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IMosicuuTeILHAS 3aIMCKA

O0beM TUCIUIUTMHBI 2_3.€.
1. Pe3yabTarbl 00y4eHusi 0 AUCHHUILUIMHE (MOAYJIIO), COOTHECEHHBIE C MHIMKATOpaMU
JOCTH)KEHUS] KOMIIETEHLIUH, YCTAaHOBJICHHBIMM  00pa3oBaTeIbHOM MporpaMmMon

Komnerenuus

HNupukaropsl
KOMIIeTEeHIIN i

Pe3yabTaTsl 00yyeHus

YK-4. Cnnocoben
OCYILIECTBIIATh
JIETIOBYIO
KOMMYHHKAIIHIO B
YCTHOM ¥ TUCbMEHHOU
(dopmax Ha
TOCyIapCTBEHHOM
si3p1ke Poccuiickoit
®denepanuu u
HHOCTpaHHOM(BIX)
SI3BIKE(aX)

YK-6. Criocoben
YIPaBISITh CBOMM
BpEMEHEM,
BBICTpauBaTh U
pean3oBbIBATh
TPaeKTOPHUIO
caMOpa3BUTHS Ha
OCHOBE TPHUHIIUIIOB
o0Opa3oBaHUs B
TeYEeHHUE BCeil XKU3HH

VYK-4.1. Bnageet cucremoit
HOPM PYCCKOTO
JUTEPaTypHOrO SA3bIKa MpU
€ro UCIOJIb30BAHNUU B
Ka4yecTBE roCyAapCTBEHHOIO
s3pika PO 1 Hopmamu
WHOCTPAaHHOTO(BIX)
SI36IKA(OB), ACHIOIB3YET
pa3inaHbIe (YOPMBI, BUIIBI
YCTHOU ¥ MUCbMEHHOMN
KOMMYHUKAIIHH.

VK-4.2. Vcnions3yer
SI3BIKOBBIE CPEJICTBA ISl
JIOCTHKEHUS
npodeccroHaNbHbIX lenen
Ha PYCCKOM U
HHOCTpaHHOM(BIX)
s3BIKe(ax) B paMKax
MEKJIMYHOCTHOTO U
MEKKYIBTYPHOTO OOIIEHHS

VK-6.1. OuenuBaer
JIMYHOCTHBIC pecypcm 110
JOCTHIKEHHUIO 1IEneH
CaMOpa3BUTHS U
YIIpaBIEHUS CBOUM
BpEMEHEM Ha OCHOBE
MIPHUHIUIIOB 00pa30BaHUS B
TeYeHUe BCe KU3HH.

VK-6.2. Kputnuecku
OIICHUBAeT Y(PPEKTHBHOCTD
UCIIOJIb30BAaHHSI BPEMEHU U
JPYTHX PECYPCOB MPU
peaIn3aly TPAeKTOPUU
CaMOpPa3BUTHSL

3HATh: HOpPMAaTUBHBIC JOKYMCHTBI 110 yHI/I(i)I/IKaIII/II/I u

CTaHIapTH3aLUU B obsactn JIOKyMEHTAIHH,
JeiictByrome Ha Teppurtopun P®; rocymapcTBeHHbIE
CTaH/apPTHI u 3aKOHOIaTEeIIbHbIE AKTBI o
JOKYMEHTUPOBAHHUIO;

CHCTEMBI JIOKyMEHTAIlMH, TPEOOBaHUS K COCTABIICHUIO M
0 OPMIICHHIO JOKYMEHTOB;

THIIOBBIC HHCTPYKLMH O JCIONPOU3BOACTBY, PEIrIaMEHT
PpaboThL, TOJDKHOCTHBIE HHCTPYKLIHY;

OCHOBHBIE  BHUJBl [OKYMEHTOB, DPEIIAMEHTHUPYIOIIUX
00pa3oBaTENbHYIO ACATCIHHOCTS;

OCHOBBl  JIENONpPOM3BOACTBA B  00pa30BaTEIbHOM
YUPEXKICHUU.

YMeTh: palMoHaNbHO W A(PQPEKTUBHO OPraHU30BHIBATH
JeTIONPOU3BOJCTBO B 00pa30BaTENIbHOM OpraHHU3alNY;
COCTaBJIATh  y4eOHO-METOAMYECKHE M  HOPMAaTHUBHO-
TpaBOBbIC JIOKYMEHTBI, perilaMeHTHPYIOI e
JeATeNbHOCTh 00pa30BaTeIbHON OpraHU3aluy

Bnanets: MCTOAaMU, crocodbamMu u cpeacrBaMu

HOJTy4YeHUS, XpaHeHus, nepepaboTKu
uHbopMaIuy, OCHOBaMH KOMITbIOTEPHOU
IPaMOTHOCTH;  TEXHOJOTMEH  OpraHu3aluu
JIEJIONPOU3BOCTBA B 00pa3oBaTeTLHOM
YUPEXKIECHUH.

2. Coaep:kaHue TUCHUTILUINHBI (MOTYJIs)

Pa3nea 1. Copepxanue, 3HaUCHHE 1eJIONPOU3BOACTBA. TexHomorns
OpraHM3alNH /1eJIONPON3BOACTBA B 00Pa30BATEIbHOM YUpPeKIeHHH

Tema 1.1 OcHOBHBbIEC TEPMHMHBI M MIOHATHE «1eJIONPOU3BOACTBO». UCTOpHUSI BOSHUKHOBEHMSI
U OCHOBHbBIE 3TaNbl PA3BUTHS 1eJ10NPOou3BoAcTBA. CHCTEeMbl OPraHU3aluu
aesonpou3BoacTea. [IoHsAiTHe U NIPUHUMUIIBI OPraHU3ALMH JOKYMEHT0000pOTA

ITonsiTne «IACJIOIIPONU3BOJACTBO. OCHOBHEBIE neian W 3aja4yu JCJIONPOMU3BOJACTBA. HCO6X0]II/IMOCTB OopraHu3anuun
JACTIONMPOU3BOACTBA B YUPCIKIACHUU. 3HaueHune JCJIONIPOU3BOACTBA B ACATCIBHOCTU 06paSOBaT€J'II)HOFO YUIpECIKIACHN.
CGerTapb, ACJIONPOU3BOAUTEIIb, NJOKYMEHTOBE, KaHICIIAPHS. I/ICTOPI/I‘IGCKI/IG OTalbl PA3BUTHA ACJIONPONU3BOJACTBA
B Poccumn. COBpeMeHHOG TOCyAapCTBEHHOC PEryJIMpOBaHUEC JACJTIONPOU3BOACTBA. Cucrembl JACJIOPOU3BOACTBA:




[EHTPaTN30BaHHAs, IEeICHTpaIN30BaHHas, cMmemanHas. CTpykTypa W 00bEM aokyMeHTooOopota. OCHOBHEIE
NPUHLUIIBI OPraHu3aluy paboThl C JOKYMEHTOIOTOKAMH, KaK CO3[aHHe ONTUMAJbHBIX YCIOBHU ISl BCEX BHUJIOB
pabotsl ¢ mokymeHTamu. OpraHn3aoHHas CTPYKTypa MepcoHana, 00ecIeunBaoniero padboTy ¢ JOKyMEHTaMH.

Tema 1.2 PekBU3UTBHI JOKYMEHTOB. Perncrpauus u unaexcanusi 10kyMmeHToB. CTpykTypa 6a3
JaHHBIX JA0KyMeHTOB. I[Ipmem, o0pa0oTka M pacnpenesieHHe NOCTYNAKIIMX JOKYMEHTOB.
Opranuszanusi 00padoTKH U NepeIayu OTIHPABJIAEMbIX JOKYMEHTOB.

IlonsiTne pexkBU3HUTA [OKYMEHTA. Bunpl pexBU3UTOB. [IpaBuna ocdopmieHHS PEKBH3UTOB JIOKYMEHTOB.
®opmymsp-obpazen.  bmank moxymenta. Bumpr 6mankoB. TpebOoBanms k OmaHkam gokymeHTOB. I11aGmoHEI.
WHaeKkcanuss ¥ PerucTpanus JOKyMEHTOB. Bubsl U GpOpMbI PETHCTpalk JOKYMeHTOB. 1peOOBaHUS K TEKCTaM
CJ'Iy)KC6HI)IX AOKYMCHTOB: KPATKOCTb W TOYHOCTb U3JIOKCHUSA I/IH(l)OpMaHI/II/I, HCKIIFOUECHHUE IBOAKOI'O
TOJIKOBAaHUAI, 00BEKTUBHOCTE H JOCTOBEPHOCTH I/IH(I)OpMaI_II/II/I, COCTaBJICHUEC IPOCTBIX HOOKYMCHTOB,
CTPYKTYypUpPOBaHHE TEKCTa JOKYMEHTa, IITUPOKOE UCTIOIh30BaHNE TpahapeTHBIX U TUIIOBBIX TEKCTOB IPHU
OINMMCAHWUU TMMOBTOPAIOIINXCA YIIPABICHUYCCKUX CPITyaIIPIfI. SI3BIK U CTUIID CJ'Iy)Ke6HI>IX JOKYMCHTOB. DTaIesl
O6pa6OTKI/I BXOAAIIUX JOKYMCHTOB. HepBI/I‘{HaH 06pa60TKa BXOAAIIUX JOKYMCHTOB. PeFI/ICTpI/IpyeMI)Ie u
HEPETUCTPUPYEMBIE TOKYMEHTHI. [IpenBapuTenbHoe paccMOTPEHNE JOKYMEHTOB [JIsl HANPaBJICHUS UCIIOJHUTEIISM.
Pezomronus.

HOp?[JIOK MOATOTOBKHU HCXOAAIIHNX HNOKYMCHTOB. CocraBiieHne MIPOCKTa AOKYMCHTA, COIIaCOBAHUC, MOANHNCAHHUC
(yTBepxaenue), TupaxkupoBanue. CriocoObl 1 METOIBI OTIIPABKH HCXOIAIMINX JOKYMEHTOB. OO0IIas XapakTepuCTHKa
cny>1<e6H01‘/'1 NCPCIIUCKHU. PaSHOBI/IILHOCTI/I CJ'Iy)Ke6HI>IX IIMCEM (COHpOBOI[HTeJ'ILHO@ IIUCBbMO, HI/ICBMO-HpOCL6a,
MMACbMO-3a11pocC, NUCbMO-OTBET, HI/ICBMO-COO6HI€HI/IG, I/IH(i)OpMaL[I/IOHHoe IIUCBbMO, FapaHTHﬁHO@ IIUCbMO, ITMCBMO-
MpUTIameHue 1 T.1.).

Tema 1.3 Ilopsigok NpoxoxIeHUsi BHYTPEHHHUX JTOKYMeHTOB. OpraHu3anmsi KOHTPOJsSl 3a
HCIIOJTHEHHEeM I0OKYMeHTOB. Padora ncnosHuTeie ¢ JokyMeHTaMu. Opranusanusi NOUCKOBOM

CUCTEMBI 110 TOKYMCHTaM.

BHyTpeHHHE JOKyMEHThI 00pa30BaTENbHOW OpraHM3aluy (3asBICHHS, CIY)XEOHbIE 3alMCKH, JOKIIaJHbIE,
0OBSCHHUTENIBHBIC, CIIPABKH, CBOAKH, OTYETHI U 1Ip.). [lonroroBka, odopmienue, perucrparus. [IpaBina noctaHoBKA
JIOKYMEHTOB Ha KOHTpOJb. [10psIOK CHATHSI JOKYMEHTOB ¢ KOHTpONs. OT4eT 1O HCTIOIHEHUIO KOHTPOJIBHBIX JTOKYMEHTOB.
OnepaTHBHOE HCIOJHEHHE JTOKYMEHTOB COTPYJIHHKAMH B COOTBETCTBHU C MX JOJDKHOCTHBIMU OOS3aHHOCTSIMH M
pesomonueii pykoBoautens. OTBETCTBEHHOCTh 32 HECOOIIOICHNE TPEeOOBaHUH MCIIOTHNUTEIBCKOW ANCIUTUINHEL, 32
HENpaBWIFHOE HCIIOJIb30BAHUE JEHCTBYIONIMX HOPMATHBHBIX JOKYMEHTOB B TMOATOTOBKE, O(GOPMIEHHUH U
WCIIOJIHEHNH JIOKyMEHTOB B CpOK. llomckoBas cucreMa JOKYMEHTOB -  KapTOTEKH W KIIacCH(MKaIlMOHHBIC
CTIpaBOYHHUKH. Bubl kapToTek. Buisl knaccn(puKannoHHBIX CIIPaBOYHHUKOB.

Tema 1.4 Cnoco0bl M MeTOIbI AOCTABKH J0KYMeHTOB. O0patoTka KOH(pUIEHIUAIBHBIX IOKYMEHTOB M I0OKYMEHTOB
JUISL  CIYKeOHOTO  TOJIb30BaHMsl. JKCKYpCUsi B OTAe] JIeJoNpou3BoacTBa MYypMAaHCKOro apKTH4ecKOro
rocy/1apcTBEHHOT0 YHUBEPCUTETA.

Opranuzaiysi MoYTOBOM, KypbePCKOM M IKCIIPECC- JOCTaBKU JOKYMEHTOB. IIOHATHS: «1I€HHOCTh U
0e30macHOCTh  MHGOPMALMKNY, «KOHPUIACHIIUATBHOCTBY, «YIpo3a KOHQPUIACHIIUATHLHOCTH,
«3amurta wuHpopMmanum». be3omacHOCTh IEHHBIX HHQPOPMAIIMOHHBIX pecypcoB. llenHas
nHpopmanusa U KoH(UIEHIIUATEHBIE TOKYMEHThI. PernamenTaius cocraBa KOH(GUIECHIINATBHBIX
cBefeHNd W JOKyMeHTOB. Ilopsimok paboThl ¢ KOHPUACHUUATBHBIMU JOKYMEHTAMHU U
Marepuaniamu. Kondunenuuansuas nHGOpMaIUs U CBEJCHUS B IEITEILHOCTH 00pa30BaTeIbHON
OpraHu3aIu.

Paspnen 2. HopmaTtuBHO-3aKk0HOAaTEAbHAsA 0a3a. OCHOBHBIE BHABI JOKYMEHTOB M
CHUCTeMbl JOKyMeHTanuu. Oco0eHHOCTH NOATOTOBKH 1 0()OpPMJICHHUS OTACIbHBIX
BH/I0B JOKYMCHTOB

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

3akoHonaTenbHble akThl Poccuiickoit deneparu u MypmaHckoii 061acTu, peraaMeHTHPYIoIue
JIETIOTIPOM3BOJICTBO M apXMUBHOE JeN0. [ 0CymapCcTBeHHBIC CTaHAAPTHl U YHU(UKAIUSA B 00JaCTH
JIEeTIONPOU3BOJICTBA U apXHUBHOro nena. VHCTpyKnus IO AeI0onpou3BOACTBY MuHHCTEpCTBA



oOpa3zoBanus u Hayku Poccuiickoii ®eneparun. Meronndeckue peKOMEHIAIMK M0 pa3paboTKe
HOMEHKJIATyphl M MHCTPYKLHUHM IO JEJONPOU3BOACTBY B 0OPa30BaTEIbHOM YYPEKICHUU.
Tunosble MepevyHH C yKa3aHUEM CPOKOB XpaHEHHUs AOKyMeHTOB. [IpaBuia paboThl apXuBOB
OpraHu3aIuu.

Tema 2.2 Knaccuduxamnus nokymentoB. KOpuandeckas cuna nokymeHnTta. HasHauenue u cocras
OpraHU3allMOHHO-TIPAaBOBOM  JOKymMeHTauuu. HasHaueHme © COCTaB  OpraHu3alMOHHO-
pacropsAUTeNbHON JOKyMeHTaluu. HasHadeHne u coCcTaB CHpaBOYHO-MH(POPMALMOHHOM
JOKYMEHTALUU.

Knaccugukaius JOKyMEHTOB, €€ OCHOBHBIC MPU3HAKH. [ pyIIIBl TOKYMEHTOB - JIOKyMEHTHI IO
o0mMM ¥ aJMUHHCTPAaTHBHBIM BOIIpOcaM, T.€. IO BOIpOcaM OOIIEro PyKOBOJCTBA
OPEANpUSTHEM W €ro  JeATeNbHOCTBIO; - JOKYMEHTBl 10 (YHKUIUSM  YIPaBJICHHUS.
Knaccudukanus ciaykeOHbIX JOKYMEHTOB: [0 aJMHHHUCTPATHBHBIM BOMpOCAM; IO BOIpOCaM
MaTepHaIbHO-TEXHUUECKOT0 CHA0KEHUs; JTOKyMEHTAIHs 10 TUIAHKPOBAHUIO; IO ONEPaTUBHON
NESTENIbHOCTH; IO OyXTraJITepCKOMY Yy4eTy; MO IMOATOTOBKE M PAcCCTaHOBKE KaJIpoB U T...
Knaccugukanuss mo HaMMEHOBAHHWIO: MPHUKA3bl, PACTOPSDKEHHsS, IUIAHBI W OTYETHI, AKTHI,
MIPOTOKOJIBI, TOTOBOPHKI, YCTaBbl, MHCTPYKIUH, JOBEPEHHOCTH U T.l. Knaccudukainus mno mecry
COCTaBIJICHUS, 1O CTENEHH YHH(HKAIWW, 1O MPOMCXOXKACHUIO, MO BUIY OQGOPMIICHUS, IO
croco0y ¢dukcanuu HHPOPMAIMK, IO CTENEHH CIO0XXHOCTH, MO CTENeHH TJIaCHOCTH, IO
IOPUAMYECKON Cuile, [0 CpOKaM MCIIOJIHEHHS, 110 CpPOKaM XpaHEHHs, [0 CTElEeHU
0053aTeNbHOCTH.

CucremMa opraHu3allMOHHO-TIPAaBOBON JOKYMEHTALUU (YCTaB yUpEKICHUS, TIOJ0KEHHS, IUTATHOE
pacnucaHue, JOJDKHOCTHbIe HWHCTpyKuuu). Cucrema oOpraHu3alliOHHO-PACHOPSIUTENHHOM
JOKyMeHTaluu (yka3, IpuKas3, BeIIIUCKA U3 MpUKa3a, paclopskeHue, nocraHonienue). Cucrema
CIPaBOYHO-UH(GOPMAIIMOHHON JOKYMEHTAIMK (IIPOTOKOJI, aKT, 3asBICHHUE, MOKIaaHas 3al1CKa,
MpeIOKEHUE, TMPEICTaBICHUE, CIIy)KeOHast 3amucka, oO0bsicHuTenbHas). CxemMa MOATOTOBKHU
pacnopsIUTENbHBIX TOKYMEHTOB. I1opsI0K CHATHS 1 BbIIAYM KOMUH C TOKYMEHTOB.

Tema 2.3 JlokanbHbIe HOpMAaTHBHBIE aKThI. CocTaB 1 padoTa ¢ KaAPOBOM AOKYMeHTaLHMel.
[omoxxeHns, mpaBWia, WHCTPYKIHMU (MIpaBHIa BHYTPEHHETO TPYAOBOTO PACHOPSAKA, HMHCTPYKIHH O TOPSIKE
OCYHICCTBJICHUSA Kakoi-1100 ACATCIIBHOCTH WJIM HOPSAAKE HNPUMCHCHUA IIOJIOXKEHH I 3aKOHOAATCJIBbHBIX M HWHBIX
HOPMAaTHUBHBIX AKTOB, IIOJIOKCHUSA O CTPYKTYPHBIX IMMOAPA3ACICHUMAX, KOJUICKTHBHBIN AO0TOBOD H Z[p) HOpiII[OK
O(I)OpMJ'IeHI/ISI 1 MOANUCAHUA 3TUX JOKYMCEHTOB U1 NPUMCHCHUS KaK CaMOCTOSATCIIbHBIX ITPABOBBIX aKTOB. Ilonstune
" CTPYKTYpa NEPCOHAJIbHBIX JaHHBIX. OO0s3aTebHBIE KaJApOBbIC JOKYMCHTbBI 06paSOBaT€J’IbHOfI OpraHusanuu, Hux
BUBI, COCTaB, HOPMATUBHBLIC Tpe6OBaHI/Iﬂ K BCICHHUIO KaI[pOBOﬁ JOKYMEHTalluU (HpI/IKa3LI H PaCIIOPSIKCHUA T10
JUYHOMY COCTaBy, 3asBJICHHE, TPYAOBOH JOrOBOP, MNOJDKHOCTHAsT WHCTPYKLUS, TPYAOBas KHMXKKA, JIMYHAS
KapTOuKa, JINIHOE J1eN10). JIBIKeHHe U XpaHEeHHe KaJIpoBoi JokyMeHTaluu. JKypHais! 1 KHUTH yueTa. VicronHenue
COIMAJIBHO-TTPABOBLIX 3aITPOCOB.

Pa3nen 3. ®opmupoBaHue e/l U OPraHU3alUs XPaHEeHHUS JOKYMEHTOB. JKCIepTH3a
LeHHOCTH JOKYMEHTOB. TexHu4ecKue cpeacTBa, HCMOAb3yeMbIe B
AeJI0NPOU3BO/ACTBE. DJIEKTPOHHBII JOKYMEHT0000pOT

Tema 3.1 IlpaBuia cocTaBJIeHHMsI HOMEHKJIATYPhbI e yupe:xkaeHus. DopMupoBanue M odopmiieHHE el
Opranuzanus onepaTUBHOIO XpaHeHHUs TI0KyMeHTOB. PopMHUpoBaHUe apXHBa B 00pa30BaTe/ILHOM yUPesKIeHHH.
Ionstue o «mene». Homenkmarypa gen.  CocTaBiieHHE HOMEHKJIATYpPhI A€l B 00pa30BaTENbHOM YUPEKACHUH.
®opmupoBanue fgen. IlpuzHaku 3aBefeHMs] J€]: HOMHUHAJIBHBIM, IPEAMETHO- BOIPOCHBIM, aBTOPCKUH,
KOPPECTIOHJIEHTCKUH, Teorpadudeckuii, xpoHosorndeckuid. Bumbl apxuBoB. TpebGoBanus k apxuBam. [lopsiox
nepenayd JIOKyMEHTOB Ha apXMBHOe XpaHeHHe. Cucremarmsanusi JOKYMEHTOB B apxuBe. Pabora ¢ HaydHO-
CIPaBOYHBIM aNIapaToM (MCTOPUUYECKAs CIpPaBKa, OMUCH Jell MOCTOSHHOTO U BPEMEHHOIO XPaHEHHs JOKYMEHTOB,
KHUTH y4eTa U IBIKCHUS JIeI).

Tema 3.2 /les1a NOCTOAHHOTO ¥ BPEMEHHOI0 CPOKA XpaHeHHs. JKcnepTHas komuccus yupexaenus. [lopsaaok
YHHUYTOKEHUS TOKYMEHTOB.

Oco0eHHOCTH XpaHEHHs e MOCTOSHHOTO, BpeMeHHoro (cBeime 10 jer) m aen mo nuaHOMY cocTaBy. [lopsmok
nepemaun nen B locymapcTBeHHble apxuBbl. Co3maHuWe SKCHEPTHOM KOMHCCHM YyupexkaeHus. llposenenme



AKCHEPTHU3Bl IIEHHOCTH TOKYMeHTOB. OdopMieHHEe NMPOTOKOJIOB 3aceNaHMi KOMHCCHH M aKTOB Ha YHHYTOXKEHHE
nen. [Iponenypa yHUYTOXEHHS JOKYMEHTOB.

Tema 3.3 Ucnosn3zoBanue [IK B nesionpousBoactee. CpeacrBa KONUPOBAHUS U ONEPATHBHOI0 Pa3MHOKEHHUSI.
IIpuem u 00padoOTKa AOKYMEHTOB, MOCTYNAIOIIUX MO KAHAJAM 3JIEKTPOHHOH MOYTHI M (PAKCHMHJIBHOH CBSI3H.
IIpaBuia 6e3onacHoii padoThI ¢ OPITEXHUKOIA.

KomnproTepHbie cpencTBa MOATOTOBKH TOKYMEHTOB. Mcmonp3oBanue mabioHOB st GOPMUPOBAHUS JOKYMEHTOB
Ha KommbloTepe. Mcmonp30BaHHEe B KOMITbIOTEpE OJIAHKOB J0KyMeHTOB. Co3naHue OJIAaHKOB JOKYMEHTOB B
KoMmIbroTepe. M3rotoBieHue, KOMMPOBAHUE M THPAKUPOBaHHE NOKyMEeHTOB. CpeactBa 0OpabOTKH JTOKYMEHTOB.
JIoKyMeHTBI, TiepelaBacMbIe TI0 KaHaJIaM CBsI3U (Telerpamma, Telieke, gakcorpamma, TeaedoHorpamma). [lonsTue
«oprrexHuka». OCHOBHBIC BHUJBI OPTraHU3AIMOHHON TexHHWKH. [IpaBuia TEexHHKH O€30MacHOCTH pabOThI C
OPITEXHUKOU.

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

IIpeumyiiecTBa nepepadn JOKYMEHTa C KOMIIBIOTEpa Ha KOMIIBIOTEp. YCTaHOBKA Ha KOMIIBIOTEpE CHEIMAIbHO
BBIICJICHHOW MAaNKW U1 NOCTYNAIOIIUX JOKYMEHTOB. [IpemmymecTBa snekTpoHHOM mouthl. [loctyn k Internet.
Cucrtema peructpanuu 1 KOHTpois. Co3aHue 3JeKTPOHHOM 0a3bl aHHBIX. [IoMCK OKyMeHTa. DKCKYpCHus B apXuB
MypMaHCKOT0 apKTHYECKOTO FOCYAapPCTBEHHOTO YHHBEPCHUTETA.

3. IlepedyeHb yueOHO-MeETOAUYECKOT0 o0ecnieYeHHsl TUCHUIIIMHBI (MOIYJIs1)

- MYJIbTUMEIUWHBIE TIPE3EHTAIMOHHBIE MAaTE€pUalbl M0 JAUCHHUIUIMHE (MOIYJIIO)
MIPEACTABIECHBI B 31€KTPOHHOM Kypce B OMIOC MAY:;

- METOJMYCECKHE YKa3aHWS K BBIMOJTHCHHIO JIA0OPATOPHBIX/TMPAKTHUECKUX/KOHTPOIBHBIX
paboT (BbIOpaTh) MpeacTaBieHbl B 3eKTpoHHOM Kypce B DMOC MAY;

- METOJIMYECKHE MaTepUalbl i OOY4alOIIMXCS MO OCBOCHHIO TUCIUIUIMHBI (MOIYJIs)
npelcTaBieHbl Ha oduiuanbHoMm caiite MAY B pa3nene «Hdopmarus mo o6pa3oBareabHbIM
mporpamMmam, B TOM YHCIIE aAanTUPOBAHHBIM.

4. ®oHJ OLEHOYHBIX CPEICTB MO TUCHUILIMHE (MOIYJII0)
SIBnsieTcs OTIENBHBIM KOMIIOHEHTOM 00pa30BaTENbHON MpOrpamMmbl, pa3paboTaH B Gopme
OTJIENTLHOTO JJOKYMEHTA, BKIIFOUAET B CeOsI:
- TIepeYeHb KOMITETEHIINI C yKa3aHHeM 3TaroB UX (pOpMHpPOBAHUS B MPOIECCE OCBOCHUS
JTUCIUIUINHBI (MOZYJIf);
- 33J]aHUs TEKYIIEro KOHTPOJIS;
- 3aJIaHUs TIPOMEKYTOUYHON aTTECTAIUH;
- 3a/1aHUs BHYTPEHHEH OLIEHKH KauecTBa 00Opa30BaHMUs.

5. MEPEUEHb YUYEBHO-METOJUYECKOI'O OBECHEYEHUSsI, HEOBXOAUMOI'O JJIs1
OCBOEHMS JUCLUATLTUHBI (MOIY.JIS).

OcHOBHAf JUTEPATYpPA:

1. Oenepanpabiii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit
Oeneparny (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 wHbOpMAIUH, HHPOPMATH3AMUK | 3anuTe HHGopMarmu". 3aKoH
nonmnucan [Ipesunentom Poccuiickoit deneparuu 20 dhespans 1995 roga N 24-03

3. 3akoH Mypmanckoit obmact ot 20.02.2006 Ne 730-01-3MO «OO6 apxuBHOM jene B
MypmaHcKoii 001acTu

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

5. Oenepanpablii 3ak0H 0T 2 Mas 2006 1. N 59-03"O mopsake paccMOTpeHHs OOpareHui

rpaxaan Poccwuiickoii @enepanun" C n3MEHEHUSIMHA U AOTIONHEHUSIME OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 ., 24 Hosi6ps 2014 .

6. [lpaBuna jgenompow3BojACTBA B (eliepalbHBIX  OpraHax HWCIOJHHUTEIBHOH  BJIACTH
(yrBepxxaensl nocranoBienueM [IpasurenscrBa Poccuiickoit @enepaunu ot 15.06.2009 Ne 477
7. [lepeveHb THUTIOBBIX YIIPABICHUSCKUX apXUBHBIX TOKYMEHTOB, O0Opa3yIOIIUXCs B IpoOIEcce

JIeITEIbHOCTH TOCYAApCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYITpaBJIeHH U OpraHu3aluii, C yKa3aHueM
CPOKOB XpaHEeHHs. YTBepKJeH NpukazoM MunHucrepctBa KyabTypsl Poccuiickoit denepauun ot 25 aBrycra
2010 1. Ne 558


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

JlomoTHUTeIbHAS INTEPaTypa:

1. [Mucemo MunoOpaszBanust PO ot 20 nekabps 2000 roma N 03-51/64 «O Meronuveckux
pEeKOMEeHTanusX 1Mo paboTe ¢ TOKyMEHTaMH B 00I1e00pa30BaTeNbHBIX YUPEKICHNIX)

2. Opranuszanysi JAeJIoNpon3BoIcTBa U ToKyMeHToobopoTa JIOY [Tekcr]: meron. pek. / JI. U.
Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Conory6, O.I. [lenonpou3BOACTBO: COCTABICHUE, peJaKTHUpoBaHMEe U  00paboTka
nokyMeHToB: YueOHoe nocodue / O.I1. Comnory6. - M.: Omera-JI, 2013. - 207 c.

6. MPO®ECCHOHAJIBHBIE BA3bl JAHHBIX W HWH®OPMAILMOHHBIE CIIPABOYHBIE
CHUCTEMBI

1) IN'ocynapcTBeHHas cucTeMa MPaBoOBOM MHGOPMAITUH - OUIIHATBHBIA HHTEPHET-IOPTAI
npaBoBoii nHpopmarmu- URL: http://pravo.gov.ru

2) UndopmannonHas cucrema «EquHOE OKHO 0CTyMa K 00pa30BaTe/IbHBIM pecypcam»._-
URL: http://window.edu.ru

3) CupaBouno-mipaBoBas cucrema. Koncynsrant ITmroc - URL: http://www.consultant.ru/

7. MNEPEYEHb JHMUEH3UOHHOI'O IPOI'PAMMHOI'O OBECIEYEHHUS, B TOM YHUCJE
OTEYECTBEHHOI'O ITPOU3BOJICTBA

JInneH3MO0HHOe MporpaMMHoe odecrieyeHue 0Te4eCTBEHHOI 0 MPOM3BOACTBA
KasperskyAnti-Virus

JInneH3Mo0HHOe IporpaMMHoe odecreyeHue 3apy0e;KHOro Npou3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnipocTpaHsieMoe MPOrpaMMHoe o0ecrieyeHne 0Te4eCTBEHHOI0 POU3BOACTBA
7Zip

CBOﬁO}IHO pacnpocrpansieMoe nporpammMmHoOe odecneueHne 3apy6emn0r0 Mmpou3BOACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

8. OBECIIEYEHHUE OBPA30BAHMUS U151 JIMII C OB3

Jns obecrieueHnss 00pa3oBaHKs WHBAIMAOB M JIMI C OIPAaHUYCHHBIMH BO3MOXKHOCTSIMH 3/I0POBBSI pealM3aiius
JUCIUIIIMHBI MOXET OCYIIECTBISITHCS B aaTHPOBAHHOM BHJIE, C yUETOM CHEIU(HUKHA OCBOCHUS U AUAAKTHUECKUX
TpeOOoBaHMil, NCXO/IA U3 MHIMBHIYyaJbHBIX BO3MOXKHOCTEH U 110 TMYHOMY 3asBJICHUIO 00YYarOIIerocs.

9. MATEPUAJIBHO-TEXHUYECOE OBECHIEYEHUE JUCHUIIIMHBI(MOAYJISI) NpeACTaBIEHO B
npunoxennn k OIIOIl «MatepuaibHO-TEXHUYECKHE YCIOBHUS peaau3aliu o0pa3oBaTelbHOU
IPOTPAMMBI» M BKIIFOYAET:

- yueOHble ayIUTOPUM JUId MpPOBEACHUS Y4YeOHBIX 3aHATUH, MPETyCMOTPEHHBIX
IIpOrpamMmoit OaxanaBpuaTa/crenaiuTeTa/ MarucTpaTypbl (BBIOpATH), OCHAILICHHBIE
000pyIOBaHUEM U TEXHUYECKUMU CPeJICTBAMH 00yUYeHHUS,

- IOMEIIEHUs  JUIl  CaMOCTOSITENIbHOM ~ paboThl  0OydYaroIIMXCsl,  OCHAILEHHBIE
KOMITbIOTEPHOM TEXHUKOH C BO3MOKHOCTBIO MOKIIOUEHHS K ceTH «VIHTepHeT» u obecriedeHrneM
JIOCTYTIA K 3JIEKTPOHHOM HH(GOPMAIIMOHHO-00pa3oBaTenbHol cpene MAY;,

10. PacnpenesieHue TPYA0EMKOCTH M0 BHIAM Y4eOHOM 1eTeJTbHOCTH
Ta6muma 1* - Pacnipenenenue TpyaoeMKoOCTH

Bu yueGHOI Pacrnipenenenue Tpya0eMKOCTH AUCIUTLIHHBI (MOIyTs1) 1O hopMaM oOyUeHuUs
2
JeSITeIbHOCTH Ounas OuHo-3204HAas 3aounas
Bcero Bcero Bcero
Cemectp Cemectp Cemectp/Kypc
JacoB JacoB JacoB



http://www.consultant.ru/

5

Jlexknuu 4 4
IIpakTuueckue

P 10 10
3aHATUS
CaMocTosTenbHast

58 22
pabora
IToaroroBka x
MIPOMEKYTOUYHOM - -
arTecTanuu
Bcero uacos
10 JMCUHUNIHHE 72 72
/ n3 HUX B popme
PaKTHYECKOMN 10 10
HOI[FOTOBKI/I4
DopMBI TPOMEKYTOUHOH ATTECTAIIMHN M TEKYIIETO0 KOHTPOJIS
3auer 4 | [ a | [ | | 4] | | 4 |
IlepeyeHb NpPaKTHYECKUX 3aHATHI M0 popMam 00yUyeHHs
Ne .,
o\ TeMbl NPaKTHYECKUX 3AHATHH
1 2

Ounas gpopma

Paznen 1. COI[Cp)KaHI/Ie, 3HAYCHHC ACJIOIIPOHU3BOACTBA. TexHonorus OpraHu3anuu

! J€TIOIPOU3BOACTBA B 00pa30BATEILHOM YUPEKICHUN

2 | Pa3nen 2. HopmatuBHO-3akoHO1aTenbHast 0a3a. OCHOBHbIE BU/Ibl JOKYMEHTOB U CUCTEMBI
nokymeHTaru. OcoOEHHOCTH TIOJITOTOBKH W OOPMIICHHS OT/IETBHBIX BUJIOB JIOKYMEHTOB

3 | Paznen 3. ®opmupoBaHue €N U OpraHu3alys XpaHeH!s JOKYyMEHTOB. DKCIepTu3a
[IEHHOCTH JJOKYMEHTOB. TeXHHUECKHE CPE/ICTBA, HCIOIb3YEMbIE B I€TIONPON3BO/ICTBE.
DJEeKTPOHHBIA JOKYMEHTO00O0POT

4 | Tema 3. 1 IIpaBuiia cocTaBieHHsI HOMEHKIIATYPBbI Jies1 yupexaeHus. PopMUpoBaHUe U
odopmirenre aen. OpraHusanyst OIepaTiBHOTO XpaHEHNs T0OKyMeHTOB. DopMupoBaHue
apx#Ba B 00pa30BaTEIbHOM YUPEXKIEHUH

5 |Tema 3.2 HWcnonwszoBanue I[IK B nenompousBojctBe. CpeacrBa KONUPOBAHUA H

OIepaTuBHOrO pa3MHOkeHus. [Iprem 1 06paboTka JOKYMEHTOB, MTOCTYMAOLIMX 10 KaHAlIaM
ANIEKTPOHHOM MOYTHI U (pakcUMIITBHOMN cBsi3U. [IpaBuia O6e3omacHoi paboThl C OPTTEXHUKOM.




