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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 KOH(PHUICHIIUATHHOTO
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 MOJTOTOBKU U M3JaHUs KOH(PHUIECHIIUATBHBIX TOKYMEHTOB;

— YCBOWTb IIpaBHJjIa OPraHU3alMK BCEX ATANOB Pa0OT ¢ KOH(PUACHIIUATBHBIMH JIOKYMECHTAMH,
OBJIAJICTh TEXHOJIOTUSIMU 3alTUTHI U 00pa0OTKN KOH(PHUIECHIIUATBHBIX JJOKYyMEHTOB

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 apXHUBOBeJeHUE, Mpoduiab — JJoKyMeHTOBeeHHE U JTOKYMEHTAIlMOHHOE
o0ecrieyeHue ynpaBieHHs.
Huctummaa «PaboTta ¢ JOKyMEHTaMU OrPaHUYCHHOTO MMOJIh30BAHU) U3ydaeTcsi B 8§ ceMecTpe,
Ha O4HOU (hopMe oOyueHus u B 8,9 cemectpe Ha 3a04HOU (hopme oOydeHus. BxoaHbie 3HaHUSA,
YMEHHsI U KOMIIETEHITNH, HEOOXOANMBIE IS H3yUeHUs TAHHOTO Kypca, (GOPMHUPYIOTCS B IIPOIIecce
W3YYCHUS TaKUX TUCIHUIUINH, Kak: ['oCyZapCTBEHHBbIC, MYHHUIIMMAIbLHBIE W BEIOMCTBEHHBIC
apxuBbl, Opranu3zanus u Texnonoruu 10OV, KagpoBoe 1e10npon3BoICTBO U apXHUBbI JOKYMEHTOB
1o JINYHOMY cOCTaBy. B pesynbrare ocBO€HMSI NUCHUIUIMHBI (POPMUPYIOTCS 3HAHUS, YMEHUS U
HABbIKM, HEOOXOAMMBIE ISl M3y4YEHHUS CIEAYIOIUX AUCHUIUIMH W TPOXOXKACHUS MPaKTHK:
CoBpemenHnast apxeorpadus. [TyOnukanus nokymeHToB, [IponsBoacTBeHHas MpaKkTHKA: HAyYHO-
uccienoBarensckas pabota, [IpousBojacTBeHHas MpakTUKa: NpeAauIUioMHas. B3aumocBs3b
kypca ¢ gapyrumu guctiumimHamMu  OOIl  cmocoOcTByeT mmaHOMEpHOMY  (HDOPMHUPOBAHHIO
HEOOXOIUMBIX KOMIIETEHIMI U yriyOJIeHHON MOATOTOBKE CTYJEHTOB K PEIICHUIO CHEIHaIbHbBIX
MPAKTUIECKUX MPOPECCHOHATBHBIX 3a1a4.

3. KOMIIETEHIIMX OBYYAIOLIIEI'OCS, ®OPMUPYEMBIE B PE3VYJIBTATE
OCBOEHMUSA AUCHUITJIMHBI

[Iporecc 0cBOCHHUST TUCIMITIIMHBI HANPaBjIeH Ha popMmupoBanue komnereHuuii [7K-1.2, I1K-1.3,
IIK-5.3., IIK-5.4 cootBerctBuu ¢ ®I'OC BO u OIIOII BO no pgaHHOMY HampaBiIE€HHIO
noarotoBku (cnenuanbHoctr) 46.03.02. JlokyMeHTOBelIeHHE M apXHWBOBeIEHHE, NMpoduib —
JIoKyMeHTOBeIeHUE U JOKYMEHTAIlMOHHOE 00ecIIeYeHne YIPaBICHHUS:

Ilepeuenv nnanupyemolx pezyiomamos 00yuenus no oucyuniune (MooyJi).

I[lnanupyemMble pe3y/ibTaThl
NHaukaTopbl KOMIEeTeHUMA | 00y4YeHHs] MO0 JUCUHMILIAHE,
XapaKkTepu3ywuye 3Tanbl

®opmupyeMble
KOMIIETCHIIUH




¢bopmupoBanus
KOMIIEeTeHIH i

ITK-1 CiocoGHOCTb TPUMEHSTH
Hay4HO-METOAMYECKUE OCHOBEI
JOKYMEHTOBEICHUS 1
ApXUBOBEICHUS B
npodeccroHabHOM chepe

TIK-1.2. Bnageetr ocHoBaMu
OpraHU3aluK XPAHCHUS,
KOMIUIEKTOBAHUS, yIeTa ’
HCTIOJIB30BaHUS TOKYMEHTOB
YaCTHOH (POPMBI COOCTBEHHOCTH

3HaTh: 00IIME OCHOBBI JIBHIKEHHUS

JIOKYMEHTOIIOTOKOB) W METOJIbI
VOpaBICHHS  WMH,  HCTOYHUKH
KOMIUIEKTOBAHHUS
rOCyJapCTBEHHBIX u
BEJOMCTBCHHBIX apXHBOB, CPOKH
XpaHEeHUSA JOKYMEHTOB B
YUPESKICHUAX, TTOPSAIOK
B3aMMOJICHCTBHS MEXIY
YUPEIKACHUSIME, TPEIAIPUITHIMHU,
OpraHU3aIUsIMH u
rOCyIapCTBCHHBIMH apXUBaMH,
MOPSIOK TepEeMEIICHUS
JIOKYMCHTOB.

YMeTb:  OpraHm3oBaTh  IpHUEM

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

IK-1.3 Pewaer
CTaHJAPTHBIC 3a/1a4H
poheCCHOHATIBHOM EATEIBHOCTH
Ha OCHOBE MH(POPMAITMOHHON U
6ubmmorpaduaeckoii KyabTypEI ¢
MIpUMEHEeHnEM HH()OPMAIIMOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHH 1
¢ yueToM TpeOoBaHUt
nH(OPMAIMOHHON OE30ITaCHOCTH

3uaTh: OCHOBHBIE TEOPETHUYECKUE
U TOpakTHYECKHEe TMOIXOAbl B

obmactn  (QyHKUMOHMPOBAaHHUS H
NpUMEHEHHsT  MHPOPMAIMOHHBIX
TEXHOJIOTUI JUTst peteHust
(GYHKIMOHATBHBIX  337a4  yIpaB-
JICHUS

Ymern: KPUTHYECKHU
aHaIM3UPOBATH " n3jarath
HH(pOpMaIHIO, OCYLIECTBIISITh
TIOUCK MHPOPMAIMOHHBIX
HUCTOYHHMKOB,  HCIIOJB3Ysl  HH-
(dbopMmaroHHbie  0a3bl  AHHBIX;

COCTaBJIATh OMOIMorpaduueckue u
apXHBHBIE 0030DHI.

Buaapers: ocHOBaMu
UH(OPMALMOHHO-aHATUTHYECKOH
JEeATeTIbHOCTH

U CIIOCOOHOCTBIO IIPUMEHSATD UX B
npodeccroHabHOM chepe;
HaBBIKAMH COCTABIICHHS
O6nbarorpaduuecKIX U apXUBHBIX

0030pOB;
IIK-5 BnaneHue npaBOBbIMU IK-5.3 Cnocoben 3Hars:  0a3zoBble  TpeboBaHUS,
OCHOBaMH JOKYMEHTOBEJIEHUS U IPUMEHSTh 3aKOHOJATEIbHYIO 1 OpeIbABIsSEMBIE K  OTPACIEBBIM

APXUBOBEJICHUS U CMEKHBIX
o0racTeit 1 IPUMCHEHHUE HX B
npodeccroHabHOM chepe

HOPMATHUBHO-METOAMYCCKYIO 0a3y
CMEXHBIX 00NacTeil B
npodeccroHabHOM chepe

nH(pOpPMaLMOHHBIM CHCTEMaM;
kiaccudukanuo UHGOPMALMOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJOTHH,
npuMmensemMbix B JIOY u apxuBHOM
Jlelne  Ha  COBPEMEHHOM  JTare,
HaTpaBJICHUS, HENW H 3aJaddl WX
MIPUMEHCHHS;

YMerhb: OPHUEHTUPOBATHCS B
COBPEMEHHBIX OTEYECTBEHHBIX
aBTOMAaTU3MPOBAaHHBIX  CHCTEMax
JIOKYMEHTALHOHHOTO 00ecIeyYeHus
yIIpaBJICHMUS;




OIPEACIAThL BO3SMOKHOCTH PCHICHUS
TUIIOBBIX 3a1a4 ACJIOIIPOMU3BOACTBA

B cpenae kopropatuBHoii UC,
TEXHOJIOTUHU KOMMYyHUKAIINH,
MOJIIEPKUBAEMBIX B

KOPHOPATHBHBIX HHPOPMAIIMOHHBIX
cUcTeMax.

OCYILECTBIISATH BBIOOP CIIEIUATBLHBIX
MPOTPaMMHBIX CpEICTB
JIOKYMEHTAIUOHHOTO 00CCIeYCHHUS
yIIpaBJICHUS;

Baamers: HaBBIKAMH OpraHU3AIUN
paboThI MOJIb30BAaTENCH
nH(POPMAMOHHON CUCTEMOH;
OLICHKH Pe3yJbTaTOB BHEIPEHHS
HH()OPMALMOHHBIX TEXHOJIOTHHA B
JIOY opranmzanvm.

[IK-5.4 Bnanmeer
HaBBIKaMH pa3pabOTKH U
BHEPCHHUS JIOKAJIbHBIX
HOPMATHBHBIX aKTOB B cepe

3HaTh: TpaBWIA CO3MaHHUA U
odopmieHus JIOKaJIbHBIX
HOPMAaTHBHBIX JJOKyMEHTOB;

YMeTh: pa3pabarbiBaTh U BHEAPSTH

JIOKYMEHTALMOHHOT'O 00ECIICUCHUST | MOJ0KEHHS 0 CTPYKTYPHBIX
yIIpaBJIEHUs U apXUBHOTO Jeia MOJPa3IeICHUSX;
pa3pabaTbIBaTh U BHEJIPSTH
HHCTPYKOMH 1O  TEXHOJIOTHH

paboTHI C TOKYMEHTAMH;

Buajgerb: mpaBuiamMu CO3/aHHS H
odopmiteHHs JIOKAJIbHBIX
HOPMATHBHBIX JJOKYMEHTOB.

4. CTPYKTYPA U COAEPKAHUE JUCHUIIVIMHBI (modyna)

4.1 O6vem oucyunaunst (Mo0oyns)

O0bem (0Omass TPYAOEMKOCTh) IUCHUIIINHBI «PaboTra ¢ JOKyMEHTaMH OTrpaHHYEHHOTO
MOJIB30BaHU» cocTaBisaeT 3 3¢, 108 akaz. yacoB, U3 HUX KOHTAaKTHEIX 42 akaj. 4., CPC 12 akan,.
4., GopMBI KOHTPOJIS DK3aMeH (54 akaf. 4. KOHTPOJIb).

4.2. Cmpykmypa oucyuniunsl 0131 04HOU Popmbl 00yUeHUA.

Buner yue6uoit pabotsl, Bimouad DopMBI TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH
CaMOCTOATENbHYIO paboTy CTY/IEHTOB (no Hedersim cemecmpa)
H - TPYNOCMKOCTL (8 wacax)/ ¢ dopmMa NPOMEKYTOUHOW aTTecTalyu (1o
YKa3aHuEM 3aHATHUU, MMPOBOAUMBIX B
ceMecmpaM)
MHTEPAaKTHBHBIX (hopMax
Ne  |Tema/Pasnen
II/II |QUCUHMILTUHBI ®
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1 Tewma 1: 812 |2 1 Onpoc/ 0oxnad/ npezenmayusi
CoBpemeH
Has
HOPMAaTHUB
HO-
npaBoBas
Oasza,




periaMeHT
UpyroIas
pabotry ¢
JOKYMEHT
amu
OrpaHU4EH
HOTO
II0JIb30BaH
usi

Tema  2:
Ilousrue,
0Cco0eHHOC
TH u
OpraHu3ail
ust
KOH(UICH
[HAJTBHOT
0
JIEJIONIPOU
3BOJCTBA

Koumponvnas paboma 1

Tema  3:
JlokymeHT
HWpOBaHUE
KOH(UICH
[AAJILHON
uH(popMaIl
15471

Onpoc/ 0oxnad/ npezenmayusi

Tema 4:
Yuér
KOH(UICH
[AAJILHON
uH(popMaIl
15471

Onpoc/ doxnad/ npesenmayus

Tema 5
Opranusa
s
KoH(puIeH
IMAJILHOT
0
JOKYMEHT
0o0opoTa

Onpoc/ doxnao/ npesenmayus

Tema 6:
Cucremar
u3amua  u
XpaHeHUe
KOH(UICH
IHaIBLHBIX
JOKYMEHT
OB B
JEIONPOr
3BOJICTBE

Onpoc/ doxnao/ npesenmayus




opranmsait
uu

7 Tema 7:(8 |2 |2 2 2 Onpoc/ 0oxnad/ npezenmayusi
Obecneue
HUE
COXPaHHOC
TH u
KOH(pUICH
UATBHOCT
u
JIOKYMEHT
OB
IK3aMeH 8 2 Hmoecosas KOHMPONbHAA
paboma/3auém c oyenKou

UTOTO: 8 |14 |18 10 | 12 + 54 4. KOHTpOJIb

O06nem (0b6miast TpymoeMkocTh) auciuiuinHbl «b1.B.03 Pabora ¢ mokyMeHTaM# OrpaHHUYE€HHOTO
MOJIB30BaHU» COCTaBIIET 3 3.€., 108 akaj. yacoB, N3 HUX KOHTAKTHBIX 36 akaf. 4., CPC 63 akan.
4., GopMBI KOHTPOJIS DK3aMeH (9 aka. 4. KOHTPOJIb).

4.2. Cmpykmypa oucyuniunul 011 3a04HOU Popmbl 00yUeHUA.
Bunbr yaeOHO# paboThI, BKITIOUYas
CAMOCTOSATENBHYIO paboty DopMBI TEKYLIETO KOHTPOJISI YCIIEBAEMOCTH
CTYJCHTOB (no nedensam cemecmpa)

u TpymoemkocTh (B uacax)/ c | POpMa NPOMEXKYTOYHOH AaTTECTAlUM (10
No yKa3aHHEM 3aHSTHH, IPOBOIUMEIX | cemecmpam)

B MHTCPAKTHUBHBIX (DOpMaAX

I [Tema/Pa3nen
/  |AMcuMUIIMHBL

Cemectp
Jlexun
MPaKTHYECKHE
Kontpoinb

™ (Cemunapsy/
NKP
icpC

1 | Tema 1: 8
CoBpeMeHHa
s
HOPMATHUBHO
-TpaBoBast
Oasa,
periIaMeHTH
pyromas
paboty c
JIOKyMEHTaM
u
OTPaHUYCHH
oro
MOJIb30BaHU
s

2 | Tema 2: 18 1 5 10 Koumponvnas paboma 1
ITonsrue,
O0COOCHHOCT
" "

—

Onpoc/ 0oxnad/ npezenmayusi




OpraHHu3aI
i
KOH(pUICHITH
aJILHOTO
JICIIOTIPOU3B
OJICTBA

3 | Tema 3:18 1 |2 5 10 Onpoc/ 0oxnad/ npezenmayusi
JloxymeHTup
OBaHUE
KOH(UICHIIN
albHOMN
uHpopManu
u

4 | Tema 4:189 |2 |1 3 10 Onpoc/ doxnaod/ npesenmayus
Vuér
KOH(UICHIIH
aIbHOMN
uHpopManu
u

5 | Tema 5:19 1 |1 3 10 Onpoc/ doxnaod/ npesenmayus
Opranuzanu
s
KOH(pHUICHITH
QJIBHOTO
JOKYMEHTOO
Oopora

6 | Tema 6: 19 1 |1 2 10 Onpoc/ 0oxnad/ npezenmayusi
Cucrematus
arust u
XpaHeHue
KOH(pHUICHITH
QITBHBIX
JOKYMEHTOB
B
JIeTTOTIPOU3B
OJICTBE
OpraHu3au
u

7 | Tema 7:19 1 |1 2 7 Onpoc/ 0oxnad/ npezenmayusi
ObecneueHun
e
COXPaHHOCT
u u
KOH(UICHIIN
QITBHOCTH
JIOKYMEHTOB

IK3aMeH 9 Hmoecosas KOHMPONbHAA
paboma/IK3ameH

HUTOTO: 8/9 8 |8 20 | 63

4.3. Cooeporcanue pazoenos oucyuniunvt (Mooyns)



HaumenoBaHue pas3aena
(moxpasnesia, TeMbl) IMCIUTIIUHbBI

Conepxanue

Tema 1. CoBpemeHHas
HOPMAaTHBHO-IIPABOBAs
0a3za, periaMeHTHPYOIas
paboTy ¢ JOKyMEHTaMHu
OTPaHUYEHHOTO
M0JIb30BaHUS

Brenenne. Ilpeamer, conepkanue, 3anayu
Kkypca. Cuctema Jelonpou3BOACTBa B 001acTh
paboTel € JOKYMEHTaMU OTPAaHUYEHHOTO
MOJIb30BAHUA. Kondunennuansnoe
JIeJIONPOU3BOJICTBO.  3aKOHOAATelbHas U
HOPMAaTHUBHO- MeToAnYEecKas 0aza
KOH(UICHIIHATEHOTO JIEJIONPOU3BO/ICTBA.
O030p ¥ XapakTepuCTUKa O00sM3aTeNbHONH U
JOTIOJTHUTEIbHOMN JTUTEPATYPHI,
PEKOMEHIyeMOM JUIsl M3Y4YeHUs! TUCLUUILIAHBI.
CBsi3b Kypca € JpPYTMMU JUCHUIUIMHAMU
cneunanbHoctd. ®3 PO «O6 wunbopmanmu,
WH(OPMAIIMOHHBIX TEXHOJOTHSIX M O 3alluTe
uHpoOpMaluu»  KaKk  OCHOBa  IPAaBOBOTO
pEerynupoBaHUs OTHOIIEHUN B cepe 3ammThl
uHpopmanuu. [IpaBoBoe  perymupoBaHue
OTHONICHUH, CBSI3aHHBIX C YCTAaHOBIICHUEM,
U3MEHEHHEM U  MpeKpalleHueM pexuma
KOMMEPYECKON, CIIY)KEOHOW M IPYrHMX BHJIOB
TallH. AKTyaJbHOCTh W 3HAUYCHHE Pa3pabOTKH
JOKQJIbHBIX ~ HOPMAaTHUBHBIX aKTOB 1o
KOH(UICHIIMATEHOMY JIEJIONPOU3BO/ICTBY.
[Topsimoxk ux pa3paboOTKH, CTPyKTypa U
coJiep’KaHue pa3esioB. AHaIN3 ONbITa paboThI
YUpEXKIACHUNH W OpraHu3aliidi 1Mo pa3padoTke
HOPMATUBHBIX U METOJAMYECKUX

JIOKYMEHTOB 1o KOH(MUICHINATEHOMY
JI€JIONPOU3BOJICTBY

Tema 2: Ilonarue, 0COOEHHOCTH H
opraHuzanysi KOH(HIECHIHAIHLHOTO
JICITOTIPON3BOICTBA

ITonsarue n OCHOBHBIC 3aJa4n
KOH(bI/I,Z[eHI_II/IaHBHOFO ACJIOMPOU3BOJACTBA.
OpI‘aHI/IBaHI/IOHHBIe n TCXHOJIOTHYCCKUC
0COOEHHOCTH KOH(HICHIIMATHHOTO
nenonpousBoacTBa. OmpeneneHne cocrasa
n3gaBacMbIX KOHq)I/II[eHI_[I/Ia.HBHBIX AOKYMCHTOB
Ha craanuu IoAroTOBKHU YCPHOBUKOB )48
IIPOEKTOB JIOKYMEHTOB. PerimaMeHTupoBaHue

TEXHOJIOTHi JIOKYMEHTHUPOBAHHUS
KOoH(puAeHIMAIbHONW WH(OpPMAIUK U PabOTHI ¢
KOH(UICHIIMATBHBIMU JOKYMEHTaMH.
PernamentupoBanue 00s13aHHOCTEH
pabOTHMKOB, JOMYIICHHBIX K pabore ¢
KOH(UICHIIMATEHBIMU JOKYMEHTaMH.
YcraHoBieHue MEePCOHATIBHOMN

OTBETCTBEHHOCTH 3a Y4Y€T, COXPaHHOCTh U
MOPSIIOK OOpatieHusi ¢ KOH(UISHIINATLHBIMU
nokyMeHTamMu. OpraHu3anuoHHbIE  (POPMEI




KOH(UICHITNATEHOTO JIEONPOU3BO/ICTBA.
OcHoBHast  1enb, 3amauud W (QYHKIUHU
no/pa3ieseHUs KOH(UIEHITNAIEHOTO
JIEI0NPOU3BO/ICTBA. VYcranoBnenue ero
cTaTyca, YHCIEHHOTO W  JIOJDKHOCTHOI'O
COCTaBa. Pa3pabotka MOJIOKEHUS 0
MO/Apa3/ICNICHUH, NOKHOCTHBIX HWHCTPYKIUH
pabotHukaMm. (OCOOEHHOCTH HOPMHPOBAHUS
Tpyla paboOTHUKOB MOAPA3ACIICHUS
KOH(UICHIIMATBEHOTO JIeTOMPOU3BO/ICTRA.

Tema 3: JIoKyMEeHTHpOBaHHE
KOH(HISHIIMATBHON HH(pOpMaIH

OnpeneneHne U PErIaMEHTUPOBAHUE
COCTaBa U3/1aBAEMbIX
KOH(UICHIMATBHBIX TOKyMEeHTOB. [IpaBoBoe
OCHOBaHME [UIsl  yCTAHOBJIEHHSA  COCTaBa
nH(popMaIi, OTHOCUMON K KOMMEPUYECKOH U
cily)keOHOI  TailHaMm. DOtambl  paboOTHl 1O
pa3paboTke nepevYHei nHpopmanuu,
COCTaBJISIIOLIEH KOMMEPYECKYIO U CIIY)KEOHYIO
taiiHpl. Kputepun oTtHeceHus mHGOpPMAITUU K
KOMMEpUYECKOi ¥  ciayxeOHOW  TaiiHaM.
CtpykTypa [lepeuns nHpopManuu,
COCTAaBJIAIOLIEN KOMMEPYECKYIO TalHy.
Oco0OeHHOCTH COCTaBJ€HUS U CTPYKTypa
Ilepeuns uHpOpMaIHH, COCTAaBJIIOLIECH
cnyxebnyro Taitny. Llens pazpaborku [lepeuns
U3/1aBaEMBIX KOH(UICHINATEHBIX
JIOKYMEHTOB, MOPSIIOK €ro pa3padoTKu. YYer u
opopmieHne OyMaXKHBIX M  DIIEKTPOHHBIX
HOCHUTENEeH KOH(pUICHIIMATLHON WH(OpMAaITUK.
Bunnl 3JIEKTPOHHBIX HOCUTeIeH
KOH(pHICHIIMATbHON uHpopmanuu.
PermameHnTupoBaHue 10CTyma K MepCoOHATbHBIM
KOMIThIOTEPAM, UCIIOIB3YEMBIX I 00pabOTKH
KOH(HICHIIMATHHONH HH(pOpMAINK; a TaKXKe K
3JIEKTPOHHBIM HOCUTENSIM KOH(GUACHINATHLHON
uH(pOpMAIINK, XPAHAIIUMCS BHE KOMITBIOTEPA.
TpeGoBaHusi K COCTaBIICHHIO, ODOPMIICHUIO U

ydery YEePHOBHKOB, IPOCKTOB
KOH(HICHIIATBHBIX JTOKYMEHTOB.
Ocobennoctu oopmienus
KOHQHICHIMATBHBIX JOKYMEHTOB. PeKBU3UTEI,
UACHTH(DUIHPYIOIIHE JIOKYMEHTBHI,

coJiepkaniye HWH()OPMAIIMIO, COCTABIISIOIIYIO
KOMMEPUYECKYI0 M CIy’)KeOHYIO TailHBI, Kak
JIOKYMEHTBI OI'PAaHUYCHHOT'O JIOCTYIIA.

Tema 4: Yuér xoHpUIESHIHATHHON
nHpopmarun

Onpenenenne MOHATUI «y4er
JOKYMEHTOB» M «PErucTpanusi JOKYMEHTOBY,
IIPAaBOMEPHOCTh UX MCIIOJIB30BaHMS B 00JIacTH
KOH(HICHIIMATHHOTO JEJIONPOU3BOCTBA.
Henn, BU/JIBI U CIIOCOOBI yuera




KOH(HUIECHIIMATBHBIX JOKYMEHTOB. Y4YeT Kak
OCHOBHOE CPEACTBO 00ECIIEYEHHSI COXPAaHHOCTH
KOH(bHHeHHHaHBHBIX JAOKYMCHTOB. ITonsTue
«W3/IaHHBIE KOH(PUICHIUATbHBIC JOKYMEHTBD)
U TexHojorus wux ywera. OcobGeHHOCTH
TCXHOJIOTHUH ydycTa BXOOAIIINUX
KOH(HICHIIMATIBHBIX JOKyMeHTOB. Kpurepun
nepeBoaa KOH(I)I/II[GHI_[I/Ia.HBHBIX AOKYMCHTOB Ha
BBIICJICHHOE XpaHEHWe. TEeXHONOTHs ydera
KOH(HICHIIHATBHBIX JTOKYMEHTOB
BBIICJICHHOTO XPaHCHHSL.

Tema 5: Opranuzanus
KOH(HICHIINATIHLHOTO
JTIOKyMEHTO000pOTa

Onpenenenue MOHSATHUSA
«KOH(UICHINATHHBIN JTOKYMEHTOO000pOTY.
[IpyHOMNBL  palUOHAIBHOW  OpraHU3alUU
KOH(UICHIINATEHOTO JIOKyMEHTO000pOoTA.
CtpykTypa u XapaKTepUCTUKA
ToKyMeHTonoTokoB. Cucrema jJoctynma K
KOH(UICHIHATBHBIM JOoKyMeHTaM. OCHOBHbBIE
3ajaud  cucteMbl jgoctyna. [lomHomouus
JOJIKHOCTHBIX JIMII 10 Pa3peleHuio JocTyna K
KOH(UICHIHANBHBIM JoKyMeHTaM. [lopsmok
opopmiIeHHs pa3pelieHud Ha JOCTyHn K
KOH(QUICHIMANBHEIM  JOKyMeHTaM. [lpuewm,
OPOXOXKACHUE W  TOPSAOK  HCIOJIHEHUS
BXOJIAUINX KOH(HIEHIUAIBHBIX JTOKYMEHTOB.
IlepBuuynast ob6pabotka. IIpenBapurenbHoe

paccMOTpeHue. Paccmotpenue
KOH(bI/I,Z[eHI_II/IaJIBHBIX JOKYMEHTOB
PYKOBOJICTBOM  yupexaeHusd. Hampasienue
KOH(I)I/I,Z[GHI_II/IaJIBHHX AOKYMCHTOB Ha
ucnonHenne. OCOOEHHOCTH  OpraHU3alUU
HUCITIOJIHCHUA KOH(I)I/II[CHI.II/IB..HBHHX
JIOKYMEHTOB. ITopsimox OTIIPaBJICHUSA
KOH(bI/I,Z[eHI_II/IaJIBHBIX JIOKYMEHTOB.
OpraHm alus JABUXKCHU S BHYTPCHHUX
KOH(bI/I,Z[eHI_II/IaJIBHBIX JIOKYMEHTOB.
Opranuzanus JBHKEHUS KOH(UIEHIHMAIbHBIX
JIOKYMEHTOB BBIJICJIECHHOTO XpaHEHMUS.

OcoOeHHOCTH OpraHM3alid W TEXHOJOTHUH
KOHTPOJISI HWCIIOJTHEHHUS KOH(HUICHIIMATBHBIX
JIOKYMEHTOB.

Tema 6: Cucremarusamuss U
XpaHEHHE KOH(UICHITHATEHBIX
JOKYMEHTOB B JICJIONPOU3BOJICTBE
OpraHusanuu

Homenknarypa koH(pUIECHIUATHHBIX €T
KaK COCTaBHas 4YacTh CHCTEMBI JOCTyma K
nokymMeHTaM.  OCOOCHHOCTH  COCTaBIICHHSI
HOMEHKJIATYphl ~ KOH(MWACHIMAIBHBIX  JICI.
dopMupoBaHUE " oopmieHne




KOH(UIEHITNATbHBIX hi(S) [MoaroroBka
KOH(UICHITHATEHBIX JIOKyMEHTOB TUTST
nepefayd B apXWB oOpraHu3anuu. EJuHCTBO
HOPMAaTUBHO-METOJIMYECKUX M TEOPETUICCKHIX
OCHOB TIPOBEJCHUS OSKCIEPTU3BI I[EHHOCTH
OOIIEMOCTYTHBIX W KOH(UICHIMATBHBIX
JNOKyMEeHTOB. OcCOOEHHOCTH OpraHu3alu H
POBEJICHUS IKCIIEPTHU3BI [IEHHOCTHU
KOH(HICHIIMATBHBIX TOKYMeHTOB. [lopsmok
COCTaBJIIEHUS W OQOpPMIICHHS  ONHUCEH
KoHpuAeHIMaIBHBIX  Jen.  Jloodopmienue
KOH(pUIESHIMATBHBIX Jei. [lopsmok mepenaun
KOH(HICHIIMATHHBIX TOKYMEHTOB. [lepBuuHas
obpabotka. [IpenBapurenbHOe paccCMOTpEHUE.

Paccmotpenue KOH (DU ICHITHATEHBIX
JOKYMEHTOB  PYKOBOJICTBOM  YUPEXKICHHS.
Hanpasnenue KOH(HICHITHATbHBIX
JOKYMEHTOB Ha HCHoTHeHHe. Oco0eHHOCTH
OpTraHu3aIuu HCIIOJHEHMS
KOH(UICHIMATBHBIX JTOKYMEHTOB. [lopsmox
OTIIPABJICHUS KOH(HUICHIIHATBHBIX
JIOKYMEHTOB. Opranuzanus JIBHKEHUS
BHYTPEHHUX KOH(UICHIIHATEHBIX
JIOKYMEHTOB. Opranuzanus JIBHKEHUS
KOH(UICHITHATEHBIX JIOKYMEHTOB
BBIJICJICHHOTO XpaHEHUS. OcoOeHHOCTH
OpraHW3allMl W  TEXHOJOTHMH  KOHTPOJIS
HCIIOJTHEHUS KOH(UICHIIHATEHBIX
JIOKYMEHTOB.

Tema 7: ObecrieueHre COXpaHHOCTH TpeGoBanwus K IIOMEIIEHUIM

u KOH(DUIEHINATLHOCTH | T10Apa3aeIeHII KOH(pHIEHIUATEHOTO

AOKYMEHTOB JIeNOTIPOU3BOACTBA M K CIY)KEOHBIM

MIOMEIICHUSAM HCIOJHHUTENEH, paboTalonmx c
KOH(HICHIIMATHHBIMHU JOKYMEHTaMH. Y CJIOBUS
TpyJa, OpraHu3anus 1 060pyaoBaHue pabouux
mect. Ilopsmoxk  odopmiieHuss — Aomycka
pabOTHHKOB K KOMMEPYECKON U CIIyKeOHOM
TalHaM # O0Oy4YeHUus TpaBujaM pabOThl ¢
KOH(HICHIIHATEHBIMHU JTOKYMEHTaMHU.
PernameHnTupoBanmue mopsaka oOpamieHus ¢
KOH(QHICHIIMATHHBIMI ~ TOKYMEHTaMH  Kak
CPeACTBO OOECIICYCHHUS WX COXPAaHHOCTH H
NPEJOTBPALICHUS YTEUKHU COJIEpIKAIIEHCS B HUX
uHpopManuu. Peanuszamnus cucTeMsl JocTyma K
KOH(HICHIIMATHHBIM JOKyMEHTaM. [lpaBuiia
paboThl TIepcOoHaNa ¢ KOH(PHUACHITUATHHBIMHU
JOKYMEHTaMU Ha OYMa)XHBIX M DJIEKTPOHHBIX




HOCHUTEJISIX. IIposepku HaJIu4us
KOH(HICHIIMATIBHBIX TOKYMEHTOB KaK Ba)KHOE

cpeAcTBo oOecrmeyeHuss KOHTPOJIs 3a HX
COXPAaHHOCTBIO. Ha3HaquI/Ie, BHUbI u
IMPUHIUIBI TPOBCACHUSA TIPOBCPOK HATIUYUA

KOH(UICHIIMATBHBIX JOKYMEHTOB

5. OBPA3OBATEJIBHBIE TEXHOJIOT'MHA

Ne Buani yueOHbIX |(O0Opa3oBaTe/ibHbIE
HaumenoBanue pasjaesa .
n/n 3aHATHI TEXHOJIOTHH
1 2 3 4
1. |Tema 1: CoBpemennasi |Jlexyus 1. Beoonas nexyust c
HOPMaTUBHO-TIPAaBOBast 6aza UCNONIL30BAHUEM
KOH(UIEHITNAIEHOTO 8UOCOMAMEPUANO8
JEJI0TPOU3BOJICTBA Cemunap 1.
Onpoc, paszeepnymas beceda c
obcydcoeHuem
CamocmosmenvHnas |00kiada/npeseHmayui.
paboma
Koncynemuposanue u nposepka
0OMAawHUX 3a0aHull
nocpeocmeom 971eKMPOHHOT
noumst/IUOC
2 |Tema 2: Ilonsatue, ocobeHnocTy u|/Iexyus 2. Beoonas AeKyust c
OpraHu3aIus UCNONL308AHUEM
KOH(HUACHIIMATHHOTO 8UOCOMaAMepuanos
JIeIIOTIPON3BOICTBA
Onpoc, paszeepnymas beceda c
obcyscoeHuem
doknaoa/npezenmayuu.
Camocmosmenvras |Koucynomupoeanue u npogepka
paboma 0OMAawHUX 3a0aHull
nocpeocmeom 971eKMPOHHOT
noumst/IUOC
3 |Tema 3: JlokymeHTHpoBaHue|/lekyus 3. Beoonas AeKyust c
KOH(UIEHITNATEHON UCNONIL30BAHUEM
nHpopmarun 8UOCOMaAMepUanos
Onpoc, pazsepwymas beceda c
Cemunap 3. 0bcyacoeHuem
0oKnada/npe3eHmayuu.
Camocmosmenvras |Kouncynomupoeanue u npogepka
paboma 0OMAUIHUX 3a0anuil
nocpeocmeom 9NEeKMPOHHOL

noumvt/UOC




Tema 4: Vuér|/lexyus 4. Beoonas AeKyust c
KOH(UIEHITNATEHON UCNONL308AHUEM
nHpopmarun 8UOCOMAMePUanos
Onpoc, pazsepnymas beceda c
Cemunap 4. obcyacoeHuem
0oKIada/npe3eHmayuu.
Camocmosmenvras |Kouncynomupoeanue u npogepka
paboma 0OMAUIHUX 3a0anuil
nocpeocmseom 9NEeKMPOHHOL
noumvl/SUOC
Tema 5: Opraunuzanusi |/lexyus 5. Beoonas AeKyust c
KOH(UIEHITNAIEHOTO UCNONIL308AHUEM
JTIOKyMEHTO00O0pOTa 8UOCOMAMepuUanos
Cemunap 5. Onpoc, pazsepwymas beceda c
obcyacoeHuem
0oKIada/npe3eHmayuu.
Camocmosmenvras
paboma Koucynomuposanue u nposepxa
0OMAUIHUX 3a0anuil
nocpeocmseom 9NEeKMPOHHOL
noumvl/SMOC
Tema 6: Cucremarusanus u|/lexyus 6. Beoonas AeKyust c
XpaHeHue KOH(HIECHIIUATBHBIX UCNONIL308AHUEM
JIOKYMEHTOB B sudeomamepuaios

ACIIOIMMPOU3BOACTBC OpraHu3alun

Cemunap 6. Onpoc, pazsepnymas beceda c
obcyacoeHuem
00K1a0a/npe3eHmayun.

Camocmosmenvhas

paboma Koncynemuposanue u nposepka
OOMAWHUX 3a0anuil
nocpeocmsom 9EKMPOHHOLL
noumvl/SUOC

Tema 7: O6ecneuenue|/lekyus 7. Beoonas JneKyust c
COXPaHHOCTH u UCNONb308AHUEM
KOH(PHUACHITMATHPHOCTH 8UOCOMaAMepuanos
JIOKYMEHTOB Cemunap 7.
Onpoc, pazsepwymas beceda c
obcyacoeHuem

Camocmosmenvhas |0okiada/npezenmayuil.

paboma

Koucynomuposanue u nposepxa

OOMAUHUX 3a0aHull
nocpeocmeom NEKMPOHHOL
noumvt/UOC

6. OUEHOYHBIE CPEACTBA UIA TEKYHIEI'O KOHTPOJIA YCIIEBAEMOCTH,
IMPOMEXYTOYHOU ATTECTAIIUUA 110 U'TOI'AM OCBOEHUA TUCHUITJIMHBI




Tekymuii KOHTPOJIb BBINOJIHEHUS 3aJaHUi  (KOHTPOJb (OPMHPOBAHUS KOMIETEHIIUIN)
OCYILECTBIIICTCSI PETyJspHO, HauMHAas C MEpBOM Henenu cemecTpa (BXOISIIUN KOHTPOJIB).
KoHTpons U olieHMBaHME BBINOJHEHUS (HAampUMeEp, 3Cce) OCyLIecTBIseTcss Ha 7-12 Hexpene
cemecTpa. Tekymuii KOHTPOJIb OCBOCHHS OTIENBHBIX PA3ACIOB IUCLUILUIMHBI OCYIIECTBIISAETCS
IpU TIOMOIIUM BBIIIOJIHEHUS MPAKTUYECKUX 3aJaHUM, ONpOca, KOHTPOJBHBIX 3aJaHuUd B
3aBEpIICHUH M3YYEHUs KaXaoro pasnena. Cucrema TEKylero KOHTPOJIS yCIEBAEMOCTH CIIY)KUT
HE TOJBKO OIEHKE YPOBHS KOMIIETEHTHOCTHOW IMOATOTOBKH OOYYaroIerocsi U crocoOCTBYET B
JanpHeeM HauOosiee KauyeCTBEHHOMY M OOBEKTMBHOMY OLEHMBAHHIO €ro B  XO€
IPOMEXYTOUHON aTTEeCTAaIlH, HO M CaMOOIIeHKe 00yUalonIerocs, CTUMYJIUPYsI €r0 YCHIIHS.
[Ipomexxyrounas arrectanus no aucuuiuinHe: «Pabora ¢ JOKyMEHTaMH OrpaHUYEHHOTO
I10JIb30BAHUS»

[IpomexxyTodHast aTTecTarus MPOBOIUTCS B (popMe 3aueTa ¢ OLEHKOM

6.1. Cucmema ouenueanuu

dopma Komnerennusi |Onenka
KOHTPOJIsI
Texymmit
KOHTPOJIb:
- onpoc 3aumeHo/He 3a4MmeHo
- yuacmue 6(lIK-1.2, IIK-1.3,|3aumeno/ne 3aumeno
ouckyccuu  Ha|llIK-5.3., [IK-5.4
cemumnape
- KOHMPONbHAS OMAUYHO/XOPOULO/Y0081eMBOPUMENbHO/HEYO08IeMEopUme
paboma 1 JIbHO
(memwi 3)
- KOHMPONbHAS OMAUYHO/XOPOULO/YO08NEMBOPUMENbHO/HEYO08IeMBOPUME
paboma 2 JIbHO
(memwi 6)
[Mpomexyrouna |[IK-1.2, [IK-1.3,|omauuno/xopouto/y0oseiemeopumenbHo/Hey0081emeopume
ST aTTeCTalUs IIK-5.3., I[IK-5.4 |nvno
(3auem c 3aumeHo /He 3aumeHo
OYeHKoll) 3aumeHo (OMIAUYHO, XOPOUwlo, YO0BIeMEOPUMENbHO)/ He
3aumeHo

6.2. Kpumepuu oyenku pe3yibmanos no OuCyuniuHe

Ouenka mo Kpurepun onieHkn pe3yibTaToB 00y4eHHUsI 110 AU CHUILIMHE
AUCHMILIMHE

«OTIIMYHO»/3a4TeH | BricTaBnsercst oOydaroneMycs, eciii KOMIEeTeHIUs(1MH ), 3aKpeTICHHAs
0 3a JUCHUIUIMHOMW, chopMHupoBaHa (MO WHAWUKATOpam/ pe3yibTaTam

oOydeHuss B ¢opMaTe 3HATb-yMETb-BIAJIETh) B MOJHOM O0bEeMe Ha
YPOBHE «BBICOKHII», U 00yYarONIMICS AEMOHCTPUPYET KaK pe3yibTar
oOydeHHUsl CIEQyIOIIUe 3HAHWS, YMEHUS W HAaBBIKH: OO0ydJaroIuiucs
r1yOOKO ¥ IIPOYHO YCBOMJ TEOPETUYECKUI U MPAaKTUYECKUN MaTepura,
MPOJIEMOHCTPUPOBAJL ATO HA 3aHATUAX U B XOJI€ MPOMEKYTOUHOMU
aTTECTalUU.

OOyJaromuiicss HMCUYEpIBIBAIONIE M JIOTUYECKH CTPOMHO H3Jaraer
y4eOHBIH MaTepuan, yMeeT CodYeTaTb TEOPUI0 C MPAKTHKOM,
CIIPABIISIETCS C pelIeHUEeM 3a/1a4 MPo(hecCHOHATFHON HAIPAaBIEHHOCTH
BBICOKOT'O YPOBHSI CIIO)KHOCTH, MPAaBUIBHO OOOCHOBBIBAET MPHUHSTHIC
peuieHusl.




Onenka no
TUCHMILINHE

Kpurepun onieHk# pe3yibTaToB 00y4eHUsI 10 AMCHUILIMHE

CBoOOIHO OpHEHTHpYETCS B y4yeOHOM ©  TPOoQeCcCHOHATBHON
TuTeparype.

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

«XOPOII0»/3a4TEHO

BricTaBnsercs oOywaromeMycsi, €CIi OH 3HaeT TEOPETUUYECKUM |
MpaKTUYECKU MaTrepuas, rpaMOTHO U, 1O CYIECTBY, U3J1araet ero Ha
3aHATUSAX W B XOJE MPOMEXKYTOYHOW AaTTECTaluu, HE JOMyCcKas
CYILIECTBEHHBIX HETOYHOCTEM.

OO6yyaromuiicst IpaBUJIbLHO TPUMEHSET TEOPETUYECKHUE MTOJIOKEHUS TIPU
pEIICHUH MPaKTUYECKUX 3a/a4d MpodeCCHOHATBHONW HAIMPaBICHHOCTH
Pa3HOTO YPOBHS CIIO)KHOCTH, BIIaZeeT HEOOXOAMMBIMHU JJISI 3TOTO
HAaBbIKAMH U IIPUEMAMHU.

JlocTaTtouHO XOPOIIO OPUEHTUPYETCS B YIEOHOU U PO eCcCHOHATHHOM
JUTEpaType.

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

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

«YIOBJICTBOPUTEITH
HO»/3a4TaHO

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

OOyuarouuiics  MCHBITBIBAET  ONpENETEHHbIE  3aTPyJHEHUS B
IPUMEHEHUN TEOPETUUECKUX MOJI0KEHUH NMPU PELIEHUH TPAKTUYECKUX
3a7a4 NMpOo(eCcCHOHANBHOM HaNpPaBIEHHOCTH CTAaHAAPTHOTO YPOBHS
CJIO)KHOCTH, BJIaJIeeT HEOOXOAUMBIMHU JIJIsl 3TOr0 0Aa30BBIMU HaBbIKAMH
Y IPUEMAMHU.

JleMOHCTpHpYeT JA0CTaTOYHBIA YPOBEHb 3HAHMS YU4eOHOH JIUTEepaTypsl
10 JUCLUIUINHE.

OneHka MO IUCHMIIMHE BBICTABISIOTCS OOydYaromemycs ¢ y4EToMm
pe3yJIbTAaTOB TEKYILIEH U MPOMEKYTOUYHON aTTECTAIlUH.

Komnerenun, 3akperii€éHHble 3a TUCHMILIMHON, COpPMHUPOBAaHBI Ha
YPOBHE «JOCTaTOYHBINY.

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

BrictraBnsercs oOydaromemMycs, €l OH He 3HaeT Ha 0a30BOM YpOBHE
TEOPETUYECKM U TNPaKTUYECKUH Marepuan, AONYyCKaeT TIpyOble
OLIMOKH MPH €ro U3J0KEHUU Ha 3aHATUSAX U B XOJ€ MPOMEKYTOUHOM
aTTECTALNN.

OOyuaronuiics MCTBITHIBACT CEPhE3HBIC 3aTPYJHEHHUS B MPUMEHEHUH
TEOPETUYECKUX TOJOXKEHUM IIPH PpEHICHUHM IPAaKTHYECKHUX 3a]ad
npoeCCHOHATBPHON  HANpPaBJICHHOCTH  CTAHAAPTHOTO  YPOBHA
CIIO)KHOCTH, HE BIJIaZieeT HEOOXOAMMBIMHU JUIsl 3TOTO HaBbIKAMHM H
IpUEMAMH.

JleMoHCTpHpyeT (parMeHTapHble 3HaHMs Y4eOHOW JIMTEpaTyphbl IO
JUCLIUIINHE.

OneHka MO JUCHMIUIMHE BBICTABISIOTCS OOydaromeMycs ¢ y4€ToM
pe3yJIbTATOB TEKYILEW U TPOMEKYTOUYHON aTTECTALlUH.

KomnereHnun Ha ypOBHE «IOCTAaTOYHBIIN», 3aKpEIUICHHBIE 34
JUCLHUTUTMHOM, He ¢(hOPMUPOBAHBHI.




6.3. Ouenounvie cpeocmea (mamepuaivl) O0nA MmMeEKYUe20 KOHMPOJIA YCHEBAEMOCHIU,
HPOMENHCYMOUHOU ammecmayuu 00y4arumuxca no OUCYUnIuHe
Texkymuii KOHTPOJIb
Bonpocul k koumponvrot pabome Nel :

1. IlpaBoBOoe peryauMpoBaHHE OTHOILUEHWH, CBS3aHHBIX C YCTaHOBJICHUEM,
W3MEHEHUEM U MPEKpalIeHUEM peKUMa KOMMEPUYECKON TaHBI.

2. Tlopsmok oOpameHust co  ciayxeOHOW  uHpopManuMel  OrpaHUYEHHOTO
pacnpocTpaHeHusi B (penepaabHBIX OpraHax BJIacTH U IMOABEIOMCTBEHHBIX UM
OpraHu3aIusX.

3. Ocobennoctu MPaBOBOTO  PETYJIUPOBAHUS nH(popManuu,
COCTaBJISAIOLICH PO ECCHOHATBHYIO TalHY.

4. OpraHu3alMOHHBIE M TEXHOJIOTUYECKHE OCOOEHHOCTH KOH(PHUICHIUATHHOTO
JEJI0NPOU3BOJICTBA

5. CopeprkaHue MOHATUS «KOH(DHICHIIHI

Bonpocwl k konmponvroti pabome Ne2:

1. HomenknaTypa J1ei Kak COCTaBHAas 4aCTh CUCTEMBI JOCTYTA K
KOH(UICHIMATBHBIM JoKyMeHTaM. OCOOEHHOCTH €€ COCTaBJICHUS U
oopmieHus.

2. Ocobennoctu popmupoBaHus U 0popMIIeHUs KOHPUICHITMATBHBIX JIEIT.

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

OpraHHU3aLuH

4. TpeOoBaHHUs K OpraHU3alU pabOTHI 10 YHUUTOXKEHUIO KOH(PUICHIIMATBHBIX
JIOKYMEHTOB

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

6. PexuM xpaHeHus1 KOH(PUICHINATBHBIX JOKYMEHTOB
IIpoMe:xxyTOo4YHas aTTeCTALUA

Bonpocwl kK umozoeoit konmponwvnou pabome/3auémy ¢ OYeHKou

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

2. [IpaBoBOE perynmupoBaHHE OTHOIICHHWH, CBSI3aHHBIX C OOpabOTKOW MEePCOHATBHBIX
JAHHBIX.

3. [Topsimok obOpareHus co cyxeoHoi nHpopMaleld OrpaHMYEHHOTO PACTIPOCTPAHEHUS B
denepanbHBIX OpraHax BIACTH U MOJABEIOMCTBEHHBIX UM YUPEIKICHUSX.

4. OpraHuzalliOHHBIE M TEXHOJOTMYECKHE  OCOOEHHOCTH  KOH(HUIAECHUUATHHOIO
JIEI0NPOU3BO/ICTBA.

5. [Tonstne w 3amaun  KOH(UIASHIIMAIBLHOTO JEIONPOM3BOACTBA. [IpUHIMMBI  €ro
opranmu3anuu u chepa IesaTebHOCTH.

6. CopepxaHuie MOHATHS «OpraHU3aMs KOHPUACHINATLHOTO JEJIOIPOU3BOICTBAY.

7. Hasnauenue wu mopsaok paspaborku Ilepeuns wuHpoOpMamum, CcoCTaBIsIONICH
KOMMEPYECKYIO TalHY.

8. Ocob6ennoctu pazpadotku [lepeunst nnpopmalyy, COCTaBIAIONIEH CIIy)KEOHYIO TalHYy.

9. TexHomOTHsI TOKYMEHTUPOBAHUS KOH(PHUACHIIMAIbHONU HH(DOpMAITUH.

10.  TlonsATHe «y4eT KOH(UICHIINATBHBIX JOKYMEHTOBY. BUIbI, CHOCOOBI M TEXHOJIOTHH y4eTa.
11. Ilousrue, MPUHIIUITBI Hu 0COO0EHHOCTH OpraHu3aIuu KOH(HICHIIMATIBEHOTO
JIOKyMEHTO000pOoTA.

12. Opranu3anys IBUKEHUS BXOITUX KOHPUICHITUATHHBIX JOKYMEHTOB.



13. Opranu3anus ABMKEHUS U3/1aHHBIX KOH(UICHINATBHBIX JOKYMEHTOB.

14.  OcobeHHOCTH OpraHU3allMy U TEXHOJOTUU KOHTPOJISI UCHOTHEHHS! KOH(QUIACHIIMATbHBIX
JIOKYMEHTOB.

15. Cucrema poctyma K KOH(MHMICHIHMAIBHBIM JoKyMeHTaMm. [lopsmox pa3paboTku
«[TomoxeHus o pexxnuMe KOMMEpUECKO (CiyKeOHOIl) TallHbI OpraHu3aLlum.

16.  HomeHnknaTypa Jenl Kak COCTaBHas 4YacTh CHUCTEMbI JOCTyNa K KOH(QHUAECHUHATbHBIM
JIOKYMEHTaM.

17. OcobeHHOCTH €€ COCTaBJICHUS U 0(OPMIICHUSI.

18. Ocobennoctu popmMupoBaHus U 0OpMIIEHUS KOH(UACHIIUAIBHBIX JIEII.

19.  Tlopsaok MOATOTOBKH U Mepenay KOH(DUIEHIIMAIBHBIX JIe]l B apXUB OpraHU3aIiH.

20.  TpeboBaHUS K OpraHU3aAMH PaOOTHI 10 YHUUITOXKEHUIO KOH(UACHIUATBHBIX JOKYMEHTOB.
21. [Topsimok oTOOpa ¥ TEXHOJIOTHUS YHUUTOXKECHHS KOH(PUACHIIMAIBHBIX JOKYMEHTOB. Pexum
XpaHeHUs KOH(PHUIECHIINATIbHBIX JOKYMEHTOB.

22. [Topsimok oOpateHuss UCMIOTHUTENEH ¢ KOH(UICHIINATLHBIMU JOKYMEHTAMHU.

23.  Hasnauenue, BUIBl U NPUHIMIBI IPOBEACHUS MPOBEPOK HAIWYHS KOH(PHICHIMAIHHBIX
JIOKYMEHTOB.

24.  TpeboBaHUs 10 00ECIIEUEHUIO COXPAHHOCTH U KOH(PUICHIINATBHOCTH JOKYMEHTOB.

25. OcCHOBHBIC HampaBJICHUS COBEPIICHCTBOBAHUS TEXHOJIOTHH 3alUTBl M 00pabOTKH

KOH(UICHIIMATBEHBIX JOKYMEHTOB.

7. YUYEBHO-METOIUYECKOE W HWH®O®OPMAINMOHHOE OBECIHEYEHUE
JAUNCHUIIJINHBI

7.1.  Cnucok numepamypuvl u ucmo4HUKO8

Ocnoenasn:

Kopnees, U. K. KonduaeHmnuanpHoe AEIONPOU3BOACTBO : yueOnuk ais By30B / U. K. Kopnees,
A. B. [Tmenko, B. A. Mamypnes. — 3-e u3z., nepepab. u mom. — Mocksa : M3gaTenbcTBO
Opaiit, 2024. — 46 c. — (Bwicmiee obOpazoBanue). — ISBN 978-5-534-18511-9. — Tekcr
AJICKTPOHHBIN /! O6pazoBaTenbpHas iaTdopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/535209 (mara obpamenus: 10.11.2024).

[TaBnoBa, P. C. Koudunennumanpaoe aenomnpon3soactso / P. C. [laBnoa. — Canxkr-IlerepOypr :
Jlanb, 2022. — 380 c¢. — ISBN 978-5-507-44694-0. — Texkct : anmekTpoHHbId // Jlavp :
ANIeKTpOHHO-OuOMMoTeunass cucreMa. — URL:  https://e.lanbook.com/book/266795 (nara
obpamenus: 10.11.2024). — Pexum goctyna: it aBTOPHU3. MOJIH30BaTEICH.

Cnuuak, A. B. KonduneHnuanbHoe IeTONPOU3BOJICTBO : yueOHOoe mocobue / A. B. Cnimuak. —
HwxneBaprosek : HBI'Y, 2020. — 118 ¢. — ISBN 978-5-00047-558-4. — TekcCT : 37E€KTPOHHBII
// JIanb : anekTpoHHO-OnOMHoTeunas cucrema. — URL: https://e.lanbook.com/book/208217 (mata
obpamienust: 10.11.2024). — Pexxum noctyma: it aBTOPU3. MOJIb30BaTEICH.
Jlonoanumensvnasn:

Kpumramok, A. H. KonpunennuansHoe 1en0onpon3BOACTBO M 3aIIUTa KOMMEPUECKON TalHBI:
Kypc Jiekiui : yaeonoe mocoodue / A. H. Kpumramok. — Open : MABUB, 2014. — 199 c. —
Tekcr : onektpoHHblt // Jlawb : 3nekrpoHHO-OMOnMoTeuHas cuctema. — URL:
https://e.lanbook.com/book/97698 (mara oOpamenus: 10.11.2024). — Pexum nocryna: mis
aBTOPU3. IIOJI30BATEIICH.

KonduaennuanipHOe AETOMPON3BOACTBO M 3AIIUIICHHBIN AJIEKTPOHHBIN JIOKYMEHTOOOOPOT:
[yueOnuk] / H. H. Kynsies, A. C. demymkun, T. B. Konapamosa, A. I'. ®abpuuHos; o o0m.
pen. H. H. Kynsiena. - 2-e uzn., nepepab. u nomn. - Mocksa: Jloroc, 2013. - 497 c.

Hcmounuku:

Oenepanbubiii 3akoH oT 27 uionsg 2006 r. N 149-03 "O6 undopmamuu, nHOOPMAIIMOHHBIX
TEXHOJIOTHSIX M O 3amuTe uHdopmaiuny. [DiekTpoHHbIH pecypc]/ CrnpaBo4HO-TTOMCKOBAs
cucrema «Koncynprantllinrocy. URL:
http://www.consultant.ru/document/cons_doc LAW 6179/



®enepanbhblil 3akoH 0T 27.07.2006 Ne 152-®3 «O mnepcoHaNbHBIX JAHHBIX». [DJIEKTPOHHBIN
pecypc]// CnpaBouno-mouckoBas cucrema «Koncymprantllmoc». URL: www.consultant.ru >
document » cons_doc LAW 61801/

®enepanbublii 3akoH 0T 29.07.2004 No 98-d3 «O komMepueckoil TalHe». [DJIEKTPOHHBIN
pecypc]// CrnpaBouHo-niorckoBas cucreMa «KoncynbrantlIrocy.

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

3axoH Poccuiickoit @denepanuu ot 21.07.1993 Ne 5485-1 «O rocynapcTBEHHOH TaliHE».
[DnexkTponnbiit  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(HICHIIMATIBHOTO XapakTepay. [DneKTpoHHbI pecypc]// CrnpaBOYHO-TIOMCKOBAs CHUCTEMa
«Koncynerantllimrocy. URL: http://www.consultant.ru/document/cons_doc LAW 13532/

Vxa3 Ilpesunenta PO ot 30 Hoa6psa 1995 r. Nel1203 «OO0 yTBepKIeHHUU TEpedHsl CBEIEHU,
OTHECEHHBIX K TOCYIAapCTBEHHOW TaitHe». [DnexTpoHHBI pecypc]// CrnpaBOYHO-TIOMCKOBAS
cucrema «Koncynprantlimroc». 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(opMaIueli OrpaHUYeHHOTO pPacHpoCTpaHEHUs B
(denepanbHBIX OpraHax MCIHOJHUTEIBHOM BJIACTH YHNOJHOMOYEHHOM OpraHe yIpaBlICHUS
UCIIOJIb30BAHUEM AaTOMHOW DSHEPrMM M  YIOJHOMOYEHHOM OpraHe 10 KOCMHYECKOH
JEATEITbHOCTU. [D51eKTpOHHBIN pecypel// CrnipaBo4HO-IIOMCKOBAs cucreMa

ﬂOI’lOJ'lHumeJleble.'

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

®enepanbublif 3akoH oT 09.02.2009 Ne 8-D3 «O6 obecrieueHNH AOCTyIA K
UH(OPMALIUH O AEATEIBHOCTH TOCYIaPCTBEHHBIX OPTaHOB M OPTaHOB MECTHOTO
camoyITipaBieHUs». [ DNeKTpoHHbIH pecypc]// CrpaBOYHO-TIONCKOBAs CUCTEMA
«Koncynprantllmtoc». URL:
http://www.consultant.ru/document/cons_doc LAW_ 84602/

7.2. Ilepeuens pecypcoé ungopmayuonno-meneKoOMMyHuKayuonnou cemu «Mumepnemy.

depnepanbHOe apxuBHOE areHTCTBO (PocapxuB) [DnekTpoHHEbI pecypc] / Deaep. apX. areHTCTBO.
- DnektpoH. gad. — M., [2006-2014]. — Pexxum noctyma: http://archives.ru/, cBo0oaHBIH. — 3ari. ¢
JKpaHa.

l'ocynapcTBenHas cucreMa npaBoBoit HHGpopManuu. OduuansHeIii HHTEPHET-TIOPTAN IPABOBOM
uHpopmarnuu [DNeKTpoHHBINH pecypce]. — DnekTpoH. maH. M., 2005-2016. Pexum nocrtyna:
http://pravo.gov.ru/. — 3ari. ¢ 3KpaHa.

Koncynprantllntoc. CnpaBouHass mpaBoBas cuUCTeMa |[DJIEKTPOHHBIA pecypc| /KoMmaHus
«Koncynprantllmtoc». —  Onekrpon. pmaH. M., 1997-2016. Pexum  poctyna:
http://www.consultant.ru/, cBOGOIHBIH. - 3arJI. ¢ IKpaHa.

lapant.py. MudopmanmoHHo-IpaBoBoi moprtan [DnekTpoHHbI pecypc] / OOO "HIIII
"TAPAHT-CEPBUC". — Onektpon. pnan. M., [1990] - 2016. Pexum pgoctyna:
http://www.garant.ru/, cBoO0OaHBINH. — 3ari. ¢ 3KpaHa.

Konekc. MadopmarnmonHo-paBoBasi cucrema [dnexktporHsiid pecype] / 3A0 Nndopmanmonnas
kommnanusi «Komekc». — DOmektpon. naH. 2016. Pexxum noctyma: http://www.kodeks.ru/,
CBOOOJTHBIN. — 3arl. ¢ KpaHa.

@denepanbHbIi MOpPTal MPOEKTOB HOPMATHBHO-TIPABOBBIX akTOB. OQuIManbHBIA CalT Is
pa3MenieHuss HHPOpMAIMK O MOArOTOBKE (eAepalbHBIMU OpraHaMU HCTIOJIHUTENbHOM BIIACTH



IPOCKTOB HOPMATHUBHBIX IPABOBBIX AKTOB M PE3YJbTaTax HX OOIIECTBEHHOTO OOCYXIEHUs
[DnexTpoHHbI pecypc| — DnekTpoH. naH. M., 2015. Pexxum moctyma: http://regulation.gov.ru/,
CBOOOJHBIN. — 3ari. ¢ SKpaHa.

TADVIZER. T'ocymapctBo. busnecc. IT. [Poccuiickuii MHTEpHET-MOPTAl U aHAJIUTUYECKOE
areHTcTBO, HeaBucuMoe CMMU mo xopropatuBHON nH(popMaTH3anuu| [DIEKTPOHHBII pecypc]
/JleBamoB A. — DnektpoH. naH. M., 2005-2019. Pexxum noctyma: www.tadviser.ru, CBOOO HBIN. —
3ari. ¢ 3KpaHa.

ECM-journal. XXypnan 00 23JIEGKTpOHHOM KOHTEHTE, JOKYMEHTaX M OHW3Hec-Ipoleccax
[OnexTpoHHbIi pecypc]. — OnekrpoH. naH. M.2006-2019. Pexum poctyna: /https://ecm-
journal.ru/, cBOOOAHBIN. 3ari. ¢ KpaHa.

lMunbaus ynpaBasiomux AOKYMEHTalMe [DIeKTpoHHBIN pecypc]. — DnekTpon. gadH. M.2001-
2019. Pexxum noctyma: https://www.gdm.ru/, cBo60oHBIH. 3ari. ¢ 3KpaHa.

Jlenonpou3BoACTBO U JTIOKYMEHTOOOOpPOT Ha MpeAnpusTHu [DnekTpoHHbIH pecypc] /000
«busnec-Apcenan». — OnekTtpoH. maH. M.2019. Pexxum pocryma: http://www.delo-press.ru/,
CBOOOHBIN. 3ari. ¢ 3KpaHa.

Locmyn 6 OBC:

- JIAHb Jlocosop c¢ OO0 «H30amenvcmeo Jlanvy Peswcum oocmyna www.e.lanbook.com
Heozcpanuuennwiti 0ocmyn 0714 3ape2ucmpuposanHulx noib3o8amerell

- DBC FOPAHUT, Pexcum oocmyna www.biblio-online.ru Heoepanuuennvii docmyn ons
3ape2ucmpupo8aHtvlx noIb306amenel

- 000 HOF Pexcum oocmyna www.eLIBRARY.ru Heoepanuuennoviii oocmyn 011
3ape2ucmpupo8aHtvlx noIb306ameinel

8. METOANUYECKHUE VYKA3AHHUS 1O OCBOEHHUIKO JUCHUIIJIMHBI
MOoAayJisl)
8.1. IInanvl cemunapckux/ npaKmuyuecKux 3aHAmuil

Tema 1 (2 u.) Cosépemennas HOPpMAMUGHO-NPABOBAA 0a3d, pelaAMeHMUPYIOUWAA
padomy ¢ 00KymMeHmamu 02panudeHHozo noab306aHUA

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

@opma nposedenusi — OTBETHI HA BOMPOCHI U 00CYXKACHHUE MPEIOAKEHHBIX TPOOIEMHBIX
CUTYalH.

Bonpocul ona uzyuenus:

Oenepanbublii  3akoH PO ot  27.07.2006 Ne 149-©3 «O6 wunHpOpmanuy,
MH(OPMALIMOHHBIX TEXHOJOTUSAX M O 3alluTe MHPOPMAIMU» U OCHOBHBIE MPHUHIIUIIBI
MIPaBOBOTO PETYIHPOBAaHUS B chepe 3aiIuThl HHPOPMAIIUH.

OcCHOBHBIE HaIpaBJICHHUSI MPABOBOTO PETYIMPOBAHUS OTHOLICHHUH, CBA3aHHBIX C
YCTaHOBJIEHHEM, HM3MEHEHHEM M NpPEKpalleHHEeM pexuMa KOMMEpUYeCKOW TalHbl B
cooTBeTcTBUH ¢ PenepanbHbIM 3aK0HOM P ot 29.07.2004 Ne 98-P3 «O koMMepueckoi
TaHEY.

[IpaBoBoOe perynupoBaHue CIIy>KeOHON MHPOPMALMU OTPAHUYEHHOTO PACTIPOCTPAHEHUS
(cmyxeOHas TaifHa).

Bunbr npodeccronanbHol TaitHbl, 0COOCHHOCTH WX MPABOBOTO PEryJIUPOBAHUS.

[IpennoxuTh 1o ABa Kelca Ha Kax bl BUJl TAHBI

Cnucox ucmo4yHuKos:



®enepanbublii 3akoH 0T 27 utonst 2006 r. N 149-D3 "O06 undopmaruu, THPOPMALUOHHBIX
TEXHOJIOTHSX U 0 3aiuTe nHpopMarumy. [ DneKTpoHHBIHN pecypc]// CripaBOYHO-TTOMCKOBAS
cucrema «Koncynprantlnrocy. URL:
http://www.consultant.ru/document/cons_doc LAW 6179/

@®enepanbhbiii 3akoH oT 27.07.2006 Ne 152-®3 «O mnepcoOHaNbHBIX JaHHBIX.
[DnexTponnblit pecypc]/ CnpaBouno-nouckoBas cucrema «Koncymprantllmoc». URL:
www.consultant.ru » document » cons_doc LAW 61801/

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

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

Vka3 Ilpesunenta PO ot 06.03.1997 Ne 188 «O06 yrBepxkaenuu Ilepeunsi cBemeHuii
KOH(HICHIIMATIBHOTO XapakTepa». [DIeKTpoHHbIH pecypc]// CrpaBOYHO-ITOMCKOBas
cucrema «Koncynprantlmocy. URL:
http://www.consultant.ru/document/cons_doc LAW 13532/ Yka3 IIpesunenta P® or
30 HOs1Opst 1995 1. Nel203 «OO0 yTBep)kKIeHHHM TIEPEYHS CBEIACHHI, OTHECEHHBIX K
rOCyJapCTBEHHOH TaiiHe». [DIeKTpoHHBIH pecypc]// CpaBOYHO-TIOMCKOBAsI CUCTEMA
«KouncynprantlImtoc». URL:

http://www.consultant.ru/document/cons_doc LAW_ 8522/

[ToctanoBnenue IlpaBurensctBa P® ot 03.11.1994 No 1223 «OO6 yTBepKaeHUU
[onoxxenust o mopsiKe oOpalieHus co cayxeOHoi nHpopMmanyein OrpaHHYECHHOTO
pacnpocTpaHeHuss B (enepampHBIX ~ OpraHax  UCHOJHUTENIbHOM  BiacTH
YIIOJIHOMOYEHHOM OpraHe ymnpaBJICHUS HCIIOJb30BaHHEM aTOMHON SHEPTHH U
YIOJTHOMOYEHHOM OpraHe M0 KOCMHUYECKOW AEATEIbHOCTH». [DJNEKTPOHHBIN
pecypc]//  CnpaBouno-mouckoBasi  cuctema  «Koncymprantllmoc».  URL:
http://www.consultant.ru/document/cons_doc LAW 54870/

OcnosHas:

Kopnees, U. K. KonduaeHnuanpHoe AEIONPOU3BOACTBO : yueOnuk ais By30B / U. K. Kopnees,
A. B. [Tmenko, B. A. Mamrypnes. — 3-e u3z., nepepab. u mom. — Mocksa : M3gaTenbcTBO
Opaiit, 2024. — 46 c. — (Bwicmiee obOpazoBanue). — ISBN 978-5-534-18511-9. — Tekcr :
AJICKTPOHHBIN /! O6pazoBaTenpHas miaTdopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/535209 (mara obpamenus: 10.11.2024).

[TaBnora, P. C. Kondunenuuansnoe aenonpousBoactso / P. C. [TaBnoBa. — Cankr-IleTepOypr :
Jlanp, 2022. — 380 c¢. — ISBN 978-5-507-44694-0. — Tekct : 31eKTpoHHBIH // JlaHp :
3JeKTpoHHO-OMOmoTeyHass cucrema. — URL:  https://e.lanbook.com/book/266795 (mara
obpamenust: 10.11.2024). — Pexxum noctyma: it aBTOpU3. MOJIb30BaTEICH.

Cnuuax, A. B. KonduaeHuuaapsHOe AETONPOU3BOACTBO : yueOHoe mocobue / A. B. Cimuak. —
Huxnesaprosck : HBI'Y, 2020. — 118 ¢. — ISBN 978-5-00047-558-4. — TekcT : 371€KTPOHHBIN
// JIanb : anekTpoHHO-OnOMHoTeunas cucrema. — URL: https://e.lanbook.com/book/208217 (mata
obpamenust: 10.11.2024). — Pexxum noctyma: it aBTOPU3. MOJIb30BaTEICH.

Mamepuanbro-mexnuueckoe obecneyenue 3aHAmMusL:
KomnbroTepHsIil Ki1acc ¢ BBIX00M B IHTEpHET.

Tema 3 (4 u.) [lokymenmuposanue KonguoenyuaavHou ungopmayuu

L]env: n3yuenne ocoOCHHOCTEN JOKYMEHTHPOBaHUS KOH(DHUICHIIMATIBHON HH(OpMAaITUH.
@Dopma npogedeHus — BHITIOIHEHUE MPAKTUYECKUX 3aTaHUN

3aoanua:



1. Tlpoananmu3upoBaTh NepeyHH WHOOPMALUU, COCTABISIONIEH KOMMEPUYECKYIO U
CIIy’keOHYI0 TallHbl OpraHU3aIii, BEIIBUTH OIIMOKU B X COCTABICHUH.

2. PazpaboTaTh MPOEKT MEpPEYHsS H3AaBAEMbIX KOH(HIEHIIMAIBHBIX JTOKYMEHTOB
OpraHu3aIuy;

3. CocraBuUTh B TETpaayl YEPHOBUK KOH(DHICHIIMAIBHOTO JOKYMEHTA, MPABHIBHO
pPacroJIO)KUB PEKBU3UTHI, COCTaBISIONIME (OPMYNIAp [TOKYMEHTa, a TaKkKe
PEKBH3UTHI, HEOOXOMUMBIC Ui W3AaHUS JOKyMeHTa. OCYIIECTBUTh y4eT
YEPHOBHUKA M MPOEKTa KOH(UICHIIMAILHOTO JIOKYMEHTA B KapTouke (3KypHae)
yueTa U3JaHHBIX KOH(PHUISHIIUATBHBIX TOKYMEHTOB.

4. OdopmMutp B TeTpamu KOH(MUICHIHUAIBLHBIA JTOKYMEHT B COOTBETCTBHH C
tpeboBanusimMu ['OCTa u TpeboBaHUSIME 3aTUTH HHPOPMAIIHH.

Ykazanus no evinonnenuro 3a0anuii:

1. TIpoananu3upoBaTh MEPEYHU UHPOPMAIUH, COCTABISIONICH KOMMEPUYECKYIO WIIH
CIIykeOHYI0 TallHbl KOHKPETHBIX OpraHU3alui, BBISBUTh HEJJOCTATKU B UX
CTPYKTYpE, COAepKaHUU U 0(hOPMIICHHUH, CCNIaB COOTBETCTBYIOIINE 3aMKUCH B
TeTpau;

2. Ha ocHoBe nepeuns nHGOpMaIKU, COCTABIAIONIEH KOMMEPUECKYIO TaiiHy,
OTpeAeNUTh BUbI JOKYMEHTOB, B KOTOPBIX 3Ta HUH(OpMaILHs T0JIKHA ObITH
3auxcupoBaHa.

3. Tlocne ycraHOBjI€HHsI cOCTaBa JOKYMEHTOB OMPEEIUTE KPYT JUL, UMEIOIINX
MIPABO COCTABIIATH, MMOANUCHIBATE, YTBEPKIATh KaXIbIH BU TOKYMEHTA U
OpraHu3aIH, KOTOPHIM TaHHBIA JOKYMEHT JI0JKEH HapaBIIsSThCS.

4. CocrtaBbTe U OPOPMUTE MEPEUCHb U3/IaBAEMBIX KOHPUICHIINATHLHBIX
JIOKYMEHTOB.

5. CocraButh 1 0POPMUTH KOHPHUICHIIUATHHBIN JOKYMEHT B COOTBETCTBUU
CyIecTBYOIMMUMH TpeboBanusaMHu. [Ipu 3Tom ocoboe BHIMaHuEe 00OpaTUTh Ha
oopMIICHHE PEKBU3UTOB, HICHTUDHUITUPYIOIINX JOKYMEHTBI, COJIEpKaIIie
nH(}OpMaIHIO, COCTABIISMIONIYI0 KOMMEPUYECKYIO B CITY)KEOHYIO TalfHbBI, KaK
JOKYMEHTBI OTPAaHUYCHHOTO JOCTYTIA.

Bonpocul ona konmpons:

1. Kakolli HOpPMAaTUBHBI JOKYMEHT SBJIETCS IIPaBOBBIM OCHOBAaHUEM JUIS
YCTaHOBJICHUSI COCTaBa CBEJICHUI, OTHOCUMBIX K KOMMEPUYECKOM TailHEe

2. Kaxum 00pa3om B KOHPHUIECHIIMATIHLHOM JEJIONPOU3BOICTBE MPOUCXOUT KECTKOE
pEerIaMeHTUPOBAHHUE COCTABA U3AaBAEMBIX JOKYMEHTOB?

3. HazoBure menp W Ha3HaueHHE TMepeyHs HMHPOPMAIMH, COCTaBIISIOIIEH
KOMMEPUYECKYI0 TallHy M TEepe4yHs M3/1aBaeMbIX  KOH(UICHUIMAIBHBIX
TOKyMeHTOB. OnpenienuTe, Kak B3aUMOCBSI3aHbI 3TH JIBa IOKYMEHTA.

4. HazoBute crneuuduky pa3paboTKu TmepedHs WHGOPMALUU, COCTABISIONICH
CITY)KEOHYIO TalHy.

5. B Kkakux 1ensx mpoBOJAT y4eT U oopMiIeHHE HOCHTENIeH KOH(UACHINATLHON
uH(pOpMalMK; YEPHOBUKOB U MPOEKTOB KOH(DUIECHIIUAIBHBIX JOKYMEHTOB?

6. Haszosure cneunduky opopmiieHUs] KOHOUICHIUAIBHBIX TOKYMEHTOB.

Cnucok ucmoyHuKo8 u 1umepamypboi:
UHemounuxu:

®enepanbHbiii 3ak0H 0T 29.07.2004 Ne 98-D3 «O koMMepUecKoil TaiiHeY. [ DIEeKTPOHHBIN
pecypc]// CnpaBouno-nouckoBas cucrema «KoncymprantlImroc». URL:
http://www.consultant.ru/document/cons_doc LAW_ 48699/



IMocranosnenne IlpaButensctBa P® ot 03.11.1994 Ne 1223 «OO6 yTBepKACHUU
[TomoxeHuss o0 mOpsaKEe OOpaIleHUs CO CIyXeOHOW HH(POpMAalHMEeH OrpaHUYEHHOTO
pacripocTpaHeHus B eiepalIbHbIX OpraHax UCIOJHUTEIbHON BIACTH YITOJTHOMOYEHHOM
OpraHe ynpasJI€HHs UCIOJIb30BAHUEM aTOMHOM SHEPTUU U YIOJTHOMOYEHHOM OpraHe Io
KOCMHUYECKOH JeSITeTbHOCTHY. [ DNeKTpoHHbIH pecypc]// CripaBOUYHO-IOUCKOBAsI cCHCTEMa

«KoucynprantlImocy. URL:
http://www.consultant.ru/document/cons_doc LAW_ 54870/
Jlumepamypa:
OcHogHuas:

Kopnees, . K. KonpuaeHuuanbHoe AeI0MpOr3BOACTBO : yueOHHUK it By3oB / M. K. KopHees,
A. B. ITmmenko, B. A. Mamypue. — 3-e¢ u3z., mepepabd. u jom. — Mocksa : M3marenbcTBo
FOpaiit, 2024. — 46 c. — (Bsvicmee o6pa3oBanue). — ISBN 978-5-534-18511-9. — Tekcr
AJIEKTPOHHBIN /! OObpazoBatenbHas wiaropma Opaiit [caiiT]. —

URL: https://urait.ru/bcode/535209 (nata obpamenus: 10.11.2024).

[TaBnoBa, P. C. Koudunennuanpaoe aenomnpon3soactso / P. C. I[aBnoa. — Cankr-IletepOypr :
Jlanb, 2022. — 380 c¢. — ISBN 978-5-507-44694-0. — Texkct : anekTpoHHbId // Jlavp :
ANIeKTpOHHO-OuOMMoTeunass cucreMa. — URL:  https://e.lanbook.com/book/266795 (nara
obpamenus: 10.11.2024). — Pexum goctyna: it aBTOPHU3. MOJIH30BaTEICH.

Cnuuak, A. B. KonduneHuanbHoe IeTONPOU3BOJICTBO : yueOHOoe mocobue / A. B. Cninmuak. —
Hwuwxnesaprosek : HBI'Y, 2020. — 118 ¢. — ISBN 978-5-00047-558-4. — TeKCT : 37E€KTPOHHBII
// Jlans : anekTpoHHO-OnOMMoTeuHas cucrema. — URL: https://e.lanbook.com/book/208217 (nara
obpamenus: 10.11.2024). — Pexum goctyna: it aBTOPHU3. MOJIb30BaTEICH.

Mamepuanvno-mexnuyeckoe obecneyenue 3aHAmusL:
KomMmnproTepHslii ki1acc ¢ BbIX0A0M B IHTEpHET.
Paznarounsblii MaTepuan

Tema 4 (2 u.) Yuém xonguoenyuanvnoit ungpopmayuu

L]env: n3ydyeHne HOPMATUBHBIX MTPABOBBIX aKTOB B O0JIACTH 3aIUTHI KOH(PHICHIIMATHHON
uHpOpMaLIUH.

Dopma nposedenus — OTBETHI HA BOIPOCHI M 00CYXIEHUE MPEUIOKEHHBIX TPOOIEMHBIX
CUTYalHi.

Bonpocul ons 0b6cyscoenus:

[TonsaTHE «yueT KOHPUACHIINATBHBIX JOKYMEHTOBY». BUIbI, CIIOCOOBI M TEXHOJIOTUH yUETA.

[TonsiTre «perucTpanys KOHGUACHIMATBHBIX JOKYMEHTOB.

3. Yyer KOH(pHIEHIHMAIBHBIX JOKYMEHTOB KaK BaXKHEWIee CpPEACTBO 00ECHEeueHUs HX
COXPaHHOCTH.

4. OcobeHHOCTH y4yeTa KOH(PHICHIIMATbHBIX JOKYMEHTOB.

5. Tlepeuncnute nenu ydera KOH(QUACHINAIBHBIX JOKYMEHTOB.

6. HazoBute wu paiiTe KpaTKyl0 XapakTEPUCTHUKY BHIAM YyueTa KOH(QUIACHUIUAIBHBIX
JOKYMEHTOB.

7. Ha3oBuTe HEAOCTATKU M MPEUMYIIECTBA CIIOCOOOB ydeTa, MPUMEHSIONIMXCS Ui ydeTra

KOH(UACHIIMATBHBIX JOKyMEHTOB.

N —

Jlumepamypa:
Ocnosnas:
Kopnees, U. K. KonduaeHnuanpHoe AEIOMPOU3BOACTBO : yueOnuk ais By30B / U. K. Kopnees,
A. B. [Tmenko, B. A. Mamrypnes. — 3-e u3z., nepepabd. u nmom. — Mocksa : M3gaTenbcTBO
Opaiit, 2024. — 46 c. — (Bwicmiee obOpaszoBanue). — ISBN 978-5-534-18511-9. — Tekcr :
AJICKTPOHHBIN /! O6pazoBaTenpHas maTdopma Opaiit [caiiT]. —

URL: https://urait.ru/bcode/535209 (mara obpamenus: 10.11.2024).



[TaBnoBa, P. C. KoruduaenuuansHoe aenomnpon3Boactso / P. C. [TapnoBa. — Cankr-IletepOypr :
Jlanb, 2022. — 380 c¢. — ISBN 978-5-507-44694-0. — Texkct : anekTpoHHbId // Jlavp :
ANIeKTpOHHO-OuOMMoTeunass cucreMa. — URL:  https://e.lanbook.com/book/266795 (mara
obpamenust: 10.11.2024). — Pexum goctyna: it aBTOPHU3. MOJIH30BaTEICH.

Cnuuak, A. B. KonduneHuanbHoe IeTOMPOU3BOJICTBO : yueOHOoe mocobue / A. B. Cnimuak. —
HwxneBaprosek : HBI'Y, 2020. — 118 ¢. — ISBN 978-5-00047-558-4. — TekCT : 37E€KTPOHHBIN
// Jlanb : anekTpoHHO-OnOMMoTeuHas cucrema. — URL: https://e.lanbook.com/book/208217 (nara
obpamenus: 10.11.2024). — Pexum goctyna: AJis aBTOPHU3. MOJIH30BaTEICH.

Mamepuanvno-mexnuyeckoe obecneyenue 3aHAmusL:
KomnproTepHslii ki1acc ¢ BbIX0A0M B IHTEpHET.
Paznarounslit MaTepuan

Tema 5 (2 u.) Opzanuzayun KOHUOEHUUATLHO20 0OKYMEHmMO0OOpoma.

Ilens: wu3ydyeHue ocoOeHHOCTEW [BIKEHHS KOHOGUIACHIMAIbHBIX JOKYMEHTOB B
OpTraHU3aIMN C MOMEHTA UX MOJTYYCHHS 10 3aBEPIICHUS] UCTIOTHECHHSI.
dopma MpoBEACHUS - OTBETHI Ha BOIPOCHI U OOCYKJCHHUE MPEATOKEHHBIX TTPOOIEMHBIX
Curyauuid.

Bonpocwt ons ob6cyscoenus:

~

OcHOBHBIE TPEOOBAHMS CUCTEMBI TOCTYTA K KOHPHUICHIIMAIHHBIM TOKYMEHTAM.

2. TlpuHIUIBI OpraHu3aui KOHPUACHIIUATHHOTO TOKYMEHTO000POTa U OCHOBHBIC (DAKTOPHI,
OKa3bIBAKOIIIME BIIMAHHUC HA €TI0 opraHmaumo.

3. Crpyktypa  KOH(QUICHIHMAILHOTO  JOKYMEHTOOOOpPOTa M COCTaB  OCHOBHBIX
I[OKyMeHTOHOTOKOB.

4. VYyer KOH(QUIEHIIMATHHBIX JOKYMEHTOB KaK Ba)KHEWIEE CpPEICTBO OOECIeUeHUus HuX
COXPaHHOCTH.

5. Oco0OeHHOCTH IBWKEHUS U UCTIOTHEHUS KOH(PHUICHIIMAIBHBIX TOKYMEHTOB.

Cnucok ucmoyHuKo8 u 1umepamypboi:
UHemounuxu:

Oepnepanbubiii 3akoH  oT  29.07.2004 Ne 98-®3 «O KoMMepueckoll TaiHe».
[DnexTponnslii pecypc]// CipaBouHo-niouckoBas cucrema «Koncymnprantllmoc». URL:
http://www.consultant.ru/document/cons_doc LAW 48699/

[ToctanoBnenne IlpaButensctBa PD ot 03.11.1994 Ne 1223 «OO0 yTBepkICHHH
[onoxxenust o mopsake oOpamieHUs CcO CIy)KeOHOH HH(popMalmel OrpaHHUYEHHOTO
pacnpocTpaHeHus B GeiepalibHbIX OpraHax UCIOJIHUTEIbHON BIACTH YIOJIHOMOYEHHOM
OpraHe yIpasJIEHUS UCIOJb30BaHUEM aTOMHOM PHEPIMH U YIIOJHOMOYEHHOM OpraHe 110
KOCMHUYECKOU IS TEIIbHOCTHY. [ DJeKTpOHHBIN pecypc]// CripaBOYHO-TTIOMCKOBAs CHCTEMA

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

Kopnees, U. K. KonduaeHnuanpHoe AEIONPOU3BOACTBO : yueOnuk ais By30B / U. K. Kopnees,
A. B. ITmmenko, B. A. Mamypue. — 3-e u3z., mepepad. u jom. — Mocksa : M3marenbcTBo
Opaiit, 2024. — 46 c. — (Brwicmiee o6pa3oBanue). — ISBN 978-5-534-18511-9. — Tekcr
AJIEKTPOHHBIN /! OObpazoBarenbHas wiardopma Opaiit [caiiT]. —

URL: https://urait.ru/bcode/535209 (nata oOpamenus: 10.11.2024).



[TaBnoBa, P. C. KoruduaenuuansHoe aenomnpon3Boactso / P. C. [TapnoBa. — Cankr-IletepOypr :
Jlanb, 2022. — 380 c¢. — ISBN 978-5-507-44694-0. — Texkct : snmekTpoHHbIN // JlaHb
ANIeKTpOHHO-OuOMMoTeunass cucreMa. — URL:  https://e.lanbook.com/book/266795 (mara
obpamenust: 10.11.2024). — Pexum goctyna: it aBTOPHU3. MOJIH30BaTEICH.

Cnuuak, A. B. KonduneHnuanbHoe ITONPOU3BOJICTBO : yueOHOe mocobue / A. B. Cnimuak. —
HwxneBaprosek : HBI'Y, 2020. — 118 ¢. — ISBN 978-5-00047-558-4. — TekCT : 37E€KTPOHHBIN
// Jlanb : anekTpoHHO-OnOMMoTeuHas cucrema. — URL: https://e.lanbook.com/book/208217 (nara
obpamenus: 10.11.2024). — Pexum goctyna: AJis aBTOPHU3. MOJIH30BaTEICH.

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

Tema 6 (4 u.) Cucmemamuzayua u XpaHeHue KOHQUOEHUUATbHBIX
OOKYMEHM 08 8 0e10NPOU3800CHIEE OP2AHU3AYUN

Lenv: u3ydeHHe OCOOEHHOCTEH COCTaBIEHUS HOMEHKIIATYp KOH(MUICHIMAIBHBIX IEI;
dbopmupoBanust uW  opopmiieHHS — KOHPUIACHIMAIBHBIX  JI€7;  MOJATOTOBKH
KOH(HICHIIMATBHBIX JIeJT sl Iepeladi B apXHUB OpraHU3aIlNH.

@opma npogedeHus — BHITIOIHEHUE TIPAKTUUECKUX 3a/TaHUN.
3adanusa:

1. Tlpoananmu3upoBaTh HOMEHKJIATYphl KOH(MUICHIMAIBHBIX 1€ OpTaHH3aIlHi,
BBISIBUTH OLIMOKHU B MX COCTaBICHUHU U 0(OPMIICHHUH.

2. W3yuuTh TpeOOBaHUS HOPMATHUBHO-METOIUYECKUX JTOKYMEHTOB K IOATOTOBKE
JOKYMEHTOB K cJade B apXWB OpraHu3aluud M TpeOOBaHUS IO 3alluTe
UH(OpMALIUY TIPU POBEJCHUN YKa3aHHOTO BHJIA paOOTHI.

3. CocTaBUTh NPHUKA3 O CO3AHUU MTOCTOSIHHO JEHCTBYIOIIEN SKCIIEPTHON KOMUCCUU
(ITI2K).

4. CocraButh mpotokon 3acemanus [[JIDK, B koTopoM oTpakeHbI pe3yJbTaThbl
MPOBEJICHUS KCIIEPTU3HI IICHHOCTH KOH(DHUICHIIUATBHBIX TOKYMEHTOB.

5. CocTaBUTb aKT O BBIJECIIEHUU K YHUUYTOKEHUIO KOH(PUICHIIMATBHBIX
JIOKYMEHTOB, HE MOJISKALTUX JaIbHEUIIEMY XpaHEHHUIO.

Vkazanus no evinonnenuro 3a0anuii:

1. Tlpoanamu3upoBaTh HOMEHKIATYpPy KOH(MUIEHIUAIBHBIX J€J, BBISIBUTH
HEJOCTaTKHU B €€ COJEPKaHUU U O(OPMIICHUH, ClIeIaB COOTBETCTBYIOIINE 3aHCH
B TETpaIH.

2. ITloaroroButh mpuka3 o coszmanuu [1JI9K. B HEM mOmKHBI OBITH ONpECICHBI
COCTaB KOMHUCCHH, €€ 33aJa4yM, (PYHKIHHU, MOpAIoK paboTel. Cremyer oOpaTuth
BHHUMaHUE Ha 3a71aui ¥ (QYHKIIUU KOMHUCCHH, CBSI3aHHBIE C OpraHu3aueil 3aluThl
KOH(HICHIIMATIHHON TOKYMEHTHPOBAHHOW NH(pOPMALIUH.

3. B nporokoue 3acenanus 119K cnenyer oTpa3uts:

- KakMe Jena U JOKYMEHTHl BBIJCJICHHOTO XpaHEHHs (C YTOYHCHHBIMHU
3aroyioBKaMu, rpudamMu KOHPHUACHIIMAITBHOCTHA, CPOKAMH XPaHEHUs) IOJJIeKAT
nepeaaye Ha apxXMBHOE XpaHEHHE (pa3ieibHO IOCTOSHHOIO U BPEMEHHOTO
XpaHeHHs);

- KakWe JOKYMEHTHI U3 KaKUX JIeJl HEOOXOMMO U3BATh U MEPEIIUTh B APYTroe A0
1 chOpMHUPOBATH HOBOE JIETIO;

- KakwWe Jena, JOKyMEHTHI U3 JIeN U IOKYMEHTHI BBIJICJICHHOTO XPAHESHHUS IO IJICKAT
YHUUYTOKEHUIO;



- € KaKWX JIeJl, JOKyMEHTOB BBIIEJICHHOTO XpPaHEHHsI WM OTJACIBHBIX TOKYMEHTOB,
HOAMIMTHIX B JIEJ1A, JOJDKEH OBITh CHAT rpr( KOHPHUICHIINATLHOCTHU C YKa3aHHUEM,
MOJUICKHT JIU JIOKYMEHT, C KOTOPOro CHUMAaeTcsl rpu¢ KOH(PUICHINATBHOCTH,
U3BSITUIO U3 JIeJIa WK TOJDKEH OCTaBaThCS B HEM.

4. PaccMoTpeTb COCTaB W TMOPSAIOK 3alofHEHHs rpad axTa O BBIACICHUH K
YHUYTOXXCHUIO KOHQHICHINAIBHBIX JTOKYMEHTOB, HE MOJISKAIINX XPaHEHUIO,
BHECCHUsI B HHX wucHpaBieHud. OQopMHUTH MOPAIOK H3BIATUS JOKYMEHTOB
IIOCTOSTHHOTO XPAaHEHUS U3 JIeNIa, TOAJIeKAIET0 YHHUTOXKEHUIO (OTMETKa B aKTe
00 y4eTHBIX HOMEpAX, 3aroJIOBKax JOKYMEHTOB, HHAEKCHI JIe] U HOMEpa JIUCTOB,
OTKyJIa JOKYMEHT U3BAT U Ky/1a oH noAmmur). [IpoBecTr mpoBepKy MpaBUIILHOCTH
coctaBiieHus: M odopmieHus akTa. OGOpMHUTH HUTOTOBYIO 3alHCh B aKkTe 00
YHUYTOXKCHUU KOH(UICHINANBHBIX TOKYMEHTOB U JIEII.

Bonpocvi 0na konmpons:

1. JlaiiTe onpeneneHne MOHATHS «HOMEHKJIATypa KOH(UICHIMANBHBIX J1e» U HA30BHUTE €€
OCHOBHBIC (DYHKITHH.

2. Tlouemy HOMEHKIaTypa KOH(GUACHINAIBHBIX JEJ SBJSETCS COCTABHOM YacThIO
JOCTyTIA K KOH(PpHUICHIIMATBHBIM TOKYMEHTaM?

3. HazoBute 0COOCHHOCTH COCTaBJICHHUSI HOMEHKIATYPhl KOH(PUACHIIMATBHBIX JIETI.
4. B ugem cocTosIT 0cOOEHHOCTH (POPMUPOBAHUS KOHPUACHITHATHHBIX JeIT?
5. Kakum obpazom odopmisercs KOH(DHUIESHITMAIBHOE JETO0 MPU €ro 3aBelICHUH,

BEJICHUU U 3aKPbITUN?

6. Ilepeuncaure BuabI paboOT, KOTOPBIE MPOBOIATCS CIIY>KOOH KOH(PHICHIIMATHHOTO
JIETIONPOM3BOACTBA TPH Cladye B apxXuB KOH(OUACHIMAIBHBIX JOKYMEHTOB
OpraHu3aIuy.

7. HazoBuTe 1enmM W  OCHOBHBIC 3a7aud  pabOThl MO  YHUYTOKCHHIO
KOH(HICHIIMATIBHBIX JJOKYMEHTOB U HOCUTeNel nHpOopMaIi.

Cnucok ucmoyHuKo8 u 1umepamypboi:
Hemounuxu:

®denepanbHbIN 3akoH oT 29.07.2004 No 98-®3 «O KoMMepUecKOH
TaitHe». [DnekTpoHHbIN pecypc]// CipaBOYHO-TIOMCKOBAst CUCTEMA
«Koncynerantllimroc». URL: http://www.consultant.ru/document/cons_doc LAW_ 48699/
[Mocranosnenne IlpaButensctBa P® ot 03.11.1994 Ne 1223 «O06 yTBepkIeHHH
[Tonoxenuss o mMOpsaKEe OOpaIIeHUS CO CIYXeOHOW HH(POpMAIHMEH OrpaHHUYECHHOTO
pacripocTpaHeHus B (eiepaabHbIX OpraHax UCIIOJHUTELHON BIACTH YIIOJHOMOYEHHOM
OpraHe ynpasJIeHUS UCIOJIb30BaHUEM aTOMHOM YHEPIHH U YIIOJHOMOYEHHOM OpraHe 1o
KOCMHUYECKOH eSITeTLHOCTHY. [ DNeKTpoHHbIH pecypc]// CripaBOUYHO-IOUCKOBAsI CHCTEMa
«KouncynprantlImoc».URL:
http://www.consultant.ru/document/cons_doc LAW 54870/

Jlumepamypa:
OcHognas:
Kopnees, . K. KonpuaeHuuanbsHoe AeI0MpOr3BOACTBO : yueOHHUK Uit By3oB / M. K. KopHees,
A. B. ITmmenko, B. A. MamypueB. — 3-e¢ u3z., mepepabd. u jom. — Mocksa : M3marenbcTBo
FOpaiit, 2024. — 46 c. — (Bsicmiee o6pa3oBanue). — ISBN 978-5-534-18511-9. — Tekcr
AIIEKTPOHHBIN /! Oo6pa3oBarenbHas iatdopma IOpaiit [caiiT]. —

URL: https://urait.ru/bcode/535209 (nata obpamenus: 10.11.2024).

[TaBnoBa, P. C. Korudunennuanpaoe aenomnpon3soactso / P. C. I[laBnoa. — Cankr-IletepOypr :
Jlanb, 2022. — 380 c¢. — ISBN 978-5-507-44694-0. — Texkct : snmekTpoHHbIN // JlaHb
ANIeKTpOHHO-OuOMMoTeunass cucreMa. — URL:  https://e.lanbook.com/book/266795 (mara
obpamenust: 10.11.2024). — Pexum goctyna: AJist aBTOPHU3. MOJIb30BaTEICH.



Cnuuak, A. B. KonduneHnuanpHoe IeI0MPOU3BOACTBO : yueOHoe mocobue / A. B. Cnimuak. —
HwxneBaprosek : HBI'Y, 2020. — 118 ¢. — ISBN 978-5-00047-558-4. — TekCT : 37E€KTPOHHBIN
// Jlanb : anekTpoHHO-OnOMMoTeunas cucrema. — URL: https://e.lanbook.com/book/208217 (nara
obpamenust: 10.11.2024). — Pexum goctyna: A1t aBTOPHU3. MOJIb30BaTEICH.

Hononnumenvhas:

KonduaennuanpHoe JIETTONTPOU3BOJICTBO u 3aIUIICHHBIA AJIEKTPOHHBIN
nokymeHtoobopot: [yueonuk] / H. H. Kynses, A. C. Jlemymkun, T. B. Kongparosa, A.
I'. ®abpuunos; nox obm. pea. H. H. Kynsiesa. - 2-e u3z., nmepepad. u momn. - Mockaa:
Jloroc, 2013. - 497 c.

Mamepuanbro-mexnuueckoe obecneyenue 3aHAMuUsL:
KomnbroTepHslil Ki1acc ¢ BBIX0a0M B IHTEpHET.
Paznarounsiii Marepuain

Tema 7 (2 u.) Obecneuenue coOXpanHoCmMu U KOHPUOEHUUATbHOCMU 0OKYMEHM 08.

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

Curyauunii
Bonpocwt ons ob6cyscoenus:

1. TpeboBanuss K  TOMEIIEHUSAM  MOApa3ACICHUA  KOH(PHUICHIMAIHLHOTO
JIETIONPOM3BOACTBA M K CITY>KEOHBIM MOMEIICHHUSAM HCIIOJIHUTENEH, paboTa0NX
¢ KOH(UCHIIMATBHBIMUA JOKYMEHTaMH.

2. Tlopsimox odopmiieHHs T0MycKa paOOTHUKOB K KOMMEPYECKOHW M CIy)KeOHOM
TailHaM ¥ 00y4eHus MpaBuiIaM paboOThl C KOH(UACHIIMAIBHBIMU JTOKYMEHTaMH.

3. IlpaBunma paboTHl TepcoHana ¢ KOH(PUIACHIMATHHBIMU JOKYMEHTaMH Ha
OYMa)KHBIX M 3JIEKTPOHHBIX HOCHUTEIISX

4. TlpoBepkn Hanuuusg KOH(UACHIMAIHHBIX TOKYMEHTOB KaK Ba)KHOE CPEICTBO
o0ecrieueHnss KOHTPOJIS 32 UX COXPAHHOCTHIO.

Jlumepamypa:
OcHosHas:
Kopnees, . K. KonpuaeHuuanbHoe AeI0MpON3BOACTBO : yueOHHUK Jutst By3oB / M. K. KopHees,
A. B. [Tmenko, B. A. Mamrypnes. — 3-e u3z., nepepad. u nmom. — Mocksa : M3gaTenbcTBO
Opaiit, 2024. — 46 c. — (Bwicmiee obOpazoBanue). — ISBN 978-5-534-18511-9. — Tekcr :
AJICKTPOHHBIN /! Oo6pazoBaTenpHas miaTdopma Opaiit [caiT]. —

URL: https://urait.ru/bcode/535209 (mara obpamenus: 10.11.2024).

[TaBnora, P. C. Kondunenuuansnoe aenonpousBoactso / P. C. [TaBnoBa. — Cankrt-IleTepOypr :
Jlanp, 2022. — 380 c¢. — ISBN 978-5-507-44694-0. — Tekct : 31eKTpoHHBIH // JlaHp :
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Mamepuanvno-mexnuyeckoe obecneyenue 3aHAmusL:
KomnbroTepHslii Ki1acc ¢ BbIX0J0M B IHTEpHET.
Paznarounsblit MaTepuan

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

dopma
Ne | camocTosiTeIbHOI MeToauyeckue peKOMeHIAHU
padoTbI
CaMmocTosTenbHast CaMmocTosTenbHast pa60Ta MMPpOBOAUTCHA C LCIIbIO: CUCTEMATU3allUN
pabora U 3aKpeIUIeHUs TOJYYEHHBIX TEOPETHYECKHX 3HAaHUM U

NPAKTUYECKUX  yYMEHHUH  0oOydarommuxcsi;  yriayOlleHus U

paciupeHust TEOPETUUECKHUX 3HaHUU oOyJaromuxcs;
dbopMupoBaHHS ~ YMEHUH  HUCHOJB30BaTh  HOPMAaTUBHYIO,
MPAaBOBYIO, CIIPAaBOYHYIO JOKYMEHTAIUI0, y4eOHYIO u

CHEIMAIbHYI0  JIUTEpaTypy;  pa3BUTHUS  IO3HABaTENIbHBIX
CIIOCOOHOCTEH W aKTUBHOCTH OOYYAIOIIUXCS: TBOPYECKOM
VMHUIMATHBBI, CaMOCTOSITEJIbHOCTH, OTBETCTBEHHOCTH,
OpraHU30BaHHOCTH; dbopMupoBaHue CaMOCTOSITENIbHOCTH
MBILUICHHUS, crocobHoCTEH K CaMOpa3BUTHIO,
COBEpIICHCTBOBAHUIO M CaMOOpraHu3aluu; (OpMHUPOBaHUS
npodeCCHOHATBHBIX KOMIIETEHIIHIA; Pa3BUTHIO
UCCIIEIOBATEIbCKUX YMEHUH oOyuaronuxcs. DopMbl U BUABI
CaMOCTOSITENIbHOW paboThl 00y4alOMIMXCs: YTEHHE OCHOBHON M
JIOTIOJTHUTEIIBHON JIUTepaTypbl — CaMOCTOSITEIbHOE H3y4YEeHUE
Marepuaja MO0 PEKOMEHAYEMbIM JIMTepaTYpPHbIM HCTOYHHUKAM;
paboTa ¢ OMOITUOTEUHBIM KAaTaJIOTOM, CaMOCTOSATEIBHBINA MOI00D
HE00XO0IMMOM ITepaTyphl; paboTa co CI0BapeM, CIIPABOYHUKOM;
NOUCK HeoOxoaumol wuHpopmauuu B cetd VIHTepHeT;
KOHCIIEKTUPOBAaHHE HCTOYHHUKOB; pedeprupoBaHNE MCTOUYHUKOB;
COCTaBJICHME AHHOTAIMi K TMPOYUTAHHBIM JIUTEPATYPHBIM
MCTOYHUKAM; COCTaBJICHUE PELEH3UN U OT3bIBOB Ha MPOUYNTAHHBIN
MaTepuay, COCTaBJICHHE o0030pa NyOJuKamuii 10 TeMe;
COCTaBJieHHME M pa3paboTKa TEPMHUHOJIOTHYECKOIO CJIOBaps;
COCTaBJICHHME  XPOHOJOTHYECKOW  TaONHIBI;  COCTaBIIEHUE
oubmorpaduu (6udbauorpaduueckoil KapTOTEKH); MOATOTOBKA K
pa3Iu4HBIM (popmMaM TeKylleld U MPOMEXYTOUHOM aTTecTauuu (K
TECTUPOBAHUIO, KOHTPOJBbHOW paboTe, 3adery, »OK3aMEHY);
BBITMOJTHEHHE JOMAITHUX KOHTPOJIBHBIX PabOT; CaMOCTOSATEIbHOE
BBIMIOJTHEHUE MPAKTHUUECKUX 3a/laHuil PEenpoAYKTUBHOIO THIIA
(OoTBETHI Ha BOMPOCHI, 33J]a4U, TECThI; BBHIOJHEHHUE TBOPUECKUX
3amannii). TEeXHOJIOTHUS OpraHU3aIlliid CaMOCTOSITEIIbBHOW PabOThI
00y4aromuxcsi BKIIOYAET HCIOIb30BaHUE HH()OPMAIIMOHHBIX
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MaTepuaIbHO-TEXHUYECKUX pecypcoB 00pa3oBaTeIbHOTO
YAPEKICHUS: OuOIMOTEKY c YUTATHHBIM 3aJI0M,
YKOMILUIEKTOBaHHYI0 B  COOTBETCTBUU C CYLIECTBYIOIIUMU
HOpMaMH; Y4eOHO-METOAUYECKYI0 0a3y Y4YeOHBIX KaOWHETOB,
nabopaTopuii M 3ajla KOAU(PUKAIMK, KOMITBIOTEPHBIC KJIACCHI C
BO3MOKHOCTBIO paboThl B ceTu MHTEepHET; ayauTopuun (KJIacchl)
JUIsL KOHCYJIbTAIlMOHHOM JesTeNbHOCTH; y4eOHYyI0 H YydeOHO-
METOJUYECKYI0  JIUTepaTypy, pa3pabOTaHHYI0O C  Y4YeToM
YBEJIUYEHUS TOJU CaMOCTOSATENIbHONW pabOThl CTY/ICHTOB, U UHBIE
METOANYECKHE MaTepHaIbl. Iepen BBITTOJIHEHHEM
00y4aromyUMHUCsT BHEAYAUTOPHOW CaMOCTOSATENBbHOM paboThI
IpenoiaBaTesb MPOBOJUT KOHCYJIBTHUPOBAHUE TIO BBIMOJIHEHUIO
3aJaHMsl, KOTOPBIA BKJIIOYACT IENIb 33/aHUS, €r0 COJCpKaHMA,
CPOKM  BBIMOJIHEHUS, OPHEHTUPOBOYHBIH 00BEM  paboTHl,
OCHOBHBIE TPEOOBaHUSI K pe3yIbTaTaM padOThl, KPUTEPUH OLIEHKH.
Bo Bpems BbImOMHEHHS OOYYalOIIUMKCS —BHEAYAUTOPHOU
CaMOCTOSITENIbHON pabOThI M TPU HEOOXOTUMOCTH MPET01aBaTeNhb
MOXET  MPOBOAWUTH  HWHAWBUIYAJIIbHbIE U TPYIIOBBIC
KOHCYJIbTAIIH. CamocrosTenbHas pabota MOXET
OCYIIECTBIATHCSA UHANBUYaIbHO WM IpyHIaMu 00y4aroImuxcs B
3aBUCUMOCTH OT I1elH, O0beMa, KOHKPETHON TeMaTHKU
CaMOCTOSITENIbHOI paboThI, YPOBHSI CIIO)KHOCTH, YPOBHSI YMEHUMN
oOydJaronuxcs. KoHnTposb CaMOCTOSITEIIbHOU paboTsl
00y4aromuxcs npeaycMaTpUBaeT:

— COOTHECEHHE COJIepKaHUsI KOHTPOJIS C LEISIMUA 00yUYeHHS;
00BEKTHBHOCTH KOHTPOJIS;

— BaJIMJIHOCTb KOHTPOJS (COOTBETCTBUE MPEIbIBISIEMbIX
3aJJaHUu} TOMY, YTO IPEIOoIaraeTcs MPOBEPUTH);

— nuddepeHnuanmo KOHTPOJIbHO-U3MEPUTEIBHBIX
MaTepuaoB.

—  DopMBbI KOHTPOJISI CAMOCTOSITEILHON paOOTHI:

— TPOCMOTP M MPOBEPKA BBHIMOJIHEHUS CaMOCTOSITEIbHOM
paboThI mpenoaaBareneM;

— OpraHm3alysi CaMOIpOBEPKH,

— B3aUMOIPOBEPKU BBIMIOJHEHHOTO 3aJaHUsl B TPYIIIE;
00CyX/JIeHHUE pe3yJabTaTOB BBIMOJHEHHONH paboThl Ha
3aHATUH;

— TpOBeJeHHE MUCbMEHHOTO OIpoca;

— TpOBEJEHHE YCTHOIO ONpoca;

— oOpraHu3alMs W TPOBEACHHE  WHAMBHUIYAIbHOTO
cobece10BaHUS; OpraHu3aIus U IIpOBE/ICHHUE
cobeceroBaHUsI C TPYIIION;

3alUTa OTYETOB O MPOJIEIaHHOI paboTe.

ABamus u
KOHCIIEKTUPOBAHHUE

[Ipu pabote ¢ y4eOHOU JUTEpATypol HEOOXOAMMO MOA0OPAThH
JUTEPATypy, HAYYUTHCS TPABUIIBHO €€ YATATh, BECTH 3aITUCH.
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OCHOBHOM H s mombopa mmTepaTrypel B OHOIHMOTEKE HCIOIB3YIOTCS
JNOIOJHATENbHOMN anaBUTHBIA U CUCTEMATUICCKUNA KaTaJIOTH.
JIUTEPATYPHI. [IpaBunpHBIl TONOOp y4eOHON JHTEPAaTypbl PEKOMEHIYETCS

npenojaBaTesieM, YATAIOIUM JIeKIIMOHHBIN Kypc. HeoOxonumas
JauTepaTypa yKazaHa B METOJIUWYECKUX pa3paboTKax Mo JAaHHOMY
Kypcy.

N3yuass wmarepuan 10 BBIOpaHHOM JIMTEpaType, CIEayeT
NEPEXOIUTH K CIIEYIONEMY BOIIPOCY TOJIBKO MOCIIE MPAaBUIBLHOTO
YSCHEHUS TPEAbIIYIIEro, ONUCHIBas Ha Oymare BCe BBIKIAIKHU U
BBIYUCIICHUS (B TOM YHCIIE T€, KOTOPBIE B y4eOHUKE OMYIICHBI HITH
Ha JICKIIUH JaHbI ISl CAMOCTOSATEIBHOTO BBIBOJIA).

Oco0oe BHIMaHHE CIIETyeT 0OpaTUTh Ha OMPEIEICHNE OCHOBHBIX
MOHATUH Kypca.

CryneHT nODKeH MOApOoOHO pa3dupaTh NpPUMEPHI, KOTOpBIE
HOSCHSIOT TaKWe OMpEAETICHUS, U YMETh CTPOUTH aHAJIOTMYHBIE
npuMepbl  camoctosiTenbHo.  HykHO  100MBaThCs  TOYHOTO
NPEICTaBICHUS O TOM, YTO U3Yy4Yaelllb.

[Tone3Ho cocTaBIATh OMOPHBIE KOHCTIEKTHI.

[Ipu n3yueHnn MaTepuana Mo y4eOHUKY IOJIE3HO B TETpaau (Ha
CHEIHMAIbHO OTBEJCHHBIX MOJSAX) JOMOJHATH KOHCHEKT JIEKIIMH.
Tam ke ciieryeT OTMe4aTh BOMPOCHI, BbIIEJICHHBIE CTYIEHTOM AJIs
KOHCYJIbTAIIMH C MpernoaBaTeieM.

BbIBOIBI, ITOJTy4E€HHBIE B pE3yJIbTaTe U3yUYEHUs, PEKOMEHyeTCs B
KOHCIIEKTE BBIIEJATH, YTOOBI OHU MPHU NEPEUUTHIBAHUU 3amuceit
Jy4llle 3alIOMUHAIKCh.

OnplT  moOKa3pIBa€T, YTO MHOTMM CTYIAEHTaM IIOMOTaeT
COCTaBJIEHHME JIUCTAa OIMNOPHBIX  CUTHAJIOB,  COJAEpIKAIlEero
BaKHEWIINE M HanboJiee 4acTo yrnmorpedsieMbie MOHATHSA. Takoit
JUCT TIOMOTaeT 3allOMHUTh OCHOBHBIC TOJOXKEHUS JIEKLIHUU, a
TAaKXKE€ MOXET CIY)KUThb TIOCTOSHHBIM CIPAaBOYHUKOM ISt
CTY/ICHTA.

Paznuuaror Ba BUAa YTEHUS: IEPBUYHOE U BTOPUYHOE.
[lepBuyHOE - 3TH BHHUMATENbHOE, HETOPOILJIMBOE UYTEHHE, NpPU
KOTOPOM MOYKHO OCTaHOBHTBHCS Ha TPYAHBIX MecTax. [locie Hero
HE JIOJDKHO OCTaTbCs HH OJHOTO HEMOHSATHOTO  OJIOBa.
CopneprxaHue He BCeria MOKET OBITh TOHSATHO MOCIIE IEPBUYHOTO
YTEHUSI.

3agaua BTOPUYHOTO YTEHUS MTOJTHOE YCBOSHHE CMBICIIA LENIOT0 (110
CUETy 3TO YTEHHE MOXET OBITh U HE BTOPHIM, a TPETHUM HIIH

YETBEPTHIM).
OcHoBHBIE BUBI CUCTEMATU3UPOBAHHOMN 3alMCH TPOYUTAHHOTO:
1. AHHOTHMpOBaHHME — TPEACIBHO KpaTKOE CBA3HOE

OINKMCaHNE MPOCMOTPEHHOM WIIM MPOYUTAHHON KHUTH (CTaThH), €€
coJlep’KaHusl, ICTOYHUKOB, XapaKTepa 1 Ha3HAUYCHUS;
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2. IlmanupoBaHue — KpaTKas JIOTMYECKass OpraHu3alus
TEKCTa, PACKPBIBAIOLIAs COAECPKAHUE M CTPYKTYPY H3y4aeMoro
MaTepuaa;

3. Te3upoBaHue — JAaKOHHMYHOE BOCIPOU3BEIACHUE
OCHOBHBIX yTBEp:KJIeHUH aBTOpa 0e3 mpuBIeYeHUS (PaKTHIECKOTO
MaTepuaa;

4. IluTtupoBaHuEe — JOCIOBHOE BBIMCHIBAHUE W3 TEKCTA
BBIIEP)KEK, M3BJIEUEHUHN, Hanboyiee CYIIECTBEHHO OTPa)KAIOLIUX
Ty WJIA UHYIO MBICJIb aBTOPA;

5. KoHcnektupoBanue — KpaTKOe U IMOCIEA0BATENIbHOE

U3JI0KEHUE COJIEP>KAHUS TPOYUTAHHOTO.
KoHCnekT — cI0XHBII COcO0 M3IO0XKEHUs COIEp>KaHHs KHUTU
WIM CTaTbl B JIOTUYECKOM TocienoBaTelbHOCTH. KOHCHEKT
AKKyMyJIUpyeT B ceOe MpeablAyIne BHUJbI 3alKCH, MO3BOJISIET
BCECTOPOHHE OXBAaTUTh COJAEp)KAHWE KHUTHU, cTartbu. [loaTomy
YMEHUE COCTaBIIATH IJIaH, TE3UCHI, JENATh BBIMHCKA U JIPYrue
3aIUCH ONPEIEISIET U TEXHOJIOTHIO COCTaBJICHUSI KOHCIIEKTA.

Meroanueckue  peKOMEHJAUUU O  COCTABJIICHHUIO
KOHCIICKTA!

1. BuHuMaTenbHO MOPOYMUTANTE TEKCT. YTOYHUTE B
CIIPABOYHOM JIMTEpaType HENOHATHBIE cioBa. [Ipu 3amucu He
3a0y/IbTe BRIHECTU CIPABOYHbBIC JAHHBIE HA MOJIS KOHCIIEKTA;

2. Beimenure ri1aBHOE, COCTaBbTE IJIaH;

3. Kparko copMynupyiiTe OCHOBHBIE TTOJIOKEHHUS TEKCTA,
OTMETHTE apTyMEHTALMIO aBTOPA;

4. 3aKOHCIEKTUPYUTE MaTepHuas, YETKO CIEAYys IMyHKTaM
mnaHa. [Ipy KOHCHIEKTMPOBaHUM CTApalTECh BBIPA3UTh MBICIb
CBOMMU CJIOBaMH. 3aIllUCH CIEAYET BECTH YETKO, SICHO.

5. 'pamoTHO 3anuchiBaiTe HuTathl. LIuTHUpys, yuutsiBaiTe
JTAKOHUYHOCTh, 3HAYUMOCTH MBICIIH.

B TekcTe kOoHCTIEKTa KeNaTeabHO MPUBOAUTH HE TOJBKO TE3UCHbBIE
MOJIOKEHUs, HO U UX JoKazarenbcTBa. [lpm odopmiieHun
KOHCIIEKTa HEOOXOIMMO CTPEMHUTHCS K EMKOCTH KaXIOoro
npeasiokeHusi. MpIciin aBTOpa KHUTH CIIEyeT U3jaratb KpaTko,
3a00TSCh O CTWJIE€ W BBIPA3UTENBLHOCTH HamucaHHOro. Ywucio
JOTIOTHUTEIIFHBIX ~ JJIEMEHTOB  KOHCIIEKTa  JIOJDKHO — OBITh
JIOTUYECKH OOOCHOBAHHBIM, 3AIUCH JIOJDKHBI PACTIPEACNsAThCS B
ONPEAEIIEHHOM IOCIEI0BATEIbHOCTH, OTBEYAOUIEN JIOTHYECKOU
CTPYKType mpousBeieHusa. Jlis yTOUHEHHS] U JIOMOJHEHHS
HEOOXOUMO OCTABIIATH MOJIS.

OBnaneHre HaBbIKAMU KOHCIIEKTUPOBAHUS TpeOyeT OT CTyleHTa
LEJICYCTPEMIICHHOCTH, IOBCEAHEBHON CaMOCTOSITENIbHOI pabOTHI.

ITonroroBka K
CEMUHAPCKUM
3aHSATUAM

CeMuHap - BuA yueOHOro 3aHATHA, TPU KOTOPOM B
pe3ynbTare MpeaBapUTENbHON paboThl HaX MPOrpaMMHBIM
MaTepuajoM IMpernojaBaTeNss M CTYIEHTOB, B OOCTaHOBKE HX
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HEMOCPEJACTBEHHOTO M aKTUBHOI'O OOIIEHMS pPElIaloTcs 3ajauu
MO3HABATEJIILHOTO U BOCIUTATENBHOIO XapakTepa, (hopMupyercs
MHUPOBO33pEHHUE, MIPUBUBAIOTCS METOA0JOTUYECKUE u
NpPaKTUYECKHE HaBbIKM B  0O0JacTH  JOKYMEHTOBEACHUS,
HEOOXOOUMBbIE [  CTAHOBJIECHHUS  KBaJU(UIHMPOBAHHBIX
CrenuaaucToB B cootBeTcTBUU ¢ TpeboBanmsimu OI'OC BO mo
HAaIpaBJICHNIO IOATOTOBKH «/[OKyMEHTOBEZICHNE U apXUBOBEJICHUEY,
OakasaBpHar.

Leas ceMuHApPOB: 3aKpeIICHUE TEOPETUUECKUX 3HAHUM,
aKTUBH3AIKS PabOTHI CTYICHTOB B XOJI€ U3YYCHHSI JUCIUILTAHBL,
pa3BUTHE HABBIKOB  CaMOCTOSITEJIbHOW  MCCIENOBATEIbCKOM
NeSITeIbHOCTH, YMEHHUs pabdoTaTh C HAay4HOM H yueOHOH
JTUTEPATypPOd, apryMEHTUPOBAHO 0OOCHOBHIBATH CBOM PEIIICHUSI.

Pob  cemmHapoB:  CTUMYNHMpPYIOT  BHHMMATENIbHOE
OTHOILIEHUE CTYJEHTOB K JICKIMOHHOMY KYpCY M pEryjsipHOe
M3Y4YEHUE UMU JIUTEPATYPHI O TUCHUIIIIMHE 3aKPEIUISIOT 3HAHUS,
MOJIyYeHHBIE CTYJICHTaMU Ha JIEKIUSAX U B X0JI€ CAMOCTOSI TEbHOM
paboThl Hax JUTEPaTypoOW; pACHIMPSIOT KPYr 3HAHUH 1O

KOHKPDETHOH  TEME; MIO3BOJISIIOT  CTYJIEHTaM IIPOBEPUTH
IIPABWIBHOCTh paHEE IMOJIYYCHHBIX 3HAHUM, BBIWICHUTh B HHUX
HauOoJee, CYILLIECTBEHHOE; IIPUBUBAIOT HAaBBIKH

CaMOCTOSATENIFHOTO ~ MBIIUICHHS, YCTHOTO BBICTYIUIGHUS IIO
TEOPETHYECKHM BOIIPOCAM, OTTAUYMBAIOT MBICHb, MPUYYAIOT
CTYZICHTOB CBOOO/IHO OIIEpUPOBATH TEePMHHOJIOTHEH;
IPEIOCTABIISIOT BO3MOKHOCTD NPEIIOABATENI0 CHCTEMATHICCKH
KOHTPOJIUPOBATh YPOBEHb CAMOCTOSATEIILHON PabOTHI CTY/ICHTOB
HaJ yd4eOHBIM MaTepHaioM, CTENEeHb WX BHHMATEIbHOCTH Ha
JEKIUSAX.

OcHoBHbBIE (popMBI ceMHMHAPOB: pa3BepHyTas Oecena,
00CyXJIeHHE BOIIPOCOB, CEMHUHAP-AMCIYT, KOMMEHTHPOBAaHHOE
YTEHUE, YNPAKHEHHs Ha CaMOCTOATENBHOCTb  MBIIIICHHS,
NUCbMEHHas (KOHTPOJIbHAS) paboTa, CEMHUHAP-KOJIIOKBUYM.

IToaroroBka k
MPaKTUYECKOMY
3aHATHIO

[IpopaboTka paboueil mporpammsbl, yaemnsisi 0coboe BHUMAHHE
HeasiM M 3a/ladaM, CTPYKTYpE U COJEPKAHMIO JIUCLMIUIMHBIL.
KoHncrniektupoBanre UCTOYHUKOB. PaboTa ¢ KOHCIIEKTOM JICKITHH,
MOATOTOBKA OTBETOB K KOHTPOJIbHBIM BOIPOCaM, MPOCMOTP
pEeKOMEeH1yeMOit JTUTEPATYPHL, pabora v TEKCTOM.
[IpocnymmBanue ayavo- W BUIICO3ANMCEW MO 3alaHHON TeMe,
pemieHue pacueTHO-rpadUUECKUX 3aJlaHui, PEIICHHUE 3a/1ad I10
AJITOPUTMY U JIp.

IloaroroBka K
JTUCKYCCUU

Jluckyccust — 310 00CyKIAeHNEe KaKoTro-TM00 CIIOPHOTO BOIPOCa,
npoOemMbl. BaxHO# XapaKTEPUCTUKON TUCKYCCHU, OTIMYAFOIICH
€C OT APYIUuX BUJOB CIIOpaA, SABJISACTCA apr'YMCHTUPOBAHHOCTD.
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Jluckyccus mpenoaraeT BEIpadOTKY U aKTUBHOE TTPOIBUIKCHHE
CBOEH TOYKM 3pEHUs 10 H3ydyaeMou ImpoljemMe, YMEHHE
BBICITYIIIATh ~QJIBTEPHATHBHYIO TOYKY 3pEHUS, BCTYNUTh B
MOJIEMUKY, Ha OCHOBE M3JIOKEHHSI M Y4yeTa BCEX TOYEK 3pEHUs
IPUATH K 00bEKTUBHOMY PE3yIIbTaTYy.

OcHOBHBIE 1Iary MPU NOATOTOBKE K JUCKYCCHU.

BrIOOp TeMBbI MUCKYCCHU Ompeneisercs LEeIsIMH OOy4YeHHS U
comepxaHueM ydeOHoro marepuana. [Ipu sTom Ha oOcyxueHue
OOydJaloOmUXCsl  BBIHOCATCS TEMbl, HMEIOIIUE MPOOIECMHBIN
XapakTep, coJeprKaiiue B ce0e MPOTUBOPEUMBBIE TOUKH 3PEHMUS,
JUJIEMMBI, 3a]IeBAIOIME MPUBLIYHBIC YCTAHOBKH OOYUYaOIIUXCSI.
Tema pazOuBaeTcsi Ha OTIENbHBIE BOMPOCHl, KOTOpBIE
cooOmarorcss  oOydaromMmcs.  YKasbIBaeTcs  JIUTEparypa,
CIpaBOYHBIE MaTepHallbl, HEOOXOIWMbIE Ui TOATOTOBKU K
JTCKYCCHH.

IIposedenue ouckyccuu.

dbopMynupoBaHue TPOOJIEMBI U LIEJIeH TUCKYCCHH,

CO3/1aHM€ MOTHBALIUU K OOCYXICHHUIO - OIpe/ieJIeHHe 3HAaYMMOCTH
npoOJIeMbl, YKa3aHHEe Ha HEPEIICHHOCTh U MPOTHBOPEUHBOCTH
BOMpOCA U T.J.;

YCTaHOBJICHHE PETJIaMeHTa TUCKYCCHH U €€ OCHOBHBIX ATAIlOB;
COBMECTHAs BbIpa0OTKa MPaBUJI IUCKYCCHUHU;

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

Ilpuemvl 66edenus 6 OUCKyccuro:

pebsBICHUE MPOOIEMHOMN CUTYaINH;

JIEMOHCTpAIIHS BUICOCIOKETA;

JIEMOHCTpAIIHS MaTEpPHAIIOB (CTaTeH, TOKYMEHTOB);

pOJIeBOE MPOUTPHIBAHKE TPOOIEMHON CUTYAIINH;

aHaJIW3 TPOTHBOPEUYUBBHIX BBICKA3bIBAaHUM - CTOJIKHOBEHHE
IIPOTUBOMOJIOKHBIX TOUEK 3pEHUS Ha 00CyX1aeMyto pobdiiemy;
MOCTaHOBKA MTPOOJIEMHBIX BOITPOCOB;

aJIbTEPHATUBHBIN BBIOOP (yY4acCTHHKAM TMIpEIJIaraeTcsi BHIOPATH
OJIHY W3 HECKOJBKHUX TOYEK 3PEHHUS WU CIIOCOOOB peIlIeHUs

pOoOJIEMBI).
NuauBunyanbHble 3HAKOMCTBO C OCHOBHOM W JIOMOJHUTEIBHOW JIUTEPATYpOH,
3a/laHus BKJIIOYasl CIPaBOYHBIE W3JaHMs, 3apyOeKHbIE HCTOYHUKH,

KOHCIIEKT OCHOBHBIX TIOJIO)KEHUH, TEPMHUHOB, CBEICHHM,
TPEOYIOMHXCS JUISt 3aIIOMHUHAHUS U SBISIIOIIHAXCS
OCHOBOITOJIATalONIUMU B 3TOH TeMe. CocTaBiIieHUEe aHHOTAIIUH K
MIPOYUTAHHBIM JIUTEPATYPHBIM UCTOUYHUKAM H JIP.

Onpoc Onpoc - 93TO CpPeACTBO KOHTPOJIS, OPraHM30BAHHOE Kak
crienMangbHas Oecena mpernoiaBaresis C 00 yJaroIuMCs Ha TEMBI,
CBSI3aHHBIE C M3Yy4aeMOW AUCUUIUIMHOW, M PAaCCUYUTAHHOE Ha
BBISIBJICHHE O00BheMa 3HAHWUN O0YyYaroIIerocsi Mo OMpeeIeHHOMY
pazneny, Teme, mpobieme u T.. [Ipobremarrka, BRBIHOCHMas Ha




®opma
Ne | camocTosiTeIbHOM MeToanyeckue peKOMeHAAMHU
padoTbI

OMpOoC OMpejelicHa B 3aJlaHUAX I CaMOCTOSITEIILHON padOThI
00yJaroIIerocs, a TakKe MOXKET ONMPEACIIATHCS MPEToIaBaTelieM,
BEJYIIUM CEMHHAPCKUE 3aHATHSA. BO BpeMs mpoBeJeHHUs OIpoca
oOydJaronuics JODKeH YMETh OOCYAHWTh C IpenojaaBaTelieM
COOTBETCTBYIOIIYIO TPOOJIEMAaTHKY Ha YPOBHE JHAJIOTA.

Tekymunii Opranm3yercss Kak OJJIEeMEHT Y4YeOHOro 3aHsATHS B  BHUJC
KOHTPOJIb BBITIOJTHEHHST OOy4aromuMucs OJoKka 3aJaHuii B MUCHMEHHON
(KOHTPOJIBHBIH dbopMe 10 3aITaHHBIM TeMaM JTUCIUTIITTHBI

cpes)

IToaroroBka x [Ipu moaroroBke K 3a4éTy C OIEHKOW HEOOXOIUMO
3a4€Ty C OLICHKOMN OPUEHTUPOBATHCS Ha KOHCIIEKTBI JeKIuid, pabouyio

nporpaMMmy y4eOHOW IMCHMIUIMHBI, HOPMATUBHYIO, YUEOHYIO U
pexomMeHayemyro aurepaTypy. OCHOBHOE B IIOJATOTOBKE K 3a4€Ty
C OEHKOW JTO TIOBTOPEHHE BCEro Mmarepuaiga YydeOHOH
JTUCHUIUIMHBL, TIO0 KOTOpPOMY HeoOXoaumo chaBaTh. llpu
MOJTrOTOBKE K claue 3auéTa ¢ OLleHKOI 00yJaromuiics Bech 00beM
paboThl  JOIKEH paclpeiessTb PpPaBHOMEPHO IO  JHSM,
OTBEJICHHBIM Ul MOJATOTOBKM, KOHTPOJIMPOBATh KaXKAbIH JIE€Hb
BBITIOJIHEHNE HAMEUEHHON paboTHI.

8.3. Memoouueckue pekomenoauuu no nOO20MOBKE NUCLMEHHBIX padom (Kypcoeswvlx,
KOHMPOIbHBIX, pehepamos, KOHCREKMOG U m.n.)

®opmMa NMCbLMEHHOI

Ne MeTtoanyecKue peKoOMeHAaun
padoTsI
Hanucanue Hanucanme  KOHCHekTa  JIEKIMH:  KpaTKo, CXEMaTU4HO,
KOHCIIEKTa JIEKIUH MI0CJIEI0BATENBbHO (PUKCUPOBATH OCHOBHBIE MOJIOKEHHUS, BBIBOIBI,

bopMyIUpOBKH, 0O0OOIIEHHS; TIOMEYaTh BaXKHBIC MBICIIH,
BBIICJIATh KJIIOUEBBIE CJIOBA, TE€pMUHBI. [IpoBepka TEpMHUHOB,
MOHATHI C TOMOIIIBIO SHIIUKIIONEIN, CIIOBAPEH, CIIPABOYHUKOB C
BBIMICHIBAHUEM TOJKOBaHUU B TeTpagb. OO03HAYUTH BOMPOCHI,
TEPMUHBI, MaT€pUaj, KOTOPBIA BBI3BIBAECT TPYJHOCTH, IOMETUTDH U
MOIBITAThCSl HAWTHU OTBET B PEKOMEHIyeMOM auteparype. Ecnu
CaMOCTOSITENIbHO HE yJaeTcs pazobpaTbCsi B  Marepuale,
HE00X0UMO CPOPMYITUPOBATH BOIIPOC U 337aTh MPEMOAABATEIIO
Ha KOHCYJIBTAIINH, HA IPAKTUYECKOM 3aHATHH.

Jlokunaz Jlokman — BHJ CaMOCTOATENBHOM palboThl, CcrmocoOCTBYeET
(GOpMHPOBAaHMIO  HABBIKOB  HCCIEAOBATEIbCKOW  paboTHI,
pacmupsieT Mo3HaBaTeIbHBIE MHTEPECHI, MPUYYAET KPUTHUCCKU
MBICITUTb.

[MoaroroBka moKIama MpeaycMaTpUBAaET CHUCTEMATHYECKYIO
paboTty 00yJaromuxcs, yMEHUE MOJIb30BATHCS PEKOMEHI0BaHHON
auteparypoil. OHa BKJIIOYaeT B ce0sl CIETYIONIUE STAllbI:

- COCTaBIISICTCS TUTaH JIOKJIA/a IyTeM OOOOIIEHHS M JIOTHYECKOTO
MOCTPOCHUS MaTepuana JI0KIaia;

- TOJIOUPAIOTCS OCHOBHBIC HCTOYHUKH WH(OpMAINU;




®opMa NMCbMEHHOM
padoTbI

MeTtoanueckue PEKOMEHIAUU

- CHCTEMaTU3UPYIOTCS TOJyYCHHBIE CBEICHHS IyTEM H3y4CHUS
HanOosiee BaKHBIX HAYYHBIX pabOT MO JAaHHOH TeMe, MepeyucHb
KOTOPBIX, BO3MOKHO, JTA€T CaM TIPETIO1aBaTelNb;

- JenaloTcs BBIBOABI W 0000IIEHMS B pe3yibTare aHalu3a
M3y4eHHOTO MaTrepuala, BBIICICHHS HauOojee 3HAYUMBIX IS

pacKkpbITUs  TeMbl  JOKJana  (akToB, MHEHMHA  pa3HBIX

HCCIIeq0BaTENCH.

[TocTpoenue noknanga, Kak v 11000 Apyroi HAy4IHOU pabOTHI,
TPAaAMLIMOHHO BKJIIOYAeT TPU YaCTU: BCTYIUICHHWE, OCHOBHYIO
YacTh MW 3aKiiodeHue. Bo  BerymieHun — 0003Havaercs
aKTYaJIbHOCTh HCCIIElyeMOH B JOKJIaJe TEMbI, YCTaHABINBACTCS
JIOTHYECKasi CBA3b €€ C JPYrMMH TeMaMu. B 3akimouyeHun
(GOpMyIHpYIOTCS  BBIBOIBI, JENAIOTCA  HPEAJIOKCHUS |
MOTYEPKUBACTCS 3HAYCHNUE PACCMOTPEHHOMN MPOOIEMBI.

KontponbHas pabora

KontponbHas paboTa — OpUrHHaAIbHOE COYMHEHNE HEOOIIBIIIOTO
pasmepa, B KOTOPOM H3JIararoTcs KOHKPETHBIC PEe3yJIbTaThl
M3y4deHus 00ydaeMbIM JUCITUTIINHBI (PE3yIbTaThl COOCTBEHHOTO
HCCIIEIOBaHUsI 110 KOHKpETHON Teme). B xoxme Hamumcanus
KOHTPOJIbHOW paboThl 00y4aeMmblii MpUOOpeTaeT HaBBIKU
CaMOCTOSITENIbHON pabOoThl 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;

— M3yYCHUE HAyYHOW JUTEpaTyphl, aHAJIU3 U 0000IIeHHEe

MaTepHaloB 10 MPoOJIeMe UCCIIEIOBAHUS;

— (¢dopMyIUpOBaHNE OCHOBHBIX MOJIOXKEHUN U BBIBOJIOB;

— 0 opMIICHHE KOHTPOJIHHOU PaOOTHI.
OdopmiieHne sBIsETCS 3aBEPLIAIOIIUM 3TallOM KOHTPOJIbHOM
pabotel. BeiGOp TeMbl M TOA0Op MCTOYHUKOB JIOJDKEH OBITh
COTJIAaCOBaH C HAYYHBIM PYKOBOJHUTEIEM, BeyIIuM npeamet. Ha
OCHOBE COOpaHHOrO MaTepuaiga yTOYHSIETCS CTPYKTYpa,
cofiep)kaHue U 00BeM KOHTPOJIbHOM paboThl. TexHHueckue
TpeboBaHus K padote: o0bem 10-12 cTpanuI] MaTMHOMCHOTO
TEKCTa, OTIe4YaTaHHoro uepe3 1,5 mHTepBana. KoHTposbHas
paboTta JOMKHA WMETh: THUTYJIBHBIA JIHCT, COJIEPIKAIIHA:
Ha3BaHue pabotel, @.M.0. aBTOpa U HAYYHOTO PYKOBOJIUTEIIS,
Ha3BaHue (akynbTeTa, Kypca, ToJl M MECTO HalHUCaHUs,
cojZiep)KaHuEe Ha OTIENbHOM CTpaHHWIle, HyMEpalHio CTPaHUI.
Cmpykmypa KoHmMpObHOU pabomul 6KIo4Yaem: 3arojioBOK,
BBEJICHHE, OCHOBHYIO 4YacTh (M3JI0)KCHHE JIBYX BOIIPOCOB),
3aKJIIOYCHHUE, CIIMCOK  HCIIOJNB30BAaHHBIX  HCTOYHHUKOB U
JUTEPATYPHI.
3aronoBoK (Ha3BaHHWE) OTpakKaeT TEMYy JAHHOTO COYMHEHUS M
COOTBETCTBYET COZIep)KaHuI0. BBeienue (BBOIHAS YaCTh) TOJIKHO
OBITh KpaTKUM U TOYHBIM. B HeM 000CHOBBIBaeTCS BBIOOP TEMBI,
dopmynupyercs 11enb padoTel. OCHOBHAS YacTh JSTUTCS HA II1aBbI
B COOTBETCTBUM C 3amadamu pabotbl. [laercs ompenenenue




®opMa NMCbMEHHOM

p360TbI MeTtoanueckue PEKOMEHIAUU

MOHATHUSIM UCCIIEAYEMBIX SIBICHUH W MPOIECCOB, PACKPBIBAIOTCS
WX CYITHOCTh M 0COOeHHOCTH. B HEOOmbIION paboTe YacTH MOTyT
HE BBIIENATh, HO KaKAass HOBas MBICIb O(GOpMIIsieTcss B HOBBIN
ab3arl. 3akiroueHre uMeeT GopMy BBIBOJOB, COOTBETCTBYIOIIUX
JTaraM MCCIeIOBaHus, WM GOPMY pe3toMe.

9. MEPEYEHb NH®OPMAIIMOHHBIX TEXHOJIOTAM.

[Ipu u3yyeHHH IUCHMIUIMHBI OOYYAIOMIMMUCS HCHOJB3YIOTCS Cilenylolue WH(POpMAIMOHHbIE
TEXHOJIOTHH:

-ayIMOBU3YyaJbHOE TPEACTABICHUE OOYYalOUIMMCA C TOMOILIbI0 KOMITBIOTEPA COJCpKAHUS
OTJIENbHBIX TEM AUCIHMILTUHBI HA JIEKIIMOHHBIX 3aHATHUSAX;

-TpeI0CTaBICHUE 00YUAIOIUMCS JOCTYIa K y4eOHOMY IUTaHy, pabodeil mporpaMme JUCHUTUTHHBL
B DJICKTPOHHOU (hopMe, K IJIEKTPOHHO-OMOIMOTEYHOM CHCTEME HHCTUTYTA, COepIKaliel yueOHo-
METOAMYECKHE MaTepHalibl 10 TUCHMIUIMHE B HJIEKTPOHHOH Qopme, K MHPOPMALMOHHBIM
CIPAaBOYHBIM CHCTEMaM, KOTOpbIE HCIONB3YEeTCd NPU OCYIIECTBIECHHH 00pa30BaTEIbHOIO
npolecca MO JIUCIHMIUIMHE, TOCPEACTBOM 3JIEKTPOHHONW HH(POPMALMOHHO-00pa30BaTEIbHOM
Cpelpl WHCTUTYTa W3 JIO0OW TOYKHM, B KOTOPOM HMeeTcss JOCTyn K HH(POPMAIOHHO-
TEJICKOMMYHUKALIMOHHOU ceTu «HTepHET;

-pukcanus xofa 00pa3oBaTENBHOrO Mpolecca MO AUCHUIUIMHE MOCPEACTBOM AIIEKTPOHHOMN
UH(POPMALIMOHHO-00pa30BaTENbHOM CpeIbl HHCTUTYTA,;

-bopMHpPOBaHHUE SJIEKTPOHHOTO TOPTHOINO O00YJaIOMErocss MO JUCHUIIMHE MOCPEICTBOM
AIIEKTPOHHON MH(POPMAITMOHHO-00pa30BaTEILHON CPEbl HHCTUTYTA.

[Tpu ocymiecTBiaeHNH 00pa30BaTENBLHOTO Mpollecca MO AUCHUUIIIIMHE UCIHOIb3YeTCs CleAyrolee
JMIIEH3UOHHOE NPOrpaMMHOE 0OecIieueHue:

Word, Excel, Power Point;

Adobe Photoshop;

Adobe Premiere;

Power DVD;

Media Player Classic.

10. OIMCAHUE MATEPUAJIBHO-TEXHUYECKOM BA3bl, HEOBXOIUMOM JIJIs1
OCYHIECTBJIEHHUSA OBPA3OBATEJIBHOI'O ITPOLHECCA ITIO JUCIUITJIMHE

Ne HaunmenoBanue 000pyJ0BaHHBIX Y4€OHBIX
aynutopuu | Bua yueOHBIX 3aHATHH TIO KaOMHETOB, 0OBEKTOB JJIsI MPOBEACHUS
JTUCLUTUIAHE MPAKTUYECKHX 3aHATHN C MEPEYHEM OCHOBHOT'O
000pyI0BaHUS U IPOTPAMMHOTO 00eCTIeueHUs
305a 3aHsTHS JIEKLUOHHOTO [Torounas ayIuTopus, OCHAILICHHAs
TUIA IPOEKIMOHHBIM 000PYA0BaHUEM

305a CamocrositenpHas pabora |OcHaméHHas TMEePCOHAIBHBIMA KOMIIBIOTEPAMHU,
CTYACHTOB HUMCHOIIINMHAU BBIXO/ B HH(bOpMaL[I/IOHHO-
TEJIEeKOMMYHUKALMOHHYI0O ceTb  «MHTepHeTy,
CIICIUAJIM3UPOBAHHBIX KJIaCCOB, OCHOBHBIC
U3MEpUTENIbHbIE YCTAaHOBKM U 000pYAOBaHHE,
CTEH[Ibl, TEXHUYECKHE CPECTBA OOyUEHUS U TIp. B
cootBetrcTBuu ¢ ®I'OC BO u OIIOIT BO)




11. OGecneuenue 00pa3oBaTEIbHOIO MPOLECCA LIS JIUI ¢ OTPAHNYEHHBIMH BO3MOKHOCTSIMH
310POBbSI M HHBAJUA0B (Npu HaIn4nu(

B xome peanmuzanmuu IUCHUIUIMHBI HCIOJB3YIOTCS CIEAYIOIIME OMOJHUTEIBHBIE METOJIbI
00ydYeHHsI, TEKYIIEr0 KOHTPOJIIS YCIIEBAEMOCTH U MPOMEKYTOYHOM aTTeCTalluy O0y4JaronInuxcs B
3aBUCUMOCTH OT WX UHAUBUIYaTbHBIX OCOOCHHOCTEH:

o JUTSL CTIETIBIX M CTTa00BUISIINX
- JIeKIMU 0(hOPMIISIOTCS B BUZE DJIEKTPOHHOTO TJOKYMEHTA, JOCTYITHOTO C TOMOILBIO KOMITBIOTEPA
CO CIIEUAIM3UPOBAHHBIM [TPOTrPAMMHBIM 00€CTIeUeHUEM;
- IMCHbMEHHBIE 3aJJaHMsI BBITIOIHIIOTCS HAa KOMITBIOTEPE CO CIIEHUATU3UPOBAHHBIM TPOTPAMMHBIM
o0ecrieueHneM, WK MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM;
- obecrieunBaeTCs MHAUBHUIyalIbHOE paBHOMEpHOE ocBerieHne He meree 300 Jrokc;
- 17151 BBITIOJIHEHUS 33/1aHUS IPU HEOOXOIMMOCTH MPEOCTABIISETCS yBEIIMYUBAIOIIEE YCTPOUCTBO;
BO3MOYKHO TaK)Ke MCIIOJIb30BaHUE COOCTBEHHBIX YBEITMUNBAIOIINX YCTPOUCTB;
- MMUCbMEHHBIE 331aHUS OPOPMIISIIOTCS] YBETTUUEHHBIM IIPUPTOM;
- 9K3aMEH M 3a4€T MPOBOJATCA B YCTHOM (hOpMe WM BBIMOJHAIOTCS B MUCBMEHHOH (opme Ha
KOMIIBIOTEPE.

o JUTSL TITYXHUX ¥ cIa00CTBIIIATHX:
- Jekuuu O(GOpPMISAIOTCS B BHAE DBJICKTPOHHOTO JOKYMEHTa, JMOO MpenocTaBiseTcs
3BYKOYCHUJIMBAIOIIAs alnapaTypa HHAUBUAYAIbHOTO TOJIb30BaHUS;
- IMCbMEHHBIE 33aJJaHMsI BBIMOIHAIOTCS Ha KOMIIBIOTEpPE B MMCbMEHHOH (popme;
- DK3aMEH U 3a4€T MPOBOAATCS B MUCbMEHHON (pOopMe Ha KOMIBIOTEPE; BOSMOXKHO MPOBEICHUE B
dbopMe TecTUpOBaHHS.

o JUISL JTUL] C HapyIIEHUSIMHU OMOPHO-BUTATENILHOTO arlapara:
- JeKuu 0(OPMIISIOTCS B BUJIE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYITHOT'O C TOMOIIbIO0 KOMIIbIOTEPA
CO CHeUHATU3UPOBAHHBIM IPOTPAMMHBIM 00€CTICUeHHEM;
- MUCbMEHHBIE 33/I1aHUS BBITIOJIHAIOTCA Ha KOMIIBIOTEPE CO CIIEUaTN3UPOBAHHBIM MPOTPAMMHBIM
o0ecreueHuEM;
- K3aMEH M 3a4€T MPOBOJATCS B YCTHOW (popMe WM BBINOJHSIOTCS B MUCbMEHHOH (opMe Ha
KOMITBIOTEPE.
[Tpu HeoOXOAMMOCTH MpelyCMaTPUBAETCS yBEIMYCHHE BPEMEHH JIJIsl IOJATOTOBKH OTBETA.
[Iponienypa npoBeaeHHsI MPOMEXYTOUHOM aTTeCTallMy U OOy4YaroIIUXCs YCTAHABJIMBACTCS C
yu4€TOM MX WHAMBHAYaAJIbHBIX Ncuxoduznueckux ocoOeHHocTed. [IpomexyTounas arrecranus
MOYET MPOBOJIUTHCS B HECKOJIBKO ITAIOB.
[Ipu mnpoBeneHHWH NPOLEAYPHl OLEHUBAaHUS pPE3YyJIbTAaTOB OOYYEHHs IpeaycMaTpuBaeTcs
UCTIOJIb30BAaHUE TEXHUYECKHX CPEACTB, HEOOXOIMMBIX B CBSI3M C HWHAWBUIYAIbHBIMU
0COOEHHOCTSIMU 00yYaroIUXcs. ITH CPEJICTBA MOTYT ObITh ITPEIOCTABIIEHbl YHUBEPCUTETOM, HIIN
MOTYT HCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKHE CPECTBA.
[TpoBenenmne nporeaypbl OLIEHUBAHUS PE3YJIbTaTOB OOYyUEHHUs JOIYCKAeTCsl ¢ MCIOJIb30BaHUEM
JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHH.
OGecneunBaeTcs 10CTyNn K HWHGOPMAIMOHHBIM W OuOIMorpadguieckumM pecypcam B CETH
WuTepHer nns kaxzaoro oOydvaromerocs B (opMax, aJanTUPOBAHHBIX K OTPAHUYCHUSAM HUX
3JI0POBBS U BOCTIPUATHUS HHPOPMAIUH:

o JUISL CJICTIBIX U CITa0O0BUIAIINX:
- B Ie4aTHOU (popMe YBEIIMUECHHBIM MIPUPTOM;
- B popMe 3JEKTPOHHOTO TIOKYMEHTA;
- B (hopme aynnodaiina.

o JUISL TITYXHX U CITa00CbIIIaIInX
- B IeyatHou opme;
- B (hopMe 3JEKTPOHHOTO TOKYMEHTA.

o JUTsE 00YYaroIIUXCS C HAPYLIEHUSIMU OIOPHO-/IBUTaTeNIbHOTO afrmapara:



- B Ile4aTHo# (popme;
- B popMe 3JIEKTPOHHOTO IOKYMEHTA;
- B (hopme ayanodaiina.

VY4eOHble ayAUTOPHUH JIJIs1 BCEX BUIOB KOHTAKTHOM M CAaMOCTOSITENIbHOM paboThl, HAy4YHAs
OnbnMoTeKka W WHBIC MOMEIICHUS IJisi OOyYeHUs OCHAIICHBI CHEIHATbHBIM OO0OPYIOBAaHHEM U
y4eOHBIMU MECTaMH C TEXHUUYECKUMHU CPEJICTBAMU O0yUEHUS:

o JUTSI CTICTIBIX ¥ CTTAa00BUISIIINX

- YCTPOMCTBOM 1Sl CKaHUpOBaHUs U uTeHusa ¢ kamepoil SARA CE;
- nuctieeM bpaitns PAC Mate 20;
- npuaTepoM bpaiinsg EmBraille ViewPlus;
. JUTSI TITYXHUX U CIIA00CITBIIIANINX
- ABTOMATH3UPOBAaHHBIM pa0OYUM MECTOM I JIIOJeH ¢ HapylmIeHHEM CiyXxa |
CJIa0O0CIBIIIAIINX;
- aKyCTUYECKUH YCHUIIUTENh U KOJIOHKHU;
o JUTsl 00YYarOIIMXCS C HAPYLIEHUSIMU OIOPHO-/IBUTaTeNIbHOTO afrmapara:
- IEPEABUKHBIMU, PETYIIUPYEMBIMU dproHoMudeckumu napramu CHU-1;
- KOMITBIOTEPHOUN TEXHUKOU CO CTIeUaTbHBIM MTPOrPAMMHBIM 00€CTICYCHUEM.

CocraBurenb(n):
Kanouoam ucmopuuecxux nayk, ooyeum, Aumonosa O. E.
IIpenooasamens, Aumornos H.A.

PadoTa ¢ JOKYMEHTAMH OrPAHUYEHHOI0 NM0JIbh30BAHUS
46.03.02. loxkyMeHTOBeIeHHE W APXHBOBEICHHE
HcTopuyeckoe apXuBOBeICHUE

Llenp AUCIUILINHEI:

MOJATOTOBUTH 00ydaromerocs K paboTe ¢ JOKyMEHTaMHU OTPaHUYEHHOIO JOCTYMa Y4peKIeHUN
pPa3IMYHBIX OPTraHW3alMOHHO-TIPABOBEIX ()OPM B YCIOBHUSX NPUMEHEHUS TPAJAUIIUOHHOW H
ABTOMAaTHU3UPOBAHHOW TEXHOJIOTHI 00pabOTKH.

3agaun:

— WU3YYUTh 3aKOHOJATENFHYI0O W HOPMAaTHBHO-METOAMYECKYI0 0a3y ITOKYMEHTallMOHHOTO
obecrnieueHns KOH(UICHITNAIBHOMN 1eATeThbHOCTH;

— Hay4HThCS TOHUMATh CYITHOCTH MPOIECCOB, MPOUCXOIAIUX B 00J1aCTH KOH(DUACHIIMAIBHOTO
JIETIOTIPOM3BO/ICTBA U BBISIBIISATH TCHICHIIUN €TI0 PA3BUTHS;

— W3YYUTh OCHOBHBIC HAIIPABJICHUS W METOJbI 3alIUTHI JOKYMEHTUPOBAHHOW MH(OpPMAIINU OT
Pa3TUYHBIX BUIIOB YIPO3 B MPOIECCE €€ CO3AaHwsl, 00pabOTKH, UCTIONB30BAHUS, XPAHCHHUS,

— TPUBHUTH HABBIKW MTOJATOTOBKHU W U3IaHUS KOH(PUICHIIUATBHBIX JOKYMEHTOB;

— YCBOWTH IIpaBHJjIa OPraHU3aIUN BCEX ATANOB PabOT ¢ KOH(PHUICHITMATBHBIMH JIOKYMEHTAMH,



OBJIAJACTh TCXHOJOTUAMMU 3allIUTHI 1 06pa6OTKI/I KOHq)I/I,Z[GHI_II/Ia.HBHBIX AOKYMCHTOB

Jucuumnimza (Moodyns) HampaBieHa Ha (POPMUPOBAHHE CICAYIONIMX KOMITETCHIINNA:

dopmMupyemblie
KOMIIeTeHIIUH

NHaukaTopbl KOMIETeHIHH

Ilnanupyemble pe3yJbTaThl
o0yueHusi MO AMCUMILINHE,
XapakTepu3yolye 3Tanbl
(popmupoBanus
KOMIIeTeHIN

ITK-1 CriocoGHOCTh PUMEHSTH
Hay4YHO-METOANIECKHUE OCHOBBI
JOKYMCHTOBEICHUS
ApXUBOBEICHUS B
npodeccroHansHol chepe

I1K-1.2. Bnageer ocHOBaMu
OpraHU3aLUH XpaHEHH,
KOMIUIEKTOBAHHMS, YUeTa U
UCIIOJIb30BaHMS JOKYMEHTOB
YacTHOH (POPMBI COOCTBEHHOCTH

3HaTh: OOIIME OCHOBBI IBIKECHUS

JIOKYMEHTOIIOTOKOB) ¥ METOJbI
yOpaBJl€HUsT  UMH,  HCTOUHHKH
KOMILUIEKTOBAHUS
roCyaapCTBEHHBIX "
BEJIOMCTBEHHBIX apXUBOB, CPOKHU
XpaHEeHUs JOKYMEHTOB B
YUPEKACHUSX, HOPSIOK
B3aUMOJEHCTBUS MEXAY
YUPEXKIACHUSAMH, TPEANPHUATHIMH,
OpraHU3aLUsIMU u
TOCYAapCTBEHHBIMH apXHuBaMH,
HOPSIIOK HepeMeIIeHHS
JIOKYMEHTOB.

YMerb:  opraHu3oBaTb  IpUEM

JIOKYMEHTOB B TOCYAapCTBEHHBIN
WIA MECTHBIA apXuB, MPOBEICHUE
9KCIEPTHU3BI ICHHOCTH JIOKYMCHTOB
Baamers: MeTo1aMU BBITIOTHEHUS
TpebOBaHUH TIpH TIepeade
JIOKYMEHTOB U3 apXHUBOB
YUPEXICHUI Ha rOCYIapCTBEHHOE
XpaHeHHe

IK-1.3 Pemaer
CTaHJapTHBIC 3a/la4H
po(heCcCHOHAIBHON IeATEIbHOCTH
Ha OCHOBE MH(OPMAIIMOHHOU U
O6nbnorpaduuecKoil KyJIbTypbI C
IIpUMEHEeHneM HH(OpManOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHH U
C y4eTOM TpeOOBaHUi
nH(OPMAIMOHHON OE30ITaCHOCTH

3uaTb: OCHOBHBIE TEOPETHUECKUE
M TOpaKTHYEeCKHUE  MOAXOIbl B

obmacT  (QYHKIIMOHUPOBAHUSA U
MPUMCHCHUST  UH(QOPMAIUOHHBIX
TEXHOJIOTUH JUIS peleHust

(YHKIMOHAJBHBIX 3a7ad  yIpaB-
JICHUS

Ymerb: KPUTHYCCKH
aHaIM3UPOBATH " n3jarath
undopmanuio, OCYIIECTBIISITh
MOUCK uH(pOpMAMOHHBIX
HUCTOYHHMKOB,  HCIOJNB3YSl  WH-
dbopmanonHble  0a3bl  JaHHBIX;

COCTaBIIATh OMOIMOTpaduIecKre 1
apXHBHBIE 0030DHI.

Buaaaern: ocHOBaMHK
HHPOPMAIMOHHO-aHATUTHYCCKON
JIeSITEIIbHOCTH

U CIIOCOOHOCTBIO IPUMEHSATH UX B
npodeccroHanbHOM chepe;
HaBBIKAMU COCTABIICHHS
OoubamorpadguuecKux M apXUBHBIX

APXUBOBEICHUS U CMEXHBIX
obnacTeil 1 MpUMEHEeHNE X B
npodeccroHansHoOl chepe

HOPMAaTHBHO-METOIMYECKYIO 0a3y
CMEXHBIX obnacTeil B
npodeccroHansHol chepe

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

nH(pOpPMANMOHHBIM CHCTEMAM;

Kimaccupukanuio HHOOPMAIOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHH,
npumensieMsix B JIOY u apxuBHOM




Jlele  Ha COBPEMEHHOM  JTarle,
HaNpaBICHUs, LENM W 33434l HX
MIPUMCHCHNS;

YMerhb: OPUEHTUPOBATHCS B
COBPEMEHHBIX OTEYECTBEHHBIX
aBTOMATH3MPOBAaHHBIX  CHCTEMax
JIOKYMEHTAI[HIOHHOTO 00€CIeUECHUs
yIIpaBJICHUS;

ONpPENAEIATh BO3MOKHOCTH PEILIEHUS
TUMNOBBIX 33/1a4 JEJIONPOU3BOACTBA
B cpeae kopmnopatuBHoi HUC,
TEXHOJIOTUHI KOMMYHHUKAINH,
HOJAEP KUBAEMBIX B
KOPHOPAaTUBHBIX HHPOPMAIIMOHHBIX
CHCTEMaX.

OCYIIECTBIISTH BEIOOP CIIEIMAIBHBIX
MPOTPaMMHBIX CpeAcTB
JIOKYMEHTAI[HOHHOTO 00€CIeUECHUs
yIpaBIeHNUS;

Biagerb: HaBBIKaMH OpraHU3ALMH
paboTsI MoJIb30BaTeIeH
nH(pOpMaLMOHHOI CHCTEMOI;
OLIGHKU Ppe3yJIbTATOB BHEIPEHUS
MH(OPMALMOHHBIX TEXHOJIOTHH B
JIOY opranmuzanvm.

[IK-5.4 Brnanmeer
HaBBIKaMU pa3pabOTKH U
BHEJ[PEHHSI JIOKAJIbHBIX
HOPMATHBHBIX aKTOB B cepe
JIOKYMEHTALHOHHOTO 00ecIieueHUs
yIPaBJICHUS U APXUBHOTO JIeJIa

3HaTh: TpaBWIA CO3MaHHUS U
odopmiteHHs JIOKAJIbHBIX
HOPMATHBHBIX JJOKyMEHTOB;

YMersb: pa3pabaTeiBaTh U BHEIPSTDH

TIOJIOKCHHAS 0 CTPYKTYPHBIX
[OIPa3ICIICHUSX;

pa3pabaTbIBaTh u BHEJPSATH
HHCTPYKIMM  TIO  TEXHOJIOTUHU

paboTHI C JOKyMEHTaMH;

Buagerp: mpaBuiamu co3jaHus H
odopmieHus JIOKAJIbHBIX
HOPMAaTHBHBIX JOKyMEHTOB.

dopma 00yueHHust

ceMecTp

DopMa KOHTPOJISI

Ounas hopma 00yUeHHS
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