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1. HEJIb OCBOEHUA JUCHUIIJIMHBI (MOAYJIS) — dopmupoBaHne y o0ydaromuxcs
TEOPETUYECKUX 3HAHUW M TPAKTUUYECKUX YMEHUH [UIs OpraHu3alllM JAeJIONpPOU3BOJICTBA,
HEOOXO/JMMBIE TpPU BBHIMOJHEHUH ONEpalii 1Mo co3JaHui0 U 00paboTKe OpraHU3alMOHHO-
pacnopsaIuTeNbHBIX JOKYMEHTOB, BEIEHHUS JEJIOBOM IEpenucKd, aHajan3a HH()OPMAIIMOHHBIX
IOTOKOB ¥ HH(OPMAIIMOHHOTO B3aUMOACWUCTBUS B OpraHU3allMl, COBEPIICHCTBOBAHHH
TEXHOJIOTUH JTOKYMEHTALIMOHHOTO O00eCHeueHs] YIpaBICHUS M apXWBHOro Jena Ha Oase

HoBeWmux [T-TexHomoruit, o0ecreueHus: TeKyIero XpaHeHus: JOKyMEHTOB.

2. TPEBOBAHMUS K PE3YJIBTATAM OCBOEHUSA JUCHUIIVIMHBI (MOAY JIS1)

B pesynberare

KOMIICTCHIIN UM

OCBOCHHA

JUCHHUILINHEI

(Momynst)  (OPMHUPYIOTCA — CIICIYIOIIUE

CrniocoOeH ynpaBisiTh CBOUM BpPEMEHEM, BBICTpauBaTh M PEAIM3OBBIBATH TPACKTOPHUIO
CaMOpPa3BUTHS Ha OCHOBE MPUHIIMIIOB 00pa3oBaHus B TeueHue Beeil xu3nu (YK-6)

[TepeueHs IaHUPYEMBIX PE3YIHTATOB OOYUCHHS 110 AUCIUTLINHE (MOIYIIIO), COOTHECECHHBIX C
WHIUKATOpaMU JOCTUKEHHUSI KOMIIETEHIUN

Komnerenmus Nuaukaropsl Pe3yabTarnl 00y4eHus
KOMIIeTCHIM
VYK-6. Ciocoben VYK-6.1. 3HaTh: HOPMATHBHBIC JOKYMEHTHI MO YHH(PUKAINH H
yrpaBisaTh cBouM | Ompenensier CTaHIapTH3AIUU B obnactu JIOKyMEHTAIIUH,
BPEMEHEM, CBOU JINYHBIE JNEUCTBYIOIIME Ha TeppuTopun PD; rocygapcTBEeHHBbIE
BBICTpauBaTh U pecypchl, CTaH/IapTHI U 3aKOHOJATENbHBIC AKTBI 1o
pean30BbIBaTh BO3MOXXHOCTH M | TOKYMEHTHPOBAHHUIO;
TPACKTOPUIO OTpaHHYCHUS CUCTEMBI JJOKYMEHTAIINH, TPeOOBAaHUS K COCTABICHUIO U
caMOpa3BUTHUA HA | JJs 0(OPMIICHHIO TOKYMEHTOB;
OCHOBE TOCTHKEHUS TUTIOBBIE ~ HMHCTPYKIMH 1O  JEJIONPOU3BOICTBY,
MPUHIIUIIOB MOCTaBJIEHHOW | perjJaMeHT paboThl, JOKHOCTHBIE HHCTPYKIIUU;
o0Opa3oBaHus B (05 OCHOBHBIE BHJIBI JOKYMEHTOB, PETJIaMEHTHPYIOIINX
TEUYEeHHUE BCEN VK-6.2. 00pa3zoBaTeNbHYIO JIEATEIBHOCTD;
KU3HU Coznaet u OCHOBBI  JICJIONIPOM3BOJICTBA B 00pa3oBaTEIILHOM
JOCTpanBaeT YUPEXKJICHUU.
UHIVBHUAYAJIbHY | YMETh: pallMOHAIBHO U 3((HEKTHBHO OpPraHU30BHIBATH
10 TPAEKTOPHUIO | IEJIONPOU3BOJACTBO B 00pa3oBaTeNbHON OpraHu3alvu;
CaMOpa3BUTHS COCTaBISTh Y4€OHO-METOJWYECKHE U HOPMATHUBHO-
IIPY [TOJIyYECHUN | IIPABOBBIC JOKYMEHTHI, perJamMeHTHpyIolre
npodeccuoHanb | AeITENbHOCTH 00Pa30BaTEIbHON OPraHU3aIHH
HOTO Bnagers: Meromamu, cmocobamMuM U CpeNCTBaAMU
o0pa3oBaHus NOJIy4YEHUs1, XpaHEHUs, epepadoTku HHPOpMaIny,
OCHOBaMHU KOMIIBIOTEPHON TPAaMOTHOCTH;
TEXHOJIOTHEH  OpraHu3aluu  JIeJONPOU3BOJICTBA B
00pa3oBaTeIbHOM YUPEKICHUH.

3. YKABAHHUE MECTA
OBPA3OBATEJIbHON ITPOT' PAMMABI.

JucuuIummHaa

«J1enonpou3BoACTBO U

JUCHUIIVIMHBI (MOAYJIA)

B CTPYKTYPE

JTOKYyMEHTOOOOpPOT B  00pa3oBaTeIbHOM

VUPEXKICHUN» B CTPYKType€ OCHOBHOH mMpodecCHOHaIbHON 00pa30oBaTEIbHOM MPOTrPaMMBI

HanpasieHuss noaroroskun 44.03.03 CnenuanbHoe

(medexTonoruueckoe) 00Opa3oBaHUE,

HaIpaBJIeHHOCTH (Mpoduis) Jloronenus sBisieTcst hakyIbTaTHBOM.




INPEIIOJABATEJIEM  (ITO

4. OFBEM JUCLMIIJIMHBI (MOAYJISI) B 3AUETHBIX EJUHHUIIAX C
YKA3AHHUEM KOJHUYECTBA AKAJEMHMYECKHX WJIN ACTPOHOMMWYECKHUX
YACOB, BBIJIEJJEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIUXCS C
3AHATHUN)

BUJIAM  YUYEBHbBIX

CAMOCTOATEJIBHYIO PABOTY OBYYAIOIIIUXCHI.

N HA

OO6m1ast TpyI0EMKOCTh TUCIUIUIMHBI COCTABISIET | 3a4eTHYIO equHUIlY WiiH 36 yacoB (3
pacuera 1 3.e.= 36 yacoB).
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B unTepakTUBHBIX (pOopMax Yackl HCHOIB3YIOTCS B BUAE KPYIJIOTO CTOJIA.

Ino

KOJINMYECTBA AKAJEMMYECKHUX WJIN

5. COAEP KXAHHUE JUCHUIIJIMHBI (MOAYJIsA), CTPYKTYPUPOBAHHOE
TEMAM (PA3JIEJIAM) C VYKA3AHMEM OTBEJIEHHOI'O HA HHX

BHJIOB YUEBHBIX 3AHSITHIA.

ACTPOHOMHMYECKHUX YACOB H

HaumenoBanue
pasznena, TeEMBI

KouraktHas

abora

JK

I1P

JIb

Bcero KOHTaKTHBIX

qaCoB

N3 Hux B

KoJ1-BO 4acoB Ha

MHTEPaKTUBHON
CPC

P RPN

KoJi1-B0 yacoB Ha
KOHTPOJIb

Paznen 1. Conepxanue, 3HaueHue
JEJI0NPOU3BOACTBA. TexHOIOrus
OpraHu3alyy JeJI0NPON3BOICTBA B
00pa30BaTEILHOM YUPEXKACHUU

Paznen 2. HopmatuBHO-
3aKoHOfarenpHas 6a3a. OCHOBHBIC
BUJIBI IOKYMEHTOB U CHCTEMBI
nokyMeHTaruu. OcoOeHHOCTH
MOJITOTOBKH ¥ 0(hOpMITCHHS
OTACJIbHBIX BUAOB TOKYMCHTOB

Paznen 3. ®opmupoBanue nen u
OpraHu3alusa XpaHeHUs
JTOKYMEHTOB. DKCIIepTH3a
OCHHOCTHU JOKYMCHTOB.
TexHnueckue cpecTBa,
HUCIIOJIb3YCMBIC B
JIEJIONPOU3BOJICTBE. DJICKTPOHHBIMN




JOKYMEHTO0000pOT

3a4€CT

UTOIO: 4 10 - 14 |2 22

Conep:xaHue TMCHMILIAHBI (MOTYJIs1)

Pa3nen 1. Conep:xkanue, 3HaueHue Je10npousBoacTea. TexHosorus
OpPraHM3alyH 1eJIONMPOU3BOCTBA B 00pa30BaTEJIbHOM YUpeKIeHUN

Tema 1.1 OcHOBHBIE TEPMHMHBI U NOHATHE «1eJONPOU3BOACTBO». cTOPHSI BOSHMKHOBEHHS
U OCHOBHBIE 3TAMbI PA3BUTHS 1eJ0NPOU3BOAcTBA. CHcTeMbl OPraHU3anMN
AeaonpousBoacTBa. [loHsATHE H MPUHIMIBI OPraHU3AIUH JOKYMEHT0000pOTA

[TonsTHe «aenonponsBoacTBo». OCHOBHBIE LIENH U 3a/la4u Jiesonpou3BoacTea. Heodxoaumocts
OpraHu3alluy JEJONPOU3BOICTBA B YUPEKICHUHN. 3HAUCHUE JICIONPOU3BOICTBA B JCSITEIHHOCTH
oOpa3oBaTenbHOro yupexaeHus. Cekperapb, 1eI0NPOU3BOIUTENb, JOKYMEHTOBE, KaHIECIAPHSL.
HcTtopuueckue stambl pa3BUTHS Aeionpou3BoacTBa B Poccun. CoBpeMeHHOE TOCYAapCTBEHHOE
peryaupoBaHue  jAenonpou3BoacTBa. CHCTeMBl  €JIONPOM3BOJACTBA:  LEHTPAIU30BaHHAS,
JIeIIeHTpaIn30BanHas, cMemanHas. CTpykTypa u 00bEM J0KyMeHTooOOpoTa. OCHOBHBIE
IPUHIUIBI OPraHN3alui PadOThI C TOKYMEHTOIIOTOKAMH, KaK CO3JJaHNE ONTUMAJIbHBIX YCIOBUH
JUIs  BCEX BHJIOB paboTel ¢ JoKyMeHTamMu. OpraHu3allioHHas CTPYKTypa I[epcoHaa,
obecreunBaronero paboTy ¢ JOKyMEHTaMHU.

Tema 1.2 PekBU3UTHI 10KyMeHTOB. Perucrpanusi 1 uHaekcanusi 10KkymMeHToB. CTpyKkTypa 0a3
AaHHBIX A0KyMeHTOB. IIpuem, 00pa0oTka M pacnpeneieHHe NOCTYNAIIUX JTOKYMEHTOB.
Opranuzanust 00pad0TKH M Nepeaavu OTIPABJIsSIeMbIX TOKYMEHTOB.

[lonarue pexBusuTa AoKymMeHTa. Buasl pexBusuroB. IIpaBuna odopmieHus peKBHU3UTOB
nokymeHToB.  Dopmynsap-oOpaszen.  brmank goxkymenTta. Bunbl 6mankoB.  TpeboBanus k
Omankam gokymeHToB. lllaGmonsl. MHAekcanust U peructpanus JOKyMEHTOB. Buasl u Gopmsl
perucTpauuyd JOKYMEHTOB. TpeboBaHHs K TeKCTaM CIIy)KEOHBIX JOKYMEHTOB: KPaTKOCTh U TOYHOCTH
HU3JI0XKCHUA I/IH(l)OpMaI_[I/II/I, HCKIIIOYCHUE OBOAKOI'O TOJIKOBAaHHA, 00BEKTUBHOCTL H AOCTOBCPHOCTDH
uHGOPMAIUH, COCTABJICHUE IPOCTHIX JOKYMEHTOB, CTPYKTypHPOBaHHE TEKCTa JOKYMEHTA, IIMPOKOE
WCIIOJIB30BaHUE TpadapeTHBIX W THIOBBIX TEKCTOB IPH OIHMCAHWH ITOBTOPSIOIINXCS YIIPABICHUCCKUX
cutyanuit. SI3bIK M CTHIIb CIYKEOHBIX JOKYMEHTOB. JTambl 0OpabOTKH BXOSIIUX JTOKYMEHTOB.
[lepBuunas o00paboTka BXOISAMIMX JOKYMEHTOB. Perucrtpupyemble U HeperucTpupyembie
nokyMeHTHI. [IpeaBapuTenbHOE pacCMOTPEHUE NOKYMEHTOB JJIsl HANPABICHUS HCIIOTHUTEIISIM.
Pe3omronus.

[Topsigok  MOATOTOBKM  HUCXOASMMMX  JOKyMeHTOB. (CocTaBieHuUE TMpPOEKTa JOKYMEHTa,
corjiacoBaHue, noanvcanue (yrBepxkieHue), ThupaxupoBaHue. CriocoObl U METOIbI OTIPABKU
UCXOISAIIUX JOKyMeHTOB. OOmiasi XapakTepucTHKa CIyKeOHOW mepenucku. Pa3sHOBHIHOCTH
CIIy’)keOHBIX MHUCEM (COMPOBOAUTENBHOE MHUCHMO, MUCHMO-IPOCHOA, MUCHMO-3aMpOC, MUCHMO-
OTBET, MHUCHMO-COOOIICHHE, WHPOPMAIIMOHHOE TMHCHMO, TapaHTUWHOE MHUCHMO, MHUCHBMO-
MpUrianeHue u T.1.).

Tema 1.3 Ilopsinok NpoxoxkIeHUsi BHYTPEHHHUX JTOKYMeHTOB. OpraHu3zanusi KOHTPOJsI 3a
HCIOJHEHHEeM JTOKYMeHTOB. PadoTa ncnosiHuTeiei ¢ JokyMmeHTaMu. Opranu3anusi NOUCKOBOIM
CHCTeMbI 110 TIOKYMeHTaM.

BHyTpeHHHe TOKYMEHTHI 00pa30BaTEeNbHONW OpraHM3alvy (3asBJICHUS, CIY)KEOHbBIC 3aIUCKH,
JOKJIaHble, OOBSICHUTENbHBIC, CIIPAaBKHU, CBOJKH, OT4YeThl U Ap.). Iloaroroska, odopmieHue,
peructpauus. [IpaBuna NMOCTaHOBKK JOKYMEHTOB Ha KOHTPOJIb. IlOpsiIOK CHSITHSL TOKYMEHTOB C
KOHTpoiA. OT4er MO KCHOJHEHUIO KOHTPOJBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOIHEHUE
JAOKYMCHTOB COTpyYAHHKaMH B COOTBCTCTBUHM C HUX HOOJDKHOCTHBIMH OGHS&HHOCTHMH )41




pe30JIIOIMEeN  PYKOBOAMTENS. OTBETCTBEHHOCTh 32 HecoOmwaeHHe  TpeOOBaHMI
HACIOJIHUTEIbCKON AJUCLHUIIIINHBI, 3a HCIIPAaBUJILHOC HUCITOJIb30BaHUC ﬂeﬁCTBYIOHlHX
HOPMAaTUBHBIX JOKYMEHTOB B MOJATOTOBKE, OPOPMIICHUU U HCIOJHEHUHU JOKYMEHTOB B CPOK.
[TouckoBas cucrema OKyMEHTOB - KapTOTEKM W KJacCU(MKAIMOHHBIC CIPABOYHHKHU. Bubl
KapToTeK. Bupl kitaccu(uKalMOHHBIX CIIPAaBOYHUKOB.

Tema 1.4 Cnocodbl W MeTOIbI J0CTABKH [TOKYMeHTOB. OQ0padoTka KoH(pHIeHIHATBHBIX
JOKYMEHTOB M JOKYMEHTOB /Il CJIY:KeOHOr0 TMOJIb30BaHMSL. JKCKYPpCHMS B 0TI
JeJI0npou3BoaAcTBa MypMaHCKOr0 ApKTHYECKOI0 roCyIapCTBEHHOI0 YHMBEPCHUTETA.
Opranuzaiiysi TOYTOBOM, KYphEpPCKOM M SKCHPECC-TOCTaBKUA AOKYMEHTOB. [IOHSTHS: «II€HHOCTh U
0e30omacHOCTh  MHGOPMAIMU», «KOHPUIECHIIUATLHOCTE», «yrpo3a KOH(MUICHIIUATEHOCTH,
«3amuTta uHopMmanuu». be3omacHOCTh IIEHHBIX HWH(POPMAIIMOHHBIX pecypcoB. lleHHas
nH(popmanusa u KoH(GUIESHIIUATBLHBIE TOKYMEHTHI. PernamenTaius cocraBa KOH(GUISHIINATBHBIX
CBeCHH W JOKyMEeHTOB. llopsimok paboTel ¢ KOHOUACHIHMATBHBIMUA JOKYMEHTAMH U
Matepuanamu. Kondunenunansuas nHGOpMAIHs U CBEJCHUS B IEITEIHOCTH 00pa30BaTeIbHON
OpraHu3aIuu.

Pasnen 2. HopmaTtuBHO-3aKk0HOAaTeIbHAsA 0a3a. OCHOBHBIE BUIbI JOKYMEHTOB U
CHCTEeMBbI TOKYMeHTAIuU. OCO0eHHOCTH NOATOTOBKH H 0(pOPMIICHHUSA OTAEJbHBIX
BH/IOB IOKYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIE © HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aesionpousBoacTtsy. HopmaTtuBHoO-3aK0HOAATE/IbHbIE H HOPMATHBHO-METOAUYECKHE
AOKYMEHTBI 110 apXMBHOMY JeJIy.

3akoHomarenbHbIe akThl Poccuiickoit deneparu 1 MypMaHCKoO# 001aCTH, perIaMeHTHPYIOIINE
JIeNTOTIPOU3BOICTBO M apXUBHOE J1e10. ['ocyapcTBeHHbIE CTaHAAPThl U yHU(UKALUs B 00JIaCTH
JIETIONIPOU3BOJICTBA M apXHUBHOro Jena. MHCTpyKuus Mo Aeronpous3BOACTBY MuHMCTEpCTBA
oOpa3zoBanus u Hayku Poccuiickoit @enepanuu. MeToauueckiue peKOMEHAaluu 1Mo pa3padoTke
HOMEHKJIATYpbl ¥ HHCTPYKLHMHU TIO JIEJOMPOU3BOJACTBY B 00pa30BaTEIbHOM YUPEKICHUU.
TumoBsle mepeyHU ¢ yKa3aHMEM CpPOKOB XpaHEHHUs JOKyMeHTOB. [IpaBmia paboThl apXHBOB
OpraHu3aIui.

Tema 2.2 Knaccupukanusi 1okymeHToB. FOpuanyeckas cujia nokymenta. HazHnauenue u
COCTAaB  OPraHM3allMOHHO-NPaBOBOl  JokymeHTanuu. Ha3nayeHme ®  cocrTaB
OPraHu3alOHHO-PACIIOPSIAUTEIbHON AoKyMeHTannu. HazHayeHHe M coCcTaB CIPaBOYHO-
UHG(pOPMALMOHHOI JOKYMEHTALMH.

Knaccudukanus 10KyMEHTOB, €e OCHOBHbIE MpPHU3HAKU. [ pynmbl JOKYMEHTOB - JOKYMEHTHI IO
o0mMM W aJMUHHCTPAaTHBHBIM BOIIpOcaM, T.€. IO BONpPOCaM OOIIEro PyKOBOJCTBA
OpEeNNpUsITHEM M €ro JAeSITeNbHOCTBbIO; - JOKYMEHThl 1O (YHKUUAM  YIpPaBIICHUS.
Knaccudpukanust cmyeOHBIX TOKYMEHTOB: IO aJMUHHUCTPATUBHBIM BOIIPOCaM; MO BOIIPOCaM
MaTepuaIbHO-TEXHUYECKOTO CHA0KEHUS; TOKYMEHTAallUs MO IUIAHUPOBAHMIO; 1O ONEpaTUBHON
NESTENILHOCTH; IO OYyXTalTepcKOMY Y4eTy; IO TOJArOTOBKE M PACCTAaHOBKE KaApOB H T.1.
Knaccudukanus mo HaMMEHOBAaHUIO: TPHUKA3bl, PACIOPSIKEHUS, IUIAHBI M OTYETHI, AaKThl,
MPOTOKOJIBI, TOTOBOPHKI, YCTaBbl, MHCTPYKIIMH, JOBEPECHHOCTH U T.A. Kiaccudukanus mo MecTy
COCTaBJICHUS, TIO CTENEHU YHU(DHUKAIUHM, MO MPOUCXOKACHUIO, MO BUAY OGOpPMIIEHHS, IO
croco0y ¢ukcanmuu WHPOPMAIMK, IO CTENEHH CIIOKHOCTH, IO CTENeHW TJIACHOCTH, IO
IOPUAMYECKON Cuile, [0 CpOKaM MKCIOJHEHUs, [0 CpOKaM XpaHEHUs, IO CTENeHHU
00513aTeNTLHOCTH.

Cucrema opraHu3aliOHHO-TIPAaBOBON JJOKYMEHTAIUU (YCTaB yUpeKICHHUs, MTOJI0KEHHS, INTAaTHOE
pacrnicanue, JOJDKHOCTHbIE HWHCTpyKiuu). CucreMa OpraHu3allMOHHO-PaCHOpSAIUTEIbHON
JTOKyMeHTanuu (yka3, IpuKas3, BBIHCKA U3 MpHKa3a, pacrnopsskeHue, nocranonienue). Cucrema
CIIPaBOYHO-UH(POPMAITMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asBICHHUE, MOKIa(HAs 3aMUCKa,



MpEeIIOKCHUE, TPEJCTaBICHNE, CIIy)KeOHas 3amucka, oObscHUTENTbHas). CxeMa MOATOTOBKH
pacnopsiANTENbHBIX TOKYMEHTOB. [IOpAI0K CHATHS 1 BBIIAYM KOIHUI C TOKYMEHTOB.

Tema 2.3 JlokanbHbIe HOpMAaTHBHBIE aKThl. CocTaB M padoTa ¢ KaAPOBO# AOKYMeHTalHe.
[lonoxenus, mpaBuiaa, WHCTPYKUMHM (IIpaBUIa BHYTPEHHETO TPYJOBOTO  pacHoOpsKa,
HHCTPYKIUU O MOPAAKEC OCYLICCTBICHUSA KaKo#-1100 ACATCIIbBHOCTH UJIKM MTOPAAKC NPUMCHCHUSA
NOJIOKEHUH 3aKOHOJATENbHBIX M HMHBIX HOPMATUBHBIX AaKTOB, IOJOXEHUS O CTPYKTYPHBIX
MOJPa3/IeICHUsX, KOJUIEKTUBHBINA OroBOp U Ap.). Ilopsimok odopmiieHUs U MOANUCAHUS 3TUX
JOKYMEHTOB JJIsl IPUMEHEHHsI KaK CaMOCTOATENbHBIX MPABOBBIX akToB. [IoHATHE M CTPyKTypa
NEepCOHANBHBIX JaHHBIX. O0s3aTeNnbHbIe KaAPOBBIE JOKYMEHTHI 00pa30BaTEIbHOM OpraHU3aIiH,
UX BUJBI, COCTaB, HOPMATHBHbIE TPEOOBAHUS K BEIECHUIO KaJPOBOM JOKYMEHTAlUH (IIPUKa3bl U
paclopsDKEHHsT 10 JIMYHOMY COCTaBy, 3asBJIEHUE, TPYIOBOW JOTOBOp, JOJDKHOCTHAS
UHCTPYKLIMSA, TPyHOBas KHUXKA, JIMYHAs KapToyKa, JIMYHOE Aej0). J[BHXKEHMEe M XpaHEHHe
KapoBOoil jJokyMeHTauuu. JKypHanbl U KHUTH YyueTa. McronHeHHe ColMallbHO-IIPaBOBBIX
3aIIpOCOB.

Pa3nen 3. ®opMupoBaHue ieJ1 1 OPraHU3aIusl XpaHEeHUs TOKYMEHTOB. JKCIepTU3a
LHEHHOCTH JOKYMEHTOB. TexHu4eckue cpecTBa, HCMOJIb3yeMble B
JAeJIONPON3BOACTBE. DJIEKTPOHHBIN JOKYMEHTO000POT

Tema 3.1 IlpaBmia cocTaB/ieHUSI HOMEHKJATYPbI e yupexaeHus. DopMupoBaHue H
opopmienne aea. OpraHuzanmsi ONEPAaTHMBHOIO XPaHeHWs JOKYMeHTOB. PopMmupoBaHue
apxuBa B 00pa30BaTeJIbHOM YUYpPeKACHHUH.

[lonsatne o «aene». Homenxnarypa nen. CocraBiieHHE HOMEHKJIATypbl J€l B
00pa30BaTeIbHOM YUPEXKICHUU. dopMHpoBaHUE JEII. [Ipu3naku 3aBeneHUs [em:
HOMUHAJIBHBIN, TPEIMETHO-BOIPOCHBIN, aBTOPCKHM, KOPPECHOHACHTCKUH, Teorpaduyueckuii,
xpoHosorudeckuii. Buapl apxuBoB. TpeGoBanus k apxuBam. [lopsmok nepegaun 10KyMEHTOB Ha
apxuBHOe XpaHeHue. CuctemaTu3aus JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIIPaBOYHBIM
anmapaToM (MCTOpHUYECKas CIIpaBKa, OINWCH JeJl TOCTOSHHOIO W BPEMEHHOIO XpaHEHUs
JIOKYMEHTOB, KHUTH y4e€Ta U ABUKEHUS JE).

Tema 3.2 /les;a MOCTOSAHHOIO W BPEMEHHOI0 CPOKAa XpaHeHHUsl. JKCIEPTHAs KOMHCCHS
yupexaeHusi. [lopsiioxk yHHYTOXKEeHHUsI JOKYMEHTOB.

OcCoOeHHOCTH XpaHEHHUs /e MOCTOSHHOIO, BpeMeHHOro (cBeimie 10 jer) u Jen mo JUYHOMY
coctaBy. Ilopsamok mnepemaunm pgen B [ocymapctBeHHble apxuBbl. Co3aHME HKCHEPTHOM
KOMHCCUU yupexaeHus. IlpoBeneHue SKcrepTu3bl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3ace/laHMil KOMUCCHM M aKTOB HAa yHMUYTOXeHHe zen. [Ipouenypa yHHUTOXKEHHUs
JIOKYMEHTOB.

Tema 3.3 MHcnouan3oanme IIK B pgenonmpomsBoacrBe. CpeacrBa KONHMPOBAHHMA U
OnepaTuBHOr0 pasMHokeHusi. [Ipuem u 00padoTKa TOKYMEHTOB, MOCTYNAKIIUX M0 KAHAJIAM
3JIEKTPOHHOM MOYTHI M (hakcumMuIbHOI cBsizu. [IpaBuiia 6e3onacHoil padoThI ¢ OPIrTEXHUKOIA.
KOMHBIOTCpHBIC cpeactBa IMOATOTOBKH  OOKYMCHTOB. Hcnonp3oBanue 11a0JI0HOB JIIsL
¢dopMHupoBaHUs JOKYMEHTOB Ha KOMIbioTepe. lcmoib3oBaHWe B KOMIbIOTEpEe OJaHKOB
nokyMmeHTOB. Co3nanue OJIaHKOB JOKYMEHTOB B KOMIbIOTEpe. M3roToBleHHEe, KOMMUPOBAHUE U
TUpaXUpOBaHUE JOKyMeHTOB. CpenctBa 00pabOTKU TOKYMEHTOB. JIOKYMEHTHI, TiepeaBacMbie
M0 KaHajaM CBS3H (TejaerpamMma, TeleKkc, ¢akcorpamma, TtenedoHorpamma). Ilonsrue
«oprrexHuka». OCHOBHbBIE BUbI OPraHU3AIMOHHON TexHUKU. [IpaBuia TexHUKH 0e30macHOCTH
paboTHI C OPITEXHUKOM.

Tema 3.4 DiekTpoHHOe NOKyMeHTHpPOBaHUe. [loHsITHE «3JIEKTPOHHBII T0KYMEHT».
[IpeumymiecTBa mepegaud JOKYMEHTa C KOMIIBIOTEpAa Ha KOMIBIOTEp.  YCTaHOBKAa Ha



KOMITBIOTEPE CIENHUAIBHO BBIJICJICHHOM MANKKU I NOCTYNAKLNX T0KyMEHTOB. [Ipenmyimectsa
anekTpoHHod mouthl. [octynm k Internet. Cucrema peructpauuu u KoHTpois. CoznaHue
AJICKTPOHHOM 0a3bl JaHHBIX. [loWck JOKyMeHTa. OKCKypcusi B apXuB MypMaHCKOTO
ApPKTUYECKOT0 FOCYJapCTBEHHOTO YHUBEPCUTETA.

6. HHEPEYEHDb YYEBHO-METOAUYECKOI'O OBECIIEYEHMNS,
HEOBXOJIUMOI'O JJIsA OCBOEHUA AUCHUIIJIMHBI (MOAY JISI).

OcHoBHas1 JiuTEeparypa:

1. OenepanpHblii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit
Oenepanun» (pea. Denepanbubix 3akoHOB oT 04.12.2006 Ne 202-®3, or 01.12.2007 Ne 318-®d3, ot
13.05.2008 Ne 68-®3, ot 08.05.2010 Ne 83-D3, o1 27.07.2010 Ne 227-D3)

2. OenepanpHblii 3akoH "OO0 WHpoOpManuu, HHPOPMATU3ALWU U 3amuTe WHpopManmu'. 3aKoH
nonmnucan [Ipesunentom Poccuiickoit deneparuu 20 despans 1995 roga N 24-D3

3. 3akon Mypmanckoir obnactu ot 20.02.2006 Ne 730-01-3MO «OG6 apxuBHOM [iene B
MypmaHCKoii 00macTu»

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

5. Oenepanpiblii 3ak0H oT 2 Masg 2006 1. N 59-03 "O nopsiake paccMOTpeHHs OOpalleHHi

rpaxkaan Poccwuiickoit @enepanun” C u3BMEHEHUAMH U JOTIOMHEHUSIME OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 ., 24 vosi6ps 2014 r.

6. IlpaBuna jJemonmpousBOACTBA B (efiepalibHBIX  OpraHax  HCIOJHUTEIBHOHW  BJIaCTH
(yrBepxaeHsl nocranosneHueM [IpasurenscrBa Poccuiickoii @enepanuu ot 15.06.2009 Ne 477
7. [lepeueHb THUIIOBBIX YIPABICHUYECKUX apXWUBHBIX JIOKYMEHTOB, 0Opa3yrOIIUXCS B IMPOIECcCce

JIeATENbHOCTH FOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPaBJIEHUS U OPraHU3alNi, C YKa3aHUEM
CPOKOB XpaHeHHus. YTBep:kIeH npukazoM MunucrepcrBa KyabTypsl Poccuiickoit denepanuu ot 25 aBrycra
2010 1. Ne 558

JdonmosiHUTEIbHAS JIUTEpATypa:

1. ITucemo MwunoOpazBanus P® or 20 nexabpst 2000 roga N 03-51/64 «O Meroanueckux
PEKOMEHAIMSIX TI0 padoTe ¢ JOKYMEHTaMH B 00Ie00Pa30BaTEIBHBIX YUPEHKICHUSIX >

2. Opranuzanus AeIonpou3BoAcTBa U goKymeHTtoobopota OV [Tekct]: meroa. pek. / JI. W.
Jlykuna. - M. : Cdepa, 2009. - 128 c.

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

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIHUITIINHBI
(MOJYJIsA)
B o6pazoBaTenbHOM IPOIECCE UCTIONIB3YIOTCS:

— y4eOHbBIE ayJUTOPUU IJIs MPOBEICHUS yUEOHBIX 3aHSATHH, OCHAIICHHBIE O00OpPYIOBAHUEM U
TeXHUYECKUMH CpelIcTBaMH oOydeHusi: ydyeOHas wMeOensb, I[IK, oOopymoBanue st
JEMOHCTpAIIMH MPE3ECHTAINH, HATJIHBIC TOCOOUS;

— TIOMEIIEHUS Il CaMOCTOSATEIbHOW pPabOThI, OCHAIIEHHBIE KOMITBIOTEPHOW TEXHUKOU C
BO3MOYKHOCTBIO MOJKITIOUEHUS K ceTH «MHTepHEeT» 1 00eCTIeueHHEeM I0CTYIa B AJICKTPOHHYIO
UH(POPMaLIMOHHO-00pa3oBaTenbHyio cpeny MALY.

7.1 IEPEYEHDb JIMEH3UOHHOI'O ITPOI'PAMMHOI'O OBECIIEYEHUA

JInneH3uoHHOE MPOrpaMMHOe ofecriedeHre 0Te4eCTBEHHOI0 MPOU3BOICTBA

Kaspersky Anti-Virus

JInleH3HOHHOEe MPOrpaMMHOe olecnedeHne 3apy0eKHOTr0 NPOU3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHoOe odecredeHne 0Te4eCTBEHHOT0 POU3BOACTBA

7Zip

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHoOe odecriedeHne 3apy0eKHOro NPon3BoACTBA

Adobe Reader



Mozilla FireFox
LibreOffice.org

7.2 QJIEKTPOHHO-BUBJIMOTEYHBIE CUCTEMBbI:

OBbC usznarensctBa «Jlaae» https://e.lanbook.com/

ObC uznarenbcrBa «FOpaiit» https://biblio-online.ru/

OBC «YHuBepcurerckas 6mbanoTeKa oHMaiH» https://biblioclub.ru/

7.3 COBPEMEHHBIE IPO®ECCHUOHAJIBHBIE BA3bI IAHHBIX
1. Cyne6nbie u HopMmaTuBHBIE akThl PO http://sudact.ru/

2. Uapopmanmonno-anamurrdeckas cuctema SCIENCE INDEX

3. DnekTponHas 0a3a JaHHBIX Scopus

4. bas3el manueix komnannu CLARIVATE ANALYTICS

7.4 UHO®OOPMALIMOHHBIE CITPABOYHBIE CUCTEMBbI

1. CrnpaBouHO-TIpaBOBast UH(POPMALIMOHHAS cucremMa KoHncynpTanT ITmroc
http://www.consultant.ru/

2. 000 «CoBpeMeHHBIE MeAWAa TEXHOJIOTMM B  OOpa3oBaHUU UM KYJIBType».
http://www.informio.ru/

8. UHBIE CBEJIEHUS U MATEPUAJIBI HA YCMOTPEHUE BEQYIIENA KA®EJIPBI
He npeagycmorpeno.

9. OBECIIEYEHHE OBPA3OBAHMUA JJIs1 JIUIL C OB3

st oGecrieueHnst 00pa30BaHUs MHBAIHMJIOB U JIUI] C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH 3/I0POBbSI
peanu3anus JUCUMIUIMHBI MOET OCYIIECTBISATHCS B aJalTUPOBAHHOM BHJIE, C YYETOM
cieniUKA OCBOCHHS W JTUJAKTHYECKMX TpeOOBaHMWM, WCXONS W3 HHIWBHIYATbHBIX
BO3MOXKHOCTEH U M0 TUYHOMY 3asIBIICHUIO 00YJarOIIerocs.



