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1. MeToanyeckue peKoOMeHIaHu

1.1. MeToauueckue PE€KOMEHIAIUHA ITO OPraHnu3anuu paﬁoTI)I CTYAECHTOB BO
BpeMs MPOBECACHUA JEKINUOHHBIX U MPAKTHYICCKHUX 3aHATHH

[Ipuctynass K UW3yY4eHUIO JTUCHMIUIMHBL, CTYIEHTY HEOOXOAMMO BHHUMATEIbHO
O3HAKOMHUTHCSI C TEMAaTHUYECKUM IIJIAHOM 3aHSTHH, CIIUCKOM DPEKOMEHIIOBAHHOW JHTEPATYypPHI.
Crnenyer ysCHUTh TOCIEIOBAaTEILHOCTh BBIMOJHEHUS WHIMBHYalbHBIX YUEOHBIX 3aJaHUM.
CamocrosaTenbHass paboTa CTyIeHTa Mpearnojaraer padboTy ¢ HaydyHOW, YydeOHOM U
METOAMYECKON JINTepaTypoil, yMEeHHEe cO37aBaTh TEKCThbl. YPOBEHb U TJIyOMHA YCBOEHUS
JTVCIATUTMHBL  3aBUCSAT OT AaKTHBHOM W CHUCTEMAaTHUYECKOW pabOThl Ha JIEKIUSAX, H3YYCHUS
PEKOMEH/I0BAaHHOM JINTEPaTypPbl, BHIIOJHEHUSI CAMOCTOATENbHBIX U KOHTPOJIBHBIX MHUCbMEHHBIX
3a/1aHUM.

[Tpu n3yueHNH JUCHUIUIMHBI CTYACHTHI BBITIOJIHSIOT CIEAYIOIINE 3a1aHuUs:

- M3YYalOT PEKOMEH/JIOBAaHHYIO HAYYHO-TIPAKTHUYECKYI0, YUEOHYI0 M METOIUYECKYIO
JTUTEPaTypy;

- BBITIOJTHAIOT 33JIaHUs, TIPETYCMOTPEHHBIE JUIsI CAMOCTOSATEIBHOM paboTHI.

OCHOBHBIMHU BU/IaMU ayJIUTOPHON pabOThI CTY/IEHTOB SIBIISIOTCS JIEKIIUU U TPAKTHYECKHUE
(cemMuHaApCKUE) 3aHATHS.

B xone nexuuit npenojaBareib M3J1araeT U pa3bACHSIET OCHOBHBIE, HauOOJee CIOXKHbBIE
TIOHATHUSI TEMBI, & TaK)Ke CBSI3aHHBIC C HEH TEOPETUYECKHE M TPAKTHUECKUE MPOOJIEMBI, TaeT
PEKOMEHIALMH JJISl IPAKTUYECKOTO (CEMUHAPCKOTO0) 3aHIATUS U YKa3aHUs ISl CAMOCTOSITeNIbHOU
paboTHI.

CemuHapcKue 3aHATHA 3aBEpIIAIOT HU3yyeHHE Haubosiee BAXHBIX TeM Y4eOHOH
mucnuruMHbl. OHM CIyXaT Ui 3aKperuieHHs M3YYeHHOTO MaTepualia, Pa3BUTHS YMEHHH W
HaBBIKOB TOATOTOBKU JIOKJIAJOB, COOOIIEHUH, MPUOOPETEHUS ONbITa YCTHBIX ITyOJHMYHBIX
BBICTYIJICHUH, BEJICHHS IMCKYCCHH, apTyMEHTAIlMM W 3allUThl BBIABHTACMBIX TOJOXKCHUH, a
TaKXe JJI1 KOHTPOJIS MPEroAaBaTesIeM CTENEeHHU MOATOTOBICHHOCTH CTYICHTOB IO M3ydaeMoi
JVICIIATUTHHE.

CeMuHap mpeanoiaraeT cBOOOIHBIM OOMEH MHEHUsSMU To u3OpaHHOW Temaruke. OH
HAUMHAETCS CO BCTYMUTEIBHOTO CJIOBA TPENOAaBaTelis, (GOPMYIHPYIOMIETO Melb 3aHITHS U




XapaKTepU3YIOMIETO €ro OCHOBHYIO MpoOJIeMaTHKy. 3aTeM, KaK MPaBHIIO, 3aCITyIIHBAIOTCS
coo0rmieHus ctyaeHToB. OOCYKIeHNEe COOOIIECHHS COBMEIAETCS C PACCMOTPEHUEM HaMEYeHHBIX
BonpocoB. CoOOIICHUs, MPEANONaralne aHaIM3 MyOIHKAIMil MO OTICIBHBIM BOIPOCaM
CEMHHapa, 3aCIyIIMBAIOTCS OOBIYHO B cepeAauHe 3aHsATHA. lloompseTcs BBIIBHKCHHE U
00CyX/IeHHE aTbTEPHATUBHBIX MHEHHUU. B 3aKIOUMTENHHOM CJIOBE MPENOAaBaTeNb MOIBOAUT
UTOTH OOCYXJCHHS M OOBSBISCT OIEHKH BBICTYMABIIUM CTYJAEHTaM. B IemsiX KOHTPOJIs
MOArOTOBJIIEHHOCTH CTYJAEHTOB M NPHUBUTHS UM HABBIKOB KPATKOTO NMUCBMEHHOTO H3JI0KEHUS
CBOMX MBICJIEH MpEnoaaBaTelb B XOJ€ CEMUHAPCKUX 3aHATUH MOKET OCYIIECTBIISITh TEKYIIUN
KOHTPOJIb 3HAHUW B BUJIE TECTOBBIX 3aJaHUMU.

[Ipy 1OATOTOBKE K CEMHUHAPY CTYJACHTHl HMMEIOT BO3MOXKHOCTHb BOCIOJIb30BaThCS
KOHCYJIbTALIMSIMU MpenoaaBaTens. KpoMe ykazaHHBIX TEM CTYJIEHTHI BIIPABE, IO COTJIACOBAHUIO
C TpernojiaBaresieM, H30UpaTh U APYTHe HHTEPECYIONINE UX TEMBI.

KauecTBOo yueOHOW pabOTHI CTYISHTOB MPEMOAABATEIh OIECHUBACT C HCIIOJIB30BAHHECM
TEXHOJOTMYECKON KapThl JUCIMIUIMHBI, pa3MellleHHOW Ha caiite MAT'Y.

1.2.MeToanveckue peKOMeHIALUH 110 MOATOTOBKE K c1aye 3a4eTa

OCHOBHBIM UCTOYHHKOM IOJTOTOBKHU K 3aue€Ty SIBJIETCS PEKOMEHIyeMas JUTepaTypa u
KOHCIEKTHI JieKIuid. CieayeT TOYHO 3allOMMHATh TEPMHMHBI M KAaTE€rOpUM, MOCKOJIBbKY B HX
OIPENEICHUAX COJNEPKATCS NMPU3HAKH, MO3BOJSIOIINE YSICHUTh UX CYHIHOCTb M OTJIMYUTH OTH
MOHATUSA OT APYTUX.

3aueT MNpOBOJAUTCS MO OuieTaMm, KaXKIbli M3 KOTOPBIX COAECPKHUT JBa BOIpPOCA.
Conepxanue OWJIETOB OXBAaTbIBAeT BeCh MNPOWJEHHbIM MaTepuan. [lo okoHuaHMM OTBeTa
IIpenojaBareilb, IMPUHAMAIOINIMM 3a4eT, MOXKET 3aJaTh CTYACHTY JOIIOJHHUTEIBHBIE U
YTOUYHSIOIINE BOIPOCHI.

[Ipy moAroToBKE K OTBETY Ha 3a4eTe CTYAECHTY PEKOMEHIYETCsl COCTaBUTh IUIaH OTBETA
Ha KaxIpli Bompoc. IlonoXuTeNnbHBIM TakXke OylIeT CTpeMIIeHHEe CTyIEHTa H3JI0XKUTh
pa3IUYHbIE TOUYKHU 3PEHUS Ha pacCMaTpUBaeMylo Mpo0sieMy, BbIpa3uTh CBOE OTHOLIEHHE K HEel

2. IlnaHbl NPpaKTHYECKUX 3aHATHIA
IIpakTuyeckoe 3ansaTue 1

Conep:xanue, 3HaYeHHE 1€JI0NPOU3BOACTBA. TeXHOI0rUsI OPraHU3alUHU /1eJI0NIPOU3BOACTBA
B 00pa30BaTEeJIbHOM y4pPeKICHUH

Ilnan:

1. OcHOBHBIE TEPMHHBI M TIOHSTHE «JICIOMPOU3BOJICTBOY». MCcTOpUS BO3SHUKHOBEHUS H
OCHOBHBIE JTallbl Pa3BUTUS JEIONPOU3BOACTBA. CHCTEMBl OpraHM3allid JEeJIONPOU3BOICTBA.
[ToHsATHE W PUHIMITEI OPTaHU3AINHN JTOKYyMEHTO000pOTa

2. PexBU3UTHI TOKYMEHTOB. Peructpanust u muaekcauus AoKymMeHToB. CTpykTypa 6a3
JMAHHBIX JOKyMeHTOB. [IpmeM, 00paboTka W pacmpeieseHHe MOCTYMAININX JOKYMEHTOB.
Opranuzanus 00pabOTKU U Nepejaun OTIPABISEMbIX JOKYMEHTOB

3. Topsimok TPOXOKIACHHUST BHYTPEHHUX JOKyMEHTOB. OpraHm3amus KOHTpOJIS 3a
UCTIOJIHEHUEM JOKyMeHTOB. Pabota ucnonnuteneit ¢ qokymeHtamu. OpraHu3anus MOUCKOBON
CHCTEMBI TI0 JOKYMEHTaM

4. CriocoObl M METOoAbl JOCTaBKM JIOKyMeHTOB. (OO0paboTka KOH(pUICHIMATBHBIX
JOKYMEHTOB M JOKYMEHTOB JUIS CITy’KEOHOTO ITOJIb30BAHUSL.

Jlumepamypa: [2]; [9]; [10].
Bonpocvl onsa xonnexkmuenozo oocysrcoenust.

1. [lonstue «aenonpou3BoaACcTBO». (OCHOBHBIE IENIM W 3aJa4d JIEJIONMPOU3BOJICTBA.
Heo6xoauMocTh opranu3anuu AeIONPOU3BOACTBA B YUPESKICHUH. 3HAUYECHUE JISTOMPOU3BOJICTBA



B JedTenbHOCTH  oOpa3oBarenbHOM — opranm3auuu.  Cekperapb,  JeNONPOU3BOAHUTENb,
JOKYMEHTOBEl, KaHLIEeIIAPHUS.

2. Ucropuyeckue HTambl pa3BuTHs JenonpousBoictBa B Poccun. CoBpemenHoe
roCyJapCTBEHHOE PEryJIMpOBaHUE JeI0NPOU3BOCTBA.

3. CucteMsbl AeTIONMPOU3BOICTBA: IEHTPAIIM30BAHHAA, JCIICHTPATM30BaHHAs!, CMEIIIaHHAS.
Crpyktypa u 00BEM J0KyMEHTO000poTa. OCHOBHBIE NPUHLMIIBI OpraHU3alUu paboOThl C
JIOKYMEHTOIIOTOKaMH.

4. Ilonatue pexkBuU3UTa JOKyMeHTa. Buabsl pexBusutoB. IlpaBmia odopmienus
PEKBU3UTOB JOKYMEHTOB. bmank ngokymeHtra. Buapl OnankoB. TpeGoBanust k OjaHkKam
JIOKYMEHTOB. BuJibl 1 pOpMBI perucTpanuy JOKyMEHTOB. SI3bIK U CTUIIb CITy)KeOHBIX JOKYMEHTOB.

5. Dranbl 00pabOTKM BXONANIMX JOKyMEHTOB. IlepBuuHas o0paboTka BXOISIIMX
JOKYMEHTOB. Perucrpupyemble M  Hepeructpupyemble JoKyMeHTHl. IIpenBaputenbHoe
paccMOTpeHHEe JOKYMEHTOB JJIsl HallpaBJICHUs UCIIONHUTENSAM. Pe3omonus.

6. Ilopsiiok MOArOTOBKM HCXOASIIUX JOKYMEHTOB. CoCTaBlIeHHE NMPOEKTa JOKYMEHTa,
corjlacoBaHue, Mojnucanue (yTBepkaeHue), tTupaxupoBaHue. CrnocoObl U METOIbI OTIPABKU
UCXOIAUIMX JIOKyMeHTOB. OOIas XapakTepHCTUKa Clly>keOHOM mnepenucku. PasHoBuaHOCTH
CITY’)KCOHBIX ITHUCEM.

7. BHyTpeHHUE JOKyMEHTHl 00pazoBaTenbHON opranuzanuu. Ilogroroska, opopmienue,
peructpanus. [IpaBuina NMOCTaHOBKM JTOKYMEHTOB Ha KOHTPOJb. llopsilok CHATHSA JTOKYMEHTOB C
KOHTpo/s. OTYeT 1O KCHOJHEHUIO KOHTPOJIBHBIX JIOKyMEHTOB. OrepaTHBHOE HCIIOJIHEHHE
JIOKYMEHTOB COTPYAHMKaMH B COOTBETCTBUM C UX JOJDKHOCTHBIMU OOS3aHHOCTSIMH U
pesomtonelt  pykoBojutenas.  OTBETCTBEHHOCTh  3a  HecoOJtofeHHe  TpeOOBaHMM
UCIIOJIHUTENIbCKOM  JAMCUMIUIMHBI, 3@  HENPaBWIbHOE  HCIOJb30BAaHUE  JIEWCTBYIOIIMX
HOPMAaTHBHBIX IOKYMEHTOB B IIOJI'OTOBKE, 0(DOPMJICHUU U UCIIOJHEHUH IOKYMEHTOB B CPOK.

8. Opranmzamysi TOYTOBOH, KYPBEPCKOH M 3KCIPECC-IOCTaBKH JTOKYMEHTOB. [loHSTHS:
«UEHHOCTh M Oe3omacHOCTh  HMHpOpMALMM»,  «KOH(UIEHIHUAIBHOCTbHY, «yrposa
KOH(UICHIMATBHOCTHY, <«3aliuTa HHpopMmanun». be3omacHOCTh HEHHBIX HH()OPMAIMOHHBIX
pecypcoB. llennas mHpopmanus u KOH(UIEHIMATbHbIE TOKYMEHTHI. PermameHnranus cocraBa
KOH(QUICHIMATBHBIX CBEJEHUH U JOKyMEeHTOB. llopsimok pabGoThl ¢ KOH(UIEHIUAIbHBIMU
JOKyMeHTaMHu 1 Matepuanamu. KonpuaeHnuuansHas nHGopMaius U CBEACHUS B JEATEIbHOCTU
00pa30BaTebHOI OpraHu3allnu.

3agaHus 1J1s1 CAMOCTOATEILHOMH padoThI:
N3yunte caMOCTOSATENBHO CIEAYIONUE TOKYMEHTHI:
®enepanbhblii 3akoH "OO6 uHpopmanmu, MHGOpMaTH3aMKU U 3amuTe MHpopmanuu". 3aKOH
noanucad [Ipesunentom Poccuiickoit deneparuu 20 dhespans 1995 roga N 24-03

IIpakTHyeckoe 3ansTHE 2
HopmaTtuBHo-3aKkoHonaTenbHas 0a3a. OCHOBHBIE BH/bI JIOKYMEHTOB H CHCTEMbI
AokyMeHTanuu. OCO0EHHOCTH MOATOTOBKU M 0OPMJICHHS OTAEJbHBIX BUI0B JOKYMEHTOB

IInan:

1. HopmaTuBHO-3aKOHOJATEIbHBIE W HOPMAaTUBHO-METOAMYECKHE JOKYMEHTHI 10
JIeIONPON3BOICTBY. HOpMAaTHBHO-3aKOHOJATENBHBIE U HOPMAaTUBHO-METOANYECKUE JTOKYMEHTHI
10 apXUBHOMY JIEITY.

2. Knaccudukamus nokymenToB. IOpuamueckas cuia qokymMeHTa. HazHaueHue u coctas
OpPraHM3allMOHHO-NIPAaBOBOM  NOKyMeHTanuuu. Ha3HaueHme ¥ CcOCTaB  OpPraHMU3allMOHHO-
pacropsaUTeNbHON JOKyMeHTanuu. Ha3HadeHne M coCTaB  CIpaBOYHO-MH(POPMALMOHHOM
JIOKYMEHTAIUU.

3. JlokanbHble HOpMaTHUBHBIE akThl. CocTaB 1 paboTa ¢ KaJpoBOM JOKYMEHTAITUCH.

Jlumepamypa: [1]; [2].



Bonpocul 0ns konnexkmugno2o o6cyscoeHus:

1. 3akoHomarenbHble akThl Poccuiickoit @eneparmuun u  MypmaHnckoi  oOnacTy,
perjJaMeHTHpYIOIIUEe JEeJIONPOU3BOJCTBO U apXWBHOE Aeno. ['ocymapcTBEHHbIE CTaHAAPTHI U
yHH(pUKaus B 00JacTy JeITONPON3BOACTBA U APXUBHOTO JIejIa.

2. UHcTpyKuus 1O  JAETIONpOU3BOACTBY MuHHMCTEpCTBa 00pa3oBaHUsS UM HAyKU
Poccuiickoit ®deneparuu. MeToauueckue pPEeKOMEHIAMHM IO pa3pabOTKE HOMEHKIATYPhl H
MHCTPYKIMU TIO JEJONPOU3BOJCTBY B 00pa30BAaTEIbHOM YUPEKICHHH. TUIOBBIE MEPEYHHU C
yKa3aHHEM CPOKOB XpaHeHUs JOKyMeHTOB. [IpaBuia paboThl apXMBOB OpraHHU3aIlHii.

3. Knaccudukanus TOKyMEHTOB, €€ OCHOBHble mpu3Haku. Kraccuduxamus 1o
HAaUMEHOBAHUIO: TPUKA3bl, PACIOPSDKEHUS, IUIAHBI M OTYETHI, aKThl, MPOTOKOJbI, JAOTOBOPHI,
yCTaBbl, THCTPYKIUH, TIOBEPEHHOCTH U T.A. Kiaccudukanus mo Mecty cocTaBiIeHHUs], 10 CTETIEHU
YHU(PHUKALUH, TI0 TPOUCXO0XKICHHUIO, 110 BUAY 0hopMIIeHHUS, TTO crioco0y QuKcaruy HHPOpMaIiH,
[0 CTENEHU CJOKHOCTHU, IO CTENEHM IJIACHOCTH, MO IOPUAMYECKOM cuie, Mo CpoKam
UCIIOJIHEHUS], 110 CPOKaM XpaHEHHUs], 110 CTENIEHU 00513aTeIbHOCTH.

4. CucremMa  OpPraHM3allMOHHO-TIPAaBOBOM  JOKyMeHTauuu  (yCTaB  YUpPEXKACHUS,
MIOJIO’KEHHUS, IITaTHOE paclMCaHue, JOJDKHOCTHbIE MHCTpYKuMM). CucremMa OpraHu3aliMoOHHO-
pacnopsAUTENbHOM JOKyMeHTauuu (yka3, IpHUKa3, BBIIMCKA W3 IpUKa3a, pacHOpsKEHHE,
nocraHoBieHue). Cucrema crpaBOYHO-UH(POPMALIMOHHOM JTOKyMEHTaluu (MPOTOKON, akKT,
3asiBJICHHUE, [JOKJIaJHas 3alKcKa, NpeJUIoKEHUE, NpPEACTaBICHUE, CIyKeOHas 3aIlncKa,
oO0bsicHuTeNbHAsA). CXeMa IOJIrOTOBKU PACIOPSAUTENbHBIX JOKYMEHTOB. [lopsiiok cHSTus u
BbIJIa4X KOMHM C JOKYMEHTOB.

5. Ilonoxenus, npaBuiia, UHCTPYKUMHU (TIpaBUjia BHYTPEHHETO TPYAOBOIO pacHopsKa,
MHCTPYKILUHU O TOPSIIKE OCYIIECTBICHUS KAaKOH-IN0O0 NeATENbHOCTH WU MOPSAAKE IPUMEHEHUs
MOJIOKEHUN 3aKOHOJATEIbHBIX M HMHBIX HOPMATHBHBIX AaKTOB, TOJIO)KEHHS O CTPYKTYPHBIX
HOJpa3/IeNIeHUsIX, KOJUIEKTUBHBIN JoroBop u Ap.). [lopsnok odopmieHus v mOANMCAHUS ITHX
JIOKYMEHTOB JIJIsl IPUMEHEHUS KaK CaMOCTOSITENIbHBIX IIPABOBBIX aKTOB.

6. [loHsTHE U CTPYKTYpa MEPCOHANBHBIX AaHHBIX. OOs3aTeNbHbIE KaJpPOBbIE JOKYMEHTHI
o0pa3oBaTeNbHONW OpraHM3allii, WX BH[BI, COCTaB, HOPMATHBHbIE TPEOOBAaHUS K BEIECHUIO
KaJpOBOM JOKyMEHTAlMM (IpUKa3bl M paclopsHKeHHUs IO JMYHOMY COCTaBy, 3asBICHHE,
TPYZIOBOHM JIOTOBOp, JOKHOCTHAs MHCTPYKIMS, TPYAOBas KHUXKKA, JTMYHASI KapTOUYKa, JTUYHOE
neno). JIpwkeHWe M XpaHEHWE KaJIpoBOW JOKyMmMeHTauuu. JKypHaiabl M KHHTH Y4YeTa.
HcnonHenue conuanbHO-TIPaBOBBIX 3aIIPOCOB.

3aaHus 1J151 CAMOCTOATEIbHOM padoThI:
N3yunte caMOCTOSTENIBHO CIEAYIONNE JOKYMEHTHI:
1. @enepanbublil 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHoM jene B Poccuiickoit
®enepanun» (pen. PenepanbHbix 3aKkoHOB 0T 04.12.2006 Ne 202-P3, ot 01.12.2007 Ne 318-D3,
otT 13.05.2008 Ne 68-@3, ot 08.05.2010 Ne 83-D3, ot 27.07.2010 Ne 227-D3)
2. @enepanbubiii 3akoH "O6 uHoOpManMM, MHPOpPMATHU3AUK U 3ammTe HHpopMaruu'.
3akon noamucad [Ipesuaentom Poccutickoit deneparuu 20 dheBpans 1995 roma N 24-D3
3. 3akon Mypmanckoit ob6mactu ot 20.02.2006 Ne 730-01-3MO «O06 apxuBHOM jejne B
MypmaHckoil obnacTi»
4. ®enepanbHblil 3akoH 0T 27 uronst 2006 r. N 152-@3 "O nepcoHalbHBIX JaHHBIX"
5. ®enepanpHblil 3akoH OT 2 Mast 2006 r. N 59-D3 "O nmopsiake paccMoTpeHus oOparieHui
rpaxnaaH Poccuiickoii @eaepanun" C U3MEHEHUSMHM M AOINOJHEHUSAMU OT: 29 uroHs, 27 urois
2010 r., 7 mas, 2 utons 2013 r., 24 Hos16ps 2014 T.

6. [IpaBuna nenonpous3BoACTBa B (efepaibHBIX OpraHax HCIOJHUTENBHOW BJIACTH
(yrBepxaeHbI moctanoBieHueM [IpaButenscTBa Poccutickoit @eneparyu ot 15.06.2009 Ne 477
7. [lepeyeHb THIOBBIX YNPABICHYECKUX APXUBHBIX JTOKYMEHTOB, OOpa3yloUIMXCS B

IpoLecCe JIEATENbHOCTH TOCYIAapPCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CaMOYIPABIICHUS WU



OpraHu3alui, ¢ yKa3aHueM CPOKOB XpaHEHUs. Y TBEPXKICH IPUKa30M MHUHUCTEPCTBA KYIbTYpPbI
Poccuiickoit ®enepanuu ot 25 aBrycra 2010 r. Ne 558

IIpakTH4yeckoe 3ansATHE 3

®opMupoBaHuUe /1eJ1 U OPraHU3aLMsl XPaAHEHHUS JOKYMEHTOB. JKCIePTH3a IEHHOCTH
AO0KYMeHTOB. TexHu4eckne cpecTBA, HCMOJIb3yeMble B 1eJ10NPOU3BO/ICTBE.
DJIeKTPOHHBIH IOKYMEHT0000POT

Ilnan:

1. IlpaBmiia cocTaBlE€HUS HOMEHKJIATyphl Jei  yupexzaeHus. DopMmupoBaHue Hu
odopmiuenue nen. Opranuzanys onepaTuBHOrO XpaHEeHUsl T0OKyMEHTOB. POpMHUpPOBAaHUE apXUBa
B 00pa30BaTEIbHOM YUPEKACHUH.

2. Jlena TIOCTOSIHHOTO ¥ BpPEMEHHOTO CpPOKAa XpaHEHHsS. OKCIEpPTHAs KOMHCCHUS
yupexaenus. [Iopsaaok yHUUTOKEHHUS JOKYMEHTOB.

3. Ucnonb3oBanue I1K B penonmpounsBoactee. CpencTBa KOMUPOBAHUS M OTNIEPATHBHOTO
pasmHoxenus. Ilpuem m 00paboTkKa JOKYMEHTOB, MOCTYMAIOUIMX IO KaHAJaM 3JIEKTPOHHOU
noyThl ¥ (hakcUMUIIBbHOM cBsi3u. [IpaBuia Ge30macHON pabOThI C OPTTEXHUKOM.

4. DNeKTpoHHOE NOKYMEeHTHpOBaHHE. [IOHATHE «3TIEKTPOHHBIN JTOKYMEHT.

Jlumepamypa: [1]; [2].

Bonpocvt onsa konnexkmuenozo oo6cysrcoenust.

1. llonsitue o «uene». Homenknatypa pen. CocTaBieHHe HOMEHKIATYphl Jell B
oOpa3zoBaTenbHOM yupexaeHuu. @opmupoBanue fen. [Ipu3Haku 3aBeieHUs Aes: HOMUHAJIbHBIM,
IIPEIMETHO-BOIIPOCHBIN, aBTOPCKUIl, KOPPECTIOHAEHTCKH, TeorpaduiyecKuii, XpOHOIOTHUECKUH.
Bunet apxuBoB. TpeboBanus k apxuBam. [lopsox mnepegaun JOKyMEHTOB Ha apXHMBHOE
xpaHeHue. Cuctemarusaiys JOKyMEHTOB B apxuBe. PaboTa ¢ HayuyHO-CIIPaBOYHBIM ammnapaToM
(ucropuueckasi cripaBKa, OMUCHU JIe] MOCTOSHHOTO U BPEMEHHOI0 XpaHEHUs! JOKYMEHTOB, KHUTH
yueTa U IBUKEHUS Jen).

2. OcoOeHHOCTH XpaHEHUs JeNl MOCTOSHHOro, BpeMeHHOro (cBeimie 10 JieT) u Jen 1mo
an4HOMy cocTaBy. [lopsinok nepenaun aen B 'ocynapcTBeHHble apxuBbl. CO31aHNUE SKCIIEPTHON
KomHccuu yupexxaeHus. IlpoBenenue skcnepTusbl LEHHOCTH JOKyMeHTOB. OdopmieHune
IIPOTOKOJIOB 3ac€aHMil KOMHMCCHU M aKTOB Ha yHMUTOKeHue fen. Ilpoueaypa yHUUTOXKEHMS
JIOKYMEHTOB.

3. KommbroTepHble cpeicTBa MOArOTOBKU JTIOKYMEHTOB. Vcrnosnb3oBaHue II1a0JIOHOB ISt
dopmHpoBaHUsT JOKYMEHTOB Ha KoMmIbioTepe. lcmonb3oBaHHe B KOMIbIOTEpE OJIaHKOB
nokyMeHToB. Co3agaHue OJIaHKOB JOKYMEHTOB B KOMIIbloTepe. V3roTroBiieHUe, KOMMPOBAaHUE U
TUPaXHPOBaHUE NOKYMEHTOB. CpencTBa 00pabOTKH JOKYMEHTOB. JIOKyMEHTHI, IiepeiaBaeMble
0 KaHajlaM CBs3u (Tejerpamma, Tenekc, ¢akcorpamma, TenegoHorpamma). I[loHsTHe
«oprrexHuka». OCHOBHBIE BHJIbI OPraHW3alMOHHON TeXHUKH. [IpaBuia TeXHUKH 0€301MacCHOCTH
pabOTHI C OPTTEXHUKOM.

4. TlpeumyuiecTBa nepeaayu JOKyMEHTa ¢ KOMIBIOTEPA Ha KOMIBIOTEp. YCTaHOBKAa Ha
KOMITBIOTEPE CIIEHHUAIBHO BBIIEICHHOM MAaINKyU JUIs MOCTYyNAamuX T0KyMeHTOB. [Ipenmyiectsa
snekTpoHHOoM mouThl. Jloctynm k Internet. Cucrtema peructpauuu u kKoHTposs. Co3manue
3JICKTPOHHOM 0a3bl JaHHBIX. [TouCcK MOKyMeHTa.

3aaHus 1J151 CAMOCTOATEIbHOM padoThI:
N3yunTe caMOCTOATENBHO CIENYIOIUE JOKYMEHTHI:



1. @enepanbubiii 3akoH oT 22.10.2004 Ne 125-@3 «O06 apxuBHOM nene B Poccuiickoit
Oenepannn» (pea. GenepanbHbix 3aKk0HOB 0T 04.12.2006 Ne 202-D3, ot 01.12.2007 Ne 318-D3,
ot 13.05.2008 Ne 68-@3, ot 08.05.2010 Ne 83-®3, ot 27.07.2010 Ne 227-D3)

2. IIpaBuna nenonpousBoACTBa B (heepalbHbIX OpraHax HWCIOJIHUTEIBHOW BlacTu
(yrBepxkaeHnsl nocraHoBieHueM IIpaBurensctBa Poccuiickoit @enepaunu ot 15.06.2009 Ne 477

IIpakTuyeckue 3ansiTus 4-5
CucreMbl T0KYMEHTOB, 00pa3yOLINXCs B eATeJIbHOCTH IKOJI.

ILnan:
OpFaHI/ISaIII/IOHHI)Ie ,ZIOKYMGHTI:I.
PacniopsimuTenbHbIe TOKYMEHTHI.
WHudopmMannoHHO-CIIpaBOYHbBIE JOKYMEHTHI.
VY4eOHo-negarornyeckas JOKyMeHTaIusl.

NS

Jlumepamypa: [1]; [2]
3aaHus AJI CaMOCTOSITENIbHON paboThI:
N3yuuTte cnenyronme MaTepuanbl:

Hemunosa 1.B. Opranuzamnus J0KyMeHTO000pOTa B 00pa30BaTEIbHBIX YUPEHKACHUIX
https://sfk.dogm.mos.ru/%D0%9E%D1%80%D0%B3%D0%B0%D0%BD%D0%B8%D0%B7
%D0%B0%D1%86%D0%B8%D1%8F%20%D0%B4%D0%BE%D0%BA%D1%83%D0%BC
%D0%B5%D0%BD%D1%82%D0%BE%D0%BE%D0%B1%D0%BE%D1%80%D0%BE%D1
%82%D0%B0%20%D0%9E%D0%9E .pdf?ysclid=1334nffqiw

Kopenesa-JleonTtseBa E.B. /lenonpon3BoacTBo B 00pa3oBaTelbHON OpraHu3aiu
https://opdo-fgosdo.ru/uploads/s/r/9/g/r9gnuvne2nej/file/6mKYeqlg.pdf?preview=1


https://sfk.dogm.mos.ru/%D0%9E%D1%80%D0%B3%D0%B0%D0%BD%D0%B8%D0%B7%D0%B0%D1%86%D0%B8%D1%8F%20%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%BE%D0%B1%D0%BE%D1%80%D0%BE%D1%82%D0%B0%20%D0%9E%D0%9E.pdf?ysclid=l334nffqiw
https://sfk.dogm.mos.ru/%D0%9E%D1%80%D0%B3%D0%B0%D0%BD%D0%B8%D0%B7%D0%B0%D1%86%D0%B8%D1%8F%20%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%BE%D0%B1%D0%BE%D1%80%D0%BE%D1%82%D0%B0%20%D0%9E%D0%9E.pdf?ysclid=l334nffqiw
https://sfk.dogm.mos.ru/%D0%9E%D1%80%D0%B3%D0%B0%D0%BD%D0%B8%D0%B7%D0%B0%D1%86%D0%B8%D1%8F%20%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%BE%D0%B1%D0%BE%D1%80%D0%BE%D1%82%D0%B0%20%D0%9E%D0%9E.pdf?ysclid=l334nffqiw
https://sfk.dogm.mos.ru/%D0%9E%D1%80%D0%B3%D0%B0%D0%BD%D0%B8%D0%B7%D0%B0%D1%86%D0%B8%D1%8F%20%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%BE%D0%B1%D0%BE%D1%80%D0%BE%D1%82%D0%B0%20%D0%9E%D0%9E.pdf?ysclid=l334nffqiw
https://opdo-fgosdo.ru/uploads/s/r/9/g/r9gnuvne2nej/file/6mKYeq1q.pdf?preview=1

