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IMosicuuTeILHAS 3aIMCKA

O0BeM QUCLUIUIMHEL 2 3.€.
1. Pe3yabTarbl 00y4eHusi 0 AUCHHUILVIMHE (MOAYJII0), COOTHECEHHBIE C MHIUKATOpaMU
JOCTH)KEHUS] KOMIIETEHLIMH, YCTAaHOBJICHHBIMM  00pa30oBaTeIbHOM MpOrpaMmMon

Komnerennus

HNupnkatopbl
KOMIIEeTEeHIIH i

Pe3ysbTaThl 00y4eHust

YK-4. Cnnocoben
OCYUIECTBIISATh
JICTIOBYIO
KOMMYHHKAIIHIO B
YCTHOM ¥ TUCbMEHHOU
(hopmax Ha
TOCyIapCTBEHHOM
s3pIke Poccuiickoit
denepanuu u
HHOCTpaHHOM(BIX)
A3bIKe(ax)

YK-6. Criocoben
YIPaBISITh CBOMM
BpEMEHEM,
BBICTpauBaTh U
pean3oBbIBATh
TPACKTOPHUIO
CaMOpa3BUTHS Ha
OCHOBE TIPHHIIUIIOB
o0Opa3oBaHU B
TeYEeHHUE BCeil XKU3HH

VYK-4.1. Bnageet cucremoit
HOPM PYCCKOTO
JUTEPATypPHOTO SI3bIKA MPU
€ro UCIIOJIb30BAaHHUU B
KayecTBEe roCyAapCTBEHHOIO
si3plka PO 1 HopMamu
WHOCTPAaHHOTO(BIX)
SI3BIKA(OB), HCTIOIB3YET
pa3nu9Hbie (HOPMBI, BUIIBI
YCTHOU ¥ MUCbMEHHOMN
KOMMYHUKAIIH.

VYK-4.2. Ucnone3yet
SI3BIKOBBIE CPEJICTBA ISl
JOCTHKEHUS
npodeccroHaNbHbIX 1ieen
Ha PYCCKOM U
HHOCTpaHHOM(BIX)
s3bIKe(ax) B paMKax
MEKJIMYHOCTHOTO U
MEKKYIBTYPHOTO OOIIEHHS

VK-6.1. OuenuBaet
JIMYHOCTHBIC pecypcm 110
JIOCTHIKEHHUIO LIeneH
CaMOpa3BUTHS U
YIIpaBJIE€HUS CBOUM
BpPEMEHEM Ha OCHOBE
MIPUHIUIIOB 00pa30BaHUs B
TeUYeHue BCeN KU3HU.

VK-6.2. Kputnuecku
oueHnBaet 3G HexKTHBHOCTH
UCIIOJIb30BAaHUSI BPEMEHH U
JPYTHX PECypCOB MpU
peanu3aly TPaeKTOpUU
CaMOpa3BUTHSL.

3HaTh: HOpPMAaTUBHBIC JOKYMCHTBI 110 yHI/I(i)I/IKaIII/II/I u

CTaHIAapTH3aLUU B obyactn JIOKyMEHTaI}H,
JeiicTByrome Ha Teppuropun P®; rocymapcTBeHHbIE
CTaHIAPTHI u 3aKOHOIaTEeIIbHbIE AKTBI o
JOKYMEHTUPOBAHHUIO;

CHCTEMBI JOKYMEHTAIMH, TPEOOBaHUS K COCTABICHHIO U
0(OPMIICHHIO JOKYMEHTOB;

THUIIOBBIC MHCTPYKUHUH IO JETONPOHU3BOJICTBY, PEIIIaAMEHT
paboThL, TOJKHOCTHBIE HHCTPYKLIMY;

OCHOBHBIE ~BHIBI JOKYMEHTOB, pErIAMCHTHPYIOLINX
00pa30BaTEIbHYIO ICATCIBHOCTS;

OCHOBBI  JICNIONPOM3BOACTBA B  0Opa30BaTEILHOM
YYPEKIACHUU.

YMeTh: palMoHaNnbHO W A(PQPEKTUBHO OPraHU30BHIBATH
JeTONIPOU3BOJCTBO B 00pa30BaTeIbHOM OpraHHU3alNy;
COCTaBJIATh  y4eOHO-METOAWYECKHE M  HOPMAaTHUBHO-
MIPaBOBbIC JIOKYMEHTBI, periaMeHTHpYIoIINe
JeATENFHOCTh 00pa30BaTeIbHON OpraHu3aluy

Bnagets: MCTOAAaMU, crocodbamMu u cpeacrBaMu

MOJIy4€eHus, XpaHeHus, nepepaboTKu
nHpopmManuu, OCHOBaMH KOMITBIOTEPHOU
IPaMOTHOCTH;  TEXHOJOTMEH  OpraHu3anuu
JIeJI0NPOU3BO/ICTBA B 00pa3oBaTeITbHOM
YUpEXKIECHUU.

2. Coaep:kaHue TUCHHUILUINHBI (MOTYJIs)

Pazgea 1. Copepxanne, 3HaueHue AejionpousBoacTa. TexHomorus
OpPraHM3alyH 1eJIONPOU3BO/ACTBA B 00pa30BaTEJIbHOM YUpPeKIeHUU

Tema 1.1 OcHoBHBIE TEPMHUHDLI H NOHATHE «AC€JTOINMPOU3BOACTBO». I/ICTODI/IH BO3HHKHOBCHUSA
H OCHOBHBIC 3TAIlbI PA3BUTUA ACJI0NIPOU3BOACTBA. CucremMabl opraHu3anuu
AeJ0NpPou3BOaCTBA. IlonsaTHe 1 NIPUHIUIIBI OPraHu3aluu }.IOKyMGHTOOﬁOpOTa

ITousTue «ICJIOIPOU3BOACTBOY. OcHOBHEIE eI U 3aga4u JCJIOIMPOU3BOJACTBA. HGO6XOJII/IMOCTI)
opraHu3alu ACJIOMPOU3BOACTBA B YUPCKACHUH. 3HaucHUE ACIIOIMPOU3BOACTBA B ACATCIBHOCTU




oOpa3oBatenpHOro yupexaeHus. Cekperapb, IeIONpOU3BOIUTENh, JOKYMEHTOBE, KaHIIEISPHSL.
HcTopudeckue Tanbl pa3BUTUS IeIONPOou3BoACcTBa B Poccun. CoBpeMEHHOE TOCyIapCTBEHHOE
peryiaupoBaHue  Jenonpou3BojacTBa. CHCTEMBI  JETONPOW3BOJACTBA:  [IEHTPAIM30BaHHAs,
JeIIeHTpaIn30BanHas, cMemanHas. CTpykTypa U 00BEM J0KyMeHTO0OopoTa. (OCHOBHBIE
NPUHIUITB OPTaHU3aIluN PA0OTHI C IOKYMEHTOIIOTOKAMH, KaK CO3/]aHUE ONITUMAJIBHBIX YCIOBHIA
JUISE BCEX BHUAOB paboThl C jAoKyMeHTamH. OpraHu3aldoHHas CTPYKTypa IMEpCcoHaa,
00eCTIeurBarOIIEro padoTy ¢ TOKyMEHTAMHU.

Oco0eHHOCTH JIeIONPOU3BO/ICTBA B HAYAIBHOM HIKOJIE.

Tema 1.2 PekBu3uThl 10KyMeHTOB. Perncrpanusi u unjaekcanus 10kymeHToB. CTpykTypa 6a3
NaHHBIX JoKyMeHTOB. Ilpuem, o0padorka M pacnpeneieHde NOCTYNAMMX T0KYMEHTOB.
Opranuzanus 00padoTKHU U NepeIayu OTHPABJIsIEMbIX IOKYMEHTOB.

[Tonsitue pekBusuTa MOKymMeHTa. Buasl pekBusutoB. I[lpaBuna ogopmieHHs PEKBU3UTOB
ToKkyMeHTOB.  Dopmynsip-oOpaszen.  biank mokymenta. Bunbl OimankoB. TpeGoBanwus K
Omankam gokymeHToB. lllaGnonsl. MHaekcanus u peructpanus AOKyMeHTOB. Buasl u Gopmbl
perucTpanuu JIOKyMEHTOB. TpeOoBaHUsS K TEKCTaM CIY>KEOHBIX TOKYMEHTOB: KPaTKOCTh W
TOYHOCTh HU3JIOKEHUS WH(OPMALIUU, HCKIIOUEHHE IBOSIKOTO TOJKOBAaHHUSA, OOBEKTHMBHOCTh U
JIOCTOBEPHOCTh MH(OpPMAIMH, COCTABIIEHHE MPOCTBIX JOKYMEHTOB, CTPYKTYPHpPOBAHHE TEKCTa
JTOKYMEHTa, I[IMPOKOE HCIOIb30BaHUE TpadapeTHbhIX U THUIOBBIX TEKCTOB MpPHU OMHCAHUU
MOBTOPAIOIIMUXCA YHPABICHYCCKUX CI/ITyaIlI/If/'I. SI3BIK U CTWIb CJIy)KC6HI)IX JOKYMCHTOB. DTansl
00paboTKM BXOASIIUX JOKYMEHTOB. [lepBuunas oOpaboTKa BXOASIIUX JOKYMEHTOB.
Peructpupyemble U Hepeructpupyemele JOKyMEHTHL. IIpeaBapuresibHOE paccMOTpeHue
JIOKYMEHTOB JIJIsl HalpaBlIeHUs UCTIOIHUTENAM. Pe3omtonus.

[Topsimok  TOATOTOBKM  HUCXOIAIIMX JOKYMEHTOB. (CoOCTaBJI€HHME TIPOEKTa JIOKYMEHTa,
coriacoBaHue, noamnucanue (yrBepkieHue), TupaxupoBaHue. CrocoObl M METOJbI OTIPAaBKU
UCXOJAIIMX JTOKyMEHTOB. OOmias XapakTepucTHKa CIykeOHOM mnepenucku. PasHoBuIHOCTH
CIIy’)keOHBIX THUCEM (COMPOBOJAUTENBHOE MHCHMO, MHCHMO-MIPOCKOA, MUCHMO-3aMpPOC, MUCHMO-
OTBET, MHUCHMO-COOOIICHNE, WH(POPMALMOHHOE NHUCHMO, TAPAHTUHHOE MHCHMO, ITHCHMO-
MpurjiameHue 1 T.1.).

Tema 1.3 Ilopsitok Npoxo:KaeHHsi BHYTPEHHHUX JOKYMeHTOB. OpraHu3anusi KOHTPOJIA 3a
HCIIOJIHEeHHEeM JO0KyMeHTOB. Pagora ucnosHurenei ¢ fokymeHTaMu. Opranusanusi noucKoBom
CHCTEMBI 110 JOKYMEHTaM.

BayTpennue AOKyMeHTHI 00pa3oBaTeIbHON OpraHu3aiuu (3asBICHUS, CIY>KEOHBIE 3aIUCKH,
JIOKJIa/IHbIe, OOBSCHUTEIbHbBIE, CIIPaBKH, CBOJKU, OTYeTHl U 1p.). IloaroroBka, odopmieHue,
peructpanus. [IpaBnna NmOCTaHOBKM JIOKYMEHTOB Ha KOHTPOJIb. IIOpSIIOK CHATHS JTOKYMEHTOB C
KOHTpOA. OTYer MO WCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOJIHEHUE
JOKYMCHTOB COTPpYAHHKaAMH B COOTBETCTBHMH C HUX JOJKHOCTHBIMU 00s3aHHOCTAMHA U
pesomtonelt  pykoBojuTens.  OTBETCTBEHHOCTh 32  HEcOONIofeHHe  TpeOOBaHUMA
HACIIOTHUTETbCKON JUCHUITIINHDBI, 3a HCIIPABUJIBHOC HCIIOJIB30BaHHUEC I[Gf/iCTB}H—OHIHX
HOPMATUBHBIX JIOKYMEHTOB B IOJATOTOBKE, O(OPMIIEHUH M HCHOJIHEHUHU JIOKYMEHTOB B CpPOK.
[TouckoBast cucreMa JOKYMEHTOB - KapTOTEKU U KJIAcCU(UKALMOHHBIE CIPAaBOYHUKHU. Buibl
KapToTeK. Bupl kiaccu(puKalmoHHBIX CIIPABOYHUKOB.

Tema 1.4 Cnocodbl W MeTOABI JOCTABKH JOKYMeHTOB. O0pa0oTka KoH(pHMIeHIHMATIbHBIX
JAOKYMEHTOB M JIOKYMEHTOB /I  CJIY:KeOHOI0 IOJIb30BAHUSI. JKCKYPCHMA B OTHe]
AeJIONpon3BoAcTBA MypPMaHCKOIr0 apKTH4YeCKOro rocyAapCTBeHHOr0 YHHBEpPCHTeTA.

Opranuzaiys MO4YTOBOM, KYPhEPCKOM M AKCIIPECC- TOCTAaBKU JTOKYMEHTOB. [IOHATHS: «IIEHHOCTh U
0€30MacHOCTh  MH(POPMALUN», «KOH(MUICHIUAIBHOCTE», «yrpo3a KOH(QUACHIUAIEHOCTHY,
«3amurta uHpOpMmanuu». be3omacHOCTh IIEHHBIX HH(POPMAIMOHHBIX pecypcoB. lleHHas
uHpopManus U KOHPUIESHIIMAIbHbIE JOKYMEHTHI. PernaMenTanus coctaBa KOH(GHUIESHIIMATBHBIX
cBeieHM U 1OoKyMeHTOB. Ilopsimok paboTbl ¢ KOHQUACHUUAIBHBIMU JIOKYMEHTAMHU U



Marepuanamu. Kondunenunansaas nHGOpMAIHs ¥ CBEJCHUS B ICITEIHOCTH 00pa30BaTeIbHON
OpraHu3aIiu.

Pasnen 2. HopmaTtuBHO-3aKk0oHOAaTeIbHAsA 6a3a. OCHOBHbBIE BUIbI JOKYMEHTOB U
CHCTEMBbI JOKYMeHTAIMU. OCO0eHHOCTH MOATOTOBKH M 0(pOPMIIEHHUSA OTAEJbHBIX
BH/IOB JIOKYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIE © HOPMATHBHO-METOAMYeCKHe JOKYMEHTHI 110
aesaonpoussoacTsy. HopmaTtnBHo-3aKkoHOIaTeIbHbIE H HOPMATHBHO-METOAMYECKHUE
JOKYMEHTHI 110 ADXHUBHOMY JeJIy.

3akoHomarenbHbIe akThl Poccutickoit denepanu 1 MypMaHCKOM 001acTH, periIaMeHTHPYIONINE
JIeTIOTIPOU3BOICTBO M apXUBHOE J1e10. ['ocymapcTBEeHHbIE CTaHAAPThl U yHU(DUKALUs B 00JIacTu
JEJIONPOU3BOJCTBA U APXUBHOrO J1ena. MHCTpYKIMsS IO JelIOonpou3BOJACTBY MuUHHUCTEpCTBA
oOpa3zoBanus u Hayku Poccuiickoii ®eneparnun. Meronnyeckue peKOMEHIAIMH 10 pa3paboTKe
HOMEHKJIATYpbl U HHCTPYKLHMU TO JIEJIONPOU3BOJCTBY B 00pa30BaTEIbHOM YUpEXKJICHUU.
Tunosble MepevyHH C yKa3aHHUEM CpPOKOB XpaHEHHUs JOKyMeHTOB. IlpaBuna pa®oTbl apXxuBOB
OpraHu3aIuu.

Tema 2.2 Knaccuduxamus nokymentoB. KOpuandeckas cuna qokymeHnTta. HasHauenue u cocras
OpraHU3allMOHHO-TIPAaBOBOM  JOKymMeHTauuu. HasHaueHme ©  cocTaB  OpraHu3alMOHHO-
pacnopsAuTeNbHOM JoKyMeHTaluu. Ha3sHaueHwe U cocTaB ClpaBOYHO-MH(POPMALMOHHOMN
JIOKYMEHTALUU.

Knaccugukaiuss JOKyMEHTOB, €€ OCHOBHBIC MPHU3HAKH. [ PYIIIBI TOKYMEHTOB - JIOKYMEHTHI O
o0MM W aJMUHHCTPAaTHBHBIM BOIIpOcaM, T.€. IO BONpOcaM OOIIEro PYKOBOJCTBA
OPENIpUSITHEM M €ro JAESITEeIbHOCTbIO; - JOKYMEHThl 10 (YHKUUSM  YIOpPaBJIEHUS.
Knaccudukanus ciayxkeOHbIX JOKYMEHTOB: IO aJMHHUCTPATUBHBIM BOIIPOCaM; MO BOIIPOCaM
MaTepUaIbHO-TEXHUYECKOTO CHAa0XKEHUS; JOKYMEHTAlUsl O IUIAHWPOBAHUIO; 110 ONEPATUBHOMN
NESTENIbHOCTH; IO OyXTaJITepCKOMY y4eTy; MO TMOATOTOBKE M PACCTaHOBKE KAaJIpoB U T...
Knaccudukamuss mo HauMMEHOBAaHUWIO: TPUKA3bl, PACIOPSHKCHHS, IUIAHBI W OTYETHI, AKTHI,
IPOTOKOJIbI, JOTOBOPBI, YCTaBbl, MHCTPYKIIUHU, JOBEpeHHOCTH U T.A4. Knaccudukanus no mecty
COCTaBJICHUS, MO CTENEHW YHU(UKAIMM, 1O NPOUCXOXKACHUIO, MO BUAY OQPOPMIIEHHUS, IO
cnoco0y ¢ukcanun HHGOpPMAIMKM, MO CTENEHU CIOXKHOCTH, MO CTENEHH TIJIACHOCTH, IO
IOPUAMYECKON Cuile, [0 CpOKaM MCIOJHEHHS, 110 CpPOKaM XpaHEeHHs, IO CTEleHU
0053aTeNTbHOCTH.

CucreMa opraHM3aliiOHHO-TIPAaBOBON JOKYMEHTAlUH (YCTaB yUpEKJICHUS, TOJT0XKEHHS, IITATHOE
pacnycaHue, JOJDKHOCTHbIE HMHCTpyKuuu). CucTeMa OpraHM3allMOHHO-PACIOPSAAUTEIbHON
JOKyMeHTaluu (yka3, IpuKas, BeIHCKA U3 MpUKa3a, pacropskeHue, nocraHoBnenue). Cucrema
CIIPaBOYHO-UH(POPMAIIMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asBICHHUE, MOKIaHas 3al1CKa,
MpeIOKEHUE, TMPECTaBIeHUE, CIIy)KeOHas 3amucka, oObsicHUTeNnbHas). CxemMa MOATOTOBKHU
pacropsAUTENbHBIX TOKYMEHTOB. [10psAI0K CHATHSA 1 BbIIAUM KOIIMI C IOKYMEHTOB.

Tema 2.3 JlokanbHbIe HOpMAaTHBHBbIE aKThI. CocTaB M padoTa ¢ KaApPOBOH JOKYMeHTaLHel.
[Tonmoxenus, mnpaBwiIa, WHCTPYKIUU (MpaBUja BHYTPEHHETO TPYIOBOTO  PAaCIOPSIKA,
MHCTPYKLIUU O MOPSAKE OCYIIECTBICHUS KaKOH-THOO NeATeNIbHOCTH MU MOPSJIKEe TPUMEHEHHUs
MMOI0KEHNH 3aKOHOOATCIIBHBIX M HWHBIX HOPMATHBHBIX A4KTOB, IOJOXCHUA O CTPYKTYPHBIX
MOJpa3/IeIeHUsIX, KOJUIEKTUBHBIN 1oroBop U Ap.). [lopsaok opopmieHHs M MOANMCAHUS STHX
JOKYMCHTOB IJId NMPUMCHCHHA KAaK CAMOCTOSATCIIBHBIX IIPAaBOBBIX aKTOB. ITonsarue n CTPYKTYypa
NEepCOHANBHBIX JaHHBIX. OOs3aTenbHble KaApOBbIe JOKYMEHTHI 00pa30BaTEeIbHOM OpraHu3aIii,
UX BHJIbl, COCTAaB, HOpPMATHUBHbIE TPeOOBaHMS K BEJIEHUIO KaIpOBOM TOKyMEHTalUUU (IIpUKa3bl U
pacnopspDKeHHs 10 JIMYHOMY COCTaBy, 3asBIEHHUE, TPYIOBOM JOrOBOp, JOJKHOCTHAs
UHCTPYKLUS, TPYAOBas KHIKKA, JIMYHAs KapTOdKa, JMYHOE JAeo). [IBuxkeHHe U XpaHeHue



KaJapoBOoM jgokymMeHTauuu. JKypHaibl M KHUTH ydera. VcmonHeHHe coIHMalbHO-TPAaBOBBIX
3aMpoCoB.

Paznen 3. @opmupoBaHue JeJ1 M OPraHU3alUsi XPaHEHHU JOKYMEHTOB. JKCIepTH3a
HEHHOCTH TOKYMeHTOB. TexHn4yecKue cpeacTBa, HCIOJIb3yeMble B
JAeJIONPOU3BOICTBE. DJIEKTPOHHBIH JOKYMEHTO000POT

Tema 3.1 IlpaBuiia cocTaBjleHHSI HOMEHKJIATYPBI JeJl yupesxaeHusi. dopmupoBaHue U
opopwiienne aes. OpraHusanusi ONEPATHUBHOIO XpPaHeHUs TOKYMeHTOB. PopmMupoBaHue
apxuBa B 00pa30BaTeJIbHOM y4peKIeHUH.

[lonsiTe o «ueney. Homenknarypa nen. CocraBiieHHEe HOMEHKJIATypbl Jell B
00pa30BaTEIbHOM  YUPEKIACHUH. ®opmupoBanue aen. llpusHaku 3aBeneHus A€
HOMUHAJIBHBIM, TPEIMETHO- BOIPOCHBIA, aBTOPCKHM, KOPPECHMOHACHTCKUN, reorpadUuyuecKui,
xpoHoJsorndyeckuil. Buapl apxuBoB. TpedboBanus k apxusam. [lopsiiok nepesaun JOKyMEHTOB Ha
apxuBHOe XxpaHeHue. Cucrtemarusaius JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIPaBOYHBIM
annaparoMm (UCTOpUYEcKas CIpaBKa, ONMCH Ji€J1 IOCTOSHHOIO W BpPEMEHHOTO XpaHEHUS
JIOKYMEHTOB, KHUTH y4e€Ta U JIBUKEHUS JIET).

Tema 3.2 Jlesia MOCTOSSHHOI0O W BPEMEHHOI0 CPOKA XpaHeHHMsl. JKCIEPTHAS KOMHCCHS
yupe:xaenus. [lopsiiok yHHUYTOKEeHUS JOKYMEHTOB.

OcoOeHHOCTH XpaHEHUs JeNl MOCTOSHHOro, BpeMeHHOro (cBeimie 10 5eT) u Jen mo JIUYHOMY
cocraBy. Ilopsmox mnepemauum gen B [ocymapcTBeHHble apxuBbl. (Co3laHHMe SKCIEPTHOU
KOMUCCHH YyupexaeHus. [IpoBeneHue 5SKCHepTU3bl IEHHOCTH JAOKyMEHTOB. OdopmieHue
IIPOTOKOJIOB 3AaCEIaHUM KOMHCCHUM M aKTOB Ha YHUYTOXKEHHE nein. Ilpouenypa yHMUYTOXKEHUS
JIOKYMEHTOB.

Tema 3.3 MHcnoab3oBanue IIK B gesonmpoumsBoacrBe. CpeacrBa KONMPOBAHUS H
onepaTuBHOro pasmMuoxkenusi. [lpuem n 06paGoTka J0KYMEHTOB, MOCTYNAIOIIUX M0 KAHAJIAM
3JIeKTPOHHOM MOYTHI M (hakcuMuiIbHOM cBsi3u. [IpaBuiia 6e3omacHoi padoThI ¢ OPITEXHUKOM.
KomneioTepHble cpeicTBa MOATOTOBKM JOKyMEHTOB. Mcrmonb3oBaHue 11a0JIOHOB st
dbopMUpOBaHUS [TIOKYMEHTOB Ha KoMIbloTepe. lcmonb3oBaHHe B KOMIBIOTEpPE OJIaHKOB
nokymeHToB. Co3gaHue OJaHKOB JJOKYMEHTOB B KOMITbIOTEpE. M3roToBICHNE, KOMUPOBAHUE H
TUPAXUPOBaHUE TOKYyMEHTOB. CpencTBa 00pabOTKU JOKYMEHTOB. JIOKYMEHTHI, MepeaBaeMble
Mo KaHajaMm CBsi3M (Teynerpamma, Telekc, (akcorpamma, Ttenedororpamma). [lonsitue
«(OPITCXHHKA». OCHOBHBIE BHU/IbI OpFaHHSaHI/IOHHOﬁ TEXHUKU. HpaBI/ma TEXHUKHA O€30IT1aCHOCTH
paboTHI C OPTTEXHHUKOM.

Tema 3.4 DuekTpoHHOe NoOKyMeHTHpPOBaHue. [loHsITHE «3JIEKTPOHHBII JOKYMEHT).
IIpeumyiiecTBa nepenadyd JOKyMEHTa C KOMIIbBIOTEpAa Ha KOMIIBIOTEp.  YCTaHOBKa Ha
KOMITBIOTEPE CIIEHHUAIBHO BBIICICHHOM IMANKyU JUIA MOCTYNAIUX TOKyMEHTOB. [Ipenmymmecrsa
annekTpoHHoM mouthl. Jloctynm k Internet. Cucrema peructpaumu u KoHTpois. CoznaHue
ANIEeKTpOHHOM 0a3bl JaHHbIX. lloMck mokymeHTa. OKcKypcuss B apxuB  MypMaHCKOTO
apPKTUYECKOI0 FOCYAapCTBEHHOTO YHUBEPCUTETA.

3. IlepeueHb y4eOHO-MeTOANMYECKOT0 O0ecnievyeHusl TUCIMIIIMHBI (MOLYJIs1)

- MYJIBTHUMEIWUHBIC TPE3CHTAMOHHBIE MAaTepUANbl 10 JUCIHHUILIMHE (MOIYJIIO)
IIPEJICTaBJIEHBI B 3JIEKTpOHHOM Kypce B OOC MAY;

- METOJMYECKHE YKa3aHWs K BBITIOJIHEHHUIO J1A00PATOPHBIX/TMPAKTHICCKUX/KOHTPOIBHBIX
pabot (BbIOpaTh) MpeacTaBiIeHbI B 3NIeKTpoHHOM Kypce B DMIOC MAY;

- METOJIMYECKHE MaTepUalbl IJisi OOYJaIOIUXCS MO OCBOCHHIO IUCITUTUTMHBI (MOTYJIs)
npescTaBieHbl Ha odunuanbHoM caiite MAY B paznene «Hdopmarus mo o0pa3oBaTebHbIM
porpaMMamM, B TOM YHCIIE aJalITHPOBAHHBIMY.


http://www.mstu.edu.ru/sveden/education/oop/
http://www.mstu.edu.ru/sveden/education/oop/

4. ®oHJ OLEHOYHBIX CPEICTB MO JUCHHUILIMHE (MOYJII0)
SBnsieTcs OTAEIBHBIM KOMIIOHEHTOM 00pa30oBaTEIbHOM MPOTpaMMEbl, pa3paboTaH B ¢opme
OTJICTBHOTO JJOKYMEHTA, BKJIFOYAET B CEOS:
- TIepeYCeHbh KOMIIETCHITMI ¢ YKa3aHUEM ATaloB UX (OPMUPOBAHUS B MPOIECCE OCBOCHHS
JUCLUILINHBL (MOIYJIs1);
- 3a7]aHUS TEKYIIETO KOHTPOJIS;
- 3aJ]aHUs TPOMEKYTOUHOM aTTECTAIUU;
- 3a7laHUS] BHYTPEHHEH OLICHKH KauyecTBa 00pa3oBaHUsI.

5. INEPEYEHDb YYEBHO-METO/IUYECKOI'O OBECIIEYEHMA,
HEOBXOJIUMOT'O JJIs1 OCBOEHUA JUCHUIIJIMHBI (MOYJIS).

OcHoBHas1 iuTEpaTypa:

1. OenepanbHblii 3akoH oT 22.10.2004 Ne 125-®3 «OO0 apxuBHOM Jiele B
Poccuiickoit ®enepammun» (pen. denepanbHbix 3akoHOB oT 04.12.2006 No 202-D3, 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. Oenepanbblii  3akoH  "OO0  wmHbopMmanuu, wWHQOpPMATH3AIMM ¢ 3aIIUTE
uHpopmanun". 3akon noanucan [Ipesuaerrom Poccuiickoit eneparuu 20 dheppans 1995 roga
N 24-d3

3. 3akon Mypmanckoit o6mactu ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM Jiene
B MypMmaHCKoi1 o0sactu»

4, ®enepanbublii 3akoH OT 27 utois 2006 r. N 152-D3 "O nepcoHanbHbIX JaHHBIX"

S. ®enepanbhbiil 3akoH oT 2 Masg 2006 r. N 59-®3"O mnopsake paccMOTpeHHs
obpamenuii rpaxaan Poccutickoit @enepanun" C u3MEHEHUSIMH U JOTIOTHEHUSMHU OT: 29 HIOHS,
27 uronst 2010 1., 7 mas, 2 uronsg 2013 1., 24 nosi6pst 2014 1.

6. [IpaBuna nenonpou3BOACTBA B (eepalbHBIX OpraHax HCIIOJHHUTEIBFHON BIIACTH
(yrBepxkaeHsl nocranonienueM IlpasurensctBa Poccuiickoit @enepaunu ot 15.06.2009 Ne 477
7. [lepeueHb TUNOBBIX YNPABJIEHYECKHX AapPXHBHBIX JOKYMEHTOB, 00pa3yroIIuXcs B

nporecce JeATeNIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAaMOYIPABICHHS WU
OpraHu3alii, ¢ yKkazaHHeM CpPOKOB XpaHEHHs. Y TBEPXKAEH NMPUKa30M MHMHUCTEPCTBA KYJIbTYpPbI
Poccuiickoit @enepanuu ot 25 aBrycra 2010 r. Ne 558

JlonmoJiHUTeIbHASA JINTEpaTypa:

1. [Tucemo MunoOpa3Banusa P® ot 20 pexabps 2000 roma N 03-51/64 «O
Mertoanyeckux peKOMeHJAlMsIX MO0 paboTe ¢ JOKyMEHTaMM B 00I1e00pa3oBaTeNlbHbIX
YUYPEKICHUAX)

2. Opranuzanus Jenonpou3BoAcTBa U gokymeHtoobopora JIOY [Tekcr]: meron.
pek. / JI. U. Jlykuna. - M. : Cdepa, 2009. - 128 c.
3. Comnory6, O.I1. [lenonpou3BoaCTBO: COCTaBlIeHUE, pEAAKTUPOBAHUE U 00paboTKa

nokyMeHToB: YuebHnoe mocodue / O.I1. Conory6. - M.: Omera-JI, 2013. - 207 c.

6. MPO®ECCHUOHAJIBHBIE BA3bl JAHHBIX WU HWH®O®OPMAIIMOHHBIE
CITPABOYHBIE CUCTEMBI

1) l'ocynapcTBenHas cucreMa mpaBoBoi HH(GOpMaIuy - OpUIIMATIBEHBIA HHTEPHET-IOPTAI
npaBoBoii nHpopmarmu- URL: http://pravo.gov.ru

2) Uudopmarnmonnas cucrema «EqnHOE OKHO JTOCTyIa K 00pa3oBaTEIbHBIM Pecypcam»_-
URL.: http://window.edu.ru

3) CnpaBouno-mipaBoBas cuctema. Koncynsrant [Tmroc - URL: http://www.consultant.ru/

7. HIEPEYEHDb JIUIEH3UOHHOI'O ITPOIT'PAMMHOI'O OBECIIEYEHUS, B TOM
YUCJIE OTEYECTBEHHOI'O TIPOU3BOJACTBA
JInneH3noHHoOe NporpaMMHoe o0ecredyeHne 0Te4eCTBEHHOI0 NPOU3BOACTBA


http://www.consultant.ru/

KasperskyAnti-Virus

JInneH3noHHOE MporpaMMHoe odecrevyeHne 3apy0e;KHOro NPON3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHoe o0ecriedeHne 0Te4eCTBEHHOT0 MPOU3BOACTBA
7Zip

CB000/1HO pacnpocTpaHsieMoe NPOrpaMMHOe odecriedeHne 3apy0e;KHOr0 NPOU3BOACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

8. OBECIIEYEHUE OBPA30OBAHMUA JJIsA JIUL C OB3

st oGecrieuenus 00pa30BaHUS MHBAJIUIOB U JIUI] C OTPAaHUYEHHBIMU BO3MOKHOCTSIMHU 3/I0POBbS
peanm3anys JUCLMILUIMHBL MOMKET OCYILECTBIISTBCS B aJalTUPOBAHHOM BHUIE, C YYETOM
cneun(UKU OCBOGHUS U JUIAKTUYECKUX TpeOOBaHMIA, HWCXOAS W3 HWHIAWBUAYAIbHBIX
BO3MOYKHOCTEH U MO JINYHOMY 3asIBJIICHUIO 00y4aroIerocs.

9. MATEPUAJIBHO-TEXHUYECOE OBECIIEYEHUE JUCHUIIJIMHBI(MOIAYJISA)
npencrasieHo B npuiiokeHuun kK OIIOIT «MarepualibHO-TEXHUYECKUE YCIOBHUS peallu3aluu
00pa3zoBaTebHON MTPOrpaMMbl» 1 BKITFOYACT:

- y4eOHBIC AayAMTOPHH JUIS TIPOBEICHHS Y4YEOHBIX 3aHATHH, NPETyCMOTPEHHBIX
porpaMmon OakanaBpuaTa/crenanIuTeTa/MarucTpaTyphl (BbIOpATH), OCHAIIlCHHBIE
000pyI0BaHHWEM U TEXHUYECKUMHU CPEACTBAMU OO0YUCHUS;

- IOMEIIEHUs  JUII  CaMOCTOSITENIbHOM ~ paboThl  OOy4YaroIIMXCS,  OCHAIECHHBIC
KOMITHIOTEPHOM TEXHUKON C BOZMOXHOCTBIO MOAKIIOUEHUs K ceTH «HTepHeT» u obecredyeHuemM

JOCTyTa K 3JIEKTPOHHOI HH(OpMaIOHHO-00pa3oBaTenbHO cpene MAY;;

10. PacnpenesieHue TPyA0€eMKOCTH 10 BUIaM Y4eOHOM 1eSITeJIbHOCTH
Ta6mumna 11 - Pacnipenenenue Tpya0eMKOCTH

. Pacnipenenenue Tpya0eMKOCTH TUCIUIUIMHBI (MOIyJIs) 110 hopMam OOyUeHHS
Bun yuebnoit
5 Ounas OuHo-3a04Has 3aouHas
NEeSATEIbHOCTH Boero
Cemectp Bcero Cemectp Bcero | Cemectp/Kypce 4ACOB
4acoB 4acoB
3 2
Jlexuun 4 4 2 2
IIpakTnueckue
P 10 10 2 2
3aHSTHS
CamocrosiTenbHas
paGota 58 58 28 28
ITogroroska k
IIPOMEKYTOUYHON - - - -
aTTEeCTAIMH °
Bcero yacos
0 AUCHUILINHE 72 72 36 36




/ u3 HUX B popMme

. 10 10 2 2
IIPaKTUYECKON
OJroToBKH"
DopMBI IPOMEKYTOUHOM aTTECTALMU U TEKYILET0 KOHTPOJIS
3aver o[ [ [ 4 [ [ | o 1 | 4 |
IlepeyeHb NpaKkTHYECKUX 3aHATHIH 10 popmMam 00ydyeHHs
Ne .
o\ Tembl NMPaKTHYeCKHUX 3aHATHH
1 2

Ounas gpopma

Paznen 1. Coneprkanue, 3HaueHHe JEIONPOU3BOACTBA. TEXHOIOTHS OpraHu3aluu
1 | menompousBocTBa B 00pa3oBaTenbHOM yupexkaeHuu. OCOOEHHOCTH JIETONPOU3BOICTBA
B HAYAJIbHOM IIKOJIE.

2 PaSI[eJ'I 2. HOpMaTI/IBHO-3aKOHO,I[aTCJ'ILHaH 6a3a. OCHOBHbBIE BUJbI JOKYMCHTOB U CUCTCMBbI
AOKYMCHTAIUH. OcobeHHocTr IIOArOTOBKH 1 O(i)OpMJIeHI/Iﬂ OTACJIbHBIX BUAOB TOKYMCHTOB

3 | Paznen 3. ®opMupoBaHue A€l U OpraHU3alus XpaHEeHUs JOKYMEHTOB. DKCIepTH3a
LIEHHOCTH JOKYMEHTOB. TE€XHUYECKUE CPEACTBA, UCTIOIb3YEMbIE B JACIIONPOU3BOICTRE.
DNEKTPOHHBINH JOKYMEHTO000POT

4 | Tema 3.1. Hcnonb3oBanue IIK B nenonpousBoxactBe. CpencrBa KONUPOBAHUS U
orepaTHUBHOrO pa3MHOXkeHus. [Iprem u 06paboTKa TOKyMEHTOB, TIOCTYHAIOUIUX TI0 KaHaiam
ANICKTPOHHOM MOYTHI U (PaKCUMIITHHOM cBsi3u. [IpaBmiia 6e301macHoi paboThI C OPTTEXHUKOM.

5 | Tema 3.2. DnekTpoHHOE JOKYMEHTHUpoBaHuE. [IoHATHE «3JIEKTPOHHBIN JTOKYMEHTY.

3aounas ¢gopma

1 PaSI[eJ'I 2. HOpMaTI/IBHO-3aKOHO,I[aTCJ'ILHaH 6a3a. OcCHOBHbBIE BUJbI JOKYMCHTOB U CUCTCMBbI
AOKYMCHTAIUH. OcobeHHocTr IIOArOTOBKH 1 O(i)OpMJIeHI/Iﬂ OTACJIbHBIX BUAOB TOKYMCHTOB




