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IHosicuuTeabHAA 3aNIHCKA

O0BeM quciUAIUIMHEL 1 3.e.
1. Pe3yabTarbl 00yYeHUS MO JUCHUIJIMHE (MOIYJI0), COOTHECEHHBIC C WHIUKATOPaMHU
JOCTHKEHUS] KOMIIETEHIIMH, YCTaHOBICHHBIMH  00pa30BaTeIbHON MPOrpaMMon

Komnerenuus HNupukatopsl Pe3yabTaThl 00yyeHus
KOMITeTeHIIU I

3HaTh: HOPMAaTWUBHBIE JOKYMEHTHl MO YHHU(UKAIMKH |
VYK-6. Ciocoben VK-6.1. OuennBaer CTaHIAPTH3AIHN B obacTi JIOKYMEHTAIINH,
YTPaBISITH CBOMM JMYHOCTHBIE PECYPCHI IO JeHcTByIomue Ha Tepputopun P®; rocymapcTBeHHBIE
BpPEMCHEM, JOCTHXEHUIO LENCH CTaHAApPTHI " 3aKOHO/IATEIbHBIE aKTbI 1o
BBICTPaMBaTh U CaMOpa3BUTHS U JOKyMEHTHPOBAHHIO;
pean3oBbIBaTh YIpaBJICHUS] CBOUM CHCTEMBI JIOKyMEHTAIlMH, TPEOOBaHUS K COCTAaBIICHUIO M
TPAEKTOPUIO BpPEMEHEM Ha OCHOBE 0(opMIICHHIO TOKYMEHTOB;
CaMOpa3BUTHUA Ha IMPUHIIUIIOB 06pa3013aH1/151 B THUIOBBIC MHCTPYKIUU MO ACTIONPOU3BOACTBY, PCIIIaMCHT
OCHOBEC NPUHIMUIIOB TCUCHHUE BCEH KU3HH. pa6OTI)I, JOJDKHOCTHBIC HHCTPYKIUU,
00pa30BaHUs B OCHOBHBIE  BHIBI JOKYMEHTOB, PETIIAMEHTHUPYIOIINX
TEYEHHUE BCEW KU3ZHU YK-6.2. Kputnuecku 00pa30BaTENBHYIO ACATCIEHOCTS;

OLICHUBACT 3(1)(1)CKTI/IBHOCTB OCHOBEI ACJIOIPOU3BOACTBA B 06p330BaTeJ'IBHOM
HCIOJIb30BaHUA BPEMCHU U YUPCIKIACHHUH.

JIPYTHX PECYpPCOB MPH YMeTh: panyoHanbHO W 3(PQPEKTUBHO OPraHW30BHIBATH
peanuzaiyy TPaeKTOPHN JIETIONPON3BOJICTBO B  00pa30BaTeJbHON OpraHU3alny,
CaMOpa3BUTHSL. COCTaBIATh y4eOHO-METOAWYECKHE H  HOPMAaTHUBHO-

TIPaBOBBIE JIOKyMEHTBI, perilaMeHTHPYIOIIHE

JACATCIBHOCTh o6pa3OBaTean0171 OpraHu3anun

Brnangets: MeTomamu, criocodamMu U CpeACTBAMU

IIOJIy4EeHUs, XpaHeHus, nepepadoTKu
UHpOpMaIuy, OCHOBAMH KOMITBIOTEPHOU
IPaMOTHOCTH;  TEXHOJIOTMEH  OpraHu3aluu
JEJIONPOU3BOCTBA B 00pa30BaTEILHOM
YUPEKIACHUU.

2. CojaepsxkaHue TUCHUILINHBI (MOTYJIs1)

Paznen 1. Conep:xanue, 3HaUeHHe JIeJIONPOU3BoAcTBA. TexHomorus
OpraHu3aIuy JeJONPON3BOJACTBA B 00Pa30BATEIbHOM YUPEKICHHH

Tema 1.1 OcHOBHBbIEC TEPMHMHBI M MIOHATHE «1eJONPOU3BOACTBO». M CTOPHUS BOSHUKHOBEHMSI
U OCHOBHbBIE 3TaNbl pa3BUTHS JAeJ10NPou3BoAcTBA. CHCTEeMbI OpraHu3aluu
nejonpou3BoacTBa. [loHsiTHE M NPUHIUNBI OPraHU3ALMHU JOKYMEHTO000pOTA

ITousarue «ACTIOIIPOU3BOACTBO». OCHOBHLIG neian v 3ajadyu JCJIONPOU3BOJACTBA. HGO6X0}II/IMOCTL OpraHmuzanuun
JACJIONMPOU3BOACTBA B YUPCIKIACHUU. 3Ha‘IeHI/Ie JACJIONPOU3BOJACTBA B ACATCIBHOCTU O6pa30BaTCJ'H>HOI‘O YUPCIKACHUS.
CereTapb, JACTIOIIPOU3BOANTEIIb, JOKYMECHTOBEL, KaHICIIAPUA. I/ICTOpI/I‘IeCKI/Ie OTaIbl pa3BUTHUA ACITONPONU3BOJACTBA
B Poccun. CoBpeMeHHOE TOCYJapCTBEHHOE PETYJIMPOBAHHE AETONPON3BOACTBA. CHCTEMBI NEIOMPOU3BOJICTRA!
HEHTPATN30BaHHAs, JCUEHTpaNIn30oBaHHasd, cMemanHas. CTpykTypa ¥ 00BEM moKymeHTooOopoTa. OCHOBHBIE
MPUHIHUIIBI OpTraHU3alluu paﬁOTBI C JOKYMCHTOIIOTOKaAMHU, KaK CO3JaHUC OINTUMAJIbHBIX YCJ'IOBI/Iﬁ JJIs1 BCEX BUOO0B
paboThl ¢ fokyMeHTamMu. OpraHu3alMoOHHas CTPYKTYpa NepcoHaia, 00ecIeunBaloIero padoTy ¢ JOKyMEHTaMH.

Tema 1.2 PexkBU3UTHI 10KyMeHTOB. Perucrpanus u unaekcanusi 10KkyMeHToB. CTpykTypa 0a3
AaHHBIX 10KyMeHTOB. IIpuem, o0padorka M pacnpeneieHue NOCTYNAKIIMX T0KYMEHTOB.
Opranuzanys 00pad0TKH M NepeAady OTHPABJISIEMBbIX JOKYMEHTOB.

IlonsTre peKBU3UTA JOKYMCHTA. BI/IJII)I PEKBU3UTOB. HpaBI/ma O(l)OpMJ'IGHI/IH PEKBU3UTOB JOKYMCHTOB.
®opmymnsp-obpazen.  brmank mokymenTta. Bunel GnankoB.  TpeGoBanus k OsaHKaM JOKyMeHTOB. I11aGmoHBI.
Wnjekcanus W perucTpanus TOKyMEHTOB. BHABl 1 (JOPMBI pETHCTpaluy TOKYMEHTOB. 1peOOBaHMS K TEKCTaM
CJ'Iy>KC6HBIX AOKYMCHTOB: KPATKOCTb W TOYHOCTb U3JIOKCHUA I/IH(I)OpMa]_II/II/I, HUCKIIIOYCHHUE OBOAKOI'O




TOJIKOBaHUS, OOBEKTUBHOCTh M JIOCTOBEPHOCTh HH(OPMAIINH, COCTABICHHUE MPOCTHIX JOKYMEHTOB,
CTPYKTYPUPOBAHHE TEKCTA IOKYMEHTA, IIIMPOKOE MCIOIh30BaHHE TpadapeTHBIX U THIIOBBIX TEKCTOB MPH
OTKMCAHUU MTOBTOPSIONIMXCS YIPABICHUSCKUX CUTYAIUH. SI3BIK M CTHIIb CITy>KEOHBIX JOKYMEHTOB. DTalbl
00pabOTKM BXOIAIMINX MOKYMEHTOB. IlepBudHas o0paboTKa BXOAANIMX TOKYMEHTOB. Permcrpupyemsie u
HeperucTpupyeMble TOKyMEHTHI. [IpeBapuTenbHOe pacCMOTPEHNE JOKYMEHTOB JJIsl HAlPaBJICHUS! UCTIOMHHUTEISIM.
Pesomronus.

[TopsiioK MOATOTOBKM HCXOASIIMX JOKyMeHTOB. CocTaBieHHE NPOEKTa JOKYMEHTa, COTJlacoBaHHE, IOAIMCAHHE
(yTBepkaeHue), TupaxkupoBaHue. CocOObI M METOJIbI OTIPABKU UCXOAAIINX JOKyMEHTOB. OOI1as XapakTepucTHKa
ciry)keOHOI mepenuckd. Pa3sHOBHIHOCTH CIy’)K€OHBIX MHCEM (CONMPOBOJAUTENIBHOE IHCHMO, HHCHBMO-IPOCHOa,
MICHMO-3aMpPOC, MHCHMO-OTBET, MHUCEMO-COOOIICHNE, HH()OPMAMOHHOE MHCHMO, TapaHTUHHOE MHCHMO, MHCHMO-
TpUTTIAIIeHUE U T.1.).

Tema 1.3 Ilopsiiok NPOXO:KIeHUS] BHYTPEHHHX AOKYMEHTOB. OpraHu3anmsi KOHTPOJIA 3a
HCIOJIHEHHEM I0OKYMeHTOB. Padora ucnosinurelieii ¢ JjokymenTaMu. Opranu3anusi HOUCKOBOM

CHCTEMbI 110 TOKYMCHTAaM.

BHyTpeHHHE [OKyMEHTHI 00pa30BaTeNbHON OpraHW3aluM (3asBICHUS, CIyXXCOHbIE 3amHCKH, IOKIAIHBIC,
OOBSCHHUTENBHBIC, CIIPABKH, CBOAKH, OTYETHI U 1p.). IlonroroBka, odopmienue, perucrpanus. [IpaBia nocTaHOBKA
JIOKyMEHTOB Ha KOHTpOJb. [10psOK CHATHSI JOKYMEHTOB ¢ KOHTPONS. OTYET MO MCIOTHEHHUIO KOHTPOJIBHBIX JTOKYMEHTOB.
OmepaTHBHOE WCIONHEHHE TOKYMEHTOB COTPYJHHKAMH B COOTBETCTBHH C MX JOJDKHOCTHBIMU OOS3aHHOCTSIMH H
pesomoruei pykoBoauTens. OTBETCTBEHHOCTh 3a HECOOMIOAeHNEe TpeOOBaHUN MCIIOIHUTENbCKON TUCIUIUINHEL, 3a
HENpaBUIILHOE HCIIOJIb30BAHUE JICWCTBYIOIIMX HOPMATHUBHBIX JIOKYMEHTOB B MOJrOTOBKE, O(GOPMIECHUH U
UCIIOJIHEHUH JIOKyMEHTOB B CpOK. [lomckoBas cucreMa MOKYMEHTOB -  KapTOTEKHM M KilacCH(UKAIlMOHHbIE
CIpaBOYHHUKH. Bubl kapToTeK. Bubl KilaccH(pUKaMOHHBIX CIIPaBOYHHUKOB.

Tema 1.4 Cioco0bI M METO/IbI AOCTABKH TOKYMEHTOB. O0padoTka KOH(PUIEHIUAIBHBIX JOKYMEHTOB H JOKYMEHTOB
A CJIYyKeOHOTO  MOJIb30BAHMA. JKCKYPCHSI B OTAeJ /IeJIONPOM3BOACTBA MYyPMAaHCKOIo apKTHYecKOro
TOCy/JapCTBEHHOI'0 YHUBEPCHTETA.

Opranuzaiys MoYTOBOM, KYphePCKOM M IKCIIPECC- JOCTaBKU JOKYMEHTOB. [IOHATHS: «IICHHOCTh U
0e30macHOCTh HMHGMOPMALUNY», «KOHPHUACHIUAIBHOCTEY, «yrpo3a KOH(UIEHIIMAIbHOCTHY,
«3ammra wuHQOpManum». be3omacHOCTh IICHHBIX WH(POPMAIMOHHBIX pecypcoB. lleHHas
uH(popMalra U KOH(UIEHIIMAIbHBIE TOKYMEHTHI. PernamenTanus cocraBa KOH(MUICHIIMATBHBIX
CBelleHHi W J0KyMeHTOB. [lopsimok paboTel ¢ KOHGUIACHIUMATBHBIMH JIOKYMEHTAMH U
matepuanamu. KondunennuansHas nadopmanus v cBeeHUS B ASSITENIFHOCTH 00pa30BaTENIbHOM
OpraHu3aIuu.

Pasnen 2. HopmaTtuBHO-3aKk0HOAaTe/IbHAsA 0a3a. OCHOBHBIE BUIbI JOKYMEHTOB H
cUCTeMbI JOKYMeHTanun. Oco0eHHOCTH MOATOTOBKHU M 0)OpMJIeHUS OTAEJbHbIX
BH/IOB IOKYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIC © HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aeaonpoussoacTBy. HopmaTuBHO-3aK0HOAaTeIbHbIE 1 HOPMATHBHO-MeETOAUYeCKHUe
JAOKYMEHTBI 110 AaPXMBHOMY JIeJIy.

3akoHozarenbHble akThl Poccuiickoit @enepann 1 MypmaHckoi 001acTy, periaMeHTUPYIOINe
JIeTIOTIPOU3BOICTBO M apXUBHOE J1e10. ['ocyapcTBEHHBIE CTaHAAPThl U YHU(DUKALUSA B 00JIacTh
JIETIONIPOU3BOJICTBA M apXMBHOro Jena. VHCTpyKnMs IO JeIonpou3BOACTBY MUHHCTEpPCTBA
oOpa3zoBanus u Hayku Poccuiickoit ®enepanuu. Mertonndeckue peKOMEHIAIMK M0 pa3paboTke
HOMEHKJIATypbl W HHCTPYKIMHU IO JI€JIONPOU3BOJACTBY B 00pa30BaTEIbHOM YUPEKIACHUU.
TumoBsle MepeyHU C YKa3aHHEM CPOKOB XpaHEHHUs JTOKyMeHTOB. [IpaBumiia paboThl apXuMBOB
OpraHu3aIuu.

Tema 2.2 Knaccudukanus 1okymMeHToB. FOpuandeckas cuia gokymenTta. Haznauenue u cocras
OpraHM3al[MOHHO-TIPAaBOBOM  JOKyMeHTanuuu. Ha3HaueHme U cocTaB  OpraHuU3alMOHHO-
pacropsauTeNnbHON JOKyMeHTanuu. Ha3HadeHne M coCTaB CrIpaBOYHO-MH(POPMALMOHHOM
JIOKYMEHTal1H.



Knaccudukanus TOKyMEHTOB, €€ OCHOBHBIC NPHU3HAKU. [ pyIITbl JOKYMEHTOB - JOKYMEHTHI TIO
o0ImMM W aJMHUHUCTPAaTHBHBIM BOIpOCaM, T.e. IO BOIpOcaM OOILEro pyKOBOJICTBA
OPEINPUATHEM M €ro JACATeIbHOCTBhIO; - JOKYMEHThI 10 (DYHKIHSM  YIPaBJICHUA.
KHaCCH(bHKaL[Hﬂ CJIy)Ke6HBIX IIOKYMCHTOBI 110 aI[MI/IHI/ICTpaTI/IBHBIM BonpocaM; 110 BOHpOC&M
MaTepUaIbHO-TEXHHYECKOTO CHA0KECHHS, JTOKYMEHTAIUs 10 IUIAHWUPOBAHMIO; IO ONEPATUBHOMN
JESTEIIbHOCTH; IO OyXTaJITepPCKOMY YYeTy; IO IMOATOTOBKE M PACCTaHOBKE KaJIpoOB U T...
Knaccudukanus 1Mo HAMMEHOBAaHHWIO: IPHUKA3bl, PACHOPSIKEHUS, IUIAHBI M OTYETHI, aKTHI,
IPOTOKOJIBI, OTOBOPBI, YCTABbl, MHCTPYKIIMH, AOBEpEeHHOCTH U T.A. Kinaccudukanus mo mecty
COCTaBJICHHUS, 10 CTENEHW YHHU(DHKAIMH, 10 MPOUCXOXKJICHHIO, MO BUAY O(GOPMIICHHS, IO
croco0y ¢ukcanuu wHQOpPMAIHMK, IO CTETICHH CIOKHOCTH, IO CTCIEHHU TJIACHOCTH, II0
IOPUIMYECKON CHWJle, 110 CPOKAaM HWCIOJHECHHS, I10 CPOKaM XpaHCHHS, TI0 CTEICHHU
0053aTeJIbHOCTH.

CucreMa opraHu3al[MOHHO-TIPABOBOM JJOKYMEHTAIMH (YCTaB YUPEIKICHUS, MTOJI0KEHHS, IITATHOE
pacnucaHue, JOKHOCTHbIE WHCTpYKiuu). CucremMa oOpraHu3allMOHHO-PACHOPSIUTEIbHON
JIOKyMeHTaluu (yka3s, MpuKas, BBIMHCKA U3 MPUKa3a, pacropspkeHue, mocraHoBienne). Cucrema
CIIPaBOYHO-UH(POPMAITMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asBIICHHUE, TOKJIA{HAS 3aIMCKa,
MpeyIoKEeHNe, MpeJICTaBlICHue, CIIy>)kKeOHasi 3amucka, oObscHUTeNnbHas). Cxema MOATrOTOBKHU
paCHOPSIIH/ITCJH)HI)IX [[OKyMCHTOB. HOp?I,ZIOK CHATHUA U BbIAYN KOHHﬁ C IIOKYMCHTOB.

Tema 2.3 JlokanbHble HOpMAaTHBHBbIE aKThl. CocTaB M padoTa ¢ KaJipoBOi J0OKyMeHTanue.
Ilonoxenus, mpaBwia, MHCTPYKUMHU (IIPaBUIa BHYTPEHHETO TPYAOBOTO PACHOPSAKA, MHCTPYKIMH O IOpSIKe
OCYILIECTBJICHUSA KaKOI\/’I'HI/I6O ACATCIIBHOCTH WJIM TOPAAKE NPUMCHCHUSA MOJIOKEHHU I 3aKOHOJATCIbHbBIX W HHBIX
HOPMATHBHBIX aKTOB, IOJOXXEHHS O CTPYKTYPHBIX HOJpa3eseHUAX, KOJUIEKTUBHBIA norosop u ap.). Ilopsaok
O(bOpMJ'IeHI/ISI 1 NOAMNMCAHUA OTUX JOKYMCHTOB JJII MIPUMEHCHHS KaK CaMOCTOATCIIbHBIX IMIPAaBOBBIX AKTOB. IlousTue
" CTPYKTYypa NEPCOHAJIbHBIX JaHHBIX. OO6s3aTenbHbIC KaaApOBbIC NOKYMCHTbBI 06paSOBaT€J’ILHOfI OpraHusanuu, HUx
BUIbI, COCTaB, HOPMATHBHBLIC Tpe6OBaHI/IH K BCACHHIO KaHpOBOﬁ AJOKYMCHTAIUHN (HpI/IKaSLI U PACIOpsKCHUA 110
JIMYHOMY COCTaBy, 3asABJICHHUC, pr,I[OBOﬁ A0roBop, MAOJDKHOCTHAs HWHCTPYKIHA, TPyAOBasA KHHMIKKA, JHAYHAA
KapTO4Ka, JJMYHOC ,I[GJ'IO). HBI/I)KGHI/IG " XpaHCHHUC KaﬂpOBOP‘I JAOKYMCHTAllUU. }KypHaJ'IBI 1 KHUTH y4CTa. Hcnonaenue
COIMAJIbHO-TIPABOBLIX 3aITPOCOB.

Pa3nes 3. ®opmupoBanme e/l U OPraHU3alUsl XPaHEHHUS JOKYMEHTOB. JKCIepTH3a
LEHHOCTH JOKYMEHTOB. TexHu4ecKkue cpeacTBa, HCMOAb3yeMble B
AeJI0NPOU3BOACTBE. DJICKTPOHHBIN JOKYMEHT0000pOT

Tema 3.1 IlpaBuia cocTaB/ieHUSI HOMEHKJATYPbI Ae yupexaenus. ®opmupoBanue u odopmieHue ell.
Opranunsanus onepaTuBHOIO XpaHeHHs T0KyMeHToB. PopMupoBaHHe apXHBAa B 00pa30BaTe/IbHOM yUPEKACHHH.
[onsitue o «nene». Howmenknarypa nen.  CocraBiieHHE HOMEHKIATYpPHI /1€ B 00pPa30BaTEIbHOM YUPEKACHHH.
®opmupoBanue fen. IlpusHakum 3aBefeHUs J€l1: HOMHHAJBHBIN, MPEIMETHO- BOINPOCHBIN, aBTOPCKHUI,
KOPPECIIOHJICHTCKHH, reorpaduueckuii, xpoHosorndeckuii. Bunsl apxuBoB. TpeboBanusi k apxuaM. [lopsiox
nepeAayn JOKYMEHTOB Ha apXuBHOe XpaHeHHe. CucTeMaru3alus JOKYMEHTOB B apxuBe. Pabora ¢ HaydHO-
CIPAaBOYHBIM amNIapaToM (MCTOpPHUYECKas CIIPaBKa, OMHUCH Jel MOCTOSIHHOTO U BPEMEHHOTO XPaHEHHs JOKYMEHTOB,
KHUTHY y4eTa U IBIDKEHUS JIeI).

Tema 3.2 /les1a NOCTOSSHHOTO U BPEMEHHOI0 CPOKA XpaHeHHs. JKcnepTHast komuccust yupexaenus. Ilopsaaok
YHHYTOKCHHSA TOKYMEHTOB.

OcoOeHHOCTH XpaHEeHHMs JIeNl OCTOSTHHOTo, BpeMeHHOro (cBeiie 10 yier) m nen mo ymdHoMy coctaBy. [lopsimox
nepefaun nen B locynapcTBeHHble apxuBbl. Co3faHue SKCIEPTHOM KoMuccuu yupexzaeHus. IIposenenue
9KCIEPTU3bl LIEHHOCTH JIOKyMeHTOB. OdopMieHre IMPOTOKOJIOB 3aceJaHui KOMHUCCHM M aKTOB Ha YHHYTOXKECHHUE
jen. [Ipouenypa yHUUTOXEHHS JOKYMEHTOB.

Tema 3.3 Ucnoan3opanue IIK B nesonpounssoacree. CpeacTBa KONHPOBAHUS U ONEPATUBHOIO PAa3MHOKEHMSI.
Ilpuem u 00paGoTKa OKYMEHTOB, MOCTYNAIOUIMX MO KAHAJIAM JIEKTPOHHOH MOYTHI U (aKCHMWILHOI CBSI3M.
IIpaBusa 6e3onacHoii padboThI C OPrTeXHUKOM.

KommbroTepHbie cpeicTBa MOATrOTOBKH JOKYMEHTOB. Mcronbp3oBanue 1mabio0HOB s (OPMHUPOBAHUS JIOKYMEHTOB
Ha KommbloTepe. Vcronp3oBaHMEe B KOMITbIOTEpE OJIaHKOB AO0KyMeHTOB. Co3laHue OJaHKOB JIOKYMEHTOB B
KOMITbIOTEpe. V3roToBieHHe, KONMMPOBAHUE M THPAXHPOBAaHHE JOKyMeHTOB. CpencTBa oOpabOTKHM JOKYMEHTOB.
JIOKyMeHTHI, Tiepe1aBaeMble TI0 KaHajlaM CBsI3M (Telerpamma, Telekc, gakcorpamma, tenedonorpamma). [Tonstue



«oprrexuuka». OCHOBHBIE BHABI OPTaHU3AIMOHHON TexHWKH. [IpaBmia TeXHWKH O€30macHOCTH pPaboOTH ¢
OpPTTEeXHUKOM.

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

IIpeumymecTBa nepepadn JOKyMEHTa C KOMIIBIOTEpa Ha KOMIIBIOTEp. YCTaHOBKA Ha KOMIIBIOTEPE CHEIMAIbHO
BBIJICJICHHON MamnKy A MOCTYNAIOIMX AOKyMeHTOB. [IpenmMyiuecTBa 3iekTpoHHOM moutsl. Joctyn k Internet.
Cucrtema perucrpaiy 1 KOHTpos. Co3iaHue 3JIeKTPOHHOM 0a3bl AaHHBIX. [lonck oKyMeHTa. DKCKypcusl B apXuB
MypMaHCKOTro apKTHUECKOTO FOCYJapCTBEHHOIO YHUBEPCUTETA.

3. IlepeyeHb y4ueOHO-METOAMYECKOT0 O0eceYeHusT TUCIUMILITHHBI (MOYJIs1)

- MYJbTUMEIUWHBIE TNPE3EHTAMOHHBIE MAaTepuaiabl MO0 JAUCHUIUIMHE (MOIYJIIO)
MIpEeJICTaBIICHBI B 3JIEKTpOHHOM Kypce B OMOC MAY;

- METOJMYECKHE YKa3aHHs K BBIMOJIHEHUIO JIa0OPAaTOPHBIX/MPAKTHUECKUX/KOHTPOIBHBIX
pabot (BeIOpaTh) MpeCcTaBiICHbI B JIeKTpoHHOM Kypce B DMOC MAY;

- METOJIMYECKHE MaTepualbl Al OOYYaIOIIMXCS MO OCBOCHHUIO TUCHUIUIMHBI (MOMIYJIst)
npeacTaBieHsl Ha oduiuansHoM caiite MAY B pasnene «Mudopmarus mo o6pazoBaTebHbIM
mporpamMmam, B TOM YHCJIE aJalTHPOBAHHBIM.

4. ®oHJ OLEHOYHBIX CPEICTB MO JUCHUILIMHE (MOIYJII0)
SBnsieTcs OTAEIBLHBIM KOMIIOHEHTOM 00pa30BaTEIbHOM MPOTrpaMMEbI, pa3paboTaH B ¢opme
OTJIEIbHOTO JJOKYMEHTA, BKJIIOYAET B CeOs:
- IepeYeHb KOMITETEHINI C YKa3aHHEM 3TaIoB UX (HOPMHPOBAHUS B MPOI[ECCE OCBOCHHUS
JTUCIUILIAHBL (MO JISA);
- 3aJ]aHUS TEKYIIETO KOHTPOJIS;
- 3a/1aHUS TPOMEKYTOUHOM aTTeCTallNH;
- 3aJlaHUS1 BHYTPEHHEHN OLIEHKU KauyecTBa 00pa30BaHUsI.

5. IEPEYEHb YYEBHO-METOJIUYECKOI'O OBECIIEYEHHS, HEOBXOJAUMOI'O IJIs
OCBOEHMUS JUCHUIIJIMHBI (MO Y JISI).

OcHoBHas1 JIMTepaTypa:

1. Oenepanpablii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit
®epnepanum» (pen. Denepanbubix 3akoHOB oT 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, ot 27.07.2010 Ne 227-D3)

2. OenepanpHblil 3akoH "O06 uHbopMauy, HHPOPMATH3ALUK U 3aiuTe HHGopManuu'". 3aKoH
noxmucan [Tpe3unentom Poccuiickoit deneparnu 20 dhespains 1995 roga N 24-D3

3. 3akon Mypmanckoir obmactu ot 20.02.2006 Ne 730-01-3MO «OO0 apxXxuBHOM [iene B
MypmaHCKoi 06J1acTh»

4, ®enepanbabiii 3axoH oT 27 uronsg 2006 r. N 152-03 "O nepcoHaIbHBIX JaHHBIX "

5. Oenepanpabiii 3akoH 0T 2 Masg 2006 r. N 59-d3"O mopsiaxe paccMOTpeHHs OOpaIieHHid

rpaxnan Poccuiickoit @enepanuu” C n3MEHEHUSIMHU U TOTIOJTHEHUSAMU OT: 29 utons, 27 urons 2010 r., 7 mas, 2
ntonst 2013 1., 24 Hos10ps 2014 T.

6. [lpaBuna nenompou3BoACTBa B (efepalbHBIX  OpraHax — HMCIOJHUTEIBHOW — BIIACTH
(yTBep:xaensl nocranosneHueM [IpaBurtensctBa Poccuniickoit deneparun ot 15.06.2009 Ne 477
7. [TepeyeHb THIOBBIX YIPABICHYECKHX apXHBHBIX NOKYMEHTOB, 00pasyroLIMXCs B IpoLecce

JESATEIIPHOCTU TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABJICHUA U OpPraHU3alli, ¢ yKa3aHUEM
CPOKOB XpaHEHHUs. YTBEpxKJeH npuka3oM MunucrepcrBa KyinsTypsl Poccuiickoil denepanuu ot 25 aBrycra
2010 r. Ne 558

JlonojHuTe/IbHAS JINTEpaTypa:

1. [Tucemo MunoOpazBanus PO ot 20 nekabps 2000 roma N 03-51/64 «O Meroandyeckux
PEKOMEHIANUAX MO paboTe ¢ JOKyMEHTaMH B 00I1e00pa30BaTEIbHBIX YUPSIKICHUIX)

2. Opranuszanusi JeIoNnponu3BoAcTBa U ToKyMeHToobopoTa JIOY [Tekcr]: meron. pek. / JI. U.
Jlykuna. - M. : Chepa, 2009. - 128 c.

3. Comory6, O.I. [enonpou3BOACTBO: COCTAaBICHUE, pEOAKTHpOBaHHME U  00paboTKa

JokyMeHToB: YueoHoe nocodue / O.I1. Conory6. - M.: Omera-JI, 2013. - 207 c.

6. MPO®ECCHOHAJIBHBIE BA3bl JAHHBIX W WH®OPMAIMOHHBIE CIIPABOYHBIE
CUCTEMBI

1) l'ocymapcTBeHHas cucTeMa MPaBOBOM MH(MOPMALUH - O(UIIHATEHBIA HHTEPHET-TIOPTAI


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

npaBoBoi uHpopmanuu- URL: http://pravo.gov.ru

2) NndopmannonHas cucrema «EquHOE OKHO A0CTyNa K 00pa3oBaTebHBIM pecypcam»_-
URL: http://window.edu.ru

3) CupaBouno-nipaBoBas cucrema. KoncynbranT [Imroc - URL: http://www.consultant.ru/

7. TIEPEYEHb JJMUIHEH3UOHHOT'O ITPOT'PAMMHOI'O OBECIIEYEHUSI, B TOM 4YUCIJIE
OTEYECTBEHHOTI' O ITPOU3BOJCTBA

.HI/IIIeHBI/IOHHOE nporpaMmmMHoOe€ 06ecneqe1me OTCYECTBCHHOI'0 MIPOU3BOJIACTBA
KasperskyAnti-Virus

.HI/IIIeHBI/IOHHOE nporpaMmmMHoOe€ 06ecneqe1me 3apy6emn0r0 Mmpou3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CBo0oaHo pacnpocTpaHsieMoe NPOrpaMMHoe o0ecnedeHre 0Te4eCTBEHHOr0 MPOU3BOACTBA
7Zip

Cpo0oaHo pacnpocTpaHsieMoe NPorpaMMHoe odecneyeHue 3apyde;KHOro MPON3BOJACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

8. OBECIIEYEHUE OBPA30OBAHUSI 151 JIUL C OB3

Jns obecrieueHuns 00pa3oBaHHs WHBAIMAOB M JIMI C OrPaHUYCHHBIMH BO3MOXKHOCTSIMH 3/I0POBBSI peali3aliist
JHUCIUIUTHHBI MOXET OCYIIECTBIITHCS B aJaTHPOBAHHOM BHAE, C YIETOM CHEIU(DHUKHA OCBOCHHUS M AUAAKTHUECKUX
TpeOOBaHUH, NCXOAS M3 HHANBHUIYAIbHBIX BO3MOKHOCTEH U 110 TNYHOMY 3asIBICHHIO 00YYalOIIerocs.

9. MATEPUAJIBHO-TEXHUYECOE OBECIIEYEHHUE JUCHUIIJIMHBI(MOAYJISI) TIpeaCcTaBiI€HO B
npwioxenun k OIIOIl «MarepuanbHO-TEXHUYECKHE YCIOBUS peann3alud 00pa3oBaTebHON
IIPOrpaMMbD» U BKJIIOYAET:

- yueOHbIE ayIUTOPHH JUIA TPOBEACHUS Y4YeOHBIX 3aHATHH, NPETyCMOTPEHHBIX
IIPOrpaMMOi OakanaBpuaTa/crenanIuTeTa/MarucTpaTyphbl (BBIOpaTH), OCHAILICHHbIE
000pyI0BaHNEM U TEXHUYECKUMHU CPEICTBAaMU OOyUEHHS;

- IOMEUICHUs Ui CaMOCTOATENbHOW  paboThl  OOydYaroLIMXCs,  OCHAIllEHHbIE
KOMIIBIOTEPHON TEXHUKOMN C BO3MOXKHOCTBIO MOAKIIOUEHUS K ceTu «IHTepHeT» 1 obOecrieueHuemM
JIOCTYTIA K 3JIEKTPOHHOH HH(OpMaIIMOHHO-00pa3oBaTenbHOU cpeae MAY;

10. PacnpenelieHue TPyA0€MKOCTH M0 BHIaM Y4eOHOI 1eSTeJIbHOCTH
Ta6muma 11 - Pacnipenenenue Tpya0eMKOCTH

. Pacnipenenenue Tpya0eMKOCTH TUCIMIUIAHBI (MOIYJIsT) 110 (hopMam OOydeHHS
Bug yuebHoii
5 Ounas OuyHo-3a04yHas 3aoyHas
JeSITeIbHOCTH Boero
Cemectp Bcero Cemectp Bcero | Cemectp/Kype 4ACOB
4acoB 4acoB
3 2
Jlexuuu 4 4 2 2
ITpakTuecku
paferirecKme 10 10 2 2
3aHSTHS
CamocrosiTenbHas
paGota 22 22 28 28



http://www.consultant.ru/

ITonroroBka K
IIPOMEKYTOUHOU - - - -
aTTeCTalN °

Bcero uacos
O UCHMILJINHE 36 36 36 36

/ n3 HUX B opme

MPAKTUIECKON 10 10 2 2

HOI[I‘OTOBKI/I4

(DOpMI)I HpOMe}I(YTOHHOﬁ ATTCCTAllMU M TCKYIICI'O KOHTPOJIA

Batter N N T B I ol | | 4 |

IlepeyeHb NPAKTHYECKUX 3aHATHIA 0 (popMaM 00yUeHUs

Ne .
II\II Tembl NMPAKTUYCCKUX 3aHATUHA
1 2
Ounasn ¢popma
1 Pazgen 1. Coneprxanue, 3HaueHUE AEIOMPOU3BOCTBA. TEXHOIOTHS OpraHU3aun

ACJIOIIPON3BOJACTBA B O6paSOBaTeJ'IBHOM YUYPCIKACHHUU

2 | Pa3nmen 2. HopmatuBHO-3akoHOMaTenbHast 6a3a. OCHOBHBIE BUJIBI JOKYMEHTOB U CHCTEMBI
JnokyMeHTauu. OcoGeHHOCTH HOJITOTOBKU U 0OPMIICHHUS! OT/IETbHBIX BUJIOB JJOKYMEHTOB

3 Pa3zlen 3. (I)OpMI/IpOBaHI/Ie JACJI U OpraHru3anusa XpaHCHUA JOKYMCHTOB. 9KCHepTI/IBa HEHHOCTU JOKYMCHTOB.
Texamaeckue CpeacCTBa, MCIOJIB3YCMBIC B ACJIIOIPOMU3BOACTBE. SHCKTpOHHBIﬁ Z[OKyMCHTOO60pOT

3aounas gopma

1 | Pa3gen 2. HopmaTuBHO-3aK0oHOAaTenbHas 6a3a. OCHOBHBIE BUJIbI JOKYMEHTOB U CUCTEMBI
JnokyMeHTauu. OcoGeHHOCTH MOJITOTOBKU U 0pOPMIIEHHUS! OT/IETbHBIX BUJIOB JJOKYMEHTOB




