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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.




IMPEITIOJABATEJIEM

4. OBPBEM JUCHMIIVIMHBI (MOAYJIsI) B 3AYETHBIX EJMHULAX C
YKA3AHUEM KOJMYECTBA AKAJEMHUYECKHUX WJIN ACTPOHOMHYECKUX
YACOB, BBIIEJIEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIUXCA C

o

BUJIAM  YUYEBHbBIX

CAMOCTOATEJIBHYIO PABOTY OBYYAIOIIIUXCHI.
OOm1ast TpPyA0EMKOCTh AUCHUILIMHBI COCTABIsACT 1 3aueTHYI0 eAMHUIly Win 36 yacoB (U3
pacuyeta 1 3.e.= 36 yacoB).

3AHATHUN)

n

HA

~
; <
M 8| KouraxrHas pabora 3 =
A Z i m g Koi-Bo
= | 3 w A 5 nl BB o 4acoB
é 5 £ §¢ = = E 2 Kon-so | Z i dopma
Q m
O| O O E S 8|2 @ 2 yacon o KOHTPOJIS
S| e OE k| | B | 2F|N &S S | koHTpo P
S L o gHaCPC | & =
> o = & S
oy = o I & o JIb
= > Q = O
Y oa) s
= o
2 2 36 2 2 - 4 2 28 - 3a4eT
Htoro 1 36 2 2 - 4 2 28 - 4 3a4eT

B uHTEepakTHUBHBIX (popMax yachl UCHIOIB3YIOTCS B BUE KPYTJIOrO CTOJIA.

Ino

5. COAEP KAHUE JUCIUIIVIMHBI (MOAYJIsl), CTPYKTYPUPOBAHHOE

TEMAM (PA3JIEJAM)

BUJI0B YUEBHBIX 3AHSATHUI.

C YVYKA3AHMEM OTBEJAEHHOI'O HA HHX

KO/IMYECTBA AKAJEMHUYECKHX HWJIHN 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-B0o yacoB Ha
KOHTPOJIb

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

Paznen 2. HopmatuBHO-
3aKoHOAaTenpHas 6a3a. OCHOBHBIC
BUJIBI IOKYMEHTOB U CHCTEMBI
nokyMmeHTaruu. OcoOeHHOCTH
TOJITOTOBKH ¥ 0(hopMITCHHS
OTACJIbHBIX BUAOB TOKYMCHTOB

10

Paznen 3. ®opmupoBanue aen u
OpraHu3alusa XpaHeHUs
JTOKYMEHTOB. DKCIIepTH3a
OCHHOCTHU JOKYMCHTOB.
TexHuueckue cpecTBa,
HUCIIOJIb3YCMBIC B
JEJOTIPOU3BOJICTBE. DIICKTPOHHBIMN
JOKYMEHTO0000pOT

10

3a4€CT

HUTOI'O:

28




Conep:xanue TMCHMILIUHBI (MOTYJIs1)

Pa3nea 1. Conep:xanne, 3HaUeHHe JeJionpousBoacTBa. TexHonorus
OpraHM3alNH /1eJIONPON3BOACTBA B 00Pa30BATEIbHOM YUpesKIeHNU

Tema 1.1 OcHOBHBIE TEPMUHBI H TIOHATHE «1eJIONPOU3BOACTBO». UCTOPUSA BO3HMKHOBEHMS
U OCHOBHbBIE 3TaNbl PA3BUTHS AeJ0NPON3BoACTBA. CHCTEeMbI OPraHU3alHU
aejonpousBoacTBa. [loHsiTHE M NIPUHIUIIBI OPraHU3ALMHU JOKYMEHT0000pOTa

[MonsTHe «aenonpou3BoACTBO». OCHOBHBIE LIEIH U 334U JIeI0MPOnu3BoAcTBa. HeoOxoammocTh
OpraHM3aIH JeJIONPOU3BOACTBA B YUPEKACHUH. 3HaUCHHUE JeIONPON3BOICTBA B I€ATEIHLHOCTH
oOpa3oBaTenbHOro yupexaeHus. Cekperapb, IeI0NpOU3BOIUTENb, JOKYMEHTOBE, KaHIEISPHSL.
Ucropuueckue stanbl pa3BUTHs Aenonpous3Bojctsa B Poccuu. CoBpeMEeHHOE rocyaapCTBEHHOE
PEryjinpoBaHuc ACJIOIMMPOU3BOACTBA. CucreMsl ACJIOMPOU3BOACTBA: HCHTpAJIM30BaHHA,
NeleHTpanu3oBaHHas, cMmemanHas. CTpykrypa u 00BEM J0KyMeHTooOopoTa. (OCHOBHBIE
NPUHIUITB OPraHU3aluN PadOTHI C TOKYMEHTOIIOTOKAMH, KaK CO3/JaHWE ONTUMAJIBHBIX YCIOBUN
JUIsL BCEX BHUAOB paboThl ¢ JoKyMeHTamMu. OpraHu3alMOHHas CTPYKTypa I[epcoHaia,
obecrneunBaromiero padboTy ¢ JOKyMEHTaMH.

Tema 1.2 PexkBU3UTHI 10KyMeHTOB. Perucrpanusi 1 uHaexcanusi 10KyMeHToB. CTpyKTYypa 0a3
JaHHBIX J0KyMeHTOB. Ilpuem, oOpabdorka m pacnpenejieHHe MNOCTYNAKNIMX JTOKYMEHTOB.
Opranuszanus 00padoTKH U NepeJayu OTIPABJIAEMbIX J0KYMEHTOB.

[Tonstue pexkBuszuTa NOKyMeHTa. Bunel pekBuzutoB. IlpaBuna odopmiaeHUs PEeKBU3UTOB
TOKyMeHTOB.  Dopmynsp-oOpaszen.  bmank mokymenta. Bunbl OmankoB. TpeOGoBaHus K
6mankam gokymeHToB. lllaGnonsl. MHaekcanus u peructpanus AOKyMeHTOB. Buasl u Gopmbl
perucTpauuy JOKYMEHTOB. TpeOoBaHHS K TEKCTaM CIIY)KEOHBIX JOKYMEHTOB: KPAaTKOCTh U TOYHOCTH
H3JI0KCHUA I/IH(l)OpMaI_II/II/I, HUCKIIIOYCHHUEC IBOSKOI'O TOJIKOBAaHMHA, OOBEKTUBHOCTh H OOCTOBEPHOCTH
uHGOPMAIUH, COCTABJICHUE IPOCTHIX JOKYMEHTOB, CTPYKTypHPOBaHHE TEKCTa JOKYMEHTA, IIMPOKOE
HUCIIOJIB30BAaHUEC Tpa(l)apeTHBIX U TUNOBBIX TCKCTOB IPU ONHCAHUHN MOBTOPAIOIINUXCSA YHPABJICHYCCKUX
cuTyanuid. SI3bIK UM CTHJIb CITy)KEOHBIX JIOKYMEHTOB. OJTambl OOpaOOTKH BXOMSIIUX JOKYMEHTOB.
[lepBuunas 00paboTKa BXOIANIMX JOKYMEHTOB. Permcrpupyembie W HEpPErHCTPUPYEMbIC
nokyMeHThl. [IpenBapuTenbHOe pacCMOTpPEHHE JOKYMEHTOB JJIsi HAMPABICHUS HCIIOJTHUTEISIM.
Pesoumonus.

[Topsimok  MOArOTOBKM  HCXOASIIMX JOKyMeHTOB. (CocTaBieHHE TMPOEKTa JOKYMEHTa,
COIJIaCOBaHMWE, TMOJAMMUcaHue (yTBep:kIeHHe), THpaxkupoBaHue. CrnocoObl U METOMbI OTHPaBKH
UCXOSAIIUX JOKyMeHTOB. OOmiasi XapakTepucThKa ciy>keOHOW mnepenucku. Pa3sHoBHIHOCTH
CIIy’)KEOHBIX THCEM (CONPOBOAMTENBHOE MUCHMO, MUCHMO-TPOCHOA, MUCHMO-3AMPOC, MHCHMO-
OTBET, MHUCbMO-COOOIIEHHE, HHPOPMAIMOHHOE MHCHbMO, TapaHTUHHOE MHUCHBMO, MHUCHBMO-
IpUrjIaleHue 1 T.1.).

Tema 1.3 Ilopsitok Npoxo:KnaeHHs] BHYTPEHHHUX JOKYMeHTOB. OpraHusanusi KOHTPOJIA 3a
HCIIOJITHEHHEM T0KYMeHTOB. Pabora ucnosmHuresnei ¢ 1okymeHramMu. Opranuzanusi oMcKoBOi
CHCTEMBbI 10 JOKYMEeHTaM.

BHyTpenHue noKkyMeHThl 00pa3oBaTeNbHON OpraHu3aly (3asBICHUS, CIIy)KEOHbIE 3alUCKH,
JIOKJIA/IHbIe, OOBSCHUTEIbHBIE, CIIPaBKU, CBOJIKM, OTUeTHl U 1p.). Iloxroroska, odopmienue,
peructpanus. [IpaBuiaa MOCTaHOBKM TOKYMEHTOB Ha KOHTPOJIb. llOpsilok CHATHS JOKYMEHTOB C
KOHTpoid. OT4er MO MCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE WCIIOIHEHUE
JOKYMEHTOB COTPYAHMKAaMHU B COOTBETCTBUU C UX JOJDKHOCTHBIMH OOS3aHHOCTSIMU H
pe3oJonrel  pyKOBOAMTEIIA. OTBETCTBEHHOCTh, 32  HecoOmoaeHue  TpeOoBaHUi
UCIIOJTHUTENIbCKOW  JAMCHUUIUIMHBI, 32  HEMpPaBUIBHOE  HCIOJIb30BaHHWE  JECWCTBYIOIIMX
HOPMATHBHBIX JOKYMEHTOB B IOATOTOBKE, O(OPMIIEHUM M HCIOJHEHUU JOKYMEHTOB B CPOK.
[TouckoBasi cucreMa JOKYMEHTOB - KapTOTEKH U KIACCU(UKALMOHHBIE CIPAaBOYHUKHU. Buibl
KapToTeK. Bupl kiaccu(puKalmoOHHBIX CIIPABOYHUKOB.



Tema 1.4 Cnoco0bl W MeTOABI JOCTABKH JOKYMeHTOB. O0pa0doTka KOH(pHICHIHAIbHBIX
JAOKYMEHTOB H JIOKYMEHTOB JUI CIY)KeOHOI0 I0Jb30BAaHHUS. OJKCKypcus B  OTAe]
AeJIONpon3BoacTBAa MypMaHCKOro apKTH4YeCKOro rocy1apcTBeHHOr0 YHUBEepCHTeTA.
Opranuzaiys MOYTOBOM, KYpbEPCKOM M 3KCIPECC-IOCTaBKU JOKYMEHTOB. [IOHATHS: «II€HHOCTh W
0€30MacHOCTh MH(POPMALUU», «KOH(PUICHIUATBHOCTb», «yrpo3a KOH(UICHIHNATBHOCTH»,
«3ammTa  uH(popManuu». be3omacHOCTh IEHHBIX WHGOPMALMOHHBIX pecypcoB. lleHHas
uHpopManus U KOHQHICHIINATIbHBIE JOKYMEHThI. PernaMenTanus coctaBa KOH(GHICHIIMATBHBIX
cBeieHUl U JokyMeHTOB. Ilopsmok paboTel ¢ KOH(QUACHUMAIBHBIMU JIOKYMEHTAMU H
marepuanamu. KonpunenuanbHast nHGOpMAIHs U CBEACHUS B ACATEIBHOCTH 00pa30BaTeIbHON
OpraHu3aluy.

Pa3nen 2. HopmaTuBHO-3aKk0oHOAaTe/IbHAsA 6a3a. OCHOBHbIE BUIbI JOKYMEHTOB H
cucTeMbl JOKyMeHTAlui. OCO0eHHOCTH MOATOTOBKH M 0()OPMJIEHUS OTAeJIbHBIX
BH/IOB /IOKYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOIATEJIbHbIE © HOPMATHBHO-METOIMYecKHe JOKYMEHTHI 110
AejonpousBoacTsy. HopmaTuBHO-3aK0HOAaTEIbHBIC  HOPMATHBHO-METOAHYECKHE
AOKYMEHTHI 10 apXHUBHOMY J1eJy.

3akoHoaTenbHbIe akThl Poccuiickoit @eneparun 1 MypMaHCKoit 0671acTH, perilaMeHTHPYIOIIHe
JEJIONPOU3BOJICTBO U apXUBHOE J1e0. ['ocyjapcTBeHHbIE CTaHAApThl U YHU(UKaIUsI B 00JacTu
JIEJIONPOU3BOJCTBA U APXUBHOrO Jena. MHCTpyKIus 1o [eiaonpous3BoACTBY MuHHCTEpCTBa
obOpasoBanus U Hayku Poccuiickoii @enepanuu. Meroaudeckue peKOMEHIAIMU 10 pa3paboTke
HOMEHKJIATYphl M HMHCTPYKIMH IO JEJIONMPOU3BOACTBY B 00pa30BATEIbHOM YUPEKICHHUH.
TunoBble mepeyHH ¢ yKa3aHUEM CpPOKOB XpaHEHMsI NOKyMeHTOB. [IpaBuia paboOThl apXHUBOB
OpraHu3aLuil.

Tema 2.2 Knaccupuxanus gokymenros. IOpuandeckas cuna goxkymenra. Haznadyenue n
COCTaB  OPraHU3allMOHHO-TIPABOBOH  NokymMeHTanuu. Hasnayenme wu  cocras
OPraHM3alMOHHO-PACTIOPAINTENbHOM JoKyMeHTanuu. Ha3HauyeHue M coCTaB CIPaBOYHO-
HUH(OPMAUOHHOM TOKYMEHTALMH.

Knaccudukanus 1OKyMEHTOB, €€ OCHOBHBIE NMPHU3HAKU. ['pymIbl JOKYMEHTOB - JOKYMEHTHI 110
o0mMM ¥ aJMUHHCTPAaTHUBHBIM BOIIpOcaM, T.€. IO BONpocaM OOILEro pyKOBOJCTBA
npeanpusITucCM H“ €ro JACATCIIbHOCTBIO, - AOKYMCHTBIL 10 q)YHKI_[I/ISIM YIIpaBJICHUA.
Knaccudukanus ciayxeOHbIX JTOKYMEHTOB: IO aJMHUHHCTPATUBHBIM BOIIpPOCaM; MO BOIpPOCaM
MaTCpUAIIbHO-TCXHUYCCKOT'O CHa6)K€HI/I$I; AOKYMCHTAlMAd 1O IJIAaHUPOBAHUIO; IO OHepaTHBHOﬁ
NEeSATENIbHOCTH; IO OyXralTepcKoMy YyueTy; IO TOJArOTOBKE M PAacCTaHOBKE KaApOB M T.1.
Knaccudukanus mo HaMMEHOBAHMIO: TPHKa3bl, PACHOPSDKEHUS, IJIAHBI M OTYETHI, AaKTBHI,
MPOTOKOJIbI, TOTOBOPHKI, YCTaBbl, HHCTPYKILUHU, JOBEPEHHOCTH U T.A. Kiaccudukanus no mecty
COCTaBJICHUS, 1O CTENEHH YHH(PHUKAIMM, TO MPOUCXOXKIACHUIO, MO BUAY OG(OpMIIEHHS, MO
croco0y ¢dukcanuu HWHPOPMANMK, TIO CTENEHH CJIOKHOCTH, IO CTENEHW TJIaCHOCTH, IO
IOpUJIMYECKOM CHJIe, 10 CpPOKAM HCIIOJIHEHHs, [0 CpOKaM XpaHEHWs, IO CTEleHU
0053aTeNIbHOCTH.

Cucrema OpFaHHBaHHOHHO-HpaBOBOﬁ JOKYMCHTAaIH (yCTaB YUpPCKACHUA, ITIOJIOKCHUA, IITATHOC
pacnucaHue, JOHKHOCTHBIE HWHCTpyKIMHK). CucrteMa oOpraHuM3aldOHHO-PACIOPSIUTEIbHON
JOKyMeHTaluu (yka3, IpuKa3, BBIIKCKA U3 MpUKa3a, pacropsbkeHue, nocraHoninenue). Cucrema
CIPaBOYHO-UH(GOPMALIMOHHON JOKYMEHTAIMK (IIPOTOKOJI, aKT, 3asBJICHHUE, TOKIaHas 3alucKa,
peJIoKEHNE, TPEICTaBICHUEe, CIIy)KeOHasi 3amucka, oOBsicHUTenbHas). CxeMa MOJIrOTOBKH
pacnopsSAUTENbHBIX JOKYMEHTOB. [lopsiiok CHATHS 1 BbIIaYX KOMUIN C TOKyMEHTOB.

Tema 2.3 JlokajibHble HOPpMaTUBHBbIE aKThl. CocTaB M padoTa ¢ KaAPOBOIi TOKYMeHTalHel.



[Tonoxenus, mnpaBuwiaa, UWHCTPYKUUU (MpaBWJIa BHYTPEHHETO TPYAOBOIO pacHopsika,
WHCTPYKIIMU O TOPSIIKE OCYIIECTBICHUS KaKON-TUOO ACSITENbHOCTH WU TOPSAKE MPUMEHEHUS
MOJIOKEHUN 3aKOHOJATEIBHBIX M MHBIX HOPMATHBHBIX AKTOB, IOJIOKEHHS O CTPYKTYPHBIX
MOIpa3/IelIeHUsIX, KOJUIEKTUBHBIN MoroBop U Ap.). Ilopsaok odopMiIeHHS W MOANHCAHUS ITHX
JIOKYMEHTOB [JIsl IPUMEHEHHSI KaK CaMOCTOSITENIbHBIX MPAaBOBBIX aKTOB. [IoHATHE M CTpyKTypa
MEePCOHATBHBIX JaHHBIX. OOs3aTeNbHBIE KaIPOBBIE IOKYMEHTH 00pa30BaTeIbHON OpPraHU3aINH,
UX BHJIbI, COCTAaB, HOpMATUBHBIE TPeOOBaHMS K BEIECHUIO KaJIpOBOM JOKyMEHTAlMH (IpUKa3bl U
pacnopsDKeHHsT 10 JIMYHOMY COCTaBy, 3asiBIICHHME, TPYAOBOM JOTOBOp, JOJKHOCTHAS
WHCTPYKLUS, TPYAOBas KHWXKKA, JINYHAs KapTOuyKa, JMYHOE [eJ0). J[BHKeHue M XpaHEHHE
KapoBOo JokyMeHTauuu. JKypHanbl U KHUTH YyueTa. VcmoiHeHHe ColMallbHO-IIPaBOBBIX
3aMpocoB.

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

Tema 3.1 IlpaBuiia cocTaB/ieHUSI HOMEHKJATYPbI e yupexaeHus. DopMupoBaHue H
odpopmienne aes. OpraHu3anmsi ONEPATHMBHOIO XPaHeHWs JOKYMeHTOB. PopMmupoBaHue
apxuBa B 00pa30BaTeJIbHOM YUYpPeKACHHUH.

[lonsatne o «aene». Homenxknarypa nen. CocraBiieHHE HOMEHKJIATyphl J€l B
00pa30oBaTeIbHOM YUPEXKICHUU. dopMHpoOBaHUE JEII. [Ipu3naku 3aBeneHUs [ei:
HOMUHAJIBHBIN, TPEIMETHO-BOIPOCHBIN, aBTOPCKHM, KOPPECHOHACHTCKUH, Teorpaduyueckuii,
xpoHosorudeckuii. Buapl apxuBoB. TpeboBanus k apxusam. [lopsok nepegaun 10KyMEHTOB Ha
apxuBHOe XpaHeHue. CucrtemaTu3aius JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4dHO-CIIPaBOYHBIM
anmapaToM (MCTOpHUYECKas CIIpaBKa, OINWCH JeJl TOCTOSHHOIO W BPEMEHHOIO XpaHEHUs
JIOKYMEHTOB, KHUTH y4€Ta U ABUKECHUS JE).

Tema 3.2 /lesja MOCTOSAHHOIO W BPEMEHHOI0 CPOKAa XpaHeHHUsl. JKCIEPTHAs KOMHCCHS
yupexaeHusi. [lopsiok yHHYTOXKEeHUsI JOKYMEHTOB.

OCOoOeHHOCTH XpaHEHHUs /e MOCTOSHHOIO, BpeMeHHOro (cBeimie 10 jer) u Jen mo JUYHOMY
coctaBy. Ilopsamok mnepemaum gen B [ocymapctBeHHble apxuBbl. Co3aHME HKCHEPTHOM
KoMHCCUU yupexaeHus. IlpoBeneHue SKcrepTH3bl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3acelaHMil KOMUCCHM M aKTOB HAa yHHUTOXeHHe fen. [Ipouenypa yHHMUTOXKEHHUS
JIOKYMEHTOB.

Tema 3.3 MHcnouan3oBanme 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
¢dopmMHupoBaHUs JOKYMEHTOB Ha KOMIbioTepe. lcmoib3oBaHWe B KOMIbIOTEpEe OJaHKOB
nokyMmeHTOB. Co3nanue OJIaHKOB JOKYMEHTOB B KOMIbIOTEpe. M3roToBleHHEe, KOMMMPOBAHUE U
TUpaXUpOBaHUE JOKyMeHTOB. CpencTtBa 00pabOTKU TOKYMEHTOB. JIOKYMEHTHI, TiepeaBacMbie
M0 KaHajaM CBS3H (TejaerpamMma, TeleKkc, ¢akcorpamma, TenedoHorpamma). Ilonsarue
«oprrexHuka». OCHOBHbBIE BUbl OPraHU3AIMOHHON TexHUKU. [IpaBuia TexHUKH 0e30macHOCTH
paboTHI C OPITEXHUKOM.

Tema 3.4 DiekTpoHHOe NOKyMeHTHpPOBaHUe. [loHsITHE «3JIEKTPOHHBII TOKYMEHT».
[IpeumymecTBa mnepeaaun JOKYMEHTa C KOMIBIOTEpPA Ha KOMIBIOTEp.  YCTaHOBKa Ha
KOMITBIOTEPE CIENHUAIBHO BBIJICJICHHOM MANKKU JJIs MOCTYNAKLNX T0KYMEHTOB. [Ipenmyimecrsa
anekTpoHHoM mnouthl. Jloctynm k Internet. Cucrema perucrtpauuu u koHtpoissa. Co3maHue
AJICKTPOHHOM 0a3bl JaHHBIX. [loMCKk JOKyMeHTa. OKCKypcusi B apXuB MypMaHCKOTO
apKTUYECKOI'0 TOCY1apCTBEHHOI'O YHUBEPCUTETA.



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

OcHoBHas1 JiuTEpaTypa:

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 3ak0oH "O0 WHpOpManuu, HHPOPMATU3ALWHU U 3amuTe WHpopManmu'. 3aKoH
noanucas [Ipesnaentom Poccuiickoit @eneparum 20 despanst 1995 roga N 24-D3

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

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

5. Oenepanpiblii 3ak0H OT 2 Masg 2006 1. N 59-03 "O nopsake paccMOTpeHHsT OOpalleHHi

rpaxkaan Poccwuiickoit @enepanun” C u3BMEHEHUAMH U JOTIOMHEHUSIME OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 ., 24 wosi6ps 2014 r.

6. IlpaBuna jgemonmpousBOACTBA B (efiepalibHBIX  OpraHax HCIOJHUTEIBHOHW  BJIACTH
(yrBepxaeHsl nocranosneHueM [IpasurensctBa Poccuiickoii @enepanuu ot 15.06.2009 Ne 477
7. [lepeueHb THUIIOBBIX YIPABICHUYECKUX apPXWUBHBIX JOKYMEHTOB, 0Opa3yrOIIUXCS B IMPOIECCe

JIeATENbHOCTH FOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPAaBJIEHUS U OPraHU3alNl, C YKa3aHUEM
CPOKOB XpaHeHHus. YTBep:kleH npukazoM MunucrepcrBa KyabTypbl Poccuiickoit denepanuu ot 25 aBrycra
2010 1. Ne 558

JdonmosiHUTEIbHAS JIUTEpATypa:

1. [MTucekmo MunoOpazBanust PO ot 20 nexabpst 2000 roma N 03-51/64 «O Meroauveckux
PEKOMEHAIMSIX TI0 padoTe ¢ JOKYMEHTaMH B 00IIe00Pa30BaTEIBHBIX YUPEHKICHHUSIX>»

2. Opranuzanus AeIonponu3BoacTBa U goKkymeHtoobopora 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 JUCHUITIINHBI
(MOJAYJIsA)
B o6pazoBaTenbHOM IPOIECCE UCTIONIB3YIOTCS:

— y4eOHbBIE ayTUTOPUU IJIs MPOBEICHUS yUeOHBIX 3aHSATUH, OCHAICHHBIE O00OpPYIOBAHUEM U
TEXHUYECKUMH CpelIcTBaMH oOydeHus: yuyeOHas wMeOensb, I[IK, oOopymoBanue st
JEMOHCTpAIINH MPE3ECHTAINH, HATJITHBIC TTOCOOUS;

— TIOMEIIEHUS Il CaMOCTOSATEIbHOW pPabOThl, OCHAIIEHHBIE KOMITBIOTEPHOW TEXHUKOU C
BO3MOYKHOCTBIO MOJKITIOUEHUS K ceTH «MHTepHET» N 00eCTICUeHHEM I0CTYIA B AJICKTPOHHYIO
UH(POPMaLIMOHHO-00pa3oBaTenbHyio cpeny MAILY.

7.1 IEPEYEHDb JIUEH3UOHHOI'O ITPOI'PAMMHOI'O OBECIIEYEHUA

JInueH3uoHHOe MpPorpaMMHoe o0ecreyeHne 0Te4eCTBEHHOr0 MPON3BOICTBA

Kaspersky Anti-Virus

JInleH3HOHHOEe MPOTrpaMMHOe olecredeHne 3apy0eKHOTr0 NPOU3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHOe o0ecredeHne 0Te4eCTBEHHOT0 MPOU3BOACTBA

7Zip

CB0001HO pacnpocTpaHsieMoe MPOrpaMMHoOe odecriedeHne 3apy0eKHOro NpPon3BoACTBA

Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJEKTPOHHO-BUBJIMOTEYHBIE CUCTEMBI:



OBbC u3znarenscrtBa «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-ananmutudeckas cuctema SCIENCE INDEX

3. DnexkTponHas 60a3a IaHHBIX Scopus

4. bas3el manueix komnannu CLARIVATE ANALYTICS

7.4 UHO®OPMAIMOHHBIE CITPABOYHBIE CUCTEMBbI

1. CnpaBouHO-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 npexgycmorpeno.

9. OBECIIEYEHHE OBPA3OBAHMUA JJIs1 JIUIL C OB3

Jlnst oGecrieueHnst 00pa30BaHUS MHBAIHMJIOB U JIUI] C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH 3/I0POBbSI
peanu3anus JUCUMIUIMHBI MOET OCYIIECTBISATHCS B aJalTUPOBAHHOM BHJIE, C YYETOM
cieniUKA OCBOCHHS H JTUJAKTHYECKHX TpeOOBaHMM, WCXOAS W3 HHIUBHIYATbHBIX
BO3MOXKHOCTEH U 0 TUYHOMY 3asIBIICHUIO 00YJarOIIerocs.



