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1. IlosicHuTEeIbHAA 3aIIUCKA
1.1. lean u 3agau JAUCHUILIHHDI
[enb MUCHUTUIMHEI - HOPMHUpPOBaHKE TIOHUMAHKS 3aKOHOMEPHOCTEH 00pa30BaHusl TOKyMEHTOB U

CIoco0OB  HX CO3aaHusd, pa3sBUTUA CHCTEM JOKYMCHTAOMM W CHUCTEM JOKYMCHTHUPOBAHMA,
paccMOTPCHUC JOKYMCHTA KakK 0o0BeKTa 3aIllUTHI 1 HallaICHUA, YCBOCHUC TCXHOJIOTHUU B(IJ(I)CKTI/IBHOFO

novicka HHGOpMAIMH 110 NPOPUITIO 1€ATETHHOCTH.

3agaun OIUCIIUATLIINHEL:

-paccMOTpEHHE TEOPETUUECKUX U MIPUKIIAJHBIX acTIeKTOB JOKYMEHTHPOBaHUS HH(OpMaIuy;
- CBOMCTB, (YHKIIMI U IPU3HAKOB JIOKYMEHTA,
-CII0COOO0B U CPEJICTB IOKYMEHTHPOBAHUS;
-CTPYKTYpPBI JOKYMEHTA, IOPsIJIKa €ro COCTaBIEHUS U 0(hOpPMIICHUS;

-METOJIOB U CIIOCOOOB 3aLUTHI TOKYMEHTA U IOKyMEHTHUPOBAHHOM HH(pOpMAIIUH;
-K1accuuKay TOKyMEHTOB U CUCTEM JOKYMEHTAIUH;
-OCHOB JIOKYMEHTAI[HOHHOT'O 00ECTIeYeHH s YIIPaBICHUS.

1.2. Ilepevyens MJIaHMPYEMbIX Pe3yJIbTATOB 00y4eHHS IO TUCHHUIINHE, COOTHECEHHBIX C
HHIMKATOPAMU J0CTHKEHUs KOMIIeTeHIN i

Komnerenuust
(Kom ¥ HaMMEHOBaHHUE)

NuaukaTopsl KoMneTeH Uil
(Ko 1 HAUMEHOBAHUE)

Pe3yabTarsl 00yueHust

OIIK-8 Crniocob6en ocymiectBisath | OITK-8.1. 3HaeT NpUHIUITEI 1 3HaTL: OCHOBHBIE ACIIEKTEI
monoop, U3ydeHrne U 000O0IIeHHE | TIOPSIIOK padOTHI CO3IaHusA opUIHATEHBIX u
Hay4YHO-TEXHHUYECCKOH | MHPOPMAILIMOHHO-CIIPABOYHBIX CITY’KEeOHBIX JIOKYMEHTOB;
JUTEpATypbl, HOPMATHUBHBIX U | CUCTEM; CLIOCOOBI MOKMCKA U MIPUHIIUTIBI OpraHH3aIuu
METOJUYECKUX JOKYMEHTOB B | 00pa0oTKU MH(pOpMAIIHH, JTOKYyMEHT000O0poTa
LEJIIX peleHus 3a/a4 | METO/IbI PabOTHI C HAYYHOU
poheCCUOHATBHOM uHbOopMaIHeH
JIeSITENIEHOCTU OIIK-8.2. YMmeet 0600mats, YMmeTb: MIPaBUJIBHO
aHaTM3UPOBATh U HCIIOJIb30BaTh PEKBU3UTHI
CHUCTEMAaTU3UPOBATh HAYYHYIO OpraHU3alMOHHO-
UHQOPMAIIHIO B 00JIACTH pacrnopsAUTENbHBIX JOKYMEHTOB;
“H(OPMAITUOHHOM co3zaBath GOpMYIISp JOKYMEHTa
0€30I1aCHOCTH; TIOJIE30BaTLCS Bnagers: HaBbIKaMU pabOTHI €
UHGOPMAIIMOHHO-CIIPABOYHBIMH | IOKYyMEHTAMH; HABBIKAMHU
CHCTEMaMU MOJTOTOBKY U MEpeiaqn
JOKYMEHTOB Ha apXHBHOEC
XpaHEHHE
OIIK-8.3. Binageer HaBBIKOM Bnagers: HaBbIKaMu pabOTHI €
CoCTaBJICHHS U O(DOpMIICHHS JOKYMEHTaMH; HaBbIKAMH
OTYETHBIX JOKYMEHTOB I10 MOATOTOBKH M IIE€peaun
pe3ysibraTtaMm 0030pa Hay4HO- JIOKYMEHTOB Ha apXHBHOE
TEXHUYECKOU JIUTEPATYPHI, XpaHeHHUe
HOPMATHUBHBIX U METOJJMUCCKIX
JIOKYMEHTOB
VK-2 VK-2.1 3HaTh: OCHOBHBIC aCIICKTHI
Crioco0eH onpeensiTs Kpyr AHanm3upyeT UMEIOIIHecs co3maHuss  OPUIHMATBHBIX |
3a[a4 B paMKax IOCTaBJICHHOM pecypchl ¥ OrpaHUYCHHUS, CITY’KEOHBIX JIOKYMEHTOB;
1IEJIA U BBIOUPATH ONTUMAJIbHBIC | OLICHUBACT U BhIOUpAET MIPUHIIATIBI OpraHH3aIuu
CIIOCOOBI MX PEIICHUS, UCXO/IA U3 | ONTUMAIbHBIC CIIOCOOBI PEIIeHUs | JOKYMEHTO000pOoTa
JICHCTBYIONIMX MPABOBBIX HOPM, | TIOCTABJICHHBIX 33]a4
HMMEIOLIUXCS PECYPCOB U YK-2.2 YMeTs: IIPaBWIBHO
OTpaHUYCHUI Cnocob6eH HCIob30BaTh 3HAHUSL | MCIOIB30BAThH PEKBU3UTHI




0 BaXXHEWIINX HOpMaX,
HWHCTUTYTaX U OTPaCISIX
JIEUCTBYIOIETO POCCUUCKOTO
IIpaBa Ui ONpeAeTIeHHUs Kpyra
3aa4 ¥ ONTUMAaJIbHBIX CIIOCOO0B
HX pelIeHus

OpraHu3alOHHO-
pacnopsAIuTENbHBIX TOKYMEHTOB;
co3aaBaTh GOPMYIISIp TOKyMEHTA
Bnagers: HaBbIKaMu pabOThI €
JIOKyMEHTaMH; HABBIKAMHU
MOATOTOBKH U Mepeaauut
JIOKyMEHTOB Ha apXHUBHOE

XpaHeHHe
YK-4 YK-4.1 3HaTh.  OCHOBHBIE  ACIHEKTHI
Croco0eH OCyIIeCTBIATh Bameet cucremoi HopM co3ganusd  OQUIUATBHBIX |
JIEJIOBYI0 KOMMYHHKAIIHUIO B PYCCKOTO JINTEPATYPHOTO SI3bIKA | CITy>KEOHBIX JIOKYMEHTOB;
YCTHOHM M MUCBMEHHOH (popMax Y HOPMaM¥ UHOCTPAHHOTO (-bIX) | TMPUHIUIIBI OpraHH3aIuu
Ha TOCYJAapCTBEHHOM SI3bIKE S3bIKa (-OB); CIIOCOOCH JTOKyMeHTO00O0poTa
Poccuiickoii @enepanuu u JIOTUYECKHU U TPaMMaTUYECKU
WHOCTPAHHOM(BIX ) SA3bIKE(aX) BEPHO CTPOUTh KOMMYHHUKAITHIO,
UCTIOJIB3YsI BepOabHbIC U
HeBepOAITbHBIC CPEICTBA
B3aUMOJICUCTBUS
YK-4.2 CBobonHO YMmeTb: MIPaBUJIBHO
BOCIPUHUMAET, aHAITU3UPYET U WCIIONTB30BaTh PEKBH3UTHI
KPUTHYECKH OL[CHUBAET YCTHYIO | OpraHu3alioOHHO-

Y MIUCBMEHHYIO
obmienpodeccnoHaIbHYI0
nH(pOpMAITHIO HA PYCCKOM U
WHOCTPAHHOM (-BIX) SI3BIKE (-aX);
JEMOHCTPUPYET HaBBIKU
TepeBoIa ¢ HHOCTPAHHOTO (-bIX)
Ha TOCYIapCTBEHHBIN SI3bIK, a
TaKXke C TOCyJapCTBEHHOTO Ha
WHOCTPAHHBIN (-bIe) A3BIK (-H)

pacnopsIIUTENbHBIX JOKYMEHTOB,;
cozzaBath (GOpPMYJISIp JOKyMEHTa
Brnaners: HaBbIKaMu paboTHI €
JOKYMEHTaMM; HaBbIKaMH
MOATOTOBKH U MEpefadn
JOKYMEHTOB Ha apXHBHOE
XpaHeHHe

YK-4.3

HUcnonb3yer nHPOpMAITMOHHO-
KOMMYHHUKaIlMOHHBIC
TEXHOJIOTHU TP ITOUCKE
HEoOX0 MO HHpOPMAITUH B
npolLecce PeIeHuUs CTaHAaPTHBIX
KOMMYHHKATUBHBIX 337124 JUIs
JOCTHIKCHUS
poheCCUOHANBHBIX TIeJIeH Ha
rOCYJapCTBEHHOM U
HHOCTPAHHOM (-bIX) S3BIKAX

BirameTs.: HaBBIKaMHU pabOTHI C
JIOKyMEHTaMH; HABBIKAMHU
MOATOTOBKH U Mepeaunt
JOKYMEHTOB Ha apXHBHOE
XpaHCHHE

1.3. MecTo AUCHUIIMHBI B CTPYKTYpe 00pa30BaTeIbHON POrpaMMbl

JucumIinHa

«CrienuanpHOE

AOKYMCHTOBCACHUC U

AOKYMCHTAITUOHHOC

YIPaBJICHUS» OTHOCHTCS K 0053aTEIbHON YacTH OJIOKA TUCIHUILIMH y9eOHOTO IJIaHa.

oOecrieueHue

2. CTpyKTYypa AUCHUNINHBI
O6m1as TpyA0EMKOCTh TUCIMIUIMHBI COCTABISIET 3 3.€., 108 akageMuyecKknx 4acos.

CTpyKTypa THCUMIIIMHBI 1JIS 04HOI opMbI 00yUeHMsI

O0beM IUCHUIUTMHBI B (opMe KOHTAKTHOW pa0OThl OOyYaAOIMUXCS C MeJarorm4ecKuMu
paboTHUKaMu ¥ (WJIK) JUIAMH, TPUBIEKaEMBIMH K pealu3alid 00pa30BaTeIbHOW MpOTrpaMMbl Ha
WHBIX YCIIOBHSIX, TIPU MTPOBEICHUH YICOHBIX 3aHATH:




Cemectp | Tum ydeOHBIX 3aHATHI KonuuectBo
4acoB
Jlexnnu 26
[IpakTyeckue 3aHATHS 32
Bcero: 58

O6beM JucHUIUIMHBL B (OpMe CaMOCTOSATENbHOU pPadoThl 00y4aromUXCs

cocrasisier 50

AKaJICMHNYCCKUX 4aCOB.

3. Coneprxxanue QM CHUTITHHBI

HaumMmenoBanue
JTUCIHHMIIINHDBI

pa3nesa

Conep:xkanue

Tema 1. Bseaenme.
JOKYMEHTALIMOHHOE
ylpaBJieHHUsI.
JOKYMEHTAlMU.

JdoxkymeHnT M
odecmeyeHue
CucreMbl

IIpeameT 1 ocHOBHOE cojepKaHue AUCIUILTHHBIL. OCHOBHBIE
3a/la4d AMCLUUIUIMHBI IIPH TOATOTOBKE KaJpoB IO 3aIIUTE
HH()OPMAIIHH.

JlokyMeHT, ero cBOWCTBA, QPYHKIMH W Tpu3HaKH. [loHSATHS
«uHpOopMaLUI», «cooOLIeHUEY, «JTOKyMEHT»,
«uH(pOPMAIIMOHHAS TEXHONOTH». DYHKIMH JOKYMEHTA.
Cucremsl JoKyMeHTanuu. JJOKyMEeHT Kak 0ObEKT HamaJ eHus
U 3amuThl. OpraHu3aliOHHBIE M TEXHUUYECKHE KaHaJbl
HECAaHKIIMOHUPOBAHHOIO JOCTYIA K JOKYMEHTAM.

Tema 2. CoBpeMeHHasi HOPMATHBHO-
npaBoBas 0a3a o01ero U
KOH(HIEHIHAIBHOI0
HeJI0NPOU3BOACTBA

O3 PO «O6 nHpopMariy, HTHPOPMAITMOHHBIX TEXHOJIOTHIX
U o 3amure wuHDOpMANKMKY» KaK OCHOBa IPABOBOTO
peryIupoBaHusl OTHOLICHUH B cepe 3amuThl HHOOpMAIIKH.
[IpaBoBoe perynaupoBaHue

OTHOILICHUH, CBSI3aHHBIX C yCTaHOBJIEHHEM, NU3MEHCHHEM M
NpeKpalieHeM pPEeXHMa KOMMEPUECKOH, CIy:keOHOW U
JOpyTUX BUIOB TaiiH.

AKTyallbHOCTP M 3HAueHHE pa3pabOTKH  JIOKAIBHBIX
HOPMAaTUBHBIX aKTOB no KOH(HICHIIUATEHOMY
nenonpou3BoAcTBy. Ilopsaaok ux pa3paboTku, CTPyKTypa U
coziep)KaHue Pa3aenoB. AHAIN3 ONbITA

paboTBl yUpeXXKIOeHWH W OpraHu3alii 1o pa3padoTke
HOPMAaTUBHBIX M METOAMYECKHX  JOKYMEHTOB IO
KOH(UICHIINATBHOMY JEJIOTPOU3BOACTBY.

Tema 3. IlonsiTue, 0COOEHHOCTH H
OpraHu3anus oou1ero 7
CIENAAJILHOTO IeJIONMPON3BOACTBA.

3aJa4un 0011ero H

JICJIOTIPOU3BOJICTRA.
TEXHOJOTHYECKHE OCOOEHHOCTH
JICJIOTIPOM3BOICTRA.

Ilonstue 51 OCHOBHBIE
KOH(UICHITUAIIEHOTO
OpraHuzaiioHHBIE |
KOH(DHUIEHITHATHFHOTO
PernamenTupoBaHue  TEXHOJOIMH  JOKYMEHTHUPOBAHUS
KOHpUICHIMANTbHOH  WHpOpMamuu M paboTel ¢
KOH(MIEHIMATBHBIMI JOKYMEHTaMHU. PeriameHTHpoBaHHE
00s13aHHOCTEH pPa0OTHUKOB, JOMYNICHHBIX K pabore ¢
KOHQUICHIMATBHBIME ~ JTOKYMEHTaMH. YcranoBieHue
MEPCOHAILHOW OTBETCTBEHHOCTH 32 YYET, COXPAHHOCTb WU
MOPSATIOK oOpareHust c KOH(UACHINATbHBIMA
JIOKYMEHTaMH.

OcHoBHast 1enb, 3amaud W (YHKUMH TNOApPA3JeNICHUs
KOH(pHMIEHIINATBFHOTO 1€JIONPON3BOICTBA.

Pa3paboTka mosjokeHHusI O TOApa3JeNeHUuH, TOKHOCTHBIX
MHCTPYKUHMH paOOTHHKAM.

Tema 4. JIoOKyMeHTHpOBaHHE

PekBU3HTHI COYKEOHBIX JOKYMEHTOB, OOIIMNA MOPSIOK HX




KOH(pUICHIHAIBbHON UH(popManuu

oopMiteHus, ropuandecKas Cuiia, GopMyIsIp JOKyMEHTa U
hopmysip-obpaser; nokymeHnTa. OcoOeHHOCTH 0hOpPMIICHUS

KOH(HICHITNATBHBIX JIOKyMEHTOB. PexBU3HNTEHI,
UACHTUUIUPYIOIINE JIOKyMCHTEI, cozeprkarme
uHGpOpMAITHIO, COCTABIIAIONIYIO KOMMEPYECKYIO u
CIy’)K€OHYI0 TalHBI KaK JOKYMEHTBHl OTPaHHYEHHOTO

moctymna. biaanku gokymeHtoB. CrucreMa OpraHu3alliOHHO-
pacropsiIUTEIbHBIX JOKYMEHTOB.
Opranu3anuoOHHO-IIPABOBBIC
PacnopsinurensHbIe JIOKYMEHTBHI.
CIIPaBOYHEIE IOKYMEHTHI.

JIOKYMEHTBI.
HNudopmarmoHHo-

Tema 5. Meroanka perjiaMeHTaluu
cocTaBa KOH(HIEeHINATbHBIX
JOKYMEHTOB. Yuer
KOH(UIeHINATBHBIX I0KYMEHTOB

Omnpenenenue U periaMeHTHPOBAHUE COCTABA HM3/1aBAEMbIX
KOH(UICHIUATBHBIX JOKYMEHTOB.

Otambl paboTHl MO pa3paboTKe TMepedHeil wuHdopmaIuy,
COCTABIISIIONICH KOMMEPYECKYI0 M CIYXXEOHYI TalHBI
Kpurepun otHecenus uHdopManmum K KOMMEPUYECKOH W
cmyxeOHoi TaitHaMm. Crpykrypa llepeuns wunbopMmarmmy,
COCTaBJISIOIIEd KoMMepueckylo TaiHy. OcobeHHocTn
coctaBieHuss ©  CcTpykrypa Ilepeuns wuHpOpMaym,
cocTaBisfIoNIel ciyxeOHyro TaitHy. Llemp paspaboTku
Ilepeuns wu3naBaemblx KOHGUIECHIHMAIBHBIX JIOKYMEHTOB,
MOPSIZIOK €ro pa3paboTKH.

VYuer u opopmiieHre OYMasKHBIX U 3JIEKTPOHHBIX HOCUTEJIEH
KOH(DHIEHITHATHFHOW HH(pOpMAITHH.

Hemn, Buasl u crocoObl  ydera KOH(UICHIMATBHBIX
JOKYMEHTOB. YUeT Kak OCHOBHOE CPEICTBO OOecIeyYeHHs
COXPaHHOCTHU KOH(UACHIIMAIbHBIX JIOKYMEHTOB.

Tema 6. Opranuzauus oOumero u
KOH(UIeHUMATBLHOT 0
AOKYMEHT0000poTa

OmpeneneHue TTOHATHI «ITOKYMEHTOO00pOT»,
«KOH(HICHIIMATBLHBIN JTOKYMEHTO000POTY.

CTpyKTypa U XapaKTepUCTHKA JOKYMEHTOIIOTOKOB.

CucremMa Jnoctyna K KOH(DUIACHIMATBHBIM JIOKYMEHTAM.
[Ipuem, NMpPoXOoKACHUE W TOPSIOK HUCIOJHEHHS BXOISIINX
KOH(UICHIUATBHBIX JOKyMeHTOB. llepBuunas oOpaboTka.
IpensaputenbHOE paccMoTpeHue. PaccmoTtpenue
KOH(HICHITUATBHBIX JOKYMEHTOB

PYKOBOJICTBOM YUPEKIICHHS. Hanpasnenue
KOH(UICHIIUAIBHBIX JOKYMEHTOB Ha UCIIOJTHEHHE.

Mopsmox oTnpaBieHuss KOHOUACHIMATBHBIX JIOKYMEHTOB.
Opranuszaius ABMKECHUS BHYTPESHHHX KOHQHUICHIIMATBHBIX
JOKYMEHTOB.

OCOOCHHOCTH OpraHW3allid W TEXHOJOTHU  KOHTPOJIS
MCHOJHECHUS KOHGHUICHIIHAIbHBIX JIOKYMEHTOB.

Tema 7. CucremMaTu3anus H
XpaHeHHe KOH(HTEeHIHAIBHBIX
JOKYMEHTOB B [1eJONPOU3BOJICTBE
opraHu3alum

Homenknarypa KOHQpHICHIMAIBHBIX [Nl KaK COCTaBHas
4acTh CHCTEMBI J0CTyma K JokyMeHTamM. OcoOeHHOCTH
COCTaBJICHHS HOMEHKJIATYphl KOH(HICHIMATGHBIX JIell.
®dopmupoBanue u 0QopMIeHHE KOHPHUICHIIMATBLHBIX JEl.

[onroroBka  KOH(QUWACHIHMATIBHBIX  JTOKYMEHTOB  JUIS
nepefaud B apXMB OpPraHM3alMM. DKCHEpTH3a LEHHOCTH
OOIIEIOCTYMHBIX W KOH(PHUIACHIHMAIBHBIX  JTOKYMECHTOB.
OCOOCHHOCTH OpraHW3allid M TIPOBEJCHUS JKCIEPTH3BI

[EHHOCTH KOH(UICHIMATIBHBIX JOKYMeHTOB. llopsmok
cocTaBJeHHs U 0(hOpMIIeHHS OTHCer
KOH(HICHITNATHHBIX . ITopsnok nepegadu
KOH(UICHIIMAIBHBIX Je] B ApXUB OpraHH3aIlHH.
YHuuTOXKEeHNE KOH(DHUISHIIMATHHBIX JOKYMEHTOB.

Tema 8. OdecnieueHue coxpaHHocTH | TpeOGoBanms K MTOMEILICHUIM nojpa3ieIeHu I

u KOH(MUAEHIHAJTbHOCTH

KOH(MDHMACHINAILHOIO JISJIONPOU3BOJICTBA U K CIYKCOHBIM




AOKYMEHTOB

KOH(QUICHIUATBHBIME  JTOKYMEHTaMHU.
IepcoHanga ¢
OyMaXHBIX U 3JIEKTPOHHBIX HocuTenax. [IpoBepku Hammuus
KOH(MICHINATBHBIX JOKYMEHTOB.

IIOMCHICHUAM HCHOHHHTCHGﬁ,

paboraromux ¢  KOHQHUICHUMAIBHBIMH  JIOKYMEHTaMH.
Ilopsmox  odopmieHuss  momycka  paOOTHHKOB
KOMMEPYECKON U CITy>KeOHOH TalHaM.

PernamentupoBanue nopsika oOparieHus

[IpaBuna paboTsl
KOHQHJCHIIMAILHBIMI  JIOKYMEHTAMH  Ha

4. O0pa3oBarejibHbIE TEXHOJIOTUH

‘:;ln HaumenoBanue pa3nena |Buabl yueOHbIX 3aHATHH Oo0pa3oBaTeabHbIe TEXHOJIOTUH
1 (2 3 4
1. |Beenenne. [oxyment wul|Jlexmus 1 BBojgHast 1ekus ¢ HCIOJIL30BaHUEM
JIOKyMEHTAIIMOHHOE BHJIEOMATEPUATIOB
obecriedeHue yIpaBICHHS.
Cucremsl fokymentauuu. |lIpaktudeckoe 3austue 1 Huckyccus, noxmnan
CamocrosiTensHas paboTa KoHcynbTrpoBaHue U OpoBepKa JOMAIIHUX
3aIaHAN TTOCPEICTBOM DJICKTPOHHOU MTOYTHI
2. |CoBpemeHnHas Jlexus 2. [IpobnemMHas TEKITNs, JOKIA
HOpMaTHUBHO-mpaBoBasi|[Ipaktudaeckoe 3ausatue 2
Oaza o01ero n|CamocTosTenbHas padora Brinonnenue npakTUYECKUX 3aaHUI
KOH(UICHITUAITEHOTO KoHncynbTrpoBaHue u npoBepKa JOMAIIHUX
JICJIONPOU3BOJICTBA 3aJaHUM TTOCPEACTBOM AJIEKTPOHHOM MOUTHI
3. |llonstue, ocobeHHoctn u|Jlexmus 3. Jlexmust ¢ pa360poM KOHKPETHBIX CUTYaLUH,
opraHm3anus OOIIero W JOKJIa]a
CIIEeMAIbHOTO IIpakTuueckoe 3ausaTHe 3
JICIIOTIPON3BO/ICTBA.
CamocrosTenpHas paboTa BrinonHenne npakTUYECKUX 3aaHUI
KoncynpTHpOBaHUEe U TIPOBEPKA JOMAITHAX
3a/IaHUN MTOCPEICTBOM DJICKTPOHHOU MOUTHI
4. |[doxymeHTHpOBaHHE Jlexuus 4. [IpoGiieMHuas mexuus, JOKIan
KOH(DHIEHITHATHHOU IIpakTuueckoe 3ausatue 4.
uHpOpMaIHH CamocrosTenbHas padoTa Brimonaenne NpakTHIECKUX 3aaHui
KoncynbpTrpoBanue u npoBepKa JOMAITHUX
3aJaHU{ TOCPECTBOM JICKTPOHHOM MOYTHI
5. |[Meroauka pernameHTanuu|Jlexkus S. [IpobnemMHas TEKITHs, JOKIA
cocTraBa IIpakTuueckoe 3ansTue 5
KOH(UICHITUAITBHBIX CamocrosTensHas paboTa Brinonnenue npakTUYECKUX 3aJaHUI
JIOKyMEHTOB. VYuer KoHcynbTHpoBaHUE U NpOBEpPKA JOMAIIHUX
KOH(HICHITNATHHBIX 3a/IaHAN TTOCPEICTBOM DJICKTPOHHOU MTOYTHI
JIOKYMEHTOB
6. |Opranmszanus obmero u|Jlekmuus 6. [IpobGiieMHuas nexuus, JOKIa
KOH(HICHITHATHFHOTO [IpakTHueckoe 3aHATHE 6
JIOKyMEHTO000pOoTa CamocrosiTenpHas padoTa BrinonHeHne npakTUYECKUX 3aaHui
KoncynbTrpoBanue u npoBepKa JOMAaITHUX
3aJJaHUH ITIOCPEICTBOM DJICKTPOHHOM MOYTHI
7. |Cucremarnzanus u|Jlexuns7. [IpoGiiemHuas nexuus, JOKIaR
XpaHeHue IIpakTuueckoe 3anstue 7 BrinosiHeHNE NpaKTUYECKUX 3aJaHAN
KOH(UICHITUAITBHBIX CamocrosiTensHas paboTa KoncynbTrpoBaHue u npoBepKa JOMAIIHUX

JOKYMCHTOB B

3aJJaHAH ITOCPEJICTBOM DJICKTPOHHOM MOYTHI




JIEJIONPOU3BOJICTBE
OpraHu3aluu
8 |ObGecnevenne coxpanHocTH |Jlekius 8. [IpobOnemMHas TEKITNs, JOKIa
" KOH(I)I/IZ[GHL[I/I&JII)HOCTI/I [IpakTrueckoe 3anaTue 8 BrinosiHeHne NpakTUYECKUX 3aJaHAM
JIOKyMEHTOB CamocrosTenpHas paboTa KoncynbpTrpoBanue u npoBepKa JOMAITHUX
3aJIaHUH [TOCPEACTBOM DJIEKTPOHHOHN ITOYTHI

B nmepuon BpeMEHHOrO MPHOCTAHOBIEHUS TIOCEHICHHS] OOYYAlONIMMHKCS TOMEIICHUH |
tepputopuu PI'TY st opranuzanum yaeOHOTO mporecca ¢ MpUMEHEHUEM dJIEKTPOHHOTO OOyYeHUS U
TUCTAHIIMOHHBIX  O00pa30BATENBHBIX TEXHOJOTMH MOTYT OBITh  HCHOJB30BaHBI  CIEAYIOIIHNE
00pa3zoBaTeNIbHBIC TEXHOJIOTHUH:

— BUJCO-JICKLIUU}

— OHJIAWH-JIEKI[UU B PEKUME PEATBHOTO BPEMEHHU;

— DJIGKTPOHHBIE YUCOHHUKH, Y4eOHbIE TOCOOUS, HAyUHbIC U3/IaHUS B JIEKTPOHHOM BHUJIE U JOCTYI
K MHBIM 3JICKTPOHHBIM 00pa30BaTEIbHBIM PECYpPCaM;

— CUCTEMBI JJISI JIEKTPOHHOTO TECTUPOBAHUS,

— KOHCYJIbTallUH C UCTI0JIb30BAHUEM TE€JIEKOMMYHHUKAIIMOHHBIX CPEICTB.

5. OneHka nJIaHMpPyeMbIX pe3yJbTaTOB 00y4eHHs

5.1 CucremMa oueHUBAHUA

DopMa KOHTPOJIS Makc. KoJM4ecTBO 0aJ1JI0B
3a onqny padory Bceero
Tekymui KOHTPOJIb:
- 00K1a 3 6anna 24 6anna
- KoumpoavHas paboma (memwi 1-8) 4 6anna 36 b6annos
[IpomexxyTouHasi aTTecTalus - 3a4eT 40 6annos
HToro 3a cemecTp 100 bannos

[TomyueHHBI COBOKYNHBIN PE3yIbTAT KOHBEPTUPYETCS B TPAAUIIMOHHYO IIKAJIy OLICHOK U B
HIKaty oneHoK EBporneiickoil cucreMsl nepeHoca u HakorieHus kpenutos (European Credit Transfer
System; nanee — ECTS) B COOTBETCTBHY C TaOJIUIICH:

IIxana
100-6annpHas mkana | TpagunuoHHas mikana ECTS
95 -100 A
3394 OTIINYHO B
68 — 82 XOPOIIO 3a4TEHO C
56 — 67 D
50_55 YAOBIIETBOPUTEIHHO E
20 - 49 FX
0-19 HEYJOBJIETBOPUTEIHHO HE 3a4YTEHO F

5.2 KpnTepuu BbICTABJICHUA OLICHKHU IO JUCHUIIJIUHE

Bamiasl/ | Ouenka no KpuTepuu olleHKH Pe3yJIbTATOB 00y4eHHUsl 110 THCHUILTHHE

MIxana | AucCUHUILINHE
ECTS
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Bamnasl/ | Ouenka mo Kputepuu onieHkn pe3yabTaToB 00y4eHUsI 1O JUCUUIJINHE

Mlxana | AucHMIINHE
ECTS

100-83/ 3a4TEHO BricTaBnseTcs o0ydaromeMycs, €CITH OH TITyOOKO M IMTPOYHO YCBOWII TEOPETUICCKUHN 1
AB MPAaKTUYECKHI MaTepuajl, MOXET IPOJEMOHCTPHPOBATH 9TO Ha 3aHATHAX U B X071
MPOMEKYTOYHON aTTECTALHH.

OO0y4arontuiicst HCUEPITBIBAIONIE U JIOTHYECKH CTPOWHO M3JaraeT yueOHBI MaTepua,
yMEET YBA3BIBATh TEOPHIO C IPAKTUKOM, CIIPABIIAETCS C PELICHUEM 3a/1a4
npodeccroHaNnbHON HANPaBICHHOCTH BBICOKOTO YPOBHSI CIIOKHOCTH, TPABUIILHO
00OCHOBBIBACT MIPUHATHIC PEIICHUS.

CB00OHO OpUEHTHPYETCS B yueOHOMN 1 PO ecCHOHATBHOM TUTeparype.

Or1eHKa 1o AUCLMIUIMHE BBICTABILIFOTCS. 00yYaroIeMycs C y4ETOM pe3yJIbTaToB
TeKyIlell ¥ IPOMEXYTOUHON aTTeCTalUH.

Kommerenmmn, 3akperiéHHble 3a TMCIUILUTHHON, c(hOpMHUPOBaHbI Ha yPOBHE —
«BBICOKHI».

82-68/ 33aUTEHO BeicraBnsiercst oOydaronieMycs, €CJi OH 3HAeT TEOPETUIECKHH U MPAKTHYECKUI

C MaTepHall, FPaMOTHO U 110 CYILECTBY U3JIaraeT ero Ha 3aHATUAX U B XOJ€
MPOMEKYTOYHON aTTECTALNH, HE TOIYCKasl CyIECTBEHHBIX HETOYHOCTEN.
OOyuaronuiicst IPaBUIbHO IPUMEHSAET TEOPETHUECKUE MTOTI0KEHHS IIPH PELICHUH
MpaKTHYECKUX 337124 Ipo(ecCHOHAILHON HANPaBIECHHOCTH PAa3HOTO YPOBHS
CII0)KHOCTH, BJIa/ieeT HE0OXOAUMBIMH JIUISI 3TOTO HABBIKAMH U PUEMAMU.
JlocTaTo4HO XOpOLIO OpUEHTHPYETCs B yueOHOU U IpodeccnoHalbHOI JuTeparype.
O1ieHKa 10 AUCIMIUIMHE BBICTABISIIOTCS 00y4aromeMycsi ¢ y4éTOM pe3ysIbTaToB
TeKyIell U IPOMEeXyTOUHOH aTTeCTalUH.

Kommnerenmyn, 3akperuiéHHble 3a TUCIUILUTHHON, chOpMHUPOBaHEI HA YPOBHE —
«XOPOILHIAY.

67-50/ 3a4TE€HO BeicraBnsiercst oOyuaromeMycsi, €CJIi OH 3HaeT Ha 6a30BOM ypOBHE TEOPETHUYECKUI 1
D,E MPaKTUYECKUI MaTepHa, ZIONyCKAET OTACIbHbIE OILIMOKH ITPU €T0 M3JI0KECHUH Ha
3aHATUAX U B XOJI€ MPOMEKYTOUHON aTTECTALNU.

OOyJaronuicst HCTIBITHIBACT ONPEACIEHHBIE 3aTPyJHEHHS B IPHMEHEHUH
TEOPETHUYECKNX MOIOKEHNH NTPH PEIICHUHN NMPAKTHYECKHUX 3a7a4 POQeCCHOHATbHON
HAINpaBJICHHOCTU CTAaHJAPTHOTO YPOBHSI CIIOKHOCTH, BIaZceT HEOOXOAUMBIMH IS
3TOro 0a30BHIMH HaBbIKAMH U MPHEMaMHU.

JleMOHCTpHpYeT N0CTaTOYHBII YPOBEHb 3HAHUS Y4€OHOI TUTEpaTyphl IO JUCLUILINHE.
O1ieHKa 1Mo AMCIMIUINHE BBICTABISIIOTCS 00y4aromeMycsi ¢ y46ToM pe3ysIbTaToB
TeKyIell ¥ MPOMEeXYTOUHOH aTTeCTaIUH.

Komnerennuu, 3akperiéHHble 3a TMCUUILUTHHOM, cQOPMHUPOBaHbI HA YPOBHE —
«JIOCTaTOYHBIHY.

49-0/ He 3aUTeHOo BricraBnsiercst oOyuaronieMycsi, €CJIi OH He 3HaeT Ha 6a30BOM ypOBHE TEOPETHUYECKUI
F,FX U MPaKTHUYECKUI MaTepHal, ZIOIyCKaeT rpyOble OIIMOKH ITPH €T0 M3JI0KECHUH Ha
3aHATHAX U B XOZ€ MPOMEKYTOUHON aTTECTALNN.

OOyuJaronuiicst NCTIBITHIBAET CEPHE3HBIE 3aTPYAHCHHS B IPUMEHEHUN TEOPETHUECKUX
MOJIOXKEHHH TIPH PEIICHUHN MPAKTUYECKHX 3aa4 MPoeCcCHOHATBHON HAIIPaBICHHOCTH
CTaHAAPTHOT'O YPOBHS CI0KHOCTH, HE BJIa/Ie€T HEOOXOAUMBIMH [T 3TOTO HABBIKAMH U
puEéMamMu.

JeMoHcTpupyeT (parMeHTapHble 3HaHHUS Y4eOHOI TUTepaTyphl 10 JUCIHUILUIMHE.
O1ieHKa 1Mo AMCIMIUINHE BBICTABISIFOTCS 00y4aromeMycsi ¢ y46TOM pe3ysIbTaToB
TEKyLIEH U IPOMEXYTOUHOM aTTECTalUH.

KomnereHnuu Ha ypoBHE «JI0OCTaTOUHBINY, 3aKpEIUIEHHBIE 32 TUCIUIUIMHON, He
c(hopMHPOBAHBI.

5.3 OueHouHble cpeacTBa (MaTepualibl) Jsl TEKYIIero KOHTPOJISI yCleBaeMOCTH,
NMPOMEKYTOYHOM ATTECTANMH 00y4arOIHUXCS M0 JUCIUAIIIHHE

IIpumepHbIe TEMBI JOKJIAI0B:

1. Knaccuduxkanus qoOKyMeHTOB A 1esiell GOpMUPOBAHUS NMEPBUYHBIX JTOKYMEHTHBIX KOMIUIEKCOB!
ee Lelb M Ha3sHAYCHUE, IpUMEHsAEMas TEPMHUHOJOIHs, NpPaBWIa €€ IIOCTPOCHUsA, IOPSANOK ee
opranuzaiuu. Llens co3nanus u Ha3HaYeHHE PUMEHEHHUS! CUCTEM JOKYMEHTAluH, ()yHKIIMOHAIbHBIE
CHUCTEMBI JOKYMEHTALNH, KOPIIOPATUBHBIE CUCTEMBI JOKYMEHTALUU.
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2. OcHoBHbIe (DYHKIIMOHAJIbHBIE CUCTEMBbI JOKYMEHTALHH.

3. DNeKTpoHHbIE CUCTEMbI JOKYMEHTAIMH: 1IeJb CO3JaHusl U Ha3HAUeHHUE MPUMEHEHUs, MOPSIOK UX
IIOCTPOEHUH.

4. JloxymeHTHbIE pecypcbl ApxuBHoro ¢onaa Poccuiickoit @eneparuu.

5. JlokyMeHTHBIE pecypchl (helepallbHOrO PErucTpa HOPMATHUBHBIX MPABOBBIX AKTOB CYOBEKTOB
Poccuiickoit @eneparuun. YK

6. JloKkyMeHTHBIE PeCypChl TOCYAapCTBEHHOM CUCTEMbI HAyYHO-TEXHHUECKOW HHPOPMALIUH.

7. JloKyMeHTHBII pecypc, COIEepKalliil TroCcyJapCTBEHHYIO TailHy: MHOpSAOK (OpMHUpOBaHHS U
MOPSIIOK MCIIOJIb30BAHMS.

8. JlokymeHTHBIN pecypc ¢ rpudom «[ns cmykeOHOro mojib30BaHUs»: MOPSAOK (POpMUpPOBAHUS U
MOPSIIOK MCIIOJIb30BAHMS.

9. JlokyMeHTHBII pecypc, coAepxKalluii KOMMEPUECKYIO TailiHy: MOPs 10K (GOPMUPOBAHUS U MOPSIOK
UCIIOJIb30BaHUS.

10. JIokyMeHTHBIN pecypc, coAepXkallluii NepCcOoHalbHbIE JaHHbIC: MOPSAOK (opMHpOBaHUS U
MOPSIIOK MCIIOJIb30BAHMS.

11. [enoBas peub U €€ TpaMMaTUYECKHE OCOOCHHOCTb.

12. Jlormyeckoe NocTpoOeHUE JOKYMEHTOB.

13. OOumuii mopsiAOK  OpraHu3aluu  JIOKyMeHTooOOpoTa B opraHusauuu. MHcTpyknus 1mo
JIEIONIPOU3BOJCTBY B OpraHU3aluy.

14. llenu, 3a1a4u U MOPSIIOK AEATEIBHOCTU CIY>KObI TOKYMEHTALIMOHHOTO 00ECIIeUeHHUs YIIpaBIeHUs
B OpraHM3aliHu.

15. ®opmupoBanue Tabenst yHUPUIUPOBAHHBIX (OPM B OpraHU3aIIH.

TunoBbie NPAKTUICCKHUEC 3alaHUA:

CocraBpTe 001Kl 6J1aHK roCcyAapCTBEHHOr0 opraHa Biactu Poccuiickoit @enepariui.
CocraBbTe 0JaHK MMChbMa rocy1apcTBEHHOTo oprana Binactu Poccuiickoii @enepanuun
CocraBbTe 10KyMeHT «HCTpyKIIU».

CocraBbre 10KyMeHT «lIpaBumnay.

el S S

Keiic-3apaua «Co3nait JOKyMeHT».

10 mas 2016 rona nupextop npeanpustus OOO «Cdepa» uznan npuxa3z Ne 42 «O mpoBeaeHUH
PEBU3HUU KacChl», B KOTOPOM MOPYYUT KOMUCCUH B COCTaBe: mpejacenaTens komuccun Xopbkona A.IT.
1 ujneHoB komuccuu 3aiineBoit [1.M., Muponoa A.C. Makcumona [1.0. mpoBecTH peBHU3UIO0 KaCChHI
npennpusTus mo coctosiHuio Ha 12.05.2016. B pe3ynbpraTe mpoBepku ObLIO YCTAHOBIEHO, UTO OCTAaTOK
HAJWYHBIX JE€HEer B Kacce II0 cocrosHuio Ha 12.05.2016 corimacHO KaccoBOW KHHIE€ U JaHHBIM
OyXraiaTepckoro y4era J0JDKEH cocTaBiaTh 22378 pyonei. OqHako (pakTHUECKUi OCTATOK HATHMYHBIX
neHer B kacce coctamisieT 21378 py6neit. Hemoctaua HanmuyHbIX AeHer B kacce coctaBmia — 1000
pyOneil. BpsicHeHO, 4TO HemocTaya HANUYHBIX JEHEr B Kacce oOpa3oBaliach IO BHHE Kaccupa
[TenwpkoBoii K.3. JlokyMeHT ObLT COCTABIICH B TPEX IK3EMILIApax (B €0, JUPEKTOPY U OyXTaJITePHIO.
CocTaBuTh 1 0POPMUTH COOTBETCTBYIOIINI CUTYAIlUU TOKYMEHT.

IlepeyeHb BONMPOCOB K 3a4eTy

JlokyMeHT, ero cBOicTBa, PyHKIUHN U IPU3HAKH.

CucreMbl JOKyMEHTaLUU.

JlokyMeHT Kak 00BEKT HalaeHUs U 3alUThI.

PexBu3UTHI C1yKEOHBIX TOKYMEHTOB.

Cucrema opraHu3allMOHHO-PACIIOPSIAUTEIBHBIX TOKYMEHTOB.
Opranu3alvOHHO-IIPaBOBbIE IOKYMEHTHI.
PacniopsiauTenbHble JOKYMEHTHI.
WNHpopManmoHHO-CITPABOYHBIE JOKYMEHTHI.

NN R
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9. Cnyx0a TOKYMEHTAI[MOHHOTO O0ECTICUCHHs yIPABICHUS: CTPYKTYpa, COCTaB, (PYHKIIHUH.

10. Dtansl onpeaeneHus: cocraBa KOHGUACHIINAIbHBIX T0KYMEHTOB.

11. OcHoBHble TpeOOBaHMSA, TPEABABISIEMble K COCTaBICHHIO U O(GOpPMIICHHIO MepedHen
KOH(UJIEHIIMATBHBIX JOKYMEHTOB.

12. Tlopsinok oOpameHust co ciayxeOHoW uHGpopMalnuel OrpaHMYEHHOIO pacHpOCTPaHEHUs B
(benepanbHBIX OpraHax BJIACTH U MO/IBEIOMCTBEHHBIX UM YUPEKICHUSAX.

13. OpraHu3zaloHHbIE U TEXHOJOTHUECKHUE OCOOCHHOCTH KOH(PHICHIIMAIBHOTO JIeTONPOU3BO/ICTBA.
14. TlonsTre u 3amauu KOH(OUICHIIMAIEHOTO JEIOMPON3BOICTRA.

15. IlpuHUMOBI €T0 OpraHu3anuu 1 chepa AesiTeIbHOCTH.

16. Ha3nauenue u mnopsgok paspabotku [lepeuns uHpOpManum, COCTaBISIOLIEH KOMMEPUYECKYIO
TalHy.

17. Ocobennoctu pazpabotku [lepeunst nHGOpMaIK, COCTABIIAIONICH CITy)KEOHYIO TaliHY.

18. TexHoMOrUs TOKYMEHTHPOBAaHUS KOH(PUACHIIMATBHON HH(OPMALIHH.

19. TloHsATue «y4eT KOH(UICHINATBHBIX JOKYMEHTOBY». Bubl, cIOCOObI M TEXHOJIOTUH YUETa.

20. IlonsTue, NPUHLIMIIBI U OCOOCHHOCTH OPraHU3alUN KOH(UACHIIUAIBHOTO JOKYMEHTO000pOTa.

21. Opranuzanus ABMKEHUS BXOJIAUINX KOH(GUICHIMATBHBIX JOKYMEHTOB.

22. OpraHu3zanus JBHKEHUS U3/1aHHBIX KOH(QUACHIIUATBHBIX JOKYMEHTOB.

23. OcoOeHHOCTM OpraHM3alii M TEXHOJOTMM KOHTPOJS MCHOJIHEHHUS] KOH(HIEHIUAIbHbBIX
JIOKYMEHTOB.

24. Cucrema joctyna K KoHGuAeHUMaIbHBIM AokyMeHTaM. [lopsnok paspabotku «Ilomoxkenus o
pexuMe KoMMepUecKoi (CiyxeOHOM) TalfHbl OpraHU3aLII».

25. Homenkimarypa nen. OCOOCHHOCTH €€ COCTaBJICHHS B O(DOpMIICHHUS.

26. Ocobennoctu popMupoBanus U opopmiIeHNs: KOHPHUIECHIIMATIBHBIX JE]I.

27. Ilopsaok MOATOTOBKH U Mepeiadr KOH(DUIEHIIMAIBHBIX Je]l B apXUB OpraHU3al[|H.

28. Tlopsinok oTOopa U TEXHOJIOTHS YHUUTOXKEHNUS KOH(PHICHIIMAIbHBIX JOKYMEHTOB.

29. PexuM xpaHeHUs KOH(QUICHIIMATBHBIX JOKYMEHTOB.

30. TpeGoBaHus M0 0OECIIEUEHUIO COXPAHHOCTH U KOH(PUICHIIMATBHOCTH JOKYMEHTOB.

31. CocraBbTe 00mIMIT OJaHK TOCYIaPCTBEHHOTO opraHa BiaacTu Poccuiickoit deaepanuu.

32. CoctaBbTe OJaHK MHChMa HETOCYJApPCTBEHHON OpraHu3aluu.

33. CocraBbTe TOKyMEHT «J{0KHOCTHASI MHCTPYKIIMSI CTICIIHAIMCTA T10 3alUTe WHHOPMAITUN.

34. CoctaBbre 10KyMeHT «Ilonoxxenue o ciyx0e KOHQUIEHIINAIBHOTO JeIONPOU3BOIACTBAY.

35. Opopmuth KOH(MUICHIMAIBHBIM JOKYMEHT B COOTBeTCTBHHM C TpeboBanusimu ['OCToB wu
TpeOOBAHUAMH 3aILUTHl HHPOPMALIUH.

36. Ilpoananmu3upoBaTh HOMEHKJIATYPHI JeJl OpraHM3alliii, BBIIBUTH OMIMOKH B WX COCTaBJICHUU U
0(pOpPMIICHUHU.

37. IloarotoButh npukas o coznanuu I1JI9K, B KOTOpoMm oIpeneanTb cocTaB KOMUCCHH, €€ 3aJauH,
(GyHKUIMH, TOPSIIOK pabOThl ¢ y4eTOM HEOOXOAMMOCTH OpPraHM3aLUHU 3alIUThl KOH(UACHIUAIBHBIX
JIOKYMEHTOB.

38. IIpoananu3upoBaTb HHCTPYKLHUIO 10 KOH(HUAEHIMAILHOMY JEJIONPOU3BOJICTBY KOHKPETHOMH
OpraHU3aliy U BBIIBUTH HEJOCTATKU B €€ CTPYKTYPE U COJIEPKaHUU.

6. YueOHO-MeTOAM4YecKOe M HHPOPMALMOHHOE O0ecniedeHue U CIUIINHbI
6.1 Cnucoxk MCTOYHUKOB M JIUTEPaTypPhI
HUcrounuku
1. Koncturyuuss Poccuiickoit ®enepauuu (¢ y4eToM MOIpPaBOK, BHECEHHbIMH 3akoHaMu P® ot

30.12.2008 r. Ne 6-DK3, ot 30.12.2008 Ne 7-®PK3, ot 05.02.2014 Ne 2-®DK3, ot 21.07.2014 Ne 11-
®K3) // Cobpanue 3akoHonatenbeTBa PD, 04.08.2014, Ne 31, cr. 4398.
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2. @®enepanbublii 3akoH oT 27 mrons 2006 r. Ne 149-®3 «O6 wunpopmaiyu, WHPOPMALMOHHBIX
TEXHOJIOTHSX M 0 3amute uHpopmarun» // Cobpanue 3akoHomarensctBa PO, 2006, No 31 (1 u), cT.
3448.

3. ®enepanbHblii 3akoH 0T 27.07.2006 Ne 152-D3 «O nepcoHambHBIX AAHHBIX» (C U3M., BCTYIL. B CHUITY
c 01.01.2015) // Cobpanue 3akoHonatenbetBa PO, 2006, Ne 31 (u. 1), cr. 3451.

4. ®enepanbublii  3akoH  oT 29.07.2004 Ne 98-®d3 «O xommepueckoil TaitHe //CoOpanue
3akoHogaTenbcTBa PD, 2007. Ne 31, cT. 4011.

5. 3axoH Poccuiickoit ®eneparuu ot 21.07.1993 Ne 5485-1 «O rocynapctenHoil Taitne // CoOpanue
3akoHomaTesnscTBa PD, 2007, Ne 49, ct. 6079.

6. Yka3 Ilpesunenta P® ot 06.03.1997 Ne 188 «OO yrBepxkaenun Ilepeuns cBeneHuit
KOH(HIeHIIMaTIbHOT 0 Xapakrepa» // Cobpanue 3akoHogatenscTsa PO, 1997, Ne 10, ct. 1127.

7. Vxa3 Ilpesunenta PO ot 30 nHosOpa 1995 r. Ne 1203 «OO yTBepKIE€HUU TEpPEUHs CBEACHMIA,
OTHECEHHBIX K TOCyIapcTBeHHOU TaitHey // CoOpanue 3akoHogarenscTBa PO, 2009, Ne 24, ct. 2919.

8. IlocranoBnenue IlpaBurensctBa PO ot 03.11.1994 Ne 1223 «O6 yrBepxkaenuu llomoxkenus o
nopsiike odparieHust co ciaykeOHol HHpopMaLueil OorpaHMYEeHHOTO pacpoCTpaHeHus B (peaepanbHbIX
opraHax UCHOJHUTeNbHOU BiacTh» // Cobpanue 3akoHonatenbersa PO, 2005, Ne 30 (u. 2). Ct. 3165.
9. T'OCT P 67.0.97-2016. HaunonanbHslii crannapt Poccuiickoit ®@enepanuun. Cucrtema cTaHIapTOB
no uHpopMmanuy, OUOIMOTEUHOMY M H3AaTEIbCKOMY Jeiny. OpraHu3zallmOHHO-PACIOpsAIUTENIbHAS
nokymeHrtauusi. TpeOoBanuss k odopmieHuto nokymeHToB" (yTB. IIpukazom Poccranmapra ot
08.12.2016 N 2004-cr1)

Jlureparypa
OcHoBHas
1. CoiueB, }O. H. Cranpaprel uHbopMannoHHONW Oe3omacHocTH. 3amuTa U 00paboTka
KOH(HICHIIMATIBHBIX IOKYMEHTOB : yueOHoe nocooue / FO.H. CprueB. — 2-e u3n., nepepad. u Jom. —
MockBa : MUH®PA-M, 2024. — 602 c. — (Bsicuee obOpazoBanue: Cnenuanurer). — DOI
10.12737/2143785. - ISBN  978-5-16-019905-4. - Tekcr : onektpoHHbiif. - URL:
https://znanium.ru/catalog/product/2143785. — Pexxum nocTymna: mo mojmucke.
2. Kopuees, . K. Ynpasnenune noxkymentamu : yueOnuk / M. K. Kopuees, A. B. Ilmenxko, B. A.
Mamypues. — Mocksa : UHOPA-M, 2022. — 300 c¢. — (Briciiee obpa3oBanue: bakamaBpuar). -
ISBN 978-5-16-003590-1. - Teker : JJIEKTPOHHBIN. - URL:
https://znanium.ru/catalog/product/1836610. — Pesxum gocTyma: mo mojmmcke.
3. I'pummna, H. B. OcHOBBI HHPOPMALIMOHHOM 6€301acHOCTH MpenpusiTus : yuebHoe nocobue / H.B.
['pummna. — Mocksa : UHOPA-M, 2025. — 216 c¢. — (Bricmee oopa3oBanue: bakanaspuar). —
www.dx.doi.org/10.12737/textbook 5cf8ce075a20298.77906820. - ISBN 978-5-16-015105-2. - TekcT :
anekTpoHHbId. - URL: https://znanium.ru/catalog/product/2198501 — Pexxum goctyma: 1mo mojmucke.
JlomonHuTENbHAS
4. Kynses, H. H. JloxymenroBenenue : yaeonuk / H. H. Kynses, 1. H. Ypanos, A. I'. ®abpudHoii ;
non pen. mpod. H. H. KynaeBa. - 2-e u3a., crep. - Mocksa : Jloroc, 2020. - 352 c. - (HoBas
yHuBepcurerckas Oubnuoreka). - ISBN 978-5-98704-329-5. - Tekct : anextponHbld. - URL:
https://znanium.ru/catalog/product/1211628. — Pexxum nocTymna: mo moAamnucke.
5. Henucenko, O. WM. [lenonpou3BOACTBO W PEKHUM CEKpETHOCTH : ydeOHoe mocodme / O. W.
Henucenko, C. B. O3epckuii. - Camapa : Camapckuii ropuanueckuid uncturyT @CHUH Poccun, 2021. -
92 < - ISBN  978-5-91612-348-7. - Teker AJIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1870998. — Pexxum nocTymna: mo mojamnucke.
6. Kimvenko, U. C. MuadopmarmonHas 6e30macHOCTh W 3amuTa WH(GOpMAIUK: MOACTH U METOIBI
ynpasnenus : Mmonorpadus / .C. Knumenko. — Mocksa : UHOPA-M, 2026. — 180 c. — (Hayunas
mbIcib). — DOI 10.12737/monography 5d412{f13c0b88.75804464. - ISBN 978-5-16-015149-6. -
Teker : snextponHsid. - URL: https://znanium.ru/catalog/product/2238628 — Pexxum gocrtyma: mo
TIOJIITHICKE.
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6.2 IlepeyeHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIMOHHOM ceTH « UHTEepHET.

1. ApxuBsl  Poccum  (opuumaneHblii  caiit  @DenepasbHOrO  apXMBHOTO — areHTCTBA)  —
http://www.rusarchives.ru/

2. Marepuaisl o(hUIIHATBHOTO caiiTa DIeKTpoHHbIe O(pUCHBIE ccTeMBbI — http://www.eos.ru/

3. Marepuaisi caiita «HopMmatuHbIe TOKyMEHTBD» — http://www.complexdoc.ru

Hanmonanwsnas anextponnas oudnamoreka (H3b) www.rusneb.ru
ELibrary.ru Hay4nas snexktponHas 6ubianoreka www.elibrary.ru
OnextponHas 6ubnuoreka Grebennikon.ru www.grebennikon.ru

6.3 IIpodeccnonanbHbie 0a3bl JaHHBIX H HHPOPMALMOHHO-CIIPABOYHbIE CHCTEMbI

JHoctyn k npodeccrnoHanbHBIM 0a3am maHHbBIX: https://liber.rsuh.ru/ru/bases

WupopmaninoHHble CLIPaBOYHBIE CUCTEMBI:
1. Koncynsrant Ilnroc
2. Tapanr

7. MaTepuaJIbHO-TeXHHYECKOe o0ecnevyeHne TUCHUILINHBI

Hns  obecneueHuss  OUCHUIUIMHBI — HUCHOJB3yeTCsl  MaTepuaibHO-TEXHUYecKas  0asa
00pa30BaTEeNIbHOTO YUPEXKJICHUSA: Y4YEOHbIE ayJAUTOPUH, OCHAIIEHHBIE IOCKOH, KOMIIBIOTEPOM WU
HOYTOYKOM, TPOEKTOPOM (CTAallMOHAPHBIM WJIM TIEPEHOCHBIM) JUIsl JEMOHCTPAllUUA  Y4YEOHBIX
MaTepUasoB.

CocraB nmporpaMMHOT0 00€CTICUCHHS:
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. O0ecneuenne 00pa3oBaATEJBLHOIO MPOLECCA VIS JIML ¢ OTPAHHYCHHBIMHU BO3MOKHOCTSIMHU
310POBbSI U HHBAJIN/I0B

B xonme peamuzanuy JUCHMIUIMHBL HCIOJIB3YIOTCS CIEAYIOLIUE JONOJHUTENIbHbIE METOMIbI
o0yuyeHHsI, TEKYyLIero KOHTPOJS YCHEBAaeMOCTH M INPOMEXYTOYHOM aTTecTallud OO0ydarolmuxcs B
3aBUCUMOCTH OT WX WHAMBHIYaJIbHBIX 0COOCHHOCTEH:

® sl CIeNbIX M CHabOBUAALIMX: JEKIMHU OQOPMIAIOTCS B BHUJE 3JEKTPOHHOTO JOKYMEHTa,
JIOCTYITHOTO C TOMOUIbI0 KOMIIBIOTEPA CO CHELMAIU3UPOBAHHBIM MPOTPAMMHBIM 00€CIIEUEHHEM;
IIMCbMEHHBIE 33JaHMs BBIIOJHAIOTCA HAa KOMIIBIOTEPE CO CHEUUAIM3MPOBAHHBIM IPOrPaMMHBIM
o0ecrieueHHEeM WM MOTYT OBITh 3aMEHEHBl YCTHBIM OTBETOM; OOECIeUMBACTCS HHIMBHIYaTbHOE
paBHOMepHOe ocBelieHue He MeHee 300 JtOKC; A7 BBINOJHEHMS 3aJaHusl MPU HEOOXOIMMOCTH
IIPEIOCTABIIACTCS YBEIMUMBAIOIIEE YCTPONCTBO; BO3MOMKHO TAaKXE HCIOJb30BaHUE COOCTBEHHBIX
YBEJIMYMBAIOLIUX YCTPONUCTB; MUCbMEHHBIE 3a/laHMsI O()OPMIISIFOTCS YBEIUYEHHBIM IIPU(TOM; 3K3aMeH
¥ 324€T MPOBOASATCS B YCTHOM ()OpPME MIIM BBITIOJIHSIOTCS B MIMCBbMEHHOM (hOpMe Ha KOMITBIOTEPE.

® IS TIYXUX U caa0oCHbIIIAIMX: JEKIUH O(GOPMIISIIOTCS B BUJAE 3JIEKTPOHHOIO JOKYMEHTa,
aubo  mIpenocTaBiseTcsl  3BYKOYCWJIMBAIOLIasl — ammaparypa HMHIUBUAYaJbHOIO  IOJIb30BAHMUS;
IUCbMEHHBIE 33JaHUS BBIOJHIIOTCS HAa KOMIIBIOTEpE B NHCBMEHHOH (opme; 3K3aMeH U 3a4ér
MPOBOJISITCS B MUCHbMEHHOM (hOpME Ha KOMITBIOTEPE; BO3MOXKHO IIPOBEIeHUE B (DOpME TECTHPOBAHHSI.

® ISl JIML| C HAPYUIEHUSMHU OINOPHO-ABUIaTeNbHOIO ammapata: JEeKUUH O(OpMIIIOTCS B BUJE
AJIEKTPOHHOI'O JOKYMEHTa, JOCTYIHOI'O C IIOMOIIBIO KOMIBIOTEPA CO CIEHUAIU3UPOBAHHBIM
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IpOrpaMMHBIM ~ OOecrieueHHeM; IHUChbMEHHbIE 3a/laHUsl  BBIOJNHSIOTCS Ha KOMIBIOTEpE CO
CHeIHaTN3UPOBAHHBIM NPOTPAMMHBIM OOECIeueHUEM; dK3aMeH U 3a4€T MPOBOASTCS B YCTHOU (hopme
WM BBITIOJIHSIOTCS B MUCBbMEHHOM (hopMe Ha KOMIIbIOTEpE.

[Ipu HE0OXO0AMMOCTH MpeayCMATPUBAETCS YBEJIIMYEHHE BPEMEHU /171l TIOJTOTOBKU OTBETA.

[Tporiennypa npoBeaeHHs MPOMEKYTOUHOM aTTeCcTalMM Uil 00y4yaroIlMXcs yCTaHABJIMBAETCS C
y4€TOM UX MHIUBUIYAJbHBIX NMCUXO(PHU3NUECKNX 0coOeHHOCTeH. [IpoMexyTouHas aTrectaius MOXKET
IIPOBOAMTHCS B HECKOJIBKO JTAIOB.

[Ipy mnpoBeneHuMu NpOIEAYpbl OLIEHUBAHUS pPE3YyJbTAaTOB OOy4YEeHHs IpeaycMaTpuBaeTcs
UCTOJIb30BaHUE TEXHUYECKHX CPEICTB, HEOOXOIUMBIX B CBSI3U C MHAMBHIYaJbHBIMH OCOOCHHOCTSMU
oOydJaromuxcsi. OTH CpeAcTBa MOTYT OBbITb HPEIOCTAaBIE€Hbl YHHUBEPCUTETOM, WJIM MOTYT
HCTIOJIb30BaTHCSl COOCTBEHHBIE TEXHUYECKHE CPEJICTBA.

[IpoBenenue npoueaypbl OLICHUBAHUS PE3yJIbTaTOB OOYUEHHUS TOIYCKAETCs C MCIOJIb30BaHUEM
JUCTAHIIMOHHBIX 00pPa30BaTENbHBIX TEXHOIOTHH.

ObecnieunBaeTcss NOCTyNl K HWHGOPMAIMOHHBIM M OuOIMOrpapuueckuM pecypcam B CETH
WuTepHeT 11 Kaxkaoro odydaromierocs B popMax, alalTUPOBAHHBIX K OTPAaHUYEHUSAM UX 370POBbS U
BOCHPUATHS HH(POPMALIUU:

® s clenblX M cHaboBUIAMIMX: B IEYaTHOW (opMe yBETUMUEHHBIM HMIpUPTOM, B (dopme
AJIEKTPOHHOTO IOKyMEHTA, B (hopme ayaunodaiina.

® JUIs TIyXUX U caa0oCbIIIaluX: B IeyaTHol Gopme, B popMe 3IIeKTPOHHOTO TOKYMEHTA.

® 151 00yYaloUIMXCs ¢ HApyLIEHUSIMH OIOPHO-JBUIATEIbHOIO ammapara: B neyaTHou ¢opme, B
(dbopmMe 3MEeKTPOHHOTO JOKYMEHTa, B (hopme ayauodaiina.

VY4yeOHble ayIUTOPUM A BCEX BMJOB KOHTAKTHOM M CaMOCTOSTEIbHOH paboThl, Hay4yHas
OuOnIMOTEeKa M MHbIE IOMEIICHUs Ui OOy4eHHs OCHAILIEHbl CHEIHAIbHBIM O00O0pYJOBaHHEM U
y4eOHBIMHU MECTaMU C TEXHUYECKUMHU CPEACTBAMHU O0YyUEHUS:

® ISl CJENbIX U CIA0OBUISAIINX: YCTPOMCTBOM JUIsl CKAHUPOBAHUS U YTEHUs ¢ kamepoil SARA
CE; nucnneem bpaing PAC Mate 20; npuntepoMm bpaiins EmBraille ViewPlus;

® I TIIYyXUX M CJIa0OCTBIIIAIIKMX: aBTOMATU3MPOBAaHHBIM paboO4YMM MECTOM JJisi JIIOAEH ¢
HapylIEHHEM CIIyXa U cIa00CBIIIANINX; aKyCTUUECKUN YCUIINTEINb U KOJIOHKHY;

® i OOy4YaloIIMXCSl C HapyIIEHUSMU OIOPHO-IABUIATEIBHOIO ammapara: IepeaBHKHBIMH,
peryaupyeMbIMu 3proHomuueckumMu naptamu CH-1; KOMIBbIOTEpHON TEXHUKOW €O CHELUalbHBIM
IPOTPAaMMHBIM 00€CTICUeHHEM.

9. MeToanueckne MaTepuaJibl

9.1 IlnaHbI NPAKTHYECKHUX 3aHATHH

Tema 1. BBenenue. JIOKyMeHT M [JOKYMEHTALHMOHHOe o0ecmedeHue ynpasieHusi. CucreMbl
AOKYMEHTaIUH.

Bomnpocs! 11 o0cyxaeHus:

1. Yto nonumaercs nojx MHGOPMALMOHHBIM 00ECIIEUEHUEM AESITEIbHOCTH OpraHU3aIiu?

2. Chopmynupyiite OCHOBHBIE 3a/1a4l AUCLUUIUIMHBI IPU MOATOTOBKE KaJAPOB IO 3aLIUTe HHPOPMALUU
3. laiiTe ompeneneHue MOHATHH «IJOKYMEHT», «IOKYMEHTAlMOHHOE OOECIeUeHUE YMPaBICHUS,
«JIeJIONPOU3BOCTBOY», KMHPOPMALIUA», KCUCTEMA JJOKYMEHTALIUID.

4. JIoKkyMEeHT Kak OOBEKT HamajeHus U 3amuThl. OpraHu3allMOHHBIE W TEXHUYECKHUE KaHAJIbI
HECAHKIIMOHUPOBAHHOTO JOCTYIA K JOKYMEHTAM.

3aHsATHE TPOBOAUTCS B (DOpME HEMPEPHIBHOTO TUANOra MEXIy IMpernofaBaTelieM W CTYJCHTaMH, B
X0JIe KOTOPOTO CTYJIEHThl OTBEUYAIOT Ha MOCTaBJIEHHbIE BONpPOCHL. B mporecce 3aHATHS BO3MOXHBI
BBICTYIJIEHUS CTYJIEHTOB C 3apaHee NPUTOTOBICHHBIMU COOOIIEHUSIMU, PACKPBIBAIOIIMMHI B TOM HJIU
MHOM acleKTe TeMaTuky 3aHsaThs. KpoMe Toro, CTYJEHTBl BBIIOJHSIOT CaMOCTOSTENIbHO
[IpaKTUYECKUE 3aJaHUS.

3amanus:
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1. HeoOxoauMo mnHCbMEHHO CGOPMYJIMPOBATH: YTO M KaKUM OOpa3oM OOBEIUHSET MOHATUS
«uHpOpMAIHA», «COOOIIECHHE», «IOKyMeHT». Kakne OCHOBHBIC OTIMYHS MEXAYy MOHATHIMHU
«uH(pOpMaIH», «COOOIIEHUEY, «TOKYMEHT.

2. Jns mpenyiokeHHOTo O00BeKTa CHOPMYIUPYUTE OPraHU3aIMOHHBIE W TEXHUYECKHUE KaHAJIbI
HECAHKIIMOHUPOBAHHOTO JOCTYIA K JOKYMEHTaM.

Tema 2. CoBpeMeHHasi HOPMATHBHO-TIPaBoBasi 0a3a o0mero M KOHQUICHUMATBHOIO
JeJI0NPOU3BOACTBA

Bomnpocs! 11 o0cyxaeHus:

1. OcHOBHbIE 3aKOHOJATEIbHbIE aKTBI u HOPMAaTUBHO-METOINYECKUE JIOKYMEHTHI,
periaMeHTHPYIOLUe JOKYMEHTAMOHHOE 00eCTieueHHE yIpaBICHUsL.

2. IlpaBoBo€ peryiupoBaHME OTHOIICHHUH, CBSI3aHHBIX C YCTAHOBJIEHHEM, HW3MEHEHUEM U
IpeKpalleHueM peKuMa KOMMEepUYEeCKOH, CIyKeOHOU U IpyTUX BUJOB TaiiH.

3. PazpaGoTka JOKaJbHBIX HOPMATHBHBIX aKTOB IO 00meMy ¥ KOH(QUICHIHAILHOMY
JIEJIONIPOU3BOICTBY.

3ansaTue npoBoAMTCS B (opMme O0OCYXKIEHHUS MOATOTOBJIEHHBIX COOOIIEHUH MO BOMPOCAM TEMBI.
OO6cyxaeHne cooOLeHUH OMOMHAETCS MPOBECHUEM AUCKYCCHH B (JOPME OTBETOB Ha MOCTaBJICHHBIE
BOIPOCHI, @ TAK)KE BHIIIOJTHEHUEM NMUCbMEHHOTO 33aHHUS.

3agaHus:

1./laliTe XapakTEepUCTUKY OCHOBHBIX 3aKOHOAATEIbHBIX AaKTOB M HOPMATHUBHO-METOJINYECKUX
JIOKYMEHTOB, PErJaMEeHTHPYIOIUX JOKYMEHTAUOHHOE 00ECIIeYeHUE YIIPaBICHHS.
2.0xapakTepu3yiTe TNPaBOBOE pEryJUpOBAaHUE OTHOIICHUH, CBA3aHHBIX C YCTaHOBJICHHUEM,
U3MEHEHHUEM M MPEKPAIIEHUEM PeKUMa KOMMEPUYECKOH, CITyKeOHOM U IpyruX BUJIOB TaiiH.
3.ChopmynupyiiTe 1  OOOCHYWTE€  OCHOBHBIE  TPHUHIMIBI  OpPTraHU3alMd  COBPEMEHHOTO
JIEJIONIPOU3BOCTBA.

Tema 3. [lonsiTHE, 0COOEHHOCTH M OPraHU3ALMs 00LIEro M CIEeNUAIBLHOIO J1eJ0NPOU3BOACTBA.
Bomnpocs! 11t 06cyxaeHus:

1. TloHsatne ¥ OCHOBHBIE 3agauyd OOIIEr0 ¥ KOH(UIEHLIUAIBHOTO  JEJIONPOU3BOJICTBA.
OpraHu3alliOHHBIE M TEXHOJIOTHYECKHE OCOOCHHOCTH KOH(HICHIIMAIBHOTO JIeNONPOU3BOICTBA.
PernameHTupoBaHNE TEXHOJOTHH JOKYMEHTUPOBAHUs KOH(UAECHIMATLHOW HHPOPMALUN U PabOTHI C
KOH(l)I/II[GHHI/IaJ'IBHI)IMI/I AOKYMCHTAaMH.

2. OcHOBHas 1Iellb, 331241 U (PYHKLUH MOApa3AeIeHUs KOHPHUIESHIIMAIBHOIO 1eT0NPOU3BOJICTRA.

3. Pazpabotka mosoxeHust 0 MoApa3AeIeHuH, TOJHKHOCTHBIX HHCTPYKIMI paOOTHUKAM.

3aHsATHE IPOBOAUTCS B (pOpME HETIPEPHIBHOTO TMAJIOra MEKAY MpernoaBaTeieM U CTyIeHTaMHU, B X0J1e
KOTOPOro CTyACHTbI OTBCYAKOT Ha IIOCTABJICHHBLIC BOIIPOCHI. B mponecce 3aHATHA BO3MOKHBI
BBICTYIJICHUS CTYJICHTOB C 3apaHee NMPUTOTOBIEHHBIMU COOOLICHUSMH, PACKPHIBAIOIIMMHU B TOM WIH
HHOM acCIICKTC TCMATHUKY 3aHATHA. KpOMe TOr0, CTYACHTHI BBIITOJHAKOT CAMOCTOATCIIBHO IMPAKTUYCCKUC
3aJJaHuUs.

3ananue 1. CocraBbre M odopmure Ilonoxenue o ciayx0e AOKYMEHTAIMOHHOTO oOOecnedyeHus
yIpaBJIeHUs.

3ananue 2. CocrtaBbTe U O(OPMHUTE JODKHOCTHYIO MHCTPYKIHUIO CIEHMAINCTa IO 3alluTe
MH(POPMALIMU B aBTOMATU3UPOBAHHBIX CUCTEMAX.

Tema 4. JlokymMeHTHPOBaHHEe KOHQUICHINATbHOH MHPOPMALIHH.

Bomnpocs! st o0cyxaeHust:

1. PexkBU3UTHI CIIyKEOHBIX NOKYMEHTOB, OOMIMI MOPSAOK UX O(opmIleHUs, IOpUAMYECKas Cuia.
®opmyIsip TOKyMeHTa U POpMyIIsIp-o0paszer] JOKyMeHTa.

2.  Ocobennoctu oopmiieHUs: KOHPUICHIINATBHBIX JOKYMEHTOB.

3. bBnaHku 10KyMEHTOB.

4. Cucrema OpraHu3alMOHHO-PACTIOPSIAUTEIBHBIX TOKYMEHTOB.

3aHsATHE IPOBOAUTCS B (POpME HETIPEPHIBHOTO THAJIOTA MEXKAY MPETNOaBaTelIeM U CTyIeHTaMHt, B X0J1e
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KOTOpOFO CTy,Z[eHTLI OTBCYAKOT HaA II0CTAaBJICHHBIC BOHpOCLL B HpOI_ICCCC 3aHATHUSA BO3MOXHBI
BBICTYHJ'ICHI/ISI CTYJIGHTOB C 3apaHee HpI/IFOTOBJ'IeHHI)IMI/I COO6I].[CHI/I$IMI/I, paCKpI)IBaIOHH/IMI/I B TOM HJIN
WHOM acCIleKTe TeMaTUKy 3aHATHs. Kpome TOro, CTyICHTHI BBIITOJIHSIIOT CAMOCTOSTEILHO MPAKTUICCKUE
3a/1aHKs.

3aganue 1. CoctraBbTe M odopMuTe TMNPHUKa3bl 10 OCHOBHOM JEATENBHOCTH, U JpYyTrHe
pacropsiIUTENbHbBIE JOKYMEHTHI, HEOOXOIMMBIE B TAHHBIX YIIPABICHUYCCKUX CUTYaIIHSX.
Curyanus 1.

Ha MockoBckoM KoMOMHATe MO MPOU3BOJACTBY MY3BIKAJbHBIX HMHCTPYMEHTOB U MeOenun
(rocynapcTBeHHOE MpeanpusiThe), KOTopblii BxoauT B KouiepH mo pa3paOoTke M NPOU3BOACTBY
OPOAYKIMK  My3blKasibHOM mpombinuieHHOCTH (POCMY3IIPOM), neiictByer Ilonoxenue o
IPEMUPOBAHUM PYKOBOJUTEICH 1IEX0B, OT/ENOB U CiIyk0, yTBepxaeHHoe 05.01.2003 Ne 27.

12 ampens Tekyuero rojga aupekTop komOuHata B.M.JlapuoHOB mopyumsn HadajdbHUKY OTHEna
Tpyaa u 3apaboTHOil muatel MapkoBy H.I'. paccuumrtaTh pazMep npeMuu pyKOBOJIUTEISM OTAEIIOB,
LEXOB M CIy’)k0 KOMOMHaTa mo uroraMm paboThl 3a MEpBBIA KBapTajn K 15 ampens, a IJIaBHOMY
Oyxrantepy komoOunata TpommHoii C.I'. — opraHu3oBaTh BbIIIATY npemMuu K 20 ampesns TEeKyILero
roza.

HauanpHuk nimaHoBo-3koHoMHuYeckoro otnaena MateeBa C.H. u rnaBHbiil Oyxrantep TpomuHa
C.I'. 3aBU3UpOBaIM MPOEKT MPUKa3a JUPEKTOpa KOMOHHATA.

Curyanus 2.

A.H.Illunos, mnpencenarens PoccHCKOrO areHTCTBAa MEXAYHAPOJHOIO COTPYIHHYECTBA H
pa3BuTHs (rocyaapcTBeHHas opranuszainus npu IlpaBurensctBe P®), 24 ¢epans tekymero roja
MOpYyYUJ  CTPYKTYPHBIM  MOJpA3/EICHUSIM  areHTCTBa  COBMECTHO C  IPEJICTaBUTEISAMU
I'ockomumymectsa Poccun k10 ampens mNOArOTOBUTh MPOEKT MPOrpaMMbl IPUBJICYEHHUS
WHOCTPAHHBIX HWHBECTUIMH K MPOLECCY AaKUMOHUPOBAHHUS T'OCYAAPCTBEHHBIX MPEANPUSITHI.
[Topyuenue ObLI0 JaHO BO MCIIONHEHHE MocTaHoBIeHU [IpaButensctBa PO ot 24 ¢espans Tekyiuero
roga Ne 246 I'naBHOMY yNpaBi€HHMIO OTpPACIEBbIX HWHBECTHIIMOHHBIX Mporpamm, [aBHOMY
JIOTOBOPHO-IIPABOBOMY YIIPABJICHUIO U [ TaBHOMY YIIpaBICHUIO CTPATETUU U MHBECTUPOBAHMSI.

[Ipoekt mnpukaza mnpencenarenst areHTCTBA ObLI 3aBU3MPOBAH €ro IMEPBBIM 3aMECTHUTEIIEM
J.H.®enopoBelM ¥ HadanbHUKOM [71aBHOTO AOroBOpHO-IpaBoBOro ympasieHus HW.B.MnbuHbiM.
KonTposns 3a ucnonHenneM npukasza 0bu1 BoznoxkeH Ha JI.H.denoposa.
3ananue 2. CoctaBbTe M OPOPMUTE CITY>KEOHBIE MTUCHMA.

Curyarnus 1.

JlemapraMeHT NMOAJEPKKH M PA3BUTUSA MAJOro NPEINPUHUMATENbCTBA IMUCBMOM 3a MOIIHUCHIO
3aM. AMpekTopa aemnaprameHta CepukoBa A.B. yBegoMui pykoBoACTBO JeTckoro caga Ne 1586 o
TOM, YTO B CBSI3M C pa3BUTUEM NPEANPUHUMATENILCTBA 3[JaHUE JETCKOTO €a/la JOJHKHO OBbITh MepelaHo
JUTSL TEXHUUECKUX HYXJ JenapTaMeHTa.

HcnonnuteneM BacunbeBoil 1o mopydeHMro ampekropa zaerckoro caga Ne 1586  IOro-
3amagHOTO OKPY)KHOTO yTpaBiieHUs 00pa3oBaHUs T.MOCKBBI, PpAaCIIOJIOXEHHOTO Ha TPOCIIEKTE
MuuypuHckoM, 10M 22 1.MOCKBBI, ObIJIO COCTAaBICHO NHCbMO, aIPECOBAHHOE OTAETYy NuceM Mbapuun
MockBel no azapecy: r.MockBa, yin.Tsepckas, 13, B kotropoM aupekrop nerckoro caaa Ne 1586
O.A.AbpamoBa npocuia pa3o0paTbcsi B JaHHOM BOIIPOCE, MOTUBHUPYSI TEM, YTO B Ha3BaHHOM paiioHe
JIETCKUX CaJloB OCTAJIOCh MaJI0 U HE BCE JE€TH MOTYT IOCEIIAaTh JIETCKUE JOLIKOJIbHbIE YUPEKICHUS.
ITucbMo ObLTO OTBETOM Ha MOJIYYEHHBIN TOKYMEHT OT [lenapTameHTa.

Curyanus 2.

[Ipencenarens mpaBineHUs axkuoHepHoro kommepueckoro ©Oanka «TOPITIPEJJBAHK»
(mp.Bepnanckoro, 19, Mocksa, 112123, ten.: 567-22-17, dakc: 576-22-20) C.A.lllymoB obpaTmics K
I'enepanbaomy mupektopy HIIO «AcGect» JI.M.BonbiHieBy ¢ mpoch00il paccMOTpETbh BOMPOC O
npenocrasieHuu B juurensHyto apeHy AKb « TOPI'TIPE/IBAHK» pabounx miomazneit — 180 kB.M
[I0J] pa3MeIlIeHUe OT/IeIeHUs OaHKa.

[lucemo Obuto coctaBneHo wucnonnuresneM lIloanmecnoit K.M. Ha nomkxHOCTHOM OraHke
npejcenaTens npaBieHus 0aHKa U MOAMUCAHO 24 MapTa TEKYIIEro roja.
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Tema S. Mertoauka perjaMeHTallUd COCTaBa KOH(MHIACHUHUAJIBHBIX [JOKYMEHTOB. Y4er
KOH(UIEHIIUAJIBLHBIX JOKYMEHTOB.
Bompocsr 11st 06CcyxkaeHus:
1. PaGota ¢ mokymMeHTaMu, COIepKAIIMMHU KOH(UICHIIUATEHBIE CBEJCHUSI.
2. Cegenusi, OTHOCAIIMECS K KOMMEPUECKOM TaiiHe.
3. 3amura JOKyMEHTOB, COAEPKAINX KOMMEPUYECKYIO TalHY.
4. Opranuzaius paboThl ¢ JOKYMEHTaMH, COJepKAIIUMU KOH(UICHIIMATBLHBIE CBECHUS.

3aHsTHE TTPOBOIUTCSA B (pOpME HEMPEPHIBHOTO HATIOTa MEXKIY MPENoJaBaTeIeM U CTYJEeHTaMH, B
X0JIe KOTOPOrO CTYJEHTHl OTBEYAIOT HAa IMOCTABJICHHBbIE BOMPOCHL. B mporiecce 3aHATHUS BO3MOKHBI
BBICTYTUICHHsSI CTYJICHTOB C 3apaHee MPUTOTOBJICHHBIMUA COOOIIEHUSIMH, PACKPHIBAIOIIMMHU B TOM WJTH
MHOM acIleKTe TeMATUKY 3aHsATUsA. KpoMe TOro, CTyI€HThI BBIMOJIHAIOT CAMOCTOSTENBHO MPAKTHUECKUE
3a/1aHMUSL.
[IpakTrueckue 3aaHus:
1. CocrtaBbTe 10KyMeHT «O0513aTeNbCTBO O HEPA3TIAIEHUH KOMMEPUYECKON TallHbI» Ha MPEIPUITUH
MaJioro Ou3Heca.
2. 3amnoJHUTe JOTOJIHEHUE K TPYIOBOMY JIOTOBOPY (KOHTPAKTy) paOOTHHKA.
3. TloaroroBbte /g paboTHHKA HJOoKyMeHT «[loanucka o HepasriameHn KOMMEPYECKOW TaltHbI» MpH
€ro YBOJIbHEHHH.
4. CoctaBbTe U OPOpPMHUTE JTOKJIATHBIC, 1 OOBICHUTENbHBIC 3AMUCKH, HEOOXOAUMBIE B CIEAYIOLIUX
YIPaBICHUYECKUX CUTYaIIUSIX.
Curyanus 1.

Kyprep OO0 «®Papmay C.C.CoMOB peryssipHO oma3abslBajl Ha paboTy, YeM Hapymiaja TPYIOBYIO
TUCIUIUIMHY. 3aBenyromas kanuenspueid W.B.1llymunnaa HeoqHOKpaTHO Aenana eMy 3amMedaHus (B
ycTHOU ¢opme), a 12 uroHS TeKyllero roga Oblia BBIHY)KJIEHA OOPATUTHCSA C JIAHHBIM BOIIPOCOM K
I'enepanbHomy aupextopy A.B.CenoBy ¢ AOKIaIHON 3alMCKOM, B KOTOPOM MPOCUIIA MPUHATH MEPbI
nucturmHapHoro xapakrepa k C.C.ComoBy.

Curyanus 2.

PykoBoautens otaena HoBeix npoekToB O.B.TokapeBa oOparunack k ['eHepamHOMY AUPEKTOPY
OO0 «Mactep» r-ny A.J[.MeBneBy ¢ IokJIaaHOMN 3aMuCKOi 0 HEOOXOAUMOCTH YBEIUYEHHUS IITATHON
YuCJIeHHOCTU oTAena. B noxmannoi 3anucke O.B.Tokapesa cooOrana 0 TOM, YTO B HACTOSIIEE BPEMSs
JUTSL yCTeITHOW pabOThl areHTCTBa HEOOXOAUMO yBeNWYeHHe 0a3bl JaHHBIX O MOTEHIHATbHBIX
knueHTax. [lo ee MHeHMIO, OTHUM U3 HauboJjee pealbHbIX MyTel paciiupeHus 0a3bl JaHHBIX SIBISIETCA
MIOCTOSTHHBIN aHAIHU3 CPEJCTB MacCOBOM MH(POPMAINH, B YaCTHOCTHU TIpecchl (MHpopmanus o Hanboee
KPYIHBIX KJIIMEHTAaX areHTCTBA ObLja MOJIydeHa M3 aHAJUTHYECKOTO XKypHaia «IKcrnepT»). B cBs3u ¢
TEM, YTO OTJENl B €ro HACTOSIIeM cocTaBe (5 COTPYAHHMKOB) HE UMEET BO3MOXKHOCTH OpPTaHH30BATh
noipoOHOe M3ydeHue aHanuTudeckux usnanuii, O.B.TokapeBa cuuTaeT IeecooOpa3HbIM BBECTH B
mTaT OTAe]a JABE JOHKHOCTH MEHEIKEpPOB AJIA M3YyUYEHMs] M aHalh3a MPECChl C LETIbI0 BBISBICHUS
MOTCHIIMATBHBIX KIIMEHTOB, a TAKXKE MOJTOTOBKU ONEPATUBHON MH()OPMAIIUU O TOJIOKCHUH Ha PHIHKE
CMU B dopme exeHeAeNbHBIX OTYETOB. B mokmamHol 3amucke TokapeBa NpeIIoKuiaa Ha ITH
JIOJDKHOCTH TIOA0OpaTh COTPYAHUKOB M3 UYWCIA CTYyACHTOB 4-5 KypcoB (pakyyibTeTa >KypHAIHCTHKA
MI'Y mnu mKossl peKaaMsl.

Curyarnus 3.

B UBanoBckoil 007acTH CHOXWJIOCH KpalHE HAmNpsHKEHHOE TMOJIOKEHHEe C  TOProBieit
MIPOMBIIIUICHHBIMHA TOBAPaMU U, B YaCTHOCTU, MEOEIIBIO.

B 12 u3z 15 paiioHoB TOpromiass MeOenbi0 BEAECTCA B HEMPHUCIOCOOTICHHBIX IOMEIICHUSX,
JUIICHHBIX HEOOXOIUMOT0 000PYI0BAHUS, HE UMCIOIIMX HOPMAJIBHBIX MOIBE3THBIX ITyTEH.

s pasperienus 1aHHOM MpoOeMbl K PYKOBOIUTENO aqMuHucTpanuu VBanoBckoit obnactu I1.
. TlonexaeBy oOpaTwiicss HaYaIbHUK YTIpaBiIeHUSI TOProBId AQMuUHUCTpaluu MBaHoBckoi obmactu
K. 1. TapacoB. B mokmnanHoii 3amucke B CBsI3U C HEOOXOAUMOCTBIO CO3/IaHUS YCIIOBHM, OTBEUYAIOILIUX
TpeOOBaHUSIM OpraHU3allMM TOProBiM MeOenbio, TapacoB mpocui 1aTh yKa3zaHUS PYKOBOJUTEISIM
aJIMMHUCTpPAIIM COOTBETCTBYIOIIMX PAiOHOB O MPEIOCTABICHUH JIJIsl TOPTOBIM MEOENbIO TOMEIICHUIA,
OTBEYAIOLIUX YCTAHOBJICHHBIM HOPMaM.
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Tema 6. Opranuszanusi 001mero 1 KOHGUACHINATBHOI0 J0KYMEHT0000pOTA.
Bomnpocsr qist o0cysxnenust:
1. Tlopsimok perucTpanuyd HCXOJAIIUX JOKYMEHTOB U JIOKYMEHT, (DPUKCHUPYIOIIMHA HCXOISAIINe
JIOKYMEHTBI.
2. Tlopsnok perucTpaiyy BXOISAIUX JOKYMEHTOB U JOKYMEHT, (PMKCUPYIOIIUI BXOISIINE.
[Topsinox paboThl ¢ KOHDUAEHIINATBHBIMH TOKYMEHTAMHU.
[Topsimok paboThI ¢ MUCEMaMH U OOPAIIEHUSIMU TPaXK/IaH.
KoHTponb ucnonHenus: JOKyMEHTOB.
TpeboBaHUs K U3TOTOBJIEHUIO, YUETY, UCIIOJIb30BAHUIO U XPAaHEHUIO NI€YaTeH U IITaMIIOB.
3aHdaTHE TPOBOAUTCS B (OpME HEMPEpPhIBHOIO JAMajora Mexay IMpernojaBaTelieM U
CTYJEHTaMH, B X0JIe¢ KOTOPOTO CTYJEHThl OTBEUAIOT HA IIOCTABIEHHBIE BOIIPOCHL. B mporecce 3aHsATus
BO3MO>KHBI BBICTYIUIEHHUSI CTYJIEHTOB C 3apaHee MPUTOTOBICHHBIMU COOOIEHUSIMHU, PACKPBIBAIOIIMMHU
B TOM WJIHM MHOM acleKTe TEMATHKy 3aHATHA. KpoMe TOro, CTylE€HThI BBIIOJHSIOT CAMOCTOATEIBHO
MIPAKTUYECKUE 3a/1aHus.
3agaHus:
1. CocraBbTe cxemy ABUKEHUS BXOAAIIUX JOKYMEHTOB.
2. CoctaBbTe CXEMY ABMKECHUS UCXOJAINX JOKYMEHTOB.
3. CocraBbTe cXeMy ABM)KECHUS BHYTPEHHUX JIOKYMEHTOB.

AN S

Tema 7. CucremaTu3zauusi 1 XpaHeHHe KOH(QUIEHIHAIbHBIX JOKYMEHTOB B J1€J0MPOU3BOJACTBE
OpraHu3auuu
Bomnpocs! 11t 06cyxaeHus:
1. HomeHknaTypa Jien opraHu3aluu.
2. OcobeHHOCTH COCTaBIIEHUSI HOMEHKIIATYPbl KOH(DHUICHIIMATIBHBIX J1E]T.
3. ®opmupoBanue u opopMiIeHHE KOH(DUICHIINATBHBIX JeI.
4. TloaroroBka KOH()HICHIIUATBHBIX JOKYMEHTOB JJIS IIEPEIadd B apXUB OPraHU3alNN. DKCIEPTH3a
[IEHHOCTHU OOIIEeTOCTYITHBIX M KOHPHUICHIIUATBHBIX TOKYMEHTOB.
5.  YHHYTOXeHUE KOH(DHUICHITUATBHBIX JTOKYMEHTOB.

3aHdaTHe TPOBOAUTCS B (¢GopMe HEMPephIBHOIO JAMajora MeXay MpernojaBaTelieM W
CTYZICHTaMH, B XO/Ie€ KOTOPOTO CTY/ACHTHI OTBEUAIOT Ha MMOCTABJICHHBIE BOMPOCHL. B mpomecce 3aHATHS
BO3MOXXHBI BBICTYIUICHHUSI CTYJIEHTOB C 3apaHee MPUTOTOBICHHBIMU COOOIEHUSIMU, PACKPHIBAIOIINMHU
B TOM WJIA MHOM acleKTe TEMATHKy 3aHATHA. KpoMe TOro, CTyJEeHTHI BBHITIOJHSIIOT CAMOCTOSTEIHHO
MPAKTUYECKHE 3a/1aHus.
3anaHus:
1. Tlpoananu3upyiiTe NpenIoKEHHYI0 HOMEHKIATypy [Ied, WCIpaBbTe MOMYIICHHBbIE OIIMOKUA B
oopMIeHH HOMEHKIIATYPBI AETT
2.  Odopmute 00I0XKKY aena.

Tema 8. OGecnneueHue COXpAHHOCTH M KOHQHUICHIMATBHOCTH JOKYMEHTOB
Bomnpocs! st o6cyxaeHust:
1. TpeOGoBanus K TIOMEHICHUSAM IOAPA3ACICHUNH KOH(PUACHIIMAIBHOTO JEJIONPOU3BOJICTBA M K
CJ'IY)K€6HI)IM IIOMCIICHUSAM HCHOJ’IHHTGJ’IGﬁ, pa60Ta}0me C KOH(i)I/IIleHLII/IaJ'H)HI)IMI/I I[OKyMeHTaMI/I.
2. Tlopsaok odopmieHHs T0MycKka pabOTHUKOB K KOMMEPUYECKOM U CTyKEOHOH TaiiHaM.

3ansaTHe mpoBOAMTCA B (opMe HENpephIBHOIO JHajora MEXAy MpernojaBaTesieM |
CTYJIEHTaMH, B X0JIe¢ KOTOPOTO CTYJEHThI OTBEUAIOT HA MIOCTaBJICHHBIEC BOIPOCKHL. B mporiecce 3anHsATuUs
BO3MOXHBI BI)ICTYHJIGHI/ISI CTYILCHTOB C 3apaHee HpI/IFOTOBJIeHHI)IMI/I COO6HICHI/I$IMI/I, paCKpBIBaIOHII/IMI/I
B TOM WJIM HHOM aCIICeKTE TEMATUKY 3aHSTHS.
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[Ipunoxxenue 1. AHHOTaLUA
paboueil mporpaMMsbl AUCLUIIIIHHBL

AHHOTALIMSA PABOYEH NPOT'PAMMBI JIJUCHUILJIAHBI

Henp aucuuiuinHbl: (GOpMUPOBAHUE TOHUMAHUS 3aKOHOMEPHOCTEH 00pa3oBaHMs JOKYMEHTOB
U CHOCOOOB HX CO3/1aHUs, DPAa3BUTUS CHUCTEM JIOKYMEHTAllMW W CHUCTEM JIOKyMEHTHPOBaHUS,
paccMOTpeHHe TIOKyMEHTa Kak OOBEKTa 3allUThl U HalaJeHUsl, YCBOCHUE TEXHOJIOTUHU 3((HEKTUBHOTO
novcka MHGOpMAaIMK 110 NPOPUITIO 1€ATETbHOCTH.

3ajauu: PACCMOTPEHUE TEOPETUYECKUX M NPUKIAJHBIX aCHEKTOB JOKYMEHTHPOBAHHUS
nH(pOpMalMu: CBOWCTB, PYHKIMNA U IPU3HAKOB JOKYMEHTA, CIOCOOOB M CPEJICTB IOKyMEHTHUPOBAHMS,
CTPYKTYpPbI JOKYMEHTA, MOps/IKa €ro COCTaBJIEHUS W O(GOPMIIEHHs, METOIOB U CIOCOOOB 3aIUTHI
JOKYMEHTa U JOKYMEHTHPOBAaHHOM HWH(pOpMaluu, KIacCU(PUKALUU JOKYMEHTOB U CHUCTEM
JIOKYMEHTAIU1, OCHOB IOKyMEHTAIIMOHHOTO 00eCTeYeHus YIPaBIeHHUS.

B pesynbraTe 0CBOGHUS NUCLUILIMHBI 00YYarOIUICs JOIKEH:

3HaTh. OCHOBHBIC AaCMEKThl CO3MaHUS O(QUIMAIBHBIX W CIy’)KEOHBIX JOKYMEHTOB; IPHHIUIIBI
OpraHu3alui JOKyMEHTO00opoTa

YMeTh: NpaBUIBHO MCHOJIb30BaTh PEKBU3UTHI OPraHMU3ALIMOHHO-PACTIOPSAUTENbHBIX JTOKYMEHTOB;
co3ziaBaThb (OpMyIIsip JOKYMEHTa

Bnaners: HaBBIKaMH PabOTHI C JTOKyMEHTaMH; HAaBBIKAMH TOJATOTOBKH W TE€pelavyd JOKYMEHTOB Ha
apXMBHOE XpaHEHHE



