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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

1.3 JlucumriinHa OpUEHTHPOBAHA Ha MOATOTOBKY OOydYaroUIMXCs K MPo(ecCHOHaIbHOM AEATEIbHOCTH B
coepe: 07 AIMUHUCTPATHBHO-yIpaBiIeHYeCKast M oucHas AeATeNbHOCTh (B cpepe OpraHu3aliOHHOTO U
JOKYMEHTAIIHOHHOTO 00eCIeueH s YIPaBICHUs OPTaHU3aIMsIMU)

1.4 B pe3ynbTare 0CBOCHHS JUCHUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBIL:

O06001TIeHHBIEC TPYIOBEIE
(yHKIMH / TPYAOBBIC
(YHKIMY / TPYAOBBIC HIIH

Kon n HammenoBaHue
xommnerenuu ®I'OC BO,
HEOOXOOUMOM IS

MHankaTopbl JOCTHKEHUS] KOMIIETEHIIAM

npodeccroHaIbHbIE (opMHUpPOBaHHS TPYIOBOTO
nercTBus (IPH HAUTHIUAH WIH PO CCHOHATBLHOTO
npodcTangapra) TEHCTBUS

- A Joxymenrtanmonnoe  |[IK-5 Cnocoben Ucnone3yer mpaBuna  pabOTBl € JTOKyMEHTaMmH,
o0ecrieueHue yIpaBlIeHUsT  |OCYIIECTBISTH PaboTy C COACPKAIIUMH  KOHQHUICHUUANBHYI0O M  CEKPETHYIO
opraHu3anuen JOKyMEHTaMH, WHPOPMAITUIO

- A/01.6 Pazpabotka u cofiepKalluMu
BHE/IPCHUE JIOKAJILHBIX WHPOPMAITUIO

HOPMaTUBHBIX aKTOB I10
JOKyMEHTAIlIOHHOMY
00€eCIeUeHUI0 YIIPaBICHUS
opraHu3anueu

- A/02.6 Opranuzanus
JOKYMEHTHPOBAHHS
yIpaBIeHYECKON
JeSITeNbHOCTH B
OpraHu3aluu

OrpaHUYCHHOI'O JOCTYyIIa

1.5 CormacoBanue MCKIUCHTUIITIMHAPHBIX CBsI3eH JAWUCIIMIIINH, OGCCHG‘-II/IBEIIOH_II/IX OCBOCHHC KOMHGTGHHHﬁ:

[TIK-5 CrnocoGeH ocymecTBIsATh padoTy ¢ AOKYMEHTaMH, COIASpKalIMMH HH(OPMAIINIO

OrpaHUYCHHOIO JOCTYyIIa

Ne HaumeHnoBanue ®dopma
n/n JUCIIUTLITNH, o0y4eHHs
ONPEACTAOIINX 3aounas
MCXKIUCHUITIIMHAPHBIC (CCMCCTP)
CBA3U 6 7 8 9
1|Kagposoe + | +
JIEJIONPOU3BOICTBO
2 |Kondunenumanbupeii | + | +
JIOKyMEHTO000POT
3|Opranuszamnus padoter | + | +
C JOKYMEHTaMHU
OTPaHUYCHHOTO
JIOCTyTa




4|IIpaBoBoe + | +
peryaupoBaHue
KOH(UACHIINATIHLHOTO
JIEJIOIPON3BOJICTBA

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

6|CynebHoe +
JIEJTOTIPOU3BOJICTBO

2. MecTo nucuuiuiaiabl B cTpykrype OII 0akanaBpuara:
Hucuunnuna «KoHpuaeHnnanbHOE EIONPOU3BOACTBO» OTHOCUTCA K 00s3aTeIbHOW YacTH y4eOHOro
mana OIl mo Hanmpasnenuto moarotoBku 46.03.02 - JlokyMeHTOBEICHUE U apXUBOBEJICHUE.

Juctuminza «KoHpuaeHmanisHoe AeI0MpOr3BOICTBOY» U3ydaeTcs B 6, 7 ceMecTpax.

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

Bun yueOHOM paboThI (BCB;(:;I‘?;:OB)

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

3.2.Conepxanue Kypca:

No Haspanue Bun yuebnoit | dopmsl TekyIero
TEMBI pasnena/TeMbl paboThI, yac. KOHTPOJIS
Jlek |IIpa | CP
L[UH | KT.
pao.
313 1|3
6 cemecTp
1 [TonsTHEe O [TucbmenHas padbora

KOH(UICHIIUATHHBI (ITucbmennas
X IOKyMEHTaX. CaMOCTOSITeIIbHAS
Opranuzanus 2 12 |8 pabota)
KOH(UACHIUAIBHOT
0
JIeTTOTIPOU3BOJICTBA




Cocras [IpakTnueckas
KOH(UICHIINATHHON pabora (Pemenue
uH(pOpMAIUH U CUTYaIlMOHHBIX
JIOKyMEHTOB 3anad); [lucbmMeHHas
10 pabora
(ITucemennas
CaMOCTOsITeNIbHAs
pabora);
TectupoBanue
Cucrema nocrymna K [Tucemennas pabota
KOH(UIECHITHATEHBI (ITucemennas
M JOKyMEHTaM CaMOCTOSITeNIbHAs
10 pabora);
KomnokBuym
(KoHTpOnbHBIH
cpes)
IlonroroBka u [Tucemennas pabota
W3IaHue (ITucemennas
KOH(UIECHITHATEHBI 10 | camocrosiTenbHas
X JIOKYMEHTOB pabora);
TecTtupoBanue
[Tonyuenue u [IpakTnyeckas
OTIIpaBKa pabora (Pemenue
KOH(HIEHINATbHBI CUTYaI[MOHHBIX
X IOKyMEHTOB. 10 3anau); KomnokBuym
Pazmuoxenue u (KoHTpOnbHBIH
KOTIUPOBAaHHE cpes)
KOH(UIECHITHATEHBI
X IOKyMEHTOB
7 cemecTp
Opranuzanus [IuceMeHHas pabora
WCIIOJIHEHUS (ITucbmennas
KOH(HICHIIUATHHBI 12 | camocrodaTenbHas
X JIOKyMEHTOB pabora);
TectupoBanue
dopMupoBaHUE [Tucbmennas pabora
KOH(HICHIIUATHHBI (ITucbmennas
X JIe7l ¥ TIOJrOTOBKA CaMOCTOsITeNIbHAs
UX K Iepeaade Ha 11 pabora);
apXUBHOE XPAaHECHUE KomnokBuym
(KonTponbHbIit
cpes)
Pexxum [IuceMeHHas pabora
COXPaHHOCTH U (ITucemennas
KOHTPOJIb HAJIMYHUS 10 | camocTosTeNnbHAS
KOH(HICHIIUATHHBI pabora);
X JOKYMEHTOB TecTtupoBanue
IIpoBencHue IIpakTrueckas
KOH(UICHIIUATHHBI pabora (Pemenue
X COBEILIaHUM 10 CUTYaI[MOHHBIX
3anad); Komnoksuym
(KonTponbHbIit

cpes); Omnpoc




Tema 1. [TonsaTHE 0 KOHPUIAEHIUAIBHBIX JOKYMeHTaX. Opranu3auus KOH(GpUIEHIIHATBHOT0
aeqaonpoussoactsa (IIK-5)

Jlekumus.
Knaccudukanus wuHbopManuu U JOKYMEHTOB IO KareropusiM jpoctyna. lloHaTthe ueHHOW W
KoHbuaeHIManpHo uHGopManuu. [IpaBoBol pexuMm HHPOpPMAIMKA OTPAHWYEHHOTO JOCTymna. Bums
CBeJIcHUH KOH(HUICHIIMAILHOTO Xapakrepa. Hocutenn xoHpuaeHnuanpbHOW WHPOpPMAIUU. YTPO3bI
koHbuaeHMansHoi nHpopmarmu. [lopsgok obparieHus ¢ KOHPUACHIIMATHLHOW WH(GOPMAIHEH, MEPHI TIO
€e 3allIUTe OT YTPaThl U pa3IalleHus.
CymHocTh W 3aJaud  KOHUACHIMAJIHLHOTO JIEJONpou3BoACcTBa. HopmaruBHO-MeToquueckas 0Oasza
koHpuaeHmansHoro JJOY. BHyTpropranuzannonnas pernamenTanus koHpuaenuansaoro JJOVY. Coyxoa
KOH(HIEHIIMATBHOTO JENONPOU3BOJCTBA: CTPYKTypa M TMOPSJIOK oOpraHuzanuu. TpeGoBaHus K
COTPYIHUKaM, UMEIOLIUM JOCTYyN K KOH(QHUACHUUAIbHOW HH(OpPMALMU, UX OTPaK€HUE B JOHKHOCTHBIX
UHCTpyKUUsAX. IlepcoHanbHas OTBETCTBEHHOCTh 3a COXPAHHOCTh KOH(PHACHUHUAIBHBIX JIOKYMEHTOB.
TpeboBaHUs K MOMEIICHUIO CTYKOBI KOHGUAeHTHamsHoTo JJOV.

IIpakTH4Yeckoe 3aHATHE.
Bomnpocs! nist o6cyxnenus:
1. IToHATHS «IIEHHOCTHh HH(POPMALIUN» U «KOH(UACHINAIBHOCTh HHPOPMALIUNY.
2. CymHOCTb ¥ IPUHLUIIBI OTPAaHUYEHUS TOCTYNa K HHPOPMALIMU U JJOKYyMEHTaM.
3. IIpaBoBBIC OCHOBBI pabOTHI C JOKYMEHTAaMH, COACPIKALTMMHU TOCYIapCTBEHHYIO TaiHYy.
4. HopmaTuBHO-IIpaBOBBIE OCHOBBI OPraHU3aLUU PA0OTHl ¢ JOKYMEHTaMH, COAEPKAIMMH KOMMEPUYECKYIO
TailHy.
5. HopmaTtuBHO-MeTOoAMUECKas 0a3a OpraHu3aliy paboThl ¢ JOKYMEHTAMHU, COEPKAILIUMU CIIYKEOHYIO
TailHy.

3ajaHus AJ151 CAMOCTOSITEIbHOM PadoThI.
Ha ocHoBe u3yueHHss HOpMAaTUBHO-TIPABOBBIX aKTOB COCTABBTE MEPEUECHb I'PU(POB KOH(PUACHIIMAIBHOCTH U
CEKPETHOCTH.
[Tpu BeIMOMTHEHUHN 3a]aHKsT HEOOXOUMO U3YUHTh MOJIOKEHHS 3aKOHOATeNbHBIX aKTOB B c(epe
OrpaHUYEHUS IOCTYyNa K HHPOpMAaLUU, 00paTuTh BHUMaHHUE HA TO, YTO UH(OpMAIIHS OTPAHUYEHHOTO
JOCTYTIA IETUTCS Ha CEKPETHYIO M HECEKpeTHYI0. Ha 0CHOBE 3TOro cOCTaBUTh NepedeHb rpudos,
PEKOMEHIOBaHHBIX HOPMATUBHBIMU JIOKYMEHTAMU JJIsl CEKPETHON M HECEKPETHOM nH(popManuu.

Tema 2. CocraB koHpuaeHIHANBbHOI HHGopMannu U 1okyMeHTOB (ITK-5)

Jlekumus.
Omnpenenenre coctaBa KOHGUACHIMATEHON HH(POPMALIUK U JOKYMEHTOB. 3aKOHOAATEIbHBIE OTPAHUYCHUS
Ha coctaB KoH(QumeHnuanbHoW  wHGopManuu. OcCHOBHBIE dTambl  cocTaBieHus llepeunei
KOHGUIEHIIMaIbHONH uHGopManmu #  JToKymMeHTOoB ¢upmbl. Crpykrypa I[lepeuneii, mopsmaok ux
ytBepxkacHus. [pudbl konbunennuansaoctd. Cpokn koHpuaeHnmuanbHOCTH. OdopMiIeHHEe W3MEHEHUH,
BHOCUMBIX B Ilepeunu koHpHUAEHINATLHONW HH(OPMAIIUN U TOKYMEHTOB.

IIpakTnyeckoe 3ansATHE.
Ha ocHOBe u3ydeHus: 3aKOHOAATENBHBIX aKTOB COCTaBhTE U O(DOPMHUTE B COOTBETCTBHH C TPEOOBAaHUSIMU
nepeyHu KOHPUACHIIMATHLHOU HH(OPMAIIUU U U3/1aBaeMbIX KOH(DHUIEHITUAIBHBIX TOKYMEHTOB JIsI
KoMMepueckoil pupmbl. CocTaBbTe MPUKA3 O BBEACHUH MIEPEYHS B ICHCTBUE

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
Pa3paboraiiTe mpuMepHYyI0 CTPYKTYpY CIYKObI KOH(UICHIINAILHOTO JEIOMPOU3BOACTBA KOMMEPUECKOTO
0aHKa, OIpEeAETIUTE €€ MECTO B CTPYKType OaHKa.
[Ipu u3yyeHuu >TON TeMbl CTYAEHT AOKEH MOHSTh, KAKyl0 pOJib B MPOLIECCE YIPABICHUS OpraHU3aluen
BBITIONHSET ciy:kO0a koHpumeHmumanpaoro JIOY. OT TOro HacKOIbKO MPOIYMAaHHO OHA OPTraHMU30BaHa,
3aBUCHT 3((HEKTUBHOCTH YIIPABICHUS B KOHKPETHON OpraHn3aIluy.
Cnyx6a xonpuaermuanpbHoro JIOY MokeT ObITh CaMOCTOSITEIIBHBIM TOJIPA3ICIICHUEM, TTOTUYNHSIOIIIMCS
HEMOCPEACTBEHHO PYKOBOIUTEIIO HIIM BXOJIUTH B COCTAB IPYTHX CIYKO M OT/IEIOB.



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

Tema 3. Cuctrema aoctyna Kk koHpuaeHunaabHbIM JokymMeHTaMm (I1IK-5)

Jleknus.
[TonsiTre cucteMbl goCcTyna K KOH(HIEHIMAIBHBIM JOKyMEHTaM. TpeOoBaHUs K CHUCTEME JOCTyma K
KOH(QUICHIIMATHHBIM JIOKyMEHTaM. Pa3pemuTenbHbli  MOPSIOK paboThl ¢ KOH(UISHITMAILHBIMHU
nokymentamu. «llonoxkeHne o0 pexumMe KOMMepuyeckod  (cimyxeOHOW) TalHBI — OpraHU3alUn.
OTBETCTBEHHOCTD 3a HapylIeHHE pexnMa KoHpuaeHnuanpHoct. OdopMieHre pa3pelieHnii Ha padoTy ¢
KOH(UICHIIHATHHBIMU JOKyMeHTamu. CorameHue o0 Hepa3nalleHHH KOMMEPYECKOH TaifHbI.

IIpakTH4Yeckoe 3aHATHE.
Bomnpocsr nst o6cyxnenus:
1. TpebGoBaHus K CUCTEME TOCTYIA K KOH(PHICHIIUATHHBIM JOKYMEHTAM.
2. CymHOCTb pa3peuInTeNbHON CUCTEMBI JOCTYNA K KOH(DUICHIINAIBHBIM IOKyMEHTaM.
3. Topsimok paspaboTku u comepkanue «[lomokeHUsT O peRuMe KOMMEpPUYECKOW (CIy)KEOHOU TaifHbI
OpraHu3aLMm.
4. Oopmienue nocTymna K KOHQHUISHIIUATHHBIM JOKYMEHTaM U OTBETCTBEHHOCTh COTPYIHUKOB 32
HapyIICHHE PeKUMa KOH(DUICHITUATBHOCTH.

3agaHus AJ51 CAMOCTOSITEILHOI padoThI.
CocraBpre nepevueHb 3aKOHOJAATENIbHBIX 1 HOPMAaTUBHBIX JOKYMEHTOB, YKa3bIBAIOIINX HA OTPAaHUYECHUS IS
OTHeceHHUs nHpopMaIuu K KOHQUICHIINAIBHON U CEKPETHOM.

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

Tema 4. IlonroroBka n n3ganue KOHGUICHIUAIBHBIX 10KyMeHTOB (I1K-5)

Jlexknus.
OcHOBHBIE JTamnbl TMOATOTOBKM M W3IAHUS KOH(PHIEHIMATbHOTO JoKyMeHTa. OdopmieHue u yder
HocuTenel KoHpuaeHIuanbHOM uHpopMmarmu. M3rotoBneHue M y4eT MPOEKTOB KOH(HICHIMAIBHBIX
JOKyMEHTOB. YueTHble (opmbl. OpopmieHnEe U3aBaeMbIX KOH(QUACHIIUAIBHBIX JOKYMEHTOB. PeKBU3UTHI
KOH(UIACHINATBHOTO JOKYMEHTA

IIpakTH4eckoe 3aHATHE.
3agaHue 11 IpakTHYeCKOW paboThl: pa3paboTaiiTe CUCTEMY YUETHO-PETUCTPALMOHHBIX (hopM a1
KOHTPOJIS 32 HOCUTEJIIMU KOH(PHIEHIIMATIbHON HH()OPMAIK U IPOEKTaMU JT0KYMEHTOB

3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
CocTaBbTe BapHaHT TPYAOBOTO JI0TOBOPA C COTPYIHUKOM, UMEIOIIUM JOCTYI K KOH(PHUIACHIIMATEHON
uHpOpMaLIUH.
[Tpu BeIMOMTHEHUHN 3a7]aHKsT HEOOXOUMO 00paTHThCs K onokeHus M « TpynoBoro kogekca PDy,
MCTIOJIb30BaTh TUIOBBIE 00PA3Ibl TPYIOBBIX JOTOBOPOB, IPEABAPUTEIHHO U3YUUTh HEOOXOIUMBIE
JOTIOJTHEHUS K TPYIOBOMY JIOTOBOPY. J{oroBOp 0MIKEH OBITh COCTABIICH C YYETOM BCeX TPeOOBaHUIH K
0(hopMIIEHNIO PEKBU3UTOB TOKYMEHTOB.

Tema S. IloayyeHue u oTHIpaBKa KOH(PUACHIHUAJIBHBIX JOKYMEHTOB. PasMHOKeHNe U KONUPOBaHHe
KOH(pUIeHInAIbHbIX J0KyMeHTOB (I1K-5)

Jlexknus.



OcHOBHBIE ASTanmbl M OCOOEHHOCTH OOPAaOOTKM BXOASIIMX KOH(DHIECHIIMATBHBIX JOKyMEHTOB. OOrue
TpeOOBaHUSA K Yy4YeTy KOH(PHUICHIMATbHBIX JOKYMEHTOB. (OCOOCHHOCTH pPETUCTpAIMH  BXOISIIMX
KOH(UACHIMAIBHBIX AOKyMEHTOB. Ilopsmok 00pa®OTKM HMCXOIAIIMX KOH(PHIECHIMAIBHBIX TOKYMEHTOB.
CriocoObl  mepechUIKH  KOH(UICHIUANBHBIX JOKYMEHTOB. Y4eT KOH(QUACHIUAIBHBIX JOKYMEHTOB
BBIJICJICHHOTO XpaHeHusi. Dopmbl yyera.
OrpannyeHuss Ha pa3MHOKEHHE U KOMHUPOBAaHHE KOH(UACHIHMAIBHBIX JIOKyMEHTOB. OpraHusarus
KOITUPOBaHMUS M CIOCOOBI 3alIUTHI OT HECAHKIIMOHHMPOBAHHOTO KomupoBaHus. OrmpeneneHue THupaxa
KOH(UACHIMAIBHBIX JOKyMeHTOB. OdopmieHue paspelieHus Ha KONUpPOBAHHE. YUYET KOMHUPOBAHMUSL.
VYnocroBepeHne KOMuil KOHPHUICHIMATBHBIX JOKYMEHTOB. OdopMIIeHHE BBIMMCOK M3 KOH(PHUACHIIMATBHBIX
JTOKYMEHTOB.

IIpakTH4eckoe 3aHATHE.
3agaHue U1 IpakTHYeCKOW paboThl: MpoBeIuTe 00pabOTKY U PErMCTPaIMIO KOMIUIEKTA BXOJAIINX U
UCXOAAIIMX KOHQHUIESHIMAIBHBIX JOKYMEHTOB, OJIY4YEHHOIO OT npenoaasarens. [IpocraBere Bce
HEOOXOIMMBbIE OTMETKH U MHJEKCHI Ha JJOKYMEHTaX

3ananHus 1J51 CAMOCTOSITEILHOI padoThI.
3anoaHUTE yueTHYI0 (opMy M1t HOCUTENeH KoH(HIeHIIMAIbHON HH(OpMAaITHH.
[Tpu BeIMONTHEHUHM 3a]aHUS HAJIO SICHO MPECTABIATH, YTO YUET HOCUTeNei KoHpUaeHINAaTbHON
MH(POPMALIUH MIPENICTABIAET COO0M TEXHOIOTHUECKUH MPOLIECC, COCTOSIIUI U3 psAAa MOCIEI0BATEIBHBIX
AeicTBUI. Y4eT MpoU3BOAUTCS MPH BbIAAYE UCTIOIHUTEISAM €Ile HEe3allOJHEHHBIX HocuTeNneil nupopmanuu.
B yueTHbIX (hopmMax oTpaxaercs He TOIBKO (PaKT BbIIAUU HOCUTENS, HO U (PaKT €ro BO3BPAIICHUS B CIIYXKOy
koH(puaeHuuansaoro JIOY nocne ucnonab3oBanus. B cBa3u ¢ 3TUM HEOOXOMMO MPaBUIILHO TPOCTABUTH B
yueTHOH popme Bce narbl. Hajo Taxoke ysICHUTB pa3HUILy B yY€TE TPATUIMOHHBIX U 3JEKTPOHHBIX
HOcHTeNeH KOH(PUACHIMATEHOW HHPOPMAITUH.

Tema 6. Opranuzanus uCnoJHeHUs1 KOHGUIeHIHATBLHBIX T10KyMeHTOB (ITK-5)
Jlekumus.
Jlekuusa He mpenxycMoTpeHa
IIpakTH4Yeckoe 3aHATHE.

3anonnute xypHan yuera K/l BbIIeIEeHHOTO XpaHEeHUS U KapTOUYKy ydeTa BblAaul KOHGUACHIIMATEHOTO
JOKyMEHTa

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
CocTtaBbTe oneporpaMmMy mpouexrypsl 00padoTKU BXOJSILET0 U UCXOIAIIETO KOH(PUIESHIINATEHOTO
JTOKyMEHTA.
OCHOBY /17151 BBITIOJTHEHUS 33JaHUS COCTABIIAIOT 3HAHUS CTYIEHTa O IOKYMEHTOO0OPOTE KaK CIOKHOM
TEXHOJIOTHUECKOM IPOIIECCe, KOTOPBINA XapaKTepH3yeTcs pa3IndHbIMU MTapaMeTpaMu. TexHOoIorndeckast
LIETNOYKa ABIKECHHUS U 00paOOTKH TOKYMEHTOB MPEICTaBlIeHa PSOM TUIIOBBIX (DYHKLUH, KOTOpBIE TIPU
pelIeHNH KOHKPETHBIX 3324 MOTYT OBITh JETaTU3UPOBAHbI 10 OTACNbHBIX oneparuii. Ciemxyer
00s13aTeIbHO YUUTHIBATh TO, YTO MOPSAIAOK PAOOTHI C IOKYMEHTAMH, ONEPAINH IO X 00pabOTKe 3aBUCST OT
BUJIOB JOKyMEHTOB U OT UX MPHHAJIC)KHOCTH K ONPE/ICTICHHOMY JTOKYMEHTOIIOTOKY. BakHO MOMHUTB, UTO
nporiecchl 00paboTKN KOH(PUICHIINATBHBIX JOKYMEHTOB BKIIIOUAIOT PSi/L MIPOLEyp OTIUYHBIX OT paboThI ¢
JTOKYMEHTaMH B OTKPBITOM JEJIONPOU3BOJICTBE.

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

Jlexknus.
Jlexuys He nmpexycMoTpeHa

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

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
3anoHUTE )KypHAJ yueTa KOIMPOBAaHUS KOH(PHICHIIMATBHBIX JJOKYMEHTOB.



10

[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. Pe:kuM cOXpPAHHOCTH M KOHTPOJIb HAJIUYUSA KOH(PUAeHUINAJIbHBIX 1oKyMeHTOB (ITK-5)
Jlekumus.
Jlekuusa He mpenxycMoTpeHa
IIpakTH4Yeckoe 3aHATHE.

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

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

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

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

[Ipu BeIMOTHEHUU 33a/1aHUS CTYAEHT JOJKEH BCIOMHUTD, Kak B cooTBeTCTBUM ¢ 'OCToM npocrasistorcs
COOTBETCTBYIOIIME PEKBU3UTHI Ha TOKyMeHTax. OnpeneanTh MoCIeI0BAaTeIbHOCTh ISUCTBUI MPU CHATHH
JIOKYMEHTa C KOHTPOJIsl. BEIOpaTh COOTBETCTBYIOIIYIO YUETHYIO (JOPMY /IS BHECEHUS JTAHHBIX

Tema 9. IlpoBenenue koHpuaeHUNAIbHBIX coBemanuii (ITK-5)
Jlekumus.
Jlekuusa He mpenxycMoTpeHa
IIpakTH4eckoe 3aHATHE.
Bomnpocs! nnst o6cysxnenus:
1. OcoOGEeHHOCTH IKCTIEPTU3BI LIEHHOCTH KOH(PHUACHIINATBHBIX TOKYMEHTOB.
2. [lonroToBka KOH(PUACHIUATIBHBIX TOKYMEHTOB K apXUBHOMY XPaHEHHIO.
3. Pexxum xpaneHust KOH(PUICHINATBHBIX JOKYMEHTOB U MOPSIOK UX BbIIauU.
4. [IpoBepku HaIMUWs KOH(PHUIECHIIUATBHBIX JOKYMEHTOB.
5. IopsiioK YHUUTOKEHUS! KOH(PHUICHIIMATBHBIX JOKYMEHTOB.

1. CocraBpre HOMEHKJIATypy KOoHGUIAEHIHMANbHbIX Jed  ¢upMmbl. Onpenenure, dYTO OTIMYAET
MpEeCTaBICHHYIO (hOpMY OT OOBIYHON HOMEHKJIATYPbI JEeI.

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

[TpucTtymnas Kk caMOCTOSTEILHOMY U3yUEHHIO TEMbI U BHITIOJHEHUIO 33aHUs HAJIO0 YSACHUTb, YTO
UCTIOJIHEHHBIE KOH(PHICHIIMATBHBIE IOKYMEHTHI 00513aTeNIbHO (hopMUpYIOTCs B Aeia. B hopmupoBanuu
KOH(UACHIMAIBHBIX /1€ €CTh 0COOEHHOCTH 110 CPAaBHEHUIO ¢ (POPMUPOBAHUEM U O(hOPMIIEHUEM OTKPBITHIX
nen. B wactHocTH, 00s13aTeNbHO 0(OPMIISETCS] BHYTPEHHSS ONUCH JeNIa, IPOCTABIAIOTCS TPUQBI
KOH(UACHIMAIBHOCTH U JIp

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1. Pactipenenenue 6amios:
baniabHO-peHTHHTOBBIE MEPOTIPUSATHS HE MPETyCMOTPEHBI

4.2 TunoBsie OLIEHOYHBIE CPEACTBA TEKYIIIETO KOHTPOJIS

KonsoxkBuym (KoHTpoJIbHBIN cpe3)



11

Tema 3. Cucrema noctyna K KOHQUACHIMATBHBIM JOKyMEHTaM
1. KTo nmeeT npaBo yCcTaHaBIMBATh PEKUM KOMMEPUYECKON TalHbI?

2 Kro ycraHaBnIMBaeT peKUM CITy>KEOHOM TaiiHBI?

3. B xakoMm ciy4ae KOH(UACHINAIbHBIA JOKYMEHT CHUMAETCS C Y4eTa BhIICIEHHOTO XpaHEHUs?

4. Kak popmupyetcst skcriepTHasi KOMUCCHSI TI0 3aIIUTe KOH(MUIESHIIMATbHON HHGOpMAITHH?

5. Kak ompenensitorcsi cpoku KOH(PUICHINATBHOCTH HH(POPMALIUU U JOKYMEHTOB?

Tema 5. Ilonydenue u oTnpaBka KOHPUACHIIMATBHBIX JOKYMEHTOB. Pa3MHOKEHNE U KOTTMPOBAaHWE
KOH(HIEHIINATbHBIX TOKYMEHTOB

Tema 7. @opmupoBaHue KOHPHICHIMAIBHBIX A€ U MOJr0TOBKA UX K Mepeaye Ha apXUBHOE XpaHEHHE

1 Kakum 006pa3oM oCymecTBISIETCS pacTpeeeHine KOHPUICHIINAIBHBIX JOKYMEHTOB TI0
UCHOJHUTEIIM?

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

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

5 Kak ocymiecTBisieTcsi KOHTPOJIb 38 UCIIOTHEHUEM KOH(DUICHIINATbHBIX JOKYMEHTOB?

Tema 9. [IpoBeneHre KOHPUACHIINATHHBIX COBEITAHHIA
1 Yrto BKIIFOUAET PEKUM XpaHEHUsT KOHPUICHITUATBHBIX JOKYMEHTOB?
2 KakoBbl TpeOOBaHUS K XpaHUIIHUIILY ?
3 KaxoB nopsigok oOparieHus ¢ KOHQUICHIHATBHBIMHA TOKyMEHTaMU?
4 KakoB IpsI0K BbIAa4X U paboThI ¢ KOH(UACHIUAIBHBIMUA JOKyMEHTaMH?
5 Kakum 06pazom ocyIiecTBISIOTCS TPOBEPKU HATNYUS KOH(GUICHIIMATBHBIX JOKYMEHTOB?

Onpoc

Tema 9. IIpoBenenre kKoHGUICHITUATBLHBIX COBEIAHUN
1 Tlopsimok mpoBeaeHHs COBELIaHUH (IEPErOBOPOB) MO KOH(UACHIUAIBHBIM BOTIPOCAM.
2 OCHOBHBIE 3Tallbl OPraHU3aLNN COBELIAHUS.
3 CornacoBaHue nepedHs: 00CyKIaeMbIX BOIIPOCOB.
4 OmnpezneneHue coctaBa y4aCTHUKOB COBEIIAHUS.
5 JIokyMeHTBHI KOH(DHUIESHITNAITBHOTO COBEIIIAHMSI.

IMucsmennas padora (IlmcbMeHHas caMoCcTOsATEIbHAS padoTa)

Tema 1. IlonsiTie 0 KOHGUAEHITUATBHBIX JOKyMeHTaX. Opranu3anus KoH(OHUICHIIHATBHOTO
JIEIOTIPOU3BOICTBA

1 Ilepeuncnuth TpeOOBaHUA K CHCTEME JOCTYIA K KOH(PUACHIUAIBHBIM JOKyMEHTaM.

2 «llonoxkeHre 0 peKUME KOMMEPUECKOU (CTyKEOHOM) TaliHBI OpraHU3alUNY - CTPYKTYpPa,
coJiepKaHue, MopsI0K opopMIIeHUSI.

3 Odopmuts  paspenieHuit Ha paboTy ¢ KOHPHUACHIIMATHHBIME JTIOKYMEHTAMHU W COTJIAIICHUN O
HepasalleHuU TaHBbI.

4 Ilepeuncnuth 3Tanbl  MOATOTOBKHU M M3aHUS KOH(QUAECHIIUAIBHOTO TOKYMEHTA.
5 IlpoBectn  aHanM3 yuera HocuTeneill nHGOpMaIUK U TPOEKTOB KOH(UICHIINATBHBIX TOKYMEHTOB.

Tema 2. CocraB KOHUACHINATEHOW HHPOPMAITUH U JOKYMEHTOB



Tema 3. Cucrema noctyna K KOHQUACHIMAIBHBIM JOKYMEHTaM

Tema 4. IloaroroBka u n3ganue KOHPUACHITHATHHBIX JOKYMEHTOB

Tema 6. Opranu3zanust HICIOTHEHUS KOHPHUICHIIMATIBHBIX JOKYMEHTOB

1 3anonnenue xxypHana ydyeta KJ[ BbiieIeHHOTO XpaHEHUsI U KapTOYKY y4eTa BbIAauu
KOH(pHIEHITUATBHOTO T0KyMEHTa

2 Odopmaenue paspenieHus Ha konupoBanue K/I.

3 OdopmieHne BBIMUCKU U3 KOHPHUIESHIIMATHLHOTO TOKYMEHTA.

4 TIpoBeneHue npoueaypsl yI0CTOBEPEHUS KOTMHU KOH(PUACHINAIBHOTO JOKYMEHTa
5 3anonHeHue KOHTPOJIbHBIX KapPTOYEK HA KOH(PHUICHINATbHBIC TOKYMEHTHI

Tema 7. @opmupoBaHue KOHPHICHIIMAIBHBIX eI U MOJAr0TOBKA UX K Mepeaye Ha apXUBHOE XpaHEHHE

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

IIpakTyeckas padora (PemeHue CHTYallMOHHBIX 32/124)

Tema 2. CocraB KOHUASHINATEHOW HHPOPMAITUH U JOKYMEHTOB
1. Knaccudukanus nHpopManuu 1 JOKYMEHTOB 10 KaTETOPHSIM JOCTYTIA.
2. Bugpl cBeeHMid KOH(QUACHIIMAIBHOTO XapaKTepa.
3. [onsATHe KOMMEpPUYECKOI TallHBI, €T0 3aKOHO/IaTeIbHas Oa3a.
4. IloHsTHE TOCYNAapPCTBEHHOMN TalHBI, €r0 3aKOHO/ATeIbHAs Oa3a.

5. HopmaruBHO-1ipaBoBasi 6a3a opranuzanuu paboThl ¢ JOKYMEHTaMU, COIEPIKAIIUMU CITy:KeOHYIO TalHY,
TallHy CIIE/ICTBUS U CYIOIPON3BOJICTBA.

Tema 5. Ilonydenue u oTnpaBka KOHPUACHIIMATBHBIX JOKYMEHTOB. Pa3MHOKEHNE U KOTTMPOBAaHWE
KOH(HIEHIINATbHBIX TOKYMEHTOB

Tema 9. [IpoBeneHre KOHPUACHIINATHHBIX COBEITAHHIA

TecTupoBanme

Tema 2. CocrtaB koHpUACHIMATBHONW HHPOPMAITUK U JOKYMEHTOB

1. ToxymeHTHpOBaHHas! MH(OPMAIIHS, JOCTYI K KOTOPOI OrpaHUYMBAETCS B COOTBETCTBUU C
benepanbabIMU 3aKoHaAMU PD — 370 ...

KOH(UACHIMaNbHAs HHPOpMAIHS;
roCyIapCTBEHHAs TalHa;
KOMMEpYECKas TalHa.

2. CBenenus o GakTax, COOBITHSIX U OOCTOSATEIBCTBAX YaCTHON KU3HU IPAKIaHUHA, TTO3BOJISIONTNX
UIECHTU(DUIMPYIONTUX €T0 TUIHOCTh — ATO ...



[IEPCOHAJIbHBIE IaHHBIE;
CITyKeOHbBIC JaHHBIC.

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

OTrPaHUUYEHHOTO JAO0CTYIIA;

HEOI'PaHUYEHHOI'0 10CTYyIa.

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

LIEHHOCTb KOMMEPYECKON TalHblI,
PEKUM KOMMEPUYECKOM TalHBI.

5. ®usnyecKoe JIMIOo WIK MaTepUaIbHbI 00BEKT, B TOM YHUCIe (PU3NUECKOE MOoJIe, B KOTOPHIX HHPOPMAIUs
HaXOAMT CBOE OTOOPaXEHUE B BHJIE CUMBOJIOB, 00pa30B, CHTHAJIOB, TEXHUYECKHUX PEIICHUH U POIIECCOB —
3TO ...

HOCHUTEh UH(OPMAIIH;
dbonm000pa3OBaTEND;
3amuTa HHPOpPMaIIUH.

Tema 4. IloaroroBka u n3ganue KOHPUACHITHATHHBIX JOKYMEHTOB

1.Kakoii rpu¢ (moMmeTka) mpocTaBisieTcsl Ha KOHPUACHIIMAIBHBIX TOKYMEHTaxX (pefepanbHbIX OpraHOB
roCyAapCTBEHHON BJIACTH, a TAKXKE MTOJBEAOMCTBEHHBIX UM MPEANPUATHH, yUPEKIESHUN U OpraHu3anui?

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

2. Kaxkoii rpu¢ (momeTka) mpocTaBisieTCsl Ha KOHPHUISHIIMATBHBIX JOKYMEHTaX (U3NYECKUX U
OPUIAYECKUX 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 JTUIIAMU, HE UMEIOIIMMH K Hel CAaHKIIMOHUPOBAHHOTO JAOCTyIa — 37O ...

pasriamieHue KoHpUACHIMaIbHON HHPOpMaIIH;
yTpara KOH(UICHINAIbHON HHpOpMALINY;
OnokupoBaHUE KOHPHUACHITNATHHON HHPOPMAITUH.

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

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

5.Ha xakux JOKyMeHTaX CTaBUTCS I'PU( CEKPETHOCTH?
Ha JIOKYMEHTaX, COJEPKAIIUX CIIyKEOHYIO TaliHy;

Ha JIOKYMEHTaXx, COJepKalliX BpaueOHYyIO TaiiHy;

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

Tema 6. Opranu3zanust ICIIOTHEHUS KOHPHUICHIIMATIBHBIX JOKYMEHTOB
1. Kakue obs3arenbcTBa OepeT Ha ceOst paOOTHUK, TOMYIIEHHBIN K KOHGUIESHITHATLHON HHGOPMAIINH,
colieprKalllei KOMMEPUYECKYIO TailHy?
0 Hepa3MIalleHuH KOHPUACHIIMATbHON HH(OpPMaLMK 10 BBIXOAA HA IEHCHIO;
0 HepasMaleHNH KOH(QUACHIIMAIbHOW HHPOPMALIUH MTOKU3HEHHO;

0 HepasmIameHnn KOHPUIEHITMATLHON HHGOPMaIUK B Iepruo1 padoThl Ha PUPME U B TCUCHHUE, KaK
MUHHMYM, TPEX JIET MOCIIE YXO0/1a;

0 HepasmIaleHn KOHPUIEHITNATLHON HHGOPMAaIMK B TIEpUO padOTHI Ha pupMe.

13
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2. I'me BemeTCst y4eT BCeX UCXOAIINX KOH(DUICHINATBHBIX JOKYMEHTOB?
B )KypHaJle y4yeTa U3JaHHbIX JOKyMEHTOB;
B pPeecTpe UCXOASIINX KOH(PUACHIIUAIBHBIX IOKYMEHTOB;
B )KypHaJe yuyeTa JOKYMEHTOB BbIIEJIEHHOTO XpaHEHUS;
B J)KypHaJje yueTa HoCUTeel koH(uaeHInanbHOi nHpopMaluu.
3. Kto umeeT npaBo gaBaTh pa3pelieHne Ha TOCTYN K KOHPUAeHIManpHOM nHpopmaIuu Bce pupmbl?
3aMEeCTHUTEIh PYKOBOIUTES, HCIIOMHSIOMINI ero 00s13aHHOCTH;
JIUII0, OTBETCTBEHHOE 32 KOH(MUIACHIIMATBLHOE JIEIONPOU3BOACTBO;
HAYaJIbHUK CITY>KObI 0€301TaCHOCTH.
4. B TeueHHe KaKoro MepHo/a BEJAETCs KypHaJ ydyeTa MOCTYNUBIINX KOHPHUACHINATbHBIX TOKyMEHTOB?
710 OKOHYAHMSI CTPAHMUII B JKypHAJIE;
3 rona;
KaJIEHJAApHOTO Io/1a;
710 Ca4M B ApXHB 3aPETUCTPUPOBAHHBIX B HEM JIOKYMEHTOB;
5 ner.
5. K10 umeeT nmpaBo yCTaHABIMBATh PEKUM KOMMEPUYECKON TaHBI?
IJ1aBa roCyaapcTBa;
HAJIOTrOBasi MHCTIEKIHS;
MIPaBOOXPAHUTEIILHBIEC OPTaHbl;
coOCTBeHHUK MH(OpMaITHH.

Tema 8. PexxriM cOXpaHHOCTH M KOHTPOJIb HAJINUKs KOHPHUIEHIIUATBHBIX TOKYMEHTOB
1.Kro  ycraHaBnMBaeT pexuM CIyxeOHOU TaHbI?
IJ1aBa rocyapcTBa;
COOCTBEHHUK MH(OPMAIIH;
MIPaBOOXPAHUTEIbHbIE OPTaHbI;
JOJKHOCTHBIE JIMIIA, YIIOJTHOMOYEHHbIE PYKOBOJUTEIIEM OpraHa BIACTH.
2. B xakom ciiyqae  KOH(pHACHIIMAIBHBIA JOKYMEHT CHUMAETCS C YUeTa BBIJICIICHHOTO XpaHCHHUS ?
MIPH MTOJIIITMBKE B JIETI;
IIPU BbIIA4Ye COTPYAHUKY JUIsl pabOThI;
[IPY €KETOJHOM ITPOBEPKE.
3.Kak  dopmupyercs sxcriepTHas KOMUCCHS TI0 3aIUTe KOH(GUISHIINATbHON HH(OpMAITIK?
Ha3HA4YaeTCs BBILIECTOSIIECH OpraHU3aluei;
CO3J1aeTCsl MPUKA30M PYKOBOAUTENSI (PUPMBI,
n30MpaeTcs pemeHneM o0IIero coopaHus TPYIOBOTO KOJIEKTHBA.
4. Kak  ompenensroTcs CpOKH KOH(DHUICHIIMAIBHOCTH HH(POPMAITUU U JOKYMEHTOB?
OHHU JIOJDKHBI COBIIAJaTh CO CPOKaMH XPAHEHHUS JOKYMEHTOB;
B 3aBHCHMOCTH OT CPOKa ACHCTBUSI YCIOBUN, HEOOXOAUMBIX Ul IPU3HAHUS MH(POPMAIIUH
KOH(UIEHITNATBHOM;
10 TUIIOBBIM MEPEYHSIM JTOKYMEHTOB C YKa3aHHEM CPOKOB KOH(UICHIIMATLHOCTH.
5. Y10 Takoe  KOH(UACHIHUAIbHBIEC JOKYMEHTHI BBIJCIICHHOTO XpaHEHHs?
JOKYMEHTBI, KOTOpbIE HE TOAIINBAIOTCA B JIEJIa;
JOKYMEHTBI IOCTOSTHHOTO CPOKa XpaHEHUS;
JOKYMEHTBI, BBIJICJICHHBIE 111 YHUUTOXKEHUS;
JTOKYMEHTBI, HIMEIOIIIE 0COOYIO IIEHHOCTh U TPeOyIoIue 0COOBIX MEp 3alUThHI.

4.3 TIpomexxyTouHas aTTecTalus Mo AUCIUILTHHE TPOBOAUTCA B hOpME 3a4eTa, SK3aMeHa

Tunosbie Bonpocekl 3auera (I1K-5)



1 Knaccudwukaius nHbopMaIii U JOKYMEHTOB IO KATETOPHUSIM JOCTYTIA.
2 Tlonarue neHHOW W KOHPUACHITUATHLHOW HHPOPMAIIUH.

3 IlpaBoBOii pexxuM UHPOPMAITUN OTPAHUYEHHOTO JOCTYTIA.

4 Bupsl cBeneHU KOH(GUICHIIMATIBHOTO XapaKTepa.

5 Hocurenu koHGUASHIMATEHOW HHPOPMAITUH.

TunoBble 3axanus s 3a4era (IIK-5)

1.0dopmnenne KOHPUISHITUATLHOTO TOKYMEHTA.

2. OnucaHue TEXHOJIOTUH MpHeMa KOH(PHUIESHIINATBFHOTO TOKYMEHTA.

3. 3anoHEeHNEe PETUCTPAIMOHHOMN (OPMEI.

4. OnpeneneHue MoCIe0BaTENbHOCTU AEUCTBUM IIPU CHATUU JOKYMEHTA C KOHTPOJIS.
5. OdopmieHne BHyTPEHHEH ONrucH KOHGUIESHIINATBLHOTO JIeiia

1 Ocobennoctu

Tunosblie Bonpocskl 3xk3amena (ITK-5)

00pabOTKU BXOIAIIUX KOH(UICHINANIBHBIX TOKYMEHTOB.

2 Drtanel  00pabOTKU UCXOASIINX KOHPUACHITHATBHBIX JOKYMEHTOB.

3 KondunenmanbHbie

AOKYMCHTBI BBIACIICHHOTI'O XpaHCHHUA.

4 Tpouenypsl  THPaXKUPOBAHUS U KOMUPOBAHUS KOH(UIEHIIMAIBHBIX JOKYMEHTOB.
5 VaocroBepeHue Konuii u 0(hopMIIeHUE BBHIITHUCOK U3 KOH(PHUICHIIMATBHBIX JOKYMEHTOB.

TunoBble 3axanus s dxk3amena (ITK-5)

1.0dopmnenne KOHPUISHITUATHLHOTO TOKYMEHTA.

2. OnucaHue TEXHOJIOTUH MpHeMa KOH(PHUIECHIIMATBFHOTO TOKYMEHTA.

3. 3anoJHEeHNEe PETUCTPAIMOHHOMN (OPMEI.

4. OnpeneneHue MoCiIe0BaTENbHOCTU AEUCTBUN IIPU CHATUU JOKYMEHTA C KOHTPOJIS.
5. OdopmieHne BHyTPEHHEH ONMUcH KOH(GUIESHIINATBLHOTO JIeiia

4.4. llIkana oueHUBaHUS TPOMEKYTOUHOM aTTeCTALMKI

3auer
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Onenka

Kommnerenmu

Heckpuntopsl (ypOBHH) — OCHOBHBIE TIPU3HAKH OCBOCHUS (ITOKA3aTeNn
JOCTHXKCHHUSI pE3yJIbTaTa)

«Ba4YTCHO»

IIK-5

Ha pgocraroyHOM ypoBHE WCHONB3yeT TMpaBWia paldOTBI ¢
JOKyMEHTaMH, COACP)KAIIMMHA KOH(QUICHIIMAIBLHYI0O W CEKPETHYIO
nHpopmaIuio

«HEC 3a4YTCHO»

[K-5

He wucnonm3yer mpaBuia paboThl ¢ JOKyMEHTaMHM, COAEPKAIIUMHU
KOH(UACHIMANBHYIO U CEKPETHYIO HH(OPMAIIHIO

DK3aMeH

Onenka

Kommnerenmu

Heckpuntopsl (ypOBHH) — OCHOBHBIE IPU3HAKH OCBOCHUS (ITOKA3aTeNn
JOCTH>KCHHUSI pE3yJIbTaTa)

«OTIIUYHO»

IIK-5

Ha BbICOKOM ypOBHE HCIOJNIB3YET MpaBuia pabOThl C JOKYMEHTaMH,
cofiepalluMU KOH(PHUIEHIUATbHYIO U CEKPETHYIO HH(OPMAIUIO

«Xopommo»

IIK-5

Ha moctaTtodHO BBICOKOM YPOBHE HCIIONB3YeT IMpaBmiia paboTHI ¢
JTOKYMEHTaMH, COACp)KAIIMMHA KOH(QUICHIIMAIBLHYI0O W CEKPETHYIO
nHpopmaIuio

«YIOBIETBOPUTEIHHOY

[K-5

Ha pgocraroyHoM ypoBHE UCHONB3yeT TMpaBWia paboOThl ¢
JOKyMEHTaMH, COAEP)KAIIMMU KOH(QHUACHIUAIBHYIO U CEKPETHYIO
UHPOPMALIUIO




IK-5 He wucnonm3yer mpaBuia paboTbl ¢ JOKyMEHTaMHM, COAEPKAIIUMHU

«CHEYAOBJICTBOPUTCIILHO)
KOH(UACHIMANBHYIO U CEKPETHYIO HH(OPMAIIHIO

5. Metoanueckue yKkazaHus JJisi 00y4al0UUXCsl 10 OCBOCHHMIO IMCHUILIMHBI (MOXYJIA)

5.1 Meroauueckue yKa3aHus IO OpraHU3alUN CaMOCTOSITEIbHOI paboThl 00yUYaromuXCs:

[Tpuctynas x M3y4EHHIO AMCLUIUIMHBI, B NEPBYIO odepelb OOydarolMMcs HEOOXOIUMO O3HAKOMMTBCS
comepkanremM padouei mporpammbl aucturumabl (PIT[]), koTopas ompenensieT comaepskaHue, oObem, a
TaKKe MMOPSAJO0K U3yUeHHsI U IPENoAaBaHus y4eOHON AUCIUILINHBI, €€ pa3/elia, YacTH.

Jlnist caMOCTOSTENbHON pabOThl BAKHOE 3HaUE€HUE UMEIOT paszieibl «O0beM U copepikaHue TUCIUILTHHBDY,
«Y4eOHO-MeToauueckoe U HH(popMaIMoHHOE 00ecTedeHne TUCIUILTMHBD U «MarepruanbHO-TEXHUIECKOe
o0ecriedeHre TUCIUILIMHEI, IPOrpaMMHOE obecrieueHue, mpodeccuoHaIbHbIe 0a3bl TaHHBIX U
MH(POPMALMOHHBIE CIIPABOYHBIC CUCTEMBI.

B pasgene «O0beM U conep)kaHWe IUCIMIUIMHBD) YKa3bIBaIOTCS BCE pasfeNibl M TEMbl H3y4aeMoil
JTMCLMIUIMHBIL, @ TAK)KEe BUJbI 3aHATHI U TNIAHUPYEMBbI 00bEM B aKaJeMHUYECKUX Yacax.

B pasgene «YuebHO-MeTommyeckoe W HMH(OpMAIMOHHOE oOecreueHre AUCHUIUIMHBDY —yKa3aHa
pexoMeHayeMasi OCHOBHAs U IOIOJIHUTEIbHAS JINTEPATypa.

B pasgene «MarepuaabHO-TEXHUYECKOE OOECIeYeHHe IUCLUUIUIMHBL, MPOrpaMMHOE OOecCIeyYeHuUE,
npodeccruoHabHble 0a3bl JaHHBIX U MH()OPMAIOHHBIE CIPABOYHBIC CHUCTEMBD» COAEPKUTCS MEpedyeHb
npodeccuoHaNbHBIX 0a3 JaHHBIX U HHPOPMAIIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX JJIi OCBOCHHUS
JUCLUIUINHBL.

5.2 Pexomennanuu o0y4aromumcs 1o padbore ¢ TEOPETHUECKUMHU MaTepHallaMu 110 TUCIUILIIMHE

[Tpu n3yuennu u npopaboTKe TEOPETUUECKOTO MaTepraia HeoOX0IUMO:

- IPOCMOTPETH €IlIe pa3 npe3eHTaluo Jekuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYE€TOM PEKOMEHJOBAaHHOM JIOMOIHUTEIbHOU
JIUTEPATYPBL;

- IPY CaMOCTOSATEIIBHOM U3yYEHUH TEOPETUUECKON TEeMBbI CJeNaTh KOHCIIEKT, UCTIONIb3Ysl PEKOMEH/I0BAHHbIE
B PITJI ucrounuku, npogeccuoHanbHble 0a3bl JaHHBIX U HHPOPMALMOHHBIE CIIPABOYHBIE CUCTEMBI:

- OTBETUTD Ha BOIIPOCHI JIsI CAMOCTOATEIILHON pabOoThI, TIO TeMe MpecTaBieHHbIe B myHKTe 3.2 PIT/I.

- TP MOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepralibl (hoHa oreHouHbIX cpencts (POC).
5.3 Pexomenmanuu mo paboTe ¢ Hay9HOU U y4eOHOM JIUTepaTypoit

PabGota ¢ OCHOBHOM M JONOJHUTENBHOM JHMTEPATYpOl SIBISETCS IIaBHOM (POpMOI caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHApPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAaHHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M PEKOMEHIOBAHHBIX
HCTOYHHMKOB U JINTEPATYPHI 110 TEMATHKE JIEKLIUH.

KoHCHeKT JIeKInu JOJKEeH coliepKaTh pedepaTuBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKLIUH, B TOM YHCIIE C
ornopoii Ha pa3MmeleHHsle B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYphl IO
TeMaM, BBIBOJBI MO KaXAOMY Bompocy. KOHCIeKT MOXKeT OBITh BBITIONHEH B paMKax pacliedyaTKd BbIIa4uH
Npe3eHTAlUi JIEKIUH WM B OTACNIBHOW TeTpaau mo mpeaMery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKATh HE OTHOCALIYIOCS K TeMe HH(POPMAIUIO HITH PUCYHKH.

KoHcnieKkThl HayyHOW JHUTEparypbl NMPU CaMOCTOSATENBHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI COJEPIKaTh
OTBETHl HA KaX/bli TOCTABICHHBIH B TEME BOINPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJA HM3AAHUS HUCHOJIb3yeMOH HaydyHOW JHMTEpaTyphl.
KoHcniekT MoOXeT ObITh ONOpPHBIM (COAEpXkAaTh JUIIb OCHOBHBIC KIIIOUYEBbIC MO3MIIMH), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0beM KOHCHEKTa
OIIPENIETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JenaTh 3allUCU IO XOAy 4YTE€HHS B BHJIE NPOCTOr0 WIM pPa3BEPHYTOrO IIaHa (co31aBaTh IEPEUYECHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOYHHKE);

- COCTaBJATH TE3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOPOTKOE
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 00001eHe OCHOBHBIX BOIIPOCOB PabOTHI);

- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).
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5.4. PekoMeHaIIUM 11O TIOATOTOBKE K OTACIBHBIM 33/IaHUSIM TEKYIIETo KOHTPOJIS

CobecenoBanue MpenanojaraeT OpraHu3aluio Oecelpl MpernoAaBareist CcO CTyAEHTaMH [0 BOIpPOcam
MPAKTHYECKOTO 3aHATUS C LIEJbl0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
paszgeny, TeMme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIIEHUU, N00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1I.

YCTHBIE OMpOC MOXET TMPUMEHATHCS B pas3audHbIX (Qopmax: (QpoHTaIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaUY€CTBA YCTHOTO OTBETA MOJIJIEIKAIIETO OI[CHKE:

- IPaBUJILHOCTH OTBETA IO CO/IEPIKAHUIO;

- IOJIHOTA U TITyOWHA OTBETA;

- CO3HATENIbHOCTh OTBETA;

- IOTUKa U3JI0KECHUS MaTepuaa;

- pPalMOHAJILHOCTh UCIIOJIb30BAaHHBIX PUEMOB U CTIOCOOOB PEILIEHUS TOCTaBIEHHONW yueOHO! 3a/1auu;

- CBOEBPEMEHHOCTh U 3((HEKTUBHOCTH UCIIOIB30BAHMS HATISIHBIX TOCOOM U TEXHUYECKUX CPEACTB MPHU
OTBETE;

- HCTIOJIb30BaHMUE JIOMOTHUTEIILHOTO MaTepuarna;

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

YCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3CHTALUEH, KOTOpas IMOATOTaBIMBAECTCA IO OAHOMY U3
BOIPOCOB MPAKTUYECKOTO 3aHATH. [Ipy BBICTYIUICHHH C MpE3eHTaluell HeoOX0MuMo oOpaIiath BHUMAaHHE
Ha TaKWe MOMEHTHI KaK:

- colep)KaHUE TPE3CHTALMU: aKTyaJlbHOCTh TEMbI, NOJIHOTA €€ PACKPBITHSA, CMBICIOBOE COJAEp)KaHUE,
COOTBETCTBHE 3asBJIEHHOM TEMbI COJIEP>KaHNIO0, COOTBETCTBHE METOAUYECKUM TPEOOBAHUAM (LIETTU. CCHUIKU
HA PECYpChl. COOTBETCTBUE COACpPKAHUS U JIMTEPATypbl), MpaKTUUeCcKas HaNpaBIeHHOCTb, COOTBETCTBUE
cofiepaHusl 3asBICHHON (QopMe, aleKBaTHOCTh UCIOIb30BAHUSI TEXHUYECKUX CPEACTB YUeOHBIM 3ajiauam,
MOCJIEZIOBATENBHOCTD U JIOTUYHOCTDH MPE3EHTYEMOT0 MaTepuara;

- odopMiieHHE Mpe3eHTAlMU: O00bheM (ONMTHUMATbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpaUKd U aHUMAIMH, 3ByKOBo€ OQOpMIIEHHE, CTPYKTypUpOBaHHE UHOpMAINH,
COOTBETCTBHE 3asiBICHHBIM TpPEOOBAaHUSAM), OPUTHHAIBHOCTH O(OPMIIEHUS, SCTETHKA, HCIIOJIb30BaHUE
BO3MOXKHOCTH MPOTPAMMHOM CpPeIbl, COOTBETCTBHE CTaHIAapTaM o(pOpMIICHUS;

- TMYHOCTHBIE KaueCcTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIOIEHUE pErIaMeHTa, SMOIMOHAIBHOCTh, YMEHUE
OTBETUTH Ha BOIIPOCHI, CUCTEMaTU3UpOBaHHbIE, INTyOOKKE U MOIHbIE 3HAHUS 110 BCEM pa3jiesaM MporpaMMmbl:
- coep)aHWe BBICTYIUICHHS: JIOTUYHOCTh H3JI0KEHHUS Marepualia, PacKpbITUE TEMBI, JIOCTYIHOCTh
uznoxkenus, d3PpdextuBHOoCTh npuMeHeHuss cpeacts HWKT, cmocoObl u  yciaoBHs JIOCTHXKEHUS
pPEe3yNBTaTUBHOCTH W 3(P(EKTUBHOCTH U1l BBIMOJHEHHS 3a/1a4d CBOEH MpOo(eCCHOHAIBHONW WM Y4eOHOU
NeSITeIbHOCTH, JJ0Ka3aTeJIbHOCTh NMPUHUMAEMBIX PEIICHUM, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHMUS,
BBIBO/IbI.

6. YueOHO-MeTOoAN4YecKOe U MHPOPMALIMOHHOE 00ecnieyeHue TUCIHIINHBI

6.1 OcHOBHas nuTEpaTypa:

1. buciokoB, B. M. 3amuTa 1 06paboTka KOH(UICHINATBHBIX JOKYMEHTOB : MpPAaKTUKyM. - Bech cpok
OXpaHbl aBTOPCKOTO TpaBa; 3ammra W o0paboTKa KOH(HUACHIMAIBHBIX JTOKYMEHTOB. - CTaBpOIIOJb:
Ceepo-Kaskasckuii ¢enepanpubiii yauBepcuret, 2016. - 116 c¢. - Tekcr : anekrponssiii / [IPR BOOKS
[caiiT]. - URL: http://www.iprbookshop.ru/66060.html

2. Kynses, H. H., JIémymkun, A. C., ®abpuunos, A. I., Konmpamesa, T. B. Kondunenmuanpaoe

JEIONPOU3BOJICTBO ¥ 3AIUIICHHBIA AIIEKTPOHHBIN JTOKyMEHTOOOOpoT : yueOHuk. - 2021-09-20;
KondunenuanpHoe IEIOMPOU3BOACTBO M 3alIUINCHHBIM JJIEKTPOHHBIN JOKYMEHTOOOOpOT. - MockBa:
Jloroc, 2016. - 500 c¢. - Tekcr : omekrponnbii // IPR  BOOKS [caiir]. - URL:

http://www.iprbookshop.ru/66416.html
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3. Kysnemnora, U. B., Xawarpsn, I. A. KonduaeHmumaipbHOoe IEIOMPOU3BOACTBO W 3alTUIICHHBINA
ANEKTPOHHBIN JOKYMEHTOOOOPOT : yueOHOoe mocobue s OakanaBpoB. - Bech Cpok OXpaHBI aBTOPCKOTO
npaBa; KorduaeHmaipHOE 1EI0MPOU3BOACTBO U 3aIIUIIEHHBIN JIEKTPOHHBINA JOoKyMe. - MockBa: At [1u
Ap Meama, 2020. - 192 c. - Tekcr : onekrponnsiii // IPR  BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/97083.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. Tpososa O. C. Jlenonpon3BoncTso : yueGHoe nocobue. - Momxap-Omna: TToBOmKCKHiT TOCYIapCTBEHHBIIA
TexHojornueckuii ynusepcuret, 2015. - 124 c. - Tekcr : snexrponnsiii // OBC «YHuBepcuterckas
oubmuoTeka onnaite» [caidt]. - URL: http://biblioclub.ru/index.php?page=book&id=439196

3. PeibakoB, A. E. OcHOBBI nenonpou3BoAcTBa : yueOHUK. - 2022-08-04; OCHOBBI A€TONPOU3BOJICTBA. -
Munck: PecniyOnukanckuii ”HCTUTYT npodeccronanbaoro oopazoanust (PUIIO), 2016. - 320 c. - Tekcer :
anekTpoHHbii // [IPR BOOKS [caiit]. - URL: http://www.iprbookshop.ru/67690.html

6.3 VIHpIe MCTOYHUKU:

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

7. MaTepuaJbHO-TeXHHMYeCKOe o0ecnedeHHe TUCHUILVINHBI, IPOrpaMMHoOe o0ecredyeHue,
npogeccnoHanbHbIe 023bI JAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI

Jlng mpoBeneHus 3aHATHM MO JUCHUIUIMHE HEOOXOIUMO ClIeAyIollee MaTepuaibHO-TEXHUYECKOe
oOecrieueHue: ydeOHble ayqUTOPUM JAJsl TPOBENCHUS 3aHITHHM JIEKIIMOHHOTO M CEMHHApCKOro THIIA,
TPYNIOBBIX W WHAMBHUIYaJbHBIX KOHCYJIbTALMM, TEKYLIETr0 KOHTPOJS M MPOMEKYTOUHOM aTTecTaluw,
MTOMEIIEHUS 111 CAMOCTOSITENIbHON paboThI.

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

[TomerieHus U1 CaMOCTOSATENILHONW paOOThl YKOMIUIEKTOBAHbI KOMITBIOTEPHON TEXHUKOH C BO3MOXKHOCTBIO
MTOAKITFOYEHHUS K CceTH "Unrepuet" u obecrnieueHneM JIOCTyIa B AIIEKTPOHHYO
MH(POPMALMOHHO-00pa30BaTEIbHYIO CPEAYy YHUBEPCUTETA.

Jlist mpoBeeHNs 3aHATHI JICKIIMOHHOTO THITA UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIHOHHOTO 000PYI0BaHUS,
o0ecreunBaIIfe TeMaTHYECKUE WILTIOCTpaud (ITPOEKTOP, HOYTOYK, SKpaH/ MHTEPAKTUBHAS JTIOCKA).

JluneH3noHHOE U CBOOOHO pacHpOCTpaHsIeMOe MPOrpaMMHOE 00ecTiedeHHE:
Microsoft Office [Ipodeccuonansusiii moc 2007
Onepanuonnas cucrema Microsoft Windows 10

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

ITpodeccronanbhpie 6a3bl JaHHBIX U UHPOPMAITMOHHBIE CIIPABOYHBIE CUCTEMBI:

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

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

4.  VYHuBepcuTeTckas  OMONIMOTEKa  OHJIAHH:  DIEKTPOHHO-OMONMoTreuHas  cuctema. —  URL:
https://biblioclub.ru

5. Poccuiickas rocynapctBerHas oubnmoreka. — URL: https://www.rsl.ru
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6. Koucynsrant crymenta. ['ymaHuTapHbIe HAyKH: OJJIEKTPOHHO-OMOMMoTeyHass cucrtema. — URL:
https://www.studentlibrary.ru

7. Hayunast snexkrponHas 6ubnmuorexka eLIBRARY.ru. — URL: https://elibrary.ru
8. KOpaiit: snexTponHo-0mbIMoTeuHas cuctema. — URL: https://urait.ru
9. OBC «YHuBepcutetckas 6nbnuoreka onnaiin» . — URL: http://www.biblioclub.ru

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

11. CripaBounas npaBoBas cuctema "KoncynbranT mroc”. — URL: http://www.consultant.ru
12. Hudposoii oOpazosarensHblii pecypc IPR SMART. — URL: http://www.iprbookshop.ru

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

B3aumoneiicTBue mpemnomaBaTenss M CTy[JEHTa B Ipolecce OOy4eHHUs OCYLIECTBISETCS MOCPEICTBOM
MYJIBTUMEUMHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJOTHUH, HUCHOJIb3YEMBIX B
ANIEKTPOHHOH MH(OPMAIIMOHHO-00Pa30BATEILHON CPEie YHUBEPCUTETA.



