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1. MeToanyeckue peKOMeHIaHU

1.1. MeToauueckue PE€KOMEHIAIUHA IO OPraHnu3anuu paGOTI)I CTYAECHTOB BO
BpEMH NMMPOBEACHUSA JCKIMOHHBIX U MPAKTUYCCKHUX 3aHATHH

[Ipuctynass K HW3yYEHUIO JTUCHMIUIMHBL, CTYIEHTY HEOOXOAMMO BHHUMATEIbHO
O3HAKOMHUTHCSI C TEMAaTHUYECKUM IIJIAHOM 3aHSTHH, CITUCKOM DPEKOMEHIIOBAHHOW JMTEPATYpPHI.
Crnenyer ysCHUTh MOCIEIOBAaTEILHOCTh BBIMOJHEHUS WHIUBHYaIbHBIX YUEOHBIX 3aJaHMM.
CamocrosaTenbHass paboTa CTyJeHTa mpeanojaraer paboTy C HayyHOHM, Yy4yeOHOU U
METOAMYECKON JINTepaTypoil, yMEeHHE cO37aBaTh TEKCTbl. YPOBEHb M TJIyOWHA YCBOEHUS
JTVCIATUTMHBL  3aBUCAT OT AaKTHMBHOM W CHUCTEMAaTHUYECKOW pabOThl Ha JIEKIUSAX, H3YYCHUS
PEKOMEH/I0BAaHHOM JINTEPaTypPbl, BHIIOJHEHUS CAMOCTOSATENIBHBIX U KOHTPOJIBHBIX MHUCbMEHHBIX
3a/1aHUM.

[Tpu n3yueHUM JUCHUIUIMHBI CTYACHTHI BBIOJIHSIOT CIEAYIOIINE 3aaHuUs:

- M3YYalOT PEKOMEH/IOBAaHHYIO HAYYHO-TIPAKTHUECKYI0, YUEOHYI0 M METOIUYECKYIO
JUTEPATYPY;

- BBITIOJIHAIOT 33J[aHUs, TIPETYCMOTPEHHBIE TSI CAMOCTOSATENBHOM paboTHI.

OCHOBHBIMHU BUIaMU ayJIUTOPHOU pabOThI CTY/IEHTOB SBISIOTCS JIEKIIUU U TPAKTHUECKUE
(ceMuHaApCKUE) 3aHATHS.

B xone nexuuii npenojaBareib M3J1araeT U pa3bACHSIET OCHOBHBIE, HauOoJee CIOXKHBIE
TIOHATHUS. TEMBI, a TAaK)Ke CBS3aHHBIC C HEH TEOPETUYECKHE M TPAKTHYECKUE TPOOIIEMBI, TaeT
PEKOMEHIALMU JJISl IPAKTUYECKOTO (CEMUHAPCKOTO0) 3aHATUS U YKa3aHHs JJIsl CAMOCTOSTENIbHON
paboTHI.

CemuHapcKue 3aHATHA 3aBEpINAIOT HU3yYeHHE Haubosiee BAXHBIX TeM Y4eOHOH
mucnuruiHbL. OHM CIyXaT Ui 3aKperuieHHs M3YyYeHHOTO MaTepualia, Pa3BUTHS yYMEHHH WU
HaBBIKOB TOATOTOBKU JIOKJIAJO0B, COOOIIEHUH, MPUOOPETEHUs OMBITa YCTHBIX MYOJUYHBIX
BBICTYIJICHUH, BEJCHHS IMCKYCCHH, apTyMEHTAIlMM W 3allUThl BBIABUTACMBIX TOJOXKECHUH, a
TaKXe JJIi KOHTPOJIA MPErnoAaBaTesieM CTENeHHM MOJATOTOBICHHOCTH CTYIEHTOB IO M3ydaeMoi
TVICTIATUTHHE.

Cemunap mnpenmnonaraeT cBoOOAHBIM OOMEH MHEHHSAMHM IO u30paHHOW TemaTuke. OH
HAUMHAETCS CO BCTYMUTEIHFHOTO CJIOBA TPENOAaBaTeis, (GOPMYIHPYIOMIETO Melbh 3aHITHS U




XapaKTepU3YIOMIETO €ro OCHOBHYIO NpoOJieMaTHKy. 3aTeM, KakK MPaBWIIO, 3aciTylIUBAIOTCS
coo0mieHus ctyaeHToB. OOCyKIeHne COOOIIEeHHs] COBMEIIAETCS C PACCMOTPEHUEM HaMEYSHHBIX
BonpocoB. CoOOIICHUs, MPEANONaralne aHaIM3 MyOIHKAIMi MO OTICIBHBIM BOIPOCaM
CEMHHapa, 3aCIyIIMBAIOTCA OOBIYHO B cepeAuHe 3aHsATHA. lloompseTcss BBIIBHKCHHE U
00CyX/IeHHE alTbTEPHATUBHBIX MHEHHH. B 3aKiIiounTenbHOM CIIOBE MpernojaBaTelb MOJABOJAUT
UTOTH OOCYXJCHHS M OOBSBISICT OIEHKH BBICTYMABIIMM CTYJACHTaM. B memsx KOHTpOJs
MOATOTOBJICHHOCTU CTYJCHTOB U MPUBUTHUS UM HABBIKOB KPATKOTO MHCbMEHHOTO H3JIOXKEHUS
CBOMX MBICJICH TpEnoaaBaTellb B X0J€ CEMHHAPCKUX 3aHATHH MOXET OCYIIECTBIIATh TEKYITUH
KOHTPOJIb 3HAaHUW B BUJI€ TECTOBBIX 3aJaHUM.

[Ipy moaroroBke K CeMHHAPY CTYACHTBI HMMEIOT BO3MOXXHOCTH BOCIOJB30BaThCS
KOHCYJIbTAIIMSIMU TIpenojiaBaresisi. Kpome ykazaHHBIX TeM CTYACHTHI BIIPaBe, MO COIIACOBAHUIO
C TpenojiaBaresieM, U30UpaTh U APYTHEe HHTEPECYIONINE UX TEMBI.

KauecTBOo yueOHOW pabOTHI CTYIEHTOB MpPEMOJaBaTellb OLEHUBACT C HCIIOIH30BAHUEM
TEXHOJIOTMYECKOM KapThl JUCIUIUIMHBI, pa3MellleHHOW Ha caiite MAT'Y.

1.2.MeToanvecKkue peKOMeHIALUH 110 MOAT0TOBKE K c1aye 3a4eTa

OCHOBHBIM HUCTOYHMKOM IOJTOTOBKHU K 3aueTy SIBJISETCS PEKOMEHJyeMas JuTepaTypa U
KOHCIEKThI JieKiuuid. CiieayeT TOYHO 3allOMMHATH TEPMHUHBI U KaTErOpUH, IIOCKOJIBKY B HX
OIPENEICHUAX COJIEPKATCS MPU3HAKH, MO3BOJSIOIINE YSCHUTh UX CYHIHOCTb M OTJIIMYHUTH JTH
MOHATUSA OT APYTUX.

3aueT MNpPOBOJIUTCS MO OuyeTam, KaXKIbldi U3 KOTOPBIX COAEPXKHUT [JBa BOIPOCA.
Conepxanue OWJIETOB OXBaThIBaeT BeCh NpOHAeHHbI Marepuan. Ilo oOkoHUaHuUM OTBeTa
IIpenojaBarelb, IMPUHUMAIOLIMM 3a4eT, MOXKET 3aJaTh CTYACHTY JOIIOJIHUTEIBHbIE U
YTOUYHSIOIIUE BOIPOCHI.

IIpy moAroToBKe K OTBETY Ha 3a4eTe CTYACHTY PEKOMEHIYETCs COCTaBUTh IUIaH OTBETA
Ha Kaxapli Bompoc. [looXuTeNbHBIM TakXke OyneT CTpeMIIEHHE CTYAEHTa H3JI0XKUTh
pa3IuYHbIE TOUYKHU 3PEHUS Ha pacCMaTpUBaeMyo Ipo0sieMy, BbIpa3uTh CBOE OTHOLIEHHUE K HEH

2. IlnaHbl NPAKTHYECKUX 3aHATHI
IIpakTuyeckoe 3ansaTue 1

Conep:xanue, 3HaYEHHE 1€JI0NPOU3BOACTBA. TeXHO0/10rUsi OPraHU3alNHU AeJI0NPOU3BOACTBA
B 00pa30BaTeJIbHOM YUpPeKICHUH

ILnan:

1. OcHOBHBIE TEPMHUHBI U TOHATHE «IEIOMPOU3BOACTBO». MCcTOpHs BO3HUKHOBEHHUS U
OCHOBHBIE JTallbl Pa3BUTUS JEIONPOU3BOACTBA. CHCTEMBbl OpraHM3allld JeJIONPOU3BOJICTBA.
[ToHsATHE ¥ TPUHIMITEI OPTaHU3ALNHU TOKYyMEHTO000pOoTa

2. PexBU3UTHI JOKYMEHTOB. Peructpanust u mHaekcanus AoKyMmMeHToB. CTpykTypa 6a3
JMAHHBIX JOKyMeHTOB. [IpmeM, 00paboTka W pacmpeieseHHe MOCTYMAININX JOKYMEHTOB.
Opranuzanus o0pabOTKH U Nepeaun OTIPABISEMbIX JOKYMEHTOB

3. Ilopsnok MNpOXOXKACHUS BHYTPEHHUX JOKYMEHTOB. OpraHumsanus KOHTPOJS 3a
UCTIOJIHEHUEM JOKyMeHTOB. Pabota ucnonnuteneit ¢ qokymeHntamu. OpraHusanus MOUCKOBOM
CHCTEMBI IO JOKYMEHTaM

4. CiocoObl M METOAbl JIOCTaBKM JIOKyMeHTOB. (OO0paboTka KOH(UICHIIHMATbHBIX
JOKYMEHTOB M JJOKYMEHTOB JIJISl CITYKEOHOTO TTOJTb30BAHMS.

Jlumepamypa: [2]; [9]; [10].
Bonpocwt ons konnekmugnozo oo6cysicoenus:

1. Tlonstne «aenonpou3BoACcTBO». OCHOBHBIE LEAM M 3aJaud JAEJONPOU3BOJACTBA.
HeobxoauMocTh opranu3amuu AeIONPOU3BOACTBA B YUPESKICHUH. 3HAUECHUE JISJOMPOU3BOJICTBA



B JedTelnbHOCTH  oOpa3oBarenbHOM  opranm3auuu. Cekperapb, JEIONPOU3BOAUTEINbD,
JOKYMEHTOBEI, KaHILIEISAPHUS.

2. Ucropuueckue stanbl pa3BUTHS jAenonpousBoactBa B Poccun. CoBpemeHHOE
roCyJapCTBEHHOE PEryJIMpOBaHHUE JeI0NPOU3BOICTBA.

3. CucrteMsl AeI0NpPOU3BOACTBA: LIEHTPAIN30BaHHAs, I€LIEHTPAIN30BaHHAs, CMEIIAHHAs.
Crpyktypa U 00BEM J0KyMEHT0000poTa. OCHOBHBIE NPHUHLMIIBI OpraHU3aLUU paboThl C
JIOKYMEHTOIIOTOKaMH.

4. TlonssTe pekBH3UTa JOKyMeHTa. Buabl pekBusutoB. [IpaBuina odopmiieHus
PEKBU3UTOB JOKYMEHTOB. bmank ngokymenta. Buapl OnankoB. TpeOoBanus Kk OjgaHKam
JOKYMEHTOB. BuJibl 1 pOpMBI perucTpauy JOKYMEHTOB. SI3bIK U CTHIIb CITY)XEOHBIX JOKYMEHTOB.

5. Dranbl 00pabOTKM BXONAIIMX JOKyMEHTOB. IlepBuuHas o0paboTka BXOISIIMX
JOKYMEHTOB. Perucrpupyemble M Hepeructpupyemble JoKyMeHTHl. IIpenBapurenbHoe
paccMOTpEHHE JOKYMEHTOB ISl HAIPABJIEHUs UCTIONHUTENSAM. Pe3omonus.

6. Ilopsiiok MOArOTOBKHM HCXOASIIUX JOKYMEHTOB. CocTaBlIeHHE MPOEKTa JOKYMEHTa,
coriacoBaHue, nojanucanue (yrBepikieHue), TupaxupoBaHue. CrocoObl U METOJbl OTIPaBKU
UCXOIAUIMX JIOKyMeHTOB. OOImas XapaKTepuCTUKa Clly>keOHOHM mnepenucku. Pa3HoBuaHOCTH
CITY’)KCOHBIX ITHCEM.

7. BHyTpeHHUE JOKYMEHTbI 00pa3oBaTenbHON opranu3auuu. Ilogroroska, opopmienue,
peructpanus. [IpaBuiaa NMOCTaHOBKM JTOKYMEHTOB Ha KOHTPOJIb. llOpsiloK CHATHS JOKYMEHTOB C
KOHTposs. OTyeT 1O KCHOJHEHUIO KOHTPOJIBHBIX JIOKyMEHTOB. OrepaTHBHOE HCIIOJIHEHHE
JIOKYMEHTOB COTPYAHMKaMH B COOTBETCTBUM C HUX JOJDKHOCTHBIMU OOS3aHHOCTSIMH U
pesomtonelt  pykoBojuTens.  OTBETCTBEHHOCTh 32 HECOONIOfeHHE  TpeOOBaHU
UCIIOJHUTENIbCKOM  JAMCUUIUIMHBI, 32  HENPaBWIbHOE  HCIOJb30BaHUE  JIEWCTBYIOIIMX
HOPMAaTUBHBIX IOKYMEHTOB B IIOJIrOTOBKE, O(DOPMJICHUU U UCIIOJHEHUH IOKYMEHTOB B CPOK.

8. OpraHuzaiys TOYTOBOM, KYPbEPCKOW MW JKCIPECC-IOCTaBKM JOKyMeHTOB. [lonsartus:
«UEHHOCTh M Oe3omacHOCTb  MH(pOpMAIMKNY, «KOH(HIEHIINATBHOCTbY, «yrposa
KOH(QHICHIIMATBHOCTHY, <«3aluTa HH(OpMaIm». be30macHOCTh LEHHBIX HH(POPMALIUOHHBIX
pecypcoB. llennas mHpopmanus u KoH(UIEHIMATbHbIE JOKYMEHTHI. PermameHnranus cocraBa
KOH(QUICHIMAIBHBIX CBEJEHUH U JOKyMeHTOB. llopsimok pabGoThl ¢ KOH(UIEHIUAIbHBIMU
JOKyMeHTaMHu 1 Matepuanamu. KoHuaeHnuuansHas nHGopMaIus U CBEACHUS B JEATEIbHOCTU
00pa30BaTeIbHOI OpraHu3allny.

3agaHus 1J1s1 CAMOCTOATEIHLHOH PadoThI:
N3yunte caMOCTOSTENBHO CAEAYIONUE T0KYMEHTHI:
@enepanbHblil 3akoH "O06 uHpopmanmu, MHGOpMaTH3aMKU U 3amuTe MHpopMmanuu". 3aKOH
noxanucad [Ipesunentom Poccuiickoit deneparuu 20 dhespans 1995 roga N 24-03

IIpakTuyeckoe 3ansATHE 2
HopMmatuBHo-3ak0oHOAaTe/IbHAsA 0a3a. OCHOBHBIE BU/IbI IOKYMEHTOB U CHCTEMbI
aokyMeHTanuu. Oco0eHHOCTH MOATOTOBKHU M 0opMIeHHs OTAEJbHBIX BUI0B JOKYMEHTOB

Inan:

1. HOpMaTI/IBHO—SaKOHOI[aTeJ'II)HBIe U HOPMATUBHO-METOJUYCCKHUE JOKYMCHTBHI II0
JIeTIONPON3BOICTBY. HOopMaTHBHO-3aKOHOJATEIbHBIE U HOPMATHBHO-METOAMYECKUE JTOKYMEHTBI
10 ApXUBHOMY JIETTY.

2. Knaccudukarus nokymentoB. FOpunnueckas cuna qokymenTta. HazHaduenne u cocraB
OpraHW3aIMOHHO-TIPABOBOM  JOKyMeHTanuu. HasnadeHme © COCTaB  OpraHuU3aIllMOHHO-
pacmopsiAMTeIbHOW JOKyMeHTanuu. Ha3HaueHwe M COCTaB CIPaBOYHO-HH(OPMAIIMOHHOM
JIOKYMEHTAIUU.

3. JlokanbHble HOpMaTHUBHEIE akThl. COocTaB U paboTa ¢ KaapoBOil TOKyMEHTAIIUEH.

Jlumepamypa: [1]; [2].



Bonpocul 0n5 konnexkmuerno2o o6¢cysicoenus:

1. 3akoHonarenbHble akThl Poccuiickoit ®Penepaumn u  MypMaHCKoi  obmiactw,
perJaMeHTUpYIOIIKUe JEJIONPOU3BOJCTBO U apXWBHOE JAeno. ['ocyaapcTBEHHBbIE CTaHAAPTHI U
yHU(pUKaus B 00JacTy JeIONPOU3BOICTBA U APXUBHOTO JIejIa.

2. UHcTpyKuMsa 1O  JAETIONpOU3BOACTBY MuHHMCTEpCTBa O00pa3oBaHHUA UM HAyKU
Poccuiickoit ®deneparuu. MeToauueckre pPEKOMEHIAMHM IO pa3pabOTKE HOMEHKIATYPhl
MHCTPYKIMU TIO JEJIONPOU3BOJCTBY B 00pa30BaTEIbHOM YUYPEKICHHH. THUIOBBIE MEPEYHHU C
yKa3aHHEM CPOKOB XpaHeHUs JoKyMeHTOB. [IpaBuia paboThl apXUBOB OpraHU3aIlHii.

3. Knaccudukanus JTOKyMEHTOB, €€ OCHOBHble mnpu3Haku. Kraccuduxamus 1o
HAaUMEHOBAHUIO: TPUKAa3bl, PACIOPSDKEHUS, IUIAHBI M OTYETHI, aKThl, MPOTOKOJbI, JAOTOBOPHI,
yCTaBbl, THCTPYKIUH, TIOBEPEHHOCTH U T.A. Kitaccudukaius mo Mecty cocTaBjIeHHUs], 10 CTETIEHU
YHU(DUKAIUH, TI0 TIPOUCXOXKICHUIO, 110 BUTY 0(DOpMIICHUS, IO CI0co0y pukcannu HHPOPMAIIHH,
[0 CTENEHH CIO0XHOCTH, IO CTEMEeHU TIJACHOCTH, MO IOPHIMYECKOM CHIle, MO CpOKam
UCTIOJTHEHUS, TT0 CPOKAaM XPAHEHHUSI, 110 CTEIICHN 0053aTeIbHOCTH.

4. Cucrema  OpPraHM3allMOHHO-TIPABOBOM  JOKyMeHTauuu  (yCTaB  YUpPEXKACHHUS,
MIOJIOKEHHS, INTAaTHOE pacluCaHue, JOJDKHOCTHBIE WHCTpyKmmu). Cucrema OpraHM3aldOHHO-
pacropsaauTenbHON JoKyMeHTanuu (ykas, IpHKa3, BBIIUCKA W3 TIPUKa3a, pPaclopspKeHHe,
nocraHoBjieHne). Cucrema CHpaBOYHO-UH(POPMALMOHHOW JOKYMEHTAMH (IPOTOKOJ, aKT,
3asBliCHWE, JOKJQJHAas 3alMCKa, NpPeAJIOKEHUe, TMpEICTaBlIeHHe, CIy)KeOHas 3amucka,
oObsicHuTenbHas ). CxeMa TMOATOTOBKM PaCIOPSIIUTENBHBIX JTOKYMEHTOB. [lOpsimok cHATHS |
BbIJIa4X KOMUM C JOKYMEHTOB.

5. TlonoxeHusi, paBuiia, MHCTPYKIUHU (TIpaBHiia BHYTPEHHETO TPYJOBOTO PaclopsIKa,
MHCTPYKIIUU O TOPSAKE OCYIIECTBICHUS KaKOH-THOO NEATENIbHOCTH MM TOPSIKEe TPUMEHEHHUS
MOJIO)KEHUH 3aKOHOJATENbHBIX M HMHBIX HOPMATHUBHBIX AaKTOB, MOJIOKEHUS O CTPYKTYPHBIX
MoJipa3/ielieHusIX, KOJUIEKTUBHBIN JoroBop u ap.). [lopsaok odopmieHHus U MOAMMCAHUS ITUX
JIOKYMEHTOB JIJIsl IPUMEHEHHS KaK CaMOCTOSITEIbHBIX MPABOBBIX aKTOB.

6. [loHsTHE U CTPYKTYypa MEPCOHANBHBIX AaHHBIX. O0s3aTeNbHbBIE KaIPOBbIe JOKYMEHTHI
o0pa3oBaTeNnbHOI OpraHu3aluM, WX BUJABI, COCTaB, HOPMAaTHBHBIE TPeOOBaHUS K BEICHUIO
KaJIpoBOM JOKyMEHTaluu (MPUKa3bl M PACMOPSHKEHUS MO JTUYHOMY COCTaBy, 3asBIICHUE,
TPYIOBON JOTOBOP, AOKHOCTHASI MHCTPYKIHMSA, TPYIOBas KHUXKKA, TUYHAS KapTOUyKa, JIMYHOE
neno). JIpwkeHWe M XpaHEeHHE KaJpoBOW JOKyMmMeHTauuu. JKypHaiabl M KHHTH Y4era.
VcnonHeHnue connaabHO-NPaBOBbIX 3alIPOCOB.

3agaHusA 1J1s1 CAMOCTOAITEILHOMH PadoThI:
N3yunte caMOCTOSATENBHO CIEAYIONNE JOKYMEHTHI:
1. ®enepanbhblil 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHoM jene B Poccuiickoit
Oenepaunn» (pea. GenepanbHpix 3akoHOB 0T 04.12.2006 Ne 202-D3, ot 01.12.2007 Ne 318-D3,
otT 13.05.2008 Ne 68-@3, ot 08.05.2010 Ne 83-D3, ot 27.07.2010 Ne 227-D3)
2. @enepanbubiii 3akoH "O6 uHoOpMaMM, MHPOPMATH3AUK U 3ammTe HH(pOpMaruu'.
3akon noamucad [Ipesuaentom Poccutickoit deneparuu 20 dheBpans 1995 roma N 24-D3
3. 3akon Mypmanckoit ob6mactu ot 20.02.2006 Ne 730-01-3MO «O06 apxuBHOM jejne B
MypmaHckoit obmactu»
4. ®enepanbHblil 3akoH 0T 27 utoiist 2006 1. N 152-03 "O nepcoHanbHbIX JaHHBIX"
5. ®enepanbHblil 3akoH oT 2 Mas 2006 r. N 59-®3 "O nopsiake paccMoTpeHHUs: oOpalieHuit
rpaxzaaH Poccuiickoii @enepanun” C N3MEHEHUSMHM M AOINOJHEHUSAMU OT: 29 uroHs, 27 uroins
2010 r., 7 mas, 2 utons 2013 r., 24 HOs16ps 2014 T.

6. [IpaBuna nenonpous3BoACTBa B (elepalibHBIX OpraHax HCIOJHUTENBHOW BJIACTH
(yrBepxkaeHsl nocranonienueM [IpasurensctBa Poccuiickoit @enepannu ot 15.06.2009 Ne 477
7. IlepeyeHb THUIMOBBIX YNPABIEHYECKUX APXMBHBIX JOKYMEHTOB, O0Opa3yloUIMXcs B

IpoLEecce JIEATEIbHOCTH TOCYNAapPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYIpPABIIECHUS WU



OpraHu3alui, ¢ yKa3aHUeM CPOKOB XpaHEHUs. Y TBEPKIEH IIPUKa30M MUHHUCTEPCTBA KYJIBTYpPbI
Poccuiickoit ®enepanuu ot 25 aBrycra 2010 r. Ne 558

IIpakTH4yeckoe 3ansaTHe 3

®opmupoBaHuUe /ieJ1 U OPraHU3alMsl XPaHEHHUs JOKYMEHTOB. JKCIePTH3a IIEHHOCTH
AOKYMeHTOB. TexHu4ecKkne cpecTBA, HCOJIb3yeMble B 1eJI0NPON3BO/ICTBE.
DJIeKTPOHHBIH IOKYMEHT0000POT

Ilnan:

1. IlpaBuna cocTaBieHHMs HOMEHKJIATypsl naen ydpexnaeHus. @DopmupoBanue u
oopmiienne nen. OpraHu3anys ONepaTUBHOIO XpaHEHHs JOKyMeHTOB. DopMupoBaHue apxuBa
B 00pa30BaTEIbHOM YUPEKACHUH.

2. Jlena TOCTOSIHHOTO M BpPEMEHHOTO CpOKAa XpaHEHHsA. OKCIEpPTHas KOMHCCHUS
yupexaenus. [Iopaaok yHUUTOKEHHUS JOKYMEHTOB.

3. Ucnonw3oBanue [IK B nemonpousBoactse. CpencTBa KONMUPOBAHUS U ONEPATUBHOIO
pasmHoxenus. llpuem m 00paboTKa AOKYMEHTOB, MOCTYMAIOUIMX IO KaHAJIaM 3JEKTPOHHOU
nouThl ¥ (hakcUMUIIBbHOM cBsi3u. [IpaBuia 6e30macHON pabOThI C OPTTEXHUKOM.

4. DnexTpoHHOE TOKyMeHTUpoBaHUE. [IOHITHE «IIEKTPOHHBINA JOKYMEHT.

Jlumepamypa: [1]; [2].

Bonpocul ona konnexkmugnozo obcyscoenusi:

1. [lonstne o «uene». Homenkmarypa nen. CocTaBieHHME HOMEHKJIATypbl i€l B
oOpa3zoBaTesnbHOM yupexaeHun. @opmupoBanue nen. [Ipu3Haku 3aBeieHUs Aeil: HOMUHAJIbHBIM,
IIPEIMETHO-BOIIPOCHBIN, aBTOPCKUIl, KOPPECTIOHAEHTCKUH, Teorpaduieckuii, XpOHOIOTMUECKUM.
Bunet apxuBoB. TpeboBanus k apxuBam. [lopsnoxk nepenaud JOKYMEHTOB Ha apXHBHOE
xpaHeHue. Cuctemarusaius JOKyMEHTOB B apxuBe. PaboTa ¢ HayuyHO-CIIpaBOYHBIM amnmnapaToM
(ucropuueckasi CripaBKa, OMKCHU JIe] OCTOSTHHOTO M BPEMEHHOT'O XpaHEHHs JOKYMEHTOB, KHUTH
yueTa U IBUKEHUS Jen).

2. Oco0eHHOCTH XpaHEHHUs Jesl MOCTOSHHOro, BpeMeHHoro (cBbime 10 ser) u aen mo
an4HOMYy cocTaBy. [lopsinok nepenaun aen B 'ocygapcTBeHHble apxuBbl. CO31aHNUE SKCIIEPTHON
KOMHCCUU yupexJeHus. llpoBeneHue sKCHepTU3bl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3aceaHMil KOMHMCCHM M aKTOB Ha yHMUYTOKeHue nen. [Ipoumenypa yHMUYTOKEHUs
JIOKYMEHTOB.

3. KommbroTepHble cpecTBa MOATOTOBKH JIOKYMEHTOB. Vcrnonb3oBaHue 11a0JI0OHOB IS
dopMHpoBaHUs JOKYMEHTOB Ha KoMmIbioTepe. lcnonab3oBaHHe B KOMIbIOTEpE OJIaHKOB
nokyMeHToB. Co3aaHue OJIaHKOB JOKYMEHTOB B KOMIIbloTepe. V3rotoBiieHHe, KOMPOBAaHUE U
TUPaXHPOBaHUE NOKYMEHTOB. CpenctBa 00pabOTKH JOKYMEHTOB. JIOKyMEHTHI, iepeaaBaeMble
0 KaHajaM CBs3u (Tejerpamma, Tenekc, ¢akcorpamma, TteneoHorpamma). [lonsTue
«oprrexHukay. OCHOBHBIE BHJIbI OPraHU3allMOHHON TeXHUKU. [IpaBuiia TeXHUKH 0€30MaCHOCTH
pabOTHI C OPTTEXHUKOM.

4. IlpenmyniecTBa nepeadym JOKyYMEHTa C KOMIIBIOTEPA Ha KOMIIBIOTEp. YCTAHOBKA Ha
KOMIIBIOTEpE CHEIHAIbHO BBIICTICHHOW MaNKy JUIsl MOCTYMAaroMMX T0KyMeHToB. [Ipenmyiiectsa
anekTpoHHOM mnouthl. [loctym k Internet. Cucrema perucrpaumm n koHTpoiasa. Co3naHue
AIIEKTPOHHOM 0a3bl JaHHbIX. [loMCK HOKyMeHTa.

3aaHus 1J151 CAMOCTOATEIbHOM padoThI:
N3yuuTe caMOCTOATENHHO CIENYIONNE JOKYMEHTHI:



1. @enepanbubliii 3akoH 0T 22.10.2004 Ne 125-®03 «O6 apxuBHOM nene B Poccuiickoit
Oenepannn» (pea. Genepanbabix 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-®3, ot 27.07.2010 Ne 227-D3)

2. IIpaBuna nenonpousBoAcTBa B (efepalibHbIX OpraHax HCIOJHUTEIBHOW BJIACTH
(yrBepxkaeHnsl nocranoieHueM IlpaBurensctBa Poccuiickoit @enepanuu ot 15.06.2009 Ne 477

HpakTnyeckue 3ausitus 4-5
CucremMbl J0KYMEHTOB, 00Pa3ylOLIUXCH B A1eATeJIbHOCTH LIKOJI.

ILnan:
OpFaHI/I3aI_II/IOHHBIe IIOKYMGHTBI.
PacniopsauTenbHbIC JOKYMEHTHI.
WHudopmManmoHHO-CTIPaBOYHBIE TOKYMEHTEHI.
VY4eOHo-negarornyeckas JOKyMeHTaIusl.

=

Jlumepamypa: [1]; [2]
3amaHus Ui CAaMOCTOSITENTbHONW PaOOTHI:
N3yuure ciaeqyronme MaTepuaibl:

Jemunosa 1.B. Opranusanust JOKyMeHTOO00pOTa B 00pa30BaTENbHbIX YUPEXKICHHUIX
https://stk.dogm.mos.ru/%D0%IE%D1%80%D0%B3%D0%B0%D0%BD%D0%B8%D0%B7
%D0%B0%D1%86%D0%B8%D1%8F%20%D0%B4%D0%BE%D0%BA%D1%83%D0%BC
%D0%B5%D0%BD%D1%82%D0%BE%D0%BE%D0%B1%D0%BE%D1%80%D0%BE%D]1
%82%D0%B0%20%D0%9IE%D0%9E.pdf?ysclid=1334nffqiw

Kopenesa-JleonTtseBa E.B. /lenonpon3BoacTBo B 00pa3oBaTelbHON OpraHu3aluu
https://opdo-fgosdo.ru/uploads/s/r/9/g/r9gnuvne2nej/file/6mKYeqlq.pdf7preview=1


https://sfk.dogm.mos.ru/%D0%9E%D1%80%D0%B3%D0%B0%D0%BD%D0%B8%D0%B7%D0%B0%D1%86%D0%B8%D1%8F%20%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%BE%D0%B1%D0%BE%D1%80%D0%BE%D1%82%D0%B0%20%D0%9E%D0%9E.pdf?ysclid=l334nffqiw
https://sfk.dogm.mos.ru/%D0%9E%D1%80%D0%B3%D0%B0%D0%BD%D0%B8%D0%B7%D0%B0%D1%86%D0%B8%D1%8F%20%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%BE%D0%B1%D0%BE%D1%80%D0%BE%D1%82%D0%B0%20%D0%9E%D0%9E.pdf?ysclid=l334nffqiw
https://sfk.dogm.mos.ru/%D0%9E%D1%80%D0%B3%D0%B0%D0%BD%D0%B8%D0%B7%D0%B0%D1%86%D0%B8%D1%8F%20%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%BE%D0%B1%D0%BE%D1%80%D0%BE%D1%82%D0%B0%20%D0%9E%D0%9E.pdf?ysclid=l334nffqiw
https://sfk.dogm.mos.ru/%D0%9E%D1%80%D0%B3%D0%B0%D0%BD%D0%B8%D0%B7%D0%B0%D1%86%D0%B8%D1%8F%20%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%BE%D0%B1%D0%BE%D1%80%D0%BE%D1%82%D0%B0%20%D0%9E%D0%9E.pdf?ysclid=l334nffqiw
https://opdo-fgosdo.ru/uploads/s/r/9/g/r9gnuvne2nej/file/6mKYeq1q.pdf?preview=1

