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1. HEJIb OCBOEHUA JUCHUIIJIMHBI (MOAYJIS) — dopmupoBaHne y o0ydaromuxcs
TEOPETUYECKUX 3HAHUW M TPAKTUUYECKUX YMEHUH [UIs OpraHu3allM JAeJIONpPOU3BOJICTBA,
HEOOXOAUMBIE TpPU BBHIMOJIHEHUH ONEpalii Mo co3JaHui0 M 00paboTKe OpraHu3alMOHHO-
pacropsIuTeNbHBIX JOKYMEHTOB, BEJIEHHUS JEJIOBOM IEpenucKd, aHajan3a HH()OPMAIMOHHBIX
IOTOKOB ¥ HH(OPMAIIMOHHOTO B3aUMOACWUCTBUS B OpraHU3allMM, COBEPIICHCTBOBAHHH
TEXHOJIOTUH JTOKYMEHTALIMOHHOTO 00eCHeueHs] YIpaBICHUS M apXWBHOro Jena Ha 0Oase

HoBelmux I T-TexHomorniA, 06€CTIeueHNs TEKYIIET0 XPaHEHUS TOKYMEHTOB.

2. TPEBOBAHUA K PE3YJIBTATAM OCBOEHUA JTUCHUIIJIMHBI (MOY JIS)

B pesynbrare

KOMIICTCHII U

OCBOCHHA

NUCHUIIINHBI

(Monmynst)  GopMHpPYIOTCS — CIeAyIOIIne

CrniocobeH ympaBisiTh CBOMM BpPEMEHEM, BBICTpAMBATh M PEATH30BHIBATH TPACKTOPHUIO
CaMOPa3BUTHSI HA OCHOBE NIPUHITUIIOB 00pa3oBaHus B TeueHHe Beelt sxu3Hu (YK-6)

[lepeueHp TIaHUPYEMBIX PE3YIbTATOB 00YUEHHUS 10 IUCUUIUIMHE (MOIYJI0), COOTHECEHHBIX C
WHJIUKATOpaMU JOCTUKEHUSI KOMIIETEHIIUN

KoMnerenuus

HNuauxkaropsl
KOMIIETEHIIM A

PesynbTaTsl 00yyeHHs

VK-6. Criocoben
YIIPABJISATH CBOUM
BpPEMEHEM,
BBICTpauBaTh U
peaHI/I3OBBIBaTB
TPACKTOPHIO
CaMOpaBBI/ITI/I}I Ha
OCHOBE IIPHHIIUITOB
o0Opa3oBaHUs B
TEUCHHE BCeH
KU3HU

6.1. Mcnons3yer
WHCTPYMEHTBI U METO/IbI
YIPaBJICHUS BPEMEHEM TTPU
BBITTOJTHEHUHN KOHKPETHBIX
3a/1a4, IPOEKTOB, MPHU
JIOCTYKCHUH
MOCTaBJICHHEBIX ILICICH.

6.2. Onpenenser
IPUOPUTETHI COOCTBEHHOM
JIeSITEILHOCTH,
JUYHOCTHOTO PA3BUTHS U

PO eCCHOHATBLHOTO POCTa.

6.3. OueHuBaet
TpeOOBaHUs phIHKA TPY/Aa U
MPETIOKEHUS
00pa3zoBaTeNbHBIX YCIYT
JUTSL BRICTPaBaHUS
TPACKTOPUH COOCTBEHHOTO

npo¢eCCHOHATBLHOTO POCTA.

6.4. Ctpout
po¢eCCHOHATBLHYIO
Kapbepy U OnpeaemsieT
CTpaTETHIo
po¢eCCHOHAIBHOTO
pa3BUTHSL.

3HaTh: HOPMATUBHBIE JOKYMEHTHI IIO
YHU(UKAIIMY U CTaHAapTU3AIMH B 0071aCTH
JIOKYMEHTAIIUH, JEHCTBYIONTHE Ha
TEPPUTOPUU PO; roCyJ1apCTBEHHBIE
CTaHAapThl U 3aKOHOJATENHHBIC AKTHI IO
JIOKYMEHTUPOBAHUIO;

CUCTEMBl JIOKyMEHTAalluH, TpeOOBaHUS K
COCTaBJICHHIO u 0hOpMIICHHUIO
JIOKYMEHTOB;

TUTIOBBIE UHCTPYKIIUU o
NENIONPOU3BOJICTBY, pErJIaMeHT pPaboTHI,
JOJIKHOCTHBIE HHCTPYKIUU;

OCHOBHBIE BU/IBI
peraaMeHTHPYIOIMINX
NEeSTEIbHOCTD;
OCHOBBI JEJIONPOU3BO/ICTBA B
00pa30BaTEILHOM YUPEKACHUH.

JIOKYMEHTOB,
00pazoBaTenbHYIO

YMeTh: panuoHadbHO H  3(PPEKTHBHO
OpTraHHU30BbIBATH ACJIOMPOU3BOJACTBO B
o0pa3zoBaTebHON OpraHu3aIuiy,
COCTAaBJIATH y‘-ICGHO-MCTO,Z[I/I‘-IeCKI/Ie )41
HOPMAaTHUBHO-TIPABOBBIC JTOKYMEHTHI,
peTJIaMEHTUPYIOLINE JIEATENBHOCTD
00pa3oBaTeNbHOW OpraHU3aINH

Bnagers: Meromamm, crmoco0aMM @ H
CpeaCcTBaMU MOJy4YEHUS, XpaHEHMUS,
nepepaboTKy HHPOPMALUH,

OCHOBAMH KOMIBIOTEPHON IPaMOTHOCTH;
TEXHOJIOTHEN OpraHu3aluu
JIETIOTIPOU3BOJICTBA B 00pa30BaTEIHHOM
YUPEXKICHUU.

OIIK-1 Cnocoben
OCYIIECTBIIATh

OIIK-1.1. ITorumaer u
OOBSCHSIET CYIIHOCTh

3HaTh: HOPMATUBHBIC U ITPABOBBIC AKThI B
cdepe 00pazoBaHUs U HOPMBI




PO ECCUOHATIPHYIO | MPHOPUTETHBIX HAMPAB/ICHUMI npodhecCuoHaNbHOM STUKU
EATENBHOCTD B pasBuTHs 06pa3oBaTeIbHOM YMeTh: aHAJIM3UPOBATh MEAaroruHuecKue

cuctembl Poccuiickoi o
COOTBCTCTBUH C d CUTyallH C IIPAaBOBBIX IMO3UIINN
eJiepaliy, 3aKOHOB U WHBIX

HOPMaTHBHBLIMHU HOPMATHBHO-TIPABOBHIX AKTOB, Brnagers:  KynbTypol — IeIaroru4eckon
IIPAaBOBBIMU AKTAMU | periaMeHTHPYIOIIUX JACOHTOJIOTUH
B cq)epe 00pa3oBaTeNbHYIO ACSTEILHOCTD

06pa30BaHI/I${ " B Poccuiickoii ®exnepanumy,

HOPMATUBHBIX JOKYMCHTOB 10
HOpMaMU

. | Bompocam oOy4enus u

PO(YECCHOHANBHON | ocrmranms JeTel 1 MOJIOAEXKY,
3TUKU (henepabHBIX TOCYIAPCTBCHHBIX
00pa30BaTENBHBIX CTAHIAPTOB
JOIIKOJIFHOTO, HAYaJIbHOTO
00111er0, OCHOBHOTI'O OOIIIETO,
CpeIHEero O0IIero, CpeIHero
npodeccnoHaTEHOTO
obpazoBaHus,
npodeccnoHaTLHOTO 00yUYeHUS,
3aKOHOJIATEIILCTBA O MPaBax
pebeHka, TpyI0BOro
3aKOHOJIATEIHCTBA.
OIIK-1.2. Ilpumenser B cBoeil
JIESITETHHOCTH OCHOBHEIC
HOPMATHBHO-TIPABOBBIC aKTHI B
cthepe 00pa3oBaHUS U HOPMBI
npodeccnoHaTLHOM dTHKH,
obecmeunBaet
KOH(HICHIINATBHOCTD CBEICHUH
0 cyOBeKTax 00pa3oBaTeIbHBIX
OTHOIIICHHH, TIOJTYYCHHBIX B
nporiecce npodeccuoHaIbHOM
JICSITETBHOCTH.

3. YKABAHUE MECTA JUCHUIIJIMHBI (MOAVYJisI) B CTPYKTYPE
OBPA3OBATEJIbHOM ITPOT'PAMMBI.

HucuummuHa  «Jlemonpou3BoACTBO W JOKYMEHTOOOOPOT B 00pa3oBaTeilbHOM
VUpEXKICHUN» B CTPYKType OCHOBHOH mMpodecCHOHATBLHON 00pa3oBaTEIbHOM MPOTrPaMMBI
HanpaBneHus: moAroToBku 44.03.03 CrernuanbHoe (IeEKTOIOTHYECKOE) 00pa3oBaHHE,
HarpaBJaeHHOCTH (Mpoduis) CrienuanbHast IICHXOJIOTHS SBISETCS (DaKyIbTaTHBOM.

4. OBBEM JUCHUILJIMHBI (MOAYJisl) B 3AYUETHBIX EJUMHUIIAX C
YKA3AHUEM KOJIMYECTBA AKAJEMHUYECKUX WUJIN ACTPOHOMHUYECKUX
YACOB, BBIJIEJEHHBIX HA KOHTAKTHYIO PABOTY OBYYAKOHIUXCA C
MPENOJABATEJIEM (II0 BHIAM VYYEBHBIX 3AHSATHN) UM HA
CAMOCTOSATEJIBHYIO PABOTY OBYYAKOUIUXCHI.

OO01mas TpyA10eMKOCTh TUCHIUIUINHBI COCTaBISIET | 3a4eTHYI0 eAMHUIlY Win 36 9acoB (U3
pacueta 1 3.e.= 36 4acoB).
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B unTepakTUBHBIX (pOopMax Yackl HCHOIB3YIOTCS B BUAE KPYIJIOTO CTOJIA.

5. COAEP)KAHUE JUCHUIIVIMHBI (MOAYJIA), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JAEJIAM) C VYKA3AHMEM OTBEJAEHHOI'O HA HHX
KOJINMYECTBA AKAJEMHUYECKHUX WJIN ACTPOHOMHMYECKHUX YACOB H
BHUI0B YUEBHBIX 3AHSITUIA.

KoHnTakTHas
abora

No HanmenoBanue JIK TIP J1B
/11 pasjena, TEMbI

Bcero KOHTaKTHBIX
WHTEPAKTUBHOU opme

JacoB
KoJ1-BO 4acoB Ha

N3 Hux B
KOHTPOJIb

. [Koi-Bo 1acoB Ha

<icpC

1 Pazgen 1. Conepxanue, 3HaueHue 1 - 1
JIEOTIPON3BOICTBA. TeXHOIOTHSA
OpraHM3aIfy JIeIOMPOU3BOJICTBA B
00pa3oBaTeILHOM yYUPEKIACHIUN

2 Paznen 2. HopmarusHo- 1 1 - 2 2 10
3aKoHoJaTenbHas 6a3a. OCHOBHBIE
BUJIBI IOKYMEHTOB U CUCTEMBI
nokymeHtauu. Oco6eHHOCTH
MIO/ITOTOBKH ¥ O(OPMIICHHS
OTJIETIbHBIX BUJIOB IOKYMEHTOB

3 Paznen 3. ®opmupoBanue nen u - 1 - 1 8
OpraHu3alnusa XpaHeHUs
JOKYMEHTOB. DKCIIepTH3a
OCHHOCTHU JOKYMCHTOB.
Texauueckue cpeAcTBa,
UCIOJIb3yEMbIE B
JIEJIONPOU3BOJICTBE. DIIEKTPOHHBIN
JIOKYMEHTOO0OPOT

3aueTt 4

UTOIO: 2 2 - 4 2 28 | 4




Conep:xaHue TMCUMILUIAHBI (MOYJIs1)

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

Tema 1.1 OcHOBHBbIE TEPMHUHBI M MIOHATHE «1€JONMPOU3BOACTBO». McTOPUSA BOZHUKHOBEHUS
M OCHOBHBIE 3TAIbl Pa3BUTHSA JeJONPOU3BOACTBA. CHCTEMb]I OPraHN3alUuN
aegonpou3BoacTBa. [lonaTHe U NPUHIUNBI OPraHU3ALMH JOKYMEHT0000pOTA

HOHHTI/IG ((,Z[G.HOHpOI/ISBO,Z[CTBO». OCHOBHBIC HCJIW U 3aaa4u ACIOIIPOU3BOACTBA. H€O6XOI[I/IMOCTB
OpraHU3aIMH JISJOMPOU3BOJICTBA B YUPESKICHUH. 3HAUCHHE JISTIONPOU3BOJICTBA B JACSITEIHBHOCTH
oOpa3oBaTensHOro yupexaeHus. Cekperapb, 1eI0NpOU3BOIUTENb, JOKYMEHTOBE, KAHIEIAPHSL.
Ucropuueckue stanbl pa3Buths AenonpousBojctsa B Poccun. CoBpeMeHHOE rocygapCTBEHHOE
peryanOBaHHe ,Z[G.HOHpOI/ISBO,Z[CTBa. CI/ICTCMBI ,Z[G.HOHpOI/ISBO,Z[CTBaZ I_IGHTpa.HI/I?)OBaHHaH,
JeleHTpan30BanHas, cMmemiandas. CTpykrypa W 00BEM noKyMeHTooOopoTa. OCHOBHBIC
NPUHIUIB OPraHU3alul PadOTHI C TOKYMEHTOIIOTOKAMH, KaK CO3/JaHNE ONMTUMAJIBHBIX YCIOBUN
UL BCEX BHUIOB paboOThl ¢ JokymeHTamu. OpraHu3alvoHHas CTPYKTypa TepcoHala,
obecrnieunBaromiero padboTy ¢ JOKYMEHTaMH.

Tema 1.2 PexkBu3UTHI J0KyMeHTOB. Perucrpanusi 1 mHaexcanus 10kymMeHToB. CTpyKkTypa 0a3
JaHHBIX JA0KyMeHTOB. Ilpuem, oOpabdorka m pacnpenejieHHe MNOCTYNAKIIMX JTOKYMEHTOB.
Opranusanus 00padoTKH U Nepegayu OTIHPABJIsAEMbIX J0KYMEHTOB.

[Tonsitue pekBu3zuTa NOKyMeHTa. Bunel pekBuzutoB. IlpaBuna odopmiaeHUs PeKBU3UTOB
TOoKyMeHTOB.  Dopmynsip-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_II/II/I, HCKIIIOYCHUE JOBOJAKOI'O TOJIKOBAaHMHA, 0OBEKTUBHOCTL H AOCTOBCPHOCTDH
I/IH(i)OpMaLII/II/I, COCTABJICHUC IIPOCTBIX JOKYMCHTOB, CTPYKTYpPHUPOBAHHUC TCKCTAa ANOKYMCHTA, HIMPOKOC
WCITOJIB30BaHUE TpadapeTHBIX W THIOBBIX TEKCTOB IPH OIKMCAHWH ITOBTOPSIOIINXCS YIIPABICHUCCKUX
cuTyanuid. SI3bIK M CTHIIb CITY)KEOHBIX JOKYMEHTOB. JTambl OOpaOOTKH BXOMSIIUX JOKYMEHTOB.
[lepBuuyHast 00paboTKa BXOASAIIMX JOKYMEHTOB. Peructpupyemble W HEpPETUCTPUpPYEMBbIE
nokyMmeHThl. [IpenBapuTenbHOe pacCMOTpPEHHE JOKYMEHTOB JJIsl HANPABJICHHS MCIIOJHUTEISIM.
Pesosnronusi.

[Topsimok  MOArOTOBKM  HCXOASIIMX JOKyMeHTOB. (CocTaBieHHE TMPOEKTa JOKYMEHTa,
COIJIaCOBaHUE, TMOJAMNHUcaHue (yTBep:kIeHHe), THpaxkupoBaHue. CrnocoObl U METOMbI OTHPaBKH
UCXOAIIUX JOKyMeHTOB. OOmiasi XapakTepucTUKa ciy>keOHOW mnepenucku. Pa3sHoBHIHOCTH
CIIy’)KEOHBIX THCEM (CONPOBOAMTEIBHOE MUCHMO, MUCHBMO-IIPOCHOA, MUCHMO-3AMPOC, MHCHMO-
OTBET, MHUCbMO-COOOIIEHHE, HHPOPMAIMOHHOE MHCHMO, TapaHTUHHOE MHUCHBMO, MHUCHBMO-
IpUrialeHue 1 T.1.).

Tema 1.3 Ilopsitok Npoxo:KaeHHs] BHYTPEHHHUX JOKYMeHTOB. OpraHusanusi KOHTPOJIA 3a
HCIOJITHEHHEM T0KYMeHTOB. Pabora ucnosnHuresnei ¢ 1okymeHraMu. Opranuzanusi oMcKoBOi
CHCTEMBbI 10 JOKYMEeHTaM.

BHyTpenHue nokyMeHThl 00pa3oBaTeNbHON OpraHu3anuu (3asBICHUS, CIIYy)KEOHbIE 3alUCKH,
JIOKJIA/IHbIe, OOBSCHUTEIbHBIC, CIIPaBKU, CBOJIKM, OT4eTHl U 1p.). Iloxroroska, odopmienue,
peructpanus. [IpaBuiaa MOCTaHOBKM TOKYMEHTOB Ha KOHTPOJIb. llOpsioK CHATHS JOKYMEHTOB C
KOHTpoid. OT4er MO WCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOIHEHUE
JOKYMEHTOB COTPYAHMKAaMU B COOTBETCTBUUM C UX JOJDKHOCTHBIMHU OOS3aHHOCTSIMH U
pe3oonrel  pyKOBOAMTEIIA. OTBETCTBEHHOCTh 32  HecoONoaeHue  TpeOoBaHUI
UCIIOJTHUTENIbCKOW  JAMCUMIUIMHBL, 32  HEMpPaBUIBHOE  HCIOJIb30BaHHWE  JACMCTBYIOIIMX
HOPMATHUBHBIX JOKYMEHTOB B IOJATOTOBKE, O(OPMIICHMH M WCIOJIHEHUU JOKYMEHTOB B CPOK.
[TouckoBasi cucreMa JOKYMEHTOB - KapTOTEKHM U KJIACCU(UKALMOHHbIE CIPAaBOYHHUKHU. Buibl
KapToTeK. Bupl kiaccu(puKalmOHHBIX CIIPABOYHUKOB.



Tema 1.4 Cnoco0bl W MeTOABI JOCTABKH JOKYMeHTOB. O0pa0doTka KOH(pHMICHIHAIbHBIX
JAOKYMEHTOB H JIOKYMEHTOB [UIf CIY)KeOHOI0 I0Jb30BAHHUS. OJKCKypcust B  OTAe]
AeJIoNpon3BoacTBa MypMaHCKOro apKTH4YeCKOro rocy1apcTBeHHOr0 YHUBEpCHTeTA.
Opranuzaiys MoYTOBOM, KYpbEpPCKOM M AKCIPECC-IIOCTaBKUA JOKYMEHTOB. [IOHATHS: «1I€HHOCTh W
0€30MacHOCTh MH(POPMALUNY, «KOH(DUICHIMATBHOCTBY, «yrpo3a KOH(UICHIHNATBHOCTHY,
«3amuTa  HMH(opManuu». be3zomacHOCTh LEHHBIX MH(OPMAIMOHHBIX pecypcoB. lleHHas
uHpopManus U KOHPHICHIINAIbHBIE JOKYMEHThI. PerinaMenTanus coctaBa KOH(GHISHIIMATBHBIX
cBeieHUl U JokyMeHTOB. Ilopspok paboTel ¢ KOH(QUACHUMAIBHBIMU JIOKYMEHTAMU H
marepuanamu. KonpuaenuanbHast nHGOpMAIHs U CBEACHUS B ACATEIBHOCTH 00pa30BaTeIbHON
OpraHu3alum.

Paznen 2. HopmaTuBHO-3aK0HOAaTeIbHAA 0a3a. OCHOBHBbIE BUIbI IOKYMEHTOB U
cucTeMbl JOKyMeHTAluH. OCO0EHHOCTH MOATOTOBKH M 0()OPMJICHHUS OTAEJIbHBIX
BH/IOB /IOKYMEHTOB

Tema 2.1 HopMaTUBHO-3aKOHOAATEe/IbHbIE © HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aesionpousBoacTtBy. HopMaTuBHO-3aK0HOAATEIbHbIE 1 HOPMATHBHO-METOAUYECKHE
JOKYMEHTHI 10 apXHUBHOMY J1eJy.

3akoHoaTenbHbIe akThl Poccuiickoit @eneparun 1 MypMaHCKoit 0671acTH, perilaMeHTUPYIOIIHe
JEJIONPOU3BOJCTBO U apXMBHOE J1eN10. ['ocyjapcTBeHHbIE CTaHAApThl U YHU(HUKaIUI B 00JacTu
JIEJONPOU3BOJICTBA W apXHUBHOro Jnena. MHCTpyKuus 1o Aenonpou3BOACTBY MuHHCTEpCTBA
obOpazoBanus u Hayku Poccuiickoii @enepanuu. Meroaudeckue peKOMEHIAIMU 10 pa3paboTke
HOMEHKJIATYpbl W WHCTPYKIIMH TIO JIEJIOMPOU3BOJCTBY B 0Opa30BaTEIbHOM YUPEKICHUU.
Tunosble mepeyHu ¢ yKa3aHUEM CpPOKOB XpaHEHMsI JOKyMeHTOB. [IpaBuia paboOThl apXHUBOB
OpraHu3aluu.

Tema 2.2 Knaccnpuxkanus nokymenros. IOpuandeckas cuna goxkymenra. Haznadyenue n
COCTAaB  OPraHU3allMOHHO-TIPABOBOH  NokKymMeHTanuu. Hasnayenme u  cocras
OPraHu3alOHHO-PACTIOPSAUTEIbHON AoKkyMeHTanuu. HazHayeHHe M COCTaB CIPABOYHO-
HH(OPMAUOHHOM TOKYMEHTALMH.

Knaccudukanus TOKyMeHTOB, €€ OCHOBHbBIC MPHU3HAKU. [ pymmbl JOKYMEHTOB - JOKYMEHTHI TIO
o0MM W aJMUHHCTPaTHUBHBIM BOIIpOcaM, T.€. IO BOINpocaM OOILEro pyKOBOJCTBA
OPEeINpUsITHEM H €ro JACSITeNbHOCThIO; - JOKYMEHTHI 1O (YHKIUSAM  YIpaBICHUS.
Knaccudukanus ciayxkeOHbIX TOKYMEHTOB: IO aJMHUHHCTPATUBHBIM BOIIpOCaM; MO BOIpOCaM
MaTepUaIbHO-TEXHUYECKOTO CHA0XKEHHUS, TOKYMEHTAIUs 0 TUIAHUPOBAHMIO; 1O OMEPATHBHON
NESTENIbHOCTH; IO OyXraJTepcKOMY Yy4eTy; IO TMOJArOTOBKE M PAcCTaHOBKE KaJpOB M T.A.
Knaccupukanuss mo HAaMMEHOBAHWIO: TIPUKA3bl, PACIOPSDKCHUS, IUJIAHBI W OTYETHI, aKTHI,
IIPOTOKOJIbI, TOTOBOPHI, YCTaBbl, HHCTPYKILUHU, JOBEPEHHOCTH U T.A. Kiaccudukanus no mecty
COCTaBJICHUS, IO CTENEHH YHH(PHUKAIMU, TO MPOUCXOXKIACHUIO, MO BUAY OG(OpMIIEHHS, MO
crioco0y ¢dukcanuu HWHPOPMAIMKM, TIO CTENEHH CJIOKHOCTH, IO CTENEHW TJaCHOCTH, IO
IOPUJIMYECKON cujie, 1O CpOKaM MHCIOJHEHHs, MO0 CpPOKaM XpaHEHHs, IO CTENeHH
0053aTeNbHOCTH.

CucremMa opraHu3aIlMOHHO-TIPABOBON JJOKYMEHTAIUH (YCTaB yUPEKICHHUS, TOJTO0XKEHHS, INTATHOE
pacnucaHue, JAOJDKHOCTHbIE MHCTpyKIuH). Cucrema opraHM3alMOHHO-PACIOPAIUTEIbHOM
JIOKyMeHTaluu (ykas, IpuKa3, BBIIKCKA U3 MpUKa3a, pacropsbkeHue, nocraHoninenue). Cucrema
CIPaBOYHO-UH(GOPMALIMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asBJICHUE, JOKIaHas 3alucKa,
IpeUIo’KeHNe, TPEeACTaBICHUe, CIy)XeOHas 3amucka, oObscHHUTENbHas). Cxema MOArOTOBKH
pacnopsAUTENbHBIX JOKYMEHTOB. [1opsiiok CHATHS U BbIIAYM KO C TIOKYMEHTOB.

Tema 2.3 JIokajibHbIe HOPMATHBHBIE aKThI. COCTaB M padoTa ¢ KaApPOBOH JOKyYMEHTALM eH.
[lonoxenusi, mnpaBuna, HMHCTPYKUUHU (IpaBWiIa BHYTPEHHEIO TPYAOBOIO paclopsiika,
UHCTPYKIUU O TOPSIIKE OCYIIECTBICHUS KaKOM-THO0 AesTeNbHOCTH WU MOPSAKE IPUMEHEHUs



MOJIOKEHUN 3aKOHOAATCJIbHBIX W HWHBIX HOPMATHBHBIX A4KTOB, IOJIOKCHUSA O CTPYKTYPHBIX
MoJIpa3/iesieHUsX, KOJIEKTUBHBIN foroBop u Ap.). [lopsnok odopmiaeHUs U MOAMUCAHUS ITHX
JAOKYMCHTOB IJId NPUMCHCHUS KaK CaMOCTOATCIBHBIX ITPABOBBIX AKTOB. Ilousatue u CTPYKTYypa
NEepPCOHANBHBIX AaHHbIX. OOs3aTeNbHbIE KaIpOBbIE TOKYMEHTHI 00pa30BaTeIbHON OpraHU3alli,
WX BHJIbI, COCTAaB, HOPMATUBHBIC TPEOOBAHMS K BEICHUIO KAaJIPOBOM JOKyMEHTAMH (TIPUKA3bl U
pacmopsbKeHusi 10 JIMYHOMY COCTaBy, 3asBJIEHHE, TPYAOBOH JOrOBOp, JOJDKHOCTHAS
WHCTPYKIUS, TPYAOBas KHUXKA, JIMYHAs KapTOuyKa, JMYHOE JeJo0). J[BHKeHue U XpaHEHUe
KaJpoBOo AokymeHTanuu. JKypHainbl W KHUTM YydeTa. VICHOJIHEHWE COLMaTbHO-IIPABOBBIX
3aMpoCoB.

Pa3nen 3. ®opmupoBaHue 1eJ1 1 OPraHU3alUsl XPaHEHHUsSI JOKYMEHTOB. JKCIepTH3a
LEHHOCTH JOKYMeHTOB. TexHn4yeckue cpeacTrsa, HCIOJb3yeMble B
AeJIONPOU3BOACTBE. DJICKTPOHHBIN JOKYMEHTO000pOT

Tema 3.1 IlpaBuia cocTaBjJeHHsI HOMEHKJATYPbI JeJ yupexaeHus. DopmupoBaHue W
opopwiienne nej. OpraHusanusi ONEPATHUBHOIO XpPaHeHUs [TOKyMeHTOB. dPopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM yYpPeKICHNH.

[TonsTne o «meney. Howmenknarypa aein. CocraBieHre HOMEHKJIATYpPhl JIeJl B
00pa30BaTENILHOM YUPEKICHHUH. ®opMHUpOBAaHUE [EII. IIpu3Haku 3aBeneHus nei:
HOMUHAJIBHBIN, TMPEIMETHO-BOIPOCHBIM, aBTOPCKUM, KOPPECIIOHIEHTCKHM, reorpaduyuecKuii,
xpoHonornyeckuii. Buzapr apxuBoB. TpeboBanus k apxuBam. [lopsaok nepenaun JOKYMEHTOB Ha
apxuBHOe xpaHeHue. Cucremaruszaius JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIpaBOYHBIM
annaparoM (HUCTOpUYECKas CIpaBKa, OMNMCH J€Jd IOCTOSHHOTO M BpPEMEHHOIO XpPaHEHUs
JIOKYMEHTOB, KHUTH y4eTa U JIBUKEHUS JIeT).

Tema 3.2 Jle1a mOCTOSIHHOTO W BPEMEHHOI0 CPOKA XpPaHEHHMsl. JKCIEPTHast KOMMCCHS
yupesxaeHusi. [lopsiiok yHH4TOKEHUSI AOKYMEHTOB.

OcoOeHHOCTH XpaHEHHUs e MOCTOSHHOIo, BpeMEeHHOro (cBeimie 10 yer) u aen mo JUYHOMY
cocraBy. llopsnox mnepemaunm gnen B I'ocynmapcrBeHHble apxuBbl. Co3gaHME SKCIEPTHOU
Komuccuu yupexaeHus. IlpoBeneHue skcnepTusbl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3aC€JaHMil KOMHMCCHM M aKTOB Ha yHMUYTO)XXKeHME nen. [Ipouenypa yHMUTOKEHUs
JIOKYMEHTOB.

Tema 3.3 MHcnoan3oBanue IIK B genonpousBoacrBe. CpeacrBa KONMPOBAHUA W
onepaTuBHOro pasmMuoxkenusi. [llpuem n 00paGoTka JOKYMEHTOB, MOCTYNAKIIUX M0 KAHAJIAM
3JIEKTPOHHOM MOYTHI M hakcuMuiIbHOM cBsi3u. [IpaBuiia 6e3o0macHoil padoThI ¢ OPITEXHUKOM.
KOMHBIOTCpHBIC cpeactBa IMOATOTOBKH  OTOKYMCHTOB. Wcnonb3oBanue I_HaG.HOHOB JJIA
dbopMUpOBaHUS JIOKYMEHTOB Ha KoMIblotepe. lcmonp3oBaHMe B KOMIBIOTEpE OJAaHKOB
nokyMmeHTOB. Co3nanue OJIaHKOB JOKYMEHTOB B KOMIbIOTEpe. M3roToBleHHe, KOMMUPOBAHUE U
THpPaXUPOBaHUE TOKyMEHTOB. CpencTBa 00pabOTKH JOKYMEHTOB. JIOKYMEHTHI, TIEpe1aBacMbIe
M0 KaHajaM CBS3HM (TejaerpamMma, Tellekc, ¢akcorpamma, TenehoHorpamma). Ilonsrue
«oprrexHuka». OCHOBHBIC BHJIbl OpTraHWU3AIMOHHON TeXHUKH. [IpaBuiia TeXHUKH 0€30MacHOCTH
paboTHI C OPTTEXHUKOM.

Tema 3.4 DiekTpoHHOe NOKyMeHTHpPOBaHue. IloHsiTHE «3JICKTPOHHBIN JOKYMEHT».
[IpenmymiecTBa Iepenadu JOKYMEHTa € KOMIIBIOTEpAa Ha KOMIBIOTEp.  YCTaHOBKA Ha
KOMIIBIOTEPE CHEIUAIBHO BBIACIEHHOW NaNKU s MOCTYNAIIMX J0KyMeHTOB. [IpenMyiectsa
anekTpoHHOM mouThl. Jloctynm k Internet. Cuctema peructpauuu u KoHTpousisi. Co3maHue
ANIEKTPOHHOM 0a3bl JaHHbIX. [lomck mokymMeHTa. ODKCKypcus B apXuB MypMaHCKOTO
ApPKTUYECKOI0 TOCYIapCTBEHHOIO YHUBEPCUTETA.



6. TEPEYEHb  YYEBHO-METOJIMYECKOTO  OBECHEYEHUA,
HEOBXOAMOT O JUISI OCBOEHMSI TUCIOUTLIMHBI (MOTYJIS).

OcHoBHas1 JiuTEpaTypa:

1. Oenepanbhblii 3akoH oT 22.10.2004 Ne 125-®3 «O06 apxuBHOM Jiele B
Poccuiickoit ®enepamumn» (pen. denepanbHbix 3akoHOB oT 04.12.2006 No 202-d3, 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  "OO0  wuHbopmanuu, uWHQOpPMATH3AMM U 3aLIUTE
nHpopmanuu". 3akon nmoganucan [Ipesuaentom Poccutickoit @eneparnuu 20 gespans 1995 rona
N 24-®3

3. 3axon Mypmanckoit o6actu ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM fieie
B MypMaHCKoii 001acTi»

4. ®enepanbHblii 3ak0H OT 27 utodig 2006 r. N 152-D3 "O nepcoHanbHbIX JaHHBIX"

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

6. [IpaBuna nemonpon3BOACTBA B (eAepalbHBIX OpraHax HCIOJHUTEIBLHON BIIACTH
(yrBepxkaensl nocranoBineHueM IlpaBurensctBa Poccniickoit @enepanuu ot 15.06.2009 Ne 477
7. [lepeueHb THUIOBBIX YMPaBICHUYECKUX APXUBHBIX JOKYMEHTOB, OOPa3yIOIIUXCS B

npoliecce JeATENIbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CAMOYIPABICHHS WU
OpraHu3aIii, C yKa3aHHeM CPOKOB XpaHEHHs. Y TBEP)KICH MPUKa3oM MUHHUCTEPCTBA KYJIbTYPHI
Poccuiickoit @enepanuu ot 25 aBrycra 2010 r. Ne 558

JlonoJIHUTeIbHAS JINTEpaTypa:

1. [Mucemo MunobpaszBanuss P® ot 20 nmekabps 2000 roma N 03-51/64 «O
MeTtoauueckux peKOMEHJANMsIX T0 pabdoTe ¢ JOKYMEHTaMH B 00IIe00pa3oBaTeIbHBIX
YUPEKACHUAK»

2. Opranu3zanus JIeJ0oNpoOu3BOJICTBA B JoKyMeHToobopora JIOY [Tekcr]: meros.
pek. / JI. . Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Conory06, O.I1. Jlenonpou3BOJACTBO: COCTABICHHE, PEAAKTHPOBAHUE U 00paboTKa
nokyMeHToB: YueOnoe nocodue / O.I1. Conory6. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JAUNCHUIIJTINHBI
MoAayJisl)

B o6pazoBaTenbHOM IpoIEcce UCIONIb3YIOTCS:

— ydeOHBIE ayJUTOpPUM JUId TPOBEACHUS  YUeOHBIX  3aHATUH, OCHAICHHbIC
000pyIOBaHUEM U TEXHUYECKMMHU CpelcTBaMH oOy4yeHus: yueOHas mebens, [1K, obopynoBanue
JUTSL IEMOHCTpAIINK NPE3eHTAIU, HarJIIHbIE TOCOOHS;

— TOMEIIEHHUs Uil  CaMOCTOSTENbHOW  paboThl  OOYyYalomuxcs, OCHAICHHbIC
KOMITBIOTEPHOM TEXHUKOH C BO3MOKHOCTBIO TIOJKITIOUEHUS K ceTH «HTepHeT» n o0ecrnieueHrneM
JIOCTYTIa B 3JICKTPOHHYIO HH(OPMAIIMOHHO-00pa3oBarenbHyto cpeny MAT'Y.

7.1 HEPEYEHD JIUIIEH3UOHHOI'O IPOT'PAMMHOI'O OBECIIEYEHMU S
JInueH3uoHHoOe MporpaMMHoe odecreyeHne 0Te4eCTBEHHOr0 MPON3BOICTBA

Kaspersky Anti-Virus

JInueH3MoHHOE MPOorpaMMHoe o0ecredyeHue 3apy0e:KHOro Mpou3BoACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHOe odecneyeHne 0Te4eCTBEHHOT0 MPOU3BO/ICTBA
7Zip



CB0001HO pacnpocTpaHsieMoe NPOrpaMMHoOe odecredeHne 3apy0e;KHOro NPon3BoACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJIEKTPOHHO-BUBJIUOTEYHBIE CUCTEMMbI:

OBC usnarenncrBa «Jlaub» https://e.lanbook.com/

OBC m3narennctBa «tOpaitT» https://biblio-online.ru/

OBbC «YHuBepcurerckas Oubauorexa oHixain» https://biblioclub.ru/

7.3 COBPEMEHHBIE IPO®ECCHUOHAJIBHBIE BA3bI JIAHHBIX
1. Cyne6Hubie 1 HOpMaTUBHBIE akThl PO http://sudact.ru/

2. UndopmannonHo-ananmutuyeckas cucrema SCIENCE INDEX

3. DnekTpoHHas 0asza TaHHBIX Scopus

4. ba3sl manabeix komnanud CLARIVATE ANALYTICS

7.4 THOOPMALMOHHBIE CITPABOYHBIE CUCTEMbI

l. CrnpaBouHO-IIpaBOBast UH(POPMALIMOHHAS cucremMa KoHcynpTanT ITmroc
http://www.consultant.ru/

2. 00O «CoBpeMeHHBIE MeAMa TEXHOJIOTMM B  OOpa3oBaHUM U  KYJIbType».
http://www.informio.ru/

8. UHBIE CBEJIEHUS U MATEPUAJIBI HA YCMOTPEHUE BEIYIIENA KA®EJIPHI
He npexgycmorpeHo.

9. OBECIIEYEHHUE OBPA3OBAHMUA JJIs1 JIUI C OB3

st oGecrieueHnst 00pa30BaHUs MHBAIHMJIOB U JIUI] C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH 3/I0POBbSI
peanu3anus JUCUMIUIMHBI MOET OCYIIECTBISATHCS B aJaNTUPOBAHHOM BHJIE, C YYETOM
cienuUKA OCBOCHHS H JTUJAKTHYECKMX TpeOOBaHWM, WCXOAS W3 HHIWBHIYaTbHBIX
BO3MOXKHOCTEH U 0 TUYHOMY 3asIBIICHUIO 00YJarOIIeToCs.



