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1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

IIK-5 CnocobeH ocymiecTBasTh pabOTy € JTOKyMEHTaMH, COASP)KAIUMH HH(POPMAIIUI0 OTPaHUYEHHOTO

J0CTyTa

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax

OCBOCHMHA NJUCLHMITIIIMHBI:

- OpPraHU3aLMOHHO-YIIPABICHYECKUN

1.3 JlucumriinHa OpUEHTHPOBAHA Ha MOATOTOBKY OOydYaroUIMXCs K MPo(ecCHOHaIbHOM AEATEIbHOCTH B
coepe: 07 AIMUHUCTPATHBHO-yIpaBiIeHYeCKast M oucHas AeATeNbHOCTh (B cpepe OpraHu3aliOHHOTO U
JOKYMEHTAIIHOHHOTO 00eCIeueH s YIPaBICHUs OPTaHU3aIMsIMU)

1.4 B pe3ynbTare 0CBOCHHS JUCHUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBIL:

O06001TIeHHBIEC TPYIOBEIE
(yHKIMH / TPYAOBBIC
(YHKIMY / TPYAOBBIC HIIH
npodeccroHaIbHBIC
JercTBUs (IPU HATTUYIAN
npodcTangapra)

Konx n HammeHoBaHme
xommnerenuu ®I'OC BO,
HEOOXOIUMOM 1151
(hopMHUPOBaHUS TPYIAOBOTO
WIH PO CCHOHATBLHOTO
JIeHCTBHS

MHankaTopbl JOCTHKEHUS] KOMIIETEHIIAM

[IK-5 Cnocoben
OCYILIECTBIISITH paboTy ¢
JTOKYMEHTaMH,
COZIePIKAIIUMHU
WHPOPMAITUIO
OTPaHUYEHHOTO JOCTYIIa

OcymecTBisieT Bce omepanuud paboTbl € JOKYMEHTaMH,
cofieprKaliuMH KOH(UACHINAIEHYI0 HHPOPMALIHIO

1.5 CormacoBanue MCKIUCHTUIITIMHAPHBIX CBs3eH JAUCIMIIINH, OGCCHG‘-II/IBEIIOH_II/IX OCBOCHHC KOMHGTGHHHﬁ:

[TIK-5 CrniocoGeH ocymecTBIsTh padoTy ¢ AOKYMEHTaMH, COIASPKAlIMMH HH(DOPMAIINIO

OrpaHUYCHHOIO JOCTYyIIa

No
n/n

HanmenoBanme
JMCIATUINH,
OTIPEIICIISTFOTITIX
MEKTUCITUTUTHHAPHEIE
CBSI3U

®opma
0o0ydJeHus

Ounas
(cemecTtp)

50167

1|Kagposoe
JEIIONIPOU3BOICTBO

J’_

2 |Konpuaenuaibuoe
JICTIONIPOU3BOJICTBO

3 |Opranuszanus paboTsl
C TOKyMEHTaMu
OTpaHUYEHHOTO
JocTyma

4|IIpaBoBoe
peryaupoBaHue
KOH(UACHIINATILHOTO
JIEJIOIPON3BOJICTBA

5|IIpakTuka mo
MOJTY4YEHUIO
po(heCCHOHATTLHBIX
YMEHHH U OIBITA
poheCCHOHATTLHOU
JeSITeIbHOCTH




6|CynebHoe +
JIeTIOIPOU3BOCTBO

2. Mecto nucuuninHbl B cTpykrype OIl 6akanaBpuara:

Hucrunmaa «KonduaeHmnanbHpii JOKYMEHTO000POT» OTHOCUTCS K YacTH, (pOpMUPYyEeMOil ydaCTHUKAMH
yuebnoro taHa OIl mo HampaBiaeHuto mnoarotoBku 46.03.02 -

o0pa3oBaTeIbHBIX OTHOIICHUH,
JIOKyMEHTOBEIeHHE U apXHUBOBEICHNUE.

JuctumnHa «KoHpuaeHansHbIi TOKyMEHTOO00pOT» U3yyaercs B 6, 7 cemecTpax.

3.00beM u conepxaHue TUCUUILIUHBI
3.1.00peM QUCIUIUIMHEL: 4 3.€.
Oumnas: 4 3.e.

Bun yueOHOM paboTh (Bcgglf;io]s)

OO0mas Tpyn0éMKOCTb 1M CHUILTHHBI 144
KonTaktHas pabora 72
Jlexuuu (Jlexummn) 12
[Tpaktuueckue (IIpakr. pab.) 60
CamocrosrenbHas padota (CP) 36
DK3aMeH 36
3auer -

3.2.Conepxanue Kypca:

No Haspanue Bun yuebnoit | dopmsl TekyIero
TEMBI pasnena/TeMbl paboThI, yac. KOHTPOJIS
Jlek |IIpa | CP
L[UH | KT.
pao.
O]l0|O
6 cemecTp
1 Opranuzanus [Tucbmennas padbora
KOH(HICHITUATHHOT >l 6| 4 (ITucbmennas
0 CaMOCTOSITeIIbHAS
JEJIONPOU3BOICTBA pabota)
2 Ilepeunn IIpakTrueckas
KOH(HICHIIUATHHBI pabora (Pemenue
X JIOKyMEHTOB CUTYaI[MOHHBIX
3aga4); [luceMenHas
2 |18 | 4 pabora
(ITucemennas
CaMOCTOSITeNIbHAS
pabora);
TectupoBanue
3 Opranuzanust [Tucemennas pabota
CUCTEMBI I0CTYTIa K (ITucbmennas
KOH(HIEHIUATbHBI CaMOCTOSITeNIbHAS
M JJOKyMEHTam 2 | 8| 4 pabora);
KomnokBuym
(KoHTpOnbHBIH
cpes)




4 N3rorosnenue u [IuceMenHas pabora
Y4ET IPOEKTOB (ITucemennas
KOH(PUICHIIUATBHBL | 2 8 6 | camocrosTeNbHas
X JIOKYMEHTOB pabora);

TectupoBanue

5 Pabota ¢ [IpakTnueckas
BXOISIIIUMU pabora (Pemenue
KOH(HICHIINATHHBI 4166 CUTYaIlMOHHBIX
MH TOKYMEHTaMH 3anayv); Komnoksuym

(KonTponbHbIit
cpes)
7 cemecTp

6 Texnomoruu [IuceMeHHas pabora
HCIIOJIHEHUS (ITucemennas
KOH(QHUICHIIMATBHBI | - 6 | 2 | camocTodATenbHas
X JIOKYMEHTOB pabora);

TectupoBanue

7 [Ipouenypa [Tucbmennas padbora
dbopmupoBaHus (ITucemennas
KOH(HICHIINATHHBI CaMOCTOsITeNIbHAs
X Jien - 6 | 2 pabora);

Konnoksuym
(KonTponbHbIit
cpes)

8 KopnoparusHsiit [Tucbmennas padbora
KOH(HICHIINATHHBI (ITucbmennas
W DIEKTPOHHBIN - 6 | 4 | camocrodATenbHas
JOKYMEHTOO00POT pabora);

TectupoBanue

9 JIokyMeHTHpOBaHUE [IpakTnueckas
KOH(HICHITUATHHOT pabora (Pemenue
O COBEILAaHUs i 6 | 4 CUTYaI[MOHHBIX

3anad); Komnoksuym
(KonTponbHbIit
cpes); Omnpoc

Tema 1. Oprannzanus KOH(pHUICHIHAJIBHOIO Aejonpoussoacraa (ITK-5)

Jlexknus.
CymHocTs M 33aud  KOH(UICHLIMANIBHOTO JeNonpou3BojacTBa. HopmaruBHO-MeTonuueckas 0Oaza
koH(puaeHuuansaoro JIOY. BuyrpuopranuzamnuonHtas permamenrtanus konpuaennuaabaoro 10V, Ciyxba
KOH(UACHIMAIBHOTO  JEJONPOU3BOJACTBA: CTPYKTypa M TMOPSAOK oOpraHusanuu. TpeOoBaHus K
COTPYAHMKAM, MMEIOIIUM JOCTYN K KOH(UICHIMANbHOM MH(OpMAIMK, UX OTPaKEHHE B JIOKHOCTHBIX
UHCTpYKIMAX. [lepcoHanpHasi OTBETCTBEHHOCTh 32 COXPAHHOCTh KOH(PHUACHIMAIBHBIX JOKYMEHTOB.
TpeOGoBanus K mOMeNeHHIO cIyk0bl KoH(puaeHuansHoro J[OY.

IIpakTnyeckoe 3aHsATHE.
Bomnpocs! 1st o0cyxneHust:
1. IToHATHS «IIEHHOCTh HH(POPMALUN» U «KOH(UACHINAIBHOCTh HHPOPMALIUNY.
2. CyuHocTh ¥ IPUHLUIIBI OTPaHUYEHUS TOCTYNa K HH(POPMALIMU U JJOKYMEHTaM.
3. [IpaBoBBIE OCHOBBI PA0OOTHI C IOKYMEHTAMHU, COJIEPKAIIMMH TOCYIapCTBEHHYIO TaHY.
4. HopMaTuBHO-IIPaBOBBIE OCHOBBI OPraHU3aLUU PAOOTHI ¢ JOKYMEHTAMH, COACPKAIUMH KOMMEPUYECKYIO
TalHY.
5. HopmaruBHO-MeTOnMYeCKast 6a3a opraHu3anuu paboThl C TOKyMEHTaMHU, COACPKAIIUMU CITYKEOHYIO
TalHY.



3ananus 1J151 CAMOCTOSITEILHOI padoThI.
Ha ocHoBe n3y4eHus HOpMaTUBHO-TIPABOBBIX aKTOB COCTaBETE MepeueHb IpU(POB KOHPHUICHIMATBPHOCTH U
CEKPETHOCTH.
[Ipu BEIMOMTHEHNH 3a1aHUsI HEOOXOIUMO M3YUUTh MOJIOKECHHS 3aKOHOJIATEIIbHBIX aKTOB B chepe
OorpaHWYCHUS AOCTyIa K HHpopMaIuu, oOpaTUTh BHUMaHHUE Ha TO, YTO MH(OpMAITHs OTPaHUYEHHOTO
JOCTYTIA JIETTUTCSl HAa CEKPETHYIO U HECEKPETHYI0. Ha OCHOBE 3TOTO COCTaBUTH MEepeueHb rPUQOB,
PEKOMEH/IOBAaHHBIX HOPMATHBHBIMH JIOKYMEHTAMH JIJIs1 CEKPETHOM M HECEKPETHON MHMOpMAITIH.

Tema 2. Ilepeunn koHpuaeHINANBHBIX 10KyMeHTOB (ITK-5)

Jlexknus.
OcHoBHBIE 3Tamnbl cocTaBieHus IlepeuHeil koHPUACHIMATHLHOW WHGOPMAIMH U JOKYMEHTOB (DHUPMBI.
Crpykrypa Ilepeuneif, mopsmok ux yTBepkaeHHA. [pudsl  koHpuaeHnmambHOCcTH.  Cpoku
koHpuueHmanpbHocTd. OdopMieHHe W3MEHEHWH, BHOCHUMBIX B llepeuHn KOH(pUACHIMATHLHOU
nH(GOpPMAITUU U TOKYMEHTOB.

IIpakTH4eckoe 3aHATHE.
Ha ocHoBe u3yueHust 3aKOHOAATENBHBIX aKTOB COCTaBbTE U O(YOPMHUTE B COOTBETCTBUH C TPEOOBAaHUSIMU
nepeyHu KoHGUACHINATFHOU HH(OPMAIUU 1 U3/1aBaeMbIX KOH(DUIEHIIHAIBHBIX JOKYMEHTOB IS
KoMMepueckoit ¢pupmbl. COCTaBbTE MPUKA3 O BBEIACHUU TIEPEUHS B ICHCTBHE

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
Pa3paboraiiTe mpuMepHyI0 CTPYKTYpY CIyKObl KOH(UICHIINAIBHOTO JEIO0MPOU3BOACTBA KOMMEPUECKOTO
OaHKa, OTIPEICIIUTE €€ MECTO B CTPYKType OaHKa.
[Ipy m3yyeHun 3TON TEMBI CTYAEHT AODKEH MOHSATh, KAKyI0 pOJIb B IIPOLIECCE YIPABICHUS OpraHU3aluen
BBITIOJIHAET Ciyxk0a koHpuaeHruanpHoro JIOY. Ot TOro HackojgbkO MPOAYMAaHHO OHA OPTaHW30BaHA,
3aBUCHUT 3G (HEKTUBHOCTD YNIPABICHUS B KOHKPETHON OpraHu3aluu.
Cayx6a xkoHpuaeHuuansaoro JJOY MoxeT OBITh CaMOCTOSTENbHBIM MOAPA3ACICHUEM, MOJYUHSIIONIMMCS
HETOCPEICTBEHHO PYKOBOJIUTEIIO MIIM BXOAUTH B COCTAaB JAPYTHX CIYXKO U OTJEIIOB.
Crnenyer oOpaTuTh BHUMaHUE Ha TO, YTO B OCHOBE pacIpeeneHust 0053aHHOCTEH U OTpEIeIeHUs COCTaBa
ciyx0b1 koHpUAeHIMaIpHOTO JIOY nexar 3agauu, BEIIOIHIEMbIE CITY)KO00H, 00beM KOH(DHIEHITHATBHOTO
JTOKyMEHTO000pOoTa, TpeOOBaHHS K HEOOXOIUMOMY YPOBHIO 3aIUTHl HHPOPMAIIH

Tema 3. Oprannzanus cucTeMbl 10CcTyna K KOHGuaeHIHAIbHBIM JoKyMeHTaM (IIK-5)

Jlexknus.
PazpemuTensHblii TOPSIIOK pabOThl ¢ KOH(UACHUIMAIbHBIMU JOKyMeHTaMmH. «llonokeHne o pexume
KoMMepueckoil  (cimyxeOHON) TaiiHbl opranm3anum». OTBETCTBEHHOCTh 3a HAapyIICHHE peXuMa
koH(puaeHumanbHocTi. OdopmieHne paspemeHuid Ha padoTy ¢ KOH(UACHUIMAIBHBIMU JIOKYMEHTAMHU.
Comnamenue o Hepa3MIAIeHUH KOMMEPUYECKOM TaliHBI.

IIpakTH4eckoe 3aHATHE.
Bomnpocsr mst o6cyxnenus:
1. TpeGoBaHus K cucTeMe 0CTyMNa K KOH(PUACHIIHAILHBIM JOKYMEHTaM.
2. CylHOCTh pa3peluTeNbHON CUCTEMBI JOCTYIA K KOHPUICHIIMAIBHBIM TOKYMEHTAM.
3. Topsmok paspaboTku u comepkanue «[lomokeHUsT O peKUME KOMMEpPUYECKOW (CIy)KEOHOU TaifHbI
OpraHU3aLNy.
4. Odopmiienne nocTyna K KOHQUASHIMATBHBIM JOKYMEHTaM U OTBETCTBEHHOCTb COTPYIHHUKOB 32
HapyleHHEe PeKUMa KOH(DUICHINATbHOCTH.

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
CocraBbTe NepeueHb 3aKOHONATENBHBIX U HOPMATUBHBIX JJOKYMEHTOB, YKa3bIBAIOIIUX HA OTPAaHUYCHHUS IS
OTHECEHMs HHPOPMALUU K KOHPHUICHIIMATIBHON U CEKPETHOM.
IIpn caMOCTOATEIPHOM BBIIIOJIHEHNH 3aJaHUS CTYIACHT JOJDKEH UMETh MPEACTABICHUE O PA3IIMYHBIX
YPOBHSX I'OCYJapCTBEHHOHN pErIAMEHTALNN JOKYMEHTUPOBAHMS], 3HATH OCHOBHBIC ITOJIOKEHUS
(benepanbHBIX 3aKOHOB, KACAIOLIUECS] OTPaHUYEHU AOCTyIa K MH(popMauy. BaxkHO y4uThIBaTh, 4TO
BOIPOCHI OIPaHUUYECHUS JJOCTYIIA PErYIUPYIOTCSA HE TOJIBKO (peliepaabHbBIMK 3aKOHAMHU, HO U yKa3aMH
IIPE3UICHTA, TOCTAHOBICHUSMHU IIPAaBUTENIBCTBA, UHBIMA HOPMATHBHBIMU TOKYMEHTAMH.



Tema 4. U3roroBjieHHe 1 yueT NPOEKTOB KOH(PUAeHUHAJbHBIX 10KyMeHTOB (ITK-5)

Jlekumus.
OcHOBHbBIE ATambl MOATOTOBKM M H3AaHUA KOHOGUACHIMAIBLHOTO JOKyMeHTa. OdopmieHne Hu y4eT
HocuTenel  KoHpuIeHnHanbHOW  wHGopMamuu. YdetHole ¢opMbl. OdopmieHHE  H3TaBaEMBIX
KOH(HIEHIIMATbHBIX TOKYMEHTOB. PEKBU3NUTHI KOHPUACHINATHLHOTO JOKYMEHTA

IIpakTH4eckoe 3aHATHE.
Pa3paboraiiTe cucTeMy y4eTHO-pErUCTPAllMOHHBIX (POPM ISl KOHTPOJIS 32 HOCUTENSIMU
KOH(UIeHIIMATbHON HHPOPMAIIMH U TPOEKTaAMU JJOKYMEHTOB

3ajaHus 1J151 CAMOCTOSITEJIbHOM PadoThI.
CocraBbTe BapuaHT TPYAOBOTO JOTOBOPA C COTPYIHUKOM, UMEIOIINM TOCTYI K KOH(PHICHITHATHHON
uHpOpMaLIUH.
[Tpu BBITIOMTHEHUH 3aTaHUS HEOOXOTUMO 00paTUTHCA K MONIOKeHUsIM « TpynoBoro kouekca POy,
HCIIONB30BaTh TUIIOBBIE 00PA3Ilbl TPYIOBBIX JTOTOBOPOB, MPEABAPUTEILHO H3YIUTh HEOOXOIUMBIC
JIOTIOJTHEHUS K TPYIOBOMY JIOTOBOPY. JJOTOBOpP TOJIKEH OBITH COCTABJICH C YYETOM BCeX TpeOOBaHUI K
0(pOpPMIIEHUIO PEKBU3UTOB JIOKYMEHTOB.

Tema 5. Padora ¢ BxoassmumMu KOH(puaeHunaIbHbIMH J0KyMeHTamu (ITK-5)

Jlekuus.
OcHOBHBIE 3Tanbl U OCOOCHHOCTH OOpaOOTKM BXONAIINX KOH(DHACHIIMAIBHBIX TOKyMeHTOB. OOrue
TpeOoBaHUS K Yy4deTy KOH(PHUIACHIIMAIbHBIX JOKyMEHTOB. (OCOOCHHOCTH pETHUCTpaIliu  BXOISIINX
KOH(QUIEHITUATBHBIX JOKYMEHTOB. [lopsgok 00paOOTKM HMCXOASIIMX KOH(PUACHIHAIBHBIX JTOKYMEHTOB.
CrocoOsl  MEepechlIKM  KOH(DHIACHIMAIBHBIX JOKYMEHTOB. YYeT KOH(PHUIACHIIMAIBHBIX JTOKYMEHTOB
BBIZICTICHHOTO XpaHeHus1. DopMBbI yUeTa.
OrpannueHussT Ha pPa3MHOXKCHHE W KOMHUPOBAaHHWE KOH(MUICHIIMAIBHBIX JTOKYMEHTOB. Opranu3anus
KOTIUPOBAHMSI W CIIOCOOBI 3allUThl OT HECAHKIIMOHUPOBAHHOTO KOMUpoBaHUsA. OmpeseneHne Tupaxa
KOH(QUIEHITMATBHBIX JOKyMEHTOB. OdopmiieHHe paspenieHuss Ha KONMUpPOBaHWE. YUET KOMHPOBAHUS.
VYrnocroBepeHue Komuii KOHPHUICHIMAIBHBIX JOKYMEHTOB. OdopMIIeHHE BBIMMCOK M3 KOH(MUIECHIINATBHBIX
JIOKyMEHTOB.

IIpakTnyeckoe 3ansATHE.
[TpoBeauTe 06pabOTKY M PETUCTPAIMIO KOMIUIEKTA BXOASIINX U UCXOSIINX KOH(DUIECHITNATBHBIX
JOKYMEHTOB, TIOJTy4€HHOTO OT mpernoaaBatelns. [IpoctaBeTe Bce HEOOXOAUMBIE OTMETKU M MHIEKCHI Ha
JOKyMEHTaX

3ajaHus AJ151 CAMOCTOSITEJIbHOM PadoThlI.
3anogHUTE YYETHYIO (POpPMY JUIsl HOCUTENEeH KOH(UACHIIUAIBHOW HHPOPMALIUH.
[Tpu BEIMOTHEHNH 3aIaHUsI HAJIO SICHO TIPEJICTABIIATh, YTO yUeT HOCUTECH KOH(PUICHIINATBHON
HH(pOpMAIUU IPEICTABIAET COO0M TEXHOIOTUYECKHUH TPOIIECC, COCTOSIIIIUNA U3 Psijia MOCIEI0BaTEIHHBIX
NEUCTBUN. YUET MPOU3BOIUTCS MIPH BbIIa4Ye UCTIOTHUTENSIM €IIle He3aIllOJIHEHHBIX HOCHUTENeH nH(popMaIuu.
B yueTHBIX (hopmax oTpakaeTcst He TOJIBKO (haKT BbIJA4d HOCUTENS, HO U (DAKT €ro BO3BpAIICHUS B CITYKOY
koHpuaeHmaasHoro JJOY nocie ucnonb3oBanus. B ¢Bs3u ¢ 3 TUM HE0OXOMUMO MTPaBUIILHO MPOCTABUTH B
ydyeTHOU popme Bce narel. Hazo Taxke ysICHUTH pa3HUIlY B yU€Te TPAIUITHOHHBIX U SJIEKTPOHHBIX
HOcHUTeJeH KOHPUACHITNATHHOM HHPOPMAITUH.

Tema 6. Texnosioruu ucnoTHeHUs1 KOHPUIEHINATbHBIX T10KyMeHTOB (ITK-5)

Jlexknus.
Jlexuys He npexycMoTpeHa

IIpakTnyeckoe 3ansATHE.
3amonnuTe XypHan yueta K]l BBIIEICeHHOTO XpaHEeHUs U KapTOUKy ydeTa BbhIAadl KOHPUACHIIMATEHOTO
JIOKyMEHTa

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
CocraBsTe oneporpamMmmy Mporeaypbl 00pabOTKH BXOSIIETO M HCXOSIIETO KOH(DHICHIIMAIBHOTO
JTIOKyMEHTA.



OCHOBY /17151 BBITIOJTHEHUS 33JaHUS COCTABIIAIOT 3HAHUS CTYIEHTa O IOKYMEHTOO0O0POTE KaK CI0KHOM
TEXHOJIOTHUECKOM MPOLIECCe, KOTOPBINA XapaKTepH3yeTcs Pa3IndHbIMU MTapaMeTpaMu. TexHOoIorndeckast
LIETNOYKa ABIKECHHUS U 00paObOTKHU TOKYMEHTOB MPEICTaBlIeHa PSA0M TUIIOBBIX (DYHKLMH, KOTOpBIE TIPU
peleHNH KOHKPETHBIX 331a4 MOTYT OBITh JeTaTU3UPOBAHbI 10 OTACNbHBIX onepaiuii. Ciemxyer
00s13aTeIbHO YUUTHIBATh TO, YTO MOPSAAOK PAOOTHI C TOKYMEHTAMH, ONEPAINH 10 UX 00pabOTKe 3aBUCST OT
BUJIOB JJOKyMEHTOB U OT UX MPHHAJICKHOCTH K OTPE/ICTICHHOMY JTOKYMEHTOIOTOKY. BakHO MOMHUTB, UTO
nporecchl 00paboTKN KOH(PUICHINATBHBIX JOKYMEHTOB BKIIIOUAIOT PSiI IMIPOLEyp OTIUYHBIX OT paboThI ¢
JTOKYMEHTaMH B OTKPBITOM JEJIONPOU3BOJICTBE.

Tema 7. Ilpouenypa popmupoBanus koHpuaeHunaabHbIxX e (IIK-5)

Jlekumus.

Jlekuusa He mpenxycMoTpeHa
IIpakTH4Yeckoe 3aHATHE.

1. Odopmure pazpemerne Ha konupoanue KJI.

2. OdopmuTe BBITUCKY U3 KOH(PUACHIIUAIEHOTO TOKYMEHTA.

3. [IpoBeauTe npoueaypy yA0CTOBEpEHUs KOMTUK KOH(PUIEHIIHAIBHOTO T0KyMEHTa
3ananHus 1J151 CAMOCTOSITEILHOI padoThI.

3anoyiHuTe )KypHAJ yuyeTa KOMUpOBaHUs KOH(DUIEHIIMAIBHBIX JOKYMEHTOB.

[TpucTymnas K BHIIOIHEHHUIO 33[aHUsI, HEOOXOIMMO IIOMHUTH, YTO KOH(PHUAECHIINATBHBIC TOKYMEHTHI
MOJIJIeKAT CTPOTOMY YUeTy Ha BCEX 3Tamax padOoThl C HUMH, B TOM YHUCIIE, M ITpU KonupoBaHuu. [Ipexne,
YeM MPUCTYIUTh K KOIIMPOBAHUIO, HAJ0 NOJYYUTh MMCbMEHHOE pa3pellieHre pykoBoaurens. JKypHan ydyera
KOIIMPOBAHMUS CIIY>KUT JUJISl PETUCTPALUU AT U KOJIMYECTBA CHATBIX KOIIUMH, JUIsSl ONPEACIICHUAS UX YUYETHBIX
HOMEPOB

Tema 8. KopnoparuBHbIi KOHGUIEHIHATBHBINA JIeKTPOHHBINA 10KyMeHTO000poT (ITK-5)
Jlekumus.
Jlekuua He mpenxycMoTpeHa
IIpakTH4eckoe 3aHATHE.

1. CocraBbTe O10K-CXEMY TEXHOJIOTMUECKOTO Mpoliecca KOHTPOJISA 32 CPOKAMHU UCTIOTHEHUS
KOH(HIEHIINATbHBIX IOKyMEHTOB.

2. OdopmuTe pe30TIONUI0 Ha KOH(PHUIACHIMAILHOM JOKYMEHTE W TPOCTAaBBTE HAa HEM HEOOXOIUMBIC
OTMETKHU 00 MCIIOJIHEHUH.

3. 3anomHUTE 5 KOHTPOJBHBIX KapTOUeK Ha KOH(MUICHIINATBHBIE TOKYMEHTHI
3agaHus AJ51 CAMOCTOSITEILHOI padoThI.

CnenaiiTe OTMETKH 00 UCITOJIHEHUH KOH(UICHIIMAIBHOTO JOKYMEHTA U CHATHH €T0 ¢ KOHTPOJIS B
COOTBETCTBYIOIIUX YUETHBIX (popmax.

[Ipu BeIMOSTHEHUU 33a1aHUS CTYAEHT JOJIKEH BCIIOMHUTD, Kak B cooTBeTCTBUM ¢ 'OCToM npocrasnstorcs
COOTBETCTBYIOIIME PEKBU3UTHI Ha TOKyMeHTax. OnpeneanTh MoCIeI0BAaTeIbBHOCTD IEUCTBUI MPU CHATHH
JIOKYMEHTa C KOHTPOJIsl. BEIOpaTh COOTBETCTBYIOIIYIO YUCTHYIO (JOPMY /IS BHECEHUS JTAHHBIX

Tema 9. /lokymeHnTHpOBaHUEe KOHPUIeHIIHAIBHOTO coBemanus (ITK-5)
Jlekumus.
Jlekuusa He mpenxycMoTpeHa
IIpakTH4eckoe 3aHATHE.
Bomnpocs! nist o6cyxnenus:
1. OcoOGEHHOCTH IKCTIEPTU3BI IEHHOCTU KOH(PHUICHIINATBHBIX TOKYMEHTOB.
2. [lonroToBka KOH(PUACHIUATIBHBIX TOKYMEHTOB K apXUBHOMY XPaHEHHIO.
3. Pexxum xpaHeHust KOH(PUICHIMATBHBIX JOKYMEHTOB U MOPSIOK WX BbIIAuU.
4. [IpoBepku HaIMUKs KOH(PHUIECHIIUATBHBIX JOKYMEHTOB.
5. IopsiioK YHUUTOKEHHUS! KOH(PHUICHIIMATBHBIX JOKYMEHTOB.



1.

CocraBbTe

HOMEHKJIATYpy KOHOQUACHIMAIBHBIX  JIe]

Ompenenure, YTO OTIUYAET

(bUpMBIL.

NPEACTaBICHHYIO POPMY OT OOBIYHOW HOMEHKIIATYPHI JIEI.

2. Odopmurte cripaBKy-3aMeCTUTEIb, BHYyTPEHHIOIO OMHCH U JIUCT 3aBEPUTEh KOH(PHUICHIIMATIBHOTO Jea.

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.

Odopmute B COOTBETCTBUHU C TPEOOBAHUAMHU KOH(PHUACHIIMATBEHOE AETIO.

[IpucTtynas k caMOCTOSATENIBHOMY U3yUYE€HHIO TEMBI U BBIITOJIHEHUIO 33/IaHUS HAJI0 YACHUTb, YTO
UCIIOJTHEHHbIE KOH(UIEHIINAIbHbIE IOKYMEHThI 00s3aTenabHo opMupyrores B nena. B dopmupoBannu
KOH(UIEHIIMATBHBIX JIe]1 €CTh 0COOEHHOCTHU 0 CPAaBHEHUIO C POPMHUPOBAHUEM U OOPMIIEHUEM OTKPBITHIX
nein. B wactHocTH, 06s3aTeabHO 0popMIIIETCS BHYTPEHHSSI OIIUCH JIeja, TPOCTABISIOTCS IpUbI
KOH(PUIEHINATBHOCTH U JIp

4. Konrpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHBbIE CPEICTBA
4.1. Pactipenenenue 0auioB:

nocemaemMocts — 10 0ajuioB

TeKylui KOHTposib — 80 6aioB

6 cemecTp

KOHTPOJBHBIC CPE3BI — 2 cpe3a Mo 5 0aIIIOB KaXK I
npemMuaabHbie 0amisl — 20 6ayIoB

Pacnipenenenne 6aJiioB 1Mo 3aaHMSIM:

No  [HaszBanue Ttembl | DopMbl Max. MeTtoauka mpoBeICHUS 3aHATHS U OLICHKU
Te | /BHUI y4eOHOH |TEKyLIero | KOJ-BO
MBI paboTHI KOHTpOJs | OayuioB
/ cpe3bl
1. | Opranmzamus |IIncemeHH 10 10-9 6amioB — CTYACHT BBIIOIHWI paboTy 0e3 OIMOOK U HEAOUETOB,
KoH(uAeHIMATE | asg paboTa JOMYCTHII He OoJiee OTHOTO HeAoUeTa.
HOTO (ITucemen 8-6 6aJTIOB — CTYAEHT BBHIOJHHI PabOTy MOTHOCTHIO, HO AOIMYCTHI B
JIeTTOTIPOU3BOJIC Has Hell He OoJiee oHOM Herpy0Ooil OMMOKKM M OJHOTO HEAOYETa, MU He
TBa CaMOCTOSIT OoJiee IBYX HEIOYETOB.
eNbHas 5-4 Ganma — CTYOEHT NPABWJIGHO BBHIMOJHUI HE MEHEE IOJIOBHHBI
paborta) paboThl WK AOMyCTHI He Oonee AByX TpyObIX OIMOOK, Wi He Ooiee
OJTHOU TPyOOif U OTHOW HErpyOOoi OMMOKKA W OJHOTO HEMOYEeTa, WU
He Oojee ABYyX-Tpex HErpyOBIX OIIMOOK, WM OTHOM HerpyOoi
OmMOKKA M TPEX HEJOYETOB, WU MPHU OTCYTCTBHU OLIMOOK, HO TPH
HAJIMYUU YETHIPEX-TISITH HEIOYETOB.
3-2 Oamnma — CTYOGHT MpPaBUIBHO BBIIOJHHUI MEHEE MOJIOBUHBI
paboThL, JOMYCTHI HECKOIBKO HEIOYETOB.
1 Gamn — CTyOEHT MpaBWIBHO BBIMOJIHWI He Ooiee 25% paboThl,
JOTYCTHIT HECKOJIBKO HEZ0UETOB MU Oojiee 3 TpyObIX omrOoK
2. Ilepeunn IIpaktrue 10 10-8 0amioB HAYUCIAETCA CTYACHTaM, KOTOPBIC IPaBUIBHO
KOH(QUICHINANb |  CKas BBINOJIHIIIN 3a/laHUE
HBIX pabota 7-5 GaJIOB — HEMOJIHOE BBIIMOJIHEHUE 3a1aHUs
noKyMeHTOB |(Permenme 4-1 Oasu1 — HEMOJHOE U HETOUHOE BBITIOJHCHHE 3aJaHuUs
CUTYaluO
HHBIX

3a/1a9)




[Tucemenn 10 10-9 6amnoB — CTYACHT BBIIOIHWI paboTy 0e3 OIMOOK U HEAOUETOB,
ast pabora JOMYCTHII He OoJiee OHOTO HEeAoUeTa.
(ITucemen 8-6 6aJTIOB — CTYAEHT BBHIOJHHI PabOTy MOTHOCTHIO, HO AOIMYCTHI B
Has Hell He OoJiee oHOM Herpy0Ooil OMMOKKM M OJHOTO HEAOYETa, MU He
CaMOCTOSIT OoJiee IBYX HEIOYETOB.
eJbHas 5-4 Ganma — CTYOEHT NPABWJIGHO BBIMOJHHI HE MEHEE IOJIOBHHBI
paborta) paboThl WK AOMyCTHI He Oonee AByX TpyObIX OIMIMOOK, Wi He Ooiee
OJTHOU TpyOOif U OTHOW HErpyOOoi OMMOKKA M OJHOTO HEIOoYeTa, WU
He Oosee ABYyX-Tpex HErpyOBIX OIIMOOK, WM OTHOM HerpyOoi
OmMOKKA M TPEX HEJOYETOB, WM MPH OTCYTCTBHU OMIMOOK, HO TPH
HAJIMYUU YETBIPEX-TISITH HEIOYETOB.
3-2 Oamnma — CTYOGHT MpPaBUIBHO BBIIOJHHUI MEHEE MOJIOBUHBI
paboThL, JOMYCTHI HECKOIBKO HEIOYETOB.
1 Gamn — CTyOEHT MpaBWIBHO BBIMOJIHWI He Ooiee 25% paboThl,
JOTYCTHIT HECKOJIBKO HEZ0UETOB MU Oojiee 3 TpyObIX omrOoK
Tectupon 10 1 Gann HaumcnsieTcs 3a Kaxasie 10% mpaBHIIBHBIX OTBETOB
aHue
Opranmzamus  |[IucemMeHH 10 10-9 6amioB — CTYACHT BBIIOIHWI paboTy 0e3 OMMOOK U HEAOUETOB,
CHUCTEMBI as pabora JOMYCTHII He OoJiee OTHOTO HeAoUeTa.
JOCTyma K (ITucemen 8-6 6aJTIOB — CTYACHT BBHIOJHHI PabOTy MOTHOCTHIO, HO AOIMYCTHI B
KoHQUACHIMANb [  Has Hell He Oosee oHOM Herpy0Ooil OMMOKKM M OJHOTO HEAOYETa, MU He
HBIM CaMOCTOSIT OoJiee IBYX HEIOYETOB.
JOKyMEHTaM eJbHas 5-4 Ganma — CTYOEHT NPABWJIGHO BBIMOJHHI HE MEHEE IOJIOBHUHBI
paborta) paboThl WK AOMyCTHI He Oonee AByX TpyObIX OIMOOK, Wi He Ooiee

OJTHOU TpyOOif U OTHOW HErpyOOil OIMMOKK W OJHOTO HEIOoUYeTa, WU
He Oosee ABYyX-Tpex HErpyOBIX OIIMOOK, WM OTHOM HerpyOoi
OmMOKKA M TPEX HEJOYETOB, WM MPH OTCYTCTBHU OMIMOOK, HO TPH
HAJIMYUU YETBIPEX-TISITH HEIOYETOB.

3-2 Oamnma — CTYOGHT MpPaBUIBHO BBIIOJHHUI MEHEE MOJIOBUHBI
paboThL, JOMYCTHI HECKOIBKO HEIOYETOB.

1 Gamn — CTyOEHT MpaBWIBHO BBIMOJIHWI He Ooiee 25% paboThl,
JOTYCTHIT HECKOJIBKO HEZ0UETOB MU Oojiee 3 TpyObIX omrOoK
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Koasnoks
HyM
(KonTpoa
bHBIH
cpe3)(koH
TPOJIBLHBI
i cpe3)

KosmokBryM MOKET IPOBOJUTCS B YCTHOHN M MUChMEHHOU (hopMe.

Ha xomnokBuyM BBEIHOCHTCSI 4acTh Marepuaia sk3ameHa. OlLieHKa 3a
KOJUIOKBHYM YYHUTBIBACTCS TPU BHICTABICHUM (PHHAILHOW OIICHKH 3a
DK3aMEH.

KonnokxBuyMm CTaBUT CleayrOUINE 3a0a4u:

- MPOBEPKa U KOHTPOJIb MOIYYCHHBIX 3HAHUU MO0 U3y4aeMOl Teme;

- pacmMpeHue MpoOJeMaTUKH B paMKaX JIOTIOJIHUTEIIBHBIX BOTPOCOB
110 JaHHOM TEMe;

- yrIyOJieHUe 3HAHWIA MPU TTOMOIIY UCTIONB30BAHUS JTOTIOIHUTEIIEHBIX
MaTepHalIOB MPHU MOATOTOBKE K 3aHSTHUIO;

- CTYHIEHTHl JIOJDKHBI TPOACMOHCTPUPOBAaTh YMEHUS pPadOThI C
Pa3IUYHBIMU BUAAMHU UCTOPUUECKUX UCTOUHUKOB;

- (hopmupoBaHue yMEHUH KOJIJIEKTHBHOTO o0CyX)acHUS
(momaepKUBaTh TUAJIOT B MUKPOTPYTINAX, HAXOMUTh KOMIIPOMUCCHOE
pelIieHue, apryMeHTUPOBAaTh CBOIO TOYKY 3PEHUS, YMEHHUE CIYIIaTh
OIITOHEHTA, TOTOBHOCTh MPUHSTH MO3UIUIO IPYTOT0 YYaIIEerocs).

5-4 Ganna - Iy0OKO€ U MPOYHOE YCBOCHHUE IMTPOrPaMMHOTO MaTrepHaa
- MOJIHBIE, MOCIICAOBATEIbHBIC, TPAMOTHBIC U JIOTUYECKU H3JIaracMble
OTBETHI PU BUJOU3MEHCHUU 3aJ]aHUsl, - CBOOOTHO CIPABIISIONIHECS C
MOCTAaBICHHBIMU 3aJladaMM, 3HAHUSA Marepuana, MPaBUIBHO
000CHOBaHHBIC TPUHSATHIE PELICHUS, - BIAJICHUE Pa3HOCTOPOHHUMU
HaBBIKAMH U TPUEMaMH BBITTOJIHEHUS MPAKTUICCKUX PadoT.

3 Gaya - 3HaHUE MPOTPAMMHOTO MaTepuaia - TPaMOTHOE U3JI0KEHUE,
0e3 CyIIeCTBeHHBIX HETOUHOCTEH B OTBETE HA BOMPOC, - IPABUIHHOC
MPUMECHECHUE TCOPETHUYECKUX 3HAHWUH - BIIAJICHHE HEOOXOIUMBIMU
HaBBIKAMH TIPU BHITOJHEHUHU MPAKTUYECKUX 3a]a4.

2-1 ©Oamn - YyCBOGHHME OCHOBHOTO Marepuajlia - TIpU OTBETE
JOMYCKAIOTCSl HETOUHOCTU - TIPU OTBETE HEAOCTATOYHO MpPaBUIBHBIC
(OpMYITHPOBKH - HAPYIICHHE IOCIIEIOBATSIILHOCTH B H3JI0KCHUU
NpOrpaMMHOTO  MaTepuana - 3aTpydHCHUS B  BBIIOJHEHHUU
MPaKTUYECKUX 3aJTaHui

UzroroBnenne n
y4eT MPOEKTOB
KOH(HIECHIHAITb
HBIX
JOKYMEHTOB

[IncemenH
ast pabora
(ITucemen
Has
CaMOCTOSIT
ebHas
pabora)

10

10-9 GamroB — CTYIEHT BHIOIHWI paboTy 06e3 OMMOOK U HEIOYETOB,
JIOTTYCTHII He 00Jiee OJTHOTO HeJoueTa.

8-6 0aTOB — CTYACHT BHITIONHUI PabOTy MOTHOCTHIO, HO JOYCTHI B
Hel He 0ojiee OMHON HErpyOoi OmMMOKH W OHOTO HEIOUYeTa, WIIH He
0oJjiee IBYX HEIOUETOB.

5-4 Gamna — CTYJEHT TPABWIHLHO BBHIMOIHII HE MEHEE IOJIOBUHBI
paboTHI WK TOMYCTHI He Oojiee IBYX IpyOBIX OMHOOK, WK He Ooliee
OITHOM TPyOO# M OxHOM HETpyOO¥ OMMOKM W OMHOTO HEAOoYeTa, WIIN
He OoJyiee IBYX-TpeX HETpyOBIX OIMWOOK, WM OXHOW HETpyOoit
OMMOKK M TPeX HEJ0YETOB, WM MPH OTCYTCTBHU OIIMOOK, HO TPH
HAJIMYHN YETHIPEX-TISTH HEIOYECTOB.

3-2 Oamra — CTYICHT NPABWIHHO BBITIOJHWI MEHEE IT0JOBHHBI
paboThI, JTOMYCTHI HECKOIBKO HEIOYECTOB.

1 Gamnm — CTymeHT MpaBWIBHO BHIMONHWI He Oomee 25% paboThl,
JOTTYCTHJI HECKOJILKO HEIOUETOB I OoJiee 3 TpyOBIX OMMO0K

Tectupos
aHue

10

1 Gamn HaumcnsieTcs 3a Kax/apie 10% MpaBIIILHBIX OTBETOB

Pa6ota ¢
BXOZIAIUMHI
KOH(HIECHIHAITb
HBIMU
JOKYMEHTaMH

IIpakTnue
cKast
pabora
(Pemenmne
CUTYyaImo
HHBIX
3a/1a9)

10

10-8 0OannoB  HAYHUCIAETCA
BBIIIOJIHUJIN 3aJJaHUE
7-5 0aIOB — HEIMOJHOE BHIITOJIHEHHUE 3aJaHMs
4-1 Gama — HEMOJIHOE ¥ HETOYHOE BBINOJHEHNE 3aaHus

CTyIEHTaM, KOTOpBhI€ MPABIIBHO
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Kosustoxs 5 KomnnoxkBuym MOXeT IpOBOIUTCS B yCTHOW M MUCBMEHHOH (opMe.
HyM Ha xonnokBuym BBIHOCHUTCSI 4acTh Marepuana dk3aMeHa. OLeHka 3a
(Kontpoa KOJUTOKBHUYM YYHTBIBAETCS IIPH BHICTABICHUH (PUHANBHOW OLICEHKHU 32
bHBII JK3aMEH.
cpe3)(KoH KomnnokBuyMm cTaBUT ciieAylomye 3a1auu:
TPOJIbHBI - IPOBEPKa M KOHTPOJIb MOJIyUYEHHBIX 3HAHUHN 110 H3y4aeMOH TeMe;
ii cpe3) - pacupeHne NpoOIeMaTHKH B paMKax JIOTIOJHUTENBHBIX BOIMPOCOB
110 JaHHOM TEMe;
- ynryOlieHre 3HaHUM MPH TOMOIH HCIIOIb30BAHMS TOTIOTHUTEIBHBIX
MaTepuasoB IPH MOATOTOBKE K 3aHSATHIO;
- CTYAGHTBl JOJDKHBI HPOJEMOHCTPHPOBaTH YMEHHs palboThl ¢
Pa3NUYHBIMH BUAaMHU HCTOPHYECKUX NCTOYHUKOB;
- ¢opMupoBaHME  YMEHUH  KOJJIEKTMBHOTO  OOCYKACHUS
(monep:kMBaTh AUANOT B MUKPOTPYMIIaX, HAXOAUTH KOMIIPOMHUCCHOE
peleHre, apryMEeHTUPOBATh CBOIO TOYKY 3PEHHUS, YMEHHE CIIyIIAaTh
OIMOHEHTA, TOTOBHOCTH MPUHSATH MO3UILHUIO APYTOTO yUaIerocs).
5-4 6anna - TyOOKOe U IPOYHOE YCBOEHHE MPOTPaMMHOI0 MaTepHraa
- TIOJIHBIE, TTOCJIEI0BATENIbHBIC, TPAMOTHBIE U JJOTMYECKH U3J1araeMble
OTBETHI IPY BUIOM3MEHEHHUH 3a[JaHHs, - CBOOOIHO CIPABIISIONINECS C
MOCTaBJICHHBIMU 33/lauaMH, 3HAHHS Marepuaja, - MPaBHIbHO
000CHOBAaHHBIC TPUHSTHIC PEIICHHSA, - BIaJCHHE Pa3sHOCTOPOHHUMH
HaBBIKAMH Y IPUEMaMH BBITIONHEHHSI TPAKTUIECKUX PaloT.
3 Oanua - 3HaHKE TPOrPaMMHOIO MaTepHalia - TpaMOTHOE U3JIOKEHHE,
0e3 cyliecTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIPOC, - MPaBHILHOE
MPUMEHEHUE TEOPETHYECKUX 3HAHUH - BIIAJCHUE HEOOXOAWMBIMHU
HaBBIKaMU IIPH BHITMOJHEHUHN MPAKTHYECKUX 3a/1a4.
2-1 Oamnm - ycBOGHME OCHOBHOTO MaTepuaja - IpU OTBETE
JIOMYCKAIOTCSI HETOYHOCTH - TPH OTBETE HEIOCTATOYHO NMPaBHILHBIE
(OPMYIHPOBKH - HapyLIEHHE TOCIEAOBATEILHOCTH B H3JIOKCHUU
OpOrpaMMHOTO  Marepuana - 3aTpygHEHUS B BBIIOJHEHUHU
MPaKTUIECKUX 3aJlaHHuN
6. [TocemaeMocThb 10 10 6amnoB — crynent nocetnn Bce 100% 3ansaTHiA
[IpemuansHbie OaIbl 20 MPOsIBIICHUE aKTUBHOCTH Ha MPAKTUUECKUX 3aHATHIX
8. |VHmuBHIyallbHBIC 3aIaHUA, 50 BBINOJIHEHUE 3aJJaHUM 110 KypCy
C TIOMOIIBI0 KOTOPBIX
MOXKHO HaOparhb
JIOTIONTHUTENIbHBIE OaITbI
9. Hroro 3a cemectp 100
7 cemecTp
* mocenraeMocTs — 10 6annoB
*  TEKyImHUHd KOHTPOJIbL — 50 OamioB
*  KOHTPOJIbHBIE Cpe3bl — 2 cpe3a Mo 5 0aJIOB KaXk bl
* mpeMuasbHBIC OauTel — 20 6aioB
* OTBeT Ha ’k3aMmeHe: He Oornee 30 H6amioB
Pacripenenenre 6aioB 1mo 3aJaHusIM:
No |HazBanue tembl | @opmbl Max. Mertonuka npoBeJEHUs 3aHITUS U OIIEHKU
Te | /BHUI y4eOHOH |TEKylIero | KOI-BO
MBI paboThI KOHTpOs | Oamios

/ cpe3sl
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Texuonoruum |[lucemenH 5 5 6ayIoB - paboTa BBIMOJIIHEHA U 0opMIIeHA OE3yIPEUHO
UCTIOJTHeHHS | as pabora 4 Oana- UMEIOTCS HE3HAYHUTEIbHBIC ONMIMOKH B COMCPKAHUM H/UITU
koH(puneHmans | (Ilucemen odopmIIeHUN pPabOTHI
HBIX Hast 3 6ayia — paboTa BBIMOJIHEHA C OIIUOKAMU
JOKyMEHTOB  |CaMOCTOSIT 2 Oamna - paboTa BBITIOJTHEHA ¢ OTMOKaMu U o(popMiieHa HEOPEHKHO
eNbHaS 1 Gamn - pab®oTa BBINOJHEHA C CYIICCTBCHHBIMH OIIMOKAMU U
pabota) odopmiieHa HEOPEIKHO
Tectupon 10 1 Gann HaumcnsieTcs 3a Kaxasie 10% mpaBHIIBHBIX OTBETOB
aHue
[Mpouenypa |[IucemenH 5 5 6ayioB - paboTa BBIMOJIHEHA U 0(opMIIeHA OE3yNPEUHO
(hopmupoBanus |as pabota 4 Oana- UMEIOTCS HE3HAYHUTEIbHBIC ONMIMOKH B COJCPKAHUM W/HITU
koH¢puaeHnuans | (Ilucemen oopmiennn padoThI
HBIX JIeJT Hast 3 6ayia — paboTa BBIMOJIHEHA C OIIMOKAaMU
CaMOCTOSIT 2 Oamna - paboTa BBITIOJTHEHA ¢ OITMOKaMu U o(popMIIeHa HEOPEKHO
eNbHaS 1 Gamn - pabGoTa BBINOJHEHA C CYIICCTBCHHBIMH OIIMOKAMH U
pabota) odopmiieHa HEOPEIKHO
Kosnsoks 5 KommokBrym MOXKET IPOBOAUTCS B YCTHOM M MHUCEMEHHOHU (hopMe.
HYM Ha xomiokBuyM BBIHOCHTCA YacTh Marepuania dk3amena. OleHka 3a
(KonTpoa KOJUIOKBHYM YYHUTBIBAETCS TPU BHICTABICHUH (PHHAIHFHONW OIICHKH 3a
bHBIH DK3aMEH.
cpe3)(koH KonnokBryM CTaBUT CleIyHOUIUE 3a0a4u:
TPOJILHBI - MPOBEpKa M KOHTPOJIb OJTYUSHHBIX 3HAHUN TI0 U3y4aeMOi TEME;
ii cpe3s) - pacmypeHHe MpoOIeMaTHKH B paMKaX JOTOJIHUTEIBHBIX BOIPOCOB
110 JaHHOM TEMeE;
- yniryOlieHve 3HaHUH MTPH TOMOIIU MCITOIb30BAHHUSI IOTIOTHUTEIBHBIX
MaTepHasoB TPH MOJTOTOBKE K 3aHSITHIO;
- CTYIGHTBl JOJDKHBI TPOJEMOHCTPHPOBaTh YMEHHs paboThl ¢
Pa3INIHBIMH BUIaMU HCTOPHYECKUX UCTOYHHUKOB;
- (dopMHpoBaHWE  YMEHHH  KOJUICKTHBHOTO 00CyXIeHUs
(onIepKuBaTh AUANOT B MHKPOTPYIIIAX, HAXOJUTH KOMIIPOMHUCCHOE
pelleHre, apryMEHTUPOBATh CBOIO TOYKY 3PCHHUS, YMEHHE CIYIIATh
OIMOHEHTA, TOTOBHOCTH MPUHSATH MO3UIIUIO JIPYTOTO YUAIIETOCS).
5-4 6anna - ryOoKoe U MMPOYHOE YCBOSHUE IIPOTrPaMMHOTO MaTepraia
- TIOJTHBIE, TTOCIIE/IOBATENILHBIC, TPAMOTHBIC U JIOTMYECKH U3JIaracMbie
OTBETHI TIPY BUJIOM3MEHEHHH 33JIaHHs, - CBOOOIHO CIIPABIISIONIUECS C
MOCTaBJICHHBIMU  33JIauaM¥, 3HAHHWs Marepuaia, - [PaBHIbHO
000CHOBAaHHBIC TIPUHSTHIC PEIICHHS, - BIAJICHHE Pa3HOCTOPOHHUMH
HaBBIKAMH W TIPUEMaMH BBITIOTHEHHSI TPAKTUIECKUX paboT.
3 Oayuta - 3HaHHWE TPOTPAMMHOTO MaTepHaia - TPaMOTHOE U3JIOKCHHUE,
0e3 CylIecTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIPOC, - MPABUILHOE
MPUMEHEHUE TEOPETHUYSCKUX 3HAHWHA - BIAJCHUE HEOOXOIUMBIMHU
HaBBIKAMU TIPH BHITMOJHEHUN PAKTHYESCKUX 3a/1a4.
2-1 ©Oamn - YyCBOGHHE OCHOBHOTO Marepuajga - IIpH OTBETE
JIOMTYCKAIOTCSI HETOYHOCTH - TPH OTBETE HEIOCTATOYHO TPABHILHBIE
(OPMYITHPOBKH - HapyIICHUE IOCIICAOBATEIILHOCTH B H3JIOKCHUU
MpPOrpaMMHOTO  Marepuayia - 3arpyJHCHHS B BBIOJHCHUHU
MPaKTUYECKUX 3aJJaHUM
Kopmoparusss! |[InceMeHH 5 5 6ayIoB - paboTa BBIMOJIHEHA U 0opMIIeHA OE3yNPEUHO
i as pabora 4 Oana- UMEIOTCS HE3HAYHUTEIbHBIC ONIMOKH B COJCPKAHUM H/UITU
koH¢puaeHnuans | (Ilucemen oopmiennn padoThI
HBIN Has 3 Ganna — paboTa BBINOJIIHEHA C OIIMOKaMHU
AJIEKTPOHHBIA | CaMOCTOST 2 Oamna - paboTa BBITIOJTHEHA ¢ OITMOKaMu U o(popMIIeHa HEOPEKHO
JIOKyMeHTO000p | enbHas 1 Gamn - pabGoTa BBINOJHEHA C CYIICCTBCHHBIMH OIIMOKAMH U
oT pabota) odopmiieHa HEOPEIKHO
Tectupos 10 1 6ann HaumcnsieTcs 3a Kaxasie 10% mpaBHIIBHBIX OTBETOB

aHue
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JlokymeHTHpOBa

HHUEC

KOH(HICHITHAITb

HOTO

COBEIaHUA

[IpakTnue
cKast
pabora
(Pemenne
CUTYyaILuo
HHBIX
3a1a4)

CTy;[eHTaM MOACITUPYCTCA HpO6J'ICMHa$I CUTyanus, KOTOpad
MaKCHMaJIbHO HpI/I6J'II/I)K€Ha K peaﬂBHOﬁ nus3 pa6OTBI OopraHu3anuu. 5
0aJJIOB HAYHUCIISACTCS CTYACHTAaM, KOTOPBIC MPAaBUJIBHO BBIIIOJHUINA
3aJaHHC

4-3 0aI0B — HEIMOJIHOE BBLIMNOJHECHHE 3agaHusd

1-2 6anna — HEMOJHOE U HETOYHOE BEIIOIHEHUE 3aJaHuA

Kostoxs
HYM
(KonTpoa
bHBIH
cpe3)(koH
TPOJILHBI
i cpe3)

KoimokBryM MOXKET IPOBOIUTCS B YCTHOM M MUCHhbMEHHOM (popme.

Ha xomiokBuyM BBIHOCHTCA YacTh Marepuania dk3amena. OleHka 3a
KOJUIOKBHYM YYHUTBIBAETCS TPH BHICTABICHUH (PHHAIHFHONW OIICHKH 3a
9K3aMeEH.

KomnmokBuyM cTaBHT clieyronine 3aaaqn:

- MPOBEpKa M KOHTPOJIb OJTYUSHHBIX 3HAHUN TI0 NU3y4aeMOU TEME;

- pacmupeHHe MpoOieMaTHKH B paMKaX JOTOJIHUTEIBHBIX BOIPOCOB
110 JaHHOM TEMeE;

- yIoTyOJnieHue 3HaHWA MPH TTOMOIIM UCTIONh30BAaHUS JOTIOHUTEbHBIX
MaTepHaoB IPU MOATOTOBKE K 3aHATHIO;

- CTYIEHTHl [OJDKHBI TPOAEMOHCTPHUPOBAaTh YMEHHA pPadOTHI C
Pa3TMYHBIMHA BUJAMHU HCTOPUIECKUX NCTOYHHKOB;

- (dbopMHpOBaHWE  YMEHHH  KOJUICKTHBHOTO o0cyKaeHHus
(momaep>KuBaTh JUAJIOT B MUKPOTPYTIIAx, HAXOMUTh KOMIIPOMHACCHOE
pelieHre, apryMeHTHPOBaTh CBOIO TOYKY 3pPEHHSA, YMEHHE CIYyIIaTh
OTIITOHEHTA, TOTOBHOCTh MPHUHSTH MO3UIUIO IPYTOTO YYAIIErocs).

5-4 6anna - myOoKoe U MMPOYHOE YCBOSHUE IIPOTrPaMMHOTO MaTepraia
- TIOJTHBIE, TTOCIIEIOBATENbHbIE, TPAMOTHBIE M JIOTHYECKH U3JaraeMbie
OTBETHI PU BUJOW3MEHEHUH 3aJ]aHMsl, - CBOOOTHO CIIPABIISIOIINECS C
MOCTABIIEHHBIMHA 3a/lauaMi, 3HAaHUS Marepuaia, - MPaBUIBHO
000CHOBaHHBIE TIPUHSATHIE PELICHUs, - BIaJCHUE Pa3HOCTOPOHHUMU
HaBBIKAaMH U TTPHEMaMH BBIITOJIHEHUS PAKTUIECKUX PadoT.

3 Oayuta - 3HaHHUE MTPOTPAMMHOTO MaTepHaia - TpPaMOTHOE U3JIOKCHHUE,
0e3 CyIecTBeHHBIX HETOYHOCTEH B OTBETE HA BOMPOC, - PABUIHHOE
MPUMEHEHNE TEOPETHYECKUX 3HAHWN - BIIAJEHHE HEOOXOMUMBIMU
HaBBIKaMHU TIPH BBHITTOTHEHUH MTPAKTHYECKUX 3a/1a4.

2-1 ©Oamn - YyCBOGHHE OCHOBHOTO Marepuajga - IIpH OTBETE
JIOITYCKAIOTCSl HETOYHOCTH - TIPH OTBETE HEIOCTATOYHO NpPaBUIbHBIC
(OpMYTHPOBKH - HApYILIEHHE IOCIENOBATEIILHOCTH B H3JIOKEHUU
MpPOrpaMMHOTO ~ Marepuaja - 3aTpydHEHHS B  BBIIOJIHEHHUU
MPaKTUYECKUX 3aJJaHUM

Ormpoc

10

10-8 0ammoB — CTYOEHT yMEET COMOCTaBUTh MOJIYYEHHYIO IIpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMALUIO, CPAaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MPOOJeMy, YMETh YETKO
(opMynHpOBaTh CBOM BOIPOCHI M OTBEUaTb Ha 3a/JaBacMblc EMy
BOIIPOCHI, BECTH IUCKYCCHIO

7-4 Ganna - CTyIEHT yMeeT MIPUMEHSITDH MOTYyYEHHYIO TIPH OATOTOBKE
K MIPaKTUYECKOMY 3aHATHIO HHPOPMAIIHIO, OTBEYATh HA OOIBIINHCTBO
BOIIPOCOB, BECTH AUCKYCCHUIO .

3-2 Gamna — cTyneHT ciabo BialeeT TEOPETHUECKUM MaTepHajoM II0
TeMe MpPaKTHUYECKOTO 3aHsTHA,  3aTpPyIHSAETCA IIpU OTBETE Ha
BOMIPOCHI,

1 Oann — cTyAeHT YaCTH4YHO BJIaJeeT TEOPETUIECKHM MaTepHaioM IO
TeMe IPAaKTUYECKOTO 3aHATH

ITocemaeMocThb

10

10 6amnoB — crynent nocetnn Bce 100% 3ansaTHiA

[IpemuansHbie OaIbl

20

MPOABJICHUC AKTUBHOCTU HA MPAKTUYCCKUX 3aHATUAX

OTBeT Ha DK3aMEHE

30

10-17 GammoB — CTYIEHT PACKPHLI OCHOBHBIEC BOIIPOCHI W 3aJaHUS
OusieTa Ha OIEHKY «YJOBJICTBOPUTEIHHOM

18-24 GammoB — CTYIEHT PACKPHLI OCHOBHBIE BOIIPOCHI W 3aJaHUS
OmieTa Ha OIICHKY «XOPOIIIOY,

25-30 6amIoB — CTYIEHT PacKphll OCHOBHBIC BOTIPOCHI M 3aJaHUS
Ousera Ha OIEHKY «OTIIHYHOY.
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8. |WumuBumyanbHbIE 3aJaHUs, 50 BBITIOJIHEHUE 3aIaHUH 110 KypCy
C TIOMOIIBIO0 KOTOPBIX
MOXHO HaOpaTb
JIOTIOJTHUTEITEHBIC OaJLThI

9. Hroro 3a cemectp 100

HtoroBas omeHka 1O »JKk3aMmeHy BeicTaBisiercss B 100-0ayibHON 1mikame W B TPaTUIIMOHHOMN
yerplpexOampHol  1mikane. IlepeBon 100-OamnpHON  pEeHTHHIOBOW  OLIGHKM 1O JUCHUIUIMHE B
TPAJAUIIMOHHYIO YETHIPEXOATUTHHYIO OCYIIECTBISIETCS CISIYIOIINM 00pa3oMm:

100-6annpHas cucrema Tpagunuonnas cucrema
85 - 100 GanyoB OTnuyHO
70 - 84 Gannos Xoporio
50 - 69 6aiuioB YIOBIETBOPUTEITHHO
Memnee 50 HeynosnerBoputenbHO

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
KossioxkBuym (KoHTpoOJILHBIH cpe3)

Tema 3. Opranuzanus CUCTEMBI JOCTYyNa K KOHQUACHIIMATEHBIM JOKYMEHTAM
1. KTo nmeeT nmpaBo yCTaHABIMBATh PEXKUM KOMMEPUYECKOU TailHbI?
2 K10 ycTaHaBIMBAET PEXKHUM CITY>KEOHOH TaltHbI?
3. B xakom ciydae KoH(GUIEHIIUATBHBIN JOKYMEHT CHUMAETCSI C YUeTa BhIICICHHOTO XpaHEeHUS?
4. Kak ¢popmupyercs SKCIiepTHAsE KOMUCCHS TI0 3aIUTe KOHPUACHINATEHOW nHDopMaum?
5. Kax onpenensitores cpoku KOHPUASHITUATLHOCTH HHGOPMAIIMH U TOKYMEHTOB?

Tema 5. Pabora ¢ BXoasamumMu KOHQHUACHITMATBHBIMHI JTOKYMEHTAMH

Tema 7. IIpouenypa ¢popmMupoBaHusi KOHPHUICHIMATIBHBIX JAEIT

1 Kakum 006pa3oM oCymecTBISIETCS pacpeereHine KOHPUICHINAIBHBIX JTOKYMEHTOB TI0
UCHOJHUTEIIM?

2 Kaxum 00pa3oM MPOUCXOIUT ONPEAETICHNE CPOKOB HCIIONTHEHNS KOH(PHUICHIINATBHBIX TOKYMEHTOB?
3 Kaxk odopmisiercst pe3ontonns Ha KOH(PUICHINATBHOM JOKYMEHTE?

4 HazoBute 0COOCHHOCTH Nepeaadn KOH(PUACHIIMAIBHBIX TOKYMEHTOB MEXK/y UCTIOTHUTEIISIMH.

5 Kak ocymiecTBisieTcsi KOHTPOJIb 38 UCIIOTHEHUEM KOH(DUCHIINATbHBIX JOKYMEHTOB?

Tema 9. JlokymMeHTHpOBaHNE KOHPUACHIIMATHEHOTO COBEIAHMUS
1 Yro BKIIFOUAET PEKUM XpaHEHUsT KOHPUICHITHATBHBIX JOKYMEHTOB?
2 KakoBbl TpeOOBaHUS K XpaHUIIHUIILY ?
3 KaxoB nopsigok oOparieHus ¢ KOHQUICHINATbHBIMHA TOKyMEHTaMU?
4 KaxoB IpsIOK BbIJIa4uX U pabOThI ¢ KOH(PHUICHITUATHHBIMU TOKyMEHTaMU?
5 Kakum 06pazom ocyIiecTBISIOTCS TPOBEPKU HATUYUS KOH(MUICHIIMATBHBIX JOKYMEHTOB?

Omnpoc
Tema 9. JlokyMeHTHpOBaHNE KOHPUACHITHATHFHOTO COBEIAHUS

1 Tlopsimok mpoBeaeHHs COBELIaHUH (TIEPErOBOPOB) MO KOH(UACHIUAIBHBIM BOTIPOCAM.
2 OCHOBHBIE ATalbl OPrAHU3ALMH COBEILAHN.

16
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3 CornacoBaHue nepedHs: 00CyKIaeMbIX BOIIPOCOB.
4 OmnpezneneHue coctaBa y4aCTHUKOB COBEIIAHUA.
5 JIOKyMeHTBHI KOH(PHIECHIIHATHLHOTO COBEIAHUS.

IIncbmennas padora (IlmcbMenHasi caMocTosiTeIbHAS padoTa)

Tema 1. Opranuzanus KOHQUICHINATBHOTO JAETONPOU3BOICTBA

1 Ilepeuncnuth TpeOOBaHUA K CHUCTEME JOCTYMNa K KOH(QUACHIUAIBHBIM JOKYMEHTaM.

2 «IlomoxeHne 0 peXUME KOMMEPUECKOH (CTyKeOHO) TaliHBl OpraHu3alun» - CTPYKTYpa,
coziep)kaHue, MopsA0K opopMiIeHusI.

3 Odopmute  paszpeuieHuid Ha paboTy ¢ KOHPHUACHIIMATEHBIMU TOKYMEHTAMHU U COTJIAIICHUH O
HepasIIalleHUU TaiHbl.

4 TlepedncnuTh 3Tanbl  MOATOTOBKHU M M3aHUS KOH(QHUACHIIUAIBEHOTO JTOKYMEHTA.

5 IlpoBectn  aHanu3 ydera HocuTenel HH(OPMALUU U TPOEKTOB KOH(UIEHIINAIBHBIX TOKYMEHTOB.

Tema 2. Ilepeunn koHPUACHITUATBHBIX JOKYMEHTOB

Tema 3. Opranusanysi CHCTEMbI JOCTyTa K KOH(QUACHIUAIBHBIM JOKyMEHTaM

Tema 4. M3rotoBneHue u y4eT MPOEKTOB KOH(MUIECHITNATBHBIX TOKYyMEHTOB

Tema 6. TexHOIOTUU UCTIOTHEHUST KOH(PUACHIIUAIBHBIX TOKYMEHTOB
1 3anonnenue xxypHana ydyeta KJ[ BbiIeIeHHOTO XpaHEHUs U KapTOUKY y4deTa BbIAauu
KOH(pHIEHITUATBHOTO TOKyMEHTA
2 Odopmaenue paspenieHus Ha konupoBanue K/I.
3 OdopmieHne BBIMUCKU U3 KOHPHUIESHIIMATBLHOTO TOKYMEHTA.
4 TlpoBeneHue npoueaypsl yI0CTOBEPEHUS KOTMHU KOH(PUACHINAIBHOTO JOKYMEHTa
5 3anonHeHue KOHTPOJIbHBIX KapPTOYEK HA KOH(PHUICHIINATbHBIC TOKYMEHTHI

Tema 7. IIpouenypa ¢popmMupoBaHusi KOHPHUICHIMATIBHBIX JAEIT

Tema 8. KoprioparuBHbIN KOHGUIECHITHATBHBIN 3JIEKTPOHHBIA TOKYMEHTOOOOPOT

IIpakTyeckas padora (PemeHue CHTYallMOHHBIX 32/124)

Tewma 2. [lepeunn KOHPUACHIIMATBEHBIX TOKYMEHTOB
1. Knaccudukanus nHpopManuu 1 JOKYMEHTOB 10 KaTETOPHSIM JOCTYTIA.
2. Bunbl cBenieHui KOHQUACHIIMATEHOTO XapaKTepa.
3. [onsATHe KOMMEpPUYECKOI TallHBI, €0 3aKOHO/IaTeIbHas Oa3a.
4. IloHsTHE TOCYNAapPCTBEHHOMN TalHBI, €r0 3aKOHO/ATeIbHAs Oa3a.

5. HopmaruBHO-1ipaBoBasi 6a3a opranuzanuu paboThl ¢ JOKYMEHTaMH, COIEP KAILIUMU CITy:KeOHYIO TalHYy,
TallHy CIIEICTBUS U CYIOIPOU3BO/ICTBA.

Tema 5. PaGora ¢ BXOIAIMMU KOH(PHUAECHIINATEHBIMU TOKYMEHTAMU
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Tema 9. JlokyMeHTHpOBaHNE KOH(PUACHIINATIEHOTO COBEIIAHUS

TecTupoBanme

Tema 2. [lepeunu koHGUIECHITHATBEHBIX TOKYMEHTOB

1. ToxymeHTHpOBaHHas! UH(OPMAIIHS, JOCTYI K KOTOPO OrpaHUYMBAETCS B COOTBETCTBUU C
¢benepanbabIMU 3aKoHaAMU PD — 370 ...

KOH(uACHIANbHAs HHPOpMAIHS;
roCyIapCTBEHHAs TalHa;
KOMMEpYECKas TanHa.

2. CBenenus o GakTax, COOBITHSIX U OOCTOSATEIBCTBAX YaCTHON KU3HU IPAKIaHUHA, TTO3BOJISIONTNX
UIECHTU(DUIMPYIONTUX €T0 JTUIHOCTh — ATO ...

MepCOHAIbHbIE TaHHBIE;
ClTy>keOHBIE JaHHBIE.

3. Kakue BbIACISIIOT BUIBI HHPOPMAITMOHHBIX PECYPCOB IO KaTETOPUSIM JT0CTyma?
OO0IIEeTOCTYITHBIC;

OTPaHUYEHHOTO J0CTYTIA;

HEOTrpaHMUYEHHOTO JA0CTYIA.

4.1IpaBoBbI€, OpraHU3alOHHBIEC, TEXHUYECKHE U UHBIE MEphI, TPUHUMaeMble 0baaareneM nHdopManuy,
COCTABIIAIOIIUM KOMMEPUYECKYIO TaiiHy, IO OXpaHe e€ KOH(UIEHIIMATIbHOCTH — 3TO

LIEHHOCTh KOMMEPYECKOM TalHBbI;
PEXKUM KOMMEPYECKOU TANHBI.

5. ®u3nyecKoe JHIO WIK MaTepUuaibHbI OObEKT, B TOM 4Hciie GU3NYECKOE 0JIe, B KOTOPBIX HHPOpMALIU
HAXOJUT CBOE OTOOpakeHHE B BUJIE CUMBOJIOB, 00pa30B, CUTHAJIOB, TEXHUYECKUX PEIIEHUH U MPOLIECCOB —
370 ...

HOCHTENb HH(POPMALIUY;
(dhoHI000pa3oBaTeb;
3anuTa HHPOPMaIUH.

Tema 4. U3roToBieHue u yueT NpOeKTOB KOH(DUICHIINATBHBIX TOKYMEHTOB

1.Kaxkoii rpud (moMeTka) mpocTapisieTcs Ha KOH(UISHIIUATBHBIX TOKyMEHTaX (eiepaabHbIX OPTaHOB
TOCYIapCTBEHHOM BJIACTH, a TAK)KE MOABEIOMCTBEHHBIX UM MPEANPUITUHN, YUPEKICHUN U OpraHU3amii?

«ns1 cimy>keOHOro MoNIb30BaAHUSDY;
«Kommepueckast TaitHay.

2. Kaxkoii rpud (moMeTka) mpocTaBseTcs Ha KOHGUIESHIINATBHBIX TOKyMEHTaX (PU3NUECKUX U
FOPUANYECKUX JIUILL?

«/ns1 cimy>keOHOro MoIb30BaAHUSDY;
«Kommepueckast TaitHay.

3. HempaBomepHBIii BHIX0A KOH(HICHIIMATBHON HH()OPMAITIH 3a TIPEIEITbI 3aIIUIIaeMOM 30HbI €€
(YHKIIMOHUPOBAHMS WIIM YCTAHOBJICHHOTO KPyTa JIUII, €CITU ATOT BBIXOJ IPUBEN K TTOTYICHHIO
nH(pOpMaIUK TUIIaMH, HE UMEIOITUMHU K HEW CAaHKITMOHUPOBAHHOTO JOCTYIIAa — 3TO ...

pasmianieHne KoHQHUISHIIMATbHONH HHpOpMAaIIH;
yTpara KoH(HICHIIMATbHON HH(OPMAITIH;
6110KkMpoBaHNe KOH(UICHIINATBHOM HH(pOpMALIUK.

4.]JlesTeNbHOCTD, 0OECIIeunBaroIias JOKYMEHTUPOBAaHNE KOHPHUACHITMATLHON HH(POPMAIIUH, OpPTaHU3AIHIO
paboThI ¢ KOH(DHUICHIIMAIBHBIMUA JOKYMEHTAMH U 3alTUTy COAEPKAIICHCS B HUX HHPOPMAIIUK — 3TO ...

KOH(UIEHITUATBLHOE JACIIONPOU3BOJICTBO;
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AOKYMCHTAIIUOHHOC OGCCHG‘-IGHI/IC yYHpaBJICHUA.
5.Ha xakux JOKyMEHTax CTaBUTCS TpU( CEKPETHOCTH?
Ha JIOKYMEHTaXx, COJepKAIUX CIIy>KeOHYIO TaliHy;
Ha JIOKyMEHTaX, COIepKallluX BpaueOHYI0 TalHy;
Ha JOKYMEHTax, COJEpKaIlHUX rOCyJapCTBEHHYIO TalHY;
Ha JIOKYMEHTAaX, COIepKalUX KOMMEPUECKYIO TalHYy.

Tema 6. TexHOIOTHM UCTIOTHEHHS KOH(PUICHIIMAIBHBIX TJOKYMEHTOB
1. Kaxkue obs3aTenscTBa 6epeT Ha ceOst pabOTHUK, JOMYIICHHBIA K KOH(UACHINAILHOW HHPOPMaIUH,
coiepXallell KOMMEpUEeCKyIo TalHy?
0 HepasMaleHNH KOH(UACHIIMAIbHOW HHPOPMALIUH 10 BBIXO/1a Ha MIEHCHIO;
0 HepasMalleHUH KOH(UAECHIMAIbHOW HHPOPMAaLUH TOKU3HEHHO;

0 HepasIaleHNH KOH(UACHIMAIbHOW HHPOPMALIUH B TIepHOJl paboTHl Ha (hUpMe U B TeUEHHE, KaK
MUHHMYM, TPEX JIET MOCIIE YX0/1a;

0 HepasMaleHNH KOH(UACHIIMAIBHOW HHPOPMALUH B ITEpUoJ paboThl Ha pupMme.
2. T'ne BeaeTcst yueT BceX UCXOIANIUX KOH(DHICHIIMAIBHBIX TOKYMEHTOB?

B )KypHaJe yueTa U3JaHHbIX JOKyMEHTOB;

B PeeCTpe UCXOASIIMUX KOH(PUAECHIUAIBHBIX IOKYMEHTOB;

B )KypHaJe yueTa JOKYMEHTOB BBIACJICHHOTO XpPaHEHHUS;

B J)KypHaJjle yuyeTa HocuTele koHuaeHInanbHoi nHpopManuu.

3. Ktro umeeT npaBo /1aBaTh pa3pelieHne Ha J0CTYI K KOHpUAeHIMaIbHOU HHPOpMaIK Bcell GUpMbI?
3aMEeCTUTEb PYKOBOAUTES, UCIIOIHSIOIINI €ro 00s13aHHOCTH;

JIMIIO0, OTBETCTBEHHOE 32 KOH(PHICHIIMATIBHOE JIETONPON3BOCTBO;

HavaJIbHUK CITYObI 0€30TIaCHOCTH.

4. B TeyeHHEe KaKOTo MepHo/ia BeIeTCs KypHall y4eTa NOCTYUBIINX KOH(PHUICHIINATBHBIX JOKYMEHTOB?
710 OKOHYaHUs CTPAHUIL B KypHAaJe;

3 roxa;

KaJIeHJapHOTO Ioja;

710 C/Iauu B apXUB 3apPETUCTPUPOBAHHBIX B HEM JIOKYMEHTOB;

5 ner.

5. K10 nmeeT npaBo ycTaHaBIMBATH PEKUM KOMMEPUYECKON TalHbI?

IV1aBa TOCyJapcTBa;

HAJIOTOBAast MHCIICKIINS;

IIPaBOOXPAHUTENbHbIE OPTaHBI;

COOCTBEHHUK MH(POPMAITUH.

Tema 8. KopnoparuBHbIi KOH(GUASHINATIBHBINA 3JEKTPOHHBIN JJOKYMEHTOO00pOT
1.Kro  ycraHaBiaMBaeT peXKUM CITy>KeOHOM TaitHBI?
IJ1aBa rocyapcTBa;
coOCTBEeHHUK MH(OpMAITHH;
IIPAaBOOXPAHUTEIIbHBIE OPTaHbI;
JOJDKHOCTHBIE JIMIIA, YIIOJTHOMOYEHHBIE PYKOBOJUTEIIEM OpraHa BIACTH.
2. B xakom cnyyae  KOH(UACHIMAIBHBINA JOKYMEHT CHUMAETCS C y4eTa BBIJICICHHOTO XpaHEHHs?
IIPY NTOLIMBKE B JI€]IA;
IIPU BBIJIAY€ COTPYIHUKY Uil PaOOTHI;
MPY €KETOJTHOM MTPOBEPKE.
3.Kak  ¢Qopmupyercs sKcriepTHasi KOMHCCHUS 110 3aIIUTE KOHPHUISHIMAIbHON nHopMmarn?
Ha3HA4YaeTCA BBIMIECTOSIICH OpraHu3aluei;
co3JaeTcs MPUKa3oM PyKOBOIUTENS (PUPMBL;
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n30MpaeTcs pemeHneM o0IIero coopaHus TPyIAOBOTO KOJICKTHBA.
4. Kak  ompenensroTcs CpOoKH KOH(DHUICHIIMAIBHOCTH HH(POPMAITUK U JOKYMEHTOB?
OHHU JIOJKHBI COBIIAJaTh CO CPOKaMH XPAHEHHUS JOKYMEHTOB;

B 3aBHCHMOCTH OT CPOKa JICHCTBHUS YCIOBHH, HEOOXOAUMBIX JUIS IPU3HAHUS HH(POPMAIIH
KOH(UIEHITNATBHOM;

IO THITOBBIM NEPEYHSM JIOKYMEHTOB C yKa3aHUEM CPOKOB KOH(HUICHINATEHOCTH.

5. Y10 Takoe  KOH(UACHIUAIBHBIEC JOKYMEHTHI BBICIIEHHOTO XpaHEHHs?

JTOKYMEHTBI, KOTOpPBIE HE ITOIINBAIOTCS B JIENa;

JOKYMEHTBI IOCTOSIHHOTO CPOKa XPaHEHHUS;

JTOKYMEHTBI, BBIACTICHHBIC [Tl YHHUTOKCHNS;

JOKYMEHTBI, HIMEIOIIIE 0COOYIO IIECHHOCTh U TPeOyIomue 0COOBIX MEp 3alUThHI.

4.3 TIpomexxyTouHas aTTecTalus Mo AUCLUILTHHE TPOBOAUTCA B hOpME 3a4eTa, SK3aMeHa

Tunosbie Bonpocekl 3auera (I1K-5)
1 Knaccudukanmst nHbopMauu U JOKyMEHTOB 10 KaTETOPHSIM J0CTYIIA.
2 TlonsTHE IEHHOW U KOHPUICHIINATHHONW HHPOPMAITIH.
3 IIpaBoBoii pexxuM HH(POPMAIIUKA OTPAHUUYEHHOTO JI0CTYyTIA.
4 Bunbl cBefieHUI KOHQUACHIIMATEHOTO XapakTepa.
5 Hocurenu koHpUACHIIMATEHON HHPOPMAIIUH.

Tunosble 3aganusa 1 3adera (IIK-5)
1.0¢dopmitenne kOH(PpUICHINATHHOTO JOKYMEHTA.
2. OnrcaHne TEXHOJIOTUH MpHeMa KOH(PUICHIINATLHOTO TOKYMEHTA.
3. 3anoiHeHue pEerucTPauoHHON (hOPMBI.
4. OnpeneneHue nociae0BaTeIbHOCTH ICUCTBUIM MPU CHATUH TOKYMEHTA C KOHTPOJIA.
5. OdopmieHre BHYTpeHHEH ONrcH KOH(PHUICHIIMATHHOTO JeTa

Tunosbie Bonpockl 3xk3ameHna (I1K-5)
1 OcobenHocTn  00pabOTKHM BXOAAIMINUX KOHPHUACHIIMATHHBIX JOKYMEHTOB.
2 Oransl  00pabOTKM UCXOAAIINX KOH(PUACHIINAIBHBIX TOKYMEHTOB.
3 KondwuneHnnuanbHble  JOKYMEHTHI BBIICIEHHOTO XpaHCHUS.
4 Tlpouenypsl  THUPAKUPOBAHUS U KOMUPOBAHUS KOH(MDUICHITMAIBHBIX JOKYMEHTOB.
5 VYnocroBepeHue konuii 1 0(h)OPMIICHHUE BBHITTUCOK U3 KOH(PUICHIINAIBHBIX JOKYMEHTOB.

Tunosble 3aganusa s 3k3amena (IIK-5)
1.0¢dopmitenne KOH(PpUICHINATHHOTO JOKYMEHTA.
2. OnricaHne TEXHOJIOTUH MpHeMa KOH(PUICHIINATLHOTO TOKYMEHTA.
3. 3anoiHEeHue pErucTPauoHHON (POPMBI.
4. OnpeneneHue nociae0BaTeIbHOCTH ICUCTBUM PU CHATUM TOKYMEHTA C KOHTPOJIA.
5. OdopmieHre BHyTpeHHEH onrcH KOH(PUICHIIMATHHOTO JeTa

4.4. Illkana orieHMBaHMsI IPOMEXKYTOUYHOU aTTECTALIUU

3auer

Onenka Kommnerenrim
TOCTYKCHHSI pe3YJIBTaTa)

Jeckpuntops! (ypOBHN) — OCHOBHBIC PU3HAKKA OCBOCHUS (TIOKa3aTeIH

(50 - 100 6amoB) cofiepKaliuMU KOH(PHUIEHITHATBHYIO HH(OPMAITUIO

«3a4TEHO» IK-5 VYCremnHo ocCyIecTBIsEeT BCe onepauuud padoThl ¢ JTOKYMEHTaMH,




«HE 3a4TECHO» IK-5 He ocymecTtBiser Bce onepanuu pabOTbl ¢ JOKYMEHTaMH,

(0 - 49 Gannos) cofiepKaIuMu KOH(DHUIEHITUATBHYIO HH(OPMAITUIO
DK3aMeH
Orenka T s— Heckpuntopsl (ypOBHH) — OCHOBHBIE TIPU3HAKH OCBOCHUS (ITOKa3aTeNn
TOCTHKEHHMSI pe3ynbTaTa)
OTIHYIHO IK-5 Ha BbICOKOM ypOBHE OCyIIECTBISIET Bce omepanuu padoThl ¢
(85 - 100 6amnos) JOKyMEHTaMH, COAEPKaIMMK KOH(PUICHIIHATEHYIO HH(POPMAIIHIO
ITK-5 Ha pgocTtarodHo BBICOKOM YpOBHE OCYIIECTBIISET BCE OIEpaIuu
(70«-)(;3)5(%]{:;)1)03) paboThl ¢ JOKYMEHTaMH, CONCPXAIUMH KOH(DHICHIHATIHHYIO
nHpopmaIuio
«ynosnerBoputenbHo» | [TK-5 Ha mocraTtouHoM ypOBHE OCYIIECTBISICT BCE ONEpPAlMH PalbOThI C
(50 - 69 6amnos) JOKYMEHTaMH, COJIePKAITUMU KOH(PUICHIIHATEHYIO HHPOPMAIIHIO
«HeynosnersopuressHoy [[IK-5 He ocymecTtBiser Bce onepanuu pabOTbl € JOKYMEHTaMH,
(Menee 50 6amToB) cofiepKaliuMU KOH(PHUIEHITHATBHYIO HH(OPMAITUIO

5. Metoanueckue yKkazaHus JJisi 00y4al0UUXCsl IO OCBOEHHM IO TMCIUILIMHBI (MOXYJIA)
5.1 Meroauueckue yKa3aHus IO OPraHU3alUN CaMOCTOSITEIbHOIM paboThl 00yUYaromuXCs:

[Tpuctynas x M3y4EeHUIO AMCLUUIUIMHBI, B INEPBYIO odepelb OOydarolMMcs HEOOXOIUMO O3HAKOMMTBCS
comepkanremM paboueii mporpammbl aucturumabl (PIT[]), koTopas ompenenseT comepskaHue, oObem, a
TaKKe MMOPAJO0K N3yUeHHsI U IIPENoAaBaHus ydeOHON AUCIUILINHBL, €€ pa3/elia, YacTH.

Jlnist caMOCTOSTeNbHON pabOThl BAKHOE 3HaUCHUE UMEIOT paszieibl «O0beM U copepikaHue TUCIUILTHHBDY,
«Y4eOHO-MeTouuecKkoe U HH(popMaIMoHHOE 00ecTedeHne TUCIUILTMHBD U «MarepruaabHO-TEXHUIECKOe
obecriedeHre TUCIUILINHEI, IPOrpaMMHOE obecrieueHue, mpodeccHoHaIbHbIe 0a3bl TaHHBIX U
MH(POPMALMOHHBIE CIIPABOYHBIC CUCTEMBI.

B pasgene «O0beM U conep)kaHMe IUCIMIUIMHBD) YKa3bIBAIOTCS BCE pasfelibl M TEMbl H3y4aeMoil
JTMCLUIUIMHBIL, @ TAKXKE BUJBI 3aHATHH U TNIAHUPYEMBbI 00bEM B aKaJeMHUYECKUX Yacax.

B pasgene «YuebHO-MeTonmyeckoe W HMH(OpMAIMOHHOE oOecreueHre AUCHUIUIMHBDY — yKa3aHa
pexoMeHayeMasi OCHOBHAs U IONIOJIHUTEIbHAS JINTEpATypa.

B pasgene «MarepuaabHO-TEXHUYECKOE OOECIeYeHne IUCLHUIUIMHBL, IMPOrpaMMHOE OOecCIeyYeHue,
npodeccroHabHble 0a3bl JaHHBIX U MH()OPMAIMOHHBIE CIPABOYHBIC CHUCTEMBD» COIEPKUTCS MEpedyeHb
npodeCCHOHANIBHBIX 0a3 TaHHBIX U MH()OPMAIIMOHHBIX CIPABOYHBIX CHCTEM, HEOOXOAUMBIX I OCBOCHUS
JTUCUUTUIAHBL.

5.2 Pexomennaruu o0y4aromumcs 1o padbore ¢ TEOPETHUECKUMHU MaTepHallaMu 110 TUCIHUITIHHE

[Tpu n3yuennn u npopaboTKe TEOPETUUECKOTO MaTepraia HeoOX0IUMO:

- IPOCMOTPETH €IlIe pa3 npe3eHTaluo Jekuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYE€TOM PEKOMEHJOBAaHHOM IOMOIHUTEIbHOU
JUTEPATYPHI;

- TIPY CaMOCTOSATEJIBHOM U3yYEHUH TEOPETUUECKON TEeMBbI CJIeNaTh KOHCIIEKT, UCTIONIb3Yysl PEKOMEH/I0BAHHbIE
B PITJI ucrounuku, npogeccuoHanbHble 0a3bl JaHHBIX U HHPOPMALIMOHHBIE CIIPABOYHBIE CUCTEMBI:

- OTBETUTD Ha BOIIPOCHI JIsI CAMOCTOATEIILHON pabOoThI, TTO TeMe MpecTaBieHHbIe B myHKTe 3.2 PIT/I.

- TP MOATOTOBKE K TEKYIIEMY KOHTPOJIO MCIIOIb30BaTh MaTepHalibl (hoHIa oreHouHbIX cpencts (POC).
5.3 Pexomenmanuu mo paboTe ¢ HayYHOU U y4eOHOM JIUTepaTypoit

PabGota ¢ OCHOBHOM M JONOJIHUTENBHOM JIHUTEPAaTYpOl SIBISETCS IIaBHOM (POpMOIl caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHApPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAHHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia U PEeKOMEHIOBAHHBIX
MCTOYHUKOB M JIUTEPATYPhI IO TEMATHKE JCKIIHA.

KoHCHeKT JIeKnu JOJKEeH coliepKaTh peepaTuBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKLUH, B TOM YHUCIIE C
ornopoii Ha pa3MmeleHHble B cucteme MOODLe mpe3eHTay, OCHOBHBIX MCTOYHUKOB M JIMTEPATYphl IO
TeMaM, BBIBOJBI MO KaXAOMY Bompocy. KoHCeKT MOKeT OBITh BBITIOJIHEH B paMKax pacliedyaTKH BbIIa4uH
MPe3eHTAlUi JIGKIUH WM B OTACNBHOW TeTpaau mo mpeamery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKaTh HE OTHOCALIYIOCS K TeMe UH(POPMAITUIO HITH PUCYHKH.




KoHcnieKkThl HayyHOW JHUTEparypbl NMPU CaMOCTOSATENBbHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI COJEPIKaTh
OTBE€ThI Ha Ka)KI[BIﬁ IOCTaBJICHHBII B TEME BOIIPOC, HUMCTL CCBUIKY Ha HWCTOYHHUK I/IH(bOpMaI_[I/II/I C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJa HW3AAHUS HUCIOJIb3YeMOH HaydyHOW JHMTEpaTyphl.
Koucmexkt moxer 6I>ITB OIMOPHBIM (COI[ep)KaTB JIUIIIb OCHOBHBIC KIIFOYEBLIC HOSI/II_II/II/I), HO TIpU 3TOM
MO3BOJISIIOIIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0bEeM KOHCHEKTa
OMpeaAciACTCa CaMUM CTYACHTOM.

B nporecce paboThl ¢ OCHOBHOM W JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JCJIaTb 3alluCu IO XOAYy UYTCHUA B BHUAC MPOCTOr0 WJIMW PAa3BCPHYTOIO IJIaHA (COB,Z[aBaTI: MEpCUCHb
OCHOBHBLIX BOITPOCOB, PACCMOTPCHHLBIX B I/ICTOLIHI/IKG);

- COCTaBJATH TE3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOpPOTKOE
U3JI0KEHHE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 000011IeHe OCHOBHBIX BOIIPOCOB PabOTHI);
- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).
5.4. PexoMeHaIMK 10 IOATOTOBKE K OTAEIBHBIM 3a/IaHUSIM TEKYIETO KOHTPOJIS

CobecenoBanue MpennojaraeT OpraHu3aluio Oecelnpl MpernoAaBareist cO CTyAEHTaMH [0 BOIpOcam
MPAKTHYECKOTO 3aHATUS C LIEJbI0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
paszgeny, TeMme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUU, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1.

YCTHBIE OMpOC MOXKET TPUMEHATHCS B pas3audHbIX (Qopmax: (QpoHTaIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaUY€CTBA YCTHOTO OTBETA MOJIJIEKAIIETO OI[CHKE:

- IPaBUJILHOCTH OTBETA IO CO/IEPIKAHUIO;

- IOJIHOTA U TITyOWHA OTBETA;

- CO3HATENIbHOCTh OTBETA;

- IOTUKa U3JI0KECHUS MaTepuaa;

- PalMOHAJILHOCTh UCIIOJIb30BaHHBIX PUEMOB U CTIOCOOOB PEIlIeHUs TOCTABIEHHON yueOHO! 3a1auu;

- CBOEBPEMEHHOCTh U A((HEKTUBHOCTH UCIIOIB30BAHMS HATMISIHBIX MOCOOM U TEXHUYECKUX CPEACTB MPHU
OTBETE;

- HCTIOJIb30BaHMUE JIOMOTHUTEIILHOTO MaTepuarna;

- palMoOHAJIbLHOCTD HUCIIOIB30BAaHUSI BPEMEHU, OTBEJICHHOTO Ha 3a/1aHue.

YCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTaBIMBACTCA IO OAHOMY U3
BOIPOCOB MPAKTUYECKOTO 3aHATH. [Ipy BBICTYIUICHHH C MPE3eHTalMell HeoOX0MuMOo oOpaIiaTe BHUMAaHHE
HA TaKWe MOMEHTHI KaK:

- colep)KaHUE TPE3CHTALMU: aKTyalbHOCTh TEMbI, MOJIHOTA €€ PACKPBITHSA, CMBICIOBOE COMAEp)KaHUE,
COOTBETCTBHE 3asBJICHHOM TEMbI COJIEP)KaHNIO0, COOTBETCTBHE METOAUYECKUM TPEeOOBAHUAM (LIETTU. CCHUIKU
Ha PECYpChl. COOTBETCTBHUE COACpPKAHUS U JIMTEPATyphl), MpaKTUUeCKas HaNpaBIeHHOCTb, COOTBETCTBUE
cofiepaHusl 3asBICHHON QopMe, aJleKBaTHOCTh UCIOIb30BAHUS TEXHUYECKUX CPEACTB YUeOHBIM 3ajlauaM,
MOCJIEZIOBATENBHOCTD U JIOTUYHOCTD MPE3EHTYEMOT0 MaTepuara;

- odopMiieHHE TMpe3eHTAlMU: O00bheM (ONMTHUMaTbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpaUKd U aHUMAIMH, 3ByKOBO€ OQOpMIIEHHE, CTPYKTypUpOBaHHE UHOpMAINH,
COOTBETCTBHE 3asBICHHBIM TpPEOOBAaHUSM), OPUTHHAIBHOCTH O(OPMIIEHUS, SCTETHKA, HCIIOJIb30BaHUE
BO3MOXKHOCTH MPOTPAMMHOM CpPeIbl, COOTBETCTBHE CTaHIAapTaM o(pOpMIICHUS;

- TMYHOCTHBIE KaueCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIOIEHUE PErIaMeHTa, SMOIIMOHATIBHOCTh, YMEHUE
OTBETUTH Ha BOIIPOCHI, CUCTEMaTU3UpPOBaHHbIE, INTyOOKKE U MOIHbIE 3HAHUS 110 BCEM pa3jiesaM MporpaMMmbl:
- coiep)aHWe BBICTYIUICHHUS: JIOTUYHOCTh H3JI0KEHHUS Marepualia, PacKpbITUE TEMBbI, JIOCTYIHOCTh
uznoxkenus, d3PpdextuBHoCcTh npuMeHeHus cpeacts HWKT, cmocoObl u  yciaoBHs —JIOCTHXKEHHUS
pPEe3yNBbTaTUBHOCTH W 3(P(EKTUBHOCTH U1l BBIMOJHEHHS 3a/1a4 CBOeH MpOo(eCCHOHAIBHONW WM Y4eOHOU
NeSITeNIbHOCTH, JI0Ka3aTeJIbHOCTh MPUHUMAEMbIX PEIICHUM, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHMUS,
BBIBO/IB.

6. YueOHO-MeToAUYecKOe U MHPOPMALIMOHHOE 00ecnieYeHue TUCIHIINHBI

6.1 OcHOBHas nuTEpaTypa:
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1. buctokoB, B. M. 3amura u o0paboTka KOH(HICHIIMAIBHBIX JOKYMEHTOB : MPAKTHKYyM. - Bechb Cpok
OXpaHbl aBTOPCKOTO MpaBa; 3amura U o00paboTka KOH(PUACHLMATIBHBIX JOKYMEHTOB. - (CTaBpOIOJb:
Cesepo-KaBkasckuii denepanbubiii yauepcuret, 2016. - 116 c. - Tekct : anekrponnsiii / IPR BOOKS
[caiiT]. - URL: http://www.iprbookshop.ru/66060.html
2. Kynses, H. H., Jémymxun, A. C., ®abpuunos, A. I., Konapamesa, T. B. KonduaennuanpHoe

JIEIOTIPOM3BOICTBO M 3AIUIICHHBIA 3JICKTPOHHBIA JTIOKyMEHTOOOOpOoT : yueOHuk. - 2021-09-20;
KondunennuansHoe IeI0MpOU3BOJACTBO M 3alTUIICHHBIM AJIEKTPOHHBIN JOKYMEHTOOOOpOT. - Mockaa:
Jloroc, 2016. - 500 c. - Tekcr : oanekrponnsii // IPR BOOKS [caiir]. - URL:

http://www.iprbookshop.ru/66416.html
3. Kysnemora, U. B., Xawarpsn, I. A. KoHduaeHmmaapbHOe IEIOMPOU3BOACTBO W 3alTUIICHHBINA
ANEKTPOHHBIN JOKYMEHTOOOOPOT : yueOHoe mocobue s OakanaBpoB. - Bech Cpok OXpaHBI aBTOPCKOTO
npaBa; KornduaeHmaipsHOE I1EI0MPOU3BOACTBO U 3aIIUIIEHHBIN JIEKTPOHHBINA JOoKyMe. - MockBa: At [1u
Ap Meamna, 2020. - 192 c. - Tekcr : osnekrponnsii // IPR  BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/97083.html

6.2 JlonosHUTENbHAS IUTEpPATYpA:

1. Kpumrramok, A. H. KondbunennuansHoe ASIOMPOU3BOACTBO M 3allUTa KOMMEPUYECKOW TAaWHBI : KypC
neknuit. - 2025-07-17; KondbunenuuansHoe AEIOMPOU3BOACTBO U 3alIMTa KOMMEPYECKOW TaHbI. - Oper:
MexpernonanbHass Axamemust OeszomacHoctd W BbeDKuMBaHMs (MABHB), 2014. - 199 c. - Teker
anekTpoHHbi // [IPR BOOKS [caiit]. - URL: http://www.iprbookshop.ru/33427.html

2. I'pozoBa O.C. Jlenonpou3BOACTBO : yueOHOE MOCOoOHe I akaJeMHUYeCcKoro OakajgaBpuara. - MocCKBa:
HOpaiiT, 2018. - 124 c.

3. PribaxoB, A. E. OcHoBBI fenonpounsBoacTBa : yuyeOHuk. - 2022-08-04; OcHOBBI IeONPOU3BOACTBA. -
Munck: Pecnybnukanckuii HHCTUTYT npodeccroHansHoro obpazosanus (PUIIO), 2016. - 320 c. - Tekcr :
anektpoHHbIi / [IPR BOOKS [caiit]. - URL: http://www.iprbookshop.ru/67690.html

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue T CHUIIMHBI, IPOrPpaMMHOe odecriedeHne,
npodeccuoHaIbHbIe 0a3bI JAHHBIX U HH(POPMAIIMOHHBIE CTIPABOYHbIE CHCTEMbI

I[J'DI MMPOBCACHUA 3aHATUM TI0 JUCHUITIIINHEC HGOGXO,Z[I/IMO CJICAyIOHmICC MarCpruaJIbHO-TCXHUYCCKOC
obOecrieucHue: y‘-Ie6HI>Ie AyaIuTOpruu JId TIPOBCACHUA 3aHATHI JICKIUOHHOI'O M CCMHUHAPCKOT0 THIIA,
IpynmnoBbIX W HWHIAWBHUAYAJbHBIX KOHCYHLTaLII/If/’I, TCKYLICTO KOHTPOJA H HpOMe)KYTOqHOﬁ arrecranuu,
IIOMCIICHUA 1A CaMOCTOSITEIIHbHOM pa6OTI:I.

VY4eOHble ayTUTOPUN U MIOMEICHHUS JJIS1 CAMOCTOSTEIbHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATIM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMHU 00yUeHHsI, CITy>KalllMMU JJIs1 TIPEACTaBIeHUs yueOHoM nHpopManuu
OO0JIBIIION ayTUTOPHH.

[TomereHus: 11 CaMOCTOSITEIbHON pabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHrEeM JloCTyna B AIEKTPOHHYIO
nH(pOPMAITMOHHO-00pa30BaTEILHYIO CPENy YHUBEPCUTETA.

Jlnst mpoBeieHusl 3aHATHI JICKIIMOHHOTO THIIAa UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIIMOHHOTO 000PYI0BaHUS,
o0ecreYnBarole TEMaTHYEeCKIE WILTIOCTPAIH (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPaKTUBHAS JOCKA).

JIuneH3noHHOE ¥ CBOOOHO PacIpOCTpaHIeMOe IPOrpaMMHOE 00eCIICUCHHE:
Microsoft Office [Ipodeccronanbhsrii mioc 2007
Omneparmonnas cuctema Microsoft Windows 10

Kaspersky Endpoint Security ans OusHeca - Cranmaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

[Tpodeccuonanbubie 6a3bl JaHHBIX U HH(POPMAITMOHHBIC CITIPABOYHBIE CUCTEMBI:
1. DIEKTPOHHBII Karajor DyHIaMEeHTaIbHON OnOIMOTEeKN TI'V. - URL:
http://biblio.tsutmb.ru/elektronnyij-katalog

2. Poccuiickas HanmonanbHas 6ubnuoreka. — URL: http://nlr.ru
3. [Ipesunentckas 6udnuorexa umenu b.H. Expriuna. — URL: https://www.prlib.ru



4. VYHuBepcHuTeTCKas OMOMMOTEKa  OHJAWH:  DJIEKTpOHHO-OMOmmorewynas  cuctema. —  URL:
https://biblioclub.ru

5. Poccuiickas rocynapcrBenHast 6ubnuoreka. — URL: https://www.rsl.ru

6. KoncynbranT cryneHTa. l'ymaHuTapHble HAyKH: 3JIEKTpOHHO-OMOnmmoreuHass cuctema. — URL:

https://www.studentlibrary.ru

7. Hayunas snexrponnas 6ubnuoreka eLIBRARY.ru. — URL: https://elibrary.ru

8. FOpaiit: snekrponHO-6nbOMMoTeyHas cucrema. — URL: https://urait.ru

9. ObC «YHuBepcurerckas oubamoreka onnaita» . — URL: http://www.biblioclub.ru

10. ObC «KoHCynbTaHT CTyAeHTa»: KouleKiuu: MenunuHa. 3apaBooxpaHeHue. ['yMaHuTapHble HAyKH . —
URL: https://www.studentlibrary.ru

11. CrpaBounas npasosas cucrema "Koncynsrant mmtoc". — URL: http://www.consultant.ru
12. IPR BOOKS: anexkrponno-6ubmmoreunas cucrema. — URL: http://www.iprbookshop.ru

JIeKTPOHHAS HH(POPMALIMOHHO-00pa3oBaTe/IbHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz
B3anMoneiicTBue mpernomaBaTenss W CTY[JCHTa B Tpolecce OOyYeHHUs OCYHIECTBISIETCS MOCPEICTBOM

MYJIBTUMEIHMHHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHUKAIIMOHHBIX TEXHOJIOTHH, HUCIOJIB3YEMBIX B
ANIEKTPOHHOH HH()OPMAIIMOHHO-00Pa30BaTEIILHON CPEIe YHUBEPCHUTETA.
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