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1. HEJIb OCBOEHUSA JUCHUIIIMHBI (MOAYJISI) — dpopmupoBanue y oOydaronuxcs
TEOPETUYECKMX 3HAHUH M MPAKTHYCCKMX YMEHUW JUIA OpraHu3alHud JCJIONPOU3BOICTBA,
HEOOXOUMbIC IPH BBHIMOJIHCHUH OIEPalMid IO CO3JaHHI0 M 00pabOTKEe OpraHu3alMOHHO-
pacopsIUTEIbHBIX JOKYMCHTOB, BEJICHUS JCIIOBOM MEPENUCKH, aHanu3a WHGOPMAIMOHHBIX
MOTOKOB ¥ HMH()OPMAIIMOHHOTO B3aUMOJICHCTBUS B OpraHU3allid, COBEPIICHCTBOBAHUU
TEXHOJIOTHI JIOKYMEHTAllMOHHOTO OOeCleYeHHsl YIpaBIICHUsS W apXUBHOTO Jeia Ha 0Oasze

HoBelmux I T-TexHomoruii, 06ecredeHns TeKYyIero XpaHeHus JOKYMEHTOB.

2. TPEBOBAHMUA K PE3YJIbTATAM OCBOEHUSA JUCIUIIJINHbBI (MOAYJISA)

B pesynbrare

KOMIICTCHI U

OCBOCHUA

JUCIHUITIINHBI

(Momynsi)  QOPMHUPYIOTCS  CIEIYIOIIHE

CrniocobeH ynpaBiisiTb CBOMM BPEMEHEM, BBICTpauBaThb U PEAIU30BBIBATH TPAECKTOPHIO
CaMOpa3BUTHs Ha OCHOBE MPHHIIUIIOB 00pa3oBaHus B TeueHue Beeil sxu3nu (YK-6)

[lepeueHs TIaHUPYEMBIX PE3YIBTATOB O0YUEHHUS MO TUCHUIUIMHE (MOIYII0), COOTHECEHHBIX C
VMHJIUKAaTOpaMU JOCTUKEHHS KOMIIETEHIUN

Komnerenuus

HNuagukaropsl
KOMIIeTeHIMH

Pe3yabTaThl 00yueHus

VYK-6. Criocoben
VIIPABISITH CBOUM
BpEMEHEM,
BEICTpauBaTh U
peann30BbIBATh
TPACKTOPHIO
CaMOpa3BHUTHS Ha
OCHOBE
MPUHIIUIIOB
o0pa3zoBaHus B
TEUeHHE BCEU
JKU3HU

VK-6.1. Ucnons3yet
MHCTPYMEHTBl M  METOJIbI
yIpaBJIEHUS] BPEMEHEM IpHU
BBIMIOJJTHEHUM ~ KOHKPETHBIX
3aja4,  INPOEKTOB,  IpH
JOCTUKEHUH MTOCTABJIEHHBIX
LEIEH.

VK-6.2.
[IPUOPUTETHI
NeSITeIIbHOCTH,
JJMYHOCTHOT'O pPa3BHUTHA U
po(hecCHOHANBLHOTO POCTa.

Omnpenenser
cOoOCTBEHHOM

YK-6.3. OuenuBaer
TpeOOBaHUS pPbIHKA TpyJa U
NPEUI0KEHUS

00pa3oBaTeNbHbIX yCIIyT
IS BBICTPaBaHUs
TPaeKTOPUU COOCTBEHHOTO
po¢eCCHOHATIBLHOTO POCTa.

VK-6.4.
npodeccuoHaIbHYI0
Kapbepy W OIpenenser
CTpaTeruio
npogeccuoHaIbLHOTO
pa3BUTHS.

Crpour

3HaTb: HOPMATHUBHBIE JIOKYMEHTBI IIO
yHA(UKAIUU ¥ CTaHAApPTH3aIUU B 00JacTH
JIOKyMEHTaluH, JEeHCTBYIOIE Ha
TEpPUTOPUU P®; roCy1apCTBEHHBIE
CTaHJapThl U 3aKOHOAATEIbHBIE AKTHI IIO
JIOKYMEHTUPOBAHUIO;

CUCTEMBl JIOKyMEHTAalluM, TpeOOBaHUS K
COCTaBJIEHUIO U 0(OPMIIEHUIO TIOKYMEHTOB;
TUIIOBBIE UHCTPYKLUU 1o
JIENIONPOU3BOJICTBY, PETIAMEHT PpadoTHl,
JOJIKHOCTHBIE MHCTPYKLIUU;

OCHOBHbIE BU/IBI
pErIaMeHTHPYIOIINX
JIeSITEIIbHOCTD;
OCHOBBI JIEJIONPOU3BOJCTBA B
00pa30BaTEIbHOM YUPEKACHHUH.

JIOKYMEHTOB,
00pazoBaTeIbHYIO

YMeTb: pauuoHanbHO U APPEKTUBHO
OpPraHW30BBIBATH  JICJIONPOM3BOJCTBO B
o0Opa3oBaTenbHON OpraHu3aluH;
COCTaBJIATh  y4eOHO-METOIUYECKHE U
HOPMAaTHUBHO-TIPABOBbIE JOKYMEHTHI,
perIaMeHTHPYIOITHE JeSITeTTHHOCTD
00pa3oBaTeIbHOW OpraHUu3aINH

Bnaners:  meromammu,  cmocobamMu UM
CpelCTBaMu MIOJIyYEHHS, XpaHeHus,
nepepaboTku nHpopMaluy,

OCHOBaMHU KOMIIBIOTEPHON TPaMOTHOCTH;
TEXHOJIOTHEN OpraHu3aluu
JIeNIOTIPOU3BOJICTBA B 00pa3oBaTeIbHOM
YUPEKACHUU.




3. YKASAHUE MECTA JUCHMIIJIMHBI (MOAYJisd) B CTPYKTYPE
OBPA3OBATEJIbHOM TPOI'PAMMBI.

HucuumnnuHa  «Jlenonpou3BoACTBO M JOKYMEHTOOOOpPOT B 00pa3oBaTeIbHOM
VUPEKIECHUU» B CTPYKTYpPE OCHOBHOW TPO(ECCHOHATBHOW 00pa30BaTEIbHONW MMPOTPaAMMBbI
HarnpaBieHuss noarotoBku 44.03.05 Ilemarormyeckoe oOpa3zoBaHue (C IBYMs NPOPUIIMU
MOJTrOTOBKHM), HanipaBiIeHHOCTh (mpoduin) Vctopus. [paBo siBisiercs pakyaIbTaTUBOM.

Jlis OCBOEHHS ITUCHUIUIMHBI OOyYaromivecs HCIOJb3YIOT 3HAHUS, YMEHHUS, HaBBIKH,
KOTOpbIE OHM TOJYYWIHM B Tpouecce wu3ydeHus aucuuiuimH:  «MHpopmannoHHO-
KOMMYHHKAI[IOHHbIE TEXHOJOTMM B 00pa3oBaHUU», «OCHOBBI pPabOThl B 3JIEKTPOHHOU
UH(POPMALIMOHHO-00pa30BaTENbHOMN cpelie YHUBEPCUTETay.

4. OBPBEM MCHMIIVIMHBI (MOAYJIsI) B 3AYETHBIX EJMHULAX C
YKA3BAHUEM KOJIHUYECTBA AKAJEMMWYECKUX WJIU ACTPOHOMHYECKUX
YACOB, BBIJIEJIEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOLIUXCA C
MPENOJABATEJIEM (IO BHJIAM VYYEBHBIX 3AHATHH) ©W HA
CAMOCTOSATEJBHYIO PABOTY OBYYAIOLIUXCH.

OOmast TPYA0eMKOCTb AUCIUIUIMHBI COCTABISIET 1 3aueTHy0 eauHuIy uin 36 yacoB (w3
pacuera 1 3ET= 36 yacos).
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B nHTEpakTUBHBIX (hopMax yachl UCIOIB3YIOTCS B BUAE KPYIJIOTO CTOJIA.

5. COAEP)KAHUE JUCHUIIJIMHBI (MOAYJIA), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JAEJIAM) C VYKA3AHMEM OTBEAEHHOI'O HA HHX
KOJIMYECTBA AKAJIEMHUYECKHUX HWJIU ACTPOHOMHUYECKHUX YACOB H
BUI0OB YUEBHBIX 3AHSATUI.
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1 | Paznmen 1. Conepkanue, 3HaUCHUE 2 2 - 4 1 6

JeJIONPOU3BOCTBA. TEXHOIOT s
OpraHM3allU JIEI0IPOU3BO/ICTBA B
00pa30BaTeNbHOM YUPEXKICHUU

2 | Pazmen 2. HopmatuBHO- 2 4 - 6 - 8
3aKOHO/aTenbHas 0a3a. OCHOBHBIC
BUJIbI JOKYMEHTOB M CHCTEMBI
nokymeHTtaru. OcoOeHHOCTH
MIO/ITOTOBKH ¥ O(OPMIICHHS
OTJICJIbHBIX BUJIOB JIOKYMEHTOB

3 | Paznen 3. ®opMupoBanue e U - 4 - 4 1 8
OpraHu3alys XpaHeHUs
JIOKYMEHTOB. DKCIIepTH3a
LIEHHOCTU JOKYMEHTOB.
TexHuyeckre cpeacTna,
UCIOJIb3yEMbIC B
JIEJIONPOU3BOJICTBE. DIIEKTPOHHBIN
JIOKYMEHTO000pOT

3auer R

UTOIO: | 4 10 - 14 2 22

Conep:xaHue TMCUMILUTUHBI (MO1YJIs1)

Pa3znen 1. Conepixanue, 3HaUeHHe /IeJONPou3BoacTBa. TexHomorus
OpraHH3aINH JIeJIONPON3BOCTBA B 00Pa30BaTEIbHOM yUpPeKIeHUH

Tema 1.1 OcHOBHBbIE TEPMHUHBI U MOHSITHE «1€J10MPONU3BOACTBO». McTOpHS BO3HUKHOBEHHSA
¥ OCHOBHbBIE dTANbI PA3BUTHS AeJ10MPON3BOACTBA. CHCTEMBI OPraHU3aANMHU
naeaonpousBoacTsa. [loHsATHE M NPUHIMIILI OPrAHU3ALMHU IOKYMEHT0000POTA

[TonsiTHE «Henmonpon3BoAcTBOY». OCHOBHBIC LGN U 33J]a4d JeNIoNpon3BoacTBa. HeodxoanmocTh
OpTraHHU3aIH JEIONPOU3BOACTBA B YUPESKICHUH. 3HAUCHUE JEIONPOU3BOJICTBA B ACITEIbHOCTH
oOpa3oBatensHOro yupexaeHus. Cekperapb, IeIONmpOn3BOIUTENh, JOKYMEHTOBE, KaHIIEISPHSL.
HcTopudeckue sTanbl pa3BUTUS Ael0Npou3BojcTBa B Poccun. CoBpeMeHHOE TOCYIapCTBEHHOE
peryiaupoBaHue  JIeNONpon3BojACTBA. CHCTEMBI  JeNONPOW3BOACTBA:  IIEHTPAIM30BaHHAS,
JeleHTpann3oBaHHast, cmemanHas. CTpykrypa u 00BEM AokyMeHTooOopora. (OCHOBHBIC
IMPUHIUIIEI OpTraHru3aln pa6OTI)I C JOKYMCHTOIIOTOKaMH, KaK CO3JJaHUC OIITUMAJIBHBIX YCJ'IOBI/II\/’I
JUISE BCEX BHUAOB paboThl C JoKyMeHTamH. OpraHu3aldoHHas CTPYKTypa I[epcoHaa,
obecreunBaroIiero padboTy ¢ JOKyMEHTaMHU.

Tema 1.2 PekBU3UTHI JOKYMEHTOB. Perucrpauus u uHaekcanusi 10kymeHToB. CTpykrypa 6a3
AaHHBIX AOKyMeHTOB. Ilpuem, o0pabdoTka M pacnpenejieHHe NOCTYNAIONIMX JOKYMEHTOB.
Opraauzanus 00pad0TKH U Nepeaayu OTIPABJIAEMbIX JOKYMEHTOB.

[TonsTue pekBu3MTa NOKyMeHTa. Buasl pexBusutoB. IlpaBuna opopmieHuss peKBU3UTOB




TOoKyMeHTOB.  Dopmynsip-oOpaszen.  bmank gokymenTta. Bwuael 6mankoB. TpebGoBaHus K
6nankam gokymeHToB. lllaGnonsl. MHaekcanust u perucrpanust 10KyMeHTOB. Buisl 1 popmbl
pETUCTPALlMU TOKYMEHTOB. TpeOoBaHHA K TEKCTaM CIIy>KEOHBIX JOKYMEHTOB: KPaTKOCTb M TOYHOCTh
HU3JI0XKCHUA PIH(bOpMaIH/II/I, HCKIIIOYCHHUE JOBOSJKOI'O TOJIKOBAaHMA, 00OBEKTUBHOCTD H AOCTOBEPHOCTDH
I/IH(l)OpMaHI/II/I, COCTAaBJICHUE IIPOCTBIX JOKYMCHTOB, CTPYKTYPHPOBAHHWEC TCKCTAa JOKYMCHTA, HIMPOKOC
HCIIOJIB30BaHUC Tpa(l)apeTHLIX N THUIOBBIX TCKCTOB IIPHU OIIMCAHUU IMOBTOPAIOMIUXCA YHNPABICHYCCKUX
cutTyanuit. SI3BIK U CTWIIb CIYKEOHBIX JOKYMEHTOB. JTambl OOpPabOTKH BXOISIIMX JOKYMEHTOB.
[lepBuunas o00paboTka BXOJAIIMX JOKYMEHTOB. Perucrpupyemble U HEpPETUCTPUPYEMbIE
JTOKyMeHTHI. [IpenBapuTensHOe pacCMOTPEHHE AOKYMEHTOB JUIsl HAIIPABJICHUS WCIIOTHUTEIISIM.
Pesomronus.

[TopsimOK  TOATOTOBKM  HMCXOAAIMX JOKyMeHTOB. (CocTaBieHHE TMPOEKTa JTOKYMEHTa,
coriacoBaHue, noamnucanue (yrBepkieHue), ThupaxupoBaHue. CrocoObl U METOJbI OTIPaBKU
UCXOAIIUX JOKyMEeHTOB. OOmiasi XapakTepHCTHKa CIyKEOHOH mepenucku. PasHOBHUIHOCTH
CIIy’)keOHBIX MHUCEM (COMPOBOAUTENIBHOE MHCHbMO, MHCHMO-MIPOCKOa, MUCHMO-3aMpPOC, MUCHMO-
OTBET, MHUCHMO-COOOIICHHE, WHPOPMAIIMOHHOE TMHUCHMO, TapaHTUHHOE MHUCHMO, MHUCHMO-
MpurjiameHue 1 T.1.).

Tema 1.3 Ilopsigok NpoxoxkIeHUs] BHYTPEHHHUX JTOKYMeHTOB. OpraHu3anus KOHTPOJS 3a
HCIOJIHEHHEM I0OKYMeHTOB. Padora ncnosinureiei ¢ JjokymenTamu. Opranusanusi HouCKOBOM
CHCTEMBbI M0 TOKYMEHTaM.

BHyTpenHue nOKyMeHTHI 00pa30BaTENbHOM OpraHu3aluy (3asBJICHUS, CIy>KeOHBbIC 3alKCKH,
JIOKJI/IHbIE, OOBSCHUTEIbHBIC, CIIPaBKH, CBOJKH, OTYETHl W 1p.). IloaroroBka, odopmieHwue,
peructpanus. [lpaBuna mocTaHOBKM JOKYMEHTOB Ha KOHTPOJb. [IOpSIOK CHSATHS TOKYMEHTOB C
KOHTpoJis. OT4eT 1O WCIOJHEHUIO KOHTPOJIBHBIX JIOKYMEHTOB. OrmnepaTUBHOE MCIOJHEHUE
JOKYMEHTOB COTPYAHMKAMH B COOTBETCTBUU C UX JOJDKHOCTHBIMU OOS3aHHOCTSIMH U
pe3oonret  PyKOBOJUTEIIS. OTBETCTBEHHOCTh 32  HEcOONIoJeHHE  TpeboBaHUU
UCIIOTHUTENIbCKOM  JMCUUIUIMHBIL, 32  HENpPaBWIbHOE  HCIOJb30BaHUE  JICUCTBYIOIIMX
HOpMaTI/IBHI)IX I[OKyMeHTOB B IIOJAT'OTOBKC, O(l)OpMJ'IeHI/H/I U UCIIOJIHCHUU I[OKYMCHTOB B CpOK.
[TouckoBast cucteMa JOKYMEHTOB - KapTOTEKHM W KIACCH(UKAIMOHHBIE CIPABOYHHUKHU. Bub
KapToTeK. Bupl kitaccuuKaloHHbIX CIPAaBOYHUKOB.

Tema 1.4 Cnoco0bl U MeTOABbI JOCTABKH JOKYMeHTOB. O0pa0doTka KoH(pMIeHIMAIbHBIX
JAOKYMEHTOB M JOKYMEHTOB /Il  CJIY:KeOHOI0 TMOJIb30BAHMSl. JKCKYPCHsi B OTHeJ
AeJ10NPON3BOACTBA MypMaHCKOr0 apKTHY€ECKOr0 rocy1apCTBEHHOI0 YHHBEPCUTETA.
Opranuzanysi O4TOBOM, KypbepCKOM M IKCIIPECC-IOCTaBKH JOKYMEHTOB. [IOHATHA: «IEHHOCTH U
0e30macHOCTh  MH(POpPMALUNY, «KOH(MUICHIUAIBHOCTE», «Yyrpo3a KOH(QUACHIUAILHOCTHY,
«3amuta uHpopmanum». be3onmacHOCTh IEHHBIX HMHQOPMAIMOHHBIX pecypcoB. llenHas
uHpopManus U KOHpUIEHIIMAIbHbIE JOKYMEHTHI. PernamenTanus cocraBa KOH(UIEHINAIBHBIX
cBeleHMM U J10KyMeHTOB. Ilopsimok paboTbl ¢ KOHQUACHUUAIBHBIMU JIOKYMEHTAMU U
marepuanamu. KonpunennuanbHas nHpopMalys U CBEIEHUS B 1€ATEILHOCTH 00pa3oBaTeIbHOM
OpraHu3aluH.

Paznen 2. HopmaTuBHO-3aKoHOaTeIbHAsA 0a3a. OCHOBHBIE BH/IBI TIOKYMEHTOB H
CHUCTeMbl JOKyMeHTanuu. Oco0eHHOCTH NOATOTOBKH H 0()OPMJICHHUS OTAEIbHBIX
BH/I0B JOKYMCHTOB

Tema 2.1 HopMaTHBHO-3aKOHOATe/IbHbIE © HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aejgonpounssoacrsy. HopmaTuBHO-3aK0HOAATEIbLHBIE H HOPMATHBHO-METOAUYECKHE
AOKYMEHTBI 110 AapXUBHOMY J1eJy.

3akoHoaTenbHbIe akThl Poccuiickoit deneparu u MypmaHckoii 061acTu, peraaMeHTHPYIoIue
JIEJIOTIPOU3BOJICTBO M apXUBHOE Je0. ['ocyaapcTBeHHBIE CTaHIAPTHI M YHU(PHUKAIUS B 007IaCTH
JIeTIONIPOU3BOJICTBA U apXMBHOro Jena. VHCTpykuus IO JIeIonpou3BOACTBY MuHucrepcrsa



oOpa3zoBanus u Hayku Poccuiickoii ®eneparun. Meronndeckue peKOMEHIAIMK M0 pa3paboTKe
HOMEHKJIATypbl M MHCTPYKLUUH IO JEJIONPOU3BOACTBY B 00pa30BaTEIbHOM YUPEKICHHUHU.
TumoBsle MepeyHN € yKa3aHHEM CPOKOB XpaHEHUs JOKyMeHTOB. [IpaBmiia pa®oTbl apXuWBOB
OpraHu3aIuu.

Tema 2.2 Kunaccupukanus noxkymeHToB. IOpuanyeckas cuia gokymenra. HazHauenue u
COCTAaB  OPraHU3allMOHHO-TIPaBOBOH  NokyMmeHTanuu. Ha3nayenme um  cocraB
OPraHM3alMOHHO-PACIIOPAINTENbHOM JoKkyMeHTanun. Ha3HaueHne u cocTaB CIIPaBOYHO-
UHGpOPMALMOHHOI TOKYMEHTALMH.

Knaccudukanus 10OKyMEHTOB, €€ OCHOBHbIE MpPHU3HAKU. [ pymnimbl JOKYMEHTOB - JOKYMEHTHI IO
o0mMM W aJMHUHUCTPAaTHBHBIM BOIpOCaM, T.€. IO BOIpOcCaM OOIIEr0 PpPyKOBOJACTBA
OPEeNNpUsITHEM M €ro JAeSITeIbHOCTBbIO; - JOKYMEHThl 1O (YHKUUAM  YOpaBlEHUS.
Knaccugukarust cmyxeOHBIX JTOKYMEHTOB: IO aJMUHHCTPATUBHBIM BONPOCaM; IO BOMPOCaM
MaTepuaIbHO-TEXHUYECKOTO CHAa0XEHUS;, TOKYMEHTAlusl MO IUIAHWPOBAHUIO; 10 ONEPATUBHOMN
JESATENIbHOCTH; 10 OyXTaJITepCKOMY Yy4eTy; I10 MOJrOTOBKE M PAcCTAHOBKE KaJpoB U T.A.
Knaccudukanus mo HaMMEHOBAHUIO: MPHUKA3bl, PACHOPSIKEHHS, IUIAHBI U OTYETHI, aKTHI,
IPOTOKOJIBI, OTOBOPHI, YCTAaBbl, MHCTPYKIINH, JOBEPEHHOCTH  T.A. Kinaccudukanus mo mecty
COCTaBIICHUS, TO CTENEHW YyHU(DUKAIMH, MO MPOUCXOKIACHUIO, MO BUAY OGOpPMIIEHHS, IO
cnoco0y ¢ukcauun wHOOPMAIMK, MO CTENEHHW CIOXXHOCTH, IO CTENEHH TJIaCHOCTH, II0
IOpUJIMYECKOM CHJIe, 10 CpOKAaM HCIIOJIHEHMS, [0 CpOKaM XpaHEHHWs, IO CTElEHU
0053aTEeIbHOCTH.

CucremMa opraHu3aIiOHHO-TIPABOBOM JOKYMEHTAIUU (YCTaB yUpeKIeHUS, TOJI0KEHUS, IITATHOE
pacnucaHue, JOJDKHOCTHbIe MHCTpyKuuu). Cucrema opraHM3alMOHHO-PACIOPSIUTEIbHON
JOoKyMeHTanuu (yka3, MpuKas, BRIIHCKA U3 MPUKa3a, pacropshkeHue, mocraHonnenue). Cucrema
CIPaBOYHO-UH(OPMALIMOHHON JOKYMEHTAlMM (IIPOTOKOJI, aKT, 3asBJICHUE, JTOKJIa/Has 3alucKa,
NpeyIoKEHNE, MpeICTaBICHUe, CIy)KeOHasi 3amucka, oO0bscHUTeNnbHas). Cxema MOATOTOBKHU
pacnopsAUTENbHBIX JOKYMEHTOB. [lopsiok CHATHS 1 BbIIaYM KONUI ¢ TOKyMEHTOB.

Tema 2.3 JlokanbHble HOpMAaTHBHBbIE aKThl. CocTaB M padoTa ¢ KaJApoBo# J0KyMeHTanue.
[Tonoxenus, mpaBuia, WHCTPYKIMHM (IpaBWIa BHYTPEHHETOo TPYJOBOTO pacHopsiKa,
MHCTPYKIUHU O TOPSIIKE OCYIIECTBICHUS KaKOW-IN0O0 NeATENbHOCTH WU MOPSAAKE IPUMEHEHUs
MIOJIO)KEHUN 3aKOHOJATENbHBIX M HMHBIX HOPMATHUBHBIX AaKTOB, IIOJIOKEHUS O CTPYKTYPHBIX
NOJIpa3/ieNIeHUsIX, KOJUIEKTUBHBIN 1oroBop U Ap.). Ilopsnok odopmieHUs W MOAIUCAHUS ITHX
JOKYMEHTOB Ul IIPUMEHEHUSI KaK CaMOCTOSITENIbHBIX MPABOBBIX akTOB. [IoHATHE M CTpyKTypa
NEePCOHAIBHBIX AaHHBIX. O0s3aTeNbHbIE KaIPOBbIE TOKYMEHTHI 00pa30BaTEIbHON OpraHU3allly,
UX BUJbI, COCTaB, HOPMATHBHbIE TPEOOBAHUS K BEIEHUIO KaJPOBOM JOKyMEHTAlUH (IIPUKa3bl U
pacnopsbKeHHsT 10 JIMYHOMY COCTaBy, 3asiBJIEHHE, TPYIOBOM JOroBOp, JIOJKHOCTHAs
UHCTPYKLUS, TPyJIOBas KHWXXKa, JIMYHAs KapTOyka, JIMYHOE Jeno). [IBukeHue M XpaHEeHue
KaJpoBOM AOKymMeHTauuu. JKypHanbl M KHUTH ydeTa. VcrnojiHEHHE COUMAIbHO-TIPABOBBIX
3a1poCoB.

Pa3nen 3. ®opMupoBaHme /1eJ1 1 OPraHU3aNusi XpaHeHUs1 JOKYMEHTOB. JKCIepTH3a
HECHHOCTH TOKYMEHTOB. Texnunueckue cpeacrea, MCOJIb3yEMbBIEC B
AeJIONPOU3BOJACTBE. DJIEKTPOHHBII IOKYMEHT0000pOT

Tema 3.1 IlpaBuia cocTaBjieHHsI HOMEHKJIATYPbI JeJ yupexaeHus. dopmupoBaHue u
odopmienne aea. OpraHuzanmsi ONEPATMBHOIO XpaHeHHs AOKyMeHTOB. MopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM y4peKICHUH.

IlonsiTe o0 «aene». Homenkmatypa nen. CocraBiieHne HOMEHKIATYphl J€l B
00pa30BaTENILHOM YUPEXKJICHHUH. dopmHupoBaHUE eI IIpu3Haku 3aBeneHus nex:
HOMMHAJIbHBIA, TPEeIMETHO-BOIPOCHBIN, aBTOPCKUM, KOPPECHOHJIEHTCKUMN, TreorpapuuecKkuid,
xpoHonorndeckuii. Buapr apxusoB. TpeGoBanus k apxuBam. [lopsaok nepenaun JOKyMEHTOB Ha



apxuBHOe XpaHeHue. CucrtemaTH3alys TOKyMEHTOB B apxuBe. PaboTa ¢ Hay4YHO-CIIPaBOYHBIM
anmaparoM (McTOpUYecKas CIpaBKa, ONHUCH Jiel IOCTOSHHOIO M BPEMEHHOIO XpaHEHUs
JIOKYMEHTOB, KHUTH y4€Ta U JIBUKEHUS JIEN).

Tema 3.2 Jles1a MOCTOSSHHOT0O W BPEMEHHOI0 CPOKA XpaHeHHMsl. JKCIEPTHAS KOMHCCHS
yupeskaeHusi. [lopsitok yHUYTOKEHUSI JOKYMEHTOB.

Oco0eHHOCTH XpaHEHUsl JeJl MOCTOSHHOTO, BpeMeHHOTo (cBbimie 10 JieT) U aen mo JuYHOMY
cocraBy. Ilopsmox mnepemauu gen B l'ocynmapctBeHHble apxuBbl. Co3gaHHMe HKCIEPTHOM
KOMUCCHH ydpexjacHus. [IpoBeneHue H3KCHEpTU3bl IEHHOCTH AOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3aceaHMil KOMHCCHUU W aKTOB Ha yHMUYTOKeHue jen. [Ipoueaypa yHUUTOXKEHHS
JIOKYMEHTOB.

Tema 3.3 MHcnouan3oanme IIK B penonpomssoacrBe. CpencrBa KONUPOBAHUS M
OnepaTuBHOrO padMHokeHusi. [Ipuem u 00padoTKa TOKYMEHTOB, MOCTYNAKIIUX M0 KAHAJIAM
3JIEKTPOHHOM MOYTHI M (hakcumMmIbHOI cBsizu. [IpaBuiia 6e3onacHoil padoThI ¢ OPIrTEXHUKOIA.
KomneioTepHble cpeicTBa MOATOTOBKM JOKYMEHTOB. lcmonb3oBaHue MIa0JIOHOB st
dopMupOBaHUS JIOKYMEHTOB Ha KoMmmbioTrepe. lcnonab3oBaHue B KOMIbIOTEpE OJaHKOB
nokyMeHTOB. Co3/laHue OJIaHKOB JIOKYMEHTOB B KOMIIbioTepe. M3roToBieHue, KONUpOBaHUE U
TUpa)XUpOBaHUE JOKyMEHTOB. CpencTtBa 00pabOTKH JOKYMEHTOB. JIOKYMEHTHI, IepeaBacMble
0 KaHajaMm CBs3M (Teierpamma, Teliekce, (akcorpamma, Ttenedonorpamma). Ilonstue
«oprrexHuka». OCHOBHBIC BHJIBI OPraHW3alMOHHON TeXHUKH. [IpaBuiia TeXHUKH 0€301MacCHOCTH
paboThI C OPTTEXHUKOM.

Tema 3.4 DiekTpoHHOe NOKyMeHTHpPOBaHue. [loHsITHE «3JIEKTPOHHBII JOKYMEHT).
IIpeumyiiecTBa nepenadyn JOKyYMEHTa C KOMIIBIOTEpAa Ha KOMIIBIOTEpP.  YCTaHOBKA Ha
KOMIIBIOTEPE CIELUAIBHO BBIICICHHON MANKyU Ul NOCTYNAOIIMUX JOKyMEeHTOB. [IpenMyiuecrsa
anekTpoHHoM mnouthl. Jloctyn k Internet. Cucrema peructpauuu u koHTpois. Co3paHue
ANIEKTPOHHOM 0a3bl JaHHbIX. [lomck gokymeHTa. OKCKypcus B apXuB MypMaHCKOToO
ApPKTUYECKOI0 FOCYAapPCTBEHHOTO YHUBEPCUTETA.

6. IHEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHUNH],
HEOBXOJINMOTI'O JJIA OCBOEHUA JUCHUIIJIMHBI (MOYJISA).

OcHoBHasi iuTEpaTypa:

1. Oenepanpuplii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit
Oeneparuny (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. OenepanpHbiii 3akoH "O0 WHpOpMaNMK, HHPOPMATH3AUHN U 3aluTe WHpopMarmu". 3aKoH
nonmnucan [Ipesunentom Poccuiickoit deneparuu 20 dhespans 1995 roga N 24-03

3. 3akoH Mypmanckoit obmactu ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM Jjene B
MypmaHcKoii 001acTu

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

5. Oenepanpablii 3ak0oH oT 2 Masg 2006 r. N 59-@3 "O mopsake paccMOTpeHHs OOpaIieHHH

rpaxaan Poccwuiickoii @enepanun" C M3MEHEHUSIMA U AOTIOHEHUSIME OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 ., 24 Hosi6ps 2014 .

6. [lpaBuna jgenompou3BojacTBa B (elepalbHBIX  OpraHax  HUCIOJHUTEIBHOW  BIIACTH
(yrBepxaensl nocranoBienueM [IpasurensctBa Poccuiickoit @enepaunn ot 15.06.2009 Ne 477
7. [lepeveHb THUTOBBIX YIIPABICHUYSCKUX apXUBHBIX TOKYMEHTOB, 0Opa3yIOIIUXCS B IpoIecce

JIeITeTbHOCTH TOCYAApCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYITIPaBJICHHs U OpraHu3alvi, ¢ yKa3aHuEM
CPOKOB XpaHEeHHs. YTBepXkJeH IpukazoM MunHucrepctBa KynbTypsl Poccuiickoit @enepauun ot 25 aBrycra
2010 1. Ne 558

JlonoJiHUTEILHAA JIUTEpPATYpa:

1. IMTucemo MunoGpaszBanust PO ot 20 nekabpst 2000 roma N 03-51/64 «O Meroandyeckux
PEKOMEHIANUAX IO paboTe C JOKYMEHTaMH B 00IIe00pa30BaTEIbHBIX YIPEKICHUITK)



2. Opranuszanysi JeJIonpor3BoIcTBa U TokyMeHToobopoTa JIOY [Tekcr]: meron. pek. / JI. U.
Jlykuna. - M. : Cepa, 2009. - 128 c.

3. Conoryd, O.I1. Jlenompou3BOACTBO: COCTaBJICHWE, pEAaKTHpOBaHHWE W  00paboTKa
JTokyMeHTOB: YueOHoe nocodue / O.11. Conory0. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JAUCHUIIJINHBI
MoAaYyJisl)

B o0pa3oBaTensHOM IpoIiecce UCIOMb3YIOTCA:

— y4eOHBIE ayJUTOpPUM JUIA TPOBEACHUS  YYEOHBIX  3aHATUH, OCHAICHHBIC
000pyI0BaHWEM U TEXHUYECKUMH CpeACTBaMHU oOydeHwus: yueOHas mebenb, [1K, obopynoBanue
JUTSL IEMOHCTPAIINH MTPE3SHTAINH, HATJISITHBIC TOCOOWS;

— TOMEIIEHHUsS] Ui CaMOCTOSITENIbHOW  paboThl  OOYYaroIuXcs, OCHAIICHHBIC
KOMITHFOTEPHON TEXHUKON C BO3MOYKHOCTBIO TIOJIKITFOUEHHMS K ceTH «HTepHeT» u o0ecriedyeHreM
JIOCTYTIA B AJICKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBarenbHyto cpeny MATY.

7.1 INEPEYUEHb JIMIHEH3UMOHHOI'O U CBOBOJAHO PACIIPOCTPAHSEMOI'O
MNPOI'PAMMHOI'O OBECIIEYHEHUA:
7.1.1. .HI/IIICHI%I/IOHHOC MnporpaMmmMHoe¢ o0ecreyeHue 0TEYECTBEHHOI 0 IPpOU3BOJACTBA:

o Kaspersky Anti-Virus

7.1.2. JInnieH3HOHHOE MPOrpaMMHOe o0ecriedeHne 3apy0eKHOr0 MPOU3BOACTBA:
e MS Office
e Windows 7 Professional
e Windows 10

7.1.3. CBo00oaHO pacnpocTpaHsieMoe NpPOrpaMMHOe o0ecledyeHHe OTe4eCTBEHHOI0
NPOU3BOJCTBA:

7.1.4. CpoOogHO pacnpocTpaHsieMoe NpPOrpaMMHoOe olecrnedeHue 3apy0e:KHOIo
NPOU3BOJACTBA:

o Adobe Reader

e Mozilla FireFox

o LibreOffice.org

7.2 QJIEKTPOHHO-BUBJINOTEYHBIE CUCTEMBbI:

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

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

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

7.3 COBPEMEHHBIE TIPO®ECCHUOHAJIBHBIE BA3bI JTAHHBIX
1. Uadopmarnmonno-ananutudeckas cuctema SCIENCE INDEX

2. DnekTpoHHas 0a3a TaHHBIX Scopus

3. Bass! manueix kommanuu CLARIVATE ANALYTICS

7.4 THOOPMALIMOHHBIE CITPABOYHBIE CUCTEMBI

l. CnpaBo4yHO-TIpaBOBast uH(pOpMalMOHHAS cucrema KoHcynbTanT ITmroc
http://www.consultant.ru/

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

8. UHBIE CBEJIEHUSA U MATEPUAJIBI HA YCMOTPEHUE BEI[YHIEFI KA®EJIPbI
1. Cynebuble u HOpMaTuBHBIE akThl PD http://sudact.ru/



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

9. OBECIIEYEHUE OBPA30BAHUSA AJIs JIMIL C OB3

s obecrieuenust 00pa30BaHUs UHBATUIOB U JIUI] C OTPAHUYEHHBIMH BO3MOXHOCTSMU 30POBbSI
peanu3anus JUCUUIUIMHBI MOXET OCYIIECTBISATHCA B aJalTHUPOBAHHOM BHJAE, C YYE€TOM
cnenupuKd OCBOEHUS W JUJAKTUYECKUX TpPeOOBAHUM, HCXONId W3 HMHIUBUIYaTbHBIX
BO3MOXKHOCTEH U 10 JITYHOMY 3asIBICHUIO 00YyJaroIerocs.



