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1.EJIb OCBOEHUS JUCIUIIJIMHbI (MOAYJISl)— dopmupoBanue y oOyyarommxcs
TEOPETUYECKUX 3HAHUH M TPAKTHUECKUX YMEHHUH Ui OpraHu3aluu JIeJONpPOU3BOJICTBA,
HEOOXOIMMBIE TPU BBHIMOJHEHUHM ONEpaluid MO CO3AaHUI0 M O00pabOTKE OpraHU3alMOHHO-
pacropsUTENbHBIX JOKYMEHTOB, BEICHHS JEIIOBOM TEpPENHCKH, aHalu3a WH(POPMALMOHHBIX
MOTOKOB ¥ WH(POPMAIIMOHHOTO B3aMMOJCHCTBHS B OpraHW3alld, COBEPIICHCTBOBAHUHU
TEXHOJIOTHH OKYMEHTAllMOHHOTO OOEeCTeueHHs yNpaBJICHUS W apXUBHOTO Jena Ha 0asze

HoBenmux [ T-TexHomoruii, 06ecreueHns TeKyIero XpaHeHus: JOKyMEHTOB.

2. TPEBOBAHUA K PE3YJIBTATAM OCBOEHUA JUCHUIIJIMHBI (MOY JIS)

B pesynbrare

KOMIICTCHII MU

OCBOCHUA

JUCHUITIIMHBI

(Momynsi)  QOPMHUPYIOTCS  CIEIYIOIIHE

Crioco0eH OCyIIECTBIATH JISTOBYI0 KOMMYHHKAIIMIO B YCTHOW U MUCBMEHHON (hopMax Ha
rocyaapcTBeHHOM si3bike Poccuiickoit deneparuu u mHocTpaHHOM(BIX) s3bike(ax) (YK-4);

Crioco0eH ympaBliAiTh CBOMM BpPEMEHEM, BHICTPAUBATh M PEATU30BHIBATH TPACKTOPHIO
CaMOpa3BHUTHS Ha OCHOBE NMPHUHIIUIIOB 00pa3oBaHus B TeueHUE Beei xu3Hu (YK-6)

[lepeueHp TIaHUPYEMBIX PE3YIbTATOB OOYUECHHUS M0 TUCHUILUIUHE (MOIYJII0), COOTHECEHHBIX C
WHJUKATOPaMH JOCTHUKEHHUSI KOMITIETCHIINI

Komnerenuus

Nuaukaropsl
KOMIIeTeHIHI

Pe3yabTaThl 00yyeHus

VK-4. Criocoben

VK-4.1. Baageer

3HaTh: HOPMAaTUBHBIC JOKYMCHTBIL 10

OCYILIECTBIIATh CUCTEMON HOpM yHU(UKAUU M CTaHJapTU3alMM B 00JacTu
JIEJIOBYIO pyccKoro JOKYMEHTAIH, NEHCTBYIOIINE Ha TEPPUTOPUHU
KOMMYHHMKAIIMIO B | JINTEPATypHOro si3bika | PO; roCy1apCTBEHHbBIE CTaHapThI u
YCTHOM U IIPU €ro 3aKOHOJATEIbHbIE aKTBI 1o
MMCbMEHHON UCIIOJIb30BaHUU B JOKYMEHTUPOBAHUIO;
dopmax Ha KauyecTBe CUCTEMbl  JOKYMEHTAaluH, TpeOOBaHUA K
rOCy/JapCTBEHHOM | TOCYIapCTBEHHOIO COCTABJICHUIO U OPOPMJIICHHUIO TOKYMEHTOB,;
a3pike Poccuiickolt | s3bika PO u HOpMamu TUIOBBIE HMHCTPYKLUUH II0 JEJIONPOU3BOJICTBY,
denepauuu u MHOCTPAHHOTO(BIX) periaMeHT paboThl, JOHDKHOCTHBIE HHCTPYKLIUY;
MHOCTPaHHOM(BIX) | 53bIKa(OB), UCHIOJB3YET | OCHOBHBIE BH/JIBI JIOKYMEHTOB,
A3bIKe(ax) pasnnuHble (popMBlI, perIaMeHTHPYIOIINX 00pa30BaTeNbHYIO
BU/Ibl YCTHOH U NeSITENIbHOCTD;
MIMCbMEHHON OCHOBBI JIEJIONIPOU3BOJICTBA B 00pa30BaTEILHOM
KOMMYHHKAITHH. YUpEXKJICHUU.
VYK-4.2. Ucnons3yet YMerTs: paLMOHAIBHO u s heKkTUBHO
S3BIKOBBIE CPEJCTBA OpraHHU30BbIBATH JIeJIONPOU3BOACTBO B
JUTSL TOCTHKEHUS 00pa3oBaTeIbHOM  OpPraHU3alluM; COCTABISATh
poheccuoHaATBHBIX y4eOHO-METOINYECKUE u HOpPMAaTUBHO-
LieJIed HA PYCCKOM H IIPAaBOBbIE  JIOKYMEHTBI, PErIAMEHTUPYIOLIUE
WHOCTPaHHOM(BIX) JESATEILHOCTh 00Pa30BaTEIHLHON OPraHU3aIluN

s3bIKe(ax) B paMKax

Brnanets: METOJaMu, crocodamMu u cpeacrBaMu

MEXJTMYHOCTHOTO H TIOJTyYeHHS, XpaHEeHus, nepepaboTKH

MEKKYJIBTYPHOTO uHOpMAIMK,  OCHOBAMH  KOMIIBIOTEPHOU

00wLIEHHSL. IPAMOTHOCTH; ~ TEXHOJOTHEW  OpTaHM3aluu
YK-6. Cnocoben | YK-6.1. Ouenusaer JIETIOTIPOM3BO/ICTBA B 00pa3oBaTeIbHOM
YIPABIAT CBOMM | JIMYHOCTHBIE PECYPCHl | yUPEHKICHHH.

BPEMCHEM, 10 JOCTHXKCHHIO ueneﬁ
BBICTpanBaTh U CaMOpPa3BUTHA U
PCAIIN30BbIBATH YHpaBJICHUA CBOUM

TPAEKTOPUIO

BpPEMCHCM HAa OCHOBC




CaMOpPa3BUTHA HA MMPUHIHUIIOB

OCHOBE o0pa3oBaHUs B TEUCHHE

MPUHLIAIIOB BCEH JKU3HU.

oOpa3oBaHus B YK-6.2. Kpurnuecku

TEUYECHUE BCEU OLICHUBAET

KU3HH 3¢ peKTUBHOCTD
HCIIOJIb30BAHUSA

BPEMEHU U JPYTUX
pecypcoB npu
peanu3aim
TPaeKTOPUU
CaMOPa3BUTHSL.

3. YKABAHUE MECTA IUMCHUIIVIMHBI (MOAYJisl) B CTPYKTYPE
OBPA3OBATEJIbHOM ITPOT'PAMMBI.

Hucuumiuza  «/lenonpous3BoAcTBO M JJOKYMEHTOOOOPOT B 00pa3oBaTelbHOM
VUPSKACHUW»  OTHOCHUTCS K  (akymbraTmBaM  4YacTH, (HOPMHUPYEMOHl  yY9aCTHHKAMU
00pa3oBaTeIbHBIX OTHOLIEHUH OCHOBHOM MpodeccCHOHaIbHON 00pa30BaTeIbHON MPOrpaMMBbl 110
HanpasyieHuto noAarotoBku 44.03.05 Ilemarornueckoe oOpazoBaHue (C ABYMs HpOGUISIMU
MOJTrOTOBKHM), HallpaBiIeHHOCTh (npoduin) buonorus. 'eorpadus.

4. OBBEM JUCHHUIIVIMHBI (MOAYJIA) B 3AYETHBIX EJMHULAX C
YKA3AHUEM KO/IMYECTBA AKAJEMMWYECKHUX WM ACTPOHOMMUYECKHUX
YACOB, BBIJIEJIEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIUXCA C
IPENOJABATEJIEM (II0 BHIAM VYUYEBHBIX 3AHSATHAM) UM HA
CAMOCTOATEJIBHYIO PABOTY OBYYAIOIIUXCH.

OO6w1ast TpyA0€MKOCTh AUCHUILIUHBI COCTABIIsACT 1 3aueTHYI0 eAuHuUIy Win 36 yacoB (U3
pacuera 1 3.e.= 36 yacoB).
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B HHTCPAKTUBHBIX Q)opMax YacChbl UCIIOJIB3YIOTCS B BUAC KPYIJIOrO CTOJIA.

5. COAEP KAHHUE JUCHUIIVIMHbBI (MOAYJISA), CTPYKTYPUPOBAHHOE
0 TEMAM (PA3JAEJIAM) C VYKA3AHMEM OTBEJIEHHOI'O HA HHUX
KOJIMYECTBA AKAJEMHMYECKHUX HWJIN ACTPOHOMHMYECKHUX YACOB H
BHIOB YUEBHBIX 3AHSTHUI.
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1 Paznen 1. Coneprxanue, 3HaueHue 2 2 - 3 6

ACJIOIPOU3BOACTBA. Texnomorus
opranuzalnuvu ACJIOIPONU3BOACTBA
B O6pa3OBaTeJ'H:HOM YUPCKACHUHN

2 | Pa3nen 2. HopmaTusHoO- 2 4 - 5 1 8
3aKOHOJIaTeIbHas 0asa.
OcHOBHBIE BUIBI TOKYMEHTOB U
CUCTEMBI JIOKYMEHTALIUH.
OCOo0EHHOCTH MTOATOTOBKA U
o(hopMIIeHHS OTJIETBHBIX BUIIOB
JTIOKyMEHTOB

3 | Paznmen 3. ®opmupoBaHue aei u - 4 - 6 1 8
OpraHu3alys XpaHeHUs
JOKYMEHTOB. DKCIIEpTH3a
LIEHHOCTU JOKYMEHTOB.
TexHuyeckue cpeacTna,
UCIIOJIb3yEMbIE B
JIEJIONPOU3BOCTBE.
DNIEKTPOHHBIA IOKYMEHTOOOOPOT

3a4CT

UTOIO: 4 10 - 14 |2 22

Conep:xanue TMCUMILIMHBI (MO1YJIs1)

Pa3gen 1. Conep:xaHue, 3HaYeHUe 1eJ0NPpon3BoacTBa. TexHoorus
OpraHu3anuy JIeJIONMPON3BOACTBA B 00Pa30BATEIbHOM YUPeKIeHNH

Tema 1.1 OcHOBHBIE TEPMHUHBI M NOHATHE «1€J0NPOU3BOACTBO». McTOPUSI BOSHUKHOBEHHUS
¥ OCHOBHbBIE 3TANbl PA3BUTHS 1eJ10NPON3BOACTBA.CHCTEMbI OPraHU3alNU
Aeaonpou3BoacTBa. [IoHATHEH NPUHIMIBIOPTAHU3ALUH JOKYMEHT0000poTa

[TonsTHe «aemonpon3BoaAcTBO». OCHOBHBIC LIENU U 33Ja4u JeNonpon3BoacTBa. HeoOxoamMocTs
OpraHu3alyy JAeJIONPOU3BOJICTBA B YUPEKICHUH. 3HAUEHUE AEJIONPOU3BOICTBA B AEATEIILHOCTH
oOpasoBaTenbHOTrO yupexaenus. Cexperapp, JeONPOU3BOANTENb, TOKYMEHTOBE, KaHIIEISAPHSI.
Hctopuyeckue 3Tanbl pa3BuTHs nenonpousBoacTsa B Poccun. CoBpeMeHHOE rocy1apCTBEHHOE
perynupoBaHue  Jenonpou3BoacTtBa. CucTeMbl — J€IONPOU3BOACTBA:  LIEHTpaM30BaHHas,
JelleHTpann30BaHHas, cMmemanHas. CTpykrypa U 00BbEM JokyMeHTooOopora. OCHOBHbBIE
MIPUHLIMIIBI OpraHu3ay paboThl ¢ JOKYMEHTONOTOKaMH, KaK CO3/JaHHe ONTUMAaJIbHBIX yCIOBUI
Ui BCeX BHMJOB paboThl ¢ JoKyMeHTamH. OpraHu3allMOHHas CTPYKTypa IepcoHala,
o0ecTeYnBaroIEero padboTy ¢ TOKYMEHTaMHU.

Tema 1.2 PekBu3nTHI 10KyMeHTOB. Perncrpanms n uHaexkcanmsi 1okymeHToB. CTpykTypa 0a3
AaHHbIX J0kyMeHTOB. Ilpuem, o0paGoTka m pacnpeaejieHHe NOCTYNAIIIUX TOKYMEHTOB.
Opranuzanms 00padoTKH M Nepeaavyu OTHPABJIsIEMbIX IOKYMEHTOB.



[ToHsATHE pPEKBU3UTAAOKYMEHTA. Bunel pekBU3HTOB. [IpaBuna odopMIICHUSIPEKBU3UTOB
nokymeHToB.  ®opmymsp-oOpasen.  brnankmoxkymenta. Bunabr 6mankoB.  TpeGoBaHus K
OonmankaM aokymeHTOB. lllaGmonsl. MHAekcanus U peructpanus TOKyMeHTOB. Bumbl u dopmbl
perucTpaluu JOKYMEHTOB. TpeOGoBaHUS K TEKCTaM CIy>KEOHBIX JTOKYMEHTOB: KPaTKOCTh W TOYHOCTH
HU3JI0KCHUA I/IH(I)OpMaHI/II/I, HUCKIIIOUCHUC JOBOAKOI'O TOJIKOBAaHUS, OOBEKTUBHOCTL U JOCTOBEPHOCTH
UH(POPMALINH, COCTABICHHE MPOCTBIX JOKYMEHTOB, CTPYKTYPHPOBaHHE TEKCTa JOKYMEHTA, IIHPOKOE
UCIIOJIb30BaHUE TPa(apeTHbIX M TUIIOBBIX TEKCTOB HPH ONUCAHUU MOBTOPSIONIMXCS YIPABICHUSCKHX
cATyalid. SI3bIK M CTHIIb CIYXeOHBIX JOKYMEHTOB. JTambl O0OpaOOTKUBXOMSAIIUX JTOKYMEHTOB.
[lepBuunas 00paboTKa BXOASIIMXIOKYMEHTOB. Perucrpupyempie U HEpPETUCTPUPYEMBIE
TOKyMeHThI. [IpenBapuTenbHOe pacCMOTPEHUE JOKYMEHTOB JJIsI HANPABJICHUS HCIOJHUTENSM.
Pezomronus.

[Topsimok  TMOATOTOBKM  HUCXOIANIMX  JOKYMEHTOB. (CoCTaBlieHHE TPOEKTa JOKYMEHTAa,
corylacoBaHue, Moamnucanue (yTBep:kaeHHe), TupaxkupoBanue. CrnocoObl U METOAbl OTIPABKU
UCXOIAIIMX JOKYMEHTOB. OOmmasi XapakTepHUCTHKa CIy>KeOHOW mepenucku. PasHOBHUAHOCTH
CIIy’)keOHBIX THCEeM (COMPOBOIUTENHHOE MUCHMO, MUCHMO-TPOCHOA, MUCHMO-3aMpPOC, MUCHMO-
OTBET, MHCHMO-COOOIIEHNEe, HWH(OPMAIMOHHOE TMHUChMO, TapaHTUMHOE TMHUCHMO, MHUCHMO-
MpUTrIameHue 1 T.1.).

Tema 1.3 Ilopsinoxk npoxokaeHuss BHYTPEHHMX AOKYMeHTOB. OpraHmszanus KOHTPOJS 32
HCIIOJIHEHHEeM NOKyMeHTOB. PaGota ncnoHuresieii ¢ rokymenTamu. OpraHu3anusi OMCKOBOM
CHCTeMBbI N0 JOKYMEHTaM.

BHyTpeHHHE NOKYMEHTHI 00pa3oBaTEIbHON OpraHW3alluK (3asiBICHUS, CITY)KEOHBIC 3aliCKH,
JOKJIa/Hble, OOBSICHUTENbHBIE, CIIPaBKH, CBOJKM, OT4YeThl M Jp.). Iloaroroska, odopmieHue,
peructpanus. IIpaBuna MOCTaHOBKM JOKYMEHTOB Ha KOHTpONb. lIOpsnok CHATHS JOKYMEHTOB C
KOHTpoisl. OT4eT MO WCHOJHEHWIO KOHTPOJBHBIX JIOKyMEHTOB. OIlepaTMBHOE MCIIOJIHEHHE
AOKYMCHTOB COTPpyAHUKaMU B COOTBCTCTBHU C HX OOJDKHOCTHBIMHU 00SI3aHHOCTAMH U
pesomtorielt  pykoBogutens.  OTBETCTBEHHOCTh  3a  HecoOdrofeHHe  TpeOOBaHMMA
HUCIIOTHUTEIBECKON JUCHUITIINHBI, 3a HCIIPABUIIBHOC HUCIIOJIB30BaHUEC HCﬁCTBYIOIHHX
HOPMATHUBHBIX JIOKyMEHTOB B INOJATOTOBKE, O(OPMIIEHUM U HCIOJIHEHUHM JIOKYMEHTOB B CpPOK.
[TouckoBas cucrtemMa TOKYMEHTOB - KAapTOTEKH M KJIACCH(PHMKAIMOHHBIE CIIPABOYHUKU. Buabl
KapToTeK. Buapl kinaccu(uKamoHHbIX CIIPABOYHUKOB.

Tema 1.4 Cnoco0bl M MeTOABI JOCTABKH JAOKYMeHTOB. O0pa0dorTka KOH(pHICHIMATIBHBIX
JOKYMEHTOB M JIOKYMEHTOB Il CJIY:KeOHOr0 MOJIb30BaHWsl. JKCKYpcusi B  OTAe]
AeJionpoun3BoacTBa MypMaHCKOT0 apKTHYECKOr0 rocy1apcTBEHHOT0 YHUBEpPCUTETA.
Opranuzanysi MoYTOBOM, KyphEPCKOM M IKCIPECC-OCTaBKUA JTOKYMEHTOB.IIOHATHSA: «IIEHHOCTh U
Oe3omacHOCTh UWHGOPMALUUY, «KOH(DUAEHIIMAIBHOCTBY, «yrpo3a KOH(QUICHIIMATEHOCTUY,
«3ammra  uHpopManMmW». be3omacHOCTh IEHHBIX WH(GOPMAIMOHHBIX pecypcoB. LlenHas
uHpopMalus 1 KoH(GUICHIIMATbHBIE JOKYMEHTHI. PermamenTtanus coctaBa KOHPHUICHIUATBHBIX
CBeEHUH U JOKyMeHTOB. llopsimok paboTel ¢ KOH(PHUICHIHMATHHBIMH JOKYMEHTAMH |
Matepuanamu. Kondunennuansnas nahpopmMaivs U CBEJCHHs B A€ITeILHOCTH 00pa30BaTeNbHOM
OpraHu3alNH.

Pa3nea 2. HopmaTuBHO-3aK0HOAaTeIbHAsA 0a3a. OCHOBHBIE BHAbI JOKYMEHTOB U
CHUCTeMbI JOKyMeHTanuu. Oco0eHHOCTH NMOATOTOBKH H 0OPMJICHUS OTAEJIbHBIX
BU/I0B 10KYMEHTOB

Tema 2.1 HopMaTuBHO-3aKOHOATEJIbHbIE H HOPMATHBHO-METOAUYeCKHE JOKYMEHTBI 10
Aeaonpou3BoacTBy. HopMaTnBHO-3aKOHOJATeIbHbIE H HOPMATHBHO-METOAHYECKHE
AOKYMEHTBI 110 ADXMBHOMY JeJIy.



3akoHonaTenbHbIe akThl Poccuiickoit deneparn 1 MypmaHCcKoi 061acTu, periaMeHTHpYoIIne
JIEIOTIPOU3BOICTBO M apXUBHOE JIeNI0. ['0Cy1apcTBEHHbIE CTaHAAPTH U YHHU(PHUKAINS B 00JaCTH
JIEJIONPOU3BOACTBA U apXMBHOro jena. MHCTpykuusi 1o Jenonpou3BOACTBY MuHHCTEpCcTBa
oOpa3zoBanust u Hayku Poccuiickoit denepannu. Mertoauueckue peKOMEHIAUM 110 pa3paboTKe
HOMEHKJIATyphl M MHCTPYKIUH IO JIEJONPOU3BOACTBY B 00pa30BaTENbHOM YUPEKICHUU.
TumnoBble mepedyHU C yKa3aHHMEM CPOKOB XpaHEHUs JoKyMeHTOB. IIpaBuna pabGoThl apXuBOB
OpraHu3aLuin.

Tema 2.2 Knaccupukanusa noxymentos. IOpuauyeckas cmia nokymenra. Haznauenue n
COCTAB  OPraHU3allMOHHO-NPaBOBOW  JokyMeHTauumu. Ha3zHayeHue u  cocras
OPraHM3aNMOHHO-PACNIOPSAUTENbHON TokyMeHTanun. HasHauyeHne m cocTaB cipaBOYHO-
HH(OPMALMOHHOH TOKYMEHTALMH.

Knaccugukanus J0KyMEHTOB, €€ OCHOBHBIC MpPU3HAKU. [ pyIIbl TOKYMEHTOB - JOKYMEHTHI 110
o0mMM ¥ aJAMMHHUCTPATUBHBIM BOIpOcaMm, T.e. IO BompocaM oOOLIero pPyKOBOACTBA
OPENpUsATHEM U €ro  JeATeNbHOCThIO; - JIOKYMEHThl 1O (YyHKIHMSIM  yHOpaBJiCHUS.
Knaccudukanus cimyxkeOHbIX JOKYMEHTOB: MO aJMMHUCTPATHBHBIM BOMpOCaM; IO BOIpPOCAM
MaTepHaIbHO-TEXHUUECKOTO CHAO0XEHUs; JTOKYMEHTAlUsl 10 IJIaHUPOBAHUIO; 1O ONEpaTHBHOMN
NESITeIbHOCTH; MO OyXraJITepCKOMY YYeTy; MO IOATOTOBKE W PACCTAaHOBKE KaJpoB U T.1.
Knaccugukamuss mo HauMMEHOBAaHHUIO: NPUKA3bl, PACIOPSIKEHUS, IUIAHBI M OTYETHI, AaKThI,
MIPOTOKOJIBI, TOTOBOPHI, YCTaBbl, MHCTPYKIUH, JOBEPEHHOCTH M T.1. Kiaccuduxamus no mecry
COCTABJICHHs, 0 CTENEHM YHU(PUKALUHU, 1O MPOUCXOXKICHHIO, MO BHUIY OGOPMIICHUS, IO
croco0y ¢ukcarmuu uHPOpPMAIMK, IO CTENEeHU CIIOKHOCTH, IO CTENEeHH TIACHOCTH, IO
IOPUAMYECKON CWile, 10 CpOKaM MWCIIOJIHEHHUS, 110 CpOKaM XpaHEHHs, 10 CTEIEHH
00513aTeIbHOCTH.

CucteMa opraHu3aliiOHHO-IIPAaBOBON JTOKyMEHTAIUHU (YCTaB YUPEKIACHUS, TIOJI0KEHHUS, IITATHOE
pacnucaHue, JOJDKHOCTHblE WHCTpyKuuu). CucreMa OpraHu3allMOHHO-PaclopsIUTEIbHON
JOKyMEHTaluu (yka3, IpUKa3, BBIACKA U3 MIPUKa3a, paclopshkeHue, nocraHosieHue). Cucrema
CIPaBOYHO-MH(POPMAIIMOHHON TOKyMEHTaluu (IPOTOKOJ, aKT, 3asBICHUE, JOKJIaJHas 3alucKa,
NpeUIoKeHNe, TpeACTaBIeHUe, CiIy)XeOHas 3amucka, oOBbsicHUTEeNbHas). Cxema MOATOTOBKU
pacnopsAUTEIbHBIX T0KyMEHTOB.[1opSIOK CHITHS 1 BbIIAUM KOTIMI C JOKYMEHTOB.

Tema 2.3 JlokajibHbIe HOPpMaTHBHBIE aKThI. CocTaB U padoTa ¢ KaApPOBOH JOKYMEHTAIHeH.
IlonoxxeHns, mpaBuiIa, WHCTPYKUMM (TpaBujiaa BHYTPEHHETO TPYAOBOIO  paclopsika,
MHCTPYKLHUHU O TOPSIIKE OCYIIECTBICHUS KaKOW-THO0 AESITeNTbHOCTH WM MOPSIKE MPUMEHEHHS
MIOJIOKEHUN 3aKOHOJATEIbHBIX W HMHBIX HOPMATHBHBIX AaKTOB, IIOJIOKEHHS O CTPYKTYPHBIX
MoJIpa3ieNieHusIX, KOJJIEKTUBHBIN JoroBop U np.). [lopsaok opopmiieHuss ¥ MOANUCAHUS ITUX
JOKYMEHTOB JUIsl IIPUMEHEHUSI KaK CaMOCTOSATENIBHBIX IIPaBOBBbIX akTOB. [IoHATHE M CTpyKTypa
MEePCOHANBHBIX JaHHBIX. OO0s3aTenbHbIEe KaJIpOBble TOKYMEHTHI 00pa3oBaTeIbHOMOpraHu3aluy,
UX BUJIbI, COCTaB, HOPMATUBHbIE TPEOOBAHUS K BEJCHHUIO KaJpOBOW JOKyMEHTAlUU (IIPUKA3bl U
paclopspKeHHMsT 0 JIMYHOMY COCTaBy, 3asBIIEHHWE, TPYAOBOW JOrOBOp, JIOJDKHOCTHAs
MHCTPYKLUS, TPyAOBas KHU)KKA, JIUYHAS KapTOuKa, JIMYHOE Jeno). [IBIKeHHe M XpaHEHUe
KaJpoBOi JOKyMeHTanuu. JKypHanmsl M KHUTH YydeTa. lICIOJIHEHHME COLMaIbHO-IPABOBBIX
3aIpOCOB.

Pa3zpnen 3. @opmupoBaHue /1e/1 1 OPraHU3aNNsl XPAHEHUsSI JOKYMEHTOB. JKCIepTH3a
HEHHOCTH TOKYMEHTOB. Texnuueckue cpeacrea, HCNOJb3YEMbIC B
AeJIONPON3BOACTBE. DJIEKTPOHHBIH I0KYMEHT0000pOT

Tema 3.1 IlpaBmia cocTraBjieHHsT HOMEHKJIATYPbI Aen yupexiaeHus. PopmupoBanue
opopmiienue paes. OpraHu3anusi ONEPATHBHOIO XPAHEHHMsl [AOKYMeHTOB. dopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM y4pPe/KICHUH.

Ilomatue o «gene». Howmenknatypa nen. CocraBieHue HOMEHKJIATYpbl JI€JT B



00pa3oBaTEIbHOM  yUPEKICHUH. ®opMupoBaHue Jeil. [Ipu3Haku3aBeneHus Jei:
HOMMHAJIbHBINA, TPEeIMETHO-BOIIPOCHBIN,aBTOPCKHUM, KOPPECIIOHAEHTCKUN, Treorpaduyeckui,
XpoHosiornueckuii. Buspl apxuBoB. TpeboBanus k apxusaM. [lopsiok nepeayn TOKyMEHTOB Ha
apxuBHoe xpaHeHue. CucreMaru3anus JI0OKyMEHTOB B apxuBe. PaboTa ¢ HayyHO-CIIpaBOYHBIM
anmapaToM (MCTOpUYECKas CIpaBKa, ONUCU JIe]1 IIOCTOSSHHOIO M BPEMEHHOIO XpaHEHMS
JIOKYMEHTOB, KHUTY yueTa U IBUKECHHUS J1eN).

Tema 3.2 /lesja MOCTOSSHHOIO M BPEMEHHOI0 CPOKA XpPaHEHHUsl. JKCIEPTHAsi KOMMCCHUA
yupesxaeHusi. [lopsinok yHn4YTOKeHUsI JOKYMEHTOB.

OcoOeHHOCTH XpaHEHHs /] MOCTOSIHHOTO, BpeMeHHOro (cBbiie 10 jieT) u Jen mo JUYHOMY
cocraBy. Ilopsnok mnepemaun gen B locynapcTBeHHble apxuBbl. (Co3laHuE€ 3KCIEPTHOU
KOMHUCCHM yupexaeHus. [IpoBeneHue sKcmepTu3bl LEHHOCTH JAOKyMeHTOB. OdopmiieHue
IIPOTOKOJIOB 3ac€aHMi KOMHMCCHUU U aKTOB Ha yHMUTOKeHue aein. llponenypa yHuUYTOXEHHSA
JAOKYMCHTOB.

Tema 3.3 MHcnoas3zoBanue IIK B pgenonpomsBoacree. CpeacrBa KONMPOBAHHMA H
ONepaTHBHOIO pasMHo:keHusi. Ilpuem n 00padoTKa JOKYMEHTOB, OCTYNAKOIIMX 110 KAHAJIAM
3JIeKTPOHHOM MOYTHI M (hakcuMuiibHOI cBs3u. IIpaBuiia 0e3onacHoil padoThI ¢ OPIrTEXHUKOIM.
KommnbloTepable  cpeacTBa MOATOTOBKH JOKYMEHTOB. Mcmosip3oBaHue mabiIoOHOB — JUis
¢dbopmMHpoBaHUs JOKYMEHTOB Ha KOMIbloTepe. lcmonp3oBaHHe B KOMIBIOTEpPE OJIAHKOB
nokyMeHToB. Co3faHue 0JIaHKOB JIOKYMEHTOB B KOMIIbloTepe. M3roToBineHue, KONMPOBaHUE U
TUpaXXUPOBaHUE JOKyMeHTOB. CpencTBa 00pabOTKH JOKYMEHTOB. JIOKYMEHTHI, IepeiaBaeMble
Mo KaHajgaMm CBsi3M (Tenerpamma, Tenekc, (akcorpamma, Ttenedororpamma). Ilonstue
«oprrexHuka». OCHOBHbBIE BHJIbl OPraHU3alMOHHONW TeXHUKU. [IpaBuiia TexHUKHM 0€301MacHOCTH
palboThI ¢ OPITEXHUKOI.

Tema 3.4 DiiekTpoHHOE NOKyMeHTHPOBaHue. IIoHAITHE «3JIGKTPOHHBIH JOKYMEHT).
[IpeumymecTBa mepenadu NOKyMEHTa C KOMIIBIOTEPA Ha KOMIIBIOTEP.  YCTAHOBKAa Ha
KOMIIBIOTEPE CHELMAIBHO BBIAECICHHON MaNKy JUIsl NOCTYNAIOIINUX JOKyMEHTOB. [Ipenmyiiectsa
anekTpoHHOM mouThl. Jloctynm k Internet. Cuctema peructpauuu u kKoHTposia. CoznaHue
AJIEKTPOHHOM 0a3pl  JaHHBIX. [loMck JOKyMeHTa.OKCKypcuss B apxuB MypMaHCKOTO
apKTHYECKOT0 TOCYJapCTBEHHOTO YHUBEPCUTETA.

6. INEPEYEHDb YYEBHO-METOAUYECKOI'O OBECIIEYEHMUMA,
HEOBXOJIUMOI'O JJIs1 OCBOEHUA JUCHUIIJIMHBI (MOYJISA).

OcHoBHasi JInTEepaTypa:

1. degepanbHbii 3akoH OT 22.10.2004 Ne 125-®3 «O6 apxmBHOM pOene B
Poccuinckon ®depepaunn» (pen. depepasnbHbiX 3aKOHOB 0T 04.12.2006 Ne 202-P3, oT
01.12.2007 Ne 318-®3, o1 13.05.2008 Ne 68-®3, o1 08.05.2010 Ne 83-®3, o1 27.07.2010
Ne 227-®3)

2. depepanbHbin 3akoH "O6 wHGMOpMauuu, wnHbopMaTUlaumm Kn 3awmTe
nHopMaumnn". 3akoH noanucaH lMpesnpoeHTom Poccuinckon depepaumm 20 geBpans
1995 roga N 24-03

3. 3akoH MypmaHckon obnactum oT 20.02.2006 Ne 730-01-3MO «O6 apxmBHOM
nene B MypmaHckon obnactum»

4. depnepanbHbI 3aKOH 0T 27 mionga 2006 r. N 152-®3 "O nepcoHasibHbIX
OaHHbIX"
5. depepanbHbIN 3aKoH OT 2 Mas 2006 r. N 59-903"0 nopsaake pacCMOTpPeHUs

obpaleHnnn rpaxxaaH Poccuinckon ®depepaunn" C n3MeHEeHUAMU N OOMNOJIHEHUSMU OT:
29 ntoHs, 27 nona 2010 r., 7 maq, 2 niona 2013 r., 24 Hos6ps 2014 r.

6. Mpasnna 0enonpousBOACTBa B pefepasibHbIX opraHax UCMOSIHUTENbHON
BfacTn (yTBepXxAeHbl nocTaHoBseHneM [pasutenbcTtBa Poccunckon depepaumm oT
15.06.2009 Ne 477



7. MepeyeHb TUNOBbIX ynpaBJieH4YeCcKunx APXMBHbIX OOKYMEHTOB,
obpa3syowmxca B nMpoLecce OeATeNbHOCTUM T[OCYAapCTBEHHbIX OpPraHoB, OpraHoB
MECTHOro CaMOYMpaB/IEHNA U OpraHM3auuin, C YKa3aHWEM CPOKOB XpaHeHUs.
YTBepXaeH npukazoM MuHUCTepcTBa KynbTypbl Poccunckon Depepaumm oT 25
aBrycta 2010 r. Ne 558

JlonosHUuTe/ILHAS JTUTEpPATYpa:

1. Mncemo MuHobpassaHma PO oT 20 pekabpsa 2000 roga N 03-51/64 «O
MeToOnyeckmnx pekomeHgaumsax no paborte ¢ gokymMeHTamu B obuieobpa3oBaTesibHbIX

yypexaeHnax»
2. OpraHu3zaumsa OenonpousBoAcTBa U AokyMeHToobopoTta LOOY [TekcTtl]:
MeToa. pek. / J1. . JlyknHa. - M. : Cepa, 2009. - 128 c.
3. Conory6, O.l. [OdenonpousBoACTBO: COCTaB/IEHME, pefakTUpoBaHME WU

obpaboTka pokyMeHTOB: Y4yebHoe nocobue / O.M. Conory6. - M.: Omera-J1, 2013. - 207
C.

7. MATEPHAJIBHO-TEXHUYECKOE OBECIHHEYEHHUE JUCHHUIIJIUHBI
MoAayJist)
B o0pa3oBaTenbHOM MPOIIECCe UCTIONB3YIOTCS:

— ydeOHbIe ayJUTOPHH ISl TMPOBEACHHUS y4eOHBIX 3aHSATHH, OCHAIIEHHBIE 00OpPYJOBAaHHEM H
TEXHUYECKUMHU cpelncTBaMu oOydeHus: ydeOHas wmeGenb, I[IK, obGopynoBanue st
JIEMOHCTpAllMU TPe3eHTAlui, HarIsAHbIe TOCOOUS;

— TIOMEUICHHUS Uil CaMOCTOSITENbHOW paOOThl, OCHAIIEHHbIE KOMITBIOTEPHOH TEXHUKOH C
BO3MOXKHOCTBIO MOJKITIOUCHHUS K ceTH «HTepHeT» 1 oOecreueHneM I0CTyma B 3JIEKTPOHHYTO
nH(pOpMaIMOHHO-00pa3oBarenbHy0 cpeay MATY.

7.1 HEPEYEHbBb JIMIIEH3UMOHHOT' O IIPOTPAMMHOI'O OBECIIEYEHU S
JIneH3noHHOEe MPOrpaMMHOe 0GecriedyeHHe 0Te4eCTBEHHOTO MPON3BOICTBA
KasperskyAnti-Virus

JIMieH31M0HHOE MPOrpaMMHOe 00ecnedeHne 3apy0e;KHOTr0 MPOU3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CBo0001HO pacnpocTpaHsieMoe MPOrpaMMHoOe ofecrnedeHne 0Te4eCTBEHHOT0 MPOU3BOJACTBA
7Zip

CB0001HO pacnipocTpaHsieMoe MPOrpaMMHOe odecredeHue 3apy0e;KHOro Nponu3BoACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJIEKTPOHHO-BUBJINOTEYHBIE CUCTEMBbI:

9BC u3parenscrBa «Jlaub» https://e.lanbook.com/

OBC n3narensctBa «tOpaiiT» https://biblio-online.ru/

ObC «YHuBepcuteTckas Oubanoreka oHmail» https://biblioclub.ru/

7.3 COBPEMEHHBIE TIPO®ECCHUOHAJIBHBIE BA3bI JAHHBIX
1. CyneOunble u HopMaTuBHBIE akThl PO http://sudact.ru/

2. Uadpopmanmonno-anamutuueckas cuctema SCIENCE INDEX

3. DnekTpoHHas 0aza TaHHBIX Scopus

4. bas3p! maugeix komnannua CLARIVATE ANALYTICS

7.4 THO®OPMALIMOHHBIE CITIPABOYHBIE CUCTEMBbI
1. CrpaBouyHO-TIpaBOBast nH(pOPMAIMOHHAS cucrema Koncynprant [Timroc
http://www.consultant.ru/



2. OO0 «CoBpeMeHHbIE MeAMa TEXHOJOTMH B  OOpa3oBaHMM M KYJBType».
http://www.informio.ru/

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

9. OBECIIEYEHHUE OBPA30BAHMUA JIA JIUIL C OB3

Jnia obecriedennst 00pa30BaHusl MHBAIHMIOB U JIUL C OTPAHUYEHHBIMU BO3MOKHOCTSIMH 37]0POBbSI
peanu3anys JUCLHUIIIMHBI MOXKET OCYILIECTBIATHCA B aJalTUPOBAHHOM BHUIE, C Yy4ETOM
cHelM(PUKA OCBOCHMSI U JUAAKTHYECKMX TpeOOBaHUM, HCXOAS W3 HHAUBUAYAIbHBIX
BO3MOXXHOCTEH U 10 JINYHOMY 3asIBJICHUIO 00YyYaroIerocs.
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