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1.IHEJIb OCBOEHHWSA JUCHUIIJIMHBI (MOAYJISA)- ¢dopmupoBanue y OO0yYarommxcs
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

CniocoOeH OCyIIECTBIATH JACIOBYI0O KOMMYHHMKAIIUIO B YCTHON M MUCBMEHHOU (popmax Ha
rocynapcTBeHHOM si3blke Poccuiickoit denepannn u HHOCTpaHHOM(bIX ) si3bIke(ax) (YK-4);

CriocoOeH ynpaBisiTh CBOUM BpPEMEHEM, BBICTpauBaTh M PEAIM3OBBIBATH TPACKTOPHUIO
CaMOpPa3BUTHS Ha OCHOBE MPUHIIMIIOB 00pa3oBaHus B TeueHue Beeil sxu3nu (YK-6)

[lepeyens mIaHUPYyEMBIX PE3YyIbTATOB OOYUEHUS 110 TUCIHUILIMHE (MOAYIIO), COOTHECEHHBIX C
WHIUKATOPaMH TOCTHKEHUS KOMIICTCHIINN

Komnerenunus

Nuauxkaropsl
KOMIIEeTeHI NI

Pe3yabTarsl 00yyeHus

VYK-4. Criocoben

VK-4.1. Bnageet

3HaTh: HOPMAaTUBHBIC AOKYMCHTBI 1o

OCYIIECTBIISITh CHUCTEMOU HOpM VHU(UKAUKA W CTaHAapTH3aluu B o0jactu
JIEJIOBYIO pycckoro NOKYMEHTAIlMH, JEHCTBYIOIINE HA TEPPUTOPHUU
KOMMYHUKAIMIO B | JIUTEpaTypHOro s3pika | PD; rocyJapCTBEHHBIE CTaHJapThI u
YCTHOM U U €ro 3aKOHOJATEIbHbIC aKTBI 1o
MMCbMEHHOU HCIIOJIb30BAaHUU B JTIOKYMEHTHUPOBAHUIO;
dbopmax Ha KayecTBe CUCTeMBbl  JOKYMEHTAallud, TpeOOoBaHUS K
rOCYJapCTBEHHOM | TOCYAapCTBEHHOTO COCTaBJICHHIO ¥ O(hOPMIICHUIO JOKYMEHTOB;
a3bike Poccuiickoit | si3pika PD 1 Hopmamu TUMOBbIE HMHCTPYKIHUHM IO JEJIONPOU3BOACTBY,
denepaunu u MHOCTPAHHOTO(BIX ) pernameHT paboThl, JOKHOCTHBIE MHCTPYKITUH;
MHOCTPAHHOM(BIX) | SI3bIKA(OB), UCIIOJIB3YET | OCHOBHBIE BUJBI JIOKYMEHTOB,
sI3bIKE(ax) pa3nu4HbBIE POPMBI, periiaMeHTUPYIOLIUX o0pa3oBaTeNbHYIO
BU/JIbI YCTHOM U NesITeNIbHOCTD;
MMCbMEHHOU OCHOBBI JICJIONIPOU3BOJICTBA B 00pa30BaTEIILHOM
KOMMYHHKAIUH. YUpEXKIECHUU.
VYK-4.2. Ucnons3yer YMmeTs: paloHaIbHO u 3P PEKTHBHO
A3BIKOBBIE CPECTBA OpraHU30BHIBATH JeNTOTPOU3BOICTBO B
JUTSL TOCTUKEHUS 00pa30BaTeNbHON  OpraHMU3alMH; COCTaBISATh
npodeccuoHaIbHbBIX y4eOHO-METOTMIECKUE u HOPMAaTHBHO-
1esei Ha pyCCKOM U MPaBOBbIE  JIOKYMEHTBI, pErIaMeHTHPYIOILIUE
WHOCTPaHHOM(BIX) NeSITeILHOCTh 00pa30BaTEIbHON OpraHN3aluN

s13bIKe(ax) B paMKax

Brnagets: MeTomamu, cocobamMu M CpelcTBaMU

MEXIIMYHOCTHOTO U TOTy4eHHs, XpaHEeHus, nepepaboTKH

MEXKYIILTYPHOTO UHPOPMALIUM,  OCHOBAMHM  KOMIILIOTEPHOMN

OOIICHUS. IPaMOTHOCTH;  TEXHOJIOTHEHl  OpraHM3amuu
YK-6. Cnocoben VYK-6.1. OuenuBaer JIEIONPOU3BOICTBA B 00pa30BaTENLHOM
YIIPABJIATH CBOMM | JIMYHOCTHBIE PECYPCHl | yUpPEsKICHHH.

BPEMEHEM, 10 JTOCTUKEHUIO LIeJIen
BBICTPAauBaTh U CaMOpa3BUTHA U
peann30BbIBaTh YIIPABJICHUS! CBOUM

TPAEKTOPHIO

BPEMCHCM HAa OCHOBC




CaMOpa3BUTHUS HA IMPUHIIUIIOB

OCHOBE o0pa3oBaHUs B TEUECHUE

NIPUHLIUIIOB BCEH KU3HU.

oOpa3zoBaHus B VK-6.2. Kputnuecku

TEUCHHE BCEU OLICHUBAET

KU3HU 3 PEeKTUBHOCTD
HCIIOJIb30BaHUS

BPEMEHU H JIPYTUX
pecypcoB npu
peanu3anm
TPACKTOPUH
CaMOpPa3BHUTHSI.

3. YKABAHUE MECTA JUCHUIIVIMHBI MOAVJISA) B CTPYKTYPE
OBPA3OBATEJILHOM ITPOI'PAMMBI.

HucuummuHa  «J{enonpou3BoACTBO U JOKYMEHTOOOOpPOT B 00pa3oBaTeibHOM
VUpPEXKIEHUU»  OTHOCUTCA K  (pakyiapTaTmBam  4acTH, (QOpMHUpYyeMOW  ydaCcTHUKAMU
00pa3zoBaTeNbHBIX OTHOIICHUH OCHOBHOU MpOo(decCHoHaIbHON 00pa30BaTeIbHON MPOrPaMMBbI 11O
HanpasieHuio noarotoBku 44.03.05 Ilemarormueckoe oOpazoBaHue (C IBYMs NPOGUISIMH
noarotoBku) Hampaenennocts (mpodwmm) HauvansHoe oOpazoBanune. PanHee o0yueHue
WHOCTPAHHBIM SI3BIKAM.

4. OBbEM UCHUIIJIMHBI (MOAYJisl) B 3AYETHBLIX EJMHHUIAX C
YKA3ZAHUEM KOJMYECTBA AKAJEMHUYECKHUX WU ACTPOHOMHMYECKHX
YACOB, BBIIEJEHHbBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIUXCA C
MPENOJABATEJIEM (II0 BHJAM VYYEBHBIX 3AHATHH) ©W HA
CAMOCTOATEJIBHYIO PABOTY OBYYAIOIIUXCHI.

OOm1ast TpPyA0EMKOCTh AUCIUILIMHBI COCTABISACT 1 3aueTHYI0 eAMHUIy Win 36 yacoB (U3
pacueta 1 3.e.= 36 4yacoB).
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B unTepakTUBHBIX (pOpMax Yackl UCHOIB3YIOTCS B BUAE KPYIJIOTO CTOJIA.

5. COAEP KAHUE JUCHUIIJIMHBI (MOAYJIsA), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JAEJIAM) C VYKA3AHHMEM OTBEIEHHOI'O HA HHX
KOJINMYECTBA AKAJEMHUYECKHUX WJIN ACTPOHOMHMYECKHUX YACOB H
BHUJI0B YUEBHBIX 3AHSITUIA.
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1 Pazgen 1. Conepxanue, 3HaueHne 2 2 - 3 6

JIEJI0NPON3BOICTBA. TexHOIOrus
OpraHM3aliy J1eJI0MPOU3BOICTBA B
00pa30BaTEILHOM YUPEXKACHUU

2 Paznen 2. HopmatuBHO- 2 4 - 5 1 8
3aKoHOzarenpHas 6a3a. OCHOBHBIC
BUJIBI IOKYMEHTOB U CHCTEMBI
nokyMeHTaruu. OcoOeHHOCTH
TOJITOTOBKH ¥ O(hOpMITCHHS
OTACJIbHBIX BUAOB JOKYMCHTOB

3 | Pazgen 3. ®opmupoBanue aAen u - 4 - 6 1 8
OpraHu3anysa XpaHeHUs
JOKYMEHTOB. DKCIIepTH3a
OCHHOCTHU JOKYMCHTOB.
TexHnueckue cpescTBa,
HCIIOJIb3YCMBIC B
JEJOTPOU3BOJICTBE. DIICKTPOHHBIMN
JOKYMEHT0000pOT

3a4€CT

HUTOI'O: 4 10 - 14 |2 22

Conep:xanue TMCHUILIUHBI (MOTYJIs1)

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

Tema 1.1 OcHOBHBIE TEPMUHBI H TIOHATHE «1eJIONPOU3BOACTBO». UCTOPUSA BO3SHMKHOBEHUS
U OCHOBHbBIE 3TaNbl PA3BUTHS JAeJ10NPou3BoAcTBA. CHCTEeMbl OPraHU3aluu
AejonpousBoacTBa. [loHsiTHE M NIPUHIUIIBI OPraHU3ALMHU JOKYMEHT0000pOTa

[MonsTHe «aenonpou3BoaCTBO». OCHOBHBIE LIEIH U 334U JIeI0MPOU3BoACTBa. HeoOxoammocTh
OpraHM3aIy JeJIONPOU3BOACTBA B YUPEKACHUH. 3HaUCHHUE JeIONPON3BOICTBA B I€ATEILHOCTH
oOpa3oBaTenbHOro yupexaeHus. Cekperapb, I1eI0NpOU3BOIUTENb, JOKYMEHTOBE, KaHICIAPHSL.
Ucropuueckue stansl pa3BUTHs Aenonpous3BojctBa B Poccun. CoBpeMeHHOE rocyaapCTBEHHOE
PEryjinpoBaHuc ACJIOIMMPOU3BOACTBA. CucreMsl ACJIOMPOU3BOACTBA: HOCHTpAJIN30BaHHA,
NeleHTpanu3oBaHHas, cMmemanHas. CTpykrypa u 00BbEM JoKyMeHTooOopoTa. (OCHOBHBIE
NPUHIUITBI OPraHU3alUN PA0OTHI C TOKYMEHTOIIOTOKAMH, KaK CO3/JaHNE ONTUMAJIbHBIX YCIOBUN
JUIsE BCEX BHUAOB paboThl C JoKyMeHTamMu. OpraHu3alMOHHas CTPYKTypa I[epcoHaia,
obecreunBaroniero paboTy ¢ JOKyMEHTaMHU.

Tema 1.2 PekBu3UTHI 10KyMeHTOB. Perucrpanusi 1 uHaekcanusi 10kymMmeHToB. CTpykTypa 0a3
JaHHBIX J0KyMeHTOB. [Ipmem, o0paGoTka M pacmpenesieHHe NOCTYNAKIIMX JOKYMEHTOB.
Opranuszanust 00pad0TKH U Nepeaavu OTIPABJIsSIeMbIX TOKYMEHTOB.




[ToHsATHE pEeKBH3WTA NOKyMEHTAa. Buabl pekBu3uToB. [lpaBmia odopmiieHUs PEKBU3UTOB
TOKyMeHTOB.  Dopmynsip-oOpaszen.  bmank mokymenta. Bunbl 6mankoB. TpeOGoBaHus K
Omankam nokymMeHToB. 1llaGmonbl. MHIekcanust U peructpanusi JOKyMEHTOB. Bumasl u (hopmbl
perucTpauuy JOKYMEHTOB. TpeOoBaHHS K TEKCTaM CIIY:KEOHBIX JOKYMEHTOB: KPAaTKOCTh U TOYHOCTH
N3JI0XKXCHUS I/IH(I)OpMaI_II/II/I, HUCKIIIOYCHUEC OBOSKOI'O TOJIKOBAHMUA, OOBEKTUBHOCTL U OOCTOBEPHOCTH
uHGOPMAIUH, COCTABJICHUE IPOCTHIX TOKYMEHTOB, CTPYKTypPHPOBaHHE TEKCTa JOKYMEHTA, IIMPOKOE
HUCIIOJIB30BaHUC Tpa(l)apeTHBIX U TUNOBBIX TCKCTOB IPU ONHCAHUHN MOBTOPAIOIINUXCA YHPABJICHYCCKUX
cutyanuit. SI3bIK M CTHIIb CIYKEOHBIX JOKYMEHTOB. JTambl 0OpabOTKH BXOSIIUX JTOKYMEHTOB.
[lepBuynass o00paboTKa BXOAANIMX JOKYMEHTOB. PerucrpupyeMbie W HEPErHCTPHpYEMbIC
TOKyMeHTHI. [IpenBapuTeibHOE pACCMOTPEHHE NOKYMEHTOB JJIsi HAMPABICHUS HCIIOTHUTEISM.
Pe3omronus.

[Mopsimok  TOATOTOBKM  UCXOASIIUX JTOKyMEeHTOB. (CocTaBlieHWE TIPOEKTa JIOKYMEHTa,
COTJIACOBaHMWE, TOJNHCaHue (yTBepKIeHHE), THpakupoBaHue. CrocoObl W METOMIbI OTHPaBKH
UCXOAIIUX JOKyMeHTOB. OOmiasi XapakTepucTHKa CIyKeOHOW mepenucku. Pa3sHOBHIHOCTH
CIIy’)KEOHBIX THCEM (COMPOBOAMTEIBHOE MUCHMO, MUCHMO-TIPOCHOA, MUCHMO-3AMPOC, MHCHMO-
OTBET, MHUCHMO-COOOIICHHE, WHPOPMAIIMOHHOE TMHCHMO, TapaHTUHHOE MHUCHMO, MHUCHEMO-
MpUrianeHue u T.1.).

Tema 1.3 Ilopsinok NpoxoxkIeHUsi BHYTPEHHHX TOKYMeHTOB. OpraHu3zanusi KOHTPOJsI 3a
HCIOJHEHHEM JTOKYMeHTOB. PadoTa ncnosHuTelie ¢ JokyMeHTaMu. Opranu3anusi NOUCKOBOM
CHCTeMbI 110 TIOKYMeHTaM.

BrHyTpeHHHE NOKYMEHTHI 00pa30BaTEIbHOW OpraHU3aluu (3asBIICHUsS, CIYKEOHBIE 3alMCKH,
JOKJIaHbIe, OOBSICHUTENbHBIC, CIIPAaBKHU, CBOJKH, OT4YeThl U Ap.). Iloaroroska, odopmieHue,
peructpauus. [IpaBuna NMOCTaHOBKM JOKYMEHTOB Ha KOHTPOJIb. IlOpsiIOK CHSTHSL TOKYMEHTOB C
KOHTpoiA. OT4er MO KCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOIHEHHE
JOKYMEHTOB COTPYAHMKAaMH B COOTBETCTBUM C UX JOJDKHOCTHBIMHU OOS3aHHOCTSIMU H
pe3oJonrel  pyKOBOAMTEIIA. OTBETCTBEHHOCT, 32  HecoONoaeHue  TpeOoBaHUi
UCIIOJTHUTENIbCKOW ~ JAMCHUMIUIMHBI, 32  HEMpPaBUJIbHOE  HCIOJIb30BaHHWE  JACMCTBYIOIIMX
HOPMATUBHBIX JOKYMEHTOB B MOJATOTOBKE, OPOPMIICHUU U WCIOJIHEHUHU JOKYMEHTOB B CPOK.
[TouckoBasi cucreMa JOKYMEHTOB - KapTOTEKH U KJIACCU(UKALMOHHBIE CIPAaBOYHUKHU. Buibl
KapToTeK. Bubl Ki1accu(hUKAIMOHHBIX CIIPABOYHUKOB.

Tema 14 Cnoco0bl W MeTOABI JOCTABKH JOKYMeHTOB. O0pa0doTka KOH(pHIECHIHAIbHBIX
JAOKYMEHTOB H JIOKYMEHTOB [UI CIY:)KeOHOI0 I0Jb30BAaHHUS. JKCKypcUs B  OTAe]
AeJIoNpon3BoacTBa MypMaHCKOro apKTH4YeCKOro rocy1apcTBeHHOr0 YHUBepCHTeTA.
Opranuzaiys OYTOBOM, KYPhepPCKOM M AKCIPECC-IOCTABKM JOKYMEHTOB. IIOHSATHS: «IIEHHOCTHh M
0€30MacHOCTh MH(POPMALUU», «KOH(PUICHIUATBHOCTb», «yrpo3a KOH(UICHINATBHOCTH»,
«3ammTa uH(popManuu». be3omnacHOCTh IIEHHBIX WHGOPMALMOHHBIX pecypcoB. lleHHas
uHpopManusa U KOHQHUICHIINATIbHBIE TOKYMEHThI. PernamMenTanus coctaBa KOH(GHISHIIMATBHBIX
cBeieHUl U JokyMeHTOB. Ilopsmok paboTel ¢ KOH(QUACHUMAIBHBIMU JIOKYMEHTAMU H
marepuanamu. KonpunenuanbHast nHGOpMAIHs U CBEACHUS B ACATEIBHOCTH 00pa30BaTeIbHON
OpraHu3aluy.

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

Tema 2.1 HopMaTHBHO-3aKOHOAATE/IbHbIC © HOPMATHBHO-METOANYECKHE IOKYMEHTBI 110
aejonpoussoacrsy. HopMaruBHo-3aK0HOAATEIbHbIE H HOPMATHBHO-METOAUYECKHE
JAOKYMEHTBI 110 aDXHUBHOMY JeJ1y.

3akoHoaTenbHbIe akThl Poccuiickoit @eneparun 1 MypMaHCcKoit 0651acTH, perilaMeHTHPYIOIIHe
JIeJIONPOU3BOCTBO U apXUBHOE J1en10. ['ocyiapcTBEHHbIE CTaHAAPThl U yHU(UKaLUs B 00J1aCTH
JIEJIONPOU3BOJICTBA U apXHMBHOIO Jnena. MHCTpyKuus IO AelonpousBOACTBY MuHHCTEpCTBA



obOpasoBanus u Hayku Poccuiickoii @enepanuu. Meroaudeckue peKOMEHIAIMU 0 pa3paboTke
HOMEHKJIATYpbl W WHCTPYKIMH TIO JIEJIOMPOU3BOJACTBY B 0Opa30BaTEIbHOM YUPEKICHUU.
TunoBble mepeyHH ¢ yKa3aHUEM CpPOKOB XpaHEHMsI JOKyMeHTOB. [IpaBuna paboThl apXHUBOB
OpraHu3aLuil.

Tema 2.2 Knaccupuxkanus gokymenros. IOpuandeckas cuna noxkymenra. Haznadenue n
COCTAaB  OPraHU3allMOHHO-NIPABOBOH  NokymeHTanuu. Ha3snayenme u  cocras
OPraHM3alOHHO-PACIOPAINTENbHOM JoKyMeHTanuu. Ha3HauyeHue M coCTaB CIPaBO4YHO-
HH(OPMAMOHHOM TOKYMEHTAMH.

Knaccudukanus 1OKyMEHTOB, €€ OCHOBHBIE NMPHU3HAKU. ['pyNIbl JOKYMEHTOB - JOKYMEHTHI I10
o0mMM ¥ aJMUHHCTPAaTHUBHBIM BOIIpOcaM, T.€. IO BONpocaM OOILEro pyKOBOJCTBA
npeanpusITucM u“ €ro JICATCIIbHOCTBIO; - AOKYMCHTBIL 10 q)YHKI_[I/ISIM YIIpaBJICHUA.
Knaccudukanus ciayxkeOHbIX TOKYMEHTOB: IO aJMHUHHCTPATUBHBIM BOIIpOCaM; MO BOIPOCaM
MaTCpUAIIbHO-TCXHUYCCKOTO CHa6)K€HI/I$I; AOKYMCHTAlMA TIO IJIAaHUPOBAHUIO; IO OHepaTHBHOﬁ
NEeSATENIbHOCTH; IO OyXraliTepcKoMy YyueTy; IO TOJArOTOBKE M PAacCTaHOBKE KaApOB M T.1.
Knaccudukanus no HaMMEHOBAHMIO: TPHKa3bl, PACHOPSDKEHUS, IJIAHBI M OTYETHI, AaKTBHI,
MPOTOKOJIbI, TOTOBOPHI, YCTaBbl, HHCTPYKILUHU, JOBEPEHHOCTH U T.A. Kiaccudukanus no mecty
COCTaBJICHUS, 1O CTENEHH YHH(PHUKAIHMK, TO MPOUCXOXKIACHUIO, MO BUAY OG(OpMIIEHHS, MO
croco0y ¢dukcanuu HWHPOPMALMK, TIO CTENEHH CJIOKHOCTH, IO CTENEHW TJaCHOCTH, IO
IOpUJIMYECKON CHJIe, 10 CpOKaM HCIIOJIHEHHS, [0 CpOKaM XpaHEHHs, IO CTElEHU
0053aTeNIbHOCTH.

Cucrema OpFaHHBaHHOHHO-HpaBOBOﬁ JOKYMCHTAaIlH (yCTaB YUpPCKACHUA, ITOJIOKCHUA, IITATHOC
pacnucaHue, JOHKHOCTHBIE HWHCTpyKIMHK). CucrteMa oOpraHuM3aldOHHO-PACIOPSIUTEIbHON
JIOKyMeHTaluu (ykas, IpuKa3, BBINKCKA U3 MpUKa3a, pacropsbkeHue, nocraHonienue). Cucrema
CIPaBOYHO-UH(GOPMALIMOHHON JOKYMEHTAIMK (IIPOTOKOJI, aKT, 3asBJICHHUE, NOKIa[Has 3alucKa,
peJIoKEHUE, TMPEICTaBICHUEe, CIIy)KeOHasi 3amucka, oOBsicHUTenbHas). CxeMa MOJIrOTOBKH
pacnopsAUTENbHBIX JOKYMEHTOB. [1opsaok CHATHS 1 BblIauM KOIHI C TOKYMEHTOB.

Tema 2.3 JlokajibHble HOPpMaTUBHBbIE aKThl. CocTaB M padoTa ¢ KaJAPOBOi T0KYMeHTalHel.
[lonoxenus, mnpaBunaa, MHCTPYKUMHU (IpaBWiIa BHYTPEHHErO TPYAOBOIO paclopsika,
UHCTPYKIUHU O TOPSIIKE OCYIIECTBICHUS KaKOM-THO0 AesTeNbHOCTH WU MOPSAKE MPUMEHEHUs
MOJIOKEHUN 3aKOHOAATCIIbHBIX W HWHBIX HOPMATHBHBIX A4KTOB, IIOJIOKCHUSA O CTPYKTYPHBIX
MOJIpa3/iesieHusX, KOJUIEKTUBHBIN 1oroBop u Ap.). [lopsnok odopmiaeHUs U MOAMUCAHUS 3TUX
JAOKYMCHTOB IJId NMPUMCHCHHS KaK CaMOCTOATCIIbHBIX ITPABOBBIX AKTOB. Ilonsatue u CTPYKTYypa
NEepCOHANBHBIX AaHHbIX. OOs3aTeNbHbIE KaIpOBbIE TOKYMEHTHI 00pa30BaTeIbHON OpraHU3alli,
WX BHUBI, COCTaB, HOPMATHUBHBIC TPEOOBAaHUS K BEACHHUIO KaJPOBOM JOKYMEHTAIMH (IIPUKA3bl U
pacmopsbKeHusi 1O JIMYHOMY COCTaBy, 3asBJIEHHE, TPYAOBOH JOrOBOP, JOJKHOCTHAS
WHCTPYKIUS, TPYAOBas KHUXKA, JIMYHAs KapTOuykKa, JIMYHOE JeJo). J[BUKeHue U XpaHEeHUe
KaJpoBOoi AokymeHTanuu. JKypHanbl W KHUTKM YydeTa. VICHoJIHEHWE COUMaIbHO-TIPABOBBIX
3aMpoCoB.

Pa3nen 3. ®opmupoBanue aeJ1 1 OPraHU3alUs XPAaHEHUsSI JOKYMEHTOB. JKCIEepTH3a
LEHHOCTH JOKYMeHTOB. TexHn4yeckue cpeacTrsa, HCIOJb3yeMble B
AeJIONPOU3BOACTBE. DJICKTPOHHBIN J0KYMEHTO000pOT

Tema 3.1 IlpaBuia cocTaBjeHHsI HOMEHKJATYPbI JeJ yupexaeHus. DopmupoBaHue W
opopwiienne nes. OpraHu3anusi ONEPaTHUBHOIO XpPaHeHUs [TOKyMeHTOB. PopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM yYpPeKICHHH.

[lonsTne o «mene». Howmenknarypa pen. CocraBieHre HOMEHKIATYypbl J€ll B
00pa30BaTENILHOM YUPEKICHUH. ®opMupoBaHUE JEINl. IIpu3Haku 3aBeneHus nei:
HOMUHAJIBHBIN, TMPEIMETHO-BOIPOCHBIM, aBTOPCKUM, KOPPECIOHIECHTCKHM, reorpaduyuecKuii,
xpoHonorndyeckuii. Buapl apxusoB. TpeboBanus k apxuBam. [lopsaok nepenaun JOKYMEHTOB Ha



apxuBHOe XxpaHeHue. Cucremaruszanus JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CHpaBOYHBIM
anmapaToM (MCTOpUYECKas CIpaBKa, OIMUCHU JeJl TOCTOSHHOTO W BPEMEHHOTO XpaHEHUs
JIOKYMEHTOB, KHUTH y4eTa U JIBUXKEHUS JIeT).

Tema 3.2 Jlesia MOCTOSSHHOT0O W BPEMEHHOI0 CPOKA XpaHeHHsl. JKCIEPTHAsh KOMHCCHS
yupe:xneHus. [lopsitok yHHUTOKeHUS JOKYMEHTOB.

Oco0eHHOCTH XpaHEHUs Je MOCTOSHHOTO, BpeMeHHOro (cBbimie 10 jeT) u nen mo JUYHOMY
cocraBy. llopsnox mnepemaunm gnen B I'ocynmapcrBeHHble apxuBbl. Co3qaHME SKCIIEPTHOU
KoMucCCHHM yupexjaeHus. [IpoBeneHue »sKcmepTusbl LEHHOCTH JOKYMEHTOB. OdopmieHue
MPOTOKOJIOB 3acelaHUii KOMUCCUU U aKTOB Ha yHUYTOKeHue jaein. [Ipomeaypa yHUUTOXKEHUS
JIOKYMEHTOB.

Tema 3.3 MHcnoan3oBanue IIK B genonpousBoacrBe. CpeacrBa KONUPOBAHUST U
onepaTuBHOro pasmMuoxkenusi. [lpuem n 00paGoTKa JOKYMEHTOB, MOCTYNAKIIUX 0 KAHAJIAM
3JIEKTPOHHOM MOYTHI M (hakcuMuiIbHOM cBsi3u. IIpaBuiia 6e3o0macHoil padoThI ¢ OPITEXHUKOM.
KoMmbprorepHsie cpeicTBa TMOATOTOBKH JOKYMEHTOB. Mcmonb3oBaHWe 11a0J0OHOB st
dbopMUpOBaHUS JIOKYMEHTOB Ha KoMIblotepe. lcmonp3oBaHMe B KOMIBIOTEpE OJAHKOB
nokymMeHToB. Co3jaHue 0JaHKOB JOKYMEHTOB B KOMITbIOTEpE. M3roTOBICHUE, KOMMPOBAHUE U
THPaXUPOBaHUE JOKYMEHTOB. CpencTBa 00pabOTKH JOKYMEHTOB. JIOKYMEHTBI, IIepe/iaBacMbIc
0 KaHajgaM CBs3M (Telerpamma, Telliekc, (akcorpamma, Ttenedororpamma). IlonsTue
«oprrexHuka». OCHOBHBIE BUIBl OPTaHU3AIMOHHON TexHUKU. [IpaBuia TeXHUKH 0€30MacHOCTH
paboThI ¢ OPTTEXHUKOM.

Tema 3.4 DiekTpoHHOe NOKyMeHTHpPOBaHue. IIoHsITHE «3JICKTPOHHBIN JOKYMEHT».
[IpenmymiecTBa Iepenadud NOKYMEHTa € KOMIIBIOTEpAa Ha KOMIBIOTEp.  YCTaHOBKA Ha
KOMIIBIOTEPE CHEIUAIIBHO BBIACIEHHOW NaNKU s MOCTYNAKIIMX J0KyMeHTOB. [IpenMyiectsa
anekTpoHHOM mouThl. Jloctynm k Internet. Cuctema peructpauuu u KoHTpousisi. Co3maHue
ANIEKTPOHHOM 0a3bl JaHHBIX. [loMCK JOKyMeHTa.OKCKypcuss B apXuB MypMaHCKOTO
apKTUYECKOI0 TOCYIapCTBEHHOTO YHUBEPCUTETA.

6. INHEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHMUA,
HEOBXOJINMOTI'O JJId OCBOEHUA JUCHUIIJINHBI (MOY JISA).

OcHoBHasi IuTEpaTypa:

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-D3, ot 08.05.2010 Ne 83-D3, o1 27.07.2010 Ne 227-D3)

2. Oenepanpiblii 3akoH "O0 uHpopmauuu, nHPoOpMATU3aLUU U 3auuTe uHpopManuu”. 3aKoH
nonmnucan [Ipesunentom Poccuiickoit @enepanuu 20 dhespans 1995 roga N 24-D3

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

4. ®Denepanbbiii 3akoH oT 27 uroiist 2006 r. N 152-®3 "O nepcoHalIbHBIX JaHHBIX

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

rpaxaan Poccwuiickoii @enepanun” C uaMeHeHUsIMH U JOTIONHEHUsIME 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 moctaHopneHreM [IpaBurenbcrBa Poccuiickoii deneparnuu ot 15.06.2009 Ne 477
7. IlepeueHb THUIOBBIX YNPABIEHUYECKUX APXHUBHBIX JOKYMEHTOB, 00pa3ylOIIMXCs B Ipolecce

JeSITeNBHOCTH TOCYJApPCTBEHHBIX OPTaHOB, OPIaHOB MECTHOTO CAMOYTIPABICHUS U OPTaHU3ALU, C YKa3aHHEM
CpPOKOB XpaHEHHs. YTBEpKIAeH NMpukazoM MuHucTepcTBa KyabTypsl Poccuiickoit denepanmu ot 25 aBrycra
2010 r. Ne 558

JdomotHuTEIBbHAS JIUTEpaATypa:

1. [MTucemo MunoOpaszBanust PO ot 20 nexabpsi 2000 roma N 03-51/64 «O Meromuveckux
PEKOMEHIAIMAX 110 paboTe ¢ JOKYMEHTaMH B 00111€00pa30BaTEIbHBIX YUPEKICHUIX»



2. Opranuzanus AeIonpou3BoacTBa U gokymeHtoobopora OV [Tekct]: meroa. pek. / JI. W.
Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Conoryd, O.1. Jlenonmpou3BOJACTBO: COCTaBJICHWE, pEAaKTHPOBaHWE W  00paboTKa
JokymeHToB: YueOHoe nocodue / O.I1. Conory6. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JAUCHUIIJINHBI
MOAYJisl)
B oOpazoBaTenbHOM IpoIecce UCIONIb3YIOTCS:

— yueOHbIE ayTUTOpPUU JI MPOBEJIEHUS YU4EOHBIX 3aHSATUH, OCHAIEHHbIE 00OpYIOBAaHUEM M
TEXHUYECKUMHU CpeAcTBaMU o0ydeHus: yuyeOHas wmeOenb, IIK, oGopynoBanme s
JEMOHCTpAIMK MPE3EHTAINi, HarJIaJHbIe TOCOOHS;

— TIOMENICHUs ISl CaMOCTOSITEILHON palOThl, OCHAIICHHBIC KOMITBIOTEPHOM TEXHUKOU C
BO3MO>KHOCTBIO MOJIKIIFOUEHUS K ceTu «HTepHEeT» U 00ecreueHneM JOCTyma B JIEKTPOHHYIO
nH(popManmoHHO-00pa3oBaTeNbHYI0 cpeny MATY.

7.1 IEPEYEHb JIMIEH3UOHHOI'O TIPOTPAMMHOI'O OBECIIEYEHU A
JInueH3uoHHoe MPorpaMMHoe o0ecrevyeHne 0Te4YeCTBEHHOr0 MPOU3BOICTBA
KasperskyAnti-Virus

JInueH3uoHHOE MPOorpaMMHoe o0ecredyeHue 3apy0e:KHOro Mpou3BoACTBA

MS Office

Windows 7 Professional

Windows 10

CB000/1HO pacnpocTpaHsieMoe MPOrpaMMHOe odecneyeHne 0Te4eCTBEHHOT0 MPOU3BO/ACTBA
7Zip

CB0001HO pacnpocTpaHsieMoe MPOrpaMMHoOe odecriedeHne 3apy0e;KHOro NpPon3BoACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJEKTPOHHO-BUBJIUOTEYHBIE CUCTEMBbI:

OBC m3parenbcrBa «Jlanb» https://e.lanbook.com/

OBC m3narenbctBa «kOpaiiT» https://biblio-online.ru/

ObC «YHuBepcuterckas oubnuorexa onnaitH» https://biblioclub.ru/

7.3 COBPEMEHHBIE ITPO®ECCHUOHAJIBHBIE BA3bI TAHHBIX
1. CyneGubie u HOpMaTUBHBIC akThl PD http://sudact.ru/

2. UndopmannonHo-ananmutuyeckas cucrema SCIENCE INDEX

3. DnekTpoHHas 0asza TaHHBIX Scopus

4. ba3sl manabeix komnanud CLARIVATE ANALYTICS

7.4 UHOOPMALIUOHHBIE CITPABOYHBIE CUCTEMbI

1. CnpaBo4yHO-IpaBOBast nHpopManoHHas cucrema Koncynbrant [Tmroc
http://www.consultant.ru/

2. 00O «CoBpeMeHHBIE MeAHMa TEXHOJIOTMM B  00pa3oBaHUUM U KYJIbType».
http://www.informio.ru/

8. UHBIE CBEJIEHUSI U MATEPHUAJIbI HA YCMOTPEHME BEQYIIENA KA®EJIPHI
He npenycmotpeHo.

9. OBECIIEYEHHUE OBPA3OBAHMUA IJIs1 JIUIL C OB3
s obecrieueHust 00pa30BaHUSI MHBATUIIOB U JIUI] C OTPAHUYEHHBIMU BO3MOXKHOCTSIMH 3/I0POBbS
peanu3anys JUCHHMIUIMHBI MOXKET OCYIIECTBISATHCS B aJalTHPOBAHHOM BHJZIE, C Y4YETOM



cienuUKA OCBOCHHS W JIUJAKTHYECKMX TpeOOBaHMM, WCXOAS W3 HHIWBHIYaTbHBIX
BO3MOXKHOCTEH U 0 JIMYHOMY 3asIBIICHUIO 00YJaroIIerocs.



