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1. HEJb OCBOEHUSA JUCHUIIJIMHBI (MOAYJIS) — dopmupoBaHue y oOydaromiuxcs
TEOPETUYECKUX 3HAHUNM M MPaKTUYECKMX YMEHUN M OpraHu3alMy AeJONpPOM3BOJACTBA,
HEOOXO/JUMBIE TPU BBHIMOJIHEHUH ONEpaluii Mo co3JaHui0 U 00paboTKe OpraHU3alMOHHO-
pacropsAAUTENbHBIX JTOKYMEHTOB, BEICHHS JICJIOBOW MEPENUCKH, aHaIM3a HH(OPMAIMOHHBIX
NOTOKOB ¥ HH(MOPMAIIMOHHOTO B3aMMOJCHCTBHS B OpraHU3allM, COBEPIICHCTBOBAHUU
TEXHOJIOTUH JTOKYMEHTAllMOHHOTO OOeCHeueHHs] YINpaBICHUS M apXWBHOro Jena Ha 0ase

HoBeWmux [T-TexHomorui, odecreueHus: TeKyIEero XpaHeHus TOKYMEHTOB.

2. TPEBOBAHMUA K PE3YJIbTATAM OCBOEHUSA JUCIUIIJIMHbBI (MOIYJISA)

B pesynbrare

KOMIICTCHIIN U

OCBOCHUA

JUCLUITINHEL

(Momynst)  (OPMHPYIOTCA — CIICIYIOITUE

CrniocoOeH ynpaBisiTh CBOMM BpPEMEHEM, BBICTpauBaTh M PEAIM30BHIBATH TPACKTOPHIO
caMOpa3BUTHUsI HA OCHOBE MPHHIUIIOB 00pa3oBaHus B TeueHue Beel sxu3Hu (YK-6)

[lepeueHb TUTAHUPYEMBIX PE3YIBTATOB OOYUCHHUS MO TUCIUIUTHHE (MOJYI0), COOTHECEHHBIX C
WHJIUKATOpaMU JOCTUKEHUS KOMIIETEHINI

Komnerenuus HNuaukaropsl Pe3yabTaTsl 00yueHus
KOMIIeTeHLM i
VK-6. Criocoben VK-6.1. 3HaTh: HOPMATHUBHBIE JOKYMEHTHI MO YHHU(PUKAIUU U
ynpaBiaTs cBouM | Ompenernser CTaHJIAPTU3AINH B obmacTu JOKYMEHTaIUH,
BpPEMEHEM, CBOM JIUYHBIE neiicTByrone Ha tepputropun P®D; rocynapcTBeHHbIE
BBICTPaNBAaTh U pecypcesl, CTaHIAPTHI U 3aKOHOAATENbHBIC aKTBI 1o
pean30BbIBATh BO3MOXXHOCTH M | IOKYMEHTUPOBAHHUIO;
TPaEKTOPHUIO OTpaHUYCHUS CHCTEMBI JJOKYMEHTAINH, TPEOOBAaHUS K COCTABICHUIO H
caMOpa3BUTHUA HA | IS 0(OPMIICHUIO IOKYMEHTOB;
OCHOBE JOCTHKEHUS TUIIOBBIE ~ MHCTPYKIIMM IO  JEJIOTIPOU3BOACTBY,
MPUHIIUIIOB MOCTABIICHHOW | peraaMeHT paboThl, JOHKHOCTHBIE HHCTPYKIUY;
00pa3oBaHUs B e OCHOBHBIC BHJBl JTOKYMEHTOB, PETIaMEHTHPYIOIINX
TE€YEHHE BCE YK-6.2. 00pa30BaTENbHYIO JESTEIbHOCTH;
KU3HH Co3maer OCHOBBI  JICJIONPOM3BOJICTBA B  00pa3oBaTEILHOM
JIOCTpanBaeT YUPEKICHUU.
UHIUBUAYAIbHY | YMETh: paloHAIBHO U 3()()EeKTHBHO OpraHW30BBIBATH
10 TPACKTOPHUIO | IEJIONPOU3BOJICTBO B 00pa3oBaTeIbHOM OpraHHU3alluy,
CaMOpPa3BUTHUS COCTaBIIATh  y4EOHO-METOIUYECKHE W HOPMATHUBHO-
IPY IOTY4YEHUHU | TIPAaBOBbBIE JOKYMEHTBI, perIaMeHTHpYIoIIne
npodeccHoHanb | NesITebHOCTh 00pa30BaTEIbHON OpPraHU3aIH
HOTO Bnagers: Meromamu, cmoco0amMuM U CpeACTBaAMHU
o0pazoBaHus MOJTY4eHUSI, XpaHEHUsI, TepepadoTKu HHPOPMAIINH,
OCHOBaMHU KOMIBIOTEPHON TPAaMOTHOCTH;
TEXHOJIOTUEH  OpraHu3allii  JEJONMPOU3BOJICTBA B
00pa30BaTEIbHOM YUPEXKACHUH.

3. YKABAHUE MECTA

JUCHUIIVIMHBI (MOAYJIsI) B CTPYKTYPE
OBPA3OBATEJIbHOM TPOT'PAMMBI.

HucuuruimHa — «/lenonpou3BoACTBO M JOKYMEHTOOOOpPOT B 00pa3oBaTeIbHOM
YUPEKACHUU» B CTPYKTYpe OCHOBHOW MpOo(hecCHOHAIBbHOM 00pa3oBaTelbHON MpOrpaMMBI
HanpasieHuss noarotoBku 44.03.05 Ilemarormueckoe oOpa3oBaHue (¢ ABYyMs MNpoUiIsIMHU
HOJTrOTOBKHM), HallpaBiaeHHOCTh (mpoduin) [Auzaiin. TexHonorus sBisercs (pakyIbTaTHBOM.



INPEIIOJABATEJIEM  (ITIO

4. OBBEM JUCHOUILUIMHBI (MOAYJSI) B 3AYETHBIX EJWHHUIAX C
YKA3AHUEM KOJIMYECTBA AKAJEMWYECKUX WJIA ACTPOHOMHMYECKHX
YACOB, BBUIEJTEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIMXCS C

BUJAM  YYEBHbLIX

CAMOCTOATEJIBHYIO PABOTY OBYYAIOIIIUXCA.

3AHSTHI)

n HA

OO1m1ast TPYI0EMKOCTh JIUCIUILTAHBI COCTABIISET 1 3a4eTHYI0 eAMHUIly Win 36 4acoB (M3
pacuera 1 3.e.= 36 yacon).
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B nHTEpakTUBHBIX (hopMax yachl UCIIOIB3YIOTCS B BUIE KPYIJIOTO CTOJIA.

MO TEMAM (PA3JIEJIAM)
KOJMYECTBA AKAJEMUYECKUX WA

5. COAEP)KAHUE JUCHUIIJIMHBI (MOAYJISA), CTPYKTYPUPOBAHHOE

BHJIOB YUEGFHBIX 3AHSITUI.

C YVYKA3AHMEM OTBEJAEHHOI'O HA HHX
ACTPOHOMUWYECKHUX YACOB H

HanmenoBanue
paszaena, TeMbI

KonTakTHas

abora

JIK

I1P

JIb

Bcero KoHTaKTHBIX

4qacoB

N3 HUX B

KoJ-Bo yacoB Ha

WHTEPAKTHBHON
CPC

KoJ1-Bo yacoB Ha
KOHTPOJIb

Pazgen 1. Conepxanue, 3HaueHue
JIETIONPOU3BOICTBA. TexHOoIOrus
OpraHu3aly JeJ0IpPOU3BOICTBA B
00pa30BaTeIbHOM YUPEXKICHUU

Paznen 2. HopmarusHo-
3aKoHOmaTenspHas 0aza. OCHOBHBIE
BUJIBI TOKYMEHTOB M CUCTEMBI
nokymeHTaruu. OcoOEHHOCTH
TIOATOTOBKH ¥ 0(hOpMIICHHS
OT/ETBHBIX BUIOB TOKYMEHTOB

Pazgen 3. ®opmupoBanue nen u
OpraHu3aIys XpaHEeHUs
JIOKYMEHTOB. DKCIIepTU3a
IIEHHOCTH JOKYMEHTOB.
TexHuueckue cpeicTna,
WCIIONb3YyEMBIC B
JIEJIONIPOU3BOJICTBE. DJIEKTPOHHBII




JOKYMEHTO0000pOT

3a4CT

HUTOI'O: 4 10 - 14 |2 22

Conep:kaHue TUCHUIIHHBI (MOYJIA)

Pazgea 1. Cogepxanne, 3HaUeHHe AejI0NPOU3BoAcTBA. TexHomorus
OpPraHM3alNH 1eJIONMPON3BO/CTBA B 00pa30BaTeJIbHOM YUpPeKIeHU

Tema 1.1 OcHOBHBbIE TEPMHUHBI U MOHSITHE «1€JI0MPOU3BOACTBO». McTOpHS BO3HUKHOBEHHSA
U OCHOBHBIE ITAMbI PA3BUTHS 1eJI0NMPON3BOACTBA. CHCTEMBbI OPraHU3aluu
naeaonpousBoacTa. [loHATHE M NPUHIMIIBI OPTAHU3ALMHU JIOKYMEHTO000pOTA

[TonsiTHE «IEenonpon3BoAcTBOY». OCHOBHBIC LIEH U 3aJla4d JeNIONponu3BocTBa. HeoOXxoauMocTh
OpTraHM3aINH JEIIONPON3BOACTBA B YUPESIKICHUHN. 3HAUCHUE JICIONPOU3BOJICTBA B ACITEILHOCTH
oOpazoBatenbHOro yupexaeHus. Cekperapb, IeI0NpOU3BOIUTEb, JOKYMEHTOBE, KaHICIISPHSL.
Hcropuyeckue dTarnbl pa3BuTHs Jenonpon3BoicTBa B Poccun. CoBpeMeHHOE rocyaapCTBEHHOE
peryiaupoBaHue  Jenonpou3BojacTBa. CHUCTEMBbI  JENONPOU3BOJICTBA:  IICHTPAIM30BaHHAS,
JeleHTpann3oBaHHast, cmemanHas. Crpykrypa u 00BEM gokymMeHToOOOpoTa. (OCHOBHBIC
NPUHIUITBI OPTaHU3aIluN PA0OTHI C IOKYMEHTOIIOTOKAMH, KaK CO3J]aHUE ONTUMAJIBHBIX YCIOBHUI
JUIE  BCEX BHIOB paboTel ¢ JokyMeHTamHu. OpraHu3allioHHash CTPYKTypa IepcoHaia,
00eCTeurBarOIEro padoTy ¢ TOKyMEHTAMHU.

Tema 1.2 PexkBu3uTHI 10KyMeHTOB. Perucrpanust 1 uHaekcanusi 10KyMeHToB. CTpyKTYypa 0a3
AaHHBIX J0KyMeHTOB. I[Ipuem, o0pa0oTka M pacnpenesieHHe NOCTYNAKIIMX JOKYMEHTOB.
Opraauzanus 00pad0TKH U Nepeaayu OTIPABJIAEMbIX TOKYMEHTOB.

[lonsitue pexBuzuTa MOKymMeHTa. Buasl pekBusutoB. I[lpaBuna odopmiieHHs PEKBU3UTOB
nokyMeHTOoB.  Dopmynsip-oOpaszen.  bmank gokymenta. Bwuabsl 6mankoB. TpebOoBaHus K
Omankam gokymeHToB. lllaGmonsl. MHaekcanust U perucrpanust TOKyMeHTOB. Buasl 1 Gopmbl
perucTpalyuu NOKYMEHTOB. TpeOoBaHHA K TEKCTaM CIIy)KEOHBIX JOKYMEHTOB: KPAaTKOCTh M TOYHOCTh
N3JI0XCHUA I/IH(l)OpMaHI/II/I, HUCKIIIOYCHHUE JIBOSKOI'O TOJIKOBAHMA, O0OBEKTUBHOCTL U OOCTOBEPHOCTH
I/IH(I)OpMaLII/II/I, COCTABJICHUC IIPOCTBIX JOKYMCHTOB, CTPYKTYPHPOBAHHWC TCKCTAa AJOKYMCHTA, HINPOKOC
HUCIIOJIB30BaHUC Tpa(i)apeTHLIX W TUIOBBIX TCKCTOB IIPU ONHNCAHUHN MOBTOPAIOIIHNUXCA YIPABICHYCCKUX
cutyanuid. SI3bIK U CTHJIb CITY)KEOHBIX JOKYMEHTOB. JTambl OOpaOOTKM BXOMSIIUX JOKYMEHTOB.
[lepBuunas o00paboTKa BXOISAMIMX JOKYMEHTOB. Perucrtpupyemple U HEpPETUCTPHPYEMbIE
nokyMeHTHI. [IpeaBapuTennbHOE PacCMOTPEHHUE JOKYMEHTOB ISl HAMPABIICHUS] UCTIOTHUTEISIM.
Pezomronus.

[Topsimok  TMOATOTOBKM  UCXOIAIIMX JOKYMEHTOB. (CoOCTaBJIIeHHE TMPOEKTa JIOKYMEHTa,
coriacoBaHue, nmoanucanue (yTrBepklaeHue), TupaxupoBaHue. CrocoObl U METOJbI OTIPAaBKU
UCXONAIIMX JOKYMEHTOB. OOmas XapaKTepHCTHKa CIyKeOHOW mepenucku. PasHoBumgHOCTH
CIIy’)keOHBIX THCEM (COMPOBOIUTENHHOE MHCHMO, MUCHMO-TIPOCKOA, MUCHMO-3aMpPOC, MUCHMO-
OTBET, MHCHMO-COOOIEHHE, HWHPOPMAIMOHHOE TMHCHhMO, TapaHTUHHOE MHCHMO, MHUCHMO-
MpUTJIalIeHue U T.11.).

Tema 1.3 Ilopsitok Npoxo:KaeHHsi BHYTPEHHHUX JOKYMeHTOB. OpraHusanusi KOHTPOJIA 3a
HCIOJITHEHUEeM J0KyMeHTOB. PaGora ucnoHureseil ¢ fokyMeHTamMu. Opranusaunus noMcKoBom
CHCTEMBbI 110 JOKYMEHTaM.

BHyTpeHHue noKyMeHThl 00Opa3oBaTeNbHOM OpraHu3aluu (3asBICHUsS, CIy>KeOHbIE 3alMCKH,
JIOKJIa/IHbIe, OOBSCHUTEIbHBIC, CIIPaBKH, CBOJKM, OTYeTHl M J1p.). Iloxroroska, odopmienue,
peructpanus. IIpaBuiaa MOCTaHOBKM JOKYMEHTOB Ha KOHTPOJb. ITOpsOK CHSTHSA OKYMEHTOB C
KOHTpoiA. OT4er Mo WCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOJIHEHUE
JOKYMEHTOB COTPYAHMKaMU B COOTBETCTBUM C UX JOJDKHOCTHBIMU OOS3aHHOCTSIMH H




pEe30JIIOIMEd  PYKOBOJUTEIIS. OTBETCTBEHHOCTh 32 HECOOJOJICHHE TpeOOBaHMI
HUCIOJIHUTEIIHCKOU JUCHUIIIINHBI, 3a HCTIPpaBUJILHOC HUCITOJIb30BaHUC HCﬁCTBYIOHIHX
HOPMAaTUBHBIX JOKYMEHTOB B MOJTOTOBKE, OPOPMIICHHHM U HCIIOJIHEHUU JAOKYMEHTOB B CpOK.
[TouckoBast cucrtemMa JOKYMEHTOB - KapTOTEKHM U KIACCU(UKAIIMOHHBIC CIIPABOYHHUKH. Bubi
KapToTeK. Buspl kitaccupuKalnoHHbIX CIPAaBOYHUKOB.

Tema 1.4 CnocoObl M MeTOAbl [OCTABKHM [I0KYMeHTOB. O0padoTka KOH(PHUIEHIUAIBLHBIX
JOKYMEHTOB M JIOKYMEHTOB /Il CJIY’KeOHOr0 TOJIb30BAHUSL. JKCKYPCHMS B  OTHe]d
AJIONPOU3BOACTBA MypPMaHCKOI0 AapKTHYECKOIr0 rOCYIapCTBEHHOI0 YHHBEPCUTETA.
Opranuzaiiysi TOYTOBOM, KyphEPCKOM M SKCHPECC-T0CTaBKUA AOKYMEHTOB. [IOHATHS: «IIeHHOCTH U
0e3omacHOCTh HH(MOpPMALUN», «KOHPHUIECHUIUATBHOCTEY», «yrpo3a KOH(UIEHIUATBHOCTH,
«3amura wuHGOpManum». be3omacHOCTh IEHHBIX WH(POPMAIMOHHBIX pecypcoB. llenHas
uH(popMalrsa 1 KOH(UIEHIMAIbHbIE JOKYMEHThI. PernmamenTanus cocraBa KOH(GUACHIIMATbHBIX
CBeJcHHI W JOKyMEHTOB. Ilopsimok paboThl ¢ KOHPUACHIUATHHBIMU JIOKYMEHTAMH U
matepuanamu. Kondunenuuansnas nadopmanus u cBeIeHUS B A TEIBHOCTH 00pa30BaTeIbHON
OpraHu3aIuu.

Paznen 2. HopmaTtuBHO-3aKoHOAaTeabHAs 6a3a. OCHOBHBIE BHAbI JOKYMEHTOB U
CHCTEeMBbI JOKYMeHTAaluu. OCO0eHHOCTH NOATOTOBKHU M 0OpMJIeHHS OTACJbHbBIX
BH/IOB JIOKYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIE © HOPMATHBHO-METOAMYeCKHe JOKYMEHTHI 110
aejonponssoacTsy. HopmaTuBHO-3aK0HOAATEIbHbIE © HOPMATHBHO-METOANYECKHE
JOKYMEHTBI 110 ADXHUBHOMY JeJ1y.

3akoHogarenbHbIe akThl Poccuiickoit @enepanyu 1 MypMaHCKO# 001acTH, periaMeHTUPYIOLIUE
JIETIOTIPOU3BOJICTBO M apXUBHOE Je)10. ['ocymapcTBeHHbIE CTaHIAPThl U YHU(DHKAIKMA B 001acTH
JIEJIONPOU3BOJICTBA M apXWUBHOro Jena. WHCTpykuusa MO JeI0npou3BOACTBY MuHucTtepcTBa
oOpa3oBanus U Hayku Poccuiickoit ®@enepannu. MeToauueckre peKkoMeH1aluu 1o pa3paboTke
HOMEHKJIATYpbl U HWHCTPYKLHU MO JEeJIONPOU3BOACTBY B 00pa30BaTENIbHOM YUPEKICHUU.
Tunosble MepevyHH C yKa3aHHEM CpPOKOB XpaHEHHUs JOKyMeHTOB. IlpaBuna pa®oTbl apXxuBOB
OpraHu3aIuu.

Tema 2.2 Knaccnpukanusa nokymenros. FOpuandeckas cumiia gokymenra. Haznavenue n
COCTaB  OPraHU3allMOHHO-TIPAaBOBOH  NoKyMmeHTanuu. Ha3nauenme u  cocraB
OPraHu3anOHHO-PACIOPSAANTEIbHON NoKyMeHTanuu. HazHayeHue M cOCTaB CIIPaBO4YHO-
HH(OPMANMOHHOH TOKYMEHTALMH.

Knaccugukaius 10KyMEHTOB, €€ OCHOBHBIE NMPHU3HAKHU. ['pyMIbl TOKYMEHTOB - JJOKYMEHTHI O
o0MM ¥ aJMUHHCTPAaTHUBHBIM BOIIpOcaM, T.€. IO BONpoOcaM OOIEro pyKOBOJCTBA
OpEANpUsATHEM U €ro  JeATENIbHOCTBIO; - JOKYMEHThl 10 (YHKLUUSAM  YIPaBICHMS.
Knaccudukanus ciayxeOHbIX JOKYMEHTOB: IO aJMMHHMCTPaTHMBHBIM BOMpOCaM; IO BOIpPOCam
MaTepHaIbHO-TEXHUUECKOr0 CHAO0XKEHUs; JTOKyMEHTAalMs MO IUIAHMPOBAHUIO; IO ONEpaTUBHOM
JESTEIbHOCTH; IO OyXTaJITepCKOMY Yy4eTy; IO MOJArOTOBKE M PpAcCTaHOBKE KaJpoB M T.A.
Knaccugukanuss 1mo HauMMEHOBAaHUIO: NPUKA3bl, PACIOpPSHKEHMs, IUIAaHbI M OTYETHl, AaKTHl,
IIPOTOKOJIbI, TOTOBOPHBI, YCTaBbl, MHCTPYKIUH, TOBEPEHHOCTH M T.H. Knaccudukanus mo mecry
COCTaBJIEHUS, 1O CTENEHH YHH(HUKAIMU, MO MPOMCXOXKAECHUIO, MO BUAY OdopMIeHHs, MO
crioco0y (¢dukcanuu HWHPOPMAIMK, TO CTETEHH CJIOKHOCTH, MO CTENEHW TJIaCHOCTH, II0
IOpUAMYECKON CUJIe, [0 CpOKaM MHCIOJHEHHSA, II0 CPOKaM XpaHEHMs, IO CTEIEHU
0053aTeNIbHOCTH.

CucreMa opraHu3aliMOHHO-TIPAaBOBON JOKYMEHTAIMU (YCTaB yUPEKICHMSI, TOJI0KEHUS, IITATHOE
pacnucaHue, JOJDKHOCTHble HWHCTpyKuuu). Cucrema oOpraHu3aliiOHHO-PaCHIOPSAUTENbHOM
JOKyMeHTaluu (ykas, IpHKa3, BBIMKUCKA U3 NPUKa3a, paclopsikeHue, noctaHopiaenue). Cucrema
CIPaBOYHO-MH(GOPMALIMOHHON JOKYMEHTAlMK (IIPOTOKOJI, aKT, 3asBJICHUE, TOKJIaHas 3alucKa,



NpeyIoKEHNE, MpeCTaBlIeHue, Ciy)keOHasi 3amucka, oO0bsicHUTeNnbHas). Cxema MOATOTOBKHU
paclopsiANTENbHBIX TOKYMEHTOB. [IopsaIoK CHATHSA 1 BbIIAYM KOIUI ¢ JOKyMEHTOB.

Tema 2.3 JlokajibHble HOPpMaTUBHBbIE aKThl. CocTaB M padoTa ¢ KaJAPOBOH JOKYMeHTallHel.
[Tonoxxenus, mpaBuiaa, HHCTPYKUMHM (TpaBuiIa BHYTPEHHErO TPYAOBOIO  pacHopsiika,
WHCTPYKIIMU O TOPSJKE OCYIIECTBICHUS KaKOU-IMOO AESITEIIbHOCTA WU MOPSIIKE TPUMEHEHUS
MOJIOKEHUN 3aKOHOJATEIbHBIX M HMHBIX HOPMATHBHBIX AKTOB, IOJIOKEHHS O CTPYKTYPHBIX
MOJIpa3/IeIICHUsX, KOJUIEKTUBHBIN TOToBOp H Ap.). [lopsnok odopMiIeHUS U MOIIUCAHUS ITHX
JIOKYMEHTOB ISl IPUMEHEHHUSI KaK CaMOCTOSITENIbHBIX IPAaBOBBIX aKTOB. [IoHsATHE M CTpyKTypa
MEePCOHATBHBIX AaHHBIX. O0s3aTeNbHBIC KaIPOBBIE TIOKYMEHTHI 00pa30BaTEIbHON OpPTraHU3aIINH,
UX BHJIbI, COCTaB, HOPMATHUBHbIC TPeOOBaHUS K BEICHUIO KaJIpOBOM JTOKyMEHTAalUU (IIPUKa3bl U
paclopsDKEHHsT 110 JIMYHOMY COCTaBy, 3asBIICHHE, TPYAOBOW JIOrOBOp, JOJDKHOCTHAs
WHCTPYKIUS, TPYAOBas KHIKKA, JIUYHAS KapTOyKa, JMYHOE JAeo). [IBuxkeHHe U XpaHeHue
KaJpoBOW JOKymeHTauuu. JKypHanel M KHUTM ydeTa. VcnojiHEHME COUMAIbHO-IIPABOBBIX
3aMpocCoB.

Pa3pnen 3. ®opMupoBaHme /1e/1 1 OPraHU3alusi XPaAaHEHUsSI JOKYMEHTOB. JKCIePTU3a
LHEHHOCTH JOKYMeHTOB. TexHn4eckue cpecTBa, HcmoJib3yeMblie B
AeJIONPOU3BOJACTBE. DJIEKTPOHHBIN IOKYMEHT0000pOT

Tema 3.1 IlpaBmia cocTaB/ieHHSI HOMEHKJIATYpPbI JeJ y4dpexaeHus. DopmupoBaHue H
odpopmiienne geq. OpraHu3anusi ONEPATHBHOIO XpaHeHUsl AOKyMeHTOB. PopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM y4pPeKICHUH.

IlonsiTe o «uene». Homenkiatypa nen. CocraBieHne HOMEHKJIATyphl Jel B
00pa30BaTEIbHOM YUPEXKJICHHUH. dopmupoBaHHUE JEIL. IIpu3Haku 3aBeneHus nei:
HOMMHAJIBHBIM, TPEIMETHO-BOIPOCHBIN, AaBTOPCKUM, KOPPECHOHJEHTCKUMN, TreorpapuuecKui,
xpoHosnorndeckuii. Buapl apxusoB. TpeOoBanus k apxuam. [lopsnok nepegauu J0KyMEHTOB Ha
apxuBHOE XpaHeHue. CucreMaTHu3alys TOKyMEHTOB B apxuBe. PaboTa ¢ Hay4dHO-CIIPaBOYHBIM
anmaparoM (MCTOpUYECKas CIpaBKa, ONUCH Jiel IOCTOSHHOIO M BPEMEHHOIO0 XpaHEHUs
JIOKYMEHTOB, KHUTH y4e€Ta U JIBUKEHUS JIEN).

Tema 3.2 Jles;a MOCTOAHHOIO W BPEMEHHOI0 CPOKAa XpaHEeHHsl. JKCIEPTHAs KOMMCCHS
yupesxaenusi. [lopsiiok yHu4TOKEHUSI AOKYMEHTOB.

OcoOeHHOCTH XpaHEHUs JAeNl MOCTOSHHOro, BpeMeHHOro (cBeime 10 5eT) u Jien mo JIMYHOMY
cocraBy. Ilopsmox mnepemaunm gnen B l'ocynmapcTBeHHble apxuBbl. Co3ZaHME DKCIEPTHON
KOMUCCHM yupexaeHus. [IpoBeneHue sKkcmepTus3bl LEHHOCTH JAOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3ac€aHMil KOMHMCCHM M aKTOB Ha yHMUTO)KeHue pein. Ilpouenypa yHUYTOXEHMS
JOKYMEHTOB.

Tema 3.3 MHcnouan3oBanme IIK B pgenonpoumssBoacrBe. CpencrBa KONUPOBAHUS M
onepaTuBHOro pasmuoxxeHusi. IIpuem u 00padoTka JOKYMEHTOB, IOCTYNAIOIIKX N0 KAaHAJIAM
3JIEKTPOHHOM MOYTHI M (pakcuMuiIbHOI cBsizu. [IpaBuiia 6e3onacHoii padoThI ¢ OPIrTEXHUKOIA.
KommnbroTepHble cpeacTBa MOJATOTOBKM  JOKyMEHTOB. lcmosnb3oBaHue IAaOJIOHOB — JUIs
dopmHpoBaHUs JOKYMEHTOB Ha KoMmIbioTepe. lcmonb3oBaHHe B KOMIbIOTEpE OJIaHKOB
nokyMeHToB. Co3aaHue OJIaHKOB JOKYMEHTOB B KOMIIbloTepe. V3roroBiieHUe, KOMPOBAaHUE U
TUpaXUpOBaHHUE JOKyMeHTOB. CpencTtBa 00pabOTKU NTOKYMEHTOB. JIOKYMEHTHI, TiepeaBacMbie
0 KaHajaM CBs3M (Telerpamma, Telekc, (akcorpamma, TtenegoHorpamma). Ilonsarue
«oprrexHukay. OCHOBHbIE BUIbl OPraHU3AIMOHHON TexHUKHU. [IpaBuna TeXHUKH 6€30MacHOCTH
pabOTHI C OPTTEXHUKOM.

Tema 3.4 DiiekTpoHHOE NOKyMeHTHPOBaHue. IloHsITHE «3JICKTPOHHBIN JOKYMEHT).
[IpeumymiecTBa mepenayd JOKyYMEHTa C KOMIIbIOTEpa Ha KOMIIbIOTEp.  YCTaHOBKAa Ha



KOMIIBIOTEPE CHEUAIBHO BBIICICHHON MANKy Ul NOCTYNAIIKUX TOKyMEeHTOB. IIpenMyiuecrsa
anekTpoHHoM mouthl. Jloctynm k Internet. Cucrema peructpauuu u KoHTpois. Co3naHue
JIEKTpOHHOW 0a3pl JaHHbIX. [loMck 1OokyMeHTa. OKCKypcus B apxuB MypMaHCKOTro
ApPKTUYECKOI0 FOCYAapCTBEHHOTO YHUBEPCUTETA.

6. TEPEYEHb  YYEBHO-METOJMYECKOIO  OBECHEYEHUS,
HEOBXOAMOTO JUISI OCBOEHWSI TMCHOUTLINHBI (MOIYJIST).

OcHoBHas1 iuTEpaTypa:

1. Oenepanpablii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM Jene B Poccwuiickoit
Oenepanuny (pen. denepanbHbix 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, o1 27.07.2010 Ne 227-D3)

2. OenepanpHblii 3ak0H "O0 WHpOpMaKy, HHPOPMATH3AUHN U 3amuTe HHpopMauu". 3aKoH
nonmucan [Tpesunentom Poccuiickoit deneparuu 20 dhespains 1995 roga N 24-03

3. 3akoH Mypmanckoit obmact ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM Jene B
MypMaHCKOH 00J1acTH

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

5. OenepanbHblil 3ak0H oT 2 Masg 2006 r. N 59-@3 "O nopsake paccMOTpeHHs 0OparieHui

rpaxkaan Poccuiickoit @enepannn” C n3aMEeHEHUSIMH U JOTIOTHEHUSIME OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 ., 24 Hos0ps 2014 T.

6. [lpaBuia nenmompon3BoAcTBa B (efepalbHBIX OpraHax  MCIOJIHUTENBHON — BIIACTH
(yrBeprkaeHsl nocranosneHueM [IpaBurtensctBa Poccuiickoit deneparun ot 15.06.2009 Ne 477
7. [lepeueHb THIIOBBIX YIPABICHYECKHX apXHBHBIX NOKYMEHTOB, 00pasyrolIuXcs B Ipolecce

JIESATENIbHOCTU ITOCYJAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPaBJIEHUs U OpraHu3alllii, ¢ yKa3aHUEM
CPOKOB XpaHEHUs. YTBEpKICH MpukazoM MUHHUCTepCTBa KylbTypsl Poccuiickoit @eneparmu ot 25 aBrycra
2010 r. Ne 558

JomoHuTeIBbHAS JIUTEpATYypa:

1. [MTucekmo MunoOpaszBanust PO ot 20 gexabps 2000 roma N 03-51/64 «O Meroandeckux
PEKOMEHJAIHMSX 110 paboTe ¢ JOKYMEHTAMH B 00IIe00pa30BaTEIBLHBIX YUPEIKICHHSIX)

2. Opranuzanus AeIoNpon3BoACTBa U ToKyMeHToobopoTa JOVY [Tekcr]: meron. pek. / JI. U.
Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Conoryd, O.I1. Jleaompou3BOACTBO: COCTaBJICHWE, pEAaKTHPOBaHWE W  00paboTKa
nokymeHToB: YuebHoe mocobue / O.I1. Conory6. - M.: Omera-J1, 2013. - 207 c.

7. MATEPUAJTBHO-TEXHUYECKOE OBECIIEYEHUE AACHUITIIINHBI
MOAVYJIsA)
B o6pazoBaTenbHOM mporiecce UCIOIb3yIOTCS:

— y4eOHBbIC ayJUTOPUU NJIsi TPOBEACHUS Y4€OHBIX 3aHATHM, OCHAIIEHHbIE 00OpYJIOBaHUEM U
TeXHHYECKUMU CpelcTBaMu oOydeHus: yuyebHas weOenb, [IK, oOopynoBanme nams
JIEMOHCTpAIINH TPE3EHTAIUHN, HATJISTHBIE TTOCOOS;

— TIOMEIIEHHUS [JIi CaMOCTOATENIbHONW pPaOOThl, OCHAIICHHBICE KOMITBIOTEPHOM TEXHUKOU C
BO3MOXKHOCTBIO MOJIKITFOUeHUS K ceTH «HTepHeT» 1 00ecreueHueM I0CTyIa B AIEKTPOHHYIO
nH(pOopMaMoHHO-00pa3oBaTeNbHYIO cpeny MATY.

7.1 HEPEYEHbB JIMINEH3NOHHOI'O IPOT'PAMMHOI'O OBECIIEYEHUSA

JIuneH3uoHHOEe MpOrpaMMHoOe odecriedeHne 0Te4eCTBEHHOr0 MPOU3BOICTBA

Kaspersky Anti-Virus

JIMLeH3HOHHOEe MPOrpaMMHoe odecneyeHne 3apy0eKHOro Npou3BoOACTBA

MS Office

Windows 7 Professional

Windows 10

CB000/1HO pacnpocTpaHsieMoe NpPorpaMMHoOe odecriedeHne 0Te4eCTBEHHOr0 MPOU3BOICTBA
7Zip

CB000/1HO pacnpocTpaHsieMoe MpPorpaMMHoOe odecriedeHne 3apy0e;KHOT0 MPOU3BOACTBA
Adobe Reader



Mozilla FireFox
LibreOffice.org

7.2 QJIEKTPOHHO-BUBJINOTEYHBIE CUCTEMMbI:

9BC u3narenscra «Jlanpy» https://e.lanbook.com/

ObC u3narenscrBa «tOpaiit» https://biblio-online.ru/

OBC «YHuBepcureTckas oubmnoreka ommain» https://biblioclub.ru/

7.3 COBPEMEHHBIE IPO®ECCHUOHAJIBHBIE BA3bI IAHHBIX
1. CyneOnble u HopMaTtuBHBIE akThl PO http://sudact.ru/
2. Uapopmanmonno-ananmutraeckas cuctema SCIENCE INDEX

3. DnexTpoHHas 6a3a TaHHBIX Scopus
4. bas3el manupix komnannu CLARIVATE ANALYTICS

7.4 THOOPMALMNOHHBIE CITPABOYHBIE CUCTEMbI

1. CrnipaBouHO-TIpaBOBast UH(POPMALIMOHHAS cucreMa KoHncynbTant ITmroc
http://www.consultant.ru/

2. 000 «CoBpeMeHHBIE MeAMa TEXHOJIOTMM B  00pa3oBaHUM U KYJIbTYpe».
http://www.informio.ru/

8. UHBIE CBEJIEHHS U MATEPUAJIBI HA YCMOTPEHUE BEAYIIEN KA®EJIPHI
He npexgycmorpeno.

9. OBECIIEYEHUE OBPA30BAHUA AJIs JIMIL C OB3

s obecriedenust 00pa30BaHUs UHBAIUAOB U JIHII C OTPAHHYEHHBIMHA BO3MOKHOCTSIMU 3/I0POBBS
peanu3anus JUCHMIUIMHBI MOKET OCYIIECTBISATHCS B aJalTUPOBAHHOM BHJIE, C Y4YETOM
cnenupuKd OCBOEHUS U JUJAKTUYECKUX TpPeOOBaHMM, WCXOlId €3 HMHIUBUIYaTbHBIX
BO3MOXXHOCTEH U 110 JITYHOMY 3asIBJICHUIO 00YJaroIerocs.


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

