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PaGouast mporpamma JUCIUILTAHBL
KonpuaenuunaabHoe 1e101ponu3BoOIACTBO

paspaborana B coorBetcTBuu ¢ PI'OC BO:
denepanbHBIA TOCYJAPCTBEHHBIN 00pa3oBareIbHbIN CTaHAAPT BBICHIETO 00pa3oBaHUs - OakaiaBpwar IIo

Harpasienuto noarotoBku 46.03.02 JlokymeHTOBeneHHE M apXuBoBeleHHE (mpuka3 MuHoOpHayku Poccun
0T 29.10.2020 r. Ne 1343)

COCTaBJICHAa HAa OCHOBaHNH y‘IG6HOFO I1aHa

« JlokyMeHTOBe/eHUE W apXMBOBEJCHHUE», YTBEP)KICHHOIO YUYEHBIM COBETOM By3a, mpoTokosn Ne 11 or
24.04.2024 r.

Pabouas mporpamma omoOpeHa Ha 3aceqaHuM Kadeapbl OMOINOTEYHO-UH(OPMALMOHHOW JEATETBHOCTH,
JOKYMEHTOBEICHHSI U apXUBOBEICHHS

npotokon Ne 9 ot 15.05.2024 1.
3aB. kapenpoii Kauanosa Enena FOpreBHa



BusupoBanue PIIJI 1151 ucrioiHeHUSI B 0UepPeTHOM Y4eOHOM roay
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[IpoTtokon ot 2025r. Ne
3ag. kapenpoit Kaganosa Enena FOpbeBHa

Buzuposanue PII/] 1y ncnosiHenusi B ouepeaHOM y4eOHOM oy

PaGoyas mporpamMma nepecMoTpeHa, 00CyxkaeHa 1 0100peHa s
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O0MOIMOTeYHO-UH(POPMALIMOHHOIH 1eSITeIbHOCTH, TOKYMEHTOBE/IEHUS U aPXUBOBeIeHUSI
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BusupoBanue PIIJ] 1151 ucrioiHeHUSI B 0UepPeTHOM Y4eOHOM roay

Pabouas nporpamma nepecMoTpeHa, 00Cyxk/IeHa U o100peHa s
ucrionHeHus B 2027-2028 yueGHOM roy Ha 3aceJaHu! Ka(eaphl

GI/IGJII/IOTe‘lHO-HH(I)OpMalII/lOHHOﬁ AEATEJIbHOCTH, JOKYMEHTOBCACHUA U aPXUBOBECACHUA

[IpoTokon ot 2027r. Ne
3ag. kapenpoit Kaganosa Enena FOpbeBHa

Buzuposanue PII/] 1y ncnosiHenusi B ouepeHOM y4eOHOM roay

PaGoyas mporpamMma nepecMoTpeHa, 00CyxkaeHa 1 0100peHa s
ucnonnenus B 2028-2029 yyeGHOM rony Ha 3aceaHuM Kadeapsl

0M0IMOTeYHO-UH(POPMALIMOHHOIH 1esITeIbHOCTH, TOKYMEHTOBE/IEHUS U aPXUBOBeIeHUSI

IIpoTtokon ot 2028 r. Ne
3aB. xadenpoit Kauanosa Enena FOpreBHa




1. IEJIX OCBOEHUS JTNCHUITJIMHBI (MOAYJIS)

@DopMHpOBaHNE Yy CTYICHTOB CHCTEMbl 3HaHWH, YMEHHH M HaBBIKOB II0 OpraHW3alMH pabOTBl C JOKyMEHTaMU
OTrPaHUYECHHOIO JOCTYIIA.

2. MECTO JJUCIHUILITAHBI (MOJYJISA) B CTPYKTYPE OBPA3OBATEJIBHOM ITPOI'PAMMBI
Hukn (paszen) OIT: | F1.B

2.1 | TpeGoBaHusi K IpeIBAPUTEILHON OATOTOBKE 00y4aI0LErocs:

2.1.1 | ApxuBoBeneHwme

2.1.2 | Mudpopmauronnas 6e30acHOCTh U 3alnTa HHPOPMALHH

2.1.3 | Opranuzanyst ¥ TEXHOJIOTUS JOKYMEHTAIMOHHOTO 00ECIIEYEH s yIPABICHHS

2.2 | JucummiinHbl (MOYJIM) M NPAKTHKH, VI KOTOPBIX OCBOEHME JAHHON AUCUMIIMHBI (MOAYJIs1) HEOOX0AUMO KaK
npejauecTByollee:

2.2.1 | MoxkymeHTalMOHHOE 0OeCIIEUCHIE TOCYIaPCTBEHHOTO W HETOCYapCTBEHHOTO YIIPaBICHUS

222 Ka,Z[pOBOG ACJIONPOU3BOACTBO U apXUBbI JOKYMCHTOB I10 IMYHOMY COCTaBYy

2.2.3 | Opranuzanust paboThl ¢ 0OpAILEHUSIMH IPKIAH

3. KOMIIETEHIIIY OBYYAIOIIETOCSI, ®OPMUAPYEMBIE B PE3YJIETATE OCBOEHUS JUCIUTLTAHBI
(MOJTYJIST)

IIK-1: BiaageHue 3aK0HOJATeIbHON 1 HOPMATHBHO-METOAUYECKOi 62301 UHGOPMALMOHHO-T0KYMEHTALHOHHOTO
obGecrieyeHUs1 yPaBJIeHUs] H APXUBHOTO /112, CIOCOOHOCTHI) OPUEHTHPOBATHCH B MPABOBOH 0a3e CMeKHBIX 00J1acTei

3HaTh:

- OCHOBBI HpaBOBeZleHI/ISI;
- 3aKOHOJATeNbHBIC W HOPMAaTHBHO-TIPaBOBBIC akThl Poccuiickort deneparuu B cdepe JTOKYMEHTAIIMOHHOTO OOECIEeUYCHUS
YIpaBIeHHS, apXUBHOTO JIEJIa U CMEXHBIX 00JIacTeid;
- HOPMAaTHBHO-METOIWYECKHE MTOKYMEHTH M HAllMOHATBbHBIE CTaHAApThl B cepe MOKyMEHTAIMOHHOTO OOECHEedYeHUs yNpaBICHUS,
APXUBHOTO JIeJIa U CMEXKHBIX 00J1acTeid.

YMmeTn:

- OpHCHTHPOBATBCS B HOPMAarHBHO-TIPAaBOBOM M METOAMYECKOH 0a3e B CMEXHBIX C JOKYMEHTAlMOHHBIM 00ECIIeYeHHEeM
YIpaBIIeHHS ¥ apXUBHOTO JIeJIa 00JIacTsX;

- aHANM3MPOBAaTb HOPMATHBHO-NIPABOBYI0 0a3y B COOTBETCTBHM C 3aJadaMU JOKYMEHTAI[HOHHOTO OOECIeUYEHHs YNPaBICHUS U
apXUBHOI'O JIeNa.

Baanern:

- HaBblIKaMH TIIOMCKa, aHaJIM3d, TOKOBaHUA U TMPUMCHCHHS IIPpaBOBbBIX HOPM B C(I)epe JAOKYMCHTALIMOHHOI'O obecreueHU
YHOpaBJICHUSA U apXHUBHOI'O €J1a;

- HaBbIKaMM HPUMCHCHUSA HOPMATHBHO-NIPABOBBLIX AKTOB W METOAMYCCKUX MOKYMCHTOB IJId PCIICHUSA 3a1a4 HpO(i)eCCHOHaJIBHOfI
JCTAIbHOCTU B cq)epe JOKYMCHTALIMOHHOI'O obecrneyeHus YIipaBJICHUS U apXHUBHOI'O JcjIa.

IIK-3: CnocofeH UCNo0Ib30BATH NPABUJIA OPIAaHU3ALMM BCeX 3TANO0B PAd0ThI ¢ JOKYMEHTAMHU Pa3HbIX JOKYMEHTALMOHHbBIX
CHCTeM, B TOM 4HcJie ADXHUBHBIMH 10KYMEHTAMH

3HaTh:

- 3aKOHO/IaTeNIbHBIE 1 HOPMAaTHBHO-TIPaBOBEIE akThl PO B o0OmacTy paboTHI ¢ TOKyMEHTanueH 1 nHdopMaryeil, apxuBHOTO JieNa;
- mpaBua paboTHI ¢ JOKYMEHTaMU OpTaHMU3AlUY, YCTAaHOBICHHBIE €€ JIOKATbHBIMU HOPMATUBHBIMU aKTaMU;
- TEXHOJIOTMYECKHUE ATaIbl pabOThI C Pa3IMYHBIMHU KaTETOPUAMH JOKYMEHTOB OpraHU3alUH;

- HOpS{lIOK nu COI[Cp)KaHI/Ie Hpoue}lyp TCXHOJIOTHYCCKHUX OTAIIOB pa6OTI>I C paBJ'II/I‘IHLIMI/I KaTeFOpI/ISIMI/I ]IOKyMCHTOB opraHmaum/I.
YMmerTh:

- CTPYKTYpUPOBaTh, CHCTEMATH3UPOBATh M KIACCH(PHUIINPOBATH JTOKYMEHTHI TI0 OMPEeIEHHBIM KPUTEPHSIM;
- BBITIOJIHATH PabOTy C JOKYMEHTaMH B paMKax MPOIEIyp, YCTAHOBICHHBIX B OpraHU3allUH.
Baagern:

- TEXHOJIOTHSIMU M OTI€palisiIMUA pabOThI C Pa3TUYHBIMU KaTETOPUSAMHU JOKYMEHTOB OpraHU3alliH;
- OpraHM3alMOHHOM OPHCHOM TEXHUKOHN B paMKax CBOCH MpodecCHOHATBHOM NesITETbHOCTH.

IK-5: Baageer HaBbIKaMHU 00pa00TKH TOKYMEHTOB HA BCeX 3Tanax J0KyMeHToo0opoTa
3HaTh:

- METOJIbI pEerJIAMEHTAIMH JICIONPOU3BOICTBEHHBIX MIPOLIECCOB;
- IPUHIUIIBI 1 METOBI YIIOPSIIOYEHHS COCTaBa JOKYMEHTOB M MH()OPMAIMOHHBIX ITOKa3aTeIel OpraHu3aiini;
- IpaBUJIa OPTaHU3AINY JICTONPOU3BOICTBEHHBIX MPOIIECCOB B OPTraHU3aINY;

- TIOPSIOK M COJEp KaHue Mpoueayp Mo paboTe ¢ JOKyMEHTaMH OpraHu3aiuu (00paboTKM, peTHCTpaIliM, MCHONHEHUS, KOHTPOJI,
TEKYIEro U apXHMBHOTO XPaHECHUSI JOKYMEHTOB).

YMmeTn:

- IPOBOUTH YHH(HUKAIHIO (OPM JTOKYMEHTOB, IPUMEHIEMBIX B YIIPABICHUCCKOH ACATCIBHOCTH OpraHH3alluy;
- OCYIIECTBISTH MPOIEIyphl MO padoTe ¢ JOKYMEHTaMH OpraHu3aindd (00paboTKH, pETHCTpaliy, HWCIIONHEHHs, KOHTPOJI,




TEKYILET0 U apXUBHOTO XPaHEHUs TOKYMEHTOB).
Baangersn:

- TEXHOJIOTUAMH pabOTHI ¢ JOKYMEHTaMHU U HH(OpMaLueH, B TOM YHCcIe OrPaHUIEHHOT0 JOCTyIIa.

B pe3yabTaTe 0CBOEHUS TUCHUILIMHBI (MOIYJIs1) 00Y4aIOUIHIICA T0/TKEH
3.1 3uarb:
- OCHOBBI TIPAaBOBEICHMS;

- 3aKOHOJaTeNbHblE M HOPMATHBHO-NPaBOBbIe akThl PO B obmactu paboThl C JOKyMeHTauued u uH(opManueit
(KOH(UICHINATEHOTO JIETONPOU3BO/ICTBA), ApXUBHOTO JIENa;

- mpaBuiaa pabOTBl C JOKyMEHTaMHM (KOH(UACHIMAIbHBIMM) OpPraHW3allMH, YCTaHOBICHHBIE €10  JIOKAIbHBIMH
HOPMAaTHBHBIMH aKTaMH (PETYIUPYIOMIX KOH(PHUICHIINATHHOE IEIOTIPOM3BOICTBO);

- TCXHOJIOTHYCCKUEC STallbl pa6OTBI C pa3JInNdYHbIMU KaTCrOpUAMHA KOH(I)I/IJIGHHI/I&HLHLIX JAOKYMCHTOB OpraHu3alluu,
- METObI PErilaMCHTAlNU ACJIOMPONU3BOACTBCHHBIX ITPOLECCOB (KOH(bI/IZ[eHHI/IEU'ILHOFO ,I[eJ'IOHpOI/ISBO,Z[CTBa);

- NPHHIMIOB U METOABI YHOPSIOYCHHS COCTaBa JOKYMCHTOB (KOH(HICHIMAIBHBIX) M HH(MOPMAIMOHHBIX IOKa3aTeneit
OpraHM3aIlH;

- [IpaBrJIa Oprairu3anry ACJIONPOU3BOJACTBCHHBIX ITPOLECCOB B OpTraHU3allun (KOH(l)I/I,Z[GHLH/IaJ'[BHOFO }ICHOHPOHBBOJICTBEI);

- TOPSANOK W COAEp)KaHWE TMpOIeAyp MO paboTe C JOKyMEHTaMH (KOH(HICHIMATFHBIMH) OpTraHu3amuu (00paboTkw,
PETUCTpAITUH, UCTIOTHEHHSI, KOHTPOJIS, TEKYIIETO U apXUBHOTO XPaHEHUsSI TOKYMEHTOB).

3.2 ¥Ymers:
- OpHEHTHPOBAThCSI B HOPMATHBHO-TIPABOBOH WM METONMYECKOH 0a3e B CMEXHBIX C JOKYMEHTAIIMOHHBIM O0€CTedeHHEM
ynpasieHus (KOHGHUACHINATEHOTO JeTI0NPON3BOCTBA) U apXUBHOTO JeTa 00IacTsIX;

- aHaIM3MPOBarb HOPMATUBHO-TIPAaBOBYIO 0aly B COOTBETCTBUH C 3aladaMd  JIOKYMEHTAllMOHHOTO OOECIIeYCHUS
ynpasJieHus (KOHPHUIESHINATFHOTO IEIONPOU3BOACTBA) U apXUBHOTO JIEa;

- CTPYKTYpPHUpOBaTb, CHCTEMAaTH3HpOBaTb M KIaCCHU(UIUPOBATh KOH(UIECHIMATbHBIE JOKYMEHTHl II0 ONpEeAeIEHHBIM
KPUTEPHSIM;

- MPOBOAUTH YHUPHKAIHMIO (HOPM IOKYMEHTOB (KOH(HUAECHIHMAIBHBIX), NMPUMEHSEMBIX B YNPAaBICHUYECKOH IesTelIbHOCTH
OpraHM3aluy;

- OCYUIECTBJIATH MPOLEAYPHI MO paboTe ¢ TOKyMEHTaMH (KOH(UICHIMAIBHBIMU) OpraHU3auu (0OpabOTKH, PEruCTpaluy,
WCTIOJTHEHUSI, KOHTPOJIS, TEKYIETO W apXUBHOTO XPAaHEHUS TOKYMEHTOB).

3.3 Umerp HABBIKH U (MJIM) ONBIT J1ESITETbHOCTH:

- NIOWCKA, AaHAIHW3a, TOKOBAHWS M IIPUMCHEHHS IPABOBHIX HOPM B cepe TOKYMECHTAIMOHHOTO OOECIICYeHHs YIPaBICHUSL
(KOH(MUACSHIIMATEHOTO JETOMPON3BOJICTBA) M apXUBHOTO JETa;

- TMPUMEHEHHS HOPMATHBHO-TIPABOBHIX aKTOB W METOJWYECKUX JIOKYMEHTOB JUISI pEIIeHHs 3a1ad NpoQecCHOHATHHOM
JETATPHOCTH B cdepe MOKYMEHTAMOHHOTO ofecreueHus ymnpabieHus (KOHOUACHIUATHHOTO JENONPOU3BOICTB) U
APXUBHOTO JICIa;

- OpraHH3aly AJIOMPON3BOACTBEHHBIX MPOIECCOB KOHPUICHINATBHOTO AEONPOU3BOICTBA.

4. CTPYKTYPA M COJIEP)KAHUE JUCHUILINHBI (MOLYJIS)

HaumeHoBaHMe pa3/iesioB M TeM /BUJ 3aHATHUS/ C/elnca;[c)zp Yacos Komnerenuun Jlutepartypa
Pazpen 1. OOmme TpeGoBaHUST K  OpPraHU3ALUH
KOH(HIeHIHAIBHBIX 10KYMeHTOB /Pasnes/
Tema 1. Beenenue B kypc. [loHsTHe 0 KOH(PHUICHINATHHBIX 5
JIOKyMEHTax
Beenenne B kypc. IloHsaTHe o0 KOH(QUICHUHAILHBIX 5 K3 TTK-5 JI1.3 J11.2 J11.1J12.1
JoKyMeHTax (nekuus) /Jlex/ ] ) 2.3 7122
IlonsTue o KOH(UIEHINATBHBIX JIOKYMEHTax 1 TTK-3 TTK-5 JIT.3 J11.2 JI1.1J12.1
(camocTosTenbHas pabota) /Cp/ ] ) 2.3 7122
Tema 2. Opranuzanus KOH(UACHINATEHOTO 5
JIEJIOTIPOU3BOICTBA
Opranuzanus KOHQUICHIMATFHOTO  JIeJIONPON3BOJICTBA 4 K3 TIK-5 JI1.3 J11.2 JI1.1J12.1
(mexuust) /JTex/ J2.3J12.2
Opranu3zanus KOH(HICHIINATHEHOTO JIEJIONIPOU3BOACTBA 4 TK-3 TIK-5 JI1.3 JI1.2 JI1.1J12.1
(cemunapckoe 3ausTue) /CeM 3aH/ ] ] M2.3712.2
Opranu3zamus KOH(QUACHIIMAILHOTO  JIEJIONPOU3BOJICTBA 1 K3 TTK-5 JIT.3 J11.2 J11.1J12.1
(Texymmit koHTpOINH) /TK/ ) i J12.3712.2




Cemectp

HaumeHnoBaHue pa3/iesioB U TeM /BU 3aHATHS/ / Kype Yacos Komnerenuuu Jlutepartypa
Opranuzanus KOHQHUICHIMATFHOTO  JIeJIONPON3BOJICTBA 1 K3 TIK-5 JI1.3 J11.2 JI1.1J12.1
(camocTosTensHas pa6ota) /Cp/ ] ] 23122
Tema 3. HopmaTHBHO-TIpaBOBOE pETyJIHUpPOBaHHE PaOOTHI C 5
KOH(DHUICHINATHHEIMA TOKYMEHTaAMHU
HopwmarueHo-nipaBoBoe peryiupoBaHue paboThI c JIT.3 JI1.2 JI1.1J12.1
KOH(DHICHIINATHHBIMA TOKyMeHTaMu (Jieknus) /JIex/ 2 T TTK3 TIR-=5 J12.3J12.2
HopmarusHo-nipaBoBoe perynupoBaHue padoThI c
KOH(DHICHINATbHBIMA JTOKYMEHTAaMH (TEKYIIHMHA KOHTPOJIb) 1 TIK-1 IIK-3 TIK-5 .3 JJ_B 32 JJ_I-Izl '2”[2'1
/TK/ . .
HopmarusHo-nipaBoBoe perynupoBaHue padoThI c 1.3 7112 111121
KOH(QHICHINATHHBIMA ~ JIOKYMEHTaMH  (CaMOCTOSITEIbHAs 1 TIK-1 ITK-3 IIK-5 2.3 J12.2
padora) /Cp/ ’ ’
Tema 4. [lepeynn KOHOUACHIMATLHONH HHGBOPMAIH 5
Iepeunn xonpuaeHMaTEHOW MHpOpMarmu (Jexuus) /JIex/ 2 TK-3 TIK-5 JI1.3 JI11.2 JI1.1J12.1

J12.3712.2
Iepeunn  koHQUACHUMATEHOH wuHpOpManuu  (TEKyIuit 1 K3 TTK-5 JIT.3 JI1.2 JI1.1J12.1
KOHTpoJb) /TK/ i} ) 2.3 J12.2
Ilepeunu KOH(pHICHINATEHON uHpOpMaIIH 1 TTK-3 TTK-5 JIT.3 J11.2 JI1.1J12.1
(camocTosTenbHas pabota) /Cp/ ] ) 2.3 7122
Tema S. Cucrema pgoctyma K  KOH(pHAECHIMATHHOU 5
uHpOpMaUu
CucremMa jocTyna K KOHQUICHIMATLHOH WHPOpMAIH JIT.3 JI1.2 JI1.1J12.1
(nexmns) /Jex/ 2 TIK-1 TIK=3 TIK-5 M3 2.2
CucremMa jocTyna K KOHQUICHIHMATLHOH HHGpOpMAIH JIT.3 JI1.2 J11.1J12.1
(cemunapckoe 3ausTue) /CeM 3aH/ 2 T TIK:3 TIR-5 M2.3712.2
CuctemMa JocTyna K KOHQUICHUHATBLHOH HHOpMAaUU JI1.3 JI1.2 JI1.1J12.1
(Texymmmit koHTpOIH) /TK/ ! TTK-1 TTK=3 TTK=3 J12.3712.2
Cuctema pgoctyna K KOHQHUICHIHATLHOH HHpOpMAaH JIT.3 J11.2 JI1.1J12.1
(camocTosTenbHas pabota) /Cp/ 2 TTK-1TTR-3 TIK=3 237122

HaunmenoBaHue pa3iesioB U TeM /BUJ 3aHATHS/ C/elnca;lc)zp Yacos Komnerenuuu Jlutepartypa
Pazpen 2. VYuer KoHpHIACHUHAIBHBIX JAOKYMEHTOB
/Pa3nen/

Tema 6. Yuer HocHuTenel KOHGHUICHINATEHON HH(POPMAIIIH 5
VYuer HOcuTenel KOHGUASHIHATEHOW HHGOpMAUK (JEKIKs) JIT.3 J11.2 JI1.1J12.1
2 TTK-3 TIK-5
/JTex/ J12.3712.2
Yyer  HocuTeneld — KOHQUISHOMATBHONH  HMHQpOpMAINH ) K-3 TIK-5 JI1.3 J11.2 J11.1J12.1
(npaxtuueckoe 3ansaTue) /Ilp/ ] ) M2.3712.2
Yder  HocuTeneld — KOHQUICHIMATHHOH  HWHQpOpMAIH 1 K3 TIK-5 JIT.3 J11.2 JI1.1J12.1
(Texymmii kouTpons) /TK/ ) ) J23712.2
Ydyer  HOcuTened — KOHQUICHIHMATHLHON nHpOpMaIIH ) K3 TTK-5 JI1.3 JI1.2 JI1.1J12.1
(camocTosTensHas pabota) /Cp/ ] ] M2.3712.2
Tema 7. Yuer H31aBacMBIX KOH(HICHIIUATHHBIX 5
JIOKYMECHTOB
VYyer  wu3maBaeMBIX KOH(QUICHINATbHBIX  JOKYMEHTOB JI1.3 J11.2 J11.1J12.1
(nexius) /Jlex/ 2 T3 TIR-5 2.3 712.2
Yder wu3maBaeMbIX — KOH(QHUIEHIHMATBHBIX  JTOKYMEHTOB 4 TTK-3 TTK-5 JIT.3 J11.2 JI1.1J12.1
(mpaxTuueckas pabota) /TIp/ ] ) 2.3 7122
Yder W3maBacMbIX — KOHQHUICHIHATHHBIX  JIOKYMEHTOB 1 K3 TIK-5 JI1.3 JI1.2 JI1.1J12.1
(Texymmii kouTposn) /TK/ ) ) J2312.2
Yder  W3maBacMbBIX  KOHQHUICHIMATHHBIX  JTIOKYMCHTOB ) K3 TIK-5 JIT.3 JI1.2 JI1.1J12.1
(camocTosTensHas pabota) /Cp/ ] ] I2.3712.2
Tema 8. Ilonydyenue (oTmpaBieHHe) KOH(PHUICHINATHHBIX 5

JTOKYMEHTOB




Cemectp

HaumeHnoBaHue pa3/iesioB U TeM /BU 3aHATHS/ / Kype Yacos Komnerenuuu Jlutepartypa
TTonyuenue (oTnpaenenue) KOH(HICHIIUATHHBIX ) K3 TIK-5 JIT.3 J11.2 JI1.1J12.1
nokymenTtos (nekuus) /Jlex/ ) ) J23712.2
[Tomyuenune (otmpaBienue) KOH(HICHIUATHHBIX 4 K3 TTK-5 JI1.3 J11.2 J11.1J12.1
JOKyMeHTOB (TpakTudeckas pabora) /ITp/ ] ] M2.3712.2
TTonyuenue (otmpaBieHue) KOH(UACHIIMATEHBIX 1 K3 TTK-5 JIT.3 JI1.2 JI1.1J12.1
JOKyMeHTOB (TeKyruii KoHTpois) /TK/ ) i J12.3712.2
Ionyuenue (oTnpaBnenue) KOH(UICHINATHHBIX 5 K3 TIK-S JI1.3 JI11.2 JI1.1J12.1
JIOKYMEHTOB (camocTosTenbHas paborta) /Cp/ ] ) JI2.3J12.2
Tema 9. Vuer  KOHpHUACHIMATBHEIX  JOKYMEHTOB 5
BBIJICJICHHOT'O XPAHCHUS
Yyer KOHOUICHIMATBHBIX  JOKYMEHTOB  BBEIJIEIICHHOTO 4 K3 TIK-5 JI1.3 J11.2 JI1.1J12.1
xpanenus (nexuus) /Jlex/ ] ] 23122
Yder KOHOQUICHIMATBHBIX  JOKYMEHTOB  BBEIJICIICHHOTO 1 K3 TTK-5 JI1.3 J11.2 JI1.1J12.1
XpaHeHus (Texymmii KoHTpois) /TK/ ] ] 12.3712.2
VYder KOHOUACHIHATLHBIX  JOKYMEHTOB  BBIICIICHHOTO 5 K3 TTK-5 JIT.3 JI1.2 JI1.1J12.1
xpaHeHHs (camocTosTeNnsHas paborta) /Cp/ ] ] M2.3712.2
Tema 10. VYyer KkonupoBaHHS  KOH(PUICHUUAIHHBIX 5
JOKyMEHTOB
Yder komupoBaHUS ~ KOH(PUOCHUUATHHBIX  JTOKYMEHTOB ) TTK-3 TTK-5 JIT.3 J11.2 JI1.1J12.1
(mexius) /Jex/ ] ) 2.3 7122
Yder komupoBaHUS ~— KOH(PHUICHIHATHHBIX  JIOKYMEHTOB ) K3 TIK-5 JIT.3 J11.2 JI1.1J12.1
(mpaxTuueckas padota) /IIp/ ) ) J2312.2
Yder KOMUpPOBaHUSA  KOHQHUICHIMAIBHBIX  JTOKYMEHTOB ) K3 TIK-S JI1.3 JI11.2 JI1.1J12.1
(Texymwuii kouTpons) /TK/ ) ] 2.3 712.2
Yyer komupoBaHUS ~ KOH(PHUICHIUATHHBIX  JIOKYMEHTOB 5 K3 TTK-5 JIT.3 JI1.2 J11.1J12.1
(camocTosTensHas pabota) /Cp/ ] ] 237122

HaumeHoBaHue pa3iesioB U TeM /BHJ 3aHATUS/ C/ellscl;lc;p Yacos Komnerenuun Jlutepartypa
3auer /Paznen/

Tema 11. IIpoMexyTOUHBIH KOHTPOJIb 5
IIpomexyTOuHBIA KOHTPOJb /3auéTt/ 3 : : JI1.3 J11.2 JI1.1J12.1
4 IK-1 ITK-3 I1K-5 2.3 2.2

HaumeHoBaHMe pa3/iesioB M TeM /BU] 3aHATHUS/ C/elnca;lc)zp Yacos KoMmmnereHnuu Jluteparypa
Paznen 3. Oobecnieuenue COXPaHHOCTH
KOH(MIeHIHAJIBHBIX 10KYMeHTOB /Pa3nes/

Tema 12. Opranuzauus HCHOJHEHUS KOHQUACHIIUATBHBIX 6
JOKyMEHTOB
Opranusarus UCIIOJIHEHUS KOH(UICHIUATBEHBIX 4 TTK-3 TTK-5 JI1.3 J11.2 JI1.1J12.1
noKyMeHTOB (nekuus) /Jlex/ ] ) 2.3 7122
Opranusanys HCIIOJIHEHUS KOH(HUICHIUATEHBIX ) K3 TIK-5 JI1.3 JI11.2 JI1.1J12.1
JOKYMeHTOB (IIpakTuyeckas pabora) /IIp/ ] ) J2312.2
Opranuzanus HCIIOJIHEHUS KOH(HICHIHATEHBIX 5 K3 TIK-5 JI1.3 J11.2 JI1.1J12.1
JOKyMEHTOB (TeKymmuii KoHTpoins) /TK/ ) ) J2.3J12.2
Opranu3zanus HCTIOTHEHUS KOH(HICHIIUATHHBIX 4 K3 TIK-5 JI1.3 JI1.2 JI1.1J12.1
JOKYMEHTOB (caMocTosTeNnbHas pabota) /Cp/ ] ] M2.3712.2
Tema 13. ®opmupoBaHue KOHOUACHIMAILHBIX 1€ 6
®dopmupoBanne KOHQUACHIUATHHBIX Jen (1ekuus) /JIex/ 4 TK-3 TIK-5 JIT.3 J11.2 JI1.1J12.1
J12.3712.2
®opMmHUpOBaHHE KOHPHACHIMAIBHBIX [el  ([pakTHYecKast 4 K3 TTK-5 JIL.3 JI11.2 JI1.1J12.1
pabora) /Tp/ i} ) 2.3 J12.2
@opmupoBaHHEe  KOHOHUACHIMAIBHBIX  Jen  (TeKymuit 5 TTK-3 TTK-5 JI1.3 JI11.2 JI1.1J12.1
KkoHTpoJb) /TK/ J2.3J12.2




Cemectp

HaumeHnoBaHue pa3/iesioB U TeM /BU 3aHATHS/ / Kype Yacos Komnerenuuu Jlutepartypa
®opmupoBaHNe KOHQHUICHIMAIBHEIX el (CaMOCTOATEIIbHAS 4 K3 TIK-5 JI1.3 J11.2 JI1.1J12.1
pabora) /Cp/ ) ) J23712.2
Tema 14. TlomrotoBka KOHOUACHIMATGHBIX JET U 6
JOKyMEHTOB JJISl QpXUBHOTO XPAaHEHUS WM YHHYTOKCHUS
TTonroToBka KOH(PHICHIMATBHBIX A€ W JOKYMEHTOB IS JI1.3 J11.2 J11.1J12.1

4 IK-3 TIK-5
APXMBHOTO XPaHCHUS WM YHHUYTOXeHUs (ekims) /Jlex/ JI2.3J12.2
IloaroroBka KOH(pHUIECHIMATBHBIX AT M JOKYMEHTOB ISt 1.3 7112 J11. 12,1
apXMBHOTO XPAaHEHHsI WM YHUYTOXEHHUS (TMpaKTH4YecKas 5 TIK-3 [IK-5
J2.3712.2
padora) /Tp/
IoaroroBka KOHGHUICHIUATBPHBIX [ M JOKYMCHTOB ans 1.3 7112 111121
apXMBHOTO  XpPaHEHUS WJIM  YHUYTOXKEHHUS  (TeKyLIUi 2 TIK-3 TIK-5
J2.3J12.2
koHTpoib) /TK/
IoaroroBka KOHGUICHIWATBPHBIX Iel M JOKYMEHTOB [UIS 1.3 7112 111121
APXMBHOTO XPAaHEHHs WM YHHYTOXKEHHS (CaMOCTOSATEIbHAS 4 ITK-3 IIK-5
J2.3J12.2
padora) /Cp/
Tema 15. PexuM  COXpaHHOCTH  KOH(HMICHIHATHHBIX 6
JIOKyMEHTOB
PexxuM  coxpaHHOCTH  KOH(HIEHIMATBHBIX  JIOKYMEHTOB 5 K3 TTK-5 JIL.3 J11.2 JI1.1J12.1
(nexuus) /Jlex/ i} ) 2.3 J12.2
PexxuM  coXpaHHOCTH — KOH(HIEHIHMATBHBIX  JTOKYMEHTOB 5 TTK-3 TTK-5 JIT.3 J11.2 JI1.1J12.1
(Texymmit kouTpons) /TK/ i} ) 2.3 1122
PeknM  COXpaHHOCTH — KOH(HUIECHIMATBHBIX  JIOKYMEHTOB 3 K3 TIK-5 JIT.3 J11.2 JI1.1J12.1
(camocTosTenbHas pa6ota) /Cp/ ] ) J2.3J12.2
Tema 16. KonTpons Hamuunsi  KOHOHICHIHATEHBIX 6
JOKyMEHTOB
KoHTponap  Hamuuus  KOH(DUICHUUAIBHBIX  JTOKYMCHTOB 4 K3 TIK-5 JIT.3 JI1.2 J11.1J12.1
(mexarust) /JTex/ J12.3J12.2
KonTpons  Hanwuus  KOHPUACHUUATBHBIX  JTOKYMEHTOB 5 K3 TTK-5 JIT.3 JI1.2 JI1.1J12.1
(Texymmmit xkoHTpOIH) /TK/ ) i J12.3712.2
KonTpons  Hamuuusi  KOHQUIACHUUATIBHBIX  JTOKYMEHTOB 4 TTK-3 TTK-5 JI1.3 J11.2 J11.1J12.1
(camocTosTenbHas pabota) /Cp/ ] ) 237122
Tema 17. TlpoBenenne KOHPHUICHIUATBHBIX COBEIIAHUN U 6
MIEPEroBOPOB
IIpoBenenue KOH(HICHIHATEHBIX COBELIaHUH 31 4 K3 TIK-5 JI1.3 J11.2 JI1.1J12.1
neperosopos (iekuus) /Jex/ ) ) J23712.2
[IpoBenenue KOH(HICHIINATHHBIX COBEIIaHUH u 4 K3 TTK-5 JI1.3 JI1.2 JI1.1J12.1
TeperoBopoB (ceMuHapckoe 3anstue) /Cem 3aH/ ) ) 23 J12.2
IIpoBenenue KOH(HICHIIUATHHBIX COBEIIAHHUI u 3 K3 TTK-5 JI1.3 JI1.2 JI1.1J12.1
TeperoBOpoB (TeKymwid KoHTpous) /TK/ ) i J12.3712.2
IIpoBenenue KOH(HIECHIUATBHBIX COBELIaHM u 4 K3 TTK-5 JI1.3 J11.2 JI1.1J12.1
MeperoBopoB (camocTosiTenbHas padota) /Cp/ ] ) J12.3J12.2
Tema 18. IIpoBeneHue BHYTPEHHUX pAacCIENOBaHMM IO
(daktam  yTparbl  (pasriamieHus) — KOH(PHICHIHATbHBIX 6
JIOKyMEHTOB
IIpoBenenne BHYTpPEHHHX pacclieioBaHUM 10  (akTam 1.3 7112 J11. 12,1
yTparbl (pa3riameHust) KOHGHUACHIMATLHBIX JTOKYMEHTOB 4 TIK-1 TIK-3 IIK-5
J2.3712.2
(mexaust) /JTex/
IIpoBeneHne BHYTpEHHHX pacclieioBaHUM 10  (akTam
yTparbl (pa3riameHus) KOHGHUACHIMATLHBIX JTOKYMEHTOB 4 TIK-1 ITK-3 IIK-5 T3 L2 L LTI2.1
B J2.3712.2
(Texymmit xoHTpONH) /TK/
[IpoBeneHue BHYTpEHHHX paccieloBaHMid MO  (haktam 1.3 7112 111121
yTparbl (pa3riameHus) KOHGHUACHIMATLHBIX JTOKYMCHTOB 4 TIK-1 TIK-3 IIK-5
J2.3J12.2
(camocTositenpHas pabora) /Cp/
Tema 19. OcoOeHHOCTH 3alUTHl MHOOPMAIMH B CHCTEMax 6

OJICKTPOHHOI'O I[OKyMeHTOO60pOTa




HaumeHnoBaHue pa3/iesioB U TeM /BU 3aHATHS/ C/elnca;lc)zp Yacos Komnerenuuu Jlutepartypa
OcobeHHOCTH ~ 3amUTBl  WHPOpPMAIMA B CHCTEMax 4 K3 TIK-5 JIT.3 J11.2 JI1.1J12.1
3JIEKTPOHHOTO AOKyMeHTooOopoTa (rekius) /JIex/ ) ) J2.3712.2
OcobOeHHOCTH ~ 3amUTHl  WHpOpMAaIMu B CHCTEMaX 1.3 112 11 1T2.1
AJIEKTPOHHOTO  JIOKYMEHTOOOOpOTa (TEKYIIHMA KOHTPOIIB) 4 TIK-3 I1K-5

J12.3712.2
/TK/
OcobeHHOCTH ~ 3amUTHl  WHpOpMAamMM B CHCTEMax 1.3 7112 11 D21
3JIEKTPOHHOT'O JIOKyMEeHTo00OopoTa (camocTosITeTBHAS 6 TIK-3 IIK-5

J12.3712.2
pabota) /Cp/

HanmeHoBaHHe pa3/iesioB U TeM /BU 3aHATHS/ C/elncq;[c)zp Yacos KommnereHmun Jluteparypa
Jx3ameH /Paznen/

Tema 20. [IpoMeXyTOUHBII KOHTPOJIb 6
IIpomexyTOUHBIH KOHTPONE /DK3aMeH/ 9 MK-1 TIK-3 TIK-5 J1.3 JJ_;[ZI 32 ;[121 .21.]'[2.1

5. ®OHJ OOEHOYHbBIX CPEIACTB

5.1. KoHTpoJIbHBIE BONIPOCHI U 3aJaHUS

Bormpocs! 1111 caMOKOHTpOJIS:

1. Kak xaccudummpyercst nHGOpMaIHs 10 KPUTEPHIO TOCTYITHOCTH?

2. Packpoiite MOHATUS «UeHHas HHOpMauUsSy, «KOHQHUIESHIHaTbHast HH(QOpMaLUsS», «TOCYAapCTBEHHas TailHa», «KOMMeEpUecKas
TaliH), «ITPOGECCHOHATbHAS TAHAY.

3. Kakne yrpo3s! KoH(pHAeHIHATEHOH HH(OPMAIIHH CYIIECTBYIOT?

4. KaxoBs! (pyHKIIUH CITy)OBI KOHOHICHITHATFHOTO AETOIPON3BOACTBA?

5. Kakue nporieccsl BKIOYAIOTCS B KOHQUACHIUATHHOE ATOMPOU3BOJICTBO?

6. KakoBbI opraHn3aliioHHbIE 1 TEXHOJIOTHYECKHE 0COOEHHOCTH KOH(GHUICHINATLHOTO JIEII0NPON3BOICTBA?

7. Uro Takoe «IlepedeHsb KOHDUACHINATEHON HHPOPMAITII)?

8. Kro nmeer npaBo ycTaHaBIMBATh PEXUM KOMMEPUECKON TaiiHbI?

9. Kro ycTaHaBIMBaeT pexXHUM CITyKEOHOM TaltHbBI?

10. YTo moHMMAaeTCS IO/ Pa3peNINTeIFHON CHCTEMOH TOCTYIa K KOHGHICHITNATEHOM nHopMamn?

11. Kaxum obpasom odopmisercss JoCTyN K KOHPHUICHIMATFHOW HH(DOpMAauu?

12. B kakux 10KyMeHTax (PUKCUPYIOTCS 005S3aHHOCTH COTPYJHHUKOB 110 COXPAHEHUIO PEXKHUMa KOHPHUICHINATLHOCTH?
13. Kak xmaccuunupyroTcest KOHQUASHIHATHHBIC JOKYMEHTHI IT0 CPOKY OTpaHHYEHHs K HUM JJOCTYIIa epcoHana?
14. Kaxne mponeaypsl BKJIIOYAIOTCS B 3Tall CO3aHMUSI KOHGHICHITNATEHOTO JOKYMEHTa?

15. Kro umeeT npaBo npucBauBaTh rpu¢ KOHPUAESHIHATEHOCTH JOKYMEHTY?

16. Kak ompezesnsiercss 1 y4UTHIBACTCS THPaX KOH(PHUACHINATHHBIX JOKyMEHTOB?

17. Ha xaxoMm 3Tarre KoHQHACHIHATEHOMY JOKYMEHTY IIPHCBANBACTCS yUETHBIN HOMep?

18. Kaxkne 0TMETKH CTaBSTCS Ha BXOAIIEM KOH(HICHINATEHOM JOKYMEHTe?

19. Kakue npoieypsl BKIFOYACT OTIPABKa KOH(DUICHIHATEHOTO JOKyMeHTa?

20. Kakue TpeOoBaHMs IPEABSBIAIOTCS K YCTPOHCTBAM TS Pa3MHOXKEHHS KOHOUICHIMATEHBIX JOKYMEHTOB?

21. Kro maet paspemieHne Ha CHATHE KOIIMU ¢ KOH(HICHINATFHOTO JOKYMEHTa?

22. B yem ocobeHHOCTH 0(POPMIICHHUS BHITHUCOK M3 KOHPHUIECHIHATBHBIX JOKYyMEHTOB?

23. B 4eM ocobGeHHOCTH 0hOpMIIEHHS PE30ITIONHNH Ha KOH(PUACHIMATBHBIX TOKYMEHTaX?

24. KaKoBBI IeJIN ¥ 3a1a91 KOHTPOJIS 32 HCTIOTHEHHEM KOH(QHUICHITHATBHBIX TOKyMEHTOB?

25. Kro numeeT npaBo CHUMATh KOH(HUICHIHATHBIE JOKYMEHTHI C KOHTPOJIS?

26. B yeM 0cOO€HHOCTH HOMEHKJIATypbl KOH(OUACHIUATBHBIX J1€J1 OpraHu3aun?

27. MoryTt 11 KoH(uIeHIIATbHBIE JOKYMEHTBI BKIIIOUaThCsl B OOBIYHBIC Aena?

28. Yto Takoe KOH(PHUICHINATBHbIEC JOKYMEHTHI BBIJICTICHHOTO XpaHEHUS?

29. Kakue onepanuu BKIIIO4aeT B ce0sl mporerypa CHITUS rpuda KoHPUISHINATLHOCTH?

30. Kakue TpeOoBaHMs MPEABSBISIOTCS K XpaHHINIAM KOH(QHICHIUATHHBIX JOKYMEHTOB?

31. C xako#l IeNbI0 UCTIONHUTEIN B KOHIIE padodero JHs OO0s3aHbI CAaBaTh KOHPHICHIMATHHBIC JOKYMEHTHI B COOTBETCTBYIOIIYIO
ciyx0y?

32. Kakue BUBI IPOBEPOK HATMYKS KOHPHUICHINATBHBIX JOKYMEHTOB cylecTBYI0T? Kak QpukcupyroTcs ux pe3ynbrarsl?
33. Kakue Mepbl IpeANpHHIMAIOTCS IPH YCTAHOBJICHNH (haKTa yTparsl KOHOHICHINATEHOTO TOKyMEHTa?

34. B KaKuX cIyd4asx COBEIIaHIE OTHOCUTCS K KOH(DUACHINATEHBIM?

35. B yem 0cOOEHHOCTH OJATOTOBKH KOH(PHICHINATIHLHOTO COBEIAHUS ?

36. Kro npurnamaercs K y4acTHIO B KOH(QHACHIMATLHOM COBEIAHNH, KaKUM 00pa3oM o(opmMiIseTcst npuriamenue?
37. B uem 0coGeHHOCTH 0(OpPMIIEHHS IPOTOKOJIa KOH(GHACHIINATHHOTO COBEIIIAHUS?

38. Kax BemyTcst paboure 3anucH y9aCTHUKaMH KOH(HICHIINATEHOTO COBEIAHMS?

3agaHus K 3a4eTy
Teoperuueckue BOIPOCHL:



1. Ornrunst KOHQUICHIUATEHOTO JeTI0IPOU3BOACTBA OT OTKPBITOTO JEIOMPOU3BOJICTBA.

2. [Tonsitie 1 0COOCHHOCTH KOH(PUACHIMATLHOTO JAEIOIPON3BOACTBA.

3. PerynmupoBaHue TPYAOBBIX OTHOLICHHUH C COTPYTHUKAMH, 3aHATHIMHA KOH(PHUICHIIMATEHEIM JIEJIONTPOH3BOICTBOM.

4. Knaccuduxanus KoHpuAeHINATHOH HH(OPMAIUH U JOKYMEHTOB TI0 KaTerOPHSIM JOCTYyIA.

5. IloHsiTHe KOMMEpYECKOil TaliHBI, €ro 3aKoHOoaTeIbHas 0asa.

6. ITonsiTHe rocyiapcTBEHHOH TaiHBI, €r0 3aKOHOAaTeNbHas 0a3a.

7. HopmarmBHo-npaBoBast 0a3a opraHW3anmuy pabOTHl C JIOKyMEHTaMH, COJCpKAlllUMH CIyXKeOHyIO TaiHy, TaliHy CJIEACTBHSA WU
CYIOIPOU3BOJICTRA.

8. CymHOCTb 1 3a1a4u KOH(GHUICHINATLHOTO JIEJIOIPOU3BO/ICTBA.

9. KoMniiekc BHYTPHOPTraHN3aMOHHBIX JOKYMEHTOB, PETJIAMEHTHPYIOIINX KOH(QHUICHITHATFHOE AETOIPON3BOACTRO.

10. Craryc, cTpyKTypa 1 MOPSIOK OPTaHM3alMU CITy>KObI KOH(DHUACHINATEHOTO JeI0NPOU3BOJICTBA.

11. [lepcoHanbHast OTBETCTBEHHOCTH 32 COXPAaHHOCTh KOHPHUASCHIUATBHBIX JOKYMEHTOB.

12. Texnonorust cocrasnenust [lepednst koHpuACHIATBHON HHGOPMAIMY OpTraHU3aLHH.

13. TpeGoBaHUS K CHCTEME TOCTyIIa K KOH(GHACHINATEHEIM JOKyMEHTaM.

14. Oopmrnenue paspemeHnii Ha paboTy ¢ KOHGHICHIIHATFHBIMU JOKyMEHTAMH U COTJIAIICHUH O Hepa3TIalliCHUH TaifHbL.

ITpakTHyeckue BOIpPOCHL:

1.0¢opmuTh cormacHO TpeOOBAHNAM CHEIUATEHBIA OJIOKHOT.

2. OpopMuUTH cOrnacHo TpeOOBaHUAM CTEHOTpahUUECKyIO TETPab.

3.0¢dopmMuTb cOTacHo TPeOOBAHMSAM 5 THUIIOBBIX JINCTOB (IIPEAHA3HAUYCHHBIX IS BBIAAYH OJHOMY HCIIOIHHUTEO).
4.0¢opMUTE coTITacHO TPeOOBAHMUAM 3 JIFICTa MIUDTMMETPOBKH (TIPEAHA3HAYCHHBIX U BBIAAYN OTHOMY HCIONHHTEIIO).
5.3amoaHUTD XKypHAI y4eTa HOCHTeNeH KOHbHICHIINATbHOH nHopManuu.

6.Haiitn omm6ku B 0ohopMiIeHNH KOH(PUACHIIMATBHOTO JOKYMEHTA.

7.3aperucTpupoBath KOHGUACHINATGHEIN JOKYMEHT B )KypHAIIE yUeTa H3aHHBIX JOKYMEHTOB C TpHA(OM.

8.ITocTaBUTH Bce OTMETKH M MHJCKCHI Ha BXOAAIINX U HCXOISIINX KOH(DUACHINATBHEIX JOKYMEHTAX.

9.Ilpoectu mpoueaypy yA0CTOBEPEHHsI KON KOHGHUICHIIUATLHOTO JOKYMEHTA.

3anaHus K 3K3aMEHY

Teoperuueckue BOIPOCHL:

1. OTmuust KOHPUASHIMATBHOTO AEIOIPON3BOACTBA OT OTKPHITOTO JETIONPOU3BOACTBA.

2. IlonATHE 1 OCOOCHHOCTH KOH(PHUACHIINATHHOTO JICIONTPON3BO/ICTBA.

3. PerynupoBaHue TPYAOBBIX OTHOLICHUH C COTPYTHUKAMH, 3aHATHIMU KOH(PHUICHIIHATTBHBIM JIEJIONPOH3BOICTBOM.
4. Knaccuduxanusi KoOHQUISHINATHLHON HH(POPMAIMK U TOKYMEHTOB 10 KaTeropusM JI0CTyIIa.

5. IloHsiTHE KOMMEpPYECKOH TaliHbI, €r0 3aKOHOaTebHas 0a3a.

6. ITorATHE TOCYJApCTBEHHOM TAlHEI, €T0 3aKOHOAATENIFHA Oa3a.

7. HopmaruBHo-npaBoBast 0a3a opraHu3auuy pabOTBI C JOKyMEHTaMH, COJCPXKAIUMH CIyKeOHYyI0 TaiHy, TaliHy CJIEACTBUS U
CYIOIPOU3BOJICTBA.

8. CymHOCTh ¥ 3a1a91 KOH(PHUICHIIMATHHOTO JIEJIONIPOU3BO/ICTBA.

9. KoMmiekc BHYTPHOPTraHN3AMOHHBIX JOKYMEHTOB, PETJIAMCHTHPYIOIINX KOH(QHUICHIIHATFHOE AETOIPON3BOACTRO.
10. Craryc, cTpyKTypa 1 HOPSLIOK OpraHU3alH CIIYKObI KOH(UASHIIMATEHOTO AJIONPOU3BOCTBA.

11. [lepcoHanbHast OTBETCTBEHHOCTB 38 COXPAHHOCTh KOH(HUIECHIUATBHBIX JOKYMEHTOB.

12. TexHonorus cocraBieHus [lepeust KOHQUIESHINATFHON HH(GOPMAIIH OpTaHH3AIHH.

13. TpeboBaHus K cucTeMe I0CTymNa K KOH(PUICHINATBHBIM JJOKYMEHTaM.

14. Oopmnenue paspemeHnit Ha paboTy ¢ KOHGHIEHIHATPHBIMU JOKyMEHTaMH U COTJIALIEHUH 0 HepasTIallleHUH TailHBL.
15. Dtars! MOATOTOBKY M M3AaHNE KOH(OUICHINATEHOTO JOKyMEHTa.

16. Yuer HOCHTENEH KOH(DHUACHIMATEHON HH(OPMALUH U TPOEKTOB KOH(PHUICHIIHATHHBIX JOKYMEHTOB.

17. Ocobennocti 06pabOTKH BXOASIIINX KOHQUACHIHUATLHBIX TOKYMEHTOB.

18. OcobeHHOCTH 00PaOOTKH UCXOIAIIMX KOHPHUICHIIMATHLHBIX JOKYMEHTOB.

19. Kor¢pnaeHnnanbHbIe JOKyMEHTHI BBIICICHHOTO XPAHEHHS.

20. INopanok THpaXUPOBAHUS KOH(PHUICHIIMATBHBIX JOKYMEHTOB.

21. Opranu3zanus UCIOJIHEHUSI KOHPHUICHIIUATBHBIX JIOKYMEHTOB.

22. ®opmupoBanue 1 opopMiIeHHE KOHOUACHINATEHBIX €.

23. DxcrnepTu3a NEHHOCTH U MOr0TOBKA KOH(MUICHIMATEHBIX JOKYMEHTOB U JIeN K QpXUBHOMY XPaHEHHIO.

24. PexxuM XpaHeHUs! KOHQUAESHIHATEHBIX JOKYMEHTOB U MOPSAIOK UX BBIJAYH.

25. IIpoBepku HaMUKs KOHQUICHIMATEHBIX JOKYMEHTOB M O()OPMIICHUE PE3YJITATOB.

26. DTarbl opraHu3ai KOHQUICHITUATEHOTO COBETIaHMS.

27. OdopmieHue JOKyMEHTOB KOH(DHUICHINATHEHOTO COBELIAHMS.

28. IlonyueHue u oTIpaBKa KOHOUAESHINATEHBIX JOKYMEHTOB.

29. ITopAnoK YHHYITOXKEHUS KOHOUICHINATEHBIX TOKYMEHTOB C HCTEKIIMMH CPOKaMH XPaHCHHS.

30. 3ammTa KOHQHUICHIMATBHBIX JOKYMEHTOB OT HECAaHKI[HOHUPOBAHHOTO TOCTYyIIA.

ITpakTHueckue BOMpOCHI:

1.0¢opmuTE coracHO TPeOOBAHMAM CHEIUATEHBIA OJOKHOT.

2. OdopMHTE cOTTACHO TPEOOBAHUAM CTEHOTPaQUUIECKYIO TETPaIb.

3.0¢dopMuTh COracHO TPeOOBaHUSAM 5 THUIIOBBIX JINCTOB (IIPEAHA3HAYCHHBIX IS BBILAAYH OJHOMY HCIIOIHHUTEIO).
4.0¢opMuUTE coTITacHO TPeOOBAHMAM 3 JIFCTa MIUDTMMETPOBKH (TTPEAHA3HAYCHHBIX TS BBIAAUH OJTHOMY HCIIOIHHTEIIO).
5.3anmoTHUTE XXypHAT y4eTa HOCHTENeH KOHGHICHINATFHOHN nH(opMauy.

6.Haiiti omrnbxu B ohopmiteHNH KOH(PUICHINATBHOTO JOKYMEHTA.



7.3aperucTpupoBarh KOH(GUACHINATBHBINA JOKYMEHT B XKypHAIE yueTa U3aHHBIX JOKYMEHTOB C TpU(OM.

8.IlocTaBUTH Bce OTMETKU U MHJICKCHI HA BXOASAIINX U HCXOAAIINX KOHDHICHINATBHBIX JOKYMEHTaX.

9.ITpoBecty mpouenaypy yA0CTOBEPEHHS KOITHH KOHPHICHINATEHOTO JOKYMEHTA.

10.BHecT naHHBIE 0 KOIMY KOH(PHUACHIIMATBHOTO JOKYMEHTA B )KypHAI y4eTa KOMMPOBaHUS KOH()UACHINATBHBIX JOKYMEHTOB.
11.CocTaBuTh 6J10K-CXEMY TEXHOJIOTHYECKOTO MpoIiecca KOHTPOIIS 32 CPOKAMHU MCIIOTHEHUS! KOH(UASHIIUATBHBIX JOKYMEHTOB.
12.0¢hopMUTB PE3OTIOLHIO HAa KOH(PUACHIIMAIBHOM JOKYMEHTE U IPOCTABUTH HAa HEM HEOOXOANMBIE OTMETKH 00 MCIIOTHEHHH.
13.0¢opMHTE CIIPaBKy-3aMeCTUTENb, BHYTPEHHIOKO OIHCH M JINCT 3aBEPUTENb KOHPHUICHIIHATILHOTO JIea.

14.CocTaBUTh aKT O BBIACICHUN K YHUUTOKECHUIO KOH(OUACHIIUATEHBIX JIEIT.

5.2. ®oHJ OLIECHOYHBIX CPEACTB

(DOHZ[ OLCHOYHBIX CPECACTB CM. I1IO CCBIIIKC

DOHJ KOHTPOJIBHO-U3MEPUTEIIBHBIX MATEPUAIOB CM. 110 CCHLIKE

5.3. Iloka3aTeju U KpUTEPHHU OLICHMBAHHUSA KOMIICTCHIMI

OueHkoil "OTIMYHO" OIEHWBAETCS OTBET, €CNIM CTYACHT IEMOHCTPHPYET CHCTEMHBIC ITOJHBIC 3HAHWSA M YMEHHUS IO MOCTaBICHHOMY
Bompocy. ConeprkaHHe BOIpOCa M3JTaraeT CBSA3HO, B KPaTko (opMe, pacKphIBaeT MOCIEAOBATENFHO CYTh M3yUCHHOIO Marephana,
JEMOHCTPHUPYS NPOYHOCTh M MNPHUKIAAHYIO HAMpPaBIEHHOCTh IIOJNYYEHHBIX 3HAHMN M yMEHMH, He JOMyCKaeT TEPMHUHOIOTMYECKUX
OITMOOK U (haKTHIECKIX HETOUHOCTEH.

OneHkoil "Xopomo" OLEHUBAETCSl OTBET, B KOTOPOM OTCYTCTBYIOT HE3HAUUTENBHBIE JJIEMEHTBHI COACPIKAHUSA WU IPUCYTCTBYIOT BCE
HEOOXOAUMBIE IIEMEHTHI COAEPKAHUS, HO AOMYIIEHbl HEKOTOPhIE OUIHMOKH, HHOT/Ia HapyLIAIach MOCIEA0BATENbHOCTD H3I0KEHUS.
Ouenkoil "yInoOBIETBOPUTENBHO" OLIEHHBAETCS HEMOJHBII OTBET, B KOTOPOM OTCYTCTBYIOT 3HAYUTEIbHBIE JJIEMEHTHI COICPIKaHHS
WITH JOITYIIEHBI CYIECTBEHHBIE OMUOKH, HEIOTHYHO, IPOCTPAHHO U3JI0)KEHO OCHOBHOE COJIEPKAHUE BOIIPOCA.

OueHkoil "HEyHOBIETBOPUTEIHHO" OIEHUBACTCS OTBET, IPH KOTOPOM CTYICHTHI IEMOHCTPHPYIOT OTPBIBOYHBIC, OCCCHCTEMHBIE
3HaHUs, HEyMEHHE BBIIEIUTD TJ1aBHOE, CYLIECTBEHHOE B OTBETE, JOITYCKAIOT rPyOble OIMOKH.

"3auTeH0" BBICTABISIETCS €CIH CTYICHT JAEMOHCTPUPYET OIICHHBACTCS OTBET, B KOTOPOM OTCYTCTBYIOT HE3HAYHTEIBHBIC SJIEMEHTEI
COZepKaHUS WM TPHCYTCTBYIOT BCE HEOOXOIWMBIC 3JIEMEHTHl COJACP)KAHUS, HO JONMYyIICHBl HEKOTOphIe ONIMOKW, WHOTZA
HapylIanack MOCIeI0BaTeIbHOCTb U3II0KEHUS.

"He 3auTeHO" BBICTAaBIISIETCS €CIM CTYAEHT JIEMOHCTPHPYET OTPHIBOYHBIC, OSCCHCTEMHBIC 3HaHMs, HEYMEHHE BBIICINUTH IIIaBHOE,
CYIIIECTBEHHOE B OTBETE, OIYCKAIOT IPyObIe OMINOKH.



6. METOANYECKHUE YKA3ZAHUSA JJIS1 OBYUYAIOIIUXCS IO OCBOEHUIO JUCHUIIJIMHBI (MO YJIS)

CamocrosiTensHas paboTa ABISAETCS BOKHBIM DJICMEHTOM H3Y4eHHs AUCHUILIMHBEL YCBOCHHE MarepHala JUCHUILIMHBI HA JICKIUSX,
CeMUHapax, MPaKTUYECKUX 3aHATUSIX U B pe3ylbTaTe CaMOCTOATEIbHOW MOATOTOBKM U HW3Y4YEHHUs OTIENBHBIX BOIPOCOB
JUCHUIUIMHBI, TO3BOIAT MOJONTH K IMPOMEXYTOUHOH arTecTalid IOATOTOBIEHHBIM. 3HaHMsA, HaKalJMBacMble IIOCTENIEHHO U B
Pa3IMYHBIX paKypcax, C HCIOJB30BaHHEM IIPOTHBOIONOXKHBIX MHEHHH W B3MJIIOB HAa Ty WIH HHYI0 TPOOJIEMy SBISIOTCA
TIyOOKAMHM ¥ KAueCTBEHHBIMM, M TIO3BOJISIOT (JOPMHUPOBATh COOTBETCTBYIOIIME MpPO(ecCHOHANbHBIE KOMIETCHIMH KaK HUTOT
00pa3oBaTenbHOrO Mpoliecca.

Jns cucteMarm3anndé 3HAaHWH MO JUCHUIUIMHE IIePBOHAYATFHOC BHHUMAaHHE CIIeIyeT oOpaTHTh Ha pabodylo IIporpamMMmy Kypca,
KOTOpas BKIIIOYAaeT B ceOsi OCHOBHBIE MPOOIEMbI AUCHUILIMHBI (TEMATHKy 3aHATHH), B paMKaX KOTOPBIX U (YOPMHUPYIOTCS BOIPOCHI
JUIsL KOHTPOJIS U arrectaiuy. 11o3ToMy CTyJeHT, 3apaHee O3HAaKOMUBILIHCH C MPOrpaMMON Kypca, MOXKET JIydllle COPHEHTUPOBATLCS B
MOCIIEZIOBATEILBHOCTH OCBOEHHUS Kypca C O3UIUHA OpraHU3aluy CaMOCTOSTEIbHOI paboTEI.

IIpu opraam3anuu mporecca OCBOSHHS AUCIUIUIIHEL CIICTyeT yIUTHIBATH:

1. ITnanupoBaHue BpeMeHH, OTBEIEHHOTO Ha OCBOCHUE IHUCIUILUINHEL.

Ilpy nnaHMpoBaHMM BpPEMEHM HA OCBOEHUE IUCLUILIMHBI CIEIYeT PYKOBOJCTBOBATbCS: CTPYKTYPOH TUCHUIIIMHBI, B KOTOPOI
yKa3aHBl KOJHMYECTBO aKaIeMHYECKMX YacoB B pa3pe3e KaKTOM TeMBl, BHAa 3aHATHH (JIEKIHOHHOE, CEeMHHApCKOe WIH
MPAKTHYECKOE) U Yachl Ha CAMOCTOSITEIIBHYIO PaboTy; GOpMOit MPOMEKYTOUHOH arTecTanuy (3K3aMeH).

2. [TocnenoBarenbHOCTh IEHCTBUI IPH OCBOSHUU AWCLIUILIIMHEL.

N3ydeHne KakIOH TeMbl AUCLIUIUIMHBEI IIEI€COOOpa3sHO HAaYMHATh CO 3HAKOMCTBA C COJCP)KaHWEM IHCUUIUIMHBI B pa3pese TeM;
3aTeM CcIlexyeT JTalm MoAdOpa WMCTOYHMKOB M3 YHCJIA PEKOMEHIYEeMBIX ¥ TOAOOPaHHBIX CaMOCTOSTENBHO (HAy4HBIC CTarbH;
uH(popMalMsa NpaBOBBIX 0a3 MaHHBIX; HHGpOpPMALUS ¢ OGHIMATEHBIX CalTOB TOCYJApPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO
caMOoyIpaBJIeHUs U Jp.). V3ydeHne nCTOYHMKOBEAYECKOH 0a3bl MOKET CONPOBOXKIATHCS KOHCIIEKTHPOBAHHEM.

IlenecooOpa3sHO BecTH TepedeHb NMPOOJIEMHBIX BOMPOCOB KaK MO CYIIECTBY TEMBI, TaK W B CIy4ac 3aTpyIHEHHH C YySICHEHHEM
CMBICTIa W3T0KEHHOTO B HCTOYHHMKAax Marepuaia (yKa3aHHBIC BOIPOCHI MOTYT OBITh pa3pemIeHBl CAMOCTOSATEIBHO, BO BpeMs
CECCHOHHBIX 3aHATHI MM HAa KOHCYJBTAI[HH C MIPEO1aBaTesieM).

Jnst HOATOTOBKH K IPAKTHUECKHM 3aHATHUSM PEKOMEHIYETCs ITOJPOOHO M3YUHTh KOHCIIEKT JIEKIMH U HOPMAaTUBHO-TIPABOBYIO 0a3y U
Jp. WCTOYHWKH, (GOpMHpYyIOmHne O0a30Bble 3HAHWSA HEOOXOAMMBIC ISl BBEIOJHEHHWS NPAKTHYECKHX pa0OT, INPeIyCMOTPEHHBIX
KypCOM.

Taroke peKOMEHIYeTCsl 03HAKOMHTBCS C TEXHOJOTHEH MPOBEIEHUS MPAaKTUUECKHUX 3aHSATUI, KOTOpas BKIIOYAET CIIEAYIOLIUE JTarbl:
OOBSCHEHNE 3alaHMsd W HAaBBIKOB (KOMIICTEHIHIT), KOTOPHIE 3aKPEIUIIIOTCS B XOJE €r0 BBINOJHEHHS; 3HAKOMCTBO C KOHKPETHBIMH
UCTOYHMKAMH HWH()OPMAIMU AT BBINOJNHEHHS 3aJaHHS; OOCYXKICHME M YTOYHCHHE BOIPOCOB B XOAE AaHAIN3a HCTOYHHKOB
uH(OpMaIMK; COBMECTHBIH MPOCMOTP MEPBUYHBIX PE3yIbTaTOB, OLEHKA HX COOTBETCTBHSA IO (OPMATBbHBIM U COJAEP)KATEIbHBIM
TpeOOBaHMUSM.

3. Vcnonp3oBaHne yaeOHO-METOANIECKIX MaTepHaIoB B paboTa ¢ JINTEpaTypoii.

Crenyer MNpUMEHATh CHEAYIOMIYI0 IIOCIEJOBaTeIbHOCTh M3YUCHHMS WCTOYHHMKOB AT (OPMHUPOBAHUS 3HAHUM MO TeMaM
JUCHUIIIMHBI: HOPMAaTHBHO-METOAMYECKHE MaTephalbl M0 AMUCIMIUIMHE; KOMMEHTapUU K 3aKOHOAATENIbHBIM aKTaM; Hay4yHyH H
y4eOHYIO IUTEparypy, a TakKe IPYTHe HCTOUHHKH.

4. IIoaroToBKy K TEKyIEMY KOHTPOJIIO yCIEBAEMOCTH.

OcHOBHOH 3amayel TEKyIero KOHTPOJIS YCIEBAeMOCTU OOYYarOLIMXCs SBISETCS MOBBIINIEHHE KauecTBa 3HAHMM, MpUOOpeTeHHe U
pa3BUTHE HMH HAaBBIKOB CaMOCTOSTENbHON paboThl. Tekyluid KOHTpONb 3HAaHWH OOYYarOIIMXCsl IO IUCLMILUIMHE MOXET HMETh
CIIeYTONINE BUABL YCTHBIM OMPOC HA JICKIHUAX, MPAKTHICCKUX 3aHATHAX; IPOBEPKA BBIIOIHEHHS MHCEMEHHBIX CaMOCTOSTEIBHBIX
paboT U JOMAITHUX 3aJaHUH; TECTUPOBAHUE.

Jnst 5pPexkTBHON MOATOTOBKM K TEKYIIEMY KOHTPOJIO IO JUCHMIUIMHE HEOOXOAMMO HCIIONb30BAaTh PEKOMEHJOBAHHYIO OCHOBHYIO
U JIOTIONHUTENBHYIO JIUTEParypy, KOHCHEKTH JICKIWH, pa3palOTKW CTYJCHTOB, BBIIOJHCHHBIE B pe3yinbTare IOATOTOBKH U
BBIIIOJTHEHHSI CEMHHAPCKUX U MIPAKTUUCCKUX 3aJaHHH.

7. YA4EBHO-METOJUYECKOE U THOOPMAINIMOHHOE OBECIIEYEHUE JTUCHOUITIJIMHBI (MO YJISA)

7.1. Pexomenayemasi iureparypa

7.1.1. OcHoBHas1 JUTEpaTypa

ABTOpBI, COCTaBUTENH 3arnaBue WznarenscTBO, roj, KOJI-BO

J1.1 3amura 1 00paboTKa KOH(DUASHINATBHBIX JOKYMEHTOB! Craspomons: Cesepo-
MPaKTUKYM KaBkazckuii DenepanbHbliii
https://biblioclub.ru/index.php?page=book&id=459333 yauBepcutet (CKOY), 2016. -

116 c.

JI1.2 | Bucrokos B. M. SamuTa 1 00padoTKa KOHPHUICHIIHATHHBIX JOKYMEHTOB: CraBpomnons: CeBepo-
yaeOHoe ocobue Kaekazckuit ®enepanbHbIH
https://biblioclub.ru/index.php?page=book&id=458917 yausepcuret (CKDY), 2016. -

153 c.

JI1.3 | Kpumrramok A. H. KonduaeHnmansHOE 1eI0MPOU3BOACTBO U 3aIUTA Open: MexpernoHarpHas
KOMMEPUECKOH TallHbI: KypC JIEKIHN: KypeC JEKIUI akazeMusi 6e30MacHOCTH U
https://biblioclub.ru/index.php?page=book&id=428611 BbDKMBaHUs, 2014. - 199 c.




7.1.2. lonoHUTE/ILHASA JUTEPATYPA

ABTOpBI, COCTaBUTENH 3aryiaBue W3 narenscTBO, 0, KOJI-BO

JI2.1 | d®abpuunos A. T, KonduaeHnmansHOE 1eI0MPOU3BOACTBO U 3AIUIICHHBIIT Mocksa: Jloroc, 2011. - 452 c.

Hémymkun A. C., 9NEKTPOHHBIN JOKYMEHTOOOOPOT: YUeOHUK
Konppariosa T. B., https://biblioclub.ru/index.php?page=book&id=84996
Kynses H. H.

JI2.2 | Poroxun M. 1O. JlokyMeHTaloHHOe obecrieueHre yrpaBieHus: yaeOHo- Mocksa, bepnun: upext-
MPaKTHYECKOE Mocodue: yueOHoe mocooue Menua, 2014. - 384 c.
https://biblioclub.ru/index.php?page=book&id=253704

JI2.3 | Aprembes B. P. HndopmanoHHo-koMMepueckas 6e30macHOCTb Mocksa: Jlaboparopusi KHUTH,
MIpEeANPUHUMATENLCKOM IeATEIIbHOCTH 2010.-38c.
https://biblioclub.ru/index.php?page=book&id=87020

7.3.1 IlepeyeHs MPpOrpaMMHOro obecreveHust

6.3.1.1 | Microsoft Windows

6.3.1.2 | Microsoft Office 2010

6.3.1.3 | Adobe Creative Suite 6 Master Collection

6.3.1.4| Libre Office

6.3.1.5| AIMP

6.3.1.6 | Windows Media Classic

6.3.1.7 | Chrome

6.3.1.8 | Kaspesky Endpoint Security

6.3.1.9 | OpenOffice

6.3.1.1| Acrobat Reader

0
7.3.2 TlepeyeHb HHPOPMALMOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1 | BJI Dnexrponnas Cucrema «Kynsrypa»

6.3.2.2 | Dnekrponno-6ubaunoreunas cucrema ®I'BOY BO «XTUK». ®TBOY BO «XT'UK»

6.3.2.3 | Web UPBUC XabapoBCKuii rOCYJapCTBEHHBIN HHCTHTYT UCKYCCTB U KYJIBTYPbI (JIEKTPOHHBIM KaTaior)

6.3.2.4 | ODBC «VHuBepcUTETCKas OHOIMOTEKA OHIIANH)

6.3.2.5 | TTonuotekcToBas 6a3a nanueix Web of Science u Scopus

6.3.2.6 | Tapant

8. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE JTUCHUITIJIMHBI (MO YJISA)
Aynuropus Haznavenue O6opynoBanue IIporpammHOe
obecrieueHne
[Tomemienue U1t XpaHeHHs U CneuunanusupoBanHas mebenp Ha 1 | Microsoft Windows
MPOGUIAKTHIECKOTO pabouee Microsoft Office
00CITyKMBaHUS yIeOHOTO Mecto (mkads! 2 mT., cremtaxu 3 mr., | 2010
03 000pyIOBaHUS CTYJIbS, Kaspesky Endpoint
cton). Ilepconanpubiit kommbioTep (1 | Security
IIT.)
TTomerienne st XpaHEHHs U CrernpanmnsupoBanHat  Mmebenb Ha 1 | Microsoft Windows
PO HITAKTHIECKOTO pabouee Microsoft Office
00CITy>)KUBaHUS Y1eOHOTO mecto  (mkad, cremmax, cryabs, | 2010
00opya0BaHus CTOJIBI). Kaspesky Endpoint
IlepconanbHbIi KOMIIBIOTEP B | Security
122 KoiuuecTse 1 miT.
¢ mojkmoueHHeM K cetd «VIHTepHET»
u
JOCTYTIOM B IIEKTPOHHYIO
HH()OPMAITMOHHO00PA30BaATEIBHYIO
cpeny By3a.




Aynuropus Haznauenue ObopynoBanue IIporpammuoe
obecrieyeHre
IMomemienne st CrenmammsupoBanHas Mebenp Ha 25 | Microsoft Windows
CaMOCTOSTEITFHON PabOTHI IIOCanOYHbIX AIMP
(YuTaTBHBIN 31 OMOTMOTEKH) Mect  (croibl, crynbs, KkHIDKHBIC | Kaspesky Endpoint
mKader), Security
TEJIEBU30D, KHUKHBIH n | OpenOffice
209 JOKYMEHTTbHBIH ¢dona. | Acrobat Reader
ITepcoHanbHbIe KOMIIBIOTEPHI (9 1IT.) C NVDA
MoAKITIOUeHHeM K cetn «M HTepHEeT» H
JOCTYTIOM
B DICKTPOHHYK  HH(POPMAIHOHHO-
00pasoBaTeIbHYIO Cpely By3a.
YuebHast ayauropust 1uis CrnenuanuszupoBaHHas Mebenb Ha 26 | Microsoft Windows
MIPOBEICHUS 3aHATUI MOCATOYHBIX Microsoft Office
JIEKIIIOHHOT'O TUIIA, 3aHATUN MecT (CTOJIBI KOMITBIOTEPHBIE, CTOJBI 2010
CEMMHAPCKOI0O TUIA, IPAKTUYECKUX 3aHATHH, MUCBMEHHBIC, CTYIIbsI, pabodee MecTo Kaspesky Endpoint
IPYIIOBBIX ¥ HHIUBHIYTbHBIX IperoaaBarets, mkad, nocku | Security
KOHCYJIBTAIHH, TeKYIIETO HacTEHHEIC,
KOHTPOJIS ¥ IPOMEXKYTOUHOI ayIUTOPHEIE).
arTecTay (KOMIbIOTEPHBII [lepconansHble KOMITBIOTEPBI (B
KJ1acc) KoJr4uecTse 9
mMT.) C TOJKIIOYEHHEM K CeTH
«HTepHET» N
JOCTYTIOM B IEKTPOHHYIO
HH)OPMAIIMOHHO-00pa30BaTEIEHY IO
cpeny By3a, IudpoBas
303 HHTEPAKTHBHAS JIOCKa
TRACEBOARD (B
KOMILTEKTE c TPOrpaMMHBIM
obecriedyeHueM).  JleMOHCTpalMOHHOE
000pyT0BaHKe

(MyTBTUMEIUHHBIA  TPE3CHTAIIMOHHBII
KOMILIEKC

B COCTaBe  NPOEKTOpa,  JKpaHa,
aKTUBHOM

aKyCTHYECKOI CHCTEMBI,
MIEPCOHATEHOTO

KOMITbIOTEpPa) W y4eOHO-HarJsiaHbIC
mocoous (B

T.4. B 3JICKTPOHHOM BHJIC)




Aynuropus Haznauenue ObopynoBanue IIporpammuoe

obecrieyeHre
VYuebOHast ayauTOpus UIs CnenmammsupoBanHas MeOenb Ha 28 | Microsoft Windows
TIPOBEJICHUS 3aHATUIN IOCa0YHBIX Microsoft Office
JICKIIMOHHOTO THIIA, 3aHSATHH MecCT (CTOJIbI KOMIBIOTEPHBIE, CTOJIBI 2010
CEMUHAPCKOTO THITA, TPAKTUIECKUX 3aHATHH, ITICEMEHHBIC, CTYJIbsI, pabodee MecTo Kaspesky Endpoint
TPYIIIOBBIX ¥ HHIUBHIYATbHBIX IIperoaBarets, mKad, nocku | Security
KOHCYJIbTAI[Hi, TCKYILIETO HACTCHHBIC,
KOHTPOJIS U IPOMEKYTOYHOM ayTUTOPHEIE).
aTTeCTaIlIH. [epconansHble KOMITBIOTEPHI (B
Jlaboparopust Konuuectse 11
HH()OPMAIOHHBIX TEXHOJIOTHI MT.) C T[OJKIYCHHEM K  CETH
(;maboparopusi, ocHaIIEHHAs «HTepHET) M
71a00paTOPHEIM JOCTYTIOM B IEKTPOHHYIO
000pyI0BaHUEM) “HPOPMAIMOHHO-00Pa30BaTENbHYIO
309 (KOMITBIOTEPHBIN KJ1acc) cpeny By3a, IudpoBas
HHTEpakTHBHa1  Jocka  PolyVision
Webster TS

600 (B KOMIUIEKTE C POTrPaMMHBIM
obecrieucHreM). JleMOHCTpaMOHHOE
obopynoBanue (MyJIbTHMEIUHHBIN

NIPEe3eHTAMOHHBIN KOMILJIEKC B
cocTaBe

TIPOEKTOPA, 3KpaHa, aKTHUBHOMN
aKyCTHUECKOI

CHCTEMBI, MIEPCOHATEHOTO

KOMITBIOTEPA) U
y4eOHO-HarIsaHbIe Toco0us (B T.4. B
9EKTPOHHOM BHUJIE).

9. BOCITIUTATEJIBHAS PABOTA

Bocrmranne o0ydJarommxcs TMPH OCBOCHHHM HWMH OCHOBHBIX IPO(ECCHOHAIBHBIX 00pa3oBaTenbHBIX mporpamMm (mamee — OITOII)
OCYIIECTBISIETCSI HAa OCHOBE pabodell NMporpamMMbl BOCHHTaHHS M KATCHIAPHOTO IUTaHA BOCIUTATENBHON pPabOTHI, BKIIOUaEMBIX B
OIIOIL.

Ilenms BocmUTaTenTbHOM pPabOTHI — CO3MaHWE YCIOBHHM IS aKTUBHOM KM3HENESATENFHOCTH OOYYAOIIMXCs, HX TPaKTAHCKOTO
CaMOOIIpeeNeHHs, MPO(PEeCCHOHANBHOIO CTAHOBICHHUS M HWHAWBUAYATbHO-THYHOCTHON caMopeanM3aldd B  CO3UIAaTeIbHOU
JEATeNTbHOCTH Ul YHOBICTBOPEHUS] TMOTPEOHOCTEH B HPABCTBEHHOM, KyJIbTYPHOM, HHTEIUIEKTyalbHOM, COLMAIbHOM U
PO EeCCHOHATEHOM Pa3BUTHH.

3amaqM  BOCHHUTAaTeIbHOW pPabOTHI: pPa3sBUTHE MHPOBO33PCHMS U AKTyaTW3alWsd CHCTEMBI 0a30BBIX IEHHOCTEH JIMYHOCTH,
npuoOIieHne K oOIIedenoBedecKUM HOpMaM MOpalM, HAIMOHATBHBIM YCTOSM U aKaJeMHYeCKUM TPaMIUAM; BOCIHMTaHHE
YBOKEHHMS K 3aKOHY, HOpPMaM KOJUIEKTUBHOH JKH3HM, DPa3BUTHE TIPKJAHCKOH M COLMATBHONM OTBETCTBEHHOCTH; BOCIUTaHUE
MOJIOKUTENFHOTO OTHOWICHHS K TpPyHAy, (OPMHUpOBaHHWE KyJIBTYpHl M OSTHKH MPO(GECCHOHATBHOrO OOMmEHUS; (GOpMHPOBaHHE
JUYHOCTHBIX KauecTB, HeoOXoamMbIx a8 3(ddexTuBHON mnpodeccHoHanbHON — IESATENPHOCTH; BOCHHTaHHE BHYTpPEHHEH
HNOTPEOHOCTU JMYHOCTH B 3J0POBOM 00pase >KU3HHM, OTBETCTBEHHOIO OTHOLIGHHUS K MPHPOIHOW U COIMOKYJIBTYPHOH Cpeje;
MOBBIIICHHUE YPOBHS KyJIBTYPHI 0€3011aCHOTO ITOBEICHHUS.

Ocobennoctr W Tpaguimu VHCTHTYyTa OOYCIOBIMBAIOT —CIIEAYIONINE OCHOBHBIC HANPAaBICHMS BOCIUTATeIbHOW  pabOTHI:
HaTPHOTUYECKOE, TPaXIaHCKOE, TyXOBHO-HPAaBCTBEHHOE, KyIbTYpHO-TBOPUYECKOE, HayyHO-0Opa3oBaTelbHOE, INPOohecCHOHATHHO-
TPYZOBOE, BOJIOHTEPCKOE (10OpOBOJIBUECKOE), IKOJIIOTHYECKoe, (u3ndeckoe. Buibl nesTenbHOCTH 00y4aromuXcsl B BOCHHUTATENILHON
cucteMe 00pa3oBaTeNbHON OpPraHM3aAllMM: TIPOEKTHas JAEATENBHOCTh (KaK KOJUIGKTHMBHOE TBOPUYECKOE JEN0), BOJOHTEpCKas
JeITeIbHOCTh, Y4EOHO-HCCIICOBATENIbCKAasl U HAy4HO-HCCIIENOBATENCKAs JESTENbHOCTh, JOCYroBas, TBOpYECKas H COLHAIBHO-
KyJIbTypHas A€ATEeIbHOCTD U Jp.

BocmurarensHEI TIOTEHIHAT y4eOHO-HCCIICIOBATeIbCKOH W HayJHO-HCCIIEIOBATENILCKON JIEATENBHOCTH pealu3yeTcsl B Ipolecce
pa3BUTHS  HCCIIEHOBATENBbCKON KOMIICTEHTHOCTH OOYYaloIWXCs Ha MPOTSHKEHHM BCEro Cpoka ux oOydeHms B HHcTHTYTe.
PesynbTarhl CTyAeHUECKOH HAayYHO-HCCIENOBATENbCKON MAEATENbHOCTH IPOXOAAT ampoOalui0 B paMKaX HAydHBIX M Hay4dHO-
HPaKTUYECKUX KOH(PEPEHINH Pa3IMYHOTO YPOBHS, B T.4. KOH(EPEHIIMH, OPraHU30BaHHBIX THCTHTYTOM.

ConnanbHO-KyNbTypHast ¥ TBOpYECKas eATeNbHOCTh OOyJalOIIMXCSl peann3yeTcs INpH OpraHW3aldk W IPOBEICHUHM 3HAYHMBIX
COOBITHMII M MEpONPHATHH TI'POKIAHCKO-IATPUOTHUECKOM, HAYYHO-HCCIEAOBATENbCKOH, COLMOKYIBTYPHOH M  (HU3KYJIBTYpHO-
CIOPTUBHON HampaBAeHHOCTH. Buapl TBopueckoil pesTenbHOCTH oOyuaromuxcs B MHCTHTyTe: My3bIKalbHOE TBOPYECTBO,
xopeorpapHuecKoe TBOPIECTBO, TeaTPATHEHOE TBOPUECTBO, HAYYHOE TBOPUYECTBO, MEIHAITPOCKTHI U AP.

BomonTepckas meATeNbHOCTh OOYYalOIUXCSl — INHPOKHH KpPYr HANpaBlICHUI CO3MAATENbHON EeSTENPHOCTH, BKITFOUAOIINH
paznuuHbele (QopMBI TpakmgaHckoro yuacTus. [lo uHHIMaTMBe OOydarOIIMXCS M IpU UX aKTUBHOM y4yacTUH B HHCTUTyTe
OCYILECTBIISIET CBOIO AESATEIILHOCTD 10OPOBOJIBUECKUH OTPsia «MBbI».

Pearmzamio  PaGouell mporpaMMbl BOCIIMTAaHHS —ITOMOTaeT OOECIeunBarTh B3aUMOJCHCTBHE C PA3IMYHBIMU  CONUATBHBIMH
UHCTHTYTaMH, cyObekTamu BocmuTaHus. Oco0oe 3HadeHHe MIs8 BOCIUTATENBHOTO IpoLecca MMEeT OpraHM3alus IMPaKTHIecKOi
JEATENbHOCTH OOYYalOIMXCs C LENBI0 Pa3BUTHA INPO(ECCHOHATBHBIX KOMIICTCHIMH B YCJIOBHAX MHCTHTYTa M NPOQHIBHBIX




YUPEKACHUN U OPraHU3aLMMI.

10. OCOBEHHOCTH OBYUEHUSI HHBAJIAIOB U JINL[ C OTPAHUYEHHBIMHA BO3MOKHOCTSIMHU 3JOPOBbSI
(OB3)

B mponecce n3ydeHNs AMCIMIUIMHBI M OCYIIECTBICHHS MPOIEYpP TEKyIero KOHTPOJIS YCIIEBaeMOCTH W IIPOMEKYTOYHOM
arTecTallill HWHBAIUIOB U JIUIl C OTPAaHWYCHHBIMU BO3MOXKHOCTSMH 3I0POBBSI NPUMEHSIOTCSA aJalTHPOBaHHBIE ()OPMBI OOYUIEHUS C
Y4ETOM UHIMBUIYATBHBIX NCUXO(U3HOIOTHUECKIX 0COOCHHOCTEH.

OOy4eHHEe JHI[ C OTrPaHWYCHHBIMA BO3MOXKHOCTSMH W WHBAIWAOB OPraHW3YeTCs Kak COBMECTHO C JPYTHMH
O0YyJaromMMHUCS Ha JICKIIHOHHBIX M NPAKTUYECKUX 3aHATHAX, TaK U [0 MHAWBHAyaTbHOMY ydeOHOMy IutaHy. Bo Bpems mpuemHOH
KaMIIaHWW, a TalKe BO BpeMs CHAuU Pa3iIUyYHBIX (OPM MPOMEKYTOUHOM M TOCYJapCTBEHHOH HTOrOBOW arrectauuu B VHCTUTYTE
CO3/1aHBl HEOOXOJMMBIC YCIIOBHS JUIS OKa3aHHs TEXHWYECKOW MOMOINM HMHBAIUIAM M JIMLAM C OTPaHHYCHHBIMH BO3MOXKHOCTSIMH
3I0pPOBBs (TIPH HEOOXOAMMOCTH MOJXKET OBITH JIOMYIICHO NPHUCYTCTBHE B ayAUTOPHH ACCHCTEHTOB, COIPOBOXIAIOIINX JIHI], COOaKHU-
MOBOABIPS U T.IL.).

OOyuarolyecst U3 4ncia MHBAIUIOB W JIMI C OTPaHUMYEHHBIMH BO3MOXHOCTSIMH 3/10POBbSI, NP HEOOXOAMMOCTH, MOTYT
OBITH 00eCTeYeHB! 3JIEKTPOHHBIMHA ¥ TEYaTHBIMH OOpa3OBATENBHBIMH PECypcaMH C y4YeTOM WX WHIUBHIYATbHBIX IMOTpEeOHOCTEH.
Jlns peanmzanuy HOCTYIHOM Cpensl MPH HEOOXOAMMOCTH B YIeOHOM IIpOIeCCe MOTYT OBITh 3aieiCTBOBAaHBI JOKyMEHT-Kamepa Ui
YBEJIMYCHUSI TEKCTOBBIX ()ParMEHTOB W M300paKEHHMH (Ui JIMII ¢ HApYIICHUSMH 3pEHMs) W IEepeHOCHas WHIYKLMOHHAs cucTeMa
Jutst ciabocnplmamux «McTox» A2 co BCTPOSHHBIM IIIIEEPOM — 3BYKOBBIM HH(OPMAaTOpOM.

OBC «YHuBepcuTeTcKas OMOMUOTEKa OHJIAMH» MpenocTaBiseT oOydarommMmcs ¢ OB3 (1o 3peHuIo) psia BO3MOXKHOCTEH
st obecrieueHust dPPEeKTHBHOCTH Tpoliecca oOydeHusa. Ilpu ureHmu macmTad CTpaHHIBI caifTa MOXKHO YBEIMYHUTh C HMOMOIIBIO
CIICLMATBFHOTO 3Ha4YKa Ha TJIaBHOHM cTpaHuie. MOXKHO HCIIOJNB30Barh ITOJHOIKPAHHBIA PEXUM OTOOpaKEHMS KHHMIU WM BKIIOYHTH
03BYYHMBaHHE HEMOCPEACTBCHHO C caldTa TpU TOMONIM MpOrpaMM OJKpaHHOro JocTyma (Hampumep, Jaws , «Balabolkay).
CkaunBaeMble (parMeHTsl B (opmare pdf, WMmeromme BBICOKOE KadeCTBO, MOTYT HCIIOJIB30BAaThCS THUQIIONPOTpaMMaMH UL
TOJIOCOBOTO O3BYYMBAHHUSI TEKCTOB, MOTYT OBITh 3arpy’KeHbl B THU(JIOIUIEEPHI, a TAK)Ke CKONUPOBAaHbI Ha JIt00OE YCTPOWCTBO ISt
KOM(OPTHOTO YTEHHSI.

CepBuc OBC «lluTaTHUK» TIOMOTaeT MONB30BATENIO0 W3BJIEYh NUTATy W aBTOMAaTHUeCKH (opMHpPyeT KOPPEKTHYIO
6ubmHOrpagUIEcKyt0 CCBIIKY, YTO OCOOEHHO aKTyalbHO A JHI[ C OTPAaHHYCHHBIMH BO3MOXHOCTSMHM U 00JerdaeT Iporecc
HaIMCaHUsI KyPCOBOI MIIM BBITYCKHOHM KBaIN()UKAIMOHHON PabOTHI.

Jns moarotoBkH K 3aHATHAM oOydaronmecss ¢ OB3 (1o 3peHHI0) MOTYT HCHOJIb30Bark MoOWIbHOE mpmioxenne DBC
«Jlanb», TpemHa3HaYeHHOE [UIS O3BYYMBAaHUS TEKCTa KHHUTH. PeXXUM JOCTyma: 3JEeKTPOHHBIM, NPHIOKEHHE CKAuMBACTCS
oOyyarouMesi  CaMOCTOSITENIbHO C caifita e.lanbook.ru, HeoOxomuMoe ycioBue: ObITh 3aperucTpupoBaHHbIM B OBC  «JlaHby.
Hcnone3yercst cBOOOIHO pacripocTpaHseMas IIporpaMmma 3KpaHHoro goctyna Nvda.

[MompoOHee 00 opraHu3auy JOCTYIMHOW Cpeabl CM. COOTBETCTBYIOIIMH pa3liel OCHOBHOW MPOQeCCHOHATLHON
00pa3oBaTeNnbHOM MPOTrPaMMBI.
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