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1.OEJb OCBOEHUA JUCHUIIJIMHBI (MOAYJISA)— dopmupoBanue y oOydarommxcs
TEOPETUYECCKMX 3HAHUU H MPAKTHYECKUX YMEHUH I OpraHu3aluy JeJONPOU3BOJICTBA,
HEOOXOUMBbIC TIPY BBHITIOJHEHHH OINEpaluid IO CO3JaHHI0 W 00pabOTKe OpraHu3alruoOHHO-
pacmopsaUTEeNbHBIX JOKYMEHTOB, BEJCHHUS JEIIOBOM MEPENUCKH, aHann3a WH(OOPMAIMOHHBIX
MMOTOKOB W HWH(POPMAIIMOHHOTO B3aUMOJICHCTBUS B OPTraHU3AllMH, COBEPIICHCTBOBAHUU
TEXHOJIOTUH JTOKYMEHTAIMOHHOTO OOeCIeueHHs] YIpaBICHUS W apXWBHOTO Jena Ha 0Oase

HoBeHmmx [ T-TexHomornii, 00ecreyeHus TEKYIIEro XpaHSHHsI IOKyMEHTOB.

2. TPEBOBAHMUS K PE3YJIIbTATAM OCBOEHUSA JUCHUITIJIMHBI (MOAY JISI)

B pesynbrare

KOMIICTCHIIUH

OCBOCHU

IMUCHUIIIINHE]

(Momynsi)  opMUpPYIOTCS — ClIETyOIINe

CriocoGeH ocylIecTBIAThH JEJI0BYI0 KOMMYHHUKAIIMIO B YCTHOW U MUCbMEHHOM (hopMax Ha
rocy/IapcTBeHHOM si3bike Poccuiickoit denepanuu u nHOCTpaHHOM(bIX) si3bike(ax) (YK-4);

Crioco0eH ynpaBisiTh CBOMM BpPEMEHEM, BbICTpauBaThb U PEAJTU30OBBIBATh TPAEKTOPHIO
CaMOpa3BUTHS Ha OCHOBE MPHUHIUIIOB 00pa30BaHus B TeueHue Beeit xu3Hu (YK-6)

[TepedeHs TUIAHUPYEMBIX PE3YJIBTATOB OOYUEHHUS 110 JUCITUTUTMHE (MOIYIII0), COOTHECEHHBIX C
WHJIMKaTOPaMU JOCTHKEHHS KOMIIETEHITUN

KoMmnerenuus

HNuaukaropsl
KOMIIETEeHI M ii

Pe3yabTaThl 00yyeHus

VK-4. Criocoben

VK-4.1. Bnaneetr

3HaTh: HOPMAaTUBHBIC JOKYMCHTBI 110

OCYIIECTBIISATH CUCTEMOU HOPM VHH(UKAIIMA W CTaHJapTH3aluk B 001acTh
S (0:3% pyccKoro JOKYMEHTAITUH, JICHCTBYIOIIHE HA TEPPHTOPHH
KOMMYHHMKAIIUIO B | IUTEepaTypHOro si3pika | PD; rocyapCTBEHHbIE CTaHJIapThI u
YCTHOU U MIPH €70 3aKOHOJATEeIbHbIE aKTBI o
MUCbMEHHOM WCIOJIb30BAHUH B JTOKYMEHTUPOBAHUIO;
dbopmax Ha KauecTBe CUCTEMBbl  JIOKyMEHTalud, TpeOoBaHUI K
rOCy/IJapCTBEHHOM | FOCYIapCTBEHHOTO COCTAaBIICHUIO U O(POPMIIEHHUIO JOKYMEHTOB;
si3pike Poccuiickolt | s3pika PO u Hopmamu TUMOBBIE MHCTPYKIMU TIO JI€TIOMPOU3BOJICTRBY,
denepanun u WHOCTPAHHOTO(BIX) periaMeHT padoThl, JOTKHOCTHBIC HHCTPYKIIHNH;
MHOCTPaHHOM(BIX) | s13bIKA(OB), UCIIOJIb3YET | OCHOBHbBIE BU/IBI JOKYMEHTOB,
s3bIKe(ax) pasznuuHbie (GOPMBI, PETJIAMEHTHPYIOIITUX 00pa3zoBaTeNbHYIO
BU/JIbI YCTHOM U NeSITeNIbHOCTh;
MUCHbMEHHOM OCHOBBI JIETIONIPOU3BOJICTBA B 00pa30BaTEIHHOM
KOMMYHUKAIIUH. YUPEKICHUH.
VK-4.2. Ucnosb3yet YMeTs: palroHaIbHO u 3¢ dEeKTUBHO
SI3BIKOBBIE CPEICTBA OPraHu30BBIBATH JeIOTIPON3BOCTBO B
JUTS TOCTHKEHUS 00pa3oBaTeNbHON  OpraHu3alii; COCTABJATH
npodeccnoHanbHBIX y4eOHO-METOINICCKUE u HOPMAaTHUBHO-
Hesel Ha PyCCKOM U MPAaBOBBIE  JIOKYMEHTHI, pErJIaMEeHTUPYIOLIHE
UHOCTPAaHHOM(BIX) JeSITeNIbHOCTh 00pa30BaTeIbHON OpraHU3aIiH

si3bIKe(ax) B paMKax

Bnanerts: MCTOJaMH, crocodamMu u cpeacTBaMu

MEXIIMYHOCTHOTO U ToJTydeHus, XpaHeHHus, nepepaboTKH

MEXKYIBTYPHOTO MHPOpMALMM,  OCHOBAMH  KOMIILIOTEPHOM

OOLIEHUS. IPaMOTHOCTH;  TEXHOJIOTHUEN  OpraHM3aluu
VYK-6. Cnocoben VK-6.1. OnenuBaer JIEIONIPOU3BO/ICTBA B 00pa3oBaTeNLHOM
YIPABIISITE CBOMM | JINYHOCTHBIC PECYPCHl | yupeskICHHUHN.

BpPEMCHEM, 110 JOCTHKEHHIO LIEIeH
BBICTpanuBaTh U CaMOpa3BUTHUS U
PpCaIN30BbIBATH YIIpaBJICHUS CBOUM

TPACKTOPUIO

BPCMCHCM Ha OCHOBC




CaMOpa3BUTHA HA IPHUHIHUIIOB

OCHOBE o0pa3oBaHus B TEUECHUE

MIPUHLHUIIOB BCEU JKHU3HU.

o0Opa3oBaHus B VYK-6.2. Kputnuecku

TEUCHHE BCEU OLICHUBAET

KU3ZHU 3¢ HEKTUBHOCTD
UCTIOJIb30BaHUS

BPEMEHU H PYTUX
pecypcoB mpu
peanmu3aiin
TPaeKTOPUHU
CaMOPa3BUTHSL

3. YKABAHUE MECTA IUCHUIIVIMHBI (MOAYJis) B CTPYKTYPE
OBPA3OBATEJIbHOM ITPOTPAMMBI.

Huctunnuna  «/lemonmpou3BoACTBO W JOKYMEHTOOOOpPOT B 00pa3oBaTeIbHOM
VUPEeXKACHUU» OTHOCHTCA K  (aKylnbTaTHBaM  dYacTd, (QOpPMHPYEeMOH  y4aCTHHKAMH
o0pa3oBaTeNIbHBIX OTHOLIEHUI OCHOBHOM Npo(ecCHOHaIbHON 00pa30BaTeIbHON MPOrPaMMBI IO
HampasiieHnto noarotoBku 44.03.05 ITlemarormueckoe oOpas3oBaHue (¢ ABYMS NpOGMISIMU
noarotoBku) HampaenenHocTs (mpodunu) XynokecTBEeHHOE o0pazoBaHue. J(OMOJHUTENbHOE
obpazoBanue (1udppoBoi 1n3aiiH).

4. OBPBEM JUCHUIIJIMHBI (MOAYJisl) B 3AYETHBIX EJUMHULAX C
YKA3ZAHUEM KOJIMYECTBA AKAJEMHUYECKHUX WM ACTPOHOMMUYECKHX
YACOB, BBIIEJEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIUXCA C
MNPENOJABATEJIEM (II0 BHWJAM VYYEBHBIX 3AHATHH) ©W HA
CAMOCTOATEJIBHY IO PABOTY OBYYAIOIIUXCHI.

OO6mrast TpyI0€MKOCTh TUCIMIUIMHBI COCTABISET | 3a4eTHYIO eqUHUIY Wik 36 9acoB (U3
pacdeta 1 3.e.= 36 yacoB).
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B HUHTCPAKTUBHBIX (bOpMaX YacCbl UCIOJIB3YIOTCA B BUAC KPYIJIOTO CTOJIA.

5. COAEPX KAHUE JUCIUIIJIMHBI (MOAYJIsl), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JEJIAM) C VYKA3ZAHUEM OTBEJIEHHOI'O HA HHX
KOJMYECTBA AKAJEMHUYECKHUX WJINX ACTPOHOMHUYECKHUX YACOB H
BUJIOB YUEBHBIX 3AHSITUI.
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1 | Pa3gen 1. Coneprxanue, 3HaYCHUE 2 2 - 3 6

JIEOTPOU3BOICTBA. TexHonorus
OpraHu3alyy JeJ0NpPOU3BOJICTBA B
00pa30BaTeIbHOM YUPEKICHUU

2 | Paznmen 2. HopmaTuBHO- 2 4 - 5 1 8
3aKoHOJiaTeNIbHas 0a3a. OCHOBHEIE
BH/JIBI IOKYMEHTOB M CHCTEMBI
nokymeHTanuu. Oco6eHHOCTH
MOJIrOTOBKH ¥ 0()OpPMIIEHHUS
OT/ICJTLHBIX BHJIOB JIOKYMEHTOB

3 | Pazmen 3. ®opmupoBaHue e U - 4 - 6 1 8
opraHu3anusa XpaHCHHA
JOKYMEHTOB. DKCIEPTHU3a
IOECHHOCTHU JOKYMCHTOB.
TexHuyeckue cpeicTna,
HCIOJIb3yeMbIE B
JETOTIPOU3BOJICTBE. DIICKTPOHHBIN
JIOKYMEHTOO0OPOT

3a4CT

HUTOrO: 4 10 - 14 |2 22

Conep:xaHue TUCHUTIHHBI (MOTYJIA)

Pasznea 1. Cogep:xanue, 3HaUeHHe 1eJI0NPOU3BOACTBA. TexHonorus
OpPraHM3aNyH J1eJIONMPOU3BO/ICTBA B 00pa30BaTEJIbLHOM YUPeKIeHUH

Tema 1.1 OcHOBHBbIE€ TEPMHHBI M NOHSATHE «/1€JI0MPOU3BOACTBO». UcTOpHSI BOSHMKHOBEHUS
U OCHOBHbBIE 3TANlbl PA3BUTHA JeJONPOU3BoACTBA.CHCTEMbI OPraHU3aAIUU
aeaonpou3BoacTBa. [IoHssTHEN NPUHIMNBIOPraHU3AUHN TOKYMEHT0000p0TAa

[Tonsatue «aenonpou3BoacTBO». OCHOBHBIC IIEIH U 3a/1a4 JISJIOMPOU3BOIcTBa. Heo6X0umMoCTh
OpraHu3aluy JIEJI0MPOU3BOJICTBA B YUPEXKICHUH. 3HAUEHHUE JEIONPOU3BOJICTBA B JACSATEIIBHOCTU
oOpa3oBaTenbHOrO yupexaeHus. Cexkperapp, JeI0NPOU3BOIUTENb, TIOKYMEHTOBE, KaHIEISIPHS.
Hcropuueckue 3Tamnbl pa3BUTH J1en0pon3BoicTBa B Poccun. CoBpeMeHHOE TOCYIapCTBEHHOE
peryaupoBaHue  Jenonpou3BoAcTBa. CHCTeMBbl  JI€JONPOU3BOJCTBA:  LEHTPAIM30BaHHAs,
JeleHTpaln30BaHHas, cMmemanHas. CTpykTypa U 00bEM JOKyMeHTooOopoTa. OCHOBHBIE
MIPUHIIUIIBI OpraHu3aluu paboThl C JOKYMEHTOMIOTOKaMH, KaK CO3/1aHHe ONTUMAIIbHBIX YCIOBUN
JUIs BCeX BHUAOB paboThl C JoKyMeHTamu. OpraHu3aldoHHas CTPYKTypa IMepcoHaa,
obecrneunBaroniero padboTy ¢ JOKyMEHTaMH.

Tema 1.2 PexkBu3uThI 10KyMeHTOB. Perucrpanus u uHaexkcanusi 10KyMeHToB. CTpykTypa 0a3
AaHHBIX J0KkyMeHTOB. Ilpuem, 00pa0oTka M pacnpeneieHue INOCTYNAIIUX JOKYMEHTOB.
Opranusanus 00padoTKH 1 epeJavyu OTHPABJIsIEMbIX JOKYMEHTOB.




IloHATHE PEKBU3UTAJOKYMEHTA. Bunsl pekBU3UTOB. [IpaBuna odopMICHUIPEKBUZUTOB
nokyMeHTOoB.  Dopmynsp-oOpaszen.  bmankmokymenta. Bumer OmankoB. TpeOGoBanus k
OonmankaMm AokymeHToB. lllabmonbl. MHaekcanust U perucrpauusi J0KyMEHTOB. Bunel u Gopmer
perucTpaluu AOKYMEHTOB. TpeboBaHHs K TEKCTaM CIIyKEOHBIX JOKYMEHTOB: KPaTKOCTb M TOYHOCTD
HN3I0XXCHUA I/IH(l)OpMaHI/II/I, HCKIIFOUCHHUEC JBOSKOIo TOJKOBaHMAA, OOBEKTUBHOCTh U AOCTOBCPHOCTDH
WH(POPMAIIUK, COCTABJICHHE MPOCTHIX JOKYMEHTOB, CTPYKTYpUPOBaHHE TEKCTa IOKYMEHTa, IIHMPOKOE
HCIIOJIb30BaHUEC Tpa(bapCTHI)IX M TUIIOBBIX TCEKCTOB IIPU OIMMCAHWU ITOBTOPAIOIINXCSA YIPABJICHYCCKUX
CUTyalid. SI3bIK W CTHJIb CIIY)KEOHBIX JIOKYMEHTOB. DTalbl O0OpPaOOTKUBXOMAIIUX JTOKYMEHTOB.
[lepBuunas o00paboTka BXOJSILIMXIOKYMEHTOB. Perucrpupyemble U HEpPEruCTpUpyEMbIE
NokyMeHThl. IIpenBapuTenbHOe pacCMOTPEHHE JOKYMEHTOB JUIsl HallpaBJICHUS MCHOJHUTEISM.
Pesomronusi.

[lopsiiok THOArOTOBKM  UCXOASIIMX JOKyMeHTOB. (CocTaBiieHHME MpOeKTa JOKyMEHTa,
corJlacoOBaHWe, Mojnucanue (yrBepikiaeHue), tTupaxupoBaHue. CrnocoObl U METOJbI OTHPABKU
UCXOAIIMX JOKyMEeHTOB. OOIias xapakTepuCcTHKa CIyXeOHOW mnepenucku. PasHoBHIHOCTH
CIIY’)K€OHBIX THCEM (COMPOBOAUTENBHOE MHCHMO, MUCHMO-TIPOCHOA, MUCHMO-3AIpPOC, MUCHMO-
OTBET, MHUCbMO-COOOIIEHNE, HHPOPMAIIMOHHOE MHUChbMO, TapaHTHIIHOE MHCbMO, MHCHMO-
MpUTrJalieHue 1 T.1.).

Tema 1.3 Ilopsaok mNpoXoxkKIeHHUs] BHYTPEHHUX JAOKYMEHTOB. OpraHusanms KOHTPOJS 3a
HCIIOJTHEHHEM JI0KYMeHTOB. Pabora ucnosHuresiei ¢ fokyMeHTaMi. Opranu3anusi IOMCKOBOM
CHCTEMBI 10 IOKYMEHTaM.

BuyTpeHnHue n0oKyMEeHTbI 00pa30BaTENbHON OpraHM3aliu (3asBICHUS, CIIy>KeOHbIE 3aIUCKH,
JOKJIaJiHbIe, OOBSICHUTEIbHBIE, CIIPaBKU, CBOJKHU, OT4eThl U Jp.). [loarotoBka, odopmiieHue,
peructpanus. [IpaBuna NmOCTaHOBKM JOKYMEHTOB Ha KOHTPOJIb. [IOpSIOK CHATHS JTOKYMEHTOB C
KOHTpOJsl. OT4YeT MO WCIOJHEHUIO KOHTPOJIBHBIX JIOKYMEHTOB. OINepaTHBHOE HCIIOJHEHUE
JOKYMEHTOB COTPYAHHKaMH B COOTBETCTBUM C HX JOJDKHOCTHBIMH OOS3aHHOCTSMHU U
pe30JIIOIHMEN  PYKOBOAMUTENS. OTBETCTBEHHOCTh 32  HecoOmoAcHHE  TpeOoBaHUU
UCIOJIHUTENBCKOM  IWCUMILIMHBL, 33  HENPAaBWIBHOE  MCIOJIB30BAHHE  JACHCTBYIOIIMX
HOPMAaTHUBHBIX JOKYMEHTOB B MOATOTOBKE, O(OPMIIEHUU M MCIOIHEHUU JOKYMEHTOB B CPOK.
IlouckoBas cucrema JOKYMEHTOB - KapTOTEKM U KiIacCU(UKAIMOHHBIE CIPAaBOYHUKU. Buiel
KapToTeK. Bupl kiaccn(pukamoHHBIX CIIPABOYHUKOB.

Tema 1.4 CnocoObl M MeTOAbl [JOCTABKHM [IOKYMEHTOB. O0padoTka KOH(pHIEHIIHATIBHBIX
JOKYMEHTOB ¥ JOKYMEHTOB [UIsl CJIY:KeOHOT0 TOJb30BaHUS. JKCKYPCHSI B  OT/Ie]
Aejionpoun3BoacTBa MypMaHCKOI0 ApKTHYECKOr0 rocy/1apcTBEHHOI0 YHHBEPCHUTETA.
Opranu3zanys MoYTOBOM, KyPhEPCKOH M AKCIPECC-IOCTaBKH JOKyMEHTOB.IIOHATHA: «IIEHHOCTh W
0e30macHOCTh  MHGOPMAMKY, «KOHPUIACHIIMATBHOCTEY, «YIpo3a KOH(PHUIACHIIMATHHOCTH,
«amuTa HHPOpManHMK». be3omnacHOCTh INeHHBIX HMH(POPMAIMOHHBIX pecypcoB. lleHHas
uHpopmalua U KOH(PUIEHIIMAIbHbIE TOKYMEHThI. PernmamenTanus cocraBa KOHGUACHINATBHBIX
cBeeHuid U JOKyMeHTOB. Ilopsimok paboThl ¢ KOHPHUACHUIUATBHBIMU JOKyMEHTAMHU H
Marepuanamu. Kondunennnansaas iHGOPMAIKS U CBEJCHUS B ISATEILHOCTH 00pa30BaTeIbHON
OpraHu3aIuy.

Pa3nen 2. HopmaTuBHO-3aKk0HOAaTeIbHAs 0a3a. OCHOBHBIE BH/IbI IOKYMEHTOB U
cUCTeMbI JOKYMeHTAaluu. OCO0eHHOCTH MOATOTOBKH M 0()OPMJICHUS OTAEJIbHBIX
BH/IOB /IOKYMEHTOB

Tema 2.1 HopmaTnBHO-3aK0HOAATEJIbHbIC H HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aejonpounssoiacrsy. HopmaruBHo-3aKkoHOAaTE/IbHbIE H HOPMATHBHO-METOAUYECKHE
AOKYMEHTBI 110 apXUBHOMY J1€J1y.

3akoHonaTenbHbIe akThl Poccuiickoit @enepanun 1 MypMaHCKo# 061acTy, perjiaMeHTHpyroIue
JIETIOTIPOU3BOICTBO U apXMBHOE Jieno. ['ocynapcTBeHHbIe CTaHIapThl U YHU(UKaUs B 001acTi
JEJIONPOU3BOJACTBA U apXUBHOro Jaena. MHCTpykuus 1o Aenomnpou3BOACTBY MuHHCTEpCTBa



oOpa3zoBanus u Hayku Poccuiickoit @enepanuu. Metoauueckie peKOMEHIAIMH 0 pa3paboTKe
HOMEHKJIATYphl M HWHCTPYKIMH IO JIEJOTPOM3BOJCTBY B 00pa30BaTEIbHOM YUPEKICHUU.
Tunosble mepeyHH € yKa3aHMEM CPOKOB XpaHEHUs AOKyMeHTOB. IIpaBmiia paOoThl apXuBOB
OpraHu3arui.

Tema 2.2 Knaccuduxanus nokymenton. FOpuauyeckas cuia nokymenra. Haznavyenue u
COCTAaB  OPraHU3AlMOHHO-TIPAaBOBOM  JokymeHTanuu. Ha3snauenme wm  cocras
OPraHu3alMOHHO-PACIIOPAAUTENIbHON AoKyMeHTauuu. Ha3zHadyeHue U cocTraB CipaBOYHO-
HHG(pOPMALHOHHOM JOKYMEHTALMH.

Knaccugukanus JOKyMEHTOB, €€ OCHOBHBIC NMPU3HAKHU. [ 'pyIIbl JOKYMEHTOB - JOKYMEHTHI 110
o0mMM ¥ aJMUHUCTPATHBHBIM BOIpOCaM, T.€. IO BONpocaM OOIIET0 PyKOBOJCTBA
OPEONpUSTHEM W €ro  JEATENBHOCTBIO; - JOKYMEHTBI 10 (YHKIUSM  yIPaBICHHS.
Knaccudukanus cinyxeOHbIX JOKYMEHTOB: IO aJMHHHCTPATUBHBIM BOIIPOCAM; IO BONPOCAM
MaTepUaTbHO-TEXHUUECKOTO CHAOXEeHUS; TOKyMEHTallus MO IUIaHUPOBAHMIO; 1O ONEepaTUBHOU
NESTeIbHOCTH; IO OyXraJTepcKOMy YYeTy; MO TOATOTOBKE M PAcCTaHOBKE KaJapoB U T..I.
Knaccudukanuss 1mo HauMMEHOBAaHUIO: TPUKAa3bl, PACIHOPSIKEHUS, IUIAHBI M OTYETHI, AaKTBHI,
IIPOTOKOJIBI, IOTOBOPHBI, YCTaBbl, MHCTPYKIUH, JOBEPEHHOCTH U T.l. Knaccudukanus no mecry
COCTaBJIEHUS, N0 CTENEHU YHU(UKALNU, [0 NPOUCXOXKJIEHHUIO, MO BUAY OQPOPMIEHHMS, IO
crocoOy ¢ukcaruu HMHPOPMALMM, IO CTETEHH CIIOXKHOCTH, TIO CTEMEeHH TJIACHOCTH, IIO
IOPUAMYECKON Cuile, 1O CpoKaM MCHOJHEHHs, IO CpOKaM XpaHEeHHs, 0 CTEleHU
0053aTeNbHOCTH.

Cucrema opraHu3aliiOHHO-TIPAaBOBOM TOKYMEHTAIUH (YCTaB yUpexkKACHUS, TOJI0KEHHS, IITATHOE
pacrnucaHue, JOJDKHOCTHbIE MHCTpyKuuu). Cuctema opraHU3allMOHHO-PACIOPAIUTENIBHOMN
JOKyMeHTauu (ykas, MpuKas, BeIMKMCKA U3 MpUKa3a, pacrnopsbkeHue, nocranonnenue). Crucrema
CIPaBOYHO-UH(OPMALMOHHON JOKYMEHTAlUU (IIPOTOKOJI, aKT, 3asBJICHUE, IOKJIaHas 3aIllucKa,
IIPEUIOKEHUE, TPEACTaBICHUE, CIy)KeOHas 3amucka, oObsicHUTEeNbHas). CxeMa MOATrOTOBKU
pacrnopsIUTeabHbIX JOKYMEHTOB.IIopsIoK CHATHS 1 BbIIAUM KO C TIOKyMEHTOB.

Tema 2.3 JlokajbHbIe HOpMATHBHBIE aKThI. CocTaB M padoTa ¢ KAJAPOBOM TOKYMEHTAIMEId.
[lonoxenus, mnpaBuiaa, HMHCTPYKUUHU (TMpaBUiIa BHYTPEHHETO TPYAOBOIO  pacHopska,
MHCTPYKIHUHU O TOPSAKE OCYLIECTBICHUS KaKON-IMO0 NEeSATENbHOCTH WU MOPSAKE MPUMEHEHUs
MOJIOKEHUI 3aKOHOJATEIbHBIX U HMHBIX HOPMATHUBHBIX AaKTOB, MOJIOKEHUS O CTPYKTYPHBIX
MOAPA3ICIICHUSAX, KOJUIEKTUBHBIN JoroBop u Ap.). [lopanok odopmiaeHus U MOAMUCAHUS ITHX
JOKYMEHTOB Ui PUMEHEHUS! KaK CaMOCTOSITENIbHBIX MPaBOBBIX akToB. [loHATHE U CTpyKTypa
nepcoHanbHbIX AaHHbIX. OOs3aTenbHble KaApOBBIE JTOKYMEHTHI 00pa3oBaTEIbHOMOpPraHU3aIuH,
WX BHJIbI, COCTaB, HOPMATUBHBIE TPEOOBAHUS K BEACHUIO KaJIpOBOM JOKYMEHTAUU (IIPUKA3bl U
pacnopsbkeHusi 1O JIMYHOMY COCTaBy, 3asBI€HHE, TPYIOBOM JOrOBOp, JOJDKHOCTHAs
WHCTPYKIUS, TPYIOBas KHIDKKA, JIMYHAs KapTodka, JHYHOE Jeno). J[BkeHHe U XpaHeHue
KaapoBOM JokyMeHTauuu. JKypHanbl ¥ KHUTH Yydera. lcmoiHeHue CouuaibHO-MPaBOBBIX
3arpocoB.

Pa3nen 3. @opmupoBaHue /1es1 1 OPraHU3alus XpaHeHUs JOKYMEHTOB. JKCIIePTH3a
LEHHOCTH JOKYMeHTOB. TexHu4ecKkue cpeicTBa, HCNOJIb3yeMble B
AeJIONPON3BOJACTBE. JJIEKTPOHHBIN JOKYMEHT0000pOT

Tema 3.1 IlpaBuia cocTaBjJeHHsI HOMEHKJIATYPbI JeJl yupeskaeHusi. dopmupoBaHue H
opopmienne nesa. OpraHusanmsi ONEPATHBHOIO XPAaHEHMs NOKYMeHTOB. (PopmmupoBaHue
apxuBa B 00pa30BaTeJIbHOM Y4pPeKICHUH.

Ilonatue o «zuener. Homenknarypa nen. CocraBiieHHE HOMEHKIATypbl J€l1 B
00pa30BaTEIbHOM  YUPEXKICHHUH. dopmupoBaHuEe €Il IIpu3Haku3aBeneHUs Jei:
HOMMHAJIBHBIH, MPEIMETHO-BOIPOCHBIN,aBTOPCKUH, KOPPECHOHACHTCKUH, TIeorpaduyuecKuii,
XxpoHosorndeckuid. Buspl apxuBoB. TpeboBanus k apxusam. [lopsaok nepegauu JOKyMEHTOB Ha



apxuBHOE XpaHeHue. CucremaTu3aius IOKyMEHTOB B apxuBe. PaboTa ¢ HaydHO-CIIPaBOYHBIM
anmnapaTtoM (UCTOpUYECKas CIpaBKa, ONWUCU Jie]1 IIOCTOSHHOTO W BPEMEHHOTO XpaHEHUS
JOKYMEHTOB, KHUTY y4E€Ta U JBUKECHUS JIEN).

Tema 3.2 Jlesia MOCTOSSHHOTO W BPEMEHHOI0 CPOKA XpaHEHHs. JKCIEPTHAS KOMHCCHS
yupe:xaenusi. [lopsiiok yHHYTOKeHUsI JOKYMEHTOB.

OcoOeHHOCTH XpaHEHUs JeN MOCTOSHHOTO, BpeMeHHOro (cBbime 10 JieT) U JIen mo JMIHOMY
coctaBy. Ilopsmox mnepemauun gen B locymapcTBeHHbie apxuBbl. (Co3laHHe SKCHEPTHOU
KOMHUCCUH yupexJeHus. lIpoBeneHue 5sKcnepTu3bl IEHHOCTH JOKYMEHTOB. OdopmiieHue
IIPOTOKOJIOB 3aCEIaHUM KOMHCCHHM M aKTOB HAa YHHYTOKeHMe aeil. [Iponeaypa yHHUYTOXKEHUS
JOKYMEHTOB.

Tema 3.3 MHcnmoan3osanme IIK B pgenompomsBoacre. CpeacrBa KONUPOBAHUSL M
onepaTuBHOro pasmuoxxeHusi. [lpuem u 00padoTka JOKYMEHTOB, NOCTYNAIOLIUX [0 KAHAJIAM
3JIEKTPOHHOM MOYTHI M (pakcumuIbHOI cBsi3u. [IpaBuia 6e3onacHoil padoThl ¢ OPIrTEXHUKOIA.
KommbloTepHble cpeincTBa TMOATOTOBKM —JOKYMEHTOB. Vcmonb3oBaHue 11abIoOHOB — JUis
(¢bopMHpoBaHMs JOKYMEHTOB Ha KoMmbloTepe. lcnosib30BaHHe B KOMIbIOTEpE OJIAaHKOB
nokyMmeHToB. Co3siaHue OJaHKOB JOKYMEHTOB B KOMIbIOTepe. V3roToBiieHne, KONUPOBaHUE U
THpaXXxupoBaHHe JOKyMeHTOB. CpenctBa oOpaOOTKH TOKYMEHTOB. JIOKyMEHTHI, TiepeaBacMbie
M0 KaHajaM CBsi3M (Tenerpamma, Telekc, (akcorpamma, Tenedororpamma). llonsTre
«oprrexHuka». OCHOBHbIE BU/bl OPraHU3AIIMOHHON TexHUKH. [IpaBuia TeXHUKU OGE€30MaCHOCTH
paboThl C OPrTEXHUKOI.

Tema 3.4 JnexkTpoHHOe NOKyMeHTUPOBaHMe. [IoHsITHE «3JIEKTPOHHBINA TOKYMEHT).
[IpeumymecTBa mepemayum JOKyMEHTa C KOMIIBIOTEpAa Ha KOMITBIOTEp.  YCTaHOBKAa Ha
KOMITBIOTEPE CIEIUANBHO BBIJCIEHHON ManKy JUIs MOCTyHAlomuX 10KyMeHToB. [Ipenmymiectsa
anekTpoHHOM moutkl. Jloctyn k Internet. Cucrema peructpauuu v KoHTpoJis. Co3manue
ANEKTPOHHOM 0a3pl  JaHHBIX. [loMck JMOKyMeHTa.DKCKypcusi B apxuB MypMaHCKOTO
apKTHYECKOTO TOCYJapCTBEHHOTO YHUBEPCUTETA.

6.  NEPEYEHD YYEBHO-METOJINYECKOTO OBECIIEYEHNS,
HEOBXOJINMOT'O JI/Is OCBOEHMS JUCHUILIMHEBI (MOIYJIS).

OcHoBHas1 iuTEparypa:

1. OenepanpHblii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM jene B Poccuiickoi
Oenepanuny (pen. denmepanbHbix 3akoHOB oT 04.12.2006 Ne 202-®3, or 01.12.2007 Ne 318-®3, or
13.05.2008 Ne 68-@3, ot 08.05.2010 Ne 83-D3, ot 27.07.2010 Ne 227-D3)

2. OenepanpHbiil 3akoH "O0 MHPOpManuu, HHGOpPMATH3AMK U 3auTe HHPopManuu'". 3aKoH
noxmnucad [Ipesunentom Poccuiickoit deneparuu 20 deBpans 1995 rona N 24-03

3. 3akoH Mypmanckoit obiactu ot 20.02.2006 Ne 730-01-3MO «OO6 apXuBHOM Jieie B
MypMaHCKOH 00J1acTH»

4, ®Oenepanpabii 3axoH 0T 27 uronst 2006 r. N 152-03 "O nepcoHanbHBIX JaHHBIX"

5. OenepanpHblii 3ak0H 0T 2 Mas 2006 r. N 59-®3"O nopsiake paccMOTpeHHUs oOpaieHHi

rpaxaad Poccutickoit @eneparuu” C n3MeHEHUSIMU U AONOTHEHUsIMU OT: 29 nrons, 27 uronst 2010 ., 7 mas, 2
ntonist 2013 1., 24 Hos10pst 2014 1.

6. [IpaBuma genmompom3BoacTBa B (eAEpalbHBIX — OpraHaX  HWCIOMHHUTENBHONH — BIIACTH
(yrBepknensl moctanoBienueM [IpaBurenscrBa Poccutickoit @enepamuu ot 15.06.2009 Ne 477
7. [lepeueHb THTOBBIX YIPABICHUYECKUX APXUBHBIX JOKYMEHTOB, OOPa3yIOLIMXCS B IIPOIECCE

JESITeNbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIIPABJIEHUS U OpraHu3aluil, C yKa3aHHeM
CPOKOB XpaHEHUS. YTBEPXkJICH MpuKazoM MuHHUCTepcTBa KynbTyphl Poccuiickoit @enepanun oT 25 aBrycra
2010 . Ne 558

JonojiHUTEIbHAA JIUTEPATYpA:

1. [Mucemo MunoOpasanust PO or 20 mexadbpst 2000 roma N 03-51/64 «O Meromuveckux
PEKOMEHIAIMSX 0 paboTe C JOKYMEHTaMH B 00IMIe00pa30BaTEFHBIX YUPSIKICHUIX)



2. Opranuzamus Ienonpou3BoacTBa u qokymentoobopora 10OV [Tekcr]: meroxn. pek. / JI. U.
Jlykuna. - M. : Cepa, 2009. - 128 c.

3. Conoryo, O.Il. [lenonpous3BOACTBO: COCTaBIEHUE, pEAAKTUPOBAHHE U  00paboTKa
nokymMeHTOB: Yuebnoe nocodue / O.I1. Comory0. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIJIMHBI
MOAYJIA)
B o0pazoBarenbsHOM NpoIiecce UCHOIb3YIOTCS:

— y4eOHBbIC ayqUTOPHH Ui MPOBEACHUS Y4eOHBIX 3aHITHUH, OCHAIEHHBIE 00OPYIOBAaHHEM WU
TEXHUYECKUMH CpeicTBaMH oO0ydeHusi: ydeOHas wmebenp, IIK, oOopymoBanue s
JNEMOHCTpAIMU MIPE3EHTAL, HarJIsiHbIe TOCOOMS;

— IOMEIIEHUs JJIi CaMOCTOSITENIbHOM paboThl, OCHAIIEHHbIE KOMIIBIOTEPHOM TEXHHUKOU C
BO3MOXHOCTBIO MOJIKIIFOUEHHS K ceTu «HTepHeT» U o0ecrieueHrneM JOCTyIa B 3JIEKTPOHHYIO
nH(pOpMaIMOHHO-00pa3oBaTeIbHy0 cpeny MATY.

7.1 TIEPEYEHDb JJUNEH3UOHHOI'O ITPOI'PAMMHOI'O OGECIIEYEHUA
.HI/IIICHC%I/IOHHOG nporpaMmmMHoe¢ of0ecnmeyeHne 0TEYEeCTBEHHOI'0 NMpou3BOJACTBA
KasperskyAnti-Virus

.HI/IIICHC%I/IOHHOG NMporpaMmMHoO¢€ obecnmeueHue 3apy6emH0r0 MMpOUu3BOJACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHoe odecriedeHne 0Te4eCTBEHHOT0 MPOU3BOACTBA
7Zip

CB0001HO pacnpocTpaHsieMoe NMPorpaMMHoe odecriedeHne 3apy0e;KHOr0 MpPOU3BOACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJIEKTPOHHO-BUBJINMOTEYUHBIE CUCTEMBbI:

OBC m3narenscrBa «JIaae» https://e.lanbook.com/

OBC m3narenscrBa «FOpaiit» https://biblio-online.ru/

DBC «YHuBepcuteTckas oubnmroTeka omnaiin» https://biblioclub.ru/

7.3 COBPEMEHHBIE IPO®ECCHUOHAJIBHBIE BA3bI IAHHBIX
1. Cynebubie u HopMaTuBHbIE akThl PO http://sudact.ru/
2. Undopmarmonno-ananutudeckas cucreMa SCIENCE INDEX

3. DnekTpoHHas 0aza TaHHBIX Scopus
4. bazer nannaeix kommannd CLARIVATE ANALYTICS

7.4 UTHOOPMAIIMOHHBIE CITPABOYHBIE CUCTEMbI

1. CrnpaBo4HO-IIpaBOBast MH(pOPMALIMOHHAS cucrema KoncynbTant [Tmroc
http://www.consultant.ru/

2. 00O «CoBpeMeHHBIE MeQua TEXHOJOTMH B  OOpa3oBaHUM U KYIBTYpe».
http://www.informio.ru/

8. UHBIE CBEJIEHUSI U MATEPUAJIBI HA YCMOTPEHUE BEJIYIIEA KA®EIPHI
He npenycmoTpeHo.

9. OBECIIEYEHHUE OBPA30BAHMUA JJIA JINL C OB3
Jnst oGecriedeHrss 00pa30BaHUS MHBAJIMJIOB U JIMI C OTPAaHUYEHHBIMH BO3MOKHOCTSIMU 370POBbS
peanu3anys IUCLUIUIMHBI MOXKET OCYIIECTBISATHCA B aJallTUPOBAHHOM BHJAE, C Y4E€TOM


https://e.lanbook.com/
https://biblio-online.ru/
https://biblioclub.ru/
http://sudact.ru/

CHenu(pUKA OCBOCHHUS U JUIJAKTHYCCKHX TPEeOOBAaHUM, WUCXOAS W3 WHIAMBUIYATbHBIX
BO3MOJKHOCTEH U IO JINYHOMY 3asIBJICHUIO 00y4aroIerocs.



