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1. OBIIUE CBEAEHUA O AUCHUIIJIMHE

1.1. HaumeHoBaHue JUCHMILIMHBI

Pabouas [porpamma JTUCLUIIINHBI «KondpunenuunanpHoe
JICIIONPOU3BOACTBO» TMpeIHa3HaueHa ais OakaidaBpoB (B TOM 4HCIE JUIS
WHKIIFO3UBHOTO ~ O0Opa3oBaHWs  WHBAJIWAOB M JIMI] C  OTPAaHUYCHHBIMHU
BO3MOXKHOCTSIMU ~ 3[IOPOBbsI), OOydYalolmUXcsi 1O HaIMpaBiICHUIO MOATOTOBKHU
46.03.02 «JIOKyMEHTOBEJICHE M apXWUBOBEACHHE», MPO(UIb IOATOTOBKHU
«JlokymeHTanmoHHoe oOecreueHue ympaBleHUs», Ha Kadeape OMOIMOTEHHO-
WHOOPMAIIMOHHOW  JICSITENIBHOCTH,  JIOKYMEHTOBEACHUS U  apXHUBOBEICHHUS
XabapoBCKOTO TOCYAapCTBEHHOIO MHCTUTYTa KYyJbTYPhl, B COOTBETCTBUU C
dbenepalibHBIM  TOCYJIapCTBEHHBIM  00pa30BaTEIbHBIM  CTAHAAPTOM  BBICIIETO

oOpa3oBaHUsl, yTB. MPUKa30M MHUHHCTEPCTBA HayKU U BBICIIEr0 oOpazoBanus PO
ot 24.09.2020 1. Ne 1343.

1.2. MecTo IMCHUIIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOIrPaMMbl

Huctiumnaa — «KoHpuaeHuuanbHOE — IEJONPOU3BOJICTBO»  SIBIIAETCS
JTUCIMILTMHONW BapuaThBHOM Yacth (0s10k b1.B.05).

Kypc onmpaercss Ha 3HaHMS, NOJYYEHHbIE B paMKax TUCUUIUIMH 0a30BOM
qactn  («MHpopManmonHas  0e30macHOCT, WM 3amuTa  UHPOPMALUKY,
«OpraHuzanysi ¥ TEXHOJOTUSl JTOKyMEHTAllMOHHOIO OOECIeUEHUsl YIIpaBJICHUS»,
«OCHOBBI IPAaBOBBIX 3HAHUN B 00JIACTU JOKYMEHTOBEACHUS U apXUBOBEJICHUNY), U
IPOAODKAET pa3BUBaTh KOMIIETEHIIMIO 00YYArOIIUXCS 110 UCIIOJIb30BAHMIO MTPaBUII
OpraHM3alMy BCEX 3TAINOB padOThI C JOKYMEHTaMU OTPaHUYEHHOTO JOCTYMA.

1.3. Ileab ocBOeHHUsI ANMCHUILINHBI
Hens  aucrumuubl  «KoHpuaeHManIbHOE  JEJIONPOU3BOJICTBO» -
dbopMupoBaHUE Yy CTYJACHTOB CHUCTEMbl 3HAaHUW, YMEHMH W HaBBIKOB IIO
OpraHu3alyu padoThl ¢ JOKYMEHTaMU OIPaHUYEHHOTO JOCTYIIA.

1.4. [lnanupyembie pe3yabTaThbl 00y4eHUs M0 JUCHUIINHE
[IpodeccuonanbHple  KOMIIETEHUUH  C(POPMYJIMPOBAHBI HAa  OCHOBE
BBIOpPAHHBIX U3 MPOGECCHOHATBHBIX CTAHAAPTOB OOOOIEHHBIX TPYIOBBIX
bynkumii  (OT®D), COOTBETCTBYIOMIMX MPO(PECCHOHATBHON  NIESITEIbHOCTH
BBITTYCKHUKOB.

DopmupyeMbIe NuaukaTopsl JOCTHKEHHS ILlnanupyemMsble pe3ybTaThbl
KOMIIETCHIU U KOMIIeTeHI U NMPAKTHYECKOM 1eATeJIbHOCTH,
ol0ecreuynBaloue

¢dopmupoBaHne KOMIIETEHIM A

IIpodeccnoHaIbHBIE KOMIIETCHLUH

I1K-1 Bnaneuue IIK-1.1. 3uame: I1K-1.1. 3uarTs:

3aKOHOJATENLHON U | - OCHOBbL NPABOBEOCHU, - OCHOBBI IPABOBEJICHHUS;
HOPMAaTHBHO- - 3aKOHOOameNnbHble u |- 3aKOHOJATeJIbHEIC i
METOAUYCCKOU HOPMAmMuBHO-NPABOsble aKmul | HOPMATUBHO-TIPABOBbIE aKTBI

Oazon Poccuiickoii @edepayuu 6 cghepe | Poccuiickori deneparuu B cdepe
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UH(POPMALIMOHHO-
JIOKYMEHTAIIMOHHOTO
oOecneuycHus
yIpaBJICHUS U
aApXUBHOTO JIeTa,
CIIOCOOHOCTBIO
OpPUEHTUPOBATHCS B
MpaBOBOi Oaze
CMCXKHEBIX 0o0acTeit

OOKYMEHMAYUOHHO20 0DecneyeHuUs
VApasnienus, apxusHoz2o oeid u
CMedICHbIX obnacmeii,

- HOPMAMUBHO-MEMOOUYECKUE
OOKYMeHmbl U HAYUOHATbHbIE
cmanoapmol 8 chepe
OOKYMEeHMAayUuoHH020 0becneyeHus
VAPAsIeHusl, ApXusHo20 0ela u
CMediCHbIX obnacmell.

JOKYMCHTAllUOHHOT'O OGCCHG‘IGHI/ISI
yrpasiaeHus: (KOH()HUICHIIMATEHOTO
JIeJIOTIPOU3BOJICTBA),  APXUBHOIO
JIeNla ¥ CMEXKHBIX 00JIaCTel;

- HOPMAaTUBHO-MCTOAUYCCKHNC
JIOKYMEHTBI M HAIIHOHAIILHBIC
CTaHJApTHI B cepe
JIOKYMEHTAIIMOHHOTO 00ECTICUCHHSI
yrpasieHus (KOH(UASHINATEHOTO
JIEIIOTIPOU3BO/ICTBA), APXUBHOTO
JIeJIa U CMEKHBIX 00JIaCTeH.

TIK-1.2. Ymems:

- OpUEHMUPOBAMbCSL 6
HOPMAmMusHO-NPaso6oll u
MemooU4ecKkol 6aze 8 CMENCHbIX C
OOKYMEHMAYUOHHBIM
obecneueHueM  Ynpaeiewus U

apxusHo2o oena oonacmsx,

- AHATUZUPOBAMb HOPMAMUBHO-
npasosyro 6azy 6 cOOMeemcmeuu ¢
3a0a4amu OOKyMeHMAaAyuoHHO20
obecneyeHuss ynpasieHus u
apxusHo2o oea.

[IK-1.2. YmMeTs:

- OPUCHTHPOBATHCSI B HOPMATHUBHO-
MIPaBOBOM M METOJMYECKOW Oa3e B
CMEXHBIX C JOKYMEHTallMOHHBIM
obecreueHreM yIpaBIeHUs
(KOH(pUAEHIINATBHOTO
JISJIOTIPOU3BOJICTBA) M aPXUBHOIO
nena o0JIacTIx;

- aHAJIM3UPOBATh HOPMATUBHO-
IIPaBOBYIO 0a3y B COOTBETCTBUH C
3aJjla4yaMU JJOKYMEHTAIlMOHHOTO
oOecrieyeHusl yIpaBieHUs
(KoH(pUIESHITNATBEHOTO
JIeJIONPOU3BOJICTBA) U APXUBHOT'O
Jiena.

IIK - 1.3. Bimaxers:

- HAaeblkamu NOUCKA, aHAIU3Q,
MOKOBAHUA u npumeneHusl
npaeogvix  HopmM 8  cghepe

OOKYMEHMAYUOHHO20 0becnedeHus
VAPABIeHUs U apXusHo2o oend;

- HaBbIKAMU NPUMEHEHUs
HOPMAMUBHO-NPABOBHIX AKMOS U
Memoouyeckux OOKyMeHmos OJisl
peuierus 3a0ay
npogheccuoHanbHol 0emantbHOCmu
8 cihepe OOKYyMeHMAYUOHHO20
obecneuenus ynpasienus u
apxuenozo oena.

IIK - 1.3. Bmaxers:

- HaBbIKaMM IIOMCKa, aHaJIN3a,
TOKOBaHUS u PUMEHEHUS
IpaBOBBIX ~ HOpM B cdepe

JOKYMEHTAIIMOHHOTO O0eCTIeYeHHs
ynpaBieHus (KOH(pUIACHIIUAIBHOTO
JIENTOTIPOU3BOJICTBA) W apXUBHOTO
nena;

- HaBBIKAMU TIPUMEHEHUS
HOPMaTHBHO-IIPABOBBIX aKTOB U
METOJAMYECKHIX JTOKYMEHTOB JIsI
peleHus 3a1a4
MpoeCCHOHAIBHON JIETAIBHOCTHU B
cepe TOKyMEHTalMOHHOTO
oOecrieyeHust ynpaBieHus
(KOH(UACHIIUAIEHOTO
JIEIIONPOU3BOJICTBA) U APXUBHOTO
Jena.

IIK - 3 Crrocoben
HCIIOJIB30BATh
paBUIIa
OpTraHHU3aIH BCEX

ITK-3.1. 3uamo:

- 3aKOHOOamenvHvle u
HOpMAamueHo-npagosvle akmol P
8 obracmu pabomsi c

I1K-3.1. 3uars:

- 3aKOHOJIaTeIbHbIC 31
HOPMAaTHBHO-TIPABOBbIE aKThl PP B
obnactu paboTHI ¢ TOKyMEHTaluen

ATAnoB pabOTHI C Joxymenmayueu u uungopmayueu, | u nHpopmarmen
JIOKYMEHTaMHU apxueHozo oena, (koH(UACHITHATILHOTO

pa3HBIX - npasuna pabomol C | IeNONpPOM3BOJICTBA),  APXHBHOTO
JIOKYMEHTAIIMOHHBIX | QOKyMeHmamu opzanuzayuu, | aena,
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CHCTEM, B TOM YHUCIIE
apXUBHBIMU
JIOKYMEHTaMHU

YCmaHoBJ/IeHHble ee  JIOKANTbHbIMU
HOPpMAamMueHbIMU axkmamu,

- mexHono0cuecKue 9manvl
pabomuwl c DPA3NUYHBIMU
Kamez2opusimu OOKYMEHmMO8
opeaHuzayuu;

- NOPAOOK U cooepiicanue
npoyeodyp MmexHoN0SUUeCKUx
9Manoe pabomul ¢ pasiUyHbLIMU
Kame2opusimu 0OKYMeHmMOo8
opeaHuzayuu.

- mpaBuiIa paboThl ¢ JOKYMEHTaMH
(koH(pUIEHITHATEHBIMH )
OpraHu3alliy, yCTAaHOBJICHHBIC €I0
JIOKAJTbHBIMHU HOPMAaTHUBHBIMU
aKTaMHu (perynupyrommx
KOH(HICHIIHATHHOE
JIeJIOTPOU3BOJICTBO);

- TEXHOJOTHMYECKHE 3Tarbl paboThI
C  pa3IMYHBIMH  KAaTETOPHUSIMHU
JIOKYMEHTOB OpraHu3aIu
(koH(UICHITUATBHBIMU
JIOKYMEHTaMH );

- IOPSIOK U COZIePIKaHue
IPOIEeTyp TEXHOJIOTHYECKIX
3TAIoB paboTHI C PA3INYHBIMH
KaTerOpusIMHU IOKYMEHTOB

OpraHu3aIuu
(koH(pUIESHITHATEHBIMHU
JIOKYMEHTaMH).
1IK-3.2. Ymems: [1IK-3.2. Ymers:
- CmpyKmypupogeamy, | - CTPYKTYypUPOBATh,
cucmemMamu3upo8ams U | cUCTEeMaTH3UPOBAThH u
Kiaccuguyupogams — OOKyMeHmol | KIACCUPUIIUPOBATH  JIOKYMEHTHI
no ONpeodenEéHHbIM KpUmepusim, (koH(pUICHIIUATILHBIE) o

- 8LINOIHAMb pabomy ¢
OOKYMEeHmMAamu 8 pamKax npoyeoyp,
VCMAHOBNIEHHBIX 8 OP2AHUZAYUU.

OIIPEACIEHHBIM KPUTEPUIM;

- BBITIOJIHSATH PaboOTy C
JOKYMEHTaMHU
(koH(pUIEHITNATBLHBIMHI) B paMKaXx
IpOIEeTyp, YCTAHOBICHHBIX B
OpraHu3alLuy.

I1K-3.3. Bnaners:
- mMEXHOoJocUAMU U Onepauuﬂﬂ/m

[1K-3.3. Bragers:
- TEXHOJOTHSMH U OIEepalusIMH

pabombi c paznudHbiMy | pabOThI c pa3IuYHBIMHU

Kame2opusamu OOKYMEHMO8 | KaTeropusiMu JTIOKYMEHTOB

opeanuzayuu; OpraHu3aIiH

- Op2aHU3aYUOHHOU OQUCHOLI (KoH(UAEHINATBHBIMU

MEeXHUKoU 8 pamKax ceoeu JIOKyMEHTaMHu );

npogeccuonanvrol - OpraHu3alMOHHON oUCHON

oessmenbHOCIU. TEXHUKOW B paMKax CBOEH

npo¢ecCUOHATILHOM 1€ TeIbHOCTH.

I1K - 5 Bnageer IIK-5.1. 3uamo: ITK-5.1. 3HaTs:
HaBBIKAMU - Memoovl peanamenmayuu | - METO/bI periaMeHTanuu
00paboTku 0e10nPoU3800CMBEHHBIX JIeTIOTIPON3BO/ICTBEHHBIX
JIOKYMEHTOB Ha BCEX | npoyeccos; nporeccoB  (KOH(HUAESHIINATHLHOTO
JTamax - NPUHYUNDLL u Memoobl | IeNOTPOU3BOJICTBA);
JIOKYMEHTO000pOTa | YHOPAOOYEeHUs. cocmasa | - IPUHIUIIBI u METObI

O0OKYMEeHmMo8 U UHGOPMAYUOHHBIX | YIOPAAOUCHUS cocraBa

nokazamenetl OpeaHu3ayuu;

- npasuia opeanusayuu
0e10npoU3800CMEEHHbIX
nPoOYEeccos 6 OP2aHU3aAyULL

- NOPAA0OK U COOePHCaAHUE

JIOKYMEHTOB (KOH(HICHIIUATHHBIX )
1 MHPOPMAIMOHHBIX TOKa3aTesen
OpraHu3aIuy;

- npaBuia OpraHu3aIiH
JIeJIONPOU3BOJICTBEHHBIX
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npoyedyp no pabome c
OOKYMEHMamu 0OpeaHu3ayuu
(obpabomxu, pecucmpayuu,
UCRONIHEHUsl, KOHMPOJISL, MEKYUe20
U ApXUBHO20 XPAHEHUs
OOKYMEHMO8).

MPOIIECCOB B
(koH(HUAEHIIHATEHOTO
JICITOTIPOU3BO/ICTBA);

- IOPSZIOK U COZICPIKaHUe
pOLEAyp 1Mo padoTe ¢
JIOKYMEHTaMHU
(xoH(UICHITNATHHBIMH )
opranuzanuu (00padboTKH,
perUCTpaIfK, UCTIOTHEHHUS,
KOHTPOJISI, TEKYIIETO U apXHUBHOTO
XpaHEHUs TOKYMEHTOB).

OpraHu3aluu

IIK-5.2. Ymemu:
- npoooums yHupurayuio @Gopm

OOKYMEHMO8,  NPUMEHAEMbIX 8
VNPABIEHYECKOU  OesimenlbHOCmU
opeanuzayuu,

- 0Cyuecmeansms npoyedypuvl no
pabome ¢ 0OKyMeHmamu
opeanusayuu (0bpabomxu,
peaucmpayuu, UCNOJHEHUs,
KOHMPOJISl, MeKYWe20 U apXUeHo20

Xpanenusi OOKYMeHmos).

[IK-5.2. Ymers:

- TPOBOAMTH YHUPHUKAIMIO (HOpM
JIOKYMEHTOB
(kOH(UICHIINATBHBIX),
MPUMEHSIEMbIX B YNpPaBICHUECKON
JeSITeTHHOCTH OpTaHU3aIlnHg;

- OCYILIECTBIIATH MPOLEAYPHI MO
paboTe ¢ JOKyMEHTaMu
(koH(pUICHITHATEHBIMH )
opranu3anuu (00paboTKH,
perucTpanuu, UCIIOTHEHHUS,
KOHTPOJISI, TEKYIIETO U apPXHUBHOTO
XpaHeHUs TOKYMEHTOB).

[1K-5.3. Bragers:

docmyna.

- mexHoI02UAMU PAbOMbL C
0oKymMenmamu u ungpopmayuet, 8
MOM YUClie 0CPAHULEHHO2O

I1K-5.3. Bnanerts:

- TEXHOJIOTUSIMU pabOTHI C
JIOKyMEHTaMU
(koH(pUICHIINATILHBIMU) |
uH(popmaluel, B TOM YHcCie
OTPaHUYEHHOTO JOCTYyIA.

2. OFBbEM U COAEPKAHUME JUCIHUIIJINHBI

2.1. O0beM TUCHUMILIMHBI

020 300
Bupx yueOHoii padoThI Bcero CemecTtpbl Bcero Kypc
4acoB 4acoB
KonTakTHasi pa6oTa (Bcero) 90 5-6 44 3-4
B TOM YHCIIE:
- nexyuu (J13) 48 5-6 20 3-4
- cemunapwl (C3) 16 5-6 4 3-4
- npakmuyueckue (113) 26 5-6 20 3-4
- meaxozpynnosuvie (MI3)
- unousudyanviwle (M3)
- epynnosoe Koucynomuposarue (I)
- UHOUBUJyaIbHOe KOHCYIbmuposarue (M)
CamocTosiTe1bHasi padoTa CTyAeHTa (Bcero) 90 5-6 136 3-4
CPC 46 5-6 123 3-4
KOHTPOJIb 44 5-6 13 3-4
B TOM YHCIIE:
- N10020MOBKA Kypcoeoil pabomol
- meKywuil KOHmMpoJiv 31
- NPOMEIICYMOUHBLIL KOHMPOTIb (N0020MOBKA K IK3AMEHAM) 13 5-6 13
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OO0mAas TPya0eMKOCTh:

(Bcero 3a4. e1./KoJ1-Bo 9acos mo ®TOC) 5/180 56 5/180 3-4
Bujx npoMe;KyTOUHO# aTTecTanum (3a4eT, YK3aMeH) ceMecCTphI:

3auem 5 3
OK3AMEH 6 4




2.2. TemaTuuecknii miaan (OPO u 3®0)

Temarnueckuii miaan OPO

Ne
n/n

HaunmenoBaHnue
pa3zesioB H TeM

(popmupyemble
KOMIIETEHLIMH)

KoJj-Bo yacoB

Bcero yacos no ®IoC

KonrakTHas padora

CamocTosiTe1bHasi padoTa
CTY/IEHTOB

Bcero ayau. yacos

J3 C3 I3

Kouncyabrauumn

KOHTPOJIb
CPC

CpPC rexy | TPOM
XemyTo

1197071 o
YHbIA

Bcero yacos CPC

Beenenue B kypce. Honstue
0 KOH(PHUICHINATBEHBIX
JIOKyMEHTax

(TIK-3, TIK-5)

Opranuzanus
KOH(UACHIIUATBHOTO
JIENTOTIPON3BOJICTBA
(TTIK-3, TIK-5)

10

HopmarusHo-11paBoBO€
perynupoBanue pabOTBI C
KOH(HICHINATEHBIMU
JIOKYMEHTaMu

(TTIK-1, IIK-3, TIK-5)

[lepeunu
KOH(HUACHIINATBHON
uHQOpMaIH
(TIK-3, IK-5)

Cucrema JlocTymna K
KOH(UICHIINATBHON
ungopmaruu (I1K-1, TIK-3,
ITK-5)

VYyer HOCHUTEIEH
KOH(UICHIINATBHON
uHQOpMaIH

(TTIK-3, TIK-5)

11

VYuer H31aBa€MbBIX
KOH(UICHIINATBHBIX
JIOKyMEHTOB

(TIK-3, IK-5)

Ilomyuenue (oTmpaBieHUE)
KOH(UCHIINATBHBIX
nokymenros (ITK-3, ITK-5)

10

9.

Yuer KOH(PHUISHIMATBEHBIX
JIOKYMEHTOB  BBIJICIIEHHOTO
xpanenus (I1K-3, ITK-5)

HOZLI‘OTOBKa K OK3aMCHY

Hroro 3a 5 cemectpa (3 kypc)

42

24 6 12

30 16 10 | 4

10.

VYuer KOIUPOBAHUS
KOH(HICHIINATBEHBIX
JIOKyMEHTOB

(IIK-3, I1K-5)

10,5

11.

Opraam3aiusi UCIOJHCHUS

KOH(i)I/IZ[eHHI/IaHI)HI)IX

10,5




nokymentos (TTK-3, TTK-5)

12.

dopmupoBaHue
KOH(UACHINATBHBIX eI
(TTIK-3, TIK-5)

10,5

13.

IToaroroBka
KOH(DHICHINATBHBIX e U
JIOKYMEHTOB JUTS
apXMBHOIO XPaHEHUS WJIHU
YHUUTOXEHUS

(TIK-3, TIK-5)

10,5

14.

Pexum COXPaHHOCTH
KOHq)I/IHeHLII/IaJ'II)HI)IX
I[OI(yMCHTOB

(IIK-3, TIK-5)

10,5

15.

KOHTpOJ'Ib HaJINn4yuAa
KOHq)I/IHeHLII/IaJ'II)HI)IX
JOKYMEHTOB

(IIK-3, TIK-5)

10,5

16.

[IpoBenenue
KOH(HICHIHAIBHBIX
COBELIaHUI U MEPEroBOPOB
(TIK-3, I1K-5)

11

17.

IIpoBeneHre  BHYTPEHHHUX
paccienoBaHuil Mo (akTam
YTpaTsl (pasrmamenwst)
KOH(UICHIINATBHBIX
nokymenros (TTIK-1, TIK-3,
[1K-5)

13,5

18.

OcobeHHOCTH 3aIHUTHI
UHPOpPMAIMK B CHCTEMax
AIIEKTPOHHOTO
JIOKyMEHT0000pOTa
(TIK-3, IK-5)

11,5

IToaroToBka K 3K3aMeHy

©

MToro 3a 6 cemectp (3 Kypc)

108

48

30

14

60

30

21

©

Bcero yacos:

180

90

54

10

26

90

46

31 | 13

Temarnueckui mian 3OO0

KoJj-Bo yacoB

KonrakTHas padora CamocrosiTejibHasi padora
- CTY/ICHTOB
= KOHTPOJIb
2 =
Neo HanmenoBanue pasgenoButem | S O i = 8 CPC
n/n (hopmupyemble KOMIIeTeHIAM) | E E, 2 s S )
°c& |[2S|m| 3| m|E Z& |cpC npom
q.a = > = O TeKy
2 3 ° g i [£FYTO
~ S =] YHBII
=
Beenenue B kypc. I[lonsiTue o
KOH()HICHIIMATbHBIX
1, Puacu 6 | 1|1 5 | 5
JIOKYMEHTax
(TIK-3, TIK-5)
Opranuzanus
2. | kKOH(UIEHIIUATHHOTO 6 1 1 5 5
JIETTIONTPOU3BOJICTBA

10




(IIK-3, TIK-5)

HopmartusHo-TipaBoBOE
perynupoBaHue paboThl ¢
KOH(UICHINATBHBIMI
JIOKYMEHTaMH

(TIK-1, IMK-3, TIK-5)

[Tepeunn koH(HIEHIHATHEHOM

uadopmanun (I1K-3, T1IK-5)

Cucrema moctyna K
KOH(HICHITHATTEHOM
nnpopmaruu (IIK-1, [MK-3,
I1K-5)

Yder HOCHTENEH
KOH(UICHINATEHON
HHPOpPMALTUH

(ITK-3, I1K-5)

11

YyeT n3maBaeMbIX
KOH(HICHITHATHHBIX
JIOKYMEHTOB

(TIK-3, ITIK-5)

10

[Tomyuenue (oTnpaBieHue)
KOH(UICHIIUATBHBIX
JIOKYMCHTOB

(TIK-3, IIK-5)

Y4yer koH(UACHINATHHBIX
JIOKyMEHTOB BBIJICJICHHOT'O
XpaHCHUS

(TIK-3, TIK-5)

IToaroToBka K sK3aMEHY

I

U Toro 3a 3 Kypc

22

10

10

46

10.

VYuer konupoBaHus
KOH(DUICHIIUATBHBIX
JOKYMCHTOB

(TIK-3, ITIK-5)

11

11.

OpraHu3anus UCIIOTHEHUS
KOH(UICHIIUATIbHBIX
JIOKYMEHTOB

(TIK-3, ITIK-5)

11

12.

dopMupoBaHue
KOH(UICHINAIBHBIX JETT
(ITIK-3, TIK-5)

14

13.

IloaroroBka
KOH(UICHIIUATIBHBIX Je]T U
JIOKyMEHTOB JIJIS1 QpXUBHOTO
XpaHEHUS WU YHUYTOKEHUS
(TIK-3, TTIK-5)

11

14.

Pexxum coxpaHHoCTH
KOH(UICHIINATEHBIX
JIOKyMEHTOB

(IIK-3, TIK-5)

15.

Kontponpb Hamuums
KOH(DMICHITHATHHBIX
JIOKyMEHTOB

(TIK-3, TIK-5)

16.

IIposenenue
KOH(MICHIHATHHBIX

11

11




COBC]J_[EIHI/Iﬁ " NIEperoBopoB

(I1K-3, I1K-5)

[IpoBeneHre BHYTPEHHUX
paccieIoBaHnH Mo GakTaM
yTpaThl (pa3riianieHusl)
KOH(UICHIUATHHBIX
JIOKYMEHTOB

(TIK-1, TTK-3, TIK-5)

17. 11 1 1 10 10

Oco0OeHHOCTH 3aIUTHI
HHPOPMAIIUH B CHCTEMAX
18. | »nekTpoHHOTO 12 1 1 11 11
JIOKYMEHT0000pOTa
(TIK-3, ITIK-5)

[ToaroToBka K 9K3aMeHy 9 9 9

IAToro 3a 4 kypc 108 | 22 | 10 10 86 77 9

N

Bcero yacos: 180 44 | 20 4 20 136 | 123 13

2.3. KpaTkoe coaep:kaHue pa3aesioB 4 TeM

Tema 1. Beenenue B kypc. IlonsiTue 0 KOHQHUICHIHAIBbHBIX JOKYMEHTAX

Henb, 3amaun nucuuiuinHbl «KoHpUAEHLIMATBHOE J1E€JI0MPOU3BOJACTBOY,
(dbopMupyeMble KOMIIETEHIUH, (POPMBI TEKYLIETO U IPOMEKYTOUYHOTO KOHTPOJIS IO
JUCLIUIUIMHE U JIP.

ITonsaTne KOH(pUACHIIUAIBHOTO JEJIONPOU3BOICTBA. IIpusnaku
KOH(QUICHIIMAIBHOTO JAEIONPON3BOACTBA. B3anMOCBA3b KOH(PUIEHIIMAIBHOTO U
OTKPBITOTO  JIEJIONPOU3BOJACTBA. Llenmn OTKpPHITOrO H  KOH(UICHIMAIBHOTO
NOKyMeHTooOopoTa.  [IpuHIMOBI  KOH(PUIEHIUAIBHOIO  JOKYMEHTOOOOpOTA.
Pa3pemmmrensHplii  MOPSAOK JAOCTyHa K  CBEACHHUSIM  KOH(UIECHUIMAIBLHOTO
xapakrepa. KoHpuaeHIHaIbHOCTh UM OrpaHUYEHHOCTh JOCTyNa KakK IMpPaBOBbIE
KATETOPUU.

Tema 2. Opranuszanusi KOHQUIECHUNAJIBHOTO 1€JI0NPOU3BOACTBA

3agau U TEXHOJOTUYECKHE  OCOOCHHOCTH  KOH(MUIICHIIMAIBHOTO
nenornpoun3BozcTBa. Cinyx0a KOH(UIESHIIMATLHOTO JEIONMPOU3BOJICTBA: CTPYKTYpa
U nopsgok  opranuzanmu. OrnpeneneHue OTBETCTBEHHOCTH — COTPYIHHUKOB
nojipasieNieHus: KOHGUACHIIMAIBHOTO Jenonpon3BoacTBa. ObecrieueHne padoThl ¢
JOKYMEHTaMH OTPAaHUYEHHOTO JIOCTylla C TIOMOIIbIO TEXHUYECKUX CPEJICTB
3aIUTHI uHopmaruu. 3amayd  OKCIEPTHOM KOMHUCCHU TIO  3alluTe
KOH(DUIeHIIaTbHON MHGOPMAIIHH.

Tema 3. HopmaTuBHO-paBoBOe  peryJupoBaHue padoTbl ¢
KOH(PUACHUHMATBHBIMYU JOKYMEHTAMU

XapakTepucTuKa KCTOYHUKOB PEryJIUpPOBaHMs OTHOLIEHUH B chepe obopoTa
Y 3aIUTHI IOKYMEHTOB, COJIEpP KAIlIUX CBEACHUS KOH(DUICHIUATBLHOTO XapaKTepa.

Posb, 3HaueHne u MecTto mnocrtaHoBJIeHUM IIpaBuTenbcTBa M yKasoB
[Ipesunenta PO B cucTeMe MCTOYHUKOB, PETYJIUPYIOIIMX KOH(DHISHIHMATbHBIN
JIOKyMEHTO000pOT. PerynupoBanue 3aIlUTHI u oboporta CBEJICHUI
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KOH(QUACHIIMATFHOTO XapaKTepa OTPacieBbBIMH OpPraHaM{ HCIIOJHUTEIbHON
BJIACTH.

JlokanpHblE HOPMATUBHBIE aKThl, PETYNHUPYIOMIHE 3alUTy U 000pOT
CBEACHUI KOHPHUACHIIMATBHOTO XapakTepa. CTpyKTypa U CoAepKaHHUE JIOKATbHBIX
HOPMAaTUBHBIX aKTOB B c(epe 3amuThl U 000poTa JOKYMEHTOB, COJEpP>KaINX
CBEJCHUS KOH(UIECHIINAIBHOTO XapaKTepa.

Tema 4. Ilepeunn KoH(pUAEeHIIHATbHON HHPOPMAIUU

Omnpenenenue coctaBa KOH(HIEHIHATbHONH WHGOPMAIMK U JTOKYMEHTOB.
3aKkoHOJIaTeIbHBIE OrPAaHUYEHUS HA COCTaB KOH(MUIEHIMAIHLHOW HHQPOpMAIIUU.
CBeneHusl, COCTaBIISIONINE CIY>KEOHYIO TallHYy 1 KOMMEPUYECKYIO TaiHY.

[lepconasibHbIe aHHBIE (CBEEHUS O TPaKIaHAX).

CBeneHusi, COCTaBISIIOIINE TallHy CIIECTBUS U CYyAONPOU3BOICTBA.

CBenenusi, CBSI3aHHbIE C MPOPECCUOHANBHON JESITEIBHOCThIO (BpaueOHas,
HOTapualbHas, aJIBOKATCKas TailHa, TailHa epenucKu, Teae(OHHBIX IEPErOBOPOB,
MOYTOBBIX OTIPABJIECHHUM, TeJIerpadHbIX UM UHBIX COOOILEHUI U TaK JaJee).

CBeneHuss O  CYIIHOCTH  M300pETEHHUs, TMOJIE3HOM  MOJENM WU
IPOMBIIIUIEHHOT'0 00pa3ia 10 opuIanbHON MyOauKau HHPOPMALIMK O HUX.

Jlpyrue ocHoBaHUsl KiaccuUKauy KOHGUIECHIHAIBHBIX JOKYMEHTOB — 1O
cTaausiM 00pabOTKH, MO KPYTY JIMII, UMEIOIIUX MPaBO JOCTYIA U T.]I.

[Tonarne koMMepueckoil TaitHbl. HopMaTUBHBIE TOAXO/IBI K PETYJIMPOBAHUIO
OTHOLIEHUM IO MTOBOJY I'OCYAAapCTBEHHOM U KOMMEPYECKOM TailH. Meponpusrusl,
HaIlpaBJICHHBIC HA 3aIIUTy KOMMEPYECKOU TaHBI.

CtpykTypa u mHOpsSIoK yTBepkiaeHus llepeuneld KoHpUACHIIMAIBHON
undopmaruu. ['pudsl koHpuaeHnuanbHOCTH. CpOKM KOHPHUACHIIMAIBHOCTH.
Odopmnenue u3MeHeHMH, BHOCUMBIX B llepeunu  koHUICHITMATBHOMN
nH(pOpMaIKU U JOKYMEHTOB.

Tema 5. Cucrema gocTtyna K KOH(pHIeHINAILHON HH(OPMALUT

[lonsiTue u TpebOoBaHUS K CHUCTEME JOCTyna K KOH(QUIECHIUATbHBIM
nokymeHntam. @DukcupoBaHue TMOpsAKa JAOCTyna K  KOH(PUACHIMAIbHBIM
JOKyMEHTaM B JIOKaJdbHBIX HOpMaTHBHBIX aktax (IlonoxxeHue o pexume
CiIy»eOHOM TaiiHbl opranu3anun). [Topsaok gocTymna COTpyTHUKOB OpraHU3alUU K
uHGOpMallMd  OTPAHUMYEHHOTO JOCTYTIA. OdopmieHne ¢ COTpyJIHUKAMHU
COIJIALIEHUS] O HepasrjallleHuu ciy)keOHoW TaiiHbl. OTBETCTBEHHOCTh 3a
HapylLIeHUE peKrMa KOHPUACHIINAIbHOCTH.

Tema 6. Yuer HocuTeIeli KOH(pUIEHIHATbHOH HHPOPMAIIUN

Lenp yuera HocuTenel koHpuaeHuuanbHol wuHPopMmauuu. [lopsmox wu
BAapUAHTHI yyeTa JOKYMEHTOB OrpaHMyYeHHOro gocryna. [lopsiok opopmieHus u
3aMOJHEHUs YYeTHBIX (opM HocuTeled KOH(UIECHIUATbHON HHpOopManuu
(OyMaXHBIX M MAIIMHHBIX HOcHUTeNeH). @opMbl OyMaKHBIX HOCHTEJCH
KOH(pUIeHIHanbHONH MHGOpMAIMK (711 TEKCTOBBIX JTOKYMEHTOB M YEpPTEkKHO-
rpaduyueckux) u NopsiAoK padboTsl ¢ HUMH. OCcOOEHHOCTH OPOPMIIEHUSI HOCUTENEN
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KOHQUACHIMANbHOW  uHpOpManmu  mepea  (PUKCHPOBAHMEM B HHX
KOH(UICHIMATFHOU HH(OpMAIIHH.

Tema 7. Yuer uznaBaemMbIX KOHGUAEHIUATbHBIX JOKYMEHTOB

CnocoObl, MOCIIEN0BATENBHOCTh MOATOTOBKH M YYET YEPHOBUKA IMPOEKTA
KOH(QUICHIIMATFHOTO JOKYMEHTa, 3a(UKCUPOBAHHOTO HA Pa3HBIX HOCUTEIX
(OyMaxHBIX U JEKTpOHHBIX). [leyaTanue u yueT 3aMKCUPOBAHHOTO HA HOCUTEIE
NpoeKTa KOH(HIEHIIMAIBHOTO TOKyMeHTa. lIopsoKk yHHUYTOXEHHsS YEepHOBHKA
OpoeKTa KOH(UACHUMANBHOTO JoKyMeHTa. [lopsnok — ydera  HM3AaHHOTO
KOH(HIEHIINATBLHOTO JTOKYMEHTA, MOIJIeKAIIEr0 OTIPABICHHIO.

Tema 8. Ilosryuyenue (oTnpaBiieHre) KOH(PUAEHINATBHBIX IOKYMEHTOB

[Topsmox paGoThHI U yueT KOHPUACHIUATIBHBIX JOKYMEHTOB IMOCTYIAIONIUX B
OpraHu3anrio. BCKppITHE MakeTa NOJy4EHHBIX JTOKYMEHTOB, MPOBEPKA M YYET
COJIEP)KMMOr0, JEHUCTBHUS B cllydae OOHapyXEHUS HECOOTBETCTBHM. Y4YeT
MNOCTYNHUBIIUX KOH(QUIAECHIMAIBHBIX JOKYMEHTOB, MOPSAAOK 3alOJIHEHUS KypHaia
yuera. [lopsaok o0OpaboTKH, epegavya Ha paCCMOTPEHHUE U TIOJTyUEHHUE PE30JIIOLNH
Ha JTOKyMeHT. llepenaya HOKyMEHTOB Ha HCIOJHEHHE, KOHTPOJIb HCIOJHEHUS.
[Topsinok MOATOTOBKH, OTOPABJICHUE U YUET KOHPHUACHIIMAIBHBIX JTOKYMEHTOB.

Tema 9. VYyer kKoHQUIEHUMATBHBIX [JHOKYMEHTOB BbI/I€JI€HHOTO
XpaHEHUs

Kareropun JOKYMEHTOB BBIIEIEHHOTO XpaHeHUs. [lopsaok BHecEeHHs
3alMCe B JKypHal YydeTa JOKYMEHTOB BblIeleHHOro xpaHeHus. CoznaHue
TEMaTUYECKOW KapTOTEKH KOH(PHUICHIIMAIBHBIX JEJ BBIICICHHOTO XpaHEHUSI.
OdopmieHre TOKYMEHTOB BbIJIEJICHHOT'O XpaHEHMUS.

Tema 10. Yuer konupoBaHusi KOHQUIEHINATbHBIX JOKYMEHTOB

Onpenenenne KOH(HIeHIIMATTbHBIX JIOKYMEHTOB MOJIEKAIINX
konupoBaHuto. [loyyenue paspemieHue Ha KONMMPOBAHUE TOKYMEHTOB. Ilopsook
ydeTa KOMHUW B KypHajie yyeTa KOMUPOBAHMS KOH(PUIACHIMAIbHBIX JTOKYMEHTOB.
TexHonorus KonupoBaHusd KOHPUIACHIUAIBHBIX JOKYMEHTOB, MOJUIUTHIX B JIEJIO.
CnocoObl  3allMTBhl OT HECAHKIIMOHMPOBAHHOTO KomupoBaHusA. OmnpeneneHue
THpaxa KOH(UACHIINATIbHBIX JNOKYMEHTOB. Y nocrosepeHue KOINU
KOHQUICHIMAIBHBIX ~ JOKyMEHTOB. OrpaHuyeHuss Ha  pa3MHOXEHHE U
KONUPOBaHUE KOHPHUICHIUATbHBIX JOKYMEHTOB.

Tema 11. Opranu3anusi HCNMOJTHEHUST KOH(PUACHUMAIBHBIX JOKYMEHTOB

Omnpenenenne MOJIHOMOYHIA NOTYMHEHHBIX 1o UCIIOJTHEHUIO
KoH(UIeHIHaNbHbIX JoKyMeHTOB. [lopsaok odopmienus pe3oiouud Ha
nokymeHTe. OpraHuzaisi KOHTPOJST UCHOJHEHUsI TOKYMEHTOB ((opMHpOBaHUE
KapTO4YeK KOHTPOJS UCIOJHEHUs JOKyMeHTOB). (OCOOEHHOCTH TMepenaydu
KOH(HUICHIIMABHBIX JOKYMEHTOB Mexay ucnoigHutensiMu. KoHTpons 3a
UCIIOJIHEHHEM JoKyMeHTOB. [lopsiaok odopmiieHuss OTMETKH 00 HMCHOJHEHUU
KOH(HIEHIIUATBHOTO JOKYMEHTA.

14



Tema 12. @opmMupoBanue KOHPUACHINATBHBIX A€

[IpaBuna  ¢opmMupoBaHus  3arojOBKOB  KOHQUACHIMATBHBIX  JEII.
Odopmiienne oOmoxkku nena. OmpeneneHue wHAeCKca naena. CucTemaTH3amms
JIOKYMEHTOB BHYTpH jAena. OdopmiieHne KapToueK yueTa BpEeMEHHOM BbIIa4yM Jel
orpannyeHHoro aoctymna. [lopsmok nomemenus KOHPUACHIUATBHBIX JOKYMEHTOB
B Aeino. [Tops1ok u3bATHS TOKyMEHTA U3 JIea.

Tema 13. IloaroroBka koH(PUIEHIUAIBHBIX J€J M JOKYMEHTOB [JIsl
APXHMBHOI'0 XPAHEHMS UJIM YHUYTOKEHUSA

[IpoBeaeHue FKCIIepTU3bI LIECHHOCTH JOKYMEHTOB U OMPEACICHUE CPOKOB HX
xpadenus. OdopmieHne MNpoOTOKOJIa IO pe3yibTaraMm dKcrnepTusbl. [lopsaox
nepeodopmiieHUs U 100GOPMIICHHUS JIe]T U JOKYMEHTOB BBIJICJICHHOTO XpaHCHUSI.
OdopmiieHne men, TOKyMEHTOB W OMUCEH NIe7 U IOKYMEHTOB, MepeaaBacMbIX Ha
apxuBHOe€ XxpaHeHue. (COCTaBIIEHME aKTa O BBIACICHUH K YHUYTOXEHHIO
KOH(UIECHIIUAIBHBIX JE U JIOKYMEHTOB.

Tema 14. Pe:kum coXxpaHHOCTH KOH(HMIEHIMATbHBIX IOKYMEHTOB

TpeGoBaHusg K NOMEIIEHUAM, MpPEAHA3HAYEHHBIM Il  XpaHEHUs
KOH(HIEHIIMATTbHBIX TOKYMEHTOB. [IpaBuna opraHusanuu XpaHeHUs TOKYMEHTOB
BHYTpU nomenieHus. TpeboBaHus K CpecTBaM KOIMPOBAaHUS KOH(UIEHIIMATIBHBIX
NOKYMEHTOB. llopsoK BCKpBITHS MOMEIIEHUN XpaHEHUs KOH(UIEHIMAIbHBIX
nokyMmeHToB.  Ilopsimok  sBakyauuu  KOH(QUACHLUAIBHBIX  JIOKyMEHTOB.
Peructpanus napywmenuii B XXypHaie ydera HapylieHU# mopsjika oOpalieHus c
KOH(QUACHIIMATBHBIMU JOKYMEHTaMH.

Tema 15. KoHTpoJIb HATHYHS KOH(PUAECHIIHAIBHBIX JOKYMEHTOB

[Topsimok mpoBeaeHUs MPOBEPKU (PAKTUYECKOTO HAIUYMS WIIA JIBHXKEHUS
KOH(HIeHIIMATTbHBIX JIOKYMEHTOB. IIpoBepka KypHaJIOB ydeTa
KOH(HMIEHIIMANTbHBIX JTOKYMEHTOB. [IpoBepka mMpaBWIBHOCTH MPOCTAaBICHUS
PErUCTPAMOHHBIX JTaHHBIX NOCTYNUBIINX JOKYMEHTOB. [IpoBepka nmpaBUIbHOCTH
IIPOCTABJIEHNUs. OTMETOK O BO3BpPATE paHEE OTIPABIEHHBIX TOKYMEHTOB. [IpoBepka
MIPABWJIBHOCTH TPOCTABJICHUS] OTMETOK O IEPEBOJAE H3JAHHBIX U IMOCTYIMBIIMX
JOKYMEHTOB Ha Yy4YeT JOKYMEHTOB BBIIEJIICHHOIO XpaHeHus. IIposepka
IPABWJIBHOCTH MPOCTABJIEHUS OTMETOK OO0 OTMPABICHUM MAIIWHHBIX HOCHUTENEH
KoHQuAeHIManbHOW uHpopManuu. I[IpoBepka mNpaBUIBHOCTH MPOCTABICHUS
OTMETOK 00 YHHYTOXKEHMM JIOKyMEHTOB BBbIJCJIIEHHOT0 XpaHeHus. IIpoBepka
IIPAaBWJIBHOCTH IIPOCTAaBJIEHHUs OTMETOK O Iiepefade Jeil B IOoApa3JeieHue
OTKPBITOTO JEJIONPOU3BOJICTBA.

[lepuoaUyHOCTh MPOBEAEHUS TMPOBEPKHM HAIMYUA KOH(PUICHIIMAIBHBIX
NOoKyMeHTOB. OopMIIeHHE aKTOB O Pe3yJIbTaTax MPOBEPKHU.

Tema 16. IIpoBeaenue KOHQUIEHUHMAJbHBIX COBEIAHMHA W
1eperoBopoB
Otanbkl TOATOTOBKM KOH(MUJICHIIMAIBHBIX COBCIIAHUM U TEePEroBOPOB.

OHpeJICJ'IeHI/IC COTPYAHHUKOB, OTBCTCTBCHHLIX 3a IIOATOTOBKY H IIPOBCACHUC
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naHHbIX Meponpuatuid. [lopsamox odopmienus nuceMm (NMpUTTAICHUAN) A
ydacTsi B KOH(HICHIINATLHOM COBEIIaHWH (TeperoBopax). J[okymMeHTarmoHHOe
CONPOBOXKJICHHE  COBelaHusi  (IeperoBopoB):  (OPMUPOBAHHE  MPOrpamMMm
coBelIaHMs (IIEPEroBOPOB); OMNPENEIEHUE CIHCKAa YYAaCTHUKOB; ONpEIEICHUE
CIHCKAa MaTepUaTbHO-TEXHUYECKUX PECYPCOB, HEOOXOMUMBIX MJIsi MPOBEACHUS
COBEIIIAHHS.

TpeGoBaHus K TMOMENICHUIO, MPEIHA3HAYEHHOMY [UJIi MPOBEICHUS
KoH(HIeHIIMaNbHOTO  coBellanusi(neperoBopoB).  [IpoTokon  mpoBeneHus
coBelaHus (IeperoBOpPoR).

Tema 17. IlpoBeneHne BHYTPEHHHUX pacciieIoBaHuii Mo ¢gakTaM yTpaThbl
(pasraamenusi) KOHQUIECHUIMAJIbHBIX JOKYMEHTOB

JlokymeHTanbHast (Qukcanuss (akTa BBIIBICHUS HAPYIICHUS PEKUMA
KOH(PUIECHIIUATIBHOCTH (COCTABJICHUE CIY)KEOHOW 3amuCKu, akKTa, 3asBJICHUS,
parnopTa 4 T.1.). 3a/laud BHYTPEHHETO pacciaeoBaHusl. 3aauu U MOPSI0K paOOThI
KOMHCCUU TI0 TIPOBEACHUIO BHYTpEeHHEro paccienoBanus. Ilopsmok paboThl ¢
COTPYJHUKOM B OTHOIIEHUHM KOTOPOTO MPOBOAUTCS pacciienoBanue. OdopmiieHue
3aKJIIOUEHHMS TI0 pe3yJibTaTaM MPOBEJACHHOTO PacCIeIOBaHMUS.

Tema 18. OcoGenHocTn 3amuTbhl HHPOPMALMH B  CHCTeMAX
3JIeKTPOHHOI0 JOKYMEHT0000pOTA

Bunpt u 3amaum  cucteM W CPEACTB  3allUThl  MHPOPMALUU  OT
HECAaHKIIMOHUPOBAHHOTO  JIOCTYNMa K  DJEKTPOHHBIM  KOH(HICHIIMAIBbHBIM
JIOKyMEHTaM.

3. YYHEBHO-METOAUYECKOE OBECIHIEYEHHE JJI51
CAMOCTOATEJIBHOU PABOTbBI OBYYAIOIIUXCHA 11O
JAUCIHHUIIJIMHE

3.1. [li1aHbl CEeMUHAPCKUX 3aHATHI

Cemunapckoe 3ansaTue Ne 1
no teme «CucremMa 10cTyna K KOHGUIeHIHAJIbHOH HHPoOpMaTun»
(2 yaca)

Hean 3ansiTusa — GopMHUPOBAHUE TPECTABICHUN O TIOPAJIKE 00ECTICUCHHUS
JOCTyTIa K KOHPUACHIIMAIBHON HHMOpPMAIUH.

Ils1aH cCeMMHAPCKOI0 3aHATHS:

1. TpeboBanwms K cucTeMe AOCTyNa K KOH(PHUICHIIMATBHBIM JOKYMEHTAM.

2. CylHOCTh pa3penmTeIbHON CUCTEMBI JOCTyNa K KOH(UICHIIMATbHBIM
JIOKYMEHTaM.

3. Ilopsinok pa3paboTku u coaepxanue «llomoxeHus o nopsake oopalieHus
¢ KoH(puACHIIMATBbHON HHPOpMAITE».

4. OdopmieHnue aocTtyna K KOH(QUICHIMAIBHBIM JIOKYMEHTaM U
OTBETCTBEHHOCTh COTPYIHUKOB 3a HapyIIEHHUE PeKUMa KOH(PUICHIIMATBHOCTH.

MeToanuyeckue YKa3aHusA 110 MOATOTOBKE K CEMUHAPCKOMY 3aHATHIO.
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JIis MOATOTOBKM K CEMHHAPCKOMY 3aHSATHUIO HEOOXOAMMO HCIOJIb30BaTh
UCTOYHUKHU UH(POpMAIUH, IPEeACTaBICHHbIC B pa3zaene 6.1.

[To uroram U3y4eHusi HICTOYHUKOB UH(OPMAIINK JOIKEH OBITh MOATOTOBIICH
KOHCIIEKT, B KOTOPOM HEOOXOJHMMO PAaCKpBITh  COACpXKAaHHE  KaXJIOTO
IPECTAaBICHHOTO B IJIAHE 3aHATHsI BOIPOCA.

Cemunapckoe 3ansaTue Ne 2
no teMe «IIpoBeneHne KOH(PpUAEHIMATBLHBIX COBElIaHUI (4 yaca)

Hean 3ansiTusi — QopMUpOBaHUE TPEICTABICHUN O MOPSJIKE MPOBEICHHUS
KOH(HIEHIIUATIbHBIX COBEIIAaHUMH.

Il1aH ceMMHAPCKOTO 3aAHATHA:

1. Cnydau prCBOEHUS COBELIAHUSAM CTaTyca KOH(PHUIEHIIUATbHBIX.

2. OcOOEHHOCTH MOArOTOBKH KOH(PUAECHIIMAIBHOTO COBEILIAHUS.

3. Topsimok ompeaeneHus: Y4aCTHHUKOB KOH(DHUACHIIMAIBLHOTO COBELIAHUS.
Ocob6ennoctu ohopmiIeHUS NPUTIAIICHUS Ha KOHPUIESHIIMAIBHOE COBEIIaHUE.

4. OcobeHHOCTH OPOPMIICHHS TPOTOKOJIa KOH(GUICHIIMATIHLHOTO COBEIIAHUS .

5. llopsimok BeneHust pabouyux 3anucell y4aCTHUKaMU KOH(PHUACHIIMAIBHOTO
COBEIIIAHMS.

MeTtoauyeckue ykazaHus 10 NOATOTOBKe K CEMUHAPCKOMY 3aHATHIO.

JUis MOATOTOBKM K CEMMHAPCKOMY 3aHSATHIO HEOOXOIMMO HCIOJIb30BaTh
UCTOYHHUKHU UH(POpMAIUH, [Ipe/ICTaBIECHHbIE B pa3zaeie 6.1.

[To uroram U3y4yeHus HICTOYHUKOB UH(OPMALIUU JOJKEH ObITh MOATOTOBJICH
KOHCIIEKT, B KOTOPOM HEOOXOJHMMO PpAacCKpbIThb COAEpXKAHUE  KaXJOTo
IPEJICTAaBICHHOIO B IUIaHE 3aHATHUS BOIPOCA.

3.2. Ili1aHbl NPAKTHYECKUX 3aHATHH

IIpakTuyeckas padora Ne 1
10 TeMe «Y4eT HOcuTe el KOH(PUACHIMAIbHON UHGoOpMauum)

Hear 3ansTus - ¢GopMUpPOBaHME HaBbIKA BEACHUSA YydeTa HOCUTENEH
KOH(DUIeHIaTBbHON NHGOPMAIIHH.

3aganmue:

Heobxoaumo HailTu 3Tambl, OMMOOYHO MPOMYIIEHHBIE B TEXHOJIOTHYECKOMN
IIETI0YKE, PEryJHpYyIomer obecrneueHue ydeTa HOCHTEICH KOH(PHUIACHIIMAIbHON
uH(bOopMaIuu.

Ilpoueodypa nepeuunozo ogpopmnenus Hocumensa:

a) Hymepayus 1ucmos;

0) npocmasnenue pecucmpayuoHHO20 WMamna npeodsapumenbHo20 yiema u
KOAU4ecmea Iucmos, epuga KoOHpUOeHYuaIbHoCmu,

8) BHeCeHUe 3a6epUMeNbHbIX HAONUCE,

2) 3anojHeHue UCXOOHbIX CBE0eHUll O Hocumene 6 JiCypHale yuema
Hocumeneu,

Ilpouedypa évioauu nocumeneii UCNOTHUMENAM:
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a) npogepka npasuibHOCMU OGQOpPMIEHUs HOCUMENSL U COOMBEMCMEUs
VUEmHbIX OAHHbIX 8 JHCYPHANEe U HA Hocumene;

0) nposepka ucnoaHumenem HNpPAGUILHOCMU OQOPMIEHUs HOCUMENs U
3anucell 8 y4emHou ghopme;

8) 6HeceHue UCNOIHUmMeENeM C8e0eHUll 0 HOCumene 60 BHYMPEHHIO ONUCH
O0OKYMEHMO8, HaX0OAUWUXCS Y UCNOTHUME.

Ilpoyedypa évioauu ucnoarnumenam 0OnOJTHUMETbHBIX TUCHOB:

a) oghopmaenue (MApKuposka) OONOJHUMENbHBIX TUCTO8;

0) eHecenue ceedeHUll O OONOJIHUMENbHBLX TUCMAX 8 HCYPHAT,

8) 6bl0AYA OONOJIHUMENLHBIX JIUCHMOE UCNOJTHUMENIO NOO0 POCHUCL 8
JHCypHae.

Ilpouyedypa npuema om ucnonnumeneii 0OKyMeHmO8 NPedeapumenibHo20
yuema:

@) nouck coomeemcmayroujeli 3anuUcu 8 JHCypHaue;

0) cpasHenue UCXOOHBIX U PpabOYUX 3anucell 8 Kapmouke U Ha Hocumele;

8) Npoeepka yeroCMHOCmuU 8cex TUCMO8, UX COXPAHHOCU (NPOTUCTbIGAHUE
Hocumens), OCMOMpP MEXHUYECKO20 HOCUMes,

2) 8HeceHue OMMEemKU 8 JHCYPHAI PecUCMpayul.

2. Odopmuth  corigacHO  TpeOOBaHUSIM  CICIYIOIIME  HOCUTEIHU
KoH(UIeHIanbHON HHpOpMalMK (CHeUaIbHBIM OJIOKHOT; cTeHOorpaduueckas
TeTpajb; 5 TUCTOB (MIpeAHA3HAYCHBI /I BbIJIAYM OJJHOMY MCIOJIHUTENIO), 3 JMCTa
MUJUTUMETPOBKH (IIpeAHA3HAYEHBI JIJIS1 BBIIAYU OJTHOMY MCTIOJTHUTEINIO)).

3. 3anoJIHUTB KypHAJ yueTa HocuTeleld KoH(DUIeHIUaTbHON HHPOPMAIIUH.

IIpakTuyeckas padora Ne 2
Mo TeMe «Y4eT u31aBaeMbIX KOHPUIEHINATbHBIX T0KYMEHTOB)

Hear 3anaTusi - (QopMUpPOBaHME HaBbIKa yueTa M3JaBacMbIX
KOH(UIECHIIUAIBHBIX JOKYMEHTOB.
3amanue:

1. CoctaButh M OQOPMHUTH KOH(MUIECHUUAIBHBIM JOKYMEHT CO BCEMU
HEOOXOJMMBIMH  PEKBUBUTAMU  (CB8e0eHUsi 0N BHeCeHUsi 6  OOKYMEHMm
npeodoCcmasisiiomcs neda2o2com,).

2. 3aperucTpupoBaTh COCTABIECHHBIN JOKYMEHT B KypHAJIe y4eTa U3/IaHHbIX
JIOKyMEHTOB C TpUOM.

IIpakTuyeckas pad6ora Ne 3
no teme «Ilosryyenue (oTnpasieHue) KOHPUICHIHATBHBIX JOKYMEHTOB»

Hear 3ansTHa — QopMUpOBaHUE HaBbIKa OOPAOOTKH MMOJYyYEHHBIX
KOH(UIEHIIUAJIbHBIX JOKYMEHTOB; HABbIKA UX OTIPaBKH.
3axanue:

1. IIpoBectn 00pabOTKYy W PErUCTPALUIO KOMIUIEKTa BXOIAIIUX U
UCXOJAIUX KOHPUACHIMANbHBIX JOKYMEHTOB, MOJYYEHHOTO OT IMpPEnojiaBaTels.

H€O6XO)]I/IMO IMOCTaBUTh BCC OTMCTKH U MHACKCEI HAa JIOKYMCHTAaXx.
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2. 3amonHUTH  JKypHaJ1 ydeTa NOCTYIMBIIMX JOKYMEHTOB. B ciyuae
HEOOXOJMMOCTH 3alOJIHUTh JKypHal YydeTa KOH(HIECHIUMANbHBIX TOKYMEHTOB
BblieTIeHHOTO  XpaHeHus.  KypHan  ydera  GopmupyeTrcs  CTYJIEHTOM
CaMOCTOSITEIIBHO.

IIpakTuyeckas padora Ne 4
10 TeMe «Y4eT KONMUPOBAHUS KOH(PUACHIIHAIBHBIX JOKYMEHTOB)»

Hean 3anatus — (QOpMUPOBAHWE HaBBIKA Yy4yeTa KOTHMPOBAHMUS
KOH(HMICHIIMATBHBIX TOKYMEHTOB.
3apanue:

1. Odopmurs paspenieHue Ha KOMUPOBaHHWE KOH(MUIECHIIUATHLHOTO
JIOKYMEHTA.

2. Cpenatb KONUIO  KOHPUACHIMAIBHOTO  JOKYMEHTAa  (JIOKYMEHT
MPEAOCTABISAETCS MEAATOrOM) U OBECTHU MPOLEAYPY YIOCTOBEPEHHS €r0 KOMUHU.

3. Baectn naHHble O KONMUU KOH(DHICHIMAIBLHOTO JOKYMEHTAa B >KypHAI
yd4eTa KOMUPOBAaHMUS  KOH(QUIEHIMATBHBIX JOKyMeHTOB. JKypHanm ydera
bopMHpYyETCS CTYJIEHTOM CaMOCTOSTENBHO.

IIpakTuyeckas pabora Ne 5
no teMe «OpraHuzanus MCNOJIHeHUs] KOHPUAEHIUATbHBIX JOKYMEHTOB)»

Hear 3anaTuss — GoOpMUpPOBAaHHWE HaBbIKa OpPraHU3alMU KOHTPOJIS 3a
CpPOKaMU UCTIOJHEHUSI KOH(PUACHITMATBHBIX TOKYMEHTOB.
3aganmue:

1. CocraBuTh OJIOK-CXE€MYy TEXHOJIOTHYECKOTO TMpoIlecca KOHTPOJIS 3a
CpOKaMH MCTIOTHEHUSI KOH(PHUICHIIMATBHBIX TOKYMEHTOB.

2. OdopmuTh pe30qOIUI0 HAa KOH(MUJICHIIMAILHOM JOKYMEHTE U
MPOCTABUThH HA HEM HEOOXOIMMbIE OTMETKH 00 MCTIOJIHEHUHU.

3. 3anosHuUTh 5 KapTO4YeK ydeTra Ha KOH(MUIECHIHUATbHBIE JTOKYMEHTHI,
HaXOASIIMECs Ha HCIONHEHUW (Oammbie ONsi  G6HECeHusT HA  KAPMOuKU
npeodoCmasisliomcst neda2o2om).

IIpakTnyeckas padora Ne 6
no Teme «@opMupoBaHUe KOH(PUIESHIINATBLHBIX €1

Hean 3ansaTus — opMupoBaHue HaBbIka 0GOpMIIEHUS KOHPUISHIIMATIBHBIX
JelL.

3ananue:

1. CocraBuTb HOMEHKJIATYpy KOH(PUACHLUUAIBHBIX J1€1  (QPUPMBI.
Omnpenenutp, YTO OTIMYAET MPEACTABICHHYIO (POPMY OT OOBIUHON HOMEHKIIATYpHI
nen (OauHvie 0 BHECEHUs. 8 HOMEHKIAMYPY NPedOoCMABIAIMCs Nedaz02oM).

2. OdopMuTh crpaBKy-3aMeCTUTENIb, BHYTPEHHIOO ONUCh U JIUCT
3aBepUTEINIb KOH(UIEHIIMAIBHOTO JIea.
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IIpakTuyeckas padora Ne 7
no teme «Iloaroropka KOHGUICHUMATBHBIX €] U JOKYMEHTOB IS
apPXMBHOI'0 XpPaHEHHUS WM YHUYTOKEHUD)

Hean 3ansiTUsA — GOPMUPOBAHUE HABBIKA IMOJATOTOBKH KOH(DHICHIIMATEHBIX
JIeJ1 1JIsl apXUBHOTO XpaHEHUS (YHUUTOXKEHUS).

3aganme: COCTaBUTh  aKT O  BBIJACICHHU K  YHHUUYTOXXCHHUIO
KOHOUACHIMAIBHBIX Ael (OanHble ONs1 6HECeHUs: 6 aKm npeodoCmasisiomcs
neoazo2om). AKT cocTaBisieTcs o ¢hopMme, MPeA0CTaBICHHOMN TIe1arOroM.

3.3. Bonipochl AJ1s1 CAaMOKOHTPOJISI

1. Kak knaccudunupyercs nHGOpMaIus M0 KPUTEPUIO JOCTYITHOCTH?

2. PackpoiiTe TOHATHS «IeHHas WHOOpPMAIUI), «KOHGHUIACHITHATHHAS
uH(popMaIusa»,  «rOCyAapCTBEHHAas  TailHa»,  «KOMMEpYecKas  TailHay,
«mapodeccuoHanbHas TaitHay.

3. Kakue yrpo3sl koHGUACHIIHATBHONW HH(DOPMAITUHU CYIIEeCTBYIOT?

4. KakoBbl GyHKIIMH CTY>KObl KOHPUACHIIMATBLHOTO JIETIONPOU3BOICTBA?

d. Kakue MPOLIECCHI BKJTFOYAIOTCS B KOH(PUACHIIUATIBHOE
JIEIIOITPOU3BOJICTBO?

6. KakoBbl OpraHuM3allMOHHBIE U  TEXHOJIOTUYECKHE OCOOEHHOCTH
KOH(UACHIIMAIBHOTO JEJI0NPOU3BOCTBA?

7. Yto takoe «Ilepeuenp koHpUACHIINATBLHONU HH(OPMALIUN»?

8. KTo nmeer nmpaBo ycTaHaBIMBATh PEKUM KOMMEPUYECKOUN TalHbI?

9. KTo ycTaHaBnuBaeT pexuM CiIyKeOHOH TaliHbI?

10. Yro mnoHMMaeTcs MOJA PAa3pEUIUTEIBbHOM CHUCTEMOW JOCTyma K
KOH(HIeHIMaTbHON nHbOpMAaIK?

11. Kakum oOpa3om odopmisieTcs JOCTYIl K KOH(PHIAECHIMAIbHON
uHpopmarumn?

12. B kakux OOKyMeHTax (UKCHPYIOTCS OOS3aHHOCTH COTPYAHHMKOB IO
COXPaHEHUIO pexXrMa KOHPUIECHIUATBHOCTH?

13. Kak kmaccuuuupyrorcss KOH(PHUACHINATIbHBIE JOKYMEHTHI TIO CPOKY
OTPAaHUYEHUS K HUM JOCTyIIa repcoHana’?

14. Kakue nporenypbl BKIIOYAIOTCS B ATAll CO3AaHUS KOH(MUIECHIIUATHEHOTO

JIOKyMEHTa?

15. Kro wmeer mpaBo TmpucBauBaTh TpUP KOHPHUIACHIMAIBHOCTU
JIOKYMEHTY?

16. Kak ompenmensercs W yYUTHIBACTCA THUPAXK KOHPHUIACHITMATHHBIX
JOKYMEHTOB?

17. Ha xakoMm »Tane KOH(PHUIACHIHUAILHOMY JOKYMEHTY IPHUCBaUBACTCS
YYETHBINM HOMED?

18. Kakme oTMETKM CTaBsATCS Ha BXOAANIEM KOH(MUICHIIMATHLHOM
JIOKYMEHTE?

19. Kakue mpoueaypsl BKIOYAaeT OTIpaBKa KOH(MUIEHUIHUATHLHOTO
JIOKYMEHTA?
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20. Kakue TpeGoBaHUS TPEIBSIBISIOTCS K YCTPOWCTBAM ISl PA3MHOKECHUS
KOH(HUICHIIMATBHBIX TOKYMEHTOB?

21. Kto paer paspemieHHe Ha CHITHE KONMUU C KOH(DHICHIIMATBHOTO
JIOKyMEHTa?

22. B dem ocobeHHOCTH O(OPMIICHHSI BBIMIMCOK W3 KOH(PHUIACHITUATHHBIX
JIOKYMEHTOB?

23. B yem ocobeHHOCTH OOpMIICHUS PE3OJIIONNI Ha KOH(PHUIACHIIUATIBHBIX
JIOKYMEHTax"?

24. KaxkoBBbI 11eJI1 U 33JJa4l KOHTPOJIS 32 UCIIOJIHEHUEM KOH(PUACHIIUATbHBIX
JIOKYMEHTOB?

25. KTro wuMeeT mNpaBO CHUMATh KOH(PUACHIMAIbHBIC JOKYMEHTBI C
KOHTPOJISA?

26. B dYem 0COOEHHOCTM HOMEHKIATYyphl KOH(DHICHIIMAIBHBIX eI
OopraHU3aIn?

27. Moryt nu KOH(GUIEHIIMATbHBIC JOKYMEHTHI BKJIIOYATHCS B OOBIYHBIC
nena?

28. Uto Takoe KOH(PUACHITMAIBHBIC JOKYMEHTHI BBIJICIICHHOTO XPaHCHUS ?

29. Kakwue omnepamuu BKIOYaeT B ceOs Iporeaypa CHATHS Tpuda
KOH(HIEHIIUATTLHOCTH ?

30. Kakue TpeOOBaHUS MPEABABIIAIOTCA K XpaHWINIIaAM
KOH(HICHIIMAIBHBIX TOKYMEHTOB?

31. C kaxoil 11e7bI0 UCTIOTHUTENH B KOHIIE paboyero JAHs 00s3aHbl C1aBaTh
KOH(HICeHIIATIbHBIE TOKYMEHTHI B COOTBETCTBYIOIIYIO CITYKOY?

32. Kakue BuIbI MPOBEPOK HAIWYUS KOHPHUIACHIUMATHHBIX JIOKYMEHTOB
cymectBytoT? Kak pukcupyroTcst ux pe3ynbrarhl?

33. Kakue Mepbl NpeANpHHUMAIOTCS TIPH YCTAaHOBJICHHWH (DaKTa yTpaThl
KOH(HMIEHIIMAIBHOTO JOKYMEHTa?

34. B kakux ciiy4asx COBEIIaHNE OTHOCUTCS K KOHPUICHITUATHHBIM?

35. B ueM 0cOOEHHOCTH MOATOTOBKH KOH(PHUACHIINATHLHOTO COBEIIAHMs?

36. Kto mpurnamaercss K yd4acTHO B KOH(MHICHIIMAIHLHOM COBCIIAHUH,
KakuM 00pa3zoM opopmIIsieTcs npuriameHue?

37. B yem ocobOeHHocTH OGOpPMIICHHS TMPOTOKOJIAa KOH(MUICHIIHMATILHOTO
COBEII[aHUA?

38. Kak Bemyrcs paboume 3amucu ydacTHHKAMHU KOH(HICHIIMAIBLHOTO
COBEII[aHUA?

4. METOAMYECKHUE YKA3ZAHUA ITO OCBOEHUIO JUCHUIIVINHBI

CamocTosTenbHas pa60Ta ABIIACTCA  BaXHBIM  3JICMCHTOM  HM3YUCHMHA
JUCITUITIIUHBI. YcBoeHue mMarepuaia AUCHUILUIMHBI Ha JICKOUAX, CCMHHapax,
MMPAaKTHYCCKUX 3aHATHUAX W B PE3YIbTATC CaMOCTOSITCJILHOU IIOATOTOBKH U
HN3Yy4YCHUSA OTACIIbHBIX BOITPOCOB JUCHTUITIINHBI, IIO3BOJIAT HOﬂOﬁTH K
HpOMC)KyTO‘IHOﬁ arTecrailuu  IIOATrOTOBJICHHBIM. 3HaHI/I$I, HaKaIlJINBAa€MBbIC
IOCTCIICHHO M B PA3JIMYHBIX paKypcCax, C HCIOJIb30BAHHUEM ITPOTUBOIIOJIOKHBIX

MHEHUUA W B3IJISJ0B Ha Ty WIM HHYIO MNOpOOJeMy SBISIOTCS TIIyOOKMMU U
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KauyeCTBEHHBIMH, U MO3BOJISAIOT dbopmMupoBath COOTBETCTBYIOIIHE
npodeccuoHanbHble KOMIETEHIIMH KaK UTOT 00pa30BaTeIbHOIO MpoIecca.

Jlnig cucteMarr3anyy 3HAHUM MO AMCHUIUIMHE NEpBOHAYAIbHOE BHUMAaHUE
cieqyer oOpaTuTh Ha pabouyro Mporpammy Kypca, KOTopas BKJIIOYaeT B cels
OCHOBHBIE MPOOJIEMBbl AUCHUIUIMHBI (TEMAaTUKY 3aHITHI), B paMKaX KOTOPBIX U
dbopMupyIOTCS BOMPOCH! AJIsl KOHTPOJISL U aTTectanuu. [loaToMy cTyneHT, 3apaHee
O3HAKOMMBIIKCh C MPOrpaMMON Kypca, MOMKET JIydllleé COPHUEHTUPOBATHCS B
HOCJIEZI0BATEIBbHOCTH OCBOCHUS Kypca C MO3ULUI OpraHu3alii CaMOCTOSATEIbHON
paboThI.

[Tpu opranu3zanuu nporecca OCBOCHUS TUCIUILIMHBI CIEAYET YUUTHIBATh!

1. Ilnanuposanue epemenu, 0omeeodeHH020 Ha 0C8OEHUE OUCYUNTUHDL.

[Ipy 1UIaHUpPOBAaHMHM BpPEMEHUM HA OCBOEHHE JUCIUIUIMHBL CIEAYET
PYKOBOJICTBOBATHCSA: CTPYKTYPOH AMCUUIUIMHBI, B KOTOPOM yKa3aHbl KOJIUYECTBO
aKaJeMHYeCKUX YacoB B pa3pe3e KaKIOW TEeMbl, BHJA 3aHATHH (JIEKIIMOHHOE,
CEMUHAPCKOE WM MPAKTUYECKOE) M Yachl HA CAMOCTOSITENBHYIO padoTy; hopmoi
IIPOMEKYTOUHOM aTTeCTalllu (3K3aMEH).

2. Ilocnedosamenvrocmuv Oeticmeuti npu 0C80eHUU OUCYUNTUHDL.

N3yueHne KaxaoW TeMbl AUCIHUIUIMHBI I€JIeCO00pa3HO HAYMHATH CO
3HAKOMCTBA C COJIEp)KaHUEM IUCLUUILIMHBI B pa3pe3e TEM; 3aTe€M CIEIyeT 3Tal
110/100pa UICTOYHUKOB U3 YKCIa PEKOMEHIYEMBIX U MOJOOPAHHBIX CAMOCTOSITENIBHO
(Hay4Hble CTaTbM; HMH(pOpMALUs MpPaBOBBIX 0a3 MJaHHBIX; HHPOpPMAIUSI C
opUIMaTBHBIX  CAaWTOB  TOCYJApCTBEHHBIX OpPraHOB, OPraHOB  MECTHOI'O
camMoynpasiieHuss U Jp.). W3yueHHe MCTOYHHMKOBEIUYECKOM ©0a3bl MOXET
COIPOBOXAATHCS KOHCIIEKTUPOBAHUEM.

IlenecooOpa3Ho BeCTH mepedyeHb NMPOOJIEMHBIX BOIPOCOB KaK IO CYIIECTBY
TEMBI, TaK U B CIydae 3aTPyJHEHHH C YSCHEHHEM CMBICIAa M3JI0KEHHOTO B
UCTOYHUKAX wMmarepuana (yKa3aHHBIE BOIMPOCHI MOTYT OBITh pa3pelieHb
CaMOCTOSITENTbHO, BO BpEMsl CECCUOHHBIX 3aHSATHI WM Ha KOHCYJNBTAlUU C
IpPernoiaBaTesieM).

Jlis TOATOTOBKM K MPAKTUYECKUM 3aHATHSAM PEKOMEHAYETCS MOAPOOHO
U3yYUTh KOHCHEKT JEKIMHA W HOPMAaTHBHO-TIPABOBYIO 0a3y H JAp. HCTOYHUKH,
dbopmupytommie 0a3oBble 3HAHUS HEOOXOMUMBIE ISl BBIOJHEHUS MPAKTHUECKHX
paboT, MPeayCMOTPEHHBIX KypCOM.

Takxe pekOMEHAyeTCsl O3HAaKOMUTBCA C TEXHOJOTMEH MpOBEACHUS
IPAKTUYECKUX 3aHATHM, KOTOpas BKJIIOYAET CIEAYIOLIUE JTambl: OObsICHEHHE
3aJJaHUsl M HABBIKOB (KOMIIETEHLUH), KOTOpBIE 3aKpPEIUISIOTCS B XOJE €ro
BBIMIOJIHEHMSI; 3HAKOMCTBO C KOHKPETHBIMH HWCTOYHUKAMU HHpOpMaMu s
BBITMIOJIHEHMsI 3a/1aHusA; OOCYXJIEHHWE M YTOUHEHHE BOIPOCOB B XOJE aHaIu3a
UCTOYHUKOB HWH(POPMAIMU; COBMECTHBI TPOCMOTP TMEPBUYHBIX PE3yIbTATOB,
OILIEHKA WX COOTBETCTBHSI MO (POPMATBHBIM U COACPKATEITLHBIM TPEOOBAHUSM.

3. Hcnonvsoeanue yuebOHO-Memoouueckux mamepuanos u paooma ¢
aumepamypou.

Cnenyer mNpUMEHSTh  CJHEAYIOUIYIO  MOCIEAOBATEIBHOCTh  M3yYEHUs
UCTOYHUKOB s (DOpMHUPOBAHMS 3HAHUM MO TeMaM JAUCHIUILIIMHBI: HOPMATHBHO-
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METOAUYECKUE MATEPHANIBl MO AUCHUIUIMHE, KOMMEHTAPUU K 3aKOHOJATEIbHBIM
aKTaM; HayYHYIO M YIEOHYIO TUTEPaTypy, a TAKKE IPYTHe HCTOUYHUKH.

4. Ilo02omo6Ky Kk meKkyujemy KOHmMpOJO YCnesaemocmu.

OcHOBHOM 3ajayell TEKyLIEro KOHTPOJIS YCIEBAEMOCTH OOyYarouuxcs
SBJISICTCSI TTOBBIIICHUE KaueCcTBa 3HAHUM, MPUOOPETEHUE U PA3BUTUE UMHU HABBIKOB
caMOCTOsITeIbHOM paboThl. Tekylmuid KOHTPOJIb 3HAHUN OOydYaromuxcs 10
JUCLHUIUIMHE MOKET HMMETh CHEAYIOIIME BHUJBI: YCTHBIM ONpPOC Ha JEKLHSIX,
MPAKTUYECKUX 3aHATHUSAX; MPOBEPKA BBINOIHEHNS MUCbMEHHBIX CAMOCTOSTEIbHBIX
paboT ¥ JOMAIIIHUX 33JJaHui; TECTUPOBAHUE.

Jlnst 2pdekTuBHOM MOATOTOBKA K TEKYIIEMY KOHTPOJIO IO TUCIUTIINHE
HEOOXOJMMO HCIIONb30BaTh PEKOMEHJOBAHHYI0 OCHOBHYIO U JIOTIOJHHUTEIHHYIO
JUTEPaATypy, KOHCIEKTHI JIEKIUH, pa3pabOTKU CTYJAEHTOB, BBINOJHEHHBIE B
pEe3yJIbTATE MOJATOTOBKU U BBINIOJHEHUS] CEMUHAPCKUX U MPAKTUYECKUX 3aJaHUM.

5. ®OH/J1 OHEHOYHBIX CPEACTB IS IPOBETEHUSI
INPOMEXYTOYHOU ATTECTAIIUM 110 JUCIHHUIIJIMHE

5.1. IlepevyeHb KOMIIETEHUMH 1 dTanbl UX GOPpMUPOBAHMS
Cormacho ®I'OC BO 1no wHanpasnenuto mnoarorosku  46.03.02
JIOKyMEHTOBE/ICHHE U apXUBOBEJACHUE B paMKaxX W3yYCHUs] JUCIUIUIMHBI Y
00yYaronMXcs JOJKHBI ObITh CHOPMUPOBAHBI CICAYIONINE KOMIETEHITUU:

Kox DopMynHupoBKa KOMIIETCHIIUI
K npogeccHoOHAIbHbIC KOMIIETCHIIMU
IK-1 BIQJICHUEC  3aKOHOJATCIBHOH M  HOPMATHBHO-METOIUYCCKOW  0a30i  HMH(POPMAIMOHHO-

JOKYMEHTAllUOHHOTO  O0ECIeYeHMs YNpaBI€HHA M  apXUBHOTO  Jela, CIIOCOOHOCTBIO
OpPHEHTHPOBATHLCS B IPAaBOBOW 0a3e CMEKHBIX 00JacTei

IK-3 CIOCOOEH WCTONB30BaTh MpaBWila OPraHU3allMKd BCEX OJTamoB pabOThI ¢ JOKYMEHTaMHU pPa3HBIX
JOKYMEHTAITMOHHBIX CUCTEM, B TOM YHUCJIC APXUBHBIMU JOKYMCHTAMHU
ITK-5 BJIaJIC€T HABBIKAMU 00pa0OTKH JIOKYMEHTOB Ha BCEX ATamax JOKYMEHTO000poTa

Jtanbl POPMHUPOBAHUS KOMIIETCHIIMU:

Hauanvnoui — Ha 3TOM  3Tane  (OPMHUPYIOTCS  3HAHUEBbIE U
WHCTPYMEHTAJIbHbIE OCHOBBI KOMIIETEHI[MH, OCBAaUBAIOTCSI OCHOBHBIE KaTErOpHH,
dbopmupyrorcs 6a3oBbie  yMeHHMS. CTyIEHT BOCHPOM3BOAUT TEPMHUHBI, (PaKTHI,
METO/Ibl, MOHATHUS, MPUHLUIBI U MPAaBUIIA; pellaeT yyeOHble 3aauu 1o oOpasily.
Ecnu crygeHT oTBeyaeT 3TUM TpeOOBaHUS MOKHO TOBOPUTH 00 OCBOEHUH UM
MOPOTrOBOr0 YPOBHS KOMIIETEHIIUU;

OcHosHOU — 3HAaHMS, YMEHHMs, HaBbIKH, oOecnednBaroiue (GpopMupoBaHue
KOMIIETEHLIUM, 3HAYMTEJIbHO BO3pACTalOT, HO €LI€ HE JOCTUTal0T MTOrOBBIX
3HaueHnii. Ha 3TOM 3Tame CTyAeHT OCBaMBaeT AHAIIMTHUYECKUE JIEUCTBUS C
OpeIMETHBIMA ~ 3HAaHUSIMM 10O  KOHKPETHOM  JAMCLUMIUIMHE,  CIOCOOEH
CaMOCTOSITENIbHO pemniarh yd4eOHble 3aJaud, BHOCS KOPPEKTUBBI B aJITOPUTM
JEHCTBUM, OCYIIECTBISAS CAMOPETYJISALUIO B X0/le pabOThl, IEPEHOCUTh 3HAHUS U
YMEHUS Ha HOBBIE YCJIOBHS. YCHEIIHOE NPOXOXKAEHUE ATOrO 3Tara I03BOJISET
JIOCTUYb CTAHJAPTHOTO YPOBHS C(POPMUPOBAHHOCTH KOMIIETEHIINN;

3asepwiarowuii — Ha 3TOM 3TaI€ CTYJCHT JOCTUTAaeT UTOTOBBIX MOKa3aTelen
N0 3asiBJICHHOW KOMIETEHIMH, TO €CTh OCBAMBAET BEChb HEOOXOAUMBIH 00bEM
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3HAaHWW, OBJAJIEBa€T BCEMU YMEHUSIMH M HaBblKaMu B cdepe 3asBICHHOMN
KoMrieTeHIud. OH crnoco0€H MCHOJb30BaTh 3TU 3HAHMS, YMEHUSA, HaBBIKH NpU
pEelIeHNN 3aJ1ad TOBBIIMICHHOW CJIOXKHOCTH M B HECTAHAAPTHBIX ycioBusaXx. [lo
pe3yipTaraM dTOro JTama CTYAEHT JEMOHCTPUPYET OTAJOHHBIA YPOBEHb
cOpPMUPOBAHHOCTH KOMITETEHITHH.

5.2. Iloka3aTeJid 1 KPpUTEPUH OLIEHUBAHUSA KOMIIeTEeH UM

JlJist olleHMBaHUSI PE3yJIbTATOB OOYyYEHHS B BHJE 3HAHUU MCIOJIB3YIOTCS
CIEAYIOIIME MPOLEAYpPbl H TEXHOJIOTMU: TECTHPOBAHUE; WHIWBHIYaJbHOE
cobece10BaHue, MMChbMEHHBIC OTBETHI Ha BOTIPOCHI (B BUJIC MEKYU{E20 KOHMPOJIA).

IIpomMe:KyTOUYHBIH KOHTPOJIb PEATU3YETCs] B XOJ€ Cllayd 00YyYarolUMUCS
3auera B 5 ceMecTpe U 3k3ameHa B 6 cemectpe (ODO); 3auera Ha 3 Kypce U
sk3aMeHa 4 kypce (3P0).

DK3aMeHbl TPOBOASTCS B (POpMe TECTHUPOBAHUS IO BCEMY MPONUIECHHOMY
Matepuany. OueHka 3HaHUWA MPOU3BOAUTCS MO 4-x OaybHOM mmiKane. B cioydae
HEY/IOBJIETBOPUTEIILHOM OIIEHKM CTYJEHT HMMEET MpaBO IMepecAaTb 3K3aMEH B
YCTaHOBJICHHOM JIOKQJIbHBIMU HOPMATUBHBIMU aKTaMU BYy3a MOPSIKE.

Oﬁmue KPHUTECPHUHU OLICHKHN O0TBECTOB CTYACHTOB

Onenka OneHka Onenka Onenka
«OTJIUYHOY «XOPOIIO» «YAOBJIETBOPUTEIbHOY «HEYT0BJIETBOPUTEIbHO»
OneHKa «3a4TEHO» OneHKa «He 3a9TeH0»
OILICHUBAETCS OTBET, €CIIU OILICHUBAETCS OTBET, B OIICHUBAETCS HETIOJIHBII OIICHUBAETCA OTBET, IIPH
CTYICHT UMEET KOTOPOM OTCYTCTBYIOT OTBET, B KOTOPOM KOTOPOM CTYAEHTHI
CHCTEMHEIE ITOJIHBIC HE3HAYHTEJIbHBIC OTCYTCTBYIOT JIEMOHCTPHUPYIOT OTPHIBOYHBIE,
3HAHUA U yMeHI/ISI 110 B3JICMCHTBI co;[epmaHm[ 3HAYUTCJIIBHBIC 3JICMCHTHI 6CCCI/ICTeMHbIe 3HaHUs,
HOCTaBJ'leHHOMy HIINn HpI/ICyTCTByIOT BCC CO}lep)KaHI/ISI HJiIn HeyMeHI/Ie BBIZICIIUTD I'NIaBHOC,
Bompocy. ConepxaHue HEO0OXOUMbIC MIPUCYTCTBYIOT BCE CyIIIECTBEHHOE B OTBETE,
BOIpPOCA U3JIaraeT 9IEMEHTHI COICPIKAHMSI, BBIIIEU3JI0KEHHBIE JIOTTYCKAaIOT rpyOble OITHOKHI
CBsI3HO, B KpaTKOI‘/'I HO }IOHyHIGHBI 3HAaHUA, HO }IOHyHIGHI)I
(hopme, packpriBaeT HEKOTOpBIC OLITHOKH, CyIIECTBEHHBIC OIIHOKH,
MTOCTICIOBATENBHO CYTh WHOTIa HapyIIajach HEJIOTUYHO, TIPOCTPAHHO
M3yYEeHHOTO MaTepHaa, [IOCJIEI0BATEILHOCTD H3JI0KEHO OCHOBHOE
JIEMOHCTPHPY S H3JI0KCHUS. CoJIepKaHUE BOIPOCA.
MIPOYHOCTH U
MPUKIIATHYTO
HaHpaBHeHHOCTL

MOJIyYEHHBIX 3HAaHUHN U
YMEHMUI, HE IOIIyCKaeT

TEPMHUHOJIOTHICCKUX
OomuO0K U (haKTUIECKUX
HETOYHOCTEH
OnpeaeneHue YpoBHsI 0CBOCHUSI KOMIIETEHIINI B COOTBETCTBHMH C OlIeHKOIi 0TBETA CTY/AEHTA
OueHKa «OTIUYHO» OueHka «X0pouio» Ouenka Ouenka
CBUJIETENBCTBYET O CBUJIETENILCTBYET O «YAOBJICTBOPHUTEIbHO» «HEYAOBJICTBOPHTEIbLHO»
HaJIMYUH HaJINYUU CBUJIETENILCTBYET O CBUJIETENLCTBYET 00
c(hOpMUPOBAaHHBIX c(OpPMHUPOBAHHBIX HaJIN4UU OTCYTCTBHH
KOMIIETEHINH BBICOKOTO KOMIETEHINH c(hOpPMHUPOBAHHBIX c(hopMHPOBAHHBIX
(3TaJIOHHOI0) YPOBHS CTAHAAPTHOIO YPOBHS | KOMIIETEHLUI OPOrOBOro KOMIIeTeHIUI [UIsl PEICHUs
JUISL pELIEeHAS JUIS peLIeHNs YPOBHS IS pELICHUS npodecCHOHANTBHBIX 33124
po¢heCCHOHATBHBIX po¢heCCHOHATIBHBIX podeCcCHOHAIBHBIX 33134
3amadq 3agadq
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5.3. MarepuaJibl 1Jisl OLIEHKH W KOHTPOJIsl Pe3yJbTATOB 00y4eHusl

3agaHus K 9K3aMeHy

dDopmHpyeMble
KOMIIeTCHIIUH

Teopemuqecmte 60npocol

1. Otranuus KOH(i)I/II[eHHI/IaJIBHOFO JACJIOIIPOU3BOACTBA OT OTKPBLITOI'O
ACJIOIPOU3BOJACTBA.

I1K-1, IIK-3, IIK-5

2. ITonatre u 0cCOOEHHOCTH KOH(DHMICHIIMAILHOTO JEIONPON3BOJICTRA.

[IK-3, IIK-5

3. PerynupoBaHue TpyAOBBIX OTHOLICHUN C COTPYIHUKAMH, 3aHSTHIMU
KOH(UICHIIMATLHBIM JICJIONPOU3BOICTBOM.

I1K-1, IIK-3, IIK-5

4. Knaccudukamus KOHPUACHIMATHPHOW HHGOPMAIMK M JOKYMEHTOB IO
KaTEeropusiM JIOCTYIIA.

I1K-1, IIK-3, IIK-5

5. ITonsrue KOMMCp‘lCCKOﬁ TaﬁHbI, €ro 3aKoHOaAaTCJIbHas1 ba3a.

[IK-3, IIK-5

6. [ToHsiTHE TOCYTapCTBEHHOM TalHBI, €r0 3aKOHOJIaTeIbHas Oa3a.

I1K-1, IIK-3, IIK-5

7. HopmaTtuBHO-mIpaBOBass 0a3za opraHu3aluu padboOTHl C JTOKYMEHTaMH,
COZIEPIKAIIMMH CITY»KeOHYIO TaliHY, TaiiHy CJIE€JCTBUS U CYJOIPOU3BOJICTBA.

[K-1, IIK-3, TIK-5

8. CynHoCTh 1 3a/1a49¥ KOH(DHICHITUAITBHOTO JIeJIONPOU3BOJICTBA. [K-3, TIK-5
9. Kommiexkc BHyTpHOPraHW3aIMOHHBIX JOKYMEHTOB, PEriJaMEeHTHPYIOIINX IIK-3, TIK-5
KOH(UACHIIMATBHOE JIEIONPOU3BOJICTBO.

10. Craryc, CTpyKTypa W  TOPSIOK  OpraHM3aldd  CIYKObI IIK-3, TIK-5

KOH(HICHIIMATIHHOTO JISTIONPON3BOJICTBA.

11. HepCOHaJ'ILHaH OTBCTCTBCHHOCTb 3a COXPAaHHOCTb KOH(bI/I,I[eHI_II/IaJ'IBHBIX

[1K-1, IIK-3, IIK-5

JIOKYMEHTOB.

12. Texnonorust cocraBieHust Ilepednss KOHGUACHIIUATLHON HHGOPMAIHH I1K-3, I1K-5
OpraHH3aluu.

13. TpeboBaHus K CHCTEME JIOCTyMNAa K KOH(HICHIIMAILHBIM JOKYMEHTaM. I1K-3, I1K-5
14. Odopmnenne paspemieHnid Ha paboTy ¢ KOHOUACHIUAILHBIMU IIK-3, TIK-5
JIOKYMEHTAaMH M COTJIAIICHUH O Hepa3rJIallleHUU TaifHbIL.

15. Drambl MOATOTOBKY M M3/1aHNEe KOH(PUICHIIMATHFHOTO TOKYMEHTA. I1K-3, TTK-5
16. VYder HocuTeneld KOHPHUACHUUATHHOW HHPOPMAIIMK U TMPOEKTOB IIK-3, I1K-5
KOH(UACHIIHATBHBIX TOKYMEHTOB.

17. Ocobennoctr 06pabOTKH BXOAAIINX KOH(MDUISHIIMATBHBIX JOKYMEHTOB. I1K-3, I1K-5
18. OcobOenHoctt  00pabOTKH  HMCXOIANIMX  KOH(MUICHIIMATHLHBIX [K-3, I[1IK-5
JTIOKYMEHTOB.

19. KoHduaeHMabHbIe TOKYMEHTHI BBIJICIICHHOTO XPAHCHHSL. I1K-3, IIK-5
20. Iopsiok THpaXKMPOBaHUSI KOH(DUIEHIMAIBHBIX JIOKYMEHTOB. [1K-3, TIK-5
21. Opranu3arys HCIIOJHCHUS KOH(UICHIIMATLHBIX JIOKYMEHTOB. I1K-3, IIK-5
22. ®opmupoBaHue U 0QopMIICHHE KOHPHICHIIMATIbHBIX Jedl. I1K-3, TIK-5
23. DkcrnepTu3a IEeHHOCTH U TOJIrOTOBKAa KOH(MUACHIIMATBHBIX JTOKYMEHTOB IIK-3, I1K-5
U JIe]l K apXUBHOMY XPaHCHHIO.

24. PexuM XpaHeHHsS KOH(PHIEHIMAIbHBIX IOKYMEHTOB M MOPSAOK HX [IK-3, TIK-5
BBIJTAYH.

25. TlpoBepku Hamuuusi KOH(UIESHIMAIBHBIX TOKYMEHTOB U O(OpMIICHHE IIK-3, I1K-5
PE3YJIbTATOB.

26. Dranbl opraHu3aiiyi KOH(QHUISHIIMAIbHOT'O COBEIIAHUS. [K-3, IK-5
27. OdopmiieHHE TOKYMEHTOB KOH(PHICHIIMATHHOTO COBEIIAHHSL. I1K-3, TIK-5
28. IlonyuyeHue U OTHpaBKa KOHPHIEHIIMATIBHBIX JOKYMEHTOB. [K-3, TIK-5
29. Ilops.ioK YHUYTOKEHUSI KOH(PUAESHIIMAIBHBIX JOKYMEHTOB C HCTEKIIUMHU [1K-3, TIK-5
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CpPOKaMH XpaHEHHUSI.
30. 3ammTa KOH(GUIESHINATBLHBIX TOKYMEHTOB OT HECAaHKIIMOHMPOBAHHOTO IIK-3, TIK-5
JIOCTYTIA.

Ilpaxmuueckue onpocwl

1.0¢opmuth cornacHo TpeOOBaHHSIM CHEIUATBHBIN OJIOKHOT. ITK-3, TIK-5
2. OhopMUTB corsIacHO TPeOOBAHUSAM CTCHOTPA(PUIECKYIO TETPAIb. I1K-3, IIK-5
3.0dopMHTH COTIIACHO TPEOOBAHMM 5 THUIIOBBIX JIUCTOB (TIPeIHa3HAYCHHBIX IIK-3, IIK-5
JUTSI BBIJIAYM OJTHOMY MCIIOJTHUTEIIO).

4.0bopMuTh  CcOTJIACHO  TpeOOBaHUSAM 3  JHCTAa  MHWUIMMETPOBKHU IIK-3, IIK-5
(mpeaHa3HAYCHHBIX JJIs BBIIAYM OJHOMY MCIIOTHHUTEIO).

5.3anoJIHATH JKypHAJI y4eTa HOCUTENIeH KOH(MUISHIINATLHON HHMOPMAITIH. I1K-3, IIK-5
6.Haiitu omnOku B opopmiIeHnn KOH(PUICHIMATBHOTO JOKYMEHTA. ITK-3, TIK-5
7.3apeructpupoBaTh KOH(DHICHIMAIBHBIA JOKYMEHT B JKypHajle ydeTa IIK-3, IIK-5
W3JIAHHBIX JIOKYMEHTOB C Tprud oM.

8.IloctaBuTh BCE OTMETKA M HWHIEKCHI HA BXOMAIINX W HCXOMALIMX IK-3, I[IK-5
KOH(UICHIIMATBHBIX JIOKYMCHTAX.

9.IlpoBectu mpouenypy YIOCTOBEPEHHsS] KOMUH KOHGUACHIIUATIHLHOTO IIK-3, IIK-5
JIOKYMEHTA.

10.BHectn naHHBIE O KONMUH KOH(DHIECHIIMAIBHOTO JTOKYMEHTa B KypHAI [K-3, TIK-5
yueTa KOMUPOBaHHS KOHPHICHIIMATbHBIX JJOKYMCHTOB.

11.CocTtaButh OJIOK-CXEMY TEXHOJOTHUECKOTO Ipolecca KOHTPOJsS 3a IIK-3, TIK-5
CpOKaMH MCIIOJHECHHUsI KOH(HICHIIMATIbHBIX JOKYMEHTOB.

12.0¢opmuts  pe3omonui0  Ha KOHOUACHIMAILHOM JOKYMEHTE U IIK-3, TIK-5
POCTABUTh HA HEM HEO0OXOAMMbIC OTMETKU 00 MCIIOJTHCHHUH.

13.0¢dopmMuth crnpaBKy-3aMeCTHUTENb, BHYTPEHHIOIO OINUCh U  JIHCT IIK-3, TIK-5
3aBepHUTENh KOH(OUICHIIMAIBLHOTO JIeya.

14.CocTaBHTh aKT O BBIJICIICHUU K YHHUTOKECHUIO KOH(MUICHIIMABHBIX JICI. [K-3, TIK-5

5.4. MeToaguuecKue MaTepuaJibl 0 OLEHUBAHUIO Pe3yJIbTATOB 00yUeHHUs

IIpome:kyTouHasi aTTecTalMsA PEaTU3yeTCs B XOJ€ Ca4l 00Yy4YarOIUMUCS
3a09HOM (hOpMBI 00YUEHHUS JIBYX dK3aMeHOB. Llenbio mpoMexXyTOUHOM aTTecTanuu
SBJIIETCSI KOMIUIEKCHass U OOBEKTHBHAsI OLIEHKA 3HAHUW CTYJCHTOB B IIpoliecce
OCBOCHMSI ~UMH  OCHOBHOM  00pa3oBaTelbHON  MPOTpamMMbl  BBICIIETO
npo¢eCCUOHAIBHOTO 00pa30BaHusI.

DK3aMeH MO0 JUCHUUIUIMHE TpeciieayeT IeJib OLIEHUTh padoTy CTyJeHTa 3a
KypC, CTENEHb YCBOCHHMS TEOPETUYECKMX 3HAHWM W KOMIIETEHIIMH, YpOBEHb
TBOPYECKOTO  MBIIUICHUSI, HAaBBIKOB  CaMOCTOSTEIIbHOM  paboOThl, yMeHUE
aHaJTM3UPOBATh MOJTYUYCHHbIC 3HAHUS W MPUMEHSTHh UX B PEUICHUM MPAKTUUECKUX
3ajad.

DK3aMEH MOXET TPOBOJUTCS:

- 8 YCmHOU (hopme NO  IK3AMEHAYUOHHbIM  Oulemam, KOTOPBIC
yTBepkaarTcs kadeapoi. [Ipu HeoOXoauMocTH 3K3aMeHATOPY MPEIOCTaBISETCS
MpaBO 3aJlaBaTh CTYJACHTaM JOMOJHUTEIbHBIE BOMPOCHL. JK3aMEHAIIMOHHbIC
OWJIeThl TOMHMO TEOPETHUYECKHX BOIMPOCOB  JIOJDKHBI  MPEIyCMaTPUBATh
MPaKTUYECKUE 3aJaHusl [0 IporpaMMe Kypca.

- 8 nucbMeHHOU @opme (8 6ude nNuUcCbMeHHvlX mecmog). TecTw
MpeayCcMaTpUBaOT BOIMPOCHI MO BCEMY MPOWJIEHHOMY MaTepuany. B TectoBbie
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3aaHUs  BKJIIOYAIOTCS  BOIIPOCHI  TEOPETUYECKOIO XapakTepa, a Tak Ke
peyCcMaTpUBAIOTCS HEOOJbIINE IPAKTHUECKUE 3aJaHuUsl.

Bo Bpems »93K3amMeHa CTyJEHTBI MOTYT TIOJB30BaThCS  yueOHBIMU
porpaMMaMu, HOPMaTUBHO-TIPABOBBIMU IOKYMEHTaMHU M IPOYUMHU UCTOYHUKAMU
uHbOpMaIlMK, TEpeYeHb KOTOPBIX YyCTAHABIUBAETCS IMpenojaBaTesieM U
COTJIacOBBIBaeTCS Ha 3acefaHuu Kadenapol. lcmonp3oBaHue MaTepHaioB, He
IPEIyCMOTPEHHBIX YKa3aHHBIM IIEPEYHEM, a TAKXKE MOMbITKA OOIIEHUS C APYTUMHU
CTYJICHTaMH, B TOM 4YHCIE C IPUMEHEHHEM DJJEKTPOHHBIX CPEICTB CBS3H,
HECAaHKIIMOHUPOBAHHBIE IEPEMEIIECHNS CTYJEHTOB U T.II. SBISIIOTCS OCHOBAHHEM
JUISL yaJleHusl CTyACHTAa U3 ayAUTOPUHU U ITOCIEIYIOLIEr0 BHECEHUS B BEAOMOCTD
OTMETKH «HEYZOBJIETBOPUTEIBHOY.

KputepussMu  yCHEIIHOCTM OCBOEHHUSI CTYAEHTOM JaHHOM y4deOHOU
JUCLMIUIMHBI TPU TPOBEACHUU TEKYIIETO M IPOMEXYTOYHOIO KOHTPOJIA
SABJISIFOTCS:

1. KosmuecTBO NMpaBWIBHBIX OTBETOB HAa TEKYLIEM TECTUPOBAHUHU U IIO
HK3aMEHAllMOHHOMY OMIIEeTy (TECTy).

2. AKTHUBHOCTHb TOBEJICHUS CTYJCHTA HA 3aHATHUAX, BBIIOJHEHUE KaXKIbIM
CTYJIEHTOM BCEX MPAKTUYECKUX padOT, OCMBICIEHHOCTb U CaMOCTOSTEIbHOCTb
CYKIIEHUH, IPOSABJIEHHBIX B XOJI€ YCTHOTO OIIPOCA.

3. [IpaBusibHBIE OTBETHI Ha BOIPOCHI 10 COAEPKAHUIO 0a30BBbIX UCTOYHUKOB M3
CIIMCKOB PEKOMEHIOBAHHOU JINTEPATYPBI 110 TUCLUILINHE.

4. JlemoHcTpauusi 3HaHMA TPO(ECCHOHATIBHBIX TEPMHUHOB, IOHSITUH,
KAaTerOpUi U TEOPUH.

5. Hamuume CcOOCTBEHHOTO BHJEHHUS pPAacCMaTpUBacMOW MPOOJIEMBI,
c(pOpMUPOBAHHOTO HA OCHOBE M3yUEHUS U aHAJIM3a HAYYHBIX pabOT, HOPMATUBHO-
npaBoil 0a3bl, BHIOJIHEHUS MPAKTHYECKUX 3a1aHHUM.

6. PECYPCHOE OBECIIEYEHHUE

6.1. OcHOBHAs ¥ 10NMOJTHUTEIbHAS y4eOHas JIUTEpaTypa
OcHoBHas JMTEpaTypa
1. buciokoB, B.M. 3ammra u 00paboTka KOH(PUICHIMAIBHBIX
JIOKyMEHTOB : yuebHoe nocobue / B.M. buciokos ; MunuctepcTBo 00pa3oBaHus 1
Hayku Poccuiickont ®epepaunn, dDenepasbHOE TOCYIApPCTBEHHOE ABTOHOMHOE
o0pa3oBaTenbHOE YYPEKICHUE BBICIIETO MPOPECCHOHAIBHOTO 00pa30BaHMS
«CeBepo-KaBkasckuii henepanbubiii yauepcute. - CraBponons : CKOVY, 2016.
- 153 c. : tabn. - bubmorp. B kH. ; To ke [DnekTpoHHBI pecypc]. — Pexum
noctymna: URL: http://biblioclub.ru/index.php?page=book&id=458917.
2. Kpumramok, A.H. KonpunenunaibHoe ASIONPOU3BOACTBO U 3alUTa
KOMMepYeckol Tainbl : Kypc jdekuuid / A.H. Kpumrantok ; MexperuonanbHas
Axanemusi 6e3onmacHocTd U BbDKuUBaHuUA. - Open : MABUB, 2014. - 199 c. -

bubmuorp.: c¢. 195. ; To e [DnekTpoHHBIA pecypc]. - Pexum npocryna:
URL.: http://biblioclub.ru/index.php?page=book&id=428611.
3. Kysunenos, N.H. JlenonpousBojactBo : ydeOHOoe mocodue : [16+] /

N.H. Ky3nenoB. — 9-e uzn., nepepad. — Mockga : [amkos u K°, 2020. — 406 c. :
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UIL. — Pexum JOCTyIIA: o IIOJIIHCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=572967 (nata  oOparicHus:
13.07.2020). — bubmumorp.: c. 359-363. — ISBN 978-5-394-01981-4. — TekcT :

AIEKTPOHHBIN.

JlonoJiHMTEIbHASA JIUTEpPATypa

1. AprembeB, B.P. HupopmanmonHo-kommepueckass 0€30MacHOCTb
npeAnpuHUMAaTENbCKO nesTenbHocTu / B.P. AprembeB. - Mocksa : Jlaboparopus
kauru, 2010. - 38 c. ; To xe [OnexkrpoHHbIl pecypc]. - Pexum npocryna:
URL.: http://biblioclub.ru/index.php?page=book&id=87020.

2. 3amuTta 1 00paboTKa KOH(PHUACHIMAIBHBIX JOKYMEHTOB : MPAKTUKYM /
aBT.-cocT. B.M. bucrokoB ; MunucrepctBo 00pa3zoBanus U Hayku Poccuiickoi
®enepauun, DenepaibHOE TrOCYJapCTBEHHOE ABTOHOMHOE 0O0Opa30BaTEIbHOE
yupexaeHue BhIciIero npodeccruoHanbHoro odpazoBanusa «Ceepo-KaBkazckuii
dbenepanpubiii yHUBEpcUteT». - CraBponods : CKDY, 2016. - 116 c. : Tabxn. ; To
xKe [ DNEeKTPOHHBIN pecypc]. - Pexum JNOCTyma:
URL.: http://biblioclub.ru/index.php?page=book&id=459333.

3. Kabamos, C.}O. [lenonpou3BOACTBO M apXWBHOE JI€J0 B TEPMHUHAX H
ompeneneHusx : yueoHoe nocoodbue / C.1O. Kabamos, N.I'. Achanausposa. - 3-¢
u3a., crep. - Mocka : M3narensctBo «@DmuHTaY, 2018. - 295 ¢. - ISBN 978-5-
9765-0784-5 ; To ke [DOnektpoHHBIM pecypc]. - Pexum pgocryna:
URL.: http://biblioclub.ru/index.php?page=book&id=69168.

4. KoubuaeHuaaipsHOE JCIONPOU3BOACTBO M 3ALTUIICHHBIA JIEKTPOHHBIH

JTOKyMeHTooOopoT : yueObnumk /  A.I. ®abpuunoB, A.C. [Iémynikus,
T.B. Kongpamosa, H.H. Kynsie. - Mocksa : Jloroc, 2011. - 452 c. - (HoBas
yHUBepcuTeTckas Oubmmoteka). - ISBN  978-5-98704-541-1 ; To ke
[DneKkTpOoHHBIN pecypcl]. - Pexxum J0CTyma:

URL.: http://biblioclub.ru/index.php?page=book&id=84996.
6. Mwunun, W.B. 3ammra KoHpUACHIMANBHOW UHGOPMALMK  TPU

AJIEKTPOHHOM  JIOKyMeHTooOOopoTe : ydeOHoe mocodbue / W.B. Munus,
O.B. Munun. - HoBocubupcek : HI'TVY, 2011. - 20 c. - ISBN 978-5-7782-1829-1 ;
To xKe [OneKTpOHHBII pecypcl]. - Pexum JIOCTyTIA:

URL.: http://biblioclub.ru/index.php?page=book&id=228779.

7. Poroxun, M.}O. JlokymMeHTaIlMOHHOE OOECIEYCHHE YMPABICHUS
npaktudeckoe nocooue / M.IO. Poroxun. - Mocksa ; bepnun : Jlupekr-Menua,
2014. - 398 c. : un. - bubmumorp. B kH. - ISBN 978-5-4475-1869-1 ; To xe

[DNeKTpOHHBII pecypc]. - Pexum JNOCTyIIa:
URL.: http://biblioclub.ru/index.php?page=book&id=253705.

HopMmaTuBHO-IpaBoBbI€ H METOAUYECKHE UCTOYHUKH
1. T'paxnanckuit  kogekc Poccuiickoii  ®enepaumn. Yacte 1  oT
30.11.1994 No51-®3 (B pen. ot 30.11.2011); yacts 2 ot 26.01.1996 Nel4-®3 (B
pen. ot 30.11.2011); gacte 3 ot 26.11.2001 Ne 146-®3 (pex. ot 30.06.2008),
gacth 4 ot 18.12.2006 Ne 230- @3 (B pea. o108.12.2011) // CIIC «["apanT).
XTHUK.
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2. Konctutymus Poccuiickoit ®enepanuu. [lpunsara 12 gexabpsl1993 .
(¢ u3m. Ha 21.07. 2014 r.) // CIIC «["apant». XI'UK.

3. Poccuiickas @eneparusi. 3akoHbl. O  HEPCOHAIBHBIX JaHHBIX OT
25.07.2006 Ne 152-@3 : [denepanbhblii 3aKkoH : mpuHsT ['oc. {ymoii 8 utons 2006
r.] // CIIC «I"apanTt». XI'UK.

4. Poccuiickaa ®enepanus. [IpaBurensctBo. O0 yTBepkaeHnn MHCTpyKIHH
O TIOpAJIKE JOMyCKa TOJDKHOCTHBIX JIMII M rpaxkiaH Poccuiickoit deneparuu k
rOCyJJapCTBEHHOW TalHe: mnocTaHoBlieHUuEe IIpaBurenbcTtBa Poc. dPenepanum Ot
06.02.2010 Ne 63 (B pen. ot 18.03.2016r.) // CIIC «I"apant». XI'UK.

5. Poccuiickas ®Denepanus. IlpaBurenbctBo. IlosokeHne o moOpsiaKe
oOpatieHusi co ciy:keOHOM uHbOopMaIMell OrpaHUYEHHOTO PACIpPOCTPAHEHHUS B
®denepa’abHbIX ~ OpraHaXx  HCIOJIHUTEIbHOW  BIIACTH: MOCTaHOBJICHUE
[TpaButensctBa Poc. ®degepanmu ot 03.11.1994 Ne 1233 (B pen. or
18.03.2016r. Ne 214) // CIIC «I"apant». XI'MK.

6. Poccuiickas ®@eneparus. [IpaButensctBo. [IpaBumna pazpaboTku mepedHs
CBEJICHMM, OTHECEHHBIX K TOCYJapCTBEHHOM  TaWHeE: IIOCTAaHOBJICHUE
[IpaButensctBa Poc. @enmeparmm ot 23.07.2005 No 443 (B pen. ot
18.03.2016r.) // CIIC «I"apant». XIT'UK.

7. Poccuiickas ®enpepanus. 3akoHbl. O TroCyIapCTBEHHOW TailHE OT
21.07.1993 Ne 5485-1 : [u3men. ot 08.03.2015] // CIIC «I"apant». XI'MK.

10. Poccwuiickas @Deneparusa. 3akoHbl. O KOMMEpYeCKOW TaiiHE OT
29.07.2004 Ne 98-@3 : [(penepanbHblii 3akoH : puHAT [oc. Jymoit 09 uromns. 2004
r.] // CIIC «I"apant». XI'MK.

8. Poccuiickass ®enepanus. 3akonbl. O06 apxuBHoM Jnene B Poccuiickoit
deneparun ot 22.10.2004 Ne 125-D3: [henepanbHblii 3aK0H : mpuHAT ['oc. Jlymoi
1 okT. 2004 1., m3men. ot 04.12.2006] // CIIC «I"apant». XT'MK.

9. Poccuiickas ®@eneparus. 3akonsl. O0 mHbopMauu, WHOOPMAITMOHHBIX
TEXHOJOTUAX W 0 3amure uHpopmamuu ot 25.07.2006 Ne 149-03 :
[penepanbubiii 3axkoH : npuHAT [oc. ymoit 14 wurona. 2006 1., u3MeH. OT
06.04.2011] // CIIC «I"apant». XI'HK.

10. Poccwmiickas denepanus. 3akonsl. O6 nHpOpmarmu, HHHOPMAITMOHHBIX
TexHoJoTuaX U 3ammre uHpopmarmu oT 27.07.2006 Ne 149-®3 : [penepanbHbIN
3akoH : puHAT ['oc. Jlymoii 08 urossa. 2006 r.] / CIIC «T"apant». XT'UK.

11. Poccumiickas ®eneparus. Ilpesunent. OO0 yTBEpKIECHUU TMEPEUHS
CBEJICHUHN KOH(PUACHIIMAIBHOTO XapakTtepa: Yka3 [lpesumenta Poc. deneparuu
ot 06.03.2006 Ne 188 // CIIC «I'apant». XI'UK.

12. TOCT P 7.0.97-2016 «Cucrema craHmapToB Mo uHOOpMAIUH,
OMOIMOTEUHOMY M U3JaTeNbcKoMy aeny. OpraHu3aliOHHO-PaclopsIUTeNIbHas
nokymeHTtanus. TpeboBaHus K 0pOpPMIICHHUIO TOKYMEHTOBY» . — Bea. 2018-07-01 //
CIIC «I"apanT». XT'UK.

14. TOCT P UCO 15489-1-2007. Cuctema cTaHIapToB 1o HWH(pOpMaIuw,
OMOJMOTEUHOMY W M3JaTeIbCKOMY Jielly. YTpaBlieHHe AokymeHTamu. OOrue
tpedoBanus. — Been. 2007-07-01 // CIIC «I"apant». XI'UK.
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15. Meroauuecknue pEeKOMEHIAIMU 10 pa3palOTKe WHCTPYKIHMHA TI0
JCJIONPOU3BOACTBY B (pelepabHBIX OpraHax HCIHOJHUTEIbHOW Biacth (yTB.
npuka3zoM Pocapxusa ot 23 nexadbps 2009 1. Ne 76). — 2009. — 80 c.

16. OcHoBHBIE TmpaBWia pabOTBl aApPXWBOB OpraHu3amuii. — M.
Pocapxus, BHUNJIAJL, 2002. —152 c.

17. TlepeueHb THUIOBBIX YIOPABIECHYECKUX APXUBHBIX JOKYMEHTOB,
oOpa3yloluxcs B Ipolecce AeSTENbHOCTH TOCYAapCTBEHHBIX OPTraHOB, OpPraHOB
MECTHOTO CaMOYIIPABJICHUSI W OpraHM3alui, C YKa3aHHEM CPOKOB XpAHECHUS. —
M. : Pocapxus, BHUNJIA/I, 2010.

18. [IpaBuna enonpou3BoOJCTBA B eAepaabHbIX OpraHax HUCIOJTHUTEIbHON
Biactu (yTB. moctaHoBieHueM [IpaButenscTtBa Poccuiickoit deneparuu ot 15
utonst 2009 r. Ne 477; uzm. u gom. ot 07 centsiops 2011 r.)).

19. [IlpaBwia opraHu3anuu XpaHEHUs, KOMIUICKTOBaHHS, Yyu€Ta WU
UCIIOJIb30BaHUsl JIOKYMEHTOB ApxuBHOro ¢onga Poccuiickoit ®Pepepauuun u
JPYTUX apXUBHBIX JIOKYMEHTOB B OpraHax TrOCyJapCTBEHHOM BJIACTH, OpraHax
MECTHOTO CaMOYMpAaBJICHUS W oOpraHu3auusx (yTB. MpuKazoM MUHHCTEpCTBA
KyJIbTypsl PO Ne 526 ot 31.03.2015).

6.2. Pecypchl uH(pOpMANIMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTu « AHTEpHET»

B coorBercTBUM €  JIMUEH3MOHHBIMH  HOpMaTHUBaMH  OOECleueHUs
OuOMMOTEeUHO-MH(GOPMAIIMOHHBIMU ~ pecypcaMu  OHOIMOTeKa  OpraHu3yeT
WH/IMBU Ty AJIbHBIN HEOTPaHUUYEHHBIN JOCTYI U3 000U TOYKH, B KOTOPOU UMEETCs
IocTym K ceth MHTepHeT, K y4eOHbIM MaTepuaiaMm DJIEKTPOHHO-OMOIUOTEUHBIX
cucreMm (ObC):

1. OBC «YuuBepcuterckas OubnuoTexa onnaiin». MzmartensctBo: OO0
«HekcMenuay. IlpuHamnexHocTh cTopoHHss. WWW.biblioclub.ru. KomugectBo
Kkrouerd  (mosp3oBateneit): 100% on-line. Xapakrepuctuku OUOIHMOTEYHOTO
doHma, HOCTyn K KOTOPOMY MPEIOCTAaBISETCS TOTOBOPOM: JOCTYH K 0a30BOM
yactu ObC.

2. OBC «M3narenbctBo Ilnanera My3bIKW». DJIEKTPOHHO-OMOJIMOTEUHAS
cucrema OOO «M3parensctBo IIJITAHETA MYVY3bIKW». IlpuHagnexHOCTh
cropoHHsis. WWw.e.lanbook.com. KommuectBo kimroueit (monp3opareneit): 100%
on-line. Xapakrtepuctuku OuOmMOTeYHOro (OHAA, JOCTYl K KOTOPOMY
IPEIOCTABIIETCS JOTOBOPOM: JIOCTYII K KOJUIeKIUsAM: «My3blka U Teatp», «baier.
Tanen. Xopeorpadus».

3. B/l Onexrponnas Cucrema «KynpTypa». baza JlaHHbIX DJeKTpOHHas
Cucrema «Kyabrypay. [TpuHaaiexxHocTs ctoponnss. http://www.e-mcfr.ru.

4. Web UPBUC XabGapoBCkuii rocyJapCTBEHHBI HHCTHTYT UCKYCCTB H
KYJIBTYpbI (3J€KTPOHHBIN KaTajor). MexayHapoHasi acColMalusl MoJb30BaTeNne
U pa3pabOTYUKOB JJICKTPOHHBIX OMOJMOTEK MW HOBBIX HWH(POPMAIIMOHHBIX
TEXHOJIOTUI (accouunanus OBHUT). [IprHaaIEeKHOCTH CTOPOHHSISI.
http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snektponHas Oubnumorexka. OOO HayuHnas
DJIGKTpOHHAss OuOmmoTeka. [IpuHamIeKHOCTH, CTOpOHHss. http://elibrary.ru/

JIuuensuonnoe cornamenue Ne 13863 ot 03.10.2013 r. — 6GeccpouHo.
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6. DnekTponHo-6ubmmoreunas cucrema ®I'bOY BO «XT'UK». ®I'BOY BO
«XT'UK». [IprHamexHOCTH cOOCTBEHHas. JloxanpHbIN JNOCTYIL.
http://carta.hgiik.ru. ITpukas no Mactutyty Ne 213-06 ot 07.10.2013 .

7. EnuHoe OKHO noctyma K oOpa3oBaTelbHBIM pecypcaM. DJIEKTPOHHAs
oubmuorexka. ®I'AY 'HUN UTT «Uudpopmuka», MunucrepcTBo oOpa3oBaHus U
HayKH P®. IIprHaIeKHOCTD CTOPOHHSIS. CBoOoHBIN JOCTYII.
http://window.edu.ru

8. Emunas xomnexuust Ludpossix OOpazoBarenbhbix PecypcoB. ®I'AY
['HUU UTT «udopmuka». [lpunannexHocts cropoHHss. CBOOOAHBINA JOCTYII.
http://school-collection.edu.ru

9. ®enepanbHbli LEHTP HHDOPMAIMOHHO-00PA30BATEIIbHBIX PECYPCOB.
®denepanbHbli 1EHTp UHGOPMAIMOHHO- 00pa3oBaTelbHBIX pecypcoB, DI'AY
I'HUU UTT «Mudopmuka». IlpunannexHocts cTopoHHsAd. CBOOOAHBIA JOCTYIIL.
http://fcior.edu.ru

JIns TOATOTOBKM HAay4yHBIX paboT oOydarouugecs MOTYT HCMOJb30BaTh
MOJTHOTEKCTOBYIO 0a3y naHHbix Web of Science. Pexxum noctyna: 3ieKTpOHHBIH,
U3 BHYTpeHHEH cetn nHcTUTyTa. Oduimansaeii caidt: webofknowledge.com

IIpogeccnonanbubie 0a3bl JaHHBIX, HH(pOPMALMOHHBbIE CIHPABOYHbBIE
cucremMbl M pecypcbl UHTEpHeT CBOOOHOIO 10CTYNA

10.  https://www.eos.ru/eos_delopr/ - cBobogHO  pacmpocTpaHsemas
uH(pOpMaIMOHHAs CIIPaBOYHAsl CHUCTEMa IO BOMpPOCAaM OpTaHMU3alMu PadOTHI C
JIOKYMEHTaMH, ABTOMATHU3aLINH JIEJI0NPOU3BOICTBA, JIEKTPOHHOIO
JOKYMEHTO000pOTa, apXUBHOTO JIEJA.

11. http://base.garant.ru - cnpaBouHast mpaBoBas cucreMa «I'apaHT».

12. http://www.top-personal.ru/ - cBoGomHO pacnpocTpaHsAeMblii HHTCPHET
pecypc, MNPEACTaBISAIOMMUN JOCTYN K >KypHaldam «YTPaBJICHHE MEPCOHATIOMY,
«Tpynooe mpaBo», «AJIMHHUCTPATUBHOE MpaBo», «Jlemonponus3BoaCTBOY,
«Cexkperapckoe e1o.

13. http://delo-up.ru - cBoGogHO pacmpocTpaHsemMas WHPOPMAIMOHHAS
cupaBouHas 0a3za, MpEACTaBISAIOMAs JOCTYNl K oOpa3uaM pa3jiudHbIX BHUIOB
JOKYMEHTOB M QJITOPUTMYy JOKYMEHTHPOBAHUS pa3JIMYHBIX YIPABICHUYECKUX
omnepanuii.

14. www.docdelo.ru - cBobGomHO pacmpocTpaHseMas HHPOPMAIUMOHHAS
crpaBouHas 0a3a, MpEACTaBISAIONAs JOCTYNl K oOpasiaM pa3iudHbIX BHUJIOB
JOKYMEHTOB M aJITOPUTMYy JOKYMEHTHPOBAHMUSI Pa3JIMYHBIX YHPABICHYECKHUX
OTIepaIvi.

6.3. UndopmanmoHHbIe TEXHOJIOTHH, MIPOrPAMMHOE 00eciieyeHue u
uHGpOpPMALIMOHHBbIE CTIPABOYHBbIE CUCTEMbI
[IporpamMHO-UHpOPMaLIMOHHOE ~ OOecrieyeHrue  y4yeOHoro  mpoiiecca
COOTBETCTBYET TpeOOBaAHUSIM benepaabHOTO roCyJ1apCTBEHHOTO
00pa3oBaTeILHOIO CTaHIapTA.
Jlma mpoBeAeHNS 3aHATHUM JIEKIIMOHHOTO TUIIA, 3aHATUM CEMUHAPCKOTO TUIIA,
3aHSATUNA MPAKTUYECKOrO THUIA, TPYIIOBBIX KOHCYJIbTAIMM, TEKYIIEro KOHTPOJS U

31


http://carta.hgiik.ru/
http://window.edu.ru/
http://school-collection.edu.ru/
http://fcior.edu.ru/
https://www.eos.ru/eos_delopr/
http://base.garant.ru/
http://www.top-personal.ru/
http://delo-up.ru/
http://www.docdelo.ru/

MPOMEXKYTOUHOM  aTTECTAllMM  MCIOJIB3YETCA  CIEAYIoUlee  IMPOrpaMMHOE
o0ecrnieueHue:

— JIUIEH3UOHHOE MPOIPUETAPHOE TPOTPAMMHOE 00ECIICUCHHE!

1. Microsoft Windows

2. Microsoft Office (B cocraB makera Bxomat: Word, Excel, PowerPoint,
FrontPage, Access)

3. Adobe Creative Suite 6 Master Collection (B coctaB makera BXOJIST:
Photoshop CS6 Extended, Illustrator CS6, InDesign CS6, Acrobat X Pro,
Dreamweaver CS6, Flash Professional CS6, Flash Builder 4.6 Premium
Edition, Dreamweaver CS6, Fireworks CS6, Adobe Premiere Pro CS6,
After Effects CS6, Adobe Audition CS6, SpeedGrade CS6, Prelude CS6,
Encore CS6, Bridge CS6, Media Encoder CS6);

— CBOOO/IHO pacrpocCTpaHsieMoe MPOrpaMmMHOe 00ecTieYeHHE:

1. wabop oducHsIx mporpamm Libre Office

2. aynuonpowurpsiBarens AIMP

3. BuaeonpowurpeBaTens Windows Media Classic

4. waTepHeT-Opay3ep Chrome.

JIJIsl caMOCTOSTENHPHON MTOATOTOBKU CTY/ICHTOB K 3aHATHAM TIO JUCITUTUTHHE
TpeOyeTcst oOpaleHne K mporpamMmHoMy obecriedeHuro Microsoft Windows,
Microsoft Office, B Tom umciie I TOATOTOBKH MYJIBTHUMEIUIHBIX MPE3CHTAIIMM
0 TeMaM CEeMHHapoB B mporpamme PowerPoint. [Iyis co3maHus KOHEYHBIX HE
pEelaKTUPYEMbBIX BEpCHId JOKYMEHTa PEKOMEHIyeTCs MCToIb3oBaTh Acrobat X Pro,
Bxoaaumii B cocras nakera Adobe Creative Suite 6 Master Collection.

[Ipu wu3ydYeHMM JUCHUIUIMHBI OOyYaromIMecss MMEIOT BO3MOXHOCTb
UCITIOJIb30BaHUsI MH(GOPMAIIMOHHO-CIIPaBOUHbIX cucteM «Kynbrypay u «IapaHt,
Bcepoccuiickyro OTpPaciEBYIO CIIPABOYHYIO CUCTEMY «ndopmuoy,
pedepaTUBHBIX U OMOIMOMETPUYECKHX 0a3 TaHHBIX PELIEH3UPYEMOM JUTEPATYpPbI
Web of Science u Scopus, B COOTBETCTBUM € 3aKITIOYCHHBIMH JOTOBOPAMH.

Ha Bcex koMmmpioTepax B HMHCTHTYTE YCTAHOBJICHO JIMIICH3MOHHOEC
aHTUBUPYCHOE TporpamMmHoe oOecneuenue Kaspesky Endpoint  Security.
Heo6xonumpiM ycioBueM UHGOPMAIMOHHON O€30MaCHOCTU MHCTUTYTA SIBJISIETCS
oOs3aTeNbHAs TIPOBEpKa HA HAJWYME BHUPYCOB BHENTHUX HOCHTENCH Iepes uX
ucrob3oBanueM ¢ momoinbto Kaspesky Endpoint Security.

[Tepeunciiennoe mporpaMMHoe obecrieueHrne OOHOBIISIETCS IO MEpe BBIXO/Aa
HOBBIX BEPCUU MPOrPaMM B PaMKax COOTBETCTBYIOLIMX JULIEH3UN U COTJIAILIEHUN.

6.4. MaTepuajJbHO-TeXHUYeCKasi 0a3a

MarepuanbHO-TEXHUYECKOE OOECIEUEHUE peaM3yeMON  JTUCIUTLIAHBI
COOTBETCTBYET TpeOOBaAHUSIM benepaabHOTO rOCYyJapCTBEHHOTO
00pa3oBaTeILHOIO CTaHIapTA.

Jlmg mpoBeeHUs 3aHATUH JIEKIIMOHHOTO TUIIA, 3aHATUHA CEMUHAPCKOTO TUIIA,
IPYNNOBBIX W WHAWUBUAYAJIbHBIX KOHCYJbTAlMM, TEKYIIEr0 KOHTPOJS H
MPOMEXKYTOUYHOM aTTeCTallMM B Y4Y€OHOM IIPOIECCEe AKTUBHO HCIOIb3YIOTCS
CJICIYIOILIHE CIIEUAIBHBIE TOMEIICHUS:
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- y4eOHBIE ayJAWTOPHH, OCHAIICHHBIC CHCIUATM3UPOBAHHON MEOEbIo,
JIEMOHCTPAlIMOHHBIM ~ 000pyAOBaHUEM (MYJIbTUMEIUNHBIMA Mpe3eHTAMOHHbBIN
KOMIUIEKC B COCTaBE€ IMPOEKTOPa, SKpaHa, AKTUBHOW AaKyCTUYECKOW CHUCTEMBI,
MEPCOHAIBLHOTO KOMIIbIOTEpA) M Yy4EeOHO-HArJSAIHBIMU TocoOUsIMH (B T.4. B
anekTpoHHoM Buae) (ayn. 303 (xkommbroTepHbIM Kiacc), 309 (mabopaTtopus
UH()OPMAITMOHHBIX TEXHOJIOTHH).

JJist caMOoCTOsITEIbHOM pabOThI CTYIEHTOB IIPEIHa3HAUYCHBDI:

- ayn. 209 (uurtanbHBIM  3an), O0OOpYIOBaHHBIE MEPCOHAIBHBIMU
KOMITbIOTEpPAMH, OO0ECHEYMBAIOIIMMHU JIOCTYN K AJIEKTPOHHOM HH(OpMaImoOHHO-
oOpa3oBaTenbHOM cpene opraHuzanuu, K ceTu «VHTepHeT», K 3JIeKTPOHHBIM
OMOJIMOTEUHBIM CHUCTEMAaM.

[Tomemienne s XpaHeHUsT U NPOPUIAKTUYECKOTO  OOCITYKUBAHUS
yaeOHoro obopynoBanus (ayna. 03, 122).

[Ipu HEoOXoauMOCTH B Y4e€OHOM TMIPOIECCE HCIOJIB3YIOTCS KOMILIEKTHI
MEPEHOCHBIX IEMOHCTPAIIMOHHBIX KOMIUIEKCOB (HOYTOYK, TPOEKTOP, SKPaH).

Bce xomnbroTepsl HCTUTYTa OOBEIMHEHBI B JIOKAIBHYIO CETh, C KaXKJ0TO
M3 HUX BO3MOXKEH BBIXOJ B rJ00alibHYI0 ceTh MHTepHeT. MHCTUTYT MCHONB3yeT
BBIJICJICHHBI KaHal cO cKopocThto 10 MO/c. [yist CTyIEHTOB HMEETCs
BO3MOXXHOCTh BbIXOJla B CeTh MHTEpHET ¢ MOOWMIJIBHBIX YCTPOMCTB MOCPEACTBOM
cetu WiFi, koTopas ycraHoBiieHa B yuTainbHOM 3aiie UHCcTUTYTA.

[IpoBeneHne NEKUU MO AUCIUIUIMHE COMPOBOXKIAETCS UCIIOIb30BAaHUEM B
KauecTBe y4eOHO-HATJIAIHbIX MaTepPUAJIOB ClalI-TIPEe3ECHTAIUSIMHU.

7. BOCIIMTATEJ/IbHAS PABOTA

Bocnuranue — oOyyaroommxcs ~ NpU  OCBOGHMM  HMMH  OCHOBHBIX
npodeccuoHaNbHbIX ~ O0Opa3oBaTelbHbIX  mporpamm  (mamee —  OIIOII)
OCYUIECTBJISIETCS. HA OCHOBE pabdoyeld MporpaMMbl BOCIIMTAHMS M KaJEHIapHOTO
IJlaHa BOCIIUTATENbHOM padoThl, BKitouaembix B OITOIL.

Llens BoOcnmUTaTENbHOM pabOTBI — CO3JaHHE YCIOBUU [JIsl AKTHUBHOU
KU3HEAEATEIIBHOCTH  O0y4aloMXCs, HUX TIPakJaHCKOTO CaMOOIPEIEIICHHUS,
1po(heCCUOHATIBHOTO CTaHOBJICHUS u UHIUBUYAJIbHO-TUYHOCTHOM

caMopealu3ali B  CO3MJATEIIbHOW  AEATENBbHOCTH IS  YJIOBIETBOPECHUS
NOTPEeOHOCTEN B HPABCTBEHHOM, KYJIbTYPHOM, HHTEIUICKTYaIbHOM, COIMATILHOM U
poheCCHOHAIBHOM Pa3BUTHH.

3amaun  BOCMUTATENBHOM  pabOTHI:  pa3BUTHE  MHUPOBO33PEHUS U
aKTyalnu3alds CHUCTEMbl 0a30BBIX IIEHHOCTEH JIMYHOCTHU, TPHUOOIICHHE K
0O0IIeYeIOBEYECKUM HOPMaM MOpPaJi, HAllUOHATBHBIM YCTOSIM M aKaJIeMHYECKUM
TpaauIMsSIM; BOCHHUTAHUE YBAXXEHUS K 3aKOHY, HOpMaM KOJUJIGKTUBHOU >KU3HH,
pa3BUTHE TPaXJTAHCKOW W  COIMAJIBHOM  OTBETCTBEHHOCTH; BOCITUTAHHE
MOJIOKUTEIIBHOTO OTHOIIEHUS K Tpyay, (OpMHUPOBaHUE KyJIbTYpbl U DJTHUKHU
npodeccCUOHAIbHOTO  00OmIeHus;  (GOpMUPOBAaHWE  JIMYHOCTHBIX  KA4ecCTB,
HEO0OXOIUMBIX 17151 3P HEKTUBHOMN NMPOdhEeCCHOHAIBHOM NeATeIbHOCTH;, BOCTIUTAHUE
BHYTPEHHEHW MOTPEOHOCTH JIMYHOCTH B 3JJ0POBOM 00pa3e KU3HHU, OTBETCTBEHHOTO
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OTHOUIEHUS K NPHUPOJAHOW M COLHUOKYJIBTYPHOH Cpene; MOBBILIEHUE YPOBHS
KYJIbTYpbI 0€30M1aCHOIO ITOBEICHUS.
OcoGenHoctn u Tpaauuuu HMHCTUTYyTa OOYCIOBIMBAIOT —CJEAYIOLINE

OCHOBHBIC  HAIpaBJICHUS  BOCHHUTATENbHOW  pabOThl:  MATPUOTHYECKOE,
rpakIaHCKOE,  JyXOBHO-HPAaBCTBEHHOE,  KYJBTYPHO-TBOPYECKOE,  HAYYHO-
o0Opa3oBaTenpHOE, pohecCuOoHaTBFHO-TPYI0BOE, BOJIOHTEPCKOE

(1oOpoBOJIBUECKOE),  DKOJIOTHYECKOe,  (u3uueckoe. Buael  npedarenbHOCTH
oOyyaroluxcss B BOCIHUTATEIbHONM CHUCTEME OO0pa30BaTEIbHON OpraHU3aUu:
IPOEKTHAsl JIEATENbHOCTh (KAaK KOJUIEKTUBHOE TBOPYECKOE JIEJI0), BOJOHTEPCKas
JESTEIbHOCTh, ~ YYEOHO-MCCIIEZOBATENbCKAsE M HAYYHO-UCCIIEIOBATENIbCKAS
JEeATEIbHOCTD, TOCYTOBasl, TBOPYECKass U COLMAIBHO-KYJIbTYpHas JAEATEIBHOCTD U
Ap.

BocnutatenpHplii  MOTEHIMAN y4eOHO-UCCIEIOBATENLCKON U HAy4YHO-
WCCIIEOBATENICKOM  JIESITENBHOCTH  PEAU3YETCA B IPOLIECCE  PAa3BUTHSA
UCCJIEI0BATENBCKOW KOMIETEHTHOCTH O0YYaIOMIMXCA Ha POTSKEHUN BCErO CPOKa
ux oOyuenuss B  HMHcrutyTte.  Pe3ynpTaThl  CTYJIEHYECKOM  HAy4HO-
UCCJIEI0OBATENBCKON JIEATEIbHOCTH MPOXOAAT anpoOanuio B paMKax Hay4HbIX U
HAyYHO-TIPAKTUYECKUX KOH(EPEHUMH pPA3IMYHOIO YPOBHS, B T.4. KOH(EpEeHIUH,
OpraHW30BaHHBIX THCTUTYTOM.

ConmnanbHO-KYJIbTypHasi W TBOpYECKass JAESATEIbHOCTb OO0YyYarouIuxcs
peanusyercs TpU OpraHU3alMM M MPOBEJECHUU 3HAUUMBIX COOBITMH U
MEpOIPUATHN I'PAXKIaHCKO-TIATPUOTUYECKOH, Hay4YHO-MCCIIEI0BATEIIbCKOM,
COLIMOKYJIBTYPHOH U (DU3KYJIBTypHO-CIIOPTUBHOM  HamnpaBiI€HHOCTU. Bumabl
TBOPUYECKON  JleATeNbHOCTH  oOywatrommxcs B MHcTuTyTe:  My3BIKaJbHOE
TBOPYECTBO, XOpeorpauueckoe TBOPUECTBO, T€ATPAILHOE TBOPUYECTBO, HAYYHOE
TBOPYECTBO, MEIUANPOEKTHI U JP.

BonoHTtepckas nesTenbHOCTh 00YYaIOMIMXCS — IUPOKUN KPYT HapaBJICHUMA
CO3UAATENIbHON AESTENbHOCTH, BKIIIOUAIOMIMKN pa3inyHble (POPMBI rpak1aHCKOTO
yuactus. Ilo wHuMnmatuBe oOydYarOIIMXCd W MPU HUX AaKTUBHOM YYacTHH B
HNHCTUTYTE OCYIIECTBIISIET CBOKO I€ATEIbHOCTh JOOPOBOJIBYECKUN OTPAL «MbD».

Peanuzanuio PaGoueil mporpamMmbl BOCIUTAHHUSI MOMOTaeT 0OeCIeurBaTh
B3aMMOJICUCTBUE C PA3JIMYHBIMU COLMAIBHBIMH HMHCTHUTYTaMHU, CyObEKTaMu
BocnuTtanua. (Oco0oe 3HaueHuWe s BOCIMTATEIBHOIO IIpolecca HMEET
OpraHu3alysl NMPAKTUYECKOW JEeATENIbHOCTH OO0YYaIOUMXCS C LENbI0 Pa3BUTHS
npo(ecCHOHANBHBIX KOMIETEHIUH B ycloBusAX WMHcTUTyTa U IpO(UIBHBIX
YUPEKICHUN U OpraHU3alU.

8. OCOBEHHOCTHU OBYYEHMU S UHBAJIMAOB U JIUI] C
OI'PAHUYEHHBIMHA BO3MOXHOCTAMMU 310POBbA

B npouiecce nzydyeHus: TUCUUIUIMHBL M OCYILECTBIECHUS NPOLEAYP TEKYILEro
KOHTPOJISL YCIIEBAEMOCTH W TPOMEXKYTOUHOW aTTeCTallM WHBAIUIOB U JIUI[ C
OTpaHUYEHHBIMA BO3MOXHOCTSIMU  3/I0POBBSl MPUMEHSIIOTCS aJalTUPOBAHHBIE
dbopMbl  00yueHUST € YYETOM MHIMBHUAYAJIbHBIX MCHUXO(PU3UOIOTHYECKUX

0COOEHHOCTEMN.
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OOyueHue JMIl C OrPAaHUYEHHBIMHU BO3MOXKHOCTSMH U  HMHBAJIHMJIOB
OpraHU3yeTCsl KaK COBMECTHO C JPYrMMH OOYYAONIMMHCS HA JEKUMOHHBIX H
MPAKTHUECKUX 3aHATHUAX, TAK U [0 HHIMBUIyaTbHOMY yueOHOMY miiaHy. Bo Bpems
MPUEMHOMN KaMIIaHUH, a TAaKKe BO BPEMS CIaull Pa3IUYHbIX (POPM MPOMEKYTOUHON
U TOCYJApCTBEHHOW WUTOroBOM arrecTanuu B MHCTUTYTE CO3/1aHbl HEOOXOIUMBIE
YCIOBHSI Il OKAa3aHWs TEXHWYECKOM TOMOIIM MWHBAIMAAM M JIALAM C
OTPaHUYCHHBIMUA BO3MOKHOCTSMH 3JI0pPOBbsl (IIpH HEOOXOJAMMOCTH MOKET OBITh
JOMYILIEHO MPHUCYTCTBUE B ayJAMTOPUU ACCUCTEHTOB, COINPOBOXKIAIOIIUX JIHII,
Cc00aKH-TIOBOJIBIPS U T.11.).

OOyuarompecs M3 YWCIa HWHBAIMIOB W JIMIl C OrPaHUYCHHBIMU
BO3MOXKHOCTSIMU  3JIOPOBbsI, TpPU HEOOXOJUMOCTH, MOTYT OBITh OOECIHeUeHbI
AJIIEKTPOHHBIMU W TE€YaTHBIMH OOpa30BATENbHBIMU pPECypcaMU C YYETOM HX
WHIUBUIYAIbHBIX TOTpeOHOCTEe. g peanu3aumu AOCTyIHOM Cpenbl IpHU
HEOOXOIMMOCTA B Y4YEOHOM IIpOILIECCE MOTYT ObITh 3aJ€HCTBOBAaHbI JIOKYMEHT-
KaMmepa JUisl YBEJIMYEHUS TEKCTOBBIX (PparMEHTOB M M300pakeHud (i JuI C
HapyLIEHUsIMH  3pPEHHUsI) M  NEpPeHOCHas  MHAYKIHMOHHAasg CHCTeMa s
cnabocnpimammx «Mctok» A2 cO BCTPOEHHBIM IIJIEEPOM — 3BYKOBBIM
UH(OPMATOPOM.

9bC «YHHUBEPCUTETCKAS ounommoTeka OHJIATH» MPEIOCTABISET
obyuarommumcs ¢ OB3 (mo 3peHuro) psa BO3MOXKHOCTEH 11 OOeCIeUeHHS
sp¢exkTuBHOCTH Tpouecca oOydeHusa. [lpum yreHun macmta®d CTpaHUIBl caiiTa
MO>XHO YBEJIMYUTh C IOMOIIBI CIIEHMAIBHOIO 3HAa4Ka HA TJABHOM CTpaHUIE.
MoOXHO HCHOJb30BaTh IOJHOIKPAHHBIM PEXUM OTOOpaKEHHMsSI KHUTH WU
BKJIFOYWTH O3BYYMBAHHE HEIOCPEICTBEHHO C CailTa IIPU IOMOILUM IIPOrpamm
’KpaHHOTO Joctyna (Hampumep, Jaws , «Balabolkay). CkaunBaembie pparMeHThI B
dbopmare pdf, wumeromMe BHICOKOE KauyeCTBO, MOTYT  HCIOJIb30BAThCS
TudIonporpaMmMamMu JUisl  TOJOCOBOTO O3BYYHMBAHHUS TEKCTOB, MOTYT OBITh
3arpy>keHbl B TU(JIOIIIEEphl, a TaKKE CKOMMUPOBAHBI HA JIO00E YCTPOMCTBO ISt
KOM(OPTHOrO YTE€HHUS.

CepBuc ObC «lluTaTHUK» MOMOTraeT IOJb30BATENIO W3BJIEYb IUTATy M
aBTOMATHYECKH (POPMUPYET KOPPEKTHYIO OUOIMOrpapuyecKyro CChUIKY, YTO
OCOOEHHO AKTYaJIbHO JJIS JIMI[ C OFPAHMYEHHBIMU BO3MOXHOCTSIMU M OO0JIer4aeT
MPOIIECC HAMKMCAHUS KYPCOBOM HIIM BBITTYCKHOM KBAJIM(PUKAITMOHHOMN pabOTHI.

Jlist moAroToBKM K 3aHATHAM oOyuaromuecs ¢ OB3 (1o 3peHuio) mMoryr
UCIOJB30BaTh MoOWiIbHOE mnpuioxenne ObC «JlaHby, npeaHa3HaueHHOE s
O3BYYMBAHUSl TEKCTa KHUTM. PexXuM pgocTyna: >SJIEKTPOHHBIA, NPHUIIOKEHHE
CKayMBaeTCsl 00y4aroIMMCsl CaMOCTOSITENIbHO ¢ caidta e.lanbook.ru, HeoOxoanmoe
ycinoBue: ObITh 3apeructpupoBanHbiM B OBC «Jlanwy. Mcnonssyercs cBoOOIHO
pacrpocTtpaHsemas nmporpamma 3kpaHHoro pocrymna Nvda.

[TonpoOHee 00 opraHuzauu JOCTYIMHOM Cpeabl CM. COOTBETCTBYIOUIUMN
paszien OCHOBHOM IpodeccroHanbHOi 00pa3oBaTeNbHOM MPOTPaMMBI.
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