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1. HEJIb OCBOEHUA JUCHUIIJIMHBI (MOAYJIS) — dopmupoBaHne y o0ydaromuxcs
TEOPETUYECKUX 3HAHUW M TPAKTUUYECKUX YMEHUH [UIs OpraHu3allM JAeJIONpPOU3BOJICTBA,
HEOOXOAUMBIE TpPU BBHIMOJIHEHUH ONEpalii Mo co3JaHui0 M 00paboTKe OpraHu3alMOHHO-
pacropsIuTeNbHBIX JOKYMEHTOB, BEJIEHHUS JEJIOBOM IEpenucKd, aHajan3a HH()OPMAIMOHHBIX
IOTOKOB ¥ HH(OPMAIIMOHHOTO B3aUMOACWUCTBUS B OpraHU3allMM, COBEPIICHCTBOBAHHH
TEXHOJIOTUH JTOKYMEHTALIMOHHOTO 00eCHeueHs] YIpaBICHUS M apXWBHOro Jena Ha 0Oase

HoBelmux I T-TexHomorniA, 06€CTIeueHNs TEKYIIET0 XPaHEHUS TOKYMEHTOB.

2. TPEBOBAHUA K PE3YJIBTATAM OCBOEHUA JTUCHUIIJIMHBI (MOY JIS)

B pesynbrare

KOMIICTCHII U

OCBOCHHA

NUCHUIIINHBI

(Monmynst)  GopMHpPYIOTCS — CIeAyIOIIne

CrniocobeH ympaBisiTh CBOMM BpPEMEHEM, BBICTpAMBATh M PEATH30BHIBATH TPACKTOPHUIO
CaMOPa3BUTHSI HA OCHOBE NIPUHITUIIOB 00pa3oBaHus B TeueHHe Beelt sxu3Hu (YK-6)

[lepeueHp TIaHUPYEMBIX PE3YIbTATOB 00YUEHHUS 10 IUCUUIUIMHE (MOIYJI0), COOTHECEHHBIX C
WHJIUKATOpaMU JOCTUKEHUSI KOMIIETEHIIUN

Komnerenuus HNuankaropsl Pe3yabTaThl 00yueHHs
KOMIIEeTCHIHI
YK-6. Cnocoben VYK-6.1. 3HaTh: HOPMATUBHBIC JOKYMEHTHl 1O YHHU(UKALUU H
ynpasiATk cBouM | Omnpenenser CTaHJapTU3ALIH B obnactu JOKYMEHTaLUH,
BPEMEHEM, CBOH JINYHBIE JeicTByromue Ha teppuropun P®; rocynapcTBeHHbIE
BBICTPANBaTh U pecypesl, CTaHJAapThI u 3aKOHOJaTEIbHbIE aKThbl 1o
pean30BbIBAaTh BO3MOXXHOCTH M | TOKYMEHTHPOBAHMUIO;
TPAEKTOPUIO OTpaHUYEHUs CHCTEMBI JOKYMEHTAIH, TPEOOBAaHUS K COCTABICHUIO U
CaMOpa3BUTHA Ha | JJIs 0(popMIICHHIO TOKYMEHTOB;
OCHOBE JOCTH>KEHUS TUIOBBIE ~ MHCTPYKIMM IO  JIJIONPOU3BOJCTBY,
NPUHIUIIOB MIOCTABJIIEHHOW | perfiaMeHT paboThl, TOJKHOCTHBIE HHCTPYKIIUH;
0o0pa3oBaHUs B Lenu OCHOBHBIC BHUJBl JOKYMEHTOB, pPErJIaMEHTHPYIOIUX
TEYCHUE BCEU VYK-6.2. 00pa30BaTeNbHYIO JESTEIbHOCTD;
KU3HU Cosznaer n OCHOBBI  JIEJIONPOM3BOJCTBA B  00pa30BaTEIbHOM
JOCTPauBaET YUPEXKJIEHUU.
UHIMBUAYAILHY | YMeTh: palloOHAIbHO U 3((EKTUBHO OPraHU30BHIBATH
10 TPAEKTOPHUIO | JIEJIONPOU3BOJICTBO B 00pa3oBaTeIbHON OpraHU3aluu;
caMOpa3BUTHUSA COCTaBJIATh  y4EOHO-METOJUYECKUE U HOPMAaTHUBHO-
IPY NOTY4YECHUU | TIPAaBOBbBIE JOKYMEHTHI, peraamMeHTHpyIoIne
npoeCCUOHAb | IEATENILHOCTh 00pa30BaTEILHON OPraHU3aIiH
HOTO Bnamers: Meromamu, cmocobaMum U CpeiCTBAMHU
obpa3oBaHus MOJTYYCHUSI, XpaHEHHUsI, TepepadboTku HHPOPMAIIHH,
OCHOBaMHU KOMIIBIOTEPHON TPaMOTHOCTH;
TEXHOJIOTUEH  OpraHu3aliu JAEJIONpPOU3BOJACTBA B
00pa30BaTEIbHOM YUPEKJACHUU.

3. YKABAHHUE MECTA
OBPA3OBATEJIBHOM ITPOTPAMMBI.

Jucrunnuxa

«/lemonpou3BOACTBO U

TUCHATIIVHLI (MOAYJISA) B CTPYKTYPE

JTOKyMEHTOO0OpOT B 00pazoBaTebHOM

YUPEKIECHUU» B CTPYKTYpPE OCHOBHOW NPO(ECCHOHATBHOW 00pa30BaTEeIbHOW MPOTPaAMMBI

HanpasieHus mnoarotoku 44.03.03 CnenuanbHoe

(medexromoruvyeckoe) obOpazoBaHUE,

HarpaBiIeHHOCTh (poduib) Jloromenus spuseTcs GakyIbTaTHBOM.




INPEIIOJABATEJIEM  (ITO

4. OFBEM JUCLOUILUIMHBI (MOJIYJSI) B 3AUYETHBIX EJUHHMIAX C
YKABAHUEM KOJUYECTBA AKAJEMMYECKHUX WJIH ACTPOHOMHMYECKHX
YACOB, BBIIEJEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOHIUXCS C
YUYEBHBIX
CAMOCTOSITEJBbHYIO PABOTY OBYYAIOIIUXCSL.

BUJIAM

3AHATHUN)

N HA

OO01mas Tpy10eMKOCTh TUCIHUIUINHBI COCTABISIET | 3a4eTHYI0 eAMHUILY Win 36 9acoB (U3
pacueta 1 3.e.= 36 4acoB).
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B uHTEepakTHUBHBIX (popMax yachl UCHIOIB3YIOTCS B BUE KPYTJIOro CTOJIA.

KO/IMYECTBA AKAJEMMYECKHUX HWJINX ACTPOHOMHMYECKHX

5. COAEP)KAHUE JUCHHUIIVIMHBI (MOAYJISAA), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JAEJAM) C VYKA3AHMEM OTBEJIEHHOI'O HA HHX

BUJI0B YUEBHBIX 3AHSATHUIA.

YACOB H

HaunmenoBanue
pazzaena, TeMbI

KoHnTakTHas

abora

JIK

I1P

JIb

Bcero KOHTaKTHBIX

qaCoB

N3 Hux B

KoJ1-BO 4acoB Ha

MHTEPaKTUBHON
CPC

P RPN

KoJ1-Bo yacoB Ha
KOHTPOJIb

Pasznen 1. Conepxanue, 3HaueHME
JeJIONPOU3BOCTBA. TEXHOIOTHS
OpraHu3aIMH JeJIONPON3BOICTBA B
00pa3oBaTeILHOM YUPEKIACHIUN

Paznen 2. HopmarusHo-
3aKoHojaTenbHas 6a3a. OCHOBHBIE
BUJIBI IOKYMEHTOB U CHUCTEMBI
nokymeHrauu. Oco6eHHOCTH
MIO/ITOTOBKH ¥ O(OPMIICHHS
OTJIETbHBIX BUJIOB IOKYMEHTOB

Pa3nen 3. ®opmupoBanue nen u
OpraHM3alys XpaHCHHUS
JOKYMEHTOB. DKCIIEPTH3a
LIEHHOCTH JOKYMEHTOB.
TexHuueckue cpeacTna,
UCIOJIb3YEMBIC B
JIEJIONPOU3BOJICTBE. DIIEKTPOHHBIN




JIOKYMEHTOO0OPOT

3a4€CT

HUTOI'O: 4 10 - 14 |2 22

Conep:xaHue TMCUMILUIAHBI (MO1YJIs1)

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

Tema 1.1 OcHOBHBbIE TEPMHUHBI M MOHATHE «1€JONMPOU3BOACTBO». McTOPUSA BOZHUKHOBEHUS
M OCHOBHbBIE 3TAIlbl Pa3BUTHSA JeJONPOU3BOACTBA. CHCTEMbI OPraHN3alUuN
aegonpoun3BoacTBa. [lonaTHe U NPUHIUNBI OPraHU3ALMH JOKYMEHT0000pOTA

HOHHTI/IG ((,Z[G.HOHpOI/ISBO,Z[CTBO». OCHOBHBIC HCIU U 3aga4u ACIOIIPOU3BOACTBA. H€O6XOI[I/IMOCTB
OpraHU3aIH JIeJOMPOU3BOJICTBA B YUPESKICHUH. 3HAYCHHE JIETIONPOU3BOJICTBA B JACITCIBHOCTH
oOpa3oBaTenpHOro yupexaeHus. Cekperapb, 1eI0NpOU3BOIUTENb, JOKYMEHTOBE, KAHLEIAPHSL.
Ucropuueckue stanbl pa3BuThs AenonpousBojctsa B Poccuu. CoBpeMeHHOE rocygapCTBEHHOE
peryanOBaHHe ,Z[G.HOHpOI/ISBO,Z[CTBa. CI/ICTCMBI ,Z[G.HOHpOI/ISBO,Z[CTBaZ I_IGHTpa.HI/I?)OBaHHaH,
JeleHTpan30BanHas, cMmemrandas. CTpykrypa W 00BEM noKyMeHTooOopoTa. OCHOBHBIC
NPUHIUIB OPraHN3alul PadOTHI C TOKYMEHTOIIOTOKAMH, KaK CO3/JaHHE ONTUMAJIbHBIX YCIOBUN
U BCEX BHUIOB paboOThl ¢ JokymeHTamu. OpraHu3alvoHHas CTPYKTypa TepcoHala,
obecrnieunBaromiero padboTy ¢ JTOKYMEHTaMH.

Tema 1.2 PexkBU3UTHI J0KyMeHTOB. Perucrpanusi 1 nHaexcanus 10kymMeHToB. CTpyKkTypa 0a3
JaHHBIX JA0KyMeHTOB. Ilpuem, oOpabdoTka m pacnpenejieHHe MNOCTYNAKIIMX JTOKYMEHTOB.
Opranusanus 00padoTKH U Nepegay OTIPABJIAEMbIX J0KYMEHTOB.

[Tonsitue pexkBuszuTa NOKyMeHTa. Bunel pekBuzutoB. IlpaBuna odopmieHUs peKBU3UTOB
TOKyMeHTOB.  Dopmynsip-oOpaszen.  bmank mokymenta. Bunbl OmankoB. TpeOGoBanus K
6mankam gokymeHToB. lllaGnonsl. MHaekcanus u peructpanus AOKyMEHTOB. Buasl u Gopmbl
perucTpauuy JOKYMEHTOB. TpeOoBaHHS K TEKCTaM CIIY)KEOHBIX JOKYMEHTOB: KPAaTKOCTh U TOYHOCTH
HU3JI0XKXCHUA I/IH(l)OpMaI_II/II/I, HCKIIIOYCHUE [OBOAKOI'O TOJIKOBAaHHA, 00OBEKTUBHOCTL H AOCTOBCPHOCTDH
uHGOPMAIIUH, COCTABJICHUE IPOCTHIX IOKYMEHTOB, CTPYKTypPHPOBaHHE TEKCTa JOKYMEHTA, IIMPOKOE
WCIIOJIb30BaHUE TpadapeTHBIX W THIOBBIX TEKCTOB IPH OIHMCAHWH ITOBTOPSIOIINXCS YIIPABICHUCCKUX
cuTyanuid. SI3bIK M CTHIIb CITY)KEOHBIX JOKYMEHTOB. JTambl OOpaOOTKH BXOMSIIUX JOKYMEHTOB.
[lepBuuyHast 00paboTKa BXOASAIIMX JOKYMEHTOB. Peructpupyemble W HEpPETUCTPUpPYEMBbIE
nokyMeHThl. [IpenBapuTenbHOe pacCMOTpPEHHE JOKYMEHTOB JIJIsl HANPABJICHHS MCIIOJHUTEISIM.
Pesosmronusi.

[Topsimok  MOArOTOBKM  HCXOASIIMX JOKyMeHTOB. (CocTaBieHHE TMPOEKTa JOKYMEHTa,
COIJIaCOBaHMWE, TMOJAMNHUcaHue (yTBep:kIeHHe), THpaxkupoBaHue. CrnocoObl U METOMbI OTHPaBKH
UCXOSAIINUX JOKyMeHTOB. OOmiasi XapakTepucTHKa ciykeOHOW mnepenucku. Pa3sHoBHIHOCTH
CIIy’)KEOHBIX THCEM (CONPOBOAMTEIBHOE MUCHMO, MUCHBMO-IIPOCHOA, MUCHMO-3AMPOC, MHCHMO-
OTBET, MHUCbMO-COOOIIEHHE, HHPOPMAIMOHHOE MHCHMO, TapaHTUHHOE MHUCHBMO, MHUCHBMO-
IpUrjiameHue 1 T.1.).

Tema 1.3 Ilopsitok Npoxo:kaeHHs] BHYTPEHHHUX JOKYMeHTOB. OpraHusanusi KOHTPOJIA 3a
HCIIOJITHEHHEM T10KYMeHTOB. Pabora ucnosnHuresnei ¢ 1okymeHraMu. Opranuzanusi oMcKoBOi
CHCTEMBbI 10 JOKYMEeHTaM.

BHyTpenHnue noKyMeHTh 00pa3oBaTeNbHON OpraHu3anuy (3asBICHUS, CIIy)KEOHbIE 3alUCKH,
JOKJIaIHbIe, OOBSICHUTENbHBIC, CIPAaBKHU, CBOJKH, OTYeTHl W Ap.). Ilomroroska, odopmieHue,
peructpanus. [IpaBuiaa MOCTaHOBKM TOKYMEHTOB Ha KOHTPOJb. llOpsiloK CHATHS JOKYMEHTOB C
KOHTpoil. OT4eT MO WCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOIHEHUE
JOKYMEHTOB COTPYAHMKAaMHU B COOTBETCTBUU C UX JOJDKHOCTHBIMU OOS3aHHOCTSIMH H




pe3oJonrel  pyKOBOAMTEIIA. OTBETCTBEHHOCTh, 32  HecoONoaeHue  TpeOoBaHUI
UCTIOJTHUTENICKOM ~ JWCHUIUIMHBL, 32  HEMpPABWIBHOE  WCIOJNB30BaHUE  JCHCTBYIOIIUX
HOPMATUBHBIX JOKYMEHTOB B MOJATOTOBKE, OOPMIICHHH WM WCIIOJIHEHHU IOKYMEHTOB B CPOK.
[TouckoBas cucteMa TOKYMEHTOB - KapTOTEKH W KiacCH(UKAIMOHHBIC CIIPABOYHHKHU. BHIbI
KapToTeK. Bubl Ki1accu(pUKAIMOHHBIX CIIPABOYHUKOB.

Tema 1.4 Cnoco0bl W MeTOABI JOCTABKH JOKYMeHTOB. O0pa0doTka KOH(pHMICHIHAIbHBIX
JAOKYMEHTOB H JIOKYMEHTOB [UIf CIY)KeOHOI0 I0Jb30BaHHS. OJKCKypcust B  OTAe]
AeJIoNpon3BoacTBa MypMaHCKOro apKTH4YeCKOro rocy1apcTBeHHOr0 YHUBEepCHTeTA.
Opranuzaiys MoYTOBOM, KYpbEepPCKOM M AKCIPECC-IOCTaBKM JOKYMEHTOB. [IOHATHS: «1I€HHOCTh W
0€30MacHOCTh MH(POPMALUNY, «KOH(PUICHIMATBHOCTB», «yrpo3a KOH(UICHIHNATBHOCTHY,
«3amuTa  HH(opMaruu». be3zomacHoCcTh LEHHBIX HMH(OPMAIMOHHBIX pecypcoB. lleHHas
uHpopManus U KOHQHICHIIMAIbHBIE JOKYMEHThI. PerinamMenTanus coctaBa KOH(GHISHIIMATBHBIX
cBeeHUl U JoKyMeHTOB. Ilopsmok paboTel ¢ KOH(QUACHUMAIBHBIMU JIOKYMEHTAMU H
marepuanamu. KonpuaennuansHast nHGOpMAIHs U CBEACHUS B ACATEIBHOCTH 00pa30BaTeIbHON
OpraHu3aluHm.

Paznen 2. HopmaTuBHO-3aKk0HOAaTe IbHAA 0a3a. OCHOBHBbIE BUIbI IOKYMEHTOB U
cucTeMbl JOKyMeHTAluH. OCO0EHHOCTH MOATOTOBKH M 0()OPMJICHUS OTEJIbHBIX
BH/IOB /IOKYMEHTOB

Tema 2.1 HopMaTuBHO-3aKOHOAATEeJIbHbIE © HOPMATHBHO-METOIMYECKHE JTOKYMEHTHI 110
aesionpousBoacTtBy. HopMaTuBHO-3aK0HOAATEIbHbIE 1 HOPMATHBHO-METOAUYECKHE
JAOKYMEHTHI 10 AapXHUBHOMY J1eJy.

3akoHoaTenbHbIe akThl Poccuiickoit @eneparun 1 MypMaHCKoit 0671acTH, perjlaMeHTUPYIOIIHe
JEJIONPOU3BOJCTBO U apXMBHOE JIe0. ['ocyjapcTBeHHbIe CTaHAApThl U YHU(HUKaUI B 00JacTu
JIETIONPOU3BOJICTBA U apXHUBHOro Jena. MHCTpyKuus 1o Aenonpou3BOACTBY MuHHCTEpCTBA
obpasoBanus U Hayku Poccuiickoii @enepanuu. Meroaudeckue peKOMEHIAIMU 10 pa3paboTke
HOMEHKJIATYpbl W WHCTPYKIIMH TIO JIEJOMPOU3BOJCTBY B 00pa30BaTEIbHOM YUPEKICHUU.
TunoBble mepeyHH € yKa3aHUEM CpPOKOB XpaHEHMsI NOKyMeHTOB. [IpaBuna paboThl apXHUBOB
OpraHu3aIuu.

Tema 2.2 Knaccupuxkanus gokymenros. IOpuandeckas cuna goxkymenra. Haznadyenue n
COCTaB  OPraHU3allMOHHO-TIPAaBOBOH  NokymeHTanuu. Ha3snayenme u  cocras
OPraHM3alMOHHO-PACTIOPSI/ANTEbLHON ToKyMeHTauuu. HazHaueHne M cocTaB CIpaBOYHO-
HUH(OPMAMOHHOM TOKYMEHTALMH.

Knaccudukanus 1OKyMEHTOB, €€ OCHOBHBIE NPHU3HAKU. ['pymIbl JOKYMEHTOB - JOKYMEHTHI I10
o0mMM ¥ aJMUHHCTPaTHBHBIM BOIIpOocaM, T.€. IO BONpocaM OOILEro pyKOBOJCTBA
npeanpusITucCM ¢ €ro JACATCIIbHOCTLBIO, - AOKYMCHTBI 10 Q)YHKHI/IHM YIIpaBJICHUA.
Knaccudukanus ciayxeOHbIX TOKYMEHTOB: IO aJMHHHCTPATUBHBIM BOIIpOCaM; MO BOIpOCaM
MaTCpUAIIbHO-TCXHUYCCKOTO CHa6)KeHI/I}I; AOKYMCHTAMA TI0 IJIAaHUPOBAHUIO; IO OHepaTHBHOﬁ
NESTENIbHOCTH; IO OyXraJTepcKOMy Yy4eTy; IO TMOJArOTOBKE M PAcCTaHOBKE KaJpOB M T.H.
Knaccudukanus no HaMMEHOBAHMIO: TPHKa3bl, PACHOPSDKEHUS, IJIAHBI M OTYETHI, AaKTHI,
IPOTOKOJIbI, TOTOBOPHBI, YCTaBbl, HHCTPYKILUHU, JOBEPEHHOCTH U T.A. Kiaccudukanus no mecty
COCTaBJICHUS, 1O CTENEHH YHH(PHUKAIMU, TO MPOUCXOXKIACHUIO, MO BUAY OG(OpMIIEHHS, MO
croco0y ¢dukcanuu HWHPOPMANMK, TIO CTENEHH CJIOKHOCTH, IO CTENEHW TJIaCHOCTH, IO
IOPUJIMYECKON cujie, 10 CpOKaM MHCIOJHEHHsA, MO0 CPOKaM XpaHEHHs, [0 CTENEeHH
0053aTeNbHOCTH.

Cucrema OpI‘aHI/I?)aI_[I/IOHHO-HpaBOBOﬁ JOKYMCHTAaIH (yCTaB YUpPCKACHUA, ITIOJIOKCHUA, IITATHOC
pacnucaHue, JOJDKHOCTHbIE MHCTpyKIuH). Cucrema opraHH3alMOHHO-PACIOPAIUTEIbHOM
JOKyMeHTaIuu (ykas, IpuKa3, BBIMHMCKA U3 MIPHUKa3a, paclopsikeHue, mocraHosnenne). Cucrema
CIPaBOYHO-UH(GOPMAIMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asBJICHHUE, TOKIaIHas 3alucKa,



peJIoKEHNE, TMPEICTaBICHUE, CIIy)KeOHasi 3amucka, oOBbsicHUTeNnbHas). CxeMa MOJIrOTOBKHU
pacopAIUTENbHBIX TOKYMEHTOB. [IOpsIIOK CHATHS M BBIIAYM KOMHIA C JOKYMEHTOB.

Tema 2.3 JIokajibHbIe HOPMATUBHBIE aKThI. COCTaB M padoTa ¢ KaApoOBOM JOKyMEHTALM e,
[lonoxenusi, mnpaBuia, HMHCTPYKUUHU (IpaBWiIa BHYTPEHHErO TPYAOBOIO paclopsika,
UHCTPYKIUHU O TOPSIIKE OCYIIECTBICHUS KaKOM-THO0 AesTeNbHOCTH UM MOPSAKE MPUMEHEHUs
MOJIOKEHUN 3aKOHOAATCIIbHBIX W HWHBIX HOPMATHBHBIX AKTOB, IIOJIOKCHUSA O CTPYKTYPHBIX
MOJIpa3iesieHUsX, KOJUIEKTUBHBIN foroBop u Ap.). [lopsnok odopmiaeHUs U MOAMUCAHUS ITHX
JAOKYMCHTOB IJId MPUMCHCHHS KAaK CaMOCTOSATCIIBHBIX ITPABOBBIX AKTOB. Ilonsatue u CTPYKTYypa
NEePCOHANBHBIX AaHHbIX. OOs3aTeNbHbIE KaIpOBbIE TOKYMEHTHI 00pa30BaTeIbHON OpraHu3alli,
WX BHJIbI, COCTAaB, HOPMATUBHBIC TPEOOBAHMS K BEICHUIO KAaJIPOBOM JOKyMEHTAIMH (TIPUKA3bl U
pacmopsbKeHusi 10 JIMYHOMY COCTaBy, 3asBJIEHHWE, TPYAOBOH JOrOBOp, JOJKHOCTHAS
WHCTPYKIUS, TPYAOBas KHUXKA, JIMYHAs KapTOuyKa, JMYHOE JeJo). J[BUKeHue U XpaHEeHUe
KaJpoBOl AokymeHTanuu. JKypHanbl W KHUTM YydeTa. VICHoJIHEHWE COLMaIbHO-TTPAaBOBBIX
3a1poCoB.

Pa3nen 3. ®opmupoBaHue 1eJ1 1 OPraHU3alUs XPAaHEHHUSI JOKYMEHTOB. JKCIEePpTH3a
LEHHOCTH JOKYMeHTOB. TexHnuyeckue cpeacTsa, HCIOJb3yeMble B
AeJIONPOU3BOACTBE. DJICKTPOHHBIN JOKYMEHTO000pOT

Tema 3.1 IlpaBuia cocTaBjJeHHsI HOMEHKJIATYPbI JeJ yupexaeHus. DopmupoBaHue W
opopwiienne nej. OpraHusanusi ONEPAaTHUBHOIO XpPaHeHUs [TOKyMeHTOB. dPopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM yYpeKICHNH.

[lTonsTne o «meney. Homenknarypa aei. CocraBieHre HOMEHKJIATYpPhl JIeJl B
00pa30BaTENILHOM YUPEKICHHUH. ®opMHUpOBAaHUE [EII. IIpu3Haku 3aBeneHus nei:
HOMUHAJBHBIN, TMPEIMETHO-BONPOCHBIM, aBTOPCKUM, KOPPECIOHIEHTCKHM, reorpaduyuecKuii,
xpoHonornyeckuii. Buapl apxusoB. TpeboBanus k apxuBam. [lopsaok nepenaun JOKYMEHTOB Ha
apxuBHOe XxpaHeHue. Cucremaruszaius JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIpaBOYHBIM
annaparoM (HUCTOpHYECKas CIpaBKa, OMNMCH J€Jd IOCTOSHHOTO M BpPEMEHHOIO XpPaHEHUs
JIOKYMEHTOB, KHUTH y4eTa U JIBUKEHUS JIeT).

Tema 3.2 Jle1a mOCTOSIHHOTO W BPEMEHHOI0 CPOKA XpPaHEHHMsl. JKCIEPTHast KOMMCCHS
yupesxaeHusi. [lopsiiok yHH4YTOKEHUSI AOKYMEHTOB.

OcoOeHHOCTH XpaHEHHUs e MOCTOSHHOIo, BpeMEeHHOro (cBeimie 10 jer) u aen mo JUYHOMY
cocraBy. llopsnox mnepemaunm gnen B I'ocynmapcrBeHHble apxuBbl. Co3qaHHE SKCIEPTHOU
Komuccun yupexaeHus. IlpoBeneHue skcrepTusbl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3aC€JaHMil KOMHMCCHM M aKTOB HAa yHMUYTOXXKeHHE nen. [Ipouenypa yHMUTOKEHUs
JIOKYMEHTOB.

Tema 3.3 MHcnoan3oBanue IIK B genonpousBoacrBe. CpeacrBa KONMPOBAHUA W
onepaTuBHOro pasmMHoxkenusi. [llpuem n 00paGoTka JOKYMEHTOB, MOCTYNAKIIUX 10 KAHAJIAM
3JIEKTPOHHOM MOYTHI M hakcuMuiIbHOM cBsi3u. [IpaBuiia 6e3o0macHoil padoThI ¢ OPITEXHUKOM.
KOMHBIOTCpHBIC cpeacrtBa IMOATOTOBKH  OTOKYMCHTOB. Wcnonb3oBanue I_HaG.HOHOB JJIA
dbopMUpOBaHUS JIOKYMEHTOB Ha KoMIbloTepe. lcmonp3oBaHMe B KOMIBIOTEpE OJIAHKOB
nokyMmeHTOB. Co3nanue OJIaHKOB JOKYMEHTOB B KOMIbIOTEpe. M3roToBleHHEe, KOMMMPOBAHUE U
THpPaXUPOBaHUE TOKyMEHTOB. CpencTBa 00pabOTKH JOKYMEHTOB. JIOKYMEHTHI, TIEpe1aBacMbIe
M0 KaHajaM CBS3M (TejaerpamMma, Tellekc, ¢akcorpamma, TenehoHorpamma). IloHsrue
«oprrexHuka». OCHOBHBIC BHJIbl OpTraHWU3AIMOHHON TeXHUKH. [IpaBuiia TeXHUKH 0€30MacHOCTH
paboTHI C OPTTEXHUKOM.

Tema 3.4 DiekTpoHHOe NOKyMeHTHpPOBaHue. IloHsITHE «3JICKTPOHHBIN JOKYMEHT».
[IpeumymiectBa nepefaun JOKYMEHTa C KOMIIBIOTEpa Ha KOMIIBIOTEp.  YCTaHOBKa Ha



KOMIIBIOTEPE CIEIUAIBHO BBIACIEHHOW NaNKU s MOCTYNAIMX J0KyMeHTOB. [IpenMyiectsa
anekTpoHHOM mouThl. Jloctym k Internet. Cuctema peructpauuu u KoHTposisi. Co3maHue
ANIEKTPOHHOM 0a3bl naHHbIX. [lomck mgokymeHTa. ODKCKypcus B apXuB MypMaHCKOTO
apPKTUYECKOI0 FOCYJapCTBEHHOTO YHUBEPCUTETA.

6. IIEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHMUA,
HEOBXOJINMOTI'O JJId OCBOEHUA JUCHUIIJINHBI (MOY JIS).

OcHoBHasi IuTEpaTypa:

1. Oenepanpubiii 3akoH 0T 22.10.2004 Ne 125-®3 «O06 apxuBHOM jene B Poccuiickoii
Oenepanun» (pen. denepanbHbix 3akoHOB OoT 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. Oenepanpiblii 3akoH "O0 mHpopmauuu, nHPoOpMaTU3aLKU U 3auuTe uHpopManuu". 3aKoH
nonmnucan [Ipesunentom Poccuiickoit deneparum 20 dhespans 1995 roga N 24-03

3. 3akoH Mypmanckoir obmactu ot 20.02.2006 Ne 730-01-3MO «OO6 apxXxuBHOM Jiene B
MypmaHCcKoii 001acTh

4. ®enepanbubiii 3akoH 0T 27 uronst 2006 r. N 152-03 "O nepcoHabHBIX JaHHBIX "

5. OenepanpHblii 3ak0H OT 2 Mas 2006 1. N 59-03 "O mopsinke paccMOTpeHHs OOpalleHH

rpaxan Poccwuiickoii @eaepanun" C n3MEHEHUSIMHA U AOTIONHEHUIME OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 ., 24 Hosi6ps 2014 .

6. [lpaBuna genonmpow3BojACTBA B (elepalbHBIX  OpraHax HCIOJHHUTEIBHON  BJIACTH
(yrBepxxaensl noctanoBienueM [IpasurenscrBa Poccuiickoit @enepaunn ot 15.06.2009 Ne 477
7. [lepedyeHb THUMOBBIX YIPABJICHYCCKUX APXHUBHBIX JOKYMEHTOB, O00pa3yIONIMXCS B IMPOIECCE

JESATEIbHOCTU I'OCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABJIEHUs U OpraHu3aluii, ¢ yKa3aHueM
CPOKOB XpaHeHHus. YTBep:KleH npukazoM MunucrepcTBa KyabTypsl Poccuiickoit denepanuu ot 25 aBrycra
2010 r. Ne 558

JonmoHuTEIBbHAS JIUTEPATYypa:

l. [Mucemo Muno6pazsanus P® ot 20 mexadps 2000 roma N 03-51/64 «O Mertoamyeckux
PEKOMEHIANUAX 1O paboTe ¢ JOKyMEHTaMH B 00I11€00pa30BaTEIbHBIX YIPSIKICHUIX)

2. Opranusanysi JeIonponu3BoIcTBa U ToKymMeHToooopoTta JJOY [Tekct]: meroa. pek. / JI. W.
Jlykuna. - M. : Cepa, 2009. - 128 c.

3. Conoryd, O.I. Jlenompou3BOACTBO: COCTaBJICHUE, peAaKTHpOBaHWE U  00paboTKa
JokyMeHTOB: YueOoHoe nocodue / O.I1. Conory0. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JAUNCHUIIJTINHBI
MOAYJIA)
B o6pazoBaTenbHOM IpoIEcce UCIONIb3YIOTCS:

— ydeOHBbIC ayAUTOPHUH ISl TIPOBEACHUS YYCOHBIX 3aHSTHIA, OCHAIIEHHBIE 000PYAOBaHUEM W
TEXHUYECKUMHU CpeAcTBaMU o0ydeHus: yuyeOHas wmeOenb, IIK, oOopynoBanme s
JEMOHCTpALMK MPE3EeHTAIN, HarJIaHbIE TOCOOHS;

— TMOMEIICHUS MJII CaMOCTOSITENIbHOM pabOThl, OCHAICHHBIE KOMIBIOTEPHON TEXHUKOH C
BO3MO>KHOCTBIO MOJIKIIFOUEHUS K ceTu «MHTepHeT» U 00ecredeHneM JOCTyma B JIEKTPOHHYIO
nH(popManmoHHO-00pa3oBaTeNbHYI0 cpeny MATY.

7.1 HEPEYEHbBb JIUHEH3UOHHOI'O IPOTPAMMHOI'O OBECIIEYEHUSA

JInueH3noHHoe MporpaMMHoe odecrieyeHne 0Te4eCTBEHHOr0 MPOU3BOICTBA

Kaspersky Anti-Virus

JIMIeH3HOHHOE MPOrPaMMHoe ol0ecrnevyeHne 3apy0eKHOro Npou3BoACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHOe o0eclieyeHne 0Te4eCTBEHHOI0 MPOU3BO/ICTBA
7Zip

CB0001HO pacnpocTpaHsieMoe MPOrpaMMHoe odecriedeHue 3apy0esKHOro MPOU3BOACTBA
Adobe Reader



Mozilla FireFox
LibreOffice.org

7.2 QJIEKTPOHHO-BUBJIUOTEYHBIE CUCTEMMbI:

OBC usnarenncrBa «J1anb» https://e.lanbook.com/

OBC m3narennctBa «tOpaitT» https://biblio-online.ru/

OBC «YHuBepcurerckas Oubauorexa oHixain» https://biblioclub.ru/

7.3 COBPEMEHHBIE IPO®ECCHUOHAJIBHBIE BA3bI JIAHHBIX
1. Cyne6ubie 1 HOpMaTUBHBIE akThl PO http://sudact.ru/

2. UndopmannonHo-ananmutuyeckas cucrema SCIENCE INDEX

3. DnekTpoHHas 0asza TaHHBIX Scopus

4. ba3sl manabeix komnanud CLARIVATE ANALYTICS

7.4 THOOPMALIMOHHBIE CITPABOYHBIE CUCTEMBI

1. CnpaBo4yHO-IpaBOBast nHpopManoHHas cucrema Koncynbrant [Tmroc
http://www.consultant.ru/

2. 00O «CoBpemeHHbIE MeAWa TEXHOJOTMM B  OOpa3oBaHUM H  KYJBTYpPe».
http://www.informio.ru/

8. UHBIE CBEJIEHUSI U MATEPHUAJIbI HA YCMOTPEHUME BEAYIIENA KA®EJIPHI
He npenycmotpeHo.

9. OBECIIEYEHUE OBPA30OBAHUA J1JIs1 JIML C OB3

s obecrieueHust 00pa30BaHUSI MHBAUIIOB U JIUI] C OTPAHUYCHHBIMU BO3MOXKHOCTSIMH 3/I0POBbS
peanu3anys JTUCLUIUIMHBI MOXXET OCYIIECTBISATHCA B aJalTUPOBAHHOM BHJIE, C YYETOM
cnenupuKA OCBOSHUS U JUJAKTUYCCKUX TpeOOBaHWA, WCXOAS W3 HHIWBUIYaTbHBIX
BO3MOXKHOCTEH U M0 JIMYHOMY 3asIBICHUIO 00YJaroIerocs.



