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1. OBIIUE CBEAEHUA O AUCHUIIJIMHE

1.1. HaumeHoBaHue JUCHMILIMHBI

Pabouas rporpamma JUACLUITIINHBI «Kondunenuumanpaoe
JICIIONPOU3BOACTBO» TMpeIHa3HaueHa s OakajdaBpoB (B TOM 4HCIE JUIS
WHKIIFO3UBHOTO ~ O0Opa3oBaHWs  WHBAJIWAOB M JIMI] C  OTPAaHUYCHHBIMHU
BO3MOXKHOCTSIMU ~ 3[IOPOBbsI), OOydYalolmUXcsi 1O HaIMpaBiICHUIO MOATOTOBKHU
46.03.02 «JIOKyMEHTOBEJICHHE M apXHUBOBEJACHHE», NPOPUIL TMOATOTOBKH
«JlokymeHTanmonHoe oOecrieueHue YINpaBleHUs», Ha Kadeape OHOIUOTEUHO-
WHOOPMAIIMOHHOW  JICSITENIBHOCTH,  JIOKYMEHTOBEACHUS U  apXHUBOBEICHHUS
XabapoBCKOTO TOCYAapCTBEHHOIO MHCTUTYTa KYyJbTYPhl, B COOTBETCTBUU C
dbenepalibHBIM  TOCYJIapCTBEHHBIM  00pa30BaTENbHBIM  CTAHJAPTOM  BBICIIETO

oOpa3oBaHMsl, yTB. NpuUKazoM MuHHUCTepcTBa 00pa3oBaHus U Hayku PO ot
06.03.2015 . Ne 176.

1.2. MecTo IMCHUIIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOIrPaMMbl

Huctiumnaa — «KoHpuaeHuuanbHOE — IEJONPOU3BOJICTBO»  SIBIIAETCS
JTUCIMILTMHOW BapuaTuBHOM yactu (010K b1.B.05).

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

1.3. Ileab ocBOeHHUsI ANMCHUILINHBI
Hens  aucrumuubl  «KoHpuaeHManIbHOE  JEJIONPOU3BOJICTBO» -
dbopMupoBaHUE Yy CTYJACHTOB CHUCTEMbl 3HAaHUW, YMEHMH W HaBBIKOB IIO
OpraHu3aluu padoThl ¢ KOH(PUICHIIMATBHBIMU JOKYMEHTAMMU.

1.4. Ilnanupyemble pe3yabTaThl 00y4eHUs M0 JUCHUILINHE

Kon DopmyMpOBKa YpoBuu ITnanupyemsie pe3yJbTaThbl 00y4eHHsA
KOMIIETEeHIIUH OCBOCHUS
[1K-4 | CnocoGHOCTh [Toporoseiii | meet o01iue, HO HE CTPYKTYPHPOBAHHBIE

CaMOCTOSITEIILHO YPOBEHb 3HaHUA 0 paboTe C pa3IMYHbIMU UCTOYHUKAMHU
paboTarth C uHpOpMaIINH, COAEPKAIINMHU CBEJICHHS
Ppa3INYHBIMHU OTPaHUYEHHOTO AOCTYyIA.
HUCTOYHUKAMHU B nenom ycnemHoe, HoO He CUCTEMAaTUYECKU
uH(popMalun OCYILECTBIIIEMOE YMEHHUE paboTaTh C

Pa3IMYHBIMU UCTOYHUKAMU UH(POPMALIUH,
COJIEpKalIMMH CBEJIEHUSI OTPAaHUYEHHOTO
JIOCTYTIA.

B nenom ycnemHoe, HO He CHCTEMAaTHYECKOe
BJIaJICHHE HaBbIKAMU PabOTHI C pa3IMYHBIMU
MCTOYHUKaMU UH(GOpPMaLUK, CoAepKaIUMU
CBEJICHMSI OTPAaHUYEHHOI'0 IOCTYIIA.

Cranpaptaeiii | ChopMupoBaHHbIe, HO COIepKAIUe
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YPOBEHb OTJeNbHBIE Po0eIbl 3HaHUs 0 padoTe C
Pa3TUYHBIMHU HCTOYHUKAMU HH(OpMALIUH,
COJICPKAIIUMH CBEACHUSI OTPAaHUYEHHOTO
JOCTYTIA.

B nenom ycnemHsoe, HO coaeprkaiee
OTAEbHBIEC TPOOEIBl YMEHHE paboTaTh ¢
Pa3IUYHBIMHU UCTOYHUKAMU UH(POPMALIUH,
COZIEPIKAIIMMH CBEJICHHUS OTPAaHUYCHHOTO
JOCTyTIA.

B nienom ycnernoe, HO conepikariee
OTJeNbHBIC POOEIbI BlIaICHUE HaBBIKAMH
paboTHI C PA3TMYHBIMH UCTOYHHKAMU
uHpOPMALINH, COIECPIKAIINMHU CBEICHHS
OTPaHMYEHHOTO JIOCTYTIA.

Oranonnsiii | ChopMupOBaHHBIE CHCTEMATUYECKHE 3HAHUS O
YPOBEHb pabote ¢ pa3IMYHBIMU UCTOYHUKAMHU
uH(pOpMaLIUU, COAEPKAIUMH CBECHUS
OTPaHUYEHHOTO JOCTYyHA.
CdopMHupOBaHHOE CHCTEMAaTHYECKOE YMEHHUE
paboTaTh C pa3InYHbBIMH HCTOYHUKAMHU
uH(pOpMaLU, COAEPKAIIUMHU CBECHUS
OTPaHUYEHHOTO JOCTYyHA.
VYcnemnoe 1 nociue10BaTeabHOE BIIaJACHUE
HaBBbIKAMU pabOThI C pa3IMuHbIMU
MCTOYHUKAMU HH(POPMALIUH, COEPIKAIIUMHU
CBEJICHUS] OIPAaHMYEHHOI'0 JI0CTYyHa.

[IK-17 | Bnanenue meromamu | [loporosenii | MMeer oOiue, HO HE CTPYKTYpUPOBAHHBIE
3aIUTHI YpOBEHb 3HAHUA O METO/aX 3aIIUThl HHPOPMAIIIH,
uHpOpMaLUN OTHOCSIIEHCS K KaTeropuu HH(pOpMaIum
OTPaHUYEHHOTO JOCTYyIA.

B nenom ycneniHoe, HO HE CUCTEMATUYECKU
OCYLIECTBIIIEMOE YMEHHUE UCIIOIb30BaTh
METO/IBI 3aIIUTHl HHPOPMAITUH, OTHOCSIIEHCS
K KaTeropuu MH(GOpMaIuy orpaHi4eHHOro
JocTyma.

B nenoMm ycnemHsoe, HO He CUCTEMAaTHYECKOE
BJIa/ICHE METOJaMH 3aIIUThl HHPOpMAIIIH,
OTHOCSIIEHCS K KaTeropuu MH(GopMaIuu
OTPaHUYEHHOTO JIOCTYIIA.

Cranpaptaeiii | ChopMupoBaHHbIE, HO COJEpXKAIIUe
YpOBEHb OTJIelbHBIE IPOOEIBI 3HAHUS O METOJaX
3alUThl HH(OPMAIIUK, OTHOCSIIEHCS K
KaTeropuu HHPOpMaIi OrpaHUYEHHOTO
JocTyma.
B nenom ycnemrHoe, HO cojepikaiiee
OTJeNIbHBIE TIPOOEIbl YMEHHE UCTIOIb30BaTh
METO/IbI 3aIIUThHl HH(OPMALINU, OTHOCSIIEHCS
K KaTeropuu MH(GOpMaIy orpaHuYeHHOTo
JoCTyTa.
B nenom ycneuHoe, HO coepkalee
OTJIelbHBIE IPOOEIBI BIIaJICHUE METOIaMU
3alMThl HH(OpPMAIMK, OTHOCSIIEHCS K




KaTeropuu MH(GpOpMaIuy OrpaHuYeHHOTO
JOCTyIa.

TaJIOHHBIH
YPOBEHB

CdhopmupoBaHHBIC CUCTEMATUYECKUE 3HAHUS O
METOJIaX 3allUThl HH()OPMALIUU, OTHOCSILEHCS
K KaTeropuu HHPOPMAIUH OTPAHUICHHOTO
JIOCTYyTIA.

CdhopmupoBaHHOE CUCTEMATUYECKOE YMEHUE
MCIIOJIb30BaTh METO/IbI 3allIMThI HH(OPMALIUH,
OTHOCSIICHCS K KaTeropuu WHGOpMaIuu
OTPaHUYEHHOTO JAOCTYyIA.

VYcnenHoe 1 Mocie0BaTeIbHOE BIIaJICHUE
METOJIaMU 3aIIUTHl HHPOPMAIIIH,
OTHOCSIICHCS K KaTeropuu WHGOpMaIuu
OTPaHUYEHHOT'O AOCTYyIA.

[1K-20

Crioco6HOCTB
UCIIOJIb30BATh
npaBuiIa
OpraHu3aluH BCEX
3TarnoB paboTHI ¢
JOKYMEHTaMH, B TOM
YUCJIC apXHUBHBIMU
JOKYMEHTaMHU

[Toporossiii
YpOBEHb

Hmeet 001me, HO HE CTPYKTYpUPOBAHHBIE
3HaHMA O NIPAaBUJIaX OPraHU3aLUU BCEX ITAIIOB
paboThI C TOKYMEHTaMH, B TOM YHUCJIE
apXUBHBIMU JOKYMEHTaMU OIPaHUYEHHOIO
JIOCTYyTIA.

B nenom ycnemnoe, HoO HE CUCTEMAaTHYECKU
OCYILECTBIISIEMOE YMEHUE OPraHU30BaTh BCE
3Tarbl paboThl ¢ JOKYMEHTaMH, B TOM YHUCIIE
ApPXMUBHBIMH JOKYMEHTAaMU OI'PaHUYEHHOTO
JOCTyIIA.

B nenom ycnemHoe, HO He CUCTEMaTHYECKOe
BJIaJICHUE HAaBBIKAMH OPTaHMU3aLUU BCEX
ATarnoB paboTHI C JOKYMEHTaMH, B TOM YHCJIE
apXUBHBIMU JOKYMEHTaMU OIPaHUYEHHOI O
JIOCTYyTIA.

CrangapTHbIA
YPOBEHb

CdopmupoBaHHbIe, HO COZIEpIKaIIHe
OTJIeITbHBIC TIPOOEITBI 3HAHMSI O TIPABHIIAX
OpTraHHU3aIH BCEX ITANOB PAOOTHI C
JIOKyMEHTaMH, B TOM YHCJIC apXHUBHBIMU
JIOKYMEHTaM{ OTPaHHUYEHHOTO JIOCTYIA.

B nienmom ycmenisoe, HO coneprkaiiee
OTJIeNbHBIE IPOOEITBI YMEHHE OPraHU30BaTh
BCE JTaIbl padOTHI ¢ JOKYMEHTaMH, B TOM
YHCIie ApXUBHBIMU JJOKYMEHTaMHU
OTPaHUYEHHOTO JIOCTYTIA.

B niennom ycneninoe, HO cozeprkaiee
OTJIeIbHBIC TIPOOECITHI BIIAJICHHE HaBBIKAMU
OpTraHHU3aIH BCEX ITANOB PAOOTHI C
JIOKyMEHTaMH, B TOM YHCJIC apXHUBHBIMU
JIOKYMEHTaMH{ OTPaHHYEHHOTO JIOCTYIA.

OTalOHHBII
YPOBEHb

CdopMupoBaHHbBIE CHCTEMATHIECKHE 3HAHUS O
MpaBUJIaX OPraHU3aliU BCEX ITAOB paboThI C
JIOKyMEHTaMH, B TOM YHCJIC apXHUBHBIMA
JIOKyMEHTaM{ OTPaHHMYEHHOTO JTOCTYIA.
CdopMupoBaHHOE CHCTEMATHYECKOE YMECHHE
OpraHu30BaTh BCE ATAIBI pabOTHI C
JIOKyMEHTaMH, B TOM YHCJIC apXHUBHBIMU
JIOKYMEHTaMH{ OTPAaHHYEHHOTO JIOCTYIA.




YcneniHoe 1 nocaea0BaTeIbHOE BIacHIE
HaBbIKaMU OpTraHHU3allli BCCX 3TAIlOB pa6OTI)I C
JOKYMCHTaMH, B TOM YUCJIC apXHUBHBIMU
JOKYMCHTAMHM OIrpaHUYCHHOI'O AOCTYIIA.

[1K-26

Bnanenue HaBbIKaMu
00paboTKu
JIOKYMEHTOB Ha BCEX
JTanax
JOKYMEHTO000pOoTa,
CUCTEeMaTH3allHH,
COCTaBIICHUS
HOMEHKJIATYPHhI J1e]

[Toporossiii
YpOBEHb

Hmeer o01ue, HO He CTPYKTYPUPOBAHHBIC
3HaHUs 00 00pabOTKe JOKYMEHTOB Ha BCEX
JTanax JOKyMEHTOO0OpOTa, CUCTEeMaTH3AIHH,
COCTaBJICHUS] HOMEHKJIATYPHI JIeJT IOKYMEHTOB
OTPaHUYEHHOTO JO0CTYyIIA.

B nienom ycneniHoe, HoO He CHCTEMAaTUYECKH
OCYIIECTBIISIEMOE YMEHUE 00pabOTKN
JIOKYMEHTOB Ha BCEX dTarax
JIOKyMEHTO000pOTa, CUCTEMATHU3AIIHH,
COCTaBJICHUS] HOMEHKJIATYPHI JIeJT IOKYMEHTOB
OTPaHUYEHHOTO JO0CTYyIIA.

B niesiom ycrneniHoe, HO He CHCTEMAaTHYECKOE
BJIaJICHHE HABBIKAMU 00Pa0OTKH JOKYMCHTOB
Ha BCEX dTarax JJOKyMEHT0000poTa,
CUCTEMAaTH3aIlNH, COCTABIICHUSI HOMEHKIIATYPBI
JIeJT JIOKYMEHTOB OTPAHUYCHHOT'O JIOCTYTIA.

CranpapTHbIi
YPOBEHB

CdhopmupoBaHHBIe, HO COJEpKAIITIE
OT/IeJIbHBIE TTPOOETBI 3HaHUS 00 00padoTKe
JIOKyMEHTOB Ha BCEX ATarax
JIOKYMEHTOO0O0pOTa, CUCTEMAaTH3AIIH,
COCTaBIICHUSI HOMEHKJIATYPBI JIEJT TJOKYMEHTOB
OTPaHUYECHHOTO JOCTYyIIA.

B niennom ycmeninoe, HO coneprkaiiee
OTJIebHBIC TPOOEIBl YMEHHE 00pabOTKH
JIOKyMEHTOB Ha BCEX ATarmax
JIOKyMEHTO000pOTa, CUCTEMATHU3AIIHH,
COCTaBJICHUSI HOMEHKJIATYPBI JIEJT TOKYMEHTOB
OTPaHUYEHHOTO JIOCTYTIA.

B nienom ycmienisoe, HO coneprkaiiee
OTJIelbHBIC TPOOEIBI BIIaJCHHE HaBBIKAMU
00paboTKM JOKYMEHTOB Ha BCEX dTarax
JIOKYMEHTO000pOTa, CUCTEMATHU3AIIHH,
COCTaBJICHUSI HOMEHKJIATYPBI JIEJT TOKYMEHTOB
OTPaHHYEHHOTO JIOCTYTIA.

TaJIOHHBIH
YpOBEHb

CdopMupoBaHHbIE CUCTEMATHYECKUE 3SHAHUS
00 00paboTKe JOKYMEHTOB Ha BCEX dTamax
JIOKYMEHTO000pOTa, CUCTEMATHU3AIIH,
COCTaBJICHUS] HOMCHKJIATYPHI JIeT IOKYMEHTOB
OTPaHUYEHHOTO JIOCTYTIA.

CdopmupoBaHHOE CUCTEMATUUYECKOE YMEHUE
00paboTKM JOKYMEHTOB Ha BCEX dTarax
JIOKYMEHTOO00pOTa, CHCTEMAaTH3AI|H,
COCTaBJICHUS] HOMEHKJIATYPBI JIEJT TJOKYMEHTOB
OTPaHUYEHHOTO JOCTYyIIA.

YcnenrHoe u mocaeoBaTeIbHOE BIIAJICHUE
HaBBIKAMU 00paOOTKHU JJOKYMEHTOB Ha BCEX
JTanax JOKyMEHTOO0OpOTa, CHCTEeMaTH3AIHH,
COCTABJICHUS] HOMCHKJIATYPHI JIe] IOKYMEHTOB




OTpaHUYCHHOI'0 JOCTYIIA.

I1K-38

Bnanenne HaBbIkKaMu
paboThI c
JIOKYMEHTaMH,
coJiepKaliuMu
nHpopmaruio
OTPaHUYEHHOTO
JocTyna

[Toporossrii
YpOBEHb

Nmeer oOmime, HO HE CTPYKTYPHPOBAaHHbIC
3HaHUS 0 paboTe ¢ JOKyMEHTaMH,
coZiepXKaIUMK HH(GOPMAIIHIO OTPAHMYCHHOTO
JOCTYyTIA.

B 1enom ycnemHoe, HO He CHCTeMaTHIECKH
OCYIIIECTBIIIEMOE YMEHHE PabOTHI C
JOKYMEHTaMH, COJICPKAIIUMH HH(POPMAIIUIO
OTpaHUYCHHOr'0 JOCTYyIIA.

B uenom ycremHoe, HO He CHCTEMaTHIeCKOe
BJI1aACHHUC HaBbIKaMU pa6OTBI C JOKYMCHTAaMH,
coziepXKauMH HH(GOPMAIIHIO OIPAHMYCHHOTO
J0CTyTIA.

CranaapTHBIA
YPOBEHb

CdopmupoBaHHBIE, HO COJCPIKALIHIEC
OTIeNbHBIC TIPO0eIbl 3HaHUs 0 padoTe C
JOKYMEHTaMH, COJICPKAIIUMH HH(POPMALIUIO
OTpaHUYCHHOI'0 JOCTYyIIA.

B uenom ycremHoe, HO coaepikaiiee
OTJeNbHBIC TIPOOEIBl yMEHHE padoTaTh C
JOKYMEHTaMH, COJICPKAIIUMH HH(POPMALIUIO
OTpaHUYCHHOI'0 JOCTYyIIA.

B uenom ycremHoe, HO coaepikaiiee
OT/ICIIbHBIC TIPOOECITBI BIIAJICHUE HABBIKAMH
paboThI ¢ JOKYMEHTaMH, COACPKALIUMHU
MH(OpPMaLIKI0 OTPAaHUYEHHOTO JIOCTYIA.

OTanOHHBIN
YPOBEHb

CdopmupoBaHHbIE CUCTEMATUYECKUE 3HAHUS O
paboTe ¢ JOKyMEHTaMH, COJEPKAIUMU
WHQPOPMAIIHIO OTPAHUYCHHOTO JOCTYIIA.
CdhopMupoBaHHOE CHCTEMATHIECKOE YMEHHE
paboTaTh ¢ JOKYMEHTaMU, COAEPKAIIUMHU
MH(OPMALIHIO OTPAHUYEHHOTO JIOCTYIIA.
YcnenHoe u nmocieaoBaTeabHOe BIaIeHNe
HaBbIKaMU pabOThI C JOKYMEHTaMH,
coJIepKalIMMH UHPOPMAIIHIO OTPAaHUYSHHOTO
JIOCTYTIA.

2. OPBbEM U COAEPKAHUE JUCIIUITJINHBI

2.1. O0LeM TUCHUILTHHBI

00 390
Bun yuyeOHoii padoThI Bcero CemecTphbl Bcero Kypc
4acoB 4acoB
KonrakTHas padora (Bcero) 28 3-4
B TOM YHCIIE:
- nexyuu (J13) 12 3-4
- cemunapwi (C3) 4 3-4
- npaxmuyeckue (113) 12 3-4
- meaxoepynnosvie (MI3)
- unousudyanvivie (U3)
- epynnogoe koncyrvmuposanue (I)
- uHOUBUIyarbHoe KoHcyromupoganue (M)
CamocTosiTeJIbHAsI patoTa CTyaeHTAa (BCero) 188 3-4
CPC 170 3-4




KOHTPOJIb 18 3-4
B TOM YHUCIJIC:
- H0020MOBKA KYPCOBOU pabomul
- MmeKywWull KOHmpoJb
- HPOMEICYMOUHBLU KOHMPOTb (N0020MOBKA K IK3AMEHAM) 18 3-4
O01as TPYyA0eMKOCTh:
(Bcero 3a£.yeu./lcon-no gacoB no ®IrOoC) 6/216 3-4
Buj npome:xyToUHOIN aTTecTanuu (3a4eT, IK3aMeH) CeMeCTPhI: Kypc:
3auem
OK3AMEH 3-4
2.2. TemaTuyeckui mJjiaH
KoJi-Bo yacoB
O KonrTakTHas padora CamocTosiTe1bHasi padoTa
3 CTYJIEHTOB
HaumeHnoBaHue S 2 = &) KOHTPOIL
= ] -4 CPC
Ne pa3iesioB U TeM = g = @)
n/m (popmupyembie g = 8 2
KOMIIETEHI[HH) s = |13 | €3 | m3 |E g CPC npom
: s Y : ey €Ky TO
= e = = i .
g § § 3 YHBI
/M /M /M
Brenenue B Kypc.
ITonsiTue 0
1. | xoH(pUIACHIINATBHBIX 9,5 0,5 0,5 9 9
JOKyMEHTax
(TIK-17, TIK-38)
Opranuzanus
5 KOH(UACHIINATIHLHOTO 95 05 05 9 9
JIEJIONPOU3BOICTBA
(TIK-17, TIK-20, TIK-26)
HopmatuBHO-TIpaBOBOE
perynupoBaHue padoThI ¢
3. | KoHbUACHIIUATHLHBIMU 9,5 0,5 0,5 9 9
JIOKyMEHTaMU
(TIK-4, T1K-17, TTIK-20)
[Tepeunn
" KOH(UACHIINATHHON 10 9 )
uHpOpMaIUH
(TIK-17, TIK-26)
Cucrema Jocryna K
5. | KoH(UACHIIUATHHON 12 3 1 2 9 9
undopmaruu (ITK-17)
Vuer HOCHUTEJICH
6. KOH(UACHIINATHHON 12 3 1 ’ 9 9
uHpOpMaIH
(TIK-17, TIK-20, T1K-38)
Vuer HU3]1aBa€MbIX
KOH(pHIeHITUATTLHBIX
7. | JOKYMEHTOB 12 3 1 2 10 10
(TIK-17, TIK-20, IIK-26,
I1K-38)
Ilony4yenue
8. | (oTmpaBneHue) 12,5 25 | 05 2 10 10
KOHOUACHIINATHHBIX




nokymentoB (ITK-17, TTK-
20, IK-26, ITK-38)

YueT kKoH(pHICHIIUATBEHBIX
JIOKYMEHTOB BBIJICJICHHOTO
xpanenus (ITK-17, ITK-20,
ITK-26, ITK-38)

12

11

11

HOI[FOTOBKa K 5K3aMCHY

HToro 3a 3 kypc

108

14

94

85

VYuer KOIIMPOBAHUS
KOH(HICHIINATLHBIX
JIOKYMEHTOB

(TIK-17, TIK-20, TTIK-38)

10.

10,5

0,5

OpraHu3anus HCIOJTHEHHS
KOH(UACHIINATHHBIX
nmokymentoB (ITK-17, TTK-
20, IK-26, [1K-38)

11.

10,5

0,5

dopmupoBaHue
KOH(pUICHINAIBHBIX JIeJT
(IIK-4, TIIK-17, IIK-20,
I1K-26, TTK-38)

12.

10,5

0,5

IToaroroska
KOH(QHICHINAIbHBIX /e
51 JIOKyMEHTOB UL
13. | apXMBHOTO XpaHEHUS WIU
YHUYTOKEHUS

(TIK-4, TIK-17, TIK-20,
[1K-26, ITK-38)

10,5

0,5

Pexum COXPaHHOCTH
KOH(UACHIIUATHHBIX
JIOKYMEHTOB

(TIK-17, TIK-20)

14.

10,5

KOHTp OJIb HaJIn4uyus
KOH(i)I/II[eHL[I/IaJ'IBHbIX
JOKYMCHTOB

(ITK-17, TIK-20)

15.

10,5

IIpoBenenue
KOH(UACHIIUATBHBIX

16. | coBemanum Hu
MEePErOBOPOB

(TIK-4, TIK-17)

11

[IpoBeneHne BHYTPEHHHUX
paccienoBaHun o
dbaxTam yTpaTsl
(pazrnamenus)
KOH(UICHIIUAIBHBIX
nokymentos (ITK-17)

17.

13,5

11

11

OcobenHoctu 3alIUTBI
UHQOpPMAIIMK B CHCTEMax
18. | BJIEKTPOHHOTO
JOKYMEHTO000poTa
(IIK-4, I1K-17, TIK-26)

11,5

11

11

[ToaroToBka K ’K3aMeHY

HToro 3a 4 Kypc

108

14

94

85
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Bcero uacos: | 216 | 28 [ 12| 4 | 12 | | 188 | 170 | | 18 |

2.3. Kpartkoe coaep:kaHue pas3iesioB 4 TeM

Tema 1. Beenenne B kypc. Ilonsitue 0 KOHpUIEHIMATIBLHBIX JOKYMEHTAX

Henb, 3amaun gucuuiuiuHbl «KoHUACHIIMATEHOE JEJIONPOU3BOJICTBOY,
dbopMupyemMbIe KOMITIETCHITMH, (POPMBI TEKYIIIETO U MPOMEKYTOUHOTO KOHTPOJIS 110
JTUCIUILIAHE U Ap.

ITonsaTue KOH(PUACHIIUATIBHOTO JEJONPOU3BOICTRA. [Tpu3naku
KOH(HUIEHIIUAIBHOTO JIeJTONMPOU3BOICTBA. B3anMOCBsA3b KOHPHUACHIIMATBHOTO U
OTKpPBITOTO  JICIONpPOM3BoACTBa. Llemn OTKpBITOTO W KOHMUIACHIIMATHLHOTO
nokymeHtoobopora.  [IpuHIMOBI  KOHPHUIEHIUANIBHOTO  JOKYMEHTOOOOpOTA.
PaspemmTenpHpIi  MOPSAOK JOCTyHa K  CBEACHHUSIM  KOH(MUICHIIMATHLHOTO
xapaktepa. KoHpuIeHIMAIBHOCT, M OTPAaHUYEHHOCTH JIOCTyNa KaK IPaBOBbBIC
KaTErOpuH.

Tema 2. Opranuzanusi KOHQUICHUNAJIBHOTO 1€JIONPOU3BOACTBA

3aayn M TEXHOJOTUYECKHE  OCOOEHHOCTH  KOH(HICHIIMAIBLHOTO
nenornpou3BojcTBa. Ciayx0a KOH(UIESHIIMATBLHOTO JIEIONPOU3BOJICTBA: CTPYKTYpa
U nopsagok opranuzanmu. OrnpeneneHue OTBETCTBEHHOCTH — COTPYIHHKOB
nojipasieNieHus: KOH(UICHIIUAIBLHOTO JIeJonpou3BojcTBa. Obecneuenne padoThl
C JOKYMEHTaMU OTPaHUYEHHOI'O0 JOCTylla C IOMOIIBI0 TEXHUYECKUX CPEACTB
3aIUThI uHdOopMaIuu. 3amaun  JKCIEPTHOW KOMHUCCHM IO  3aluTe
KOH(UIECHIIUAIBHOU UH(POPMAITUH.

Tema 3. HopMaTuBHO-MpaBoBOe peryJiipoBaHue padoTbl C
KOH(PUIEHIMATbHBIMA JOKYMEHTAMHU

XapakTepucTUKa HCTOYHUKOB PEryJIMPOBaHMs OTHOUIEHUH B cpepe 0bopoTa
Y 3aIIUTHI IOKYMEHTOB, COJAEPKAILMX CBEACHUS KOH(UIECHIMATBHOIO XapakTepa.

Ponp, 3HaueHne u Mecto mnocraHoBieHWW [IpaBuTENbCTBA M yKa3oB
[Ipesunenta PO B cucteMe HCTOYHUKOB, PETYIUPYIOMMX KOH(DHICHIIMATbHBIN
JTOKYMEHTO000poT. PerynupoBanue 3aIUThI u obopoTta CBEJICHUM
KOH(DHUICHIIMATLHOTO ~ XapakTepa OTpPAclIeBbIMA OpraHaMH HCIIOJHHUTEIbHON
BJIACTH.

JlokanbHblE HOPMATUBHBIE aKThI, PETYJHUPYIOIIME 3alUTy M 000pOT
CBEACHUI KOH(PUAECHUUAIBHOrO XapakTepa. CTpyKTypa U CoAepk aHHUE JOKaJIbHbIX
HOPMATHBHBIX aKTOB B c(epe 3ammThl U 000pOoTa JOKYMEHTOB, COJEpIKallUX
CBEJICHUS KOH(PHUICHIIMAIBHOTO XapaKTepa.

Tema 4. Ilepeunn koHpUIAEeHIMATbHOH MHGOPMALTUN

Omnpenenenue coctaBa KOH(UIEHIMAIBHON HHQOpPMAIMK U JOKYMEHTOB.
3akoHOAATENbHbIE OTPAHMYEHHUS HA COCTaB KOH(UIEHIMAIbHON HH(OpMaluu.
CBeneHus1, COCTaBIISIIOIINE CIYKEOHYIO TallHYy U KOMMEPUYECKYIO TaiiHy.
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[lepcoHasibHbIE JaHHBIE (CBEAEHUS O IPaKIaHAX ).

CBeneHusi, COCTaBISIOIINE TallHY CIIECTBUS U CYyAOIPOU3BOICTBA.

CBenenusi, CBsI3aHHbIE C MPOPECCUOHANIBHONU AESITENBHOCTHIO (BpaueOHas,
HOTapHalibHasi, aJJBOKATCKas TallHa, TailHa MEPENUCKU, TeIEPOHHBIX TEPETOBOPOB,
MOYTOBBIX OTIPABIICHUH, TeJerpadHbIX M UHBIX COOOIIEHUH U TakK Janee).

CBenmeHusi O  CYNIHOCTM  HW300peTEHUs, TMOJE3HOW  MOJENH  WJIH
IPOMBIIIIEHHOT0 o0pa3ua 10 opuiuaibHON MyOnuKauu HHQOPMAIMK O HUX.

Jlpyrue ocHOBaHUS Kiaccu(UKalUu KOHPUACHIUAIBHBIX JOKYMEHTOB — IO
cTaausM oOpabOTKH, O KPYTY JIMI], UMEIOLIUX [TPaBo JOCTyNa U T.J.

ITonsiTHE KOMMeEpYECKOH TaitHbl. HOpMaTUBHBIE OIXO/IbI K PETYIMPOBAHUIO
OTHOILIEHUI IO MOBOAY NOCYJapCTBEHHOW M KOMMEPUYECKOW TaiH. Meponpusitus,
HaIIpaBJICHHBIC HA 3aIUTy KOMMEPYECKOW TaliHBbI.

Ctpykrypa u mopsnok yrBepxkaeHus Ilepeuneld KoH(UICHIHMATBHOM
uHpopmanuu. ['pudsl koHpuaeHHHATBHOCTH. CpOKM KOH(PHUACHIHAIBHOCTH.
Odopmnenue u3MeHeHMH, BHOCUMBIX B llepeunu  koHUIECHIIMATBLHON
MH(OpMaAUKU U TOKYMEHTOB.

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

[lonsitTue u TpeboOBaHUS K CHUCTEME JOCTyna K KOH(UIECHIUATbHBIM
nokymeHTtaM. @ukcupoBaHME TOpsSAKa JocTyna K KOH(QUACHLIHUAJIbHBIM
JOKYMEHTaM B JIOKaJbHBIX HOpMaTHBHbIX akTax ([lomoxeHue o pexume
cl1y>keOHOM TaliHbl opranu3auun). Ilopsaok 1octyna cOTpyJHUKOB OpraHU3aI|K K
uHpOpMallMl  OTPAaHUYEHHOTO JOCTYTIA. OdopmieHne ¢ COTpyJIHUKAMHU
COIVIALIEHUS] O HepasrjallleHuu Cciy>)keOHoW TaiiHbl. OTBETCTBEHHOCTh 3a
HapylLICHUE peKrMa KOHPUACHIINAIbHOCTH.

Tema 6. Yuer HocuTeseli kKoHpUAEHIINATbHON HH(OPMALIUH

Lenp yuera HocuTenel kKoHpuaeHuuanbHoi wuHPopMauuu. I[lopsmox wu
BAapUAHThI yyeTa JOKYMEHTOB OorpaHudeHHoro aocrtyna. [lopsamok opopmieHus u
3alOJTHEHUSI YYEeTHBIX (opM HocHTeled KOH(UIECHUUAIbHON HH(pOopMauuu
(OyMaXHBIX W MAIIMHHBIX HOcHUTeNeH). @opMbl OyMaKHBIX HOCHTEJCH
KOH(HIeHIHATbHOH MHpOpMaMK (11 TEKCTOBBIX JOKYMEHTOB M YEpPTEkKHO-
rpaduuecKkux) u Nopsiiok padoTsl ¢ HUMHU. OCOOEHHOCTH OPOPMIICHUSI HOCUTENIEH
KoH(umeHnManpHOM  WH(OpManuu — mepen  (QUKCHUpOBAaHMEM B HHUX
KOH(DUIeHIaTbHON NHGOPMAIIHH.

Tema 7. Yuer uzgaBaeMbIX KOHQUIECHIIHAIbHBIX IOKYMEHTOB

Croco0bl, TOCIIEIOBATENHHOCTh MOJATOTOBKA M YYET YEPHOBUKA IMPOEKTa
KOH(UIEHIIUAIIBHOTO JIOKYMEHTa, 3a()MKCUPOBAHHOTO Ha pPa3HbIX HOCUTEIAX
(OyMaxHBIX U 3JIEKTPOHHBIX). [leyaTanue u y4er 3aKCUpOBAHHOTO HA HOCUTEINE
MpPOEeKTa KOH(PUIAESHIHUAIBHOTO JOKYMeHTa. [lopsiioK YHMUTOXEHHUsI 4YepHOBHKA
MpoeKTa KOH(PUACHIMAIBHOrO JOoKyMeHTa. [lopsmok ydeTa  M3JaHHOTO
KOH(UIEHIIUAIBHOTO TOKYMEHTA, MOJICIKAIETO OTIPABICHUIO.

Tema 8. Ilosryyenue (oTnpaBiieHre) KOH(PUAEHINATBHBIX JOKYMEHTOB
12



[Topsnox paGoThI U yueT KOHPUACHIUATIBHBIX JOKYMEHTOB MOCTYIAIONIUX B
opraHu3anuio. BCKpbITHE MakeTa MOJyYEHHBIX JOKYMEHTOB, MPOBEPKA M YYeT
COJIEP)KMMOr0, JIEHCTBHS B Cllydyae OOHApyXEHUs HECOOTBETCTBUH. YUer
MOCTYNUBIINX KOH(PHUICHIIMATBHBIX JOKYMEHTOB, OPSAIOK 3alOJHEHUs KypHaa
yuera. [Topsnok 00paboTku, epenaya Ha paCCMOTPEHHE U MOITYUYEHHUE PE3OJIIOLNH
Ha JOKyMeHT. Ilepenaya HOKYMEHTOB Ha HCIIOJIHEHHE, KOHTPOJIb HCIIOJIHEHUS.
[TopsiioK MOATOTOBKH, OTIPABIIEHUE U YUET KOH(PUICHIIMATBHBIX JOKYMEHTOB.

Tema 9. VYder kKoHPUIEHHHAJBHBIX JOKYMEHTOB BbIJI€JI€HHOIO
XpaHeHUus

Kareropun nOKyMEHTOB BBIJICICHHOTO XpaHeHMs. [lopsgok BHeceHUs
3alMceil B JKypHall ydeTa JOKYMEHTOB BBIAEIECHHOro XpaHeHus. Co3naHue
TEMaTUYECKOW KapTOTeKH KOH(PHIACHIIMAIBHBIX e BBIICICHHOTO XpaHEHUS.
Odopmienre T0KyMEHTOB BbIACICHHOTO XpPaHEHUS.

Tema 10. Yuer konupoBaHusi KOHQUIEHIUATbHBIX JOKYMEHTOB

Onpenenenue KOH(HIEHIIMATTbHBIX JIOKYMEHTOB MOJIEKAIINX
konupoBaHuto. [lomyyenue paspemenne Ha KOMMPOBAHUE TOKYMEHTOB. Ilopsook
ydeTa KOMHUW B KypHaje ydyeTa KONMUPOBAHMS KOH(PUIACHIUAIbHBIX JTOKYMEHTOB.
TexHosorus KONMpoBaHUs KOH(PHUIEHIUATbHBIX JTOKYMEHTOB, MOJUIUTHIX B JIETIO.
CriocoObl  3alIMTBl OT HECAaHKUMOHMPOBAHHOIO KomupoBaHus. OrmpeneneHue
TUpaxa KOH(QUACHIINATIbHBIX JNOKYMEHTOB. Y nocrosepeHue KOIHUU
KOHQUACHIMAIBHBIX ~ JOKyMEHTOB. OrpaHuyeHHss Ha  pa3MHOXKEHHE U
KOIIUPOBaHUE KOHPHUIECHINATbHBIX JOKYMEHTOB.

Tema 11. Opranuszanusi HCNIOJHEHUSI KOH(PUIEHUHNATbHBIX TIOKYMEHTOB

Omnpenenenue MOJIHOMOYH OTYMHEHHBIX 1o UCIIOJIHEHUIO
KOH(HIEHIHANbHBIX JOKyMeHTOB. [lopsaok odopmieHus pe3oiaouud Ha
nokymeHTe. OpraHu3aiusi KOHTPOJST UCHOJHEHUSI TOKYMEHTOB ((opMHpOBaHUE
KAPTOYEK KOHTPOJISI HUCIOJHEHUS JOKyMEHTOB). (OcoOeHHOCTH Tmepeaadu
KOH(HMICHIMABHBIX JOKYMEHTOB MeExXay ucnoigHutenssMu. KoHTpons 3a
UCIIOJIHEHHEM JoKyMeHTOB. [lopsiaok odopmiieHus OTMETKH 00 HMCHOJHEHUU
KOH(UICHIIMAIBHOTO JOKYMEHTA.

Tema 12. ®@opmupoBanne KOH(UIEHINATBHBIX JIe]

[IpaBmia  ¢GopMuUpOBaHWsS  3aroJiOBKOB  KOH(QUACHIMAIBHBIX  JICI.
Odopmnenne obmoxku nena. OnpeneneHue wuHACKca aeia. CucreMaTu3amus
JOKYMEHTOB BHYTpH Aena. OopmirleHrne KapToueK yueTa BpeMEHHOW BbIIAYH JEIT
OrpaHu4YeHHOro JocTymna. [Topsaok momeineHus KOHGUACHINAIBHBIX JOKYMEHTOB
B 1e110. [Tops1oK U3BATHS TOKYyMEHTA U3 JIeIa.

Tema 13. IloaroroBka kKoH(PUIEHIUAIBHBIX J€J M JOKYMEHTOB [JIsl
APXMBHOI'0 XPAHECHUS UJIU YHUUYTOKCHUS
[IpoBenenune FKCNEPTU3BI LIEHHOCTU JOKYMEHTOB U OIPENCIIEHUE CPOKOB HUX

xpaHeHus. O¢opMmieHre NpPOTOKONa IO pe3yipTaTam 3kcrneptusbl. [lopsmok
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nepeodopmieHuss U 100GOPMIICHUS €T U JOKYMEHTOB BBIJICJICHHOTO XpaHCHHUSI.
OdopmiieHne men, TOKyMEHTOB U OMUCEH NIe7 W IOKYMEHTOB, MepeaaBaeMbIX Ha
apxuBHOe XxpaHeHue. CocCTaBiIeHHME akKTa O BBIICICHUM K YHUUTOXEHUIO
KOH(DHUICHIINATEHBIX JIe] U IOKYMEHTOB.

Tema 14. Pe:xkum COXpaHHOCTH KOH(PUIEHIIHAIbHBIX JOKYMEHTOB

TpeGoBaHus K  MOMEIIECHUAM, MpEAHA3HAYEHHBIM  JUJII  XpaHEHUs
KOH(HIEHIIMANbHBIX TOKYMEHTOB. [IpaBuia opranuzanuu XpaHeHus JTOKYMEHTOB
BHYTpH NoMeleHus. TpeboBaHus K CpeICTBaM KOMUPOBAHUS KOH(UIEHIIUATBHBIX
JTOKyMEHTOB. [lopsiiok BCKpBITHS TMOMENICHUN XpaHEeHUs KOH(MUEHIHUATbHBIX
nokymeHToB.  llopamok  sBakyanuu  KOH(PHUIECHIMAIBHBIX  JIOKYMEHTOB.
Peructpauus napymenuit B XKypHane ydera HapylleHUN MOpsaka oOpamieHus C
KOH(HICHIIMATEHBIMU JOKYMEHTAMH.

Tema 15. KoHTpoJIb HATHYHSA KOH(PUACHIHAIBHBIX JOKYMEHTOB

[Topsimok mpoBeaeHUs MPOBEPKU (PAKTUYECKOTO HAJIUYMS WIA JIBHYKECHUS
KOH(HIEHIIMATTbHBIX JIOKyMEHTOB. [IpoBepka KYpHAJIOB ydera
KOH(HMICHIIMANIBHBIX JOKYMEHTOB. [IpoBepka mNpaBHIBHOCTU MPOCTAaBICHUS
PErHCTPAllMOHHBIX JAHHBIX MOCTYMHUBIIUX JOKYMEHTOB. [IpoBepka npaBUIIBHOCTH
IIPOCTABIICHHUS. OTMETOK O BO3BpAaTE paHee OTIPABIICHHBIX JOKyMEHTOB. IIpoBepka
IIPaBUJIBHOCTH IIPOCTABIICHUSI OTMETOK O IEPEBOJAE W3JIaHHBIX W IMOCTYIHBIIHUX
JOKYMEHTOB Ha ydeT JOKYMEHTOB BBIJECICHHOIO XpaHeHus. IIpoBepka
IPABWJIBHOCTH MPOCTABJICHUS OTMETOK OO0 OTHpPAaBICHUM MAIIMHHBIX HOCHUTENEH
KOHQuAeHIMaIbHOW uHpopManuu. I[IpoBepka mNpaBUIBHOCTH MPOCTABICHUS
OTMETOK 00 YHHUYTOKEHMHU JIOKyMEHTOB BblAENIEHHOro XpaHeHus. IIpoBepka
NPaBUIBHOCTH TPOCTaBJIEHUS OTMETOK O IMepefadye Jesl B MoJApaslielieHue
OTKPBITOT'O JEJIONPOU3BOJICTBA.

[lepnoaUyHOCTh MPOBEAEHUS MPOBEPKHM HAIMYUSA KOH(PUICHIMAIBHBIX
TOKyMeHTOB. OpopMIIEeHHE aKTOB O pe3yJbTaTax MPOBEPKHU.

Tema 16. IIpoBenenue KOH(PUACHUMAIBHBIX COBCHMIAHMH M
1eperoBopoB

Oranbel MNOATOTOBKM KOH(MUIACHIMAIBHBIX COBEIIAHUA U TIEPErOBOPOB.
OnpeneneHue COTPYIHHMKOB, OTBETCTBEHHBIX 3a IOATOTOBKY M IPOBEIACHUE
naHHbIX MepornpusTuii. [lopsimok odopmienuss nuceMm (TPUTTANICHUN) s
ydacTusi B KOH(QUICHIMAIBLHOM COBEIIaHUU (meperoBopax). JloKyMeHTalMoHHOE
COMPOBOXKJICHUE  coBemaHusi  (TeperoBopoB):  (HOPMHUPOBAHHE  MPOTpaMM
COBEIIaHMs (IIEPErOBOPOB); OMNPENEIEHUE CIHMCKA YYAaCTHUKOB; ONpEIEICHUE
CIIUCKAa MAaTEepUaJIbHO-TEXHUYECKUX PECYpPCOB, HEOOXOJIMMBIX [IJIsi MPOBEACHUS
COBELIAHUS.

TpeGoBaHusg K TMOMENIEHUIO, MPEIHA3HAYEHHOMY [UJIi MPOBEICHUS
KoH(HIeHIManpHOrOo  coBemanusi(neperoBopoB).  [IpoTokon — mpoBeneHus
COBEIIaHUs (MIEPErOBOPOB).
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Tema 17. IlpoBeaeHre BHYTPEHHHX pacc/ie0BaHUil M0 (pakTaM yTpaThl
(pasriameHus) KOH(PUACHIHMAIbHBIX JOKYMEHTOB

JlokyMeHTanbHas (¢ukcanus (akTa BBISIBICHUS HApYyIICHUS pPEXuMa
KOH(QUIACHIIMATFHOCTA (COCTaBJICHHUE CIIy)KEOHOW 3amuCKH, aKTa, 3asiBICHUA,
paropTa 4 T.1.). 3a/1aud BHYTPEHHETO pacciaeoBaHusl. 3aJauu U MOPSI0K pabOThI
KOMHCCHUH IO MPOBEACHUIO BHYTpPEHHEro paccieaoBaHus. [lopsaok paboTsl ¢
COTPYJHUKOM B OTHOIIEHUH KOTOPOIO IMPOBOAUTCS paccienoBanue. OdopmieHue
3aKJIF0YEHUS 110 pe3ysbTaTaM IIPOBEIECHHOIO PACCIIEIOBaHU.

Tema 18. OcoGenHocTn 3amuTbl HWHPOPMALMH B  CHCTEMAX
3JIEKTPOHHOT0 TOKYMEHT0000pOTA

Bunet w 3amaum  cucteM ®W  CPEACTB  3amuThl  HWHpOpMamum  OT
HECAaHKIIMOHUPOBAHHOTO  JIOCTYNMa K  JJEKTPOHHBIM  KOH(HICHIIMATLHBIM
JIOKyMEHTaM.

3. YYEBHO-METOAWYECKOE OBECNEYEHME JJISA
CAMOCTOSITEJIBHOI PABOTBI OBYYAIOLIUXCS MO
JTUCHUTIIJIMHE

3.1. [li1aHbl CeMUHAPCKUX 3aHATHI

Cemunapckoe 3ansitue Ne 1
no teme «CucremMa 10cTyna K KOHQuIeHIHAJIbHOH HHPoOpMaum»
(2 yaca)

Heapb 3aHATHA — QOpMUPOBAHUE NPEICTABICHUN O MOPsAIKEe OOecreueHus
JOCTyIa K KOHPUACHIIMAIBHON HH(OpMaIUH.

Ilnan ceMUHAPCKOIO 3aHATHSA:

1. TpeboBanus K CUCTEME AOCTyNA K KOH(PHUIECHIIMATBHBIM JOKYMEHTAM.

2. CyIrHOCTh pa3pemmuTeIbHOW CHCTEMBI JOCTYNMa K KOH(UIEHIMAIbHBIM
JIOKyMEHTaM.

3. IMopsanok pa3padbotku u coaepxkanue «llonoxxenus o nopsake ooOpaieHus
¢ KOH(GUAEeHIMATbHOU HHPOpMaLIUEn».

4. Odopmnenne goctyna K KOH(QUICHIUATBHBIM JOKyMEHTaAM H
OTBETCTBEHHOCTh COTPY/IHUKOB 3a HapylLICHHE PEXUMa KOH(UICHIIMATBHOCTH.

MeToanyeckue yKa3aHusi 10 OATOTOBKE K CEMHHAPCKOMY 3aHATHIO.

JUis MOATOTOBKM K CEMHHAPCKOMY 3aHSATHIO HEOOXOJIMMO HCHOJIb30BaTh
MCTOYHUKHU MHGOPMAIINH, TIPEACTaBICHHBIC B pa3jene 6.1.

[To uToram n3yueHus NICTOYHUKOB WH(OPMAITUHU JOTKEH OBITH TOATOTOBJICH
KOHCIIEKT, B  KOTOPOM HEOOXOJUMO PAaCKpBIThb  COJIEp)KaHUE  KaKJIOro
MPE/ICTABIICHHOIO B IJIAHE 3aHSTHS BOMpOCa.

Cemunapckoe 3ansitue Ne 2
no teme «IlpoBeaenne kKoHpUIEHUMATBHBIX cCOBelIaHU» (2 yaca)
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Heab 3ansTus — GopMUpoBaHHE NPEACTABICHUN O MOPSAIKE MPOBEICHUS
KOH(UICHIIMATHFHBIX COBEIIAHUH.

IInan ceMHMHAPCKOIO 3aHATHS:

1. Cnydau prCBOEHHS COBELIAHUSAM CTaTyca KOH(PHIEHIIUATbHBIX.

2. Oco0eHHOCTH MOATOTOBKH KOH(UIECHIIMATEHOTO COBEIIAHMS.

3. Tlopsimok ompeAeneHus: Y4aCTHHUKOB KOH(DHUACHIIMAIBLHOIO COBELIAHUS.
OcobeHHocty 0popMIIEHUS TPUTIIALLIEHUS! HA KOH(PUIEHIIMAIBHOE COBEILIIAaHHE.

4. OcobeHHoCTH 0(OPMIIEHHS IPOTOKOJIA KOH(UIEHIIMAIBHOTO COBELIaHMS.

5. Ilopsinok BeaeHUs pabOUYMX 3alMuceld yYaCTHUKAMU KOH(UIEHIMAIBHOTO
COBEILIAHUS.

MeTtoauyeckue yKkazaHus 10 NOATOTOBKe K CEMHUHAPCKOMY 3aHATHIO.

JUis MOATOTOBKM K CEMMHAPCKOMY 3aHSATHI0 HEOOXOIMMO HCIOJIb30BaTh
UCTOYHUKHY UH(POPMAIUH, IPEACTaBICHHbIE B pa3aene 6.1.

[To uroram U3y4eHusI HICTOYHUKOB MH(OPMAIINK JOIKEH OBITh MOATOTOBIICH
KOHCIIEKT, B  KOTOPOM HEOOXOJUMO PAacCKphITh  COJEpPKAaHUE  KaKIOrOo
MIPEICTABICHHOIO B IJIAHE 3aHITHS BOIPOCA.

3.2. Ili1aHbl NPAKTHYECKUX 3aHATHH

IIpakTuyeckas padora Ne 1
o TeMe «Y4eT HOCUTeJIeil KOHpUIeHInaIbLHOH nHpopManuu» (2 yaca)

Hean 3anmsTusi - (opMupoBaHHE HaBbIKA BEJCHUS YuyeTa HOCHUTENEH
KOH(DUIeHIaTBbHON NHGOPMAIIHH.

3aganme:

HeobOxoaumo HailTh 3Tanbl, OIMOOYHO MPONYILIEHHBIE B TEXHOJIOTUYECKON
[ETIOYKEe, PEryJHUpyIole olecrnedueHrue ydera HocUTeNlnedl KoH(puaeHIMaaIbHOU
uH(popManuu.

Ilpoyeodypa nepeuunozo ohopmiaenusn nocumensa:

a) Hymepayus 1ucmos;

0) npocmasnenue pecucmpayuoHHO20 WMamna npeodsapumenbHo20 yiema u
KOAU4ecmea 1Ucmos, epuga KoHphuoeHYuaibHoCmu,

8) BHeCeHUe 3a6ePUMENbHbIX HAONUCeLL,

2) 3anonHeHue UCXOOHLIX C8eOeHUll O Hocumene 6 JiCYpHAle yuyema
Hocumeneli,

Ilpoueodypa évioauu Hocumeneii UCNOTHUMENAM:

a) npogepka NpasuibHOCMU OGQOpMIeHUs Hocumenss U COOMBEemCmauUs
VUEmMHbIX OAHHbLX 8 JHCYPHANE U HA HOCumene;

0) npoeepka ucnoinumenem npPaASUILHOCMU OQOopMAeHUs Hocumens u
3anuceti 8 yuemHotl gpopme;

8) 6HeceHue UCNOIHUmMeNeM C8e0eHUll 0 HOoCumene 80 6HYMPEHHIO ONUCH
O0OKYMEHMO8, HaX00AUWUXCS Y UCNOIHUME.

Ilpouedypa évioauu ucnoanumensam 0ONOJTHUMETbHBIX TUCMOEB:

a) oghopmnenue (MapKuposKa) OONOJHUMENbHBIX JTUCTOB,

0) 6HeceHue c8e0eHUll O OONOJIHUMENbHBLX TUCMAX 8 HCYPHAT,
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8) 6bl0aYa OONOJIHUMENbHBIX JUCHO8 UCNOJIHUMENIO0 NO0 POCHUCL 8
JHcypHane.

Ilpouedypa npuema om ucnoinumenen OOKYMEHmMOE npedsapumenbHozo
yuema:

@) NOUcK coomeemcmeayroujeli 3aNUcy 8 HCypHaue,

0) cpasHeHue UCXOOHbIX U paboyux 3anucell 8 KaApmouikKe U Ha Hocumene;

8) NposepKa YeroCMHOCMU 8cex TUCMO8, UX COXPAHHOCMU (NPOAUCTbIGAHUE
HoCcUumens), OCMOMpP MeXHU4eCcKo20 HOCUmens,

2) 8HeCeHUue OMMEMKU 8 JHCYPHAL PecUCmpayul.

2. Odopmutrs  cormacHOo  TpeOOBaHUAM  CIEIYIONIME  HOCUTEIH
KOH(pUIESHIIUATIbHOW HH(pOpMaIuu (CrenUaIbHBIA OJOKHOT; CTeHorpaduueckas
TeTpajb; 5 TUCTOB (MIpeAHA3HAYECHBI JIs BbIJIAYM OJJHOMY MCIOJIHUTENIO), 3 JMCTa
MUJUTUMETPOBKH (IIpeIHA3HAYCHBI AJIs BbIIaYU OJJHOMY HCIIOJTHUTEIIO)).

3. 3an0JIHUTB KypHAJ yyeTa HocuTelleld KOH(DHUIEHIUaTbHON HH(POPMALIUH.

IIpakTnueckas padora Ne 2
o TeMe «Y4eT H31aBaeMbIX KOHQUIEeHIHAIbHBIX IOKYMEHTOB» (2 yaca)

Hear 3anaTusi - (QopMUPOBaHHME HaBbIKA yueTa  M3JaBaEMbIX
KOH(HUIECHIIUAIBHBIX JOKYMEHTOB.
3aganmue:

1. CoctaButh ¥ OQOPMUTH KOHGUIEHIUAIBHBIM JOKYMEHT CO BCEMHU
HEOOXOJMMBIMU  PEKBU3UTAMU  (C8edeHUs Ol BHeceHusi 6  OOKYMeHm
npeodoCcmasisiiomcs neda2o2om,).

2. 3aperucTpupoBaTh COCTABIECHHBIN JOKYMEHT B KypHaJle y4eTa U3TaHHBIX
JIOKYMEHTOB C rpuoMm.

IIpakTnyeckas padora Ne 3
no teme «Ilosryyenue (oTnpaBiieHue) KOHPUIECHIIMATBHBIX JOKYMEHTOB»

(2 yaca)
Hear 3ansaTus — QopMUpOBaHUE HaBbIKa OOPAOOTKH MOJYYEHHBIX
KOH(HICHIIUATTBHBIX JOKYMEHTOB; HABbIKA UX OTIPABKH.

3aganmue:

1. IIpoBectn 00paOOTKy W PErUCTPALUIO KOMIUIEKTa BXOIAIIUX U
UCXOJIAIUX KOH(PUACHIIUATBHBIX JOKYMEHTOB, MOJYYEHHOTO OT IMPEToJIaBaTels.
Heobxoaumo nmocTaBuTh BCe OTMETKH U UHJIEKCHI HA JOKYMEHTAX.

2. 3amonHUTH JKypHaJI ydeTa TOCTYINUBIIMX JOKYMEHTOB. B ciydae
HEOOXOJMMOCTH 3alOJIHATh JKypPHAI ydeTa KOH(MUICHIIMATbHBIX JTOKYMEHTOB
BBIZICICHHOTO  xpaHeHus.  JKypHanm  ydera  (QOpMHpyeTCS  CTYACHTOM
CaMOCTOSITEIILHO.

IIpakTnueckas padora Ne 4
1o TeMe «Y4eT KONMUPOBAHUS KOH(PUAEHIHNATLHBIX TOKYMEHTOB)

(1 gac)
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Heabp 3anaTua — (QopmupoBaHME HaBbIKa YyuyeTa KOIMUPOBAHUSA
KOH(UICHIIMATBHBIX JOKYMEHTOB.

3aganue:

1. Odopmurp paspemieHHe Ha KOMUPOBaHHE KOH(PHUACHIUAIHHOTO
JIOKYMEHTA.

2. CpenaTb KONMK  KOH(UIEHIMAIBHOTO  JOKYMEHTa  (JIOKyMEHT
IPEIOCTABIISIECTCS NIEAArOroM) U OBECTU MIPOLEAYPY YIOCTOBEPEHUS €T0 KOIHH.

3. BHecTu naHHBIE O KONMU KOH(PHUAECHLUUAIBHOIO JOKYMEHTa B JKypHal
ydyeTra KONMPOBaHUS KOHQUACHLMAIbHBIX JOKyMeHTOB. JKypHan ydera
(dopMupyeTCs CTYJEHTOM CaMOCTOSITENIBHO.

IIpakTuyeckas padbora Ne 5
no TeMe «OpraHu3anus MCNOJHEHUS KOH(HUICHINATbHBIX JOKYMEHTOB

(1 vac)
Henap 3aHssTHA — (QOpPMHUPOBAHWE HABBIKA OPTraHMU3AIMM KOHTPOJS 3a
CpOKaMH UCTIOJTHCHHS KOH(DHICHITUAIBHBIX JOKYMEHTOB.

3ananue:

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

2. OdopMmuTh pE30JIONUI0 HAa KOHQUICHIMATHLHOM JOKYMEHTE W
MIPOCTAaBUTH HA HEM HEOOXOIUMbIE OTMETKH 00 UCTIOJIHEHUHU.

3. 3anosHUTh 5 KapTO4YeK ydeTra Ha KOH(UIECHIUAIbHBIE JTOKYMEHTHI,
HAXONAIIMECSs Ha UCIONHECHUM (Oanmble 0N 6HECeHuss HA  KapmouKu
npeodoCmasislionmcst neda2o2om).

IIpakTnyeckas padora Ne 6
no reme «@opMupoBanne KOHPUIEHINATBbHBIX Jes» (1 yac)

Hean 3ansaTus — opMupoBaHue HaBbIka 0OPMIIEHUS KOHPUICHIIMATIBHBIX
Jell.

3aganmue:

1. CocraBuTh HOMEHKJIATYpy KOHOGUIACHIUAIBHBIX Je1  (PUPMBL.
Omnpenenutp, YTO OTIMYAET MPEACTABICHHYIO (POPMY OT OOBIUHON HOMEHKIIATYPHI
nen (Oanmvle 0Jisk 6HeCeHUs 8 HOMEHKAAMYPY NpedoCmAasIsioncst neda2o2om).

2. OdopMuTh crpaBKy-3aMeCTUTENIb, BHYTPEHHIOKO ONUCh U JIUCT
3aBEepUTENIb KOH(UICHIINAIBHOTO JIeIa.

IIpakTuyeckas padora Ne 7
no teme «IloAroroBka KOH(QPUACHIMAIBbHBIX A€/ U JOKYMEHTOB ISl
APXMBHOI0 XpPaHeHUsI UJIM YHHUTOKeHusD» (1 yac)
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Hean 3ansiTUs — GOPMUPOBAHUE HABBIKA MOJATOTOBKH KOH(DHUICHIIMATBHBIX
JIeJ1 1JIsl apXUBHOTO XpaHEHUSs (YHUUTOKEHHUS).

3aganue: COCTaBUTh aKT O  BBIJACICHHMH K  YHHUYTOXXCHHIO
KOHQUIACHIIMATBHBIX Aell (OanHble 0N 6HeceHus: 6 aKm npeodoCmasisiomcs
neoazocom).

3.3. Bonipochl AJ1s1 CAaMOKOHTPOJISI

1. Kak knaccudunupyercst tHpopMalus 1o KpUTEPUIO JOCTYITHOCTH?

2. PackpoiiTe TmOHSATUS «lUEHHas uWHOoOpMaIUsa), «KOHGUICHIUATbHAS
uHdopMaIus»,  «rOCyJapCTBEHHas  TailHa»,  «KOMMeEpYecKas  TailHay,
«mpodeccuoHaNbHas TaltHa.

3. Kakue yrpo3sl koHpuUACHIIMAIbHONU HH(DOPMAIIUHU CYIIECTBYIOT?

4. KakoBbl (hyHKIIUH CITY>KObI KOH(PHUACHITHATHHOTO IEITOTPOU3BOICTBA?

d. Kakue MPOLIECCHI BKJTFOYAIOTCS B KOH(PUACHIIUAIBHOE
JIEJIONPOU3BOJICTBO?

6. KakoBbl opraHmzanMOHHBIE ¥  TEXHOJOTHYECKHE OCOOCHHOCTH
KOH(HICHIIUAIHHOTO JISJIONPOX3BOICTBA?

7. Yto takoe «Ilepeuenn KoHPUACHIIMATEHON HHPOPMAITITI?

8. KTo mmeet mpaBo ycTaHaBIMBATh PEKUM KOMMEPUYECKOM TalHbI?

9. KT0 ycTaHaBnMBaeT peKuM CIy>KEOHOU TaiiHbI?

10. Yrto moHMUMaeTcs TMOJA pa3pelIUTENIbHOM CHUCTEMOM JocTyna K
KoH(UIeHIIMaTbHON HHbOpMAITIH?

11. Kakum o6pazom odopmisieTcs JOCTYNl K KOH(PHIACHIIMAIbHON
uHdopmaruu?

12. B kakux nokyMeHTax (PUKCHUPYIOTCS OOS3aHHOCTH COTPYIHHUKOB I10
COXPAHEHUIO peKUMa KOHPUICHIIMATHBHOCTH ?

13. Kak xmaccuuuupyrorcss KOH(QHUACHIUATIbHBIE JOKYMEHTHI TIO CPOKY
OTPAaHUYEHHUS K HUM JOCTyIIa repcoHana’?

14. Kakue npoueaypbl BKIIOYAIOTCS B ATall CO3JaHUsI KOHPUACHIINATBHOTO

JOKyMEHTa?

15. Kro wumeer mpaBo mpucBauBaThb TIpUP KOHPHUACHIHAIBHOCTU
JOKYMEHTY?

16. Kak ompenensercds W yYUTHIBACTCA THUPAK KOHQPHUIACHIIUATHHBIX
JIOKYMEHTOB?

17. Ha kakom »sTane KOH(PHACHIIMAILHOMY JTOKYMEHTY IPHUCBAUBACTCS
YYETHBII HOMED?

18. Kakume oOTMETKH CTaBATCS Ha BXOJASIMIEM KOH(MUICHIMAIEHOM
JIOKYMEHTE?

19. Kakue mpoueaypsl BKIIOYAaeT OTIpaBKa KOH(MUIECHUIHUATHLHOTO
JIOKYMEHTA?

20. Kakue TpeOoBaHUs NPEIbABIAIOTCS K YCTPOMCTBAM ISl PA3MHOKEHUS
KOH(HICHIIMATIBHBIX TOKYMEHTOB?

21. Kto paer paspelnieHue Ha CHATHE KOMUM C KOH(PUICHIMAIBHOTO
JIOKYMEHTA?
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22. B dem ocoberHHOCcTH OGMOPMIICHHSI BBIMMCOK U3 KOH(HUIACHITUATHHBIX
JIOKYMEHTOB?

23. B yem ocobeHHOCTH O(OPMIICHHS PE30JTIOIMN Ha KOH(MUICHIINATHLHBIX
JIOKyMEHTax?

24. KakoBBbI 1eJTH U 337]a9M KOHTPOJIS 32 UCTIOJTHEHUEM KOH(PHUACHITHATHHBIX
JIOKYMEHTOB?

25. Kto wuMmeeT mNpaBO CHUMATh KOH(PUACHIMAIbHBIE JOKYMEHTBI C
KOHTPOJISA?

26. B dYem 0COOCHHOCTH HOMEHKJIATyphl KOH(PUACHIUAIBHBIX €7
opra"nuzanuu’?

27. Moryt nu xoHGUIEHIUMATbHBIE JOKYMEHTBI BKJIIOYATHCS B OOBIUYHBIC
nena?

28. Uto Takoe KOH(PHUACHIIMAIbHBIC JOKYMEHTHI BBIJICIICHHOTO XPaHCHHUSI ?

29. Kakwme omepanuu BKIOYaeT B celd mpoleaypa CHATHS Tpuda
KOH(PUJIECHIIUATIBHOCTH?

30. Kakue TpeOOBaHUS TIPETBSBIISTFOTCS K XpaHUITUIIIAM
KOH(DHUICHIIMATBHBIX TOKYMEHTOB?

31. C kakoil 1menpl0 MCTIOJHUTEIHN B KOHIIE paboyero AHS 00s3aHbI CIaBaTh
KOH(UIEHIIUAJIbHBIEC JOKYMEHTBI B COOTBETCTBYIOIIYIO CITYKOY?

32. Kakue BuIbI MPOBEPOK HAIWYUS KOHPHUIACHIUMATHHBIX JIOKYMEHTOB
cymectBytoT? Kak pukcupyroTcst ux pe3ynbrarsl?

33. Kakue Mepbl NpeAnpUHUMAIOTCS TpPH YCTAHOBJICHHHM (DakTa yTpaThl
KOH(HICHIIMAIBHOTO JOKYMEHTAa?

34. B kakux ciy4asix COBEIIaHUE OTHOCUTCA K KOHGUICHIIUATBHBIM?

35. B uem 0coGE€HHOCTH MOATOTOBKH KOH(UIESHIIMAIBHOTO COBEIaHUs?

36. Kto mpuriamaercss K yd4acTHO B KOH(MHICHIIMAIHLHOM COBCIIAHWH,
KakuM 00pazoM opopmIIsieTcs npuriameHue?

37. B gyem ocobOenHoctd OGOpPMICHHS TMPOTOKOJIA KOH(MUICHIIMATIEHOTO
COBEILAHHUS?

38. Kak BemyTtcs paboume 3amucu ydacTHUKaMU KOH(UICHIMAIHLHOTO
COBEILAHUS?

4. METOOINYECKHUE YKA3ZAHUA 110 OCBOEHHUIO JTUCHUIIJIMHBI

CamocrosiTennbHasi paboTa SBIAETCS BAXKHBIM  3JIEMEHTOM  HM3yYEHHUS
JUCLHUIUIMHBL. Y CBOCHME MaTepuaja AUCUHUILIMHBI Ha JIEKIHSAX, CEMHUHapax,
IIPAKTUYECKUX 3aHATUSIX WM B PE3YyJbTaT€ CaMOCTOSTEIBHOM IIOATOTOBKH U
WU3YYEHHs]  OTHEIBHBIX  BOINPOCOB  JHUCLMUIUIMHBI, IIO3BOJIAT  IOJOUTH K
IIPOMEKYTOUYHOM  aTTECTAallMM IOATOTOBJICHHBIM. 3HAHUS, HaKalIMBaeMbIe
IIOCTEIIEHHO MU B PAa3IMYHBIX PAKypcaxX, C HCIOJb30BAHUEM NPOTHUBOIOJIOKHBIX
MHEHUI M B3IJISA0B HAa Ty WIM HMHYIO OpoOJeMy SIBISIFOTCS TIIyOOKHMMH U
Ka4E€CTBEHHBIMH, 51 IIO3BOJIAIOT (dopMupoBaTh COOTBETCTBYIOLINE
1po(hecCHOHANIbHBIE KOMIIETEHIIMM KaK UTOI 00pa30BaTEIbHOIO IIpOLECcca.
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JUtst cucreMatr3aluy 3HaHUM 10 MCUUILIMHE MEPBOHAYalbHOE BHUMAHHE
cienyer oOpaTuTh Ha pabouylo MporpamMmy Kypca, KOTopash BKIIOYaeT B cels
OCHOBHBIE€ MPOOJIEMBbl NHUCHMUIUIMHBI (TEMAaTUKY 3aHSATHI), B paMKax KOTOpPBIX U
dbopMuUpyIOTCS BOMPOCHI AJIsl KOHTPOJISL U aTTectanuu. [loaToMy cTyneHT, 3apaHee
O3HAKOMUBILIKCH C MPOrpaMMOl Kypca, MOXKET JIydllle COPHUEHTHPOBAaTHCA B
NOCJIEIOBATEILHOCTH OCBOCHHS Kypca C MO3ULHUIA OpraHU3alii CaMOCTOSTEIbHON
paboThI.

IIpu opranu3zanuy nporecca OCBOCHUS TUCIUILIMHBI CIEAYET YUUTHIBATh!

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

IIpy 1UIaHUpPOBAaHMM BpPEMEHUM HA OCBOCHUE JUCLUIUIMHBL CIEAYET
PYKOBOJICTBOBAaTbCA: CTPYKTYpOW TUCLMILUIMHBI, B KOTOPOW yKa3aHbl KOJIMYECTBO
aKaJeMHUYECKUX YacoB B pa3pe3e KaXIOoW TeMbl, BUJA 3aHITHHA (JIEKLHOHHOE,
CEMHHAPCKOE WM MPAKTHYECKOE) U Yachl HA CAMOCTOSITENbHYIO paboTy; Gopmoit
IIPOMEKYTOUHOM aTTeCTalllu (3K3aMEH).

2. Ilocnedosamenvrocmuv Oeticmeuti Npu 0C80eHUU OUCYUNTUHDL.

N3yueHne Kaxaol TeMbl AUCIHUIUIMHBI I€JIeCO00pa3HO HAYMHATH CO
3HAKOMCTBA C COJI€pKaHUEM JIMCLUUIUIMHBI B pa3pe3e TEeM; 3aTeM CJEAyeT 3Tall
110100pa UCTOYHUKOB U3 YUCIIA PEKOMEHIYEMBIX U MOAOOPAHHBIX CAMOCTOATEIBHO
(HayyHbple CTaThbu; HH(pOpMalMsg NpPaBOBBIX 0a3 JaHHBIX; HHPOpMaLUS C
opUIMaTBHBIX  CaTOB  TOCYJApCTBEHHBIX OpPraHOB, OPraHOB  MECTHOTO
camMoymnpaBiieHUss U Jp.). HM3yueHHMe MCTOYHMKOBEIUYECKOM ©0a3bl MOXET
COIPOBOXK/IaThCSI KOHCIIEKTUPOBAHUEM.

IlenecooOpa3Ho BeCTH mepedyeHb NMPOOJIEMHBIX BOIPOCOB KaK MO CYIIECTBY
TEMbl, TaK W B Clly4ac 3aTPyJHEHHH C YACHEHHEM CMBICIIA H3JIOKEHHOIO B
UCTOYHMKAX Marepuasia (yKa3aHHbIE BONPOCHI MOTYT OBITh pa3peleHb
CaMOCTOATENIbHO, BO BpPEMsSI CECCHOHHBIX 3aHSATHM WJIM Ha KOHCYJbTAlMU C
IpPernoiaBaTesieM).

JInsi MOATOTOBKM K MPAKTUYECKUM 3aHATHUSM PEKOMEHAYyEeTCs MOoApoOHO
W3yYUTh KOHCHEKT JIEKUMH M HOPMAaTHUBHO-TIPABOBYIO 0a3y W Jp. HCTOYHMKH,
(dbopmupytonme 0a30Bble 3HAHUS HEOOXOIMMBIEC JUISI BBIMOJHEHUS MPAKTUYECKUX
paloT, MPeAyCMOTPEHHBIX KyPCOM.

Takke pEKOMEHIYeTCsl O3HAKOMUThCA C TEXHOJOTHEeW MpOBEACHUS
IPAKTUYECKUX 3aHATHM, KOTOpas BKJIIOYAET CIEAYIOLIUE JTambl: OObsICHEHHE
3aJJaHUsl M HABBIKOB (KOMIIETEHIMI), KOTOpbIE 3aKpEIUISIIOTCS B XOJIE €ro
BBIMIOJIHEHMSI; 3HAKOMCTBO C KOHKPETHBIMH HCTOYHUKAMU HHpOpMalMu s
BBITMIOJIHEHMSI 3a/1aHus; OOCYXKJI€HHWE M YTOUHEHHE BOIPOCOB B XOJE aHaIu3a
UCTOYHUKOB HWH(POpPMAIMU; COBMECTHBIH MPOCMOTP NEPBUYHBIX pPE3YJIbTATOB,
OLIEHKA UX COOTBETCTBUS IO (POPMAIBHBIM U CO/IEPKATEIbHBIM TPEOOBAHUSM.

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

Cnenyer NpUMEHSATH  CHEAYIOIIYIO — IOCIEIOBAaTEIBHOCTh  H3YyYEHHS
MCTOYHUKOB JJi1 (POPMUPOBAHUS 3HAHUI MO TeMaM AMCLMIUIMHBI: HOPMATHBHO-
METOJMYECKHE MaTepuaibl M0 JUCUUILIMHE; KOMMEHTApHH K 3aKOHOAATEIIbHBIM
aKTaM; Hay4HYI0 M YYEOHYIO JIUTEPaTypy, a TAKKe JPYTrUe UCTOUHUKH.

4. I[loo2omogky k meKkywemy KOHmpoto yCneeaemocmu.
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OCHOBHOHM 3ajayeil TEKYLIEro KOHTPOJSI YCIIEBAEMOCTH OO0YyYarolmuxcs
SIBIISIETCS TIOBBIIICHUE KaueCcTBa 3HAHUM, MPUOOpPETeHNE U Pa3BUTUE UMHU HABBIKOB
CaMOCTOSITENIbHOM PalOOThl. Tekymmii KOHTPOJIb 3HAHUN OOYyYaroIIMXCS 10
TUCIHUIUIMHE MOXET HUMETh CJICAYIOIIUE BHJIbI: YCTHBIM OMPOC HA JIEKIHSIX,
MPAKTHUECKUX 3aHATHUSAX; MPOBEPKA BBIMOJIHEHUS MHCHMEHHBIX CaMOCTOSTENbHBIX
paboT 1 TOMAITHUX 33aJJaHUil; TECTUPOBAHHUE.

Jia 3¢deKTUBHON TOATOTOBKM K TEKYLIEMY KOHTPOJIK IO AMCLMILIMHE
HEOOXOJMMO HCIIOJIb30BaTh PEKOMEHJOBAHHYK) OCHOBHYIO U JIOMOJIHUTEIBHYIO
JUTEpaTypy, KOHCIIEKTHI JEKIUH, pa3padOTKU CTYIEHTOB, BBIIOJHEHHBIC B
pe3ysbTare NOArOTOBKHU M BBIITOJIHEHUS! CEMUHAPCKUX U MIPAKTUYECKUX 3a/1aHUH.

5. ®OHJI OIEHOYHBIX CPEJICTB JJI51 IPOBEAEHUS
MMPOMEKYTOUYHOM ATTECTAIIAU MO TUCHUATIINHE

5.1. Ilepevyens koMIIeTEHUMH ¥ dTanbl UX GopMUPOBAHUSA
Cormacho ®I'OC BO mno HampaBnenuto moarotoBkun  46.03.02
JIOKyMEHTOBEICHHE W AapXUBOBEACHUE B paMKax H3YyYEHUS AUCHUIUIMHBI Y
00y4YaronMXcs JOJKHBI ObITh CHOOPMHUPOBAHBI CIEAYIONINE KOMIETEHIUU:

Kon DopMyJIMPOBKAa KOMIICTCHITUU
K npogeccuoHaJbHble KOMIIETEHIIUH
[IK-4 CcrocoOHOCTh CAMOCTOSITETIHHO pab0OTATh C PA3NUYHBIMH UCTOYHHKAMH HH(POPMAIHU
TIK-17 BJIQJICHHE METOJIaMH 3aITUThl HHPOPMAITHH
[IK-20 CcrocoOHOCTh MCHOJIB30BaTh MPaBHIIAa OPTaHMU3AINH BCEX 3TAllOB PabOTH ¢ JOKYMEHTAMH, B TOM
qrcIIe apXUBHBIMH JOKYMCHTAMH
[IK-26 BIIAJICHNEC HaBBIKAMH O00pabOTKM JOKYMEHTOB Ha BCeX JTalmax [JOKYMEHTO00OpOTa,
CHCTEMaTH3allHH, COCTABICHUS HOMCHKIIATYPBI e
IIK-38 BIIAJICHUEC HABBHIKAMH pabOTHl C IOKYMEHTAMH, COICPIKAMIMMU WHPOPMALNUIO OTPAaHUICHHOTO
JIOCTyTIa

Jranbl GopMHUPOBAHUS KOMIIETCHIIUN:

Hauanoueri — Ha 3TOM  9tane  (QOPMUPYIOTCS  3HAHUEBbIE U
WHCTPYMEHTAJIbHbIE OCHOBBI KOMIIETEHI[MH, OCBAaUBAIOTCSI OCHOBHBIE KaTErOpHH,
dopmupyrorcs 0a3oBble ymeHHs. CTyIEHT BOCHPOM3BOAUT TEPMHUHBI, (DAKTHI,
METO/Ibl, TOHSATHUS, MPUHIIUIBI U TPAaBWIIA; peliaeT yueOHble 3aauu 1o o0Opasiry.
Ecnu cTyneHT oTBedaeTr 3THUM TpeOOBaHUS MOXKHO TOBOPUTH 00 OCBOCHHU UM
IIOPOrOBOr'0 YPOBHS KOMIIETEHIINU;

OcHo6Holi — 3HaHUS, YMEHMsI, HaBbIKH, oOecrneunBaromnme (HopMHpoBaHUe
KOMIIETEHIINH, 3HAYMUTEJIBHO BO3pPACTalOT, HO €HI€ HE JOCTUralT MTOrOBBIX
3HaueHnii. Ha »TOM 3Tame CTyAeHT OCBaMBae€T AHAIIUTUYECKUE JIEUCTBUSL C
NpPeAMETHBIMA ~ 3HAHMSIMU [0  KOHKPETHOW  AMCIMUIUIMHE,  CHOCOOEH
CaMOCTOATENILHO pellaTh y4YeOHbIE 3aJaud, BHOCA KOPPEKTHBBI B aJITOPUTM
JEUCTBUN, OCYIIECTBIISII CAMOPETYJISILMIO B XOA€ pabOThl, IEPEHOCUTh 3HAHUS U
YMEHHUSI Ha HOBBIE YCJIOBHS. YCHEIIHOE IMPOXOXKICHHWE ATOT0 3Tarna MO3BOJISIET
JIOCTHYb CTAaHJAPTHOT'O YPOBHS CPOPMUPOBAHHOCTH KOMIIETEHIINH;

3aeepwiarowuti — Ha 3TOM 3Tale CTYIEHT JTOCTUIAaeT UTOTOBBIX MOKa3aTenei
1O 3asBJICHHOW KOMIIETEHIIMH, TO €CTh OCBAaMBaeT BECh HEOOXOAUMBIN 00BEM
3HAHWM, OBJAJCBACT BCEMU YMEHHUSMH UM HaBbIKaMd B cdepe 3asBICHHOU
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komneTeHMu. OH CIOCOOEH HCIONBb30BaTh ATH 3HAHMS, YMEHHS, HABBIKU TNPHU
pEIICHUH 33Ja4 MOBBIILICHHONW CIOKHOCTM M B HECTaHJIAPTHBIX ycioBusX. [lo
pe3yibTaTaM 3TOr0 3Tana CTYyAEHT JAEMOHCTPUPYET STAJIOHHBIA  YpOBEHb
cOpPMUPOBAHHOCTH KOMITETEHITHH.

5.2. Iloka3aTe/id 1 KPUTEPUH OLICHUBAHUSA KOMIIETECH UM

JIist olleHMBaHUSI PE3yJbTAaTOB OOYYEHHsS] B BHJIE€ 3HAHUU MCIOIB3YIOTCS
CIEAYIOIIME MPOLEAYpPbl H TEXHOJIOTMU: TECTHPOBAHUE; WHIWBHIYaJIbHOE
cobeceI0BaHue, MMChbMEHHBIC OTBETHI Ha BOTIPOCHI (B BUJIC MEKYU{e20 KOHMPOJIA).

IIpomMe:KyTOUHBIH KOHTPOJIb PEATU3YETCs B XOJ€ Cllayd O0YyYarolUMUCS
sk3ameHoB Ha 3 u 4 kypce (3D0O).

DK3aMeHbl MPOBOJATCA B (POpME TECTUPOBAHMS MO BCEMY IPOUIECHHOMY
Matepuany. OueHKka 3HaHWWA MPOU3BOAUTCS MO 4-x OayuibHOM miKane. B cioydae
HEYJIOBJICTBOPUTEIBLHON OIIEHKM CTYJACHT HMEET MpaBO TMepecAaaTh SK3aMEeH B
YCTaHOBJICHHOM JIOKQJIbHBIMU HOPMATUBHBIMU aKTaMU BYy3a MOPSIKE.

Oﬁmue KPHUTECPHUHU OLICHKHU O0TBECTOB CTYACHTOB

Onenka OneHka Onenka Onenka
«OTJIUYHOY «XOPOIIO» «YAOBJIETBOPUTEIbHOY «HEYT0BJIETBOPUTEIbHO»
OneHKa «3a4TEHO» OneHKa «He 3a9TeH0»
OILICHUBAETCS OTBET, €CIIU OILICHUBAETCS OTBET, B OIICHUBAETCS HETIOJIHBII OIICHUBAETCA OTBET, IIPH
CTyJIeHT HMCECT KOTOpOM OTCyTCTBy}OT OTBCT, B KOTOpOM KOTOpOM CTy}IeHTI)I
CUCTCMHBIC ITOJIHBIC HC3HAYUTCIIbHBIC OTCyTCTByIOT JICMOHCTpI/Ipy}OT OTpI:-IBO‘-IHI)Ie,
3HAHUA U yMeHI/ISI 10 B3JICMCHTBI co;[epmaHm[ 3HAYUTCJIIBHBIC 3JICMCHTHI 6CCCI/ICTeMHbIe 3HaHUs,
HOCTaBJ'leHHOMy HIINn HpI/ICyTCTByIOT BCC CO}lep)KaHI/ISI HJiIn HeyMeHI/Ie BBIZICIIUTD I'NIaBHOC,
Bompocy. ConeprxaHue HEO00XO0IUMBIE MIPUCYTCTBYIOT BCE CyIIIECTBEHHOE B OTBETE,
BOMpPOCA U3JaraeT 9JIEMEHTHI COICPIKAHMSI, BBIIIEH3JI0KECHHBIE JIOMTYCKAIOT IrpyObIe OLIHMOKH
CBSI3HO, B KPaTKOI HO JOITYTIICHEI 3HaHU, HO JOMYIICHEI
(hopme, packpeiBaeT HEKOTOpBIC OLITHOKH, CyIIECTBEHHBIC OIIHOKH,
MTOCTICIOBATENBHO CYTh WHOTIa HapyIIaiach HEJIOTUYHO, TIPOCTPAHHO
M3yYEeHHOTO MaTepHaa, [IOCJIEI0BATEILHOCTD H3JI0KEHO OCHOBHOE
JIEMOHCTPHPY S H3JI0KCHUS. CoJIepKaHUE BOIPOCA.
IIPOYHOCTDH U
MIPUKIIATHY IO
HaHpaBHeHHOCTL

MOJIyYEHHBIX 3HAaHUHN U
YMEHMUI, HE IOIIyCKaeT

TEPMUHOJIOTHICCKUX
OomMO0K 1 (PaKTUIECKUX
HETOYHOCTEH
Omnpenesnenue YpoBHS OCBOEHHSI KOMIIETEHUMI B COOTBETCTBUM C OLIEHKOI 0TBETA CTyJAeHTAa
OneHKa «OTJIHYHO» OueHka «xopouo» Onenka Onenka
CBUJICTENBCTBYET O CBHJETEIBCTBYET O «yIOBJIETBOPUTEJILHO» «HeYI0BJIETBOPUTEJILHO»
HaJINYUH HaJIUIUH CBHJIETEIBCTBYET O CBUJIETENBCTBYET 00
c(hOpMUPOBAHHBIX c(OpPMHUPOBAHHBIX HaJIN4UU OTCYTCTBHH
KOMIIETEHINH BBICOKOTO KOMIETEHINH c(OpPMUPOBAHHBIX c(hopMHPOBAHHBIX
(3TaJIOHHOI0) YPOBHS CTAH/AAPTHOIO YPOBHSA | KOMIIETCHIIMI MOPOrOBOIo KOMIeTeHI U [T perIeHus
JUISL pELIeHAS JUIS peLIeHUs YPOBHS I pELICHUS npodecCHOHaNTbHBIX 33124
po¢heCCHOHATBHBIX po¢heCCHOHATIBHBIX podeCcCHOHAIBHBIX 3a1a4
3amadq 3a1a4

5.3. MarepuaJibl 1Jisl OLIEHKH W KOHTPOJISl Pe3YJbTATOB 00y4eHUsl

3agaHus K 9K3aMeHy ®opmupyembie
KOMIIETEHIIUH
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Teopemultecmte 60npocsyl

. Otauuust KOHGUIEHIIMATHLHOTO JIEIONPOU3BOACTBA OT OTKPBITOTO [1K-4

JIJIIONIPOU3BOICTBA.

2. IlonaTrne u 0cCOOEHHOCTH KOH(DHICHIIMATLHOTO JEIONPON3BOJICTRA. [1K-4

3. PerynupoBaHue TpPYyAOBBIX OTHOIICHUH C COTPYIHUKAMH, 3aHSTHIMH [1K-4, T1IK-17

KOH()MICHIIMAIBHBIM JIEJIONTPOU3BOICTBOM.

4. Knaccudukanus KoH(PpUICHIHATHHON HMHGOpMAIMM W JOKYMEHTOB IO [IK-4

KaTerOpHsIM JIOCTYTIA.

5. [lonsATHEe KOMMEpUYECKOW TallHBI, €T0 3aKOHOIaTeIbHAas Oa3a. [1K-4

6. [ToHsiTHE TOCYTaPCTBEHHOM TalHBI, €r0 3aKOHOJIaTeIbHas 0a3a. [1K-4

7. HopmaTtuBHO-mpaBoBass 0aza opraHu3aluu padbOTHl C JOKYMEHTaMH, [IK-4

COJICpXKAIIMMU CITYKEOHYIO TallHy, TalHY CJIEJICTBHS M CYJIOTIPOU3BOJICTBA.

8. CymHOCTb 1 321241 KOH(PHUICHIIUATBHOTO JEJIOMPOU3BOJICTBA. IK-17

9. KoMmrutekc BHYTpPHOPTaHW3alMOHHBIX JOKYMEHTOB, pernamentupyrommx | [1K-4, ITK-26,

KOH(HMICHIIMAIBHOE JCIONPOU3BOICTBO. [1K-38

10.  Craryc, cTpykTypa ¥  TOPSJIOK  OpPraHU3allMM  CIIY>KOBI I1K-17

KOH(HMICHIIMAIIBHOTO JISJIOMPOU3BOJICTBA.

11. IlepconanbHass OTBETCTBEHHOCTh 3a COXPAaHHOCTb KOH(UIEHIMAIbHBIX I1K-17

JIOKYMEHTOB.

12. Texnonorust cocraieHust Ilepednss KOHGUACHIIUATLHON HHGOPMAIIHH T1K-4, T1K-20,

OpraHu3aIH. I1K-38

13. TpeGoBaHus K cUCTeME JOCTYyNa K KOHPHUICHIIUATbHBIM TOKYMEHTAM. [1K-17, T1K-20,

IT1K-38

14. Odopmnenue pazpemieHuit Ha padory c¢ koHbuaenmmansHeiMu | [1K-17, TTIK-20,

JIOKYMEHTaMU U COTJIALIEHUH 0 Hepa3IIallleHUH TalHBbI. I1K-38

15. Dramnbl NOArOTOBKY M U3/1aHKEe KOHOUACHIIMATHLHOTO JOKYMEHTA. [1K-17, T1K-20,
I1K-26, T1K-38

16. VYuer Hocutenedd koHpuAeHUManNbHOW wuHpopManuu u mnpoektoB | [1K-17, ITK-20,

KOH()HICHIIMAIBHBIX IOKYMEHTOB. T1K-26, ITK-38

17. OcobennocT 06pabOTKH BXOAAIIUX KOH(DUIEHIIHATBHBIX JOKYMEHTOB. [1K-17, I1K-20,
I1K-26, TTK-38

18. Ocobennoctu  00paboTku  ucxomsaumx  kKoHpuaeHnumaneueix | [1K-17, TTIK-20,

JIOKYMEHTOB. I1K-26, I1K-38

19. KonduneHmmanbHbIe TOKYMEHTHI BBIJICIICHHOTO XPAHCHHUS. [1K-17, T1K-20,
I1K-26, I1K-38

20. IMopsmok THpaXUpOBaHUS KOH(OUICHIIMAIBHBIX IOKYMEHTOB. [1K-17, T1K-20,
I1K-26, I1K-38

21. Opranu3ariys HCIIOTHeHUS KOH(UICHIIMATBLHBIX JJOKYMEHTOB. [1K-17, T1K-20,
I1K-26, I1K-38

22. ®opmupoBaHue u 0QopMIICHHE KOHPHICHIIATBHBIX Je7I. [1K-17, IIK-20,
T1K-26, ITK-38

23. DkcrnepTr3a MEeHHOCTH W TOJITOTOBKA KOHPHUACHIHATLHBIX JokymMeHToB | [1K-17, TTK-20,

U JIe] K apXMBHOMY XPaHEHMIO. I1K-26, [1K-38

24. PexxuMm XpaHeHHsS KOH(HIEHIHMAIbHBIX IOKYMEHTOB WM mopspok ux | [1K-17, T1K-20,

BBLIAYH. T1K-26, ITK-38

25. TIpoBepku Hanmuuusi KOHOGUACHIMAIBHBIX JTOKyMeHTOB u odopmiuenue | [IK-17, I1K-20,

PE3yJIbTATOB. I1K-26, [T1K-38

26. DTamnbl opraHu3anyuy KOH(OUISHIIMATILHOTO COBEIIIAHMSL. [1K-17

27. OdopmiieHHE TOKYMEHTOB KOH(PHICHIIMATHHOTO COBEIIAHMSL. I1K-17, IK-20,
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I1K-26, IT1K-38

28. Tlomy4yenue u oTIpaBKa KOH(GUIECHIINATBHBIX JTOKYMEHTOB. [1K-17, T1K-20,
ITK-26, ITK-38
29. ITopsiiok YHHUTOXKEHHS KOH(DHICHIIMATBHBIX TOKYMEeHTOB ¢ uctekmumu | [1K-17, T1IK-20,
CPOKAaMHU XpaHEHHUSI. I1K-26, I[1K-38
30. 3ammTa KOH(GUIESHINATBLHBIX JTOKYMEHTOB OT HECAaHKIIMOHMPOBAHHOTO IK-17
JOCTYyTIA.
Ilpakmuueckue sonpocwl
1.0¢opmuts cornacHo TpeOOBaHHUSIM CHEIMATIBHBIN OJIOKHOT. [1K-20, I1K-26,
I1K-38
2. OpopMHUTH cOTTIaCHO TPEOOBAHUAM CTEHOTPA(PUUECKYIO TETPaIb. I1K-20, I1K-26,
I1K-38
3.0dopmuth cormacHo TpeOOBaHUAM 5 TUHOBBIX TUCTOB (mpennaznadeHubix | [1K-20, [TK-26,
JUISL BBIJIAYW OJTHOMY MCIIOJIHUTEITIO). [1K-38
4.0bopmuth cormacHo  TpeboBammsam 3 nmcra  Mwummerposku | [1K-20, ITK-26,
(mpeHa3HAYCHHBIX JIJIs BBIAAYM OJHOMY HCITOJIHHTEIIIO). [1K-38
5.3amoHUTP KypHAJ y4eTa HOCHTENeH KOH(PHISHIINATLHONH HH()OpMAIIH. I1K-20, I1K-26,
I1K-38
6.Haiitn ommOku B opopmiieHnn KOH(PUICHINAIBHOTO JOKYMEHTA. I1K-20, I1K-26,
I1K-38
7.3aperucTpupoBath KOH(PHUICHIMATBHBIN JOKyMEeHT B >XypHanme yuera | [IK-20, ITK-26,
W3JIaHHBIX JIOKYMEHTOB C TpU(OM. I1K-38
8.IlocraBuTh BCE OTMETKA M HHIEKCHI Ha Bxomammx u ucxomammx | [1K-20, ITK-26,
KOH(HICHIIMATBHBIX JOKYMEHTaX. I1K-38
9.IlpoBectu mpouenypy yaocroBepenus konuu KoHuaenuuansHoro | [1K-20, ITK-26,
JIOKYMEHTA. [1IK-38
10.Buectu naHHBle O KOMMHM KOH(puIeHIMaIbHOTrO noKymeHta B xypHan | I1K-20, ITK-26,
ydera KOMUPOBaHUsI KOHPUICHIIMATBHBIX JIOKYMEHTOB. I1K-38
11.CocraButh 0JIOK-CXeMy TeXHOJOrHueckoro rmpouecca koHTpons 3a | IIK-20, ITK-26
CPOKAMH MCIIOJTHEHUS] KOH(PUICHIINATBHBIX JIOKYMEHTOB.
12.0¢gopmuts pesomionmio  Ha KoH(uueHimanbHoM gokymente u | I1K-20, I1K-26,
IPOCTaBUTh HA HEM HEOOXOMMble OTMETKH 00 MCIOJHEHUH. I1K-38
13.0¢opmuth crnpaBKy-3aMecTUTeNb, BHYTpeHHIo0 omuck u Jucr | [IK-20, ITK-26,
3aBepHUTEIh KOH(MUICHIIMAIFHOTO JIeTIa. I1K-38
14.CocTaBUTh aKT O BBIJCIEHUU K YHUYTOKEHUIO KOHPUACHIIUATBHBIX JIE. [1K-20, I1K-26,
I1K-38

5.4. MeToaguuecKue MaTepuaJibl 0 OLEHUBAHUIO Pe3yJIbTATOB 00yUeHHUs

IIpome:kyTouHasi aTTecTalMsA PEaIU3yeTcsl B XOJ€ Ca4l 00y4YaroIUMUCS
3a09HOM (hOpMBI 00YUEHHUS JIBYX dK3aMeHOB. Llenbio mpoMeXyTOUHOM aTTecTaluu
SBJIIETCSI KOMIUIEKCHasi U OOBEKTHBHAsI OLICHKA 3HAHUW CTYJCHTOB B IpoIllecce
OCBOCHHS  HMMH  OCHOBHOM  0oOpa3oBaTeIbHONM  MpOrpaMMbl  BBICIIETO
npo¢eCCUOHAIBHOTO 00pa30BaHUsI.

DK3aMeH M0 JUCHUUIUIMHE TpeciieayeT Ielib OLIEHUTh padoTy CTyJeHTa 3a
KypC, CTENEHb YCBOCHHMS TEOPETHUYECKMX 3HAHMM W KOMIIETEHIIMH, YpOBEHb
TBOPYECKOTO  MBIIIUICHUSI, HAaBBIKOB  CaMOCTOSTEIbHOW  pabOThl, yMeHHUE
aHAJM3UPOBATh MOJTYUYCHHBIC 3HAHUS U MPUMEHATh UX B PEIICHUM MPAKTUYECKUX
3a1ad.
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DK3aMeH MOXET MNPOBOAUTCS:

- 8 ycmHou popme no IK3AMEHAYUOHHbIM  Ouremam, KOTOPBIE
yTBepxkaaroTcs kadenpoi. [Ipu HE0OXOAMMOCTH SK3aMEHATOPY MPEIOCTABIIACTCS
IpaBO 3a/aBaTh CTYACHTaM JOMNOJHUTEIbHBIE BONPOCHL. DK3aMEHALMOHHBIE
OWIeThl TMNOMHMO TEOPETHYECKHX BOIPOCOB  JIOJDKHBI  MPEIyCMaTpHBaTh
MPaKTUYECKUE 3a/IaHUsI 10 ITporpamMmme Kypca.

- 8 nucbMeHHoU popme (8 6ude nucbMeHHbIX mecmosg). TecTbl
MpeayCMaTpuBalOT BOMPOCHI MO BCEMY IMpOiICHHOMY Marepuany. B TecTtoBbie
3aJlaHds  BKJIIOYAIOTCS BONPOCHI TEOPETMYECKOTO XapakTepa, a TakK Ke
peaycMaTpuBaloTCsl HEOOIbIIINE MPAKTUYECKUE 3aJaHUsl.

Bo Bpems »Kk3amMeHa CTyAEHTbI MOTYT IMOJb30BaThbCS  YUECOHBIMU
porpaMmMamMu, HOPMaTUBHO-TIPABOBBIMU IOKYMEHTAMU M MTPOYUMHU UCTOYHUKAMU
uHbopMaIluy, TEepeYeHb KOTOPBIX YyCTAHABIMBAETCS IMpernojaBaTelieM U
COrJacoBBIBAE€TCS Ha 3aceqaHuu Kadenapsl. lcnonap3oBaHHE MaTepUalioB, HE
IPETYyCMOTPEHHBIX YKa3aHHBIM NIEPEUYHEM, a TAK)KE MOMbITKA OOLIEHUS C APYTUMHU
CTYyJICHTaMH, B TOM UYHCJIE C IPUMEHEHHEM »JJEKTPOHHBIX CpPEICTB CBS3H,
HECAaHKIIMOHUPOBAHHBIE NEPEMEIIECHHS CTYJEHTOB U T.I. SBJISIOTCS OCHOBaHUEM
JUISL ylaJieHusl CTyACHTa U3 ayAUTOPUU U MOCIEAYIOIIEr0 BHECEHUSI B BEJOMOCTD
OTMETKHU «HEYJOBJIETBOPUTEIBHO.

KputepussMu  yCHEmIHOCTM OCBOEHHUSI CTYAEHTOM JaHHOM ydeOHOU
JUCLUUIUIMHBL TIPU  MPOBEACHUM TEKYIIEr0 M IIPOMEKYTOYHOIO KOHTPOJIA
SBJISTFOTCSL:

1. KonnuecTBO NpaBWIBHBIX OTBETOB HA TEKYLIEM TECTHUPOBAHUU W IIO
HK3aMEHAIIMOHHOMY OWJIETy (TECTy).

2. AKTHBHOCTH IIOBEACHHUS CTYJEHTA HA 3aHATUAX, BBINOJHEHUE KaXKIbIM
CTYJIEHTOM BCEX NPAKTUYECKUX padOT, OCMBICIEHHOCTb M CaMOCTOSTEIbHOCTb
CY’KJIEHUH, IPOSIBJIEHHBIX B XOJI€ YCTHOT'O OIpoOca.

3. IIpaBuUsibHBIE OTBETHI HA BOMPOCHI MO COAEPKAHUIO 0A30BBIX MCTOUHUKOB U3
CIUCKOB PEKOMEHIOBAHHOM JINTEPATYPHI 110 JUCLUILITHE.

4. JleMoHcTpauuss 3HaHHS NPOPECCHOHATBHBIX TEPMHUHOB, MOHSTHM,
KAaTE€ropuil U TEOPUM.

5. Hanuuwe CcOOCTBEHHOTO BHJIEHHS paccMaTpUBaeMONl MpOOJIEMBI,
c(pOpMUPOBAHHOTO HA OCHOBE M3yUEHUS U aHAJIM3a HAYYHBIX pabOT, HOPMATUBHO-
npaBoil 0a3bl, BHITIOJIHEHUS MPAKTHYECKUX 3aTaHUM.

6. PECYPCHOE OBECIIEYEHHME

6.1. OcHOBHAA M JONOJTHHUTEJbHAsI y4eOHas IUTEepaTypa
OcHoBHas JuTEpaTrypa
1. buctokoB, B.M. 3ammra u 00paboTka KOHPUACHIMAIbHBIX
JIOKyMEHTOB : yyeOHoe nocodue / B.M. buciokoB ; MunuctepcTBo 00pa3oBaHus u
Hayku Poccuiickon Depepanuun, DenepasbHOE TOCYAAPCTBEHHOE aBTOHOMHOE
0o0pa30oBaTeNbHOE YUYPEKIEHUE BBICIIET0 MPOPECCHOHAIBHOIO 00pa30BaAHMS
«Ceepo-KaBkasckuii ¢penepanbubliil yausepcutet». - CraBpomnois : CKOVY, 2016.

26



- 153 c. : Tabn. - bubmuorp. B kH. ; To xe [DnekTpoHHBIN pecypc]. — Pexxum
noctyma: URL: http://biblioclub.ru/index.php?page=book&id=458917.

2. Kpumrantok, A.H. KonpuaenuuanbsHoe AeI0NpOU3BOICTBO U 3alUTa
KoOMMepueckoi TaiHbl : Kypc jekuuit / A.H. Kpumramok ; MexpernonanbHas
Axanemusi O6e3onacHocTd U BbDKuUBaHuA. - Open : MABUB, 2014. - 199 c. -

bubmuorp.: c¢. 195. ; To xe [DnektpoHHbi pecypc]. - Pexum npocryna:
URL.: http://biblioclub.ru/index.php?page=book&id=428611.

3. Kysunenos, W.H. JlenonpousBojactBo : ydeOHOe mocodue : [16+] /
N .H. Ky3nenos. — 9-¢ uzn., nepepad. — Mockga : [amkos u K°, 2020. — 406 c. :
WL — Pexxum J0CTyTIA: o MOJITTHCKE. —

URL.: http://biblioclub.ru/index.php?page=book&id=572967 (nata  oOparcHus:
13.07.2020). — Bubmuorp.: c. 359-363. — ISBN 978-5-394-01981-4. — Tekcr :

AIEKTPOHHBIN.

JlonoJiHMTEIbHASA JIUTEpPATypa

1. AprembeB, B.P. HHdopmannoHHO-KOMMEpUecKass 0€30MacHOCTb
NpeANnpuHUMATENbCKON AesTenbHocTr / B.P. AptembeB. - Mocksa : JlabopaTopus
kHuru, 2010. - 38 c. ; To xe [DnekTpoHHBIM pecypc]. - Pexkum npocryna:
URL.: http://biblioclub.ru/index.php?page=book&id=87020.

2. 3amuTta U 00paboTKa KOH(PHUACHIIMAIBHBIX JOKYMEHTOB : MPAKTUKYM /
aBT.-cocT. B.M. buctokoB ; MunuctepctBo oOpa3zoBanus M Hayku Poccuiickoit
®enepanuu, DenepaibHOE TOCYJAPCTBEHHOE aBTOHOMHOE 00pa30oBaTEIbHOE
yupexaeHue BeIciiero mnpodeccuoHanbHoro odpazoBanusa «Ceepo-KaBkazckuii
dbenepanpHbiii yHUBEpcUTeT». - CraBponoips : CKDVY, 2016. - 116 c. : Tabxa. ; To
Ke [D1eKTpOHHBIM pecypcl]. - Pexum JOCTyMaA:
URL.: http://biblioclub.ru/index.php?page=book&id=459333.

3. Kabamos, C.}O. [lenonpou3BOACTBO M apXWBHOE JI€J0 B TEPMHUHAX H
ompexaeneHusx : yueoHoe nocobue / C.1O. Kabamos, N.I'. Achangusposa. - 3-¢
u3M., ctep. - Mocksa : MznatensctBo «®munTay, 2018. - 295 c. - ISBN 978-5-
9765-0784-5 ; To ke [DnextpoHHbIH pecypc]. - Pexum nmoctyma:
URL.: http://biblioclub.ru/index.php?page=book&id=69168.

4. KoHuaeHIHaIbHOE AEJIONPOU3BOJICTBO U 3AIIUIIECHHBIN AJIEKTPOHHBIN

JTOKyMeHTooOopoT : yueObnumk /  A.I. ®abpuuno, A.C. [émymikus,
T.B. Kongpamosa, H.H. Kynsie. - Mocksa : Jloroc, 2011. - 452 c. - (HoBas
yHUBepcUTeTCKas OumOmmoreka). - ISBN  978-5-98704-541-1 ; To ke
[DneKTpOHHBIHI pecypc]. - Pexum JIOCTyMaA:

URL.: http://biblioclub.ru/index.php?page=book&id=84996.
6. Munun, W.B. 3amura xoHbuAeHIMATBHOW uWHOOPMAIUK TIpU

AJIEKTPOHHOM  JIOKyMeHTooOopoTe : ydeOHoe mocodbue / UW.B. Munus,
O.B. MunuHn. - HoBocubupck : HI'TY, 2011. - 20 c¢. - ISBN 978-5-7782-1829-1 ;
To xKe [DJIEeKTPOHHBIN pecypc]. - Pexum JIOCTyIIA:

URL: http://biblioclub.ru/index.php?page=book&id=228779.
7. Poroxwun, M.FO. [lokymMeHTalmOHHOE oOO€eCleYeHUue YyIpaBiIeHUs
npaktuyeckoe nocooue / M.IO. Poroxun. - Mocksa ; bepiaun : upekr-Menua,

2014. - 398 c. : un. - bubnuorp. B kH. - ISBN 978-5-4475-1869-1 ; To xe
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[DJIEKTPOHHBII pecypc]. - Pexum 0CTyma:
URL.: http://biblioclub.ru/index.php?page=book&id=253705.

HopmaTuBHO-npaBoBbIe U MeTOAUYECKHE HCTOYHUKH

1. T'paxnanckuii  kogekc Poccuiickori  ®enepanuu. Yacts 1 oT
30.11.1994 No51-®3 (B pen. ot 30.11.2011); gacts 2 ot 26.01.1996 Nel4-D3 (B
pen. or 30.11.2011); wacth 3 ot 26.11.2001 Ne 146-®3 (pen. ot 30.06.2008),
gacth 4 ot 18.12.2006 Ne 230- @3 (B pen. 0o108.12.2011) // CIIC «I"apanT».
XTUK.

2. Konctutynus Poccutickoit ®enepanuu. Ilpunsara 12 nexabpsl1993 r.
(¢ u3m. Ha 21.07. 2014 r.) // CIIC «"apanT». XI'UK.

3. Poccuiickas @enepanusi. 3akoHbl. O  HEPCOHAIBHBIX JaHHBIX OT
25.07.2006 Ne 152-@3 : [denepanbhblii 3aKk0H : mpuHAT ['oc. {ymoii 8 utons 2006
r.] // CIIC «I"apanT». XI'UK.

4. Poccuiickaa ®enepanus. [IpaBurensctBo. O6 yTBepkaeHnu MHCTpyKIMH
O TOPSAKE IOMYyCKa JOJDKHOCTHBIX JUMI M TpaxnaaH Poccuiickon ®denepanmu k
roCy1apCTBEHHOM TanHe: mnocraHoBiieHue [IpaBurensctBa Poc. Penmepauuu ot
06.02.2010 Ne 63 (B pen. ot 18.03.2016r.) // CIIC «I"apant». XT'UK.

5. Poccuiickas ®enepanuda. IlpaButensctBo. Ilomokenne o mopsake
oOpalleHusi co Ciay’eOHOM HH(pOopManueil OrpaHUYEHHOTO PACIPOCTPAHEHUS B
@enepabHBIX ~ OpraHax  HMCHOJIHUTEIbHOM  BJIACTH: MTOCTAHOBIICHHE
[IpaButensctBa Poc. ®eneparuun ot 03.11.1994 No 1233 (B pea. or
18.03.2016r. Ne 214) // CIIC «I"apant». XI'UK.

6. Poccuiickas ®@enepanus. [IpaButensctBo. [IpaBumna pazpaboTku nmepedHs
CBEJICHMI, OTHECEHHBIX K TOCYJapCTBEHHOM  TaWHeE: IIOCTaHOBJICHUE
[TpaButensctBa Poc. @enmeparmm ot 23.07.2005 No 443 (B penm. ot
18.03.2016r.) // CIIC «I"apant». XIT'UK.

7. Poccuiickas ®enepanus. 3akoHbl. O TroCylIapCTBEHHOW TailHE OT
21.07.1993 Ne 5485-1 : [u3meHn. ot 08.03.2015] // CIIC «I"apant». XI'MK.

10. Poccwuiickas @eneparusa. 3akoHbl. O KOMMEpUYeCKOW TaiiHE OT
29.07.2004 Ne 98-@3 : [(penepanbHbIii 3akoH : npuHAT [oc. Jymoit 09 uromns. 2004
r.] // CIIC «I"apant». XI'UK.

8. Poccuiickass ®enepanus. 3akonbl. O6 apxuBHoM nene B Poccuiickoii
deneparuu ot 22.10.2004 Ne 125-D3: [henepanbHbiii 3aKoH : mpuHAT ['oc. Jlymoi
1 okT. 2004 r., u3men. ot 04.12.2006] // CIIC «I"apant». XI'MK.

9. Poccuiickas ®@enepanus. 3akonbl. O0 uHbopmanuu, HHPOPMALUOHHBIX
TEXHOJOTUAX W 0 3amure uHPopmamuu ot 25.07.2006 Ne 149-03 :
[penepanbubiii 3akoH : npuHAT [oc. Jlymoit 14 wurons. 2006 r., u3MeH. OT
06.04.2011] // CIIC «I"apant». XI'HK.

10. Poccuiickas @enepanus. 3akoHbsl. O0 nHpopManu, HHOOPMAITMOHHBIX
TexHojorusax u 3amure uHpopmanun ot 27.07.2006 Ne 149-D3 : [peaepanbHbIit
3akoH : npuHAT ['oc. lymoti 08 uroist. 2006 r.] // CIIC «["apant». XT'UK.
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11. Poccwmiickas ®eneparus. Ilpesument. OO0 yTBEpKIECHUU TMEPEUHS
CBEJICHUHN KOH(PUACHIIMAIBHOTO XapakTtepa: Yka3 IIpesmmenta Poc. deneparuu
ot 06.03.2006 Ne 188 // CIIC «I"apant». XI'MK.

12. TOCT P 7.097-2016 «Cuctema cTaHAapTOB MO HHPOPMAIUH,
OMOMMOTEUHOMY W H3AaTelIbcKoMy neny. OpraHu3alMOHHO-PacHOpsIUTEIbHAS
nokymeHrtanus. TpeboBaHus K 0pOPMIICHHIO TOKyMEeHTOBY . — Bea. 2018-07-01 //
CIIC «I"apanT». XT'UK.

14. TOCT P UCO 15489-1-2007. Cuctema cTaHmapToB Mo HH(OpMaIuwu,
OMOMMOTEUHOMY M M3JaTEIbCKOMY JeNy. YTpaBlieHHe ToKymMeHTamu. OOmiue
TpeboBanus. — Beea. 2007-07-01 // CIIC «I"apant». XI'UK.

15. Meroauueckue pEKOMEHJAIMU 10 pa3palOTKe MHCTPYKIMM IO
JICIIOTIPOU3BOJICTBY B ()e[CpaIbHBIX OpraHax MCIOJHUTEIbHONH Biactd (YTB.
npuka3zoM Pocapxusa ot 23 nexadbps 2009 1. Ne 76). — 2009. — 80 c.

16. OcHoBHbIE TpaBWJIa pabOTHl apXWBOB OpraHm3ammii. — M. :
Pocapxus, BHUNJA/L, 2002. —152 c.

17. TlepedyeHb THIOBBIX YMPABICHYECKUX AaPXHBHBIX  JTOKYMEHTOB,
00pa3yIUXCs B MPOIIECCe ACSITETbHOCTH TOCYJAapPCTBEHHBIX OPraHOB, OPTraHOB
MECTHOTO CaMOYTIPABJICHHUSI M OpPTaHM3allfii, C yKa3aHWEM CPOKOB XpaHCHHS. —
M. : Pocapxus, BHUNIA]/L, 2010.

18. [IpaBuna nenonpou3BoOCTBA B GeAepalbHbIX OpraHax MCIOJHUTEIbHON
Binactu (yTB. moctaHoBieHueMm llpaButenbctBa Poccuiickoit ®enepanuu oT 15
utoHs 2009 1. Ne 477; uam. u gom. ot 07 centsops 2011 r.)).

19. [IlpaBuina opraHu3anuu XpaHEHUs, KOMIUICKTOBaHMs, Yyuy€Ta WU
UCIIOJIb30BaHUsl JIOKyMEHTOB ApxuBHOro ¢onna Poccuiickoit ®enepanuu u
JPYTUX apXUBHBIX JOKYMEHTOB B OpraHax TOCyJapCTBEHHOW BJIACTH, OpraHax

MECTHOTO CaMOYMpPaBICHUS W OpraHu3anusx (yTB. HpuKa3oM MuUHHCTEpCTBA
KyJbTyphl PO Ne 526 ot 31.03.2015).

6.2. Pecypchbl uH(pOPMANIMOHHO-TEJIEKOMMYHUKAIIMOHHOH ceTu « AHTEpHET»

B cooTBercTBHM ¢  JIMIICH3MOHHBIMA HOPMAaTHBAaMHU  OOCCIICUCHHSI
OuOMMOTEeYHO-MH(POPMALIMOHHBIMU ~ pecypcaMu  OMOJIMOTeKa  OpraHu3yeT
WHIUBUyJIbHBI HEOTPAaHUYEHHBIN JOCTYI U3 000N TOYKHU, B KOTOPO uMeeTcs
nocTyn K ceth MHTepHeT, K y4eOHbIM MaTepHaiaM DJIEKTPOHHO-OMOINOTEUHBIX
cucteM (ObC):

1. OBC «YuuBepcuterckas Oubnuorexka onnaiin». MzmarensctBo: OO0
«HexkcMemuay. IlpunamnexHocts ctoponnss. WWW.biblioclub.ru. Komugecto
karouer  (moss3oBateneit): 100% on-line. XapakrepucTtuku OHOIHMOTEUHOTO
dboHma, MOCTyNm K KOTOPOMY MPEIOCTABISETCS TOTOBOPOM: JOCTYI K 0a30BOM
yactu ObC.

2. OBC «M3narenbctBo Ilnanera My3bIKW». DJIEKTPOHHO-OMOJIMOTEUHAS
cucreMma OOO «M3parensctBo IIJIAHETA MY3bBIKN». IlpuHaaiexxHOCTh
cTopoHHsss. WWW.e.lanbook.com. KonndectBo kimroueit (mosb3oBateneit): 100%
on-line. Xapakrepuctuku OuOnIHOTEYHOro (OHAA, JOCTYI K KOTOPOMY
MPEIOCTABIISAECTCA IOTOBOPOM: JAOCTYN K KoJIeKIusIM: «My3bika u teatp», «baier.
Tanen. Xopeorpadus».
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3. Bl Onextponnas Cucrema «Kynbrypa». baza JlaHHBIX DileKTpOHHas
Cucrema «KymnbTypay. [IpuHamiexxHocTs cTopoHHss. http://www.e-mcfr.ru.

4. Web MPBUC XabapoBCKuil roCyZapCTBEHHBI HHCTHTYT HCKYCCTB U
KYJIbTYpbI (3JE€KTPOHHBIN KaTajor). MexIyHapoHasi acCOLMAILMs MOJIb30BaTENeH
U Ppa3padOTYMKOB DSJIEKTPOHHBIX OHOMMOTEK W HOBBIX HH(POPMAIIMOHHBIX
TEXHOJIOTUI (accounanus OBHUT). [IprHaIEeKHOCTD CTOPOHHSIS.
http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snektponHas Oubnuorexka. OOO HayuHnas
DJIEKTpOHHAss OuOmmoTeka. [IpuHammekHOCTH, CTOpoHHss. http://elibrary.ru/
JIunensnonnoe cornamienue Ne 13863 ot 03.10.2013 r. — 6GeccpouHo.

6. DnekTponHo-6ubmoreunas cucrema ®I'bOY BO «XT'UK». ®I'BOY BO
«XTUK». [IpuHaniexKHOCTH cOoOCTBEHHaAS. JloxanbHBIN TIOCTYTI.
http://carta.hgiik.ru. ITpukas no Macturyty Ne 213-06 ot 07.10.2013 r.

7. EnuHOEe OKHO JOocTyna K 00pa3oBaTEelbHBIM pecypcam. DIIEKTPOHHas
oubmuorexka. ®I'AY 'HUUN UTT «Uudopmuka», MunucrepcTBo o0Opa3oBaHus U
HayKU P®. IIprHaIEeK KHOCTH CTOPOHHSIS. CBoOoaHBIN JTOCTYIL.
http://window.edu.ru

8. Enmmnas xosmexuus Ludpossix OOpazoBarenshbix PecypcoB. ®I'AY
I'HUU UTT «udopmuka». IlpunannexHoctb cropoHHss. CBOOOAHBIA JOCTYIIL.
http://school-collection.edu.ru

9. @epepanbHblii LEHTp HHGOPMALMOHHO-00PA30BaATENBHBIX PECYPCOB.
denepanbHbli 1eHTp WHGOPMAIIMOHHO- 00pa3oBaTelbHBIX pecypcoB, DI'AY
'HUN UTT «udopmuka». [lpunannexHoctb cropoHHss. CBOOOAHBINA JOCTYII.
http://fcior.edu.ru

JUis TOArOTOBKM Hay4dHbIX pabOT oOywarouigecsi MOTYT HCIOJIb30BaTh
MOJIHOTEKCTOBYIO 0a3y nanHbix Web of Science. Pexxum goctyna: 31€KTpOHHBIH,
U3 BHYTpeHHeH cetn nHcTUTyTa. Oduimansaeii caiit: webofknowledge.com

IIpogeccnonanbubie 0a3bl JaHHBIX, HH(POPMALMOHHBbIE CHPABOYHbBIE
cuctemMbl M pecypcbl UHTEpHeT CBOOOHOIO 10CTYNA

10. https://www.eos.ru/eos_delopr/ - cBobOomHO pacrpocTpaHsemast
uH(pOpMaIMOHHAs CIPaBOYHAsl CUCTEMa IO BOMPOCAM OpraHu3aluu padoThI C
JIOKyMEHTaMH, aBTOMaTHU3ALNH JIeJI0MPOU3BOICTBA, AIEKTPOHHOIO
JOKYMEHTO000pOTa, apXUBHOTO JIEJa.

11. http://base.garant.ru - cnpaBouHast mpaBoBas cucteMa «I apaHT.

12. http://www.top-personal.ru/ - cBoGoaHO pacnpocTpaHsAeMblii HHTEPHET
pecypc, MNPEACTaBIAIOMUN JOCTYN K JKypHalamM «YTPABJICHHE IEPCOHAIOMY,
«Tpynooe mpaBo», «AJIMHUHUCTPAaTHBHOE MpaBo», «Jlemonpon3BoaCTBOY,
«CekpeTapckoe Aeo».

13. http://delo-up.ru - cBoGomHO pacmpocTpaHsemas HHGOPMAIMOHHAS
cupaBouyHas 0a3a, MpeACTaBiSAIOMAs JOCTYNl K oOpa3naM pa3iudHbIX BHUIOB
JOKYMEHTOB M QJITOPUTMYy JOKYMEHTHPOBAHUS PpaA3JIMYHBIX YIPABICHUYECKHUX
OTIEepaLUH.

14. www.docdelo.ru - cBoOoaHO pacmpocTpaHsieMas WHGOPMAIMOHHAS
cupaBouyHas 0asa, MpeACTaBisAIOlAs JOCTYNl K oOpa3naM pa3jiudHbIX BHUIOB
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JOKYMEHTOB MW QJITOPUTMY JOKYMEHTHUPOBAHHS PAa3IUYHBIX YIPABICHYECKUX
omnepanui.

6.3. UudopmannoHHbIe TEXHOJIOTHH, IPOrPAMMHOE 00ecneyeHue u
HH(OPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

[IporpamMmMHoO-uHpOpMaIIIOHHOE ~ o0ecreueHne  y4yeOHOro  mpoiiecca
COOTBETCTBYET TpeOOBAHUIM benepanbHOTrO rocyJapCTBEHHOTO
o0pa30BaTeabLHOTO CTaHAapTa.

Jist mpoBeieHus 3aHATUHN JIEKIIMOHHOTO TUIIA, 3aHATUM CEMUHAPCKOTO THIIA,
3aHATHI MPAaKTUYECKOTO THIA, TPYNIOBBIX KOHCYJIBTAIUMA, TEKYIIEro KOHTPOJI U
MPOMEKYTOUHOM  aTTeCTallud  HUCIOJIb3YeTCsl  CIEAYIollee  IPOrpamMMHOE
obecrieyeHue:

— JINIIEH3UOHHOE MPOMPUETAPHOE MPOTPaMMHOE 00ecIIeueHue:

1. Microsoft Windows

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

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

— CBOOOJTHO pacmpocTpaHsieMoe POrpaMMHOE 0OecTieUeHHE:

1. Habop oducHbix mporpamm Libre Office

2. ayauornpourpsiBatenb AIMP

3. BuaeonpowurpeiBatens Windows Media Classic

4. waTepHeT-Opay3ep Chrome.

JIJIsl caMOCTOSTENHPHOU MTOATOTOBKU CTYJICHTOB K 3aHATHAM TIO JUCITUTUTHHE
TpeOyeTcss oOpallieHne K mporpamMmHoMy obecrieueHuro Microsoft Windows,
Microsoft Office, B Tom ymcie I TOATOTOBKH MYJIBTHMEIUNHBIX MPE3CHTAIIMMA
o0 TeMaM CeMHHAapoB B mporpamme PowerPoint. JIyis co3gaHusi KOHEYHBIX HE
peIaKTUPYEMBIX BepCHll JOKYMEHTa peKOMEHIyeTcsl Mcmoyib3oBaTh Acrobat X Pro,
BXxosmuii B cocras makera Adobe Creative Suite 6 Master Collection.

[Ipy w3ydeHMM JUCIUIUIMHBI OOyYaromIMecss MMEIOT BO3MOXHOCTh
UCITIOJIb30BaHUsI MH(GOPMAIIMOHHO-CIIpaBouHbIX cucteM «Kynbrypay u «['apanmy,
Bcepoccniickyro OTpPacCJIEBYIO CIIPaBOYHYIO CUCTEMY «Hudopmuoy,
pedepaTUBHBIX U OMOIMOMETPUUYECKUX 0a3 TaHHBIX PEICH3UPYEMOM JTUTEPATYPhI
Web of Science u SCopus, B COOTBETCTBUH C 3aKJIIOYCHHBIMH JOTOBOPAMH.

Ha Bcex KoMmmproTEpax B HMHCTHTYTE YCTAHOBJICHO JIMIICH3MOHHOC
aHTUBUPYCHOE TporpamMmHoe oOecnieuenue Kaspesky Endpoint  Security.
Heo6xonumpiM ycioBueM HHGOPMAIMOHHON O€30MaCHOCTU WHCTUTYTA SIBIISICTCS
oOs3aTeNbHAs TIPOBEpKa Ha HAJWYME BHUPYCOB BHENTHUX HOCHTENCH Iepes uX
ucnojp30BanueM ¢ nmomoiisio Kaspesky Endpoint Security.

[TepeunciieHHOE TIporpaMMHOE obOecrieueHrne OOHOBIISETCS TI0 Mepe BhIXOAa

HOBBIX BEPCUH IPOrpaMM B PaMKax COOTBETCTBYIOLIMX JULIEH3UU U COTJIALLICHUN.
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6.4. MarepuajJbHO-TeXHUYeCKas 0a3a

MartepuanbHO-TEXHUYECKOE OOecleueHNe peannu3yeMod  JAMCUUILIIMHBI
COOTBETCTBYET TpeOOBAHUIM (benepaibHOTrO roCyJapCTBEHHOT'O
00pa30BaTeNpHOTO CTaHAApTA.

JInst mpoBeneHNs 3aHATUIM JIEKIIMOHHOTO TUIA, 3aHATHN CEMUHAPCKOTO TUIIA,
TPYNNOBBIX WM UWHAWBHUAYAJbHBIX KOHCYJbTAlMi, TEKYIIEro KOHTPOJIS U
MPOMEKYTOUHOM arTecTallud B Yy4eOHOM TMPOIECCEe AKTUBHO HCIOJb3YIOTCS
CJIEIyIOIIME CIeUaIbHbIE TOMEIICHUS:

- y4eOHbIe ayJAUTOPUH, OCHAIICHHBIC CIEIHATU3UPOBAHHON MEOEbIo,
JEMOHCTPALIMOHHBIM ~ 000py/AOBaHHEM (MYJIbTUMEIUMHBIA Mpe3eHTAIMOHHBIN
KOMILJIEKC B COCTaB€ IMPOEKTOpAa, SKpaHa, AKTUBHOM aKyCTUYECKOW CHUCTEMBI,
NEPCOHANILHOTO KOMIbIOTEpA) W Y4EeOHO-HATNIAJHBIMU MocoOusiMu (B T.4. B
anekTpoHHoM Buae) (ayn. 303 (xkommbroTepHBIM Kiacc), 309 (mabopaTtopus
MH()OPMAITMOHHBIX TEXHOJIOTHUH).

JIist caMoCTOSATENBHOM padOThHI CTYIEHTOB IIPEIHA3HAUCHBI:

- ayn. 209 (uurtanbHBIA  3a7), OOOPYJOBaHHbIE MEPCOHAIBHBIMU
KOMITBIOTEPAMH, OOECHEYMBAIOIIMMH JIOCTYN K 3JIEKTPOHHOM HH(OpManuMOHHO-
oOpa3oBaTenbHONl Ccpelne opraHu3auuu, K cetd «/HTepHeT», K 3JIEKTPOHHBIM
OMOJIMOTEUHBIM CUCTEMAaM.

[Tomemenne s XpaHeHUsT U NPOPUIAKTUYECKOTO  OOCITYKUBAHUS
yueOHoro obopynoBanus (aya. 03, 122).

[Ipy HEoOXOAMMOCTHM B Y4YEOHOM IMPOLIECCE MCIONB3YIOTCS KOMIUIEKTHI
NEPEHOCHBIX IEMOHCTPAIIMOHHBIX KOMIUIEKCOB (HOYTOYK, TPOEKTOP, FKPaH).

Bce kommbroTepsl MHCTHTYTa 00BEIUHEHBI B JOKAIBHYIO CETh, C KaXI0TO
U3 HUX BO3MOXKEH BBIXOJ B I100anbHyt0 cetb HTepHeT. UHCTUTYT HCHONIB3YyeT
BBIJICJICHHBI KaHal €O cKopocThto 10 MO/c. [lyist CTyIEeHTOB UMeEeTCs
BO3MOKHOCTh BbIXOAa B C€Th MHTEpHET ¢ MOOMIBHBIX YCTPOMCTB MOCPEICTBOM
cet WiFi, koTopas ycTaHOBJIeHa B yuTalnbHOM 3asie MHCcTUTYTA.

[IpoBeaeHune JeKUMiA MO AUCLMILUIMHE COMPOBOXKIAETCA MCIOJIb30BAHUEM B
KauecTBe y4eOHO-HAIJIAIHbIX MAaTEPUAJIOB Cal-TIPE3ECHTALUSIMU.

7. BOCIIMTATEJ/IbHAS PABOTA

Bocriutanue — oOyuarommxcs ~ NMpU  OCBOGHMM  HUMHU  OCHOBHBIX
npodeccHoHaNbHbIX ~ 0Opa3oBaTenbHbIX  mporpamMm  (mamee —  OIIOII)
OCYIIIECTBJISIETCSI HA OCHOBE paloueil MpOorpaMMbl BOCTIMTAHHS W KaJICHIAPHOTO
JIaHa BOCTIMTATENbHOM paboThl, BKiouaembix B OITOII.

Ilens BocmuTaTeNbHOM pabOTHI — CO3JaHUE YCIOBUM JJIsI aKTUBHOMU
KUBHEJEATEIbHOCTU  OOYyYaloIMXCs, HX TPaXIAHCKOTO CaMOOIpeeeHus,
po¢heCCUOHAIBHOTO CTAHOBJICHUS u VHIMBUTY AJIbHO-JIMYHOCTHOM

caMopealiu3allid B  CO3UJATENIbHOM  NEATEIBHOCTH IS yJOBJICTBOPCHHS
MOTPEOHOCTEH B HPAaBCTBEHHOM, KYJIBTYPHOM, HHTEIUICKTYAJILHOM, COITMAILHOM U
npo¢eCCUOHAIBHOM Pa3BUTHUH.
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3amaun  BOCMUTATENbHOM  pabOTBHI:  pa3BUTUE  MHUPOBO33PEHUS |
aKTyalu3alus CHCTEMbl 0a30BBIX LEHHOCTEH JIMYHOCTH, NPHUOOIIEHHE K
0O0IIIeYeI0BEYECKUM HOPMaM MOpPaJY, HAllMOHAJIBHBIM YCTOSIM U aKaJeMHYECKUM
TpaauIUsAM; BOCIUTAHHE YBaXKEHUS K 3aKOHY, HOpPMaM KOJUICKTUBHOW >KW3HH,
pa3BUTHE TPAXAAHCKOW M  COLMAIBHONM  OTBETCTBEHHOCTH; BOCIHUTAHHE
MOJIOKUTEIBHOTO OTHOILICHUS K TpyaAy, (OpPMUPOBAHHME KYJIbTYphl U OTHKHU
npodeccuoHaNbHOTO  OOmIeHus;  (opMuUpoBaHME  JMYHOCTHBIX  KauyecTs,
HEoO0X0AUMBIX 111 9 (HEeKTUBHOM MPOoecCHOHATBHON AesITeTbHOCTH; BOCIIUTAHHE
BHYTpPEHHEH MOTPEOHOCTH JIMYHOCTH B 3J0POBOM 00pa3e >KU3HU, OTBETCTBEHHOTO
OTHOILICHHUA K TMPHPOTHOW W COLHUOKYJIBTYPHOW Cpele; TMOBBIIICHHE YpPOBHS
KYJITYpBI O€30MIaCHOTO TIOBEACHUSI.

Ocobennoct u  Tpaauuuu WHCTUTYTa OOYCJIOBIMBAIOT —CIIEAYIOLIHE

OCHOBHBIC  HAIpaBJICHWS  BOCHHUTATENbHOW  pabOThl:  MaTPUOTHYECKOE,
rpakIaHCKOE,  JYXOBHO-HPAaBCTBEHHOE,  KYJBTYPHO-TBOPYECKOE,  HAYYHO-
o0Opa3oBaTebpHOE, Ipo(ecCHOHATBEHO-TPYAO0BOE, BOJIOHTEPCKOE

(moOpoBoJibUECKOE),  JKOJIOTHYecKoe, (uizndeckoe. Buubl  AesTeIbHOCTH
oOyJaronxcss B BOCIUTATEIbHOM CHUCTEME O0O0pa30BaTEIbHONM OpraHU3aliu:
IIPOEKTHAs JIEATEIbHOCTh (KaK KOJJIEKTUBHOE TBOPYECKOE JIE€NI0), BOJIOHTEPCKAas
NEeATEIbHOCTh,  y4€OHO-MCCIEIOBATEIbCKAsI W HAYYHO-MCCIE0BATEIbCKAS
JEeATEIbHOCTD, IOCYTOBasi, TBOPUYECKAasi U COLUAIBHO-KYJIbTYpPHAs JAEATEIBHOCTD U
Ap.

BocnuTatenpHplii  nMOTEHUMAN y4yeOHO-UCCIENOBATENbCKOM U HAy4YHO-
UCCIICIOBATEIIbCKON  IEATEIIBHOCTH  PEAIIU3YyeTCs B IIPOLECCe  Pa3BUTHUA
UCCJIEIOBATENBCKON KOMIETEHTHOCTH O0YyUaroIUXCcsl Ha MPOTSHKEHUN BCETO CPOKa
ux obyuenuss B  HMHcturyre.  Pe3ynbrarhl  CTyAEHUECKOHM  HAy4yHO-
MCCJIEI0BATENbCKON JIEATEIbHOCTH MPOXOAST anpoOauio B paMKax Hay4HbIX U
HAyYHO-TIPAKTUYECKUX KOH(MEPEHIMH pPA3IMYHOIO YpOBHS, B T.4. KOH(EpEeHIUH,
OpraHU30BaHHbIX IHCTUTYTOM.

CouunanbHO-KyJIbTypHasT W TBOpYECKass JEATEIbHOCTh OOyYarouuxcs
peanu3yeTcss NOpH OpraHu3alMd W TPOBEACHUM 3HAYUMBIX COOBITUH U
MEpOTNPUATUN IPAXKIAHCKO-TTATPUOTHYECKOM, Hay4YHO-HMCCJIEN0BATENBCKOM,
COLIMOKYJBTYPHOH U (DU3KYJIBTYPHO-CIIOPTUBHON  HANpaBICHHOCTU. Buubl
TBOPYECKON  JIeATeNbHOCTH  oOywatommxcsi B MHcTHTyTE:  My3bIKaJbHOE
TBOPYECTBO, XOpeorpauueckoe TBOPUECTBO, T€ATPAJILHOE TBOPUYECTBO, HAYYHOE
TBOPYECTBO, MEIUAINPOEKTHI U JP.

BononTtepckas nesTenbHOCTh 00YYaIOIIMXCS — MUPOKUN KPYT HaIPaBJICHUMA
CO3HUIaTEIbHON JEATEIbHOCTH, BKJIIOYAIOMINNA pa3iuyHble (HOPMBI TPakJaHCKOTO
yuactusi. [lo wHUIIMATHBE OOYYarONIMXCS W TPU HUX AaKTUBHOM YYacTHH B
HNHCcTUTYTE OCYIIECTBIISIET CBOIO I€ATEIbHOCTh JOOPOBOJIBYECKUN OTPAL «MbD».

Peanuzanuio PaGodeil mporpamMMmbl BOCIUTAHHUSI MOMOTaeT 0O0eCIeurBaTh
B3aMMOJICUCTBUE C PA3IMYHBIMU COIMAIBHBIMU HMHCTUTYTaMHU, CyObEeKTaMu
BocnuTanusa. (Ocoboe 3HaueHWe [ BOCHUTATEIBHOTO Mpolecca HMeEET
OpraHu3alys MPaKTUYECKOW NeSITeIbHOCTH OOyYarouuxcsi C IENbI0 Pa3BUTHS
npo(ecCUOHANbHBIX KOMMETEHIMH B ycioBusX WHCTHUTYyTa W NPOPUIBHBIX

YUYPEKIACHUN U OpraHU3aLUun.
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8. OCOBEHHOCTHU OBYYEHMUS UHBAJIMAOB U JIUL C
OI'PAHUMYEHHBIMHA BO3MOKHOCTAMMU 310POBbSA

B npouecce nzydyeHus: JUCUUIUIMHBL U OCYIIECTBIECHUS NPOUEAYP TEKYILEro
KOHTPOJISL YCIIEBAEMOCTH W TPOMEXYTOUHOW AaTTECTAllMM WHBAJIMIAOB W JIMI[ C
OTPAHUYCHHBIMH BO3MOXHOCTSIMU 3JI0POBbSI MPUMEHSIIOTCSL  aJlallTUPOBAHHBIE
dbopMbl  00yuYeHHST € YYETOM HMHJIUBUAYAJIbHBIX ICUXO(PU3UOIOTHYECKUX
0COOEHHOCTEH.

OOyueHue Ml C OrPAaHUYEHHBIMH BO3MOXKHOCTSMHU U HMHBAJIHJIOB
OpraHU3yeTCcsl KaK COBMECTHO C JIPYTMMU OOYYAarOHIMMHCS HA JEKIMOHHBIX H
MPAKTUYECKUX 3aHITHUSIX, TaK U 110 UHIUBUYyAIbHOMY yueOHOMY I1aHy. Bo Bpems
MPUEMHOM KaMIIaHWH, a TAKKE BO BPEMsI CIaud Pa3IMYHbIX (POPM MTPOMEKYTOUHON
U TOCYJApCTBEHHOW WUTOroBOM arrecTanuu B MHCTUTYTE CO3/1aHbl HEOOXOIUMBIE
YCIOBHSI Il OKAa3aHWs TEXHUYECKOW TIOMOIIM WHBAIMAAM M JIMLAM C
OTPAaHUYECHHBIMU BO3MOXKHOCTSIMU 37I0pOBbsl (MPpU HEOOXOJUMOCTH MOXKET OBITh
JOMYILIEHO MPUCYTCTBUE B ayJAMTOPUU ACCHUCTEHTOB, COIPOBOXKJIAIOIIMX JIUI,
cO0aKU-MIOBOJBIPS U T.I1.).

OOyuarompecs M3 YWCiIa HWHBAIWJAOB W JIML C OrPaHUYECHHBIMU
BO3MOXXHOCTSIMU 3JI0POBbsl, MPHU HEOOXOJAMMOCTH, MOTYT OBITh OO€CIECUCHBI
AJIEKTPOHHBIMU W T€YaTHBIMH OOpa30BaTENbHBIMU pPECypcaMu C YYETOM HX
WHIUBUYAIbHBIX TOTpeOHOCTeH. [l peanusanmu  AOCTYIHOM Cpenbl Ipu
HEOOXOJMMOCTH B yYE€OHOM MPOLECCE MOTYT OBbITh 3aJ€MCTBOBAHBI JIOKyMEHT-
KaMmepa JUisl YBEJIMYEHUS TEKCTOBBIX (PparMEHTOB U M300pakeHWUW ([ JUI] C
HapyIIEHUSMU 3pPEHHUS) MW TIEPEHOCHas  MHAYKIMOHHAasg  CHCTeMa  JUiA
cnabocnpimamux «Mctok» A2 co BCTPOCHHBIM IIJIEEPOM — 3BYKOBBIM
UH(OPMATOPOM.

OBC  «YHuBepcuterckas  OMOMMOTEKa  OHJIAWH»  MPEJOCTABIISET
oOyuatommumcst ¢ OB3 (mo 3peHuro) psjg BO3MOXKHOCTEH [Jisi OOecreueHUs
s dexTrBHOCTH mporecca oOyuenus. [Ipu yTeHuu MacmTad CTpaHUIlBI calTa
MO>XHO YBEJIMYUTh C TMOMOIIbIO CIELHMATBHOIO 3HAaYKa Ha TJABHOM CTpaHUIE.
MoOXHO HCMOJB30BaTh TMOJHOAKPAHHBIM PEXUM OTOOpPaKEHUsS] KHUTH WU
BKJIIOYUTH O3BYYMBAHHME HEIMOCPEICTBEHHO C CaiTa MpU MOMOIIM MPOrpamMmm
’KpaHHOTO Joctyna (Hampumep, Jaws , «Balabolkay). CkaunBaembie pparMeHTHI B
dbopmare pdf, wumerommMe BBHICOKOE KauyeCTBO, MOTYT  HMCIIOJIb30BAThCS
TudronporpaMmMamMu ISl  TOJIOCOBOTO O3BYYMBAHHUS TEKCTOB, MOTYT OBIThH
3arpy>keHbl B THU(JIOIIICEPhl, a TaK)Ke CKOMMPOBAHBI HA JIO00E YCTPOMCTBO ISt
KOM(OPTHOTO UTEHUSI.

CepBuc OBC «lluTaTHUK» MOMOTaeT MOJb30BATENI0 W3BJIEYb IUTATy M
aBTOMATHYECKH (POPMUPYET KOPPEKTHYIO OUOIMOrpapuyecKyro CChUIKY, YTO
OCOOEHHO aKTYaJIbHO JJIS JIMI] C OFPAHMYEHHBIMU BO3MOXHOCTSIMU M OO0JIer4aeT
MPOLIeCC HAMKUCAHUS KypCOBOM WIIM BBIITYCKHOM KBAIM(PUKAMOHHON pabOTHI.

Jlist moAroToBKM K 3aHATHSAM oOyuwaromuecs ¢ OB3 (mo 3peHuio) mMoryr
UCIOJIb30BaTh MOOWIbHOE mnpuiioxkenne OBC «Jlanby, mpenHasHadyeHHOE IS
O3BYUYHMBaHUSl TEKCTa KHUTU. PeXuM J0CTyma: 5JIEKTPOHHBIM, MPHUIOKEHUE

CKayuBaeTcs 00y4aroUuMcs CaMOCTOSTENIbHO ¢ caifta e.lanbook.ru, HeoOxonumoe
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ycioBue: ObITh 3apeructpupoBaHHbiM B OBC «Jlanby. Mcnonb3yercs cBOoOOIHO
pacrpocTpaHsiemast mporpamma dkpaHaoro npocrymna Nvda.

[TongpoOHee 00 opraHuzanuu JIOCTYIMHOM CpeAabl CM. COOTBETCTBYIOUIUMN
paszjzie’ OCHOBHOM Npo(hecCHOHAIbHON 00pa30BaTENbHOU MPOTrpaMMBl.
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