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IMosicuuTeILHAA 3aNIUCKA

O0beM qucruILIHHEL 1 3.€.
1. Pe3yabraThl 00y4eHHMs MO AUCHUIIMHE (MOAYJI0), COOTHECEHHBIE C MHJIUKATOPAMHU
TOCTIKEHHSI KOMIIETEHITNH, YCTAHOBIIEHHBIMU  00pa30BaTEILHON MPOTpaMMOi

Komnerenuus HNnpnkaropsl PesysibTaTnl 00y4eHust
KOMIIeTeHI Ui
VK-4. Criocoben WJ-1  yk-4. Vcnonbsyer | 3HaTh: HOPMATHUBHBIE JOKYMECHTHI MO YHH(PHKAIUH U
OCYILECTBIATH pasnuunble  Gopmbl,  BHIBI CTaHapTU3alUu B o0acTu JIOKYMEHTAllUH,
JIEJIOBYIO YCTHON M TIHCbMCHHOM NICNIOBON | nejicrpyrome Ha Teppuropur P®; rocynapCTBEHHbIE
KOMMYHHKAIIHIO B KOMMYyHHKal] Ha 1 cranmapThl " 3aKOHOATE bHbIE AKTBI 1o
. . | rocyaapcTBEHHOM SI3BIKE
YCTHOW U MUCEMEHHOU JIOKyMEHTHPOBAHHUIO;

¢dopmax Ha
rOCyIapCTBEHHOM
s3pike Poccuiickoit
Oenepauuu u
HMHOCTPaHHOM(BIX)
sI3bIKE(ax)

YK-6. Cnocoben
YIPABISATH CBOMM
BpEMEHEM,
BBICTPaNBaTh U
pean30BbIBaTh
TPaeKTOPHUIO
CaMOpa3BUTHS Ha
OCHOBE IIPHHIIUIIOB
00pa3oBaHUs B
TEUCHUE BCEH KHU3HH

Poccuiickoit denepanyu

NA-2  yx-4. OcymectBusier
KOMMYHHMKAIHI0, OCHOBBIBAsIChH
Ha CHCTeME HOpPM H3y4aeMOro
MHOCTPAaHHOTO A3bIKa,
UCTIONB3YSI ~ KOMMYHHKATHBHO
MIpUEMJIIEMBII CTHUJIb B
COOTBETCTBUM C LEAbI0 U
CHUTYyalueH o0meHus

NA-3 yk K-4. Beimonusier st
JINYHBIX nenen epPEBOA
ounmanbHIX u
MpoQeCCHOHATBHBIX TEKCTOB C
WHOCTPaHHOTO SI3bIKA Ha
PYCCKHIA, ¢ PyCCKOrO sI3bIKa Ha
HWHOCTPAaHHBIN

NA-1yx-6. Hcnonezyer
UHCTPYMEHTBI M METOABI
YTIpaBIICHHS COOCTBEHHBIM
BpPEMEHEM TMPH  BBIIOJIHEHHN
KOHKPETHBIX 3a/1a4

NA-2yx-6. [Tnanupyet
TPaEeKTOPHIO CBOETO
CaMOpa3BUTHS,
podheCCHOHATBHOTO pocra,
BBISBIISIL  JIMYHBIE  PECYPCEHL,

BO3MOKHOCTU U OIpaHUYCHUSA
JJIA €€ peai3aluu

CUCTEMBI JOKYMCHTAIINH, TPEOOBAHMS K COCTABICHHUIO U
oopMIIEHHIO TOKYMEHTOB;

TUIOBbIE MHCTPYKIUH MO AEIONPOU3BOJACTBY, PErJIAMEHT
paboThI, JOIKHOCTHBIE HHCTPYKIIUH;

OCHOBHBIE BHJIBI  JJOKYMEHTOB, pPErIaMEHTHUPYIOLINX
00pa3oBaTeNbHYIO ICATEIHHOCTS;

OCHOBBl  JENONPOU3BOACTBA B  00pa30BaTEIHLHOM
YUPEKICHUH.

YMeTh: panMoHanbHO W 3(P(EKTUBHO OPraHU30BHIBATH
JEJONPOU3BOJCTBO B 00pa30BaTeNbHOM OpraHU3aIuy;
COCTaBJIATh  y4eOHO-METOJANYECKHE M  HOPMAaTUBHO-
MIPaBOBBIE JIOKYMEHTHI, perIaMeHTHPYIONe
JeATeNIbHOCTb 00pa30BaTeIbHON OpraHu3aluu

Bnaners: meromamu, cnocobaMu M CpeACTBAMU

NIOJTyYEeHUs, XpaHeHus, nepepadoTKu
UHOpMaLNH, OCHOBaMH  KOMIIBIOTEPHOM
IPaMOTHOCTH;  TEXHOJIOTMEM  OpraHu3anuu
JIeJIONPOU3BOICTBA B 00pa3oBaTeIbHOM
YUPEXKIECHUH.

2. Conepxxanue IMCHUUILTAHBI (MO1YJIs1)

Paznen 1. Conepixanue, 3Ha4eHue AeonpousBoacTsa. Texnonorus
OpraHu3aNuu J1eJONPON3BOACTBA B 00Pa30BATEIbHOM YUPeKISHUH

Tema 1.1 OcHoOBHbBIE TEPMHUHBI M NOHSATHE «/1eJ0MPOU3BOACTBO». UcTOPHUSA BOBHUKHOBEHUSI
U OCHOBHBIE 3TaNbl PA3BUTHS /1€J10NPOU3BOACTBA. CHCTEMBbI OPraHu3anumn
aesaonpousBoacTsa. [loHsATHE M NPUHUMIBI OPraHU3ALUM JOKYMEHT0000poTa

[MonsTre «aenmonpon3BoAcTBO». OCHOBHEIC TSN U 33/1a4H JIONpOon3BoAcTBa. HeoOxomumocTh
OpraHM3aliy JAeTONPOU3BOACTBA B YUPEKACHUN. 3HAUCHHE JEIONPOU3BOICTBA B JIEATEIHLHOCTH
oOpazoBarensHOro yupexkaeHus. Cekperaps, AeIOMPON3BOAUTEh, JOKYMEHTOBE, KaHIICIISIPHS.




HcTopuueckue sTamsl pa3BUTHs Je0Npou3BoAcTBa B Poccuu. CoBpeMeHHOE rocyJapCTBEHHOE
peryiupoBaHHe  JEIONpou3BojACTBA. CHCTEMBI  JETONPOW3BOJCTBA:  [IEHTPATM30BAaHHAS,
JeIeHTpaIn30BaHHasA, cMemanHas. CTpykTypa U 00bEM JoKyMeHTooOopoTa. OCHOBHBIE
IMPUHIMIIBEI OpTraHrU3allun pa6OTI)I C TOKYMCHTOIIOTOKaMH, KaK CO3JaHHUC OIITUMAJIbHBIX YCJ'IOBI/Iﬁ
JUIS  BCeX BHJIOB paboThl ¢ JokyMeHTamu. OpraHu3aiioHHas CTPYKTypa TIepcoHana,
o0ecreunBaromniero padboTy ¢ JOKyMEHTaMHU.

Tema 1.2 PekBu3uTHI 10KyMeHTOB. Perucrpamus u unaexcanusi 10kymeHToB. CTpykrypa 6a3
AaHHBIX J0KyMeHTOB. Ilpumem, o0paGoTka m pacnpenejeHHe NOCTYNAIOIIHMX JOKYMEHTOB.
Opranuzanus 00pad0TKH U Nepeaayu OTIPABJISIEMbIX JIOKYMEHTOB.

[Tonatue pekBu3MTa JOKyMeHTa. Buabl pekBusutoB. [IpaBuia odopmieHHs PEKBU3UTOB
nokyMeHTOB.  Dopmymsp-oOpazen.  brmank qoxkymenta. Buaer OmankoB. TpeOGoBanus k
O6nmankam nokymMeHToB. Illabnonbl. MHaekcanys U peructpanus JOKyMEHTOB. Buabl u Gpopmbl
peructpauuu JOKyMeHTOB. TpeOoBaHHS K TEKCTaM CIyKEOHBIX JIOKyMEHTOB: KpPaTKOCTh U
TOYHOCTh H3JI0KEHUS WH(POpPMAIUK, UCKIIOUEHHE JIBOSIKOTO TOJIKOBAHHS, OOBEKTUBHOCTh U
JIOCTOBEPHOCTh MH(OPMAIIMH, COCTABIEHUE MPOCTHIX JTOKYMEHTOB, CTPYKTYpHUPOBAaHHE TEKCTa
JOKYMEHTa, LIMPOKOE HCIOIb30BaHue TpadapeTHbIX W TUIOBBIX TEKCTOB IMPU OMHCAHUHU
MOBTOPSIIOUINXCS YIIPABICHYECKUX CUTyalui. SI3bIK U CTHIJIb CITy>)KEOHBIX JTOKYMEHTOB. DTaIbl
00pabOTKH BXOJSIIUX JOKYMEHTOB. IlepBuuynas o00paboTKa BXOJAIIUX JIOKYMEHTOB.
Peructpupyemble U Hepeructpupyemble JOKyMeHTHL. llpenBapurenbHoe paccMOTpeHue
JOKYMEHTOB JUJIsl HAIIPaBJICHUsI UCIIOJIHUTENSIM. Pe3omtonus.

[lopssmoxk MOArOTOBKM  HMCXOAAIMX JOKyMeHTOB. (CocTaBieHHE MPOEKTa JOKYMEHTa,
corjlacoBaHue, nojanucanue (yTBep)kKIeHHE), THpakupoBaHue. CrocoObl U METOJbl OTIPaBKU
UCXOISIINUX JOKyMeHTOB. OOmiasi XapakTepHCTHKa CIyKEOHOM mepenuckd. PazHOBUAHOCTH
CITy’)K€OHBIX THCEM (COMPOBOAUTENIBHOE MHCHMO, MUCHMO-TIPOCKOA, MHChMO-3aIIPOC, MUCHMO-
OTBET, NHCbMO-COOOIIEHNE, WH(DOPMALIMOHHOE MHUCHMO, TapaHTHUHHOE MHCbMO, IHCHMO-
IIpUTJIAIEHUE U T.1.).

Tema 1.3 Ilopsinoxk npoxoxkaeHusi BHYTPEeHHMX AOKyMeHTOB. OpraHuszanusi KOHTPOJS 32
HCIOJITHEHHEeM J0KYMeHTOB. PadoTa ucnosHuTenei ¢ rokymeHramu. Opranusanus oUCKOBOM
CHCTEMbI 10 JOKYMEeHTaM.

BayTpenHnue mOKyMeHTHI 00pa30BaTEIbHOM OpraHU3alMK (3asBJICHHS, CIY)KEOHBIC 3alHCKH,
JOKJIaIHble, OOBSICHUTENbHBIC, CIIPaBKH, CBOJAKM, OTYeThl M Jp.). Iloaroroska, odopmieHue,
peructpauus. [lpaBuna mocTaHOBKM JOKYMEHTOB Ha KOHTpOJb. [IOpSOK CHSTHSL JOKYMEHTOB C
KOHTpoiA. OT4eT MO MWCHOMHEHWIO KOHTPOJBHBIX JIOKyMEHTOB. OIepaTHUBHOE HCIIOJIHEHUE
JOKYMEHTOB COTPYJIHHUKAaMH B COOTBETCTBHM C HX JIOJDKHOCTHBIMH OOSI3aHHOCTSMU H
pesomtoneid  pykoBogutens.  OTBETCTBEHHOCTh  3a  HecoOJdrofieHHe  TpeOOBaHMMA
UCIIOJHUTENIbCKOW  JMCHUUIUIMHBI, 3@  HENPaBWIbHOE  HCMOJb30BaHHWE  JIEWCTBYIOLIMX
HOPMATHBHBIX JIOKYMEHTOB B IOJATOTOBKE, O(OPMIIEHUM M HCIOJIHEHUHU JOKYMEHTOB B CPOK.
[TouckoBas cucteMa JOKYMEHTOB - KapTOTEKH M KiIacCU(UKAIIMOHHBIE CIPaBOYHUKU. Bubl
KapToTeK. Bupl Kiaccu(pUKalMOHHBIX CIIPABOYHHUKOB.

Tema 1.4 Cnoco0bl M MeTOObl [OCTABKH [0KYyMeHTOB. O0paldorka KOH(PUICHIHAIBHBIX
AOKYMEHTOB M JOKYMEHTOB JUIsl CJIy:KeOHOr0 TO0JIb30BAHUSA. JKCKYpcusi B  OTIe]d
AeJIONpon3BoAcTBA MypPMaHCKOro apKTH4YeCKOro rocyapCcTBEHHOI0 YHUBEpCHTeTA.
Opranu3zaiysi TO4TOBOM, KyphepCKOH M AKCIpEecc- JTOCTAaBKH JTIOKyMEHTOB. [IOHSATHS: «LEHHOCTh U
6e3omacHOCTh HMH(pOpMAIUN», «KOH(UACHIUAIBHOCTEY, «Yyrpo3a KOH(QHUAECHIMAILHOCTH,
«3amura uHpopmanun». be3omacHOCTh I1EHHBIX HMH(POPMAIMOHHBIX pecypcoB. lleHHas
uHpopManus U KOH(pUICHIIUATbHbIE JOKYMEHTHI. PeriiamenTanus cocraBa KOH(UACHIIUAIBHBIX
cBeeHM U JO0KyMeHTOB. [lopsnok paboThl ¢ KOH(PHUIEHIUANIBHBIMU JOKYMEHTaMU H
Mmatepuanamu. KonpunenuanbHas nHpopMalus U CBEICHUS B IeATEIbHOCTH 00pa3oBaTeIbHON
OpraHu3alHH.



Paspnen 2. HopmaTtuBHoO-3aK0HOAaTe/IbHAsA 0a3a. OCHOBHBIEC BH/IbI JOKYMEHTOB H
cUcTeMbl JOKyMeHTanuu. Oco0eHHOCTH OATOTOBKH M 0OpPMJICHHUSI OTAEIbHBIX
BHA0B TOKYMEHTOB

Tema 2.1 HopMaTHBHO-3aKOHOAATEJIbHbIE U HOPMATHBHO-METOAUYECKHE JOKYMEHTHI 110
aejonpounssoacTsy. HopMaTuBHO-3aK0OHOAATEILHBIE H HOPMATHBHO-METOANYECKHUE
AOKYMEHTHI 110 AapXUBHOMY JeJy.

3akoHonaTenbHble akThl Poccuiickoit deneparu u MypmaHckoit 001acT, peraaMeHTHPYIOIue
JIEIOTIPOM3BOJICTBO M apXUBHOE JIeNI0. ['0Cy1apCcTBEHHBIE CTaHAAPTHl U YHU(PUKAIMS B 00JaCTH
JIEJIONPOU3BOACTBA U apXUBHOrO Jena. MHCTpyKmus Mo [enonpou3BOACTBY MuHHCTEpCTBa
oOpa3zoBanus u Hayku Poccuiickoit denepanuu. Meroauueckne peKOMEHIAUU 110 pa3paboTKe
HOMEHKJIATypbl M MHCTPYKIHUH IO JEJONPOU3BOJACTBY B 00pPa30BaTENbHOM YUPEKICHUU.
TumnoBble mepedyHH C yKa3aHHEM CpPOKOB XpaHEHHUs JoKyMeHTOB. [IpaBuiia paGoTbl apXuBOB
OpraHu3aLuil.

Tema 2.2 Knaccudukauust gokymenTtos. FOpuanueckas cuna nokymenta. HazHauenue u coctaB
OpraHM3allMOHHO-TIPABOBOM  JOKyMeHTauuu. Ha3zHaueHme U cocraB  OpraHU3alMOHHO-
pacmopsiIUTeNIbHON  TOKYMEHTanuu. HasHaueHue u CcOCTaB CIpPaBOYHO-MHGOPMAITMOHHON
JOKYMEHTALUH.

Knaccudukanmst JOKyMeHTOB, €€ OCHOBHBIC TTPHU3HAKH. [ pynmbl JOKYMEHTOB - JOKYMEHTHI 11O
o0mMM ¥ aJAMHHHUCTPATHBHBIM BOMpocaMm, T.e. IO BompocaM oOOIIero pPyKOBOACTBA
NPEANPUITHEM W €r0  JeATeTbHOCTBIO; - JOKYMEHTHI TI0 (YHKIHSAM  yIIpaBICHUSI.
Knaccudukanus ciayxkeOHbIX JOKYMEHTOB: TO aAMHHHCTPATHBHBIM BOMPOCAM; 1O BOMPOCAM
MaTepUaTbHO-TEXHUYECKOTO CHAOXKECHHS; JOKYMEHTAIHS MO TUTAHUPOBAHMIO; TIO OMEPATHBHOM
NESITeNbHOCTH; MO OyXTaJITepCKOMY YYeTy; MO IOATOTOBKE W PACCTAaHOBKE KaJapoB U T.1.
Knaccudukanmst mo HaMMEHOBAHHWIO: TPHKA3bl, PACHOPSIKCHUS, TUIAHBI W OTYETHI, aKTHI,
MIPOTOKOJIIBI, TOTOBOPKI, YCTaBbl, MHCTPYKIIMH, JOBEPECHHOCTH U T.1. Kiaccudukamus mo mecty
COCTaBJICHHS, TIO CTENCHH YyHU(UKAIUH, 0 TPOUCXOXKICHHI0, TO BUAY OG(OpPMIICHHS, IO
cnocody ¢ukcanuu wuHPOpPMANMU, TO CTEMEHU CJIOXKHOCTH, TO CTEMEHH TJIACHOCTH, IO
IOpUJINYECKOM CHJIe, MO CpPOKaM HCIOJIHEHUS, N0 CpOKaM XpaHEHHUs, MO0 CTENeHU
00s13aTEIIbHOCTH.

Cucrema opraHu3aliOHHO-TIPABOBON JOKYMEHTAIMH (YCTaB YUPEIKICHUS, TTOJ0KEHHUS, IITATHOE
pacnucaHue, JOJKHOCTHbIE MWHCTpyKIuu). CucreMa oOpraHu3allMOHHO-PACTIOPSIUTEIBHOM
JTOKyMeHTaIuu (ykas, IpuKas, BBIIIMCKA W3 TIPUKa3a, paclopspKeHue, moctanoBieHne). Cucrema
CIPaBOYHO-MH(POPMAIIMOHHON NOKyMeHTaluu (TPOTOKOJ, aKT, 3asBJICHUE, TOKJIaHAs 3alHCcKa,
MpEeAJIOKEHUE, TMPEJCTaBICHNE, CIIy)KeOHas 3amucka, oO0bsicHUTeNIbHas). Cxema MOITrOTOBKH
pacIopsAIUTENbHBIX JOKYMEHTOB. [IOpSAI0K CHATHS 1 BBIAAYM KOIIUM C TIOKYMEHTOB.

Tema 2.3 JlokanbHble HOpMaTHBHBIE aKThI. CocTaB M padoTa ¢ KaJApOBOil JOKYMeHTalHeil.
[lonoxxeHus, mnpaBuwiIa, HHCTPYKIMHM (TMpaBuia BHYTPEHHETO TPYZOBOTO  pacHopsiika,
MHCTPYKIHUHU O MOPSAKE OCYLIECTBICHUS KaKOH-TMO0 NeATETbHOCTH WM MOPSAIKE NMPUMEHEHUS
TTOI0KEHUH 3aKOHOOATCJIBbHBIX W HWHBIX HOPMATHBHBIX A4KTOB, ITOJOXCHUA O CTPYKTYPHBIX
MOJpa3/IeNIeHUsIX, KOJUIEKTUBHBIN JoroBop u jp.). [lopsnok odopmieHns U MOANUCAHUS ITUX
AOKYMCHTOB IJId NPUMCHCHHUA KaK CaAMOCTOATCIIBHBIX IIPAaBOBBIX aKTOB. ITonsTne n CTPYKTYypa
NEepCOHANBbHBIX JaHHBIX. OOs3aTeNnbHbIe KaJApOBble JOKYMEHTHl 00pa30BaTeIbHON OpraHu3aluy,
HUX BUABI, COCTaB, HOPpMaTHUBHLIC Tpe6OBaHI/I$I K BE€CHHUIO K&}IpOBOfI JOKYMCHTaln (HpI/IKaSLI n
pacmopspKeHMs 10 JMYHOMY COCTaBy, 3asBJICHHE, TPYJIOBOM JIOTOBOp, JOJDKHOCTHAs
MHCTPYKLHUS, TPYJIOBas KHIKKA, JIMYHAs KapToyka, JIMYHOE Jejo). [IBukeHue U XpaHEHHe
KaJIpoBOM nokyMeHTanuuu. JKypHansl M KHUTM ydera. lcnonHeHue conualbHO-NPAaBOBBIX
3aIlpOCOB.



Pasnen 3. ®opMupoBaHue 1eJ1 1 OPraHU3anMs XPAHEHHUS JOKYMEHTOB. JKCIIepTH3a
LHEHHOCTH J0KYMeHTOB. TexHu4ecKkue cpeacTBa, HCIOJIb3yeMble B
JeJ10NPOU3BOACTBE. DJIEKTPOHHBIH JOKYMEHT0000pOT

Tema 3.1 IlpaBuia cocTaBjeHHSI HOMEHKJIATYPBI el ydpe:kaeHus. PopMupoBaHue u
opopminenne npen. OpraHusanusi ONEPATHBHOIO XPAaHEHUsI JOKYMeHTOB. dopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM Y4peKICHHUH.

IlonsaTe o «gmenex. HomeHnknarypa nein. CocraBiieHHE HOMEHKJIATyphl J€l B
00pa30BaTEIbHOM  YUPEXKICHHH. ®opmupoBanue nen. llpusHaku 3aBeneHus nen:
HOMUHAJIbHBIHA, TPEJAMETHO- BOINPOCHBIN, aBTOPCKUN, KOPPECHOHIECHTCKUH, reorpaduiecku,
xpoHojoruueckuil. Bunpl apxusos. TpeOoBanus k apxusam. [lopsnok nepegaun JOKyMEHTOB Ha
apxuBHOe XxpaHeHue. CucremaTH3auus JOKYMEHTOB B apxuBe. Pabora ¢ Hay4HO-CIIPaBOYHBIM
anmapaTtoM (MCTOpUYECKash CIpaBKa, OIMNUCH [ TOCTOSHHOIO M BPEMEHHOTO XpaHEHHUS
JOKYMEHTOB, KHUTY yUYeTa U JBUKECHHUS ).

Tema 3.2 /le1a MOCTOSIHHOIO M BPEMEHHOI0 CPOKa XpPaHEHHMs. JKCIEPTHasi KOMHUCCHA
yupe:xxkaeHusi. [Iopsiiok yHHYTOKeHUsI JOKYMEHTOB.

OcoOeHHOCTH XpaHEHUs JieNl MOCTOSIHHOTo, BpeMeHHoro (cBbime 10 JieT) u Jen mo JuYyHOMY
cocraBy. Ilopsgox mnepemaun gen B [ocymapctBeHHble apxuBbl. (Co3MaHWE HKCIIEPTHOM
KoMHCCUU yupexaeHus. IlpoBeneHue sKcmepTu3bl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3aCEIaHUM KOMHUCCHUU M AaKTOB Ha yHWUYTOXKeHue nen. IIpouemypa yHHUYTOXEHMS
JOKYMEHTOB.

Tema 3.3 Hcnoan3oBanue IIK B gesonpousBoacree. CpeacrBa KONMPOBaHUA M
ONepaTUBHOIO pa3MHoxeHus. IlpueM u 00padoTKa JOKYMEHTOB, IOCTYNAKIIHX 110 KAHAIAM
3JIEKTPOHHOI MOYTHI M (pakcuMuIbHOI cBsizu. IIpaBuia 6e3onacHoil padoThI C OPITEXHHUKOIA.
KomnbrorepHble cpeacTBa MHOJArOTOBKM JOKyMEHTOB. lcnosnb3oBaHue 1abIOHOB — JUis
(dbopMHpOBaHUs JOKYMEHTOB Ha KoMmmbloTepe. lcmonb3oBaHue B KOMIIBIOTEpe OJaHKOB
nokymMeHToB. Co3aHue OJaHKOB JIOKYMEHTOB B KoMIbioTepe. M3roroBineHue, KONUPOBaHUE U
TUpPaXHPOBaHUE NOKyMEHTOB. CpencTBa 00pabOTKM JTOKYMEHTOB. [IOKYMEHTBI, IeperaBacMble
[0 KaHajlaM CBs3u (TelmerpaMma, Tenekc, ¢akcorpamma, TtenedoHorpamma). [lonsTue
«oprrexHuka». OCHOBHBIE BHJIbI OPraHU3ALMOHHON TEeXHUKHU. [IpaBuiia TEXHUKH 0€30MacHOCTH
paboThI ¢ OPTTEXHUKOIA.

Tema 3.4 DuekTpoHHOE 10KyMeHTHPOBaHMe. [loHsITHE «3JIEKTPOHHBINA TOKYMEHT).
[IpeumymiecTBa nepenaun JOKyMEHTa C KOMIIBIOTEpAa Ha KOMIIBIOTEp.  YCTaHOBKa Ha
KOMITBIOTEpE CHEIHAIbHO BBIICICHHON ManKy JUIsl MOCTyHaIoMNX T0KyMeHTOB. [IpeumyiecTa
anekTpoHHod mouthl. [octynm k Internet. Cucrema perucrtpauuu u koHTpodas. Co3gaHue
ANEKTPOHHOM 0Oa3bl JaHHbIX. [louMck HoKymMeHTa. OKCKypcuss B apxuB MypMaHCKOTO
aApPKTUYECKOTO TOCYJapCTBEHHOTO YHUBEPCUTETA.

3. IlepedyeHb y4eOHO-MeTOAUYECKOT0 00ecnieYeHNs] TUCIHUIIIMHbBI (MOAYJIs1)
- MyJbTUMEAMHHBIE TPE3CHTALMOHHBIE MaTepuanbl MO JUCHMIUIMHE (MOJIYJIIO)
IIpeJICTaBJIeHbI B 3JIeKTpoHHOM Kypce B OOC MAY;
- METOJUYECKUE YKa3aHMs K BBIMOJHEHUIO JIAOOPATOPHBIX/MPAKTUUECKUX/KOHTPOJIBHBIX
pabot (BBIOpaTh) MpeACTaBICHBI B AIeKTpOHHOM Kypce B DMIOC MAY;
- METOJMYECKHE MaTepuanbl Juid OOydyaroIIMXCs MO OCBOEHHIO TUCLMILIMHBI (MOJIYJIs)

npeAcTaBieHsl Ha oduiuanbHoM caiite MAY B pasnene «Hudopmainus no o6pa3oBaTenbHBIM
IporpaMMaM, B TOM YHCIIE aIalTUPOBAHHBIMY.


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

4. ®OH/ OLIEHOYHBIX CPEJACTB 10 AUCHMILIMHE (MOLYJII0)
SIBnsieTcs OTAETBHBIM KOMIIOHEHTOM 00pa30BaTEIBLHON MPOTPaMMEbI, pa3padoTaH B Gopme
OTAENBHOTO JIOKyMEHTa, BKJIIOYaeT B ceOs:
- TIepeveHb KOMIIETECHIINI C YKa3aHUEM ATaroB WX (OPMHUPOBAHUS B TPOIECCE OCBOCHHS
JUCHUTUIMHBL (MOIYJIs);
- 3aJIaHMsI TEKYIIETO KOHTPOJIS;
- 3aJIaHKsI TPOMEKYTOUHOM aTTeCTalNH;
- 3aJIaHVsI BHYTPEHHEW OIIEHKH Ka4eCcTBa 0Opa30BaHMS.

5. INEPEYEHb YYEBHO-METOANYECKOI'O OBECIIEYEHUA,
HEOBXOJIUMOI'O JJIsd OCBOEHUA JUCHUIIJIMHBI (MOYJISA).

OcHoBHas1 iUuTEpaTypa:

1. @enepanbhbiii 3akoH 0T 22.10.2004 Ne 125-@3 «OO6 apxXxuBHOM Jiele B
Poccuiickoit @Denepanun» (pea. denepanbHbix 3akoHOB oT 04.12.2006 Ne 202-D3, ot
01.12.2007 Ne 318-®3, ot 13.05.2008 Ne 68-®3, ot 08.05.2010 Ne 83-P3, ot 27.07.2010 Ne
227-D3)

2. @enepanbublii  3akoH  "OO6  wuHbopmanmu, uHPOpPMATH3ALMU U 3alUTE
uHpopmanun". 3akon noanucan [Ipesunentom Poccuiickoit @enepanuu 20 gpespans 1995 roga
N 24-03

3. 3akon Mypwmanckoit o6mactu ot 20.02.2006 Ne 730-01-3MO «O06 apxuBHOM jere
B MypmaHcKkoii o01acTu»

4. ®enepanbHbii 3aKk0H OT 27 ot 2006 r. N 152-03 "O nepcoHanbHBIX TaHHBIX"

5. @enepanbhbliii 3akoH oT 2 Masg 2006 r. N 59-®3"O nopsake paccMOTpeHus
oOpamienuit rpaxxaan Poccutickort @eneparun” C n3MEHEHUSIMA U IOTIOJTHEHUSIMH OT: 29 UIOHS,
27 wrons 2010 r., 7 mas, 2 utonst 2013 r., 24 HosiOps 2014 1.

6. [IpaBuna nemonpon3BoACTBa B (perepaabHBIX OpraHaxX HUCIIOTHUTEIBHOW BIACTH
(yrBepxkaeHsl mocranoBieHueM [IpaButensctBa Poccniickoit @enepanuu ot 15.06.2009 Ne 477
7. [lepedeHb THTIOBBIX YHPaBICHYECKHUX apXHUBHBIX JOKYMEHTOB, 00Opa3yrOIINXCS B

nporiecce JAeATEIbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIpPAaBICHHUS U
OpTaHU3aIlHii, C YKa3aHHEM CPOKOB XpaHEHHUsS. Y TBEpXKIIEH MPHUKa30M MUHHCTEPCTBA KYJIBTYPHI
Poccuiickoit @enepanuu ot 25 aBrycrta 2010 r. Ne 558

JlomoHuTeIbHAS JIUTEpATYypa:

l. [Tucemo MunobGpasanuss P® ot 20 nexabps 2000 roma N 03-51/64 «O
MeTtoandeckiux peKOMEHIAMAX 10 paboTe ¢ JTOKyMEHTaMH B 00IIeo0pa30BaTebHBIX

YUPEKISHUSIX)»
2. Opranmzanus Jeinonpou3BojcTBa U gokymeHtoodopora JIOY [Tekct]: meton.
pek. / JI. U. Jlykuna. - M. : Cepa, 2009. - 128 c.
3. Conory6, O.I1. Jlemonpou3BOACTBO: COCTaBIIEHNE, PEIaKTUPOBAHNE U 00pabOTKa

noKyMeHTOB: YueOHoe nocobue / O.I1. Conory®. - M.: Omera-JI, 2013. - 207 c.

6. MPODPECCUOHAJIBHBIE BA3bl JAHHBIX W HWH®OPMALIUOHHBIE
CIIPABOYHBIE CUCTEMBbI

1) I'ocynapcTBeHHas cuctemMa npaBOBOM HHPOPMAIHHU - OQHUIUATBHBI HHTEPHET-IOPTAT
npaBoBoit uHpopmaruu- URL: http://pravo.gov.ru

2) Uudopmanmonnas cucrema «EnnHoe okHO ocTyma K 00pa3oBaTeNIbHBIM pecypcam»_-
URL: http://window.edu.ru

3) CnpaBouHo-nipaBoBas cuctema. Koncynprant Ilmoc - URL: http://www.consultant.ru/

7. HEPEYEHDb JIMIHEH3UOHHOI'O MTPOI'PAMMHOI'O OBECIIEYEHUS, B TOM
YUCJIE OTEYECTBEHHOI'O TPOU3BO/JACTBA

JIMueH3M0HHOE MporpaMMHoOe o0ecniedyeHHe 0Te4eCTBEHHOI0 NPOM3BOACTBA
KasperskyAnti-Virus


http://www.consultant.ru/

JInueH3uoHHoe MporpaMMHoe odecredyeHne 3apy0e;KHOro Mpon3BoACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHoOe ofecneyeHne 0Te4eCTBEHHOT 0 POU3BOACTBA
TZip

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHOe odecredeHne 3apy0e;KHOr0 MPOU3BOACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

8. OBECIIEYEHHUE OBPA30OBAHMUSA JJIA JIUL C OB3

Jlna obecriedeHust 00pa3oBaHUs MHBAJIUIOB U JIUI C OTPAHUYEHHBIMU BO3MOYKHOCTSIMH 37I0POBbBSI
peanu3anus TUCHUIUIMHBI MOXET OCYIIECTBISATHCA B aJalNTUPOBAHHOM BHJAE, C YYE€TOM
CHeIM(PUKA OCBOCHHS U JUIAKTUYECKHX TpeOOBaHUN, HCXOAS W3 HWHIUBUAYATbHBIX
BO3MOXKHOCTEH U [0 IMYHOMY 3asIBJICHHUIO 00yYaroIierocs.

9. MATEPUAJIBHO-TEXHUYECOE OBECHEYEHHWE AUCHUIIVIMHBI(MOIYJIA)
npencrasieHo B npuioxkeHud K OIIOII «MarepuanbHO-TEXHUUECKHE YCIIOBUS peaM3aliu
00pa3zoBaTeNFHON MPOTPAMMBI» M BKITIOYAET:

- yueOHblEe ayJAUTOPUM [UId MPOBEAEHUS Y4YeOHBIX 3aHATUH, MPeTyCMOTPEHHBIX
MpOrpaMMoit OakanaBpuaTa/CrieaIuTeTa/MarucTpaTyphbl (BBIOpATH), OCHAILIEHHbIE
000pYyJOBaHUEM U TEXHUUECKUMH CpPeJICTBAMU O0yUEeHHUS;

- IOMEUICHUsT Ui CaMOCTOSATENIbHOW  paboThl  OOydYaromMXcsi,  OCHAIICHHBIE
KOMIIbIOTEPHOM TEXHUKON C BO3MOKHOCTBIO MOJKIIOUEHHs K ceTH «HTepHeT» 1 obecnieueHneM

JOCTyTA K 3JICKTPOHHOU MH()OPMAIIMOHHO-00pa3oBaTensHOM cpeae MAY;

10. Pacnpenesnenne Tpya10eMKOCTH MO BUAAM YUeOHOM 1esiTeJIbHOCTH

Tabnuua 1' - Pacnpenenenue Tpya0eMKOCTH

Pacrnipenenenne TpyJ0eMKOCTH JUCHIUTUIMHBI (MOAYJIs) 110 opMam 00ydeHUs
“un yueOHol Ounas OuHO-3204HAs 3aounas
2
IesITeIbHOCTH Bcero
Cemectp Bcero Cemectp Bcero | Cemectp/Kypce HACOR
5 4acoB JacoB
Jlexuu 4 4
IIpakTnueckue
P 10 10
3aHATUA
CaMocTosTenpHas
22 22
paborta
IToaroroBka k
MPOMEKYTOYHOM - -
aTTecTaluu °
Bcero uacos
N0 JUCIHUILIUHE 72 72

w N oW -




/ u3 HUX B popMme

- 10 10
MPaKTUYECKON
MOTOTOBKH"
DopMBbI NPOMEKYTOUYHON aTTECTAIIMU U TEKYIIET0 KOHTPOJIS
[ 3auer L4 | [ 4 [ | [ | 4 [ | [ 4 |
IlepeueHb NpaKkTHUYECKUX 3aHATHI 0 popMamM o0yUeHUsI
Ne .
TeMbl NMPAKTUYICCKUX 3AaHATHHA
m\n
1 2

Ounas popma

1 Pazgen 1. Coneprxanue, 3HaueHUE JEIOMPOU3BOCTBA. TEXHOIOTHUS OPraHU3AIUN
JICJIOTIPOU3BOICTBA B 00Pa30BATEIBbHOM YUPEKICHHH

2 | Paszmen 2. HopmatuBHO-3aKkOHOaTeIbHAS 0a3a. OCHOBHBIE BUIBI IOKYMEHTOB U CUCTEMBI
nokymeHTarn. OcoOSHHOCTH IOATOTOBKY M O(hOPMIICHHUS OT/ICITBHBIX BHIOB JIOKYMEHTOB

3 | Pazgen 3. ®opmupoBaHue 1€7 U OpraHU3alns XpaHEHUs! JOKYMEHTOB. DKCIIepTU3a
LIEHHOCTHU JIOKYMEHTOB. TEXHUUYECKUE CPEICTBA, UCIIOJIb3YEMBIE B IETIOIIPOU3BOCTBE.
DNEeKTPOHHBIA JOKYMEHTOO0O0pOT

4 | Tema 3. 1 IIpaBuia cocTaBieHUs] HOMEHKIIATYpBI Jei yupexaeHus. opmuposanve n
oopmrenue nen. OpraHusaiys OepaTUBHOTO XpaHeHHs TI0KyMeHToB. DopMupoBaHue
apxuBa B 00pa30BaTEIIbHOM YUPEKIACHUU

5 | Tema 3.2 HWcnonws3oBanue IIK B penonpousBoactBe. CpencrBa KONUPOBAHUSA U
orepaTUBHOTO pa3MHoOkeHus. [Ipuem u 06paboTka JOKYMEHTOB, MOCTYIIAIOIINX 0 KaHaJIaM
JJIEKTPOHHOM TOYTHl M (PAaKCUMHIBHOW CBSI3H. [IpaBuna Oe3omacHON pabOTHI C
OPITEXHHUKOM.
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