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1. HEJIb OCBOEHUSA JUCHUIIJIMHBI (MOAYJISI) — dpopmupoBanue y oOydarouuxcs
TEOPETHUYECKUX 3HAHUW W TPAKTUYECKUX YMEHHH I OpraHU3aIluu JeJOTpPOU3BOJICTBA,
HEOOXOJMMBIE TIPH BBITIOJHEHWU OIEpaluii MO0 CO3JaHUI0 U 00pabOTKe OpraHU3aIMOHHO-



pacrlopsiANTENbHBIX JOKYMEHTOB, BEIEHUS JEJIOBOM MEpPenucKy, aHanu3a HUHGOPMAIMOHHBIX

IIOTOKOB H I/IH(I)OpMaI_II/IOHHOFO B3&HMOI[€I>1CTBPISI B OpraHu3ainuu,

COBCPHICHCTBOBAHUU

TEXHOJIOTHI JIOKYMEHTAllMOHHOTO OOeCIeYeHHs] YIpaBIICHUS W apXUBHOTO Jeia Ha 0Oasze
HoBemux I T-TexHomoruii, 06ecrnedeHns TeKYyIero XpaHeHus JOKyYMEHTOB.

2. TPEBOBAHMUA K PE3YJIbTATAM OCBOEHUSA JUCIUIIJIMHbBI (MOIYJISA)

B pesynbrare

KOMIICTCHI U

OCBOCHHUA

JUCIHUITIINHBI

(Momynsi)  QOPMHUPYIOTCS  CIEIYIOIIHE

CrniocobeH ynpaBisiTb CBOMM BPEMEHEM, BBICTpauBaTb U PEaIU30BBIBATH TPAEKTOPHIO
CaMOpa3BUTHs Ha OCHOBE MPHUHIUIIOB 00pa3oBaHus B TeueHue Beel sxu3nu (YK-6)

[lepeueHs TIaHUPYEMBIX PE3YJIbTATOB 00YUEHHUS M0 TUCHUIUIMHE (MOIYII0), COOTHECEHHBIX C
WHJIUKATOpaMU JOCTUXKEHUS KOMIIETEHIIUN

KoMmnerenuus Nuaukaropsl PesyabTaThl 00yyeHus
KOMIIeTCHIIUH

VYK-6. Cnocoben 6.1. Ucrionb3yet 3HaTh: HOPMATHUBHBIE JIOKYMEHTBHl IO

YIPAaBIATh CBOMM | HHCTPYMEHTBI U METObI yHU(DUKALUU ¥ CTaHAApTU3aLUU B 001aCTH

BPEMEHEM, yIpaBieHUS BPEMEHEM IIPU | JJOKYMEHTAIUH, NeicTByroIMe Ha

BBICTPAauBaTh U BBINIOJITHEHUH KOHKPETHBIX | TEPPUTOPUH PO; roCy1apCTBEHHbBIE

pean30BbIBAaTh 3a/1a4, IPOEKTOB, IIpU CTaHJapThl W 3aKOHOAATEIbHBIE AKTHI IIO

TPACKTOPHIO JOCTHKEHUH NTOCTABJIICHHBIX | JOKYMEHTUPOBAHUIO;

CaMOpPA3BUTHs HA | LEJIEH. CUCTEMBl JIOKYMEHTAllUM, TpeOOBaHUS K

OCHOBE 6.2. Onpenenser COCTaBJIEHUIO 1 0(OPMIICHUIO IOKyMEHTOB;

IPUHLIUIIOB IPUOPUTETHI COOCTBEHHON | TUIIOBbIE UHCTPYKLUU 1o

0o0pa3oBaHUsl B JESTEIIBHOCTH, JIeNIONIPOU3BOJICTBY,  pErjiaMeHT paboThl,

TE€YEeHHE BCel JMYHOCTHOT'O Pa3BUTHUS U JIOJIKHOCTHBIE HHCTPYKLIUU;

KU3HU po¢eCCHOHATIBHOIO POCTa. | OCHOBHBIE BU/IbI JOKYMEHTOB,
6.3. OnieHnBaeT TpeOOBaHUS | PETIIAMEHTHPYIOLIIX 00pazoBaTeIbHYIO
pBIHKA TpyZJa U JIESITEIIBHOCTB;

MPEJI0OKEHUS OCHOBBI JIeJIONPOU3BO/ICTBA B
00pa30BaTeNbHBIX YCIYT 00pa30BaTEIbHOM YUPEXKACHUH.
JUISL BBICTPaBaHUS YMeTp: pauMOHAIBHO U 3(QPEKTUBHO
TPAaeKTOPHU COOCTBEHHOTO | OPraHM30BBIBATh  JEIONPOHM3BOJCTBO B
npo(eCCHOHATBHOIO POCTa. | 00pa30BaTEIbHOM OpraHu3aluy;
6.4. Ctpout COCTaBJIATh  y4yeOHO-METOJIUYECKHE U
poECCUOHATBHYIO HOpPMaTUBHO-TIPaBOBbBIE JIOKYMEHTHI,
Kapbepy U ONpPENENsieT perIaMeHTHPYOIINE JESATENBHOCTD
CTpaTETHIo 00pa3oBaTesbHOI OpraHu3anuu
Bnaners:  meromamm,  crmocobamMu M
CpelCcTBaMU MOJIyYEHHUS, XpaHEHus,
nepepadoTKy HHPOpMALUH,
OCHOBaMHU KOMIIBIOTEPHON TPaMOTHOCTH;
TEXHOJIOTUEN OpraHM3alu
JIENIONIPOU3BOJCTBA B 00pa3oBaTeIbHOM
YUPEXKIEHUU.

3. YKASAHUE MECTA JUCHUMIIJIMHBI (MOAYJisi)) B CTPYKTYPE
OBPA3OBATEJIbHOI TPOI'PAMMBI.

HucuumnuHa  «Jlenonpon3BoACTBO W JOKYMEHTOOOOPOT B 00pa3oBaTeIbHOM
YUPEXKJIEHUU» B CTPYKTYpPE OCHOBHOM Npo(ecCHOHaIbHOM 00pa30BaTeIbHOW MPOTrpamMMbl



Hanpasienus: noarotrosku 44.03.01 INenarornyeckoe oOpa3oBaHue, HANPaBIEHHOCTH (TPOGUIBH)
HauanpHOe 00pa3oBaHue sBIsEeTCS (aKyIbTaTHBOM.

4. OBPBEM MCHUMIUVIMHBI (MOAYJIsI) B 3AYETHBIX EJMHHUIAX C
YKA3AHUEM KOJIMYECTBA AKAJEMHUYECKHUX WJIN ACTPOHOMMYECKHUX
YACOB, BBIJIEJEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOUIUXCA C
MPENOJABATEJIEM (IO BHJAM VYYEBHBIX 3AHATHH) W HA
CAMOCTOATEJBHYIO PABOTY OBYYAIOIIIUXCHI.

OO01mmast Tpy10€MKOCTh TUCIUIUTHHBI COCTaBIseT | 3a4eTHyI0 eqnHMIY win 36 4acoB (U3
pacuera 1 3.e.= 36 yacon).
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B HHTCPAKTHUBHBIX Q)opMax YacChbl UCIIOJIB3YIOTCA B BUAC KPYIJIOr0o CTOJIA.

5. COAEP)KAHME TUCLHUAIIIMHBI (MOIYJISI), CTPYKTYPUPOBAHHOE
MO TEMAM (PA3JIEJTIAM) C VKA3AHUEM OTBEJAEHHOTO HA HHX
KOJIMYECTBA AKAJIEMMYECKMX HWJIU ACTPOHOMHMYECKHMX YACOB H
BU/1OB YUYEBHBIX 3AHSITHIA.
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1 | Pazgen 1. Comep:xanue, 3HaYCHHE 1 - 1 10

JIETIONPOU3BOICTBA. TexHOoIOrus
OpraHM3aliK JEI0IPOU3BOJCTBA B
00pa30BaTeIbHOM YUPEXKIECHUU

2 | Paznen 2. HopmartuBHoO- 1 1 - 2 10
3aKoHOmaTenpHas 0a3za. OCHOBHBIE
BUJIBI TOKYMEHTOB M CHCTEMBI
nokymeHTaruu. OcoOEHHOCTH
TIOATOTOBKH ¥ 0(hOpMIICHHS
OTJICITBHBIX BUJIOB JIOKYMCHTOB

3 | Paznen 3. ®opMupoBanue aen u - 1 - 1 8
OpraHH3aI¥sl XPAHCHUS
JIOKYMEHTOB. DKCIIepTH3a




LIEHHOCTH JOKYMEHTOB.
TexHuueckue cpeacTna,
UCIOJIb3YEMBIE B
JEJIONPOU3BOJICTBE. DIIEKTPOHHBIN
JOKYMEHTO0000pOT

3auer 4

HUTOIO: 2 2 - 4 - 28 |4

Conep:xaHue TMCUMILUIUHBI (MO1YJIs1)

Paznen 1. Conep:kaHue, 3HaYeHHUe JeJONPON3BOAcTBA. TexHoorus
OpraHH3aINH /IeJIONPON3BOCTBA B 00Pa30BaTEIbHOM YUpeKIeHUH

Tema 1.1 OcHOBHBbIE€ TEPMHMHBI M MIOHSATHE «1eJIONPOU3BOACTBO». MUCTOpHSI BOSHUKHOBEHMSI
M OCHOBHBIE 3TaIlbl Pa3BUTHSA JeJ0INPOU3BOACTBA. CHCTEMbl OPraHu3alun
aeqonpoun3BoacTBa. [IoHsAiTHE H NIPUHIUIIBI OPraHU3ANMH JOKYMEHT0000pOTA

[TonsiTre «aemonpon3BoACcTBO». OCHOBHBIC SN | 331a4 JeJIONpou3BoAcTBa. HeoOxommmocTh
OpraHHU3aIy JeJIONPON3BOACTBA B YUPEKICHUH. 3HAUCHUE JEIONPOU3BOJICTBA B ACITEIbHOCTH
oOpasoBarenbHOro yupexaeHus. Cekperaphb, JeI0MPOU3BOIUTENb, JOKYMEHTOBE, KAHIICIIAPHS.
HcTtopuueckue sTanbl pa3BUTUs Jenonpou3BojcTBa B Poccun. CoBpeMeHHOE TOCYIapCTBEHHOE
perynupoBaHue  Aenonpou3BoicTBa. CHCTEMBI  JIEJIOMPOU3BOJCTBA:  IIEHTPAIM30BaHHAs,
JeleHTpann3oBaHHas, cmemanHas. CTpykrypa u 00BEM AokyMeHTooOopoTa. (OCHOBHBIE
HpI/IHIII/Iﬂbl OpFaHI/I3aIII/II/I pa60TI>I C IIOKYMGHTOHOTOKaMI/I, KaK CO31aHUC OIITUMAJIbHBIX YCJIOBI/Iﬁ
Ul BCEX BHUAOB paboThl C JokyMeHTamHu. OpraHuzaldoHHas CTPYKTypa IepcoHaa,
oOecrneunBaroIiero padoTy ¢ J0KyMEHTaMH.

Tema 1.2 PexkBu3UTHI J0KyMeHTOB. Perucrpanusi 1 nnaexcanusi 10kymeHToB. CTpykrypa 0a3
AaHHBIX JokyMeHTOB. Ilpuem, 00pafdoTka M pacnpenejieHHe MNOCTYNAIOIIMX JOKYMEHTOB.
Opranuzanys 00pad0TKH U Nepeaayu OTIPABIAEMbIX JOKYMEHTOB.

[TonsiTne pekBu3uTa MOKyMeHTa. Buasl pekBuzutoB. IlpaBuna odopmieHHs PEKBU3UTOB
nokymeHtoB.  ®dopmynsap-oOpaszen.  brmank gokymenta. Buawsl 6mankoB. TpeGoBanus K
Onankam gokymeHToB. lllaGmonsl. MHaekcanust u peructpanusi 10KyMeHTOB. Buasl 1 popmbl
perucTpanuu AOKYMEHTOB. TpeOoBaHUs K TEKCTaM CIIy)KEOHBIX JOKYMEHTOB: KPaTKOCTh U TOYHOCTb
N3JI0XKXCHUA I/IH(I)OpMaHI/II/I, HUCKIIIOYCHHUE JIBOSKOI'O TOJIKOBAaHMA, OOBEKTUBHOCTL U JOCTOBEPHOCTH
I/IH(I)OpMaLIPII/I, COCTABJICHHUEC IPOCTBIX HJOKYMCHTOB, CTPYKTYPHPOBAHHUC TCKCTAa AJOKYMCHTA, HINPOKOC
HUCIIOJIB30BaHUC Tpa(bapeTHLIX W TUIOBBIX TCKCTOB IIPU OINHMCAHUHN MNOBTOPAIOMINUXCA YIIPABICHYCCKUX
cuTyanuit. SI3BIK W CTHIIb CIYKEOHBIX JOKYMEHTOB. JTambl OOpaOOTKM BXOISIIMX JOKYMEHTOB.
[lepBuunass oOpaboTka BXOISIIMX JOKYMEHTOB. Perucrpupyemple H HEpPETHCTPUPYEMbIC
ToKyMeHTHI. [IpeaBapuTenbHOE pacCMOTPEHUE JOKYMEHTOB JJisi HAINPaBJIEHUS HCIIOJTHUTEISAM.
Pe3zosnronusi.

[TopsimoK  TNOATOTOBKM  UCXOIAIIMX JOKYMEHTOB. (CoCTaBleHHE MpPOEKTa JIOKYMEHTa,
coTjlacoBaHue, Mojnucanue (yTBep)kaeHue), ThupaxupoBaHue. CrnocoObl U METOJbI OTIPABKU
UCXOJSAIMIUX JOKyMEeHTOB. OOmias XapakTepucTUKa CIyKeOHOW mepenucku. PasHOBUIHOCTH
CITY)KEOHBIX THCEeM (COMPOBOIUTENHHOE MUCHMO, MUCHMO-TIPOCHOA, MHUCHMO-3aMpPOC, MUCHMO-
OTBET, MHUCHMO-COOOIICHHE, HWHPOPMAIIMOHHOE TMHUCHMO, TapaHTUHHOE MHUCHMO, MHUCHMO-
MpUTJIANICHUE U T.11.).

Tema 1.3 Ilopsaok NPOXO:KIeHUS] BHYTPEHHMX AOKYMEHTOB. OpraHu3anmsi KOHTPOJIA 3a
HCIOJTHEHHEeM I0KYMeHTOB. Padora ncnosnureie ¢ JokyMeHTaMu. Opranu3anusi NOUCKOBOI
CHCTEMBI 110 JIOKYMEHTAaM.




BHyTpeHHHe TOKYMEHTHI 00pa3oBaTEeNbHOW OpraHM3aLUU (3asBJICHUS, CIyXEOHBIE 3alMCKH,
JIOKJIa/IHbIe, OOBSCHUTEIbHBIE, CIIPaBKU, CBOJIKU, OTUeTHl U 1p.). IlogroroBka, odopmienue,
peructpauus. IlpaBuna mocTaHOBKM JOKYMEHTOB Ha KOHTpPOJb. [IOpSIOK CHATHS JOKYMEHTOB C
KOHTpOl. OT4er MO MCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOJIHEHUE
JOKYMEHTOB COTPYJHHKaMH B COOTBETCTBUM C HX JOJDKHOCTHBIMU OOSI3aHHOCTSAMHU U
pe3oyIonMed  pyKOBOJUTEIIS. OTBeTCTBEHHOCTh 32  HecoOnoneHue  TpeOoBaHMMH
UCIIOJHUTENIbCKOM  JAMCUUIUIMHBIL, 3@  HENPaBWIbHOE  MCIOJb30BAaHUE  JICHCTBYIOIIMX
HOPMATUBHBIX JIOKYMEHTOB B IOJAIOTOBKE, OOPMIIEHUM U HCIOJIHEHUHU JOKYMEHTOB B CpPOK.
[TouckoBas cucrtemMa JOKYMEHTOB - KapTOTEKHM M KiIacCU(UKAIMOHHBIC CIIPAaBOYHUKHU. BubI
KapToTeK. Buapl kinaccu(uKamoHHbIX CIIPABOYHUKOB.

Tema 1.4 CnocoObl M MeTOAbl [IOCTABKHM [I0KYMeHTOB. O0padoTka KOH(HUIEHIMAIBLHBIX
JOKYMEHTOB M JIOKYMEHTOB /Il CJIY’KeOHOr0 TMOJIb30BAHUSL. JKCKYPCHMS B  OTHe]d
AJIONPOM3BOACTBA MypPMaHCKOI0 AapKTHYECKOIr0 rOCyIapCTBEHHOI0 YHUBEPCUTETA.
Opranuzaiiysi OYTOBOM, KyphEpPCKOM M 3KCIPECC-TOCTaBKU JOKYMEHTOB. [IOHATHS: «IIEHHOCTh U
0e30macHOCTh MH(MOpPMALUNY», «KOH(PHUIECHUIUATBHOCTEY», «yrpo3a KOH(UIEHIIUAIBHOCTH,
«3amura wuHGOpManum». be3omacHOCTh IICHHBIX HWH(POPMAIMOHHBIX pecypcoB. lleHHas
uH(popMalra 1 KOH(UIEHIMAIbHbIE JOKYMEHThI. Pernmamentanus cocraBa KOH(GUACHIIMATbHBIX
CBeJCHH W JOKyMEHTOB. Ilopsimok paboThl ¢ KOHPUACHIHATHHBIMU JIOKYMCHTAMH U
matepuanamu. Kondunennuansnas nadopmanus v cBeeHUS B ASSITENLHOCTH 00pa30BaTEIbHOM
OpraHu3aIuu.

Paznen 2. HopmaTuBHO-3aKoHOIaTeIbHasA 0a3a. OCHOBHBIE BH/IbI JOKYMEHTOB H
CHCTeMbI JOKYMeHTanuu. Oco0eHHOCTH NNOATOTOBKH H 0()OPMJICHHUS OTACIbHBIX
BU/I0B 10KYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIE © HOPMATHBHO-METOAMYeCKHe JOKYMEHTHI 110
aejonponssoacTsy. HopmaTuBHO-3aK0HOAaTEIbHbIE © HOPMATHBHO-METOANYECKHE
JOKYMEHTBI 110 ADXHUBHOMY JeJ1y.

3akoHogarenbHbIe akThl Poccuiickoit @enepanyu 1 MypMaHCKO# 001acTH, periiaMeHTUPYIOLIHE
JIETIOTIPOU3BOJICTBO M apXUBHOE JeNI0. ['oCcymapcTBeHHbIE CTaHAAPThl U YHU(UKAIUS B 00J1aCTH
JIEJIONPOU3BOJACTBA U ApXUBHOIO Jena. MHCTpykmus mo [aenonpou3BoACTBY MuHHCTEpCTBa
oOpa3oBanus 1 Hayku Poccuiickoit @enepannu. MeToauueckue peKkoMeHaluu Mo pa3padoTke
HOMEHKJIaTypbl M MHCTPYKLHUH IO JeJONPOU3BOACTBY B 0OpPa30BaTEIbHOM YUPEKICHUU.
TunoBble MepeyHH C yKa3aHUEM CpPOKOB XpaHEHMsI NOKyMeHTOB. [IpaBuia paboThl apXHBOB
OpraHu3aIuu.

Tema 2.2 Knaccnpuxkanusa nokymenros. FOpuandeckas cumiia gokymenra. Haznavenue un
COCTaB  OPraHU3allMOHHO-TIPAaBOBOH  NoKyMmeHTanuu. Ha3nauenme M cocraB
OPraHu3alOHHO-PACIOPSAANTEIbHON NoKyMeHTannu. HazHayeHue u coCTaB CIPaBOYHO-
HH(OPMANMOHHOH TOKYMEHTALMH.

Knaccugukaius 10KyMEHTOB, €€ OCHOBHBIE NMPHU3HAKH. ['pyMIbl TOKYMEHTOB - JIOKYMEHTHI O
o0MM ¥ aJMUHHCTPAaTHUBHBIM BOIIpOocaM, T.€. IO BONpocaM OOIEro pyKOBOJCTBA
OPEINpUSATHEM W €ro  JeATeNIbHOCTBIO; - JOKYMEHTHl 10 (YHKUUSAM  yIpaBICHHS.
Knaccudukanus ciayxkeOHbIX JOKYMEHTOB: IO aJMMHHMCTPAaTHUBHBIM BOMNpOCAaM; IO BOIpPOCaM
MaTepHaIbHO-TEXHUUECKOT0 CHAO0XKEHUs; JTOKyMEHTAalMs MO IUIAHMPOBAHUIO; IO ONEpaTUBHOM
JESTENIbHOCTH; IO OyXraJITepCKOMY Yy4eTy; IO TOATOTOBKE M PAcCTaHOBKE KaJIpoB U T...
Knaccugukanuss mo HaMMEHOBAHUIO: MPUKA3bl, PACIOPSIKEHMs, IUIAaHBI W OTYEThI, AKTHI,
IIPOTOKOJIbI, TOTOBOPHI, YCTaBbl, MHCTPYKIUH, JOBEPEHHOCTH U T.l1. Knaccudukanus mo mecry
COCTaBJIEHUS, IO CTENEHH YHH(UKALKU, MO MPOMCXOXKACHUIO, MO BHUAY OGOpMIIEHUS, IO
crioco0y ¢dukcanuu HWHPOPMAIMHM, TIO CTENEHH CJIOKHOCTH, IO CTENEHW TJIaCHOCTH, IO



IOPUAMYECKON Cuiie, 10 CpOKaM WCIOJHEHUS, [0 CpPOKaM XpaHEeHHs, IO CTEleHU
0053aTENILHOCTH.

CucreMa opraHu3aliMOHHO-TIPAaBOBON JOKYMEHTALUU (YCTaB yUpEKICHUS, I0OJ0KEHHS, IUTATHOE
pacrnucaHue, JOJDKHOCTHbIE HWHCTpyKnuu). CHCTeMa OpraHu3allMOHHO-PACTIOPAIUTEILHOM
JOKyMeHTauu (yka3, MpuKas, BRIMHUCKA U3 MPUKa3a, pacropshDKeHue, moctaHoBieHue). Cucrema
CIPaBOYHO-UH(POPMAITMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asABJICHHUE, JOKJIaHAs 3aIlCKa,
MpeIJIOKEHUE, MPEICTaBICHUE, CIIy)KeOHasi 3amucka, oObsicHUTeNnbHas). CxeMa MOArOTOBKU
pacopsAUTEIbHBIX TOKYMEHTOB. [1Ops/IOK CHATHS 1 BBIIAYM KOIHI C TIOKYMCHTOB.

Tema 2.3 JlokajibHbIe HOPMATUBHBIE AKThI. CoCcTaB M padoTa ¢ KaJpoOBOM JOKyMEHTaLMEeH.
[lonoxenus, mnpaBwia, WHCTPYKIUU (MpaBUjia BHYTPEHHETO TPYJIOBOTO  paclopsika,
MHCTPYKIUHU O MOPSIIKE OCYIIECTBICHUS KaKOW-ITNO0 NEATENbHOCTH WU MOPSAKE IPUMEHEHUs
MOJIOKEHUU 3aKOHOAATCJIbHBIX M HWHBIX HOPMATHUBHBLIX A4KTOB, IMOJOXCHUA O CTPYKTYPHBIX
MOJIpa3/iesieHusIX, KOJUIEKTUBHBIN oroBop u Ap.). [lopsnok odopmieHus U MOIIUCAHUS ITHX
JIOKYMEHTOB 11 IPUMEHEHUSI KaK CAMOCTOSITEIbHBIX MPAaBOBBIX akTOB. [[oHATHME U CTpyKTypa
NEepPCOHANBHBIX AaHHBIX. O0s3aTeNbHbIE KaIPOBbIE TOKYMEHTHI 00pa30BaTEIbHON OpraHU3allly,
WX BHJIbI, COCTAaB, HOPMATHBHBIC TPEOOBAHMS K BEICHUIO KAaJIPOBOM JTOKYMEHTAIUU (TIPUKA3bl U
pacmopspDKeHHs 1O JIMYHOMY COCTaBy, 3asiBICHHE, TPYIOBOM JOrOBOp, JOJKHOCTHAs
WHCTPYKIUS, TPYAOBasl KHWXKKA, JIMYHAS KapTOuyka, JIMUYHOE J1e70). J[BI)KeHHe W XpaHEHue
KaapoBOM aokyMmMeHTauuu. JKypHalbl W KHUTU ydera. lcmonHeHHe coIMalbHO-IPAaBOBBIX
3a1poCoB.

Pa3nen 3. ®opmupoBaHue e/l H OPraHU3alUs XPaHEHHUS JOKYMEHTOB. JKCIepTH3a
LEHHOCTH JOKYMeHTOB. TexHn4YecKue cpeacTBa, HCIOJb3yeMble B
JAeJI0NPOU3BOACTBE. DJIEKTPOHHBII JOKYMEHT0000pOT

Tema 3.1 IlpaBuiia cocTaB/ieHHSI HOMEHKJIATYPBI JeJ yupexaeHus. dopmupoBaHue U
odpopmiienne aesa. OpraHusanmsi ONEPATHBHOIO XPaHEHHs NOKYMeHTOB. (PopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM Y4pPeKICHHH.

[TonsiTe o «uene». Homenknarypa neun. CocraBiieHHE HOMEHKJIATypbl J€l B
00pa30BaTEIbHOM YUPEXKJICHHUH. dopmMHupoOBaHHUE JEIL. IIpusHaku 3aBeneHus nen:
HOMUHAJIBHBINA, TPEeIMETHO-BOIIPOCHBIN, aBTOPCKHM, KOPPECHOHAECHTCKUH, Treorpaduyeckuid,
xpoHosorndyeckuil. Buapl apxuBoB. TpeboBanus k apxusam. [lopsiiok nepenayu T0KyMEHTOB Ha
apxuBHOe XpaHeHue. CucremaTH3alus JOKyMEHTOB B apxuBe. PaboTa ¢ Hay4yHO-CIIPaBOYHBIM
anmapatoM (UCTOpHuYecKas CIpaBKa, ONHMCH JieJd IOCTOSHHOTO W BpPEMEHHOTO0 XpaHEHHS
JIOKYMEHTOB, KHUTH Y4eTa U JABM)KEHUS Jel).

Tema 3.2 Jlesja MOCTOAHHOIO W BPEMEHHOI0 CPOKAa XPAaHEHHsS. JKCHEPTHAs KOMMCCHS
yupesxxaeHusi. [lopsiiok yHu4TOKEHUSI JOKYMEHTOB.

OcoOeHHOCTH XpaHEHHUs /€] MOCTOSHHOTO, BpeMeHHOro (cBeimie 10 jer) u Jen Mo JIMYHOMY
cocraBy. Ilopsmox mnepemaunm gen B [ocymapcTBeHHble apxuBbl. (Co3laHME SKCHEPTHOU
KOMHCCUM yupexxaeHus. lIpoBeneHue sKCHepTU3bl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3AaCEIaHUM KOMHCCHUM M aKTOB Ha YHUYTOXKEHHE nein. IIpoumenypa yHMUYTOXKEHUS
JIOKYMEHTOB.

Tema 3.3 MHcnouan3oBanme IIK B penonpomssoacrBe. CpeacrBa KONHPOBAHUS M
OnepaTuBHOr0 pasMHoxkeHus. [Ipuem u 00padoTKa TOKYMEHTOB, MOCTYNAKIIUX M0 KAHAJIAM
3JIEKTPOHHOM MOYTHI M (pakcumMuIbHOI cBsizu. [IpaBuiia 6e3onacHoil padoThI ¢ OPIrTEXHUKOI.
KomneloTepHble cpeicTBa MOATOTOBKM JIOKyMEHTOB. lcmonb3oBaHue 1I1a0JOHOB st
dbopMupoBaHUS JIOKYMEHTOB Ha KoMmmbioTepe. lcmnosnb3oBanne B KoMIbioTepe OJaHKOB
nokyMmeHToB. Co3/laHue OJIaHKOB JIOKYMEHTOB B KoMIlbioTepe. M3roToBieHue, KONUpOBaHUE U
TUPaXHPOBaHUE NOKYMEHTOB. CpencTBa 00pabOTKH JOKYMEHTOB. [IOKyMEHTHI, IiepeiaBaeMble



Mo KaHajaM CBs3M (Telerpamma, Tenekc, (akcorpamma, TtenedoHorpamma). Illonsatue
«oprrexHukay. OCHOBHbIE BUIbl OPraHU3AIMOHHON TexHUKHU. [IpaBuna TeXHUKH 6€30MacHOCTH
paboThI C OPTTEXHUKOM.

Tema 3.4 DuekTpoHHOE NOKyMeHTHPOBaHue. IloHsITHE «3JIEKTPOHHBII JOKYMEHT).
[IpeumyiiecTBa nepenadyd JOKYMEHTa C KOMIIbIOTEpAa Ha KOMIIBIOTEpP.  YCTaHOBKA Ha
KOMIIBIOTEPE CHEIUAIBHO BBIICICHHON MalKy JUIsl HOCTYNAOIIMUX JOKyMEeHTOB. [IpenmMyiiectBa
anekTpoHHoM mouThl. Jloctynm k Internet. Cuctema peructpauuu u KoHTposisi. Cosmanue
ANIEKTPOHHOM 0a3bl JaHHbIX. [lomck mokymMeHTa. OKCKypcus B apXuB MypMaHCKOTO
ApPKTUYECKOI0 FOCYAapCTBEHHOTO YHUBEPCUTETA.

6. IHEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHMA],
HEOBXOINMOTI'O JJIA OCBOEHUA JUCHUIIJINHBI (MOAYJISA).

OcHoBHasi IuTEpaTypa:

1. Oenepanbubiii 3ak0H o 22.10.2004 No 125-®3 «OO6 apXxwBHOM Jelie B
Poccuiickoit ®enepanun» (pea. PenepanbHbix 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. Oenepanbhbiii  3akoH  "OO6 uwHbopManuu, uHPOpPMATH3AIMK U  3alIUTE
uHpopmanun". 3axon noanucan Ilpesnnentom Poccuiickoii denepammu 20 gespans 1995 rona
N 24-03

3. 3akoH Mypmanckoii o6iactu ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM Jemne
B MypmaHCKoii o6nactu»

4, ®enepanbubiit 3akoH OT 27 utoiig 2006 r. N 152-03 "O nepcoHanbHbBIX TaHHBIX"

5. ®enepanbubiii 3akoH 0T 2 Mast 2006 1. N 59-®3 "O nopsiike paccCMOTPEHHs
obparmenuit rpaxxaan Poccuiickoit denepanun" C u3MeHEHUSIMH U JOTOJTHEHUSIMU OT: 29 UIOHS,
27 uronst 2010 1., 7 mas, 2 urons 2013 1., 24 Hos6ps 2014 1.

6. [IpaBuna nemonpou3BOACTBa B (efepalbHbIX OpraHax HCIOJHUTEIBLHOW BIIACTH
(yrBepxkaensl nocranonienueM [IpaButensctBa Poccuiickoit @enepanuu ot 15.06.2009 Ne 477
1. [lepedyeHb TUIOBBIX YIPABICHYECKUX APXUBHBIX JOKYMEHTOB, 00pa3yromuxcs B

npoliecce JeATeIbHOCTH TOCY/AapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYMPABJICHUS U
OpraHu3aIii, C yKa3aHWeM CPOKOB XpaHEHHs. Y TBEP)KICH MPUKa30M MHHHCTEPCTBA KYJIbTYPHI
Poccuiickoit @enepanuu ot 25 aBrycra 2010 r. Ne 558

Jlono/IHUTeIbHASI JTUTEpaTypa:

1. [Tucemo MunoGpa3Banuss P® ot 20 nexabps 2000 roma N 03-51/64 «O
MeToauuecknx peKOMEHIAIMsIX TO0 pabdoTe ¢ JOKyMEHTaMH B 00IIeo0pa3oBaTelbHBIX

YUPEXKICHUSIX )
2. Opranuzanus J1eJI0Mpou3BocTBa U JNokymeHToodopora IOV [Tekcr]: meron.
pek. / JI. W. Jlykuna. - M. : Coepa, 2009. - 128 c.
3. Comnory06, O.I1. Jlenonpou3BOJACTBO: COCTABICHHUE, PEIAKTUPOBAHUE U 00pabOTKa

nokyMeHToB: YueOHoe nocodue / O.I1. Conory6. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JAUCHUINIJINHBbI
MoAaYyJIs)

B o0pazoBaTenbHOM Iponecce UCIONIb3YIOTCS:

— yueOHBIE ayJUTOpPUM JUId TPOBEACHUS  YYeOHBIX  3aHATUH, OCHAICHHbIC
000pyIOBaHUEM U TEXHUYECKUMU CpeJICTBaMM oO0ydeHus: yueOHas mebens, [1K, obopynoBanue
JUTSL IEMOHCTPAIIAY TIPE3EHTANNH, HATJISAHBIE TOCOOHS;



— TOMEIIEHUs] Ui  CaMOCTOSITENbHOW  paboThl  O0ydYalomuxcs, OCHAIllEHHBIE
KOMITHIOTEPHOH TEXHUKON C BO3MOKHOCTBIO TIOJIKITFOUEHUS K ceTH «HTepHeT» n obecrieueHrneM
JOCTYTIA B AJICKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBarenbHyto cpeny MATY.

7.1 HEPEYEHbB JIMEH3NOHHOI'O NIPOTPAMMHOI'O OBECIIEYEHUSA
JInueH3noHHOE MPOrpaMMHOe o0ecrieyeHne 0Te4eCTBEHHOI0 MPOU3BO/ICTBA

Kaspersky Anti-Virus

JIMLeH3HOHHOE MPOrpaMMHoe odecrneyeHre 3apyoe;KHOro MPOU3BOJACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe IPOrpaMMHOe o0ecrnedeHre 0Te4eCTBEHHOT0 IPOU3BOACTBA
7Zip

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHoOe odecriedeHue 3apy0esKHOro NMPOU3BOACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJEKTPOHHO-BUBJIMOTEYHBIE CUCTEMMBbI:

OBC m3parenscrBa «Jlaney» https://e.lanbook.com/

OBbC uznarenscrBa «tOpaiit» https://biblio-online.ru/

ObC «YHuBepcuterckas oudanoreka onnaita» https://biblioclub.ru/

7.3 COBPEMEHHBIE IPO®ECCHUOHAJIBHBIE BA3bI IAHHBIX
1. CyneOnbie n HOpMaTuBHBIC akThl PO http://sudact.ru/

2. Uapopmanmonno-ananmuruueckas cuctema SCIENCE INDEX

3. DnexTpoHHas 6a3a IaHHBIX Scopus

4. bazel nanubix kommaanu CLARIVATE ANALYTICS

7.4 UTHOOPMAIIMOHHBIE CITPABOYHBIE CUCTEMBbI

1. CrnpaBouHO-TIpaBOBast uH(pOpMalMOHHAS cucremMa KoncynpranT [Tmroc
http://www.consultant.ru/

2. 000 «CoBpemeHHbIE MeAMa TEXHOJOTMM B  O0Opa3oBaHUM U KYJIbTYpe».
http://www.informio.ru/

8. UHBIE CBEJIEHUS 1 MATEPUAJIBI HA YCMOTPEHUE BEJIYIIEN KA®E/IPHI
He npexgycmotpeno.

9. OBECIIEYEHUE OBPA30BAHUA AJ15 JIUIL C OB3

st obecrieueHust 00pa30BaHUS MHBATUIOB U JIUI] C OTPAaHUYEHHBIMH BO3MOXXHOCTSMU 3JI0POBbS
peanm3anusi JUCHMIUIMHBI MOKET OCYIIECTBISATHCS B aJalTUPOBAHHOM BHUIE, C YYETOM
cnenupuKd OCBOEHUS U JAUJAKTUYECKUX TpPeOOBaHMM, WCXONid €3 HHIUBUIYaTbHBIX
BO3MOXKHOCTEH U M0 JTUYHOMY 3asIBICHUIO 00YJaroIerocs.
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