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1. EJIb OCBOEHUSA JUCHUIIJIMHBI (MOAVYJIS) — dopmupoBanue y o0ydaromuxcs
TEOPETUYECKUX 3HAHUNW M MPAKTUYECKMX YMEHUH MJi1 OpraHu3aluu JeJI0IpPOU3BOJCTBA,
HEOOXOAMMBIE TPU BBHIMOJIHEHUH ONEpaluii Mo co3JaHui0 U 00paboTKe OpraHU3alMOHHO-
pacropsAAUTENbHBIX JTOKYMEHTOB, BEJCHHS JICJIOBOW MEPENUCKH, aHaIu3a HH(OPMAIIMOHHBIX
NOTOKOB ¥ HH(OPMAIIMOHHOTO B3aMMOJACUCTBUSI B OpraHU3alllH, COBEPUICHCTBOBAHUH
TEXHOJIOTUH OKYMEHTAlMOHHOTO OOECHeueHHsI yIpaBJIeHUs M apXUBHOTO Jjeia Ha 0ase

HoBemux I T-TexHomoruii, 06ecredeHns TeKyIero XpaHeHus JOKYMEHTOB.

2. TPEBOBAHMUA K PE3YJIbTATAM OCBOEHUSA JUCIUIIJIMHbBI (MOIYJISA)

B pesynbrare

KOMIICTCHI U

OCBOCHUA

JUCIHUITIMHBI

(Momynsi)  QOPMHUPYIOTCS  CIEIYIOIIHE

CrniocobeH ynpaBisiTh CBOMM BPEMEHEM, BBICTpauBaTb U PEaIU30BBIBATH TPAECKTOPHIO
caMOpa3BUTHs Ha OCHOBE MPHHIIUIIOB 00pa3oBaHus B TeueHue Beei sxu3nu (YK-6)

[lepeueHp TIIAHUPYEMBIX PE3YIBTATOB 00YUEHHUS 110 AUCHUIUIMHE (MOIYII0), COOTHECEHHBIX C
VMHJIUKAaTOpaMU JTOCTUKEHHS] KOMIIETEHIUN

Komnerenuus

HNuagukaropsl
KOMIIeTeHIMH

Pe3yabTaThl 00yueHus

VYK-6. Criocoben
YIPABISITH CBOUM
BpEMEHEM,
BEICTpauBaTh U
peann30BbIBATh
TPACKTOPHIO
CaMOpPa3BUTHS HA
OCHOBE
MPUHIIUIIOB
oOpa3zoBaHus B
TEUeHHE BCEU
JKU3HU

VK-6.1. Ucnons3yet
UHCTPYMEHTBI M METOJIbI
yIpaBJIEHUS] BPEMEHEM IpHU
BBIMIOJTHEHUM  KOHKPETHBIX
3ajja4,  NPOEKTOB,  IpH
JOCTUKEHUH MTOCTABJIEHHBIX
LeJIen.

YK-6.2.
IPUOPUTETHI
JESATEIILHOCTH,
JUYHOCTHOTO pPAa3BUTUS U
npo¢eCcCHOHATBLHOTO POCTa.

Omnpenenser
cOOCTBEHHOM

YK-6.3. OuenuBaer
TpeOOBaHUS PBIHKA TpyJa H
IPEUIOKEHUS

00pa3oBaTeNbHbIX yCIIyT
ISt BBICTPanBaHUs
TPaeKTOPUH COOCTBEHHOTO
npo¢eCCHOHATBLHOTO POCTa.

VK-6.4.
npodeccuoHaIbHYI0
Kapbepy W OIpeaensier
CTpaTeruio
npodeccuoHaIbHOTO
pa3BUTHSL.

Crpour

3HaTb: HOPMATHUBHBIE JIOKYMEHTBI IIO
yHA(UKAIUU ¥ CTaHAAPTH3AIUU B 007acTH
JIOKyMEHTalluH, JeHCTByIOIE Ha
TEpPUTOPUU P®; roCy1apCTBEHHBIE
CTaHJapThl U 3aKOHOAATEIbHBIE AKTHI IIO
JIOKYMEHTUPOBAHUIO;

CUCTEMBl JIOKyMEHTAalluM, TpeOOBaHUSA K
COCTaBJIEHUIO 1 O(OPMIICHHIO JOKYMEHTOB;
TUIIOBBIE UHCTPYKLUU 1o
JIENIONPOU3BOJICTBY, PETIAMEHT  PpadoTHl,
JIOJKHOCTHBIE HHCTPYKLINH;

OCHOBHbIE BU/IBI
pErIaMeHTHPYIOIINX
JIeSITEIIbHOCTD;
OCHOBBI JIEJIONPOU3BOJCTBA B
00pa30BaTEIbHOM YUPEKACHHUH.

JIOKYMEHTOB,
00pazoBaTeIbHYIO

YMeTb: pauuoHanbHO U APPEKTUBHO
OpPraHW30BBIBATH  JICJIONPOM3BOJCTBO B
o0Opa3oBaTenbHON OpraHu3aINH;
COCTaBJIATH  y4eOHO-METOIUYECKHE U
HOPMAaTHUBHO-TIPABOBbIE JOKYMEHTHI,
perIaMeHTHPYIOIITHE JeSITeTTHHOCTD
00pa3oBaTebHON OpraHUu3aINH

Bnaners:  meromammu,  crmocobamMu UM
CpelCTBaMu MIOJIyYEHHS, XpaHeHus,
nepepaboTku nHpopMaluy,

OCHOBaMHU KOMIIBIOTEPHOM TPaMOTHOCTH;
TEXHOJIOTHEN OpraHu3aluu
JIeNIOTIPOU3BOJICTBA B 00pa3oBaTeIbHOM
YUPEKIACHUU.




3. YKABAHUE MECTA JUCHUINVIMHBI (MOAYJIsA) B CTPYKTYPE
OBPA30BATEJIbHOM ITPOT'PAMMBI.

JMucuumimHa — «Jlenonpou3BoACTBO M JOKYMEHTOOOOPOT B 00pa3oBaTeIbHOM
YUPEKACHUU» B CTPYKTYpe OCHOBHOW IpO(hecCHOHAIBHOM 00pa3oBaTelnbHON MIPOrpaMMel
HanpasieHus: noarotoBku 44.03.05 Ilemarormueckoe oOpasoBanue (¢ IBYMsI HpOQUIIMU
HNOJArOTOBKM),  HampamieHHOcTb  (mpodwmin) Pycckmit  s3pik.  Jlutepatypa  sBisiercs
(bakyJIbTaTHUBOM.

JU1s OCBOGHHUS AMCUUIUIMHBI OOYyYaroIMecsl HCIOJb3YIOT 3HAHUS, YMEHHs, HAaBBIKH,
KOTOpbIE OHM TOJYYWIHM B Tpouecce wu3ydeHus aucuuiumH:  «HMHpopmMannoHHO-
KOMMYHHMKAIIUOHHBIE TEXHOJIOTMUHM B 0Opa3oBaHuu», «OCHOBbI paOOTBl B 3JIEKTPOHHOU
UH(POPMALIMOHHO-00pa30BaTENbHON cpelle YHUBEPCUTETay.

4. OBPBEM MCHUMIUVIMHBI (MOAYJIsI) B 3AYETHBIX EJMHHUIAX C
YKA3BAHUEM KOMYECTBA AKAJEMUYECKHUX WJIN ACTPOHOMMYECKHUX
YACOB, BBIJIEJIEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOLIUXCA C
MPENOJABATEJIEM (IO BHJIAM VYYEBHBIX 3AHATHH) ©W HA
CAMOCTOSTEJBHYIO PABOTY OBYYAIOILIUXCH.

OOmast TPYA0eMKOCTb AUCIUIUIMHBI COCTABISIET 1 3aueTHy0 eauHuIy uin 36 yaco (w3
pacuera 1 3ET= 36 yacos).
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B nHTEpakTUBHBIX (hopMax yachl UCHOIB3YIOTCS B BUAE KPYIJIOTO CTOJIA.

5. COAEP)KAHUE JUCHUIIJIMHBI (MOAYJIA), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JAEJIAM) C YKA3AHMEM OTBEJAEHHOI'O HA HHX
KOJIMYECTBA AKAJIEMHUYECKHUX HWJIU ACTPOHOMHUYECKHUX YACOB H
BUI0OB YUEBHBIX 3AHSATUI.
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1 | Paznmen 1. Conepkanue, 3HaUCHUE 2 2 - 4 1 6

JeJIONPOU3BOCTBA. TEXHOIOT s
OpraHM3allU JIEI0IPOU3BO/ICTBA B
00pa30BaTeNbHOM YUPEXKICHUU

2 | Pazmen 2. HopmatuBHO- 2 4 - 6 - 8
3aKoHO/aTenbHas 0a3a. OCHOBHbBIC
BUJIbI JOKYMEHTOB M CHCTEMBI
noxkymeHTtaru. OcoOeHHOCTH
MIO/ITOTOBKH ¥ O(OPMIICHHS
OTJICJIbHBIX BUJIOB JIOKYMEHTOB

3 | Paznen 3. ®opMupoBanue e U - 4 - 4 1 8
OpraHu3aIys XpaHCHHS
JIOKYMEHTOB. DKCIIepTH3a
[IEHHOCTH JJOKYMCHTOB.
TexHuyeckre cpeacTna,
UCTIOJIb3yeMbIC B
JIEJIONPOU3BOJICTBE. DIIEKTPOHHBIN
JOKYMEHTO0000POT

3auer R

UTOIO: | 4 10 - 14 2 22

Conep:xaHue TMCUMILUTUHBI (MO1YJIs1)

Pa3znen 1. Conepixanue, 3HaUeHHe /1eJ0ONPou3BoacTBa. TexHomorus
OpraHH3aINH JIeJIONPON3BOCTBA B 00Pa30BaTEIbHOM yUpeKIeHNH

Tema 1.1 OcHOBHBbIE TEPMHUHBI U MOHSITHE «1€J10MPONU3BOACTBO». McTOpHS BO3HUKHOBEHHSA
¥ OCHOBHbBIE dTANbI PA3BUTHS AeJ10MPON3BOACTBA. CHCTEMBI OPraHU3aANMHU
aeaonpousBoacTsa. [loHsATHE M NPUHIMIILI OPrAHU3ALMUYU IOKYMEHTO000POTA

[TonsiTHE «IEMONTPON3BOACTBOY. OCHOBHBIC LIENH U 33aJ]a4d JeNIoNpon3BocTBa. HeoOxoamMocThb
OpTraHMU3aINH JEIONPOU3BOACTBA B YUPESKICHUH. 3HAUCHUE JIEIONPOU3BOJICTBA B ACITEILHOCTH
oOpa3oBatensHOro yupexaeHus. Cekperapb, IeIONmpOn3BOIUTENh, JOKYMEHTOBE, KaHIIEISPHSL.
HcTopudeckue Tanbl pa3BUTUS Ael0Npou3BocTBa B Poccun. CoBpeMEeHHOE TOCYIapCTBEHHOE
peryiaupoBaHue  JIeNONpon3BojACTBA. CHCTEMBI  JeNONPOW3BOACTBA:  IIEHTPAIM30BaHHAS,
JeleHTpann3oBaHHas, cmemanHas. CTpykrypa u 00BEM AokyMeHTooOopoTa. (OCHOBHBIC
IMPUHIUIIEI OpTraHru3aln pa6OTI)I C JOKYMCHTOIIOTOKaAMH, KaK CO3JaHUC ONTHUMAJIbHBIX YCJ'IOBI/II\/’I
JUISE BCEX BHUAOB paboThl C JoKyMeHTamH. OpraHu3aldoHHas CTPYKTypa I[epcoHaa,
obecreunBaroIiero padboTy ¢ JOKyMEHTaMHU.

Tema 1.2 PekBU3UTHI JOKYMEHTOB. Perucrpauus u uHaekcanusi 10kymeHToB. CTpykrypa 6a3
AaHHBIX JA0KyMeHTOB. Ilpuem, o0paboTka M pacnpenejieHHe NOCTYNAIONIMX JOKYMEHTOB.
Opranuszanust 00padoTKH U NepeIayu OTIHPABIAEMbIX JOKYMEHTOB.

[TonsTe pekBU3WTa JIOKyMeHTa. Buasl pexBuszutoB. IlpaBuna odopmieHuss peKBU3UTOB




ToKyMeHTOB.  Dopmynsip-oOpaszen.  bmank gokymenta. Bwuael 6mankoB. TpebGoBaHus K
Omankam gokymeHToB. lllaGnonsl. MHaekcanust u perucrpanusi 10KyMeHTOB. Buasl 1 popmbl
pETUCTpALlMi TOKYMEHTOB. TpeOoBaHHA K TEKCTaM CIIy)KEOHBIX JOKYMEHTOB: KPaTKOCTh M TOYHOCTH
HU3JI0XKCHUA PIH(bOpMaIH/II/I, HCKIIIOYCHHUE JBOSJKOI'O TOJIKOBAHMA, O0OBEKTUBHOCTD H AOCTOBCPHOCTH
I/IH(l)OpMaHI/II/I, COCTAaBJICHUE IIPOCTBIX JOKYMCHTOB, CTPYKTYPHPOBAHHWEC TCKCTAa JOKYMCHTA, HIMPOKOC
HCIIOJIB30BaHUC Tpa(l)apeTHLIX N THUIOBBIX TCKCTOB IIPHU OIMMCAHUMN IMOBTOPAIOMIUXCA YIPABICHYCCKUX
cutTyanuit. SI3BIK U CTWIIb CIYKEOHBIX JOKYMEHTOB. JTambl OOpPaOOTKH BXOISIIUX JOKYMECHTOB.
[lepBuunas o00paboTka BXOJAIIMX JOKYMEHTOB. Perucrpupyemble U HEpPETUCTPUPYEMbIE
TOKyMeHTHI. [IpenBapuTenbHOE pacCMOTPEHHE JOKYMEHTOB JIJIsi HAMPABICHHS HMCIIOJHUTEISIM.
Pesomronus.

[TopsimOK  TOATOTOBKM  HMCXOASIIMX JOKyMEeHTOB. (CocTaBleHHE TMPOEKTa JOKYMEHTa,
coriacoBaHue, noamnucanue (yrBepkieHue), ThupaxupoBaHue. CrocoObl U METOJbI OTIPaBKU
UCXOAIIUX JOKyMEeHTOB. OOmiasi XapakTepHCTHKa CIyXeOHOU mepenucku. Pa3sHOBHIHOCTH
CIIy’)keOHBIX MHUCEM (COMPOBOAUTENBHOE MHCHbMO, MUCHMO-IIPOCKOa, MUCHMO-3aMpPOC, MUCHMO-
OTBET, MHUCHMO-COOOIICHHE, WH(POPMAIIMOHHOE IHCHMO, TapaHTUHHOE MHUCHMO, MHUCHMO-
MpurjiameHue 1 T.1.).

Tema 1.3 Ilopsigok NpoxoxkIeHUs] BHYTPEHHHUX JTOKYMeHTOB. OpraHu3anusi KOHTPOJISL 3a
HCIOJHEHHEM I0OKYMeHTOB. Padora ncnosinureiei ¢ JjokymenTamu. Opranusanusi HOUCKOBOI
CHCTEMBbI M0 TOKYMEHTaM.

BHyTpenHue nOKyMeHTHI 00pa30BaTENbHOM OpraHu3aluy (3asBJICHUS, CIy>KeOHBbIC 3alKCKH,
JIOKJIA/IHbIe, OOBSCHUTEIbHBIC, CIIPaBKH, CBOJKM, OTYeTHl W 1p.). [lomroroeka, odopmienue,
peructpanus. [lpaBuna mocTaHOBKM JOKYMEHTOB Ha KOHTPOJb. [IOpSIOK CHSATHS TOKYMEHTOB C
KOHTpoJis. OT4eT 1O WCIOJHEHUIO KOHTPOJIBHBIX JIOKYMEHTOB. OrmnepaTUBHOE MCIOJHEHUE
JOKYMEHTOB COTPYAHMKAaMH B COOTBETCTBUU C UX JODKHOCTHBIMHU OOS3aHHOCTSIMU H
pe3oonret  PyKOBOJUTEIIS. OTBETCTBEHHOCTh 32  HecoONoJeHue  TpeboBaHUU
UCTIONTHUTENbCKON  JHMCUUIUIMHBIL, 32  HEMpPaBWIbHOE  HCIOJb30BaHUE  JICHUCTBYIOIIMX
HOpMaTI/IBHI)IX I[OKyMeHTOB B IIOJAT'OTOBKC, O(l)OpMJ'IeHI/H/I U UCIIOJIHCHUU I[OKYMCHTOB B CpOK.
[TouckoBast cucTeMa JOKYMEHTOB - KapTOTEKH U KIAacCU(UKAIMOHHBIE CIPAaBOYHUKHU. Bumibl
KapToTeK. Bupl kitaccuuKaloHHbIX CIPAaBOYHUKOB.

Tema 1.4 Cnoco0bl U MeTOABbI JOCTABKH JOKYMeHTOB. O0pa0doTka KoH(pMIeHIMAIbHBIX
JAOKYMEHTOB M JOKYMEHTOB /Il  CJIY:KeOHOI0 TMOJIb30BAHMSl. JKCKYPCHsi B OTHeJ
AeJ10NPOn3BoACTBAa MypMaHCKOro apKTHY€CKOr0 rocy1apCTBEHHOI0 YHHBEPCUTETA.
Opranuzanysi O4TOBOM, KypbepCKOM M IKCIIPECC-IOCTaBKH JOKYMEHTOB. [IOHATHA: «IEHHOCTH U
0e30macHOCTh  MH(POpPMALUNY, «KOH(MUICHIUAIBHOCTE», «Yyrpo3a KOH(QUACHIUAILHOCTHY,
«3amuta uHGpopMmanum». be3onmacHOCTh ILEHHBIX HMHPOPMAIMOHHBIX pecypcoB. lLlenHas
uHpopManus U KOHPUIEHIIMAIbHbIE JOKYMEHTHI. PernamenTanus cocraBa KOH(UICHINAIBHBIX
cBeleHM U JOKyMeHTOB. Ilopsimok paboThl ¢ KOHQUACHUUATBHBIMU JIOKYMEHTAMU U
marepuainamu. KonpunennuanbHas nHhopMaIys U CBEICHUS B IEATEIILHOCTH 00pa30BaTeIbHON
OpraHu3aluH.

Paspnen 2. HopmaTtuBHO-3aK0HOAaTEAbHAsA 0a3a. OCHOBHBIE BHABI JOKYMEHTOB U
CHUCTeMbl JOKyMeHTanuu. Oco0eHHOCTH NOATOTOBKH H 0()OPMJICHHUS OTAEIbHBIX
BH/I0B JOKYMCHTOB

Tema 2.1 HopMaTHBHO-3aKOHOAATe/IbHbIE © HOPMATHUBHO-METOAMYECKUE JOKYMEHTBI 110
aejgonpounssoacrsy. HopmaTuBHO-3aK0HOAATEIbLHBIE H HOPMATHBHO-METOAUYECKHE
AOKYMEHTBI 110 AapXUBHOMY J1eJy.

3akoHonarenbHbIe akThl Poccuiickoit deneparu u MypMaHckoii 061acTu, peraaMeHTHPYIOIue
JIeJIONIPOU3BOCTBO U apXUBHOE zieno. ['ocyrapcTBeHHbIE CTaHAApThl U YHU(UKaLUsA B 00J1aCTH
JIeTIONPOU3BOJICTBA U apXMBHOro Jena. VHCTpykuus IO IeIonpou3BOACTBY MuHucrepcrsa



oOpa3zoBanus u Hayku Poccuiickoii ®eneparun. Meronndeckue peKOMEHIAIMK M0 pa3paboTKe
HOMEHKJIATyphl M MHCTPYKLHUHM IO JEJONPOU3BOACTBY B 0OPa30BaTEIbHOM YYPEKICHUU.
TumoBsle MepeyHN € yKa3aHHEM CPOKOB XpaHEHUs JOKyMeHTOB. [IpaBmiia pa®oTbl apXuWBOB
OpraHu3aIuu.

Tema 2.2 Kunaccupukanus noxkymeHToB. IOpuanyeckas cuia gokymenra. HazHauenue u
COCTAaB  OPraHU3allMOHHO-TIPaBOBOH  NokyMmeHTanuu. Ha3nayenme um  cocraB
OPraHM3alMOHHO-PACIIOPAANTENbHOM JoKkyMeHTanun. Ha3HaueHne u coCcTaB CIIPaBOYHO-
UHGpOPMALMOHHOI TOKYMEHTALMH.

Knaccudukanus 10OKyMEHTOB, €€ OCHOBHbIE MpPHU3HAKU. [ pymnimbl JOKYMEHTOB - JOKYMEHTHI IO
o0mMM W aJMHUHUCTPAaTHBHBIM BOIpOCaM, T.€. IO BOIpOcCaM OOIIEr0 PpPyKOBOJACTBA
OPEeNNpUsITHEM M €ro JAeSITeNbHOCTBbIO; - JOKYMEHThl MO (YHKIMSM  YIPaBJICHUS.
Knaccugukarust cmyxeOHBIX JTOKYMEHTOB: IO aJMUHHCTPATUBHBIM BONPOCaM; IO BOMPOCaM
MaTepuaIbHO-TEXHUYECKOTO CHA0XEHUS;, JOKYMEHTAalUsl MO IUIAHWPOBAHUIO; MO ONEPATUBHOMN
JESATENIbHOCTH; 10 OyXTaJITepCKOMY Yy4eTy; I10 MOJrOTOBKE M PAcCTAHOBKE KaJpoB U T.A.
Knaccudukanus mo HaMMEHOBAHUIO: MPHUKA3bl, PACHOPSIKEHHS, IUIAHBI U OTYETHI, aKTHI,
IPOTOKOJIBI, OTOBOPHI, YCTAaBbl, MHCTPYKIINH, JOBEPEHHOCTH  T.A. Kinaccudukanus mo mecty
COCTaBIICHUS, TO CTENEHW YyHU(DUKAIMH, MO MPOUCXOKIACHUIO, MO BUAY OGOPMIIEHHS, IO
cnoco0y ¢ukcauun wHOOPMAIMK, MO CTENEHHW CIOXXHOCTH, IO CTENEHH TJIaCHOCTH, II0
IOpUJIMYECKOM CHJIe, 10 CpOKAaM HCIIOJIHEHMS, [0 CpOKaM XpaHEHHWs, IO CTElEHU
0053aTEeIbHOCTH.

CucremMa opraHu3aIiOHHO-TIPABOBOM JOKYMEHTAIUU (YCTaB yUpeKIeHUS, TOJI0KEHUS, IITATHOE
pacnucaHue, JOJDKHOCTHbIe MHCTpyKuuMH). Cucrema opraHM3alMOHHO-PACIOPSAIUTEIbHON
JOoKyMeHTanuu (yka3, MpuKas, BRIIHCKA U3 MPUKa3a, pacropshkeHue, mocraHonnenue). Cucrema
CIPAaBOYHO-UH(POPMALIMOHHON JOKYMEHTAlMM (IIPOTOKOJI, aKT, 3asBJICHHUE, TOKIaHasl 3aluCKa,
IpeUIo’KeHNe, MpeACTaBIeHue, Cly)KeOHas 3amucka, oObsCHUTENbHas). Cxema IMOATOTOBKU
pacnopsAUTENbHBIX JOKYMEHTOB. [lopsiiok CHATHS 1 BbIIaYM KOIHI ¢ TOKyMEHTOB.

Tema 2.3 JlokanbHble HOpMAaTHBHBbIE aKThl. CocTaB M padoTa ¢ KaJApoOBO# J0KyMeHTanue.
[Tonoxenus, mpaBuia, WHCTPYKIMHM (IpaBWIa BHYTPEHHETOo TPYJOBOTO pacHopsiKa,
MHCTPYKIUHU O TOPSIIKE OCYIIECTBICHUS KaKOW-TNOO0 NeATENbHOCTH WU MOPSAKE IPUMEHEHUs
MIOJIO)KEHUN 3aKOHOJATENbHBIX M HMHBIX HOPMATHUBHBIX AaKTOB, IIOJIOKEHUS O CTPYKTYPHBIX
NOJIpa3/ieNIeHUsIX, KOJUIEKTUBHBIN 1oroBop U Ap.). Ilopsnok odopmieHUs W MOAIUCAHUS ITHX
JOKYMEHTOB Ul IIPUMEHEHUSI KaK CaMOCTOSITENIbHBIX MPABOBBIX akTOB. [IoHsATHE M CTpyKTypa
NEePCOHAIBHBIX AaHHBIX. O0s3aTeNbHbIE KaIPOBbIE TOKYMEHTHI 00pa30BaTEIbHON OpraHU3allly,
UX BUJbI, COCTaB, HOPMATHBHbIE TPEOOBAHUS K BEIEHUIO KaJPOBOM JOKyMEHTAlUH (IIPUKa3bl U
pacnopsbKeHHsT 10 JIMYHOMY COCTaBy, 3asiBJIEHHE, TPYIOBOM JOroBOp, JIOJKHOCTHAs
WHCTPYKLMSA, TPYAOBas KHWJKKA, JIMYHAs KapTOdka, JIMYHOE AeN0). [IBHkKEHHE U XpaHEeHue
KaJpoBOM JOKymeHTanuu. JKypHanbl M KHUTH ydeTa. VCHojiHEHHE COUMAIbHO-TIPABOBBIX
3a1poCoB.

Pa3nen 3. ®opMupoBaHme /1eJ1 1 OPraHU3aNusi XpaHeHUs1 JOKYMEHTOB. JKCIepTH3a
HECHHOCTH TOKYMEHTOB. Texnunueckue cpeacrea, MCOJIb3yEMbBIEC B
AeJIONPOU3BOJACTBE. DJIEKTPOHHBII IOKYMEHT0000pOT

Tema 3.1 IlpaBuia cocTaBjieHHsI HOMEHKJIATYPbI JeJ yupexaeHus. DopmupoBaHue U
odopmienne aea. OpraHuzanmsi ONEPATMBHOIO XpaHeHHs AOKyMeHTOB. MopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM y4peKICHUH.

[lonsiTe 0 «aene». Homenkiatypa nen. CocraBiieHHEe HOMEHKJIATypbl J€lI B
00pa30BaTENILHOM YUPEKICHHUH. ®opmupoBaHUE eIl [Ipu3Haku 3aBeneHus nei:
HOMUHAJIBHBIN, MPEIMETHO-BOMPOCHBIN, aBTOPCKHUM, KOPPECIIOHIECHTCKHM, TreorpaduyecKuid,
xpoHonorndeckuii. Buapl apxuBoB. TpeboBanus k apxuBam. [lopsaok nepenaun JOKyMEHTOB Ha



apxuBHOe XpaHeHue. CucrtemaTH3alys TOKyMEHTOB B apxuBe. PaboTa ¢ Hay4YHO-CIIPaBOYHBIM
anmaparoM (McTOpUYecKas CIpaBKa, ONHUCH Jiel IOCTOSHHOIO M BPEMEHHOIO XpaHEHUs
JIOKYMEHTOB, KHUTH y4€Ta U JIBUKEHUS JIEN).

Tema 3.2 Jles1a MOCTOSSHHOT0O W BPEMEHHOI0 CPOKA XpaHeHHMsl. JKCIEPTHAS KOMHCCHS
yupeskaeHusi. [lopsitok yHUYTOKEHUSI JOKYMEHTOB.

Oco0eHHOCTH XpaHEHUsl JeJl MOCTOSHHOTO, BpeMeHHOTo (cBbimie 10 JieT) U aen mo JuYHOMY
cocraBy. Ilopsmox mnepemauu gen B l'ocynmapctBeHHble apxuBbl. Co3gaHHMe HKCIEPTHOM
KOMUCCHH ydpexjacHus. [IpoBeneHue H3KCHEpTU3bl IEHHOCTH AOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3acelaHMii KOMHCCHU W aKTOB Ha yHMUYTOKeHue jen. [lpoueaypa yHUUTOXKEHHS
JIOKYMEHTOB.

Tema 3.3 MHcnouan3oanme IIK B penonpomssoacrBe. CpencrBa KONUPOBAHUS M
onepaTuBHOro pasmuoxxeHus. IIpuem u 00padoTka JOKYMEHTOB, IOCTYNAIIIUX N0 KaHAIaM
3JIEKTPOHHOM MOYTHI M (hakcumMmIbHOI cBsizu. [IpaBuiia 6e3onacHoil padoThI ¢ OPIrTEXHUKOIA.
KomnbroTepHble cpeacTBa MOArOTOBKM — JOKyMEHTOB. lcnosnbp3oBaHue 1AaOJOHOB — JUIs
dopMupOBaHUS JIOKYMEHTOB Ha KoMmibioTrepe. lcnosnb3oBaHue B KOMIbIOTEpE OJaHKOB
nokyMeHTOB. Co3/laHue OJIaHKOB JIOKYMEHTOB B KOMIIbioTepe. M3roToBieHue, KONUpOBaHUE U
TUpa)XUpOBaHUE JOKyMEHTOB. CpencTtBa 00pabOTKH JOKYMEHTOB. JIOKYMEHTHI, IepeaBacMble
0 KaHajgaMm CBs3M (Teinerpamma, Teliekce, (akcorpamma, Ttenedonorpamma). Ilonsitue
«oprrexHuka». OCHOBHBIC BHJIBI OPraHW3alMOHHON TeXHUKH. [IpaBuiia TeXHUKH 0€301MacCHOCTH
paboThI C OPTTEXHUKOM.

Tema 3.4 DiekTpoHHOe NOKyMeHTHpPOBaHue. [loHsITHE «3JIEKTPOHHBII JOKYMEHT).
IIpeumymiecTBa nepenadyn JOKyYMEHTa C KOMIIBIOTEpAa Ha KOMIIBIOTEP.  YCTaHOBKA Ha
KOMIIBIOTEPE CIIELHUAIIBHO BBIIEICHHOM IMANKU JUIs MOCTYNAKMUX JOKyMeHTOB. [Ipenmyiecrsa
anekTpoHHoM mnouthl. Jloctynm k Internet. Cucrema peructpauuu u koHTpois. Co3jnaHue
ANIEKTPOHHOM 0a3bl JaHHbIX. [lomck gokymeHTa. OKCKypcus B apXuB MypMaHCKOToO
ApPKTUYECKOI0 FOCYAapPCTBEHHOTO YHUBEPCUTETA.

6. IHEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHWNH],
HEOBXOJINMOTI'O JJIA OCBOEHUA JUCHUIIJIMHBI (MOYJISA).

OcHoBHasi iuTEpaTypa:

1. Oenepanpublii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM Jjene B Poccuiickoit
Oeneparuny (pen. denepanbHbix 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, o1 27.07.2010 Ne 227-D3)

2. OenepanpHbiii 3akoH "O0 WHpOpMaNMK, HHPOPMATH3AUHN U 3aluTe WHpopMarmu". 3aKoH
nonmnucan [Ipesunentom Poccuiickoit denepartuu 20 dhespans 1995 roga N 24-03

3. 3akoH Mypmanckoit obmact ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM J1ene B
MypmaHcKoii 001acTu

4. ®Denepanbublii 3aK0H 0T 27 utosd 2006 1. N 152-03 "O nepcoHalbHbIX JaHHBIX"

5. Oenepanpablii 3ak0oH oT 2 Masg 2006 r. N 59-@3 "O mopsake paccMOTpeHHs OOpaIieHHH

rpaxaan Poccwuiickoii @enepanun" C M3MEHEHUSIMA U AOTIOHEHUSIME OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utons 2013 ., 24 Hosi6ps 2014 .

6. [lpaBuna jgenompou3BojacTBa B (elepalbHBIX  OpraHax  HUCIOJHUTEIBHOW  BIIACTH
(yrBepxxaensl nocranoBienueM [IpasurenscrBa Poccuiickoit @enepaunn ot 15.06.2009 Ne 477
7. [lepeveHb THUTOBBIX YIIPABICHUYSCKUX apXUBHBIX TOKYMEHTOB, 0Opa3yIOIIUXCS B IpoIecce

JIeITeTbHOCTH TOCYAApCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYITIPaBJICHHs U OpraHu3alvi, ¢ yKa3aHuEM
CPOKOB XpaHEeHHs. YTBepXkJIeH IpukazoM MunHucrepcTBa KynbTypsl Poccuiickoit @enepauun ot 25 aBrycra
2010 1. Ne 558

JlonoJiHUTE/ILHASA JIUTEpPATYypa:

1. ITucemo MunoOpasBanust P® ot 20 nmexabps 2000 roma N 03-51/64 «O Metoanyeckux
PEKOMEHIAMAX 110 paboTe ¢ JOKYMEHTaMH B 00111€00pa30BaTEIbHBIX YUPEKASHUIX)



2. Opranuszanysi JeJIonpor3BoIcTBa U TokyMeHToobopoTa JIOY [Tekcr]: meron. pek. / JI. U.
Jlykuna. - M. : Cdepa, 2009. - 128 c.

3. Conoryd, O.I1. Jlemonmpou3BOJACTBO: COCTaBJICHHE, pEAaKTHPOBaHWE W  00paboTKa
JTokyMeHTOB: YueOHoe nocodue / O.I1. Conory0. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JAUCHUIIJINHBI
MoAaYyJisl)

B o0pa3oBaTensHOM IpoIiecce UCIOMb3YIOTCA:

— y4eOHBIE ayJUTOpPUM JUIA TPOBEACHUS  YYEOHBIX  3aHATUH, OCHAICHHBIC
000pyI0BaHWEM M TEXHUYECKUMH CpeACTBaMHU oOydeHwus: yueOHas mebenb, [1K, obopynoBanue
JUTSL IEMOHCTPAIINH MTPE3SHTAINH, HATJISITHBIC TOCOOWS;

— TOMEIIEHHUsS] Ui CaMOCTOSITENIbHOW  paboThl  OOYYaroIuXcs, OCHAIICHHBIC
KOMITHIOTEPHON TEXHUKON C BO3MOYKHOCTBIO TIOIKITFOUEHHS K ceTH «HTepHeT» n o0ecredyeHreM
JIOCTYTIA B AJICKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBarenbHyto cpeny MAIT'Y.

7.1 INEPEYEHb J/IMIEH3MOHHOI'O U CBOBOJAHO PACIHPOCTPAHSEMOI'O
MNPOI'PAMMHOI'O OBECIIEYHEHUA:
7.1.1. .HI/IIICHI%I/IOHHOC MnporpaMmmMHo¢ odecreyeHyue 0TeYeCTBEHHOI 0 Mmpou3BoOJaACTBA:

o Kaspersky Anti-Virus

7.1.2. JInieH3HOHHOE MPOrpaMMHOe o0ecrieyeHne 3apy0e;KHOro NPpOU3BOICTBA:
e MS Office
e Windows 7 Professional
e Windows 10

7.1.3. CBo00oaHO pacnpocTpaHsieMoe NpPOrpaMMHOe o0ecledyeHHe OTe4eCTBEHHOI0
NPOU3BOJACTBA:

7.1.4. CpoOogHO pacnpocTpaHsieMoe NpPOrpaMMHoOe olecrnedeHue 3apy0e:KHOIo
NPOU3BOJACTBA:

o Adobe Reader

e Mozilla FireFox

o LibreOffice.org

7.2 QJIEKTPOHHO-BUBJIMOTEYHBIE CUCTEMBbI:

OBC m3parenscrBa «Jlansy» https://e.lanbook.com/

OBC u3narensctBa «tOpaiit» https://biblio-online.ru/

OBbC «YHuBepcuterckas Oubaroreka onnaita» https://biblioclub.ru/

7.3 COBPEMEHHBIE TIPO®ECCHUOHAJIBHBIE BA3bI JAHHBIX
1. Uadopmarnmonno-ananutudeckas cuctema SCIENCE INDEX

2. DnekTpoHHas 0a3a TaHHBIX Scopus

3. Bass! manueix kommanun CLARIVATE ANALYTICS

7.4 THOOPMAIIMOHHBIE CITPABOYHBIE CUCTEMbI

l. CnpaBo4yHO-TIpaBOBast uH(pOpMalMOHHAS cucrema KoHcynbTanT ITmroc
http://www.consultant.ru/

2. 00O «CoBpemeHHbIE MeAWa TEXHOJOTMM B  OOpa3oBaHUM ©  KYJbTYpe».
http://www.informio.ru/

8. UHBIE CBEJIEHUSA U MATEPUAJIBI HA YCMOTPEHUE BEI[YHIEFI KA®EJIPbI
1. Cynebnblie u HOpMaTuBHBIE akThl PD http://sudact.ru/



https://e.lanbook.com/
https://biblio-online.ru/
https://biblioclub.ru/
http://sudact.ru/

9. OBECIIEYEHUE OBPA30BAHUSA AJIs JIMIL C OB3

Jns obecrieuenust 00pa30BaHUs UHBATUAOB U JIMI C OTPAHUYEHHBIMH BO3MOXKHOCTSIMU 3/I0POBBS
peanu3anus JUCUUIUIMHBI MOXET OCYIIECTBISATHCA B aJalTHUPOBAHHOM BHJAE, C YYE€TOM
cnenupuKd OCBOCHUS U JUJAKTUYECKHMX TpeOOBaHUU, HCXOIs U3 HMHAWBUIYATbHBIX
BO3MOXKHOCTEH U 10 JITYHOMY 3asIBICHUIO 00YyJaroIerocs.



