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O6wem pucuumanssl 1 3.e.
1. Pesyabtarbl 00y4yeHusi M0 AUCHMILIMHE (MOJAYJII0), COOTHECEHHBIE C MHAMKATOpaMH
JOCTH>KEHUS! KOMIIETCHLIMH, YCTaHOBJICHHBIMH  00pa30BaTeIbHON POTrpaMMOi

KoMmnerennus

HNupuxatopsl
KOMIIeTEeHIM i

Pe3ysbTaThl 00y4eHust

VYK-4. Cnocoben
OCYIIECTBIISATh
JIEIIOBYIO
KOMMYHHKAITHIO B
YCTHOHM ¥ TUCbMEHHOU
dhopmax Ha
roCyAapCTBEHHOM
si3b1ke Poccuiickoit
®denepanuu u
MHOCTPaHHOM (BIX)
si3bIKe(ax)

YK-6. Criocoben
YIPaBISITh CBOMM
BpEMeHEM,
BBICTPAMBaTh U
pean30BbIBATH
TPaeKTOPHUIO
CaMOpa3BUTHS HA
OCHOBE MPHHIIUITOB
o0Opa3oBaHus B
TEUeHHE BCEHl WU3HU

VK-4.1. Bnageer cucreMoit
HOPM PYCCKOTO
JUTEPATYPHOTO SI3bIKA TIPU
€ro UCIOJh30BaHUH B
Ka4eCTBE roCyJapCTBEHHOTO
si3pika PD 1 Hopmamu
WHOCTPaHHOT'O(bIX)
sI3bIKa(0B), UCIIOJIb3YET
pasnuyHbie POPMBI, BUIBI
YCTHOU ¥ MUCbMEHHON
KOMMYHHKAIIH.

VK-4.2. Ucnons3yeT
SI3BIKOBBIE CPEICTBA TSI
JIOCTHKEHUS
nmpodeccHoHaATLHBIX TeNIel
Ha PYCCKOM H
MHOCTPaHHOM (BIX)
sI3pIKe(ax) B paMKax
MEXJIMYHOCTHOTO U
MEXKKYJIBTYPHOTO OOIICHHS

VK-6.1. OuennBaer
JIUYIHOCTHBIE PECYPCHI 110
JOCTHIKEHHUIO LIENeH
CaMOpa3BUTHA U
yIpaBIIeHUS] CBOMM
BpEMEHEM Ha OCHOBE
NPUHIUIIOB 00pa30BaHUs B
TEUYCHHE BCEH KU3HH.

VYK-6.2. Kpuruuecku
oueHnBaet 3G eKTHBHOCTL
UCTIONIb30BaHMS BPEMEHH U
JIPYTHX PECYPCOB IIPH
peanu3ayy TPaeKTOPUU
CaMOpa3BUTHSL.

3HaTh: HOPMATHUBHBIC JOKYMEHTH MO YHH(UKAIIUH H

CTaHIaPTU3AIIH B obmacti JTIOKYMEHTAIUH,
JIeWcTBymome Ha Tepputopun P@; rocymapcTBeHHbIE
CTaHIAPTHI 178 3aKOHOIATCIHHBIE aKTBHI (o)
JIOKYMEHTHPOBAHHIO;

CHCTEMBI JOKYMEHTAIHH, TPEOOBAaHMS K COCTABICHHUIO U
0(pOPMIICHHIO JOKYMCHTOB;

TUIMOBBIE UHCTPYKIHUH IO JAEJIONPOU3BOJICTBY, PETIaMEHT
paboThI, JOKHOCTHBIC HHCTPYKIIHH;

OCHOBHBIE BHUJBl JIOKYMEHTOB, PErJaMEHTHPYIOIIUX
00pa30BaTeNbHYIO JCITCIBHOCTD;

OCHOBBI  JICJIONIPOU3BOJICTBA B 00pa30BaTEIbHOM
YUPEeKICHUN.

YMeTh: panuoHanbHO ¥ 3((HEKTUBHO OPTraHU30BHIBATH
JIENIONPOU3BOJICTBO B 00pa30BaTeIbHOW OpraHMU3aliy;
COCTaBJATh  y4eOHO-METOJMYECKHE W  HOPMATHUBHO-
MPaBOBbIC JIOKYMEHTBI, periiaMeHTHPYIOIIUe
JIeSITeNIbHOCTh 00pa30BaTesIbHOM OpraHu3aluu

Brnanets: MeTomamu, cocobamMu M CpelcTBaMu

MOJTyYEeHUS, XpaHEeHUs, nepepaboTku
uHpopManuy, OCHOBaMU KOMITIBIOTEpHOU
IPAMOTHOCTH;  TEXHOJOTMEH  OpraHu3aluu
JEJIONPOU3BOICTBA B o0pa3oBaTeIbHOM
YUPEKICHUU.

2. Coaep:xaHue TUCHMILINHBI (MOTYJIs1)

Pa3nea 1. Conep:xanne, 3HaUeHHe JeJionpousBoacTBa. TexHonorus
OPraHM3alNH /1eJIONPON3BOACTBA B 00Pa30BATEIbHOM YUpesKIeHNHU

Tema 1.1 OcHOBHBIE TEPMUHBI H TIOHATHE «1eJIONPOU3BOACTBO». UCTOPUSA BO3HMKHOBEHUS
M OCHOBHbBIE 3TAIlbl PAa3BUTHSA JeJONPOU3BoACTBA. CHCTEeMbl OPraHHU3aAIUH

nesgonpou3BoacTea. [loHiTHe U NPUHIUNBI OPrAaHU3ALMH JOKYMEHT0000pOTA

[onsarne «aemonpon3BoacTBO». OCHOBHBIE IIETM ¥ 3aJa4d JEJIONPON3BOACTBA. HeoOXoamMocTh opraHm3aniuu
JIENIOTIPON3BOICTBA B YUPS)KIACHUH. 3HAUCHNE EJIONPON3BOACTBA B ICATEIFHOCTH 00pa30BaTEILHOTO YUPEIKIACHUS.
CekpeTtapb, JAeIONPOU3BOIUTEIb, JOKYMCHTOBE, KaHIECIApHs. MICTOpHUECKUE ATambl Pa3BUTHS ACIOMPOU3BOCTBA
B Poccun. CoBpeMEHHOE TOCYAapCTBEHHOE PEryJMPOBaHHUE ACIONpOu3BOACTBa. CHUCTEMBI AEIOMPOU3BOJICTBA:
LCHTPAJIN30BaHHAs, JCICHTPAIN30BaHHAsA, cMelranHas. CTpykTypa U 00bEM J0KyMEHT0000poTa. OCHOBHEIC




NPUHLMUIIBI OPraHu3auuy paboThl C JOKYMEHTOIOTOKAMH, KaK CO3[aHHE ONTUMAJbHBIX YCIOBHU Ui BCEX BUIOB
paboTel ¢ fokyMeHTamMu. OpraHu3alMOHHAs CTPYKTYypa MepcoHala, 00eCcIeynBaIoniero padboTy ¢ TOKyMEHTaMHU.

Tema 1.2 PekBU3UTHI J0KyMeHTOB. Perucrpanusi 1 nuHaekcanusi 10kymMeHnToB. CTpykTypa 06a3
JaHHBIX J0KyMeHTOB. [Ipmem, o0paGoTka M pacmpenesieHHe NOCTYNAKNIMX JOKYMEHTOB.
Opranuzanusi 00pad0TKH M Nepeaavu OTIPABJIsSIeMbIX TOKYMEHTOB.

Tlonstue pexkBU3UTa JOKYMEHTA. Bunsl pexBU3UTOB. IIpaBuna odopmileHHsS PEKBU3UTOB JOKYMEHTOB.
®dopmynsap-oOpaszenr.  brmank mokymenta. Buael OmankoB. TpebGoBaHus k OiaHkaMm gokymMeHTOB. I11aGiroHBI.
WHpeKkcanuss ¥ perucTpauus J0KyMEHTOB. Buibsl U GpopMbl perucTpanuu JoKyMeHToB. TpeOoBaHUS K TEKCTaM
CJ'Iy>K€6HI>IX AOKYMCHTOB: KPATKOCTb W TOYHOCTb U3JIOKCHUS I/IH(l)OpMaLII/II/I, HCKIIIOUCHHUE IBOAKOI'O
TOJIKOBAaHHA, 00BEKTUBHOCTL H AOCTOBCPHOCTH I/IH(i)OpMaLII/II/I, COCTaBJICHUC TMPOCTBIX OJOKYMCHTOB,
CTPYKTYPHUPOBaHHE TEKCTa JOKYMEHTA, IUPOKOE MUCIOIb30BaHUEe TpadapeTHBIX U TUIIOBBIX TEKCTOB IPHU
OIMMMCAHUU TMMOBTOPAIOMIUXCA YIIPABICHUYCCKUX CHTyaLIHfI. SI3BIK ¥ CTHIB CJ'Iy)Ke6HI:>IX JOKYMCHTOB. DTaIkl
00paboTKN BXOASAIIMX JOKyMeHTOB.  [lepBuuHas 00paboTKa BXOJSIIMX JOKYMEHTOB. Perucrpupyemsie u
HCPETUCTPUPYCMBIC JTOKYMCHTHI. HpeI[BapI/ITCHLHOG PacCMOTPCHUEC NJOKYMCHTOB JIsI HAIPABJICHUSA UCIIOJTHUTCIIAM.
Pezomronms.

TTopsimok MOATOTOBKM UCXOMSINUX JOKyMeHTOB. CocTaBiieHHE MpOeKTa MOKYMEHTa, COTJIAaCOBaHME, IOJANHCAHUE
(yTBepkneHue), TupakupoBanue. CriocoObl 1 METOJIBI OTIPABKY UCXOAIINX JOKYMEeHTOB. O0mmas XxapakTepucTHKa
CIy)eOHON mepenucku. Pa3HOBHIHOCTH CHYXEOHBIX MHCEM (COMPOBOIUTEILHOE THCHMO, IMHUCHMO-IIPOCHOa,
MMUCHMO-3aMPOC, MHUChMO-0TBET, MHUCHMO-COO0IIeHNE, HHOOPMAIIMOHHOE MMHCHhMO, TaPAaHTHUHHOE IMHCHMO, TTHCHMO-
MpUTJIAlIEHUE U T.1.).

Tema 1.3 Ilopsitok Npoxo:kaeHHs: BHYTPEHHHUX JOKYMeHTOB. OpraHusanusi KOHTPOJIA 3a
HCIIOJITHEHHEM T0KYMeHTOB. Pabora ucnosmHuresnei ¢ 1okymeHTaMu. Opranuzauusi oMcKoBOi

CUCTEMBI MO TOKYMEHTaM.

BuyTpeHHHe HOKYMEHTHI 00pa30BaTENBPHOW OpraHU3aliu (3asBJICHUS, CIOYXKcOHBIC 3alUCKH, JOKJIaIHBIC,
OOBSICHUTEIILHBIC, CIIPABKH, CBOJKH, OTYCTHI U Jp.). [logroroska, opopmiieHue, peructpanws. [Ipapuia mocTaHOBKA
JIOKyMEHTOB Ha KOHTpOJIb. [1opsiIok CHATUSI JOKYMEHTOB ¢ KOHTpOJsA. OTYET MO HUCTIOIHEHUIO KOHTPOJIBHBIX JOKYMEHTOB.
OnepaTHBHOE UCIIOJIHCHUE JOKYMEHTOB COTPYAHUKAMHU B COOTBETCTBHU C UX JOJKHOCTHBIMH OOS3aHHOCTSIMU H
pe3outrorueit pykooautes. OTBEeTCTBEHHOCTh 32 HECOOIO/ICHHE TPEOOBAHMIA UCTIONHUTEIBCKON TUCIUILIHHEL, 32
HETIPaBWJIFHOE HCIIONB30BAaHUE JEHCTBYIOIINX HOPMATHBHBIX JOKYMEHTOB B IOATOTOBKE, O(OPMICHHH W
WCIIOTHEHNH JTOKYMEHTOB B CpOK. [lomckoBas cucTeMa JOKYMEHTOB -  KAapTOTEKH M KJIACCH(HKAIMOHHBIC
CrpaBOYHHUKH. Buasl kaproTek. Buapl kiraccupKaimOHHBIX CIPABOYHHUKOB.

Tema 1.4 Crioco0bl H MeTOABI A0CTABKH JOKYMeHTOB. O0pagoTKa KOH(pUIEHINAILHBIX I0KYMEHTOB U JIOKYMEHTOB
VISl CJIY:KeGHOTO  TOJIb30BaHMsl. OJKCKypcusi B OTAe] /eJIonpou3BoAcTBa MypMaHCKOr0 apKTHYeCKOro
rOCY/IaPCTBEHHOT0 YHUBEPCHTETA,

Opranuzaiys MO4YTOBOM, KYPhEPCKOM M AKCIPECC- TOCTAaBKU JTOKYMEHTOB. [IOHSATHS: «II€HHOCTh U
0€30MacHOCTh MH(POPMALUU», «KOH(PUICHIUATBHOCTb», «yrpo3a KOH(UICHINATBHOCTH»,
«3ammTa uHpOopManuu». be3onacHOCTh MEHHBIX HWHGOPMAIMOHHBIX pecypcoB. lleHHas
uH(popMalrsa U KOH(UIESHITNAIBHBIE TOKYMEHTHI. PernmameHTanusi cocraBa KOH(OUISHITHATEHBIX
CBelleHH W J0KyMeHTOB. I[lopsigok pabGoTel ¢ KOHGUIAEHIUATBLHBIMH JIOKYMEHTAMH U
matepuanamu. Kondunenuanpaas nHGOpMAaIus 1 CBEICHUS B IEATEIBHOCTH 00pa30BaTeIbHON
OpraHu3aIuy.

Paznen 2. HopmaTtuBHO-3ak0oHOAaTeIbHAs 0a3a. OCHOBHBIE BUIbI JOKYMEHTOB U
CHCTEeMBbI JOKYMeHTAluU. OCO0eHHOCTH NOATOTOBKU M 0()OPMIICHHUSA OTAEJbHBIX
BH/IOB IOKYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIE H HOPMATHBHO-METOAMYECKHE JOKYMEHTHI 110
aesnonpoussoacTBy. HopmaTtuBHo-3aKkoHOAaTEIbHbIE H HOPMATHBHO-METOAMYECKHUE
AOKYMEHTHI 110 apXMBHOMY JeJIy.

3akoHomarenbHbIe akThl Poccuiickoit deneparu 1 MypMaHCKOM 001aCTH, pEerIaMeHTHPYIOIINE
JIeNTOTIPOU3BOICTBO M apXUBHOE J1e10. ['ocyapcTBEHHBIE CTaHAAPThl U yHU(UKALUs B 00J1acTH
JEJIONPOU3BOJACTBA U ApXUBHOrO Jena. MHCTpyKmus mo neiaonpous3BoacTBY MuHuUCTEpCTBa
oOpa3zoBanus u Hayku Poccuiickoit @enepanuu. MeToauueckiue peKOMEHAaluu 1Mo pa3padoTke



HOMEHKJIATYpbl W WHCTPYKIMH TIO JIEJIOMPOU3BOJCTBY B 0Opa30BaTEIbHOM YUPEKICHUU.
TunoBble mepeyHH ¢ yKa3aHHEM CpPOKOB XpaHEHMsI JOKyMeHTOB. [IpaBuna paboOThl apXHUBOB
OpraHu3aLuil.

Tewma 2.2 Knaccudukamnus nokymeHToB. FOpuandeckas cuna qokymeHTa. HaznaueHue u coctaB
OpraHU3aIlMOHHO-NIPAaBOBOM  JOoKymMeHTanuu. Ha3naueHue # cocTaB  OpraHu3alMuOHHO-
pactopsiINTENIbHOW  JOKyMeHTanuu. Ha3HaueHue W cocTaB  CIPaBOYHO-WH(POPMAITMOHHOMN
JIOKYMEHTAIUH.

Knaccudukanus 10KyMEeHTOB, €e OCHOBHbIE MpHU3HAKU. [ pynmbl JOKYMEHTOB - JOKYMEHTHI IO
o0mMM W aJMUHHCTPAaTHBHBIM BOIIpOCaM, T.€. IO BONpPOCaM OOINEro PyKOBOJCTBA
OpEeNNpUsITHEM M €ro JAeSITeNbHOCTBbIO; - JOKYMEHThl 1O (YHKUUAM  YIOpPaBIIEHUS.
Knaccudukanust cmyxeOHBIX TOKYMEHTOB: IO aJMUHHUCTPATUBHBIM BOIIPOCaM; MO BOIPOCaM
MaTepuaIbHO-TEXHUYECKOTO CHAa0XEHUS; TOKYMEHTallUs MO IUIAHUPOBAHMIO; 1O ONEpaTUBHON
NESATENIbHOCTH; IO OYyXTalTepCcKOMY Y4eTy; IO TOJATOTOBKE M PACCTAaHOBKE KAApOB H T.1.
Knaccudukanus mo HaMMEHOBAaHUIO: TPHUKA3bl, PACIOPSHKEHUS, IUIAHBI M OTYETHI, AaKThl,
MPOTOKOJIBI, TOTOBOPHKI, YCTaBbl, MHCTPYKIIMHU, JOBEPECHHOCTH U T.A. Kiaccudukanus mo MecTy
COCTaBJICHUS, TIO CTEMEHU YHU(DHUKAIUHM, MO MPOUCXOKACHUIO, MO BUAY OGOpPMIIEHHS, IO
croco0y ¢ukcanuu WHPOPMAIMK, IO CTEHNEHH CIIOXKHOCTH, IO CTENeHW TJIACHOCTH, IO
IOPUAMYECKON Cuile, IO CpOKaM MKCIOJHEHUs, 10 CpOKaM XpaHEHUs, IO CTENeHU
00513aTeNTLHOCTH.

Cucrema opraHu3alMOHHO-IIPABOBON JJOKYMEHTAIMH (YCTaB yUpEKICHHUS, MTOJI0XKEHHS, INTAaTHOE
pacnicanue, JOJDKHOCTHbIE HWHCTpykuuu). CucreMa OpraHu3alliOHHO-PacCHOpsAIUTEIbHON
JTOKyMeHTaluu (yka3, IpuKas, BBIHUCKA U3 MpUKas3a, pacrnopsskeHue, nocranoienue). Cucrema
CIIPaBOYHO-UH(POPMAITMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asBICHUE, MOKIa(HAs 3aMUCKa,
IpeyIoKEeHNe, Mpe/ICTaBlIeHue, Ciy)KeOHasi 3amucka, oObsicHUTenbHas). CxeMa MOJArOTOBKHU
pacropsiANTENbHBIX TOKYMEHTOB. [10opsiIOK CHATHS M BbIIauM KOMUIA C IOKYMEHTOB.

Tema 2.3 JlokanbHbIe HOpMAaTHBHBIE aKThl. CocTaB M padoTa ¢ KaAPOBO# AOKYMeHTalHe.
[onoxkeHus, mpaBwia, MHCTPYKUUHU (TpaBWiIa BHYTPEHHETO TPYAOBOTO PACHOPSAKA, WHCTPYKLHMU O MOPSIKE
OCYLIECTBJICHUS! KaKOH-TMOO IESITEJILHOCTH WM TOPSAKE NPUMEHEHUS MOJO0KEHHH 3aKOHOAATENbHBIX W HMHBIX
HOPMAaTHBHBIX aKTOB, IOJIOKEHUSI O CTPYKTYPHBIX IOAPAa3/EJICHUSX, KOJJIEKTUBHBIM poroBop u np.). Ilopsmox
odopmileHHsT M TOANTMCAHUS STUX JOKYMEHTOB JUIS IPUMEHEHHS KaK CaMOCTOSITEIbHBIX NPaBOBBIX akToB. [loHsTHE
U CTPYKTypa NEpCOHAJBbHBIX NaHHBIX. O0s3aTeNbHbIE KaJApOBbIE JTOKYMEHTHI 00pa30BaTEeNbHOM OpraHM3alllu, UX
BUJBI, COCTaB, HOPMATUBHBIE TPEOOBAaHUS K BEACHWIO KaApOBOW MOKYMEHTAIMH (TIPUKA3bl M PACIIOPSKCHHS IO
JMYHOMY COCTaBy, 3asBICHHE, TPYIOBOH [OTOBOP, IODKHOCTHAS WHCTPYKIMSA, TPYAOBas KHIKKA, JHMIHASL
KapToYKa, JUYHOE J1eJ10). [[BrKeHre U XpaHeHHe KaapoBoi JoKkyMeHTauu. XKypHainsl 1 kHUry ydeta. Mcnonnenue
COIMAITEHO-TIPABOBBIX 3aIIPOCOB.

Pa3nen 3. ®opMupoBaHue ieJ1 1 OPraHU3aIusi XpaHeHUs TOKYMEHTOB. JKCIepTU3a
LHEHHOCTH JOKYMEHTOB. TexHu4eckue cpeicTBa, HCMOJIb3yeMble B
JAeJIONPON3BOACTBE. DJIEKTPOHHBIN JOKYMEHTO000POT

Tema 3.1 IlpaBuia cocTaBjieHHs HOMEHKJIATYpPbI Aeld yupe:xkaeHus. DopmupoBanue M odopmiieHHE el
Opranuzanus onepaTUBHOIO XpaHeHUsI T0KyMeHToB. @opMupoBaHue apXuBa B 00pa3oBaTeJbLHOM yUpesKIeHHH.
[onsarue o «genme». Homenkmarypa gen.  CocTaBiieHHE HOMEHKIJIATYpPHI A€l B 00pa30BaTEIFHOM YUPEKICHUH.
®opmupoBanue gen. I[lpu3Hakum 3aBeneHUs JeJ: HOMHUHAJIBHBIN, MPEAMETHO- BOMPOCHBIH, aBTOPCKHA,
KOPPECIIOHIEHTCKNH, Teorpadudeckuii, XpoHonoruuecknii. Bumbl apxuBoB. TpebGoBanus k apxuBaMm. Ilopsmox
nepefayn JTOKYMEHTOB Ha apXuBHOE XpaHeHue. CHcTemarusanusi ITOKYMEHTOB B apxuBe. PaboTa ¢ HaydHO-
CIIPABOYHBIM anmnapaTtoM (MCTOpUYECKas CIpaBKa, OMUCU el MOCTOSIHHOTO U BPEMEHHOTO XpaHEHHs JOKYMEHTOB,
KHHUTH Y4eTa U ABWXKECHUS Je).

Tema 3.2 /le1a moCTOSTHHOTO H BPEMEHHOT0 CPOKA XpaHEeHHsI. DKCNepTHasi KoMuccHs yupesxknenus. Ilopsaaok
YHHYTOKEHHUS IOKYMEHTOB.

OcobOeHHOCTH XpaHEHHs JIe] MOCTOSHHOTO, BpeMeHHoro (cBeime 10 JeT) W aen mo JUIHOMY cocTaBy. Ilopsmox
nepemaun nen B locymapctBeHHble apxuBbl. Co3maHWe SKCHEPTHOH KOMHCCHHM ydpexnaeHusa. [IpoBemenue
SKCIEPTU3BI [IEHHOCTH AOKyMEHTOB. OQopMIIcHHE MPOTOKOJIOB 3aCEAaHNH KOMUCCHH W aKTOB Ha YHHYTOXXEHHE



nen. [Iponexypa yHUYTOXKEHHS TOKYMEHTOB.

Tema 3.3 Ucnoun3oBanne IIK B gesonpousBoactee. CpeAcTBa KONUPOBAHUS M ONEPATHBHOTO PAa3MHOKEHHS.
IlpueM u 00paGoTKa AOKYMEHTOB, NMOCTYMAIOIMIMX IO KAaHAJIAM JJIEKTPOHHOW MOYTHI M (aKCUMWILHON CBSA3M.
IIpaBuiaa 6e3onacHoii padoThI ¢ OPITEXHUKOI.

KomnbroTepHbie cpeicTBa MOATOTOBKU JTOKYMEHTOB. Mcronb30Banue madiaoHOB it (GPOPMUPOBAHHS JOKYMCHTOB
Ha KommbloTepe. Mcmonb30BaHHEe B KOMIBIOTEpE OJIAHKOB AOKyMeHTOB. Co3naHue OJIAHKOB JIOKYMEHTOB B
KoMmIbroTepe. M3rotoBieHre, KOMMPOBAHUE U THPAKUpPOBaHHE NOKyMeHTOB. CpencTtBa oOpabOTKHM OKYMCHTOB.
JIOKyMeHTBI, TiepefiaBacMbIe M0 KaHAJIaM CBs3U (Tenerpamma, Telekc, pakcorpamma, tenedonorpamma). [lonsrue
«OprrexHruka». OCHOBHBIC BHUJBI OPraHU3AlMOHHON TexHHWKH. [IpaBuia TexHHKH O€30IaCHOCTH pPabOTHl C
OpPTTEeXHUKOM.

Tema 3.4 DekTpoHHOE f0KyMeHTHPOoBaHUe. [IoHATHE «IIeKTPOHHBII T0KYMEHT».

[IpenmymiecTBa mepemadn JOKYMEHTa C KOMITBIOTEpa Ha KOMIBIOTEP. YCTaHOBKA Ha KOMIBIOTEPE CHEIMaIbHO
BBIJICJICHHOW MAaIKW JIJIs MOCTYMAKIUX IT0KyMeHTOB. IIpeumymiectBa snekrponHoi mouthl. Jloctyn k Internet.
Cucrema perucrpanuu 1 KoHTpoJis. Co3aHue JIEKTPOHHOH 0a3bl JaHHBIX. [ToMCK JOKyMeHTa. DKCKYpPCHUS B apXHB
MypMaHCKOTO apKTHYECKOTO TOCYJapCTBEHHOTO YHHBEPCHUTETA.

3. IlepeyeHb yueOHO-METOANYECKOT0 O0ecnedeHusl T CIUIITUHBI (MOTYJIs1)

- My.]'H:THMGI[HﬁHBIG MNPE3CHTAIMOHHBIC MaTcpUualibl 10 AJUCHUITIINHE (MO,Z[yJHO)
MIPEJCTaBIICHBI B 3JIEKTpOHHOM Kypce B OUOC MAY;

- METOJMYECKHE YKa3aHWsA K BBINOJHEHHUIO J1a0OPaTOPHBIX/IPAKTUYECKUX/KOHTPOIbHBIX
pabot (BBIOpATh) MPEACTABICHBI B 3J1eKTpOHHOM Kypce B DMIOC MAY;

- MCTOAUYCCKUC MaTCpHaJbl JI 06y11a101u1/1x051 II0 OCBOCHHIO JUCHUIIIINHBI (MO,Z[yJ'IH)
MpeACTaBIeHB Ha oduimaibHoM caiite MAY B paznene «Mudopmarus mo o6pa3oBaTebHBIM
[porpaMmam, B TOM YHUCJIE aJallTUPOBAHHBIM».

4. ®oHJ OLEHOYHBIX CPEICTB MO TUCHUILIMHE (MOIYJIIO)
SBnsieTcs OTAETBHBIM KOMIIOHEHTOM 00pa30BaTeIbLHON MpOrpaMMbl, pa3padboTaH B hopme
OTJIETBHOTO JJOKYMEHTA, BKJTFOYAET B CEOS:
- TIepeYCHbh KOMIIETCHITUI ¢ yKa3aHHEM ATanoB X (OPMHPOBAHUS B TIPOLIECCE OCBOCHMS
JTUCUUILTUHBI (MOZYJIs);
- 3a7JaHUS TEKYIIETO KOHTPOJIS;
- 3aJI1aHUS TPOMEKYTOUYHOM aTTecTaIliy;
- 3a7laHUS] BHYTPEHHEH OIIEHKH KauecTBa 00pa30BaHUs.

5. IEPEYEHb YYEBHO-METOAUYECKOI'O OBECHEYEHUSI, HEOBXOJIUMOI'O /s
OCBOEHMS JUCIHUIIJIMHBI (MO YJIA).

OcHoBHas1 IMTepaTypa:

1. Oenepanpubiii 3akoH 0T 22.10.2004 Ne 125-®3 «O06 apxuBHOM jene B Poccuiickoii
Oenepanun» (pea. Denepanbubix 3akoHOB oT 04.12.2006 Ne 202-®3, or 01.12.2007 Ne 318-®@3, ot
13.05.2008 Ne 68-D3, ot 08.05.2010 Ne 83-D3, o1 27.07.2010 Ne 227-D3)

2. Oenepanpiblii 3akoH "OO0 mHpopmanuu, nHGoOpMATU3aLMU U 3amuTe uHpopManuu”. 3aKoH
noanucas [Ipesnaentom Poccuiickoit @eneparym 20 despanst 1995 roga N 24-D3

3. 3akoH Mypmanckoir obmactu ot 20.02.2006 Ne 730-01-3MO «OO6 apxXxuBHOM Jiene B
MypmaHcKoii 00macTu»

4. ®Denepanbbiii 3akoH oT 27 uroiis 2006 r. N 152-®3 "O nepcoHalIbHBIX JaHHBIX

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

rpaxkaan Poccwuiickoit @enepanun” C n3MEHEHUAMHA U AOTIONHEHUSIME OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 r., 24 nos6ps 2014 r.

6. [IpaBuna penonpomsBoacTBa B (peAepanbHBIX OpraHax HCIOJHUTEIBHOW  BIACTH
(yrBepxaeHsl moctaHopneHreM [IpaBurenbcrBa Poccuiickoii deneparuu ot 15.06.2009 Ne 477
7. IlepeueHb THUIOBBIX YNPABIEHUYECKUX APXHUBHBIX JOKYMEHTOB, 00pa3ylOIIMXCs B Ipolecce

JIEATeNIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYNPAaBJICHHUS U OpraHU3aluii, ¢ yKa3aHueM
CpPOKOB XpaHEeHHs. YTBEpKIeH NpukazoM MuHucTepcTBa KyapTypsl Poccuiickoit denepammu ot 25 aBrycra
2010 r. Ne 558

JlonoTHuTEeTBHAS IUTEpPaTypa:



1. [Mucemo MunoOpazBanust PO ot 20 nexabpsi 2000 roma N 03-51/64 «O Mertomuveckux
PEKOMEHIANUAX MO paboTe ¢ JOKyMEHTaMH B 00I11€00pa30BaTEIbHBIX YIPEIKICHUIX»

2. Opranusanysi JeIonpon3BojicTBa U JoKkymeHToooopoTta JJOY [Tekct]: meroa. pek. / JI. W.
Jlykuna. - M. : Cdepa, 2009. - 128 c.
3. Conoryd, O.I. Jlenompou3BOACTBO: COCTaBJICHUE, peAaKTHpOBaHWE U  00paboTKa

JokyMeHTOB: YueOoHoe nocodue / O.11. Conory0. - M.: Omera-JI, 2013. - 207 c.

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

1) F'ocynapcTBeHHas cucteMa MpaBoBOi HHGOPMALIUHU - OPHUIHATIBHBIN HHTEPHET-IOPTAI
npaBoBoil mHpopmarmu- URL: http://pravo.gov.ru

2) Undopmannonnas cucreMa «EanHoe okHO JocTyna K 00pa3oBaTeIbHBIM pecypcam»._-
URL: http://window.edu.ru

3) CnpaBouno-npaBoBas cuctema. Koncynsrant [lmtoc - URL: http://www.consultant.ru/

7. NEPEYEHb JIMIEH3UOHHOI'O INPOITPAMMHOIO OBECIHEYEHHS, B TOM 4HCJE
OTEYECTBEHHOI'O TIPOU3BOJACTBA

JInueH3MOHHOE MPOrpaMMHoOe o0ecniedeHre 0Te4YeCTBEHHOT0 MPOU3BOACTBA
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 ofecreyeHue 3apy0esKHOr0 NPOU3BOACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

8. OBECIIEHEHME OBFPA30OBAHUS U1 JIUI] C OB3

Js obecriedeHnss 00pa3oBaHHUS WHBAIWAOB M JIUI] C OTPAHHYCHHBIMH BO3MOXKHOCTSMH 3I0POBBS peasTN3alIist
JTUCTIATUTAHBI MOYKET OCYIICCTBIATECS B aJallTUPOBAHHOM BHUE, C YIETOM CIICII(DHKN OCBOCHUS U TUAAKTHICCKUX
TpeOOBaHMUi, NCXOIS U3 HHAUBUIYAIHHBIX BO3MOKHOCTEH U 110 TMYHOMY 3asIBIICHUIO 00YJaOMIerocs.

9. MATEPUAJIBHO-TEXHUYECOE OBECIIEYEHUE JUCHUIIIMHBI(MOAYJIS) IpeACcTaBICHO B
npuinoxennn k OIIOIl «MarepuanpbHO-TEXHUYECKHUE YCIIOBUS pealn3alud 00pa30BaTeIIbHON
MPOrPaMMBbI» M BKITIOYAET:

- yueOHble ayIUTOPUM [UId IPOBEACHUS Y4YEOHBIX 3aHATHH, HPEAYCMOTPEHHBIX
IIpOrpamMmoin OakanaBpuaTa/crieualInTeTa/MarucTpaTypsl (BBIOpATH), OCHAILICHHBIE
000pyIOBaHUEM U TEXHUYECKUMU CPEICTBAMH 00yUEHUS;

- IOMEUICHUsI Ui CaMOCTOSATENIbHOW  paboThl  OOydYarolmuxcs, OCHAIllEHHBIE
KOMITbIOTEPHOM TEXHUKON C BO3MOKHOCTBIO OJKIIOUEHUS K ceTu «HTepHeT» u obecnieueHneM
JIOCTYTIA K 3JIEKTPOHHOM HH(OpMAIIMOHHO-00pazoBaTeabHOl cpene MAY;

10. Pacnpenesenne Tpya0eMKOCTH IO BUAAM YUeOHOMH AeSITeIbHOCTH
Ta6muma 1' - Pacnpenenenue TpynoemMkoctu

. Pacnipenenenue Tpya0eMKOCTH AUCIUIUIMHBI (MOTyJIsT) 110 hopMam OOydeHHS
Bun yaeOHoM
2 Ounas OuyHo-3a04Has 3aouHas
NEeSATEIbHOCTH B
cero
Cemectp Bcero Cemectp Bcero | Cemectp/Kypce 4ACOB
3 ‘ ‘ qacoB | ‘ qacoB ‘ |




Jlexknuu 4 4
IIpakTuueckue

P 10 10
3aHATHS
CamMocTosTenpHast s 5
paborta
ITonroroBka K
IIPOMEKYTOUYHON - -
aTTeCTaINH °
Bcero uacos
10 AUCIHUIJIMHE 36 36
/ u3 HUX B hopme
MPAKTUIECKOU 10 10
OArOTOBKH?

DopMBI TPOMEKYTOUHOHN aTTECTAIIMU U TEKYIIETO KOHTPOJIS
3ater 4 [ | T4 [ 7 7 @ @ [ [ ]
IlepeyeHb NPAKTH4YECKUX 3aHATHH M0 (popMam 00yUeHUs
Ne .
i\ TeMbl NPaKTHYECKUX 3AHATHI
1 2

Ounas ¢popma

Pasznen 1. Coneprxkanue, 3HaueHHE JEIONPOU3BOACTBA. TEXHOIOIMS OpraHu3alun

! JIeJIONPOU3BOJICTBA B 00pa30BaTEIbHOM YUPEKICHUI

2 | Paznen 2. HopmatuBHO-3aKkOHOMaTeNbHAs 0a3a. OCHOBHBIE BHJIBI TIOKYMEHTOB U CUCTEMBI
nokyMeHTaruu. OcoOEHHOCTH MOATOTOBKH M 0()OpMIIEHHS OTJEIbHBIX BUJIOB JJOKYMEHTOB

3 | Pazgen 3. ®opmupoBaHue es U OpraHu3alys XpaHeHUs TOKYMEHTOB. DKCIIepTH3a
LIEHHOCTH JOKYMEHTOB. TeXHHUUECKHUE CPEJICTBA, UCIIOIb3yEMbIE B I€JIOMPOU3BOJICTBE.
DIEKTPOHHBINH JOKYMEHTOO0OPOT

4 | Tema 3. 1 IIpaBuna cocTaBlieHUsI HOMEHKJIATYPBI JIe] yupexkaeHus. PopMUpOBaHUE U
otopmieHre nein. OpraHusais OrnepaTUBHOTO XpaHeHHs TIOKyMeHTOB. DopmupoBaHue
apxuBa B 00pa30BaTeIbHOM YUPEXKICHUU

S5 |Tema 3.2 HWcnonwszoBanue IIK B nenompousBoxactBe. CpeicrBa KONUPOBaHUSA U

OIIEPAaTHBHOTO pa3MHOXkeHUs. [Ipuem n 00paboTKa JOKYMEHTOB, IOCTYMAOMIMX 0 KaHAIaM
ANIEKTPOHHOM MOYTHI M (hakCUMUITbHOM cBsi3u. [IpaBuia Ge30macHoi paboThl C OPrTEXHUKOM.




