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1. HEJb OCBOEHUSA JUCHUIIJIMHBI (MOAYJIS) — dopmupoBaHne y 0Oy4arONIHXCs
TEOPETUYCCKUX 3HAHWH M TIPAKTUYECKUX YMEHWH Ui OpraHu3aluy JeIONpPOHU3BOJICTBA,
HEOOXOAMMBIC TIPU BBIMIOJHEHWU OIEpaIliii MO0 CO3/IaHUI0 W 00pabOTKE OpTraHM3allMOHHO-
pacropsAUTENbHBIX JTOKYMEHTOB, BEICHHS JICIIOBOW MMEPENUCKH, aHaiu3a HH()OPMAIMOHHBIX
NOTOKOB ¥ MH(GOPMAIIMOHHOTO B3aMMOJCUCTBHS B OpraHU3aIlMH, COBEPIICHCTBOBAHHU
TEXHOJIOTUI JTOKYMEHTAIIMOHHOTO OOeCIeueHMsl YIpPaBJICHUS W apXWUBHOTO Jejla Ha 0a3e

HOBEUIIINX IT-TGXHOHOFHﬁ, obecreyeHus TCKYIICTO XpaHCHUA JOKYMCHTOB.

2. TPEBOBAHUA K PE3YJIBTATAM OCBOEHUA JUCHUIIJIMHBI (MOAY JIS1)

B pesynbrare

KOMIICTCHII MU .

OCBOCHUs

NUCHUTIIINHBI

(Momyns) ¢opMHpYIOTCS — CIIEAYIOIIHE

CriocobeH ynpaBisiTh CBOMM BpPEMEHEM, BBICTpAaHBATh M PEAJH30BHIBATH TPACKTOPHUIO
CaMOpPAa3BUTHsI HA OCHOBE MIPUHITUTIOB 00pa3oBaHus B TeueHHe Bcel xu3Hu (YK-6)

[lepeueHp MIaHUPYEMBIX PE3YyJILTATOB 00YUYEHHMS 110 IUCHUIUIMHE (MOJYJII0), COOTHECEHHBIX C
WHJUKATOpaMu JOCTUKEHHUS KOMIIETSHITUI

Komnerenunus

Nuaukaropsl
KOMIIETeHIHii

Pe3yabTaTnl 00yyeHus

VYK-6. Criocoben
YIPaBISATh CBOUM

6.1. Mcnonb3yer
MHCTPYMEHTBI U METO/IbI

3HaTh: HOPMATUBHBIE JOKYMEHTBHI IO
yHUPUKALUY U CTaHAApTH3aIUU B 00JIaCTH

BPEMEHEM, YIIPaBJICHUS BPEMEHEM IIPpH | TOKYMEHTALMH, JEUCTBYIOIINE Ha
BBICTPAUBaTh U BBIIIOJIHEHUH KOHKPETHBIX TEPPUTOPUU PD; roCyapCTBCHHBIC
peaan30BbIBaTh 3a/1a4, IPOEKTOB, IpU CTaHJApTHl M 3aKOHOAATENIBHBIE AKTHI I10
TPACKTOPHIO JOCTHKEHHUH IOCTABJIEHHBIX | JOKYMEHTUPOBAHUIO;

CaMOpa3BUTHS Ha
OCHOBE

LeJIeH.
6.2. Onpenenser

CHUCTeMBl JIOKyMEHTAIlUHU, TpPEOOBaHUSA K
COCTaBJICHUIO U O(DOPMIIEHUIO JOKYMEHTOB;

NPUHIUIIOB NPUOPUTETHI COOCTBEHHON | TUTIOBBIE MHCTPYKIUU o
00pa3oBaHus B JeATENILHOCTH, JIeTIONPOU3BO/ICTBY, PEriIaMeHT pPadoTHl,
TE4eHUe Bcei JMYHOCTHOTO Pa3BUTHUS U JOJKHOCTHBIE MHCTPYKLIUY;

KHU3HU npoeccCHOHaIBHOTO POCTA. | OCHOBHBIC BUJIBI JTOKYMEHTOB,
6.3. OniernBaeT TpeOOBaHMS | pErIaMEHTHPYIOIIUX 00pa3oBaTEeNbHYIO
pBIHKA TPyZa U JIeATEIILHOCTD;

NPEUIOKEHUS OCHOBBI JIeTIOTIPOU3BOICTBA B

00pa3oBaTeNbHBIX YCIYT

00pa30BaTeIbHOM YUPEKACHUU.

JUISL BBICTPauBaHUS VYMeTh: pauMoHaNbHO U 3(PPEKTUBHO
TPAaeKTOPUU COOCTBEHHOIO | OPraHM30BbIBATH  JEJIONPOU3BOJCTBO B
podeccHoHaIbHOIO POCTa. | 06pa30BaTEILHOMN OpraHu3allNy;
6.4. Ctpout COCTaBISITh  y4eOHO-METOAMYECKHE U
npo¢eCCUOHATIBHYIO HOPMAaTUBHO-TIPAaBOBBIE JIOKYMEHTHI,
Kapbepy U OIpeenseT peraamMeHTHpYoIne JesITeIbHOCTD
CTPaTETHIO 00pa3oBaTesIbHOM OpraHu3aluuu

Bnaners:  meromamm,  crmocobamMu UM

cpelcTBaMu HOJTyYEeHUs, XpaHEeHHS,

nepepaboTku nHpOpMaIuHy,

OCHOBaMH KOMITBIOTEPHOI IPaMOTHOCTH;
TEXHOJIOTHEH OpraHH3aLuH
JIETIONPOMU3BOACTBA B 00pa30BaTEIbHOM
YUPEKICHUU.




3. YKABAHUE MECTA IUMCHUMIIVIMHBI (MOAVYJisl)) B CTPYKTYPE
OBPA3OBATEJIbHOM ITPOTPAMMBbI.

JucrumnHa — «JleTonponu3BOACTBO M JOKYMEHTOOOOpOT B 00pa3oBaTelbHOM
YUPEKACHUU» B CTPYKTypEe OCHOBHOW Ipo(ecCHOHATBLHONW 00pa30BaTeNbHOM MPOrpaMMBl
HanpasyeHus: noarotoBku 44.03.05 Ilemarormueckoe oOpa3oBaHue (C ABYMs MNpoQuiIsMU
MOJITOTOBKH), HAMPaBICHHOCTH (mpodun) buonorus. Xumus sBusiercs GakyIbTaTUBOM.

4. OFPBEM UMCHUMIIVIMHBI (MOAYJIsI) B 3AYETHBIX EJIMHUIAX C
YKA3AHUEM KOJMYECTBA AKAJEMHWYECKHUX WJIU ACTPOHOMMYECKHX
YACOB, BBIJIEJIEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIUXCA C
MPENOJABATEJIEM (II0 BHIAM VYUYEBHBIX 3AHSATHM) W HA
CAMOCTOATEJBHYIO PABOTY OBYYAIOIIIUXCHI.

O61mas TpyJ0€MKOCTh IUCLUHUIUIMHBI COCTABISAET 1 3a4eTHYI0 eAMHULY Win 36 4acoB (U3
pacuera 1 3.e.= 36 yacoB).
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B nHTEepakTHBHBIX (hOpMax Yackl HCMOIB3YIOTCS B BUIE KPYTJIOTO CTOJIA.

5. COAEP)KAHUE JUCHUIIVIMHBI (MOAYJISAA), CTPYKTYPUPOBAHHOE
N0 TEMAM (PA3JAEJIAM) C VYKA3AHMEM OTBEJAEHHOI'O HA HHX
KOJIMYECTBA AKAJEMHUYECKHUX HWJIN ACTPOHOMHMYECKHUX YACOB H
BHUIOB YUEFHBIX 3AHSITUI.
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1 Paznen 1. Conepxanue, 3HaueHue 1 2 - 3 7

JIETIONPOU3BOACTBA. TeXHOIOTUs
OpTaHU3aINH JeJIOPON3BOICTBA B
00pa30BaTEILHOM YUPEKACHUU

2 Paznen 2. HopmatusHo- 2 4 - 6 1 7
3aKoHoaTenbHas 0aza. OCHOBHbBIC
BUJIBI TOKYMEHTOB U CUCTEMBI
nokymMmeHTaruu. OcoOCHHOCTH
TIOJITOTOBKH ¥ O(OPMIICHHS




OTACJIBHBIX BUAOB JOKYMCHTOB

3 | Paznen 3. ®opmupoBaHue aen u 1 4 - 5 1 8
OpraHu3alys XpaHEeHHs
JOKYMEHTOB. DKCIIEPTH3a
LIEHHOCTH JOKYMEHTOB.
TexHuueckue cpeacTna,
HCIOJIb3yEMBIE B
JEJIONPOU3BOCTBE. DIIEKTPOHHBII
JIOKyMEHTOO0OPOT

3auer

UTOIO: 4 10 - |14 2 22

Conep:kaHue TUCHUTIMHBI (MOYJIf)

Paznea 1. Cogep:xanne, 3HaUeHHe JAeJI0NPOU3BOACTBA. TexHomorus
OPraHU3alMU JAeJONPOU3BOACTBA B 00Pa30BaTEILHOM YUpe:KIeHUN

Tema 1.1 OcHOBHBIE TEPMUHBI M MOHATHE «1eJONPOU3BOACTBO». UCcTOPUSI BOSHUKHOBEHHUSA
U OCHOBHbBIE 3Talbl Pa3BUTHS Ae10npon3BoAcTBa. CHCTeMBbl OPraHU3auuN
aesionpon3BoacTBa. [loHsiTHE M NPUHIUIIBI OPTAHU3ALMHU JOKYMEHTO000pOTa

Ilousarue «KACIOIMPOU3BOACTBO». OcHOBHBIE OCiIn M 3aa4u JCJI0IIPOU3BOACTBA. HCOGXOI[I/IMOCTB
OpraHM3aIiK JeJIONPOU3BOACTBA B YUPEKICHUH. 3HaUCHUE JEIIONPOU3BOACTBA B ACSITEILHOCTU
oOpa3oBaTenbHOro yupexaeHus. Cekperapb, 1eI0NpOU3BOIUTENb, JOKYMEHTOBE I, KAHIEIAPHSL.
Nctopuueckue sranbl pa3BUTHS Aenonpon3BoacTBa B Poccun. CoBpeMEHHOE rocyJapCTBEHHOE
PEryJimpoBaHuc ACJIOMPOU3BOACTBA. CucreMsl ACJIONIPOU3BOACTBA: HCHTpAJIM30BaAHHAA,
JeleHTpanu30BaHHas, cMmemanHas. CTpykrypa u 00BEM JoKyMeHTooOopora. (OCHOBHbBIE
NPUHIUITB OPraHU3aluN Pa0OTHI C JOKYMEHTOIIOTOKAMH, KaK CO3/JaHHE ONTUMAJIbHBIX YCIOBHM
JUIsL BCeX BHUAOB paboThl ¢ JOKyMeHTamMu. OpraHuzalMOHHas CTPyKTypa IepcoHaia,
obecrneunBaromiero paboTy ¢ JOKYMEHTaMH.

Tema 1.2 PekBU3UTHI JOKYMEHTOB. Perucrpanusi u unaexkcanus 10kymeHnroB. Ctpykrypa 6a3
AaHHBIX AOKyMeHTOB. Ilpuem, o0pa0oTka M pacnpeneieHHe NOCTYNAIIUX TOKYMEHTOB.
Opranuszanus 00padoTKM M Nepeaayu OTIPaBJIAeMbIX TOKYMEHTOB.

[Tonsitue pexkBu3uTa JOKyMeHTa. Bunel pekBuszutoB.  IlpaBuna odopmieHUs peKBHU3UTOB
nokyMeHTOB.  @Dopmynsip-oOpaszen.  brmank mokymenta. Bunbl 6mankoB. TpeGoBanus K
6nankam gokyMmeHToB. lllaGnonsl. MHaekcanust u peructpanust AO0KyMEHTOB. Buasl u Gpopmbl
perucTpali JOKYMEHTOB. TpeOoBaHHA K TEKCTaM CIIy>KEOHBIX JOKYMEHTOB: KPaTKOCTh U TOYHOCTB
HU3JI0KCHUA I/IHq)OpMaI_II/II/I, HCKIIOYCHUC JBOAKOI'O TOJIKOBAaHUA, 00BEKTUBHOCTh U AOCTOBECPHOCTH
nH(OPMAITIH, COCTaBJICHHE IPOCTHIX JAOKYMEHTOB, CTPYKTYPHPOBAHHE TEKCTa JOKYMEHTA, IIHPOKOE
HCITIOJIb30BaHUC Tpa(bapeTHI)IX MU TUIIOBBIX TEKCTOB IIPU OIMCAHUHN MNOBTOPAIOIINXCA YIHPABICHYCCKUX
cuTyanuid. SI3bIK M CTHIIb CIIY)KEOHBIX JOKYMEHTOB. JTambl OOpaOOTKH BXOIAIINX JTOKYMEHTOB.
[lepBuuHast 00paboTKa BXOAAIIMX JOKYMEHTOB. Peructpupyemble W HEpPETUCTPHpPYEMbIe
noKyMeHTHI. [IpenBaputenbHOe pacCMOTpPEHHE JOKYMEHTOB JJIsl HANPABJICHUS HCIOIHUTEISM.
Pesouronusi.

[Topsimok  MOATOTOBKM  HMCXOAALIMX JOKYMeHTOB. (CocTaBieHHE TMpOEKTa JIOKyMEHTa,
COIJIAaCOBAaHMWE, TOANUCAHKUE (yTBEpKIEHHE), THpaxkupoBaHue. CrocoObl U METOJbI OTHPABKU
UCXOASAINX JOKyMeHTOB. OOmias XapakTepucTHKa ciykeOHOW mnepenucku. Pa3sHoBHIHOCTH
CIIy’)KEOHBIX THCEM (COMPOBOAMTENBHOE MUCHMO, MUCHMO-IPOCHOa, MUCHMO-3aMpPOC, MUCHMO-
OTBET, MHCbMO-COOOIIEHNE, HHMOPMAIIMOHHOE MHUCHhMO, TapaHTUHHOE MHUChMO, MHCHMO-
NPUIJIALLIEHUE U T.1.).




Tema 1.3 Ilopsgok Npoxo:kIeHUs] BHYTPEHHHUX JTOKYMeHTOB. OpraHusanus KOHTPOJS 3a
HCMOJTHEHHEM I0OKYMeHTOB. Pagora ucnoHuresieii ¢ jokymMmentamu. Opranuzanusi oMcKoBoO
CHCTEMbI M0 IOKYMEHTAM.

BryTpeHHrne NOKyMEHTHI 00pa30BaTENbHON OpraHU3aluu (3asBIICHUS, CIY)KEOHbBIC 3alMCKH,
JIOKJIa/IHbIe, OOBSCHHUTEIbHBIC, CIIPaBKH, CBOJIKH, OTU4eTHl M 1p.). [lomroroska, odopmienue,
peructpanus. [IpaBuna mOCTAHOBKM TOKYMEHTOB Ha KOHTPOJNb. [IOpSIOK CHATHS TOKyMEHTOB C
KOHTpoJisi. OT4EeT MO WCIOJHEHUIO KOHTPOJBHBIX JIOKYMEHTOB. OrmniepaTUBHOE HCIOJHEHUE
JOKYMEHTOB COTPYAHHKAaMH B COOTBETCTBUM C UX JODKHOCTHBIMU OOS3aHHOCTSIMH U
pe3omonuei PYKOBOJMTEIIA. OTBETCTBEHHOCTh 3a HeCcOoOJII0IcHIE TpeOoBaHUI
UCTIONTHUTENbCKONM  JMCUUIUIMHBI, 32  HEMpaBUJIbHOE  HUCIHOJIb30BAaHUE  JICHCTBYIOIIMX
HOpMaTI/IBHI)IX [[OKYMGHTOB B IIOAT'OTOBKC, O(bOpMJ'IeHI/II/I 1 HUCIIOJITHCHUU I[OKYMGHTOB B CpOK.
[TouckoBasi cucTreMa MOKYMEHTOB - KapTOTEKH W KIACCU(UKAIMOHHBIE CIPABOYHHUKHU. Buib
KapTOTeK. BI/II[I)I KJ'IaCCI/I(i)I/IKaIlI/IOHHBIX CHpaBO‘-IHI/IKOB.

Tema 1.4 Cpooco0bl U MeTOObl JOCTABKM JOKYMEHTOB. O0paGoTka KOH(pHMIEHIHATBHBIX
JOKYMEHTOB W JAOKYMEHTOB /Il CJIY:KeOHOT0 TMOJIb30BAaHUSL. JKCKYPCHMSI B OTIe]d
AeJionpou3BoacTBa MypMaHCKOro apKTHY€eCKOr0 rocy1apcTBEHHOr0 YHUBEPCUTETA.
Opranuzaiysi OYTOBOM, KYpPbepCKOM M AKCIPECC-IOCTaBKU JAOKYMEHTOB. [IOHSATHS: «IIEHHOCTh U
0e30macHOCTh  MH(POPMALUN», «KOH(DUICHIUAIBHOCTE», «yrpo3a KOH(UACHIHUAIEHOCTHY,
«3ammura wuHopMmanum». be3omacHOCTh NEeHHBIX WHGOPMALMOHHBIX pecypcoB. lleHHas
uHpOpMaIUs U KOH(DUICHITMATLHBIC JTOKYMEHTHI. PermaMenTanus coctaBa KOH(DHUISHITHATEHBIX
cBelleHH W JOKyMeHTOB. Ilopsgok paboTel ¢ KOHOUACHIMATBHBIMU JOKYMEHTaAMH U
matepuaiamu. Kondunennmaneaas nHGOpMAaIHs U CBEICHUS B IEATSIILHOCTH 00pa30BaTeIbHON
OpTraHM3aIliH.

Pa3nen 2. HopmaTuBHO-3aK0HOAaTeIbHAsA 0a3a. OCHOBHBIE BHABI JOKYMEHTOB H
cHCTeMbI J0KyMeHTaluU. OCO0eHHOCTH MOATOTOBKU M 0(popMJIEHUS OTAEJIbHBIX
BH/I0B 10KYMEHTOB

Tema 2.1 HopMaTHBHO-3aKOHOAATEJIbHbIC H HOPMATHUBHO-METOAMYeCKHe JOKYMEHTHI 110
aejionpoussoacTsy. HopMaTHBHO-3aK0HOAATEIbHbIE  HOPMATHBHO-METOANYECKHE
AOKYMEHTBI 110 ADXMBHOMY JeJIy.

3akoHomaTenbHbIe akThl Poccuiickoit @eneparn u MypmaHckoit 061acTu, periiaMeHTUpPYIOIIHe
JIEJIONPOU3BOJCTBO U apXUBHOE J1e10. ['ocyJapcTBEHHbIE CTaHAAPTHl U YHUPHUKAIMSA B 001acTU
JEJIONPOU3BOACTBA U apXUBHOro Jena. MHcTpykuus mno naenonpousBoacTBY MuHHCTEpCTBa
obpasoBanus u Hayku Poccuiickoit @eaepanun. MeToaudeckue peKoOMEHIAIuu 10 pa3padoTKe
HOMEHKJIATypbl M HMHCTPYKUUH TIO JEJIONPOU3BOACTBY B 00pa30BATEIbHOM YUPEKICHUH.
TunoBble mepeyHH € yKa3aHUEM CpPOKOB XpaHEHHs NOKYMEHTOB. [IpaBuia paboThl apXHBOB
OpraHu3aLui.

Tema 2.2 Kunaccupukanusa nokymeHToB. IOpuanyeckas cuia gokymenra. Hasnayenue u
COCTAaB  OPraHU3allHOHHO-NPABOBOM  AokyMmeHTanuu. Ha3Hayenme um  cocraB
OPraHM3aLMOHHO-PACIIOPAANTEIbHONH JoKyMeHTanuu. Ha3HaueHune M cocTaB CIpaBOYHO-
UHG(OPMALMOHHOH TOKYMEHTALMH.

Knaccudukanus TOKyMeHTOB, €€ OCHOBHBIE NMPHU3HAKU. [ pynmbl JOKYMEHTOB - JTOKYMEHTHI IO
o0mMM ¥ aAMHHHCTPAaTHBHBIM BOIIpOcaM, T.€. IO BONpOcaM OOIIEro pyKOBOJCTBA
npeanpuiaTucM MU €ro ACATCIBbHOCTBIO, - AOKYMCHTEIL 1o Q)YHKI_[I/ISIM YHOpaBJICHUA.
Knaccudukanus ciyx’eOHbIX JOKYMEHTOB: IO aJMHHHCTPAaTHUBHBIM BOIpPOCaM; MO BOIPOCaM
MaTCpHUAJIbHO-TCXHUYCCKOT'O CHa6)KeHI/I$I; AOKYMCHTAaIU MO IJIAHUPOBAHUIO; I1O OHepaTHBHOﬁ
NESATeNIbHOCTH; IO OyXrajaTepckoMy yueTy; IO TMOJATOTOBKE M PAcCTaHOBKE KaJpoB M T.A.
Knaccudukanuss 1o HaMMEHOBAHHWIO: MpPHKAa3bl, PACHOPSDKEHUs, IUIAHBI M OTYETHI, aKThI,
IIPOTOKOJIBI, TOTOBOPHI, YCTaBbl, MHCTPYKLMUH, JOBEPEHHOCTH U T.1. Knaccudukanus mo mecry



COCTaBJICHH, IIO CTCIICHU YHI/I(bI/IKaHI/II/I, 0 MPOHUCXOKACHUIO, IO BHIAY O(bOpMJ'IeHI/ISI, 110
crocoOy ¢ukcanmu wHPOpPMAIMK, IO CTENEHH CIOKHOCTH, IO CTEMEeHH TJIaCHOCTH, IO
IOpUIMYECKON CcuJie, 1O CpOKaM HCIIOJIHEHHs, 110 CpOKaM XpaHEHHUs, 10 CTENeHU
0053aTeTFHOCTH.

Cucrema opraHu3aliiOHHO-IIPAaBOBON JOKYMEHTAIMH (YCTaB yUPEKIACHUs, MTOJT0KEHHS, IITATHOE
pacmnucaHue, JOJDKHOCTHbIE WHCTpyKuuu). CucTeMa OpraHu3allMOHHO-PacoOPSAUTEIbHON
JTIOKyMEHTaIuu (yKa3, MpuKa3, BBINMKUCKA U3 MPUKa3a, paclopsikeHue, moctaHorieHue). Cucrema
CIPaBOYHO-UH(GOPMAIIMOHHON JOKyMEHTAIMK (IIPOTOKOI, aKT, 3asBJICHHE, JOKJIaaHas 3alucKa,
MpeIOKEHUE, TMPECTaBICHUE, CIIy)XeOHas 3amucka, oO0bsicHuTeabHasi). CxemMa MOATOTOBKHU
paclopsAUTEIbHBIX TOKyMEHTOB. [TOpsIOK CHATHS U BBIAA4YX KOMHUH C JOKYMEHTOB.

Tema 2.3 JlokanbHble HOpMaTHBHBbIE aKThI. CocTaB M padoTa ¢ KaJApoOBoii JOKyMeHTALHeil.
[lonoxenus, mnpaBuna, HUHCTPYKUUU (IpaBUjia BHYTPEHHErO TPYAOBOTO paclopsiika,
MHCTPYKLHHU O MOPSAKE OCYLIECTBICHUS KaKOH-TUOO NeATENbHOCTH WU MOPSIKe NPUMEHEHUs
MOJIO’)KEHUH 3aKOHOJATENbHBIX M HMHBIX HOPMATHUBHBIX aKTOB, MOJIO)KEHUS O CTPYKTYPHBIX
HOJpa3/eIeHUsIX, KOJUIEKTUBHBINA TOoroBop U Ap.). Ilopsiiok opopmiieHHss U MOAMUCAHUS 3TUX
JIOKYMEHTOB JUIsl IIPUMEHEHUS! KaK CaMOCTOSITEJIbHBIX MPAaBOBbIX akTOB. [IoHATHE U CTpyKTypa
NEepCOHANbHBIX JaHHbIX. OOs3aTeNbHbBIE KaJApPOBble JOKYMEHThI 00pa30BaTEeIbHOW OpraHU3alyi,
UX BH/JIbl, COCTAaB, HOpPMaTHUBHbIE TPeOOBaHMS K BEACHUIO KaJpOBOM JOKyMEHTalMH (IpUKa3bl U
pacropsbKeHHss 10 JIMYHOMY COCTaBy, 3asBIEHHME, TpPYAOBOW JOrOBOp, JOJKHOCTHAsS
MHCTPYKLUS, TPYyJOBash KHWXKKA, JIMYHAs KapTOyka, JUYHOE Jey0). J[BU)KEeHuEe U XpaHEHHE
KaZpoBOoi JgoKkyMmeHTanmu. JKypHambl M KHUTH yueTa. lcmonHeHue colMaibHO-IPaBOBBIX
3aIpoOCOB.

Pa3pnen 3. @opmupoBaHme 1e/1 1 OPraHU3alUs XPAHEHUS JOKYMEHTOB. JKCIIEePTH3a
LHEHHOCTH IOKYMeHTOB. TexHnuyecKue cpecTBa, HCNoJb3yeMblie B
JeJIONPON3BOACTBE. DJIEKTPOHHBIN JOKYMEHTO000POT

Tema 3.1 IlpaBuia cocTaBJeHUSI HOMEHKJIATYPBI JeJ yupexaeHusi. PopmupoBanHue u
odpopmiaenne nes. OpraHuzanysi ONEPATMBHOIO XpaHeHWs JOKyMeHTOB. PopMupoBaHue
apxuBa B 00pa30BaTEJIbHOM YUYPEKICHHUH.

[Tonsatue o «ueney. Howmenknatypa pgen. CocraBieHue HOMEHKJIATyphl Jell B
00pa30BaTEIbHOM YUPEKICHHH. dopMHpOBaHUE JEII. IIpu3Haku 3aBeneHUS eI
HOMUHAJIBHBIA, TPEAMETHO-BONIPOCHBIA, ABTOPCKUN, KOPPECIOHICHTCKHUM, TeorpaduyecKuid,
XpoHosorndeckuid. Buapr apxuBoB. TpeboBanus k apxuBam. [lopsaok nepenaun JOKyMEHTOB Ha
apxuBHOe xpaHeHHe. Cucremarusaius JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4yHO-CIIpaBOYHBIM
anmnapaTtoM (UCTOpUYECKasl CIpaBKa, OMUCU JeJl TOCTOSHHOTO W BPEMEHHOTO XpaHEHUs
JIOKYMEHTOB, KHUTH y4eTa U IBUKEHUS JIeT).

Tema 3.2 /lesja MOCTOAHHOIO M BPEMEHHOI0 CPOKAa XpPAaHEHHsl. JKCIEPTHAs KOMMCCHS
yupexaenus. ITopsinok yHu4TOKeHUs JOKYMEHTOB.

OcoOeHHOCTH XpaHEHHUs e MOCTOSHHOTO, BpeMEHHOro (cBeime 10 jer) u Jen no JUYHOMY
cocraBy. llopsmox mnepemaunm nen B I'ocynapcrBeHHble apxuBbl. Co3gaHue SKCIIEPTHOU
Komuccuu yupexaeHus. IlpoBeneHue skcnepTusbl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3aceJaHMil KOMMCCHM M aKTOB Ha yHUUYTOXXEeHMEe nen. [Ipouenypa yHUUTOKEHUS
JIOKYMEHTOB.

Tema 3.3 MHcnoan3osanme IIK B penonpomsBoacrBe. CpencrBa KONHPOBaHUSL U
ONepaTuBHOrO padMHokeHusi. [Ipuem u 00padoTka TOKYMEHTOB, MOCTYNAKIIUX M0 KaHAJIAM
3JIEKTPOHHOM NMOYTHI M (hakcuMHIIBLHOM cBsi3u. [IpaBuiia O0e3omacHoi padoThI ¢ OPITeXHUKOM.
KommnbloTepHble cpeacTBa MOATOTOBKM JOKyMEHTOB. lMcmonb3oBaHue 1maOiaoOHOB — JUis
(dopMHpOBaHUS JOKYMEHTOB Ha KowmmbioTepe. lcnonbp3oBaHne B KOMIbIOTEpPE OJIaHKOB



nokyMmeHTOB. Co3laHue OJIaHKOB JOKYMEHTOB B KOMIbIOTepe. M3roToBlIeHUE, KOMUPOBAHUE U
TUpaKUPOBaHUE JOKyMeHTOB. CpenctBa 00pabOTKH JOKYMEHTOB. JIOKYMEHTHI, TiepeaBacMbie
Mo KaHamam CBs3u (TelmerpamMma, TelieKc, ¢akcorpamma, Tenedonorpamma). Ilonsrue
«OPIrTCXHHUKA). OCHOBHBIC BHU/IbI OpFaHI/I?;aHI/IOHHOﬁ TCXHUKHU. HpaBI/ma TEXHUKHN 6€3OH3_CHOCTI/I
paboThI C OPITEXHUKOM.

Tema 3.4 DuekTpoHHOe NOKyMeHTHPOBaHue. IloHsITHE «3JICKTPOHHBIN JOKYMEHT.
[IpeumymiecTBa mnepepadyn AOKyMEHTa C KOMIIBIOTEpAa HAa KOMIBIOTEP.  YCTaHOBKAa Ha
KOMIIBIOTEPE CHEHAIbHO BBIAECIEHHON MaNKyu JUIsl MOCTYNAOUINX T0KyMEHTOB. [IpenmyiiectBa
anekTpoHHor mouTsl. Jloctyn k Internet. Cucrema perucrpanuu u koHTpoasa. Co3maHue
JNEeKTpOoHHOW ©Oa3bl JaHHbIX. lloMck pgokymeHTa. OKckypcuss B apxuB  MypMaHCKOIo
apKTHUYECKOI0 TOCYIapCTBEHHOI'O YHUBEPCUTETA.

6. TEPEYEHb  YYEBHO-METOJWYECKOIO OBECIEYEHHS,
HEOBXOJIAMOTO JUISI OCBOEHHWS TMCHUTIIIMHBI (MOIYJIST).

OcHoBHasi JiuTEeparypa:

1. ®enepanbubiii 3akoH o  22.10.2004 No 125-d3 «OO6 apxXxuBHOM jelie B
Poccuiickoit @enepanun» (pea. PenepanbHbix 3akoHOB 0T 04.12.2006 Ne 202-®3, or
01.12.2007 Ne 318-@3, ot 13.05.2008 Ne 68-D3, ot 08.05.2010 No 83-D3, ot 27.07.2010 Ne
227-D3)

2. Oenepanbubiii 3akoH  "OO6 wHboOpmaruu, wuHGOpPMATH3AUA U 3AIIUTE
uHpopmanuu". 3akon noanucat Ilpesunenrom Poccuiickoii eneparmu 20 despans 1995 roxa
N 24-03

3. 3akon Mypmanckoit obmactu ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM Jeie
B MypmaHCKO# 00acTh

4. ®enepanbublil 3akoH OT 27 utoiist 2006 r. N 152-D3 "O nepcoHaabHbIX JaHHBIX"

5. ®enepanbublii 3ak0H OT 2 Mast 2006 r. N 59-®3 "O nopsiake paccMOTpPEHUs.
oOpammenuii rpaxaan Poccuiickoit ®enepanuu" C U3MEHEHUSIMH U TOTIOTHEHUSIMH OT: 29 UIOHS,
27 urons 2010 ., 7 mas, 2 utons 2013 r., 24 nosi6ps 2014 1.

6. [IpaBuna nemonpousBoAcTBa B (peaepanbHBIX OpraHax MCIOJHUTEIBHON BIacTh
(yTBepaeHbI moctanoBiaeHueM [IpaBurenscTBa Poccuiickoit @eneparuu ot 15.06.2009 Ne 477
7. [lepeyeHb TUIOBBIX YIPABICHUECKUX APXMUBHBIX JOKYMEHTOB, 0Opa3yIOLIMXCS B

IIPOLIECCE NEATEIBHOCTH TOCYIAapPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABIICHUS WU
OpraHu3aluil, ¢ yKa3aHHEeM CPOKOB XpaHEHUs. Y TBEPKIEH MPUKa30M MUHHUCTEPCTBA KYJIBTYPbI
Poccuiickoit ®enepanuu ot 25 aBrycra 2010 r. Ne 558

JlonotHUTEILHAS JIUTEpPATypa:

1. [Tucemo Muno6Opa3Banus P® ot 20 nmekabps 2000 roma N 03-51/64 «O
MeToauyecknx peKOMEHIAIMsIX T0 paboTe ¢ JOKyMEHTaMH B 0011e00pa3oBaTeIbHBIX
YUPEKICHUAX»

2. Opranuzanust AeJIoNpou3BoAcTBa M JokyMeHTooOoporta JIOY [Tekcr]: meron.
pek. / JI. U. Jlykuna. - M. : Cdepa, 2009. - 128 c.
3. Comnory0, O.I1. [lenonpon3BOACTBO: COCTAaBICHHUE, PEAAKTUPOBAHUE U 00paboOTKa

nokymMeHToB: Ydeonoe mocodue / O.I1. Comnory6. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JAUCHUIIJINHBI
MOAYJIA)

B o0pasoBarenbHOM Ipoliecce UCTIONIb3YIOTCS:

— yueOHble ayAMTOpPUM JJs TPOBENEHUs  Yy4eOHbIX  3aHATUI, OCHALICHHbIE
000pyIOBaHWEM W TEXHUUYECKUMH CpelcTBaMu oOydeHus: yueOHas mebenb, [1K, obopynoBanue
JUTSL IEMOHCTPAIIMH MTPE3EHTAINH, HATJISTHBIC TOCOOUS;



— TMOMEIIEHHUs Ui  CaMOCTOSTENbHOH  paboThl  OOyYaromuXcsi, OCHAICHHBIC
KOMITHIOTEPHOHN TEXHUKOH C BO3MOKHOCTBIO TIOJKITFOUEHHS K ceTH «HTepHeT» n o0ecrieueHrneM
JIOCTYTIA B 3JIEKTPOHHYIO MH(OPMAIIMOHHO-00pa3oBaTenbHyto cpeny MAT'Y.

7.1 HEPEYEHDb JJUIEH3UOHHOI'O TIPOI'PAMMHOI'O OBECIIEYEHMU 1
JInieH3M0oHHOe MPOrpaMMHOe 00ecnedeHne 0Te4eCTBEHHOTO MPON3BOICTBA

Kaspersky Anti-Virus

JInneH3noHHOE MPOrpaMMHOe o6ecriedeHHe 3apy0e:KHOTr0 MPOU3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe MPOrpaMMHOe odecreuyeHne 0Te4eCTBEHHOT0 MPOU3BOACTBA
TZip

CB0001HO pacnpocTpaHsieMoe MPOrpaMMHOe odecreyeHne 3apy0e;KHOr0 MPON3BOICTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJIEKTPOHHO-BUBJINOTEYHBIE CUCTEMBbI:

OBC m3narenncTBa «Jlaapy https://e.lanbook.com/

ObC uznatensctBa «tOpaiit» https://biblio-online.ru/

OBC «YuuBepcurerckas Oubmmorexa oHmain» https://biblioclub.ru/

7.3 COBPEMEHHBIE TPO®ECCHUOHAJIBHBIE BA3bI JAHHBIX
1. Cyne6nble u HopMaTuBHbIe akThl PO http://sudact.ru/

2. Undopmannonno-anaymrudeckas cucrema SCIENCE INDEX

3. DnekTpoHHast 6a3a JaHHBIX Scopus

4. bassl qanubix komrnannn CLARIVATE ANALYTICS

7.4 THOOPMALUNOHHBIE CITPABOYHBIE CUCTEMbI

l. CripaBouHO-IIpaBOBast nH(popMaLOHHAas cucreMa KoHncynprant [Imroc
http://www.consultant.ru/

2. 00O «CoBpeMeHHbIE Meaua TEXHOJOTHMM B  OOpa30oBaHUM H  KYJBTYPE».
http://www.informio.ru/

8. UHBIE CBEJEHUS 1 MATEPUAJIBI HA YCMOTPEHUE BEJIYIIEN KA®E]IPHI
He npexgycmotpeno.

9. OBECIIEYEHHUE OBPA30BAHUA AJ1s JIMIL C OB3

Jns obecriedeHust 00pa30BaHUs UHBATUAOB U JIHI] C OTPAHUYEHHBIMH BO3MOXXHOCTSIMU 3/I0POBBS
peanu3anusi UCHMIUIMHBI MOKET OCYIIECTBIATHCS B aJalTHPOBAHHOM BHJIE, C YYETOM
cnenupuKd OCBOCHUS U JAUJAKTUYECKUX TpeOOBaHMM, HCXOAS U3 HWHAWBHUIYaIbHBIX
BO3MOXKHOCTEH U M0 TUYHOMY 3asIBIICHHUIO 00YyYaroIerocs.



