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IMosicuuTeILHAS 3aIMCKA

O0beM TUCHUIUTHHBL 3 3.€.
1. Pe3yabTarbl 00y4eHusi IO AUCHHUILVIMHE (MOAYJIIO), COOTHECEHHBIE C MHIMKATOPaMU
JTOCTHDKCHHST KOMITETEHIIUM, YCTAaHOBJIICHHBIMA 00pa30BaTeIbHON MTPOTrpaMMOit

Komnerennus HNupukaropnl Pe3ysbTaThl 00y4eHust
KOMIIeTeHI U
YK-1 Cnocoben VK-1.1. Amnanuzupyer | 3HaTh: HOPMaTWUBHBIE JOKYMEHTHI MO YHUDHKAMH U

OCYLIECTBIISITh
KPUTHYCCKHIA aHATTU3
pOOJIEMHBIX
CUTyalluil HA OCHOBE
CHCTEMHOT'0 TIOAX0/1a,
BEIpa0aThIBATh
CTpaTeruio ACCTBUN

NpOOJIEMHYIO CUTYAIUIO KaK
CUCTEMY, BBISIBIISIS ee
COCTaBISIIOLINE ¥  CBS3U
MEXy HAUMH.

VYK-1.2. Onpenenser
npobesnbl B WHGOpPMAIIUH,
HEOOXOUMOM IS PeIeHUs
MpoOJIeMHON CHUTYyaIuu, |
MNPOCKTHPYET MPOLECChl MO
UX YCTPaHEHHIO.

VK-1.3. Kpuruuecku
OLICHUBAET Ha/IeXKHOCTb
UCTOYHHMKOB MH(popManu,

paboTaer ¢ MPOTUBOPEUHBOI
uHpOpManueil W3 PpasHBIX
HCTOYHHKOB.

VK-1.4. PaszpabateiBact u

COJIepIKATEbHO
apryMEeHTHPYET CTpaTeruio
penIeHus pOoOIIeMHON
CHUTYaIlN Ha OCHOBE
CUCTEMHOT'0 u
MEKTUCIUTUTHHAPHBIX
MOJIXOJIOB.

VK-1.5. Ucnons3yet
JIOTHKO-METOIOJIOTHYCCKU
UHCTPYMEHTAPHH 1151
KPUTUYECKOU OLEHKH
COBPEMEHHBIX KOHICTIINH
(dunocodckoro u
COLMAJIFHOTO XapaKTepa B
CBOECH MpeaMeTHOH 00macTy.

CTaH/apTU3ALNU B obnactn JIOKYMEHTaluH,
neifctByromue Ha Teppuropuun P®d; rocynapcTBeHHBIE
CTaHAAPTHI u 3aKOHO/IaTEJIbHBIC AKTBI o
JIOKYMEHTHPOBAHUIO;

CHUCTEMbI JOKyMEHTAI[MH, TPEOOBAaHMS K COCTABICHHIO U
0(OPMIICHHIO TOKYMEHTOB;

TUIOBBIE MHCTPYKLHUH IO JEJIONPOU3BOACTBY, PEriaMeHT
paboThl, JOIHKHOCTHBIE HHCTPYKIINH;
OCHOBHBIE  BHbBI  JJOKYMEHTOB,
00pa3oBaTeNbHYIO JeITeIbHOCTD;
OCHOBBI  JICNIONIPOM3BOJICTBA B
YUPEIKICHUHU.

peTIaMEHTHPYFOTIX

00pa3oBaTeIbHOM

YMeTh: panuoHanbHO U 3()(HEKTUBHO OpPraHU30BHIBATH
JIEJIOTIPOU3BOJCTBO B 00pa30BaTEIbHON OpraHU3AINM;
COCTaBJIATh  y4eOHO-METOAMYCCKHE UM  HOPMATHBHO-
IIPaBOBBIC JIOKYMEHTBI, periiaMeHTUpYyIoLe
JIeSITETTFHOCTH 00pa30BaTeIbHONM OpTaHU3aINH

VK-5. Cnocoben
AHAJM3UPOBATH U
YUYUTHIBATH
pa3HooOpasue KyabTyp
B TpoIiecce
MEKKYIBTYPHOTO
B3aUMOJIEUCTBHS

VK-5.1. Ananusupyer
Ba)KHEHIIIHE
HJCOJIOTHUYECKHE U
LIEHHOCTHEIE CUCTEMEI,
c(hOopMHUPOBABIIUECS B XOJIC
HUCTOPUYECKOTO PA3BUTHS,
000CHOBBIBAET
aKTyaJIbHOCTh HX
WCTIONb30BaHUs TIPH
COLIMAJIBHOM U
npodeccnoHaTLHOM
B3aNMOJIEWCTBUU.

VYK-5.2. BeictpauBaet
COILIMATLHOE
npoQeCCHOHATBHOE
B3aUMOJICHCTBHE C YICTOM
0CcOOCHHOCTEN OCHOBHBIX
(hopM HayyHOTO U

Bnamers: Meromamm, cmocobamMM M CpPEICTBAMU
MOJIYICHUS, XpaHEeHHs, TepepaboTKu  HMHGOPMAIIHH,
OCHOBaMHM KOMIIBIOTEPHOMW  TI'PAMOTHOCTH; TE€XHOJIOTHEH
OpraHM3aIlliy JIEIONPON3BOACTBA B 00pa30BaTEIFHOM
YUPESKICHAN.




[IK-2 Cnocob6en
POBOJUTH U
OpraHU30BHIBATH
Hay4YHO-
UCCIIEIOBATEIbCKYIO
NI TEILHOCTH B cepe
obpazoBaHUs 1
UCIIOJIb30BaTh €
pe3yJbTaThl B
yIpaBICHUU
MPOEKTHPOBAHHEM,
JKCIEPTHU3E
00pa30BaTENbHBIX
CHCTEM

[IK-4 Cnoco6en
B3aHMOJCICTBOBATH C
OpraHaMu BJIaCTH,
BBITIOJTHSIOIIUMH
(YHKIMH yUpeTuTes,
3aMHTEPECOBaHHBIMU
JULAMH U
OpraHM3alisIMH, B TOM
YHCIIe C COLHATIbHBIMU
napTHepamMu
OpraHu3aluy,
OCYUIECTBIISIOIEH
00pa3oBaTeIbHYIO
JeATEIbHOCTD, 10
BOIPOCaM
(OYHKIIMOHUPOBAHUS U

PEIIUTHO3HOTO CO3HAHUS,
JIeTIOBOM ¥ OOILEH KyJIbTypBI
NpeJCTaBUTEINCH IPyrux
9THOCOB U KOH(peccHi,
Pa3IMYHBIX COLMATBHBIX
TPYIIIL

YK-5.3. ObecnieunBaet
CO3/1aHHE TOJHUKYIbTYPHOU
cpezbl B3aUMOJICHCTBUS B
KOJJIEKTHBE TIpU
BBITTOJTHEHAH
nmpodeccnoHaTbHBIX 3a1ad.

TIK-2.1. 3naet TeopeTHKO-
METOO0JIOTHYECKHE OCHOBEI
OpraHU3aIIH
HCCIIeIOBATEIbCKOM
JIEATEILHOCTU B
o0pa3oBaHuM, a TAKKE
HCIIOJI30BAHUS €€
PE3YJIBTATOB B YIIPABICHUU
MIPOSKTUPOBAHHEM,
JKCIIEPTHU3E
00pa30BaTEIBHBIX CUCTEM
TIK-2.2. YMmeer
TUIAHUPOBATH U
OCYILIECTBIIATh
HCCIICI0OBATEIBCKYIO
JIEATEILHOCTE B
00pa3oBaHUM, UCITOJIH30BATh
ee pe3yabTaThl B
yIpaBlIeHUH
MPOCKTUPOBAHKEM,
JKCIIEPTH3E
00pa3oBaTEIBbHBIX CUCTEM.
T1IK-2.3. Bnageet
METOI0JIOTACH HAayYHO-
HCCIIeI0OBATEIbCKOM
JIEATEILHOCTU B
00pa3oBaHNH,
HCIIOJIb30BAHUEM €€
PE3YJIBTATOB B YIIPABICHUU
MPOCKTUPOBAHKEM,
JKCIIEPTHU3E
00pa3oBaTENbHBIX CUCTEM

[IK-4.1. leMmoHCTpUPYET
3HaHHUE 3aKOHOAATEIHCTBA
Poccuiickoit @enepanuu u
cyobekta Poccuiickoit
denepanun, HOpMaTUBHO
MPaBOBBIX AKTOB,
JIOKaJIHHBIX HOPMATUBHBIX
aKTOB B YaCTH,
periaMeHTUpYIoIeH
JeSITeBHOCTD 0 BOTIPOCaM
pa3BUTHSA
00pa3oBaHMs,B3aUMOICHCTB
Ysl C3aMHTEPECOBAHHBIMH
JIMIIAMU ¥ OPTaHU3AIUSIMH, B
TOM YHCJIE C COLUATbHBIMU
napTHEpaMH OpraHU3aluy,
OCYHIIECTBJISIOIIEH




pasBUTHS 00pa3oBaTeIbHYIO
OpraHu3aIu JIeSATEIILHOCTb.

IIK-4.2 Ymeer
B3aUMO/IEHCTBOBATH C
OpraHaMu BJIaCTH,
BBITIOJTHSAOIIUMHE (HYHKIHU
yUpeAnuTEs,
3aMHTEPECOBaHHBIMU
JIMLAMH ¥ OPTaHU3aLUsIMH, B
TOM YHCIIE C COLUATBHBIMU
napTHEpaMH OpraHu3alHy,
OCYIIECTBIISIIOLIEH
00pa3oBaTeIbHYIO
JIeSATEIILHOCTb.

I1K-4.3. Bnageet
CHOCOOHOCTBIO
B3aUMO/IEHCTBOBATH C
OpraHaMu BIaCTH,
BBITIOJHSOMIUMHE (HYHKIHN
yUpeANuTES,
3aMHTEPECOBaHHBIMU
JIMLAMH ¥ OPTaHU3aLUsIMH, B
TOM YHCIIE C COLUATBHBIMU
napTHEpaMH OpPraHU3alvH,
OCYUIECTBIISIOIEH
00pa3oBaTeIbHYIO
JIeSATEIILHOCTD, 110 BOTIPOCAM
(YHKIIHOHUPOBAHUS U
Pa3BUTHS OpraHU3aINH.

2. Coaep:xxaHue TUCHHMILINHBI (MOTYJIs1)

Pa3nen 1. Conep:xkanue, 3HaueHue Jae10npou3BoacTBa. TexHosorus
OpPraHM3alyH 1eJIONPOU3BO/CTBAa B 00pa30BaTEIbHOM YUpeKIeHUU

Tema 1.1 OcHOBHBIE TEPMHMHBI U NOHATHE «1eJONPOU3BOACTBO». IcTOpPHSI BOSHMKHOBEHHS
U OCHOBHBIC 3Tallbl PAa3BUTHUSA J1€JT0IIPOU3BOACTBA. CucreMbl Opramu3anuu
ACJIONPOU3BOACTBA. Ilonsitue n NIPUHIUIIBI OPraHu3alnuu }_IOKYMeHT0060p0Ta

IousTHe «aenonpon3BoAcTBO». OCHOBHBIC LENH M 3aJadyd JeJ0npou3BojcTBa. HeoOX0quMOCTh OpraHu3aluu
JICTIONPOU3BOJICTBA B YUPEkKAeHHN. 3HAUCHUE ACTIONPOU3BOJICTBA B JIESITEIILHOCTH 00Pa30BaATEILHOIO YUPEIKACHHSL.
Cekperapb, IeNONPOU3BOANUTENb, JOKYMEHTOBE/, KaHIEspHs. FIcTopuuecKie 3Tanbl pa3BUTHS JIEIONPOU3BOACTBA
B Poccun. CoBpeMEeHHOE TOCYAapCTBEHHOE PEryJIMpOBaHUE MAENONPOU3BOACTBA. CHCTEMBI JENONPOM3BOACTBA:
[EHTpaTN30BaHHAas, IeIeHTpaIn30BaHHass, cMmemanHas. CTpykrypa W 00bEM 1ToKyMeHTooOopota. OCHOBHEIE
OPHUHIMIBI OpPraHU3aluu paboThl ¢ JOKYMEHTOMOTOKaMH, KaK CO3AaHHE ONTUMAIbHBIX YCIOBHH Ui BCEX BUIOB
paboTsl ¢ fokyMeHTamu. OpraHu3alMOHHAs CTPYKTypa MepcoHaa, 00eceynBaroero paboTy ¢ JOKyMEHTAMH.

Tema 1.2 PexkBuU3UTHI 10KyMeHTOB. Perucrpanusi 1 uHaekcanusi 10KkyMeHToB. CTpyKTYypa 0a3
JaHHBIX JA0KyMeHTOB. Ilpuem, oOpabdorka m pacnpenejieHHe MNOCTYNAKIIMX JTOKYMEHTOB.
Opranuszanus 00padoTKH U NepeJayu OTIPABJIsAEMbIX J0KYMEHTOB.

ITonstue PEeKBU3UTA OOKYMCHTA. BI/II[I)I PEKBU3UTOB. HpaBMna O(bOpMJ'IGHI/ISI PECKBU3BUTOB JOKYMCHTOB.
dopmyisip-oOpaser. bnank noxymenrta. Bunel 6nankoB. TpeGoBanus k Omankam nokyMeHTOB. I11a0noHBI.
WHpeKkcanuss ¥ perucTpauus J0KyMEHTOB. Buibsl U GpOpMbl perucTpaiuu JOKyMeHToB. 1peOoBaHUS K TEKCTaM
CJ'Iy>K€6HI>IX AOKYMCHTOB: KPATKOCTb W TOYHOCTb U3JIOKCHUSA I/IH(l)OpMaLII/II/I, HCKIIIOUCHHUE JIBOAKOI'O
TOJIKOBAaHHA, 00BEKTUBHOCTL H AOCTOBCPHOCTH I/IH(i)OpMaLII/II/I, COCTaBJICHUC TMPOCTBIX OJOKYMCHTOB,
CTPYKTYPHPOBaHHE TEKCTA JOKYMEHTA, IUPOKOE HUCIOIb30BaHHE TpadapeTHBIX U TUIIOBBIX TEKCTOB IPHU
OTIMCAaHWH TTOBTOPSIOININXCS YIPABICHICCKUX CHTYAITHH. SI3bIK M CTHJIb CITY)KEOHBIX JOKYMEHTOB. DTallbl
00paboTKN BXOASIIMX JOKyMeHTOB.  [lepBuuHas o00paboTka BXOASIIUX JOKYMEHTOB. Perucrpupyembie u
HEpErucTpupyemMble TOKyMeHThI. [IpeaBapuTeibHOe pacCMOTPEHHE TOKYMEHTOB ISl HANIPABJICHUS UCIIOJHUTEIISAM.
Pesomonusi.

HOpS[L[OK NOATOTOBKU HUCXOAAIINX HOKYMCHTOB. CocraBiieHue MMpOCKTa NOKYMCHTA, COIIaCOBAHUEC, MOANNCAHUC




(yTBepkaeHue), THpaxkupoBaHue. CrIocOObI 1 METOJIBI OTHPABKH MCXOISIINX AJOKyMEHTOB. OOI1as XapakTeprucTHKa
ciry)keOHOI mnepenuckd. Pa3sHOBHIHOCTH CiyKeOHBIX INUCEM (CONPOBOAMTENBHOE MHCHMO, MHUCBMO-IPOCHOA,
MHCHMO-3aIpOC, MHCBMO-OTBET, MUCbMO-COO00IIeHNE, NHHOPMALMOHHOE MUCEMO, TapaHTUIHOE MHCHMO, MUCHMO-
NpUIJIAIeHUe U T.J1.).

Tema 1.3 Ilopsitok Npoxo:kaeHHs] BHYTPEHHHUX JOKYMeHTOB. OpraHusanusi KOHTPOJIA 3a
HCIOJITHEHHEM T0KYMeHTOB. Pabora ucnosmHuTesei ¢ 1okymeHTaMu. Opranuzanusi oMcKoBOi

CHUCTEMBI 11O ,JIOKyMeHTaM.

BuyTpeHHHe HOKYMEHTHI 00pa30BaTENBPHOW OpraHU3aliy (3asBJICHUS, CIOYXKcOHBIC 3alMUCKH, JOKJIaIHBIC,
00BSCHUTENBHBIC, CIIPABKH, CBOJKH, OTYETHI  Ap.). [Toaroroska, opopmiienue, peructparus. [IpaBuna moctaHOBKH
JIOKyMEHTOB Ha KOHTpOJIb. [10psIOK CHATHSI JOKYMEHTOB ¢ KOHTpPOJIsA. OTYET 10 HUCIIOJHEHUIO KOHTPOJIBHBIX JTOKYMEHTOB.
OrnepaTUBHOE HCIIOJIHCHHWE JTOKYMEHTOB COTPYIHHUKAMH B COOTBETCTBHH C MX JOJDKHOCTHBIMH OOSI3aHHOCTSMHU H
pesomonuei pykoBoautens. OTBETCTBEHHOCTh 32 HECOOII0[cHIe TPeOOBAaHMI HCITOJHUTENBCKOW JUCIMILIAHBI, 32
HENPAaBWILHOE WCITIOIh30BAaHUE JCHCTBYIONIMX HOPMATUBHBIX JOKYMEHTOB B TIOATOTOBKE, OMOPMIICHUH U
WCTIOTHEHUN JOKYMEHTOB B CpoK. IloWckoBas cucTeMa JOKYMEHTOB -  KapTOTEKH M KiacCH(pUKAIMOHHBIE
crpaBOYHUKH. Bupl kKapToTek. Buabl Kiaccu(pUKAIMOHHBIX CIIPABOYHUKOB.

Tema 1.4 Cioco4b1 H METOIBI I0CTABKH T0KYMeHTOB. O0padoTKka KOH(UIEHIIHAIBLHBIX TOKYMEHTOB W IOKYMEHTOB
ISl CJIy7KeOHOT0 TOJIb30BAHMSl. JKCKYpcHsi B OTJAeJl JAeJONpoM3BOACTBA MypMAaHCKOI0 ApKTHYECKOro
TOCYIapCTBEHHOT 0 YHHBEPCHTETA.

Opranuzaiys MO4YTOBOM, KYPhEPCKOM M AKCIPECC- TOCTAaBKU JTOKYMEHTOB. [IOHSATHS: «II€HHOCTh U
0€301acHOCTh MH(POPMALUU», «KOH(PUICHIMATBHOCTb», «yrpo3a KOH(UICHINATBHOCTH»,
«3ammTa uHpopManuu». be3onacHOCTh IMEHHBIX WH(GOPMAIMOHHBIX pecypcoB. lleHHas
HHq)opMauHﬂ u KOH(bI/I,Z[eHI_II/IaJIBHBIe JIOKYMEHTHI. PerimamenTanus cocraBa KOH(I)I/I;[eHuHaJILHHX
CBelleHH W J0KyMeHTOB. Ilopsgok pabGoTel ¢ KOHGUIAEHIUATBLHBIMH JIOKYMEHTAMH U
MaTepuaaaMu. KOH(bHILeHuHaJILHaH HH(bOpMauHSI U CBEJICHUS B ICATECIbHOCTU 06pa30BaTeJII>HOI>'I
OpraHu3aluu.

Pa3nen 2. HopmaTtuBHO-3aKoHoAaTeabHAast 0a3a. OCHOBHBbIE BHAbI JOKYMEHTOB H
cucTeMbl JOKyMeHTAlui. OCO0eHHOCTH MOATOTOBKH M 0()OPMJIEHUS OTAEJIbHBIX
BH/IOB /IOKYMEHTOB

Tema 2.1 HopMaTHBHO-3aKOHOAATeIbHbIE H HOPMATHUBHO-METOIHYeCKNEe JOKYMEHTHI 10
aesionpousBoacTtBy. HopMaTtuBHO-3aK0HOAATEIbHbIE 1 HOPMATHBHO-METOAUYECKHE
JOKYMEHTBI M0 apXHUBHOMY J1€Jy.

3akoHoaTenbHbIe akThl Poccuiickoit @eneparun 1 MypMaHCKoit 0651acTH, perilaMeHTUPYIOIIHe
JEJIONPOU3BOJCTBO U apXMBHOE J1e0. ['ocyjapcTBeHHbIE CTaHAApThl U YHU(UKaIUsI B 00JacTu
JEJIONPOU3BOJCTBA U APXUBHOIO Jena. MHCTpyKIMs Mo [e’aonpou3BOACTBY MuHHCTEpCTBa
obOpasoBanus u Hayku Poccuiickoii @enepanuu. Meroaudeckue peKOMEHIAIMU 10 pa3paboTke
HOMEHKJIATYphl M HMHCTPYKIMH IO JEJIONMPOU3BOACTBY B 00pa30BATEIbHOM YUPEKICHHUH.
TunoBble mepeyHH ¢ yKa3aHUEM CpPOKOB XpaHEHMsI NOKyMeHTOB. [IpaBuna paboOThl apXHUBOB
OpraHu3aLuil.

Tema 2.2 Knaccudukamnus nokymeHToB. FOpuandeckas cuna qokymeHTa. HaznaueHue u coctaB
OpraHU3aIlMOHHO-NIPaBOBOM  JOoKymMeHTanuu. HasnaueHue # cocTaB  OpraHu3alMOHHO-
pacmopsiANTENIbHOW  JOKyMeHTanuu. Ha3HaueHue W cocTaB  CIPaBOYHO-WH(POPMAIMOHHOMN
JOKYMEHTALIUH.

Knaccudukanus JOKkyMEHTOB, €€ OCHOBHBIC TIPU3HAKHU. [ pynimbl TOKYMEHTOB - JOKYMEHTHI 11O
o0mMM W aJAMHUHUCTPAaTHBHBIM BOIIpOCaM, T.€. IO BOIpOcaM OOIEro pyKOBOJACTBA
NPEANPUITHEM W €ro  JeATeIbHOCTBIO; - JTOKYMEHTHI 10 (DYHKIUSM  yIpaBICHUS.
Knaccudukanus ciy>keOHbIX JOKYMEHTOB: I10 aJMHUHHUCTPAaTUBHBIM BOIIPOCaM; IO BOIPOCaM
MaTepHATHHO-TEXHUYECKOTO CHAOKECHUS; JOKYMEHTAIUs 10 IUIAHWPOBAHUIO; 1O OMEPATUBHOU
NESTENILHOCTH; IO OYyXTalTepcKOMY Y4eTy; IO TOJArOTOBKE M PAaCCTAaHOBKE KaApOB W T.1.
Knaccudukanuss mo HaMMEHOBAaHWIO: TPHUKA3bl, PACMOPSDKCHHS, IUIAHBI M OTYETHI, AaKTHI,



MIPOTOKOJIBI, IOTOBOPKI, YCTaBbl, HHCTPYKITUHU, JOBEPEHHOCTH | T.1. Kiaccudukamus mo mecty
COCTaBJICHUS, 1O CTENEHH YHH(PHUKAIMU, TO MPOUCXOXKIACHUIO, MO BUAY OG(OpMIIEHHS, MO
croco0y ¢dukcanuu HWHPOPMANMK, TO CTENEHH CJIOKHOCTH, IO CTENEHW TJaCHOCTH, IO
IOPUMYECKON CHile, 1O CpOKaM WCIONHEHHS, [0 CpPOKaM XpaHEHWs, MO0 CTENeHHU
0053aTENILHOCTH.

CI/ICTeMa OpFaHHSaHHOHHO-HpaBOBOﬁ JOKYMCHTAaIH (yCTaB y‘-IpC)KI[CHI/ISI, IIOJIOKECHMUS, IITATHOC
pacnucaHue, JOHKHOCTHBIE HWHCTpyKIMHK). CucrteMa oOpraHuM3aldOHHO-PACIOPSIUTEIbHON
JTOKyMeHTaIuu (yka3, MpuKas3, BRIMHCKA U3 TPUKa3a, pacropsoKeHue, mocTanoBieHne). Cucrema
CIIPaBOYHO-UH()OPMAITMOHHON TOKYMEHTAIMK (TMPOTOKOJI, aKT, 3asBJICHUE, JOKIAaIHAs 3aIlncKa,
MpeJIoKEHNE, TPEICTaBICHUEe, CIIy)KeOHasi 3amucka, oO0BbsicHUTeNnbHas). CxeMa MOJIrOTOBKH
pactopsIANTEIbHBIX TOKYMEHTOB. [10opsiIOK CHATHS M BBIIauM KOTMIA C IOKYMEHTOB.

Tema 2.3 JlokajibHble HOPpMaTUBHBbIE aKThI. CocTaB M padoTa ¢ KaAPOBOI T0KYMeHTallH e,
[lonoxenus, mnpaBuna, HMHCTPYKUMHU (IpaBWiIa BHYTPEHHErO TPYAOBOIO paclopsika,
MHCTPYKIUHU O TOPSIIKE OCYIIECTBICHUS KaKOM-THO0 AesTeNbHOCTH UM MOPSAKE MPUMEHEHUs
MOJIOKEHUN 3aKOHOAATCJIbHBIX W HWHBIX HOPMATHBHBIX A4KTOB, IIOJOXCHUSA O CTPYKTYPHBIX
NoJIpa3iesieHusX, KOJUIEKTUBHBIN foroBop u Ap.). [lopsnok odopmiaeHUs U MOAMUCAHUS STUX
JAOKYMCHTOB IJId MPUMCHCHHUS KaK CaMOCTOSATCIBHBIX ITPABOBBIX AKTOB. Ilonstue u CTPYKTYypa
NEepPCOHANBHBIX AaHHbIX. OOs3aTeNbHbIE KaIpOBbIE TOKYMEHTHI 00pa30BaTeIbHON OpraHU3alli,
WX BUBI, COCTaB, HOPMATHUBHBIC TPEOOBAaHMS K BEACHHUIO KaJPOBOM JOKYMEHTAIMH (IIPUKA3bl U
pacmopsbKeHusi 10 JIMYHOMY COCTaBy, 3asBJIEHHE, TPYAOBOH JOrOBOp, JOJKHOCTHAS
WHCTPYKIUS, TPYAOBas KHUXKA, JIMYHAs KapTOuykKa, JMYHOE J[eJo). J[BUKeHue U XpaHEHUe
KaJpoBoi AokymeHTanuu. JKypHanbl W KHUTM YydeTa. VICHOJIHEHWE COUMaTbHO-TIPAaBOBBIX
3a1poCoB.

Pa3nen 3. ®opmupoBaHue 1eJ1 1 OPraHU3alUsl XPAaHEHUsSI JOKYMEHTOB. JKCIEepTH3a
LHEHHOCTH JOKYMeHTOB. TexHnuyeckue cpeacTrsa, HCIOJb3yeMble B
AeJIONPOU3BOACTBE. DJICKTPOHHBIN JOKYMEHTO000pOT

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

[lonsTne o «mene». Howmenknarypa gen. CocraBieHne HOMEHKIATYypbl Jell B
00pa30BaTENIbHOM  YUPEKACHUU. ®opmupoBanue aen. llpusHaku 3aBeneHus Aen:
HOMUHAJIBHBIN, TPEIMETHO- BOIMPOCHBINA, aBTOPCKHUM, KOPPECMOHACHTCKUN, reorpaduyuecKuid,
XxpoHonornyeckuii. Buapl apxuBoB. TpeboBanus k apxuBam. [lopsaok nepenaun JOKYMEHTOB Ha
apxuBHOe xpaHeHue. Cucremaruszanus JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIpaBOYHBIM
anmnaparoM (HUCTOpUYECKas CIpaBKa, OMNMCH €l IOCTOSHHOTO U BpPEMEHHOIO XpPaHEHUs
JIOKYMEHTOB, KHUTH y4€Ta U ABUKECHUS JE).

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

Oco0eHHOCTH XpaHEHUs e MOCTOSHHOTO, BpeMeHHOro (cBbimie 10 jeT) u nen mo JUYHOMY
cocraBy. llopsmox mnepemaunm gen B I'ocynmapcrBeHHble apxuBbl. Co3qaHME SKCIEPTHOU
KoMuccHHM yupexjaeHus. [IpoBeneHue »sKcmepTU3bl LEHHOCTH JOKYMEHTOB. OdopmieHue
MPOTOKOJIOB 3acelaHhii KOMUCCHUU U aKTOB Ha yHUUTOKeHue jaein. [Ipomeaypa yHUUTOXKEHUS
JIOKYMEHTOB.

Tema 3.3 MHcnoan3oBanue IIK B genonpousBoacrBe. CpeacrBa KONUPOBAHUST U
OonepaTuBHOro pasmMHoxkenusi. [llpuem n 00paGoTKa JOKYMEHTOB, MOCTYNAKIIUX M0 KAHAJIAM
3JIEKTPOHHOM MOYTHI M hakcuMUIIbHOM cBsi3u. [IpaBuiia 6e3o0macHoil padoThI ¢ OPITEXHUKOM.
KoMmmprorepHsie cpeicTBa TMOATOTOBKH JOKYMEHTOB. Mcmonb3oBaHWe 11a0J0OHOB st



dbopMUpOBaHUS JIOKYMEHTOB Ha KoMIblotepe. lcmonp3oBaHMe B KOMIBIOTEpE OJAHKOB
nokymeHToB. Co3gaHue OJaHKOB JOKYMEHTOB B KOMITbIOTEpe. M3roToBICHUE, KOMUPOBAHUE U
THPAXUPOBaHUE TOKyMEHTOB. CpencTBa 0OpabOTKH JOKYMEHTOB. JIOKYMEHTHI, TIepeIaBacMbIe
M0 KaHajaM CBS3H (TejlerpamMma, Telekc, ¢akcorpamma, TenedoHorpamma). IloHsarue
«oprrexHuka». OCHOBHBIE BUJIbI OPTaHU3AIMOHHON TeXHUKHU. [IpaBuia TeXHUKH 0€30MMacHOCTH
paboTHI C OPTTEXHHUKOM.

Tema 3.4 DiekTpoHHOe NOKyMeHTHpOBaHUe. [loHsITHE «3JIEKTPOHHBII TOKYMEHT».
[IpeumymiecTBa mnepegaud JOKYMEHTa C KOMIIBIOTEpAa Ha KOMIBIOTEp.  YCTaHOBKAa Ha
KOMITBIOTEPE CIEHHUAIBHO BBIJICJICHHOM MANKKU I MOCTYNAKMNX T0KYMEHTOB. [Ipenmyimectsa
anekTpoHHod mouthl. [octynm k Internet. Cucrema peructpauuu u KouTpois. Coznanue
AJICKTPOHHOM 0a3bl JaHHBIX. [loMCKk JOKyMeHTa. OKCKypcHsi B apXuB MypMaHCKOTO
ApPKTUYECKOT0 FOCYJapCTBEHHOTO YHUBEPCUTETA.

3. IlepeyeHb yueOHO-METOANYECKOT0 O0ecneYeHusl T CHUIITUHBI (MOTYJIs1)

- MyJIbTHMEIUHHBIC TPE3CHTAlMOHHBIE MaTepuagbl 10 JUCHUIUIMHE (MOMYIIIO)
IIpeJICTaBIEHbI B 3JIeKTpOHHOM Kypce B OOC MAY;

- METOAMYECKHE YKa3aHWs K BBINOJHEHHUIO J1A00OPAaTOPHBIX/MPAKTHYECKUX/KOHTPOIBHBIX
pabot (BBIOpaTh) MpeCTaBICHbI B AIeKTpoHHOM Kypce B DM1OC MAY;

- METOIMYECKHE MaTepHaibl Il OOYYaroIIUXCS 1O OCBOCHHIO AWCIMIUIMHBI (MOIYIA)
npezcTaBieHbl Ha odunuansHoM caiite MAY B pasaene «MH(opmarus no o0pa3oBaTebHbIM
porpamMMam, B TOM YHCJI€ aIalTHPOBAHHBIM».

4. ®oHJ OLEHOYHBIX CPEICTB MO TUCHUILIMHE (MOTYJIIO)
SBnsieTcss OTHEIBHBIM KOMIIOHEHTOM 00pa30BaTeIbHOU MPOrpaMMBbI, pa3paboTaH B ¢hopMme
OTJIENTLHOTO JOKYMEHTA, BKITIOUAET B CeOsI:
- TIepeYeHb KOMITETEHIUI C YKa3aHHEeM J3TaroB UX (OPMUPOBAHUS B MIPOLIECCE OCBOCHUS
JTUCIUIUIUHBI (MOIYJIA);
- 3aJIaHUS TEKYIIET0 KOHTPOJIS;
- 3a7]aHUS TPOMEKYTOUHOHN aTTECTAIUH;
- 3a/IaHUS BHYTPEHHEH OLIEHKH KauecTBa 00pa30BaHMUsI.

5. HEPEYEHb YYEBHO-METOAMYECKOI'O OBECHEYEHUSI, HEOBXOJIUMOI'O JIJA
OCBOEHMS JUCIUIIJIMHBI (MOJYJIA).

OcHOBHAf JUTEpPATypa:

1. Oenepanpubiii 3akoH 0T 22.10.2004 Ne 125-®3 «O06 apxuBHOM jene B Poccuiickoii
®enepannn» (pea. 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 mHpopmanuu, nHPOpMATU3aLUU U 3auuTe uHpopMauu”. 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 apxXxuBHOM Jiene B
MypmaHcKoii o0nacTu»

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

5. OenepanpHbiii 3ak0H OT 2 Mas 2006 r. N 59-03"O mopsiake paccMOTpeHHs OOpalleHui

rpaxaan Poccuiickoii @enepanun” C uaMeHeHUsIMH U JOTIONHEHUsIMU OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 r., 24 nos6ps 2014 r.

6. [lpaBunma  jmenompow3BojACTBA B (elepalbHBIX  OpraHax HCIOJHHUTEIBHON  BJIACTH
(yrBepxaeHsl nocranosneHueM [IpasurensctBa Poccuiickoit @enepanuu ot 15.06.2009 Ne 477
7. Ilepeyerb TUMOBBIX YIPABICHUECKHX APXHUBHBIX JOKYMEHTOB, O0pa3ylOIIMXCS B TpoIecce

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

JlonoHUTeILHAS IUTEpaTypa:

1. [MTucekmo MunoOpazBanust PO ot 20 mexabpst 2000 roma N 03-51/64 «O Meroauveckux
PEKOMEHAIMSIX TI0 padoTe ¢ JOKYMEHTaMH B 00II€00Pa30BaTEIBHBIX YUPEHKICHHUSIX >



2. Opranuzanus AeIonpou3BoacTBa U gokymeHtoobopora OV [Tekct]: meroa. pek. / JI. W.
Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Conoryd, O.1. Jlenonmpou3BOJACTBO: COCTaBJICHWE, pEAaKTHPOBaHWE W  00paboTKa
JokymeHToB: YueOHoe nocodue / O.I1. Conory6. - M.: Omera-JI, 2013. - 207 c.

6. TINPO®ECCHOHAJIBHBIE BA3bl JAHHBIX W HWH®OPMALMWOHHBIE CIIPABOYHBIE
CUCTEMBI

1) T'ocynapcTBeHHas cucTeMa MpaBoBoi WHMOpMAIU - OPUITHATBHBIA HHTEPHET-TIOPTAI
npaBoBoii uHGpopmauuu- URL: http://pravo.gov.ru

2) Undopmamnmonnas cucteMa «EamHOe OKHO J0CTymna K 00pa3oBaTeIbHBIM pecypcam» -
URL: http://window.edu.ru

3) CnpaBouHo-nipaBoBas cucrema. Koncynprant [lmtoc - URL: http://www.consultant.ru/

7. TEPEYEHb JMIEH3MOHHOIO IHMPOTPAMMHOIO OBECHEYEHHA, B TOM YMCIIE
OTEYECTBEHHOI'O TPOU3BOJICTBA

JInueH3MOHHOE MPOrpaMMHoOe o0ecrniedeHre 0Te4YeCTBEHHOT0 MPOU3BOCTBA
KasperskyAnti-Virus

JInueH3MOHHOE MPOrpaMMHoe o0ecniedeHue 3apy0e;KHOr0 MPON3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHseMoe MPOrpaMMHOe 0fecTieYeHne 0Te4eCTBEHHOT 0 MPOU3BOICTBA
7Zip

CB0001HO pacnipocTpaHsieMoe MPOrpaMMHoe ofecrevyeHue 3apy0esKHOTr0 NPOU3BOACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

8. OBECIIEYEHHUE OBPA30BAHUA JJI51 JINL C OB3

Jns obecrieueHns o0pa3oBaHWs WHBAIMAOB M JIMI C OTPAHHYCHHBIMH BO3MOXKHOCTSIMH 3IOPOBbS peasl3anus
JUCLUILIMHBL MOXET OCYILECTBISITHCS B aJallTHPOBAHHOM BHJIE, C YYETOM CHEUU(HUKH OCBOCHUS U AUIAKTUUECKUX
TpeOOBaHui1, UCXO/s U3 NHANBUYaIbHBIX BO3MOXKHOCTEH 1 110 JIMYHOMY 3asBJICHUIO 00yYaromerocs.

9. MATEPUAJIBHO-TEXHUYECOE OBECIIEYEHUE JUCHUIIIMHBI(MOAYJISI) IpeaCcTaBICHO B
npuinoxenun k OIIOIT «MarepuanpbHO-TEXHUYECKHUE YCIIOBUS pealn3alud 00pa30BaTeIIbHON
MPOrPaMMBbI» M BKJIIOYAET:

- yueOHBIE ayAMTOPUM Il TPOBENCHHUS Y4YEOHBIX 3aHATUH, NPEIyCMOTPEHHBIX
MIPOTPaMMOM OakanaBpuaTa/crieranIuTeTa/MarucTpaTyphl (BBIOpaATH), OCHAIL[CHHbIE
000py/I0BaHNEM U TEXHUYECKUMH CPEICTBAMU OOYUEHHUS;

- IOMEUICHUsI  JUII  CaMOCTOSATENbHOW  paboThl  OOydYalomuxcs, OCHAIllCHHBIE
KOMITBIOTEPHON TEXHUKON C BO3MOXKHOCTBIO MOJKIIOYEHUS K ceTu «MHTepHeT» u obecnieueHneM
JIOCTYTIA K 3JIEKTPOHHOI HH(OpMAIIMOHHO-00pazoBaTeabHoOi cpene MAY;

10. Pacnpenesienne Tpya10eMKOCTH IO BUAAM YUeOHOM AeSITeIbHOCTH
Ta6muma 1' - Pacnpenenenue TpynoemMkocTu

. Pacrnipenenenue TpyJ0eMKOCTH AUCIUILTUHBI (MOIYJIs1) 1O hopMaM oOydeHUs

Bun yaeOHoM
2 Ounas OuyHo-3a04Has 3aouHas
JeSTebHOCTH Boero
Cemectp Bcero Cemectp Bcero | Cemectp/Kypce HACOR
4acoB 9acoB
2/4
Jlekuun 2 2




[IpakTnueckue 4 4
3aHATHUA
CaMmocTosTenbHast o8 08
paborta
IloaroroBka x
MIPOMEKYTOUHOMN - -
aTTeCTaIun >
Bcero uacos
Mo TUCHUILJIHHE 108 108
/ u3 HUX B popme
MPaKTUYECKON 2 2
OATOTOBKH"
@DopMBI IPOMEKYTOUHOHN aTTECTALMU U TEKYILETr0 KOHTPOJIS
Bater N 4] [ [ 4 |
IlepeyeHb NPAKTHYECKHUX 3aHATHI 10 (popMaM 00y4eHUs
Ne .
o\ Tembl NpakTHYeCKUX 3aHATHI
1 2

Ounas popma

3aounas dpopma

1 | Pazgen 1. Coneprkanue, 3HaU€HHUE ACIONPOU3BOACTBA. TE€XHOIOTHS OpraHU3aluu
JICIIONPOU3BOJICTBA B 00pa30BaATEIHHOM YUPEIKICHUN

2 | Pazgen 2. HopmatuBHO-3aKk0oHOMaTeabHas 60aza. OCHOBHbBIE BU/IbI IOKYMEHTOB U CHCTEMBI
,Z[OKYMGHTaI_[I/II/I. OCOGGHHOCTI/I IIOATrOTOBKU U O(l)OpM.HeHI/I}I OTOCJIbHBIX BUI0OB ,Z[OKYMGHTOB




