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1. EJIb OCBOEHUA JUCHUIIJIMHBI (MOAYJIS) — dopmupoBanue y oOyyarouuxcs
TEOPETHUYECKUX 3HAHUUM M MNPAKTUYECKUX YMEHMM JUI OpraHU3alMM JIeJONPOU3BOJICTBA,
HEO0OXOIUMBIE TPHU BBHIMNOJHEHUHM OINEpaluid MO0 CO3AaHUI0 M 00pabOTKE OpraHU3aIllMOHHO-
pacnopsAUTENbHBIX JOKYMEHTOB, BEJCHHS JI€JIOBOM MNEPeNnucKH, aHanu3a HWHGOPMaIMOHHBIX
MOTOKOB ¥ HMH(QOPMAIIMOHHOTO B3aUMOJICHCTBUS B OpraHU3allMM, COBEPIIEHCTBOBAHUU
TEXHOJIOTHH JTOKyMEHTAllMOHHOTO OOecledeHHsl YIpaBlIeHUs W apXUBHOro Jeja Ha 0Oasze
HoBeimux I T-TexHonoruit, ooecrnedyenus TeKyIero XxpaHeHus: J0KyMEHTOB.

2. TPEBOBAHMUS K PE3YJIIbTATAM OCBOEHUSA JUCHUIIJIMHBI (MOAY JISI)
B pesynprare ocBO€HHMsS ~AUCIUIUIHHBI  (MOAYJsA) (QOPMHUPYIOTCA  CIETYIOIINE
KOMIICTEHIIHH:
Crioco0GeH ynpaBiisiTh CBOMM BPEMEHEM, BbICTpauBaTh U PEATU30BBIBATH TPACKTOPHIO
caMOpa3BUTHS HAa OCHOBE MPUHLUIIOB 00pa3oBaHus B TeueHue Bcer xu3Hu (YK-6)

[TepedyeHs IaHUPYEMBIX PE3YIHTATOB O0YUCHHUS 110 JUCITUTIIMHE (MOYJII0), COOTHECEHHBIX C
WHIMKATOPaMHU TOCTUKEHUST KOMIIETEHIINI

Komnerenuus Nuaukaropsl Pe3yabTarnl 00yueHust
KOMIIeTeHIH
YK-6. Cnocoben VK-6.1. Onpenensier cBon | 3HaTb: HOPMATHBHBIE JOKYMEHTBI IO
YIPAaBIATH CBOMM | JIMYHBIE PECYPCHI, yHUGUKALMK U CTaHAAPTU3ALUU B 00JaCTH
BpEMEHEM, BO3MOYXHOCTH U JIOKYMEHTaIluH, JefCcTByIOIINE Ha
BBICTpauBaTh U OTpaHUYEHUS IS TEPPUTOPUU P®; roCy/apCTBEHHbBIE
pean30BbIBaTh JOCTUKEHHUSI TIOCTABICHHON | CTaHAAPThl U 3aKOHOJATENbHBIE AaKThl IO
TPAEKTOPHIO Lenu JIOKYMEHTUPOBAHUIO;
camopasButusg Ha | YK-6.2. Co3znaer n CUCTEMBbl JIOKyMEHTAalluHM, TpeOOBaHUA K
OCHOBE JOCTpanuBaeT COCTaBJICHUIO ¥ O()OPMIIEHUIO JOKYMEHTOB;
MIPUHITUTIOB UHAUBUAYAIbHYIO TUIIOBBIE UHCTPYKLUHU 1o
o0pa3oBaHus B TPAEKTOPHUIO CAMOPA3BUTHUS | JEJIONPOU3BOACTBY, pErjaMeHT paboThl,
TE€YeHHE Bcer IIPU MOJIY4EHUU JOJKHOCTHBIE HHCTPYKLNU;
KU3ZHU npodeccrnoHalbHOTO OCHOBHBIE BU/IBI JIOKYMEHTOB,
oOpa3oBaHUs peraaMeHTHPYIOIINX 00pa3oBaTeNbHYyI0
NeSITeNIbHOCTD;
OCHOBBI JIEJIONPOU3BOICTBA B
00pa30BaTeNbHOM YUPEXKICHUU.
YMeTh: pauMoHaIbHO UM 3(PPEKTUBHO
OpraHM30BbIBATh  JEJIONPOM3BOACTBO B
o0Opa3oBaTeNbHOI OpraHu3aIuy;
COCTaBIAITh  y4eOHO-METOAMYECKHE U
HOPMAaTUBHO-TIPaBOBbBIE JIOKYMEHTHI,
peraaMeHTHpYIOIIHe JIeSITEIbHOCTD
00pa3oBaTebHON OpraHU3aINHI
Bnagers:  meTtomamm, cnocobamMu U
CpelacTBaMu MOJTy4EeHus, XpaHeHus,
nepepaboTku nHpopMaluy,
OCHOBaMHU KOMIIBIOTEPHON TPAaMOTHOCTH;
TEXHOJIOTHEN OpraHu3aluu
JeJIONIPOU3BOICTBA B 00pa3oBaTEIbHOM
YUPEKICHUU.

3. YKA3AHHUE MECTA JUCHUIUVIMHBI (MOAYJIsI) B CTPYKTYPE
OBPA3OBATEJIbHOU ITPOI'PAMMUBI.




Huctunnuba  «Jlenmonpou3BoACTBO M JOKYMEHTOOOOPOT B 00pa3oBaTeIbHOM
YUpEeXIEHUN» B CTPYKTYpe OCHOBHOI mpodeccnoHanbHOM 00pa3oBaTeNbHOM MpOrpaMMBI
HanpaBieHuss  moarotoBku  44.03.03CnenmansHoe  (medexTosornueckoe)  oOpa3oBaHHE,
HarnpaBJieHHOCTh (mpoduis) Jloronenus sBisieTcs: GaKyIbTaTUBOM.

4. OBBEM JUCHUIIJIMHBI (MOAYJisl) B 3AYETHBIX EJIMHUIAX C
YKA3AHUEM KOJIMYECTBA AKAJEMHWYECKHUX WJIN ACTPOHOMMUYECKHUX
YACOB, BBIIAEJEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOLIUXCHA C
IPENIOJIABATEJIEM (II0 BHWJIAM VYYEBHBIX 3AHATHH) W HA
CAMOCTOATEJIBHYIO PABOTY OBYYAIOHIUXCHI.

OO6m1ast TpyA0€MKOCTh TUCIMIUIMHBI COCTABISIET | 3aUeTHYIO €IUHUITY WK 36 4acoB (U3
pacuera 1 3.e.= 36 yacoB).
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B nHTEpakTUBHBIX (popMax yachl UCHOIB3YIOTCS B BUE KPYIJIOro CTOJIA.

5. COAEP)KAHUE AUCHUIVIMHBI (MOAYJISA), CTPYKTYPUPOBAHHOE
0o TEMAM (PA3BJAEJAM) C VYKA3AHUEM OTBEJAEHHOI'O HA HHUX
KOJNYECTBA AKAJIEMUYECKUX WX ACTPOHOMHUYECKHUX YACOB H
BHUJIOB YUEBHbBIX 3AHSITUI.
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1 | Paznen 1. Conepxanue, 3HaUeHHE 1 - 1 10

JIETIONPOU3BOJICTBA. TeXHOIOTUs
OpraHu3aIu JAEJOMPOU3BOJCTBA B
00pa30BaTeNbHOM YUpPEKICHUU

2 | Pazgen 2. HopmatuBHO- 1 1 - 2 10
3aKoHomarenbHas 0aza. OCHOBHBIE
BH/JIBI TOKYMEHTOB M CHCTEMBI
nokymeHTanuu. OcoOeHHOCTH
MOATOTOBKH ¥ O(OPMIIEHUS
OTJICNTHHBIX BUJIOB JIOKYMEHTOB

3 | Pazgen 3. @opmupoBaHue 1€ U - 1 - 1 8
opramu3anys XpaHCHUA




JIOKyMEHTOB. JKCIEpTH3a
HEHHOCTHU JOKYMCHTOB.
TexHuueckue cpeacTna,
HCIIONb3YEMBIE B
JIETTOTIPOU3BOJICTBE. DIIEKTPOHHBIN
JIOKYMEHTO000pOT

3auger 4

NUTOI'O: 2 2 - 4 - 28 | 4

Conep:xxaHue THCHMIIMHBI (MOTYJIs1)

Paszgea 1. Copep:xanne, 3HaUeHHe e 0NPou3BoAcTBa. TexHomorus
OpraHu3aNyu J1eJ0NPON3BOACTBA B 00Pa30BaTeJbLHOM YUpe:KIeHUHU

Tema 1.1 OCHOBHBIEC TEPMHHBI M MOHATHE «1€JI0NPOU3BOACTBO». McTOPUSI BO3HMKHOBEHHUA
U OCHOBHBIE 3TaNbl Pa3BUTHS /1eJ10NPOU3BOACTBA. CHCTEMBbI OPraHU3aluH
aejonpou3soAacTBa. [loHsiTHE M NIPUHIMIIBI OPTraHU3ALMHU JOKYMEHT0000pOTa

[Tonsitue «aenonpousBoAcTBO». OCHOBHBIE LIENH U 3a7ja4u JIenonpou3BoacTsa. Heo6xoaumocts
OpraHW3alMK JEIONPON3BOJCTBA B YUPEKICHUN. 3HAYCHHUE JEJIONPOU3BOJCTBA B IEATEIBHOCTH
oOpa3zoBaTenbHOro yupexjaeHus. Cekperapp, JeI0NPOU3BOAUTEND, JOKYMEHTOBEA, KaHIEISPUS.
Hcropuueckue stansl pa3BuTUs Aen0npon3BoacTBa B Poccun. CoBpeMEHHOE TOCyAapCTBEHHOE
peryiaupoBaHue  Aenonpous3BoAcTBa. CHCTeMBI  J€JIONPOM3BOJCTBA:  LIEHTPAJIW30BAHHAS,
JelleHTpanu3oBaHHas, cMmemanHas. CTpykrypa u 00BEM J0KyMeHTooOopoTa. (OCHOBHbBIE
MIPUHIIMIIBI OpraHU3aluy paboThl C JOKYMEHTOIIOTOKAMHM, KaK CO3/IaHuEe ONTHUMAJIbHBIX YCIOBUN
JUIS  BCEX BHUAOB paboThl C JOKyMeHTamMu. OpraHu3alMOHHAs CTPyKTypa IepcoHaia,
obecreunBaroIiero paboTy ¢ JOKyMEHTaMHU.

Tema 1.2 PexkBu3uTHI 10KyMeHTOB. Perucrpanust u uHaekcanusi 10kyMeHToB. CTpykTypa 06a3
AaHHBIX JAokyMeHTOB. Ilpuem, o0paboTka M pacnpelesieHHe MNOCTYNAKIIUX JAOKYMEHTOB.
Opraauzanys 00pad0TKH U Nepeaayu OTIPABJISAEMbIX JOKYMEHTOB.

[lonstue pexBusurta nokymeHta. Bunbel pexBusutoB. IIpaBuia odopmieHus peKBU3UTOB
nokyMeHToB.  @opmynsp-obpaszeu.  brnank noxkymenta. Bunel 6mankoB. TpeGoBanus k
6mankaMm gokyMmeHToB. lllaGnonsl. MHaekcanust u peructpanus AOKyMEHTOB. Bujbl u dopmbl
peTUCTpalu TOKYMEHTOB. TpeOoBaHHS K TEKCTaM CIIY)KEOHBIX JOKYMEHTOB: KPAaTKOCTh U TOYHOCTh
HN3JI0KCHUS I/IH(bOpMaHI/II/I, HUCKIIFOYCHHUEC JIBOSKOI'O TOJIKOBAHMHA, OO0BEKTUBHOCTh H HOCTOBEPHOCTH
nH(pOpPMAINH, COCTABIIEHHE MPOCTHIX TOKYMEHTOB, CTPYKTYpHPOBaHHE TEKCTa JOKYMEHTa, HIMPOKOE
HCIIOJIb30BaHUEC Tpa(i)apeTHBIX N TUIIOBBIX TEKCTOB IIPU OIMCAHWUHN MNOBTOPAIOIINXCA YIPABICHYCCKHUX
cuTyanuid. SI3bIK M CTHIIb CIIY)EOHBIX JOKyMEHTOB. JTambl OOpaOOTKH BXOANINX JTOKYMEHTOB.
[lepBuunas o00paboTka BXOIAIIMX JOKYMEHTOB. Perucrtpupyemble U HEpErucTpupyembie
nokyMeHThl. [IpenBaputenbHoe paccCMOTpPEHHE JOKYMEHTOB JUJIsl HANPAaBJICHUS HCIOJTHUTEINISIM.
Pesomonus.

[lopsimox  MOATOTOBKM  UCXOASIIMX JOKyMeHTOB. (CocTaBiieHHe TIpOeKTa JIOKyMEHTa,
corjiacoBaHue, nonanucanue (yTBepxkiaeHue), TupaxupoBaHue. CrocoObl U METOJbI OTIPaBKU
UCXOJAIMMX JOKyMeHTOB. OOIas XapakTepuCTHKa clykeOHOW mnepenucku. Pa3sHoBHIHOCTH
CIIy’KeOHBIX THCEM (COMPOBOJIUTENBHOE MHCHMO, MUCbMO-IPOCHOA, MUCHMO-3aMPOC, MUCHMO-
OTBET, MHCbMO-COOOIEHNE, HH(POPMAIIMOHHOE MUCHbMO, TapaHTHUIHOE MHUChMO, MHCHMO-
MpUTJIANIEHUE U T.11.).

Tema 1.3 Ilopsigok NpoXokIeHUS] BHYTPEHHHUX JTOKYMEHTOB. OpraHus3anus KOHTpPOJs 3a
HCIOJITHEHHEeM JI0KYMeHTOB. PaGora ucnosiHureeil ¢ fokyMeHTamMu. Opranusaunus noMcKoBoOu
CHCTEMBI 110 IOKYyMEHTAaM.

BayTpennue mOKyMeHTHI 00pa3oBaTEIbHOW OpraHW3auu (3asBICHUS, CIyKEOHbBIE 3aIUCKH,
JOKJIaJiHble, OOBSICHUTEbHBIE, CIIPaBKMU, CBOJKM, OTYEeTHl U jp.). Iloaroroska, odopmieHue,




peructpanus. [IpaBnna NmOCTaHOBKM JIOKYMEHTOB Ha KOHTPOJIb. [IOpSANOK CHATHS JTOKYMEHTOB C
KOHTpoid. OT4eT MO MCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaThBHOE HCIIOIHEHUE
JAOKYMCHTOB COTPYAHHKaMHM B COOTBETCTBHUHM C HUX JOJLDKHOCTHBIMU 00sI3aHHOCTSIMHU |
pe30JIIoUEe  PYKOBOJMTEIS. OTBETCTBEHHOCTH 32 HecoOmoaeHWe  TpeOOoBaHMI
HCHOJTHUTEIBCKOHN JAUCHUIIIINHBI, 3a HCIIPaBHUJIBHOC HUCIIOJIB30BaHHE JI€I710TBy1—OHIHX
HOPMATUBHBIX JOKYMCHTOB B ITOATOTOBKCE, OCbOpMJ'IeHI/II/I U HUCIIOJIHCHUHU JOKYMCHTOB B CPOK.
ITonckoBast cucreMa JOKYMCHTOB - KapTOTCKHU U KHaCCI/I(l)I/IKaHI/IOHHI)Ie CIIpaBOYHHKH. BI/I)]BI
KapToTek. Bunpl kinaccuuKkanMOHHBIX CIIPAaBOYHUKOB.

Tema 1.4 Cnoco0bl U MeTOAbl AOCTABKH [JOKYMEHTOB. O0padoTka KOH(HMIEHUHAIBHBIX
JOKYMEHTOB W JOKYMEHTOB [IJIsl CJIY:KeOHOI0 TMOJIb30BaHMsl. JKCKYPCHS B  OTIe]d
JeJI0NPou3BoACTBa MypPMaHCKOI0 APKTHYECKOT0 rOCY/IapCTBEHHOI0 YHUBEPCHUTETA.
Opranmzanysi MOYTOBOM, KypbepPCKOM M 3KCIPECC-IOCTaBKA JOKYMEHTOB. [IOHATHS: «LIEHHOCTH U
0e30MmacHOCTh MHGOPMALUN», «KOHPHUACHUUATBHOCTEY, «yrpo3a KOH(HUIEHIUAIBHOCTHY,
«3ammTta uHQoOpManum». be3omacHOCTh TMEeHHBIX HWH(GOPMAIMOHHBIX pecypcoB. llenHas
nH(popManusa 1 KoH(GUICHIIUATBFHBIE TOKYMEHTHI. PernamenTanus coctaBa KOH(UIEHIIUATBHBIX
CBElIeHHH W JOKyYMeHTOB. I[lopsimok paboThl ¢ KOHPHUIACHIUMATHHBIMH JOKYMEHTAMHU U
Marepuanamu. Kondunennnanbaas nHGOpMAIIHS U CBEJICHUS B ICSITEIBHOCTA 00pa30BaTEIHbHOM
OpraHu3aIyHy.

Pasznen 2. HopmaTtuBHO-3aKk0HOAaTe/IbHAsA 0a3a. OCHOBHBIEC BU/IbI JOKYMEHTOB H
CHCTEeMbI JOKYMeHTaluu. OCO0eHHOCTH MOATOTOBKHU M 0()OPMJICHUSA OTAEJbHBIX
BU/IOB IOKYMEHTOB

Tema 2.1 HopMaTHBHO-3aKOHOAATe/IbHbIC H HOPMATHBHO-METOAHYECKHE JOKYMEHTHI 110
aesonpoussoiacTsy. HopMaTuBHO-3aK0HOAATEIbHbIE H HOPMATHBHO-METOANYECKHE
AOKYMEHTBI 110 ADXUBHOMY JeJ1y.

3akoHoarenbHble akThl Poccuiickoit @enepanun 1 MypmaHckoit 00acTy, periaMeHTUPYIoIre
JIETIOTIPOU3BOJICTBO M apXMBHOE JeN0. ['ocyAapCcTBeHHBIC CTaHIAPTHI U YHUDUKAIUS B 00JIaCTH
JEJIONPOU3BOJCTBA M apXMBHOro jnena. MHCTpyknms Mo aenonpous3BOACTBY MuHMCTEpCTBA
oOpa3zoBanus 1 Hayku Poccuiickoit @enepanuu. MeToaudyeckue pekoMeHAaluU o pa3padboTke
HOMEHKJIATypbl W MHCTPYKIHMHM TIO JIEJIONPOU3BOJCTBY B 00pPa30BATEIBLHOM YUPEKICHHUH.
TunoBble mepeyHu ¢ yKa3aHHEM CpPOKOB XpaHEHHs JOKyMeHTOB. [IpaBuia paboThl apXuBOB
OpraHu3aIui.

Tema 2.2 Kunaccupukanus n1okymenToB. IOpuanyeckas cuia nokymenra. Haznauenue u
COCTAaB  OPraHM3allMOHHO-NPAaBOBO  JAoKkymeHTauuu. Ha3nauenme wu  cocras
OPraHM3aLMOHHO-PACIIOPAANTENbHONM JoKyMeHTanuu. Ha3HaueHne M coCcTaB CIIPaBOYHO-
HH(pOPMALIMOHHOH TOKYMEHTALMH.

Krnaccudukanus 10KyMEeHTOB, €€ OCHOBHbIE MPHU3HAKU. ['pynmbl TOKYMEHTOB - JOKYMEHTHI 1O
o0mMM ¥ aJAMHHHMCTPaTHBHBIM BOIIpOcaM, T.€. IO BOIpocaM OOIEro pyKOBOJCTBA
NpEeNNpUsITHEM M €ro JeSTeNbHOCTbIO; - JOKYMEHThl 1O (YHKUMSIM  YIIPaBJICHHUS.
Krnaccudukanus ciayx eOHbIX JOKYMEHTOB: IO aJMUHHCTPATHUBHBIM BOIIpOCaM; MO BOIpOCaM
MaTepUATbHO-TEXHUYECKOTO CHAOXKEeHMsI; TOKYMEHTalusl MO IUIAHUPOBAHMIO; 10 ONEepaTUBHON
NESTeNIbHOCTH; IO OyXrajTepcKoOMy YueTy; IO MOATOTOBKE M PAcCCTaHOBKE KaJpoB M T.A.
Knaccudukanus mno HaMMEHOBAaHHIO: TMPUKA3bl, PACIOPSDKEHUS, IUIAHBI U OTYETHI, aKThI,
MIPOTOKOJIbI, TOTOBOPHI, YCTaBbl, MHCTPYKILIMHU, JOoBepeHHOCTH U T.A. Kiaccudukanusa no mecty
COCTaBJIEHUS, MO CTENEHH YHU(DUKAIMH, 1O MPOUCXOXKACHHIO, MO BUAY OGOPMIICHHS, IO
croco0y (dukcanuu HWHPOPMAIMH, TIO CTETEHH CJIOKHOCTH, IO CTEMEHHW TJIaCHOCTH, TIO
IOpUJINYECKONM CHWJIe, MO CpOKaMm HCIIOJIHEHUs, 10 CpOKaM XpaHEHMs, II0 CTEIEeHH
0053aTEeTLHOCTH.

Cucrema opraHu3aliOHHO-IIPaBOBON JOKYMEHTAIUU (YCTaB yUpeKIeHUS, MOJI0XKEHHS, IITaTHOE
pacnucaHue, JOJDKHOCTHbIE HMHCTpyKuuu). Cucrema OpraHu3allMOHHO-PaCHIOPSAUTENbHOM
JNOKyMeHTaluu (yka3, MpuKas3, BeIHCKA U3 MPUKa3a, paclopsbkeHue, mocraHoienue). Cucrema



CIIPaBOYHO-UH(OPMAITMOHHOW TOKYMEHTaluu (MIPOTOKOJI, aKT, 3asBJICHUE, JOKJIaHAs 3aIUCKa,
MpeIIoKEeHUe, Mpe/cTaBiIeHue, CiyeOHas 3amucka, oObsicHUTeNnbHas). CxemMa MHOArOTOBKU
PacopsIIUTENBHBIX TOKYMEHTOB. [IOpsIOK CHATHS U BBIAAYH KOITHH C JOKyMEHTOB.

Tema 2.3 JlokajibHbIe HOpMaTUBHBbIE aKThbI. CocTaB M padoTa ¢ KaPOBOHl JOKYMEHTalMel.
[lonoxxenus, mnpaBuiaa, HMHCTPYKUUU (TpaBUiia BHYTPEHHErOo TPYIOBOTO  pacropsiika,
MHCTPYKLHU O TMOPSIKE OCYIIECTBICHUS KaKOH-ITNO0 NeATeNIbHOCTH WU MOPSAKE MPUMEHEHUs
MIOJIOKEHNUN 3aKOHOJATENIbHBIX M HWHBIX HOPMATUBHBIX AaKTOB, ITOJIOKEHUS O CTPYKTYPHBIX
MO/Ipa3/IeNIeHUsAX, KOJUIEKTUBHBIN foroBop u Ap.). [lopsnok odopmieHus U MOANUCAHUS ITHX
JOKYMEHTOB ISl IPUMEHEHHsI KaK CaMOCTOSITENbHBIX NPABOBBIX aKkTOB. [IoHATHE M cTpyKTypa
MepCOHANbHBIX JaHHBIX. O0s13aTeNbHBIE KaIpOBbIE TOKYMEHTHI 00pa30BaTeIbHON OpraHU3aIiH,
UX BHJIbI, COCTaB, HOPMaTUBHbIE TPeOOBaHUS K BEJACHUIO KaJIPOBON JOKyMEHTAlMH (IpUKa3bl U
paclopspKeHUsl 10 JINYHOMY COCTaBy, 3asBJIIEHHE, TPYIOBOM JOTOBODP, JOJKHOCTHAS
WHCTPYKLMSA, TPYJOBas KHIKKA, JIMYHAs KapToyka, JUYHOE Jeyo). JBWkKeHue M XpaHeHue
KaapoBON AoKyMeHTanuu. JKypHanel M KHUTH ydera. VICIOMHEHWE COIMalbHO-IIPAaBOBBIX
3aIpOCOB.

Paspnen 3. @opMupoBaHue e/l 1 OPraHU3alUs XPAHEHUsI JOKYMEHTOB. JKCIEePTH3a
HEHHOCTH TOKYMECHTOB. TexHuueckue cpeacrea, HCNOJb3YEMbIEC B
AEJIONPOU3BOACTBE. DJIEKTPOHHBIN I0KYMEHT0000pOT

Tema 3.1 IlpaBuia cocTaB/ieHUs] HOMEHKJIATYPbI JeJ yupexaeHus. PopmMupoBaHue W
odpopmiienne geqn. OpraHu3aunusi ONEPATHBHOIO XPaHEHHMs [OKyMeHTOB. dopmMupoBaHue
apxuBa B 00pa30BaTeJIbHOM YUpPeKIACHUM.

[lonsatne o «xaene». Homenknarypa nem. CocraBiieHHE HOMEHKJIATypbl J€lI B
00pa30BaTEIbHOM YUPEKJICHUH. dopMupoOBaHUE eI, [Ipu3Hakm 3aBeneHust Jnen:
HOMHHAJIbHBIM, TpPEeIMETHO-BOIPOCHBIH, aBTOPCKUH, KOPPECIOHAEHTCKUN, Treorpapuyeckuii,
xpoHonorudeckuil. Buapsr apxuBoB. TpeboBanus k apxuBam. [lopsiiok nepenayn 10KyMEHTOB Ha
apxuBHOe xpaHeHue. Cucrtemarusaius JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIIpaBOYHBIM
anmapaTtoM (MCTOpHuYecKas CIpaBKa, OMNHCH JeJ IOCTOSHHOTO W BpPEMEHHOTO XpaHEHUs
JIOKYMEHTOB, KHUTY y4eTa U JBUKECHHUS J1eN).

Tema 3.2 /lesija MOCTOSAHHOIO M BPEMEHHOI0 CPOKAa XpaHEHHMs. JKCIEPTHAs KOMMCCHUS
yupe:xkaeHusi. [Iopsiiok yHHYTOKEHUsSI JOKYMEHTOB.

OcoOeHHOCTH XpaHEHUs /el MOCTOSHHOro, BpeMeHHOro (cBeime 10 JieT) u Jen mno JIMYHOMY
coctaBy. Ilopsanok mnepemaum nen B TocynapctBeHHble apxuBbl. Co3maHue SKCHEPTHOU
KoMuccuu yupexzaenus. [lpoBeneHue »sKcmepTU3bl LEHHOCTH JOKyMeHTOB. OdopmiieHue
IIPOTOKOJIOB 3aCEIaHMM KOMUCCHHM M aKTOB HAa YHHUYTOXXeHHE Aeil. [Iponeaypa yHUYTOKEHUA
JOKYMCHTOB.

Tema 3.3 MHcnoanzoBanue IIK B jesonpousBoacre. CpencrBa KONUPOBAHUSL M
OInepaTUBHOIO pasMHoxkeHus. IIpuem u 00padoTka JTOKYMEHTOB, MOCTYNAIOMIMX 10 KAHAJIAM
3JIeKTPOHHOM MOYTHI M (hakcumMmbHOI cBsizu. [IpaBuiia 6e3onacHoii padoThl ¢ OPrTeXHUKOIA.
KommbroTepHble cpencTBa MOArOTOBKM —JOKyMeHTOB. Mcmonb3oBaHue 11a0JIOHOB st
¢bopMupoBaHHs JIOKyMEHTOB Ha KoMmblotepe. lcmonb3oBanue B KOMIbIOTEpe OJaHKOB
nokyMeHToB. Co3flaHue OJIaHKOB JIOKYMEHTOB B KoMmIbioTepe. M3roToBineHue, KONUpoOBaHUE U
TUPaXKUPOBaHUE NOKyMEHTOB. CpencTtBa 00pabOTKH JOKYMEHTOB. JIOKYMEHTHI, mepeaBacMbie
[0 KaHajaM CBs3M (TelerpaMma, Tejlekc, (akcorpamMma, TtenepoHorpamma). Ilonsarue
«oprrexHuka». OCHOBHbIE BUJbl OpraHU3alMOHHON TeXHUKHU. [IpaBuiia TeXHUKH 0€30MacHOCTH
paboTHI C OPTTEXHUKOM.

Tema 3.4 DuexkTpoHHOe 1OKyMeHTUPOBaHMe. [loHsATHE «3JIEKTPOHHBIH TOKYMEHT).
[IpeumymiecTBa mepenadun JOKyMEHTa C KOMIIBIOTEpa Ha KOMIBIOTEp.  YCTaHOBKA Ha
KOMITHIOTEPE CIECIMAIIBHO BBIICIEHHOM MANKW JJIs TIOCTYTAIIINX TOKYMEHTOB. [IpenmymiecTa



anekTpoHHOW mouthl. Jloctynm k Internet. Cucrema peructpaumu u KoHTpoissa. Co3naHue
EeKTpOHHONW 0Oa3bl JaHHbIX. [loMck pgokymeHTa. OKckypcuss B apxuB MypMaHCKOIoO
ApPKTUYECKOI0 FOCYJapCTBEHHOIO YHUBEPCUTETA.

6. MEPEYEHbL  YYEBHO-METOJMYECKOI'O OBECIIEYEHHSI,
HEOBXOJUMOTO /151 OCBOEHMSI JUCHUTLIMHBI (MOYJIS).

OcHoBHas JuTepaTypa:

I. @®enepanbhblii 3akoH oT 22.10.2004 No 125-®3 «O06 apxuBHOM Jeie B
Poccuiickoit @eneparun» (pea. dDenepanbHbix 3akoHOB 0T 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. Oenepanbhblii  3akoH  "OO0 wHbopMauuu, uHQOpPMATH3AIMK U 3aIUTE
unpopmanun". 3akon noanucan Ilpesunentom Poccuiickoit denepannu 20 despans 1995 rona
N 24-03

3. 3axkon Mypwmanckoit obmactu ot 20.02.2006 Ne 730-01-3MO «O06 apxuBHOM Jeie
B MypMaHcKoi o6actu

4. ®enepanbHblil 3ak0H 0T 27 uroist 2006 r. N 152-D3 "O nepcoHanbHbIX JaHHBIX"

5. ®enepanbHbiil 3ak0H 0T 2 Mas 2006 r. N 59-@3 "O nopsake paccMOTpeHHs
obparmenuit rpaxxaan Poccuiickoit deneparnun" C n3MEHEHUSIMHU U JIOTIOJTHEHUSIMA OT: 29 UIOHS,
27 uronst 2010 1., 7 mas, 2 utons 2013 1., 24 nosi6ps 2014 1.

6. [IpaBuna pemonpous3BoACTBa B (eepaIbHBIX OpTaHaX WCIOJHUTEIBHON BIACTH
(yrBepkneHsl nocranoBieHueM [IpaButenbcta Poccuiickoit @enepanuu ot 15.06.2009 Ne 477
7. [lepeueHb THUIOBBIX YIPaBIEHYECKUX ApXUBHBIX JOKYMEHTOB, 00pa3yrOIIMXCS B

MpoLecce AEITeIbHOCTH TOCYIapCTBEHHBIX OPraHoOB, OPraHOB MECTHOT'O CaMOYIPaBIICHUS U
OpraHu3altii, ¢ yKa3aHWEM CPOKOB XpaHEHHs. Y TBEPKIEH NMPUKa30M MUHHUCTEPCTBA KYJIbTYpPbI
Poccuiickoit ®eneparuum ot 25 aBrycra 2010 r. Ne 558

JdonmosiHuTeIbHAS JIUTEpaTypa:

1. [TuceMo Munobpa3anus P® ot 20 gexabps 2000 roga N 03-51/64 «O
Metoauyeckux peKkoMeHIalusx Mo paboTe ¢ JOKyMEHTaMH B 0011eo0pa3oBaTebHbIX

YUPEKICHUIX)

2. Opranmsanus JeJompou3BoIcTBa U JokyMeHToobopora JIOY [Tekcr]: meros.
pek. / JI. U. Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Conory06, O.I1. Jlenonpou3BoACTBO: COCTABICHHUE, PEAAKTUPOBAHUE M 00paboTKa

nokyMeHToB: YuebHoe nocobue / O.I1. Comory0. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHHUIIJIMHBI
MOAVYJIA)

B o6pazoBaTenbHOM IpoIiecce UCIONIb3YIOTCS:

— yuyeOHblE ayJAUTOpUU ISl  TPOBENEHUS  y4eOHBIX  3aHSATHH, OCHAICHHbBIE
000py/I0BaHHEM M TEXHUYECKUMU cpeAcTBaMH oOydeHus: yuebHas mebens, [1K, obopynoBanue
JUISL IEMOHCTpAIIMK MTPE3eHTAIN, HarJIaJHbIe TOCOOUS;

— TIOMENICHUS JUIsi  CaMOCTOSITEIbBHOW  paboThl  OOYyYaromUXCs, OCHAIICHHBIC
KOMITBIOTEPHON TEXHUKON C BO3MOKHOCTBIO MOJKIIOYEHUs K ceTu «IHTepHeT» u o0ecnieueHrneM
JIOCTYTIa B AJIEKTPOHHYIO HHGOPMAIIMOHHO-00pa3oBarenbHyto cpeny MATY.

7.1 IEPEYEHDb JIUIIEH3UOHHOI'O TIPOTPAMMHOI'O OBECIIEUEHMU S
JIuneH3uOHHOEe MPOrpaMMHOe odecriedeHne 0Te4eCTBEHHOr0 MPOU3BOICTBA
Kaspersky Anti-Virus

JIueH3noHHOe MPOrpaMMHoe odecrnevyeHre 3apy0e:;KHOro nNpou3BoACTBA

MS Office

Windows 7 Professional

Windows 10



CB0001HO pacnpocTpaHsieMoe MPOrpaMMHOe o0ecneyeHne 0Te4eCTBEHHOT0 IPOU3BOACTBA
7Zip

CB0001HO pacpocTpaHsieMoe MPOrpaMMHOe o0ecneyeHne 3apy0e;KHOr0 MPOM3BOICTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 DJIEKTPOHHO-BUBJIMOTEYHBIE CUCTEMBDBI:

OBC u3narennctBa «Jlane» https://e.lanbook.com/

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

OBbC «YHuBepcurerckas OnbnuoTeka onnaitn» https://biblioclub.ru/

7.3 COBPEMEHHBIE TIPO®ECCHUOHAJIBHBIE BA3bI JAHHBIX
1. Cyne6Hnble u HopMaTuBHbIe akThl PO http://sudact.ru/
2. Uadopmanmonno-ananutuaeckas cucreMa SCIENCE INDEX

3. DnekTpoHHas 0aza TaHHBIX Scopus
4. Bbaser mauusix komnannu CLARIVATE ANALYTICS

7.4 UHOOPMAIIMOHHBIE CITPABOYHBIE CUCTEMbI

1. CnpaBoYHO-TIpaBOBast nH(pOpMalOHHAas cucrema KoHcynbTanT [Tmroc
http://www.consultant.ru/

2. 000 «CoBpeMeHHBIE MeauWa TEXHOJOTMM B  OOpa3oBaHHMM UM KYJbType».
http://www.informio.ru/

8. UHBIE CBEJEHMSI U MATEPUAJIBI HA YCMOTPEHUE BEJIYIIEN KA®EJIPHI
He mpexgycmotpeno.

9. OGECIIEYEHUE OBPA30BAHUA AJ15 JIUII C OB3

Jlst oGecrieueHnst 00pa30BaHUsI MHBAINUIOB U JIUI] C OTPAHUYCHHBIMHA BO3MOKHOCTSIMH 370POBBS
peanm3anusi UCHIMIUIMHBI MOKET OCYIIECTBIATHCS B QJalTHPOBAHHOM BHJIE, C YYETOM
cenmi(UKA OCBOCHHS H JUAAKTUYECKHX TpeOOBaHMA, WCXOMsd W3 HWHIWBHIYAIbHBIX
BO3MOKHOCTEH U 0 JINYHOMY 3asIBJICHHIO 00yYaroierocs.



