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1. EJIb OCBOEHUSA JUCHUIIJIMHBI (MOAVYJIS) — dopmupoBanue y o0ydaromuxcs
TEOPETHUUYECKUX 3HAHUW U NPAKTUYECKUX YMEHHUH Jii OpraHU3allu JIeIONpPOU3BOJICTBA,
HEOOXOUMBIC TPHU BBHIMOJTHCHUHM ONEpaldidi MO CO3MaHUI0 M 00pabOTKEe OpraHU3alMOHHO-
pacTopsINTEIBHBIX JOKYMEHTOB, BEICHUS JEJIIOBOM TEPENUCKH, aHanu3a WHGOPMAIMOHHBIX
MOTOKOB ¥ HMH()OPMAIIMOHHOTO B3aUMOJICHCTBUS B OpraHU3allid, COBEPIICHCTBOBAHUU
TEXHOJIOTHI JIOKYMEHTAllMOHHOTO OOeCleYeHHs] YIpaBIICHUS W apXUBHOTO Jeia Ha 0Oasze
HoBemux I T-TexHomoruii, 06ecredeHns TeKyIero XpaHeHus JOKYMEHTOB.

2. TPEBOBAHMUA K PE3YJIbTATAM OCBOEHUSA JUCIUIIJIMHbBI (MOIYJISA)

B pesymbrate OCBOGHUS JAUCHUIUIMHBI  (MOXIyJnsi)  (OPMHUPYIOTCS — CIEIyIOIue
KOMITCTCHIIIH:

VYK-4 - CnocobeH 0ocCylIecTBIATh ACIOBYI0 KOMMYHUKALIMIO B YCTHOM M IUCBbMEHHOU
¢dopmax Ha rocymapcTBeHHOM si3bike Poccuiickoit @enepannu 1 ”HOCTpaHHOM(BIX) S3bIKe(aX);

YK-6 - CnocobeH ympaBisiTh CBOMM BPEMEHEM, BBICTpAaMBATh M PEATU30BBIBATH
TPAaCKTOPUIO CAMOPA3BUTHUS Ha OCHOBE ITPHUHIIMIIOB 00pa30BaHUs B TEUEHHE BCEH )KU3HU

[lepeueHs TIIaHUPYEMBIX PE3yIbTATOB O0YUYEHHUS MO IUCHUIUIMHE (MOIYII0), COOTHECEHHBIX C
VMHJIUKAaTOpaMU JOCTUKEHHS KOMIIETEHIUN

Komnerenuus NuaukaTopsl Pe3yabTaThl 00yuyeHus
KOMIIeTeHI U
YK-4 - CnocobGen | YK-4.1. Bnageer cucremoil | 3HaTh: HOpMAaTUBHBIE  JIOKYMEHTHI IO
OCYIIECTBIISATh HOPM PYCCKOTO yHA(UKAIUU ¥ CTaHAApTH3aIUU B 00JacTH
JIEJIOBYIO JUTEPATypPHOTO A3bIKA MPH | JOKYMEHTAIIUH, NeicTByIOIINE Ha
KOMMYHMKAIMIO B | €r0 UCHOJIb30BAaHUU B TEppUTOPUN P®; rocy/1apCTBEHHbIE
YCTHOM U | KayecTBe CTaHAapThl W 3aKOHOAATEJbHBIE AKTHI IIO
MUCbMEHHOU rOCy/IapCTBEHHOIO SI3bIKA JIOKyMEHTUPOBAHUIO;
dbopmax Ha | PO u Hopmamu CUCTEMBl JIOKyMEHTAalluM, TpeOOBaHUSA K
rOCy/IapCTBEHHOM | HHOCTPAHHOTO(bIX) COCTaBJIEHUIO ¥ O()OPMIIEHUIO JOKYMEHTOB;
a3bike Poccuiickoil | s3bIka(0B), UCIOIB3YET TUTIOBbIE WHCTPYKIUU o
®denepauuu U | pa3nuyHble GOPMBI, BUIbI JIEIONPOU3BOJCTBY, pErjJaMeHT padoThI,
MHOCTPAaHHOM(BIX) | YCTHOW M MMCbMEHHOMN JIOJIKHOCTHBIE NHCTPYKLINN;
A3bIKe(ax); KOMMYHHKAIIH. OCHOBHbIE BU/IBI JIOKYMEHTOB,
YK-4.2. Ucnons3yer perlaMeHTUPYIOLIUX 00pazoBaTeIbHYIO
A3BIKOBBIE CPEICTBA IS JIeSITEIIbHOCTD;
JOCTHKEHUS OCHOBBI JIEJIONPOU3BOJCTBA B
MpoeCCHOHANIBHBIX TIeJIe | 00pa30BaTEIHLHOM YUPEIKICHUH.
Ha PYCCKOM U YMeTb: paluoHanbHO U APPEKTUBHO
WHOCTPaHHOM(BIX) OpPraHu30BBIBaTh  JEJIONPOU3BOACTBO B
A3bIKe(aX) B paMKax o0Opa3oBaTenbHON OpraHu3aluy,
MEXJIMYHOCTHOTO U COCTaBIISITh  Y4eOHO-METOAMYECKHE U
MEKKYJIbTYPHOT'O OOLIEHUS. | HOPMATHBHO-ITPABOBHIC JOKYMEHTHI,
VK-4.3. OcymiecTBIsET | periaMeHTHPYIOIHe JIEeATETbHOCTh
KOMMYHUKAITUIO B | 00pazoBaTeNbHON OpraHU3aIiH
uudpoBoi cpeac st | Bragerts: METOJaMH, criocobaMu u
JOCTHUXKEHUS cpencTBamMu MOTYYEHUs, XpaHEeHMUs,
npo(eCCHOHANBHBIX HENel | nepepaboTku HH(GOpPMAILHH,
u 3} (PEKTHBHOTO | OCHOBAMH KOMIIBIOTEPHON IPAMOTHOCTH;
B3aMMOJICHCTBUSL. TEXHOJIOTHEH OpraHu3aluu
JIeNIOTIPOU3BOJICTBA B 00pa3oBaTeIbHOM
VK-6 - Cnocoben | YK-6.1. Onenusaer YUPESIKICHHH.
YIOPaBIATh CBOUM | JMYHOCTHBIE PECYPCHI 110
BPEMEHEM, JOCTH)KEHUIO 1IeJIer




BBICTpauBaTh U | CaMOpa3BUTHUS U
pean30BhIBATh yIpaBIECHUS] CBOUM
TPACKTOPHIO BPEMEHEM Ha OCHOBE
CaMOpa3BHUTHUS Ha | IPHUHIIMIIOB 00OPa30BaHMS B
OCHOBE TE€YEHHE BCEH KU3HU.
MIPUHLIMIIOB VK-6.2. Kputnuecku
o0pazoBaHus B | olleHHBaeT 3(P(HEKTUBHOCTH
TEUYCHUE BCEH | MCMOJIb30BAaHUS BPEMEHU U
KU3HU IpYTHUX  pPecypcoB  IpHU
pealM3aliiid  TPACKTOPUU
CaMOpa3BUTHS.

3. YKASAHUE MECTA JUCHUMIIJIMHBI (MOAYJisd) B CTPYKTYPE
OBPA3OBATEJIbHOM ITIPOT'PAMMBI.

HucuunnuHa  «Jlemonpou3BoACTBO W JOKYMEHTOOOOpPOT B 00pa3oBaTeIbHOM
YUPEKACHUU» B CTPYKTYpE OCHOBHOW MpPO(EeCCHOHAIBHOW 00pa3oBaTeIbHON MPOTPaMMBI
HanpasneHusi noaroroBku 44.03.05 Ilemarormueckoe oOpa3oBaHue (¢ ABYyMsS MHpoduisMu
NOJArOTOBKM),  HampaBieHHOCTh (mpoduiu) Pycckuit  sa3bik.  Jluteparypa  sBisercs
(bakynbTaTUBOM.

JUis OCBOEHHS IUCHUIUIMHBI O0yYaroIMecs HCIIOJIb3YIOT 3HAHMSI, YMEHMs, HaBbIKH,
KOTOpbIE OHM TOJYYMIHM B TMpouecce wu3ydeHus aucuumind: «MubopmanmronHo-
KOMMYHMKAI[UOHHbIE TEXHOJOTMH B 00pa3oBaHUM», «OCHOBBI pPabOThl B 3JIEKTPOHHOU
nH($OPMaLMOHHO-00pa30BaTEILHON Cpe/ie YHUBEPCUTETA.

4. OBPBEM JUCHUIIJIMHBI (MOAYJisl) B 3AYETHBIX EJUMHUIAX C
YKA3AHUEM KOJIMYECTBA AKAJEMHWYECKUX WJIN ACTPOHOMMUYECKHUX
YACOB, BBIAEJEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIKOHIUXCH C
IPENIOJABATEJIEM (II0 BHWJIAM YUYEBHBIX 3AHATHM) M HA
CAMOCTOSATEJBHYIO PABOTY OBYYAIOIIIUXCH.

OO01mmas TpyT0eMKOCTh TUCIUTUTHHBI COCTaBIISET | 3a4eTHYIO e iMHMITY Wi 36 4acoB (U3
pacueta 1 3ET= 36 gacoB).
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B nHTEpakTHUBHBIX (popMax yachl UCHIOIB3YIOTCS B BUIE KPYIJIOrO CTOJIA.

5. COAEP)KAHUE JUCIUMIIJIMHBI (MOAYJIsI), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JAEJIAM) C VYKA3AHMEM OTBEJAEHHOI'O HA HHUX




KOJUYECTBA AKAJEMHMYECKHUX WJIHX ACTPOHOMHUYECKHX YACOB H
BHUAOB YYEBHbIX 3AHATHUUH.
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JIEJIONPOU3BOICTBA. TexHoIorus
OpraHu3alyy JeJI0IPOU3BOICTBA B
00pa30BaTEILHOM YUPEKICHUU

2 | Paznen 2. HopmaTuBHO- 2 4 - 6 - 8
3aKkoHoJaTelbHas 6a3a. OCHOBHEIC
BUJIbI JIOKYMEHTOB U CHCTEMBI
nokyMmeHTaruu. OcoOeHHOCTH
MOATOTOBKH ¥ O(hOPMIICHHS
OTJICITbHBIX BUJIOB JIOKYMCHTOB
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OpTaHu3aIMsl XpaHCHHS
JOKYMEHTOB. DKCIIepTH3a
[IEHHOCTH JOKYMEHTOB.
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UCTIOJIb3yeMbIe B
JIeTIOTIPOU3BOACTBE. DIIEKTPOHHBIN
JIOKYMEHTO000pOT
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Conepxanue TMCUMILUIMHBI (MOTYJIsS1)

Paznea 1. Copepxanue, 3HaYCHHE 1eJIONPON3BOACTBA. TexHonorns
OpraHM3alNu /1eJIONPON3BOACTBA B 00Pa30BATEIbHOM YUPeKIACeHHU

Tema 1.1 OcHOBHBbIEe TEPMHMHBI M MIOHATHE «1eJIONPOU3BOACTBO». UCTOpHUSI BOSHUKHOBEHMS
U OCHOBHbBIE 3TaNbl PA3BUTHS JAeJ10Npou3BoAcTBa. CHCTEeMbl OPraHU3aluU
aesonpou3BoacTea. [IoHsiTMe U NIPUHUMUIIBI OPrAaHU3ALMH JOKYMEHT0000pOTA

[TonsiTre «aemonpon3BoAcTBO». OCHOBHEIE IIENU U 331a4 JeI0Npou3BoAcTBa. Heo0xoammocThb
OpraHu3aIy JEJI0NPON3BOJICTBA B YUPEKICHUHN. 3HAUECHHUE JEIONPON3BOJICTBA B IEATEIBHOCTH
o0Opa3oBaTenbHOr0 yupexaeHus. Cekperapp, 1eI0NpPOU3BOIUTENh, JOKYMEHTOBEA, KaHIEISIPHS.
Hcropuueckue 3tanbl pa3BuTHs Aenonpou3BoacTBa B Poccun. CoBpeMeHHOE roCy/1apCTBEHHOE
peryiaupoBaHue  Jaenonpon3BoacTBa. CHCTEMBl  JENONPOU3BOJCTBA:  LIEHTPAIU30BAHHAS,
JeleHTpann3oBanHas, cmemanHas. CTpykrypa u 00BEM AokyMeHTooOopoTa. (OCHOBHBIC
MIPUHITUITBEI OpraHu3aIui paboThl ¢ TIOKYMEHTOMOTOKAMH, KaK CO3JJaHUEe ONMTUMAJIBHBIX yCIOBUH
JUISE BCEX BHUAOB paboThl C JoKyMeHTamu. OpraHu3aldoHHAas CTPYKTypa IepCcoHaa,
obecreunBaromniero padboTy ¢ JOKyMEHTaMH.




Tema 1.2 PexkBuU3UTHI J0KyMeHTOB. Perucrpanusi 1 mHaexcanusi 10kymMeHToB. CTpykTypa 0a3
NaHHBIX J0KyMeHTOB. Ilpuem, o0padorka M pacnpeneieHde NOCTYNAIMX T0KYMEHTOB.
Opranuzanys 00pad0TKH U Nepeaayu OTIPABJIAEMbIX TIOKYMEHTOB.

[Tonstue pekBusuTa NOKymMeHTa. Buael pekBuszutoB. IlpaBuna odopmieHHs pPeKBU3UTOB
TOKyMeHTOB.  Dopmynsip-oOpaszen.  bmank pokymenTta. Bwuael GmankoB. TpebGoBaHus K
Onankam gokymeHToB. lllaGnonsl. MHaekcauust u perucrpanusi 10KyMeHTOB. Buisl 1 popmbl
pETUCTpAllMK TOKYMEHTOB. TpeOoBaHHA K TEKCTaM CIIy>KEOHBIX JOKYMEHTOB: KPaTKOCTh U TOYHOCTb
HU3JI0XKCHUA I/IH(bOpMaIH/II/I, HCKIIOYCHHUE JIBOSJKOI'O TOJIKOBAHMA, O0OBEKTUBHOCTD H AOCTOBCPHOCTH
I/IH(l)OpMaHI/II/I, COCTAaBJICHUE IIPOCTBIX JOKYMCHTOB, CTPYKTYPHPOBAHHWEC TCKCTAa JOKYMCHTA, HIMPOKOC
HCIIOJIB30BaHUC Tpa(l)apeTHLIX N THUIOBBIX TCKCTOB IIPpHU OIIMCAHUH IMOBTOPAIOMIUXCA YIIPABICHUYCCKHUX
cuTyanuit. SI3BIK U CTWIIb CIYKEOHBIX JOKYMEHTOB. JTambl OOpPabOTKH BXOISIIUX JOKYMEHTOB.
[lepBuunas o00paboTka BXOJSAIMIMX JOKYMEHTOB. Perucrpupyemble U HEpPETUCTPUPYEMbIE
NoKyMeHThl. [IpenBapurenbHOe pacCMOTPEHHE JOKYMEHTOB I HAIIPaBICHHS MCIIOJIHUTEISM.
Pezontonus.

[Topsimok  MOATOTOBKM  HUCXOIAIIMX JOKYMEHTOB. (CoOCTaBJIIEHHE TMPOEKTa JTOKYMEHTa,
coriacoBaHue, noanucanue (yrBepkieHue), ThupaxupoBaHue. CrocoObl U METOJbI OTIPAaBKU
UCXOMAUIMX JTOKyMeHTOB. OOImias XapaKTepUCTHKa CIIy)KeOHOH mnepenucku. PasHoBuUmEHOCTH
CIIy’)keOHBIX THUCEM (COMPOBOJIUTENBHOE MHCHMO, MHCHMO-MIPOCKOA, MUCHMO-3aMpPOC, MUCHMO-
OTBET, MHUCHMO-COOOIICHNE, WH(POPMALMOHHOE NHUCHMO, TAPAHTUHHOE TMHCHMO, ITHCHMO-
MpUriameHue 1 T.1.).

Tema 1.3 Ilopsigok NpoxoxkIeHUs] BHYTPEHHHUX JTOKYMeHTOB. OpraHu3anusi KOHTPOJIS 3a
HCIOJIHEHHEM I0OKYMeHTOB. Padora ncnosinureiei ¢ JokymenTamu. Opranusanusi NOUCKOBOI
CHCTEMBbI M0 TOKYMEHTaM.

BHyTpenHue nOoKyMeHTHI 00pa30BaTENbHOM OpraHu3aluy (3asBJICHUS, CIy>KeOHBbIE 3alKCKH,
JOKJIaJIHble, OOBSICHUTEIbHBIE, CIIPaBKU, CBOJAKU, OTYEThl W 1p.). [logroroska, odopmienue,
peructpanus. [lpaBuna MOCTAaHOBKM JOKYMEHTOB Ha KOHTPOJb. [IOpSIOK CHSATHS TOKYMEHTOB C
KOHTpoJisl. OT4eT 1O WCIOMHEHUIO KOHTPOJBHBIX JIOKYMEHTOB. OrmnepaTUBHOE WCIOJHEHUE
JOKYMEHTOB COTPYAHMKAMU B COOTBETCTBUU C UX JOJUKHOCTHBIMU OOS3aHHOCTSIMH U
pe3oJoNHet  PYKOBOJMTEIISA. OTBETCTBEHHOCTh 32  HecoONoJeHue  TpeboBaHUU
UCTIONTHUTENbCKON  JMCUMIUIMHBIL, 32  HEMNpPaBWIbHOE  HCIOJb30BaHUE  JICHUCTBYIOIIMX
HOpMaTI/IBHI)IX I[OKyMeHTOB B IIOJAT'OTOBKC, O(l)OpMJ'IeHI/H/I U UCIIOJIHCHUU I[OKYMCHTOB B CpOK.
[TouckoBast cucTeMa JOKYMEHTOB - KapTOTEKH W KIIAcCU(UKALMOHHBIC CIPABOYHHUKHU. Bub
KapToTeK. Bupl kitaccuuKaloHHbIX CIPaBOYHUKOB.

Tema 1.4 Cnocodbl W MeTOABI JOCTABKH JOKYMEHTOB. O0pa0oTka KoH(pHMIeHIHATIbHBIX
JOKYMEHTOB M JOKYMEHTOB /UI1 CJIy:KeOHOI0 TMOJIb30BaHMSl. JKCKYpcHsi B OTHel
AeJIoNpon3BoAcTBA MypPMaHCKOIro apKTH4YeCKOro rocyAapCTBeHHOr0 YHUBEpPCHTeTA.
Opranuzaiys Mo4ToBOM, KYpbEePCKOM M AKCHPECC-IOCTaBKA JTOKYMEHTOB. [IOHATHS: «1IEHHOCTh M
0€30MacHOCTh MH(POPMALUN», «KOH(UICHIUAIBHOCTEY», «yrpo3a KOH(QHUACHIIUAILHOCTHY,
«3amurta uHopMmanuu». be3omacHOCTh IIeHHBIX HHGOPMALMOHHBIX pecypcoB. llennas
uHpopManusi U KOHPUIEHIIMAIbHbIE JOKYMEHTHI. PernamenTanus cocraBa KOH(UIEHINAIBHBIX
cBeleHM W JOKyMeHTOB. Ilopsimok paboTbl ¢ KOHQUACHUUAIBHBIMU JIOKYMEHTAMU U
marepuainamu. KonpunennuanbHas nHhopMalys U CBEICHUS B IEATEIILHOCTH 00pa3oBaTeIbHON
OpraHu3aIuu.

Paspnen 2. HopmaTtuBHO-3aK0HOAaTEAbHAsA 0a3a. OCHOBHBIE BHABI JOKYMEHTOB M
CHUCTeMbI JOKyMeHTanuu. Oco0eHHOCTH NOATOTOBKH 1 0()OpPMJICHHUS OTACIbHBIX
BH/I0B JOKYMCHTOB



Tema 2.1 HopmaTHBHO-3aKOHOAATEJIbHbIE © HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
AeaonpousBoacTtBy. HopmaTuBHo-3aKoHOAaTeIbHbIe H HOPMATHBHO-METOAUYECKHE
JOKYMEHTHI 110 ADXHUBHOMY JeJIy.

3akoHomarenbHbIe akThl Poccuiickoit denepanu 1 MypMaHCKOM 001acTH, periaMeHTHPYIOLTHE
JIeNTOTIPOU3BOICTBO M apXUBHOE Jieno. ['ocyapcTBEeHHbIE CTaHIAPTHl U YHU(UKALUs B 00J1aCTH
JEJIONPOU3BOJCTBA U ApXUBHOrO Jena. MHCTpyKuMsl Mo JeJonpou3BOACTBY MUHHCTEpPCTBA
oOpa3zoBanus u Hayku Poccuiickoii ®eneparun. Meronnyeckue peKOMEHIAIMH M0 pa3paboTKe
HOMEHKJIATYpbl ¥ HWHCTPYKLUUU IO JEeJONPOU3BOJACTBY B 00pa30BaTEIbHOM YUPEKICHUU.
TumoBsle MepeyHH € yKa3aHHEM CPOKOB XpaHEHUs JOKyMeHTOB. [IpaBmiia pa®oTbl apXuWBOB
OpraHu3aIuu.

Tema 2.2 Kunaccupukanus noxkymeHToB. IOpuanyeckas cuia gokymenra. Haznauenue u
COCTAaB  OPraHU3allMOHHO-TIPaBOBOH  NokyMmeHTanuu. Ha3nayenme u  cocraB
OPraHM3alMOHHO-PACIIOPAANTENIbHOM JoKyMeHTanun. Ha3HaueHne M cocTaB CIIPaBOYHO-
HHGOPMALMOHHOI TOKYMEHTALMH.

Knaccudukanus 10OKyMEHTOB, €€ OCHOBHbIE MpPHU3HAKU. [ pymmbl JOKYMEHTOB - JOKYMEHTHI IO
o0MM ¥ aJMUHHUCTPAaTUBHBIM BOIIpOcaM, T.€. IO BONpoOcaM OOILEro pyKOBOJCTBA
OPEeNNpUsITHEM M €ro JAeSITeNbHOCTbIO; - JOKYMEHThl MO (YHKIMSM  YIpPaBIICHUA.
Knaccugukamnust cimyxeOHBIX JOKYMEHTOB: IO aJIMUHUCTPATHBHBIM BOIPOCaM; IO BOMPOCaM
MaTepuaIbHO-TEXHUYECKOTO CHA0XEHUS;, JOKYMEHTAaIUsl MO0 IUIAHWPOBAHUIO; 1O ONEPATUBHOMN
JESATENIbHOCTH; 10 OyXTaJITepCKOMY Y4eTy; I10 MOJrOTOBKE M PACCTAHOBKE KaJpoB U T.A.
Knaccudukanus mo HaMMEHOBAaHUIO: MPHUKA3bl, PACHOPSIKEHHS, IUIAHBI U OTYETHI, AaKTHI,
IPOTOKOJIBI, IOTOBOPHI, YCTAaBbl, MHCTPYKIINHU, JOBEPEHHOCTH  T.A. Kinaccudukanus mo mecty
COCTaBIICHUS, TO CTENEeHW YyHU(DUKAIMH, MO MPOUCXOKIACHUIO, MO BUAY OGOPMIIEHHS, IO
cnoco0y ¢ukcauun wuHOOPMAIMK, MO CTENEHU CIOXXHOCTH, IO CTENEHH TJIaCHOCTH, II0
IOPUAMYECKON CWJIe, [0 CpOKaM MWCIOJHEHHsA, 110 CPOKaM XpaHEHMs, IO CTEIEHU
0053aTEeNbHOCTH.

Cucrema OpraHu3alMOHHO-IIPABOBON JOKYMEHTAIUH (YCTaB yUPEXKACHUS, TOJI0KEHUS, IITATHOE
pacnucaHue, JOJDKHOCTHbIe MHCTpyKuMH). Cucrema opraHM3alMOHHO-PACIOPSAIUTEIbHON
JOKyMeHTaluu (ykas, pHKa3, BBIMKUCKA U3 NPUKa3a, paclopsikeHue, noctaHopiaeHue). Cucrema
CIPaBOYHO-UH(POPMALIMOHHON JOKYMEHTAlMM (IIPOTOKOJI, aKT, 3asBJICHHUE, TOKIaHasl 3alnCKa,
IpeUIoKeHNe, TpeACTaBIeHue, CIy)KeOHas 3amucka, oObsCHHUTENbHas). CxeMa IMOATOTOBKU
pacnopsAUTENbHBIX JOKYMEHTOB. [lopsiok CHATHS 1 BbIIaYM KONHI ¢ TOKyMEHTOB.

Tema 2.3 JlokanbHble HOpMAaTHBHBbIE aKThl. CocTaB M padoTa ¢ KaJApoBO# J0KyMeHTanue.
[Tonoxenus, mpaBuiaa, WHCTPYKIMHM (IpaBWIa BHYTPEHHETO TPYJOBOTO  pacHopsiKa,
MHCTPYKILUHU O TOPSIIKE OCYLIECTBICHUS KaKOW-INOO0 NEeATENbHOCTH WU MOPSAKE IPUMEHEHUs
MIOJIO)KEHUH 3aKOHOAATENbHBIX M HMHBIX HOPMATHUBHBIX aKTOB, IIOJIOKEHUS O CTPYKTYPHBIX
MOJIpa3/ieNIeHusIX, KOJUIEKTUBHBIN oroBop u Ap.). [lopsnok odopmieHUs U MOAIUCAHUS ITHX
JOKYMEHTOB Ul NIPUMEHEHUSI KaK CaMOCTOSITENIbHBIX MPABOBBIX aKkTOB. [IoHsATHE U CTpyKTypa
NEePCOHAIBHBIX AaHHbIX. O0s3aTeNbHbIE KaJIpOBbIE TOKYMEHTHI 00pa30BaTEIbHON OpraHU3allly,
UX BUJbI, COCTaB, HOPMATHBHbIE TPEOOBAHUS K BEIEHUIO KaJPOBOM JOKyMEHTAlUH (IIPUKA3bl U
pacrlopspDkKeHHs 1O JIMYHOMY COCTaBy, 3asiBJI€HHE, TPYIOBOM JOroBOp, JOJKHOCTHAs
WHCTPYKLMSA, TPYAOBas KHWJKKA, JIMYHAs KapTOdka, JIMYHOE AeN0). [IBHkKEHHE U XpaHEeHue
KaJpoBOM JOKymeHTanuu. JKypHanbl M KHUTH ydeTa. VCHojiHEHHE COUMAIbHO-TIPABOBBIX
3a1poCoB.

Pa3nen 3. ®opMupoBaHue /1eJ1 1 OPraHU3aNusi XPaHEHUsI JOKYMEHTOB. JKCIepTH3a
HECHHOCTH TOKYMEHTOB. Texnunueckue cpeacrea, MCNOJIb3yEMbBIEC B
AeJIONMPON3BOJACTBE. DJIEKTPOHHBII JOKYMEHT0000pOT



Tema 3.1 IlpaBuia cocTaBjieHHsI HOMEHKJIATYPbI JeJl ydpexaeHusi. DopmupoBaHue
opopwiienne nes. OpraHusanusi ONEPATHUBHOIO XpPaHeHUs TOKyMeHTOB. PopmMupoBaHue
apxuBa B 00pa30BaTeJIbHOM y4peKIeHUH.

[lonsiTue o «uene». Homenknarypa nen. CocraBiieHHEe HOMEHKIJIATypbl J€ll B
00pa30BaTEIbHOM  YUPEXKICHUU. dopmupoBaHue eIl [Ipu3Haku 3aBeneHus nei:
HOMUHAJIBHBIN, TMPEAMETHO-BOIMPOCHBIM, aBTOPCKHUM, KOPPECIIOHIEHTCKHM, reorpaduyuecKui,
xpoHonorndyeckuii. Buapr apxuBoB. TpeboBanus k apxuBam. [lopsaok nepenaun JOKYMEHTOB Ha
apxuBHOe xpaHeHue. Cucremaruszaius JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIpPaBOYHBIM
anmnaparoM (UCTOpUuYecKas CIpaBKa, ONMCH JieJ1 IIOCTOSHHOIO W BpPEMEHHOIO0 XpaHEHUS
JIOKYMEHTOB, KHUTH y4eTa U JIBUKEHUS JIeT).

Tema 3.2 Jle1ia mOCTOSIHHOIO W BPEMEHHOI'0 CPOKAa XpaHeHHs. JKCIEePTHAsE KOMHUCCHUS
yupe:xneHus. [lopsiiok yHHYTOKeHUsSI JOKYMEHTOB.

Oco0eHHOCTH XpaHEHUs JeNl MOCTOSHHOro, BpeMeHHOro (cBeimie 10 5eT) u Jen mo JIUYHOMY
cocraBy. Ilopsmox mnepemauum pgen B [ocymapcTBeHHble apxuBbl. (Co3laHHMe SKCIEPTHOM
KOMUCCHH yupexjaeHus. [IpoBeneHue 5sKcmepTu3bl HEHHOCTH AOKYMEHTOB. OdopmieHue
IIPOTOKOJIOB 3AaCEIaHUM KOMUCCHUM M aKTOB Ha YHUYTOXKEHHE nei. IIpouenypa yHMUYTOKEHUS
JIOKYMEHTOB.

Tema 3.3 MHcnoab3oBanue IIK B gesonmpoumsBoacrBe. CpeacrBa KONMMPOBAHUS H
onepaTuBHOro pasmuoxkenusi. [lpuem n 06paGoTKka JOKYMEHTOB, MOCTYNAIOIIUX M0 KAHAJIAM
3JIeKTPOHHOM MOYTHI M hakcuMuiIbHOM cBsi3u. [IpaBuiia 6e3omacHoi padoThI ¢ OPITEXHUKOM.
KommbloTepHble  CpeiCcTBAa TMOATOTOBKH JOKYMEHTOB. Mcrosib3oBaHWe TIa0JOHOB IS
dbopMHupoBaHMs JOKYMEHTOB Ha KommbioTepe. lcmonap3oBaHne B KOMIbIOTEpe OJIaHKOB
nokymeHToB. Co3aHue OJIaHKOB JOKYMEHTOB B KOMIIbioTepe. M3roToBieHue, KOMUPOBaHUE U
TUPaXUPOBaHHUE JNOKyMEHTOB. CpencTBa 00pabOTKH MOKYMEHTOB. JIOKYMEHTHI, mepeaBaeMbie
Mo KaHajaM CBs3M (Tenmerpamma, Tenekc, ¢akcorpamma, Tenedonorpamma). I[lonsTue
«oprrexHukay. OCHOBHbBIE BUIBl OPraHU3AIMOHHON TexHUKHU. [IpaBuna TeXHUKH 0€30MacHOCTH
paboThI C OPTTEXHUKOM.

Tema 3.4 DuekTpoHHOe NoKyMeHTHpPOBaHUe. [loHsITHE «3JIEKTPOHHBII JOKYMEHT).
IIpeumyiiecTBa nepenadyd JOKyMEHTa C KOMIIBIOTEpAa Ha KOMIIBIOTEp.  YCTaHOBKA Ha
KOMITBIOTEPE CIIEHHUAIBHO BBIJIEICHHOM IMAINKHU JUIS MOCTYNAIUX JOKyMEHTOB. [Ipenmyiecrsa
annekTpoHHOM mouthl. Jloctynm k Internet. Cucrema perucrtpaumu u KoHTpons. Co3naHue
ANeKTpOHHOM 0a3bl JaHHbIX. lloMck pgokymeHTa. OKcKypcuss B apxuB  MypMaHCKOTO
apPKTUYECKOI0 FOCYAapCTBEHHOIO YHUBEPCUTETA.

6. HHEPEYEHDb YYEBHO-METOAUYECKOI'O OBECIIEYEHMH],
HEOBXOIUMOI'O JJisd OCBOEHUA AUCHUIIJINHBI (MOOYJISA).

OcHoBHas1 JiuTeparypa:

1. OenepanpHblii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM jene B Poccuiickoit
Oenepanum» (pea. Denepanbubix 3akoHOB oT 04.12.2006 Ne 202-®3, or 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. Oenepanpablii 3akoH "O0 mH(bopManuy, HHPOPMATH3ALUK U 3ammTe HHGopManuu'". 3aKoH
noanucas [Ipesnnentom Poccniickoit @eneparm 20 despanst 1995 roga N 24-D3

3. 3akoH Mypmanckoi obmactu ot 20.02.2006 Ne 730-01-3MO «OG apXuBHOM Jieiie B
MypmaHCcKoi 06acTi»

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

S. Oenepanpabiii 3akoH 0T 2 Mast 2006 r. N 59-@3 "O mopsiake paccMOTpeHHs 00parieHui

rpaxaan Poccuiickoit @eneparun” C n3MEHEHUSIMU U AOTIOIHEHUAMH OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 ., 24 Hos6ps 2014 .

6. IlpaBuna jgemompousBOACTBA B (eiepalibHBIX  OpraHax HCIOJHUTEIbHOH  BJIAaCcTH
(yrBepxxaensl mocranoriienuem [IpaBurensctBa Poccuiickoit @enepanmu ot 15.06.2009 Ne 477



7. [lepedeHp THUIOBBIX YIPaBICHUSCKUX APXUBHBIX JOKYMEHTOB, 00pa3ylOIIMXCs B IpoIecce
JIESTeNIbHOCTU TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIpPAaBJICHUs U OpraHu3alui, ¢ yKa3aHueM
CpPOKOB XpaHEHUs. YTBEpKIeH IpukazoM MuHucTepcTBa KynsTyphl Poccuiickoit deneparnuu ot 25 aBrycra
2010 . Ne 558

JdomosiHuTEIBbHAS JIUTEpATYypa:

1. [MTucemo MunoOpaszBanust PO ot 20 nexabps 2000 roma N 03-51/64 «O Meromuveckux
PEKOMEHIANUAX 1O paboTe C JOKYMEHTaMH B 00I1e00pa30BaTEIbHBIX YIPSIKICHUIX)

2. Opranuzanus AeIoNponu3BoACTBa U ToKyMeHToobopoTta JOVY [Tekcr]: meron. pek. / JI. W.
Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Conoryd, O.1. Jlenmonmpou3BOJACTBO: COCTaBJICHHE, pEAaKTHPOBaHWE W  00paboTKa
nokyMeHToB: YueOHoe nocodue / O.I1. Comnory6. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUTIJINHBI
(MOAYJIs)

B o6pa3zoBatenbHOM IpoIiecce UCTIONB3YIOTCS:

— ydeOHble ayauTOpUM JUIsl  TPOBENEHUS  y4yeOHBIX  3aHATHH, OCHAIICHHBIC
000pyIOBaHNEM U TEXHUYECKHMU CpelICTBaMH O0Oy4eHus: yueOHas mebens, [1K, obopynoBanue
JUISL IEMOHCTPALUK IPE3EHTAIHi, Har s IHbIE TI0CO0OuS;

— TNOMEIIEHHWsST sl  CaMOCTOATENBHOM  paboThl  OOYyYaroUIMXCs,  OCHAIIECHHBIC
KOMHBIOTGpHOfI TEXHUKOM C BO3MOKHOCTBIO IIOAKIOYCHUA K CETHU ((I/IHTepHeT)) u obecrieyeHuEeM
JIOCTYTIa B 3JIEKTPOHHYIO HH(POPMAIIMOHHO-00pa3oBarenbhyto cpenxy MAT'Y.

7.1 NINEPEYEHb JIMOEH3MOHHOI'O U CBOBOJHO PACIHPOCTPAHSAEMOI'O
MHNPOT'PAMMHOI'O OBECIIEYEHUSA:
7.1.1. J/InnieH3noHHOE NMPOrpaMMHOe oOecriedeHne 0Te4eCTBEHHOI0 MPOU3BOICTBA:

o Kaspersky Anti-Virus

7.1.2. JIunieH3UOHHOE MPOrpaMMHOe olecrieueHne 3apy0e:KHOro MpOUu3BOACTBA:
o MS Office
e Windows 7 Professional
e Windows 10

7.1.3. CBo0oaHO pacnpocTpaHsieMoe NporpaMMHoOe oOecriedyeHHe OTe4eCTBEHHOI0
NMPOU3BO/ICTBA:

7.1.4. CBo0oaHO pacnpocTpaHseMoe NpPOrpaMMHoe ofecriedeHne 3apy0e’KHOro
NMPOU3BO/ICTBA:

o Adobe Reader

o Mozilla FireFox

e LibreOffice.org

7.2 QJJEKTPOHHO-BUBJIMOTEYHBIE CUCTEMBbI:

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

OBC u3narensctBa «tOpaiit» https://biblio-online.ru/

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

7.3 COBPEMEHHBIE IPO®ECCHUOHAJIBHBIE BA3bI IAHHBIX
1. MudopmanmonHo-ananutuyeckas cucreMa SCIENCE INDEX

2. DnekTpoHHas 0a3a TaHHBIX Scopus

3. Bass! manueix kommanud CLARIVATE ANALYTICS

7.4 THOOPMAIIMOHHBIE CITPABOYHBIE CUCTEMbI


https://e.lanbook.com/
https://biblio-online.ru/
https://biblioclub.ru/

1. CrnpaBouHO-TIpaBOBast UHPOPMALIMOHHAS cucreMa KoncynpranT ITmroc

http://www.consultant.ru/
2. 00O «CoBpeMeHHBIE MeaWa TEXHOJOTMM B  OOpa3oBaHMM M KYJIBTYpe».

http://www.informio.ru/

8. UHBIE CBEJIEHUS U MATEPUAJIBI HA YCMOTPEHUE BEQYIIEN KA®EJIPHI
1. CyneGnblie u HopmaTuBHBIE akThl PO http://sudact.ru/

9. OGECIIEYEHHUE OBPA30BAHUSA V151 JIUL C OB3

Jlnst obecrieyeHus: 00pa30BaHKs MHBAIKJIOB U JIUI] C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH 3JI0POBBSI
peanu3anus JUCHUILIMHBL MOXXET OCYILECTBIISITHCS B QJAlTUPOBAaHHOM BHUJE, C YYETOM
CeUU(pHUKH OCBOCHHMS U JUJAAKTUYECKUX TpPeOOBaHWM, HCXOIs W3 WHIUBHIYAIbHBIX
BO3MOYKHOCTEH U TI0 IMYHOMY 3asIBIICHUIO 00Yy4aIOIIerocs.



http://sudact.ru/

