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1. EJb OCBOEHUA JUCIHUIIJIMHBI (MOAYJISA) — dopmupoBanue y oOydaromuxcs
TEOPETUYECKUX 3HAHUH M MPaKTUYECKMX YMEHUN M OpraHu3alMy AeJONpPOM3BOJACTBA,
HEOOXOAMMBIE TPU BBHIMOJIHEHUH ONEpaluii Mo co3JaHui0 U 00paboTKe OpraHU3alMOHHO-
pacropsAAUTENbHBIX JIOKYMEHTOB, BEICHHS JICJIOBOW MEPENUCKH, aHaIu3a HH(OPMAIIMOHHBIX
NOTOKOB ¥ HH(MOPMAIIMOHHOTO B3aMMOJCHCTBHS B OpraHU3alllM, COBEPIICHCTBOBAHUU
TEXHOJIOTUH JTOKYMEHTAlIMOHHOTO O0O0ECHeueHs] YIpaBICHUS M apXWUBHOrO Jena Ha 0ase

HoBemux I T-TexHomornii, 006ecIeueHns TEKYIEero XpaHeHus JOKYMEHTOB.

2. TPEBOBAHMUA K PE3YJIbTATAM OCBOEHUSA JUCIUIIJIMHbBI (MOIYJISA)

B pesynbrare

KOMIICTCHI U

OCBOCHHA

U CITUIIINHBI

(Momynsi)  QOPMHUPYIOTCS  CIEIYIOIIHE

Crnioco0eH ynpaBisiTb CBOMM BPEMEHEM, BBICTpauBaThb U PEaIU30BBIBATH TPAECKTOPHIO
CaMOpa3BUTHUs HA OCHOBE MPHUHIIUIIOB 00pa3oBaHus B TeueHue Beel sxu3nu (YK-6)

[lepeueHp MIaHUPYEMBIX PE3YJIbTATOB 00YUYEHHUS M0 AUCUUIUIMHE (MOIYII0), COOTHECEHHBIX C
WHJIUKATOpaMU JOCTHXKEHUS KOMIIETEHITUN

Komnerenuus Nuaukaropsl Pe3yabTaTsl 00yyeHus1
KOMIICeTCHIIUH
VYK-6. Cnocoben YK-6.1. 3HaTh: HOPMATUBHBIC JOKYMEHTHl MO YHU(DUKAUH U
ynpasisaTh cBOUM | Ompenenser CTaHJapTU3aLUuU B obnacTu JOKYMEHTalluH,
BPEMEHEM, CBOH JINYHBIE JeicTByIOIure Ha Tepputopun P®; rocynapcTBeHHbIE
BBICTPauBaTh U pecypcesl, CTaHJapThI U 3aKOHOJATEIIbHBIC aKTBI 1o
pean30BbIBAaTh BO3MOXXHOCTH M | IOKYMEHTHPOBAHMUIO;
TPACKTOPHIO OTrpaHUYEHUs CUCTEMBI JOKYMEHTAIH, TPEOOBAaHUS K COCTABIICHUIO U
caMOpa3BUTHA HA | AJs 0(OPMIIEHHIO IOKYMEHTOB;
OCHOBE JOCTHKEHUS TUIIOBBIE ~ MHCTPYKLIMH 10  JEJIONPOU3BOACTBY,
IPUHLIUIIOB IIOCTABJIEHHOW | perjJaMeHT paboThl, JOKHOCTHbIE HHCTPYKIUY;
0o0pa3oBaHUs B LEH OCHOBHBIE BH[bl JOKYMEHTOB, DPETIAMEHTUPYIOIINX
TE€YeHHE Bcel YK-6.2. 00pa30BaTeNbHYIO 1€ATEIbHOCTD;
KU3HU Coznaer u OCHOBBI  JICJIONPOM3BOJCTBA B  00pa3oBaTeIbHOM
JOCTPauBaET YUPEXKJIEHUU.
UHIMBUAYAIbHY | YMETh: palMoHAIbHO U 3()()EKTUBHO OpraHHW30BBIBATH
10 TPACKTOPHIO | IEJIOINPOU3BOJACTBO B 00pa3oBaTeIbHOM OpraHHU3alluy,;
CaMOpa3BUTHS COCTaBJIATh y4e€OHO-METOJIUYECKHE U HOPMAaTHBHO-
IIPY [IOJIyYEHUU | MIPABOBBIC JIOKYMEHTHI, periaamMeHTHpyrolue
npoeccHoHaNb | JASSTENbHOCTh 00Pa30BaTEIbHON OpraHH3alliH
HOTO Bnaners: Meromamu, cnocobamMM M CPEACTBAMHU
00pasoBaHus MOJIy4EHHUs1, XpaHEHUs, epepadoTKu HHPOpMaLnH,
OCHOBaMHU KOMIIBIOTEPHON TPaMOTHOCTH;
TEXHOJIOTUEN  OpraHu3aluu  JIeJONpPOU3BOJACTBA B
00pa30BaTeIbHOM YUPEKACHHUHU.

3. YKABAHUE MECTA
OBPA3OBATEJIbHOM ITPOT'PAMMBI.

JucuuImmHa

((I[CJ'IOHPOI/ISBOZ[CTBO )51

JUCHUIIVIMHBI (MOAYJIsI) B CTPYKTYPE

JTIOKYyMEHTOO0OpOT B 00pa3oBaTeIbHOM

YUPEXKJIEHUU» B CTPYKTYpE OCHOBHOM Npo(ecCHOHaIbHOM 00pa30BaTeIbHOW MPOTrpamMMbl

HanpaBieHuss noarotosku 44.03.03 CneuunanbHoe

(medexronoruueckoe) obOpa3zoBaHUE,

HaIpaBJIeHHOCTH (Mpoduis) Jloronenus sBisieTcs: GakyIbTaTUBOM.




INPEIIOJABATEJIEM  (ITIO

4. OBBEM JUCHUIIJIMHBI (MOAYJIsI) B 3AYETHBIX EJIMHUIIAX C
YKA3ZAHUEM KOJIMYECTBA AKAJEMHUYECKHX WJIN ACTPOHOMHUYECKHX
YACOB, BBIIEJEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIUXCA C
YYEBHbIX
CAMOCTOATEJBHYIO PABOTY OBYYAIOIIIUXCH.

BUJIAM

3AHSTUN)

N HA

OO01mmast Tpy10eMKOCTh TUCIUIUTHHBI COCTaBIsIeT | 3a4eTHYI0 eAnHUIY Wi 36 4acoB (U3
pacuera 1 3.e.= 36 yacon).
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B HHTCPAKTHBHBIX cbopMax YacChbl UCIIOJIB3YIOTCS B BUAC KPYIJIOr0O CTOJIA.

MO TEMAM (PA3JEJIAM)
KOJIMYECTBA AKAJEMHUYECKHX WIHN

5. COAEP)KAHUE TUCLHUIIIMHBI (MOIYJISI), CTPYKTYPUPOBAHHOE

BHUJ0OB YUEFHBIX 3AHSTHI.

C VYKA3AHMEM OTBEJAEHHOI'O HA HHUX
ACTPOHOMHNYECKHUX YACOB H

HaumenoBauue
paszeina, TeMbl

KonTakTHas

paborta

JIK

I1P

JIb

Bcero KOHTaKTHBIX

JqacoB

N3 HUX B

KoJ1-Bo yacoB Ha

WHTEPaKTUBHOU
CPC

A nsaren

KoJ-Bo yacoB Ha
KOHTPOJIb

Pazgen 1. Conepxanue, 3HaueHue
JENONPOU3BOCTBA. TEXHOIOTHS
OpTaHU3aINH JeJIOTPON3BOICTBA B
00pa30BaTeNbHOM YUPEXKICHUU

(ep]

Paznen 2. HopmarusHo-
3aKoHoJaTenbHas 6a3a. OCHOBHBIE
BUIbI JOKYMCHTOB U CUCTEMBI
nokymeHTarui. OcoOeHHOCTH
MOATOTOBKH ¥ 0(hOpMIIEHHS
OTJIETIbHBIX BUJIOB JIOKYMEHTOB

Paznen 3. ®opmupoBanue nen u
OpraHu3alys XpaHEeHUs
JIOKYMEHTOB. DKCITepTH3a
LIEHHOCTHU JOKYMEHTOB.
TexHuueckue cpeacTna,
HCIIONb3YyEMBIE B
JIeJIONPOU3BOJICTBE. DIIEKTPOHHBIN




JIOKyMEHTO000pOT

3a4€CT

HUTOI'O: 4 10 - 14 |2 22

Conep:xanue TMCUMILUIUHBI (MO1YJIs1)

Paznen 1. Conep:kaHue, 3HaYeHHUeE JeJIONPON3BOAcTBA. TexHoorus
OpraHH3aINH /IeJIONPON3BOCTBA B 00Pa30BaTEIbHOM yUpeKIeHUH

Tema 1.1 OcHOBHBbIE€ TEPMHMHBI M MIOHSATHE «1eJIONPOU3BOACTBO». MUCcTOpHUSI BOSHUKHOBEHMSI
M OCHOBHBIE 3TaIlbl PA3BUTHA JeJ0IPOU3BOACTBA. CHCTEMbI OPraHu3alun
aeqonpou3BoacTBa. [IoHsATHE H NIPUHIUIIBI OPraHU3ALMH JOKYMEHT0000pOTA

[TonsiTre «aenmonpon3BoAcTBO». OCHOBHBIE SN | 33a4u JeIONpou3BoAcTBa. Heo0xommmocTh
OpraHu3aIMy JISJIOMPOU3BOJICTBA B YUPSKICHUH. 3HAYCHHUE JICTIONPOU3BOJICTBA B JICITCIBHOCTH
oOpasoBarenbHOro yupexaeHus. Cekperaphb, JeI0NPOU3BOIUTENb, TOKYMEHTOBE, KAHIICIIAPHUS.
Hcropuueckue 3tansl pa3BUTUs Aenonpou3BoactBa B Poccun. CoBpeMEHHOE roCy1apCTBEHHOE
perynupoBaHue  Aenonpou3BoicTBa. CHCTEMBI  JIEJIOMPOM3BOJCTBA:  IIEHTPAIM30BaHHAS,
JIeleHTpanu3oBaHHas, cmemanHas. CrTpykrypa u 00BEM AokyMeHTooOopoTa. (OCHOBHBIC
HpI/IHIII/IHBI OpFaHI/ISaIII/II/I pa6OTI>I C IIOKYMGHTOHOTOKaMI/I, KaK CO31aHUC OIITUMAJIbHBIX yCJIOBI/Iﬁ
JUIsE BCEX BHUAOB paboThl C JoKyMeHTamHu. OpraHu3alMOHHas CTPYKTypa I[epcoHaia,
obecrneunBaroIero padboTy ¢ JOKYMEHTAMH.

Tema 1.2 PexkBu3UTHI 10KyMeHTOB. Perucrpanusi 1 unaekcanusi 10KkyMeHToB. CTpykTypa 0a3
AaHHBbIX JokyMeHTOB. Ilpuem, 00pafoTka u pacnpenejieHHe NOCTYNAIOIIMX JOKYMEHTOB.
Opranuzanys 00pad0TKH U Nepeaayu OTIPABIAEMbIX JOKYMEHTOB.

[Tonsitue pekBu3uTa MOKyMeHTa. Buael pekBuzutoB. IlpaBuna odopmieHHs PEeKBU3UTOB
TOKyMeHTOB.  Dopmynsip-oOpaszen.  bmank gokymenTta. Bwuael GmankoB. TpebGoBaHus K
Onankam gokymeHToB. lllaGmonsl. MHaekcanust u peructpanust T10KyMeHTOB. Buasl 1 popmbl
perucTpanuu AOKYMEHTOB. TpeOoBaHMs K TEKCTaM CIIy>KEOHBIX JJOKYMEHTOB: KPAaTKOCTh U TOYHOCTh
N3JI0XKXCHUA I/IH(l)OpMaHI/II/I, HUCKIIIOYCHHUE JIBOSKOI'O TOJIKOBAHM, O0OBEKTUBHOCTL U OOCTOBEPHOCTH
I/IH(I)OpMaLIPII/I, COCTABJICHUC IIPOCTBIX AJOKYMCHTOB, CTPYKTYPHPOBAHHWC TCKCTAa JOKYMCHTA, HIMPOKOC
HUCIIOJIB30BaHUC Tpa(i)apeTHLIX W TUIOBBIX TCKCTOB IIPU OINHCAHUHN MOBTOPAKOINHUXCA YIPABJICHYCCKUX
cutyanuit. SI3bIK M CTHIIb CIYKEOHBIX JOKYMEHTOB. JTambl 00pabOTKM BXOISIIUX JOKYMEHTOB.
[TepBuuHass 00pabOTKa BXOIAIMIMX JOKYMEHTOB. Permcrpupyemple W HEPETHCTPHPYEMBIE
ToKyMeHTHI. [IpenBapuTenbHOe pacCMOTpPEHHE JOKYMEHTOB JIJIsl HAMpPaBIEHUS HCIIOTHUTEISM.
Peszosnronusi.

[Topsimok TMOATOTOBKM  HMCXOASIIMX TOKyMeHTOB. (CocTaBleHHE TMPOEKTa JOKYMEHTa,
corjlacoBaHue, Mojnucanue (yTBepkaeHue), ThupaxupoBaHue. CrocoObl U METOIbI OTIPABKU
UCXOJSAIIUX JOKyMEeHTOB. OOmiasi XapakTepHCTHKa CIyKeOHON mepenucku. Pa3sHOBUIHOCTH
CITY)KEOHBIX THCEM (COMPOBOIUTENHHOE MUCHMO, MUCHMO-TIPOCHOA, MHUCHMO-3aMpPOC, MUCHMO-
OTBET, MHUCHMO-COOOIIECHHE, HWHPOPMAIIMOHHOE TMHUCHMO, TapaHTUHHOE MHUCHMO, MHUCHMO-
MpUTJIANICHUE U T.1I.).

Tema 1.3 Ilopsaok NPOXO:KIeHUS] BHYTPEHHHX AOKYMEHTOB. OpraHu3zanusi KOHTPOJS 3a
HCIOJTHEHHEeM I0KYMeHTOB. Padora ncnosHureie ¢ JokyMeHTaMu. Opranu3anusi NOUCKOBOM
CHCTEMBI I10 JIOKYMEHTAaM.

BuyTpeHHHE NOKYMEHTHI 00pa30BaTENbHON OpraHu3alui (3asBICHUS, CIYy)KEOHBIC 3aMUCKH,
JOKJIaJHbIe, OOBSCHUTENBHBIE, CIIPaBKH, CBOJAKHM, OoTueThl U Ap.). IloaroroBka, odopmieHue,
peructpauus. llpaBuia mOCTAaHOBKM JOKYMEHTOB Ha KOHTPOJb. lIOpSIOK CHATUS JTOKYMEHTOB C
KOHTpoiA. OT4er Mo KCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOIHEHHE
JOKYMEHTOB COTPYAHMKAMU B COOTBETCTBUU C UX JOJKHOCTHBIMU OOS3aHHOCTSIMU U




pe3odouue  pyKOBOJUTENS. OTBeTCTBEHHOCT, 32  HecoOmoaeHue  TpeboBaHUI
UCTIOJTHUTENILCKOM ~ JWCHUIUIMHBL, 32  HENpaBWILHOE  KCIOJB30BaHUE  JCHCTBYIOIIUX
HOPMAaTUBHBIX JOKYMEHTOB B TOJTOTOBKE, OPOPMIICHHH WM HCIIOJIHEHHWU JIOKYMEHTOB B CPOK.
[TouckoBasi cucteMa JOKYMEHTOB - KapTOTEKH U KiIacCU(UKAIMOHHBIC CIIPABOYHHKH. BHIIbI
KapToTeK. BUJbI Ki1lacCU(UKAIIMOHHBIX CIIPABOYHUKOB.

Tema 1.4 Cnoco0bl W MeTOABI JOCTABKH JOKYMeHTOB. O0pa0oTka KoH(pMIeHIHAIbHBIX
JAOKYMEHTOB W JIOKYMEHTOB JUIsl  CJIY:KeOHOrO IO/Ib30BAaHUA. JKCKYpPCHsI B OTIeJ
AeJIoNpon3BoAcTBAa MypMaHCKOIro apKTH4YeCKOro rocyapcTBeHHOr0 YHUBEepCHTeTA.
OpraHusaiys OYTOBOHM, KYphEpPCKOM M 3KCIIPEcC-AO0CTaBKH JOKYMEHTOB. [IOHATHSA: «I€HHOCTh U
0€301acHOCTh  MH(POPMALUN», «KOH(MUICHIUAIBHOCTE», «yrpo3a KOH(QUACHIUAIEHOCTHY,
«3amTa  uH(opManuu». be3omacHOCTh 1LEHHBIX HH(GOPMAIMOHHBIX pecypcoB. lleHHas
uHpopManus 1 KOHPUICHIIMATbHbIE JOKYMEHTHI. PernamenTanus cocraBa KOH(pUICHINAIBHBIX
cBefleHUl U JokyMeHTOB. Ilopsmok pa®oTbl ¢  KOHOUAEHIMAIbHBIMH JOKYMEHTAMH U
marepuanamu. KonpunennuanbHas nHhopMaIys U CBEACHUS B ICATEIIEHOCTH 00pa3oBaTeIbHON
OpraHu3aluu.

Pa3pnen 2. HopmaTtuBHO-3aK0HOAaTeAbHAsA 0a3a. OCHOBHBIE BHAbI JOKYMEHTOB U
cucTeMbl JOKyMeHTAluH. OCO0EHHOCTH MOATOTOBKHU M 0opMIIeHNs OTAEJbHbIX
BU/I0B 10KYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIC H HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aejonpounssoacrsy. HopmMaTuBHO-3aK0HOAATEIbLHBIE H HOPMATHBHO-METOAUYECKHE
JOKYMEHTBI 110 ADXHUBHOMY JeJIy.

3akoHoaTenbHbIe akThl Poccuiickoit @eneparn 1 MypMaHCKoi 067acT, perJaMeHTHPYIOIINe
JIeJIOTIPOU3BOJICTBO M apXUBHOE J1e10. ['ocyiapcTBEHHbIE CTaHAAPTHl U YHU(UKALKS B 00JIaCTH
JIeTIONPOU3BOJICTBA M apXMBHOro Jena. VHCTpyKuus IO JIeI0onpou3BOACTBY MuHucrepcTBa
oOpa3zoBanus U Hayku Poccuiickoir ®enepanun. Meronnyeckue peKOMeHJalMK o pa3paboTke
HOMEHKJIATypbl ¥ HWHCTPYKLUHU IO JEeJIONPOU3BOJACTBY B 00pa30BaTEIbHOM YUPEKJIECHUU.
TumnoBsle MepeyHU € yKa3aHHEM CPOKOB XpaHEHHUs JT0OKyMeHTOB. [IpaBuiia pa®oTbl apXHWBOB
OpraHu3aIuu.

Tema 2.2 Knaccuduxanusa nokymenros. FOpuaudeckas cuiia nokymenra. Haznauyenue u
COCTaB  OPraHM3allMOHHO-NPaBOBON  NoxkymenTanuu. Ha3nayenme u  cocras
OPraHM3alMOHHO-PACIIOPAAUTENbHOM Jo0KyMeHTanun. Ha3HaueHne M COCTaB CIIPaBOYHO-
HHGpOPMALMOHHON JOKYMEHTALNH.

Knaccudukanus TOKyMEHTOB, €€ OCHOBHbIE MPHU3HAKU. [ pynmbl JOKYMEHTOB - JOKYMEHTHI IO
o0mMM W aJMUHUCTPAaTUBHBIM BOIpOCaM, T.€. IO BOIpOcaM OOIIEro pyKOBOJACTBA
npeanpuiaTuCM H €ro JACATCIIbHOCTLBIO, - HOOKYMCHTBI IO q)YHKIII/IﬂM YIIpaBJICHUA.
Knaccugukarus cmyxeOHBIX JTOKYMEHTOB: IO aJMHUHHUCTPATUBHBIM BONpOCaM; IO BONpOCamM
MaTCpHUAIIBHO-TCXHUYCCKOT'O CHa6)KeHI/I${; AOKYMCHTAIMA IO IJIAHUPOBAHUIO; IO OHGpaTI/IBHOI\/'I
NEeSITeIbHOCTH; MO OYXTaJTepCKOMY YYeTy; IO IOATOTOBKE M PACCTAHOBKE KAJApPOB U T.1.
Knaccmbnxaum[ II0 HAWMMCHOBAHUIO: ITPHUKA3bI, PACIOPAKCHHA, IJIaHBI W OTYCTHI, AaKThI,
IPOTOKOJIBI, JOTOBOPBI, YCTaBbl, MHCTPYKIIUHU, JOBEpEeHHOCTH U T.A. Knaccudukanus mo mecty
COCTaBJIEHUS, MO CTENEHH YHU(DUKAIMM, 1O MPOUCXOXKACHHIO, MO BUAY OGOpPMIIEHHS, IO
cnoco0y ¢ukcaun HHGOPMAIMKM, MO CTENEHU CIOXKHOCTH, MO CTENEHH TIJIACHOCTH, IO
IOpUINYECKOM CHJIe, 10 CpOKAaM MCIIOJIHEHMS, II0 CpPOKaM XpaHEHHs, IO CTEIEHU
00513aTEeJIbHOCTH.

Cucrema opraHu3aliOHHO-TIPAaBOBON JJOKYMEHTAIUH (YCTaB yUpEKIACHHUSI, TOJ0KEHHSI, IITaTHOE
pacnucaHue, JOJDKHOCTHblE HHCTpyKuuu). CucTemMa OpraHM3allMOHHO-PACIOPSAAUTENbHON
JTOKyMeHTanuu (yka3, puKas, BeIIIUCKA U3 MpUKa3a, pacropskeHue, nocraHonnenue). Cucrema
CIPaBOYHO-UH(POPMALIMOHHON JOKYMEHTAIUH (IIPOTOKOJ, aKT, 3asBJIEHHE, JOKJIaJHas 3alHcKa,



MpeJIoKEHNE, TPEICTaBICHNE, CIy)KeOHas 3amucka, oObscHHUTeNbHas). Cxema MOATOTOBKHU
pacnopsIUTENIbHBIX JOKYMEHTOB. [IOpSI0K CHATHA M BbLIAYX KO C JOKYMEHTOB.

Tema 2.3 JlokajibHbIe HOPMATUBHBIE AKThI. CoCcTaB M padoTa ¢ KaJpoOBOM JOKyMEHTALMeH.
[Tono>keHus, TmpaBuiIa, MHCTPYKUMHM (TpaBUiIa BHYTPEHHETO TPYAOBOIO  paclopsika,
UHCTPYKIUHU O MOPSIIKE OCYIIECTBICHUS KaKOW-ITNO0 NESTENbHOCTH WU MOPSIKE TPUMEHEHUs
MOJIOKEHUU 3aKOHOAATCIIbHBIX M HWHBIX HOPMATHUBHBIX A4KTOB, IOJOXCHUA O CTPYKTYPHBIX
MOJIpa3/iesIeHUsX, KOJUIEKTUBHBIN 1oroBop u Ap.). [lopsnok odopmieHUs U MOIIUCAHUS ITHX
JOKYMCHTOB IJId NPUMCHCHHA KAaK CaMOCTOSATCIIBHBIX IPABOBBIX AKTOB. Iloustue u CTPYKTYypa
NEepPCOHANBHBIX AaHHBIX. O0s3aTeNIbHbIE KaJIPOBbIE TOKYMEHTHI 00pa30BaTEIbHON OpraHU3allly,
WX BHJIbI, COCTAaB, HOPMATHBHBIC TPEOOBAHMS K BEICHUIO KAaJIPOBOM JTOKYMEHTAIUU (TIPUKA3bl U
pacnopspDkeHHs 1O JIMYHOMY COCTaBy, 3asiBICHHE, TPYIOBOM JOroBOp, JIOJKHOCTHAs
WHCTPYKIUS, TPYAOBasl KHWXKKA, JIMYHAs KapTOuykKa, JIMYHOE J1eJ0). JIBM>KeHHEe W XpaHEHUue
KaJapoBOM jaokymMeHTauuu. JKypHaibl M KHUTU ydera. lcmonHeHHe coIMalbHO-IPAaBOBBIX
3a1poCoB.

Pa3nen 3. ®opmupoBaHue e/l H OPraHU3alUsl XPaHEHHUs JOKYMEHTOB. JKCIepTH3a
LEHHOCTH JOKYMeHTOB. TexHnuYecKue cpeacTBa, HCIOJb3yeMble B
JAeJI0NPOU3BOACTBE. DJIEKTPOHHBI JOKYMEHT0000pOT

Tema 3.1 IlpaBuiia cocTaB/ieHHSI HOMEHKJIATYPbI JeJ yupexaeHus. dopmupoBaHue U
opopmiienne aes. OpraHusanmsi ONEPATHMBHOIO XPaHEHHs NOKYMeHTOB. (PopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM Y4pPeKICHHH.

[TonsiTe o0 «uene». Homenknarypa neun. CocraBiieHHE HOMEHKJIATypbl J€l B
00pa30BaTEIIbHOM YUPEXKJICHHUH. ®opmMHUpOBaHHUE JCIL IIpusHaku 3aBeneHus nen:
HOMUHAJIBHBINA, IPEeIMETHO-BOIIPOCHBIN, aBTOPCKHM, KOPPECHOHAECHTCKUH, TIeorpaduyeckuii,
xpoHoJyornyeckuil. Buapl apxuBoB. Tpebosanus k apxusam. [lopsiiok nepenayu 10KyMEHTOB Ha
apxuBHOe XpaHeHue. CucremaTu3alus JOKyMEHTOB B apxuBe. PaboTa ¢ Hay4yHO-CIIPaBOYHBIM
anmapatoM (UCTOpHYEcKas CIpaBKa, OMNMCH JieJd MOCTOSHHOTO W BpPEMEHHOTO XpaHEHHS
JIOKYMEHTOB, KHUTH Y4eTa U JABM)KEHUS Jel).

Tema 3.2 Jles;a MOCTOAHHOIO W BPEMEHHOI0 CPOKAa XPAaHEHHsl. JKCHEPTHAs KOMMCCHS
yupesxxaeHusi. [lopsiiok yHu4TOKEHUSI JOKYMEHTOB.

OcoOeHHOCTH XpaHEHHUs /e MOCTOSHHOTO, BpeMeHHOro (cBeimie 10 jer) u Jen Mo JIMYHOMY
cocraBy. Ilopsmox mnepemaun gen B [ocymapcTBeHHble apxuBbl. (Co3laHHME SKCIEPTHOU
KOMHCCUM yupexxaeHus. lIpoBeneHue sKCHepTU3bl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3AaCE€IaHUM KOMHCCHUM M aKTOB Ha YHUYTOXKEHHE nein. IIpomenypa yHMUYTOXKEHUS
JIOKYMEHTOB.

Tema 3.3 MHcnouan3osanme IIK B penonpomssoacrBe. CpencrBa KONHPOBAHUS M
onepaTuBHOro pasmHo:xkeHusi. [Ipuem u 00padoTka JOKYMEHTOB, MOCTYNAIOIIUX N0 KaHAJIaAM
3JIEKTPOHHOM MOYTHI M (pakcnMuIbHOI cBs3u. [IpaBuiia 6e3onacHoii padoThI ¢ OPIrTEXHUKOIM.
KomneloTepHble cpeicTBa MOATOTOBKM JIOKYMEHTOB. lcrmonb3oBaHue 11a0JOHOB st
dbopMupOBaHHS JIOKYMEHTOB Ha KoMmmbioTepe. lcmosnb3oBanne B KOMIbIOTEpe OJaHKOB
nokyMmeHToB. CozllaHue OJIaHKOB JIOKYMEHTOB B KoMIlbioTepe. M3roToBieHue, KONUpoOBaHUE U
TUPaXHPOBaHUE NOKYMEHTOB. CpenctBa 00pabOTKH JOKYMEHTOB. JIOKyMEeHTHI, iepeaaBaeMble
0 KaHajlaM CBs3u (TelerpaMma, Tenekc, ¢akcorpamma, Tenedonorpamma). [lonstue
«oprrexHuka». OCHOBHbBIC BHJIbl OPraHW3aLMOHHON TeXHUKH. [IpaBuiia TeXHUKH 0€301MacCHOCTH
paboThI C OPTTEXHUKOIA.

Tema 3.4 DnekTpoHHOE 1OKyMeHTUPOBaHue. [IoHsATHE «3JIEKTPOHHBIN TOKYMEHT).
[IpeumyiiectBa mnepenaud JOKYMEHTa C KOMIIbIOTEpAa Ha KOMIIBIOTEpP.  YCTaHOBKA Ha



KOMIIBIOTEPE CIELUAIBHO BBIJEIEHHOMN MalKy JJI MOCTYNauX JoKyMeHToB. [Ipenmyiectsa
anekTpoHHoM mouThkl. Jloctynm k Internet. Cuctema peructpauuu u KoHTposisi. Co3manue
ANIEKTPOHHOM 0a3bl JaHHbIX. [lomck mgokymeHTa. OKCKypcus B apXuB MypMaHCKOTO
ApPKTUYECKOI0 FOCYAapCTBEHHOTO YHUBEPCHUTETA.

6. IHEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHMA],
HEOBXOJINMOTI'O JJIA OCBOEHUA JUCHUIIJINHBI (MOIYJISA).

OcHoBHas IMTEepaTypa:

1. Oenepanpiblii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM Jene B Poccuiickoit
Oenepammny (pen. denepanbHbIXx 3akoHOB 0T 04.12.2006 Ne 202-®3, ot 01.12.2007 Ne 318-®3, ot
13.05.2008 Ne 68-®3, ot 08.05.2010 Ne 83-D3, ot 27.07.2010 Ne 227-D3)

2. OenepanbHblil 3akoH "O06 uHpopManuy, HHPOpPMaTU3ALUK U 3amuTe MHGopManuu". 3aKoH
nonmnucan [Tpesunentom Poccuiickoit deneparuu 20 dhespans 1995 roga N 24-03

3. 3akoH Mypmanckoir obmactu ot 20.02.2006 Ne 730-01-3MO «OO6 apXuBHOM Jieiie B
MypmaHCKOI 06acTi»

4, ®Denepanpabiii 3axoH OT 27 uronst 2006 r. N 152-03 "O nepcoHaIbHBIX JaHHBIX "

5. ®denepanpablii 3ak0H OT 2 Masg 2006 T. N 59-®3 "O nopsinke paccMOTpeHHsI oOpaleHui

rpaxnan Poccuiickoit @enepanuu" C n3MEHEHUSIMU U TIOTIOJTHEHUSAMU OT: 29 utond, 27 urons 2010 r., 7 mas, 2
utons 2013 ., 24 Hos0ps 2014 T.

6. [lpaBuna nenompow3BoAcCTBa B (efepalbHBIX  OpraHax — HMCIOJHUTEIBHOH — BIIACTH
(yrBepkaeHsl nmocranosneHueM [IpasurtensctBa Poceuiickoit deneparun ot 15.06.2009 Ne 477
7. [lepeyeHb THIIOBBIX YIPaBIGHYECKHX ApXMBHBIX JIOKYMEHTOB, OOpa3yIOLIMXCS B Ipolecce

JESITENBHOCTH TOCYJApPCTBEHHBIX OPraHOB, OPIraHOB MECTHOI'O CaMOYIIPABIEHUS U OPraHU3aLUil, ¢ yKa3aHueM
CPOKOB XpaHEHUs. YTBEpKICH MpukazoM MUHUCTepCTBa KylIbTypsl Poccuiickoit ®@eneparmu ot 25 aBrycra
2010 r. Ne 558

JlonoTHUTE/ILHAS JIUTEpPaTypa:

1. [Tucekmo MunoOpaszBanust PO ot 20 gexabps 2000 roma N 03-51/64 «O Meroanveckux
PEKOMEHIANHUAXK IO paboTe C JOKYMEHTaMU B 00I11e00pa30BaTEIbHBIX YUPEKICHUIK)

2. Opranuzanysi JeJIoNponu3BoIcTBa U TokyMeHToobopoTa JIOY [Tekct]: meron. pek. / JI. U.
Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Conoryd, O.I1. Jlenompou3BOACTBO: COCTaBJICHWE, peAaKTHpOoBaHHWE U  00paboTka
JokyMeHTOB: YueoHoe nocooue / O.I1. Conory0. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE ANCHUITINHBI
MOAVYJIs)
B o0pa3oBaTensHOM Ipoliecce UCIOIb3YIOTCS:

— y4eOHBbIC ayJUTOPUM IJIsi TPOBEACHUS YUYEOHBIX 3aHATHM, OCHAIIEHHbIE 00OpYJIOBaHUEM U
TEXHUYECKUMHU cpencTBaMu oOydeHus: yuyeOHas weOenb, [IK, oOopynoBanue nns
JEMOHCTpAIINH MIPE3EHTAIIHH, HATJITHbIe TOCOOHS,;

— TIOMEIIEHUS [IJIi CaMOCTOATENbHONW pPa0OThl, OCHAIICHHBICE KOMITBIOTEPHOM TEXHUKOU C
BO3MOXKHOCTBIO MOJIKJIFOUEHUS K ceTH «HTepHEeT» 1 0OecrneueHnueM T0CTyIa B AIEKTPOHHYIO
UH(pOPMaLMOHHO-00pa3oBaTenbHyto cpeny MATY.

7.1 HEPEYEHDb JIUNEH3UOHHOI'O TIPOTPAMMHOI'O OBECITEYHEHU 1

JInneH3noHHoe NMporpaMMHoe odecneyeHne 0Te4eCTBEHHOI0 NPOU3BOACTBA

Kaspersky Anti-Virus

JInneH3noHHOe MporpaMMHoe odecrevyeHne 3apy0e;KHOro NPpONu3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHOe o0ecrniedeHre 0Te4eCTBEHHOI0 TPOU3BOACTBA
7Zip

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHOe olecriedeHne 3apy0e;KHOr0 NPOU3BOACTBA
Adobe Reader



Mozilla FireFox
LibreOffice.org

7.2 QJIEKTPOHHO-BUBJIMOTEYHBIE CUCTEMBbI:

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

OBC m3narenscTBa «FOpaiit» https://biblio-online.ru/

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

7.3 COBPEMEHHBIE ITPO®ECCHUOHAJIBHBIE BA3bI TAHHBIX
1. Cynebnble u HOpMaTuBHBIE akThl PO http://sudact.ru/
2. UndopmannonHo-anamutudeckas cucrema SCIENCE INDEX

3. DnekTpoHHas 0asza JaHHBIX Scopus
4. bassl ganueix komnanun CLARIVATE ANALYTICS

7.4 UTHOOPMAIIMOHHBIE CITPABOYHBIE CUCTEMbI

1. CrnpaBouHO-TIpaBOBast UH(POPMALIMOHHAS cucrema Koncynbrant [Tiroc
http://www.consultant.ru/

2. 00O «CoBpeMeHHBbIE MeaMa TEXHOJIOTMM B  O0Opa3oBaHMM M KYJIBTYpe».
http://www.informio.ru/

8. UHBIE CBEJJEHUS U MATEPHAJIbI HA YCMOTPEHUE BEJAYIIEN KA®EJIPbI
He npengycmoTtpeno.

9. OBECIIEYEHME OBPA30OBAHMUA JJIA JIUILI C OB3

Jns obecrieuenust 00pa30BaHUs UHBAIUAOB U JIMIL C OTPAHUUYEHHBIMHU BO3MOXKHOCTSIMU 3/I0POBBS
peanu3anys JUCLMIUIMHBL MOJYKET OCYILECTBIIATHCS B aJalTHPOBAaHHOM BHIE, C YYETOM
cnenu(UKH OCBOGHUS U JHIAKTUYECKHX TpeOOBaHMIA, HWCXOAS W3 HWHIWBUAYAIbHBIX
BO3MOXHOCTEH U MO JINYHOMY 3asIBJIEHUIO 00yJaroIerocs.
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https://biblio-online.ru/
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