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IMosicuuTeILHAS 3aNIMCKA

O0BeM qucIUILUIMHLL 1 3.€.
1. Pe3yabTarbl 00yueHHsl IO AUCHHUILVIMHE (MOAYJII0), COOTHECEHHBIE C MHIUKATOpaMU
JOCTH)KEHUS] KOMIIETEHLIMH, yCTaHOBJIEHHBIMH  00pa30BaTeIbHOM MpOrpaMmMon

Komnerenuus

HNupnkatopsl
KOMIIEeTeHIIN i

Pe3ysbTaThl 00y4eHust

YK-4. Cnocoben
OCYUIECTBIISATh
JIETIOBYIO
KOMMYHHKAIIHIO B
YCTHOHM ¥ TUCbMEHHOU
(hopmax Ha
TOCyIapCTBEHHOM
s3pIke Poccuiickoit
®denepanuu u
HHOCTpaHHOM(BIX)
SI3BIKE(aX)

YK-6. Criocoben
YIPaBJSITh CBOMM
BpEMEHEM,
BBICTpauBaTh U
pean3oBbIBATh
TPACKTOPHUIO
CaMOpa3BUTHS Ha
OCHOBE TIPHHIIUIIOB
o0Opa3oBaHU B
TeYCHHUE BCeil XKU3HH

VYK-4.1. Bnageet cucremoit
HOPM pPYyCCKOTO
JUTEPATyPHOTO SA3bIKA MPU
€ro UCIOJIb30BAaHHUU B
Ka4yecTBEe roCyAapCTBEHHOIO
si3plka PO 1 HopMamu
WHOCTPAHHOTO(BIX)
SI3BIKA(OB), HCTIOIB3YET
pa3inaHbIe (YOPMBI, BUIIBI
YCTHOU ¥ IUCbMEHHOMN
KOMMYHHUKAIIHH.

VK-4.2. Ucnone3yet
SI3BIKOBBIE CPEJICTBA JUIsI
JIOCTHKEHUS
npodeccroHaNbHbIX lieaen
HA PYCCKOM U
HHOCTpaHHOM(BIX)
s3BIKe(ax) B paMKax
MEKJIMYHOCTHOTO U
MEKKYJIBTYPHOTO OOIIEHHS

VK-6.1. OuenuBaer
JIMYHOCTHBIE PECYPCHI 110
JOCTHIKEHHUIO LIEneH
CaMOpa3BUTHS U
YIpaBIEHUS CBOUM
BpEMEHEM Ha OCHOBE
MIPHUHIUIIOB 00pa30BaHUS B
TeYeHUe BCe KU3HH.

VK-6.2. Kputnuecku
oreHuBaeT FPPEKTUBHOCTD
HCTIONB30BaHMUS BPEMEHHU U
JIPYTHUX PECYPCOB MPH
peanu3anyy TPaeKTOPUU
CaMOpa3BUTHSL.

3HATh: HOpPMAaTUBHBIC JOKYMCHTHI I10 yHI/I(l)I/IKaIII/II/I u

CTaHIapTH3aLUU B obsactn JIOKyMEHTAIHH,
JeiictByrome Ha Teppuropun P®; rocynapcTBeHHBIE
CTaH/apPTHI u 3aKOHOIaTeIbHBIE aKThI o
JOKYMEHTUPOBAHHUIO;

CHCTEMBI JOKYMEHTAIMH, TPEOOBaHUS K COCTAaBICHHIO U
0 OPMIICHHIO JOKyMEHTOB;

THIIOBBIE HHCTPYKLHMH O JCJIONPOU3BOACTBY, PEIIaMEHT
paboThL, TOJDKHOCTHBIE HHCTPYKLIHY;

OCHOBHBIE  BHUJBl [OKYMEHTOB, DEITIAMEHTHUPYIOIIUX
00pa3oBaTENbHYIO ACATCIHHOCTS;

OCHOBBI ~ JICJIONPOU3BOACTBA B 00pa30BaTEIbHOM
YUpEXKICHUU.

YMeTh: palMoHaNbHO W 3(PQPEKTUBHO OPraHU30BHIBATH
JeTONPOU3BOJCTBO B 00pa30BaTeIbHOM OpraHHU3alNy;
COCTaBJIATh  y4yeOHO-METOAWYECKHE M  HOPMAaTHUBHO-
NpaBOBbIC JIOKYMEHTBI, perilaMeHTHPYIOI e
JeATeIFHOCTh 00pa3oBaTe/IbHON OpraHu3aluy

Bnanets: METOAdaMU, crocodbamMu u cpeacrBaMu

HOJTyYEeHUs, XpaHeHus, nepepaboTKu
uHbopMaIuy, OCHOBaMH KOMITbIOTEPHOU
IPaMOTHOCTH;  TEXHOJOTMEH  OpraHu3anuu
JIeJI0NPOU3BO/ICTBA B 00pa3oBaTeILHOM
YUPEXKJICHUH.

2. Coaep:kaHue TUCHUTLUINHBI (MOTYJIs)

Pa3nea 1. Copepxanue, 3HaUeHHe JeJI0NPou3BoACcTBa. TexHonorus
OpraHM3alNH /1eJIONPON3BOACTBA B 00Pa30BATEIbHOM YUPeKACeHUH

Tema 1.1 OcHOBHBIEC TEPMUHBI M IOHATHE «1EJIONPOU3BOACTBO». ICTOPHUSA BOSHMKHOBEHHS
1 OCHOBHbBIE 3Tallbl PA3BUTHA AeJ10NPON3BOACTBA. CHCTEeMBbI OPraHu3aluu

aejonpoun3soacTsa. [lIoHsiTHEe M NPUHIMNBI OPraHU3ALMHU JOKYMEHTO000pOTA

Tlonsitue «ACTOIIPOU3BOACTBO». OCHOBHBIE oeian W 3aadyv JCJIONPOM3BOJICTBA. HGO6X0}II/IMOCTB OpraHn3anuun
JACJIONPOU3BOACTBA B YUPCIKIACHUU. 3HaueHue ACJIONPOU3BOJACTBA B ACATCIbHOCTU O6paSOBaT€J'ILHOFO YUPCIKACHUS.
CereTapb, ACJIONPOU3BOANUTEIIb, JOKYMECHTOBEA, KaHIICIIAPUS. HCTOpH‘IeCKI/IC 9TaIlbl pa3BUTHA ACIONPOU3BOJACTBA
B Poccumn. COBpeMeHHOG TOCyAapCTBCHHOC PEryJIMpOBaHUC JACJIONPOU3BOACTBA. Cucrembl JACJIOPOU3BOACTBA:
LOCHTpaJIM30BaHHAd, ACUCHTPAIN30BaHHAA, CMCIIaHHAsA. CprKTypa u 00BéM ,HOKyMeHTOO60pOTa. OCHOBHEIE




MPUHIHUIIBI OpTraHU3aluu pa6OTI)I C JOKYMCHTOIIOTOKaAMHU, KaK CO3JaHUC OINTUMAJIbHBIX yCJ'IOBI/Iﬁ JJI1 BCEX BHUIOB
pa6OTLI C TOKYMCHTaMH. Opl"aHId?,aIIPIOHHaSI CTPYKTypa nepcoHala, oﬁecneana}omero pa60Ty C JOKYMCHTaMHU.

Tema 1.2 PexkBU3UTHI 10KyMeHTOB. Perucrpanus u unaekcanusi 10KkyMeHToB. CTpykTypa 0a3
NaHHBIX J0KyMeHTOB. [lpuem, o0paGoTka M pacnpeneieHHe NOCTYNAIIIMX J0OKYMEHTOB.
Opraﬂmaunﬂ 06p360TKI/I U nmepeaavdu oTinpaBjasieMbIX JOKYMEHTOB.

[ToHsiTne pexBH3WTa IOKYMEHTA. Bunbl  pexBU3HTOB. [MpaBuna odopmieHHs PEKBU3UTOB JOKYMEHTOB.
®opmymsip-obpazen.  bnank mokymenta. Bunbl OnankoB.  TpeGoBanHus Kk OnaHkaM JOKyMeHTOB. 111aGmoHbI.
WHpekcanust 1 perucTpanus 10KyMeHTOB. Buibsl 1 (GOpMBI perucTpanuy T0KyMeHTOB. TpeOOBaHUS K TEKCTaM
CITy’)K€OHBIX JOKYMEHTOB: KPaTKOCTb M TOYHOCTh H3JI0KEHUS WHPOPMAINH, UCKIIOYCHHE IBOSKOTO
TOJIKOBaHUS, OOBEKTUBHOCTh M JIOCTOBEPHOCTh HMH(OpPMALUH, COCTABICHHUE MPOCTHIX JOKYMEHTOB,
CTPYKTypHUpOBaHHE TEKCTa JOKYMEHTA, ITUPOKOE UCTIOIb30BaHNE TpadapeTHBIX W TUIIOBBIX TEKCTOB MPH
OTKMCAHWU MTOBTOPSIONIMXCS YIPABICHUSCKUX CUTYAIMH. SI3BIK M CTHIIb CITY>KEOHBIX JOKYMEHTOB. DTalbl
00pabOTKN BXOIAIMINX MOKYMEHTOB. IlepBuuHas o0paboTKa BXOAANIMX JTOKYMEHTOB. Permctpupyemsie H
HeperucTpupyeMble TOKyMEHTHI. [IpeBapuTenbHOe pacCMOTPEHNE JOKYMEHTOB JJIsl HAlPaBJICHUS UCTIOTHHUTEISIM.
Pesomonust.

[TopsnoK MOATOTOBKM HCXOIAMIMX JOKYMEHTOB. COCTaBlICHHE HpPOEKTa JAOKyMEHTa, COIJacOBAaHHUE, MOJNUCAHHE
(yTBepxaeHue), THpakupoBaHue. CriocoObl 1 METOIBI OTIIPABKH UCXOAMINX JOKyMEeHTOB. OO0Ias XxapakTepucTHKa
ciy)KeOHOI mepenuckd. Pa3sHOBHIHOCTH CIy’)KEOHBIX MHUCEM (CONPOBOJAUTEIBHOE IIMChbMO, HHCHMO-IPOCKOA,
IMMACbMO-3a1mpocC, NMUCbMO-OTBET, HI/ICI)MO'COO6U.ICHI/I€, I/IH(bOpMaL[I/IOHHOG IIUCHMO, FapaHTHﬁHoe IUCbMO, IMHUCBMO-
NpHITanieHHe U T.1.).

Tema 1.3 Ilopsigok Npoxo:kIeHUs] BHYTPEHHUX JTOKYMeHTOB. OpraHusanms KOHTPOJS 3a
HCIOJIHEHHEM I0KYMeHTOB. Padora ucnosnureliei ¢ JokymMmenTamMu. Opranu3anusi OUCKOBOM

CHUCTEMBI M0 TOKYMEHTaM.

BuyTpeHHHE HOKYMEHTHI 0O0Opa30BaTeNbHON OpraHW3alHy (3asBIICHUS, CIy)KeOHBIE 3alHCKH, JOKJIAIHEIC,
O0O0BSCHUTENFHBIE, CIIPAaBKH, CBOAKH, OTYETHI U 1p.). [logroroka, opopmienue, perucrpanus. [Ipapuia mocTaHOBKA
JIOKYMEHTOB Ha KOHTpOJIb. I1opsnoK CHATUSI JOKYMEHTOB ¢ KOHTpPOJA. OTYET MO HUCTIOIHEHUIO KOHTPOJIBHBIX JOKYMEHTOB.
OmnepaTHBHOE UCIIONIHEHHE JOKYMEHTOB COTPYAHHUKAMHU B COOTBETCTBHU C MX JOJDKHOCTHBIMH OOSI3aHHOCTSMH U
pesomorel pykoBoauTens. OTBETCTBEHHOCTh 3a HECOOMIOeHNEe TpeOOBaHNN MCIOIHUTENbCKON TUCIUIUINHEL, 3a
HEMpaBUIILHOE HCIIOJIb30BAHUE JICHCTBYIOIIMX HOPMATHUBHBIX JIOKYMEHTOB B MOJrOTOBKE, O(GOPMICHUH U
WCIIOJIHEHUH JIOKyMEHTOB B CpOK. [louMckoBas cucreMa MOKYMEHTOB -  KapTOTEKHM M KilacCH(UKAIlMOHHbIE
crpaBOYHHUKH. Busl kaproTek. Buabl kilaccuMKallMOHHBIX CIIPABOYHUKOB.

Tema 1.4 CriocoObl M METOABI A0CTABKH JOKYMeHTOB. O0pagoTKa KOH(pUIEHINAIBLHBIX I0KYMEHTOB U JIOKYMEHTOB
IS CJTYXKeOHOTO  TOJIb30BAHMA. DJKCKYPCHSI B OTAeJ /IeJIONPOM3BOACTBA MypPMaHCKOI0 apKTHYeCKOro
TOCY/IaPCTBEHHOI'0 YHUBEPCHTETA.

Opranuzaiys MoYTOBOM, KyphePCKOM M IKCIIPECC- OCTaBKU JOKYMEHTOB. [IOHATHS: «IIEHHOCTh U
0e30macHOCTh MH(MOPMALUNY», «KOHPHACHIIUATBHOCTEY, «yrpo3a KOH(UIEHIMATIbHOCTHY,
«3ammTa uH@opManum». be3onmacHOCTh LEHHBIX MHPOPMAIMOHHBIX pecypcoB. llenHas
uH(popMalra U KOH(UIEHIIMAIbHBIE TOKYMEHTHI. PernamenTanusi coctaBa KOH(MUICHIIMATBHBIX
CcBelleHHi W J0KyMeHTOB. [lopsimok paboTel ¢ KOHGUIACHIMATBHBIMH JOKYMEHTaMH U
matepuaiamu. KondunennuansHas nadopmanus v CBeeHUS B ASSITENTFHOCTH 00pa30BaTEIbHOM
OpraHu3aIuu.

Pasnen 2. HopmaTtuBHO-3ak0HOAaTe/IbHAsA 0a3a. OCHOBHBIE BU/IbI JOKYMEHTOB H
CUCTEeMBbI JOKYMeHTaluu. OCO0eHHOCTH MOATOTOBKU H 0(pOPMJIEHUS OTAEJbHbIX
BH/IOB /IOKYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIC © HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
AeaonpousBoacTBy. HopmaTuBHO-3aK0HOAaTeIbHbIE 1 HOPMATHBHO-MeTOAUYeCKHUe
JOKYMEHTBI 110 ADXHUBHOMY JeJIy.

3akoHoaarenbHbIe akThl Poccuiickoit @enepann 1 MypMaHcKoi 001acTy, periaMeHTHPYIOIIHe
JIeNIOTIPOU3BOJICTBO M apXUBHOE J1e10. ['ocyapcTBEHHbIE CTaHAAPThl U YHU(DUKALUA B 00JacTu
JIETIONIPOM3BOJICTBA M apXMBHOro Jena. VHCTpyKnMs IO JeIonpou3BOACTBY MUHHCTEpPCTBA
oOpa3zoBanus u Hayku Poccuiickoii ®enepanuu. Meronndyeckue peKOMEHIAIMH M0 pa3paboTKe



HOMEHKJIATypbl W HHCTPYKIMHU TO JIEJONPOU3BOJACTBY B 00pa30BaTEIbHOM YUPEKIACHUU.
TumnoBble MEepevYHH C YKa3aHUEM CPOKOB XpaHEHHUs HOKyMeHToB. [IpaBuma paboThl apXUBOB
OpraHu3aIuu.

Tema 2.2 Knaccuduxamnus nokymentoB. KOpuandeckas cuna gokymeHnTta. HasHaueHnue u cocras
OpraHU3allMOHHO-TIPAaBOBOM  JOKyMeHTauuu. HasHaueHme ©  CcoCTaB  OpraHu3alMOHHO-
pacropsAUTeNbHON JOKyMeHTanuu. Ha3HadeHne M COCTaB CHpaBOYHO-MH(POPMALMOHHOM
JIOKYMEHTaLUU.

Knaccugukanuss JOKyMEHTOB, €€ OCHOBHBIC MPHU3HAKH. [ pyMIlbl TOKYMEHTOB - JTOKYMEHTHI IO
o0mMM ¥ aJMUHHCTPAaTHBHBIM BOIIpOcaM, T.€. IO BOIIpOcaM OOILEro PyKOBOJCTBA
OPEINpPUSTHEM W €ro  JeATeNIbHOCTBIO; - JOKYMEHTHI 10 (YHKUUSM  YIpaBJICHHS.
Knaccudukanus ciayxeOHbIX JOKYMEHTOB: IO aJAMHHHCTPATHUBHBIM BOMNpPOCAaM; IO BOIpPOCaM
MaTepHaIbHO-TEXHUUECKOT0 CHA0KEHUs; JTOKYMEHTAIHUS MO TUIAHMPOBAHUIO; TIO0 ONEPaTUBHON
NESTENIbHOCTH; IO OyXTraJTepcKOMY Y4eTy; IO IMOATOTOBKE M PACCTaHOBKE KaJIpoB U T...
Knaccugukamuss mo HaWMMEHOBAaHUWIO: TPUKA3bl, PACIOPSHKCHHS, IUIAHBI W OTYETHI, aKTHI,
MPOTOKOJIBI, TOTOBOPHI, YCTaBbl, MHCTPYKILUHU, JOBEPEHHOCTH U T.1. Knaccudukanus no mecry
COCTaBIJICHUS, 1O CTENEHW YHH(PHKAIWW, 1O MTPOMCXOXKACHUIO, 1O BUAY OG(OPMIICHUS, IO
croco0y ¢uxcanuu uHPOpPMAMK, IO CTENEHH CIOKHOCTH, IO CTENEeHU TJIACHOCTH, IO
IOPUAMYECKON Cuile, [0 CpOKaM MCIIOJHEHHSA, [0 CpPOKaM XpaHEHHs, 10 CTElEeHU
0053aTeNbHOCTH.

CucremMa opraHu3aliMOHHO-TIPAaBOBON JOKYMEHTAlUU (YCTaB yUpeKICHUS, MTOJ0XKEHHS, IITATHOE
pacnucaHue, JOJDKHOCTHbIE WHCTpyKuuu). Cucrema opraHu3alliOHHO-PACHOPSIUTENbHOM
JOKyMeHTaluu (yka3s, IpuKas3, BeIIHCKA U3 MpUKa3a, pacnopskeHue, nocraHonnenue). Cucrema
CIPaBOYHO-UH(GOPMAIIMOHHON JOKYMEHTAIMK (IIPOTOKOJI, aKT, 3asBICHUE, MOKIaHAs 3alHCKa,
MpeJIOKEHUE, MPECTaBICHUE, CIIyKeOHas 3amucka, oObsicHUTeNbHas). Cxema MOATOTOBKHU
pacnopsIUTENbHBIX TOKYMEHTOB. I10ps0K CHATHS 1 BbIIAYM KOMUH C TOKYMEHTOB.

Tema 2.3 JlokanbHbIe HOpMATHBHBIE aKThI. CocTaB M padoTa ¢ KaAPOBOM AOKYMEHTaLH .
[omoxxeHns, mpaBWia, WHCTPYKIHMU (MIPaBHiIa BHYTPEHHETO TPYIOBOTO PACHOPSAKA, MHCTPYKIMH O TOPSIKE
OCYIIECTBJICHUSA Kakou-11u00 ACATCIIBHOCTU WJIM HNOPSAKE HNPUMCHCHUSA IIOJIOKEHHI 3aKOHOAATCJIBbHBIX M HWHBIX
HOPMATHUBHBIX AKTOB, IIOJIOKCHUSA O CTPYKTYPHBIX MNOAPA3ZACICHUNAX, KOJICKTHBHBIN JA0roBOp U ,I[p) HOp?I,I[OK
O(I)OpMJ'IeHI/ISI " MOAINUCAHUA 3TUX JOKYMCHTOB UIS1 NPUMCHCHUS KaK CaMOCTOSATCIIbHBIX ITPABOBLIX AKTOB. IlonsTue
U CTPYKTypa TMEepCOHANbHBIX AaHHBIX. O0s3aTeNbHbIE KAJAPOBbIE JOKYMEHTHI 00pa30BaTEIbHON OpTaHM3AINH, UX
BUBI, COCTaB, HOPMATUBHBLIC Tpe60BaHI/I${ K BCIACHUIO KaHpOBOI‘/'I JOKYMEHTalun (HpI/IKa3LI U pacnopsKCHUA I10
JUYHOMY COCTaBy, 3asBJICHHE, TPYAOBOH JOrOBOpP, MNOJDKHOCTHAsi WHCTPYKLUS, TPYAOBas KHUKKA, JIMYHAs
KapTOuKa, JJUIHOE /1e710). [IBIDKeHHE U XpaHEeHHe KalpoBoi JokyMeHTaluu. JKypHais! ¥ KHUTH yueTa. VcronHeHune
COIMAJIBHO-TTPABOBLIX 3aITPOCOB.

Pa3nen 3. ®opmupoBanme e/l U OPraHU3alUsl XPaHEeHHUS JOKYMEHTOB. JKCIepTH3a
LEHHOCTH JOKYMEHTOB. TexHu4ecKue cpeacTBa, HCMOAb3yeMble B
AeJI0NPOU3BOACTBE. DJIEKTPOHHBIN JOKYMEHT0000pOT

Tema 3.1 IlpaBuia cocTaBJieHHMsI HOMEHKJIATYPBI JeJ yupexaenus. dopmMupoBanue M odopmiieHHE el
Opranuzanus onepaTHBHOIO XpaHeHUs T0KyMeHToB. PopMupoBaHUe apXHBa B 00pa30BaTeJIbLHOM yUpPesKAeHUH.
Ionstue o «mene». Homenknarypa nen. CocraBieHHE HOMEHKIATYPBI € B 00pPa30BaTEIbHOM YUPEKACHHH.
®opmupoBanue fgen. IlpuzHaku 3aBefeHMs] J€]: HOMHUHAJBHBIM, IPEAMETHO- BOIPOCHBIM, aBTOPCKUH,
KOPPECIIOHJICHTCKHUH, reorpaduueckuid, xpoHosorndeckuii. Buapl apxusoB. TpeboBanust k apxuBam. [lopsmox
nepenayd JIOKyMEHTOB Ha apXuMBHOe XpaHeHHe. Cucremarmsanusi JOKYMEHTOB B apxuBe. PabGora ¢ Hay4yHO-
CIPaBOYHBIM aNIapaToM (MCTOPUUYECKAs CIpPaBKa, OMUCH Jell MOCTOSIHHOTO U BPEMEHHOTO XPaHEHHs JOKYyMEHTOB,
KHUTH y4deTa U ABWKEHUS Je).

Tema 3.2 /les1a NOCTOAHHOTO ¥ BPEMEHHOI0 CPOKA XpaHeHHs. JKcnepTHast komuccust yupexaenus. [llopsaaok
YHUYTOKEHHUS I0OKYMEHTOB.

Oco0eHHOCTH XpaHEHHs AeJ MMOCTOSTHHOTO, BpeMeHHOro (cBeime 10 jer) m men mo Ju4HOMY cocTaBy. Ilopsmox
nepemaun nen B locynmapctBeHHble apxuBbl. Co3maHnWe SKCHEPTHOM KOMHCCHM yupexkaeHus. lIlposenenme
SKCIIEPTHU3BI IIEHHOCTH JOKyMeHToB. OdopMiieHHe TPOTOKOJIOB 3acelaHuii KOMHUCCHH M aKTOB Ha YHHYTOXEHHE



nen. [Ipouenypa yHUUTOXEHHS JOKYMEHTOB.

Tema 3.3 Ucnoun3zoanue IIK B nesionponssoacree. CpeAcTBa KONUPOBAHUS H ONIEPATUBHOIO PA3MHOKEHMSI.
IlpueM n 00pa00OTKAa NOKYMEHTOB, NMOCTYNAIOINUX MO KAHAJAM 3JICKTPOHHOH MOYTHI M (PAKCMMHMJIBHOW CBSI3H.
IIpaBunia 0e3onacHoii padoThI ¢ OPITeXHUKOI.

KommeroTepHble cpencTBa MOATOTOBKH JAOKYMEHTOB. Mcmonp3oBanue mabiaoHOB 1 (GOPMHUPOBAHUS TOKYMEHTOB
Ha KommbioTepe. Mcmonp3oBaHHE B KOMITBIOTEpE ONaHKOB AOKyMeHTOB. Co3laHuWe OIaHKOB OKyMEHTOB B
KOMITbIOTEpE. V3roTOBICHHE, KONMMPOBAHUE M THPAXHPOBAHHWE NOKyMEeHTOB. CpencTBa oOpabOTKH JOKYyMEHTOB.
JlokyMeHTHI, TIepefaBaeMble TI0 KaHaJaM CBS3H (Telerpamma, Tellekc, gakcorpamma, TeaedoHorpamma). IlonsTue
«oprrexHuka». OCHOBHBIE BHABI OpPTaHU3ALMOHHON TexHUKH. IlpaBuia TeXHHKH OE30MaCHOCTH pPadOTHI C
OpPTTEXHUKOM.

Tema 3.4 DiiekTpoHHOE T0KyMeHTHPOBaHue. IIoHsITHE «3JIEKTPOHHBIH JOKYMEHT».

IIpeumymecTBa nmepepadn JOKyMEHTa C KOMIIBIOTEpa HAa KOMIIBIOTEp. YCTAaHOBKA Ha KOMIIBIOTEpE CHEIMAIbHO
BBIJICJICHHON MamnKy A8 MOCTYNAIOIMX AOKyMeHTOB. [IpenmMyiuecTBa 3iexkTpoHHOM moutsl. Joctyn k Internet.
Cucrtema perucrpaiuu 1 KOHTpost. Co3iaHue 3JeKTPOHHOM 0a3bl AaHHBIX. [lonck NoKyMeHTa. DKCKypcusl B apXuB
MypMaHCKOT0 apKTHYECKOT'0 TOCYAapCTBEHHOI'O YHUBEPCUTETA.

3. IlepeueHb Y4eOHO-METOAMYECKOr0 odecneyeHusl TUCHMIIHHBI (MOIYJIs1)

- MyJbTUMEAMHHBIE IPE3EHTALMOHHBIE MaTepuanbl MO JUCLMILIMHE (MOJYJIIO)
IIpeJICTaBJIEeHbI B 3JIeKTpOHHOM Kypce B DUOC MAY;

- METOJMYECKHE YKAa3aHHs K BBINOJIHEHUIO J1aOOPaTOPHBIX/MPAKTUUECKUX/KOHTPOJIBHBIX
paboT (BbIOpaTh) MpeAcTaBieHbl B AeKTpoHHOM Kypce B DM1IOC MAY;

- METOJMYECKHE MaTepuaibl JUIsi OOydaroUIMXCsl 10 OCBOCHUIO IMCLUUIUIMHBI (MOAYJIS)
npecTaBieHbl Ha odunuanbHoM caiite MAY B paznene «Mudopmarus mo o0pa3oBaTebHBIM
nporpaMMam, B TOM YHCJI€ aJallTUPOBAHHBIM».

4. ®oH/1 OLIEHOYHBIX CPECTB MO TUCHUILINHE (MOAYJIIO)
SBnsiercss OTIENBHBIM KOMIIOHEHTOM 00pa30BaTEIbHON MPOTpaMMBbl, pa3padboTaH B Gopme
OTJIEIbHOTO JJOKYMEHTA, BKJIFOYAeT B ceOs:
- TIepeYeHb KOMITETEHITUI C YKa3aHHEM 3TaIroB UX (DOPMHPOBAHUS B MPOI[ECCE OCBOCHHUS
JUCUUIIIUHBI (MOAYJIs);
- 3QJIaHUS TEKYIIETO0 KOHTPOJIS;
- 3a/1aHUS TPOMEKYTOUHOM aTTeCTallHH;
- 3aJIaHUS BHYTPEHHEH OIIEHKH KauecTBa 00Opa30BaHMS.

5. IEPEYEHb YYEBHO-METOJIUYECKOI'O OBECIIEYEHHS, HEOBXOJAUMOI'O IJIs
OCBOEHUSA JUCHUIIJIMHBI (MO Y JIS).

OcHoBHas1 JIMTepaTypa:

1. OenepanpHblii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM jene B Poccuiickoit
Oepnepanun» (pen. Denepanbubix 3akoHOB oT 04.12.2006 Ne 202-®3, or 01.12.2007 Ne 318-d3, ot
13.05.2008 Ne 68-D3, ot 08.05.2010 Ne 83-D3, ot 27.07.2010 Ne 227-D3)

2. OenepanpHblil 3akoH "O06 uHbopMauy, HHPOPMATH3ALUK U 3aiuTe HHGopManuu'". 3aKoH
noanucas [Ipesnnentom Poccniickoit ®eneparm 20 despanst 1995 roga N 24-D3

3. 3akoH Mypmanckoit obmact ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM Jeine B
MypmaHcKol 06acTh»

4, ®Denepanbbiii 3akoH OT 27 uross 2006 r. N 152-03 "O nepcoHaIbHBIX JaHHBIX "

S. Oenepanpabiii 3akoH 0T 2 Mas 2006 r. N 59-®3"0O mopsake paccMOTpeHHsT OOpalieHuit

rpaxaan Poccuiickoit @eneparnun” C U3MEHEHUSIMU U AOTIOJIHEHUAMH OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utonst 2013 ., 24 Hosi6ps 2014 .

6. [lpaBuna nemompom3BoACTBAa B (pefepalbHBIX OpraHax  MCIOJIHUTENBHOH  BIIacTH
(yTBep:xaensl nmocranosneHneM [IpasutenscTBa Poceniickoit deneparun ot 15.06.2009 Ne 477
7. IlepedeHp THUHOBBIX YHPaBICHUCCKUX ApXMUBHBIX JOKYMEHTOB, 00pasyIOIIHXCs B Ipolecce

JESATEIIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABJICHUA U OpPraHU3alli, ¢ yKa3aHUEM
CPOKOB XpaHEHHUs. YTBepxKJeH npuka3oM Munucrepcrsa KyinsTypsl Poccuiickoil denepanuu ot 25 aBrycra
2010 r. Ne 558

JonosHuTe/1bHAS JIMTEpaTypa:


http://www.mstu.edu.ru/sveden/education/oop/
http://www.mstu.edu.ru/sveden/education/oop/

1. ITucemo MunoOpasBanust P® ot 20 nmexadbps 2000 roma N 03-51/64 «O MeTtoauueckux
PEKOMEHJAIHMAX 110 paboTe ¢ JOKYMEHTaMH B 00IIIC00pa30BaTEIILHBIX YUPSKICHHUSIX)

2. Opranuszanysi JAeJIoNponu3BoICcTBa U ToKyMeHToobopoTa JIOY [Tekcr]: meron. pek. / JI. U.
Jlykuna. - M. : Cdepa, 2009. - 128 c.
3. Conory6, O.I1. Jlenompou3BOACTBO: COCTaBJICHWE, peAaKTHpOBaHWE W  00paboTKa

JTokyMeHToB: YueoHoe nocodue / O.I1. Conory6. - M.: Omera-JI, 2013. - 207 c.

6. MPO®ECCHUOHAJIBHBIE BA3bl JAHHBIX U WH®OPMALIMOHHBIE CIIPABOYHBIE
CUCTEMBI

1) IN'ocynapcTBeHHas CUCTEMa NMPaBOBOM MH(GOPMAIIUH - OHUIIHATBHBIA HHTEPHET-IOPTAI
npaBoBoii nHpopmarmu- URL: http://pravo.gov.ru

2) Nndopmannonnas cucrema « EquHOE OKHO 0CTyMa K 00pa3oBaTebHBIM pecypcamy»_-
URL: http://window.edu.ru

3) CupaBouno-mipaBoBas cucrema. Koncynprant ITmroc - URL: http://www.consultant.ru/

7. MEPEYEHb JIMIEH3WOHHOI'O NPOI'PAMMHOI'O OBECIHEYEHUS, B TOM YHUCIJIE
OTEYECTBEHHOTI'O ITIPOU3BOJACTBA

JInueH3MOHHOE MPOrpaMMHoe o0ecriedeHne 0Te4YeCTBEHHOT0 PON3BOACTBA
KasperskyAnti-Virus

JInueH3MOHHOE MPpOrpaMMHoe ofecnedeHne 3apy0esKHOro NPOU3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CB000HO pacnmpocTpaHsieMoe MPOrpaMMHoe odecreyeHue 0TeYeCTBEHHOI0 MPON3BOACTBA
7Zip

CB0001HO pacnipocTpaHsieMoe NPOrpaMMHoOe o0ecrieyeHne 3apy0e;KHOro Npou3BoACTBa
Adobe Reader

Mozilla FireFox

LibreOffice.org

8. OBECIIEYEHUE OBPA30OBAHUSI 151 JIUL C OB3

s obecriedeHnss 00pa3oBaHMA WHBAJIUAOB M JIMI C OTPAaHHYCHHBIMH BO3MOXKHOCTSIMH 3JI0POBBS peajH3anus
JUCUUILTMHBI MOXKET OCYIIECTBISITHCS B aJIallTHPOBAHHOM BHJIE, C YYETOM CHEUU(PHUKHA OCBOCHHUS M JUAAKTHYECKHUX
TpeOOBaHM, NCXOAS M3 HHANBHUIYAIEHBIX BO3MOKHOCTEH U 110 IMYHOMY 3asIBJIICHHIO 00YYalOIIerocs.

9. MATEPUAJIBHO-TEXHUYECOE OBECIIEYEHHUE JUCHUIVIMHBI(MOAYJISI) NpeACTaBJICHO B
npuwioxenun k OIIOIl «MartepuanbHO-TEXHUYECKHE YCIOBUS peann3alud 00pa3oBaTebHON
IIPOrpaMMbD» U BKJIIOYAET:

- yueOHbIE ayAMTOPUM JUISI TIPOBEIACHHS Y4YEOHBIX 3aHATHH, NpPeayCMOTPEHHBIX
IPOrpaMMOit OakanaBpuaTa/crelualInTeTa/MarucTpaTypsbl (BBIOpATH), OCHAIIICHHBIE
000pyI0BaHNEM U TEXHUYECKHMHU CPEICTBAaMU OOyUEHHS;

- IOMEUIEHUss Ui CaMOCTOATENbHOW  paboThl  OOydYaroLIMXCs,  OCHAIllEHHbIE
KOMIIBIOTEPHON TEXHUKOM C BO3MOXHOCTBIO MOAKIIOUEHU K ceTu «IHTepHeT» 1 obecrieueHuemM
JIOCTYTIA K 3JIEKTPOHHOH HH(OpMaIIMOHHO-00pa3oBaTenbHOU cpeae MAY;

10. PacnpenelieHue TPyA0€MKOCTH M0 BUIaM Y4eOHOI 1eSITeJIbHOCTH
Ta6muma 1 - Pacmipenenenue Tpya0eMKOCTH

. Pacnipenenenuie TpyJ0eMKOCTH AMCUUIIINHBI (MOTyJIs1) 10 (hopMaM oOydeHus
Bun yueOnou
5 Ounas OuHo-3204yHas 3aouHas
JESTEIBHOCTH B
cero
Cemectp Bcero Cemectp Bcero | Cemectp/Kype 4ACOB
3 ‘ ‘ 4acoB ‘ ‘ 4acoB ‘ ‘



http://www.consultant.ru/

Jlexum 4 4
[IpakTrnueckue

P 10 10
3aHATUS
CamocTtosTenbHas 27 22
pabora
[ToxroroBka k
MIPOMEKYTOUHOMN - -
aTTeCTAINH °
Bcero yacos
0 JUCIHMILINHE 36 36
/ n3 HUX B opme
PaKTHYECKOMN 10 10
OArOTOBKK”

DopMbl TPOMEKYTOUHON aTTECTAIIMU U TEKYIIETO KOHTPOJIS
Saner s [ T4 [ 1T [ T [T T ]
IlepeyeHb NPAKTHYECKUX 3aHATHIA 0 (popMaM 00yUeHUs
Ne .
o\ TemMbl NPaKTHYECKUX 3aHATHI
1 2

Ounasn ¢popma

Paznen 1. COI[Cp)KaHI/Ie, 3HAYCHHC ACJIOIIPOU3BOACTBA. TexHonorus OpraHu3alnun

! JeJI0NIPOU3BOICTBA B 00pa30BaTEIbHOM YUPEXKICHUH

2 | Pa3nen 2. HopmatuBHO-3akoHO1aTenbHast 6a3a. OCHOBHbIE BU/IbI JOKYMEHTOB U CUCTEMBI
JoKyMeHTaluu. OcoOeHHOCTU MOJrOTOBKH M 0hOPMIIEHHS OTJETIbHBIX BUJIOB JOKYMEHTOB

3 | Paznen 3. ®opmupoBaHue €N U OpraHu3alys XpaHeHUs JOKyMEHTOB. JKCIepTu3a
LIEHHOCTH JOKYMEHTOB. TeXHUUECKUE CPEICTBA, UCIIOIb3yEMbIE B I€OIPOU3BOJICTBE.
DJEeKTPOHHBIA JOKYMEHTO000POT

4 | Tema 3. 1 IlpaBuinia coctaBiaeHUs] HOMEHKIIATYpPHI A€l yupexaeHus. dopmupoBanue u
otopmiienue fen. Opranusarys orepaTiBHOTO XpaHeH!s! JOKyMeHToB. DopMupoBaHUe
apxuBa B 00pa30BaTE€IbHOM YUPEXKICHUU

5 | Tema 3.2 W cnonws3zoBanue IIK B penompousBoactBe. CpenacrBa KOMUPOBAHHUS H

olepaTUBHOrO pa3MHOkeHus. [Iprem u 06paboTKa TOKyMEHTOB, TOCTYHAIOLIUX TI0 KaHaiam
ANIEKTPOHHOM MOYTHI M (hakcUMUIIBbHOM cBsi3u. [IpaBuia 6e30macHol paboThl C OPITEXHUKOM.




