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O0beM TUCHUIUIMHBL 1_3.¢.
1. Pe3yabTaThbl 00y4eHHUs MO JUCHUIJIMHE (MOIYJI0), COOTHECEHHBIC C WHIUKATOPaMHU
JOCTH>KEHUS] KOMIIETCHIIMH, YCTAaHOBIICHHBIMH  00pa30BaTeIbHON MPOrpaMMon

Komnerennus

HNupnkatopsl
KOMITeTeHIIU I

Pe3ysbTaThl 00y4eHust

YK-4. Criocoben
OCYIIECTBIISATH
JIETIOBYIO
KOMMYHHUKAIINIO B
YCTHOH ¥ MMCbMEHHOMN
(hopmax Ha
TOCyJapCTBEHHOM
sa3pike Pocculickoi
®denepanu u
HMHOCTPaHHOM(BIX)
sA3bIKe(ax)

VK-6. Cnocoben
YIIPaBIATH CBOUM
BpEMEHEM,
BEICTPanWBaTh U
pearu30BEIBATh
TPaeKTOPHUIO
caMopa3BUTHSA Ha
OCHOBE ITPHUHITUIIOB
o0pa3oBaHUs B
TEUEHHE BCEH KU3HU

VK-4.1. Bnageer cucreMoit
HOPM PYCCKOTO
JUTEPATypHOTO S3bIKA MPH
€ro HCIIOJIb30BAHNH B
KadeCcTBE TOCYAapCTBEHHOTO
si3plka PO 1 HopMamu
MHOCTPAaHHOTO(BIX)
sI3bIKa(OB), UCIIOJIb3YET
pasnuuHbie (OPMBI, BUJIBI
YCTHOH ¥ TUCbMEHHOU
KOMMYHHUKAIUH.

YK-4.2. Ucnons3yet
SI3BIKOBBIC CPEJICTBA VIS
JOCTHKEHUS
npodeccHoHaNBHBIX IeTIeh
Ha PYCCKOM U
HHOCTPaHHOM(BIX)
s3bIKe(ax) B paMKax
MEXJIMYHOCTHOTO
MEKKYJIBTYPHOTO OOIICHHS

YK-4.3. OcymectBusieT
KOMMYHHKALUIO B

b poBoi cpeae s
JOCTHKCHUS
npohecCHOHANBHBIX LeNei
u 3¢ dexTuBHOTO
B3aHMOJICHCTBHS.

VK-6.1. OuenuBaer
JIMYHOCTHBIC pecypcm 110
JOCTHIKEHHUIO LIeneH
CaMOpa3BUTHS U
YIpaBJICHUS CBOUM
BpEMEHEM Ha OCHOBE
MIPHUHIUIIOB 00pa30BaHUS B
TeYeHUe BCeW KU3HH.

VK-6.2. Kputuuecku
oreHuBaeT APPEKTHBHOCTD
WCTIONB30BaHMUS BPEMEHHU H
JIPYTHX PECYPCOB MPH
peanu3ayy TPaeKTOPHU
CaMOpa3BUTHSL.

3HaTh: HOPMAaTWUBHBIE JOKYMEHTHl MO YHH(UKAIMKA |

CTaHapTH3ALUH B obmactn JOKyMEHTAIIWH,
JIeiCcTByIoIMe Ha TeppuTopun P®; rocynapcTBEHHbIE
CTaHAapPTHI " 3aKOHO/IATEIbHBIE AKTBI o
JOKyMEHTHPOBAHHIO;

CHCTEMBI JOKYMEHTAIMH, TPeOOBaHUS K COCTABICHHIO H
o(opMIICHHIO TOKYMEHTOB;

THUIIOBBIE MHCTPYKIMH MO JEJIONPOU3BOJCTBY, PETJIAMEHT
paboThl, TOKHOCTHBIC MHCTPYKIUH;

OCHOBHBIC BHUbI JOKYMCHTOB, PErIIaMCHTUP YOI X
00pa30BaTEIbHYIO ACATCIBHOCTS;

OCHOBBI  JICNIONPOM3BOACTBA B 00pa30BaTEIbHOM
YUPEIKICHUH.

YMeTh: panyoHanbHO W A3(PQPEKTHBHO OPraHW30BHIBATH
JIETIONPON3BOJICTBO B  00pa30oBaTeNbHON OpraHU3alny,
COCTaBIATh  y4eOHO-METOAWYECKHE M  HOPMAaTHUBHO-
TIPaBOBBIE JIOKyMEHTBI, perilaMeHTHPYIOIIHE
JIeATeIbHOCTh 00pa30BaTeIbHON OpraHu3alnuu

Brnaners: MeTomamu, criocodamMu U CpeAcTBaMH

IIOJIy4EHUS, XpaHeHUs, nepepadoTKu
UHpOpMaIuy, OCHOBAMH KOMITBIOTEPHOU
IPaMOTHOCTH;  TEXHOJOIMEM  OpraHu3aluu
JEJIONPOU3BOCTBA B 00pa30BaTEILHOM
YUPEKIACHUU.

2. Coaep:kaHue TUCHUTILUINHBI (MOTYJIs)

Pa3nea 1. Copepxanue, 3HaUCHHE 1eJIONPON3BOACTBA. TexHonorns
OpraHM3alH /1eJIONPON3BOACTBA B 00PAa30BATEIbHOM YUpPeKIeHUH




Tema 1.1 OcHoBHEBIE TCPMHUHDLI H NOHATHE «ACJTOIMMPOU3BOACTBO». I/ICTOpI/Iﬂ BO3HUKHOBCHUSA
N OCHOBHBIC 3TAIlbI PA3BUTUA ACJI0NIPOU3BOACTBA. CucremMbl OopraHu3anuu
AeJonpou3Boacrsea. IlonsiTHe M INPUHIUIIBI OPraHu3anuuu HOKYMeHTOOGOPOTa

[MTonsitue «penonpousBoAcTBo». OCHOBHBIE IENM W 33/1a4d JIEJIONPOU3BOACTBA. HeoOXoauMocTh OpraHu3anuu
JIETIONPOU3BOJICTBA B YUPEXKACHUU. 3HAUCHUE JEIONPOU3BO/ICTBA B NEATEILHOCTH 00pa30BaTEIHHOTO YUPEKICHHUS.
CekpeTapb, IeIONPON3BOANTEND, TOKYMEHTOBE]I, KaHIEsIpys. VcTopuueckue 3Tarnsl pa3BUTHS Je0MPOU3BOICTBA
B Poccun. CoBpeMEeHHOE TOCYyIapCTBEHHOE pEryJIMpoBaHHE JIeNonpou3BozicTBa. CHCTEMBI AENIONPOU3BOJICTBA:
LEHTPAIM30BaHHas, ACLECHTpalIn30BaHHas, cMmemiaHHas. CTpykrypa U 00bEM goKymMeHTooOopoTa. OCHOBHBIE
NPUHLMUIBI OPTraHu3aluy padoTHl C JOKYMEHTOIIOTOKAMH, KaK CO3[aHHe ONTUMAaJbHBIX YCIOBHH JUISi BCEX BHUJIOB
pabotsl ¢ mokymeHTamu. OpraHn3anuoHHas CTPYKTypa MepCcoHaia, 00ecIeqnBaonero padboTy ¢ JOKyMEHTaMH.

Tema 1.2 PekBU3UTBHI JOKYMEHTOB. Perncrpauusi u uHaekcanusi 10kyMmeHToB. CTpykTypa 6a3
JaHHBIX JA0KyMeHTOB. I[Ipmem, o0pa0oTka M pacnpenesieHHe NOCTYNAKIIMX JOKYMEHTOB.
Opranuszanusi 00padoTKM U Nepeaayu OTIPABJIAEMbIX JOKYMEHTOB.

IlonsiTHe pekBU3HUTA [OKYMEHTA. Bunpl pexBU3UTOB. [IpaBuna odopmieHHS PEKBH3UTOB JIOKYMEHTOB.
®Qopmymsp-obpazen.  bmank moxymenta. Bumer 6mankoB. TpeboBanms k OmaHkam HoKymeHTOB. I11aGmoHEI.
WHpekcanust 1 perucTpanus 10KyMeHTOB. Buibsl 1 (GOpMBl perucTpanuu T0KyMeHTOB. TpeOOBaHUS K TEKCTaM
CIIy)KC6HI)IX JOKYMCHTOB: KPATKOCTb W TOYHOCTb H3JIOKCHUA I/IH(bOpMa]_[I/II/I, HUCKIIIOYECHUE IOBOAKOI'O
TOJIKOBaHUAI, O6’BCKTI/IBHOCTB U AOOCTOBCPHOCTH I/IH(bOpMaHI/II/I, COCTaBJICHUE TMPOCTBIX JOKYMCHTOB,
CTPYKTYpUpPOBaHHE TEKCTa JOKYMEHTA, IIUPOKOE UCTIOIh30BaHNE TpadapeTHBIX U TUIIOBBIX TEKCTOB MPH
OIMMCAHNU IMMOBTOPAIOHINXCA YIIPABICHUCCKUX CI/ITyaHI/II\/'I. SI3BIK M CTUIIB CIIy)KC6HI)IX JOKYMCHTOB. DTaIesl
00paboTKM BXOHASIIMX JOKyMeHTOB. [lepBuuHas o00paOoOTKa BXOZSLIMX JOKYMEHTOB. Perucrpupyembie u
HECPETUCTPUPYCMBIC TOKYMEHTHI. HpeﬂBapHTenLHoe PacCMOTPEHUC TOKYMEHTOB JJId HAIIPaBJICHUSA HCIIOJHUTEIISAM.
Pesomonus.

HOp?[I[OK MOATOTOBKHU HCXOAAIHNX AJOKYMCHTOB. CocraBiieHne IPOCKTAa NOKYMCHTA, COIIaCOBAHUC, MOANMNCAHUC
(yTBepxaenue), TupaxkupoBanue. CriocoObI 1 METOIBI OTIIPABKH MUCXOIAIINAX TOKYMEHTOB. OOIIast XxapaKTepHUCTHKA
CJ'Iy)Ke6HOI\/'I NCPCIIUCKHU. PaSHOBI/IHHOCTI/I CJ'Iy)Ke6HLIX IIMCEM (COHpOBOI[PITeJ'ILHO@ IIMCBMO, HI/ICLMO-HpOCL6a,
MMAUCbMO-3a11pocC, NUCbMO-OTBET, HI/ICBMO-COO6HI€HI/IG, I/IH(I)OpMaL[I/IOHHoe IIHUCBbMO, FapaHTI/II\/'IHoe IIUCbMO, ITMCBMO-
MpUrjiameHnue n T.,I[.).

Tema 1.3 Ilopsitok Npoxo:kaeHHsi BHYTPEHHHUX AOKYMeHTOB. OpraHusanusi KOHTPOJIA 3a
HCIIOJIHEHHEeM JOKYMeHTOB. Padora ucnosiHuTesieit ¢ nokymMeHramu. Opranusanusi NOMCKOBOM

CUCTEMBI IO TOKYMCHTaM.

BHyTpeHHHEe [OKYMEHTHI 00pa3oBaTelIbHON OpraHM3anuy (3asBICHHSA, CIy>)KEOHbIE 3aluCKH, JOKJIaTHBIC,
O0OBSICHUTENIBHBIE, CIIPAaBKH, CBOAKH, OTYETHI U 1p.). Ilogroroska, opopmienue, perucrpanus. [IpaBuia nocTaHOBKU
JIOKYMEHTOB Ha KOHTPOIb. [10pSIOK CHATHSI JOKYMEHTOB ¢ KOHTpPONs. OT4eT 10 MCTIOIHEHUIO KOHTPOJIBHBIX TOKYMEHTOB.
OnepaTHBHOE HCIIONHEHHE JTOKYMEHTOB COTPYAHHKAMH B COOTBETCTBHU C MX JIOJDKHOCTHBIMH OOS3aHHOCTSAMH U
pesomonueit pykosoautess. OTBETCTBEHHOCTh 3@ HECOOMIOEHUE TPEOOBaHUI UCIIOTHUTEIbCKON AUCIUIUINHEL, 33
HENpaBUIILHOE HCIIOJIb30BAHUE JICWCTBYIOIMX HOPMATHUBHBIX JIOKYMEHTOB B [MOJrOTOBKE, O(GOPMICHHUH U
WCIIOJIHEHNH JIOKyMEHTOB B CpOK. llomckoBas cucreMa MOKYMEHTOB -  KapTOTEKH W KIIacCH(MKaIlMOHHBIC
CTpaBOYHUKH. Byl kapToTek. Buasl kilaccn(pyKannoHHBIX CIIPAaBOYHHUKOB.

Tema 1.4 Cnoco0bl M MeTOIbI AOCTABKH J0KYMeHTOB. O0patoTka KOH(UIEHUUAIBHBIX IOKYMEHTOB H IOKYMEHTOB
M1 CIy:KeOHOr0 TMOJIb30BaHMsl. JKCKYpcHsi B OTAe] JeJ0Npou3BOACTBA MypPMAHCKOro AapKTH4ecKoro
TOCyIapCTBEHHOT0 YHHBEPCHTETA.

Opranusaiysi OYTOBOH, KYphEPCKOM M JKCIIpecc- JOCTaBKH JOKYMEHTOB. [IOHSATHS: «1I€HHOCTh U
0e30macHOCTh HMHGMOPMaLUNY», «KOH(PUIEHIUAIBHOCTHY, «yrpo3a KOH(PHUIEHIUATbHOCTHY,
«3anmTa uHpopManuu». be3omacHoCTh IEHHBIX HH(GOPMAIMOHHBIX pecypcoB. lLlennas
uHpopManus U KOHPHUIEHIIMATbHbIE JOKYMEHTHI. PerimamenTanus cocraBa KOH(DUICHIINAIBHBIX
cBeeHUil W JokyMeHTOB. Ilopsimok pa®oTbl ¢  KOHOUAEHIMATbHBIMH JIOKYMEHTAMH U
Matepuanamu. Kondunennnansaas nHGOpMAIHS ¥ CBEJCHUS B IEITEILHOCTH 00pa30BaTeIbHON
OpraHu3aIuy.

Paspnen 2. HopmaTtuBHO-3aKk0HOAaTEAbHAsA 0a3a. OCHOBHBIE BHABI JOKYMEHTOB M
CHUCTeMbI JOKyMeHTanuu. Oco0eHHOCTH NOATOTOBKH 1 0()OpPMJICHHUS OTACIbHBIX
BH/I0B JOKYMECHTOB

Tema 2.1 HopMaTHBHO-3aKOHOAATE/IbHbIE H HOPMATHBHO-METOANYECKHE IOKYMEHTBI 0



aejaonpon3BoacTsy. HopMaTuBHO-3aK0HOAaTeIbHbIE © HOPMATHBHO-METOANYECKHE
JAOKYMEHTHI 110 ADXHUBHOMY JeJ1y.

3akoHonarenbHbIe akThl Poccuiickoit deneparu u MypMaHckoii 061acTu, perJaMeHTHPYIOIne
JIEJIONPOU3BOJCTBO U apXUBHOE J1eN0. ['ocyaapcTBeHHbIe CTaHAAPTHl U YHU(PHUKAIUS B 001acTu
JIEJIONPOU3BOJCTBA U ApXUBHOrO Jena. MHCTpykuusi Mo Jenonpou3BOACTBY MuHHCTEpCTBa
obOpazoBanus U Hayku Poccuiickoii Denepannu. MeToauvyecKkue peKOMEHIAIuU 110 pa3paboTKe
HOMEHKJIATypbl U HHCTPYKLIMHM IO JI€JONPOU3BOJCTBY B 00pa30BaTEIbHOM YUPEXKICHUU.
TunoBble mepeyHH C yKa3aHHEM CPOKOB XpaHEHHUs AokyMeHToB. I[IpaBuna paboTbl apXuBOB
OpraHu3aIuu.

Tema 2.2 Knaccudukamus nokymeHToB. FOpuandeckas cuina qokymeHTa. HazHaueHue u coctaB
OpraHU3aIlMOHHO-TIPAaBOBOM  JOKyMmMeHTanuu. HasnadyeHme © cocTaB  OpraHu3aliOHHO-
pacnopsiIUTeNIbHON JIOKYMEHTanuu. Ha3HaueHue © COCTaB CIPaBOYHO-WUH(POPMAIMOHHOMN
JIOKYMEHTAIUU.

Knaccudukanus 1OKyMEHTOB, €€ OCHOBHbBIC NMpPHU3HAKU. [ pyIIbl JOKYMEHTOB - JOKYMEHTHI IO
o0lMM W aJIMHUHHUCTPATUBHBIM BOMpOCaM, T.€. IO BompocaM OOIIEro pyKOBOJCTBA
OPEeNNpUsITHEM H €ro JAeSITeIbHOCTBIO; - JOKYMEHThl 1O (YHKUUAM  YOpaBlIEHUS.
Knaccudukanus cinykeOHBIX JOKYMEHTOB: 110 aJIMHHHCTPATHBHBIM BOIPOCAM; IO BOIPOCAM
MaTepuaIbHO-TEXHUYECKOTO CHA0XKEHUS; JOKYMEHTAIUsl MO IUIAHWPOBAHHUIO; MO ONEepaTHUBHON
JEATEeTbHOCTH; 10 OyXraaTepCKOMY Y4YeTy; IO MOATOTOBKE M PACCTAaHOBKE KaJApOB U T.J.
Knaccudukanuss mo HaMMEHOBAHHWIO: TPHKA3bl, PACHOPSHKCHUS, TUIAHBI W OTYETHI, aKTHI,
MIPOTOKOJIBI, TOTOBOPKI, YCTaBbl, MHCTPYKIIUH, JJOBEPCHHOCTH U T.1. Kiaccudukaius mo mecry
COCTaBIICHUS, MO CTENeHH YyHU(DUKAIMM, MO MPOUCXOXKACHUIO, MO BUAY O(POPMIICHHUS, IO
croco0y (ukcanmuu wWHOOpPMAMH, IO CTETIICHH CIOKHOCTH, IO CTCICHU TJIACHOCTH, II0
IOpUJIMYECKON CHJIe, 10 CpOKaM HCIIOJIHCHHS, I10 CpOKaM XpaHCHHs, II0 CTEeNeHU
00513aTEIIbHOCTH.

CucremMa opraHu3aIiOHHO-TIPABOBOM JOKYMEHTAIUMH (YCTaB yUpeKICHHUS, TOJT0XKEHHS, IITaTHOE
pacriicanue, JOJDKHOCTHBIE WHCTpyKIuu). CucremMa OpraHu3allMOHHO-PACTIOPSIUTEITHLHON
JOoKyMeHTaluu (yka3, MpuKas, BBIMHUCKA U3 MPUKa3a, pacropshkeHue, mocraHoBienue). Cucrema
CIIPaBOYHO-UH(DOPMAITMOHHON TOKYMEHTAlMK (MPOTOKOJI, aKT, 3asBJICHUE, JOKJIAIHAs 3aI1CKa,
MpeJIoKEHNe, MpeJICTaBICHUe, CIy)KeOHasi 3amucka, oO0bscHUTeNnbHas). Cxema MOATOTOBKHU
pactopsIANTENbHBIX TOKYMEHTOB. [1Opsi/IOK CHATHS M BBIIauM KO C IOKYMEHTOB.

Tema 2.3 JlokanbHble HOpMAaTHBHBbIE aKThl. CocTaB 1 padoTa ¢ KaJApoBoi J0KyMeHTanue.
ITonoxenus, mpaBwia, WHCTPYKUMH (IIPaBUJIa BHYTPEHHETO TPYAOBOIO DACHOPSAKA, MHCTPYKIMH O MOpPSIKE
OCYIIECTBIICHUSA KaKoM-1100 JACATCIIBHOCTH WJIM TOPAJAKE NPUMCHCHUSA MOJIOKEHU I 3aKOHOJATCJIBbHBIX W HWHBIX
HOPMATHBHBIX aKTOB, IOJOXXEHUS O CTPYKTYPHBIX HOJpa3[eNeHHSX, KOJJIEKTHBHBIM moroBop u ap.). Ilopsmok
O(bOpMJ'IeHI/ISI 1 NOANUCAHUA OTUX JOKYMCHTOB JJII IPUMEHCHHUS KaK CaMOCTOATCIIbHBIX IMIPAaBOBBIX aKTOB. IlonsiTue
M CTPYKTYpa NEPCOHAJIbHBIX JaHHBIX. OO0s3aTebHBIE KaJApOBbIC JOKYMCHTbBI 06pa30BaT€J’IBHOI>i OopraHuzanuu, mux
BUbI, COCTAB, HOPMATHUBHBLIC Tp€6OBaHI/I$I K BCIACHHIO Ka,I[pOBOﬁ JAOKYMCHTAlHN (HpI/IKaBLI 1 PaCIIOPsKCHUA 110
JIMYHOMY COCTaBy, 3asBJICHUC, prHOBOﬁ JA0TOBOpP, HAOJDKHOCTHAsd HWHCTPYKUHMA, TPYAOBAasA KHUIKKA, JIMYHASL
KapToYKa, JITYHOE JIeJI0). J[BIkeHNe U XpaHeHHe KalpoBOi ToKyMeHTaluu. JKypHaisl 1 KHUTH y4erta. Mcnonnenne
COIIMAJIbHO-TIPABOBLIX 3aITPOCOB.

Pa3nen 3. ®opMupoBaHme /1e/1 1 OPraHU3alusi XPaAaHEHUS JOKYMEHTOB. JKCIepPTU3a
HECHHOCTH TOKYMEHTOB. TexHHuecKue cpeacrea, MCMOJIb3yEMbBIC B
AeJIONPOU3BOJACTBE. DJIEKTPOHHBII IOKYMEHT0000pOT

Tema 3.1 IlpaBuna cocTaB/IeHHMSI HOMEHKJIATYPBI Jesl yupexaenus. dopmupoBanue M odopMiicHHE eI
Oprannsanus onepaTHBHOIO XpaHeHHUs T0KyMeHTOB. PopMHpoOBaHHe apXHBa B 00pPa30BaTe/IbHOM yUPeKACHHH.
[onsitue o «uene». Homenknarypa nen.  CocraBiieHHE HOMEHKJIATYpPBI /i€ B 00pa30BaTEIbHOM YUPEKIACHUH.
®opmupoBanue fen. IlpusHaku 3aBefeHUs Je€l1: HOMHHAJBHBIN, MPEIMETHO- BONPOCHBIN, aBTOPCKUIA,
KOPPECIIOHJICHTCKHUH, reorpaduueckuid, xpoHosorndeckuii. Buapl apxusoB. TpeboBanust k apxuBam. [lopsmox
nepeaayn JOKYMEHTOB Ha apXuBHOe XpaHeHHe. CHcTemaTh3anus JTOKYMEHTOB B apxuBe. Pabora ¢ HaydHO-



CIPaBOYHBIM ammapaToM (MCTOpPHYECKas CIIpaBKa, OMMCH el MIOCTOSHHOTO W BPEMEHHOTO XPaHCHHS JOKYMEHTOB,
KHUTH y4eTa U IBIDKCHUS JIeI).

Tema 3.2 /les1a NOCTOSTHHOTO ¥ BPEMEHHOI'0 CPOKA XpaHeHHs. JKcIepTHasE KoMuccus yupesxnenus. [opsaok
YHHYTOKEHUS JOKYMEHTOB.

Oco0eHHOCTH XpaHeHHs AeJ MMOCTOSTHHOTO, BpeMeHHOro (cBbime 10 jer) m men mo JIu9HOMY coctaBy. [lopsimox
nepenaud Jen B [ocynapcTBeHHble apxuBbl. Co3IaHue SKCIEPTHOM KOMHCCHM yupexieHus. IIposenenue
9KCIEPTU3bl IIEHHOCTH JTOKyMeHTOB. O¢opMiIeHHEe NMPOTOKOJIOB 3aceJaHWil KOMHUCCHU M aKTOB Ha YHHYTOXKCHUE
nen. [Ipouenypa yHUUTOXKEHUS TOKYMEHTOB.

Tema 3.3 Ucnoun3zoanne IIK B nesionponssoacree. CpeAcTBa KONUPOBAHUS U ONEPATHBHOI0 PA3MHOKEHHUS.
Ilpuem n 00paldoTKa NOKYMEHTOB, NMOCTYNAIOINMUX MO KAHAJAM 3JICKTPOHHOI INOYTHI M (paKCMMMIILHOH CBSI3H.
IIpaBuaa 6e3onacHoii padoThI ¢ OPITEXHUKOIA.

KoMmmbroTepHsle cpescTBa MOATOTOBKM JTOKYMEHTOB. Mcnosp3oBanue maGioHOB Uit (JOPMUPOBAHUS JOKYMEHTOB
Ha KommbloTepe. lcmonp3oBaHMe B KOMITBIOTEpE OJIAaHKOB JOKYyMeHTOB. Co3naHue OJaHKOB JIOKYMEHTOB B
KOMITbIOTEpE. V3roTOBICHHE, KONMMPOBAHUE M THPAXHPOBAHHE NOKYMEHTOB. CpencTBa oOpabOTKHM JOKYMEHTOB.
JlokyMeHTBI, TIepeiaBaeMble TI0 KaHaJaM CBS3H (Telerpamma, Tellekc, gakcorpamma, TenedoHorpamma). IlonsTue
«oprrexHuka». OCHOBHBIE BHABI OPTaHU3ALMOHHON TeXHUKH. IIpaBmiia TeXHUKH O€30MacHOCTH pPadOTHI C
OPTTEXHUKOM.

Tema 3.4 JekTpoHHOE JOKyMeHTUpPOBaHUe. [loHsITHE «3JIEKTPOHHBII JOKYMEHT».

[IpenmymecTBa nepefauyn TOKYMEHTa ¢ KOMIIBIOTEpa Ha KOMIIBIOTEp. YCTaHOBKa Ha KOMIIBIOTEpPE CHENUAIbHO
BBIJICTICHHON MAIlKM JJIsI TOCTYMAIOIUX AOKyMeHTOB. [IpemmymecTBa 3nmekTpoHHOW mouthl. Joctyn x Internet.
Cucrtema perucrpaiuy 1 KOHTpods. Co3iaHue 3JeKTPOHHOM 0a3bl AaHHBIX. [loMck JoKyMeHTa. DKCKYpCusl B apXuB
MypMaHCKOT0 apKTHYECKOT'0 TOCYAapPCTBEHHOI'O YHUBEPCUTETA.

3. IlepeueHb Y4eOHO-METOANYECKOT0 O0ecneyeHusl TUCHMIIHHBI (MOIYJIs1)

- MyJIbTUMEAUWHBIE IPE3ECHTALMOHHBIE MaTepuanbl MO JUCLMILIMHE (MOAYIIIO)
IIpeJICTaBJIeHbI B 3JIeKTpoHHOM Kypce B OOC MAY;

- METOJMYECKUE YKa3aHUS K BBINOJIHEHHUIO J1a00PaTOPHBIX/MPAKTUUYECKUX/KOHTPOIBHBIX
paboT (BbIOpaTh) MpeAcTaBieHbl B AEKTpoHHOM Kypce B OMIOC MAY;

- METOJMYECKHE MaTepuanbl JUIsl OOydYaroIIMXCsl 10 OCBOCHUIO JMUCLUIUIMHBI (MOIYJIA)
npeJcTaBieHbl Ha oduiuanbHoM caiite MAY B pasnene «MHpopmanus no o6pa3oBareabHbIM
nporpaMMam, B TOM YHCJIE aJallTHPOBAHHBIM .

4. ®oHA OLEHOYHBIX CPEACTB M0 AUCHHUILINHE (MOLYJII0)
SBnsieTcss OTHENBHBIM KOMIIOHEHTOM 00pa30oBaTEIbHOM MPOTpaMMEbl, pa3padoTaH B Gopme
OTJENILHOTO JJOKYMEHTA, BKJIIOUaeT B ceOs:
- IepeYeHb KOMIIETEHINI ¢ yKa3aHHEM 3TalloB UX (pOPMHPOBAHUS B MIPOLIECCE OCBOCHUS
JUCLUIUTMHBL (MOYIIS);
- 3a/1aHUS TEKYILEro KOHTPOJIS;
- 3a/1aHUs TPOMEXYTOUHOM aTTECTalllH;
- 33/1aHUS BHYTPEHHEHN OLIEHKH KauecTBa 00Opa30BaHMUs.

5. HIEPEYEHb YYEBHO-METOAUYECKOI'O OBECIHEYEHHWS, HEOBXOAUMOI'O 1Js1
OCBOEHUS JTUCIHUIVIMHBI (MO Y JISI).

OcHOBHAs JUTEPATYpPA:

1. OenepanpHblii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM jene B Poccuiickoit
Oenepanum» (pea. Denepanbubix 3akoHOB oT 04.12.2006 Ne 202-®3, or 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. OenepanpHblii 3ak0H "O0 WHpoOpManmu, HHPOPMATHU3ALMU U 3anuTe WHpopMarmu". 3aKoH
noanucad [Ipesnnentom Poccniickoit ®eneparm 20 despanst 1995 roga N 24-D3
3. 3akoH Mypmanckoit obmact ot 20.02.2006 Ne 730-01-3MO «O06 apxuBHOM Jeie B

MypmaHCKOl 06JacTi
4. ®Denepanpublii 3aK0H 0T 27 utong 2006 1. N 152-03 "O nepcoHalbHbIX JaHHbIX"


http://www.mstu.edu.ru/sveden/education/oop/
http://www.mstu.edu.ru/sveden/education/oop/

5. OenepanpHblii 3ak0H OT 2 Mas 2006 r. N 59-03"O mnopsijike paccMOTpeHHs OOpalieHui
rpaxan Poccuiickoii @enepanun" C M3MEHEHUSMHU U AOTIONHEHUIME OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 ., 24 Hosi6ps 2014 T.

6. [lpaBuna nmenompow3BoACTBa B (efepalbHBIX — OpraHax — HMCIOMHUTEIBHOHW — BIIACTH
(yrBepkaensl nocranosneHueM [IpaButenscrBa Poceuiickoit deneparuu ot 15.06.2009 Ne 477
7. [lepeueHb THIIOBBIX YIPABICHYECKHX apXMBHBIX NOKYMEHTOB, 00pasyrolInMXcs B Ipolecce

JESTENBHOCTH TOCYJAPCTBEHHBIX OPraHOB, OPIraHOB MECTHOI'O CaMOYIIPABIEHUS U OPraHU3aLUi, ¢ yKa3aHHEM
CPOKOB XpaHeHUs. YTBEpKIeH IpukazoM MUHUCTepcTBa KylbTypsl Poccuiickoit @eneparuu ot 25 aBrycra
2010 1. Ne 558

Jlono/IHUTeIbHAA JIMTepaTypa:

1. ITucemMo MunobpaszBanus PO or 20 mexabpst 2000 roma N 03-51/64 «O Mertoanueckux
PEKOMEHAIHMSX 110 paboTe ¢ JOKYMEHTaMH B 00IIC00pa30BaTEIIbHBIX YIPESIKICHHUIX)

2. Opranuzanus AeIoNnponu3BoACTBa U ToKyMeHToobopoTta JOVY [Tekcr]: meron. pek. / JI. W.
Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Conoryd, O.I1. Jlenonmpou3BOACTBO: COCTaBJICHWE, pEAaKTHpOBaHHE H  00paboTKa

nokyMeHToB: YueOHoe nocodue / O.I1. Comnory6. - M.: Omera-J1, 2013. - 207 c.

6. NMPO®ECCUOHAJIBHBIE BA3bl JAHHBIX U UWHO®POPMALMOHHBIE CIIPABOYHBIE
CUCTEMBbI

1) I'ocynapcTBeHHAs CUCTEMa MPaBOBOM MHGOPMAITUH - OUIIHATBHBIA HHTEPHET-IOPTAI
npaBoBoii nHpopmarmu- URL: http://pravo.gov.ru

2) UndopmanmonHas cucrema «EquHOEe OKHO A0CTyna K 00pa3oBaTe/ibHBIM pecypcamy»._-
URL: http://window.edu.ru

3) CnpaBouno-nipaBoBas cuctema. Koncynprant [Inroc - URL: http://www.consultant.ru/

7. MEPEYEHb JIMIEH3MOHHOI'O NPOI'PAMMHOI'O OBECHEYEHUS, B TOM YWCJIE
OTEYECTBEHHOTI'O ITPOU3BOACTBA

JIMneH3noHHOe NPOorpaMMHoe ofecreyeHne 0Te4eCTBEHHOr0 MPOU3BO/CTBA
KasperskyAnti-Virus

JInueH3MOHHOE MPpOorpaMMHoe ofecnedeHne 3apy0esKkHOr0 NPOU3BOACTBA

MS Office

Windows 7 Professional

Windows 10

Cpo0oaHo pacnpocTpaHsieMoe NPOrpaMMHoe odecniedeHne 0Te4eCTBEHHOI0 MPON3BOACTBA
7Zip

CB0001HO pacnipocTpaHsieMoe NPOrpaMMHoOe o0ecrieyeHne 3apy0e;KHOro Npou3BoACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

8. OBECIIEYEHUE OBPA30BAHMUA JJI51 JIMIL C OB3

s obecriedeHnss 0O0pa3oBaHMA WHBAJIWAOB M JIMI C OIPAaHMYCHHBIMH BO3MOXHOCTSIMHM 37I0POBbS peaM3auus
JCIUILTMHBI MOXET OCYIIECTBISITHCS B aJJallTAPOBAHHOM BHJIE, C YYETOM CHEUU(PHUKH OCBOCHHUS U AUAAKTHYECKUX
TpeOOoBaHMUil, NCXO1 U3 HHAUBHUIyAJBHBIX BO3MOKHOCTEH U 110 IMUHOMY 3asIBIICHHIO 00y4YaroIIerocs.

9. MATEPUAJIBHO-TEXHUYECOE OBECHHIEYEHUE JUCHUIIVIMHBI(MOAYJISI) NpeACTaBIEHO B
npunoxkennn Kk OIIOIl «MarepualbHO-TEXHUYECKUE YCIIOBUS peain3aluu o0pa3oBaTeIbHON
MIPOTpamMMBbI» U BKIIFOYACT:

- yaeOHBIC ayAUTOPUM [UISI TIPOBEICHHUS YUYEOHBIX 3aHATHH, MPETyCMOTPEHHBIX
MPOTPaMMOit OakanaBpuaTa/CrenuaTnTeTa/MarucTpaTyphl (BBIOpaTH), OCHAIICHHbIE
000py/I0BaHNEM M TEXHUYECKHUMH CPEICTBAMU O0yUeHUS;

- IOMEIIEHUs  JUII  CaMOCTOSITeNIbHOM ~ paboThl  0OydYaroIIMXCsl,  OCHAILEHHBIE
KOMIBIOTEPHON TEXHUKON C BO3MOXKHOCTHIO MOJKIIOYEHUS K ceTh «IHTepHeT» 1 o0ecrnieueHueM
JIOCTYTIA K 3JIEKTPOHHOM HHGOPMAIIMOHHO-00pa3oBatenbHol cpene MAY;,

10. PacnpenesieHue TPYA0€MKOCTH M0 BHIAM Y4eOHOM 1eITeTbHOCTH


http://www.consultant.ru/

Tab6muna 1t - Pacnpenenenue tpynoemkoctu

. Pacnpenenenue Tpy10eMKOCTH JUCHUIUTMHBI (MOIYIIsT) IO (hopMam 0OydeHus
Bun yueGHoMI
2 OuHas OuHo-3a049Has 3aoyHasa
NeSITeNIbHOCTH B
cero
Cemectp Bcero Cemectp Bcero | Cemectp/Kypce HACOR
5 4acoB 4acoB
Jlexuuu 4 4
[IpakTrnueckue
P 10 10
3aHSTHS
CamocTtosaTrenbHas 27 22
pabora
IToxroroBka k
MIPOMEKYTOUYHOU - -
ATTECTAINHN
Bcero yacos
M0 JMCUUNIHHE 72 72
/ n3 HUX B opme
PaKTHYECKOI 10 10
TOATOTOBKH"
@DopMBbl IPOMEKYTOUHOHN aTTECTAIIMN U TEKYILEr0 KOHTPOJIS
Bader ol 1 T4l [ | | 4] 1 [ 4 |
IlepeyeHb NPaKTHYECKUX 3aHATHH 110 popMam 00y4yeHHs
Ne .
o\ Tembl MpakTHYeCKHUX 3aHATHH
1 2
Ounas ¢popma
1 Pasznen 1. Coneprkanue, 3HaueHHE JEIONPOU3BOACTBA. TEXHOIOIUS OpraHu3alnun
JIEJIONPOU3BOJICTBA B 00pa30BaTEIbHOM YUPEKICHUU
2 | Pa3nen 2. HopmatuBHO-3akoHO1aTeNnbHast 0a3a. OCHOBHbIE BU/IbI JOKYMEHTOB U CUCTEMBI
JoKyMeHTauu. OcoOEHHOCTU MOJTOTOBKH M 0OPMIIEHHS OTJIEIbHBIX BUJOB JOKYMEHTOB
3 | Paznen 3. ®opmupoBaHue €N U OpraHu3alys XpaHeH!s JOKYMEHTOB. DKCIepTu3a
LIEHHOCTH JOKYMEHTOB. T€XHHUECKHUE CPEJICTBA, UCIIOIb3yEMBIE B I€JIONPOU3BOJICTBE.
DJEeKTPOHHBIA JOKYMEHTO000POT
4 | Tema 3. 1 IlpaBuinia coctaBaeHUs] HOMEHKIIATYphI A€ yupexaeHus. dopmupoBanue u
otopmiienue fen. OpraHusaiys orepaTiBHOTO XpaHeH!s JOKyMeHToB. DopMupoBaHue
apxuBa B 00pa30BaTeIbHOM YUPEXKJIEHUU
5 | Tema 3.2 Hcnons3zoBanue IIK B pgenompoumsBoactBe. CpenacrBa KONMUPOBAHUS H

orepaTUBHOrO pazMHOXkeHus. [Iprem u 06paboTKa TOKyMEHTOB, TIOCTYHAIOUIUX TI0 KaHaliam
SNIEKTPOHHOM MOYTHI M (hakcUMUIIBHOM cBsi3u. [IpaBuia Ge3omacHol paboThl C OPITEXHUKOM.




