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1. HEJIb OCBOEHUA JUCHUIIJIMHBI (MOAYJIS) — dopmupoBaHne y o0ydaromuxcs
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 O00eCHeueHs] YIpaBICHUS M apXWBHOro Jena Ha Oase

HoBelmux [T-TexHomoruii, obecrneueHns TeKymero XpaHeHus JOKyMEHTOB.

2. TPEBOBAHUS K PE3YJIBTATAM OCBOEHUSA JUCHUIIVIMHBI (MOAY JIS1)

B pesynbrare

KOMIICTCHI U

OCBOCHHA  JUCHUIIIIMHBI

(MoJtyist)

dbopMupyrOTCS  CIEAYIONINE

VYK-4 CnocoGeH OCyIIeCTBIATh JEIOBYI0 KOMMYHHKALMIO B YCTHOM M THHCbMEHHON
dbopmax Ha rocygapcTBeHHOM si3bike Poccuiickoit denepariny 1 ”HOCTPAaHHOM(BIX) SI3BbIKE(axX);

VK-6. CnocoOGeH ympaBisiTh CBOMM BpEMEHEM,

BBICTpanBaTb W PCAJIM30BbIBATH

TPACKTOPHUIO CAMOPa3BUTHS HA OCHOBE MPUHIIUIIOB 00pa30BaHuUs B TEUEHUE BCEH )KU3HMU.

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

Komnerenuus NHauKkaTopbl KOMIETEHIUT PesyabTaThl 00y4eHHUs1
YK-4 Cniocoben 4.1. BnageeT cuctemMoil HOpM pyCcCKOTO 3HaTh: TEOPETUUECKHNE OCHOBBI
OCYHICCTBJIATDH JIMTCPATYPHOTI'O SA3bIKA IIPU €O neaarortuyecKkoro O6H.I€HI/I$I
JIETIOBYIO UCIIOJIb30BAaHNH B Ka4e€CTBE VYMmers: IIPOEKTUPOBATH
KOMMYHHKAIIHIO B | TOCYJapCTBEHHOTO si3blka PO 1 Hopmamu | 3¢ (eKkTuBHYIO
YCTHOU U MHOCTPAHHOTO(BIX) A3bIKA(OB), KOMMYHUKAIUIO c
IIACbMEHHOU UCTIOJIBb3YeT pa3InyHble (OPMBI, BUIBI Y4aCTHUKAMU
dbopmax Ha YCTHOM M MMCbMEHHOM KOMMYHHMKALUM. | IEAAroru4ecKkoro npouecca
rocyaapcTBeHHOM | 4.2. Micnonb3yeT S3bIKOBBIE Cpe/CcTBa Ui | Biagets: HaBbIkKamMu oTOOpa
s3pike Poccuiickoii | qoctmkenus mpodecCHOHANBHBIX 1enel | 3G (hEeKTUBHBIX dhopm
denepauyu u Ha PYCCKOM U MHOCTPaHHOM(BIX) KOMMYHUKaIINU c
MHOCTPAHHOM(BIX) | sI3bIKE(aX) B paMKaxX MEXJIMYHOCTHOTO U | YUaCTHUKAMHU
sI3bIKE(ax) MEXKYJIbTYPHOTO OOIICHHUS. MeJaroru4eckoro mpoiecca

4.3. Ocy1iecTBIsIeT KOMMYHUKALIMIO B
u(poBOH cpefie s TOCTHKEHUS
poeCCHOHAIBHBIX TIEJICH U

7 (HEKTUBHOTO B3aMMOJICHCTBUSI.

VK-6. Criocoben
yIpPaBIATh CBOUM
BPEMCHEM,
BBICTpaI/IBaTB nu
peaIn30BBIBATH
TPACKTOPHIO
caMOpa3BHUTHS Ha
OCHOBE
MIPHHIIAIIOB
o0Opa3oBaHUs B
TEUCHHE BCeH
KU3HU

6.1. OneHuBaeT TUYHOCTHBIC PECYPCHI 11O
JOCTHKEHMIO LIEJIEN CaMOpa3BUTHUSA U
yIpaBJIeHUS CBOUM BPEMEHEM Ha OCHOBE
MPUHIIMIIOB 00Pa30BaHMsI B TCUCHHE BCE
KU3HU.

6.2. Kputnuecku o1eHUBaeT

3 PEKTUBHOCTH MCTIOIB30BAHMS
BPEMEHHU U JPYTUX PECYPCOB MPHU
peanu3aiuy TpaeKTOPUU CaMOPa3BUTHSL.

3HaTh: HOpPMaTHBHBIE
JIOKYMEHTHI 110 YHU(PUKALUUA U
CTaHJapTH3allid B 0O0JacTH
JIOKYMEHTAIUH, JCUCTBYIOLTNE
Ha TEpPUTOPUU P®;
rOCYy/IapCTBEHHBIC CTaHIAPTHI
U 3aKOHOJATEJIbHBIE AKThI IO
JIOKYMEHTHUPOBAHUIO;

CUCTEMBbI JOKYMEHTAallUH,
TpeOOBaHUSI K COCTABICHUIO U
0(OPMIICHUIO TOKYMEHTOB;

TUIOBbIE  MHCTPYKLUU  TI0
JIeTIONIPOU3BOICTBY,
peraamMeHT paboTsl,

JIOJDKHOCTHBIC HHCTPYKIIHH;
OCHOBHBIE BHJIbI JIOKYMEHTOB,




perIaMeHTHPYIOIINX
00pa3oBaTeNbHYIO
JeSITeTbHOCTb;

OCHOBBI JIEJIONIPOM3BOJICTBA B
00pazoBaTeIbHOM
YUPEKIACHUU.

VYMeTh: paloHaIBHO U
3¢ (hEeKTUBHO OpPTaHW30BHIBATH
JIEITOTIPOU3BOICTBO B
o0Opa3oBaTeNnbHOI
OpraHu3aIuiy; COCTaBIISATh
y4e0HO-METOTNIECKUE "
HOPMAaTHUBHO-TIPABOBBIC
JIOKYMCHTHI,
perIaMeHTHPYIOIINE
JCSITeIbHOCTD
o0OpasoBatenbHON
OpraHu3aIu

Bnaners: METOJaMH,
cnocobamMu M CpeACTBaMU
MOJTy4eHUs, XpaHeHus,
nepepabdoTKy HHPOPMALUH,
OCHOBaMH KOMIBIOTEPHOM
rPaMOTHOCTH;

TEXHOJIOTHEHN OpraHu3aIuu
JIeIONPOU3BOJICTBA B
00pa3zoBaTeIbHOM
YUPEKICHUU.

3. YKABAHUE MECTA JUCHUIIJIMHBI (MOAYJsA) B CTPYKTYPE
OBPA3OBATEJIbHOM ITPOI'PAMMBI.

JucuummuHa  «J/[emonpou3BoACTBO H  JOKYMEHTOOOOpPOT B 00pa3oBareilbHOM
VUpEXKIACHUN» B CTPYKType OCHOBHOM mMpodecCHOHaTbHON 00pa30oBaTEIbHOM MPOTrPaMMBI
HanpasieHus: noarotoBku 44.03.05 Ilemarormueckoe oOpasoBanue (¢ IBYMsI HpOGUIIMU
MOATOTOBKH), HAMNPABJICHHOCTHh (Mpodrin) AHIIMACKANA s3bIK. Hemerkuii s3bIK  SBISETCS
(baKyIbTaTUBOM.

4. OBbEM UCHUIIJIMHBI (MOAVYJisl) B 3AYETHBIX EJUMHUIAX C
YKA3BAHUEM KOJIMYECTBA AKAJEMHUYECKUX HWJIN ACTPOHOMHYECKUX
YACOB, BBIIEJIEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIUXCA C
MPENIOJABATEJIEM (IO BHUJIAM YUYEBHBIX 3AHATUM) M HA
CAMOCTOATEJIBHYIO PABOTY OBYYAIOHIUXCHI.

OO6m1ast TpyI0€MKOCTh TUCIMIUIMHBI COCTABISIET | 3a4eTHYIO eIUHUIlY Wik 36 JacoB (U3
pacuera 1 3.e.= 36 yacoB).




= | 2 K S
D5 OHTaKTHas paboTa x é -
m | & o o =
o E = m S 8 Koma-Bo
o 0 [5) M s =
& — = JacoB
é 3 § E{% = § = % Koin-Bo = i ®opma
= & c s 2 =
< = 2| &=2 g §| = =| uacos 3 KOHTPOJIS
@) = : JIK I1P JIb 5 2| 4a CPC 2 | KOHTPO
o jaf < Q
| S ) o, e Jb
> E Q 5} =
&g = s 2
O =
3 5 1 36 4 10 - 14 - 22 - 3a4eT
Htoro 1 36 4 10 - 14 - 22 - 3a4UeT

B unTepakTUBHBIX (pOpMax Yackl UCHOIB3YIOTCS B BUAE KPYIJIOTO CTOJIA.

5. COAEPXKXAHHUE JUCHUIIJIMHBI (MOAYJIsA), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JAEJIAM) C VYKA3AHHUMEM OTBEJIEHHOI'O HA HHX
KO/INMYECTBA AKAJEMHUYECKHUX WJIN ACTPOHOMHMYECKHUX YACOB H
BHI0B YUEBHBIX 3AHSITUIA.

KonrakTHas )
=
abora o,
% 5}
= :S < <
No Haumenosanue JK | IIP | JIb | & S E E
l < o o
azJena, TeMbl S =
n/m pasjcna, = 213 S
Q m g ) T8
s | 522 |28
M
88| ZT2 | 29| & &
My | S5 [ MO |~ Z
1 | Paznen 1. Conepxanue, 3HaueHHE 2 - 2 10

JIEONIPON3BOICTBA. TeXHOIOTHSA
OpraHu3aliu JeJI0NPOr3BOICTBA B
00pa3oBaTeILHOM yYUPEKIACHIUN

2 | Pazgen 2. HopmatuBHO- 2 4 - 6 10
3aKoHoJaTenbHas 6a3a. OCHOBHBIE
BUJIBI IOKYMEHTOB U CHUCTEMBI
nokymeHtauu. Oco6eHHOCTH
TIO/ITOTOBKH ¥ O(OPMIICHHS
OTJIETIbHBIX BUJIOB IOKYMEHTOB

3 | Pazgen 3. ®opmupoBanue nen u - 6 - 6 2
OpraHu3alnusa XpaHeHUs
JOKYMEHTOB. DKCIIepTH3a
OCHHOCTHU JOKYMCHTOB.
Texauueckue cpeAcTBa,
UCIOJIb3YEMbIE B
JEJIONPOU3BOJICTBE. DIIEKTPOHHBIN
JIOKYMEHTOO0OPOT

3aueTt

UTOTIO: 4 | 10 | - 14 - 22




Conep:xanue TMCHUILIUHBI (MOTYJIs1)

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

Tema 1.1 OcHOBHBIE TEPMUHBI H TIOHATHE «1eJIONPOU3BOACTBO». UCTOPUS BO3SHMKHOBEHMS
U OCHOBHbBIE 3TaNbl PA3BUTHS AeJ10NPON3BoACTBA. CHCTEeMbI OPraHU3alHU
aejonpousBoacTBa. [loHsiTHE M NIPUMHIUIIBI OPTraHU3ALMHU JOKYMEHT0000pOTa

[MonsTHe «aenonpou3BoaCTBO». OCHOBHBIE LIEIH U 337a4d JIeIOMPOU3BoACTBa. HeoOxoammocTs
OpraHMU3aIy JeJIONPOU3BOACTBA B YUPEKACHUH. 3HaUCHHUE JEeIONPON3BOICTBA B IE€ATEILHOCTH
oOpa3oBaTenbHOro yupexaeHus. Cekperapb, I1eI0NpOU3BOIUTENb, JOKYMEHTOBE, KaHIEIPHSL.
Uctopuueckue stanbl pa3BuThs Aenonpous3Bojctsa B Poccun. CoBpeMEeHHOE rocyaapCTBEHHOE
PEryjinpoBaHuc ACJIOMMPOU3BOJACTBA. CucreMsl ACJIOMPOU3BOACTBA: HCHTpAJIN30BaAHHA,
NeleHTpanu3oBaHHas, cMmemanHas. CTpykrypa U 00BEM JoKyMeHTooOopoTa. (OCHOBHBIE
NPUHIUIBI OPraHU3aluN PA0OTHI C TOKYMEHTOIIOTOKAMH, KaK CO3/JaHUE ONTUMAJIbHBIX YCIOBUN
JUIsL BCEX BHUAOB paboThl ¢ JoKyMeHTamMu. OpraHu3alMOHHas CTPYKTypa IepcoHaia,
obecrneunBaromiero padboTy ¢ JTOKyMEHTaMH.

Tema 1.2 PexkBuU3UTHI J0KyMeHTOB. Perucrpanusi 1 maaexcanus 10kymMeHToB. CTpyKTypa 0a3
JaHHBIX JA0KyMeHTOB. Ilpuem, oOpabdorka m pacnpenejieHHe MNOCTYNAKIIMX JTOKYMEHTOB.
Opranuszanus 00padoTKH U NepeJayu OTIPABJIsAEMbIX J0KYMEHTOB.

[Tonstue pexkBuszuTa NOKyMmMeHTa. Bunel pekBuzutoB. IlpaBuna odopmiaeHUs PEeKBU3UTOB
TOKyMeHTOB.  @opmynsip-oOpaszen.  bmank mokymenta. Bunbl OmankoB. TpeOGoBaHus K
6nankam gokymeHToB. lllaGnonsl. MHaekcanus u peructpanus AOKyMeHTOB. Buasl u Gopmbl
perucTpauuy JOKYMEHTOB. TpeOoBaHHS K TEKCTaM CIIY)KEOHBIX JOKYMEHTOB: KPAaTKOCTh U TOYHOCTH
HU3JI0XKXCHUA I/IH(l)OpMaI_[I/II/I, HCKIIIOYCHUEC OBOJAKOI'O TOJIKOBAaHHA, 00BEKTUBHOCTL H AOCTOBCPHOCTDH
I/IH(l)OpMaLII/II/I, COCTAaBJICHUC IIPOCTBIX JOKYMCHTOB, CTPYKTYPHUPOBAHHUC TCKCTAa ANOKYMCHTA, HIMPOKOC
WCIIOJIB30BaHUE TpadapeTHBIX W THIOBBIX TEKCTOB IPH OIHMCAHWH ITOBTOPSIOIINXCS YIIPABICHUCCKUX
cuTyanuid. SI3bIK M CTHIIb CITY)KEOHBIX JOKYMEHTOB. JTambl OOpaOOTKH BXOMSIIUX JOKYMEHTOB.
[lepBuunas 00paboTKa BXOIANIMX JOKYMEHTOB. Permcrpupyembie W HEPErHCTPUPYEMbIC
nokyMeHThl. [IpenBapuTenbHOE pacCMOTpPEHHE JOKYMEHTOB JJIsi HAMpPaBICHUS HCIIOTHUTENSIM.
Pesoumonus.

[Topsimok  MOArOTOBKM  HCXOASIIMX JOKyMeHTOB. (CocTaBieHHE TMPOEKTa JOKYMEHTa,
COIJIaCOBaHUE, TMOJMNMUcaHue (yTBep:kIeHHe), THpaxkupoBaHue. CrnocoObl U METOMbI OTHPaBKH
UCXOSAIIMX JOKyMeHTOB. OOmiasi XapakTepucTUKa ciykeOHOW mnepenucku. Pa3sHoBHIHOCTH
CIIy’)KEOHBIX THCEM (CONPOBOAMTENBHOE MUCHMO, MUCHMO-TPOCHOA, MUCHMO-3AMPOC, MHCHMO-
OTBET, MHUCbMO-COOOIIEHHE, HHPOPMAIMOHHOE MHCHMO, TapaHTUHHOE MHUCHBMO, MHUCHBMO-
IpUIjIaleHue 1 T.1.).

Tema 1.3 Ilopsitok Npoxo:KaeHHsi BHYTPEHHHUX JOKYMeHTOB. OpraHusanusi KOHTPOJIA 3a
HCIIOJITHEHHEM T0KYMeHTOB. Pabora ucnosHuTesei ¢ 1okymeHTaMu. Opranuzanusi oMcKoBOil
CHCTEMBbI 10 JOKYMEeHTaM.

BHyTpenHue noKkyMeHTh 00pa3oBaTeNbHON OpraHu3anuy (3asBICHUS, CIIy)KEOHbIE 3alUCKH,
JIOKJIa/IHbIe, OOBSCHUTEIbHBIC, CIIPaBKU, CBOJIKM, OTU4eTHl U 1p.). Iloxroroska, odopmienue,
peructpanus. [IpaBuiaa MOCTaHOBKM TOKYMEHTOB Ha KOHTPOJIb. llOpsioK CHATHS JOKYMEHTOB C
KOHTpoid. OT4er MO MCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOIHEHUE
JOKYMEHTOB COTPYAHMKAaMHU B COOTBETCTBUUM C UX JOJDKHOCTHBIMH OOS3aHHOCTSIMH U
pe3oJonrel  pyKOBOAMTEIIA. OTBETCTBEHHOCTh 32  HecoONoaeHue  TpeOoBaHMI
UCIIOJTHUTENIbCKOW ~ JAMCHUMIUIMHBI, 32  HEMpPaBUJIbHOE  HCIOJIb30BaHHWE  JACWCTBYIOIIMX
HOPMATHBHBIX JOKYMEHTOB B IOATOTOBKE, O(OPMIIEHUH M HCIOJHEHUU JOKYMEHTOB B CPOK.
[TouckoBast cucreMa JOKYMEHTOB - KapTOTEKH U KJIACCU(PUKALMOHHBIE CIPAaBOYHUKHU. Buibl
KapToTeK. Bupl kiaccu(puKalmoOHHBIX CIIPABOYHUKOB.



Tema 1.4 Cnoco0bl W MeTOABI JOCTABKH JOKYMeHTOB. O0pa0oTka KOH(pHICHIHAIbHBIX
JAOKYMEHTOB H JIOKYMEHTOB JUI CIY)KeOHOI0 I0Jb30BAaHHUS. OJKCKypcusi B  OTAe]
AeJIoNpon3BoacTBa MypMaHCKOro apKTH4YeCKOro rocy1apcTBeHHOr0 YHUBepCuTeTA.
Opranmzaiys MoYTOBOM, KYphEepPCKOM M AKCIPECC-IOCTaBKUA JOKYMEHTOB. [IOHATHS: «II€HHOCTh W
0€30MacHOCTh MH(POPMALUU», «KOH(PUICHIUATBHOCTb», «yrpo3a KOH(UICHIHUATBHOCTH»,
«3ammTa uH(popManuu». be3omnacHOCTh IEHHBIX WHGOPMALMOHHBIX pecypcoB. lleHHas
uHpopManus U KOHQHICHIIMATIbHBIE JOKYMEHThI. PernaMenTanus coctaBa KOH(GHISHIIMATBHBIX
cBeieHUl U 1okyMeHTOB. Ilopsmok paboTel ¢ KOHQUACHUMAIBHBIMU JIOKYyMEHTAMU H
marepuanamu. KonpuaenuanbHast nHGOpMAIHs U CBEACHUS B ACATEIBHOCTH 00pa30BaTeIbHON
OpraHu3aluy.

Pa3nen 2. HopmaTuBHO-3aKk0oHOAaTe/IbHAsA 6a3a. OCHOBHbIE BUIbI JOKYMEHTOB H
cucTeMbl JOKYMeHTAluH. OCO0eHHOCTH MOATOTOBKH M 0()OPMJICHUS OTAEJIbHBIX
BH/IOB /IOKYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOIATEJIbHbIE © HOPMATHBHO-METOIMYecKHe JOKYMEHTHI 110
AejonpousBoacTBy. HopmaTuBHO-3aK0HOAaTEIbHBIC H HOPMATHBHO-METOAHYECKHE
AOKYMEHTHI 10 AapXHUBHOMY J1eJy.

3akoHonaTenbHbIe akThl Poccuiickoit @eneparun 1 MypMaHCKoit 0671acTH, perilaMeHTUPYIOIIHe
JIEJIONPOU3BOJICTBO U apXMBHOE JIe0. ['ocyjapcTBeHHbIE CTaHAApThl U YHU(UKaAIUsI B 00JacTu
JIEJIONPOU3BOJCTBA U APXUBHOIO Jena. MHCTpyKIus Mo [eiaonpous3BoACTBY MuHHCTEpCTBa
obOpasoBanus u Hayku Poccuiickoii @enepanuu. Meroaudeckue peKOMEHIAIMU 10 pa3paboTke
HOMEHKJIATYphl M HMHCTPYKIMH IO JEJIONMPOU3BOACTBY B 00pa30BATEIbHOM YUPEKICHHUH.
TunoBble mepeyHu ¢ yKa3aHUEM CpPOKOB XpaHEHMsI NOKyMeHTOB. [IpaBuna paboOThl apXHUBOB
OpraHu3aLuil.

Tema 2.2 Knaccnpuxanus gokymenros. IOpuandeckas cuna goxkymenra. Haznadyenue n
COCTaB  OPraHU3allMOHHO-TIPAaBOBOH  NokymMeHTanuu. Ha3nayenme wu  cocras
OPraHM3alOHHO-PACTIOPAINTENbHOM JoKyMeHTanuu. Ha3HauyeHue M coCTaB CIPaBO4YHO-
HH(OPMAMOHHOM TOKYMEHTAMH.

Knaccudukanus 1OKyMEHTOB, €€ OCHOBHBIE NMPHU3HAKU. ['pyNIbl JOKYMEHTOB - JIOKYMEHTHI 110
o0mMM ¥ aJMUHHCTPaTHUBHBIM BOIIpOcaM, T.€. IO BONpocaM OOILEro pyKOBOJCTBA
npeanpusaITuCM U €ro JACATCIIbHOCTBIO, - AOKYMCHTBIL 1o q)YHKI_[I/ISIM YIIpaBJICHUA.
Knaccudukanus ciayxkeOHbIX JTOKYMEHTOB: IO aJMHUHHCTPATUBHBIM BOIIpOCaM; MO BOIpOCaM
MaTCpUAIIbHO-TCXHUYCCKOTO CHa6)K€HI/I$I; AOKYMCHTAlMA TIO IJIAaHUPOBAHUIO; IO OHepaTHBHOﬁ
NEeSTENIbHOCTH; IO OyXralTepcKoMy YyueTy; IO TOJArOTOBKE M PAacCTaHOBKE KaApoOB M T.1.
Knaccudukanus no HaMMEHOBAHMIO: TPHKa3bl, PACHOPSDKEHUS, IJIAaHBI M OTYETHI, AaKTBHI,
IPOTOKOJIbI, TOTOBOPHI, YCTaBbl, HHCTPYKILUHU, JOBEPEHHOCTH U T.A. Kiaccudukanus no mecty
COCTaBJICHUS, 1O CTENEHH YHH(PHUKAIMK, TO MPOUCXOXKIACHUIO, MO BUAY OG(OpMIIEHHS, MO
crioco0y ¢dukcanuu HWHPOPMALMK, TIO CTENEHH CJIOKHOCTH, IO CTENEHW TJIaCHOCTH, IO
IOpUJIMYECKOM CHJIe, 10 CpPOKAM HCIIOJIHEHHS, [0 CpOKaM XpPaHEHWs, [0 CTElEHU
0053aTeNbHOCTH.

Cucrema OpFaHHBaHHOHHO-HpaBOBOﬁ JOKYMCHTAaIlH (yCTaB YUpPCKACHUA, ITOJIOKCHUA, IITATHOC
pacnucaHue, JOHKHOCTHBIE HWHCTpyKIUHK). CucrteMa oOpraHuM3aldOHHO-PACIOPSIUTEIbHON
JIOKyMeHTaluu (ykas, IpuKa3, BBIIKCKA U3 MpPUKa3a, pacropsbkeHue, nocraHoninenue). Cucrema
CIPaBOYHO-UH(GOPMALIMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asBJICHHUE, NOKIaIHas 3alucKa,
peJIoKEHNE, TMPEICTaBICHUEe, CIIy)KeOHasi 3amucka, oOBsicHUTenbHas). CxeMa MOJArOTOBKH
pacnopsSAUTENbHBIX JOKYMEHTOB. [lopsiiok CHATHS 1 BbIIaYX KOMUIM C TOKyMEHTOB.

Tema 2.3 JlokajibHble HOPpMaTUBHBbIE aKThI. CocTaB M padoTa ¢ KaAPOBOIi T0KYMeHTalHel.
[lonoxenus, mnpaBuiaa, HMHCTPYKUUHU (IpaBWiIa BHYTPEHHErO TPYAOBOIO paclopsika,
UHCTPYKIMHU O TOPSIIKE OCYIIECTBICHUS KaKON-THO0 AesITeNbHOCTH WU MOPSAKE IPUMEHEHUs



MOJIOKEHUN 3aKOHOAATCJIbHBIX W HWHBIX HOPMATHBHBIX A4KTOB, IIOJIOXKCHUSA O CTPYKTYPHBIX
MoJIpa3iesieHusX, KOJUIEKTUBHBIN 1oroBop u Ap.). [lopsnok odopmiaeHUs U MOAMUCAHUS THX
JAOKYMCHTOB IJId MPUMCHCHHS KaK CaMOCTOATCIIBHBIX ITPABOBBIX AKTOB. Ilonsatue u CTPYKTYypa
NEepCOHANBHBIX AaHHbIX. O0s3aTeNbHbIE KaIpOBbIE TOKYMEHTHI 00pa30BaTeIbHON OpraHU3alli,
WX BUBI, COCTaB, HOPMATHUBHBIC TPEOOBAaHMS K BEACHHUIO KaJPOBOM JOKYMEHTALMH (IIPUKA3bl U
pacmopsbKeHHsT 10 JIMYHOMY COCTaBy, 3asBJIEHHWE, TPYAOBOH JOTOBOp, JOJKHOCTHAS
WHCTPYKIUS, TPYAOBas KHUXKKA, JIMYHAs KapTOuykKa, JMYHOE J1eJo). J[BUKeHue U XpaHEeHUe
KaJpoBO AokymeHTanuu. JKypHanbl W KHUTKM YydeTa. VICHoOJIHEHWE COLMaTbHO-TIPABOBBIX
3a1poCoB.

Pa3nen 3. ®opmupoBaHue 1eJ1 1 OPraHU3alUs XPaHEHUsI JOKYMEHTOB. JKCIepTH3a
LHEHHOCTH JOKYMeHTOB. TexHn4yeckue cpeacTrsa, HCIOJb3yeMble B
AeJIONPOU3BOACTBE. DJICKTPOHHBIN J0KYMEHTO000pOT

Tema 3.1 IlpaBuia cocTaBjeHHsI HOMEHKJATYPbI JeJ yupexaeHus. DopmupoBaHue W
opopwiienne nej. OpraHusanusi ONEPATHUBHOIO XpPaHeHUs [OKyMeHTOB. PopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM yYpeKICHHH.

[lonsTne o «aemne». Homenknarypa pen. CocraBineHre HOMEHKIATYypbl Jell B
00pa30BaTENILHOM YUPEKICHHUH. ®opMuUpOBaHUE [EIN. IIpu3Haku 3aBeneHus nei:
HOMUHAJIBHBIN, TMPEIMETHO-BOIPOCHBIM, aBTOPCKUM, KOPPECIIOHIEHTCKHM, reorpaduyuecKuii,
xpoHonorndyeckuii. Buapl apxusoB. TpeboBanus k apxuBam. [lopsaok nepenaun JOKYMEHTOB Ha
apxuBHOe xpaHeHue. Cucremaruszaius JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIpaBOYHBIM
annaparoM (UCTOpUYECKas CIpaBKa, OMNMCH J€Jd IOCTOSHHOTO M BpPEMEHHOIO XpPaHEHUs
JIOKYMEHTOB, KHUTH y4e€Ta U ABUKECHUS JE).

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

Oco0eHHOCTH XpaHEHUs e MOCTOSHHOTO, BpeMeHHOro (cBbimie 10 jeT) u nen mo JUYHOMY
cocraBy. llopsmox mnepemaunm gnen B I'ocynmapcrBeHHble apxuBbl. Co3naHME SKCIIEPTHOU
KoMuccHHM yupexjaeHus. [IpoBeneHue »sKcmepTU3bl LEHHOCTH JOKYMeHTOB. OdopmieHue
MPOTOKOJIOB 3acelaHUii KOMUCCHUU U aKTOB Ha yHUUTOKeHue jaein. [Ipomeaypa yHUUTOXKEHUS
JIOKYMEHTOB.

Tema 3.3 MHcnoan3oBanue IIK B genonmpousBoacrBe. CpeacrBa KONMUPOBAHUST U
onepaTuBHOro pasmMHoxkenusi. [llpuem n 00paGoTKa JOKYMEHTOB, MOCTYNAKIIUX 10 KAHAJIAM
3JIEKTPOHHOM MOYTHI M hakcuMUIIbHOM cBsi3u. IIpaBuiia 6e30macHoil padoThI ¢ OPITEXHUKOM.
KOMHBIOTepHBIC cpeactBa IMOATOTOBKH  OOKYMCHTOB. Hcnonb3oBanue I_HaG.HOHOB JJIA
dbopMUpOBaHUS JIOKYMEHTOB Ha KoMIblotepe. lcmonp3oBaHMe B KOMIBIOTEpe OJAHKOB
nokyMmeHTOB. Co3nanue OJIaHKOB JOKYMEHTOB B KOMIbIOTEpe. M3roToBlIeHHE, KOMMUPOBAHUE U
THPAXUPOBaHUE TOKyMEHTOB. CpencTBa 0OpabOTKH JOKYMEHTOB. JIOKYMEHTHI, TIEpe1aBacMbIe
M0 KaHajaM CBS3HM (TejaerpamMma, Telekc, ¢akcorpamma, TenedoHorpamma). Ilonsrue
«oprrexHuka». OCHOBHBIE BUJIbI OPTaHU3AIMOHHON TeXHUKHU. [IpaBuia TeXHUKH 0€30MacHOCTH
paboTHI C OPTTEXHUKOM.

Tema 3.4 DnekTpoHHOe NOKyMeHTHpPOBaHuUe. [loHsITHE «3JIEKTPOHHBIN JOKYMEHT».
[IpenmymiecTBa mepenadud JOKYMEHTa € KOMIIBIOTEpAa Ha KOMIBIOTEp.  YCTaHOBKA Ha
KOMIIBIOTEPE CHEIUAIIBHO BBIACIEHHOW NaNKU s IOCTYNAIMX J0KyMeHTOB. [IpenMyiectsa
aneKkTpoHHOM mouThl. Jloctynm k Internet. Cuctema peructpauun u KoHTpousisi. Co3maHue
ANIEKTPOHHOM 0a3bl naHHbIX. [lomck mgokymeHTa. ODKCKypcus B apXuB MypMaHCKOTO
apPKTUYECKOI0 TOCYy1apCTBEHHOTO YHUBEPCUTETA.



6. HHEPEYEHDb YYEBHO-METOAUYECKOI'O OBECIIEYEHMNS,
HEOBXOJIUMOI'O JJIsA OCBOEHUA AUCHUIIJIMHBI (MOAY JISI).

OcHoBHas1 JiuTEeparypa:

1. Oenepanbhbiii 3akoH oT 22.10.2004 Ne 125-®@3 «O06 apxuBHOM Jiele B
Poccuiickoit ®enepanuun» (pen. denepanbHbix 3akoHOB oT 04.12.2006 Ne 202-®3, ot
01.12.2007 Ne 318-®3, ot 13.05.2008 Ne 68-D3, ot 08.05.2010 Ne 83-D3, ot 27.07.2010 Ne
227-D3)

2. @enepanbubiii  3akoH  "OO0  wuHpopmanuu, uWHQOpPMATH3AMM M 3aLIUTE
nHpopmanuu". 3akon nmoganucan [IpesuaentTom Poccutickoit @enepanun 20 gespans 1995 rona
N 24-®3

3. 3akon Mypmanckoit o6actu ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM fieie
B MypMaHCKoif obmacTu»

4. ®denepanbubiit 3ak0H oT 27 utonsg 2006 T. N 152-03 "O nepcoHaabHbBIX TaHHBIX

5. ®enepanbHbiil 3akoH 0T 2 Masg 2006 r. N 59-@3 "O nopsake pacCMOTpPEHMs
obpamenuii rpaxaan Poccuiickoit @enepanuu’ C M3MEHEHUSIMU U TOTIOTHEHUSMH OT: 29 WIOHS,
27 wrons 2010 ., 7 mas, 2 urons 2013 r., 24 HosOps 2014 T.

6. [TpaBuna penonpousBoAcTBa B (heAepalibHBIX OpraHax HMCHOJHUTENbHOM BIacTH
(yrBepkaeHsl nocraHoBineHueM IIpaBurensctBa Poccuiickoin @enepanun ot 15.06.2009 Ne 477
7. [lepedyeHb TUMOBBIX YIPABIEHYECKMX apXUBHBIX JOKYMEHTOB, 00pa3yroOIIUXCs B

MPOIIECCEe NIEATETHHOCTH TOCYIAPCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CaMOYIPABICHUS U
OpraHu3alyii, ¢ yKka3aHueM CPOKOB XpaHEHHUs. YTBEp:KJIeH MprukazoM MHUHHCTEPCTBA KYIbTYPhI
Poccuiickoit @denepanun ot 25 asrycra 2010 r. Ne 558

JlonoHUTeILHAS JUTEpaTypa:

1. [Mucemo MunobpaszBanuss P® ot 20 nmekabps 2000 roma N 03-51/64 «O
MeTroauueckux peKOMEHJANMsIX T0 pabdoTe ¢ JOKYMEHTaMH B 00I1e00pa3oBaTeIbHBIX
YUPEKICHUIK»

2. Opranu3zanusi JIeJIONpPOU3BOJICTBA B JoKyMeHToobopora JIOY [Tekcr]: meros.
pek. / JI. W. Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Comnory6, O.I1. Jlenonpou3BOJACTBO: COCTABICHHE, PEAAKTHPOBAHUE U 00paboTKa
nokyMeHToB: Yuebnoe nocodue / O.I1. Comnory6. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JAUCHUIIJINHbI
(MoAayJisl)

B o0pa3oBaTenbHOM Ipoliecce UCIOIb3YHOTCS:

— y4yeOHble ayAUTOPUM s  TPOBENEHUS  y4eOHBIX  3aHATHH, OCHAICHHBIC
000pyIOBaHUEM U TEXHUYECKMMHU CpelcTBaMH oOy4yeHus: yueOHas mebens, [1K, obopynoBanue
JUI AEMOHCTPALMU NPE3EeHTALNH, HarJIAHbIE T0COOHUS;

— TMOMEUICHHs I CaMOCTOATENbHOH  paboThl  OOydaloOUIMXCS, OCHAICHHBIC
KOMITBIOTEPHOM TEXHUKON C BO3MOKHOCTBIO TIOJKITIOUEHUS K ceTH «HTepHeT» n o0ecnieueHrneM
JIOCTYTIa B 3JICKTPOHHYIO MH(OPMAIIMOHHO-00pa3oBarenbHylo cpeny MATY.

7.1 HEPEYEHD JIUIIEH3UOHHOI'O IPOT'PAMMHOI'O OBECIIEYEHMU S
JInueH3uoHHoe MporpaMMHoe o0ecreuyeHne 0Te4YeCTBEHHOr0 MPOU3BOICTBA

Kaspersky Anti-Virus

JInueH3MOoHHOE MPOorpaMMHoe o0ecredyeHue 3apy0e:KHOro Mpou3BoACTBA

MS Office

Windows 7 Professional

Windows 10

CB000/1HO pacnpocTpaHsieMoe NPOrpaMMHOe o0ecrieyeHne 0Te4eCTBEHHOT0 MPOU3BO/ICTBA
7Zip



CB0001HO pacnpocTpaHsieMoe MPOrpaMMHoOe odecriedeHne 3apy0eKHOro NpPon3BoACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJJEKTPOHHO-BUBJIUOTEYHBIE CUCTEMBbI:

OBC m3narenbcTBa «Jlanb» https://e.lanbook.com/

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

ObC «YHuBepcuterckas 6ubnuoreka onnaitH» https://biblioclub.ru/

7.3 COBPEMEHHBIE ITPO®ECCHUOHAJIBHBIE BA3bI TAHHBIX
1. CyneGHubie 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 UHO®OPMAIMOHHBIE CITPABOYHBIE CUCTEMBbI

1. CrnpaBouHO-TIIpaBOBast UH(POPMALIMOHHAS cucremMa KoHcynpTanT [Tmroc
http://www.consultant.ru/

2. 000 «CoBpeMeHHBIE MeAWAa TEXHOJIOTMHM B  OOpa3oBaHUU UM KYJIbType».
http://www.informio.ru/

8. UHBIE CBEJIEHUS U MATEPUAJIBI HA YCMOTPEHUE BEQYIIENA KA®EJIPBI
He npeagycmorpeno.

9. OBECIIEYEHHE OBPA3OBAHMUA IJIs1 JIUI C OB3

Jlnst oGecrieueHnst 00pa30BaHUs MHBAIHMJIOB U JIUI] C OTPAHUYCHHBIMH BO3MOKHOCTSIMH 3/I0POBbSI
peanu3anus JUCLUMIUIMHBI MOET OCYIIECTBIATHCS B aJalTUPOBAHHOM BHJIE, C YYETOM
cieniUKA OCBOCHHS W JTUJAKTHUYECKMX TpeOOBaHWM, WCXONS W3 HHIUBHAYATbHBIX
BO3MOXKHOCTEH U M0 TMYHOMY 3asIBIICHUIO 00YJarOIIerocs.



