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IMosicuuTenbHAA 3aIMCKA

O6wem pucuumanssl 1 3.e.
1. Pesyabtarbl 00y4yeHusi M0 AUCHMILIMHE (MOJAYJII0), COOTHECEHHBIE C MHAMKATOpaMH
JOCTH>KEHUS! KOMIIETCHLIMH, YCTaHOBJICHHBIMH  00pa30BaTeIbHON POTrpaMMOi

Komnerennus HNupukaropnl Pe3ysbTaThl 00y4eHust
KOMIIeTeH UM
VYK-4. Cnocoben Wa-1 yk-4.  Hcnonbdyer | 3HaTh: HOPMATHBHBIE JOKYMEHTHI IO YHU(DHUKAIUU U
OCYILECTBIIATH pasmmuHbic  GOpMBI,  BHIBI CTaHIapTU3aLuU B obnactu JIOKYMEHTAallNH,
JIETIOBYIO YCTHOHU W IMCbMEHHON NICTIOBON | neficTByrome Ha TeppuTopur Pd; rocymapcTBEHHbIE
KOMMYHHUKAIIUU Ha
KOMMYHHKAIIHIO B CTaHIAPTHI 178 3aKOHOIATCIIHHBIE aKTBI 1o
. . | TOCYy1apCTBEHHOM SI3BIKE
YCTHOH ¥ MTUCEMEHHO L JTOKYMEHTHPOBAHHIO;
Poccuiickoit ®enepanyu 6
(dopmax Ha U2 yk-4.  Ocymecrausier | CACTEMBI JIOKyMEHTAINH, TPEOOBAHNS K COCTABICHHIO M
roCyJapCTBEHHOM 0 OPMIICHHIO IOKYMEHTOB;

si3b1ke Poccuiickoit
Denepanun u
MHOCTPaHHOM (BIX)
si3bIKe(ax)

VK-6. Cnocoben
YIPABISITH CBOMM
BpPEMEHEM,
BBICTPANBAaTh U
peann30BhIBATH
TPAEKTOPHIO
caMOpa3BUTHS Ha
OCHOBE ITPHUHITUIIOB
obpa3oBaHus B
TEYEHHE BCEH KU3HU

KOMMYHHKAIHIO, OCHOBBIBAsICH
Ha CHUCTEME HOpPM H3y4aeMOro
MHOCTPAHHOTO SI3BIKA,
UCIIONB3ys  KOMMYHHMKaTHBHO
MIpUEMJIIEMBII CTHUJIb B
COOTBETCTBUM C LENBI0 U
CUTyalnueH oOmeHus

NA-3 yx K-4. Bemonnser ans
JINYHBIX nenei (S ]S:T0)i¢
oHIHATBHBIX u
npoecCHOHANBHBIX TEKCTOB C
MHOCTPAHHOTO SI3BIKA Ha
PYCCKHH, C PyCCKOIO SI3bIKa Ha
HWHOCTPAaHHBIN

N-1yx-6. Hcnonesyer
HUHCTPYMEHTBl M METOABI
yIpaBJIeHUs COOCTBEHHBIM

BpPEMEHEM  IIpU
KOHKPETHBIX 33714

BBINTIOJTHCHHUHU

NA-2yx-6. IInanupyer
TPAEKTOPHIO CBOETO
caMOpa3BUTHS,

PO eCCHOHAIBHOTO pocra,
BBISBIISISL  JIMUHBIE  PECYPCHI,

BO3MOXHOCTH U OTPAHHUYEHHS
IS ee peanu3auu

TUIIOBbIC MHCTPYKIUU MO ACJIOIMPOU3BOACTBY, PCTIIAMCHT
pa60TLI, JOJKHOCTHBIC MHCTPYKIUU;

OCHOBHBIE BHUJBl JIOKYMEHTOB, PErJaMEeHTHPYIOIIUX
00pa30BaTeNbHYIO JCITEIBHOCTD;

OCHOBBI  JICJIONIPOM3BOJICTBA B 00pa30BaTEIbHOM
YUPEeKICHUN.

YMeTh: panuoHanbHO ¥ 3((HEKTUBHO OPTraHU30BHIBATH
JIENIONPOU3BOJICTBO B 00pa30BaTeIbHOW OpraHMU3aliy;
COCTaBJATh  y4eOHO-METOJMYECKHE W  HOPMATHUBHO-
MPaBOBbIC JIOKYMEHTBI, periiaMeHTHPYIOIIUe
JIeSITeNIbHOCTh 00pa30BaTesIbHOM OpraHu3aluu

Brnanets: MeTomamu, cocobamMu M CpelcTBaMu

MOJTyYEeHUS, XpaHEeHUs, nepepaboTku
uHpopManuy, OCHOBaMU KOMITIBIOTEpHOU
IPAMOTHOCTH;  TEXHOJOTMEH  OpraHu3aluu
JEJIONPOU3BOICTBA B o0pa3oBaTeIbHOM
YUPEKICHUU.

2. Coaep:xaHue TUCHMILIMHBI (MOTYJIs1)

Pa3nen 1. Conep:xkanue, 3HaueHue ae10npou3BoacTBa. TexHouorus
OpPraHM3alNH 1eJIONPOU3BO/CTBA B 00pa30BaTEIbHOM YUpPeKIeHUU

Tema 1.1 OcHOBHBIC TEPMHUHBI U NOHATHE «1eJONPOU3BOACTBO». IcTOpHSI BOSHMKHOBEHHS
U OCHOBHBIE 3TAMbI PA3BUTHS 1eJ0NPON3BoAcTBA. CHCTeMBbl OpraHu3anuu
aejonpousBoacTea. [loHsiTHE M NPUHIUIIBI OPraHU3alMU JOKYMEHT0000pOTa




[MonsTHe «aenonpou3BoACTBO». OCHOBHBIE LIEIH U 337a4d JIeI0MPOonu3BoAcTBa. HeoOxoammocTs
OpraHM3aIy JeJIONPOU3BOACTBA B YUPEKACHUH. 3HaUCHHUE JeIONPON3BOICTBA B I€ATEILHOCTU
oOpa3oBaTenbHOro yupexaeHus. Cekperapb, 1eI0NpOU3BOIUTENb, JOKYMEHTOBE, KaHICIAPHSL.
Uctopuueckue stansl pa3BuThs AenonpousBojctBa B Poccun. CoBpeMEeHHOE rocyaapCTBEHHOE
PEryjinpoBaHuc ACJIOMPOU3BOACTBA. CucreMsl ACJIOIMMPOU3BOACTBA: HCHTpAJIN30BaAHHA,
JeleHTpanu3oBaHHas, cMmemanHas. CTpykrypa u 00BEM J0KyMeHTooOopoTa. (OCHOBHBIE
NPUHIUITB OPraHU3alUN PA0OTHI C TOKYMEHTOIIOTOKAMH, KaK CO3/JaHUE ONTUMAJIbHBIX YCIOBUN
JUIsE BCEX BHUAOB paboThl ¢ JoKyMeHTamMu. OpraHu3alMOHHas CTPYKTypa IepcoHaia,
obecrneunBaromniero padboTy ¢ JOKyMEHTaMH.

Tema 1.2 PexkBU3UTHI J0KyMeHTOB. Perucrpanusi 1 mnaexcanus 10kymMeHToB. CTpyKkTypa 0a3
JaHHBIX JA0KyMeHTOB. Ilpuem, oOpabdorka m pacnpenejieHHe MNOCTYNAKIIMX JTOKYMEHTOB.
Opranusanus o0padoTKH U NepeJayu OTIPABJIAEMbIX J0KYMEHTOB.

[Tonsitue pexkBuszuTa NOKyMeHTa. Bunel pekBuzutoB. IlpaBuna odopmieHUs PeKBU3UTOB
TOKyMeHTOB.  Dopmynsp-oOpaszen.  bmank mokymenta. Bunbl 6mankoB. TpeOGoBaHus K
6mankam gokymeHToB. lllaGnonsl. MHaekcanus u peructpanus AOKyMeHTOB. Buasl u Gopmbl
peructpamnuu JOKyMeHTOB. TpeOoBaHHMS K TEKCTaM CIIY)KEOHBIX JOKYMEHTOB: KPaTKOCTh M
TOYHOCTb HU3JIOKE€HUS HH(OpMalMM, HCKIIOUYEHHE JBOSIKOTO TOJIKOBAHHS, OOBEKTHMBHOCTH U
JIOCTOBEPHOCTh MH(POPMAITUH, COCTABJICHHUE MPOCTHIX JOKYMEHTOB, CTPYKTYPUPOBAHHE TEKCTa
JOKYMEHTa, I[IMPOKOE HCIOJb30BaHUWE TpadapeTHbIX W THUIOBBIX TEKCTOB MpPHU OMHCAHHUU
MOBTOPSIONINXCS YIPABICHYECKUX CUTYaMi. SI3bIK U CTUIB CIYXKEOHBIX JOKYMEHTOB. DTarbl
00pabOTKH BXOIAIMIUX JTOKYMEHTOB. [lepBuunas 00paboTKa BXOIAIIUX JIOKYMEHTOB.
Peructpupyemble u Hepeructpupyemble JOKyMeHTHI. [IpeaBapuTenbHOE paccMOTpEHHE
JIOKYMEHTOB JIJIsl HalpaBJIeHUs UCTIOIHUTENSIM. Pe3omonus.

[Topsigok  MOATOTOBKM  HCXOASMIMX  JOKyMeHTOB. (CocTaBieHHUE TMpPOEKTa JOKYMEHTa,
corjacoBaHue, nojamnvcaHue (yrBepkiaeHue), ThupaxupoBaHue. CriocoObl U METOIbl OTIPABKU
UCXOJAIIUX JOKyMeHTOB. OOmiasi XapakTepucTHKa CIyKeOHOW mepenucku. Pa3sHOBHIHOCTH
CIIy’)keOHBIX THUCEM (COMPOBOAUTENBHOE MHUCHMO, MUCHMO-IPOCHOA, MUCHMO-3aMpPOC, MUCHMO-
OTBET, MHUCHMO-COOOIICHHE, WHPOPMAIIMOHHOE MHCHMO, TapaHTUHHOE MHUCHMO, MHUCHEMO-
MpUIIaieHue u T.1.).

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

BHyTpeHHHe MOKYMEHTHI 00pa30BaTEeNbHOW OpraHM3aluy (3asBJICHUS, CIY)KEOHbBIC 3aIUCKH,
JOKJIaHbIe, OOBSICHUTENbHBIC, CIIPaBKHU, CBOJKH, OTYeThl U Ap.). Iloaroroska, odopmieHue,
peructpauus. [IpaBuna NMOCTaHOBKM JOKYMEHTOB Ha KOHTPOJIb. IlOpsiIOK CHSTHSL TOKYMEHTOB C
KOHTpoiA. OT4er MO KCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOIHEHUE
JAOKYMCHTOB COTpyYAHHKaMH B COOTBCTCTBUM C HUX HOOJDKHOCTHBIMH OGHS&HHOCTHMH u
pe30JIIOIMEe  PYKOBOAMTENS. OTBETCTBEHHOCTh 32 HecoOmwaeHHe  TpeOOBaHMI
HACIOJIHUTEIBCKOMI AJUCHUIIIINHBI, 3a HCIIPAaBUJIbBHOC HUCITIOJIb30BaHUC ﬂeﬁCTBYIOHlHX
HOPMATUBHBIX JOKYMEHTOB B MOJATOTOBKE, OOPMIICHUU U HCIOJHEHUHU JOKYMEHTOB B CPOK.
[TouckoBas cucrema OKyMEHTOB - KapTOTEKH W KJacCU(MKAIMOHHBIC CIPABOYHHKHU. Bubl
KapToTeK. Bupl kitaccu(uKalMOHHBIX CIIPAaBOYHUKOB.

Tema 1.4 Cnocodbl W MeTOIbI J0CTABKH [OKYMeHTOB. OQ0padoTka KoH(pHIeHIHATbHBIX
JOKYMEHTOB M JOKYMEHTOB /Il CJIY:KeOHOr0 TMOJIb30BaHMSL. JKCKYPpCHMS B  OTIe]d
JeJI0nmpou3BoAcTBa MypMaHCKOIr0 ApKTHYECKOI0 roCyIapCTBEHHOI0 YHMBEPCHUTETA.

Opranuzaiiysi MOYTOBOM, KYpbEPCKOM M AKCIIPECC- JOCTaBKU JOKYMEHTOB. [IOHSATHS: «1IEHHOCTh U
0e30macHOCTh  MHGOPMAIMU», «KOHPUIECHIIUATLHOCTE», «yrpo3a KOH(MUICHIIUATEHOCTH,
«3amuTta wuHopManuu». be3omacHOCTh IIEHHBIX WH(POPMAIIMOHHBIX pecypcoB. lleHHas
nH(popmanusa U KoH(GUIESHIIUATBFHBIE TOKYMEHTHI. PernamenTaius cocraBa KOH(GUIESHIINATBHBIX



CBeICHH W JOKyMEeHTOB. llopsimok paboTel ¢ KOHOUACHIHMATBHBIMUA JOKYMEHTAMH U
matepuanamu. Kondunennuanbaas nHGopmanus 1 CBeIeHUs B JEATEIbHOCTH 00pa30BaTeIbHON
OpraHu3aIuu.

Pasnen 2. HopmaTtuBHO-3ak0HOAaTeIbHAsA 0a3a. OCHOBHBIE BUIbI JOKYMEHTOB U
CUCTEeMBbI TOKYMeHTAluU. OCO0eHHOCTH MOATOTOBKU H 0(pOPMIICHHUSA OTAEJbHBIX
BH/IOB IOKYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIE H HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aenonpoussoacTBy. HopmaTuBHO-3aK0HOAATEIbHbIE H HOPMATHBHO-METOANYECKHE
AOKYMEHTBI 110 apXMBHOMY JeJIy.

3akoHomarenbHbIe akThl Poccuiickoit deneparu 1 MypMaHCKOM 001aCTH, perIaMeHTHPYIOINE
JIeNTOTIPOU3BOICTBO M apXUBHOE J1e10. ['ocyapcTBEHHBIE CTaHAAPThl U yHU(UKALUs B 00JIaCTH
JIEJIONPOM3BOJICTBA U apXHUBHOro Jena. MHCTpyKuus Mo Aeronpous3BOACTBY MuHMCTEpCTBA
oOpa3zoBanus u Hayku Poccuiickoit @enepanuu. MeToauueckiue peKOMEHAAuu 1Mo pa3padoTke
HOMEHKJIATYpbl U HHCTPYKLIHMHU TIO JIEJOMPOU3BOJACTBY B 00pa30BaTEIbHOM YUPEKICHUU.
TumnoBsle mepeyHu € yKa3aHHMEM CpPOKOB XpaHEHHs JOKyMeHTOB. [IpaBmia paboThl apXHBOB
OpraHu3aIui.

Tema 2.2 Knaccudukanus 1okymeHToB. FOpunuueckas cuia fokymeHta. Haznauenue u cocras
OpPraHM3aI[MOHHO-TIPAaBOBOM  JOKyMeHTauuu. Ha3HaueHme W cocTaB  OpraHU3aIOHHO-
pacropsauTenbHON JOKyMeHTanuu. HasHaueHnMe M cocTaB  CIPaBOYHO-WH(OPMAIIMOHHOMN
JIOKYMEHTaIUH.

Knaccudukanus 1OKyMEHTOB, €€ OCHOBHBIE NMPHU3HAKU. ['pyNIbl JOKYMEHTOB - JOKYMEHTHI I10
o0mMM ¥ aJMUHHCTPaTHUBHBIM BOIIpOcaM, T.€. IO BONpocaM OOIEro pyKOBOJCTBA
OPEANpUATHEM W €ro  JEATENIbHOCTBIO; - JOKYMEHTBl 10 (YHKUIUSAM  YIPaBICHHS.
Knaccudukanus ciayxeOHbIX TOKYMEHTOB: IO aJMHUHHCTPATUBHBIM BOIIpOCaM; MO BOIpPOCaM
MaTepHaIbHO-TEXHUUECKOT0 CHA0XEHHUS; JOKYMEHTAIUs M0 ITUIAHUPOBAHMIO; MO OIEPATUBHOM
NEeSATENIbHOCTH; IO OyXralTepcKoMy YyueTy; IO TOJArOTOBKE M PAacCTaHOBKE KaApoOB M T.1.
Knaccudukanus mo HaMMEHOBAHMIO: TPHKa3bl, PACHOPSDKEHUS, IJIAHBI M OTYETHI, AaKTHI,
MPOTOKOJIbI, TOTOBOPHKI, YCTaBbl, HHCTPYKILUHU, JOBEPEHHOCTH U T.A. Kiaccudukanus no mecty
COCTaBJICHUS, 1O CTENEHH YHH(PHUKAIMU, TO MPOUCXOXKIACHUIO, MO BUAY OG(OpMIIEHHS, MO
crioco0y ¢dukcanuu HWHPOPMANMK, TIO CTENEHH CJIOKHOCTH, IO CTENEHW TJIaCHOCTH, IO
IOPUAMYECKON Cuile, 10 CPOKAaM MCIOJHEHMs, [0 CpOKaM XpaHEHWs, IO CTENEHU
0053aTeNIbHOCTH.

CucreMa opraHM3allMOHHO-IIPAaBOBOM JOKYMEHTAIMU (YCTaB yUPEKICHUS, TOJI0KEHHS, IUTATHOE
pacnucaHue, JOHKHOCTHBIE HWHCTpyKIMHK). CucrteMa oOpraHuM3aldOHHO-PACIOPSIUTEIbHON
JOKyMeHTaluu (yka3, IpuKas3, BBIIMCKA U3 IpUKa3a, paclopsskeHue, nocTaHoBieHue). Cucrema
CIPaBOYHO-UH(POPMALIMOHHON JOKYMEHTAIMK (IIPOTOKOJI, aKT, 3asBJICHHUE, NOKIaHas 3alucKa,
IpeUIoKEeHNe, TPEeACTaBICHUE, CIy)XeOHas 3amucka, oObscHUTENbHAs). Cxema MOArOTOBKH
pacnopsAUTENbHBIX JOKYMEHTOB. [1opsaok CHATHS 1 BblIauH KOIHM C TOKYMEHTOB.

Tema 2.3 JlokajibHble HOPpMaTUBHBbIE aKThI. CocTaB M padoTa ¢ KaAPOBOI T0KYMeHTalHel.
[lonoxenus, mnpaBuiaa, HMHCTPYKUUHU (IpaBWia BHYTPEHHErO TPYAOBOIO paclopsika,
UHCTPYKIUHU O TOPSIIKE OCYIIECTBICHUS KaKOM-THO0 AesTeNbHOCTH WU MOPSAKE MPUMEHEHUs
MOJIOKEHUN 3aKOHOAATCJIbHBIX MW HWHBIX HOPMATHBHBIX AKTOB, IIOJIOXKCHUSA O CTPYKTYPHBIX
MOJIpa3ieNieHUsX, KOJUIEKTUBHBIN 1oroBop u Ap.). [lopsnok odopmiaeHUs U MOAMUCAHUS ITHX
JAOKYMCHTOB IJId NPUMCHCHHS KAaK CaMOCTOSATCIIBHBIX ITPABOBBIX AKTOB. Iloustue u CTPYKTYypa
NEepCOHANBHBIX AaHHbIX. OOs3aTeNbHbIE KaIpOBblE TOKYMEHTHI 00pa30BaTeIbHON OpraHu3alli,
WX BUBI, COCTaB, HOPMATUBHBIC TPEOOBAaHUS K BEACHHUIO KaJPOBOM JOKYMEHTAIMH (IIPUKA3bl U
pacmopsbKeHHsi 10 JIMYHOMY COCTaBy, 3asBJIEHHME, TPYAOBOH JOrOBOp, JOJKHOCTHAS



WHCTPYKIUS, TPYAOBas KHUXKA, JIMYHAs KapTOuykKa, JMYHOE JeJo). J[BUKeHue U XpaHEHUe
KaapoBO JoKyMeHTauuu. JKypHansl M KHUTM YydeTa. lICnosiHEHHE COLMAIbHO-IPaBOBBIX
3aIpoCoB.

Pa3nen 3. ®opmupoBaHue 1eJ1 1 OPraHU3alUs XPaHEeHUsI JOKYMEHTOB. JKCIepTH3a
LEHHOCTH JOKYMeHTOB. TexHnuyeckue cpeacTrsa, HCIOJb3yeMble B
AeJIONPOU3BOACTBE. DJICKTPOHHBIN JOKYMEHTO000pOT

Tema 3.1 IlpaBuia cocTaBjeHHsI HOMEHKJATYPbI JeJ yupexaeHus. DopmupoBaHue W
opopwiienne nej. OpraHusanusi ONEPATHUBHOIO XpPaHeHUs [TOKyMeHTOB. PopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM yYpPeKICHHH.

[lonsTne o «aemne». Homenknarypa pen. CocraBineHre HOMEHKIATYypbl Jell B
00pa30BaTENILHOM  YUPEKACHUH. ®opmupoBanue aen. llpusHaku 3aBeneHus Aen:
HOMUHAJIBHBIN, TPEIMETHO- BOIPOCHBINA, aBTOPCKHUM, KOPPECMOHACHTCKUN, reorpaduuecKuid,
xpoHonorndeckuii. Buapl apxusoB. TpeboBanus k apxuBam. [lopsaok nepenaun JOKYMEHTOB Ha
apxuBHOe XxpaHeHue. Cucremaruszanus JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CHpaBOYHBIM
annaparoM (UCTOpUYECKas CIpaBKa, OMNMCH J€Jd IOCTOSHHOTO U BpPEMEHHOIO XpPaHEHUs
JIOKYMEHTOB, KHUTH y4€Ta U ABUKECHUS JE).

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

OcoOeHHOCTH XpaHEHUs Jel MOCTOSHHOTO, BpeMeHHOro (cBbimie 10 jeT) u nen mo JUYHOMY
cocraBy. llopsnox mnepemaum gnen B I'ocynmapcrBeHHble apxuBbl. Co3qaHME SKCIEPTHOU
KoMuCCHHM yupexjaeHus. [IpoBeneHue »sKcmepTU3bl LEHHOCTH JOKYMeHTOB. OdopmieHue
MPOTOKOJIOB 3aCelaHUii KOMUCCUU U aKTOB Ha yHUUTOKeHue jaein. [Ipomeaypa yHUUTOXKEHUS
JIOKYMEHTOB.

Tema 3.3 MHcnoan3oBanue IIK B genonmpousBoacrBe. CpeacrBa KONMUPOBAHUST U
OonepaTuBHOro pasmMHoxkenusi. [lpuem n 00padoTKa JOKYMEHTOB, MOCTYNAKIIUX 10 KAHAJIAM
3JIEKTPOHHOM MOYTHI M hakcuMuIIbHOM cBsi3u. [IpaBuiia 6e30macHoil padoThI ¢ OPITEXHUKOM.
KOMHBIOTepHBIC cpeactBa IMOATOTOBKH  OTOKYMCHTOB. Wcmionp3oBanue I_HaG.HOHOB JJIA
dbopMUpOBaHUS JIOKYMEHTOB Ha KoMIbloTepe. Vcmonp3oBaHMe B KOMIBIOTEpE OJIAHKOB
nokymeHToB. Co3gaHue OJaHKOB JOKYMEHTOB B KOMITbIOTEpe. M3roTOBIEHUE, KOMUPOBAHUE U
THPAXUPOBaHUE TOKyMEHTOB. CpencTBa 0OpabOTKH JOKYMEHTOB. JIOKyMEHTHI, TIEpeIaBacMbIe
M0 KaHajaM CBS3H (TejaerpamMma, Telekc, ¢akcorpamma, TenedoHorpamma). Ilonsrue
«oprrexHuka». OCHOBHBIE BUJIbI OPTaHU3AIMOHHON TeXHUKHU. [IpaBuia TeXHUKH 0€30MacHOCTH
paboTHI C OPTTEXHUKOM.

Tema 3.4 DunekTpoHHOe NOKyMeHTHpPOBaHue. IIoHsITHE «3JICKTPOHHBIN JOKYMEHT».
[IpenmymiecTBa Iepenadu JOKYMEHTa € KOMIIBIOTEpAa Ha KOMIBIOTEp.  YCTaHOBKA Ha
KOMIIBIOTEPE CHELUAIBHO BBIACIEHHOW MaKU s MOCTYNAIMX J0KyMeHTOB. [IpenMyiectsa
anekTpoHHOM mouThl. Jloctynm k Internet. Cuctema peructpauun u KoHTpousisi. Co3maHue
ANIEKTPOHHOM 0a3pl naHHbIX. [lomck mokymMeHTa. ODKCKypcus B apXuB MypMaHCKOTO
apKTHUYECKOI0 TOCYIapCTBEHHOTO YHUBEPCUTETA.

3. IlepedyeHb yueOHO-METOANYECKOT0 O0ecneYeH sl TUCIUIITTUHBI (MOTYJIs)
- MYJIBTI/IMGI[I/II‘/JIHBIG MNPE3CHTAIMOHHBIC MaTCpUualibl 10 AJUCHUITIINHE (MO,Z[yJ'IIO)
MIPEJCTaBIICHBI B 3JIEKTpOHHOM Kypce B OUOC MAY;
- METOJMYECKHE YKa3aHHSA K BBINIOJHEHUIO J1a00paTOPHBIX/IPAKTUYECKUX/KOHTPOIbHBIX
pabot (BBIOpATh) MPEACTABICHBI B 3J1eKTpOoHHOM Kypce B DM1IOC MAY;
- MCTOAUYCCKUC MaTCpHaJbl JIA 06y11a10u11/1x05{ II0 OCBOCHHIO JUCHUIIJINHBI (MO,Z[yJ'HI)
MpeACTaBIeHB Ha oduimaibHoM caiite MAY B paznene «Mudopmarus nmo odpa3oBaTebHBIM



[porpammam, B TOM YHCJIE aJalITUPOBAHHBIM».

4. ®oHJ OLEHOYHBIX CPEICTB MO TUCHHILIMHE (MOIYJIIO)
SBnsieTcs OTAETBHBIM KOMIIOHEHTOM 00pa30BaTeIbLHON MpOrpaMMbl, pa3padoTan B hopme
OTJIETPHOTO JJOKYMEHTA, BKJTFOYAET B CEOs:
- TIepEYCHbh KOMIIETCHITUI ¢ yKa3aHHEM ITanoB X (OPMHPOBAHUSI B TIPOIIECCE OCBOCHMS
JTUCUHUILTUHBI (MOIYJIs);
- 3a7JaHUS TEKYIIETO KOHTPOJIS;
- 3aJIaHUS TPOMEKYTOYHOM aTTecTaIli;
- 3a7laHUS] BHYTPEHHEH OIIEHKH KauecTBa 00pa30BaHUs.

5. INEPEYEHDb YYEBHO-METO/IUMYECKOI'O OBECIIEYEHMUA,
HEOBXOJIUMOTI'O JJIs1 OCBOEHUSA JUCHUTIJIMHBI (MO YJIA).

OcHoBHas1 JiuTEeparypa:

1. @®enepanbubiii 3akoH oT 22.10.2004 Ne 125-®@3 «O06 apxuBHOM Jiele B
Poccuiickoit ®enepanuun» (pen. denepanbHbix 3akoHOB oT 04.12.2006 Ne 202-®3, or
01.12.2007 Ne 318-®3, ot 13.05.2008 Ne 68-D3, ot 08.05.2010 Ne 83-D3, ot 27.07.2010 Ne
227-D3)

2. Oenepanbubiii  3akoH  "OO0  uHbopmanuu, uWHQOpPMATH3AMM M 3aLIUTE
nHpopmanuu". 3akon nmoganucan [Ipesuaentrom Poccutickoit @eneparnun 20 gespans 1995 rona
N 24-®3

3. 3akon Mypmanckoit o6actu ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM fieie
B MypMaHCKoii obmacTu»

4. ®enepanbubiit 3ak0H oT 27 utonsg 2006 1. N 152-03 "O nepcoHaabHbBIX TaHHBIX

5. ®enepanbHbiil 3akoH oT 2 Mag 2006 r. N 59-@3"0O mnopsake pacCMOTpPEHMs
obpamenuii rpaxaan Poccutickoit @enepanuu’ C M3MEHEHUSIMU U TOTIOTHEHUSMH OT: 29 UIOHS,
27 wrons 2010 ., 7 mas, 2 urons 2013 r., 24 HosOps 2014 t.

6. [TpaBuna penonpou3BoAcTBa B (heAepalibHBIX OpraHax HMCHOJHUTENbHOM BIacTH
(yrBepkaeHsl nocranoBineHueM IlpaBurenscrBa Poccniickoit @enepanun ot 15.06.2009 Ne 477
7. [lepedyeHb TUMOBBIX YHPABICHYECKHX ApXUBHBIX JOKYMEHTOB, 00pa3yroOIIUXCs B

MPOIIECCEe JIEATETHHOCTH TOCYNAPCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CaMOYIPABIICHUS U
OpraHu3aIyii, ¢ yKa3aHueM CPOKOB XpaHEHUs. Y TBEPKJEH MPUKa30M MUHUCTEPCTBA KYJIbTYPhI
Poccuiickoit @denepanun ot 25 asrycra 2010 r. Ne 558

JlonoJiHUTe/ILHASA JTUTEpPAaTYypa:

1. [Mucemo MunobpaszBanuss P® ot 20 nmekabps 2000 roma N 03-51/64 «O
MeTtoauueckux peKOMEHJANMsIX T0 pabdoTe ¢ JOKYMEHTaMH B 00IIe00pa3oBaTeIbHBIX

YUPEKICHUSIK »
2. Opranu3zanusi JIeJTONPOU3BOJICTBA B JoKyMeHToobopora JIOY [Tekcr]: meros.
pek. / JI. W. Jlykuna. - M. : Cdepa, 2009. - 128 c.
3. Comnory06, O.I1. Jlenonpon3BOACTBO: COCTABICHHE, PEAAKTHPOBAaHUE U 00paboTKa

nokyMeHToB: Yuebnoe nocodue / O.I1. Conory6. - M.: Omera-JI, 2013. - 207 c.

6. TTPOPECCHUOHAJIBHBIE BA3bl JAHHBIX W HWHO®OPMAIIMOHHBIE
CITPABOYHBIE CUCTEMBI

1) F'ocynapcTBeHHas cucTeMa MpaBoBOil HHPOPMAIUH - OPHUIIUATBHBI HHTEPHET-IOPTAI
npaBoBoii nHpopmarmu- URL: http://pravo.gov.ru

2) Undopmannonnas cuctema «EquHoe 0KHO ocTyma K 00pa3oBaTeIbHBIM pecypcam» -
URL: http://window.edu.ru

3) CnpaBouno-npaBoBas cuctema. Koncynsrant [lmoc - URL: http://www.consultant.ru/

7. IEPEYEHDb JTUHEH3MOHHOI'O ITPOI'PAMMHOI'O OBECIIEYEHUSA, B TOM
YUCJIE OTEYECTBEHHOI'O ITPOU3BOJCTBA



JInneH3MOoHHOE MPOorpaMMHoe o0ecreyeHe 0TeYeCTBEHHOr0 MPON3BOICTBA
KasperskyAnti-Virus

JInueH3MOHHOE MPOorpaMMHoe o0ecredyeHue 3apy0e:KHOro Mpou3BoACTBA

MS Office

Windows 7 Professional

Windows 10

CB000/1HO pacnpocTpaHsieMoe NPOrpaMMHOe o0ecneyeHne 0Te4eCTBEHHOI0 MPOU3BO/ICTBA
7Zip

CB0001HO pacnpocTpaHsieMoe MPOrpaMMHoOe odecriedeHne 3apy0e;KHOro NpPon3BoACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

8. OBECIIEYEHHUE OBPA3OBAHMUA IJIs1 JIUIL C OB3

st obecrieueHust 00pa30BaHUSI MHBATUIIOB U JIUI] C OTPAHUYCHHBIMU BO3MOXKHOCTSIMH 3/I0POBbS
peanu3anys JUCHHMIUIMHBI MOMKET OCYIIECTBISATHCS B aJAalTHPOBAHHOM BHJIE, C YYETOM
cnenupuKd OCBOCHUS U JUJAKTUYCCKUX TpeOOBaHMIA, WCXOAS W3 HHIWBUIYaTbHBIX
BO3MOYKHOCTEH M TI0 TUYHOMY 3asBJICHHIO 00YyJaromerocs.

9. MATEPUAJIBHO-TEXHUYECOE OBECHEYEHHUE JUCHUIIVIMHBI(MOAYJISA)
npeacraBieHo B npuiiokeHnn kK OIIOII «MatepuanbHO-TEXHHUYECKUE YCIIOBHS pealn3aluu
00pa30BaTEeIbHOM POrpaMMBbI» M BKJIIOUYAET:

- yueOHblE ayIUTOPUHM [UIS TPOBEACHUS Y4YEOHBIX 3aHATHHA, MNPEAYCMOTPEHHBIX
Iporpammoit OakanaBpuaTa/CrienMaInTeTa/MarucTpaTyphbl (BBIOpATH), OCHAIIICHHBIE
000pyIOBaHUEM U TEXHUYECKUMHU CPEICTBAMH 00yUEHUS;

- IOMEIIEHUs 11 CaMOCTOSITENIbHOM ~ paboThl  00ydYaromMxcsi,  OCHAICHHbBIE

KOMIIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO TIOJKITIOYCHHSI K ceTu «VHTepHeT» U o0ecrieueHneM
JIOCTYTIA K 3JIEKTPOHHOM HH(GOPMaIIMOHHO-00pa3oBarenbHol cpene MAY;

10. Pacnpenesnenne TpPya10eMKOCTH MO BUAAM Y4eOHOM J1esITeJIbHOCTH
Tabmuma 1! - Pacnpenenenue tpynoemkoctu

. Pacrnipenenenue Tpy0eMKOCTH AUCIUILTUHBI (MOIYJIs1) 11O hopMaM 0OydeHUs
Bun yueGHOM
2 Ounas OuyHo-3a04Has 3aouHas
NeATEIILHOCTH B
Cero
Cemectp Bcero Cemectp Bcero | Cemectp/Kype HACOR
3 JacoB JacoB
Jleknun 4 4
IIpakTHueckne
P 10 10
3aHATHUA
CaMocTosTenbHas 2 2
pabota
ITonroroBka K
IIPOMEKYTOUYHON - -
aTTecTallnu
Bcero uacos
M0 JMCHUNJIHHE 36 36




/ u3 HUX B popme

. 10 10
IPaKTUYECKON
MOATOTOBKU
DopMBI TPOMEKYTOUHOHN aTTECTAIIMU U TEKYILETO KOHTPOJIS
Baer [« | 4+ [ [ [ [ [ [ |
IlepeyeHb NpaKTHYECKHUX 3aHATHH 110 GopmMaM 00yUeHUs
Ne .
Tembl NpakTHYECKUX 3aHATHH
o\
1 2

QOuHnas ¢popma

1 Pazgen 1. Conepxanue, 3HaueHUE JEIONPOU3BOJACTBA. TEXHOIOTHS OpraHU3alun
JIETIOTIPON3BOICTBA B 00PA30BaTEIILHOM YUPEKICHUH

2 | Pazgen 2. HopmatuBHO-3aKk0oHOMaTenbHas 60aza. OCHOBHBIE BU/IbI IOKYMEHTOB U CHCTEMBI
,Z[OKYMGHTaI_[I/II/I. OCOGGHHOCTI/I IIOATrOTOBKU U O(l)OpM.HeHI/I}I OTOCJIbHBIX BUI0OB ,Z[OKYM@HTOB

3 | Pazgen 3. ®opmupoBaHue I€]1 U OPraHU3alUs XpaHEHHUS JOKYMEHTOB. DKCIIEpTU3a
LIEHHOCTU JOKYMEHTOB. T€XHUYECKUE CPEACTBA, UCIIOJIb3yEMbIE B ACIIOMPOU3BOJICTBE.
DNEeKTPOHHBIN TOKYMEHTO000POT

4 | Tema 3. 1 IlpaBuna cocTaBiaeHUs] HOMEHKIIATYpPBI A€ yupexkaeHus. PopMupoBaHue U
oopmiienue aen. OpraHusaiys onepaTiBHOIO XpaHEH!s JOKYMEHTOB. DopMHUpOBaHKE
apxuBa B 00pa30BaTEIILHOM YUPEXKICHUU

5 | Tema 3.2 MHcnonwszoBanme IIK B nenompoumsBomctBe. CpeicTBa KONMUPOBAHHUS U
OTMEepaTHUBHOTO pa3MHOXKeHUs. [Iprem 1 00paboTKa TOKyMEHTOB, TIOCTYMAOIIUX TI0 KaHaiam
AJIEKTPOHHOM MOYTHI ¥ (pakCUMUIIBHOM cBsi3U. [IpaBuita Ge3omacHoi paboThl ¢ OPTTEXHUKOM.




