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IHosicuuTenbLHAA 3aNIHCKA

O0beM quciaIinebl 1 3.e.
1. Pe3yabTaTbl 00y4yeHHs MO JUCHUIJIMHE (MOIYJI0), COOTHECEHHBIC C WHIUKATOpPaMHU
JOCTH>KEHUS] KOMIIETEHIIUH, YCTAaHOBJICHHBIMH  00pa30BaTeIbHOM MpOrpaMMoin

Komnerennus

HNupnkatopsl
KOMITeTeHIIU I

Pe3ysbTaThl 00y4eHust

YK-4. Criocoben
OCYIIECTBIISTH
JIETIOBYIO
KOMMYHHUKAIINIO B
YCTHOH ¥ IMCbMEHHOM
(hopmax Ha
roCyJapCTBEHHOM
s3pIke Pocculickoit
®Denepanu u
HHOCTPaHHOM(BIX)
s3bIKe(ax)

VK-6. Cnocoben
YOPaBISATH CBOUM
BpEMEHEM,
BBICTPauBaTh U
peann3oBbIBATh
TPaeKTOPHIO
caMOpa3BUTHA Ha
OCHOBE TIPHUHIIUIIOB
obpazoBaHus B
TEUEHHE BCEH KU3HU

VK-4.1. Bnageer cucreMoit
HOPM PYCCKOTO
JUTEPATYPHOrO S3bIKA MPU
€r0 HCIOIb30BAHUU B
Ka4eCTBE rOCYAapCTBEHHOI O
si3plka PO 1 HopMamu
UHOCTPaHHOTO(bIX)
S3bIKa(OB), UCTIONB3YET
pasnyHbie (POPMBI, BHIbI
YCTHOHM ¥ TUCbMEHHOU
KOMMYHHKAIUH.

VK-4.2. Ucnons3yet
S3BIKOBBIC CPEJICTBA LIS
JOCTHKEHUS
npodeccroHaNbHBIX eTIeh
Ha PyCCKOM U
HHOCTpaHHOM(BIX)
s3bIKe(ax) B paMKax
MEXJIMYHOCTHOTO U
MEXKYJIbTYPHOTO OOIICHUS

VYK-6.1. OuenuBaer
JIUYHOCTHBIE PECYPCHI 110
JOCTYDKEHHUIO IeIeH
CaMOpa3BUTHA U
YIpaBJIEHUS] CBOUM
BPEMEHEM Ha OCHOBE
MIPUHIUIIOB 00pa30BaHUs B
TCUCHHE BCEH KU3HH.

YK-6.2. Kpurnaecku
oueHnBaet 3G HexKTHBHOCTH
MCIIOJIb30BaHUS BPEMEHH U
JIPYTHX PECypcoB IpH
peanuzalyy TpaeKTOpHU
CaMOpa3BHUTHSL.

3HaTh: HOPMAaTWUBHBIE JOKYMEHTHl MO YHH(UKAIMKA |

CTaHapTH3ALUH B obnactu JIOKyMEHTAIUH,
JIeUCcTByoIIMe Ha TeppuTopuun P®; rocynapcTBEeHHbIE
CTaHAApPTHI " 3aKOHO/IATEIbHBIE aKTBI o
JOKyMEHTHPOBAHHIO;

CHCTEMBI JOKYMEHTAIlNH, TPEeOOBAaHHUS K COCTABICHHUIO U
oopMIIeHHIO TOKYMEHTOB;

TUIIOBBIE MHCTPYKIMU IO AEIONPOU3BOJACTBY, PEriaMeHT
paboThl, TOKHOCTHBIC MHCTPYKITHH;

OCHOBHBIC BHUbI JOKYMCHTOB, PErIIaMEHTUP YOI X
00pa30BaTEIbHYIO ICATCIBHOCTS;

OCHOBBI  JICNIONIPOM3BOACTBA B 0Opa30BaTEIbHOM
YUPEKICHHUH.

YMeTh: panuoHanbHO W 3(PQPEKTHBHO OPraHW30BHIBATH
JIETIONPON3BOJICTBO B  00pa30BaTeNIbHON OpraHU3alny;
COCTaBIATh  y4eOHO-METOAWYECKHE M  HOPMAaTHUBHO-
TIPaBOBBIC JIOKyMEHTBI, periIaMeHTHPYIOIHE
JIeATeNIbHOCTh 00pa30BaTeIbHON OpraHu3alnuu

Brnaners: mMeTomamu, criocodamMu U CpeACTBaMH

IIOJIy4EHUS, XpaHeHUs, nepepadoTKu
nHpopmanuu, OCHOBAMH KOMITBIOTEPHOU
IPAMOTHOCTH;  TEXHOJOIHEH  OpraHu3aluu
JEJIONPOU3BOCTBA B 00pa30BaTEILHOM
YUPEKIACHUHU.

2. Conep:xaHue TMCHUNIUHBI (MOIYJIfA)

Paszgea 1. Cogepxxanne, 3HaUeHHe Aej0npou3BoacTBa. TexHomorus
OpPraHM3alNHu JeJIONMPON3BOACTBA B 00pa30BaTeJIbHOM YUpPeKIeHUN

Tema 1.1 OcHoBHBIE TCPMHUHDLI H NOHATHE «A€JTONMPOU3BOACTBO. I/ICTODI/IH BO3HUKHOBCHUSA
H OCHOBHBIC 3TAIlIbI PA3BUTUA ACJI0NIPOU3BOACTBA. CucremMbl opraHm3anuu

aejgonpoun3BoacTpa. [loHsiTHEe M NPUHIUNIBI OPraHU3ALMHU JOKYMEHTO000pOTA

Ionstue «aemonpon3BoacTBo». OCHOBHBIC IEIH M 33aJa4d JCIOMPOU3BOJCTBA. HeoOXO0IMMOCTh OpraHM3alluu
JICIIOTIPOM3BOICTBA B YUPSKICHUH. 3HAYCHHUE JICIIONPOU3BOICTBA B JICATCILHOCTH 00Pa30BaTEILHOTO YUPEIKIACHUS.
Cekperapb, JeNONPON3BOANUTEIb, JOKYMEHTOBE/, KaHIEspys. VIcTopuuecKkre Tarnbl pa3BUTHS [EI0MPOU3BOICTBA
B Poccun. CoBpeMEHHOE TOCYAapCTBEHHOE DErylMpoBaHHe [esonpou3BojacTBa. CHCTEMbI AEIONPOU3BOJCTBA:
[IEHTpaTN30BaHHAas, IeleHTpaIn30BaHHass, cMmemranHas. CTpykrypa W 00béM JokyMeHTooOopoTa. OCHOBHBIC




NPUHLUIIBI OPraHu3aluy paboThl C JOKYMEHTOIOTOKAMH, KaK CO3[aHHe ONTUMAJbHBIX YCIOBHU ISl BCEX BHUJIOB
paboTel ¢ fokyMeHTamMu. OpraHu3alMoOHHas CTPYKTypa IepcoHalia, 00ecIeunBalomero padboTy ¢ TIOKyMEHTaMHU.

Tema 1.2 PekBU3UTBHI JOKYMEHTOB. Perncrpauus u uHaexcanusi 10kyMmeHToB. CTpykrypa 6a3
JaHHBIX J0KyMeHTOB. I[Ipmem, o0pa0oTka M pacnpenesieHHe NOCTYNAKIIMX JOKYMEHTOB.
Opranuszanusi 00padoTKM U Nepeaayu OTIPABJIAEMbIX JOKYMEHTOB.

IlonsiTHE pekBU3UTA [OKYMEHTA. Bunpl pexBU3UTOB. [IpaBuna odopmieHHS PEKBH3UTOB JIOKYMEHTOB.
®@opmymsap-obpazen.  bmank moxymenta. Bumpr 6mankoB. TpeOoBanms k OmaHkam mgokymeHTOB. [11aGmoHEI.
WHaeKkcanuss ¥ perucTpanus JOKyMEHTOB. Buisl U GpOpMbI PETHCTPaluk JOKYMeHTOB. 1peOOBaHUSA K TEKCTaM
CJ'Iy)KC6HI)IX AOKYMCHTOB: KPAaTKOCTb W TOYHOCTb MU3JIOKCHUA I/IH(l)OpMaHI/II/I, HUCKIIIOYECHUE OBOAKOI'O
TOJIKOBAaHHA, 00BEKTUBHOCTL H JOCTOBEPHOCTH I/IH(I)OpMaIII/II/I, COCTAaBJICHHUE TMPOCTBIX JOKYMCHTOB,
CTPYKTYypUpPOBaHHE TEKCTa JOKYMEHTA, IUPOKOE UCTIOIh30BaHNE TpadapeTHBIX U TUIOBBIX TEKCTOB MPHU
OIMMMCAHWUU TMMOBTOPAIOIINXCA YIIPABICHUYCCKUX CHTyaHHﬁ. S3BIK U CTHIIB CJ'Iy)KC6HI)IX JOKYMCHTOB. DTaIbl
06pa6OTKI/I BXOAAIUX JOKYMCHTOB. HepBI/I‘IHaH 06pa60TKa BXOAAIIUX JOKYMCHTOB. PeI‘I/ICTpI/IpyeMLIe u
HCPETUCTPUPYCMBIC TOKYMCHThI. HpeI[BapI/ITeIIBHOG PAaCCMOTPCHUEC TOKYMEHTOB JJid HAIIPABJICHUA HUCIIOJHUTEIISIM.
Pesomronus.

HOp?[I[OK MOATOTOBKHU HCXOAAIIHNX ANOKYMCHTOB. CocraBiieHne IPOCKTa NOKYMCHTA, COIIaCOBAHUC, MOANMNCAHUC
(yTBepxaenue), TupaxkupoBaHue. CriocoObl M METOIBI OTIIPABKH MCXOIAIMINX JOKYMEHTOB. OOmIas XxapaKTepuCTHKa
CJIy)I(e6HOI>'I TCPCIIUCKHU. PaSHOBI/IILHOCTI/I CJ'Iy)Ke6HI>IX IIMCEM (COHpOBOZ[PITeJ'ILHO@ IIMCBHMO, HI/ICLMO-HpOCL6a,
MMACbMO-3a11poC, NUCbMO-OTBET, HI/ICBMO-COO6HICHI/I€, I/IH(I)OpMaL[I/IOHHoe IIUCBbMO, FapaHTHfIHO@ IIMCBbMO, ITHCBMO-
MNpUrjiameHnue n T.Z[.).

Tema 1.3 Ilopsigok NpoxoxIeHUsi BHYTPEHHHUX JTOKYMeHTOB. OpraHu3zanusi KOHTPOJsl 3a
HCIIOJTHEHHEeM I0OKYMeHTOB. Padora ucnosiHuTelie ¢ Jo0kyMeHTaMu. Opranu3anusi IOUCKOBOM

CHUCTEMBI 110 TOKYMCHTaM.

BHyTpeHHHne nOKyMeHThI 00pa30BaTeNbHOW OpraHM3alMy (3asBJICHHS, CIY)KEOHbIe 3alMCKH, JOKJIAJHBIE,
0OBSCHHUTENBHBIC, CIIPABKH, CBOAKH, OTYETHI U 1Ip.). [lonroroBka, odopmienue, perucrparus. [Ipaina noctaHoBKH
JIOKYMEHTOB Ha KOHTpOJb. [10psIOK CHATHS TOKYMEHTOB ¢ KOHTpOss. OT4eT MO MCTIOIHEHUIO KOHTPOJIBHBIX JTOKYMEHTOB.
OnepaTHBHOE HCIIONHEHHE JOKYMEHTOB COTPYIHHKAMHU B COOTBETCTBHU C UX JIOJDKHOCTHBIMU OOSI3aHHOCTSAMH U
pesomorel pykoBoauTens. OTBETCTBEHHOCTh 3a HECOOMIOAeHNE TpeOOBaHNH MCIIOIHUTENbCKON TUCIUIUINHEL, 3a
HENpaBWIFHOE HCIOJIb30BAaHUE JCHCTBYIONIMX HOPMATHUBHBIX JIOKYMEHTOB B MOJTOTOBKE, OQGOPMIICHUH U
WCIIOJIHEHNH JIOKyMEHTOB B CpOK. IlomckoBas cucTreMa IOKYMEHTOB -  KapTOTEKH W KiIacCH(MKAIlMOHHBIC
CIpaBOYHHUKH. Bubl kapToTek. Busl Kilaccn(pMKannoHHbBIX CIIPAaBOYHHUKOB.

Tema 1.4 Cnoco0bl M MeTOIbI JOCTABKH J0KYMeHTOB. O0patoTka KOH(UAEHUUAIBHBIX IOKYMEHTOB U I0KYMEHTOB
ISl CIYKeOHOTO TOJIB30BaHMS. JKCKYpCHSI B OTOeJd /IeJIONPOM3BOACTBA MYPMAHCKOTO apKTHYECKOro
rocy/1apcTBEHHOT0 YHMBEPCUTETA.

Opranuzaiys MoYTOBOM, KypbePCKOM M IKCIIPECC- JOCTaBKU JOKYMEHTOB. IIOHATHS: «1I€HHOCTh U
0e30macHOCTh  MHGOPMALNNY, «KOHPUICHIIUATBHOCTY, «Yrpo3a KOH(HUICHIIMATIBHOCTHY,
«3amurta wuHpopMmanum». be3omacHOCTh IEHHBIX HHQPOPMAIIMOHHBIX pecypcoB. llenHas
uHpopmanusa U KoHPUIEHIIUATbHBIE TOKYMEHTHI. PernamenTanus cocraBa KOHQUIECHIIMATBHBIX
cBefleHH W JOKyMeHTOB. Ilopsimok paboThl ¢ KOHPUACHIUATHHBIMU JOKYMEHTAMHU U
Matepuanamu. Kondunenunansaas nHGOpMAIHs U CBEJCHUS B IEITEIBHOCTH 00pa30BaTeIbHON
OpraHu3aIu.

Paspnen 2. HopmaTtuBHO-3aK0HOAaTEAbHAsA 0a3a. OCHOBHBIE BHABI JOKYMEHTOB M
CHUCTeMbl JOKyMeHTanuu. Oco0eHHOCTH NOATOTOBKH 1 0()OpPMJICHHUSI OTAEIbHBIX
BH/I0B JOKYMCHTOB

Tema 2.1 HopMaTHBHO-3aKOHOATe/IbHbIE © HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aejaonpounssoacrsy. HopmaTruBHo-3aK0HOAATEIbLHBIE H HOPMATHBHO-METOAUYECKHE
AOKYMEHTHBI 10 AapXUBHOMY JieJy.

3akoHonaTenbHbIe akThl Poccuiickoit deneparn u MypmaHckoii 061acTu, peraaMeHTHPYIOIue
JIeJIONPOU3BOJICTBO M apXUBHOE /1e10. ['ocyiapcTBEHHbIE CTaHAAPThl U yHU(DUKALUsA B 00JaCTH
JIeTIONPOU3BOJICTBA U apXMBHOro Jena. VHCTpykuus IO JIeIonpou3BOACTBY MuHucrepcrsa
obpazoBanus U Hayku Poccuiickoit Denepanmu. MeToauvyeckue peKoOMEHIAIuU 110 pa3paboTKe



HOMCHKJIAaTYpbl W HWHCTPYKIIMU 110 JOCJIOINPOU3BOJACTBY B 06pa30BaTeJH:HOM YUPCKIACHUU.
Tunosble mepeyHH C yKa3aHHEM CpPOKOB XpaHEHHUs AOKyMeHTOoB. I[lpaBuma pa®oTbl apXuBOB
OpraHu3aIuu.

Tema 2.2 Knaccudukamus nokymeHToB. FOpuandeckas cuia qokymeHTa. HazHaueHue u coctaB
OpraHU3aIlMOHHO-TIPaBOBOM  JOoKymMeHTanuu. Ha3nayeHme ©  cocTaB  OpraHu3alMOHHO-
pactopsiIUTeNIbHON JIOKYMeHTanuu. Ha3HaueHue H COCTaB CIPaBOYHO-WUH(POPMAIMOHHOMN
JIOKYMEHTAIUU.

Knaccudukanust JOKyMEHTOB, €€ OCHOBHBIC MPHU3HAKH. [ PyIIbl TOKYMEHTOB - JOKYMEHTHI 11O
o0mMM W aJMUHHCTPATHBHBIM BOIIpOCaM, T.€. IO BOMPOCaM OOIIEr0 PYKOBOJCTBA
NPEANPUITHEM W €ro  JeATEeIbHOCTBIO; - JIOKYMEHThI 10 (YHKIUSAM  yIpaBJICHUS.
Knaccudukanus ciaykeOHbIX JOKYMEHTOB: IO aJMHHHCTPATHBHBIM BOMPOCAM; IO BOIPOCAM
MaTepHATbHO-TEXHUYECKOTO CHAOXKCHUS; JOKYMEHTAIUS 10 IIAHUPOBAHUIO; MO ONEpPAaTUBHOU
JEATEeIbHOCTH; 10 OyXraaTepCKOMY Y4YeTy; IO TOATOTOBKE M PACCTAaHOBKE KaJApOB U T.JI.
Knaccudukanuss mo HaMMEHOBAHHWIO: TPHKA3bl, PACHOPSIKEHHUS, IUIAHBI W OTYETHI, aKTHI,
MIPOTOKOJIBI, TOTOBOPHKI, YCTaBbl, MHCTPYKIIUH, JJOBEPSCHHOCTH U T.1. Kiaccudukaius mo mecry
COCTaBIICHUS, MO CTEMEHH YyHU(DUKAIHMM, MO MPOUCXOXKACHUIO, MO BUAY OQPOPMIICHHUS, IO
croco0y (ukcanmmu wWHOOpPMAIMH, IO CTEIICHH CIOKHOCTH, IO CTCIECHU TJIACHOCTH, II0
IOpUJIMYECKON CHJIe, 10 CpOKaM HCIIOJIHEHHS, I10 CpOKaM XpaHCHHs, II0 CTEeNeHHU
00513aTEIIbHOCTH.

CucreMa opraHu3aliOHHO-TIPABOBOM JOKYMEHTAIUU (YCTaB yUpeKICHHS, TOJIO0XKEHHS, IITAaTHOE
pacriicanue, JOJDKHOCTHBIE HWHCTpyKiuu). CucremMa OpraHu3allMOHHO-PACTIOPSIUTEIHLHON
JTOKyMeHTanuu (yka3, MpuKas, BBIIKUCKA U3 MPUKa3a, pacropshkeHue, nocraHonienue). Cucrema
CIIPAaBOYHO-UH(POPMAITMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asBICHHUE, TOKJIaHAs 3aIMCKa,
MpeyIoKEHNE, MPeICTaBICHUe, CIy)KeOHasi 3amucka, oObscHUTenbHas). Cxema MOATrOTOBKHU
pactopsIANTENbHBIX TOKYMEHTOB. [1OpsiIOK CHATHS M BBIIauu KO C IOKYMEHTOB.

Tema 2.3 JlokanbHble HOpMAaTHBHBbIE aKThl. CocTaB M padoTa ¢ KaJApoBO# J0KyMeHTalue.
ITonoxenus, mpaBwia, WHCTPYKUMH (IIPaBUIa BHYTPEHHETO TPYAOBOIO DACHOPSAKA, MHCTPYKIMH O IOpPSIKE
OCYIIECTBIICHUSA KaKou-1100 JACATCIIBHOCTH WJIM TOPSAAKE NPUMCHCHUA MOJIOKEHHU I 3aKOHOJATCJIbHbBIX W HHBIX
HOPMATHBHBIX aKTOB, IOJOXXEHUS O CTPYKTYPHBIX HOJpa3JeNeHHSX, KOJJIEKTHBHBIM moroBop u ap.). Ilopsmok
O(bOpMJ'IeHI/ISI 1 NOANMUCAHUA OTUX NOKYMCHTOB JIsI IPUMEHCHHUS KaK CAMOCTOATCIIbHBIX IMPAaBOBBIX aKTOB. IlonsiTue
U CTPYKTypa NEpCOHAJBHBIX AaHHBIX. OO0s3aTenbHbIE KaJIpOBBIE HOKYMEHTH 00pa30BaTeIbHOM OpraHM3alliH, UX
BUbI, COCTAB, HOPMATUBHBLIC Tp€60BaHI/I$I K BCIACHHIO Ka,I[pOBOﬁ JAOKYMCHTAlHN (HpI/IKaBH N PACIIOPsKCHUA T10
JIMYHOMY COCTaBy, 3asBJICHUC, prHOBOﬁ AO0TOBOP, HAOJDKHOCTHAss HWHCTPYKOHUS, TPYAOBAsA KHUIKKA, JIMIHAA
KapTO4Ka, JIMYHOC z[eno). I[BI/I)KGHI/IG " XpaHCHUEC KaI[pOBOI\/‘I JAOKYMCHTALlUU. }KypHaJ'IBI W KHUTU y4deTa. Hcnonnenne
COIIMAJIbHO-TTPABOBLIX 3aITPOCOB.

Pa3nen 3. ®opMupoBaHme /1es1 1 OPraHU3aNusi XpaHeHUs1 JOKYMEHTOB. JKCIepTu3a
HECHHOCTH TOKYMEHTOB. Texnunueckue cpeacrea, MCNOJIb3yEMbBIC B
AeJIONPOU3BOJACTBE. DJIEKTPOHHBIN IOKYMEHT0000pOT

Tema 3.1 IlpaBuia cocTaB/IeHHMSI HOMEHKJIATYPBI Jesl yupexaenus. dopmupoBanue M odopMiicHHE eI
Oprannsanus orepaTHBHOIO XpaHeHHUs T0KyMeHTOB. PopMHpoOBaHHEe apXHBa B 00pa30BaTe/IbHOM yUPeKIACHHH.
[onsitue o «uene». Howmenknarypa nen.  CocraBiieHHE HOMEHKJIATYPHI JIe B 00pa30BaTEIbHOM YUPEKACHHUH.
®opmupoBanue fen. llpusHaku 3aBeAeHUs Je€l1: HOMHHAJBHBIN, MPEIMETHO- BONPOCHBIN, aBTOPCKUIA,
KOPPECIIOHJICHTCKHUH, reorpaduueckuii, xpoHosorndeckuii. Buapl apxuBoB. TpeboBanust k apxuBam. [lopsmox
nepefayn JTOKYMEHTOB Ha apXuMBHOE XpaHeHHe. CHcTemaTh3anusl JTOKYMEHTOB B apxuBe. Pabora ¢ HaydHO-
CIPaBOYHBIM amIapaToM (MCTOPHYECKas CIIpaBKa, OMUCH el MOCTOSHHOTO W BPEMEHHOTO XPaHCHHS JOKYMEHTOB,
KHUTH y4eTa U IBIDKCHUS JIe).

Tema 3.2 /les1a NOCTOSHHOIO ¥ BPEMEHHOI0 CPOKAa XpaHeHHs. JKcNepTHast komuccus yupesxkaenus. [lopsiaox
YHHYTOKeHUS JOKYMEHTOB.

OcoOeHHOCTH XpaHEHHs JIe]l TOCTOSTHHOTo, BpeMeHHOro (cBeiie 10 Jyier) n gen mo imuHOMYy cocrtaBy. ITopsiok
nepenaun nen B locynmapctBeHHble apxuBbl. Co3fgaHue SKCHEPTHOM koMuccuu yupexkaeHus. IIposenenue
9KCIEPTU3bl IIEHHOCTH JTOKyMeHTOB. O¢opMieHHe HMPOTOKOJIOB 3acEJaHuil KOMHUCCHU M aKTOB Ha YHHYTOXKCHHUE



nen. [Iponeaypa yHUUTOXKESHHSI TOKYMEHTOB.

Tema 3.3 Ucnoan3oBanue IIK B aesionpounsBogactee. CpeacrBa KONUPOBAHUS U ONEPATHBHOI0 Pa3MHOKEHHUSI.
IIpuem u 00padoTKa AOKYMEHTOB, NMOCTYNAIOIIHUX MO KAHAJAM JJIEKTPOHHOIl MOYTHI M (PpAKCMMHIBHOH CBSI3H.
IIpaBuia 6e3onacHoii padoThI ¢ OPITEXHUKOIA.

KomnbroTepHbIe CpeicTBa MOATOTOBKU TOKYMEHTOB. Mcmonb30Banue madiaoHOB it GOPMUPOBAHUS JOKYMECHTOB
Ha KommbloTepe. Mcmonp30BaHHEe B KOMITbIOTEpE OJIAHKOB JOKyMeHTOB. Co3naHue OJIAaHKOB JOKYMEHTOB B
KoMmrbroTepe. M3rotoBneHne, KOMMPOBAHUE M THPAXKUPOBaHUE NOKYMEHTOB. CpencTBa 00OpaOOTKH IOKYMEHTOB.
JIoKyMeHTBI, TiepelaBacMbIe TI0 KaHaJlaM CBsI3U (Telerpamma, Teliekc, gakcorpamma, TenedoHorpamma). [lonstue
«oprrexHuka». OCHOBHBIC BBl OPTraHU3AIMOHHON TEeXHHUKHU. [IpaBmiia TEXHHKH O€30MacHOCTH pPabOTHI C
OPITEXHUKOU.

Tema 3.4 DyieKTpoHHOE T0KyMeHTHpoBaHue. [IoHsATHE «JJIEKTPOHHBIH JOKYMEHT».

[IpenmymiecTBa nepenadyn TOKYMEHTa ¢ KOMIIBIOTEpA Ha KOMIIBIOTEpP. YCTaHOBKA Ha KOMIIBIOTEPE CHENUAIbHO
BBIICJICHHOW MAaNKH U1 NOCTYHAaroIIMX JOKYMEHTOB. [IpemmymiectBa 3nekTpoHHOM moduthl. [loctyn k Internet.
Cucrtema perucrpanyy 1 KOHTpois. Co3naHue 3IeKTPOHHOM 0a3bl aHHBIX. [IoMCK MOKyMeHTa. DKCKYpCHus B apXuB
MypMaHCKOT0 apKTHYECKOTO FOCYAapPCTBEHHOTO YHHBEPCUTETA.

3. Ilepeuyenn yueOHO-MeTOAMYECKOT0 00ecnieYeHUsl JUCHUILINHBI (MOTYJI51)

- MYJIbTUMEIUWHBIE TPE3EHTAMOHHBIE MaTE€pUalbl MO JUCHMIUIMHE (MOMIYJIIO)
MIPEACTABIECHBI B 31eKTPOHHOM Kypce B DMIOC MAY:;

- METOJMYCECKHE YKa3aHWS K BBIMOJTHCHHIO JIA0OPATOPHBIX/TMPAKTHUECKUX/KOHTPOIBHBIX
paboT (BbIOpaTh) MpeacTaBiIeHbI B AIeKTPOHHOM Kypce B OMIOC MAY;

- METOJIMYECKHE MaTepuaibl IJisi OOYy4alolMXCs MO OCBOCHMIO IJUCIUIUIMHBI (MOIYJIs)
npelcTaBieHbl Ha oduimanbHoM caiite MAY B pasnene «Hbopmarus mo o6pa3oBareabHbIM
mporpammam, B TOM YHCJIE aJanTUPOBAHHBIM.

4. ®oHJ OLEHOYHBIX CPEICTB MO TUCHUILIMHE (MOIYJIIO)
SIBnisieTcst OTNIENBbHBIM KOMIIOHEHTOM 00pa30BaTeIbHOM MporpaMMsl, pa3paboTaH B Gpopme
OTJIENIbHOTO JJOKYMEHTA, BKJIFOYAET B CeOs:
- TIepeueHb KOMIETEHIUH C yKa3aHHeM 3TaroB UX (POPMUPOBAHUS B MPOLECCE OCBOCHUS
JUCIUILIAHBL (MOJYJISA);
- 3a/1aHUs TEKYILEro KOHTPOJIS;
- 3a/1aHUS IPOMEXKYTOUHOM aTTecTally;
- 3aJ1aHMsI BHYTPEHHEN OLIEHKU KauecTBa 00pa3oBaHuUs.

5. HEPEYEHb YYEBHO-METOAMYECKOI'O OBECIHEYEHWS, HEOBXOIUMOI'O JIsA
OCBOEHUS JUCLHUATLIAHBI (MOLYJIST).

OcHoOBHasl IMTEPaTYpAa:

1. Oenepanpublii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM jene B Poccuiickoit
Oeneparn» (pen. demepanpHbix 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, ot 27.07.2010 Ne 227-D3)

2. Oenepanpablii 3akoH "O06 uHbopManuy, HHPOPMATH3ALUK U 3ammTe HHGopManuu'". 3aKoH
nonmnucan [Tpesunentom Poccuiickoit deneparuu 20 despans 1995 roga N 24-03

3. 3akon Mypmanckoir obmactn ot 20.02.2006 Ne 730-01-3MO «O06 apxwBHOM jelie B
MypmaHcKoii 001acTu

4. ®enepanbublii 3akoH 0T 27 uroist 2006 r. N 152-03 "O nepcoHalIbHBIX JaHHBIX "

5. Oenepanpabiii 3akoH oT 2 Mas 2006 r. N 59-®3"O mopsgke paccMOTpeHHsT OOpaIIeHUi

rpaxaan Poccwuiickoii @enepanun" C n3MEHEHUSIMHA U AOTIONHEHUSIME OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 1., 24 Hosi6ps 2014 .

6. [lpaBuna genompow3BojAcTBA B (eliepalbHBIX  OpraHax HCIOJHUTEIBHOW  BIIACTH
(yrBepxxaensl nocranoBienueM [IpasurenscrBa Poccuiickoit @enepaunu ot 15.06.2009 Ne 477
7. [lepeueHb THUIOBBIX YIPABICHUYECKUX APXUBHBIX JIOKYMEHTOB, 00pa3yloIUXCs B IMPOIECcCe

JIEATEIbHOCTU I'OCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIpPaBJIEHUs U OpraHu3alyi, ¢ yKa3aHUeM
CPOKOB XpaHEeHHA. YTBepKJeH NpukazoM MunHucrepctBa KynbTypbl Poccuiickoit @enepauun ot 25 aBrycra
2010 . Ne 558

JlonoHUTeILHAS JIMTEPATYypa:


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

1. [MTucemo MunoOpaszBanust PO ot 20 nekabps 2000 roma N 03-51/64 «O Meronuveckux
PEKOMEHIANUAX MO paboTe C JOKyMEHTaMH B 00I1e00pa30BaTEIbHBIX YIPEIKICHUIX)

2. Opranuszanysi JeJIoNpon3BoIcTBa U TokyMeHToobopoTa JIOY [Tekcr]: meron. pek. / JI. U.
Jlykuna. - M. : Cdepa, 2009. - 128 c.
3. Conoryd, O.I1. [lenompou3BOACTBO: COCTaBJIGHWE, pEeAaKTHUpOBaHHE U  00paboTKa

JokyMeHTOB: YueOHoe nocodue / O.11. Conory0. - M.: Omera-JI, 2013. - 207 c.

6. TNPO®ECCHOHAJIBHBIE BA3bl JAHHBIX W HWH®O®OPMAIMOHHBIE CIIPABOYHBIE
CHUCTEMBI

1) I'ocynapcTBeHHas cucTemMa MpaBoBOW HHPOPMALNU - OHUIHATIBHBIN HHTEPHET-TOPTAI
npasoBoit uHpopmaruu- URL: http://pravo.gov.ru

2) Nndopmannonnas cucrema «EanHoe OKHO 0CTyna K 00pa3oBaTeIbHBIM pecypcam» -
URL: http://window.edu.ru

3) CnpaBouno-npasoBas cuctema. Koncynsrant [Imtoc - URL: http://www.consultant.ru/

7. NEPEYEHb JMIEH3UOHHOI'O MNPOIPAMMHOI'O OBECIEYEHHMSA, B TOM 4YMUCJE
OTEYECTBEHHOI'O ITIPOU3BOACTBA

JIMneH3noHHOe NPOorpaMMHoe ofecreyeHne 0Te4eCTBEHHOr0 MPOU3BOACTBA
KasperskyAnti-Virus

JInueH3MoHHOe IporpaMMHoe odecreyeHue 3apy0e;KHOro Npou3BOACTBA

MS Office

Windows 7 Professional

Windows 10

Cpo0oHO pacnpocTpaHsieMoe NPOrpaMMHoe odecnedeHne 0Te4eCTBEHHOr0 NPON3BOACTBA
TZip

Cpo0oHO pacnpocTpaHsieMoe NPOrpaMMHoOe odecniedeHne 3apy0e;KHOr0 MPOU3BOACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

8. OBECIIEYEHUE OBPA30BAHMUSA U151 JIMIL C OB3

Jns obecrieueHnss o0pa3oBaHHMs WHBAIMAOB W JIUI C OTPAHMYCHHBIMH BO3MOXKHOCTSIMH 3/IOPOBBSI peajM3aliis
JUCIUILTHHBI MOXET OCYIIECTBISITHCS B aalTHPOBAHHOM BHIE, C YUETOM CHEIU(HUKHA OCBOCHHUS U AUAAKTHUECKUX
TpeOOBaHMii, UCX0/1 M3 HHANBHUYAIEHBIX BO3MOKHOCTEH 1 110 IMYHOMY 3asBJICHUIO 00yYaromerocs.

9. MATEPUAJIBHO-TEXHUYECOE OBECIIEYEHHUE JUCHOUIIJIMHBI(MOAYJISA) npeacTaBiICHO B
npunoxeHnn k OIIOIl «MatepuaibHO-TEXHUYECKHE YCIIOBHUS peau3aliu 00pa3oBaTelbHOU
IPOTPaMMBI» M BKIIFOYAET:

- yueOHble ayIUTOPUM [UId TMPOBEACHUS YUYEOHBIX 3aHATHHA, NPEAYCMOTPEHHBIX
IIpOrpamMmoin OaxanaBpuaTa/crenanIuTeTa/MarucTpaTypbl (BBIOpATH), OCHAILICHHBIE
000pyIOBaHUEM U TEXHUYECKUMH CPEICTBAMH 00yUeHHUS;

- IOMEIIEHUs  JUIl  CaMOCTOSITeNIbHOM  paboThl  00ydYaroIIMXCsl,  OCHAIlEHHBIE
KOMITbIOTEPHON TEXHUKOH C BO3MOYKHOCTBIO TOJKITIOUEHHs K ceTH «HTepHeT» n obecredeHnemM
JIOCTYTIA K 3JIEKTPOHHOM HH(POPMAIIMOHHO-00pa3oBarenbHol cpene MAY;

10. Pacnpenesienune TPy10eMKOCTH MO BUAaM Y4eOHOM J1eSITeJIbHOCTH
Ta6muma 1' - Pacnipenenenue TpyaoeMKoOCTH

. Pacrnipenenenne TpyJ0eMKOCTH AUCIUILINHBI (MOIYJIs1) IO hopMaM o0yUdeHUs
Bun yueGHoM
2 OuHas Ou4HO-3a04Hast 3aouHas
NEeATeTLHOCTH B
Cero
Cemectp Bcero Cemectp Bcero | Cemectp/Kypce HACOR
3 ‘ ‘ qacoB ‘ ‘ qaCoB ‘ ‘



http://www.consultant.ru/

Jlexknuu 4 4
IIpakTuaeckue

P 10 10
3aHsATUSA
CamocrosiTenbHas ) 9
pabora
ITonaroroBka k
IIPOMEKYTOUHON - -

3
aTTecTaluu
Bcero uacos
M0 TUCHHUIJIHHE 36 36
/ 13 HUX B popme
MPAKTUIECKON 10 10
TIOArOTOBKK
DopMBbI TPOMEKYTOUHOM aTTECTAIIMH U TEKYIIEr0 KOHTPOJIS
Saver il T 1T a1 [ T 1 | T T T
IlepeyeHb NpaKTHYECKUX 3aHATHI 10 popMam 00yyeHHs
Ne .
o\ TeMbl NPaKTHYECKUX 3AHATHH

2

Ounasn ¢popma

Paznen 1. Coneprxkanue, 3HaueHHE JEIONPOU3BOACTBA. TEXHOIOIUS OpraHu3aluu

! JIEJIONPOU3BOJICTBA B 00pa30BaTEIHLHOM YUPEKICHUU

2 | Pazgen 2. HopmatuBHO-3aKk0oHOMaTenbHas 0a3a. OCHOBHbBIE BU/IbI IOKYMEHTOB U CHCTEMBI
nokymMeHTaru. OcoOeHHOCTH MOJITOTOBKH U 0(pOPMIIEHHUS OTJIETbHBIX BUJIOB IOKYMEHTOB

3 | Pazgen 3. ®opmupoBaHue €7 U OpraHU3aIMs XpaHEHUS JTOKYMEHTOB. DKCIepTH3a
LIEHHOCTH JJOKYMEHTOB. Te€XHUYECKHE CPEACTBA, UCIIOJIb3yEMbIE B JIEIONPOU3BO/ICTBE.
DNEeKTPOHHBIA JOKYMEHTOO0O0POT

4 | Tema 3. 1 IlpaBuna cocTaBiaeHHs] HOMEHKIATYPHI A€ yupexaeHus. DopMupoBaHue U
otopmiienue nemn. OpraHusarys orepaTHBHOTO XpaHEeHHs! JOKyMeHTOB. DopMupoBaHue
apxuBa B 00pa30BaTEILHOM YUPEXKICHUU

5 |Tema 3.2 WcnonwszoBanue IIK B nenompousBojctBe. CpeactBa KONUPOBAaHUS U

OIepaTUBHOrO pa3MHOeHus. [Iprem 1 06paboTka JOKYMEHTOB, MTOCTYMAOLIMX 10 KaHAIaM
ANIEKTPOHHOM MOYTHI U (pakcCUMIITBLHOM cBsi3U. [IpaBuia O6e3omacHoi paboThl C OPTTEXHUKOM.




