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Llenp OUCHUIIIUHEI:

peryaupoBaHuu

JOKYMCHTAllUOHHOT' O

1 IlosicHuTeJbHas 3aMIMCKA
1.1 Ileap u 3aga4y AUMCHUILIMHBbI

IHOArOTOBUTH CIICLHHUAJIMCTA,

o0ecreueHus

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

KOH(UICHIINATEHON  IeATeIbHOCTH

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

KOH(bHI[GHL[I/IaHLHBIMI/I

AOKYMCHTaMU B

aBTOMATH3MPOBAHHOM TEXHOJIOTHI 00pabOTKH.

3anaq1/1 JAUCHUIINIMHBI COCTOAT B CICAYIOIICM:

YCIIOBUSIX

NPUMEHEHUST  TPAAULMOHHOW U

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

obecrieyeHns: KOH(PHICHIIMATIBHOM e TeTbHOCTH;

- OMPENIENATh COACPKAHKE MPOLIECCOB, MPOUCXOIAIINX B 00JIaCTH KOH(DHUIEHITHAITEHOTO

ACIIOMPONU3BOACTBA U BBIABJIATH TCHACHIUN €TI0 Pa3BUTHA.

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

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

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

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

Pa3NUYHBIX BUAOB YIpo3 B MPOLIECCE €€ CO3MaHMs, 00pabOTKHU, UCIIOIb30BaHH, XPAaHESHUSI.

1.2 HepequL IJIAHUPYEMBIX pPE3yJbTaTOB oﬁyqumI o IMCuOMIlJIMHE,
COOTHCCCHHBIX ¢ MHAUKATOPAMH NJOCTUKCHHUSA KOMHETeHHl/Iﬁ

Komnerennus
(Ko M HANMEHOBaHME)

WNHaukaTopbl KOMIIETEHIUI
(kKo ¥ HAMEHOBAHUE)

PesynbraTel 00y4yeHus

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

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

3uamv: meopemuueckue 0cHo8bl
OOKYMEHMAYUOHHO20 0Decneverus
VAPAsIeHUs.

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

Bnaoemw: memooonozueii
OOKYMEHMAYUOHHO20 0Oecneverus
VIPAGIeHUs.

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

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

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




Braoemu: nasvixamu COBEPULEHCMBOBARUA
cucmembvl doxymeHmaquHnozo
obecneyenus ynpaejienus

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

3namv: cocmas gynxyuil cyaico
OOKYMEHMAYUOHHO20 0becneyeHUs
VIpaeneHus.

Ymems: ocywecmensmos pabomy no
OOKYMEHMAYUOHHOMY 00eCneyeHur
VAPABIEHUECKUX NPOYeCcos

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

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

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

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

Ymemn: npumensimo snanue meopuu
apxXusHO20 0end 8 NPaKmMu4ecKou
oesimenbHoOCmu

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

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

3unamv: npasuna opeanuzayuu
ONepamueHO2o U APXUSHO20 XPAHeHUs
OOKYMEHMO8

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

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

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

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

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

Bnaodemv: nasvikamu cosepuiencmeosans
ONepamusHo20 U apxXusHo20 XpaHeHusl




| doxymenmos

1.3 MecTO0 AMCHUILUIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM
MPOrpamMmabl

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

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

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

B KaJ[pOBOH CITyKOe».

2 CrpyKrypa JUCUHMILIMHBI

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

CTpykTypa AUCHHUILIMHBI 1)1 04HOH (opMBI 00yYeHH

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

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

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

CTpyKTypa JTUCHUILIMHBI JJI51 0YHO-3204HOI (PopMbI 00yUeHUs

O0beM TUCIUIUIMHBI B ()OopME KOHTAKTHOW PabOThl OOYYArOMIMXCS C TEAarorH4eCKUMHU

pabOTHHUKAaMU U (UJIH) IMIIAMH, IPUBJIEKAEMBIMU K peau3alii 00pa30BaTeIbHONW MPOrpaMMBbl Ha

MHBIX YCIOBHSX, TP MTPOBEACHNUHU YUCOHBIX 3aHATHIL:



Cemectp | Tum yaeOHBIX 3aHATHI KonuuectBo
4acoB
2 Jlexuun 16
2 Cemunapsl/mabopaTopHbie pabOThI 20
Bcero: 36

O0beM OUCIHILTUHBL B (POPME CaMOCTOSTENBHON pabOThI 00YYAIOMIMXCS COCTABISET 72

AKaJJCMHUYCCKUX 4aCOB.

CTpyKTypa JTUCHUIIMHBI /151 3204HO (POopMBbI 00yUeHUs1

O0beM TUCIUIUIMHBI B ()OopME KOHTAKTHOW PabOThl OOYYAIOMIMXCS C TEAarorH4eCKUMHU

pabOTHHUKaMU U (UJIH) IMIIAMH, IPUBJIEKAEMBIMHU K peau3alii 00pa30BaTeIbHON MPOrpaMMBbl Ha

MHBIX YCIOBHSX, IPH MIPOBEACHNUU YUSOHBIX 3aHATHIL:

Cemectp | Tum yaeOHBIX 3aHATHI KonuuecTso
4acoB
2 Jlexuun 8
2 Cemunapsbl/mabopaTopHbie pabOTHI 16
Bcero: 24

O0beM OUCIHILTUHBI B (POPME CaMOCTOSTENBHON pabOThI 00YYAIOIIMXCS COCTABISET 84

AKaJJCMHUYCCKUX 4aCOB.

3 Coaepxanue TMCHUIINHBI

Ne | HaumeHoBaHue pa3jena
JTUCIHUILINHBI

Conepxanue

1 Bsenenue

[Ipenmer, 3amaun u 3HadeHue kypca. OOBEKT U
IpeaMeT U3yueHHs.

Nudopmanus u uHbopManMoHHAsS O€30MaCHOCTS.
Wudopmanus oOmenocTynHas U OTPaHUYCHHOTO
JocTyma. Knaccudukarus uHpOpMaLUn
OrPaHUYEHHOTO JOCTYyTA. Ocobennoctu
nHpOpPMALUU OTPAaHUYEHHOTO JOCTYIA.
locymapcTBeHHast TaiiHa U KOH(UIEHIMAIbHAS
uH(pOpMAaIH. Bunsr KOH(UIEHITNATEHOM
uHpopMauu

0O030p UCTOYHUKOB U JIUTEPATYPHI 110 KYpCY.
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CoBpeMeHHast HOpMaTUBHO-TIPaBOBasI
0a3a KOH(PHUIESHIINATHLHOTO EJIO0NPOH3
BOJICTBA

®3 P® «O6 wunpopmanun, HHGOPMAIUOHHBIX
TEXHOJIOTUSIX U 0 3alIUTe MH(YOPMAIN» KaK OCHOBA
NIPaBOBOTO PETYIUPOBaHMUS OTHOIIEHUH B cdepe
3anmThl uH(opMaruu. [IpaBoBoe perynupoBaHue
uHpOpMaLKs, COCTaBISIOMIEH TOCYAapCTBEHHYIO
TaiiHy. IIpaBoBoe peryaupoBaHue OTHOILICHMIA,
CBSI3aHHBIX C YCTAaHOBJIIGHHEM, W3MEHEHHEM W
IpeKpalieHueM pexuma KOMMEpUYECKO}i,
CITy’KeOHOHM, TpoQecCHOHATBPHON U JPYTHX BHJIOB
TalH.

AKTyallbHOCTh M 3HAUY€HHUE pa3pabOTKU JIOKAIbHBIX
HOPMATHUBHBIX AaKTOB IO KOH(HUACHIUAIEHOMY
nenorpou3BoAcTBy. Ilopsgok wux pa3paboTky,
CTPYKTYpa U COJIEpKaHHUEe pa3/ieoB. AHAIN3 ONbITa
paboThl opraHu3anuii Mo pa3padoTKe HOPMATUBHO-
METOIMYECKUX JIOKYMEHTOB B obmactu
KOH(HIEHIINATIHLHOTO I€JI0NPOU3BOJICTBA.

ITousarue, 0COOEHHOCTH U
opranu3arysi KOHQUICHIIUATHHOTO
JIeIIOTIPON3BOICTBA

[ToHsATHE U OCHOBHBIE 321241 KOHPHUICHIIMATIHHOTO
nenonpoun3BoacTBa. OpraHn3auoHHbIE U TEXHOJIO
TMYECKHEe  OCOOEHHOCTH  KOH(HICHIHATBHOTO
JeTOTIPOU3BO/ICTBA. Onpenenenue cocraBa
U3J1aBaeMbIX KOH(UICHUIMAIBHBIX JOKYMEHTOB.
PernmamentupoBanue TEXHOJIOTUI
JOKYMEHTHUPOBaHUs KOH(HUACHIIMATEHONH HHPOP-
Maluu U paboTel € KOH(HUIECHIHAIHLHBIMHU
JTOKyMEHTaMH.

PernamentupoBanue 00s3aHHOCTEH paOOTHUKOB,
JOMYIIEHHBIX K padoTe ¢ KOHPHUICHIINATbHBIMU
JOKYMEHTaMU.  YCTaHOBJICHHE  IIEPCOHAIBHOU
OTBETCTBEHHOCTH 32 yUYeT, COXPAaHHOCTb U MOPSIOK
oOparieHus ¢ KOHQUACHIIUATEHBIMU TOKYMEHTaMH.
OpranuzannoHubie  (HOpMbI  KOH(PHIECHIIMAIHLHOTO
nenorpousBoacTtBa.  OCHOBHas 1efb, 33Ja4d U
byHKIMH  Tozpa3feNeHus  KOH(UIEHIHNATBHOTO
JIeTIOTIPOM3BO/ICTBA. Y CTAHOBIIEHHE €ro craryca,
YHCJICHHOTO U JIOJDKHOCTHOTO cocTaBa. Pa3paboTka
MOJIOKEHUS O TOAPA3JCNICHUH, JOKHOCTHBIX
MHCTPYKIUH paboTHUKaM. Ocobennoctu
HOPMHPOBAHHUS Tpyaa pabOTHUKOB
MoJpa3iesieHus] KOH()UICHIIMAIBHOTO JEIOPOU3BO
JICTBA.

JIOKyMEHTUPOBaHUE
KOH(MUICHIMATLHON HHpOopMarmu

OmpenenieHne W perIaMeHTUPOBAHHME COCTaBa
U3/1aBaeMbIX KOH(QUACHIMATBHBIX JTOKyMEHTOB.
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[IpaBoBOE OCHOBaHME JUIsI YCTAHOBIICHHS COCTaBa
uHpOpMaLMK, OTHOCUMOM K KOMMEpPYECKOW |
clTy>keOHOH TaifHaM. Dtanbl paboThI 1O pazpaboTke
nepevyHen uHpopManuy, COCTAaBJIAIOLIEN
KOMMEpUYECKYI0 U ClIy:keOHylo TaifHbl. Kputepuun
OTHECeHUs1 HHGPOpPMAIMM K KOMMEPUECKOW H
ciykeOHoit  taiiHam.  Crpykrypa  Ilepeuns
uHpOpPMAlLlMY,  COCTAaBIAIONIEH  KOMMEPUYECKYIO
TaiiHy. OCOOEHHOCTH COCTaBJCHHUS M CTPYKTypa
[epeuns naoOpMaIum, COCTaBIAIONIEH CITyKeOHYIO
taiiny. Llens paspabotku Ilepeuns wu3gaBaeMbIx
KOH(HUIECHIIMATBHBIX JOKYMEHTOB, TOPSJIOK €ro
pa3paboTKu.

Bunel Hocuteneil kKoHPUICHIIMATHHON
uHpopmanuu, UX y4er Hu  odopmieHue.
PernamentupoBaHue JaocTynma K MEPCOHAIBHBIM
KOMIIBIOTEpPaM, HCIIOJIb3YEMBIX i 00paboTKH
KOH(pHUIEHIIMATbHOH HMHpOpPMauM; a Takke K
AJIGKTPOHHBIM ~ HOCUTENSIM  KOH(HICHIHMATHHOMN
MHpOPMALINH, XPAHAIIUMCS BHE KOMIIBIOTEpA.
TpeboBanus kK cocTaBICHUIO, O)YOPMIICHHUIO U YUETY
YEpHOBUKOB,  IPOECKTOB  KOH(HUACHIUAIBHBIX
JTOKYMEHTOB.

OcobenHoctu odopmiieHUsT KOHPHUACHIUATHHBIX
JTOKYMEHTOB. PEKBHU3HUTBHI, HIACHTUDUIHPYIOLIUE
JOKYMEHTHI, coJepxKarue UH(OPMALHIO,
COCTABJIAIOLIYI0O KOMMEPYECKYI0 M  CIyXeOHYIO
TalHbBI KaK JOKYMEHTBI OTPAHUYEHHOTO JOCTYTIA.

Opranuzanus

JTOKyMEHT0000poTa

3allUIICHHOTO

OmnpeneneHue  MOHATUS  «KOH(UICHIMATBHBIN
JTOKyMEHTO000poT». [IpMHIMIIEI  pannoHaIbHOM
OpraHu3aIy KOH(PHUAESHIINATHFHOTO JOKYyMEHT0000
pota. CTpyKTypa 1 XapaKTepUCTHKA JOKYMEHTOIIO-
TOKOB.

Cucrema  goctynma K  KOH(MICHIMANIBbHBIM
nokymeHTaM. OCHOBHBIE 3a/1a4M CUCTEMBI JJOCTYTIA.
[TorHOMOYMS JTOJKHOCTHBIX JIMII 1O Pa3peIICHHIO
JI0CTyNa K KOH(UICHUIMANBHBIM JOKyMEHTaM.
[Topsimox odopmieHust paszpemieHui Ha AOCTYH K
KOH(HICHIINATBHBIM IOKYMEHTAM.

OmnpeneneHue MOHATUH «y4eT JOKYMEHTOBY» H
«perucTpanust JOKyMEHTOB», NPaBOMEPHOCTh HUX
UCTIOJNB30BaHUSI B 00AacTH KOH(UICHINATBHOTO
nenornpousBoacTBa. Llenu, Buabl U crnocoObl yuera
KOH(QHUICHIIMATBHBIX  JOKYMEHTOB. Y4YeT Kak
OCHOBHOE CpEICTBO OOEeCHeueHHsI COXpPaHHOCTH
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KOH(bHZ[GHL[I/IaHI:HBIX JAOKYMCHTOB. ITonsTue
«HU3OaHHBIC KOH(bI/II[eHI_[I/IaJIBHBIG JOKYMCHTLED> U
TCXHOJIOTHA HUX Y4CTa. OCcO0EHHOCTH TEXHOJIOTHU
yuc€Ta BXOOAIUX KOH(I)I/IIIGHL[I/IEUIBHBIX AOKYMCHTOB.

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

JTOKYMEHTOB BBIZICICHHOTO XPAHEHHUSI.

[IpueM, npoxoXkaAeHWE M TOPAIOK HCHOTHEHUS
BXOJSIIUX  KOHQHUACHIHATbHBIX  JOKYMEHTOB.
IlepBuuHnas o0paboTka. ITpenBaputenbHoe
paccMmotpenue. PaccmoTpenue KoH(UIEHINATBHBIX
JTOKYMEHTOB PYKOBOJICTBOM YUPEKACHUS.
Hanpasnenne koH(UIEHINANBHBIX TOKYyMEHTOB Ha

HUCITIOJTHEHHE.
OcobenHocTH OpraHu3aluu HUCITOJTHEHUS
KOH(UICHIIMATEHBIX JIOKYMEHTOB. [Topsinok

OTIpPAaBICHUA KOH(PHUICHIMAIBHBIX JOKYMEHTOB.
Opranuszanus JBUYKEHUS BHYTPEHHUX
KOH(HUIECHIIMATBHBIX JOKYMEHTOB. Opranuzanus
IBIDKEHUS  KOH(HUICHIHMAIbHBIX  JOKYMEHTOB
BBIJICJICHHOT'O XPaHEHUS.

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

CI/ICTeMaTI/ISaLII/IH H XPpaHCHHUC
KOH(I)I/IZLGHL[I/IEU'H:HBIX AOKYMCHTOB B
ACJIOMPOU3BOACTBC OpraHnu3aliun

Homenknatypa KOHOUAEGHIMANBHBIX JI€1 Kak
COCTaBHAsl YaCTh CUCTEMBI JIOCTYIA K JOKYMEHTaM.
OcobenHoctu COCTaBJICHUS HOMEHKJIATypBI
KOHpHUIeHIMATbHBIX  jaen. dopMmupoBanue U
odopmiieHre KOHPUACHIIMATBHBIX JICTI.

[MonroroBka KOH(UIEHINANBHBIX JOKYMEHTOB IS
nepeayd B apXUB  OpraHusanuu. EauHCTBO
HOPMAaTUBHO-METOJMUECKUX M  TEOPETUUYECKUX
OCHOB  TIPOBEJEHHSI  OKCIEPTH3Bl  LEHHOCTH
OO0IIEOCTYITHBIX u KOH(HICHIINATBHBIX
NOKyMeHTOB.  OCOOEHHOCTM  OpraHu3aluu |

MIPOBEICHUS 3KCIEPTU3BI IIEHHOCTH
KOH(UICHIIHATEHBIX JIOKYMEHTOB. [Topsinok
COCTaBJICHUS u odopmIIeHUS omucen

KOH(UICHINATBHBIX JEIT.

Hoodopmienue KOH(UICHIIHATEHBIX Jen.
[Topsimox mepemaun KOH(PHICHIIMANBHBIX JENT B
apXUB OpPraHU3alL1H.
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[TonsiTHE  «YHUYTOXKEHHE  KOH(MUICHIIMATBHBIX
JIOKYMEHTOBY. OcobeHnHoctr MOATrOTOBKH
KOH(UICHIINATBHBIX TOKYMEHTOB K YHHUTOKEHHUIO.
TpeboBanus K TEXHUYECKUM cpeacTeam
YHUUYTOXKEHUS TOKYMEHTOB.

7. TpeboBanust K TMOMEIMICHUSAM  TOAPA3ACICHUI
OGecniedeHne COXpaHHOCTH U KOH(HIECHIIMAIBHOTO  JIENIONPOU3BOACTBA U K
KOHQUICHUMATBEHOCTH IOKYMEHTOB | ¢ 1rvoyceGHEIM TOMELEHASM HCTIONHUTEN e, paboTaro
IIUX ¢ KOHPHUICHIIMATbHBIMU JOKYMEHTAMHU.
VYcnoBust Tpyda, OpraHum3anusi ¥ 00OpyZOBaHHUE
pabounx w™ect. [lopsnok odopmieHHs TOMycKa
paOOTHUKOB K KOMMEpPYECKOW M  CIIy)KeOHOMH
TaiiHaM U 00y4eHUs IpaBUiIaM pabOThI C KOH(PUACH
UATEHBIMU JIOKYMEHTaMH.

PernamentupoBanue mopsaka —oOpameHus ¢
KOH(HICHIINATBHBIMU JTOKYMEHTaMH KaK CpPEICTBO
o0ecreyeHns: X COXPaHHOCTU U MPEJOTBPALICHUS
YTEUKH CcoJepKaleiics B HHUX HWHPOpPMALHUH.
Peanuzanus cuctemMsl 1ocTyna K KOH(QUACHIIHAIb-
HBIM JOKyMeHTaM. [IpaBmiia paboThl mepcoHana c
KOH(HICHIIMATBHBIMHU TOKYMEHTaMH Ha OyMasKHBIX
U 3JICKTPOHHBIX HOCUTEISX

[TpoBepku HaJIN4Us KOH(HICHIINATIBbHBIX
JOKYMEHTOB KaK Ba)KHOE CpPEICTBO oOOecreueHUs
KOHTPOJIS 32 UX COXpaHHOCThI0. Ha3HaueHnue, BUabI
U TPUHIUIBL TPOBEICHHUS TPOBEPOK HATMYUS
KOH(HICHIINATBHBIX JOKYMEHTOB

4 OoOpa3oBaTejibHbIEC TEXHOJIOTHH

Jlnist mpoBeieHus y4eOHBIX 3aHATHH 110 AUCHUIUIMHE UCTIONIB3YIOTCS pa3InuHble 00pa3oBaTeIbHbIC
TEXHOJIOTUH. {151 opraHu3anuy yuyeOHOro mporecca MOXKET ObITh HCIIOJIIB30BAHO 3JIEKTPOHHOE

oOydeHue U (WJIH) JUCTAHIIMOHHBIE 00Pa30BATENBHBIC TEXHOIOTHH.

S Ouenka mIaHMpyeMbIX pe3yJabTaTOB 00y4YeHH s
Texymuii KOHTPOJIb OCYIIECTBIISICTCS B BUJIE OLIEHOK KOHTPOJILHBIX PabOT U 3a/laHuil Ha

npakTudeckux 3aHsaTusax. KonrponsHast padbota Nel BBISBIIsIET 3HaHHE MTPABOBBIX U
OpTraHU3aI[MOHHBIX OCHOB pa0OTHI C KOH(UACHIIMATLHBIMU TIOKYyMEHTAMH | OILICHUBAETCS 110 8
0as10B, KOHTpOJBHAs paboTa Ne 2 Moka3bpIBaeT 3HAHUA CTYJCHTOB 110 BOIIPOCAM OPTaHU3ALUU

paGOTBI C KOH(I)I/II[eHI_[I/IaJIbHBIMI/I JOKYMCHTAaMU U BBIABJIACT TOTOBHOCTb CTYJACHTOB K
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MPaKTUYECKON pabore, olleHuBaeTcs 10 7 6ayoB. MakcuMasbHas OlEHKA BEITIOTHEHHS

KaX/I0T0 MPAKTHYECKOTO 3aJjaHus — 5 0aJIJIOB, BBICTYIUICHHUS Ha CeMUHAapax - [IpomMexyTouHbIi

KOHTPOJIb 3HAHUN TPOBOJUTCS B (POPME UTOTOBOI KOHTPOJILHOW paboOTHI U olleHUBaeTcs 10 40

OaJLIOB.

B pesynbprare TEKyILIEro ¥ IPOMEKYTOYHOTO KOHTPOJISA 3HAHUM CTYIEHTHI I10Jy4aroT

COOTBCTCTBYIOIIYIO UTOTOBYIO OLICHKY.

5.1 Cucrema onieHUBaAHHUSA

®opma KOHTPOJIA

Makc. KoJIM4ecTBO

0aJU10B
3a ogny Bcero
padory
Texymui KOHTPOIIb:
- KonmponvHas paboma Ne [ 8 bannos 8 bannos
- KonmponvHas paboma Ne 2 7 6annog 7 6annog
- 8bINOJIHEHUE NPAKMUYECKUX 3a0anuti (memol 1-7) 5 6annos 45 bannos
[TpomexyTouHas aTTeCTanus 40 bannos
(nucvmennvitl omeem Ha 4 gonpoca 6 popme 3auema c
OYeHKOlL)
Hroro 3a cemectp (Qucyuniuny) 100 6annos

[Tosy4ueHHBII COBOKYIHBIN pe3yIbTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO LKAy OLIEHOK U B
IIKaly OIleHOK EBporeiickoii cucteMsl epenoca 1 HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHH ¢ TaOIHUIIEH:

100-6annpHas TpaionHas mkata [Ixama
1IKayia ECTS
95—-100 A

23— 904 OTJIMYHO B

68 — 82 XOpOIIO 3a4TE€HO C

56 — 67 D
5055 yIOBJICTBOPUTEIHHO E

20 — 49 FX
0-19 HEYIOBJIETBOPUTEIHHO HE 3a4TCHO F

5.2 KpnTepml BBICTABJICHHUA OLICHKH 110 JUCHHUIIJINHE

bannsl/ Orenka 1o Kpurepuu onieHKH pe3yinbTaToB 00yUEHUs 10 TUCIHUILIINHE

Ilxana ECTS | nucuuruinze

100-83/ «OTJIINYHO» BricraBnsiercs o0yuaromemMycs, €Ciid OH IITyOOKO U

AB IIPOYHO YCBOMJI TEOPETUYECKUM U NIPAKTUUECKUI
MaTepHuall, MOKET IPOJIEMOHCTPUPOBATH 3TO Ha 3aHATUAX U
B X0J/I€ IPOMEKYTOUHOM aTTECTAIHH.
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Bamnel/
lkama ECTS

O1ueHka 1o
NIUCIUATUINHE

Kpurepun onieHKH pe3yabTaToB 00yUEHUs 10 TUCIHUILIIHNHE

OOyuaronuiics HCUEPIIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIpaBIISIETCA C PEIIEHUEM 3a/1a4
npodeCCUOHATBLHON HAMPAaBICHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, ITPABHIILHO OOOCHOBBIBACT IIPUHSATHIC
peLIeHuS.

CB000/IHO OpUEHTHPYETCS B YUEOHOH U
npodeCCUOHATILHOM TUTepaType.

O1eHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMyCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnerennuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «BBICOKHUI.

82-68/

«XOopouo»

BricraBnsiercs: o0yuaromemMycs, eciii OH 3HaeT
TEOPETUYECKUH U IIPAKTUYECKUNA MaTepua, IpaMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSIX U B XOJE
IIPOMEKYTOYHOM aTTECTAllUU, HE JOIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

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

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnereniuu, 3akperiéHuble 3a AUCIUTUITMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIHUN.

67-50/
D.E

«yIOBJIETBOPU-
TEIILHO

BricraBnsiercs o0yuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTepHall,
JIOIYCKAET OTAETIbHBIC OMIUOKH MPH €ro U3JI0KEHUU Ha
3aHATHUAX U B XOJE IIPOMEXKYTOYHOU aTTECTALUH.
OOyuaronuiicss UCTIBITHIBACT ONpPEACTIEHHBIE 3aTPYAHEHUS
B IPUMEHEHUH TEOPETUYECKUX ITOJI0KEHUN IIPU PEILICHUN
MPAaKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHONW HAPaBICHHOCTH
CTaHIAPTHOI'O YPOBHS CIIOKHOCTH, BJIaJICET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HAaBBIKAMHU U
IPUEMAMH.

JIeMOHCTpHpPYET 0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JIUTEPaTyphl 10 JUCLUIIIIUHE.

O1eHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromEeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnereniuu, 3akperiéHuble 3a AUCIUTUTMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBIN».
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Bamnel/ O1ueHka 1o Kputepuu onieHKH pe3ynbTaToB 00yUeHUs O JUCIUILTHHE
Hlkana ECTS | qucouruinge

49-0/ «HEYIIOBIIETBOpPHUTE | BricTaBisercs oOyydaronemMycs, eciii OH He 3HaeT Ha
F,FX JIILHO» 6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
MaTepHal, 0MycKaeT rpyObie OUIMOKH IpU ero
U3JI0’)KEHUU Ha 3aHATHX U B XOJ€ IPOMEXYTOUHON
aTTeCcTaluu.

OOyuaronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKUX MOJIOKEHUH NPU pELIEHUU
MPAaKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHONW HAPaBICHHOCTH
CTaHJapPTHOT'O YPOBHS CJI0)KHOCTH, HE BJIaJ€ET
HEOOXOIMMBIMU JIJISl 3TOTO HAaBBIKAMU U MIPHUEMaMHU.
JleMOHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOM
JUTEPATYpPHI 110 TUCLHUIUIMHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromEeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCcTalUu.

KomMmneTeHuu Ha ypoBHE «JOCTaTOUYHBII», 3aKPEIUIEHHBIE
3a AMCUUIUIMHON, He C(HOPMHPOBAHBI.

5.3 OueHouHbIe cpeAcTBA (MATEPUAJIBI) NJIf TEKYIEr0 KOHTPOJIA
yCIeBaeMOCTH, IPOMEKYTOYHOM aTTeCTANM 00yYAIOIIUXCSH 110

AUCLHUILINHE
Ipumepnsie sonpocwvl Kk KOoHmMpoabHOU pabome Nol:

1. IlpaBoBo€ peryaMpoBaHHWE OTHOILICHWH, CBSI3aHHBIX C YCTAHOBJICHHEM, HM3MEHEHUEM H
IIPEKPALICHUEM PEKUMA KOMMEPUECKOU TalHBI.

2. lopsinok obOparienust co cinykebHoil nH(opMaleil orpaHUYEHHOTO PACIIPOCTPAHEHUS B
(benepanbHBIX OpraHax BIACTH U MOJABEJOMCTBEHHBIX UM OpraHU3aIHsIX.

3.0cobennoctu IIPaBOBOIO peryIupoBaHus uHpOopManuy, COCTaBJISAIOLIEH
poeCCUOHATIBHYIO TalHY.

4. OpraHu3alMOHHBIC U TEXHOJIOTUYECKHE 0COOEHHOCTH KOH(UACHIINAIEHOTO
JIeTTOTIPON3BOICTBA

5. IlonsTHe 1 3a7aun KOH(PHUICHIIMAIBHOTO AEI0NPON3BOACTBA. [IpHHIIMIIBI €10 OpraHu3aiu
U cdepa IesITeNbHOCTH

6. ConepxaHue MOHATHS «OPraHU3aIHs KOH(PUASHIINATBEHOTO ATI0NPOU3BOICTBAY

Tpumepnsie sonpocevl kK KOHMpPOaLHOU pabome Ne2:
1.HomeHnkmnatypa e Kak COCTaBHasl YaCTh CUCTEMBI IOCTYNa K KOH(PHUICHIIHATbHBIM
nokymeHTaM. OcoOEHHOCTH €€ COCTaBJICHHs U 0(hopMIICHHUSI.
2. OcobenHoctu GopMHUPOBaHUS U OPOPMIICHHS KOH(PUACHIIUATBHBIX JEI.

3. Tlopsaaok MOArOTOBKH U Nepeaayl KOH(PUACHIIUAIBHBIX JIEJI B apXHUB OpraHU3aluu
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4.TpebGoBaHus K OpraHU3aMy PadOThI IO YHUUYTOKEHUIO KOH(PUICHIINATBHBIX JOKYMEHTOB
5. Ilopsiok 0TOOpa ¥ TEXHOJOTHUS YHUUTOXKEHHUS KOH(PHUICHIIMATBHBIX JOKYMEHTOB

6. Pexxum xpaHeHus! KOHQUACHIMAIBHBIX JOKYMEHTOB

Cnmcox BONPOCOB 1Jisl MPOMEKYTOYHOM aTTeCTANMY N0 JMCIUILIHHE:
1. JlaTh XapakTEpUCTHKY OCHOBHBIX HOPMATHUBHBIX IIPaBOBBIX AaKTOB B O00JIACTH

KOH(HICHIINATIHHOTO 1EJIONPOU3BO/ICTBA.

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

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

4.Ilepeuenp MHQPOPMALIMHU, COCTABISIONICH CiIy)XeOHYI0 TaliHy (1elb pa3pabdOTKH, €ro
Ha3HAYEHUE U MOPSIOK pa3paboTKH)

5.IlepeyeHb W3MAaHHBIX KOH(HUICHIHMAIBHBIX JOKYMEHTOB (1leb pa3pabOTKH, €ro
HA3HA4YCHHE U MOPSIOK pa3padoTKH).

6. TpeboBaHUs K OpraHU3alMy KOH(PUICHIUATBHOTO JIEJIONPOU3BO/ICTBA B YUPEKICHUH.

7. Oco0eHHOCTH JOKYMEHTUPOBaHHS KOH(PUIACHIINATLHON HH(POPMAITUH.

8.Yuer KOHOQUACHIHUAIBHBIX TOKYMEHTOB KaK OCHOBHOE CpEACTBO OOECIEUeHHUs HX
COXPAaHHOCTH.

9. TpebGoBaHus K OpraHU3aIMU 3aIMIICHHOTO JOKYMEHTOO000POTa B YUPEKICHHUH.

10.Cuctema moctyna K KOH(UICHIMAIBHBIM JOKYMEHTAM KaK OCHOBA JJISl OpraHU3allud
JBIKEHUS] KOH(UACHIIMAIBHBIX TOKYMEHTOB B YUPEKICHUH.

11.Knaccudpukanmms W cucTeMaTu3aluuss  KOH(PUACHIMAIbHBIX  JOKYMEHTOB B
JIEJIONPOU3BOCTBE OPraHU3aLINN.

12.0cobeHHOCTH XpaHeHHA KOH(PHUICHIMATIBHBIX JOKYMEHTOB B JIEJIONPOH3BOJICTBE
OpraHM3aliu.

13.TpeGoBanusi kK 00ECNEUYEHUIO COXPAHHOCTH M KOH(QUACHIIMAIBLHOCTH JIOKYMEHTOB B
JIEJIONPOU3BOICTBE OPraHU3aLINN.

14. Topsaok oOpalieHus UCTIOIHUTENEH ¢ KOHPHUICHIINATBLHBIMI JOKYMEHTAMHU.

15.Ha3nauenue, BUbl U PUHIMITBI TIPOBEICHHS POBEPOK HAINYMS KOH(PUICHIUATBHBIX
JOKYMEHTOB.
16.MIHCTpYKIUS 110 KOH(PHUIESHIIMATHLHOMY JAEJIONPOU3BOICTBY KaK OCHOBHOM JOKYMEHT,

periIaMeHTHPYIOIIUI MOPSAIOK 3aLIUTH U 00pa0OTKH JOKYMEHTOB B YUPEKICHUU.
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17.0cHOBHBIC HAINpaBICHHUS COBEPIICHCTBOBAHUS TEXHOJOIMH 3allUTHI U OO0PabOTKU

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

6 YueOHO-MeTOaMUYecKOe U HHPOPMAIIMOHHOE O0ecTedeHUe QU CIUIINHBI

6.1 CnucOK HCTOYHHUKOB M JIUTEPATYPHI
HUcTounuku

OcHoOBHBIE
®enepanbhblii 3akoH 0T 27 utonst 2006 r. N 149-D3 "O06 undopmaium, nHPOPMAMOHHBIX

TEXHOJIOTUSX U O 3aIuTe HHQopMaIum». [ DIeKTpoHHBIH pecypc]// CipaBOYHO-TIOUCKOBAS
cucrema «Koncynpsrantllmroc». URL:

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

@enepanbhblil 3akoH 0T 27.07.2006 Ne 152-®3 «O nepcoHalbHBIX JaHHBIX». [DIEKTPOHHBIN
pecypc]// CnpaBouno-mouckoBasi cucrema «Koucymprantllmoc». URL:www.consultant.ru »
document > cons_doc LAW_ 61801/

®enepanbHblil 3akoH 0T 29.07.2004 Ne 98-D3 «O xomMmepueckoil TaliHe». [DIEKTPOHHBIN
pecypc]// CnpaBouHo-nionckoBast cuctema «KoncynbrantlLirocy.

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

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

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

VYka3 [Ipesunenta PO ot 30 HosiOpst 1995 1. Ne1203 «O6 yTBepkKIeHUU TIEpedHsI CBEICHUH,
OTHECEHHBIX K TOCYIapCTBEHHOM TaifHey». [DnekTpoHHBIH pecypc]/ CipaBOYHO-TIOMCKOBAs
cucrema «Koncynprantllmroc». URL:
http://www.consultant.ru/document/cons_doc LAW_ 8522/

[TocranoBnenne [IpaBurensctBa PO ot 03.11.1994 No 1223 «O6 ytBepxaenuu [lomoxenus o
nopsiike OOpalleHus cO CIIy)KeOHOM HMH(pOpManueil OrpaHUYEHHOrO0  PacCHpPOCTPAHEHUS B
(denepanbHBIX OpraHax HWCHOJHHUTEIBHOM BJIACTH YIOJHOMOUYEHHOM OpraHe yIpaBJICHUS
UCTOJb30BAHUEM aTOMHOM HHEPrMM U  YIOJHOMOYEHHOM OpraHe I0 KOCMHYECKOM
NEATEIBbHOCTI. [OneKTpOHHBIH pecypcel// CrnipaBoYHO-IIOMCKOBAs cucreMa

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

[Tocranosnenue [IpaBurensctBa P® ot 07.02.2024 Ne 132 «O6 ytBepxkaenuu [IpaBun gomycka

JNOJDKHOCTHBIX JiML W rpaxnan Poccuiickoi ®enepauuu K TOCYJapCTBEHHON TaillHE.
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[OnexTponnsiii  pecypc]/ CnpaBouno-mouckoBasi cucrema «Koncynprantllmocy. URL:

https://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW &n=469293#Kb8pI8UeQiih

JlonmoJiTHUTENbHBIE
I'paxnanckwmii koneke Poccuiickoit denepanuu (4acte 4). [DnexkTpoHHsI pecypc]// CripaBouHo-
IIOUCKOBast cucrema «Koncynprantllotocy. URL:
http://www.consultant.ru/document/cons_doc LAW 64629/
®enepanbublii 3akoH oT 09.02.2009 Ne 8-03 «OO6 obecneueHuu goctyna K UHGOPMAIUU O
NESTeIbHOCTH TOCYJApCTBEHHBIX OpPraHOB M OPraHOB MECTHOTO  CaMOYIPAaBJICHHUS».
[OnexTponnslii  pecypc]/ CnpaBouno-mouckoBasi cucrema «Koncynprantllmoc». URL:
http://www.consultant.ru/document/cons_doc LAW 84602/
[Tpuka3 @enepanbHoro apxuBHoro areHtcrBa or 11.04.2018 Ne 44 «OO0 yTBepkIeHHH
[IpuMepHO#l HMHCTPYKIMM TIO JEJONPOU3BOJACTBY B TOCYJApCTBEHHBIX OPTaHU3AILUSIX.
[OnexTponnslii  pecypc]/ CnpaBouno-mouckoBasi cucrema «Koncynprantllmocy. URL:
http://www.consultant.ru/document/cons_doc LAW_ 305137/
ITpuka3 MunucrepctBa PO mno wnamoram um c6opam ot 03.03.2003 Ne BI-3-28/96 "O06

YTBEP)KICHUM TMOpAAKA JOCTyHNa K KOH(HUICHIMAIHHON HH(POPMALUU HAJIOTOBBIX OpraHoB'.
[DnexTponnslii pecypc]// CnpaBouHo-niouckoBas cuctema «Koncynprantlmocy». URL:

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

Jluteparypa

OcHoBHast
KondunennuansHoe 1el10MpOU3BOJACTBO U 3AIIUIICHHBIA 3JIEKTPOHHBIM  JTOKYMEHTOO0O0pOT :
[yae6nuk] / H. H. Kynsie, A. C. lemymkun, T. B. Konnpamosa, A. I'. ®abpuuHoB ; mox o0,
pen. H. H. KynseBa. - 2-e u3a., mepepab. u gom. - Mocksa : Jloroc, 2013. - 497 c.
OpraHu3alMOHHOE M TpaBoBoe obecredeHne WHPOPMALMOHHOM 0e30mMacHOCTH : y4yeOHUK U
npaktukyM ais By30B / T. A. [lonsikoBa, A. A. Ctpenbuos, C. I'. UyOykosa, B. A. Huecos ; nox
penakuueit T. A. [TomsikoBo#, A. A. CtpenbuoBa. — Mocksa : U3gatensctBo FOpaiit, 2020. —
325 ¢. — (Bricmee obpazoBanue). — ISBN 978-5-534-03600-8. — Tekcrt : anexrponHslii // 3BC
HOpaiit [caiiT]. — URL: https://urait.ru/bcode/450371

JonmostHuTeIbHAS
HenonpousBoacteo: yueOHuk / T.A. brikosa, J.M. Bsanosa, F0.M. Kykapuna, JI.B. Cankuna. —

5-e u3a., nepepad. u gorn. — M. : UHOPA-M, 2023. — 403 c. + Jlon. MmaTepuansl [ DIeKTPOHHBIH
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pecypce; Pexxum nocryna http://www.znanium.com]. — (Bsiciiee oOpa3oBanue: bakanaBpuar). -

Pexum noctyna: http://znanium.com/catalog/product/762591

6.2 Tlepeuenn pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHUKAIMOHHOM CeTH
«AHnTepHeT»
- I'apanT [DnexTponHbIi pecypc]. — DIeKTpoH. f1aH. — M., cop. 2023. — Pexxum nocryna:

http://www.garant.ru.
- Koncynbrant [1mtoc [DnekTpoHHBIHN pecypc]. — DnekTpoH. aaH. — M., cop. 2023. — Pexxum

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

7. MaTepl/laJIbHO-TeXHH‘leCKoe o0ecrneueHue ANCIHUIIINHBI

Aynuropun Juisi IpOBEACHUS JIEKIIMA U CEMUHAPCKUX 3aHATUI C TEXHUYECKUMU CPEJICTBAMU
o0yuyeHus (MyJIbTUMEIUA-TTPOEKTOP (BUIACONPOEKTOP), 3KpaH (IIEPEHOCHOM MM CTAI[HOHAPHBIN)),

KOMIIBIOTEPHBIH KJIACC [T TPOBEACHUS JIAOOPATOPHBIX 3aHATHH.

1. Ilepeuens ITO

Nent Haumenosanue [10 [IpousBoaurens Crioco6
/m pacrpocTpaHeHHs
(ruyensuonnoe unu
6000010
pacnpocmpaunsemoe)
1. Adobe Master Collection CS4 Adobe JIALIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JIMIIEH3UOHHOE
3. Windows 7 Pro Microsoft JILIEH3MOHHOE
4. Microsoft Office 2013 Microsoft JIMIIEH3UOHHOE
5. Windows 10 Pro Microsoft JILIEH3MOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMLIEH3MOHHOE
7. Microsoft Office 2016 Microsoft JInneH3noHHoe
8. Zoom Zoom JINICH3UOHHOE

2. Ilepeyens Bl m UCC

Nenn HaunmenoBaunue
/1

1 | MexayHaponusie pedepatuBHble HaykomeTpuueckue b/I, moctynHeie B paMkax
HanuoHaILHOM noanucku B 2020 T.

Web of Science

Scopus

2 | [IpodeccuonansHble MoNMHOTEKCTOBBIE B/I, 1OCTYyNHBIE B paMKax HallMOHAJIBHON
noxamucku B 2020 r.
XKypnanst Cambridge University Press
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ProQuest Dissertation & Theses Global
SAGE Journals
XKypnans! Taylor and Francis

3 | [Ipodeccronanbubie momHOTEKCTOBBIE B]]

JSTOR

N3nanus mo oO1eCTBEHHBIM U TYMAaHUTAPHBIM HayKaM
DnekrponHas 6ubnroreka Grebennikon.ru

4 | KoMnbroTepHbIE CIIpaBOYHBIE IPAaBOBBIE CUCTEMBI
Koncynprant Ilntoc,
l'apanT

8. Obecneuenne 00pa3oBaTeJLHOIO NpoOUECCA AJIS JIUI €

OrpaHUYCHHBIMHA BO3MOKHOCTHAMM 310POBbA U HHBAJIUIO0B
B xone peamn3anu JUCHUIIIMHBI UCTTIOJB3YIOTCA CICAYIOIHNUEC JOIMMOJIHUTCIILHBIC

METOJbl O00Y4YEeHMsI, TEKYIIEro KOHTPOJIS YCHEBAEMOCTH M IPOMEXYTOUYHOM aTTECTallMU

o0ydaromuxcs B 3aBUCUMOCTH OT UX UHIUBUAYATbHBIX OCOOCHHOCTEH:

® IS CIENBIX U CIAa0OBUAAIINX:

- JeKuuu O(OpMISIOTCS B BHUJAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMIIBIOTEpA CO CIEIHMATU3UPOBAHHBIM ITPOrPAMMHBIM 00€CTIeUeHUEM;

- TMCbMECHHBIE 3a/JlaHHS BBIINOJIHSIOTCS HA KOMIIBIOTEPE CO CHEHUAIU3UPOBAHHBIM
MIPOTPaMMHBIM 00€CTieueHHEM, HIIH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecnieunBaeTCs MHANBUIYaIbHOE paBHOMEPHOE ocBeleHne He MeHee 300 Jokc;

- JUIs BBINOJMHEHMS 3aJaHusl NP HEOOXOTUMOCTH TPEAOCTABISACTCA YBEIWYHMBAIOLICE
YCTPOMCTBO; BO3MOKHO TAK)KE UCII0JIb30BAHNE COOCTBEHHBIX YBEINYMBAIOIINX YCTPONCTB;

- MUCHbMEHHBIE 3aJ]aHNs OPOPMIISIOTCS YBEIIMYESHHBIM HIPUPTOM;

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

® IS TIYXMX M CIa0O0CIbIIAIINX:

- Jekuud O(OPMIISIIOTCS B BHJIE 3JCKTPOHHOIO JOKYMEHTa, JHOO MpPEeJOCTaBIIsSETCS
3BYKOYCWJIMBAIOILAsl alnaparypa MHANBUAYAIbHOIO IIOJIb30BaHUS;

- MUCHbMEHHBIE 33JJaHUS BBIMOJIHAIOTCS Ha KOMIIBIOTEPE B MUCBMEHHOM (hopMe;

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

e JUIsl IUI| C HAPYLIEHUSIMU OIIOPHO-/IBUraTENLHOTO aniapara:

- JeKuuu O(OpMISIOTCS B BHUAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IIOMOIIBIO

KOMIIBIOTCPA CO CIICHUAIIN3NUPOBAHHBIM IIPOTrPaMMHBIM 066CH€‘-I€HI/IGM;
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- THCHMEHHBIC 3aJlaHMsl BBINOJHAIOTCS Ha KOMIBIOTEpE CO  CIEIUATU3UPOBAHHBIM
MPOTPaMMHEIM 00€CTICUeHUEM;

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

[Tpu HEOOXOMMMOCTH MPeyCMaTPUBACTCS YBEIIMUCHNUE BPEMEHH Il IOATOTOBKH OTBETA.

[Iponienypa  mpoBefeHHs  NPOMEXKYTOUHOH  arTecTauuu Uil OOydaromuxcs
YCTAHABIMBACTCS C Y4YETOM UX HMHIUBHIYAJbHBIX ICUXO(PHU3HMUECKUX OCOOEHHOCTEH.
[TpomexyTouHast aTTeCTAIMsI MOXKET MTPOBOJAUTHCS B HECKOJIBKO ATAIIOB.

[Ipu npoBeneHNH MpoLEaYpHl OLEHUBAHUS PE3yJIbTATOB OOyUEHHs IMpeaycMaTpuBaeTCs
UCTIOJIb30BAaHUE TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C HWHAMBUIYAJIbHBIMH
0COOEHHOCTSIMH 00yYarOMUXCs. DTU CPEICTBA MOTYT OBITh MTPEOCTABICHBl YHUBEPCUTETOM, WIIN
MOTYT UCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKUE CPEICTBA.

[IpoBenenue mpoueqypbl OICHHMBAHHUS  PE3yAbTaTOB  OOy4YEHHsS  JIOMYCKaeTcs C
MCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTEeIbHBIX TEXHOIOTHA.

ObecneunBaeTcst A0CTyN K MH(GOPMAIMOHHBIM U OMOIMOrpaduyeckuM pecypcaM B CETH
WuTepHeT U Kaxkaoro oOydvaromerocss B (opmax, aganTUPOBAHHBIX K OTPAHUYEHUSAM HUX
3JI0POBbSI U BOCIIPUATHUS MH(POPMALTUH:

® IS CIENBIX U CITAa0OBUAAIIMNX:

- B Ie4aTHON (opMe yBEIIMUECHHBIM HIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

® Ui TIIYXHX U CJIA0OCIHbIIAIINX:

- B meyaTHOU (opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

e s O0yYaroIuXcs ¢ HAPYIUICHUSIMU ONOPHO-/IBUTATEIBHOTO arapara:
- B meyaTHOU (opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanoddaiina.

VY4eOHble ayIUTOPHH Ui BCEX BUIOB KOHTAKTHOW M CaMOCTOSATENbHOM paboThl, HAy4YHAs
O6ubIMOTEeKa U MHBIE MOMEIICHUS IJIs1 0Oy4eHHUs] OCHAIICHBI CIEMUATBbHBIM O00OpYIOBaHUEM U
y4eOHBIMH MECTaMHU C TEXHUYECKUMHU CPEACTBAMHU O0YUCHUS:

® IS CIENBIX U CIAa0OBUAAIIMX:
- YCTpOMCTBOM JuIsl cCKaHMpoBaHUs U uTeHus ¢ kamepoil SARA CE;
- nuctuieeM bpaiinsa PAC Mate 20;

- mpunTepoM bpaitis EmBraille ViewPlus;
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e Uil TUIyXHX M CAOOCBIIIANINX:
- ABTOMATH3WPOBAaHHBIM pa0OYUM MECTOM /I JIOJAEH C HapylieHHeM ciyXxa |
C1a00CIIBIIIAIINX
- aKyCTUYECKHUI YCUIIUTEIh U KOJIOHKH,
e ISt OOYYAIOIIMXCS C HAPYIICHUSIMU OTIOPHO-/IBUTATEIILHOTO ariapara:
- IEPEIBIKHBIMU, PETYIUPYEMBIMU 3proHomMuueckumu napramu CHU-1;

- KOMIIBIOTEPHON TEXHUKOW CO CHELUATbHBIM ITPOrPaMMHBIM 00€CIICUEHUEM.

9. Meroauyeckne MaTepuaJIbl

a. Il1anbl NPAKTHYICCKHUX 3aHATHH.
ILnaHbl NPAKTHYECKUX 3aHATHH

Tema 1 (2 4.) CoBpeMeHHass HOPMAaTHBHO-TIpaBoBas 0a3a KOH(HIECHIIMAIHLHOTO
JEJIONPON3BOACTBA

[lenp 3aHATHS: H3y4YeHHE HOPMATUBHBIX IPABOBBIX AaKTOB B 0O0JAaCTH 3allUTHI
KOH(HICHIINATHLHON HH(pOpMAITUH.

d®opma npoBeieHUsI — OTBETHI HAa BONIPOCHI U 0OCYXIEHUE MPEIOKEHHBIX MPOOIEMHBIX
TEM.

Bomnpocs! 11 o0cyxaeHust:

l.®enepanbubiii  3akoH PO ot  27.07.2006 Ne 149-®3 «OO6 wuHbpopmanuy,
MH(POPMALMOHHBIX TEXHOJIOTUSAX M O 3aIIUTe UHPOPMALUK) U OCHOBHbIE PUHIIUIIBI IPABOBOTO
perynupoBaHus B cepe 3aluThl HHPOPMALIUH.

2.0OCHOBHBIC HamNpaBJICHUS IMPABOBOTO PETYJIUPOBAHHUS OTHOIICHUH, CBSI3aHHBIX C
YCTaHOBJIEHHEM, U3MEHEHUEM M MPEKPAIICHUEM PEXMMA KOMMEPUYECKON TaliHbl B COOTBETCTBUU
¢ ®enepanpHpiM 3aKk0HOM P® o1 29.07.2004 Ne 98-D3 «O xomMmepuecKoil TaliHe.

3.IlpaBoBOE peryianpoBaHue ciayxeOHoi HHPOPMALIUK OrPaHHYEHHOTO PACTIPOCTPAHEHUS
(cmyxeOHas TaifHa).

4. Bunsl npodeccnoHaibHOM TaltHbl, 0COOCHHOCTH UX IPABOBOTO PETYIHPOBAHUS.

Cnucok MCTOYHUKOB:
®enepanbhblii 3akoH 0T 27 utoist 2006 r. N 149-D3 "O06 undopmaium, nHPOPMALIMOHHBIX
TEXHOJIOTUSX U O 3aIuTe HHGopMaIum». [IeKTpoHHBIH pecypc]// CipaBOYHO-TIOUCKOBAS
cucrema «Koncynsrantllmroc». URL:

http://www.consultant.ru/document/cons_doc LAW_ 6179/
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®enepanbHblil 3akoH 0T 27.07.2006 Ne 152-®3 «O nepcoHanbHBIX JaHHBIX». [ DJIEKTPOHHBIN
pecypc]// CnpaBouno-niouckoBas cuctema «Koncynerantllirocy. URL:www.consultant.ru »
document > cons_doc LAW_ 61801/

®enepanbHblil 3akoH 0T 29.07.2004 Ne 98-D3 «O xomMmepueckoil TaliHe». [DIEKTpOHHBIN
pecypc]// CnpaBouno-niouckoBast cuctema «Koncynprantllmrocy». URL:
http://www.consultant.ru/document/cons_doc LAW_ 48699/

3axoH Poccuiickoit @enepannu ot 21.07.1993 Ne 5485-1 «O rocyiapcTBEHHOM TaiiHE».
[DnexTponHsIi pecypc]// CnpaBouHo-miorckoBast cucteMa «KoncynbrantlImrocy. URL:
http://www.consultant.ru/document/cons_doc LAW 2481/

Va3 I[Ipesunenta PO ot 06.03.1997 Ne 188 «O06 yrBepkaenuu Ilepeuns cBenenuit
KOH(HICHIIMATILHOTO XapakTepa». [ DNeKTpoHHbIH pecypc]// CripaBOUYHO-TIOMCKOBAs CUCTEMA

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

Va3 I[Ipesunenta PO ot 30 Hos6pst 1995 r. Ne1203 «OO6 yTBepkIeHUN TIEpEUHs CBEICHU,
OTHECEHHBIX K TOCYIapCTBEHHOM TaifHey». [DnekTpoHHbIH pecypc]// CipaBoYHO-TIOMCKOBAs
cucrema «Koncynsrantllmroc». URL:
http://www.consultant.ru/document/cons_doc LAW_ 8522/

[Tocranosnenue IlpaButensctBa PO ot 03.11.1994 Ne 1223 «O0 yTBepKaAeHUU

[Tonoxenus o mopsiake oopaleHus co ciayxe0Hoi HHpopManueil orpaHUYEeHHOTO
pacripocTpaHeHHs B (heiepalibHBIX OpraHax UCIOJHUTEIBHOM BIACTH YIIOJIHOMOYEHHOM
OpraHe ynpaBJIeHHs UCIIOIb30BAaHUEM aTOMHOM SHEPTUU M YIOJTHOMOYEHHOM OpraHe Mo
KOCMHYECKOU JAEATEIbHOCTIY. [DNeKTpoHHBIN pecypc]// CripaBOYHO-IIOMCKOBas CHCTEMa

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

Tema 3 (4 u.) JlokymeHTHpOBaHNE KOH(DUICHINAIBHON HHPOpMALIUU

Lenp 3aHATHS: U3yueHHE OCOOCHHOCTEH JOKYMEHTUPOBAHHS KOH(UICHIMAIBHOM
uHpOpMaLUH.

dopMa pOBEACHUS — BBIIIOJIHEHUE IIPAKTUYECKUX 3aJaHUI

3agaHus:

1. Tlpoanamu3upoBaTh MEpeYHH HH(POPMAIIUHN, COCTABISAIONICH KOMMEPUYECKYI0 |
CITy’KeOHYIO TaliHbl OpraHn3aluii, BEISIBUTH OIIMOKH B UX COCTABJICHUU.

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

4. CocraBuTh B TETPaAM YEPHOBUK KOH(HUACHIMAIBLHOTO JOKYMEHTA, IPaBHIBHO
pacIoNIOKUB  PEKBU3UTHI, COCTaBIAIOMIKME (OPMYISIp JOKYMEHTa, a TaKkkKe pPEKBH3UTHI,

HEOOXOonUMBIE ISl W3JaHus JOKyMeHTa. OCYIIEeCTBUTh YYeT UEpPHOBHKAa U IIPOEKTa
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KOH(HICHIINATIBHOTO JOKYMEHTa B KapTouke (KypHaye) y4yeTa M3JaHHbIX KOH(PHIECHIHMAIbHBIX
JOKYMEHTOB.

6. OpopmMuTh B TETpaau KOH(PUACHIUAIBHBINA TOKYMEHT B COOTBETCTBHH C TPEOOBAHUSIMHU
I'OCTa u TpeGoBaHUAMU 3aIUTH HH()OPMAITUH.

YKa3aHus 110 BBIIIOJIHEHUIO 3aJaHUN:

1. Tlpoananu3upoBaTh MNepeyHH HWHPOPMALUHU, COCTABISIONIEH KOMMEPYECKYIO HITH
CIIy’)KeOHYIO0 TalHbl KOHKPETHBIX OpraHU3allfii, BBIABHTH HEJOCTaTKHU B UX CTPYKTYpe,
COJZIepKaHUU B O(OPMIICHHH, C/I€TaB COOTBETCTBYIOIINE 3AMCH B TETPAIH;

2. Ha ocHOBe niepeuHsi ”HPOPMAaIINHU, COCTABISAIONIEH KOMMEPUECKYIO TaliHy, ONIPEIEIUTh
BUJBI JIOKYMEHTOB, B KOTOPBIX 3Ta HMH(popMaius nokHa ObITh 3adukcupoBana. Ilocie
YCTAQHOBJICHHS COCTaBa JIOKYMEHTOB OIpENeNIuTe KpPyr JHI, HMEIOLIUX IPaBO COCTaBIATH,
MIOJIMCHIBATh, YTBEPK/AATh KaXIbIi BHJI JOKYMEHTA U OpraHU3aluu, KOTOPbIM JaHHBIA JTOKYMEHT
JOJDKeH — HampaBisTees.  Jlamee  coctaBpTe M odoOpMHTE  TEPEUYCHb  H3/1aBACMBIX
KOH(HICHIINATBHBIX JJOKYMEHTOB.

3. B terpagu coctaBuTh U 0HOPMUTH KOH(PHUACHIHATBHBINA TOKYMEHT B COOTBETCTBUHU
CyLIeCTBYIOIIMMHU TpeboBaHusMH. Ilpu 3TOM ocoboe BHHMMaHHE OOpaTUTh Ha OdopmieHHE
PEKBU3UTOB, MACHTH(PHUUIUPYIOIIMX TOKYMEHTHI, coJepKaliue HH(OPMAIHIO, COCTaBIISIONIYIO
KOMMEPYECKYIO U CITyKEOHYIO TaifHbI, KaK TOKYMEHTHI OTPaHMYEHHOTO JIOCTYTIA.

Bonpocs! 11t KOHTpOIIA:

1. Kakoif HOpMAaTUBHBIN TOKYMEHT SIBIISICTCS MPABOBBIM OCHOBAHHEM JJISl YCTAHOBIICHUS
COCTaBa CBEJCHUMN, OTHOCUMBIX K KOMMEPYECKOHN TaillHE

2. Kakum o0pazoM B KOHOQUACHIMAILHOM  JEJONPOU3BOJACTBE  MPOUCXOAUT
periaMeHTHPOBAHUE COCTaBa N3aBaeMbIX JOKYMEHTOB?

3. HazoBuTe 1enb U Ha3HAUYECHUE MEPEYHs HHPOPMALIUH, COCTABIISAIONICH KOMMEPUECKYIO
TallHy W TepedyHs W3/1aBaeMblX KOH(UICHIMANBHBIX JOKyMeHTOB. Ompenenure, Kak
B3aMMOCBSI3aHbI 3TH JIBa JOKYMEHTA.

4. Omnpenenute O0COOCHHOCTH pa3pabOTKM TepedyHs WHGPOPMAlLUU, COCTaBISAIOMICH
CITy’K€OHYIO0 TalHYy.

5. B Kakux UeNAX MPOBOAAT y4yeT W O(OpMIIEHHME HOCHTENeH KOH(HICHIMAIHHON
MH(pOPMALIMY; YEPHOBUKOB U MIPOCKTOB KOH(PHICHIIMATIBHBIX JOKYMEHTOB?

6. HazoBute ocobeHHocTr opopmieHns: KOHPHUICHIIMAIbHBIX JOKYMEHTOB.

CucoK HCTOYHUKOB U JIUTEPATYPBhI:

Hcrounuku:

@enepanbHblil 3akoH 0T 29.07.2004 Ne 98-D3 «O xomMmepueckoi TaliHe». [ DIEKTPOHHBIN

pecypc]// CnpaBouno-niouckoBast cuctema «Koncynerantllmrocy. URL:
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http://www.consultant.ru/document/cons_doc LAW_48699/

[Tocranosnenue IlpaButensctBa PO ot 03.11.1994 Ne 1223 «O0 yTBepKaAeHUU

[Tonoxenus o mopsiake odpaleHus co ciayxeOHoi HHpopManueil orpaHUYEHHOTO
pacripocTpaHeHus B (hefiepalIbHBIX OpraHaxX UCIIOJHUTEIbHON BIACTH YIIOJTHOMOYEHHOM — OpraHe
yIpaBJICHUS MCIIOJIb30BAaHUEM aTOMHOM SHEPIHM U YIOJHOMOYEHHOM OpPraHe MO KOCMHUYECKOM

JEATEIBbHOCTI. [OneKTpOHHBIH pecypcel// CrnipaBoYHO-TIOMCKOBAs cucreMa

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

KondunenmnuanbHoe 1e10NpOU3BOICTBO U 3aIUIIEHHBIN 3JEKTPOHHBIM  JOKYMEHTOOOOPOT :

[yae6nuk] / H. H. Kynsies, A. C. lemymkun, T. B. Konnpamosa, A. I'. ®abpuuHoB ; mox o0,

pen. H. H. Kynsesa. - 2-e uzn., nepepa6. u gon. - Mockaa : Jloroc, 2013. - 497 c.

Tema 4 (2 1.) Opranu3zanus 3aIHIIEHHOTO TOKYMEHTO000pOTa.

Llenp 3aHATUS: U3yUeHHE OCOOCHHOCTEH IBIKEHHS KOH(UICHIHMANBHBIX JOKYMEHTOB B
OpraHU3aIK C MOMEHTA UX MOJYYECHHUS 10 3aBEPUICHUS UCTIOIHEHHUS.

dopma MpoBeZIeHUs - OTBETHI HA BOMPOCHI M 00CYXICHUE NPEIIOKEHHBIX MPOOIEMHBIX
TEM.

Bomnpocs! 11 o0cyxaeHust:

1. OcHOBHBIE TPEOOBAHMSI CUCTEMBI JOCTYTA K KOH(PHUICHIMATIHHBIM JOKYMEHTAM.

2. IlpuHIMIBI OpraHU3alUU 3aIUIIEHHOTO JOKYMEHTO000pOTa U OCHOBHBIE (haKTOPHI,
OKa3bIBAIOLIHE BIMSHUE HAa €r0 OPraHU3aIHIo.

3.  Crpykrypa 3aIUIICHHOTO  JOKYMEHTOOOOpOTa ¥  COCTaB  OCHOBHBIX
JOKYMEHTOIIOTOKOB.

4. Yder xKoH(UICHINANBHBIX JTOKYMEHTOB KaK Ba)KHEWIee CPEJCTBO OOECIeYeHUs: MX
COXPaHHOCTH.

5. OcobeHHOCTH JBMXKEHUS M UCIIOJHEHUS] KOH(PHUICHIHMATBHBIX JOKYMEHTOB.

CucoK HCTOYHHUKOB U JIUTEPATYPBhI:

Hcrounuku:
®enepanbHblil 3akoH 0T 29.07.2004 Ne 98-D3 «O komMmepueckoi TaiiHe». [DJIEKTPOHHBIN
pecypc]// CnpaBouno-niouckoBas cuctema «Koncynbrantllmrocy. URL:
http://www.consultant.ru/document/cons_doc LAW_ 48699/
[Tocranosnenue IlpaButensctBa PO ot 03.11.1994 Ne 1223 «O0 yTBepKaACHUU
[Tonoxenus o mopsiake oopaleHus co ciayxe0Hoi nHpopManueil orpaHUYEeHHOTO
pacripocTpaHeHus B (hefiepalIbHBIX OpraHax UCIIOJHUTEIbHON BIACTH YIIOJTHOMOYEHHOM — OpraHe

yHpaBJICHUA UCIIOJIB30BAHUCM aTOMHOM OHCPIUU U YIIOJIHOMOYCHHOM OpraHe 1o KOCMUYECKOM
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JEATEIBbHOCTI. [OneKTpOHHBIH pecypcel// CrnipaBoYHO-TIOMCKOBAs cucreMa
«Koncynprantllnrocy. URL: http://www.consultant.ru/document/cons_doc LAW 54870/

Jlureparypa:

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

Tema 5 (4 u.) Cucrematuzanys ¥ XpaHEHHE KOH(PUICHIMATBHBIX JIOKYMEHTOB B
JEJIONPOU3BOCTBE OpraHU3aluu

Llenb 3aHATHS: U3y4eHHE OCOOCHHOCTEH COCTaBICHUSI HOMEHKIATYp KOH(DUICHIINATBHBIX
nei; popmupoBanus 1 ohopmIiieHUST KOHGUACHIIMATBHBIX Je]; TOJATOTOBKY KOH(MUICHIIHATBEHBIX
JIeT1 1711 TIepelaud B apXHUB OpraHU3aLnH.

®opMa pOBEACHUS — BBIIIOIHEHUE IIPAKTUYECKUX 3aJaHUN.

3agaHus:

1.IIpoananu3upoBaTh HOMEHKJIATYPY KOH(UIACHLIMAIBHBIX JEJl OPraHU3alluH, BBISBUTH
OLIMOKH B ¥ COCTABIICHUU U O(OPMIICHUH.

2.M3yunth TpeOOBaHUS HOPMATHBHO-METOIMYECKHUX JOKYMEHTOB K IIOATOTOBKE
JOKYMEHTOB K CJade B apXUB OpraHU3allMM W TpeOOBaHUs MO 3amuTe HH(DOpMAIM IpH
IIPOBEJICHUH YKa3aHHOI'O BUJA paOOTHI.

3.CocTaBuTh NIpHUKa3 O CO3JaHUM IOCTOSIHHO JAECUCTBYIOLIEH 3KCIEPTHOM KOMHCCUU
(ILI2K).

4.CocraButs npotokoi 3acenanus [1/I9K, B koTopoM oTpakeHbl pe3yJIbTaThl IPOBEACHUS
HKCHEPTH3bI HEHHOCTH KOH(PHUICHIIMATBHBIX JJOKYMEHTOB.

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

YKa3aHus 110 BBIIIOJIHEHUIO 3aJaHUN:

1.IIpoananu3upoBaTh HOMEHKJIATYPY KOH(PHUACHIINATBHBIX 1€, BEISIBUTH HEIOCTATKU B €€
COJIepKaHUU M O(OPMIICHHH, C/I€IaB COOTBETCTBYIOIINE 3aIMCH B TETPALIH.

2. .IloaroroButs npukas o cozganuu [1/I19K .B Hem m0mkHBI OBITH ONpEAETIeHbI COCTaB
KOMHCCHH, €€ 3a/aud, QyHKIHUHU, TOPsIoK paboTel. Cienyer oOpaTuTh BHUMAaHUE Ha 33/1a4H U
(GYHKIMH  KOMMCCHHM, CBA3aHHbIE C  OpraHu3alueld  3almMThl  KOH(UACHIHAIHLHOU
JOKYMEHTHPOBAaHHON HH(DOpMAIIUH.

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

- KaKue Jiela U JOKYMEHTBI BBIIEICHHOIO XpaHEHMs (C YTOUHEHHBIMH 3arojlOBKaMH,
rpudamMu  KOH(PUICHIMATBHOCTH, CPOKAaMHU XpaHEHHWs) MOJIekaT Ieperaye Ha apXUBHOE

XpaHeHue (pa3/ieIbHO MOCTOSHHOTO U BPEMEHHOTO XPaHEHHUS);
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- KaKue JJOKYMEHTBI U3 KaKuX JIeJl HeoO0XOIMMO H3bATh U MEPEIIUuTh B IPyroe Aei0 WU
c(hOopMHUPOBATH HOBOE JIEJIO;

- KakWe Jena, JOKYMEHTbl M3 Jell U JOKYMEHTHI BBIJCICHHOTO XPAaHEHHs IOJAJIEeKAT
YHUYTOXXEHUIO;

- C Kakux JeJ, JOKYMEHTOB BBIJICJIEHHOI'O XPAaHEHHs WM OTHAEIbHBIX JOKYMEHTOB,
MOJIINTHIX B JIeNIa, JOJDKEH OBITh CHAT rpu( KOH(DUICHINANBHOCTU C YKa3aHUEM, MOJICKUT JIH
JTOKYMEHT, C KOTOPOr0 CHUMAaeTcs rpud KOH(UICHINAIBHOCTH, U3bATHIO U3 JIeJIa WIN J0JDKEeH
OCTaBaThCS B HEM.

5. PaccMOTpeTh cOCTaB 1 MOPSI0K 3aMOHEHUs Tpad akTa O BBIACICHUH K YHUUTOKCHHIO
KOH(HICHIIMATBHBIX JJOKYMEHTOB, HE MOJUICKAIIUX XPAaHEHUIO, BHECEHUSI B HUX HCIIPAaBJICHUI.
OdopMHUTh TOPSAIOK HM3BIATHS JOKYMEHTOB IOCTOSIHHOTO XpaHEHHUS W3 JIeNa, IMOJJIekKAIlero
YHUYTOXXEHHUIO (OTMETKA B aKTE 00 YYETHBIX HOMEpAX, 3ar0JIOBKaX JIOKYMEHTOB, HH/IEKCHI JIe] U
HOMeEpa JIMCTOB, OTKYJ[a IOKYMEHT U3BAT U Ky1a oH noamuT). [IpoBecTH mpoBepKy NpaBUIBLHOCTH
coctaBiieHust U opopmiieHuss akra. OQopMUTH UTOTOBYIO 3alMCh B aKTe 00 YHHUYTOXCHHUU
KOH(HICHIINATIBHBIX JJOKYMEHTOB H JIe]l.

Bormpocs! [uist KOHTPOIIA:

1. [Jaiite onpeneneHue MOHATHI «HOMEHKIIATypa KOH(UACHINAIBHBIX 767 1 HA30BUTE €€
OCHOBHBIE (DYHKIIUH.

2. IloueMy HOMEHKJIATypa KOH(OUACHIMAIBHBIX JIEJT SIBJISIETCS] COCTAaBHOW YacThIO JOCTYIIA
K KOH(pHICHIIMATBHBIM TOKyMEHTaM?

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

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

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

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

7. Ha3zoBuTe 1€ U OCHOBHBIC 3aJaud pabOThI MO YHHUYTOXKEHUIO KOH(UACHIIUAIBHBIX
JOKYMEHTOB M HOCUTEJIeH HH(OpMAIIH.

CucoK UCTOYHHUKOB U JIUTEPATYPHI:

Hcrounuku:

@®enepanpubiii  3akoH 0T  29.07.2004 No 98-®3 «O KoMMepuecKoWl TalHey.
[DnexTponHsIit pecypc]// CnpaBouHo-miorckoBast cucteMa «KoncynbrantlImrocy . URL:
http://www.consultant.ru/document/cons_doc LAW_ 48699/

[Tocranosnenue IlpaButensctBa PO ot 03.11.1994 Ne 1223 «O0 yTBepKaAeHUU

[Tonoxenus o mopsiake odpaleHus co ciayxe0Hoi HHpopManueil orpaHUYEeHHOTO
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pacripocTpaHeHus B (hefiepalIbHBIX OpraHax UCIIOJHUTEIbHON BIACTH YIIOJTHOMOYEHHOM — OpraHe
yIpaBJICHUS MCIIOJIb30BAaHMEM aTOMHOM SHEPIHM U YIOJHOMOYEHHOM OpPraHe MO KOCMHUYECKOU
NEATEIBbHOCTID. [OneKTpOHHBIH pecypcel// CrnipaBo4HO-TIOMCKOBAs cucreMa
«Koncynprantllnrocy. URL: http://www.consultant.ru/document/cons_doc LAW 54870/
Jlureparypa:

KondunenmnuanbHoe 1e10NpOU3BOACTBO U 3aIUIIEHHBIN 3JEKTPOHHBIM  JOKYMEHTOOOOPOT :
[yae6nuk] / H. H. Kynsies, A. C. lemymkun, T. B. Kornpamosa, A. I'. ®abpuuHoB ; moxa o0,
pen. H. H. Kynsesa. - 2-e uzn., nepepa6. u gon. - Mockaa : Jloroc, 2013. - 497 c.

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

Ilenp  3aHsATHSA: M3ydeHHE  TpeOOBaHMM K  00ECNEUEHUI0  COXPAaHHOCTH U
KOH(HUIEHIINATBHOCTH JJOKYMEHTOB.

dopma npoBeeHU — OTBETHI HAa BOIPOCH! U 00CYXJICHHE MPEATOKEHHBIX MPOOIEMHBIX
TEM.

Bomnpocs! 11 o0cykaeHust:

1. TpebGoBaHUs K MOMEILIEHHUSM MOIpa3AeieHUN KOH(PUICHIIMATBHOTO JIeIONPOU3BOCTBA
U K CIyXKeOHbIM TIOMEUICHUSM HWCIHOJHHUTENEH, paboTalomMx C KOH(pUICHIHNATbHBIMU
JTOKyMEHTaMHU.

2. opsimox odopMieHHS TOMyCKa paOOTHUKOB K KOMMEPYECKOW U CITyKEOHOU TailHaM U
o0yuyeHHs IpaBuUiIaM pabOThI ¢ KOH(UICHINAIBHBIMUA JOKYMEHTAMH.

3.IlpaBuna paboThl MepcoHana ¢ KOHPHUICHIMAIbHBIMU JOKYMEHTAMH Ha OyMa)KHBIX U
AJIEKTPOHHBIX HOCUTEISAX

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

Jlureparypa:
KondunennuanbHoe 1e10Npor3BOACTBO U 3AIUIIEHHBIN 3JIEKTPOHHBIH  JOKYMEHTOOOOPOT :
[yae6nuk] / H. H. Kynsie, A. C. lemymkun, T. B. Kongpamosa, A. I'. ®abpudHOoB ; o1 0011,
pen. H. H. Kynsesa. - 2-e uzn., nepepa0. u nom. - Mocksa : Jloroc, 2013. - 497 c.

MeTtoandyeckue PEKOMEHIAIINHA 110 ITOAT0TOBKE IMCbMECHHBIX paﬁoT

B npornecce o0yuenus ctyaentsl PITY BBINONHAIOT pa3Hble BUBI TUCbMEHHBIX paloT.
OCHOBHBIMU IIETSIMH MMCBMEHHBIX pa0OT B By3€ SIBISIOTCS:
* 3aKpEIIJICHUE NI0JIyYEHHBIX 3HAHUM 110 CIIEHUAIBbHOCTH, IPUMEHEHHUE 3TUX 3HAHUW IIpU

peneHnH mpoeCCUOHATBHBIX 3a1a4;
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* pa3BUTHE HaBBIKOB BEICHUS CAMOCTOSTEILHON pabOTHI, OBJIaIeHHE METOAUKAMU U
MPUHIUIIAMUA CAMOCTOSITENIbHON MCCIIeI0BATEIbCKON 1EATEIbHOCTH;

* (hopMupoBaHKE yMEHUS TPAMOTHO U JIOTHYHO U3JaraTb COOpaHHbIC HAyYHbIE JaHHbIC
U MaTepuaibl COOCTBEHHON MCCIIeI0BATEIbCKON IEATEIbHOCTH.

Haubonee npocras, HO oueHb BakHasi popMa MUCHBMEHHOU pabOTHI B By3€ — 3TO
KOHTpoJbHast pabota. OHa sSBiIsIeTCs 00513aTENBHBIM 3JIEMEHTOM CaMOCTOSATEIBHOM PabOoThI
CTYZCHTA U, TIPEXKJIE BCETO, IEMOHCTPUPYET YMEHHE BOCIIPUHUMATh U NIEpeaBaTh
UH(pOPMALIHIO.

OTOT BU MUCBMEHHOM PabOThI MPEYCMOTPEH YUeOHBIMH IUTAHAMH ITOATOTOBKH
0akanaBpoOB M IpeuIaraeTcsl B paMKax uzyudeHus ooumx kypcos u KIIB.

Taxke B mporecce 0OydeHHUs] CTYAEHTY IpPEICTOUT BBIOJHEHHE KYPCOBBIX paboT,
KOTOpbIE (POPMUPYIOT UCCIIEAOBATEILCKUE HABBIKU, PA3BUBAIOT CIIOCOOHOCTH CUCTEMATU3aLUH 1
OCMBICJICHHSI YK€ CYIIECTBYIOLIET0 3HAHUS M HANpaBJICHbl HAa CAMOCTOSTENILHOE pELICHHE
HEKOTOPBIX TEOPETHUECKUX WM MpaKTHUecKuX 3a7ad. KypcoBas paboTa 7eMOHCTpUPYET YMEHHE
paboTaTh ¢ MCTOYHUKAMH, HCIOJIb30BaTh [OCTH)KEHUS COBPEMEHHOM HaykHu (Hampumep,
UCTIOJIb30BaTh JOCTHKEHHSI apXHUBOBEICHUS, a TAKXKE CMEXKHBIX HAyK M HAYYHBIX AUCLUIUINH),
YCIIEIIHO pellaTh MOCTaBICHHbIE 3aJayd, oO0pabareiBaTh U 0000maTh marepuan. Hamucanue
KOHTPOJILHOM pPa0OThI, MOJArOTOBKA M 3alllUTa KYPCOBOM MMeEET psJ OpPraHU3alMOHHBIX H
METOAMYECKUX 0coOeHHOocTeH. O3HAaKOMIIEHHE C JaHHBIMH METOJWYECKHMMHU PEKOMEHIAIUSIMU
MIOMOJXKET CTYZECHTaM NPaBUIBHO OPraHU30BaTh CBOIO YUEOHYIO M HAYyYHO-HCCIEIOBATEIbCKYIO
pabory.

OO0mue Tpe0OBaHNUSA K CTPYKTYpe U COAePKAHMIO MHCbMEHHBIX padoT

BaxHoii ¢opmoii caMOCTOATENBbHOM pabOTHI CTy/AEHTA SIBJISETCS KOHTPOJIbHAs padoTa.
Ona mpenycMoTpeHa aisi OOJIBIIMHCTBA TUCHMIUIMH y4eOHOro IUIaHa, YUTaeMbIX Ha Kadeape
apxuBoBezieHUs. Ee Hanucanue nmpecienyer 1eib yriyOneHHOW NpopadOTKU AUCIUIITNHEIL.

KonrponbHast paboTa BBIMONHAETCS CTYJCHTaMH B COOTBETCTBHH C TEMAaTHUKOM,
eXKErogHo  yTBepknaemor  kadenpoil. KonrponbHas paboTa  SBISETCS  3JIEMEHTOM
CaMOCTOSITENIbHON PabOThI CTYACHTOB, TOITOMY BBHIOODP TEMBI MPEIOCTABISACTCS CTYACHTY.

Jlo HamucaHMs KOHTPOJBHON paOOThl CTYIEHT JOJDKEH B IIEJIOM O3HAKOMHTBCS C
paszzienamu Kypca, peyCMOTPEHHBIMHI Y4eOHOM POrpaMMOi.

PaboTa 1o HanmMcaHUIO KOHTPOJIbHOW HAYMHAETCS C BBISABICHHS U U3YUCHUSI HCTOUHUKOB
U nuTeparypsl o teme. [1o okoHuaHuM cOopa M U3yUEHHsI JIUTEPATYpPhl U UCTOYHUKOB CIIEAyeT
IPOAYMaTh IJIaH KOHTPOJIbHOM paboThl. CocTaBieHue MiIaHa — Ba)KHAS 4YacTh pa0OTHI HAJ TEMOIA.
[Tnan npezacraisier co0oi MepevyeHb BOMPOCOB, OTPAXKAIOLINX CojepkaHue uccienoBanus. Ot

TOr'0, HACKOJIbKO YCTKO OH IMpOoAyMaH U IIOCTPOCH, BO MHOI'OM 3aBHUCHUT Ka4YCCTBO KOHTpOJIBHOﬁ
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pabotbl. B mian nenecooOpa3Ho BKIIOYUTH HanOoJiee BaXKHBIE TEOPETUYECKHE U MPAKTHUECKUE
BOMPOCHI TEMBI, KOTOpbIE IPU HEOOXOAUMOCTH MOTYT OBITH JAeTalu3upoBaHbl. Kak mpaswuio,
pabouuii BapuaHT IUIaHa JIOJDKEH OBITh Pa3BEPHYTHIM, YTO 0OJeryaeT paboTy HajJ TEMOM.

B okoHuaTenbHOM BapuaHTE IIaH MOXET OBITh JaH B COKPALICHHOM BHUJE, HO
00s3aTeNIbHBIM YCIIOBHEM IPH 3TOM SBJISIETCS OTPaXKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpUBaeMBbIX B KOHTPOJIbHOW pa 6ore. CocTaBleHHBIN IUIAH JOJDKEH HAHTH OTpakeHUE B
OIJIaBJICHUU K KOHTPOJBbHOH pabote. PaboTa MomkHA BKIIIOYATh TUTYJBHBIN JIUCT, OTJIaBIICHHE,
BBEJICHHE, OCHOBHYIO YacTh, COCTOAIIYIO U3 HECKOJIBKHX Pa3/IeIOB WK naparpadoB, 3aKII0UeHHE,
CIHMCOK MCTOYHMKOB M JUTEpaTypbl. Bo BBeeHMN HEOOXOIMMO KPAaTKO PACKPBITh 3HAYCHUE U
aKTyaJbHOCTh HM3y4yaeMOIo BoOIpoca (TeMbl), Ha3BaTh OCHOBHBIC 3aJaud paboOTH, ee
XPOHOJIOTUYECKUE pPaMKH, OOOCHOBaTh CTPYKTYpY, JaThb KpaTKUMl 0030p HCTOYHHUKOB H
auTeparypsl o Teme. O030p UCTOUHUKOB M JIUTEPATYPHI HE JOJKEH CBOAUTHCS K MEPEUNCICHHIO
MCTOJIb30BAHHOTO aBTOPOM HOPMAaTHBHOTO MaTepuana M OMyOJIMKOBaHHBIX cTareil. B Hewm
CllelyeT NaTh aHAIM3 MCTOYHHKOB W JIMTEPaTyphl. B 3aBUCHMOCTH OT oObeMa M LIEJIEBOTrO
Ha3zHa4eHUs paboThl, 0030p UCTOYHUKOB U JINTEPATYPHl MOXKET OBITh MPEACTABICH OTIEIbHBIM
naparpadoM WK pa3/ielioM B OCHOBHON 4acTH paboThI.

OcHOBHasi yacTb KOHTPOJBHOH pabOThl JNOJDKHA OBITH HM3JI0KEHA B COOTBETCTBUHU C
IUTAHOM, OCBEIIATh COCTOSHHE U COJEp)KaTh aHAJU3 PAacCMAaTPHUBAEMbIX BOIPOCOB C YYETOM
COBPEMEHHOTO YpPOBHS Pa3BUTUS TEOPETUYECKUX 3HAHUNH M OIBITa NPAKTUYECKOH pabOTHI
apXMBHBIX YUPEXICHUI B 3TON 00JIaCTH.

[Ipu packpbITHH TON UM UHON TEMBI CTYACHT JOJKEH CTPEMUTHCS MOJAPOOHO U IITyOO0KO
M3JI0KHUTh KPYT BOIIPOCOB, BXOJIAIIMX B Hee. [lo mMepe paccMOTpeHHs Marepuana OTIENIbHbIC
MIOJIOKEHHUS KOHTPOJIBHON paboThI cielyeT WUTIOCTPUPOBATh IPUMEpPaMH U3 JIUTEPATYpHI U, TIO
BO3MOKHOCTH, M3 TNPAKTHKH PaOOThl KOHKPETHBIX apXHBOB C 00s3aTENbHBIMU CCHUIKAMU Ha
JUTEpaTypy U UCTOUYHUKU. B 3aKiIroueHNH KOHTPOJIBHON pabOThl HEOOXOIUMO MOJBECTH UTOTH
TEOPETUYECKON U TMPAKTHYECKOW pa3paboTKu BONMpPOCOB. CIHMCOK MCTOYHUKOB U JIMTEPATYPHI
npeacTaBisieT co0oi MepeyeHb HCHOJIB30BAHHBIX PabOT MO TeMe, B KOTOPOM YKa3bIBAIOTCA
(bamMHUIUN ¥ MHUIMAIBI aBTOpa (aBTOPOB), Ha3BaHUE pabOTHI, MECTO, BPEMsI €€ OIyOJIUKOBAHUS U

CTPAHMUIIBIL.
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IHpuioxenue 1

AHHOmMayua oucyunaunvl (Mooyns)

Hucuuruinaa  (MOAyib) peanusyercs Ha  (akyldbTeTe apXMBHOTO  Jena U
JTOKYMEHTOBeIeHUs Kaeapoil JOKyMEeHTOBEIEeHHs, ayJHOBU3YyalbHBIX U HAyYHO-TEXHHUUECKUX

apXHBOB.
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Henp muctumiavHabl (MOAYIS): MOATOTOBUTH CIHEIHMATINCTA, OOJNAJArOIIEro 3HAHUSMH O
NIPaBOBOM  PETyJIMPOBAaHUU  JOKYMEHTAllMOHHOTO  oOecredeHuss  KOH(UICHIUAIbHOU
NesITeIbHOCTH OpraHu3aluid pa3IMYHBIX OPraHU3aMOHHO-TIPABOBBIX ()OPM; UMEIOIIETO HABBIKH
paboThl ¢ KOH(HUICHIHMAIHHBIMU JOKYMEHTAMH B YCIOBHSX MPUMEHEHHS TPAJAULUOHHOW H
aBTOMATH3MPOBAHHOM TEXHOJIOTUI 00pabOTKH.

3agaun:

- U3yYUTh 3aKOHOJIATEIFHYIO0 M1 HOPMATUBHO-METOJMUECKYIO 0a3y JOKYMEHTAIIHOHHOTO
obecrieyeHrs: KOH(PHICHIIMATBHOM e TeTbHOCTH;

- HAy4YUThCS TOHMMATh CYIIHOCTh IIPOLIECCOB, MPOUCXOAALIMX B OO0JIACTH
KOH(HICHIINATIHHOTO IeJONPOU3BOJICTBA U BBIABIATH TEHACHIIUH €TI0 Pa3BUTHSI.

- TPUBUTH HABBIKHU MOATOTOBKU M W3JaHHU KOH(PHUICHIIMAIBHBIX JJOKYMEHTOB,;

- M3YYMTh TpaBWJIa OPraHM3alMM BCEX HTanoB padoT ¢ KOH(UICHIHUATHHBIMH
JIOKYMEHTaMHU;

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

- U3yYUTh OCHOBHBIC HANpABICHUS W METOJbI 3AIIUTHl JTIOKYMEHTHPOBAHHOM
nH(pOpMAaIIUU OT Pa3IUYHBIX BUIOB YIPO3 B MPOIIECCe e CO3AaHus, 00paOOTKH, UCIIOIb30BAHNUS,
XpaHEHHUSI.

JucuuruinHa (MOlyJb) HanpaBJieHa Ha (JOpMUPOBAaHUE CIIETYIOIUX KOMITETCHIIHH:
[1K-2. CriocoOeH opraHu30BaTh M OCYIIECTBIATH JOKYMEHTAIIHOHHOE 00ecTIeYeHNe YIIPaBICHHS
B OpPTaHU3AIMAX PA3TUYHBIX OPraHU3aIMOHHO-TIPaBOBHIX (OpM U (HOpM COOCTBEHHOCTH,
rOCYJapCTBEHHBIX OPraHax U OpraHax MECTHOTO CaMOYTIPaBJICHUS;

[TK-5. Criocoben opraHu3oBaTh ONEPATUBHOE U APXUBHOE XpAaHEHUE JIOKYMEHTOB B
OpraHU3aIMIX Pa3TUYHBIX POPM COOCTBEHHOCTH, TOCYIaPCTBEHHBIX OpPraHax U OpraHax
MECTHOTO CaMOYIpPaBICHUS

B pesynbrare 0OCBOCHUS AUCHUILTUHBI (MOJIYJIsl) 00YYaIONIUICs JOIKEH:
3HaTh: TEOPETUYECKHE OCHOBBI JJOKYMEHTAIIMOHHOTO 00ECIIeUCHNUs YIIPABICHHUS;
0COOEHHOCTH MMOCTAaHOBKH JJOKYMEHTALIMOHHOTO 00eCIeueH s YIPaBICHUs B OPraHU3aIHsIX
Pa3NUYHBIX OPraHU3AIMOHHO-IIPABOBBIX (POPM U POpPM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX
opraHax ¥ OpraHax MECTHOT'O CaMOYIIpaBJICHHS;
cocTaB QyHKUUH cIy* 0 JOKYMEHTAI[MOHHOTO OOECTIEYeHUs YTIPaBIICHUS;

TEOPETUYECKHE, TIPABOBBIC U METOJMUECKUE OCHOBBI OTIIEPATUBHOTO U apXUBHOT'O XPAHEHUS
JOKYMEHTOB B OpPTraHM3aLUAX Pa3IUnIHbIX (POPM COOCTBEHHOCTH, TOCYJapCTBEHHBIX OpraHax U
OpraHax MECTHOTO CaMOYTPABJICHUS B MIPAKTHUECKOM eI TEIbHOCTH;

IpaBUjIa OPraHU3aLUHU ONEPATUBHOIO M apXUBHOTO XpaHEHHUs JOKYMEHTOB;

cocTaB (yHKUUH apXHUBOB U MOJPA3JEICHUH 110 TOKYMEHTAIIMOHHOMY 00€CTIEYECHHUIO
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yIpaBJICHUS 110 OPraHU3aIUK ONIEPATUBHOTO U APXUBHOTO XPAaHEHHS JOKYMEHTOB.
YMeThb: NPUMEHSTh TEOPETUUECKUE 3HAHUS IPH OPTaHU3aLUU JOKYMEHTAMOHHOTO 00ECTICYeHHS
yTpaBJICHUS;

OpPraHu30BaTh JOKYMEHTAIIMOHHOE 00ECIIeYeHNE B OPraHU3aMIX Pa3IMUHbIX OpPraHU3aluOHHO-
paBOBBIX POPM U GOPM COOCTBEHHOCTH B TOCYJJAPCTBEHHBIX OpraHax U OpraHax MECTHOTO
CaMOYTIpaBJICHUs YIPABJICHUS;

OCYIIECTBIISATH pabOTy MO JOKYMEHTAIIHOHHOMY 00ECIIeUeHHIO YIPaBICHYECKHX MPOIIECCOB;

NPUMEHSTH 3HaHUE TEOPUH aAPXUBHOTO JIeJIa B IPAKTUYECKON IEATEIbHOCTH;

OpPraHU30BBIBATH ONEPATUBHOE M APXUBHOE XPAHEHUE IOKYMEHTOB B OPTaHU3AIMIX Pa3IHUHBIX
¢opM coOCTBEHHOCTH, TOCYJAPCTBEHHBIX OPraHax U OpraHax MECTHOT'O CaMOYIIpaBIICHHUS,
BBITOJIHATH KOMIUIEKC paboT MO ONepaTuBHOMY M apPXUBHOMY XPaHEHHIO JOKYMEHTOB B
OpraHU3aIMIX Pa3TUYHBIX POPM COOCTBEHHOCTH, TOCYIaPCTBEHHBIX OpPraHax M OpraHax
MECTHOTO CaMOYIpPaBICHUS
Bnaners: MeTonos0rHeN JOKYMEHTAIIMOHHOTO 00eCTIeYeHNUs YIIpaBICHHS;

HaBBIKAMU COBEPILICHCTBOBAHMS CUCTEMbI JOKYMEHTAIIMOHHOTO 00eCIeueH s YIPaBICHHUS;
HaBBIKAMHU JIOKYMEHTUPOBAHHS YIPABIEHYECKHUX IIPOLIECCOB U pabOTHI TOKyMEHTAIMEH B
OpTaHU3aIMIX Pa3IUYHBIX OPraHU3aIMOHHO-TIPABOBIX (OpM U (HOpM COOCTBEHHOCTH,
rOCYJapCTBEHHBIX OPraHax U OpraHax MECTHOTO CaMOYTIpaBJICHUS;

HaBBIKAMU IPUMEHEHHS TIPAaBOBBIX HOPM B c(pepe apXUBHOTO Jejia P OCYIIECTBICHUU
OIIEPATUBHOTO U APXHUBHOT'O XPAaHEHUS JOKYMEHTOB B OPraHU3aLUAX PA3INIHBIX (OpM
COOCTBEHHOCTH, FOCYIaPCTBEHHBIX OpraHax U OpraHax MECTHOTO CaMOYIpPaBJICHHUS B
[IPAaKTUYECKOU NEeATEIbHOCTH;

HaBBIKAMU 0OPa0OOTKHU M MOATOTOBKH JOKYMEHTOB /ISl TEKYIIETO M apXUBHOTO XPAaHEHHUS;

HaBbIKaMM COBCPHICHCTBOBAHUS OIICPATUBHOI'O U APXHUBHOTO XpPaHCHHUA JOKYMCHTOB

[o nucrumumae (MOIYIII0) MPEAYCMOTPEHA IPOMEXKYTOUHAs aTTecTanus B popme 3aueTa
C OLICHKOM.

OO0mast TpyA0€MKOCTh OCBOSHUS TUCIUTUTHHBI (MOAYJIS) COCTABIISCT 3 3aU€THBIC SAMHHUIIBI.



