MMHUCTEPCTBO HAYKH U BBICIIIET'O OBPA3OBAHUS POCCUMCKON ®EJEPALINA
(denepajbHOE rocy1apcTBeHHOE 0I0/1KeTHOEe 00pa30BaTEIbHOE YUPEKICHHE
BBICILIET'0 00pa30oBaHus

«MypMaHCKHI apKTHYECKHI IOCy1apCTBEHHbIH YHHBEPCUTET»
(PI'bOY BO «MAI'Y»)

PABOYAS ITPOI'PAMMA JTUCHUIIVIMHBI (MOYJIA)

®T/1.03./le101pON3BOACTBO M JOKYMEHT0000POT B 00pa30BaTeIbHOM Y4pesKAeHUH

(Ha3BaHME TUCLUIUIMHBI (MOIYJISI) B COOTBETCTBUH C YUCOHBIM IIIAHOM)

OCHOBHOM npogeccHOHAJIbHON 00pa30BaTEILHON POTPAMMBI
M0 HANPABJIEHUIO MOATOTOBKH

44.03.05 Ilenarornueckoe oopazoBanue (¢ AByMsi Npo(QuisiMu NOATOTOBKH)
Hanpasiennocts (npodguiaun) Maremaruka. ®usuka

(KO ¥ HaMEHOBaHWE HAIPABIICHUS IO OTOBKH
C yKa3aHHEeM HalpaBIeHHOCTH (HAaMMEHOBAHHUS MarucTEpPCKON MpOrpaMMBl))

Bbunnee06pa3OBaHne——6aKaﬂaBpnaT

YPOBEHB PO ECCHOHATHHOTO 00pa30BaHus: BBICIIee 00pa3oBaHne — OakagaBpuar / BEICIIEe 00pa3oBaHHE —
CIICLIMAIITET, MAaruCTPaTypa / Beiciiee 00pa3oBaHUe — IIOArOTOBKA KaJIpOB BhICIIEH KBaTU(pHUKAIINH

O0akajaBp

KBaH(UKALUs

OYHadA

¢dopma oOydeHM

2022
ron Habopa
CocTaBuTenu: YTBepxaeHa Ha 3aceJaHUuN
I'ampuenko H.A., Kadeapsl megaroruku
KaH]I. TIe]]. HayK, [Tcuxonoro-neaaroru4eckoro HHCTUTYTa
JOLIEHT Kadeapbl e1aroruku (mpotokon Ne 8 ot 25.03.20221.)

3aB. kadeapoii

Yepnuk B.O.
MOINNUCH ®.1.0.




1. HEJb OCBOEHUS JUCHUIIJIMHBI (MOAYJISA) — ¢popmupoBanue y oOydaromuxcs
TEOPETUYCCKUX 3HAHWH W TIPAKTHUECKUX YMEHWH Ui OpraHW3alud JIeJOTPOHU3BO/ICTBA,
HEOOXO/MMBbIE TPU BBHIMOJHEHUM ONEpaluid MO CO3JAaHUI0 M 00pabOTKe OpraHU3alMOHHO-
pacropsANTENbHBIX JOKYMEHTOB, BEICHHS JEIOBOM TEPENHCKH, aHaTNu3a WH(QOPMAIMOHHBIX
MOTOKOB ¥ HH(GOPMAIIMOHHOTO B3aMMOJEHCTBHS B OpraHM3allid, COBEPIICHCTBOBAHUU
TEXHOJIOTHH TOKYMEHTAllMOHHOTO OOEeCTeueHHs yTpaBJICHUS W apXUBHOTO Jeina Ha 0asze

HOBEUIIINX IT-TGXHOHOFHﬁ, obecreueHUs TCKYIICTO XpaHCHUA JOKYMCHTOB.

2. TPEBOBAHMS K PE3YJIBTATAM OCBOEHMSA JUCIUIIVIMHBI (MOAYJISA)
B pe3ynbraTe 0cBOEHUS NUCHUIUIUHBI (MOAYIs) GOPMUPYIOTCS CIAEAYIOLE KOMIETEHIINU:
CrniocoOeH OCyIIeCTBIATh JAEIOBYI0 KOMMYHMKALMIO B YCTHOM M TNHUCBMEHHOM (opmax Ha
rocynapcTBeHHOM si3bike Poccuiickoii @enepanuu 1 nHocTpaHHOM(BIX) si3bike(ax) (YK-4);

CrocoOeH ympaBisiTh CBOHUM BPEMEHEM,

BBICTpanBaTb W PCAIM30BLIBATL TPACKTOPUIO

camMOpa3BUTHUS HA OCHOBE MPUHIUIIOB 00pa3oBaHus B TeueHue Beel xu3uu (YK-6)

[lepeueHs TIaHUPYEMBIX PE3YIbTATOB O0YUEHHUS MO TUCHUILINHE (MOIYJIIO),
COOTHECEHHBIX C MHIUKATOPAMHU JOCTUKECHHSI KOMIIETEHIIUI

KoMmnerennus

HNuauxkaropsl
KOMIIeTeHIU I

Pe3yabTarsl 00yyeHus

YK-4. Criocoben
OCYIIECTBIISITh
JICJIOBYIO
KOMMYHHKAITHIO B
YCTHOU U
MMHUCbMEHHOU
dhopmax Ha
roCy/IapCTBEHHOM
si3p1ke Poccuiickoit
denepauuu U
WHOCTPaHHOM(BIX)
A3bIKE(axX)

YK-6. Ciocoben
YIPaBJISITh CBOUM
BPEMCHEM,
BBICTPAaNUBAaTh U
pealln30BHIBATh
TPaEeKTOPHUIO
camMOpa3BUTHS Ha
OCHOBE
MPUHIUIIOB
oOpa3oBaHusI B
TEUYECHUE BCEU
KU3HH

VK-4.1. Bnageet cuctemoit
HOPM PYCCKOTO
JUTEPATYPHOTO A3bIKA MIPU
€ro UCIOJIb30BAaHUU B
KauyecTBE TOCYJapCTBEHHOTO
a3pika PO u Hopmamu
WHOCTPaHHOTO(BIX )
SI3bIKA(OB), UCTIOIB3YET
paziuuHbie POpPMBI, BUIBI
YCTHOW U MUCbMEHHOMN
KOMMYHHKAITHH.

VK-4.2. Ucnons3yet
SI3BIKOBBIE CPEACTBA IS
JIOCTHKEHUST
npodeccuoHaNbHBIX 1esel
Ha PYCCKOM U
WHOCTPaHHOM(bIX) sI3bIKE(ax)
B paMKaX MEXJIMYHOCTHOTO U
MEXKYJIBTYPHOTO OOIIEHUSI.
VK-6.1. OuenuBaer
JUYHOCTHBIE PECYPCHI 110
JIOCTHKECHMIO LIeTei
CaMOpa3BUTHUSA U YTIPaBJICHUS
CBOUM BpPEMEHEM Ha OCHOBE
MIPUHIIUIIOB 00pa30BaHUsl B
TEUCHHUE BCEU JKU3HU.
VYK-6.2. Kputnuecku
oreHUBaeT 3PPEKTUBHOCTD
MCIIOJIb30BaHUSI BPEMEHU U
JIPYTUX PECYPCOB MpHU
pealin3aluy TPaeKTOPUH
CaMOpa3BUTHSL.

3HaTh: HOPMATHBHbIE JOKYMEHTHI 110
yHU(UKALUU U CTAaHJAPTU3AIMH B
001aCTH TOKYMEHTalUH, JeHCTBYOIINE
Ha Teppuropun PD; rocynapcTseHHbIe
CTaHIAPTHI U 3aKOHOJIATENIbHBIE AKTHI 110
JOKYMEHTUPOBAHHIO;

CHCTEMbI JOKYMEHTALH, TPeOOBaHUS K
COCTABJICHUIO ¥ O(OPMIICHHIO
JIOKYMEHTOB;

TUIOBbIE HHCTPYKILIUU 110
JIeJIOTIPOU3BO/ICTBY, PETJIAMEHT PaldoTHI,
JIOJDKHOCTHBIC MHCTPYKIUH;

OCHOBHBIE BH/JIbl JOKYMEHTOB,
perJIaMeHTHPYIOUIUX 00pa30BaTEIbHYIO
NeSITeIbHOCTD;

OCHOBBI JIEJIOIIPOU3BO/ICTBA B
00pa30BaTEIbHOM YUPEKICHHUHU.
YMeTb: pauroHaIbHO U 3((HEKTUBHO
OpPraHU30BBIBATH JIEIOIPOU3BOJCTBO B
00pa3oBaTeNbHON OpTraHU3aINH;
COCTaBJIATh y4eOHO-METOAUYECKUE U
HOPMAaTUBHO-IIPABOBBIE TOKYMEHTHI,
periIaMeHTHPYIOIUE 1S TeIbHOCT
00pa3oBaTeNbHON OpraHU3aIIH
Bnaners: meronamu, ciocodamu U
CpeACTBaMU TOIY4EHUS, XPaHEHHS,
nepepadoTKu HHPOPMALMU, OCHOBAMH
KOMIIBIOTEPHON TPaMOTHOCTH;
TEXHOJIOTHEH OpraHn3aluu
JIETIONPOU3BOICTBA B 00pa30BaTEIILHOM
YUPEKACHUU.




3. YKASAHUE MECTA JUCHOUILIUHBI (MOJYJISI) B CTPYKTYPE OCHOBHOH
MMPOP®PECCHUOHAJIBHOMN OBPA3OBATEJIbHOM ITPOT'PAMMBbI.

HucuuniuHa  «/lenonpous3BoAcTBO M JOKYMEHTOOOOPOT B 00pa3oBaTelbHOM
YUpEXKJIEHUW»  OTHOCUTCS K  (akyiapTaTuBaM  4acTH, (QOpMHpyeMOH  ydacTHUKaMU
00pa3oBaTEeIbHBIX OTHOIIEHUH OCHOBHOHM MpodecCHOHAIBHON 00pa30BaTeIbHON MPOrpaMMBl 110
HanpasieHuto noArotoBku 44.03.05 Ilemarornueckoe oOpazoBaHue (C ABYMs HpOGUISIMU
MOJrOTOBKHM), HAallpaBJIeHHOCTh (Mpoduian) MaremaTtuka. Ousmka.

4. OBPBEM JUCHMIIVIMHBI (MOAYJIsA) B 3AYETHbLIX EJAMHULOAX C
YKA3AHUEM KOMYECTBA AKAJEMUYECKUX YACOB, BBIIEJIEHHBIX HA
KOHTAKTHYIO PABOTY OBYYAIOIIIUXCSA C IPEIIOJABATEJIEM (ITO BUJAM
YUYEBHbBIX 3AHATUI) n HA CAMOCTOATEJIBHYIO PABOTY
OBYYAIOIIUXCH.

OO61as TpyA0€MKOCTh IUCHUIUIMHBI COCTaBIsIeT | 3a4eTHYI0 eAMHUILY WK 36 4acoB (U3 pacyera
1 3.e.= 36 yacon).
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B uHTEpakTHBHBIX (hOpMax 4ackl UCTIOIB3YIOTCS B BHJIE KPYTJIOTO CTOJA.

5. COAEP) KAHUE JUCHUIIVIMHBI (MOAVYJISA), CTPYKTYPUPOBAHHOE 11O
TEMAM (PA3JEJIAM) C YKASAHUEM OTBEJIEHHOI'O HA HUX KOJMYECTBA
AKAJEMUYECKHUX YACOB 1 BUJOB YYEGHbBIX 3AHATHUH.

s
KonrakTHas paboTa e S @ 2 4
o m = 3] o B
o E w = s9| g8
No JK | e b | 5 | EE | 25| % g
/i Haumenosanue R £ o 8 Rs| RS
S |S&15%| 54
paszzaena, TeMBbI S = S S g

=

1 Pazpen 1. Conepxanue, 3HaueHUE 2 2 - 3 6

JIEJIOTIPOHU3BOJICTBA. T eXHOIOTHS
OpraHH3alLIMHU JAETIONPOU3BOCTBA B
00pa3oBaTeNbHOM YUPEKICHUN

2 | Paznen 2. HopmatuBHO- 2 4 - 5 1 8
3aKoHOnaTenbHas 6a3a. OCHOBHEIE
BH/IbI IOKYMEHTOB U CHCTEMBbI
JokymeHTanuu. OcoOeHHOCTH
TIOATOTOBKH M O()OPMIICHHUS OTIEIBHBIX
BHJIOB IOKYMEHTOB

3 | Pazgen 3. ®opmupoBaHue Aen U - 4 - 6 1 8
OpraHM3alys XpPaHEHHS JOKYMEHTOB.
OKcnepTr3a HIEHHOCTH T0KyMEHTOB.
TexHuyeckue cpeicTsna,
HCTIONIb3yEeMBIE B JISIIONPON3BOJICTBE.
OIIeKTPOHHBIA JOKYMEHTO000POT
3auet

HUTOI'O: 4 10 - 14 2 22




Conepxanue IMCUMILVIMHBI (MO1YJIs1)

Pazgnen 1. Copep:xkanne, 3HAYeHHe [JeJONPOU3BOACTBA. TexHoJIOrHsI OpraHu3anuu
JeJI0TPOU3BO/ICTBA B 00PA30BATE/ILHOM YUPe:KICHUH

Tema 1.1 OcHOBHBIE TEPMHHBI M NOHATHE «1€JIONPOU3BOACTBO». UcTOPHSI BOSHUKHOBEHHUA
M OCHOBHBbIC JTanmbl Pa3sBUTHSA  JejonpousBoiacTBa. CucTeMbl  OpraHHU3alUH
aejonpoun3soacTsa. [lonsiTHe M NPUHIUIBI OPraHU3aLUM TOKYMEHT0000poTA

[TonsTHe «aenonpon3BoAcTBO». OCHOBHBIE LIENU U 33Ja4u Jeonpon3BoacTBa. HeoOxoauMocTsb
OpPraHM3AlMH ACIONPOU3BOACTBA B YUPEKACHUN. 3HAYCHHUE ACIONPOU3BOACTBA B IEATEIBHOCTH
oOpazoBaTenbHOro yupexxaeHus. Cexperapp, JeI0NPOU3BOAUTENb, TOKYMEHTOBE, KaHIIEAPUSs.
Hcropuueckue dTanel pa3BUTUA Aes10npou3BoacTBa B Poccun. CoBpeMEHHOE roCyapCTBEHHOE
peryivpoBaHue  Jeyonpou3BoAcTBa. CHCTeMBl  JEIONPOM3BOACTBA:  LIEHTPAIM30BaHHaf,
JEeLeHTpaIn30BaHHas, cMmemanHas. CTpykrypa u 00bEM JokyMeHTooOopora. OCHOBHBIE
MPUHIUIBI OPraHU3aul PabOThI C TOKYMEHTOIIOTOKAaMH, KaK CO3/IaHUe ONTUMAJbHBIX YCIOBUH
JUIs  BCeX BHJAOB paboThl ¢ jgokyMeHTamu. OpraHu3aliOHHash CTPYKTypa IIepcoHaa,
o0ecreynBaroIero paboTy ¢ TOKyMEHTaMHu.

Tema 1.2 PexkBu3uTHI 10KyMeHTOB. Perucrpanms u ungexkcanusi 10kyMmeHToB. CTpykTypa 0a3
JaHHBIX J0KyMeHTOB. [IpueM, 00paGoTka W pacnpenejieHde TMOCTYNAKIIUX JOKYMEHTOB.
Opranuzanmsi 00pad0TKH M NepeAavyn OTHPABJISIEMBIX IOKYMEHTOB.

[lonstue pexkBusuTa MOoKyMeHTa. Buasl pexkBusutoB. [IpaBuna odopmiieHuss peKBU3UTOB
nokyMeHTOB.  Dopmynsp-oOpasen.  bnank gokymenra. Bupasl GmankoB. TpeGoBaHus K
O6nmankaM jaokymeHTOB. [llaGnonsl. MHnekcanusa u peructpanust 10KyMeHTOB. Buabl u ¢hopmbl
pETUCTpaALlMU TOKYMEHTOB. TpeboBaHMs K TEKCTaM CIIY>KEOHBIX JOKYMEHTOB: KPaTKOCTb M TOYHOCTb
HU3JT0KXCHUA I/IH(i)OpMaLII/II/I, HCKIIFOYCHUC JIBOAKOI'O TOJKOBAHUA, 00BEKTUBHOCTD U AOCTOBEPHOCTH
WHQOPMAINH, COCTABICHHWE MPOCTHIX JIOKYMEHTOB, CTPYKTYpHUPOBAaHHE TEKCTa JOKYMEHTa, IIUPOKOE
HUCIIOJI30BAHUC Tpa(bapeTHI)IX 1 TUIIOBBIX TCEKCTOB IIPpU OIMKMCAHHWU IMOBTOPAIOMIUXCA YIPABJICHYCCKUX
cuTyanuii. SI3bIK U CTHJIb CITyXKeOHBIX JOKYMEHTOB. JTambl O00paOOTKH BXOMASIIUX JOKYMEHTOB.
[lepBuynas o00paboTKa BXOAAIIMX JOKYMEHTOB. Permcrpupyembie W HEpErHCTpUpyeMble
NoKyMeHThl. [IpeaBaputenbHOe pacCMOTpEHUE AOKYMEHTOB JUJIsl HANpPABJICHHS] MCIOIHUTEISIM.
Pesomronus.

[Topsimok  MNOATOTOBKM  MCXOJAUIMX JOKYMEHTOB. (CoOCTaBlieHHE TMPOEKTa JOKYMEHTAa,
corylacoBaHue, noanucanue (yTBep:kIaeHHue), ThpaxupoBaHue. CrocoObl U METOAbl OTIPABKU
UCXOISAIMUX NOKyMeHTOB. OOmiasi XapakTepUCTUKa CIYKEOHON mepenuckd. Pa3HOBUAHOCTH
CITY>KEOHBIX THUCEM (COMPOBOAMTENBHOE MUCHMO, MUCHMO-TIPOCKOA, MUCHMO-3aMpPOC, MUCHMO-
OTBET, NHCHMO-COOOIIEHNE, HH(DOPMALIMOHHOE THUCHMO, TapaHTHHHOE TMHCbMO, MHCHMO-
MpUriameHue 1 T.1.).

Tema 1.3 Ilopsinok Npoxo:kaeHusi BHYTPEHHUX TOKYMeHTOB. OpraHuszanusi KOHTPOJsS 3a
HCIOJIHEHHEeM JT0KyMeHTOB. PaGoTa ucnosHuTesnei ¢ qokymenramu. Opranusanmsi NOUCKOBOM
CHCTEMBI 10 IOKYMEHTAM.

BuyTpeHHue n0oKyMeHThI 00pa3oBaTeNbHOM OpraHu3alu (3asBICHU, CIyKeOHBIE 3aIUCKH,
JIOKJIaJiHbIE, OOBSCHUTENbHbIE, CIIPaBKU, CBOJKHU, oT4eThl U Jp.). [loaroroBka, odopmiieHue,
peructpauus. [IpaBuna MOCTAHOBKM JOKYMEHTOB Ha KOHTPOJb. [IOpSIOK CHSTHS AOKYMEHTOB C
KOHTpoJisi. OT4eT MO WCHOJIHEHWIO KOHTPOJBHBIX JOKyMEHTOB. OrepaTUBHOE HCIOJHEHUE
JOKYMEHTOB COTPYJAHHKAMH B COOTBETCTBHH C WX JOJDKHOCTHBIMH OOSI3aHHOCTSIMH H
pe3oronuei PYKOBOIUTEIIS. OTBeTCTBEHHOCTh 3a HECOOII0 IeHIE TpeOOBaHUM
UCTIONTHUTENbCKONM  JMCUUIUIMHBI, 32  HEMNpPaBWIbHOE  HCIONb30BAaHHWE  JICHWCTBYIOIINX
HOpMaTI/IBHI)IX )IOKYMGHTOB B IIOJAT'OTOBKC, O(l)OpMJ'ICHI/II/I U UCIIOJIHCHUHN [[OKYMGHTOB B CpOK.
[TouckoBast cucteMa JOKYMEHTOB - KapTOTEKH M KiIacCU(UKAIIMOHHBIC CIIPAaBOYHUKU. Busl
KapTOTeK. BI/IIH)I KJ'IaCCI/I(bI/IKaIlI/IOHHBIX CHpaBO‘-IHI/IKOB.



Tema 1.4 Cnocodbl M MeTOObl J0CTABKH [0KYMeHTOB. O0pa0dorka KOH(pHICHIHAIbHBIX
AOKYMEHTOB M JOKYMEHTOB JUISl CJIy:KeOHOI0 TO0JIb30BAHUS. JKCKYpcusi B  OTae]
AeJIoNpon3BoAcTBAa MypMaHCKOr0 apKTH4YeCKOro rocy1apcTBeHHOI0 YHUBEpCUTeTA.
Opranuzanysi TOYTOBOM, KYPhEPCKOW M AKCIPECC-AOCTaBKU JOKYMEHTOB. [IOHATHS: «UIEHHOCTH H
06e3omacHOCTh HMH(pOpMAIM», «KOH(QUACHIUAIBHOCTEY, «Yyrpo3a KOH(QHICHIMAIHLHOCTHY,
«3amuTa uHbopmanum». be3omacHOCTh I1EHHBIX HMH(POPMAIMOHHBIX pecypcoB. llenHas
uHpopManus U KOH(pUIeHINATbHbIE JOKYMEHTHI. PernamenTanus cocraBa KOH(UICHIMAIBHBIX
CBelleHUH W JOKyMeHTOB. [lopsmok paboTel ¢ KOH(HICHIMATBHBIMA JOKYMEHTAMH H
matepuanamu. Konpunenuanbuas nHbopManus U CBEICHUS B IEATEILHOCTH 00pa3oBaTeIbHOM
OpraHM3alyH.

Pa3nen 2. HopmaTtuBHO-3aK0HOAAaTeIbHASA 0a3a. OCHOBHBbIEC BH/bI JOKYMEHTOB H CHCTEMbI
AoxkymeHTanuu. Oco0eHHOCTH MOATOTOBKH M 0(hopMJICHHS OT/AEJbHBIX BUAOB JOKYMEHTOB

Tema 2.1 HopMaTHBHO-3aKOHOJATEJIbHbIC H HOPMATHBHO-METOAUYECKHE JOKYMEHTBI 110
aesionpounssoacTsy. HopMaTuBHO-3aK0HOAaTE/IbHBIE H HOPMATHBHO-METOANYECKHE
AOKYMEHTBI 10 apXUBHOMY /eJ1y.

3akoHoaarenbHbIe akThl Poccuiickoit @enepannu u MypmaHCcKoil 061acTu, periiaMeHTHpPYIOLIHe
JIeTIOTIPOM3BO/ICTBO U apXMBHOE Jieno. ['ocyjapcTBeHHbIE CTaHAApThl U YHUUKAIMS B 0071acTH
JEJIONPOU3BOJCTBA M apXUBHOrO Jena. MHCTpyKuus 1o JeIomnpou3BOJACTBY MuHucCTEpcTBa
obpasoBanus u Hayku Poccuiickoit deneparmu. Meroauueckrue peKOMEHIAUU 1o pa3paboTke
HOMEHKJIaTypbl W HWHCTPYKLHH 10 JEJIONPOU3BOACTBY B 00pa3oBaTEIbHOM YUPEKICHHUH.
TumnoBsle mepeyHH € YKa3aHHEM CPOKOB XpaHEHHs JOKyMeHTOB. IIpaBuna paGoThl apXMBOB
OpraHHu3aInii.

Tema 2.2 Knaccupukanus nokymenroB. IOpuanueckas cuina gokymenra. Haznauenue u
COCTaB  OPraHM3aLMOHHO-NPABOBOM  JaoOKymMeHTanuu. Haswayenme u  cocras
OPraHM3aLMOHHO-PACNIOPAANTENbHONH JoOKyMeHTanuu. Ha3HaueHne M cocTaB CIIpaBOYHO-
HH(POPMALMOHHON JOKYMEHTALMH.

Knaccudukanus 10OKyMEHTOB, €€ OCHOBHbIE IPU3HAKU. ['pymnIbl JOKYMEHTOB - JOKYMEHTHI 11O
o0IKMM ¥ aJMUHHCTPATUBHBIM BOIpOcaM, T.e. IO BOIpocaM OOIIEro pPYKOBOJCTBa
NpEeNNpUsITUEM M €ro JAESITEeIbHOCTBIO; - JIOKYMEHTHl 10 (QYHKIUSAM  yIpPaBICHHUS.
Knaccugukamus cimyeOHBIX JTOKYMEHTOB: IO aJMUHHCTPATHBHBIM BOIPOCaM; MO BOMPOCaM
MaTepUaIbHO-TEXHUYECKOT0 CHAa0XKEHHUS; JOKYMEHTAIMs 10 IUIAHUPOBAHUIO; MO OINEepaTUBHOM
JeSTeNbHOCTH; TO OyXraaTepcKoMy Y4YeTy; MO MOArOTOBKE M pacCTaHOBKE KaJgpoB M T...
Knaccudukanuss 1mo HaUMEHOBAaHHUIO: MPHUKA3bl, PACHOPSIKEHMs, IUJIAHBl W OTYETHI, aKTHI,
IIPOTOKOJIBI, IOTOBOPHI, YCTaBbl, MHCTPYKIIUH, JOBEpPEHHOCTH M T.A. Kiaccudukamus mo mecty
COCTaBJICHMsI, 1O CTENEeHH YHU(DUKALMUU, MO MPOUCXOXKIEHHUIO, MO BHUAY OQPOPMIICHHUS, IO
cioco0y ¢ukcauu HHGOPMAIMK, TO CTENEHU CIOKHOCTH, IO CTENEHHM TIJIACHOCTH, IIO
IOpUIMYECKON CHJIe, 10 CpOKaM MCIOJIHEHMs, II0 CpPOKaM XpaHEHWs, IO CTEHeHU
0053aTeTbHOCTH.

Cucrema OpraHn3alMOHHO-IPaBOBON JOKYMEHTAINH (YCTaB YUPEKACHUS, MTOJI0KEHHUS, ITaTHOE
pacnucaHue, JOJDKHOCTHBIE MHCTpyKiuH). CucremMa OpraHu3alMOHHO-PACIOPSAUTEIbHOM
JOKyMeHTaluu (yka3, MpuKas, BBIIKUCKA U3 MPUKa3a, pacropskeHue, nocraHosienue). Crucrema
CIPaBOYHO-MH(POPMALTMOHHON JOKyMEHTAIMM (IIPOTOKOJ, aKT, 3asBJICHUE, TOKJIAJHAs 3alKcKa,
Mpe/JIoKEHNe, MpeJCTaBlIeHue, Cily)kKeOHasi 3amucka, oObsicHUTeNbHas). Cxema MOATrOTOBKH
PaCIOPSIUTEIbHBIX JOKYMEHTOB. 110psI0K CHATHA U BbIIAYM KOIUH C JIOKYMEHTOB.

Tema 2.3 JlokanbHble HOpMaTHBHBIe aKThI. CocTaB M padoTa ¢ KaApOBOil JOKYMEeHTalHeil.
[lonoxxeHus, mpaBuiIa, HHCTPYKUMHM (TpaBuia BHYTPEHHETO TPYZOBOTO  pacHopsika,
MHCTPYKIIUU O MOPSAKE OCYLIECTBICHUS KaKOH-THMOO0 NEATETbHOCTH UM MOPSIKE MPUMEHEHUS
TMOT0KEHUH 3aKOHOAATCIIBHBIX W HWHBIX HOPMATHBHBIX A4KTOB, IIOJOXCHUA O CTPYKTYPHBIX



MOJpa3/IeNIeHUsIX, KOJUIEKTUBHBIN qoroBop u jp.). [lopsnok odopmienus U moanucaHus 3TUX
JOKYMEHTOB JUIsl IPUMEHEHUSI KaK CaMOCTOSTENIbHBIX ITPaBOBBIX akTOB. [IoHATHE M CTpyKTypa
NEepCOHANBHBIX JaHHBIX. OOs3aTeNbHBIE KaJAPOBbIe JOKYMEHTHI 00pa30BaTeIbHON OpraHu3aluy,
UX BHJIbI, COCTAaB, HOPMATHBHbIE TPEOOBAHUS K BEICHUIO KaJAPOBOM JOKYMEHTAluu (TpUKa3bl U
pacHopsoKeHHsT 10 JIMYHOMY COCTaBy, 3asBIIEHHE, TPYAOBOW JOrOBOp, JOJIKHOCTHAs
MHCTPYKUUS, TPYJIOBas KHIKKA, JIMYHAs KapTouka, JMYHOE JAejo). [IBukeHHe U XpaHEHHE
KaJIpoBOM JaokyMeHTauuu. JKypHansl M KHUTH ydera. lcnonHeHue coualbHO-IPaBOBBIX
3aIpOCOB.

Pa3nen 3. ®opMupoBaHue 1eJ1 1 OPraHU3aLMs XPAHEHHS JOKYMEHTOB. JKCIIepTH3a
LHEHHOCTH A10KYMeHTOB. TexHu4eckue cpeacTBa, HCIOJIb3yeMble B 1e10IIPOM3BO/ICTBE.
DJIEKTPOHHBII I0KYMEHT0000pOT

Tema 3.1 IlpaBuia cocTaBjeHHMSl HOMEHKJIATYPbI AeJl ydpe:kaeHus. PopMupoBaHue u
opopmienne nen. OpraHusanusi ONEPATHBHOIO XPAaHEHUsI OKYMeHTOB. dopmupoBaHme
apxuBa B 00pa30BaTeJIbHOM YUYpPeKIeHHH.

IlonssTne o «uene». Homenknarypa nen. CocraBiieHHE HOMEHKJIATypbl J€l B
00pa30BaTEeIbHOM YUYPEKICHHUH. dopMupOBaHUE JIEIL. [Ipu3naku 3aBeneHUs Jei:
HOMUHAJIBHBINA, MPEIMETHO-BONPOCHBIM, aBTOPCKUN, KOPPECIOHIEHTCKHM, reorpaduiecku,
xpoHojoruueckuil. Bunpl apxuBos. TpeOoBanus k apxusaM. [lopsaok nepegaun JOKYMEHTOB Ha
apxuBHOe XpaHeHue. CucremaTuszanusi JOKYMEHTOB B apxuBe. Pabora ¢ Hay4HO-CIIPaBOYHBIM
anmapaTtoM (MCTOpUYECKash CIpaBKa, ONUCH JIe1 TOCTOSHHOIO M BPEMEHHOIO XpaHEHHs
JTOKYMEHTOB, KHUTH y4eTa U JABWKEHHS Jel).

Tema 3.2 /le1a MOCTOSIHHOIO M BPEMEHHOI0 CPOKa XpaHEHMs. JKCHEPTHasi KOMHCCHA
yupe:xkaeHusi. [Iopsiiok yHUYTOKEHUsSI JOKYMEHTOB.

OcoOeHHOCTH XpaHEHUs JieNl MOCTOSIHHOTO, BpeMeHHoro (cBbime 10 JieT) u 1en mo JuYHOMY
coctaBy. Ilopsanok mnepemaunm nen B [ocynapctBeHHble apxuBbl. Co3laHMe HSKCIEPTHOM
KoMHCCUH yupexaeHus. [lpoBeneHue sKcmepTu3bl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3aCEIaHUM KOMUCCHUM M AaKTOB Ha yHWYTOXKeHue nen. IIpouenypa yHHUYTOXEHHS
JOKYMEHTOB.

Tema 3.3 HcnoanzoBanue IIK B gesonpousBoacree. CpeacrBa KONMPOBAaHHMS H
OIEePATHBHOIO padMHoxeHHs. IIpueM u 00pad0TKa JOKYMEHTOB, IOCTYNAIIIMX 10 KAHAJIAM
3JIEKTPOHHOM MOYTHI M (pakcumMuIbHOI cBsizu. IIpaBuia 0e3onmacHoil padoThl ¢ OPIrTEXHUKOIA.
KommeioTepHble cpeacTBa MOATOTOBKH  JOKyMEHTOB. Mcmosb3oBaHue 11a0JIOHOB st
¢dbopmMHpoBaHUS JOKYMEHTOB Ha KoMmmbloTepe. lcmonb3oBaHWe B KOMIbIOTEpe OJaHKOB
nokyMeHToB. Co3naHue OJIaHKOB JIOKYMEHTOB B KOMIIbtoTepe. M3rotoBineHue, KONUpOBaHUE U
TUPaXHUPOBaHUE TOKYMEHTOB. CpencTBa 00pabOTKH JTOKYMEHTOB. [IOKYMEHTHI, meperaBacMble
0 KaHajgaM CBs3M (Tenmerpamma, Tenekc, ¢akcorpamma, Ttenedonorpamma). Ilonstue
«oprrexHuka». OCHOBHbBIC BHJIbl OPraHU3allMOHHONW TeXHUKH. [IpaBuiia TeXHUKH 0€301MacHOCTH
paboThI C OPTTEXHUKOM.

Tema 3.4 DuiekTpoHHOE NOKyMeHTHpPOBaHHe. [loHsATHE «QJIEKTPOHHBIN T0KYMEHT.
IIpeumymiecTBa mnepenayu JOKyMEHTa C KOMIIBIOTEpAa Ha KOMIIBIOTEp.  YCTaHOBKa Ha
KOMITBIOTEpE CHEIHAbHO BBIACIEHHON MaNnKy JUIsl MOCTyHAaMIMX T0KyMeHTOB. [IpeumyiecTa
anekTpoHHoM mouthl. Jloctynm k Internet. Cucrema peructpaumn u KoHTposs. CoznaHue
ANEKTPOHHOM 0a3bl JaHHbIX. [louMck nokymMeHTa. OKCcKypcuss B apxuB MypMaHCKOTO
apKTHYECKOT0 TOCYJapCTBEHHOTO YHUBEPCUTETA.



6. IEPEYEHb YYEBHO-METOJUYECKOI'O OBECIIEYEHUS, HEOBXO/JUMOI'O

JJIs1 OCBOEHUSA AMCIUAITIJIMHBI (MOAYJISA).

OcHoBHas MTepaTypa:

1. ®enepanpabiii 3ak0H oT 22.10.2004 No 125-®3 «O6 apxuBHOM pene B Poccuiickoit
Oenepauun» (pen. @enepanpubix 3akoHOB 0T 04.12.2006 Ne 202-D3, ot 01.12.2007 Ne 318-
@3, ot 13.05.2008 Ne 68-D3, ot 08.05.2010 Ne 83-D3, o1 27.07.2010 Ne 227-D3)

2. @enepanbHblil 3akoH "OO6 nHpopMmamu, HHPOPMATU3ALUKN U 3aiuTe MHGopMaruu". 3aKoH
noanucad [Ipesunentom Poccuiickoit deneparuu 20 pepans 1995 roga N 24-03

3. 3akon Mypwmanckoii obmactu ot 20.02.2006 Ne 730-01-3MO «O06 apxuBHOM Jenie B
MypmMmaHckoil o6mactu»

4. ®enepanbhblii 3akoH oT 27 utonst 2006 r. N 152-D3 "O nepcoHaNbHbBIX TaHHBIX"

5. @enepanbHblil 3akoH oT 2 mast 2006 1. N 59-03"O mnopsake paccMOTpeHHUs OOpaleHuit
rpaxnaal Poccuiickoit @enepaunn" C U3MEHEHUAMHU U TOTIOJTHEHUSAMHU OT: 29 HI0HS, 27 U
2010 r., 7 mas, 2 utonst 2013 r., 24 HOs16pst 2014 T.

6. IlpaBuna  genmompousBOACTBa B (peliepalbHBIX  OpraHax  HMCIOJHUTEIbHOH  BJIACTH
(yrBepxkaensl nocraHoBienueM llpaBurensctBa Poccuiickoit @eaepanuu ot 15.06.2009 Ne
477

7. IlepeueHb TUMOBBIX YIPABJICHYECKUX ApXUBHBIX JOKYMEHTOB, 0Opa3ylolIuXcs B Ipolecce
JeSITeIbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OpPraHOB MECTHOI'O CaMOYIpaBJICHHS U
OpraHM3alMif, C yKa3aHHEM CpPOKOB XpaHEHUs. YTBEpXKJeH IpHKazoM MuHHCTEpCTBA
KynbTypsl Poccniickoit @enepanyu ot 25 aBrycra 2010 r. Ne 558

JonmosiHnTEILHAS JIMTEPATYypa:

1. IuceMo MunobOpazoBanuss PO ot 20 nmexadpst 2000 roga N 03-51/64 «O Mertonudeckux
peKOMeHIalusAX Mo padoTe ¢ JOKYMEHTaMH B 00111€00pa30BaTeNIbHBIX YUPEKISHUIX)»

2. Opranuzanusi J1eIONpou3BOJCTBAa U AoKymMeHToobopoTa IOV [Tekcer]: metox. pek. / JI. W.
Jlykuna. — M.: Cepa, 2009. - 128 c.

3. Conory6, O.Il. Jlenompou3BOACTBO: COCTaBJIEHHE, peIAaKTUpOBaHME M  00paboTka
nokyMeHToB: YuebHoe nocodue / O.I1. Comory0. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JAUCHUIIJINHBI
MoAayJist)
B o6pa3oBaTenbHOM MpOIIECCe UCTIONB3YIOTCS:

— yd4eOHbIe ayJUTOPHH ISl TPOBEACHHS yUeOHBIX 3aHSATHH, OCHAIIEHHBIE 00OOpPYJOBaHHEM H
TEXHUYECKUMHU CpeAcTBaMH oOydeHus: yuyeOHas wmeOenp, IIK, obGopynoBanue st
JEMOHCTpAINH TPE3CHTALN, HarJISJHbIE TOCOOHS;

— TIOMEIICHUS JUIsI CaMOCTOSTENbHOH paboOThl, OCHAILICHHBIE KOMIIBIOTEPHOH TEXHUKOM C
BO3MOXKHOCTBIO MOJKITIOUCHHUS K ceTH «HTepHeT» 1 obecrieueHneM 10CTyma B 3JIEKTPOHHYTO
MHPOPMaLMOHHO-00pa3oBaTeNbHy0 cpeny MATY.

7.1 IEPEYEHDb JIMHEH3UOHHOI'O NIPOT'PAMMHOTI'O OBECIIEYEHUSA
JInueH3uoHHOE MPOrpaMMHOe o0ecriedyeHne 0Te4eCTBEHHOI0 MPOU3BOACTBA
KasperskyAnti-Virus

JInueH3MoHHOe MPOrpaMMHoe odecrneyeHue 3apy0esKHOro MpPou3BoOACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe MPOrpaMMHOe o0ecnedyeHne 0Te4eCTBEHHOT0 MPOU3BOACTBA
7Zip

CB0001HO pacnpocTpaHsieMoe MPOrpaMMHOe ofecneyeHne 3apy0e;KHOr0 MPON3BOICTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org



7.2 DJIJEKTPOHHO-BUBJIMOTEYHBIE CUCTEMBDbI:

OBC m3narensctBa «Jlanp» https://e.lanbook.com/

OBbC m3narensctBa «HOpaiiT» https://biblio-online.ru/

OBbC «YHuBepcurerckas 0ubnnoreka onnaitn» https:/biblioclub.ru/

7.3 COBPEMEHHBIE NIPO®ECCUOHAJIBHBIE BA3bI JAHHBIX
1. Cynebnble 1 HopMaTuBHBIE akThl PO http://sudact.ru/
2. Uadpopmammonno-anamutudeckas cuctema SCIENCE INDEX

3. DnekTpoHHast 6a3a JaHHBIX Scopus
4. ba3sl manaeix kommaann CLARIVATE ANALYTICS

7.4 THOOPMALIMOHHBIE CITIPABOYHBIE CUCTEMBbI

1. CripaBo4HO-IIpaBoOBast MH(POPMALIMOHHAS cucremMa Koncynbrant [Tmoc
http://www.consultant.ru/

2. 00O «CoBpemMeHHblE MeAMa TEXHOJOTMH B  OOpa3oBaHMM U KyJbType»
http://www.informio.ru/

8. UHBIE CBEJEHUSI U MATEPHUAJIBI HA YCMOTPEHUE BELYIIEW KA®EJIPBI
He mpenycmotpeHo.

9. OBECIIEYEHHUE OBPA30BAHMUA JIA JIUII C OB3

Jnia obecriedeHnst 00pa30BaHUsl MHBAIMIOB U JIUL C OTPAHUYEHHBIMU BO3MOXKHOCTSIMH 37]0POBbSI
peanu3anys JUCLUIIIMHBI MOXKET OCYILIECTBIATHCA B aJalTUPOBAHHOM BHUIE, C Yy4ETOM
CHelM(PUKA OCBOCHMSI U JUAAKTHYECKMX TpeOOBaHUM, HCXOAS W3 HHAUBUAYaJIbHBIX
BO3MOKHOCTEH U 10 JINYHOMY 3asIBJICHUIO 00YyYaroIerocs.



	Законодательные акты Российской Федерации и Мурманской области, регламентирующие делопроизводство и архивное дело. Государственные стандарты и унификация в области делопроизводства и архивного дела. Инструкция по делопроизводству Министерства образования и науки Российской Федерации. Методические рекомендации по разработке номенклатуры и инструкции по делопроизводству в образовательном учреждении. Типовые перечни с указанием сроков хранения документов. Правила работы архивов организаций.

