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1. EJb OCBOEHUSA JUCHUIIJIMHBI (MOAYJIS) — dopmupoBanue y o0ydaromuxcs
TEOPETUYECKUX 3HAHUNM M MPaKTUYECKMX YMEHUH M OpraHu3aluy JAeJONpPOU3BOJACTBA,
HEOOXO/JMMBIE TPU BBHIMOJIHEHUH ONEpaluii Mo co3JaHui0 U 00paboTKe OpraHU3aluOHHO-
pacropsAAUTENbHBIX JIOKYMEHTOB, BEJCHHS JICJIOBOW MEPENUCKH, aHaIu3a HH(OPMAIIMOHHBIX
NOTOKOB ¥ HH(MOPMAIIMOHHOTO B3aMMOJCHCTBHS B OpraHW3alliM, COBEPIICHCTBOBAHUU
TEXHOJIOTUH OKYMEHTAllMOHHOTO O0O0ECHeueHs] YIpaBICHUS M apXWBHOrO Jena Ha 0ase

HoBemux I T-TexHomoruii, 06ecredeHns TeKyIero XpaHeHus JOKYMEHTOB.

2. TPEBOBAHMUA K PE3YJIbTATAM OCBOEHUSA JUCIUIIJIMHbBI (MOIYJISA)

B pesynbrare

KOMIICTCHI U

OCBOCHUA

JUCIHUITIINHBI

(Momynsi)  QOPMHUPYIOTCS  CIEIYIOIIHE

CrniocobeH ynpaBisiTh CBOMM BPEMEHEM, BBICTpauBaTb U PEaIU30BBIBATH TPAECKTOPHIO
caMOpa3BUTHs Ha OCHOBE MPHHIIUIIOB 00pa3oBaHus B TeueHue Beei sxu3nu (YK-6)

[lepeueHs TIIaHUPYEMBIX PE3YIbTATOB O0YUEHHUS MO TUCHUIUIMHE (MOIYII0), COOTHECEHHBIX C
WHIUKAaTOpaMU JTOCTUKEHHSI KOMIIETEHLIMI

Komnerenuus

Nuauxkaropsl
KOMIIeTeHIIN I

Pe3yabTaThl 00yyeHus

YK-6. Criocoben
YIIPaBJIATH CBOUM

6.1. Ucmonb3yer
UHCTPYMEHTBI H METOJIbI

3HaTh: HOPMATUBHBIE JOKYMEHTBI IO
VHU(PUKAUU U CTaHAApTU3ALUU B 00JIaCTH

BpEMEHEM, yIIpaBJICHUS] BpEMEHEM IIPH | TOKyMEHTAIINH, JICHCTBYIOIIHE Ha

BBICTPaMBATh U BBINIOJTHEHUH KOHKPETHBIX | TEPPUTOPUHU PO, rOCY/IapCTBEHHBIE

peann30BBIBATH 3aj1a4, MPOEKTOB, MIPH CTaHJIApThl W 3aKOHOJATENbHBIE aKThI IO

TPaeKTOPHUIO JOCTHKCHUY MTOCTABJICHHBIX | JOKYMEHTHPOBAHHIO;

CaMOpPAa3BUTHs HA | LENEH. CUCTEMBl JIOKYMEHTAllUM, TpeOOBaHUS K

OCHOBE 6.2. Onpenensier COCTaBJIEHUIO 1 0(OPMIICHUIO IOKYyMEHTOB;

NPUHIUIIOB PUOPUTETHI COOCTBEHHON | TUTIOBBIE WHCTPYKIIUU o

0o0pa3oBaHUs B NeSITeIbHOCTH, JIeNIOTIPOU3BOJICTBY,  pPErJaMeHT pPaboTHl,

TEYEHUE BCeH JMYHOCTHOTO Pa3BUTHUS H JOJKHOCTHBIE MHCTPYKIIUH;

KHU3HU po¢eCCHOHATBLHOTO POCTa. | OCHOBHBIE BUJIbI JOKYMEHTOB,
6.3. OnieHnBaeT TpeOOBaHUS | PETIIAMEHTHPYIOIITIX 00pa30BaTeIbHYIO
pBIHKA TpyJa U JeSITebHOCTD;

MIPEUTOKEHUS OCHOBBI JIeTIONIPOU3BOICTBA B

00pa30BaTENbHBIX YCIYT

06pa3OBaTeJ'IBHOM YUIpPCIKIACHUU.

JUTS BBICTPAaBaHUS YMeTp: pauMOHWIBHO U 3(QPEKTUBHO
TPAaeKTOPHU COOCTBEHHOTO | OpPraHM30BBIBATh  JEJIONPOHM3BOJICTBO B
npo(eCCHOHATBHOIO POCTa. | 00pa30BaTEIbHOM OpraHu3alyy,
6.4. Ctpout COCTaBJIATh  y4yeOHO-METOJIUYECKHE U
npodeccuoHaIbHYI0 HOPMaTUBHO-TIPaBOBbBIE JIOKYMEHTHI,
Kapbepy U ONpPEIEsieT perIaMeHTHpYIOIINE JIESITEIBHOCTD
CTpaTEruIo 00pa3zoBaTeNbHON OpraHu3aIu

npogeccuoHaIbLHOTO Bnaners:  meromamu, — crmocobamMu UM
pa3BUTHSL. CpelCcTBaMuU MOJIy4EHHUS, XpaHEHUs,

nepepadoTKy HHPOPMALUH,

OCHOBAMH KOMITHIOTEPHON TPAMOTHOCTH;
TEXHOJIOTHEH OpraHu3aIUH
JITIONPOM3BOACTBA B 00pa30BaTEIbHOM
YUPEKIACHUU.




3. YKABAHUE MECTA JUCHUINVIMHBI (MOAYJIsA) B CTPYKTYPE
OBPA30BATEJIbHOM ITPOT'PAMMBI.

HucuuruimHa — «/lenonpous3BOoACTBO W TOKYMEHTOOOOPOT B 00pa3oBaTeIbHOM
YUPEKACHUU» B CTPYKTYpe OCHOBHOW IpO(hecCHOHAIBHOM 00pa3oBaTelnbHON MIPOrpaMMel
HanpasieHus: noarotoBku 44.03.05 Ilemarormueckoe oOpa3oBanue (¢ IBYMsI MPOGUIIMU
HOJArOTOBKM), HampaBieHHOCTh (mpoduian) XynokecTBeHHOEe oOpa3zoBaHue. JM3aiiH sBiseTCs
(bakyJIbTaTHUBOM.

4. OBPBEM UMCHUMIUVIMHBI (MOAYJIsI) B 3AYETHBIX EJMHUIAX C
YKA3AHUEM KOJHUYECTBA AKAJEMHUYECKHUX WJIN ACTPOHOMMYECKHX
YACOB, BBIIEJIEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOLIIUXCA C
NPENOJABATEJIEM (II0 BHIAM VYUYEBHBIX 3AHATHAH) UM HA
CAMOCTOSATEJBHYIO PABOTY OBYYAIOIIUXCHI.

OOmast TpyA0eMKOCTb AUCIUIUIMHBI COCTABISIET 1 3aueTHy0 eauHuIy uin 36 yacoB (w3
pacuera 1 3.e.= 36 yacoB).
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B HUHTCPAKTUBHBIX q)opMax YacChbl UCIIOJIB3YIOTCA B BUAC KPYIJIOTr0o CTOJIA.

5. COAEP)KAHUE JUCIMIIJIMHBI (MOAYJIsI), CTPYKTYPUPOBAHHOE
N0 TEMAM (PA3JAEJIAM) C VYKA3AHUMEM OTBEJAEHHOI'O HA HHX
KO/INMYECTBA AKAJEMHUYECKHUX HWJIN ACTPOHOMHMYECKHUX YACOB H
BHIOB YUEFHBIX 3AHSITHUI.
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JEJIONPOU3BOACTBA. TEXHOIOT s
OpraHu3alMK JeI0NPOU3BOICTBA B
00pa30BaTEIbHOM YUPEXKJIECHUU

2 | Pazmen 2. HopmatuHO- 2 4 - 6 10
3aKoHoJaTenbHas 6a3a. OCHOBHBIE
BUJIBI IOKYMEHTOB U CHCTEMBI
nokymeHTanuu. OcoOeHHOCTH




TOJITOTOBKH ¥ O(hOpMITCHHS
OTACJIbHBIX BUAOB NOKYMCHTOB

3 | Paznen 3. ®opmupoBanue aen u - 6 - 6 2
OpraHu3aIys XpaHCHUS
JIOKYMEHTOB. DKCIIepTH3a
LICHHOCTH JOKYMEHTOB.
TexHuveckue cpencTna,
HCIIOJIb3YEMBIC B
JIEJIOTIPOU3BOJICTBE. DIICKTPOHHBII
JOKYMEHTO0000POT

3aueT

UTOIO: 4 10 - 14 - 22

Conep:xanue TMCUMILVIMHBI (MO1YJIs1)

Pazgea 1. Cogepxanne, 3HaUeHHe JAej0nPou3BoaAcTBa. TexHomorus
OpraHM3alNH 1eJIONMPON3BO/CTBA B 00pa30BaTeJIbHOM YUpeKIeHUn

Tema 1.1 OcHOBHBbIE TEPMHUHBI U TMOHSITHE «1eJONPOU3BOACTBO». IcTOPUSI BOSHMKHOBEHHS
U OCHOBHbBIE 3TaNbl PA3BUTHA 1eJ10NPOU3BoAcTBA. CHCTEeMbl OPraHU3aluu
aejaonpousBoacTa. [loHATHE M NMPUHIMIILI OPTAHU3ANMNHU JIOKYMEHT0000pOTA

[TonsiTHE «Henonpon3BoAcTBO». OCHOBHBIC LIEH U 3aJ]a4d JeNIONponu3BocTBa. HeoOxoauMocTh
OpraHu3aliy JAEJOMPOU3BOICTBA B YUPEKICHUH. 3HAUCHHUE JIETIONPOU3BOCTBA B ACATEIBHOCTH
o0pa3oBaTenbHOro yupexjaeHus. Cekperapp, JeJI0NPOU3BOIUTENb, TOKYMEHTOBEA, KaHIEISIPUSL.
Hcropuyeckue dTanbl pa3BuTHs nenonpons3BoacTBa B Poccun. CoBpeMeHHOE rocyiapCcTBEHHOE
peryiaupoBaHue  Jenonpou3BojacTBa. CHUCTEMBbI  JENONPOU3BOJICTBA:  IICHTPAIM30BaHHAS,
JeleHTpan30BanHas, cMmemanHas. CTpykTypa U 00bEM J0KymMeHT0ooOOpoTa. (OCHOBHBIE
MIPUHIIMITEI OpTaHU3aIuH PadOTHI ¢ TIOKYMEHTOMOTOKAMHU, KaK CO3/IaHue ONTHUMAIIbHBIX YCIOBUMN
JUIE  BCEX BHIOB paboTel ¢ JokyMeHTamMHu. OpraHu3allioHHash CTPYKTypa MepcoHaia,
obecrneunBaromiero padboTy ¢ JOKyMEHTaMH.

Tema 1.2 PexkBu3uThI J0KyMeHTOB. Perucrpanusi 1 maaexcanusi 10kymMeHToB. CTpykTypa 0a3
AaHHbIX J0kyMeHTOB. Ilpuem, o0pafoTka M pacnpeiejieHHe NOCTYNAIOIIMX JOKYMEHTOB.
Opranusanys 00pad0TKH M NepeAadyy OTHPABJISIEMBbIX JOKYMEHTOB.

[TonsiTue pexkBusuTa NOKyMeHTa. Buael pekBuszutoB. IlpaBuna opopmieHHs] PEKBHU3UTOB
nokymeHTtoB.  ®Dopmynsap-oOpazen.  brnank moxkymenrta. Buasl OnmankoB. TpeGoBaHus k
6nankam gokymeHToB. lllaGnonel. MHaekcanust u perucrpanust 10KyMeHTOB. Buasl 1 popmbl
peructpaiuu JOKyMCHTOB. Tpe60BaHI/I$I K TCKCTaM CJ'Iy>K€6HLIX AOKYMCHTOB: KPATKOCTb U TOYHOCTH
HU3JI0XKXCHUA I/IH(i)OpMaI_II/II/I, HCKIIIOYCHHUE JBOSJKOIO TOJIKOBAHMA, OOBEKTHBHOCTE H JAOCTOBCPHOCTDH
WHQOPMAITUK, COCTAaBICHHE MPOCTHIX JOKYMEHTOB, CTPYKTYPHUPOBAaHHE TEKCTAa JOKYMEHTa, LIHMPOKOE
HUCIIOJIB30BaHUE Tpa(l)apeTHI)IX W THUIIOBBIX TEKCTOB IIPHU OIMHMCAHUHN MNOBTOPAIOMINXCSA YIIPABJICHYCCKUX
cutyanuid. SI3bIK M CTHIIb CIIY)EOHBIX JIOKyMEHTOB. JTambl OOpaOOTKH BXOMSIIUX JOKYMEHTOB.
[lepBuunas o00paOoTka BXOAALIMX JOKYMEHTOB. Perucrpupyemble U HEperucTpupyemble
nokyMeHThl. [IpenBapuTenbHoe paccCMOTpPEHHE AOKYMEHTOB JUIsl HaIllpaBJICHUS HCIOJHUTEISIM.
Pesosmronusi.

[Topsimok MOArOTOBKM  HMCXOASIIMX JOKyMeHTOB. (CocTaBieHHE MPOEKTa JOKYMEHTa,
COIJIaCOBaHMWE, MOAMMUCaHUe (YTBEpXKICHHE), THpakupoBaHue. CrocoObl U METOJbl OTHPABKU
UCXOJSAIMIMX JOKyMeHTOB. OOmiasi XxapakTepucTHKa CiaykeOHON mnepenucku. PasHoBUIHOCTH
CIIy’)K€OHBIX THCEM (CONPOBOAMTENBHOE MUCHMO, MUCHMO-TIPOCHOA, MUCHMO-3AIPOC, MHCHMO-
OTBET, MHUCbMO-COOOIIEHNE, HHPOPMAIMOHHOE MHUCHhMO, TapaHTUHHOE MHUCHMO, MHUCHMO-
IpUIJIAaleHue U T.1.).




Tema 1.3 Ilopsiiok NPOXO:KIeHUS] BHYTPEHHMX AOKYMEHTOB. OpraHu3anmsi KOHTPOJIA 3a
HCIOJIHEHHEM I0KYMeHTOB. Padora ncnosinureliei ¢ JokymenTamu. Opranusanusi NOUCKOBOI
CHCTEeMBbI 110 IOKYMeHTaM.

BHyTpenHHe TOKYMEHTHI 00pa30BaTeNbHOW OpraHM3alUu (3asBJICHUS, CIyXEOHBIE 3alMCKH,
JOKJIaHbIe, OOBSICHUTEIbHBIC, CIIPaBKU, CBOJKU, OT4EThl W J1p.). [logroroska, odopmienue,
peructpauus. [IpaBuia MOCTaHOBKM JIOKYMEHTOB Ha KOHTpPOJIb. [IOpSITOK CHSITHSI TOKYMEHTOB C
KOHTpoiA. OT4eT MO KCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOJHEHUE
JOKYMCHTOB COTPpYAHHKAMH B COOTBCTCTBMHM C HUX JOJZKHOCTHBIMU 06H33HHOCT$IMI/I n
pe3oyionuel  pyKOBOJIUTEIIS. OTBeTCTBEHHOCTh 32  HecoOmoJeHue  TpeboBaHUM
HUCITOTHUTEIbCKON JUCHUIIIINHBI, 3a HCTIPpaBUJIbHOC HUCIIOJIb30BaHUC IIGfICTBYIOHIHX
HOPMAaTUBHBIX JOKYMEHTOB B IMOJTOTOBKE, OPOPMIICHMHM U HCIIOJIHEHUU JAOKYMEHTOB B CPOK.
[TouckoBas cucrtemMa JOKYMEHTOB - KapTOTEKH M KJIacCU(UKAIMOHHBIC CIIPAaBOYHUKHU. Bubl
KapToTeK. Bupl kitaccuuKkanoHHbIX CIIPAaBOYHUKOB.

Tema 1.4 Cpnocodbl U MeTOIbI [JOCTABKH [TOKYMeHTOB. (0padoTka KOH(pHMIeHIHATBHBIX
JOKYMEHTOB M JIOKYMEHTOB i1l CJIY’K€OHOI0 TMOJIb30BAHUSL. JKCKYPCHM B  OTHe]d
AeJIONPOU3BOACTBA MypPMaHCKOI0 ApKTHYECKOIr0 rOCyIapCTBEHHOI0 YHUBEPCUTETA.
Opranuzaiysi OYTOBOM, KYPhEPCKOM M IKCIPECC-TOCTaBKUA JOKYMEHTOB. [IOHSTHS: «IIEHHOCTh U
0e30macHOCTh HH(MOPMALUNY», «KOHPHUICHIUATBHOCTEY», «yrpo3a KOH(UIEHIIUATBHOCTH,
«3amura wuHGOpManmm». be3omacHOCTh IICHHBIX HWH(POPMAIMOHHBIX pecypcoB. lleHHas
uH(popMalrsa 1 KOH(UIEHIMAIbHBIE JOKYMEHThI. Pernmamentanus cocraBa KOH(GUACHIIMATbHBIX
CBEJCHWA W JOKyMEHTOB. Ilopsimok paboThl ¢ KOHPUACHIMATHHBIMH JIOKYMCHTAMH U
Marepuanamu. Kondunenunansaas HHGOpMAIIHUS ¥ CBEJACHUS B JICITEILHOCTH 00pa3oBaTeIbHON
OpraHu3aIuu.

Pa3nen 2. HopmaTuBHO-3aKoHOIaTeIbHAsA 0a3a. OCHOBHBIE BH/IbI JOKYMEHTOB H
CHUCTeMbI JOKyMeHTanuu. Oco0eHHOCTH NMOATOTOBKH H 0()OPMJICHHUS OTACIbHBIX
BU/10B 10KYMEHTOB

Tema 2.1 HopmaTuBHO-3aKOHOAATEJIbHbIE © HOPMATHBHO-METOAMYeCKHe JOKYMEHTHI 110
aenonpoussoacTtBy. HopmaTtuBHoO-3aKoHOAaTeIbHbIE H HOPMATHBHO-METOANYECKHE
JOKYMEHTBI 110 ApXHUBHOMY JeJ1y.

3akoHonaTenbHble akThl Poccuiickoit deneparu u MypmaHckoi 061acTu, peraaMeHTHPYIoIue
JIeJIOTIPOU3BOJICTBO M apXUBHOE JeN0. ['ocymapCcTBeHHbIE CTaHAApThl U YHU(UKAIUS B 00J1aCTH
JIEJIONPOU3BOJACTBA U ApXMBHOrO Jena. MHCTpyknus no [aenonpousBoACTBY MuHHCTEpCTBa
oOpa3oBanus 1 Hayku Poccuiickoit ®@enepannu. MeToauueckre peKkoMeHIaluu 1o pa3padoTke
HOMEHKJIATyphl M MHCTPYKIHUHM IO JeJIONPOU3BOACTBY B 0OpPa30BaTEIbHOM YUPEKICHUU.
Tunosble MepeyHH C yKa3aHUEM CpPOKOB XpaHEHMsI NOKyMeHTOB. [IpaBuia paboThl apXHBOB
OpraHu3aluu.

Tema 2.2 Knaccnpukanusa nokymenros. FOpuandeckas cumiia gokymenra. Haznadenue un
COCTaB  OPraHU3allMOHHO-TIPaBOBOH  NoKymeHTanuu. Ha3nauenme u  cocraB
OPraHu3alOHHO-PACIIOPSAAUTEIbHON AoKyMeHTaunu. HazHadyeHue M cocTaB CIPaBOYHO-
HH(OPMANMOHHOH TOKYMEHTALMH.

Knaccugukaius 10KyMEHTOB, €€ OCHOBHBIEC NMPHU3HAKH. [ pyIIbl TOKYyMEHTOB - JIOKyMEHTHI O
o0mMM ¥ aJMUHHCTPAaTHUBHBIM BOIIpocaM, T.€. IO BONpocaM OOIIEro pyKOBOJCTBA
OpEINpUSTHEM U €ro  JeATeNIbHOCTBIO; - JOKYMEHTHl 10 (YHKUUSAM  yIpaBIEHHS.
Knaccudukanus ciayxeOHbIX JOKYMEHTOB: IO aJMMHHMCTPAaTHUBHBIM BOMpOCaM; IO BOIpPOCam
MaTepHaIbHO-TEXHUUECKOT0 CHAO0XKEHUs; JTOKyMEHTAlMs MO IUIAHMPOBAHUIO; IO ONEpaTUBHOMN
JESTEIbHOCTH; MO OYyXTaJITepCKOMY YYeTy; [0 IOATOTOBKE M PACCTAHOBKE KaJpoB U T.1.
Knaccugukanuss mo HaMMEHOBAHUIO: MPUKA3bl, PACIOPSIKEHMs, IUIAaHBI W OTYEThl, AKTHI,



IPOTOKOJIBI, JOTOBOPBI, YCTaBbl, MHCTPYKIINHU, JOBEpEeHHOCTH U T.A. Knaccupukanus mo mecty
COCTaBJICHUS, 10 CTENEHW YyHU(DHKAIMH, M0 TPOUCXOXKICHUIO, MO BUAY O(GOPMIICHHS, IO
croco0y (ukcanmmu wHGOpPMAIMK, IO CTENCHH CIOKHOCTH, IO CTEIEHH TJIACHOCTH, II0
IOPUMYCCKON CHWJIe, 110 CPOKaM HWCIOJHECHHS, I10 CPOKaM XpaHCHHS, TI0 CTEICHHU
0053aTEJIbHOCTH.

CucreMa OpraHu3al[MOHHO-TIPABOBOM JJOKYMEHTAIIUH (YCTaB yUPEIKICHHS, IOJOXKCHHS, INTAaTHOE
pacnucaHue, JOKHOCTHbIE HWHCTpYyKiuu). CucreMa OpraHu3allMOHHO-PACHIOPSIUTEIbHON
JIOKyMeHTaIuu (yka3, MpUKas3, BRIMHCKA U3 MPUKa3a, paclopspKeHUe, ocTaHoBieHne). Cucrema
CIPaBOYHO-UH(POPMAITMOHHON JOKYMEHTAIMH (IIPOTOKOJI, aKT, 3asBICHHUE, TOKJIAHAs 3alMCKa,
IpeUIOKEHUE, TPEJICTaBICHHE, CIIy)keOHas 3amucka, oObsAcHUTENbHas). CxeMa IOJArOTOBKU
paCHOpHI[I/ITeJIbHBIX HOKYMCHTOB. HOpSII[OK CHSTHUSA U BblIAa4UN KOHI/II71 C I[OKYMGHTOB.

Tema 2.3 JlokajibHble HOPpMaTUBHBbIE aKThI. CocTaB M padoTa ¢ KaJAPOBOH JTOKYMeHTalHel.
[Tonoxxenus, mnpaBwiIa, WHCTPYKIUU (MpaBUja BHYTPEHHETO TPYIOBOTO  pacCIOpsIKa,
WHCTPYKIIUU O TIOPSJKE OCYIIECTBICHHS KaKOU-INOO ACSITEIILHOCTA WU TOPSIKE TPUMEHEHUS
MOJIOKEHUN 3aKOHOJATEIbHBIX M HMHBIX HOPMATHBHBIX AaKTOB, IOJIOKEHHS O CTPYKTYPHBIX
MOAPa3ICNCHUSX, KOJJIEKTUBHBIN 10ToBOp U Ap.). [lopsaok odopmieHus u nmoamucaHusi 3TUX
JIOKYMEHTOB [JIsl IPUMEHEHUSI KaK CaMOCTOSITENIbHBIX IPABOBBIX aKTOB. [loHsATHE M CTpyKTypa
MEePCOHATBHBIX AaHHBIX. O0s3aTeIIbHBIC KaIPOBBIE IOKYMEHTHI 00pa30BaTEIbHON OpPTraHU3aIINH,
WX BHUBI, COCTaB, HOPMATUBHbBIC TPEOOBAaHUS K BEACHUIO KaJPOBOHM JTOKYMEHTAIUH (MIPUKa3bl U
pacmopsDKeHUsT 10 JIMYHOMY COCTaBy, 3asBJICHHWE, TPYAOBOM JIOTOBOP, JOJKHOCTHAs
WHCTPYKIUS, TPYAOBas KHWXKKA, JIMYHAS KapTOuyka, JIMYHOE Je0). J[BY)KeHHE W XpaHEHUe
KaJpoBOM JOKymeHTauuu. JKypHanbl M KHUTH ydeTa. VcnojiHEeHHE COUMAIbHO-TIPABOBBIX
3aIpOCOB.

Pa3nes 3. @opmupoBanue JeJl H OPraHU3alUs XPAHEHHUS JOKYMEHTOB. JKCIIePTH3a
LIeHHOCTH JOKYMeHTOB. TexHu4ecKue cpeacTBa, HCMOJIb3yeMble B
AeJIONPOU3BOACTBE. DJICKTPOHHBIN JOKYMEHT0000pOT

Tema 3.1 IlpaBuia cocTaBjeHHsI HOMEHKJIATYPBI JeJ yupexaeHus. dopmupoBaHue u
odpopmienne gen. OpraHu3anusi ONEPATHBHOIO XpaHeHUsl AOKyMeHTOoB. PopmupoBaHue
apxuBa B 00pa30BaTeJIbHOM y4pPeKICHUH.

[Tonate o «uene». Homenknarypa neun. CocraBieHre HOMEHKIATYpbl J€l B
00pa30BaTEIbHOM YUPEXKJICHHUH. ®opMupoBaHue Jeil. IIpuznaku 3aBencHUs Jei:
HOMMHAJIBHBIM, TPEIMETHO-BONPOCHBIN, aBTOPCKUH, KOPPECHOHJEHTCKUN, TreorpapuuecKui,
xpoHonorndeckuil. Buapr apxusoB. TpeOoBanus k apxuam. [lopsaok nepesaun JOKyMEHTOB Ha
apxuBHOe XpaHeHue. Cucrtemarusanus JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIpaBOYHBIM
anmapatoM (MCTOpUYEcKash CIpaBKa, OMHUCH Jiel TOCTOSHHOIO U BPEMEHHOIO XpaHEHUs
JIOKYMEHTOB, KHUTH y4eTa U JIBUKEHUS JIEN).

Tema 3.2 Jlesia MOCTOSSHHOIO M BPEMEHHOI'0 CPOKAa XpaHeHHMs. JKCIEPTHAs KOMHUCCHS
yupesxaeHusi. [lopsiiok yHu4TOKEHUSI AOKYMEHTOB.

OcoOeHHOCTH XpaHEHUs el MOCTOSHHOro, BpeMeHHOro (cBeimie 10 5eT) u Jen mno JMYHOMY
cocraBy. Ilopsnoxk mnepemaunm gen B l'ocynapcTBeHHble apxuBbl. Co3ZaHME DKCIEPTHOMN
KOMHUCCHHM yupexaeHus. [IpoBeneHue sKcmepTu3bl LEHHOCTH AOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3aC€JaHMil KOMHMCCHU U aKTOB Ha yHMUTO)KeHue fei. Ilpouenypa yHUUTOXEHMS
JIOKYMEHTOB.

Tema 3.3 MHcnoan3oBanue IIK B jenonpousBoacree. Cpeacrsa KONUPOBAHUS U
onepaTuBHOro pasmHoxxeHusi. [Ipuem u 00padoTka JOKYMEHTOB, IOCTYNAIOIIUX N0 KAHAJIAM
3JIEKTPOHHOM MOYTHI M (pakcuMuIbHOI cBsizu. [IpaBuiia 6e3onacHoii padoThI ¢ OPIrTEXHUKOIA.
KommnbloTepHble cpeicTBa MOATOTOBKM JOKyMEHTOB. lMcmosib3oBaHue mabIoOHOB — JUis



dbopMUpOBaHUS JTIOKYMEHTOB Ha KoMImbiorepe. lcmonp3oBaHne B KOMIBIOTEpe OIaHKOB
nokymeHToB. Co3gaHue OJaHKOB JOKYMEHTOB B KOMITbIOTEpe. M3roToBICHHE, KOTUPOBAHUE H
THpPaXUPOBaHUE TOKyMeHTOB. CpencTBa 0OpabOTKH JOKYMEHTOB. JIOKYMEHTHI, Tiepe/laBaeMbIe
Mo KaHajaMm CBs3M (Tenerpamma, Telekc, (akcorpamma, Ttenedonorpamma). Ilonstue
«oprrexHuka». OCHOBHBIC BHJIBI OpraHU3AIlMOHHON TeXHUKHU. [IpaBuia TeXxHUKH 0€301MacHOCTH
paboOTHI C OPTTEXHUKOM.

Tema 3.4 DiekTpoHHOe NOKyMeHTHpPOBaHUe. [loHsiTHE «3JIEKTPOHHBII JOKYMEHT».
[IpeumyiiecTBa nepenadyn JOKyYMEHTAa C KOMIIbBIOTEpAa Ha KOMIIBIOTEp.  YCTaHOBKA Ha
KOMIIBIOTEPE CHEIUAIBHO BBIIECICHHON ANk JUIsl HOCTYNAOIIMUX JOKyMEeHTOB. [Ipenmyiiectsa
anekTpoHHOM mouThl. Jloctynm k Internet. Cucrema peructpauuu u KoHTposisi. Cosmanue
ANIEKTPOHHOM 0a3bl JaHHbIX. [loMck mokymMeHTa. OKCKypcus B apXuB MypMaHCKOTO
ApPKTUYECKOI0 FOCYAapCTBEHHOTO YHUBEPCUTETA.

6. HEPEYEHDb YYEBHO-METOJUYECKOI'O OBECIIEYEHMH],
HEOBXOINMOTI'O JJIs1 OCBOEHUA JUCHUIIJIMHBI (MOAYJISA).

OcHoBHas IuTEepaTypa:

1. ®enepanbubiii 3ak0H oT 22.10.2004 No 125-®3 «OO6 apXwBHOM Jelie¢ B
Poccuiickoit ®enepanun» (pea. PenepanbHbix 3akoHOB 0T 04.12.2006 Ne 202-®3, 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. Oenepanbubiii  3akoH  "OO0 uHboOpManuu, HHPOPMATU3ALMKU H  3aLIUTE
uHpopmanun". 3axon noanucad Ilpesnnenrom Poccuiickoit @enepanun 20 despans 1995 rona
N 24-03

3. 3akoH Mypmanckoii o6iactu ot 20.02.2006 Ne 730-01-3MO «O6 apxuBHOM Jerne
B MypMmaHCKoii o6nactu»

4, ®denepanbubiit 3ak0H OT 27 utoiig 2006 r. N 152-03 "O nepcoHanbHBIX TaHHBIX"

5. ®enepanbHbiil 3akoH oT 2 Masg 2006 r. N 59-O3 "O nopsake pacCMOTpPEHMs
obparmenuit rpaxaan Poccutickoit denepanun" C u3MeHEHUSIMH U JOTIOTHEHUSIMU OT: 29 HIOHS,
27 wrons 2010 r., 7 mas, 2 utons 2013 r., 24 HosOps 2014 r.

6. [TpaBuiia nenonpou3BoACTBa B (eepabHBIX OpraHax HCIHOJHUTEIbHOM BIacTH
(yrBepxkeHsl noctaHoBinenueM [IpasurenscrtBa Poccuiickoit deneparuu ot 15.06.2009 Ne 477
7. [lepeueHpb TUIOBBIX YNPABICHUECKUX APXUBHBIX JOKYMEHTOB, 00pa3yIoLIUXCs B

npoliecce JeATeNIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIpAaBIEHHS U
OpraHu3alii, C yKa3aHWeM CPOKOB XpaHEHHs. Y TBEPXKICH NMPUKa30M MHHHUCTEPCTBA KYJIbTYPHI
Poccuiickoit @enepanuu ot 25 aBrycra 2010 r. Ne 558

Jlono/IHUTeIbHAS JTUTEpaTypa:

1. [Tucemo MunoGpa3Banus P® ot 20 nexabps 2000 roma N 03-51/64 «O
MeTtoandeckux peKOMEHIAIMIX 10 paboTe ¢ JOKyMEHTaMH B 00I1e00pa30BaTebHBIX
YUPEKACHUAK

2. Opraau3zanus J1eJI0mpou3BoicTBa U JnokymeHToo0opota IOV [Tekcr]: meron.
pek. / JI. U. JIykuna. - M. : Cepa, 2009. - 128 c.
3. Comnory6, O.I1. Jlenonpon3BOJACTBO: COCTABICHHUE, PEIAKTUPOBAHUE M 00paboTKa

nokyMeHTOB: YuebHoe nocobue / O.I1. Comory0. - M.: Omera-JI, 2013. - 207 c.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHE JUCHUITIUHBI
(MOZY.JIsT)
B o0pa3oBaTenbHOM MPOIECCe UCTIONB3YIOTCS:



— ydeOHBIE ayJUTOpPUM JUId TPOBEACHUS  YUeOHBIX 3aHATUH, OCHAICHHbIC
000pyI0BaHWEM M TEXHUYECKUMH CpeACTBaMHU oOydeHwus . yueOHas mebenb, [1K, obopynoBanue
AJI1 ACMOHCTpaluun HPGSCHTaHHﬁ, HarJIsaJHbIC HOCOGI/IH;

— TOMEIIEHHUsS] Ui CaMOCTOSITENIbHOW  pa0OThl  OOYYaroIIUXCs, OCHAICHHBIE
KOMITHIOTEPHON TEXHUKON C BO3MOKHOCTBIO TIOJIKITFOUEHUS K ceTH «HTepHeT» u obecrieueHrneM
JOCTYTIA B AJICKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBarenbHyto cpeny MATY.

7.1 HEPEYEHbB JIMEH3UNOHHOI'O NIPOTPAMMHOI'O OBECIIEYEHUSA
JInueH3noHHOE MPOrpaMMHOe o0ecrieyeHne 0Te4eCTBEHHOI0 POU3BO/ICTBA

Kaspersky Anti-Virus

JIMLeH3HOHHOE MPOrpaMMHoe odecrneyeHre 3apy0e;KHOro MPOU3BOJACTBA

MS Office

Windows 7 Professional

Windows 10

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHoOe o0ecrneyeHne 0Te4eCTBEHHOT0 POU3BOACTBA
7Zip

CB000HO pacnpocTpaHsieMoe IPOrpaMMHoOe odecredeHne 3apy0eKHOro Npou3BoACTBA
Adobe Reader

Mozilla FireFox

LibreOffice.org

7.2 QJIEKTPOHHO-BUBJIUOTEYHBIE CUCTEMMbI:

OBC u3narenscrsa «Jlans» https://e.lanbook.com/

OBbC u3narenscrBa «tOpaiiT» https://biblio-online.ru/

OBC «YHuBepcurerckas oubmmoreka onnan» https://biblioclub.ru/

7.3 COBPEMEHHBIE TPO®ECCHUOHAJIBHBIE BA3bI IAHHBIX
1. Cynebnble u HopMaTuBHBIE akThl PO http://sudact.ru/

2. Uadopmannonno-ananutudeckas cucrema SCIENCE INDEX

3. DnekTpoHHas 0aza TaHHBIX Scopus

4. ba3sl manabeix kommnannd CLARIVATE ANALYTICS

7.4 UTHOOPMAIIMOHHBIE CITPABOYHBIE CUCTEMBbI

1. CrnpaBouHO-TIpaBOBast UHPOPMALIMOHHAS cucrema KoHncynpranT [Troc
http://www.consultant.ru/

2. OO0 «CoBpeMeHHBIE MeaMa TEXHOJOTMM B  OOpa3oBaHMM M KYJIBTYpe».
http://www.informio.ru/

8. UHBIE CBEJIEHUS 1 MATEPUAJIBI HA YCMOTPEHUE BEJIYIIEN KA®EIPbI
He npenycmoTtpeHo.

9. OBECIIEYEHUE OBPA30BAHUA AJIs JIMI C OB3

Jnst obecrieueHust 00pa30BaHUS UHBAIUIOB U JIHII C OTPAHHYEHHBIMHA BO3MOXXHOCTSIMU 3/I0POBBS
peanu3anus JTUCHUIIIMHBI MOXET OCYIIECTBISATHCA B aJalNTHPOBAHHOM BHJE, C YYE€TOM
cnenuuKAd OCBOSHUS U JUJAKTUYECKUX TpPeOOBAaHW, WCXONId W3 HHIUBUIYaTbHBIX
BO3MOXKHOCTEH U M0 TUYHOMY 3asIBICHUIO 00YJaroIerocs.
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