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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

- TEXHOJIOTUYECKUN

1.3 JIucuurniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIBLHON JesSTEIhHOCTH B
cthepe: 07 AIMUHHUCTPATUBHO-YIpaBieHYeCKast U oUCHAS JAeATENBHOCTh (B cepe OpraHu3allMOHHOTO U
JOKYMEHTAI[MOHHOTO 00eCIeYeH sl YIIPABICHUS OPTaHU3aLMSIMHI )

1.4 B pesynbrare 0CBOCHHSI TUCIUILUIUHBI Y 00YYaromIMuXCsl TOJKHBI ObITH CHOPMUPOBAHBI:

O0001IeHHBIC TPYIOBBIE
(hyHKUMY / TPYAOBBIC
(GyHKUMY / TPYyZOBBIC T
npohecCHOHATLHBIC
JeUcTBUs (IPU HATUYUU
npodcranaapra)

Kox u HauMeHoBanue
komreteHIm OI'OC BO,
HeOOXOaUMOM I
(hopMHUPOBAHUS TPYOBOTO
WM podecCHOHATBHOTO
JeHCTBHS

I/IH,I[I/IKaTopLI JOCTHIXXCHUSA KOMHGTGHHI/If/’I

[IK-5 Cnocoben
OCYIIECTBIIATH PaboTy ¢
JOKyMEHTaMH,
COZIepKaIIUMU
nHpOopMarIIio
OTPaHUYEHHOTO JIOCTYIIa

[Ipumenser TpeOOBaHMS TPABOBBHIX aKTOB B paboTe C
JNOKyMEHTaMH,  COJICPXKAIIUMH  KOH(UIACHIIUAIHHYIO
nHpOopMario

1.5 CornacoBanue MEXAUCITUTUTMHAPHBIX CBA3CH TUCIUTIINH, 00€CIIEYNBAIOIINX OCBOCHUE KOMITCTCHITHI:

[IK-5 CnocoGeH ocCymecTBIATh padoTy C JTOKYMEHTaMH, COIEpKAIIMMH HH(GOPMAIIUIO

OTPaHUYEHHOTO JAOCTYyTa

Ne
n/m

HanmenoBanmue
JIMCITUILINH,
OTIPEICIISIIOITIX
MEKIUCIUTUTMHAPHEIE
CBSA3H

dopma
o0yueHus

Ounas
(cemectp)

50167

1 |KagpoBoe
JIEIOTIPON3BOJICTBO

J’_

2 |Kondpunennuansaoe
JEIIONIPOU3BOICTBO

3 |KonduaeHIManbHbIH
JIOKyMEHTOO000POT

4|Opranuzanus paboTh
C TOKyMEHTaMu
OTpaHUYEHHOTO
JocTyma

5|IIpakTuka mo
MOJTY4YEeHUIO
poheCCHOHATTLHBIX
YMEHHH U OIBITA
poheCCHOHATTLHOU
JeSITeIbHOCTH




6|CynebHoe +
JIeTIOIPOU3BOCTBO

2. Mecto nucuuninHbl B cTpykrype OIl 6akanaBpuara:

JuctmmuimHa «[IpaBoBoe perynupoBaHue KOH(DHICHIIMAIHHOTO JIEIOMPOU3BOACTBA» OTHOCUTCS K YaCTH,
dbopMupyeMOil y4acTHHKaMU OOpa30BaTEIbHBIX OTHOIICHHM,

noarotoBku 46.03.02 - JIokyMEHTOBEICHUE U apXUBOBEJICHUE.

Huctunmmaa «[IpaBoBoe perynupoBaHue KOH(UICHIIMAIBLHOTO JIEJIONPOU3BOJCTBAa» H3ydaeTcs B 6, 7

cemecTpax.

3.00beM U coep:kaHMe TUCHUILTHHBI
3.1.00beM DUCIHHUILUIMHEL: 4 3.€.

Oumnas: 4 3.¢.
Bun yueOHo# paboThI (Bcgzii::%)

O0mast Tpy10éMKOCTb TUCHHUILTHHBI 144
KonrakTHast pabora 72
Jlexmmm (JIextmm) 12
[Tpakruueckue (Ilpakt. pad.) 60
CamocrositensHas padota (CP) 36
OK3aMeH 36
3auer -

3.2.ConepxaHue Kypca:

Ne Ha3zBanue Bun yuebHoli | @opMbI TEKYIIETO
TEMBI paszena/TeMsbl pabotsl, yac. KOHTPOJIS
Jlex |IIpa| CP
IIUH | KT.
pao.
O|l0|O
6 cemecTp

1 Hopwmarusnas 6a3a [Tucemennas pabota
paboTHI C >l 6 | 4 (ITucemennas
KOH(HIEHIUATbHBI CaMOCTOSITeNIbHAs
MU JJOKyMEHTaMH pabora)

2 3akoHOmaTEIbHBIE [IpakTnyeckas
OTpaHUYCHUS Ha pabora (Pemenue
COCTaB CUTYaI[MOHHBIX
KOH(UIEHITNATBEHOMN 3amaq); [lucemennas
nHpopmauu. 2 | 8| 4 pabora

(ITucemennas
CaMOCTOsITeNIbHAs
pabora);
TecTtupoBanue

3 PaspemnrensHas [InceMeHHas pabora
cucTeMa JI0CTyma K (ITucbmennas
KOH(UICHIIUATHHOU CaMOCTOSITeIIbHAS
uH(pOopMaIUN 2 | 8| 4 pabora);

Konnoksuym
(KonTponbHbIit
cpes)

yuebnoro twrana OIl mo HampaBieHUIO




4 ITonroroska u [IuceMenHas pabora

W31aHue (ITucemennas

KOH(PUICHIIUATBHBL | 2 8 6 | camocrosTeNbHas

X JIOKyMEHTOB pabora);
TectupoBanue

5 O6pabotka [IpaxTuyeckas
MIOCTYHAOLIUX pabora (Pemenue
KOH(UACHIUATbHBI CUTYaIlMOHHBIX
X JOKYMEHTOB, UX 4 6 6 [Bamau); KomnokBuym
YUET, pETUCTPALUS, (KonTtposnbHbIit
KOIMPOBAHUE U cpes)
pa3MHOXEHHE

7 cemecTp

6 Opranuzanus [Tucemennas pabota
VCIIOJTHEHUSI U (ITucbmennas
KOHTpPOJIS 32 i 6 | o | camocrosTenbHas
WCIIOJTHCHHEM pabora);
KOH(HIEHIUATbHBI TectupoBanue
X IOKyMEHTOB

7 Hopmarusnoe [InceMenHas pabora
peryaupoBaHue (ITucemennas
(opMHPOBaHUSIKOH CaMOCTOSITEIIbHAS
(bUICHIMATBEHBIX - 6 4 pabora);

JIeJ1 ¥ TIOATOTOBKU KomnoxkBuym
UX K Ilepeadye Ha (KonTponbHbIit
apXUBHOE XpaHEHUE cpes)

8 IIpaBoBBIE OCHOBBI [IuceMeHHas pabora
pexuma (ITncemennas
COXPaHHOCTH U i 6 | 4 | camocrosTenbHas
KOHTPOJISl HATMYUS pabora);
KOH(UACHIUATbHBI TectupoBanue
X JIOKyMEHTOB

9 Pexum [IpakTnyeckas
KOH(HUIEHITNATHEHOC pabora (Pemenue
T TIPH NIPOBSACHUA | 6 | 2 CUTYaI[MOHHBIX
COBEIIIaHUI 3amaq); Kommoksuym

(KoHTpOnbHBIH

cpes); Omnpoc

Tema 1. HopmaTruBHas 6a3a pa6orsl ¢ KoHpuAeHINAILHBIMU J0KkyMeHTamu (ITK-5)
Jlekumus.

Knaccudukanuss wuHdopManuu U JOKYMEHTOB IO KareropusiM Jnoctyna. lloHaThe ueHHOW w
KoHbuaeHIMansHoi uHGopManuu. [IpaBoBoil pexuMm HHPOpPMAIMKA OTPAHWYEHHOTO JOCTymna. Buis
CBeJIcHUH KOH(HUICHIIMAILHOTO Xapakrepa. Hocutenn xoHpuaeHnmHanpbHOW WHPOpPMAIUU. YTPO3bI
koHbuaeHIManpHoi nHpopmarmu. [lopsgok obpareHus ¢ KOHPUACHIIMATHPHOW WH(GOPMAIIHEH, MEPHI TIO
€e 3allIUTe OT YTPaThl ¥ pa3ralleHus.

CymHocTh W 3aJaud  KOHUACHIMAJIHLHOTO JIEJONpou3BoACTBa. HopmaruBHO-MeToquueckas 0Oasza
koHpuaeHmansHoro JJOY. BHyTpropranuzannontas pernamenTanus koHpuaenmansaoro JJOVY. Coyxoa
KOH(HIEHIIMATBHOTO JENONPOU3BOJCTBA: CTPYKTypa M TMOPSJIOK oOpraHuzanmuu. TpeGoBaHus K
COTPYIHUKaM, UMEIOLIUM JOCTyN K KOH(QHUACHUHAIbHOW HH(OpPMALMU, UX OTPaK€HUE B JOHKHOCTHBIX
MHCTpyKUUsAX. IlepcoHanbHas OTBETCTBEHHOCTh 3a COXPAHHOCTh KOH(PHACHUUAIBHBIX JIOKYMEHTOB.
TpeboBaHUs K MOMEIICHUIO CTYKOBI KOHGUAeHTHamsHoTo JJOV.

IIpakTH4eckoe 3aHATHE.



Bomnpocs! 1st o0cyxneHust:
1. IToHsTHS «UEHHOCTH HHGOOPMALUNY U «KOH(PUICHIMATLHOCTh HHPOPMALIUNY.
2. CymHOCTb ¥ MPUHITUIIBI OTPAaHUYEHUS JOCTYyNa K HHPOPMALIUU U TOKYMEHTAM.
3. [IpaBoBBIE OCHOBBI PAOOTHI C IOKYMEHTAMHU, COJIEPKAIIMMH TOCYIapCTBEHHYIO TaHY.
4. HopMaTuBHO-TIPAaBOBBIE OCHOBBI OpraHU3allid PabOThl ¢ JOKYMEHTAMH, COACPKAIIUMUA KOMMEPYECKYIO
TalHY.
5. HopmaruBHO-MeTOnMYECKast 6a3a opraHu3anuu paboThl C TOKyMEHTaMHU, COACPKAIUMU CITYKEOHYIO
TalHY.

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
Ha ocHoBe u3yueHusi HOpMaTUBHO-IPABOBBIX aKTOB COCTABbTE MepeueHb IpuoB KOH(PUICHIIMATBHOCTH U
CEKpPETHOCTH.
[Ipu BBIOTHEHUH 331aHUS HEOOXOJUMO U3YUUTh MOJIOKEHHSI 3aKOHOIATENIbHBIX aKTOB B cepe
OrpaHMYEHUS T0CTyIa K nH(OpMauu, 00OpaTUTh BHUMAaHKE Ha TO, YTO HH(GOpMAIUs OTPaHUYEHHOTO
J0CTyTa JIEIUTCS Ha CEKPETHYIO U HeceKpeTHY10. Ha ocHOBe 3TOro cocTaBuTh NepeueHb rpudos,
PEKOMEHI0BaHHBIX HOPMATUBHBIMH IOKyMEHTAaMU JJIsl CEKPETHON U HECEKPETHON MH(pOPMAIIHIH.

Tema 2. 3akoHogaTeIbHBIC OTPAHMYECHHS HA COCTAB KOH(puAeHunaabHoil nHGopmanun. (IIK-5)
Jlexknus.
Omnpenenenue cocraBa KOH(UICHIMATBHON HHDOpMAMKU U TOKyMeHTOB. OCHOBHBIE 3TAIlbl COCTABIICHHS
[lepeuneit koH(pUAEHIMATBHON UHPOpPMaUK U JOKyMEeHTOB ¢upMbl. Ctpykrypa Ilepeuneit, mopsiok ux
yrBepxkaeHus. [pudsl koHpuaenunansHocTH. Cpoku KoHpuaeHuuanbHocTH. OdopmiieHne n3MeHeHUH,
BHOCHMBIX B [lepeunn koHpuaeHIMAIbHON HH(OPMALIUK U TOKYMEHTOB.
IIpakTH4Yeckoe 3aHATHE.

Ha ocHoBe u3yueHus: 3aKOHOAATENBHBIX aKTOB COCTaBbTE U O(YOPMHUTE B COOTBETCTBHH 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.

PazpaboraiiTe MprUMEpHYIO CTPYKTYPY CITY>KOBI KOH(PHUICHIIMATHFHOTO IEITONPON3BOACTBA KOMMEPUECKOTO
OaHKa, OTIPEICIIUTE €€ MECTO B CTPYKType OaHKa.

[Ipu u3yuyeHUH 3TOI TEMbI CTYIEHT JOJDKEH MOHATH, KaKyl0 pojib B IMpoLecce YIpaBiIeHUS] OpraHu3alue
BBITIOJIHAET Ciyx0a koHpuaeHruanpHoro JIOY. OT TOro HackojabkO MPOAYMAaHHO OHA OPTaHW30BaHA,
3aBUCHUT 3G (HEKTUBHOCTD YNIPABICHUS B KOHKPETHON OpraHu3aluu.

Cnyx6a xoHpunenimanpaoro JJOY mMoxer ObITh CAaMOCTOSITENBLHBIM MOJPA3ICICHHEM, TTOAUYUHSIOMINMCS
HEMOCPEJCTBEHHO PYKOBOIUTEIIO HIIM BXOIUThH B COCTAB IPYTHX CIIYKO M OTNEIOB.

Crnenyet oOpaTuTh BHUMaHUE Ha TO, YTO B OCHOBE pacmpeiesieHus: 00s3aHHOCTEH U OMpeIeNIeHUs] COCTaBa
ciyx0b1 koHpUAeHIMaIpHOTO JIOY nexar 3amauu, BBIIOIHIEMbIE CITY)K00H, 00beM KOH(DHIEHITHATBHOTO
JTOKyMEHT0000pOoTa, TpeOOBaHHS K HEOOXOIUMOMY YPOBHIO 3aIUTHl HHPOPMAIIH

Tema 3. Pa3pemutenbHas cucremMa AocTyna Kk KoHpuaeHnuaabHoi uHgpopmannu (IIK-5)
Jlexknus.

[TonaTue cucteMbl IOCTyna K KOH(UICHLIMAIBHBIM JOKyMEHTaM. TpeOoBaHHMS K CHUCTEME JOCTyNa K
KOH(UACHIMANBHBIM JOKyMEHTaM. PaspemmrenbHblii  mOpsaok paboTel ¢ KOH(UACHIUAIBHBIMU
nokymentamu. «llonoxkeHne o pexumMe KOMMepuyecKod  (cimyxeOHOW) TalHbI — OpraHU3alun.
OTBETCTBEHHOCTD 3a HapylIeHHE pexxnMa KoHpuaeHnuanpHoct. OdopMieHre pa3pelieHnii Ha padoTy ¢
KOH(UACHIMAIBHBIMU JOKyMeHTamMH. CoralieHue o Hepas3ialleHnd KOMMEPUYECKOH TalHBl.

IIpakTH4eckoe 3aHATHE.
Bomnpocsr mist o6cyxnenus:
1. TpeGoBaHus K cucTeMe J0CTyNa K KOH(QUACHIIUAIBHBIM JOKyMEHTaM.
2. CymHOCTb pa3pemTeIbHOW CHCTEMBI 10CTyIa K KOH(GUIEHIINATLHBIM JOKYMEHTAM.

3. Topsmok paspaboTku u comepkanue «[lomokeHUsT O peKUME KOMMEpPUYECKOW (CIy)KEOHOU TaifHbI
OpraHHu3aLmny.



4. Odopmiienne nocTyna K KOHQUASHIMATEHBIM JJOKYMEHTaM U OTBETCTBEHHOCTb COTPYIHHUKOB 32
HapyleHHE PeKUMa KOH(DUICHINATBHOCTH.

3ananus 1J151 CAMOCTOSITEILHOI padoThI.
CocraBsbTe nepevyeHb 3aKOHOJATEIILHBIX 1 HOPMATUBHBIX JOKYMEHTOB, YKA3bIBAIOIINX HA OTPAaHUYCHUS IS
OTHeceHus nH(popMaIu K KOHGUIESHIINATEHON U CEKPETHOM.
[Ipu caMOCTOSITEIBHOM BBITIOJTHEHUHN 33/IaHHSI CTYZICHT JOJKEH UMETh TIPEICTABIICHUE O Pa3IMUHbIX
YPOBHSIX TOCYIapCTBEHHOW PeTJIaMEHTAIIUU TJOKYMEHTUPOBAHUS, 3HaTh OCHOBHBIC TTOJIOKECHUS
(dhenepabHBIX 3aKOHOB, KacaloIIecsl OTPaHUYCHHsI T0CcTyna K nHopmarui. BaXxHo y4uTHIBaTh, 4TO
BOIIPOCHI OTPAHUUYEHUS JJOCTYIIA PETYIUPYIOTCS HE TOIBKO (eiepalTbHBIMU 3aKOHAMH, HO B YKa3aMHu
MIPE3HJICHTA, IOCTAHOBJICHUSIMH MTPABUTEIHCTBA, MHBIMH HOPMAaTUBHBIMU JOKYMEHTAMHU.

Tema 4. IlonroroBka n n3ganue KOHGUICHIUAIbHBIX 10KyMeHTOB (I1K-5)
Jlexknus.
OcHOBHBIE JTamnbl TOATOTOBKM M W3MAHUS KOH(PHIEHIMATbHOTO JoKyMeHTa. OdopmieHue ©u yder
HocuTenel KoHpuaeHuuanbHOM uHpopMmarmu. M3rotoBneHue M y4eT NPOEKTOB KOH(HICHIMAIBHBIX
JOKyMEHTOB. YueTHble (opmbl. OpopmieHnE U3aBaeMbIX KOH(QUACHIIMAIBHBIX JOKYMEHTOB. PeKBU3UTHI
KOH(l)I/IIIGHHI/IaHLHOFO JOKYMCHTa

IIpakTH4Yeckoe 3aHATHE.

3agaHue 1)1 IpakTHYeCKOW paboThl: pa3paboTaiiTe CUCTEMY YUETHO-PETUCTPALIMOHHBIX (hopM a1t
KOHTPOJIS 32 HOCUTEJIIMU KOH(PHIEHIIMATIbHON HH(DOPMAIK U IPOEKTaMU T0KYMEHTOB

3aganus AJ151 CAMOCTOSITEJIbHOM PadoThI.
CocTaBbTe BapHaHT TPYAOBOTO JIOTOBOPA C COTPYIHUKOM, UMEIOIIUM JOCTYI K KOH(PHUIACHIIMATEHON
uHpOpMaLIUH.
[Tpu BIMOMTHEHUHN 3a7]aHKs] HEOOXOUMO 00paTHThCs K onokeHus M « TpynoBoro konekca POy,
MCTIOJIb30BaTh TUIOBBIE 00PA3Ibl TPYIOBBIX JOTOBOPOB, IPEABAPUTEIHHO U3YUUTh HEOOXOTUMBIE
JOTIOJTHEHUS K TPYI0BOMY JIOTOBOPY. J{oroBOp 0MIKEH ObITh COCTABIICH C YYETOM BCeX TPeOOBaHUH K
0(hopMIIEHUIO PEKBU3UTOB IOKYMEHTOB

Tema 5. O0padoTKa MoCTYNAIMMX KOHPUIEHIHAIBHBIX IOKYMEHTOB, UX Y4eT, perucTpaunus,
xonupoBanue U pazmuoxxkenue (IIK-5)

Jlexknus.
OcHOBHBIE ASTanmbl U OCOOEHHOCTH OOPAaOOTKM BXOASIIMX KOH(DHIECHIIMATHHBIX JOKyMEHTOB. OOrue
TpeOOBaHUSA K Yy4YeTy KOH(PHUICHIMATbHBIX JOKYMEHTOB. (OCOOCHHOCTH pPETUCTpAIMH  BXOISIIMX
KOH(UACHIMAIBHBIX AOKyMEHTOB. Ilopsmok 00pa®OTKM HMCXOIAIMX KOH(PHICHIMAIBHBIX JTOKYMEHTOB.
CriocoObl  mepechUIKH  KOH(UICHIMANBHBIX JOKYMEHTOB. Y4eT KOH(QUACHIUAIBHBIX JOKYMEHTOB
BBIJICJICHHOTO XpaHeHusi. Dopmbl yyera.
OrpannyeHuss Ha pa3MHOKEHHE U KONMHUPOBAaHHE KOH(UACHIMAIBHBIX JIOKyMEHTOB. OpraHuszarus
KOITUPOBaHMUS M CIOCOOBI 3alIUTHl OT HECAHKIIMOHMPOBAHHOTO KomupoBaHus. OrmpeneneHue THupaxa
KOH(UACHIMAIBHBIX JOKyMeHTOB. OdQopmieHue paspelieHus Ha KONUpPOBAaHHE. YUYET KOMHUPOBAHMUSL.
VYnocroBepeHne KOMuil KOHPHUICHIMATBHBIX JOKYMEHTOB. OdopMIIeHHE BBIMMCOK M3 KOH(PHUACHIIMATBHBIX
JTOKYMEHTOB.

IIpakTH4eckoe 3aHATHE.
3aganue Ui MPaKTH4ecKol paboThl: MpoBEeAUTE 0OPAOOTKY M PETHCTPAIMIO KOMIUICKTA BXOAAIINX 1
UCXOIAIINX KOH(PHUICHIINATBHBIX TOKYMEHTOB, ITOJYYEHHOT0 OT npenonasarens. [IpocraBere Bce
HEOOXOAMMBIC OTMETKH 1 MHIEKCHI Ha JOKYMEHTaX

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
3anoaHUTE yueTHYI0 (hopMy M1t HOCUTENeH KoH(DHUIeHIIMAIbHON HH(OpMAaITHH.



[Tpu BeIMONTHEHUHN 3a7]aHUS HAJIO SICHO MPECTABIATH, YTO YUET HOCUTeNel KoHpUaeHINaTIbHOH
MH(POPMALIUH MPENICTABIAET cOO0M TEXHOIOTHUECKUN MPOLIEeCC, COCTOSIINN U3 psaa MOCIEI0BaTEIbHBIX
AeicTBUi. Y4eT MpoU3BOAUTCS MPH BbIAAYE UCTIOIHUTEISAM €Ile HEe3alOJHEHHBIX HOocuTeNnel nupopmanuu.
B yueTHbIX (hopmMax oTpaxaercs He TOIBKO (PaKT BbIIAUU HOCUTENS, HO U (DaKT €ro BO3BPAIICHUS B CIIYXKOy
koH(puaeHuuansaoro JIOY nocne ucnonab3oBanus. B cBa3u ¢ 3TUM HEOOXOMMO MPaBUIILHO TPOCTABUTH B
ydeTHo# ¢opme Bce natbl. Hafo Taxoke ySCHUTH Pa3HHUILY B yUeTe TPAIUIIMOHHBIX U 3JEKTPOHHBIX
HocHTeNeH KOH(PUACHIINATEHOW HHPOPMAITUH.

Tema 6. Opranuzanus UCIOJTHEHUS] M KOHTPOJISA 32 HCIOJTHEHHEM KOH(HIEeHIIUAIBHBIX JOKYMEHTOB
(IIK-5)
Jlexknus.
Jlexuys He npexycmMoTpeHa
IIpakTn4yeckoe 3ansATHE.
3amonHuTe XypHan yuera K]l BbIIEICeHHOTO XpaHEeHUs U KapTOUKy ydeTa BbIAadl KOHPUACHIIMATEHOTO
JIOKyMEHTa
3anaHus AJ51 CAMOCTOSITEILHOI padoThI.

CocraBbTe oneporpaMmy Mnpoueaypsl 00padOTKH BXOIAIIETO U UCXOSIIETO KOH(PHUIEHIINATBHOTO
JOKYMEHTA.

OCHOBY /17151 BBITIOJTHEHUS 331aHUST COCTABIISIIOT 3HAHKSI CTYIEHTA O IOKYMEHTOO0OPOTE KaK CIIOKHOM
TEXHOJIOTHYECKOM TIPOIIECCe, KOTOPBINA XapaKTePH3yeTCs Pa3INIHBIMH MTapaMeTpaMu. TeXHOIOTnIecKast
IIETI0YKa ABMKEHHS U 00paOOTKH TOKYMEHTOB MPEICTaBIICHA PSIOM TUTIOBBIX (DYHKIIHH, KOTOPBIE TIPU
peleHIH KOHKPETHBIX 33134 MOTYT OBITh JIETATM3UPOBAHBI 10 OTACIBHBIX oneparmid. Ciemxyer
00s13aTeIbHO YYUTHIBATh TO, YTO MOPSIOK PAaObOTHI ¢ TOKyMEHTaMH, OTIEpallid 10 MX 00pabOTKE 3aBUCST OT
BUJIOB JJOKyMEHTOB U OT WX MPHHAJIC)KHOCTH K OTPEICTICHHOMY TOKYMEHTOIIOTOKY. BakHO MOMHUTB, YTO
MPOIIECChI 00PaOOTKN KOHMUIEHITNATBHBIX TOKYMEHTOB BKJIIOYAIOT PSIT MPOIIEAYP OTIIMYHBIX OT pabOTHI C
JOKYMEHTaMH B OTKPBITOM JEJIONPOU3BOJICTBE.

Tema 7. HopmaruBHoe peryjiupoBanue GopMUPOBAHUAKOH(PUIEHIUAIBbHBIX €/ M MOAT0TOBKH UX K
nepenayde Ha apxuHoe xpanenue (IIK-5)

Jlekumus.

Jlekuusa He mpenxycMoTpeHa
IIpakTH4Yeckoe 3aHATHE.

1. Odopmure pazpemierne Ha konupoanue KJI.

2. OdopmuTe BBITUCKY U3 KOH(PUACHIIUAIBHOTO TOKYMEHTA.

3. [IpoBeauTe npoueaypy yA0CTOBEpEHUs KOMTUK KOH(PHUIEHIIHAIBHOTO T0KyMEHTa
3agaHus AJ51 CAMOCTOSITEILHOI padoThI.

3anonHuTe )KypHAJ yuyeTa KOMUpOoBaHuUs KOH(DUIEHIIMAIBHBIX JOKYMEHTOB.

[Tpuctymnas K BHIOIHEHUIO 3a[aHUsI, HEOOXOIMMO IIOMHUTH, YTO KOH(PHUACHIINATBHBIC TOKYMEHTHI
MOJIJIeKAT CTPOTOMY YUeTy Ha BCEX 3Tamax padOoThl C HUMH, B TOM YHUCIIE, M IIPU KonupoBaHuu. [Ipexne,
YeM MPUCTYIUTh K KOIIMPOBAHUIO, HAJ0 NOJYYUTh MMCbMEHHOE pa3pelieHre pykoBoaurens. JKypHan ydera
KOIIMPOBAHMUS CIIy’KUT JUJISl PETUCTPALUU JaT U KOJIMYECTBA CHATBIX KOIHMH, JUIsSl ONPEACIICHHS UX YUYETHBIX
HOMEPOB

Tema 8. IIpaBoBbIe 0CHOBBI pesKMMa COXPAHHOCTH M KOHTPOJISI HAJTHYUA KOH(PUASHIHAIbHBIX
noxymenToB (I1K-5)
Jlexknus.
Jlexuys He nmpexycMoTpeHa
IIpakTnyeckoe 3ansATHE.

1. CoctaBbTe OJI0K-CXeMY TEXHOJIOTHYECKOTO Mpoliecca KOHTPOJIS 32 CPOKAMHU HUCTIOTHEHHS
KOH(UACHIMAIBHBIX JIOKYMEHTOB.



2. Odopmure pe3odONUI0 Ha KOHPUACHIIMATHLHOM JOKYMEHTE W TPOCTAaBETE Ha HEM HEOOXOIUMBIC
OTMETKHU 00 UCIIOJIHEHUU.

3. 3anoiHUTE 5 KOHTPOJIBHBIX KAPTOUCK HAa KOH(UACHIUAIbHBIE JOKYMEHTHI
3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.

Caenaiite OTMETKH 00 MCTIOTHEHUH KOH(PUICHINATIBHOTO JOKYMEHTA M CHATHH €r0 ¢ KOHTPOJIS B
COOTBETCTBYIOIIMX YUYETHBIX (hopmax.

IIpu BBINIOTHEHUH 3aJaHUS CTYAEHT JAOJKEH BCIIOMHUTB, Kak B cooTBeTcTBUM ¢ ' OCToM npocrasnstorcs
COOTBETCTBYIOLIUE PEKBU3UTHI HA TOKyMeHTax. ONpeneanTs NOCIe10BaTeIbHOCTD JEHCTBUI IPU CHATHH
JOKyMEHTa C KOHTPOJIsL. BBIOpaTh COOTBETCTBYIOIIYIO YUETHYIO (hOpMY Uil BHECEHHS JAHHBIX

Tema 9. Peskum koHGUACHINATBHOCTH NPHU NpoBeneHnu copemannii (ITK-5)
Jlexknus.
Jlexuys He npexycMoTpeHa
IIpakTnyeckoe 3ansATHE.
Bomnpocs! 1st o0cyxneHus:
1. OcoOGEHHOCTH FKCTIEPTU3BI LIEHHOCTU KOH(PHUAECHIINAIBHBIX JOKYMEHTOB.
2. [ToaroroBka KOH(UACHIUAIBHBIX JOKYMEHTOB K apXUBHOMY XPaHEHHIO.
3. Pesxum xpaHeHus! KOH()UICHIMATbHBIX JOKYMEHTOB U NMOPSAJOK UX BbIAUU.
4. ITpoBepku HANIWYMA KOH(DUICHIUAIBHBIX JTOKYMEHTOB.
5. Ilopsiiok YHUUTOXKEHUS KOHPUIAECHIINAIBHBIX JOKYMEHTOB.

1. CocraBbTe HOMEHKJIATYpPY KOHOQUACHIMAIBHBIX el ¢upmbl. Ompenenure, YTO OTIMYAET
NPEACTaBICHHYIO POPMY OT OOBIYHOW HOMEHKIIATYPBI JIEI.

2. Odopmurte cripaBKy-3aMECTUTEIb, BHYyTPEHHIOIO OMHCH U JIUCT 3aBEPUTEh KOH(PHUICHIIMATIBHOTO Jea.
3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
Odopmure B COOTBETCTBUHU C TPEOOBAHUAMHU KOH(PHUACHIIMATBEHOE AETIO.

[IpucTtynas k caMOCTOSATENIBHOMY U3yYE€HHIO TEMBI U BBIITOJIHEHUIO 33/IaHUS HAJI0 YACHUTb, YTO
UCIIOJTHEHHbIE KOH(UIEHIINAIbHbIE IOKYyMEHThI 00s3aTenbHo GopMupyrores B aena. B hopmupoBannu
KOH(UIEHIIMATBHBIX JIe]1 €CTh 0COOEHHOCTHU O CPAaBHEHUIO C POPMHUPOBAHUEM U OOPMIIEHUEM OTKPBITHIX
nein. B wactHocTH, 06s3aTeabHO 0popMIIIETCS BHYTPEHHSSI OIUCH JIeja, TPOCTaBISAIOTCS IpUbI
KOH(PUIEHINATBHOCTH U JIp

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

6 cemecTp
* mocenraemocts — 10 GamtoB
*  TEKyImui KOHTPOJIbL — 80 OamioB
*  KOHTPOJILHBIE CPe3bl — 2 cpe3a Mo 5 0aIoB KaxIblit
* mpeMuasbHBIC OauTel — 20 6aioB

Pacnipenenenre 6aJiioB 10 3aaHKSIM:

No  [HaszBanue tembl | DopMbl Max. MeTtonuka mpoBeICHUS 3aHATHS U OLICHKU
Te | /BHJI y4eOHOH |TEKyIEro | KoJI-BO
MBI paboThI KOHTpoJisi | 0asuioB

/ cpe3sl
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Hopmarusnaa |IIucemenH 10 10-9 6amnoB — CTYACHT BBIIOIHWI paboTy 0e3 OIMOOK U HEAOUETOB,
0a3a paboThl ¢ |as paborta JOMYCTHII He OoJiee OHOTO HEeAoUeTa.
koH¢puaeHnuans | (Ilucemen 8-6 6aJTIOB — CTYAEHT BBHIOJHHI PabOTy MOTHOCTHIO, HO AOIMYCTHI B
HBIMHU Has Hell He OoJiee oHOM Herpy0Ooil OMMOKKM M OJHOTO HEAOYETa, MU He
JOKYMEHTaMH |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
3axonomarensH | [IpakTae 10 10-8 ©OamioB HAYHCIAECTCS CTYAEHTaM, KOTOpPHIE TIPABHIIBHO
ble CcKast BBINOJIHIIIN 3a/laHUE
orpaHuueHus Ha | paboTa 7-5 6aI0B — HEMIOJIHOE BBIIIOJHEHHUE 3aJaHUs
COCTaB (Pemenmne 4-1 6aT — HETOTHOE ¥ HETOYHOE BBITOTHCHHE 3aJaHHS
KOH(HICHINAJb | CHTYaluo
HOI HHBIX
nHpOopMarIm. 3a/1a9)
[Mucemenn 10 10-9 6amioB — CTyACHT BBIIIOJHWI paboTy 0€3 OMMOOK U HEJOUYETOB,
as pabora JOMYCTHII He OoJiee OTHOTO HEeAoUeTa.
(ITucemen 8-6 6aJTIOB — CTYACHT BBHIIOJHHI PabOTy MOTHOCTHIO, HO AOMYCTHI 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 IOJIOBUHBI
paborta) paboThl WK AOMyCTHI He Oonee AByX TpyObIX OIMOOK, Wi He Ooiee
OJHOU TpyOOil U OHOW HErpyOOoil OMMOKKM W OJHOTO HEIOYeTa, WU
He Oojee ABYyX-Tpex HErpyOBIX OIIMOOK, WM OTHOM HerpyOoi
OmMOKKA M TPeX HEJOYETOB, WM MPHU OTCYTCTBHU OMIMOOK, HO TPH
HAJIMYUU YETHIPEX-TISITH HEIOYETOB.
3-2 Oamnma — CTYOGHT MpPaBUIBHO BBIIIOJHHUI MEHEE MOJIOBUHBI
paboThL, JOMYCTHI HECKOIBKO HEIOYETOB.
1 Gamn — CTyOEHT MpaBWIBHO BBIMOJIHWI He Ooiee 25% paboThl,
JOTYCTHIT HECKOJIBKO HEZ0UETOB MU Oojiee 3 TpyObIX omrOoK
Tectupos 10 1 Gamn HaumcnsieTcs 3a Kaxasie 10% mpaBHIIBHBIX OTBETOB
aHue
Pazpemmurensha |[Tucemenn 10 10-9 6amnoB — CTYACHT BBIIOIHWI paboTy 0e3 OMMOOK U HEAOUETOB,
sI cUCTeMa as pabora JOMYCTHII He OoJiee OHOTO HeAoUeTa.
JOCTyma K (ITucemen 8-6 6aJTIOB — CTYAEHT BBHIIOJHHI PabOTy MOTHOCTHIO, HO AOMYCTHII B
KoHQUAEHIMANb [  Has Hell He OoJiee oHOM Herpy0Ooil OMMOKKM M OJHOTO HEAOYETa, MU He
HOU CaMOCTOSIT OoJiee IBYX HEIOYETOB.
UHpOpPMAIIMU | enbHas 5-4 Ganma — CTYOEHT NPABWIGHO BBIMOJHHI HE MEHEE IOJIOBHHBI
paborta) paboThl WK AOMYyCTHI He Oonee AByX TpyObIX OIMOOK, Wi He Ooiee

OJTHOU TpyOOif U OTHOW HErpyOOil OIMMOKKM W OJHOTO HEIOUYeTa, WU
He Oojee ABYX-Tpex HErpyOBIX OIIMOOK, WM OTHOM HerpyOoi
OmMOKKA M TPeX HEJOYETOB, WM MPHU OTCYTCTBHU OIIMOOK, HO TPH
HAJIMYUU YETHIPEX-TISITH HEIOYETOB.

3-2 Oamnma — CTYOGHT MpPaBUIBHO BBIIIOJHHUI 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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Kosustoxs 5 KomnnoxkBuym MOXeT IpOBOIUTCS B yCTHOW M MUCBMEHHOH (opMe.
HyM Ha xominokBuyM BBIHOCHTCS YacTh Marepuaia 3k3amena. OleHKa 3a
(KonTpoa KOJUIOKBHYM YYHUTBIBACTCS TPU BHICTABICHUM (PHHAILHOW OIICHKH 3a
bHBII JK3aMEH.
cpe3)(KoH KosiokBryM CTaBHT CIIEIYIONINE 3aa9H;
TPOJIBLHBI - MPOBEPKa M KOHTPOJIb TOJTYUYCHHBIX 3HAHUN TI0 U3y4aeMOM TEME;
ii cpe3) - pacmMpeHue MpoOJeMaTUKH B paMKaX JIOTIOJIHUTEIIBHBIX BOTPOCOB
110 JaHHOM TEMe;
- yrIyOJieHUe 3HAHWIA MPU TTOMOIIY UCTIONB30BAHUS JTOTIOIHUTEIIEHBIX
MaTepHUaJIOB IIPU MOJTOTOBKE K 3aHSATHIO;
- CTYHIEHTHl JIOJDKHBI TPOACMOHCTPUPOBAaTh YMEHUS pPadOThI C
Pa3IUYHBIMHA BUJIAMH HCTOPUIECCKUX UCTOYHUKOB;
- (opMupoBaHUE  YMCHHMI  KOJUIGKTUBHOTO 00CyXIeHus
(momaepKUBaTh TUAJIOT B MUKPOTPYTINAX, HAXOMUTh KOMIIPOMUCCHOE
pelieHre, apryMEHTHPOBATh CBOIO TOYKY 3PCHHS, YMCHHE CIYIIaTh
OIITOHEHTA, TOTOBHOCTh MPUHSTH MO3UIUIO IPYTOT0 YYaIIEerocs).
5-4 Ganna - Iy0OKO€ U MPOYHOE YCBOCHHUE IMTPOrPaMMHOTO MaTrepHaa
- TIOJTHBIE, MTOCIIEIOBATENBHEIC, TPAMOTHBIC M JIOTHUECKH U3JIaraeMbie
OTBETHI PU BUJOU3MEHCHUU 3aJ]aHUsl, - CBOOOTHO CIPABIISIONIHECS C
MOCTABJIICHHBIMH  3a/layaMi, 3HAaHUS Marepuana, MPaBUIILHO
000CHOBaHHBIC TPUHSATHIE PELICHUS, - BIAJICHUE Pa3HOCTOPOHHUMU
HaBBIKAMH U TPUEMaMH BBITTOJIHEHUS MPAKTUICCKUX PadoT.
3 Gaya - 3HaHUE MPOTPAMMHOTO MaTepuaia - TPaMOTHOE U3JI0KEHUE,
0e3 cyliecTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIPOC, - MPaBHILHOE
MPUMECHECHUE TCOPETHUYECKUX 3HAHWUH - BIIAJICHHE HEOOXOIUMBIMU
HaBBIKAMHU TIPH BBITTOJTHEHUH MTPAKTHYECKUX 3a/1a4.
2-1 ©Oamn - YyCBOGHHME OCHOBHOTO Marepuajlia - TIpU OTBETE
JIOITYCKAIOTCS HETOYHOCTH - MPH OTBETE HEIOCTATOYHO NPaBUILHBIC
(OpMYITHPOBKH - HAPYIICHHE IOCIIEIOBATSIILHOCTH B H3JI0KCHUU
MpOrpaMMHOTO ~ MaTepuaja - 3aTpyJHCHHS B  BBIIOJHCHUU
MPaKTHYECKHUX 3aJaHUN
[TonroroBka u |IImcemMeHH 10 10-9 GamroB — CTYIEHT BHIOIHWI paboTy 06e3 OMMOOK U HEIOYETOB,
W3IaHne ast pabora TOTTYCTHI He 0oJiee OMHOTO Hemo4ueTa.
koH(puaeHuans | (IlucbMen 8-6 0aTOB — CTYACHT BHITIONHUI PabOTy MOTHOCTHIO, HO JOYCTHI B
HBIX Has Hel He 0ojiee OMHON HErpyOoi OmMMOKH W OHOTO HEIOUYeTa, WIIH He
JOKYMEHTOB | CaMOCTOAT Oonee AByX HEIOYETOB.
ebHas 5-4 Oamna — CTyAEHT NPaBHIBHO BEHITIOJNHWI HE MEHEE IOJIOBHHEI
pabora) 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
OIMOKN M TPEX HEIOYETOB, WIH MPH OTCYTCTBHH OIIMOOK, HO MpPH
HaJMYUHU YETHIPEX-TISITH HEAOYETOB.
3-2 Oamra — CTYICHT NPABWIHHO BBITIOJHWI MEHEE IT0JOBHHBI
paboTHI, TOMYCTHII HECKOJIBKO HEIOYETOB.
1 Gamnm — CTymeHT MpaBWIBHO BHIMONHWI He Oomee 25% paboThl,
JOTTYCTHJI HECKOJILKO HEIOUETOB I OoJiee 3 TpyOBIX OMMO0K
Tectupos 10 1 6ann Hauncnsiercs 3a Kaxkable 10% NpaBHIIBHBIX OTBETOB
aHue
O6paboTka IIpaktrue 10 10-8 ©OamioB HAYHCIAETCS CTYAEHTaM, KOTOpPHIE TIPABHIIBHO
MOCTYIAIOIINX cKast BBITIOJTHUITY 33/IaHNE
KoH(uAeHaNh | pabora 7-5 0aIoB — HETIOTHOE BBHIMTOJIHEHUE 33/TaHUS
HBIX (Pemenmne 4-1 6aT — HETOTHOE ¥ HETOYHOE BBIITOJTHCHHE 3aJaHHS
JOKYMEHTOB, HIX | CUTYyaIllo
yUeT, HHBIX
perucTpanus, 3a/1a9)
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KOIHUpoBaHUE U | Kols10KB 5 KomnnoxkBuym MOXeT IpOBOIUTCS B yCTHOW M MUCBMEHHOH (opMe.
Pa3sMHOXCHHE HYM Ha xomnokBuyM BBIHOCHTCA YacTh MaTepuasia 3k3ameHa. OlLeHKa 3a
(Kontpoa KOJUTOKBHUYM YYHTBIBAETCS IIPH BHICTABICHUH (PUHANBHOW OLICEHKHU 32
bHBIN 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 IOMOILBIO KOTOPBIX
MOXKHO HaOparhb
JIOTIOJHUTEJIbHBIE OaslIbl
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 | /BUXy4eOHOW |TEKyIIero | KOJI-BO
MBI paboThI KOHTpOs | Oamios

/ cpe3sl
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Opranuzamus  |[luceMeHH 5 5 6ayIoB - paboTa BBIMOJIIHEHA U 0opMIIeHA OE3yIPEUHO
UCTIOJTHCHHS U | ast paboTa 4 Oana- UMEIOTCS HE3HAYHUTEIbHBIC ONMIMOKH B COMCPKAHUM H/UITU
koHTpons 3a | (IIucemen odopmIIeHUN pPabOTHI
HCIOJHEHHEM Hast 3 6ayia — paboTa BBIMOJIHEHA C OIIUOKAMU
KOH(HICHITNAIIb | CAMOCTOST 2 Oamna - paboTa BBITIOJTHEHA ¢ OTMOKaMu U o(popMiieHa HEOPEHKHO
HBIX eIbHast 1 Gamn - pab®oTa BBINOJHEHA C CYIICCTBCHHBIMH OIIMOKAMU U
JIOKyMEHTOB pabota) odopmiieHa HEOPEIKHO
Tectupon 10 1 Gann HaumcnsieTcs 3a Kaxasie 10% mpaBHIIBHBIX OTBETOB
aHue
Hopmarusraoe |I[lucemenH 5 5 6ayioB - paboTa BBIMOJIHEHA U 0(opMIIeHA OE3yNPEUHO
perynupoBaHue |ast pabota 4 Oana- UMEIOTCS HE3HAYHUTEIbHBIC ONMIMOKH B COJCPKAHUM W/HITU
dhopmupoBanusik | (ITucemen odopmIIeHUH pabOTHI
OH(UICHITUATBH Has 3 6ayia — paboTa BBIMOJIHEHA C OIIMOKAaMU
BIX JIeN U CaMOCTOSAT 2 Oamna - paboTa BBITIOJTHEHA ¢ OITMOKaMu U o(popMIIeHa HEOPEKHO
MMOATOTOBKU UX | eIbHas 1 Gamn - pabGoTa BBINOJHEHA C CYIICCTBCHHBIMH OIIMOKAMH U
K mepeqaue Ha | pabota) odopmiieHa HEOPEIKHO
apXUBHOC Kosnsoks 5 KommokBrym MOXKET IPOBOAUTCS B YCTHOM M MHUCEMEHHOHU (hopMe.
XpaHCHUC UyM Ha xomiokBuyM BBIHOCHTCA YacTh Marepuania dk3amena. OleHka 3a
(KonTpoa KOJIJIOKBUYM YYHUTHIBACTCS TPH BBICTABICHUHM (DMHABLHOM OIICHKHU 3a
bHBbII DK3aMEH.
cpe3)(koH KonnokBryM CTaBUT CleIyHOUIUE 3a0a4u:
TPOJILHBI - MpOBEpKa M KOHTPOJIb MOYICHHBIX 3HAHUU TT0 H3y4aeMOi TeMe;
ii cpe3s) - pacuupeHue MpooJIeMaTHKHA B paMKax JOTOTHHUTEILHBIX BOIIPOCOB
110 JaHHOM TEMeE;
- yrIyOJicHHE 3HAHMIA MPHU TIOMOIIY HUCIIOIB30BAHUS JOMOJIHUTEIIbHBIX
MaTepHUaJIOB IPU MOJATOTOBKE K 3aHSATHIO;
- CTYOEHTBI JOJUKHBI IPOAEMOHCTPHUPOBAaTh YyMEHUS pabOThI C
Pa3IMYHBIMHA BHAMH HCTOPUICCKUX HCTOYHHUKOB;
- dhopMupoBaHue YMEHUH KOJUIEKTUBHOTO 00CyKICHHS
(momaep)KuBaTh JUAJIOT B MUKPOIPYIIIAX, HAXOAUTh KOMIIPOMUCCHOE
pelleHre, apryMEHTHPOBAaTh CBOIO TOYKY 3PECHHS, YMEHHE CIyIIaTh
OIIOHEHTA, TOTOBHOCTD MPHHSTD MO3UIHIO APYTOr0 yYamerocs).
5-4 6anna - ryOoKoe U MMPOYHOE YCBOSHUE IIPOTrPaMMHOTO MaTepraia
- MOJIHBIE, MTOCJIEI0BATEIIbHBIC, TPAMOTHBIC M JIOTHUECKH H3jIaracMbie
OTBETHI MPH BUIOU3MEHECHUH 3aJlaHusl, - CBOOOIHO CIPABJISIOIINECS C
MMOCTABJICHHBIMK  3a/lauaMi, 3HAHUS Marepuaia, - [PaBUIBHO
000CHOBaHHbIC MPHHATHIC PELICHMS, - BIaJCHUC Pa3HOCTOPOHHUMU
HaBbIKAMH M ITPHEMaMH BBITTOJIHEHHUS PAKTUICCKUX PadoT.
3 Oayuta - 3HaHHWE TPOTPAMMHOTO MaTepHaia - TPaMOTHOE U3JIOKCHHUE,
0e3 CyIlIeCTBEeHHBIX HETOYHOCTEH B OTBETE HA BOMPOC, - IPABUIBHOE
MPUMEHEHUE TCOPCTHUYCCKUX 3HAHUH - BIIAJCHHE HEOOXOIUMBIMHU
HaBbIKAMH MPH BBITTOJHCHHUH MTPAKTHUCCKUX 3a1a4.
2-1 ©Oamn - YyCBOGHHE OCHOBHOTO Marepuajga - IIpH OTBETE
JOITYCKAIOTCS HETOYHOCTH - IIPH OTBETE HEJAOCTATOYHO IPaBUIbHBIC
(OPMYITMPOBKH - HAPYIICHHE IOCICIOBATCIIBHOCTH B H3JI0KEHUH
MpPOrpaMMHOIO  Marepuaja - 3aTpyJHCHHS B  BBIIOJHCHUHU
MPaKTUYECKUX 3aJJaHUM
[IpaBoBbIe [Mucemenn 5 5 6ayIoB - paboTa BBIMOJIHEHA U 0opMIIeHA OE3yNPEUHO
OCHOBEI pexXuMa |ast pabora 4 Oana- UMEIOTCS HE3HAYHUTEIbHBIC ONIMOKH B COJCPKAHUM H/UITU
coxpannoctd 1 | (Ilucemen oopmiennn padoThI
KOHTPOJIS Hast 3 6ayia — paboTa BBITOJIHEHA C OIIOKAMU
HaJTAIUS CaMOCTOSAT 2 Oamna - paboTa BBITIOJTHEHA ¢ OITMOKaMu U o(popMIIeHa HEOPEKHO
KOH(UICHIINANE | eTbHasd 1 Gamn - pabGoTa BBINOJHEHA C CYIICCTBCHHBIMH OIIMOKAMH U
HBIX pabota) odopmiieHa HEOPEIKHO
AOKYMCHTOB | TecTupoB 10 1 6amn Hauncnsercs 3a Kaxapie 10% mpaBUIIEHBIX OTBETOB

aHue
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Pexum

KOH(HICHITAITH

HOCTH IIpU
MIPOBEICHUU
COBeEIaHn

[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. Pa3pemuTenbHas cuctemMa J0CTymna K KOHGUASHIIMATIbHOW HHPOpMAITIH
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. O6paboTka nocTynarmux KOHQUACHINAIBHBIX TOKYMEHTOB, X YUE€T, pETUCTPaLUs, KOIIUPOBAaHHUE
U Pa3MHOKCHHE

Tema 7. HopmatuBHOe perynupoBanue HOpMUPOBaHUAKOH(DUICHIIMATBHBIX /1€ U IOATOTOBKH UX K
nepenaye Ha apXUBHOE XPAHECHUE

1 Kakum 06pa3oM oCymecTBISIETCS pacpeaeieHine KOHPUICHIINAIBHBIX TOKYMEHTOB TI0
UCHOJHATEIIM?

2 Kaxum 00pa3oM MPOUCXOIUT ONPEAETICHNE CPOKOB HCIIOIHEHNS KOH(PHUICHIINATBHBIX TOKYMEHTOB?
3 Kaxk oopmisiercst pe3ontonns Ha KOH(PUICHINATBHOM JJOKYMEHTE?

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

5 Kak ocymiecTBisieTcsi KOHTPOJIb 38 UCIIOTHEHUEM KOH(DUCHIINATbHBIX JOKYMEHTOB?

Tema 9. PexxuM koH(UICHINATBHOCTH MIPU NPOBEICHUH COBELIAaHUN
1 Yto BKIIFOUAET PEKUM XpaHEHUsT KOHPUICHITUATBHBIX JOKYMEHTOB?
2 KakoBbl TpeOOBaHUS K XpaHUIIHUIILY ?
3 KaxoB nopsigok oOparieHus ¢ KOHPUICHINATBHBIMHA TOKyMEHTaMU?
4 KakoB IpsI0K BbIIa4X U paboThI ¢ KOH(UACHINAIBHBIMUA JOKyMEHTaMH?
5 Kakum 06pa3zoM OCyIIECTBISIIOTCSA IPOBEPKH HAIMYMS KOH(UACHIUAIBHBIX TOKYMEHTOB?

Omnpoc

Tema 9. Pexxum KoOHPUACHITMATHFHOCTH MPH MMPOBEACHUH COBEIIAHUN
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1 Ilopsimok mpoBeaeHHs COBELIaHUH (TIEPErOBOPOB) MO KOH(UACHIUAIBHBIM BOTIPOCAM.
2 OCHOBHBIE 3Tallbl OPraHU3aALNN COBELIAHUS.

3 CornacoBaHue nepedHs: 00CyX1aeMbIX BOIIPOCOB.

4 OmnpezneneHue coctaBa y4aCTHUKOB COBEIIAHUS.

5 JIokyMeHTBHI KOH(DHUIECHITNAITBHOTO COBEIIIAHMSI.

IIncbmennas padora (IlmcbmenHasi caMocTosiTe/IbHAsS padoTa)

Tema 1. HopmaruHas 6a3za paboThl ¢ KOHPHICHIMAIBHBIMU JOKYMEHTaMHU

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

2 «IlomoxkeHne 0 peXUME KOMMEPUECKOH (CTyKeOHOI) TaltHbl OpraHu3alun» - CTPYKTYpa,
coziep)kaHue, MopsA0K opopMiIeHusI.

3 Odopmute  paszpeuieHuil Ha paboTy ¢ KOHPHUIACHIIMATEHBIMU TOKYMEHTAMHU U COTJIAIICHUH O
HepasIIalleHUU TalHbl.

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

5 IlpoBectn  aHanM3 ydera HocuTenel HH(OPMALUU U TPOEKTOB KOH(UIEHIINAIBHBIX TOKYMEHTOB.

Tema 2. 3akoHOMaTENbHBIC OTPAHUYEHHUS HA COCTAB KOH(UICHIINATbHON NH(OPMAIIIH.

Tema 3. Pa3pemuTenbHas cuctemMa J0CTymna K KOHGUASHIIMATbHOW HHPOpMAITIH

Tema 4. IlogroroBka u n3ganue KOHPUACHITHATHHBIX JOKYMEHTOB

Tema 6. OpFaHI/I?)aI_[I/I}I HCIIOJTHCHUA U KOHTPOJIA 3a UCIIOJITHCHUEM KOH(l)I/I,Z[eHI_II/IaHBHBIX JAOKYMCHTOB

1 3anonnenue xxypHana ydyeta KJ[ BbIIeIeHHOTO XpaHEHUsI U KapTOUKY y4deTa BbIAauu
KOH(pHIEHITUATBHOTO T0KyMEHTa

2 Odopmaenue paspenieHus Ha konupoBanue K/I.

3 OdopmieHne BBIMUCKU U3 KOHPHUIECHIIMATIHLHOTO TOKYMEHTA.

4 TlpoBeneHue npoueaypsl yI0CTOBEPEHUS KOTMHU KOH(PUAECHINAIBLHOTO JOKYMEHTa
5 3anonHeHue KOHTPOJIbHBIX KapTOYEK HA KOH(PHUICHIIMATBHBIC TOKYMEHTHI

Tema 7. HopmatuBHOe peryiaupoBaHue pOpMHUPOBAHUSIKOH(UICHIIMATBHBIX A€ U MOATOTOBKU UX K
nepeaye Ha apXUBHOE XpaHEHHE

Tema 8. [IpaBoBbIe OCHOBBI peKUMa COXPAHHOCTH M KOHTPOJIS HAJIMYMS KOH(UACHIMAIBHBIX TOKYMEHTOB

IIpakTnyeckas padora (Pemenue cMTyamoHHbBIX 3a7a4)

Tema 2. 3akoHOmaTENbHBIC OTPAHUYEHHUS HA COCTAB KOH(MUICHIINATIbHON NH(OPMAIIIH.

1. Knaccugukanus napopManuy 1 JOKYMEHTOB IO KaTeTOPHSIM JOCTYTIA.

2. Bugasl cBeneHnii KOHGUIESHIIMATBLHOTO XapakTepa.
3. [lonsiTHE KOMMEPUYECKOH TalHbI, €T0 3aKOHOATEIbHAS 0a3a.
4. TlonaTre rocynapCcTBEHHON TalHBI, €T0 3aKOHOAATeIbHas 0a3a.
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5. HopmatuBHO-TIpaBoBasi 6a3a opranu3aniu padoThl ¢ JOKyMEHTaMHM, COIEPKAIIUMU CITyKeOHYIO TaifHy,
TaifHy CJIEACTBUS U CyIONPOU3BOACTBA.

Tema 5. O6paboTka nocTynammux KOHQUACHINAIBHBIX TOKYMEHTOB, X YUE€T, pETUCTPALUs, KOIIUPOBAaHHUE
U Pa3MHOKCHHE

Tema 9. Pexxum KOHQUACHITMATHFHOCTH MPH MMPOBEACHUH COBEIIAHUN

TecrupoBanue

Tema 2. 3akoHOmaTeNbHBIC OTPAaHIUYEHHSI HA COCTAB KOH(PHUICHIINATEHONW HHPOPMAIIH.

1. JokymeHTHpOBaHHast UH(pOpMaLIKA, JOCTYN K KOTOPOH OTPAaHUYUBAETCS B COOTBETCTBHH C
dbenepanbHBIMU 3aKOHaMH PD — 3710 ...

KOHUAEHITHaTbHasA HHpOopMaIus;
rOCy/IapCTBEHHAs TalHa;
KOMMepYecKas TaifHa.

2. CBenenusi 0 (pakTax, COOBITUSAX B 0OCTOSITETHLCTBAX YACTHOM JKU3HH IPAKIAHIHA, TTO3BOJISIONTNX
UACHTU(DHUIUPYIOIIUX €TO THYHOCTH — ITO ...

[IEPCOHAJIbHBIE IaHHBIE;
CITyKeOHbBIC JJaHHBIC.

3. Kakue BBIACTAIOT BUIBI HHPOPMAITMOHHBIX PECYPCOB 110 KaTEeropusM rocrymna?
00IIeI0CTYITHBIE;

OTrPaHUUYEHHOTO JA0CTYIIA;

HEOI'PaHUYEHHOI'0 10CTYyIa.

4.IIpaBoBbIe, OpraHU3aIMOHHBIE, TEXHUYECKHE U MHbIE MEPbI, IPUHUMaeMble o01agareneM HHPOpMaIuy,
COCTaBJISIIOIIMM KOMMEPUYECKYIO TaifHy, 110 OXpaHe ee KOH(PUICHIINATbHOCTH — 3TO

LIEHHOCTb KOMMEPYECKON TalHblI,
PEKUM KOMMEPUYECKOU TalHBI.

5. dusnyecKoe JIMIO WIK MaTepUaIbHbI 00BEKT, B TOM YUCIe PU3NUECKOE M0JIe, B KOTOPHIX HHPOPMAIUI
HaXOAMT CBOE OTOOPaXEHUE B BHJIE CUMBOJIOB, 00pa30B, CHTHAJIOB, TEXHUYECKHUX PEIICHUH U POIIECCOB —
3TO ...

HOCHUTEh UH(OPMAIIHH;
(dhonHm000pa3OBaTEND;
3amuTa “HPOPMaIIUH.

Tewma 4. IloaroroBka u n3ganue KOHPUACHITUATHHBIX JOKYMEHTOB

1.Kakoii rpu¢d (momeTka) mpocTaBisieTcsl Ha KOHPUACHIIMAIBHBIX TOKYMEHTaxX (pefepanbHbIX OpraHOB
roCyAapCTBEHHON BJIACTH, a TAKXKE MTOJIBEAOMCTBEHHBIX UM MPEANPUATHH, yUPEKICHUN U OpraHu3anui?

« st cimy»keOHOTO MOTh30BAHUSD;
«Kommepueckas TaiiHay.

2. Kaxkoii rpud (momeTka) mpocTaBisieTcst Ha KOHPHUISHIIMATBHBIX JOKYMEHTaX (PU3NYECKUX U
OPUIAYECKUX JTUIL?

«[mst cimy»keOHOTO MOTh30BAHUS;
«Kommepueckas TaiiHa».

3. HenpaBomepHBIi BBIXO KOH(GHUACHIINAIEHOW HHPOPMAIIUH 3a MPEesibl 3alIHIaeMOi 30HbI e
(YHKIMOHUPOBAHHS WM YCTAaHOBJICHHOTO KpYTa JIMII, €CJIA 3TOT BBIXOJ PUBEI K MOTYYCHUIO
MH(OPMALIMH TUIIAMU, HE UMEIOIIMMH K Hel CaHKIIMOHUPOBAHHOTO JAOCTyIA — 37O ...

pasriamienue KoHpUASHIMaIbHON HHPOpMaIINH;



yTpara KOH(UICHINAIbHON HH(pOpMALINY;
OnokupoBaHUE KOHPHUACHIINATHHOU HHPOPMAITUH.

4.JlessTenbHOCTB, 0OecIeunBaroIas JOKyMEHTHPOBaHNE KOHPHICHIIMATBLHON HH(OpMAIK, OPraHU3aIHIO
paboThl ¢ KOHUACHIINATEHBIMU TOKYMEHTAMHU U 3aIIUTY COEpIKaIIEHCs B HUX HH(POPMALIUU — 3TO ...

KOH(UACHIMAIBHOE JIEIONPOU3BOJICTBO;
JOKyMEHTAI[MOHHOE 00eCTIedeHNe YIIPABICHHUS.

5.Ha xakux JOKyMeHTax CTaBUTCS TPU(Q CEKPETHOCTH?
Ha JIOKYMEHTaX, COJEPKALIUX CIIyKEOHYIO TaliHy;

Ha JIOKYMEHTaXx, COJIepKalliX BpaueOHYyIO TaiiHy;

Ha JIOKyMEHTAaX, COAEPKAIUX rOCyJapCTBEHHYIO TalHY;
Ha JJOKYMEHTAaX, COAEPKAIIUX KOMMEPYECKYIO TalHY.

Tema 6. Opranuzanus UCTIOTHEHHS U KOHTPOJIS 32 UCTIOTHEHHEM KOH(PUICHIIUATBHBIX TOKYyMEHTOB
1. Kakue obs3arenbcTBa OepeT Ha ceOst paOOTHUK, TOMYIIEHHBIN K KOHGUIESHITHATLHON HHHOPMAIIHNH,
colieprKalllei KOMMEPUYECKYIO TailHy?
0 Hepa3MIalleHuH KOHPUASHIIMAIbHON HH(OPMaLIMK 10 BBIXOAA HA IEHCHIO;
0 Hepa3MIalIeHUN KOH(PUICHIINATLHON HH(DOPMALIUK TTOKU3HEHHO;
0 HepasmIaleHny KOHPUIECHITMATLHON HHGOPMAaIUK B IEprUo1 padoThl Ha PUPME U B TCUCHHUE, KaK
MUHUMYM, TPEX JIET TOCIIe YX0/a;
0 HepasmIaleHnu KOHPUIEHITMATbHON HHGOPMAIIMK B TIEpUO padOTHI Ha pUpMe.
2. I'me BeneTcs y4eT Bcex UCXOASIINX KOHPUACHIIMATBHBIX TOKYMEHTOB?
B )KypHaJle y4yeTa U3JaHHbIX JOKyMEHTOB;
B PEECTpe UCXOIAIINX KOH(DUIECHITNATBHBIX JOKYMEHTOB;
B )KypHaJie yuyeTa JOKYMEHTOB BbIIEJIEHHOTO XpaHEHUS;
B J)KypHaJje yueTa HoCUTeel koH(uaeHInanbHO nHpopMaluu.
3. Kto umeeT npaBo gaBaTh pa3pelieHne Ha TOCTYN K KOHPUACHIMaIpHOM nHpopmaIuu Bce pupmbl?
3aMECTHUTEIh PYKOBOIUTEIIS, UCTIOTHSIONIHA €ro 00s3aHHOCTH,
JIUII0, OTBETCTBEHHOE 32 KOH(UIACHIIMATBLHOE JIEIONPOU3BOACTBO;
HAYaJIbHUK CITY>KObI 0€301TaCHOCTH.
4. B TeueHHe KaKoro Meproja BEJETCs KypHaJ ydyeTa MOCTYNUBIINX KOHPHUACHINATbHBIX TOKyMEHTOB?
710 OKOHYAHHS CTPAHMUII B KypHAJIE,
3 rona;
KaJIEHIapHOTO TO/Ia;
710 CIa4YM B apXHB 3apPETUCTPUPOBAHHBIX B HEM JIOKYMEHTOB;
5 ner.
5. K10 umeeT nmpaBo yCTaHABIMBATh PEKUM KOMMEPUYECKON TaHBI?
IJ1aBa roCyJapcTBa;
HAJIOTrOBasi MHCTIEKIHS;
MIPABOOXPAHUTEIIHLHBIC OPTAHBI;
coOCTBEeHHUK MH(OpMAITHH.

Tema 8. [IpaBoBbIE OCHOBBI peKHMa COXPAHHOCTU M KOHTPOJIS HAJINUUs KOH(PUIEHIIUATBHBIX TOKYMEHTOB
1.Kro  ycraHaBnMBaeT pexuM CIy eOHOU TaiHbI?
IJ1aBa rocyapcTBa;
COOCTBEHHUK MH(OPMAIIH;
MIPaBOOXPAHUTEIbHbIE OPTaHbI;
JOJKHOCTHBIE JIMIIA, YTIOJTHOMOYEHHBIE PYKOBOJUTEIIEM OpraHa BIACTH.
2. B xakom ciiyqae  KOH(pHACHIIMAIBHBIA JOKYMEHT CHUMAETCS C YUeTa BBIJICIICHHOTO XpaHCHHUS ?
IIpY NTOILIMBKE B JI€TIa;



MIPH BBIIAYE COTPYIHUKY JUISl paObOTHI;

MPY €KETOJTHOM MTPOBEPKE.

3.Kak  Qopmupyercs sKcriepTHas KOMHCCHUS 110 3aIIUTE KOHPHISHIIMAIbHON nHpopMmarmn?
Ha3HA4YaeTCA BBIMIECTOSIICH OpraHu3alnuei;

CO3J1aeTCs MPUKA30M PYKOBOAUTENS (PUPMBI,

n3bupaercs peneHueM oo1ero coopanus TPyA0BOTro KOJIICKTHBA.

4.Kak  ompenenstoTcsi CpoKH KOH(DUIACHINAIBHOCTH HHPOPMALIUU U JJOKYMEHTOB?

OHHU JIOJKHBI COBIIAJIaTh CO CPOKAMH XPaHEHHUS JOKYMEHTOB;

B 3aBHCHMOCTH OT CPOKa JACHCTBHSI YCIOBUN, HEOOXOMUMBIX JUIS IPU3HAHUS HHPOPMAITHH
KOH(HUICHIIUATHHOM;

10 TUITOBBIM MEPEYHSIM JTOKYMEHTOB C YKa3aHHEM CPOKOB KOH(UICHIIMATEHOCTH.

5.4Yro Takoe  KOH(pUACHIHAIbHBIC JOKYMEHTHI BBIJICIICHHOTO XpaHCHHMS ?

JOKYMEHTBI, KOTOpPBIC HE TIOANINBAIOTCS B JIEJIa;

JOKYMEHTBI TOCTOSTHHOTO CPOKa XpaHEHUS;

JOKYMEHTBI, BBIJICTICHHBIE 111 YHUUTOXKEHUS;

JIOKYMEHTBI, UMEIOIINE 0CO0YI0 IIEHHOCTh U TPEOYyIore 0COOBIX MEp 3aIlUTHI.

4.3 IIpomexxyTouHast aTTeCTaIMsA 110 AUCIUIUIMHE MPOBOIUTCS B JopMe 3adeTa, IK3aMEeHa

Tunosbie Bonpocsl 3auera (IIK-5)
1 Knaccudwuxkaius nHbopMaIii U JOKYMEHTOB IO KATETOPHUSIM JOCTYTIA.
2 Tlonarue neHHOW W KOHPUACHIIUATHLHOW HHPOPMAIIUH.
3 IlpaBoBOii pexxuM UHPOPMAITUN OTPAHUYESHHOTO JOCTYTIA.
4 Bupsl cBeneHUiA KOH(GUICHIIMAIBHOTO XapaKTepa.
5 Hocurenu koHGUASHIMATEHOW HHPOPMAITUH.

Tunosble 3axanus s 3a4era (IIK-5)
1.0dopminenne KOHPUISHITUATHLHOTO TOKYMEHTA.
2. OnucaHue TEXHOJIOTUH MpHeMa KOH(PHUIECHIINATBFHOTO TOKYMEHTA.
3. 3anosHEeHNEe PETUCTPAIMOHHON (OPMEI.
4. OnpeneneHue MoCiea0BaTENbHOCTU AEUCTBUN IIPU CHATUU JOKYMEHTA C KOHTPOJIS.
5. OdopmieHne BHyTPEHHEH ONMUcH KOH(GUIECHIIUATLHOTO JIeiia

Tunosblie Bonpocskl 3xk3amena (ITK-5)
1 OcobenHoct  0OpPaOOTKH BXOAALINX KOH(PHUACHIINATBHBIX JOKYMEHTOB.
2 Drtanel  00pabOTKU UCXOASIINX KOHPUACHITUATBHBIX JOKYMEHTOB.
3 KonduneHiumanpHple  JTOKyMEHTHI BBIJICIICHHOTO XPaHEHUSI.
4 Tlpoueaypsl  THUPAKUPOBAHUS U KOMTUPOBAHUS KOH(DUICHITHAIBHBIX JOKYMEHTOB.
5 VYmocTtoBepeHue Komuii 1 0)OPMIICHHE BBIMMUCOK U3 KOHPHUICHIIUATHHBIX IOKYyMEHTOB.

TunoBble 3axanus s dxk3amena (ITK-5)
1.0dopmnenne kKOHPUISHITUATHLHOTO TOKYMEHTA.
2. OnucaHue TEXHOJIOTUH MpHeMa KOH(PHUIECHIIMATBFHOTO TOKYMEHTA.
3. 3anoJHEeHNEe PETUCTPAIUOHHOMN (OPMEI.
4. OnpeneneHue MOCIe0BATENbHOCTU AEUCTBUN IIPU CHATUU JOKYMEHTA C KOHTPOJIS.
5. OdopmieHne BHyTPEHHEH ONMUCcH KOH(GUIECHIIUATLHOTO JIeiia

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTeCTALMKI
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3auer
CCKPHIITOPHI OBHH ) — OCHOBHBIC ITPU3HAKH OCBOCHU (ITOKAa3aTCIIN
Onenka Komnereniuu Hleckp pI (P ) p (
TIOCTYOKCHHSI pe3YJIbTaTa)
«3a4TCHO» I1K-5 VYeremHo npuUMEHseT TpeOOBaHHs IPAaBOBBIX aKTOB B paboTe ¢
(50 - 100 6amnos) JOKYMEHTaMH, COJIePKAITUMU KOH(PUICHIINATBEHYI0 HHPOPMAITHIO
«HE 324TCHO» I1K-5 He mnpumenser TpeOoBaHUS TPaBOBBIX AaKTOB B paboTe C
(0 - 49 6annos) JOKYMEHTaMH, COJIePKAITUMU KOH(PUICHIINATBEHYI0 HHPOPMAITHIO
DK3aMeH
CCKPUIITOPHI OBHH ) — OCHOBHBIC ITPHU3HAKK OCBOCHUA (I1I0Ka3aTCIN
Onenka Kommerenuun HAeckp pEL (VP ) P (
TOCTHKEHHMSI pe3ynbTaTa)
ITK-5 Ha BBICOKOM ypOBHE NpUMEHSET TpeOOBaHUs IMPABOBHIX AKTOB B
«OTIIUMYHO»
paboTe ¢ JOKYMEHTaMH, COIEpXKalUMH KOH(QUICHIHAIBHYIO
(85 - 100 6anyoB)
nHpopmaIuio
I1K-5 Ha nocraToyHO BBICOKOM YpOBHE IpUMEHsET TPpeOOBaHUS MPaBOBbIX
«XOpommo»
p aKTOB B pabote c JIOKYMEHTaMH, coleprKaIMMHU

(70 - 84 6amioB)
KOH(UACHIMAIBHYIO HH(OPMALIHIO

ITK-5 Ha nmocratouHoM ypoBHEpUMEHSIET TpeOOBaHHWs MPABOBHIX AKTOB B
«YAOBJICTBOPHUTCIBHO»
paboTe ¢ JOKYMEHTaMH, COIEpXKalUMH KOH(QUICHIHAIBHYIO
(50 - 69 6amnoB)
nHpopmaIuio
«HeymosneTsopuressHoy [[IK-5 He mnpumenser TpeOoBaHUS TPaBOBBIX AaKTOB B paboTe C
(menee 50 6anoB) JOKYMEHTaMH, COJIePKALTUMHU KOH(PUICHIIHATBEHYI0 HHPOPMAITHIO

5. Metoanueckue yKkazaHus JJisi 00y4al0UUXCsl 10 OCBOCHHM IO TMCIUILIMHBI (MOXYJIA)

5.1 Meronuueckue yKa3aHus IO OpraHU3alUN CaMOCTOSITEIbHOM paboThl 00yUYaromuXCs:

[Ipuctynas K W3y4eHHUIO TUCIUIUIMHBI, B MEPBYIO ouepe/b OO0ydaromuMcsi HEOOXOAMMO O3HAKOMUTHCS
conepkanreM pabouei mporpammbl aucturummabl (PIT[]), koTopas ompenensieT comepskaHue, oObem, a
TaKKe MOPSAIOK U3YUEHHsI U MTPEToAaBaHus yueOHOM JUCIUIUIMHEL, €€ pa3/iena, YacTu.

Jlnist caMOCTOSTENbHON pabOThl BAKHOE 3HaUEHUE UMEIOT paszieibl «O0beM U copepikaHue TUCIUILTHHBDY,
«Y4eOHO-MeToauueckoe U HH(popMaIMoHHOE 00ecTedeHne TUCIUILTMHBD U «MarepruaabHO-TEXHUIECKOe
o0ecriedeHre TUCIUILINHEI, IPOrpaMMHOE obecrieueHue, mpodeccHoHaIbHbIe 0a3bl TaHHBIX U
MH(POPMALMOHHBIE CIIPABOYHBIC CUCTEMBI.

B pasgene «OO0beM U conepkaHHWe IUCIMIUIMHBD) YKa3bIBAIOTCS BCE pasfeNibl M TEMbl H3y4aeMoil
JTMCLUIUIMHBIL, @ TAKXKEe BUJBI 3aHATHH U TNIAHUPYEMBI 00bEM B aKaJJeMHUYECKUX Yacax.

B pasgene «YuebHO-MeTommyeckoe ©  HMH(OpMAIMOHHOE oOecreueHre AUCHUIUIMHBDY —yKa3aHa
pEKOMEHIyeMasi OCHOBHAs M IOTIOTHUTEIbHAS JTUTEPATYPA.

B pasgene «MarepuaabHO-TEXHUYECKOE OOECIeYeHne IUCLHUIUIMHBL, MPOrpaMMHOE OOecCIeyYeHue,
npodeccruoHabHble 0a3bl JaHHBIX U MH()OPMAIMOHHBIE CIPABOYHBIC CHUCTEMBD» COIEPKUTCS MEpeuyeHb
npodeccuoHaNbHBIX 0a3 JaHHBIX U HHPOPMAIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX JJISi OCBOCHHUS
JTUCUUTUIAHBL.

5.2 Pexomennaruu o0y4aromumcs 1o padbore ¢ TEOPETHUECKUMHU MaTepHallaMy 110 TUCIUILIIMHE

[Ipu uzyyennu u npopabOTKe TEOPETUUECKOT0 MaTepHana HeoOX0AUMO:

- IPOCMOTPETH €Ile pa3 npe3eHTaluo Jekuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JICKIIMOHHOM 3aHATHM Marepuajg M JONOJHHUTh €ro € Yy4YeTOM PEKOMEHOBAHHOW JIOMOJIHUTEIbHOM
JUTEPATYPHI;

- TIPYU CAMOCTOATEILHOM U3YYEHHH TEOPETUYECKOU TEMBbI CAENaTh KOHCIEKT, UCIOb3YsI PEKOMEHI0BaHHbIE
B PII/] ucrounuku, npodeccruoHaibHble 0a3bl JaHHBIX U HHPOPMAIIMOHHBIE CIIPABOYHbBIE CUCTEMBI:

- OTBETUTDH Ha BOIIPOCHI JIsl CAMOCTOATEIILHON pabOThI, TTO TeMe MpeacTaBieHHbIe B myHKTe 3.2 PIT/I.

- TP MOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepralibl (hoHIa oreHouHbIX cpencts (POC).
5.3 Pexomenmanuu mo paboTe ¢ Hay9HOU U y4eOHOM JIUTepaTypoit
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PabGota ¢ OCHOBHOM M JONOJHUTENBHOM JHMTEPaTYpOl SBISETCS IIaBHOM (OpMOI caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHApPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAHHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M PEeKOMEHIOBAHHBIX
HCTOYHUKOB U JINTEPATYpPBI I10 TEMATUKE JICKLIUN.

KoHCHeKT JIeKInu JOIKEeH coliepKaTh peepaTUBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pa3MmeleHHsle B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYphl IO
TeMaM, BBIBOJBI MO KaXKAOMY Bompocy. KOHCIeKT MOXKeT OBITh BBITIONHEH B paMKax paclieuyaTKH BbIIa4uH
NPe3eHTAlUi JIGKIUH WM B OTACNIBHOW TeTpaau mo mpeaMery. OH JODKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKAaTh HE OTHOCALIYIOCS K TeMe UH(POPMAITUIO HITH PUCYHKH.

KoHcnieKThl HayyHOW JMUTEparypbl MPU CaMOCTOSATENBHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI CONEPIKaTh
OTBETHl HA KaX/bli TOCTAaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpA, HAa3BaHMS W TOJA HW3AAHUS HUCIOJIb3YeMOH HaydyHOW JHMTEpaTyphl.
KoHcniekT MoXeT ObITh ONOpPHBIM (COAEpXkAaTh JUIIb OCHOBHBIC KIIIOUYEBBIC MO3MIMH), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET OBITh NOAPOOHBIM. OO0beM KOHCHEKTa
OIIPENIETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOI CTYICHT MOXKET:

- JCJIaTb 3alluCu IO XO4Yy UYTCHUA B BHUAC MPOCTOr0 WJIMW PAa3BCPHYTOIrO IJIaHA (COB,Z[aBaTI: MEpCUCHb
OCHOBHBLIX BOITPOCOB, PACCMOTPCHHLBIX B I/ICTOLIHI/IKG);

- COCTaBJATH Te3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbU MJIM MOHOTpaduu, KOpPOTKOE
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 00001eHe OCHOBHBIX BOIIPOCOB PadOTHI);
- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).
5.4. PexoMeHalMy 10 OATOTOBKE K OTAEIBHBIM 3a/IaHUSM TEKYIETO KOHTPOJIS

CobecenoBanue MpennojaraeT OpraHu3aluio Oecelpl MpernoAaBareist cO CTyAEHTaMH 10 BOIpOCam
MPAKTHYECKOTO 3aHATUS C LIEJbl0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, TeMme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUU, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1I.

YCTHBIE OMpOC MOXKET TPUMEHATHCS B pas3audHbIX (Qopmax: (PpoHTAIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaU€CTBA YCTHOTO OTBETA MOJIJIEIKAIIETO OL[CHKE:

- IPaBUJIBHOCTB OTBETA IO CONEPIKAHHUIO;

- IOJTHOTA U TIIyOnHa OTBETA;

- CO3HATEIIBHOCTh OTBETA;

- JIOTMIKA U3JI0KEHUsI MaTepuaa;

- PallMOHAIILHOCTD MCIIOJIb30BAHHBIX IIPUEMOB U CIIOCOOOB PELIEHHs OCTABICHHON yueOHOIl 3a1auy;

- CBOEBPEMEHHOCTh M 3((EKTUBHOCTH MCIIOIB30BAHUS HATNISIHBIX MOCOOMH M TEXHUYECKUX CPEICTB IPH
OTBETE;

- HCIIOJIb30BaHUE JOIIOJHUTEIBHOIO MaTepHUaa;

- PallMOHAJILHOCTb UCIIOJIBb30BaHUS BPEMEHH, OTBEJICHHOIO Ha 3a/laHNE.

YCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTaBIMBAECTCA IO OAHOMY U3
BOIIPOCOB MPAKTHUYECKOTO 3aHATUS. [IpH BRICTYIUIEHHH ¢ Mpe3eHTanueld HeoOXoauMo oOpamarb BHUIMaHUE
HAa TaKM€ MOMEHTBHI KaK:

- colep)KaHUE MPE3CHTAllUN: AKTYaJIbHOCTh TEMBI, MOJHOTA €€ PACKPBITHS, CMBICIOBOE COACpIKaHUE,
COOTBETCTBHE 3asBICHHOW TEMBI COJIEPIKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBaHUSIM (IIETTH. CCBHUTKH
Ha PECypChl. COOTBETCTBHUE CONEPXKAHHS M JUTEPATYphl), MPAKTHUECKasT HANPaBICHHOCTh, COOTBETCTBHE
CoZIepKaHus 3asiBICHHON (opMe, aJeKBaTHOCTh UCIIOJIb30BaHHS TEXHHUECKUX CPEICTB yUEOHBIM 3aqadam,
MOCIIEIOBATEIIEHOCTD U JIOTHYHOCTh MPE3CHTYEMOTO Marepuara,

- odopMiieHHE Mpe3eHTAlMU: 00bheM (OMTHUMaTbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIUYHE U
COOTBETCTBHE TpapUKd W aHUMAIMH, 3BYKOBOE OQOpMIICHHE, CTPYKTYpHpPOBaHUE WH(POPMAIUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAaHUSIM), OPHUTHHAIBHOCTH OQGOPMIICHHS, ACTETHKA, HCIIOJIIb30BaHHE
BO3MO)KHOCTH ITPOTPAMMHO# CpeJIbl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- JUYHOCTHBIC Ka4€CTBa: OPaATOPCKUC CIIOCOOHOCTH. CO6J'IIOI[€HI/IC periiaME€HTa, SMOIMOHAJIBHOCTh, YMCHHUC
OTBETUTH HAa BOIIPOCHI, CHCTCMAaTU3NPOBAHHLIC, FJ'I}’60KI/I6 1 IIOJIHBIC 3HAHUA 110 BCEM pasgcjiaM IIporpaMMBbl:



- CoJepXaHWE BBICTYIUICHHUS: JIOTUYHOCTh W3JIOKCHHUS Marepualia, PacKpbITUE TEMBI, JOCTYIHOCTh
u3noxkeHus, dPpdexTuBHOCT npuMeHeHust cpeactB WKT, cmocoObl ©u  yClIOBHS — JTOCTHIKCHHUS
PE3yABTaTUBHOCTH M IPGEKTUBHOCTH IJIsS BBIOTHEHUS 3a/ad cBOed MpodeccHoHaTbHOW WU y4eOHOU
JEeSATeNbHOCTH, JOKAa3aTeIbHOCTh MPUHUMAEMBIX PEIICHUHN, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHUS,
BBIBOJIBI.

6. YueOHO-MeTONM4YecKoe M HHPOPMALMOHHOE o0ecieyeHre JUCHMIITTHHbI

6.1 OcHoBHas UTEpaTYypa:

1. bucrokos, B. M. 3amura u 06padoTka KOHPHUACHIIMATBHBIX JOKYMEHTOB : yueOHOe ocobue. - Bech cpok
OXpaHbl aBTOPCKOTO TMpaBa; 3amura U o00paboTka KOH(PUACHLMATIBHBIX JOKYMEHTOB. - (CTaBpOIOJb:
Ceepo-Kapkasckuii denepanbubiii yauepeuret, 2016. - 153 c. - Teker : anexrponnsiii / IPR BOOKS
[caiit]. - URL: http://www.iprbookshop.ru/66019.html

2. Kysnemnora, W. B., Xawarpsn, . A. KonduneHnumanbHOoe IEIOMPOU3BOACTBO W 3alTUIICHHBINA
ANEKTPOHHBIN JOKYMEHTOOOOPOT : yueOHoe mocobue s OakanaBpoB. - Bech Cpok OXpaHBI aBTOPCKOTO
npaBa; KorduaeHmaipsHOE IEI0MPOU3BOACTBO U 3aIIUIIEHHBIN JIEKTPOHHBINA JOoKyMe. - MockBa: At [1u
Ap Meamna, 2020. - 192 c. - Tekcr : onekrponnsii // IPR  BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/97083.html

3. Kynses, H. H., Jémymxkun, A. C., ®adbpuunoB, A. I., Konmpamera, T. B. Kondunenumnansuoe

JIEIOTIPOM3BOICTBO M 3AIUIICHHBIA 3JICKTPOHHBIA JTOKyMEHTOOOOpOT : yueOHuk. - 2021-09-20;
KondunennuansHoe IeI0MpPOU3BOJACTBO M 3alTUIICHHBIM AJIEKTPOHHBIN JOKYyMEHTOOOOpOT. - Mockaa:
Jloroc, 2016. - 500 c. - Tekcr : oanekrponnsii // IPR BOOKS [caiir]. - URL:

http://www.iprbookshop.ru/66416.html

6.2 JlonosHUTENbHAS IUTEpATYpA:

1. Kpumrramok, A. H. KondbunennuansHoe ASIOMPOU3BOACTBO M 3alllUTa KOMMEPYECKOW TAaWHBI : KypC
nekuit. - 2025-07-17; KondbunenuuansHoe AEIONPOU3BOACTBO U 3aIIMTa KOMMEPYECKOW TaHbI. - Oper:
MexpernonanbHass Axamemust OeszomacHoctd W BbeDKHMBaHMs (MABHB), 2014. - 199 c. - Teker
anekTpoHHbi // [IPR BOOKS [caiit]. - URL: http://www.iprbookshop.ru/33427.html

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

3. PeibakoB A. E. OCHOBBI J1€JIONPOU3BOACTBA : YUEOHUK. - 3-€ u3., ucnp.. - Munck: PUIIO, 2016. - 320 c.
- Teker : onexkrponnwiii // 3OBC «YHuBepcurerckas Oubnmoreka onmaitn» [caiit]. - URL:
http://biblioclub.ru/index.php?page=book&id=463666

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue M CHUIIMHBI, IPOrPpaMMHOe odecrieveHne,
npodeccuoHaIbHbIe 0a3bI JAHHBIX U HHPOPMAIIMOHHBIE CTIPABOYHbIE CHCTEMbI

Jis mpoBeneHWs 3aHATHH MO JUCHMIUIMHE HEOOXOAWMO CJeIyIollee MaTepualbHO-TEXHUYECKOe
obecriedeHre: ydeOHble ayAUTOPHH JUIsl TPOBEACHHS 3aHATUN JIEKIIMOHHOTO W CEMHHAPCKOTO THIIA,
IPYNIOBBIX W WHIWBHUAYaJIbHBIX KOHCYJIBTALUWA, TEKYHIEr0 KOHTPOJII M TMPOMEXYTOUYHOM arrecTaiuw,
TIOMEIIIEHUS ISl CAMOCTOSTEIbHOM paboThI.

VY4eOHble ayTUTOPUN U TIOMEIICHHUS ISl CAMOCTOSTEILHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMHU 00yUeHHUsI, CITy>KalllMMU JJIsl TIPeACTaBIeHUs yueOHoM nHpopManuu
OO0JIBIIION ayTUTOPHH.

[TomereHust 111 CaMOCTOSITEIBHON PabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHrEeM JloCTyna B AIEKTPOHHYIO
nH(pOPMAITMOHHO-00pa30BaTEILHYIO CPENy YHUBEPCUTETA.

Jlnst mpoBeeHusl 3aHATHI JIEKIIMOHHOTO THIIAa UCTIONB3YIOTCS HA0OPBI IEMOHCTPAILIMOHHOTO 000PYI0BaHuS,
o0ecreYnBaroIe TEMaTHYEeCKIE WILTIOCTPAINH (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPaKTUBHAS JOCKA).

JInnieH3MOHHOE U CBOOOHO pacipoCTpaHsIeMoe IPOrpaMMHOE 00eCTIeueHHE:
Microsoft Office [Ipodeccronanbhsrii mioc 2007
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Onepannonnas cucrema Microsoft Windows 10

Kaspersky Endpoint Security mist 6usneca - Cranpaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

ITpodeccronanbhblie 6a3bl JaHHBIX U UHPOPMAITMOHHBIE CIIPABOYHBIE CUCTEMBI:

1. ONEeKTPOHHBIN KaTrajor @yHIaMEHTaIbHON OoubmuoTeKn TTV. — URL:
http://biblio.tsutmb.ru/elektronnyij-katalog

2. Poccuiickas HanmoHanbHas oudamoreka. — URL: http://nlr.ru
3. [Ipe3unentckas 6ubnuoreka umenu b.H. Enpriuna. — URL: https://www.prlib.ru

4.  VYuuBepcuTeTckas OMONMOTEKa  OHJIAHH:  DIEKTPOHHO-OMONMoTeuHas  cuctema. —  URL:
https://biblioclub.ru

5. Poccuiickas rocynapctBernas oubnmoreka. — URL: https://www.rsl.ru

6. Koucynsrant crymenta. ['ymaHuTapHbIe HAyKH: OJJIEKTPOHHO-OMOIMoTeyHast cucrtema. — URL:

https://www.studentlibrary.ru

7. Hayunast snexrponHas 6nbnmuoreka eLIBRARY.ru. — URL: https://elibrary.ru

8. KOpaiit: snexTponHo-0mbaMoTeuHas cucrema. — URL: https://urait.ru

9. OBC «YHuBepcutetckas onbnuoreka onnaiin» . — URL: http://www.biblioclub.ru

10. OBC «KoHcynpTaHT cTyaeHTa»: KouleKIuu: MenunuHa. 3apaBooxpaHeHue. ['ymaHuTapHbele HayKu . —
URL: https://www.studentlibrary.ru

11. CripaBounas npaBoBas cuctema "KoncynbranT mitoc”. — URL: http://www.consultant.ru
12. IPR BOOKS: anekrponno-o6udmmoreynas cucrema. — URL: http://www.iprbookshop.ru

JJIeKTPOHHasi HH(POPMALIMOHHO-00pa30BaTe/IbHAA Cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

B3aumoneiicTBue mpenopaBaTenss M CTy[JEHTa B Ipolecce OOy4eHHUs OCYLIECTBISETCS MOCPEICTBOM
MYJIBTUMEUMHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJOTHUH, HUCHOJIb3YEMBIX B
ANIEKTPOHHOH MH(OPMAIIMOHHO-00pa30BATEILHON CPEie YHUBEPCUTETA.



