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1. EJb OCBOEHUSA JUCHUIIJIMHBI (MOAYJIS) — dopmupoBanue y o0ydaromuxcs
TEOPETUYECKUX 3HAHUM M MPaKTUYECKMX YMEHUH [ OpraHu3aldd JeJIONpPOU3BOCTBA,
HEOOXO/JMMBIE TPU BBHIMOJIHEHUH ONEpaluii Mo co3JaHui0 U 00paboTKe OpraHU3aluOHHO-
pacropsAAUTENbHBIX JIOKYMEHTOB, BEJCHHS JICJIOBOW MEPENUCKH, aHaIu3a HH(OPMAIIMOHHBIX
NOTOKOB ¥ HH(MOPMAIIMOHHOTO B3aMMOJCHCTBHS B OpraHW3alliM, COBEPIICHCTBOBAHUU
TEXHOJIOTUH JTOKYMEHTAllMOHHOTO OOeCHeueHHsl yIpaBJIIeHUS M apXUBHOIO Jeia Ha 0Oaze

HoBemux I T-TexHomoruii, 06ecredeHns TeKyIero XpaHeHus JOKYMEHTOB.

2. TPEBOBAHMUA K PE3YJIbTATAM OCBOEHUSA JUCIUIIJIMHbBI (MOIYJISA)

B pesynbrare

KOMIICTCHI U

OCBOCHUA

JUCIHUITIMHBI

(Momynsi)  QOPMHUPYIOTCS  CIEIYIOIIHE

CrniocobeH ynpaBisiTh CBOMM BPEMEHEM, BBICTpauBaTb U PEaIU30BBIBATH TPAECKTOPHIO
caMOpa3BUTHs Ha OCHOBE MPHHIIUIIOB 00pa3oBaHus B TeueHue Beei sxu3nu (YK-6)

[lepeueHs TIIaHUPYEMBIX PE3YIbTATOB O0YUEHHUS MO TUCHUIUIMHE (MOIYII0), COOTHECEHHBIX C
WHJIUKAaTOpaMU JTOCTUKEHHSI KOMIIETEH UM

Komnerenuus Nuaukaropsl Pe3yabTaTsl 00yyeHus1
KOMIICeTCHIIUH
YK-6. Cnocoben YK-6.1. 3HaTh: HOPMATUBHBIC JOKYMEHTHI MO YHU(DUKAIUH U
ynpasisaTh cBOUM | Ompenenser CTaHJapTU3aLUuU B obnacTtu JOKYMEHTaluH,
BPEMEHEM, CBOH JINYHBIE JeHCTBYIOIME Ha Tepputopun P®; rocynapcTBeHHbIE
BBICTPAauBaTh U pecypcesl, CTaHJapThI U 3aKOHOJATEIbHBIC aKTBI 1o
pean30BbIBAaTh BO3MOXXHOCTH U | IOKYMEHTHPOBAHMUIO;
TPACKTOPHIO OTrpaHUYEHUs CUCTEMBI JOKYMEHTAIUH, TPEOOBAaHUS K COCTABIICHUIO U
caMOpa3BUTHA HA | AJs 0(OPMIIEHHIO IOKYMEHTOB;
OCHOBE JOCTHXKEHUS TUIOBBIE ~ MHCTPYKLIHMHM 10  JEJIONPOU3BOACTBY,
MPUHIIUIIOB MIOCTAaBJIEHHOW | perjJaMeHT paboThl, JOKHOCTHBIE HHCTPYKLIUU;
0o0pa3oBaHUs B LEH OCHOBHBIE BH[bl JOKYMEHTOB, DPETIAMEHTHPYIOIINX
TE€YeHHE Bcel YK-6.2. 00pa3oBaTeNbHYIO 1€ATEIbHOCTD;
KU3HU Coznaer OCHOBBI  JICJIONPOM3BOJCTBA B  00pazoBaTeIbHOM
JOCTPauBaET YUPEXKJIEHUU.
UHIUBUAYAIbHY | YMETh: palMoHAIbHO U 3()()EKTUBHO OpraHHW30BBIBATH
10 TPACKTOPHIO | IEJIOINPOU3BOJACTBO B 00pa30BaTeIbHOM OpraHU3alluy,;
CaMOpa3BUTHS COCTaBJIATh y4e€OHO-METOJMYECKHE U HOPMAaTHUBHO-
IIPY [IOJIyYEHUU | MIPABOBBIC JIOKYMEHTHI, periJamMeHTHpyrolne
npoecCHoHaNb | JASSTENbHOCTh 00Pa30BaTEIbHON OpraHH3alliK
HOTO Bnaners: Meromamu, cnocobamMM M CpPEICTBAMHU
00pasoBaHus MOJIy4EHHUs1, XpaHEHUs, epepadoTKu HHPOpMaLnH,
OCHOBaMHU KOMIIBIOTEPHON TPaMOTHOCTH;
TEXHOJIOTUEM  OpraHu3aluu JEJONpPOMU3BOJACTBA B
00pa30BaTeIbHOM YUPEKACHHUHU.

3. YKABAHUE MECTA

JUCHUIIVIMHBI (MOAYJIsI) B CTPYKTYPE
OBPA3OBATEJIbHOM ITPOT'PAMMBI.

HucuuruinHa — «/lenonpou3BoACTBO M TOKYMEHTOOOOPOT B 00pazoBaTeIbHOM
YUPEKACHUU» B CTPYKTYpE€ OCHOBHOW IpPO(ECCHOHAIBHOM 00pa3oBaTelNbHON MPOrpaMMBI
HanpaBieHuss noarotoBku 44.03.05 Ilemarormueckoe oOpa3oBaHue (¢ IBYMsI NPOQUIIMU
MOJArOTOBKM),  HampaBieHHOCTh  (mpodunu)  dusnueckas  KyiubTypa.  besomacHocTh
KHU3HEIEATEIILHOCTH SIBJIsICTCS (DaKyIbTaTHBOM.



INPEIIOJABATEJIEM  (ITIO

4. OBBEM JUCHUILUIMHBI (MOAYJSI) B 3AUYETHBIX EJUHHMIAX C
YKA3AHUEM KOJIMYECTBA AKAJEMHYECKHUX WJIA ACTPOHOMMYECKHUX
YACOB, BBIJIEJEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOHIUXCS C
YUYEBHBIX
CAMOCTOSITEJIBHYIO PABOTY OBYUYAIOIUXCSL.

BUJIAM

3AHSTUN)

N HA

OO01mmast Tpy10eMKOCTh TUCIUTUINHBI COCTaBIseT | 3a4eTHYI0 eqnHMIY Wi 36 4acoB (U3
pacuera 1 3.e.= 36 yacon).
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B HHTCPAKTHUBHBIX Q)opMax YacChbl UCIIOJIB3YIOTCA B BUAC KPYIJIOr0O CTOJIA.

1O

KO/IMYECTBA AKAJEMHMYECKHUX WA

5. COAEP)KAHUE TUCLHUIIIMHBI (MOIYJISI), CTPYKTYPUPOBAHHOE
TEMAM (PA3JIEJAM) C VKA3ZAHMEM OTBEJAEHHOIO HA HHX

BHUJOB YUEFHBIX 3AHSATHIL.

ACTPOHOMHNYECKHUX YACOB H

HaunmenoBaunue
paszaena, TeMbI

KonTakTHas

paborta

JIK

I1P

JIb

Bcero KOHTaKTHBIX

9acoB

3 Hux B

KoJ1-Bo yacoB Ha

MHTEPAKTUBHOU
CPC

P NN

KoJ-Bo yacoB Ha
KOHTPOJIb

Pazgen 1. Conepxanue, 3HaueHue
JENOTPOU3BOCTBA. TEXHOIOTHS
OpTaHU3aINH JeJIOTPON3BOICTBA B
00pa30BaTeNbHOM YUPEXKICHUU

Paznen 2. HopmarusHo-
3aKoHojJaTenbHas 6a3a. OCHOBHBIC
BUbI JOKYMCHTOB U CUCTEMBI
nokymeHTtaui. OcoOeHHOCTH
MOATOTOBKH ¥ 0(hOpMIIEHHS
OTJIETIbHBIX BUJIOB JIOKYMEHTOB

Paznen 3. ®opmupoBanue nen u
OpraHu3alys XpaHEeHUs
JIOKYMEHTOB. DKCITepTH3a
LIEHHOCTU JOKYMEHTOB.
TexHuueckue cpeacTna,
HCIIONb3YyEMBIE B
JIEJIONPOU3BOJICTBE. DIIEKTPOHHBIN




JIOKYMEHTOO0OPOT

3a4€CT

HUTOI'O: 4 10 - 14 |2 22

Conep:xanue TMCUMILUIUHBI (MO1YJIs1)

Paznen 1. Conep:kaHue, 3HaYeHHUe JeJONPON3BOoAcTBA. TexHoorus
OpraHM3aINH 1eJIONPON3BOCTBA B 00Pa30BaTeIbHOM yUpeKIeHUH

Tema 1.1 OcHOBHBbIE€ TEPMHMHBI M MIOHSATHE «1eJIONPOU3BOACTBO». MUCTOpHSI BOSHUKHOBEHMSI
M OCHOBHbBIE 3TaIlbl PA3BUTHSA JeJ0IPOU3BOACTBA. CHCTEMbI OPraHu3 AU
aeqonpou3BoacTBa. [IoHsiTHE H NIPUHIUIIBI OPraHU3ALMH JOKYMEHT0000pOTA

[TonsiTre «aemonpon3BoACcTBO». OCHOBHEIE SN | 331a4u JeIONpou3BoAcTBa. Heo0xommmocThb
OpraHu3aly J1EJI0MPON3BOJICTBA B YUPEKICHUHN. 3HAUCHHUE JIEIONPOU3BOJICTBA B I€ITEIIBHOCTU
oOpasoBarenbHOro yupexaeHus. Cekperaphb, JeI0NPOU3BOIUTENb, JOKYMEHTOBE, KAHIICIIAPHS.
Hcropuueckue 3Tansl pa3BUTUs Aenonpou3BoiacTBa B Poccun. CoBpeMEHHOE roCy1apCTBEHHOE
perynupoBaHue  Aenonpou3BoicTBa. CHCTEMBI  JIEJIOMPOM3BOJCTBA:  IIEHTPAIM30BaHHAS,
JeleHTpanu3oBaHHas, cmemanHas. CTpykrypa u 00BEM AokyMeHTooOopoTa. (OCHOBHBIE
HpI/IHIII/IHBI OpFaHI/ISaIII/II/I pa6OTI)I C [[OKYMGHTOHOTOKaMI/I, KaK CO31aHUC OIITUMAJIbHBIX YCJIOBI/Iﬁ
JUIsE BCEX BHUAOB paboThl C JoKyMeHTamHu. OpraHu3aldOHHas CTPYKTypa I[epcoHaia,
obecrneunBaromero padboTy ¢ JOKYMEHTAMH.

Tema 1.2 PekBu3UTHI J0KyMeHTOB. Perucrpanusi 1 unaexcanusi 10kymMmeHToB. CTpykrypa 0a3
AaHHBbIX JokyMeHTOB. Ilpuem, 00pafoTka u pacnpenejieHHe NOCTYNAIOIIMX JOKYMEHTOB.
Opranuzanys 00pad0TKH U Nepeaayu OTIPABIAEMbIX JOKYMEHTOB.

[TonsTue pekBu3uTa MOKyMeHTa. Buael pekBuszutoB. IlpaBuna odopmieHHs PEeKBU3UTOB
nokymeHtoB.  dopmynsap-oOpaszen.  brmank gokymenta. Buawel OmankoB. TpeGoBaHus K
Onankam gokymeHToB. lllaGmonsl. MHaekcanust u peructpanusi T10KyMeHTOB. Buasl 1 popmbl
perucTpanuy AOKYMEHTOB. TpeOoBaHUs K TEKCTaM CIIy)KEOHBIX JOKYMEHTOB: KPaTKOCTh U TOYHOCTb
N3JI0XKXCHUA I/IH(I)OpMaHI/II/I, HUCKIIIOYCHHUE JIBOSKOI'O TOJIKOBAaHMHA, O6BCKTI/IBHOCTL n JOCTOBECPHOCTH
I/IH(I)OpMaLIPII/I, COCTABJICHHUEC IPOCTBIX JOKYMCHTOB, CTPYKTYPHPOBAHHWC TCKCTAa JOKYMCHTA, HINPOKOC
HUCIIOJIB30BaHUC Tpa(bapeTHLIX U TUIIOBBIX TCKCTOB IIPU OINMCAHUHN MNOBTOPAIOLINUXCA YIIPABICHYCCKUX
cuTyanuit. SI3BIK W CTHIIb CIYKEOHBIX JOKYMEHTOB. JTambl 0OpaOOTKM BXOISIIMX JIOKYMEHTOB.
[lepBuunass oOpaboTka BXOMISIIMX JOKYMEHTOB. Perucrpupyemple W HEpPETHCTPUPYEMbIC
ToKyMeHTHI. [IpeaBapuTenbHOE pacCMOTPEHUE JOKYMEHTOB JJisi HAIIPaBJIEHUS WCIIOJTHUTEISM.
Peszosnronusi.

[lopsimoK  MOATOTOBKM  UCXOIAIIMX JOKYMEHTOB. (CoOCTaBleHHE TPOEKTa JOKYMEHTa,
coTjlacoBaHue, Mojnucanue (yTBep)kKaeHue), ThupaxupoBaHue. CrnocoObl U METOJbI OTIPABKU
UCXOJAIMIUX JOKyMEeHTOB. OOmiasi XapakTepuCcTHKa CIyKeOHON mepenucku. PasHOBHUIHOCTH
CITY)KEOHBIX THCEM (COMPOBOIUTENHHOE MUCHMO, MUCHMO-TIPOCHOA, MHUCHMO-3aMpPOC, MUCHMO-
OTBET, MHUCHMO-COOOIICHHE, HWHPOPMAIIMOHHOE TMHUCHMO, TapaHTUHHOE MHUCHMO, MHUCHMO-
MpUTJIANIeHUE U T.11.).

Tema 1.3 Ilopsaok NPOXO:KIeHUS] BHYTPEHHMX AOKYMEHTOB. OpraHu3anusi KOHTPOJIA 3a
HCIOJTHEHHEeM I0KYMeHTOB. Padora ncnosnureiei ¢ JokyMmeHTaMu. Opranu3anusi NOUCKOBOM
CHCTEMBI I10 JIOKYMEHTAaM.

BuyTpeHHHE NOKYMEHTHI 00pa30BaTENbHON OpraHu3aluy (3asBICHUS, CIYKEOHBIE 3aMUCKU,
JIOKJIaHbIe, OOBSICHUTENbHBIE, CIIPAaBKH, CBOJKH, OTYeTHl W Ap.). [logroroBka, odopmiieHwue,
peructpauus. llpaBuia NMOCTaHOBKM JOKYMEHTOB Ha KOHTPOJIb. lIOpSIOK CHATUS JTOKYMEHTOB C
KOHTpoiA. OT4er MO WCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOIHEHHE
JOKYMEHTOB COTPYAHMKAMU B COOTBETCTBUU C UX JOJDKHOCTHBIMU OOS3aHHOCTSIMH U




pe3odouued  pyKOBOJUTEINS. OTBeTCTBEHHOCTh 32  HecOOmIoJeHHe  TpeboBaHUM
UCTIOJTHUTENICKOM  JAWCHUIUIMHBI, 32  HEMpaBWILHOE  KCIOJb30BaHUE  JCHCTBYIOIIUX
HOPMAaTUBHBIX JOKYMEHTOB B TOJTOTOBKE, OPOPMIICHHH M WCIIOJIHEHHWU JIOKYMEHTOB B CPOK.
[TouckoBas cucrteMa JOKYMEHTOB - KapTOTEKH W KJIacCU(UKAIMOHHBIC CIIPABOYHUKHU. BubI
KapToTeK. BUJbI KilacCU(UKAIMOHHBIX CIIPAaBOYHUKOB.

Tema 1.4 Cnoco0bl W MeTOABI JOCTABKH JOKYMeHTOB. O0pa0oTka KoH(pMIeHIHAIbHBIX
JAOKYMEHTOB W JIOKYMEHTOB JUIsl  CJIY:KeOHOrO IO/Ib30BAaHUA. JKCKYpPCHsI B OTIeJ
AeJIoNpou3BoAcTBAa MypMaHCKOIro apKTH4YeCKOro rocyapcTBeHHOr0 YHUBepCHTeTa.
OpraHusaiys MOYTOBOM, KYPhEPCKOM M 3KCIPECC-IOCTaBKH JOKYMEHTOB. [IOHATHSA: «I€HHOCTh U
0€30macHOCTh  MH(POPMALUN», «KOH(MUICHIUAIBHOCTE», «yrpo3a KOH(QHUACHIIUAIEHOCTHY,
«3amTa  uHpopManuu». be3omacHoCcTh 1EHHBIX HH(GOPMALMOHHBIX pecypcoB. lLlenHas
uHpopManus 1 KOHPUICHIIMATbHbIE JOKYMEHTHI. PeriamenTanus cocraBa KOH(UICHINAIBHBIX
cBeieHUl U JokyMeHTOB. Ilopsimoxk pa®oTbl ¢ KOHOUAEHIMAIBHBIMH JOKYMEHTAMH U
matepuanamu. Konunennumansaas naGopManus U CBEICHUS B ACSITEILHOCTH 00pa30BaTEIILHOM
OpraHu3aluu.

Pa3nen 2. HopmaTuBHO-3aK0HOAaTe/IbHAs 6a3a. OCHOBHbIE BUAbI JOKYMEHTOB H
cucTeMbl JOKyMeHTAluH. OCO0EHHOCTH MOATOTOBKHU M 0opMIIeHNs OTAEJbHbIX
BU/I0B 10KYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIC H HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aejonpounssoacrsy. HopmMaTuBHO-3aK0HOAATEIbLHBIE H HOPMATHBHO-METOAUYECKHE
JOKYMEHTBI 110 ADXHUBHOMY JeJIy.

3akoHozarenbHble akThl Poccuiickoit @enepannu 1 MypMaHCKO# 001acTu, periaMeHTUPYIOLIUE
JIeNIONIPOU3BOICTBO U apXUBHOE Jieno. ['ocyrapcTBeHHbIE CTaHIApThl U YHU(UKaLKs B 00J1acTH
JICTIONPOU3BOJICTBA M apXMBHOro Jena. VHCTpykuus IO JIeI0onpou3BOACTBY MuHucrepcTBa
oOpa3zoBanus u Hayku Poccuiickoit ®eneparun. Meronndyeckue peKOMeHJalMK Mo pa3paboTke
HOMEHKJIATypbl U HWHCTPYKLHU IO JEeJIONPOU3BOJACTBY B 00pa30BaTEIIbHOM YUPEKJIEHUU.
TumnoBsle MepeyHU € yKa3aHHEM CPOKOB XpaHEHHUs JT0KyMeHTOB. [IpaBuiia pa®oTbl apXHMBOB
OpraHu3aIuu.

Tema 2.2 Knaccuduxanusa nokymenros. FOpuaudeckas cuiia nokymenra. Haznauyenue u
COCTaB  OPraHM3allMOHHO-NPaBOBON  NoxkymenTanuu. Ha3nayenme u  cocras
OPraHM3alMOHHO-PACIIOPAANTENIbHOM Jo0KyMeHTanun. Ha3HaueHne M COCTaB CIIPaBOYHO-
HHGpOPMALMOHHON JOKYMEHTALNH.

Knaccudukanus TOKyMEHTOB, €€ OCHOBHbIE MPHU3HAKU. [ pynmbl JOKYMEHTOB - JOKYMEHTHI IO
o0mMM W aJMUHUCTPAaTUBHBIM BOIpOCaM, T.e. IO BOIpOcaM OOIIEro pyKOBOJCTBA
npeanpuiaTuCM H €ro JCATCIIbHOCTHIO, - HOOKYMCHTBHBI IIO (1)YHKIII/I${M YIIpaBJICHUA.
Knaccugukarus cnyxeOHBIX JTOKYMEHTOB: IO aJMUHHCTPATUBHBIM BONpOCaM; IO BOIPOCaM
MaTCpHUAIIBHO-TEXHUYCCKOT'O CHa6)KeHI/I${; AOKYMCHTAIMA IO IJIAHUPOBAHHUIO; IO OHepaTHBHOfI
NeSITeIbHOCTH; MO OyXraJTepCKOMy Yd4eTy; IO IOJATOTOBKE M PACCTAHOBKE KaJpoB U T.J.
Knaccmbnxaum[ II0 HAWMMCHOBAHUIO: ITPHUKA3bI, PACIOPAKCHHA, IIJIaHBI W OTYCTHI, AaKThI,
IPOTOKOJIBI, IOTOBOPBI, YCTaBbl, MHCTPYKIIUHU, JOBEpEHHOCTH U T.A. Knaccudukanus no mecty
COCTaBJIEHUS, IO CTENEHW YHU(DUKAIMM, 1O MPOUCXOXKIACHUIO, MO BUAY OGOpPMIIEHHS, MO
cnoco0y ¢ukcaun HHGOPMAIMKM, MO CTEMEHU CIO0XXKHOCTH, IO CTENEHH TIJIACHOCTH, IO
IOpUINYECKOM CHJIe, 10 CpOKAaM MCIIOJIHEHMS, II0 CpPOKaM XpaHEHHWs, IO CTEIEHU
00513aTeNIbHOCTH.

Cucrema opraHu3aIiOHHO-TIPABOBON JJOKYMEHTAIUU (YCTaB yUpEKICHUs, TOJI0KEHHS, ITaTHOE
pacnycaHue, JOJDKHOCTHblE HMHCTpyKuuu). CucTeMa OpraHM3allMOHHO-PACIOPSAAUTENbHON
JTOKyMeHTanuu (yka3, MpuKas, BeIHUCKA U3 MpUKa3a, pacropskeHue, nocraHonnenue). Cucrema
CIPaBOYHO-UH(POPMALIMOHHON JOKYMEHTAIUH (IIPOTOKOJ, aKT, 3asBJIEHUE, JJOKJIAJHas 3aIKcKa,



MpeJIoKEHNE, TMPEICTaBICHUEe, CIIy)KeOHasi 3amucka, OObsCHUTENnbHas). Cxema MOATOTOBKHU
pacrnopsAUTEIbHBIX TOKYMEHTOB. [IopsIoK CHATHS 1 BbIIaYM KOIHI C TOKyMEHTOB.

Tema 2.3 JlokajibHbIe HOPMATUBHBIE AKThI. CocTaB M padoTa ¢ KaJpoOBOH JOKyMEHTaLMeH.
[lonoxenus, mnpaBwia, WHCTPYKIUU (MIpaBUja BHYTPEHHErO0 TPYJIOBOTO paclopsika,
UHCTPYKIUHU O MOPSIIKE OCYIIECTBICHUS KaKOW-ITNO0 NESTENbHOCTH WU MOPSAKE IPUMEHEHUs
MOJIOKEHUU 3aKOHOAATCJIbHBIX W HWHBIX HOPMATHUBHBLIX A4KTOB, IMOJOXCHUA O CTPYKTYPHBIX
MOJIpa3/iesIeHUsX, KOJUIEKTUBHBIN oroBop u Ap.). [lopsnok odopmieHUs U MOJIUCAHUS ITHX
JIOKYMEHTOB JIJII TPUMEHEHUSI KaK CAMOCTOSITEIbHBIX MPAaBOBBIX akTOB. [[oHATHME M CTpyKTypa
NepCOHANBHBIX AaHHBIX. O0s3aTeNbHbIE KaIPOBbIE TOKYMEHTHI 00pa30BaTEIbHON OpraHU3allly,
WX BHJIbI, COCTAaB, HOPMATHBHBIC TPEOOBAHMS K BEICHUIO KAaJIPOBOM JTOKYMEHTAIUU (TIPUKA3bl U
paclopspDkeHHs 1O JIMYHOMY COCTaBy, 3asiBJICHHE, TPYIOBOM JOrOBOp, JOJKHOCTHAs
WHCTPYKIUS, TPYAOBas KHWXKKA, JIMYHAS KapTOuyKa, JIMYHOE J1e]0). JIBM>KeHHe W XpaHEHue
KaJapoBOM aokymMeHTauuu. JKypHaibl M KHUTU ydera. lcmosnHeHHe coIMaibHO-IPAaBOBBIX
3a1poCoB.

Pa3nen 3. ®opmupoBaHue e/l H OPraHU3alUsl XPaHEHHUs JOKYMEHTOB. JKCIepTH3a
LEHHOCTH JOKYMeHTOB. TexHnuYecKue cpeacTBa, HCIOJb3yeMble B
JAeJI0NPOU3BOACTBE. DJIEKTPOHHBI JOKYMEHT0000pOT

Tema 3.1 IlpaBuiia cocTaB/ieHHSI HOMEHKJIATYPbI JeJ yupexaeHus. dopmupoBaHue U
opopmiienne aes. OpraHusanmsi ONEPATHMBHOIO XPaHEHHs NOKYMeHTOB. (PopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM Y4pPeKICHHH.

[TonsiTe o «uene». Homenknarypa neun. CocraBieHHEe HOMEHKJIATypel JAel B
00pa30BaTEIbHOM YUPEXKJICHHUH. ®opmMHUpOBaHHUE JCIL IIpusHaku 3aBeneHus nen:
HOMUHAJIBHBINA, IPEeIMETHO-BOIIPOCHBIN, aBTOPCKHM, KOPPECHOHAECHTCKUH, TIeorpaduyeckui,
xpoHoJyornyeckuil. Buapl apxuBoB. TpeboBanus k apxusam. [lopsiiok nepenayu 10KyMEHTOB Ha
apxuBHOe XpaHeHue. CucremaTu3alys JOKyMEHTOB B apxuBe. PaboTa ¢ Hay4yHO-CIIPaBOYHBIM
anmapatoM (UCTOpHuYecKas CIpaBKa, ONHMCH JieJd IOCTOSHHOTO W BpPEMEHHOTO XpaHEHHS
JIOKYMEHTOB, KHUTH Y4eTa U JABM)KEHUS Jel).

Tema 3.2 Jles;a MOCTOAHHOIO M BPEMEHHOI0 CPOKAa XPAaHEHHs. JKCHEPTHAs KOMMCCHS
yupesxxaeHusi. [lopsiiok yHu4TOKEHUSI JOKYMEHTOB.

OcoOeHHOCTH XpaHEHHUs /€] MOCTOSHHOTO, BpeMeHHOro (cBeimie 10 jer) u Jen Mo JIMYHOMY
cocraBy. Ilopsmox mnepemaun gen B [ocymapcTBeHHble apxuBbl. (Co3laHHME SKCIEPTHOU
KOMHCCUM yupexxaeHus. lIpoBeneHue sKCHepTU3bl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3AaCEIaHUM KOMHCCHUM M aKTOB Ha YHUYTOXKEHHE nein. IIpouenypa yHMUYTOXKEHUS
JIOKYMEHTOB.

Tema 3.3 MHcnouan3oBanme IIK B penonpomssoacrBe. CpeacrBa KONHPOBAHUS M
onepaTuBHOro pasMHoxkeHusi. Ilpuem n 00padoTka J0KYMEHTOB, MOCTYNAKIIUX 10 KAHAIAM
3JIEKTPOHHOM MOYTHI M (pakcuMuiIbHOI cBs3u. [lpaBuiia 6e3onacHoii padoThI ¢ OPIrTEXHUKOIM.
KomneioTepHble cpeicTBa MOATOTOBKM JOKYMEHTOB. lcmonb3oBaHue 1I1a0JOHOB st
dbopMupOBaHHS JIOKYMEHTOB Ha KoMmImbioTrepe. lcmonb3oBanune B KOMIbIOTEpe OJaHKOB
nokyMmeHToB. Coz/laHue OJIaHKOB JIOKYMEHTOB B KoMIlbioTepe. M3roToBieHue, KONUpOBaHUE U
TUPaXHUPOBAHUE NOKYMEHTOB. CpencTBa 00pabOTKH JOKYMEHTOB. JIOKyMEHTHI, IiepeiaBaeMble
0 KaHajlaM CBs3U (TelerpaMma, Teneke, ¢akcorpamMma, Tenedonorpamma). [lonsTue
«oprrexHuka». OCHOBHBIE BHJIbl OPraHW3alMOHHON TeXHUKH. [IpaBuia TeXHUKH 0€301MacCHOCTH
paboThI C OPTTEXHUKOIA.

Tema 3.4 DnekTpoHHOE 1OKyMeHTHUPOBaHue. [IoHsATHE «3JIEKTPOHHBIN JOKYMEHT).
[IpeumyiiecTBa mnepenaud JOKyYMEHTa C KOMIIbIOTEpAa Ha KOMIIBIOTEpP.  YCTaHOBKA Ha



KOMIIBIOTEPE CHEUAIBHO BBIIECICHHON MaNKyu JUIsl NOCTYNAOIIMUX JOKyMEeHTOB. [IpenmMyiectsa
snekTpoHHoM mouThkl. Jloctynm k Internet. Cucrema peructpauuu u KoHTposs. Co3manue
ANIEKTPOHHOM 0a3bl JaHHbIX. [lomck mgokymeHTa. OKCKypcus B apXuB MypMaHCKOTO
ApPKTUYECKOI0 FOCYAapCTBEHHOTO YHUBEPCUTETA.

6. IHEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHMHA],
HEOBXOJINMOTI'O JJIA OCBOEHUA JUCHUIIJINHBI (MOIYJISA).

OcHoBHas IMTEepaTypa:

1. Oenepanpublii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM Jene B Poccuiickoit
Oenepammny (pen. denepanbHbIXx 3akoHOB 0T 04.12.2006 Ne 202-®3, ot 01.12.2007 Ne 318-®3, ot
13.05.2008 Ne 68-®3, ot 08.05.2010 Ne 83-D3, ot 27.07.2010 Ne 227-D3)

2. OenepanbHblil 3akoH "O06 uHpopManuy, HHPOpPMaTU3ALUK U 3amuTe MHGopManuu". 3aKoH
nonnucan [Tpesunentom Poccuiickoit deneparuu 20 despans 1995 roga N 24-03

3. 3akoH Mypmanckoir obmactu ot 20.02.2006 Ne 730-01-3MO «OO6 apXuBHOM Jieiie B
MypmaHCKOH 06acTi

4, ®Denepanpabiii 3axoH OT 27 uronst 2006 r. N 152-03 "O nepcoHaIbHBIX JaHHBIX "

5. ®denepanpablii 3ak0H OT 2 Masg 2006 T. N 59-®3 "O nopsinke paccMOTpeHHsI oOpaleHui

rpaxnan Poccuiickoit @enepanuu” C n3aMeHEHUsIMH U TOTIOTHEHUAMU OT: 29 urons, 27 urong 2010 ., 7 mas, 2
utons 2013 ., 24 Hos0ps 2014 T.

6. [lpaBuna nenompow3BoAcCTBa B (efepalbHBIX  OpraHax — HMCIOJHUTEIBHOH — BIIACTH
(yrBepkaeHsl nocranosneHueM [IpasutensctBa Poceuiickoit deneparun ot 15.06.2009 Ne 477
7. [lepeyeHb THIIOBBIX YIPaBIGHYECKHX ApXMBHBIX JIOKYMEHTOB, OOpa3yIOLIMXCS B Ipolecce

JESITENBHOCTH TOCYJApPCTBEHHBIX OPraHOB, OPIraHOB MECTHOI'O CaMOYIIPABIEHUS U OPraHU3aLUil, ¢ yKa3aHueM
CPOKOB XpaHEHUs. YTBEpKIeH NpukazoM MUHHCTepcTBa KynbTypbl Poccuiickoit ®deneparnuu ot 25 aBrycra
2010 r. Ne 558

JlonoTHUTE/ILHAS JIUTEpPaTypa:

1. [MTucekmo MunoOpaszBanust PO ot 20 gexabpsi 2000 roma N 03-51/64 «O Meroandeckux
PEKOMEHIANHUAX 10 paboTe ¢ JOKYMEHTaMH B 00I11€00pa30BaTEIbHBIX YIPSIKICHUIX)

2. Opraauzanus IeIONpou3BoACTBa U JokymeHTooOopoTa 1OV [Teker]: meron. pek. / JI. W.
Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Conoryd, O.I1. Jlenompou3BOACTBO: COCTaBJICHHE, peAaKTHpOBaHHWE U  00paboTKa
JokyMeHTOB: YueoHoe nocooue / O.I1. Conory0. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE ANCHUITINHBI
MOAVYJIs)
B o0pa3oBaTensHOM Ipoliecce UCIOIb3YOTC:

— y4eOHBbIC ayJUTOPUU NJIsi TIPOBEACHUS Y4eOHBIX 3aHATHM, OCHAIEHHbIE 00OpYJIOBaHUEM U
TEXHUYECKUMHU cpencTBaMu oOydeHus: yueOHas weOenb, [IK, oGopynoBanue nmns
JEMOHCTpAIIMH MIPE3EHTAIIHH, HATJIsHbIe TTOCOOHS,;

— TIOMEIICHUS [UJIi CaMOCTOSATENIbHONW pPaOOThl, OCHAIICHHBIE KOMITHBIOTEPHOM TEXHHUKOH C
BO3MOXKHOCTBIO MOJIKJIFOUEHUS K ceTH «HTepHeT» 1 0OecreyeHueM 10CTYIIa B AIEKTPOHHYIO
UH(POPMaLIMOHHO-00pa3oBaTenbHyo cpeny MAITY.

7.1 HEPEYEHDb JIUNEH3UOHHOI'O TIPOTPAMMHOI'O OBECITEYHEHU 1

JInneH3noHHoe NMporpaMMHoe odecneyeHne 0Te4eCTBEHHOI0 NPOU3BOACTBA

Kaspersky Anti-Virus

JInneH3noHHOe MporpaMMHoe odecrevyeHne 3apy0e;KHOro NPpONu3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe POrpaMMHOe o0ecrnedeHre 0Te4eCTBEHHOI0 TPOU3BOACTBA
7Zip

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHOe odecriedeHne 3apy0eKHOro NpPon3BoACTBA
Adobe Reader



Mozilla FireFox
LibreOffice.org

7.2 JIEKTPOHHO-BUBJINOTEYHBIE CUCTEMBbI:

OBC m3garenscrBa «Jlansy» https://e.lanbook.com/

OBC m3narenscTBa «FOpaii» https://biblio-online.ru/

OBbC «YHuBepcuterckas Oudianoreka onnaita» https://biblioclub.ru/

7.3 COBPEMEHHBIE ITPO®ECCHUOHAJIBHBIE BA3bI TAHHBIX
1. Cynebnble u HOpMaTuBHBIE akThl PD http://sudact.ru/
2. UndopmannonHo-anamutudeckas cucrema SCIENCE INDEX

3. DnekTpoHHas 0asza JaHHBIX Scopus
4. bassl ganueix komnanuu CLARIVATE ANALYTICS

7.4 UTHOOPMAIIMOHHBIE CITPABOYHBIE CUCTEMBbI

1. CrnpaBouHO-TIpaBOBast UH(POPMALIMOHHAS cucrema Koncynbrant [Tmroc
http://www.consultant.ru/

2. 00O «CoBpeMeHHBIE MeaMa TEXHOJIOTMM B  O0Opa3oBaHMM M KYJIBTYpe».
http://www.informio.ru/

8. UHBIE CBEJIEHUS 1 MATEPHAJIbI HA YCMOTPEHUE BEAYIIEN KA®EIPbI
He npengycmotpeno.

9. OBECIIEYEHME OBPA30OBAHMUA JJIA JIUILI C OB3

Jns obecrieuenust 06pa3oBaHUsI UHBAJIUOB U JIUL] C OTPAHUYEHHBIMH BO3MOXHOCTSIMU 3/10pPOBbS
peanu3anys JUCLMIUIMHBL MOKET OCYILECTBIISTBCS B aJalTUPOBAaHHOM BHUIE, C YYETOM
cnenu(UKH OCBOGHUS U JHIAKTUYECKHX TpeOOBaHMIA, HWCXOAS W3 HWHIWBUAYAIbHBIX
BO3MOXHOCTEH U MO JINYHOMY 3asIBJICHUIO 00y4aroIerocs.
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