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IMosicuuTeILHAS 3aIMCKA

O6bem muctumumHbl 1 3.€.
1. Pe3yabTarbl 00y4eHusi IO AUCHHUILVIMHE (MOAYJIIO), COOTHECEHHBIE C MHIMKATOPaMU
JTOCTHDKCHHST KOMITETEHIIUM, YCTAaHOBJIICHHBIMA 00pa30BaTeIbHON MTPOTrpaMMOit

KoMmnerennus

HNupuxatopsl
KOMIIeTeHIIN I

Pe3ysbTaThl 00y4eHust

YK-4. Cniocoben
OCYUIECTBIISATh

it 0:3% )
KOMMYHUKAIIHIO B
YCTHOU ¥ MUCbMEHHON
dhopmax Ha
TOCYAapCTBEHHOM
si3p1ke Poccuiickoit
deneparu u
WHOCTPaHHOM(BIX)
sI3BIKE(ax)

VK-6. Cnocoben
YIPaBJIATH CBOUM
BPEMCHEM,
BBICTPAUBAaTh U
peaM30BBIBATH
TPACKTOPHIO
caMOpa3BUTHA Ha
OCHOBE TIPHHIIUIIOB
obpa3oBaHus B
TCUYCHHUE BCCH KU3HH

VK-4.1. Bnageet cucremoit
HOPM PYCCKOTO
JUTEPATYPHOTO SI3bIKA MPU
€ro UCMOJIb30BaHUH B
KauyecTBE roCyJapCTBEHHOTO
si3pika PD 1 Hopmamu
WHOCTPAHHOTO(BIX)
sI3bIKa(0B), UCTIOJB3YET
pa3nnaHbie (HOPMBI, BUIIBI
YCTHOUM ¥ TUCbMEHHOU
KOMMYHHUKAIIHH.

VK-4.2. Ucnons3yet
SI3BIKOBBIE CPECTBA ISt
JIOCTHXKEHUS
npoQeCCUOHANBHBIX IIeIICH
Ha PYCCKOM H
WHOCTPaHHOM(BIX)
sI3bIKe(ax) B paMKax
MEXJIMIHOCTHOTO ¥
MEXKYJIbTYPHOTO OOIIECHHUS

VK-6.1. OuenuBaet
JIMYHOCTHBIC PECYPCHI 10
JIOCTHIKCHUIO LI
caMopa3BUTHUA U
YIpaBJICHUS] CBOUM
BpEMEHEM Ha OCHOBE
MIPUHIIAIIOB 00pa30BaHMs B
TCUCHHUE BCCH KU3HH.

VK-6.2. Kputnuecku
ouennBaet 3peKTHBHOCTL
UCIIOJIb30BaHMsI BpEMEHH U
JIPYTHX PECypcoB IpH
peanu3aniy TpaeKTOPHU
CaMOpa3BUTHSL.

3HaTh: HOpMAaTUBHBIC JOKYMCHTBI 110 yHI/I(l)I/IKaIII/II/I nu

CTaH/apTU3ALUT B obnactn JIOKYMEHTaluH,
neiictByromue Ha Teppuropuun Pd; rocynapcTBeHHBIE
CTaHAaPTHI " 3aKOHO/IaTEJIbHBIC aKThI 1o
JIOKYMEHTHPOBAHHUIO;

CHUCTEMbI JOKYMEHTAI[MH, TPEOOBAaHMS K COCTABICHHIO U
0(hOPMIICHHIO TOKYMEHTOB;

TUIOBBIE MHCTPYKLHUH IO JIEJIIONPOU3BOACTBY, PEriaMeHT
paboThl, JOKHOCTHBIC HHCTPYKIINH;

OCHOBHBIE BHIBI JIOKYMEHTOB, pETJIaMEHTHPYIOIIHX
00pa3oBaTeNbHYIO ACSITEIHLHOCTD;

OCHOBBI JIeJIONPOU3BO/ICTBA B 00pa3oBaTEILHOM
YUPEXKIICHUU.

YMeTh: panuoHanbHO U 3()(HEKTUBHO OpPraHU30BHIBATH
JIEJIOTIPOU3BOJCTBO B 00pa30BaTEIbHON OpraHU3AINM;
COCTaBJIATh  y4eOHO-METOAMYCCKHE UM  HOPMATHBHO-
IIPaBOBBIC JIOKYMEHTBI, periiaMeHTUpYyIoLe
JIeSITETTFHOCTH 00pa30BaTeIbHONM OpTaHU3aINH

Brnanets: MeTomamm, cnocobaMu M CpecTBaMU

IIOJIy4EHUH, XpaHEeHus, nepepadoTKu
uHpopManuy, OCHOBaMH KOMITBIOTEPHOU
IPaMOTHOCTH;  TEXHOJOIMEM  OpraHu3ainuu
JEIIONPOU3BOCTBA B 00pa3oBaTeILHOM
YUPEKIACHUU.

2. Coaep:xxaHue TUCHMILINHBI (MOTYJIs1)

Pa3nen 1. Conep:xkanue, 3HaueHue Jae10npou3BoacTBa. TexHosorus
OpPraHM3alyH 1eJIONPOU3BOCTBA B 00pa30BaTEIbHOM YUpeKIeHUU

Tema 1.1 OcHOBHBIE TEPMHMHBI U MOHATHE «1eJONPOU3BOACTBO». IcTOpPHSI BOSHMKHOBEHHS
U OCHOBHBIE 3TAMbI PA3BUTHS 1eJ0NPou3BoAcTBA. CHcTeMBbl OpraHu3anuu

aesionpou3BoacTBa. [loHsiTHe M NIPUHUIMIIBI OPraHU3ANNH JOKYMEHT0000pOTA

Ionstue «aemonpou3BoacTBo». OCHOBHBIC IIETH M 3aJa4d JCJIONPOU3BOACTBA. HeoOX0aMMOCTh OpraHu3aluu
JICTIONPOU3BOJICTBA B YUPEkKAeHHN. 3HAUCHUE ACTIONPOU3BOJICTBA B JIESITEILHOCTH 00Pa30BATEILHOIO YUPEIKACHHSL.
Cekperapb, IeIONPOU3BOANUTEIb, JOKYMEHTOBE/, KaHIEspHs. FICTOpuuecKue 3Tanbl pa3BUTHS JIEIONPOU3BOACTBA
B Poccun. CoBpeMEHHOE TOCYAapCTBEHHOE PEryJIMpOBaHUE AENONPOU3BOACTBA. CHCTEMBI JENONPOM3BOACTBA:
[EHTpaTN30BaHHAs, IeICHTpaIn30BaHHass, cMmemanHas. CTpykrypa W 00bEM JTOoKyMeHTooOopota. OCHOBHEIE




MPUHIHUIIBI OpTraHU3aluu pa60TLI C JOKYMCHTOIIOTOKaMH, KaK CO3JaHUC OINTUMAJIbHBIX yCHOBI/Iﬁ JJId BCEX BUIOB
pa6OTLI C TOKYMCHTaMHU. OpFaHI/ISaHI/IOHHaﬂ CTPYKTYypa nepcoHala, 06€CH€‘II/IBa}OHI€I‘O pa60Ty C JOKYyMCHTaMMU.

Tema 1.2 PexkBU3UTHI 10KyMeHTOB. Perucrpanusi 1 uHaexcanusi 10KyMeHToB. CTpyKTypa 0a3
JaHHBIX JA0KyMeHTOB. Ilpuem, oOpabdorka m pacnpenejieHHe MNOCTYNAKIIMX JTOKYMEHTOB.
Opranusanus 00padoTKH U NepeJayu OTIPABJIAEMbIX J0KYMEHTOB.

ITonstue PEeKBU3UTA OOKYMCHTA. BI/IILI)I PEKBU3UTOB. HpaBMna O(bOpMJ'IGHI/ISI PCKBU3BUTOB JOKYMCHTOB.
dopmyisp-oOpaser. bnank noxymenta. Bunel OnankoB. TpeGoBanus k Onankam nokyMeHTOB. I11abnoHBI.
WHpeKkcanuss ¥ perucTpauus J0KyMEHTOB. Bujbsl U GpOpMbI perucTpanuu JOKyMeHToB. 1peOOBaHUSI K TEKCTaM
CJ'Iy>K€6HI>IX AOKYMCHTOB: KPATKOCTb W TOYHOCTb U3JIOKCHUS I/IH(l)OpMaLII/II/I, HCKIIIOUCHHUE IBOAKOI'O
TOJIKOBAaHHA, 00BEKTUBHOCTL H AOCTOBCPHOCTH I/IH(i)OpMaLII/II/I, COCTAaBJICHUC TMPOCTBIX OJOKYMCHTOB,
CTPYKTYPHUPOBaHHE TEKCTa JOKYMEHTA, IUPOKOE HUCIOIb30BaHUE TpadapeTHBIX U TUIIOBBIX TEKCTOB IPHU
OIMMMCAHUU TMMOBTOPAIOHIUXCA YIIPABICHUCCKUX CHTyaHHﬁ. SI3BIK U CTHIb CJ'Iy)Ke6HI>IX HOKYMCHTOB. DTaIkl
00paboTKN BXOASAIIMX JOKyMeHTOB.  [lepBuuHas o00paboTka BXOASIIUX JOKYMEHTOB. Perucrpupyembie u
HCPETUCTPUPYCMBIC JTOKYMCHTHI. HpeI[BapI/ITGHLHOG PacCMOTPCHUEC NJOKYMCHTOB JIsI HAIPABJICHUSA UCIIOJTHUTCIIAM.
Pesomonusi.

HOpﬂL[OK NOATOTOBKU HUCXOAAIINX HOKYMCHTOB. CocraBiieHue MMpOCKTa NOKYMCHTA, COIrJIaCOBAHUEC, MOANNCAHUC
(yrBepkaeHue), THpaxupoBaHue. CrocoObl 1 METOJIbI OTHPABKH MCXOISMIINX AOKyMEHTOB. OOIIas XapakTeprucTHKa
CJ'Iy)Ke6HOfI MEePEIrCKU. PaSHOBI/IILHOCTI/I CJ'Iy)Ke6HI)IX IIUCEM (COHpOBOI[I/ITGHLHOG MHUCbMO, HP[CLMO-HpOCL6a,
MMACbMO-3a1mIpoC, NUCbMO-OTBET, HP[CI)MO-COO6HICHI/IC, I/IH(l)OpMaHI/IOHHOG IIMUCbMO, l"apaHTHfIHOC nUuCbMO, IMTHUCBMO-
MpUTJIAlIEHUE U T.1.).

Tema 1.3 Ilopsimok NpoxoxkIeHUsi BHYTPEHHHX TOKYMeHTOB. OpraHu3zainusi KOHTPOJsI 3a
HCIOJHEHHEM T0OKYMeHTOB. PadoTa ncnosHuTelie ¢ JokyMeHTaMu. Opranu3anusi NOUCKOBOM

CHUCTEMBI IO TOKYMECHTaM.

BuyTtpenane mokyMeHTHI 00pa30BaTeNBPHONW OpraHU3aIM (3asABJICHUS, CIY)KEOHBIE 3alUCKH, IOKJIaIHBIE,
OOBSICHUTENIFHBIE, CIIPAaBKH, CBOIKH, OTYETH U 1p.). [logroroka, opopmienne, peructparwst. [IpaBuia mocTaHOBKH
JOKYMEHTOB Ha KOHTPOJb. [10pSANOK CHATHSI TOKYMEHTOB ¢ KOHTPONS. OTYeT TI0 MICTIOMHEHUIO KOHTPOJIBHBIX TOKYMEHTOB.
OmnepaTHBHOE HCIIONHEHHE JOKYMEHTOB COTPYAHHKAMH B COOTBETCTBHH C MX JOJDKHOCTHBIMH OOS3aHHOCTSIMH H
pe3outrorueit pykopoautes. OTBETCTBEHHOCTh 32 HECOOIIO/ICHHE TPEOOBAHMIA UCTIONHUTEIBCKON TUCIUILIHHEL, 32
HCTPABUIILHOE HCIOJIb30BAHUE JCHCTBYIOIIUX HOPMATHBHBIX JIOKYMEHTOB B MOJTrOTOBKE, O(QOpPMIICHUU W
UCIIOJIHCHUH JTOKYMEHTOB B CpOK. I[loMCKOBas cucreMa JOKYMEHTOB -  KAapTOTCKH M KJIACCHU(HKAIIMOHHBIC
CrpaBOYHHUKH. Bupl kKapToTek. Buabl Kilaccu(pUKAIIMOHHBIX CIIPABOYHHUKOB.

Tema 1.4 Cioco0bI H METOIBI I0CTABKH T0KYMeHTOB. O0padoTKka KOH(UIEHIIHAIBLHBIX TOKYMEHTOB W IOKYMEHTOB
JJISA cnymeﬁﬂoro MmoJIb30BaHUs. 3KCKprl/lﬂ B OTaeJd [J1eJ10IMPOU3BO/ICTBA MpraHCKOFO APKTUYECKOI'0
roCyaapCrB€HHOI0 YHUBEPCUTETA.

Opranuzanysi o4YTOBOM, KYpPhEPCKOM M 3KCIpecc- AOCTaBKU JOKYMEHTOB. [IOHATHSA: «1I€HHOCTH U
0e30macHOCTh HH(MOpPMALUN», «KOH(PHUIAECHUUATBHOCTE», «yrpo3a KOH(HUIECHIUATbHOCTH,
«3amuTta wuHoOpManuu». be3omacHOCTh IIEHHBIX HWH(POPMAIIMOHHBIX pecypcoB. lleHHas
uH(popMalra U KoH(UIEeHIIMAIbHbIE TOKYMEHThI. PernamenTanus coctaBa KOH(pUIEHIIHAIbHBIX
CBeCHH W JOKyMeHTOB. llopsimok paboTel ¢ KOHOUACHIHMATBHBIMUA JOKYMEHTAMH U
matepuanamu. Kondunennuanbaas nHpopmanus 1 CBeIeHUs B JEATEIBHOCTH 00pa30BaTeIbHON
OpraHu3aLuu.

Pa3nen 2. HopmaTtuBHoO-3aKkoHoAaTeabHAst 6a3a. OCHOBHBbIE BHAbI JTOKYMEHTOB H
cucTeMbl JOKYMeHTAlui. OCO0eHHOCTH MOATOTOBKH M 0()OPMJIEHUS OTAEJIbHBIX
BH/IOB /IOKYMEHTOB

Tema 2.1 HopMaTHBHO-3aKOHOAATeIbHbIE H HOPMATHUBHO-METOIHYeCKHEe JOKYMEHTHI 10
aesionpousBoacTtBy. HopMaTuBHO-3aK0HOAATEIbHbIE 1 HOPMATHBHO-METOAUYECKHE
JOKYMEHTBI M0 apXHUBHOMY J1€Jy.

3akoHonaTenbHbIe akThl Poccuiickoit @eneparun 1 MypMaHCKoit 0671acTH, perilaMeHTUPYIOIIHe
JIEJIONPOU3BOJCTBO U apXMBHOE JIe0. ['ocyjapcTBeHHbIE CTaHAapThl U YHU(UKaUsI B 00jacTu
JEJIONPOU3BOJCTBA U APXUBHOrO Jena. MHCTpyKius 1o [eiaonpous3BoACTBY MuHHCTEpCTBa
obOpasoBanus u Hayku Poccuiickoii @enepanuu. Meroaudeckue peKOMEHIAIMU 10 pa3paboTke



HOMEHKJIATYpbl M HWHCTPYKIIMW TIO JCJIONPOM3BOACTBY B 0Opa30BAaTEIbHOM YUYPEIKIICHUH.
TumoBsle mMepeyHU € yKa3aHHMEM CpPOKOB XpaHEHHs JOKyMeHTOB. [IpaBmia paboThl apXHBOB
OpraHu3aIui.

Tema 2.2 Knaccudukanus 1okymeHToB. FOpunuueckas cuia fokymeHta. Haznauenue u cocras
OpraHM3al[MOHHO-TIPAaBOBOM  JOKyMeHTauuu. Ha3HaueHme W cocTaB  OpraHHU3aIOHHO-
pacropsaauTenbHONM JOoKyMeHTanuu. HasHaueHnMe M cocTaB  CIPaBOYHO-WH(OPMAIIMOHHOMN
JIOKyMEHTaIUH.

Knaccudukanus 1OKyMEHTOB, € OCHOBHBIE NMPHU3HAKU. ['pyNIbl JOKYMEHTOB - JTOKYMEHTHI I10
o0mMM W aJMUHHCTPaTHUBHBIM BOIIpOcaM, T.€. IO BONpocaM OOILEro pyKOBOJCTBA
OPEANpUSTHEM W €ro  JEATENIbHOCTBIO; - JOKYMEHTHl 10 (YHKLIUSAM  YIpPaBICHHS.
Knaccudukanus ciayxkeOHBIX TOKYMEHTOB: IO aJMHUHHCTPATUBHBIM BOIIpOCaM; MO BOIpOCaM
MaTepHaIbHO-TEXHUUECKOT0 CHA0XEHHUS; JOKYMEHTAIUs M0 TUIAHUPOBAHMIO; IO OIEPATUBHOM
NEeSATENIbHOCTH; IO OyXraliTepcKoMy Yy4eTy; IO TOJArOTOBKE M PAacCTaHOBKE KaApoOB M T.1.
Knaccudukanus no HaMMEHOBAHMIO: MPHKa3bl, PACHOPSDKEHUS, IJIAHBI M OTYETHI, AaKTBhI,
MPOTOKOJIbI, TOTOBOPHI, YCTaBbl, HHCTPYKILUHU, JOBEPEHHOCTH U T.A. Kiaccudukanus no mecty
COCTaBJICHUS, IO CTENEHH YHH(PHUKAIMK, TO MPOUCXOXKACHUIO, MO BUAY OG(OpMIICHHS, MO
croco0y ¢dukcanuu HWHPOPMANMK, TIO CTENEHH CJIOKHOCTH, IO CTENEHW TJIaCHOCTH, IO
IOPUAMYECKON Cuile, 10 CPOKAaM MCIOJHEHMs, [0 CpOKaM XpaHEHWs, IO CTENEHU
0053aTeNIbHOCTH.

CucremMa opraHu3allMOHHO-IIPAaBOBON JJOKYMEHTAMU (YCTaB yUPEKICHUS, TOJ0KEHHS, IUTATHOE
pacnucaHue, JOHKHOCTHBIE HWHCTpyKIMHK). CucrteMa oOpraHuM3aldOHHO-PACIOPSIUTEIbHON
JNOKyMeHTaluu (yka3, IpuKas3, BBIIMCKA U3 IpUKa3a, paclopsKeHue, NocTaHoBieHue). Cucrema
CIPaBOYHO-UH(GOPMALIMOHHON JOKYMEHTAIMK (IIPOTOKOJI, aKT, 3asBJICHHUE, NOKIaIHas 3alucKa,
IpeUIO’KEeHNe, TPEeACTaBICHUE, CIy)XeOHas 3amucka, oObscHUTENbHAst). Cxema HOArOTOBKH
pacnopsAUTENbHBIX JOKYMEHTOB. [1opsaok CHATHS 1 BbIIauH KOIHI C JOKYMEHTOB.

Tema 2.3 JlokajibHble HOPpMaTUBHBbIE aKThI. CocTaB M padoTa ¢ KaJAPOBOi T0KYMeHTalHel.
Tlonoxxenusi, mpaBmia, MHCTPYKUHUHM (TMpaBUiia BHYTPEHHETO TPYAOBOTO pACTHOPSAAKA, WHCTPYKIHUH O TOPSAKE
OCYIIECTBIICHUA KaKo#-1100 ACATCIIPHOCTH HWJIM TIOPAAKE NPHUMCHCHUA MTOJIOKCHH I 3aKOHOJATCIBbHBIX W HHBIX
HOPMAaTUBHBIX aKTOB, TOJIOXKEHHUS O CTPYKTYPHBIX NOJApAa3/ENICHUAX, KOJUIEKTUBHBIA HOoroBOp H 1p.). [lopsgox
OCl)OpMHCHI/I}I W MOAIIMCAHUA OTUX TOKYMCHTOB JIA IPUMCHCHHA KaK CaMOCTOATCIIbHBIX ITPABOBBIX aKTOB. TlonsTne
" CTPYKTYpa NEPCOHAJIbHBIX HJaHHBIX. OO0s13arenbHbIE KaapOBbIC NOKYMCHTbBL 06pa30BaTeJ'ILHOfI OopraHmzanuu, nux
BUbI, COCTaB, HOPMATUBHLIC Tpe60BaHI/I$I K BEICHUIO KaI[pOBOﬁ JAOKYMCHTalU (HpI/IKa3LI 1 pacnopsAiKCHU 11O
JUYHOMY COCTaBy, 3asBJICHUC, prI[OBOﬁ JAOT0BOP, AOJLKHOCTHAsA HWHCTPYKLUA, TPpyAoBas KHHXKKA, JIMYHAsA
KapTo4Ka, JIMYHOC L[CJ'IO). I[BI/I)KGHI/IC " XpaHCHUEC KaI[pOBOﬁ JAOKYMCHTalUU. )KypHaJ'II)I 1 KHUTH y4cTa. Wcnonnenne
COLIMAJIbHO-TTPABOBLIX 3alTPOCOB.

Pa3nen 3. ®opmupoBaHue 1eJ1 1 OPraHU3alUs XPAaHEHUsSI JOKYMEHTOB. JKCIepTH3a
LHEHHOCTH JOKYMeHTOB. TexHn4yeckue cpeacTsa, HCIOJb3yeMble B
AeJIONPOU3BOACTBE. DJICKTPOHHBIN J0KYMEHTO000pOT

Tema 3.1 IIpaBuia cocTaBjieHHs] HOMEHKJIATYPbI el yupexaeHus. PopmmupoBanue u odopmiteHne ael.
Opranusanus onepaTHBHOIO XpaHeHUs J0OKyMeHTOB. DopMHpoBaHUe apXHBa B 00pa30BaTEJbLHOM yUPeKICHUH.
[onsitue o «uene». Howmenknarypa nen.  CocraBiieHHE HOMEHKJIATYpPBI JIel B 00pa30BaTeIbHOM YUPEKACHUH.
®opmupoBanue fen. llpusHaku 3aBefeHUs [el1: HOMMHAJIBHBIM, NPEIMETHO- BOIPOCHBIN, aBTOPCKUIl,
KOPPECIIOHIEHTCKUH, Teorpadudeckuii, XpoHonorudeckuii. Bumbl apxuBoB. TpeOoBanus k apxuBaMm. Ilopsmox
mepeayn TOKYMEHTOB Ha apXuMBHOE XpaHeHue. CHcTemaTm3amus IOKYMEHTOB B apxmBe. PaboTa ¢ HaydHO-
CIPaBOYHBIM aIMapaToM (MCTOPUYECKas CIIpaBKa, OMMCH el IIOCTOSHHOTO W BPEMEHHOTO XpaHEHHs JOKYMEHTOB,
KHUTHY y4eTa U IBIKCHUS [Ie).

Tema 3.2 Jles1a NOCTOSTHHOTO U BPEMEHHOT0 CPOKA XpaHeHHsl. JKCNepTHasi KoMuccus yupesxnenus. Ilopsiok
YHUUTOKEHUS TOKYMEHTOB.

OCoOeHHOCTH XpaHEHHs JIeNl MOCTOSHHOTO, BpeMeHHOTo (cBbiiie 10 yieT) u nen mo Jn4HoMy coctaBy. Ilopsimox
nepenauu Jen B locynapcrBeHHbie apxuBbl. Co3[MaHHE SKCHOEPTHOW KOMHCCHH yupexjaeHus. IIpoBeneHue
9KCMEPTU3bI IIEHHOCTU JOKyMEeHTOB. O(hopMIIeHHEe NPOTOKOJIOB 3aCeaHuil KOMHUCCHH M aKTOB HA YHHYTOKCHUE



JCII. Hpoue,uypa YHUYTOXKCHUA JOKYMCHTOB.

Tema 3.3 Ucnoan3oBanue IIK B nesonponssoacree. CpeacTBa KOMMPOBAHUS H ONEPATHBHOTO Pa3MHOKEHHS.
IIpuem u 00pa0doTKa JOKYMEHTOB, MOCTYNAIOIIMX MO0 KAHAJIAM 3JJIEeKTPOHHOH MOYTHI M (GaKCUMWILHOW CBSI3U.
IIpaBuia G6e3onacHoi padoThl ¢ OPITEXHUKOIA.

KomnbroTepHbie cpeicTBa MOATOTOBKU JTOKYMEHTOB. Mcronb30Banue madiaoHOB it (GPOPMUPOBAHHS JOKYMCHTOB
Ha KommbloTepe. Mcmonb30BaHHEe B KOMIBIOTEpE OJIAHKOB AOKyMeHTOB. Co3naHue OJIAHKOB JIOKYMEHTOB B
KoMmIbroTepe. M3rotoBieHre, KOMMPOBAHUE U THPAKUpPOBaHHE NOKyMeHTOB. CpencTtBa oOpabOTKHM OKYMCHTOB.
JIOKyMeHTBI, TiepefiaBacMbIe M0 KaHAJIaM CBs3U (Tenerpamma, Telekc, pakcorpamma, tenedonorpamma). [lonsrue
«OprrexHuka». OCHOBHBIC BHUJBI OPraHU3AIlMOHHON TexHHWKH. [IpaBuia TEeXHHKH O€30IaCHOCTH pPabOTHI C
OpPTTEeXHUKOM.

Tema 3.4 DnexkTpoHHoe TokyMeHTHpPOBaHMe. [IOHsITHE «3IeKTPOHHBIH JOKYMEHT>».

[IpenmymiecTBa nepepayn JOKYMEHTa C KOMIBIOTEpAa HA KOMIBIOTEp. YCTaHOBKa Ha KOMIIBIOTEpPE CHELUAILHO
BBIJICJICHHOM MAaIlKy JJIsl TOCTYMAlomMX AoKyMeHTOB. [IpemmymiectBa anekTpoHHOHM mouthl. Jloctym k Internet.
Cucrema perucrpaiuu 1 KoHTpoist. Co3aHne 3JeKTpOHHOM 0a3bl faHHBIX. [lonck noKyMeHTa. DKCKYpCHUs B apXUB
MypMaHCKOTo apKTHYECKOTO FOCYAapCTBEHHOI'O YHHUBEPCUTETA.

3. IlepeyeHb yueOHO-METOANYECKOT0 O0ecneYeHusl T CHUILTTUHBI (MOTYJIs1)

- MyJIbTHMEIUHHBIE TPE3CHTAlMOHHBIE MaTepuagbl 10 JUCHUIUIMHE (MOMYIIIO)
IpEJICTaBJIEHbI B 3JIEKTpOHHOM Kypce B OOC MAY;

- METOIMYECKHE YKa3aHMs K BBINOJHEHHUIO J1a00OPaTOPHBIX/MPAKTHUECKUX/KOHTPOIBHBIX
pabot (BBIOpaTh) MpeCTaBICHbI B AIeKTpoHHOM Kypce B DMOC MAY;

- METOIMYECKHE MaTepHaibl Il OOYYaroIIUXCS 10 OCBOCHHIO AMCIMIUIMHBI (MOIYIA)
npezcTaBieHbl Ha odunuansHoM caiite MAY B pasaene «MH(opmarus no o0pa3oBaTebHbIM
porpaMMam, B TOM YHCJI€ aIalTHPOBAHHBIM».

4. ®oHJ OLEHOYHBIX CPEICTB MO TUCHUILIMHE (MOTYJIIO)
SBnsieTcs OTHEIBHBIM KOMIIOHEHTOM 00pa30BaTeIbHOU MPOrpaMMBbI, pa3paboTaH B ¢hopMme
OTJIENTLHOTO JOKYMEHTA, BKITIOUAET B CeOsI:
- IepeYeHb KOMITETEHIUI C YKa3aHHEeM 3TaroB UX (OPMUPOBAHUS B MIPOLIECCE OCBOCHUS
JUCIUIUIUHBI (MOIYJIS);
- 3aJIaHUS TEKYIIETO KOHTPOJIS;
- 3a7]aHUS TPOMEKYTOUHOHN aTTECTAIUH;
- 3a/IaHUS BHYTPEHHEH OLIEHKH KauecTBa 00pa30BaHMUsI.

5. HEPEYEHb YYEBHO-METOAUYECKOI'O OBECHEYEHUSI, HEOBXOJIUMOI'O JIJA
OCBOEHMS JUCIUIIJINHBI (MOJYJIA).

OcHOBHAf JUTEpPATYypa:

1. Oenepanpubiii 3akoH 0T 22.10.2004 Ne 125-®3 «O06 apxuBHOM jene B Poccuiickoii
®enepannn» (pea. denepanbubix 3akoHOB oT 04.12.2006 Ne 202-®3, ot 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. Oenepanpiblii 3akoH "O0 uHpopmanuu, nHPoOpMATU3aLMU U 3auuTe uHpopManuu”. 3aKoH
nonnucan [Ipesunentom Poccuiickoit deneparum 20 dhespans 1995 roga N 24-D3

3. 3akoH Mypmanckoir obmactu ot 20.02.2006 Ne 730-01-3MO «OO6 apXxuBHOM Jiene B
MypmaHcKoii o0nacTu»

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

5. OenepanpHbiii 3ak0H OT 2 Mas 2006 r. N 59-03"O mopsijke paccMOTpeHHs OOpalleHUi

rpaxaan Poccwuiickoii @enepanun” C u3aMeHeHUsIMH U JOTIONHEHUsIMU OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 r., 24 nos6ps 2014 r.

6. [lpaBuna jmenompow3BojACTBA B (elepalbHBIX  OpraHax HWCIOJHHUTEIBHON  BJIACTH
(yrBepxaeHsl nocranosneHueM [IpasurenscrtBa Poccuiickoit @enepanuu ot 15.06.2009 Ne 477
7. Ilepeyerb TUMOBBIX YIPAaBICHUECKHX APXHUBHBIX JOKYMEHTOB, O0pa3ylOIIMXCS B MpoIecce

JIeSATEJIbHOCTU I'OCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPAaBJIEHUs U OpraHu3aluii, ¢ yKa3aHueM
CPOKOB XpaHeHHus. YTBep:KIeH npukazoM MunucrepcrBa KyabTypsl Poccuiickoit denepanuu ot 25 aBrycra
2010 r. Ne 558

JlonoHUTeILHAS IUTEpaTypa:



1. ITucemo MwunoOpazBanus P® or 20 nexadbpst 2000 roga N 03-51/64 «O Meroanueckux
PEKOMEHAIMSIX TI0 pabdoTe ¢ JOKYMEHTaMH B 00IIe00Pa30BaTEIBHBIX YUPEHKICHHUSIX>»

2. Opranusanysi JeIonpon3BojicTBa U JoKkymeHToooopoTta JJOY [Tekct]: meroa. pek. / JI. W.
Jlykuna. - M. : Cdepa, 2009. - 128 c.
3. Conoryd, O.I1. Jlenompou3BOJACTBO: COCTaBJICHWE, pEAaKTHPOBaHWE W  00paboTKa

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

6. TNPO®ECCHUOHAJIBHBIE BA3bl JAHHBIX W HWH®OPMALMOHHBIE CIIPABOYHBIE
CUCTEMBbI

1) T'ocynapcTBeHHas cucTeMa MpaBoBoi nHMOpMaIu - oQUITMaTBHBIA HHTEPHET-TIOPTAT
npaBoBoi uHpopmauuu- URL: http://pravo.gov.ru

2) Undopmanmonnas cucteMa «EamHOe OKHO J0CTymna K 00pa3oBaTeIbHBIM pecypcam» -
URL: http://window.edu.ru

3) CnpaBouHo-tipaBoBas cucrema. Koncynprant [Imtoc - URL: http://www.consultant.ru/

7. NEPEYEHb JIMOEH3UMOHHOI'O NPOTPAMMHOI'O OBECHEYEHHS, B TOM 4YMWCJIE
OTEYECTBEHHOI'O ITPOU3BOJACTBA

JInneH3MO0HHOE MPOrpaMMHoOe o0eciedeHre 0Te4eCTBEHHOT0 NMPONU3BOACTBA
KasperskyAnti-Virus

JInneH3n0HHOE MPOrpaMMHoOe o0ecnedeHne 3apy0esKHOr0 MPOU3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CBo0oaHO pacnpocTpaHsieMoe IPOrpaMMHoe obecriedeHne 0Te4eCTBeHHOT0 MPOM3BO/CTBA
7Zip

CBo0oaHO pacnpocTpaHsieMoe IPOrpaMMHoe obecriedeHne 3apy0e;KHOro MPOU3BOACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

8. OBECIIEUEHUE OBPA30BAHUSI IJIs1 JIUL] C OB3

Jis obecriedeHuss 00pa3oBaHMs WHBAIKAOB U JIUI] C OTPAHUYCHHBIMH BO3MOXKHOCTSMH 3I0POBBS pean3aIus
JICHUTUTAHBI MOKET OCYIICCTBIATHCS B aJAlITUPOBAHHOM BHUJIE, C YYETOM CIICIU(PUKN OCBOCHUS U TUAAKTUICCKUX
TpeOOBaHMUH, NCXOIT U3 HHAUBUIYAIHHBIX BO3MOKHOCTEH U 110 IMYHOMY 3asIBIICHHIO 00YJaOMIerocs.

9. MATEPHAJIBHO-TEXHUYECOE OBECIHEYEHHUE JUCHOUIIVIMHBI(MOAYJISI) npeacTaBiICHO B
npuioxennn k OIIOIl «MarepuanbHO-TeXHUYECKHE YCIOBUS peau3ali 00pa30BaTebHOM
POrpaMMbI» U BKJIIOYAET:

- yueOHble ayIUTOPUHM [UIA TPOBEACHUS Y4YEOHBIX 3aHATHHA, MNPEAYCMOTPEHHBIX
Iporpammoit OakanaBpuaTa/CrienMaInTeTa/MarucTpaTyphl (BBIOpATH), OCHAIIICHHbBIE
000pyIOBaHUEM U TEXHUYECKUMU CPEICTBAMH 00yUEHUS;

- IOMEIIEHUs  JIJIi  CaMOCTOSITENIbHOM ~ paboThl  00ydYaromMxcsi,  OCHAIICHHbBIE
KOMIIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO MOJKITIOYCHHSI K ceTU «VHTepHeT» U o0ecrieueHneM
JIOCTYTIA K 3JIEKTPOHHOM HHGOpMaIIMOHHO-00pa3oBarenbHol cpene MAY;

10. Pacnpenesnenne TpPya10eMKOCTH MO BUAAM Y4eOHOM J1esITeJIbHOCTH
Tabmuma 1! - Pacnpenenenue tpynoemkoctu

. Pacnpenenenue Tpy10eMKOCTH JTUCHUIUTMHBI (MOIYIsT) IO hopMam 0OydeHuUst
Bun yueGHOM
2 Ounas OuyHo-3a04Has 3aouHas
JeSATeNbHOCTH B
cero
Cemectp Bcero Cemectp Bceero | Cemectp/Kype HACOR
4acoB 4acoB
3 || || 2 | |




Jlekuun 4 4 2 2
[IpakTrnueckue
P 10 10 2 2
3aHATUS
CamocrosTenbHas 2 2 2% 58
pabora
[Tonroroska k
MPOMEKYTOUHOMN - - - -
aTTecTanuy >
Bcero yacos
10 JMCHUNJIHHE 36 36 36 36
/ u3 HUX B popme
MPAKTUICCKON 10 10 2 2
noAroToBKu”
DopMBI IPOMEKYTOUHOHN aTTECTALMU U TEKYILEr0 KOHTPOJIS
aser s [ [ a1 [ ] 1 T41 [ T 4]
IlepeyeHb MPpaAKTHYECKHUX 3aAHATHH 110 GopmMaM 00yUeHUs
Ne .
o\t Tembl NpakTHYeCKUX 3aHATHI
1 2

Ounas ¢popma

Paznen 1. Conepxanue, 3HaUeHUE JETONPOU3BOICTBA. TEXHOJIOTUS OpraHU3aluu

1
ACIIOIMPOU3BOJACTBA B O6pa30BaT€JIBHOM YUPCIKACHUN

2 | Pazgen 2. HopmatuBHO-3aKk0oHOMaTenbHas 60aza. OCHOBHBIE BU/IbI IOKYMEHTOB U CHCTEMBI
nokyMeHTaruu. OCOOEHHOCTH MOATOTOBKH M 0(hOPMIICHHS OTJICTBHBIX BUIOB JJOKYMEHTOB

3 | Pa3men 3. ®opMupoBaHUE [e U OPraHU3aIUsl XPAHEHUS] JOKYMEHTOB. DKCIIEPTU3a [IEHHOCTH JOKYMEHTOB.
TeXHUYECKUE CPENICTBA, UCTIOJIB3YEMBIC B ICIIONPOU3BOACTBE. DIICKTPOHHBIN TOKYMEHTOO000POT

4 | Tema 3.1. HUcnonb3oBanue IIK B gemonpousBoactBe. CpeicTBa KONHUPOBAHHMS U ONEPATUBHOTO
pasmHOXxeHust. [lpeM W 00paboTKa [JOKYMEHTOB, MOCTYIAIOMIMX [0 KaHajiaM OJIEKTPOHHOM IOYThI U
(hakcummTbHOM CBs3U. [1paBwita 6e30macHO# paboThI ¢ OPTTEXHUKOH.

5 | Tewma 3.2. DnexkTpoHHOE NOKYMEHTHpOBaHUE. [IOHATHE «3JIEKTPOHHBIA JOKYMEHT».

3aounas ¢popma
1 | Pa3znen 2. HopmatuBHO-3aK0oHOMaTenbHass 0a3a. OCHOBHBIC BUJIBI IOKYMEHTOB U CHCTEMBI

AOKYMCHTAIIUH. OcoOeHHOCTH IIOATrOTOBKH 1 Oq)OpMIIeHI/I}I OTACJIbHBIX BUAOB JOKYMCHTOB




