 CTENEHW YyHU(DHKAIMH, 10 MPOUCXOXKICHUIO, MO BUAY O(GOPMIICHHS, IO
croco0y (ukcanmmu wWHGOpPMANHMH, IO CTEICHH CIOKHOCTH, IO CTEIEHU TJIACHOCTH, II0
IOPUIMYCCKON CHWJIe, 110 CPOKaM HWCIIOJHEHHS, I10 CPOKaM XpaHCHHS, TII0 CTEICHHU
0053aTeJIbHOCTH.

CucreMa OpraHu3aIl[MOHHO-TIPABOBOM JJOKYMEHTAIMH (YCTaB YUPEIKICHHS, IIOJOXKCHHS, IITAaTHOE
pacnucaHue, JOJDKHOCTHblE HHCTpyKuuu). Cucrema OpraHu3allMOHHO-PACIOPSAAUTENbHON
JTOKyMeHTaluu (yka3, IpuKas, BBIIKMCKA U3 MPUKa3a, pacropshkeHue, noctaHosienue). Cucrema
CIPAaBOYHO-UH(POPMAITMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asBJICHHUE, TOKJIA{HAs 3aIMCKa,
IpeyIoKEHNe, MpeICTaBlICHue, CIIy)KeOHasi 3amucka, oO0bsicHUTenbHas). Cxema MOATrOTOBKHU
paCHOPSIIH/ITCJH)HI)IX IIOKYMCHTOB. HOp?I,ZIOK CHSATHA U BbIAYN1 KOHHﬁ C IIOKyMeHTOB.

Tema 2.3 JlokanbHble HOpMAaTHBHBbIE aKThl. CocTaB 1 padoTa ¢ KaJApoBO# J0KyMeHTauue.
Ilonoxenus, mpaBuia, MHCTPYKUMHU (IIPaBUJIa BHYTPEHHETO TPYAOBOIO PACHOpPSAKA, MHCTPYKIMH O IOpPSIKe
OCYIICCTBJICHUSA KaKOﬁ'HH6O JACATCIIBHOCTH WJIM TOPSAAKE NPUMCHCHUA MOJI0KEHU I 3aKOHOJATCJIBbHBIX W HHBIX
HOPMATHBHBIX aKTOB, IOJOXKEHUS O CTPYKTYPHBIX MOApa3IeNeHHUAX, KOJIEKTHBHBIH morosop u ap.). Ilopsaok
O(bOpMJ'IeHI/I)I W NOANUCAHUA OTUX NOKYMCHTOB JJId MMPUMEHCHHUS KaK CaMOCTOSATCIIbHBIX IMIPAaBOBBIX aKTOB. IlonsTue
" CTPYKTYpa NEPCOHAJIbHBIX HaHHBIX. OO0s3aTeIbHBIC KaJApOBbIC JOKYMCHTBI 06paSOBaT€J’IBHOI>i OpraHusanuvu, nux
BUIbI, COCTaB, HOPMATHBHBLIC Tpe6OBaHI/IH K BCACHHIO KaHpOBOﬁ AJOKYMCEHTAIUHU (HpI/IKaSLI U PACIOPSKCHUA 110
JIMYHOMY COCTaBy, 3asBJICHHUC, prHOBOﬁ A0roBop, AODKHOCTHAsA HWHCTPYKIHA, TPYAOBasd KHHMIKKA, JAYHAA
KapTO4Ka, JJMYHOC ,I[GJ'IO). I[BI/I)KGHI/IG " XpaHCHHUC Ka,Z[pOBOﬁ JAOKYMCHTaAIUH. )KypHaJ'ILI 1 KHUT'HU y4deTa. Hcnonnenne
COIMAJIbHO-TTIPABOBLIX 3aITPOCOB.

Pa3nen 3. ®opmupoBaHue e/l U OPraHU3alUsl XPaHEHHUSI JOKYMEHTOB. JKCIepTH3a
LEHHOCTH JOKYMEHTOB. TexHu4eckue cpeacTBa, HCMOAb3yeMbIe B
AeJI0NPOU3BOACTBE. DJIEKTPOHHBIN J0KYMEHT0000pOT

Tema 3.1 IlpaBuia cocTaB/ieHUSI HOMEHKJATYPbI JeJ yupexiaenus. ®opmupoBanue u odopmieHue el.
Opranunsanus onepaTHBHOIO XpaHeHHUs T0KyMeHTOB. PopMHpOBaHHE apXHBa B 00pPa30BaTe/IbHOM yUPEKIACHHH.
[onsitue o «mene». Howmenknarypa nen.  CocraBiieHHE HOMEHKIIATYPHI /1€ B 00pPa30BaTEIbHOM YUPEKACHHH.
®opmupoBanue fen. IlpusHakum 3aBefeHUs Je€l1: HOMHHAJBHBIN, MPEIMETHO- BOINPOCHBIN, aBTOPCKHUIA,
KOPPECIIOHJICHTCKHUH, reorpaduyueckuii, xpoHosorundeckuii. Buapl apxuBoB. TpeOoBanust k apxuBam. [lopsmox
nepeAayn JOKYMEHTOB Ha apXuBHOe XpaHeHHe. CucTeMaru3anus JOKYMEHTOB B apxuBe. Pabora ¢ HaydHO-
CIPaBOYHBIM amNIapaToM (MCTOpPHUYECKas CIIPaBKa, OMHUCH Jel MOCTOSHHOTO U BPEMEHHOTO XPaHCHHS JOKYMEHTOB,
KHUTH y4eTa U JBIDKSHUS JIeI).

Tema 3.2 /les1a NOCTOSAHHOIO M BPEMEHHOI0 CPOKA XpaHeHHUsl. JKcNepTHasi KoMuccus yupexaenus. [lopsnok
YHHYTOKEHHUS TOKYMEHTOB.

OcobOeHHOCTH XpaHEHHs JIeNl TTOCTOSHHOTo, BpeMeHHOro (cBeimie 10 Jyier) n gen mo nmuHOMYy cocrtaBy. ITopsiiok
nepefaun nen B locynapcTBeHHble apxuBbl. Co3fgaHue SKCHEPTHOM koMuccuu yupexaeHus. IIpoBenenue
9KCIEPTU3bl LIEHHOCTH JIOKyMeHTOB. O¢opMieHre IMPOTOKOJIOB 3aceJaHui KOMHUCCHM M aKTOB Ha YHHYTOXKECHHUE
qen. [Ipouenypa yHUUTOXEHHS JOKYMEHTOB.

Tema 3.3 Ucnoan3opanue IIK B nesjonpounssoactee. CpeacTrBa KONUPOBAHUS U ONEPATUBHOIO0 PAa3MHOKEHHUSI.
Ilpuem u 00padoOTKa AOKYMEHTOB, NMOCTYNAIOIIUX MO KAHAJAM 3JIEKTPOHHOH MOYTHI M (PAKCMMMJIBHOW CBSI3H.
IIpaBusa 6e3onacHoii padoThl C OPrTreXHUKOM.

KoMmrmbroTepHbie CpeicTBa MOJArOTOBKU JOKYMEHTOB. Mcronb3oBaHue 1adiaoHOB Uit (OPMHUPOBAHUS TIOKYMEHTOB
Ha KommbioTepe. lcmomnb3oBaHMe B KOMITbIOTEpE ONAaHKOB AOKyMeHTOB. Co3naHne OJIaHKOB JOKYMEHTOB B
KommbioTepe. V3rotoBineHne, KOMMPOBAaHHE M THPaXKHUpOBaHWE NOKyMeHTOB. CpeacTBa 0oOpabOTKH TOKYMEHTOB.
JlokyMeHTHI, TIiepeZiaBaeMble 10 KaHajaM CBs3M (TelerpaMma, Teiekc, daxkcorpamma, Tenedonorpamma). ITonsTue



«oprrexHuka». OCHOBHBIC BBl OPTraHU3AIMOHHON TexHHWKH. [IpaBuia TexXHHKH O€30MaCHOCTH pPabOTHI C
OPTTEXHUKOU.

Tema 3.4 DiiekTpoHHOE T0KyMeHTHPOBaHue. IIoHsITHE «3JIEKTPOHHBII JOKYMEHT».

IIpeumyiiecTBa nepepadn JOKYMEHTa C KOMIIBIOTEpa Ha KOMIIBIOTEp. YCTaHOBKA Ha KOMIIBIOTEpE CHEIMAIbHO
BBIJICJICHHON MamnKy AJI MOCTYMAIOMMX AOKyMEHTOB. IIpeumymiectBa 3yeKTpoHHOH moutsl. Jloctynm k Internet.
Cucrtema perucrpaiy 1 KOHTpods. Co3aHue 3JIeKTPOHHOM 0a3bl AaHHBIX. [lonck NoKyMeHTa. DKCKYpCHusl B apXuB
MypMaHCKOT0 apKTHUECKOTO FOCYJapCTBEHHOTO YHUBEPCUTETA.

3. IlepeyeHb y4ueOHO-METOANYECKOT0 OOeceYeHusT TUCIUILITHHBI (MOYJIs1)

- MYJIbTUMEIUWHBIE TNPE3CHTAMOHHBIE MaTepUalbl MO JUCHMUIUIMHE (MOMAYJIIO)
MIPEJICTaBIICHBI B 3JIEKTpOHHOM Kypce B OUOC MAY;

- METOJMYECKHE YKa3aHUs K BBINOJIHEHUIO J1a00PAaTOPHBIX/MPAKTUIECKUX/KOHTPOIbHBIX
pabot (BeIOpaTh) MpeCTaBiICHHI B 2JIeKTpOoHHOM Kypce B DMMOC MAY;

- METOJIMYECKHE MaTepuaibl il O0Y4arolUXCs MO OCBOCHHMIO IUCIUIUIMHBI (MOIYJIs)
npeacTaBieHbl Ha oduimansHoM caiite MAY B pasnene «Mudopmarus mo o6pa3oBaTesIbHBIM
mporpammam, B TOM YHCIIE aAanTUPOBAHHBIM.

4. ®oHJ OLEHOYHBIX CPEICTB MO TUCHUILIMHE (MOIYJII0)
SBnsieTcs OTIEIBLHBIM KOMIIOHEHTOM 00pa30BaTEIbHOM MPOTpaMMBbI, pa3paboTaH B ¢opme
OTJIEIbHOTO JJOKYMEHTA, BKJIIOYAET B CeOs:
- TIepEYCHb KOMIIETCHIIMI ¢ YKa3aHHEM 3TanoB UX (OPMHUPOBAHUS B MPOIECCE OCBOCHHS
JTUCIUILIAHBI (MOYJIfA);
- 3aJ]aHUS TEKYIIETO KOHTPOJIS;
- 3a/1aHUS TPOMEKYTOUHOM aTTeCTallHH;
- 3aJlaHUS1 BHYTPEHHEH OLIEHKU KauyecTBa 00pa30BaHUsI.

5. IEPEYEHb YYEBHO-METOIUYECKOI'O OBECIIEYEHHS, HEOBXOJIUMOI'O AJIs1
OCBOEHMS JUCIIUIIJIUHBI (MOYJIS).

OcHoBHas1 JIMTEepaTypa:

1. Oenepanpablii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit
Oepnepanun» (pen. 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, oT 27.07.2010 Ne 227-D3)

2. OenepanpHblil 3akoH "O06 nHbopMauy, HHPOPMATH3ALUK U 3aiuTe HHGopManuu'". 3aKoH
noxmucan [Tpe3unentom Poccuiickoit deneparnu 20 despans 1995 roga N 24-03

3. 3akoH Mypmanckoit obmactu ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM J1ene B
MypmaHCKol 0671acTh

4, ®Denepanbabiii 3akoH oT 27 uronst 2006 r. N 152-03 "O nepcoHaIbHBIX JaHHBIX "

5. Oenepanpabiii 3akoH 0T 2 Mast 2006 T. N 59-D3"0O mopsiake paccMOTpEeHHsT 0O0paIIeHHH

rpaxnan Poccuiickoit @enepanuu C n3MEeHEHUSIMU U IOTIOJTHEHUAMU OT: 29 utons, 27 urons 2010 r., 7 mas, 2
ntons 2013 ., 24 Hos0ps 2014 T.

6. [lpaBuna nenompou3BoACTBa B (efepalbHBIX  OpraHax  HMCIOJHUTEIBHOHW — BIIACTH
(yrBepkaensl nmocranosneHueM [IpaBurtensctBa Poccuiickoit deneparun ot 15.06.2009 Ne 477
7. [lepeyeHb THITOBBIX YNPaBIEHYECKHX APXMBHBIX JIOKYMEHTOB, OOpa3yIOLIMXCSA B ITpolecce

JEeATEIIbHOCTU ITOCYJApPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPAaBJICHU U OpPraHu3alyii, ¢ yKa3aHUEM
CPOKOB XpaHEHHs. YTBEpXKJeH Ipuka3oM MunucrepctBa KyiabTypsl Poccuiickoit denepauun ot 25 aBrycra
2010 r. Ne 558

JlonosHuTe/1bHAS JIMTEpaTypa:

1. ITucemo MunoOpaszBanust PO ot 20 ngexadps 2000 roma N 03-51/64 «O Meroandyeckux
PEKOMEHIANUAX 1O paboTe ¢ JOKYMEHTaMH B 00IIe00pa30BaTEIbHBIX YIPSIKICHUIX)

2. Opranuzanusi JAeIoNnponu3BoIcTBa U ToKyMeHToobopoTa JIOY [Tekcr]: meron. pek. / JI. U.
Jlykuna. - M. : Cohepa, 2009. - 128 c.

3. Comoryo, O.II. [enompon3BOACTBO: COCTAaBICHHE, pENAKTHPOBaHHE U  00paboTKa

JokyMeHTOB: YueoHoe nocodue / O.I1. Conory0. - M.: Omera-JI, 2013. - 207 c.

6. MPO®ECCHUOHAJIBHBIE BA3bl JAHHBIX W WH®O®OPMALIMOHHBIE CIIPABOYHBIE
CUCTEMBbI

1) l'ocynapcTBeHHas cucTeMa MPaBoOBOM MH(MOPMALUH - O(UIHATBHBIA HHTEPHET-TIOPTAI


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

npaBoBoi uHpopmanuu- URL: http://pravo.gov.ru

2) NndopmannonHas cucrema «EquHOE OKHO A0CTyNa K 00pa3oBaTeIbHBIM pecypcam»._-
URL: http://window.edu.ru

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

7. TIEPEYEHb JJUIHEH3UOHHOTO ITPOT'PAMMHOI'O OBECIIEYEHUWSI, B TOM YHUCIJIE
OTEYECTBEHHOTI O ITPOU3BO/ICTBA

.HI/IIIeHBI/IOHHOE nporpaMmmMHoOe€ 06ecneqe1me OTCYECTBCHHOI'0O IIPOU3BOACTBA
KasperskyAnti-Virus

.HI/IIIeHBI/IOHHOE nporpaMmmMHoOe€ 06ecneqe1me 3apy6e>KHOr0 Mmpou3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CBo0oaHo pacnpocTpaHsieMoe NPOrpaMMHoe o0ecnedeHne 0Te4eCTBEHHOr0 MPOU3BOACTBA
7Zip

CBo0oaHo pacnpocTpaHsieMoe NPorpaMMHoe odecnedeHue 3apy0e;KHOro MPON3BOACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

8. OBECIIEYEHUE OBPA30BAHMUS 1J15 JIMLI C OB3

Jnst obecrieueHus 00pa3oBaHHs WHBAIMAOB M JIMI C OIPaHUYCHHBIMH BO3MOXKHOCTSIMH 3/I0POBBSI peali3aliist
JVCIUIUIHHBI MOXET OCYIIECTBIAITHCS B aJaTHPOBAHHOM BHJE, C yIETOM CHEIU(HUKHA OCBOCHUS U AUAAKTHUECKUX
TpeOOBaHMH, NCXO/ U3 HHANBHUIYAIbHBIX BO3MOKHOCTEH 1 110 TMYHOMY 3asBICHHIO 00YJalOIIerocs.

9. MATEPUAJIBHO-TEXHUYECOE OBECIIEYEHHUE JUCHUIIJIMHBI(MOAYJISI) TIpeACcTaBI€HO B
npwioxenun k OIIOIl «MaTtepualbHO-TEXHUYECKHE YCIOBUS peanu3alud 00pa3oBaTebHON
MIpOrpamMMbl» U BKIIFOYAET:

- yueOHbIE ayIUTOPHHM JUIA TPOBEACHUS y4YeOHBIX 3aHATHH, TNPETYCMOTPEHHBIX
nporpaMMoil OakanaBpuara, OCHAIEHHbIE OOOpPYIOBAaHMEM U TEXHUYECKHUMH CpPEICTBAMU
00yJeHus;

- IOMEUICHNUs Ui CaMOCTOATENbHOW  paboThl  OOydarolMXcs,  OCHAIllEHHBbIE
KOMIIBIOTEPHON TEXHUKOMN C BO3MOYKHOCTBIO MOJKIIOYEHHS K ceTu «/IHTepHeT» u obecrieueHnemM
JIOCTYTIA K 3JIEKTPOHHOH HH(pOpMaIIMOHHO-00pa3oBaTenbHOU cpeae MAY;

10. Pacnpenesienue TpyA0eMKOCTH 10 BHAAM Y4eOHOIl 1eTeJbHOCTH
Tabnuna 1 - Pacnipenenenue Tpy10oeMKocTr

. Pacnipenenenue Tpya0eMKOCTH AUCHHUIUIUHBI (MOIYyJIs) 110 (hopMam OOyUEeHHS
Bun yuebnoit
1 Ounas OuHo-3a04yHas 3aouHas
NEeSATETbHOCTH B
Cero
Cemectp Bcero CemecTtp Bcero | Cemectp/Kypce 4ACOR
4acoB 4acoB
3/2
Jlexuuu 2 2
[IpakTrueckue 2 2
3aHATHUS
CamocrosiTenbHas
28 28
paborta
[Toxroroska k
MIPOMEKYTOUHOMU -
aTTECTAINH 2



http://www.consultant.ru/

Bcero uacos
Mo JUCUMILJINHE 36 36

/ 13 HUX B popMme

MPaKTUYECKON 2 2

I'IO,I[I"OTOBI(I/I:3

DopMBI IPOMEKYTOUHOHN aTTECTALUU U TEKYILEr0 KOHTPOJIS

£ - fafl [ ] 4

IlepeyeHb NpakTHYECKUX 3aHATHH 10 popMam 00ydyeHHs

Ne .
m\ Tembl NPAKTUYCCKUX 3aHATHH
1 2
Ounas ¢popma
1 -

3aouHas ¢popma

1 | Pazgen 1. Conepxanue, 3HaU€HUE J1€I0MPOU3BOJICTBA. TE€XHOIOTUS OpraHU3aluu
JIEJIONPOU3BOJICTBA B 00pa30BaTEIHLHOM YUPEKICHUU

2 | Pa3nmen 2. HopmatuBHO-3akoHOMaTenbHast 0a3a. OCHOBHBIE BUJIBI JOKYMEHTOB U CHCTEMBI
nokyMeHTanuu. OcoGeHHOCTH MOJITOTOBKU U 0OPMIIEHHUS! OT/IETbHBIX BUJIOB JIOKYMEHTOB




