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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
nocTyna

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

- 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,

Ucnons3yer
COZIePIKAIIUMHU
WHPOPMAITUIO

mpaBwia  paboTHl €
KOHQUACHIMATBHYIO U

JOKyMEHTaMH,
CEKpPETHYIO

COZIePIKAIIUMHU
WHPOPMAITUIO
OTPaHUYEHHOTO JOCTYIIa

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

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

No
n/n

HanmenoBanme
JMCIATUINH,
OIIPEACIIAOIINX Ounas
MEXIAMCLUMIUIMHAPHBIC | (cemecTp)
CBSI3U 5167

®opma
0o0ydJeHus

1|Kanposoe +
JIEJIOIPON3BOJICTBO

2 |KonduaeHnanbHbIH + | +
JIOKyMEHTO000POT

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:

Hucuunnuna «KoHdunennuanbHoe 1eT0NPOU3BOJACTBO» OTHOCUTCS K YacTH, (POPMUPYEMON ydyacTHUKAMU
oOpasoBaTelbHBIX OTHOIIEHUH, yudeOHoro mmana OIl mo wnHampaemenutro mnoarotroBku 46.03.02 -
JIOKyMEHTOBEZICHHE U apXUBOBE/ICHUE.

Juctuminza «KoHpuaeHmanisHoe AeT0MpOr3BOICTBOY» U3ydaeTcs B 6, 7 ceMecTpax.

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

N OuHas
Bun yueGHOM paboThI
(Bcero yacos)
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 [TonsTHe 0 [Tucbmennas padbora
KOH(UICHIIUATHHBI (ITucbmennas
X IOKyMEHTaX. CaMOCTOSITeIIbHAS
Opranuzanus 2 | 6| 4 pabota)
KOH(HICHITUATHHOT
0
JIEIIOTIPON3BOJICTBA
2 Cocras IIpakTrueckas
KOH(UICHIIUATHHOU pabora (Pemenue
nH(pOpMAIUH U CUTYaI[MOHHBIX
JOKYMEHTOB 3anad); [lucbmMeHHas
2 |18 | 4 pabora
(ITucemennas
CaMOCTOSITeIIbHAS
pabora);
TectupoBanue




Cucrema nocryna K [IuceMenHas pabora
KOH(UICHIINATHHBI (ITucbmennas
M JOKyMEHTaM CaMOCTOSITeIIbHAS
8 pabora);
Konnoksuym
(KonTponbHbIi
cpes)
ITonroroBka u [TucbmenHnas pabora
W3/1aHue (ITucemennas
KOH(HICHIINATHHBI 8 CaMOCTOSITeIIbHAS
X JIOKyMEHTOB pabora);
TectupoBanue
[Tonyuyenue u IIpakTrueckas
OTIIpaBKa pabora (Pemenue
KOH(HICHIIUATHHBI CUTYaI[MOHHBIX
X JOKYMEHTOB. 6 3anayv); Komnoksuym
PasmHoxeHue u (KonTponbHbIit
KOIMPOBAaHHE cpes)
KOH(UICHIINATHHBI
X IOKyMEHTOB
7 cemecTp
Opranuzanus [Tucemennas pabota
UCTIOTHEHUS (ITucbmennas
KOH(UIECHITHATEHBI 6 CaMOCTOSATEbHAS
X JIOKYMEHTOB pabora);
TecTtupoBanue
dopMupoBaHue [Tucemennas pabota
KOH(UIECHITHATEHBI (ITucemennas
X JIe] ¥ IOJrOTOBKA CaMOCTOSITeNIbHAs
WX K TIepeavye Ha 6 pabora);
apXUBHOE XpaHEHUE KomnokBuym
(KoHTpOnbHBIH
cpes)
Pexum [Tucemennas pabota
COXPaHHOCTH 1 (ITucemennas
KOHTPOJIb HAJIUYUS 6 CaMOCTOSITeNIbHAS
KOH(UIECHITHATEHBI pabora);
X IOKyMEHTOB TectupoBanue
[Iposenenne [IpakTnyeckas
KOH(UIECHITUATEHBI pabora (Pemenue
X COBELIaHUM 6 CUTYaI[MOHHBIX
3amaq); Kommoksuym
(KoHTpOnbHBIH
cpes); Omnpoc

Tema 1. IlonsiTne 0 KOHPHUIACHIHAIBHBIX JOKyMeHTaX. Opranu3anus KOHQHUICHIHAJILHOIO
aesaonpouspoacTsea (IIK-5)

Jlexknus.
Knaccudukamuss wuHpopMamumu u JAOKYMEHTOB IO KareropusiM joctyna. IloHsTHe ueHHOW U
KoH(uAeHIManbHO uHpopManuu. IlpaBoBoil pexxuM HHGOpMAIMKM OrpPaHUYEHHOTO JOocCTyna. Buiel
CBelleHMH KOH(UACHIMAIbHOrO Xapakrepa. Hocutenu koHpuaeHuManbHOH wuHpOpManuu. Yrpossl
KoH(puaeHuuansHoi nHdopmarmu. [Topsaok obpameHus ¢ KOHGUASHIMATFHOW HH(pOpMaLUel, MEepHI IO
€€ 3allMTe OT YTPaThl ¥ pa3IalleHus.



CymHocTs W 337aud  KOH(UICHLIMANIBHOTO Jelonpou3BojacTBa. HopmaruBHO-MeTonmueckas 0aza
koH(puaeHuuansaoro JIOY. BuyrpuopranusanuonHtas pernamenrtanus konpuaennuaabaoro 10V, Ciyxba
KOH(UACHIMAIBHOTO  JEJONPOU3BOJACTBA: CTPYKTypa M TMOPSAOK oOpraHusanuu. TpeOoBaHus K
COTPYAHMKAM, MUMEIOIIUM JOCTYN K KOH(UICHIMANbHOM MH(OpMAIMK, UX OTPaKEHHE B JIOKHOCTHBIX
MHCTpYKIMAX. [lepcoHanpHasi OTBETCTBEHHOCTh 32 COXPAHHOCTh KOH(PHMICHIMAIBHBIX JOKYMEHTOB.
TpeOGoBanus K MOMeNEeHHIO cIyk0bl KoH(puAeHmansHoro J[OY.

IIpakTn4yeckoe 3ansATHE.
Bomnpocs! 1st o0cyxneHus:
1. IToHsTHS «1IEHHOCTH HH(OPMALUNY U «KOH(PUICHIMATLHOCTh 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, COACPKAIIUMH KOMMEPUYECKYIO
TalHY.
5. HopmaruBHO-MeTOnMYeCKast 6a3a opraHu3anuu paboThl C TOKyMEHTaMHU, COACPKAIUMU CITYKEOHYIO
TalHY.

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
Ha ocHoBe n3yueHusi HOpMaTUBHO-IPABOBBIX aKTOB COCTABbTE MepeueHb IpuoB KOH(DUICHIIMATILHOCTH U
CEKpPETHOCTH.
[Ipu BBIOTHEHUH 331aHUS HEOOXOJUMO U3YUUTh MOJIOKEHHSI 3aKOHOIATENIbHBIX aKTOB B c(epe
OTrpaHUYEHUS T0CTyIa K HH(OpMauu, 00paTUTh BHUMAaHKE Ha TO, YTO HH(GOpMAIUs OTPaHUYEHHOTO
J0CTyTa JIEIUTCS Ha CEKPETHYIO U HeceKpeTHY10. Ha ocHOBe 3TOro cocTaBUTh NepeueHb rpudos,
PEKOMEHI0BaHHBIX HOPMATUBHBIMH IOKYyMEHTAaMU JJIsl CEKPETHON U HECEKPETHON MH(POPMAIIHIH.

Tema 2. CoctaB koHpuAeHIINATbHON HHpopMannu U NokyMeHTOB (ITK-5)

Jlexknus.
Omnpenenenue cocraBa KOHQHUIESHIMATLHON MHPOPMAIIMK U JOKYMEHTOB. 3aKOHOJATEIbHbIC OTPaHUYCHUS
Ha cocTaB KoHuaeHIHManbHOW  uHpopMamuu. OcHOBHBIE dTambl  cocTaBieHus [lepeuneit
KOH(QUACHIMANbHOW uHpOpMauu U JokyMeHToB ¢upMmbl. Crpykrypa Ilepeuneil, mnopsaok ux
yrBepxkaeHus. [pudsl koHpuaenunansHocTH. Cpoku KoHpuaeHuuanbHocTH. OdopmiieHne M3MeHEeHUH,
BHOCHMBIX B [lepeunn koHpuaeHIMAIbHON HH(OPMALIUK U TOKYMEHTOB.

IIpakTH4eckoe 3aHATHE.
Ha ocHoBe n3yueHusl 3aKOHO/IaTEIbHBIX AKTOB COCTABBTE U O(h)OPMUTE B COOTBETCTBUH € TPEOOBAHUAMMU
NEepeYHU KOHPHUAECHIIMAIbHON MH(MOPMAIIMK 1 U3/1aBaeMbIX KOH(DUIEHIINATBHBIX JOKYMEHTOB JJIs
KoMMepueckoit ¢pupmbl. CoCTaBbTE MPUKA3 O BBEACHUU TIEPEUHS B ICHCTBHE

3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
PazpaOoraiiTe npUMepHYIO CTPYKTYpY CIIy>KObI KOH(HUIECHIIMAIBHOTO 1EIOIPOU3BOACTBA KOMMEPUECKOTO
OaHKa, OTIPEICIIUTE €€ MECTO B CTPYKType OaHKa.
IIpn u3y4eHUM 3TOM TEMBI CTYIEHT JOJDKEH IOHATH, KaKyl0 POJb B MIPOLECCE YIPABICHUS OpraHHU3alel
BBITIOJIHAET Ciyx0a koHpuaeHruanpsHoro JIOY. Ot TOro HackojgbkO MPOAYMAaHHO OHA OPTraHW30BaHA,
3aBUCUT 3((PEKTUBHOCTD YIIPABIECHUS B KOHKPETHOM OpraHu3aIui.
Cayx6a xkoHpuaeHuuansaoro JJOY MoxeT OBITh CaMOCTOSTEIbHBIM MOAPA3ACICHUEM, MOJYUHSIIONIMMCS
HETOCPEICTBEHHO PYKOBOJIUTEIIO MIIM BXOAUTH B COCTAB JAPYTHX CIYXKO U OTJEIIOB.
Crnenyer oOpaTuTh BHUMaHUE Ha TO, YTO B OCHOBE pacIpeeneHust 0053aHHOCTEH U OTpEIeIeHUs COCTaBa
ciyx0b1 koHpUAeHIMaIpHOTO JIOY nexar 3amauu, BEIIOIHIEMbIE CITY)K00H, 00beM KOH(DHIEHITHATBHOTO
JTOKyMEHT0000pOoTa, TpeOOBaHHS K HEOOXOIUMOMY YPOBHIO 3aIUTHl HHPOPMAIHH

Tema 3. Cuctrema goctyna k KOHQpuIAeHIHAILHBIM JoKkymMeHTaM (IIK-5)
Jlexknus.



[TonaTue cucteMbl IOCTyna K KOH(UICHLIMAIBHBIM JOKyMEHTaM. TpeOoBaHHMS K CHUCTEME JOCTyNa K
KOH(UACHIMANBHBIM JIOKyMEHTaM. PaspemmrenbHblii  mOpsaok paboTel ¢ KOH(UACHIUAIBHBIMU
nokymentamu. «llonoxkeHne o pexumMe KOMMepuyecKod  (cimyxeOHOW) TalHbI — OpraHU3alun.
OTBETCTBEHHOCTD 3a HapylIeHHE pexxnMa KoHpuaeHnuampHoctH. OdopMieHre pa3pelieHnii Ha paboTy ¢
KOH(UACHIMAIBHBIMU JOKyMeHTamMu. CoraleHue o Hepas3ialleHud KOMMEPUYECKOH TalHBl.

IIpakTH4Yeckoe 3aHATHE.
Bomnpocsr mst o6cyxnenus:
1. TpebGoBaHuUs K CUCTEME TOCTYIA K KOH(PHICHIIUATHHBIM JOKYMEHTAM.
2. CymHOCTb pa3peuInTeNbHON CUCTEMBI JOCTYNA K KOH(DUIECHIINAIBHBIM IOKyMEHTaM.
3. Topsimok paspaboTku u comepkanue «[lomokeHUsT O peKUMEe KOMMEpPUYECKOW (CIy)KEOHOU TaifHbI
OpraHu3aLm.
4. Oopmienue nocTymna K KOHQHUISHIIUATHHBIM JOKYMEHTaM U OTBETCTBEHHOCTh COTPYIHUKOB 32
HapyIICHHE PeKUMa KOH(DUICHITUATBHOCTH.

3ananus 1J151 CAMOCTOSITEILHOI padoThI.

CocraBbTe nepeueHb 3aKOHO/IaTENIbHBIX U HOPMATHUBHBIX JJOKYMEHTOB, YKa3bIBAIOIINX Ha OTPAaHUYEHUS IS
OTHEeceHHUs nHpOpMaIUH K KOHOUICHIINAIBHON U CEKPETHOM.

[Ipu camocTOATEIHLHOM BBIMOJIHEHUH 3aJaHUS CTYCHT JOKEH UMETh MPEACTABICHUE O PA3ITUYHBIX
YPOBHSX FOCYJJapCTBEHHOH permaMeHTaluy JOKYMEHTHPOBAaHMS, 3HATh OCHOBHBIE MOJIOKEHUS
(benepanbHBIX 3aKOHOB, KacarolMecsl OrpaHUYEeHUs JOCTyNa K HHpopMmaluu. BaxkHo y4UTHIBaTh, 4YTO
BOIPOCHI OTPAaHUYEHHUS JJOCTYIIA PEryIUPYIOTCS HE TOJIBKO (eiepalbHBIMU 3aKOHAMHU, HO U YKa3aMu
MPE3UACHTA, TOCTAHOBICHUSIMH MPAaBUTENbCTBA, MHBIMA HOPMATUBHBIMHU JIOKyMEHTAMHU.

Tema 4. IlonroroBka n n3ganue KOHGUICHIUAIBHBIX 10KyMeHTOB (I1K-5)
Jlexknus.
OcHOBHBIE JTamnbl TMOATOTOBKM M W3IAHUS KOH(PHIEHIMATbHOTO JoKyMeHTa. OdopmieHue u yder
HocuTenel KoHpuaeHuuanbHOM uHpopMmarmu. M3rotoBneHue M y4eT NPOEKTOB KOH(HICHIMAIBHBIX
JOKyMEHTOB. YueTHble (opmbl. OpopmieHnEe U3aBaeMbIX KOH(QUACHIIUAIBHBIX JOKYMEHTOB. PeKBU3UTHI
KOH(l)I/IIIGHI_[I/IaHLHOFO JOKYMCHTa

IIpakTH4eckoe 3aHATHE.

3agaHue 1)1 IpakTHYeCKOW paboThl: pa3paboTaiiTe CUCTEMY YUETHO-PETUCTPALIMOHHBIX (hopM a1t
KOHTPOJIS 32 HOCUTEJIIMU KOH(PHIEHIIMATIbHON HH()OPMAIK U IPOEKTaMU JT0KYMEHTOB

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
CocTaBbTe BapHaHT TPYAOBOTO JI0TOBOPA C COTPYIHUKOM, UMEIOIIUM JOCTYI K KOH(PHUIACHIIMATEHON
uHpOpMaLIUH.
[Tpu BeIMOMTHEHUHN 3a7]aHKsI HEOOXOUMO 00paTHThCs K onokeHus M « TpynoBoro konekca POy,
MCTIOJIb30BaTh TUIOBBIE 00PA3Ibl TPYIOBBIX JOTOBOPOB, IPEABAPUTEIHHO U3YUUTh HEOOXOIUMBIE
JOTIOJTHEHUS K TPYIOBOMY JIOTOBOPY. J{oroBOp 0MIKEH OBITh COCTABIICH C YYETOM BCeX TPeOOBaHUIH K
0(hopMIIEHNIO PEKBU3UTOB TOKYMEHTOB.

Tema S. IloaryyeHue u OTHIpaBKa KOH(PUACHIHUAJIBHBIX JOKYMEHTOB. PasMHOKeHNe U KONIHPOBaHHe
KOH(pUIeHInAIbHbIX J0KyMeHTOB (I1K-5)

Jlexknus.
OcHOBHBIE 3Tambl U OCOOCHHOCTH OOpPaOOTKM BXOIAIMIMX KOH(UACHIMAIBHBIX IOKyMEHTOB. OOmue
TpeOOBaHUSA K Yy4YeTy KOH(PHUICHIMATbHBIX JOKYMEHTOB. (OCOOCHHOCTH PETUCTpAIlMM  BXOISIIMX
KOH(UACHIMAIBHBIX AOKyMEHTOB. Ilopsmok 0o0pa®OTKM HMCXOIAIIMX KOH(PHICHIMAIBHBIX TOKYMEHTOB.
CriocoObl  mepechUIKH  KOH(UICHIUANBHBIX JOKYMEHTOB. YdYeT KOH(QUACHIUAIBHBIX JOKYMEHTOB
BBIJICJICHHOTO XpaHeHusi. Dopmbl yyera.
OrpannyeHuss Ha pa3MHOKEHHE U KOMHUPOBAaHHE KOH(UACHIHMAIBHBIX JIOKyMEHTOB. OpraHusarus
KOITUPOBaHMUS M CIOCOOBI 3alIUTHl OT HECAHKIIMOHHMPOBAHHOTO KomupoBaHus. OrmpeneneHue THupaxa
KOH(UACHIMANIBHBIX JOKyMeHTOB. OdQopmieHue paspelieHus Ha KONUpPOBAHHE. YUYET KOMHUPOBAHMUSL.
VYnocroBepeHne KOMuil KOHPHUIECHIMATBHBIX JOKYMEHTOB. OdopMIieHHE BBIMMCOK M3 KOH(PHUACHIIMATBHBIX
JTOKYMEHTOB.



IIpakTH4Yeckoe 3aHATHE.
3ananue A IpakTUYeCcKoi paboThl: MpoBeArTe 00PabOTKY U PETUCTPALINIO KOMIIEKTa BXOIALIUX U
UCXOJIINX KOH(UIEHIIMAIBHBIX JOKYMEHTOB, IOJYy4YE€HHOTO OT npemnonaasatend. [IpocraBsTe Bce
Heo0X0JMMble OTMETKH U UHAEKCHI Ha TOKYMEHTax

3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
3anoaHuTE yueTHYI0 (hopMy M1 HOCUTENeH KoH(DHUIeHIIMAIbHON HH(DOpMAaITHH.

[Tpu BeIMOMTHEHUHM 3a7]aHUS HAJIO SICHO MPECTABIATH, YTO YUET HOCUTeNel KoH(pUaIeHINAaTbHON
MH(POPMALIUH MPENICTABIIAET cOO0M TEXHOIOTHUECKUN MPOLIECC, COCTOSIINN U3 psaa MOCIEI0BATEIbHBIX
AeicTBUi. Y4eT MpOoU3BOAUTCS MPH BbIAAYE UCTIOIHUTEISAM €Ile HEe3allOJHEHHBIX HOocuTeNneil nupopmanuu.
B yueTHbIX (hopmMax oTpaxaercs He TOIBKO (PaKT BbIIAUM HOCUTENS, HO U (PaKT €ro BO3BPAIICHUS B CIIYKOy
koH(puaeHuuansHoro JIOY nocne ucnonab3oBanus. B cBa3u ¢ 3TUM HEOOXOMMO MPaBUIILHO TPOCTABUTH B
y4deTHOH ¢opme Bce natbl. Hafo Taxoke ySCHUTh Pa3HHUILY B yUeTe TPAIUIMOHHBIX U 3JEKTPOHHBIX
HocHTeNel KOH(PUACHINATEHOW HHPOPMAITUH.

Tema 6. Opranu3anus uCnoJHeHUs1 KOHGUIeHIUATBLHBIX T10KyMeHTOB (ITK-5)

Jlekumus.
Jlekuusa He mpenxycMoTpeHa

IIpakTH4eckoe 3aHATHE.
3anonnute xypHan yueta K/l BbIIeIeHHOTO XpaHEeHUs U KapTOUKy y4eTa BblAaul KOHGUACHIIMATEHOTO
JOKyMEHTa

3ajaHus 1J151 CAMOCTOSITEJIbHOM PadoThI.
CocraBbTe oneporpaMmy Mpoueypsl 00padOTKU BXOISIIETO U UCXOSIIIETO KOH(PHUICHIIUATHHOTO
JIOKYMEHTA.

OCHOBY /17151 BBITIOJTHEHUS 33JaHUS COCTABIIAIOT 3HAHUS CTYIEHTa O IOKYMEHTOO0O0POTE KaK CIOKHOM
TEXHOJIOTHUECKOM TPOIIECCe, KOTOPBINA XapaKTepH3yeTcs Pa3InYHbIMU MTapaMeTpaMu. TexHOomorndeckast
LIETNOYKa ABIKECHHUS U 00paOOTKHU TOKYMEHTOB MPEICTaBlIeHa PSA0M TUIIOBBIX (DYHKLUH, KOTOpBIE TIPU
pelIeHNH KOHKPETHBIX 33124 MOTYT OBITh JEeTaTU3UPOBAHbI 10 OTACNbHBIX onepaiuii. Ciemxyer
00s13aTeIbHO YUUTHIBATh TO, YTO MOPSAIAOK PAOOTHI C TOKYMEHTAMH, ONEPAINH 10 X 00pabOTKe 3aBUCST OT
BUJIOB JOKYMEHTOB U OT UX MPHHAJICKHOCTH K ONPE/ICTICHHOMY JTOKYMEHTOIIOTOKY. BakHO MOMHUTB, YTO
nporiecchl 00paboTKN KOH(PUICHINATBHBIX JOKYMEHTOB BKIIIOUAIOT PsiL MPOLEyp OTIUYHBIX OT paboThI ¢
JTOKYMEHTaMH B OTKPBITOM JEJIONPOU3BOJICTBE.

Tema 7. @opMupoBanue KOHGUICHIHANBHBIX J1eJ1 U MOAT0TOBKA UX K Iepeaye Ha apXUBHOE
xpanenue (IIK-5)

Jlexknus.
Jlexuys He npexycMoTpeHa

IIpakTnyeckoe 3ansATHE.
1. Odopmure pazpemienue Ha konuposanue K/I.
2. Odopmute BBITUCKY U3 KOH(PUAECHIIUAIBHOTO T0KYMEHTA.
3. IlpoBenuTte mpoueaypy yIOCTOBEPEHUS KOMMU KOH(UACHIIUAIBHOTO JOKyMEHTa

3aganus AJ151 CAaMOCTOSITEJIbHOM PadoThI.
3anoHUTE )KypHAJ yuyeTa KOIMMPOBAaHUS KOH(PHICHIIMATBHBIX JJOKYMEHTOB.

[Ipuctynas K BBIOJIHEHHUIO 3a/1aHUs, HEOOXOAUMO TIOMHUTh, YTO KOH(PHIEHIIUATbHbIE JOKYMEHTHI
MOJJIeKaT CTPOTOMY YUETy Ha BCEX 3Tanax paboThl ¢ HUMH, B TOM YHCIIe, U ITpHU konupoBaHuu. [Ipexne,
4YeM NMPUCTYNUTh K KOIMPOBAHHUIO, HAJ0 OJYYUTh MUCbMEHHOE pa3pelieHne pykopoaurens. KypHani yuera
KOTMPOBAHMSI CITYXKUT JUJIsl PETUCTPALIUU 1aT U KOJIMYECTBA CHATHIX KOTIHM, JJIsl OTPEAECTICHUS UX YUETHBIX
HOMEpOB

Tema 8. PeskuM COXpaAaHHOCTH M KOHTPOJIb HAJMYHS KOHPHIeHIHAIbHBIX 10KyMeHTOB (IIK-5)
Jlexknus.
Jlexuys He nmpexycMoTpeHa
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IIpakTH4Yeckoe 3aHATHE.

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

2. OdopMuTe pe30TIONUI0 Ha KOH(PHUICHIMAILHOM JOKYMEHTE W TPOCTAaBETE HAa HEM HEOOXOIUMBIC
OTMETKHU 00 MCIIOJIHEHUH.

3. 3anomHUTE 5 KOHTPOJBHBIX KapTOUeK Ha KOH(MUIEHIINABHBIE JOKYMEHTHI
3anaHus AJ51 CAMOCTOSITEILHOI padoThI.

Cnenaiite OTMETKH 00 UCITOJIHEHUH KOH()HICHIIMAIBHOTO JOKYMEHTA U CHATHH €T0 ¢ KOHTPOJIS B
COOTBETCTBYIOIIUX YUETHBIX (popmax.

[Ipu BeIMOTHEHNU 33/1aHUS CTYAEHT JOJKEH BCIOMHUTD, Kak B cooTBeTCTBUM ¢ 'OCToM npocrasnsitorcs
COOTBETCTBYIOIINE PEKBU3UTHI Ha TOKyMeHTax. OmnpeenTh MoCIeI0BAaTeIbBHOCTD ISUCTBUI MPU CHATHH
JIOKYMEHTa C KOHTPOJIsl. BEIOpaTh COOTBETCTBYIOIIYIO YUETHYIO (JOPMY /TSI BHECEHUS JJAHHBIX

Tema 9. IlpoBenenue koHpuaeHUNAIbHBIX coBemanuii (ITK-5)
Jlekumus.
Jlekuua He mpenxycMoTpeHa
IIpakTH4Yeckoe 3aHATHE.
Bomnpocs! nnst o6cyxnenus:
1. OcOOGEHHOCTH IKCTIEPTU3BI IEHHOCTU KOH(PHUACHIINATBHBIX TOKYMEHTOB.
2. [lonroToBka KOH(PUACHIUATIBHBIX TOKYMEHTOB K apXUBHOMY XPaHEHHIO.
3. Pexxum xpaneHust KOH(PUICHIMATBHBIX JOKYMEHTOB U MOPSIOK WX BbIIAuU.
4. [IpoBepku HaIMUWs KOH(PHUIECHIIUATBHBIX JOKYMEHTOB.
5. IopsiioK YHUUTOKEHUS! KOHPHUICHIIMATBHBIX JOKYMEHTOB.

1. CocraBpre HOMEHKJIATypy KOoH(MUIAEHIMANbHbIX Jed ¢upMmbl. Onpenenure, dYTO OTIMYAET
MpeCTaBICHHYIO (hOpMY OT OOBIYHON HOMEHKJIATYPbI JEeIl.

2. Odopmure cpaBKy-3aMeCTUTEb, BHYTPEHHIOIO OIKCH U JIUCT 3aBEPUTENb KOH(DUIEHIINAIBHOTO JIea.
3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
OdopmuTe B COOTBETCTBHH C TPEOOBAaHUSIMHU KOH(PHUIEHITUATIHLHOE JIETIO.

[Tpuctymnas Kk caMOCTOSTEILHOMY U3yUEHHIO TEMbI U BHITIOJIHEHUIO 33aHUs HAJIO0 YSACHUTb, YTO
UCTIOJIHEHHBIE KOH(PHICHIIMATBHBIE IOKYMEHTHI 00s13aTeNIbHO (hopMUpYIOTCs B ea. B hopmupoBanuu
KOH(UACHIMAIBHBIX /1€ €CTh 0COOEHHOCTH 110 CPAaBHEHUIO ¢ (POPMUPOBAHUEM U O(hOPMIIEHUEM OTKPBITHIX
nen. B wactHocTH, 00s13aTeNbHO 0(OPMIISETCS] BHYTPEHHSS ONUCH JeJ1a, IPOCTABISAIOTCS TPUQBI
KOH(UACHIMAIBHOCTH U JIp

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1. Pactipenenenue 6amios:

6 cemecTp
* mocemaeMocts — 10 0atoB
*  TeKylMi KoHTpoisb — 80 OaoB
*  KOHTPOJIbHBIE CPE3bl — 2 cpe3a Mo S5 OAITOB KaX bl
* npemuanbHble 6amuiel — 20 6amIoB

Pacripenenenre 6aioB 1mo 3aJaHusIM:

No |HazBanue tembl | @opmbl Max. Mertonuka npoBeJEHUs 3aHITUS U OIIEHKU
Te | /BHUI y4eOHOH |TEKylIero | KOJI-BO
MBI paboThI KOHTpOs | Oamios

/ cpe3sl




[TonsTue o [Mucemenn 10 10-9 6amioB — CTyACHT BBIIIOJHWI paboTy 0€3 OMMOOK U HEJOUYETOB,
KoH(uAeHIMATE | asg paboTa JOMYCTHII He OoJiee OHOTO HEeAoUeTa.

HBIX (ITucemen 8-6 6aJTIOB — CTYAEHT BBHIOJHHI PabOTy MOTHOCTHIO, HO AOIMYCTHI B
JOKyMEHTaXx. Has Hell He OoJiee oHOM Herpy0Ooil OMMOKKM M OJHOTO HEAOYETa, MU He
OpraHuzanust | caMOCTOAT OoJiee IBYX HEIOYETOB.

KOH(QUACHINATE | enbHas 5-4 Ganma — CTYOEHT NPABWJIGHO BBIMOJHHI HE MEHEE IOJIOBHHBI

HOTO paborta) paboThl WK AOMyCTHI He Oonee AByX TpyObIX OIMIMOOK, Wi He Ooiee

JIETIONTPOU3BOAC OJTHOU TpyOOif U OTHOW HErpyOOoi OMMOKKA M OJHOTO HEIOoYeTa, WU
TBa 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
CocraB IIpaktrue 10 10-8 ©OamioB HAYHCIAECTCS CTYAEHTaM, KOTOpPHIE TIPABHIIBHO
KOHGUACHIMANE [ cKas BBITIOTHUIIY 33/IaHNE
HOM pabora 7-5 GaTIOB — HETOJIHOE BHITIOJTHEHUE 3aaHuUs
nHpopmaruu u | (Permenwne 4-1 6aT — HETOTHOE ¥ HETOYHOE BBITOTHCHHE 3aJaHHS
JTOKYMEHTOB | CHUTyaIno
HHBIX
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
Cucrema [Mucemenn 10 10-9 6amioB — CTyACHT BBIIIOJHWI paboTy 0€3 OMMOOK U HEJO0UYETOB,
JOCTYyIIa K as pabora JIOITYCTHII HEe 0OJIee OTHOTO HEeoueTa.
koH¢puaeHnuans | (Ilucemen 8-6 6aJTIOB — CTYAEHT BBHIIOJHHI PabOTy MOTHOCTHIO, HO AOMYCTHII B

HBIM Has Hell He OoJiee oHOM Herpy0Ooil OMMOKKM M OJHOTO HEAOYETa, MU He

JOKyMEHTaM |CaMOCTOSIT OoJiee IBYX HEIOYETOB.
eJbHas 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 o0CyX)acHUS
(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
ITomyuenue n | [Ipaktrue 10 10-8 ©OamioB HAYHCIAETCS CTYAEHTaM, KOTOpPHIE TIPABHIIBHO
OTIIpaBKa cKast BBITIOJTHUITY 33/IaHNE
KoH(uAeHaNh | pabora 7-5 0aIoB — HETIOTHOE BBHIMTOJIHEHUE 33/TaHUS
HBIX (Pemenmne 4-1 6aT — HETOTHOE ¥ HETOYHOE BBIITOJTHCHHE 3aJaHHS
JIOKYMEHTOB. | CHTYyaIno
PasmHOXeHue u | HHBIX
KOTIMPOBaHUE 3a/1a9)
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KOH(UACHUHAND | KoL10KB 5 KomnnoxkBuym MOXeT IpOBOIUTCS B yCTHOW M MUCBMEHHOH (opMe.
HBIX HYM Ha xomnokBuyM BBIHOCHTCA YacTh MaTepuasia 3k3ameHa. OlLeHKa 3a
AOKYMCHTOB | (KoHTpOJI KOJUTOKBHUYM YYHTBIBAETCS IIPH BHICTABICHUH (PUHANBHOW OLICEHKHU 32
bHBIN JK3aMEH.
cpe3)(KoH KomnnokBuyMm cTaBUT ciieAylomye 3a1auu:
TPOJIbHBI - IPOBEPKa M KOHTPOJIb MOJIyUYEHHBIX 3HAHUHN 110 H3y4aeMOH TeMe;
i 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
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
Tectupos 10 1 Gamn HaumcnsieTcs 3a Kaxasie 10% mpaBHIIBHBIX OTBETOB
aHue
dopmupoBanue |[IuceMeHH 5 5 6aioB - paboTa BBIMOJIHEHA U 0(opMIIeHA OE3yNPEUHO
KOH(HIEHITHAIIE | ast paboTa 4 Oana- UMEIOTCS HE3HAYHUTENbHBIC ONIMOKH B COMCPKAHUM H/UITH
HBIX JI€1 U (ITucemen oopmiennn padoThI
MOJITOTOBKA WX Hast 3 6ayia — paboTa BBIMOJIHEHA C OIIUOKAaMU
K IIepejiaue Ha |CaMOCTOST 2 Oamna - paboTa BBITIOJTHEHA ¢ OITMOKaMu U o(popMIIeHa HEOPEHKHO
apXUBHOE eNbHaS 1 Gamn - pabGoTa BBINOJHEHA C CYIICCTBCHHBIMH OIIMOKAMU U
XpaHEHHue paborta) oopmiieHa HEOPEKHO
Kosnsoks 5 KommokBrym MOXXeT IPOBOAUTCS B YCTHOM M MHUCEMEHHOU (hopMe.
HYM Ha xominokBuyM BBIHOCHTCA YacTh Marepuania dk3amena. OleHka 3a
(KonTpoa KOJUIOKBHYM YYHUTBIBAETCS TPW BHICTABICHUH (PHHAIHFHOW OIICHKH 3a
bHBIH DK3aMEH.
cpe3)(koH KonnokBryM CTaBUT CleIyrOUIUE 3a0a4u:
TPOJILHBI - MPOBEpKa M KOHTPOJIb OJTYUSHHBIX 3HAHUN TI0 U3y4aeMOi TEME;
ii cpe3s) - pacmupeHHe MpoOieMaTHKH B paMKaX JOTOJIHUTEIBHBIX BOIPOCOB
110 JaHHOM TEMe;
- ynryOlieHve 3HaHUH MTPH TOMOIIU HCITOIb30BAHHUSI IOTIOTHUTEIBHBIX
MaTepHasoB TPH MOJTOTOBKE K 3aHSITHIO;
- CTYIGHTBl JOJDKHBI TPOJEMOHCTPHPOBaTh YMEHHs paboThl ¢
Pa3INIHBIMH BUIaMU HCTOPHYECKUX UCTOYHHUKOB;
- (dbopMHpOBaHWE  YMEHHH  KOJUICKTHBHOTO 00CyXIeHUs
(onIepKuBaTh AUANIOT B MHKPOTPYIIAX, HAXOJUTh KOMIIPOMUCCHOE
peleHre, apryMeHTUPOBATh CBOKO TOYKY 3PCHHUS, YMEHHE CIYIIATh
OIMOHEHTA, TOTOBHOCTH MPUHSATH MO3UIIUIO JIPYTOTO YUAIIETOCS).
5-4 6anna - ryOoKo€e U MMPOYHOE YCBOSHUE IIPOTrPaMMHOTO MaTepraia
- TIOJTHBIE, TTOCIIE/IOBATENILHBIC, TPAMOTHBIC U JIOTHYECKH U3JIaracMbie
OTBETHI TIPY BUJIOM3MEHEHHH 33JIaHHs, - CBOOOIHO CIIPABIISIONIUECS C
MOCTaBJICHHBIMU  33JIauaMK, 3HAHHWs Marepuaia, - [PaBHIbHO
000CHOBaHHBIC TIPUHSTHIC PEIICHHS, - BIAJICHHE Pa3HOCTOPOHHUMH
HaBBIKAMH W TIPUEMaMH BBITIONTHEHHSI TPAKTUIECKUX paboT.
3 Oayuta - 3HaHHWE TPOTPAMMHOTO MaTepHaia - TPaMOTHOE U3JIOKCHHUE,
0e3 CylecTBEHHBIX HETOYHOCTEH B OTBETE HA BOIPOC, - MPABUILHOE
MPUMEHEHUE TEOPETHUYSCKUX 3HAHWHA - BIIAJCHUE HEOOXOIUMBIMHU
HaBBIKAMU TIPH BHITMOJHEHUHN IPAKTHYESCKUX 3a/1a4.
2-1 ©Oamn - YyCBOGHHE OCHOBHOTO Marepuajga - IIpH OTBETE
JIOMTYCKAIOTCSI HETOYHOCTH - TP OTBETE HEIOCTATOYHO MPABHILHBIE
(OPMYITHPOBKH - HapyIICHUE IOCIICAOBATEIILHOCTH B H3JIOKCHUU
MpPOrpaMMHOTO  Marepuayia - 3aTpyJHCHHS B BBIOJHCHUHU
MPaKTUYECKUX 3aJJaHUI
Pexxum [Mucemenn 5 5 6ayIoB - paboTa BBIMOJIHEHA U 0 opMIIeHA OE3yPEUHO
COXpaHHOCTH U |ast paboTa 4 Oana- UMEIOTCS HE3HAYHUTEIbHBIC ONIMOKH B COMCPKAHUM W/HITU
KOHTPOJIb (ITucemen oopmennn padoThI
HaJINY s Hast 3 6ayia — paboTa BBIMOJIHEHA C OIIUOKaMU
KOH(HICHITAIIb | CAMOCTOST 2 Oamna - paboTa BBITIOJTHEHA ¢ OITMOKaMu U o(popMIIeHa HEOPEHKHO
HBIX eNbHaS 1 Gamn - pabGoTa BBINOJHEHA C CYIICCTBCHHBIMH OIIMOKAMU U
JOKYMEHTOB paborta) oopmiieHa HEOPEKHO
Tectupos 10 1 Gamn HaumcnsieTcs 3a Kaxasie 10% mpaBHIIBHBIX OTBETOB

aHue
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IIpoBenenue
KOH(HICHITAITH
HBIX COBEIaHUH

[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. Cucrema noctyna K KOHQUACHIMAIBHBIM 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?

Tewma 5. [lonyuyenue u oTpaBKa KOHQHUIECHIIMATIBHBIX JOKYMEHTOB. Pa3MHO)KEHIE U KOMUPOBAHUE
KOH(UACHIMAIBHBIX TOKYMEHTOB

Tema 7. ®opmupoBanue KOHGUACHIIMATBHBIX €] U MOATOTOBKA UX K Iepejaye Ha apXUBHOE XpaHEHHE

1 Kakum 00pa3om ocymiecTBIseTCs pacipeneieHine KOHPUICHIINATbHBIX TOKYyMEHTOB 110
UCHOJHUTEIIM?

2 KakuM 00pazoM MPOUCXOAUT ONpPEAETICHUE CPOKOB UCTIONHEHNUS KOH(UACHINAIBHBIX TOKYMEHTOB?
3 Kaxk opopmisiercs pe3onronys Ha KOHPUIESHITUATLHOM JTOKyMEHTE?

4 Ha3zoBuTe 0COOEHHOCTH Nepenayl KOH(PpUICHINAIbHBIX JOKYMEHTOB MEX/Y UCTIOIIHUTEISIMH.

5 Kak ocymiecTBisieTcsi KOHTPOJIb 3a UCIIOJIHEHHEM KOH(UIEHIIMAIbHBIX JOKYMEHTOB?

Tema 9. IIpoBenenne kKOHGUICHITUATBLHBIX COBEIAHUN
1 Yro BKJIFOUAET PEKUM XPAHCHUS KOHPHUICHIIUATHHBIX TOKyMEHTOB?
2 KaxoBsI TpeOOBaHUS K XpAHHIAILY ?
3 KaxkoB nopsiiok obpaiieHusi ¢ KoH(QUICHIUAIbHBIMUA JOKyMEHTaMu?
4 KaxoB npsI0K BbIJ1aud U pabOThl ¢ KOH(PHUIEHIUATbHBIMU TOKyMEHTaMU?
5 Kakum 06pazom oCyIecTBISIOTCS TPOBEPKU HATWYHUS KOH(UICHIINATLHBIX JOKYMEHTOB?

Omnpoc

Tema 9. [IpoBeneHre KOHPUACHINATHHBIX COBEIIAHMIA
1 TTopsimok mpoBeaeHus coBenanuii (IEperoBopoB) Mo KOH(GUICHIIUATEHBIM BOIIPOCAM.




2 OCHOBHBIE 3Tallbl OPraHU3aLUN COBELIAHUS.

3 CormacoBaHue TepeuHs 00CY)IaeMbIX BOITPOCOB.
4 OrmpeneneHue cOCTaBa YYaCTHUKOB COBEILIAHUS.

5 JlokyMeHTHI KOH(PHUICHITNATLHOTO COBEIIIAHMUS.

ITucbmennas padora (IlucbMeHHasi caMoOCTONATEIbHAS PadoTa)

Tema 1. [lonarue o KoHGUASHIIMATBHBIX JOKyMeHTaX. Opranu3anus KOH(QUACHIHAIEHOTO
JEJIONPOU3BOICTBA

1 Ilepeuncnuts TpeOOBaHMUSI K CHCTEME JAOCTYMNa K KOHPUACHIUAIbHBIM JOKYMEHTaM.

2 «IlomoxeHne 0 peXUME KOMMEPUECKOH (CTyKeOHO) TaltHbl OpraHu3alun» - CTPYKTYpa,
coziep)kaHue, MopsAoK opopmiIeHusl.

3 Odopmuts  paszpeuieHuid Ha paboTy ¢ KOHPHUACHIIMATEHBIMU TOKYMEHTAMHU U COTJIAIICHUH O
HEpas3malleHUH TANHBI.

4 Hepe‘{I/ICHI/ITB OTaIllbl OATOTOBKHM U U3AaHUA KOH(bI/II[eHI_II/IaJIBHOI‘O AOKYMCHTA.

5 IlpoBectn  aHanM3 y4yera HOcuTesel HHGOPMAIMK U TPOEKTOB KOH(UICHIIMAIBHBIX JOKYMEHTOB.

Tema 2. CocraB koHpUACHIMATBHONW HH(POPMAITUK U JOKYMEHTOB

Tema 3. Cucrema noctyna K KOHQUACHIMAIBHBIM JOKYMEHTAM

Tema 4. IloaroroBka u n3ganue KOHPUACHITHATHHBIX JOKYMEHTOB

Tema 6. Opranu3anyst ICIIOTHEHUS KOHPHUICHIIMATIBHBIX JOKYMEHTOB

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 KOHPHUIECHIIMATHLHOTO TOKYMEHTA.

4 TIpoBeneHue npoueaypsl yI0CTOBEPEHUS KOTMHU KOH(PHUAECHINAIHLHOTO JOKYMEHTa
5 3anonHeHue KOHTPOJIbHBIX KapPTOYEK HA KOH(PHUICHIINATbHBIC TOKYMEHTHI

Tema 7. @opmupoBaHue KOHPHICHIIMATIBHBIX eI U MOJr0TOBKA UX K Mepeaaye Ha apXUBHOE XpaHCHHE

Tema 8. PexxriM cOXpaHHOCTH M KOHTPOJIb HAJINUKs KOH(PHUIEHIIUATbHBIX TOKYMEHTOB

IIpakTnyeckas padora (PemieHue CHTYallMOHHBIX 32/124)

Tema 2. CocraB KOHGUACHINATIEHOW HHPOPMAITUH U JOKYMEHTOB
1. Knaccudukanus nHpopManuu 1 JOKYMEHTOB 10 KaTETOPHSIM JOCTYTIA.
2. Bunbl cBenieHuit KOHQUICHIIMATEHOTO XapaKTepa.
3. [onsaTHe KOMMEpPUYECKOH TallHBI, €0 3aKOHO/IaTeIbHas Oa3a.
4. IloHsTHE TOCYNAapPCTBEHHOMN TalHBI, €r0 3aKOHO/ATeIbHAs Oa3a.

5. HopmaruBHO-1ipaBoBasi 6a3a opranuzanuu paboThl ¢ JOKYMEHTaMH, COAEPIKAIIUMU CITY:KEOHYIO TalHYy,
TallHy CIIEICTBUS U CYIOIPOU3BO/ICTBA.
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Tewma 5. [lonyuyenue u oTpaBKa KOHPHUIECHIMAIBHBIX JOKYMEHTOB. Pa3MHO)KEHE U KOMUPOBAHUE
KOH(UACHIMAIBHBIX TOKYMEHTOB

Tema 9. IIpoBenenne kKOHGUICHITUATBLHBIX COBEIAHUN

TecrupoBanue

Tema 2. CocraB KOHUACHINATEHOW HHPOPMAITUH U JOKYMEHTOB

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

KOHUAEHITHaIbHAs HHpOopMaIus;
rOCy/IapCTBEHHAs TalHa;
KOMMepYecKas TaifHa.

2. CBeneHnusi 0 (pakTax, COOBITUSAX M 0OCTOSITETLCTBAX YACTHOM JKU3HH TPAKIAHIHA, TTO3BOJISIONINX
UACHTU(DHUIUPYIOIMIUX €TO JHYHOCTH — ITO ...

[IEPCOHAJIbHBIE IaHHBIE;
CITyKeOHbBIC JJaHHBIC.

3. Kakue BBIACTAIOT BUIBI HHPOPMAITMOHHBIX PECYPCOB 110 KaTeropusM nocrymna?
00IIeI0CTYITHBIE;

OTrPaHUUYEHHOTO JA0CTYIIA;

HEOI'PaHUYEHHOI'0 10CTYyIa.

4.IIpaBoBbIe, OpraHU3aIMOHHBIE, TEXHUYECKHE U MHbIE MEPbI, IPUHUMaeMble o01aaareneM HHPOpMaIuy,
COCTaBJISIIOIIMM KOMMEPUYECKYIO TaifHy, 110 OXpaHe ee KOH(PUICHIINATBHOCTH — 3TO

LIEHHOCTb KOMMEPYECKON TalHblI,
PEKUM KOMMEPUYECKOU TalHBI.

5. ®usnyecKoe JIMIO WIK MaTepUaIbHbI 0OBEKT, B TOM YUCIe PU3NUECKOE MOoJIe, B KOTOPHIX HHPOPMAIUs
HaXOAMT CBOE OTOOPaXEHHE B BHJIE CUMBOJIOB, 00pa30B, CUTHAJIOB, TEXHUYECKHUX PEIICHUH U POIIECCOB —
3TO ...

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

Tema 4. IloaroroBka u n3ganue KOHPUACHITHATHHBIX JOKYMEHTOB

1.Kakoii rpu¢ (momeTka) mpocTaBisieTcsl Ha KOHUACHIIMAIBHBIX TOKYMEHTaxX (pefepanbHbIX OpraHOB
roCyAapCTBEHHON BJIACTH, @ TAKXKE MTOJIBEAOMCTBEHHBIX UM MPEANIPUATHH, yUPEKICHUN U OpraHu3anuii?

«[mst cimy»keOHOTO MOTB30BAHUS;
«Kommepueckas TaiiHay.

2. Kaxkoii rpu¢ (momeTka) mpocTaBisieTcsl Ha KOHPHUISHIIMATBHBIX JOKYMEHTaX (PU3NYECKUX U
OPUIAYECKUX JTUIL?

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

3. HenpaBomepHBI BBIXO KOH(GUACHIINAIEHOW HHPOPMAIIUH 3a MPEeITbl 3alIHIaeMOi 30HbI e
(YHKIMOHUPOBAHMS WM YCTaHOBJICHHOTO KpYTa JIMII, €CJIA 3TOT BBIXOJ IPUBEI K MOTYYCHUIO
MH(POPMALIMH TUIAMU, HE UMEIOIIMMH K Hel CAaHKIIMOHUPOBAHHOTO AOCTYIA — 37O ...

pasmiamieHrue KoHpUASHIMaIbHON HHPOpMaIINH;
yTpara KOH(UICHINAIbHON HH(pOpMALINY;
OnoKupoBaHUE KOHPHUACHIINATHHON HHPOPMAITUH.
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4.JlessTenbHOCTD, 0OecIeunBaroIas JOKyMEHTHPOBaHNE KOH(PHICHIIMATBLHON HH(OpMAIK, OpraHU3aIHIO
paboThl ¢ KOH(UACHIINATEHBIMU TOKYMEHTAMHU U 3aIIUTY COZIEpIKaIIeNCcs B HUX HH(POPMALIUU — 3TO ...

KOH(UACHIMAIBHOE JIIONPOU3BOJICTBO;
JOKyMEHTAI[HIOHHOE 00eCIeYeHNe YIIPABICHHUS.

5.Ha xakux JOKyMeHTaX CTaBUTCS TPUQ CEKPETHOCTH?
Ha JIOKYMEHTaXx, COJEPKAILIUX CIIyKEOHYIO TaliHy;

Ha JIOKYMEHTaXx, COJepKalliX BpaueOHYyIO TaiiHy;

Ha JIOKyMEHTAaX, COAEPKAIUX rOCyJapCTBEHHYIO TalHY;
Ha JJOKYMEHTAaX, COAEPKAIIUX KOMMEPUYECKYIO TaliHY.

Tema 6. Opranu3zanyst HICIIOTHEHUS KOHPHUICHIIMATIBHBIX JOKYMEHTOB
1. Kakue obs3arenbcTBa OepeT Ha ceOst paOOTHUK, TOMYIIEHHBIN K KOHGUIESHITHATLHON HHHOPMAIINH,
colieprKallle KOMMEPUYECKYIO TailHy?
0 Hepa3MIaleHuH KOHQUACHIIMAIbHON HH(OpPMaLMK 10 BBIXOAA HA IEHCHIO;
0 HepasMaleHNH KOH(UACHIIMAIBHOW HHPOPMALIUH MTOKU3HEHHO;

0 HepasmIameHny KOHPUIESHITNATLHON HHGOPMAaIUK B IEpUoT paOdoThl Ha PUPME U B TCUCHHUE, KaK
MUHHMYM, TPEX JIET MOCIIe YXO0/1a;

0 HepasmIaleHnu KOHPUIEHITMAILHON HHGOPMAaIMK 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 )KypHaJe yuyeTa JOKYMEHTOB BbIIEJIEHHOTO XpaHEHUS;

B J)KypHaJje yueTa HoCUTelel koH(uaeHInanbHOi nHpopMaluu.

3. Kto umeeT npaBo gaBaTh pa3pelieHne Ha TOCTYN K KOHPUACHIMaIpHOM nHpopmaIuu Bce pupmpl?
3aMEeCTHUTEIb PYKOBOIUTEIS, HCIIOMHSIOMINI ero 00s13aHHOCTH;

JIUII0, OTBETCTBEHHOE 32 KOH(MUIACHIIMATBLHOE JIETOMPOU3BOACTBO;

HAYaJIbHUK CITY>KObI 0€301TaCHOCTH.

4. B TeueHHe KaKoro MepHroja BEJETCs KypHaJ ydyeTa MOCTYNUBIINX KOHPHUACHINATbHBIX TOKyMEHTOB?
710 OKOHYAHHS CTPAHMUII B KypHAJIE,

3 rona;

KaJIeHIapHOTO TO/Ia;

710 CAa4M B ApXHB 3aPETUCTPUPOBAHHBIX B HEM JIOKYMEHTOB;

5 ner.

5. K10 umeeT nmpaBo yCTaHABIMBATh PEKUM KOMMEPUYECKON TaHBI?

IJ1aBa roCyJapcTBa;

HAJIOTrOBasi MHCTIEKIHS;

MIPaBOOXPAHUTEIHLHBIC OPTAHEI;

coOCTBEeHHUK MH(OpMAITHH.

Tema 8. PexxriM cOXpaHHOCTU M KOHTPOJIb HAJINUKs KOHPHUIEHIIUATBHBIX TOKYMEHTOB
1.Kro  ycraHaBnMBaeT pexuM CIyKeOHOU TaHbI?
IJ1aBa roCyaapcTBa;
COOCTBEHHUK MH(OPMAIIH;
MIPaBOOXPAHUTEIIbHBIEC OPTaHbl;
JOJKHOCTHBIE JIMIIA, YTIOJTHOMOYEHHBIE PYKOBOJUTEIIEM OpraHa BIACTH.
2. B xakom ciiyqae  KOH(pHACHIIMAIBHBIA JOKYMEHT CHUMAETCS C YUeTa BBIJICIICHHOTO XpaHCHHUS ?
P TOJIINBKE B JI€N1a;
IIPU BbIIA4Ye COTPYAHUKY JUIsl pabOThI;
IIPY €KETOJHOM ITPOBEPKE.
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3.Kak  Qopmupyercs sKcriepTHasi KOMHCCHUS 110 3aIIUTE KOHPHISHIIMAIbHON nHpopMmarn?
Ha3HA4YaeTCA BBIIECTOSIIECH OpraHu3aluei;

CO3/1aeTCs IPUKA30M PYKOBOAUTENS (PUPMBI,

n3bupaercs penieHueM oo1ero coopanus TPyA0BOTrO KOJIJICKTHBA.

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

OHHU JIOJKHBI COBIIAJIaTh CO CPOKAMH XPaHEHHUS JJOKYMEHTOB;

B 3aBHCHMOCTH OT CPOKa JACHCTBHSI YCIOBUN, HEOOXOMUMBIX JUIS IPU3HAHUS HHPOPMAIIHH
KOH(HUICHIINATHHOM;

10 TUIIOBBIM MEPEYHSIM JTOKYMEHTOB C YKa3aHHEM CPOKOB KOH(UICHIIMATEHOCTH.

5.4Yro Takoe  KOH(HUACHIHAIbHBIC JOKYMEHTHI BBIJCIICHHOTO XpaHCHHUS ?

JOKYMEHTBI, KOTOpPBIC HE TIOANINBAIOTCS B JIEJIa;

JOKYMEHTBI TOCTOSTHHOTO CPOKa XpaHEHUS;

JOKYMEHTBI, BBIJICTICHHBIE JIJIS1 YHUUTOKEHUS;

JIOKYMEHTBI, UMEIOIIHE 0CO0YIO IIEHHOCTh U TPEOYyIoNre 0COOBIX MEp 3aIllUTHI.

4.3 IIpomexyTouHast aTTECTAIMSA 110 AUCIUIUIMHE MPOBOIUTCS B opMe 3adeTa, IK3aMEeHa

Tunossblie Bonpocsl 3auera (IIK-5)
1 Knaccudwukaius nHbopMaIii U JOKYMEHTOB IO KATETOPHUSIM JOCTYTIA.
2 Tlonarue neHHON W KOH(PUACHIIMATHLHOW HHPOPMAIIUH.
3 IlpaBoBOii pexxuM UHPOPMAITUN OTPAHUYSHHOTO JOCTYTIA.
4 Bupsl cBeneHMA KOH(GUICHIIMAIBHOTO XapaKTepa.
5 Hocurenu koHGUASHIMATEHOW HHPOPMAITUH.

Tunosble 3axanus s 3a4era (IIK-5)
1.0dopmnenne KOHPUISHITUATHLHOTO TOKYMEHTA.
2. OnucaHue TEXHOJIOTUH MpHeMa KOH(PHUIECHIIMATIFHOTO TOKYMEHTA.
3. 3anoHEeHNEe PETUCTPAIMOHHOMN (OPMEI.
4. OnpeneneHue MoCIea0BaTENbHOCTU AEUCTBUM IIPU CHATUU JOKYMEHTA C KOHTPOJIS.
5. OdopmieHne BHyTPEHHEH onrucH KOH(GUIESHIINATBLHOTO JIeiia

Tunosblie Bonpocskl 3xk3amena (ITK-5)
1 Ocobennoct  0OpPaOOTKH BXOAALINX KOH(PHUIACHIINATBHBIX JOKYMEHTOB.
2 Drtanel  00pabOTKU UCXOASIINX KOHPUACHITHATBHBIX JOKYMEHTOB.
3 KonduneHnumanbHple  JTOKyMEHTHI BBIJCIICHHOTO XPaHEHUSI.
4 Tlpoueaypsl  THUPAKUPOBAHUSA U KOMTUPOBAHUS KOH(DUICHITHAIBHBIX JOKYMEHTOB.
5 VYmoctoBepeHue Komuii 1 0)OPMIICHHE BBIMMUCOK U3 KOH(PUICHIINATHHBIX IOKYyMEHTOB.

TunoBble 3axanus s dxk3amena (ITK-5)
1.0dopmnenne KOHPUISHITUATLHOTO TOKYMEHTA.
2. OnucaHue TEXHOJIOTUH MpHeMa KOH(PHUIESHIINATFHOTO TOKYMEHTA.
3. 3anoHEeHNEe PETUCTPAIUOHHON (OPMEI.
4. OnpeneneHue MoCie0BaTENbHOCTU AEUCTBUN IIPU CHATUU JOKYMEHTA C KOHTPOJIS.
5. OdopmieHne BHyTPEHHEH ONMrucH KOH(GUIESHIIUATBLHOTO JIeiia

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTECTALMKI

3auer
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JleckpunTopsl (YpOBHH) — OCHOBHBIC IPU3HAKH OCBOCHHUS (ITOKA3aTeIn

Orenka Kommnerenmu
TOCTHKEHHMSI pe3ynbTaTa)
ITK-5 Ha pgocrarounoM ypoBHE WCHOJB3YyeT TMpaBmwia pabOThl C
«3a4TCHO»
JOKYMEHTaMH, COJEpKallUMU KOHOGUIACHIMAIBHYI0 M CEKPETHYIO
(50 - 100 6anoB)
nHpopmaIuio
«HE 3a4TECHO» IK-5 He wucnonm3yer mpaBuia paboTbl ¢ JOKyMEHTaMHM, COAEPKAIIUMHU
(0 - 49 GamoB) KOH(HUICHIIMATHHYIO U CEKPETHYIO HH(DOPMAIIHIO
DK3aMeH
CCKPHUIITOPHI OBHH ) — OCHOBHBIC IIPHU3HAKK OCBOCHUA (I10Ka3aTC/IN
Onenka Kommerenuun HAeckp pEL (VP ) P (
TOCTHKEHHMSI pe3ynbTaTa)
OTIHYIHO IK-5 Ha BbICOKOM ypOBHE HCIOJNIB3YET MpaBuia pabOThl C JOKYMEHTaMH,
(85 - 100 6aoB) coZiep KaIuMK KOH(DHUICHIIMAIBHYIO U CEKPETHYIO HH(POPMAIIUIO
ITK-5 Ha nmoctaTtoyHO BBICOKOM YpOBHE HMCHOJB3YET MpaBMia pabOTHI C
«XOopommo»
p JOKYMEHTaMH, COJEpKalUMU KOH(GUIACHIMAIBHYI0 M CEKPETHYIO
(70 - 84 6amnoB)
nHpopmaIuio
IK-5 Ha pgocraroyHoM ypoBHE UCHONB3yeT TMpaBWia paboOThl ¢
«YIOOBIIETBOPUTEIILHO
JOKYMEHTaMH, CONEPKAIUMHU KOHQUIACHIMAIBLHYI0 W CEKPETHYIO
(50 - 69 6amnoB)
UHPOPMALIUIO
«ueynosiersopurenbHo» [[TIK-5 He ucnons3yer mpaBuia paboThl ¢ JOKYMEHTaMH, COIAEPKalIUMHU
(menee 50 6amioB) KOH(UIEHITMATBHYIO U CEKPETHYIO0 HH(POpMAITHio

5. MeTonnuyeckue yKkazaHusi JAJis1 00y4a0IUXCS 10 OCBOCHUIO M CHUILIHHBI (MOLYJI)

5.1 MeTtoandeckue yka3aHus IO OPTaHU3AIUN CaAMOCTOSTEIBHOM PabOThI O0YUYaIOIIUXCSI:

[Ipuctynas K W3y4eHUIO TUCIUIUIMHBI, B MEPBYIO Odepelb OOydaromuMcsi HEOOXOAMMO O3HAKOMHUTBCS
comepxaHueM paboueil mporpammbl nuctuiumabl (PITJ]), xotopas ompezaenser coaepxaHue, o0beMm, a
TaKKe MOPSAIOK U3YUCHHSI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTu.

J171 caMOCTOSATENbHOM paboThl BaKHOE 3HaYEHHE UMEIOT pa3zeibl «O0beM U collepikaHnue AUCIUTITMHBD),
«YuebHo-mMeTonyeckoe U HHGOpMAIIMOHHOE 0O0ecTieyeHre TUCIUIUIUHBD U «MaTepruaabHO-TEXHUYECKOe
obecrieueHre JUCITUTUIMHBI, TpOrpaMMHOE obecreueHue, MpodecCHoHaAIbHBIC Oa3bl TaHHBIX 1
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

B pazmene «O0bemM u copepkaHHe AMCHUIUIMHBDY YKa3bIBAIOTCS BCE pas3leibl M TEMbl H3ydaeMoi
JTUCLUIUTMHBL, @ TAK)KE BUJIbI 3aHIATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKUX Yacax.

B pazmene «YueOHo-meToamueckoe u HUH(POpMAIMOHHOE OOECleYeHHEe JAUCIHUIUIMHBDY —YyKa3aHa
peKOMEeHTyeMasi OCHOBHAS U JIOTIOJTHUTEIbHAS JINTEpaTypa.

B paznmene «MarepuanbHO-TeXHUYECKOE OOeCIeueHue TUCIUIUIMHBL, TMPOrpaMMHOE oOecreueHue,
npodeccuoHanbHble 0a3bl JTaHHBIX U HWH(GOPMAIMOHHBIE CIPAaBOYHBIE CHCTEMBD) COACPKHUTCS IepeueHb
npodeccruoHanbHbIX 0a3 JaHHBIX U MHPOPMALIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX AJII OCBOCHHUS
JUCIUIUTAHBL.

5.2 Pexomennanuu oOy4aromumcs 1o padbote ¢ TEOpeTUUECKUMHU MaTeprallaMy 110 TUCLUITIIMHE

[Tpu u3yuennu u npopaboTKe TEOPETUIECKOTO MaTepraia HeoOX0IuMO:

- IPOCMOTPETH €I1I€ pa3 Nnpe3eHTaruo Jekuuu B cuicteMe MOODLe, moBTOpUTh 3aKOHCIIEKTUPOBAHHBIN HA
JEKIMOHHOM 3aHATUM MaTrepual M JOMNOJIHUTh €ro € Y4YEeTOM PEKOMEHIOBAHHOW IOMOIHUTEIbHOU
JIUTEPATYPBI;

- IIPY CAMOCTOATEILHOM U3YYEHHH TEOPETUYECKONW TEMBI CAENATh KOHCIIEKT, UCIIOJIb3Yysl PEKOMEH/I0BAaHHbIE
B PIT/] ucrounuku, npodeccuoHanbHbie 0a3bl JAHHBIX U HHPOPMALIMOHHBIEC CIIPABOYHbBIE CUCTEMBI:

- OTBETUTH HA BOIIPOCHI JJIsi CAMOCTOSATENILHOW pabOTHI, 10 TeMe MpecTaBIeHHbIe B myHKTe 3.2 PI1/I.

- IIPY NOATOTOBKE K TEKYILIEMY KOHTPOJIIO MCIIOIb30BaTh MaTepralibl (hoH1a oleHouHbIX cpencTs (POC).
5.3 Pexomennaruu o pabore ¢ Hay4HOU 1 y4eOHOM uTepaTypoit
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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. buctokoB, B. M. 3amura u o0paboTka KOH(HICHIIMAIBHBIX JOKYMEHTOB : MPAKTHKYyM. - Bechb Cpok
OXpaHbl aBTOPCKOTO TMpaBa; 3amura U o00paboTka KOH(PUACHLMATIBHBIX JOKYMEHTOB. - (CTaBpOIOJb:
Ceepo-KaBkasckuii denepanbubiii yauepeuret, 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. KonduaenmuanpHoe

JIEIOTIPOM3BOICTBO M 3AIUIICHHBIA 3JICKTPOHHBIA JTOKyMEHTOOOOpOoT : 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. Kysnmemnora, U. B., Xawarpsn, I. A. KoHduaeHmmaipbHOoe IEIOMPOU3BOACTBO W 3alTUIICHHBINA
ANEKTPOHHBIN JOKYMEHTOOOOPOT : yueOHoe mocobue s OakanaBpoB. - Bech Cpok OXpaHBI aBTOPCKOTO
npaBa; KornduaeHmaipsHoE IEI0MPOU3BOACTBO U 3aIIUIIEHHBIN JIEKTPOHHBINA JOoKyMe. - MockBa: At [1u
Ap Meamna, 2020. - 192 c. - Tekcr : onekrponnsiii // IPR  BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/97083.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. Tpososa O. C. Jlenonpon3BoncTso : yueGHoe nocobue. - Momxap-Ona: TToBOmKCKHiT TOCYIapCTBEHHBIIA
TexHojornueckuii yusepcuret, 2015. - 124 c. - Tekcr : snexrponnbiii // OBC «YHuBepcurTeTckas
oubmuoTeka onnaite» [caidt]. - URL: http://biblioclub.ru/index.php?page=book&id=439196

3. PeibakoB, A. E. OcHoOBBI nenonpou3BoAcTBa : yueOHHUK. - 2022-08-04; OCHOBBI A€TONPOU3BOJICTBA. -

Munck: PecniyOnukanckuii ”HCTUTYT npodeccronanbaoro oopazoanus (PUIIO), 2016. - 320 c. - Tekcer :
anekTpoHHbi // [IPR BOOKS [caiit]. - URL: http://www.iprbookshop.ru/67690.html

6.3 VHpIe MCTOYHUKU:

1. Vka3 Ilpesunenta Poccuiickoit @enepanun ot 6 mapra 1997 . N 188 «O06 yrBepxknenuun Ilepeuns
CBE/ICHUN KOH(HIEHIINAIBHOTO XapaKTepa.» -

7. MaTepuajbHO-TeXHHYeCKOe ofecnedeHHe TUCIUILINHBI, TPOrpaMMHOe o0ecrnedyeHue,
npodeccuoHa bHbIe 623bI JTAHHBIX U HH(OPMALMOHHbIE CIPABOYHBIE CHCTEMbI

Jlnst mpoBeneHUWsl 3aHATHH MO JUCIMIUIMHE HEOOXOAWMO CIEIyIoIlee MaTepuatbHO-TEXHUIECKOEe
oOecriedeHre: ydeOHbIC ayIUTOPHH UIsl TPOBEICHHS 3aHATHH JICKIMOHHOTO W CEMHHAPCKOTO THIIA,
TPYIIOBBIX W HMHIMBHUIYaJTbHBIX KOHCYJIBTAIlMH, TEKYIIEr0 KOHTPOJIS W TPOMEXKYTOUHOW aTTECTAIlHH,
TIOMEIICHUS ISl CAMOCTOSITEIbHOM PabOoTHI.

VYdeOHbIe ayTUTOPHUU U IIOMEIICHUS ISl CAMOCTOSTEIILHON paOO0Thl YKOMIUIEKTOBAHBI CIICTIHATH3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMH CPEJCTBAMHU OOYyUCHHMS, CIIY>KAIIUMH JIJIs1 TIPEICTABICHHS yueOHOW nHbOpMauu
OOJIBITION ayTUTOPHH.

[TomerieHus U1 CaMOCTOSATENILHONW paOOTHl YKOMIUIEKTOBAHbBI KOMITBIOTEPHON TEXHUKOH C BO3MOXKHOCTBIO
MTOAKITFOYEHHUS K CceTH "Unrepuet" u obecrnieueHneM JIOCTyIa B AIIEKTPOHHYO
MH(POPMALIMOHHO-00pa30BaTEIbHYIO CPEAYy YHUBEPCUTETA.
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Jlnst mpoBeeHusl 3aHATHI JIEKIIMOHHOTO THIIAa UCTIONB3YIOTCS HA0OPBI IEMOHCTPAILIMOHHOTO 000PYI0BaHUS,
o0ecreYnBaroIe TEMaTHYEeCKHE WILTIOCTPAIH (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPaKTUBHAS JOCKA).

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

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

[Tpodeccuonanpubie 6a3bl JaHHBIX U MH(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-OMOmmoreunas  cuctema. —  URL:
https://biblioclub.ru

5. Poccwuiickas rocynapcrBeHHast 6nbnuoreka. — URL: https://www.rsl.ru

6. KoncynbranT cryneHTta. l'ymaHuTapHble HAyKH: 3JIEKTpOHHO-OMOnmmoreuHass cuctema. — URL:
https://www.studentlibrary.ru

7. Hayunas snexrponnas 6ubnuoreka eLIBRARY.ru. — URL: https://elibrary.ru
8. FOpaiit: snekrpoHHO-6nbOMMoTeyHas cucrema. — URL: https://urait.ru
9. ObC «YHuBepcurerckas oubamoreka onnaita» . — URL: http://www.biblioclub.ru

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

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

JJIeKTpPOHHASA HH(POPMALIMOHHO-00pa3oBaTe/ibHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

BsaumogeiicTBue mnpemnopaBarensi M CTyAEHTa B Iporecce OOy4deHHs] OCYIIECTBISETCS MOCPEACTBOM
MYJIBTUMEIUNHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHUKALMOHHBIX TEXHOJIOTHH, MCHOIb3yEeMbIX B
AIIEKTPOHHON MH(POPMAIIMOHHO-00pa30BaTeIbHOM Cpelle YHUBEPCUTETA.



