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1. HEJIb OCBOEHUSA JUCHUIIJIMHBI (MOAYJISI) — dhopmupoBanue y oOydaromuxcs
TEOPETUYECKUX 3HAHUM U IMPAKTUYECKUX YMEHMM I OpraHu3aluM JEJIONpPOU3BOJICTBA,
HEOOXOJMMBIE TIPH BBHITIOJHEHUH OMNEPAlUi MO CO3MaHHI0 U 00paboTKe OpraHU3alMOHHO-
pacropsIUTEeNbHBIX JOKYMEHTOB, BEICHUS JICIOBOWM IEPEeNUCKU, aHaan3a WH(POPMALUOHHBIX
IIOTOKOB ¥ HMH(POPMAIIMOHHOTO B3aUMOJICHCTBUS B OPraHU3alli{, COBEPIICHCTBOBAHUU
TEXHOJIOTMI JTIOKyMEHTAallMOHHOTO OOecliedeHMsl YIpaBlIeHUS M AapXUBHOrO Jena Ha Oase
HoBelmux IT-TexHoaoruii, o0ecrevyeHus: TeKyIero XpaHeHus TOKyMEHTOB.

2. TPEBOBAHMUS K PE3YJIIbTATAM OCBOEHUSA JUCHUITIJIMHBI (MOAY JISI)

B pesynbrare (Momyns)  opMUpPYIOTCS — CIIeayroIIue
KOMIICTCHIIUU .
Crioco0eH ynpaBiisiTb CBOMM BpPEMEHEM, BBICTpauUBaTh U PEATU3OBBIBATh TPAEKTOPHIO

OCBOCHHA  JUCHHUIIIIMHBI

CaMOpa3BUTHS Ha OCHOBE MPHUHIUIIOB 00pa3oBaHus B TeueHue Beel sxu3uu (YK-6)

[lepedyens TUIAHUPYEMBIX PE3YIIHTATOB OOYUEHUS 10 JUCITUTUIMHE (MOIYJII0), COOTHECEHHBIX C
VMHJIUKATOPaMHU JTOCTUKEHUS KOMIIETEHIA

KoMmnerenuus

HNuaukaropsl
KOMIleTeH Ui

Pe3yabTaThl 00yuyeHus

VYK-6. Ciocoben
YIPaBIATb CBOUM

VK-6.1. OnpenensieT cBou
JUYHBIE PECYPCHI,

3HaTh: HOPMAaTUBHBIE JOKYMEHTHI IO
YHU(PHUKAIUU U CTaHIapTU3AIMU B 00JacTH

BpEMEHEM, BO3MOYKHOCTH H JIOKyMEHTAITNH, NCHCTBYIONTHE Ha
BBICTPaNBATh U OTpPaHHYCHUS IS TEPPUTOPUHN PD; rOCyJIapCTBECHHBIC
pealin30BBIBATH JOCTHIKEHHS TIOCTABJICHHON | CTAaHAAPTBI M 3aKOHOJATENbHBIC aKThl IO
TPACKTOPHIO LEeJn JIOKyMEHTHPOBAHHUIO;
caMOpa3BUTHSI HA VK-6.2. Co3nmaer u CHUCTEMBI JIOKYMEHTalluh, TpeOOBaHUSI K
OCHOBE JOCTpanBacT COCTAaBJICHHUIO U O(POPMIICHUIO JOKYMEHTOB;
MIPUHIIUIIOB WHIUBUIYATBHYIO THUIIOBBIE UHCTPYKITUH 10
o0Opa3oBaHus B TPACKTOPHUIO CAMOPA3BUTHS | JCJIIONPOU3BOJCTBY, pPErjJaMeHT paboTHI,
TEUEHHE BCEH IIPH MTOJTYYCHUHN JIOJPKHOCTHBIC MHCTPYKIIUH;
KA3HU po(hecCHOHATLHOTO OCHOBHBIE BH/IBI JOKYMEHTOB,
oOpa3oBaHus periaMeHTHPYIOIIUX 00pa3oBaTeIIbHYIO
JIEATENHHOCTD;
OCHOBBI JICIIOITPOU3BOICTBA B
00pa30BaTEIILHOM YUPEKICHHH.
YMerb: panvoHabHO W 3()QeKTUBHO
OpraHW30BBIBATh  JCIIONPOU3BOJACTBO B
00pa3oBaTeIbHOMN OpraHu3aIiu;
COCTaBIIATH y4eOHO-METOINIECKUE u
HOPMAaTHUBHO-TIPABOBBIC JOKYMECHTBI,
peraamMeHTHPYIOIINe JIeATEIIbHOCTh
00pa3oBaTeNbHOI OpraHu3alun
Bmagers:  Meromamu, cnocobamMu U
CpeIcTBaMu MOJTy4eHus, XpaHEeHus,

nepepaboTKy HHPOPMALIUH,

OCHOBaMHM KOMITbIOTEPHOM IPaMOTHOCTH;
TEXHOJIOTHEH OpraHu3aluu
JIeTIONIPOU3BOJICTBa B 00pazoBaTeIbHOM
YUPEXKICHUH.




3. YKABAHUE MECTA JUCHUIIIMHBI (MOAYJiIs) B CTPYKTYPE
OBPA3OBATEJIbHOM ITPOTPAMMBIL.

HucuuruinHa — «Jlenonpou3BOJICTBO M JIOKYMEHTOOOOpPOT B 00pa3oBaTeIbHOM
YUPEXKIECHUH» B CTPYKType OCHOBHOW MpO(eCcCHOHAIBbHONW 00pa3oBaTeIbHON MPOTrpaMMBI
HanpasieHuss noArotoBku 44.03.05 Ilemarormueckoe oOpazoBanue (¢ ABYMsI NpoduisiMu
MOJATOTOBKH),  HampaBleHHOCTh  (mpodwmmm) Pycckmii  s3pik.  Jlureparypa — sBIsieTcs
(baxyIbTaTUBOM.

JUis OCBOEHMSI JMCUUIUIMHBI O0ydYaroliMecs HCIOJb3YIOT 3HAHMS, YMEHMsSI, HaBBIKHU,
KOTOpbIE OHM MOJYYWMIM B Tpolecce u3ydyeHus aucuuiiuH:  «MHopmanuoHHo-
KOMMYHUKAIIHOHHBIE TEXHOJIOTHM B 00pa3oBaHum», «OCHOBBI pabOTBl B 3JIEKTPOHHOU
MH(POPMAITMOHHO-00Pa30BaATEIBHOM Cpeie YHUBEPCUTETA.

4. OBBEM JUCHUIIJIMHBI (MOAYJisl) B 3AYETHBIX EJWMHULAX C
YKA3AHUEM KOJIMYECTBA AKAJJEMUYECKHUX WJIN ACTPOHOMMUYECKHUX
YACOB, BBIAEJEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIUXCA C
HNPEIIOJABATEJIEM (IO BHUJIAM YUYEBHBIX 3AHSATHH) M HA
CAMOCTOATEJIBHYIO PABOTY OBYYAIOLIUXCHI.

OOm1ast TpyI0E€MKOCTh AUCIUTUTNHBI COCTABISIET | 3aueTHYI0 enHUIy Wi 36 JacoB (U3
pacuera 1 3ET= 36 yacos).
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B HHTCPAKTHBHBIX (I)OpMaX qacChbl UCIOJIB3YIOTCA B BUAC KPYIJIOTrO CTOJIA.

5. COAEP)KAHUE JUCHUIIVIMHBI (MOAYJIsI), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JAEJIAM) C VYKA3ZAHUEM OTBEJIEHHOI'O HA HHX
KOJMYECTBA AKAJIEMHUYECKHUX WJIN ACTPOHOMHUYECKHUX YACOB H
BUJIOB YUEBHBIX 3AHSTHUI.
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1 | Pazgen 1. Conepxanue, 3HaUCHUE 2 2 - 4 1 6

JIETOTPON3BOICTBA. TexHoNmorus
OpraHu3aluu JeJ0NpPOU3BOJICTBA B
00pa30BaTEIbHOM YUPEKJICHUU

2 | Paznmen 2. HopmaTuBHO- 2 4 - 6 - 8
3aKoHoJarenbHas 6a3a. OCHOBHbBIE
BH/JIBI IOKYMEHTOB M CHCTEMBI
nokymeHTaruu. OcoOeHHOCTH
MOJITOTOBKH ¥ 0(hOpMIIEHHUS
OT/ICJTLHBIX BUJIOB JIOKYMEHTOB

3 | Pasznmen 3. ®opmupoBaHue e U - 4 - 4 1 8
opraHu3anusa XpaHCHHA
JOKYMEHTOB. DKCIIEPTHU3a
LIEHHOCTH JOKYMEHTOB.
TexHudeckue cpecTna,
HCIOJIb3yeMbIE B
JETOTIPOU3BOJICTBE. DIIEKTPOHHBIN
JTOKYMEHTOOOOPOT

3auer -

UTOro: | 4 10 - 14 2 22

Conep:xaHue TUCHUTIHHBI (MOTYJIA)

Pasznen 1. Coagep:xanue, 3HaUeHMe 1eJI0NPOU3BOACTBA. TexHonorus
OpraHu3alNu 1eJ0NPOU3BOACTBA B 00Pa30BaTeIbHOM YUpesKIeHUH

Tema 1.1 OcHOBHBIE TEPMHHBI U OHATHE «1eJIONPOU3BOACTBO». UcTOpHS BOZHMKHOBEHHUS
U OCHOBHBIE 3TANbI PA3BUTHS JeJ0NPou3BoAcTBa. CHCTeMBbl OpraHU3anuu
aesnonpousBoacTpa. [loHsiTHEe M IPUHIMIIBI OPTAHU3ALUH JOKYMEHT0000pOTa

[TonsTue «aenonpousoacTBo». OCHOBHBIE LIENH U 3aJjauu JAenonponu3BojcTsa. HeobxoaumocTsb
OpraHM3aluy JeJIONPOU3BOACTBA B YUPEKICHUN. 3HAUCHHE ACIONPOU3BOACTBA B IEATEIbHOCTH
oOpa3oBatesibHOrO yupekaeHus. Cekperapp, 1eJI0NPOU3BOIUTENb, JOKYMEHTOBE, KaHIEIAPHUSL.
Hcroprueckue 3tamnsl pa3BUTH Jenonpon3BojcTBa B Poccun. CoBpeMEHHOE TOCYJapCTBEHHOE
perynupoBaHue  JenonpousBoAcTBa. CHCTEMBbI  AEIONPOM3BOJACTBA:  LIEHTPaJIM30BaHHas,
JelleHTpalu30BaHHas, cMemanHas. CTpykrypa u 00bEM jaokymMeHTooOopoTa. OCHOBHBIE
MPUHLUIBI OpraHu3aluu paboThl C JOKYMEHTOIIOTOKAMH, KaK CO3/IJaHHe ONTHUMAIbHBIX YCIOBHM
Ui BCeX BHJOB paboTel ¢ JokyMmMeHTamHu. OpraHu3alMoHHas CTPYKTypa IIepcoHaia,
o0ecreynBaroIero paboTy ¢ JOKyMEHTaMHU.




Tema 1.2 PexBusurhl 10KyMeHTOB. Perncrpanus u nnaexcanus 10kyMeHToB. CTpyKkTypa 0a3
AaHHBIX J0KyMeHTOB. Ilpuem, o0pa0oTka M pacnpenejneHde INOCTYNAOIIUX JTOKYMEHTOB.
Opranusanus 00padoTKH 1 nepeJayu OTHPABJIsieMbIX JOKYMEHTOB.

[lonsiTne pexkBu3uTa JAOKyMeHTa. Buasl pexBusutoB. IIpaBuna odopmieHnss peKBU3UTOB
nokyMmeHToB.  @opmynsap-oOpazeun.  brnank nokymenra. Bunel 6mankoB. TpebGoBaHus k
O6mankaM aokymeHToB. lllaGnonel. MHaekcauus u peructpanus HOKyMEHTOB. Buasl u Gopmbl
perucTpanuu J0KyMEHTOB. TpeboBaHUS K TEKCTaM CIIy»KEOHBIX TOKYMEHTOB: KPaTKOCTb M TOYHOCTh
HN3JI0KCHU A I/IH(I)OpMa]_[I/II/I, HUCKIIFOUCHHUEC JBOSJAKOIo TOJKOBaHUI, 00BEKTUBHOCTh H JOCTOBEPHOCTDH
WH(POPMAIIUK, COCTAaBJICHHE TPOCTHIX TOKYMEHTOB, CTPYKTYpPUPOBaHHE TEKCTa IOKYMEHTa, HIMPOKOE
HUCIIOJIB30BaHUEC Tpa(bapemmx MU TUIOBBLIX TEKCTOB IIPHU OIMMCAHUHN IHOBTOPAIOMIMXCA YHPaBJICHYCCKUX
cuTyaruid. SI3bIK M CTHIIb CIY)XEOHBIX JOKYMEHTOB. OJTambl 0OpaOOTKM BXOMSIIMX JOKYMEHTOB.
[lepBuunas oOpaboTka BXOIAIMIMX JOKYMEHTOB. Perucrpupyemble U HEpErucTpUpyeMble
NokyMeHThl. [IpenBapuTenbHOe pacCMOTpPEHHE JOKYMEHTOB JUIsl HaIllpaBJICHUS HCHOJHUTEISIM.
Pesomonus.

[Topsimox MOArOTOBKM  MCXOAAIIMX JOKYMeHTOB. (CocTaBiieHHME TMpPOEKTa JOKYMEHTa,
corJiacoOBaHue, MoJnucanue (yrBepikaeHue), TupaxupoBaHue. CrnocoObl U METOJbI OTIPABKU
UCXOAIIMX JOKyMEeHTOB. OOmias XapakTepucTUKa ClIykeOHOW mnepenucku. PasHoBHIHOCTH
CIIY’)KeOHBIX THCEM (COMPOBOJAUTENBHOE MHCHMO, MHUCHMO-TIPOCKOA, MUCHMO-3aIpPOC, MUCHMO-
OTBET, MHUCbMO-COOOIIEHNEe, HHQOPMAIIMOHHOE MUCHbMO, TapaHTHIIHOE MHCbMO, IHCHMO-
MPUTJIANICHUE U T.1.).

Tema 1.3 Ilopsaaok NpoXoxkKIeHUS] BHYTPEHHUX ITOKYMEHTOB. OpraHusaunmsi KOHTPOJS 3a
HCIOJTHEHHEeM JO0KYMeHTOB. Padora ucnosHuresiei ¢ fokyMeHTaMi. OpraHu3anusi IOMCKOBOM
CHCTEMBI 110 IOKYMEHTaM.

BHyTpeHHHE HOKYMEHTBl 00pa30BaTENbHOM OpraHu3aluy (3asBIICHUS, CIy)KEOHbIE 3aIlUCKH,
JIOKJIa/IHble, OOBACHUTEIbHBIC, CIIPAaBKU, CBOJKU, OTYeThl U J1p.). IlogrotoBka, odopmienue,
peructpanus. [IpaBuna NMOCTaHOBKM NOKyMEHTOB Ha KOHTPOJb. lIOpsANOK CHATHSA NOKyMEHTOB C
KOHTpOA. OT4eT 1O MCHONHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OIepaTMBHOE HCIIOJIHCHHE
JOKYMEHTOB COTPYAHUKaMH B COOTBETCTBUM C HX JIOJDKHOCTHBIMH OOS3aHHOCTSMHU U
pesosonmeit  pykoBoautens.  OTBETCTBEHHOCTb 32 HecoONIOJeHHe  TpeOOoBaHUM
UCIOJIHUTENBCKOW  JUCUMIUIMHBL, 33  HENPAaBUIBHOE  HCIOJB30BaHUE  JICHCTBYIOIIMX
HOPMAaTHUBHBIX JOKYMEHTOB B MOATOTOBKE, O(OPMIIEHUU M MCIOJHEHHUU JOKYMEHTOB B CPOK.
IlonckoBas cucrema JOKYMEHTOB - KapTOTEKM U KiIacCU(UKAILMOHHBIE CIPAaBOYHUKU. Buibl
KapToTeK. Bupl kiaccn(pukamoHHBIX CIIPABOYHUKOB.

Tema 1.4 Cnoco0bl W MeTOAbl JOCTABKHM JOKYMEHTOB. O0padoTka KOH(PHICHIHATBHBIX
AOKYMEHTOB W [JOKYMEHTOB [UIfl CJIY:KeOHOT0 IOJIb30BaHUSl. JKCKYPCHMSI B  OTIe]
AeJionpon3BoacTBa MypMaHCKOro apKTHYECKOr0 rocyIapcTBEHHOI0 YHUBEPCUTeTA.
Opranuzaiysi IOYTOBOM, KypbepPCKOM M 3KCHPECC-IOCTABKA JOKYMEHTOB. IIOHATHS: «UE€HHOCTh U
0e30macHOCTh MH(MOpPMALUNY», «KOHPHUICHIUAIBHOCTEY, «yrpo3a KOH(UIECHIIUAILHOCTHY,
3amurta uHbopmanum». be3omacHOoCTh IEeHHBIX HMH(DOPMAIIMOHHBIX pecypcoB. llenHas
nHpopmanug U KOH(pUIEHIIMAIbHBIE TOKYMEHTHI. PernamenTanus coctaBa KOH(DpUIECHITMATBHBIX
cBeeHnii W JOKyMeHTOB. Ilopsimok paboThl ¢ KOHPHUACHIMATHHBIMU JTOKyMEHTAMHU H
Matepuanamu. KonpunenuanbHas “HQOpMAIIHS U CBEJICHUS B ACSITEILHOCTH 00pa30BaTeIbHON
OpraHu3aluy.

Paspnen 2. HopmaruBHO-3aKkoHoAaTeabHAas 0a3a. OCHOBHBIE BU/IbI JOKYMEHTOB U
cucTeMbl JOKyMeHTAlMU. OCO0eHHOCTH MOATOTOBKH M 0()OPMJIEHUS OTAEJIbHBIX
BH/IOB IOKYMEHTOB



Tema 2.1 HopmaTuBHO-3aK0HOAATEIbHbIE M HOPMATHBHO-METOAMYeCKHE JOKYMEHTHI 110
aenonpoussoacTBy. HopmMaTuBHO-3aK0HOZaTE/IbHbIC H HOPMATHBHO-METOIHYECKHE
AOKYMEHTBI 110 APXMBHOMY JIeJIy.

3akoHonaTenbHbIe akThl Poccuiickoit @enepanun 1 MypMaHCKo# 006acTy, periiaMeHTHPYIOIne
JIEJIOTIPOU3BOJICTBO M apXUBHOE Jes0. ['ocynapcTBEHHbIE CTaHIApThl U yHUPUKALMS B 00J1aCTH
JIEJIONPOU3BOJICTBA U ApXUBHOrO Jena. MHCTpyKuus 1o Jenonpou3BOJACTBY MHHHCTEpPCTBa
oOpa3zoBanus u Hayku Poccuiickoii ®@enepanyn. Meronnveckue peKOMEHIAIMK 10 pa3padboTKe
HOMEHKJIATYpbl M HWHCTPYKLMU 110 JIEJONPOU3BOJICTBY B 0Opa30BaTEIbHOM YUPEKICHUM.
Tunosble mepeyHH € yKa3aHMEM CPOKOB XpaHEHUs AOKyMeHTOB. IIpaBmia paOoTbl apXuBOB
OpraHu3aiui.

Tema 2.2 Knaccuduxkauus nokymenron. FOpuauyeckas cuia gokymenra. Haznauenue u
COCTAaB  OPraHU3AlMOHHO-IPaBOBOH  JokymeHTanuu. Ha3snauenme wum  cocras
OPraHu3alOHHO-PACIIOPSAAUTENIbHON AOKyMeHTauuu. HasHaueHne u cocTaB CIpPaBOYHO-
UHGpOPMALHOHHON JOKYMEHTALMH.

Knaccugukamus 10KyMEHTOB, €€ OCHOBHBIE NMPU3HAKHU. | pyIIbI JOKYMEHTOB - JOKYMEHTHI IO
o0mMM ¥ aJAMMHHMCTPaTHBHBIM BOIIpOcaM, T.€. IO BOIpocaM OOIEro pyKOBOJCTBA
OPEINpUsATHEM H  €ro  JACATSNBHOCTBIO; - JOKYMEHTHI 10 (YHKIUSM  yIPaBICHHS.
Knaccudukanust cinyxeOHbIX JOKYMEHTOB: IO aAMUHHUCTPAaTUBHBIM BOIIPOCaM; MO BOIPOCaM
MaTepHUaTbHO-TEXHUUECKOTO CHAOXEeHUS; TOKyMEHTalus MO IUIaHUPOBAHHIO; 10 ONepaTUBHOU
NEeSITeIbHOCTH; MO OyXrajJTepckoMy YYeTy; MO IMOATOTOBKE M PACCTAaHOBKE KaJpoB U T.I.
Knaccudpukanuss 1mo HaMMEHOBAHHWIO: TPHKA3bl, PACIOPSDKEHHS, TUTAHBI M OTYETHI, AaKTHI,
MIPOTOKOJIbI, IOTOBOPHKI, YCTaBbl, MHCTPYKIUH, JOBEPEHHOCTH M T.l. Knaccuduxamnus no mecry
COCTaBJICHUS, N0 CTENEHU YHU(DUKALUU, IO MPOUCXOXKJIEHHUIO, MO BUAY OQPOPMIECHHS, IO
crocoOy ¢ukcaruu WHPOPMAIMH, TO CTETCHH CIIOKHOCTH, MO CTETNEHU TJIACHOCTH, IIO
IOpUAMYECKON cuje, MO0 CpoKaM MCHOJHEHHs, IO CpOKaMm XpaHEHHWs, IO CTENeHU
0053aTeNbHOCTH.

Cucrema opraHu3aliMOHHO-TIPAaBOBOM TOKYMEHTAIMH (YCTaB YUpPEXKACHHUSI, TOJI0KEHHUS, IITATHOE
pacrnucanue, JOJDKHOCTHbIE MHCTpyKuuu). Cuctema OpraHU3allMOHHO-PACIOPAIUTEIILHON
JNoKyMeHTanuu (yka3, IpUKa3, BRIMKUCKA U3 MPUKa3a, pacropshkeHue, nocranonnenue). Crucrema
CIPaBOYHO-MH(OPMALMOHHON JOKYMEHTAlUU (IIPOTOKOJI, aKT, 3asBJICHUE, JOKJIaHAas 3alHiCcKa,
MpeaioKeHue, IMpeAcTaBiIeHue, ClIy)KeOHas 3amucka, oObsicHUTeNbHas). Cxema MOArOTOBKU
pacnopsaUTeNbHBIX JOKYMEHTOB. [lopsiok CHATHS U BbIIAUM KOTIHIA C IOKYMEHTOB.

Tema 2.3 JlokajibHbIe HOpMATHBHBIE aKThL. CocTaB M padoTa ¢ KaAPOBOIl JOKYMEHTa M.
[lonoxenusi, mnpaBuia, HMHCTPYKUUHU (MpaBUiIa BHYTPEHHETO TPYAOBOIO  pacHopsiKa,
HWHCTPYKIMHU O TOPSAKE OCYLIECTBICHUS KaKON-IMO0 NEATENbHOCTH WU MOPSAKE MPUMEHEHUs
MOJIOKEHUI 3aKOHOJATENIbHBIX M HMHBIX HOPMATHUBHBIX aKTOB, MOJIOKEHUS O CTPYKTYPHBIX
MOPa3ACIICHUSIX, KOJUIGKTHBHBIN oroBOp M Ap.). [lopsamok odopmieHus U MOAIUCAHUS 3TUX
JOKYMEHTOB ISl IPUMEHEHUSI KaK CaMOCTOSITENIbHBIX MPaBOBBIX akToB. [loHSATHE U CTpyKTypa
MepCOHaNIBHBIX AaHHBIX. O0s3aTeNbHbIE KaIpOBBIE TOKYMEHTHI 00pa30BaTeIbHON OpraHU3aIlNH,
WX BHUJBI, COCTaB, HOpMaTHBHBIC TPEOOBAHUS K BEJACHUIO KaJIPOBOH JOKYMEHTAIMH (TIPUKa3bl U
pacnopspKeHusi 1O  JIMYHOMY COCTaBy, 3asBJIEHHE, TPYAOBOW JOrOBOp, JIOJDKHOCTHAs
WHCTPYKIUSA, TPYAOBas KHW)XKKA, JIMYHAs KapTOyka, JIMYHOE Jeno). J[BWKeHHE W XpaHCHHUE
KaJpoBOM JOKyMeHTauuu. JKypHanbl M KHUTH Yyuera. VICIoOnMHEHWE COIMalIbHO-TIPABOBBIX
3ampoCoB.

Paspnen 3. @opmupoBaHue el U OPraHU3alUs XPAHEHUsI JOKYMEHTOB. JKCIEePTH3a
LIEHHOCTH JOKYMeHTOB. TexHnueckue cpeacTBa, HcnoJb3yemMblie B
JAeJIONPON3BOACTBE. JJIeKTPOHHBIN JOKYMEHTO000pPOT



Tema 3.1 IlpaBuia cocTaBiieHHSI HOMEHKJIATYPbI JeJl y4dpexaeHus. dopmupoBaHue H
odpopmiienne nes. OpraHu3anmsi ONEPATHMBHOIO XpaHeHWs JOKyMeHTOB. dopmmupoBaHue
apxuBa B 00pa30BaTeJIbHOM Y4peKIeHNH.

[lonatue o «uene». Homenknarypa geu. CocraBieHre HOMEHKJIATYpbl €]l B
00pa30BaTEIILHOM  yUPEKACHHH. dopmMupoOBaHUE €Il IIpusnakyu 3aBelcHMS JICIL:
HOMHUHAJIbHBIM, HPEIMETHO-BOIPOCHBIM, aBTOPCKUM, KOPPECIOHAECHTCKUN, reorpapuuecKuii,
xpoHoJiornyeckuil. Buapl apxusoB. TpeboBanus k apxuBaM. [lopsok nepenaun JOKyMEHTOB Ha
apxuBHOe xpaHeHue. CucremaTtuszalus JOKYMEHTOB B apxuBe. PaboTa ¢ HayyHO-CIPaBOYHBIM
anmnapaTtoM (UCTOpUYECKas CIpaBKa, ONWUCU Jied IOCTOSHHOTO W BPEMEHHOIO XpaHEHUS
JOKYMEHTOB, KHUTH y4e€Ta U JBUKECHUS JIEN).

Tema 3.2 /le1a MOCTOSIHHOTO M BPEMEHHOI0 CPOKa XpaHeHHMs. JKCHEPTHAsi KOMHCCHUS
yupexneHusi. [lopsiiok yHHUTOKeHHS TOKYMEHTOB.

Oco0OeHHOCTH XpaHEHUs A€l MOCTOSHHOrO, BpeMeHHOro (cBeimie 10 jietT) u nen mno JUYHOMY
coctaBy. [lopsgox mnepemauun aen B [ocymapcTBeHHbie apxuBbl. (Co3laHHE SKCIEPTHOU
KoMHccun yupexnaeHus. [lpoBeneHue »sKkcmepTH3bl LEHHOCTH JOKyMeHTOB. Odopmienue
MIPOTOKOJIOB 3aCE€IaHU KOMHCCHM M aKTOB Ha YHHWYTOKeHHe aein. [Ipomenypa yHHUYTOXEHUS
JOKYMEHTOB.

Tema 3.3 MHcnoanzoBanme IIK B pgenompomsBoacre. CpencrBa KONUPOBAHUSI M
onepaTuBHOro pazmuoxeHusi. [Ipuem u 00padoTka JOKYMEHTOB, OCTYNAIOIIUX N0 KAHAJIAM
3JIEKTPOHHOM NMOYTHI M (hakcumuibHoI cBsi3u. [IpaBuia 6e3onacHoii padoThl ¢ OPrTEeXHUKOIA.
KomnbroTepHble cpelcTBa MOATOTOBKM JOKYMEHTOB. lcmosip3oBaHMe I1aOJOHOB  JUIS
(dopMupoBaHHA JOKYMEHTOB Ha KoMmIbloTepe. lcmosnb3oBaHHMEe B KOMIbIOTEpE OaHKOB
nokymMeHToB. Co3faHue OJIaHKOB JOKYMEHTOB B KOMIIbloTepe. M3rotoBiieHHe, KONUPOBaHUE U
TUpPaXHpOBaHUE JOKyMeHTOB. CpenctBa oOpabOTKH TOKYMEHTOB. [IOKYMEHTHI, MepeaBaeMble
10 KaHajaM CBsI3M (Tejerpamma, Telekc, (akcorpamma, TtenedoHorpamma). [lonsarue
«oprrexHuka». OCHOBHBIE BU/IbI OPraHU3aLMOHHON TeXHUKH. [IpaBuia TeXHUKHM 0€301MacHOCTH
palboThI C OPITEXHUKOM.

Tema 3.4 JiekTpoHHOE TOKyMeHTUPOBaHMe. [IoHsITHE «3JIEKTPOHHBINA TOKYMEHT).
[IpeumymiecTBa mnepenayn MOKYMEHTa C KOMIIbIOTEpa Ha KOMIbIOTEp.  YCTaHOBKa Ha
KOMITBIOTEPE CHEIMAIbHO BBIJCICHHOM ManKy JUIsl MOCTYHAIOMNX T0KyMeHTOB. [IpenmyiectBa
anekTpoHHOM moutkl. Jloctyn k Internet. Cucrema peructpauuu v KoHTpoJisi. Co3manue
ANeKTpoHHOU ©Oaszbl  naHHbIX. llowck gokymeHTa. OJKCKypcuss B apxuB  MypMaHCKOTO
ApPKTHYECKOTO TOCYapCTBEHHOTO YHUBEPCUTETA.

6. MEPEYEHD YYEBHO-METO/IMYECKOI'O OBECIIEYEHUS,
HEOBXO/IMMOTO JJIs1 OCBOEHMS JUCLUIIJIMHBI (MOAY.JIS).

OcHoBHasi JinTeparypa:

1. OenepanpHbii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jpene B Poccuiickoit
Oenepanun» (pen. Depepanbubix 3akoHOB OoT 04.12.2006 Ne 202-®3, or 01.12.2007 Ne 318-@3, or
13.05.2008 Ne 68-d3, ot 08.05.2010 Ne 83-D3, ot 27.07.2010 Ne 227-D3)

2. OenepanbHbii 3akoH "O0 MHGOpManWy, UHGOPMATU3AIUN U 3alIuTe WHPopManun". 3aKOoH
noxmucad [Ipesunentom Poccuiickoit deneparuu 20 dhespans 1995 roga N 24-03

3. 3akon Mypmanckoit obmactu ot 20.02.2006 Ne 730-01-3MO «OG6 apXuBHOM Jieie B
MypMaHCKO# 001acT»

4, ®DenepanbHbii 3akoH 0T 27 uromst 2006 r. N 152-03 "O nepcoHaNbHBIX JaHHBIX"

5. OenepanbHbiil 3akoH 0T 2 Mas 2006 r. N 59-®3 "O nopsake paccMoTpeHHs] oOpaleHui

rpaxxaad Poccutickoit @eneparun” C n3MeHEHUsIMU U JONOTHEHUsIMU OT: 29 nrons, 27 uronst 2010 ., 7 mas, 2
utoist 2013 ., 24 HOs1Opst 2014 1.

6. [lpaBuna nenompom3BoncTBa B (eAepalbHBIX  OpraHax  HCIONHHUTENBHOW — BIACTH
(yrBepxaensl nocraHosnenueM [IpasurenscrBa Poccuiickoit denepanuu ot 15.06.2009 Ne 477



7. IlepeueHb THUNOBBIX YHPaBJIEHUYECKUX APXUBHBIX JOKYMEHTOB, OOPa3yHOLIUXCS B IMpolecce
JEATENBHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPIaHOB MECTHOI'O CAMOYIIPABJICHUS U OPraHU3aLUl, C yKa3aHHUEM
CPOKOB XpaHEHHs. YTBepxkJeH NpHuka3oM MuHucTepcTBa KynbTypsl Poccuiickoit @enepanun ot 25 aBrycra
2010 1. Ne 558

JdomosiHuTe/IbHASA JIUTEpaTypa:

1. [Mucemo MunoOpaszBanusi PO or 20 gexabps 2000 roma N 03-51/64 «O Meroauveckux
PEKOMEHIAIMAX MO paboTe ¢ JOKYMEHTaMHU B 00IIe00pa30BaATEILHBIX YUPSIKICHUIX)

2. Opranuszanus AeI0Npou3BOJACTBa U JokymMeHTooOopota JOVY [Tekcr]: meroxd. pek. / JI. U.
Jlykuna. - M. : Cepa, 2009. - 128 c.

3. Comory0, O.I1. Jlenonpous3BOACTBO: COCTaBlIEHHE, peAaKTUpOBaHHE U  00paboTka
JokyMeHTOB: Yuebnoe nocodue / O.I1. Comnory0. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI
MOAYJIA)

B o0pazoBarenbHOM IpoLECCe UCIIONIb3YIOTCS:

— yueOHblE ayaUTOpUM JUIS TPOBEJACHUS  y4EOHBIX  3aHATHUM, OCHAIEHHBIE
000py/IOBaHNEM M TEXHUYECKUMU cpeacTBaMU oOydyeHus: yuebHas mebens, 1K, obopynoBanue
JUTsI IEMOHCTpAIIUY MTPE3EHTAIIUM, HaTJISITHBIE TTIOCOONS;

— TIOMENIEHUs JUIi  CaMOCTOSITENIbHOW  palOThl  OOYYalONIUXCsl, OCHAIICHHBIC
KOMIMBIOTEPHON TEXHUKOM C BO3MOXKHOCTBIO MOJKITIOUEHHUS K ceTu «HTepHeT» 1 obecreueHneM
JOCTYIA B JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBaTelbHyto cpeay MAI'Y.

7.1 NEPEYEHb JIMOEH3UMOHHOI'O U CBOBOJHO PACIIPOCTPAHAEMOI'O
MNPOI'PAMMHOI'O OBECIIEHEHUA :
7.1.1. JIutieH3nOHHOE TTPOrpaMMHOE 00eCIIeYeHNE OTEUECTBEHHOTO TTPOU3BOICTBA:

o Kaspersky Anti-Virus

7.1.2. JIutieH3uOHHOE TIPOrpaMMHOE 00eCTIeUeHHE 3apYOSIKHOTO TIPOU3BO/ICTBA:
o MS Office
e Windows 7 Professional
e Windows 10

7.1.3. CB0OOIHO pacrpocTpaHsIeMOe MPorpaMMHOe 00ecIedeHUEe OTEUECTBEHHOTO
MIPOU3BOJICTBA!

e 7Zip

7.1.4. CB060OIHO pacmpocTpaHsieMoe MporpaMMHOe o0ecreueHne 3apy0eKHOro MPOU3BOICTBRA:
e Adobe Reader
e Mozilla FireFox
e LibreOffice.org

7.2 QJJEKTPOHHO-BUBJIMOTEYHBIE CUCTEMBbI:

OBC n3narensctBa «JIanes» https://e.lanbook.com/

3BbC m3natensctBa «tOpaiit» https://biblio-online.ru/

ObC «YHuBepcuterckas oubnmoreka onnaita» https://biblioclub.ru/

7.3 COBPEMEHHBIE IPO®ECCUOHAJIBHBIE BA3bI IAHHBIX
1. Undopmarmonno-ananutudeckas cuctema SCIENCE INDEX

2. DnexTpoHHas 0a3a JaHHBIX Scopus

3. Basel manneix kommanun CLARIVATE ANALYTICS


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

7.4 TH®OOPMALUNOHHBIE CITIPABOYHBIE CUCTEMbI

1. CripaBouHO-TIpaBOBast nH(pOpPMAaLIMOHHAS cucreMa Koncynbrant [Tmroc
http://www.consultant.ru/

2. 00O «CoBpeMeHHBIE MeOWa TEXHOJOTHM B  OOpa3oBaHMM U KYJIBType».
http://www.informio.ru/

8. THBIE CBEJIEHUS 1 MATEPHAJIbI HA YCMOTPEHUE BEJAYIIEN KA®EJPbBI
1. Cynebnbie u HopMaTHBHBIC akThl PO http://sudact.ru/

9. OGECIIEYEHUE OBPA30BAHUA AJI5 JIUL C OB3

st oGecrieuenns 00pa3oBaHuUsl MHBAIUIOB U JIUI] C OTPAaHMYECHHBIMU BO3MOKHOCTSIMU 37I0POBBS
peanu3anusi JUCHUIUIMHBI MOXKET OCYIIECTBJISATHCS B aJalTUPOBAHHOM BHAE, C Yy4E€TOM
cnenuUKd  OCBOCHHS M JUIAKTUYECKUX TpeOOBaHMUM, UCXOJS U3 HWHIUBUIYaTbHBIX
BO3MOXHOCTEH U 10 JINYHOMY 3asIBIEHHIO 00y4aroerocs.


http://sudact.ru/

