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1. HEJb OCBOEHUSA JUCHUIIJIMHBI (MOAYJISA) — dopmupoBaHue y oOydaromiuxcs
TEOPETUYECKUX 3HAHUH M MPaKTUYECKMX YMEHUN M OpraHu3alMy AeJONpPOM3BOJACTBA,
HEOOXO/JMMBIE TPU BBHIMOJIHEHUH ONEpaluii Mo co3JaHui0 U 00paboTKe OpraHU3aluOHHO-
pacropsAAUTENbHBIX JIOKYMEHTOB, BEICHHS JICJIOBOW MEPENUCKH, aHaIu3a HH(OPMAIIMOHHBIX
NOTOKOB ¥ HH(MOPMAIIMOHHOTO B3aMMOJCHCTBHS B OpraHU3alllM, COBEPIICHCTBOBAHUU
TEXHOJIOTUH JTOKYMEHTAllMOHHOTO OOeCHeueHHs] YNpaBICHUS M apXWBHOrO Jena Ha 0ase

HoBemux I T-TexHomornii, 006ecIeueHns TEKYIEero XpaHeHus JOKYMEHTOB.

2. TPEBOBAHMUA K PE3YJIbTATAM OCBOEHUSA JUCIUIIJIMHbBI (MOIYJISA)

B pesynbrare

KOMIICTCHI U

OCBOCHHA

JAUCIHUITIINHBI

(Momynsi)  QOPMHUPYIOTCS  CIEIYIOIIHE

Crnioco0eH ynpaBisiTb CBOMM BPEMEHEM, BBICTpauBaThb U PEaIU30BBIBATH TPAECKTOPHIO
caMOpa3BUTHs HA OCHOBE MPHHITUIIOB 00pa3oBaHus B TeueHue Beeil xu3nu (YK-6)

[lepeueHs TIaHUPYEMBIX PE3YIbTATOB 00YUEHHUS M0 IUCHUIUIMHE (MOIYII0), COOTHECEHHBIX C
WHJIUKAaTOpaMU JTOCTUKEHHSI KOMIIETEHLIMI

Komnerenuus

Nuauxkaropsl
KOMIIeTeHIIN I

PesyabTaThl 00yyeHus

VYK-6. Criocoben
YIIPaBJIATH CBOUM

6.1. Ucmonb3yer
UHCTPYMEHTBI U METOJIbI

3HaTh: HOPMATUBHBIE JOKYMEHTBHI IO
VHU(UKAUU U CTaHAAPTU3ALUU B 00JIaCTH

BpEMEHEM, yIpaBJICHUS] BpEMEHEM NIPU | IOKYMEHTAIIUH, JICHCTBYIOIIHE Ha

BBICTPAMBATh U BBITIOJTHEHUHM KOHKPETHBIX | TEPPUTOPUHU P®; rOCY/IapCTBCHHBIC

peann30BBIBATH 3aj1a4, MPOEKTOB, MPH CTaHIApThl W 3aKOHOJATENbHBIE aKThl IO

TPACKTOPHUIO JOCTHKCHUY MTOCTABJICHHBIX | JOKYMEHTHPOBAHHIO;

CaMOpPAa3BUTHs HA | LENEH. CUCTEMBl JIOKYMEHTAllUHU, TpeOOBaHUSA K

OCHOBE 6.2. Onpenensier COCTaBJIEHUIO 1 0(OPMIICHUIO IOKyMEHTOB;

NPUHIUIIOB NPUOPUTETHI COOCTBEHHON | TUTIOBBIE WHCTPYKIIAU o

0o0pa3oBaHUs B NeSITebHOCTH, JIeNIOTIPOU3BOJICTBY,  pPErJaMeHT pPaboTHl,

TEYEHUE BCeH JMYHOCTHOTO Pa3BUTHUS JOJKHOCTHBIC MHCTPYKIINH;

KHU3HU npo¢eCCHOHATBLHOTO POCTA. | OCHOBHBIE BUJIbI JOKYMEHTOB,
6.3. OnieHnBaeT TpeOOBaHUS | PETIIAMEHTHPYIOIIIX o0pa3oBaTeNbHYIO
pBIHKA TpyJa U JeSITebHOCTD;

MIPEUTOKEHUS OCHOBBI JIeTIONIPOU3BOICTBA B

00pa30BaTeNbHBIX YCIYT

06pa3OBaTCJ'H>HOM YUIPCKIACHUU.

JUIS BBICTPAaWBaHUS YMeTh: pauMOHAIBHO UM 3(QPEKTUBHO
TPAaeKTOPHU COOCTBEHHOIO | OPraHM30BBIBATh  JCIONPOHM3BOJCTBO B
npo(e€CCHOHATBHOIO POCTa. | 00pa30BaTEIbHOM OpraHu3aluy,
6.4. Ctpout COCTaBJIATh  y4yeOHO-METOJIUYECKHE U
npodeccuoHaIbHYIO HOPMAaTUBHO-TIPaBOBbBIE JIOKYMEHTHI,
Kapbepy U ONpPEIEsieT perIaMeHTUpYIOINE JIESITENIBHOCTD
CTpaTEruIo 00pa3zoBaTeNbHON OpraHu3aIu

npogeccuoHaIbLHOTO Bnaners:  meromammu,  crmocobamMu M
pa3BUTHSL. CpelCcTBaMU MOJIy4EHHUS, XpaHEHU4,

nepepadoTKy HHPOPMALUH,

OCHOBaMH KOMITBIOTEPHON TPAMOTHOCTH;
TEXHOJIOTHEH OpraHu3aIH
JITIONPOM3BOACTBA B 00pa30BaTEIHLHOM
YUPEKIACHUU.




3. YKABAHUE MECTA JUCHUINVIMHBI (MOAYJIsA) B CTPYKTYPE
OBPA3OBATEJIbHOM ITPOI'PAMMBI.

HucuuiuimHa — «/lenonpous3BOoACTBO M JTOKYMEHTOOOOPOT B 00pa3oBaTeIbHOM
YUPEXKIEHUU» B CTPYKTYpPE OCHOBHOM Npo(hecCHOHAIbHOW 00pa30BaTeIbHONW MPOrpamMMbl
HanpasieHus: noarotoBku 44.03.05 Ilemarormueckoe oOpasoBanue (¢ IBYMsI NPOGUIIMU
MOATOTOBKH ), HAIIPaBJICHHOCTH (Mpoduian) IkoHomuka. ['eorpadus sBisercs GaKyIbTaTUBOM H
OTHOCHTCS K 4acTH, (POPMHUPYEMO yUaCTHUKAMHU 00pa30BaTEIbHBIX OTHOILICHHH.

4. OBBEM JUCHUIIJIMHBI (MOAYJisI) B 3AYETHBIX E/JWHUIAX C
YKA3AHUEM KOJIMYECTBA AKAJJEMHUYECKHUX YACOB, BbIJIEJIEHHbBIX HA
KOHTAKTHYIO PABOTY OBYYAIOLIUXCHA C ITPEITIOJABATEJIEM (ITO BUJAM
YUYEBHbIX 3AHATHI) " HA CAMOCTOSATEJBHYIO PABOTY
OBYYAIKOUIIUXCHI.

OOm1ast TPYI0EMKOCTh JIUCIUILTAHBI COCTABIISET 1 3a4eTHYI0 eAMHUIlY WK 36 4acoB (M3
pacuera 1 3.e.= 36 yacon).
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B HHTCPAKTUBHBIX CI)OpMaX YacChbl UCIIOJIB3YIOTCS B BUAC KPYIJIOTr0O CTOJIA.

5. COAEP)KAHUE JUCHUIIVIMHBI (MOAYJISA), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JAEJIAM) C VYKA3AHMEM OTBEAEHHOI'O HA HHX
KOJINYECTBA AKAJEMHUYECKUX HWJIN ACTPOHOMHUYECKHUX YACOB H
BUJ0B YUEBHBIX 3AHSATUIA.
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1 | Pazugen 1. Conepxanue, 3HaUCHUE 2 - 2 10

ACJIONPOU3BOJACTBA. TexHomorus
opraHu3anyu ACJIOIIPONU3BOJACTBA B
06pa3OBaTeJ'IBHOM YUPCIKACHUN

2 | Pasnen 2. HopmaruBHO- 2 4 - 6 10
3aKoHoOaTenbHas 0aza. OCHOBHEIE
BHJIBI TOKYMEHTOB M CHCTEMBI
nokymeHTaruu. OcobeHHOCTH
TIOJITOTOBKU ¥ O(hOpMITCHHUS
OTJICNTLHBIX BU/IOB JIOKYMEHTOB




3 | Paznen 3. ®opmupoBanue aen u - 6 - 6 2
OpTraHMU3aIMs XPaHCHHS
JIOKYMEHTOB. DKCTIepTH3a
IIEHHOCTHU JIOKYMCHTOB.
TexHu4eckue cpencTna,
HCIIOJIb3YCMbIC B
JIETTOTIPOU3BOJICTBE. DJICKTPOHHBIMN
JIOKYMEHTO000POT

3aueTr

HUTOI'O: 4 10 - 14 - 22

Conep:kanue TUCHUIIHHBI (MO1YJIA)

Pazgea 1. Cogep:xanne, 3HaUeHHe JAejI0nPou3BoaAcTBa. TexHomorus
OpraHM3aNyH J1eJIONMPOU3BO/CTBA B 00pa30BaTEJIbHOM YUpPeKIeHUU

Tema 1.1 OcHOBHBbIE TEPMHUHBI U MOHSITHE «1€JIOMPOU3BOACTBO». McTOpHS BO3HUKHOBEHHSA
U OCHOBHbBIE 3TaINbl PA3BUTHA 1eJ10NPOU3BoAcTBA. CHCTEeMbl OPraHUu3aluu
aeaonpousBoacTa. [loHATHE M NPUHIMIILI OPTAHU3ANMHU JIOKYMEHT0000pOTA

[Tonstue «aenonpon3BoAcTBO». OCHOBHBIE IENU U 33Ja4u JeI0npou3BocTBa. HeoOxoaumocts
OpraHu3aliy JAEJOMPOU3BOJICTBA B YUPEKICHUH. 3HAUCHUE JIETIONPOU3BOICTBA B ACATEIBHOCTH
o0pa3oBaTenbHOro yupexaeHus. Cekperapp, JeJI0NPOU3BOIUTENb, JOKYMEHTOBEA, KaHIEISIPHUS.
Hcropuyeckue dTarnbl pa3BuTHs Jenonpon3BoacTBa B Poccun. CoBpeMeHHOE rocyaapCTBEHHOE
peryiaupoBaHue  Jenonpou3BojacTBa. CHUCTEMBbI  JENONPOU3BOJICTBA:  IICHTPAIM30BaHHAS,
JeleHTpann3oBaHHast, cmemanHas. CrTpykrypa u 00BEM gokymMeHToOoOOpoTa. (OCHOBHBIC
NPUHIUITB OPTaHU3aIuN PA0OTHI C JIOKYMEHTOIIOTOKAMH, KaK CO3JJaHUE ONTUMAJIBHBIX YCIOBHUU
JUIE  BCEX BHIOB paboTel ¢ JoKyMeHTamMHu. OpraHu3allioHHash CTPYKTypa TIepcoHaia,
obecrneuynBaromiero padboTy ¢ JOKyMEHTaMH.

Tema 1.2 PexkBu3uThI J0KyMeHTOB. Perucrpanusi 1 mHaexcanusi 10kymMeHToB. CTpykTypa 0a3
AaHHbIX JokyMeHTOB. Ilpuem, o0pafGoTka M pacnpenejieHHe NOCTYNAIOIIMX JOKYMEHTOB.
Opranusanys 00pad0TKH M NepeAavyy OTHPABJISIEMBbIX JOKYMEHTOB.

[TonsiTue pexkBusuTa NOKyMeHTa. Buael pekBuszutoB. IlpaBuna opopmieHHs pEeKBHU3UTOB
nokymeHToB.  ®Dopmynsap-oOpazen.  brnank moxkymenTta. Buasl GnmankoB. TpeGoBaHus k
6nankam gokyMeHToB. lllaGnonel. MHaekcanust u perucrpanust 10KyMeHTOB. Buasl u popmbl
peructpanun JOKyMCHTOB. Tpe60BaHI/I$I K TCKCTaM CJ'Iy>K€6HLIX AOKYMCHTOB: KPATKOCTb U TOYHOCTH
HU3JI0XKXCHUA HH(I)OpMaI_II/II/I, HCKIIIOYCHUEC JIBOJAKOI'O TOJIKOBAaHHA, 0OBEKTUBHOCTD H AOCTOBCPHOCTDH
WHQOPMAIUK, COCTaBICHHE MPOCTHIX JOKYMEHTOB, CTPYKTYPHUPOBAaHHE TEKCTa JOKYMEHTa, LIMPOKOE
HUCIIOJIB30BaHUE Tpa(i)apeTHLIX U TUIIOBBIX TCKCTOB IIPU OINMCAHUHN MNOBTOPAIONINXCA YIIPABICHYCCKUX
cuTyanuid. SI3bIK M CTHIIb CIIY)EOHBIX JIOKyMEHTOB. JTambl OOpaOOTKH BXOMSIIUX JOKYMEHTOB.
[lepBuunas o0paOoTka BXOAALIMX JOKYMEHTOB. Perucrpupyemble U HEperucTpupyemble
nokyMeHThl. [IpenBapuTenbHoe paccCMOTpPEHHE AOKYMEHTOB ISl HAIllPaBJICHUS WCIOJHUTEIISM.
Pesosmronusi.

[Topssimok MOArOTOBKM  HMCXOAAIIMX JOKyMeHTOB. (CocTaBieHHE MpOeKTa JIOKYMEHTa,
COIJIaCOBaHMWE, MOJNMUCcCaHue (yTBep)KIeHHE), THpaxkupoBaHue. CrocoObl M METO/bl OTHpPaBKU
UCXOJSAIMINUX JOKyMeHTOB. OOmiasi XapakTepucTHKa CiIyKeOHOM mnepenucku. PasHoBUIHOCTH
CIIy’)K€OHBIX THCEM (CONPOBOAMTENBHOE MUCHMO, MUCBMO-TIPOCHOA, MUCHMO-3AIPOC, MHCHMO-
OTBET, MHUCbMO-COOOIIEHHE, HHPOPMAIMOHHOE MHUCHhMO, TapaHTUHHOE MHUCHMO, MHUCHMO-
IpUIJIaleHue U T.1.).




Tema 1.3 Ilopsitok Npoxo:KaeHHs] BHYTPEHHHUX AOKYMeHTOB. OpraHusanusi KOHTPOJIA 3a
HCIOJIHEHUEM JOKYMeHTOB. Pabora ncnosHuTel1ei ¢ jokyMmeHTamMmu. Opranu3aunusi NoMCKoOBOM
CHCTEMBbI 10 JOKYMEeHTaM.

BHyTpennue noKkyMeHThI 0O0pa3oBaTEeNbHON OpraHu3aluu (3asBICHUS, CIy>KeOHbIE 3alMCKH,
JOKJIaIHBIC, OOBSICHUTEIbHBIC, CIIPAaBKU, CBOJKH, OTYETHI W j1p.). [loaroroBka, odopmieHue,
peructpauus. [lpaBuna mocTaHOBKM JOKYMEHTOB Ha KOHTPOJb. [IOpSIOK CHSATHS OKYMEHTOB C
KOHTpoid. OT4er MO MCHOJHEHUIO KOHTPOJIBHBIX JIOKYMEHTOB. OnepaTuBHOE MCIIOIHEHUE
JOKYMEHTOB COTPYAHMKAaMH B COOTBETCTBUU C UX JOJUKHOCTHBIMU OOS3aHHOCTSIMH U
pesomronerd  pykoBoguTens.  OTBETCTBEHHOCTh 33 HECOONIOZCHHWE  TpeOOBaHMIA
UCIIOJHUTENIbCKON  JMCUUIUIMHBIL, 32  HENpPaBWJIbHOE  HCIOJb30BaHUE  JICUCTBYIOIIMX
HOPMATUBHBIX JOKYMCHTOB B IIOATI'OTOBKC, O(bOpMHeHI/II/I U HCIIOJIHCHUH OOKYMCHTOB B CPOK.
[TouckoBasi cucreMa JOKYMEHTOB - KapTOTEKH U KIACCHU(UKAMOHHBIC CIPABOYHHUKHU. Buibl
KapToTeK. Buapl KiaccuuKamoHHBIX CIIPABOYHUKOB.

Tema 1.4 Cnoco0bl W MeTOABbI JOCTABKH JOKYMeHTOB. O0pa0doTka KoH(pMIeHIMAIbHBIX
JIOKYMEHTOB W JIOKYMEHTOB /UIsl  CJIY:KeOHOrO IO/Ib30BAHUA. JKCKYpPCHsI B OTIeJl
AeJ10NPON3BOACTBAa MypMaHCKOr0 apKTHYECKOr0 rocy1apCTBEHHOI0 YHHBEPCUTETA.
Opranusanysi OYTOBOM, KYPhEPCKOM M 3KCIPECC-AOCTaBKH JOKYMEHTOB. [IOHATHSA: «I€HHOCTh U
0€301acHOCTh  MH(POPMALUNY, «KOH(MUICHIUAIBHOCTE», «yrpo3a KOH(QUACHIIUAILHOCTHY,
«3ammTa uHpopManuu». be3zomacHocTh 1EHHBIX HH(GOPMAIMOHHBIX pecypcoB. lLlenHas
uH(popMalusa U KOH(UIEHIMAIbHbIE JOKYMEHThI. PernmamenTanus cocraBa KOH(UACHIMAIbHBIX
cBeieHuil U JokyMeHTOB. Ilopsimok pa®oTbl ¢ KOHOUAEHIMAIbHBIMU JOKYMEHTAaMH U
marepuanamu. Konpunennuansuas nHpOopMaIys U CBEICHUS B IEATEIHOCTH 00pa30BaTeIbHON
OpraHu3aluy.

Pa3nen 2. HopmaTuBHO-3aK0HOAaTe/IbHas 6a3a. OCHOBHbIE BUJAbI JOKYMEHTOB H
cucTeMbl JOKyMeHTAluH. OCO0EHHOCTH MOATOTOBKHU U 0opMIIeHNsI OTAEJbHbIX
BH/IOB IOKYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIC H HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aejonpounssoacrsy. HopmaTtuBHO-3aK0HOAATEIbHBIE  HOPMATHBHO-METOANYECKHE
AOKYMEHTBI 110 apXUBHOMY Jey.

3akoHozaarenbHble akThl Poccuiickoit @enepanyu 1 MypMaHCKo# 001acTH, periaMeHTUPYIOLIIE
JIeNIOTIPOU3BOJICTBO M apXUBHOE J1en0. ['ocynapcTBEeHHbIE CTaHAApThl U yHU(DUKALUsA B 00JacTU
JICTIONIPOM3BOJICTBA M apXMBHOro Jena. MHCTpyKnus IO Aenonpou3BOACTBY MUHHCTEpPCTBA
oOpa3zoBanus U Hayku Poccuiickoit ®eneparnun. Mertonndyeckue peKoMeHJalluK Mo pa3paboTke
HOMEHKJIATYpbl ¥ HHCTPYKLHMU MO JIEJIONPOU3BOJACTBY B 00pa30BaTEIbHOM YUPEXKJICHUU.
TumoBesle MepeyHU € yKa3aHMEM CPOKOB XpaHEHHUs JOKyMeHTOB. [IpaBuia paboThl apXHBOB
OpraHu3aIui.

Tema 2.2 Kunaccupukauus noxkymeHToB. IOpuaudeckas cuiia gokymenra. HasHauenue u
COCTaB  OPraHM3allMOHHO-NPaBOBON  NoxkymMeHTanuu. Ha3nayenme u  cocras
OPraHM3alMOHHO-PACIIOPAAUTENbHOM Jo0KyMeHTanun. Ha3HaueHne M cOCTaB CIPaBOYHO-
UHGpOPMALMOHHOM JOKYMEHTALNH.

Knaccudukanus 1OKyMEHTOB, €€ OCHOBHbIE MPHU3HAKU. [ pynmbl JOKYMEHTOB - JOKYMEHTHI IO
o0mMM W aJMHUHUCTPATUBHBIM BOIpOCaM, T.e. IO BOIpOcaM OOIIEro pyKOBOJCTBA
OpEeNNpUsITHEM M €ro JAeSITeIbHOCTbIO; - JOKYMEHThl 1O (YHKUHAM  YIpaBIICHUS.
Knaccugukarus cnyxeOHBIX JTOKYMEHTOB: IO aJMUHHCTPATUBHBIM BONpOCaM; IO BONPOCaM
MaTepuaIbHO-TEXHUYECKOTO CHAa0XEHUS; TOKYMEHTalusl MO IUIAHWPOBAHUIO; 1O ONEPATHBHOMN
NeSITeIbHOCTH; MO OYXTaJTepCKOMY YYeTy; IO IOATOTOBKE M PACCTAHOBKE KaJpOB U T.1.
Knaccudukanus mo HaMMEHOBAaHUIO: MPHUKa3bl, PACHOPSIKEHHS, IUIAHBI U OTYETHI, aKTHI,
IPOTOKOJIBI, JOTOBOPBI, YCTaBbl, MHCTPYKIIUHU, JOBEpeHHOCTH U T.A. Knaccudukanus mo mecty



COCTaBJICHUS, 1O CTENEHH YHH(HKALWU, MO MPOMCXOXKACHUIO, MO BUAY OQOpPMIICHUS, IO
crioco0y ¢dukcanuu HHPOPMAIMK, TIO CTENEHH CJIOKHOCTH, IO CTENEHW TJIACHOCTH, TIO
IOPUIMYECKON CWiie, 10 CpOKaM WCIOJHEHUS, [0 CPOKaM XpaHCHHs, IO CTEIeHU
00513aTEIILHOCTH.

CucreMa opraHu3aliMOHHO-TIPAaBOBON JOKYMEHTALUU (YCTaB yUpEKICHUS, I0J0KEHHS, LITATHOE
pacriucanue, JOJDKHOCTHbIE HMHCTpYKIuH). CucremMa OpraHu3aliOHHO-PACIIOPSAUTEIBHOMN
JOKyMeHTaruu (yka3, MpuKas, BRIMHCKA U3 MPUKa3a, pacropshKeHue, moctaHoBieHue). Cucrema
CIPaBOYHO-UH(POPMALIMOHHOW JOKYMEHTAIIUH (IIPOTOKOJ, aKT, 3asBIICHHUE, HOKJIAIHAs 3aIHCKa,
NpeUIo’KeHNe, TPEACTaBICHUE, CIy)KeOHas 3amucka, oObsicHUTENbHas). Cxema MOATrOTOBKU
pacropsAUTEIbHBIX JOKYMEHTOB. [1OpSIIOK CHATHS Y BBIIAYH KOIHH C IOKyMEHTOB.

Tema 2.3 JIokajibHbIe HOPMATUBHBIE aKThI. CocTaB M padoTa ¢ KaJpoOBOH JOKyMEeHTaLMeH.
[TonoxeHus, TmpaBuiIa, MHCTPYKUMM (TpaBuUiIa BHYTPEHHETO TPYAOBOIO  paclopsika,
UHCTPYKIUU O MOPSIIKE OCYIIECTBICHUS KaKOW-ITNO0 NeSTENbHOCTH WU MOPSIKE TPUMEHEHUs
MOJIOKEHUU 3aKOHOAATCIIbHBIX M HWHBIX HOPMATHUBHBIX A4KTOB, IOJOXCHUA O CTPYKTYPHBIX
MOJIpa3/ieNieHUsX, KOJUIEKTUBHBIN N0oroBop u Ap.). [lopsnok odopmieHUs U MOAIUCAHUS ITHX
JOKYMCHTOB AJId NPUMCHCHHA KAaK CaMOCTOSATC/IBHBIX IPABOBBIX AKTOB. Iloustue u CTPYKTYypa
MepPCOHANBHBIX AaHHBIX. O0s3aTeNbHBIE KaIPOBbIE TOKYMEHTHI 00pa30BaTEIbHON OpraHU3allNH,
WX BUJBI, COCTaB, HOPMATUBHbBIC TPEOOBAHUS K BEIACHHUIO KaJPOBOM JTOKYMEHTalUH (MIPUKA3bl U
pacmopspDKeHHs 1O JIMYHOMY COCTaBy, 3asiBI€HHE, TPYIOBOM JOrOBOp, JOJKHOCTHAs
WHCTPYKIUS, TPYAOBas KHWXKKA, JIMYHAS KapTOuykKa, JIMYHOE J1eJ0). J[BW)KeHHEe W XpaHEHue
KaapoBOl aokymMeHTauuu. JKypHaibl W KHUTH ydera. lcmonHeHHe coIMalbHO-IPABOBBIX
3a1poCoB.

Pa3nen 3. ®opmupoBaHue e/l H OPraHU3alUsl XPaHEeHHUS JOKYMEHTOB. JKCIepTH3a
LEHHOCTH JOKYMeHTOB. TexHn4YecKue cpeacTBa, HCIOJb3yeMble B
JAeJI0NPOU3BOACTBE. DJIEKTPOHHBII JOKYMEHT0000pOT

Tema 3.1 IlpaBuia cocTaB/ieHHSI HOMEHKJIATYPbI JeJ YyupexaeHus. dopmupoBaHue U
odpopmiienne aes. OpraHu3anmsi ONEPATHMBHOIO XPaHeHHs NOKYMeHTOB. (PopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM YYpPeKICHHH.

Ilonsatue o «uenex. Homenkiatypa nen. CocraBieHHEe HOMEHKJIATyphel JAel B
00pa30BaTEIbHOM YUPEXKJICHHUH. dopMHUpOBaHHUE JEIL. IIpusHaku 3aBeneHus nen:
HOMUHAJIBHBINA, TPEeIMETHO-BOIIPOCHBIN, aBTOPCKHM, KOPPECHOHAECHTCKUH, Treorpaduyeckuid,
xpoHosorndyeckuil. Buapl apxuBoB. TpeboBanus k apxusam. [lopsiiok nepenadu T0KyMEHTOB Ha
apxuBHOe XpaHeHue. CucreMaTH3alys JOKyMEHTOB B apxuBe. PaboTa ¢ Hay4yHO-CIIPaBOYHBIM
anmapatoMm (UCTOpHYEcKas CIpaBKa, OMNMCH JieJd MOCTOSHHOTO W BpPEMEHHOTO0 XpaHEHHS
JIOKYMEHTOB, KHUTH Y4eTa U JABM)KEHUS Jel).

Tema 3.2 /lesja MOCTOAHHOIO W BPEMEHHOI0 CPOKAa XPAaHEHHs. JKCHEPTHAs KOMMCCHS
yupexaeHus. [lopsiiok yHHUTOKEeHUS JOKYMEHTOB.

OcoOeHHOCTH XpaHEHHUs Jed MOCTOSHHOTO, BpeMeHHOro (cBeimie 10 jer) u Jen mo JIMYHOMY
cocraBy. Ilopsanok mnepemaun pnen B [ocymapcTBeHHble apxuBbl. Co3laHHE HKCHEPTHON
KOMHCCUHU YyupexJeHus. lIpoBeneHue SKCHEpTU3bl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3AaCEIaHUM KOMHCCHUM M aKTOB Ha YHUYTOXKEHHE nein. [Ipoumenypa yHMUYTOXKEHUS
JIOKYMEHTOB.

Tema 3.3 MHcnouan3oanme IIK B penonpomssoacrBe. CpeacrBa KONHPOBAHUS M
OnepaTuBHOr0 pasMHoxkeHus. [Ipuem u 00padoTKa TOKYMEHTOB, MOCTYNAKIIUX M0 KAHAJIAM
3JIEKTPOHHOM NOYTHI M (hakcummbHOI cBsizu. [IpaBuiia 6e3onacHoil padoThI ¢ OPITEXHUKOIA.
KomneloTepHble cpeicTBa MOATOTOBKM JOKYMEHTOB. lcmonb3oBaHue 1I1a0JOHOB st
dbopMupoBaHHS JIOKYMEHTOB Ha KoMmImbioTrepe. lcmnonb3oBanne B KoMIbloTepe OJaHKOB



nokyMmeHToB. Co3nanue OJIaHKOB JOKYMEHTOB B KOMITbIOTepe. M3roToBieHHEe, KOMMMPOBAHUE U
THPAXUPOBaHUE TOKyMEHTOB. CpencTBa 00pabOTKHM JOKYMEHTOB. JIOKYMEHTHI, MepeaBacMble
o KaHajaMm CBs3M (Tenerpamma, Telekc, (akcorpamma, Ttenedonorpamma). Ilonstue
«oprrexHuka». OCHOBHBIC BHJIBI OpraHU3AIMOHHON TeXHUKHU. [IpaBuia TeXHUKH 0€30MMacHOCTH
paboOTHI C OPTTEXHUKOM.

Tema 3.4 DuekTpoHHOE NOKyMeHTHpPOBaHue. IloHsITHE «3JIEKTPOHHBII JOKYMEHT).
[IpeumyiiectBa nepenaud JOKYMEHTa C KOMIIBIOTEpAa HA KOMIIBIOTEpP.  YCTaHOBKA Ha
KOMIIBIOTEPE CHEUAIBHO BBIIEJICHHOW MaNKy JUIsl HOCTYNAOIIMUX JOKyMEeHTOB. [Ipenmyiiectsa
snekTpoHHoM mouThl. Jloctynm k Internet. Cucrtema peructpaunu u KoHTposisi. Co3mpanue
ANIEKTPOHHOM 0a3bl JaHHbIX. [lomck mgokymMeHTa. OKCKypcus B apXuB MypMaHCKOTO
ApPKTUYECKOI0 FOCYAapCTBEHHOTO YHUBEPCHUTETA.

6. INEPEYEHDb YYEBHO-METO/IUYECKOI'O OBECIIEYEHMUNS,
HEOBXOJIUMOT'O JJIs1 OCBOEHUA JUCHUIIJIMHBI (MOYJIS).

OcHoBHas iMTeparypa:

1. @®enepanbhbiii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM Jiele B
Poccutickoit ®enepanuun» (pen. denepanbHbix 3akoHOB oT 04.12.2006 No 202-D3, ot
01.12.2007 Ne 318-®3, ot 13.05.2008 Ne 68-D3, ot 08.05.2010 Ne 83-d3, ot 27.07.2010 Ne
227-D3)

2. Oenepanbublii  3akoH  "OO0  wmHbopMmanmu, wuHGOpPMATH3AIMKA W 3AIIUATE
uHpopmanun". 3akon noanucan [Ipesunerrom Poccutickoit ®enepanuu 20 pespans 1995 roga
N 24-03

3. 3akon Mypmanckoit o6mactu ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM Jiene
B MypMmaHCKoi1l o0sactu»

4, ®enepanbublii 3akoH OT 27 utogs 2006 r. N 152-®3 "O nepcoHanbHbIX JaHHBIX"

S. ®enepanbhbiil 3akoH 0T 2 Masg 2006 r. N 59-O3 "O nopsake paccCMOTpPEHHs
oOpamenuit rpaxaan Poccuiickoit denepanuun" C n3MEHEHUSIMU U JOTIOJHEHUSIMU OT: 29 HIOHS,
27 uronst 2010 1., 7 mas, 2 urons 2013 1., 24 nHosi6pst 2014 1.

6. [TpaBuna penonpou3BoAcTBa B (eAepalibHBIX OpraHax HCIOJIHUTEIBHOW BIIACTH
(yrBepxkaeHs! nocranoninenueM [IpasurensctBa Poccuiickoit @enepanuu ot 15.06.2009 Ne 477
7. [TepedyeHb TUMOBBIX YMPABIEHYECKUX APXUBHBIX JIOKYMEHTOB, 00pa3yloluxcs B

nporecce JeATeIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPAaBJICHUS U
OpraHu3alyii, ¢ yKka3aHueM CpPOKOB XpaHEHMs. Y TBEPKACH NMPUKa30M MHHHUCTEPCTBA KYJIbTYpbl
Poccuiickoit ®enepanuu ot 25 aBrycra 2010 r. Ne 558

JlonmoJiHUTeIbHAS JINTEpaTypa:

1. [TucemMo MunoOpa3anus P® ot 20 pexabps 2000 roma N 03-51/64 «O
Mertoanyeckux peKOMEeHJAlMsIX Mo paboTe ¢ JIOKyMEHTaMM B 00I1e00pa30BaTebHbIX
YUYpEKIECHUIX»

2. Opranuzanus AenIonpou3BojacTBa U JokymeHTtoobopota 1OV [Tekcer]: meron.
pek. / JI. U. Jlykuna. - M. : Cdepa, 2009. - 128 c.
3. Couory0, O.I1. [lenonpon3BoACTBO: COCTAaBICHNUE, pEIaKTUPOBaHUE U 00paboTKa

nokymMeHToB: YueoHnoe mocodue / O.I1. Conory6. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JAUCHUINIJINHBbI
MoAaYyJIsl)

B o0pazoBaTenbHOM IpoIECCe UCTIONIB3YIOTCS:

— ydeOHBIE ayJUTOpPUM JUIs TPOBEACHUS  YYeOHBIX  3aHATUH, OCHAICHHbIE
000pyIOBaHUEM U TEXHUYECKUMU CpeJICTBaMH oO0ydeHus: yueOHas mebens, [1K, obopynoBanue
JUTSL IEMOHCTPAIIAY TIPE3EHTANNH, HATJISHBIE TOCOOHS;



— TOMEIIEHUs] Ui  CaMOCTOSITENbHOW  paboThl  O0ydYalomuxcs, OCHAIlleHHBIE
KOMITBIOTEPHO# TEXHHKON ¢ BO3MOXKHOCTBIO MOIKITIOUCHUS K ceTH «HTepHeT» U 00ecrieueHneM
JOCTYTIA B 3JICKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBarenbHyto cpeny MATY.

7.1 HEPEYEHbB JIMINEH3NOHHOI'O NIPOT'PAMMHOI'O OBECIIEYEHU A
JInueH3noHHoOe MporpaMMHoe o0ecnieyeHne 0Te4eCTBEHHOI0 NPOU3BOJACTBA

Kaspersky Anti-Virus

JIMLeH3HOHHOE MPOrpaMMHoe odecrneyeHre 3apyoe;KHOro MPOU3BOJACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe IPOrpaMMHOe o0ecrnedeHre 0Te4eCTBEHHOT0 IPOU3BOACTBA
7Zip

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHOe odecriedeHue 3apy0esKHOro MpPou3BoJACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJEKTPOHHO-BUBJIMOTEYHBIE CUCTEMBbI:

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

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

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

7.3 COBPEMEHHBIE IPO®ECCHUOHAJIBHBIE BA3bI IAHHBIX
1. CyneOnbie u HOpMaTuBHBIC akThl PO http://sudact.ru/

2. Uapopmanmonno-ananmutudeckas cuctema SCIENCE INDEX

3. DnekTpoHHas 6a3a IaHHBIX Scopus

4. bazel manubix kommaauu CLARIVATE ANALYTICS

7.4 UTHOOPMAIIMOHHBIE CITPABOYHBIE CUCTEMBbI

1. CrnpaBouHO-TIpaBOBast UH(POPMALIMOHHAS cucrema KoHncynpTanT ITnroc
http://www.consultant.ru/

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

8. HHBIE CBEJEHUS I MATEPHUAJIBI HA YCMOTPEHUE BEJQYIIEN KA®EIPHI
He npenycmotpeHo.

9. OBECIIEYEHME OBPA30OBAHMUA VI JIUILI C OB3

Jns obecrieuenust 00pa30BaHUs UHBAIUAOB U JIMI C OTPAHUYEHHBIMHU BO3MOXKHOCTSIMU 3/I0POBBS
peanusanys IUCLHUILIMHBI MOXET OCYLIECTBIATHCA B aJallTUPOBAHHOM BHUIE, C YYETOM
cnenupuKd OCBOEHUS U JUJAKTUYECKUX TpeOOBaHMM, HCXOId U3 HMHIUBUIYaTbHBIX
BO3MOXKHOCTEH U MO JINYHOMY 3asIBJICHUIO 00yJaroIerocs.
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