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1.HEJIb OCBOEHUS JUCHUIIJIMHBI (MOAYJISI)- ¢opmupoBanue y oOydarommxcs
TEOPETUYECKUX 3HAHUW M TPAKTUUYECKUX YMEHUH [UIs OpraHu3alllM JAeJIONpPOU3BOJICTBA,
HEOOXO/JMMBIE TpPU BBHIMOJHEHUH ONEpalii 1Mo co3JaHui0 U 00paboTKe OpraHU3alMOHHO-
pacnopsaIuTeNbHBIX JOKYMEHTOB, BEIEHHUS JEJIOBOM IEpenucKd, aHajan3a HH()OPMAIIMOHHBIX
IOTOKOB ¥ HH(OPMAIIMOHHOTO B3aUMOACWUCTBUS B OpraHU3allMl, COBEPIICHCTBOBAHHH
TEXHOJIOTUH JTOKYMEHTALIMOHHOTO 00eCHeueHs] YIpaBJICHUS M apXWBHOro Jena Ha 0Oase

HoBelmux [T-TexHomoruii, obecrneueHns TeKymero XpaHeHus JOKyMEHTOB.

2. TPEBOBAHUS K PE3YJIBTATAM OCBOEHUSA JUCHUIIVIMHBI (MOAY JIS1)

B pesynbrare

KOMIICTCHI U

OCBOCHHA

NUCHUIIINHEI

(Monynst)  GopMHPYIOTCS — CIEAYyIOIINe

Crioco6eH ocyIeCTBIATh JIENIOBYI0O KOMMYHUKAIIUIO B YCTHOM M MTUCBbMEHHOW (hopMax Ha
roCyIapCTBEHHOM s13bike Poccuiickoit @enepanun 1 ”HOCTpaHHOM(bIX) s3bike(ax) (YK-4);

CriocobeH ympaBisiTh CBOUM BpPEMEHEM, BBICTpAMBATh M PEAJTH30BHIBATH TPACKTOPHUIO
CaMOPa3BUTHSI HA OCHOBE NIPUHITMIIOB 00pa3oBaHus B TeueHHe Beell sxu3Hu (YK-6)

[lepeueHp TIIaHUPYEMBIX PE3YJIbTATOB 00YUYEHHUS M0 IUCUUIUIMHE (MOYJI0), COOTHECEHHBIX C
WHIUKATOpaMU JOCTUXKEHUSI KOMIIETEHIIUN

KomMmnerenuus

HNuaukaropsl
KOMIIeTeHIH

PesynbTaTsl 00yyeHus

VYK-4. Criocoben

VK-4.1. Bnageer

3HaTh: HOPMAaTUBHBIC AOKYMCHTBIL 1o

OCYILECTBIISATh CHCTEMOW HOpM YHU(UKAIMKU M CTaHAApPTU3ALUU B O0JIACTH
i (0:3% pyccKoro JNOKYMEHTAIlMH, JEHCTBYIOIINE HA TEPPUTOPHUU
KOMMYHHKAIIMIO B | JIUTE€pPATypHOro si3bika | PD; roCyJapCTBEHHBIE CTaHJAapThI u
YCTHOHM U IIPU €ro 3aKOHOJATEIbHbIE aKTBI o
NUCbMEHHON UCIIOJIb30BaHUH B JOKYMEHTHUPOBAHHUIO;
dopmax Ha KaueCcTBE CHCTEMBbl  JOKYMEHTAIlMH, TpeOOoBaHUS K
rOCyJapCTBEHHOM | FOCYJapCTBEHHOIO COCTABJICHUIO 1 O(OPMIICHHIO IOKYMEHTOB;
s3bike Pocculickoi | s3pika PO u HOpMaMu TUIIOBBIE WHCTPYKLUHUHU II0 JEJIONPOU3BOACTBY,
®denepanuu u MHOCTPAHHOTO(BIX) perinaMeHT padoThl, JOIKHOCTHBIE HHCTPYKLIUY;
MHOCTPAaHHOM(bIX) | sI3bIKA(OB), UCIIOJIb3YET | OCHOBHBIE BU/IbI JIOKYMEHTOB,
A3bIKe(ax) pa3nuuHble GOPMBI, periaMeHTHPYIOIIUX 00pa3oBaTENbHYIO
BUIBI YCTHOH U JESITENBbHOCTD;
UCbMEHHON OCHOBBI JIEJIONIPOU3BO/ICTBA B 00pa30BaTEIbHOM
KOMMYHHKAIIH. YUPEXKIECHUU.
VYK-4.2. Ucnions3yer YMeTh: panroHaIbHO " 3¢ heKTUBHO
SI3BIKOBBIE CPECTBA OpraHHU30BBIBATH JEONPOU3BOICTBO B
U1 JOCTHKEHMUSI 00pa3oBaTeNbHON  OpPraHU3alMM; COCTABIATh
npodeCCHOHATBHBIX y4eOHO-METOINUECKUE u HOpPMaTUBHO-
1esiell Ha PyCCKOM U IIPaBOBbIE  JOKYMEHTBI, pEerjaMeHTUPYIOIINE
MHOCTPaHHOM(BIX) JesITeIbHOCTh 00Pa30BaATEIbHON OpraHu3aluu

Sa3bIKe(ax) B paMKax

Brnanets: MeTomamu, cnocobaMu M CpecTBaMU

MEXTMYHOCTHOIO U MOJTyYCHUS, XpaHEeHHS, nepepaboTKu

MEXKKYJIBTYPHOTO vHOOpPMAIlMK,  OCHOBAMH  KOMIIBIOTEPHOI

00LIeHNS. IPAMOTHOCTH;  TEXHOJOTWEH  OpraHu3aluu
VK-6. Cnocoben | YK-6.1. OuenuBaer JIeTIOTIPOM3BOICTBA B 006pa3oBaTENLHOM
YHpaBJIATbH CBOUM JIMYHOCTHBIC PCCYPCHI YUYpECKACHUU.

BPEMEHEM, MO TOCTHKEHUIO 1iesien
BBICTpauBaTh U CaMOpa3BUTHUSA U
pean30BbIBaTh yIpaBiIeHUSI CBOUM

TPAEKTOPHIO

BPCMCHCM HAa OCHOBC




CaMOpa3BUTHUS HaA IIPUHIIUIIOB

OCHOBE 00pa3oBaHUs B TEUECHUE

MPUHIIUIIOB BCEH JKU3HU.

00pa3oBaHUs B YK-6.2. Kputnuecku

TeUeHUE BCEU OIICHUBAET

KU3HU 3¢ (HEeKTUBHOCTH
UCTIOJTb30BaHUS

BPEMEHHU U JAPYTUX
pecypcoB mpu
peanu3zanuu
TPaeKTOPUH
CaMOpa3BUTHS.

3. YKABAHUE MECTA JIUCHUIIVIMHBI (MOAYJIsA) B CTPYKTYPE
OBPA3OBATEJIbHON ITPOT' PAMMABI.

JucuumuimHa — «/lenonpous3BoACTBO W JOKYMEHTOOOOPOT B 00pa3zoBaTeIbHOM
yUpeXKICHUU» OTHOCHTCS K  (akympTaTuBaM  dacTd, (OpMHPYEeMOH  ydacTHHKaMHU
00pa3oBaTeNbHBIX OTHOLIECHUH OCHOBHOM MpodeccHoHaNbHOM 00pa3oBaTeIbHON MPOrpaMMbl IO
HampaBiaeHuto monaroroBku  44.03.01 Ilemarormueckoe oOpa3oBaHHME, HANPaBICHHOCTH
(mpo¢uns) HauansHoe obpa3oBanue.

4. OBbEM UCHUIIJIMHBI (MOAYJisl) B 3AYETHBIX EJMHHUIAX C
YKA3ZAHUEM KOJMYECTBA AKAJEMHUYECKHUX WJIU ACTPOHOMHUYECKHX
YACOB, BBIIEJEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIUXCA C
MPENOJABATEJIEM (II0 BHJAM VYEBHBIX 3AHATHH) ©W HA
CAMOCTOATEJIBHYIO PABOTY OBYYAIOIIUXCHI.

OOm1ast TpPyA0EMKOCTh AUCIUILIMHBI COCTABISACT 1 3aueTHYI0 eAMHUIly Win 36 yacoB (U3
pacueta 1 3.e.= 36 4acoB).
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B unTepakTUBHBIX (popMax Yackl UCHOIB3YIOTCS B BUAE KPYIJIOTO CTOJIA.

5. COAEP KAHHUE JUCHUIIJIMHBI (MOAYJIsA), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JAEJIAM) C VYKA3AHHUMEM OTBEJIEHHOI'O HA HHX
KOJINMYECTBA AKAJEMHUYECKHUX WJIN ACTPOHOMHMYECKHUX YACOB H
BHI0B YUEBHBIX 3AHSITUIA.
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1 Pazgen 1. Conepxanue, 3HaueHue 2 2 - 3 6

JEJI0NPOU3BOICTBA. TexHOIOrus
OpraHu3aliy J1eJI0MPOU3BOICTBA B
00pa30BaTEILHOM YUPEXKACHUU

2 Paznen 2. HopmatuBHO- 2 4 - 5 1 8
3aKoHOAarenpHas 6a3a. OCHOBHBIC
BUJIBI IOKYMEHTOB U CHCTEMBI
nokyMeHTaruu. OcoOeHHOCTH
TOJITOTOBKH ¥ O(hOpMITCHHS
OTACJIbHBIX BUAOB TOKYMCHTOB

3 | Pazgen 3. ®opmupoBanue aen u - 4 - 6 1 8
OpraHu3alysa XpaHeHUs
JOKYMEHTOB. DKCIIepTH3a
OCHHOCTHU JOKYMCHTOB.
TexHuueckue cpeqcTBa,
HCIIOJIB3YCMBIC B
JEJOTPOU3BOJICTBE. DIICKTPOHHBIMN
JOKYMEHTO000POT

3a4CT

HUTOI'O: 4 10 - 14 |2 22

Conep:xaHue TMCHUUILIUHBI (MOTYJIs1)

Pa3nea 1. Conep:xanne, 3HaUeHHe JeJionpousBoacTBa. TexHonorus
OpraHM3alNH /1eJIONPON3BOACTBA B 00Pa30BATEIbHOM YUpesKIeHNU

Tema 1.1 OcHOBHBIE TEPMUHBI H TIOHATHE «1eJIONPOU3BOACTBO». UCTOPUSA BO3SHMKHOBEHUS
U OCHOBHbBIE 3TaNbl PA3BUTHS AeJI0NPON3BOACTBA.CHCTEMbI OPraHU3aANNH
aejonpousBoacTBa. [loHsITHEN NPUHIUNIBIOPTAHU3AIUM JOKYMEHT0000poTa

[MonsTHe «aenonpou3BoaCTBO». OCHOBHBIE LIEIH U 337a4d JIeI0MPOU3BoACTBa. HeoOxoammocTh
OpraHMu3aIy JeJIONPOU3BOACTBA B YUPEKACHUH. 3HaUCHHUE JeIONPON3BOICTBA B I€ATEILHOCTH
oOpa3oBaTenbHOro yupexaeHus. Cekperapb, 1eI0NpOU3BOIUTENb, JOKYMEHTOBE, KaHIEIAPHSL.
Uctopuueckue stanbl pa3BuTHs Aenonpous3BojctBa B Poccun. CoBpeMEeHHOE rocygapCTBEHHOE
PEryjinpoBaHuc ACJIOMPOU3BOACTBA. CucreMsl ACJIOMPOU3BOACTBA: HOCHTpAJIN30BaHHA,
NeleHTpanu3oBaHHas, cMmemanHas. CTpykrypa u 00BEM JoKyMeHTooOopoTa. (OCHOBHBIE
NPUHIUITB OPraHU3aluN PadOTHI C TOKYMEHTOIIOTOKAMH, KaK CO3/JaHUE ONTUMAJIBHBIX YCIOBUN
JUIsE BCEX BHUAOB paboThl C JoKyMeHTamMu. OpraHu3alMOHHas CTPYKTypa I[epcoHaia,
obecrneunBaromiero padboTy ¢ JOKYMEHTaMH.

Tema 1.2 PekBU3UTHI 10KyMeHTOB. Perucrpauusi u uHaekcanusi 10KkyMmeHToB. CTpyKTypa 0a3
AaHHBIX N0KyMeHTOB. IIpuem, 00pa0oTka M pacnpeneieHHe NOCTYNAIIUX JAOKYMEHTOB.
Opranuzanust 00pad0TKH M Nepeaavu OTIPABJIsSeMbIX TOKYMEHTOB.

[loHATHE PEKBU3UTALOKYMEHTA. Buasl pexBU3UTOB. [IpaBuna odopMICHUAPEKBU3UTOB




nokymeHToB.  @opmynsap-obpazernr.  bmankmokymenta. Buael 6mankoB.  TpeGoBanus k
Omankam nokymMeHToB. 1llaGmonbl. MHIekcanus U peructpanusi JOKyMEHTOB. Buiasl u (hopmbl
perucTpauuy JOKYMEHTOB. TpeOoBaHHS K TEKCTaM CIIY)KEOHBIX JOKYMEHTOB: KPAaTKOCTh U TOYHOCTH
HU3JI0XKXCHUA I/IH(l)OpMaI_[I/II/I, HCKIIIOYCHUEC OBOAKOI'O TOJIKOBAaHHA, O0OBEKTUBHOCTL H AOCTOBCPHOCTDH
I/IH(i)OpMaLII/II/I, COCTABJICHUC IIPOCTBIX JOKYMCHTOB, CTPYKTYPHUPOBAHHUC TCKCTAa ANOKYMCHTA, HIUPOKOC
WCIIOJIb30BaHUE TpadapeTHBIX W THIOBBIX TEKCTOB IPH OIHMCAHWH ITOBTOPSIOIINXCS YIIPABICHUCCKUX
cuTyanuit. SI3bIK M CTHJIb CIY>KEOHBIX JOKYMEHTOB. JTambl OOPaOOTKUBXOSIIMX JTOKYMEHTOB.
[lepBuynass 00pabOTKAa BXOMSIIMXJIOKYMEHTOB. PerucTpupyemple © HEpErHCTPHpyEeMbIe
TOKyMeHTHI. [IpenBapuTeibHOE pACCMOTPEHHE NOKYMEHTOB JJIsi HAMPABICHUS HCIIOTHUTEISM.
Pe3omronus.

[Mopsimok  TOATOTOBKM  UCXOASMIIUX JTOKyMEeHTOB. (CocTaBlieHHE TIPOEKTa JIOKYMEHTa,
COTJIACOBaHUWE, TOJNHCaHue (YTBepKIeHHE), THpakupoBaHue. CrocoObl W METOMIbI OTHPaBKH
UCXOAIIUX JOKyMeHTOB. OOmiasi XapakTepucTHKa CIyKeOHOW mepenucku. Pa3sHOBHIHOCTH
CIIy’)KEOHBIX THCEM (COMPOBOAMTEIBHOE MUCHMO, MUCHMO-TIPOCHOA, MUCHMO-3AMPOC, MHCHMO-
OTBET, MHUCHMO-COOOIICHHE, WHPOPMAIIMOHHOE TMHCHMO, TapaHTUHHOE MHUCHMO, MHUCHBMO-
MpUrianeHue u T.1.).

Tema 1.3 Ilopsigok NpoxoxkIeHUsi BHYTPEHHHX TOKYMeHTOB. OpraHu3zainusi KOHTPOJsI 3a
HCIOJHEHHEeM T0OKYMeHTOB. PaboTa ncnosiHuTelie ¢ JokyMeHTaMu. Opranu3anusi NOUCKOBOM
CHCTEeMBbI 110 TOKYMeHTaM.

BHyTpeHHHe TOKYMEHTHI 00pa30BaTEeNbHOW OpraHM3aluy (3asBJICHUS, CIY)KEOHbBIC 3aIUCKH,
JOKJIaHbIe, OOBSICHUTENbHBIC, CIIPAaBKHU, CBOJKH, OT4YeThl U Ap.). Iloaroroska, odopmieHue,
peructpauus. [IpaBuna NMOCTaHOBKM JOKYMEHTOB Ha KOHTPOJIb. IlOpsiIOK CHSTHSL TOKYMEHTOB C
KOHTpoiA. OT4er MO KCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTWBHOE HCIIONHEHHE
JAOKYMCHTOB COTpYAHHKaMH B COOTBCTCTBUM C HUX HOOJDKHOCTHBIMH OGHS&HHOCTHMH u
pe30JIIOIMEe  PYKOBOAMUTENS. OTBETCTBEHHOCTh 32 HecoOmwoaeHHe  TpeOOBaHMI
UCIIOJTHUTENIbCKOW  JAMCUMIUIMHBI, 32  HEMpPaBUIBHOE  HCIOJIb30BaHHWE  JCWCTBYIOIIMX
HOPMAaTUBHBIX JOKYMCHTOB B IIOATI'OTOBKC, O(bOpMJ'IeHI/II/I U HCIIOJIHCHUU OOKYMCHTOB B CpPOK.
[TouckoBasi cucreMa JOKYMEHTOB - KapTOTEKH U KJIACCU(PUKALMOHHbIE CIPAaBOYHUKHU. Buibl
KapToTeK. Bupl kiaccu(puKalmOHHBIX CIIPABOYHUKOB.

Tema 14 Cnoco0bl W MeTOABI JOCTABKH JOKYMeHTOB. (O0pa0oTka KOH(pHMICHIHAIbHBIX
AOKYMEHTOB M [JOKYMEHTOB /Ui CJIY:KeOHOI0 IOJIb30BAaHHA. JKCKYPCHA B OTAe]
AeJIoNpon3BoacTBa MypMaHCKOro apKTH4YeCKOro rocy1apcTBeHHOr0 YHUBEepCHTeTA.
Opranmzaiys OYTOBOM, KYPhEPCKOW M 3KCIIPECC-TOCTaBKU TOKYMEHTOB.IIOHSTHS: «II€HHOCTh M
0€301acHOCTh MH(POPMALUU», «KOH(PUICHIUATBHOCTb», «yrpo3a KOH(UICHINATBHOCTH»,
«3ammTa uH(popManuu». be3omacHOCTh IEHHBIX HHGOPMALMOHHBIX pecypcoB. lleHHas
uHpopManusa U KOHQHICHIINATIbHBIE JOKYMEHThI. PernamMenTanus coctaBa KOH(GHASHIIMATBHBIX
cBeieHUl U JokyMeHTOB. Ilopsmok paboTel ¢ KOH(QUACHUMAIBHBIMU JIOKYMEHTAMU H
marepuanamu. KonpunennuanbHast nHGOpMAIHs U CBEACHUS B ACATEIBHOCTH 00pa30BaTeIbHON
OpraHu3aluy.

Pa3nen 2. HopmaTuBHO-3aKk0HOAaTe/IbHAsA 6a3a. OCHOBHbIE BUIbI JOKYMEHTOB H
cucTeMbl JOKYMeHTAluN. OCO0eHHOCTH MOATOTOBKH M 0()OPMJIEHUS OTAEJIbHBIX
BH/IOB /IOKYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOIATEJIbHbIE © HOPMATHBHO-METOIMYeCKHe JOKYMEHTHI 110
AejonpousBoacTBy. HopmaTuBHO-3aK0HOAaTEIbHBIC  HOPMATHBHO-METOAHYECKHE
JAOKYMEHTHI 10 apXUBHOMY J1eJy.

3akoHonaTenbHbIe akThl Poccuiickoit @eneparun 1 MypMaHCKoit 0671acTH, perilaMeHTUPYIOIIHe
JIEJIONPOU3BOJCTBO U apXMBHOE J1e0. ['ocyqapcTBeHHbIe CTaHAapThl U YHU(HUKaIUsI B 00JIacTu
JEJIONPOU3BOJCTBA U APXUBHOrO Jena. MHCTpyKIus Mo [e’aonpou3BOACTBY MuHHCTEpCTBa
obpasoBanus u Hayku Poccuiickoii @enepanuu. Meroaudeckue peKOMEHIAIMU 10 pa3paboTke



HOMEHKJIATYphl ¥ WHCTPYKLIHUU TIO JETONPOU3BOJACTBY B 00pPa30BATEIBLHOM YUPEKICHUU.
TunoBble mepeyHH ¢ yKa3aHHEM CpPOKOB XpaHEHMsI JOKyMeHTOB. [IpaBuna paboOThl apXHUBOB
OpraHu3aLuil.

Tema 2.2 Knaccupukanus gokymenros. IOpuandeckas cuna goxkymenra. Haznadyenue n
COCTAaB  OPraHU3allMOHHO-TIPAaBOBOH  NokymeHTanuu. Hasnayenme wu  cocras
OPraHM3alOHHO-PACTIOPAANTENbHOM JoKyMeHTanuu. Ha3HauyeHue M coCTaB CIPaBOYHO-
HUH(OPMAMOHHOM TOKYMEHTALMH.

Knaccudukanus 1OKyMEHTOB, €€ OCHOBHBIE NPHU3HAKU. ['pyNIbl JOKYMEHTOB - JTOKYMEHTHI 110
o0mMM W aJMUHHCTPaTHUBHBIM BOIIpOcaM, T.€. IO BONpocaM OOILEro pyKOBOJCTBA
npeanpusITuCM H“ €ro JACATCIIbHOCTBIO; - AOKYMCHTBIL 10 q)YHKI_[I/ISIM YIIpaBJICHUA.
Knaccudukanus ciayxkeOHBIX TOKYMEHTOB: IO aJMHUHHCTPATUBHBIM BOIIpPOCaM; MO BOIPOCaM
MaTCpUAIIbHO-TCXHUYCCKOTO CHa6)K€HI/I$I; AOKYMCHTAlMd IO IJIAaHUPOBAHUIO; IO OHepaTHBHOﬁ
NEeSATENIbHOCTH; IO OyXraliTepcKoMy Yy4eTy; IO TOJArOTOBKE M PAacCTaHOBKE KaApOB M T.1.
Knaccudukanus no HaMMEHOBAHMIO: TPHKa3bl, PACHOPSDKEHUS, IJIAHBI M OTYETHI, AaKTBHI,
MPOTOKOJIbI, TOTOBOPHKI, YCTaBbl, HHCTPYKILUHU, JOBEPEHHOCTH U T.A. Kiaccudukanus no mecty
COCTaBJICHUS, 1O CTENEHH YHH(PHUKAIMK, TO MPOUCXOXKIACHUIO, MO BUAY OG(OpMIIEHHS, MO
croco0y ¢dukcanuu HWHPOPMANMK, TIO CTENEHH CJIOKHOCTH, IO CTENEHW TJIaCHOCTH, IO
IOpUJIMYECKOM CHJIe, 10 CpOKaM HCIIOJIHEHHS, [0 CpOKaM XpPaHEHHs, [0 CTElEHU
0053aTeNIbHOCTH.

Cucrema OpFaHHBaHHOHHO-HpaBOBOﬁ JOKYMCHTAaIH (yCTaB YUpPCKACHUA, ITOJIOKCHUA, IITATHOC
pacnucaHue, JOHKHOCTHBIE HWHCTpyKIMHK). CucrteMa OpraHuM3aldOHHO-PACIOPSIUTEIbHON
JIOKyMeHTaluu (ykas, IpuKa3, BBIIKCKA U3 MpUKa3a, pacropsbkeHue, nocraHoninenue). Cucrema
CIPaBOYHO-UH(GOPMALIMOHHON JOKYMEHTAIMK (IIPOTOKOJI, aKT, 3asBJICHHUE, NOKIaIHas 3alucKa,
peUIoKEHNE, TPEICTaBICHUEe, CIIy)KeOHasi 3amucka, oOBsicHUTenbHas). CxeMa MOJIrOTOBKH
pacnopsAUTENbHBIX JOKYMEHTOB.[IOpSIIOK CHSTHUS 1 BbIIa4U KOIHUIA C JOKYMEHTOB.

Tema 2.3 JlokajibHble HOPpMaTUBHBbIE aKThl. CocTaB M padoTa ¢ KaAPOBOI T0KYMeHTalHel.
[lonoxenusi, mnpaBuna, HMHCTPYKUUHU (IpaBWiIa BHYTPEHHErO TPYAOBOIO paclopsiika,
MHCTPYKIUHU O TOPSIIKE OCYIIECTBICHUS KaKOM-THO0 AesTeNbHOCTH UM MOPSAKE MPUMEHEHUs
MOJIOKEHUN 3aKOHOAATCIIbHBIX W HWHBIX HOPMATHBHBIX A4KTOB, IIOJIOXKCHUSA O CTPYKTYPHBIX
NoJIpa3iesieHusX, KOJUIEKTUBHBIN foroBop u Ap.). [lopsnok odopmiaeHUs U MOAMUCAHUS ITUX
JAOKYMCHTOB IJId NPUMCHCHHS KaK CaMOCTOATCIIbHBIX ITPABOBBIX AKTOB. Ilonstue u CTPYKTYypa
NEePCOHAIBHBIX JaHHbIX. O0s3aTenbHbIE KaIpOBble JOKYMEHTHI 00pa3oBaTelbHOMOpraHu3alni,
WX BHUBI, COCTaB, HOPMATUBHBIC TPEOOBAaHMS K BEACHHUIO KaJPOBOM JOKYMEHTAIMH (IIPUKA3bl U
pacmopsbKeHHsi 10 JIMYHOMY COCTaBy, 3asBJIEHHWE, TPYAOBOH JOrOBOp, JOJKHOCTHAS
WHCTPYKIUS, TPYAOBas KHUXKA, JIMYHAs KapTOuykKa, JIMYHOE JeJo0). J[BUKeHue U XpaHEeHUe
KaJpoBO AokymeHTanuu. JKypHanbl W KHUTM YydeTa. VICHoOJIHEHWE COUMaIbHO-TIPABOBBIX
3aMpoCoB.

Pa3nen 3. ®opmupoBaHue ae1 H OPraHU3alUsl XPaHEeHUsI JOKYMEHTOB. JKCIepTH3a
LEHHOCTH JOKYMeHTOB. TexHnuyeckue cpeacrsa, HCIOJb3yeMble B
AeJIONPOU3BOACTBE. DJICKTPOHHBIN J0KYMEHTO000pOT

Tema 3.1 IlpaBuia cocTaBjJeHHSI HOMEHKJIATYPbI JeJ yupexaeHus. DopmupoBaHue W
opopwiienne nej. OpraHusanusi ONEPATHUBHOIO XpPaHeHUs [TOKyMeHTOB. PopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM yYpPeKICHUH.

[TonsTne o «meme». Homenknarypa nen. CocraBieHne HOMEHKIATYypbl J€ll B
00pa30BaTEIbHOM YUPEKACHUU. ®opmupoBaHue Jell. [Ipu3Hnaku3aBeneHus nei:
HOMUHAJIBHBIN, TPEIMETHO-BOIIPOCHBIN,aBTOPCKUN, KOPPECIOHACHTCKUHN, TeorpaduyecKui,
xpoHonorndyeckuii. Buapl apxusoB. TpeboBanus k apxuBam. [lopsaok nepenaun JOKYMEHTOB Ha
apxuBHOe XpaHeHue. Cucremaruszaius JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CHpaBOYHBIM



anmapaToM (MCTOpUYECKasl CIpaBKa, OMUCU JeJl TOCTOSHHOTO W BPEMEHHOTO XpaHEHUs
JIOKYMEHTOB, KHUTH y4e€Ta U ABUKCHUS JEI).

Tema 3.2 Jlesia MOCTOSSHHOT0O W BPEMEHHOI0 CPOKA XpaHeHHsl. JKCIEPTHAs KOMHCCHS
yupe:xneHus. [lopsitok yHMUTOKEeHUS JOKYMEHTOB.

Oco0eHHOCTH XpaHEHUs Jel MOCTOSHHOTO, BpeMeHHOro (cBbimie 10 jeT) u nen mo JUYHOMY
cocraBy. Ilopsgok mnepenaun pgen B [ocynmapcTBeHHble apxuBbl. (Co3laHHMe SKCHEPTHOU
KOMHUCCHH yupexJeHus. [IpoBemeHne SKCnepTH3bl IIEHHOCTH JOKyMEHTOB. OdopmiieHue
IIPOTOKOJIOB 3aCEIaHUM KOMUCCUM M aKTOB Ha YHUYTOXeHME aeil. Ilponenypa yHUYTOXEHUS
JIOKYMEHTOB.

Tema 3.3 MHcnoan3oBanue IIK B genonpousBoacrBe. CpeacrBa KONMUPOBAHUST U
onepaTuBHOro pasmMHoxkenusi. [llpuem n 06padoTKa JOKYMEHTOB, MOCTYNAIIIUX 0 KAHAJIAM
3JIEKTPOHHOM MOYTHI M hakcuMUIIbHOM cBsi3u. IIpaBuiia 6e3o0macHoil padoThI ¢ OPITEXHUKOM.
KOMHBIOTepHBIe cpeactBa IMOATOTOBKH  OTOKYMCHTOB. Hcnionb3oBanue I_HaG.HOHOB JJIA
dbopMHUpOBaHHs JOKYMEHTOB Ha KommbioTepe. lcmonp3oBaHWe B KOMIBIOTEpE OJaHKOB
nokymeHToB. Co3gaHue OJaHKOB JOKYMEHTOB B KOMITbIOTEpe. M3roTOBICHUE, KOMUPOBAHUE U
THPAXUPOBaHUE TOKyMEHTOB. CpencTBa 0OpabOTKH JOKYMEHTOB. JIOKyMEHTHI, TIEpe1aBacMbIe
M0 KaHajaM CBS3H (TejaerpamMma, Telekc, ¢akcorpamma, TenedoHorpamma). IloHsTue
«oprrexHuka». OCHOBHBIE BUJIbI OPTaHU3AIMOHHON TeXHUKHU. [IpaBuia TeXHUKH 0€30MacHOCTH
paboTHI C OPTTEXHUKOM.

Tema 3.4 DiekTpoHHOE NOKyMeHTHpOBaHUe. [loHsITHE «3JIEKTPOHHBII TOKYMEHT».
[IpeumymecTBa mnepeaaun JOKYMEHTa C KOMIIBIOTEpPA Ha KOMIBIOTEp.  YCTaHOBKa Ha
KOMIIBIOTEPE CHEIUAIIBHO BBIACIEHHOW NaNKU s MOCTYNAIIMX J0KyMeHTOB. [IpenMyiectsa
anekTpoHHOM mouThl. Jloctym k Internet. Cuctema peructpauuu u KoHTposisi. Co3maHue
ANIEKTPOHHOM 0a3bl JaHHBIX. [loMCK JOKyMeHTa.OKCKypcuss B apXuB MypMaHCKOTO
ApKTUYECKOI0 FOCYJAapCTBEHHOTO YHUBEPCUTETA.

6. IIEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHMUA,
HEOBXOJINMOTI' O JJIs1 OCBOEHUA JUCHUIIJIMHBI (MOY JISA).

OcHoBHasi IMTEpaTypa:

1. Oenepanpubiii 3akoH 0T 22.10.2004 Ne 125-®3 «O06 apxuBHOM jene B Poccuiickoii
®enepannn» (pen. denepanbubix 3akoHOB oT 04.12.2006 Ne 202-®3, ot 01.12.2007 Ne 318-d3, ot
13.05.2008 Ne 68-®3, ot 08.05.2010 Ne 83-D3, o1 27.07.2010 Ne 227-D3)

2. Oenepanpiblii 3akoH "O0 mHpopmauuu, nHPoOpMaATU3aLUU U 3amuTe uHpopManuu”. 3aKoH
nonmnucan [Ipesunentom Poccuiickoit deneparuu 20 dhespans 1995 roga N 24-D3

3. 3akoH Mypmanckoir obmactu ot 20.02.2006 Ne 730-01-3MO «OO6 apXxuBHOM Jiene B
MypmaHcKoii o0nacTu»

4. ®enepanbubiii 3akoH 0T 27 urons 2006 r. N 152-03 "O nepcoHanbHBIX JaHHBIX

5. OenepanpHbiii 3akoH oT 2 Mas 2006 r. N 59-03"O mnopsike paccMOTpeHHs OOpalleHUi

rpaxaan Poccwuiickoii @enepanun” C u3aMeHeHUsIMH U JOTIONHEHUsIMU OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 ., 24 nosi6ps 2014 r.

6. [lpaBuna jmenonmpow3BojACTBA B (elepalbHBIX  OpraHax HWCIOJHHUTEIBHON  BJIACTH
(yrBepxaeHsl nocranosneHueM [IpasurenscrBa Poccuiickoii @enepanuu ot 15.06.2009 Ne 477
7. Ilepeyerb TUMOBBIX YIPABICHUECKHX aAPXHUBHBIX JIOKYMEHTOB, O0pa3ylOIIMXCS B TpoOIecce

JIESATEIbHOCTU I'OCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABJIEHUs U OpraHu3aluii, ¢ yKa3aHueM
CPOKOB XpaHeHHus. YTBep:kIeH npukazoM MunucrepctBa KyabTypsl Poccuiickoit denepanuu ot 25 aBrycra
2010 r. Ne 558

JlomoJIHUTeIbHAA JINTepaTypa:

1. ITucemo MwunobOpazBanus P® or 20 nexadbpst 2000 roga N 03-51/64 «O Meroanueckux
PEKOMEHJAIMAX 110 paboTe ¢ JOKYMEHTaMU B 00111€00pa30BaTEIbHBIX YUPEKICHUIX»
2. Opranusanysi JeJIonpon3BoicTBa U JoKkymeHToooopoTta JJOY [Tekct]: meroa. pek. / JI. W.

Jlykuna. - M. : Cdepa, 2009. - 128 c.



3. Conoryd, O.I1. Jlenonpou3BOACTBO: COCTaBJIICHWE, pEJaKTHpOBaHHMEe W 00paboTka
JokyMmeHToB: YueOHoe nocodue / O.I1. Conory6. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JAUCHUIIJINHBI
MOAVvJis)
B o6pazoBaTenbHOM Iponecce UCMONIb3yIOTC:

— y4eOHbBIE ayTUTOPUU IJIs MPOBEICHUS yUEOHBIX 3aHSATHH, OCHAIICHHBIE O00OpPYIOBAaHUEM U
TEXHUYECKUMHU CpeAcTBaMU o0ydeHus: yuyeOHas wmebenb, IIK, oGopynoBanme s
JEMOHCTpALMH MPE3EeHTAINI, HarJIaJHbIe TOCOOUS;

— TIOMEIIEHUS Il CaMOCTOSATEIbHOW pPabOThI, OCHAIIEHHBIE KOMITBIOTEPHOW TEXHUKOU C
BO3MOXKHOCTBIO TIOJKIIOUEHHS K ceTH «HTepHeT» 1 obecreueHueM I0CTYyIa B SJIEKTPOHHYIO
nH(popManmoHHO-00pa3oBaTeNbHYIO cpeny MATY.

7.1 IEPEYEHb JIMIEH3UOHHOI'O TIPOTPAMMHOI'O OBECIIEYEHU A
JInueH3uoHHOe MPorpaMMHoe o0ecrevyeHne 0Te4YeCTBEHHOr0 MPOU3BOICTBA
KasperskyAnti-Virus

JInueH3MoHHOE MPOorpaMMHoe o0ecredyeHue 3apy0e:KHOro Mpou3BoACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHOe odecneyeHne 0Te4eCTBEHHOT0 MPOU3BO/ICTBA
7Zip

CB0001HO pacnpocTpaHsieMoe MPOrpaMMHoOe odecredeHne 3apy0eKHOro NPon3BoACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJEKTPOHHO-BUBJIUOTEYHBIE CUCTEMBbI:

OBC m3parenbcrBa «Jlanb» https://e.lanbook.com/

OBC m3narenbctBa «kOpaiiT» https://biblio-online.ru/

ObC «YHuBepcuterckas oubnuoreka onnaitH» https://biblioclub.ru/

7.3 COBPEMEHHBIE ITPO®ECCHOHAJIBHBIE BA3blI TAHHBIX
1. CyneGubie 1 HOpMaTUBHBIC akThl PD http://sudact.ru/

2. UndopmannonHo-ananmutuyeckas cucrema SCIENCE INDEX

3. DnekTpoHHas 0asza TaHHBIX Scopus

4. ba3sl manabeix komnanud CLARIVATE ANALYTICS

7.4 UHOOPMALIUNOHHBIE CITPABOYHBIE CUCTEMbI

1. CnpaBo4yHO-IpaBOBast nHpopMarmoHHas cucrema Koncynprant [Tmroc
http://www.consultant.ru/

2. 00O «CoBpeMeHHBIE MeAHMa TEXHOJIOTMM B  00pa3oBaHUUM U KYJIbType».
http://www.informio.ru/

8. UHBIE CBEJIEHUSI U MATEPHUAJIbI HA YCMOTPEHME BEQYIIENA KA®EJIPHI
He npenycmotpeHo.

9. OBECIIEYEHHUE OBPA3OBAHMUA IJIs1 JIUIL C OB3

st obecrieueHust 00pa30BaHMsI MHBATUIIOB U JIUI] C OTPAHUYEHHBIMU BO3MOXKHOCTSIMH 3/I0POBbS
peanu3anys JUCHHMIUIMHBI MOMKET OCYIIECTBIATHCS B aJAalTHPOBAHHOM BHJZIE, C YYETOM
cnenupuKA OCBOSHUS U JUJAKTUYCCKUX TpeOOBaHMA, WCXOAS W3 HHIWBUIYaTbHBIX
BO3MOYKHOCTEH ¥ TI0 TUYHOMY 3asBJICHHIO 00YyJaIomerocs.






