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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. TPEBOBAHMUS K PE3YJIIBTATAM OCBOEHUSA JUCHUIIJIMHBI (MOAY JISI)
B pesynbrare (Momynsi)  OPMHPYIOTCS  CIEIYIOIIHE
KOMITCTCHITHH:

CrniocobeH ympaBisiTh CBOMM BpPEMEHEM, BBICTpAMBATh M PEATH30BHIBATH TPACKTOPHUIO

OCBOCHHA  JUCHUIIIIMHBI

CaMOPa3BUTHSI HA OCHOBE NIPUHITUIIOB 00pa3oBaHus B TeueHHe Beelt sxu3Hu (YK-6)

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

KomMmnerennus

HNuaukaropsl
KOMIIETEHII NI

PesyabTaTsl 00yyeHHs

VK-6. Criocoben
YIPaBJISITH CBOUM
BPEMCHEM,
BBICTPaWBaTh U
peaHI/ISOBBIBaTB
TPACKTOPHIO
CaMOpaSBI/ITI/I}I Ha
OCHOBE
HpI/IHI_[I/IHOB
oOpa3zoBaHus B
TEUeHHE BCelt
JKU3HU

VYK-6.1. Onpenensier ceou
JIMYHBIE PECYPCHI,
BO3MOXXHOCTH H
OTpaHUYEHUS JJIs
JIOCTUKEHUS IOCTABJICHHOM
(0%

VK-6.2. Co3naet u
JOCTpauBaeT
WHIBUIYIbHYIO
TPAeKTOPHUIO CaMOPa3BUTHUS
[IPH TIOJTYICHU N
poQeCCHOHAIBHOTO
o0Opa3oBaHUs

3HaTh: HOPMAaTUBHBIC AOKYMCHTEL 10
YHU(UKAIIMA U CTaHAApTU3AIMH B 001acTH
JIOKYMEHTALUH, JIEUCTBYIOILINE Ha
TEPPUTOPUU P®; roCyJ1apCTBEHHBIE
CTaHOapTbl W 3aKOHOAATCJIbHBIC AKTBI I10
JIOKYMEHTUPOBAHUIO;

CUCTCMbI JOKYMCHTAIIUH, Tpe6OBaHI/I}I K
COCTaBJICHUIO ¥ 0O()OPMIICHUIO JOKYMEHTOB;
TUITOBBIC HHCTPYKIIUU 10
NEJIONPOU3BOJCTBY, pErjJaMeHT paboThl,
JOJDKHOCTHBIE HHCTPYKIIUH;

OCHOBHbIE BU/IBI
peTiIaMEHTHPYIOIINX
NeSITEIbHOCTD;
OCHOBBI JEIIONPOU3BOICTBA B
00pazoBaTeIbHOM YUPEKICHUH.

JTOKYMEHTOB,
00pa3oBaTEeNbHYIO

YMeTb:  pauuMoHanbHO U APPEKTHBHO
OpPTaHHW30BBIBATH  JICJIONPOU3BOJCTBO B
o0Opa3oBaTeNnbHOI OpraHu3allvy;
COCTaBJISATh y4eOHO-METOTNICCKUE u
HOPMATHUBHO-ITPABOBBIC JTOKYMCHTBI,
periiaMeHTHPYIOIIHE JIEATENHHOCTD
00pa3oBaTeNnbHON OpraHu3anuu

Bnagets:  MeTomamu, — cmocodamMu M
CpeI[CTBaMI/I HOJIy‘-IeHI/I}I, XpaHeHI/I}I,
nepepadoTku nHpopMaIuu,

OCHOBaMHU KOMIBIOTEPHON TPAMOTHOCTH;
TEXHOJIOTHEN OpraHu3alu
JEIONPOU3BOJCTBA B  00pa3oBaTeNbHOM
YAPEKICHUH.




3. YKABAHUE MECTA JUCHUIIJIMHBI (MOAVYJisI) B CTPYKTYPE
OBPA3OBATEJIBHOM ITPOI'PAMMBI.

HucuummuHa  «Jlemonpou3BoACTBO W JOKYMEHTOOOOPOT B 00pa3oBaTeIbHOM
YUPEXKICHUN» B CTPYKType€ OCHOBHOH mMpodecCHOHATbHON 00pa3oBaTEIbHOM MPOTrPaMMBI
HanpaBneHuss nmoAroToBku  44.03.03CneunanpHoe  (medekrosoruueckoe)  oOpa3oBaHHE,
HaIpaBJIeHHOCTH (Mpoduias) Jloronenus spisercst GaKyIbTaTHBOM.

4. OBBEM /UCHUILJIMHBI (MOAYJisl) B 3AYETHBIX EJUMHUIIAX C
YKA3AHUEM KOJIMYECTBA AKAJEMHUYECKUX WU ACTPOHOMHUYECKUX
YACOB, BBIJEJEHHBIX HA KOHTAKTHYIO PABOTY OBYYAKOHIUXCA C
MPENOJABATEJIEM (II0 BHIAM VYUYEBHBIX 3AHSATHN) UM HA
CAMOCTOSATEJIBHYIO PABOTY OBYYAKOUIUXCHI.

OO01mast Tpy10eMKOCTh TUCIHUIUINHBI COCTaBISIET | 3a4eTHYI0 eAMHUIlY Win 36 9acoB (U3
pacueta 1 3.e.= 36 4acoB).
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B uHTEepakTUBHBIX (popMax yachl UCHIOIB3YIOTCS B BUE KPYTJIOro CTOJIA.

5. COAEP)KAHUE JUCHUIIVIMHBI (MOAYJIA), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JAEJIAM) C VYKA3AHMEM OTBEJAEHHOI'O HA HHX
KOJINMYECTBA AKAJEMHUYECKHUX WJIN ACTPOHOMHMYECKHUX YACOB H
BH/I0B YUEBHBIX 3AHSITUI.
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1 Paznen 1. Conepxxanue, 3HaueHue 1 - 1 10

JEJI0NPOU3BOACTBA. TexHOoIOrus
OpTaHU3aIiH JeJIONPON3BOICTBA B
00pa30BaTEILHOM YUPEXKACHUU

2 Paznen 2. HopmaTtusHO- 1 1 - 2 10
3aKoHOfarenpHas 6a3a. OCHOBHBIC
BUJIBI IOKYMEHTOB U CHCTEMBI
nokyMmeHTaruu. OcoOeHHOCTH
TIOJITOTOBKH ¥ 0(hOpMITCHHS




OT/ICJTBHBIX BUIOB IOKYMEHTOB

3 | Pa3zgen 3. ®opmupoBaHue 1ea u - 1 - 1 8
OpraHM3alys XpaHCHHUS
JOKYMEHTOB. DKCIIEpTH3a
LIEHHOCTH JOKYMEHTOB.
TexHuueckue cpeacTna,
UCIOJIb3YEMBIC B
JIEJIONPOU3BOJICTBE. DIIEKTPOHHBIN
JIOKYMEHTOO0OPOT

3ayer 4

HUTOI'O: 2 2 - 4 - 28 |4

Conep:xaHue TMCUMILUIAHBI (MO1YJIs1)

Pa3nea 1. Conep:xanne, 3HaUeHHe JeJionpousBoacTBa. TexHonorus
OPraHM3alNH /1eJIONPON3BOACTBA B 00Pa30BATEIbHOM YUpesKIeHUHU

Tema 1.1 OcHOBHBbIEC TEPMHUHBI M MIOHSATHE «1€JONMPOU3BOACTBO». McTOPUSA BOZHUKHOBEHUS
M OCHOBHBIE 3TAIlbl Pa3BUTHSA JAeJONPOU3BOACTBA. CHCTEMbI OPraHN3aluN
aegonpoun3BoacTBa. [lonaTHe U NPUHIUNBI OPraHU3ALMH JOKYMEHT0000pOTA

HOHHTI/IG ((,Z[G.HOHpOI/ISBO,Z[CTBO». OCHOBHBIC HCIW U 3aga4u ACIOIIPOU3BOACTBA. H€O6XOI[I/IMOCTB
OpraHU3aIH JIeJOMPOU3BOJICTBA B YUPESKICHUH. 3HAYCHHE JIETIONPOU3BOJICTBA B JACITCIBHOCTH
oOpa3oBaTenbHOro yupexaeHus. Cekperapb, 1eI0NpOU3BOIUTENb, JOKYMEHTOBE, KAHIEIAPHSL.
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 OPraHU3alul PadOTHI C TOKYMEHTOIIOTOKAMH, KaK CO3/JaHHE ONTUMAJIbHBIX YCIOBUN
U BCEX BHUIOB paboOThl ¢ JokymeHTamu. OpraHu3alvoHHas CTPYKTypa TepcoHaa,
obecrneunBaromiero padboTy ¢ JTOKYMEHTaMH.

Tema 1.2 PexkBU3UTHI J0KyMeHTOB. Perucrpanusi 1 nHaexcanus 10kymMeHToB. CTpyKkTypa 0a3
JaHHBIX JA0KyMeHTOB. Ilpuem, oOpabdorka m pacnpenejieHHe MNOCTYNAKIIMX JTOKYMEHTOB.
Opranuszanus 00padoTKH U Nepegayu OTIPABJIsAEMbIX J0KYMEHTOB.

[Tonsitue pexkBuszuTa NOKyMmMeHTa. Bunel pekBuzutoB. IlpaBuna odopmieHUs peKBU3UTOB
noKyMeHTOB.  @opmynsip-oOpaszen.  bmank mokymenta. Bunbl OmankoB. TpeOGoBaHus K
6nankam gokymeHToB. lllaGnonsl. MHaekcanus u peructpanus AO0KyMeHTOB. Buasl u Gopmbl
perucTpauuy AOKYMEHTOB. TpeOoBaHHS K TEKCTaM CIIY)KEOHBIX JOKYMEHTOB: KPAaTKOCTh U TOYHOCTH
HU3JI0XKXCHUA I/IH(l)OpMaI_II/II/I, HCKIIIOYCHUEC [OBOJAKOI'O TOJIKOBAaHHA, 00OBEKTUBHOCTL H AOCTOBCPHOCTDH
uHGOPMAIIUH, COCTABJICHUE IPOCTHIX IOKYMEHTOB, CTPYKTypPMPOBaHHE TEKCTa JOKYMEHTA, IIMPOKOE
WCITOJIB30BaHUE TpadapeTHBIX W THIOBBIX TEKCTOB IPH OIHMCAHWH ITOBTOPSIOIINXCS YIIPABICHUCCKUX
cuTyanuid. SI3bIK M CTHIIb CITYy)KEOHBIX JOKYMEHTOB. JTalbl OOpaOOTKH BXOMSIIUX JOKYMEHTOB.
[lepBuuynast 00paboTKa BXOMSAIIMX JOKYMEHTOB. Peructpupyemble M HEpPETUCTPUpPYEMBbIE
nokyMeHThl. [IpenBapuTenbHOe pacCMOTpPEHHE JOKYMEHTOB JJIsl HANPABJICHHS MCIIOJHUTEISIM.
Pesosmronusi.

[Topsimok  MOArOTOBKM  HCXOASIIMX JOKyMeHTOB. (CocTaBieHHE TMPOEKTa JOKYMEHTa,
COIJIaCOBaHMWE, TMOJAMNMUcaHue (yTBep:kIeHHe), THpaxkupoBaHue. CrnocoObl M METOMbI OTHpPaBKH
UCXOAIIUX JOKyMeHTOB. OOmiasi XapakTepucThKa ciy>keOHOW mnepenucku. Pa3sHoBHIHOCTH
CIIy’)KEOHBIX THCEM (CONPOBOAMTEIBHOE MUCHMO, MUCHBMO-IPOCHOA, MUCHMO-3AMPOC, MHCHMO-
OTBET, MHUCbMO-COOOIIEHHE, HHPOPMAIMOHHOE MHCHbMO, TapaHTUHHOE MHUCHBMO, MHUCHBMO-
IpurjiameHue 1 T.1.).




Tema 1.3 Ilopsitok Npoxo:kaeHHs: BHYTPEHHHUX JOKYMeHTOB. OpraHusanusi KOHTPOJIA 3a
HCIOJITHEHHEM T0KYMeHTOB. Pabora ucnosHuresnei ¢ 1okymeHraMu. Opranuzanusi oMcKoBOi
CHCTEMBbI 10 JOKYMEeHTaM.

BHyTpenHnue noKyMeHTh 00pa3oBaTeNbHON OpraHu3anuy (3asBICHUS, CIIYy)KEOHbIE 3alUCKH,
JIOKJIA/IHbIe, OOBSCHUTEIbHBIC, CIIPaBKU, CBOJIKM, OTUeTHl U 1p.). [loxroroska, odopmienue,
peructpanus. [IpaBuiaa MOCTaHOBKM TOKYMEHTOB Ha KOHTPOJb. llOpsiloK CHATHS JOKYMEHTOB C
KOHTpoid. OT4er MO KCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOIHEHUE
JOKYMEHTOB COTPYAHMKAaMHU B COOTBETCTBUU C UX JOJDKHOCTHBIMH OOSA3aHHOCTSIMH H
pe3oJonrel  pyKOBOAMTEIIA. OTBETCTBEHHOCTh 32  HecoONoaeHue  TpeOoBaHMI
UCIIOJTHUTENIbCKOW  JAMCUMIUIMHBL, 32  HEMpPaBUIbHOE  HCIOJIb30BaHHWE  JACHCTBYIOIIMX
HOPMATHUBHBIX JOKYMEHTOB B IOJATOTOBKE, O(OPMIICHMH M WCIOJIHEHUU JOKYMEHTOB B CPOK.
[TouckoBast cucreMa JOKYMEHTOB - KapTOTEKH U KJIACCU(PUKALMOHHBIE CIPAaBOYHHUKHU. Buibl
KapToTeK. Bupl kiaccu(puKalmOHHBIX CIIPABOYHUKOB.

Tema 1.4 Cnoco0bl W MeTOABI JOCTABKH JOKYMeHTOB. O0pa0doTka KOH(pHMICHIHAIbHBIX
JAOKYMEHTOB H JIOKYMEHTOB [UIfl CIY)KeOHOI0 I0Jb30BAaHHUS. JKCKypcUs B  OTAe]
AeJIoNpon3BoacTBAa MypMaHCKOro apKTH4YeCKOro rocy1apcTBeHHOr0 YHHBEpCHTeTA.
Opranmzaiys MoYTOBOM, KYpbEPCKOM M AKCIPECC-IOCTaBKUA JOKYMEHTOB. [IOHATHS: «1I€HHOCTh U
0€301acHOCTh MH(POPMALUNY, «KOH(DUICHIMATBHOCTB», «yrpo3a KOH(UICHIHUATBHOCTHY,
«3amTa  HH(opManuu». be3zomacHOCTh LEHHBIX MH(OPMAIMOHHBIX pecypcoB. lleHHas
uHpopManus U KOHQHICHIIMATIbHBIC JOKYMEHThI. PerinamMenTtanus coctaBa KOH(GHISHIIMATBHBIX
cBeieHUl U JokyMeHTOB. Ilopsmok paboTel ¢ KOH(QUACHUMAIBHBIMU JIOKYMEHTAMU H
marepuanamu. KonpunennuansHast nHGOpMAIHs U CBEACHUS B ACATEIBHOCTH 00pa30BaTeIbHON
OpraHu3aluy.

Paznen 2. HopmaTuBHO-3aK0HOAaTeIbHAA 0a3a. OCHOBHBbIE BUIbI IOKYMEHTOB U
cucTeMbl JOKyMeHTAluH. OCO0EHHOCTH MOATOTOBKH M 0()OPMJIEHUS OTEJIbHBIX
BH/IOB /IOKYMEHTOB

Tema 2.1 HopMaTHUBHO-3aKOHOAATe/IbHbIE © HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aesionpousBoacTtBy. HopMaTuBHO-3aK0HOAATEIbHbIE 1 HOPMATHBHO-METOAUYECKHE
JAOKYMEHTHI 10 AapXHUBHOMY J1eJy.

3akoHoaTenbHbIe akThl Poccuiickoit @eneparun 1 MypMaHCKoit 0671acTH, perilaMeHTHPYIOIIHe
JEJIONPOU3BOJCTBO U apXMBHOE J1e0. ['ocyjapcTBeHHbIe CTaHAapThl U YHU(HUKaAILUsI B 00JacTu
JIETONPOU3BOJICTBA U apXUBHOro Jena. MHCTpyKuus 1o Aenonpou3BOACTBY MuHHCTEpCTBa
obOpasoBanus U Hayku Poccuiickoii @enepanuu. Meroaudeckue peKOMEHIAIMU 0 pa3paboTke
HOMEHKJIATYPbl W WHCTPYKIMH TIO JIEJOMPOU3BOJCTBY B 0Opa30BaTEIbHOM YUPEKICHUU.
Tunosble mepeyHH ¢ yKa3aHUEM CpPOKOB XpaHEHMsI NOKyMeHTOB. [IpaBuna paboThl apXHUBOB
OpraHu3aIuu.

Tema 2.2 Knaccnpuxkanus gokymenros. IOpuandeckas cuna goxkymenra. Haznadyenue n
COCTAB  OPraHM3allMOHHO-NPaBOBOM  JokyMeHTanuu. Ha3sHayenue ®  cocras
OPraHu3alOHHO-PACIIOPSAAUTEIbHON NoKyMeHTanuu. HazHadyeHue M cOCTaB CIIPaBO4YHO-
HH(OPMAUOHHOM TOKYMEHTALMH.

Knaccudukanus TOKyMEHTOB, € OCHOBHBIC NMPHU3HAKU. ['pyNIbl JOKYMEHTOB - JOKYMEHTHI I10
o0ImMM U aJAMHUHUCTPAaTHBHBIM BOIIpOcaM, T.€. IO BOINpOcaM OOIIEro PpyKOBOACTBA
npeanpusaTueM MU €ro  JACATCIbHOCTBIO, - JOKYMCHTBHI 11O q)YHKI_[I/ISIM YIIpaBJICHU.
Knaccugukanus ciyxkeOHbIX JOKYMEHTOB: IO aJAMHUHUCTPAaTHBHBIM BOIPOCAM; IO BOIPOCAM
MaTCpUAIIbHO-TCXHUYCCKOTO CHa6)K€HI/I}I; AOKYMCHTAlM TI0 IJIAaHUPOBAHUIO; IO OHepaTHBHOﬁ
NESTEIbHOCTH; MO OYyXTaJTepCKOMY YYeTy; IO IOATOTOBKE M PACCTAHOBKE KaJpOB U T.1.
Knaccudukanus no HaMMEHOBAHMIO: TPHKa3bl, PACHOPSDKEHUS, IJIAHBI M OTYETHI, AaKTHI,
IIPOTOKOJIBI, JOTOBOPBI, YCTaBbl, MHCTPYKIMHU, AOBEpeHHOCTH U T.1. Kiaccudukauusa mo mecty



COCTaBJICHUS, 10 CTENEHH YHH(PHUKAIMU, TO MPOUCXOXKIACHUIO, MO BUAY OG(OpMIIEHHS, MO
croco0y ¢dukcanuu HWHPOPMALMK, TIO CTENEHH CJIOKHOCTH, IO CTENEHW TJIaCHOCTH, IO
IOPUJIMYECKON cujie, IO CpOKaM MCIOJHEHHsA, MO0 CpPOKaM XpaHEHHs, [0 CTENEeHH
0053aTeNIbHOCTH.

Cucrema OpraHu3alMOHHO-ITPABOBON JJOKYMEHTAIIMH (YCTaB yUPEXKACHUS, MTOJ0XKEHUS, IITATHOE
pacnucaHue, JAOJDKHOCTHbIE MHCTpyKIuH). Cucrema opraHM3alMOHHO-PACIOPAIUTEIBHOM
JOKyMeHTaluu (yka3, IpuKas3, BBIIMCKA U3 IpUKa3a, paclopssKeHue, nocTaHoBieHue). Cucrema
CIPaBOYHO-UH(GOPMALIMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asBJICHHUE, JOKIaHas 3alucKa,
IpeUIo’KeHNe, TPEeACTaBICHUE, CIy)XeOHas 3amucka, oObscHUTENbHas). Cxema MOArOTOBKH
pacnopsAUTEeNbHBIX JOKYMEHTOB. [10psiIoK CHATHS U BbIIAYM KON C IOKYMEHTOB.

Tema 2.3 JIokajibHbIe HOPpMATUBHBIE aKThI. COCTaB M padoTa ¢ KaApPOBOM JOKyYMEHTALM eH.
[lonoxenusi, mnpaBuna, UMHCTPYKUUHU (IpaBWiIa BHYTPEHHEIO TPYAOBOIO paclopsika,
UHCTPYKIUHU O TOPSIIKE OCYIIECTBICHUS KaKOM-THO0 AesTeNbHOCTH UM MOPSAKE MPUMEHEHUs
MOJIOKEHUN 3aKOHOAATCIIbHBIX W HWHBIX HOPMATHBHBLIX A4KTOB, IIOJIOKCHUSA O CTPYKTYPHBIX
NOJIpa3iesieHUsX, KOJUIEKTUBHBIN foroBop u Ap.). [lopsnok odopmiaeHUss U MOAMUCAHUS ITHX
JAOKYMCHTOB IJId MPUMCHCHHUS KaK CaMOCTOATCIIBHBIX 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, TPYAOBOM JOrOBOp, JOJKHOCTHAS
WHCTPYKIUS, TPYAOBas KHUXKA, JIMYHAs KapTOuyKa, JMYHOE JeJo). J[BHKeHHue U XpaHEeHUe
KaJpoBOo AokymeHTanuu. JKypHaiabl W KHUTM YydeTa. VICHOJIHEHWE COLMaTbHO-TIPABOBBIX
3a1poCoB.

Pa3nen 3. ®opmupoBaHue 1eJ1 1 OPraHU3alUsl XPaHEHHUsSI JOKYMEHTOB. JKCIepTH3a
LEHHOCTH JOKYMeHTOB. TexHnuyeckue cpeacTrsa, HCIOJb3yeMble B
AeJIONPOU3BOACTBE. DJIEKTPOHHBIN JOKYMEHTO000pOT

Tema 3.1 IlpaBuia cocTaBjeHHsI HOMEHKJATYPbI JeJ yupexkaeHus. ®opmupoBaHue W
opopwiienne nes. OpraHusanusi ONEpPaTHUBHOIO XpPaHeHUs [OKyMeHTOB. dopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM YYpeKICHHH.

[lTonsTne o «meney. Howmenknarypa aein. CocraBieHre HOMEHKJIATYpPhl JIeJl B
00pa30BaTENILHOM YUPEKICHHUH. ®opMHUpOBAaHUE [EII. IIpu3Haku 3aBeneHus nei:
HOMUHAJIBHBIN, TMPEIMETHO-BONPOCHBIM, aBTOPCKUM, KOPPECIIOHIECHTCKHM, reorpaduyuecKuii,
xpoHonornyeckuii. Buzapl apxuBoB. TpeboBanus k apxuBam. [lopsaok nepenaun JOKYMEHTOB Ha
apxuBHOe xpaHeHue. Cucremaruszaius JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CHpPaBOYHBIM
annaparoM (UCTOpHYECKas CIpaBKa, OMNMCH J€Jd IOCTOSHHOTO M BpPEMEHHOIO XpPaHEHUs
JIOKYMEHTOB, KHUTH y4eTa U JIBUKEHUS JIeT).

Tema 3.2 Jle1a mMOCTOSIHHOIO W BPEMEHHOI0 CPOKA XpPaHEHHMsl. JKCIEPTHasi KOMMCCHS
yupesxaeHusi. [lopsiiok yHH4TOKEHUSI AOKYMEHTOB.

Oco0eHHOCTH XpaHEHHUs e MOCTOSHHOIo, BpeMEeHHOro (cBeimie 10 jer) u aen mo JUYHOMY
cocraBy. llopsmox mnepemaunm gnen B I'ocynmapcrBeHHble apxuBbl. Co3qaHME SKCIEPTHOU
Komuccun yupexaeHus. IlpoBeneHue skcnepTusbl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3aC€JaHMil KOMHMCCHM M aKTOB HAa YHMUYTOXXKeHME nen. [Ipouenypa yHMUTOKEHUs
JIOKYMEHTOB.

Tema 3.3 MHcnoan3oBanue IIK B genonpousBoacrBe. CpeacrBa KONMPOBAHUA W
onepaTuBHOro pasmMHoxkenusi. [llpuem n 00paGoTKa JOKYMEHTOB, MOCTYNAKIIUX M0 KAHAJIAM
3JIEKTPOHHOM MOYTHI M hakcuMUIIbHOM cBsi3u. IIpaBuiia 6e3o0macHoil padoThI ¢ OPITEXHUKOM.
KOMHBIOTepHBIe cpeactBa IMOATOTOBKH  OTOKYMCHTOB. Hcnonp3oBanue I_HaG.HOHOB JJIA
dbopMUpOBaHUS JTOKYMEHTOB Ha KoMIbloTepe. lcmonp3oBaHMe B KOMIBIOTEpE OJAHKOB



nokyMmeHTOB. Co3nanue OJIaHKOB JOKYMEHTOB B KOMIbIOTEpe. M3roToBleHHEe, KOMMMPOBAHUE U
THPaXUPOBaHHUE JOKyMeHTOB. CpecTBa 00pabOTKU JTIOKYMEHTOB. JIOKYMEHTHI, TiepeiaBacMbIe
M0 KaHajaM CBS3M (TejaerpamMma, Tellekc, ¢akcorpamma, TenehoHorpamma). Ilonsrue
«oprrexHukay. OCHOBHBIC BHIBI OPTaHW3AIMOHHON TeXHUKHU. [IpaBuiia TeXHUKH 0€30MacHOCTH
paboTHI C OPTTEXHUKOM.

Tema 3.4 DiekTpoHHOe NOKyMeHTHpPOBaHue. IloHsiTHE «3JIEKTPOHHBIN JOKYMEHT».
[IpenmymiecTBa Iepenadud JOKYMEHTa € KOMIIBIOTEpAa Ha KOMIBIOTEp.  YCTaHOBKA Ha
KOMIIBIOTEPE CHEUAIBHO BBIACIEHHOW NaKU s MOCTYNAKIIMX J0KyMeHTOB. [IpenMyiectsa
anekTpoHHOM mouThl. Jloctynm k Internet. Cuctema peructpauuu u KoHTposis. Co3maHue
ANIEKTPOHHOM 0a3pl naHHbIX. [lomck mokymeHTa. ODKCKypcus B apXuB MypMaHCKOTO
ApPKTUYECKOI0 TOCYIapCTBEHHOIO YHUBEPCUTETA.

6. INHEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHMWA,
HEOBXOJINMOTI'O JJIA OCBOEHUA JUCHUIIJIMHBI (MOY JIS).

OcHoBHasi IMTEpaTypa:

1. ®enepanbHbiii 3ak0H oT 22.10.2004 No 125-®3 «OO6 apxwBHOM Jelie B
Poccuiickoit ®enepanun» (pea. PenepanbHbix 3akoHOB 0T 04.12.2006 Ne 202-®3, or
01.12.2007 Ne 318-®3, ot 13.05.2008 Ne 68-D3, ot 08.05.2010 No 83-D3, ot 27.07.2010 Ne
227-D3)

2. Oenepanbubii 3akoH  "OO0 wHbopmanuu, wHQOpMATH3AMK W 3aAIIUTE
uHpopmanun". 3axon noanucat I[pesunenrom Poccuiickoii denepannu 20 pespans 1995 rona
N 24-03

3. 3akon Mypmanckoit o6actu ot 20.02.2006 Ne 730-01-3MO «O06 apxuBHOM J1ene
B MypMmaHCKoO# 00acTu

4. ®epnepanbublii 3ak0H OT 27 utoiig 2006 1. N 152-03 "O nepcoHanbHbIX TaHHBIX"

5. ®enepanbHblii 3akoH 0T 2 Mast 2006 r. N 59-®3 "O nopsake paccMOTpEHUs.
oOpammenuii rpaxaan Poccuiickoit ®enepannn" C U3MEHEHUSIMH U TOTIOTHEHUSIME OT: 29 WIOHS,
27 uronst 2010 1., 7 mas, 2 urons 2013 1., 24 Hos6pst 2014 1.

6. [IpaBuna nemonpousBoAcTBa B (peaepanbHbIX OpraHax HMCIOJHUTEIBHON BIACTH
(yrBepxaeHsbI moctanoBieHueM [IpaButenscTBa Poccutickoit @deneparuu ot 15.06.2009 Ne 477
7. [lepeyeHb THUIOBBIX YIMPABICHUECKUX APXMBHBIX JOKYMEHTOB, OOPa3yIOIIMXCS B

IIPOLIECCE NIEATENBHOCTH TOCYIAapPCTBEHHBIX OPTraHOB, OPraHOB MECTHOIO CaMOYIPABICHUSA U
OpraHu3alui, ¢ yKa3aHueM CPOKOB XpaHEHUs. Y TBEPKIAEH NPUKa30M MUHUCTEPCTBA KYJIbTYpPbI
Poccuiickoit ®eneparuum ot 25 aBrycra 2010 r. Ne 558

JlonoHUTEILHAS JIUTEPATypa:

1. [Tucemo Muno6pazBanust PO ot 20 nekabps 2000 roma N 03-51/64 «O
MeTtoauyeckux peKOMEHIAIUsIX 1o pabdoTe ¢ JOKyMEHTaMH B 0011e00pa3oBaTeIbHbBIX
YUPEXKICHUAX»

2. Opranuzanus AEJIONpOu3BOACTBA M JokyMeHTooOopoTta JIOY [Tekcr]: meron.
pek. / JI. U. Jlykuna. - M. : Cdepa, 2009. - 128 c.
3. Couory0, O.I1. [lenonpou3BOACTBO: COCTAaBICHUE, pEIaKTUPOBAaHUE U 00paboTKa

nokymeHToB: Ydebnoe mocodue / O.I1. Comnory6. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JAUCHHUIIJINHbI
MoAayJisl)

B o0pa3oBaTensHOM IpoIiecce UCIOIb3YIOTCS:

— y4eOHBIE ayJUTOpPUM JUIA TPOBEACHUS  YYEOHBIX  3aHATUH, OCHAICHHBIC
000pyI0BaHWEM U TEXHUUYECKHMH CpefcTBaMu oOydeHus: yueOHas mebenb, [1K, obopynoBanue
JUTSL IEMOHCTPAIINH MPE3EHTAINH, HATJISTHBIE TOCOOUS;



— TOMEIIEHHUs Ui  CaMOCTOSITENbHOW  paboThl  OOYyYalomuXxcs, OCHAICHHbIC
KOMITBIOTEPHOI TEXHUKON ¢ BO3MOKHOCTBIO MTOJIKITIOUCHNUS K ceTH «/HTepHeT» U obecniedyeHnem
JIOCTYTIA B 3JIEKTPOHHYIO HH(OpMAIIMOHHO-00pa3oBaTenbHylo cpeny MAI'Y.

7.1 IEPEYEHb JIMNEH3UOHHOI'O ITPOT'PAMMHOI'O OBECITIEYEHU S
JInueH3noHHoe MporpaMMHoe odecrieyeHre 0Te4eCTBEHHOr0 MPOU3BOICTBA

Kaspersky Anti-Virus

JIMIeH3HOHHOE MPOrpPaMMHoe ol0ecrnevyeHne 3apy0eKHOro Npou3BoACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHOe o0eclieyeHne 0Te4eCTBEHHOI0 MPOU3BO/ACTBA
7Zip

CB0001HO pacnpocTpaHsieMoe MPOrpaMMHoOe odecriedeHue 3apy0esKHOro MPOU3BOACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 DJEKTPOHHO-BUBJINOTEYHBIE CUCTEMBbI:

OBC u3narennctBa «Jlanb» https://e.lanbook.com/

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

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

7.3 COBPEMEHHBIE IPO®ECCHUOHAJIBHBIE BA3bI JIAHHBIX
1. Cyne6Hubie 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 THOOPMALMOHHBIE CITPABOYHBIE CUCTEMbI

l. CrnpaBouHO-IIpaBOBast UH(POPMALIMOHHAS cucremMa KoHcynpTanT ITmroc
http://www.consultant.ru/

2. 00O «CoBpeMeHHBIE MeAMa TEXHOJIOTMH B  OOpa3oBaHUM U KYJIbType».
http://www.informio.ru/

8. UHBIE CBEJIEHUS U MATEPUAJIBI HA YCMOTPEHUE BEAYIIENA KA®EJIPbI
He npeagycmorpeHo.

9. OBECIIEYEHHUE OBPA3OBAHMUA JJIs1 JIUI C OB3

Jlnst oGecrieueHnst 00pa30BaHUs MHBAIHMJIOB U JIUI] C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH 3/I0POBbSI
peanu3anus JUCLUMIUIMHBI MOET OCYIIECTBISATHCS B aJalTUPOBAHHOM BHJZIE, C YYETOM
cieniUKA OCBOCHHS W JTUJAKTHYECKMX TpeOOBaHWM, WCXOAS W3 HHIWBHIYaTbHBIX
BO3MOXKHOCTEH U 0 TMYHOMY 3asIBIICHUIO 00YJaroIIerocs.



