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Llenp OUCHUIIIUHEI:

peryaupoBaHuu

JOKYMCHTAllUOHHOT' O

1 IlosicHuTeJbHas 3aMIMCKA
1.1 Ileap u 3aga4y AUMCHUILIMHBbI

IHOArOTOBUTH CIICLHHUAJIMCTA,

o0ecreueHus

OGH&I[&IOH.IGFO 3HaAHUSAMU O IIPaBOBOM

KOH(UICHIINATEHON  IeATeIbHOCTH

OpraHu3alMii pPa3IMYHBIX OPTaHU3AIMOHHO-TIPABOBBIX (OPM; HMEIOLIETO HAaBBIKU pabOTHI C

KOH(bHI[GHL[I/IaHLHBIMI/I

AOKYMCHTaMU B

aBTOMATH3MPOBAHHOM TEXHOJIOTHI 00pabOTKH.

3anaq1/1 JAUCHUIINIMHBI COCTOAT B CICAYIOIICM:

YCIIOBUSIX

NPUMEHEHUST  TPAAULMOHHOW U

- H3YUYUTh 3aKOHOAATCIIbHYIO U HOPMATUBHO-MCTOJUYCCKY IO 633}’ JAOKYMCHTAlIUOHHOT O

obecrieyeHns: KOH(PHICHIIMATIBHOM e TeTbHOCTH;

- HAYUYUTHCSA NOHUMATh CYIIHOCTH MPOLECCOB, ITPOUCXOAAIINX B obiactu

KOH(bHI[GHL[I/IaHLHOFO ACJIONIPOU3BOJACTBA U BBIABIIATH TCHACHIIUU €TI0 PA3BUTUA.

- IMPUBHUTH HABBIKWU IOATOTOBKU U U3JJaHUS KOH(I)I/IILCHL[I/IEUILHBIX AOKYMCHTOB,

- H3YYUTh IIpaBUJia OpraHru3aln BCCX 3TAIIOB pa60T C KOH(bI/IILCHI_[I/IaJIBHBIMI/I AOKYMCHTaMU;

- OBJIAACTHh TCXHOJIOIMAMU 3allIUTHI 1 06pa6OTKI/I KOH(bI/IIICHI_[I/IaJIBHLIX AOKYMCHTOB.

- HU3YYUTH OCHOBHBIC HAIIPABJICHUA U MCTOABI 3allIUThI HOKYMCHTHPOBaHHOﬁ I/IH(I)OpMaI_[I/II/I oT

Pa3NUYHBIX BUIOB YIpo3 B MPOLIECCE €€ CO3aHMs, 00pabOTKHU, UCIIOIb30BaHH, XPAHESHUSI.

1.2 HepequL IJIAHUPYEMBIX pPE3yJbTaTOB oﬁyqumI o IMCuOMIlJIMHE,
COOTHCCCHHBIX ¢ MHAUKATOPAMH NJOCTUKCHHUSA KOMHETCHIIPIFI

Komnerennus
(Ko M HANMEHOBaHME)

WNHaukaTopbl KOMIIETEHIUI
(kKo ¥ HAMEHOBAHUE)

PesynbraTel 00y4yeHus

[1K-2. Criocoben oprannoBathb
1 OCYIIECTBIISTh
JIOKyMEHTaLMOHHOE
obecrieueHne ynpaBlICHHS B
OpraHu3aUsIX Pa3IUnIHBIX
OpraHu3alOHHO-TIPABOBBIX
¢dbopM u hopM COOCTBEHHOCTH,
rOCyapCTBEHHBIX OpraHax u
OpraHax MECTHOT'O
CaMOyTpaBIICHUS

IIK-2.1. [TpumeHsieT TeOpeTUIecKue
3HaHMSA B c(hepe TOKyMEHTAMOHHOTO
obecrieueHHs yIpaBIIeHHs B
IIPAKTUYECKON JEATENbHOCTH

3uamv: meopemuueckue 0cHo8bl
OOKYMEHMAYUOHHO20 0Decneverus
VAPAsIeHUs.

Ymemn: npumensme meopemuuecrkue
BHAHUSL NPU OPSAHUZAYUL
OOKYMEHMAYUOHHO20 0Decneverus
VAPAsIeHUs.

Bnaoemw: memooonozueii
OOKYMEHMAYUOHHO20 0Oecneverus
VIPAGIeHUs.

IIK-2.2. Opranu3yeT JOKyMEHTallIOHHOE
obecrieueHne ynpaBlICHHs B
OpraHM3aLUIX Pa3InIHBIX
OpraHU3alMOHHO-TIPABOBEIX (GopM 1
(hopM COOCTBEHHOCTH, TOCYJapCTBEHHBIX
OpraHax ¥ opraHax MECTHOT'O
caMOyHpaBJICHUS

3uamo. 0ocobenHocmu NOCMAano8Ku
OOKYMEHMAYUOHHO20 0Decneverus
VAPABNIEHUSL 8 OPLAHUZAYUSX PAZTULHBIX
OP2AHU3AYUOHHO-NPABOBLIX (POpM U hopm
cobcmeeHHOCmU, 20CY0apCMEeHHbIX
Op2anax u Opeanax MecnHo2o
CAMOYnpaseHus.

Ymemw: opeanuzosamo
OOKYMEeHMAayUoHHOe obecneyenue 8
OP2AHUZAYUSX PAZTULHBIX OP2AHUZAYUOHHO-
npaeoguvix hopm u popm cobcmeennocmu,
6 20CYOAPCMBEHHBIX OP2AHAX U OP2AHAX
MECMHO20 CAMOYNPAGLEHUS. YNPAGILeHUS.




Braoemu: nasvixamu COBEPULEHCMBOBARUA
cucmembvl doxymeHmaquHnozo
obecneyenus ynpaejienus

[1K-2.3. BemomnuseT paboTy 1mo
JIOKyMEHTALMOHHOMY 00ECTIEeYEeHHIO
YIpaBiIeHYECKNX IPOLIECCOB B
OpraHM3aLUIX Pa3INIHBIX
OpraHU3alMOHHO-TIPABOBEIX (GopM 1
(hopM COOCTBEHHOCTH, TOCYJapCTBEHHBIX
OpraHax ¥ OpraHax MECTHOTO
caMOyHpaBJICHUS

3namv: cocmas gynxyuil cyaico
OOKYMEHMAYUOHHO20 0becneyeHUs
VIpaeneHus.

Ymems: ocywecmensmos pabomy no
OOKYMEHMAYUOHHOMY 00eCneyeHur
VAPABIEHUECKUX NPOYeCcos

Bnaodemv: nasvikamu 0oKyMeHmMuposanus
VAPAGLEHYeCKUX Npoyeccos u pabonvl
OOKyMeHmayueti 6 OpeaHU3aYUsX
DA3MUYHBIX OP2AHUZAYUOHHO-NPABOGHIX
dopm u popm cobcmeennocmu,
20CYOapCmMEEeHHbIX OPeAHAX U OPeAHAX
MECMHO20 CAMOYHPAGIIeHUsL

[IK-5. Criocoben oprannzoBarthb
OTIEpPaTHBHOE M apXUBHOE
XpaHeHHE JIOKYMEHTOB B
OpraHu3aUsIX Pa3IUnIHbIX
(hopM COOCTBECHHOCTH,
rOCyIapCTBEHHBIX OpraHax u
OpraHax MECTHOT'O
CaMOyTpaBJICHUS

IIK-5.1. Ucnionb3yeT TeoOpeTHYECKHE,
MPaBOBBIC 1 METOANYCCKHAE OCHOBBI
OIEPATUBHOTO U APXUBHOT'O XPAHCHUSI
JOKYMEHTOB B OpPraHH3alHsAX Pa3IHdHbIX
(hopM COOCTBEHHOCTH, TOCYJapCTBEHHBIX
OpraHax M OpraHax MeCTHOTO
CaMOYTPaBJICHHUS B IPAKTHYECCKON
JeATETBHOCTH

3uamov.: meopemuueckue, npagogvie u
MemoOUHecKue 0CHO8bL ONEePAMUBHO20 U
APXUBHO20 XPAHEHUSL OOKYMEHMO8 6
OP2AHU3AYUSIX PAZTUYHBIX (POPM
cobcmeenHocmu, 20Cy0apCmeeHHbIX
Op2anax u Opeanax MecnHo2o
CAMOYnPABIeHUst 8 NPAKMULECKOl
oesimenbHOCmu

Ymemn: npumensimo snanue meopuu
apxXusHO20 0end 8 NPaKmMu4ecKou
oesimenbHoOCmu

Bradems: nagvikamu npumeHeHust
npasoswix HOPM 6 Chepe apxueHo2o dela
npuU OCywecmeneHuUu OnepamueHo20 u
APXUBHO20 XPAHEHUsL OOKYMEHMO8 8
OP2AHU3AYUSIX PAZTUUHBIX (POPM
cobcmeenHocmu, 20Cy0apCmeeHHbIX
Op2anax u Opeanax MecnHo2o
CAMOYnPABIeHUst 8 NPAKMUYECKOl
oesimebHOCIu

IIK-5.2. OpranusyeT onepaTuBHOE U
apXUBHOE XPAHEHUE JOKYMEHTOB B
OpraHM3aLMSIX Pa3INIHBIX (HOPM
COOCTBEHHOCTH, TOCYIapCTBEHHBIX
OpraHax M opraHax MECTHOTO
CaMOyTIpaBJICHUS

3unamv: npasuna opeanuzayuu
ONepamueHO2o U APXUSHO20 XPAHeHUs
OOKYMEHMO8

Ymems: opeanuzosvieamv onepamugroe u
apxueHoe Xpanenue OOKYMEHMOs 6
OP2aHU3AYUAX PASTUYHBIX POpM
cobcmeeHHOCmL, 20CYOAPCTNEEHHBIX
OP2aHax u OP2aHax MecmHo2o
camoynpasnenus

Braoems: nasvikamu obpabomku u
Nn0020MOGKU OOKYMEHMO8 OJisl MeKyuie2o u
ApPXUBHO20 XPAHEHUs.

[1K-5.3. Bemmonusiet paboThI 110
OTIEpPaTHBHOMY M apXHMBHOMY XPaHEHHIO
JIOKYMEHTOB B OPTaHHM3ALMSIX Pa3IMIHBIX
(hopM COOCTBEHHOCTH, TOCYJapCTBEHHBIX
OpraHax ¥ opraHax MECTHOTO
caMOyHpaBJICHHS

3namv: cocmas QyHKyull apxuos u
noopaszoeneHutl no OOKYMeHMAYUOHHOMY
obecneuenHulo YnpaeieHus no OpeaHu3ayuu
OTEPATUBHOTO M APXMBHOTO XPAHEHUS
JIOKYMEHTOB

Ymems: gvinonusams komnaexc pabom no
ONepamusHOMY U apXusHOMY XPaHEeHUIO
O0OKYMEHMO8 8 OP2AHUAYUSX PATUYHBIX
dopm cobcmeennocmu, 20Cy0apcmeeHHbIX
0p2anax u Op2amax MecmHozo
camoynpasnenus

Braodemv: nasvikamu cosepuiencmeosans
ONepamusHo20 U apxXusHo20 XpaHeHusl




| doxymenmos

1.3 MecTO0 AMCHUILUIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM
MPOrpamMmabl

Juctumnuaa (Moayib) «KoHpuaeHnaaIpHOe AeTOTPON3BOACTBOY» OTHOCUTCS
OTHOCUTCSL K 4YacTH, (OPMHpPYEMOHl y4yaCTHHKaMU 0Opa3oBaTENbHBIX OTHOIICHUH OJioKa
JUCUUIUINH Y4eOHOTO TUIaHa.

JUis oCcBOEHUS AMCUMIUIMHBI (MOIYJsl) HEOOXOIUMBI 3HAHUS, YMEHHUS W BIaJICHUS,
c(OPMHPOBAHHBIE B XOJI€ MU3YyUEHHs CIEAYIOMIMX JUCIUIUIMH M MPOXOXKACHUS IPAKTHK:
«JlokymeHntoBenenue», «Opranuzauus u  TexHojorusa JIOVY», «ApXxuBoBeaeHHEY,
«["ocynapcTBeHHas periaMmeHTanus B cepe ynpaBieHUs JOKyMEHTaMI.

B pesynbraTe OCBOCHHS TUCHMIUIMHBI (MOAYJisi) (HOPMUPYIOTCS 3HAHHS, YMEHHUA H
BJIaJICHUSI, HEOOXOIUMBIE JUTSI U3YUEHUS CICIYIOIUX AUCHUIUINH U TPOXOKACHUS MPAKTHK:
«/lenonpon3BoACTBO B OpraHax roCyAapCTBEHHOW BJIACTH M MECTHOTO CaMOYIIPaBIICHH,
«3amuTa u 00paboTKa MepCOHANBHBIX JaHHBIX», «3allnuTa KOH(PUACHIIMATEHOW HHPOPMAaLIUN

B KaJ[pOBOH CITyKOe».

2 CrpyKrypa JUCUHMILIMHBI

OO01mast TpyA0eMKOCTh TUCIUIUTHHEI COCTaBisieT 3 3.e., 108 .

CTpykTypa AUCHHUILIMHBI 1)1 04HOH (opMBI 00yYeHH

O6bveM TUCHMIUIMHBI B (pOpME KOHTAKTHOM PabOThl 00yYaromuXcs C MeAaroruuecCKuMu
pabOTHHUKaMU U (WJIH) IMIIAMH, IPUBJIEKAEMBIMHU K peau3aliii 00pa30BaTeIbHONW MPOrpaMMBbl Ha
MHBIX YCIOBHSX, IPH MIPOBEACHNUHU YUSOHBIX 3aHATHIL:

Cemectp | Tum y4eOHBIX 3aHATUI KonuuectBo
4acoB
2 Jlekuun 24
2 Cemunapsl/mabopaTopHbie pabOThI 36
Bcero: 60

O0beM OUCHHILTUHBL B (hOpME CaMOCTOSTENbHON pabOTHl 00YUYAIOIINXCS COCTABISET 48
aKaJIeEMUYECKUX YacOB.

CTpyKTypa JTUCHUIIMHBI JJI51 3204HO (popMBbI 00yUeHUs1

O0beM TUCIUIUIMHBI B ()OpME KOHTAKTHOW PabOThl OOYYAIOMIMXCS C TEAarorH4eCKuMHU
paboTHUKaMU ¥ (WJIK) TUIIAMU, TPUBJICKAEMBIMHU K peair3aliii 00pa30BaTEIbHON MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, TIPU IPOBECHUH YICOHBIX 3aHSATHH:




Cemectp | Tum yaeOHBIX 3aHATHI KonuuectBo
4acoB
2 Jlexuun 8
2 Cemunapsl/mabopaTopHbie pabOThI 16
Bcero: 24

O0beM OUCIHILTUHBI B (DOPME CaMOCTOSTENBHON pabOThI 00YYAIOIIMXCS COCTABISET 84
aKaJIEMUYECKUX YaCOB.

3 Coaepxanue TMCHUIINHBI

Ne | HammenoBanue pasaesa Coaepxxanue
AUCIHUILIHHBI
1 Beenenue [Ipenmer, 3a1a4u 31 3HaYCHHUE Kypca.

XpoHoJnoruueckue paMku Kypca. OObEKT ¥ IpeaAMET
U3yYCHHUSL.

WNudopmannonnsie pecypchl W HH(pOpMAIMOHHAs
6e3onmacHoCTh. JIOKyMeHTHpOBaHHE HH(OpMAIHH
KaKk  yCJIOBHME  BKIIOYECHHS  HH(POpMAIMU B
MH(POPMAaIMOHHbIE PECYPCBI. WNudopmanus
O0IIEOCTYHAsT ¥ OrPAaHMYEHHOTO  JOCTYyIA.
Knaccudukanus ~ umHpoOpManuM OTrpaHUYEHHOTO
JOCTYyTA. OcobenHoctu uHpOpMaLun
OrPaHUYEHHOI0 JOCTYyIA.

locymapcTBeHHast TaiiHa U KOH(UIEHIIMAIbHAS
uH(pOpMAaIH. Bunsr KOH(UIEHITNATEHOM
uHpopMauu

0O030p UCTOYHUKOB U JIUTEPATYPHI 110 KYpCY.

CoBpeMeHHast HOpMaTUBHO-TIPaBOBasI
0a3a KOH(PHUIESHIINATIHLHOTO EJIO0NPOH3
BOJICTBA

®3 P® «O6 wunpopmanun, HHPOPMAIUOHHBIX
TEXHOJIOTUSIX M 0 3alUTe HH(YOPMAIN» KaK OCHOBA
MIPaBOBOTO PETYIUPOBaHMUS OTHOIIEHUH B cdepe
3anmThl uH(opMaruu. [IpaBoBoe perynupoBaHue
uHpOpMaLKs, COCTABISIONIEH TOCYAapCTBEHHYIO
TaiiHy. IIpaBoBoe peryaupoBaHue OTHOILICHMIA,
CBSI3aHHBIX C YCTaHOBJIIGHHEM, W3MEHEHHEM H
IpeKpalieHueM pexuma KOMMEpUYECKOii,
CITy’keOHOHM, TpOoQecCHOHATBPHON U JPYTHX BHJIOB
TalH.

AKTyallbHOCTh M 3HAUY€HHUE pa3pabOTKU JIOKAIbHBIX
HOPMATHUBHBIX AaKTOB M0 KOH(HUACHIIUAIEHOMY
nenorpou3BoAcTBy. Ilopsgok wux pa3paboTky,
CTPYKTYpa U COJIEpKaHHUE pa3/ieoB. AHAIN3 OMbITa
paboThl opraHu3anuii Mo pa3paboTKe HOPMATUBHO-
METOIMYECKUX JIOKYMEHTOB B obmactu
KOH(HIEHIINATIHLHOTO 1€JI0MPON3BOJICTBA.




ITousarue, 0COOEHHOCTH U
opranu3arys KOHQHUICHIIUATHHOTO
JIEIIOTIPON3BOICTBA

[ToHsATHE U OCHOBHBIC 321241 KOHPHICHIIMATIHHOTO
nenornpoun3BoacTBa. OpraHn3aMoHHbIE U TEXHOJIO
TMYECKHEe  OCOOEHHOCTH  KOH(HICHIHATBHOTO
JeTOTIPOU3BO/ICTBA. Omnpenenenue cocraBa
U3J1aBaeMbIX KOH(UICHIMATIBHBIX JOKYMEHTOB Ha
CTaguM TOATOTOBKM UEPHOBHUKOB U IPOEKTOB
JOKYMEHTOB.  PernmameHTUpOBaHHE TEXHOJIOTUU
JOKYMEHTHUPOBaHUs KOH(PHUACHIIMATEHONU HHPOP-
MalMu U paboTel € KOH(HUIECHIHAIHLHBIMHU
JTOKyMEHTaMH.

PernamentupoBanue 00s3aHHOCTEH paOOTHUKOB,
JOMYIIEHHBIX K padoTe ¢ KOHPHUICHIINATbHBIMU
JOKYMEHTaMU.  YCTaHOBJICHHE  IEPCOHAIBHOU
OTBETCTBEHHOCTH 32 yUYET, COXPAaHHOCTb U MOPSAIOK
oOparieHus ¢ KOHQUACHIIUATEHBIMU IOKYMEHTaMH.
Opranuzannonubie  (HOpMbl  KOH(PHIECHIIMAIHLHOTO
nenorponsBoacTBa.  OCHOBHas 1ejb, 33Ja4d U
byHKIMH Tozpa3feNeHus  KOH(UICHIHMATBHOTO
JIeTIOTIPOM3BO/ICTBA. Y CTAHOBIIEHHE €ro craryca,
YHCJICHHOTO U JIOJDKHOCTHOTO cocTaBa. Pa3paboTka
MOJIOKEHUS O TOAPA3JCNICHUH, JOKHOCTHBIX
MHCTPYKIUH paboTHUKaM. Ocobennoctu
HOPMHUPOBAHHUS Tpyaa pabOTHUKOB
MoJpa3iesieHus] KOH()UICHIIMAIBHOTO JEIOPOU3BO
JICTBA.

JIOKyMEHTUPOBaHUE
KoH(UIEHIMATEHON HHpOpMaIu

OnpeneneHne M pErNIaMEHTUPOBAHHUE COCTaBa
U3J1aBaeMbIX KOH(UICHUIMAIBHBIX JOKYMEHTOB.
IIpaBoBO€ OCHOBaHHE JUIsl YCTaHOBJIEHHS COCTaBa
uHpOpMaLMK, OTHOCUMOM K KOMMEpPYECKOW |
clTy>keOHO# TaifHaM. Dtanbl paboThI 1O pazpaboTke
nepevyHen uHpopManuy, COCTABJISIOLIEN
KOMMEpUYECKYI0 U CIIy:KeOHylo TaifHbl. Kpurtepuu
OTHECeHUs1 HHGPOpPMAIMM K KOMMEPUECKOW H
cinykeOHoit  TtaiiHam.  Crpykrypa  Ilepeuns
uHpOpPMAlLlMY,  COCTAaBIAIONIEH  KOMMEPUYECKYIO
taiiHy. OCOOCHHOCTH COCTaBJCHHUS M CTPYKTypa
[epeuns naoOpMaIum, COCTaBIAIONIEH CITYKeOHYIO
taiiny. Llens paspabotku Ilepeyns wu3gaBaeMbIx
KOH(HICHIIMATIBHBIX JOKYMEHTOB, TOPSJIOK €ro
pa3paboTKu.

VYuaer u odopmieHne OyMaXHBIX U 3JIEKTPOHHBIX
HocuTeNnel  KOH(QUACHUUAIbHOW  WMH(pOpMalLHUH.
Buibl 571€KTpOHHBIX HOCUTENEH KOHDUICHIINATb-
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HOW mH(popMmarmu. PernameHTHpoBaHHE TOCTYyNa K
NEPCOHATBHBIM KOMITBIOTEPAM, UCIIOIb3YEMBIX IS
00paboTKN KOH(HIEHIHMAILHONH HHPOpMaLUHN; a
TaKxKe K AIIEKTPOHHBIM HOCUTEIISIM
KOH(HUICHIIMATBHON HH(pOpMAIUK, XpaHSIIIUMCS
BHE KOMITBIOTEPA.

TpeboBanus kK cocTaBICHUIO, OQYOPMIICHHUIO U YUETY
YEpHOBUKOB,  IPOCKTOB  KOH(UACHIUAIBHBIX
JOKYMEHTOB.

Ocobennoctu odopmiieHUsT KOHPHUACHIUATHHBIX
JIOKYMEHTOB. PeKBHU3HUTBHI, HIACHTUDUIHPYIOLIUE
JTOKYMEHTHI, coJepxarue UH(OpMALHIO,
COCTABJIAIOLIYI0O KOMMEPYECKYI0 M  CIyXeOHYI0
TalHBI KaK JOKYMEHTBI OTPAHUYEHHOTO JOCTYTIA.

Opranmzanusi  KOH(UICHINUAIBHOTO

JTOKyMEHTO0000poTa

Omnpenenenue  MOHATUS — «KOH(MICHIMATBbHBIN
JTOKyMEHTO000pOoT». [IpUHIMIIEI — panroOHaIBHOMN
OpraHu3aIy KOHPHUAESHIINATBLHOTO JOKYMEHT0000
pota. CTpyKTypa 1 XapaKTepUCTHKA JOKYMEHTOIIO-
TOKOB.

Cucrema  goctynma K  KOH(MICHIHAIbHBIM
nokymeHTaM. OCHOBHBIE 3a/1a4H CUCTEMBI JJOCTYTIA.
[TomrHOMOYHS JTOJKHOCTHBIX JIMII 1O Pa3peIICHHIO
JI0CTyNa K KOH(UICHIMANbHBIM JOKYMEHTaM.
[Topsimox odopmieHust paszpelieHui Ha AOCTYH K
KOH(HICHIINATBHBIM IOKYMEHTAM.

OmnpeneneHue MOHATUH «y4eT JOKYMEHTOBY» H
«perucTpamnust JTOKYMEHTOB, IPAaBOMEPHOCTh UX
UCTIOJNB30BaHUSI B 00AacTH KOH(UICHIMATBHOTO
nenornpousBoacTBa. Llenu, Buabl U crnocoObl yuera
KOH(QHUICHIIMATBHBIX ~ JOKYMEHTOB. Y4YeT Kak
OCHOBHOE CpEICTBO OOECHeueHHs] COXPaHHOCTH
KOH(HUICHIIMATbHBIX  JTIOKYMEHTOB. [TonsiTue
«W3JIaHHBIE KOH(HUICHIMAIbHBIE JOKYMEHTB» H
TeXHOJIOTusl UX ydera. OCOOCHHOCTH TEXHOJIOTUU
yueTa BXOJAINX KOHPHUACHINATBHBIX JOKYMEHTOB.

Kpurepun repesoja KOH(HICHIINATIBHBIX
JOKYMEHTOB Ha BBIJICIICHHOE XpaHECHHE.
Texnonorus ydera KOH(HICHIINATIBHBIX

JOKYMEHTOB BBIZICIICHHOTO XPAHEHHUSI.
[IpueM, npoxoXkaeHUWE M TMOPAIOK HCIOTHEHUS
BXOJSIIUX  KOH(QHUACHIHAIbHBIX  JOKYMEHTOB.
IlepBuunas o0paboTka. ITpenBaputenbHoe
paccMmoTtpenue. PaccmoTpenue KoH(pUICHINATBHBIX
JOKYMEHTOB PYKOBOJICTBOM YUPEKACHUS.
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Hampasiienne KoHQUACHINATHHBIX TOKYMEHTOB Ha

HUCITIOJTHEHHE.
OcobeHHoCcTH OpraHu3aluu HUCITOJTHEHUS
KOH(UICHIINATEHBIX JIOKYMEHTOB. [Topsinok

OTIpPaBICHUA KOH(PHUICHIMAIBHBIX JOKYMEHTOB.
Opranun3zanus JBUKEHUS BHYTPEHHUX
KOH(HUIECHIIMATBHBIX JOKYMEHTOB. OpraHuzanus
IBIDKEHUS]  KOH(HUICHIHMATbHBIX  JOKYMEHTOB
BBIJICJICHHOT'O XPaHEHUS.

OcoOeHHOCTH ~ OpraHM3allid M TEXHOJOTHH
KOHTPOJIA HCIIOJTHEHUS KOH(HICHIINATIBHBIX
JOKYMEHTOB.

CI/ICTeMaTI/ISaLII/IH " XPpaHCHUC
KOH(I)I/IZLGHL[I/IEU'H:HBIX AOKYMCHTOB B
ACJIOMPOU3BOACTBC OpraHnu3alinin

Homenknatypa KOHOUAEGHIMANBHBIX JI€1  Kak
COCTaBHAsl YaCTh CUCTEMBI JIOCTYIA K JOKYMEHTaM.
OcobenHoctu COCTaBJICHUS HOMEHKJIATypBI
KOHQHUIEeHIHATbHBIX  jaen. dopMmupoBanue U
odopmiieHre KOHPUACHIIMATBHBIX JICTI.
[MonroroBka KOH(UIEHINANBHBIX JOKYMEHTOB IS
nepeayd B apXUB  OpraHu3anuu. EauHCTBO
HOPMAaTUBHO-METOJMUECKUX M  TEOPETUUYECKUX
OCHOB  TIPOBENEHHMSI  DKCIEPTH3Bl  LEHHOCTH
OO0IIEOCTYITHBIX u KOH(HICHIINATIBHBIX
NOKyMeHTOB. OCOOEHHOCTM  OpraHu3aluu |
MIPOBEACHUS HKCIEPTHU3BI [IEHHOCTH
KOH(QHUIEHIIHMATbHBIX  JOKYMEHTOB. [Topsimox
COCTaBJICHUS u oopmienus ornucei
KOH(HICHIINATBHBIX Je]l.

Hoodopmienue KOH(HICHIIHATILHBIX Jelt.
[Topsimox mnepenaun KOH(MUIACHLIMAIBHBIX el B
apX¥B OpraHU3alllu.

[lonATHE  «YHHUTOXEHHME  KOH(UACHIIUAIBHBIX
JTOKYMEHTOBY. Ocobennoctu HOJTOTOBKH
KOH(HICHIINATBHBIX TOKYMEHTOB K YHUYTO)XEHHUIO.
TpeboBanus K TEXHUYECKUM cpeacTBaM
YHUYTOXXECHUS JTOKYMEHTOB.

ObecneueHne COXpaHHOCTHU U
KOH(bHZ[eHL[I/IaHLHOCTI/I AOKYMCHTOB

TpeboBanust K TIOMEIIEHUSAM  TOAPA3CICHHHA
KOH(HIECHIIMAIBLHOTO  JIENIONPOU3BOACTBA U K
CITy>K€OHBIM ITOMELICHUAM UCIIOIHUTENEeH, paboTaio
IIUX ¢ KOHPHUICHIIMATbHBIMU JOKYMEHTAMHU.

VYcnoBust Tpyda, OpraHum3anusi ¥ 00OpyZOBaHUE
pabounx w™ect. [lopsnok odopmieHHs IoMycKa
pabOTHUKOB K KOMMEpPYECKOW M  CIIy)KeOHOH
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TaiiHaM U 00y4eHUs IpaBUiIaM pabOThI C KOH(PUACH
[IUATBHBIMU JIOKyMEHTaMH.

PernamentupoBanue mopsaka —oOpameHus ¢
KOH(HICHIIMATBHBIMU JTOKYMEHTaMH KaK CpPEICTBO
o0ecreyeHns: X COXPAaHHOCTU U MPEJOTBPALICHUS
YTEUKH CcoJepKalieiics B HHUX HHPOpPMALHUU.
Peanuzanus cuctemMsl 1ocTyna K KOH(QUACHIIHAIb-
HBIM JOKyMeHTaM. [IpaBmiia paGoThl mepcoHana c
KOH(HICHIIMATBHBIMHU TOKYMEHTaMH Ha OyMasKHBIX
Y 3JICKTPOHHBIX HOCUTEIISX

[TpoBepku SENVR 1L KOH(HICHIIHATBHBIX
JOKYMEHTOB KaK Ba)KHOE CpPEJCTBO oOOecreueHUs

KOHTPOJIA 3a UX COXPAaHHOCTBIO. Ha3HaquI/Ie, BHUbI

n

IMPUHIUIIBL

4 OOpa3oBaTejibHbIE€ TEXHOJIOTHH

Ne Buowt yueonoi
Haumenoganue pazoena ObpaszoeamenvHbie mexHono2uu
n/n pabomut
1 2 3 4
1. | BBeneuue Jlexmusg 1 BBoaHas nekmus
KoHcynbTupoBanue
2. | CoBpemeHHas Jlexums 2. [TpoGemMHas JEKIUs C HCTIOIH30BAHHEM
BHUJIEOMATEPHATIOB
HOPMAaTHUBHO-IIPABOBAs
IIpakTrueckoe [TpakTruyeckoe 3aHsATHE C pa3dopoM
0a3a KoHpHUIEHIMATBHOTO (3aHATHE 1,2 KOHKPETHBIX CUTYaLUH
CamoctosrenbHas |[logroToBka K 3aHATHUIO C
JeJIONPOU3BOACTBA
pabora UCTIOJIb30BAaHUEM WH(POPMAIIMOHHBIX U
AJIEKTPOHHBIX PECYPCOB
3. |ITonstue, ocobennocty U |JIexnms 3 JIex1ust ¢ MCIOJIL30BaHUEM
IIpakTnueckoe BHUJIEOMATEPHATIOB
OpraHu3arLus
3aHATue 3 [TpakTruyeckoe 3aHsATHE C pa3dopoM
KOH(HICHIINATIHHOTO CaMocTosiTenbHas |KOHKPETHBIX CUTYyalui
pabora IToaroroBka K 3aHATHIO C
JEJIONPON3BOACTBA
UCTIOJIb30BAaHUEM WH(POPMAIIMOHHBIX U
AJIEKTPOHHBIX PECYPCOB
4. | JoKyMEHTUpOBaHUE Jlexuus 4 Jlexuus ¢ ucnoap30BaHUEM
. BHUJIEOMATEPHATIOB
KOH(HICHIINATLHON
IIpakTueckoe
uHpopManuu 3ansartue 4,5 BrinonHeHne npakTU4eCcKux 3aJaHui
CamocTosTenbHas

pabota

MPOBEACHUSA IPOBEPOK HAIUYUSA
KOH(HICHIINATBHBIX JOKYMEHTOB
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IToaroroBka x 3aHATHIO C
WCIIONIb30BaHUEM HH(OPMAIIMOHHBIX U
3JIEKTPOHHBIX PECYPCOB

Jlexusa 5 JIex1us ¢ UCII0Ib30BaHUEM
BHJIEOMAaTEPHAIIOB
Opranuzanus IIpakTrueckoe P
[TpakTudeckoe 3aHaTHe ¢ pazdopom
KOH(UIEHITNATEHOTO 3aHsATHE 6 KOHKPETHBIX CUTYallUi
JOKYMEHTO00O0pOoTa CamocTosTenpHas
IToaroroBka x 3aHATHIO C
pabota UCTOJIb30BAaHUEM WH(POPMAIIMOHHBIX U
3JIEKTPOHHBIX PECYPCOB
Jlexmus 6 JIeknus ¢ UCIOJIb30BaHUEM
BHJIEOMAaTEPHAJIOB
CucremaTtuzauus u [IpakTueckoe P
XpaHEHUe 3agarue 7,8 BrinoaHeHne npakTUUEeCKUX 3alaHUM.
b
KOH(UICHITHATEHBIX CamocrosiTenbHas
IToaroroBka x 3aHATHIO C
AOKYMCHTOB B pabora UCTOJIb30BaHUEM WH(POPMAIIMOHHBIX U
JIEJIONPOU3BOJICTBE SJICKTPOHHBIX PECYPCOB
OpraHu3aluu
Jlexmsa 7 JIex1us ¢ UCII0Ib30BaHUEM
BHJIEOMAaTEPHAJIOB
Obecneuenue [TpakTuyeckoe P
[TpakTudeckoe 3aHaTHe ¢ pazdbopom
COXPAHHOCTH U 3aHsTHE 9 KOHKPETHBIX CUTYalUi
KOH(PUICHIIMAIIBHOCTH
unenn [ToaroroBka K 3aHATHIO C
AOKYMCHTOB CamocTosiTenbHas |pcronp30BaHHeM HH(DOPMAIMOHHEIX H
pa60Ta SJICKTPOHHBIX PECYPCOB

IToaroroBka K mMpoOMeXyTOYHOMN
aTTeCTalUu.

B mepuox BpEeMEHHOro0 NPHOCTAHOBJIECHUS MOCEHICHUS OOYYarOIIMMUCS TOMEIIEHUH H
teppuropun PITY s opranmsanum y4eOHOro mpolecca ¢ NPUMEHEHHEM 3JIEKTPOHHOTO
o0y4YeHHs W JUCTAHLMOHHBIX OOpPa30BaTENbHBIX TEXHOJIOTUH MOTYT OBITH HCIIOJIb30BaHBI
clieayomre o0pa3oBaTesIbHbIE TEXHOIOTHHU:

— BUACO-JICKIIUH §

— OHJIAMH-JICKLIUU B PEKUME PEAIIBHOIO BPEMEHY;

— JJICKTPOHHBIE yU4eOHUKH, yueOHbIe TOCOOUs, HayYHbIe U3JaHUS B DJIEKTPOHHOM BHUJE U
JOCTYTI K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIIbHBIM PeCypcam;

— CUCTCMBI IJId 3JICKTPOHHOTO TCCTHUPOBAHUS
— KOHCYJIbTallU C UCITIOJIb30BAHUCM TCIICKOMMYHUKAIITUOHHBIX CPCACTB.
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S Ouenka mIaHMpyeMbIX pe3yJabTaTOB 00y4YeHH S
Texymuii KOHTPOJIb OCYIIECTBIISIETCS B BUJIE OLIEHOK KOHTPOJILHBIX PabOT U 3alaHuil Ha

npakTudeckux 3aHsATusax. KonrponsHast pabota Nel BBISBIIsIET 3HaHHE MTPABOBBIX U
OpTraHU3aI[MOHHBIX OCHOB pa0OTHI C KOH(UACHIIUATEHBIMU TIOKYyMEHTAMH | OILICHUBAETCS 110 8
6asu10B, KOHTpOJbHAst paboTa Ne 2 moka3bpIBaeT 3HAHUA CTYJCHTOB 110 BOIIPOCAM OPTaHU3aLUU
paboThl ¢ KOHPHUIECHIIMATHHBIMU JOKYMEHTAMHU U BBISBIISET TOTOBHOCTh CTY/IEHTOB K
MPaKTUYECKON pabore, olleHuBaeTcs 10 7 6ayoB. MakcuMamnbHas OlEHKA BEITIOTHEHHS
KaX/I0TO MPAKTHYECKOTO 3aJjaHus — 5 0aJIJIOB, BBICTYIUICHHUS Ha CeMUHAapax - [IpomMexyTouHbIi
KOHTPOJIb 3HAHUN TPOBOAUTCS B (POPME UTOTOBOI KOHTPOJILHOW pabOTHI U olleHUBaeTcs 10 40
0aJIoB.

B pesynbprare TEKyILIEro ¥ IPOMEKYTOYHOTO KOHTPOJISA 3HAHUM CTYIEHTHI I10Jy4aroT

COOTBCTCTBYIOIIYIO UTOTOBYIO OLICHKY.

5.1 Cucrema onieHUBaHHUSA

Dopma KOHTPOJIA Makc. KOJIM4€eCTBO
0aJ10B
3a ogny Bcero
padory
Texymui KOHTPOIIb:
- KonmponvHas paboma Ne [ 8 bannos 8 bannos
- KonmponvHas paboma Ne 2 7 6annog 7 6annog
- 8bINOJIHEHUE NPAKMUYECKUX 3a0anuti (memol 1-7) 5 6annos 45 bannos
[TpomexyTouHas aTTeCTanus 40 6annos
(nucvmennwvlll omeem Ha 4 éonpoca 6 popme 3auema c
OlYeHKOlL)
Hroro 3a cemectp (Oucyuniuny) 100 6annos

[Tosy4ueHHbII COBOKYIHBIN pe3yIbTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO LKAy OLIEHOK U B
IIKaJly OIleHOK EBporieiickoii cucteMsl epeHoca u HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cOOTBETCTBHH ¢ TaOIHUIIEH:

100-6amnpHast TpaionHas mkana IIkana
[IKaja ECTS
95 -100 A
23904 OTJIMYHO B

68 — 82 XOpOIIO 3a4TE€HO C

56 — 67 D
5055 yIOBJIETBOPUTEIHHO E

20 -49 FX
0-19 HEYIOBJIETBOPUTEIHHO HE 3a4TCHO F
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5.2 KpnTepml BBICTABJICHHUA OLICHKH 110 JUCHHUIIJINHE

Bamnel/
lxkama ECTS

O1ueHka 1o
NIUCIUATUINHE

Kpurepun onieHKH pe3yabTaToB 00yUEHUs 110 TUCIHUILIIHE

100-83/
A.B

«OTJIUYHO»

BricraBnsiercs oOyuaromemMycs, €ciid OH IITyOOKO U
IIPOYHO YCBOMJI TEOPETUYECKUM U NIPAKTUUECKUI
MaTrepua, MOXET IIPOAEMOHCTPUPOBATE ITO HA 3aHATUAX U
B X0JI¢ IPOMEKYTOYHON aTTECTALUU.

OOyuaronuiics HICUEPIIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAaKTUKOM, CIIPABIISICTCA C PEIICHUEM 3aad
npodeCCUOHATBLHON HAMPaBICHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, ITPABHJILHO OOOCHOBBIBACT IIPUHSATHIC
peleHusl.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEMyCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnerennuu, 3akpenia€Huble 3a AUCHUIIIMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «BBICOKHUI.

82-68/

«XOopouio»

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUH U IIPAKTUYECKUNA MaTepuai, IpaMOTHO U 110
CYILECTBY M3JIaraeT €ro Ha 3aHATHUSIX U B XOJE
IIPOMEKYTOYHON aTTECTAlUU, HE JOIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromnuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHUE
IIOJIOKEHUS IIPU PELLIECHNUHN ITPAaKTUYECKUX 3a1a4
npodeCCHOHATBLHON HAMPABIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMH ISl TOTO HaBbIKAMH
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMycs C
y4E€TOM PE3yNIbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTaluu.

Komnereniuu, 3akpeniéHuble 3a AUCIUTUITMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIHUI.

67-50/
D.E

«yIOBJIETBOPU-
TEIILHO

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTeprall,
JIOMYCKAET OTAETIbHBIC OMIMOKH MPH €ro U3JI0KEHUHU Ha
3aHATHAX U B X0JI€ IPOMEXYTOUHOM aTTECTalUH.
OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
B IIPUMEHEHUN TEOPETUUECKUX TOJI0KEHUH NPU PELIEHUU
MPAaKTUYECKHX 3a/1a4 MPO(eCCHOHAIBHONW HAPaBICHHOCTH
CTaHJIapTHOI'O YPOBHS CJI0)KHOCTH, BJIAJEET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HABBIKAMHU U
IPUEMAMH.

JIeMOHCTpHpPYET A0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JUTEPATYpPHI 110 TUCHUILIIMHE.
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bannsl/ Onenka no Kpurepun onieHKH pe3yabTaToB 00yUEHUs 10 TUCIHUILIIHNHE
[Ixana ECTS | gucuuninHe
OreHka Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromEeMycs C
y4E€TOM PE3YNIbTATOB TEKYIEH U IPOMEKYTOUHOU
aTTeCTalUu.
Komnereniuu, 3akperiéHnble 3a AUCIUTUITMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBIIN».
49-0/ «HEyHOoBIETBOpUTE | BhIicTaBiseTcst 00ydaronemycs, eclid OH He 3HAeT Ha
F,FX JIILHO» 6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI

MaTepHal, J0IycKaeT rpyOblie OUIMOKH IpU ero
U3JI0’)KEHUU Ha 3aHATHSIX U B XOJ€ IPOMEXYTOUHON
aTTeCcTaluu.

OOyu4aronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHECHUS B
IIPUMEHEHNUN TEOPETUUECKUX TOJI0KEHUH NPU pPELIEHUH
MPAaKTUYECKHX 3a/1a4 MPO()eCCHOHAIBHONW HAPaBICHHOCTH
CTaHJapTHOI'O YPOBHS CJI0)KHOCTH, HE BJIaJI€ET
HEOOXOIMMBIMU JIJISl 3TOTO HAaBBIKAMU U IPHUEMaMHU.
JleMOoHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOM
JUTEPATYpPHI 110 TUCLHUIUIMHE.

O1eHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromeMycs C
y4E€TOM PE3YNbTATOB TEKYIIEH U IPOMEKYTOUHON
aTTeCcTallUu.

KomMmnereHuu Ha ypoBHE «JOCTaTOUHBII», 3aKPEIUIEHHBIE
3a AMCUUIUIMHON, He C(OPMHPOBAHBI.

5.3 OueHouHble cpeAcTBA (MATEPUAJIBI) NJIA TEKYIEr0 KOHTPOJIA
ycneBaeMocCTH, IlpOMe)KyTO‘IHOﬁ arrecranmuu Oﬁyqammnxc51 mo
AUCIHUILINHE

Ipumepnsie sonpocwvl kK KOHmMpoabHOU pabome Nol:

1. IlpaBoBO€ perynupoBaHHE OTHOILUEHHWH, CBSI3aHHBIX C YCTaHOBJICHMEM, M3MEHEHUEM U

MPEKpAIICHUEM PEKUMA KOMMEPUYECKON TaliHbI.

2. lopsinok obOparienust co cinykebHoil nHopMaleil orpaHMIuYEHHOTO PACIIPOCTPAHEHUS B

(bez[epanLHHx opraHax BJIaCTU U IOABCAOMCTBCHHBIX UM OpraHU3alUsX.

3.0cobennoctu MIPaBOBOTO

poeCCUOHATIBHYIO TalHY.

peryIupoBaHus uH(pOpMaInHy, COCTaBJIAIOLIEH

4. OpraHu3alMOHHBIE U TEXHOJIOTUYECKHE 0COOCHHOCTH KOH(UACHIINAIEHOTO

ACJIOMPOU3BOACTBA

5. IlonsTHe U 3a7aun KOH(PHUICHIIMAIBHOTO JAEI0NPON3BOACTBA. [IpHHIIUIIBI €10 OpraHu3au

U cdepa IesTeNbHOCTH

6. ConepxaHue MOHATHS «OPraHU3aIHsl KOH(PUASHIINATBEHOTO AI0NPOU3BOICTBAY

Ipumepnsie sonpocevl kK KOHMpOaLHOU pabome Ne2:

l.HOMeHKJ'IaTypa ACJI KaK COCTaBHAas 4aCTb CUCTCMBI JOCTYIIAa K KOH(I)I/II[CHI_[I/IaJIBHLIM
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nokymeHTaM. OcoOEHHOCTH €€ COCTaBJICHHs U 0(hopMIICHHUSI.
2. OcobenHoctu GopMHUPOBaHUS U OPOPMIICHHS KOH(PUACHITUATBHBIX JEI.
3. Tlopsaaok MOArOTOBKH U Nepeaayl KOH(QUACHIIUAIBHBIX JIEJI B apXHUB OpraHU3aluu
4.TpeboBaHus K OpraHU3aMy PadOThI IO YHUUYTOXKEHUIO KOH(PUICHIINATBHBIX JOKYMEHTOB
5. Iopsiiokx 0TOOpa | TEXHOJOTHUS YHUUTOXKEHHUS KOH(PHUICHIIMATBHBIX JOKYMEHTOB

6. Pexxum xpaHeHus! KOH(QUACHIIMAIBHBIX IOKYMEHTOB

Cnmcox BONPOCOB /il MPOMEKYTOYHOM aTTeCTANMY N0 JUCIHUILIHHE:
1. JlaTh XapakTEpUCTHKY OCHOBHBIX HOPMATHUBHBIX TIIPABOBBIX AaKTOB B O00JIACTH

KOH(HICHIIMATIHHOTO 1EIONPOU3BOICTBA.

2. Kakum o00pa3oM OCYIIECTBISETCS IPABOBOE PEryJUpOBaHUE KOH(PHICHIMATIHHON
uHpopManuu (Ha IpuMepe: MEePCOHATBHBIX TaHHBIX, KOMMEPUYECKON TailHbI, CITy>KeOHOM TalHBI,
npodecCuOHaTBLHON TalHBI U JIp.)

3. Ilepeuens uH(pOpMAIMK, COCTABIAIONICH KOMMEPUECKYIO TaiiHy (11eJb pa3paboTKH, ero
Ha3HAYEHHUE U MOPSIOK pa3paboTKH)

4.Ilepeuenp WHGPOPMALIMHU, COCTABISIONICH CiIy)XeOHYI0 TaliHy (1elb pa3pabdOTKH, €ro
Ha3HAYEHHUE U MOPSIOK pa3paboTKH)

5.IlepeyeHb W3MaHHBIX KOH(HUIEHIHMAIBHBIX JOKYMEHTOB (1leb pa3paboTKH, €ro
HA3HA4YCHHE U MOPSIOK pa3padoTKH).

6. TpeboBaHUs K OpraHU3aluy KOH(PUICHIUATBHOTO JIEJIONPOU3BO/ICTBA B YUPEKICHUH.

7. OcoOeHHOCTH JOKYMEHTUPOBAHMS KOH(PHUACHIINATLHONH HH(POPMAITUH.

8.Yuer KOHOQUACHIHUAIBHBIX JOKYMEHTOB KaK OCHOBHOE CpEACTBO OOECIeUeHHUs HX
COXPAaHHOCTH.

9. TpebGoBaHus K OpraHU3aIMU 3aIMIICHHOTO JOKYMEHTOO000POTa B YUPEKICHUH.

10.Cucrema moctyna K KOH(UICHIIMAIBHBIM JOKYMEHTAM KaK OCHOBA IJISl OpraHU3allud
JBIKEHUS] KOH(UACHIMAIBHBIX IOKYMEHTOB B YUPEKICHUH.

11.Knaccudpukanmms W cucTeMaTu3auuss  KOH(PUICHIMAIbHBIX  JOKYMEHTOB B
JIEJIONPOU3BOCTBE OPraHU3aLINN.

12.0cobeHHOCTH XpaHeHHS KOH(PHUICHIMAIBHBIX JOKYMEHTOB B JIEJIONPOH3BOJICTBE
OpraHM3aliu.

13.TpeGoBanuss kK 00ECNEUYEHUIO COXPAHHOCTH M KOH(UACHIIMAIBFHOCTH JIOKYMEHTOB B
JIEJIONPOU3BOICTBE OPraHU3aLINN.

14. Topsaok oOpaleHus UCTIONHUTENEH ¢ KOHPHUICHIINATbHBIMU JOKYMEHTAMHU.

15.Ha3nauenue, BUbl U PUHIMITEI TIPOBEICHHS TPOBEPOK HAINYMS KOH(DUICHINATBHBIX

JOKYMEHTOB.
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16.MHCTpYKIUS 110 KOH(PHUIECHIIMATLHOMY JAEJIONPOU3BOICTBY KaK OCHOBHOM JOKYMEHT,
periIaMeHTHPYIONIUI MOPSAIOK 3aLIUTH U 00pa0OTKU JOKYMEHTOB B YUPEKICHUU.
17.0cHOBHBIC HAaINpaBICHHUS COBEPIICHCTBOBAHUS TEXHOJOTMH 3alllUTBHI U 0OpabOTKU

KOH(bI/I,ZleHL[I/IaJH:HBIX HAOKYMCHTOB

6 YueOHO-MeTOaM4YecKOe U HH(POPMAIIMOHHOE O0ecTedeHUe QU CIUIINHBI

6.1 CnucOK HCTOYHHUKOB M JIUTEPATYPHI
HUcTounuku

OcHoOBHBIE
®enepanbHblii 3akoH 0T 27 utoist 2006 r. N 149-D3 "O06 undopmaium, nHPOPMALMOHHBIX

TEXHOJIOTUSX U O 3aIuTe HHGopMaIum». [ IeKTpoHHBIH pecypc]// CipaBOYHO-TIOUCKOBAS
cucrema «Koncynsrantllmroc». URL:

http://www.consultant.ru/document/cons_doc LAW_ 6179/

@enepanbhblil 3akoH oT 27.07.2006 Ne 152-®3 «O nepcoHalbHBIX JaHHBIX». [DIEKTPOHHBIN
pecypc]// CnpaBouno-mouckoBasi cucrema «Koucynmprantllmoc». URL:www.consultant.ru »
document > cons_doc LAW 61801/

®enepanbhblil 3aKoH 0T 29.07.2004 Ne 98-D3 «O xomMmepueckoil TaiiHe». [DIEKTPOHHBIN
pecypc]// CnpaBouHo-niouckoBas cuctema «KoncynbrantlLirocy.

URL:http://www.consultant.ru/document/cons_doc_ LAW_48699/

3akon Poccuiickoii ®enepaunn ot 21.07.1993 Ne 5485-1 «O rocynapcTBEHHOH TalHE».
[DnexTponnslii pecypc]// CnpaBouHo-niouckoBas cuctema «Koncynsrantllmocy». URL:
http://www.consultant.ru/document/cons_doc LAW 2481/

Va3 I[Ipesunenta PO ot 06.03.1997 Ne 188 «O06 ytBepkaenuu Ilepeuns cBenenuit
KOH(HICHIIMATIBHOTO XapakTepa». [DnekTpoHHbId pecypc]// CrnpaBOYHO-IIOMCKOBasi CHCTEMa
«Koncynprantllnrocy. URL: http://www.consultant.ru/document/cons_doc LAW 13532/

VYka3 [Ipesunenta PO ot 30 HosiOpst 1995 1. Ne1203 «O6 yTBepkKIeHUU TIEpedHs CBEICHUH,
OTHECEHHBIX K TOCY/IapCTBEHHOH TaiiHe». [DneKTpoHHBIN pecypc]// CipaBOYHO-TIOMCKOBAs
cucrema «Koncynsrantllmroc». URL:
http://www.consultant.ru/document/cons_doc LAW_ 8522/

[TocranoBnenne [IpaBurensctBa PO ot 03.11.1994 No 1223 «O6 ytBepxaenuu [lomoxenus o
nopsiike OOpalleHus cO CIIy)kKeOHOM HWH(pOpManueil OrpaHUYEHHOr0  PacCHpPOCTPAHEHUS B
(denepanbHBIX OpraHax HWCHOJHHUTEIBHOM BJIACTH YIOJHOMOUYEHHOM OpraHe yIpaBJICHUs
UCTOJBb30BAHUEM aTOMHOM HHEPrMM U  YIHOJHOMOYEHHOM OpraHe II0 KOCMHYECKOM
NEATEIbHOCTI. [OneKTpOHHBIH pecypcel// CrnipaBoYHO-TIOMCKOBAs cucreMa

«KoncynprantlInrocy. URL: http://www.consultant.ru/document/cons_doc LAW 54870/
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JlonmoJiTHUTEbHBIE
I'paxnanckwmii koneke Poccuiickoit denepanuu (4acteb 4). [DnekTpoHHsIi pecypc]// CripaBouHo-
IIOUCKOBast cucrema «Koncynbrantllotocy. URL:
http://www.consultant.ru/document/cons_doc LAW 64629/
®enepanbhblii 3akoH oT 09.02.2009 Ne 8-03 «OO6 obecmeueHuu goctyna K UHGOPMAIUU O
NESITEeIbHOCTH TOCYJApCTBEHHBIX OpPraHOB M OPraHOB MECTHOTO  CaMOYIPAaBJICHHUS».
[OnexTponnsiii  pecypc]/ CnpaBouno-mouckoBasi cucrema «Koncynprantllmoc». URL:
http://www.consultant.ru/document/cons_doc LAW 84602/
[Tpuka3 @enepanbHoro apxuBHoro areHtctBa oT 11.04.2018 Ne 44 «OO0 yTBepkIeHHH
[IpuMepHOl HMHCTPYKIMM TIO JEJONPOU3BOJACTBY B TOCYJApCTBEHHBIX OPTraHU3AIUSIXY.
[OnexTponnslii  pecypc]/ CnpaBouno-mouckoBas cucrema «Koncynprantllmoc». URL:
http://www.consultant.ru/document/cons_doc LAW_ 305137/
ITpuka3 MunucrepctBa PO mno wnamoram um c6opam ot 03.03.2003 Ne BI-3-28/96 "O06

YTBEP)KICHUU TMOpSAAKA JOCTyHNa K KOH(HUISHIMAIbHOH HH(POPMALUU HAJIOTOBBIX OpraHoB'.
[DnexTponnslii pecypc]// CnpaBouHo-niouckoBast cuctema «Koncynpsrantlmocy». URL:

http://www.consultant.ru/document/cons_doc LAW_ 41541/ .

Jlutreparypa

OcHoBHast
KondunennuansHoe 1el10MpoU3BOJACTBO U 3AIIUIICHHBIA 3JIEKTPOHHBIM  JIOKYMEHTOO0O0pOT :
[yae6nuk] / H. H. Kynsie, A. C. lemymkun, T. B. Konnpamosa, A. I'. ®abpuuHoB ; mox o0,
pen. H. H. KynseBa. - 2-e m3a., mepepab. u gom. - Mocksa : Jloroc, 2013. - 497 c.
OpraHu3allMOHHOE M TpaBoBoe obecredeHrne WHPOPMALMOHHOM 0e30mMacHOCTH : y4yeOHUK U
npaktukyM ais By30B / T. A. [lonmsikoBa, A. A. Ctpensuos, C. I'. UyOykosa, B. A. Huecos ; nox
penakuueit T. A. [lomsikoBo#, A. A. CtpenbioBa. — Mocksa : U3gatensctBo FOpaiit, 2020. —
325 ¢. — (Bricmee obpazoBanue). — ISBN 978-5-534-03600-8. — Tekcr : anexrponHslii // 3BC
HOpaiit [caiiT]. — URL: https://urait.ru/bcode/450371

JonmostHuTeIbHAS

brikoa T.A. JlokyMeHTaIIMOHHOE OOeCTIeueHUE YIIPaBICHUS (JIETOPOU3BOICTBO)
[DnexTponHBIii pecypc] : yuebnoe mocodue / T. A. beikosa, T. B. Ky3ueuosa. - 2-e u3.,
nepepad. u gor. - Mocksa : Uadpa-M, 2018. - 304 c. — Pexxum noctymna: URL
http://znanium.com/go.php?id=942800
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6.2 Tlepeuenn pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHUKAIMOHHOM CETH

«AHuTepHeT»
- T'apanT [OnextponHslii pecypc]. — DnekTpoH. naH. — M., cop. 2013. — Pexum nocryna:

http://www.garant.ru.

- Koncynperant Ilmtoc [DnexTpoHHBIA pecypce]. — DaekTpoH. naH. — M., cop. 2013. — Pexum

nocryma: http://www.consultant.ru.

6.3 IIpodeccnonanbHble 0a3bl JAHHBIX U HHPOPMALIMOHHO-CIIPABOYHbIE
CUCTEMbI

Hoctyn k npodeccuonanbHbIM 6a3am naHHbIX: https://liber.rsuh.ru/ru/bases

WudopmanroHHbIe CIIPaBOYHbBIE CUCTEMBI:

1.
2.

Koncynprant Ilntoc
lapanT

7 MaTepI/IaJILHO-TeXHI/I‘IeCKOG o0ecmeueHue ANCIHHUIIINHBI

Aynuropun Juisi IpOBEACHUS JIEKIIMA U CEMUHAPCKUX 3aHATUI C TEXHUYECKUMU CPEJICTBAMU
o0yuyeHus (MyJIbTUMEIUA-TTPOEKTOP (BUICONPOEKTOP), 3KpaH (IIEPEHOCHOM MM CTAI[HOHAPHBIN)),
KOMIIBIOTEPHBIH KJIACC [T TPOBEACHUS JIAOOPATOPHBIX 3aHATHH.

1. Ilepeuens ITO

Nent Haumenosanue [10 [IpousBoaurens Crioco6
/m pacrpocTpaHeHHs
(ruyensuonnoe unu
6000010
pacnpocmpausemoe)
1. Adobe Master Collection CS4 Adobe JINLIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JINICH3UOHHOE
3. Windows 7 Pro Microsoft JILIEH3MOHHOE
4. Microsoft Office 2013 Microsoft JINICH3UOHHOE
5. Windows 10 Pro Microsoft JILIEH3MOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JInneH3noHHoe
8. Zoom Zoom JINICH3UOHHOE
2. Ilepeyens Bl m UCC
Nent HaumenoBanue
/1

1

MexnyHapoanbie pedepaTuBHbIe HaykoMeTpuueckue bJI, mocTymHbie B paMKax

HanuoHaILHOM noanucku B 2020 T.
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Web of Science
Scopus

2 | [IpodeccuonanpHble MoNMHOTEKCTOBBIE B/I, 1OCTYyNHBIE B paMKax HallMOHAJIBHON
noxamucku B 2020 r.

XKypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnans! Taylor and Francis

3 | [Ipodeccuonanbubie momHOTEKCTOBBIE B]]

JSTOR

N3nanus mo oOmeCTBEHHBIM U TYMAaHUTAPHBIM HayKaM
OnekrponHas 6ubnroreka Grebennikon.ru

4 | KoMnbroTepHbIE CIIpaBOYHBIE IPAaBOBBIE CUCTEMBI
Koncynprant Ilntoc,
lapanTt

8 Oobecneuenne 00pa3oBaTeILHOIO MpoUECCa AJIA JHUI ¢ OTPAHUYCHHBIMHU

BO3MOKHOCTHAMH 310POBbHA 1 HHBAJIUAOB
B xozxe peanuzanyy IUCHMILIMHBI UCIIOJIB3YIOTCS CIEAYIOIINE JOIOIHUTEIbHBIC
METOJbl O0O0Y4YEHMsI, TEKYIIEro KOHTPOJIS YCHEBAEMOCTH M IPOMEXYTOUHOM aTTECTallMU
00yyYaromuxcs B 3aBUCUMOCTH OT UX WHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

® IS CIENBIX U CIAa0OBUAAIIMNX:

- JeKuuu O(OpMISIOTCS B BHUAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMIIBIOTEpA CO CIEIHMATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCTIeUeHUEM;

- TMCbMECHHBIE 3a/JaHHS BBINOJIHSIOTCS HA KOMIIBIOTEPE CO CHEHUAIU3UPOBAHHBIM
MIPOTPaMMHBIM 00€CTieueHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- oOecrieuynBaeTCs MHIMBUYallbHOE paBHOMEpHOE ocBenieHne He meHee 300 IoKc;

- JUIs BBINIOJMHEHMS 3aJaHusl NP HEOOXOTUMOCTH TPEAOCTABISACTCA YBEIWYHMBAIOLICE
YCTPOMCTBO; BO3MOKHO TAK)KE UCII0JIb30BAHNE COOCTBEHHBIX YBEINUYMBAIOIINX YCTPOUCTB;

- MUCBbMEHHBIE 3aJ]aHNs OPOPMIISIOTCS YBEIMYESHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMeE MM BBITIOTHSIOTCS B MUCbMEHHOHN (opme Ha
KOMIIBIOTEPE.

® IS TIYXMX M CIa0O0CIbIIAIINX:

- Jekuud O(OPMIISIIOTCS B BHJIE 3JCKTPOHHOTO JOKYMEHTa, JHOO MpPEeJOCTaBIIAETCS
3BYKOYCWJIMBAIOIAs allapaTrypa MHANBUAYAIbHOIO II0JIb30BaHUS;

- MUCHbMEHHBIE 33JJaHNS BBIMOJIHAIOTCS Ha KOMITBIOTEPE B MUCBMEHHOM (hopMe;

- 9K3aMEH M 3a4€T MPOBOJISATCS B MUCbMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO IPOBE/ICHUE
B (hopMe TECTHUPOBAHUSI.

e JUIsl IUI| C HAPYILIEHUSIMU OIIOPHO-/IBUTaTEILHOTO alniapara:

- JeKuuu O(OpMISIOTCS B BHUJAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IIOMOIIBIO
KOMIIBIOTEpA CO CIEIMATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCIICUeHUEM;

- TMCbMECHHBIE 3a/JlaHHS BBINOJIHSIOTCS HA KOMIIBIOTEPE CO CHEHUAIU3UPOBAHHBIM
MIPOTPaMMHEIM 00€CTICUeHUEM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMe MM BBIMIOJTHAIOTCS B MUCBMEHHOHN (opme Ha
KOMIIBIOTEPE.

[Tpu HEOOXOMMMOCTH MPeyCMaTPUBACTCS YBEIIMUCHNUE BPEMEHH Il IOATOTOBKH OTBETA.
[Iponienypa  mpoBefeHHMs  NPOMEXKYTOUHOH  arTecTauuu Uil OOydaromuxcs

YCTAHABIMBACTCS C Y4YETOM UX HMHIUBHIYAJbHBIX ICUXO(PHU3MUECKUX OCOOEHHOCTEH.
IIpomexyToyHast arTecTanusi MOXKET IIPOBOIUTHCS B HECKOJIBKO ATAIOB.
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[Ipu npoBeneHNH MpoLEaYpHl OLEHUBAHUS PE3yJIbTATOB OOyUEHHs IpeaycMaTpuBaeTCs
UCTIOJNIb30BaHME TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C HWHAMBHUIYAJIbHBIMH
0COOEHHOCTSMH 00yYarOMUXCsA. DTH CPEICTBA MOTYT OBITh MIPEOCTABICHBl YHUBEPCUTETOM, WIIN
MOTYT UCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKUE CPEICTBA.

[IpoBenenue mpoueaypbl OICHHMBAHHUS  PE3yJAbTaTOB  OOy4YEHHsS  JIOMYCKaeTcs C
MCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTEeIbHBIX TEXHOIOTHA.

ObecneunBaeTcst A0CTyN K MH(POPMAIMOHHBIM U OMOIMOrpaduyeckuM pecypcaM B CETH
WuTepHeT U Kaxaoro oOydvamomerocss B (opmax, aganTUPOBAHHBIX K OTPAHUYEHUSAM HUX
3JI0POBbSI U BOCIIPUATHUS MH(POPMAITUH:

® IS CIENBIX U CIAa0OBUAAIIMNX:

- B Ie4aTHOU (opMe yBEIIMUECHHBIM HIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

® Ui TIIYXHX U CJIA0OCIHbIIAIINX:

- B IeYaTHOH opme;

- B (hopMe 3IEKTPOHHOTO JJOKYMEHTA.

e s O0yYaroIuXcs ¢ HAPYLICHUSIMU ONOPHO-/IBUTATEIbHOTO arapara:
- B IIeYaTHOM (opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

VY4eOHble ayIUTOPHH Ui BCEX BUIOB KOHTAKTHOW M CaMOCTOSATENbHOM paboThl, HAyYHAs
O6ubIMOTEKa UM MHBIE MOMEIICHUS IJIs1 0Oy4eHUs] OCHAIICHBI CIEMUATBbHBIM O00OPYIOBaHUEM U
y4eOHBIMH MECTaMU C TEXHUYECKUMHU CPEACTBAMHU O0YUCHUS:

® IS CIENBIX U CIAaOOBUAAIINX:

- YCTpOMCTBOM U1l cCKaHMpoBaHUs U uTeHus ¢ kamepoil SARA CE;

- nuctuieeM bpaiinsa PAC Mate 20;

- mpuntepoMm bpaitis EmBraille ViewPlus;

® I TIIyXHX U CJIA0OCIHbIIAIINX:

- aBTOMATU3MPOBAHHBIM paboOuMM MECTOM s JIIOJEH C HapylmeHHeM CciyXa H
¢71a00CIIBIIIAIINX;

- aKyCTHYECKHH yCUIIUTENbh U KOJIOHKH;

e s O0yYaroIuXcs ¢ HAPYIICHUSIMU ONOPHO-/IBUTATEIBHOTO arlnapara:
- IePEIBMKHBIMHU, PEryJIUPYEMBbIMU 3proHOMU4eckuMu nmapramu CHU-1;
- KOMIIBIOTEPHON TEXHUKOW CO CHELUATbHBIM ITPOrPaMMHBIM 00€CIICUEHUEM.

9 MeTroanueckne MaTepuaJbl

9.1 IlnaHbl NPAKTHYECKUX 3AHATHIA.
ILnaHbl NPAKTHYECKUX 3aHATHH

Tema 1 (2 4.) CoBpeMeHHass HOpPMaTHBHO-TIpaBoBas 0a3a KOH(HIECHIIMAIHLHOTO
JeJIONPON3BOACTBA

[lenp 3aHATHSA: H3y4YeHHE HOPMATUBHBIX IPABOBBIX AaKTOB B 0O0JAaCTH 3allUTHI
KOH(HIEHIINATLHON HH(POpMAITUH.

®opma poBeieHUsI — OTBETHI Ha BONIPOCHI U 0OCYXIEHUE MPEI0KEHHBIX MPOOIEMHBIX
TEM.

Bomnpocs! 11 o0cykaeHust:
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l.®enepanbubiii  3akoH PO ot  27.07.2006 Ne 149-03 «OO6 wuHbpopmanuy,

MH(POPMALMOHHBIX TEXHOJIOTUAX M O 3aIIUTe UHPOPMALUK) U OCHOBHbIE IPUHIIUIIBI IPABOBOTO
peryaupoBaHus B cepe 3aluThl HHPOPMALIUH.

2.0OCHOBHBIC HamNpaBJICHHUS IMPABOBOTO PETYJIUPOBAHHS OTHOIICHUH, CBSI3aHHBIX C
YCTQHOBJICHHEM, U3MEHEHHUEM U MPEKpallleHueM peXrMa KOMMEPUECKOil TalHbl B COOTBETCTBHH
¢ ®enepanpHpiM 3aKk0HOM P® o1 29.07.2004 Ne 98-D3 «O xommepuecKoil TaliHe.

3.IlpaBoBOE peryianpoBaHue ciayxeOHoi HHPOPMALIUU OrPaHHYEHHOTO PACTIPOCTPAHEHUS
(cmyxeOHas TaiiHa).

4. Buns! npodeccnoHaabHOM TaltHbl, 0COOCHHOCTH UX IPABOBOTO PETYIHPOBAHUS.

Cnucok MCTOYHUKOB:
®enepanbHblii 3akoH oT 27 utoist 2006 r. N 149-D3 "O06 undopmaium, nHPOPMAMOHHBIX
TEXHOJIOTUSX U O 3aIuTe HHGopMaIm». [ DIeKTpoHHBIH pecypc]// CipaBOYHO-TIOUCKOBAS
cucrema «Koncynsrantllmroc». URL:
http://www.consultant.ru/document/cons_doc LAW_ 6179/
®enepanbHblil 3akoH 0T 27.07.2006 Ne 152-®3 «O nepcoHanbHBIX JaHHBIX». [ DIEKTPOHHBIN
pecypc]// CnpaBouno-niouckoBas cuctema «Koncynerantlmrocy. URL:www.consultant.ru »
document > cons_doc LAW_ 61801/
®enepanbHblil 3akoH 0T 29.07.2004 Ne 98-D3 «O xommepueckoil TaliHe». [DIEKTpOHHBIN
pecypc]// CnpaBouno-niouckoBast cuctema «Koncynerantllmrocy. URL:
http://www.consultant.ru/document/cons_doc LAW_ 48699/
3axoH Poccuiickoit @enepannu ot 21.07.1993 Ne 5485-1 «O rocynapcTBEHHOM TailHE».
[DnexTponHsIi pecypc]// CnpaBouHo-miorckoBast cucteMa «KoncynbrantlImrocy. URL:
http://www.consultant.ru/document/cons_doc LAW 2481/
Va3 I[Ipesunenta PO ot 06.03.1997 Ne 188 «O06 ytBepkaenuu Ilepeuns cBenenuit
KOH(HICHIIMATIBLHOTO XapakTepa». [ DIeKTpoHHbIH pecypc]// CripaBOUYHO-TIONCKOBAs CUCTEMA

«Koncynprantllnrocy. URL: http://www.consultant.ru/document/cons_doc LAW_ 13532/

Va3 I[Ipesunenta PO ot 30 Hos6pst 1995 r. Ne1203 «OO6 yTBepskIeHUN TIEpEUHs CBEICHU,
OTHECEHHBIX K TOCYIapCTBEHHOM TaifHe». [DnekTpoHHBIH pecypc]// CipaBOYHO-TIOMCKOBAs
cucrema «Koncynprantllmroc». URL:
http://www.consultant.ru/document/cons_doc LAW_ 8522/

[Tocranosnenue IlpaButensctBa PO ot 03.11.1994 Ne 1223 «O0 yTBepKaAeHUU

[Tonoxenus o nmopsiake odpaleHus co ciayxe0Hol nHpopManueil orpaHUYEeHHOTO
pacripocTpaHeHHs B (heiepalbHBIX OpraHax UCIOJHUTEIBHOM BIACTH YIIOJIHOMOYEHHOM

OpraHe yIpaBJICHHs UCIIOJIb30BAHUEM aTOMHON SHEPTUH U YIIOJIHOMOYEHHOM OPraHe 1o
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KOCMHYECKOU JAEATEIbHOCTIY. [DNeKTpoHHBIN pecypc]// CripaBOYHO-ITOMCKOBas CHCTEMa

«Koncynprantllnrocy. URL: http://www.consultant.ru/document/cons_doc LAW 54870/

Tema 3 (4 u.) JlokymMeHTHpOBaHNE KOH(UICHINAIBHON HHPOpMAIUU

Lenp 3aHATHS: U3yuyeHHE OCOOCHHOCTEH JOKYMEHTHUPOBAHHS KOH(UICHIMAIBHOM
uHpOpMaLUH.

®opma IpPOBEJAECHHUS — BBIIOJHEHUE TPAKTUUECKHUX 3aJaHUN

3agaHus:

1. Tlpoanamm3upoBaTh TMEpeYHH HHPOPMAIIUKM, COCTABISAIONICH KOMMEPUYECKYI0 U
CITy’KeOHYI0 TaliHbl OpraHU3aluil, BEISIBUTH OIIMOKH B X COCTABJICHUU.

3. PazpaboraThb MNpOEKT TNepeuHs U3JaBaeMbIX KOH(PUICHIMAIBHBIX JOKYMEHTOB
OpraHu3aIuy;

4. CocraBuTh B TETPaAM YEPHOBUK KOH(HUACHIMAIBLHOTO JOKYMEHTa, IPaBHIBHO
pacIoJIOKUB  PEKBU3UTHI, COCTaBISIOMIKE (OPMYISIp JOKYMEHTa, a TaKkkKe pPEKBHU3UTHI,
HEOOXOonUMBIE ISl W3JaHus JOKyMeHTa. OCYIIEeCTBUTh YYeT UEpPHOBHKAa U IIPOEKTa
KOH(HUIECHIIMATIBHOTO JOKYMEHTa B KapTouke (KypHaye) y4yeTa M3JaHHbIX KOH(HICHIIHMAIbHBIX
JOKYMEHTOB.

6. OpopMuTh B TETpanu KOH(PUACHIUAIBHBINA TOKYMEHT B COOTBETCTBHH C TPEOOBAHUSIMHU
I'OCTa u TpeGoBaHUAMH 3aIUTH HH()OPMAITUH.

YKa3aHus 110 BBIIIOJIHEHUIO 3aJaHUN:

1. Tlpoananu3upoBaTh MNepeyHH HWHPOPMALIUU, COCTABISIONIEH KOMMEPYECKYIO HITH
CIIy’)KeOHYIO0 TalHbl KOHKPETHBIX OpraHW3allfii, BBIABHTH HENOCTaTKHU B UX CTPYKTYpeE,
COJIepKaHUU M OPOPMIICHHH, C/I€TaB COOTBETCTBYIOIINE 3AMCH B TETPAIH;

2. Ha ocHoBe niepeuHsi ”HPOPMAIIUHU, COCTABISIONIEH KOMMEPUECKYIO TaliHy, ONIPEIEIUTh
BUJBI JOKYMEHTOB, B KOTOPBIX 3Ta HMH(popMaius IokHa ObITh 3adukcupoBana. Ilocie
YCTAQHOBJICHHS COCTaBa JIOKYMEHTOB OIpeNeIuTe KpPyr JHI, HMEIOIIUX IPaBO COCTaBIATH,
MIOJIMCHIBATh, YTBEPKIATh KaXIbIi BHJI JOKYMEHTA U OpraHU3aluy, KOTOPbIM JaHHBIA JTOKYMEHT
JOJDKeH — HampaBisTees.  Jlamee  coctaBpTe M odOpMHTE  TEPEUYCHb  H3/1aBACMBIX
KOH(HICHIINATBHBIX JJOKYMEHTOB.

3. B terpagu coctaBuTh U 0GOPMUTH KOH(PHUACHIHATBHBINA TOKYMEHT B COOTBETCTBUHU
CyLIECTBYIOIIMMHU TpeOoBaHusMH. Ilpu 3TOM ocoboe BHHMMaHHE OOpaTUTh Ha OdopmieHHE
PEKBU3UTOB, MACHTH(PHUUIUPYIOIIMX TOKYMEHTHI, CoJepKaliue HH(OPMAIMIO, COCTaBIISIONIYIO
KOMMEPUYECKYIO M CITyKEOHYIO TaiHbI, KaK TOKYMEHTHI OTPaHMYEHHOTO JIOCTYTIA.

Bonpocs! 11t KOHTpOIIA:
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1. Kakoif HOpMAaTUBHBIN TOKYMEHT SIBJISICTCS MPABOBBIM OCHOBAHHEM JJISI YCTAHOBIICHUS
COCTaBa CBEJCHUMN, OTHOCUMBIX K KOMMEPYECKOHN TaillHE

2. Kakum o0Opa3oM B KOH(HICHIMAIHLHOM JEONPOU3BOACTBE IMPOUCXOAUT KECTKOE
periaMeHTHPOBAHUE COCTaBa N3aBaeMbIX JOKYMEHTOB?

3. HazoBuTe 1enb U Ha3HAUYECHUE MEPEYHs HHPOPMALIUH, COCTABIISAIONICH KOMMEPUYECKYIO
TallHy W Tepe4yHs W3/1aBaeMbIX KOH(PUICHIMANBHBIX JOKyMeHTOB. Ompenenure, Kak
B3aMMOCBSI3aHbI 3TH JIBa JOKYMEHTA.

4. HazoButre 0c0OOEHHOCTH pa3pabOTKU TepedyHs WHGPOpPMALKU, COCTaBISIOMICH
CITy’K€OHYIO0 TalHYy.

5. B Kakux UeNAX MNPOBOAAT y4yeT W O(OpMIIEHHE HOCHTENeH KOH(HICHIMAIHHON
nH(pOpPMALIMY; YEPHOBUKOB U MIPOCKTOB KOH(PHICHIIMATIBHBIX JOKYMEHTOB?

6. HazoBute ocobeHHOCTH 0(popMIIeHNsT KOH(PHICHIIMATIBHBIX JOKYMEHTOB.

CucoK UCTOYHHUKOB U JTIUTEPATYPBhI:

Hcrounuku:
®enepanbHblil 3akoH 0T 29.07.2004 Ne 98-D3 «O xomMmepueckoil TaliHe». [ DIEKTPOHHBIN
pecypc]// CnpaBouno-niouckoBast cuctema «Koncynbrantllmrocy. URL:

http://www.consultant.ru/document/cons_doc LAW_48699/

[Tocranosnenue IlpaButensctBa PO ot 03.11.1994 Ne 1223 «O0 yTBepKaAeHUU

[Tonoxenus o mopsiake odpaleHus co ciayxe0Hoi HHpopManueil orpaHUYEeHHOTO
pacnipocTpaHeHus B (hefiepalIbHBIX OpraHaxX UCIIOJHUTEIBHON BIACTH YIIOJTHOMOYEHHOM — OpraHe
yIpaBIEHUS UCIOJIb30BAHUEM aTOMHOM 3HEPIUU U YIOJHOMOYEHHOM OpraHe 10 KOCMHYECKON
NEATEITBHOCTI. [OneKTpOHHBIH pecypcel// CrnipaBo4HO-IIOMCKOBAs cucreMa

«Koncynprantllnrocy. URL: http://www.consultant.ru/document/cons_doc LAW_54870/

Jlureparypa:
KondunennuanbHoe 1e10NpOU3BOACTBO U 3aIUIIEHHBIN 3JEKTPOHHBIM  JOKYMEHTOOOOPOT :
[yae6nuk] / H. H. Kynsie, A. C. lemymikun, T. B. Kornpamosa, A. I'. ®abpuyuHoB ; moxa o0,
pen. H. H. Kynsesa. - 2-e uzn., nepepad. u gon. - Mockaa : Jloroc, 2013. - 497 c.

Tewma 4 (2 1.) Opranu3zaiusi KOHQUACHIUATHFHOTO JOKYMEHTO000pOTA.

Llenb 3aHATUSA: U3yUeHHE OCOOCHHOCTEH ABIKEHHS KOH(UICHIMANBHBIX JOKYMEHTOB B
OpraHM3alMi ¢ MOMEHTA UX MOJIy4E€HHUS 10 3aBEPLICHUS UCIIOJIHEHNUS.

dopma MpoBeZICHUs - OTBETHI HA BOMPOCHI M 0OCYXIEHUE TPEIIOKEHHBIX MPOOIEMHBIX
TEM.

Bomnpocs! 11 o0cykaeHust:

1. OcHOBHBIE TPEOOBAHMSI CUCTEMBI JOCTYTA K KOH(PHUICHIMATIBHBIM TOKYMEHTAM.
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2. TlpuHIMIBI OpraHM3alud KOH(UACHIMAIBFHOTO JOKYMEHTOO0O0pOTa M OCHOBHBIC
(akTOpHI, OKA3bIBAIOIINE BIUSIHUE HA €70 OPTraHU3ALIHUIO.

3. Crpykrypa KOH(QUACHIMAIBHOTO JOKYMEHTOOOOpPOTa ¥ COCTaB  OCHOBHBIX
JOKYMEHTOIIOTOKOB.

4. Yder KOoH(UICHINANBHBIX JOKYMEHTOB KaK Ba)KHEWIee CPeJCTBO O0ECIeYeHUs: MX
COXPaHHOCTH.

5. OcobeHHOCTH JBMXKEHUS U UCTIOJHEHUS] KOH(HUIACHIMATbHBIX JOKYMEHTOB.

CucoK UCTOYHHUKOB U JTIUTEPATYPBhI:

Hcrounuku:
®enepanbhblil 3akoH 0T 29.07.2004 Ne 98-D3 «O komMmepueckoi TaiiHe». [DJIEKTPOHHBIN
pecypc]// CnpaBouno-niouckoBas cuctema «Koncynbrantllmrocy. URL:
http://www.consultant.ru/document/cons_doc LAW_ 48699/
[Tocranosnenue IlpaButensctBa PO ot 03.11.1994 Ne 1223 «O0 yTBepKaAeHUU
[Tonoxenus o mopsiake odopaleHus co ciayxeOHoi nHpopManueil orpaHUYEeHHOTO
pacripocTpaHeHus B (hefiepalIbHBIX OpraHaxX UCIIOJHUTEIBHON BIACTH YIIOJTHOMOYEHHOM — OpraHe
yIpaBJICHUS MCIIOJIb30BAaHUEM aTOMHOM SHEPIHM U YIOJHOMOYEHHOM OpPraHe Mo KOCMHYECKOM
NEATEITBHOCTI. [OneKTpOHHBIH pecypcel// CrnipaBoYHO-TIOMCKOBAs cucreMa
«Koncynprantllnrocy. URL: http://www.consultant.ru/document/cons_doc LAW 54870/

Jlureparypa:
KondunenmnuanbHoe 1e10NpOU3BOACTBO U 3aIIUIIEHHBIN 3JEKTPOHHBIM  JOKYMEHTOOOOPOT :
[yae6nuk] / H. H. Kynsie, A. C. lemymikun, T. B. Konnpamosa, A. I'. ®abpuyuHoB ; moxa o0,
pen. H. H. Kynsesa. - 2-e uzn., nepepa0. u nom. - Mocksa : Jloroc, 2013. - 497 ¢

Tema 5 (4 u.) Cucrematuzanys ¥ XpaHEHHE KOH(DUICHIMAIBHBIX JIOKYMEHTOB B
JIeTTOTIPOU3BOICTBE OPTraHU3AINH

Llenb 3aHATHS: U3y4eHHE OCOOCHHOCTEH COCTaBICHUSI HOMEHKIATYp KOH(DUICHIINATBHBIX
nei; popmupoBanus 1 ohopmiieHUST KOHGUACHIIMATBHBIX JIT; TOJATOTOBKY KOH(MUICHIIHATBEHBIX
JIeTT I7Is1 TIepelaud B apXHUB OpraHU3aLnH.

®opMa pOBEACHUS — BBIIIOIHEHUE IIPAKTUYECKUX 3aJaHUN.

3agaHus:

1.IIpoananu3upoBaTh HOMEHKJIATYpbl KOH(UICHIMANBHBIX J€J OpraHu3alui, BBIIBUTH
OLIMOKM B MX COCTaBJICHUH U O(hOpMIICHUU.

2.M3yunth TpeOOBaHUS HOPMATHBHO-METOIMYECKHX JOKYMEHTOB K IIOATOTOBKE
JOKYMEHTOB K C/ade B apXUB OpraHU3allMM W TpeOOBaHUS MO 3amuTe HH(QOpMAIUM IpH

IIPOBEJICHUH YKa3aHHOI'O BUJA paOOTHI.
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3.CocTaBuTh NIpHUKa3 O CO3JAaHUM IOCTOSIHHO JAECUCTBYIOLIEH 3KCIEPTHOM KOMHCCUU
(ILI2K).

4.CocraButs npotokoi 3acenanus [1/I9K, B koTopoM oTpakeHbl pe3yIbTaThl IPOBEACHUS
HKCHEPTH3bI HEHHOCTH KOH(PHUICHIIMATBHBIX JJOKYMEHTOB.

5.CocTaBUTh aKT O BBIJACICHUHM K YHHYTOXKEHHIO KOH(UICHIMAIBHBIX JOKYMEHTOB, HE
MOJIEXKAIUX JAJIbHEHIIEMY XPaHEHHUIO.

YKa3aHus 110 BBIIIOJIHEHUIO 3aJaHUN:

1.IIpoananu3upoBaTh HOMEHKJIATYPY KOH(HUACHIINATBHBIX 1€, BEISIBUTH HEIOCTATKU B €€
COJIepKaHUU B O(POPMIICHHH, C/I€IaB COOTBETCTBYIOIINE 3aMCH B TETPALIH.

2. .IloaroroButs npukas o cozganuu [1/I19K .B Hem m0mkHBI OBITH OMpEAeIeHbI COCTaB
KOMHCCHH, €€ 3a/aud, QyHKIUHU, TOPsIoK paboTel. Cienyer oOpaTuTh BHUMAaHUE Ha 33/1a4M U
(GYHKIMH  KOMMCCHHM, CBA3aHHbIE C  OpraHu3alMeld  3alMThl  KOH(UACHIHMATbHOU
JOKYMEHTHPOBAaHHON HH(DOpMAIUH.

3. B mporoxone 3aceqanus [1/I9K cnenyer orpasuts:

- KaKue Jiela U JOKYMEHTBI BBIIEICHHOIO XpaHEHMs (C YTOUHEHHBIMH 3arojlOBKaMH,
rpudamMu  KOH(PUICHIMATBHOCTH, CPOKAaMHU XpaHEHHWs) MOJIekaT Iepelaye Ha apXUBHOE
XpaHeHue (pa3esIbHO MOCTOSIHHOIO M BPEMEHHOTO XpaHEHMUs);

- KaKue JJOKYMEHTBI U3 KaKuX JIeJl HeoO0XOIMMO H3bATh U MEPEIIUuTh B IPyroe Ae0 WU
c(hOopMHUPOBATH HOBOE JIEJIO;

- Kakue Jena, JTOKYMEHTBl M3 JeNl U JOKYMEHTHl BBIJIECJICHHOI'O XPaHEHUS IOJJIEKaT
YHUUYTOKEHUIO;

- C Kakux JeJl, JOKYMEHTOB BBIJCJICHHOTO XPAaHEHUS WIN OTACIBHBIX JIOKYMEHTOB,
MOJIINUTHIX B JIeNIa, JOJDKEH OBITh CHAT rpu( KOH(DUICHINANBHOCTU C YKa3aHUEM, MOJICKUT JIH
JTOKYMEHT, C KOTOPOr0 CHUMAaeTcs rpu¢ KOH(UICHINAIBHOCTH, U3bATHIO U3 JIeJIa WIN J0JDKEeH
OCTaBaThCs B HEM.

5. PaccMOTpeTh cOCTaB 1 MOPSI0K 3aMOJHEHUs Tpad akTa O BBIACICHUH K YHUUTOKCHHIO
KOH(HICHIIMATIBHBIX JJOKYMEHTOB, HE TOJUICKAIIUX XPAHEHUIO, BHECEHUSI B HUX HCIIPAaBJICHUI.
OdopMHUTh TOPSAIOK HM3BIATHS JOKYMEHTOB ITOCTOSIHHOTO XpaHEHHUS W3 JIeNa, IMOJJIekKAIlero
YHUYTOXXEHHUIO (OTMETKA B aKTE 00 YYETHBIX HOMEpAX, 3ar0JIOBKaX JIOKYMEHTOB, HH/IEKCHI /1] U
HOMeEpA JIMCTOB, OTKYAa TOKYMEHT U3BAT U KyJ1a OH noamur). [IpoBecTr npoBepKy NpaBUIbLHOCTU
coctaBiieHus: U opopmieHuss akra. OQopMUTH UTOTOBYIO 3alMCh B aKTe 00 YHHUYTOXECHUU
KOH(HICHIINATIBHBIX JJOKYMEHTOB H JIe]l.

Bormpocs! fuist KOHTPOIIA:

1. [laiite onpeneneHue MOHATHI «KHOMEHKIIATypa KOH(UACHINAIBHBIX 7€/ 1 HA30BUTE €€

OCHOBHBIE (DYHKIIUH.
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2. IloueMy HOMEHKJIATypa KOH(DUACHINAIBHBIX JIEJT SIBJISIETCS] COCTAaBHOW YacThIO JOCTYIA
K KOH(pHICHIIMATBHBIM TOKyMEHTaM?

3. HazoBuTE OCOOEHHOCTH COCTaBJICHUS] HOMEHKJIATYPbl KOH(DUICHIINATBHBIX JIE.

4. B yem cocTosT 0co6eHHOCTH (POPMUPOBAHUS KOH(DUACHINAIBHBIX J1e1?

5. Kakum obpazom odopmiisercs: KOHOUICHIMATBEHOE 10 MPH €0 3aBEeJICHUH, BEICHUN
U 3aKpbITUH?

6. Ilepeuncnure BHIBI PabOT, KOTOpBIE MPOBOAATCA CIIy:KOOH KOH(UICHINATBHOTO
JIeTIOTIPOM3BO/ICTBA TIPH Cllaue B apXHUB KOH(PHUACHIIMATBHBIX JOKYMEHTOB OpraHU3alHH.

7. Ha3zoBuTe LM U OCHOBHBIE 3aJaud pabOThI MO YHUYTOKEHUIO KOH(UACHIIUAIBHBIX
JOKYMEHTOB M HOCUTEJIeH HH(OpMAIUH.

CucoK UCTOYHHUKOB U JIUTEPATYPBhI:

Hcrounuku:

@®enepanbubiii  3akoH 0T  29.07.2004 No 98-®3 «O KoMMepuecKoWl TalHey.
[OnexTponnslii pecypc]// CnpaBouHo-niouckoBas cuctema «Koncymnbrantlmroc». URL:
http://www.consultant.ru/document/cons_doc LAW_ 48699/

[Tocranosnenue IlpaButensctBa PO ot 03.11.1994 Ne 1223 «O0 yTBepKaAeHUU

[Tonoxenus o mopsiake oopaleHus co ciayxe0Hoi nHpopManueil orpaHUYSHHOTO
pacripocTpaHeHus B (hefiepalIbHBIX OpraHaxX UCIIOJHUTEIbHON BIACTH YIIOJTHOMOYEHHOM — OpraHe
yIpaBJICHUS MCIIOJIb30BAHMEM aTOMHOM SHEPIHM U YIOJHOMOYEHHOM OpraHe Mo KOCMHYECKOM
JEATEIBbHOCTI. [OneKTpOHHBIH pecypcel// CrnipaBoYHO-ITIOMCKOBAs cucreMa
«Koncynprantllnrocy. URL: http://www.consultant.ru/document/cons_doc LAW 54870/

Jlureparypa:

KondunennuanbHoe 1e10NpOU3BOICTBO U 3aIUIIEHHBIN 3JEKTPOHHBIM  JOKYMEHTOOOOPOT :
[yae6nuk] / H. H. Kynsie, A. C. lemymikun, T. B. Konnpamosa, A. I'. ®abpuyuHoB ; moxa o0,
pen. H. H. Kynsesa. - 2-e uzn., nepepa0. u nom. - Mocksa : Jloroc, 2013. - 497 c.

Tema 6 (2 u.) OGecnieyueHre COXpPaHHOCTH U KOH(PUICHIUATBHOCTH JOKYMEHTOB.

Llenp  3aHsATHS: M3ydeHHE  TpeOOBaHMM K  00ECHEUEHUI0  COXPAaHHOCTH U
KOH(HUIEHIINATBHOCTH JOKYMEHTOB.

®opma npoBeeHNU — OTBETHI HAa BOIPOCH! U 00CYXJICHHE MPEATOKEHHBIX MPOOIEMHBIX
TEM.

Bomnpocs! 11 o0cyxaeHust:

1. TpeboBaHMs K MOMEILIEHHUSIM MOIpa3AeieHUN KOH(PUICHIINATBHOTO JIeIONPOU3BOCTBA
U K CIOyXKeOHbIM IOMEUICHUSM HWCIHOJHHUTENEH, paboTalomux C KOH(pUICHINATbHBIMU

AOKYMCHTaMH.
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2. INopsipok oopmieHHs JoMycka paOOTHUKOB K KOMMEPYECKOH U CIy»KeOHOM TaitHaM u
o0yuyeHHs paBuiIaM pabOThl ¢ KOH(DUICHINAIBHBIMU JOKYMEHTAMH.

3.IlpaBuna paboTHl MepcoHana ¢ KOHPHUICHIMAIbHBIMU JOKYMEHTAMH Ha OyMa)KHBIX U
AJIEKTPOHHBIX HOCUTEIAX

4.IlpoBepku HamMuusi KOH(PUACHIMATBHBIX JOKYMEHTOB KaK Ba)XKHOE CPENICTBO
obecrieyeHns: KOHTPOJIS 32 UX COXPAHHOCTHIO

Jlureparypa:
KondunennuanbHoe 1e10NpOU3BOACTBO U 3AIUIIEHHBIN 3JIEKTPOHHBIH  JOKYMEHTOOOOPOT :
[yae6nuk] / H. H. Kynsie, A. C. lemymkun, T. B. Kongpamosa, A. I'. ®abpuvHoB ; o1 001,
pen. H. H. Kynsesa. - 2-e uzn., nepepa0. u nom. - Mocksa : Jloroc, 2013. - 497 c.

9.2 MeToanyeckue PECKOMEHIAIIHUHA 110 ITOATOTOBKE IMCHbMECHHBIX paﬁoT

B nporniecce o0yuenus ctyaentsl PITY BBINONHAIOT pa3Hble BUbI TUCbMEHHBIX PaloT.

OCHOBHBIMU IIETISIMH MUCBMEHHBIX Pa0OT B By3€ SBISIOTCA:

* 3aKpeIUICHHUE MOJTyYEeHHBIX 3HAHUH M0 CIIEIHMATILHOCTH, IPUMEHEHUE 3TUX 3HAHUH MPH
peneHnH MpoeCCUOHATBHBIX 3a1a4;

* pa3BUTHE HaBBIKOB BEICHUS CAMOCTOSTEIILHON pabOTHI, OBJIaIeHIE METOAUKAMU U
MPUHIUIIAMUA CAMOCTOSITEIbHON MCCIIeI0BATEIbCKON IEATEIbHOCTH;

* (hopMupoBaHNE YMEHHUS TPAMOTHO H JIOTHYHO U3JaraTh COOpaHHbIC HAy4YHbIE JaHHbIC
U MaTepuaibl COOCTBEHHON MCCIIeI0BATEIbCKON IEATEIbHOCTH.

Haubonee npocras, HO oueHb BakHas popMa MUCbMEHHOU pabOTHI B By3€ — 3TO
KOHTpoJbHast pabota. OHa ABiIsIeTCs 00513aTENBHBIM 3JIEMEHTOM CaMOCTOSATEIBHOM paboThI
CTYZCHTA U, TIPEXKJIE BCETO, IEMOHCTPUPYET YMEHHE BOCIIPUHUMATh U NIEpeiaBaTh
UHOPMALIHIO.

OTOT BUI MUCBMEHHOM PabOThI MPETYCMOTPEH YUeOHBIMH IUIAHAMU ITOATOTOBKH
0akanaBpoB M Ha Kadenpe apXUBOBEICHHS MTPeIaracTcsl B paMKax U3ydeHUs OOIUX KypCcoB U
KIIB.

Taxke B mporecce 0OydeHHUs] CTYACHTY IpPEICTOUT BBIOJHEHHE KYPCOBBIX paldoT,
KOTOpbIE (POPMUPYIOT UCCIIEAOBATEILCKUE HABBIKU, PA3BUBAIOT CIIOCOOHOCTH CUCTEMATU3aLUH 1
OCMBICJICHHSI YK€ CYIIECTBYIOLIETO 3HAHUS M HANpaBJICHbl HAa CAMOCTOSTENILHOE pELICHHE
HEKOTOPBIX TEOPETHUECKUX WM MpaKTHUecKuX 3a7ad. KypcoBas paboTa 7eMOHCTpUPYET YMEHHE
paboTaTh ¢ MCTOYHUKAMH, HCIONb30BaTh [OCTH)KEHUS COBPEMEHHON HaykKu (Hampumep,
UCTIOJIb30BATh JOCTHKEHHS apXHUBOBEICHUS, a TAKXKE CMEXHBIX HAyK M HAYYHBIX AUCLUIUINH),
YCIIEIIHO pelIaTh MOCTaBICHHbIE 3aJayd, oO0pabareiBaTh U 0000maTh marepuan. Hamucanue
KOHTPOJILHOM pPa0OThI, MOJArOTOBKA M 3alllUTa KYPCOBOM MMEET psAJ OpPraHU3alMOHHBIX H
METOAMYECKUX 0coOeHHOcTeH. O3HAKOMIIEHHE C JaHHBIMH METOJWYECKHMMHU PEKOMEHIAIUSIMHU
MIOMOJXKET CTYZECHTaM NPaBUIBHO OPraHU30BaTh CBOIO YUEOHYIO M HAYyYHO-HCCIEIOBATEIbCKYIO
pabory.

OO0mue Tpe0OBaHNUSA K CTPYKTYpPe U COAePKAHMIO MHCbMEHHBIX padoT

BaxxHoii ¢opmoii caMOCTOATENBHOM pabOThI CTy/AEHTA SIBJISETCS KOHTPOJIbHAs padoTa.
Ona mpenycMoTpeHa aisi OOJBIIMHCTBA TUCHMIUIMH y4eOHOro IUIaHa, YUTaeMbIX Ha Kadeape
apxuBoBezieHUs. Ee HanucaHue nmpecienyer 1eib yriyOlIeHHOW NpopaOOTKU AUCIUITNHEIL.
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KonrponbHast paboTa BBIMONHAETCS CTYJCHTaMH B COOTBETCTBHH C TEMAaTHUKOM,
eXKErogHo  yTBepknaemor  kadenpoil. KonrponbHas paboTa  SBISETCS  3JIEMEHTOM
CaMOCTOSITENIbHON pabOThI CTYACHTOB, TO3TOMY BBHIOODP TEMBI MPEIOCTABISACTCS CTYACHTY.

Jlo HamucaHMs KOHTPOJBHOH paOOThl CTYJEHT JOJDKEH B IIEJIOM O3HAKOMHTHCS C
paszzienamu Kypca, peyCMOTPEHHBIMHI Y4eOHOM POrpaMMOi.

PaboTa 1o HanmMcaHUIO KOHTPOJIbHOW HAYMHAETCS C BBISABICHHS U U3YUCHUSI HCTOUHUKOB
U nuTeparypsl 1o teme. [1o okoHuaHuM cOopa M U3yUeHHsI JIUTEPATYpPhl M UCTOYHUKOB CIIEAyeT
IIPOAyMaTh IJIaH KOHTPOJIbHOM paboThl. CocTaBieHue MIaHa — Ba)kKHAS 4YacTh Pa0OTHI HAJ TEMOIA.
[Tnan npezacraisier co0oi mepevyeHb BOMPOCOB, OTPAXKAIOLINX CojepkaHue uccienoBanus. Ot
TOT0, HACKOJIBKO YETKO OH MPOAYMaH U IMOCTPOEH, BO MHOTOM 3aBUCUT Kauy€CTBO KOHTPOJIbLHOM
pabotbl. B mian nenecooOpa3Ho BKIIOYUTH HanOoJiee BaXKHbIE TEOPETUYECKHE U MPAKTHYECKUE
BOMPOCHI TEMBI, KOTOpbIE IPU HEOOXOAUMOCTH MOTYT OBITH JAeTalu3upoBaHbl. Kak mpaswuio,
pabounii BapuaHT IUIaHa JIOJHKEH OBITh Pa3BEPHYTHIM, YTO 00JeryaeT paboTy HajJ TEMOH.

B okoHuaTenpHOM BapuaHTE IJIaH MOXET OBITh JaH B COKPALICHHOM BHUJE, HO
00s3aTeNbHBIM YCIIOBHEM MPH 3TOM SBJISIETCS OTPaXKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpUBaeMBbIX B KOHTPOJIbHOW pa 6ore. CocTaBleHHBIN IUIAH JOJDKEH HAHTH OTpakeHUE B
OIJIaBJICHUU K KOHTPOJBHOHM paboTe. PaboTa MomkHA BKIIIOYATh TUTYJBHBIN JIUCT, OTJIaBlICHHE,
BBEJICHHE, OCHOBHYIO YacTh, COCTOAIIYIO U3 HECKOJIBKHX Pa3/IeI0B WK naparpados, 3aKI0ueHHe,
CIHMCOK MCTOYHMKOB U JUTEpaTypbl. Bo BBeeHMN HEOOXOIMMO KPAaTKO PACKPBITh 3HAYCHUE U
aKTyaJbHOCTh HM3y4yaeMOIro BoOIpoca (TeMbl), Ha3BaTh OCHOBHBIC 3aJaud paboOTHl, ee
XPOHOJIOTUYECKUE pPaMKH, OOOCHOBaTh CTPYKTYpY, JaThb KpaTKUMl 0030p HCTOYHHUKOB H
auteparypsl mo Teme. O030p UCTOUHUKOB M JIUTEPATYPHI HE JOJDKEH CBOJAUTHCS K MEPEUNCICHHIO
MCIOJIb30BAHHOTO aBTOPOM HOPMAaTHBHOTO MaTepuana M OMyOJIMKOBaHHBIX cTareil. B Hewm
ClleyeT NaTh aHAIM3 MCTOYHHKOB W JIMTEPATyphl. B 3aBUCHMOCTH OT oObeMa M LIEJIEBOTrO
Ha3zHa4eHUs paboThl, 0030p UCTOYHUKOB U JINTEPATYPHl MOXKET OBITh MPEACTABICH OTIEIbHBIM
naparpadoM WIN pa3/ieioM B OCHOBHON YacTH pabOoThI.

OcHOBHasi yacTb KOHTPOJBHOM pabOThl JNODKHA OBITH HM3JI0KEHA B COOTBETCTBUHU C
IUTAHOM, OCBEIIATh COCTOSHHE U COJEp)KaTh aHAJM3 PAacCMAaTPHUBAEMbIX BOIPOCOB C YYETOM
COBPEMEHHOTO YpPOBHS Pa3BUTUS TEOPETUYECKUX 3HAHUNH M OIBITa NPAKTUYECKOH pabOTHI
apXMBHBIX YUPEXKICHUI B 3TON 00JIaCTH.

[Tpu packpbITHH TON UM UHON TEMBI CTYACHT JOJKEH CTPEMUTHCS MOJPOOHO U TITyOO0KO
M3JI0KHUTh KPYT BOIIPOCOB, BXOJAIIMX B Hee. [lo mMepe paccMOTpeHHs Marepuana OTIENIbHbIC
MIOJIOKEHHUS KOHTPOJIBHOM paboThl cielyeT WUTIOCTPUPOBATh IPUMEpPaMH U3 JIUTEPATYpHl U, TO
BO3MOKHOCTH, M3 TNPAKTHKH PaOOThl KOHKPETHBIX apXHBOB C 00s3aTENbHBIMU CCHUIKAMU Ha
JUTEpaTypy U UCTOUYHUKU. B 3aKiIroueHNH KOHTPOJIBHON pabOThl HEOOXOIUMO MOJBECTH UTOTH
TEOPETUYECKONH W TMPAKTHUYECKOW pa3paboTKu BONpPOcOB. CIHMCOK MCTOYHUKOB U JIMTEPATYPHI
IpeaCcTaBisieT co00i MepeyeHb HCHOJIb30BAHHBIX PabOT MO TeMe, B KOTOPOM YKa3bIBAIOTCA
(bamMUIUN ¥ MHUIHAIBI aBTOpa (aBTOPOB), Ha3BaHUE pabOTHI, MECTO, BPEMsI €€ OIyOJIUKOBAHUS U
CTpaHMIIBI.
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IHpuioxenue 1

AHHOmMayua oucyunaunvl (Mooyns)

HucuuruinHa  (MOAyib) peanusyercs Ha  (akyldpTeTe apXMBHOTO Jena u
JTOKYMEHTOBeIeHUs Kaeapoil JOKyMEeHTOBeIeHHs, ayJHOBU3YyaIbHBIX U HAyYHO-TEXHHUUECKUX
apXHBOB.

Henp muctumiausabl (MOAYISA): MOATOTOBUTH CIHEIHMATINCTA, O0JNAJAIOIIEro 3HAHUSMH O
NIPaBOBOM  PETyJMPOBAaHUU  JOKYMEHTAIMOHHOTO  oOecredeHuss  KOH(UICHIUAIbHOU
JeSITeIbHOCTH OpraHU3alMid pa3IMYHbIX OPraHU3alMOHHO-TIPABOBBIX ()OPM; UMEIOIIETO HAaBBIKH
paboThl ¢ KOH(HUIECHIHMAIHHBIMU JOKYMEHTAMH B YCIOBHSX MPUMEHEHHS TPAJAULUOHHOW H
aBTOMATH3MPOBAHHOM TEXHOJIOTHI 00pabOTKH.

3agaun:

- U3yYUTh 3aKOHOJIATEIbHYIO0 M1 HOPMATUBHO-METOJMUECKYIO 0a3y JOKYMEHTAIIHOHHOTO
obecrieyeHns: KOH(PUICHIIMATIBHOM e TeTbHOCTH;

- HAy4YHUThCS TOHHMMATh CYIIHOCTb IIPOLIECCOB, IPOUCXOAALIMX B OO0JIACTH
KOH(HICHIIMATIBHOTO 1eJIONPOU3BOJICTBA U BBIABIATH TEHACHIIUH €TI0 Pa3BUTHSI.

- TPUBUTH HABBIKHU IMOATOTOBKU M W3JaHU KOH(PHUICHIIMAIBHBIX JJOKYMEHTOB;

- W3YYMTh TpaBWJIa OPraHM3alMM BCEX HTanoB padoT ¢ KOH(UICHIHATHHBIMH
JIOKYMEHTaMHU;

- OBJIQJIETh TEXHOJOTUAMH 3AIIUTHI U 00paOOTKH KOH(UACHINAIBHBIX JOKYMEHTOB.

- U3yYUTb OCHOBHBIC HANpABICHUS W METOJbI 3AIIUTHl JTIOKYMEHTHPOBAHHOM
nH(pOpMAaIIUU OT Pa3UYHBIX BUIOB YIPO3 B MpoIIecce e COo3AaHus, 00pabOTKH, UCIIOIb30BAHNUS,
XpaHEHHUSI.

JucuuruinHa (MOyJb) HanpaBJieHa Ha (POpMUPOBaHUE CIETYIOIUX KOMITETCHIIHH:
[1K-2. CriocoOeH opraHu30BaTh M OCYIIECTBIATh JOKYMEHTAIIHOHHOE 00ecTIeYeHNe YIIPaBICHHS
B OpPTaHU3AIMAX PA3TUYHBIX OPraHU3aIMOHHO-TIPaBOBHIX (OpM U (HOpM COOCTBEHHOCTH,
rOCYJapCTBEHHBIX OpraHaxX U OpraHax MECTHOTO CaMOYTIpaBJICHUS;

[TK-5. CriocobeH opraHu3oBaTh ONEPATUBHOE U APXUBHOE XpAaHEHHE JIOKyMEHTOB B
OpraHU3aIMIX Pa3TUUHBIX POPM COOCTBEHHOCTH, TOCYIaPCTBEHHBIX OpPraHax M OpraHax
MECTHOTO CaMOYIpPaBICHUS

B pesynbrare 0OCBOCHUS AUCHUILTUHBI (MOIYJIsl) 00YYaIONIUICs JOKEH:
3HaTh: TEOPETUYECKHE OCHOBBI JJOKYMEHTAIIMOHHOTO 00ECIIeUEeHNUs YIIPABICHHUS,;
0COOEHHOCTH MMOCTAaHOBKH JOKYMEHTALIMOHHOTO 00eCIeueH s YIPaBICHUs B OPraHU3aIsIX
Pa3IUYHBIX OPraHU3AIMOHHO-IIPABOBBIX (POPM U POpPM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX

opraHax M opraHax MECTHOT'O CaMOYIIPABJICHU ;
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cocTaB QyHKUUH cIy*0 JOKYMEHTAI[MOHHOTO O0ECTICeYeHHUs YTIPaBIICHUS;

TEOPETUYECKHE, TIPABOBBIC U METOJMUYECKUE OCHOBBI ONIEPATUBHOTO U ApXUBHOT'O XPAHEHUS
JOKYMEHTOB B OpPTraHM3aLUAX Pa3IUnIHbIX (POPM COOCTBEHHOCTH, TOCYJapPCTBEHHBIX OpraHax U
OpraHax MECTHOTO CaMOYTPABJICHUS B MPAKTHUECKOM JeSITeIbHOCTH;

IpaBUjIa OPraHU3aLUHU ONEPATUBHOIO M apXUBHOTO XPaHEHHUs JOKYMEHTOB;

cocTaB (YHKUUH apXHUBOB U MOJPA3/IEICHUH 110 TOKYMEHTAIMOHHOMY 00€CTIEYECHHUIO
yIpaBJICHUS 110 OpPraHU3alUK ONEPATUBHOTO U APXUBHOTO XPAaHEHHS JOKYMEHTOB.

YMeThb: NPUMEHSTh TEOPETUUECKUE 3HAHUS TPU OPTaHU3aLUU JOKYMEHTAMOHHOTO 00ECTICYeHHS
yTpaBJICHUS;

OpraHu30BaTh JOKYMEHTAIIMOHHOE 00ECIIeYeHNE B OPraHU3aIMIX Pa3IMUHbIX OpraHU3aluOHHO-
NPaBOBBIX (POpPM U GOPM COOCTBEHHOCTH B TOCYJJAPCTBEHHBIX OpraHax U OpraHax MECTHOTO
caMOYTIpaBJICHUs YIPABJICHUS;

OCYIIECTBIISATH pabOTy MO JOKYMEHTAIIMOHHOMY 00€CIIeUeHHIO YIPaBICHYECKUX MPOIIECCOB;

NPUMEHSTH 3HaHUE TEOPUH aPXUBHOTO JIeJIa B IPAKTUYECKON IEATEIbHOCTH;

OpPraHU30BBIBAThH ONEPATUBHOE M APXUBHOE XPAHEHUE IOKYMEHTOB B OPTaHU3AIMIX Pa3IHUHBIX
¢opM coOOCTBEHHOCTH, TOCYJAPCTBEHHBIX OPraHax U OpraHax MECTHOT'O CaMOYIIpaBIICHHUS,;
BBITOJIHATH KOMIUIEKC paboT MO ONEepaTuBHOMY M apXUBHOMY XPaHEHHIO JOKYMEHTOB B
OpraHU3aIMIX Pa3TUYHBIX POPM COOCTBEHHOCTH, TOCYIaPCTBEHHBIX OpPraHax U OpraHax
MECTHOTO CaMOYIpPaBICHUS
Bnaners: MeTonosoruel JOKyMEHTAIIMOHHOTO 00eCTIeYeHUs YIIpaBICHHUS;

HaBBIKAMU COBEPILICHCTBOBAHUS CUCTEMbI JOKYMEHTALIMOHHOTO 00eCIeueH s YIPaBJICHHUS;
HaBBIKAMHU JJOKYMEHTUPOBAHHS YIPABIEHYECKHUX IIPOLIECCOB U pabOTHI TOKyMEHTAIHEH B
OpTraHU3aIMIX Pa3IUYHBIX OPraHU3aIMOHHO-TIPABOBBIX ()OpM U (HOpM COOCTBEHHOCTH,
rOCYJapCTBEHHBIX OpraHax U OpraHax MECTHOTO CaMOYTIpaBJICHUS;

HaBBIKAMU IIPUMEHEHHS TIPABOBBIX HOPM B c(pepe apXUBHOTO Jejia P OCYIIECTBICHUU
OIIEPATUBHOTO U APXHMBHOT'O XPAaHEHUS JOKYMEHTOB B OpPraHU3aLUAX PA3INIHBIX (OpM
COOCTBEHHOCTH, FOCYIaPCTBEHHBIX OpraHax U OpraHax MECTHOTO CaMOYIpPaBJICHHUS B
[IPAKTUYECKOU NEeATEIbHOCTH;

HaBBIKAMU 00Pa0OTKHU M MOATOTOBKH JOKYMEHTOB /ISl TEKYIIETO M apXUBHOTO XPAaHEHHUS;

HaBbIKaMU COBCPHICHCTBOBAHUS OIICPATUBHOI'O U APXHUBHOTO XpaHCHHUA JOKYMCHTOB

[o nucrunnmae (MOIYJII0) MPEAYCMOTPEHA IPOMEXKYTOUHAs aTTecTanus B popme 3aueTa
C OLICHKOM.

OO01mast TpyA0€MKOCTh OCBOSHUS TUCIUTUTHHBI (MOAYJIS) COCTABIISCT 3 3aU€THBIC SAMHHUIIBI.
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