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]_[CJ'IB JUCHUITIIMHBI:

peryJIupoBaHUU

AOKYMCHTAIIMOHHOT'O

1 TlosicHuTeJBLHAA 3aIIMCKA
1.1 Ilean u 3aaa4u AU CHUILIHHBI

IoATOTOBUTh CIICHHMAJIMCTA,

obecrieueHus

06J1az[a101uero SHAaHUAMHU O IIPpaBOBOM

KOH(UICHIIMALHOW  JIeATETHbHOCTH

OpraHu3alfil Pa3IUYHBIX OPTaHU3AIMOHHO-TIPABOBBIX (OPM; HMEIOIIETO HAaBBIKU pPabOTHI C

KOH(pHICHIIMATbHBIMU

JOKYMCHTaMU B

ABTOMATU3UPOBAHHOM TEXHOJIOTHI 00pabOTKH.

3a;[aq1/1 AUCHUIITIMHEBI COCTOAT B CIICAYIOIICM:

YCJIOBHAX

IIPUMEHCHUSA TpaﬂHHHOHHOfI n

- U3YYUTb 3aKOHOAATCIIbHYIO U HOPMATUBHO-MCTOAUYCCKYIO 63,3y AOKYMCHTAIITUOHHOT'O

obecrieueHrss KOHPUICHITUATBHON IeATeIbHOCTH;

- HAYUYUTBHCA NOHUMATh CYIIHOCTD ITPOLECCOB, ITPOUCXOAAIINX B obnactu

KOH(i)I/IZIeHIII/IaJII)HOI‘O ACJIOIMPON3BOACTBA U BBIABJIATH TCHACHIUN €0 Pa3BUTHA.

- IPUBHUTH HABBIKW ITOATOTOBKU U U3AAHUA KOH(l)I/II[CHIII/IaJH)HI)IX JOKYMCHTOB;,

- U3YYUTb IIpaBUJIa OpraHnu3aliu BCCX 3TAIIOB pa60T C KOH(I)I/IIIGHI_[I/IB.J'ILHBIMI/I AOKYMCHTaMU;

- OBJIaACTh TCXHOJIOIUMAMU 3allIUTHI 1 O6pa6OTKI/I KOH(I)I/II[GHI_II/IEUIBHHX AOKYMCHTOB.

- HU3YYUTHb OCHOBHBIC HAIIPABJICHUA U MCTOAbI 3allIUThL HOKYMGHTHpOBaHHOﬁ HH(i)OpMaIII/II/I oT

Pa3IUYHBIX BHJIOB YIPO3 B IIPOIECCE €€ CO3AaHmsI, 00paObOTKH, UCTIOIL30BAHUS, XPAHCHHUS.

1.2 TlepeuyeHb NJIAHMPYEMBIX Pe3yJIbTATOB 00YyUeHUsI MO JUCHUIIHHE,
COOTHECEHHBIX ¢ HHANKATOPAMH J0CTHKEHUS KOMIIETEHIIUii

Komnerenuus
(KoJ1 ¥ HAMEHOBAHUE)

WNunukatopsl kKoMOeTeHIUN
(Kol M1 HAaMEHOBAHHE)

Pe3ynberatsl 00ydeHus

TTIK-2. Cniocoben opraHu30BaTh
Y OCYILECTBIIATh
JIOKyMEHTaI[HOHHOE
obecriedeHne yIpaBiIeHUs B
OpraHU3aLMAX PATHYHBIX
OPraHU3alHOHHO-TIPaBOBBIX
(hopM 1 hopM COOCTBEHHOCTH,
rOCYIapCTBEHHBIX OpraHax
OpraHax MECTHOTO
caMOyTIpaBJICHUS

[IK-2.1. I[TpumeHsieT TeopeTHIECKue
3HaHMs B cepe JOKyMEHTAI[HOHHOTO
obecrieueHNs yrpaBleHHS B
MPaKTHYECKOH e TeIbHOCTH

3namv: meopemuueckue ocHogbl
OOKYMEHMAYUOHHO20 0becneyenust
YnpasieHus.

Ymemo: npumensme meopemuueckue
BHAHUSL NPU OP2AHUZAYUU
OOKYMEHMAYUOHHO20 0becneyenus
YHpaeneHus.

Bnaoemo: memooonozuet
OOKYMEHMAYUOHHO20 0becneyenus
VHpasieHus.

[IK-2.2. Opranuzyer 1OKyMEHTaluOHHOE
obecrieueHNe yIpaBiIeHNS B
OpTaHM3AIUAX PA3THIHBIX
OpTraHM3aIMOHHO-TIPABOBBIX (HOPM H
(opM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX
OopraHax W OpraHax MeCTHOTO
caMOYIpaBIICHUS

3uamu: ocobennocmu NOCMaHO8KU
OOKYMEHMAaYuoHHO20 06ecneyenus
VRpABAeHUs 8 OPSAHUZAYUAX PASTUUHBIX
OP2aHU3AYUOHHO-NPABOBBIX POPM U POPM
cobcmeenHocmu, 20cyO0apCmeeHHbIX
Op2aHax u OP2aHax MecmHo20
camoynpasnenus

Ymems: opeanuzosamo
OOKYMEHMAayuoHHoe obecneuenue 6
OP2AHUBAYUAX PASTUYHBIX OPSAHUAYUOHHO-
npaeoguvix hopm u popm cobcmeenHocmu,
6 20CYOAPCMEEHHbIX OP2AHAX U OPSAHAX
MECHHO20 CAMOYNPABLeHUS YNPAGTIeHUs




Braoemyw: nasvixamu COBEPUEHCMBOBAHUA
cucmemaol ()OKyMeHmab]uOHHOZO
obecneyenus ynpaejieHus

[IK-2.3. Bemonuaser padoty 1mo
JIOKYMEHTAIIHOHHOMY 00€CIICUCHHUIO
yMpaBICHYECKHUX MPOIIECCOB B
OpraHU3aIIX Pa3IHIHbIX
OpraHU3alHOHHO-TIPABOBBIX (OPM U
(opM COOCTBEHHOCTH, TOCYJaPCTBEHHBIX
OpraHax M OpraHax MeCTHOTO
CaMOYTIPaBIICHUS

3namv: cocmas Qynxyuil cayxco
OOKYMEHMAYUOHHO20 0becneyenus
ynpaenenus

Ymems: ocywecmenamo padomy no
OOKYMEHMAYUOHHOMY 06ecneyenuo
VHPABIeHYeCKUX NPOYeccos

Bnadems: nasvixamu 00KyMeHmuposanus
YAPABLEHUECKUX npoyeccos u pabomol
O0OKyMeHmayuell 8 OpeaHU3AYUAX
DA3TUYHBIX OP2AHUZAYUOHHO-NPABOGBIX
dopm u popm cobcmseennocmu,
20CYOapCmMEeHHbIX OP2AHAX U OP2AHAX
MECMHO20 CAMOYNPABNEeHUS]

IIK-5. CniocobOeH opraHu30BaTh
OIIepaTHBHOE U apXHBHOE
XpaHeHUEe TOKYMCHTOB B
OPraHU3aLMAX PAITHYHBIX
(hopM cCOOCTBEHHOCTH,
rOCYIapCTBCHHBIX OpraHax
OpraHax MECTHOTO
caMOyIpaBJICHUS

IIK-5.1. cnionb3yeT TeopeTudecKue,
MIPAaBOBBIE 1 METOIUUECKIE OCHOBBI
OTIEPAaTHBHOTO W aPXUBHOTO XPaHECHUS
JOKyMEHTOB B OPTaHM3AIMAX PA3IHMIHbBIX
(hopM COOCTBEHHOCTH, TOCYJaPCTBEHHBIX
OpraHax M OpraHax MECTHOTO
CaMOYIPaBJICHNS B IPAKTHYECKOH
JesITeIbHOCTU

3namv: meopemuuecxue, npasogvie u
MemoouuecKue 0CHO8bl ONEePAMUEHO20 U
APXUBHO2O XPAHEHUsL OOKYMEHIMOE 8
Op2aHU3AYUSIX PAZTUYHBIX POPM
cobcmeennocmu, 20Cy0apCmeeHHbIX
0p2anax u Opeanax MecmHo2o
Camoynpasienust 6 NPAKMUYecKoll
OdessmenbHoCmU

Ymemo: npumensime snanue meopuu
apxusHozo 0ena 8 NPAKMuyecKoul
OdessmenbHoCmU

Braodemv: nasvikamu npumenenus
npagosvIx HOPM 6 chepe apxusHo2o oena
npU OCYywWeCmeieHuU ONEPAmueHO20 U
APXUBHO20 XPAHEHUsL OOKYMEHMO8 6
Op2aHU3AYUSIX PAZTUYHBIX POPM
cobcmeennocmu, 20Cy0apCmeeHHbIX
Op2anax u Opeanax MecmHo2o
CAMOYNPasIenust 8 NPAKMUYecKoll
oessmenbHOCmU

[TK-5.2. Opranusyet onepaTuBHOE U
APXMBHOC XPAHCHUEC NOKYMCHTOB B
OpTraHM3aIMAX PA3IMYHBIX (popM
COOCTBEHHOCTH, TOCYTapCTBEHHBIX
OpraHax M opraHax MECTHOTO
CaMOyTpaBJICHUS

3uamo: npasuna opeanuzayuu
onepamueHo20 U APXUBHO20 XPAHEHUsA
O0OKYMEHMO8

Ymemv: opeanuzosvieams onepamugnoe u
apxuenoe xpauenue OOKYMeHMos 6
OP2aHU3AYUAX PASTULHBIX HOpM
cobcmeeHHOCmU, 20CYO0APCMEEHHbIX
Op2aHax U OP2aHAX MECTHO20
camoynpasnenus

Braodemw: nagvikamu oopabomru u
n0020MOoGKU OOKYMeHMO8 OJisl MeKyuWe20 U
apxXueHO20 XpameHusl

[1K-5.3. BemounuseT paboThI 1Mo
OIEPATUBHOMY M ADXUBHOMY XPaHEHUIO
JOKYMEHTOB B OpraHMU3alluAX pa3IMIHbBIX
(opM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX
opraHax M opraHax MECTHOTO
CaMOYIpaBIICHUS

3namv: cocmas Qynxyuii apxusos u
noopa3zoenenuil N0 00KYMeHMayuoHHOMY
obecneuenuio Yynpagienus no OpeaHu3ayuu
OIEPaTHBHOTIO M apXUBHOT'O XPaHEHHS
JIOKYMEHTOB

Ymemo: evinonnsmo komnaexc pabom no
ONEPamueHOMY U APXUSHOMY XPAHEHUIO
OOKYMEHMO8 8 OP2AHUZAYUSX PAZTIUYHBIX
@opm cobcmeennocmu, 20cy0apcmeeHHbIX
0Op2anax u Opeanax MecmHo20
CamoynpasieHus.

Braodemu: Hasblkamil COBEPUEHCTNBOBAHUS
ONEPAmUBHO20 U APXUBHO20 XPAHEHUs




| doxymenmos

1.3 MecTo AUCHUILIMHBI B CTPYKTYpe OCHOBHOI1 00pa3oBaTeIbHOI
NPOrpamMMmblI

Hucuuruinza (Moyiib) «KoHduaeHnnanbHoe Jenonpon3BoACTBO» OTHOCUTCS
OTHOCHUTCSI K 4YacTH, (OpMHPYEMOH ydyaCTHHKaMU 0Opa30BaTENbHBIX OTHOIIEHUH OJyioka
JTUCITUTUIMH y4eOHOTO TUIaHa.

Jlnist OCBOEHMSI JMCUUIUIMHBL (MOJIYJsl) HEOOXOJMMBI 3HAHUS, YMEHHS M BIIAJCHHA,
c(OPMHUPOBAHHBIE B XOJI€ M3YyUEHHs CIEAYIOIIMUX JAUCLUUIUIMH M IPOXOXKAECHUS IPAKTUK:
«JlokymenroBenenue», «Opranuzamuss u  TexHonorus JOVY», «ApXuBOBeAEHUEY,
«l"ocynapcTBeHHas peryiaMeHTanus B cepe ynpaBieHus JOKyMEHTaMI».

B pesynbTaTe OCBOEHUS IUCUUIUIMHBI (MOAyJsl) (OPMHUPYIOTCS 3HAHMS, YMEHUS H
BJIAJICHUSI, HEOOXOIUMBIE JUI U3yUEHHsI CIEIYIOUIMX JUCLUILIMH U MPOX0XKJIEHHs MPAKTUK:
«/lenonpou3BoACTBO B OpraHax rocyAapCTBEHHOM BIACTH M MECTHOI'O CaMOYIIPaBICHHD,
«3amuTa 1 00paboTKa MePCOHANBHBIX TAaHHBIXY», «3aluTa KOHOUACHIINAIEHOW HHOpMAIUN

B KaJI[POBOH CITyKOE».

2 CTpyKTypa IMCUUIIMHBI

OO01mast TpyJ0eMKOCTh JTUCIUTUINHBI cocTaBiseT 3 3.e., 108 4.

CTpyKTypa TUCHUIIMHBI JJI51 04YHOI (PopMBbI 00yUeHUs

O06bemM mUCHMIUIUHBI B ()OpME KOHTAKTHON PabOThI OOYYArOMIMXCS C TMEJaroru4ecKuMu
paboTHUKaMU U (WIJIK) TUI[AMH, TPUBJIEKAEMBIMH K pealin3aiuy o0pa3oBaTeNbHOM MPOrpaMMbl Ha
WHBIX YCIIOBHSX, PU IPOBEICHUN YICOHBIX 3aHATHMN:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
2 Jlekun 24
2 Cemunapsbl/nabopaTopHblie paboThI 36
Bcero: 60

O0beM TUCIUIIIMHEL B (POpMe caMOCTOSATENbHON pabOThl 00yUaromxcs cocTaBiseT 48
aKaJIEMUYCCKIX JacOB.

CTpyKTypa AUCHUIIMHBI AJI51 0YHO-3204HOI (PopMBbI 00yUeHUs1

O0beM AUCHUTUIMHBI B ()OpME KOHTAaKTHOW Pa0OTHI OOYYaIOMUXCS C TMeJaroru4ecKuMU
paboTHUKaMU H (WJIK) TUIIAMH, TTPUBJIEKAEMBIMH K pealin3aiuy 00pa3oBaTelbHOM MPOrpaMMbl Ha
WHBIX YCIIOBHSX, IPU TIPOBEICHUN YICOHBIX 3aHATHMN:




Cemectp | Tum yueOHBIX 3aHATUI KonuuectBo
4acoB
2 Jlexuuu 16
2 CemuHapbl/J1a00paTOpHBIE PAOOTHI 20
Bcero: 36

O0beM TUCIUIUIMHBL B (POpME caMOCTOSATENbHON Pa0OThI 00YUYAIOUINXCS COCTABISET 72

aKaICMHUYCCKUX 4aCOB.

CTpyKTypa IMCUMIIMHBI 1JIS1 3204HOi ()OpMBbI 00yYeHUs

O0beM AUCHUIUIMHBI B ()OpME KOHTAKTHOW PabOTHI OOYyYaroUmIuXcs ¢ IMeJaroru4ecKuMu
paboTHUKaMU u (WIJIK) TUI[AMH, TTPUBJICKAEMBIMU K pealin3aiuu 00pa3oBaTelbHOM MTPOrpaMMbl Ha
WHBIX YCIIOBHSX, IPU IPOBEICHUN YICOHBIX 3aHATHMN:

Cemectp | Tun y4eOHBIX 3aHATHIA KomuuectBo
9acoB
2 Jlekuun 8
2 Cemunapsl/mabopaTopHbie pabOTHI 16
Bcero: 24

O0BeM AUCIUIUTMHBI B (pOpME caMOCTOATEIbHON paboThl 00yYarIIMXcs cocTaBiser 84

aKaICMHUYCCKUX 4YaCoOB.

3 Copaepkanue JUCHUTLTHHBI

Ne | HaumeHoBaHue pa3aeJia Conep:xanue
JUCIUININHDBI
1 BBenenune [Tpeamer, 3a1a4yu u 3HAUYEHUE Kypca.

XpoHoJoruueckue paMku kypca. O0beKT 1 mpeiMeT
U3yYEHHUSL.

WNudopmannonHsie pecypcsl UM HH(MOpMAIMOHHAS
Oe3omacHocTh. JlokymMeHTHpoBaHME HHQOpPMAIMU
KaKk  ycCJIOBME BKJIIOYEHHS UHPOpMaluu B
MH(pOpMalLlMOHHbIE pecypcehl. WNnudpopmanus
oOlIeIoCTyHAasE YW OTPaHUYEHHOro  JOCTYTIA.
Knaccupukanus ~ uHbopManuu OrpaHMYEHHOTO
JI0CTyTIa. OcobenHoctu UHpOpMaLUU
OTPaHMYEHHOIO JIOCTYIA.

l'ocynapctBeHHass TaiiHa W KOH(UIEHLIMANbHAS
nH(opMmarnus. Buppr KOH(HIeHIIHAIbHON
uH(popManun

0O0630p UCTOYHUKOB U JIUTEPATYPHI 10 KYPCY.

CoBpeMeHHast HOPMAaTUBHO-TIPaBOBasI
0a3a KOH(PUICHIINAIBHOTO JIEJIOMPOU3

BOJICTBa

@3 PO «O6 wundpopmamum, HHGOPMAITUOHHBIX
TEXHOJIOTUSX U 0 3alIUTe MH(POPMAIII KaK OCHOBA
NPaBOBOTO PETYJIUPOBAHHUS OTHOIICHUH B cdepe
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3ammThl MH(opMaruu. [IpaBoBoe perynupoBaHue
uHpOpMaLKs, COCTABISIONIEH TOCYAapCTBEHHYIO
taiiHy. IIpaBoBO€ peryjJupoBaHue OTHOILICHUH,
CBSI3aHHBIX C YCTaHOBJIECHHUEM, H3MEHEHUEM M
IpeKpalleHueM pexxuma KOMMEpPUECKOii,
Cily’)keOHOH, MpOo(pEeCCHOHATBHON U JAPYIMX BHJIOB
TalH.

AKTyalbHOCTh U 3HAUYE€HHUE Pa3pabOTKU JIOKAIBHBIX
HOPMATHUBHBIX AaKTOB MO KOH(HUACHIHAIHLHOMY
nenonpousBoAcTBy. [lopsgok ux  pa3paboTKw,
CTPYKTypa U COAEpkKaHHUE pa3/eoB. AHAIU3 ONbITa
paboThl opranu3anuii Mo pa3paboTKe HOPMATHBHO-
METOANYECKHX JOKYMEHTOB B obnactu
KOH(HIEHIIMATIBHOI'O 1€TI0IPOU3BOJICTBA.

ITousiTHe, 0COOCHHOCTH U
OopraHu3anys KOHPUICHIUATHHOTO
JIEIOIIPOU3BOICTBA

[TonsATHE M OCHOBHBIE 331241 KOH(PHUICHIIHATHLHOTO
Aenonpoun3BoacTsa. OpraHu3alMOHHbIE U TEXHOJIO
TMYECKHEe  OCOOCHHOCTH  KOH(HICHIHNATBHOTO
JIEJIONIPOU3BOJCTBA. Omnpenenenne cocraBa
U3J1aBacMbIX KOH(UIEHIUANBHBIX JTOKYMEHTOB Ha
CTaJuy MOJrOTOBKM UYEPHOBUKOB U IPOEKTOB
JIOKYMEHTOB.  PersiaMeHTHpOBaHUE TEXHOJIOTUI
JOKYMEHTHPOBaHUS KOH(DUICHIIMAIBHON HH(pOP-
MalMd W paboTel € KOH(HUACHIHAIHHBIMH
JIOKYMEHTaMHU.

PernamentupoBanue o0s3aHHOCTEN paOOTHUKOB,
JIOMYIIEHHBIX K paboTe ¢ KOH(UASHINATEHBIMU
JOKYMEHTaMHU.  YCTaHOBJIEHHWE  IE€PCOHAIbHOMN
OTBETCTBEHHOCTH 3a y4€T, COXPAaHHOCTb M MOPSI0K
oOpalieHns ¢ KOHQUICHINAIBHBIMU TOKYMEHTaMH.
OpranuzanronHsle (GOpMbl  KOH(DUIEHIIUAIBHOTO
nenonpousBoacTea.  OCHOBHas 1Lelb, 3a7aud U
GyHKIMM  1oApassieNeHus KOH(QUICHIMAIBbHOTO
JIENIONIPOU3BOJICTBA. Y CTAHOBJIEHUE €ro Ccraryca,
YHUCJICHHOTO U JIOJKHOCTHOTO coctaBa. PaspaboTka
MIOJIOKEHUS O MOJAPA3JENIECHNUH, JOJLKHOCTHBIX
WUHCTPYKUUN paboTHUKaM. Ocobennoctu
HOPMHUPOBAHMUS TpyZaa pabOTHHUKOB
Nopa3/ieieHus] KOH(UIEHIIUATBHOTO JIEIOIPOU3BO
JICTBA.

JIOKyMEHTHUPOBaHNE
KOH(UIeHIMaTbHOM HHpOopMauu

OmpeneneHre M perIaMEHTHPOBAHUE COCTaBa
U3J1aBAaCMbIX  KOH(UACHIUAIBHBIX JOKYMEHTOB.
[IpaBoBOE OCHOBaHWE I YCTAHOBJIEHHS COCTaBa
uHpOpMallMK, OTHOCHMOM K KOMMEpPYECKOH H
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CIIy>)keOHOH TaitHaM. Dtambl paboThI 1o pazpaboTke
IepeuHen uHpopMaluy, COCTAaBJISIOLIEH
KOMMEPUYECKYI0 M CIyKeOHyro TaiiHbl. Kputepuu
OTHECEHUsT HHPOpMAIMM K KOMMEpPYECKOW U
caykebHoit  rtaitHam.  Ctpykrypa  Ilepeuns
uH(pOpMallMK,  COCTABIAIOIIEH  KOMMEPYECKYIO
TaifHy. OCOOEHHOCTH COCTaBIIEHUSI U CTPYKTypa
[Tepeuns napopmMaIum, COCTaBIAIONIEH CIyKeOHYIO
taiiny. Llenp pa3paborku Ilepeuns uzmaBaeMbIX
KOH(HIECHIIMATBHBIX JTOKYMEHTOB, TOPSIOK €ro
pa3paboTKHu.

Yyer u odopmieHne OyMaXKHBIX U 3JIEKTPOHHBIX
HOocHUTENeH  KOH(QHUACHUUATbHOW  HH(MOpMAaLUU.
Buibl 51eKTpOHHBIX HOCUTENNEH KOH(PUICHIINAIb-
HOM uH(popMmaiu. PermamenTupoBaHue A0CTyIa K
MEPCOHAIBHBIM KOMIBIOTEPAM, UCIIOJIb3YEeMbIX IS
00paboTKH KOHOHUACHIMATHHOH HWHPOpPMALUHU; a
TaKKe K AJIEKTPOHHBIM HOCHUTEIISIM
KOH(UICHIMATLHOW HWHDOPMAIMH, XPaHSIIMCS
BHE KOMITBIOTEPA.

TpebGoBaHus K COCTaBICHUIO, ODOPMIICHHIO U YUETY
YEepHOBUKOB,  IMPOEKTOB  KOHGUACHIHUATIHHBIX
JIOKYMEHTOB.

OcoOennoctu odopmiieHUss KOHPUACHIUATBHBIX
JOKYMEHTOB. PeKBU3UTHI, HICHTUDUIUPYIOIINE
JOKYMEHTHI, coziepIKaIue uHpOpMAIHIO,
COCTABIISIIONIYI0 KOMMEPUYECKYI0 H  CIYXeOHYIO
TaiHBI KaK JOKyMEHTBI OTPaHUYEHHOTO JOCTYyTIA.

Opranuzanus  KOH(pUIEHIHUATBHOTO

JIOKyMEHTO000pOTa

Onpenenenne  TOHATUA  «KOH(HIEHIIUAIBHBII
TOKYMEHTO000poT». [IpuHIMIBI  paloHaIbHON
OpraHu3aIi KOHPHUISHIIUATBHOTO JOKYMEHT0000
porta. CTpyKTypa U XapaKTepUCTUKa TOKYMEHTOIO-
TOKOB.

Cucrema  goctyna K  KOH(HICHIHAIbHBIM
nokymeHTaM. OCHOBHBIE 33/Ia4ll CUCTEMBI JIOCTYTIA.
[TomHOMOYMST TOJKHOCTHBIX JIMIL 1O Pa3perieHuto
JocTyna K KOH(MUICHIHMAIBHBIM  JTIOKyMEHTaM.
[Topsimox odopmieHus: paspemieHuid Ha JOCTYyI K
KOH(UICHIINATEHBIM TOKYMEHTaM.

OrnpeneneHne MOHATUNH «y4eT JOKYMEHTOB» U
«pEerucTpamnusi JTOKYMEHTOB, IPaBOMEPHOCTh WX
UCIIOJIb30BaHUsl B 00JIaCTH KOH(UIEHIMAIBLHOTO
JenonpousBocTea. Llenmn, Buapl U crocoObl ydera
KOH(PUICHIIMAIBHBIX ~ JOKYMEHTOB. YYeT Kak
OCHOBHOE CpPEJICTBO 00eCledYeHHs] COXPAHHOCTH
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KOH(I)I/I,Z[GHL[I/IELHBHBIX JOKYMCHTOB. ITonsTue
«HU3JaHHbIC KOH(bI/II[eHI_II/IaJIBHBIe JOKYMCHTBD> U
TCXHOJIOTHUA HUX Y4CTa. OCOOCHHOCTH TEXHOJOTIMH
yucTa BXOAAIUX KOH(I)I/II[CHI_[I/IaJIbHBIX JAOKYMCHTOB.

Kpurepun nepeBoja KOH(UICHIINATBHBIX
JIOKYMEHTOB Ha BbIJIEJICHHOE XpaHeHue.
Texnonorus yuera KOH(UICHIIMATBHBIX

JIOKYMEHTOB BBIJIEICHHOI'O XPAHEHUSI.
[IpueM, mnpoxoxkaeHHE U IOPSINOK MCIIOJHEHUS
BXOAAIIUX KOH(i)I/II[eHI_II/IaJILHbIX AOKYMCHTOB.
IlepBruunas o0paboTka. IIpensapurenbHOe
paccmoTpenne. PaccMoTpenne KoH(DUIESHITMATBHBIX
JIOKYMEHTOB PYKOBOJICTBOM YUPEKACHUS.
HanpaBnenue KoH(UIEHINAIBHBIX TOKYMEHTOB Ha
UCIIOJIHEHHE.

OcobenHoctu OpraHu3alyu UCTIOJIHEHUS
KOH(QHIEHIIMATIBHBIX  JOKYMEHTOB. [Topsnok
OTHPpaBJICHUA KOH(l)I/IIICHHI/IaJII)HI)IX AOKYMCHTOB.
OpraHmauHs{ JABUKCHU S BHYTPCHHHUX
KOH(HIECHIIMATIBHBIX JOKYMEHTOB. OpraHu3anus
JBUXCHUA KOH(l)I/IIIGHHI/IaJII)HI)IX AOKYMCHTOB
BBIJICJIEHHOTO XpaHEHHUS.

OcoOeHHOCTH ~ OpraHu3alid ¥ TEXHOJIOTHH
KOHTPOJSL ~ MCIOJHEHHS  KOHQUAECHIHAIbHBIX
JIOKYMEHTOB.

CI/ICTeMaTI/BaI_II/IH " XPAaHCHUC
KOHq)I/II[eHI_[I/IaHBHLIX JAOKYMCHTOB B
ACJIOIMPONU3BOACTBE OpraHu3aluu

Homenknatypa KOHQUACHIMANBHBIX J€T  Kak
COCTaBHAsA 4YaCTb CUCTEMbI JOCTYIIA K JOKYMCHTAaM.
Ocobennoctu COCTaBJICHUS HOMEHKJIaTypBl
KOHQUIeHIMaIbHBIX  Jen.  DopMupoBaHME U
odopmiieHre KOH(PUICHIIMATIBHBIX Je]l.

IMonroroBka KOH(UIEHINANBHBIX JOKYMEHTOB JJIS
nepeAayd B apXUB  OpraHusauuu. EQuHCTBO
HOPMAaTUBHO-METOJUYCCKHUX n TCOPECTUICCKUX
OCHOB IMPOBCACHUA OKCIICPTHU3BI IIEHHOCTHU
06HI€I[OCTy1'IHBIX n KOH(l)I/I)ICHIII/IaJ'II)HI)IX
JTOKYMEHTOB.  OCOOEHHOCTM  OpraHM3ali U

IMPOBCACHU A OKCIICPTU3BI OCHHOCTHU
KOH(bI/I,Z[CHI_II/IaJ'IBHBIX JOKYMCHTOB. HOpH)IOK
COCTaBJICHUA n O(bOpMJ]CHI/ISI omnmucei

KOH(UICHIIMATBHBIX JeTT.

Hoodopmuenue KOH(PUACHITHATHHBIX Te.
[Topsimok mepenaunt KOH(PUIASHIIMATBHBIX [T B
apXUB OpraHU3alHH.
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[TonATHE  «YHHUYTOXEHHE  KOHQUACHIMAIBHBIX
JIOKYMEHTOBY. OcobenHoctu [IOATOTOBKH
KOH(HICHIIMATBHBIX TOKYMEHTOB K YHUUTOKEHHIO.
TpeboBanus K TEXHUYECKUM cpencTBam
YHUYTOXKEHHUS TOKYMEHTOB.

7. TpebGoBanusi K TMOMEHICHUSIM  TOJpa3AeseHuit
ObecrnieyeHne COXpaHHOCTU 1 KOH(MUICHIIMATLHOTO  JEIIONPOU3BOJACTBA U K
KOH(UICHIMATLHOCTH JIOKYMEHTOB CITy’)KEOHBIM ITOMEILEHHUAM UCIIOJIHUTENEH, paboTaro
[IUX C KOHPUICHIUATHHBIMU JTJOKYMEHTAMH.
VYcnoBust Tpyna, opraHuzanus u 00OpYyJOBaHUE
pabounx ™ect. [lopsmok odopmileHUs IOMmycKa
pabOTHMKOB K KOMMEpPUYECKOl U  CIy»KeOHOMH
TallHaM 1 00y4YeHHUs MpaBuiiaM paboThl ¢ KOHPUICH
[UATBHBIMU JIOKYMEHTAMH.

PernamentupoBanue mopsaka —oOpaiieHuss ¢
KOH(UICHIIMATLHBIMHA JIOKYMEHTaMU KaK CPEJICTBO
o0ecrieyeHns X COXPAHHOCTU U IPEIOTBPAICHHS
YTEUKH CcoJepKameiics B HHUX WHPOpMAaIUH.
Peanm3zanus cucremsl focTyna K KOH(UICHIINAIb-
HbIM JoKyMeHTaM. [IpaBuna paboThl mepcoHana c
KOH(UICHIIMATBHBIMUA TOKYMEHTaMU Ha OYMa)KHBIX
Y DJIEKTPOHHBIX HOCHUTEISX

[TpoBepku HAIUYUs KOH(UICHIMATBHBIX
JOKYMEHTOB KaK Ba)XHOE CpPEJCTBO OOecreueHus
KOHTPOJIS 32 UX COXPaHHOCThI0. HasHavueHue, BUIBI
W TIPUHIMIBI TPOBEICHUS TPOBEPOK HAITMUHS
KOH(UICHIIMATLHBIX JJOKYMCHTOB

4 Oopa3oBaTesibHbIE TEXHOJIOTHH

Jlns npoBeieHNs y4eOHBIX 3aHATHH MO JUCIUILIMHE UCTIOIB3YIOTCS pa3InuHble 00pa3oBaTeIbHbIE
TEXHOJIOTUH. {51 opraHu3anuu y4yeOHOro mpolecca MOXeT ObITh MCIIOJIb30BAaHO 3JIEKTPOHHOE
oOydeHune U (UI1) JUCTAaHIIMOHHBIE 00pa30BaTeNbHbIE TEXHOIOTHH.

5 OueHka IVIAaHUPYEMBbIX Pe3yJbTATOB 00y4eHHs
Texymmii KOHTPOJIb OCYIIECTBIIAETCS B BUJIE OLCHOK KOHTPOJIBbHBIX PA0OT U 3alaHUH Ha

NpakTU4YecKux 3aHiaTusix. KonrponbHas pabora Nel BhIsABISET 3HAHHE PABOBBIX U
OpraHU3aIMOHHBIX OCHOB Pa0OThI C KOH(UACHIMAIBHBIMU JTOKYMEHTAMH M OLIEHUBAETCS 110 8
0a1oB, KOHTpOsIbHAs padoTa Ne 2 rmoka3bIBaeT 3HaHUS CTYAEHTOB IO BOIIPOCaM OpraHu3aluu
paboThl ¢ KOHPUACHINATBHBIMU JOKYMEHTAMH U BBISBIISIET TOTOBHOCTD CTYJIEHTOB K

HpaKTI/I‘{CCKOﬁ pa60Te, OLICHUBAETCS 10 7 OamtoB. MakcumaiabHast OIICHKA BBINTOJITHCHUA
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KaXJI0T0 MMPAKTHUYECKOT0 3a7aHus — 5 0aJIOB, BBICTYIUIEHUS Ha ceMHHapax - [IpomekyTouHbIi
KOHTPOJIb 3HAHUH MPOBOAUTCS B JOPME UTOTOBOM KOHTPOJIBHOM pabOTHI M orieHnBaeTcst 10 40
0auIoB.

B pesyinbrare TeKylero 1 NpoMeKyTOYHOrO0 KOHTPOJIS 3HAHUM CTYIEHTBI [TOJIy4atoT

COOTBCTCTBYIOIIYIO UTOTOBYIO OLICHKY.

5.1 Cucrema oneHUBaHUA

dopmMa KOHTPOJIA Makc. KOJIMYeCTBO
0aJI10B
3a oxny Bcero
padory
Texynui KOHTPOJIb:
- KoumpoavHasn paboma Ne 1 8 6annos 8 6annos
- KoumponvHasa paboma Ne 2 7 6annos 7 6annoe
- 8bINONHEHUEe NPAKMUYeckux 3a0anutl (memot 1-7) 5 6annos 45 b6annos
[IpomexxyTouHnas arrecrauus 40 6annos
(nucvmennbvlll oOmeem Ha 4 éonpoca 6 popme 3auema c
OYeHKOlL)
HToro 3a cemectp (Qucyuniuny) 100 6annos

[Tonmy4yeHHBIH COBOKYIHBIH pE3yIbTaT KOHBEPTHPYETCS B TPAIUIIMOHHYO KAy OIICHOK U B
HIKaTy OIIEHOK EBporieiickoii cucteMsl iepeHoca 1 HakoruieHus kpeautos (European Credit
Transfer System; ganee — ECTS) B cOOTBETCTBHH ¢ TabJIUIIEH:

100-6anmpHas TpammonHas mxana [kana
IKanza ECTS
95 -100 A
8394 OTIIMYHO B

68 — 82 XOpoLIOo 3a4TEHO C

56 — 67 D
5055 yIOBJIETBOPUTEIHHO E
20-49 FX
0_19 HEYJIOBIIETBOPHUTEIHHO HE 3a4TEHO =

5.2 Kpurtepuu BbICTaABJI€HHS OLEHKH MO JUCHHUILINHE

Bamsr/ Ornenka 1o Kpurepuu oneHkn pe3yabTaToB O0OyYECHHS 10 TUCITUTIIINHE
lkama ECTS | gucuumninge

100-83/ «OTIUYHOY BricTaBmisiercs o0yJaromemMycsi, €Cli OH TITyO0Ko u

AB IIPOYHO YCBOWJI TEOPETUYECKUN U MMPAKTHYECKUI
MaTepHall, MOKET MPOJIEMOHCTPUPOBATH 3TO HA 3aHATUAX U
B XO0JI€ IPOMEKYTOUYHOM aTTECTAIIHH.

OOyuaromuiics HCUEPIBIBAIOLIE U JTOTMYECKH CTPOITHO
M3JIaraeT yueOHbI MaTepHall, YMEET YBSI3bIBATh TEOPHUIO C
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Bamnel/
Ixama ECTS

Ormenka 1o
IUCLIUILINHE

Kputepun onieHkH pe3yinbTaToB 00yUeHHs 110 TUCIUIUTHHE

MPAKTUKOH, CIIPABIISIETCS C PEIICHUEM 3ajad
npodeccnoHabHOM HAIIPABICHHOCTH BHICOKOTO YPOBHS
CJIO’)KHOCTH, MPABIJILHO 00OCHOBBIBACT MTPHHSATHIC
pelICHHUS.

CB0OOIHO OPUEHTHPYETCS B yUeOHOH U
npoeCCUOHATILHOM JITepaType.

OrneHka o JUCIHUILTAHE BBICTABIISIOTCS 00ydaromeMycsi ¢
y4€TOM pe3yJIbTaTOB TEKYIIEH 1 MPOMEKYTOUHOU
aTTeCTalUu.

Komnereniuu, 3akperniéHHble 3a AUCIUTIIMHOH,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKHIIY.

82-68/

«XOpouio»

BeicraBisercs o0yuaromemycs, €Cii OH 3HaeT
TEOPETHYECKUHI U MPAKTUYECKUN MaTEpHUaJl, IPaMOTHO U 110
CYILLECTBY M3JIaraeT €ro Ha 3aHATHSAX U B XOZE
MIPOMEKYTOYHON aTTECTAllMU, HE JOIYCKasl CYyLIECTBEHHBIX
HETOYHOCTEH.

OOyyaromuiics MpaBUJIbHO IPUMEHSAET TEOPETUUECKUE
II0JIO’KEHHUS IIPY PELICHNUN IPAKTUYECKUX 3a7a4
npoeCCHOHATLHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOUMBIMHU U1 TOI'0 HABBIKAMU
U IpUEMaMH.

JIOCTaTOuHO XOPOIIO OPUEHTHPYETCS B yUeOHOH U
npoeCCHOHATILHOM JInTepaType.

OneHka 1o JUCHHUIUIMHE BBICTABISAIOTCS 00yYaromeMycs C
y4E€TOM PE3yNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTaluu.

Komniereniuu, 3aKkpeni€éHnble 3a JUCUUTITMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIUM».

67-50/
D,E

«YIIOBJIETBOPH-
TEJILHO»

BrictaBnsiercst o0yuaromemMycs, eciiu OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUI U PAKTUYECKUI MaTepuall,
JIOTTYCKaeT OT/JEJIbHbIE OMIMOKH MPH €T0 U3JI0KEHNUU Ha
3aHATHSX U B XOJI€ IPOMEKYTOUHOM aTTECTALUH.
OOyyaromuiics UCIBITHIBAET ONPEICIEHHBIE 3aTPYAHEHUS
B IPUMEHEHUH TEOPETUUECKUX TOJI0KEHUH TPU PELICHUH
MPaKTUYECKHX 3a71a4 Npo(dhecCHoHaATbHOM HallPaBIEHHOCTH
CTaHIapTHOI'O YPOBHS CII0KHOCTH, BJIAZIEET
HEO0OXOUMBIMHU ISl 3TOTO 0Aa30BBHIMHM HAaBBIKAMU U
IIPUEMAMH.

JleMOoHCTpUpYyEeT JOCTaTOYHBIM YpOBEHb 3HAHUS yU4eOHON
JIUTEPATYyPHhI 110 TUCLUIIINHE.

OneHka no JUCHUILIMHE BBICTABISIOTCS 00ydaromemMycs ¢
y4E€TOM PE3YJIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalUU.

Komnerenuu, 3akpeni€HHuble 3a AUCUUTIIMHOM,
c(hopMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBII.

49-0/
F,FX

«HCYAOBJICTBOPHUTC
JIBHO»

BricTaBisiercs oOy4aromneMycsi, €Cli OH He 3HAeT Ha
0a30BOM ypOBHE TEOPETUUECKHUI U MPAKTUICCKUN
MaTepua, JOMycKaeT rpyOble OmMOKH MPH €ro
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Bannsl/ Onenka no Kputepun onieHkH pe3yinbTaToB 00yUeHHs 110 TUCIUIUTHHE
Ixana ECTS | gucuuniuge

W3JI0)KEHUH Ha 3aHATHSAX U B X0/ IPOMEXYTOUHON
aTTeCTAllHH.

OOyyaronuiicsi HCIIBITHIBAET CEPbE3HBIE 3aTPYIHEHUS B
MPUMEHEHHH TEOPETUYECKUX MOJI0KEHUH MPH PeLICHUN
MPaKTHYECKHX 3a]1a4 MPO(EeCCHOHANBHON HAIPABIEHHOCTH
CTaH/IapPTHOT'O YPOBHSI CIIOKHOCTH, HE BIIaJICET
HEOOXOMMBIMH YIS ATOTO HaBBIKAMU M TPUEMaMHU.
JleMoHCTpHpYET (pparMeHTapHbIC 3HAHUS Y4eOHOM
JUTEPATYPhI 1O AUCIMILUIAHE.

OueHka 110 JUCHUILIMHE BBICTABIISIOTCS 00yUaromeMycst ¢
y4ETOM PEe3yJIbTaTOB TEKYIIEH M MIPOMEKYTOUHOM
aTTeCTAllHH.

KommeTeHm Ha ypoBHE «I0CTATOUHBINY, 3aKPEIUIEHHBIE
3a AMCUMUIUIMHOW, HE CHOPMHUPOBAHEI.

5.3 OueHouyHbIe cpeacTBa (MaTepHAJIbI) JAJIl TEKYLIEr0 KOHTPOJIS
yCIIeBA€MOCTH, IPOMEKYTOYHOM aTTeCTAIUM 00Y4AIOLIUXCS 110

JAUCHHUIIJIMHE
Ipumepnvie 6onpocwl K KOHMpOILHOU pabome Nel:

1. IlpaBoBo€ peryaMpoBaHUE OTHOIICHUM, CBSI3AHHBIX C YCTAHOBJIICHHEM, HU3MEHEHHEM U
HpeKpalIeHueM pexkuMa KOMMEPUYECKOH TaifHbI.

2. Iopsimok obOpameHust co ciry:keOHOH MH(pOpPMaIell OrpaHMYSHHOTO PACIPOCTPAHEHUS B
@enepanLHHx OopraHax BJIACTHU U NIOJABCAOMCTBCHHBIX UM OpPraHu3alugx.

3.0cobeHHoCTH IPaBOBOTO peryImpoBaHus uH(popmManuu, COCTaBJISIOLIEH
npodeCcCHOHATIBHYIO TalHY.

4, OpFaHI/BaHI/IOHHHe 1 TEXHOJOTHYECKHE 0COOCHHOCTH KOHq)I/I)IeHI_II/IaJ'IBHOFO

ACJIOMPOU3BOJACTBA

5. [lonsTie u 3a1auu KOHQUACHINATIBLHOTO JIEIONPOU3BOACTBA. [I[pUHIIMIIBI €r0 OpraHu3alun
u cepa nesTeaIbHOCTH

6. Coz[epxcaHHe MMOHATHA «OpraHu3anus I(OH(I)I/II[GHI_II/IEUIBHOFO ACJIOIIPOU3BOACTBA»

IlpumepHvie onpocwvl k KoHmpovHOU pabome No2:
1.HomeHnknartypa e Kak COCTaBHasi 4aCTh CUCTEMBbI JIOCTYTa K KOH(PHUICHIIMATbHBIM
nokymeHTaM. OcoOEHHOCTH €€ COCTaBIEHHS U 0POPMIICHHUS.
2. OcobGenHoctu popMUpoBaHUS U OPOPMIICHUS KOH(UIECHIINATIBHBIX Je]l.
3. Tlopsimok MOATOTOBKH M Nepeaadn KOH(QUACHITUATBHBIX JIE]T B apXUB OpTaHU3aluU
4.TpeboBaHus K OpraHu3aliy padoThl M0 YHUUYTOKEHUIO KOH(PUICHIIMATbHBIX JOKYMEHTOB

5. HOp}IIIOK 0T60pa 1 TCXHOJIOTHUA YHUUYTOXCHUA KOH(I)I/I,Z[CHL[I/IB.J'IBHBIX JOKYMCHTOB
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6. Pexxum xpaneHust KOHOUICHIIMATBHBIX JIOKYMEHTOB

Cnucox BOIIPOCOB AJIsd l'[pOMQ)KyTO'lHOi;I aTTeCTallui 10 JTMCHMIIJIMHE:
1. I[aTb XapaKTCPUCTUKY OCHOBHBIX HOPMATHBHBIX IIPpaBOBBIX AaKTOB B obnactu

KOH(HICHIIMATIHHOTO IETONPOU3BOJICTBA.

2. Kakum o00pa3oM OCYIIECTBIISIETCS MPAaBOBOE pETyJIMPOBaHHE KOH(DUICHINATBHOMI
uHpopMaLuu (Ha mpuMepe: NepCOHAIbHBIX JJaHHBIX, KOMMEPYECKOH TalHbl, ciay»keOHOW TaliHbl,
npod)eCCHOHAIBHON TalHBI | JIP.)

3. Ilepeuens uH(pOpMAIH, COCTABIISAIONICH KOMMEPUECKYIO TaliHy (1IeJb pa3paboTKu, ero
Ha3Ha4Y€HHE U NOPSAJOK pa3paboTKH)

4.Ilepeuenp wH(pOpPMAIMK, COCTABIAIONICH CIy)XKeOHYI0 TalHy (1edb pa3pabOTKH, €ro
Ha3HauYEHUE U MOPSIOK pa3pabOTKH)

S5.IlepeyeHp W3MAHHBIX KOHOQUACHIMAIBHBIX JOKYMEHTOB (IleNb pa3pabOTKH, ero
Ha3HAYCHHE U MOPSAO0K pa3padOTKH).

6. TpeboBaHus K OpraHu3alMy KOHPUIECHIMATIBHOTO JEJIONPOU3BOJCTBA B YUPEKICHUH.

7. OcoOeHHOCTH TOKYMEHTHPOBAHUS KOH(PHUACHIUATHHON HHPOPMALIUH.

8.Yuer KoH(UIEHIMANBHBIX JOKYMEHTOB KaK OCHOBHOE CPEICTBO OOECHeueHHsl HX
COXPAHHOCTH.

9. TpeboBaHus K OpraHU3aMH 3aLIMIIEHHOTO JOKYMEHTO000pOTa B YUPEIKICHHH.

10.Cucrema goctyna K KOH(pHIECHIMAIbHBIM JOKYMEHTaM KaK OCHOBA Ul OpraHU3aluu
JBYKEHUS! KOH(DUICHIIMAIBHBIX JIOKYMEHTOB B YUPEKICHHUH.

11 Knaccuduxamuss u  cucTeMarus3alus  KOHQHUIECHUMANbHBIX  JIOKYMEHTOB B
JIeNIOTIPOU3BOICTBE OPTaHU3AIHH.

12.0co0eHHOCTH XpaHEHUs KOH(UIEHLIUAIbHBIX JOKYMEHTOB B JI€JIONPOU3BOJICTBE
OpraHu3aIuHg.

13.TpeboBanusi Kk OOECIEUCHHIO COXPAHHOCTH W KOH(PHIECHIMATBHOCTH ITOKYMEHTOB B
JIeNIOTIPOU3BOICTBE OPTaHU3AIHH.

14. TTopsinok oOpalleHns: UCTIOJIHUTENEH ¢ KOH(PUIEHIIMATbHBIMU JJOKYMEHTaMHU.

15.Ha3navenue, BUABI ¥ IPUHIUITBI TPOBEICHUS TPOBEPOK HATHYMS KOH(HICHIIHATHHBIX
JIOKYMEHTOB.

16.MHCcTpyKIMS 10 KOH(HUAESHIIMATLHOMY JEJIONPOU3BOACTBY KaK OCHOBHOM JOKYMEHT,
perIaMeHTUPYIOLIUH MOPSAAOK 3aIUTHI U 00PaOOTKH TOKYMEHTOB B YUPEKICHHUH.

17.0cHOBHBIE HampaBJi€HHs] COBEPILIEHCTBOBAHHUS TEXHOJOTHUH 3alUThl U 00pabOTKU

KOH(bI/IHeHHI/IaIII)HI)IX JOKYMCHTOB
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6 VYueOHO-MeToaAMUYECKOEe U HH(OPMAITMOHHOE O00ecTieYeHUue TUCUUTIIMHBI

6.1 Cnmucok HCTOYHUKOB M JIUTEPATYPbI
HUcTouHuku

OcHoBHBIE
®enepanbublil 3akoH ot 27 utoist 2006 r. N 149-03 "O6 unpopmanmu, nHGOPMAITHOHHBIX

TEXHOJIOTHAX U O 3a1uTe HHhopMaruny. [ DneKTpoHHBIH pecypc]// CripaBOYHO-TTOMCKOBAS
cucreMa «Koncynprantllirocy. URL:
http://www.consultant.ru/document/cons_doc_LAW_6179/

®enepanbhblil 3ak0H 0T 27.07.2006 Ne 152-®3 «O nepcoHaJIbHBIX JaHHBIX». [DIEKTPOHHBIN
pecypc]/ CupaBouno-monckoBasi cucrema «Koncymnprantllmroc». URL:www.consultant.ru »
document » cons_doc_ LAW _ 61801/

®enepanbhblil 3ak0H 0T 29.07.2004 Ne 98-D3 «O koMMepueckoi TaitHe». [DIeKTPOHHBII
pecypc]// CnpaBouro-nionckoBast cuctema «Koncymsrantlhrocy.

URL:http://www.consultant.ru/document/cons doc LAW 48699/

3akoH Poccuiickoit ®eneparuun ot 21.07.1993 Ne 5485-1 «O rocynapCTBEHHOW TailHE.
[DnexTponHsIit pecypc]// CnpaBouno-tiorckoBast cuctema «KoncynerantlImrocy. URL:
http://www.consultant.ru/document/cons_doc_LAW 2481/

Va3 [Ipesunenta P® ot 06.03.1997 Ne 188 «O6 ytBepxkaenuu Ilepeuns csenenuit
KOH(UISHIMALHOTO XapakTepay. [DnekTpoHHbIH pecypc]// CrnpaBOoYHO-IIOMCKOBAsi CHCTEMa
«Koncynprantllmtocy. URL: http://www.consultant.ru/document/cons_doc LAW 13532/

Vka3 [Ipesunenta P® ot 30 HosiOpst 1995 1. Ne1203 «O6 yTBEpKIeHNHU NIEpEUHsI CBEIEHUH,
OTHECEHHBIX K TOCYJapCTBEHHOM TaiiHe». [DnexTpoHHbIH pecypc]// CrpaBouHO-TOMCKOBas
cucrema «Koncynprantllmocy. URL:
http://www.consultant.ru/document/cons_doc_LAW 8522/

[TocranoBnenue IlpaButenbctBa PO ot 03.11.1994 Ne 1223 «O06 ytBepxkaenuu Ilonoxenus o
MOpsIIKE OOpallleHusi CO CIy>KeOHOM HH(pOpMalMe OTpaHWYEHHOTO  PACHpOCTpPaHEHUs B
denepanbHBIX OpraHax HCIOJHUTEIBHON BIACTH YIMOJHOMOYEHHOM OpraHe YIpaBJICHUS
UCMOJIb30BAaHUEM AaTOMHOM SHEPrUM U  YNOJIHOMOYEHHOM OpraHe 10 KOCMHYECKOH
JESATETLHOCTH. [DnexTpoHHbII pecypc]// CrpaBoYHO-TIOUCKOBAs cucremMa

«Koncynsrantllmoc». URL: http://www.consultant.ru/document/cons_doc_LAW_54870/

JlonmosHuTEIbHBIE


http://www.consultant.ru/document/cons_doc_LAW_48699/
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I'paxxnanckuii kogekce Poccuiickoit deneparuu (dacte 4). [DnexkTpoHHbIH pecypc]// CripaBo4HO-
[IOMCKOBAas cucrema «Koncynprantllntocy. URL:
http://www.consultant.ru/document/cons_doc_LAW_64629/

®enepanbubiii 3akoH 0T 09.02.2009 Neo 8-D3 «O6 obecneyeHHM IOCTyma K WH(OpManuu o
NESTENIbHOCTH  TOCYJApCTBEHHBIX OPraHoB M OpPraHOB  MECTHOTO  CaMOYTPAaBJICHHS.
[OnexTponnsiii  pecypc]/ CnpaBouno-mouckoBasi cuctema «Koncynerantllirocy. URL:
http://www.consultant.ru/document/cons_doc_LAW_ 84602/

[Ipuka3z denepanbHOoro apxupHoro areHTcTBa OT 11.04.2018 Ne 44 «OO6 yTBepkaeHUU
[IpumepHO MHCTPYKIMM 10 JEJIONPOU3BOJICTBY B TOCYJAPCTBEHHBIX OpraHU3aLUSAX).
[OnexTponnblii  pecypc]/ CnpaBouno-mouckoBas cuctema «Koncynerantllmrocy. URL:
http://www.consultant.ru/document/cons_doc_LAW 305137/

[Tpuka3 MunuctepctBa P® no nHamoram u cbopam ot 03.03.2003 Ne BbI'-3-28/96 "OG6

YTBEPXKICHUH TOPSIKA JOCTyNa K KOH(PHICHIMAIbHONH WH(OPMAIMU HAJOTOBBIX OpPraHoB'.
[DnexTponHsIit pecypc]// CnpaBouno-niorckoBast cuctema «KoncynerantlDmrocy. URL:

http://www.consultant.ru/document/cons_doc_LAW 41541/

Jlureparypa

OcHoBHas
KonduaenmmanbHoe AeI0MpOU3BOACTBO U 3aUTUIICHHBIM AJIEKTPOHHBIA  JTOKYMEHTOOOOPOT :
[yuebnuk] / H. H. Kynsies, A. C. Jemymkun, T. B. Konnpamosa, A. I'. ®abpuyHoB ; moja oom.
pen. H. H. Kynsesa. - 2-e usa., mepepab. m mon. - Mocksa : Jloroc, 2013. - 497 c.
OpraHu3alliOHHOE W TPaBOBOE OOecneYeHre WH(POPMAIMOHHOW OE30MacHOCTH : YYEOHHK U
npaktukyMm st By30B / T. A. Tonskosa, A. A. Ctpenbiios, C. I'. UyOykosa, B. A. Huecos ; mox
penakuueit T. A. TTonskosoit, A. A. CtpensiioBa. — Mocksa : U3natensctso HOpaiit, 2020. —
325 c. — (Boiciiee obpazoBanue). — ISBN 978-5-534-03600-8. — TekcT : anexTpoHHsbIi // 9BC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/450371

JlonmostHuTEAbHAS

beikoBa T.A. JIokyMeHTalIMOHHOE 00eCTIeYeHUE yIIpaBIeHHUs (ICTTONMPOU3BOICTBO)
[DnexTpoHHBIH pecypc] : yuebHoe mocodue / T. A. beikoBa, T. B. Ky3Henosa. - 2-e u3.,
nepepad. u jgorm. - Mocksa : Uadpa-M, 2018. - 304 ¢. — Pexxum noctyna: URL
http://znanium.com/go.php?id=942800



http://www.consultant.ru/document/cons_doc_LAW_305137/
https://urait.ru/bcode/450371
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6.2 IlepeueHb pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKALIMOHHOM ceTH
«HHTEepHET»
- l'apanT [OnektponHblil pecypc]. — OnekTpoH. gaH. — M., cop. 2013. — Pexxum nocryna:

http://www.garant.ru.

- Koncynprant Ilmtoc [DnekTpoHHBIN pecypc]. — DnekTpoH. naH. — M., cop. 2013. — Pexum

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

6.3 IIpodeccuonaibHbie 6a3bl JAHHBIX U HH(YPOPMAIHOHHO-CIIPABOYHbIE
CHCTEMBI

Hoctyn k npodeccuonanbHbIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases

I/IH(l)OpMaHI/IOHHI)IC CIIpaBOYHbLIC CUCTCMBI:

1.
2.

Koncynsrant [lnroc
lapant

7 MartepuajibHO-TeXHHYECKOe o0ecnevyeHne TUCIUNINHbI

Aynuatopuu IS IPOBEACHIS JICKIIHIA i CEMUHAPCKUX 3aHATUH C TEXHHYECKUMU CPEICTBAMU
o0y4deHus (MyJIbTUMEIUA-TIPOCKTOP (BUACOMPOEKTOP), IKpaH (MIEPEHOCHOM MIIH CTallMOHAPHBII)),
KOMIIBIOTEPHBIN KJIacc JUIsl POBEICHUS JTA00PATOPHBIX 3aHSATHH.

1. Ilepeuens I1O

Nert Haumenoanue [10 [IpousBoauTenn Cnoco6
/m pacrnpocTpaHeHUs
(ruyenszuonnoe unu
c60000HO
pacnpocmpamsiemoe)
1. Adobe Master Collection CS4 Adobe JUIEH3HOHHOE
2. Microsoft Office 2010 Microsoft JIMIICH3HOHHOE
3. Windows 7 Pro Microsoft JUIEH3MOHHOE
4. Microsoft Office 2013 Microsoft JIALIEH3UOHHOE
5. Windows 10 Pro Microsoft JUIEH3MOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JINIeH3HOHHOE
8. Zoom Zoom JINIIEH3UOHHOE
2. Hepeyens B/{u UCC
Nerr HanmenoBanue
/m
1 | MexnayHaponHbie pedepaTuBHble HaykomeTpudeckue bJl, mocTymHbie B paMkax

HaITMOHAJILHOM moamucku B 2020 1.
Web of Science
Scopus
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2 | IIpodeccuonanbubie noaHoTekcToBbIe BJI, MOCTYyMHBIE B paMKaxX HAIlMOHAILHON
noamucku B 2020 r.

Kypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuansr Taylor and Francis

3 | [Ipodeccrnonanbubie momHOTEKCTOBBIC B/]

JSTOR

W3 1anus o o0IIeCTBEHHBIM U TYMaHHTAPHBIM HayKam
DnexkrponHas oubaunorexa Grebennikon.ru

4 | KoMIbIOTEpHBIE CITPABOYHbBIC TPABOBBIC CUCTEMBI
Koncynsrant Iltoc,
I"apant

8 OobecneuyeHue 00pa3oBaTeJIbLHOI0 MPOIECCA IJIS JTUI] C OTPAHUYEHHBIMH

BO3MOKHOCTAMMU 310POBbSI U HHBAJIHUIA0B
B X0A¢ peam3anu JUCHUIIIIMHBI UCIIOJIB3YIOTCA CICAYIOMNUC TOITOJTHUTCIbHBIC
MCTOBI O6y‘leHI/IH, TCKYHICTO KOHTPOJISI YCIICBAEMOCTH U HpOMC)KYTOHHOﬁ aTTeCTalnnu
06yqa}0mnxca B 3aBUCUMOCTH OT UX MHAUBUAYAJIbHBIX 0COOEHHOCTEH:

® JUIS CIENbIX U CIa00BUISAIINX:
- JeKIUH O(OPMISIFOTCS B BHJE AIIEKTPOHHOTO JOKYMEHTa, JOCTYIMHOTO C MOMOIIBIO
KOMIIBIOTEpA CO CIELHUaIN3UPOBAHHBIM MPOTPAMMHBIM 00ECTICUeHUEM;
- TIMCbMEHHBIC 3aJlaHUS BBITIOJHSIOTCA HA KOMIIBIOTEpE CO CHEIUATU3UPOBAHHBIM
MPOrpaMMHBIM 00ecTiedeHUEM, UM MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM;
- o0ecrnieunBaeTCsl MHIUBUIyIbHOE paBHOMEPHOE ocBelieHue He meHee 300 srokc;
- Q7S BBINONHEHUS 3aJaHUsl MPH HEOOXOAMMOCTH IMPEIOCTABISETCS YBEIMYMBAIOIIECE
YCTPOMCTBO; BO3MOKHO TaK)K€ UCII0JIb30BAHUE COOCTBEHHBIX YBEITUUYHMBAIOIINX YCTPONUCTB;
- IUCbMEHHBIE 3a/1aHusl OPOPMIIAIOTCS YBEITMUEHHBIM HIPpU(TOM;
- 9K3aMEH M 3a4€T MPOBOSATCS B YCTHOM (hOpMe WM BBITIOJHSIOTCS B TUCBMEHHOU (hopme Ha
KOMIIBIOTEPE.
® IS TIIYXUX U CIa0OCTBIIIAIINX:
- Jekuuu OoQOpMIISIOTCS B BHUAE 3JIEKTPOHHOTO JOKYMEHTa, JUOO NpeaoCTaBiseTcs
3BYKOYCWJIMBAIOLIAs anmapaTypa UHIUBUIYAIbHOTO MOJIb30BAHMS;
- MUChbMEHHBIE 3aJ]aHUs BBITIOJHAIOTCS HA KOMITBIOTEPE B MUChbMEHHOH (hopMme;
- 9K3aMEH M 3a4€T MPOBOJIATCS B MUChMEHHOU (JopMe Ha KOMITBIOTEPE; BOZMOYKHO MPOBEICHNE
B (hopMe TECTHPOBAHUS.
e JUIs JIMI C HAPYIIEHUSIMU ONOPHO-/IBUTaTEILHOTO annapara:
- JeKIuu O(OPMIAIOTCS B BHUJE AJIEKTPOHHOTO JOKYMEHTa, IOCTYMHOTO C TOMOIIBIO
KOMIIBIOTEpA CO CIEHUAIN3UPOBAHHBIM IPOTPAMMHBIM 00€CIIEUEHUEM;
- TIMCbMEHHBIC 33JlaHUs BBINOJHSIOTCA Ha KOMIIBIOTEpE CO CHEUATN3UPOBAHHBIM
MIPOrpaMMHBIM 00eCIIeUeHUEM;
- 9K3aMeH ¥ 3a4€T MPOBOASATCS B YCTHOM (pOpMe UITH BBITIOTHSIOTCS B MTUChbMEHHOH (hopMe Ha
KOMIIBIOTEPE.
[Tpu HEOOXOMUMOCTH MPENYCMATPUBAETCS YBETTUUYECHNE BPEMEHHU ISl TOITOTOBKH OTBETA.
[Ipoienypa  mpoBemeHHs  MPOMEXKYTOYHOM  aTTeCTallud U1 OOYYarOIIHUXCs
YCTaHABIMBAETCS C YYETOM WX HMHAUBHUIYANbHBIX TCUXOPU3UUYECKUX OCOOSHHOCTEH.
[TpomexxyTouHast aTTecTalisl MOXKET IPOBOIUTHCS B HECKOJIBKO ATAIOB.
[Ipu mpoBeneHUN MPOLETYPHl OICHUBAHMS PE3YIBTaTOB OOyUeHUS MpeayCcMaTpuBaeTCs
WCIIOJIb30BAaHUE TEXHUYECKUX CPEACTB, HEOOXOAMMBIX B CBS3M C WHAWUBUIYUTBHBIMU
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0COOCHHOCTSIMHU 00YUArOIINUXCs. DTH CPEICTBA MOTYT OBITh MTPEOCTABICHBI YHUBEPCUTETOM, W
MOTYT HCIIOJIb30BaThCSl COOCTBEHHBIE TEXHUYECKHE CPEACTBA.

[lpoBeneHre TpOLEAYPHl OLCHWUBAHHUS  PE3yIbTATOB  OOYYEHHsS  JOIyCKAaeTcs ¢
UCTIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHA.

OGecneunBaeTcss AOCTyN K MH(GOPMAIIMOHHBIM M OMOIHMOrpaguIecKuM pecypcam B CETH
WutepHer Ui Kaxkaoro oOydaromierocs B ¢GopMmax, aJalTHPOBAHHBIX K OrPaHUYEHUSIM HX
3JI0POBBSI U BOCIIPUATHUS HH(DOpMAIUH:

® IS CJICTIBIX U CJIA0OBUISIIUX:

- B TICUATHON (pOpPME YBEITMYCHHBIM HIPUPTOM;
- B (hOpMeE IEKTPOHHOTO JJOKYMEHTA;

- B popme ayaunodaiina.

® Ul TIYXHX H CITa0OCIBIIIAIINX:

- B Ie4aTHOH opMme;

- B (hOpMe IJIEKTPOHHOTO JOKYMEHTA.

e Ui OOYYarOIIUXCS C HAPYIICHUSIMHU OMOPHO-IBUTATEIBHOTO arapara:
- B Ie4aTHOH opMme;

- B (hOpMeE IEKTPOHHOTO JOKYMEHTA;

- B (popme ayauodpaiina.

Y4eOHble ayUTOPUH JUIA BCEX BUIOB KOHTAKTHOW W CaMOCTOSITEIIBHON pabOThI, HAy4yHast
O0uOnMMoTeKa M MHBIE MOMEIICHUS sl 0OyYeHUs] OCHAIICHBI CIICIHAbHBIM 00O0pYyAOBAaHHEM U
y4eOHBIMH MECTAMHU C TEXHUYECKHMHU CPEACTBAMU O0YUCHUS:

® IS CJICTIBIX U CJIA0OBUISIIUX:

- YCTPOMCTBOM Uil CKaHUpOBaHUs U uTeHus ¢ kamepoir SARA CE;

- nucreeM bpaiins PAC Mate 20;

- npunTepoMm bpaits EmBraille ViewPlus;

® I TUIYXUX U CIa00CTBIIIANTNX:

- aBTOMATHU3MPOBAaHHBIM pPA0OYMM MECTOM JUISI JIFOJCH C HapyIICHHEM clilyXa |
cl1a00CIIBIIIAIINX;

- aKyCTUYCCKHI YCUIIUTENb U KOJIOHKH;

e I OOYYAIONINXCS C HAPYIIEHUSIMU OTIOPHO-/IBUTATEILHOTO afmapara:
- IePEIBIKHBIMHE, PETYJIMPYEMBIMH dproHOMHYeckumu napramu CHU-1,
- KOMIIBIOTEPHON TEXHUKOM CO CIIEUAIbHBIM IPOrPaMMHBIM 00€CTIEYEHUEM.

9 Metoauyeckue MaTepuasibl

9.1 IlnaHbl NPAKTHYECKUX 3AHATHM.
Ili1aHbl IPAKTHYECKUX 3AHATHI

Tema 1 (2 4.) CoBpemeHHass HOPMAaTHBHO-TIpaBoBasi ©0a3a KOH(PUACHIIMATHLHOTO
JIEJIONPOU3BOJICTBA

Llenp 3aHATHSA: H3y4eHHE HOPMATUBHBIX IIPABOBBIX AaKTOB B OOJIACTH  3alllUThHI
KOH(pHICHIIMATHHON HH()OpMAIIH.

dopma NpoBeICHNUS — OTBETHI HAa BOIPOCHI U 00CYKIEHHE MPEATI0KEHHBIX TPOOIEMHBIX
TEM.

BOHpOCBI JJIA O6cy)KIlCHI/I${I
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l.®enepanpabiii  3akoH  PD ot  27.07.2006 No 149-®3 «O6 wuHbopmaIuwy,
MH(POPMALIMOHHBIX TEXHOJIOTUSAX M O 3alluTe MHPOPMAIIUI» U OCHOBHBIE IPUHIIUIIBI IPABOBOTO
peryaupoBaHus B cdepe 3aiuThl HHPOPMALIUH.

2.0CHOBHbIE HaIpaBJIEHHUs IPABOBOIO pPETyJUPOBAaHMs OTHOLICHUH, CBA3AHHBIX C
YCTAHOBJICHHEM, U3MEHEHUEM U IIPEKpallleHUEM PeXUMa KOMMEPUECKOH TaliHbl B COOTBETCTBUU
¢ ®enepanpHpiM 3aKk0HOM P® o1 29.07.2004 Ne 98-D3 «O xomMMmepuecKoil TaliHe».

3.ITpaBoBOE peryiaupoBaHue ciykeOHOM nHPOpMALUMK OTPAaHUYEHHOTO PACIPOCTPAHEHUS
(ciy>xeOHas TaitHa).

4. Bunsl npodeccnoHanbHOM TaliHbl, 0COOEHHOCTH UX IIPABOBOI'O PErYIMPOBAHUS.

Cnycoxk UCTOYHUKOB:
®enepanbublii 3akoH ot 27 utoist 2006 1. N 149-03 "O6 unpopmanmu, nHGOPMAITHOHHBIX
TEXHOJIOTUSX U O 3aIuTe HHopMaumy». [I1eKTpoHHbIH pecypc]// CipaBOYHO-TIOMCKOBAsI
cucrema «Koncynpsrantllmroc». URL:
http://www.consultant.ru/document/cons_doc_LAW_ 6179/
®enepanbhblil 3ak0H 0T 27.07.2006 Ne 152-®3 «O nepcoHalbHBIX JAHHBIX». [ DIE€KTPOHHBII
pecypc]// CnpaBouno-niouckoBas cuctema «Koncynsrantllmtoc». URL:www.consultant.ru »
document » cons doc LAW 61801/
®enepainbhblil 3ak0H 0T 29.07.2004 Ne 98-D3 «O koMMepueckoi TailHe». [DIeKTPOHHBIH
pecypc]// CnpaBouno-niorckoBast cuctema «Koncynprantlhmrocy. URL:
http://www.consultant.ru/document/cons_doc_LAW 48699/
3axoH Poccuiickoit @enepanuu ot 21.07.1993 Ne 5485-1 «O rocynapcTBEHHOH TaliHE».
[DnexTponnsIit pecypc]// CripaBouno-monckoBas cucrema «Koncynprantllmoc». URL:
http://www.consultant.ru/document/cons_doc_LAW 2481/
Va3 [Ipe3unenta PO ot 06.03.1997 Ne 188 «O06 yrBepxxaenuu [lepeuns cenenuit
KOH(HIEHIIMATIBHOTO XapakTepay. [ NeKTpoHHbIH pecypc]// CipaBOYHO-TIOUCKOBAs CUCTEMA

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

Vka3 Ilpesunenta PO ot 30 HosiOps 1995 1. Ne1203 «OO yTBep:k/ieHNN NIEpEeUHs CBEIEHUH,
OTHECEHHBIX K TOCYJapCTBEHHOM TaiiHe». [DnexTpoHHbIH pecypc]// CrpaBouHO-TOMCKOBas
cucrema «Koncynpsrantllmroc». URL:
http://www.consultant.ru/document/cons_doc_LAW 8522/

[TocranoBnenue [IpaButensctBa PO ot 03.11.1994 Ne 1223 «O0 yTBepx’aeHUN

[Tonoxenus o mopsake odparieHus co cayke0Hoi HHpopMaLueil orpaHUYEeHHOTO
pacrpocTpaHeHus B (eiepalbHbIX OpraHax UCHOIHUTEIbHOM BIACTH YIIOJIHOMOYEHHOM

OopraHe€ ymnpaBJICHHUA UCITIOJIB30BAHHUEM aTOMHOM OHEPTHUU U YIIOJJTHOMOYCHHOM OPraHe 1mo


http://www.consultant.ru/document/cons_doc_LAW_13532/
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KOCMHUYECKOU JEATETLHOCTHY. [ DNEeKTpOHHBIN pecypc]// CripaBOYHO-TIOMCKOBAs CHCTEMa

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

Tema 3 (4 4.) JlokyMeHTHpOBaHHE KOHPUACHIIMAITHHOU HHPOpMaIIUK

Llenp 3aHATHS: W3Y4YEHHE OCOOCHHOCTEM JIOKyMEHTUPOBaHHS KOH(HUACHIHATHHON
uHpOpMaLnH.

dopma IPOBEJACHHUS — BBIIIOJIHEHUE MTPAKTUYECKUX 3aJaHUI

Samanus:

1. Ilpoananu3upoBaTh TMEpeuyHH HHPOPMAIUHM, COCTABISIOMIEH KOMMEpPYECKYI0 U
CITy)eOHYI0 TaifHBI OpPraHU3aIIHiA, BEIIBUThH OLTHOKHN B X COCTABJICHHH.

3. Pa3zpaboraTte TpOEKT TMepedHs W3AaBaeMbIX KOH(UICHIIMAIBHBIX JOKYMEHTOB
OpraHu3aIuy;

4. CocTaBUTh B TETPaAM YEPHOBUK KOH(PHUIECHIIMAIBHOTO [IOKYMEHTa, MPaBUIBHO
pacIoIOKUB  PEKBU3UTHI, COCTaBISIOMKE (GOPMYISIp JOKYMEHTa, a TaKke pPEKBU3UTHI,
HeoOXoauMble Ui U3JaHUs JOKyMeHTa. OCyIIecTBUTh YYeT 4YEpHOBUKA U IPOEKTa
KOH(UICHIIMATBFHOTO TOKYMEHTa B KapTOUKe (3KypHase) ydeTa U3JaHHBIX KOH(GUACHIIMAIbHBIX
JIOKYMEHTOB.

6. OdopMuUTh B TeTpa i KOHPHUICHIIUATBHBIN IOKYMEHT B COOTBETCTBHH C TPEOOBAHUSIMU
I'OCTa u TpeOoBaHUSAMU 3aIIUTHI HHPOPMAIIUH.

Yka3aHus 10 BBINOJIHEHUIO 3a/1aHU:

1. Ilpoananu3upoBaTh MepeyHU HHGPOPMAIIUU, COCTABISAIONMIEH KOMMEPYECKYIO WU
CIY>K€OHYI0 TalHBl KOHKPETHBIX OpTraHW3allfii, BBIIBUTH HEJOCTAaTKM B HUX CTPYKType,
coJiep’KaHuu U 0(hOpMIIEHUH, CZIEIaB COOTBETCTBYIOIINE 3allMCH B TETPAIH;

2. Ha ocHoBe nepeuHst uH(GOpMAIIMU, COCTABISIIOIICH KOMMEPUECKYI0 TaliHy, ONPEIeIUTh
BUJBI JIOKYMEHTOB, B KOTOPBIX 3Ta HMHQOpMAIMsS A0KHA ObITh 3adukcupoBaHa. [locie
YCTaHOBJICHHUS] COCTaBa JOKYMEHTOB OIIPENEIUTE Kpyr JHI, MMEIOIIUX IPaBO COCTAaBISTH,
MOAMKCHIBATh, yTBEPKIATh KX Al BU JOKYMEHTA U OPraHU3aIli1, KOTOPHIM JIAHHBIN TOKYMEHT
JIOJKeH  HampaBnsaTees.  Jlamee  coctaBbTe W 0pOpMHUTE  MEpEeYeHb  M3/1aBaeMbIX
KOH(UICHIIMATBHBIX JOKYMEHTOB.

3. B terpagu coctaBuTh M 0POpMUTH KOH(PUACHINAIBHBIA JOKYMEHT B COOTBETCTBHH
CyIIECTBYIOIMMH TpeOoBaHusMu. [Ipu 3TOM ocoboe BHHMMaHHE OOpaTUTh Ha OQOpMIICHUE
PEKBU3UTOB, WACHTU(DUIMPYIOMUX TOKYMEHTHI, COJEpKalue HHPOPMAINIO, COCTABISIONIYIO
KOMMEPUYECKYIO U CITy’)KeOHYIO TaifHbI, KaK JOKYMEHTBI OTPAHMUYEHHOTO JIOCTYTIA.

Bormpocs! uist KoHTpos:
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1. Kakoil HOpMAaTUBHBIA JOKYMEHT SIBJSIETCS] MPABOBBIM OCHOBAHHMEM JJISI YCTAHOBJICHUS
COCTaBa CBEJCHUN, OTHOCUMBIX K KOMMEpPYECKOMN TaliHe

2. Kakum o0Opa3oM B KOH(HIEHIMAIHHOM JEIONPOU3BOACTBE IMPOUCXOAUT MKECTKOE
perjiaMeHTUPOBAaHNE COCTaBa U3/1aBAEMbIX JOKYMEHTOB?

3. HazoBuTe 1enb U Ha3HaYeHHE NepeyHsl MHPOpPMALUU, COCTABISIIOIICH KOMMEPUYECKYIO
TallHy W TepedyHs W3/aBaeMbIX KOH(UICHIMANBHBIX JOKyMeHTOB. Ompenenure, Kak
B3aUMOCBSI3aHbl 3TU JBa JOKYMEHTA.

4. HazoButre ocoOeHHOCTH pa3pabOTKU TepedyHs HHPOPMaLUU, COCTABISIONICH
CITY)KeOHYIO TalHy.

5. B kakux w0enax MpoBOAAT y4yeT W O(pOpMIIEHHE HOCHTENeH KOH(UICHIMATbHOM
UH(POPMALIMK; YEPHOBUKOB U IPOCKTOB KOH(PHICHIIMATIBHBIX JOKYMEHTOB?

6. HazoBute ocobennoctu odopmieHus! KOHPUIECHITUAIBHBIX JOKYMEHTOB.

CnucoK UCTOYHUKOB U JINTEPATYpPhI:

Hcrounuku:
®enepanbhblil 3ak0H 0T 29.07.2004 Ne 98-D3 «O koMMepueckoi TailHe». [ DIeKTpOHHBII
pecypc]// CnpaBouno-niouckoBas cuctema «Koncynsrantllmrocy». URL:

http://www.consultant.ru/document/cons doc LAW 48699/

[TocranoBnenue [IpaButensctBa PO ot 03.11.1994 Ne 1223 «OO0 yTBepx’aAeHUU

[Tonoxenus o mopsiaKe oopareHus co cay)e0Hol HHPOpManneil orpaHUYCHHOTO
pacrpocTpaHeHus B (hefiepalibHbIX OpraHaxX UCIOJHUTEIbHOM BIACTH YIIOJIHOMOYEHHOM — OpraHe
yIpaBJI€HUs] UCIOJIb30BAaHUEM aTOMHOM SHEPrHMM U YNOJHOMOYEHHOM OpraHe Mo KOCMHYECKOH
JESTETLHOCTH. [DnexTpoHHbII pecypc]/ CrpaBoYHO-TIOUCKOBAs cucremMa

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

JIureparypa:
KondunennuaabHoe 1€10MpOU3BOJACTBO M 3ALIUIEHHBIN 3IEKTPOHHBIH  TOKYMEHTOOOOpOT :
[yaeonuk] / H. H. Kynses, A. C. demymikun, T. B. Kongpamosa, A. I'. ®abpu4HOB ; 1moj oo1I.
pen. H. H. Kynsesa. - 2-¢ u3., nepepad. u jomn. - Mocksa : Jloroc, 2013. - 497 c.

Tema 4 (2 4.) Opranu3anyst KOHGHUAESHIMATBFHOTO T0KYyMEHTO000pOTa.

enb 3ansATHA: U3yyeHHE OCOOEHHOCTEH NBHKEHUSI KOH(UIEHIMAIBbHBIX JOKYMEHTOB B
OpraHu3aIlii ¢ MOMEHTA UX MOJyYSHHS JI0 3aBEPIICHHS UCTIOTHEHUSI.

dopma MpoBeAICHUs - OTBETHI Ha BOMPOCHI U 00CYX/IEHUE TPEIOKEHHBIX MPOOIEMHBIX
TEM.

Bomnpocsr mist o6cyxnenus:

1. OcHOBHBIE TPEOOBAHMS CUCTEMBI JOCTYIA K KOH(MUICHIINATHLHBIM TOKYMEHTAM.


http://www.consultant.ru/document/cons_doc_LAW_48699/
http://www.consultant.ru/document/cons_doc_LAW_54870/
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2. IlpuHuMnbl OpraHu3auud KOH(GUIACHIMAIHLHOTO JOKYMEHTOOOOpOTa U OCHOBHBIE
(bakTOpbl, OKa3bIBAIOIINE BIUSHUE HA €T0 OPTaHU3AIIUIO.

3. Crpykrypa KOH(DUICHIMAILHOTO JIOKyMEHTOOOOpOTa W COCTaB  OCHOBHBIX
JIOKYMEHTOIIOTOKOB.

4. Yyer koH(UIEHIMAIBHBIX JOKYMEHTOB KakK BaKHeiIllee CpelCTBO OOECleYeHHs] MX
COXPaHHOCTH.

5. Oco0eHHOCTH ABMKCHUS U HMCIIONHECHUS KOHQPUACHIIMATHHBIX TOKYMEHTOB.

Crucok UCTOYHUKOB U JTUTEPATYPHI:

Hcrounuku:
®enepanbHblil 3ak0H 0T 29.07.2004 Ne 98-D3 «O koMMepueckoi TaiiHe». [DIeKTpOHHBIN
pecypc]// CnpaBouno-niouckoBas cuctema «Koncynsrantlirocy». URL:
http://www.consultant.ru/document/cons_doc_LAW 48699/
[TocranoBnenue [IpaButensctBa PO ot 03.11.1994 Ne 1223 «O06 yTBepx)aeHUH
[Tonoxenus o mopsiaKe odparmeHust co Cry)keOHoH HHPOopMaIueil orpaHUYEHHOTO
pacmpocTpaHeHus B peepaibHbIX OpraHax UCIIOJHUTEIBHON BIACTH YIIOJTHOMOYEHHOM — OpraHe
yOpaBlIeHUS! UCIOIb30BaHUEM aTOMHOM 3HEPrHH U YHOJTHOMOYEHHOM OpPraHe Mo KOCMHYECKON
JESITEIIbHOCTH. [DnexTpoHHBIH pecypcl/ CrpaBOUYHO-TIOMCKOBAs cucTema
«Koncynprantllmrocy. URL: http://www.consultant.ru/document/cons_doc LAW 54870/

Jlureparypa:
KonduaennuansHoe ne10npou3BOJACTBO U 3alIUIIEHHBINA AMEKTPOHHBIA  JTOKYMEHTOOOOPOT :
[yuebnuk] / H. H. Kynses, A. C. demymkun, T. B. Kongpamosa, A. I'. ®abpuyHoB ; moj o01.
pen. H. H. Kynsesa. - 2-e u3a., nepepad. u jom. - Mocksa : Jloroc, 2013. - 497 ¢

Tema 5 (4 u.) Cucrematusanus M XpaHEHHE KOHQPUACHLMAIbHBIX TOKYMEHTOB B
JIEIIONPOU3BOICTBE OPraHU3aluN

[enb 3aHATHS: U3yUYeHHE OCOOCHHOCTEH COCTaBICHUS HOMEHKIATYP KOH(PUIEHIIUATBHBIX
ner; popmupoBanus U opopmiteHUsT KOHDUICHIIMATBHBIX JEIT; TOATOTOBKH KOH(DHIEHITHATEHBIX
JIeTT 1711 TIepeladd B apXHUB OpraHU3aliH.

dopma npoBeieHNs — BHITIOJIHEHUE MPAKTUYECKUX 3a/IaHUN.

3agaHust:

1.IIpoaHanu3npoBaTh HOMEHKJIATYPHl KOH(QHUICHIIMAILHBIX JeJl OpTaHH3aIlfi, BBHIIBUTH
OIMMOKHU B X COCTABIECHUU U OPOPMIICHHUH.

2.M3yunth TpeOOBaHUS HOPMATHBHO-METOJIWYECKUX JOKYMEHTOB K IOJATOTOBKE
JOKYMEHTOB K CJjaue€ B apXWB OpPTraHM3alMd U TpeOOBaHUS MO 3amuTe MHPOPMAIUU MpU

MIPOBEJICHUH YKAa3aHHOT'O BUJa paOOTHI.
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3.CocTaBuTh MpHUKa3 O CO3JaHUM MOCTOSHHO JEMCTBYIOIIEH ASKCHEPTHONM KOMHUCCHUU
(ILI9K).

4.CocraButb npotokoi 3acenanus [1/I9K, B koTopoM oTpakeHbl pe3yIbTaThl IPOBEACHUS
9KCIEPTHU3bI IEHHOCTU KOH(MUICHIIMATBHBIX JOKYMEHTOB.

5.CocTaBUTh aKT O BBIACIECHUU K YHUUTOKCHHIO KOH(MUICHIMAIBHBIX JTOKYMEHTOB, HE
MOJIEKAIIUX JaJbHENUIIEMY XPaHEHUIO.

VYKka3aHus 110 BBIIOJHEHUIO 3aJaHUMN:

1.IIpoananu3upoBaTh HOMEHKIIATYpPy KOH(pUIEHIINAIBHBIX A€, BHIIBUTH HEIOCTATKH B €€
coJiep>KaHuU U 0(hOpMIIEHUH, ClIeTaB COOTBETCTBYIOLINE 3aIIMCH B TETPaIH.

2. IlogroroButh npukas o cozganuu [1/19K .B Hem nomxHBI OBITH OMPEAETICHBI COCTaB
KOMUCCHH, €€ 3aJauu, QYHKIUH, MOPsI0K paboTel. Creayer oOpaTUTh BHUMAHKE HA 3a/a4U U
GYyHKIIMM ~ KOMHCCHH,  CBSI3aHHbIE C  OpraHu3anuedl  3amuTbhl  KOH(UICHIMAIbHOM
JIOKYMEHTHPOBAHHON HH()OpMAIIHH.

3. B mporoxkoe 3aceqanus [1/I9K cnenyer orpa3uTs:

- KaKue Jiela U JIOKYMEHTHI BBIJCJIEHHOTO XpaHEHUs (C YTOUHEHHBIMHU 3arojoBKamH,
rpudamu  KOHOUACHIHUATHLHOCTH, CPOKAMHM XpaHEHHs) IOJUIeKaT Iepelade Ha apXUBHOE
XpaHeHue (pa3aenbHO OCTOSIHHOTO U BPEMEHHOT'O XpaHEeHHs);

- KaKie JOKYMEHThI U3 KaKuX JeJl HEOOXOAMMO U3BATh U MEPELIUTh B IPYroe Jei0 WiIn
chopMupoBaTh HOBOE JIEJIO;

- Kakue Jena, JOKYMEHTbl U3 el U JOKYMEHThl BBIIECJICHHOTO XPAaHEHHs MOJJIEKaT
YHUUTOKEHUIO;

- C Kakux JeJ, JTOKyMEHTOB BBIJCJIECHHOTO XPAHEHUS WIN OTAENIbHBIX JIOKyMEHTOB,
MOJLINTHIX B JIeNa, TOJKEH OBbITh CHAT Ipu( KOHOUIESHIMAIBHOCTH C YKa3aHUEM, OAJICKUT JIU
JIOKYMEHT, C KOTOPOro CHUMaeTcs rpu¢ KOH(UICHINAIBHOCTH, U3bATHIO U3 JIeNla WU JTOJKEH
OCTaBaThCs B HEM.

5. PaccMoTpeTh cocTaB U MOPSIOK 3aM0JIHEHUS I'pad akTa O BbIIEICHUH K YHUUTOKECHHUIO
KOH(UICHIMATBHBIX JOKYMEHTOB, HE MOJJIEKAIIUX XPAaHEHUIO, BHECEHUS! B HUX HUCIIPABJICHUM.
OdopMHUTh TOPSIOK U3BATHUA JTOKYMEHTOB IIOCTOSTHHOIO XpaHEHMs M3 Jiena, IMOJJIeKallero
YHUUYTOXEHHUIO (OTMETKA B aKTe 00 YYETHBIX HOMEpPAX, 3ar0JIOBKax JOKYMEHTOB, HH/IEKCHI JIeN U
HOMeEpa JIMCTOB, OTKYAa JOKYMEHT U3BAT U KyJ1a OH noammT). [IpoBectu npoBepKy NpaBUILHOCTH
coctaBieHuss U odopmieHus akta. OPoOpMUTH UTOTOBYIO 3alUCh B aKTe 00 YHHUYTOKEHUU
KOH(HICHIIMATBHBIX JOKYMEHTOB U /€.

Bompocs! 151 KOHTpOJIA:

1. JlaiiTe onpeiesieHue MOHATHS «HOMEHKJIATypa KOH(UIEHIINATBHBIX €D U HA30BUTE €€

OCHOBHbIE (DYHKIIHH.
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2. [louemy HOMeHKIAaTypa KOHGUACHIUATIBHBIX JIE] SBJSETCS COCTABHON YaCThIO JOCTYTIA
K KOH(DUIEHITNAIBHBIM IOKyMEHTaM?

3. HazoBuTE 0COOCHHOCTH COCTABIICHUSI HOMEHKJIATYPbI KOH(PHUICHIIUATBHBIX JIEIT.

4. B uem coctosat ocobeHHOCTH (POPMUPOBAHUS KOH(UIECHIIMAIBHBIX 1€’

5. Kakum o6pazom odopmisieTcss KOHUACHIIMATIBLHOE JEJI0 IPU €ro 3aBEACHUU, BEICHUN
U 3aKpbITUN?

6. Ilepeuncnure BHIBI Pa0dOT, KOTOpBIE MPOBOAATCSA CIYKOOH KOH(UICHINAIBHOTO
JEJIIONPOU3BO/ICTBA MPU C/Iaye B apXUB KOHPHUACHIUATBHBIX IOKYMEHTOB OpraHU3aIlHH.

7. HazoBuTe 1IeTU U OCHOBHBIE 33Ja4id PaOOThI MO YHUYTOXKEHUIO KOH(GUIACHIINATbHBIX
JIOKYMEHTOB ¥ HOCUTEIIeH NHPOpMAIUH.

CnucoK UCTOYHUKOB U JIMTEPATYpPHI:

Hcrounuku:

@®enepanpubiii  3akoH 0T  29.07.2004 No 98-®3 «O KOMMepuecKOoW TalHe».
[DnexTponHsIit pecypc]// CnpaBouno-niorckoast cucreMa «KoncynbrantlImrocy . URL:
http://www.consultant.ru/document/cons_doc_LAW_48699/

[TocranoBnenue [IpaButensctBa PO ot 03.11.1994 Ne 1223 «O0 yTBepx)aeHUN

[TonoxxeHus o mopsiAke oOpamieHust co ciykedHoi nHpopMalreid OrpaHUYEeHHOTO
pacnpocTpaHeHus B (hefiepaTbHBIX OpraHaX UCIIOJHUTEIIFHON BIIACTH YIIOJITHOMOYEHHOM — OpraHe
YIPaBJICHUS UCIOJIH30BAHUEM aTOMHOW SHEPTHM M YIOJIHOMOYEHHOM OpraHe M0 KOCMUYECKOH
JESITEIIbHOCTH. [DnexTpoHHBIH pecypcl/ CrpaBOUYHO-TIOMCKOBAs cucTema
«KoncynprantlLmrocy. URL: http://www.consultant.ru/document/cons_doc_LAW_54870/

Jluteparypa:

KonduaenmnuaibHOe IeI0MPOU3BOJCTBO U 3ANTUIICHHBIA SJEKTPOHHBIA  TOKYMEHTOOOOPOT :
[yueOnuk] / H. H. Kynses, A. C. demymkun, T. B. Kongpamosa, A. I'. ®abpuyHoB ; moj oo1I.
pen. H. H. Kynsesa. - 2-e uza., nepepa0. u nomn. - Mocksa : Jloroc, 2013. - 497 c.

Tewma 6 (2 4.) ObecrieueHre COXPaHHOCTU U KOH(PHUICHIIMAIIBHOCTH JOKYMEHTOB.

Lenp 3anATHsA: u3ydeHHe  TpeOOBaHMH K  OOECHEUEHUI0  COXPAaHHOCTH U
KOH(UICHIIMATFHOCTU JOKYMEHTOB.

(DopMa IMMPOBEACHUA — OTBETHI HA BOIIPOCHI U O6CY)K}IGHI/IG MPEATOKECHHBIX HpO6J’IeMHI)IX
TEM.

Bompocsr qist 06cyxaeHus:

1. TpeGoBaHMs K TOMEUICHUSAM TOapa3AeTIeHII KOH(PUIEHIIHAIBHOTO JAeTONPOU3BOICTBA
n K C.]'Iy}Ke6HBIM IIOMCUICHUSAM HCHOHHHTeHeﬁ, pa60Ta}0H11/1x C KOHCbI/I)IeHI_[I/IaJ'IBHBIMI/I

JOKYMCHTaMMU.
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2. Iopsimok oopmiteHHsI TOITyCKa paOOTHUKOB K KOMMEPUYECKOU M CITy)KEOHOW TalilHaM 1
o0yueHHs ITpaBuiIaM PabOTHI ¢ KOH(PUICHINATBHBIMUA JOKYMEHTAMH.

3.IIpaBmia paboThl TiepcoHANa ¢ KOHPUACHIIMATHHBIMUA JTOKYMEHTAMU HAa OYMaKHBIX U
AJIEKTPOHHBIX HOCUTEIISAX

4.IlpoBepkr Hanuuusi KOH(MUICHIMAIBHBIX JIOKYMEHTOB KaK Ba)XHOE CPEICTBO
o0ecrieyeHnss KOHTPOJIS 32 UX COXPAHHOCTBIO

Jlureparypa:
KoHduneHnmaapHOe 1EIONPOU3BOICTBO U 3AIIUIICHHBIN 3JICKTPOHHBIA  JIOKYMEHTOOOOPOT :
[yaeonuk] / H. H. Kynsies, A. C. Jlemymkun, T. B. Kongpamosa, A. I'. ®abpudHoB ; 1o o011,
pen. H. H. Kynsesa. - 2-¢ uzj., nepepa0. u nomn. - Mocksa : Jloroc, 2013. - 497 c.

9.2 MeTtoanyeckne peKOMeHAAlMU MO MOATr0TOBKe NMMCbMEHHBIX padoT

B npouecce o0yuenus ctyneHTs PITY BbINoNHAIOT pa3Hble BUJIbI THCbMEHHBIX Pa0oT.

OCHOBHBIMU LIETSIMU ITUCBMEHHBIX paOOT B By3€ SIBJISIOTCA:

* 3aKpeIIeHUE MOIYYEHHbIX 3HAaHUM 110 CIIeNUaIbHOCTH, IPUMEHEHUE 3TUX 3HAHUM NpU
peleHnH IpodecCHOHAIbHbBIX 3aj1ay;

* Pa3BUTHE HABBIKOB BEICHUS CAMOCTOSITEIILHON pabOTHI, OBJIJICHHE METOAUKAMU U
IIPUHLIAIIAMU CaMOCTOSITEILHOM HCCIIE10BATENIbCKON JESTEIBHOCTH;

* (hopMupoBaHHE YMEHUS TPAMOTHO M JIOTHYHO M3JIaraTh COOpaHHbIC HAYYHBIC JaHHbIC
U MaTepuaibl COOCTBEHHOM HCCIIe10BATEIbCKOM 1eATEIbHOCTH.

Haubonee npocrasi, Ho oueHb BakHast popMa MICbMEHHON pabOTHI B By3€ — 3TO
KOHTpoJbHas paboTa. OHa sBiIeTCs 00s13aTeIbHBIM 3JIEMEHTOM CAMOCTOSTENILHONW PabOThI
CTYJI€HTa U, IPEXKJE BCETro, JEMOHCTPUPYET YMEHUE BOCIIPUHUMATD U NIEpeIaBaTh
UH(OPMALIHIO.

OTOT BUJI TUCBMEHHON pabOTHI MPEAYCMOTPEH YUEOHBIMU TUIaHAMU OJITOTOBKU
OakanaBpoB M Ha Kadeape apXUBOBEICHMS ITpeIaraeTcsl B paMKax U3ydeHUs OOIIUX KypCoB U
KIIB.

Taxke B mporecce oOyueHHs! CTYAEHTY MpPEICTOUT BBIIOJHEHHE KYpCOBBIX pabdoT,
KOTOpBIE€ (POPMUPYIOT HCCIEA0BATENbCKUE HABBIKH, PA3BUBAIOT CLIOCOOHOCTH CHCTEMaTU3alluu U
OCMBICJIEHHS YK€ CYIIECTBYIOUIETO 3HAHUS M HAIPaBICHbl Ha CAMOCTOATEIBHOE PEIIECHUE
HEKOTOPBIX TEOPETUUYECKUX WJIM MpaKTHUecKHX 3a7a4d. KypcoBas paboTa 1eMOHCTpUPYET YMEHUE
paboTaTh € MCTOYHUKAMH, HCIIOJIb30BaTh JOCTHKEHHS COBPEMEHHOM Hayku (Hampumep,
HCIIOJIb30BaTh JOCTUKEHHSI apXUBOBEIEHHUS, @ TaKK€ CMEXKHBIX HAYK M HAYYHBIX IUCLUIUIMH),
YCIIEIIHO pelaTh MOCTaBJICHHbIE 3a7ayM, oOpabareiBaTh M 0000maTh Marepuan. Hamucanue
KOHTPOJIbHOM pa0oThl, MOArOTOBKA M 3alllMTa KypCOBOW MMEET psj OpPraHHU3allMOHHBIX U
METOAMYECKHX 0coOeHHOCTeH. O3HaKOMIIEHHE C JAaHHBIMH METOJMUYECKUMH PEKOMEHIALUIMHU
MIOMOXET CTYJEHTaM MPaBUIBHO OPTaHHW30BaTh CBOIO YYEOHYIO0 M HAy4YHO-UCCIIEIOBATEIbCKYIO
paborty.

OO0mue TpedOBaHUs K CTPYKTYPE M COAEP/KAHUI0O MUCbMEHHBIX PadoT

BaxHoit ¢opmoii camocTosATeNbHONW padOThl CTyIEHTa ABISETCS KOHTPOJIbHAS padoTa.
Ona npegycMoTpeHa ajisi OOJBIIMHCTBA AUCHMILIMH Y4eOHOTO IUIaHa, YNTAEMBIX Ha Kadenpe
apxuBoBezieHUs. Ee HanucaHue npecieayer 1eib yriayOoleHHOW MpopadOTKU AUCIUIITUHBL.
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KonTponbHasi pa®oTa BBINOJTHSETCS CTYJEHTAaMH B COOTBETCTBUU C TEMAaTHKOM,
eXKeromHo yTBepxkmaemon  kadempoi. KoHTponmpHasi pabora  SBISETCS  DJIEMEHTOM
CaMOCTOSITENIbHOM pabOThI CTYIEHTOB, IOATOMY BBIOOP TEMBI IPEOCTABISAETCS CTYACHTY.

Jlo HamucaHWsl KOHTPOJBHOW pPaOOTHI CTYACHT JODKEH B IICIOM O3HAKOMHUTBCS C
paszzenamMmu Kypca, IpeyCMOTPEHHBIMH Y4eOHOM TPOorpaMMoii.

Pabora o HanMcaHuio KOHTPOJIBLHOW HAYMHACTCS C BBISBICHUS U H3yUCHUS] HCTOYHUKOB
U IuTeparypsl 1o teme. [lo okoHyanuu coopa U U3ydeHus JIMTEPATypbl U UCTOUHUKOB CIIETYET
MPOYMAaTh IJIaH KOHTPOJIbHOH paboThl. CocTaBlieHUE TTaHa — Ba)KHAs 9aCTh PaOOTHI HAJT TEMOM.
[Tnan mpexacraBnsieT coOOi MepeueHb BOMPOCOB, OTPAKAIOIIUX COJEpKaHue uccieaoBanusa. OT
TOT0, HACKOJIBKO YETKO OH MPOJyMaH U MOCTPOEH, BO MHOTOM 3aBHCHUT Ka4€CTBO KOHTPOIbHOM
paboTsl. B muian 1enecoo0pa3Ho BKIOYUTH Hanbojiee BaKHbIE TEOPETUUECKHE U MPAKTUYECKUE
BOIIPOCHI T€MbI, KOTOPBIE TIPH HEOOXOJAMMOCTH MOTYT OBITh JeTanu3upoBaHbl. Kak mpaBuio,
pabouunii BapuaHT IJ1aHa TOJKEH ObITh pa3BepHYTHIM, YTO 00Jeryaet paboTy HaJl TEMOM.

B okoHuaTenbHOM BapuaHTe IUIAH MOXKET OBITh JaH B COKpAIEHHOM BHJE, HO
00s3aTeNbHBIM YCJIOBHEM IIPU 3TOM SIBIISIETCS OTpaX€HHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpuBaeMBbIX B KOHTPOJIBHON pa 0oTe. COCTaBJICHHBIN IUIaH JAOKEH HAHUTH OTpakeHUE B
OTJIaBJICHUU K KOHTPOJBbHOU paboTe. PaboTa momkHa BKIIOYATH TUTYJIBHBIN JIHCT, OTJIaBJICHUE,
BBEJICHUE, OCHOBHYIO 4aCTh, COCTOSIIYIO U3 HECKOJIBKUX pa3JIeloB WU aparpados, 3aKII0UEHNE,
CIIUCOK MCTOYHUKOB U JUTEpaTypbl. Bo BBeleHUU HEOOXOIMMO KPaTKO PACKPBHITh 3HAYEHHE U
aKTyaJIbHOCTh HM3y4aeMoro Bompoca (TeMbl), Ha3BaTh OCHOBHBIC 3a7add padoOTHI, ee
XPOHOJIOTUYECKUE paMKHU, OOOCHOBAaTh CTPYKTYpy, HaThb KpaTKHii 0030p HCTOYHHMKOB U
auTepaTtypsl 1o TeMe. O030p HCTOYHUKOB U JIMTEPATYPHI HE JODKEH CBOJUTHCS K TIEPEUUCIICHUTO
MCIIOJIb30BAaHHOTO aBTOPOM HOPMATHBHOTO MaTepuaia M OMyOJIMKOBaHHBIX cTaTeil. B Hem
ClIeyeT JaTh aHAlM3 WCTOYHHUKOB WM JIUTEPaTyphl. B 3aBUCHMOCTH OT O00bEMa M IIEJICBOTO
Ha3Ha4YeHHs paboThl, 0030p MCTOYHUKOB U JHUTEPATYPhl MOXKET OBITh MPEACTABICH OTACIbHBIM
naparpadoM wim pa3aeiioM B OCHOBHOM 9acTH paboTHI.

OcHOBHasi 4acThb KOHTPOJBHOW pPabOTHl JOKHA OBITh H3JI0)KEHAa B COOTBETCTBHH C
IJIAHOM, OCBELIaTh COCTOSHHME M COACPKATh aHAIM3 PACCMAaTPHUBAEMBIX BOIIPOCOB C y4E€TOM
COBPEMEHHOTO YPOBHS PAa3BUTHS TEOPETHUECKUX 3HAHUW W OMbITA MPAKTHUUYECKOH pPabOThI
ApPXUBHBIX YUPEXKJACHHUM B 2TON 00J1aCTH.

[Tpu packpbITUU TOH UM WHOM TEMBI CTYACHT JOJHKEH CTPEMUTHCS MOJPOOHO U TITyO0KO
W3JI0KUTh KPYT BOMPOCOB, BXonamux B Hee. [lo Mepe paccmoTpeHusi maTepuaia OTACIIbHbBIC
MOJIOKEHUSI KOHTPOJIBHOM paboThI CleyeT WILTIOCTPUPOBATh MPUMEPAMHU U3 JUTEPATyphl U, IO
BO3MOKHOCTH, M3 TPAKTHKU PabOTHl KOHKPETHBIX apXHWBOB C OOS3aTEIHHBIMH CCHUIKAMHU Ha
JUTEepaTypy U UCTOYHUKHU. B 3aKiIFOU€HUN KOHTPOIBHOU paboThl HEOOXOJUMO MOABECTH UTOTHU
TEOPETHUECKOM U MPAKTHYECKOW pa3paboTkKu BOIMpPocoB. CIMHMCOK MCTOYHHKOB U JIUTEPATYPHI
Mpe/CTaBiIsieT coOO0i MepeueHb HUCMOIb30BAaHHBIX PAbOT MO TeMe, B KOTOPOM YKa3bIBAIOTCS
(dbaMUITMK U MHUITHAJIBI aBTOPa (aBTOPOB), HA3BaHUE PabOThI, MECTO, BpeMsI €€ ONyOJIMKOBaHUS U
CTPaHUIBI.
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Hpunoxenne 1

AnHomayus oucyunaunvl (Mooyns)

HucuummuHaa  (MOAy/Nb)  peanusyercss Ha  (akyJapbTeTe apXMBHOTO Jela U
JTOKYMEHTOBEACHUS Kadeapol TOKyMEHTOBEICHHS, ayIHMOBU3YAIbHBIX U HayYHO-TEXHUYECKUX
apXUBOB.

Lenp muctmmianHbl (MOAYIISA): MOATOTOBUTH CHELMAINCTA, OOJIAAAIONMIET0 3HAHUSMU O
IPaBOBOM  PETyJMPOBAaHUM  JOKYMEHTAIIMOHHOTO  oOecredyeHus:  KOH(UACHIHATBLHOU
JESTEIIbHOCTH OpTaHMU3alNil Pa3InYHbIX OPraHU3alMOHHO-TIPABOBLIX (POPM; UMEIOIEr0 HaBBIKU
paboThl ¢ KOH(GUIACHIMATHHBIMU JOKYMEHTAMH B YCJIOBHSIX NPUMEHEHHUS TPaJWLMOHHON WU
ABTOMATU3UPOBAHHOM TEXHOJIOTUI 00pabOTKH.

3anauu:

- U3YYHTh 3aKOHOJATEIbHYI0 U HOPMATUBHO-METOIMYECKYIO 0a3y TIOKyMEHTAllMOHHOTO
obecrnieueHns KOH(UIEHITUAIBHON 1eATeIbHOCTH;

- HAY4YUThCS I[IOHMMATh CYIIHOCTh IIPOLIECCOB, MPOUCXOIALUIMX B 00JACTH
KOH(HICHIIMATHHOTO JIEIOIPOU3BO/ICTBA U BBISBIATH TEHACHIINH €TI0 PAa3BUTHS.

- TPHUBUTH HABBIKU MOJTOTOBKU U M3JaHUs KOH(DUIEHIIHAIBHBIX JOKYMEHTOB;

- M3y4YuTh MpaBUIia OPraHU3AIMH BCEX OJTANoOB paboT C KOH(HUIECHIUATHHBIMU
JIOKYMEHTaMU;

- OBJIAJIETh TEXHOJOTUSMU 3aLIUTHl U 00paOOTKH KOH(PUIEHIUAIBHBIX JJOKYMEHTOB.

- M3y4YUTh OCHOBHbBIC HAaNpaBJIEHUS W METOAbl 3alUThl JOKYMEHTHPOBAHHOMH
UHpOPMAaLIMU OT Pa3IMYHbIX BUOB YTPO3 B MPOLIECCE €€ CO3/1aHusl, 00pabOTKH, UCIIOIb30BaHHUS,
XpaHEHUS.

JucuuniuuHa (MOAy/Ib) HalpaBlieHa Ha (OPMUPOBAHUE CIAEAYIOIIUX KOMIIETEHIUH:
[TK-2. CnocoOeH opraHu30BaTh U OCYIIECTBIIAThH JOKYMEHTAIIMOHHOE 00eclieueHUe yIpaBiIeHUs
B OpPTaHU3aIMAX PA3IUYHBIX OPraHU3allMOHHO-TIPaBOBLIX (OpM U (hOpM COOCTBEHHOCTH,
rOCy/apCTBEHHBIX OpraHax U opraHax MECTHOI'O CaMOYIIPaBJICHUS;

[TK-5. CiocobeH opraHn3oBaTh ONEPATUBHOE M ApXUBHOE XpaHEHUE JOKYMEHTOB B
OpraHu3alUsaX PA3IUYHbIX POPM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX OpraHax M opraHax
MECTHOI'O CaMOYIIPABJICHUS

B pe3synbrare 0CBOCHMS TUCIUIUIMHBI (MOJTYJIs) 00YUYaIOIIUNACS TOJDKEH:
3HaTh. TEOPETHUYECKHE OCHOBBI JOKYMEHTALMOHHOTO 00eCrieYeH s yIpaBICHUS;
0COOEHHOCTH MOCTAaHOBKH JIOKYMEHTAIIMOHHOTO 00ecrieueH sl yIpaBIeHUs] B OpPraHU3aIusIx
Pa3IMYHBIX OPraHU3AIMOHHO-TIPABOBBIX (POPM U POPM COOCTBEHHOCTH, IOCYAAPCTBEHHBIX

opraHax U OpraHax MECTHOI'O CaMOYIIPABJICHUA
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coctaB QyHKIHH CITy>XO0 JOKyMEHTAIIMOHHOTO O0ECTICYCHUS YIIPaBIICHNUS,

TEOpPETUYECKHE, IPABOBBIC U METOAMYECKHE OCHOBBI ONIEPATUBHOTO U ApXUBHOTO XPaHEHHS
JIOKYMEHTOB B OpraHM3alUAX pa3InyHbIX (HOpM COOCTBEHHOCTH, TOCYJapPCTBEHHBIX OpraHax U
OpraHax MECTHOI'O CaMOYIPAaBJIECHUs B IPAKTUYECKOM NesATEIbHOCTH;

IpaBUJIa OPraHU3alUHU ONEPATUBHOIO U APXUBHOI'O XPAHEHUS IOKYMEHTOB;

cocTaB (pyHKIMI apXUBOB U MOJPA3/IEICHUH 110 TOKYMEHTAIIMOHHOMY 00€CIICYCHHUIO
yIpaBJICHUS 110 OPTaHU3AIMU ONIEPATUBHOTO U APXUBHOTO XPAaHEHHS JOKYMEHTOB.

YMeTb: NPUMEHSATh TEOPETHUECKUE 3HAHUS IIPH OPraHU3aLUH JOKYMEHTAMIOHHOI0 00eceYeHus
yIpaBJICHUS;

OpraHu30BaTh JOKYMEHTAIIMOHHOE 00ECTIeYeHNE B OPraHU3aIMsIX Pa3IHuHbIX OpraHU3aliOHHO-
npaBoBBIX (popM U POpPM COOCTBEHHOCTH B TOCYAAPCTBEHHBIX OpraHax M OpraHax MECTHOTO
caMOyYIIpaBJICHUs! YIPaBJICHUS;

OCYILECTBIIATh pabOTy MO JOKYMEHTAI[HOHHOMY O0ECIeUeHHIO YIPABICHYECKHUX IPOLIECCOB;

MPUMEHSTH 3HAHNUE TEOPUH APXUBHOTO JIeia B TPAKTUYECKOHN JIEATEIIbHOCTH;

OpPTraHU30BBIBATH ONEPATHBHOE U APXMUBHOE XPaHEHUE JOKYMEHTOB B OPTraHU3AIUAX Pa3IMIHBIX
¢dopM cOOCTBEHHOCTH, TOCYAAPCTBEHHBIX OpraHax U OpraHax MECTHOI'O CaMOYIIPABIICHMUS;
BBINOJIHATH KOMIUIEKC paboT MO ONEpPaTHBHOMY U apXMBHOMY XPAaHEHUIO JOKYMEHTOB B
OpraHu3aUAX PA3IUIHBIX POPM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX OpraHax M OpraHax
MECTHOI'O CaMOYIIPaBJICHUS
Brnaners: MeTonosioruei J0KyMEHTallMOHHOI'O 00eCIieueHus yIIPaBICHHUS;

HaBBIKAMHU COBEPILICHCTBOBAHMS CUCTEMBI JJOKYMEHTALMOHHOTO 00eCTIeYeHHsI yIpaBIeHUS;
HaBBIKAMH JIOKyMEHTHUPOBAHHUS YTIPABIEHYECKUX MTPOIECCOB M pabOTHI TOKYMEHTAIeH B
OpraHM3alMsaX Pa3IMYHbIX OPraHU3aMOHHO-TIPABOBBIX (OPM U POPM COOCTBEHHOCTH,
roCyJJapCTBEHHBIX OpraHax U OpraHax MECTHOTO CaMOYTpaBJIEHUS;

HaBBIKAMU MIPUMEHEHUS MPABOBBIX HOPM B c(hepe apXUBHOTI'O Jieja IPU OCYILECTBICHUH
OTIEPaTUBHOTO U ApXMBHOTO XPAaHEHHS JJOKYMEHTOB B OPTraHU3ANUAX Pa3IMIHBIX (HOpM
COOCTBEHHOCTH, TOCY/IaPCTBEHHBIX OpraHax W OpraHaXx MECTHOTO CaMOYIPaBJICHHUS B
NPaKTUYECKOH J1eSTeNbHOCTH;

HaBBIKAMHU 00paOOTKHU M MOJATOTOBKH JJOKYMEHTOB JUIsl TEKYILEr0 M apXUBHOT'O XPaHEHUS;

HaBbIKaMHU COBCPHICHCTBOBAHUS OIICPATUBHOI'O U apXHUBHOT'O XpPaHCHHUA JOKYMCHTOB

[To mucuunuHe (MOAYIIO) MPEeIyCMOTpEHa MTPOMEXKYTOUHAs aTTecTalus B popme 3auera
C OLICHKOM.

OO61mast TpyA0€MKOCTh OCBOEHUS IUCHHUILIMHBI (MOAYJIs1) COCTABISET 3 3aU€THBIE €AMHUIIBI.
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