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1. HEJIN U 3AJAYN OCBOEHUA JUCHUIIJINHBI

Lenu:

MIOJITOTOBUTH 00yYaromerocsi K paboTe ¢ JOKYMEHTaMU OTPaHWYCHHOTO JIOCTYIA YYPEKICHHMA
pPa3IMYHBIX OPraHU3allMOHHO-IIPAaBOBLIX (bOpM B YCIOBHUAX HNPUMCHCHUA TpaI[HHHOHHOﬁ u
aBTOMAaTHU3UPOBAHHON TEXHOJIOTHI 00pabOTKH.

3aoauu:

— U3YYUTh 3aKOHOJATENbHYI0O W HOPMAaTHBHO-METOIAMYECKYI0 0a3y TOKYMEHTallMOHHOTO
obecrieueHust KOHGUIECHITUATBLHON TSI TEIBHOCTH;

— HAYYUTHCS MOHUMATh CYIIHOCTH IIPOILIECCOB, IPOUCXOISAIINX B 00JIaCTH KOHPUICHIIUATHHOTO
JIEIIONIPOU3BOJICTBA M BBISIBIISITH TCH/ICHIIUU €TO PA3BUTHS,

— M3Y4YUTh OCHOBHBIC HAIPaBJICHUS M METOIbI 3alIUTHl JOKYMEHTHPOBAaHHON MH(pOPMAIUA OT
Pa3IMYHBIX BHIOB YTPO3 B MPOIIECCE €€ CO3/TaHMs, 00pabOTKH, UCIIOIB30BaHMS, XPAaHEHUS;

— TIPUBHUTH HABBIKU MOJATOTOBKU U M3JaHUs KOH(PHUICHIIUATBHBIX TOKYMEHTOB;

— YCBOWTb IIpaBHJjIa OPraHU3allMK BCEX ATANOB PabOT ¢ KOH(PUACHIIUATBHBIMH JIOKYMECHTAMH,
OBJIAJICTh TEXHOJIOTUSIMH 3aITUTHI U 00PaOOTKN KOH(PHUICHIIUATHHBIX TOKYMEHTOB.

2. MECTO JUCHMIIJIMHBI B CTPYKTYPE OIIOII BO

Huctummza «Pabora ¢ JOKyMeHTaMu OTPaHUYSHHOTO TIOJIb30BaHUSD» BXOJIUT B COCTaB
brmoka 1 «/lucummummasl  (MOXYNIH)» W OTHOCUTCS,  (DOpMUpYeMOu  YUaCMHUKAMU
obpazosamenvuvix  omuowenu  OIIOIl mo  HampaBneHuto  moarotroBku — 46.03.02.
JlokyMeHTOBeIeHHE U apXUBOBeAeHUE, Tpod b -HicTopruueckoe apxuBOBEACHHUE.
Hucnunnuna «Pabora ¢ JOKyMEHTaMU OIpPaHUYEHHOT'O MOJIb30BaHUI) U3ydaeTcs B 6 ceMecTpe,
Ha O4YHOIl (opme oOydyeHUs. BxonHbie 3HAHUS, YMEHUS M KOMIETEHIIMH, HEOOXOAMUMBIE AJIs
U3YYEHUs JaHHOTO Kypca, (OpMHpYIOTCS B MpoOlecce H3yYeHHUs TaKUX JUCIUIUIMH, Kak:
['ocynapcTBeHHbIE, MYHUIIUTIAIIBHBIE U BEIOMCTBEHHbIE apXHUBbl, OpraHuzanus U TEXHOJIOTUU
J10Y, KagpoBoe Aen0mpon3BOACTBO U apXUBBI IOKYMEHTOB IO JMYHOMY COCTaBy. B pesynbrare
OCBOGHUS TUCIUTUIMHBI (POPMUPYIOTCS 3HAHHSI, YMEHUS U HaBBIKU, HEOOXOTUMBIC [Tl U3Y4EHUs
CIEIYIOINUX NUCHUIUIMH U TpoxoxkaeHus npaktuk: CoBpemeHHas apxeorpadus. [TyOmmkarus
JIOKYMEHTOB, [IpousBoacTBeHHAs MPaKTHUKA! HAy4YHO-UCCIIeIOBATeNIbcKast  padora,
[IpousBoicTBEHHAs IPAKTHUKA: MPEAAUIIIIOMHAsA. B3auMoCBsI3b Kypca ¢ IPYTUMU TUCIUTUTHHAMHA
OOIl cnocoOcTByeT MIaHOMEPHOMY (POPMUPOBAHMIO HEOOXOAMMBIX KOMIIETCHIUH H
yrayOJMeHHOH  TOATOTOBKE  CTYACHTOB K  PEIICHUI0  CIEIUATBHBIX  MPAKTUYECKUX
po)eCCHOHAIIBHBIX 3a]1a4.

3. KOMIIETEHIHUHU OBYYAIOILIEI'OCs, ®OPMUPYEMBIE B PE3VJIbTATE
OCBOEHMUS JUCHUAIIJINHBI

[Iporiecc ocBOeHUST AUCIMIUITMHBI HAIpaByieH Ha ¢popMupoBanue komrerenuuid [/K-1.2, I1K-1.3,
1IK-5.3., IIK-5.4 cootBerctBun ¢ ®I'OC BO u OIIOII BO no paHHOMY HampaBlIeHUIO
noaroToBku (cneruanbHocTH) 46.03.02. JIoOKyMEHTOBEACHHE W apXHBOBEACHHE, MPOPUIbL -
Hcropudeckoe apxuBOBeICHUE:

Ilepeuens naanupyemulx pe3yibmamos o0yueHus no oucyunIune (Mooyi).
I[InanupyemMble pe3yJbTaThl
o0y4yeHUs] MO JAUCHUILIMHE,
NHaukaTopbl KOMIIETEHUMA | XapaKTepu3ywIilue 3Talbl
(popmupoBanus
KOMIIeTeHIH i

®opmupyeMble
KOMIIETCHIIUH




ITK-1 CriocoGHOCTH IPUMEHSTH
Hay4YHO-METOANYECKHUE OCHOBBI
JOKyMEHTOBEICHUS 1
ApXUBOBEICHUS B
npodeccroHabHOM chepe

TIK-1.2. Bnageetr ocHoBaMu
OpraHU3aIui XPaHCHHUS,
KOMIUIEKTOBAaHUS, yIeTa ’
HCTIOJIB30BaHUS TOKYMEHTOB
4aCTHOH (OPMBI COOCTBEHHOCTH

3HaTh: 00IIME OCHOBBI JIBHIKEHHS

JIOKYMEHTOIIOTOKOB) ¥ METOJbI
YOpaBICHUS UMM,  HCTOYHUKHI
KOMIIIEKTOBAHHS
TOCYAapCTBEHHBIX u
BEJIOMCTBEHHBIX apXHBOB, CPOKH
XpaHeHHs JOKYMEHTOB B
YUPEXKICHUSX, HOPSIIOK
B3aUMO/ICHCTBUS MEXKLY
YUPEXKICHUSAMH, TPEANPHUATHIMHU,
OpraHu3alUsIMU u
rOCY/apCTBEHHBIMH apXUBaMH,
HOPSIIOK nepeMelieHus
JIOKYMEHTOB.

YMerb:  OpraHu3oBaTh  IPHUEM

JIOKYMEHTOB B TOCYAapCTBEHHBII
WIN MECTHBIH apXWB, HPOBEACHHE
9KCTIEPTHU3BI IIEHHOCTH JOKYMEHTOB
BuageTrb: MeToJaMu BBITOTHEHUS
TpeboBaHuil Ipyu nepeaave
JIOKYMEHTOB U3 apXUBOB
YUpEXKACHUI Ha rOCYAapCTBEHHOE
XpaHeHHe

IK-1.3 Pewaer
CTaHJAPTHBIC 3a/1a4H
po¢heCCHOHATIBHO NeSTeTFHOCTH
Ha OCHOBE MH(POPMAITMOHHON U
6ubmmorpaduaeckoii KyabTypEI ¢
IpUMEeHEeHnEM HH(OPMAIIMOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH 1
¢ yueToM TpeOoBaHUI
nH}opMannOHHOH 6e30MacHOCTH

3uaTb: OCHOBHBIE TEOPETHUYECKUE
U TOpaKTHYECKUE TMOIXOAbl B

obmactd  QYHKIMOHUPOBAHHUA U
NPUMEHEHUsT  MHPOPMAIMOHHBIX
TEXHOJIOTUI JUTst peteHust
(GYHKIMOHATBHBIX 33724 yIpaB-
JICHUSI

Ymern: KPUTHYECKHU
aHAITM3UPOBATh u u3JaraTh
UHPOPMALHIO, OCYILIECTBIIATh
TIOUCK UH(POPMAIMOHHBIX
UCTOYHUKOB,  HWCHOJB3ys  WH-
(dbopMmaronHeie  0a3bl  TAHHBIX;

COCTaBJIATh OuOIMorpaduueckue u
apXUBHBIC 0030PHI.

Buaapers: ocHOBaMu
MH(OPMALMOHHO-aHATUTHYECKOH
JeATeIbHOCTH

U CIIOCOOHOCTBIO IIPUMEHSATD HX B
npodeccroHansHOM cdepe;
HaBBIKAMH COCTABJICHHS
O6nbrorpaMuEcKNX U apXUBHBIX

0030pOB;
IIK-5 BnaneHue npaBOBbIMU IK-5.3 Cnocoben 3Hars:  0aszoBble  TpeboBaHUS,
OCHOBaMH JOKYMEHTOBEJIEHUS U IPUMEHSTh 3aKOHOJATEIbHYIO 1 OpeIbABIsSEMBIE K  OTPACIEBBIM
APXUBOBEJICHUS U CMEXKHBIX HOPMaTHBHO-METOJMYECKYIO 0a3y nH(pOpMaMOHHBIM cUCTEMaM;

obnacTeil 1 MpUMEHEeHNE UX B
npodeccroHamsHOM chepe.

CMEXHBIX 00JIacTell B
npodeccroHabHOM chepe

Kimaccupukanuio HHOOPMAIOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJOTHH,
npuMmensemMbix B JIOY u apxuBHOM
Jlelne  Ha  COBPEMEHHOM  JTare,
HaTpaBJICHUS, HENW H 3aJaddl WX
MIPUMEHCHHS;

YMmersb: OpPUCHTUPOBATHCS B
COBPEMEHHBIX OTCYCCTBEHHBIX
aBTOMATH3UPOBAHHBIX  CHCTEMax
JIOKYMEHTAIUOHHOTO 00CCIeYCHUS
yIIpaBJICHUS; OTpeNeysTh
BO3MOXKHOCTH PCIICHUS THITIOBBIX
3amad JeNOTPON3BOJICTBA B Cpele
koprnopatuBHO HMC, TexHOJIOTHH




KOMMYHUKALUH, MOAEP>KUBAEMbIX
B KOPIIOPaTHUBHBIX
UH(POPMALMOHHBIX CHCTEMax;
OCYIIIECTBIIATH BEIOOP CIICIUAIBHBIX
HPOrPaMMHBIX CpencTB
JOKYMEHTAIIHOHHOTO O0ecIieueHus
YIIpaBIICHHUS;

Biagerb: HaBbIKaMHM OpraHU3aLMH
paboTsl HoJb30BaTeseit
nHpopMannoHHON CUCTEMOI];
OLIEHKH Ppe3yJbTaTOB BHEIPEHHS
MH(OPMALMOHHBIX TEXHOJIOTHH B
JOYVY opranuzanuu.

[IK-5.4 Bnanmeer
HaBBIKaMH pa3pabOTKH U
BHEJ[PEHHSI JIOKATbHBIX
HOPMATHBHBIX aKTOB B cepe

3HaTh: TpaBWIA CO3MaHHUS U
odopmiteHHs JIOKAJIbHBIX
HOPMATHBHBIX JOKyMEHTOB;

YMersb: pa3pabaTeiBaTh U BHEIPSTH

JTOKYMEHTAIIMOHHOTO O0ECTIEYCHNS | TOJO0KEHUS 0 CTPYKTYPHBIX
YIOpaBJICHUS M apXUBHOTO JIea TOIpa3IeIIeHUSX;
pa3pabaTbIBaTh u BHEJAPSATH
HHCTPYKIIHU M0  TEXHOJOTHH

paboThI C TOKyMEHTaMH;

Buagerp: mpaBuiamu co3jaHus H
odopmeHus JIOKAJIbHBIX
HOPMAaTHBHBIX JOKyMEHTOB.

4. CTPYKTYPA U COAEPKXAHUE JUCHUIIVIMHBI (modyna)

4.1 O6vem oucyunaunst (Mooyns)
O6bem (0Omass TPYAOEMKOCTh) IUCHUIIINHBI «PaboTra ¢ JOKyMEHTaMH OTrpaHHYEHHOTO
MOJIB30BaHU» cocTaBlisIeT 3 3¢, 108 akaz. yacoB, n3 HMX KOHTAKTHLIX 40 akam.4., CPC 68 akan.4.,
(OpMBI KOHTPOJIS 3a4ET C OLIEHKON

4.2. Cmpykmypa oucyuniunsl 0131 04HOU Popmbl 00yUeHUA.

Buppt  yueGroit  pabotsl, Brimiovas DopMBI TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH
CaMOCTOSITENIbHYIO PaboTy CTYIEHTOB (no Hedensm cemecmpa)
1 TPYAOCMKOCTE (8 wacax)/ ¢ ®dopMa MPOMEKYTOUHOH ATTECTAMH (10
YKa3aHuEM 3aHATHUU, MMPOBOAUMBIX B
ceMecmpaM)
MHTEPAaKTHBHBIX (hopMax
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Tema  2:
ITonsarue,
0COOEHHOC
™ 51
opraHu3zar|
ust
KoH(pHIeH
HHUATIBLHOT
0
JEIONPOr
3BOJICTBA

10

Koumponvnas paboma 1

Tema  3:
JloxkymMeHT
UpOBaHUE
KoH(pHICH
MUATEHOM
nHpopmarr
15071

10

Onpoc/ doxnaod/ npesenmayus

Tema 4:
Yuér
KoH(pHICH
MUATEHOM
nHpopmarr
15071

10

Onpoc/ 0oxnad/ npezenmayusi

Tema 5:
Opranuza
st
KOH(UICH
IUATEHOT
0
JOKYMEHT
0obopoTa

10

Onpoc/ 0oxnad/ npezenmayusi

Tema 6:
Cucremar
u3anusa o
XpaHeHue
KoH(pHIeH
IHATbLHBIX
JIOKYMEHT
OB B
JIETIOTIPOU
3BOJICTBE
opraHu3arg
15071

10

Onpoc/ 0oxnad/ npezenmayusi

Tema 7:
Ob6ecrnieue

Onpoc/ 0oxnad/ npezenmayusi
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4.3. Cooepircanue pazoenos oucyuniaunsl (Mooyis)

Ne

HaunmenoBanue

pasaena

(moxpasnesia, TeMbl) IMCIUTIIIUHbBI

Conepxanue

Tema 1. CoBpemeHHas

HOPMAaTUBHO-IIpaBOBad

0a3a, periiaMeHTHPYIOIIas
paboTy ¢ JOKyMEHTaMu

OIrpaHU4YCHHOI'O
I1OJIb30BAaHUsA

Beenenue. Ilpenmer, copepkaHue, 3aaaydu
kypca. Cuctema Jenonpou3BOCTBa B 001aCcTH
paboTel ¢ JOKYMEHTAaMH OTPAHMYEHHOTO
MOJIb30BAHUS. KoudunennuansHoe
JIEJONPOU3BOJICTBO.  3aKOHOAATelbHas U
HOPMAaTHUBHO- MeToAnYEecKas 0aza
KOH(UICHIINATEHOTO JIEJIONPOU3BO/ICTBA.
O030p ¥ XapakTepuUCTUKa O00sM3aTeNbHONH U
JIOTIOJTHUTEIBHOM JTUTEPATYPHI,
PEKOMEHIYyEMOM JUIsl M3Y4YE€HUsSl TUCLUILIAHBI.
CBs3p Kypca ¢ JPYTMMH JUCHUIIMHAMU
crnenuanbHocTH. @3 PO «O6 wmHpopmanuu,
MH(OPMALIMOHHBIX TEXHOJOTHSIX M O 3alluTe
uH(poOpMalMu»  KaKk  OCHOBa  IPaBOBOTO
perynupoBaHusl OTHOLIEHUHN B cepe 3aIuThI
uHpopmanuu. [IpaBoBoe  perymupoBaHue
OTHOILLIEHUN, CBS3aHHBIX C YCTaHOBJICHUEM,
U3MEHEHUEM M  NPEKpalleHHEM  pexuma
KOMMEPYECKON, CIIY)KEOHOW M IPYrHX BHJIOB
TallH. AKTyaJbHOCTh W 3HAYCHHE Pa3pabOTKH
JIOKaJbHBIX ~ HOPMaTUBHBIX aKTOB o
KOH(UICHIHATEHOMY JIEJIONIPOU3BO/ICTBY.
[Mopsimok  wx pa3paboOTKH, CTPyKTypa U
CoJlepKaHue pa3esioB. AHAIN3 ONbITa PabOTHI
YUPEKACHUH U OpraHu3aluii 1mo paspaboTke
HOPMATUBHBIX U METOJAMYECKUX

JIOKYMEHTOB o KOH(UICHIIMATEHOMY
JIEJIONPOU3BOJICTBY

Tema 2: Ilonarue, 0COOEHHOCTH H
opraHuzanysi KOH(HIECHIHAIHLHOTO

JICITOTIPOU3BOICTBA

HOHHTI/IG n OCHOBHBIC 3aa4uu
KOH(UICHIIMATIEHOTO JICITOTIPON3BOICTBA.
Opranu3anuoHHbIC u TEXHOJIOTMYECKHE
0COOEHHOCTH KOH(HUACHIIMAIIBHOTO
JeIONPOU3BOACTBA.  OmpeneicHre CocTaBa




U3/1aBaeMbIX KOH(DHUICHIIUATHHBIX JOKYMEHTOB
Ha CTaJdd T[OJANOTOBKHM YEPHOBHKOB U
MPOEKTOB JTIOKYMEHTOB. PermameHTtupoBaHue

TEXHOJIOTUI JOKYMEHTHPOBAHUS
KOH(HICHIIMATBHON HH(pOpMAMKU U paboTHI ¢
KOH(HICHIINATLHBIMHU JTOKYMEHTaMH.
PernamentupoBanue 00s13aHHOCTEH
pabOTHHMKOB, JOMYyLIEHHBIX K paboTe cC
KOH(UACHIIMATbHBIMI JTOKyMEHTaMH.
VYcraHnoBneHue MEePCOHAIBHOM

OTBETCTBEHHOCTH 3a Y4Y€T, COXPaHHOCTh U
MOPSIIOK oOpalieHusi ¢ KOH(UISHIINATEHBIMU
JMOKyMeHTaMu. OpraHu3anuoHHbIe  (GOPMBI
KOH(UICHIIMATEHOTO JICIIOTIPON3BOICTBA.
OcHoBHasE  1enb, 3amaud W (QYHKIUH
oJIpa3IeIICHuUs KOH(DHICHITHATEHOTO
JICJIONPOU3BO/ICTRA. Vcranosaenue ero
cTaryca, YHCICHHOTO ¥  JOJDKHOCTHOTO
cocTasa. Pa3pabotka [MOJIOXKEHUS 0
HOI[paB,Z[eHeHI/II/I, JOJIDKHOCTHBIX I/IHCprKI_[I/Iﬁ
pabotHukaM. OcoOEHHOCTH HOPMHPOBAHUS
Tpyaa pabOTHHUKOB IoApa3AeiIcHus
KOH(bI/I,Z[GHI_II/IaJIBHOFO ,Z[GJIOHpOI/ISBO,Z[CTBa.

Tema  3: JlokymeHTUpOBaHue
KOH(pHUACHIIMAIbHON HHpOpMaIuu

OnpeneneHue U perIaMEHTUPOBAHUE
COCTaBa M3/1aBa€MBbIX
KOH(UICHIMATBHBIX TOKyMEeHTOB. [IpaBoBoe
OCHOBaHWE JUIsl  yCTAHOBJICHHUS  COCTaBa
nH(popMaIi, OTHOCUMON K KOMMEPUYECKOW U
CIy)KeOHOW TaitHam. OTambl palOTBI IO
pa3paboTke nepevyHen uHopManu,
COCTaBJISIIOLIEH KOMMEPUYECKYIO U CIIyKeOHYIO
taiiuel. Kputepun oTtHeceHuss mHpoOpManuu K
KOMMEpPYECKOH W CIIy)KeOHOW  TalHaMm.
Crpykrypa [lepeuns uHpopMaIuy,
COCTaBJIAIOLIEH KOMMEPYECKYIO TaiHy.
OCOOCHHOCTH  COCTaBICHHMSI M  CTPYKTYpa
[Tepeuns nH(popManuu, COCTaBJIAIOIIEH
ciyxkeOnyto Taiiny. Llens pazpabotku [lepeuns
U3]1aBaeMBbIX KOH(UIEHITNATBHBIX
JIOKYMEHTOB, MOPSAZIOK €ro pa3paboTKu. YUeT u
opopmiieHne OyMaXHBIX M DJIEKTPOHHBIX
HocuTenell KoH(puaeHInaNbHOH HHPOpPMAIUH.
Bune: AJIEKTPOHHBIX HOCUTEIEH
KOH(UICHITHATEHOM uH(pOpMaIIUH.
PernamentupoBanue q0cTymna K nepcoHaIbHbIM
KOMITbIOTEPaM, MCIIOJIB3YEeMbIX JJIs1 00paboTKH
KOH(pHUACHIIMAIIbHOW WH(OPMAIUHU; a TaKXKe K
DIIEKTPOHHBIM HOCUTEIISIM KOH(PHUICHIINATHHON
nH(pOpMaIlNU, XpaHALIMMCSI BHE KOMIIbIOTEPA.




TpeGoBanusi K cOCTaBlIeHHIO, OPOPMIICHUIO U

y4ery YEPHOBHKOB, IPOCKTOB
KOH(HICHIIHATBHBIX JTOKYMEHTOB.
Ocobennoctu oopmienus
KOHQHICHIMATBHBIX JOKYMEHTOB. PeKBU3UTEI,
UACHTH(DUIHPYIOIIHE JIOKYMEHTBHI,

coJiepkaniie HWH()OPMAIIMIO, COCTABJISIOIIYIO
KOMMEpPUYECKYI0 M CIy)KeOHYIO TailHBI, Kak
JIOKYMEHTBI OI'PaHUYCHHOT'O JIOCTYIIA.

Tema 4: Yuér koH(puIEeHITUATEHON
nHpopmarun

Onpenenenne MOHATUI «y4er
JIOKYMEHTOB» M «PErucTpanusi JOKYMEHTOBY,
MIPAaBOMEPHOCTh UX MCIIOJIB30BaHMS B 00JIacTH
KOH(UIEHIINATEHOTO JIeNIONPOU3BOCTBA.
enu, BU/IBI U CHO0COObI yuera
KOH(I)I/I,Z[GHI_II/IaJIBHBIX JAOKYMCHTOB. Yuer Kak
OCHOBHOE CPEZICTBO 00ECTICUeHHSI COXPAaHHOCTH
KOH(I)I/I,Z[GHI_II/IaJIBHBIX JOKYMCHTOB. ITonsTue
«W3/IaHHBIE KOH(UIACHIUATBHBIC JOKYMEHTHD)
U TexHojorus wux ywera. OcobGeHHOCTH
TCXHOJIOTHUH ydycTa BXOOAIINX
KOH(HICHIIMATIBHBIX JOKyMeHTOB. Kpurepun
nepeBoaa KOH(I)HI[GHI.[H&HBHBIX AOKYMCHTOB Ha
BBIACIICHHOC XPpaHCHMHC. TexHomorus yucTa
KOH(UICHITHATEHBIX JIOKYMEHTOB
BBIACIICHHOI'O XPpaHCHUS.

Tema 5: Opranuzanust
KOH(HICHIIMATIHLHOTO
JIOKyMEHTO00O0pOTa

Onpenenenue MOHSATHUSA
«KOH(UICHINATHHBIN JOKYMEHTO000pOT».
[IpyHOMNBL  palUOHAIBHOW  OpraHU3alUU
KOH(UICHIINATEHOTO JIOKyMEHTO000pOTA.
Crtpykrypa u XapaKTePUCTHKA
JOKyMEeHTONoToKoB. Cuctema JocTtyma K
KOH(UICHIHMATBEHBIM JOoKyMeHTaM. OCHOBHBIC
3ajaud  cucteMbl jgoctyna. [lomHomouus
JOJIKHOCTHBIX JIMIL 110 Pa3peleHuio JocTyna K
KOH(UICHINATBbHBIM JoKyMeHTaM. [lopsmok
opopMmIIeHHs pa3pelleHud Ha JOCTymn K
KOH(QUICHIMATBHEIM  JOKyMeHTaM. [lpuewm,
NPOXOXKACHUE W  TOPSAOK  HCIOJIHEHUS
BXOJAUINX KOH(HIEHIUAIBHBIX JTOKYMEHTOB.
[lepuunass oOpabotka. IlpenBapurenbHOe

paccMoTpeHHe. Paccmotpenue
KOH(UICHIMATbHBIX JIOKYMEHTOB
PYKOBOACTBOM  yupexJeHus. Hampasnenue
KOH(UICHITNATEHBIX JIOKYMEHTOB Ha
ucrnionHeHue.  OcoOEHHOCTH  OpraHHU3aluu
VCIIOJTHEHUS KOH(UICHIIHATEHBIX
JIOKYMEHTOB. ITopsanox OTIIPaBJICHHUS

KOH(UICHITHATLHBIX JOKYMEHTOB.




OpraHm alus JABUXKCHUA BHYTPCHHUX

KOH(UICHITHATEHBIX JOKYMEHTOB.
Opranuzanus IBIKEHUS KOH(UIEHITMAIBHBIX
JIOKYMEHTOB BBIJICJIEHHOT'O XpaHEHHs.

OcoOeHHOCTH OpraHu3allid M TEXHOJOTHU
KOHTPOJISI HWCIONHEHHUS KOH(UISHITMAIBHBIX
JIOKYMEHTOB.

Tema 6:
XpaHeHue
JTIOKYMEHTOB
OpraHusanuu

CucreMmatusamust o
KOH(HICHITHATILHBIX
B JICJIOTIPOU3BOJICTBE

Homenknarypa koHpUIECHIUATHHBIX €T
KaK COCTaBHAas 4YacTb CHUCTEMBbI JOCTYyIa K
nokymeHTaM.  OCOOCHHOCTH  COCTaBIICHUS
HOMEHKJIATYpbl ~ KOHQUACHIMATBHBIX  JCll.

®opmupoBaHue u oopmienue
KOH(HICHIINATbHBIX Jed. [TonroroBka
KOH(HICHIINATbHBIX JIOKYMEHTOB IS

nepesayd B apXWB oOpraHu3anuu. EJuHCTBO
HOPMATUBHO-METOJMYECKUX M TEOPETUYCCKHUX
OCHOB TIPOBEJCHUS OSKCIICPTU3BI I[EHHOCTH
00IIeIOCTYITHBIX u KOH(PHUACHITHATBHBIX
TOKyMEeHTOB. OCOOCHHOCTH OpraHu3alid H
MIPOBEICHUS IKCITEPTH3BI LIEHHOCTH
KOH(UICHIMAIBHBIX JIOKYMEHTOB. [lopsmok
COCTaBJicHUS W  OQOPMIICHHS  OINHCEH
KoHpuaAeHIMaIBHBIX  gen.  Jloodopmienue
KOH(UICHIMATBHBIX Ael. [Topsnok mepenadn
KOH(UICHIIMATBHBIX JTOKYMEHTOB. [lepBruHas
obOpaboTtka. [IpenBapurensHOe pacCMOTPEHHE.

Paccmotpenue KOH(UISHITNATEHBIX
JOKYMEHTOB  PYKOBOJICTBOM  YUPEXKICHHUS.
Hampasnenue KOH(UIESHITHATEHBIX
JOKYMEHTOB Ha wucronHeHne. OcoOeHHOCTH
OpTraHu3aIuu HCIIOJIHEHNS
KOH(UICHIINATBHBIX JTOKyMEHTOB. [lopsmox
OTIIPABJICHUS KOH(UIEHITHATEHBIX
JIOKYMEHTOB. Opranuzanus IBIKEHUS
BHYTPEHHUX KOH(UICHIIHATEHBIX
JIOKYMEHTOB. Opranuzanus IBIKEHUS
KOH(pHICHIIMATBHBIX JIOKYMEHTOB
BBIJIEJIEHHOI'O XpaHCHHUS. OcobeHHOCTH
OpraHW3alMi W TEXHOJOTHMH  KOHTPOJIS
HCIIOJTHEHHS KOH(pUACHITNATBHBIX
JIOKYMEHTOB.

Tema 7: ObecrieueHre COXpaHHOCTH TpeboBanus K IIOMEIIEHUIM

u KOH(DUIEHINATLHOCTH | T10Apa3aecHII KOH(pHIEHIUATEHOTO

AOKYMCHTOB JIETTONPOU3BOJICTBA Hu K CITYyKEOHBIM

MOMEIICHUSM HMCIOJIHUTENEH, paboTaronmx ¢
KOH(HICHIIMAIBHBIMHA JOKYMEHTaMH. Y CJIOBUS




TpyZla, OpraHu3anus 1 000pynoBaHue pabounx
mect. Ilopsmok  odopmileHuss — Jomycka
pabOTHUKOB K KOMMEPUYECKOM M CIy>KeOHOM
TailHaM M O0Oy4YeHHsI TpaBuUiaM padOThHl C
KOH(pHICHIINATLHBIMHU JTOKYMEHTaMH.
PernamentupoBanue mopsiika OOpamieHus c
KOH(QHICHIIMATBHBIMUH  JOKYMEHTaMU  Kak
CpeACTBO OOECIEYeHUs HX COXPAaHHOCTH H
IPEIOTBPAICHNUS YTEUKU COJeprKaIIeiics B HUX
nHopmanuu. Peann3anms cucTeMbl 10CTyNa K
KOH(UACHIMATBHEIM JOKyMeHTaM. [IpaBuia
paboThl TIepcOoHANla ¢ KOH(PUACHIIUATHHBIMHI
JOKYMEHTaMH Ha OYMaXXHBIX M 3JIEKTPOHHBIX
HOCHTEISX. [TpoBepku HaJTMYUS
KOH(UACHIIMATBHBIX JTOKYMEHTOB KaK Ba)KHOE
CpencTBO o0ecredeHHst KOHTPOIs 3a WX
cCOXpaHHOCThIO.  Ha3nauenwe, BHIOBI U
NPUHIONANBl TPOBEJCHUS TPOBEPOK HATHUHS
KOH(HICHIIMATBHBIX JJOKYMEHTOB

5. OBPA3OBATEJIBHBIE TEXHOJIOT A

Ne Bunbi yueOHbIX|O0pa3oBaTenbHbIE
HaumenoBanue pasjaeia .
n/n 3aHSATHI TeXHOJIOTUH
1 2 3 4
1. |Tema 1: CoBpemennasi [Jlexyus 1. Beoonas nexyust c
HOPMAaTUBHO-TIPAaBOBAast 6aza UCNONIL30BAHUEM
KOH(UIEHITNAIEHOTO 8UOCOMAMEPUANO8
JIEeJI0TPOU3BOJICTBA Cemunap 1.
Onpoc, paszeepnymas beceda c
obcyscoeHuem
CamocmosmenvHas |00kiada/npeseHmayui.
paboma
Koncynemuposanue u nposepka
00OMAUIHUX 3adanui
nocpeocmeom 971eKMPOHHOT
noumvl/SMOC
2 |Tema 2: Ilonstue, ocooeHHOCTH U|JIexyus 2. Beoonas JneKyus c
OpraHu3arus UCNONIL30BAHUEM
KOH(UIEHITNAIEHOTO 8UOCOMAMEPUANO8
JIeJIONPOU3BOICTBA
Onpoc, paszeepnymas beceda c
obcydcoeHuem
doknaoa/npezenmayuu.
Camocmosmenvras |Koucynomupoeanue u npogepka
paboma 0OMAUHUX 3aA0aHUll




nocpeocmeom 9/1eKMPOHHOU
noumvl/SUOC
Tema 3: JlokymeHtupoBaHue|/lekyus 3. Beoonas AeKyust c
KOH(UIEHITNATEHON UCNONL308AHUEM
nHpopmarun 8UOCOMAMepUanos
Onpoc, pazsepmymas beceda c
Cemunap 3. 0bcyacoeHuem
0oKIada/npe3eHmayuu.
Camocmosmenvras |Kouncynomupoeanue u npogepka
paboma 0OMAUIHUX 3a0anuil
nocpeocmseom 9NeKMPOHHOL
noumvl/UOC
Tema 4: Vuér|/lexyus 4. Beoonas AeKyust c
KOH(UIEHITNATEHON UCNONL308AHUEM
nHpopmarun 8UOCOMAMepuUanos
Onpoc, pazsepwymas beceda c
Cemunap 4. obcyacoeHuem
0oKIa0a/npe3eHmayuu.
Camocmosmenvras |Koncynomupoeanue u npogepka
paboma 0OMAUIHUX 3a0anuil
nocpeocmeom 9NEeKMPOHHOL
noumvl/SMOC
Tema 5: Opraunuzanus |Jlexyus 5. Beoonas AeKyust c
KOH(UIEHITNAIEHOTO UCNONL308AHUEM
JIOKyMEHTO000pOTa 8UOCOMAMePUanos
Cemunap 5. Onpoc, pazsepnymas beceda c
obcyacoeHuem
0oKIa0a/npe3eHmayun.
Camocmosmenvras
paboma Koucynomuposanue u nposepxa
OOMAWHUX 3a0anuil
nocpeocmseom 9NEeKMPOHHOL
noumvl/MOC
Tema 6: Cucremarusanus u|/lexyus 6. Beoonas AeKyust c
XpaHeHue KOH(HIECHIIUATBHBIX UCNONIL30BAHUEM
JOKYMEHTOB B sudeomamepuanios

ACIIOIMPOU3BOACTBC OpraHu3alun

Cemunap 6.

Camocmosimenvhas
paboma

Onpoc, pazsepwymas beceda c
0bcyacoeHuem
0oKnada/npe3eHmayuu.

Koncynemuposanue u nposepka
0OMAUIHUX 3a0anull
nocpeocmeom NEKMPOHHOL
noumut/UOC




7 |Tema 7: O6ecneuenue|/lekyus 7. Beoonas JeKyust c

COXPaHHOCTH u UCNONb308AHUEM

KOH(PHUACHITHATHHOCTH 8UOCOMAMePUanos

JIOKYMEHTOB Cemunap 7.
Onpoc, pazsepnymas beceda c
obcyacoeHuem
0oKIada/npe3eHmayuu.

Camocmosmenvras |Kouncynomupoeanue u npogepka

paboma 0OMAUIHUX 3a0anuil
nocpeocmeom INLEeKMPOHHOU
noumst/9MOC

6. ONEHOYHBIE CPEJACTBA JIsd TEKYIIEI'O KOHTPOJIA YCIIEBAEMOCTH,
MMPOMEXYTOYHOM ATTECTAIIAU 110 UTOI'AM OCBOEHUS TUCITATIIIMHBI
Texkymmii KOHTPOJIb BBINOJHEHUS 3aJaHUi  (KOHTPOJb (OPMHUPOBAHUS KOMIETEHIIUIN)
OCYILECTBIIICTCSI PETyJspHO, HAauMHAs C MEpBOM Henenu cemecTpa (BXOISIIUN KOHTPOJIB).
KoHTpons U olileHMBaHME BBHINOJHEHUS (HAampUMeEp, 3cce) OCyLecTBIseTcss Ha 7-12 Hexpene
cemecTpa. Tekymuii KOHTPOJIb OCBOCHHS OTIENBHBIX PA3ACIOB IUCLUILUIMNHBI OCYIIECTBIISAETCS
IpY TIOMOIIM BBIIIOJIHEHUS MPAKTUYECKUX 3aJaHUM, ONpOca, KOHTPOJBHBIX 3aJaHuil B
3aBEpIICHUH U3YYEHUs KaXaoro pasnena. Cucrema TEKylero KOHTPOJIS yCIEBAEMOCTH CIIYKUT
HE TOJBKO OIEHKE YPOBHS KOMIIETEHTHOCTHOW IMOJATOTOBKH OOYYaroIIerocsi U CrocoOCTBYET B
JanpHeieM HauOosiee KauyeCTBEHHOMY M OOBEKTMBHOMY OLEHMBAHHIO €ro B  XOe
IPOMEXYTOUHON aTTEeCTaIlH, HO M CaMOOIIeHKE 00yUYalonIerocs, CTUMYJIUPYsI €r0 yCHIIHS.
[Tpomexxyrounas arrectanus no aucuuiuinHe: «Pabora ¢ JOKyMEHTaMH OrpaHUYEHHOTO
I10JIb30BAHUS»

[IpomexxyTodHast aTTecTarus MPOBOIUTCS B (popMe 3aueTa ¢ OLEHKOM

6.1. Cucmema ouenueanuu

dopma Komnerennus |Ounenka
KOHTPOJIsI
Texymmit
KOHTPOJIb:
- onpoc 3aymeno/ne 3a4meno

- yuacmue @|l[IK-1.2, [IK-1.3,|3aumeno/ne 3aumeno
ouckyccuu  ua|llIK-5.3., IIK-5.4

cemuHnape

- KOHMPONbHAS OMAUYHO/XOPOULO/YO08NIEMBOPUMENbHO/HEYO08IeMBOpUME
paboma 1 JIbHO
(memwi 3)

- KOHMPONbHAS OMAUYHO/XOPOULO/Y0081eMBOPUMENbHO/HEYO08IeMEopUme
paboma 2 JIbHO
(memwi 6)

[Ipomexxyrouna |[IK-1.2, [IIK-1.3,|omauuno/xopouio/yoosiemeopumenbro/Hey0osiemeopume
s arrecrauust  |[IK-5.3., [IK-5.4 |nvHo

(3auem c 3aumeHo /He 3a4meHO
OUYeHKOlL) 3aumeHo (OMAUYHO, XOPOULO, YOO0BIIemBOPUMENbHO)/ He
3aumeHo

6.2. Kpumepuu oyeHKu pe3yibmanos no OuCyuniuHe



Onenka no
TUCHMILINHE

Kpurepun onieHk# pe3yibTaToB 00y4eHUsI 10 AMCHUILIMHE

«OTJIMYHOY/3aUTEH
0

BricTaBnsercs oOydaromeMycsi, €Clii KOMIETEHIIUs(UH ), 3aKpeTiyIeHHAs
3a AMCHMIUTUHOW, chopmupoBaHa (MO HWHAUKATOpaM/ pe3yibTaTaMm
o0ydeHusi B (opmaTe 3HATh-yMETb-BIIaJIeTh) B IOJIHOM O0BEME Ha
YPOBHE «BBICOKHIT», U OOYYAIOMIMICS AEMOHCTPUPYET KaK pe3yibTar
oOydeHHUs CleqyIollie 3HAaHWSA, YMEHUS U HAaBBIKU: O0ydaromuncs
TIIyOOKO ¥ TIPOYHO YCBOMJ TEOPETUUYESCKUI U MPAKTUYECKUN MaTepual,
MPOJEMOHCTPUPOBAI ATO HAa 3aHATHUSX U B XOJE NPOMEXKYTOUHOMN
aTTEeCTallUU.

OOyuyaromuiicss MCYEPIBIBAIONIE M JIOTHYECKH CTPOMHO H3JIaraer
yueOHBId MaTepuan, yMeeT CodYeTaTh TEOPHI0 C MPAKTUKOM,
CIPABIISIETCS C peuIeHreM 3a/1a4 mpodhecCHOoHaNbHOM HAPaBIEHHOCTH
BBICOKOTO YPOBHSI CIIO)KHOCTH, MPAaBUIBHO OOOCHOBBIBAET MPHUHSTHIC
pelieHus.

CBoOomHO oOpHeHTHpyeTcs B y4eOHOM U MpodecCHOHATBHOM
JauTeparype.

OneHka Mo IUCHUIUIMHE BBICTABISIOTCS OOydaromemycsi ¢ y4éToM
pe3yJIbTATOB TEKYIIEH U NPOMEKYTOUYHON aTTECTAllUH.

«XOPOIII0»/3a4TEHO

BricTaBnsercs oOywaromeMmycsi, €CiM OH 3HaeT TEOPETUUYECKUM |
MpPaKTUYECKUI MaTtepuas, rpaMOTHO U, 1O CYIECTBY, U3J1araet ero Ha
3aHATUAX W B XOJE MPOMEXKYTOYHOW AaTTECTaluu, HE JOMycKas
CYILIECTBEHHBIX HETOYHOCTEM.

OO0yyaromuiicst IpaBUJIbHO TPUMEHSET TEOPETUYECKHUE MTOJIOKEHUS TIPU
pElICHUH TMPaKTUYECKUX 3a/1ad MpodeCCHOHATBHONW HAIPaBICHHOCTH
Pa3HOTO YPOBHS CIIO)KHOCTH, BIIaJeeT HEOOXOAMMBIMHU JJISi 3TOTO
HAaBbIKAMU U IIPUEMAMHU.

JlocTaTouHO XOPOIIO OPUEHTUPYETCS B YIEOHOU U PO eCcCHOHATHHOM
JUTEpaType.

OneHka MO IUCHUIUIMHE BBICTABISIOTCS OOydaromemycsi ¢ y4éToMm
pe3yJIbTaTOB TEKYILIEW U IPOMEKYTOUYHON aTTECTALlUH.

Komnerennuu, 3akperui€HHbIE 3a JUCIHHUIUIMHON, cOPMUPOBAHBI Ha
YPOBHE «XOPOILHIIY.

«YIOBJIETBOPUTEITH
HO»/3a4TaHO

BricTaBnsercs oOydaromeMycsi, €Clii OH 3HaeT Ha 0a30BOM YpPOBHE
TEOPETUYECKUN M INPAKTUYECKUN MaTepual, IOIYCKaeT OTHCIIbHBIC
OLIMOKM MPH €ro U3J0XKEHUU Ha 3aHATUSAX U B XOJ€ MPOMEKYTOUHOU
aTTECTALIUH.

OOyuarouuiics  MCHBITBIBAET  ONpENENEHHbIE  3aTPyJHEHUS B
IPUMEHEHUN TEOPETUUECKUX MOJIOKEHUH MPU PELIEHUH TPAKTUYECKUX
3a7a4 NMpo(ecCHOHANBHOM HaNpaBIEHHOCTH CTAaHAAPTHOTO YPOBHS
CJIO’)KHOCTH, BJIaJIeeT HEOOXOAUMBIMHU JIJIsl 3TOr0 0Aa30BBIMU HaBbIKAMH
Y IPUEMAMHU.

JleMOHCTpHpYeT JA0CTaTOYHBIA YPOBEHb 3HAHMS YU4eOHOM JIUTEepaTypsl
10 JUCLUILINHE.

OneHka MO TUCHMIIMHE BBICTABISIOTCS OOydaromemycs ¢ y4€ToM
pe3yJIbTaTOB TEKYILIEH U MPOMEKYTOUYHON aTTECTAIlUH.

Komnerenun, 3akpemii€éHHble 3a TUCHMILIMHON, COpPMHpPOBAaHBI Ha
YPOBHE «JJOCTaTOYHBINY.

«H ey,Z[OBJIeTBOpI/ITe
JIBHO»/HE3a4TEHO

BrictraBnsercs oOydaromemMycs, €Clid OH He 3HaeT Ha 0a30BOM YpOBHE
TEOPETHYECKMH M NPAaKTHYECKHH MaTepual, JMJOIycKaeT TrpyObie




Ouenka no Kpurepun oueHku pe3yjJbTaToB 00y4eHHs 10 TUCHUIJINHE
AMCUMILINHE

OLIMOKM MPH €ro U3J0XKEHUU Ha 3aHATUSAX U B XOJ€ MPOMEKYTOUHOU
aTTECTALUU.

OOyuaromuiics UCHBITHIBAET CEPbE3HBIC 3aTPYJHEHHUS B NPUMEHEHUU
TEOPETUYECKUX TMOJOXKEHUM NpHU pEeHIeHUMM NPaKTHUYECKUX 3a]ad
NpoQeCCHOHATBHOM ~ HANpPaBIEHHOCTH  CTAHAAPTHOIO  YpPOBHS
CIIO)KHOCTH, HE BIIaZiceT HEOOXOAMMBIMU JUIs 3TOTO HAaBbIKAMH H
NpUEMaAMU.

JlemoHCTpHpyeT (parMeHTapHble 3HaHHMS y4eOHOM JUTEpaTyphl IO
JUCLIUILINHE.

OneHka MO TUCHMIUIMHE BBICTABISIOTCS OOydYaromemycs ¢ y4€ToMm
pe3yJIbTaTOB TEKYILIEH U MPOMEKYTOUHON aTTECTAIlUH.

KoMmnerenium Ha ypOBHE «JIOCTaTOYHBIN», 3aKpeIUIEHHBIE 3a
JUMCLUIUIMHOM, HE ¢(hOPMUPOBAHBI.

6.3. QOuenounvie cpeocmea (mamepuaivl) 0N MmMeEKYULe20 KOHMPOIA YCHEBAEMOCHIU,
npoOMENCYMOUHOU ammecmayuu 00y4arwuxca no OUCYUnIuHe
Texkyumuii KOHTPOJIb
Bonpocwl k konmponvroti pabome Nel :

1. IlpaBoBOoe peryauMpoBaHHE OTHOILIEHWH, CBSI3aHHBIX C YCTaHOBJICHUEM,
W3MEHEHUEM U MPEKpalICHUEM PeKUMa KOMMEPUYECKON TAHBI.

2. Tlopsinmok oOpameHust co  ciayxeOHOW  uHpopManuel  OrpaHUYEHHOTO
pacnpocTpaHeHusi B (penepaabHBIX OpraHax BJIacTH U IMOABEIOMCTBEHHBIX MM
OpraHu3aIusX.

3. Ocobennoctu MPaBOBOTO  PETYJIUPOBAHUS nHpopManuu,
COCTaBJISAIOLIECH MPO(ECCHOHATBHYIO TalHY.

4. OpraHu3allMOHHBbIE M TEXHOJIOTUYECKHE OCOOEHHOCTH KOH(PUICHIUATHHOTO
JIEJI0NPOU3BOJICTBA

5. CopeprxkaHue MOHATUS «KOH(DHICHITHI

Bonpocwl k konmponvroti pabome Ne2:

1. HomenknaTypa J1e1 Kak COCTaBHAs YaCTh CUCTEMBI JOCTYTA K
KOH(UICHIMATBHBIM JoKyMeHTaM. OCOOEHHOCTH €€ COCTaBJICHUS U
oopmieHus.

2. Ocobennoctu popmupoBaHus U 0popMIIeHUsT KOHPUICHIMATBHBIX JICII.

3. Tlopsimox TOATOTOBKM W Tepeqadyd KOH(MUIACHIHMAIBHBIX JeN B apXuB

OpraHHU3aLuH

4. TpeOoBaHuUs K OpraHu3alui pabOTHI 10 YHUUTOXKECHUIO KOH(PUICHIINATBHBIX
JIOKYMEHTOB

5. Tlopsmok oTOopa U TEXHOJIOTHS YHUUITOKEHUS! KOH(DUICHIIMATBHBIX
JIOKYMEHTOB

6. PexuM xpaHeHus: KOH(PUICHINATBHBIX JOKYMEHTOB
IIpomexyTouyHas aTrecTanus
Bonpocul k 3auémy c oyenkou

1. [IpaBoBoe perynupoBaHHW€ OTHOIIEHWW, CBSI3aHHBIX C YCTAHOBJICHUEM, W3MEHEHUEM U
MPEKPALLICHUEM PEXUMA KOMMEPUYECKON TaliHbI.



2. [IpaBoBOe peryiaMpoBaHUE OTHOIICHHI, CBSI3aHHBIX C OOPaOOTKOW MepCOHATBHBIX
JTAHHBIX.

3. [Topsimok oOpateHus co ciy)eOHoi MHpOpMaLueil OrpaHUYeHHOTO PAaCIPOCTPAHEHUS B
denepanbHbIX OpraHax BJIACTH U MOIBEIOMCTBEHHBIX UM YUPEKICHUSX.

4. OpranuzaliioHHbIE W TEXHOJOTHMYECKHE  OCOOCHHOCTH  KOH(HICHIUATHHOTO
JIEJIONPOU3BOICTBA.

5. [lonatne u 3amauu  KOH(UACHIIMAIBHOTO JAEJIONPOM3BOACTBA. I[IpUHIMIBI  €ro
opraHusaiuu u chepa IesTelbHOCTH.

6. CopepxaHrie MOHATHS «OPTaHU3AIUs KOHPUICHIINATHHOTO JEIOPOU3BOICTBAY.

7. Haznauenne w mopsigok paspabotkm Ilepeunss wH}oOpmanuu, CoOCTaBISIONICH
KOMMEPYECKYIO TalHY.

8. Ocobennoctu pazpadbotku [lepeunss nHGpopManK, COCTaBIAIONMEH CITyKEOHYIO TalHY.

9. TexHoMOTHUS TOKYMEHTUPOBaHUS KOH(DUICHIINATEHOW HH()OPMALIUH.

10. [TonsiTHe «y4eT KOH(DHUIACHIMATBLHBIX JOKYMEHTOBY». BUbI, CITOCOOBI M TEXHOJIOTUH yUeTa.
11.  Tlonarve, TPUHOUIBI U  OCOOCHHOCTH  OpraHW3aluud  KOH(HIEHIIMAIBHOTO
JIOKYMEHTO000POTA.

12. Opranu3zanus ABMKCHUS BXOASIIUX KOH(DUIESHITNATBHBIX JOKYMEHTOB.

13.  Opranuzanus ABM>KEHUS U3JaHHBIX KOHPHUICHINAIbHBIX TOKYMEHTOB.

14. Oco0eHHOCTH OpraHu3allMd M TEXHOJIOTUH KOHTPOJS UCIIOJHEHUs KOH(UIEHIIMATbHBIX
JIOKYMEHTOB.

15. Cucrema pgoctyma K KOH(HICHIIMANBHBIM JOKyMeHTaM. llopsigok pa3paboTku
«ITonmoxkeHust 0 pexKUME KOMMEPUYECKOH (CITy>ke€OHOM) TalHBI OPTaHU3aLIAN.

16. HomeHknaTypa Oel Kak COCTaBHas 4YacTh CHCTEMbI JOCTyNa K KOH(HUACHIHATHHBIM
JIOKYMEHTaM.

17. OcoOeHHOCTH ee COCTaBJICHUS U 0(OPMIICHHSL.

18. Ocob6ennoctu GpopmupoBaHus U 0popMIICHNS KOHPUACHITNATHHBIX JICII.

19.  Tlopsaok MOATOTOBKH U Mepenayn KOH(DHUISHITUAIBHBIX JIe]l B ApXUB OpraHU3aI1H.

20.  TpeboBaHUA K OpraHU3aLUU PadOTHI IO YHUUYTONKEHUIO KOH(DUIEHIIMAIBHBIX TOKYMEHTOB.
21.  Tlopsmok orOopa U TEXHOJIOTHUS YHUUTOKCHHSI KOH(PUICHIIUATBHBIX JOKYMEHTOB. Pexxum
XpaHeHus1 KOHQUICHIIMATbHBIX TOKYMEHTOB.

22.  Tlopsaok oOpallleHHs UCTIOTHUTENEH ¢ KOHDUACHIIMATLHBIMUA JOKYMEHTAMHU.

23.  HazuaveHwue, BUAbl U NPUHIMUIBI TPOBEACHUS MPOBEPOK HATUYMS KOH(UIEHIHMATIbHBIX
JIOKYMEHTOB.

24.  TpeboBaHus 1O OOECIIEYCHUIO COXPAHHOCTH M KOH(UICHIIUATEHOCTH JOKYMEHTOB.

25.  OcCHOBHBIE HAMpaBJICHUS COBEPIICHCTBOBAHUS TEXHOJIOTHH 3allUTBl U 00paboTKu

KOH(HICHIIMAIBHBIX TOKYMEHTOB.

7. YYEBHO-METOAWYECKOE U HWH®OPMAIIMOHHOE OBECIEYEHHUE
JAUCHHUIIJINHBI

7.1. Cnucox numepamypvt u uCMOYHUKOB

OcHognasa:

Kopuees, U. K. JlokymeHTHpOBaHUE YNPABICHYECKOW ACATEIBHOCTH [DJIEKTPOHHBIN pecypc]:
yuebnuk u npaktukyMm / M. K. Kopuees, A. B. ITmenko, B. Mamypues. - 2-e u3a.; nep. u J0oI1. -
M.: HOpaiit, 2019. - 384 c. - (bakamaBp. Axkagemuyeckuii Kypc). - Pexum pgocryna:
https://www.biblio-online.ru. - ISBN 978-5-534-04533-8.

Ky3nenoB, U. H. [loxymeHTanmonHoe oOecrneueHue ympasieHus. J[okyMeHTooOOpoT u
JIeNTOTIPOU3BOICTBO: YUCOHHK U MPAKTUKYM JJISl CpeTHETo rpodeccuoHanbHoro oopazoBanust / U.
H. Ky3nenoB. — 3-e u3zg., nepepad. u non. — Mockga: M3narensctBo IOpaiit, 2021. — 462 c. —
(ITpodeccuonansunoe obpazoBanue). — ISBN 978-5-534-04604-5. — TekcT: 37IeKTPOHHBIHA //
O6pazoBarenpHas maatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/470020 (mara
obpammenus: 28.01.2022).

Cnuuak, A.B. KondunenunansHoe 1eI10npou3BOACTBO: yueOHOoe mocodue. — HimkHeBapTOBCK:



HBTI'Y, 2020. — URL: 118 c https://elibrary.ru/item.asp?id=43034825&

onoanumenvnan:

KonduaennuaipHOE AETOMPON3BOACTBO M 3AIIUIICHHBIN AJIEKTPOHHBIN JIOKYMEHTOOOOPOT:
[yueOnuk] / H. H. Kynsies, A. C. demymikun, T. B. Kongpamosa, A. I'. ®abpuunos; o o0m.
pen. H. H. Kynsiea. - 2-e uzn., nepepab. u nom. - Mocksa: Jloroc, 2013. - 497 c.

Hcmounuku:

Oenepanbubiii 3akoH oT 27 uionst 2006 r. N 149-03 "O6 undopmanuu, nHOOPMAIIMOHHBIX
TEXHOJIOTHSX M O 3amuTe uHbopmauny. [DiekTpoHHBIH pecypc]/ CrnpaBoYHO-TTOMCKOBAs
cucrema «Koncynprantlimroc». URL:

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

®enepanbHblil 3ak0H 0T 27.07.2006 Ne 152-®3 «O nepcoHaJbHBIX JaHHBIX». [DJIEKTPOHHBIN
pecypc]// CrnpaBouno-mouckoBas cucrema «Koncymprantllmoc». URL: www.consultant.ru >
document » cons_doc LAW 61801/

®enepanbublii 3akoH 0T 29.07.2004 No 98-d3 «O komMepueckoil TaiHe». [DJIEKTPOHHBIN
pecypc]// CnpaBouHo-niorickoBas cucreMa «KoncynbrantlIrocy.

URL: http://www.consultant.ru/document/cons_doc LAW_ 48699/

3axoH Poccuiickoit @enepanuu ot 21.07.1993 Ne 5485-1 «O rocynapcTBeHHOM TaliHE».
[OnexTponnbiit  pecypc]// CnpaBouno-mouckoBas cuctema «Koncymprantllmoc». URL:
http://www.consultant.ru/document/cons_doc LAW 2481/

Vka3 Ilpesupenra PD or 06.03.1997 Ne 188 «OO6 yrBepxknennn Ilepeuns cBeneHmit
KOH(HICHIIMATIBLHOTO XapakTepay. [DneKTpoHHbI pecypc]// CrnpaBOYHO-TIOMCKOBAs CHUCTEMa
«Koncynerantllimrocy. URL: http://www.consultant.ru/document/cons_doc LAW 13532/

Vxa3 Ilpesunenta PO ot 30 HOoaAOpsa 1995 r. Nel1203 «OO0 yTBep)KIeHHUU TEpEeUHsl CBEICHU,
OTHECEHHBIX K TOCYIAapCTBEHHOW TaitHe». [DnextpoHHBI pecypc]// CrnpaBOYHO-TIOMCKOBAS
cucrema «Koncynpsrantllimroc». URL:
http://www.consultant.ru/document/cons_doc LAW 8522/

[Tocranosnenue [IpaBurensctBa PO ot 03.11.1994 Ne 1223 «O6 yrBepxaenun Ilonoxenus o
nopsiIke oOpalneHusi co ClIy)XeOHoW uH(OopMaIueld OrpaHMYeHHOTO pPacHpoCTpaHEHUsS B
(denepanbHBIX OpraHax MCIHOJHUTEIBHOM BJIACTH YIOJHOMOYEHHOM OpraHe yIpaBlICHUS
UCIIOJIb30BAaHUEM AaTOMHOW DSHEPrMM M  YINOJHOMOYEHHOM OpraHe 10 KOCMHYECKOMH
JEATEITbHOCTU. [D51eKTpOHHBIN pecypel// CrnipaBo4HO-IIOMCKOBAs cucreMa

ﬂOI’lOJ'lHumeJleble.'

['paxxnanckuii kogexc Poccuiickoit deaepannn (4acth 4). [DneKTpoHHBINA pecypc]//
CnpaBouno-nionckonas cucrema «KoncynprantlImtocy». URL:
http://www.consultant.ru/document/cons_doc LAW 64629/

®enepanbubiit 3aK0H 0T 09.02.2009 Ne 8-d3 «O06 obecrneueHnu q0CTyNA K
uH(GOPMAIIUHU O JEATEIHHOCTH TOCYIapPCTBEHHBIX OPTaHOB i OPTaHOB MECTHOTO
camoyITipaBleHUs». [ DNeKTpoHHbIH pecypc]// CrpaBOYHO-TIONCKOBAs CUCTEMA
«Koncynprantllmroc». URL:
http://www.consultant.ru/document/cons_doc LAW_ 84602/

7.2. Ilepeuens pecypcos ungopmayuonno-meneKoOMMyHuKayuonnou cemu «Mumepnemy.

«Kynprypa.P®» — rymanuTapHelii IpOCBETUTENBCKUI IPOEKT, OCBALLEHHBIN KyIbType Poccun
- https://www.culture.ru/




®denepanbHOE apxuBHOE areHTCTBO (PocapxuB) [DnekTpoHHsIil pecypc] / Denep. apx. areHTCTBO.
- OnekTpoH. naH. — M., [2006-2014]. — Pexxum noctyma: http://archives.ru/, cBoO0HBI. — 3ari. ¢
JKpaHa.

['ocymapcTBeHHast cucteMa rpaBoBoit nHdopmaruu. OdunranbHbI HHTEPHET-TIOPTa MPABOBOM
uHpopManuu [DNeKTpoHHBIH pecypc]. — DnektpoH. maH. M., 2005-2016. Pexum nocryma:
http://pravo.gov.ru/. — 3aru. ¢ skpaHa.

Koncynprantllmoc. CnpaBouHast mpaBoBas cucTeMa [DJIEKTPOHHBIA pecypc] /KoMIaHHs
«Koucynprantllmocy. —  OmektpoH. gman. M., 1997-2016. Pexum  gocrtymna:
http://www.consultant.ru/, cBOO0HBIi. - 3ar. ¢ 3KpaHa.

[apant.py. WnabopmarmonHo-ipaBoBoii mopTtan [DnektpoHHBI pecype] / OOO "HIIII
"TAPAHT-CEPBUC". — DOmnekrpon. mpan. M., [1990] — 2016. Pexum pocryna:
http://www.garant.ru/, cBOOOIHBIN. — 3arj. ¢ 9KpaHa.

Konexc. UnpopmanronHo-npaBoBasi cuctema [nekTponHslii pecype] / 3A0 UndopmannonHas
kommanus «Komekce». — Onektpon. manH. 2016. Pexxum pocrynma: http://www.kodeks.ru/,
CBOOOJHBIN. — 3ari. ¢ SKpaHa.

®denepanbHBIi TIOPTAT MPOEKTOB HOPMATHUBHO-TIPABOBBIX aKTOB. OduIMaNBHBIA CalT aJis
pasmMenieHuss HHPOPMAIMH O TOATOTOBKE (eAepalbHBIMU OpPTaHaMU UCTIOTHUTEILHON BIIACTH
IIPOEKTOB HOPMATHUBHBIX IPABOBBIX AKTOB U pe3yjbTaTax MX OOIIECTBEHHOTO OOCYXIEHUs
[DnexkTpoHHBIN pecypc| — DnekTpoH. gan. M., 2015. Pexxum goctyma: http://regulation.gov.ru/,
CBOOOJTHBIN. — 3arJl. ¢ KpaHa.

TADVIZER. T'ocynapctBo. busnecc. IT. [Poccuiickuii MHTEpHET-MOPTAT UM AHAIUTUYECKOE
are’HTcTBO, HezaBucumoe CMMU mo xopmopatuBHON nH(pOpMaTH3aimu| [DIEKTpOHHBIA pecypc]
/JleBamoB A. — DnekTpoH. aaH. M., 2005-2019. Pexxum nocrymna: www.tadviser.ru, CBOOOIHBIH. —
3arii. ¢ sKpaHa.

ECM-journal. XypHan 00 »3JeKTPOHHOM KOHTEHTE, JOKYMEHTaX Hu OH3Hec-mpoleccax
[DnexkTpoHHBI pecypc]. — OnektpoH. maH. M.2006-2019. Pexum noctyma: /https://ecm-
journal.ru/, cBOOOHBIMN. 3ari. ¢ FKpaHa.

I'mapaus ynpaBiasionmx AOKyMEHTaMen [DIeKTpoHHBIN pecypc]. — OnektpoH. gaH. M.2001-
2019. Pexum nocryna: https://www.gdm.ru/, cBoOoaHBIN. 3ari. ¢ 3KpaHa.

Jlenonpou3BoJCTBO M JIOKYMEHTOOOOPOT Ha MpeAnpusThd [DIeKTpoHHBIH pecype] /OO0
«buznec-Apcenany. — DnektpoH. maH. M.2019. Pexxum noctyma: http://www.delo-press.ru/,
CBOOOJTHBIN. 3ari. ¢ SKpaHa.

Hoctyn B ObC:

000 «dnekTponHOE H3naTenbcTBo FOPATY.

000 «M3narensctBo JIaHb).

00O «llenTpanbublit KomutekTop 6ubmmorek «bBUBKOM».

8. METOAUYECKHUE VYKA3AHHUS 1O OCBOEHHUIKO JUCHUIIJIMHBI
MoAayJisl)
8.1. IInanvl cemunapckux/ npaKmuuecKux 3aHAmuil

Tema 1 (2 u.) Cospemennas HOPpMAMUGHO-NPABOBAA 0a3d, pelaMeHmMUPYIOULa
padomy ¢ 00KyMeHmamu 02panudeHHozo noab306aHUA

L]eny: n3yueHne HOPMAaTUBHBIX MPABOBBIX AKTOB B 00JIACTH 3aIIUTHI KOH(PUIEHIINAIBHOM
uHpopmanuu.

@opma nposedenusi — OTBETHI HA BOIPOCHI U 00CYXKACHHUE PEIOKEHHBIX TPOOIEMHBIX
CUTyaLuil.

Bonpocwt ons ob6cyscoenus:



Oenepanbublii  3akoH PO ot  27.07.2006 Ne 149-®3 «OO6 wunHpOpManuy,
MH(OPMALMOHHBIX TEXHOJOTUSAX M O 3alluTe MHPOPMAIMU» U OCHOBHBIE MPHUHIIUIIBI
MIPaBOBOTO PETYIMPOBaHUS B chepe 3anIuThl HHPOPMAIIUH.

OcHOBHbIE HampaBJeHUs TPABOBOTO PETYIUPOBAHMS OTHOILICHHUM, CBA3aHHBIX C
YCTAaHOBJICHUEM, W3MEHEHUEM M NPEKpallleHHEeM peXHMa KOMMEpPYECKOW TailHbl B
cooTtBeTcTBUU ¢ DenepanbHbiM 3akoHOM PD ot 29.07.2004 Ne 98-D3 «O koMMepUecKOi
TalHe».

[IpaBoBoe perynupoBaHue CyeOHON MH(DOPMALIUK OTPAHUICHHOTO PACTIPOCTPaHEHUS
(cmyxeOHas TaifHa).

Bunbr npodeccronanbHol TaitHbl, 0COOCHHOCTH X MPABOBOTO PEryIUPOBAHUS.

Cnucox ucmouHurkos:

®enepanbhblii 3akoH ot 27 utonst 2006 r. N 149-d3 "O06 undopmanumu,
WH()OPMAITMOHHBIX TEXHOJOTUSX U O 3aIIuTe HHPOpMaum». [ IIEKTPOHHBIN pecypc]//
CnpaBouno-nouckosas cucrema «Koncynsrantllmroc». URL:
http://www.consultant.ru/document/cons_doc LAW 6179/

®enepanbHblil 3ak0H 0T 27.07.2006 Ne 152-®3 «O nepcoHalIbHBIX JaHHBIX).
[DnexTponnsIit pecypc]// CripaBouHo-mouckoBas cucrema «Koncynprantlmoc». URL:
www.consultant.ru » document » cons_doc LAW 61801/

®enepanbublii 3ak0H 0T  29.07.2004 Ne 98-®3 «O KOMMEpUYECKOW TalHE».
[DnexTponnsIii pecypc]// CnpaBouHo-niouckoBas cucrema «Koncymnbrantllmoc». URL:
http://www.consultant.ru/document/cons_doc LAW 48699/

3axoH Poccuiickoit @enepanuu ot 21.07.1993 Ne 5485-1 «O rocynapcTBEHHOH TaliHE».
[DnexTponnsbIit pecypc]// CnipaBouHo-monckoBas cuctema «Koncynbrantllimrocy. URL:
http://www.consultant.ru/document/cons_doc LAW 2481/

Vka3 [Ipesunenta PD ot 06.03.1997 No 188 «O06 yrBepxknennu [lepeuns cBeneHuii
KOH(HICHIIMATIBHOTO XapakTepay. [ DneKTpoHHbIi pecypc]// CipaBOYHO-TIOMCKOBAs
cucrema «Kouncynprantlntoc». URL:
http://www.consultant.ru/document/cons_doc LAW 13532/ Vka3 Ilpe3unenrta PO ot
30 HOsIOpst 1995 1. Ne1203 «OO6 yTBepKIeHNU MTePEYHS CBEACHUH, OTHECEHHBIX K
roCyJapCTBEHHOH TaiiHe». [DneKkTpoHHBIN pecypc]// CripaBOYHO-ITOMCKOBAs CUCTEMA
«KouncynprantlImtocy». URL:
http://www.consultant.ru/document/cons_doc LAW_ 8522/

[Toctanosnenwue [IpaButensctBa PO ot 03.11.1994 Ne 1223 «O06 yTBep)aeHUN
[Mono>xxenust o mopsaKe oOpalIeHus co ciayxeOHoi nHpopmanreit OrpaHUIYCHHOTO
pacnpocTpaHeHus B ¢pefepanibHbIX OpraHax UCIOIHUTENbHOMN BIaCTU
YIIOJIHOMOYEHHOM  OpraHe YIpaBJjeHMs UCIOIb30BAHUEM aTOMHOM SHEPIUU U
YIOJTHOMOYEHHOM OpPraHe Mo KOCMUYECKON AEATETbHOCTHY. [ DIEKTPOHHBIN

pecypc]// CrnpaBouHo-niorckoBas cucrema «KoncynbrantlInmroc». URL:
http://www.consultant.ru/document/cons_doc LAW_ 54870/

OcHognas:

Kopuees, U. K. JlokymeHTHpOBaHUE YNPABICHYECKOU AEATEIBHOCTH [DJIEKTPOHHBIN pecypc]:
yuebnuk u npaktukyMm / M. K. Kopuees, A. B. ITmenko, B. Mamypues. - 2-e u3a.; nep. u JoI1. -
M.: HOpaiit, 2019. - 384 c. - (bakamaBp. Axagemuyeckuii Kypc). - Pexwmm pgocryna:
https://www.biblio-online.ru. - ISBN 978-5-534-04533-8.

Ky3nenoB, U. H. [loxymeHTanmonHoe oOecmedueHue ympasieHus. J[oOKyMeHTooOOpoT u
JIeNTOTIPOU3BOICTBO: YUCOHHK U MPAKTUKYM JJISl CpeTHETo MpodeccuoHanbHoro oopazoBanust / U.
H. Ky3nenoB. — 3-e u3zg., nepepad. u non. — Mockga: UznarensctBo IOpaiit, 2021. — 462 c. —
(ITpoeccuonansrnoe obpazoBanue). — ISBN 978-5-534-04604-5. — TekcT: 37IeKTPOHHBIHA //



Oo6pasoBarenpHas mnatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/470020 (mata
obpamenus: 28.01.2022).

Cnuuak, A.B. KonpunenmnuansHoe 1e100por3BOJICTBO: yueOHoe mocodue. — HuxkHeBapTOBCK:
HBI'Y, 2020. — URL: 118 c https://elibrary.ru/item.asp?1d=43034825&

MamepuanbHo-mexHuueckoe obecneyenue 3aHAMuUsL:
KomnbroTepHslil Ki1acc ¢ BBIX00M B IHTEpHET.

Tema 3 (4 u.) [lokymenmupoeanue KonguoenyuaavbHou unghopmayuu

L]env: n3ydyenne ocoOCHHOCTEH JOKYMEHTUPOBaHUS KOH(DHUICHIIMATIbHON HH(OpMaIUH.
@Dopma npogedeHus — BHITIOIHEHUE MPAKTUYECKUX 3aTaHUN

3aoanua:

1. Tlpoananmu3upoBaTh NepedyHH WH(OpPMAIUU, COCTABISAIONICH KOMMEPYECKYIO H
CITy’)keOHYIO TaifHBI OPTaHU3AIN, BEIIBUTH OIIUOKU B MX COCTABIICHUHU.

2. PazpaboTaTh NPOEKT MepedHs H3AaBa€MbIX KOH(HIIEHIIUAIbHBIX JOKYMEHTOB
OpraHM3aIny;

3. CocraBuUTh B TETPagyl YEPHOBUK KOH(PHUIECHIHUAIBHOTO JOKYMEHTA, MPaBHIBHO
pPACTONIOKUB PEKBU3UTHI, COCTABISIONIME (OPMYNIAp [TOKYMEHTa, a TaKkKe
PEKBHU3UTHI, HEOOXOauMbIe Ui H3AaHUS JOKyMeHTa. OCYIIEeCTBUTh Yy4yeT
YEpHOBUKA U MPOEKTa KOH(PUACHIIUATHLHOTO TIOKYyMEHTa B KapTOYKe (3KypHaje)
yueTa U3JaHHBIX KOH(PHUIESHIIUAIbHBIX JTOKYMEHTOB.

4. OdopMuTh B TeTpagu KOH(DHUIECHIIMAIBHBI JOKYMEHT B COOTBETCTBUHU C
tpeboBanusimu 'OCTa u TpeboBaHMAMY 3aIIUTHI HHPOPMALIHH.

VYkazanus no evinonnenuro 3aoanuii:

1. Tlpoananm3upoBaTh MEPEUHH HHPOPMAIIHH, COCTABIISIONMIECH KOMMEPUYECKYIO HIIHA
CITy’)keOHYIO TaifHBI KOHKPETHBIX OpraHU3aIui, BRISBUTh HEJOCTATKU B UX
CTPYKTYpE, cofiep>KaHuH 1 0(hOpMIICHHUH, CIeJIaB COOTBETCTBYIOIINE 3aMKCH B
TETpaJIu;

2. Ha ocHoBe nepeuHs nH(POpPMAIUU, COCTABIISAIONEH KOMMEPUYECKYIO TaliHY,
OTIPECIUTh BUBI JOKYMEHTOB, B KOTOPBIX 3Ta HH(pOpMAIHs TOJKHA ObITH
3a(UKCUpOBaHA.

3. Tlocne ycTaHOBJIEHHS COCTaBa IOKYMEHTOB ONPEACIUTE KPYT JUL, UMEIOIINUX
IIPaBO COCTABJIATh, MOAMUCHIBATh, YTBEPKIATh KaX bl BUA JOKYMEHTA 1
OpraHu3aIi, KOTOPHIM JIaHHBIN JOKYMEHT JIOJKEH HaIlpaBIsATHCS.

4. CocrtaBbTe U OQPOPMUTE NEPEUEHb U3/IaBAEMBIX KOH(GUACHIINATBHBIX
JIOKYMEHTOB.

5. CocraButh 1 0pOopMUTH KOHPHUICHIIMAIBHBIA JOKYMEHT B COOTBETCTBUH
CyILIeCTBYOIUMHU TpeOoBaHusAMU. [Ipu 3TOM 0c0O60€ BHUMaHUE 0OpaTUTh HA
o opMIICHHE PEKBU3UTOB, HICHTUDUITUPYIOIINX JOKYMEHTBI, COJEpIKaIIHe
nH(}OpMaIHIO, COCTABIISMIONIYI0 KOMMEPUYECKYIO B CITY)KEOHYIO TalfHbBI, KaK
JIOKYMEHTBI OTPaHUYE€HHOI0 JJOCTYIIA.

Bonpocul 0na konmpons:

1. Kakoll HOpPMAaTUBHBI JOKYMEHT SBJIE€TCS IIPaBOBBIM OCHOBAaHUEM JUIS
YCTaHOBJICHUSI COCTaBa CBEJICHUI, OTHOCUMBIX K KOMMEPUYECKOM TailHEe

2. Kaxum 00pa3oM B KOHPHUIECHIIMATIHLHOM JEIONPOU3BOICTBE MPOUCKOHT KECTKOE
periaMeHTHPOBAaHUE COCTaBa U3JaBAEMbIX TOKYMEHTOB?

3. HazoButre mwenp W Ha3HaueHHE TMepeyHs HMHPOPMAIMH, COCTABISAIOIIEH
KOMMEpUYECKyl0 TallHy ¥ TepeyHs HW3/1aBaéMbIX  KOH(HIEHIHMAIbHbBIX
JAOKYMCHTOB. Onpe;[eJmTe, KaK B3aUMOCBS3aHbI 9T IBA JOKYMCHTA.



4. HazoBute cnenuduky pa3zpaboTku mepeuHss HHGOPMAIMH, COCTABISAIOICH
CITY)KEOHYIO TalHy.

5. B Kkakux 1ensx mpoBOJAT y4eT U ohopMIIEHHE HOCHTEIeH KOH(UACHIINATLHON
MH(POPMAaLIMU; YEPHOBUKOB U IPOEKTOB KOH(PUICHIIMATIBHBIX JOKYMEHTOB?

6. Haszosure cneunduky opopmiieHUsI KOHOUICHIUAIBHBIX TOKYyMEHTOB.

Cnucok ucmoyHuKo8 u 1umepamypboi:
UHemounuxu:

®enepanbHbiii 3aK0H 0T 29.07.2004 Ne 98-D3 «O koMMepUecKoil TailHe». [ DJIEeKTPOHHBIN
pecypc]// CnpaBouno-nonckoBas cuctrema «KoncymprantlImroc». URL:
http://www.consultant.ru/document/cons_doc LAW_ 48699/

[ToctanoBnenne IlpaButensctBa P® ot 03.11.1994 Ne 1223 «OO0 yTBepKICHHH
[onoxxenust o mopsake oOpamieHUs CcO CIy)KeOHOH HH(popMalmeld OrpaHHUYECHHOTO
pacnpocTpaHeHus B GeiepalibHbIX OpraHax MCIOJIHUTEIbHON BIACTH YIOJIHOMOYEHHOM
OpraHe ynpaBJICHHs UCIIOJIb30BAHUEM aTOMHOM SHEPTUU U YIOJIHOMOYEHHOM OPTaHe Mo
KOCMHUYECKOU IS TEIIbHOCTIY. [ DIeKTpOHHBIN pecypc|// CripaBOYHO-ITIOMCKOBAs CHCTEMA

«Koncynprantllinrocy. URL:
http://www.consultant.ru/document/cons_doc LAW_54870/
Jlumepamypa:
OcHosnas:

Kopnees, . K. JlokymMeHTHpOBaHUE YIPaBIEHUYECKON AEATENBHOCTH [DJIEKTPOHHBIN pecypc]:
yueOnuk u npaktukym / 1. K. Kopuees, A. B. [Tmenko, B. Mamypues. - 2-¢ u3f.; nep. u J01. -
M.: HOpaiit, 2019. - 384 c. - (bakamaBp. Akanemuueckuii Kypc). - Pexxum pocryna:
https://www.biblio-online.ru. - ISBN 978-5-534-04533-8.
Ky3neunoB, M. H. JlokymeHTanmoHHOe oOecredeHrue ympasieHus. [JoOKyMeHTOOOOpOT u
JIETIOTIPOU3BOJICTBO: YUEOHUK U MTPAKTUKYM JUISI CpEIHEro MpodecCuoHAIbHOTO 00pa3oBanus / U.
H. Ky3nenoB. — 3-e u3zg., nepepad. u non. — Mockga: UznarensctBo IOpaiit, 2021. — 462 c. —
(ITpodeccuonansrnoe obpazoBanue). — ISBN 978-5-534-04604-5. — TekcT: 37IeKTPOHHBIHA //
O6pazoBarenpHas maatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/470020 (mara
obpamenus: 28.01.2022).
Cnuuak, A.B. KondunenunansHoe 1em10npou3BOACTBO: yieOHoe mocodue. — HikHeBapTOBCK:
HBT'Y, 2020. — URL: 118 c https://elibrary.ru/item.asp?id=43034825&

JHononnumenvhas:
KondunenmmansHoe JIEIOTIPOU3BOJICTBO " 3aIUIICHHBII DIIEKTPOHHBIN
nokymeHToo0opot: [yue6nuk] / H. H. Kynsie, A. C. lemymkun, T. B. Konapamona, A.
I'. ®abpuaHoB; MO OO0,
pen. H. H. Kynsiena. - 2-e uzn., nepepab. u non. - Mocksa: Jloroc, 2013. - 497 c.

MamepuanbHo-mexHuueckoe obecneyenue 3aHAmMusL:
KomnbroTepHsIil Ki1acc ¢ BBIX00M B IHTEpHET.
Paznarounsiii Marepuain

Tema 4 (2 u.) Yuém konghuoenyuanvnoii ungpopmayuu

L]eny: n3yueHne HOPMAaTUBHBIX MPABOBBIX AKTOB B 00JIACTH 3aIIUTHI KOH(DUIEHIINAIBHOMN
nHpopmanuu.

@opma nposedenusi — OTBETHI HA BOMPOCHI U 00CYXKACHHUE MPEIOKEHHBIX TPOOIEMHBIX
CUTyaLui.

Bonpocwt ons ob6cyscoenus:

1. Tlonsarue «y4eT KOHPUACHIIMAIBHBIX JOKYMEHTOBY. BHIbI, CHOCOOBI M TEXHOJIOTHH yUETa.



2. TlonsTtue «perucrpamus KOHQUICHIHATBEHBIX JOKYMEHTOB).

3. Yyer KOH(MUICHIHMATBHBIX TOKYMEHTOB KaK Ba)KHEWIIEE CPEICTBO OOECIICUCHUs] HX
COXPaHHOCTH.

4. OcobOeHHOCTH ydeTa KOH(PUACHIIMAIBHBIX JOKYMEHTOB.

5. Tlepeuncnure neny yuera KOHPUICHIIUATHHBIX TOKYMEHTOB.

6. HazoBute u pailiTe KpaTKyl0 XapaKTepUCTUKy BHJAM ydeTa KOH(HUIECHIIUATbHBIX
JIOKYMEHTOB.

7. Ha3zoBuTe HemOCTAaTKM W MPEHMYIIECTBAa CIOCOOOB ydyeTa, MPUMEHSIOMUXCS I ydeTra
KOH(UICHIIMATBHBIX JOKYMEHTOB.

Jlumepamypa:
Ocnosnas:

Kopuees, U. K. JlokymeHTHpOBaHUE YNPABICHYECKOW ACATEIBHOCTH [DJIEKTPOHHBIN pecypc]:
yuebnuk u npaktukyMm / M. K. Kopuees, A. B. ITmenko, B. Mamypues. - 2-¢ u3a.; nep. u JoI1. -
M.: HOpaiit, 2019. - 384 c. - (bakamaBp. Axagemuyeckuii Kypc). - Pexwmm pgocryna:
https://www.biblio-online.ru. - ISBN 978-5-534-04533-8.

Ky3nenoB, U. H. [loxkymeHTanmonHoe oOecrnedyeHue ympasieHus. JlokyMeHTooOopoT u
JIeNTOTIPOU3BOICTBO: YUCOHHK U MPAKTUKYM JJISl CpeTHEro npodeccuoHanbHoro oopazoBanust / U.
H. Ky3nenoB. — 3-e u3zg., nepepad. u non. — Mockga: UznarensctBo IOpaiit, 2021. — 462 c. —
(ITpodeccuonansrnoe obpazoBanue). — ISBN 978-5-534-04604-5. — TekcT: 37IeKTPOHHBIN //
O6pazoBarenpHas maatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/470020 (marta
obpammenus: 28.01.2022).

Cnuuak, A.B. KondunenunansHoe 1eI10npOU3BOACTBO: yieOHOoe mocodue. — HimkHeBapTOBCK:
HBT'Y, 2020. — URL: 118 c https://elibrary.ru/item.asp?id=43034825&

JHononnumenvhnas:

Koudunennmansaoe JIEJIONIPOU3BOICTBO u 3alIMIIEHHBIN AIEKTPOHHBIN
nokymeHToo0opot: [yueonuk] / H. H. Kynsies, A. C. lemymkun, T. B. Konapamiosa, A.
I'. ®abpuanoB; 1Mo 001,

pen. H. H. Kynsesa. - 2-e u3a., nepepad. u gon. - Mocksa: Jloroc, 2013. - 497 c.

MamepuanbHo-mexHuueckoe obecneyenue 3aHAmusL:
KomnbroTepHsIil Ki1acc ¢ BBIX00M B IHTEpHET.
Paznarounsiii Marepuain

Tema 5 (2 u.) Opeanuzayus KonghuoenyuaibH020 0OKymMeHmoooopoma.

Llenv: wu3ydeHHe OCOOEHHOCTEH NBMXKEHHS KOH(HICHIMAIbHBIX JOKYMEHTOB B
OpraHu3alMy C MOMEHTA UX MOJIYYEHUS 0 3aBEPIICHHS UCIIOJHEHHUS.
®dopma npoBeICHUS - OTBETHI Ha BOIPOCHI U 00CYKJIECHUE NMPEATIOKEHHBIX TPOOIEMHBIX

Cutyanui.
Bonpocul ona 06cyscoenus:

1. OcHOBHBIC TPEOOBAHMS CHCTEMBI TOCTyNA K KOHPUACHIIMATHLHBIM JJOKyMEHTAaM.

2. IlpuHIUIB OpraHu3anu KOHPUACHIIUATHHOTO TOKYMEHTO000POTa U OCHOBHBIC (DAKTOPHI,
OKa3bIBAIOIIUE BIUSHUE HA €r0 OpraHU3aIlHIo.

3. Crpyktypa  KOH(MUICHIHAIHLHOTO JTOKyMEHTO00OpoTa | COCTaB OCHOBHBIX
JIOKYMEHTOTIOTOKOB.

4. Yuer KOH(QUIEHIUATHHBIX IOKYMEHTOB KaK Ba)KHEWINEE CpPEJICTBO OOECIeueHUus HuX
COXPaHHOCTH.

5. Oco0eHHOCTH IBWKEHUS U UCTIOTHEHUSI KOH(PHUICHIIMAIBHBIX TOKYMEHTOB.

Cnucox ucmoyHuxos u Jumepamypbol.

Hcemounuxu:



Oepnepanbubiii 3akoH  oT  29.07.2004 Ne 98-®3 «O komMepueckoil TalHE».
[DnexTponnslii pecypc]// CipaBouHo-niouckoBas cucrema «Koncymnbrantllmoc». URL:
http://www.consultant.ru/document/cons_doc LAW_ 48699/

[ToctanoBnenne IlpaButensctBa PD® ot 03.11.1994 Ne 1223 «OO0 yTBepkICHHH
[onoxxenust o mopsake oOpalieHUs CO CIy>KeOHOH HH(popMalmel OrpaHHYEHHOTO
pacnpocTpaHeHus B GeiepalibHbIX OpraHax MCIOJIHUTEIBHON BIACTH YIOJIHOMOYEHHOM
OpraHe ynpasJIEeHUs UCIOJb30BaHUEM aTOMHOM PHEPIMH U YIIOJHOMOYEHHOM OpraHe 110
KOCMHUYECKOU eI TEIIbHOCTHY. [ DIeKTpOoHHBIN pecypc]// CripaBOYHO-TTIOMCKOBAs CHCTEMA

«Koncynprantllinrocy. URL:
http://www.consultant.ru/document/cons_doc LAW_54870/
Jlumepamypa:
OcHogHnas:

Kopuees, U. K. JlokymeHTHpOBaHUE YNPABICHYECKOW ACATEIBHOCTH [DJIEKTPOHHBIN pecypc]:
yuebnuk u npaktukyMm / M. K. Kopuees, A. B. ITmenko, B. Mamypues. - 2-¢ u3a.; nep. u JoI1. -
M.: HOpaiit, 2019. - 384 c. - (bakamaBp. Axagemuyeckuii Kypc). - Pexwmm pgocryna:
https://www.biblio-online.ru. - ISBN 978-5-534-04533-8.
Ky3nenoB, U. H. [loxymeHTanmonHoe oOecrnedeHue ympasieHus. J[OKyMeHTooOOpoT u
JIeNTOTIPOU3BOICTBO: YUCOHHK U MPAKTUKYM JJISl CpeTHEro MpodeccuoHanbHoro oopasoBanust / U.
H. Ky3nenoB. — 3-e u3zg., nepepad. u non. — Mockga: U3narensctBo IOpaiit, 2021. — 462 c. —
(ITpodeccuonansunoe obpazoBanue). — ISBN 978-5-534-04604-5. — TekcT: 37IeKTPOHHBIHA //
O6pazoBarenpHas maatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/470020 (marta
obpammenus: 28.01.2022).
Cnuuak, A.B. KondunenunansHoe 1em10npou3BOACTBO: yieOHOoe mocodue. — HimkHeBapTOBCK:
HBT'Y, 2020. — URL: 118 c https://elibrary.ru/item.asp?id=43034825&

JHononnumenvhas:
KondunenmmansHoe JIEIOTIPOU3BOJICTBO " 3aIUIICHHBII DIIEKTPOHHBIN
nokymeHToo0opot: [yueonuk] / H. H. Kynsies, A. C. lemymkun, T. B. Konapamona, A.
I'. ®abpuunos; nox obm. pen. H. H. KynsieBa. - 2-e uzn., nepepab. u gom. - Mocksa :
Jloroc, 2013. - 497 c.

Mamepuanvro-mexnuyeckoe obecneyenue 3aHAmusL:
KomnproTepHslii ki1acc ¢ BbIX0A0M B IHTEpHET.
Paznarounsblii MaTepuan

Tema 6 (4 u.) Cucmemamu3zayus u XpaHeHue KOHPUOECHUUATbHBIX
00KYMeHm 08 8 0eJ10NPOU3600cHee OP2aHu3ayuu

Lenv: u3ydeHHe OCOOEHHOCTEH COCTaBIEHUS HOMEHKIIATYpP KOH(MUICHIMAIBHBIX IEIT;
dbopmupoBanusi W odopmiieHHST — KOHPUIACHIMATBHBIX  JI€7;  MOJATOTOBKH
KOH(HICHIIMATBHBIX JIeJT ISl Iepeladd B apXHUB OpraHU3aINH.

Dopma nposedeniisi — BHITIOTHEHNE TIPAKTHYECKUX 33 JaHHH.
3aoanua:

1. IIpoanamu3upoBaTh HOMEHKJIATYphl KOH(UICHIMAIBHBIX el OpraHU3alui,
BBISIBUTH OIIMOKU B X COCTAaBICHUHU U O)OPMIICHHN.

2. U3yuuth TpeOOBaHMS HOPMATUBHO-METOAMYECKHX JOKYMEHTOB K IIOATOTOBKE
JOKYMEHTOB K CJaue€ B apXuUB OpraHU3alMd W TPeOOBaHMS IO 3aIIUTE
UH(OpMAaLIUY TPU POBEJCHUN YKa3aHHOTO BHJIA paOOTHI.

3. CocTaBUTh NPHUKA3 O CO3AHUHU TOCTOSIHHO JEHCTBYIONIEN SKCIIEPTHON KOMUCCUU
(IT12K).



4. CocraButh nporokon 3acenanus I[IJIOK, B xkoTopoM oOTpake€Hbl pe3ynbTaThbl
IPOBEICHUS SKCIEPTU3bI LIEHHOCTH KOH(QUACHIIUAIBHBIX TOKYMEHTOB.
5. CoCTaBUTH aKT O BBIZICTICHUH K YHUYTOXKEHUIO KOH(DUICHIINATBHBIX
JIOKYMEHTOB, HE MOJIEKALUX JAIbHEUIIEMY XPaHEHUIO.
Ykasanus no evlnonnenuro 3a0anuii:

1. Tlpoananu3upoBaTb HOMEHKJIATYpy KOH(MUICHIUMAIbHBIX J€JI, BBISIBUTH
HEJIOCTaTKHU B €€ COJIEep>KaHUH U 0(OPMIICHHUH, C/IEJIaB COOTBETCTBYIOIIIE 3aITUCH
B TETPaIH.

2. Tlogrorosuth mpukaz o coznanuu [IJI9K. B HeM HOMKHBI OBITH OMpEIEIeHbI
COCTaB KOMUCCHH, €€ 3amaud, QYHKIMH, MOPAIoK paboTel. Ciaegyer oOpaTuTh
BHUMaHUE Ha 3a71a4d ¥ (DYHKIIUU KOMHCCHUH, CBSI3aHHBIC C OpraHU3aIieil 3anuThI
KOH(pHICHIIMAIBHON JJOKYyMEHTHPOBAHHON WH(OpMAITHH.

3. B mpotokoine 3acenanus ITJIOK cnenyer oTpa3uts:

- Kakue Jena U JOKYMEHTHl BBIJCJIEHHOTO XpaHEHHs (C YTOYHEHHBIMU
3aroJioBKaMu, rpudamMu KOH(OUIECHIIMATLHOCTH, CPOKAMU XPAHECHHS) TOJIekKAT
nepegaye Ha apXMBHOE XpaHeHHe (pa3fesibHO MOCTOSIHHOTO W BPEMEHHOIO
XpaHEHus);

- Kakue JOKYMEHTHI U3 KaKuX JIeJl HEOOXOJUMO U3BATh U MEPEIIUTh B APYroe Iey0
Wi cOpMHPOBATH HOBOE JIENIO;

- Kakwue Jena, JOKyMEHTbI U3 JIeNl U IOKYMEHTHI BBIJICJIEHHOTO XPaHEeHUS MO IJIeKaT
YHUYTOXXEHUIO;

- C Kakux JieJ, JOKyMEHTOB BbIIEJICHHOT'O XpaHEHUS WIH OTAEIbHBIX JOKYMEHTOB,
HOJIINTHIX B JIeNa, TOJDKEH OBITh CHAT rpu( KOHPUICHIINATBHOCTY C YKa3aHHUEM,
MOJJICKUT JIU JOKYMEHT, C KOTOPOTO CHHUMAaeTcsl rpud KOH(PHUIESHIUAIbHOCTH,
U3BATHIO U3 JIeNIa UIU JIOJDKEH OCTaBaThCs B HEM.

4. PaccMoTpeTh COCTaB U TOPSAAOK 3amojHeHHus] rpad akTa O BBIJCICHUH K
YHUYTOXXCHUIO KOH(PUICHIUATBHBIX JTOKYMEHTOB, HE IMOJISKAIIUX XPAHEHHUIO,
BHECEHUS B HUX wHcrpaBieHui. OQopMUTh MOPAIOK H3BATHA JTOKYMEHTOB
MIOCTOSIHHOTO XPaHEHUs U3 JieNa, MOAJIEeKAIIEr0 YHUUTOKEHHIO (OTMETKA B aKTe
00 y4eTHBIX HOMepax, 3aroJIoBKax JOKYMEHTOB, HHJEKCHI J1e] U HOMepa JIUCTOB,
OTKY/1a IOKyMEHT U3BAT U KyJa OH MoAmuT). [IpoBecTH mpoBepKy MpaBUIBHOCTH
coctaBieHuss U odopmiieHus akra. OPOpMUTH HTOTOBYIO 3alHCh B aKTe 00
YHUUYTOKEHNUN KOH(QUIACHIIMATBHBIX JOKYMEHTOB U €Il

Bonpocwi ona konmpons:

1. laiiTe onpeeneHre NOHATUS «HOMEHKIIaTypa KOHQUACHIIMAIBHBIX JI€7» U HA30BUTE €€
OCHOBHBIC (DYHKITUH.

2. Ilouemy HOMEHKJIATypa KOH(DHICHIMAIBHBIX JIe] SBISICTCS COCTAaBHOW YacThIO
JOCTyNa K KOHPUACHIUATHHBIM JOKYMEHTaM?

3. Ha3zoBuTte 0cOOEHHOCTH COCTaBJICHUS HOMEHKJIATYPhI KOH(MUACHITUATBHBIX JIET.
4. B uem cocTosT 0cOOEHHOCTH (POPMHUPOBAHUS KOHPHICHIIMATBHBIX JeI?
5. Kakum ob6pazom odopmisieTcss KOHPUIACHIIMATBHOE IEI0 MPH €Tr0 3aBEIACHUH,

BEJICHUU U 3aKPBITUN?

6. Ilepeunciaute BUIBI pabOT, KOTOPBIC MPOBOASATCS CIIY)KO0H KOH(PUIECHITUATHFHOTO
JENIONPOU3BOJCTBA MPH CcJadye B apXWB KOH(MDHUIECHIIMAIBHBIX JOKYMEHTOB
OpraHH3aIH.

7. HazoBure 1enmu ©  OCHOBHBIE 3adadyd  pabOThl 1O  YHUYTOXCHHIO
KOH(UICHIMATBHBIX JOKYMEHTOB U HOCUTEJIEeH HH(pOpMaLIUH.

Cnucok ucmoyHuKo8 u 1umepamypboi:
Hcemounuxu:

®denepalibHbII 3akoH  oT 29.07.2004 Ne 98-®3 «O xommepueckoin



TaiiHe».  [DnexkTpoHHBIH pecypc]// CripaBOYHO-TIOMCKOBAs CUCTEMA
«Koncynerantllimroc». URL: http://www.consultant.ru/document/cons_doc LAW_ 48699/
[Mocranosnenue IlpaButensctBa P® ot 03.11.1994 Ne 1223 «O06 yTBepkIeHHH
[TomoxeHuss o MOpsAKEe OOpaIlIeHUs CO CIyXeOHOW HH(POpMAalHMeH OrpaHHUYEHHOTO
pacripocTpaHeHus B (eiepalIbHbIX OpraHax UCIOJHUTENbHON BIACTH YITOJTHOMOYEHHOM
OpraHe ynpaBJIeHUS MCIOJIb30BaHUEM aTOMHOM YHEPIHH U YIIOJHOMOYEHHOM OpraHe 1o
KOCMHUYECKOH JeSITeTbHOCTHY. [ DNeKTpoHHbIH pecypc]// CripaBOUYHO-IOUCKOBAsI cCHCTEMa
«KoucynprantlImoc».URL:
http://www.consultant.ru/document/cons_doc LAW 54870/

Jlumepamypa:

OcHosnas:
Kopnees, . K. JlokymMeHTHpOBaHUE YIPaBIEHYECKON AEATENBHOCTH [DIIEKTPOHHBIN pecypc]:
yueOnuk u npaktukym / 1. K. Kopuees, A. B. [Tmenko, B. Mamypuies. - 2-¢ u3f.; nep. u J01. -
M.: HOpaiit, 2019. - 384 c. - (bakamaBp. Akanemuueckuii Kypc). - Pexxum pocryma:
https://www.biblio-online.ru. - ISBN 978-5-534-04533-8.
Ky3neunoB, M. H. JlokymeHTanmoHHOEe oOecriedeHrue ympasieHus. [JOKyMeHTOOOOpOT u
JIETIOTIPOU3BOJICTBO: YUEOHUK U MTPAKTUKYM JUISI CpeIHEro MpodecCuoHaIbHOTO 00pa3oBanus / U.
H. Ky3nenos. — 3-e u3n., nepepad. u non. — Mocksa: M3narensctBo FOpaidt, 2021. — 462 ¢. —
(ITpodeccuonanvuoe obpazoBanue). — ISBN 978-5-534-04604-5. — TekcT: 3JIeKTpOHHBIN //
Oo0pasoBarenpHast mnatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/470020 (mata
obpamenus: 28.01.2022).
Cnuuak, A.B. KonpunennuansHoe 1e100por3BOJICTBO: yueOHoe mocodue. — HuxkHeBapTOBCK:
HBI'Y, 2020. — URL: 118 c https://elibrary.ru/item.asp?1d=43034825&
Hononnumenvnas:
KonduaennuanpHoe JIETTONTPOU3BOJICTBO u 3aIUIICHHBIA 3JIEKTPOHHBIN
nokymeHtoobopot: [yueonuk] / H. H. Kynses, A. C. Jlemymkun, T. B. Konaparosa, A.
I'. ®abpuunos; nox obm. pea. H. H. KynsieBa. - 2-e u3z., nepepad. u mom. - Mockaa:
Jloroc, 2013. - 497 c.
Mamepuanvro-mexHuueckoe obecneyenue 3aHAmMusL:
KomnberoTepHslil Ki1acc ¢ BBIX010M B IHTEpHET.
Paznarounsiii Marepuain

Tema 7 (2 u.) Obecneuenue coOXpanHoCmu U KOHPUOEHUUATbLHOCIMU 0OKYMEHM 08.

Lenv: n3ydyeHne TpeOOBaHHMI K OOECIEUEHHUIO COXPAHHOCTH W KOH(PUACHITMATHHOCTH
JOKYMEHTOB.
Dopma npogederuss — OTBETHI Ha BOTIPOCHI U 00CYXIEHUE MPEITI0KESHHBIX MPOOIEMHBIX

Cutyanuii
Bonpocwt ons ob6cyscoenus:

1. TpeboBanuss K  TOMEIIEHUSM  MOApA3ACICHUA  KOH(PHUICHIHAIHLHOTO
JIEJIONPOU3BOJICTBA U K CITYKEOHBIM MOMEIIEHUSM UCIIONHUTENIEH, paboTaromux
¢ KOH(UCHIIMATBHBIMUA JOKYMEHTaMH.

2. Tlopsimox odopmiieHHs T0MycKa paOOTHUKOB K KOMMEPYECKOHW M CIy)KeOHOMU
TailHaM ¥ 00y4eHus IpaBuiIaM paboThl C KOH(UACHIIUAIBHBIMU JTOKYMEHTaMH.

3. IlpaBuna paboThl MepcoHana C KOHPUACHLUMAILHBIMA JOKYMEHTAMH Ha
OYMa)KHBIX M 3JIEKTPOHHBIX HOCHUTEIISAX

4. TlpoBepku Hanuuusi KOH(QUICHIHAIBHBIX IOKYMEHTOB KaK Ba)KHOE CpEICTBO
oOecrieyeHnst KOHTPOJIS 332 X COXPAHHOCTBIO.

Jlumepamypa:

OcHosnas:



Kopnees, . K. JlokyMeHTHpOBaHHE YIPABIEHYECKOW AEATENBHOCTH [DJIEKTPOHHBIN pecypc:
yueOnuk u npaktukym / 1. K. Kopuees, A. B. [Tmenko, B. Mamypues. - 2-¢ u3f.; nep. u J01. -
M.: HOpaiit, 2019. - 384 c. - (bakamaBp. Akanemuueckuii Kypc). - Pexxum pocryna:
https://www.biblio-online.ru. - ISBN 978-5-534-04533-8.

Ky3neunoB, M. H. JlokymeHTanmoHHOe oOecriedeHrue ympasieHus. [JoKyMeHTOOOOpOT u
JIETIOTIPOU3BOJICTBO: YUEOHUK U MTPAKTUKYM JUISI CpeIHEro MpodecCHoHAIBbHOTO 00pa3oBanus / U.
H. Ky3nenos. — 3-e u3n., nepepad. u non. — Mocksa: M3narensctBo FOpaidt, 2021. — 462 ¢. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-04604-5. — TekcT: 3JIeKTpOHHBIN //
Oo6pazoBarenpHas mnatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/470020 (mata
obpamenus: 28.01.2022).

Cnuuak, A.B. KonpunennuansHoe 1e100por3BOJICTBO: yueOHoe mocodue. — HuxkHeBapTOBCK:
HBI'Y, 2020. — URL: 118 ¢ https://elibrary.ru/item.asp?id=43034825&

JHononnumenvhas:

KoHduaeHnumaibHOE JET0TPOU3BOCTBO U 3ANTUIIICHHBIA SJICKTPOHHBIN
nokymeHToobopot: [yueonuk] / H. H. Kynses, A. C. lemymkus, T. B. Kongparosa, A.
I'. ®abpuunos; mox obmr. pen. H. H. Kynsiesa. - 2-e uzn., nepepab. u mon. - Mocksa:
Jloroc, 2013. - 497 c.

MamepuanvHo-mexnuueckoe obecneyenue 3aHAMuUsL:
KomnbroTepHsIil Ki1acc ¢ BBIX00M B IHTEpHET.
Paznmarounsiii Marepuain

8.2. Memoouueckue pexomenoayuu K camocmoamenbHoil padoome cmyoeHmos
Camocmosmenvhas paboma o6yyaowuxcs eKaroyaem 6 cebs maxue uobvl U popmul Kax:

dopma
Ne | camocTosITeTbHOI MeTtoauyeckue pekoMeHAAIUH
padoTbI
CamocTosaTenbHas CamocTosTenbHas paboTa MIPOBOAUTCS C LIEIbIO: CUCTEMaTU3alluu
pabora U 3aKpeIUIeHUs TOJYYEHHBIX TEOPETHYECKHX 3HAaHUM U
MPaKTUYECKNX  YMEHHM  OOydJarommxcs;  yriayOJeHus u
paciupeHus TEOPETUUECKHUX 3HaHUU oOyJaromuxcs;
dbopMupoBaHHUS ~ YMEHUH  HUCHOJB30BaTh  HOPMAaTUBHYIO,
MPAaBOBYIO, CIIPAaBOYHYIO JOKYMEHTAIMI0, y4eOHYIO u

CHELMANbHYI0  JIUTEPaTypy;  Ppa3BUTUS  IO3HABATEJBHBIX
CIIOCOOHOCTEH W aKTUBHOCTH OOYYAIOIIUXCS: TBOPYECKOM
VUHUIIMATHUBHI, CaMOCTOSTEJIBHOCTH, OTBETCTBEHHOCTH,
OpPraHU30BaHHOCTH; ¢dbopmupoBaHue CaMOCTOSITEIbHOCTH
MBILICHUS, CrocoOHOCTEH K CaMOPa3BUTHIO,
COBEPILCHCTBOBAHUIO M CaMOOpraHu3anuu; (GpopMupOBaHUS
npodeCcCHOHATBLHBIX KOMIIETEHIIHIA; Pa3BUTHIO
UCCIIEIOBATEIbCKUX yMEHUH oOyuaronmxcs. DopMbl U BUABI
CaMOCTOSITENIbHOW paboThl 00y4alOMIMXCs: YTEHHE OCHOBHON M
JIOTIOJTHUTEIILHON JIUTepaTypbl — CaMOCTOSITEIbHOE H3y4YEeHUE
Marepuaja M0 PEKOMEHAYEMbIM JIMTepaTYpPHbIM HCTOYHHUKAM;
pabota ¢ OMOTUOTEUHBIM KaTaJIOTOM, CaMOCTOSATENIBHBIA MOI00D
HE00X0IMMOM TIUTepaTyphl; padoTa co CI0BapeM, CIIPaBOYHUKOM;




®opma
CaMOCTOSITEJIbHOM
padoTbI

MeTtoanueckue PEKOMEHIAUU

MOUCK HeoOXomumol wHpopmamuu B ceTd  HTepHeT;
KOHCIIEKTUPOBAaHHWE HCTOYHHUKOB; pedeprpoBaHNE MCTOYHUKOB;
COCTaBJICHHME AaHHOTAlMi K TPOYUTAHHBIM JIUTEPATYPHBIM
MCTOYHUKAM; COCTaBJICHUE PELEH3UN U OT3bIBOB Ha MPOUYNTAHHBIN
MaTepuay, COCTaBJICHHE o0030pa NyOJuKamuii 10 TeMe;
COCTaBJieHME M pa3paboTKa TEPMHUHOJIOTHYECKOIO CJIOBaps;
COCTaBJICHME  XPOHOJOTHYECKOW  TaONHIBI;  COCTaBIIEHHE
ouobmorpaduu (6udbauorpadudeckoil KapTOTEKH); MOATOTOBKA K
paznu4HBIM (popMaM TeKyIeld U MPOMEKYTOUHOM aTTecTanuu (K
TECTUPOBAHUIO, KOHTPOJBHOM paboTe, 3adeTy, »HK3aMEHY);
BBITIOJIHEHUE JOMAIIHUX KOHTPOJBHBIX Pa0dOT; CaMOCTOSITEIbHOE
BBITIOJIHEHUE TPAKTUYECKUX 33JaHUN PENpOAYKTUBHOTO THIIA
(OoTBEeTHI Ha BONPOCHI, 33aJ]au, TECThI; BHIMOJIHEHUE TBOPUYECKUX
3agaHuii). TeXHOIOTUS OpraHU3aldy CaMOCTOSTEIFHONW pabOTHI
00yYaromuxcsi BKIIOYAET HCIOIb30BaHUE HH()OPMAIIMOHHBIX
MaTepHaTbHO-TEXHUUECKUX pecypcoB 00pa3oBaTeNLHOTO
YUPEXKIEHUS: 6ubnuorexy c YUTAIBHBIM 3aJI0M,
YKOMIUIEKTOBAaHHYI0O B COOTBETCTBHM C CYLIECTBYIOIIUMHU
HOpMaMH; Y4eOHO-METOAMYEeCKylo 0a3zy y4ueOHbIX KaOWHETOB,
nabopaTopuil M 3ajla KOAU(PUKAIMK,; KOMITBIOTEPHBIC KJIACCHI C
BO3MOKHOCTBIO paOOThl B ceTu MHTepHeT; ayauTopuun (KJIacchl)
JUIsl KOHCYJIbTAIllMOHHOM JesTeNbHOCTH;, y4eOHYyl0 H ydeOHO-
METOJUYECKYI0  JIUTEepaTypy, pa3pabOTaHHYI0O C  Y4YeToM
YBEJIMUYEHUS JIOJIU CAMOCTOATEIbLHONW pabOThI CTY/IEHTOB, U UHBIE
METOINYECKUE MaTepuabl. [epen BBIMIOJTHEHUEM
00ydJaronMucs BHEAYIAUTOPHON CaMOCTOSITEIHHOW PabOTHI
npenojaBaTesib MPOBOJUT KOHCYJIbTHPOBAHHE MO BBITOJIHEHUIO
3aJaHus, KOTOPBIM BKIJIIOYAeT Leb 33/aHuf, €r0 COJEp:KaHuf,
CPOKH  BBITIOJIHEHUS, OPHEHTHPOBOYHBIM 00BEM  padoTHI,
OCHOBHBIE TPEOOBaHMSI K pe3yIbTaTaM padOThl, KPUTEPUH OLIEHKH.
Bo Bpems BbIOMHEHHS OOYYalOIIUMKCS BHEAYAUTOPHOU
CaMOCTOSITENIbHON pabOThI M TPU HEOOXOTUMOCTH MPET01aBaTeNb
MOXET  MPOBOAWUTH  HWHAWBUIYAJIIbHBIE U TPYIIIOBBIE
KOHCYJIbTAIHH. CamocrosTenbHas pabota MOXET
OCYILECTBIISATHCS UHAWBUIYAIBHO WU IPYNIIaMHU 00yJaromuXcs B
3aBUCUMOCTM OT 1eJH, o00beMa, KOHKPETHOH TeMaTuKu
CaMOCTOSITENIbHOW pabOoThI, YPOBHS CIIOKHOCTH, YPOBHSI YMEHUH
00yYaromuxcsl. Kontpons CaMOCTOSITENILHOM paboTbI
00yYaromuxcst MpeycMaTpUBacCT:
— COOTHECEHHE CO/EP KaHUSI KOHTPOJIS € LEIIMU 00y4YeHHUS,;
00BEKTUBHOCTH KOHTPOJIS;
— BaJIMJIHOCTb KOHTPOJS (COOTBETCTBUE MPEIbSBISIEMbIX
3aJJaHU} TOMY, YTO IPEIOoIaraeTcs MPOBEPUTH);
— nuddepeHnuanmo KOHTPOJIbHO-U3MEPUTEIBHBIX
MaTepHaJoB.
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—  DopMBbI KOHTPOJISI CAMOCTOSITEIILHON paOOTHI:

— TMPOCMOTP M MPOBEPKA BBHIMOJIHEHUS CaMOCTOSITEIbHOM
paboThI mpenoaaBareneM;

— OpraHm3alys CaMOIpOBEPKH,

— B3aUMOIPOBEPKU BBIMIOJIHEHHOTO 3aJaHUsl B TPYIIIE;
00CyX/JeHHUE pe3yJbTaTOB BBIMOJHEHHONH paboThl Ha
3aHATUH;

— TpOBeJeHHE MUCbMEHHOTO OIpoca;

— IPOBEJEHHUE YCTHOIO ONpOCa;

— oOpraHu3aluMs W TPOBEACHHE  WHAMBHUIYAIbHOTO
cobece10BaHUS; OpraHu3aIus U IpOBe/ICHUE
cobeceroBaHUsI C TPYIIION;

3alUTa OTYETOB O MPOJIEIaHHOI paboTe.

Ananus u
KOHCIIEKTUPOBaHUE
OCHOBHOH M
JIOIIOJTHATEIbHOMN
JUTEPATYPHI.

[Ipu pabore ¢ y4eOHOU JUTEpaTypol HEOOXOAMMO MOA0OPAThH
JUTEPaATypy, HAYYUTHCS MPABUIBHO €€ YUTATh, BECTH 3aIHCH.
s mombopa nmTeparypbl B OHOMHMOTEKE HCIOIB3YIOTCS
an(aBUTHBIA U CUCTEMATUICCKUNA KaTaJIOTH.

[IpaBunbHBIE TOA0OP y4eOHOW aHWTEpaTyphl PEKOMEHIYeTCs
npernoaaBaTeNieM, YATAIONMUM JICKIIMOHHBIN Kypc. HeoOxomumas
aUTepaTypa ykazaHa B METOIUYECKUX pa3paboTKax Mo JaHHOMY
Kypcy.

WN3ywyass wmarepuan 1o BBIOpaHHOW JUTEpaType, CIEayeT
MEPEXOIUTh K CIIEAYIONIEMY BOIIPOCY TOJIBKO MOCTIE MPABUIBLHOTO
VSICHEHHsI TIPEABIAYIIETO, ONMKChIBas Ha Oymare BCe BBIKIAJKH U
BBIUKCIICHHUS (B TOM YHCIIE T€, KOTOPHIC B YICOHUKE OMYIIECHBI M
HA JISKIIMH JaHBI JJII CAMOCTOSITEIbHOTO BBIBOJIA).

Oco0oe BHIMaHHE CIIEIyeT OOpaTUTh HA OMPEIEICHNE OCHOBHBIX
MOHATUH Kypca.

CTyaeHT [OJDKeH TOAPOOHO pa3douparh MPUMEPHI, KOTOPHIC
MOSICHSIIOT TaKHe ONpeAeNeHUsl, U YMETh CTPOUTh aHAJIOTUYHbIE
npuMepsl  camocTtositenbHOo. HykHO 1n00MBaThCs TOYHOIO
MPEJICTABICHUS O TOM, UTO U3y4aelllb.

[Tone3HO cOCTaBIATH OMOPHBIE KOHCIIEKTHI.

[Ipu m3ydyeHnn maTepuaia 1o yudeOHUKY MOJIE3HO B TeTpanau (Ha
CHEIHMAIbHO OTBEJCHHBIX MOJSAX) JOMOJHATH KOHCHEKT JIEKIIMH.
Tam ke ciieyer OTMe4aTh BOMPOCHI, BbIIEJICHHBIE CTYIEHTOM AJIs
KOHCYJIbTAIIMH C MPernoaBaTeieM.

BbIBOIBI, ITOJTy4E€HHBIE B pE3yJIbTaTe U3yUYEHUs, PEKOMEHyeTCs B
KOHCIIEKTE BBIICIATH, YTOOBI OHU MPHU NEPEUUTHIBAHUU 3amuceit
Jy4Ile 3alIOMHUHAIIHCH.

OnelT MOKa3pIBa€T, YTO MHOTHM CTYIASHTaM IIOMOTaeT
COCTaBJICHHME JIMCTAa OIMOPHBIX  CUTHAJIOB,  COJACPIXKAIIETO
Ba)XHEHIIME U HanboJee 4acTo ynorpedisemble moHATHS. Takoi
JUCT TIOMOTAeT 3allOMHUTh OCHOBHBIC TOJOXKEHUS JIEKIUU, a
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TaK)K€ MOXKET CIIY)XUTb IIOCTOSHHBIM CIIPAaBOYHUKOM  JUIA
CTYyJIEHTA.

PasznuyaroT 1Ba BUJa YTE€HUA: IEPBUYHOE U BTOPUYHOE.
[lepBu4HOE - 3T BHUMATEIBHOE, HETOPOIUIMBOE YTEHUE, NPU
KOTOPOM MOYKHO OCTaHOBMTBCSI Ha TPYAHBIX MecTax. Ilocie Hero
HE [JOJDKHO OCTaTbCi HHU OJHOIO HEIOHATHOIO  OJIOBA.
CopneprxaHue He BCeraa MOKET ObITh IIOHATHO IIOCIIE IEPBUYHOTO
YTEHUS.

3aJ1aya BTOPUYHOIO UTEHUS ITOJIHOE YCBOEHUE CMBICIIA 11EI0T0 (110
CUETy 3TO YTEHHE MOXET OBITh U HE BTOPHIM, a TPETHUM HIIH

YETBEPTHIM).
OcHoBHBIE BUBI CUCTEMATU3UPOBAHHON 3alIMCH IPOYUTAHHOTO:
1. AHHOTHMpOBaHHME — TMIPEAEIbHO KpPATKOE CBA3HOE

ONMCAHNE TPOCMOTPEHHON MJIM IPOYMTAHHON KHUTH (CTaThH), €€
COJIep/KaHusl, ICTOYHUKOB, XapaKTepa U Ha3HAUYEHUS;

2. IlnanupoBaHue — KpaTkasi JIOTMYECKas OpraHu3aius
TEKCTa, PACKPBIBAIOLIAs COACPKAHUE U CTPYKTYPY H3y4acMoro

MaTepuana;

3. Tes3upoBaHue — JIAKOHUYHOE BOCIIPOU3BEACHUE
OCHOBHBIX yTBEp:KJIeHUH aBTOpa 0e3 mpuBIeYeHHS (PaKTHIECKOTO
MaTepuania;

4. IluTtupoBaHuEe — JOCIOBHOE BBIUCHIBAHUE W3 TEKCTA
BBIIEP)KEK, M3BJIEUEHUM, Hanboyiee CYIIECTBEHHO OTPaXKaIOUIUX
Ty WIA UHYIO MBICJIb aBTOPA;

5. KoHcnekTupoBaHue — KpaTKOe€ M TOCJIEI0BaTEIbLHOE

W3JI0KEHUE COJEPKAHUS IPOUYUTAHHOTO.
KoHcnekT — cloXHbIA croco0 H3JI0KEHUS COJAEp)KaHUS KHHUTU
WIM CTaTbU B JIOTMYECKOM TMOCIEN0BATENbHOCTH. KOHCHIEKT
aKKyMyJIUpyeT B ceOe Mpeablaylue BUIbI 3alKCH, MO3BOJISET
BCECTOPOHHE OXBAaTUTh COJAEp)KAHWE KHUTHU, cTarbu. [loaTomy
YMEHUE COCTaBIIATH IUJIaH, TE3UCHI, JENATh BBIMHCKA U JIPYrue
3aIUCH OMPEIEISIET U TEXHOJIOTUIO COCTaBJICHUSI KOHCIIEKTA.

Metoaudyeckue  peKOMEHJAMM IO  COCTAaBJIEHHUIO
KOHCIIEKTa!

1. BHumaTenpHO NpPOYMTANWTE TEKCT. YTOUHUTE B
CIIPaBOYHOM JINTEpaType HENOHsATHBIE ciioBa. [Ipm 3amucu He
3a0y/bTe BEIHECTH CIIPABOYHBIC JAHHBIE HA MOJISI KOHCIIEKTA;

2. BeizenuTe r71aBHOE, COCTaBbTE IJIaH;

3. KpaTko copmynupyiiTe OCHOBHBIE MOJIOKEHHS TEKCTa,
OTMETHTE apryMEHTAIMIO aBTOPA;

4. 3aKOHCHIEKTUPYUTE MaTepHuai, YETKO CIEAYys IMyHKTaM
mnaHa. [Ipy KOHCHIEKTMPOBaHUM CTAapalTECh BBIPA3UTH MBICIb
CBOMMU CJIOBaMU. 3aIllMCH CIEAYET BECTH YETKO, SICHO.

5. 'pamoTHO 3anuceiBaiiTe HuTathl. LIuTHUpys, yuutsiBaiiTe
JTAKOHUYHOCTh, 3HAYMMOCTb MBICIIH.
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B TekcTe KoHCHeKTa kKeaaTeaIbHO TPUBOIUTH HE TOJIBKO TE3UCHBIE
MOJIOKEHUs, HO W WX JokazarenbcTBa. Ilpm odopmieHun
KOHCIIEKTAa HEOOXOJIUMO CTPEMHUTHCA K EMKOCTH KaXJoro
npeioKeHuss. MbIciin aBTOpa KHUTH CJIEAYET M3JlaraTb KpaTko,
3a00TSCh O CTWJE W BBIPA3UTEIBLHOCTH HAMUCAaHHOTO. Ywucio
IOMOJHUTEIBHLIX  DJIEMEHTOB  KOHCIIEKTa  JOJDKHO  OBITh
JIOTUYECKH OOOCHOBAHHBIM, 3aIMCH JOJKHBI PACHpENesaThCsl B
ONPEACIICHHON IMOCIEI0BATEIbHOCTH, OTBEUAIONIEH JIOTHYECKOU
CTPYKType mpousBeieHus. Jlisi yTOUHEHHMS] M JIOMOJHEHHS
HEOOXOIMMO OCTaBIISTH IIOJIS.

OBnaneHre HAaBBIKAMU KOHCTIEKTUPOBAHUSI TPeOyeT OT CTylIEHTa
EJICYCTPEMIICHHOCTH, TIOBCEHEBHON CaMOCTOSTENILHOM paOOTHI.

IToaroroBka k
CEMUHAPCKUM
3aHATAAM

CeMuHap - BuA y4eOHOrO 3aHATHUS, TPU KOTOPOM B
pe3ynbrare TpeaBapUTENbHON pabdoThl HaX MPOrPaMMHBIM
MaTepuaioM IMpernojaBaTeNii U CTYAEHTOB, B OOCTaHOBKE HX
HEMOCPEJACTBEHHOTO M aKTHBHOTO OOIICHHS PEMIAIOTCS 3a7adu
MO3HABATEIILHOTO U BOCIUTATEIBHOTO XapakTepa, (opMUpyercs
MHUPOBO33pEHUE, MIPUBUBAIOTCS METOJI0JIOTUYECKHE u
NpaKTUYECKHME HaBbIKM B  0O0JIaCTH  JOKYMEHTOBEACHUS,
HEOOXOOuMBbIE s CTAHOBJIEGHHUS  KBaJU(UIHMPOBAHHBIX
CrenuamucToB B coorBeTcTBUU ¢ TpeboBanmsimu GI'OC BO mo
HAIIPaBJICHUIO TIOATOTOBKH «Jl0OKyMEHTOBEIeHUE U apXUBOBEJICHUE,
OakasaBpHar.

egb ceMUHAPOB: 3aKPEIUICHUE TEOPETUUECKUX 3HAHUM,
aKTHUBU3AIMs pabOThl CTYIEHTOB B XOJI€ U3YYEHUS! JUCIUILINHBL,
pa3BUTHE HABBIKOB  CAMOCTOSITENIBHOM  MCCIIEOBATEIbCKON
NeATeTbHOCTH, YMEHHUs paboTaTh ¢ HAydyHOH © y4eOHOH
JTUTEPATypPOd, apryMEHTUPOBAHO 0OOCHOBEIBATH CBOM PEIIICHUSI.

Pob  cemmHapoB:  CTUMYNHMpPYIOT  BHHMMATENIbHOE
OTHOILIEHUE CTYJEHTOB K JICKIMOHHOMY KypCY M peryjsipHOe
M3Y4YEHUE UMU JIUTEPATYPHI O TUCHUILIIMHE 3aKPEIUISIOT 3HAHUS,
MOJIyYeHHBIE CTYJICHTaMU Ha JIEKIUSAX U B X0JI€ CAMOCTOSI TEbHOM
paboThl Hax JUTEPaTypoOd; pACHIMPSAIOT KPYr 3HAHUK 1O

KOHKPDETHOH  TEME; MIO3BOJISIIOT  CTYJIEHTaM  IIPOBEPUTH
[IPaBUJILHOCTb PAHEE IOJYYEHHBIX 3HAHWUW, BBIWICHUTb B HUX
Hauboee, CYILLIECTBEHHOE; IIPUBUBAIOT HAaBBIKU

CaMOCTOATCIIBHOTO  MBIINUICHUA, YCTHOTO BBICTYIUICHUA 11O
TCOPCTUUCCKHUM BOIIPOCaM, OTTAYUBAKOT MBIC/Ib, MTPUYYaAIOT
CTYJICHTOB CcBOOOAHO OIIepUpOBaThH TEPMHUHOJIOTHEH;
MPEIOCTABIIAIOT BO3MOXKHOCTD MPENO/IaBaTENI0 CUCTEMAaTUYECKU
KOHTPOJIMPOBATh YPOBEHb CaMOCTOSITENILHON pabOThl CTYAECHTOB
HaJ y4eOHBIM MaTepuajioM, CTEleHb MX BHHUMATEJIbHOCTH Ha
JEKLHUSAX.

OcHoBHbBIE (popMBI ceMHMHAPOB: pa3BepHyTas Oecena,
o0CyXJIeHHE BOIPOCOB, CEMHUHAp-AUCIYT, KOMMEHTHPOBAHHOE




®opma
CaMOCTOSITEJIbHOM
padoTbI

MeTtoanueckue PEKOMEHIAUU

YTCHUE, YINPAKHEHHWs HA CaMOCTOATEIBHOCTh  MBIILIICHHS,
MMCbMEHHas (KOHTPOJIbHAs) paboTa, CeMHUHAP-KOJIOKBAYM.

ITonroroBka K
MPaKTUYECKOMY
3aHSTHIO

[IpopaboTka paboueil mporpamMMmbl, yAelsss 0co00e¢ BHUMaHHE
HelsiM M 3ajayaM, CTPYKTYpe U COAEPIKAHUIO JUCIMILTHHBL
KoHcnektupoBaHue UCTOYHUKOB. PaboTa ¢ KOHCIIEKTOM JICKITUH,
MOATOTOBKA OTBETOB K KOHTPOJIbHBIM BOIPOCAaM, IPOCMOTP
pEeKOMEeH1yeMOit JTUTEPATYPHL, pabora c TEKCTOM.
IIpociymuBaHue ayauo- U BHUACO3AIUCEN IO 3aJaHHOM TEME,
pelieHne pacdeTHO-TpadUIecKuX 3aJaHui, pelieHue 3aaad o
AITOPUTMY U .

IToaroroBka x
JUCKYCCUU

Juckyccus — 3To 00CyKIeHHEe KaKOTo-T1M00 CIIOPHOTO BOMPOCa,
npo6aeMbl. BaxkHOH XapakTepUCTUKON TUCKYCCUU, OTIMYAIOIIEH
€€ OT JPYTUX BHUJIOB CIOpPa, SABJISETCS apryMEHTHPOBAHHOCTD.
Jluckyccus mpenoaraeT BEIpadOTKY U aKTUBHOE TTPOIBUIKCHHE
CBOEH TOYKM 3peHUs 10 H3ydyaeMod TmpoljemMe, YMEHHE
BBICITYIIATh ~QJIBTEPHATHBHYIO TOYKY 3pEHUS, BCTYNUTh B
MOJIEMUKY, HA OCHOBE M3JIOKEHHSI M Y4YeTa BCEX TOYEK 3pEHUs
MPUATH K 00bEKTUBHOMY PE3yIIbTaTYy.

OcHOBHBIE 1Iary MPU TOATOTOBKE K JUCKYCCHU.

Bribop TeMbl IUCKYCCHHM ONpeAessiercs LeasIMH OOyueHHs u
comepxanueM ydeOHoro marepuana. [Ipu sTom Ha oOcyxneHue
00y4aromuxcst BBIHOCATCS TEMbl, HMEIOIINUE MPOOIEMHBII
XapakTep, coJeprKaiiue B ce0e MPOTUBOPEUMBBIE TOUKH 3PEHMUS,
JUJIEMMBI, 3a]IeBAIOIUE MPUBLIYHBIC YCTAHOBKH OOYUYaOIIUXCSI.
Tema pazOuBaeTcsi Ha OTIENbHBIE BOMPOCHl, KOTOpBIE
cooOmiarorcss  oOydaromMcs.  YKasbIBaeTcs  JIUTEparypa,
CIPaBOYHBIE MaTepHallbl, HEOOXOIWMBbIE i TOATOTOBKU K
JMCKYCCHH.

IIposeodenue ouckyccuu.

dbopMynupoBaHue TPOOIEMBI U LIEJIeH TUCKYCCHH,

CO3/1aHM€ MOTHBALIUU K OOCYXICHHUIO - OIpe/ieJIeHHe 3HaYMMOCTH
npoOJIeMbl, yKa3aHHe Ha HEPEIICHHOCTh U MPOTUBOPEUHBOCTH
BOMpOCa U T.J.;

YCTaHOBJICHHE PETJIaMEHTa TUCKYCCHH U €€ OCHOBHBIX ATAIlOB;
COBMECTHAs BbIpa0OTKa MPaBUJI TUCKYCCHUHU;

BBISICHCHHE OJHO3HAYHOCTH TIOHMMAHUS TEMBI JTUCKYCCHH,
WCIIOJIb3yEMbIX B HEH TEPMUHOB, TOHSATHM.

Ilpuemvl 66edenus 6 OUCKyccuro:

peIbsBICHUE MPOOJIEMHON CUTYaINH;

JIEMOHCTpAaIHs BUCOCIOKETA;

JEMOHCTpAIIHS MaTEpPHATIOB (CTaTeH, TOKYMEHTOB);

pOJIeBOE MPOUTPHIBAHKE TPOOIEMHON CUTYAIINH;

aHAJIW3 TPOTHBOPEUYUBBIX BBICKA3bIBAaHUM - CTOJIKHOBEHHE
IPOTHBOIOJIOXKHBIX TOUEK 3PEHUS Ha 00CYkKTaeMyto MpodiiemMy;
MOCTaHOBKA MPOOJIEMHBIX BOITPOCOB;
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QIbTEPHATUBHBIA BBHIOOP (YYacTHUKAM Ipenjiaraercs BbBIOpaTh
OJHY W3 HECKOJBbKHX TOYEK 3PEHHS WM CIIOCOOOB pEIICHUS

poOIeMBbl).
NuauBunyanbHbie 3HAKOMCTBO C OCHOBHOM W JIOMOJHHUTEIBHOW JIUTEPATYPOH,
3a/laHus BKJIIOYAsi CIPaBOYHBIE W3JaHMs, 3apyOeKHbIE HCTOYHUKH,

KOHCIIEKT OCHOBHBIX TIOJIO)KEHUH, TEPMHUHOB, CBEICHUMH,
TPEOYIOIHXCS JUISt 3aIIOMHUHAHUS U SBISIIOIIHAXCS
OCHOBOITOJIATalONIMMU B 3TOH TeMe. CocTaBiieHHEe aHHOTAIIUH K
MIPOYUTAHHBIM JIUTEPATYPHBIM UCTOYHUKAM H JIP.

Ompoc Ompoc - 3TO CpPEeACTBO KOHTPOJIs, OPraHU30BaHHOE Kak
crienanbHas Oecefa mpernogaBarens ¢ 00yJaroIuMCcs Ha TEMBI,
CBA3AHHBIC C M3y4aeMOM [HCLUIUIMHOM, W pPacCCUMTAHHOE Ha
BBISIBJICHHE O00BheMa 3HAHUN O0YYaroIIerocsi Mo OMpeeIeHHOMY
pasneny, Teme, mpobieme u T.1. [Ipobremarnka, BBIHOCHMAs Ha
OMpOC OmpefesieHa B 3aJaHUSX I CaMOCTOSITENbHON paboThI
00yJaromerocs, a Takyke MOXET OMPEACISATHCS MPEToJaBaTelieM,
BEJYIINM CEMHHAPCKUE 3aHATHA. Bo BpeMs mpoBeeHHs orpoca
oOyJaromuiicss JTOMKEH YMETh OOCYIUTh C TMpernojaBaTelieM
COOTBETCTBYIOIIYIO TPOOJIEMAaTHKY Ha YPOBHE JAHAIIOTA.

Tekymunii Opranm3yeTcss Kak OJJIeMEHT Y4YeOHOro 3aHsATHS B  BHUJC
KOHTPOJIb BBIIIOJTHECHU S o6yqa}0mI/IMI/Ic;1 OJIOKa 3aJaHWil B MHMCHMEHHOM
(KOHTPOJILHBIN dbopme 1Mo 3aIaHHBIM TEMaM JUCITUTITHHBI

cpe3)

IToaroroBka x [Ipy moxaroroBke K 3a4€Ty C OICHKOH HEO0OXOAMMO
3a4€Ty C OLIEHKOM OPUEHTHUPOBATHCS Ha KOHCITEKTBI JeKIuii, padbouyro

nporpaMmy ydeOHOW JMCIUIUIMHBI, HOPMATUBHYIO, YIEOHYIO H
pekoMeHayemMyto Jutepatypy. OCHOBHOE B MOJITOTOBKE K 3a4ETy
C OIGHKOW 93TO TIOBTOPEHHE BCEro MaTepuaya y4eOHOU
TUCIUTIMHBI, TI0O KOTOPOMY HeoOXoauMo caaBaTh. Ilpum
MOATOTOBKE K c1aue 3a4€Ta ¢ OIIEHKON 00yJaromuiics Becb 00beM
paboThl  JOJKEH  paclpeiessTb PpPaBHOMEPHO IO  JHSM,
OTBEJICHHBIM I IOJATOTOBKH, KOHTPOJHMPOBATh KAXKIbIA JEHb
BBITIOJTHEHHE HAMEUCHHOU paOOTHI.

8.3. Memoouueckue pexomenoauuu no NOO20MOBKE RNUCbMEHHBIX padom (Kypcoewvix,
KOHMPOIbHBIX, pedhepamos, KOHCREKmM o8 u m.n.)

®opMa NMCbMEHHOM

Ne MeToanuyeckne peKOMeH AU
padoTbI
Hamnucanue Hanucanne  KOHcmekTa  JEKUMM:  KpaTko, CXEMaTH4HO,
KOHCIIEKTA JIEKITUH MOCJIeIOBATEIbHO (DUKCUPOBATH OCHOBHBIC MTOJIOKEHHUSI, BHIBOIHI,

bopMymTUpOBKH, 0000IIEHUs; TIOMEYaTh BAXKHBIE MBICIH,
BBIICNIATh KIIIOUEBBIE CJIOBA, T€pMUHBI. IIpoBepka TepMHUHOB,
MOHATUI C TOMOIIBIO SHIMKIIONEINN, CIIOBAPEN, CIIPABOYHUKOB C
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BBIMICHIBAHUEM TOJKOBaHUN B TeTpagb. OO03HAYUTH BOMPOCHL,
TEPMUHBI, MaT€pUajl, KOTOPBIA BBI3BIBAET TPYJHOCTH, IOMETUTH U
MOIBITAThCSl HAWTHU OTBET B PEKOMEHIAyeMOM autTeparype. Ecnu
CaMOCTOSITENIHO HE yJaeTcs pazobpaTbCsi B  Marepuale,
HE00X0IUMO CPOPMYITUPOBATH BOIIPOC U 337aTh MPEMOAABATEIIO
Ha KOHCYJIBTAIINH, HA IPAKTUYECKOM 3aHATHH.

Hoxkmang

Jlokiian — BHUJ CaMOCTOSITETLHOW paboOThI, CIIOCOOCTBYET
(GOpPMHPOBAaHMIO  HABBIKOB  HCCIEAOBATEIbCKOW  paboTHI,
pacmmpsieT Mo3HaBaTeIbHBIE MHTEPECHI, MPUYYAET KPUTUICCKHU
MBICITUTb.

[MoaroroBka mokiIama MpeaycMaTpUBAaeT CHUCTEMATHYECKYIO
paboTty 00yJaromuxcs, yMEHUE MOJIb30BATHCS PEKOMEHI0BAaHHON
auteparypoil. OHa BKJIIOYaeT B ce0s CIEIYIONIUE STAllbI:

- cocTaBJIsieTcs IJIaH JOKJaja myTeM 00O0OIIeHUs U JJOTHYECKOrO
MOCTPOCHUS MaTepuana JI0KIaia;

- MOJIOUPAIOTCS OCHOBHBIC HCTOYHUKH UH(OpMAIINN;

- CHCTEMaTU3HUPYIOTCS MOJTYYEHHbIE CBEACHMS IyTeM H3yueHUs
Haubosee BaKHBIX HAYYHBIX pabOT MO JaHHOHM Teme, MepeuyeHb
KOTOPBIX, BO3MOXKHO, JJa€T CaM MPEIo/1aBaTeb;

- JlenalTcs BBIBOABI M 0000IIEHHS B pe3yibTare aHalu3a
M3YYEHHOTO MaTepuasa, BBIJCIICHUs Hanbojiee 3HAYMMBIX IS
packpeITUsi  TeMbl  JAoKiIaga  (akToB, MHEHHH  pa3sHBIX
HCCIIeq0BaTENCH.

[TocTpoenue noknanga, Kak v 1000 Apyroit Hay4dHOU pabOTHI,
TPaJULIMOHHO BKJIIOYAeT TPU YaCTU: BCTYIUIEHHE, OCHOBHYIO
YacTh MW 3aKiliodeHue. Bo  BerymieHun — 0003Havaercs
aKTyaJlbHOCTb HCCIIEAYEeMOU B JOKJIAJe TEMbI, yCTAaHABINBACTCS
JoTUYecKas CBS3b €€ C JPYIMMH TeMaMHu. B 3akirodeHuun
GbopMynupylOTCS ~ BBIBOJBI, JAENAIOTCA  MPEMJIOKEHUS U
MOTYEPKUBACTCS 3HAYEHNUE PACCMOTPEHHOMN MPOOIEMBI.

KontponbHas pabora

KontponbHas paboTa — OpUrHHaIbHOE COYMHEHNE HEOOIBIIIOTO
pasmepa, B KOTOPOM H3JIaratoTcs KOHKPETHBIC Pe3yJIbTaThl
M3y4eHUs 00ydaeMbIM JUCITUTIINHBI (PE3yJIbTaThl COOCTBEHHOTO
UCCIIEIOBaHUsl 110 KOHKpETHON Teme). B xoxme HammcaHus
KOHTPOJIbHOW paboThl 00y4aemblii MpUOOpeTaeT HaBBIKU
CaMOCTOSITENIbHON pabOoThI C HAYYHOM, YUeOHOM U CriennanbHOMI
JUTEPaTypOH, YUUTCS aHAIU3UPOBATh UCTOYHUKH U IPaMOTHO
u3JaraTh CBOM MBICTH. BBINOMHEHHE KOHTPOJILHOW paboThI
BKJIIOYAET PsJl ATAIOB:

—  BBIOOp TEMBI U ITOJI00P HAYYHBIX UCTOYHUKOB;

— M3YyYCHHE HAyYHOU JUTEpaTyphl, aHAJIU3 U 0000IIeHHE

MaTepHaJIoB IO MPoOJIeMe UCCIIEIOBAHUS;

— (¢dopMyIUpOBaHUE OCHOBHBIX MOJIOXKEHUN U BBIBOJIOB;

— odopMIIEHHE KOHTPOJIHHOU PaOOTHI.
OdopmiieHne sBIsETCS 3aBEPLIAIOIIAM 3TallOM KOHTPOJIbHOM
pabotel. BeiOOp TeMbl M TOA00p MCTOYHUKOB JIOJDKEH OBITh
COTJIACOBaH C HAYYHBIM PYKOBOJHUTEIEM, BeyIIUM rpeamet. Ha
OCHOBE COOpaHHOrO0 MaTepuaiga yYTOYHSIETCS CTPYKTYpa,
cofiep)kaHue W 00BeM KOHTPOJbHOM paboThl. TexHuueckue




®opMa NMCbMEHHOM

p360TbI MeTtoanueckue PEKOMEHIAUU

TpeboBanus Kk padore: o0beM 10-12 cTpaHHIl MAIIMHOMMCHOTO
TEKCTa, OTIedaraHHoro yepe3 1,5 umHTepBaa. KoHTposbHas
paboTa JOKHA UMETb: THUTYJIBHBIM JIMCT, COJAEpIKAIIUA:
HazBaHue paboter, ®.M.0O. aBTOpa W HAYYHOTO PYKOBOIUTEIS,
Ha3BaHWe (akynbpTeTa, Kypca, TOJ W MECTO HAIHMCAHUS,
coJiep’)kKaHuEe Ha OTHENBHOM CTpaHHUIle, HyMEpaluio CTPaHULI.
Cmpykmypa KoumpoObHOU pabomul 6KIo4Yaem: 3arojioBOK,
BBEJICHHE, OCHOBHYIO 4YacTh (M3JI0)KCHHE [IBYX BOIIPOCOB),
3aKJIFOUYEHUE, CIUCOK WCIOJIb30BAaHHBIX HCTOYHUKOB U
JUTEPATYPHI.

3aronoBok (Ha3BaHHWE) OTpaKaeT TEMYy JaHHOTO COYMHEHHUS M
COOTBETCTBYET coJiep>KaHui0. BBeneHue (BBOJHAS YaCTh) JOJIAKHO
OBITh KPaTKUM M TOYHBIM. B HEM 000OCHOBBIBACTCSl BHIOOP TEMHI,
bopmynupyercs 1enb padbotsl. OCHOBHAS YaCTh AEJIUTCS Ha IJ1aBbI
B COOTBETCTBUMU C 3amadyaMu paboThl. JlaeTcs ompeneneHue
MOHSITHUSIM UCCIIETYyEeMbIX SBJICHHUI U MPOLIECCOB, PACKPHIBAIOTCS
WX CYITHOCTh M 0cCOOeHHOCTH. B HEOOombIION paboTe YacTH MOTyT
HE BBIJENATh, HO Ka)/1asi HOBasi MbICIb OGOpPMIISIETCSI B HOBBIN
a63arl. 3akiroueHre uMeeT (GopMy BBIBOJOB, COOTBETCTBYIOIIUX
JTanam McciaenoBaHus, Wik GopMy pe3rome.

9. MEPEYEHb MTH®OPMAIIMOHHBIX TEXHOJIOT M.

[Ipy m3ydyeHHH AUCUHUIUVIMHBI OO0YYarOIMIMMHCS HUCIHOJB3YIOTCS CleAylolue HH(pOpMaloOHHbIE
TEXHOJIOTHU:

-ayJIJMOBU3yaJIbHOE TMpPEACTaBICHUE OOYy4YalOUIMMCS C TOMOIIBI0O KOMIIbIOTEpa COJIEepKaHus
OTJICTHHBIX TEM JUCIMILTUHBI HA JICKIIHOHHBIX 3aHSATHSX;

-npefocTaBieHre 00ydaruMes 10CTyna K yaeOHOMY IJ1aHy, paboueil mporpaMMe AUCHUTIITNHBI
B 3JICKTPOHHOI (hopMe, K ANIEKTPOHHO-ONOIMOTEUHOM CUCTeMe HHCTUTYTA, COAepIKaIlel yaeOHo-
METOJMYECKHEe MaTepHasibl MO JUCHUIUIMHE B JJIEKTPOHHOM (dopMe, K MH(GOPMAaLMOHHBIM
CIIPAaBOYHBIM CHCTEMaM, KOTOPBIE HWCIIONB3YEeTCsSs NPHU OCYIIECTBIECHUH 00pa30BaTEIbHOTO
mporecca Mo JAWCHUUIUIMHE, MOCPEACTBOM AJIEKTPOHHON HH(POPMAIIMOHHO-00pa30BaTeIbHON
Cpeapl WHCTUTYTAa W3 JIO0OW TOYKHM, B KOTOPOM HMeEeTCs IOCTyHn K HH(OPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHOU ceTu « HTepHeTY;

-pukcaius Xoja 00pa3oBaTENBHOrO MpOIecca MO AUCHUIUIMHE MOCPEACTBOM AIICKTPOHHON
nH(pOpMaIMOHHO-00Pa30BATEIHFHON CpeIbl HHCTUTYTA;

-popMUpOBaHUE DIIEKTPOHHOTO TOPTHOIUO OOYYAIOMIErocs MO TUCIUIUIMHE TOCPEICTBOM
3EKTPOHHOU MH(OPMALIMOHHO-00pa30BaTENbHOM Cpe/ibl MHCTUTYTA.

[Ipu ocymecTBiaeHnn 00pa30BaTENBHOTO Mpollecca MO TUCHUIIMHE UCIOIB3YETCs CleyIoliee
JUIEH3UOHHOE MPOrpaMMHOe o0ecrieueHue:

Word, Excel, Power Point;

Adobe Photoshop;

Adobe Premiere;

Power DVD;

Media Player Classic.

10. OIMCAHUE MATEPUAJIBHO-TEXHUYECKOM BA3bl, HEOBXOIUMOM JIJIs1
OCYHIECTBJIEHHUSA OBPA30OBATEJIBHOI'O ITPOLHECCA ITIO JAUCIUIIJIMHE



HaunmenoBanmne 000py10BaHHBIX YI€OHBIX KAOMHETOB,

Bun yueOHBIX 3aHATHH IO OOBEKTOB JIJIsl IPOBEACHUS MPAKTUICCKUX 3aHITUI C
JVCIIATUTHHE NepEeYHEM OCHOBHOTO 000PYAIOBaHMS U IPOTPAMMHOTO
obecrnieueHus
3aHATHUS JIEKIMOHHOTO [lorounass  ayauTopus, OCHANICHHAs  MPOCKIMOHHBIM
THTIA o0opynoBaHueM

CamocrosarenbHas padora |OcHaméHHas NepCOHANBHBIMU KOMIBIOTEPAMU, UMEIOLTIMH
CTYJICHTOB BbIXOJ B HMH(OPMAIMOHHO-TEIEKOMMYHUKAIIMOHHYIO CETh
«lHTEepHET», CHENUaATN3UPOBAHHBIX KJIACCOB, OCHOBHbBIE
U3MEpUTENIbHbIE YCTAaHOBKM U 000OpyHOBaHUE, CTEH[BI,
TEXHUYECKHE CPeICTBa OOyYeHHsSI M Ip. B COOTBETCTBUU C

@®T'OC BO u OIIOIT BO)

11. O0ecnieueHne 00pa30BaTEJIbHOIO MPOIECCA JJIS JIUI] C OTPAHNYEHHBIMU BO3MOKHOCTAMU
310pPOBbSI M HHBAJINAOB (MpH HaTU4Yun(

B xome peanuzanuy OUCUMIUIMHBI HUCIOJB3YIOTCA CIEAYIONIME JOMOJHUTEIBHBIE METO]IbI
00y4eHHs, TEKYILIEro KOHTPOJIs YCIIEBAEMOCTH U MPOMEKYTOYHOU aTTecTalliy o0y4yaroumxcs B
3aBUCHUMOCTH OT UX WHIUBUAYAIBHBIX OCOOEHHOCTEH:

. JUISL CJICTIBIX U CITa0OBUIAIINX
- TIeKIMU 0(hOPMIISIOTCS B BUZE DJIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C TOMOILBIO KOMITBIOTEPA
CO CHEeLHATU3UPOBAHHBIM IPOrPAMMHBIM 00€CIEUeHHEM;
- MUCbMEHHBIE 3a/1aHUS BBIIOJIHAIOTCA Ha KOMIIBIOTEPE CO CIIELNATN3UPOBAHHBIM IPOTPaMMHBIM
o0ecrneyeHneM, UM MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM;
- o0ecrieunBaeTCs MHAUBHUIyalIbHOE paBHOMEpHOE ocBerieHne He meree 300 Jrokc;
- 17151 BBITTOJIHEHUS 3aJaHUs TIPH HEOOXOITMMOCTH IIPEAOCTABIIAETCS YBEIMUMBAIOIIEE YCTPOUCTBO;
BO3MOYKHO TaK)Ke MCIIOJIb30BaHUE COOCTBEHHBIX YBEITMUMBAIOIINX YCTPOUCTB;
- IUCbMEHHBIE 33JaHUsI OPOPMIISIOTCS YBEJIIMYEHHBIM HIPUPTOM;
- 9K3aMEH M 3a4€T MPOBOJATCA B YCTHOM (hOopMe WM BBIMOJHAIOTCS B MUCBMEHHOH (opme Ha
KOMIIBIOTEPE.

o JUISL TITYXHUX ¥ cIa00CTBIIIATHX:
- Jekuuu O(GOPMISAIOTCS B BHJAE DSJCKTPOHHOTO JOKYMEHTa, JMOO TpenocTaBiseTcs
3BYKOYCHJIMBAIOIAs alapaTypa HHAUBUAYAIBHOTO MOJIb30BaHUS;
- IMCbMEHHBIE 33aJJaHMsI BBIMOIHAIOTCS Ha KOMIIBIOTEpPE B MUCBbMEHHOM (popme;
- 3K3aM€H U 3a4€T MPOBOAATCS B MMCBbMEHHOM (pOpME Ha KOMIIBIOTEPE; BOZMOKHO IPOBEICHHE B
dbopMe TecTUpOBaHHS.

o JUISL JIUL, C HAPYUICHUSIMU OIIOPHO-JBUTATEIBLHOTO aIapara:
- IEKIIMU 0(hOPMIISIOTCS B BUZE DJIEKTPOHHOI'O TOKYMEHTA, JOCTYITHOTO C OMOILBIO KOMITBIOTEPA
CO CHeUHATU3UPOBAHHBIM IPOTPAMMHBIM 00€CTIeUeHHEM;
- IUCbMEHHBIC 3a/1aHU BBIIOJIHAIOTCA Ha KOMIIBIOTEPE CO CIIENUATIN3UPOBAHHBIM IPOTPaMMHBIM
obecreueHueM;
- 3K3aMEH M 3a4€T NPOBOJATCA B YCTHOM (hOpME WM BBINOJIHAIOTCSA B MUCBMEHHOH (opme Ha
KOMIIBIOTEPE.
ITpu HEOO6XOIMMOCTH NpelyCMaTPUBAETCSl YBEIMUEHNE BPEMEHH [UIs TOJrOTOBKH OTBETA.
[Iponienypa npoBeaeHHsI MPOMEXKYTOUHOM aTTeCTallMy Ui OOy4YaroIIMXCs YCTaHABJIMBACTCS C
y4€TOM HMX MHIMBUAYAJIBHBIX MCHUXO(U3NYECKUX OcOOeHHOCTel. [IpoMexyTodyHas aTTecTaius
MOJKET IIPOBOIUTHCS B HECKOJIBKO 3TAIOB.
Ilpu mnpoBeneHHM NpoLETYpbl OLEHUBAHHUA pE3YJIbTATOB OOY4YEHMsS NpeaycMaTpUBaeTCs
UCTIOJIb30BAaHUE TEXHUYECKHX CPEACTB, HEOOXOIMMBIX B CBSI3M C HWHAWBUIYAIbHBIMU
0COOEHHOCTAMH 00yUarOIIKUXCsl. DTH CPEACTBA MOTYT OBITh ITPEOCTaBIEHBl YHUBEPCUTETOM, WIIN



MOTYT HCIIOJIb30BAThCSI COOCTBEHHBIE TEXHUYECKHIE CPE/ICTBA.

[TpoBenenmne nporueaypbl OLIEHUBAHUS PE3YNIbTaTOB OOYyUEHHUs TOIYCKAeTCsl ¢ UCIOJIb30BaHUEM
TUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHUH.

OGecneunBaercs 10CTyNn K HWHGOPMAIMOHHBIM W OuOIMorpadguieckuM pecypcam B CETH
WNureprer mnst kaxmaoro oOyudaromierocss B (GopMax, aJaNTHUPOBAHHBIX K OTPAHUYCHHSIM HX
3JI0POBBS U BOCTIPUATHUS HHPOPMAIUH:

o JUTSI CTICTIBIX ¥ CTTAa0O0BUISIIINX
- B IeYaTHOU (popMe yBETMUYCHHBIM MIPUPTOM;

- B opMe 3IEKTPOHHOTO TIOKYMEHTA;
- B popme ayauodaiina.

o JUTSI TITYXHUX U CIIa00CTBIIIANINX

- B Ie4aTHoH ¢opme;
- B popMe 3JEKTPOHHOTO TIOKYMEHTA.

o JUTSE 00YJArOIIUXCS C HAPYIIEHUSIMU OIIOPHO-IBUTATEIILHOTO armapara:

- B Ie4aTHoH ¢popme;
- B popMe 3JEKTPOHHOTO TIOKYMEHTA;
- B (hopme ayanodaiina.

VY4eOHble ayAUTOPHUH 711 BCEX BUIOB KOHTAKTHOM M CAaMOCTOSITENIbHOM paboThl, HAy4YHAs
OubnuoTeka W WHBIC TOMEIICHUS IJisi OOyYeHUs OCHAIICHBI CHEIHATLHBIM OOOPYIOBaHHEM U
y4eOHBIMU MECTaMH C TEXHHUYECKUMHU CPEJICTBAMU O0yUEHUS:

o JUTSI CTICTIBIX ¥ CTTAa00BUISIIINX

- YCTPOMCTBOM JiJisl CKaHUpOBaHUs U uTeHus ¢ kamepoit SARA CE;
- nucreeM bpaitns PAC Mate 20;
- npuaTepoM bpaitng EmBraille ViewPlus;
o JUISL TITYXHX U cJTa00CbIIIaNInX
- ABTOMATHU3MPOBAaHHBIM pabOYUM MECTOM JMJisi JIIOJIed ¢ HapylleHHeM ciyxa u
¢71a00CIIBIIIAIINX;
- aKyCTUYECKUI YCUIIMTEb U KOJIOHKHU;
o JUTSE 00YYArOIIUXCS C HAPYIIEHUSIMU OIIOPHO-IBUTATEIILHOTO armapara:
- IEPEABIKHBIMU, PETYIIHPYEMBIMU 3proHomudeckumu napramu CU-1;
- KOMITBIOTEPHOM TEXHUKOM CO crielnaIbHbIM POrpPaMMHBIM 00€CTIEYEHHEM.

CocraBuTtenb(un):
Kanouoam ucmopuuecxkux nayx, ooyeum, Anmonosa O. E.
Ilpenooasamens, Aumonoe H.A.



PadoTa ¢ JOKYMEHTAMM OI'PAHUYEHHOr0 MOJL30BAHUS
46.03.02. lokyMeHTOBeIeHHE U APXHBOBEICHHE
HcTopuyeckoe apXuBOBeICHHUE

Lens qUCIUTIIMHBIL:

HOJATrOTOBUTH 00yYaromerocss K paboTe ¢ JOKYMEHTaMU OTPAHUYECHHOTO JOCTYNA YUYPEKICHHM
pa3MUHBIX OPraHU3allMOHHO-NPABOBBIX (OPM B YCIOBUSAX NPUMEHEHUS TPATULMOHHON U
aBTOMATH3UPOBAHHOM TEXHOJIOTUI 0OpabOTKH.

3agaun:

W3YYUTh 3aKOHOJATCIIbHYI0O W HOPMAaTUBHO-METOJMYECKYIO 0a3zy JTOKYMEHTaIlMOHHOTO
obecrnieueHns KOH(DUICHITUAIBHOMN 1eATeThbHOCTH;

Hay4UTHCSI TOHUMATh CYIITHOCTb ITPOIIECCOB, MMPOUCXOAIINX B 00J1aCTH KOH(UICHIIUATIEHOTO
JIETIOTIPON3BO/ICTBA U BBISIBIIATH TCHICHIIUU €TI0 PA3BUTHS;

W3Y4YUTh OCHOBHBIC HAIIPaBJICHUS W METOMbI 3alIUTHI JOKYMEHTHPOBAHHON WH(OpPMAIUU OT
Pa3TUYHBIX BUJIOB YIPO3 B MPOIECCE €€ CO3AaHMsl, 00pabOTKH, UCTIONB30BAHUS, XPAHCHHUS,
MIPUBUTH HABBIKHU TMOJITOTOBKHU M M3JIaHUs KOHPUACHIINATBHBIX JOKYMEHTOB;

YCBOUTH ITpaBUJjIa OPraHU3aIllUN BCEX ATANOB PA0OT ¢ KOH(MUICHITUATBHBIMH JIOKYMEHTAMH,
OBJIQJIETh TEXHOJIOTHSIMHU 3aIUTH U 00paOOTKH KOH(MUIECHIINATBHBIX JTOKYMEHTOB

JucnunnuHa (Mo0y/ib) HanpaBiieHa Ha (OPMHUPOBAHUE CISTYIOMNUX KOMITCTCHITHN:

I[InanupyemMblie pe3yJbTaThl
o0yueHusi M0 AMCUMILINHE,

®opmupyemMble .
NHaukaTopbl KOMIETEHUMA | XapaKTepu3ywIllue 3Talbl

KOMIIETCHIIUHN
¢popmupoBanus
KOMIIeTeHIH i

IMK-1 CriocoGHOCTh PUMEHSTH [1K-1.2. Bnageer ocHoBaMH 3HaTh: 0OIIME OCHOBBI IBIKEHUS

HAYYHO-METOUYCCKUEC OCHOBBI OpraHW3alUK XPAHCHHUS, JIOKYMEHTOIIOTOKOB) W METOJBI

JIOKYMEHTOBEIACHHUS U KOMIUICKTOBAHUS, yUeTa U VOpPABJICHUS MMM,  HCTOYHHKH

apPXUBOBEICHHS B HCIIOJIb30BaAHUS TOKYMEHTOB KOMITJIEKTOBAHMS

npodeccroHabHOM chepe YaCTHOH (OPMbI COOCTBEHHOCTH rOCYAapCTBEHHBIX u
BEJIOMCTBEHHBIX apXHBOB, CpPOKH
XpaHEHHs JIOKYMEHTOB B
YUPEIKICHUSX, MOPSIIOK
B3aUMOICHCTBUS MEXTY
YUPEKICHUSIMU,  MPEANPUSATHIMH,
OpraHu3aIUsIMU u
rOCyIapCTBCHHBIMH aApXHUBaAMH,
MTOPSIIOK MIePEMEICHHS
JIOKYMCHTOB.
YMeTh:  OpraHW3oBaTh  IPHUEM

JIOKYMEHTOB B TOCYAapCTBEHHBII
WIN MECTHBIH apXWB, HPOBEACHHE
9KCHEPTHU3bI IEHHOCTU JOKYMEHTOB
Buagerp: MeTojaMu BBITNOJTHEHUS
TpeboBaHuil Ipu nepeaaye
JIOKYMEHTOB U3 apXUBOB
YUpEXKAECHUI Ha rOCYAapCTBEHHOE
XpaHeHHe

IK-1.3 Pewaer
CTaHJApTHBIE 3a/1a4H
po¢eCCHOHATIBHO e TeTFHOCTH
Ha OCHOBE MH(POPMAITMOHHON U
oubmorpaduueckoit KyabTyphI ¢
IIpUMEHEHNEM HH(OPMAIIMOHHO-

3uaTb: OCHOBHBIE TEOPETHUYECKUE
W TpPAaKTHYECKHE TOIXOABl B

obnmacT  (QYHKIIMOHUPOBAHUSA U
NpUMEHEHUsT  MHPOPMAIMOHHBIX
TEXHOJIOTUI JUTst peLieHust




KOMMYHHUKAIIMOHHBIX TEXHOJIOTHUN U
¢ yueToM TpeOoBaHU
nH(OPMAIMOHHON OE30ITaCHOCTH

(YHKIMOHAJBHBIX 3a7ad  yIpaB-
JICHUS

Ymern: KPUTHYECKHU
aHaIM3UPOBATH " n3jarath
undopmanuio, OCYIIECTBIISITh
MOUCK uH(pOpMAMOHHBIX
WUCTOYHHMKOB,  HCIOJNB3YSl  WH-
(dbopMmaronHbie  0a3bl  TAHHBIX;

COCTaBJIATh OuOIMOrpaduueckue nu
apXHBHBIE 0030DHI.

Buaaaers: ocHOBaMHK
nH(pOpMaLMOHHO-aHATUTHYECKON
JIeSITEIIbHOCTH

1 CTIOCOOHOCTBIO IPUMEHSTH X B
npodeccroHabHOM chepe;
HaBBIKAMH COCTABIICHUS
OoubamorpadguUecKux M apXUBHBIX

0030pOB;
I[IK-5 Bnanenue mpaBoBEIMH IK-5.3 Criocoben 3narp:  0a3oBble  TpeOOBaHMS,
OCHOBaMH JOKYMEHTOBEICHUSI U MPUMEHSTh 3aKOHOJIATEIbHYIO U NpeAbsIBIIsiIeMbIe K OTpPacieBbIM

APXUBOBEICHHUS U CMEXKHBIX
obnacTell 1 IPUMECHECHHUE HX B
npodeccroHansHoOl chepe

HOPMATHBHO-METOIUUYECKYIO 0a3y
CMEXKHBIX o0nacteii B
npodeccroHansHol chepe

nH(pOpPMALMOHHBIM CHCTEMaM;
kiaccudukanuio UHGOPMALMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHH,
npumensieMsix B JIOY u apxuBHOM
Jlene  Ha COBPEMEHHOM  JTarle,
HaMpaBJICHUS, LENM W 334a4d HX
MIPUMCHCHNS;

YMerhb: OPUEHTUPOBATHCS B
COBPEMEHHBIX OTEYECTBEHHBIX
aBTOMATU3MPOBAaHHBIX  CHCTEMax
JIOKYMEHTAI[HOHHOTO 00€CIeUEeHUs
yIIpaBJICHUS;

ONpPENAEIATh BO3MOKHOCTH PEILIEHUS
TUIOBBIX 3a/1a4 JIEJIONPOM3BOJICTBA

B cpeae kopmnopartuBHoi HUC,
TEXHOJIOTUHI KOMMYHHKAIUH,
HOJAEP KUBAEMBIX B

KOPIIOPAaTHBHBIX HH(POPMAMOHHBIX
CHCTEMaX.

OCYIIECTBIIATH BEIOOP CIICIUAIBHBIX
HPOrPaMMHBIX CpencTB
JOKYMEHTAIIHOHHOTO O0ecIieueHus
yIIpaBJICHHUS;

Buiagerb: HaBBIKaMHM OpraHU3aLMH
paboTsI HoJb30BaTesei
nH(pOpMaLMOHHOI CHCTEMOI;
OLIEHKH Ppe3yJbTaTOB BHEIPEHHS
NH(OPMALMOHHBIX TEXHOJIOTHH B
JIOY opranmzanvm.

[IK-5.4 Bnanmeer
HaBBIKaMH pa3pabOTKH U
BHEJ[PEHHSI JIOKAJIbHBIX
HOPMATHBHBIX aKTOB B cepe
JIOKYMEHTALHOHHOTO 00ecIieueHUs
YIPaBJICHUS U APXUBHOTO JeJIa

3HaTh: TpaBWIA CO3MaHHUS U
odopmiteHHs JIOKAJIbHBIX
HOPMATHBHBIX JJOKyMEHTOB;

YMersb: pa3pabaTeiBaTh U BHEIPSTH

MTOJIOKCHHAS 0 CTPYKTYPHBIX
[O/IPa3ICIICHUSX;

pa3pabaTbIBaTh u BHEJPSATH
HHCTPYKIIHU M0  TEXHOJOTHH

paboTHI C JOKYMEHTaMH;

Buagerp: mpaBuiamu co3jaHus H
odopmeHHs JIOKAJIBHBIX
HOPMAaTHBHBIX JOKyMEHTOB.




dopma o0yueHust ceMecTp DopMa KOHTPOJIS

Ounast popma 00yIeHH s 6 3a4€T C OIEHKOM

OO01mast TpPyA0€MKOCTh OCBOSHUS TUCIUTIINHBI (M00)/151) COCTABISAET 3 3aU€THBIX €IMHHUIL




