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1. lHosicHUTEJBLHASA 3AIUCKA

1.1. Heapb u 3202494 AUCHUIIMHBI

Llenp DUCUMIIIUHEL -
CIIOCOOOB WX CO3JaHMS,

Pa3BUTHUA

MoKrcKa HHPOpMAIUH 110 TPOPUITIO 1eATETHHOCTH.

3amaun JUCLUILINHGL:

(dbopmMHupoBaHHE TTOHUMAHUS 3aKOHOMEPHOCTEH 00pa3oBaHMsS JOKYMEHTOB H
CHCTEM JIOKYMEHTallUW W CUCTEM JOKYMEHTHPOBAHHS,
paccMOTpeHHe JTOKyMEHTa Kak 0OBEKTa 3allUThl U HalaJeHUs, YCBOCHUE TEXHOJIIOTUH 3(PPEKTUBHOTO

-paccMOTpEHHE TEOPETUIECKUX M MPUKIIAJHBIX aclIeKTOB JOKYMEHTHUPOBAaHUS HH(pOpMaIumy;
- CBOWCTB, (DYHKIMI U MPU3HAKOB JOKYMEHTA;
-c11oco00B U CPEACTB JOKYMEHTHPOBAHMS;
-CTPYKTYPHI JOKYMEHTA, TTOPSAAKA €ro COCTaBICHUS U OPOPMIICHMUS;

-METOJIOB U CIIOCOOOB 3aIUTHI TOKYMEHTA U JIOKYMEHTHPOBAHHOM HH(pOpMAIINH;
-KJ1acCU(UKAIMU IOKYMEHTOB M CUCTEM JJOKYMEHTALlUH;
-OCHOB JJOKYMEHTAIIMOHHOTO 00ECIIEYECHUS YIIPaBICHHUS.

1.2. llepeyeHb MJIAHUPYEMBIX Pe3yJIbTATOB 00yUeHHS MO TUCIUIJIUHE, COOTHECEHHBIX €
HHANKATOPAMH JOCTHKEHHUsSI KOMIEeTeHIH

Komnerennust
(K01l ¥ HAMMEHOBaHUE)

Nuaukaropbl KOMIETEeHIUI
(Kol ¥ HAaMMEHOBaHME)

PesynbTathl 00yyeHus

OIIK-8 Cnocoben ocymectsisath | OIIK-8.1 3HaeT nmpuHIUIE 1 3HaTh:  OCHOBHBIE  AaCIEKThI
moxoop, u3ydeHne U 00OOIICHNE | TOPSIOK PaOOTHI co3maHus  OQUIMANBHBIX U
HAYYHO-TEXHUYECKOH WHPOPMAaIMOHHO-CITPaBOYHBIX CITy’KEOHBIX JIOKYMEHTOB;
JUTEpaTyphl, HOPMATHBHBIX H | CHCTEM; CIOCOOBI IOUCKA H TPUHIIATIBI OpraHu3zaluu
METOJIMYECKHX JOKYMEHTOB B | 00paboTKu WH(MOpMAIUH, JIOKYMEHTO000poTa
LEJIsIX peleHus 3a7a4 | METOJbI pabOThI ¢ HAYYIHOU
npodeccuoHaATLHON uHpopMaIen
JeSITEILHOCTH OIIK-8.2 YMmeer 000011aTh, YMeTh: MIPaBUJIBHO
AQHAJTM3UPOBATH U HCIOJIb30BaTh PEKBU3UTEI
CHUCTEMaTH3UPOBATh HAYYHYIO OpTraHU3alMOHHO-
WHpOpMAaIUIO B 001aCTH pacTopsAUTENLHBIX JOKYMEHTOB;
MH(POPMALTTOHHON co3zaBaTh (GOPMYIISIp TOKYMEHTa
0e301acHOCTH; MOJIb30BaThCS Brnaners: HaBbIKaMH pabOTHI C
WHPOPMAIMOHHO-CITPABOYHBIMU | IOKYMEHTaMHU; HAaBBIKAMHU
CHUCTEMaMH MOJITOTOBKH U IIepeaayn
JOKYMEHTOB Ha apXHUBHOE
XpaHeHHe
OIIK-8.3 Binazeer HaBBIKOM Bnazets: HaBbIKaMu PabOTHI ¢
COCTaBJICHHS U OOPMIICHUS JOKYMEHTaMH; HaBBIKAMHU
OTYETHBIX JOKYMEHTOB IO MOJITOTOBKH U IIepeaayn
pe3yibraTtam 0030pa Hay4qHO- JOKYMEHTOB Ha apXWUBHOE
TEXHUYECKOU JINTEPaTyPHL, XpaHeHue
HOPMATUBHBIX U METOJMYECKHX
JIOKYMEHTOB
YK-2 YK-2.1 3HaTh:  OCHOBHBIE  aCIEKTHI
CrniocoOeH onpenensaTs Kpyr AHanm3upyeT UMeIoLIrecs co3laHuig  OopHUUMATBHBIX U
3aJa4 B paMKax IIO0CTaBJICHHON pecypchl M OTpaHuveHUs, CITy>KeOHBIX JOKYMEHTOB;
IEJIN ¥ BEIOUpATh ONTUMANIbHBIE | OICHUBAET U BHIOMpAET TIPHHIHIIEL OpraHu3zaluu
CHOCOOBI X PEIICHHS, HCXOAA U3 | ONTUMANIbHBIE CITIOCOOBI PEHICHUs | TOKYMEHTOO00pOTa
JEHCTBYIOUIMX MPABOBBIX HOPM, | IMOCTABJICHHBIX 3aJa4
HMMEIOLTNXCS PECypCOB H YK-2.2 YMmeTs: MIPaBUIBLHO
OTpaHUYCHHUN Crioco0eH HCIIoNb30BaTh 3HAHMS | MCIIOI30BATh PEKBU3HTEI
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0 BaXXKHEHIIUX HOpMaX,
WHCTUTYTaX M OTPACIIIX
JIEVCTBYIOILLIETO POCCUUCKOTO
npaBa JJig OIpeNIeICHUS Kpyra
3aJa4 ¥ ONTUMAJILHBIX CIIOCOOOB
WX peIICHUS

OpraHU3alMOHHO-
pacTopsIIUTENEHBIX TOKYMEHTOB;
co3zaBaTh (OPMYIISIp TOKYMEHTA
Brnagers: HaBbIkaMu pabOTHI ¢
JIOKYMEHTaMH; HaBbIKaMHU
ITOATOTOBKH U TepeIadn
JIOKYMEHTOB Ha apXUBHOE

XpaHEHUE
YK-4 YK-4.1 3HaTh.  OCHOBHBIE  ACTIEKTHI
CriocobeH ocyIecTBISATh Braneer cucremoit HopMm co3maHus  OQWIHMATBHBIX |
JICIIOBYFO KOMMYHHKAIIVIO B PYCCKOTO JINTEPATypPHOTO SI3bIKA | CITy’)KEOHBIX JIOKYMCHTOB;
YCTHOHM M MMChMEHHON (hopmax ¥ HOPMaMH WHOCTPAHHOTO (-bIX) | MPUHIIHIIBI OpraHu3annn
Ha TOCYJapCTBEHHOM SI3bIKE sI3BIKA (-OB); CITIOCOOCH JIOKYMEHT0000poTa
Poccuiickoii @enepannu u JIOTUYECKH U TPAMMAaTHYECKHU
MHOCTPaHHOM(BIX) s3bIKe(ax) BEPHO CTPOUTH KOMMYHHUKAIIUIO,
WCTIOJB3Ysl BepOallbHbIE U
HeBepOabHBIE CPE/ICTBA
B3aUMOJICUCTBUS
YK-4.2 CobomHO YMmeTs: MIPaBUIBHO
BOCTIIPUHUMAET, aHAITU3UPYET U HCIIONIE30BATh PEKBHU3HUTEI
KPUTHYCCKU OLICHUBACT YCTHYIO | OpPraHU3aIl[MOHHO-

U TIHCBMEHHYIO
obmenpodeccHoOHATEHYTO
WHQOPMAIUIO HA PYCCKOM U
WHOCTPaHHOM (-bIX) SI3bIKE (-ax);
JEMOHCTPHPYET HABBIKH
MepeBoia ¢ UHOCTPAHHOTO (-bIX)
Ha IrOCYAApCTBEHHBIN S3BIK, a
TaKXe ¢ roCyIapCTBEHHOIO Ha
WHOCTPAHHEIH (-bIe) s3bIK (-1)

pacHopsiANTENbHBIX JOKYMEHTOB;
co3zaBaTh (GOPMYIISIp TOKYMEHTA
Brnanets: HaBbIKaM# pabOTHI C
JIOKYMEHTaMH; HaBbIKaMHU
MOJTOTOBKHU U IIEpeaayn
JOKYMEHTOB Ha apXHUBHOE
XpaHeHue

YK-4.3

Hcnonb3yet nHpOpMaImoHHO-
KOMMYHHKAIIMOHHBIE
TEXHOJIOTHH TIPH TIOMCKE
HEo0X0IMMOI HH(pOpPMAIIUK B
npolLecce penIeHus CTaHIaPTHBIX
KOMMYHHKATHUBHBIX 33J1a4 JUIs
JOCTIOKEHHUS
po(heCCHOHAIBHBIX 1IENeH Ha
rOCy/IapCTBEHHOM U
WHOCTPAHHOM (-BIX) SI3bIKaX

Bnagets: HaBbIKaMu pabOTHI ¢
JIOKYMEHTaMU; HaBbIKaMU1
IIOArOTOBKH H IIEpelaun
JOKYMEHTOB Ha apXHBHOE
XpaHEeHUe

1.3. MecTo iucuMIuInHbI B CTPYKTYpe 00pa3oBaTe/ibHOM NPOrpaMMbl

HucnuruimHa  «CrnenuanbHOE  JOKYMEHTOBEIEHHE U JJOKYMEHTALMOHHOE oOecledyeHue
yIIpaBJIEHUS» OTHOCUTCS K 00513aTeIbHON YacTH OJIOKA TUCIUILIMH y4eOHOTO IJIaHa.

Jlns ocBoeHMS JUCHMILTUHBI HEOOXOAWMBI 3HAaHUS, YMEHUS U BIaJeHUs, CPOPMUPOBAHHBIE B
LIKOJIE.

B pesynpraTe OCBOEHHS AMCHUIUIMHBI (OPMUPYIOTCS 3HAHMUS, YMEHMS U BIAJCHMUS,
HEOOXOAMMBIE Ui U3YyYEHHs CIEAYIOIIMX JIUCHUIUIMH M MPOXOXKICHHS MpakTHK: (OCHOBBI

yIpaBleHYeCKON JesiTeIbHOCTH, CHCTEMBI 3JIEKTPOHHOTO TOKYMEHTO000pOTA.

2. CTpyKTYypa THCHUTLTHHBI
O6mmas TpyA0€MKOCTh TUCHIUTIINHBI COCTaBIseT 3 3.€., 108 akageMuueckux 4acos.

CTpyKTypa AUCHUILIMHBI JI51 04HOH opMbI 00yUeHust
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O0beM IUCHUIUTMHBI B (OpME KOHTAKTHOM paboThl OOyYaOIMUXCS C MeJarorudecKuMu
paboTHHKaMU W (WJIW) JUIAMH, TPUBJICKAEMBIMH K peaju3alii 00pa30BaTebHONW MpPOrpaMMbl Ha

WHBIX YCIIOBHSX, P MMPOBEACHNUN YUCOHBIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
3 Jlexuun 26
3 [IpakTryeckue 3aHsATUSI 32
Bcero: 58

O0beM TUCIUIUTMHBI B (POpME caMOCTOATEILHON paboThl 00yvaromuxcs coctaiser 50

AKaJJICMHNYCCKUX 4aCoOB.

3. Conep:xaHue TUCUUILIAHBI

HaunmMmeHnoBaHue
JTUCHHUITNHBI

pasiena

Conep:xanue

Tema 1. Baenenue. JloxkymeHT u
JOKYMEHTAIIMOHHOE odecneyenue
ynpasBJieHusl. CucreMsbl
JOKYMEHTAINH.

IIpeameT ¥ OCHOBHOE COJAEpXKAHUE JUCLUIUIMHBIL.
OCHOBHBIE 337a41 JUCLHUIUIMHEI IPH OATOTOBKE KalpoB
10 3aIuTe HHGOpMAaIUu.

JIoKyMeHT, ero CcBOHCTBa, (YHKIMH U MpPH3HAKH.
IonsTus «uHpOpMALMA», «COOOIIECHUE», «IOKYMEHT»,
«H(bOPMaLMOHHAs TEXHOJIOTHs». DYHKIMHM JOKYMEHTA.
CucremMbl JOKyMeHTalMu. JIOKyMeHT Kak OOBEKT
HamajeHus W 3amuTel.  OpraHu3alMoOHHBIE |
TEXHUYECKUE KaHAJBl HECAHKIMOHUPOBAHHOIO IOCTYyNa
K JOKYMEHTaM.

Tema 2. CoBpeMeHHasi HOPMATHBHO-
npaBoBast 0a3a oowero U
KOH(HIEeHUNATbHOI0
AeJI0NPOU3BOACTBA

®3 PO «O6 wuHbopMmaumu, WHPOPMAUOHHBIX
TEXHOJIOTHSIX M O 3aluTe HMHPOpMAlMu» KaKk OCHOBA
NPaBOBOTO PEryJMPOBAHMS OTHOIICHHUH B chepe 3aIIuThl
uHpopmarun. [IpaBoBoe peryianpoBaHue

OTHOIIICHNH, CBS3aHHBIX C YCTaHOBJICHUEM, H3MEHEHUEM
U TIPEKpAICHNEM PEeXMMa KOMMEPUYECKOH, CiTy:KeOHOH u
JPYTHX BUJIOB TaiiH.

AKTyaJqbHOCTh M 3HAueHHE pa3pabdOTKH JIOKAIBHBIX
HOPMAaTHBHBIX ~ aKTOB 1O  KOH(WACHIHAIBLHOMY
Jenonpon3BoACTBY. Ilopsaok ux pa3paboTKH, CTPYKTypa
U coziepKaHue pa3iesioB. AHAIIN3 OMBITA

paboThl yYpEeXKJACHUH M OpraHu3aluii Mo pa3padoTKe
HOPMAaTHBHBIX M  METOJMYECKHX JIOKYMEHTOB IIO
KOH(QHJICHIIMATLHOMY JIETIONIPOU3BOJICTBY.

Tema 3. IloHsaTHEe, 0COOEHHOCTH H
OpraHu3anus o01ero H
CIENMAJILHOTO 1€JI0NPOU3BO/ICTBA.

IlorsiTie ®  OCHOBHBIE  3ama4ul  OOIIETO |
KOH(HIEHINAIEHOTO JeJIOTIPOU3BO/ICTBA.
OpraHu3aiioHHbIE ¥ TEXHOJIOTHYECKHE OCOOEHHOCTH
KOH(HICHIIUATLHOTO JIeJTOTIPON3BO/ICTBA.
PernameHTHpOBaHUE TEXHOJOTHH JOKYMEHTHPOBAHHS
KOHQUACHIMAIbHOW  HHGQOpMamMu ©u  pabOTBl  C
KOH(HICHIIUATEHBIMH JIOKYMEHTaMH.
PernamenTtupoBanue o0s3aHHOCTEH pabOTHUKOB,
JOMYLUICHHBIX K paboTe ¢ KOH(QHUICHIUAILHBIMH
JIOKYMEHTaMH. YcraHnoBnenue MePCOHANBHON
OTBETCTBEHHOCTH 32 Y4YeT, COXPAHHOCTb M TIOPSJIOK
oOpamieHus ¢ KOHGpUICHINATEHBIMU JOKYMEHTaMH.




OcHoBHas 1IeNb, 3aMayv ¥ (QYHKIUM TOJpa3aeiIcHHS
KOH(DHICHIINATIEHOTO JEIIOPON3BOICTRA.
Paszpabotka ITOJIOYKEHHMS 0 MOApa3IeICHIH,
JTIOJKHOCTHBIX MHCTPYKITUI paOOTHUKAM.

Tema 4. JoxymeHTHpOBaHUE
KOH(UAeHunAIbHONH MHpopManuu

PekBu3uTHl CITy’)KEOHBIX JOKYMEHTOB, OOIIMN MOPSIOK
ux odopmIIeHHUs, IOpUAMYECKas cuia, (opMyIp
JIOKyMEHTa u dopmymsp-oOpasert TOKYMEHTA.
OcobeHnHocTH oopmiieHUS KOH(UICHIIUATBHBIX
JIOKYMEHTOB. PexBu3uTHI, UICHTU(QHIUPYIOIUE
JIOKYMCHTHI, coJieprKariue UHPOpPMAITHIO,
COCTaBJISIONIYI0O KOMMEPYECKYI0 M CITy)KCOHYIO TalHBI

KaK JIOKyMEHThl OTpaHHYEHHOro JocTyna. braHku
JIOKYMEHTOB. Cucrema OpraHU3alMOHHO-
paciopsIAUTENbHBIX JOKYMEHTOB.
Opranu3aliioHHO-TIPABOBbIE JIOKYMEHTBHI.
Pacriopsmutensapie  nokymeHTH.  MHpOpMammonHo-
CHPABOYHBIC JOKYMEHTHI.

Tema 5. Meroauka peraamentauuu | Onpenenenue u perilaMeHTUPOBaHUE cocTasa

cocTaBa KOH(HIeHIHAIbHBIX
JOKYMEHTOB. Yuer
KOH(UAEeHIHATbHBIX J0KYMEHTOB

M3/IaBaeMBbIX KOHQUICHIIMATBHBIX TOKYMEHTOB,

Orarel paboThl 10 pa3paboTke mepedHell nH(opMaIuHy,
COCTaBIISIONIEH KOMMEPYECKYI0 M CITy)KEOHYIO TaWHBI.
Kpurepun otHecenus mHpOpMaMU K KOMMEPYECKOW M
cnyxeOHoi TaitHam. CtpykTypa Ilepedns nHbopmarwm,
COCTaBISIONIEH KOMMEpYecKylo TaiiHy. OcoOeHHOCTH
cocraBieHuss W cTpykrypa Ilepeuns wuHpopmanum,
cocraBisitonield  cnmyxeOHyto TaifHy. Llens pa3paboTku
Ilepeuns n3gaBaeMbIX KOH(QHUICHIMATIBHBIX TOKYMEHTOB,
MOPSZIOK €r0 Pa3padOTKH.

Yuyer u odopmienne OyMaKHBIX U DJICKTPOHHBIX
HOCHTENeH KOHPUACHINAIEHON nHOpMaIny.

Llenu, BuAasl M cmocoObl ydyeTa KOH(PHUICHLIUAIBHBIX
JOKYMEHTOB. Y4eT KaKk OCHOBHOE CPEJICTBO 00ecIieueHus
COXPAHHOCTH KOH(UICHIIMAIBHBIX JOKYMEHTOB.

Tema 6. Opranmsanusi o0mero u
KOH(HIEeHUNATbHOI0
JOKYMEHT0000poTa

Omnpenenenne MOHSITHH «IOKYMEHTO000POTY,
«KOH(HUICHIIMATBHBIA JOKYMEHTOO00POTY.

CTpyKTypa U XapaKTepUCTHKA JIOKYMEHTOIIOTOKOB.
Cucrema J0CTyna K KOH(HIACHIIUAIBHBIM JIOKYMEHTaM.
IMpuem, TpoOXOoXIeHWE W  TMOPSJAOK  HCIOTHCHHUS
BXOISIINAX KOH(UICHIIHATBHBIX JIOKYMEHTOB.
IlepBuunas o0paboTka. IIpenBapurenpHOE
paccMoTpenue.  PaccMoTpeHHMe — KOH(HICHIMATBHBIX
JIOKYMECHTOB

PYKOBOACTBOM YUPEIKICHHUSL. Hanpasnenue
KOH(HICHIMABHBIX JJOKYMEHTOB Ha UCTIOJIHEHHE.
IMopsimok OTITPABJICHUS KOH(HICHIIHATBLHBIX
JMOKyMeHTOB. OpraHuzanus JIBHKCHHS BHYTPECHHHX
KOH(UICHIIMAIBHBIX JOKYMEHTOB.

Oco0eHHOCTH OpraHu3aluil W TEXHOJOTHU KOHTPOJIS
MCIIOJHEHMS KOH(MHUACHIIMAIBHBIX JOKYMEHTOB.

Tema 7. CucremMaTn3zanussi M
XpaHeHHe KOH(pHIEeHIHAIbHBIX
JOKYMEHTOB B 1eJOMPOU3BOJACTBE
OpraHu3aIuu

Homenknatypa KOH(GUACHIMATBHBIX €7 KaK COCTaBHAS
YacTh CHCTEMBI JTOCTyIa K MOoKymMeHTaMm. OcoOEHHOCTH
COCTaBJICHUS] HOMEHKJIATYPhl KOH(DHICHIMAIBHBIX eI,
®dopmupoBanrue u odopmieHHE KOH(DUICHIMATLHBIX
JleI.

[MoxroroBka KOHGUACHIMAIBHBIX JOKYMEHTOB JUIS
Mepelaud B apXyuB OpraHU3aIiH. JKCIEePTU3a IIEHHOCTH
OOIIEIOCTYHBIX U KOH(DHIEHIMAIbHBIX JIOKYMEHTOB.
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OCOOCHHOCTH OpraHu3allid W MPOBEICHUS IKCIIEPTU3BI
LIEHHOCTU KOH(UIEHIMAIbHBIX JOKyMeHTOB. llopsnok
cocTaBJieHUsI U 0OPMIICHHS ONUCEn
KOH(QHUICHINAIBHBIX  Jedl. [lopsnox  mepemaun
KOH(HUICHINAIBHBIX JIE]1 B ApXUB OpraHU3aIIH.
YHUUTOKEHNE KOHGUIEHINAIBHBIX JOKYMEHTOB.

8 Tema 8. Odecneuenue coxpannoctTu | TpeboBanus K MTOMEIICHUSIM TToApa3aeacHIi
7| KOH(UIEHIHATBHOCTH | KOHQHUICHINAIEHOTO JIEJIONPOU3BOJICTBA u K
JOKYMEHTOB CIIy>K€OHBIM MTOMEILEHHUSIM HCTIOHUTENIECH,

paboTaromux ¢ KOH(PHUIEHIMATFHBIMA JIOKYMEHTaMHU.
IMopsimox ~ odopmienus:  gomycka pabOTHUKOB K
KOMMEPUYECKOU U CITy>KEOHOH TaiiHaM.
Pernamentuposanue HopsiKa oOpareHus c
KOH(QUICHINAIBHBIMU AOKyMeHTaMu. [IpaBuna paboThr
nepcoHana ¢ KOH(QHUICHIUATBHBIMH JOKYMEHTAMH Ha
OyMaXHBIX M DJEKTPOHHBIX HOcHUTeNiX. lIpoBepku
HaJIM4Msl KOH(UIECHIMATbHBIX JOKYMEHTOB.
4. O0pa3oBaTe/ibHbI€ TEXHOJIOTHH
Ne .
u/ HanMmenoBanue pa3zgesna |(Buiabl yueOHbIX 3aHATHI Oo0pa3oBaTebHbIE TEXHOJIOTUH
1 2 3 4
1. |Bemenme. J[loxyment u|Jlexmus 1 BBoaHast 1ek1ys ¢ UCMONb30BAHUEM
JOKYMEHTAIlMOHHOE BHJICOMATEPHUAIOB
obecrieyeHne YIpaBIICHUS.
Cucremsl jokymentanuu. |[Ipaktudeckoe 3anstue 1 Juckyccusd, nokian
CamocrosiTensHas paboTta KoncynbsTrpoBanue u npoBepka JOMAIIHUX
3aJIlaHu MOCPEICTBOM AIEKTPOHHON MOYTHI
2. |CoBpemennas Jlexrus 2. [IpobnemHuas nexust, JOKIaT
HOPMaTHUBHO-TIPAaBOBAas [IpakTuueckoe 3ausTHE 2
Oaza oOmiero u|CamocTosTensHas paboTta BrinonHeHne npakTHYECKUX 3alaHUN
KOH(HICHIINATEHOTO KoncynsTrpoBaHue 1 mpoBepKa JOMaITHUX
JIEIIOIIPOU3BOJCTBA 3a/IaHUM ITOCPEJICTBOM NIEKTPOHHOM IOYTHI
3. |llonstne, ocobGennoctu wu|Jlexrus 3. Jlexus ¢ pa300pOM KOHKPETHBIX CUTYAIIHA,
opranuzanus oOmero JOKJIa
CIEIUAIEHOTO [IpakTnueckoe 3ansTue 3
JIEIIONPOU3BO/ICTBA.
CamocrosTensHas paboTta BrinonHeHne npakTHYECKUX 3alaHUH
KoncynsTrpoBanue 1 mpoBepka JOMaITHUX
3aJJaHU{ TTIOCPEACTBOM BJICKTPOHHON HOYTEHI
4. |[oxymeHTHpOBaHHE Jlexnus 4. [IpobnemHuas nexuus, JOKIaL
KOH(UACHIIHATBHON [IpakTrueckoe 3ansTue 4.
uHpOpMAaIH CamocrosTenpHas pabora BrimonHeHe MPakTHYECKUX 3aJaHHH
KoncynpTrpoBanue 1 npoBepKa JOMaITHUX
3aJIaHuH MMOCPEACTBOM IEKTPOHHON MOYTHI
5. |Meroauka pernamenTaruu [JIexius 5. [IpobneMHuast JTeKITNs, JOKIAT
cocTasa [IpakTnueckoe 3ansaTue 5
KOH(HICHINATBEHBIX CamocrosiTensHas paboTta BrinonHeHne MpakTHUECKUX 3aJaHUM
JIOKYMEHTOB. VYyer KoncynsTrpoBanue 1 mpoBepKa JOMAITHAX
KOH(HICHIIMATBHBIX 3aJlaHui MTOCPEACTBOM IIEKTPOHHON MOYTHI
JIOKYMEHTOB

6. |Opranmszammst obOmero u|Jleknus 6. [IpoGieMHas ekuus, JOKIaI
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KOH(UACHIIUATBHOTO [IpakTudeckoe 3ausaTHE 6
JMIOKYMEHTO000pOTa CamocrosTenpHas padorta BrimonHeHne MpakTHYeCKUX 3a1aHnui
KoHncynsTrpoBaH#e 1 IpOBEpKa JOMAITHHX
3aJIaHui MOCPEJCTBOM JICKTPOHHON MOYTHI
7. |Cucremarnsamnus u|Jlexmus7. [IpobneMHast TSKITNs, JOKIA
XpaHEHUe IIpakTrueckoe 3anarue 7 BrinonHeHne NpakTUYECKUX 3aJaHuN
KOH(UICHIINATBHBIX CamocrosTenbHas padora KoHncynbTrpoBaH#e 1 IpOBEpKa JOMAITHHX
JIOKyMEHTOB B 3aJlaHuil MOCPEJCTBOM JICKTPOHHON MOYTHI
JIEIIOTIPON3BOJICTBE
OpraHM3aInu
8 |Obecmneuenue Jlexuus 8. [IpobnemHuas nexuus, JOKIa]
COXPaHHOCTH u|IIpakTraeckoe 3anHsTHe 8 BrinosnHeHne MpakTUYECKUX 3aJaHUM
KOH(UACHINATBHOCTH CamocrosiTenbHas pabora KoncynsTrpoBanue 1 mpoBepka JOMAaITHAX
JTOKyMCHTOB 3aJIaHui MMOCPEICTBOM JICKTPOHHON MOYTHI

B nmepwon BpeMEHHOrO NPHOCTAHOBICHUS TIOCEHICHHUS OOYYArOIIMMHUCS TOMEIICHUH U
tepputopuun PITY s opranuzanuu yaeGHOro mnpoiiecca ¢ IpUMEHEHHEM 3JIEKTPOHHOTO 00y4YeHHs U
JTUCTAHIIMOHHBIX ~ O00pa30BaTEIbHBIX TEXHOJNOTUH MOTYT OBITh  HCIIOJIB30BAHBI  CIICIYIOIINC
00pa3oBaTeNnbHbIE TEXHOIOTHH:

— BUJICO-JICKIINH;

— OHJIAWH-JIEKIIUH B PEKUME PEAIbHOTO BPEMEHH;

— DJIGKTPOHHBIC YIYCOHUKH, YI€OHBIC TIOCOOUS, HAYYHBIC U3/IAaHUS B AJICKTPOHHOM BHUJIC U JJOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTelIbHBIM pecypcam;

— CUCTEMBI JIJIsl SJIEKTPOHHOT'O TECTUPOBAHUS;

— KOHCYJIBTALIMH C UCITIOJIb30BAHUEM TEJIEKOMMYHUKAIIMOHHBIX CPEJICTB.

5. OneHka NJIAHUPYeMBbIX pPe3yJIbTATOB 00y4eHUs!

5.1 CucreMa oleHUBAHUA

®opmMa KOHTPOJIs Makc. K0JM4eCTBO 021108
3a ogny padory Bcero
Texymuilt KOHTPOIIb:
- Jokna 3 banna 24 6anna
- KoHmpoavHas paboma (memwt 1-8) 4 6anna 36 bannos
ITpomexyTouHas aTTecTanus - 3a4eT 40 bannos
Hroro 3a cemectp 100 6annos

[Tonmy4yeHHBII COBOKYITHBIN PE3YJIbTAT KOHBEPTUPYETCS B TPAAULMOHHYIO IIKAJIY OLICHOK U B
IKany oneHok EBpormeiickoil cucteMsl neperoca u HakoreHus kpeautos (European Credit Transfer
System; nanee — ECTS) B COOTBETCTBUU ¢ TAOJIUIICH:

[Tkama
100-6amtpHast mkana | TpaaumuoHHas IIKaa ECTS
95— 100 A
8394 OTIIMYHO B
68 — 82 XOpOIIO 3aUTEHO C
56 — 67 D
50 55 YIIOBJIETBOPUTEITHHO E
20-49 FX
0_19 HEYIOBJIETBOPUTEIEHO HE 3a4TEHO F
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5.2 Kputepun BbICTAB/IEHUS OLEHKHU MO JUCIUIIJINHE

Banasl/ | Ouenka nmo Kpurtepuu oneHKH pe3yabTaTOB 00y4eHHUs MO AU CHUILIHHE

HIxana | gucHUIIAHE
ECTS

100-83/ 3a4TEHO BricTaBnsiercs oby4daromemMycsi, €Ciii OH TTy00KO U MPOYHO YCBOUJ TEOPETUUECKUH U
AB MPaKTUYEeCKU Matepuajl, MOXKeT NPOJEMOHCTPHPOBATL TO Ha 3AHATHAX B XOJIe
MPOMEKYTOYHON aTTECTALINN.

OO0y4atontuiicsi HCUSPITBIBAIONIE U JIOTHIECKH CTPOWHO M3JIaraeT yaeOHBI MaTepHa,
yMEeT YBA3BIBATh TEOPHIO C MPAKTUKOW, CIIPABIISIETCS C PELICHUEM 3a1a4
npodeccrnoHaNbHOI HAaNPaBICHHOCTH BBICOKOTO YPOBHSI CIIO’KHOCTH, NIPAaBUIIBHO
000CHOBBIBAET IPHHSATHIE PELICHHUS.

CB0060HO OpHEHTHPYETCS B yUeOHOU 1 IPo(ecCHOHANBHON IUTepaType.

O1ieHKa 10 AUCIMIUIMHE BBICTABISIFOTCS 00yYaronieMycs ¢ y4éToM pe3yIbTaToB
TEKyLIEH U IPOMEXKYTOUHOM aTTECTALIMH.

KomnereHuuny, 3aKperui€HHbIe 3a JUCHUILTHHON, COPMUPOBAHBI HA YPOBHE —
«BBICOKHI».

82-68/ 3a4TEHO BricTaBisiercs 06y4daromemMycsi, €Ciii OH 3HAET TEOPETUYECKUHN U MPAKTUYECKUN
C MaTepHal, IPaMOTHO U 110 CYIIECTBY H3JIaraeT ero Ha 3aHATHUSIX U B XOJe
MIPOMEXYTOUHOH aTTeCTally, HE AOMyCKas CYIIECTBEHHBIX HETOUHOCTEN.
OO0y4aronIuiics: IPaBIIIEHO MIPUMEHICT TEOPETUICCKUE TIOJI0KESHUS TIPH PEIICHUN
MPaKTUIECKUX 3a]1a4 IPO(PEeCCHOHANBEHON HAPaBICHHOCTH Pa3HOTO YPOBHS
CIIO)KHOCTH, BIIaJIeeT HEOOXOAUMBIMH JIJIS STOTO HABBIKAMH U MPUEMaMH.
JlocTaTo4HO XOPOIIO OPUEHTHPYETCS B y4eOHOU U TpodecCHOHATBHON IUTepaType.
OreHKa Mo JUCHUTUINHE BBICTABIIOTCS 00ydJaromeMycs ¢ YI6TOM pe3yIbTaToB
TEKyLIeH U IPOMEXYTOUHOM aTTECTALUH.

KomnereHuuny, 3aKperui€HHbIe 3a JUCHUILTMHON, COPMUPOBAHBI HA YPOBHE —
«XOPOIIHKY.

67-50/ 3a4TEHO BricTaBnsiercs oby4aromeMycsi, €Cli OH 3HAaeT Ha 6a30BOM YpOBHE TE€OPETHUECKUN U
D,E IIPAKTUYECKUH MaTepual, L[onyCKagiT OT/IeTIbHBIC OIIMOKH TIPH €0 U3JI0KEHUH Ha
3aHATUAX U B XO04€ NPOMEKYTOUHOU aTTECTAlIUH.

OO0y4aronuiics UCTIBITHIBAET ONpeeEHHbIE 3aTPYAHEHUS B IPUMEHECHUN
TEOPETHICCKUX TTOJIOKEHUH MTPH PEIICHUH MPAKTHYECKUX 33134 MPO(ecCHOHaTFHON
HaIPaBJICHHOCTH CTAaHIAPTHOTO YPOBHS CIIOKHOCTH, BIa/leeT HEOOXOIUMBIMU IS
9TOr0 6a30BHIMU HaBBHIKAMH W PUEMAMHU.

JleMOHCTpHpYeT TOCTaTOYHBIN YPOBCHb 3HAHUS YI€OHOH TUTEPaTypHI IO JUCIUTUINHE.
Or1ieHKa M0 JUCIUIUINHE BBICTABIIOTCS 00yJaromeMycsi C YI6TOM pe3yIbTaToB
TEKYLIeH U NPOMEXYTOUHOM aTTECTALIMH.

KommnereHnuu, 3akperuiéHHbIE 3a TUCIUIUTMHON, CHOPMUPOBAHBI HA YPOBHE —
«IOCTATOYHBINY.

49-0/ HE 3a4TEeHO BricTaBnsiercs obydaromemMycsi, €Ciii OH He 3HaeT Ha 6a30BOM ypOBHE TEOPETUUECKUI
F,FX Y PaKTHYECKUN MaTepua, z[onycxvaeT rpyObie ONTMOKH MPU €T0 U3JI0KEHUU Ha
3aHATHUSIX U B XOJI€ TPOMEXYTOUHOM aTTeCTaIUH.

OO0yyaronuiicst HCTILITHIBAET CEPbE3HbBIE 3aTPYAHEHUS B TPUMEHEHUH TEOPETUUECKHUX
MOJIOXKCHUH TIPHU PEIICHUH MPaKTHICSCKUX 3a7ad IPO(eCcCHOHAILHONW HAPaBICHHOCTH
CTaHJAPTHOTO YPOBHS CIOXHOCTH, HE BIaJleeT HEOOXOIUMBIMH JUISA 3TOTO HABBIKAMH U
NpUEMaMH.

JemoHCTpHpYeT (pparMeHTapHbIe 3HAHUS YUYCOHOM JTUTEPATyPHI IO AUCIUILTHHE.
O1eHKa M0 JUCHUILUIHHE BBICTABISIIOTCS 00yJaroIeMycsi C YI6TOM Pe3yIbTaToB
TEKyLIeH U IPOMEXKYTOUHOM aTTECTALIUH.

KomnereHiuu Ha ypoBHE «10CTaTOUYHBINY, 3aKPETUIEHHBIE 3 IUCIUILUIMHOMN, HE
c(OpMHUPOBAHEL.

5.3 OueHounble cpeacTBa (MaTepuabl) IS TeKYLIEro KOHTPOJS YCHeBaeMOCTH,
NMPOMEKYTOYHOM ATTeCTANMHU 00y4aroIUXCs M0 JMCIUIITIHHE

IIpumepHbIe TEMBI T0KJIAT0B:

1. Knaccudukanus 10KyMeHTOB s 1esneld popMUpPOBaHUS NEPBUYHBIX JOKYMEHTHBIX KOMILJIEKCOB:
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ee Ielb W Ha3HAaueHHWe, MpPUMEHsSeMas TEPMUHOJIOTHS, MpaBWIa €€ IOCTPOSHUS, TOPSAOK ee
opranuzanuu. Llenb co3gaHus U Ha3HaYeHHE MPUMEHEHUS CUCTEM JOKYMEHTalWH, (PYyHKIIMOHATbHbIE
CHCTEMBI JJOKYMEHTAIMH, KOpIOpaTUBHbIE cucTeMbl AokymeHnTaun. YK-2; YK-4; OIIK-8

2. OcHoBHbIE (GyHKIIMOHATBHBIE ccTeMbl qokymeHTaruu. YK-2; YK-4; OIIK-8

3. DJEeKTpOHHBIC CHCTEMbI JOKYMEHTAIUU: [IeJb CO3[IaHUsl U Ha3HAYCHHUE TIPUMEHEHUS, MTOPSIOK MX
noctpoenus. YK-2; YK-4; OITK-8

4. JloxymentHble pecypcel ApxuBHoro ¢onaa Poccuiickoit denepannu. YK-2; YK-4; OIIK-8

5. JlokymeHTHbBIE pecypchl (eAepalbHOIO perucrpa HOPMATHUBHBIX IPABOBBIX aKTOB CYOBEKTOB
Poccwiickoit @enepamuu. YK-2; YK-4; OIIK-8

6. JlIoKyMEHTHBIE PECypChl TOCYIapCTBEHHOW CHUCTEMBbI Hay4yHO-TEXHHUYECKoW mHpopManuu. YK-2;
YK-4; OIIK-8

7. JIOKyMEHTHBIH pecypc, COIEpKalliuil TroCyIapCTBEHHYIO TaiiHy: MHOpsSIoK (opMupoBaHUS U
nopsok ucmonsp3oBanus. YK-2; VK-4; OITK-8

8. JokymeHTtHbIl pecypc ¢ rpudom «Jlis cnykeGHOro MoJb30BaHUsA»: MOPAIOK (popMHpOBaHUS U
nopsok ucrnonp3zoBanus. YK-2; VK-4; OITK-8

9. JlokyMeHTHBIH pecypc, coAepkKalluii KOMMEPUECKYI0 TailfHy: MOPSI0K (GOPMHUPOBAHUS U MOPSIIOK
ucnons3oBanua. YK-2; YK-4; OIIK-8

10. JloxyMeHTHBIH pecypc coaep Kaluil epcoHANbHbIE JaHHbIe: TOPSAI0K (POPMUPOBAHUS U MOPSIOK
ucnons3oBanua. YK-2; YK-4; OIIK-8

11. [lenoBas peub u ee rpammaruyeckue ocobennocts. YK-2; VK-4; OIIK-8

12. Jlormueckoe mocrpoenue qokymenToB. YK-2; VK-4; OITK-8

13. OOmwmii mMOpsiIOK OpraHM3alMu  JOKYMEHTOOO0OpoTa B opraHuzauuu. HHCTpyKuus 1o
JeNonpou3BoACTBY B opranm3aruu. YK-2; VK-4; OIIK-8

14. Tlenu, 3aga4uu ¥ MOPSAIOK AEATEIBHOCTH CIIYKObI JOKYMEHTAIMOHHOTO 00ECIIeYeHHsI YIIPABICHUS
B opranm3aiuu. YK-2; YK-4; OIIK-8

15. ®opmupoBanue Tabens yaupuuupoBaHubix Gopm B opranuzanuu. YK-2; YK-4; OIIK-8

Tunosble NMPAKTUHYICCKHUEC 3aJaHUA:

1. CocraBbre 00mMii G1aHK rocynapcTBeHHOro oprana Biaactu Poccuiickoit @enepaunn. YK-2; VK-
4; OIIK-8

2. CocraBbTe OJIaHK MHCbMa rOCYAapCTBEHHOro opraHa Biactu Poccuiickoit ®enepamun YK-2; VK-
4; OIIK-8

3. Coctasbre foKkyMeHT «MHcTpykums». YK-2; YK-4; OIIK-8

4. CocraBbte nokymeHt «lIpaBunay. YK-2; YK-4; OIIK-8

Keiic-3agaua «Co3aaii nokymen». YK-2; YK-4; OIIK-8

10 mas 2016 roga nupextop npeanpustus OO0 «Cdepa» uznan npukaz Ne 42 «O mpoBeneHun
PEBU3HUHU KacChl», B KOTOPOM MOPYUYMJI KOMUCCHH B COCTaBe: mpejacenarens komuccun Xopbkona A.Il.
u uieHoB kKomuccuu 3aineBoit [1.M., MuponoBa A.C. Makcumona I1.O. mpoBecTH peBHU3UIO KACChI
npeAanpusTis o coctosiuuto Ha 12.05.2016. B pe3ynbrare npoBepKkr ObLIO YCTAHOBIEHO, YTO OCTATOK
HaJIMYHBLIX JI€HEr B Kacce Mo cocTosguuio Ha 12.05.2016 corimacHO KaccoBOW KHUI€ W JaHHBIM
OyXrajTepckoro ydera J0JKEH cocTaBiATh 22378 pybOneil. OnHako (pakTHUeCKUi OCTaTOK HaIMYHBIX
neHer B kacce coctaBiser 21378 pyb6neit. Hegocraua HanuuHbIX aeHer B kacce coctaBuia — 1000
pyOneii. BprsicHeHO, 4TO HemocTaya HaJWYHBIX JIeHEr B Kacce oOpa3oBajlach IO BHMHE Kaccupa
[TenvkoBoit K.3. JlIokyMeHT ObLIT COCTaBIEH B TPEX IK3EMILIApax (B AEN0, TUPEKTOPY U OyXTalTepHIo.
CocraButh ¥ 0POPMUTH COOTBETCTBYIOIINIA CUTYaIlUH IOKYMEHT.

Ilepeuenn Bonpocos k 3auery: (YK-2; YK-4; OITK-8)

1. JloxyMmeHT, ero cBoicTBa, GYHKIIMH U MIPU3HAKU.
2. Cucremsl JOKyMEHTAIIUH.
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JIOKYMEHT Kak 0OBEKT HalaIeHUs U 3alUThI.

PexkBU3UTHI Ci1yKEOHBIX JOKYMEHTOB.

Cucrtema opraHu3aliOHHO-PACHOPSAUTEIBHBIX TOKYMEHTOB.

OpraHu3alOHHO-TIPABOBbIE JJOKYMEHTHI.

PacniopsinuTensHbie TOKYMEHTHI.

WNHudopmannoHHO-CIIpaBOYHbIE JOKYMEHTBI.

Cayx0a TOKyMEHTAIlMOHHOTO 00ECIIeUeHUs YIPABICHHS: CTPYKTYpPa, COCTaB, (DYHKITHH.

0. Dransl onpeneneHus cocraBa KOH(GUICHIUAIBHBIX JTOKYMEHTOB.

11. OcHoOBHBIE TpeOOBaHUS, MPEIBIBIAEMbIE K COCTaBICHUIO M OQOPMIICHHIO TIEpeyHei
KOH(HIEHIIMATIBHBIX JJOKYMEHTOB.

12. Tlopsmox oOpamieHuss co CiIy)XeOHOH HH(pOpPMAIMel OTrpaHUYEHHOTO pacIpOCTPAaHEHHS B
(benepanbHbIX OpraHax BJIACTH U MOABEJOMCTBEHHBIX UM YUPESKICHUAX.

13. Opranu3anMoHHbBIC U TEXHOJIOTMYECKHE OCOOCHHOCTH KOH(DUICHIIMAIBHOTO AEIONPON3BOICTBA.
14. TlonsaTtue u 3a7auu KOH(PUIEHINAIBHOTO JIEJIOIPOU3BOCTBA.

15. ITpuHIUNIBI €T0 OpraHu3aluy U cdepa AesTeIbHOCTH.

16. Ha3nauenue u mnopsnok paspabotku [lepeunss mHpOpMaLuu, COCTABIAIOLIEH KOMMEPUYECKYIO
TalHYy.

17. Ocobennoctu pazpabotku [lepeuns nHbopMaIuu, COCTaBIAIONMIEH CIIy)KEOHYIO TaliHYy.

18. TexHonorusi JOKYMEHTUPOBAaHUS KOH(OUACHIINAIEHOW NHPOPMALIUH.

19. IlonsATHE «y4yeT KOHPUAECHIHATBHBIX JOKYMEHTOBY». BU/ibl, CIOCOOBI M TEXHOJIOTUHU yYeTa.

20. TonsiTHe, MPUHIMIIBI U OCOOCHHOCTH OPTaHU3AIMH KOH(PHISHIIHAIHLHOTO TOKYyMEHTO000pOTA.

21. Opranuszanus JBMKEHUS BXOAALUIMX KOH(UICHIUAIBHBIX T0KYMEHTOB.

22. OpraHu3anus IBKEHUS U3IaHHBIX KOH(PHUICHIINAIBHBIX JOKYMEHTOB.

23. OcoOEHHOCTH OpraHM3allMl W TEXHOJIOTMHM KOHTPOJSI HCHOJHEHUS KOH(UICHLIMAIBHBIX
JOKYMEHTOB.

24. Cucrema jgoctyna K KoH(uIeHIMaNbHbIM JoKyMeHTaM. [lopsnok paspabotku «llosoxeHus o
peXUMe KOMMEpUECKOH (CcTy>KeOHOI) TaliHbl OpraHU3alum».

25. Homenkinatypa nen. OcoOeHHOCTH €€ COCTaBIeHUS U 0(hOpMIIECHUS.

26. Ocobennoctu popMupoBanus U 0hopMIeHUST KOHDUICHIINATBHBIX JIE.

27. Tlopsnok MOJArOTOBKM U Mepeaud KOH(PHUISHIIMAIbHBIX e B apXUB OpraHU3aI|H.

28. Tlopsimok oTOOpa M TEXHOJOTHS YHHYTOXKECHUSI KOH(PHICHIINATBHBIX JOKYMEHTOB.

29. Pexxum xpaHeHus: KOHQUACHIIMATBHBIX TOKYMEHTOB.

30. TpeGoBaHus MO 0OECTIEYCHUIO COXPAHHOCTH U KOH(PHUIECHIINATBHOCTH JOKYMEHTOB.

31. CocraBbTe 001muii 6JaHK rOCyIapCTBEHHOT0 opraHa Binactu Poccuiickoil denepanui.

32. CocraBbTe OJaHK MHChMa HETOCYIAPCTBEHHON OpraHU3aIHH.

33. CoctaBbTe JOKYMEHT «JlOPKHOCTHAS MHCTPYKIIHS CHIEIMAIICTA 110 3alIUTe HH(OOPMAIIM.

34. CocraBbre 1oKyMeHT «llomoxkeHne o ciyx0e KOH(PUIECHIINATBHOTO JEIOTPOU3BOICTBAY.

35. OdopMuTh KOH(PUIEHIMATBHBIM JOKyMEHT B cooTBeTcTBUM ¢ TpeboBanusimu I'OCToB u
TpeOOBaHUSAMU 3aLIUTHI THOPMAIUH.

36. I[IpoaHanu3npoBaTh HOMEHKJIATYpHI J€Jl OpraHMU3alui, BBIABUTH OIIMOKM B MX COCTaBJICHHUU U
0(OpMIICHUH.

37. MoaroroBute npukas o cozganuu 119K, B koTOpoM ompenenuTs cocTaB KOMHCCHH, €€ 3aauH,
(GyHKINH, TOPSIOK PabOTHI ¢ YY4E€TOM HEOOXOAMMOCTH OPTaHHM3alWW 3allMThl KOH(UICHIIMAIBHBIX
JOKYMEHTOB.

38. [Ipoanamu3upoBaTh WHCTPYKIHIO TIO0 KOHQHUACHIIMAIHLHOMY JEIOMPOU3BOJICTBY KOHKPETHOMH
OpraHU3alMH U BBISIBUTH HEJOCTATKHU B €€ CTPYKTYpE U COJICPKAHUH.

RO ~NOGO AW

6. YueOHo-MeToqMYecKOe M MHPOPMALMOHHOE O0ecTeueHue TUCIUTLTNHBI

6.1 CnucoK HCTOYHHKOB H JIUTEPATYPHI
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nopsKe oOpalieHus co cnyxeOHol nHpopMaluell OrpaHUYeHHOTO PacpoCTpaHeHus B deaepatbHbIX
opraHax HCIOJHHUTEIbHON Biractu» (B ped. ot 20.07.2012) // Cobpanue 3akonoxarensctBa PO, 2005,
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nokyMmeHTtanus. TpeboBanus k odopmiieHuto nokymeHtoB" (yrB. Ilpukazom Poccranmapra ot
08.12.2016 N 2004-cr)

Jlureparypa

OcHoBHas

1. CpiueB, 1O. H. Cranmaprel wuHpOpManmoHHOW Oe3omacHocTH. 3ammuTa M 00paboTka
KOH(HIESHIINATBHBIX TOKYMEHTOB : yaeOHoe nocodue / FO.H. CprueB. — 2-e u3n., mepepad. u 1om. —
Mocksa : UHOPA-M, 2024. — 602 c. — (Bricmiee obpazoBanue). - ISBN 978-5-16-019904-7. -
Tekcr : anextponnsiit. - URL: https://znanium.ru/catalog/product/2021464

2. Ynpasnenue nokymenramu: Yueonuk / M1.K. Kopuees, A.B. ITmenko, B.A. Mamypies. - M.:
NH®PA-M, 2009. - 300 c.: 60x90 1/16. - (Beicmee o6pazoBanue). (nepemiet) ISBN 978-5-16-
003590-1 - Pexxum moctymna: http://znanium.com/catalog/product/160418

JononHuTenbHas:

2. Kynses, H. H. JlokymentoBenenue [Dnekrponnsiii pecypc] : yuebnuk / H. H. Kynses, 1. H.
VYpanos, A. I'. ®abpuunos; nox pea. npod. H. H. Kynsera. - M.: Jloroc, 2012. - 352 c. - (HoBas
yHHUBepcUTeTCKass  Oubnmoreka). -  ISBN  978-5-08704-329-8. -  Pexum  gocryma:
http://znanium.com/catalog/product/469013

6.2 IlepeyeHnb pecypcoB HHGOPMAIHOHHO-TEIEKOMMYHUKANMOHHOU ceTn « AHTepHET».

1. ApxuBsl  Poccun  (opunmanbHblii  callt ~ DefepanbHOrO0  apXUBHOTO  areHTCTBa)  —
http://www.rusarchives.ru/

2. Matepuainbl opHUIHATBEHOTO caiiTa DIeKTPOHHBIE OpHUCHBIE cucTeMbl — http://www.eos.ru/

3. Marepuansi caiita «HopmaTuBHBIE TOKyMeHTBD» — http://www.complexdoc.ru

HanuonaneHas siekrponHas oudnuorexa (HObB) www.rusneb.ru
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6.3 IIpogeccuonanbHble Ha3bl JAHHBIX U HH(POPMAIIMOHHO-CIIPABOYHbIE CHCTEMBbI

Joctyn k npodeccruonanbHbiM 0a3am qanubIx: https://liber.rsuh.ru/ru/bases

NupopmannoHHbIe CTIPABOYHBIE CHCTEMBI:
1. Koncynberant [Imtoc
2. Tapanr

7. MaTepHaJbHO-TeXHHYeCKOe o0ecneyeHue JUCIUMINHBI

Hna  obecrieueHuss  JUCHUIUIMHBI  HUCHOJBb3YyeTCS ~ MaTepUalbHO-TEXHHYECKas  0aza
00pa30BaTENbHOTO YUPESKICHHUS: Yy4eOHBbIE ayIUTOPHH, OCHAIIEHHBIE JOCKOW, KOMIBIOTEPOM HIIU
HOYTOYKOM, MPOEKTOPOM (CTallMOHAPHBIM WJIM TEPEHOCHBIM) JUIsi JEMOHCTPAlUUd Yy4eOHBIX
MaTepUasoB.

CocTtaB mporpaMMHOT0 00eCIICUCHHUS !
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. O0ecnieueHne 00pa3oBaTEIbLHOIO MpoLecca JJIsl JUI ¢ OTPAHNYEHHBIMH BO3MOKHOCTAMH
310POBbSI H HHBAJIWI0B

B xome peamu3ammuy JUCIHHUIUIMHBI HCIIOJNB3YIOTCS CIEAYIONINE JIOTOJHUTEIBHBIE METOIBI
oOyueHusl, TEKYyIIEro KOHTPOJIS YCIeBAaEMOCTH M TMPOMEXKYTOYHOW aTTecTallud OOydYarolIuXcsl B
3aBUCUMOCTH OT UX UHAUBUIYaTBLHBIX OCOOCHHOCTEH:

® ISl CIIETIBIX M CIA0OBHUIAIINX: JIEKIUU O(OPMISIOTCS B BHUAE DJIEKTPOHHOTO JTOKYMEHTA,
JOCTYITHOTO C TIOMOIIbIO KOMIIBIOTEPA CO CIEUUATH3UPOBAHHBIM IMPOTPAMMHBIM OOECTICUEHUEM;
MMACbMEHHBIC 3aJ]aHWsl BBITIONHSIIOTCS HAa KOMIBIOTEPE CO CHEIHATM3HPOBAHHBIM IPOTPAMMHBIM
o0ecrieueHreM WM MOTYT OBITh 3aMEHEHBl YCTHBIM OTBETOM; OO€CIeYMBACTCS WHANBHAYaIbHOE
paBHOMepHOe ocBerieHue He MeHee 300 JrOKC; ISl BBIMOJTHEHHUS 3aJaHUsl MPU HEOOXOIUMOCTH
MPEIOCTABIIACTCS YBEIMYMBAIOIIEE YCTPOIMCTBO; BO3MOXKHO TaKXKE HCIOIB30BaHHE COOCTBEHHBIX
YBEJIMUMBAONINX YCTPOUCTB; MUCHMEHHBIC 3aaHusI OPOPMIISIOTCS] YBETUICHHBIM MIPU(TOM; dK3aMEH
1 3a4€T MPOBOJATCS B YCTHOM (pOpMe MM BBITIONHSAIOTCSA B MUCEMEHHOM (hopMe Ha KOMIIBIOTEPE.

o IUIsl TIyXUX W CIa0OCIHBIIIANINX: JICKIHH O(GOPMIISIOTCS B BHJIE JJICKTPOHHOTO JIOKYMEHTA,
Tu00  TPEIOCTABISETCS  3BYKOYCWIIMBAIOIIAS — alliaparypa HWHIUBUAYAJIbHOTO  IOJIb30BAHMS,
MUCbMEHHBIC 3aJlaHUsl BBIMOIHIIOTCS HAa KOMIIBIOTEPE B MHCBMEHHON (QopMme; dK3aMeH U 3a4éT
MIPOBOATCS B MUCBMEHHOM (JopMe Ha KOMITBIOTEPE; BO3MOYKHO MPOBEICHUE B (JOPME TECTUPOBAHMSL.

® ISl JIUI[ C HapYIICHUSIMH OIOPHO-JIBUTaTEILHOTO amnmapara: JeKIUH OQOpPMIISIOTCS B BUIE
JNEKTPOHHOTO JOKYMEHTa, JOCTYITHOTO C IIOMOIIBI0 KOMIIBIOTEpPA CO  CHEIHAM3HUPOBAHHBIM
MPOrpaMMHBIM ~ OOECIeYeHHeM; TMHCbMEHHBIE 3aJjaHus BBIMOJHSIOTCS HA KOMIIBIOTEPE CO
CICIIMATM3UPOBAHHBIM IPOTPAMMHBIM 00€CIICYeHUEM; dK3aMeH M 3a4ET MPOBOISITCS B YCTHOU (hopMe
WJIH BBITIONIHSIOTCS B MMCbMEHHOU (popMe Ha KOMIBIOTEpE.

[Tpu HEOOXOMMMOCTH MPETYCMATPUBACTCS YBEIIHUCHNE BPEMEHH IS TTOJITOTOBKH OTBETA.

[Ipouenypa mpoBeneHUs MPOMEKYTOYHOU aTTeCTAIlMU JJisi OOydYarOUIMXCsl YCTaHABIUBAETCS C
YIE€TOM WX HHJIUBUIYATBHBIX MCHXO(QU3HUECKHX 0COOCHHOCTEH. [IpoMexyTouHast arTecTalus MOXKET
MIPOBOJIUTHCS B HECKOJBKO ATATOB.

[Ipn mpoBeAeHHH TPOIEAYPHI OIECHUBAHUSA PE3YIBTaTOB OOYYCHHS TPEAYCMaTPUBACTCS
WCIONIb30BAaHUE TEXHUYECKUX CPENICTB, HEOOXOIUMBIX B CBSI3HM C MHIUBUIYaTbHBIMH OCOOCHHOCTSIMU
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oOydJaromuxcsi. OTH CpeACTBA MOTYT OBITh MPEJOCTABICHBl YHUBEPCUTETOM, MIM MOTYT
UCTIOJTb30BaThCsl COOCTBEHHBIC TEXHHUYECKUE CPEICTBA.

[IpoBenenune mpoueaypsl OLCHUBAHUS PE3YJAbTATOB OOYyUYCHHS JOIMYCKAeTCS C UCIOJIb30BaHHEM
JMCTaHITMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHHA.

ObecneunBaercs AOCTYN K HH(GOPMAIMOHHBIM W OubmmorpaduyeckuM pecypcaMm B CETH
WuTepHer uist Kaxxaoro oOydaronierocsi B popMax, alaiTHPOBaHHBIX K OTPAHUYCHUSM UX 3I0POBBS U
BOCTIPHUATHS UHPOPMALIUH:

® Uil CICNBIX W CIA0OBUISIIUX: B TEYaTHOM (opMe yBEIWYeHHBIM HIpupTOM, B (hopme
ANIEKTPOHHOTO JOKYMEHTa, B popme ayauodaiina.

® JIUIs TIIYXUX U CJIA0OCIBIIIAIINX: B Ie4aTHOU (hopMe, B (hOpME AIEKTPOHHOTO JJOKYMEHTA.

® U151 O0YYAIOIINXCSl C HAPYIICHUSIMH ONIOPHO-BUTATEIbHOTO armapara: B IeYaTHOH Gopme, B
(dhopme 3EeKTPOHHOTO JOKYMEHTa, B (hopme aynnodaiina.

VY4eOHble ayIUTOpUU Al BCEX BUJOB KOHTAKTHOM M CaMOCTOSITENIbHON paboThl, HaydHas
OubnuoTeka M WHBIC TOMENICHHsS I OOYYEeHHs OCHAIIEHBI CIEUATbHBIM O0OpYAOBAaHHEM U
y4eOHBIMU MECTaMH C TEXHHUYECKUMU CPEJICTBAMU O0yUEHUS:

® JIJIsl CJIETBIX U CIA0OBUASIINX: YCTPOMCTBOM JJII CKAHUPOBAHUSA M UTE€HUS ¢ Kamepoil SARA
CE; nucruteem Bpaitis PAC Mate 20; npuntepom bpaiinsg EmBraille ViewPlus;

oISl TIYXUX U CIa0OCIHBIIIANINX: aBTOMAaTHU3UPOBAHHBIM pabOYUM MECTOM Ui JIOJCH C
HapyILICHUEM CITyXa U c1abO0CIHbIIANINX; aKyCTUYECKUI YCUIIUTEIbh U KOJIOHKH;

e i1 OOyYarOIIMXCS C HApPYMICHUSMHU OIOPHO-ABUTATEILHOTO ammapaTa: IepeIBUKHBIMH,
perynupyeMbiMu sproHomudeckumu napramMu CHU-1; kOMIObIOTEpHON TEXHUKOH €O CHELHaTIbHBIM
MIPOrPaMMHBIM 00eCTIeYeHUEM.

9. MeTtoanyeckue MaTepHaJIbI

9.1 Mnanbl MPaKTHYECKHX 3aAHATHI

Tema 1. BBenenme. JIOKyMEHT M [OKyMeHTAllHOHHOe ofOecrieyeHHe ynpaBjieHus. Cucrembl
AOKYMEHTALNH.

Bonpocs! 1uist 06cyxienus:

1. Yro noHnmaercs noJ MHGOPMAIIMOHHBIM O0eCTIedeHUEM JIeITETbHOCTH OpraHu3aluu?

2. ChopmynupyiiTe OCHOBHBIE 33]]a4i TUCIUTUIMHBI TP TTOATOTOBKE KaIPOB 1O 3alUTe HH(POpMAITUH
3. Jlaiite omnpezneneHHe MOHATUH <«IOKYMEHT», «IOKYMEHTAllMOHHOE oOOeclieYeHue YIpPaBICHUS,
«AETONPOU3BOACTBOY, «HHPOPMAIHS», «CUCTEMA JOKYMEHTALIUI.

4. JTokyMEeHT Kak OOBEKT HamaaeHuss W 3amuThl. OpraHu3alMOHHBIE U TEXHMYECKHE KaHaJbl
HECAHKIIMOHUPOBAHHOTO JAOCTYIA K JOKYMEHTAM.

3aHsATHE MPOBOAUTCS B (pOpME HENMPEPBIBHOTO JMajora Mexay NpenojaBaTeieM U CTYACHTaMH, B
X0Jle KOTOPOTO CTYIEHTHI OTBEYAIOT HA IMOCTABJICHHBIE BOMPOCHL. B mporiecce 3aHATHS BO3MOXKHBI
BBICTYIUIEHUS] CTYCHTOB C 3apaHee MPUTOTOBICHHBIMHU COOOIIEHUSMHU, PACKPBIBAIOLUIMMH B TOM WU
WHOM AaCTeKTe TeMaTuKy 3aHsATHs. KpoMe TOro, CTYIEHTHI BBIMOJHSIOT CaMOCTOSTEIBHO
MPaKTHYECKHE 3a/1aHusl.

3amaHus:

1. Heo06xoauMo NHCBMEHHO CQOPMYIHMPOBATH: YTO M KakKUM O0pa3oM OOBEAMHSAET MOHATHS
«uHpOpMAIHS», «COOOIIEHUE», <«IOKYMEHT». Kakue OCHOBHBIE OTIUYHS MEXKAY TOHATHIMH
«uH(pOpMAIH», «COOOIICHUEY, «TOKYMEHT.

2. Jnd TpemnoXeHHOTO oO0BekTa chOopMyTupyiTe OpraHW3alOHHBIE M TEXHHYECKUE KaHaJbI
HECAHKIIMOHUPOBAHHOTO JAOCTYIA K TJOKYMEHTAM.

Tema 2. CoBpemeHHass HOPMATHBHO-TIpaBoBasi 0a3a o0wero " KOH(QUAECHUHAIBHOIO
AeJ10NPOU3BO/ACTBA
Bomnpocs! 11t 06cyxaeHus:
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1. OcHoBHBIE 3aKOHOJATEIbHBIC AKTBI u HOPMAaTHUBHO-METOUYECKUE JIOKYMEHTHI,
perJaMeHTHpYIoIIHe JOKYMEHTAIIMOHHOE 00ecTIieYeHUE YIIPaBIICHUS.

2. IlpaBoBoe peryJupoBaHHE OTHOIICHWN, CBS3aHHBIX C YCTAHOBJICHHEM, W3MEHEHHUEM U
MIpeKpaleHuEM pekrMa KOMMEPUECKOM, CITy>KeOHOM U APYTruX BUIOB TailH.

3. Pa3paboTka JOKaJIbHBIX HOPMATHBHBIX aKTOB IO O0O0meMy U KOH(HIECHIIMAILEHOMY
JIeJIONPOU3BO/ICTBY.

3ansTHEe TPOBOAMTCS B (hopMe OOCYKIEHHUS TMOJATOTOBIICHHBIX COOOIIEHUI IO BOMPOCAM TEMBI.
OO6cyxnenre cooOIIeHUN TOTOIHIETCS MPOBEACHUEM TUCKYCCHH B (hOpMeE OTBETOB Ha MOCTaBJICHHbBIE
BOIIPOCHI, @ TAK)KE BBITIOJTHEHUEM MMICHbMEHHOTO 3aJaHMSI.

Samanus:

1.[laliTe XapakTepHCTUKY OCHOBHBIX 3aKOHOJATEIbHBIX aKTOB W HOPMATHBHO-METOIUYECKUX
JOKYMEHTOB, PErJIaMEeHTHPYIOIIUX JOKYMEHTAIIMOHHOE 00eCcIieYeHHEe yIpaBIeHUS.
2.0xapakTepu3yiUTe TPaBOBOC pEryJIMPOBAHUE OTHOIICHWW, CBS3aHHBIX C YCTAHOBJICHHEM,
M3MEHEHUEM U MPEKpaIICHUEM PeKUMa KOMMEPUYECKOH, CIyKeOHOM U IpYruX BUIOB TalH.
3.ChopmynupyiiTe 1  OOOCHYHTE  OCHOBHBIC  TPUHIUIBLI  OPraHHW3AIMM  COBPEMEHHOTO
JIeIIONPOU3BOICTBA.

Tema 3. IlonsiTue, 0COOEHHOCTH ¥ OPraHU3ALMS 00LIETr0 M CIENNAJIBLHOIO /1eJI0NPOU3BOACTBA.
Bomnpocs! mutst 00cyxaeHus:

1. TloHatMe ¥ OCHOBHBIE 3a7ayd oOOWEr0 M KOH(QUACHIUAIBHOIO  JEJIONpPOU3BOJCTBA.
OpraHu3aniOHHbIE M TEXHOJIOTUYECKHE OCOOCHHOCTH KOH(DHUICHIHMAIBHOTO JeNONPOU3BOCTBA.
PernameHTupoBaHHE TEXHOJOTHM JOKYMEHTHPOBAHUS KOH(MUACHIMAIBHOW UHPOPMALUU U PabOTHI C
KOH(l)I/II[CHHI/Ia.HBHBIMI/I JOKYMCHTAaMM.

2. OcHOBHas 11eJlb, 331241 U (QYHKLUH M0/Apa3AeaeHNs KOHPHUIESHIIMAIBHOIO 1eI0NPOU3BOJICTBA.

3. Pa3paboTtka monoxxeHus o moapasaeNeHIH!, JOJDKHOCTHBIX HHCTPYKIUH paOOTHHKAM.

3aHsATHE IPOBOAUTCS B (hopMe HEMPEPBHIBHOTO JMaiora MEX /1y MPeroiaBaTesieM U CTyJeHTaMH, B X0J1e
KOTOpPOro CTYACHTbI OTBCYAOT Ha I[MOCTABJICHHBLIC BOIIPOCHI. B nmponecce 3aHiATHUA BO3MOKHBI
BBICTYIIJICHUSI CTYJICHTOB C 3apaHee NMPUTrOTOBIEHHBIMU COOOLIEHUSMH, PACKPHIBAIOIIMMHU B TOM WU
HWHOM acCIICKTC TCMATHUKY 3aHATHA. KpOMe TOIr0, CTYACHTEI BBITIOJHAOT CAMOCTOATCIIBHO IMTPAKTUUCCKUE
3aJJaHUA.

3ananue 1. CocraBbre M odopmure [lonoxenue o ciayx0Oe ITOKYMEHTALIMOHHOTO oOOecreueHus
yIIpaBlICHHSL.

3ananue 2. CocraBbTe U O(GOPMHUTE AOHKHOCTHYIO MHCTPYKIMIO CIEHUAINCTa IO 3alluTe
uHpOpMalUU B aBTOMATU3UPOBAHHBIX CUCTEMAX.

Tema 4. JlokyMeHTHpOBaHHe KOHQUAEHIHAIbHOI MHpOpMaLHH.
Bonpocs! 1uist 06cyxienus:
1. PexkBHM3UTHI CIOyXKeOHBIX JTOKYMEHTOB, OOIIMH TOPSANOK UX OQOpPMIICHMS, IOpHIMYECKas CHIIA.
dopMmyisip 1ToKyMeHTa U GopMyIsip-o0pazel JOKyMEHTa.
2. OcoOeHHOCTH OQOpMIICHHS KOH(PHUIECHIIMATBHBIX JOKYMEHTOB.
3. bnaHku 1OKyMEHTOB.
4. Cucrema opraHu3allMOHHO-PACTIOPSIUTENBHBIX TOKYMEHTOB.
3aHsATHE TPOBOAUTCS B JOpME HETIPEPHIBHOTO TUAIIOTA MEXKIY IPETOAaBaTeIeM U CTYICHTaMH, B X0JI€
KOTOPOTO CTYAEHThl OTBEYAIOT Ha IIOCTaBJIEHHBIE BOMPOCHL. B mporecce 3aHATHS BO3MOXKHBI
BBICTYIICHHS CTYJICHTOB C 3apaHee NMPUTOTOBICHHBIMUA COOOIICHUSMH, PACKPHIBAIOIIMMHU B TOM MU
MHOM aclleKTe TeMaTUKy 3aHATUs. Kpome Toro, CTy/1eHTHI BHIOTHSIOT CaMOCTOSITEIbHO MPAKTHUYECKUE
3aJJaHHS.
3amanue 1. CocraBbTe M O(OpMHUTE TMpPHKa3bl 10 OCHOBHOM JEATENBHOCTH, M Jpyrue
pacropsIuTeIbHbIE TOKYMEHTHI, HEOOXOAUMBIC B TAHHBIX YIIPABICHYCCKUX CUTYAIHIX.
Curyanus 1.

Ha MockoBckoM KOMOMHAaTe 10 TPOW3BOJCTBY MY3BIKAIBHBIX HHCTPYMEHTOB W MeOemH
(rocynapcTBeHHOE MpeanpusTHe), KOTopblii BXxoauT B KoHiepH mo pa3paboTke W MPOU3BOACTBY
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INPOAYKIMM My3blKalibHOM npomeinuieHHOCTH (POCMY3IIPOM), neiictByer Ilonoxenue o
MIPEMUPOBAHUU PYKOBOJUTENICH 11EX0B, OTAEIOB U Ciryx0, yrBepkaerHoe 05.01.2003 Ne 27.

12 ampenst Tekymero rojga aAupekTop komOuHata B.M.JlapnoHOB mopyums Ha4aabHHKY OTJIENa
Tpyna u 3apabotHoi mnatsl MapkoBy H.I'. paccuurtars pazmep mpemMuu pyKOBOJUTENSM OT/AEJIOB,
[IEXOB M CIIy’)KO KOMOMHAaTa Mo urToram paboThl 3a MEpBBIA KBapTad K 15 ampens, a riiaBHOMY
Oyxranrepy komOuHara Tpommuoit C.I'. — opraHu3oBaTh BhIILIATY peMun K 20 ampens TEKyIIero
roja.

HavanpHuk mraHoBo-skoHOMHUYecKoro otaena MarBeeBa C.H. u rnaBHbiil Oyxranrep TpomrnHa
C.I'. 3aBU3MpOBAIM POEKT MIPHUKa3a JUPEKTOpa KOMOMHATA.

Curtyarus 2.

A.H.Illunos, mnpeacenarens PoccHCKOro areHTCTBa MEXKIYHApOJHOIO COTPYJHUYECTBA U
pa3Butus (rocynapcTBeHHas opranusaius npu llpaBurenscrse P®), 24 ¢eBpans Tekymiero roga
MOpYyYUI  CTPYKTYPHBIM  IOAPA3JEIECHUSIM  areHTCTBa  COBMECTHO C  IPEICTaBUTEISIMU
l'ockomumymectea Poccun k10 ampens NOATOTOBUTH HPOEKT MPOrpaMMbl  ITPUBJICUYECHUS
WHOCTPAHHBIX HHBECTUIMH K MPOLECCY AaKUUOHUPOBAHMSI TOCYJApPCTBEHHBIX IPEIIPUSITUH.
[Topydenue 66110 JaHO BO UcHONHEHHE nocTaHoBNeHUs [IpaBurensctBa PO ot 24 deBpans Tekyiiero
roga Ne 246 I'naBHOMY YNpaBiI€HHIO OTpPAci€BbIX HWHBECTHIMOHHBIX Iporpamm, [JaBHOMY
JIOTOBOPHO-IIPAaBOBOMY YIIPaBJIEHUIO U [ JIaBHOMY yNpaBIEHUIO CTPATETUN U MHBECTUPOBAHUS.

[IpoekT mnpukaza mpencenaTeNss areHTCTBa OBLI 3aBU3UPOBAH €ro IMEPBBIM  3aMECTUTENIEM
JI.H.®enopoBeiM M HavalbHUKOM [71aBHOrO JOroBOpHO-IIpaBoBOro ympasiaeHus W.B.MnbusbiM.
KonTposs 3a ucnionnenueM npukasza obu1 BosnoxeH Ha [{.H.denoposa.
3ananue 2. CoctaBbTe U OQPOPMUTE CITYKEOHBIE MUChMA.

Curyanus 1.

JlenapTaMeHT MOIIEPKKU U PA3BUTHS MAJIOTO IPEANPUHUMATEIBCTBA IMHUCHbMOM 3a MOJIMUCHIO
3aM.qupekTopa JgenaprameHta CBepukoBa A.B. yBenomuil pykoBojacTBO jerckoro cajga Ne 1586 o
TOM, YTO B CBSI3U C Pa3BUTHEM MPEINPUHUMATEIHCTBA 3JaHUE IETCKOTO cajla JOJHKHO OBITh MEPEIaHO
JUIS TEXHUUYECKUX HYXKJ JelapTaMeHTa.

Ucnonnurenem BacunpeBoil 1o mopyudeHuro aupekTopa gerckoro caga Ne 1586  HOro-
3amagHoOro OKPYXXKHOTO yImpaBieHUs o00pa3oBaHus T.MOCKBBI, pAacIOJIOKEHHOIO Ha MPOCHEKTe
MuuypuHckoM, 10M 22 1.MOCKBBI, OBIJIO COCTABIEHO MHCbMO, aIJpECOBAaHHOE OTAENIYy NuceM Mbapuun
MockBel no azapecy: r.Mocksa, yin.Tsepckas, 13, B koropoM aupekrop nerckoro caaa Ne 1586
O.A.Ab6pamoBa npocuia pa3o0parbcsi B JaHHOM BOIIPOCE, MOTUBHUPYS TEM, YTO B Ha3BaHHOM paiioHe
JETCKUX CaJ0B OCTaJOCh Majo U HE BCE JETU MOTYT IOCEIIaTh JETCKUE JOUIKOJIbHBIE YUPEKICHUS.
ITucsMo OBLTO OTBETOM Ha MOJTYYEHHBIN JOKYMEHT OT JlenapTameHTa.

Curyarus 2.

[Ipencenatens mpaBieHUs akUMOHEpHOro kommepyeckoro Oanka «TOPITIPE/IBAHK»
(np.Bepnanckoro, 19, Mocksa, 112123, ten.: 567-22-17, dakc: 576-22-20) C.A.lllymoB obpaTmiics K
I'enepansaomy aupextopy HIIO «Ac6ect» JI.M.BonbiHLeBy ¢ mpocb0oi paccMOTPETh BOIPOC O
npenocrasienun B anutenbHy0 apenny AKb «TOPI'TIPEJIBAHK» pa6ounx momarnieit — 180 kB.M
I0J1 pa3MelleHue OT/AeIeHUs OaHKa.

[TuceMo Obwio cocraBneHo wucnonHuteneMm Ilomnecnoit K.M. Ha nomkHOCTHOM OnaHke
npejcenaTens npaBieHus 0aHKa U MOANUCaHO 24 MapTa TEeKYILEero roja.

Tema S. Meroauka perjaMeHTallMM COCTaBa KOH(MPHUIACHUHUAJIBHBIX [OKYMEHTOB. Yu4er
KOH(])HI[EHIII/I&JII)HI)IX AOKYMEHTOB.
Bomnpocs! 11t o6cyxaeHus:
1. PaGora ¢ JOKyMeHTaMH, COJIep KaUMK KOH(MUIEHITUATbHBIC CBEICHHS.
2. CaeneHwusi, OTHOCSIIHECS K KOMMEPUYECKOH TaifHe.
3. 3ammTa JOKYMEHTOB, COJCPIKAIINX KOMMEPUYECKYIO TaifHYy.
4. Opranu3zainus paboTsl ¢ JOKYMEHTaMH, COJepKAIMMHU KOH(UACHIIMAIbHBIE CBEICHUSL.
3aHsATHE TTPOBOIUTCA B (pOpME HEMPEPHIBHOTO JMAora MEXy MpernojaBaTeIeM U CTYJIEeHTaMH, B
X0Jle KOTOpPOrO CTYIEHTHl OTBEYAlOT HA IOCTABJICHHBIE BOIPOCHL. B mporecce 3aHATHS BO3MOXKHBI
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BBICTYIUICHHS CTY/ICHTOB C 3apaHee MPUTOTOBICHHBIMH COOOIICHHSIMH, PACKPHIBAIOIIUMHU B TOM KU
MHOM acCIeKTe TEMATHUKY 3aHATHs. KpoMe TOro, CTyJE€HTHI BBINOJIHSAIOT CAMOCTOSATEIbHO MPAKTUYECKUE
3aJ1aHusl.

[IpakTrueckue 3agaHus:

1. CocraBbre 1OKyMEHT «O053aTENbCTBO O HEPA3IIIAIEHUH KOMMEPUECKOM TallHBI» Ha MPEIIPUATHH
Majoro 6u3Heca.

2. 3amnoJHUTE TOTIOJHEHHE K TPYJOBOMY JIOTOBOPY (KOHTPAKTY) paOOTHHUKA.

3. TloarorosbTte st paboTHUKA AOoKyMeHT «[loamnucka o HepasriialmeHu KOMMEPUYECKO TalHbD) MpU
€ro YBOJIbHEHUH.

4. CocrtaBbTe U 0pOpPMHUTE JOKJIATHBIC, U OOBICHUTENIbHBIC 3aIUCKU, HEOOXOAUMBIE B CIEIYIOIINX
YIPABICHUYECKUX CUTYaIUAX.

Curtyarus 1.

Kypeep OO0 «Dapmay C.C.CoMOB peryisipHO omnasabBasl Ha paboTy, YeM Hapymail TPYIOBYIO
TUucHUIUIMHY. 3aBenyromas kanuenspueit U.B.IllymminHa HeoqHOKpaTHO Jealia eMy 3aMmeuyaHusi (B
ycTHOU (hopme), a 12 uioHsS TeKymero rojaa Oblia BBIHYXKIEHA OOpPaTHTHCS C JaHHBIM BOIPOCOM K
I'enepansHoMy aupektopy A.B.CenoBy ¢ H0OKIaJHON 3allMCKOM, B KOTOPOH MPOCHIIA MPUHATH MEPbI
nucturmuHapHoro xapakrepa k C.C.CoMoBy.

Curyanus 2.

PykoBomutens otaena HoBeix mpoekToB O.B.TokapeBa obparunace k I'eHepamHOMY AMPEKTOPY
000 «Mactep» r-uy A.Jl.MeBneBy ¢ HOKIaAHOMN 3aMCKOM O HEOOXOIMMOCTH yBENUYECHHSI IITATHON
4HCIIEHHOCTH oTAena. B noknagnoi 3anucke O.B.TokapeBa coobiiana 0 ToM, YTO B HACTOSIIEE BpeMs
JUIS yCIIENTHOW paboThl areHTCTBa HEOOXOAMMO YBeJIMYeHHE Oaszbl JAaHHBIX O MMOTEHIIMAIbHBIX
kiaueHTax. [lo ee MHEHMIO, OJJTHUM U3 HauboJjee peanbHbIX MyTell paclupeHus 0a3bl JaHHbBIX SIBISIETCS
MIOCTOSIHHBIN aHAIU3 CPEJCTB MaccOBOM MH(pOPMAIH, B YaCTHOCTHU Ipecchl (MHpopmanus o Hanbolee
KpPYNHBIX KJIMEHTaX areHTCTBA Oblja MOJy4YeHa U3 aHAJIMTUYECKOro XypHaya «JkcrepT»). B cBsa3u ¢
TEM, YTO OTJEN B €ro HACTOSIIeM cocTaBe (5 COTPYAHHUKOB) HE MMEET BO3MOXKHOCTH OPraHU30BaTh
oipoOHOE M3yueHue aHanuTuueckux minanuii, O.B.TokapeBa cuuTaer 1eeco00pa3HbIM BBECTH B
mTaT OTHeja JABE JOHKHOCTH MEHEIKEPOB JJIA M3YYEHHUs M aHaIM3a IPECChl C LEIbI0 BBIABICHUS
MOTEHLIMAJIbHBIX KJIMEHTOB, a TAK)XXe MOJArOTOBKU ONEPAaTUBHON MH(OPMALIMU O MOJIOKEHUHN HA PHIHKE
CMU B ¢dopme exeHeIeNbHBIX OTYeTOB. B pokmagHoi 3amucke TokapeBa Mpeiokuia Ha 3TH
JOJKHOCTH T0J100paTh COTPYJHUKOB M3 UYHMCIA CTYACHTOB 4-5 KypcoB (hakynbTeTa XypHAIUCTUKA
MI'Y win mKomasl peKiaMsl.

Curyarus 3.

B UBanoBckoii 007acTH CHOXWJIOCH KpailHE HaNpsHKEHHOE TMOJIOKEHHE C  TOProBieit
MIPOMBIIIJIEHHBIMU TOBApaMH U, B YaCTHOCTH, MEOEIIbIO.

B 12 wu3 15 paiioHOB TOproBiasi MeOenbl0 BENETCS B HEMPUCIOCOOJIEHHBIX IOMELICHHUSX,
JIMIIEHHBIX HE00X0IMMOT0 000PYAOBAHUS, HE UMEIOIINX HOPMAJIbHBIX MOIBE3IHBIX MyTEH.

Jlnsa pa3penieHust JaHHON TPOOJIeMbl K pYKOBOJIUTENIO afMUHUCTpanuu MiBanoBckoit oomactu I1.
W. TlonexaeBy oOpaTuiicsd Ha4YadbHUK YTpaBIeHUsI TOProBiu AJMUHUCTpauuu VBaHOBCKo o0nactu
K. JI. TapacoB. B noknanHoii 3anmucke B CBS3U C HEOOXOANMOCTBIO CO3/IaHMsI YCIOBUM, OTBEUYAIOIINX
TpeOOBaHUSM OpraHM3alli TOProBiKM Mebenbio, TapacoB mpocui 1aTh yKa3aHUS PYKOBOJIUTENSAM
aJIMUHUCTPAIMH COOTBETCTBYIOLINX PafOHOB O MPEAOCTABICHUH 1 TOPTOBIIM MeOEIbI0 TOMEIICHUH,
OTBEYAIOLINX YCTAHOBJICHHBIM HOpMaM.

Tema 6. Opranu3auusi 001ero u KOH(pUIEHIUATBHOT0 JOKYMEHT0000poTA.

Bonpocs! 1uist 06cyxienus:

1. Tlopsmok perucTpauuu HCXOAAIIMX JIOKYMEHTOB M JOKYMEHT, (QHUKCHPYIOUIMH HCXOASIIHe
JTOKYMEHTEHI.

2. Topsaok perucTpanuy BXOASAIUX JOKYMEHTOB U JOKYMEHT, (PUKCUPYIOLIHI BXOAIIHUE.

3. Topsnok paboThl ¢ KOH(PHUICHIINATBHBIMHA JOKYMEHTAMH.

4. Tlopsaok paboThI ¢ MUCBMAaMU M 0OpaIlEeHUSIMH IPaK/IaH.
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5. KoHTposp uCHIOIHEHMS TOKYMEHTOB.
6. TpeOGoBaHUs K M3TOTOBIICHUIO, YUETY, UCIIOJIB30BAHUIO U XPAHEHUIO TTeYaTEH M IITAMITOB.

3aHsATHE TPOBOAUTCS B (OpME HEMPEPHIBHOTO JHANIora MEXAY MPEnojaBaTeyieM M
CTyJICHTaMH, B XOJI¢ KOTOPOT'O CTY/ICHTHI OTBEUYAIOT Ha MOCTABJICHHBIC BOMPOCHL. B mporiecce 3aHATHS
BO3MOXXHBI BBICTYIUICHUSI CTYJICHTOB C 3apaHee MPUTOTOBJICHHBIMU COOOIIEHUSMH, PACKPBIBAIOIIUMU
B TOM WJIA MHOM acCIIEKTE TEMATHKYy 3aHATHSA. Kpome TOro, CTYAEHTHI BBIIOJHSIIOT CAMOCTOSATEIHLHO
MPaKTUYECKUE 3aJaHUsI.
Samanus:
1. CocraBbTe cXeMy JABM)XCHUS BXOJSAIIUX JOKYMEHTOB.
2. CocraBbTe CXeMY ABUKEHUS UCXOMAIINX JOKYMEHTOB.
3. CocraBbTe cXxeMy ABM)KCHHS BHYTPEHHUX IOKYMEHTOB.

Tema 7. CucremaTu3auusi ¥ XpaHeHHe KOH(UIEHIHAIBHBIX JOKYMEHTOB B [1€J0NPOU3BOJACTBE
OpraHu3anuu
Bomnpocs! 1u1st 00cyKaeHus:
1. HowmeHnkiarypa aen opraHu3aluu.
2.  OcoOeHHOCTH COCTaBJICHUSI HOMEHKIATYPBl KOH(PHICHIIMATHHBIX JCII.
3. ®opmupoBanue u opopmICHUE KOHPHUICHIINATIBHBIX JIEI.
4. TloaroroBka KOH(GHUAECHIHATHHBIX JOKYMEHTOB JUJIs IEpeAayl B apXUB OpraHU3aluu. JKCIIepTHU3a
LEHHOCTH OOIIEAOCTYIHBIX U KOH(UACHIIMAIBHBIX TOKYMEHTOB.
5. YHuuToxeHHe KOH(PHIECHIMAIbHBIX JOKYMEHTOB.

3aHATHE NPOBOAMTCA B (opMe HEempepbIBHOIO Juajora MeXAy MpernojaBaTeieM H
CTY/ICHTaMH, B XOZIe KOTOPOT'O CTY/ACHTHI OTBEUAIOT Ha IMOCTABJICHHBIE BOIIPOCHL. B mpomecce 3aHATHs
BO3MO)XKHBI BBICTYIUICHHSI CTYJICHTOB C 3apaHee MPUTOTOBICHHBIMH COOOIIECHHUSIMH, PACKPBIBAIOIIMHU
B TOM WJIM MHOM acIeKTe TeMaTHKy 3aHATHs. Kpome TOro, CTYIEHTHI BBHINOJHSIOT CaMOCTOSTEIHHO
MPaKTHYECKHE 3a/1aHHS.
3anaHus:
1. Tlpoananu3upyiTe NpENTIOKEHHYI0 HOMEHKJIATYpy [ell, MCIpPaBbTE JOIMYIICHHBIE OIIMOKH B
oopMIIeHNN HOMEHKIIATYPHI e
2.  Odopmute 007I0XKKY Aena.

Tema 8. O6ecnieueHne COXpPAHHOCTH U KOH(PMIEHINATBHOCTH JOKYMEHTOB
Bonpocs! 1uist 06cyxienus:
1. TpeGoBaHus K MOMELICHUAM NOApA3JeNeHUH KOH(PHIECHIMAIBHOIO JEIONPOU3BOJCTBA U K
CJ'Iy)K€6HBIM IIOMCEUICHUSAM I/ICHOJ'IHI/ITGJ'IG?I, pa60Ta10me C KOH(i)I/II[CHIII/IaJ'IBHLIMI/I AOKYMCHTAaMH.
2. Tlopsnok opopmieHHs JOMycKka paOOTHUKOB K KOMMEpPYECKOH U CIy)KeOHOMU TaiHaM.

3aHsATHE TNPOBOAUTCS B (OpME HENPEPHIBHOTO JAMAJora MeXAy MpenojaBaTesieM H
CTYIEHTAMH, B X0JI¢ KOTOPOTO CTYIEHTHI OTBEUAIOT HA MOCTABJIEHHBIE BOIIPOCHL. B mporecce 3anATHA
BO3MOJXHBI BBICTYIIVICHUSA CTYACHTOB C 3apaHCC MPUIOTOBJIICHHBIMHA COO6HI€HI/I$IMI/I, PaCKpbeIBarOIMMHA
B TOM MJIM MHOM acCIEKTE TEMAaTUKY 3aHATHUS.
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IIpunoxenne 1. AHHOTAITHS
paboueii mporpaMMbl JTUCIUTIIHHBL

AHHOTAIIUSI PABOYEHA ITPOTPAMMBI JIUCHUATLIAHBI

JucuuruinHa — peanu3yercst Ha ¢akynpTere HH()OPMAIMOHHBIX CHCTEM M 0€30IacHOCTH
kadeapoi nHGopmMaIrmoHHOM 0€30IMacCHOCTH.

Llens qucnumvHb: GOPMHUPOBAHHE TIOHUMAHHS 3aKOHOMEPHOCTEH 00pa30BaHUs JOKYMEHTOB
U CIOCO0OB WX CO3/[aHUs, Pa3BUTHS CUCTEM JOKYMEHTAllMM W CHCTEM JIOKyMEHTHPOBAHUS,
paccMOTpeHHe TOKYMEHTa Kak O0BeKTa 3aIllUThl U HaNaJICHNs, YCBOCHUE TEXHOJOTUU 3P HEKTUBHOTO
MOKUCKa UHPOPMALIUH 110 TPODUITIO IEATETLHOCTH.

3amaun: pacCMOTPEHHE TEOPETHYECKUX M MPUKIAJHBIX aCIEKTOB JIOKYMEHTHPOBAHHUS
uHpOpMaIMU: CBOMCTB, QYHKIMHA 1 MPU3HAKOB JOKYMEHTA, CIIOCOOOB M CPECTB JTOKYMEHTHPOBAHHUS,
CTPYKTYpBI JHOKYMEHTa, MOPAIKA €r0 COCTaBJICHHUS M O(OPMIICHHS, METOJIOB M CIIOCOOOB 3alUTHI
JOKYMEHTa ¥ JIOKyMEHTHPOBaHHOH wHMOpManmu, KilacCU()UKAUN JTOKYMEHTOB U CHCTEM
JTOKYMEHTAIMH, OCHOB JIOKYMEHTAIIMOHHOTO 00ECIICUCHHUS YIIPABICHHSL.

JlucuuIuiiHa HanpaBiieHa Ha pOPMUPOBAHUE CIICIYFOIIUX KOMIICTCHITHIA:

e VK-2 - CnocobeH ompenensTh Kpyr 3aaad B paMKax IIOCTaBJICHHOW I W BHEIOHPAThH
ONTUMAJIbHBIE CIOCOOBI WX pEIIeHUs, WCXOAS W3 JICHCTBYIOIIMX IPABOBBIX HOPM, HMMEIOLIHXCS
PECYPCOB M OTPaHUYCHUI

e VK-4 - CnocoOeH oCylIeCTBIIATH JI€JI0BYI0O KOMMYHHUKAIMIO B YCTHOM M MUCbMEHHOM (hopMax Ha
rocy1apcTBeHHOM si3bike Poccuiickoil @enepaniui 1 HHOCTPAaHHOM(BIX) sI3bIKE(aX)

B pesynbrate 0OCBOCHUS TUCIUILIMHBI O0YYAIOLIHIACS JOIDKEH:

e OIIK-8 - CmocobeH oOCymecTBIsATh TOM00p, HM3y4eHHE H OO0OOIICHWE HAyYHO-TEXHUYECCKOU
JUTEpPATypbl, HOPMATUBHBIX W  METOJMYECKHX JOKYMEHTOB B [EJNAX pEIICHHS  3ajaad
podeccCHnOHALHOM e TEIIBHOCTH

B pe3ynbraTe 0cBOSHUS TUCIUTUIMHBI 00yJaONTUICS JTOJDKEH:

3HaTh. OCHOBHBIE AaCMEKTHl CO3/aHUsA OQUIMATBHBIX U CIYKEOHBIX JOKYMEHTOB; TNPUHITUIIBI
OpraHu3aIK JOKYMEHTO000pOoTa

YMeTh: MpaBUIBHO HCIONB30BaTh PEKBU3UTHI OPraHU3alMOHHO-PACTIOPSIAUTEIbHBIX JOKYMEHTOB;
co3aaBath HOpPMYJIISIp JOKYMEHTA

Brnagets: HaBbIKaMu pabOTHI C TOKYMEHTaMH; HaBBIKAMU TMOJITOTOBKHU W TEpeqadyd JOKYMEHTOB Ha
apXWUBHOE XPAHCHUE

[To nucruIuinHe IpeycMOTpEHa MPOMEXKYTOUHas aTTecTalus B (hopMe 3ayeTa.
OO61ast TpyA0€MKOCTh OCBOEHUS IUCLUIIIIMHBI COCTABIISIET 3 3a4ETHBIE €IUHULIBI.



