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1 OEJIA 1 3AJAYN NU3VYYEHNW A JUCHUITJIIMHDBI

1.1 Hean qucCHMILIHHBI

YueOnslit Kype «Opranu3anus padoTsl ¢ KOHOUASHIMATEHBIMI JOKYMEHTAMI SIBIISICTCS OJJHOM
U3 BelyIIMX B BapUATHBHOW YaCTH AUCIHUIUIMH 10 BEIOOPY CTYJCHTOB, HEOOXOANMBIX P IOATOTOBKE
0akanaBpoB, pabOTAIOUINX B JOKYMEHTHO-KOMMYHHKAIIHOHHBIX CUCTEMaX

JlucuumiinHa HalejeHa Ha IOAr0TOBKY OaKalaBpoOB K:

- MCXKIUCHUILNIMHAPHBIM HAYYHBIM HCCICOOBAHUAM, CBA3aHHBIX ¢ MHHOBAIIMOHHBIMH METOAaMU
pa6OTBI C KOH(l)I/II[eHI_[I/IaJ'IBHBIMI/I JOKYMEHTAMH, X XPaHCHHUEM, O6pa6OTKI/I Hn CO3JaHHuA

KOH(UICHIIMAIEHOTO JIOKYMEHTO000pOTa B YIIPABJICHYECKOW JIEATEIIBHOCTH;
- TOKyMEHTAIlMOHHOMY OOCCIICUCHHIO YITPABJICHHUS,

- OpraHu3ali XpaHCHUA, y4€Ta, KOMIUICKTOBAHUS, SKCIICPTU3bI ICHHOCTH, CIIPABOYHO-
MMOUCKOBBIX CPECACTB U UCIIOJIb30BAHUA JOKYMCHTOB ApXI/IBHOFO (1)0H,I[a Poccuiickoii (bez[epauml u

APXUBHBIX TOKYMCHTOB.

L]enamu npenoaaBaHys JTaHHOW TUCIUIUIMHBI ABJISETCA U3YYEHHUE CTYIEHTaMH BBICIIETO Y4€OHOTrO
3aBEJICHHs HOPM JICHCTBYIOIIEr0 3aKOHOAATENbCTBA B 00J1aCTH 00pabOTKH JOKYMEHTOB, COAEPKAIIUX
CBeJIeHUs KOH(UICHIMAIBHOTO XapaKTepa, MPaKTUKU IPUMEHEHHsI STUX HOPM JJISl UX TOCJIEIYIOLIETOo
KBJIN(ULIMPOBAHHOTO IPUMEHEHUS B IPAKTUUECKOH J1€ATE€IbHOCTH.

1.2 3agauu oCcBOCHUSA TUCHMILJIAHBI.

I[J'IH JOCTHIKCHUA ueneﬁ peHIar0oTCA CIACAYIOIHNEC 3aJa9U U3YUCHU A OTUCHUIUIAHBIL:
Teopemuqecml;l KOMNOHEeHmAa

1) u3yveHne KIacCMYECKUX W COBPEMEHHBIX TEOPHIl KOH(HICHIMAILHOTO JIENOMPOU3BOJICTBA,
CBOMCTB, MPU3HAKOB U BUI0B KOH(UICHIIMATBHBIX JOKYMEHTOB;

2) OCBOGHHE COBPEMCHHBIX MOJEIel M METOJOB OpraHM3alMd  KOH(PHICHIMAIBLHOTO
JEJIONPOU3BO/ICTBA;

lloznasamenvras komnonenma

3) npOBOIUTH aHAIM3 JIOKYMEHTOIIOTOKOB OpPTraHU3allMH, a TOM 4YHCJIe B OOJIACTH JIOKYMEHTOB
KOH(HUICHIIMAIIBHOTO XapaKTepa,

4) CTUMYJIUPOBAHHE CTYJACHTOB K CaMOCTOSTEIIBHOMY aHaJM3y TMIOJIOKEHUI JIEHCTBYIOIIETO
3aKOHOAATECJIbCTBA W IIOHMCKY OITHMAJIBHOIO PCHICHUA TPAKTUYCCKHUX BOIPOCOB HAa OCHOBC
MCIOJIb30BaHUS METO/Ia TPOOIEMHOTO 00YUECHHUS

Ilpaxmuueckas komnonenma

5) bopmupoBaHKe y CTYICHTOB OMbBITa PAOOTHI C JOKYMEHTAMH, COJICPIKAIUMHU
KOH(MUIEHIMABHBIM XapaKTep Ha BCeX ATanax KOHPUACHIINAILHOTO JeIONPON3BOICTBA,;
6) pa3BHUTHE Yy CTYACHTOB HABBIKOB KOMITBIOTEPHOM MOATOTOBKH KOH(DUIACHIIMATBHBIX

JIOKYMEHTOB.



JucnurimuHa cocTouT U3 9 TeM, BKIIOYAOMIMX SISl O4HOTO oOydeHus 18 nexnnonHbix yaca u 18
IIPaKTUYECKUX 3aHATHUS, pACCUMTAHHBIX Ha 1 ceMecTp; U1t 3a04HOr0 00y4YeHUsI — 4 JTEKIMOHHBIX Yaca u 4
yaca MPaKTUYECKUX 3aHITUH.

OT4eTHOCTH:

- JUIsl OYHOT'O OTJICJICHUS B / CEMECTpPE — 3a4eT;

- JJI 3a09YHOTI'O OTACJIICHUS — B 8 CCMECTPEC — 3aUCT.

1.3 MecTo AUCHMIJIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHON NPOrpaMMblI

Hucuumnuna «Opranuzanus padoThl ¢ KOHGUIACHIMAIBHBIMU JOKYMEHTaMH» OTHOCUTCS K
BapUaTHBHOW 4YacTu muciumuinH 1o Beioopy OOII GakamaBpuata «OpraHU3allMOHHOE MPOCKTHPOBAHHE
JIOVY B opranuzanuun» (b.1.B.JIB 14).

N3yuenue AUCIUTUIMHBI 0a3UpyeTCsl HAa TEOPETUUECKOM 0a3e, OCBOCHHOW CTYICHTaMHU MPU
M3Y4YeHUU JUCIMILIMH B paMKax OakanaBpuata 3a 1,2,3 Kypchl, IpeICcTaBICHHbIX B Ta0nuie 1.

Tabnuna 1 — Juctunnuael 6akanaBpuata
Jucuunnuna Bompocsr (Tembl), 3HaHHE KOTOPHIX HEOOXOIUMO MPH U3yYECHUH TaHHOM

JUCLUILINHBI

1. loxymentoBenenue | CucreMsl nokyMeHTanuu. HopmaTtuBHO-TIpaBoBasi 6a3a Jeonpon3BOICTBA.

Knaccmbnxaunﬂ HOKYMCHTOB. IToaroroska JAOKYMCHTOB K CJ1a4€ B apXHB.

2. Opranuzanus 1 OpraHu3anroHHO-paclopsAUTEIbHbIE U HTHPOPMALIMOHHO-CIIPABOYHBIE
texHojorus JOY JNOKyMeHTHhI. Perucrpanus 1okymMeHTOB. KOHTpOJIb HCIOJHEHUS JOKYMEHTOB.
dopmupoBaHuE U XpaHEHUE el B Aesonpon3BoacTse. Opranuzanus

APXUBHOTI'O XpAaHCHUSA JOKYMCHTOB.

3 Opranusamuonnoe | [pUHUMNBI OpraHu3aLMoHHOro NPOEeKTUPOBaHMA CUCTEMDI
AOKYMeHToobopoTa opraHusaumu. CoctaB CNYXKObI A0Y,

IIPOCKTUPOBAHUC
P p AOKYMeHTaUMOHHOEe obecneveHme cosgaHua cayxxool J0Y.

CITYXOBI
JIOKYMEHTOBEACHUS U

AOKYMCHTOIIOTOKOB

4. UadopmarimoHabie MHd)OpMaLl,MOHHbIe TEXHOJ/IOM'MMN AOKYMEHTALMOHHOIO obecnevyeHus

yn paB}'IeH'-IeCKOI\;i AeATENIbHOCTH.
TEXHOJIOTUHN

HOJ'Iy‘-IeHHBIe B IIponecce O6y‘IeHI/I5[ 3HaHUA MOT'YT OLITH UCITOJIb30BAHLI IIPpU U3YUCHUHN TAKHUX
JUCHHUIIIINH, KaK: ((I/IHCI)OpMaL[I/IOHHI)Ie TEXHOJIOT NN pa6OTBI CO 3HAaHHUAMMN, ((HOKYMGHTaHHOHHBIﬁ

MCECHCIPKMCHT».

1.4 IlepeyeHb MUIAHNUPYEMBbIX Pe3yJIbTATOB 00y4YeHHs M0 JUCIUILINHE, COOTHECEHHBIX €

IUIAHMPYEeMbIMH Pe3yJIbTATAMM 0CBOCHHUsI 00pa30BaTeIbHON NMPOTrPaMMbI
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I/IsyquI/Ie yqe6H0171 JUCHUITIIMHBI ((Ka,[[pOBOC ACIOIIPOU3BOJACTBO U ApXHBbI JOKYMCHTOB I10

JUYHOMY COCTaBY» HAlpaBjieHO Ha POpMUpPOBaHUE Yy 00YyUAIOIIUXCS HEOOXOAUMBIX JUIsl (PAKTHUECKOTO

MIPOSIBJICHUS 3asIBJICHHBIX KOMIIETCHIIMH MPEICTaBICHUH, 3HaHUI , YMEHHIA U HaBBIKOB. B Tabnmue 2

MpCaACTaBJICHBI TpC6OBaHI/I$I (KOMHGTGHHI/II/I) K U3y4YCHUIO CTYACHTOM JUCIHUIIIIMHBI.

Tabnuma 2 — TpeGoBaHus K pe3ybTaTaM OCBOEHHUS 00y4alOIIUMUCS AUCHUTIIIMHBI

No Nunexc Copneprxanne B pesynprare m3ydeHns yaueOHOH TUCIUIUIMHEI 00yJaromuecs TOJDKHBI
KOMITCTCHITHH KOMITCTCHITUN 3HATh YMETb BIAJETh
(wn ee 9acTH)
1 BJIQICHUEM HaBBIKAMH 3HaTh MpUeMBbI pabOTHI ¢ Bianets HaBEIKaM#
pa60T[,] C JOKYMECHTaMH, YMmerh TMIPUMCHATH pa6OTBI C
JIOKYMEHTAMH, COJIEPKAIUMHU HaBBIKH pabOTHI C JOKyMEHTaMH,
MK-38 COIepIKALIMH HHPOPMAIHIO JIOKyMEHTaMH, conep KaIMu
uHGbOpMAIHIO OIPaHMYEHHOTO JOCTyma | COACpXKallluMU uHpopmarmio
uHpopMaLKIO OTPaHHYIEHHOTO
OTPaHHYCHHOr0 OrPaHHYEHHOTO I0CTYNA | mocTyma
JIOCTyTIa
2 3HaHUEM TpeOOBaHUil K | 3HATh TpeOOBaHHSA K Bragets TpeOOBaHUAMH
OpraHu3anuu OopraHusanun K OpraHu3anuu
obecrneueHus obecreyeHus VMeTh 00ecreunBarhb obecrnieqeHus
TIK-40 COXPAHHOCTH COXPaHHOCTH COXPaHHOCTh COXPaHHOCTH
JIOKYMEHTOB B apXHBAX JIOKYMEHTOB B apXUBaX JOKYMEHTOB B apXHBax JIOKyMEHTOB B apXHUBax

2. CTPYKTYPA U COAEPKAHUE IUCLHUITJIIMHBI

Ounas ¢opma 3aounas popma
Buabl padoTsi Bcero Cemectp Bcero CemecTpsl
4acoB 7 cemecTp 4acoB 8 cemecTp
OO0uiasi TPy10€eMKOCTD, Yac 72 72
AynurTopHasi padora 36 36 8 8
B ToM uucne:
3aHATHS JIEKIIHOHHOTO THIIA 18 18 4 4
3aHATUS CEMUHAPCKOTO TUIIA
(ceMUHApBI, MPAKTUYECKUE 3aHATHS,
18 18 4 4
NPaKTUKYMBbI ¥ HHBIC aHAJIOTHYHBIC
3aHATHUSA)
JlaGopaTopHbIe 3aHATHS
CamocTosiTeibHAs1 paboTa 32 32 60 60
B Tom umce:
Kypcosas pabora (KP)




PacuerHo-rpaduueckoe 3aganue (PI'3)

Pedepar (P) 12 12 18 18
Occe (D) 8 8 10 10
CaMocTosATeIbHOE U3YYCHUE PA3/ICIIOB 10 10 32 32
CamonoaroroBka

KoHTtponupyembie caMOCTOSATEILHON

paboThI 4 4 4 4
IHoaroroBka u crava IKk3amMeHa 2 2 2 2
Bua UTOroBOro KOHTPOJIA 3ayer 3ayer
Oomas yac. 72 72
TPY10eMKOCTh 3a4.ell. 2 2




2.2. CTpyKTYypa QM CHUIINHbBI

Pacnipenenenrie BuoB yueOHOM paOOTHI U UX TPYTOSMKOCTH IO pa3/iesiaM U TeMaM JUCITUIUIMHBI ISl CTYICHTOB OYHOW U 3a04HOU Gopm

00y4eHHs PECTABICHO B Ta0nuIE 4.

KoanuecrBo vacos, O®O

KoauuecTBo uvacos, 30

3
=
g g Bcero AymuropHas pabora Bcero | Ayamropnas pabora
s B CPC CPC
= HaumenoBanue paszaennos J1 TP JIP J1 1P JIP
>
1 2 3 4 ) 6 7 8 9 10 11 12
1 ITonsiTHE U OTINYNTENbHBIC IPU3HAKH 6 2 2 2 8 2 6
KOH(HACHIHMAJTBHOI0 1eJIONPOU3BOACTBA
2 M CcTOYHUKH HOPMATHBHOTIO PeryJIHupOBaHust 6 2 2 2 6 6
KOH(UACHIMAJIBHOI0 AeJIONPOU3BOACTBA
3 Karteropuu cBeaenuii KOHGUICHIHAIBHOIO
xapakrepa. O0ecneuyeHne COXpAHHOCTH KOMMeP1¢ 8 2 2 4 8 8
TallHbI.
4 Cucrema ocTyna K KoHpuaeHuuaabHoii ungopm 8 2 2 4 6 6
5 Ioaroroska u u31aHue KOH(PUICHIHATBLHBIX 10 2 2 6 10 2 8
JTOKYMEHTOB
6 Opranuszainus paGoThl ¢ NEPCOHAIbHBIMYU JaAHHBIN 8 2 2 4 8 8
7 Opraﬂmaunﬂ KOH(I)I/IIleHIII/IaJILHOFO 12 2 2 8 10 2 8
JTOKYMEHT0000pOTAa
8 qDOpMHpOBaHI/Ie KOH(bI/IJIeHIII/IaJ'IBHBIX JC€JI U IIOAT'0OTOBKA UX
8 2 2 4 10 2 8
K Iepcaavc Ha apXUBHOC XpPAaHCHHUC
9 Pexxum cOXpaHHOCTH U KOHTPOJIb HAJTUYHUS 6 2 2 2 6 6
KOH(HICHUHMAJTbHBIX JOKYMEHTOB
3auer
UToro 72 18 18 36 72 4 4 64




2.3 CopaeprxkaHue pa3ziesioB U TEM AUCHUILIUH

2.3.13aHATHS JIEKIMOHHOI0 THIIA U MPAKTUYECKUX 3aHATHI

Ounas popma

3aounas popma

Ne o0yueHust o0y4eHust
HaumeHoBaHue pa3ieia u
Pa3nena Copaepxxanue TeMbl dopma dopma
TeMbl
H TeMbI Bpems TEKYILIEero Bpems TEKYILIero
KOHTPOJIA KOHTPOJIS
1 IHousiTHE M OTJIMYUTEJL [IoHATHE 1 0COOCHHOCTH KOH(DUICHIIMATIEHOTO OGcyxaeHHe OGCyKaeHHE
NPU3HAKH nenonpousBoacTBa. Kondunenmmansuoe ) )
JIETTIONPOU3BOJICTBO KaK COCTaBHAs 4acTh BOIIPOCOB BOIIpOCOB
KOH(UIECHIHAIBHOI'O N
yrpaBieH4ecko AestensHocTd. KonduaenuuaapHoe TEMEL TEMEL
ACJT0NPOU3BOCTBA JICJIOPOU3BOJICTBO U OTKPBITOE JIETIONPOU3BOJICTBO
2 M CcTOYHNMKH HOPMATHBH 33aKOHOZATEIBHOE U HOPMATHBHO-METOIMIECKOE 2 Kpyrasiit cton Pedepar
pery/impoBaHus PEryJIMPOBaHUE OPraHU3alMU PaboThI ¢ JOKYMEHTAMH
KOH(PHUACHIHMATBHOTO
OTPaHUYEHHOTO JIOCTYIA.
ACJTOIPON3BOJACTBA
3 Kareropuu cBenenmii Omnpenenenne cocraBa KOH(UIEHITHAIBHOM 2 9CCE
KOH(PUIEHUHAIBHOIO | yydopmaruu 1 10KyMeHTOB. OCHOBHBIE Tarlbl
xapakrepa. QO0ecneveHy y y
cocrasiieHus [lepeuneit KoHpUASHITHATEHON
COXPAaHHOCTH KOMMEPUE
TaHBL uHpOpMaLUU U JOKYMEHTOB (pupMbl. CTpyKTypa
[Tepeuneit, mopsaaok ux yreepxaeHus. ['puds
KoH(puaeHIManbHOCTH. CpOKH KOH(PUIEHITUAIBHOCTH.
Odopmnenune n3mMeHeHn, BHOCUMBIX B [lepeunn
KOH(HIEHIIMATBHON HH(OPMAIH U TOKYMEHTOB.
4 Cucrema gocryna K [TonsiTHE cUCTEMBI JOCTYTA K KOH(DUICHINATbHBIM 2 Konnoksuywm, Pedepar
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KOH(PUACHIMAIbHOU
HH(pOpMALUHA

nokyMeHTaM. TpeGoBaHuUs K CUCTEME JIOCTYIA K
KOH(HICHIIMATIBHBIM JOKYMEHTaM. Pa3permmrenbHblii
MOPSAIOK pabOThI ¢ KOH(MUICHIINATLHBIMU
nokymeHnTamu. «[lonoxkeHue o pexxnme KOMMEpUECKOi
(ciy»xeOHOM) TaltHbl opranu3anuun». OTBETCTBEHHOCTh
3a HapyLICHUE PeXUMa KOH(PHUICHIINATEHOCTH.
Odopmnenue paspelnieHuii Ha paboTy ¢
KOH(UICHIMATBbHBIMUA JoKyMeHTaMu. CoraiieHue o

HEepasIIallleHu KOMMEPYECKOU TalHBI.

pedepar

IToaroroBka u u3ganue
KOH(PUIECHIMAIbHbIX
JTOKYMEHTOB

OcHOBHBIE 3TaIlbl IOATOTOBKH U U3/1aHUS
KOH(pHIEHIIMATIBHOT 0 10KyMeHTa. OpopmiieHre U y4eT
HocuTelnel KoH(puaeHInalIbHOW HHPOpMALIUH.
W3rotoBneHue U yueT NpoeKTOB KOHPHUAECHINATbHBIX
JIOKyMEHTOB. YueTHbie hopmbl. OdopmieHue
U31aBaeMbIX KOH(PUICHIIMATbHBIX JOKYMEHTOB.

PexBu3uTHI KOH(I)I/IJICHI_II/IEUIBHOFO JAOKYMCHTA.

[enoBas urpa

Pedepar

Opranuszanus padoTsl ¢
MEePCOHAJbHBIMH JAHHb

[Tonsitue MePCOHANBHBIX JTAaHHBIX. Cocras
[IEPCOHAIBHBIX JaHHBIX. Knaccudukanms
MEPCOHANBHBIX JaHHBIX. DOPMUPOBAHKE JIMYHOTO JIeTIa.
[Tomygyenue wu o00paboTka TEPCOHAIBHBIX JIAHHBIX.
Omnpenenenue Kpyra JUI, UMEIONIUX MPaBO AOCTYyNa K
MNEPCOHAJIBHBIM  TAHHBIM. Hepenaqa NEPCOHAIBHBIX
naHHbBIX. OTBETCTBEHHOCTh 3a HAPYIICHHUS peXHMa
34l THI ICPCOHAJIBHBIX JTaHHBIX.

Ormpoc,
MIPAKTUYECKOE

3aJaHucC

OCCE

Opranusanus

IHoaroroBka u u3nanue J0KymMeHToB. Joctym,

[IpakTnueckoe

[IpakTrueckoe
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KOH(PUACHIMAIBHOIO | U3TOTOBJICHHE, OTIIPABKA JOKYMEHTOB. Y4eT 3aJaHHe 3a]1aH1e
TOKYMEHT0000poTa JOKYMEHTOB. XpaHeHHEe U YHHYTOKEHHUE
JTOKYMEHTOB
8 dopmupoBaHHe Cocrasienue u opopmiieHHe HOMEHKIIATYP Jenosas urpa Pedepar
KOH(HICHIIMATIBHBIX AT U | KOHOUACHIMAIBHBIX Jesl. TpeOoBaHus K 3ar0JIOBKaM 1
MOJTrOTOBKA UX K nepefaue | nen. MHaekcamnms nen. DKCnepTr3a eHHOCTH )
Ha apXHMBHOE XpaHEHUE KOH(HICHIIMATBHBIX JOKyMeHTOB. [TonroroBka
KOH(DUACHIIMATBHBIX 1SN U JOKYMEHTOB U1l apXUBHOTO
XpaHCHUSI.
9 PeskuM COXPAHHOCTH M | PexXuM XpaHeHUs: KOHQHICHIMAIBHBIX JOKYMEHTOB. Komnoksuym KonnokBuym
KOHTPOJIb HAJTN1MHA TpeGoBanus k xpanumunly. Ilopsaok obpamienus ¢
KOH(l)I/II[eHIII/IaJ'ILHI:IX
KOH(UACHIIMATBHBIMU TOKyMeHTaMu. [Topsiiok BbIaun
JTOKYMEHTOB
¥ paboThI C KOHPHUICHINATBHBIMU JTOKYMEHTaMH.
[TpoBepky HaMM4YMsI KOH(PHUICHINATBHBIX TOKYMEHTOB. 2
Hasnadenue, BUIbI U IPUHIIHITBI TIPOBEICHUS
POBEPOK. AKTHI MpoBepoK. [IpoBeneHne BHyTpeHHUX
paccienoBaHuil o GakTaM yTpatsl (pa3riiameHus)
KOH(UACHIIMATBHBIX JOKYyMEHTOB.
Bcezo 18

2.3.2 JIaGopaTopHbIe 3aHATHS

JlabopatopHble 3aHATHS HE TPETYCMOTPEHBI.
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2.3.3 [IpakTnyeckue (ceMUHAPCKHE) 3aHATHUSA

Ounas gpopma

3aounas gopma

00y4eHus 00y4eHus
No HaumenoBanue pasnena u .
Temaruka npakTHYeCKUX 3aHATUN (CEMHUHAPOB) dopma dopma
TEMBI TEMBI
Bpems TEKYILETO Bpems TEKYLIETO
KOHTPOJIS KOHTPOJISI

1 IToHsiTHe M OTJIMYMTEIb O6cyxnenune
NpHU3HAKH [ToHsiTHE M 0COOEHHOCTH KOH(UACHIIUATEHOTO 2 BOIIPOCOB
KOH(PUAEHINATBHOTQ | [CIONPOU3BOJICTBA.

TEMBI
ACJTONMPON3BOJACTBA

2 N CTOYHUKH HOPMAaTHUBH 3aKOHOIaTEIILHOE U HOPMAaTUBHO-METOJUYICCKOC HpaKTI/IIIeCKO
peryimpoBaHus PEryIMPOBaHKE OPTAHU3ALMHU PAOOTHI C JOKYMEHTAMHM 5 € 3a1aHue
KOH(pUIEHIHMAJIBHOI'O

OTPaHUYEHHOTO JOCTYIIA.
ACJIOIPOMU3BOACTBA
Ilpakmuueckoe 3ad0anue 1

3 | KaTeropuu cBeaeHHii IIpaxtudecko

KOH(MIEHINATBEHOTO Omnpenenenue cocraBa KOH(OUIESHITHATEHOM HHQ)opMaufm u e sananme
nokyMeHTOB. OCHOBHBIC ATambl cocTaBieHus [lepedneit 2

xapakrepa. QdecneueHy y
KOH(HICHIIMATHHON HHOOPMAIMH U JIOKYMEHTOB (DUPMBI.

COXPAHHOCTH KOMMEPYE 17qxmuyeckoe 3a0anue 2

TANHBI.

4 Cucrema gocTyna K TpeGoBanus K crcTeMe AOCTyMa K KOH(PHIEHIIUATbHBIM Kpyrasrit [TpakTudeckoe
KOH(pHIeHIHAIbHOMH noxymenTtaM. OQopmiIeHre pa3peleHuii Ha paboTy ¢ croin 1, sced 3alaHue, 5CCH
undopmanun 2

KOH(HUICHIIMATLHBIMHA JJOKYMEHTaMHU.
Kpyznouii cmon 1

5 MoaroroBka u u3aanue | OCHOBHEIE 5Tanbl HOATOTOBKU U M3aHUS 5 JlemnoBas ) Pedepar

KOH(MIEHIMATBHBIX KOH(UICHIINATEHOTO TIOKYMEHTA. nrpa
Jenosasn uzpa 1: IlogroroBka KOHGUIECHIIUATHHBIX

11




JOKYMEHTOB NOKYMCHTOB.
Opranuszanus padoTsl ¢ Knaccudukanus nmepcoHaibHbIX JaHHBIX. DopmMupoBanue ) Ocer
MePCOHAIbHBIMH JaHHB HIHOTO Ac7a.

Cocmasumb 3cc)
Opranun3anus Opranuzanus  KOHMUACHIMAIBLHOTO  JIEIOMPOU3BOJICTRA. Jenoas Coo0uienue ¢
songmicmuaoro | Ao o onpae oo Vi 2y,
JTOKYMEHT0000poTa M - AP i Y

Jenoeas uzpa 2
dopmMmupoBaHHE Cocrasnenue u opopmiieHne HOMEHKIIATYP [IpakTuuec-
KOH(UICHIIMATBHBIX e U | KOHGUACHIUATILHBIX J1e1. TpeOoBaHMS K 3ar0JI0BKaM JIeTl. KO€ 3aJIlaHHe
MOJTOTOBKA WX K mepemade | Mupekcammst nen. DKCepTru3a EHHOCTH KOH(PUACHIINATBHBIX 2
Ha apXUBHOE XPaHCHHUE JIOKYMEHTOB.

Ilpakmuueckoe 3a0anue 3
PexxuM cOXpaHHOCTH U Pexxum xpaneHus KOHPUICHITUATBHBIX TJOKYMEHTOB. Kpyrasriit
KOHTPOJ/Ib HAJTN1MHA [Tops ok oOpamenus ¢ KOHPHUIEHINATLHEIMA TOKYMEHTAMH. cToI
KOH(PUICHIINAJBbHBIX

huzeHu [Topsimox BeIauM U PabOTHI C KOH(PHUIECHIIUATBHBIMHU

JOKYMEHTOB 2

nokymeHTamu. [IpoBepku Hamu4usi KOHPUIEHITUATBHBIX

JIOKYMEHTOB.

Kpyenouii cmon 2

Bcezo: 18
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Ilpakmuueckoe 3ad0anue 1. HopmatuBHO-TIpaBoBasi 6a3a opraHu3aiuu padoThI C
KOH(I)I/IlleHLII/IaJIBHBIMI/I AOKYMCHTAaMHU.
[IpoananusupyiiTe 3aKOHOJATENbHbIE aKThI, pErJIaMEHTHPYIOIINE PadoTy C

KOH(bI/II[eHI_II/IaJ'II)HI)IMI/I JOKYMCHTaMH, U COCTaBbTC Ta6n1/1uy:

Haseanue 3axonooamenvrozo akma Peznamenmupyemvie 6onpocwi
1 1.

2.
2. 1

2.

Ipakmuueckoe 3a0anue 2.

1. Ha ocHOBe M3yueHHUs 3aKOHOJATENbHBIX aKTOB COCTaBbTE U O()OPMUTE B COOTBETCTBUH C
TpeOOBaHUSAMH NEPEUHH KOH(UIEHINANBHON MHPOPMAILIMU U U3/1aBaeMbIX KOH(DUICHIINATbHBIX
JIOKYMEHTOB /1151 KOMMEpPYECKOH (PUPMBI.

2. CocraBbTe IIpUKa3 0 BBCICHUU IepeyHs B JENCTBHE.

Kpyznwiit cmon 1: Opranu3zaiusi CUICTEMBI T10CTYIA K KOH(UICHIIMATEHBIM JOKYMEHTAaM.
Bomnpocsr a5t o0cyxaenus.

1. TpeGoBaHus K CUCTEME JOCTYyNa K KOHPUACHIIUATHHBIM JOKYMEHTAM.

2. CyImHOCTh pa3pemnTeIbHON CHCTEMBI IOCTyIAa K KOH(PUICHIINATBHBIM JOKYMEHTAM.

3. Tlopsmok pa3pabotku u coaepxkanue «[lonmoxeHHs O peKUME KOMMEPUYECKOM
(cimyxeOHOM TallHBI OpraHU3AIUN.

4. Odopmiienue noctymna K KOHUISHITUATBHBIM IOKYMEHTAM U OTBETCTBEHHOCTD

COTPYAHUKOB 3a HAPYUICHUC PCKUMA KOH(I)I/IILCHI_[I/IaHBHOCTI/I.

/Jenosas uzpa 1: IlonrotroBka KOHQUAESHIHMATBHBIX JOKYMEHTOB.



3agaHus 71 UTPHI:
1. Pa3zpaboTaiiTe cucTeMy y4eTHO-PETUCTPAIMOHHBIX (POPM JJIsi KOHTPOJIS 32 HOCHTEIISIMHU

KOH(HICHIIMATHHON HH()OPMAIH U IPOEKTAMHU JIOKYMEHTOB.
2. Oopmure KOH(DUISHITMATBEHBIA JOKYMEHT CO BCEMU HEOOXOUMBIMUA PEKBU3HTAMHU.

Menosas uzpa 2. Opranuzanusi KOHQUIECHIINATLHOTO JACIONPOU3BOICTBA.

3agaHus AJ1s1 UTPHI:
1. IIpoBenuTe 00pabOTKY U PETUCTPALIMIO KOMIUIEKTA BXOJAIIUX U UCXOISIIUX
KOH()HICHIIMATBHBIX JOKYMEHTOB, MOJIYYCHHOTO OT mpemnoaaBaTens. [IpoctaBpTe

BCC H606XOI[I/IMBIC OTMCTKH U MHACKCHI HA I[OKYMGHT&X.
2. 3anonuute xypHan ydyera K]l BbiieIeHHOTO XpaHEHUS U KapTOUKYy ydeTa
BbIJJa4YU KOH(bI/II[eHIII/IaJ'IBHOFO JOKYMCHTA.
Ilpakmuueckoe 3a0anue 3.
1. CocraBbTe HOMEHKIATYPY KOH(PHUASHIUATBHBIX AeT (Gupmbl. OnpeaenuTe, 4To OTINYAeT

NPECTaBICHHYIO (POPMY OT OOBIYHON HOMEHKIIATYPHI Jell.
2. OdopmMuTe cCHpaBKy-3aMeCTUTENb, BHYTPEHHIOKO

KOH(HICHIIMATIHHOTO JIea.

OITUCH n JIUCT 3aBCPUTCIIb

Kpyenwuii cmon 2: Opranuzanus XpaHeHUs] KOH(GUIEHITUATbHBIX JOKYMEHTOB.

Bormpocs! maiist 06CyKaeHust:

1. OcobeHHOCTH IKCTIEPTU3BI IEHHOCTH KOH(PUACHITUATBHBIX JOKYMEHTOB.
2. [ToaroroBka KOHPUACHIIMAIBHBIX JOKYMEHTOB K apXHUBHOMY XPaHEHHUIO.

3. Pexxum XpaHCHUA KOH(l)I/Il[eHL[I/IaHBHBIX AOKYMCHTOB U ITOPAJO0OK MX BbIJA4H.

4. TlpoBepku Hamu4us KOH(GUIEHIIMATBHBIX JOKYMEHTOB.

5. HOpHI[OK YHHUYTOKCHUA KOH(l)I/Il[eHL[I/IaJ'IBHBIX JOKYMCHTOB.

2.4 IlpumepHasi TeMAaTHKa pedepaToB M 3¢cI:

Temvr pepepamos:
1. TlonsaTHe KOHPUACHINATHLHOTO AeI0NPOU3BOACTBa. [Ipr3Haku KOH(pUIECHIIMATBEHOTO

JIEJIONIPOU3BO/ICTBA.
2. TIpuHIHIIBEI KOHPHUIESHIINATHHOTO ICTOMPON3BOJICTRA.



3. KonduaeHmansHOCTh U OTPAaHUYEHHOCTD JOCTYIa KaK MPaBOBbIE KATETOPHUH.
OobmenocrynHas nHGopManus 1 HHGOPMAIHs OTPAHUYSHHOTO JOCTYTIA.

4. VcTopus pa3BUTHS 3aKOHOJATEILCTBA B Chepe 3alUThI 1 000pOTa TOKYMEHTOB
KOH(UICHIIMATILHOTO XapaKTepa.

5. XapaKTepUCTUKA HCTOYHUKOB PETYIMPOBAHMs OTHOIIEHHMI B chepe 060pOTa M 3aIMThI
JOKYMEHTOB, COJIEpKaIllUX CBEJCHUS KOH(PHICHIIMAIbHOTO Xapakrepa. Kimaccudukartop
IIPABOBBIX aKTOB.

6. Ciy)xeOHBIE CBEJICHHUSI, COCTABJISAIONINE CIY)KEOHYIO TalHY.

7. CBeneHus, cBA3aHHBIE C IPO(ECCHOHANBHON JEesITeNbHOCTBIO (BpaueOHas1, HoTapHabHasl,
a/IBOKaTCKas TaifHa, TailHa epenCKH, TeIe()OHHBIX IIEPETOBOPOB, IIOYTOBBIX OTIIPABICHUH,
TeserpadHbIX UM WHBIX COOOIEHUH U TaK Jlanee).

8. MeponpusiTusi, HalpaBJICHHbIEC Ha 3AIIUTY KOMMEPUYECKON TaiHBI.

9. lonstue cnyxedHoM Taitnbl. I'pud «Jl1s cryxeGHOT0 MOIL30BAHKSY.

10. TMopsimok oOpareHus ¢ TOKYMEHTaMHU, COJIEPKAITUMHE CITYKeOHYI0 HH()OPMAIIHIO
OTrPaHMYEHHOI'0 PAaCIPOCTPAaHEHUS.

11. IloHsATHE EepCOHATBHBIX JaHHBIX. MIcTOpHS pa3BUTHS 3aKOHOIATEILCTBA O
NIEPCOHAJIBHBIX JaHHbIX.

12. Knaccudukanus nepcoHaIbHbIX JaHHBIX. POPMUPOBAHUE JTUYHOTO JIENa.

13 Ocobennoctu peryinpoBaHus OTHOIIICHUH I10 3alIUTe MNEPCOHAJIbHBIX JJaHHbIX
TOCYHJapCTBCHHBIX CIIY’KalllUX. CDOpMI/IpOBaHI/Ie JIMYHOTO AeJia rOCyAapCTBCHHOI'O CIIY>KAICTO.
14, PerJ'II/IpOBaHI/Ie OTHOIIICHUM 10 MMOBOAY NEPCOHAJIBHBIX JaHHBIX Ha JIOKAJIbHOM YPOBHC.

OTBETCTBEHHOCTH 3a HapyHmICeHUs peKrMa 3allIUThI IICPCOHATIBHBIX TAHHBIX.
15. Yuer koHPUACHIHAIBHBIX JOKYMEHTOB. XpaHEeHHE U YHUYTOKEHHUE

JTOKYMEHTOB.
16. IlepBbie akThl B 00s1acTH 3aUThl HHGOpMay. PexxnuMbl KOHPUAEHIIMATBHOCTH.

Temwt 5¢co:

1. Tlonarue KOH(UIESHINAILHOTO JEIOIPON3BOICTBA

2. Tlonstue n npu3Haky TaiHel. OCHOBAHMS I OTHECEHHS CBECHUH (MH(pOPMAIH, TOKYMEHTOB) K TaifHe.

3. Buze! Taity.

4. CoBpeMeHHOE POCCHHCKOE 3aKOHOJATEILCTBO B OOJACTH 3aIIMTHI CBEACHHH, OTHECEHHBIX K KaTerOpHH
TaHBIX.

5. TlomsArtue noctyna K JOKYMEHTaM.

6. [ocynmapcTBeHHas TaiiHa: TIOHATHE, 3AKOHOAATENBCTBO.

7. Tlonstue KOHGUIACHIHATHHON HHDOPMAIIHH.

8. Buabpl uH(bOpManuKM, OTHECEHHOW B COOTBETCTBHUHM C JECHCTBYIOIIUM 3aKOHOJATEIbCTBOM K KaTErOpHU
KOH(HICHIINATBHOI.

9. CoBpeMeHHOE poccHiicKoe 3aKOHO/IATEIbCTBO B 00J1aCTH OTHECEHUsI HHPOpMaINU K KOHPHUICHIINATIBHONU 1
€€ 3allUTHI.

10. ITonsaTue TaifHBI CIEACTBUS U CYIOTIPOU3BOACTBA.

11. Jlnynas TaifHa WK TallHA YaCTHOW YKHU3HU TPaKJIaH.

12.TIpoteccnonanbHas TaliHa.

13. Kommepueckas TaiiHa

14. CnyxeOHas TaitHa

15. Opraamzanus paboTs! ¢ KOH(GUACHINATHHBIMI JOKYMEHTAMHU

16. [lTokymMeHTHpOBaHue KOHPHUICHIIMATEHON HHPOPMAIN

17. Cuctema 3amuThl KOHQHICHINATBHBIX JOKYMEHTOB

18. TToaroToBKa KOH(pUICHIMAIBHBIX JOKYMEHTOB K apXUBHOMY XPaHEHHUIO WIM YHHYTOXKEHHIO



Tpebosanus k oghopmaenuro pechepama, 3¢ca:

PedeparuBHoe cooOmienune numercs Ha auctax Gopmata A4. Tekct u Apyrue 3eMeHTHI
pedepara MOryT OBITH HalleyaTaHbl HA KOMIIBIOTEPE MWIIH BBIOJIHEHBI PYKOIMUCHBIM CIIOCOOOM.
O0nem pedepara 1omKeH cocTaBaTh 10-12 MamMHONMCHBIX WK 12-16 pyKOTTMCHBIX JIMCTOB.
[Tpu pacnonoX)eHnn TEeKCTa Ha JIMCTE TOJKHBI ObITh BhIIEpXKaHbI moJis: cieBa-30, cnpasa-10,
cBepxy-15, cauzy-20 Mm.

Yka3bIBaeTcsi TUTYJIbHBIN JIMCT, IUIaH, BBeACHUE (LIENU U 337a4H, aKTyalbHOCTh), OCHOBHAS
4acTb, 3aKJIIOUYEHHUE, CIIMCOK UCIOIb30BaHHOM uTepaTyphl. OCHOBHAS Y4acTh AOKHA
MOJTHOCTBIO PacKpbIBaTh TeMy pedepara.

Jlutepatypa: {5 packpbIThs cOiepKaHNs BHIOPAHHOM TEMbl PEKOMEH1YETCSI UCII0JIb30BATh

JIFOOBIE y‘{e6HO-MeTO,Z[I/IquKH€ HOCO6I/I$I, U3aaHusa HepHOHquCKOﬁ eyaTu.

3 OBPA3OBATEJIbHBIE TEXHOJIOI'MU

3.1 ®opmbl NpoBeeHUs] 3AHATHI 10 TUCHUIJIMHE
OO6pa3zoBaTeabHbIC TEXHOJIOTHH, HCTIOIb3yEeMbIE TIPH peaTu3alliy pa3InNuHbIX BUJIOB
yueOHOU e TeNbHOCTH:

- JICKOWHN: HHTCPAKTUBHBLIC (}II/IaJ'IOFOBI)IG) u HpO6HeMHBI€ C KOMIIBIOTCPHBIMU
MPE3CHTAIHUAMU

- MPAKTUYCCKUC 3aHATHUSA: KOMIIBIOTECPHAA MOJACIIMPOBAHUC.

TpaI[I/IHI/IOHHI)IG O6p330BaTeJ'II)HI)Ie TCXHOJIOTHU: MMPAKTHYCCKUC 3aHATHUA U JICKIUH.

TexHomorus HpO6J’I€MHOrO O6y‘IeHI/I${Z JICKOUA — IUCKYCCUA, HpO6J’ICMHa}I JICKIUA,

KOMIIBIOTCpHAA IMPE3CHTALIUA. Ha nmexnusx m3nararoTcss OCHOBHBIE TCOPCTUYICCKUC TTOJIOKCHUA U

KOHIICTIIIHS Kypca, Jarolue CTyIeHTaM HH(OpMaIlii, COOTBETCTBYIONIYIO MPOTPaMMe.

3amaua MpaKTUYECKUX 3aHITHI — PA3BUTHE Y CTYICHTOB HABBIKOB IO MPUMEHEHUIO
TEOPETHUECKHUX MOJIOKEHUN K PEHISHUI0 NMpakTHuecKuXx 3a1a4. C 3Toi menbio pa3paboTaHbl
3a/1aHus AJis BBITIOTHEHUsSI MPAKTUYeCKUuX paboT. OHU COCTOAT U3 3a7a4 U YIPaKHEHUH,
OPUEHTHPOBAHHBIX HA YCBOEHUE TEOPETUUYECKOI0 MaTepuasa U YMEHHUsI €ro UCIOJIb30BaTh AJIs

penIeHns TPaKTHYECKUX 3aTaHU M.

Ha KaXXJOM IMPAKTUYCCKHUX 3aHATUAX OTBOAUTCA BPEMS IJId JUCKYCCUU, B KOTOpOI)’I
Y4aCTBYIOT JOKJIIaIYHK, HO,Z[I‘OTOBI/IBH_II/Iﬁ COO6IJ_ICHI/IC 10 KaKou — JI1u00 HpaKTquCKOﬁ np06neMe

JOKYMCHTOBCACHU A, €TO OIMIIOHCHTBI (1 I 2 LICJ'IOBCKEI), NMOATOTOBUBIINC KOHTPAPT'YMCHTHI, U

JIpYTUe CTYIEHTHI TPYIIIIbL.



€000t HeOOIIBIIIOE HCCIIEIOBAHUE KaKOW — 00 MPOoOIeMBbl Kacaromieecst TEOPUH U MPAKTUKU

Hpyras ¢popma opranuzaiusi paboThl CTYIEHTOB — HAITICAHUE 3CCE, KOTOPOE TMPEICTABIISCT

UH(POPMALIMOHHBIX CHCTEM U 0a3 JaHHBIX C MPEII0KEHUEM BAPHAHTOB PEIICHUS TaHHON

POOJIEMBI.

TCXHUKU 110 3aJaHHBIM CUTYalHUsIM U3 ITPAKTUKH.

peq)epaTOB " HallMCaHMs 3CCE NPCAYCMOTPCHBI HHAWBHUIYAJIbHBIC KOHCYJIbTalluN

TpeTI/Iﬁ BHU/J — BBIIIOJHCHUEC MMPAKTUYCCKOTO 3aJaHnsd C IPUMCHCHHUEM KOMHBIOTCpHOfI

I[HH OTBCTOB Ha MHAWBUAYAJIbHBIC BOIIPOCHI, a4 TAKIKEC JIS IIOMOIIHA B ITOATOTOBKE

mpernoaaBaTeciis.

CIOCOOCTBYIOT Pa3BUTHIO OOIIEKYJIBTYPHBIX U TPOPECCHOHATBHBIX KOMIIETCHIINN

Peanmaum{ AKTHUBHBIX, THHOBALIMOHHBIX 06p330BaTeJH)HI)IX TGXHOHOFHﬁ, KOTOPBIC

oOyJaromuxcs mpuBeAeHbI B TabuIIe 6.

Ta6auna 6 - @®opMbl OpraHu3aunu 3aHATHI

Hcnoab3yemble
Koa-Bo | Koa-Bo
Ne HHTEPAKTUBHbIEC
Buna 3austus (J1, IIP, JIP) u Tema JacoB JacoB
n/n o0pa3oBaTe/IbHbIE
101010 300
TEXHOJIOTHH
1 Ilpakmuueckue 3anamus:
Ilpakmuueckoe 3adanue 1. aHaJIN3 3aKOHOIaTEIbHbIX
[Tpoananu3upoBaTh 3aKOHOIATSIIHHBIE aKTOB C HUCITOJIb30BAHUEM
aKThl, pETJIaMEHTUPYIOIIHNE Pa0oTy C HH(OPMaAIOHHO-TIPABOBHIX
KOH(UICHIIMATFHBIMA TOKYMEHTAaMU, U | mopTanoB «[ apanT» u
COCTaBbTE TAOIUILY «KoncynpranT [Lmrocy
Ilpakmuueckoe 3a0anue 2.
1. Ha ocHoBe u3yueHus 18 4

3aKOHOJATEJIbHBIX aKTOB COCTaBUTh U
0hOpMHTE B COOTBETCTBHH C
TpeOOBaHUSAMH MTEPEUHH
KOH(UIEHIMaTbHON HHOpMaLUU 1
U3/1aBaeMbIX KOH(PUICHIIUATbHbBIX
JIOKYMEHTOB /1151 KOMMEpPYECKOH (PUPMBI.
2. CoCTaBUTh NIPUKa3 O BBEICHUH
IIEpEYHs B ICUCTBHE.

Kpyznoui cmon 1. Bonpocs! s

PEIICHUC TPAKTUYCCKUX 3aJ1ayq
C UCITIOJIb30BAHNEM

KOMITIBIOTCPHBIX IIPOrpaMm




o0CyXKIeHUS.

1. TpeGoBaHus K cUCTEME AOCTYIIA K
KOH(HICHIIMATBHBIM JOKYMEHTaM.

2. CyIHOCTh pa3pelnTeIbHON CUCTEMBI
JOCTyNa K KOHPUICHINATHHBIM
JIOKYMEHTaM.

3. Topsinok pa3paboTKH U cofepKaHue
«[TomosxeHus 0 pexkuMe KOMMEPUECKOM
(cmy>xeOHOM TailHBI OpraHU3aL.

4. Odopmitenue nocrymna K

KOH(HICHIIMAIIbHBIM JJOKYMEHTaM 1
OTBETCTBEHHOCTh COTPYAHHUKOB 32
HapylleHHEe peXruma

KOH(HICHIIMATHHOCTH.

enoeasa uzpa 1: llogroroska
KOH(UICHIIMATBHBIX JOKYMEHTOB.
3amanust IS UTPHIL:

1. PazpabortaiiTe cuctemy y4eTHo-
PETUCTPAIIMOHHBIX (POPM JJIST KOHTPOJIS
32 HOCUTEIISIMH KOH(PHICHINATBHOM
UH(POPMALIUU U TPOEKTAMH JJOKYMEHTOB.
2. Opopmute KOHPHUACHITUATHHBIN

JAOKYMCHT CO BCEMU HeO6XO,ZLI/IMBIMI/I

PCKBU3UTAMU.

Jenoean uzpa 2. Oprannzanus
KOH(HJICHIIMATBHOTO
JIeJIONIPOU3BOICTBA.

3anaHus 1Jid Urpsbl:

1. IlpoBeaute 0OpabOTKy U
PETUCTpaIMIO KOMIUIEKTA BXOASIINX U
UCXOSIINX KOHPUICHIHATbHBIX
JIOKYMEHTOB, ITOJIy4€HHOI'O OT
npenojasarens. [IpoctaBbTe Bee
HE00XO0/IMMbIE OTMETKH U MHJIEKCHI Ha
JOKYMEHTaX.

2. 3anonnure xypHai yuyeta K/|
BBIJIEJICHHOT'O XpPaHEHUS U KapTOUKY
ydeTa BblIa4 KOH(PHUAECHIIMATHLHOTO
JOKYMEHTA.

UCIIOJIb30BAaHUE NTPE3CHTALNN U

HAIAOHBIX TOCOOUN

pa300p KOHKPETHBIX CUTYAIHil
C MCIIOJIb30BaHUEM

KOMITBIOTEPHBIX IIPOrPAMM

pa3b0p KOHKPETHBIX CUTYAIHii
C MCIIOJIb30BaHUEM

KOMITBIOTEPHBIX IPOrPAMM




Ilpakmuueckoe 3a0anue 3.

1. CocraBbTe HOMEHKIATYPY
KOH(PHICHIIMAIBHBIX JIe]T (GUPMBI.
Onpenenure, 4TO OTIAMYAET

HOMEHKJIATYpBbI JIE.

KOH(HMICHIIMAIBHOTO JIeIa.

Kpyenoui cmon 2: Opranuzanus
XpaHeHus1 KOHGUICHIINATbHBIX
JIOKYMEHTOB.

Bompocs! qiist 06cyxnenus:

KOH(l)I/IZIeHIII/IaJH)HI)IX JOKYMCHTOB.

3. Pexum xpaHeHus
KOH(UICHIIMATIBHBIX TOKYMEHTOB U
MOPSAJIOK UX BbIIAYH.

4. IIpoBepku HanM4UA
KOH(HIEHIINATBHBIX JOKYMEHTOB.
5. IlopsaoK yHUUYTOXKEHUS

KOH(l)I/IZ[GHHI/IaJ'IBHBIX JOKYMCHTOB.

MIPEACTABICHHYIO GOPMY OT OOBIYHOM

2. Odopmure cripaBKy-3aMECTHUTENb,
BHYTPEHHIOIO OMUCH U JIUCT 3aBEPUTEITH

1. OcobenHocTu OKCIICPTHU3bI HECHHOCTHU

2. IloarotoBka KOH(HICHIIMATHHBIX

AOKYMCHTOB K apXUBHOMY XPAHCHUIO.

PCIICHUC TPAKTUYCCKHUX 3aayd
C UCIIOJIB30BaHHUC

KOMIIBIOTCPHBIX TEXHOJIOTHI

paz00p KOHKPETHBIX CHUTYaIlUi

Hroro

18

Peanu3zanus AKTUBHBIX, HHHOBAIIMOHHBIX 06pa30BaTCJIBHBIX TCXHOJIOT Hﬁ, KOTOPBIC

CIOCOOCTBYIOT Pa3BUTHIO OOUIEKYIBTYPHBIX U MPOPECCUOHATBHBIX KOMITETEHIUI

00ydJaronuxcst IpUBEACHBI B TAOIHIIE 6.




Jns pa3BUTHS OpraHU3alMOHHO-YIIPABICHUYECKUX PEIICHUH, TO3BOJISIOIINE
c(hopMHPOBATH COOTBETCTBYIOIIME OOIEKYIBTYPHBIE U MPO(ECCHOHATBHBIE KOMIIETSHIINH B
y4eOHBIH MPOIECC MOYKHO BKIFOYUTH BCTPEUH C MPEICTABUTEISIMA POCCUMCKUX U 3apYOEKHBIX
KOMIIaHUi1; MacTep — KJ1acc dKCIepTa uiu npodeccopoB IPYrux By30B; MacTep — KJiacc

crienyaaucra B obnacTu I/IH(i)OpMaHI/IOHHBIX TEXHOJIOTHH.

4. OHEHOYHBIE CPEACTBA JJIS TEKYIIEI'O KOHTPOJIA YCIIEBAEMOCTHU "
IMPOMEXYTOYHOM ATTECTALIIUA

4.1 @DoHJ OLIEHOYHBIX CpeacCTB 1Jisl MPOBEACHUS l'[pOMG)KyTO‘lHOﬁ arrecranuu

Taoauna 7 — OueHovHbIe CPEACTBA, HANIPABJIEHHbIE HA ONpe/Ie/ieHHe CTeNeHU

chopMHUPOBAHHOM KOMIIETEHIIUHN

Pacuer-
Kypco- HO- Jlabopa-
Komneren- KonTpoJib-
Bas rpacu- Tect Pedepar Occe TOPHOE
1805070 Has pabora
pabora | ueckoe 3a/1aHue
3aJjaHne
MK-38 + + + +
IK-40 + + + +
MK-47 + + + +
MK-49 + + + +

4.2 IlepeueHb BONPOCOB, BBIHOCMMBIX HA 3JK3aMeH IO Y4Ye0HOHl JAuCHMILIMHE

«Opzanuzayus padomovl ¢ KOHPUOEHUUATLHHIMU OOKYMEHMAMUY.

1. TlonsTHe U OTIMYUTENbHBIE TPU3HAKN KOH(PUACHIIMAIHLHOTO JEIONPOU3BOICTBA

2. KonopuneHmaabHOCTh U OTPaHUYEHHOCTH JI0CTYIA KaK [IPABOBbIE KaTETOPUH.

3. VY3kumii W MWHPOKHHA TOIXOABl K WHPOPMAMKA OTPAHUYEHHOTO JOCTyMa —
COOTHOIIIEHUE HH(OPMAIIMK OTPAHUYEHHOTO JOCTYIAa C TOCYAapCTBEHHOM TailHOM.

4. Craguu KOH(pUIEHIINAIBHOTO TOKYMEHTO000pOTa U UX JIOTHYECKOe 000CHOBAHHUE.

5.  HcToyHMKM HOPMATHBHOTO PETYIUPOBaHUS KOH(PHIECHIIMAIHLHOTO
JEJIONIPOU3BOJCTBA

6. Hcrtopus pa3BUTHs 3aKOHOJATENbCTBA B c(epe 3almmThl U 000pOTa JOKYMEHTOB
KOH(HICHIIMAIIBHOTO XapaKTepa.

7. Ponb, 3nauenue u mecro IlocranoBnenuit IlpaButensctBa, I[lpesumenta PO B
CUCTEME HCTOYHUKOB, PETYIUPYIOLUIUX KOH(PUIEHIINAIBHBIX JOKYMEHTOOOOPOT.

8. PerymupoBanue 3amuTel MU 000pOTa CBENEHUH KOH(PUICHLIMATBHOTO XapakTepa
OTpacJIEBBIMU OPTaHAMU UCIIOJHUTEIBbHOM BIIACTH.



9. Pousb 1 3HaUEHHME aKTOB CyJEOHBIX OPraHOB B PETYJIMPOBAHUU OTHOLICHUH B chepe
KOH(QUICHIIMATBHOTO  JIEJ0Npou3BoAcTBa. (0sM3aTENbHOCT aKTOB CYJIEOHBIX OpraHoB B
IPaBONPUMEHHUTEIBHOM MPAKTUKE.

10. Kareropuu cBeaenuii koHpuaeHIHATBEHOTO XapakTepa. ObecreueHre COXpaHHOCTH
KOMMEPYECKOU TAHBI

11. CnyxeOHble  CBeIEHHs, COCTABSIOIIHUE  CIOyXeOHyro  TaiiHy. CBeneHus,
COCTABJISAIONINE KOMMEPYECKYIO TaliHY.

12. TlepconanbHble naHHbIe (CBeAeHUS O TpaxaaHax). CBeqeHus, COCTABISAIONINE TalHY
CJICZICTBUSA U CY/IOTIPOU3BOJICTBA.

13. CBenenusi, cBsi3aHHBIE C MNPOGECCHOHATBHOW  JICSATEIBHOCTBIO  (BpaueOHas,
HOTapuaibHasA, aJBOKATCKas TaliHa, TaifHa MEPENuCKH, TeNe(POHHBIX MEPErOBOPOB, MOYTOBBIX
OTIIpaBJICHUM, TeserpadHbIX WM UHBIX COOOIIEHUH U TaK Jajee).

14. TlonsTue koMMepueckoi TaiHbl. HopMaTuBHAs OCHOBA perylIMpOBaHUs OTHOLICHHUM
10 TTOBOJIY KOMMEPUYECKOM TalHBI.

15. Ilonstue cnmyxeOHOW TaitHbl. Kpurepum pacmpocTpaHeHuss Ha JTOKyMEHTAILUIO
pexxuMa ciryke0Hoil TaliHbl. CBeIeHUsI, KOTOPbIE HE MOTYT OTHOCHTBCS K CIIy>)KeOHOM TalHe.

16. ®opmupoBaHue en U3 JOKYMEHTOB JJISl CITY)KEOHOTO TOJIb30BaHUS. Y HUUTOKEHHUE
COOTBETCTBYIOIIUX JIOKYMEHTOB.

17. TlonaTHEe TEPCOHANBHBIX JaHHBIX. VIcTopusi pa3BUTHS 3aKOHOJATEIbCTBA O
MEPCOHAIBHBIX JaHHBIX.

18. OcHoBHBIe TpeOoBaHMA TpuU 00pabOTKE NEPCOHANBHBIX NaHHBIX. OrmpeneneHue
Kpyra JIMll, UMEIOIIUX MPaBo JA0CTYIa K MEPCOHAIBHBIM JIaHHBIM.

19. OcoOeHHOCTH pEryJHpPOBAHMS OTHOIICHUH 110 3aIUTe MEPCOHAIBHBIX JTaHHBIX
rOCyIapCTBEHHBIX clyKalux. @opMUpPOBaHUE IMYHOTO JeJia TOCYIapCTBEHHOTO CITY)KAIETo.

20. Opranu3auus KOH(PUIEHIHAIBHOI0 JOKYMEHT0000poTa
21. XpaHeHHWe U YHUYTOKEHUE KOH(PUACHIINATBHBIX JOKYMEHTOB

OueHoYHBIE CPECTBA /IS TEKYIIEro KOHTPOJISA YCIIEBAeMOCTH M IIPOMEKYTOYHOM
yCIeBaeMoCTH
Tabnuna 8 — Busibl KOHTPOJIS ycIIeBa€MOCTH, TPUMEHSEMbIE Ha ayIUTOPHBIX 3aHATHUSIX, U UX

OIICHKA B peﬁTHHFOBbIX banax

Buabl pa6éoT U KOHTPO.IA MakcuMaJibHOe KOJH4eCTBO 0217108
[Tocemnienre 1 KOHCIEKTUPOBAHUE JICKIIUNA 20

KonrtponbHas pabora 0-10

AxTuBHas paboTa Ha CEMUHAPCKUX 3aHATUAX 0-10

Dcce u pedepaT Ha OCHOBE aHAIN3a MMEPUOMIECCKON 0-15

neyaT U nyonukanui aTepHer

TectupoBanue 0-15
Htoro 3a paboTy B ceMecTpe 0-70
HToroBbiit KOHTPOJIb (IK3aMEH) 30

Ta6amua 9 - bannbl peMTUHIOBOM CUCTEMbI OLIEHKM YCNEBAEMOCTU CTYAEHTOB



Bun Jomyck K OcB00OKTEHNE OT UTOrOBOM IToaoxuTeAbHBIN

aTTecTallMU aTTecTallMU aTTecTalMu (ABTOMaTHYECKOE pe3yJabTaT UTOrOBOM
(3auery) BbICTaBJIEHHE OL[EHKH «3a4YTEHO0») aTTrecTaluuu
3auer 40 71-100 71-100

KpnTepml OICHUBAHUA 63KaJ’IaBp0B Ha 3a49€Te 10 JUCIHUIIJIMHE «Opranmaunﬂ

padoThl ¢ KOHPUAEHIHATBLHBIMU JOKYMEHTAMM»

OlieHKa «3a4TEeH0» BBICTABIISACTCS CTYACHTY, €CIIH:

1. PackpbITO OCHOBHOE COJEpKaHUE MaTepHaa.

2. B OCHOBHOM TMpaBUJILHO JaHBI OMPEACIICHUS, TIOHSATHS.

3. OTBeT CaMOCTOSITENbHBIMH.

4. Matepuan U3J10KEeH HEIOJIHO, IPH OTBETE NOMYIICHbl HETOYHOCTH, HapyIlIeHa
MOCJIEIOBATEILHOCTh U3JI0KEeHUsI. JlomyIieHbl HeOObIITNE HETOYHOCTH MPU BHIBOJAX U
WCIIO0JIb30BAaHUM TEPMHUHOB.

5. HpaKTI/I‘{eCKI/Ie HaBbIKHW YBCPCHHBIC.

OreHKa «He 3a4TeH0» BBICTABIISCTCS CTY/ICHTY, €CIIH:
1. OcHoBHOE conepxaHre yueOHOro MaTepuaia He pacKphbITO.
2. He naHbl OTBETHI Ha IONOJIHUTEIbHbIE BOIPOCHI MTPETIO1aBaTENs.
3. lony1ieHsl rpyOble OMIMOKY B ONPE/IEIEeHUsX.
4. Het mpakTHYECKMX HABBIKOB B MCIOJIB30BAHUN MaTEpHaa.
[Tpu n3ydeHnn TUCIUTUIMHBI UCTIONB3YIOTCS CIENYIOIINE HHHOBAIIMOHHBIE TEXHOJIOTHH:
AJIEKTPOHHBIE MPE3EHTALMH, PEILICHHE TPOOJIEMHBIX CUTYyallui B COCTaBe MaJIbIX TPYIII,
MOJrOTOBKA MH/ANBUAYAIbHBIX MUCbMEHHBIX aHATUTHYECKUX paboT B popme 3cce.

®DoH/T OIIEHOYHBIX CPEJICTB XPAHUTCS Ha Kadepe.

B xoze n3ydenus yueOHON AUCHUIUIUHBI peuiaromes ciedyoujue
gocnumamenvHble 3a0a4u:

— (dopMupOBaHHE U Pa3BUTHE Y CTYJACHTOB aHAIUTUYECKOTO U TBOPUYECKOTO MBIILICHHUS,

—  (dopmupoBanne HHOOPMALIMOHHON U YIIPABICHYECKON KYIbTYPHI;

— TNpUOOIIEHHE K IEHHOCTSIM YIPaBICHYECKOTO HCKYCCTBA, JOCTHXKCHHSM MHPOBOMN
YIPaBJICHUYECKON HAYKH;

—  (dopMupoBaHHEe HEOOXOJUMBIX MOPATBHO-3TUYECKHX M MPO(hecCHOHATBHBIX KayecTB
JIOKYMEHTOBE/A.



5 IEPEYEHHb OCHOBHOM M JOIOJHUTEJIbHOM YYEBHOM
JIUTEPATYPBI, HEOBXOJUMOM 1J1s1 OCBOEHU S U CLUILINHBI

5.1 OcHoBHas uTEpaTypa
Tab6auna 9 — IlepeyeHb OCHOBHOM JIMTEPATYPbI

Ne ABTOp, Ha3BaHUE, MECTO U3JAHMSI, U3ATEIBCTBO, FOJ
W3IaHns yaeOHOU UTepaTyphl, K-BO CTPAHUIL, BU U
XapaKTepUCTHKA WHBIX HHPOPMAIIMOHHBIX PECYPCOB

KomnuecTtso 3k3. B DNEeKTPOHHBIN pecypc
6ubmmoTeke

1 | I'po3oga, O. C.

Jenonpon3BoacTBO [DNeKTpoHHEI pecypce] : yaeOHoe
nocobwue U1 akanemMuueckoro dakanaspuara / O. C. I'po3oBa.
- Mocksa : FOpaiit, 2017. - 124 c. -

https://biblio-
online.ru/book/5F1C2
7F2-251B-4B74-
BE78-
AC06A5D30956

2 | Ilpoxopoga, O.B.

WudopmannonHas 6€301macHOCTb U

3amuTa nHGopManuu [ DNeKTpOHHBIH pecypce] : yueOHHK /
O.B. IIpoxopoga. - Camapa : Camapckuii rocy1apcTBEHHBIH
ApXUTEKTYpPHO-CTPOUTENBHBIN YHUBepcHuTeT, 2014. - 113 c. -

http://biblioclub.ru/in
dex.php?page=book&
id=438331.

5.2 lonosiHuTeE/IbHAS JINTEPATYpa
Ta6auna 9 — IlepevyeHb JONOTHUTEIBHOM JIUTEPATYPbI

No

/o

ABTOp, Ha3BaHHUC, MCCTO U3JaHUs, U30AaTCIIbCTBO, 'O
HU3JaHusz yqe6H0171 JINTCPATYPhbI, K-BO CTPAHUILI, BUI U

XapaKTEPUCTHKA UHBIX HHOOPMAIIMOHHBIX PECYPCOB

Kom-Bo
3K3. B

ouoIMoOTEKE

DNEeKTPOHHBIN

pecypc

YyeOHuKu

AJexkcennesn, A. U.

KonguaenumnansHoe nenonpousoactso / A. 1.
Anexkcenues ; A. 1. Anekcennes. - M3a. 2-e, 101m. u
nepepad. - M. : OO0 XKypuan "Ynpasnenue
nepconaiom", 2003. - 200 ¢

[TpaBuia pa3paboOTKy MepeyHs CBEICHH, OTHECEHHBIX K
rOCyIapCTBEHHOM TaiiHe : yTB. IlocTaHOBIEHMEM
[TpaButenscTBa PO : ot 23 nromns 2005 1. : Ne 443 //
CoOpanue 3akoHoatenbeTBa POD. - 2005.- Ne 31.- Cr.
3224.

http://www.garant.ru

HepnounquRaﬂ neyartrb

IInacturuna H.B. [IpaBuna yBosabHEHHs 3a pasrilalieHue
OXpaHseMOn 3aKOHOM TaifHbl// CIIpaBOYHUK KaJPOBHKA -

2015. - Ne 2. - 43-45 c.

Hanensesa U. U. Iopsinok paboTel ¢ mepcoHalIbHBIMU
JaHHBIMU paOOTHUKOB. JIMuHbIe nena opopmisieM

npaBwibHO // CipaBouHMK KajgpoBuka — 2015, - Ne 2. —



http://www.garant.ru/

56-59c.

I'OCT P 6.30-2003. «YHUPUITUPOBAHHBIC CUCTEMBI http://base.garant.r
JIOKYMEHTAIMU. Y HU(DUIIMPOBAHHAS CUCTEMA u/185891
3 OpTraHU3aIMOHHO-PACTIOPAIUTEILHON TOKYMEHTAIUH.

TpeboBanus Kk 0oopMIICHHIO TOKYMEHTOB.»- M.: M31-BO

crangaptos, 2003

H.B. Konosanosa, B.U. Anopeesa. 1
4 OmeemcmeeHHOCb 3a Hapyuierue

3aKOHOOAMeNbCcmea O NEePCOHANLHBLIX — OAHHBIX
//Cnpasounux kaoposuxa — 2014, - No 5. — 44-47c.

[MHTEepHET pecypcehl

1 www.delpro.narod.ru - Ienonpou3BoactBo+ WuTepHer
) URL: www.biblio-online.ru — snekTpoHHbie yueOHbIC WuTepHer
mocoous.

URL: www.bibliotekar.rulbiznes-60 — cienikypc

«Cekperapckoe Jeno»

6 IEPEYEHH PECYPCOB HH®OPMAIIMOHHO-TEJIEKOMMYHUKAIIMOHHOM
CETH «<MHTEPHET», HEOBXOJIUMBIX /UIs1 OCBOEHUSA JUCHUIIVIMHBI

— URL: http://elibrary.ru - caiiT Hay4HOIi JICKTPOHHON OMOIHOTEKH.

— URL: www.biblio-online.ru — snexrponHsie yueOHbIE TOCOOUSI.
— URL: www.iprbooksshop.ru - snekrpoHHo-0nbmoTeYHas ciucrema.

— URL:  http://www.pro-personal.ru/journal/422/131229 — 51eKTpOHHBIH  >KypHAaTI
((CHpaBO‘-IHI/IK KaJIpOBUKA».

— URL: www.advertology — ayanoKypchl O I€IOIPOU3BOICTBY.

— URL: www.edou.ru/enc - rieHTp koMmeTeHiuii mo Bonpocam JIOY u apXuBHOTO Jera.

— URL: www.kadrovik-praktik.ru —Caiit mo xagpoBomy JeI0NpPON3BOACTBY/
TMETOAUYECKUE YKA3ZAHUSA 1JIS1 OBYYAIOLIUXCA ITO OCBOEHHUIO
JUCLUTJIMHBI

OcBoeHHE IUCHUIUIMHBI TPeIycMaTpUBAET MPOCIYIIMBAHWE JIEKIHA U TPOBEICHHE
MPAKTUYECKHUX PaboT.

Jlist ry60KOro U3ydeHus JUCIUILTUHBI HACTOATEILHO PEKOMEHIYETCS:

— CHCTCMATHYCCKHN TOTOBUTHCA K HpaKTquCKHX 3aHATUAM 110 y‘—Ie6HI)IM HOCO6I/I${M,
HAyYHBIM CTaThsIM B )KypHaJlaX, a TAKXkKe ¢ UCMOIb30BaHNEM pecypcoB MHTepHeT;

— CBOCBpeMeHHO BBIITOJIHATH HpaKTI/I‘-IeCKI/Ie 3aaHusd, TOTOBUTH pe(bepaTLI " 5CCE.

CamocTtosTenpHass paboTa CTyACHTa - OJWUH W3 BAXHEWIIUX STAloOB B MOATOTOBKE
crienanucToB. OHa MPHOOIIAET CTYJAEHTOB K HUCCIE0BATEIBCKOM paboTe, 00oTamaeT onsITOM U
3HAHUSIMH, HEOOXOIUMBIMH JJIsl JAIbHEHIIIET0 MX CTAHOBJICHUS KaK CIEIUAINCTOB, MPHUBUBAET
HaBBIKU pabOTHI C IUTEPATypPON, CTATUCTUYECKUMU TaHHBIMH.

[lenp camoCTOSTENBEHON pabOTHI - cHUCTEMaTH3allus, 3aKpeIyieHUe U paclIupeHHe
TeopeTquCKHX nu HpaKTquCKHX 3HaHHI>i C HUCIIOJIB30BaHUECM COBpeMeHHBIX I/IH(bOpMaIII/IOHHBIX



http://www.delpro.narod.ru/
http://www.biblio-online.ru/
http://www.bibliotekar.ru|biznes-60/
http://elibrary.ru/
http://www.biblio-online.ru/
http://www.iprbooksshop.ru/
http://www.pro-personal.ru/journal/422/131229
http://www.advertology/
http://www.edou.ru/enc
http://www.kadrovik-praktik.ru/

TEXHOJIOTUH M JINTEPaTYPHbIX MUCTOYHHUKOB. [IJis1 pa3BUTHS HABBIKOB CAMOCTOSITEILHON PaOOTHI
CTYJCHTaMH BO BPEMsI CAMOCTOSITEIIEHON paOOTHI BBITOIHSIOTCS:

— pedeparbl, CBsI3aHHBIE C PACCMOTPEHHEM CTPYKTYPHl W TPHHIMIIOB OPTaHU3AINH
MH(OPMAIMOHHBIX pecypcoB B cetn MHTEepHET;

— pedeparbl, CBsI3aHHBIE C 0030pOM COBPEMEHHOTO pBIHKA CIICIMATN3UPOBAHHBIX
CIIPaBOYHBIX CHUCTEM, KOHKYPEHTHOI OOpBOBI MKy HX CO3/IaTEeIISIMU 32 BIIAJICHUE PHIHKOM;

— JIOMAIlIHUE 33JaHus 10 MOUCKY B MIHTepHeTe MHPOpPMAIIUN Ha 331aHHYI0 HAYYHYIO TEMY
¥l [IOJIFOTOBKE JTOKJIA/a.

- pe(bepaTbl, CBA3aHHLIC C IPABOBBIMU aACICKTAMU HCIIO0JIb30BAHUA HH(bOpMaL[I/IOHHBIX
pecypcoB MHTepHETa, 0XpaHOil HHTEIUICKTYa IbHONW COOCTBEHHOCTH;

Pedepar wumm scee TOTOBATCS CTYAEHTOM CaMOCTOSITEIbHO, B HHX 0000mIarOTCA
TEOPETUYECKHE MaTepualbl [0 HCCIEAYEeMOHl TeMe C HCIOJIb30BaHHEM MAaTepHaloB U3
CIELMAJIbHOM  JUTEpaTypbl, HOPMAaTUBHO-IIPABOBBIX JOKYMEHTOB, CTaHAAPTU3UPYIOLINX
paccmarpuBaeMyo cdepy. B comepxkaHuu MUCBMEHHBIX pabOT JODKEH OBITH COOCTBEHHBINH
aQHaJIM3 M KPUTUYCCKUHA MOJXOJ K PEIICHHIO MPOOIEeMbl MO BHIOPAHHOH TEME HCCIICIOBaHMS,
HOJAKPEIUICHHBIA CTATHCTHYECKUMHU JaHHBIMH U KOPIOPATUBHOM OTYETHOCTHIO H3BECTHBIX
Kopnopaum‘?l. MaTepI/IaJIBI JOJI2KHBI OBLITh H3J0KE€HBI Ha BBEICOKOM TCOPCTUYICCKOM YPOBHEC, C
IPUMEHEHHEM MTPAKTHYECKUX TaHHBIX, IPUMEPOB.

CTYZ[GHTB,M PCKOMEHAYCTCA HCIPEPLIBHO IMPOBOAUTL HAYYHBIC HMCCICIOBAHUA II0M
PYKOBOJICTBOM IipernojaBarensi kadeapbl M0 H30paHHOW TeMe€ M TOTOBUTH COOOLICHHS Ha
Hay4HbIe KOH(pepeHIIH, cTaTbi B COOPHUK MOJIOJBIX UCCIIEOBATENCH 1 HAYYHbIE KYPHAIIBI.

OOyueHune CTyJIeHTOB C OTPaHUYECHHBIMUA BO3MOKHOCTSIMHU OPTaHU3YeTCS B COOTBETCTBUH C
TpeboBaHusAME «METOJMUYECKUX PEKOMEHANUI 10 OpraHu3anuy 00pa3oBaTeNIbHOTO Mpolecca
s OOyYeHWs WMHBAIUIOB H JIMI C OrPAHHMYCHHBIMA BO3MOXKHOCTSIMU 3[0POBbS B
00pa3oBaTeNIbHBIX OPraHU3alMAX BBICHIETO MPO(ecCHOHAIBHOr0 00pa3oBaHUsD» OT «8»amperns
2014 r.

8.NIEPEYEHHb TH®OPMAIIMOHHBIX TEXHOJIOT Ui, UCIIOJIb3YEMBIX ITPH
OCYHECTBJIEHUU OBPA30OBATEJIBHOI'O NTPOIECCA 11O JUCHUITVIMHE
8.1 IlepeyeHb HEOOXOAMMOI0 NIPOrPAMMHOI0 O0ecTieYeHus!
B Xxone mnpakTHdecKMX 3aHATUN MCIONb3YeTCs pa3padOTaHHOE YHHMBEPCUTETOM U

Kadenpoi mporpaMMHO€E 0OecIieyeHHe:

1. DnexTpoHHas nH(pOopMalnOHHO-00pa3oBaTebHas cpena
yuuBepcutera.http://www.kubsu.ru/node/
2. Komnexmus KYpHaJIoB n3/7aTeNbCTBA Elsevier Ha

noptane ScienceDirecthttp://www.sciencedirect.com/

3. Ha cepBepe yHuBepcurera:

— Onmnepanunonnas cucreMa WINDOWSXP;

— IIpunoxenus MicrosoftOffice.

8.2. Ilepeyennb HEOOXOAMMBIX HH(POPMANMOHHO CIPABOYHBIX CHCTEM
CnpaBouHo-nipaBoBas cuctema «KoncynbranT [Imroc» u «"apaHT»

9. MATEPUAJIBHO-TEXHUYECKAS BA3A, HEOBXOJNUMASA IJIsA
OCYHUIECTBJIEHUSA OBPA3OBATEJIBHOI'O ITPOLECCA IO AUCHUIIJIMHE

9.1. YueOHas 1aboparopusi OpraHM3allMOHHOTO MPOEKTUPOBAHUS, CUCTEM

JTOKyMEHTaIuu, HHQOpMaIiy U 3HaHUH, aya. 426:


http://www.kubsu.ru/node/
http://www.sciencedirect.com/

—  MYJbTUMEIUNHBIA TPOEKTOP, HSKpaH, HOYTOYK M YCTAaHOBJIEHHOW IPOrpamMMoOi
AcrobatReader 9.0;

— credj 1 — OpranuzaiioHHOE TPOESKTUPOBAHHUE;

— creaa 2 — KopmnopatuBHas ceTh 3HaHMI Ha 0a3e OHTOJIOTUH: CTPYKTypa |
TEXHOJIOTHS peallu3alui;

—  JI0CTYyNl MHJUBHUAYaJbHBIX HOYTOYKOB oOOywarommuxcst K ceTu VHTepHeT aius
oOpalieHus K caiiTaM yueOGHOro BUAEO U UCIOIb30BaHUs 00J1a4HOM TEXHOJIOTHH;

— b/l KOMIIBIOTEPHBIX NPE3CHTALUN;

— B/l monHOTEKCTOBBIX MOHOTrpaduii, COOPHHUKOB MOJIOABIX HCCIEIOBATENCH U
KOH(epeHIIN;

— b/l NomHOTEKCTOBBIX Y4eOHBIX MOCOOMI M XpecTOMAaTHI KadeIphl;

— b/l nyymnx BKP u KP cTynenTos;

— b/l ”HHOBAaMOHHBIX TBOPUYECKUX IIPOCKTOB CTYICHTOB.

9.2. Komnbrorepusblii kiacce (aya. 403): 16 yaeOHBIX MECT ¢ BBIXOJOM B ceTh MIHTEpHET U

C IPOrpaMMHBIM O0ECIIEYCHUEM Ha CEPBEPE.
9.3. IIpe3enTanum:
1 — Tlpe3enTarust yueOHOM TUCIUILIAHBI

2 - TexHonorus NOArOTOBKH pedepara u scce



PELHHEH3MUA 1
Ha pa0o4y10 yueOHYI0 IPOrpaMmMy Mo JUCHHUIINHE
b1.B./IB.14.1 «Opranusanus paboTbl ¢ KOH(PHUICHINATBHBIMHA JJOKYMEHTAMM,

MOJATrOTOBJICHHYIO TIpenojaBarenemM Bakynunon A.U.

Pabouas nmporpamma gucuumuinasl b1.B.J/IB.14.1 «Opranuszanus paboTsl ¢
KOH(HICHIIMATHHBIMI JOKYMEHTaMU», U3J10KeHa Ha 22 crpanunax. Oobvem paboueit
nporpamMmsl coctasiisieT 20 mevaTHbIX JUCTA, 4TO cooTBeTcTBYET TpeboBanusmu GI'OC BO 3+
u [IpumepHoif 0CHOBHOI 00pa30oBaTeILHOMN MPOrPaMMON 10 HAIIPABJICHHUIO MOATOTOBKU 46.03.02
«/lokyMeHTOBEICHUE U APXHUBOBEICHHUEY.

Copnepxanust pabodeii mporpaMmsl cooTBeTcTBYeT TpeboBanusm ®I'OC BO 3+ (B
yactHocTH 1. 6.3, 6.4, 6.5, 6.6, 6.9, 6.10).

Pabouas nporpamMma AUCHUILUIMHBI COAEPKUT Pa3JIeIibl, eI OCBOCHUS AUCLUILINHBI,
MECTO AUCUMILIMHEL B cTpyKType OOII, koMneTeHnny, 3aKkperieHHble 3a IUCHUIIMHOM,
CTPYKTYpY U COZIep>KaHUE JUCLMILIMHBL, 00BEM JTUCHUIUIMHBI U BUJIbI Y4eOHOI paboThl, 00beM U
BUIbI Y4eOHON pabOThl, MOAYJIN U pyOSKHBIH KOHTPOJIb B CEMECTPE, COJIEpKaHHE JEKIIMOHHOTO
Kypca, coJlepKaHue IPaKTUYECKUX 3aHATUH, 00pa3oBaTeIbHble TEXHOJIOTUH, yueOHO-
MeTOIMYecKoe obecriedeHne paboThl CTYACHTOB, (POPMBI TEKYIIETO U UTOTOBOTO KOHTPOJIS,
TeMaTHKa U METOANYECKHUE yKa3aHUs MO BBIIOJHEHUIO KOHTPOJIbHBIX paboT, epeueHb BOIPOCOB
K 3a4eTy, MaTepHalIbHO-TEXHUYECKOe obecrieueHne, aHHOTaluio paboueil mporpamMmsl, 4TO
COOTBETCTBYET 110 COCTaBY, yCTaHOBJIEHHOMY MakeTy PII.

Henu quciumuivzbl cpopMyIHpoBaHbl B COOTBETCTBUU C HA3BaHUEM U COJICPKAHUEM
JUCIIUIUIMHBI U KOMIETEHIUSIMHU, 3aKPETJICHHBIMU 32 JUCUMILTUHON yuyeOHbIM TutanoM OOIN.
Hazpanus komnerenuii coorserctBytoT @I'OC BO 3+ u IIpumepHOil 0CHOBHOM
o0pa3oBaTeNbHON MPOrpaMMOii 1o HampaBIeHHIo MoAroToBkH 46.03.02 «/lokymMeHTOBe1eHNE U
apXUBOBEACHUEY.

B paszgene 2 paboueii mporpaMMbl IUCHUIIIMHBI COCTABIEHBI CTPYKTYPHO-JIOTHYECKHE
cxeMbl ((OPMUPOBAHMS KOMIETEHIINH, 3aKPETICHHBIX 32 AUCHUILTUHON. [y Kax 10
KOMIIETEHIIMH YCTaHOBJIEHA 3aBUCUMOCTBD C TOCIIEAYIOIIEH TOATOTOBKON CTYJEHTOB
MOCPEACTBOM CTPYKTYPHO-JIOTUYECKUX CXEM, COCTABIIEHHBIX 10 KOMITETEHIUSAM. BrineneHnnble B
paszielie neiarornyeckue 3a1auu («3HaTh», KYMETbY, «BJIAJIETh») [0 00bEMY U CI0KHOCTH
CoJIepKaHus, MPEATIaraeMoro CTy/IeHTaM K OCBOGHHUIO, COOTBETCTBYIOT O0ILIEMY U ayIUTOPHOMY
00BbeMy y4eOHBIX YacOB, BBIACICHHBIX JJISI KX OCBOCHUS CTY/IEHTaMH.

Copepxanue paboueil mporpaMMbl TUCHUIUIMHBI COOTBETCTBYET YPOBHIO

MMOATOTOBJICHHOCTU CTYACHTOB K U3YUCHUIO )IaHHOI\/’I JUCHUITIINHBI. VcenemnocThb HN3YUCHUA



JTUCIUILIMHBI 0OecrieynBaeTcsi B paboyeil mporpamMme 3a cueT JIOTUKH MOJauu MaTepuana u
MOPSIIKA TEM MPAKTUYCCKUX 3aHATHMA, CUCTEMOU (hOPM KOHTPOJISI M KauecTBa y4eOHOM
JTUTEPATYPHI.

B PII otcyrcTBYyeT ny6nupoBaHue yueOHOTo MaTeprala ¢ IpyruMH TUCHUTUTMHAMU.
PekoMeHi0BaHHAass aBTOPOM JIUTEPATYpa COJEPKUT PA3IMYHBIE BUIBI U3/IaHUN U OTBEYAET
COBPEMEHHBIM TPeOOBaHUSIM K yUeOHOMY MPOIIeCcCy

3akniouenue.

Pa6ouast mporpamma o aucrumuinie b1.B.JIB.14.1 «Opranuzarus paboTs ¢
KOH(UICHIIMATBEHBIMA JOKYMEHTAMU», COOTBETCTBYET HEOOXOIUMBIM TPEOOBAHUSIM U MOXKET
OBITH PEKOMEHIOBAHA K YTBEPKICHUIO U HCIIOIH30BAHHUIO B Y4E€OHOM MpoIiecce mo
OakaiaBpckoi mporpamme «OpraHu3aoOHHOE MPOSKTHPOBAHKE TOKYMEHTAIMOHHOTO
oOecrnieueHus yrpaBiIeHUs B OpraHU3allKuy 10 HampaBlieHuto nmoarotoBku 46.03.02

((I[OKYMGHTOBGI[GHI/IC N apXHUBOBCIACHHC).

3aBeyromuil kagenpoit « JKOHOMHMKA ¥ OpraHU3allksl IPOU3BOJICTBAY

MI'TY um. H. O. baymana, WCTIOJHUTENBHBIM TUPEKTOP HEKOMMEPYECKOro
nmapTHepcTBa «OOBEeJUHEHNE KOHTPOJIIEPOBY II,OKTOp BKOHOMI/I‘}GCKI/IX Hayk,
npocdeccop & _— > CI. @ansko



PELHHEH3UA 2
Ha pa0o4y10 yueOHYI0 IPOrpaMmMy Mo JUCHHUIINHE

Bb1.B./IB.14.1 «Opranusanus paboTbl ¢ KOH(PHUICHINATBHBIMHA JJOKYMEHTAMMY,

Pabouas yueOHas nporpamMma 1o 6akanaBpuaty «OpraHu3aliOHHOE IPOEKTHUPOBAHUE
J1IOY B opranuzanum» coctaBieHa B cooTBeTcTBUH ¢ TpeboBanusmu ®I'OC BO 3+ u
[TpumepHOIT OCHOBHOW 00pa3oBaTEIBLHON MPOTrPaMMOIA IO HAPABJICHUIO TOArOTOBKU 46.03.02
«/loKyMEHTOBEICHUE U APXUBOBEICHHEY.

Coneprkanus padodeii mporpaMMbl cooTBeTcTBYyeT TpeboBanusm @I'OC BO 3+ (B
yacTHOCTH 1. 6.3, 6.4, 6.5, 6.6, 6.9, 6.10),

Pabouas nporpamma coepKuT:

- LeJIM U 33]1a44 Kypca,

- MecTo qucuuIuinHbl B crpykrype OOII BO;

- CTPYKTYPY U COAEpKaHUE TUCLHUIUINHBI;

- pacnpeziesieHue TPy10EMKOCTH TMCIUIUIMHEI 110 BUAAM padoT;

- CTPYKTYPY AUCLUILIVHBI;

- IepeYEHb TPAAULIMOHHBIX 1 HHHOBALMOHHBIX 00pa30BaTEIbHbBIX TEXHOJIOT UM,
HCIOJIb3YEMBIX B MIPOILIECCE N3YUECHUS JaHHOW JUCLMILIUHBL,

- CoZIep KaHUE Pa3AesioB AUCLUHUILINHBL

- IepevYeHb y4eOHO-METOJMUECKOro 00eCIeYeHHUS.

Copneprxanue paboueil mporpaMMbl COOTBETCTBYET ITOCTABICHHBIM LIEJISIM, COBPEMEHHOMY
YPOBHIO U TEHJICHLUSAM Pa3BUTHUS KaJpOBOTO JIE€JIO0MPOU3BOJICTBA, CIIOCOOCTBYET MOBBIILIEHUIO
3¢ (HEeKTUBHOCTH TOKYMEHTALIMOHHOTO 00€CIIeYeH s KaApOBOTO JIEIONPOU3BO/ICTBA B YCIOBUSIX
MOJICpHU3AIIUH ITPOU3BO/ICTBA U TPUMEHEHHEM COBPEMEHHBIX MH()OPMAIIMOHHBIX TEXHOJIOTHH.

ITpu pazpaboTke paboueil yueGHON MporpaMMBbl HCIOIb30BAIaCh HOBEHIIIAs
OTEUYECTBEHHAsl U 3apyOexHasi INTepPaTypbl U COOCTBEHHbIE U31aHUS Ka(eIphl.

Pabouyas yueOHast mporpamma OTINYAETCS JIOTHIECKON CTPOHHOCTHIO, TPAKTUYECKON
HaIpPaBJIEHHOCTHI0. PEKOMEHI0BaHHAsA aBTOPOM JINTEPATypa COAEP>KUT Pa3IMUHbIE BUIbI
U3JJaHUN M OTBEYaeT COBPEMEHHBIM TPEOOBaHUAM K Y4eOHOMY ITpOIIECCy.

Jlnst Gonee Ka4eCTBEHHOTO U3YyU€HUs AUCIMILTUHBI HEOOXOJUMO MTPETYCMOTPETh
MIPUBJICYCHNE Ha JICKI[MOHHBIE 3aHATHSI MPEACTABUTENCH KaJAPOBBIX CIIYKO pOCCHICKUX
KOMITaHUH, a TaKKe MacTep KJIACChI C HKCIEPTaMU U CIIEUAINCTaMU B 00JIaCTH

JAOKYMCHTOBCACHUA U apXHUBOBCICHHA.



3AK/IIOYEHHUE.

Pabouas yuebnas nporpamma no auctuminae b1.B.JIB.14.1 «Opranusanus paboTsl ¢
KOH(HICHIIMATHHBIMHI JOKYMEHTAMHU», MOXET UCIIOIb30BATHCS B YI€OHOM MPOIIECCE 10
OaxanaBpckoit mporpamme «OpranuzanuoHHoe npoektupoanue 10OV B opraHuzanum» mno

HarpaBieHuto noAarotoBku 46.03.02 «/lokymenroBenenue u apxusosenenre» B PI'bOY BO

«KyoI'V».
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