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IMosicuuTeILHAA 3aNIUCKA

O6wem auctumumeb 1_3.¢.
1. PesyabTaThl 00y4eHHMs MO JUCHUILINHE (MOMYJII0), COOTHECEHHBIE C MHIMKATOpaMU
JOCTHKEHUS] KOMIIETEHIIMH, YCTAaHOBJIEHHBIMU 00pa30BaTeIbHON MPOrpaMMOil

Komnerenuust HNupukatopsl Pe3yabTaThl 00yyeHus
KOMIIeTeHI Ui
VK-4. Criocoben WJ-1  yk-4. Wcnonbsyer | 3HaTh: HOPMATHUBHBIC JOKYMEHTBI MO YyHU(DUKALUH |
OCYILIECTBIIATH pasnuuHble  GOPMBI,  BHIBI CTaHJapTU3alu B obactu JIOKYMEHTAIUU,
JIEJIOBYIO YCTHON M MHCbMCHHOM NICNOBON | jejicrgyomne Ha Teppuropur P®; rocynapCTBEHHbIE
KOMMYHHKAIIHIO B KOMMYyHHKalHI Ha 1 cranmapThl " 3aKOHOIATEbHbIE AKTBI 1o
o . | rocynapcTBeHHOM SI3bIKE
YCTHOW U MHCHMEHHON JIOKYMEHTHPOBAHHIO;

¢dopmax Ha
TOCYapCTBCHHOM
si3pike Poccuiickoit
Denepanuu u
MHOCTPaHHOM(BIX)
A3bIKe(ax)

YK-6. Criocoben
YIPAaBIISATH CBOMM
BpEMEHEM,
BBICTPauBaTh U
pean30BBIBaTh
TPaeKTOPHUIO
caMopa3BUTHS Ha
OCHOBE IIPHHIIUIIOB
00pa3oBaHU B
TeYeHHUEe BCeil KU3HH

Poccuiickoit deneparnuu

UA-2  yx-4. OcymecTBiseT
KOMMYHHUKAIIIO, OCHOBBIBAsIChH
Ha CHCTEME HOpPM H3y4aeMOro
MHOCTPAHHOTO A3bIKa,
UCTIONB3Ys] ~ KOMMYHHKATHBHO
MIpUEMJIEMBII CTHJIb B
COOTBETCTBMH C [ENbI0 U
CHUTYyaIneH o0meHus

NA-3 yk K-4. Beimonusier st
JIMYHBIX nene TepeBo/I
ounmanbHBIX u
npoeCCHOHANBHBIX TEKCTOB C
HWHOCTPaHHOTO SI3BIKA Ha
PYCCKHIiA, ¢ PYCCKOTO sI3bIKa Ha
HWHOCTPaHHBIN

NA-1yx-6. Hcnonesyer
MHCTPYMEHTBI M METOABI
yIpaBiIeHHs] COOCTBEHHBIM

BPEMCHEM IIPpHU  BBLIIIOJHCHUHN
KOHKPETHBIX 3aJ1av

NJ-2yx-6. [Inanupyer
TPaeKTOPHIO CBOETO
CaMOpa3BUTHS,

po(heCcCHOHATBEHOTO pocra,
BBIIBIISIL  JINYHBIE  PECYPCEHL,

BO3MOXHOCTH W OTPaHUYCHHS
JUTSL ee peau3aiuu

CHCTEMBI IOKYMEHTAIlUH, TPEOOBAHUS K COCTAaBICHUIO H
0(hOpMIICHHUIO IOKYMEHTOB;

TUIOBbIE MHCTPYKIUH MO AEIONPOU3BOJACTBY, PErIAMEHT
paboThI, JOIHKHOCTHBIE HHCTPYKIINY;

OCHOBHBIC BHU/BbI JOKYMCHTOB, PErIIaMCHTUPYIOINUX
00pa3oBaTeNbHYIO AESITETHLHOCTD;

OCHOBBI  JICIIONPOU3BOJICTBA B 00pa3oBaTeIbHOM
YUPEKICHUH.

YMeTh: panMoHanbHO W 3(P(EKTUBHO OPraHW30BHIBATH
JIETIONPOU3BOJICTBO B  00pa30BaTeIbHON OpraHU3alny;
COCTaBJIATh  y4eOHO-METOJMYECKHE M  HOPMATHUBHO-
IIPaBOBBIE JIOKYMEHTHI, periaMeHTHpYoIne
JeATeNIbHOCTb 00pa30BaTeIbHON OpraHUu3aluu

Bragers: MeTomamu, criocodamMu M CpeCTBAMU

NIOJTyYEHUS, XpaHeHus, nepepadoTKu
nH(popMaluuy, OCHOBaMH  KOMIIBIOTEPHOM
IPaMOTHOCTH;  TEXHOJIOTMEM  OpraHu3anuu
JeJIONIPOU3BOCTBA B 00pa30BaTEILHOM
YUPEXKIECHUH.

2. ConepxxaHue TMCUMILTUHBI (MO1YJIs1)

Pa3znen 1. Conep:xanue, 3HaUeHHe 1eJIONPOU3BoAcTBA. TexHomorus
OpraHu3aNuy J1eJONPON3BOACTBA B 00Pa30BATEIbHOM YUPEeKICHUH

Tema 1.1 OcHOBHbBIE TEPMHUHBI U NOHSATHE «/1€JI0NPOU3BOACTBO». UcTOPHUSA BOZBHUKHOBEHUS
U OCHOBHBIE 3TaNbl PA3BUTHS /1€J10NPOU3BOACTBA. CHCTEMBbI OPraHu3anumn
aeaonpousBoacTsa. [loHsiTHE M NPUHUMIIBI OPraHU3ALMH TOKYMEHT0000pOTA

[TonsiTue «aenonpoun3BoAcTBO». OCHOBHBIC 1IEJIM U 33]1a4U JEI0NPOon3BoAcTBA. HeoOxonuMocTs
OpraHH3aIiy JeJIONPON3BOACTBA B YUPEKACHUN. 3HaUCHHUE JCONMPON3BOACTBA B IEATEIHLHOCTH
oOpazoBatesbHOTO yupexaeHus. Cekperaphb, JeIOMPOU3BOIUTEND, JOKYMEHTOBE/, KaHIICISAPHSI.




HcTopudeckue sTanbl pa3BUTHs Je0Npon3BoAcTBa B Poccun. CoBpeMeHHOE rocyapCTBEHHOE
peryIupoBaHHe  JENONpom3BOACTBA. CHCTEMBI  JIETONMPOU3BOJCTBA:  [EHTPAIN30BAHHAS,
JeleHTpann3oBaHHas, cMmemanHas. CTpykrypa u 00bEM JoKyMeHTooOopoTa. OCHOBHBIE
MMPUHIUIIBI OpraHru3alun pa6OTBI C TOKYMCHTOIIOTOKaMH, KaK CO3JaHNEC ONITUMAJIbHBIX YCHOBI/Iﬁ
JUISE BCEX BHUAOB paboThl C JokyMeHTamu. OpraHu3alMoOHHAs CTPYKTypa I[epcoHaia,
obecreunBaromiero paboTy ¢ TOKyMEHTaMHU.

Tema 1.2 PexkBu3uTHI 10KyMeHTOB. Perucrpamms u unaexcanusi 10kymeHToB. CTpykrypa 6a3
AaHHBIX J0KyMeHTOB. Ilpuem, o0paGoTka W pacnpenejieHHe NOCTYNAIOMIMX JOKYMEHTOB.
Opraauzanys 00pad0TKH U Nepeaayu OTNPABJIsIEMbIX JOKYMEHTOB.

[TonsTe pexkBu3WTa JOKyMeHTa. Bunbl pekBusutoB. [IpaBuna odopmieHuss peKBU3UTOB
nokymMeHTOB.  Dopmymsip-obpaszert.  bmank moxkymenta. Bunbl 6mankoB.  TpebGoBaHus k
O6nmankaMm gokymMeHTOB. llabnonbl. MHaekcanys U peructpanus JOKyMEHTOB. Buabl u Gpopmbl
perucTpanuu JOKyMeHTOB. TpeOoBaHUS K TEKCTaM CIy:KEOHBIX JTOKYMEHTOB: KpaTKOCTh U
TOYHOCTh HU3JI0KEHUsI WH(POpPMAIMK, UCKIIOUEHHE JIBOSKOTO TOJKOBAaHUS, OOBEKTHBHOCTH U
JIOCTOBEPHOCTh MH(OpPMAINH, COCTABIEHHUE MPOCTHIX JTOKYMEHTOB, CTPYKTypHUPOBAHHUE TEKCTa
JIOKYMEHTa, IIUPOKOE HCIOJIb30BaHHE TpadapeTHhIX W THUIIOBBIX TEKCTOB IPU OMHCAHUU
MOBTOPSIOUINXCS YIIPABJICHYECKUX CUTyalui. SI3bIK U CTHIJIb CIIy)KEOHBIX TOKYMEHTOB. DTarbl
00pabOTKH BXOJAMIMX JOKYMEHTOB. [lepBuuynas o00paboTKa BXOISAIMIUX JIOKYMEHTOB.
Peructpupyemble U HeperucTpupyemble JOKyMeHTHL. llpenBapurenbHoe paccMOTpeHHe
JIOKYMEHTOB JIJIs1 HallpaBJIEHUs UCTIONHUTENSAM. Pesomonusi.

[lopsimok MOATOTOBKM  HMCXOAAIMX JOKYMeHTOB. (CocTaBieHHE MPOEKTa JOKYMEHTa,
COIJIacOBaHUE, MOANUCaHUE (YTBEpXKICHHE), THpakupoBaHue. CrocoObl U METOJbl OTIPaBKU
UCXOISIINX JTOKyMeHTOB. OOmasi XapakTepHCTHUKA CIyKeOHON mnepenuckd. PazHOBHUAHOCTH
CIIy’)KEOHBIX THCEM (CONPOBOAMUTENBHOE MUCbMO, MUCHMO-TPOCHOA, MHCbMO-3aMpPOC, MUCHMO-
OTBET, MHUCbMO-COOOIEHNE, WH(DOPMAIIMOHHOE MHUCHMO, TapaHTHHHOE MHCHMO, IHCHMO-
NpUTJIalieHue 1 T.1.).

Tema 1.3 Ilopsinoxk npoxoxkaeHus BHYTPEHHHX AOKyMeHTOB. OpraHuszanusi KOHTPOJS 32
HCIIOJITHEHUEeM 10KYMeHTOB. PaGora ucnosiHuTeeit ¢ nokymeHramu. Opranusanmsi NOUCKOBOM
CHCTEMbI 10 JOKYyMEeHTAM.

BrayTpenHnue mOKyMEHTHI 00pa30BaTEbHOW OpraHW3aluM (3asBIICHUS, CITYKEOHBIC 3aIlHCKH,
JIOKJIa/IHbIe, OOBSCHUTEIbHBIC, CIIPaBKU, CBOJKM, OTYeTHl W 1p.). Iloaroroka, odopmieHue,
peructpauus. IlpaBuna mocTaHOBKM JOKYMEHTOB Ha KOHTPOJb. [IOpSIOK CHSTHS JOKYMEHTOB C
KOHTpoisl. OT4eT MO MWCHOJHEHHIO KOHTPOJBHBIX JIOKyMEHTOB. OllepaTMBHOE MCIIOJIHEHHE
JOKYMEHTOB COTPYAHMKaMH B COOTBETCTBHM C HX JOJDKHOCTHBIMH OOSI3aHHOCTAMU U
pesomtoreld  pykoBogutens.  OTBETCTBEHHOCTh  3a  HecoOtofeHue  TpeOOBaHMIMA
UCIIOJTHUTENIbCKON  JMCHUUIUIMHBI, 32  HENpPaBWIbHOE  MCMOJb30BaHUWE  JIEWCTBYIOUIMX
HOPMATHUBHBIX JIOKyMEHTOB B IOJATOTOBKE, OOPMIIEHUH U WCIOJIHEHUH JTOKYMEHTOB B CpPOK.
[TouckoBasi cucreMa JOKYMEHTOB - KapTOTEKH M KiIacCU(UKAIMOHHBIE CIIPaBOYHUKU. BuJbI
KapToTeK. Bupl Kinaccu(uKamoHHBIX CIIPABOYHUKOB.

Tema 1.4 Cnocodbl M MeTOObl [0CTABKH [0KYMeHTOB. O0padorka KOH(GHICHIHAIBHBIX
AOKYMEHTOB M JIOKYMEHTOB JUIA CJIY:KeOHOI0 I0JIb30BAHUS. JKCKYpCcHsi B OTAe]
AeJIoNpou3BoAcTBA MypMaHCKOro apKTH4eCKOro rocy1apcTBeHHOI0 YHHBEpPCHTeTA.
Opranuzanysi MoYTOBOM, KYPhEPCKOM M AKCHPECC- JOCTABKU JOKYMEHTOB. [IOHATHS: «IEHHOCTh U
0e3onmacHOCTh HMH(pOpMaIUM», «KOH(QUACHIUAIBHOCTEY, «Yrpo3a KOH(HUIECHIHMAILHOCTHY,
«3amuTa uHpopMmanun». be3omacHOCTh LEHHBIX HMHPOPMAIMOHHBIX pecypcoB. llennas
uHpopManusa U KOH(pUICHINATbHbBIE JOKYMEHTHI. PeriiamenTanus cocraBa KOH(UACHIMAIBHBIX
cBefleHM u  JokymMeHTOB. [lopsiiok paboThl ¢ KOH(PHUIEHIUANBHBIMH JOKYMEHTAaMU H
matepuanamu. KonunenmaabHas nHpopManus U CBeIeHUs B IeATEIbHOCTH 00pa3oBaTeIbHOM
OpraHu3aIyy.



Pa3nen 2. HopmaTtuBHO-3aKk0HOAaTe/IbHAsSA 0a32. OCHOBHBbIE BU/IbI IOKYMEHTOB U
cHUCTeMbl JOKyMeHTanuu. Oco0eHHOCTH MOATOTOBKH M 0OpMJICHHUSI OTAEIbHBIX
BHUA0OB TOKYMECHTOB

Tema 2.1 HopmaTHBHO-3aKOHOAATEJIbHbIE H HOPMATHBHO-METOANYECKHE JOKYMEHTHI 110
aejgonpoussoacrey. HopmMaTuBHoO-3aK0HOAATEILHBIE H HOPMATHBHO-METOAHYECKHUE
AOKYMEHTBI 110 AapXUBHOMY J1eJy.

3akoHonaTenbHbIe akThl Poccuiickoit deneparn u MypmaHckoii 001acTu, periaMeHTHPYOIue
JIETIOTIPOM3BOJICTBO M apXMBHOE JIeN0. ['ocy1apcTBeHHBIC CTaHAAPTHl M YHU(UKAIMSI B 00J1aCTH
JIEJIONPOU3BOJICTBA U apXMBHOrO Jena. MHCTpyKmus Mo [enonpou3BOACTBY MuHHCTEpCTBa
oOpa3oBanus u Hayku Poccuiickoit denepannu. Meroauueckue peKOMEHIAUH 110 pa3paboTke
HOMEHKJIATypbl M MHCTPYKIUH IO JeJONPOU3BOACTBY B 00pa30BaTEIbHOM YUPEXKICHHH.
Tunosble mMepeyHH C yKa3aHHEM CpPOKOB XpaHEHHUs JOKyMeHTOB. IIpaBmia paboTbl apXHBOB
OopraHu3aluim.

Tema 2.2 Knaccudukamus nokymeHToB. FOpuandeckas cwia qokymeHTa. HazHaueHue u coctaB
OpraHU3alMOHHO-IIPABOBOM  JOKymMeHTauuu. HasHadyeHme w©  cocTaB  OpraHuU3aliMOHHO-
pacnopsiAMTeNbHOW JoKyMeHTanuu. Ha3naueHne M cocTaB CIpaBOYHO-WH(OPMALMOHHON
JIOKyMEHTALUU.

Knaccudukanus 1OKyMEHTOB, €€ OCHOBHbIE MPU3HAKHU. ['pyIIbl JOKYMEHTOB - TOKYMEHTHI IO
o0mMM U aJMUHUCTPATHBHBIM BOIpOCaM, T.e. IO BOIpocaM OOIIEro pPYKOBOJCTBa
OPEeNNpUsITHEM M €ro JAeSTEeIbHOCTBIO; - JIOKYMEHTBHl 10 (YHKIHUSAM yIpaBJICHHUS.
Knaccugukanus cimykeOHBIX JTOKYMEHTOB: IO aJMUHHCTPATHBHBIM BONPOCaM; IO BOMPOCaM
MaTepUaIbHO-TEXHUYECKOTO CHAa0XEeHUS; JOKYMEHTAlUs MO IUIAHWPOBAHHUIO; 10 ONEPATHBHOMN
JEeSTebHOCTH; MO OyXraJTepCcKOMy YYeTy; IO IOJIrOTOBKE M PpAcCTaHOBKE KaJIpoB M T...
Knaccudukanuss mo HaMMEHOBAaHUIO: MPHUKA3bl, PACHOPSHKEHUS, IUIAHBI U OTYETHI, aKTHI,
IPOTOKOJIBI, IOTOBOPHBI, YCTaBbl, MHCTPYKIIUH, JTOBEpEeHHOCTH U T.A. Kiaccudukamus no mecry
COCTaBJICHUS, O CTENEHW YHU(DUKAIMM, MO MPOUCXOXKJICHHUIO, MO BUAY OQPOPMIICHHUA, IO
crnoco0y ¢Qukcanuu HHGOpPMAIMKM, MO CTEMEHU CIOXHOCTH, IO CTENEHH TIJIACHOCTH, II0
IOpUINYECKON CHJIe, 10 CpOKaM MCIOJIHEHHs, II0 CpOKaM XpaHEHus, 10 CTEIEeHU
00513aTeIbHOCTH.

Cucrema OpraHn3allMOHHO-IIPABOBOM JOKYMEHTAIMH (YCTaB YUPEKACHUS, TOJIOKEHNUS, IITaTHOE
pacnucaHue, JOJDKHOCTHBIE MHCTpyKIuu). CucremMa OpraHu3allMOHHO-PACIOPSAUTEIbHOM
JIOKyMEeHTaluu (yka3s, MpuKas3, BBIIKMCKA U3 MPUKa3a, pacrnopshkeHue, nocraHosienue). Cucrema
CHPaBOYHO-UH(POPMALMOHHON JJOKYMEHTAUM (IIPOTOKOJI, aKT, 3asBICHHE, JOKIaIHasl 3alucKa,
Ipe/yIoKeHNe, MpeJCTaBlIeHue, Clly)keOHasi 3amucka, oObscHUTenbHas). Cxema MOATOTOBKH
PaCIOPSIUTEIBHBIX JOKYMEHTOB. 110psAn0K CHATHA U BBIIAYM KOIIUH C JOKYMEHTOB.

Tema 2.3 JlokanbHble HOpMaTHBHBIE aKThI. CocTaB M padoTa ¢ KaapOBOil JOKYMeHTALHeil.
[TonoxxeHus, mpaBwiIa, MHCTPYKIMHM (TpaBUiIa BHYTPEHHETO TPYAOBOIO  pacHopsika,
MHCTPYKILIMU O MOPSAKE OCYIIECTBICHUS KAaKOH-THO00 NesTeTbHOCTH WM MOPSAKE MPUMEHEHUS
MOJI0KEHUH 3aKOHOAATCJIbHBIX W HWHBIX HOPMATHBHBIX A4KTOB, ITOJOXCHUA O CTPYKTYPHBIX
MOJpa3/IeNIeHUsIX, KOJUIEKTUBHBIN JoroBop u jp.). [lopsgok odopmiieHuss U MOANUCAHUS ITUX
JOKYMCHTOB JJId NPUMCHCHHA KaK CaMOCTOATCIIBHBIX ITPABOBBIX AKTOB. IlonsTie n CTPYKTYypa
NEepCOHANBHBIX JaHHBIX. OOs3aTeNnbHbIe KaApOBbIE JOKYMEHTHI 00pa30BaTeIbHOM OpraHu3alui,
UX BHJIbI, COCTAaB, HOpMATHUBHbIE TPeOOBaHMSI K BEICHUIO KaJIpOBOI TOKyMEHTalUU (IpUKa3bl U
paclopsDKeHHs 10 JIMYHOMY COCTaBy, 3asBJICHHME, TPYJIOBOW JIOTOBOp, JOJDKHOCTHAs
MHCTPYKLUS, TPYIOBas KHIKKA, JUYHAs KapToyka, JIMYHOE Jejo). JIBuKeHue W XpaHeHHe
KaapoBol nokymeHTauuu. JKypHanbl M KHUTH ydera. lcnonHeHHMe COLMaIbHO-IIPaBOBBIX
3aIIpOCOB.



Pa3zpnen 3. ®opMupoBaHue 1eJ1 1 OPraHU3anMs XPAaHEHHUs JOKYMEHTOB. JKCIIepTH3a
LHEHHOCTH A10KYMeHTOB. TexHu4ecKkue cpeAcTBa, HCNOJIb3yeMble B
AeJIONPOM3BOACTBE. DJIEKTPOHHBIH I0KYMEHT0000pOT

Tema 3.1 IlpaBuia cocTaBjeHHMsI HOMEHKJIATYPbI el y4dpe:kaeHus. PopMupoBanue u
opopmienne nen. OpraHusanusi ONEPATHBHOIO XPaHeHHMs] JAOKyMeHTOB. PopmupoBaHme
apxuBa B 00pa30BaTeJIbHOM YUpPeKIACHUM.

[TonsiTne o0 «Juene». Homenknarypa neun. CocraBiieHHE HOMEHKJIATYpbl J€1 B
00pa30BaTeIbHOM  YUPEKACHUU. ®opmupoBanue gen. llpusnakm 3aBeneHus ned:
HOMUHAJIBHBINA, TPEAMETHO- BOINPOCHBIN, aBTOPCKHUH, KOPPECMOHICHTCKUH, reorpaduyeckuii,
xpoHoJsorndeckuil. Bunpr apxuoB. TpeboBanus k apxusam. [lopsanok nepenaun JOKyMEHTOB Ha
apxuBHOe XpaHeHue. Cucremaruszanus JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4YHO-CIIPaBOYHBIM
anmapaToM (MCTOpUYECKas CIpaBKa, OIMUCH [eJl TOCTOSIHHOIO M BPEMEHHOI'O XpaHEHUS
JIOKYMEHTOB, KHUTH y4eTa U JABMKEHHS Jel).

Tema 3.2 /le1a mMOCTOSIHHOrO M BPEMEHHOI0 CPOKa XpaHeHHMsA. JKCIEPTHasi KOMHCCHSA
yupexaeHus. [lopsiiok yHHYTOKeHUsI JOKYMEHTOB.

OcoOeHHOCTH XpaHEHUs JieNl MOCTOSIHHOT0, BpeMeHHoro (cBbimie 10 JieT) u gen mo JUYHOMY
cocraBy. Ilopsmok mnepemaum pen B [ocynapctBeHHble apxuBbl. Co3laHME HKCIEPTHON
KOMHCCUH yupexaeHus. llpoBeneHue sKcnepTu3bl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3aCEIaHU KOMHUCCUM W aKTOB Ha yHUYTOXeHue nen. lIponenypa yHHUYTOXEHHS
JIOKYMEHTOB.

Tema 3.3 HcnoanzoBanue IIK B gesonpousBoacree. CpeacrBa KONMPOBAHUA M
onepaTUBHOrO pasMHo:keHusi. [Ipuem n 00padoTKa JOKYMEHTOB, OCTYNAOIIMX 110 KAHAJIAM
3JICKTPOHHOMH MOYTHI M (pakcuMIIbHOI cBsizu. [IpaBuia 6e3onacHoil padoThI ¢ OPITEXHUKOI.
KomneloTepHble cpeacTBa MOATOTOBKM — JOKyMEHTOB. Mcmosb3oBaHue 11a0JIOHOB st
dbopMHpOBaHUs JOKYMEHTOB Ha KommbioTepe. lcnosnb3oBaHue B KOMIIBIOTEpE OJIAHKOB
nokyMeHToB. Co3naHue OJIaHKOB JOKYMEHTOB B KOMIbloTepe. M3roroBiieHHe, KOMUPOBAHUE U
TUPaXHPOBaHUE NOKyMeHTOB. CpenctBa 0O0paOOTKM JTOKYMEHTOB. J[OKyMEeHTHI, iepeaaBaeMble
[0 KaHajaM CBs3u (TejerpaMma, Tenekc, ¢akcorpamma, TenedoHorpamma). [lonarue
«oprrexHuka». OCHOBHbIE BHJIbl OPraHU3alMOHHONW TeXHUKU. [IpaBuiia TEXHUKH 0€30MacHOCTH
paboThI ¢ OPTTEXHUKOIA.

Tema 3.4 DiekTpoHHOE H0KyMeHTHPOBaHUe. [IoHSITHE «3JIEKTPOHHBIN JOKYMEHT).
[IpeumymiecTBa mnepefayu JAOKyMEHTa C KOMIIbIOTEpa Ha KOMIIBIOTEp.  YCTaHOBKa Ha
KOMIIBIOTEpE CHEIMAIbHO BBIICICHHON MaNKH Ui MOCTYyNaoIIMUX JOKyMeHTOB. [IpenmymiectBa
anekTpoHHOM mouThl. [loctynm k Internet. Cucrema peructpamuu u KoHTpois. Co3znaHue
ANEKTPOHHOM 0a3bl JaHHbIX. [lomck JdOKymMeHTa. OKCKypcuss B apxuB MypMaHCKOTO
aApPKTHYECKOTO TOCYJapCTBEHHOTO YHUBEPCHUTETA.

3. IlepeueHb yu4eOHO-METOAMYECKOT0 ofecnevyeHnsl TUCHUITUHBI (MOTYJIs1)

- MyJbTUMEAMHHBIE TPE3CHTALMOHHBIE MaTepualbl MO JUCHMIUIMHE (MOJIYJIIO)
IIpeJICTaBJIeHbI B 3JIeKTpoHHOM Kypce B DOC MAY;

- METOJMYECKUE YKa3aHHs K BBINOJHEHUIO JIAOOPATOPHBIX/MPAKTHUECKUX/KOHTPOIBHBIX
pabot (BBIOpaTh) MpeACTaBICHHI B AJIeKTpoHHOM Kypce B DMIOC MAY;

- METOJMYECKHE MaTepuaybl Juid OOydyarollMXcs MO OCBOSHHIO TUCHMIUIMHBI (MOJIYJIs)
MPeICTaBJICHBl Ha OduIMaIbHOM caiite MAY B pasnene «HbopMalus Mo 00pa3oBaTeabHbIM
oporpaMMam, B TOM YHMCJIE aJallTHPOBAHHBIMY.



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

4. ®oH/ OLICHOYHBIX CPEICTB 10 AUCHHUIIMHE (MOLYJII0)
SBnsiercs OTENbHBIM KOMIIOHEHTOM 00pa30oBaTeNIbHOM MporpaMmsl, pa3padboTtaH B popme
OTJENIFHOTO JOKYMEHTA, BKIIIOYAET B ceO:
- IepeyeHb KOMIIETEHIINM C yKa3aHUeM 3TaroB WX (JOPMHUPOBAHUS B MPOILIECCE OCBOCHUS
JUCUHUILTUHBI (MOIYJIs);
- 33/1aHUS TEKYIIEro KOHTPOJIS;
- 33/1aHUs IPOMEXKYTOUYHOM aTTeCTallH;
- 33/1aHUS BHYTPEHHEH OLIEHKH KauecTBa 00pa30BaHMUs.

5. INEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHUA,
HEOBXOJIUMOI'O JJIs1 OCBOEHUA JUCHUIIVIMHBI (MO YJIS).

OcHoBHas1 iuTEeparypa:

1. @enepanbhbiii 3ak0oH oT 22.10.2004 No 125-®3 «O0 apxuBHOM Jelie B
Poccuiickoit ®enepauun» (pen. denepanpubix 3akoHOB oT 04.12.2006 Ne 202-®3, ot
01.12.2007 Ne 318-®3, ot 13.05.2008 Ne 68-®3, ot 08.05.2010 Ne 83-P3, ot 27.07.2010 Ne
227-D3)

2. @enepanbupiii  3akoH  "O0  uHbopMmanuu, uWHPOPMATHU3ALMU U 3allUTe
uHpopmanun". 3akon noanuca [Ipesunentom Poccuiickoit @enepanuu 20 gespans 1995 roga
N 24-03

3. 3akon Mypmanckoit o6iactu ot 20.02.2006 Ne 730-01-3MO «O06 apxuBHOM j1eTie
B MypMaHcCKoii 001acTu»

4. ®enepanbHbii 3aK0H 0T 27 uronst 2006 r. N 152-03 "O nepcoHaIbHBIX JaHHBIX"

5. @enepanbHblii 3akoH oT 2 mas 2006 r. N 59-®3"O mnopsinke paccMOTpeHHs
obpamenuii rpaxaan Poccutickoit deneparnun" C u3MeHEHUSIMH U JOTIOTHEHUSIMHU OT: 29 HIOHS,
27 wrons 2010 r., 7 mas, 2 uronst 2013 r., 24 Hosi6ps 2014 1.

6. [IpaBuna nemompon3BoACTBa B (peepaabHBIX OpraHax HMCIIOJHUTEIHHOW BIIACTH
(yTBepxkaeHsl nocranoBieHueM IIpaButensctBa Poccniickoit @enepanyu ot 15.06.2009 Ne 477
7. [lepeyeHb THTIOBBIX YHPAaBICHYECKHX apXUBHBIX JOKYMEHTOB, 0Opa3yrOIIUXCS B

npoliecce JEATEIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIpAaBJICHUS U
OpraHu3aIii, C YKa3aHWeM CPOKOB XpaHCHHS. Y TBEPIK/ICH NMPUKa30M MUHHUCTEPCTBA KYJIbTYPHI
Poccuiickoit @enepanuu ot 25 aBrycrta 2010 r. Ne 558

JlomosiHuTeIbHAS JIUTEpaTypa:

l. [Tucemo Munobpasanuss P® ot 20 gexabps 2000 roma N 03-51/64 «O
MeTtoandecknx peKOMEHJAMAX 10 paboTe ¢ JOKyMEHTamMH B 00mIeo0pa30BaTeIbHBIX

VUPEKICHUIK)
2. Opranmzanusi JeI0npou3BoACTBa U JokymeHTooOopoTta JIOY [Tekct]: meto.
pek. / JI. U. JIykuna. - M. : Cdepa, 2009. - 128 c.
3. Conory6, O.I1. Jlemonpon3BOACTBO: COCTaBIEHUE, PEIaKTHPOBaHNE U 00paboTKa

nokyMeHToB: Yuebnoe nocodue / O.I1. Conory6. - M.: Omera-JI, 2013. - 207 c.

6. MNMPOD®ECCUOHAJIBHBIE BA3bl JAHHBIX WU HWH®OPMALUOHHBIE
CIIPABOYHBIE CUCTEMBbI

1) I'ocynapcTBeHHas cucTeMa MpaBOBOM WHPOPMAIMHU - OPHUIUATBHBI HHTEPHET-TIOPTAT
npaBoBoi uHpopmaruu- URL: http://pravo.gov.ru

2) Uudopmanmonnas cucrema «EnnHoe OkHO ocTymna K 00pa3oBaTeNIbHBIM pecypcam» -
URL: http://window.edu.ru

3) CnpaBouHo-nipaBoBas cuctema. Koncynpsrant Ilmoc - URL: http://www.consultant.ru/

7. HEPEYEHb JIMIHEH3UOHHOI'O NTPOI'PAMMHOI'O OBECIIEYEHMUS, B TOM
YUCJIE OTEYECTBEHHOI'O NTPOU3BOJICTBA

JIM1eH3MO0HHOe MPpOrpaMMHoe o0ecniedeHUue 0Te4eCTBEHHOI 0 IPOM3BO/ICTBA
KasperskyAnti-Virus


http://www.consultant.ru/

JInueH3uoHHoOe MpOorpaMMHoOe odecneyeHne 3apy0e;KHOro Mpon3BoICTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHoe ofecneyeHne 0Te4eCTBEHHOT0 MPOU3BOACTBA
TZip

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHOe odecredeHne 3apy0e;KHOro Npou3BoOACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

8. OBECIIEYEHHUE OBPA30OBAHMUS I JIUL C OB3

st obecrieueHust 00pa30BaHUs UHBATUIOB U JIUI C OTPAHMYEHHBIMUA BO3MOKHOCTSIMH 37I0POBbBSI
peanu3anus JUCHUIIMHBI MOXET OCYIIECTBISTHCA B aJalTHPOBAaHHOM BHAE, C YyYETOM
cnenupuKd OCBOCHUS W JNUJAKTUYECKUX TpPeOOBAaHMU, WCXONs W3 HHIUBUAYaJIbHBIX
BO3MOXKHOCTEH U [0 TUYHOMY 3asIBJICHUIO 00YYaroIerocs.

9. MATEPUAJIBHO-TEXHUYECOE OBECHEYEHHUE AUCHUIIJIMHBI(MOIYJISA)
npezncrasieHo B npuioxkeHun k OIIOIl «MarepuanbHO-TEXHUYECKHE YCIIOBHS pealn3aluu
00pa3oBaTeNIbHOI MPOrpaMMbl» U BKIIIOUAET:

- yueOHblEe ayJAUTOPUM JUIS TPOBEACHUS YYEOHBIX 3aHATUH, NPETyCMOTPEHHBIX
IIpOrpamMmoin OaxanaBpuaTa/creragIuTeTa/MarucTpaTypbl (BBIOpATH), OCHAIlICHHBIE
000pyTOBaHUEM U TEXHUYECKUMHU Cpe/ICTBAaMH 00yUeHHUS;

- IOMEIICHUs  JUIl  CaMOCTOSITENIbHOM ~ palboThl  0OydYaroIIMXcsl,  OCHAIICHHbIE
KOMITBIOTEPHOM TEXHUKOH C BO3MOKHOCTBIO MOAKIIOUEHHS K ceTH «IHTepHeT» u obecredeHnemM
JIOCTYTIA K 3JIEKTPOHHOUW HH(POPMAIIMOHHO-00pa3oBaTenbHOM cpene MAY;

10. Pacnpenesenne TPya10eMKOCTH MO BUAaM yUeOHOM 1esiTeIbHOCTH
Tabmuia 1' - Pacnipenesnenne Tpya0eMKOCTH

s . Pacnipenenenue Tpya0eMKOCTH TUCIUTLTAHBI (MOYJIsT) TIO popMaM 00yUdeHUs
U yueOHOM
5 Ounas OuyHo-3204Has 3aouHas
JeSTeIbHOCTH B
cero
CemecTtp Bcero Cemectp Bcero | Cemectp/Kypce 4ACOB
5 JacoB 4acoB
Jlekmun 4 4
[IpakTnueckue
P 10 10
3aHATUS
CamocrosiTenpHas
22 22
pabota
[ToaroroBka k
IIPOMEKYTOUHOU - -
aTTecTalluy °
Bcero uyacos
0 JUCHHUILIHHE 72 72

w N oW -




/ u3 HUX B opme

o 10 10
IPAaKTHYECKO
MOTOTOBKH"
DopMbI IPOMEKYTOUHOMN ATTECTAIMU U TEKYIIErO KOHTPOJIS
3auer L4 | 14 | | | | 4] | | 4 |
IlepeyeHnb NPAKTHYECKHUX 3aHATHIE 110 popMaM 00ydeHust
Ne .
o TeMbl NPaKTHYECKUX 3aHATHI
1 2

Ounas popma

1 Pazgen 1. Coneprxanue, 3HaueHuE JEIOMPOU3BOACTBA. TEXHOIOTHS OpraHU3aIuu
JIETIONIPOM3BOJICTBA B 00Pa30BaTEIIbHOM YUPEIKICHUN

2 | Pazgen 2. HopmatuBHO-3aK0oHOMaTenbHast 60a3a. OCHOBHBIC BUJIbI IOKYMEHTOB U CHCTEMBI
nokymMeHTaruu. OcoOOCHHOCTH OATOTOBKU M O(hOPMIICHHS OTJICITBHBIX BUIOB IOKYMEHTOB

3 | Pazpen 3. ®opmupoBaHue J1€J1 1 OPTaHU3ALMS XPAHEHUS IOKYMEHTOB. DKCIIepTH3a
LIEHHOCTH IOKYMEHTOB. TE€XHUYECKUE CPEICTBA, UCTIOIb3YEMBIE B ACIOMPOU3BOICTBE.
DJIEKTPOHHBIN IOKYMEHTOO000POT

4 | Tema 3. 1 [IpaBuiia cocTaBieHUs] HOMEHKJIATYphI A€l yupexaeHus. @opmuposanue u
otopmierne aen. Opranusarys OnepaTHBHOrO XpaHEeHHs JOKyMeHToB. DopMupoBaHue
apxuBa B 00pa30BaTEILHOM YUPEKICHUU

5 | Tema 3.2 MUcnonw3oBanue IIK B nenompousBoicrtBe. CpenctBa KOMMPOBAHUS U
OIlepaTUBHOrO pa3MHoOkeHus. [Ipuem u 00paboTKa JOKYMEHTOB, MOCTYMAIOIIMX 110 KaHajlaM
NEKTPOHHOM TMOuYThl M (akcuMuiabHOM cBs3u.  [IpaBunma Oe3zomacHoil paOoThl ¢
OPITEXHHUKOM.
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