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1.HEJb OCBOEHUSA JUCHUIIJIMHbI (MOAYJIS) — dopmupoBanue y oOydaromuxcs
TEOPETUYCCKUX 3HAHWHW M TIPAKTUYECKUX YMEHWH Ui OpraHu3alud JIeJTONpPOU3BOJICTBA,
HEOOXOUMBIC TPHU BBHIMOJTHCHUM ONEpalldidi MO CO3MaHUI0 M 00pabOTKEe OpraHU3alUOHHO-
pacropsANTENbHBIX JTOKYMEHTOB, BEICHHS JIEJIOBOW IEPENUCKH, aHaun3a HH(OPMAIIMOHHBIX
MOTOKOB W HMH()OPMAIIMOHHOTO B3aUMOJICHCTBUS B OpraHU3allid, COBEPIICHCTBOBAHUU
TEXHOJIOTUH JTOKYMEHTAIIMOHHOTO OOeCIeueHHsl YIPaBICHUS M apXWBHOTO Jejia Ha 0ase

HoBeHmux [T-TexHomoruii, o0eceueHus: TeKyIEero XpaHeHus TOKYMEHTOB.

2. TPEBOBAHMUA K PE3YJIbTATAM OCBOEHUSA JUCIUIIJIMHbBI (MOIYJISA)

B pesynbrare

KOMIICTCHIIN U

OCBOCHUA

JACHUITINHEL

(Momynst)  (OPMHPYIOTCA — CIICIYIOITUE

Crioco6eH oCyLIECTBIIATh J1€I0BYI0O KOMMYHUKAIUIO B YCTHOM M MUCbMEHHOU (hopMax Ha
rocyapcTBEHHOM si3bike Poccuiickoit @enepannu u nHOCTpaHHOM(bIX) si3bike(ax) (YK-4);

CriocobeH ynpaBisiTh CBOUM BpPEMEHEM, BBICTPaMBaTh M PEATHU30BbIBATH TPACKTOPHIO
caMOpa3BUTHUs HA OCHOBE MPHHIIUIIOB 00pa30BaHus B TeueHue Beeil xu3uu (YK-6)

[lepeueHb TUTAHUPYEMBIX PE3YJIBTATOB OOYUICHHUS IO TUCIUTUTHHE (MOJYII0), COOTHECEHHBIX C
WHJIUKATOpaMU JOCTUKEHUS KOMIIETEHINI

Komnerenuus

HNuagukaropbl
KOMIIeTeHINH

Pe3yabTaThl 00yuyeHus

VK-4. Cnocoben

VK-4.1. Bnaneer

3HaTh: HOPpMAaTUBHLIC AOKYMCHTBIL 10

OCYIIECTBIISATh CUCTEMON HOpM yHU(UKAIMU © CTaHIapTU3alul B 00JacTu
JIEJIOBYIO pYyCCKOro JOKYMEHTaluy, JIEHCTBYIOIIME HA TEPPUTOPHUH
KOMMYHHUKAIIUIO B | JINTEPATYpHOroO si3blka | PD; rocyJ1lapCTBEHHbIE CTaH/1apThl U
YCTHOHM U IIPY €0 3aKOHOZATEIbHBIE aKTBI 1o
NUCbMEHHOU HCIIOJIb30BaHUU B JIOKYMEHTUPOBAHUIO;
dopmax Ha KaueCTBe CHUCTeMBbl  JOKYMEHTAlMH, TpeOoBaHUS K
rOCy/IapCTBEHHOM | TOCY/IapCTBEHHOI'O COCTaBJICHUIO ¥ O()OPMIIEHUIO JOKYMEHTOB;
a3pike Pocculickon | s3bika PO u HOpMaMu THUIOBBIE HMHCTPYKIUU II0 JIEIOINPOU3BOJCTBY,
denepanyu u MHOCTPAHHOTO(bIX) peraamMeHT paboThl, JOKHOCTHBIE HHCTPYKIUY;
MHOCTPaHHOM(BIX) | s3bIKa(OB), UCHOJIB3YET | OCHOBHBIE BH/IBI JIOKYMEHTOB,
A3bIKe(ax) pa3ianuHble popMmBl, pEerIaMEHTHPYIOLIUX o0pa30BaTeNbHYIO0
BU/Ibl YCTHOM U JEATEIBHOCTD;
MUCbMEHHON OCHOBBI JI€JIONIPOU3BOJICTBA B 00pa30BaTEIbHOM
KOMMYHHMKAIUH. YUPEXKIECHUU.
VK-4.2. Ucnoas3yer YMers: palroHaIBHO u 3¢ dexTuBHO
A3BIKOBBIE CPECTBA OpraHU30BBIBATH JETONPOU3BOICTBO B
JUTSL TOCTHKEHUS o0pa3oBaTeNbHON  OpraHM3alMM; COCTaBIATh
npodecCHOHATBHBIX y4eOHO-METOIUUECKHe u HOPMAaTUBHO-
1esiel Ha PyCCKOM U MpaBOBbIE  JTOKYMEHTBI, perjJaMeHTHPYIOIINe
MHOCTPaHHOM(BIX ) JesITeIbHOCTh 00pa30BaTEIbHOM OpraHu3aluu
s3pIKe(ax) B paMKax Bnagers: mMeTomamu, cmocobaMu M CpeACTBaMU
MEXJINYHOCTHOTO U MIOJIy4EHUs, XpaHEeHus, nepepadoTKu
MEXKYJIbTYPHOTO nHpopmanuu, OCHOBaMH  KOMIIBIOTEPHOMU
O0ILeHHUS. IPaMOTHOCTH;  TEXHOJOTMEH  OpraHu3aluu
YK-6. Cnocoben VK-6.1. OnenuBaer JIETIOTIPON3BOICTBA B 00pa3oBaTeILHOM
YIPABIIATH CBOUM | JINYHOCTHBIE PECYPCBL | yUPEkKICHUU.

BpEMEHEM, 10 JOCTHYKEHUIO LIeen
BBICTpauBaTh U caMOpa3BUTHUA U
peann30BbIBATh YIpaBJICHUSI CBOUM

TPACKTOPUIO

BPECMCHCM Ha OCHOBC




CcaMOpa3BUTHUSA HA IIPUHIIUIIOB

OCHOBE 00pa30BaHUs B TEUECHUE

NPUHIIAIIOB BCEi )KHU3HU.

o0Opa3oBaHus B YK-6.2. Kputnuecku

TEUCHHE BCEH OLICHUBACT

KU3HU 3¢ (HEeKTUBHOCTH
UCTIOJIb30BAHUS

BPEMCHH U JPYTUX
peCypcoB mpu
peanuzanuu
TPaeKTOPUU
CaMOpa3BUTHS.

3. YKABAHUE MECTA JUCHUIVIMHBI (MOAYJISA) B CTPYKTYPE
OBPA30BATEJIbHOI ITIPOI'PAMMBI.

HucumiummHa — «/lenonpon3BOACTBO W TOKYMEHTOOOOPOT B 00pa3oBaTeIbHOM
YUPEKACHUU»  OTHOCUTCS K  (akynbTaTUBaM  dYacTd, (opMupyemMod  yd4acTHUKaMH
00pa3oBaTeNbHBIX OTHOIICHUI OCHOBHOW NMPOo(deccCHoHaIbHOW 00pa30BaTeIbHON IPOTPaMMBI 110
HanpaBieHuto noAarotoBku 44.03.05 Ilemarormueckoe oOpazoBanue (¢ AByMs MpoduisMu
noarotoBku) HampasneHHOCTH (poduiin) DxoHoMuKa. TeXHOIOTHS.

4. OBBEM JUCHUIIUHBI (MOAYJS) B 3AYETHBIX EJUHHMIAX C
YKA3AHUEM KOJIMYECTBA AKAJEMMYECKHUX YACOB, BBIIEJEHHBIX HA
KOHTAKTHYIO PABOTY OBYUYAIOIIMXCSI C MPENOJABATEJEM (IIO BUIAM
YUEBHBIX 3AHSATUNA) M HA  CAMOCTOMTEJIBHYIO  PABOTY
OBYYAIOLIUXCHL.

OO11ast TPyA0EMKOCTh AUCHUILIMHBI COCTABISAET 1 3aUeTHYIO eAMHUIY Win 36 yacoB (U3
pacuera 1 3.e.= 36 yacoB).
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B HHTCPAKTUBHBIX (bopMax YacChbl UCIIOJIB3YIOTCS B BUAC KPYIJIOTr0o CTOJIA.

5. COAEP) KAHUE JUCIMIIJIMHbI (MOAYJIsA), CTPYKTYPUPOBAHHOE
N0 TEMAM (PA3JAEJAM) C VYKA3AHUEM OTBEJIEHHOI'O HA HHX
KOJINMYECTBA AKAJEMHUYECKHUX HWJIN ACTPOHOMHMYECKHUX YACOB H
BHIOB YUEFHBIX 3AHSITUI.
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1 | Pazgen 1. Comepxanue, 3HaUCHUE 2 2 - 3 6

JEJIONPOU3BOJACTBA. TEeXHOIOrUs
OpraHM3al1H JIeJI0IPOU3BO/ICTBA B
00pa30BaTeIbHOM YUPEXKICHUU

2 | Paznen 2. HopmaruBHO- 2 4 - 5 1 8
3aKOHOIaTeabHas 0a3a. OCHOBHBIE
BUJIbI TJOKYMEHTOB M CHUCTEMBI
nokyMmeHTauu. OcobeHHOCTH
HOATOTOBKH 1 0()OpPMIIEHHS
OTJICTIBHBIX BUJIOB IOKYMEHTOB

3 | Paznmen 3. ®opmupoBanHue O U - 4 - 6 1 8
OpTraHHU3aIMs XPaHSHHUS
JIOKYMEHTOB. JKCIepTH3a
[EHHOCTHU JOKYMEHTOB.
TexHuueckue cpeacTna,
UCIIOJIb3YEMbBIE B
JIEJIONPOU3BOJICTBE. DIIEKTPOHHBII
JIOKYMEHT0000pOT

3a4€CT

HUTOIo: 4 10 - 14 |2 22

Conep:xanue TMCUMILTHHBI (MO1YJIs1)

Paznea 1. Copeprxanue, 3HaueHue 1eJI0NPOU3BOACTBA. TexHOI0rHs OpraHu3aumuu
AeJIONPOU3BO/JCTBA B 00PAa30BaTEILHOM YUPeKIeHUN

Tema 1.1 OcHOBHBbIEC TEPMHMHBI M MIOHATHE «1eJIONPOU3BOACTBO». UCTOpHUSI BOSHUKHOBEHMSI
U OCHOBHBIE 3TaNbl PA3BUTHS AeJI0NPOU3BOACTBA.CHCTEMBbI OPraHU3alNH
aejonpou3BoacTBa. [loHsiTHEN NPUHIUNBIOPTAHU3AUMHU TOKYMEHT0000pOTA
[TonsiTre «aenonpon3BoAcTBO». OCHOBHBIE IENH U 33a4 JeI0Npou3BoacTBa. HeoOxoaumocTts
OpraHU3aIH JIEJIONPON3BOJICTBA B YUPESKICHUHN. 3HAUCHHUE JIEIONPON3BOJICTBA B JICSITEILHOCTH
o0pa3oBaTenbHOro yupexaeHus. Cekperapp, J1eI0NpPOU3BOIUTENb, TOKYMEHTOBEA, KaHIEISIPHSI.
Ucropuueckue 3Tamnsl pa3BuTHs Aenonpon3BoacTBa B Poccun. CoBpeMeHHOE TOCY1apCTBEHHOE
peryiaupoBanue  jaenonpousBoacTBa. CuHCTeMbl  JENONPOU3BOJCTBA:  LIEHTPAJIU30BAHHAS,
JeleHTpan30BanHas, cMmemanHas. CTpyktypa U 00bEM JgoKymMeHTooOOpoTa. OCHOBHBIC
MPUHIIUITEI OpTaHU3aIuH PabOTHI ¢ TOKYMEHTOMOTOKAMH, KaK CO3/IaHue ONTHUMAIIbHBIX YCIOBUMN
JUIT BCeX BHUIOB paboThl ¢ jJokymeHTamu. OpraHu3amyoHHas CTPYKTypa TIepcoHaa,
obecrneunBaromiero padboTy ¢ JOKyMEHTaMH.
Tema 1.2 PekBu3uTHI JOKYMEHTOB. Perucrpauus u unaexcanusi 10kymeHToB. CTpykTypa 6a3
NaHHBIX J0KyMeHTOB. I[Ipmem, o00pa0oTka M pacnpenesieHHe NOCTYNAKUIMX JAOKYMEHTOB.
Opraauzanys 00pad0TKH U Nepeaayu OTIPABJIsAEMbIX JOKYMEHTOB.
[IoHsATHE pPEKBU3UTAAOKYMEHTA. Bunel pekBHU3NUTOB. [TpaBuna odopmIeHUSIPEKBU3UTOB
IOKyMeHTOB.  @opmynsip-oOpaszen.  bmankmokymenta. Bumer 6mankoB. TpeGoBanus k
6nankam gokymeHToB. lllaGnonsl. MHaekcanust u perucrpanust 10KyMeHTOB. Buasl 1 popmbl
perucTpalnuu JOKyMEHTOB. TpeOoBaHUsS K TEKCTaM CIY>KEOHBIX JTOKYMEHTOB: KpPaTKOCTh W
TOYHOCTbh HU3JIOKE€HUS HMH(OPMALUU, HUCKIIOUYEHHE IBOSIKOTO TOJKOBAaHUSA, OOBEKTHUBHOCTH U




AOCTOBCPHOCTD I/IH(l)OpMaI_[I/II/I, COCTaBJICHUC MPOCTBIX JOOKYMCHTOB, CTPYKTYpPHUPOBAHUC TCKCTA
JAOKYMCHTA, IIMPOKOC UCITIOJIL30BAHNUC Tpa(l)apeTHBIX Y TUIIOBBIX TCKCTOB IPH OMMUCAHUU MMOBTOPAIOIIUXCS
YIIPABICHYECKUX CHTYalWi. SI3bIK M CTHIIb CIYKEOHBIX TOKYMEHTOB. DTambl 00PaOOTKHBXOIAITUX
JIOKYMEHTOB. [lepBuunast 00paboTka BXOAAUIMXJAOKYMEHTOB. Perucrpupyempie U
HEeperucTpupyemble  JTOKyMeHTbl. [IpenBapurenbHOe  paccMOTpPEHUE  JIOKYMEHTOB IS
HAIpPAaBJICHUS UCIIOJHUTENAM. Pe3osonust.

[Topsimok MNOATOTOBKM  HUCXOAAIMX J0KyMeHTOB. CocraBieHHME MpOeKTa JIOKYMEHTa,
corjacoBaHue, noanucaHue (yrBepikieHue), TupaxupoBaHue. CrocoObl M METOJbl OTIPaBKU
UCXOMAUIMX JOKyMeHTOB. OOIas XapakTepHCTUKa Clly:keOHOM mnepenucku. PasHoBuaHOCTH
CIIy’)K€OHBIX THCEM (CONPOBOAMTENBHOE MUCHMO, MUCBMO-TIPOCHOA, MUCHMO-3AIPOC, MHCHMO-
OTBET, IHUCbMO-COOOIIEHNE, HH(POPMALMOHHOE NHUCbMO, TapaHTUHHOE MHUCBMO, IHCHMO-
MpUTJIALICHUE U T.]1.).

Tema 1.3 Ilopsiiok NPOXO:KIeHUS] BHYTPEHHHMX AOKYMEHTOB. OpraHu3anmsi KOHTPOJIS 3a
HCIIOJIHEeHHeM 10KyMeHTOB. Padora ucnoyiHuTeieil ¢ nokyMeHTamu. Opranusanusi NOMCKOBOM
CHCTEMBI 110 JOKYMEHTaM.

BuyTpeHHue NOKyMEHTHI 00pa30BaTENIbHOM OpraHu3aluu (3asBICHUS, CIIy>)KEOHbIE 3allUCKH,
JIOKJIa/IHbIe, OOBSACHUTEIbHbIC, CIIPaBKH, CBOJKU, OTYeTHl U 1p.). Iloaroroska, odopmieHue,
peructpanus. [IpaBuiaa NMOCTaHOBKM JTOKYMEHTOB Ha KOHTPOJIb. llOpsilok CHATHSA JOKYMEHTOB C
KOHTpo/s. OTyeT 1O KCHOJMHEHUIO KOHTPOJIBHBIX JIOKyMEHTOB. OrlepaTHBHOE HCIIOJIHEHHE
JOKYMEHTOB COTPYJHHKAaMH B COOTBETCTBUM C WX JOJDKHOCTHBIMH OOSI3aHHOCTSMHU U
pesomtonelt  pykoBogutenas.  OTBETCTBEHHOCTb 32 HECcOONIOfeHHe  TpeOOBaHUM
UCIIOJIHUTENIbCKOM  JAMCLUUIUIMHBI, 32  HENPaBWIbHOE  HCIOJIb30BaHUE  JIEWCTBYIOIIMX
HOPMATUBHBIX JIOKYMEHTOB B IOJAIOTOBKE, O(OPMIJIEHUM U HCIOJIHEHUHU JIOKYMEHTOB B CpPOK.
[TouckoBas cucrtemMa JOKYMEHTOB - KapTOTEKH W KiIacCH(UKAIMOHHBIC CIIPAaBOYHUKHU. Bubl
KapToTeK. Buapl kinaccu(uKamoHHbIX CIIPABOYHUKOB.

Tema 1.4 Cnoco0bl U MeTOABbI JOCTABKH JOKYMeHTOB. O0pa0doTka KoH(MIEeHIMAIbHBIX
JOKYMEHTOB W JIOKYMEHTOB /UISl  CJIY:KeOHOr0 MO/Ib30BAHUA. JKCKYpPCHsI B OTIeJl
AeJIonpou3BoacTBa MypMaHCKOIro apKTHYeCKOro rocyapcTBeHHOr0 YHUBepcHTeTa.
Opranuzanysi OYTOBOH, KypbEePCKOM M IKCIPECC-IOCTaBKU JOKYMEHTOB.IIOHATHSA: «WI€HHOCTH U
0e30macHOCTh MH(MOpPMALUN», «KOH(PHUIECHUUAIBHOCTEY», «yrpo3a KOH(UIEHIUAIBHOCTH,
«3anmTa uHpopManuu». be3omacHOCTh IEHHBIX HH(GOPMAIMOHHBIX pecypcoB. lLlenHas
uH(popMalrsg 1 KOHUIEHIMAIbHbIE JOKYMEHTHI. PernmamenTanus cocraBa KOH(QUACHIMATbHBIX
cBeieHuil U JokyMeHTOB. Ilopsimoxk pa®oTbl ¢ KOHOUAEHIMAIbHBIMH JOKYMEHTAaMH U
Marepuaniamu. Kondunenunansuas nHGOpMaIUs U CBEJCHUS B JIEITEILHOCTH 00pa30BaTeIbHON
OpraHH3alHy.

Pazgen 2. HopmaTuBHO-3aKkoHOaTeIbHasA 0a3a. OCHOBHbIE BH/IbI JOKYMEHTOB H CHCTEMbI
AokymeHTanuu. Oco0eHHOCTH NOATOTOBKH M 0(popM/IeHHS OTIeJIbHBIX BUA0B JOKYMEHTOB
Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIC H HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aejonpounssoacrsy. HopmaTtuBHO-3aK0HOAATEIbHbIE  HOPMATHBHO-METOANYECKHE
JOKYMEHTHBI 110 apXUBHOMY Jey.
3akoHogarenbHbIe akThl Poccuiickoit @enepanuu 1 MypMaHCKo# 001acTu, periaMeHTUPYIOLIHE
JIeNIOTIPOU3BOICTBO M apXUBHOE J1en10. ['ocynapcTBeHHbIE CTaHAAPThl U yHU(DUKALUSA B 00JacTh
JIeTIONPOU3BOJICTBA U apXMBHOro Jena. VHCTpykuusa IO Ienonpou3BOACTBY MuHucrepcrBa
oOpa3oBanus u Hayku Poccuiickoit @enepanuu. MeToauueckie peKkoMeHIaluu Mo pa3padoTke
HOMEHKJIATyphl M MHCTPYKIMH TIO JIeNONPOU3BOACTBY B 00Pa30BaTEIbHOM YUPEKICHUU.
Tunosble MepeyHH C yKa3aHHEM CPOKOB XpaHEHHs JoKyMeHToB. IlpaBuia pa®oTbl apXxuBOB
OopraHu3aiui.
Tema 2.2 Kunaccupukauus nokymeHToB. IOpuauyeckas cuia gokymenra. HasHaueHue u
COCTaB  OPraHM3allMOHHO-NIPaBOBON  NoxkyMmMeHTanuu. Ha3nayenume u  cocras
OPraHM3alMOHHO-PACIIOPAINTENIbHOM J0KyMeHTanun. HazHaueHne M COCTaB CIIPaBOYHO-
UHGpOPMALMOHHON JOKYMEHTALNH.



Knaccugukaius 1OKyMEHTOB, €€ OCHOBHBIC NMPHU3HAKU. [ pynmbl JOKYMEHTOB - JTOKYMEHTHI IO
o0MM ¥ aJMUHHCTPAaTHBHBIM BOIIpOcaM, T.€. IO BONpOcaM OOIIEro pPyKOBOJCTBA
OPEANpPUSTHEM W €ro  JeATeNIbHOCTBIO; - JOKYMEHTBI 10 (YHKUIUSM  YIPaBICHHS.
Knaccudukanus ciayxkeOHbIX TOKYMEHTOB: MO aJAMHHHCTPAaTHUBHBIM BOIpPOCaM; MO BOIIPOCaM
MaTepHaIbHO-TEXHMUECKOT0 CHA0KEHUs; JTOKYMEHTAIHs 1O TUIAHMPOBAHUIO; IO ONEPaTUBHON
NESTENIbHOCTH; IO OyXTraJITepCKOMY Yy4eTy; IO IMOATOTOBKE M PACCTaHOBKE KaJIpoB U T...
Knaccugukanuss mo HaMMEHOBAHUIO: NPUKA3bl, PACIOPSHKEHHS, IUIAHBI M OTYETHI, aKTH,
MIPOTOKOJIBI, TOTOBOPHBI, YCTaBbl, MHCTPYKIUH, JTOBEPEHHOCTH U T.1. Knaccudukanus mo mecry
COCTaBJICHUS, 1O CTENEHH YHH(HKAWW, MO HPOMCXOXKACHUIO, MO BUAY OQGOpPMIIEHUS, IO
crnocody ¢ukcauuu HHPOpPMALMM, IO CTENEHU CIOKHOCTHU, IO CTENEHU TIJIACHOCTH, IO
IOPUAMYECKON Cuile, [0 CpOKaM MCIOJHEHMs, [0 CpOKaM XpaHEHUs, IO CTENEHU
0053aTeNbHOCTH.

CucremMa opraHu3aliMOHHO-TIPAaBOBON JOKYMEHTALUU (YCTaB yUpEKACHUS, I0OJ0KEHHS, IITATHOE
pacnucaHue, JOJDKHOCTHble HWHCTpyKuuu). Cucrema opraHu3alliOHHO-PACHOPSIUTENbHOM
JOKyMeHTaluu (yka3, IpuKas3, BbIIMCKA U3 MpUKa3a, pacropskeHue, nocraHonnenue). Cucrema
CIPaBOYHO-UH(GOPMAIIMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asBICHUE, MOKIAHAs 3al1CKa,
MpeJIOKEHUE, MPECTaBICHUE, CIIy)KeOHas 3amucka, oO0bsicHUTeNbHas). CxemMa MOATOTOBKHU
pacnopsIUTENbHBIX TOKYMEHTOB.IIOpSIIOK CHATHS U BbIIauM KOMUI C JIOKYMEHTOB.

Tema 2.3 JlokanbHble HOpMAaTHBHBbIE aKThl. CocTaB 1 padoTa ¢ KaJApoBO# J0KyMeHTanue.
[TonoxxeHus, mpaBuiaa, WHCTPYKUMHM (TpaBuiIa BHYTPEHHETO TPYIOBOTO  pacHopsiika,
MHCTPYKLUHU O MOPSIIKE OCYLIECTBICHUS KaKON-INOO0 NEATENbHOCTH WM HOPSAAKE IPUMEHEHUs
MOJIOKEHUN 3aKOHOJATEIbHBIX M HMHBIX HOPMATHBHBIX AaKTOB, IOJIOKEHHS O CTPYKTYPHBIX
NOJIpa3/ielIEeHUsAX, KOJUIEKTUBHBIN 0oroBop U Ap.). Ilopsanok odopmiaeHUss U NOAIUCAHUS ITHX
JIOKYMEHTOB [JIsl IPUMEHEHUSI KaK CaMOCTOSITENIbHBIX MPABOBBIX aKTOB. [IoHsATHE M CTpyKTypa
NEPCOHAIbHBIX JaHHbIX. O0s3aTenbHbIE KaJIpOBbIE JOKYMEHTHI 00pa3oBaTelbHONMOPTraHn3alny,
UX BHJIbI, COCTAaB, HOPMATHUBHbIC TPeOOBaHMS K BEICHUIO KaJIPOBOM JTOKyMEHTAlUU (TIPUKa3bl U
pacnopspDkKeHHs 1O JIMYHOMY COCTaBy, 3asBJIEHUE, TPYIOBOM JOroBOp, JIOJKHOCTHAs
WHCTPYKLMSA, TPYAOBas KHWJKKA, JIMYHAs KapTOdKa, JIMYHOE Aeno). [IBMkeHHe U XpaHeHue
KaJpoBOW AOKymeHTanuu. JKypHanbl M KHUTH ydeTa. VcrnojiHEHME COUMAIbHO-TIPABOBBIX
3aIpOCOB.

Pa3nen 3. @opmupoBaHue Jejl H OPraHU3ALUs XPAHEHHUS JOKYMEHTOB. JKCIEePTH3a
LIEHHOCTH JOKYMEHTOB. TexHH4YecKHe CpecTBa, HCIO0JIb3YyeMble B 1eJ10IPOU3BOJACTBE.
JIEKTPOHHBII JOKYMEHT0000pOT
Tema 3.1 IlpaBuia cocTaB/ieHHSI HOMEHKJIATYPBI JeJl yupexaeHus. dopmupoBaHue U
odpopmiienne aes. OpraHu3anmsi ONEPATHMBHOIO XPaHeHHs NOKYMeHTOB. (PopmupoBaHue

apxuBa B 00pa30BaTeJIbHOM YYpPeKICHHUH.

[TonsiTne 0 «uene». Homenknarypa neun. CocraBiieHHE HOMEHKJIATyphl J€l1 B
00pa30BaTEIbHOM YUPEkKACHUU. ®opmupoBaHUE HEIl. IIpusHaku3aBeneHus Jnen:
HOMUHAJIBHBIA, TPEAMETHO-BONPOCHBINA,aBTOPCKUMA, KOPPECIIOHAEHTCKUN, TeorpaduyecKkuid,
xpoHonorndyeckuil. Buapl apxuBoB. TpeboBanus k apxuBam. [lopsinok nepenadu T0KyMEHTOB Ha
apxuBHOe XpaHeHue. CucrtemaTH3alys JOKyMEHTOB B apxuBe. PaboTa ¢ Hay4YHO-CIIPaBOYHBIM
anmnapatoM (HCTOpHuYecKas CIpaBKa, OMNHMCH JieJd MOCTOSHHOTO W BpPEMEHHOTO XpaHEHHS
JIOKYMEHTOB, KHUTH Y4eTa U JABMXKEHUS JIel).

Tema 3.2 Jlesia MOCTOSSHHOIO M BPEMEHHOI0 CPOKAa XpaHeHHMs. JKCIEPTHAs KOMHUCCHS
yupesxaeHusi. [lopsiiok yHu4TOKEHUSI JOKYMEHTOB.

OcoOeHHOCTH XpaHEHUs JeNl MOCTOSHHOro, BpeMeHHOro (cBeime 10 5er) u Jen mo JIMYHOMY
cocraBy. Ilopsnox mnepemaunm gen B l'ocynapcTBeHHble apxuBbl. Co3gaHME DKCIEPTHON
KOMHUCCHHM yupexaeHus. [IpoBeneHue sKcmepTu3bl LEHHOCTH JAOKyMeHTOB. Odopmienue
IIPOTOKOJIOB 3aceJaHMil KOMHMCCHM M aKTOB Ha yHMUTO)KeHue paein. Ilpouenypa yHUUTOXKEHHS
JIOKYMEHTOB.



Tema 3.3 Hcnoan3oBanue IIK B gesonpousBoacree. CpeacrBa KONHMPOBAHUS M
OnepaTuBHOr0 padMHoxkeHus. [Ipuem u 00padoTKa TOKYMEHTOB, MOCTYNAKIIUX M0 KAHAJIAM
3JIEKTPOHHOM MOYTHI M (hakcummibHOI cBsizu. [IpaBuiia 6e3onacHoil padoThI ¢ OPIrTEXHUKOIA.
KomnbroTepHble cpeicTBa MHOArOTOBKM JOKyMEHTOB. Mcnonb3oBaHue 1maOaoHOB — JUis
dopmupoBaHUs JOKYMEHTOB Ha KoMmIbioTepe. lcmonp3oBaHHEe B KOMIBIOTEpE OJIAHKOB
nokyMeHToB. Co3nganue OJIaHKOB JOKYMEHTOB B KOMITbIOTepe. V3roroBiieHHe, KOMMPOBAaHUE U
TUPAXHPOBAHUE TOKYMEHTOB. CpencTBa 00pabOTKH JOKYMEHTOB. JIOKyMEHTHI, iepeaaBaeMble
0 KaHajlaM CBs3u (TelmerpaMma, Tenekc, ¢akcorpamma, Tenedonorpamma). llonsTre
«oprrexHuka». OCHOBHBIC BHJIbI OPraHW3aLMOHHON TeXHUKH. [IpaBuiia TeXHUKH 0€301MacCHOCTH
paboThI C OPTTEXHUKOM.

Tema 3.4 DiekTpoHHOE TOKyMeHTHPOBaHue. [IoHsATHE «3JIEKTPOHHBIN TOKYMEHT).
[IpeumymiectBa mnepenayd JOKYMEHTa C KOMIIBIOTEpAa Ha KOMIIBIOTEp.  YCTaHOBKa Ha
KOMIIBIOTEPE CHELUAIBHO BBIICICHHON MANKyU Ul NOCTYNAIINX TOKyMEeHTOB. [IpenMyiuecrsa
annekTpoHHOM mouthl. Jloctyn k Internet. Cucrema perucrtpauuu u koHTpois. Co3paHue
JJIEKTPOHHOW 0a3bl  JaHHbIX. IloMck JOKyMeHTa.OKCcKypcus B apxuB MypMaHCKOTo
ApKTHUYECKOI'0 TOCYIapCTBEHHOI'O YHUBEPCUTETA.

6. INEPEYEHb YUYEBHO-METOAUYECKOI'O OBECIIEYEHUHA],
HEOBXOINMOTI'O JJIsd OCBOEHUSA JUCHUIIJIMHBI (MOOYJIS).

OcHoBHasi IuTEepaTypa:

1. ®enepanbubiii 3akoH 0T 22.10.2004 Ne 125-d3 «O06 apxuBHOM aene B Poccuiickoii
Oenepaunn» (pea. Genepanbapix 3akoHOB 0T 04.12.2006 Ne 202-D3, ot 01.12.2007 Ne 318-D3,
ot 13.05.2008 Ne 68-@3, ot 08.05.2010 Ne 83-D3, ot 27.07.2010 Ne 227-D3)

2. @enepanbHblil 3ak0H "O0 nHbOpMaK, HHPOPMATU3AIUH | 3aIUTe HHPOpMAIHH'.
3akon noamucan I[pesuaentom Poccutickoit @enepammu 20 dheBpans 1995 roma N 24-D3

3. 3akon Mypmanckoit obnactu ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM Jiene B
MypMaHcKko# obnactu»

4. @enepanbHblii 3aK0oH oT 27 utong 2006 r. N 152-®D3 "O nepcoHalbHBIX JaHHBIX"

5. ®enepanbHplii 3akoH oT 2 Mas 2006 r. N 59-®3"O mnopsjake paccMOTpeHHUS
oOpamenuit rpaxaan Poccuiickoit denepanun" C n3MEHEHUSIMU U JOTIOJHEHUSMU OT: 29 HIOHS,
27 uronst 2010 1., 7 mas, 2 urons 2013 1., 24 nHosi6pst 2014 1.

6. IlpaBuna nenompou3BOJCTBA B (eAepalbHBIX OpraHaX HCHOJHUTEIHLHON BIIACTH
(yrBepkaeHs! nocranonienueM [pasutensctBa Poccuiickoit @enepanuu ot 15.06.2009 Ne 477

7. TlepedyeHb THUNOBBIX YIPABICHUECKUX ApPXHBHBIX JOKYMEHTOB, OOpa3yloIIMXCsS B
nporecce JeATeIbHOCTH TOCY/AapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPAaBJICHUS U
OpraHM3aIyii, C yKa3aHUeM CPOKOB XpaHEHHUs. Y TBEpXKJIEH MpuKazoM MUHHCTEPCTBA KYIbTYPHI
Poccuiickoit ®enepanuu ot 25 aBrycra 2010 r. Ne 558

JonotHUTE/ILHAS JIUTEpaTypa:

1. TIucemo Muno6GpasBanuss P® or 20 nekabps 2000 roma N 03-51/64 «O
MeToauueckux peKOMEHJIAIMsIX 1o pabdoTe ¢ JOKyMEHTaMH B 0011e00pa3oBaTeIbHbBIX
YUPEIKIACHUIK)

2. Opraamzanus JeIonpou3BoACcTBa U JokyMeHToobopoTta JIOY [Tekcr]: meTon. pek. /
JI. U. Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Comnory0, O.I1. Jlenonpou3BOJICTBO: COCTaBJIEHUE, PEIAaKTUpOBaHHE U 00paboTKa
nokymeHToB: YueoHnoe mocodue / O.I1. Conory6. - M.: Omera-JI, 2013. - 207 c.

7. MATEPHUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JAUCHUINIJINHBbI
MoAaYyJIs)

B oOpazoBaTenbHOM IpoIEcCce UCTIONIb3YIOTCS:

— y4yeOHbIE ayIUTOPUHM JUIsI  TPOBENCHHs  Y4eOHBIX  3aHATUH, OCHAIEHHBIE
000pyIOBaHUEM U TEXHUYECKUMU CpeJICTBaMH oO0ydeHus: yueOHas mebens, [1K, obopynoBanue
JUTSL IEMOHCTpAINK MTPE3eHTAI1, HarJIIJHbIe TOCOOMS;



— TIOMEIICHUS JJISi CAMOCTOSITENIbHON PabOThI, OCHAIIEHHBIE KOMITBIOTEPHOI TEXHHUKOH C
BO3MOXKHOCTBIO MOJKIIIOUEHUS K ceTu «VHTepHET» M oOecrneyeHueM JOCTyIa B 3JIEKTPOHHYIO
uH(pOpMaIMOHHO-00pa3oBarenbHy0 cpeny MATY.

7.1 HEPEYEHbB JIMEH3NOHHOI'O NIPOTPAMMHOI'O OBECIIEYEHUSA
JInueH3noHHoOe MporpaMMHoe o0ecnieyeHne 0Te4eCTBEHHOI0 NPOU3BOJACTBA
KasperskyAnti-Virus

JIMLeH3HOHHOE MPOrpaMMHoe odecrneyeHre 3apyoe;KHOro MPOU3BOJACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHOe o0ecnieyeHne 0Te4eCTBEHHOI0 IPOU3BO/ACTBA
7Zip

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHOe odecriedeHue 3apy0esKHOro MpPou3BoJACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJEKTPOHHO-BUBJIMOTEYHBIE CUCTEMBbI:

OBC m3parenscrBa «Jlansy» https://e.lanbook.com/

OBC uznatenscrBa «tOpaiit» https://biblio-online.ru/

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

7.3 COBPEMEHHBIE IPO®ECCHUOHAJIBHBIE BA3bI IAHHBIX
1. CyneOnbie u HOpMaTuBHBIC akThl PO http://sudact.ru/

2. Uapopmanmonno-ananmutudeckas cuctema SCIENCE INDEX

3. DnekTpoHHas 6a3a IaHHBIX Scopus

4. Basel ganubix kommannn CLARIVATE ANALYTICS

7.4 UTHOOPMAIIMOHHBIE CITPABOYHBIE CUCTEMBbI

1. CrnpaBouHO-TIpaBOBast UHPOPMALIMOHHAS cucrema KoHncynpTant ITnroc
http://www.consultant.ru/

2. OO0 «CoBpeMeHHBIE MeaMa TEXHOJOTMM B  OOpa3oBaHMM M KYJIBTYpe».
http://www.informio.ru/

8. UHBIE CBEJJEHUSI 1 MATEPHUAJIBI HA YCMOTPEHUE BEJIYIIEN KA®EIPHI
He npenycmotpeHo.

9. OBECIIEYUEHME OBPA30OBAHMISI J1J1s1 JIML C OB3

st oGecrieueHnst 00pa3oBaHUsI MHBAJIUJIOB U JIUI] C OTPAHUYEHHBIMA BO3MOKHOCTSIMH 37[0POBBS
peanu3auus JUCUUIUIMHBI MOXET OCYIIECTBIATHCA B aJaNTUPOBAHHOM BHUJIE, C YYETOM
cienuPUKA OCBOCHUS W JUIAKTHUYECKHX TpeOOBaHWM, WCXOAS W3 WHIWBHAYATHHBIX
BO3MOXXHOCTEH U M0 THYHOMY 3asIBJICHUIO 00YJaroIIerocs.
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