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1. OEJIb OCBOEHUSA JUCHUIIJIMHBI (MOAYJIS) — dopmupoBaHue y oOydaroniuxcs
TEOPETUYECKUX 3HAHUW M TPAKTUUYECKUX YMEHUH [UIs OpraHu3allH JAeJIONpPOU3BOJICTBA,
HEOOXO/AMMBIE TpPU BBHIMOJIHEHUH ONEpalyii Mo co3JaHui0 M 00paboTKe OpraHU3alMOHHO-
pactopsaIuTEeNbHBIX JOKYMEHTOB, BEJIEHHUS JEJIOBOM IEpenucKd, aHajau3a HH()OPMAIIMOHHBIX
IIOTOKOB ¥ MH(OPMAIMOHHOTO B3aUMOACHUCTBUS B OpraHU3allid, COBEPIICHCTBOBAaHUU
TEXHOJIOTUH JTOKYMEHTALMOHHOTO OOECHeueHHs] YNpaBIEHUS M apXWBHOro Jena Ha 0Oase
HoBelmmx IT-TexHonoruit, obecrneueHus TEKyIero XpaHeHus J0KyMEHTOB.

2. TPEBOBAHUA K PE3YJBbTATAM OCBOEHUSA JUCHUIIJIMHBI (MOY JISA)

B pesynbrare TUCIUTIIUHBL  (MOIysisi)  (OPMHUPYIOTCS — CIICIYIOITUE
KOMIICTCHIIN N :

YK-4. CriocobeH OCyIIECTBIATh JCIOBYI0O KOMMYHHKAIIMIO B YCTHOM M THCHhMEHHOMN

OCBOCHHA

dbopMax Ha rocynapcTBeHHOM si3bike Poccuiickoit @enepanuu 1 HHOCTpaHHOM(BIX) sI3bIKe(ax)

VYK-6. CnocobeH ympaBisiTh CBOUM BpEMEHEM,

BBICTpanBaTb W PCAJIN30BbIBATH

TPAEKTOPUIO CAMOPA3BUTHUSI HA OCHOBE MPUHIIMIIOB 00pa30BaHUs B TEUCHHUE BCEH KU3HU

[TepeueHb MTaHUPYEMBIX PE3YIHTATOB OOYUCHHUS 110 AUCHUTITNHE (MOIYIIIO), COOTHECECHHBIX C
WHIUKATOPaMU JOCTUKEHHUSI KOMIIETEHIUN

Komnerenunus

HNuaukaropsl
KOMIIEeTeHII Ui

Pe3yabTarsl 00yyeHus

VYK-4. Criocoben

VK-4.1. I'paMOTHO U 5ICHO

3HaTh: HOPMAaTHUBHBIC JOKYMCEHTBIL 1o

OCYIIECTBIISATh CTPOUT peYb B paMKax YHU(PUKAIIUK U CTAaHAAPTU3AIUU B 00JIACTH
JIEIIOBYIO MEXIJIMYHOCTHOTO U JIOKyMEHTaIluH, neicTByrole Ha
KOMMYHHKAITUIO B | MEXKYJIbTYPHOTO OOIEHUSI | TEPPUTOPHH PO; roCy/1apCTBEHHBIC
YCTHOHM U Ha TOCYJJapCTBEHHOM SI3bIKE | CTAaHIAPThl M 3aKOHOJATENbHBIE aKThl IO
MMACbMEHHOU Poccuiickoit @enepanuu 1 | TOKyMEHTUPOBAHMUIO;
dbopmax Ha WHOCTPaHHOM(BIX) CHUCTEMBI JIOKYMEHTAIlMHM, TpPEOOBaHUS K
TOCY/IapCTBEHHOM | sI3bIKE(aX) COCTaBIICHUIO ¥ O(DOPMIICHUIO JJOKYMEHTOB;
a3bike Poccuiickoit | YK-4.2. JlemoHcTpupyet THUIIOBBIE WHCTPYKIUU no
Odenepanyu u YMEHHE BECTH JCIOBBIC NENIONPOU3BOJCTBY, pETJIaMeHT paloThI,
MHOCTPaHHOM(BIX) | OTHOILIEHHUS Ha JOJI’KHOCTHBIE HHCTPYKLUU;
SI3BIKE(aX) MHOCTPAHHOM(BIX) OCHOBHBIE BUJIBI JIOKYMEHTOB,
s3bIKe(aX) ¢ y4eTOM perIaMEHTHPYIOIITUX 00pa3oBaTenbHYIO
YK-6. Cnocoben COLIMOKYJIBTYPHBIX JESATEIILHOCTB;
YIPaBJISATh CBOUM | OCOOCHHOCTEM OCHOBBI JEJIONPOU3BO/ICTBA B

BPEMCHEM, YK-4.3. Criocoben 00pa30BaTEILHOM YUPEKICHHH.

BBICTPaWBaTh U HaXOJWUTb, BOCOPUHAMATE U | YMETh: palMoHAIbHO ©  3((HEKTHBHO
peaan30BbIBATh UCIIOJIb30BATh OpraHU30BBIBATH  JCJIONPOU3BOACTBO B
TPaEKTOPUIO nHpopmaIro Ha o0OpasoBatenbHON OpraHM3ally;
CaMOpa3BUTUS HA | UHOCTPAHHOM(BIX) COCTaBISITh  Y4eOHO-METOAMYECKHUE U
OCHOBE A3bIKe(ax), HOJYYEHHYIO U3 | HOPMATHBHO-TIPABOBHIC JTIOKYMEHTBI,
MPUHIIAIIOB [I€YAaTHBIX U 3JIEKTPOHHBIX | perIaMEHTUPYIOILINE JeATETbHOCTh
oOpa3zoBaHus B WCTOYHHMKOB JJISI PEIICHUS 00paszoBaTenbHON OpraHu3aIu

TEUECHHE BCEH KOMMYHHUKATUBHBIX 33134 Bianers: METOIAMH, criocobamMmu  H
KU3HU cpencTBamMu MOJTYYEHUS, XpaHEeHUs,

VK-6.1. Onpenensier ceou
JINYHBIE PECYPCHI,
BO3MOXKHOCTH U
OTpaHUYECHUS IS
JOCTHIKECHMS TTIOCTABIICHHOM

nepepaboTKy HHPOPMALUH,

OCHOBAMH KOMIBIOTEPHON TPaMOTHOCTH;
TEXHOJIOTHEH OpraHu3aLuu
JIETIOTIPOM3BOJICTBA B 00pa3oBaTEIbHOM
YUPEXKICHUU.




eI

VK-6.2. Co3naet u
JOCTpanuBacT
WHIAUBUIYAJIbHYIO
TPAEKTOPHUIO CAMOPA3BUTHUS
[IpU [IOTy4YEHUU
poeCCHOHAIBHOTO
o0Opa3oBaHUs

3. YKABAHUE MECTA JIUCHUIIVIMHBI (MOAYJIs) B CTPYKTYPE
OBPA3OBATEJIbHOM ITPOI'PAMMBI.

JucuuruimHa — «/lenonpousBoACTBO W JOKYMEHTOOOOPOT B 00pa3zoBaTeIbHOM
VUpEXKICHUN» B CTPYKType OCHOBHOH mMpodecCHOHaIbHON 00pa3oBaTEIbHOM MPOTrPaMMBI
HanpasieHuss noarotoBku 44.03.05 Ilemarormueckoe oOpa3oBanue (¢ IByMs NpOQUIIMU
MOATOTOBKM),  HampaBieHHOCTh  (mpodwmmm)  Hcropusi.  OOIIECTBO3HAHHWE  SIBISETCA
(baKyIbTaTUBOM.

Jlis OCBOEHHS IOUCHUIUIMHBI OOy4aromiyecs MCIONb3yIOT 3HAHUS, YMEHUS, HaBBIKH,
KOTOpble OHM TOJY4YMIM B Tpoluecce u3ydeHus aucuuiuimH: «MHpopmannoHHo-
KOMMYHUKAI[MOHHbIE TEXHOJOTUM B o0O0pa3oBaHUM», «OCHOBBI pPAaOOTHI B AIEKTPOHHOMN
UH(POPMALIMOHHO-00pa30BaTENbHOM Cpelie YHUBEPCUTETaY.

4. OBBEM JUCLUUILUIMHBI (MOJIYJSI) B 3AUYETHBIX EJUHHMIAX C
YKA3AHUEM KOJUYECTBA AKAJEMMYECKHUX WJIH ACTPOHOMHMYECKHX
YACOB, BBIJIEJEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOLIUXCS C
MPENOJABATEJIEM (IO BHJAM VYYEBHBIX 3AHSITHIl) U  HA
CAMOCTOSITEJIbHYIO PABOTY OBYUYAIOIIUXCSL.

OO01mas Tpy10eMKOCTh TUCHIHUIUINHBI COCTaBIsIeT | 3a4eTHYI0 eAMHUIlY Win 36 9acoB (U3
pacueta 1 3E= 36 gacog).
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B unTepakTUBHBIX (popMax Yackl UCHOIB3YIOTCS B BUAE KPYIJIOTO CTOJIA.

5. COAEP)KAHUE JUCHUIIVIMHBI (MOAYJISA), CTPYKTYPUPOBAHHOE
IO TEMAM (PA3JAEJIAM) C VYKA3AHMEM OTBEJAEHHOI'O HA HHX
KOJINMYECTBA AKAJEMHUYECKHUX WJIN ACTPOHOMHMYECKHUX YACOB H
BHI0B YUEBHBIX 3AHSITUIA.
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1 Paznen 1. Conepxanue, 3HaueHue 2 2 - 4 2 6

JEJI0NPOU3BOACTBA. TexHOoIOrus
OpraHu3aliy J1eJI0MPOU3BOICTBA B
00pa30BaTEILHOM YUPEXKACHUU

2 Paznen 2. HopmaTtusHo- 2 4 - 6 5 8
3aKoHOzarenpHas 6a3a. OCHOBHBIC
BUJIBI IOKYMEHTOB U CHCTEMBI
nokyMeHTaruu. OcoOeHHOCTH
MOJITOTOBKH ¥ O(hopMITCHHS
OTACJIbHBIX BUAOB TOKYMCHTOB

3 Paznen 3. ®opmupoBanue nen u - 4 - 4 3 8
OpraHu3alysa XpaHeHUs
JOKYMEHTOB. DKCIIepTH3a
HOECHHOCTHU JOKYMCHTOB.
TexHuueckue cpeqcTna,
HUCIIOJIb3YCMBIC B
JIEJIOTIPOU3BOJICTBE. DIICKTPOHHBII
JOKYMEHTO000POT

UTOIO: 4 10 - 14 10 22

Conep:kanue TMCHUTIHHBI (MOYJIfAA)

Pasznea 1. Copepxanne, 3HaUeHHe AeJI0NPOU3BOACTBA. TexHoorus
OpPraHM3alNH JIeJIONPOU3BO/CTBA B 00Pa30BATEIbHOM YUpPeKIeHUU

Tema 1.1 OcHOBHBbIE TEPMHUHBI U MOHSTHE «1eJ0NPOU3BOACTBO». cTOPUSI BOSHMKHOBEHHS
U OCHOBHBIE ITANbI PA3BUTHS 1eJI0NPON3BOAcTBA. CHCTEMBbI OPraHU3aluu
nejionpousBoacTBa. [IoHsITHE M NIPUHIUIIBI OPTAaHU3ANMH JOKYMEHT0000pOTA

[TonsTHE «IEemOnpon3BoACTBOY». OCHOBHBIC LIEH H 3a/1a4d JIEIONpon3BoacTBa. HeoOxoaumocTh
opraHu3aluu ACJIONMPOU3BOACTBA B YUPCIKIACHUU. 3Hauenue ACIIOIMPOU3BOACTBA B ACATCIbBHOCTHU
oOpa3oBatensHOro yupexaeHus. Cekperapb, IeIONpOU3BOIUTENh, JOKYMEHTOBE, KAHIIEISAPHSL.
Hcropudeckue 3Tamnbl pa3BUTHs JeionpousBocTBa B Poccun. CoBpeMeHHOE TOCyIapCTBEHHOE
perynupoBaHue  JAe’aonpou3BojacTBa. CHCTEMBI  JIEJIONPOM3BOJCTBA:  IICHTPATU30BAHHAS,
JeleHTpann3oBanHas, cmemanHas. CTpykrypa u 00BEM gokymMeHTooOopoTa. (OCHOBHBIC
NPUHIUITB OPTaHU3aIUN PA0OTHI C TOKYMEHTOITOTOKAMH, KaK CO3J]aHNEe ONTHMAIBHBIX YCIOBHUA
JUIE BCEX BHIOB paboTel ¢ JoKyMeHTamMu. OpraHu3allioHHas CTPYKTypa [epcoHaa,
obecreunBaroniero paboTy ¢ JOKyMEHTaMHU.

Tema 1.2 PekBU3UTBHI JOKYMEHTOB. Perucrpanus u unaekcanusi 10kymeHToB. CTpykTypa 6a3
JaHHBIX JA0KyMeHTOB. Ilpuem, oOpabdorka m pacnpenejieHHe MNOCTYNAKIIMX JTOKYMEHTOB.
Opranuszanus 00padoTKH U NepeJayu OTIPABJIsAEMbIX J0KYMEHTOB.

[Tonstue pexkBuszuTa NOKyMmMeHTa. Bunel pekBuszutoB. IlpaBuna odopmieHUs PeKBU3UTOB




ToKyMeHTOB.  Dopmynsip-oOpaszen.  bmank mokymenta. Bunbl 6mankoB. TpeOGoBaHus K
6nankam gokymeHToB. lllaGnonsl. MHaekcanus u peructpanus AOKyMeHTOB. Buasl u Gopmbl
perucTpauuy JOKYMEHTOB. TpeOoBaHHS K TEKCTaM CIIY:KEOHBIX JOKYMEHTOB: KPAaTKOCTh U TOYHOCTH
HU3JI0XKXCHUA I/IH(l)OpMaI_II/II/I, HCKIIIOYCHUE [OBOJAKOI'O TOJIKOBAaHHA, O0OBEKTUBHOCTL H AOCTOBCPHOCTDH
I/IH(i)OpMaLII/II/I, COCTAaBJICHUC IIPOCTBIX JOKYMCHTOB, CTPYKTYPHUPOBAHHUC TCKCTAa NOKYMCHTA, HIMPOKOC
HCIIOJIb30BaHUE TpadapeTHBIX W THIOBBIX TEKCTOB IPH OIHMCAHWH ITOBTOPSIOIINXCS YIIPABICHUCCKUX
cuTyanuii. SI3BIK W CTWIIb CIYKEOHBIX JOKYMEHTOB. JTambl OOpPaOOTKH BXOSIIUX JTOKYMEHTOB.
[lepBuunas o00paboTka BXOISAIIMX JOKYMEHTOB. Perucrpupyemble U HEperucTpupyembie
TOKyMeHTHI. [IpenBapuTenbHOE pacCCMOTPEHHE JOKYMEHTOB NJISi HAMPABICHHS HMCIIOJHUTEISIM.
Pe3omronus.

[Topsimok  TOATOTOBKM  UCXOASIMIUX  JTOKyMEeHTOB. (CocTaBlieHWE TIPOCKTa JIOKYMEHTa,
corjiacoBaHue, noamnvcanue (yrBepkiaeHue), ThupaxupoBaHue. CrocoObl U METOJbl OTIPABKU
UCXOIAIIUX JOKyMEeHTOB. OOmiasi XapakTepucTHKa CIyKeOHOW mepenucku. Pa3sHOBHIHOCTH
CITY)KEOHBIX THCEM (COMPOBOIUTENHHOE MHUCHMO, MUCHMO-TIPOCHOA, MHUCHMO-3aMpPOC, MUChMO-
OTBET, MHUCHMO-COOOIICHHE, HWHPOPMAIMOHHOE TMMHCHMO, TapaHTUHHOE MHUCHBMO, MHUCHEMO-
MpUTJIAlIeHUE U T.11.).

Tema 1.3 Ilopsiiok NPOXo:KIeHUS] BHYTPEHHHMX AOKYMEHTOB. OpraHu3anusi KOHTPOJIA 3a
HCIOJHEHHEeM JTOKYMeHTOB. PadoTa ncnosHureliei ¢ JokyMmeHTaMu. Opranu3anusi NOUCKOBOM
CHCTeMBbI 110 IOKyMEHTaM.

BHyTpenHue nokyMeHThl 00pa3oBaTeNbHON OpraHu3anuy (3asBICHUS, CIIy)KEOHbIE 3alUCKH,
JOKJIaIHbIe, OOBSICHUTENbHBIC, CIIPAaBKH, CBOJKH, OTYeTHl u Ap.). Ilomroroska, odopmieHue,
peructpanus. [IpaBuiga MOCTaHOBKM TOKYMEHTOB Ha KOHTPOJIb. llOpsilok CHATHS JOKYMEHTOB C
KOHTpoJis. OTYET MO WCIOJHEHUIO KOHTPOJIBHBIX JIOKYMEHTOB. OnepaTUBHOE MCIOJIHEHUE
JOKYMEHTOB COTPYAHMKAaMU B COOTBETCTBUUM C UX JOJDKHOCTHBIMH OOS3aHHOCTSIMH U
pe3oJonel  pyKOBOAMTEIIA. OTBETCTBEHHOCTh 32  HecoONoaeHue  TpeOoBaHUI
UCIIOJTHUTENIbCKOW  AMCUMIUIMHBL, 32  HEMNpPaBUJIbHOE  HCIOJIb30BaHHWE  JACMCTBYIOIIMX
HOPMAaTUBHBIX JOKYMEHTOB B MOJATOTOBKE, OGOPMIICHHHM U WCIIOJHEHHWH IOKYMEHTOB B CPOK.
[TouckoBasi cucreMa JOKYMEHTOB - KapTOTEKH U KJIACCHU(UKALMOHHBIE CIPAaBOYHUKHU. Buibl
KapToTeK. Bubl Ki1acCu()UKAIIMOHHBIX CIIPABOYHUKOB.

Tema 1.4 Cnoco0bl W MeTOABI JOCTABKH JOKYMeHTOB. O0pa0oTka KOH(pHMIEHIHAIbHBIX
JAOKYMEHTOB M [OKYMEHTOB /Il CJIY:KeOHOT0 TOJIb30BAHHA. JKCKYpcusi B  OTae]
AeJIONpon3BoacTBAa MypMaHCKOro apKTH4YeCKOro rocy1apcTBeHHOr0 YHUBEepCHTeTA.
Opranuzanys MoYTOBOM, KYpbEpPCKOM M AKCIPECC-IIOCTaBKM JOKYMEHTOB. [IOHATHS: «1I€HHOCTh U
0e30macHOCTh  MHGOPMAIMKY, «KOHPUIECHIIUATLHOCTE», «Yyrpo3a KOH(MUICHIIUATEHOCTH,
«3anmTa uHpopMarum». be3zomacHocTh LEHHBIX HMH(OPMAIMOHHBIX pecypcoB. lLlenHas
uH(popMalra 1 KoH(UIeHIHaIbHbIE TOKYMEHThI. PernamenTanus coctaBa KOH(pUIEHIIHAIbHbBIX
cBeneHUl W 1okyMeHTOB. Ilopsmoxk paboTsl ¢ KOH(MUACHIMAIBHBIMUA JTOKYMEHTAMU H
matepuanamu. Kondunenuuanbaas nHGopmanus 1 CBeIeHUs B JEATEIbHOCTH 00pa30BaTeIbHON
OpraHu3aluu.

Pasnen 2. HopmaTtuBHO-3aKk0oHOAaTeIbHAsA 0a3a. OCHOBHBIE BUAbI JOKYMEHTOB U
CUCTEeMbI TOKYMeHTAIuU. OCO0eHHOCTH NOATOTOBKU H 0(pOPMJIICHHUSA OTAEJbHBIX
BH/IOB IOKYMEHTOB

Tema 2.1 HopMaTHBHO-3aKOHOAATeIbHbIE H HOPMATUBHO-METOAHYECKHEe JOKYMEHTHI 10
aejonpousBoacTBy. HopMaTuBHO-3aK0HOAaTE/IbHbIE  HOPMATHBHO-METOUYECKHE
JOKYMEHTBI 10 apXHUBHOMY J1eJy.

3akoHomarenbHbIe akThl Poccuiickoit deneparu 1 MypMaHCKOM 001aCTH, perIaMeHTHPYIOIINE
JIeTTOTIPOU3BOICTBO M apXUBHOE /1e10. ['ocyapcTBEHHbIE CTaHAAPThl U yHU(UKaLUs B 00J1acTH
JEJIONPOU3BOJCTBA U APXUBHOTO Jena. VHCTpyKIMS 1O [e’0npou3BOJCTBY MuHHCTEpCTBaA



oOpa3zoBanus u Hayku Poccuiickoit @enepanuu. MeToauueckiue peKOMEHAaluu 1Mo pa3padoTke
HOMEHKJIATypbl M MHCTPYKLIUH IO JEJIONPOMU3BOACTBY B 00pa30BATEIbHOM YUPEKICHHUH.
TumoBsle MepeyHU ¢ yKa3aHHMEM CpPOKOB XpaHEHHUs JOKyMeHTOB. [IpaBmia paboThl apXHBOB
OpraHu3aIuu.

Tema 2.2 Kunaccupukanus nokymeHToB. IOpuanuyeckas cuia gokymenra. HasHayenue u
COCTAB  OPraHM3allMOHHO-NPaBOBOl  JokymeHTanmuu. Ha3naueHme ®  cocrTaB
OPraHu3alOHHO-PACIIOPSAAUTEIbHON AoKkyMeHTauuu. HazHayeHue M cocTaB CIPaBO4YHO-
UHGpOPMALMOHHOM JOKYMEHTALMH.

Knaccudukanus 10KyMEeHTOB, €e OCHOBHbIE MpHU3HAKU. [ pynmbl JOKYMEHTOB - JOKYMEHTHI IO
o0mMM W aJMUHHCTPAaTHBHBIM BOIIpOCaM, T.€. IO BONpPOCaM OOINEro PyKOBOJCTBA
OpEeNNpUsITHEM M €ro JAeSITeNbHOCTBbIO; - JOKYMEHThl 1O (YHKUUAM  YIOpPaBJIEHUS.
Knaccudpukanust cmyeOHBIX TOKYMEHTOB: IO aJMUHHUCTPATUBHBIM BOIIPOCaM; MO BOIIPOCaM
MaTepuaIbHO-TEXHUYECKOTO CHA0XEHUS; TOKYMEHTallUs MO IUIAHUPOBAHMIO; 1O ONEpaTUBHON
NESATENIbHOCTH; IO OYyXTalITepCKOMY YYeTy; IO TOJATOTOBKE M PACCTAHOBKE KAaJApPOB H T.H.
Knaccudukanus mo HaMMEHOBAaHUIO: TPHUKA3bl, PACIOPSHKEHUS, IUIAHBI M OTYETHI, AaKThl,
MPOTOKOJIBI, TOTOBOPHKI, YCTaBbl, MHCTPYKIIUHU, JOBEPECHHOCTH U T.A. Kiaccudukanus mo Mecty
COCTaBJICHUS, TIO CTENEHU YHU(DPHUKAIMHM, MO MPOUCXOKACHUIO, MO BUAY OGOPMIIEHHS, IO
croco0y ¢ukcanmuu WHPOPMAIMK, IO CTENEHH CIIOKHOCTH, IO CTENeHW TJIAaCHOCTH, IO
IOPUAMYECKON Cuile, [0 CpOKaM MKCIOJHEHUs, [0 CpOKaM XpaHEHUs, IO CTENeHU
00513aTeTLHOCTH.

Cucrema opraHu3aliOHHO-IIPAaBOBON JJOKYMEHTAIUH (YCTaB yUpeKICHHUS, MTOJI0KEHHS, INTaTHOE
pacrnicanue, JOJDKHOCTHbIE HWHCTpyKuuu). CucreMa OpraHu3alliOHHO-PACHOPSAIUTEIbHON
JToKyMeHTanuu (yka3, MpuKas3, BBIMHUCKA U3 MpUKas3a, pacrnopsskeHue, nocranonienue). Cucrema
CIPaBOYHO-UH(POPMAITMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asBICHUE, MOKIa[HAs 3aMUCKa,
peJIoKEHNe, Mpe/CTaBlIeHne, Ciy)keOHasi 3amucka, oObsicHUTenbHas). CxeMa MOArOTOBKHU
pacnopsiANTENbHBIX TOKYMEHTOB. [IOpsI0K CHATHS 1 BBIAAYM KOIUI C JOKYMEHTOB.

Tema 2.3 JlokanbHbIe HOpMAaTHBHBIE aKThl. CocTaB M padoTa ¢ KaApPOBO# AOKYMeHTalHe.
[Tonoxenus, mpaBuiaa, WHCTPYKUMHM (IIpaBUIa BHYTPEHHETO TPYJOBOTO pacHoOpsKa,
HHCTPYKIUU O MOPAAKEC OCYLICCTBICHUS KaKo#-1100 ACATCIIbHOCTH WJIKM MOPAAKEC NPUMCHCHUSA
IOJIOKEHUH 3aKOHOJATENbHBIX U HMHBIX HOPMATUBHBIX AaKTOB, IOJOXEHUS O CTPYKTYPHBIX
NOJPa3/IeIEHUsIX, KOJUIEKTUBHBINA OroBOp U Ap.). Ilopsimok odopmiieHUs U MOAMUCAHUS ITUX
JOKYMEHTOB JJIsl IPUMEHEHHsI KaK CaMOCTOATENbHBIX MPABOBBIX akToB. [IoHATHE M CTpyKTypa
NEepCOHANBHBIX JaHHBIX. O0s3aTeNnbHbIe KaApOBbIE JOKYMEHTHI 00pa30BaTEIbHOM OpraHU3aIHH,
UX BUJBI, COCTaB, HOPMATUBHbIE TPEOOBAHUS K BEIECHUIO KaJPOBOM JOKyMEHTAlUH (IIPUKa3bl U
paclopsDKEHHsT 10 JIMYHOMY COCTaBy, 3asBJIEHUE, TPYIOBOW JOTOBOp, JOJDKHOCTHAS
UHCTPYKLIMSA, TPyZOBas KHUXKa, JIMYHAs KapToyKa, JIMYHOE Aeso). J[BUXKEHMEe M XpaHEHHE
KapoBoil jJokyMeHTauuu. JKypHanbl MU KHUTH Yyuera. McmonHeHHe ColMallbHO-IIPaBOBBIX
3aIIpOCOB.

Paznen 3. ®opmupoBaHue 1eJ1 1 OPraHU3aNus XpPaHEeHHUs JOKYMEHTOB. JKCIepTH3a
LHEHHOCTH JOKYMEeHTOB. TexHu4eckue cpecTBa, HCNOJIb3yeMble B
JAeJIONPON3BOACTBE. DJIEKTPOHHBIN JOKYMEHTO000POT

Tema 3.1 IlpaBuja cocTaBjieHUS] HOMEHKJATYPbI e yupexaeHus. PopmupoBaHue u
odpopmienne aes. OpraHuzanmsi ONEPATHMBHOIO XPaHeHWs JOKyMeHTOB. PopMmupoBaHue
apxuBa B 00pa30BaTeJIbHOM YUYpPeKACHHUH.

[lonsatne o «ueney. Homenknarypa neun. CocraBiieHHE HOMEHKJIATyphl J€l B
00pa30BaTeIbHOM YUPEXKICHUU. dopMupoBaHUE AEIL. [Ipu3naku 3aBeneHUs [em:
HOMUHAJIBHBINA, TPEIMETHO-BOIPOCHBIN, aBTOPCKHM, KOPPECHOHACHTCKUH, Teorpaduyueckuii,
xpoHosorudeckuii. Buapl apxuBoB. TpeGoBanus k apxuBam. [lopsok nepegaun 10KyMEHTOB Ha



apxuBHOe XpaHeHue. CucrTemaTu3aius JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIIPaBOYHBIM
anmaparoM (MCTOpUYecKas CIIpaBKa, OMUCH [l IOCTOSHHOIO M BpPEMEHHOTO XpaHEHHUs
JIOKYMEHTOB, KHUTH y4€Ta U IBUKEHUS J€T).

Tema 3.2 /les;a MOCTOSAHHOIO W BPEMEHHOI0 CPOKAa XpaHEHHUsl. JKCIEPTHAs KOMHCCHS
yupesxxaeHusi. [lopsitok yHUUYTOKeHUSI JOKYMEHTOB.

OcoOeHHOCTH XpaHEHUs AeNl MOCTOSHHOTO, BpeMeHHOro (cBbimie 10 JieT) U Aen Mo JUYHOMY
coctaBy. Ilopsamok mnepemaum gen B [ocymapctBeHHble apxuBbl. Co3laHME HKCHEPTHOM
KoMHCCUU yupexaeHus. IlpoBeneHue sSKcrepTu3bl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3acCeJaHHil KOMHCCHM U aKTOB Ha yHHUYTOXXeHue nen. [Ipouenypa yHUUTOXKEHUs
JIOKYMEHTOB.

Tema 3.3 MHcnouan3oanme IIK B pgenonmpomssoacrBe. CpeacrBa KONMPOBAHMA U
OnepaTuBHOr0 pasMHokeHusi. [Ipuem u 00padoTKa TOKYMEHTOB, MOCTYNAKIIUX M0 KAHAJIAM
3JIEKTPOHHOM MOYTHI M (hakcuMuIbHOI cBsizu. [IpaBuiia 6e3onacHoil padoThI ¢ OPIrTEXHUKOIA.
KommnbroTepHble cpeacTBa IMOJATOTOBKM JOKyMEHTOB. lMcmonb3oBaHue 1maOIoOHOB — JUis
¢dopmMHpoBaHUs JOKYMEHTOB Ha KoMIbioTepe. lcmoiab3oBaHue B KOMIbIOTEpEe OJaHKOB
nokymeHTOB. Co3nanue OJIaHKOB JOKYMEHTOB B KOMIbIOTEpe. M3roToBleHHE, KOMMMPOBAHUE U
TUPaXHPOBaHUE TOKYMEHTOB. CpencTBa 00pabOTKH JOKYMEHTOB. JIOKyMEHTHI, IepeaBacMble
0 KaHajlaM CBs3u (TelmerpaMma, Teleke, ¢akcorpamMma, Tenedonorpamma). IloHsTue
«OPITCXHHUKAN. OCHOBHBIC BHUbI OpFaHHBaHHOHHOﬁ TCXHHUKU. HpaBHna TEXHUKN O€30IMacHOCTH
paboThI C OPITEXHUKOH.

Tema 3.4 DiekTpoHHOe NOKyMeHTHpOBaHue. IloHsiTHE «3JICKTPOHHBIN JOKYMEHT».
[IpeumymecTBa mnepepaun JOKYMEHTa C KOMIBIOTEPA Ha KOMIBIOTEp.  YCTaHOBKa Ha
KOMIIBIOTEPE CIELUAIBHO BBIACICHHOW NalKU s MOCTYNANMX JOKyMeHTOB. [IpenMyinectsa
anekTpoHHoM mnouthl. Jloctynm k Internet. Cucrema perucrtpauuu u koHtpoissa. Co3maHue
JJICKTPOHHOM 0a3bl JaHHBIX. [loWck JoOKyMeHTa. OKCKypcwss B apXuB MypMaHCKOTO
apKTUYECKOI'0 TOCYIapCTBEHHOI'O0 YHUBEPCUTETA.

6. TEPEYEHb  YYEBHO-METOJIMYECKOTO  OBECHEYEHUA,
HEOBXOAMOT O JUISI OCBOEHMSI TUCIUTLIMHBI (MOTYJIS).

OcHoBHas1 JiuTEeparypa:

1. OenepanpHblii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit
Oenepauuny (pen. denepanbubix 3akoHOB 0T 04.12.2006 Ne 202-®3, ot 01.12.2007 Ne 318-D3, or
13.05.2008 Ne 68-®3, ot 08.05.2010 Ne 83-D3, ot 27.07.2010 Ne 227-D3)

2. OenepanpHblii 3ak0H "OO0 WHpOpManmu, HHPOPMATU3AWHU U 3amuTe WHpopManmu". 3aKoH
nonnucan [Ipesunentom Poccuiickoit @enepanuu 20 dhespans 1995 roga N 24-D3

3. 3akon Mypmanckoir obnactu ot 20.02.2006 Ne 730-01-3MO «OG6 apxuBHOM [iene B
MypmMmaHcKoii 001acTh

4. ®Denepanbbiii 3akoH 0T 27 uroiist 2006 r. N 152-03 "O nepcoHaIbHBIX JaHHBIX "

5. Oenepanpiblii 3ak0H OT 2 Masg 2006 1. N 59-03 "O nopsiake paccMOTpeHHsT 0OpallleHHi

rpaxkaan Poccwuiickoit @enepanun" C n3MEHEHUAMHU U AOTIONHEHUSIME OT: 29 utons, 27 utons 2010 r., 7 mas, 2
utoiist 2013 ., 24 Hosi6ps 2014 r.

6. IIpaBuna genmompousBoACTBA B (efepalibHBIX  OpraHax HCHOJHUTEIbHOH  BJacTu
(yrBepxkaensl mocranoBiienueM [IpaBurensctBa Poccuiickoit @enepammu ot 15.06.2009 Ne 477
7. [lepedeHb THUIOBBIX YIPaBICHUCCKUX APXUBHBIX JOKYMEHTOB, 00pa3yIOMIMXCS B IMpOIEcCe

JESITEIEHOCTH TOCYJAPCTBEHHBIX OPraHOB, OPIraHOB MECTHOTO CAMOYIIPABICHUS U OPTaHU3AIUH, ¢ YKa3aHHEM
CpPOKOB XpaHEeHHs. YTBEpKIAeH NpukazoM MuHucTepcTBa KyapTypsl Poccuiickoit denepammu ot 25 aBrycra
2010 1. Ne 558

JdomosHuTEIbHAS JIUTEPATYypA:

1. [Mucemo MunoOpa3zBanust PO ot 20 nexabpsi 2000 roma N 03-51/64 «O Meromuveckux
PEKOMEHJAIMSX 110 paboTe ¢ JOKYMEHTaMH B 00IIe00pa30BaTEIIbHBIX YUPEIKICHHUIX)



2. Opranusanysi JeIonpon3BoIcTBa U ToKyMeHToooopoTta JJOY [Tekct]: meroa. pek. / JI. W.
Jlykuna. - M. : Cepa, 2009. - 128 c.

3. Conoryd, O.I1. Jlenompou3BOACTBO: COCTaBJICHHWE, pEAaKTHpOBaHHWE W  00paboTKa
JokyMeHTOB: YueOoHoe nocodue / O.I1. Conory0. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JAUCHUIIJINHBI
MoAayJIsl)

B o0pazoBaTenbHOM IpOIECCe UCTIONIb3YIOTCS:

- y4yeOHBIE ayAWTOPUHM JJs TPOBEACHUS 3aHATUH JIEKIIMOHHOTO THUIMA, 3aHITUN
CEMHUHAPCKOI0 THUIIA, KYpPCOBOTO MPOEKTUPOBAHUS (BBIMOIHEHHS] KypCOBBIX pPabOT), TPYIMIOBBIX
U UHAUBUAYAIBHBIX KOHCYJBTALUN, TEKYIIETO0 KOHTPOJS W MPOMEKYTOYHOH aTTecTaluu
(yueOHast mebOenb, TepevyeHb TeXHHUECKHX cpeactB oOyuenus - [IK, oGopymoBanuwe s
JEMOHCTpAIMK TPE3CHTAINH, y4eOHO-HATIIAIHbIE MOCOOMS, O0EeCIeunBaloIue TeMAaTHIECKUe
WJUTFOCTPAIIHH )

- MOMELICHUS Ul CaMOCTOATENbHON paboThl (OCHAILECHBI KOMITBIOTEPHON TEXHHMKOH C
BO3MOXKHOCTBIO MOJKIIOUEeHUs K ceTu «MHTepHeT» u obecrnieueHueM J0CTymna B 3JIEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENbHYIO Cpely YHUBEPCHUTETA);

-TIOMEIICHUST JUIsI XpPaHCHUS ©  MPOQPMIAKTHYCCKOTO  OOCITY)KHWBaHHUS  Y4eOHOTO
000pyI0BaHUSI.

7.1 IEPEYEHb JIMNEH3UOHHOI'O ITPOT'PAMMHOI'O OBECIIEYEHU S
JInueH3noHHoOe MporpaMMHoe odecrieyeHre 0Te4eCTBEHHOr0 MPOU3BOICTBA

Kaspersky Anti-Virus

JIMIeH3HOHHOE MPOrpaMMHoe oldecnedyeHne 3apy0eKHOro Npou3BoACTBA

MS Office

Windows 7 Professional

Windows 10

CBo0001HO pacnpocTpaHsieMoe NPOrpaMMHOe o0eclieyeHne 0Te4eCTBEHHOI0 NPOU3BO/ICTBA
7Zip

CB0001HO pacnpocTpaHsieMoe MPOrpaMMHoOe odecredeHue 3apy0esKHOro MPOU3BOACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJIEKTPOHHO-BUBJIUOTEYHBIE CUCTEMBMbI:

OBC usznarensctBa «Jlaues» https://e.lanbook.com/

ObC uznarenscrBa «tOpaiit» https://biblio-online.ru/

OBC «YHuBepcurerckas 6nbanoTeka oHmaiH» https://biblioclub.ru/

7.3 COBPEMEHHBIE I[TPO®ECCHUOHAJIBHBIE BA3bI JAHHBIX
1. Cynebnbie 1 HOpMaTuBHBIE akThl PO http://sudact.ru/

2. Uapopmanmonno-ananmutraeckas cuctema SCIENCE INDEX

3. DnektponHas 0a3a JaHHBIX Scopus

4. bas3el manueix komnannu CLARIVATE ANALYTICS

7.4 THOOPMALMOHHBIE CITPABOYHBIE CUCTEMbI

l. CrnpaBouHO-IIpaBOBast UH(POPMALIMOHHAS cucremMa KoHcynpTanT [Tmroc
http://www.consultant.ru/

2. 00O «CoBpeMeHHBIE MeAMa TEXHOJIOTMH B  OOpa3oBaHUM U KYJIbType».
http://www.informio.ru/

8. UHBIE CBEJIEHUS 1 MATEPHUAJIBI HA YCMOTPEHUE BEJIYIIEA KA®EIPHI



He npexgycmorpeHo.

9. OBECIIEYEHHUE OBPA3OBAHMUA JJIs1 JIUI C OB3

Jlnst oGecrieueHnst 00pa30BaHUs MHBAIHMJIOB U JIUI] C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH 3/I0POBbSI
peanu3anus JUCLUMIUIMHBI MOET OCYIIECTBISATHCS B aJalTUPOBAHHOM BHJIE, C YYETOM
cieniUKA OCBOCHHS H JTUJAKTHYECKMX TpeOOBaHMM, WCXOAS W3 HHIUBHIYaTbHBIX
BO3MOXKHOCTEH U M0 TUYHOMY 3asIBIICHUIO 00YJaroIIerocs.



