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

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

J0CTyTa

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

OCBOCHMHA NJUCLHMITIIIMHBI:

- OpPraHU3aLMOHHO-YIIPABICHYECKUN

- TEXHOJIOTUYECKUN

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

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

O0001IeHHBIC TPYIOBBIE

KO,I[ 1 HAUMCHOBAHUC

(hyHKUMY / TPYAOBBIC komriereHiu @I'OC BO,
(GyHKUMY / TPYyZOBBIC T HEOOXOIUMOM ISt .
WuankaTopbl JOCTHXKEHHSI KOMIIETEHIHHA
npodeccroHaIbHbIE (hopMHupOBaHUS TPYAOBOTO
JeiicTBus (py HaTUIUU WK IpoecCHOHATBHOTO
npodcranaapra) nefcTBUS
- A loxymernranmonnoe  |[IK-5 Cnocoben [Ipumenser TpeOOBaHMS TPABOBBHIX aKTOB B paboTe C
o0ecrieueHue ynpaBleHUsT  |OCYLIECTBISITh paboTy C TOKYMEHTaMH,  COAEPXAIIMMH  KOH(HICHIMAIbHYIO
opraHusanuein JOKyMEHTaMH, nHpOpMaIIIO
- A/01.6 Pa3paboTka u CoJepKaIIUMHU
BHEJIPEHUE JIOKAJIbHBIX nHpOpMaIUIO

HOPMATHBHBIX aKTOB IO
JTOKYMEHTAIIHOHHOMY
00ecIIeueHUIO YIIPABIICHUS
opranu3anuei

- A/02.6 Opranusaius
JTOKYMEHTHPOBAHHS
YIIpaBJIeHYECKOU
JeSITETFHOCTH B
OpraHM3alnn

OTPaHUYEHHOTO TOCTyTa

1.5 CornacoBanue MEXAUCITUTUTMHAPHBIX CBA3ECH MUCIUTIINH, 00€CIIEYNBAIOIINX OCBOCHUE KOMITCTCHIIHI:

[IK-5 CnocoGeH oCymecTBIATh paboTy C JTOKYMEHTaMH, COIEpIKAIIMMH HH(GOPMAIIUIO

OTPaHUYEHHOTO JAOCTYyTa

Ne HaumenoBanue dopma
n/m JIMCITUILINH, oOyueHwMst
OTIPEIEIIONINX 3aouHast
MEXTUCITUTUTMHAPHBIS (cemectp)
CBs3HU 6 7 8 9
1 |KagpoBoe + | +
JIETIOTIPOM3BOICTBO
2 |Kondunennmaisaoe + | +
JIEJIONPOU3BOICTBO
3 |KouduneHnuaneueiii | + | +
JIOKyMEHTO000POT




4|Opranuzanus padoter | + | +
C TOKyMEHTaMu
OTpaHUYEHHOTO
JocTyna

5|IIpakTuka mo +
MOJTY4YEHUIO
po(heCCHOHATTLHBIX
YMEHUH U OIIbITa
npoheCCHOHATTLHOU
JeSITeIbHOCTH

6|CynebHoe +
JIEJTOTIPOU3BOJICTBO

2. MecTo nucuuiuiaiabl B cTpykrype OII 0akanaBpuara:

HucuumuinHa «lIpaBoBoe perynupoBaHue KOH(UACHLIUAIBHOTO JEJIONPOM3BOACTBA» OTHOCHTCA K
o0s13arenbHOM yactu yueOHoro rutana OIl mo Hanpasienuio noarotoBku 46.03.02 - JlokyMeHTOBeCHUE U
apXUBOBEJICHUE.

HuctumimHa «IIpaBoBoe perynupoBaHHe KOH(HUACHIHMAIBHOTO JIEJIONPOU3BOACTBAY H3ydaercs B 6, 7
cemecTpax.

3.00beM u conepxaHue JUCUUILIUHBI
3.1.00peM QUCIUIUIMHEL: 4 3.€.
3aoyHas: 4 3.e.

Bun yueGHOM paboThI (BCB;(:;I‘?;:OB)

OO0mas Tpyn0éMKOCTb 1M CHUILTTHHBI 144
KonTaktHas pabora 40
Jlexuuu (Jlexummn) 8
[Tpaktuueckue (IIpakr. pab.) 32
CamocrosrenbHas padota (CP) 91
DK3aMeH 9
3auer 4

3.2.ConepxaHue Kypca:

No Haspanue Bun yueOnoit | dopmbl TekyIero
TEMBI pasnena/TeMbl paboThI, yac. KOHTPOJIS
Jlek |IIpa | CP
L[UH | KT.
pao.
313 1|3
6 cemecTp
1 HopmarusHast 6a3a [IuceMenHas pabora
paboThI ¢ > a2 | g (ITncemennas
KOH(UACHIUATbHBI CaMOCTOSITEIIbHAS
MU JOKyMEHTAMH pabora)




3akoHOJaTeIbHBIC [MpakTuueckas
OrpaHMYEHUS Ha pabora (Pemenue
COCTaB CUTYaIlMOHHBIX
KOH(HICHIINATHHON 3anayv); [lucpmenHas
uHpOpMaLIUH. 10 pabora
(ITucemennas
CaMOCTOSITeNIbHAS
pabora);
TectupoBanue
PazpemurenbHas [Tucemennas pabota
cUCTeMa JI0CTyTma K (ITucbmennas
KOH(UIEHINATHHON CaMOCTOSITeNIbHAs
nHpopmaruu 10 pabora);
KomnokBuym
(KoHTpOnbHBIH
cpes)
IlonroroBka u [Tucemennas pabota
W3IaHue (ITucemennas
KOH(UIECHITHATEHBI 10 | camocrosiTenbHas
X JIOKYMEHTOB pabora);
TecTtupoBanue
O6paboTka [TpakTrueckas
MOCTYTAIOIITNX pabora (Pemenue
KOH(HIEHINATbHBI CUTYaI[MOHHBIX
X TOKYMEHTOB, UX 10 [3anmau); KommokBuym
YYET, perucTpanus, (KoHTpOnbHBIH
KOTIUPOBAHHE U cpes)
pa3MHOXKEHHE
7 cemecTp
Opranuzanus [IuceMenHas pabora

VCTIOTHEHWUSI U (ITucbmennas

KOHTpOJIA 32 1o | camocTosTenbHas

UCIIOJTHEHUEM pabora);

KOH(UICHIIUATHHBI TectupoBanue

X JIOKyMEHTOB

HopmarusHoe [Tucemennas pabota

peryaupoBaHue (ITucbmennas

(bopMUPOBaHUSKOH CaMOCTOsITeNIbHAs

(buaeHInaIbHBIX 12 pabora);

JieJ1 ¥ TIOATOTOBKU KomnokBuym

UX K Mepenaye Ha (KoHTpOnbHBIH

apXHUBHOE XpaHCHUE cpes)

[IpaBoBBIE OCHOBBI [Tucemennas pabota

pexuma (ITucemennas

COXPaHHOCTH U 1o | camocToATeNbHAS

KOHTPOJIST HATMIHSI pabora);

KOH(HIEHIUATbHBI TectupoBanue

X IOKyMEHTOB

Pexum IIpakTrueckas

KOH(HUICHITMATHHOC pabora (Pemenue

TH TIPU TIPOBEJICHUH 9 CUTYaIlMOHHBIX

COBCIIIAHUI 3anad); Komnoksuym
(KonTponbHbIit

cpes); Omnpoc




Tema 1. HopmaTruBHas 6a3a padorbl ¢ KoHpuAeHIHAILHBIMU J0kyMeHTamu (ITK-5)

Jlekumus.
Knaccudukanus wuHdopManum U JOKYMEHTOB IO KareropusM joctyna. lloHaTthe ueHHOW w
KoHbuaeHIManpHoN uHGopManuu. [IpaBoBoi pexuMm HHPOpPMAIMKA OTPAHWYEHHOTO JOCTymna. Bums
CBeJIcHUH KOH(HUICHIIMAILHOTO Xapakrepa. Hocutenn koHpuaeHnmuanpbHOW WHPOpPMAIUU. YTPO3bI
koHuaeHMansHoi nHpopmaruu. [lopsgok obparieHus ¢ KOHPUACHIIMATHLHOW WH(GOPMALIHEH, MEPBI TIO
€e 3allIUTe OT YTPaThl ¥ pa3ralleHus.
CymHocTh W 3aJaud  KOHOUACHIHMAJIHLHOTO JIEJO0Npou3BoAcTBa. HopmaruBHO-MeToquueckas 0Oasza
koHpuaeHmansHoro JJOY. BHyTpropranuzannonnas pernamenTanus koHpuaenuansaoro JJOVY. Coyxoa
KOH(HIECHIIMATBHOTO JENONPOU3BOJCTBA: CTPYKTypa M TMOPSJAOK oOpraHuzanuu. IpeGoBaHus K
COTPYIHUKaM, UMEIOLIUM JOCTYyN K KOH(QHUACHUUAIbHOW HH(OpPMALMU, UX OTPaKEHUE B JOHKHOCTHBIX
UHCTpyKUUsAX. IlepcoHanbHas OTBETCTBEHHOCTh 3a COXPAHHOCTh KOH(PHACHUUAIBHBIX JIOKYMEHTOB.
TpeboBaHUs K MOMEIICHUIO CTYKOBI KOHGUAeHTHambsHoTO JJOV.

IIpakTH4Yeckoe 3aHATHE.
Bomnpocs! nist o6cysxnenus:
1. IToHATHS «IIEHHOCTHh HH(POPMALIUN» U «KOH(UIACHINAIBHOCTh HHPOPMALIUNY.
2. CymHOCTb ¥ MPUHIUIIBI OTPaHUYEHUS AOCTYyNa K UHPOPMALIUU U TOKYyMEHTAM.
3. [IpaBOBBIE OCHOBBI paOOTHI C JOKYMEHTAMH, COJEPKAIIMMH TOCYIapCTBEHHYIO TaiHY.
4. HopMaTuBHO-TIpaBOBbIE OCHOBBI OpraHU3aliu paboThl ¢ JOKYMEHTaMU, COAEpPKAIIUMU KOMMEPUYECKYIO
TailHy.
5. HopmaruBHO-MeTOnMYecKas 6a3a opranuzau paboThl C TOKyMEHTaMHU, COAECPKAILINMU CIIYyKEOHYIO
TailHy.

3aganus AJ151 CAMOCTOSITEJIbHOM PadoThI.
Ha ocHOBe n3ydeHuss HOpMAaTUBHO-TIPABOBBIX aKTOB COCTABETE MepeueHb TpU(OB KOH(DUICHIINATLHOCTH U
CEKPETHOCTH.
[Tpu BBITIOTTHEHUH 3a1aHUST HEOOXOIUMO U3YUHTh TTOJIOKEHHSI 3aKOHOIATEIIFHBIX aKTOB B cpepe
OTpaHUYEHUS TOCTyIa K HH(OpMaIUU, 0OpaTUTh BHUMAaHKE HA TO, YTO WH(OPMAIUS OTPAHUYECHHOTO
JOCTyTa IETUTCS Ha CEKPETHYIO U HECEKpeTHYI0. Ha 0CHOBE 3TOr0 COCTaBUTH MepeueHb rpudoB,
PEKOMEHI0BaHHBIX HOPMATUBHBIMU IOKyMEHTAaMU JJIsI CEKPETHOW U HECEKPETHON MH(POPMAITHH.

Tema 2. 3akoHogaTeIbHbIE OTPAHUYEHNSI HA COCTaB KOHpuaeHuaabHON nHpopmanun. (ITK-5)

Jlekuus.
Omnpenenenre coctaBa KOHQUACHIUAILHOW UHQOPMALIUK U TOKyMEHTOB. OCHOBHBIE 3Talbl COCTABICHMUS
[Tepeuneit koHbUAEHITMATEHON HHpOpMaAUU U TOKyMeHTOB (pupMmbl. CtpykTypa [lepedneii, mopsmok ux
ytBepxkacHus. [pudbl konbunennuansHoctd. Cpokn koHpuaeHnmuanbHOCTH. OdOopMileHHEe W3MEHEHUH,
BHOCUMBIX B [lepeunu koHpUAEHINATHLHOW HH(GOPMAIIUU U TOKYMEHTOB.

IIpakTnyeckoe 3ansATHE.
Ha ocHoBe HU3YyUCHUA 3aKOHOAATCIIbHBIX dKTOB COCTABbTC U O(bOpMI/ITe B COOTBETCTBHUU C Tpe6OBaHI/ISIMI/I
NEepeYHN KOHPHUIACHIIMATFHONH HHPOPMAIIH 1 U3/1aBaEMbIX KOH(DHUICHIINATBHBIX JOKYMEHTOB IS
KoMMepueckoil pupmbl. CocTaBbTe MPUKA3 O BBEACHUH MIEPEYHS B ICHCTBUE

3ajanus AJ151 CAMOCTOSITEJIbHOM PadoThlI.
Pa3paboraiiTe mpuMepHYyI0 CTPYKTYpY CIYKObI KOH(UICHIINAILHOTO ETOMPOU3BOACTBA KOMMEPUECKOTO
0aHKa, OIpEeAETIUTE €€ MECTO B CTPYKType OaHKa.
IIpy u3ydeHUU HTOU TEMBI CTYNCHT AOJKECH IOHATH, KAKyl0 pOJIb B IIPOLIECCE YIPABICHUs OpraHU3alUeH
BBIMONIHACT ciyxk0a koHpuaenuuansHoro JIOY. OT TOro HackoJbKO NPOJYMAaHHO OHAa OpPraHHU30BaHAa,
3aBUCHUT 3((HEKTUBHOCTH YIIPABICHUS B KOHKPETHOM OpraHU3aIiH.
Cnyx6a xonpuaermuanpbHoro JIOY MokeT ObITh CaMOCTOSITEIIBHBIM TOJIPA3ICIICHUEM, TTOTUYNHSIOIIIMCS
HEMOCPEACTBEHHO PYKOBOIUTEIIO HIIM BXOJIUTh B COCTAB IPYTHX CIIYKO M OTZIEJIOB.
Crnenyet oOpaTuTh BHUMaHHE Ha TO, YTO B OCHOBE pacnpesiefieHus: 00s13aHHOCTEH U onpeieNIeH!s] COCTaBa
cimyx0b1 KoHpuAeHIMaILHOTO JIOY Nexar 3a1auu, BEIOTHAEMBIE CITYKO0H, 00beM KOH(PHUICHITUATLHOTO
JIOKyMEHTO000pOoTa, TPEOOBaHMS K HEOOXOAMMOMY YPOBHIO 3aIUThI HH(POpMAITUN



Tema 3. PazpemuresnbHasi cucreMa 10cTyna K KoHguaeHuuaabLHoi nupopmanun (IK-5)
Jlekumus.
[TonsTue cucrembl gocTyna K KOH(UIEHIMAIbHBIM JOKyMeHTaM. TpeOoBaHUS K CHUCTEME JocTyna K
KOH(QUIECHIMATbHBIM JIOKyMEHTaM. Pa3pemuTenbHbli  MOpsIoK  paboThl ¢ KOH(UISHIMAIbHBIMU
nokymeHtamu. «llonmokenne o0 pexuMe KOMMeEpYeCKor  (CyXeOHOW) TalHBI  OpraHU3aIuN.
OTBETCTBEHHOCTD 3a HapylLIeHHE pexuMa KoHpuaeHuuaabHocTu. OdopMieHne paspelieHnii Ha paboTy ¢
KOH(UIEHIIMATbHBIMU JOKyMeHTamMu. CoralnieHue o0 Hepa3nialleHU KOMMEpPUYECKOH TalfHBbI.
IIpakTnyeckoe 3aHsATHE.
Bomnpocs! ams 06cyxaeHus:
1. TpeboBaHus K cUCTEME JTOCTYIA K KOHPHUIEHIUATbHBIM JOKYMEHTAM.
2. CymIHOCTb pa3peuInTebHON CUCTEMBI JOCTYIA K KOH(DUICHIINAIBHBIM IOKyMEHTaM.
3. Tlopsaok pa3pabotku u comepkanue «llomokeHUs O pexXUME KOMMEPYECKOW (CIy)KEOHOW TaiHbI
OpraHU3aImy.
4. Oopminenue 1ocTymna K KOHQHUISHIHATbHBIM JOKYMEHTaM U OTBETCTBEHHOCTh COTPYIHUKOB 3a
HapylIeHHEe pekrMa KOH(DUIEHIIUAIbHOCTH.
3ajanus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
CocraBbre nepeueHb 3aKOHOJATENIbHBIX K HOPMAaTUBHBIX JOKYMEHTOB, YKa3bIBAIOIIUX HA OTPAaHUYCHUS IS
OTHEeCeHMs MH(POPMALUHU K KOHPHUICHIIMATBHON 1 CEKPETHOM.

IIpy caMOCTOATENIEHOM BBIIIOJHEHUH 3a1aHUsI CTYAEHT JOJKEH UMETh IIPEACTABICHUE O Pa3JINYHbIX
YPOBHSIX I'OCYIapCTBEHHOM PENIAMEHTALUU JOKYMEHTUPOBAHUS, 3HaTh OCHOBHBIC ITOJI0XKCHUS
(benepanbHBIX 3aKOHOB, KaCaIOLINECs] OTPaHUYCHUS JOCTyIa K MH(popMmary. Ba)kHO y4uTBIBaTh, 4TO
BOIIPOCHI OIPAaHMYECHHS JIOCTYTIA PErYIUPYIOTCSA HE TOJIBKO (esiepaabHBIMHU 3aKOHAMH, HO U yKa3aMH
IIPE3UJICHTA, IOCTAHOBICHUSIMHU [IPABUTEIILCTBA, MHBIMU HOPMaTUBHBIMU JOKYMEHTAMHU.

Tema 4. IloaroroBka u u3janne KOHPpUIeHIUAIbHBIX J0KyMeHTOB (ITK-5)

Jlekuus.
OcHOBHbBIE ATambl MOATOTOBKM M H3AaHUA KOHOGUACHIMAIBLHOTO JOKyMeHTa. OdopmieHne Hu yyeT
HOcUTeNneH KoHpuaeHUuadbHOW wuHpopmanuu. W3roroBneHne M ydeT MNPOEKTOB KOH(UICHIIMATBHBIX
NOKyMeHTOB. Y4eTHble (opMbl. OpopmiieHne n3aaBaeMbIX KOH(PHUIEHIUATbHBIX JOKYMEHTOB. PEKBU3UTHI
KOH(HIEHIINATBHOTO JOKYMEHTa

IIpakTnyeckoe 3ansATHE.
3amanue 11 MpakTHUYeCKo paboThl: pa3paboTaiiTe CUCTEMY YUETHO-PETUCTPAIMOHHBIX (popM s
KOHTPOJIS 32 HOCUTENSIMU KOH(DUIEHITNAIBHON HHPOpPMALIUK U TIPOEKTaMHU JJOKYMEHTOB

3ananus AJ51 CAMOCTOSITeILHOI padoThI.
CocraBbTe BapuaHT TPYAOBOTO JOTOBOPA C COTPYIAHHUKOM, UMEIOUINM JTOCTYI K KOH(PHIeHIHATbHON
nHpopmauu.
[Ipu BEIMOMTHEHNH 3a1aHHsI HEOOXOIUMO OOPATUTHCS K TTOJIOKEHUSIM « TpymoBoro komekca POy,
HCIIOJIb30BaTh TUIIOBBIE 00Pa3Ibl TPYIOBBIX JTOIOBOPOB, MPEABAPUTENILHO U3YUYUTh HEOOXOIUMBIE
JIOTIOJIHEHUS K TPYIOBOMY TOTOBOPY. J{oroBop 10/KeH ObITh COCTABJICH C YYETOM BCeX TpeOOBaHMIT K
0(OpPMIIEHUIO PEKBU3UTOB JOKYMEHTOB

Tema 5. O0padoTKa mocTYynawIMMUX KOHPUIEHIHAJIBLHBIX TOKYMEHTOB, UX Y4YeT, perucrpauus,
KonupoBanue u pasmuoxenue (IIK-5)
Jlekuus.

OcHOBHBIE 3Tanbl W OCOOCHHOCTH OOpaOOTKH BXONAIINX KOH(DHACHIIMAIBHBIX TOKyMeHTOB. OOrue
TpeboBaHUS K Yy4eTy KOH(UICHIMAIbHBIX JOKYMEHTOB. (OCOOEHHOCTH PpErHCTpalliy BXOMASAIIUX
KOH(QUIECHIIMATbHBIX JOKYMEHTOB. [lopsnok 00pabOTKH HCXOAAIUX KOH(GUICHIMAIBHBIX TOKYMEHTOB.
CriocoObl  mepechbUIKM KOHOQUACHIMAIBHBIX JOKYMEHTOB. YueT KOH(HUIEHIUANbHBIX JOKYMEHTOB
BbIIeJIEHHOTO XpaHeHus. DopMBbI yuerTa.



OrpannyeHuss Ha pa3MHOKEHHE U KOMHUPOBAaHHE KOH(UACHIMAIBHBIX JOKyMEHTOB. OpraHuszarus
KOIUPOBaHMUS M CIOCOOBI 3alIUTHl OT HECAHKIIMOHHMPOBAHHOTO KomupoBaHHs. OrmpeneneHue THupaxa
KOH(UACHIMAIBHBIX JOKyMeHTOB. OdQopmieHue paspelieHus Ha KONUpPOBAHME. YUYET KOMHUPOBAHHUSL.
VYnocroBepeHne KOMuil KOHPHUICHIMATBHBIX JOKYMEHTOB. OdopMIIeHHE BBIMMCOK M3 KOH(PHUACHIIMATBHBIX
JIOKYMEHTOB.

IIpakTH4Yeckoe 3aHATHE.
3agaHue U1 IpakTHYeCKOW paboThl: IpoBeIuTe 00pabOTKY U PErMCTPaIMIO KOMIUIEKTA BXOJAIINX U
UCXOAAIIMX KOHPHUIESHIMAIBHBIX JOKYMEHTOB, OJIY4YEHHOIO OT npenoaasarens. [IpocraBere Bce
HEOOXOIMMBbIE€ OTMETKH U MHJEKCHI Ha JJOKYMEHTaX

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
3anoaHuTe yueTHYI0 (opMy It HOCUTENeH KoH(DHUIeHIIMAIbHON HH(DOpMAaITHH.
[Tpu BeIMOMTHEHUN 3a7]aHUS HAJIO SICHO MPECTABIATH, YTO YUET HOCUTeNel KoHpUaAeHINaTbHON
MH(POPMALIUH MPENICTABIIAET cOO0M TEXHOIOTHUECKUN MPOLIECC, COCTOSIINN U3 psaa MOCIEI0BATEIbHBIX
AeicTBUi. YUeT MpoU3BOAUTCS MPH BbIAAYE UCTIOIHUTEISM €Ile HEe3allOJHEHHBIX HOocuTeNnell nupopmanuu.
B yueTHbIX (hopmMax oTpaxaercs He TOIBKO (PaKT BbIIAUU HOCUTENS, HO U (DaKT €ro BO3BPAIICHUS B CIIYXKOy
koH(puaeHuuansaoro JIOY nocne ucnonab3oBanus. B cBa3u ¢ 3TUM HEOOXOMMO MPaBUIILHO TPOCTABUTH B
y4deTHo# ¢opme Bce natbl. Hafo Taxoke ySCHUTh Pa3HHUILY B yUeTe TPAIUIIMOHHBIX U 3JEKTPOHHBIX
HocHTeNeH KOH(PUACHINATEHOW HHPOPMAITUH.

Tema 6. Opranuzanus UCIOJTHEHUS] M KOHTPOJISA 32 HCMOJTHEHHEM KOH(HIEeHIIUAIBHBIX JOKYMEHTOB
(IIK-5)
Jlexknus.
Jlexuus He npexycMoTpeHa
IIpakTn4yeckoe 3ansATHE.
3anmonnuTe XypHan yuera K]l BBIIEICeHHOTO XpaHEeHUs U KapTOUKy ydeTa BbhIAa4l KOHPUACHIIMATEHOTO
JIOKyMEHTa
3anaHus AJ151 CAMOCTOSITEILHOI padoThI.

CocraBbTe oneporpaMmy Mnpoueaypsl 00pabOTKH BXOIAILIETO U UCXOSAIIETO KOH(PHUIEHIINATBHOTO
JOKYMEHTA.

OCHOBY /17151 BBITIOJTHEHUS 33JaHUST COCTABIISIIOT 3HAHKSI CTYIEHTA O IOKYMEHTOO00POTE KaK CIIOKHOM
TEXHOJIOTHUYECKOM TIPOIIECCe, KOTOPBIA XapaKTepPH3yeTCs Pa3INIHBIME MapaMeTpaMu. TeXHOIOTnIecKast
IIETI0YKa ABWKEHHS U 00paOOTKH TOKYMEHTOB MPEICTaBIICHA PSIOM TUTIOBBIX (DYHKIIUH, KOTOPBIE TIPU
peleHIH KOHKPETHBIX 33134 MOTYT OBITh JIETATM3UPOBAHBI 10 OTACIBHBIX oneparmii. Ciemnyer
00s13aTeNIbHO YYUTHIBATh TO, YTO MOPSIOK PabOTHI ¢ TOKyMEHTaMH, OTIEpaIlid MO0 UX 00pabOTKE 3aBUCST OT
BUJIOB JJOKyMEHTOB U OT WX MPHHAJIC)KHOCTH K OTPE/ICTICHHOMY TOKYMEHTOIIOTOKY. BakHO MOMHUTB, YTO
MPOIIECChI 00PaOOTKN KOHPUIEHITNATBHBIX TOKYMEHTOB BKJITIOYAIOT PSI/T MPOIIEAYP OTIIMYHBIX OT pabOTHI C
JOKYMEHTaMH B OTKPBITOM JEJIONPOU3BOJICTBE.

Tema 7. HopmaruBHoe peryjiupoBanue GopMUPOBAHUAKOH(PUIEHIIUAIBHBIX €/ M MOATOTOBKH UX K
nepenayve Ha apxusHoe xpanenue (IIK-5)

Jlekumus.

Jlekuusa He mpenxycMoTpeHa
IIpakTH4eckoe 3aHATHE.

1. Odopmure pazpemierne Ha konupoanue KJI.

2. OdopmuTe BBITUCKY U3 KOH(PUACHIIUAIBHOTO TOKYMEHTA.

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

3anonHuTe )KypHAJ yuyeTa KOMUpOBaHUs KOH(DUIEHIIMAIBHBIX JOKYMEHTOB.
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[TpucTymnas K BHIIOIHEHUIO 3aJaHUsl, HEOOXOIMMO IIOMHUTH, YTO KOH(PHUAECHIINATBHBIC TOKYMEHTHI
MOJIJIeKAT CTPOTOMY YUETy Ha BCEX 3Tamax padoThl C HUMH, B TOM YHUCIIE, M IIpU KonupoBaHuu. [Ipexne,
YeM NMPUCTYIUTh K KOIIMPOBAHUIO, HAJ0 NOJYYUTh MMCbMEHHOE pa3pelieHre pykoBoaurens. JKypHan ydyera
KOIIMPOBAHMUS CIIY’KUT JUJISl PETUCTPALUU AT U KOJIMYECTBA CHATBIX KOIIUMU, JUIsl ONPEACIICHUS UX YUYETHBIX
HOMEPOB

Tema 8. IIpaBoBbIe 0CHOBBI pesKMMa COXPAHHOCTH M KOHTPOJISI HATHYUA KOH(PUASHIHAIbHBIX
noxymenToB (I1K-5)
Jlexknus.
Jlexuys He npexycMoTpeHa
IIpakTnyeckoe 3aHsATHE.

1. CocraBbTe OJI0K-CXeMY TEXHOJIOTHYECKOTO Mpoliecca KOHTPOJIS 32 CPOKAMHU HCTIOTHEHHS
KOH(UACHIMAIBHBIX JIOKYMEHTOB.

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

3. 3anonHUTE 5 KOHTPOJIBHBIX KAPTOUYECK HAa KOH(UACHIUAIbHBIE JOKYMEHTHI
3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.

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

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

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

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

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

[IpucTtynas k caMOCTOSATENIBHOMY U3yYEHHIO TEMBI U BBIITOJIHEHUIO 33/IaHUS HAJI0 YACHUTb, YTO
UCIIOJTHEHHbIE KOH(UIEHIINAIbHbIE IOKYMEHThI 00s3aTenbHo GopMupyrores B faena. B dopmupoBannu
KOH(UIEHIIMATBHBIX JIe]1 €CTh 0COOEHHOCTHU 0 CPAaBHEHUIO C POPMHUPOBAHUEM U OPOPMIIEHUEM OTKPBITHIX
nein. B wactHocTH, 06s3aTeabHO 0popMIIIETCS BHYTPEHHSSI OIUCH JIeja, TPOCTaBISAIOTCS IpUbI
KOH(PUIEHINATBHOCTH U JIp

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

banbHO-pEUTHHIOBBIE MEPOIIPUATHUS HE IIPELYCMOTPEHBI

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
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KossioxkBuym (KoHTpOJIBHBIH cpe3)

Tema 3. Pa3pemmTenbHas cuctemMa 0CTymna K KOHPUASHIIMATbHOW HHPOpMAIIH
1. KTo nmeeT nmpaBo yCTaHABIMBATh PEKUM KOMMEPUYECKOU TallHbI?
2 K10 ycTaHaBIMBAET PEXKHUM CITY>KEOHOH TaltHbI?
3. B xakom ciydae KoH(GUIEHIIUATBHBIN JOKYMEHT CHUMAETCSI C YUeTa BhIICICHHOTO XpaHEeHUS?
4. Kak ¢popmupyercs SKCriepTHAsE KOMUCCHS TI0 3aIuTe KOHPUACHINATEHOW nH(DopMaum?
5. Kax onpenensitores cpoku KOHPUASHITUATLHOCTH HHGOPMAIIMH U TOKYMEHTOB?

Tema 5. O6paboTka nmocTynammux KOHQUACHINAIBHBIX TOKYMEHTOB, X YUE€T, pETUCTPaLUs, KOIIUPOBAaHHUE
U Pa3MHOKCHHE

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

1 Kakum 06pa3oM oCymecTBISIETCS pacpeereHine KOHPUICHINAIBHBIX JOKYMEHTOB TI0
UCHOJHUTEIIM?

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

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

5 Kak ocymiecTBisieTcsi KOHTPOJIb 38 UCIIOTHEHUEM KOH(DUICHIINATBHBIX JOKYMEHTOB?

Tema 9. Pexxum koH(UICHINATBHOCTH NIPU NPOBEICHUH COBELIaHUN
1 Yro BKIIFOUAET PEKUM XpaHEHUsT KOHPUICHITUATBHBIX JOKYMEHTOB?
2 KakoBbl TpeOOBaHUS K XpaHUIIHUIILY ?
3 KaxoB nopsigok oOparieHus ¢ KOHPUICHIHATBHBIMHA TOKyMEHTaMU?
4 KakoB IpsI0K BbIAa4X U paboThI ¢ KOH(UACHINAIBHBIMUA JOKyMEHTaMH?
5 Kakum 06pa3zoM oCyIIECTBISIOTCA IPOBEPKH HAIMYMS KOH(UACHINAIBHBIX 10KYMEHTOB?

Onpoc

Tema 9. Pexxum KOHPUACHITMATHLHOCTH MPU MMPOBEACHUH COBEIIAHUN
1 Tlopsimok mpoBeaeHHs COBELIaHUH (TIEPErOBOPOB) MO KOH(UACHIUAIBHBIM BOIIPOCAM.
2 OCHOBHBIE 3Tallbl OPraHU3aLNN COBELIAHUS.
3 CornacoBaHue nepedHs: 00CyKIaeMbIX BOIIPOCOB.
4 OmnpezneneHue coctaBa y4aCTHUKOB COBEIIAHUA.
5 JIokyMeHTBHI KOH(DHUIESHITNAIBHOTO COBEIIIAHMSI.

IMucsmennas padora (IlmcbMeHHas caMocTOsATEIbHAS padoTa)

Tema 1. HopmaruBHas 6a3a paboThl ¢ KOHOUACHIIMATEHBIMA JOKYMEHTAMU

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

2 «IlomoxeHne 0 peXUME KOMMEPUECKOH (CTyKeOHO#) TaltHBl OpraHu3alumn» - CTPYKTypa,
coziep)kaHue, MopsA0K opopmiieHusI.

3 Odopmuts  paszpeuieHuil Ha paboTy ¢ KOHPHUACHIIMATEHBIMU TOKYMEHTAMHU U COTJIAIICHUH O
HepasIIalleHUU TalHbl.

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

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



Tema 2. 3akoHOmaTeNbHBIC OrPAaHIUYEHHS HA COCTAaB KOH(PHUACHIINATEHOW HHPOPMAIIH.

Tewma 3. PazpemurenpHas cucteMa J0CTyIa K KOH(DHUICHIIMATbHON HH(OpMAITIu

Tema 4. [TonroroBka u u3ganne KOHPHUIACHIMATBHBIX JOKYMEHTOB

Tema 6. Opranusanys HCIIOJTHEHUS U KOHTPOJIA 32 UCTIOJIHEHHEM KOH(UICHIUAIBHBIX T0KYMEHTOB
1 3anonuenue xxypHana yueta KJI BbIIEIIEHHOTO XpaHEHUs U KapTOUYKY Y4€Ta BBIAAYM
KOH(UACHINAIBHOTO JOKYMEHTA
2 Odopmnenue paspenienus Ha kornupoBanue KJI.
3 OdopmieHne BBIMUCKU U3 KOHPHUIECHIIMAIBHOTO TOKYMEHTA.
4 TIpoBeneHue MpoIEIyphl YIOCTOBEPEHHUS KOMMU KOH(UACHIIUAIBHOTO JOKYMEHTa
5 3anonHeHue KOHTPOJIbHBIX KapTOYEK HAa KOH(PHUIECHINAIbHBIE TOKYMEHTHI

Tema 7. HopmatuBHoe perynupoBanue HopMUpOBaHUAKOH(DUICHIIMATBHBIX /1€ U IOATOTOBKH UX K
nepenaye Ha apXUBHOE XPaHEHUE

Tema 8. [IpaBoBbIE OCHOBBI peKHMa COXPAHHOCTU M KOHTPOJIS HAJIUUKs KOH(PUIEHIUATBHBIX TOKYMEHTOB

IIpakTyeckas padora (PemieHue CHTYallMOHHBIX 32/124)

Tema 2. 3akoHOAaTeIHHBIC OTPAHUYEHUS Ha COCTAB KOH(HUICHITUATBHON HHPOPMAIIHH.
1. Knaccudukanus uabopmaii 1 JOKYMEHTOB 10 KaTETOPHSIM JTOCTYyIIA.
2. Bunbl cBenieHuit KOHQUACHIIMATEHOTO XapaKTepa.
3. [onsaTHe KOMMEpPUYECKOH TallHBI, €0 3aKOHO/IaTeIbHas Oa3a.
4. IloHsTHE TOCYNAapPCTBEHHOMN TalHBI, €r0 3aKOHO/ATeIbHAs Oa3a.

5. HopmaruBHO-1ipaBoBasi 6a3a opranuzanuu paboThl ¢ JOKYMEHTaMH, COIEPIKAIIUMU CITy:KeOHYIO TalHYy,
TallHy CIIEICTBUS U CYIOIPOU3BOJICTBA.

Tema 5. O6paboTka nocTynaroumx KOHQUIEHIHAIbHBIX JOKYMEHTOB, UX YUET, PETUCTPALUs, KOIMPOBAaHUE
U pa3MHOXXEHUE

Tema 9. Pexxum koH(UICHINATBHOCTH IPU NPOBEICHUH COBELIAaHUN

TecTupoBanme

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

1. loxymeHTHpOBaHHas! MH(OPMAIIHS, JOCTYI K KOTOPO OrpaHUYMBAETCS B COOTBETCTBUU C
¢benepanbabIMU 3aKoHaMU PD — 370 ...

KOH(UACHIMaNbHAs HHPOpMAIHS;
roCyIapCTBEHHAs TalHa;
KOMMEpYECKas TanHa.
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2. CBenenusi 0 (pakTax, COOBITUSAX M 0OCTOSITETHLCTBAX YACTHOM JKU3HH IPAKIAHIHA, TTO3BOJISIONTNX
UACHTU(DUIUPYIOIIUX €TO JHYHOCTH — ITO ...

[IEPCOHAJIbHBIE IaHHBIE;
CITyKeOHbBIC JaHHBIC.

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

OTrPaHUUYEHHOTO JAO0CTYIIA;

HEOI'PaHUYEHHOI'0 10CTYyIa.

4.IIpaBoBbIe, OpraHU3aIMOHHBIC, TEXHUYECKHIE U MHbIE MEPbI, IPUHUMaeMble o01agareneM HHPOpMaIuy,
COCTaBJISIIOIIUM KOMMEPUYECKYIO TaiiHy, 110 OXpaHe ee KOH(PUICHIINATBHOCTH — 3TO

LIEHHOCTb KOMMEPYECKON TalHblI,
PEKUM KOMMEPUYECKOM TalHBI.

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

HOCHUTEh UH(OPMAIIHH;
dbonm000pa3OBaTEND;
3amuTa HHPOpPMaIIUH.

Tema 4. IlogroroBka u n3ganue KOHPUACHITHATHHBIX JOKYMEHTOB

1.Kakoii rpu¢d (momeTka) mpocTaBisieTcsl Ha KOHUACHIIMAIBHBIX TOKYMEHTaxX (pefepanbHbIX OpraHOB
roCyAapCTBEHHON BJIACTH, a TAKXKE MTOJBEAOMCTBEHHBIX UM MPEANPUATHH, yUPEKIECHUN U OpraHu3anuii?

«[mst cimy»keOHOTO MOTH30BAHUS;
«Kommepueckas TaliHa».

2. Kaxkoii rpu¢ (momeTka) mpocTaBisieTCsl Ha KOHPHUISHIIMATBHBIX JOKYMEHTaX (U3NYECKUX U
IOPUINYECKUX JTUIL?

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

3. HenpaBomepHBIi BBIXO KOH(GHUACHIINAIEHOW HHPOPMAIIUH 3a MPEeITbl 3alIHIaeMOi 30HbI e
(YHKIMOHUPOBAHMS WM YCTAaHOBJICHHOTO KpYTa JIMII, €CJIA 3TOT BBIXOJ IPUBEI K MOTYYCHUIO
MH(POPMALIMH JTUIAMU, HE UMEIOIIMMH K Hel CaHKIIMOHUPOBAHHOTO JAOCTyIA — 37O ...

pasmiamnieHue KoHQUACHIMaIbHON HHPOpMaIIH;
yTpara KOH(UICHINAIbHON HH(pOpMALINY;
OnokupoBaHUE KOHPHUACHITNATHHOM HHPOPMAITUH.

4.JlesTenbHOCTB, 0OecIeunBaroIas JOKyMEHTHPOBaHNE KOH(PHICHIIMATBHON HH(OpMAIK, OpraHU3aIHIO
paboThl ¢ KOHUACHIINATEHBIMU TOKYMEHTAMHU U 3aIIUTY COIEpIKaIIEHCs B HUX HH(POPMALIUU — 3TO ...

KOH(UACHIIMAIBHOE JIEIONPOU3BOJICTBO;
JOKyMEHTAI[HOHHOE 00eCIIeYeHNe YIIPABICHHUS.

5.Ha xakux JOKyMeHTaX CTaBUTCS T'PUQ CEKPETHOCTH?
Ha JIOKYMEHTaX, COJEPKAIIUX CIIyKEOHYIO TaliHy;

Ha JIOKYMEHTaXx, COJepKalliX BpaueOHYyIO TaiiHy;

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

Tema 6. OpFaHI/I?)aI_[I/IH HCIIOJTHCHUA U KOHTPOJIA 3a UCIIOJITHCHUEM KOH(I)I/I,Z[CHI_II/IELHBHBIX JAOKYMCHTOB
1. Kakue obs3arenbcTBa OepeT Ha ceOst paOOTHUK, TOMYIIEHHBIN K KOHGUIESHITHATLHON HHHOPMAIIHNH,
colieprKalllel KOMMEPUYECKYIO TailHy?
0 Hepa3MIalleHuH KOHPUACHIIMAIbHON HH(OpPMaLMK 10 BBIXOAA HA IEHCHIO;
0 HepasMaleHNH KOH(QUACHIIMAIBHOW HHPOPMALIUH MTOKU3HEHHO;
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0 HepasIaleHNH KOH(UACHINAIbHOW HHPOPMALIMH B IEpHOJl pabOTHl Ha (hUpMe U B TeUEHHE, KaK
MUHHMYM, TPEX JIET MOCIIE YX0/1a;

0 HepasMaleHNH KOH(UACHIIMAIBHOW HHPOPMALUH B IIEpUOJ paboTHI Ha upMme.
2. T'ne BegeTcst yueT BcexX UCXOISANINX KOH(DHICHIIMAIBHBIX TOKYMEHTOB?

B )KypHaJle yueTa U3JaHHbIX JOKyMEHTOB;

B PeecTpe UCXOASIIMUX KOH(PUAECHIUAIBHBIX IOKYMEHTOB;

B )KypHaJe yueTa JOKYMEHTOB BBIACICHHOTO XpPaHCHHUS;

B J)KypHaJjle yuyeTa HocuTee koHuIeHInanbHoi nH(popManuu.

3. Kro umeeT npaBo /aBaTh pa3pelieHne Ha J0CTYI K KOHpUAeHIMaIbHOW HHPOpMaIK Bcell GupMb1?
3aMEeCTHUTEb PYKOBOAUTES, HCIIOIHSIOIINI €ro 00s13aHHOCTH;

JIMIIO0, OTBETCTBEHHOE 32 KOH(PHICHIIMATIBHOE JI€TONPON3BOCTBO;

HavaJIbHUK CITYKOBbI 0€30TIaCHOCTH.

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

3 roxa;

KaJIeHJapHOTO Ioja;

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

5 ner.

5. KTo nmeeT npaBo ycTaHaBIMBATH PEKUM KOMMEPUYECKON TalHbI?

IV1aBa TOCyJapcTBa;

HAJIOTOBAast MHCIICKIINS;

IIPaBOOXPAHUTENbHbIE OPTaHBI;

COOCTBEHHUK MH(POPMAITUH.

Tema 8. [IpaBoBbIe OCHOBBI peKUMa COXPAHHOCTH M KOHTPOJIS HAIMYMS KOH(DUACHIMAIBHBIX TOKYMEHTOB

1.Kro  ycraHaBiaMBaeT peXKUM CITy>K€OHOM TaitHBI?

IJ1aBa roCcyJapcTBa;

coOCTBEeHHUK MH(OpMAITHH;

MIPaBOOXPAHUTEIILHBIC OPTAHEI;

JOJKHOCTHBIE JIMIIA, YTIOJTHOMOYEHHBIE PYKOBOJIUTENIEM OpraHa BIACcTH.

2. B kakom crydae  KOH()UICHIMAIBHBIN JOKYMEHT CHUMAETCS C yUeTa BBIICIICHHOTO XPaHCHUS?
MIpY MOJLINBKE B JI€Ta;

IIPH BBIIAYE COTPYIHUKY SISl paObOTHI;

MPY €KETOJTHOM MTPOBEPKE.

3.Kak  Qopmupyercs sKcriepTHasi KOMHCCHUS 110 3aIIUTE KOHPHISHIMAIbHON nHopMarn?
Ha3HA4YaeTCA BBIIIECTOSIICH OpraHu3alnuei;

CO3/1aeTCs MPUKA30M PYKOBOAUTENS (PUPMBI,

n3bupaercs peneHueM oo1ero coopanus TPyA0BOTrO KOJIJICKTHBA.

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

OHHU JIOJKHBI COBIIAJIaTh CO CPOKAMH XPaHEHHUS JOKYMEHTOB;

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

10 TUIIOBBIM MEPEYHSIM JTOKYMEHTOB C YKa3aHHEM CPOKOB KOH(UICHIIMATEHOCTH.

5.4Yro Takoe  KOH(pUACHIHAIbHBIC JOKYMEHTHI BBIJICIICHHOTO XpaHCHHMS ?

JOKYMEHTBI, KOTOpPBIC HE TIOANINBAIOTCS B JIEJIa;

JOKYMEHTBI TOCTOSTHHOTO CPOKa XpaHEHUS;

JOKYMEHTBI, BBIJICTICHHBIE 111 YHUUTOXKEHUS;

JIOKYMEHTBI, UMEIOIIHE 0COOYIO IIEHHOCTh U TPEOyIore 0COObIX MEp 3alllUTHI.
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4.3 TIpomexxyTouHas aTTecTalus Mo AUCHUILTHHE TPOBOAUTCA B (hOpME 3a4eTa, SK3aMeHa

Tunosbie Bonpocekl 3auera (I1K-5)
1 Knaccudukanmst nHbOpMauu U JOKyMEHTOB 10 KaTETOPHAM J0CTYIIA.
2 TlonsTHE IEHHOW U KOH(PHUICHIINATHHON HHHOPMAITUH.
3 IIpaBoBoii pexxuM HHPOPMAIIUKA OTPAHUUYEHHOTO JOCTYTIA.
4 Bunsl cBeqieHUI KOHQUACHIIMATBEHOTO XapakTepa.
5 Hocurenu koHpuUACHIIMATEHON HHPOPMAIIUH.

Tunosble 3aganusa 1 3adera (IIK-5)
1.0¢dopmitenne kOH(PpUICHINATHHOTO JOKYMEHTA.
2. Onncanyne TeXHOJIOTUH MTpHeMa KOH(HICHINAIFHOTO JOKyMEHTA.
3. 3anoiHeHue perucTPauoHHON (POPMBI.
4. OnpeneneHue nociae0BaTeIbHOCTH ICUCTBUIM MPU CHATUH TOKYMEHTA C KOHTPOJIA.
5. OdpopmieHre BHyTpeHHEH ONMUCH KOH(UICHIINATBHOTO Jena

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

Tunosble 3aganusa s 3k3amena (IIK-5)
1.0¢dopmitenne kOH(PUICHINATHHOTO JOKYMEHTA.
2. OnrcaHne TEXHOJIOTUH MpHeMa KOH(PUICHIINATLHOTO TOKYMEHTA.
3. 3anoiHEeHue pEerucTPauoHHON (POPMBI.
4. OnpeneneHue nocie0BaTeIbHOCTH ICUCTBUM NPU CHATUM TIOKYMEHTA C KOHTPOJIA.
5. OdopmieHre BHYTpeHHEH OnrcH KOH(PHUICHIIMATHHOTO JIeTa

4.4. Illkana onieHMBaHMsI IPOMEXKYTOUYHOU aTTECTALIUU

3auer
Ouetika KoMreTeHii Jeckpuntops! (ypOBHN) — OCHOBHBIC PU3HAKKA OCBOCHUS (TIOKa3aTeIH
TIOCTYKCHHSI pe3YJIbTaTa)
CSATTCHOY IK-5 VYeremHo npuUMEHseT TpeOOBaHMs IPAaBOBBIX aKTOB B paboTe ¢
JOKYMEHTaMHU, COJIePKAIUMU KOH(PUICHIIHATBEHYI0 HHPOPMAITHIO
CHe 3aTeHON I1K-5 He mnpumenser TpeOoBaHUS TPaBOBBIX AaKTOB B paboTe C
JOKYMEHTaMH, COJIePKAIUMU KOH(PUICHIINATEHYIO HHPOPMAITHIO

DK3aMeH

Heckpuntopsl (ypOBHH) — OCHOBHBIE TIPU3HAKH OCBOCHUS (ITOKa3aTeNn
JTOCTH>KCHHUSI pE3yJIbTaTa)

Orenka Kommnerenmu

ITK-5 Ha BBICOKOM ypOBHE NpUMEHSET TpeOOBaHUs IMPABOBHIX AKTOB B
«OTITHIHO» pabore C JOKyMEHTaMH, COAEp)KAIIMMU KOH(PHUICHIHAIbHYIO
nHpopmaIuio

I1K-5 Ha nocraToyHO BBICOKOM YpOBHE IPUMEHSET TPeOOBaHUS MPaBOBIX
«XOPOLIO» aKTOB B pabote c JIOKYMEHTaMH, coleprKaIMMHU
KOH(UACHIMAIBHYIO HH(OPMALIHIO




I1K-5 Ha nocrarounoMm ypoBHepHMEHseT TpeOOBaHUS MPABOBBIX AKTOB B
«YIIOBJICTBOPHUTEIBHO pabore C JOKyMEHTaMH, COAEPXKAIIMMHU KOH(PHICHIHAIHHYIO
nH(pOpPMAITUIO
ITK-5 He mnpumenser tpeGoBaHUS TPaBOBBIX aKTOB B paboTe ¢
«HCYAOBJICTBOPUTCIILHO»
JTOKYMEHTaMH, COJIepKallUMHU KOH(PUICHIMATBbHYI0 HHPOPMAIIHIO

5. MeTonnueckue ykazaHusi AJis1 00y4al0IIUXCS 110 OCBOCHUIO M CHUILIHHBI (MOLYJIS)

5.1 Meroanueckue yka3aHusl 10 OPraHU3alUK CaMOCTOSTEIbHON paboThl 00yUYaOIUXCS:

[Ipuctynas K W3y4eHUIO TUCIUIUIMHBI, B MEPBYIO odepelb OOydaromuMcsi HEOOXOAMMO O3HAKOMHUTBCS
comepx)aHueM paboueii mporpammbl nuciuiumabl (PIT[]), xotopas ompexaenser copepxaHue, o0beMm, a
TaKKe MOPSAIOK U3YUCHHsSI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTu.

J71 caMOCTOSATENbHOM paboThl BayKHOE 3HaYEHHE UMEIOT paszeibl «O0beM U collepikaHue AUCIUTITMHBD),
«YuebHo-MeTonyeckoe U nHGOpMAIIMOHHOE 00ecrieyeHIe TUCIUIUIUHB U «MaTepruaabHO-TEXHUYECKOe
o0ecrnedyeHne AMCUUIUIMHBI, POrpaMMHoe obecrieueHre, npodeccuoHaibHble 0a3bl TaHHBIX U
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

B pazmene «O0beM u copepkaHHe AMCHUIUIMHBDY YKa3bIBAIOTCS BCE pas3leibl M TEMbl H3ydaeMoi
JTUCLMIUTMHBL, @ TAK)KE BUJIbI 3aHIATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHUX Yacax.

B pasgene «YdeOHo-meTomuueckoe U HH(POpMalLMOHHOE oOecledyeHrne AMCHUIUIMHBDY — yKa3aHa
pEKOMeH1yeMasi OCHOBHAs U JOTIOJIHUTENbHAS JINTEpaTypa.

B pasznmene «MarepuanbHO-TeXHUYECKOE OOeCIeueHue TUCIUILIMHBL, TMPOrpaMMHOE oOecreueHue,
npodeccuoHanbHble 0a3bl JTaHHBIX W WH(GOPMAIMOHHBIE CIPAaBOYHBIE CHCTEMBD» COACPKHUTCS IepeueHb
npodeccuoHanbHbIX 0a3 JaHHBIX U MHPOPMALIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX AJII OCBOCHHUS
JUCUUIIINHBL.

5.2 PexomeHnanuu o0y4aronumMcs o padore ¢ TEOpeTUYECKUMU MaTepuaiaMy Mo TUCIUIUINHE

[Tpu u3ydeHnn 1 mpopadbOTKe TEOPETUICCKOTO MaTepraia HeOOXOaUMO:

- IPOCMOTPETH €I1I€ pa3 npe3eHTaruo Jekuuu B cuicteMe MOODLe, moBTOpUTh 3aKOHCIIEKTUPOBAHHBIN HA
JEKIIMOHHOM 3aHSATUM MarepuaJl M JOMNOJHHUTh €ro C Y4YEeTOM PEKOMEHJIOBAHHOM JOMOIHUTEIbHOU
JIUTEPaTypBhl;

- IPY CAMOCTOSITEIbHOM M3yUYE€HUU TEOPETUUYECKOM TEMBbI CIENaTh KOHCIIEKT, UCIIOJIb3Ysl PEKOMEHI0OBAHHbBIE
B PI1/] ucrounuku, npodeccuoHalIbHbIE 0a3bl TaHHBIX U HHPOPMAIIMOHHBIC CIIPABOYHEBIC CHCTEMBI:

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

- TIPH MIOAATOTOBKE K TEKYILIEMY KOHTPOJIIO UCIIOIb30BaTh MaTepuaibl (poHna oueHouHbix cpeacts (POC).
5.3 Pexomennamuu 1o pabote ¢ Hay4HOU U yueOHOM uTepaTypoit

PaGota ¢ OCHOBHOW M JOTOJHUTEIBHOW JIUTEPATYpPOH SIBISICTCS TIJIaBHOM (OPMON CaMOCTOSTEIbHOU
paboThl U HeoOXoAMMa MpU TMOATOTOBKE K YCTHOMY OMNPOCY Ha CEMUHApCKUX 3aHATHAX, K Jebaram,
TECTUPOBaHHUIO, SK3aMeHy. OHa BKIIOYAeT NMPOpPadOTKy JIEKIIMOHHOTO Marepuaja U PEKOMEHIOBAaHHBIX
HMCTOYHUKOB U JINTEPATYPHI 10 TEMATUKE JICKLIUN.

Koncnekr nekuuu 1omkeH cofepxarb pedepaTuBHyI0 3alIMCh OCHOBHBIX BOIIPOCOB JIEKIIMH, B TOM YHCIIE C
onopori Ha paszMemieHHbie B cucteMe MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB W JIUTEPATYPbI IO
TeMaM, BBIBOJIbI MO Ka)KIOMY Bompocy. KoHCIEKT MoXkeT ObITh BBHIMOJIHEH B paMKaX pacleyaTKd BbLAAYH
MPE3CHTAIMI JIEKIMI WKW B OTAEIBbHOW TeTpanu mo mpeamery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAaeMbIM, HE COJIEPKaTh HE OTHOCALIYIOCS K TeMe HH(OPMAIIMIO UIH PUCYHKH.

KoHcnekTsl HaydyHON JIHUTEpaTyphl MPU CAMOCTOATEIBHOM MOATOTOBKE K 3aHATHAM JOJIKHBI COAEPKATh
OTBEThl HAa Kbl TMOCTaBIEHHBIH B TEME BOIPOC, MMETh CCBUIKY Ha MCTOYHUK HHYOpPMALUU C
00si3aTeNIbHBIM yKa3aHUEM aBTOpa, Ha3BaHUS U rofla M3JaHMsl HMCMOJIb3yeMOIl Hay4yHOH JHUTeparyphl.
KoncniekTr MoOXeT OBbITh OMOPHBIM (COIEp)KaTh JIMIIL OCHOBHBIE KIIIOUEBBIE IO3MIIMK), HO TPU 3TOM
MO3BOJIIOIIMM JIaTh TOJHBIA OTBET IO BOMPOCY, MOXET ObITh NOAPOOHBIM. OOBEM KOHCIEKTa
ONPENEISIETCS CAMUM CTYIEHTOM.

B nporiecce paboThl ¢ OCHOBHOM M JJONIOTHUTEIBHOM JTUTEPATypPOl CTYACHT MOXKET:

- JenaTh 3allUCU MO XOIy YTEHHA B BHJIE NMPOCTOr0 WJIM pPa3BEPHYTOro IiaHa (co3gaBaTh IEpEedYeHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOUHHKE);
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- COCTaBJATH TE3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOPOTKOE
U3JI0)KEHUE OCHOBHBIX MBICIICH aBTOpa);

- TOTOBUTH aHHOTAIMH (KpaTKoe 0000I1eHe OCHOBHBIX BOIIPOCOB PabOTHI);

- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).

5.4. PexoMeHaIMy 10 OATOTOBKE K OTACIBHBIM 3a/IaHUSIM TEKYILETO KOHTPOJIS

CobecenoBanue MpennojaraeT OpraHu3aluio Oecelnpl MpernoAaBareist co CTyJEHTaMH [0 BOIpOcam
MPAKTHYECKOTO 3aHATUS C LEJbl0 Oojiee O0OCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, TeMme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUU, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI  T.1.

YCTHBIA OMpOC MOXET TMPUMEHATHCS B pasaudHbIX (Qopmax: (QpoHTAIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaU€CTBA YCTHOTO OTBETA MOJIJIEIKAIIETO OL[CHKE:

- IPaBUJILHOCTH OTBETA IO COJIEPIKAHUIO;

- IOJIHOTA U TITyOWHA OTBETA;

- CO3HATENIbHOCTh OTBETA;

- IOTUKa U3JI0KECHUS MaTepuaa;

- pPalMOHAJIBLHOCTh UCIIOJIb30BaHHBIX IPUEMOB U CTIOCOOOB PEIlIEHUS OCTABIEHHONW yueOHO! 3a/1auu;

- CBOEBPEMEHHOCTh M 3((PEKTUBHOCTH MCIIOIB30BAHUS HATNISAIHBIX MMOCOOMH M TEXHUYECKUX CPEICTB IPH
OTBETE;

- CTIOJIb30BAaHUE JIOTIOTHUTEIHHOTO MaTepHaa;

- palMOHAJIbLHOCTD UCIIOB30BAaHUSI BPEMEHU, OTBEJICHHOTO Ha 3a/1aHue.

YCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTaBIMBAECTCA IO OAHOMY U3
BOIPOCOB MPAKTHYECKOTO 3aHATHUS. [Ipy BRICTYIUIEHHH ¢ Mpe3eHTalnueld HeoOXoauMo oOpamarb BHUIMaHUE
Ha TaKWe MOMEHTHI KaK:

- colep)KaHUE TPE3CHTALUU: aKTyaJlbHOCTh TEMbl, IOJIHOTA €€ PACKPBITHA, CMBICIOBOE COJAEp)KaHUE,
COOTBETCTBHE 3asBJIEHHOM TEMbI COJIEP)KaHUIO0, COOTBETCTBHE METOAUYECKUM TPEeOOBAHUAM (LIETTU. CCHUIKU
Ha PECYpChl. COOTBETCTBHUE COACpAHUS U JIMTEPATyphl), MpaKTHUeCKas HalpaBiIeHHOCTb, COOTBETCTBUE
cofiepaHusl 3asBICHHON (QopMe, aleKBaTHOCTh UCIOIb30BAHUSI TEXHUYECKHUX CPEACTB YUeOHBIM 3ajlauaM,
MOCJIEZIOBATENBHOCTD U JIOTUYHOCTDH MPE3EHTYEMOT0 MaTepuara;

- odopMiieHHE TMpe3eHTAlMU: 00bheM (OMTHUMaTbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpaUKd U aHUMAIMHM, 3ByKOBoe OQOpMIIEHHE, CTPYKTypUpOBaHHE UHOpMAINH,
COOTBETCTBHE 3asiBICHHBIM TpPEOOBAaHUSAM), OPUTHHAIBHOCTH O(OPMIIEHUS, SCTETHKA, HCIIOJIb30BaHUE
BO3MOXKHOCTH MPOTPAMMHOM CpPeibl, COOTBETCTBHE CTaHIAapTaM o(pOpMIICHUS;

- TMYHOCTHBIE KaueCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIOIEHUE pErIaMeHTa, SMOIIMOHATIBHOCTh, YMEHUE
OTBETUTH Ha BOIIPOCHI, CUCTEMaTU3UpOBaHHbIE, INTyOOKKE U MOIHbIE 3HAHUS 110 BCEM pasJiesaM IMporpaMMmbl:
- coepXaHWe BBICTYIUICHHUS: JIOTUYHOCTh H3JI0KEHHUS Marepualia, PacKpbITUE TEMBbI, JIOCTYIHOCTh
uznoxkenus, d3PpdextuBHOoCcTh npuMeHeHus cpeacts HWKT, cmocoObl u  yciaoBHs JIOCTHXKEHUSA
pPEe3yNBTaTUBHOCTH W 3(P(EKTUBHOCTH U1 BBIMOJHEHHS 3a/1a4d CBOeH MpOo(eCCHOHAIBHOW WM Y4eOHOU
NeSITeIbHOCTH, JJ0Ka3aTeIbHOCTh MPUHUMAEMBIX PEIICHUM, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHUS,
BBIBO/IbI.

6. YueOHO-MeToAUYecKOe U HHPOPMALIMOHHOE 00ecrieYeHue TUCIHIINHBI

6.1 OcHOBHas nuTEpaTypa:

1. bucrokos, B. M. 3amura u 06paboTka KOHPHUACHIINATBHBIX TOKYMEHTOB : ydeOHOe mocobue. - Bech cpok
OXpaHbl aBTOPCKOTO TpaBa; 3ammra W o0paboTKa KOH(HUACHIHMAIBHBIX JIOKYMEHTOB. - CTaBpOIIOJb:
Ceepo-KaBkasckwmii denepanpubiii yauBepcuret, 2016. - 153 c. - Tekcr : anexrponnsiii / [IPR BOOKS
[caiiT]. - URL: http://www.iprbookshop.ru/66019.html

2. KyszuemnoBa, M. B., Xauarpsa, . A. KoHdwuneHimanpbHOe IEJIONPOU3BOACTBO M 3alUIICHHBIH
ANIEKTPOHHBIN JJOKYMEHTO000pOT : yueOHOe mocobue it OakanaBpoB. - Bech cpok oxpaHbl aBTOPCKOTO
npaBa; KoHpuaeHnaaipHOE ASTOMPON3BOICTBO U 3AIMIIEHHBINA IEKTPOHHBIN JoKyMe. - Mocksa: Al [1u
Ap Menmna, 2020. - 192 c¢. - Tekcr : oanekrponnsid // IPR BOOKS [caiir]. - URL:
http://www.iprbookshop.ru/97083.html
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3. Kynse, H. H., Jémymxkun, A. C., ®adbpuunoB, A. I., Konmpamera, T. B. Kondunenumnansuoe

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

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

6.2 JlonosHUTENbHAS TUTEpPATYpA:

1. Kpumrramok, A. H. KondbunennuansHoe ASIOMPOU3BOACTBO M 3allUTa KOMMEPUYECKOW TAaMHBI : KypC
neknuit. - 2025-07-17; KondunenuuansHoe AEIONPOU3BOACTBO U 3aIIUTa KOMMEPYECKOW TaHbL. - Oper:
MexpernonanbHass Axkamemust OezomacHoctd W BbhDKHMBaHus (MABHB), 2014. - 199 c. - Teker
anekTpoHHbi // [IPR BOOKS [caiit]. - URL: http://www.iprbookshop.ru/33427 . html

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

3. PeibakoB A. E. OCHOBBI J1eJIONPOU3BOACTBA : YUEOHHUK. - 3-€ u3., ucnp.. - Munck: PUIIO, 2016. - 320 c.
- Texer : onexkrponnslii // 3OBC «YHuBepcurerckas Oubnnoreka onmaiin» [caiit]. - URL:
http://biblioclub.ru/index.php?page=book&id=463666

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

I[J'DI MMPOBCACHUA 3aHATUM TI0 JUCHUITINHEC HGOGXO,Z[I/IMO CJICAYyIOIICC MAaTrCpUaJIbHO-TCXHUYCCKOC
obOecrnieucHue: y‘-Ie6HI>Ie AyauTOpruun JId TIPOBCACHUA 3aHATHI JICKHIUOHHOI'O W CCMHUHAPCKOT0 THIIA,
rpynmnoBbIX W HWHIAWBHUAYAJIbHBIX KOHCYHLTaLII/If/’I, TCKYLICTO KOHTPOJA H HpOMe)KYTOqHOﬁ arrecranuu,
IIOMCIICHUA 1A CaMOCTOSITEIIHbHOM pa6OTI:I.

VY4eOHble ayTUTOPUN U MIOMEIICHHUS ISl CAMOCTOSTEIbHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMHU JJIsl TIPEACTaBIeHUs yueOHoM nHpopManuu
OO0JIBIION ayTUTOPHH.

[TomereHust 111 CaMOCTOSITEIbHON PabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOM C BO3MOKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHrEeM JloCTyna B AIEKTPOHHYIO
WH(pOPMAITMOHHO-00pa30BaTEIBHYIO CPeNy YHUBEPCUTETA.

Jlnst mpoBeeHusl 3aHATHI JICKIIMOHHOTO THIIAa UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIIMOHHOTO 000PYI0BaHuS,
o0ecreYnBarole TEMaTHYEeCKHE WILTIOCTPAIH (TIPOEKTOp, HOYTOYK, SKpaH/ MHTEPaKTHBHAS JOCKA).

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

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

[Tpodeccuonanpubie 6a3bl JaHHBIX U MH(POPMAITMOHHBIC CITIPABOYHBIE CUCTEMBI:
1. DIEKTPOHHBIIN Karajor DyHIaMEHTaIbHON OnOIMOTEeKN TI'V. - URL:
http://biblio.tsutmb.ru/elektronnyij-katalog

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

4. VYHuBepcuTeTCKas OMOMMOTEKa  OHJAWH:  DJIEKTpOHHO-OMOnmoreunas  cuctema. —  URL:
https://biblioclub.ru

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

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

7. Hayunas snexrponnas oubnuoreka eLIBRARY.ru. — URL: https://elibrary.ru
8. FOpaiit: snekrponHO-6nbOMMoTeyHas cucrema. — URL: https://urait.ru
9. ObC «YHuBepcurerckas oubiamoreka onnaita» . — URL: http://www.biblioclub.ru
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10. ObC «KoHCynbTaHT CTyAeHTa»: KouleKiuu: MenunuHa. 3apaBooxpaHeHue. ['yMaHuTapHble HAyKHd . —
URL: https://www.studentlibrary.ru

11. CrpaBounas npasosas cucrema "Koncynsrant mmtoc". — URL: http://www.consultant.ru

12. [ludposoit o6pazoBarenbubiii pecypc IPR SMART. — URL: http://www.iprbookshop.ru

yIeKTpOHHAsA HH(pOPMALIMOHHO-00pa3oBaTesibHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz
B3anMoneiicTBue mpenomaBaTenss W CTY[JCHTa B Tpolecce OOyYeHHUs OCYHISCTBISIETCS MOCPEICTBOM
MYJIBTUMEIHUHHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHUKAIIHOHHBIX TEXHOJIOTHH, HUCHOJIB3YEMBIX B
ANIEKTPOHHOH HH()OPMAIIMOHHO-00Pa30BaTEILHON CPEIe YHUBEPCHUTETA.



