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1.HEJb OCBOEHUA AUCHUIIJIMHBI (MOAYJISI)—- dopmupoBanue y 0OydaroUIUXcs
TEOPETUYECKNX 3HAHUH M TPAKTHUECKUX YMEHUH I OpraHu3aluu JIeJIONPOU3BOJICTBA,
HEOOXOIMMBIE TPU BBHINOJHEHUHM ONEpaluid MO CO3JaHUI0 M 00pabOTKE OpraHU3alMOHHO-
pacropsaAUTENbHBIX JOKYMEHTOB, BEJICHHS JEJIOBOM TEPENHCKH, aHaiu3a HH()OPMAIMOHHBIX
MOTOKOB ¥ HWH(POPMAIIMOHHOTO B3aMMOJEHCTBHS B OpraHHW3alld, COBEPIICHCTBOBAHUHU
TEXHOJIOTHH JTOKYMEHTAIIMOHHOTO OOEeCTeueHHs YIpaBJICHUS M apXUBHOTO Jena Ha 0Oasze

HoBenmux [ T-TexHomoruii, o6ecrneueHns TeKyImero XpaHeHus: JOKyMEHTOB.

2. TPEBOBAHUA K PE3YJIBbTATAM OCBOEHUA JUCHUITJIMHBI (MOYJIA)

B pesynbrare

KOMIICTCHIINH:

OCBOCHUA

JUCLIUILINHEI

(Momyns) ¢opMHpYIOTCS — CIIEAYIOIIHE

Cnioco0OeH oCyIIecTBIATh JeIOBYI0 KOMMYHHUKAIIMIO B YCTHOM M MMCbMEHHOM (OopMax Ha
rocyaapcTBeHHOM s13bike Poccuiickoit @enepanuu u nHocTpanHOoM(bIX) si3bike(ax) (YK-4);

CriocobeH ynpaBisiTh CBOMM BpPEMEHEM, BBICTpaMBATh M PEaTM30BBIBATH TPACKTOPHIO
CaMOpa3BUTHS HAa OCHOBE MPUHIUIIOB 00pa30BaHus B TeueHue Beel xu3Hu (YK-6)

[lepeyeHs TUTaHUPYEMBIX PE3YIHTATOB O0YUCHHUS 11O JUCITUIUTHHE (MOIYJII0), COOTHECEHHBIX C
VMHJIUKAaTOPaMU JOCTUKEHUSI KOMIIETEHIUN

KoMnerenuus

HNuaukaropsl
KOMIIeTeHIui

PesyabTaTsl 00y4yeHus

VYK-4. Criocoben

VK-4.1. Baageer

3HaTh: HOPMAaTUBHBIC JOKYMCHTBI o

OCYILECTBIIATh CHUCTEMOM HOpM yHU(UKAIMU M CTaHAAapTU3aluud B 00JacTH
JIEJIOBYIO pyccKoro JOKYMEHTalM, JIEHCTBYIOINE Ha TEPPUTOPUHU
KOMMYHHKAIIUIO B | JJUTEPATypHOTO si3bika | PD; roCyJJapCTBEHHBIE CTaHJapThI u
YCTHOU U IIPU €ro 3aKOHOJATEIIbHBIE aKTBI o
MUCbMEHHON UCIIOJIb30BAHUH B JOKyMEHTHUPOBAHMIO;
dopmax Ha KauecTBe CHCTEMBl  JOKyMEHTAllMH, TpeOOBaHUS K
rOCyJapCTBEHHOM | FOCYJIapCTBEHHOI'O COCTABJICHUIO U O OPMIICHHUIO JOKYMEHTOB;
a3plke Pocculickol | s3bika PO 1 HOpMaMu TUIIOBBIE MHCTPYKIUU IO JEIOIPOU3BOJCIBY,
denepanyuu u MHOCTPAaHHOTO(BIX) periaMeHT paboThl, JOHKHOCTHBIE HHCTPYKLINY;
MHOCTPAaHHOM(BIX) | S3bIKA(OB), UCIIOJB3YET | OCHOBHBIE BH/JIbI JOKYMEHTOB,
s3bIKe(ax) pasznuyHbie POPMBI, perIaMeHTHPYIOITUX 00pasoBaTenbHYIO
BU/Ibl YCTHOU U JESITENIbHOCTD;
MUCbMEHHON OCHOBBI JIEJIONIPOM3BOJICTBA B 00pa30BaTeIbHOM
KOMMYHHKAIIH. YUPEXKICHUH.
YK-4.2. Ucnions3yeT YMeTb: paroHaIbHO u s¢heKkTUBHO
A3BIKOBBIE CPEACTBA OpraHU30BbIBATH JIEJIONPOU3BOACTBO B
JUI JOCTHXKEHUS o0pa3oBaTeNbHON  OpPraHU3alluM; COCTABIATh
npo¢eCCUOHATBLHBIX y4e0HO-METOTUIECKIE u HOPMaTUBHO-
1eJIel Ha PyCCKOM U MPaBOBbIE  JIOKYMEHTHI, pPEerjJaMEeHTHUPYIOIINe
MHOCTPaHHOM(BIX) JeSITeIbHOCTh 00Pa30BaTEIbHONM OpTraHU3aIIH

s3pIKe(ax) B paMKax

Bnanets: MECTOAaMU, crocodaMu U CpeacTBaMu

MEKJIMYHOCTHOTO U TOJTYYCHHSI, XpaHEeHHUSI, nepepaboTKH

MEXKKYJIBTYPHOTO nHpopmanuu, OCHOBaMH KOMITBIOTEPHOU

OOIIeHUSI. IPaMOTHOCTH;  TEXHOJIOTHEHl  OpraHM3aIu
YK-6. Cnocoben | YK-6.1. OuenuBaer JIeJIONPOU3BOICTBA B 00pa3oBaTebHOM
YIPaBJIATh CBOMM | JITYHOCTHBIC PECYPCHl | yUpexKICHHH.

BpEMEHEM, M0 TOCTHKEHUIO 11eiel
BBICTpauBaTh U CaMOpa3BUTHUSA U
pealin30BbIBaTh YIpaBlIEHUS! CBOUM

TPAaEKTOPUIO

BpPECMCHCM Ha OCHOBC




CaMOpa3BUTHUS HaA MMPUHIIUIIOB

OCHOBE o0pa3oBaHUs B TEUEHHE

MIPUHLIAIIOB BCEU JKU3HHU.

oOpa3zoBaHus B YK-6.2. Kpurnuecku

TEUYECHUE BCEU OLICHUBAET

KU3HHA 3¢ peKTUBHOCTH
HCIIOJIb30BaHUS

BPEMEHU U IPYTUX
pecypcoB npu
peanu3anim
TPacKTOPUU
CaMOPAa3BHUTHSL.

3. YKABAHUE MECTA IUCHUIVIMHBI (MOAYJisA) B CTPYKTYPE
OBPA3OBATEJIbHOM ITPOT'PAMMBI.

HucnuiuinHa — «/lemonpous3BoACTBO W JOKYMEHTOOOOPOT B 00pa3oBaTeIbHOM
YUPSKACHUW»  OTHOCHUTCS K  (akymbraTHBaM  4YacTH, (OPMHUPYEMOHl  y4aCTHHKAMHU
00pa30BaTEeNLHBIX OTHOIICHUH OCHOBHOW MPO(ECCHOHAILHOW 00pa30BaTebHOM MPOTrPaMMBI 10
HanpaBieHuto moarotoBku 44.03.05 Ilemarormueckoe obOpa3oBanue (C AByMS TpOPHISIMHU
noaroToBku) Hampasnennocts (mpodunn) Maremaruka. MadpopmaTtuka.

4. OBBEM UCHHUIUVIMHBI (MOAYJIsA) B 3AYETHBIX EJUHUIOAX C
YKA3ZAHUEM KOJMYECTBA AKAJEMMWYECKHUX WJIN ACTPOHOMMUYECKHUX
YACOB, BBIIEJEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIUXCHA C
NPEINOJABATEJIEM (II0 BHJIAM YYEBHBIX 3AHATHN) ©W HA
CAMOCTOATEJIBHYIO PABOTY OBYYAIOIIIUXCHA.

OO0mast TpPyA0EMKOCTh JUCITUTLTAHBI COCTABIISAET | 3aUETHYIO €IMHUITY WK 36 4acoB (U3
pacueta 1 3.e.= 36 yacoB).
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B nHTepakTHUBHBIX (popMax yachl UCIIOIB3YIOTCS B BUAE KPYTJIOTO CTOJIA.

5. COAEPXKAHHUE JAUCHUIIVIMHbBI (MOAYJISAA), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JAEJIAM) C VYKA3AHMEM OTBEJIEHHOI'O HA HHUX
KO/IMYECTBA AKAJEMHUYECKHX HWJIM ACTPOHOMHMYECKHUX YACOB U
BHUI0OB YUEBHbBIX 3AHSATUIL.




KourakTHas 5
A
abota s <
= >§ s =
~ o [aa) m
Ne s g | 3 S
HaumenoBanune JIK | TIP | JIb o S & ®
o/o o m E = =
> =]
pasnena, TeMbI = w 5 o o 3
o m = oy [a) mn o
58S | T2 | 20| & E
O o> o A O o
My | S | MO| ¥EZ
1 | Pazpen 1. Conep:xanue, 3HaUCHUE 2 2 - 3 6

JIEJIONPOU3BOACTBA. TEXHOIOTHS
OpraHM3aliy JeI0IPOU3BOJACTBA
B 00pa30BaTeIbHOM YUPEKACHUU

2 | Paznen 2. HopmartuBHo- 2 4 - 5 1 8
3aKOHOJaTeIbHas Oa3a.
OcHOBHBIE BU/IBI TOKYMEHTOB H
CHCTEMBI JOKYMEHTAIIH.
Oco0eHHOCTH TOATOTOBKU U
o(hopMIICHUS OT/ENIBHBIX BUIIOB
JIOKYMEHTOB

3 Pazgen 3. ®opmupoBanue nen u - 4 - 6 1 8
OpraHu3aIys XpaHEeHUs
JIOKyMEHTOB. JKCIepTH3a
[IEHHOCTH JOKYMEHTOB.
TexHuueckue cpeicTna,
HCIIONb3yEMBIE B
JIeJI0NIPOU3BO/ICTBE.
DNEeKTPOHHBIA JOKYMEHTOO0OPOT

3a4CT

HUTOIO: 4 10 - 14 |2 22

Conep:xanue TMCUMILVIMHBI (MO1YJIs1)

Pasnea 1. Copep:xanue, 3HaUeHHe JeJIONPOU3BOACTBA. TexHonorus
OpraHU3alMu 1eJONPOU3BOACTBA B 00pa30BaTEIbHOM YUpeKIeHHU

Tema 1.1 OcHOBHBbIE TEPMUHBI U IOHATHE «/1eJIONPOU3BOACTBO». UCcTOPHSI BOSHMKHOBEHUS
U OCHOBHBIE 3TaNbl PA3BUTHS /1€J10NPOU3BOACTBA. CHCTEMBbI OPraHu3anumn
aeaonpousBoacTsa. [loHATHE M NPUHUIMIIBI OPraHU3ALUM JOKYMEHT0000poTa

[Tonstue «aenonpon3BoAcTBo». OCHOBHBIE 1IENIN U 3a/1a4y Aejonpon3BoacTBa. HeoOxoaqumocts
OpraHu3aIiy JeJIONPOU3BOCTBA B YUPEKICHUH. 3HaAUYCHUE JICIONPOU3BOCTBA B AE€ATEILHOCTH
oOpa3oBaTenbHOro yupexxaeHus. Cexperapb, IeI0NPOU3BOAUTENb, TOKYMEHTOBE, KaHIIEIAPHSI.
Uctopuueckue stanbl pa3BUTHS AEN0NPor3BoACcTBa B Poccun. CoBpeMeHHOE TOCYy1apCTBEHHOE
PEryjimpoBaHuc ACJIOMPOU3BOACTBA. CucreMbl ACJIOIIPOU3BOACTBA: HCHTpAJIN30BaHHAA,
JeleHTpanu3oBaHHas, cMmemanHas. CTpykrypa U 00bEM JoKyMeHTooOopoTa. OCHOBHBIE
MPUHIUITB OPraHUu3allui PabOThI ¢ TOKYMEHTOIIOTOKAaMH, KaK CO3/IaHUe ONTHUMAJIbHBIX YCIOBUIH
JUIs BCeX BHUAOB paboThl C jJokyMeHTamu. OpraHu3alioHHas CTPYKTypa IIepcoHaa,
o0ecreynBaroIero paboTy ¢ T0KyMEHTaMH.

Tema 1.2 PexkBu3uThI 10KyMeHTOB. Perucrpanms u ungexkcanus 10kymeHToB. CTpykTypa 0a3
AaHHBIX J0KyMeHTOB. I[IpueM, 00paGoTka W pacnpenejieHHe TMOCTYNAKIIUX JIOKYMEHTOB.
Opranuzanys 00padoTKH M NepeAavy OTHPABJISIEMBbIX IOKYMEHTOB.



[TonsiTe pekBU3WTa NOKYMeHTa. Buasl pekBusutoB. llpaBuna odopmieHHs PEKBU3UTOB
nokymMmeHTOB.  @Dopmymsip-oOpasen.  bnank mokymenta. Buaer 6mankoB. TpeOoBaHus k
O6nmankaM gokymeHTOB. IllaGmonbl. MHAekcanus U peructpanus T0OKyMEeHTOB. Buibl U hopmbl
perucTpaunu JOKYMEHTOB. TpeboBaHUS K TEKCTaM CITy>KEOHBIX JOKYMEHTOB: KPAaTKOCTb M TOYHOCTh
HU3JI0KCHUA I/IH(l)OpMa]_[I/II/I, HCKIIIOYCHUE JOBOAKOI'O TOJIKOBAaHUHA, 00BEKTUBHOCTD U AOCTOBCPHOCTH
I/IH(bOpMaI_II/II/I, COCTABJICHUC IIPOCTBIX AJOKYMCHTOB, CTPYKTYPHUPOBAHHUEC TCKCTAa AJOKYMCHTA, IIHNPOKOC
HUCIIOJIB30BAHUC Tpa(bapeTHI)IX M TUIIOBBIX TEKCTOB IIPU OIMMCAHWUN ITOBTOPAIOHIUXCA YIIPABJICHUYCCKUX
cutyaruit. SI3bIK W CTWIIb CIY>KEOHBIX JTOKyMEHTOB. JTambl OOpabOTKH BXOSIIUX JTOKYMEHTOB.
[lepBuuHas o00paboTka BXOASIIMX JOKYMEHTOB. Peructpupyemble U HEpEeTrUCTpUpYEMbIe
JOKYMCHTHI. HpenBapHTeanoe PACCMOTPCHUEC AOKYMCHTOB [JIs1 HAMPABJICHUSA UCIOJHHUTCIISAM.
Pesomronus.

HOpSII[OK IIOATOTOBKHN HUCXOOAIINX JOKYMCHTOB. CocraBienue IMPOCKTA AOKYMCHTA,
corjacoBaHue, noanucanue (yTBepikiaeHue), TupaxupoBaHue. CrocoObl U METOJbI OTIPaBKU
UCXOIAIIMX JTIOKyMeHTOB. OOImasi XapaKTepHCTUKa CIy>KeOHOH mnepenucku. PasHOBHIHOCTH
CITyeOHBIX THUCEM (COMPOBOJIUTENBHOE MHUCHMO, MUCHMO-MPOCHOA, MHUCHMO-3aMpPOC, MHUCHMO-
OTBET, MHUCHMO-COOOIIEHNE, HWH(POPMALMOHHOE WHCbMO, TapaHTUHHOE MHUCHMO, THCHMO-
MpUTJIANICHUE U T.11.).

Tema 1.3 Ilopsiaok npoxoxaeHusi BHYTPEHHUX JAOKYMEHTOB. OpraHu3amusi KOHTPOJS 3a
HCNOJIHEHHEM T0KYMeHTOB. PaGoTa ucnosHureneii ¢ nokymenramu. Opranusanus NnouCKOBOi
CHCTeMbI 10 JOKyMEeHTAM.

BHyTpeHHHE IOKyMEHTHI 00pa3oBaTEeIbHON OpraHu3alluM (3asBICHUs, CIyXeOHBIE 3aIluCKH,
JOKJIaiHbIe, OOBSICHUTEbHBIC, CIIPaBKU, CBOJKH, OT4eThl U 1p.). [loaroroBka, odopmienue,
peructpanus. [IpaBuna MOCTaHOBKM JTOKYMEHTOB Ha KOHTpOJb. IOpSIoK CHATHS JOKYMEHTOB C
KOHTpoiA. OT4eT MO WCHONHEHHIO KOHTPOJBHBIX JIOKYMEHTOB. OrepaTMBHOE HCIIOJTHEHHE
JOKYMCHTOB COTPpYAHHKAMH B COOTBCTCTBUHM C HUX JOJLDKHOCTHBIMU O6$I33.HHOCT$IMI/I )41
pe30JIIoIMEe  PYKOBOJMTEIS. OTBETCTBEHHOCTH 3a  HecoOmwaeHHe  TpeOoBaHUM
HUCIOJIHUTEIbCKONI JUCHUITIINHBI, 3a HCTIPaBHUJILHOC HUCIIOJIB30BAaHUC HeﬁCTBYIOHIHX
HOPMAaTUBHBIX JOKYMEHTOB B MOJTOTOBKE, OOPMIICHHHM U HCIIOJIHEHUU JOKYMEHTOB B CpOK.
[TouckoBas cucrtemMa JOKYMEHTOB - KapTOTEKH M KJIAacCU()MKALMOHHBIE CHPAaBOUYHUKU. Bubl
KapToTeK. Bupl kitaccupukalnoHHbIX CIPAaBOYHUKOB.

Tema 1.4 CnocodObl M MeToAbl J0CTABKH JAOKYMEHTOB. O0padoTka KOH(pUIEHIHATBHBIX
AOKYMEHTOB M JIOKYMEHTOB JUISl CJIY:Ke0OHOr0 MOJIb30BaHWsl. JKCKYpcusi B  OTIe]
AeJionpou3BoacTBa MypMaHCKOI0 apKTHYeCKOro rocy1apcTBeHHOr0 YHUBEpCUTeTA.
Opranuzaiiysi MoYTOBOM, KyphepPCKOM M AKCHPECC-TOCTABKUA JTOKYMEHTOB. .IIOHATHSA: «LIEHHOCTh U
0e30macHOCTh HMH(pOpMAMKM», «KOHPHUACHIIMATHHOCTBY, «YyIrpo3a KOH(PHUACHIIMATHHOCTHY,
«3amura wuHopManuu». be3omacHOCTh IMEHHBIX HWHQPOPMAIMOHHBIX pecypcoB. lleHHas
nHpopMalus 1 KoH(GUICHIIMAIbHBIE JOKYMEHThI. Perinamenranus coctaBa KOHQHUIEHIUATBHBIX
CBeJIeHU U JOKyMEeHTOB. [lopsimok paboThl ¢ KOH(DHIECHIIMAIBHBIMH JOKYMEHTAMHU H
matepuaiamu. Kondunennuanpraas nadpopMalys U CBEACHUS B I€ATEILHOCTH 00pa30BaTeIbHOM
OpraHH3alIiHy.

Pa3pnen 2. HopmaTtuBHO-3ak0HOAaTe/IbHAsA 0a3a. OCHOBHbIE BU/IbI JOKYMEHTOB H
CUCTEeMBbI JOKYMeHTanuu. Oco0eHHOCTH MOATOTOBKHU U 0()OPMIICHUS OTAeJIbHbIX
BH/IOB /IOKYMEHTOB

Tema 2.1 HopMaTHBHO-3aKOHOATeJIbHbIEe H HOPMATHBHO-METOAHYECKHE JOKYMEHTBI 110
AesaonpoussoacTey. HopmaTnBHo-3aK0OHOAATeIbHbIE H HOPMATHBHO-METOAUYECKHE
JAOKYMEHTBI 110 ADXMBHOMY JeJIy.



3akoHoaaTenbHbIe akThl Poccuiickoit deneparu u MypMaHckoii 001acT, periaMeHTHPYOIue
JIEJIOTIPOU3BOJICTBO M apXMBHOE JeN0. ['ocyapcTBeHHBIC CTaHAAPTHl U YHUUKAIMSA B 00JaCTH
JIEJIONPOU3BO/ICTBA U apXUBHOrO Jena. MHCTpyKmus Mo [enonpou3BOACTBY MuHHCTEpCTBa
oOpa3oBanus 1 Hayku Poccuiickoit ®enepanuu. Metoauueckre peKOMEHIAuu 10 pa3paboTKe
HOMEHKJIATypbl M MHCTPYKIUH IO JEJIONPOU3BOACTBY B 0OPa30BaTENbHOM YUPEKICHUU.
TunoBble mMepeyHH C yKa3zaHHEM CpPOKOB XpaHEHHUs JOKyMeHTOB. [IpaBmiia paboTbl apXHBOB
Opra”u3alum.

Tema 2.2 Knaccupukanusa noxymentos. IOpuanyeckas cmia goxkymenra. HazHauenue u
COCTAB  OPraHU3allMOHHO-NPaBOBOWi  JokyMeHTauuu. Ha3zHayenue u  cocras
OPraHM3aNMOHHO-PACTIOPSAUTENbHON JoKyMeHTanun. HasHauyeHne m cocTaB crpaBOvHO-
HH(OPMALMOHHOH TOKYMEHTALMH.

Knaccugukaius 10KyMEHTOB, €€ OCHOBHBbIC MPU3HAKU. [ pymIibl TOKYMEHTOB - JOKYMEHTHI 110
o0uMM W aAMUHHCTPAaTHBHBIM BOIIpOcaM, T.e. IO BOIpocaM OOIIEro pyKOBOJICTBa
OPEANpUATHEM U €ro  JeATeNbHOCThIO; - JIOKYMEHThl 10 (YHKIHMSIM  yIpaBJICHUS.
Knaccudukanus cimykeOHbIX JOKYMEHTOB: [0 aJMUHUCTPATUBHBIM BOINPOCAM; IO BOIPOCAM
MaTepHaIbHO-TEXHUUECKOT0 CHA0XEHUs; TOKYMEHTAllUsl 10 IJIAaHUPOBAHUIO; 110 ONEepaTHUBHOM
JESATENIbHOCTH; 10 OyXraJTepcKoMy Y4eTy; IO TOATOTOBKE M PAcCTaHOBKE KaapoB U T...
Knaccugukanuss 1mo HauMMEHOBAaHUIO: TPUKA3bl, PACIOPSIKEHUsS, IUIAHBI M OTYETHI, AaKTBhI,
IIPOTOKOJIBI, TOTOBOPHI, YCTaBbl, HHCTPYKIUH, TOBEPEHHOCTH U T.1. Kiaccuduxaims no mecty
COCTaBJICHUS, MO CTENEHH YHH(HUKAIMU, MO NPOMCXOXKACHHUIO, MO BUAY O(OpMIIECHHUS, IO
croco0y (dukcanuu MHPOPMALUM, IO CTETEHH CIIOXHOCTH, TO CTEMEeHH TJACHOCTH, IO
IOpUAMYECKON CWile, 10 CpOKaM MHCIIOJIHEHHs, II0 CPOKaM XpaHEHHs, 110 CTEIEHU
0053aTeNTbHOCTH.

CucteMa opraHu3aliiOHHO-TIIPABOBOM TOKyMEHTAIUHU (YCTaB YUPEKICHHUS, MTOJ0KEHUS, IITATHOE
pacnucaHue, JOJDKHOCTHble HMHCTpyKuuu). CucremMa OpraHu3allMOHHO-pacopsAUTEIbHON
JOKyMeHTaluu (ykas, puKa3, BBIMKUCKA U3 PUKa3a, paclopshkeHue, nocraHopiaenue). Cucrema
CIPaBOYHO-UH(GOPMALIMOHHON JOKyMEHTAllMK (IIPOTOKOJI, aKT, 3asiBICHUE, JOKJIaHAas 3alKcKa,
IpeUIo’KEeHNe, TPEACTaBICHUE, CIy)XeOHas 3amucka, oObscHUTeNbHas). CxeMa IMOATOTOBKH
pacnopsAUTEIbHBIX TOKyMEHTOB. [1opsaok CHATHS U BbIIauM KOIIHIA C JIOKYMEHTOB.

Tema 2.3 JlokajibHbIe HOPpMaTHBHBIE aKThl. CocTaB U padoTa ¢ KaApPOBOM JOKYMEHTALHEeH.
[Tonoxenus, mpaBuia, UWHCTPYKIMKU (TpaBUIa BHYTPEHHEIO TPYAOBOTO  paclopska,
MHCTPYKLHUHU O TOPSIIKE OCYIIECTBICHUS KaKOW-THO0 AESITeTbHOCTH WM MOPSIIKE PUMEHEHHS
MIOJIOKEHUN 3aKOHOJATEIbHBIX M WMHBIX HOPMATHBHBIX AaKTOB, IIOJIOKEHHS O CTPYKTYPHBIX
MoJipa3fieNIeHusX, KOJJIEKTUBHBIN foroBop u np.). [lopsaok odopmiieHuss ¥ MOAMUCAHUS STUX
JIOKYMEHTOB [JIsl IPUMEHEHHUs] KaK CaMOCTOSTENIbHBIX IIPAaBOBBIX aKkTOB. IloHATHE M CTpyKTypa
MEePCOHANBHBIX AaHHBIX. O0s3aTeNbHbIE KaJIpOBbIE TOKYMEHTHI 00pa30BaTEIbHON OpraHu3aluy,
UX BUJIbI, COCTaB, HOPMATUBHbIE TPEOOBAHUS K BEJCHUIO KaJpOBON JTOKYMEHTAalUUU (MPUKa3bl U
pacmopspKeHHs 10 JMYHOMY COCTaBy, 3asBICHHME, TPYIOBOW JIOTOBOp, JOJDKHOCTHAs
MHCTPYKLMS, TPyAOBas KHW)KKA, JIMYHAS KapTOUKa, JUYHOE [ei0). JIBIKEHHEe M XpaHEHHe
KaapoBOl JOKyMeHTanuu. JKypHansl M KHUTM YydeTa. lICIOJIHEHHE COLHMAIBbHO-IPABOBBIX
3aIpOCOB.

Paspnen 3. @opmupoBaHue /1e/1 1 OPraHU3aNUs XPaAHEHUsI JOKYMEHTOB. JKCIepPTU3a
HEHHOCTH TOKYMEHTOB. TexHuueckue cpeacrea, HCIOJb3YEMbIC B
AeJIONPON3BOACTBE. DJIEKTPOHHBIH T0KYMEHT0000pOT

Tema 3.1 IlpaBmia cocTraBjieHHSI HOMEHKJIATYPbl Aen yupe:xiaeHus. PopmupoBanue u
opopmiienne aes. OpraHu3anusi ONEPaTHBHOIO XPAaHEHHMsl AOKYMeHTOB. dopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM y4pPeK/ICHUH.

ITouatue o «xmene». Homenkmarypa nen. CocraBieHue HOMEHKJIATypbl JIel B



00pa30BaTEIIbHOM YUPEXKJICHHUH. ®opMupoBaHUE JEII. IIpusnaku 3aBeneHus [nei:
HOMMHAJIbHBINA, MPEIMETHO-BONPOCHBIN, aBTOPCKHUI, KOPpPECHOHIEHTCKUM, reorpaduyeckui,
XpoHosornueckuil. Buspl apxuBoB. TpeboBanus k apxusaM. [lopsiiok nepegaun JOKyMEHTOB Ha
apxuBHOe xpaHeHue. CucTeMaru3anus JOKyMEHTOB B apxuBe. PaboTa ¢ HayyHO-CIIpaBOYHBIM
anmapaToM (MCTOpUYECKas CIIpaBKa, OINUCU [JeJ TIOCTOSIHHOIO M BPEMEHHOIO XpaHEHHUS
JIOKYMEHTOB, KHUTY y4eTa U JIBUKCHUS J1eN).

Tema 3.2 /lesja MOCTOSAHHOIO M BPEMEHHOI0 CPOKA XpPaHEHHUsl. JKCIEPTHAsi KOMMCCHUSA
yupesxaeHusi. [lopsiiok yHn4YTOKeHUsI JOKYMEHTOB.

OcoOeHHOCTH XpaHEHMs Jie] MOCTOSIHHOTO, BpeMEHHOTo (cBbimie 10 JeT) u Aen mo JU4YHOMY
cocraBy. Ilopsmox mnepemaunm nen B l'ocynmapcTBeHHble apxuBbl. Co34aHHME DKCHEPTHOM
KOMHUCCHHM yupexaeHus. [lpoBeneHue sKcmepTusbl IIEHHOCTH A0KyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3aceJaHMil KOMHCCHUU U aKTOB Ha yHHMUTOKeHue aein. llponeaypa yHUYTOXEHMS
JTOKYMEHTOB.

Tema 3.3 MHcnoaszoBanue IIK B jgenonpomssoacree. CpeacrBa KONMPOBAHHMA H
ONepaTHBHOIO pasMHo:keHusi. Ilpuem n 00padoTKka JOKYMEHTOB, OCTYNAIOIIMX 110 KAHAJIAM
3J1eKTPOHHOM MOYTHI M (hakcumMuiibHO# cBs3u. IIpaBuiia 0e3onmacHoil padoThI ¢ OPITEXHUKOM.
KommnbloTepHble cpeacTBa MOATOTOBKM JOKYMEHTOB. Mcmnosib3oBaHue mabIoOHOB — JUis
dopmMHpoBaHUs JOKYMEHTOB Ha KoMmmbloTepe. lcmonb3oBaHue B KOMIbIOTEpE OJIAHKOB
nokyMeHToB. Co3fgaHue OJIaHKOB JOKYMEHTOB B KOMIbIOTepe. V3roroBiieHHe, KOMUPOBAHHUE H
TUPaXHPOBaHUE NOKyMEeHTOB. CpenctBa 00pabOTKH JTOKYMEHTOB. JIOKYMEHTHI, TiepeiaBaeMble
0 KaHajlaM CBA3M (Tejerpamma, Tejlekc, ¢akcorpamma, teneponorpamma). Ilonsarue
«oprrexHuka». OCHOBHbBIE BU/bl OPraHU3allMOHHOW TeXHHMKH. [IpaBuia TeXHUKU OE€30MacCHOCTH
paboThI C OPTTEXHUKOM.

Tema 3.4 DiiekTpoHHOE NOKyMeHTHPOBaHue. IloHsITHE «3JIEKTPOHHBIN JOKYMEHT).
[IpeumymiecTBa mepenadu IOKyMEHTa € KOMIBIOTEPA Ha KOMIBIOTEP.  YCTAHOBKAa Ha
KOMIIBIOTEPE CHELMAIBHO BBIIECICHHON MANKM Ul NOCTYNAOIIKUX JOKYMEHTOB. [IpenmymiecTsa
anekTpoHHOM mouThl. Jloctynm k Internet. Cuctema peructpauun u KoHTpoJia. CoznaHue
AJIEKTPOHHOM 0a3pl  maHHBIX. [loMck JOKyMeHTa.OKCKypcuss B apxuB MypMaHCKOTO
apKTHYECKOT0 TOCYJapCTBEHHOTO YHUBEPCUTETA.

6. INEPEYEHDb YYEBHO-METOAUYECKOI'O OBECIIEYEHMWA,
HEOBXOJIUMOI'O 1JIsA OCBOEHUA JUCHUIIVIMHBI (MO YJIS).

OcHoBHasi IMTEpaTypa:

1. @enepanbHbii 3akoH 0T 22.10.2004 Ne 125-®3 «0O6 apxuBHOM fene B Poccuiickoit
®eneparun» (pen. PegepanbHbix 3akoHOB OT 04.12.2006 Ne 202-®3, ot 01.12.2007 Ne 318-P3, or
13.05.2008 Ne 68-@3, ot 08.05.2010 Ne 83-®3, ot 27.07.2010 Ne 227-D3)

2. depnepanbHbIA 3akoH "O6 wHGOpMaruy, wHGOPMATH3aUK U 3amuTe UHPopMaruu'. 3aKoH
noanucad [Ipe3ugentom Poccuiickoii ®eneparuu 20 despans 1995 roga N 24-P3

3. 3akoH Mypmanckoii obmactu ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM Jiefie B
MypMmaHCKo# 06s1acTi»

4. ®denepanbHblii 3aK0H 0T 27 utosisi 2006 1. N 152-®3 "O nepcoHanbHbIX JaHHBIX"

5. denepanmbHbIA 3akoH OoT 2 Masg 2006 r. N 59-@3"O mopsigke paccMOTpeHHUsi oOpartieHuit

rpaxaH Poccuiickoii ®eneparun’ C u3sMeHeHUs MU U JIOTIOJIHEHUSIMU OT: 29 utoHs, 27 utons 2010 r., 7 mas, 2
utons 2013 1., 24 Hosi6ps 2014 1.

6. IlpaBuna penonpousBojcTBa B (defepanbHbIX OpraHax MCIOJHWUTE/NBHOM — BJIACTH
(yTBepxxzeHbI noctaHoByieHreM [IpaBuTenbcrBa Poccuiickoit ®efepaniyiu oT 15.06.2009 Ne 477
7. ITepeueHb TUMOBBIX YTIpaB/IeHUECKUX APXWBHBIX AOKYMEHTOB, 00pa3yroOIuXCsl B TpoLiecce

JlesITeNIbHOCTH TOCYy/JapCTBEHHBIX OPraHOB, OPraHOB MeCTHOT'O CaMOYITIpaB/IeHHUsI M OpraHu3aliui, ¢ yKasaHueM
CPOKOB XpaHeHWsl. Y TBep)KieH Mpruka3oM MuHHCTepcTBa KynbTyphl Poccutickoii @epepariuu ot 25 aBrycra
2010 . Ne 558



JdomoiHuTeIbHAS JIUTEpaTypa:

1. IMucbMo MuHo6pasBanusi PO ot 20 gekabps 2000 roga N 03-51/64 «O MeToauueckux
peKoMeH/IaLUsX 1o paboTe ¢ JOKyMeHTaMu B 00111e00pa30BaTeIbHbIX YUPEXIeHUSIX»

2. Opranusanys Je/onpou3BoOACTBa U AoKyMeHToobopota IOV [Tekct]: metoz. pek. / JI. U.
JlykuHa. - M. : Cdepa, 2009. - 128 c.

3. Comnory6, O.I1. [Ie/sloONpPOM3BOJCTBO: COCTaB/€HWe, peJAKTUpOBaHHe U  00paboTKa
IOKyMeHTOB: YuebHoe rmocobue / O.I1. Conory6. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUITIJIUHBI
MoAayJis)
B o6pa3oBaTenbHOM IpoIecce UCTIONb3YIOTCS:

— ydeOHbIe ayJUTOPHH IJISl TMPOBEACHUS y4eOHBIX 3aHATHH, OCHAIIEHHBIE 000OpPYJOBAaHHEM H
TEXHUYECKHUMHU CpeACTBaMU oOydeHusi: yueOHas wmebenb, IIK, obOopymoBanue uis
JEMOHCTpAIIMH MPE3CHTALNH, HATJISIHbIE TOCOOHS;

— TOMEUICHUS ISl CaMOCTOSITENbHOW palOoThl, OCHAIEHHBIE KOMIBIOTEPHOW TEXHUKOW C
BO3MOXKHOCTBIO MTOJIKITIOUCHNS K ceTH «HTepHeT» 1 o0ecrieueHreM JI0CTyIa B AJIEKTPOHHYIO
MH(POPMaLIMOHHO-00pa3oBaTenbHyto cpeny MATY.

7.1 IEPEYEHDb JIMINEH3UOHHOI'O NIPOT'PAMMHOI'O OBECIIEYHEHUSA
JInueH3uoHHOE MPorpaMMHoe o0ecrevyeHne 0Te4eCTBEHHOT0 MPOU3BOACTBA
KasperskyAnti-Virus

JInleH3MoHHOEe MPOrpaMMHoOe o0ecreyeHue 3apy0esKHOro Npou3BoACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe MPOrpaMMHOe o0ecnedyeHne 0Te4eCTBEHHOr 0 MPOU3BOACTBA
7Zip

CB0001HO pacnpocTpaHsieMoe MPOrpaMMHOe odecneyeHne 3apy0e;KHOro MPON3BOACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 DJJEKTPOHHO-BUBJIMOTEYHBIE CUCTEMBDbI:

OBbC m3narennctBa «Jlanb» https://e.lanbook.com/

OBbC m3narensctBa «HOpaii» https://biblio-online.ru/

OBbC «YHuBepcuterckas oubnuorteka onnaitn» https://biblioclub.ru/

7.3 COBPEMEHHBIE IPO®ECCHUOHAJIBHBIE BA3bI JAHHBIX
1. Cynebnble u HopMaTuBHBIE akThl PO http://sudact.ru/
2. Uapopmanmonno-anamuruaeckas cuctema SCIENCE INDEX

3. DnekTpoHHas 6a3a JTaHHBIX SCOpus
4. ba3sl manaeix kommnaanun CLARIVATE ANALYTICS

7.4 THO®OPMALMOHHBIE CITIPABOYHBIE CUCTEMBbI

1. CrpaBo4HO-TIpaBoOBast MH(POPMALIMOHHAS cucreMa Koncynbrant [Timroc
http://www.consultant.ru/

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

8. HHBIE CBEJEHUSI U MATEPHUAJIbI HA YCMOTPEHUE BEAYIIEW KA®EJPBI
He mpenycmoTtpeHo.

9. OBECIIEYEHHME OBPA30BAHMUA JIA JIUL C OB3



st obecrieueHust 00pa30BaHUs WHBATIUIOB U JIUI C OTPAHMYEHHBIMUA BO3MOYKHOCTSIMU 37I0POBbBSI
peanu3anus JUCHUIIMHBI MOXET OCYIIECTBISTHCA B aJalNTHPOBAHHOM BHAE, C YyYE€TOM
cenupUKA OCBOCHUS W JNUJAKTUYECKHMX TpPEOOBAaHUU, WCXONS W3 HHIUBUAYATHHBIX
BO3MOXKHOCTEH U M0 TUYHOMY 3asIBICHUIO 00YyJaromerocs.
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