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1.IEJIb OCBOEHHUSA JUCHUIIJIMHBI (MOAYJIS)- dopmupoBanue y 0O0ydarommuxcs
TEOPETUYECKUX 3HAHUNW M TPAKTUYECKUX YMEHUH [UIs OpraHu3allM JAeJIONpPOU3BOJICTBA,
HEOOXO/AMMBIE TpPU BBHIMOJIHEHUH ONEpalii Mo Cco3JaHui0 M 00paboTKe OpraHU3alMOHHO-
pacropsIuTEeNbHBIX JOKYMEHTOB, BEIEHHUS JEJIOBOM IEpenucKd, aHajan3a HH()OPMAIIMOHHBIX
IOTOKOB ¥ HH(OPMAIIMOHHOTO B3aUMOACWUCTBUS B OpraHU3allMM, COBEPIICHCTBOBAHHH
TEXHOJIOTUH JTOKYMEHTALIMOHHOTO O00eCHeueHs] YIpaBJICHUS M apXWBHOro Jena Ha 0Oase

HoBemux I T-TexHomornii, 06ecTedueHns TEKYIEero XpaHeH!s TJOKYMEHTOB.

2. TPEBOBAHUA K PE3YJIBTATAM OCBOEHUA JTUCHUIIJIMHBI (MOY JIS)

B pesynbrare

KOMIICTCHII U

OCBOCHHA

NUCHUIIINHBI

(Monmynst)  GopMHpPYIOTCS — CleAyIOIIne

Crioco6eH oCyIIeCTBIATh JIENOBYI0O KOMMYHUKAIIUIO B YCTHOM U MTUCbMEHHOW (hopMax Ha
rocyaapcTBeHHOM si3bike Poccuiickoit @enepanuu n nHOCTpaHHOM(BIX ) s3bike(ax) (YK-4);

CrniocobeH ympaBisiTh CBOMM BpPEMEHEM, BBICTpAMBATh M PEAJTH30BHIBATH TPACKTOPHUIO
CaMOPa3BUTHsI HA OCHOBE NIPUHITUIIOB 00pa3oBaHus B TeueHHe Beei sxu3nu (YK-6)

[lepeueHp TIaHUPYEMBIX PE3YJIbTATOB 00YUYEHHUS 10 IUCUUIUIMHE (MOYJI0), COOTHECEHHBIX C
WHJIUKATOpaMU JOCTUKEHUSI KOMIIETEHIIUN

KomMmnerenuus

HNuauxkaropsl
KOMIIeTeHIH I

PesyabTaTsl 00yyeHHs

VK-4. Criocoben

VK-4.1. Bnageert

3HaTh: HOPMAaTUBHBIC AOKYMCHTBIL 1o

OCYIIIECTBIISATh CUCTEMON HOpM VHU(UKAIUKA W CTaHAapTH3aluu B o0jactu
JIEJIOBYIO pycCcKOro JOKYMEHTAIH, JCHCTBYIOIIUE HAa TEPPUTOPHH
KOMMYHHUKAIIMIO B | JINTEPATypHOro sizbika | PO; rocy/apCTBEHHbBIE CTaHAapThI U
YCTHOW U IpH €ro 3aKOHOJIaTEeIIbHBIE aKTBhI o
MUCHbMEHHOU HCIIOJIb30BaHUU B JOKYMEHTUPOBAHUIO;
dopmax Ha KaueCcTBe CHCTEMBl  JOKYMEHTAllMH, TpeOoBaHUS K
rOCy/IapCTBEHHOM | TOCY/IapCTBEHHOI'O COCTaBJICHUIO M O()OPMIICHUIO JOKYMEHTOB;
s3bike Pocculickot | s3pika PO u HOpMaMu TUIIOBBIE WHCTPYKLUHUHU II0 JEJIONPOU3BOACTBY,
denepanuu 1 WHOCTPAHHOTO(BIX ) periiaMeHT paboThl, TOKHOCTHBIC HHCTPYKITUH;
WHOCTPaHHOM(BIX) | SI3bIKA(OB), UCTIONB3YET | OCHOBHBIC BUJIBI JIOKYMEHTOB,
s3bIKe(ax) pasznuuHbie GOPMBHI, perIaMeHTHPYIOIINX o0pa3oBaTenbHYIO
BUIBI YCTHOH U NesITeIbHOCTD;
MUCHbMEHHOU OCHOBBI JI€JIONIPOU3BOJICTBA B 00pa30BaTEIILHOM
KOMMYHHKAIIH. YUPEKACHUH.
YK-4.2. Ucnions3yer YMeTh: paroHaIbHO " 3¢ heKTUBHO
SI3BIKOBBIE CPE/ICTBA OpPTraHU30BBIBATH JIeTIOTIPOU3BOICTBO B
JUTSL TOCTHKEHUS o0pa3oBaTeNbHON  OpraHM3allM; COCTaBJIATh
npodeCcCHOHATBLHBIX y4eOHO-METOIUUECKIE u HOPMAaTHUBHO-
1esnel Ha pycCKOM U MPaBOBbIE JOKYMEHTBI, pErjIaMeHTUPYIOIHe
MHOCTPaHHOM(BIX ) JesITeIbHOCTh 00Pa30BATEIbHON OpraHu3aluu
s3pIKe(ax) B paMKax Brnanets: meTomamm, cnocobaMu M CpecTBaMU
MEIKITMYHOCTHOTO U MOJTyYeHUS, XpaHEeHHUS, nepepadoTKu
MEXKYJIbTYPHOTO nH(pOpMaIuy, OCHOBaMH  KOMIIBIOTEPHOMN
o0rIeHusl. IPaMOTHOCTH;  TEXHOJOTHEH  OpraHu3aluu
VK-6. Cnocoben | YK-6.1. OuenuBaer JIeTOTIPOM3BOICTBA B 006pa3oBaTENLHOM
YHPaBJIATh CBOMM | TMYHOCTHBIE PECYPCHI | yUpEIkKIEHHH.

BPEMEHEM, M0 TOCTHKEHUIO 1iesel
BBICTpauBaTh U CaMOpa3BUTHUSA U
pean30BbIBaTh yIpaBiIeHUSI CBOUM

TPAEKTOPHIO

BPCMCHCM HAa OCHOBC




CaMOpa3BUTHUS Ha IIPUHIIUIIOB

OCHOBE 00pa3oBaHUs B TEUECHUE

MPUHIIUIIOB BCEH JKU3HU.

o0pa3oBaHUs B YK-6.2. Kputnuecku

TeUeHUE BCEU OIICHUBAET

KU3HU 3¢ (HEeKTUBHOCTH
UCTIOJTb30BaHUS

BPEMEHHU U APYTUX
pecypcoB mpu
peanuzanuu
TPaeKTOPUH
CaMOpa3BUTHS.

3. YKABAHUE MECTA JIUCHUIIVIMHBI (MOAYJIs)) B CTPYKTYPE
OBPA3OBATEJIbHON ITPOT' PAMMABI.

HucuurumHa — «/lenonpousBoACTBO W JOKYMEHTOOOOPOT B 00pa3zoBaTeIbHOM
YUPEKAECHUU»  OTHOCUTCS K  (pakynbTaTMBaM  4YacTd, (opMupyemMol  y4acTHHUKaMH
00pa3oBaTeNbHBIX OTHOLIECHUIH OCHOBHOM MpodeccHoHaNbHON 00pa3oBaTeIbHON MPOrpaMMbl IO
HarnpaBieHuto moarotoBku 44.03.05 Ilemarormveckoe oOpa3oBaHue (¢ AByMS MPOGUISIMHU
noarotoBku) HampasneHHOCTH (poduiin) AHTTUICKHH A3bIK. HeMenkuii si3bIK.

4. OFBEM JUCLOUILUIMHBI (MOJIYJSI) B 3AUYETHBIX EJUHHUIAX C
YKA3AHUEM KOJUYECTBA AKAJEMHMYECKUX WU ACTPOHOMHMYECKHX
YACOB, BBUIEJEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIUXCS C
MPENOJABATEJIEM (IO BHJAM VYYEBHBIX 3AHSITHIl) U HA
CAMOCTOSITEJIbHYIO PABOTY OBYUYAIOIIUXCSL.

OO0mas TpyI0eMKOCTh TUCIUTUINHBI COCTaBISIET | 3a4eTHYI0 eAMHUIlY Win 36 9acoB (U3
pacueta 1 3.e.= 36 4acoB).
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B unTepakTUBHBIX (pOpMax Yackl HCHOIB3YIOTCS B BUAE KPYIJIOTO CTOJIA.

5. COAEP)KAHUE JUCHUIIVIMHBI (MOAYJISA), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JAEJIAM) C VYKA3AHMEM OTBEJAEHHOI'O HA HHX
KOJINMYECTBA AKAJEMHUYECKHUX WJIN ACTPOHOMHMYECKHUX YACOB H
BHI0B YUEBHBIX 3AHSITUIA.
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1 Paznen 1. Conepxanue, 3HaueHue 2 2 - 3 6

JEJ0NPON3BOACTBA. TexHOoIOrus
OpraHu3aliy J1eJI0MPOU3BOICTBA B
00pa30BaTEILHOM YUPEXKACHUU

2 Paznen 2. HopmatusHoO- 2 4 - 5 1 8
3aKoHOzarenpHas 6a3a. OCHOBHBIC
BUJIBI IOKYMEHTOB U CHCTEMBI
nokyMmeHTaruu. OcoOeHHOCTH
MOJITOTOBKH ¥ 0(hOpMITCHHS
OTACJIbHBIX BUAOB TOKYMCHTOB

3 Paznen 3. ®opmupoBanue nen u - 4 - 6 1 8
OpraHu3alusa XpaHeHUs
JOKYMEHTOB. DKCIIepTH3a
HCHHOCTHU JOKYMCHTOB.
TexHuueckue cpescTna,
HCIIOJIB3YCMBIC B
JEJOTPOU3BOJICTBE. DIICKTPOHHBIMN
JOKYMEHTO000POT

3a4CT

HUTOI'O: 4 10 - 14 |2 22

Conep:xaHue TMCUUILIAHBI (MOIYJIs1)

Pa3nea 1. Conep:xanue, 3HaUeHHe JeJonpousBoacTBa. TexHonorus
OpraHM3alNH /1eJIONPON3BOACTBA B 00Pa30BATEIbHOM YUpesKIeHNHU

Tema 1.1 OcHOBHBbIEe TEPMHUHBI M MOHSATHE «1€JONPOU3BOACTBO». McTOPUSA BOZHUKHOBEHUS
M OCHOBHBIE 3TAIlbl PA3BUTHSA JeJONPOU3BOACTBA. CHCTEeMbl OPraHU3aAIUH
aegonpou3BoacTBa. [lonaTHe U NPUHIUNBI OPraHU3ALNH JOKYMEHT0000pOTA

HOH}ITI/IG ((,Z[GHOHpOI/ISBO,Z[CTBO». OCHOBHBIG HCJIW U 3aga4u ACIOIIPOU3BOACTBA. H€O6XOI[I/IMOCTB
OpraHU3aIMH JIeJOMPOU3BOJICTBA B YUPESKICHUH. 3HAYCHHUE JISTIONPOU3BOJICTBA B JACITCIHBHOCTH
oOpa3oBaTenpHOro yupexaeHus. Cekperapb, IeI0NpOU3BOIUTENb, JOKYMEHTOBE, KAHLEIAPHSL.
Uctopuueckue stanbl pa3BUTHs Aenonpous3BojctBa B Poccuu. CoBpeMEeHHOE rocyaapCTBEHHOE
peryanOBaHHe ,Z[G.HOHpOI/ISBO,Z[CTBa. CI/ICTGMBI ,Z[G.HOHpOI/ISBO,Z[CTBaZ I_IGHTpa.HI/IBOBaHHa}I,
JeleHTpaIn30BanHas, cMmemrandas. CTpykrypa W 00BEM nokyMeHTooOopoTa. OCHOBHBIC
NPUHIUIBI OPraHU3aluN PA0OTHI C TOKYMEHTOIIOTOKAMH, KaK CO3/JaHNE ONTUMAJIbHBIX YCIOBUN
UL BCEX BHUIOB paboOThl ¢ JokymeHTamu. OpraHu3amyoHHas CTPYKTypa TepcoHaa,
obecrneunBaromiero padboTy ¢ JOKYMEHTaMH.

Tema 1.2 PekBU3UTBHI JOKYMEHTOB. Perncrpanus u unaekcanusi 10kyMmeHToB. CTpykTypa 6a3
AaHHBIX N0KyMeHTOB. IIpuem, 00pa0doTka M pacnpeneieHHe NOCTYNAIIUX TOKYMEHTOB.
Opranuszanust 00pad0TKH M Nepeaavu OTIPABJISeMbIX TOKYMEHTOB.

[lonarue pexBu3uTa AOKymMeHTa. Buasl pexBuszuroB. IIpaBuna odopmieHHs pEeKBHU3UTOB




TOKyMeHTOB.  Dopmynsip-oOpaszen.  bmank mokymenta. Bunbl 6mankoB. TpeOGoBaHus K
6mankam gokymeHToB. lllaGnonsl. MHaekcanus u peructpanus AO0KyMeHTOB. Buasl u Gopmbl
perucTpauuy JOKYMEHTOB. TpeOoBaHHS K TEKCTaM CIIY)KEOHBIX JOKYMEHTOB: KPAaTKOCTh U TOYHOCTH
HU3JI0XKXCHUA I/IH(l)OpMaI_II/II/I, HCKIIIOYCHUEC [OBOAKOI'O TOJIKOBAaHHA, 00OBEKTUBHOCTL H AOCTOBCPHOCTDH
I/IH(i)OpMaLII/II/I, COCTAaBJICHUC IIPOCTBIX JOKYMCHTOB, CTPYKTYPHUPOBAHUC TCKCTAa ANOKYMCHTA, HIUPOKOC
WCITOJIb30BaHUE TpadapeTHBIX W THIOBBIX TEKCTOB IPH OIHMCAHWH ITOBTOPSIOIINXCS YIIPABICHUCCKUX
cuTyanuit. SI3BIK W CTWIIb CIYKEOHBIX JOKYMEHTOB. JTambl OOpPaOOTKH BXOSIIUX JTOKYMEHTOB.
[lepBuunas o00paboTka BXOISAIIMX JOKYMEHTOB. Perucrpupyemble U HEperucTpupyembie
TOKyMeHTHI. [IpenBapuTenbHOE pacCCMOTPEHHE JOKYMEHTOB IJISi HAMPABICHHS HMCIIOJHUTEISIM.
Pe3omronus.

[Mopsimok  TOATOTOBKM  UCXOASIMIUX JTOKyMEeHTOB. (CocTaBlieHHE TIPOCKTa JIOKYMEHTa,
corjacoBaHue, noamnvcanue (yrBepxkiaeHue), ThupaxupoBaHue. CriocoObl U METOIbI OTIPABKU
UCXOSAIIUX JOKyMeHTOB. OOmiasi XapakTepucTHKa CIyKeOHOW mepenucku. Pa3sHOBHIHOCTH
CITY)KEOHBIX THCEeM (COMPOBOIUTENHHOE MUCHhMO, MUCHMO-TIPOCHOA, MHUCHMO-3aMpPOC, MUCHMO-
OTBET, MHUCHMO-COOOIICHHE, HWHPOPMAIIMOHHOE TMHCHMO, TapaHTUHHOE MHUCHMO, MHUCHMO-
MpUTJIANIECHUE U T.1.).

Tema 1.3 Ilopsiiok NPOXo:KIeHUS] BHYTPEHHMX AOKYMEHTOB. OpraHu3anmsi KOHTPOJIA 3a
HCIOJHEHHEM TOKYMeHTOB. PadoTa ncnosHuTeiel ¢ JokyMeHTaMu. Opranu3anusi NOUCKOBOM
CHCTeMbI 110 TIOKYMeHTaM.

BHyTpeHHHe OOKYMEHTHI 00pa30BaTEeNbHOW OpraHM3aluu (3asBJICHUS, CIY)KEOHbBIC 3aIUCKH,
JOKJIaHbIe, OOBSICHUTENbHBIE, CIIPAaBKHU, CBOJKH, OTYeThl U Ap.). Iloaroroska, odopmieHue,
peructpauus. [IpaBuna NMOCTaHOBKM JOKYMEHTOB Ha KOHTPOJIb. IlOpsiIOK CHSITHSL TOKYMEHTOB C
KOHTpoiA. OT4er MO KCHOJHEHUIO KOHTPOJBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOIHEHUE
JAOKYMCHTOB COTpyYAHHKaMH B COOTBCTCTBUHM C HUX HOOJDKHOCTHBIMH OGHS&HHOCTHMH u
pe30JIIoIMe  pPYKOBOAMTENS. OTBETCTBEHHOCTh 32 HecoOmwoaeHHe  TpeOOBaHMIA
UCIIOJTHUTENIbCKOW  JAMCUMIUIMHBL, 32  HEMpPaBUIbHOE  HCIOJIb30BaHHWE  JACMCTBYIOIIMX
HOPMAaTUBHBIX JOKYMCHTOB B IIOATI'OTOBKC, O(bOpMJ'IeHI/II/I " HCIIOJIHCHUU OOKYMCHTOB B CPOK.
[TouckoBasi cucreMa JOKYMEHTOB - KapTOTEKH U KIACCU(PUKALMOHHBbIE CIPAaBOYHUKHU. Buibl
KapToTeK. Buapl kiaccu(puKalmOHHBIX CIIPABOYHHUKOB.

Tema 1.4 Cnoco0bl W MeTOABI JOCTABKH JOKYMeHTOB. (O0pa0oTka KOH(pHMIECHIHAIbHBIX
JAOKYMEHTOB H JIOKYMEHTOB JUI CIY)KeOHOI0 IO0Jb30BAaHHUS. OJKCKypcusi B  OTAe]
AeJIoNpon3BoacTBa MypMaHCKOro apKTH4YeCKOro rocy1apcTBeHHOr0 YHUBepCHTeTA.
Opranuzaiys NOYTOBOM, KYPbepPCKOM M AKCIPECC-IOCTABKH JOKYMEHTOB. JIOHSATHS: «1IeHHOCTHh U
0€30MacHOCTh MH(POPMALUNY, «KOH(DUICHIUATBHOCTBY, «yrpo3a KOH(UICHIHUATBHOCTUY,
«3amTa  HMH(opMaruu». be3zomacHOCTh LEHHBIX MH(OPMAIMOHHBIX pecypcoB. lleHHas
uHpopManus U KOHPHUICHIINATIbHBIE JOKYMEHThI. PernamMenTanus coctaBa KOH(GHISHIHATBHBIX
cBeleHUl U JokyMeHTOB. Ilopsmok paboTel ¢ KOH(QUACHUMAIBHBIMU JIOKYMEHTAMU H
marepuanamu. KonpunennuanbHast nHGOpMAIHs U CBEACHUS B ACATEIBHOCTH 00pa30BaTeIbHON
OpraHu3aluHy.

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

Tema 2.1 HopMaTHUBHO-3aKOHOATEe/IbHbIE © HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aesionpousBoacTtBy. HopMaTuBHO-3aK0HOAATE/IbHbIE 1 HOPMATHBHO-METOAUYECKHE
JAOKYMEHTHI 10 apXUBHOMY JeJy.

3akoHonaTenbHbIe akThl Poccuiickoit @eneparun 1 MypMaHCKoit 0671acTH, perilaMeHTUPYIOIIHe
JEJIONPOU3BOJICTBO U apXMBHOE J1e10. ['ocyjapcTBeHHbIe CTaHAApThl U YHU(UKaIUsI B 00JIacTu
JIETONPOU3BOJICTBA W apXUBHOro Jena. MHCTpyKuus 1o Aenonpou3BOACTBY MuHHCTEpCTBA
obOpasoBanus u Hayku Poccuiickoii @enepanuu. Meroaudeckue peKOMEHIAIMU 10 pa3paboTke



HOMEHKJIATYPbl W WHCTPYKIMH TIO JIEJIOMPOU3BOJACTBY B 0Opa30BaTEIbHOM YUPEKICHUU.
TunoBble mepeyHH ¢ yKa3aHUEM CpPOKOB XpaHEHMsI NOKyMeHTOB. [IpaBuna paboOThl apXHUBOB
OpraHu3aIuu.

Tema 2.2 Knaccupuxanus gokymenros. IOpuandeckas cuna noxkymenra. Haznadyenue n
COCTaB  OPraHU3allMOHHO-TIPABOBOH  NokymMeHTanuu. Hasnayenme u  cocras
OPraHM3alMOHHO-PACTIOPSIANTEbLHON ToKyMeHTauuu. HazHauyeHne M cocTaB cIpaBOYHO-
HH(OPMAMOHHOM TOKYMEHTAMH.

Knaccudukanus 1OKyMEHTOB, € OCHOBHBIE NMPHU3HAKU. ['pyNIbl JOKYMEHTOB - JOKYMEHTHI 110
o0mMM W aJMUHHCTPAaTHUBHBIM BOIIpOcaM, T.€. IO BONpocaM OOILEro pyKOBOJCTBA
npeanpusITuCM H“ €ro JACATCIbHOCTLBIO, - AOKYMCHTBIL 10 Q)YHKHI/IHM YIIpaBJICHUA.
Knaccudukanus ciayxkeOHbIX TOKYMEHTOB: IO aJMHUHHCTPATUBHBIM BOIIpOCaM; MO BOIPOCaM
MaTCpUAIIbHO-TCXHUYCCKOTO CHa6)KeHI/I$I; JOKYMCHTAlMA IO IJIAaHUPOBAHUIO; IO OHepaTHBHOﬁ
NESATENIbHOCTH; IO OyXraJTepcKOMY Yy4eTy; IO MOJArOTOBKE M PAcCTaHOBKE KaJpOB M T.H.
Knaccudukanus mo HaMMEHOBAHMIO: TPHKa3bl, PACHOPSDKEHUS, IJIAHBI M OTYETHI, AaKTBHI,
IPOTOKOJIbI, TOTOBOPHBI, YCTaBbl, HHCTPYKLUHU, JOBEPEHHOCTH U T.A. Kiaccudukanus no mecty
COCTaBJICHUS, IO CTENEHH YHH(PHUKAIMU, TO MPOUCXOXKIACHUIO, MO BUAY OG(OpMIIEHHS, MO
crioco0y ¢dukcanuu HWHPOPMAIMKM, TO CTENEHH CJIOKHOCTH, IO CTENEHW TJIaCHOCTH, IO
IOPUJIMYECKON cujie, 10 CpOKaM MHCIOJHEHHs, MO0 CpPOKaM XpaHEHHs, 10 CTENEeHH
0053aTeNbHOCTH.

Cucrema OpI‘aHI/I?)aI_[I/IOHHO-HpaBOBOﬁ JOKYMCHTAaIH (yCTaB YUpPCKACHUA, TOJIOKCHUA, IITATHOC
pacnucaHue, JOJDKHOCTHbIE MHCTpYKIuH). Cucrema opraHM3allMOHHO-PACTIOPAIUTEIBHOM
JOKyMeHTaIuu (ykas, IpHKa3, BBIMHMCKA U3 MIPHUKa3a, paclopskeHue, mocraHosnenue). Cucrema
CIPaBOYHO-UH(GOPMALIMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asBJICHUE, TOKIaIHas 3alucKa,
peJIoKEHNE, TMPEICTaBICHUEe, CIIy)KeOHasi 3amucka, oOBsicHUTeNnbHas). CxeMa MOJArOTOBKH
pacnopsAUTENbHBIX JOKYMEHTOB. [1opsaok CHATHS 1 BblIauH KOIHM C TOKYMEHTOB.

Tema 2.3 JIokajibHbIe HOPMATUBHBIE aKThI. CoCTaB M padoTa ¢ KaApPOBOM JOKyYMEHTALM eH.
[lonoxenusi, mnpaBuna, HMHCTPYKUUHU (IpaBWiIa BHYTPEHHEIO TPYAOBOIO paclopsika,
UHCTPYKIUHU O TOPSIIKE OCYIIECTBICHUS KaKOM-THO0 AesITeNbHOCTH UM MOPSAKE MPUMEHEHUs
MOJIOKEHUN 3aKOHOAATCJIbHBIX W HWHBIX HOPMATHBHBIX A4KTOB, IIOJIOKCHUSA O CTPYKTYPHBIX
MOJIpa3iesieHusX, KOJUIEKTUBHBIN foroBop u Ap.). [lopsnok odopmiaeHUs U MOAMUCAHUS ITHX
JAOKYMCHTOB IJId NPUMCHCHHUS KaK CaMOCTOSATCIIbHBIX ITPABOBBIX AKTOB. Ilonsatue u CTPYKTYypa
NEepPCOHANBHBIX JaHHbIX. OOs3aTeNbHbIE KaIpOBbIE TOKYMEHTHI 00pa30BaTeIbHON OpraHU3alli,
WX BHJIbI, COCTAaB, HOPMATUBHBIC TPEOOBAHMS K BEICHUIO KAaJIPOBOM JTOKyMEHTAIMH (TIPUKA3bl U
pacmopsbKeHHsi 10 JIMYHOMY COCTaBy, 3asBJIEHHE, TPYAOBOH JOrOBOp, JOJKHOCTHAS
WHCTPYKIUS, TPYAOBas KHUXKKA, JIMYHAs KapTOuyKa, JMYHOE J[eJo). J[BUKeHue U XpaHEeHUe
KaJpoBO AokymeHTanuu. JKypHanbl W KHUTM YydeTa. VICHoJIHEHWE COLMaIbHO-IIPABOBBIX
3aMpoCoB.

Pa3nen 3. @opmupoBaHue aeJ1 1 OPraHU3alUsl XPAaHEHUsI JOKYMEHTOB. JKCIepTH3a
LHEHHOCTH JOKYMeHTOB. TexHn4yeckue cpeacrsa, HCIOJb3yeMble B
AeJIONPOU3BOACTBE. DJIEKTPOHHBIN JOKYMEHTO000pOT

Tema 3.1 IlpaBuia cocTaBjeHHsI HOMEHKJATYPbI JeJ yupesxaeHus. dopmupoBaHue W
opopwiienne nej. OpraHusanusi ONEPATHUBHOIO XpPaHeHUs [TOKyMeHTOB. dPopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM yYpeKICHHH.

[TonsTne o «mene». Howmenknarypa aein. CocraBieHre HOMEHKJIATYphl JIeJl B
00pa30BaTENILHOM YUPEKICHHUH. ®opMHUpOBAaHUE [EIL. IIpu3Haku 3aBeneHuUs nei:
HOMUHAJIBHBIN, TMPEIMETHO-BONPOCHBIM, aBTOPCKUM, KOPPECIIOHJEHTCKHM, reorpaduyuecKuid,
XpoHonorndyeckuii. Buapr apxusoB. TpeboBanus k apxuBam. [lopsaok nepenaun JOKYMEHTOB Ha
apxuBHOe XxpaHeHue. Cucremaruszaius JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CHpPaBOYHBIM



anmapaToM (UCTOpUYECKasl CIpaBKa, OMUCHU JeJl TOCTOSHHOTO W BPEMEHHOTO XpaHEHUs
JIOKYMEHTOB, KHUTH y4e€Ta U ABUKCHUS JE).

Tema 3.2 Jle1a mMOCTOSIHHOIO W BPEMEHHOI0 CPOKA XpPaHEHHMsl. JKCIEPTHasi KOMMCCHS
yupe:xneHus. [lopsitok yHMUTOKeHUS JOKYMEHTOB.

OcoOeHHOCTH XpaHEHUs el MOCTOSHHOro, BpeMeHHOoro (cBbimie 10 jeT) u Aen mo JUYHOMY
cocraBy. Ilopsgok mnepemaun pgen B [ocymapcTBeHHble apxuBbl. (Co3laHHMe SKCHEPTHOU
KOMUCCHH yupexjaeHus. [IpoBeneHue »sKcmepTU3bl LEHHOCTH JOKYMeHTOB. Odopmienue
IIPOTOKOJIOB 3aCEIaHUM KOMUCCUM M aKTOB HAa YHUYTOXEeHME aeil. IIpomenypa yHUYTOXKEHUS
JIOKYMEHTOB.

Tema 3.3 MHcnoan3oBanue IIK B genonpousBoacrBe. CpeacrBa KONMPOBAHUA W
onepaTuBHOro pasmMHoxenusi. [llpuem n 00padoTKa JOKYMEHTOB, MOCTYNAIIIUX M0 KAHAJIAM
3JIEKTPOHHOM MOYTHI M hakcuMUIIbHOM cBsi3u. IIpaBuiia 6e3o0macHoil padoThI ¢ OPITEXHUKOM.
KOMHBIOTepHBIe cpeactBa IMOATOTOBKH  OTOKYMCHTOB. Hcnionb3oBanue I_HaG.HOHOB JJIA
dbopMHUpOBaHHs JOKYMEHTOB Ha KommbioTepe. Mcmonp3oBaHWe B KOMIBIOTEpE OJaHKOB
nokymeHToB. Co3gaHue OJaHKOB JOKYMEHTOB B KOMITbIOTepe. M3roToBNIeHNE, KOMUPOBAHUE U
THPAXUPOBaHUE TOKyMEHTOB. CpencTBa 00pabOTKH JOKYMEHTOB. JIOKyMEHTHI, TIEpeIaBacMbIe
M0 KaHajaM CBS3H (TejaerpamMma, TeleKkc, ¢akcorpamma, TtenehoHorpamma). Ilonsrue
«oprrexHuka». OCHOBHBIC BHJIbI OpTraHU3AIMOHHONW TeXHUKH. [IpaBuiia TexHUKH 0€30MacHOCTH
paboTHI C OPTTEXHUKOM.

Tema 3.4 DiekTpoHHOE JOKyMeHTHPOBaHKe. [IoHsATHE «3JIEKTPOHHBIH TOKYMEHT).
[IpeumymecTBa mnepepadyn JOKYMEHTa C KOMIBIOTEPA Ha KOMIBIOTEp.  YCTaHOBKa Ha
KOMIIBIOTEPE CIELUAIIBHO BBIACIEHHOW NaKU s MOCTYNAIIMX J0KyMeHTOB. [IpenmMyiectsa
anekTpoHHOM mouThl. Jloctynm k Internet. Cuctema peructpauuu u KoHTpousisi. Co3maHue
ANIEKTPOHHOM 0a3bl  JaHHBIX. [loMCK JOKyMeHTa.OKCKypcuss B apXuB MypMaHCKOTO
ApPKTUYECKOI0 FOCYJapCTBEHHOTO YHUBEPCUTETA.

6. IIEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHMWA,
HEOBXOJINMOTI'O JJId OCBOEHUA JUCHUIIJINHBI (MOY JIS).

OcHoBHasi IuTEpaTypa:

1. Oenepanpubiii 3akoH 0T 22.10.2004 Ne 125-®3 «O06 apxuBHOM jene B Poccuiickoii
Oenepanuny (pen. denepanbHbix 3akoHOB OoT 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. Oenepanpiblii 3akoH "O0 nHpopmauuu, nHGoOpMaTU3aLMU U 3amuTe uHpopManuu". 3aKoH
nonmnucan [Ipesunentom Poccuiickoit deneparum 20 dhespans 1995 roga N 24-03

3. 3akoH Mypmanckoir obmactu ot 20.02.2006 Ne 730-01-3MO «OO6 apXxuBHOM Jiene B
MypmaHcKoii 001acTh

4. ®enepanbubiii 3akoH 0T 27 uronst 2006 r. N 152-03 "O nepcoHaIbHBIX JaHHBIX "

5. OenepanpHblii 3ak0H OT 2 Mas 2006 r. N 59-03"O mnopsiake paccMOTpeHHs OOpalleHui

rpaxan Poccwuiickoii @enepanun" C u3BMEHEHUSIMHA U AOTIONHEHUIME OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 ., 24 Hosi6ps 2014 .

6. [lpaBuna genompow3BojACTBA B (pellepalbHBIX  OpraHax HWCIOJHHUTEIBHON  BJIACTH
(yrBepxxaensl nocranoBienueM [IpasurenscrBa Poccuiickoit @enepaunn ot 15.06.2009 Ne 477
7. [lepedyeHb THUMOBBIX YIPABJICHYCCKUX APXHUBHBIX JOKYMEHTOB, O00pa3yIONIMXCS B IMPOIECCE

JIESATEJIbHOCTU I'OCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABJIEHUs U OpraHu3aluii, ¢ yKa3aHueM
CPOKOB XpaHeHHus. YTBep:KleH npukazoM MunucrepcTBa KyabTypsl Poccuiickoit denepanuu ot 25 aBrycra
2010 r. Ne 558

JlonmoJHUTeIbHAA JINTepaTypa:

l. [Mucemo Munobpazsanus P® ot 20 mexadps 2000 roma N 03-51/64 «O Metoamdeckux
PEKOMEHIAMAX 110 paboTe ¢ JOKYMEHTaMH B 00111€00pa30BaTEIbHBIX YUPEKICHUIX)
2. Opranusanysi JeJIonpon3BoicTBa U JoKkymMeHToooopoTta JJOY [Tekct]: meroa. pek. / JI. W.

Jlykuna. - M. : Cdepa, 2009. - 128 c.



3. Conoryd, O.I1. Jlenonmpou3BOJACTBO: COCTaBJICHWE, pEAaKTHpOBaHHWE W  00paboTKa
JokyMmeHToB: YueOHoe nocodue / O.I1. Conory6. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JAUCHUIIJTINHBI
MOAYJIA)
B oOpazoBaTenbHOM IpoIecce UCIONIb3YIOTC:

— ydeOHBbIC ayAUTOPHUH ISl TIPOBEACHUS YUYCOHBIX 3aHSTHI, OCHAIIEHHBIE 000PYAOBaHUEM W
TEXHUYECKUMHU CpeAcTBaMU o0ydeHus: yuyeOHas wmeOenb, IIK, oGopynoBanme s
JEMOHCTpALMK MPE3EeHTAINi, HarJIaJHbIe TOCOOUS;

— TMOMENICHUs MJII CaMOCTOSTENIbHOM paboOThl, OCHAICHHBIE KOMIBIOTEPHON TEXHUKOH C
BO3MOXKHOCTBIO MOJIKIIIOUEHUS K ceTu «MHTepHEeT» U 00ecreueHrneM JOCTyma B JIEKTPOHHYIO
nH(popManmoHHO-00pa3oBaTeNbHYIO cpeny MATY.

7.1 HEPEYEHDb JIUIHEH3UOHHOI'O TIPOTPAMMHOI'O OBECIIEUEHU S
JInueH3uoHHoOe MporpaMMHoe o0ecreyeHne 0Te4YeCTBEHHOr0 MPOU3BOICTBA
KasperskyAnti-Virus

JInueH3MoHHOE MPOorpaMMHoe o0ecredeHue 3apy0e:KHOro Npou3BoACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHOe odecrieyeHne 0Te4eCTBEHHOI0 MPOU3BO/ICTBA
7Zip

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHoOe odecriedeHne 3apy0e;KHOro NPoN3BoACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJIEKTPOHHO-BUBJIUOTEYHBIE CUCTEMMbI:

OBC u3narenncrBa «J1anb» https://e.lanbook.com/

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

OBC «YHuBepcurerckas Oubauorexa oHirain» 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 THOOPMALIMOHHBIE CITPABOYHBIE CUCTEMBI

1. CnpaBo4yHO-IpaBOBast nH(popManoHHas cucrema Koncynbrant [Tmroc
http://www.consultant.ru/

2. 00O «CoBpemeHHbIE MeAWa TEXHOJOTMM B  OOpa3oBaHUM H  KYJBTYpPe».
http://www.informio.ru/

8. UHBIE CBEJIEHUSI U MATEPHUAJIbI HA YCMOTPEHUME BEAYIIENA KA®EJIPHI
He npenycmotpeHo.

9. OBECIIEYEHUE OBPA30OBAHUA J1JIs1 JIML C OB3

st obecrieueHust 00pa30BaHMSI MHBATUIIOB U JIUI] C OTPAHUYCHHBIMU BO3MOXKHOCTSIMH 3/I0POBbS
peanu3anys JTUCLUIUIMHBI MOXXET OCYIIECTBISTHCA B aJalNTUPOBAHHOM BHJIE, C Y4YETOM
cnenupuKd OCBOCHUS U JUJAKTUYECKUX TpeOOBaHMIA, WCXOAS W3 HWHIWBUIYaTbHBIX
BO3MOXKHOCTEH U M0 JTUYHOMY 3asIBICHUIO 00YJaroIIerocs.






