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IMosicuuTeILHAS 3aIMCKA

O0BeM qucIUILUIMHLL 1 3.€.
1. Pe3yabTarbl 00y4eHusi MO0 AUCHHUILVIMHE (MOAYJII0), COOTHECEHHBIE C MHIUKATOpaMU
JOCTH)KEHUS] KOMIIETEHLIMH, YCTAaHOBJICHHBIMM  00pa30oBaTeIbHOM MpOorpaMmMon

Komnerennus HNupukatopnbl Pe3ysbTaThl 00y4eHust
KOMIIeTeHI Ui
3HaTh: HOPMAaTHBHBIC JIOKYMEHTHl 10 YHU(DHKALUH U
YK-6. Ciocoben VK-6.1. OuenuBaer CTaHIapTH3aLUU B obyactu JIOKYMEHTAaLuY,
YIpPaBIATh CBOUM JIMYHOCTHBIE PECYPCHI 10 JeiicTByrome Ha Teppuropun P®; rocymapcTBeHHbIE
BpEMEHEM, JIOCTIDKEHHIO Lienei CTaHIAPTHI u 3aKOHOIaTeIIbHbIE aKTBI o
BBICTPAaUBaTh U CaMOpPa3BUTUS U JOKYMEHTUPOBAHHUIO;
peann3oBBIBATh YTIPaBIICHUS] CBOUM CHCTEMBI IOKYMEHTAaIlWH, TPEOOBAHUS K COCTAaBICHUIO H
TPaeKTOPHUIO BPEMCHEM Ha OCHOBE 0(hopMIICHIIO TOKYMEHTOB;
CaMOpa3BUTHS Ha MPUHIUIIOB 00pa30BaHUs B TUIIOBBIE MHCTPYKIHUH IO JIEJIONIPOM3BOACTBY, PETIAMEHT
OCHOBE NPHHIIUIIOB TCUCHHE BCEHl KU3HU. paboTHI, TOKHOCTHBIE HHCTPYKIIHY;
00pa3oBaHMA B OCHOBHBIE BHJABl JOKYMEHTOB, PETIaMEHTHPYIOLIINX
TEYEHHUE BCEW KU3ZHU VK-6.2. Kpurnuecku 00pa30BaTENBHYIO ACATEIEHOCTE;
oueHnBaeT 3G (PEeKTUBHOCTh | OCHOBBI  JICNIONPOM3BOACTBA B 00pa3oBaTeIbHOM
UCIIOJIB30BaHMsI BPEMEHU U YUPEKACHUH.
JIPYTUX PECYPCOB MpH YMmeTh: panuoHanbHO U 3()()EKTHBHO OpPraHM30BHIBATH
peajiusanyu TpaeKTOpUun JCJIOTIPOMU3BOJCTBO B 06pa30BaTeﬂLH0171 OpraHu3aluu,
CaMOpa3BUTHS. COCTaBJIATh  y4eOHO-METOAWYECKHEe M  HOPMAaTHUBHO-
IIpaBOBBIE JIOKYMEHTBI, periaMeHTUpYIOIne

JCATCIBHOCTD O6pa3OBaT€J'ILHOI71 OpraHu3anumn

Bnagerts: MCTOAAaMU, crocodbamMu u cpeacrBaMu

MOJIy4€eHus, XpaHeHus, nepepaboTKu
nHpopmanuu, OCHOBaMu KOMITbIOTEPHOU
IrPaMOTHOCTH;  TEXHOJOTMEH  OpraHu3anuu
JeJI0NPOU3BO/ICTBA B 00pa3oBaTeIbHOM
YUPEXKIECHUH.

2. Copaep:kaHue TUCHUILINHBI (MOTYJIs)

Paznea 1. Copepxanue, 3HaYCHHE 1eJIONPON3BOACTBA. TexHonorns
OpraHM3alNH /1eJIONPON3BOACTBA B 00Pa30BATEIbHOM YUPeKICHHH

Tema 1.1 OcHoBHEBIE TEPMHUHDLI H MOHATHE «AE€JTOINMPOU3BOACTBO. HCTOpI/Iﬂ BO3HUKHOBCHHUSA
H OCHOBHBIC 3TAIlIbI PA3BUTUA €CJI0IIPOU3BOACTBA. CucreMnl opraHm3anmu
aejgonpon3BoacTsa. [loHsiTHe M NPUHIUNIBI OPraHU3ANMHU JOKYMEHTO000pOTA

[NonsTre «menonpon3BoacTBO». OCHOBHBIE LENM M 33Ja4M JAEIONPOM3BOACTBA. HeoOXoauMocTh OopraHu3anuu
JIETIONPON3BOJICTBA B YUPEXK/IEHUN. 3HAUCHNE JEIONPON3BOJICTBA B JICATEILHOCTH 00Pa30BATEIILHOTO YUPEKACHHS.
CexkpeTapb, I1€JIONPON3BOANTEND, TOKYMEHTOBE]I, KaHIEIsIpHs. VcTopuueckre 3Tansl pa3BUTHS JEI0MPOU3BOICTBA
B Poccun. CoBpeMeHHOE TOCYyIapCTBEHHOE DEryJMpOBaHHE JENONPON3BOACTBA. CHCTEMBI AENONPOU3BOICTBA:
LEHTPAIN30BaHHasl, JCLUCHTpAIN30BaHHas, cMmemanHasd. CTpykTypa W 00bEM JOKyMeHTooOopoTa. OCHOBHBIC
NPUHLMUIIBI OPraHu3aluy paboThl C JOKYMEHTOIOTOKAMH, KaK CO3[aHHe ONTUMAaJbHBIX YCIOBHH JUISi BCEX BHUJIOB
paboTsl ¢ gokymMeHTamMu. OpraHu3aloHHas CTPYKTypa MepCoHana, 00ecrednBaroniero padboTy ¢ JOKyMEHTaMH.

Tema 1.2 PekBu3uTHI JOKYMEHTOB. Perucrpauus u unaexcanusi 10kymeHToB. CTpykTypa 6a3
NaHHBIX J0KyMeHTOB. IIpmem, o00pa0oTka M pacnpenesieHHe NOCTYNAKUIMX JAOKYMEHTOB.
Opraauzanys 00pad0TKH U Nepeaayu OTIPABJIsAEMbIX TOKYMEHTOB.

IlonsiTne pexkBU3UTA [OKYMEHTA. Bunel pexBU3UTOB. [IpaBuna odopmileHHS PEKBU3UTOB TOKYMEHTOB.
@opmynsap-obpazen.  bmank moxymenta. Bunsl OmankoB. TpeOomanus k OmaHkam AokymeHTOB. [1laGmoHbI.
Wnpekcanust ¥ perucTpanus JOKYMEHTOB. Bufibl 1 ¢opMbI peructpanuu JoKyMeHToB. TpeOOBaHMS K TEKCTaM
CITy)KEOHBIX JOKYMEHTOB: KPAaTKOCTh M TOYHOCTb H3JIOKEHUsS HH(POPMAIMH, HCKIIOYEHHE IBOSKOTO
TOJIKOBaHUA, OOBEKTUBHOCTh U JOCTOBEPHOCTH I/IH(i)OpMaIII/II/I, COCTaBJICHUE TMIPOCTBIX JOKYMCHTOB,




CTPYKTYPHUPOBAaHHUE TEKCTA TOKYMEHTA, IITMPOKOE MCIIONh30BaHUE TpadapeTHHIX U THIIOBEIX TEKCTOB IIPH
OTMCAHUH TTOBTOPSIIOIINXCS YIIPABICHICCKUX CUTYAIHi. SI3BIK M CTHJIb CITYy’KEOHBIX JTOKYMEHTOB. DTallbl
00paboTKN BXOASIIMX JOKyMeHToB.  IlepBuunHas oOpaboTka BXOAAIIUX JTOKYMEHTOB. Perucrpupyembie u
HEeperuCTprUpyeMble TOKYMEHTHL. [IpeaBapuTensHoe pacCMOTPEHHE TOKYMEHTOB ISl HAIIPABIICHUS MCIIOIHUTEIISIM.
Pezomronus.

Iopsimok MOATOTOBKHM HCXOASIINX HOKyMEeHTOB. COCTaBlieHHE IMPOEKTa JOKYMEHTa, COTJIACOBAHWE, IOANHCAHHE
(yTBepxaenue), TupaxkupoBanue. CriocoObl 1 METOJIBI OTIIPABKH HUCXOSAIIUX JOKYMEHTOB. OO0IIas XapakTepUCTHKA
CIIy’)keOHO# mepenucku. Pa3HOBUAHOCTH CITy)KCOHBIX MHCEM (COMPOBOAUTEIBHOE MHCHMO, MHUCBMO-TIPOCHOa,
MUCBMO-3a1poC, MUCHMO-OTBET, MUCHMO-COOOIIECHHE, HHPOPMAIMOHHOE MHUCHMO, TApAaHTUHHOE MHCHMO, MTHUCHMO-
MpUTIaleHue u T.1.).

Tema 1.3 Ilopsigok NpoxoxIeHUs] BHYTPEHHHUX JTOKYMeHTOB. OpraHu3anusi KOHTPOJS 3a
HCIOJITHEHHEM J0KYMeHTOB. Pabora ucnonnuresei ¢ 1okymeHramu. Opranuzanusi oMcKoBOi

CUCTEMBI 110 TOKYMCHTaM.

BHyTpeHHHE 1OKyMEHTHI 00pa30BaTENbHOW OpraHM3alMy (3asBJICHHS, CIYy)XEOHbIE 3allMCKH, JOKJIaJHbIE,
0OBSCHHUTENBHBIC, CIIPABKH, CBOAKH, OTYETHl U ap.). IloaroToBka, oopmienue, perucrpanys. [IpaBina nocraHoBKr
JIOKyMEHTOB Ha KOHTpOJIb. I1OpS/IOK CHATHS TOKYMEHTOB C KOHTpOISL. OTYET MO WCTIONHEHHUIO KOHTPOJIBHBIX JOKYMEHTOB.
OmnepaTHBHOE WCIONHEHHE JOKYMEHTOB COTPYJHHKAMH B COOTBETCTBHH C MX AOJDKHOCTHBIMU OOS3aHHOCTSMH U
pe3omonueii pykoBoautens. OTBETCTBEHHOCTh 32 HECOONIOJeHNE TPEOOBaHUH MCIIOTHNUTEIBCKOW AUCIUIUINHEL, 32
HENpaBWIPHOE HCIIOJIb30BAHNE JCHCTBYIONIMX HOPMATHUBHBIX JOKYMEHTOB B MOATOTOBKE, OQOPMICHHH U
UCTIOJIHEHNH JOKyMEHTOB B CpOK. llomckoBas cucTeMa MOKYMEHTOB -  KapTOTEKH M KIacCH()MKAIlMOHHBIC
CIpaBOYHHUKH. Bubl kapToTek. Buapl kiiaccn(pyKanmoOHHbIX CIIPaBOYHHUKOB.

Tema 1.4 Cioco0bI M MeTO/IbI AOCTABKH JOKYMEHTOB. O0padoTka KOH(UIEHIUAIBHBIX JOKYMEHTOB H JOKYMEHTOB
ISl CJYKeOHOTO TO/IbL30BaHMS. JKCKypcHsi B OT[eJ /JIeJIONPOU3BOACTBA MypPMAHCKOIO ApPKTHYECKOIo
rOCyAapCTBEHHOI0 YHHBEpPCUTeTA.

Opranu3aiysi TIOYTOBOM, KypbepCKOM M AKCIPEcc- AOCTAaBKU JIOKYMEHTOB. [IOHSTHS: «II€HHOCTH U
0€301acHOCTh  MH(POPMALUNY, «KOH(MOUICHIHUAIBHOCTE», «yrpo3a KOH(QUACHIIUAIEHOCTHY,
«3ammrta wuH(popManum». be3onmacHOCTh IIEHHBIX WH(POPMAIMOHHBIX pecypcoB. lleHHas
uHpopManus 1 KOHpUICHIIMATbHbIE JOKYMEHTHI. PerimamenTanus cocraBa KOH(pUICHINATBHBIX
CBENCHMH W JOKyMeHTOB. [lopsmok paboTel ¢ KOH(UACHIMAIBHBIMU JOKyMEHTaMH |
marepuanamu. KonpunennuanpHas nHOpMaIHs U CBEICHUS B ICATEILHOCTH 00pa30BaTeIbHON
OpraHHU3aluy.

Pa3nea 2. HopmaTnBHO-3aK0HOAaTe/IbHAs 6a3a. OCHOBHbBIE BUABI JOKYMEHTOB H
CHUCTeMbI JOKyMeHTaluu. Oco0eHHOCTH MOATOTOBKH H 0()OPMJICHUS OTACIbHBIX
BU/10B 10KYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIC H HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
neaonpoussoacTBy. HopmaTtuBHo-3aKkoHOAaTe IbHbIe © HOPMATHBHO-METOANYECKHE
JAOKYMEHTBI 110 APXMBHOMY JIeJIy.

3akoHozarenbHble akThl Poccuiickoit @enepanyu 1 MypMaHCKO# 001acTH, periaMeHTUPYIOLIUE
JIeNIOTIPOU3BOJICTBO M apXUBHOE /1e10. ['ocyiapcTBEHHbIE CTaHAAPTHl U YHU(UKAIUSA B 00JIaCTH
JICTIONIPOM3BOJICTBA M apXWBHOro Jena. VHCTpykuusa IO JIeI0onpou3BOACTBY MuHHcTepcTBa
oOpa3zoBanus u Hayku Poccuiickoit ®eneparun. Mertonnyeckue peKoMeHJalluK Mo pa3paboTke
HOMEHKJIATypbl ¥ HWHCTPYKLHU IO JeJIONPOU3BOJACTBY B 00pa30BaTEIbHOM YUPEKJECHUHU.
TumoBsle MepeyHU € yKa3aHHEM CPOKOB XpaHEHHUs JOKyMeHTOB. [IpaBumiia paboTbl apXHBOB
OpraHu3aIuu.

Tema 2.2 Knaccudukanus 1okymeHToB. FOpuanueckas cuia gokymenTta. Haznauenue u cocraB
OpraHU3al[MOHHO-TIPAaBOBOM  JOKyMeHTauuu. Ha3HaueHme W cocTaB  OpraHu3allMOHHO-
pacropsauTenbHON JOKyMeHTaluu. Ha3HadeHne M cOCTaB  CHIpaBOYHO-MH(POPMALMOHHOM
JIOKYMEHTaIUH.

Knaccugukaius 10KyMEHTOB, €€ OCHOBHBIE MPU3HAKH. [ pyIIBl TOKYMEHTOB - JIOKyMEHTHI IO
o0mMM W aJMUHHCTPaTHBHBIM BOIIpOocaM, T.€. IO BOIpocaM OOILEro pyKOBOJCTBA



NPEINPUATHEM HM  €ro  JCSATeNbHOCThIO; - JOKYMEHTHI 10 (DYHKIHSIM  yIpaBlICHUS.
Knaccugukarus cmyxeOHBIX JTOKYMEHTOB: IO aJMHUHHCTPATUBHBIM BONpOCaM; IO BONPOCaM
MaTepUaIbHO-TEXHHYECKOTO CHA0KECHHS, JTOKYMEHTAIUs 10 IUIAHWPOBAHMIO; IO ONEPATHBHOMN
JESATEIIbHOCTH; IO OYXTaJITepCKOMY yYeTy; IO IMOJATOTOBKE M PACCTAHOBKE KAaJpPOB H T.H.
Knaccudukanus Mo HAaMMEHOBAaHHWIO: IPHUKA3bl, PACHOPSDIKEHUS, IUIAHBI M OTYETHI, aKTHI,
IPOTOKOJIBI, OTOBOPBI, YCTaBbl, MHCTPYKIINHU, JOBEpEeHHOCTH  T.A. Knaccudukanus mo mecty
COCTaBJICHHUS, 10 CTENEHW YyHU(DHKAIMKM, M0 MPOUCXOXICHHIO, MO BUIY OGOPMIICHHS, IO
croco0y (ukcanmuu wWHGOpPMAIHMH, IO CTEICHH CIOKHOCTH, IO CTENEHU TJIACHOCTH, II0
IOPUIMYCCKON CHWJIe, 110 CPOKaM HMCIIOJHCHHS, I10 CPOKaM XpaHCHHS, TI0 CTEICHU
0053aTeJIbHOCTH.

CucreMa OpraHM3aI[MOHHO-TIPABOBOM JOKYMEHTAIIUH (YCTaB YUPEIKIACHHSI, TOJOKECHHSI, IITAaTHOE
pacnucaHue, JOJDKHOCTHblE HHCTpyKuuu). Cucrema OpraHu3allMOHHO-PACIOPSAAUTENbHON
JIOKyMeHTaIuu (yka3, MpuKas, BBIMHCKA U3 MPUKa3a, paclopspKeHue, moctaHorienue). Cucrema
CIIPaBOYHO-UH(POPMAITMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asBICHHUE, TOKJIAHAs 3aMMCKa,
IPeUIOKEHUE, TPEJICTaBICHHE, CIIy)KeOHas 3amucka, oObsCHUTENIbHas). Cxema IMOATrOTOBKH
paCHOpHI[I/ITCJIBHbIX I[OKYMCHTOB. HOpSIIIOK CHATHUA U BbIa4YN KOHHﬁ C IIOKyMeHTOB.

Tema 2.3 JlokanbHble HOpMAaTHBHBbIE aKThl. CocTaB 1 padoTa ¢ KaJApoBo# J0KyMeHTalue.
Ilonoxenus, mpaBuia, MHCTPYKUMHU (IIPaBUIa BHYTPEHHETO TPYAOBOIO PACHOpPSAKA, MHCTPYKIMH O IOpPSIKe
OCYIICCTBJICHUSA KaKOI\/’I'HI/I6O ACATCIIBHOCTH WJIM TOPAAKE NPUMCHCHUSA MOJIOKEHHU I 3aKOHOJATCJIbHbBIX W HHBIX
HOPMATHBHBIX aKTOB, IOJOXEHUS O CTPYKTYPHBIX MHOApa3JeNeHHUAX, KOJJIEKTHBHBIN noroBop u Ap.). Ilopsmox
O(bOpMJ'IeHI/I)I 1 NOANUCAHUA OTUX JOKYMCHTOB JJI MPUMEHCHHS KaK CaAMOCTOSATCIIbHBIX IMIPAaBOBBIX aKTOB. IlonsTue
" CTPYKTYpa NEPCOHAJIbHBIX HAaHHBIX. OO0s3aTeIbHBIC KaZApOBbIC JOKYMCHTBI 06paSOBaTCJ’IBHOI>i OpraHusanuvu, nux
BUIbI, COCTaB, HOPMATHBHBLIC Tpe6OBaHI/I$I K BC€ICHHIO KaHpOBOﬁ JOKYMCHTAllU (HpI/IKaSLI U PACIOpsKCHUA 110
JIMYHOMY COCTaBy, 3asBJICHHUC, prHOBOﬁ A0roBop, MAOJDKHOCTHAsA HWHCTPYKIOHA, TPYAOBasd KHHMIKKA, JAYHAA
KapTO4Ka, JJMYHOC ,I[GJ'IO). HBI/I)KGHI/IG " XpaHCHHUC KaﬂpOBOP‘I JAOKYMCHTAlUU. }KypHaJ'ILI W KHUTH Y4CTa. Hcnonnenne
COIIMAJIbHO-TIPABOBLIX 3aITPOCOB.

Pa3nes 3. ®opmupoBanue e/l H OPraHU3alUs XPaHEeHHUs JOKYMEHTOB. JKCIepTH3a
LEHHOCTH JOKYMeHTOB. TexHn4YecKue cpeacTBa, HCIOJb3yeMble B
AeJI0NPOU3BOACTBE. DJIEKTPOHHBI JOKYMEHT0000pOT

Tema 3.1 IlpaBuia cocTaB/ieHUSI HOMEHKJATYPbI JeJl ydpexnaeHusi. PopmupoBanue u odgopmieHue el.
Opranu3anus onepaTHBHOTO XpaHeHHsI T0KyMeHToB. PopMUpOBaHNe apXHBa B 00Pa30BaTeILHOM YUPesKIeHUH.
[onsitue o «mene». Howmenknarypa nen.  CocraBiieHHE HOMEHKIATYPHI /1€ B 00pPa30BaTEIbHOM YUPEKACHHH.
@®opmupoBanue gen. [lpu3Haku 3aBeAeHWs JAed: HOMHHAIBHBIH, MPEAMETHO- BOIPOCHBIA, aBTOPCKHH,
KOPPECTIOHICHTCKHH, reorpaduveckuii, XxpoHojormdeckmii. Bumgsl apxuBoB. TpeGoBanms k apxuBam. [lopsmok
mepenadd JIOKyMEHTOB Ha apXHMBHOe XpaHeHHe. Cucremarmsanusi JOKYMEHTOB B apxuBe. Pabora ¢ HaydHO-
CIPaBOYHBIM alIapaToM (MCTOpPHYECKas! CIpaBKa, OIMCH JIeJ TIOCTOSSHHOTO M BPEMEHHOTO XPaHEHUs JOKyMEHTOB,
KHUTH y4eTa U JIBIDKSHUS JIeI).

Tema 3.2 /les1a NOCTOSSHHOTO U BPEMEHHOI0 CPOKA XpaHeHHus. JKcNepTHas komuccus yupexiaeHus. Ilopsaaok
YHUYTOKEHUS TOKYMEHTOB.

Oco0GeHHOCTH XpaHEHHs e MOCTOSTHHOTo, BpeMeHHOro (cBeime 10 jer) u men mo Ju4HOMYy coctaBy. Ilopsimox
nepenaun Jen B locymapcTBeHHble apxuBbl. Co3ZaHHe SKCIEPTHOM KoMHCcHM yupexieHus. IIposenenue
9KCIEPTU3bl LIEHHOCTH JIOKyMeHTOB. OdopMieHHe IPOTOKOJIOB 3aceaHUil KOMHCCHM M aKTOB HAa YHHUTOXKCHHE
nen. [Ipouenypa yHUUTOXKEHUS TOKYMEHTOB.

Tema 3.3 Ucnoun3zoanne IIK B nesionponssogacree. CpeAcTBa KONUPOBAHUS U ONIEPATHBHOIO0 PA3MHOKEHHS.
IIpuem u 00paGoTKka NOKYMEHTOB, MOCTYNAIOIIUX IO KAHAJAM 3JIEKTPOHHOH MOYTHI U (PAKCUMMJILHOI CBSI3M.
IIpaBusa 6e3onacHoii padoThI C OPrTreXHUKOM.

KomnbproTepHsie cpencTBa MOATOTOBKH TOKYMEHTOB. Mcmonp3oBanue mabioHOB it GOPMUPOBAHUS JOKYMEHTOB
Ha KommbloTepe. lcronb3oBaHMe B KOMITbIOTEpE OJIaHKOB AO0KyMeHTOB. Co3laHue OJaHKOB JIOKYMEHTOB B
KOMITbIoTepe. M3roToBieHue, KONMMPOBAaHUE M THPaKHMPOBaHHWE JOKYMeHTOB. CpeacTBa 0OpabOTKHM JOKYMEHTOB.
JlokyMeHTHI, TIepeZiaBaeMble 10 KaHajaM CBs3M (TelerpaMma, Teiekc, ¢axkcorpamma, Tenedonorpamma). ITonsTue
«oprrexHuka». OCHOBHBIE BH/Bl OpPraHM3aLMOHHOM TeXHHWKH. IlpaBuia TeXHMKH Oe30IacHOCTH paboTHl C
OPITEXHUKO.



Tema 3.4 DiekTpoHHOE ToKyMeHTHPOBaHue. [loHsITHE «3JIEKTPOHHBII JOKYMEHT).

IIpeumymiecTBa nepepadn JOKYMEHTa C KOMIIBIOTEpAa HAa KOMIBIOTEp. YCTAaHOBKA HAa KOMIIBIOTEPE CHELMAIbHO
BBIJICJICHHON MamnKy A MOCTYNAIOMMX AOKyMEHTOB. [IpenmyiecTBa 3iaekTpoHHOM moutkl. Joctyn k Internet.
Cucrtema perucrpaiy 1 KOHTpos. Co3aHue 3JIeKTPOHHOM 0a3bl AaHHBIX. [lonck NoKyMeHTa. DKCKYpCHusl B apXuB
MypMaHCKOT0 apKTHUECKOTO FOCYJapCTBEHHOIO YHUBEPCUTETA.

3. IlepeyeHb y4ueOHO-METOANYECKOT0 OOecneYeHusI TUCIMIITHHBI (MOYJIs1)

- MYJIbTUMEIUWHBIE TNPE3CHTAMOHHBIE MaTepUalbl MO JAUCHMIUIMHE (MOMAYJIIO)
MIPEJICTaBIICHBI B 3JIEKTpOHHOM Kypce B OUOC MAY;

- METOJMYECKHE YKa3aHMs K BBINOJIHEHHUIO J1a00PAaTOPHBIX/TMPAKTUIECKUX/KOHTPOIBHBIX
pabot (BeIOpaTh) MpeCcTaBiICHbI B JIeKTpoHHOM Kypce B DMMOC MAY;

- METOJMYECKHE MaTepuaibl i OOYYAIOIIUXCS 1O OCBOCHHUIO UCIUIUIMHBI (MOJIYJIS)
npeacTaBieHsl Ha oduiuansHoM caiite MAY B pasnene «Mudopmanus mo o6pazoBarebHbIM
nporpaMmam, B TOM YHCIIE aJalTUPOBAHHBIM).

4. ®oH/1 OLIEHOYHBIX CPEeICTB M0 JUCHHUILINHE (MOAYJIIO)
SIBiisieTcst OT/IENBbHBIM KOMIIOHEHTOM 00pa30BaTeNIbHOM IIporpaMMsl, pa3paboTad B Gpopme
OTAEIBHOTO JOKYMEHTA, BKJIIOYAET B CeOs:
- TIepeueHb KOMIETEHIUH C yKa3aHMEM 3TaroB UX (POPMUPOBAHMS B IIPOLECCE OCBOCHUS
JUCLUIUIMHBI (MOZYJIf);
- 3aJJaHMsI TEKYLLEro KOHTPOJIS;
- 3a/1aHUS IPOMEXKYTOUHOM aTTecTaluy;
- 3aJIaHMsI BHYTPEHHEN OLIEHKU KauecTBa 0Opa3oBaHuUs.

5. HIEPEYEHb YUYEBHO-METOJMUYECKOI'O OBECHEYEHWSI, HEOBXOAUMOI'O IJs1
OCBOEHUA JUCHUIIJIIMHBI (MO4Y JIs1).

OcHoBHas1 JInTEepaTypa:

1. Oenepanpablii 3ak0H oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit
®enepanum» (pen. Denepambubix 3akoHOB oT 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. ®denepanbablii 3ak0H "OO0 WHpOpManuK, HHPOPMATH3ANUHU U 3amuTe HHpopMarmu'. 3aKoH
noxnucan [Tpe3unenTom Poccuiickort deneparuu 20 despains 1995 roga N 24-03

3. 3akoH Mypmanckoit obmactu ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM Jjene B
MypmaHCKOH 06acTi

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

5. OenepanpHblii 3ak0H 0T 2 Mas 2006 r. N 59-03"O mopsgke paccMOTpeHHs OOpareHuit

rpaxnan Poccuiickoii @enepanuu C n3MEHEHUSIMU W IOTIOJTHEHUAMU OT: 29 utons, 27 urons 2010 r., 7 mas, 2
ntons 2013 1., 24 Hos10ps 2014 T.

6. IIpaBuna gemompousBOACTBA B ¢elepalibHBIX  OpraHax HCIOJHUTEIBHOW  BJAacTH
(yrBepkaensl nmocranosneHueM [IpaBurtensctBa Poccuiickoit deneparun ot 15.06.2009 Ne 477
7. ITepedeHb THUIOBBIX YIPABICHUCCKHX apXHUBHBIX IOKYMEHTOB, 0Opa3yIOIIHUXCSA B IPOIECCE

JESITENBHOCTH TOCYJApPCTBEHHBIX OPraHOB, OPIraHOB MECTHOIO CaMOYIIPABICHUSI U OpraHU3aluil, ¢ yKa3aHHEM
CPOKOB XpaHEHHs. YTBEpXkJeH Ipuka3oM Munucrepcrsa KyiabTypsl Poccuiickoit denepanun ot 25 aBrycra
2010 r. Ne 558

JomoIHATeIbHAs JIHTEpaTypa:

1. [Tucemo MunoOpa3zBanust PO ot 20 nekabpst 2000 roma N 03-51/64 «O Meroanveckux
pPEKOMEHIANHUAX MO paboTe C JOKYMEHTaMHU B 00I11€00pa30BaTEIbHBIX YIPSHKICHUIX)

2. Opranuzanust AeI0Npon3BoACTBa U ToKyMeHToobopoTa JJOY [Tekct]: meron. pek. / JI. U.
Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Conoryd, O.I1. Jlenompou3BOACTBO: COCTaBJIICHWE, pEAaKTHpOBaHHWE U  00paboTKa

JokyMeHToB: YueOHoe nocodue / O.11. Comnory6. - M.: Omera-JI, 2013. - 207 c.

6. MPO®ECCHUOHAJIBHBIE BA3bl JAHHBIX W HWH®O®OPMALMOHHBLIE CIIPABOYHBIE
CUCTEMBbI

1) I'ocynapcTBeHHas cucTeMa MPaBoOBOM MH(GOPMAIIUH - OUIIHATBHBIA HHTEPHET-IOPTAI
npaBoBoii nHpopmarmu- URL: http://pravo.gov.ru
2) Nudopmannonnas cucrema «EnnHoe OKHO JTOCTyINa K 00pa30BaTeIbHBIM PECypcam» -


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

URL: http://window.edu.ru
3) CnpaBouno-mipaBoBas cuctema. Koncynsrant [Tnroc - URL: http://www.consultant.ru/

7. TIEPEYEHb JJMUIHEH3UOHHOTO ITPOTPAMMHOI'O OBECIIEYHEHHUSI, B TOM 4YHCIJIE
OTEYECTBEHHOTI O ITPOU3BO/ICTBA

.HI/IIIeHBI/IOHHOE nporpaMmmMHoOe€ 06ecneqelme OTCYECTBCHHOI'0O IIPOU3BOACTBA
KasperskyAnti-Virus

.HI/IIIeHBI/IOHHOE nporpaMmmMHoOe€ 06ecneqelme 3apy6e>KHOr0 Mmpou3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CBo0oaHo pacnpocTpaHsieMoe NPorpaMMHoe o0ecneyeHne 0Te4eCTBEHHOr0 MPOU3BOACTBA
7Zip

CBo0oaHo pacnpocTpaHsieMoe NPorpaMMHoe odecnedeHne 3apyde;KHOro MPON3BOACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

8. OBECIIEYEHUE OBPA30BAHMUS U151 JIMLI C OB3

Jdnst obecrieueHuns 00pa3oBaHHs WHBAIMAOB M JIMI[ C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMU 3/0POBBSI peaii3aLys
JVCIUIUIMHBI MOXET OCYIIECTBIITHCS B aJaTHPOBAHHOM BHE, C yIETOM CHEIU(HUKHA OCBOCHUS U AUAAKTHUECKUX
TpeboBaHMii, UCXO/A U3 HHANBUIYAIbHBIX BO3MOKHOCTEH U 110 TMIHOMY 3asIBICHHIO 00YJaI0IIETOCs.

9. MATEPHAJIBHO-TEXHUYECOE OBECIIEYEHHUE JUCHUIIJIMHBI(MOAYJISI) TIpeACTaBI€HO B
npwioxenun k OIIOIl «MaTtepualbHO-TEXHUYECKHE YCIOBUS peanu3alud 00pa3oBaTebHON
MPOTPAMMBI» U BKIIFOYAET:

- y9eOHBIC AayAMTOPHH JUIS TIPOBEACHHS Y4YEOHBIX 3aHATHH, MPETYCMOTPEHHBIX
MPOTpaMMOit OakanaBpuaTa/crenanIuTeTa/MarucTpaTyphl (BbIOpATH), OCHAIIlCHHBIE
000pyI0BaHWEM U TEXHUYECKUMHU CPEACTBAMHU OOYUCHUS;

- IOMEIIEHUs  JUJII  CaMOCTOSITENIbHOM ~ paboThl  0OydYaroIIMXCsl,  OCHAIlCHHBIC
KOMITHIOTEPHOM TEXHUKON C BOZMOXXHOCTBIO MOAKIIOUEHUs K ceTn «IHTepHeT» U obecrieueHueM
JOCTyTa K 3JIEKTPOHHOI HH(OpMaIIOHHO-00pa3oBaTenbHOl cpeae MAY;

10. PacnpenesieHue TPyA0€eMKOCTH M0 BHIaM Y4eOHOI 1eSITeJIbHOCTH
Ta6muma 1 - Pacnipenenenue Tpya0eMKOCTH

. Pacnipenenenue Tpya0eMKOCTH AUCHHUIUIUHBI (MOIYJIs) 110 hopMam OOydeHUS
Bun yuebnoit
5 Ounas OuHo-3a04Has 3aouHas
NEeATEITbHOCTH Boero
Cemectp Bcero Cemectp Bcero | Cemectp/Kypce 4ACOR
4acoB 4acoB
3 2
Jlexuun 4 4 2 2
IIpakTnueckue
P 10 10 2 2
3aHSTHS
CamocrosiTenbHas
paGota 22 22 28 28
[Toxroroska k
IIPOMEKYTOUHON - - - -
aTTeCcTalH °



http://www.consultant.ru/

Bcero uacos
M0 THCIMIIJIHHE 36 36 36 36

/ 13 HUX B popMme

HPaKTHYECKON 10 10 2 2

I'IO,I[I"OTOBI(I/I4

DopMBI IPOMEKYTOUHOM aTTECTALMU U TEKYILEr0 KOHTPOJIS

£ o[ [ [ 4 [ [ | o 1 | 4 |

IlepeyeHb NpaKkTHYECKUX 3aHATHH 10 popmMam 00ydyeHHs

Ne .
m\ Tembl NPAKTUYCCKUX 3aHATHH
1 2
Ounas gpopma
1 Paznen 1. Conepxanue, 3HaueHUE AEI0NPOU3BOICTBA. TEXHOJIOTUS OpraHu3aluu

JeJI0NIPOU3BOCTBA B 00pa30BaTEIbHOM YUPEXKICHUH

2 | Pa3nmen 2. HopmatuBHO-3akoHOMaTeNnbHast 0a3a. OCHOBHBIE BUJIBI JOKYMEHTOB U CHCTEMBI
nokymeHTaruu. OcoGeHHOCTH OJITOTOBKU U 0OPMIICHHUS OT/IETbHBIX BUJIOB IOKYMEHTOB

3 | Pazpmen 3. ®opmupoBaHue AT M OPraHU3AINS XpaHEHHS JOKYMEHTOB. DKCIIEPTH3a IIEHHOCTH JOKYMEHTOB.
TexHHYECKHE CPEICTBA, HCIOJIb3YEMbIE B JISJIONPOU3BOJICTBE. DIIEKTPOHHBIH JOKYMEHTO000POT

3aouHnasn ¢gopma

1 PaSI[eJ'I 2. HOpMaTI/IBHO-3aKOHO,I[aTCJ'ILHaH 6a3a. OcCHOBHbBIE BUJbI JOKYMCHTOB U CUCTCMBbI
AOKYMCHTAIUH. OcobeHHocTr IIOArOTOBKH 1 O(i)OpMJIeHI/Iﬂ OTACJIbHBIX BUAOB IOKYMCHTOB




