MUHHUCTEPCTBO HAVKU U BBICIIET'O OBPASOBAHIS POCCHUMCKOU ®EEPALIAMN
(denepabHOe rocyiapcTBeHHOE 0I0KETHOE 00pa30BaTe/IbHOE YUPeKICHHe
BbICLLIET0 00pa30BaHUA

«MypMaHCKHH AapKTHYECKUH roCcy1apCTBEHHbIH YHUBEPCUTED»
(PI'bOY BO «MAI'Y»)

PABOYASA ITPOT'PAMMA JUCHUITJIMHBI (MOAYJIA)

DT/.04. /lesonpou3BOACTBO H JOKYMEHTO000POT B 00pa30BaTeJIbHOM YUpPe:KICHUH

(Ha3BaHWE TUCIHUILUTHHEI (MOIYJIS) B COOTBETCTBHHU C YICOHBIM ITAHOM)

OCHOBHO# nMpodeccnoHaANbHOI 00pa30BaTEIbHOM MPOrPaAMMBbI
10 HANPABJIEHUIO MOATOTOBKH

44.03.05 Ilenarornueckoe odpazoBanue (¢ AByMs PO UJISIMHU NOATOTOBKH)
Hanpasiennocts (mpopuian) Marematuka. ®usuka

(KoI M1 HAMMEHOBAHKE HAIPABIICHUS MTOJTOTOBKH
C yKa3aHHEM HaIlpaBJICHHOCTH (HANMEHOBAHHSI MaruCTEPCKON POrpaMMBl))

Bbuuuee06pa3OBaHue——6aKanaBpnaT

YpOBEHBb IPOQEeCCHOHATHFHOT0 00pa3oBaHus: BEICIIEe 00pa3oBaHme — OaKalaBpuar / BeIcIiee 00pa3oBaHHe —
CIICLIMAIINTET, MarucTparypa / Beiciiee o0pa3oBaHue — MOATOTOBKA KaIpOB BhICLIEH KBaH(UKaLK

O0axanaBp

KBaJTH(PHUKALIAS

OoYHas

(dopma oOydeHus

2020

CocraBuTrenn:

bopuenkora P.B., HauaabHUK OTaCIA
opranusanuu jenomnpousoacrsa MAI'Y;
bpoxuxk JI.B., ct. mpenon. xadeapsl
MearoruKu

roj Habopa

VYTBepkeHa Ha 3aceJaHUH Kaenpsl
MeIarOTuKU
IIcuxonoro-nenarorn4eckoro MHCTUTYTa
(mpotokon Ne 7 ot 21.04.2020.)

3aB. xadempoii

UYepnuk B.O.
MOAITHCH d.1.0.



1. HEJIb OCBOEHHUA JUCHUIIVIMHBI (MOAYJISAA) — dbopmupoBaHue y 0OydarOLIUXCs
TEOPETUYECKUX 3HAHMA M NPAKTUUYECKHX YMEHUH JUIsI OpraHu3aliH JeJONpPOU3BOJICTBA,
HEOOXOIMMBIE TPU BBINIOJIHEHUH OINEpaluii MO CO3AaHuI0 U 00paboTKe OpraHMU3alMOHHO-
pacropsANTENbHBIX JOKYMEHTOB, BEICHHUS JEIIOBOM MEPEeNmUCKH, aHaiu3a HH()OPMAIIMOHHBIX
MOTOKOB W HWH(POPMALMOHHOTO B3aWMOJICWCTBUS B OpraHW3alld, COBEPUIICHCTBOBAHWUU
TEXHOJIOTHI JOKYMEHTAI[HOHHOTO OO0ECleYeHus] YIpPaBICHHUS W apXWBHOTO Jeia Ha 0Oasze

HoBelmux [ T-rexHonoruit, o0ecreyeHus: TEKyIero XpaHeHus1 JOKyMEHTOB.

2. TPEBOBAHUA K PE3YJIbTATAM OCBOEHUA JUCHUIIJIMHBI (MOYJISA)

B  pesynbrare

KOMIICTCHLINU

OCBOCHHA

JUCIUILINHBI

(Momynsi)  (bOpMHUPYIOTCS — CIIEAYIOIIUE

CriocobeH ympaBisTh CBOMM BpPEMEHEM, BBICTPAaWBATh M PEATU30BHIBATH TPACKTOPHUIO
caMOpa3BUTHS HA OCHOBE IPUHLIUIIOB 00pa30BaHus B TeueHue Beelt xu3uu (YK-6)

[lepeueHs mIaHUPYEMbIX PE3yIbTaTOB 00YUEHUS IO JUCHUILTUHE (MOAYIIIO0), COOTHECEHHBIX C
WHJUKATOPAMU JTOCTUKEHUSI KOMITETCHIIHI

Komnerenuus HNuauxaropsl Pe3yabTaThl 00y4eHus1
KOMIIeTCHIIN
YK-6. Cnocoben VK-6.1. 3HaTh: HOPMATHBHBIE JOKYMEHTHI 0 YHU(PHUKAIHUUA U
ynpasisaTh cBouM | Ompenenser CTaHapTHU3ALMH B obsacTu JOKYMEHTALHH,
BPEMCHEM, CBOU JINYHBIE JeicTByrone Ha tepputopun P®; rocymapcTBeHHbIE
BBICTPauBaTh U pecypchl, CTaHapThI " 3aKOHOJATENbHbIE aKTBI 1o
peann30BbIBATH BO3MOYKHOCTU U | TOKYMEHTHUPOBAHUIO;
TPACKTOPHIO OTpaHUYEHUS CHCTEMBbl JOKYMEHTAlluU, TPEOOBaHHUS K COCTABICHMIO
caMOpa3BUTHs Ha | AJs 1 0(hOPMIICHUIO TOKYMEHTOB;
OCHOBE JOCTHIKEHUS TUINOBBIE ~ WHCTPYKUMU 1O  JAEIONPOU3BOJICTBY,
MIPUHIIUIIOB MOCTaBJICHHOW | perjaMeHT paboThl, JODKHOCTHBIC HHCTPYKIINH;
o0pa3oBaHus B LEH OCHOBHBIE BHJbl JIOKyMEHTOB, pEIJaMEHTUPYIOLIUX
Te4YeHue Bcel VK-6.2. 00pa3oBaTeNbHYIO 1A TEILHOCTS;
KU3HU Cozpaer n OCHOBBI  JICJIONIPOM3BOJCTBA B  00pa30BaTeIbHOM
JOCTPanBaeT YUpEXKICHUU.
UHIMBUAYAIbHY | YMETh: palMOHaIbHO M 3()P()EKTUBHO OpPraHHU30BBIBATH
10 TPAEKTOPHIO | JAEJIONPOU3BOJICTBO B 00Opa30BaTEIbHOM OpraHU3aLuy;
CaMOpa3BUTHs COCTaBJIATh y4eOHO-METOJUYECKUE U HOPMATHUBHO-
IIPY [IOJIyYE€HUU | MPABOBBIC JIOKYMEHTBHI, periaMeHTUpPYIOLIHe
npodeccuoHab | ASSTENIbHOCTh 00pPa30BaTEIbHON OpraHu3aIiu
HOTO Bnaners: MeTtomammu, cnocobamMu M CpelCTBaMHU
00pa3oBaHUs MOJTYYEHUs1, XpaHEHUs], epepadoTKu NHPOPMAIIH,
OCHOBaMU KOMITBIOTEPHON TPAaMOTHOCTH;
TEXHOJIOTMEH  OpraHu3aluy  JEJONpPOM3BOJICTBA B
00pa30BaTEIbHOM YUPEKACHUU.

3. YKA3AHUE MECTA

JUCHUIVIMHBI (MOAYJisI) B CTPYKTYPE
OBPA3OBATEJIbHOM ITPOI'PAMMBI.

Huctunnuaa  «Jlemonpou3BoACTBO U JIOKYMEHTOOOOPOT B 00pa3oBaTeIbHOM
YUPEXAECHUN» B CTPYKTYpe OCHOBHOM NpodecCHOHAIBbHOW 00pa30oBaTebHON IMPOrpamMMbl
HanpasieHus: noaroroBku 44.03.05 Ilemarormyeckoe oOpazoBaHue (¢ AByMs HpOGUISIMHU
MOJITOTOBKH), HallpaBJIeHHOCTh (mpoduin) Maremaruka. @usuka spisercs (GaKyIbTaTHBOM.



HNPENNIOJABATEJIEM 1o

4. OFBEM JUCHUILIMHBI (MOJYJISI) B 3AYETHBIX EJIMHUIIAX C
YKABAHUEM KOJMYECTBA AKAJEMHWYECKHWX WJIN ACTPOHOMHWYECKHUX
YACOB, BBIJIEJEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIUXCH C
3AHSTHIN)

BUJAAM  YYEBHBbIX

CAMOCTOATEJBHYIO PABOTY OBYYAIOHIUXCHI.

n HA

OO611ast TPyI0€MKOCTh AUCHUILUIMHBI COCTABISIET | 3a4eTHYI0 eIMHUILY WU 36 yacoB (U3
pacueta 1 3.e.= 36 4acoB).

=
= KonTakTtHas pabora 9 %
[ 8 o =
0 = = % 3
o z > < E
m S = 15 3| Kon-Bo
= = = & 8| gacos
é’: gé 3 & S = Korn-Bo ;* i dopma
| 5| E & e 9acoB 2 KOHTPOJIS
o] KOHTPO
o|g| g |JK | HOP B g Slmacpc| g| MM
=] 8 s | : 2w
o ~ ) ~ ~
- O o )
& 8 =
< &
=
2 3 1 36 4 10 - 14 2 22 - 3a4eT
Hroro 1 36 4 10 - 14 2 22 - 3a4eT

B HHTCPAKTUBHBIX (bopMax Yachbl UCTIOJIB3YIOTCA B BUAC KPYTIIOTO CTOJIA.

5. COIEP)KAHUE JUCHUILIMHBI (MOAYJIST), CTPYKTYPUPOBAHHOE 110
TEMAM (PA3JAEJIAM) C YKA3BAHUEM OTBEJEHHOI'O HA HUX KOJIMYECTBA
AKAJJEMUYECKHX WJIU ACTPOHOMHUYECKHUX YACOB U BHJIOB YUYEBHBIX
3AHATUN.

Ne
n/n

Konrakraas

abora

Haunmenosanue
paszeina, TeMbl

JIK

I1P

JIb

Bcero koHTakTHBIX

qacoB

N3 aux B
WHTEPAKTUBHOMN

bopme

v

CPCKon-Bo yacosB Ha

KOHTpPOJIbK0J-BO 4yacoB Ha

Paznen 1. Coneprxkanue, 3HaUeHNE
JeNoNpou3BoACTBA. TexHOIOTUs

OpTraHM3AIMH JISTOIPON3BOICTBA
B 00pa30BaTeIbHOM YUPEIKICHUH

Paznen 2. HopmatusHo-
3aKoHoJaTenbHast 0a3a. OCHOBHBIE
BUJIbl JOKYMCHTOB U CHUCTCMbI
nokymeHTaruu. OcoOeHHOCTH
TIOJITOTOBKH ¥ OPOPMITCHHS
OTJICTIbHBIX BUJIOB IOKYMEHTOB

p—

Paznen 3. ®opmupoBanue nen u
OpFaHI/I3aLII/IH XpaHeHI/ISI

JIOKYMEHTOB. DKCIIEpTH3a




HECHHOCTHU JOKYMCHTOB.
TexHu4eckue CpeicTna,
HCIIOJIb3YCMBIC B
JeTONPOU3BOJICTBE.
DNEeKTPOHHBIN TOKYMEHTOOOOPOT

3a4CT

UTOIO: 4 10 - 14 |2 22

Conep:xxaHue TMCHMIIMHBI (MOIYJIs1)

Pasnen 1. Conep:xanue, 3HaYeHHE 1e10NPOU3BOACTBA. TexHo0rus
OPraHU3alMU AeJONPOU3BOACTBA B 00Pa30BaTe/IbHOM yUpesKIeHNH

Tema 1.1 OcHOBHBIC TEPMUHBI M NIOHATHE «/1eJIONPOU3BOACTBO». McTOpPHUS BOSHUKHOBEHUS
U OCHOBHBbIE 3Tallbl Pa3BUTHS AeJ0NPOU3BoAcTBA. CHCTEMbI OPraHU3AlMHU
aesonpon3BoacTBa. [loHATHEe U NPUHUMIIBI OPTAHU3ANUH TOKYMEHT0000pOTA

[TonsiTre «aenonpou3BoAcTBO». OCHOBHBIC LIETTU U 3a7a4l EIO0Npon3BoAcTBa. HeoOxoammocTh
OpraHu3alMK JIEJIOMPOU3BOJICTBA B YUPEIKICHUH. 3HAUYCHUE JCIOMPOU3BOJICTBA B JIEATEILHOCTH
oOpa3zoBarenbHOTO yupexaceHus. Cexperapp, AeI0NpPOU3BOIUTENb, TOKYyMEHTOBE, KaHIIEIAPUSI.
Ucropuueckue stamnsl pa3Butus jaenonponsBojctBa B Poccuu. CoBpeMeHHOE rocyAapCTBEHHOE
peryiaMpoBaHue  JIeNonpou3BojAcTBAa. CHCTEMbl  JEIONPOM3BOACTBA:  LIEHTPAJIM30BAHHAS,
NeleHTpan30BanHas, cMmemandas. CTpykrypa U 00bEM JOKymMeHTOooOOpoTa. (OCHOBHBIE
MIPUHIIMITBI OpTaHU3aluu PabOThl C JOKYMEHTOIOTOKAMH, KaK CO3[JaHHE ONTUMAIbHBIX yCIOBUI
JUIsL BCEX BHUAOB pabOThl ¢ JoKyMeHTamu. OpraHu3alioHHas CTPYKTypa T€pcoHana,
o0ecrneunBaroIero padoTy ¢ JOKYMEHTaMH.

Tema 1.2 PekBU3NTBHI 10KyMeHTOB. Perucrpanusi 1 mHaeKkcanus 10KymeHToB. CTpykrypa 0a3
AaHHBIX JAokyMeHTOB. Ilpumem, o0paborka u pacnpenejieHHe MOCTYNAIOMIMX JAOKYMEHTOB.
Opranuzanys 00padoTKH M Nepesavn OTHPABJISIEMBbIX JOKYMEHTOB.

[Tonsatne pekBusuTa NOKyMeHTa. Buasl pexBusutoB. IlpaBuna odopmiieHHs peKBU3UTOB
nokymeHToB.  @opmymsip-oOpazen.  brmank mokymenta. Bwuael 6mankoB.  TpeGoBaHus k
Onmankam JokymeHToB. [llabnonbel. MHIEKkcamus M peructpaius JOKYMEHTOB. BHIbl U (hOpMBI
perucTpanuu JOKYMEHTOB. TpeOoBaHUS K TEKCTaM CIIy>KEOHBIX JOKYMEHTOB: KPAaTKOCTb U TOYHOCTH
HN3JI0KCHUA I/IH(bOpMaIH/II/I, HUCKIIIOUCHHEC OBOJIKOI'O TOJIKOBAHUA, OOBEKTHUBHOCTh U JOCTOBEPHOCTH
WHQOPMAIIMU, COCTABICHHE IMPOCTHIX JOKYMEHTOB, CTPYKTYPUPOBAaHHE TEKCTa JOKYMEHTa, MIMPOKOE
HUCIIOJIb30BAHHUC Tpa(l)apeTHLIX U TUIOBBIX TCKCTOB IIPU OIMCAHUUN IMMOBTOPAIOMIUXCA YHPABICHYCCKUX
caTyarii. SI3BIK M CTHJIb CIIY)KEOHBIX JOKYMEHTOB. OJTambl OOpPaOOTKH BXONSAIIMX JOKYMEHTOB.
[lepBuynas o00paboTKa BXOMAIIMX JOKYMEHTOB. Peructpupyemble U HEperucTpupyemble
NOKyMeHTHI. lIpensapurenbHoe pacCMOTpPEHHE NOKYMEHTOB [UIsl HAIIPABJICHUS HCIOJHUTEISIM.
Pesomonus.

Ilopsanok MNOArOTOBKM MCXONAIIMX  TOKYMEHTOB. (CoOCTaBlIeHME IIPOEKTa JOKYMEHTa,
corjacoBaHue, moamucanue (yTBepxkaeHue), tupaxuponanue. CrocoObl U METOIbI OTIIPABKH
UCXOAALIMX AOKyMeHTOB. OOmias XapakTepUCTHKa CilIykeOHOH mnepenucku. PazHoBHOHOCTH
CITy’K€OHBIX MUCEM (COMPOBOAUTEIBHOE MUCHMO, MUCHMO-IPOCHOA, MUCHMO-3aIPOC, MHUCHMO-
OTBET, MHUCbMO-COOOIEHUE, HWHPOPMALMOHHOE NHCbMO, TapaHTUHHOE MHMCBMO, HHCHMO-
IIPUIJIALIEHNE U T.J1.).

Tema 1.3 Ilopsiioxk Npoxo:KaeHHs] BHYTPEHHHMX JAOKYMEHTOB. OpraHu3anusi KOHTPOJIS 32
UCIOJIHEHUEM JOKYMeHTOB. Padora ucnosiHuTeneil ¢ qokymeHtaMu. Opranusamnusi NoUCKOBO
CHCTEMbI 10 JOKYMEHTaM.



BHyTpeHHHE MOKYMEHTHI 00pa3oBaTeNbHOW OpraHu3aly (3asBICHHS, CIy)XKeOHBbIC 3aMUCKH,
JOKJIaJIHbIE, OOBACHUTENbHBIE, CIIPaBKHU, CBOJKH, OT4eThl U Ap.). Ilomroroka, odopmienue,
peructpauus. IlpaBuna MOCTaHOBKM JOKYMEHTOB Ha KOHTpPOJb. ITOpSiTOK CHSITUSL TOKYMEHTOB C
KOHTpoNsl. OT4YeT MO WCHOJHEHUIO KOHTPOJBHBIX JIOKYMEHTOB. OIepaTHBHOE HCIIOIHEHUE
JOKYMEHTOB COTPYIHUKAMHU B COOTBETCTBUU C HUX JIOJDKHOCTHBIMH OOS3aHHOCTSAMU U
pe3oronuen PYKOBOJIUTEIISA. OTBETCTBEHHOCTh 3a HEeCcoOoIeHne TpeOoBaHUi
WCIIOJIHUTENbCKOM  TUCHUIUIMHBI, 32  HENPAaBWIBHOE  HCHOJb30BaHUE  JCHCTBYIOIIMX
HOPMATUBHBIX JOKYMCHTOB B ITOJATOTOBKE, O(bOpMJ'IeHI/II/I U HUCIOJHCHHU OOKYMCHTOB B CpPOK.
[TouckoBasi cuctemMa JOKYMEHTOB - KapTOTEKH M KIacCU(DHUKAIMOHHBIC CIPABOYHUKU. BHIIbI
KapToTeK. Bubl kiaccuuKaoOHHBIX CIIPaBOYHUKOB.

Tema 1.4 Cnoco0bl M MeTOObI JOCTABKH [I0KYMEHTOB. O0paGoTka KOH(PUICHIMAIbHBIX
AOKYMEHTOB M JIOKYMEHTOB JUISl CJIY:e0HOro IOJIb30BaHMsl. JKCKYpCHMsi B  OTAe]
aesionpou3BoacTBa MypMaHCKOI0 apKTHYECKOI0 rocyIapCTBEHHOI0 YHUBEPCUTETA.
Opranuzaiiysi OYTOBOM, KYphEpPCKOW M 3KCHPECC-I0CTABKU JOKYMEHTOB. [lOHSATHA: «1IEHHOCTH U
0e30macHOCTh MHGOPMAIMKY, «KOH(DHIACHIIMAIBHOCTEY, «yIrpo3a KOH(HUIECHIIMATLHOCTHY,
«3amura wuHbopmanum». be3omacHOCTh IIEHHBIX HHPOPMAIMOHHBIX pecypcoB. llenHas
nHpOpMaIUs U KOHPHUIACHIIMATLHBIC JOKYMEHTHI. PerimaMeHTarus cocraBa KOHQHUICHINATHHBIX
CBeIeHUH U JOKyMeHTOB. Ilopsmok paboTel ¢ KOH(MUICHIHATBHBIMH JOKYMEHTAMHU H
Matepuasiamu. Konuaennuanpaas naopmaius 1 CBEACHHS B ICITEIBHOCTH 00pa30BaTeIbHON
OpraHH3aIliH.

Pasnen 2. HopmaTuBHO-3aKkoHoAaTe 1bHAsE 0a3a. OCHOBHBbIE BHAbI JOKYMEHTOB U
CHCTEeMbI JOKYMeHTAuu. Oc00eHHOCTH MOATrOTOBKH U 0(pOpMJIEHUS OTAeJIbHbIX
BU/I0B JIOKYMEHTOB

Tema 2.1 HopmaTHBHO-3aKOHOAaTeJIbHbIC M HOPMATHBHO-METOAMYECKHE JOKYMEHTBI 110
aesonpounssoacTey. HopmaTuBHO-3aKOHOAATEIbHBIE H HOPMATHBHO-METOAHYECKHUE
JAOKYMEHTBI 110 ADXHUBHOMY JeJIy.

3akoHomarenbHble akThl Poccuiickoit denepannn 1 MypmaHckoil 001acTy, peraaMeHTUpYIoLue
JIeTIOTIPOM3BOJICTBO U apXHMBHOE JeJ0. ['ocynapcTBeHHbIE CTaHAApPThl M YHU(HUKAIMA B 00JacTH
JIEJIONIPOU3BOACTBA M ApXUBHOrO Jena. VHCTpyknus Mo Aesnonpou3BOACTBY MuHucTEpCcTBa
obpa3oBanusa U Hayku Poccuiickoit ®enepanun. Meronuueckue peKOMEHAAUU N0 pa3paboTke
HOMEHKJIaTypbl M HWHCTPYKLIHMHU TIO JEJNONPOU3BOJICTBY B OOpPa30BATENILHOM YUPEXKJICHUU.
TunoBble mepeyHH € YKa3aHHEM CPOKOB XpaHeHHs JokyMeHToB. IIpaBuia paboTbl apXuBOB
OpraHu3aluii.

Tema 2.2 Knaccupukanus nokymeHntoB. IOpuanydeckas cuia aoxkymenra. Haznauenue u
COCTaB  OPraHM3alMOHHO-NPAaBOBOM  JOKyMeHTanuu. HasHayenue u  cocras
OPraHU3aLMOHHO-PACIIOPAAUTEIbHON NokyMeHTauuu. HazHayeHue u cocTaB CIpaBOYHO-
HH(OPMALMOHHOM JOKYMEHTALIUH.

Krnaccudukanus 10KyMEHTOB, €€ OCHOBHbIE NMPU3HAKU. [ pyIIbl JOKYMEHTOB - JTOKYMEHTHI IO
o0IMM W aJMHMHUCTPAaTHBHBIM BOIIpOCaM, T.€. IO BOIpOcaM OOILIEro pPyKOBOJCTBA
OpEeIIpUsITUEM M €ro JAESITeNbHOCTbIO; - JOKYMEHThl MO (QYHKUHSM YIIpaBJICHUS.
Knaccudukamus cayxeOHBIX JOKYMEHTOB: IO aJMHHUCTPAaTHBHBIM BOIpPOCaM; IO BOIpPOCaM
MaTepUaIbHO-TEXHUUYECKOTO CHAOXKEHHUS; TOKyMEHTAlUsl MO IUIAHUPOBAHUIO; MO OINEpaTUBHOMN
JeSITeNbHOCTH; MO OyXrajaTepckoMy YdYeTy; IO TOATOTOBKE M pAacCTaHOBKE KaapoB U T.I.
Knaccudukanuss 1mo HaMMEHOBAaHUIO: TPHUKA3bl, PACHOPSIKEHMs, IUIAHBI M OTYETHI, AaKThl,
IIPOTOKOJIBI, TOTOBOPHI, YCTaBbl, MHCTPYKIMH, TOBEPEHHOCTH M T.1. Kiaccudukauus mo mecry
COCTaBJIEHUS, N0 CTEMEHU YHUPHUKAIUHU, MO0 MPOUCXOKICHHIO, MO BHAY O(OpPMIIEHUS, IO
cnocoOy ¢ukcanuu HHGPOPMALIMU, IO CTENEHH CIOXHOCTH, IO CTENeHH TIJACHOCTH, IO



IOPUIMYECKOM CHJIe, [0 CpOKaM HCIIOJIHEHHUS, MO0 CpOKaM XpaHEHHUs, 10 CTEHeHH
00513aTEILHOCTH.

Cucrema oOpraHU3aIMOHHO-TIPABOBOM JOKYMEHTAIMH (YCTaB YUPEKICHUS, MTOJI0KEHHUs, IIITATHOE
pacmicanue, JOHKHOCTHBIE WHCTPYKIMHK). CucreMa oOpraHW3alMOHHO-PACTIOPSIUTEIHHON
JIoKyMeHTaruu (ykas, mpHuKa3, BRITUCKA U3 MIPHKa3a, paclopshKeHue, nmocranonienue). Crucrema
CIPaBOYHO-HH(DOPMAIMOHHON JTOKyMEHTAUU (ITPOTOKOJI, aKT, 3asBJICHHE, JOKJIAJHAs 3aIUCKa,
MpeUIoKEeHNe, TPEJICTaBICHUe, CIIyKeOHas 3amucka, OoObsicHUTeNbHas). Cxema IMMOATOTOBKU
paCHOpH}II/ITeHBHBIX }IOKYMGHTOB. HOprﬂOK CHSATHA U BblIa4uU KOHI/II\/'I C )IOKYMCHTOB.

Tema 2.3 JlokanbHble HOpMaTHBHBIE aKThl. CocTaB U padoTa ¢ KagpoBoii J0KYMeHTalHeil.
ITonoxeHus, mpaBuIIa, UHCTPYKLUU (TIpaBUjIa BHYTPEHHETO TPYAOBOIO PACIIOPSIKA, UHCTPYKLIUU
O TIOPSAKE OCYHIECTBICHUS KaKOW-THOO JESTENbHOCTH WIM MOPSAIAKE MPUMEHEHHS MOJOXKEHUM
3aKOHOJATENIBHBIX U MHBIX HOPMATUBHBIX AKTOB, IOJOKEHUSA O CTPYKTYPHBIX IOIAPA3ACICHUSX,
KOJUIEKTUBHBIN J0roBOp U Ap.). [lopsanox odopmieHuss M MOANHUCAHUS THUX JOKYMEHTOB JUIS
IIPUMEHEHUsI KaK CaMOCTOSTENbHBIX IPAaBOBBIX aKTOB. IIoHATHME M CTPYKTypa INEpCOHAIBHBIX
naHHbIX. OOs3arenbHbIE KaJIpoBble JOKYMEHTHl OOpa30BaTENIbHON OpraHU3alldd, WX BUJbI,
COCTaB, HOpPMATHUBHBbIE TPEOOBAHUS K BEACHUIO KaJpOBOW JOKYMEHTaluu (MpUKa3bl U
PacHopsKEHHUs 110 JUYHOMY COCTaBY, 3asIBJICHUE, TPYIOBOU TOTOBOP, JOJKHOCTHASI MHCTPYKIUS,
TpyAOBas KHWXKKA, JIMYHAs KapTodka, JMYHOE Jeno0). [[BukeHue M XpaHEHHE KaJpoBOU
JNOoKyMeHTauu. JKypHasibl M1 KHUTH ydeTa. McrolHeHne conuanbHO-IPaBOBBIX 3aIIPOCOB.

Pasnen 3. ®opmupoBaHue e U OPraHu3anus XpaHeHHUs J0KYMEHTOB. JKCIIepTH3a
LHEHHOCTH J0KYMEHTOB. TexHH4YecKHne cpeacTsa, Hcnojb3yeMbie B
JeJ10NPOU3BOACTBE. JJIeKTPOHHbIN JOKYMEHT0000pOT

Tema 3.1 IlpaBuiia cocTaB/ieHHSI HOMEHKJIATYPbI e y4dpe:kaeHusi. PopmupoBaHue W
opopmienne nes. OpraHuszanysi ONEPATMBHOIO XPaHEHWs [OKYMeHTOB. dopMupoBaHHe
apxuBa B 00pa30BaTe1bHOM YUYpPeKICHHUH.

Ilonsatne o «uene». Homenknarypa gen. CocTaBieHre HOMEHKIJIATypbl J€l B
00pa30oBaTeIbHOM YUPEKICHUH. dopmupoBaHue eIl [Ipu3naku 3aBeneHUs [JeI:
HOMUHAJIbHBIN, TPEeIMETHO-BONPOCHBIN, aBTOPCKHUH, KOPPECIOHIEHTCKHM, Treorpaduyeckui,

XpoHojoruueckuil. Buabl apxuBoB. TpeboBanus k apxuBam. [lopsok nepenayn TOKyMEHTOB Ha
apxuBHoe xpaHeHue. CucremMaTH3als JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIpaBOUYHBIM
ammapartoM (UCTOpUYECKas CIpaBKa, ONUCH Jell TMOCTOSHHOIO M BPEMEHHOIO XpaHEHUs
JOKYMEHTOB, KHUTH y4€Ta U JABMKEHUS JeT).

Tema 3.2 /lesja MOCTOSAHHOIO M BPEMEHHOIO CPOKa XpPaHEHHMsA. JKCIEPTHAsi KOMMCCHA
yupesxaeHusi. [lopsinok yHn4YTOKeHHST JOKYMEHTOB.

Oco0eHHOCTH XpaHEHUs JeNl MOCTOSHHOTrO, BpeMeHHOTo (cBbie 10 jeT) u Aen mo JUYHOMY
cocraBy. [lopsnok nepenaun nen B ['ocynapctBeHHble apxuBbl. CO3/1aHUE IKCIEPTHOW KOMUCCHH
yupexaeHus. llpoBeneHne sKCmepTH3bl LIEHHOCTH JTOKyMeHTOB. OdopmieHHe NpOTOKOIOB
3aceJaHUi KOMMCCHU U aKTOB Ha YHMUTOXEHHUeE Aell. [Iponenypa yHUUTOXKEHNU JOKYMEHTOB.

Tema 3.3 Hcnoab3zoBanne IIK B jgeaonpomssBoacree. CpeacrBa KONMPOBAHMSA H
OIepaTUBHOIO0 pa3MHokeHHs. [Ipuem U 00pad0OTKAa JOKYMEHTOB, IOCTYNAKOIIUX 110 KAHAJIAM
3JIEKTPOHHOI MOYTHI U (pakcuMuIbHOM cBsi3u. [IpaBuiia 6e3onacHoil padoThl ¢ OPrTEXHUKOM.
KomnbroTepHble cpeacTBa HOATOTOBKM — JIOKyMEeHTOB. lcmonb3oBanue 11aGnoHOB — Juis
¢dbopMHpOBaHUS JOKYMEHTOB Ha KommbioTepe. lcmonb3oBaHue B KOMIbIOTEpe OJIaHKOB
nokymeHToB. Co3naHue OJaHKOB JOKYMEHTOB B KoMmIbioTepe. V3rotoBieHue, KOMMpOBaHUE U
TUPaXHUPOBaHUE OKYyMEeHTOB. CpenctBa 00pabOTKM JOKYMEHTOB. JIOKYMEHTHI, NepeaaBaeMble
[0 KaHajaM CBs3u (TelmerpaMmma, Telekc, ¢akcorpamma, TtenedoHorpamma). Ilonarue
«oprrexuuka». OCHOBHbIE BUJbl OPTaHU3AIMOHHON TeXHHUKH. [IpaBuia TeXHUKH GE€30MacHOCTH



paboTHI C OPTTEXHUKOM.

Tema 3.4 JaekTpoHHOE TOKyMeHTUPOBaHUe. [IoHATHE «3JIEKTPOHHBIN JOKYMEHT).

[IpeumymiecTBa nepenauyd JOKyYMEHTa C KOMIIbIOTEpAa Ha KOMIIBIOTEp.  YCTaHOBKa Ha
KOMITBIOTEPE CIIELMAIBHO BBIJIETICHHOM MAaIKK I NOCTyNalIMX J0KyMEHTOB. [Ipenmyiiectsa
ekTpoHHOM moutel. Jloctyn k Internet. Cucrema peructpauuu u KoHTpois. Co3maHue

ANIEKTPOHHOM 0aszbl JaHHBIX. [lomck JokymMeHTa. OKCKypcus B apxXuB MypMaHCKOTO
apKTUYECKOTO TOCYJapCTBEHHOTO YHUBEPCUTETA.

6. IIEPEYEHb YYEBHO-METOIUYECKOI'O OBECIIEYEHMA,
HEOBXOINUMOI'O IJI1 OCBOEHUA JUCIUITIJIMHBI (MOAYJISA).

OcHoBHast uTEpaTypa:

1. degepanbHbii 3aKoH OT 22.10.2004 Ne 125-®3 «O6 apxmBHOM pOene B
Poccuinckon ®depepaunmn» (pen. depepasbHbiXx 3aKOHOB 0T 04.12.2006 Ne 202-P3, oT
01.12.2007 Ne 318-®3, o1 13.05.2008 Ne 68-®3, o1 08.05.2010 Ne 83-®3, o1 27.07.2010
Ne 227-®3)

2. depgepanbHbii 3akoH "O6 uHbopmauum, nMHbopMaTM3aUMM N 3alnTe
nHopMaunn". 3akoH noanucaH lMpesnpgeHTom Poccuinckon depepaunn 20 despans
1995 roma N 24-03

3. 3akoH MypmaHckon obnactum ot 20.02.2006 Ne 730-01-3MO «O6 apxmBHOM
nene B MypmaHckon obnactum»

4, depepanbHbIn 3aKOH OT 27 uniona 2006 r. N 152-®3 "O nepcoHasbHbIX
OaHHbIX"
5. depepanbHbIn 3aKOH OT 2 Mas 2006 r. N 59-03 "O nopsake

paccMoTpeHuss obpaweHun rpaxaaH Poccuinnckon depepaummn” C U3MEHEHUSMU U
OOoNoNHeHUAMN OT: 29 utoHsA, 27 uond 2010 r., 7 mas, 2 niona 2013 r., 24 Hoabpsa 2014
r.

6. Mpasuna genonpousBOACTBa B pefepaibHbIX OpraHax UCMOJIHUTENIbHON
BfacTn (yTBepXAeHbl nocTaHoBseHneM [pasButenbcTtBa Poccunckon depepaunm oT
15.06.2009 Ne 477

7. MepeyeHb TUMNOBbIX ynpaBJsieH4YeCcKunx APXMBHbIX OOKYMEHTOB,
obpa3yowmMxcs B npouecce p[eATeNbHOCTU roCyAapCTBEHHbIX OpraHoB, OpPraHoB
MEeCTHOro CcaMoyrnpaBJieHUsa W OpraHu3auumn, C YKa3aHWEM CPOKOB XpPaHEHUS.
YTBepXAeH npukazoM MuUHUCTepPCTBa KynbTypbl Poccunckon Pepepaumm oT 25
aBrycta 2010 r. Ne 558

JlonosHuTebHAas JUTEpaTypa:

1. NMucemo MunHobpassaHus PO ot 20 mekabpsa 2000 roga N 03-51/64 «O
MeToaonyeckmx pekoMmeHpaumax rno paborte ¢ fokyMeHTamMu B obuieobpa3oBaTesibHbIX

yypexaeHusax»
2. OpraHunsauns Oenonpov3BoACTBa U AoKyMeHToobopoTa [LOOY [TekcT]:
MeTon. pek. / J1. . JlyknHa. - M. : Cepa, 2009. - 128 c.
3. Conory6, O.. [JenonpousBoiCcTBO: COCTaBAEeHME, pefaKTUpoBaHWE W

obpaboTka nokymeHTOB: Y4ebHoe nocobue / O.M. Conory6. - M.: Omera-J1, 2013. - 207
C.

7. MATEPUAJIBHO-TEXHUYECKOE OBECHNHEYEHUE JUCHUIIJIMHBI (MOAYJISA)
B o0Opa3zoBaTenbHOM MpoLecce UCIOIb3YIOTCS:

- ydeOHble ayqUTOpPUHU JUIsl MPOBEACHUS YUYEOHBIX 3aHSATHUM, OCHAILlEHHbIE OOOPYAOBaHHEM U
TEXHUYECKHUMH CpeIcTBaMH oOydeHms: yueOHass wmebenb, [IK, oOopymoBanume mist
JIEMOHCTpAIMH MTPE3EHTAIN, HATJISITHBIE TOCOOHS;

- TMOMEILIEHUS MJIi CaMOCTOSITENIbHOM paboThl, OCHAIIEHHBIE KOMIBIOTEPHOM TEXHHUKOH C
BO3MOKHOCTBIO TTOJIKITIOUEHUS K ceTH «IHTepHeT» 1 00ecTieueHuEM JI0CTYIa B JIEKTPOHHYIO
nH(popmaImoHHo-00pa3oBarenbHyto cpeny MAI'Y.



7.1 HEPEUYEHD JIUHEH3UOHHOI'O ITPOI'PAMMHOI'O OBECIIEYEHUA
JIuneH3uOHHOE MPOrpaMMHOe odecriedeHne 0Te4eCTBEHHOI 0 MPOU3BOICTBA

Kaspersky Anti-Virus

JInueH3MoOHHOe MPOrpaMMHoe odecredeHue 3apy0e:KHOr0 MPOU3BOACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe MPpOrpaMMHoe o0ecrnedyeHue 0Te4YeCTBEHHOr0 MPOU3BOACTBA
7Zip

CB0001HO pacnpocTpaHsieMoe MPOrpaMMHoe odecneyeHne 3apyoeskHOro mMpou3BoACTBA
Adobe Reader

Mozilla FireFox

LibreOftfice.org

7.2 9JIEKTPOHHO-BUBJIMOTEYHBIE CUCTEMBbI:

OBC u3parenscTBa «Jlaapy https://e.lanbook.com/

OBbC u3narennctBa «kOpaitT» https:/biblio-online.ru/

OBbC «YHuBepcurerckas 0nbauoTeka oHIaiH» https://biblioclub.ru/

7.3 COBPEMEHHBIE TIPO®ECCHUOHAJIBHBIE BA3bI IAHHbIX
1. Cynebuble 1 HOpMaTHBHbIE akThl PO http://sudact.ru/
2. Uadpopmanmonno-anamutuueckas cuctema SCIENCE INDEX

3. DnekTpoHHast 6a3a TaHHBIX Scopus
4. ba3er nanaex kommagun CLARIVATE ANALYTICS

7.4 TH®OPMALIMOHHBIE CITPABOYHBIE CUCTEMbI

1. CrnpaBouHO-TIpaBOBas MHpOpPMaLMOHHAs cucreMa Koncynbrant [Tmroc
http://www.consultant.ru/

2. 00O «CoBpeMeHHBIE Menua TEXHOJOTMM B OOpa3oBaHMU M KYJIBTYpe».
http://www.informio.ru/

8. UHBIE CBEJEHUSI 1 MATEPUAJIBI HA YCMOTPEHUE BEAYIIEN KA®EPbHI
He npenycMotpeHo.

9. OBECIIEYEHUME OBPA3OBAHUA AJIs1 JIUIL C OB3

Jlst oGecriedeHust 00pa30BaHMsI MHBATUIOB | JIUIl C OTPAHMYEHHBIMUA BO3MOXXHOCTSIMU 3/I0POBbSI
peanu3anys AUCUUIUIMHBI MOXET OCYUIECTBIIATBCA B AJAaNTUPOBAHHOM BHIE, C YYETOM
cnenuUKA OCBOCHHUS M JUJAKTUYECKHUX TpPEOOBaHWM, WCXOAS W3 WHAUBUAYATbHBIX
BO3MOKHOCTEH U TIO TMYHOMY 3asBICHUIO 00YYaroIerocs.


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